Lesson D2b – Handout

Creating a Letter Using a Template
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Click on File





Click on New.
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Click on Letters & Faxes.





Click on Letter Wizard.





Click on OK.











�





A letter will appear.





The date will default to today’s date.








� DATE \@ "MMMM d, yyyy" �February 26, 2004�


�MACROBUTTON NoMacro [Click here and type recipient’s address]�


� AUTOTEXTLIST  �Dear Sir or Madam:�


Type your letter here. To add, remove, or change letter elements, choose Letter Wizard from the Tools menu.


� AUTOTEXTLIST  �Sincerely,�


Robert S. Jones 








Click on Send one letter.





Keep all of the default setting on this screen.





Click on Next.
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�





Enter the Recipient’s name in the box.





Enter the delivery address.





Default all of the other options.





Click on Next.











�





No changes are required for this screen unless a reference line, attention line or subject line is required.





Click on Next.





�





Enter the sender’s name in the box.








Choose the closing.








Click on Finish.





May 16, 2003


Joan Goodall


1515 Juniper Court


Topeka, KS  66612





� AUTOTEXTLIST �Dear Joan Goodall,�


Type your letter here. To add, remove, or change letter elements, choose Letter Wizard from the Tools menu.


� AUTOTEXTLIST �Sincerely,�


� AUTOTEXTLIST �James R. Smith�








Notice that the address and the names have been inserted.





Click here and start typing your letter.





�





Click Cancel.





Once you have added a body to your letter, you will need to change the font size, style and reformat the letter for an 8 ½  x 11 sheet of paper or to fit a letterhead. 








