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Microsoft Word

Module 40 - Create Label and Envelope in MS Word

What is Label?

In MS Word, a label is used to print the same or different text, like names or
addresses, on sticker sheets. You can find the Labels option under the Mailings
tab. It helps you create address labels, name tags, or product price tags. You can
type one label or use a list from Excel to print many different labels at once
using Mail Merge. Labels are useful when you want to print information neatly on
multiple stickers quickly.
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Steps to Create Label in MS Word:

e Open MS Word on your

e Banking & computer. References Mailings Review View
Insurance e Click on the Mailings tab at the
top. = =
Central Govt.
Service e Click on Labels in the “Create” group.
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*_‘ LAw Envelopes |Labels | Start Mail  Select
= Entrance Merge v Recipients ~ R«
Create Start Mail Merge

MBA ¢ In the box that appears, type the text you want on the label.
SHITTILI o Click on Options to choose your label size and brand.
e Click OK, and then click New Document to see your labels on a page.
® You can now print the labels or add more details if needed.
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Envelopes and Labels 2 ><
Envelopes Labels

Address: e -~ [] use return address
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Print Label
@ Eull page of the same label Microsoft, 30 Per Page
< Single label Address Label

= Column 1 = ﬁ

Before printing, insert labels in your printer's manual feeder.
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Print New Document Options... E-postage Properties...
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What is Envelope in MS Word?

In MS Word, an envelope is a feature that helps you create and print mailing

__ Banking & envelopes with addresses. You can type the recipient's address and your return
address, and Word will place them in the correct positions on the envelope. This

feature is found in the Mailings tab under Envelopes. You can also choose the

envelope size and layout, and even connect to an Excel sheet to print many

envelopes using Mail Merge. It saves time.and ensures that your envelopes look

LT LNCL A neat and professional.
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Steps to Create Envelope in'MS Word:

I

PPN ° Open MS Word on your computer.
m it © Click on the Mailings tab at the top.

References Mailings Review View

L £ LAW e Click on Eknvelopes in the “Create”
= ntrance group. ) = =
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e In the box that appears, type the Delivery Address (receiver’s address).

Envelopes and Labels ? =<
Envelopes Labels

Delivery address: 3 -
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_ hartron skill center ambala A~ Preview Feed
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Before printing, insert envelopes into the following printer tray: Rear Paper Feed.

Print Add to Document E-postage Properties...
o State Govt.

Services Cancel

¢ Type the Return Address (your address).
i LAW e Click on Options to choose the envelope size and printer settings.
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e Click Add to Document to see the envelope on the page.

Envelopes and Labels 2 >

Envelopes Labels

Delivery address: e ~

Return address:

hartron skill center ambala ~ | Preview Feed
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Before printing. insert envelopes into the following printer tray: Rear Paper Feed.

Erint Add to Document Options... E-postage Properties._.

Finally, click Print to print the
envelope directly.

Envelope Options ? >

ns | Printing Options

Envelope size:

Size 10 (4 1/8 x9 1/2 in) ~
. Delivery address
=1 Banklng & Font... From left: Auto =
Insurance From top: [Aute -
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From top: |Auto =
Previeww
Central Govt. — -

ervice

I

Cance

m State Govt.

Services

vs _LAW

= Entrance

MBA

Entrance

—
B
N
—

Railways & Metro
—  Services

abhyasonline.in

Corporate Office : ABHYAS ACADEMY, Near Govt. PG College, Ambala Cantt., Haryana (India)
www.abhyasonline.in '@ (+91)94165-41198, 81689-25411

@ abhyasonline.info@gmail.com Follow Us: f ¥y » E"]




