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To The Letter is nearly three years old. What does that mean?
That we’re over the two year hump and life’s getting easier! I am
starting to look forward to the five year mark, when I can hopefully
open a second store (I hope my investors are reading). Almost 50%
of our revenue is now from commercial or non-student work. Of
course, many of our clients were students at one time. Law students
and science students become lawyers and mining engineers. Our
commercial clients today include: a French restaurant, a company
that manufactures intercom systems, two psychologists, an educa-
tional consultant, a social worker/teacher, a telecommunications
analyst, a researcher/rattle-shaker, a human resources consultant,
a nurse in the Yukon, a sheriff in Victoria, and five authors.

But what’s the most exciting thing about turning three? Well,
that would be WINE! It’s almost time for another wine and cheese
party and, as usual, everyone is invited: clients, suppliers, family
and friends. I’ll expect some of you from Nova Scotia to fly in for
the occasion. Please join me Friday, July 3rd, 4-8 pm for our an-
nual open house party (includes Jackson Triggs wine and Granville
Island Dusso’s cheese).
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I’ll be on vacation for the first two weeks of August (Aug. 3-14
inclusive). Jennifer will be running the office in my absence. The
self serve lab will be open as usual, but the full serve options will full serve options will full serve options will full serve options will full serve options will
be reduced for these two weeksbe reduced for these two weeksbe reduced for these two weeksbe reduced for these two weeksbe reduced for these two weeks. Jennifer will be not be able to
accommodate the workload usually performed by me, such as the-
sis formatting, newsletters and/or other advanced desktop publish-
ing or design work including PageMaker and PowerPoint. Please
plan ahead as there will be no exceptions.
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Perhaps you are already familiar with our tape transcription ser-
vice (especially popular for thesis research and counselling psy-
chology sessions). Beginning August 17, 1998 we will offer a medi-
cal transcription service for doctors in the Lower Mainland. You
provide us with audiotapes and we transcribe the information within
24 hrs. Call for more information.
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Register for any of our  computer courses (and pay the regular
rate) and you can bring a friend or partner or daughter or father
for an additional $20. I know you want to register for a course –
now you won’t be lonely!
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The new color laser printer handles overhead transparencies, bro-
chures, labels, price lists, title pages, bar graphs – you name it – all
at 2400 d.p.i. It’s fantastic. There’s a sample included with this news-
letter for you to check out with discount coupons attached.
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I am thrilled with the results from the client questionnaire: 100%
of you are happy with the customer service at To The Letter. Here’s
your reward ... write your name and phone number on the back of
the enclosed referral card.  Give it to a friend who could use our
services. When they redeem the referral card, they’ll receive 15% off
their purchase that day, and you’ll get a gift certificate for $5.

... riding along in my automobile, no particular place to go ...
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What’s the easiest way to combine two different
documents into one big document?

In Microsoft Word & WordPerfect 8: Open the first
document. Move the cursor where you want the sec-
ond file to be inserted.  From the Insert menu, choose
File. Select the appropriate file name. Best to save
your file with an entirely new name (something other
than what parts 1 & 2 were named).

In WordPerfect 6.1: Open the first document. Move
the cursor to where you want the second file to be
inserted.  From the Insert menu, choose File. When
asked if you want to insert file into current docu-
ment, click Yes.

When I switch from my computer at home to my
friend’s computer, my letter no longer fits on one
page like it did at home.  Why is this?

It’s not the computer that’s different–it’s the printer.
When you switch to a new printer, you will have to
reformat your document slightly.  Every printer gets
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a different number of words on a line, and a different
number of lines on a page. Even basic typestyles
such as Times Roman print differently on different
printers.

When I’m typing, my screen isn’t big enough to
show me the entire width of the page at one time.
The screen keeps jumping back and forth as I
type.  What can I do?

In Microsoft Word & WordPerfect: From the View
menu, choose Zoom. Select Page Width and click
OK.  There’s also a button on the toolbar to change
the view of your screen.

Where’s Print Preview in WordPerfect?

