
The set of lessons for Microsoft Word will guide you through a number of 
stages that explore the basic elements required to produce a formal letter. 

We will also demonstrate some of the more advanced features of Microsoft 
Word. 

As with all the lessons and demonstrations, to save time, you will be asked to 
click the mouse at certain points and the appropriate text will be typed in for 
you automatically. 

In this lesson we'll start by opening a new document, entering some text and 
saving the document. 


