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Chapter 9: Writing Letters in Word
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Learning Objectives

B Computer Objectives m Language Objectives
A Use Microsoft Word A Use vocabulary words to
A Write personal and business describe personal and
letters business letters
A Use the Word Ribbon A Use computer verbs to

A Check spelling describe letter writing

A Use computer language to
talk about writing letters
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Picture Dictionary — Nouns

Term Definition

File tab This tab is different from the other Ribbon tabs; click it to open the File
menu that lets you open, save, and print documents, and do other
things

Tab A small rectangle on the Word Ribbon that you click to see different

groups of buttons

Group A set of related buttons that are together in a section under a tab

Word Ribbon Made of tabs and buttons grouped together

Quick Access The bar that is usually above (but can be below) the Word Ribbon and

toolbar on the left side; it has buttons that you use often

Spelling & A tool that checks your spelling and grammar in a document. You can

Grammar button | find it on the Review tab.

ScreenTip A little box that appears when you put your mouse pointer on a button
(without clicking) on the Ribbon; it gives you information about the
button
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Picture Dictionary — Nouns (cont.)

Term Definition

Greeting The opening words for a personal letter

Line and A button in the Paragraph group of the Home tab on the Ribbon that is
Paragraph used to change the space between lines of text

Spacing

button

Salutation The opening words of a business letter

Closing The last words before you sign a personal letter

Complimentary | The last words before you sign a business letter

close
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Computer Verbs

Verb Meaning

Open (a To put a saved document on the screen

document)

Ignore To pay no attention to something

Insert To put in between two words or objects

Format To make design choices about the way your document looks
Check To check typed documents to find incorrect spelling and grammar
spelling

Zoom To change the size of the information you see on your screen
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The Word Window

Quick Access toolbar Title bar
' |
Document3 - Word En — O X
File tab Home  Insert Design layout References Mailings Review  View Q Tell me
o Calibri (Body) 12 o] =iz €232 .
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Clipboard & Font [F Paragraph F Styles 3 Picl-<it ~
Work area \ Scroll
bars
B B B —-—F——+ 100%

Page 1of 1 0 words [«
Zoom control

Status bar
O
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The Word Window (cont.)

Ribbon tabs
|

Home Insert

Design

|Calibri (Body)~[ 12 ~

ol
]
Paste

\0
Clipboard & \

B 7 U-aex, X A-%-A-

/Font [P

\

Buttons

layout References Mailings Review View | Q Tell me what you want to do
- - . A ::vé:vla_—v e=a3= A ,QFlnd'
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25¢c Replace
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Styles F Editing la
Groups
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Quick Access Toolbar

® The Quick Access toolbar appears on the title bar at
the top of the Word window.

B Customize it to include the buttons you use most
often.

Undo Redo
l l

Save — H ‘[Ij* t'_l'l’ =
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B ScreenTips

A These are little boxes that appear when you place your
mouse pointer over each button (but do not click).

A They describe what happens when you click on the
button.

U -abe x, X° A~

Font

Underline (Ctrl+U)
|| Underline your text.
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Typing a Personal Letter

m A personal letter goes to a friend or relative.

A It is not used for business.

[ Melissa Jackson
Headlng 1223 Appian Way

[ El Sobrante, CA 94803

Date ——— March 23, 2019

Greeting ——— pear jske,

™ | would like to congratulate you on your new job at the university. You have worked
very hard to get this position. | am confident that you will do your very best and have a

reat deal of success.
Body ¢ ’

| hope that you enjoy your new job and that your supervisor recognizes your talents and
rewards you for your excellent work.

CIOSing —— Sincerely,
Signature — Melisa
Signature line Melissa
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Checking Your Spelling and Grammar

B Word can check your spelling and grammatr.

m Click the Spelling & Grammar button on the Review
tab of the Word Ribbon.

Spelling
°°“9”"th- Click here if the word is spelled correctly.

Ignore Once | | Ignore All | | Add

congratulate —+ Word offers suggestions for the correct word.

- Click here to use the suggested word.
Change | | Change All

congratulate 4’
» commend

» acknowledge
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The Spelling Checker Is Not Always Correct

m Be careful! The spelling check feature is not always
correct!

I@@the book. I@@the book.

T~

Both of these are real words that
are spelled correctly, but only
one sentence is correct.
Which one?
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Typing a Business Letter

m This type of letter is used to send a letter to a
business person, not to a friend or relative.

M It is often printed on special paper called letterhead.
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Typing a Business Letter (cont.)

Date ——— November 21, 2019

Ms. Juanita Thompson

Customer Service Representative
Inside address Urbana Software

810 Ivanhoe Way

Urbana, IL 61801

Greetlng == Dear Ms. Thompson:

gmp—

I would like to thank you for the excellent manner in which you assisted me. You were
helpful, informative, and very patient. You provided exceptional customer service.

Body — | have already used the software that you recommended. The software has been very
helpful in my business. It has saved me a great deal of time and money.

Please send me a list of other software that you carry and would recommend for my
business.

e

Complimentary —— sincerely,
close
Sender’s name —+—

Denise Smith
Small Business Owner

How is this business letter similar to and V
different from a personal letter? LABYRINTH
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Starting a New Document

m To start a new Word document, choose
File—New—Blank Document.

—)“ Home Insert Design Layout References Mailings Review  View QT

ABC - = Previous
« [EE] Thesaurus [% B4 o
Next
i ABC Language Jelete
Spelling & 123 Word Count Che.ck” JHag New  Delete Show Comments
Grammar Accessibility v Comment
Proofing Accessibility Comments

EE‘\

Tracking

-

New

Search for online templates

Suggested searches: Business

Blank document

15

%
LABYRINTH

LEARNING™



Opening a Saved File

® Open a saved file in Word:

A Choose File—0Open—Browse, click the location of the
file you want, and click the Open button.

0
pe n T we > ThisPC > USB DRIVE (F) v O Search USBE DI
Organize ~ New folder
Recent Py
@ B Desktop [ Business
berson Documenits @ Cities
¥ Downloads @ Chapter 5
. OneDrive - Personal B Music 9 My City
loismai I@ymail.com & Pictures @ Health Fair
Other locations i \ideos @ Interview Thank You Letter
E Thie PC .. Local Disk (C) @3 Personal
L] ® 5 9 Health Fair 2
. USB DRIVE (F:)
. v un With Fonts
- Fun With F
'dél—' Add a Place
' File name: || ~| | All Word Dog
< B Browse > Tools - Open >
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