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Creating a Christmas Letter in Microsoft Word

LSS +» Double-click the Microsoft Word icon to start the

I 11 l program

Click on Format, Borders and Shading.

Click on the Page Border tab.

In the section labeled Art, click on the down
arrow to see options for border art.

Choose an appropriate border for your letter,
such as the Christmas trees.

s Click on OK.
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s To set the font face, size, and color for your
oot | st s | Tt eecs | document, click on Format, Font.
Epnt: Font style: e o
T — [ — % Choose a font from the pull-down menu for your
o = : letter that conveys its tone. For example, you

e 2 Bl might choose ®radley Hand 1T to give your letter

a warmer, handwritten look.
% Choose a font size of 12 or 14 to make your
document easy to read.

Ppreee < If you will be printing in color, you may want to
— ooy Hena 15 — choose to write the letter in a color other than
P ST ok i e P e o e black. Stick to darker colors to make the text

more readable.
Click on OK to close the Font window.
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(R T T TRt Click on Insert, Date and Time.

DB RS &S @< @|ws =@ 2|edeyrninc <) Choose a date format (such as the third one on
:;’f?é!” __________________ the list, December 1, 2004). You can click on

: ————————— Update automatically, if you want the date to

I change to today’s date each time you revise the
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letter.

Click on OK.

Press <enter> twice to move the insertion point
two lines below the date.
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Peaem!xr 1, 2004
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Deay Family and Friends,

W hope this Christwas Lecter finds you heal o .
: holidays. we are all well amdcagcr?oscc as “‘ Type a greetlng for your Ietter’ for examples bear
; e Family and Friends, and press <enter> twice.
; Ik hats beew @ busy year. The highlights back % Type the body of your letter telling your loved
3 working as @ polise offioey i ouy small come
everyjthing from giving safety talkes atthe ones all the news of the past year.
bkl a maafdaabe  be Wie femcas blie s Do aan

% Type a closing for your letter, for example, with
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Love from our house to Yours, and press <enter>
twice.
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Click on File, Save As to save your document.
Save often to avoid losing your work.

Insert a disk in the drive. Click on the down
arrow to the right of the Save in list box and
locate your drive on the list.

Type a name for your file in the File name text
box and click on Save.
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Fie pae: .Iam.ﬁmaslﬂhﬂ' ﬂ' [~
Save s type: [word Document =

g i % Click on Tools, Spelling and Grammar (or press
st <F7>) to have Word point out errors for you to
correct. Note, however, that Word cannot
“That” or "Which"; identify all mistakes you may have made, so
Katharine is still working at the ﬂ | Ignore proofread your letter.
Liky which allows hey to be . .
. T . % Click on File, Save to save your document.
surrounded by bookes evew if she can't
i Lk ., =|F ] Nextsent
Suggestions:
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BB AL~ S [ v sl s]nEiY/m =3 % Click on File, Print to print your document. If
e ———TT you have more than one printer, click on the
e e e | down arrow to the right of Name to select the
T Tzt AL ‘ appropriate printer. Make any other changes,
Lt e ] such as printing multiple copies or printing only
cy e |

the first page.

E ot < Click on OK to begin printing.
e + Click on File, Save to save your document.
o e — T . . .

v ] | skt ] % Click on File, Exit to close Word.
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