To Print Addresses on B-W Mailing Labels

Before you can print on the new B-W mailing labels, you will need to create
custom label settings in Word. This is necessary for proper placement of text.
Once you have entered the custom settings, labels can be created manually

(typing in the boxes) or through a mail merge.

Here are the steps you'll need to complete:
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1. Open Word and click the Mailings tab.
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2. Click Labels top open the Label dialog.
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3. Click Options to open the custom label
dialog; then click New Label to create a

new custom label.
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Label Details

Preview
Complete all fields as shown on the right. e citch
Don’t forget to name the label! Top margn | ‘r_H i
Note that the Vertical pitch and T Mumber down
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You do not need to enter the quotation
marks for inches. Word will put them in Label name: ColegeRelations
for you. Top margin: 1.75" = Label height: " ==
Side: margin: 1.25" 2 Label width: 2.5" 2
Click OK to exit the label details screen vertical pitch: g =) number across: |2 S
when done entering the options shown.
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Click OK again to exit Label Options.
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Click New Document to get a blank label
document. If you are just doing a few *
A Mame Mame
labels, you can type right on the document Addrass Addrass
. . City, 5T, Zip Code City, 5T, Zip Code
in the boxes shown to the right. (They are
the shortest and widest boxes). The other
ones are placeholders.
. Mams MName
This template can be used to merge labels Address Address
as well. Open a new document and it ST, Zip cod it ST, Zip Cod
perform the merge as usual, choosing the
CollegeRelations label from the
Other/Custom section.
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Address Address
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