There isn’t one. What you see on the screen is the
print preview. If you’d like to see the entire page at
once, change the Zoom to 25% or 50%, then set
back to Page Width when you’re done observing.

What’s the easiest way to format a bibliography?

Use paragraph formatting called “Hanging Indent” to
ensure that all lines following the first one are auto-
matically indented half an inch. Type all of the biblio-
graphic entries flush left and then select all with the
mouse. In Word: hold down the Control key (CTRL)
and press the letter T.  In WordPerfect 8: from the
Format menu, choose Paragraph, and Hanging In-
dent.
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E-mail questions to: shelley@ttl.ams.ubc.ca
and check our website for more Q&A:

www.ams.ubc.ca/business/ttl
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Answers to your

software questions



Computer Skills for the Uninitiated.............$84 + GST
Sunday · July 12th · 10 am - 3 pm (includes lunch)
OROROROROR  Saturday · July 18th · 10 am - 3 pm (includes lunch)

You don’t understand computers. That’s
OK. Come join some other people who
feel exactly the same way. Intended
for the very beginner, this workshop
assumes no prior knowledge. You’ll
start with the basics like how to turn it
on, start up software, put a disk in, how to
save a file to a disk, how to open, rename
and print files (and even how to delete
them). You will get a brief tour of Microsoft Works which you will use to
write a letter. This workshop includes a tour of MacintoshMacintoshMacintoshMacintoshMacintosh, WindowsWindowsWindowsWindowsWindows
3.13.13.13.13.1 and Windows 95 Windows 95 Windows 95 Windows 95 Windows 95 – don’t know what that means? doesn’t matter –
and you’ll have an opportunity to improve your mouse skills. Come on.
Join us. �

Introduction to the Internet ........................$84 + GST
Saturday · June 20th · 10 am - 3 pm (includes lunch)
OROROROROR  Saturday · July 11th · 10 am - 3 pm (includes lunch)

The internet = a bunch of computers hooked together. So what’s the
big deal? More than 22,000,000 users/day and you aren’t one of them.
Yet. You need to register in this workshop, intended for beginners (I
promise). No techno-jargon. Just a gentle surf through the concepts of
the web, electronic mail (e-mail), getting files from the internet (down-
load/ftp), and an investigation of on-line magazines, sports scores,
stock market prices, cheap airline tickets, and Amazon.com – the world’s
largest bookstore. Prerequisite: Computer Skills for the Uninitiated or
similar experience; must be able to use a mouse.

Excel for Windows/Mac ............................ $144 + GST
4 Mondays · June 29th - July 20th · 6:30 pm - 8:30 pm

The most popular spreadsheet for Windows makes budget writing a snap.
Learn tricks to make you look like a professional! You’ll create equations to
calculate total, average and percentage difference. ChartWizard will help
you design line, bar and 3-D pie graphs. Workshop includes overview of
features specific to Office 97 and Mac versions of Excel.

Word for Windows/Mac ............................ $144 + GST
4 Thursdays · July 9th - July 30th  · 6:30 pm - 8:30 pm

Explore the basics of character and paragraph formatting (including
line spacing, justification, and setting tabs). Boxes and bullets are simple
– even for a beginner. By the end of the class you will format a newslet-
ter using columns, text boxes, and drop caps. Workshop includes over-
view of features specific to Office 97 and Mac versions of Word.
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Advanced Word ........................................ $172 + GST
Sat. & Sun. · June 27th & 28th · 10 am - 3 pm (includes lunch)

This class gives you the skills necessary to work on a large document
such as a book manuscript, formal report, or thesis. You will learn
about margins, page numbering, headers, footers, footnotes, endnotes,
and table of contents. You’ll use section breaks, styles and tables and
will create and edit macros. You should have Word for Windows/Mac
or similar experience with Microsoft Word.

