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Microsoft Word 

How to create resume using Microsoft Word Templates: 

Sign into Microsoft Office 

 

Select the 'Word' application 

 

Navigate to Microsoft Word. On the main Word page, you should see many variants of different document 

layouts. (See below) 



 

 

In these examples of documents layout, you should see one that is named "Simple resume" Go ahead and 

click on "Simple resume" and it should open a template of a resume that looks familiar to the one below. 

 



This template above has everything you need already laid out for you, all you need to do is fill it in with the 

information you desire. Simply highlight the original text and replace it with your own. 

 

Once you have completed your resume you want to rename it and save it. To rename your resume, navigate to 

the top of the screen where the current default name is and click it. 

 

Now, type in what you would like your resume to be named. 

 



To save your resume navigate to the 'File' option in the upper left-hand corner of Word. 

 

Click on 'File'. 

Now click 'Save as' and choose how you would like your document to be saved. 

 

You can save your copy online or you can download it to your computer. Once its downloaded to your 

computer it will become a .docx file that you can send to anyone. 



 

 

Microsoft Excel 

How to To-Do List using Microsoft Excel Templates  

These steps will show you how to create a To-do list and add information is Microsoft Excel. 

 

When coming from Microsoft word, you want to navigate to the top left-hand corner of the 

screen and click on the nine squares or the 'Apps' symbol. 

 

When you've done this a list of Microsoft Office applications will show up. Click on 'Excel'. 



 

Now that you are in Excel you should see samples of different styles of documents, like below. 

 

You can select the 'Make a List' template to get started off. 



 

Obviously, we all have different ways of organizing our tasks and what we need to get done, so 

this list is just very simple to get you started and organize what you have to do. 

 

Best way to start off is by naming your list. Click Column B, Row 2 to do this, or click on the 

words 'MAKE A LIST' and re-name your list. (In the spot 'TASK OR TITLE' I put the month 

because it is smaller text, but you can either delete that or put your title there, whichever you 

may prefer. 

 

In the 'Date' section of the spreadsheet you can enter when this task needs to complete or 

started. All 'Date' options will be in the 'B' column, but the rows will be different. So, I will select 

column B Row 4 to change the date of my first task. 

 



Double click the row of your choice and enter the date you prefer. In the example below I simply 

typed "May 13" and it auto filled to the numbered date. 

 

The same techniques can be used and repeated for the 'Item' and 'Notes' columns of the 

spreadsheet. 

 

When you are completed with your Microsoft Excel To-Do list you will want to re-name and save 

it. You can rename it by navigating to the top of Excel and clicking on the default name. 

 

Now, to save click 'file' in the upper left corner of Excel 

 

Select 'Save as' from this list and a few options should pop up. 



 

You can either save your list online to complete later, or you can save the list to your computer 

so you have a copy on-hand to either email to yourself or, just have quick access to. 

 

Microsoft PowerPoint 

How to group shapes or pictures in Microsoft PowerPoint 

If you have a PowerPoint presentation where you need to group any content in your presentation these 

steps will show you how. 

First, if you are not already in PowerPoint you will want to navigate to your applications in Microsoft 

office and open your existing document where you need to group your shapes or pictures. 



 

To start, when you have two pictures or shapes you can group them together simply by highlighting the 

ones of your choice (must be more than one picture or shape) and holding 'Control' on your keyboard. 

Doing this will group the two pictures or shapes together. 



 

Another way you can group shapes is to navigate to the 'Drawing tools Format' option on the top middle 

of PowerPoint 

 

Once in Drawing Tools there will be a task bar that you can find 'Group' on go ahead and click this, with 

the desired shapes highlighted and they will group together. 



 

Now that you have your shapes grouped together you may want to group together your pictures. Go 

ahead and click on one of your pictures in your document and where you found the 'Drawing tools 

Format' from the shapes step you will find it says 'Picture tools Format' now, go ahead and click on that. 

 

Now, Highlight the pictures you would like to group. 

 

And in the tool bar on 'Picture tools Format' you will find a 'Group' option, Go ahead and select this and 

your images will group together. 



 

 

 

 

 


