Example of a Bad Formatted Resume
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Type a question for help






Show/Hide Feature


When the Show/Hide button is pressed, all the


hidden symbols that indicate spaces and tabs


are visible. This will aid you in cleaning up


unnecessary tabs and spaces in your resume.








How to Set a Tab. Do not use the space bar to position text because this can cause formatting problems when changes are made to the document. On the toolbar, click on View/Ruler. A ruler showing margins and tabs will appear at the top of the document. At the top left corner, you will see a small box with a symbol of the type of tab available (left, right, center, etc.). To set a new tab, simply click on the box until you select the appropriate type of tab, then click on the ruler in the place where you want the tab. If you want to set a tab to indent text that has been typed already, first highlight the section of text you want to indent and then click on the ruler to set the tab.
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Bullets Feature


It is easy to use the Bullets feature to denote lists in your resume. With the cursor at the point where a bullet is needed, click on the Bullets button on your toolbar. Make sure you select basic round bullets rather than decorative ones. After typing the first bulleted item, subsequent bullets automatically appear when you hit Enter. When you want to discontinue bullets, click on the Bullets button again to turn off the feature.

















