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Right click 

on word art 

to get this 

box 
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Click on the page, 

hold down the 

click button and 

drag to the 

desired size – 

release button 

and face will 

appear. 
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Type in text 
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Highlight text 
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You have now 
completed this simple 

task! 

Are there any questions? 
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Type in Text 

Special Tip: Hit the enter button 

one time below the text before 

you begin to format the text so the 

rest of your typing will not be 

formatted in the same manner. 
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Highlight 

Text 
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Scroll down 

to double 

line option & 

click on the 

double line 
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Click off 

Click off 

Click off 

Once all are off – click okay at 

 the bottom of the box 
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Type in text and hit 

enter one time 
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Type in text and hit 

enter one time. 
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Highlight Text 

 

**be sure to only highlight to 

end of last word 
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Click on check bullets 

Then click on OK 
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Create Table 
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Type text into table 

 

**use tab to move from cell 

to cell 



40 

Put cursor over column line 

separating the period and 

Monday columns 

 

Then drag the line to the left 

to make the period column 

smaller. 
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Inserting & moving pictures 
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Type in 

agriculture 

 

Hit Search 
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Select a picture – any 

picture 

 

*if agriculture does not 

work – pick something 

else 

 

*Close the insert clip 

art box by the x in the 

upper right corner 
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Click one 

time on the 

picture 
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Note: Picture 

toolbar may 

already be 

showing – if so 

skip this step. 
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This option of text wrapping with the  

picture makes pictures much easier to 

handle in Word.  
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Once you have selected through – the 

lines and corner markers around the 

picture will change. 
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Once you have selected the through  

option – you should be able to grab 

the picture and move it anywhere on 

the page without it snapping to a grid. 
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Resume Basics 
• Keep it brief 

• Provide important information 

• Keep it easy to read 

• Free of mistakes 

• Make it look sharp 


