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August 10, 2018
Dear family and friends,

This has been a special year for Rk;\ard and me! We celebrated our 30™
wedding anniversary with friends at a small party. We brought out photos

from our wedding and honeymoon so everyone had proof we were young
once!

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year. She had a fun
birthday part with 6 little friends running around. Richard dressed up like a
clown and the girls were unimpressed, but the adults had fun with it.

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how many

things there are to do that are free! | especially enjoyed the National Zoo
% because there were red lion tamarins which are a favorite of mine.
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Jane is almost done with her letter, but she would like to include a picture. To do
this, she clicks the place in the document where she’d like the picture to go.
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August 10, 2018
Dear family and friends,

This has been a special year for Rid%ard and me! We celebrated our 30"
wedding anniversary with friends at a small party. We brought out photos
from our wedding and honeymoon so everyone had proof we were young
once!

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year. She had a fun
birthday part with 8 little friends running around. Richard dressed up like a
clown and the girls were unimpressed, but the adults had fun with it.

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how many
things there are to do that are free! | especially enjoyed the National Zoo

X because there were red lion tamarins which are a favorite of mine.
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Then she clicks on the Insert tab on the top menu.
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August 10, 2018
Dear family and friends,

This has been a special year for Richard and mel We celebrated our 30™
wedding anniversary with friends at a small party. We brought out photos
from our wedding and honeymoon so everyone had proof we were young
once!

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year. She had a fun
birthday part with 8 little friends running around. Richard dressed up like a
clown and the girls were unimpressed, but the adults had fun with it.

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how many
things there are to do that are free! | especially enjoyed the National Zoo

x because there were red lion tamarins which are a favorite of mine.
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As you can see in the insert menu, Word allows you to insert pictures and many
other things, including shapes, links, tables, graphs and more.
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August 10, 2018
Dear family and friends,

This has been a special year for Richard and me! We celebrated our 30™
wedding anniversary with friends at a small party. We brought out photos
from our wedding and honeymoon so everyone had proof we were young
once!

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She tumned 5 this year. She had a fun
birthday part with 8 little friends running around. Richard dressed up like a
clown and the girls were unimpressed, but the adults had fun with it.

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how many
things there are to do that are free! | especially enjoyed the National Zoo

X because there were red lion tamarins which are a favorite of mine.
Pagetof1 “SSwards  [F  English (United States) xR & - ] + 100%

To insert a picture, Jane clicks on the Picture icon.
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W because there were red lion tamarins which are a favorite of mine.
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Word then opens a window that will let Jane browse to the image on her
computer that she wants to use.

Word has automatically opened the Pictures window, where the image Jane
wants to use is located.

She clicks on the image, and then clicks on Insert to insert it into the letter
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We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year. She had a fun
birthday part.with 6 little friends running around. Richard dressed up like a
clown and the girls were unimpressed, but the adults had fun with it.

o

We visited Washington DC this summer and saw many monuments and

. museums. | loved many things about Washington DC including how many
things there are to do that are free! | especially enjoyed the National Zoo
because there were red lion tamarins which are a favorite of mine.
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The image now appears in the letter, but the text isn’t flowing around the image.
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: We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year. She had a fun
4 birthday part-with 6 little friends running around. Richard dressed up like a
clown and e girls were unimpressed, but the adults had fun with it.
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Jane just needs to click on the layout options to change this.
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We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year. She had a fun
4 birthday part.with 6 little friends running around. Richard dressed up like a
clown and thie girls were unimpressed, but the adults had fun with it.
O . —
o B < LayoutOptioms X
We v (R S DC this summer and saw
many nuseums. | loved many
thing O n DC including how
b MANY o et weaping P GO that are freel |
espe lational Zoo because
rins which are a favorite
" ~ ™~ ~
® Move with text
Fax position on
page
Pagelof1 dSwords  [F  English (United States) EFE B - (] + 100%

She selects the Square option to have the text move to the right of the image.
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: We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year. She had a fun
4 birthday part with 6 little friends running around. Richard dressed up like a
clown and the girls were unimpressed, but the adults had fun with it.
| We visited Washington DC this summer and saw
many monuments and museums. | loved many
things about Washington DC including how
b many things there are to do that are free! |
especially enjoyed the National Zoo because
there were red lion tamarins which are a favorite
of mine.
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Now her letter looks just right, and she’s ready to send it!
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