Step-by-Step Microsoft Word XP: 

Resume
Step-by-Step Microsoft Word XP: Resume provides guided instructions on using the Resume template.  The Resume template provides guided instructions created as hidden text.  When hidden text is not showing, only your resume will be visible.

1. Open the Resume template.  If the template appears to be a blank document, on the Standard toolbar, select the Show/Hide [image: image1.png]


 icon.  The hidden text should now be visible in red italic type.

2. If no table gridlines are showing, on the Table menu, select Show Gridlines.

3. Follow the directions provided by the red italic type.  Make sure you click and type in the row below the instructions.

4. To delete a row, select the entire row, on the Table menu, click Delete, then select Row.

5. Save your resume.

6. Click the Show/Hide [image: image2.png]


 icon, to hide the hidden text.  

7. To change the Font and Font size
a. On the Edit menu, click Select all.

b. On the Formatting toolbar, from Font Style list select the font style you want.

c. On the Formatting toolbar, from the Font Size list type or select the point size your want.

8. Save your resume.

9. When you print your resume, the hidden text will not print.
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