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Microsoft Word Exercise #12: Templates (Business Letters)
As mentioned in the last lesson, Word comes packaged with templates of various sorts.  Again, a template is a pre-made document which contains text, styles and formatting geared to a specific function.  They contain placeholders or special places in the document where you type in subject specific information indicated by the label which appears immediately adjacent to it.  
Today’s exercise will focus on creating business letters.  Instead of using a template, we will now employ a wizard this time.  It first displays a series of dialogs that will allow you to customize your letter’s content.  A wizard is denoted by an icon with a magic wand on it and once clicked, it will take you through the creation process through a series of carefully pre-defined steps.
Please read the following paragraphs carefully as it is crucial for successful completion of this exercise!
Pretend that you have just received a credit card statement in the mail from Ms. Jane Jones at Acme Credit, Inc.  She is located at 500 Broad Street here in Philadelphia.  Her zip code is 19101.  You’ve looked at your statement carefully and noticed an error on it.  Let’s say that the $50 you charged on January 8 for a pair of shoes appears as a $500 charge on the statement.  How could the company have made such a mistake?  You prudently decide to check the receipt you’ve kept and it does indeed total $50.

In billing disputes such as this, I personally have found that the best course of action is to send a copy of the receipt along with a letter explaining the problem.  Whereas a phone inquiry may not be included in the account history, a letter establishes a document trail; something written down has a better chance of becoming part of the permanent record.  Here are some points to keep in mind.  First, as a rule, business letters should be brief and concise.  Use only the words you need to and keep to the point.  Additionally, as I stressed in previous exercises, appearance matters.  Microsoft has a wizard for making your letters look neat and professional in appearance.  You may not find it useful in every situation but it does serve well in getting started.  In this exercise, you will see how it works.
1. Start the computer if it isn’t on already and log into Windows 2000.

2. Launch Microsoft Word.

3. On the View menu, click Task Pane.

4. Click General Templates in the New from template section to open the templates dialog box.

5. Click the Letters & Faxes tab.

6. Click the icon titled Letter Wizard and click OK.

7. The office assistant appears.  Click the Send one letter option.
8. Make sure that the Date line: checkbox is marked.

9. The Letter Wizard dialog box appears.  Click on the Choose a page design dropdown arrow and select Professional Letter.
10. Click the Next button.  Step #2 of the wizard is displayed.
11. Type the name of the representative (see the preceding paragraphs) from Acme Credit in the Recipient’s name field
12. Do the same with the delivery address in the Delivery address field.
13. In the Salutation portion of the window, click the Business radio button.

14. In the space below, write down how the salutation will appear in the letter.
15. Click the Next button.

16. Make sure that the Subject checkbox is selected.  In the field adjacent to it, type Re: followed by a space and followed by #

17. Also in this field, make up a 16 digit account number in this form: nnnn-nnnn-nnnn-nnnn.  Place a hyphen in between every fourth digit.

18. Click the Next button.

19. Type in your name in the Sender’s name field.

20. Type in your address in the Return address field.  Be sure to include your name in the first line of this field.
21. Choose Sincerely, in the Complimentary closing field.

22. Click the Finish button.

23. In the placeholder “Type your letter here…” compose the body of your letter based upon the scenario given in the preceding paragraph.  Again, be as brief and concise as possible.
24. OPTIONAL: you may print your letter by clicking the Print command from the File menu and pressing OK. 

25. At this point, please as your teacher to check your work.
