Microsoft Word Quick Note
Creating Labels in Word

Objective:
Creating labels without using Mail Merge.
Why:
Sometimes you want labels and don't need Mail Merge. 
1. On the Tools menu, click Letters and Mailings. Choose Envelopes and Labels, and then click the Labels tab. 

2. Click Options to choose label type.  Type the address in the Address window.  Click Delivery point barcode if you want the barcode printed on the label.

For a single label, click Single label to designate the column and row where to print the label.

For a full page of the same label, click Full page of the same label.

For a page full of blank labels (no address, no barcode, etc.), click New Document. 

[image: image1.png]Envelopes and Labels

address @ Dsertmottess [ ]
s

E-postage Properties

print Avery standard, 5261
(© Eull page of the same label Address

O single label METPTETFTPS

Delivery point b code ]

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





Quick Tip
WordPerfect set up labels as individual pages.  Word sets up labels in a table.
Quick Note instructions are written for Microsoft Word 2003.

Quick Note prepared by Amy Hedges who is the Administrative Office Supervisor in Animal Science and a Microsoft Office Specialist.
