Para Espanol, vea pdginas 3-4.
Pour le fran¢ais, consulter les pages 5-6.
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PART NUMBER
3245-8965-1222
REV.789

LOT #23467

INSTRUCTIONS

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

Figure 3
CREATING LABELS _
Envelopes and Labels- l"@-&

1. On the toolbar ribbon, click the MAILINGS tab. s o |

(See Figure 1)
Address: [] Use return address
| -
Figure 1 K
Documen
Page Layout Referenced Review View Dy A
\;%& Print Label
4 o @ Ful page of the same label OnlineLabels.com, OL1125 - VHS C...
elect Edit Highlight Address Greeting Insert Merge () Single label Video Casstte - 10 Per Sheet

pients = Recipient List erge Fields Bloc Field L4 Row: |1 = Column: |1 -
Mail Merge Write & Insert Fields
i O R L R e e e e e e R e e
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L
Before printing, insert labels in your printer's manual feeder.

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

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

T U 0 G U] G 5 v [ —
h Home Insert Page Layout References Mailin 4. Under LABEL INFORMATION: use the drOp down

menu to select MICROSOFT. (See Figure 4)

EnvelONg drt Mail Select Edit Highlight A Figure 4
Merge ~ Recipients = Recipient List erge Fields B Prirber information
Create Start Mail Merge o
— (") Continuous-feed printers
] N

@) Page printers Tray: Default tray { Automatically Select) E

Label information

Label vendors: | Microsoft Ii

Find updates on Office.com
Product number: Label information

canel L = Lotic
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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 : ' -

Letter {Portrait) 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: Label information

Letter (Landscape) - Type: Letter
Letter {Landscape) Height: 13

Lette trait]
T ML iy 7 Width: 8.5"

Page size: 8.5" = 117

Media Label
Media Label o

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

SETTING MARGINS
1. Enter the following settings:

Top Margin .56" Label Height 99"
Side Margin 1.25" Label Width 3"
Vertical Pitch 99" 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

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
FEFDEaIlpItCh 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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PORTAETIQUETAS | Uimemx

DE PLASTICO, Parvits
1x3"

NO. DE PARTE
3245-8965-1222
REV.789

LOTE #23467

INSTRUCCIONES

CQNF|GURAC|6N PARA MICROSOFT 3. Enla pestana LABELS (Etiquetas), haga clic en el
WORD 2010 (USU ARIOS DE PC) Dicgzc:;)r; OPTIONS (Opciones). (Vea Diagrama 3)
CREAR ETIQUETAS ADH ESIVAS Envelopes and Labels -_ l"@"&
1. Enlos encabezados de la barra de By Lobes
herramientas, haga clic en la pestana MAILINGS Address: K I Use return address
(Correspondenciq). (Vea Diagrama 1) | =
Diagrama 1 il

Documen
Page Layout Referenced Review View Dy
Print Label
\;%5 ¥ 7 (@) Full page of the same label OnlineLabels.com, OL1125 - VHS C...
4 o () Single label video Casstte - 10 Per Sheet
el_ect g Edit Highlight  Address Greeting erge fioi:: [ = column: [T :
pients = Recipient List erge Fields Eloc Field L=
Mail Merge Write & Insert Fields
i oo R ] A e e e
s ' ' ' ' Before printing, insert labels in your printer's manual feeder.,
) , i Print J [ MNew Document ] [ Options... [E-posi_age Properties... I
2. Haga clic en el botdn LABELS (Etiquetas).
(Vea Diagrama 2)
Diagrama 2
[ k : T —— P4 f
ﬁ T O R 4. En LABEL INFORMATION (Informacién de etiquetas),
RN TN Maitn utilice el menu desplegable para elegir MICROSOFT.

(Vea Diagrama 4)

EnveING Ot Mail  Select Edit Highlight & Diagrama 4

M ~ Recipients * Recipient List e Fields

e ECIpIEI‘T ; Printer information
Create Start Mail Merge .
|1| I 2 (") Continuous-feed printers
T T G 7
i @) Page printers Tray: Default tray { Automatically Select) E

[l

Label information

Label vendors: | Microsoft Ii

Find updates on Office.com
Product number: Label information

canel L = Lotic
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CONTINUACION DE INSTRUCCIONES

CONTINUACION DE CREAR ETIQUETAS ADHESIVAS 3. Haga clic en el botén OK.

