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CreateLabel in Word 2010

In the following tutorial, we will show you some basic and necessary steps to create and print Label in Microsoft
Word 2010 program with just afew steps to set up. Technically, we can create labels directly with support tools
right inside Word, or save them as a separatefile ...

TipsMake.com - In the tutorial article below, we will introduce you some basic and necessary operations
to create and print Label in Microsoft Word 2010 program with just a few stepsto set up. Technically, we
can create |labels directly with support tools right inside Word, or save them as a separate file.

To start, you start Word program, open the Mailings> Labels tab in the Create group. If there is some
information like the address in the current text, Word will use that information right in the Address field at the

Envelopes and L abels window :

Google Prague
Praha City Center
Klimentska 46

Prague, Czech Republic

11002

Envelopes and Labels
Envelopes | Labels
Address: [ « []Use return address
Google Prague -
Praha City Center
Klimentska 46
Prague, Czech Republic
11002
Print Label
@ Full page of the same label Microsoft, 1/2 Letter
Single label 1/2 Letter Postcard
Row: |1 =| Column: |1 : D
Before printing, insert labels in your printer's manual feeder.
Print I I New Document I I Options... ] l E-postage Properties... I
Cancel

If the Address section has been selected, we can select and replace this data section by entering new
information. Or check the box Use return address - the characters here will be inserted into the corresponding
Address box. But where is this return address? Choose File> Options> Advanced , scroll down to the General
tab near the bottom, we will see the Mailing addr ess - thisis the information store return addr ess:
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Word Options ==

General =
Save
Display
[] Prompt before saving Normal template (:

Proofing [7] Atways create backup copy

Save [C] Copy remotely stored files onto your computer, and update the remate file when saving
Allow background saves

Language

Advanced Preserve fidelity when sharing this document: (] Documents E

Customize Ribbon [5] save form data as delimited text file

Quick Access Toalbar Emaedpgastat

e General

TriistCenter 7] Provide feedback with sound

Provide feedback with animation

7] Confirm file format conversion on open
Update autamatic links at open

[] Allow apening a document in Draft view

Enable background repagination
] show add-in us
Show custary
Mailing addres;

Gaogle Prague
Praha City Center
Kiimentska 46

Prague, Crech Republic
11002

Eile Locations... | \Web Options..
Compatibility options for: ] Documents E
Lay out this document as if created in: | Microsoft Word 2010 [=]

I Layout Options

Also at this Envelopes and L abels window are a number of different options for you to insert al the labels into
the text page or just display at a certain part. If you choose a single label , you must explicitly specify that
display locationin Word 's options. To display other options, click the Options button:

Label Options [ 7| (el

Printer information

(71 Continuous-feed printers

@ Page printers Tray: |Default tray IZ|
Label information

Label vendors: | Microsoft E

Find updates on Office.com

Product number: Label information

- Type: 12 Letter Postcard
ﬂi iﬁ; (]| Heightt 21.59am
1/4 Letter Width:  13.97am
30 Per Page Page size: 27.94cm = 21.59 cm
30 Per Page .
Details. .. ] l Mew Label... 0K ] l Cancel

The options presented here are relatively easy to understand

To display more specific information here, click the Details button, the following example is the detail of the
2480 PhotoPaper standard :



PhotoPaper 2480 information

Preview
Side margins
Top margin
H—Width
Heigh Mumber down

— Mumber acros
Label name: 2480
Top margin: 0 cm = Label height: 41.99cm =
Side margin: 0 cm = Label width: 29.69cm =
Vertical pitch: 41,99 cm Murmber across: 1 :
Horizontal pitch: 29,69 cm Mumber down: 1 =
Page size: Custom IEI
Page width: 29.69cm = Page Height: 41.99cm =

(0]4

After performing editing operations, we can save it under another name for more convenient use later. Once you
have selected the entire label printing mode, you will see that the list of these labels is arranged correctly and
correctly in 1 table if you click the New Document button in the Envelopes and L abels window :

Good luck!
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Y ou finished reading the article "Create Label in Word 2010" edited by the TipsM ake team. We hope this
article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on tips and
guides. Thank you for reading and for following us regularly.
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