How to Make Labels
File Folder Labels AVERY 5366

· Open Word

· Click “TOOLS”

· Click “LETTERS AND MAILINGS” (this has a submenu click on it)

· Click “ENVELOPES AND LABELS”

· A screen will appear on the top left hand side it will read Envelopes    Labels

· Click “LABELS”

· Click “OPTIONS”

· A screen will appear type the number “5” scroll down & click on “5366 - FILE FOLDER”

· Click “OK”

· Click “NEW DOCUMENT”

· Click “EDIT”

· Click “SELECT ALL”

· Then format your labels (the following is suggested for formatting)

· 14 point font

· Centered

· Bold

· All caps

· Arial font

1/5 Cut Tab Inserts – Avery Worksaver Tab Inserts 11136
· Open Word

· Click “TOOLS”

· Click “LETTERS AND MAILINGS” (this has a submenu click on it)

· Click “ENVELOPES AND LABELS”

· A screen will appear on the top left hand side it will read Envelopes    Labels

· Click “LABELS”

· Click “OPTIONS”

· A screen will appear type “H” scroll down & click on HANGING FOLDER INSERTS 1/5

· *The 1st time you make these labels on your computer you have to  click “DETAILS”

· A screen will appear and where it reads Number Across it will say 2 and you need to type “4”

· Then it will ask you to enter a name for your custom label - type 

· “1/5 Custom Inserts” 

· Click “OK”

· Click “NEW DOCUMENT”

· Click “EDIT”
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1/5 Cut Tab Inserts – Avery Worksaver Tab Inserts 11136 - continued
· Click “SELECT ALL”

· Then format your labels (the following is suggested for formatting)

· 12 point font (sometimes you will have to adjust the font to fit)

· Centered

· Bold

· All caps

· Arial font

· Only type in the 1st and 3rd column (see the instructions on the bottom of the page of the tab inserts)

1/3 cut tab inserts – Avery Worksaver Tab Inserts 11137
· Open Word

· Click “TOOLS”

· Click  “LETTERS AND MAILINGS” (this has a submenu click on it)

· Click  “ENVELOPES AND LABELS”

· A screen will appear on the top left hand side it will read Envelopes    Labels

· Click “LABELS”

· Click “OPTIONS”

· A screen will appear type scroll down & click on “HANGING FOLDER INSERTS 1/3”

· Click “OK”

· Click “NEW DOCUMENT”

· Click “EDIT”

· Click “SELECT ALL”

· Then format your labels (the following is suggested for formatting)

· 14 point font (sometimes you will have to adjust the font to fit)

· Centered

· Bold

· All caps

· Arial font

· 14. Only type in the left hand column (see the instructions on the bottom of the page of the tab inserts)
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