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Resume Wizard will lead you through all the steps to create a resume.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Click in the first box and type. Press the 
Tab key on the keyboard to go to the next 
box. When finished, click on Next .   

Choose the most appropriate job 
title in the list. 

If you choose the second item: Stop 
and view an example, you will have 
to start the Resume Wizard from the 
beginning. 
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In the Experience section, click on Add to see 
the box below. After filling it in, click on OK. 
Click on Add again to add more positions if 
needed. 

 

 
 

 

Experience 

Add 



WinWay Resume Deluxe  Page 4 

Topeka & Shawnee County Public Library 1515 SW 10th Avenue Topeka KS 66604-1374 
785.580.4606  class@tscpl.org                                         www.tscpl.org 4/08 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To edit, double click on a section. 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

  
 

 
 

 

Double-click on the 
Experience section to edit. 
Notice that many of the items 
have <what>. 

Education 

Add 

In the Education section, click on Add to see 
the box below. After filling it in, click on OK. 
Click on Add again to add more schools if 
needed. 
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Click on Description to edit the Experience section. Delete items not needed. Add information to 
sentences that have <what> in them.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Use AutoWriter to add additional description if needed. 

 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 

Save using the normal File / Save as to save a resume in the WinWay file format .rsm. This 

format can be opened and edited in WinWay. The file cannot be edited or read in any other 
program.  Use Send to save in another file format. 
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If you click on Send, you’ll see the following screen. 
 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

Use Wizard to open the Resume Wizard 
 
 
Use Auditor to check for spelling and other 
types of mistakes. 
 
Use Format to add color or graphics. 
 
Use Send to create a file for your resume that 
can be opened by another program—choose 
.pdf or .rtf file formats. Using e-mail software, 
attach the file to a message. 

Tasks 

Themes- use to change the look of the resume. 

Choose 

Export to a file 

Note: Send does not save the resume in a form that can be edited by WinWay. Use Send 

to create a file that can be attached to an e-mail message. If you use Send and create an 
.rtf document, the resume can be edited in a word processing program 
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Other options in WinWay: 
 
 
 
 
 
 
 
 
 
 
 
Resume – Resume wizard 
Letter – Cover letter wizard 
Contact – not available on public computers 
Envelope – creates an envelope for cover letters and or resumes. Check with library staff to put 
envelopes in the library printer 
 
Interview – video clip on how to prepare for a job interview 
Salary – video clip on how to prepare for a salary negotiation 
Video – video clip giving basic resume advice 
 
Resources – links to many job oriented web sites 
Jobs – searches web sites for jobs 
 
A good place to look for jobs in Kansas is:  www.kansasworks.com 
 
 
 
To get assistance in finding a job, visit the Topeka Workforce Center which provides a single 
point of entry to a network of employment, training, and educational programs and providers in 
Jackson, Osage, Shawnee and Wabaunsee counties. Find more information at: 
www.workforcecenters.com/topeka.  

 

Topeka Workforce Center 
1430 SW Topeka Blvd. 
Topeka, KS 66612-1853 

 

Telephone (785) 235-5627 
Fax (785) 233-5899 

 
 

Cannot use Contact 

on public computers. 

Check with library 
staff concerning 
envelope printing. 


