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INSTRUCTIONS

MICROSOFT WORD 2010 SETUP (PC USERS) 3. Onthe LABELS tab, click the OPTIONS bution.

(See Figure 3)
CREATING LABELS
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1. On the toolbar ribbon, click the MAILINGS tab. oure
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2. Click the LABELS button. (See Figure 2)
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INSTRUCTIONS CONTINUED

CREATING LABELS CONTINUED TYPE
1. Under PRODUCT NUMBER, select LETTER (PORTRAIT). 1. Format and add text as you desire.
Click the NEW LABEL button. (See Figure 4)
PRINT
Figure 4 1. Place Insert Cards in the printer paper tray and
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2. Enter the following settings:
Top Margin 1.875" Label Height 0.8125"
Side Margin 1.25" Label Width 3"
Vertical Pitch 0.8125" Number Across 2
Horizontal Pitch 3" Number Down 9

3. Click the OKbutton.
4. Click OKin the LABEL OPTIONS menu.

5. Click NEW DOCUMENT in the ENVELOPES & LABELS
menu.
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