Lesson D2c – Handout

Creating a Mailing Label Using a Wizard

[image: image1.png]Document18 - Microsoft Word Mailing Label Wizard

[ et yom or Famet Toob Tabe siow tcb

Type the delivery address for
DS E|BR] S @[] g o - = Times NewRoman =10 | ¥ your label. Or click the Adress

Baok buiton to use rarmes from &
Micrasoft Outlock contact list or
the Micrasoft Exchange Personal
Address Book

Envelopes and Labels

| s |

address b I~ Use return addess print

fi New Documert

Cancel

Options,

T Delvery ot barcoce p

[Pint | Avery standard, 2160 Mii
 ull page of the same label Address

© SSZ ‘ﬁ o1 =] %

Before printing, insert labels i your printer's manual feeder.

lomn- b & awsshes- \ NOOCE 4R >-L-A-=S=20@.
[Page 1 Sect |y T e e =l e e

Asat| | 2 & R EDE || B 7echD Fin.. | & Technology...| (& Mictosoft Ex..| ET)Dacumentl... [ Documen.. | RIBW L MDD 10174M




[image: image2.png]Document19 - Microsoft Word

Mailing Label Wizard

[ et yom or Famet Toob Tabe iow tob

IDeE|an|;aalo- o g - - | Times New Roman ~||10 ~

Type the delivery address for
your label, O click the address
Baok buiton to use rarmes from &
Micrasoft Outlock contact list or
the Micrasoft Exchange Personal
Address Book

Envelopes and Labels 21|

Label Options [21x]

inter information

. =
& Laser and ink jet Tray: [Manual feed ~ Cancel

Detais.
Label products: ~ [avery standerd F| ————

New Label

Product nurber:

Labelinformation——————__Delete

2162 Mini- Address Type: Address
eico - Sisana Heght: 1"
2164 - Shipping .
2120 vii - Fle Folder vy 269

2151 Vi - Fle Folder Pagesize:  Mini (4 %x5in)
2186 v - Diskette: ]|

Before printing, nsert labels i your printer's manual feeder.

lomn- b & awsshes- \ NOOCE 4R >-L-A-=S=20@.
[Page 1 Sect |y T e e =l e e

st 4 6 @B D E || EyTecho...| & Testnol.| EMiciosot.| EDocume..| Epocure..[FiDecu.. | |[REBY S ME D@ 10288m




[image: image3.png]i Documentl

icrosoft Word

[_[51x]
[ Edt yew Insert Fomet Took Table window b Y
a1 7y J
& o @ (1 e@Om e\mﬂmn% o
'[ Save fs, . 3 i 4 ! s l N
Page set
Ere cue

3 Ciishopping List

Ext

LGHUSERS|Trish . {sing Word Templates
2GHUSERSTrish.{Use E-tail

GHUSERS|Trishl. ..{shopping List

[Paoe 1 sec i

st A &

T O = == il T

| Elinbos -Mi..| (3] Esxploing .| ] Ta Be

| EToknow | [EMicosot..[&Docum | ||E3 @4 5087M





[image: image4.png]3 Document1 - Microsoft Word

[ et om or Famet Toob Table siow tob

B

J Nl

s towrann =12 =] B 2 U |

mﬂ

Goneral| LegaFleaings Lettrs & Foxes | s | Other ocurents | Pubcatons | Reports | e pages |

(Contemporary Contemporary  Elegant Fax _ Elegant Letter

Fax

Envelape
izard

Letter

Faxizard  Letter Vtzard

Preview

~Create New
& Document " Template
ok Cancel

[Page 1

Astart|| 7] & [

Sec 1

1t

Inbos - Mi..| (3] Evploing .| ]Ta Be

[T i Gt [eec i [ o |

| EToknow | [EMicosot..[&Docum | |[E3 2 503PM




[image: image5.png]Do: osoft Word ‘Welcome to the

[ Ele £ty Tnsert Fomat Toos Tabe Wivdow telo Maiing Label £
Vizord
[Homa s Tines Newaman w10 5| B £ U s

ID=eEa8Ry|IB@sorc-|@| o

oF the same
label

© Create labels
for a maling st

Careal

«lol»]«

. >
[Page 1 sect Ty e = ==l s

st | 4 & inbos-..| 5y Explr. | E)ToB= | Y7o Know| [ElMicos.. | #)0scun..| #)pocun. | |[E3E- @@ s09rm





[image: image6.png]i Template1 - Microsoft Word ‘Mailing Label Wizard

[ o o o e

your label. Or clck the Address
Book button ta use names fram a

|0 & RSR[5 5 oot ookt i,

Adchess Book,

[t e ewonan =10 | B 2 1

| s |

address: I~ Use return address Brint |
[Jane Doe = lew Document
Sating, KS Cancel
o]

options

T Delvery ot barcoce p

[Pint | Avery standard, 2160 Mii
 ull page of the same label Address

© SSZ ‘% o1 =] %

Before printing, insert labels i your printer's manual feeder.

Sec 1 RIS T = E O = i 2l 2 - )
Bstan]| ) @ (B || libox. | By | E1Toe | @1ToK.. | [Mic. | 8)ocw. | Bloceu.|[ETe |FBGEG 51

























Click on File.





Click on New.





Click on Letters & Faxes.





Click on Mailing Label Wizard.





Click on OK.





Click on create one label or a page of the same label.
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Check the size of the default label on the screen.





Click on Options to change the size of the label.
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Select from the “Label products” window.





Select from the “Product number” window.





Click on OK.





Type an address in the Address box.





Select Single label.














If you are starting on a new sheet of labels, you will leave the row and column number both at “1”.


If you are starting on a sheet that has already been used, then you will need to enter the row in which the first label is, and the column where it can be found.





Put a sheet of labels in the printer.  Click on Print











