Exercise: Power Word 2013
For this exercise, we will create a memo using templates.  You can use templates for many different documents, such as resumes, envelopes, and many more.  

1.) Find and select a memo by searching for ‘Memo’ in [FILE]>[NEW]  
2.) Add information in the brackets.  Put the following information in RED in the appropriate ‘fields’.
a. Company Name: Rockaway Library
b. To: Bill Gates
c. From: Kyle Craig
d. Cc: Pierre Rosen
e. Date: December 7
f. Re: Free Computers 
g. Memo Text:  Please deliver the free computers to 61 Mount Hope Rd. in Rockaway, NJ.  It is very generous of you to give us state of the art $2000 computers for our patrons to use.  I’m sure they will be easy to install.       
h. Add a picture called New Computer.jpg located in your D:Patron drive or insert your own.  If you have time, edit the picture using the <FORMAT PICTURE> menu.   
3.) [bookmark: _GoBack]The memo will look similar to the below. 
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Rockaway Library

Memo

To: Bill Gates

From: Kyle Craig

ce: Pierre Rosen

Dat December 7, 2014

Re: Free Computers

Memo Text

Please deliver the free computers to 61 Mount Hope Rd. in Rockaway, NJ. Itis very generous of you to
give us state of the art 52000 computers for our patrons to use. 'm sure they will be easy to install





