Para Espanol, vea pdginas 3-4.
Pour le frangais, consulter les pages 5-6.

I3 s-12552 1-800-295-5510

3 x 1" INSERTS FOR uline.com
BIN LABEL HOLDER

INSTRUCTIONS

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

CREATING LABELS

Figure 3

1. On the toolbar ribbon, click the MAILINGS tab. (B e |
(See Flgure 1) Address: K [ Use return address
Figure 1 | lil
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Before printing, insert labels in your printer's manual feeder.

=1

Print J [ MNew Document ] [ Options. .. [E-post_age Properties... ]

Cancel

2. Click the LABELS button. (See Figure 2)

Figure 2
EI-EI' T L] Iy T 5 o 7 | ———|@

— e SR M 4. Under LABEL INFORMATION, use the drop down

menu to select MICROSOFT. (See Figure 4)
Enveldng art Mail  Select Edit Highlight A Figure 4
Merge ~ Recipients = Recipient List erge Fields H
Create Start Mail Merge Printer information
E O S, - " (7 Continuous-feed printers
= @ Page printers Tray: Default tray ( Automatically Select) E
[Tl

Label information

Label vendors: | Microsoft Q

Find updates on Office.com
Product number: Label information
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INSTRUCTIONS CONTINUED

CREATING LABELS CONTINUED

5. Under PRODUCT NUMBER, select LETTER (PORTRAIT).
(See Figure 5)

Figure 5
Label vendors: | Microsoft |E|
Find updates on Office.com
Product number: Label information
Letter {Landscape) o Type: |etter
Letter (Landscape) Height: 1"
Letter (Portrait : ' -
| ottor (Partraitl. I Width: 8.5
Media Label ~ | Pagesize: 8.5"x 11"
Media Label aE

6. Click the NEW LABEL button. (See Figure 6)

Figure 6

Find updates on Office.com
Product number:

Letter (Landscape) -
Letter {Landscape)
Letter {Portrait)

Label information
Type: Letter
Height: 11"

g || Width: 8.5"

|  Pagesize: 8.5"=11"

Media Label
Media Label o

[ Details... l [mew Label... ] Delete | E

SETTING MARGINS
1. Enter the following settings:

Top Margin 1.06" Label Height .88"
Side Margin 1.25" Label Width 3"
Vertical Pitch .88" Number Across 2
Horizontal Pitch 3" Number Down 10

@ NOTE: Enter the value for Number Across first.

2. Inthe LABEL NAME box, enter a name for your
template (i.e. Uline item # S$-12552). (See Figure 7)

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

5. Click NEW DOCUMENT in the ENVELOPES & LABELS
menu. (See Figure 8)

Figure 8

L

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

e

Print I[ New Document l

TYPE
Format and add text as you desire.
PRINT

6. Place Insert Cards in the printer paper tray and
select PRINT.

TO USE THIS TEMPLATE AT ANOTHER TIME

1. On the toolbar ribbon, click the MAILINGS tab.
2. Click the LABELS button.

3. On the LABELS tab, click the OPTIONS button.
4

Under LABEL INFORMATION, use the drop down
menu to select OTHER/CUSTOM. (See Figure 9)

Figure 9

@ Page printers Tray: Default tray ( Automatically Select) E|
Label information

Label vendaors: | Other/Custom |E|

Find updates on Office.com

Product number: Label information

Letter (Portrait - Type: Custom |a

|>-123a32 Height:  0.88"
With: 3

5. Inthe PRODUCT NUMBER listing, select your saved

template. (See Figure 9)

6. Click the OK button.
7. Click NEW DOCUMENT in the ENVELOPES & LABELS

menu.

ULINE

1-800-295-5510

Figure 7
vertocal pitch L HEiJIE;Iht L
;
Mumber across—————————
Label name: 5-12552 l
Top margin: 1.06 = Label height:
Side marain: 129 = | shel width:
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[T s-12552

INSERTOS DE
7.6x25CM (3 x 1"
PARA PORTAETIQUETAS
DE GAVETAS

uline.mx

800-295-5510

INSTRUCCIONES

CONFlGURACléN PARA MICROSOFT 3. Enla pestana LABELS (Etiquetas), haga clic en el

botén OPTIONS (Opciones). (Vea Diagrama 3)

WORD 2010 (USUARIOS DE PC)

CREAR ETIQUETAS ADHESIVAS

1. Enlos encabezados de la barra de
herramientas, haga clic en la pestana MAILINGS
(Correspondenciaq). (Vea Diagrama 1)

Diagrama 1

Documen

Page Layout Referenced Review View Dy

elect Edit Highlight Addres
pients = Recipient List erge Fields Eloc Line elc
Mail Merge Write & Insert Fields
i R | N O T P
= T T T

2. Haga clic en el botén LABELS (Etiquetas).
(Vea Diagrama 2)

Diagrama 2
T =0 U0 o U G 55 ¥ [ —
Home Insert Page Layout References Mailin
Enveldwgs Labels art Mail Select Edit Highlight
Merge ~ Recipients = Recipient List e
Create Start Mail Merge
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Diagrama 3

