
Exercise 1 Create a Resume in Microsoft Word 2007
Objectives
1.
Become familiar with Microsoft Office Word 2007.
2.   Create a formatted document using the tools in Microsoft Office Word 2007.
3.
Practice cutting, pasting, and copying information in Microsoft Word 2007.
Activity

1.
Open Microsoft Office Word 2007.
a. Click on the Office button [image: image1.emf]
b. Click on the New icon.
c. On the drop-down menu click on Installed Templates.
d. Click on resume.
e. The resume template will appear. Click on Create.
f. 
Save the document. Click on the Office button.

g. 
Go to Save As in the drop down menu. 

h. 
The file will automatically save in the Documents folder, unless you give other 

      directions.

i. 
Give the file a name.


j. 
Fill in the information as appropriate. 


k. 
To make additional entries: Hold down the left side of the mouse over text you 



you would like to copy. Once the text is highlighted, right click, then click Copy.



Move the mouse to where you would like to paste the text, right click, then click 



Paste.
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2.   Your resume will look something like this:
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Exercise 2 Learning How to Ask for Help

Objectives
1.   Practice using the Help tool in Microsoft Office 2007.
2.
Learn how to perform unfamiliar tasks in Microsoft Word 2007.</NL></OBJ>

Activity

1.
Open any Microsoft Word document on your computer.
a. 
Open Help by clicking on F1 on your keyboard or by clicking on the Help icon in  



Word.
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b.
Follow the instructions for adding a Header to your document. 
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           c. 
 Open Help by clicking on F1 on your keyboard or by clicking on the Help icon 


 in Word.


d. 
In the Search window, type in Change Font.

e. 
Follow the directions for changing the font of your document. You can change the



type of font, the color, the size, or all three. 
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3. 
Practice using the Help tool to make other changes in your document. 
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