5. En PRODUCT NUMBER (NUmero de producto), 4. Haga clic en OKen el menu LABEL OPTIONS
seleccione LETTER (PORTRAIT) [Carta (Retrato)). (Opciones para etiquetas).

Diag‘f‘éﬁg Diagrama 5) 5. Haga clic en NEW DOCUMENT (Documento nuevo)
en el menU ENVELOPES & LABELS (Sobres y etiquetas).

Label vendors: |Microsoft IZ| (Vea Diagrama 8)

Diagrama 8
Find updates on Office.com

Product number: Label information K
Letter (Landscape) - Type: Letter

Letter {Landscape) Height: 11"
- thar it [ Width: 8.5" Before printing, insert labels in your printer's manual feeder,
Media Label Page size: 8.57 = 117
Media Label 2 I Frint I [ Mew Document l ’ Options. .. l E

6. Haga clic en el botén NEW LABEL (Nueva etiqueta).
(Vea Diagrama 6)

Di 6
agrame ESCRIBIR
N =l Aplique formato y afada texto segun sus preferencias.
Product number: Label information
Lette d - :
el pewein Lol IMPRIMIR
tter (Portral . ';”idﬂ“_ :: - Cologue las Hojas de Insertos en la bandeja de papel
dia Lab age size: 8.5 = . . e
il - : de la impresora y seleccione PRINT (Imprimir).
[ Detais.. | [Mewtabel.. | | Decis (] PARA USAR ESTA PLANTILLA EN OTRO MOMENTO
p - 1. Enlos encabezados de la barra de
CONFIGURACION DE LOS MARGENES herramientas, haga clic en la pestaia MAILINGS
1. Ingrese la siguiente configuracion: (Correspondencia).
Margen 14.4 mm Alto de la 25.1 mm 2. Haga clic en el botdn LABELS (Etiquetas).
Superior (0.56") Etiqueta (0.99" B ) )
Margen 31.8 mm Ancho de la 76.2 mm 3. En ,:q pgﬂ%no?véAgﬂs. (Efiquetas), haga clic en el
Lateral (1.25") Etiqueta 3" oton (Opciones).
Extremo 25.1 mm Ndmero 2 4. En LABEL INFORMATION (Informacién de etiquetas),
Vertical (0.99") Horizontal utilice el menu desplegable para elegir OTHER/
Extremo 76.2 mm NUmero 10 CUSTOM (Otras/personalizadas). (Vea Diagrama 9)
Horizontal (3" Vertical Diagrama 9
NOTA: Ingrese el valor del NUmero Horizontal ©) Pageprinters  Tray: Default tray { Automatically Select) E|
primero. . Label information
2, !En el campo LABEL NAME (Nombfe de ehq.ueta), Slesiios | p— E|
ingrese un nombre para su plantilla (por ej.,
Uline articulo # S-12552). (Vea Diagrama 7) Eind updates on Office. com
Diagrama 7 Product number: Label information
. Letter (Portrait) - Type: Custom |3
VEFUEaIlpItG'I L HEi‘?ht (5-12552 ‘ = Height:  0.88"
i Width: 3"
Mumber across—————————— 5. En el listado PRODUCT NUMBER (NUmero de
producto), seleccione su plantilla guardada.
V4 (Vea Diagrama 9)
R e 6. Haga clic en el botén OK.
Top margin: 1.06 = Label height:
_ : — ; 7. Haga clic en NEW DOCUMENT (Documento nuevo)
e meini S -EEE LI en el menu ENVELOPES & LABELS (Sobres y etiquetas).
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PORTE-ETIQUETTES | Ulineca

EN PLASTIQUE — Parvits
1x3PO

|-

NUMERO DE MODELE
3245-8965-1222
REV.789

N° DE LOT 2346

INSTRUCTIONS

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

Figure 3

CREATION DIETIQUETTES Envelopes and Labels -_ @I&J
1. Dans la barre d'outils, cliquez sur l'onglet ey obek

PUBLIPOSTAGE. (Voir Figure 1) acdress: X 7] Use return acress

| i~
Figure 1 3
Documen
Page Layout Referenced Review View Dy hd
= Print Label
4 7 @ Ful page of the same label OnlineLabels.com, OL1125 - VHS C...

