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Make Your Resume 'On-Line Application' Friendly 
 
Often now when applying on-line you are confronted by a 
textbox with words above it instructing: “Paste your resume 
here.” What do you do? Do you copy your resume, paste it in 
and then try to re-format it in the textbox? Unfortunately, all 
that extra effort goes to waste as the resume will still likely 
turn out to be a formatting mess when the document is 
printed. 
 
Instead, take a few minutes to create and save an ASCII 
(pronounced askee) plain-text version of your resume for 
completing on-line applications. ASCII is an acronym for 
American Standard Code for Information Exchange. This 
simple text file format can be used across all applications. The 
bells and whistles formatting which often make a traditional 
resume attractive disappear, and what is left is pure 
substance.  
 
A resume created in Microsoft Word can be easily modified to 
and saved as an ASCII resume. To do so, follow these basic 
steps: 

1. Bring up your resume in Word. 
2. Click on “Save As” from the File options. 
3. Click on the “Save as type” box on the bottom of 

the “Save As” screen. 
4. Click on “Plain text.” 
5. Hit the Save button. 
6. A File Conversion Screen will pop up – Click on 

“Other Encoding.” 
7. Click on “US-ASCII.” 
8. Hit OK. 

These directions apply to Microsoft Word 2003. Earlier 
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Services, LLC  versions may need to save the resume purely as “plain text.”
 
Not all text characters will convert over (such as bullets, quote 
marks, etc.). The file conversion box indicates in red any 
characters affected by this so after the document is saved, 
you can make any modifications needed. Asterisks or 
hyphens can be used in the place of bullets.  
 
Carefully look over the new saved text version. Reset the right 
and left margins to two inches to create a narrow column of 
text rather than full-page width. This will allow you to deal with 
any formatting issues (such as spacing) that would come up in 
a narrow column text box. When you close the file, these 
margins will not be retained, but any formatting changes you 
make will be, so the resume is ready to be copied and pasted 
into online application text boxes.  
 
Consider using a line of the same characters 
(+++++++++++++++++++++++) as horizontal dividers 
between sections of your resume to ease skimming. 
 
The ASCII text resume serves as an essential tool in today’s 
job search. It goes a step beyond the traditional resume. It 
represents to employers a computer-savvy job seeker who 
can evolve to deal with change.  
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