Envelopes | Labels

)

Address: K

[] Use return address

Print
@ Ful page of the same label
() Single label
Row: |1 | Column: |1

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

Label

OnlineLabels.com, OL1125 -VHS C...
Video Casstte - 10 Per Sheet

Print J [ Mew Document ]

[ Options... [ E-postage Properties... ]

Cancel

4. En LABEL INFORMATION (Informacion de etiquetas),
utilice el menu desplegable para elegir MICROSOFT.

(Vea Diagrama 4)

Diagrama 4

Printer information
(7 Continuous-feed printers
@ Page printers
Label information

Label vendors: | Microsoft

Find updates on Office.com
Product number:

Tray: Default tray ( Automatically Select) E

X

Label information
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CONTINUACION DE INSTRUCCIONES

CONTINUACION DE CREAR ETIQUETAS ADHESIVAS

5. En PRODUCT NUMBER (NUmero de producto),
seleccione LETTER (PORTRAIT) [Carta (Retrato)].
(Vea Diagrama 5)

Diagrama 5

Label vendors: | Microsoft |E|

Find updates on Office.com

Product number: Label information K
Letter {Landscape) - Type: Letter
Letter {Landscape) Height: L
Letter (Portrait : ' -
FERS LS Width: 8.5

MEdiaLbeI Page size: 8.5" = 117

Media Label aE

6. Haga clic en el boton NEW LABEL (Nueva etiqueta).

(Vea Diagrama 6)
Diagrama 6

Find updates on Office.com
Product number: Label information

Letter (Landscape) - Type: Letter
Letter {Landscape) S -
Letter (Portrait] He_|ght. = -
e Width: 8.5

Page size: 8.5" = 117

Media Label
Media Label o

4
[ Details. .. l [mewLabel... ] Delete . E
CONFIGURACION DE LOS MARGENES

1. Ingrese la siguiente configuracién:

Margen 26.9 mm Alfo de la 22.4 mm
Superior (1.06") Etiqueta (0.88")
Margen 31.8 mm Ancho de la 76.2 mm
Lateral (1.25" Etiqueta (3"
Extremo 22.4 mm Ndmero 2
Vertical (0.88") Horizontal

Extremo 76,2 mm Ndmero 10
Horizontal (3" Vertical

NOTA: Ingrese el valor del NUmero Horizontal
primero.

2. En el campo LABEL NAME (Nombre de etiquetq),
ingrese un nombre para su plantilla (por ej.,
Uline articulo # $-12552). (Vea Diagrama 7)

3. Haga clic en el botén OK.

Haga clic en OKen el menu LABEL OPTIONS
(Opciones para etiquetas).

5. Haga clic en NEW DOCUMENT (Documento nuevo)
en el menu ENVELOPES & LABELS (Sobres y etiquetas).
(Vea Diagrama 8)

Diagrama 8

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

Print I [ New Document l ’ Options... l E
ESCRIBIR
Aplique formato y anada texto segun sus preferencias.
IMPRIMIR

6. Coloque las Hojas de Insertos en la bandeja de
papel de la impresora y seleccione PRINT (Imprimir).

PARA USAR ESTA PLANTILLA EN OTRO MOMENTO
1. Enlos encabezados de la barra de
herramientas, haga clic en la pestana MAILINGS
(Correspondencia).

Haga clic en el botén LABELS (Etiquetas).

3. Enla pestana LABELS (Etiquetas), haga clic en el
botén OPTIONS (Opciones).

4. En LABEL INFORMATION (Informacion de etiquetas),
utilice el menu desplegable para elegir OTHER/

CUSTOM (Otras/personalizadas). (Vea Diagrama 9)
5. En el listado PRODUCT NUMBER (NUmero de

producto), seleccione su plantilla guardada.
(Vea Diagrama 9)
Diagrama 9

@ Page printers Tray: Default tray ( Automatically Select) EI

Label information

Label vendors: | Other/Custom |Z|

Find updates on Office.com

Diagrama 7 Product number: Label information
Letter (Portrait - Type: Customn laser
K |>-123a32 Height:  0.88"
5-12552 B
L06 x L abel height: 88 2 6. Haga clic en el boton OK.
1,95 ™ L abel width: 2 = 7. Haga clic en NEW DOCUMENT (Documento nuevo)
: = TR = en el menu ENVELOPES & LABELS (Sobres y etiquetas).
0.83" 3 Mumber across: |2 =
3" = Mumber down: 10 =
800-295-5510
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I3 s-12552 1-800-295-5510

I?TIQUETTES DE PORTE- uline.ca
ETIQUETTE POUR BAC DE
7,6 x2,5CM @3 x1PO)

INSTRUCTIONS

CONFIGURATION SUR MICROSOFT WORD 3. Alonglet ETIQUETTES, cliquez sur le bouton OPTIONS.
2010 (UTILISATEURS DE PC) (Voir Figure 3)

Figure 3
CREATION D'ETIQUETTES [eveiores s o . ===

1. Dans la barre d'outils, cliquez sur 'onglet Epchncsy L
PUBLIPOSTAGE. (Voir Figure 1) Address: K (] Use return acdress
Figure 1 |

Docurmen
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J' Print Label
i . . = @ Full page of the same label OnlineLabels.com, OL1125 -VHS C...
El-ECt - 5 S ooy o e s e B () Single label Video Casstte - 10 Per Sheet
pIEI"ItS' Recipient List Erge rields oloc Ineg gl s -

Mail Merge Write & Insert Fields Row: ! 18 B Counvis |8 .
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Before printing, insert labels in your printer's manual feeder.