E|.ECt § Edit High it A c dress Greeting Ins — t Merge ) Single label Video Casstte - 10 Per Sheet

pients = Recipient List erge Fields EBloc Field 1 fioi:: [ = column: [T :

Mail Merge Write & Insert Fields

1---|---2---|---1---|---2---
= T T T T
Before printing, insert labels in your printer's manual feeder. {
2. Cliquez sur le bouton ETIQUETTES. (Voir Figure 2) print [ NewDoament | [ gptons... | [ Eposiage Propertis... |
Figure 2
Y | U 0 Ly U] Gl 5 v (|
e ——— i e 4. Dans la section DESCRIPTION, sélectionnez

MICROSOFT dans la liste d'options du menu
déroulant. (Voir Figure 4)

EnveldRg art Mail Select Edit Highlight A Fi 4
Merge ~ Recipients = Recipient List erge Fields H igure
Create Start Mail Merge Erinter information

[] : OO OO é d L () Continuous-feed printers

=i @) Page printers Tray: Default tray { Automatically Select) E
Label information

|
Label vendors: | Microsoft Ii
Find updates on Office.com
Product number: Label information
rane s Lotio,
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INSTRUCTIONS SUITE

CREATION D'ETIQUETTES SUITE 3. Cliquez sur le bouton OK.
5. Chois[ssez LETT{?E,(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 NOUVEAU DOCUMENT dans le menu
e ] ENVELOPPES ET ETIQUETTES. (Voir Figure 8)
Figure 8
Find updates on Office.com
Product number: Label information
Letter (Landscape) | Type: Letter —
Letter {Landscape) Height: 11"
LE_t_h_EF .or_trai_t —i| | width: a5 Before printing, insert labels in your printer's manual feeder.
:23:: t:gs: = e Erint I [ Mew Document l l Options. .. l E

X

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

Figure 6
Find updates on Office.com SAISIE
Pomoc iy oo oty Formatez et ajoutez du texte & votre guise.
Letter (Landscape) -~ Type: Letter
Letter [Landsc_ape) Height: 11"
LPTt_h\_ar “clzr_tr‘a|.t - | Width: a5 IMPRESSION
L] Ml matains Insérez les feuilles d'étiquettes dans le bac & papier de

I'imprimante et sélectionnez IMPRIMER.

POUR UNE UTILISATION ULTERIEURE DU MODELE
1. Dans la barre d'outils, cliquez sur 'onglet PUBLIPOSTAGE.

[ Details. .. I [mewLabel... ] Delete E
REGLAGE DES MARGES

1. Entrez les parametres suivants :

2. Cliquez sur le bouton ETIQUETTES.
Marge 14,4 mm Hauteur 25,1 mm - E .
supérieure (0,56 po) | | détiquette (099 po) 3. Alonglet ETIQUETTES, cliquez sur le bouton OPTIONS.
t«Top torom ) Sl i 4. Dans la section DESCRIPTION, sélectionnez
Mqrge |0.fef0|e 31,8 mm Lo,rg_eur 76,2 mm AUTRES/PERSONNALISEES dans la liste d'options du
(« Single Margin ») (1,25 po) | | d'étiquette (3 po) menu déroulant. (Voir Figure 9)
(« Label Width »)
Figure 9
Pas vertical 25,1 mm Nbre d'étiquettes
(« Vertical Pitch ») (0,99 po) (horiz.) 2 (@ Pane printers Tray: |Default tray { Automatically Select) E|
(« Number Across ») L
abel InTormaton
Pas horizontal 76,2 mm Nbre d'étiquettes
(« Horizontal Pitch ») (3 po) (vert) 10 Label vendors: | Other/Custom IZ|
(« Number Down >) Find updates on Office.com
REMARQUE : Saisissez en premier la valeur du Product number: Label information
Nbre d'étiquettes (horiz.). Letter (Portrait) ‘ | Type: Custom la
2. Dans la boite REFERENCE DE L'ETIQUETTE, saisissez Rt - le_;gﬂr:t: A
dth:

un nom pour votre modele d'étiquettes (p. ex. N° - 3 —— —
d'article Uline S-1 2552) [Voir Figure 7) 5. Dans la liste NUMERO DE REFERENCE, sélectionnez

votre modele sauvegardé. (Voir Figure 9)

Figure 7
Vertical pich T 6. Cliquez sur le bouton OK.
L L HEIEht L
r 7. Cliquez sur NOUVEAU DOCUMENT dans le menu
Mumber aqross—————————— ENVELOPPES ET ETIQUETTES.

Label name: 5-12552 l

Top margin: 1.06 = Label height:
Side marain: 129 = | shel width:

ULINE
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