Pointers for Editing Resume Templates


These resume templates are formatted with Word tables.  Use the Table menu from the toolbar for commands.  Right-clicking your mouse also allows you to access most of these commands.  For some of the most common commands, see the instructions below.

NOTE:  The gray gridlines you see simply delineate the borders of the table cells.  They will not be visible when you print your resume.

Adding Rows

1. Decide how many rows you want to insert, then highlight that same number of rows in the table.  Go to the Table menu, click on Insert, then choose either Rows Above or Rows Below.

2. To add one row to the bottom of an existing table, simply click on the last cell of the last row, then press the TAB key. 

Deleting Rows

1. Highlight the rows you want to delete, then go to the Table menu.  Click on Delete, then select Rows.

2. You can also right click on the row you want to delete, then select Delete Cells from the pop-up menu.  Select Delete Entire Row.

Resizing Cells

1. To resize a cell manually, rest your pointer on the cell boundary you want to move and wait for it to turn into a double arrow, then drag the boundary.

2. To change a row height or column width to a specific measurement, click on a cell in the row or column.  From the Table menu, select Table Properties, then click on the Row or Column tab.  Select the options you want.

Repositioning Bullet Points

1. To move bullet points manually, use the ruler at the top of the screen.  Click on the appropriate cell, then rest your pointer on the tab stops on the ruler.  Drag them along the ruler, and they’ll move the bullet.   NOTE:  the top tab stop alters the position of the bullet and any first-line text, and the bottom tab stop alters second and subsequent lines. 

2. You can also use the Bullets and Numbering command from the Format menu.  Click on the Bulleted tab, then select the type of bullet you want to use.  Click on Customize, then enter the values for the Indent and Text fields.

For other troubleshooting tips, please contact Career Center at 464-5005 or email us at career.center@valpo.edu.  We’ll be happy to help!

