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Ms. Annie Student


123 Your Street


Yourcity, Michigan  48888





Dear Ms. Student:





I am writing this letter to you to explain some of the basic features of the word processing program called Word.  As I type this letter, I automatically go to the next line because Word has a feature called "wordwrap."  This is very helpful because if I add or delete anything, the lines are adjusted automatically.  This is very helpful because if I add or delete anything, the lines are adjusted automatically.





I can make this the last paragraph of my letter by moving this block of text with Word.  I can be very flexible in moving portions of text within my document.





I can make portions of text appear "special."  For example, I can underline words, make them italics, or make them bold.  Of course, my printer has to support these functions.  For example, I'll make our college name bold and centered now:





DELTA COLLEGE





One feature that is very helpful to me is teh spell-checker!  I'll mispell several words on perpose.  Some are "typos" and some are really errors that I made.  If I use a word that is not in the dictionery, Word allows me to ignore the error or accept it and add it to my own list of words.





Sincerely,








C. I. Systems
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