DESIGNING A LETTER FROM THE TOOTH FAIRY
Write the Letter

1. Create a new blank document in a word processor. 

2. Type out the letter shown below.
Bethan Smith


5 New Street

Wolverhampton

WV1 2AB

Dearest Bethan,

Thank you very much for your tooth, I am so pleased you have managed not to lose this one. I must ask you Bethan, please do not keep them for so long before you send them to me. I notice your mom has very cleverly glued this one back together but I can tell that it has split.

I love you just the same if you send your teeth as soon as they come out, with or without a letter.

Love You Very Much

The Tooth Fairy   

P.S. The Queen sends her love.
3. Insert your name and the date in the footer area.
4. Save your work to your disk.  Use the filename toothfairy1.
5. Check for errors.  Correct any errors you find.
6. Print a copy of your work so far.
Change the Formatting
7. Refer to the last page of this worksheet
a. Apply bold to the words as shown
b. Apply italics to the words as shown

c. Apply the font style to all of the text

d. Apply the font size to all of the text

8. Save an update of your work – use the Save command in the File menu.
9. Print a copy of your work so far.
Insert a Picture

10. Insert the picture toothfairy.wmf. The picture is stored as a file on your floppy disk.
11. Make the picture smaller.  Adjust the size of the picture to look like the picture on the last page of this exercise

12. Move the picture to the position shown on the last page.
13. Save a completed version of your work – use the Save as… command in the File menu. Use the filename toothfairy-complete.
14. Print a copy of your completed work.
Bethan Smith

5 New Street

Wolverhampton
WV1 2AB
Dearest Bethan,

Thank you very much for your tooth, I am so pleased you have managed not to lose this one. I must ask you Bethan, please do not keep them for so long before you send them to me. I notice your mom has very cleverly glued this one back together but I can tell that it has split.

I love you just the same if you send your teeth as soon as they come out, with or without a letter.

Love You Very Much

The Tooth Fairy   
P.S. The Queen sends her love.
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