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0O1b Creating + Opening Documents

Introduction

Word files are called documents. Whenever you start a new project
in Word, you’ll need to create a new document, which can either be
blank or from a template. You’ll also need to know how to open an
existing document.

Play the video by clicking the link below:
@© Creating + Opening Documents

Exercise 01b

[ | Open Word 01b Template SAVING, from your emailed attachment.

] Leave this document open.

Exercise Olc
Create a new document from a Template:
[] Inthe document you already have open (, click the File Tab.
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[] Locate the Search for Online Templates box
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Search for online templates « jul

Suggested searches:  Business  Personal Industry Print  Design Sets  Event

Education

[] Type, Resume and press the Enter Key.
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Suggested searches:  Business  Personal  Industry  Print  Design Sets  Event

Education

[] Choose any one Resume Template you like from the thumbnails.
Click to select.
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[] Click the Create icon to open.
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Functional resume (Simple
design)

Download size:

Provided by:  Microsoft Corporation

Present your work history, achievements, and skills
organized by waork function with this professional
resume or CV template, Sections are also included
for education and references,

52 KB

SN

You now have 2 documents open on your screen. Windows has a handy
feature that allows you to easily fit 2 windows equally across the screen.

[] Click and hold down the mouse close to the top of the Resume document window

as shown below and then
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move the mouse until the arrow touches the left side of the black computer screen
frame. Release the mouse. The document will fill the left half of the screen.
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Click on the Welcome to Microsoft Word document - it will
automatically fill the second half of the screen.
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WH Word 01b Template SAVING - Word
[Street Adcress]
: [cay, ST 2P Code] :
i [Telephone] | [Website]
email]
- KELLI REY
2 Wekama to Microsht Word
OBJECTIVE ‘Check out the few quick tips below to help you get started. To replace any tip text with your
‘own, just click it and start typing
2 On the Design tab of the ribbon, check out the Themes, Colors, and Fonts galleries to geta
custom look with just a lick
INeed another experience, education, or reference entry? You got it Just lickin the sample
ientries below and then click the plus sign that appears.
i PROFESSIONAL {FIELD OR AREA OF ACCOMPLISHMENT]
A
| (Achievement]
{Achievement]
[FIELD OR AREA OF ACCOMPLISHMENT]
7 [Achievement]
: Achievement]
K [Achievement]
{FIELD OR AREA OF ACCOMPLISHMENT]
- Achievement]
[Achievement]
M Achievement]
] SKILLS  {Professional or technical skils]
PAGE1OF2 220WORDS  ENGLISH (UNITED STATES) [

Your screen should look like this:
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- OBJECTIV (Check out the few quick tips below to help you get started. To replace any tip text with your |
- own, just click it and start typing.
N On the Design tab of the ribbon, check out the Themes, Colors, and Fants galleries to get a N
custom look with just a click. -
: Need another experience, education, or reference entry? You got it Just cick in the sample |
- entries below and then click the plus sign that appears.
i PROFESSIONAL [FIELD OR AREA OF ACCOMPLISHMENT]
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Leave both documents open. In the next part of the exercise,
you will save the documents.
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