Word Processing 4 - Page 1
Word Processing 4

How to make basic labels using Microsoft Word (if all labels are the same):

1. Click on “Tools” Envelopes and Labels
2. Click on “Letters and Mailings” and then Envelopes  Labels |
13 2
Envelopes and Labels Address: * [ Use return address Print I
Ca
3. Choose the type of label paper you are ' ew Document |
using by clicking on the label in the lower Cancel |
right hand corner. St |
= E-postage Properties |
4. Once you have picked your label paper, [ Deilyery poinE eredds Lol -

click on OK. You will return to the first Print

screen. Type in the address or other O 2 e el
information you would like printed on the gk el

label in the Address box and then you are G

ready to click on Print! [ add electronic postage
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Eefore prinking, insert labels in wour prinker's manual Feeder,
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How to make basic labels
(if all labels are different):
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e Follow the first three steps above. Tray: |Default tray { Automatically Selj

Label information

e After you have picked your label paper,
click on OK. When you return to the
first screen, click on New Document.

Label products: |.ﬂ.ver3- skandard j

Product number:
2160 Mini - Address

Label information
B

You will then be able to type in unique 2162 Mini - Address Type: Shipping

. . . 2163 Mini - Shippin Height: A

information in each label box before you i :

print 218D Mini - File Folder i )

’ 2181 Mini - File Folder Page size: wWertical half sheet (4 14 x
2186 Mini - Diskette d
Details, .. Mew Label,.. | I (0] 4 | Cancel
How to add columns to a document:
e Ifyou would like e From the e Ifyou would like to

your entire page to
be separated into
columns, before
you begin typing,
click on “Format”
and then
“Columns.”

“Columns” box you
can choose how
many columns to
divide your page
into and the sizes of
those columns.

only make columns
on part of your
page, select that
part (highlight in
black by dragging
your mouse across
the text) and then
choose “Columns”
from the “Format”
menu.



