CREATING LABELS IN MICROSOFT WORD

AS EASY AS ONE TWO THREE

On the Tools menu select Letters and Mailings/Envelopes and Labels. See
Example 1.

Example 1



Make sure the Labels Tab is selected then choose Options. See Example 2.
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You will then be looking at a screen like the one below.
Example 3
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1) Printer information:- : — =

Select either Dot Matrix or |- ——
Laser and Ink Jet : TS T

2) Label Products:- mce= O
Choose Avery A4 and A5. | T o

(As you will probably be using A4
sheets of labels.)
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3) Product Number
Choose the appropriate number.

The most common label numbers are:-

A4 sheets of 21 Labels —size 3.81 X 6.35

L7560, L7160, J8560, J8360 and J8160

A4 sheets of 65 Labels —size 2.12 x 3.81

C2651, J8651, L7551, L7651, L7680, L7690

( If you are not using sheets of labels, click on the small arrow to scroll through the
list and choose the appropriate label type)

You may now press the OK button. You should now be looking at a screen like this:-
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Example 4
If you look at the above picture you will see that you need to type the address you

want printing on your labels in the Address Field.



Once you have typed in the address you have two choices.
1) You can print the labels straight away, by pressing the Print button
2) You can merge them into a new document by pressing the New Document button.

Merging into a document before printing is always wise, that way you can check the
layout looks good and that you have not made any spelling mistakes. | personally
always select New Document. There is also another good reason for selecting New
Document, you can’t include a picture on your label if you do not merge to a new
document first.

Once you have selected New Document, Word will automatically bring up a
document like the one here.
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If you are not happy with the positioning of the text you can easily adjust it, or add
your picture.
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| have chosen to have Borders showing, so you can see where the labels start and end.
However, you must remove the Border before printing your labels otherwise the
borders will be printed too. To make sure the Borders will not be printed be sure to
print preview first.

That’s it. As easy as One Two Three.
You can save this document as you would any other document, that way, when you

need to print off more labels you just open your saved document and print. Saving
you the hassle of setting it all up again!



