windows-based exercises

CHAPTER 16
Exercise 16-1: Editing a Résumé

Application: Word

In this chapter, you have learned that it is important to create an error-free résumé. The résumé in Working File 16-1 on the Text Enrichment Site contains several formatting, grammatical and spelling errors. Please open the file and make the corrections required to create an error-free résumé.
Exercise 16-2: Personal Inventory

Application: Word
After completing the personal inventory form on page  448 in the working papers reproduce the completed form in Word to match the similar style of this form. Save your electronic copy and update as needed.
