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Creating Labels
Open up Microsoft Word.

Select envelopes and labels from Tools.

You will get the following dialogue box. 
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Select options. You will see the following screen. Select the correct product number. 
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You will see the following screen. Decide whether or not you want one page of the same label or not.
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Select new document. Type in whatever you want to appear on your label. Then select new document. You can now make changes to your label, print, and save. 
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Or you can leave the address label area blank, and select new document. This will allow you to customize your document. You can type in one word per label or you can create a label and then copy that label into each box.  Go to the main menu and select Save As from File. Then select print and print your document.

[image: image5.png]2l This book is the property of Denise Reid.doc - Microsoft Word

Fle Edt View Insert Format Took Table Window Help Acrobat

@
~
]

I
DZR[GR[o® o~ (@ 2w
I

Wm0

This ook isthe property of Denise Reid

T

This ook isthe property of Denise Reid

T

Joraw~ Iy ¢ | Auoshepes - N\ 1O & 4l

[o-o-2-4

= ew.

[Page 1 sect [ ]

Hstart || 1] &

Trec i e oom L G

CERBREO || &He. @@ @ [RGB TEE 1mm




[image: image6.png]abels’ rosoft Word

fle Edt View Insert Format Toos Table Window Help Acrobat

2| e e o = 16 < [ B 2 @

Je
EECIER Y
[

Wm0

k]

Angela Buysich

Dustin Day

Leslie Johnson

Loxi Christiansen Linda Cox

Danielle Long Jamie Doman

Sherrie Hults

Robbie Kline

Jomw. N

\NOoE4

|[&-o-2-4 =28 d.

[Page 1 sect W jma

nss Goll

Trec e e oo G

Astart[| | 1 @ QWIS R DO || e @c] @ @@ [ O2@ETSLORTEE  1mm




These are some examples of labels that you can create.
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