
HOW CAN I WRITE A LETTER ON MY COMPUTER

Whether you want to send an informal letter to a friend or write a professional correspondence, the computer can help.
Typing on the computer, also known as word processing, is easy to set up. It is likely that your computer is already set
up with the most basic software you need.

Make sure you save the letter in case you want to close your computer and come back to it later, or in case
your computer experiences a fault and shuts down before you have finished. You also need to insert paper into
the loading tray. Type the business letter in black with the text left justified. Type the date you're sending or
delivering the business letter. Jones:" Skip one line and do not indent. Skip one line and write a closing such as
"Sincerely," followed by a comma. Explain how new computers could help kids at your school in the second
body paragraph. What is the file extension for Wordpad Wordpad uses the. You will also need a working
printer with ink cartridges. Step 7 Select a serif font. It has always been there, but never really used much. Let
us know if you use the Wordpad or not â€” and your reasons in any case why you prefer to use it or why you
do not feel the need to. To submit your questions or ideas, or to simply learn more about It Still Works,
contact us. Select "Format" from the top menu of the WordPad program. Just play around with the easy-to-use
Ribbon menu, till you get a feel of all that it has to offer. You can now download the Wordpad app from the
Windows Store. This makes WordPad more ideal for a letter than NotePad. But it can save documents in.
Delete this Options key. Write an ending paragraph that thanks the person for taking the time to read and
consider your request. Press "Enter" twice to skip one space. Video of the Day Brought to you by Techwalla
Brought to you by Techwalla References Microsoft: Using WordPad About the Author This article was
written by the It Still Works team, copy edited and fact checked through a multi-point auditing system, in
efforts to ensure our readers only receive the best information. Also, we could research information on the
Internet for science projects and use computer programs to help study reading and math. Sign your name
between the closing and your typed name before you send or deliver the letter. Photo Credits. Type the name
of the recipient, followed by his address. Skip one space by pressing "Enter" twice. Step 5 Click "OK. Make
sure your printer is plugged into a wall socket for power and is switched on, and that it is connected to your
computer. Write the body of your business letter. In a business letter, use a formal greeting with the recipient's
title. This will open WordPad. Once you have finished typing your letter and have ensured it is saved, you are
ready to print. Write your street address on the top line in the top right corner of your paper so that it ends at
the margin. Skip one space and add your salutation, such as "Dear Mr. Add school contact information such as
the school telephone number where your principal can be reached. Step 4 Set the "Margins" to at least 1 inch
each. Place a colon after the recipient's name, as in "Dear Mr.