=1

2. Cliquez sur le bouton ETIQUETTES. (Voir Figure 2) print | [ NemDoament | [ Optons.. | [ Epostage Propertis... |

Figure 2
T =0 T 0 o U G 0 7 [ —
h Home Insert Page Layout References Mailin

4. Dans la section DESCRIPTION, sélectionnez
MICROSOFT dans la liste d'options du menu

' : déroulant. (Voir Figure 4)
EnveldRg art Mail Select Edit Highlight &
Merge ~ Recipients = Recipient List erge Fields H Figure 4
Create Start Mail Merge
E T 2 - : Pru?ter information
i () Continuous-feed printers

M @ Page printers Tray: Default tray ( Automatically Select) E

Label information
Label vendors: |Microsoft Ii
Find updates on Office.com
Product number: Label information
- | Tca: lLattar
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INSTRUCTIONS SUITE

CREATION D'ETIQUETTES SUITE 3. Cliquez sur le bouton OK.

5. Choisissez LETTRE (PORTRAIT) dans la section 4. Cliquez sur OKdans le menu OPTIONS POUR LES
NUMERO DE REFERENCE. (Voir Figure 5) ETIQUETTES.

Figure 5

5. Cliquez sur NOU!/EAU DOCUMENT dans le menu
ENVELOPPES ET ETIQUETTES. (Voir Figure 8)

Label vendors:

Microsoft IZ|

Find updates on Office.com Figure 8

Product number: Label information
Letter (Landscape) - Type: Letter
Letter {Landscape) S -
Letter (Portrait g prlght' = 2
L atter (Portrait). | width: 8.5

Media Label
Media Label il

Page size: B.5" x 11" Before printing, insert labels in your printer's manual feeder.

e

Print

I[ Mew Document l

6. Cliquez sur le bouton NOUVELLE ETIQUETTE. (Voir Figure 6)
Figure 6

Find updates on Office.com

SAISIE

Product number: Label information

ol &:232253 T L‘:;t: LIEIE'H Formatez et ajoutez du texte & votre guise.

Lot Cora) g v 8 IMPRESSION

Media Label Page size: &8.5" = 117

Heda Labd C 1. Insérez les feuilles d'étiquettes dans le bac & papier
| Detais... | | newlabel.. | ] de l'imprimante et sélectionnez IMPRIMER.

REGLAGE DES MARGES POUR UNE UTILISATION ULTERIEURE DU MODELE

1. Entrez les paramétres suivants : 1. Dans la barre d'outils, cliquez sur 'onglet PUBLIPOSTAGE.
2. Cliquez sur le bouton ETIQUETTES.
Marge 26,9 mm Hauteur 22,4 mm . ;
supérieure (1,06 po) d'étiquette (0,88 po) 3. Alonglet ETIQUETTES, cliquez sur le bouton OPTIONS.
(« Top Margin ») (« Label Height »)
p 4. Dans la section DESCRIPTION, sélectionnez
Marge laterale | 31,8 mm | | Largeur 76,2 mm AUTRES/PERSONNALISEES dans I liste d'options du
(« Single Margin ») (1,25 po) d'étiquette (3 po) p g
(« Label Widith ») menu déroulant. (Voir Figure 9)
Pas vertical 22,4 mm Nbre d'étiquettes Figure 9
(« Vertical Pitch ») [0,88 po] (hOI’iZ.] 2 -
(« Number Across ») @ Page printers Tray: Default tray ( Automatically Select) E|
Pas lhorizc_mtol 76,2 mm Nbre d'étiquettes Label information
(« Horizontal Pitch ») (3 po) E:lﬁlf:q)ber I 10 Label vendaors: | Other/Custom |E|
== REMARQUE : Saisissez en premier la valeur du Fi”i”':date?”.o‘cﬁce'mm o
Nbre d'étiquettes (horiz.). i i Pt
Letter (Portrait - Type: Custom |3
A Loz Z . |5-12552 SR =
2. Dans la boite REFERENCE DE L'ETIQUETTE, saisissez T e g
un nom pour vofre modéle d'étiquettes (p. ex. N© ity 3
d'article Uline S-12552). (Voir Figure 7) 5. Dans la liste NUMERO DE REFERENCE, sélectionnez
Figure 7 votre modele sauvegardé. (Voir Figure 9)
vemca'f'm-' [ Hei:ght L 6. Cliquez sur le bouton OK.
3

7. Cliquez sur NOUVEAU DOCUMENT dans le menu
ENVELOPPES ET ETIQUETTES.

Mumber across

4

Label name: 5-12552
Top margin: 1.06 = Label height:
1-800-295-5510
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