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Ms. Kara Perez

38 Raleigh Hills

Portland, OR 97225

Dear Ms. Smith:

Your interest in learning MS Office XP Professional is exciting! Our IS Department provides a comfortable learning environment to help you develop proficiency in using Word, Excel, PowerPoint, and Access.

MS Word is a powerful word processing program. You can use it to create a variety of documents, such as letters, reports with footnotes, newsletters, and fliers. Use the new task panes to perform find images, format documents, and apply styles. You can create personalized letters to several people using the Mail Merge Wizard. 
MS Excel is the leading spreadsheet program. You can create personal budgets, investment analysis, loan amortizations, and other financial spreadsheets. Excel’s power lies in its “what-if” ability. After you set up formulas, you can change input data and see what type of effect the change has on a particular result.

MS PowerPoint is a presentation graphics program. People around the world use this software to create dynamic, professional presentation slide shows. You can insert images, tables, and sound to enhance your slide shows. Animated transitions and specialized drawing tools help complete your presentation.

MS Access is a powerful database management program. It is effective for storing, retrieving, organizing, and printing data, such as household inventory, insurance records, and collectables. You can even create a database to store names, addresses, phone numbers, and email addresses of your family and friends!

IS1050, Basic Software Applications, is designed to help students build basic skills in the four MS application programs, e-mail, Web browsers, and operating systems. The attached syllabus provides the specific objectives for each component of IS1050.

If you need short, compact training, the IS Department offers inexpensive training workshops. For only $35, you receive two hours of hands-on training by qualified faculty in various areas. The following list provides a sample of the workshops we plan to offer throughout this spring:


Word Styles and Templates
April 5

Excel Financial Functions
March 29


PowerPoint Drawings
May 10

Access Queries and Reports
June 7
In addition to receiving hands-on training on the software, you can also purchase MS Office XP Professional Upgrade, which includes the four primary software programs, for only $329. However, as a registered student, you are eligible to purchase MS Office XP Professional at the academic price of only $200!
Please call me at 555-3456 to learn more about the IS1050 course and our specialized, non-credit training sessions.

Sincerely yours,

Travis Kuczmanski, Advisor
Information Systems Department
