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Creating and Editing Business Letters 


Creating and Editing Business Letters

Overview

In this lesson, students will create a variety of business letters while learning proper business document formatting. Students will learn how to insert text and are introduced to AutoComplete and Smart Tags, tools which do some of the typing for them. They will learn and practice a variety of text selection techniques to increase their efficiency. The all-important Undo and Redo concepts are explained. Students also will learn how showing formatting marks assists in editing a document. Save concepts are expounded upon in this lesson. Students will see how using Print Preview before printing can save time, paper, and wear and tear on their printer, and will learn how to cancel print jobs. They will practice copying, cutting, and pasting with the powerful Office Clipboard and will work with Drag and Drop to move and copy text a short distance within the same document. Finally, the additional automated features of AutoCorrect and AutoText are explained to further contribute to students’ time efficiency and effectiveness.
Lesson Topics

	Understanding Business Letter Styles

·  The Block Style Letter
· The Modified Block Style Letter
·  The Personal Business Letter
	Inserting Text 
·  Word Wrap

·  Taking control with the Enter Key

·  AutoComplete

·  Smart Tags

	Selecting Text
· Selection Techniques

	Editing Text
· Inserting Text versus Overtype 

· Deleting Text

· Using Undo and Redo
	Showing Formatting Marks
·  Inserting and Deleting Paragraph Marks
	Handling Files

·  Working with Save Concepts

·  Printing with Word
· Canceling Print Jobs

	Copying and Moving Text

· The Office Clipboard
· Working with Drag and Drop
	Additional Automated Tools

·  Working with AutoCorrect
·  Working with AutoText
	


	Concepts/ Hands-On
	Concepts Review
	Skill
Builders
	Assessments
	TOTALS


	2 hrs 30 min 
	15 min
	1 hr
	30 min
	4 hrs 15 min


Preparing for this Lesson

A complete installation of Word 2003 is the only requirement for successful completion of this lesson.

Lecture Plan

	Major Topic
	Subtopic(s)
	Discussion

	Understanding Business Letter Styles
	· The Block Style Letter 
· The Modified Block Style Letter 
· The Personal Business Letter 


	Notes
· Introduce the Block Style letter, pointing out its key features.

· Show the Modified Block Style letter, contrasting it with the Block Style.
· Introduce the Personal Business Letter style, explaining its use. Contrast its look with the other styles.

Questions
· Ask: Which business letter style do you prefer? Why?
· Prompt: Think of a situation in which you would use the Personal Business Letter style.

	Inserting Text
	· Word Wrap 
· Taking Control with the Enter Key 
· AutoComplete 

· Smart Tags 
	Notes
· Show the insertion point and explain that its position is where the action occurs in a document.
· Type a long sentence and show how Word wraps the text.
· Use the (Enter) key to create new lines in a document.
· Begin typing today’s date and show how AutoComplete works.
· Show the Smart Tag and explain how it works.
Questions
· Ask: What is the importance of the insertion point?

· Ask: How does Word Wrap differ from the method when entering text on a typewriter? (If necessary, simulate the difference by using WordPad and choosing the No Wrap option in View.)
· Ask: In addition to today’s date, what phrases are contained in AutoComplete?

· Ask: What is the association of one type of text marked with the available action offered by the Smart Tag?

	Selecting Text
	· Selection Techniques 
	Notes
· Explain that you must select text to perform an action on it.

· Double-click on a word to select it then type over that word with a new word (e.g., change the last name of the recipient of a letter).
· Show other methods of selecting text.
· Show how to make a selection of nonadjacent text.
· Refer students to the Quick Reference table for mouse and keyboard selection techniques.
· Compare text selection techniques with Windows file management selection techniques.
Questions
· Ask: When might you select text using the mouse versus the keyboard?

	Editing Text
	· Inserting Text versus Overtype 

· Deleting Text 
· Using Undo and Redo 


	Notes
· Explain the difference between Insert and Overtype modes. Show how to toggle between the two and how to recognize which mode you’re in.
· Using the word coat, demonstrate use of the (Backspace) key to change the word to cat.
· Using the word coat, demonstrate use of the (Delete) key to change the word to cat.

· Show how to delete several words.

· Undo a change and point out that Redo becomes available.
· Show the Undo/Redo drop-down lists.
Questions
· Ask: Do you prefer to edit text using the Insert mode or the Overtype mode?
· Ask: When might you choose to close a file without saving it rather than use Undo?

	Showing Formatting Marks
	· Inserting and Deleting Paragraph Marks 
	Notes
· Click the Show/Hide paragraph markers button and explain nonprinting characters.

· Enter several nonprinting characters (paragraph returns, tabs, etc.). Show their effects then delete them.

Questions
· Ask: When might you need to view nonprinting characters?

	Handling Files
	· Working with Save Concepts 
· Printing with Word 
· Canceling Print Jobs 
	Notes
· Save the practice file to a floppy disk, explaining the different portions of the Save As dialog box.
· Use Save As to save the same document to a different location.
· Save the document again to the same location with a different name.
· Show the document in Print Preview.
· Demonstrate the Zoom control.

· Review the elements of the Print dialog box. 
· Print, if this is available to you.

· Cancel the print job before it completes.

Questions
· Ask: How can Save As save you time?

· Ask: Why use Print Preview?

	Copying and Moving Text
	· The Office Clipboard 
· Working with Drag and Drop 
	Notes
· Discuss the Cut, Copy, and Paste features and how they allow you to copy and move text within a document, between documents, and between Office applications.
· Explain the two basic necessary actions of (1) selecting text, and (2) positioning the insertion point at the target location before issuing the Cut or Copy command.
· Explain the difference between Cut and Copy. Refer students to the Quick Reference table.

· Open the Office Clipboard and explain its purpose and usefulness.
· Review the elements of the Office Clipboard. 
· Using the Clipboard, copy an item from the document and paste it within the same document. Next, cut an item from the document and move it to another area of the document.

· Using the Clipboard, copy an item from the document and paste it to a different document. Next, copy an item from the document and paste it to another application (i.e., Excel).

· Using Drag and Drop, copy an item from the document and paste it within the same document. Next, cut an item from the document and move it to another area of the document.
Questions
· Ask: How does the Office Clipboard contrast with the Windows Clipboard?
· Ask: Do you prefer using the Office Clipboard or Drag and Drop? Why?
· Ask: Do you see the power and efficiency of copying, cutting, and pasting?
· Brainstorm items you might copy and paste into a different document.
· Brainstorm items you might copy and paste into a different application.

	Additional Automated Tools
	· Working with AutoCorrect 
· Working with AutoText 
	Notes
· Explain Word’s AutoCorrect feature
· Demonstrate AutoCorrect by incorrectly typing the words the and and.
· Review the elements of the AutoCorrect dialog box.  

· Create a new AutoCorrect entry (to have your full name inserted when you type your initials).

· Demo the new AutoCorrect entry.

· Delete your AutoCorrect entry.

· Explain the differences and similarities between the AutoCorrect and AutoText features.

· Create an AutoText entry (for a business letter signature block).
· Demo the new AutoText entry.

Questions
· Ask: What words or phrases would be useful to add to AutoCorrect?
· Ask: What text blocks related to your work would you add to AutoText?
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