a. [image: image1.png]P Uew It Fame Tk Tk Wk b
DFES8ERY |1 eBd o o @BOF

et Tt < 12 |8 2 0[]

@O L SHEY L W




Log onto the computer.

b. Open Microsoft Word.

c. Save the document as “Letter to Chris Van Allsburg.”

d. Start at the top of the document and click on the right align icon on the tool bar.

e. Type your street address or the school’s address on the first line and then press the enter key to type your city, state and zip on the second line.

f. Press enter again and then type the date.

g. Save every few minutes using the save icon on the tool bar.

h. Press the enter key to move down the page about 4 lines.

i. Click on the left align icon on the tool bar to move your cursor back to the left side of the page.

j. Type your greeting. (Dear Chris Van Allsburg,).

k. Put a comma at the end of your greeting.

l. Press the enter key twice to move down two lines.

m. Press the tab key to indent so they can type the body of your letter.

n. After you have finished typing the body, press the enter key 3 times and then use the center align icon on the tool bar to center your cursor.

o. Type your closing (Your friend, Sincerely, From, etc.)

p. Put a comma after your closing.

q. Press the enter key once and then type your name.


Directions for Typing a Friendly Letter





Left, Center, Right Align Buttons








