Word Project 2: Using Word’s Wizards & Templates

· Create a resume

· Template – Word prepares document with text or formatting

· Wizard – Word prepares document based on user entry

· Start Word, New, Other Documents, Resume Wizard

Next – professional (notice status on left of window)

Next – entry level

Next – fill in address

Next – Select Headings

Next – Select Optional Headings

Next – Add any other headings and order them

Finish – You can always go “back” before this point

· Page Layout View – exactly how the printed page will look

· Personalize the Resume

· Tables – collection of rows and columns

· Show gridlines – click in the table, select table, show gridlines

· When you use a wizard, Word uses styles

· Insert Blankline (sometimes too big, so use cntl-0)

· Now fill in the resume

· In experience section every time you press enter it puts almost an entire blank line in – use line breaks.  Instead of enter press shift-enter.

· Autoformat:

Tools, autocorrect – unpredictable results

· Autocorrect

· Autoformat as you type

· Test it.

· Change fonts in a table:

Click in table, table, select table, 

Click cntr-] to increase the font size one point

Click cntr-[ to decrease the font size one point

· Print Preview

Explain each option on the screen.

 Create a Cover letter using a template

· File, New, Letters & Faxes Tab, Professional Letter (note the preview to the right – also note that you cannot just click on the new doc button because it just gives a blank page), Professional, Contemporary, Elegant

· Zoom, 100%

· Make mods and personalize

· Creating an autotext entry – always correct spelling, easy,


Turn on hidden characters


Drag through text


Insert, Autotext, new


Name it “myname”


Save


Type body of letter, italicize something, ctrl-I, words, then ctrl-I again

· Inserting an autotext entry


Type “myname”


Press F3

· Switching two sentences


Select a sentence


Move pointer to anywhere in sentence


Press and hold ctrl


Click sentence


Release ctrl

· Drag and Drop sentence


Move into selected text


Press and hold mouse, move/drag


Move to new location


Release mouse


(Note that you can always “undo”)

· Using Tabs


Move to the end of the paragraph


Click increase indent button three times


Type something

· Check Spelling
· Switch from one open Word document to another, use Window menu

· Close All 


File, Close All

