Setting Margins for Personal Business Letters
Step 1:  Click on the File pull down menu in top left corner

Step 2:  Select Page Setup by clicking it
Step 3:  Click on Margins tab of Page Setup dialogue box

Step 4:  Use arrows to adjust margins to:
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2 inches

	Right
	1 inch

	Left
	1 inch

	Bottom
	2 inches


Step 5:  Click OK
