Creating an Electronic Cover Letter: 
Microsoft Word
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1.  Click on the Start Menu.
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2. In the Search area type Microsoft Word. 
 
3. [image: ]When the search results show in the open window click Microsoft Word.  

4. [image: ]When the program opens, click on the File tab>New. 
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5. [image: ]In the middle section, scroll down to the bottom & click the icon for Letter templates.  
6. Next, click the folder for Cover Letters.    


7. This will allow you to choose from different types of cover letter templates based on the type of employment.
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8. Once you have chosen your template click the download icon on the right.  

9. Make sure you go to File>Save As… to title your cover letter before you start your work.

10. [bookmark: _GoBack]  Fill in the template with your information & remember the important tips!
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