Résumé Workshop:
The 30 Second Advertisement ....................$29 + GST
Saturday · July 25th · 10 am - 12:30 pm
OROROROROR   Tuesday · August 25th  · 6:30 pm - 9 pm

Employers start with a pile of applications.  They glance at your résumé
for a maximum of 30 seconds to decide if you go into the “Look at
Later” pile or the “Thanks But No Thanks” pile.  This workshop
identifies the tips and tricks that’ll help your résumé stand out from the
competition.  Discussion will include how to hook the reader’s atten-
tion, what to include (and what not to include), organization, layout,
and how to deal with gaps in employment history.  If you have a printed
copy of your résumé, bring it to the workshop for discussion.  Class
space is limited so you’ll want to register early.

Keyboarding Skills ................................... $144 + GST
7 Tuesdays · June 16th - July 28th · 6:30 pm - 8 pm

Level I (beginner) and Level II (intermediate). New typists will gradu-
ate from hunt and peck to typing with ALL their fingers by the end of 7
weeks (approx. 20 wpm). Intermediate typists will work at their own
pace to improve accuracy and increase their
speeds (average increase is + 20 wpm over
7 weeks). Class time is spent developing
proper keyboarding technique, prac-
tise with computer tutorials and games,
workbook drills, and weekly timed
progress checks. To register, you must
have access to a keyboard at home
for daily practise.
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“I was quite impressed with the amount and extent of
the material covered.”

“I found this course to be well paced, very informative,
and FUN. Shelley delivered the information very
clearly, was patient with all of us, and was always
available for our “silly” questions.”
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PhonePhonePhonePhonePhone:  (604) 822-5640.  Have your Visa or Mastercard number and expiry date ready.

MailMailMailMailMail:  Send registration form (below) & payment to:  To The Letter, 60/6138 SUB Blvd, Vancouver, V6T 1Z1.

FaxFaxFaxFaxFax:  (604) 822-5640.  Our phone is also a fax machine!  Complete the registration form and fax it to us.

Drop inDrop inDrop inDrop inDrop in:  Bring your completed registration form and you can pay by Visa, Mastercard, cheque or cash.

��� ���		� �����
PLEASE READ AND SIGN BELOWPLEASE READ AND SIGN BELOWPLEASE READ AND SIGN BELOWPLEASE READ AND SIGN BELOWPLEASE READ AND SIGN BELOW
Refunds:Refunds:Refunds:Refunds:Refunds:

If you wish to withdraw from a class, please let us know – in person or by phone – AT LEAST 4 working days
before your class begins.  We will issue a refund cheque which you will receive by mail within 7-10 business
days.  A fee of $20 is deducted for cancelled registration. Your registration fee WILL NOT be refunded unless
we receive your request 4 working days in advance.

Cancelled classes:Cancelled classes:Cancelled classes:Cancelled classes:Cancelled classes:

We reserve the right to cancel classes due to lack of registration.  In this event, you will be notified and a full
refund cheque will be mailed to you.

Any questions?Any questions?Any questions?Any questions?Any questions?  Shelley MacDonald, B.A., B.Ed., M.F.A., Owner/Manager • Ph/Fax  (604) 822-5640
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Course name(s), levels & dates:Course name(s), levels & dates:Course name(s), levels & dates:Course name(s), levels & dates:Course name(s), levels & dates:

________________________________________

________________________________________

Registrant’Registrant’Registrant’Registrant’Registrant’s Information:s Information:s Information:s Information:s Information:

Your name
(please print): _______________________________

Your address: ________________________________

City: ______________________________________

Postal code: _________________________________

Day phone #: ________________________________

Night phone #: _______________________________

Method of Payment:Method of Payment:Method of Payment:Method of Payment:Method of Payment:

� Cash   � Cheque
� Visa     � Mastercard

Credit card # ________________________________

Expiry ____________________________________

Read and Sign Below:Read and Sign Below:Read and Sign Below:Read and Sign Below:Read and Sign Below:

I have read The Small Print (above).
If paying by credit card, I authorize To The Letter to apply the
course fee plus GST to my credit card.

________________________________________
  Signature

  Today’s date ________________________________
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