D2b.  Select and Use the Appropriate Document Template for Different Types of Documents - Letter
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To select and use the Letter Wizard to create a document.
Lesson Duration:

1 – 1 ½ hr.

Pre-Instruction:

Familiarity with Word Templates and their uses.

Familiarity with Word Wizards and their uses.

Make copies (paper or overhead transparency) of Handout – “Creating a Letter Using a Template” (optional).

Prepare list of topics/subjects for the end of lesson evaluation.

Materials Needed:

Computer, printer, MS Word program. 

List of topics/subjects for the end of lesson evaluation.

Handout – “Creating a Letter Using a Template” (paper or overhead transparency) (optional).

Overhead or LCD projector (optional).

Learning Objective:
Learner will be able to select and use the Letter Wizard to create and print a letter.

Presentation/Procedure:

· Directions may differ slightly with different versions of Word.

· Ask the learners if they have ever heard of the word “template.”

· Explain to the learners the meaning of “Template.”   Ask if they can think of some instances when this feature could be used.

· Ask learners how many of them write letters.  Ask them how many of them have had to write a “formal” letter to a person they didn’t know, or to a company.  Ask them if they think it might be easier if they were given a form for writing these letters.

· Explain/demonstrate the steps to creating a letter using a template using either a demonstrator computer or over head transparencies of the Handout – “Creating a Letter Using a Template”:

· Click on the File menu, click on New, then click on Letters & Faxes.

· Choose Letter Wizard and click on ok.
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· Explain that the date will default to today’s date and that if a future date is required for the letter, the date can be changed once the letter is completed and saved as a Word document.



· Click on the bullet “Send one letter.”



· As each window opens type in requested information.  Each blank window should have text added (see Handout – “Creating a Letter Using a Template” for screens).

· After selecting the closing paragraph, click on Finish to view the document.



· Explain that the document is not complete until a message is added to the body of the letter.

· Click on the “type your letter here” and add the body of the letter.



· Explain that at this time any other editing such as changing margins, font style or size can be made.

· Explain that the letter can be saved in the same manner as any other document.

· Ask a learner to explain the process of saving a document.  

Practice:

· Write on the board the address of the local community college.  

· Tell the learners that they are to write a letter (using the Letter Wizard) to the community college requesting a copy of the college catalog.  They are to ask that the catalog be mailed to them at their home addresses.  Have the learners open Microsoft Word.

· Monitor the learners as they follow the directions on the Letter Wizard to create a formal letter.

· Give them time to practice by creating a variety of letters.

Evaluation:  

Give each learner a topic or subject and tell him/her to create a letter using a template without the instructor’s help or use of a handout.  Have each learner print his/her letter at the end of the individual evaluation. 

Closure:  

Review the steps for creating a letter using a template from the Letter Wizard.  Discuss observations made during the individual evaluations.

Vocabulary:

(See Glossary for definitions)

template, default   

Resources:

Instructor Comments:

If a learner is having difficulty during the practice session, you can provide a copy of the Handout – Creating a Letter Using a Template for additional assistance.  However, the use of the handout is not a substitute for instructor-led delivery and monitoring of learner skill attainment.

Instructor Reflections:

�





�





� 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 








�





�





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�











