
 

Create a Letter Using Text Boxes in MS Word – not the “proper method” !!!. 
A letter is composed by adding the letter text into suitably positioned text boxes on the page. 

Text Box borders are then removed. 
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Borders

Get the Scoop from 

Travelers Who Know 

Borders!  
www.TripAdvisor.co.uk

Word Tutorial

Learn Word visually with 

this comprehensive 

learning tutorial.  
www.teachucomp.com

Excel - Mail&Email 
Merge

Learn how to integrate 

with MS Word for Mail & 

Email Merges plus more!  
www.objectiveit.com

Change Form Software

Create ECN, ECR & ECO 

Change Management 

Forms Electronically.  
www.MasterControl.com/Change_Form

Free Word Processor 
CD

Complete Office Suite on 

incredible CD - Free!  
FreeSoftwareCD.net

 

To draw a text box:  
1. Click the Insert Menu then Text Box. 
2. The Precision Pointer appears over the document. Depress the left mouse button and drag to 
draw the text box.  
To position the Text Box: 
1. Place the cursor over the Text Box border ( it will change to a “move” pointer) 
2. Depress the left mouse button and drag to the required position. Viewing the layout using Print 
Preview in the File Menu is helpful. 
Note: In Word 2007 choose "Draw Text Box" from the Text Box "Built-In" dialog box. 

 

To Resize a Text Box: 
1. Click on the Text Box border until it’s hatching 
appears. 
2.  Move the pointer over a resizing handle at the 
corner or side then depress the left mouse button and  
drag to increase or decrease the Text Box size. 
 
To Remove a Text Box border: 
1. Click on the Text Box border until it’s hatching 
appears. 
2. Right click and choose Format Text Box . 
3. In Colors and Lines click the Line Color drop down 
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box arrow and click No Line. 
4. Click OK. 
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Drop Down Menu Software

Professional custom menus from a 

robust, visual, HTML application.  

www.opencube.com

Download PDF Converter 9

Converts PDF to Word & Back! Full 

Version, Ultra Fast Download.  

Converter.PDF-Format.com

Registry Cleaners Exposed

Don't Download Any Registry 

Cleaner Until You See This 

Shocking Review!  

RegistryCleanerHelp.org

Draw Floor Plans Fast

Floor Plan Drawing Software See 

Examples. Free Trial!  

www.SmartDraw.com/2009
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