Lesson D2a - Handout

Creating an Interoffice Memo Using a Wizard
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Click on New
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Click on Memos
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Click on Memo Wizard
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Click on OK
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Click on Next
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Select Professional style if it is not the default style








Click Next 






































Click Next.  We want to use the default title “Interoffice Memo.”
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Select the Date option – click in the window and enter the date (if not a default)





Select the From option – click in the window and enter a name.





Select the Subject option – click in the window and enter the subject of the memo.  





Click on Next.





Make sure the “To” option is selected.  Enter the person(s) to whom the memo will be sent.  





Make sure the “Cc” option is selected.  Enter the person(s) who are to receive a copy of the memo.





Click on Next. 
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Make sure the “Writer’s Initials’ option is selected.  Type the writer’s initials in the box.





Click on Next.
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Keep the default section for this screen.





Click on Next.





Click on Finish.
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Click on the sentence “ [ Click and type your memo text ] ”
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