Para Espanol, vea pdginas 3-4.
Pour le fran¢ais, consulter les pages 5-6.
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INSERT CARDS uline.com

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 fab. -

(See Figure 1)

Figure 1
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Page Layout Referenced Review View Dy

Prieit Label

alect _ " Bkl il SR A S s s g & Dl page of the same skl OrlinesLabely com, OL112%5 - WHE ...
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Before printng, insert bels In your printer's manual feeder. K

2. Click the LABELS button. (See Figure 2) [ ][ wowipame | [ cosore.. ] [Ezoomoncropome.. |

L=

Figure 2

T 1 I [T 5 E 7 [ ——
T e T e [N 4. Under LABEL INFORMATION, use the drop down
menu fo select MICROSOFT. (See Figure 4)

Home

Art Mail  Select Edit Highlight A Figure 4
Merge * Recipients * Recipient List erge Fields H
Create Start Mail Merge Printer information

() Continuous-feed printers

£l

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

Label information

Label vendors: | Microsoft Ii

Find updates on Office.com

Product number: Label information

Al Tuce: Latbar

PAGE 1 OF 6 0421 1S-7701



INSTRUCTIONS CONTINUED

CREATING LABELS CONTINUED 3. Click the OK button.
5. Under PRODUCT NUMBER, select LETTER (PORTRAIT). 4. Click OKin the LABEL OPTIONS menu.
- (SeeFigure 3) 5. Click NEW DOCUMENT in the ENVELOPES & LABELS
Figure 5 menu. (See Figure 8)
Label vendors: | Microsoft IZ| Figure 8
Find updates on Office.com
Product number: Label information ‘
Letter [ﬂl:angscapeg - Type: Letter
Letter (Landscape Eopl =
LE'tlier[Pltlnrt[ialt}lr K - :j;g;t ;.15' Before printing, insert labels in your printer's manual feeder.
msg:g t:gs: = i i Print | [ Mew Document ] [ Options... ] E
6. Click the NEW LABEL button. (See Figure 6)
Figure 6 TYPE
Ancupdetss en Offe.cam _ _ Format and add text as you desire.
Product number: Label information
d o :
Leter {ondscape Ll PRINT
Letter (Portrait) T &
ettt Gortait [l "::dg“;ize i 1. Place Insert Cards in the printer paper tray and
ot = e select PRINT.
| Detais... | [Mewiabel. | ] (=~ NOTE: The perforated 'T" on the label sheet
denotes the top of the page.
SETTING MARGINS TO USE THIS TEMPLATE AT ANOTHER TIME
1. Enter the following settings: 1. On the toolbar tibbon, click the MAILINGS tab.
Top margin: 1.02" < Label height: 3" < 2 Click the LABELS button
Side margin: 0.25" = Label width: e = '
Vertical pitch: 3" 2 Numberacross: |2 = 3. On the LABELS tab, click the OPTIONS button.
LRI o e K - 4. Under LABEL INFORMATION, use the drop down
Fage size: Letter (8 ¥2x 11in) E| menu to select OTHER/CUSTOM. (See Figure 9)
Page width: 8.5" .| Page Height: 1’ : Figure 9
@ Page printers Tray: Default tray { Automatically Select) E
(=~ NOTE: Enter the value for Number Across first. e
dbel Infarmagon
2. In the LABEL NAME box, enter a name for your e =l =]
template (i.e. Uline item # S-12552). (See Figure 7) Find updates on Office.com
Figure 7 Product number: Label information
: \_Ll_E.ttE_l' [P\ortrait} K b Type: Custom |a
verncal pitch L Height |5-12332 Height: 0.88"
l 7 9 Width: 3

Mumber across—————————————

5. Inthe PRODUCT NUMBER listing, select your saved
‘ template. (See Figure 9)

o= fis el 6. Click the OKbutton.
Top margin: 1.08 = Label height: . .
7. Click NEW DOCUMENT in the ENVELOPES & LABELS
| Side marnin: 175 = | ahel width: menu.

ULINE

1-800-295-5510
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TARJ ETAS, DE uline.mx
INSERCION

INSTRUCCIONES

CONFlGURACléN EN MICROSOFT WORD 3. Enla pestana de ETIQUETAS (Labels), haga clic en

2010 (USU ARIOS DE PC] el botdbn OPCIONES (Options). (Vea Diagrama 3)
CREACION DE ETIQUETAS Diagram 3
1. Enla barra de menu de herramientas, haga clic en e :
la pestana de CORRESPONDENCIA (Mailings). Erweispes | b=
(Vea Diagrama 1) address: K Use peturn address
I
Diagram 1

Docurmen
Page Layout Referenced Review View Dy
Pririt Lol

%g ; : @ Cull page of the same Label Orinelabels. com, 01125 - ¥HE L.,

i ' Highlight | Didiliecs Gresting lustit Meige Eaie Labed Vide Casilte - 10 Per Sheel

pients = Recipient List . Elo Line eld

Mail Merge Write & Insert Fields

T R . 1 T O e
= T T -
Before primtng, rsert labels i your priraer's manusl feeder. ‘
. , [ e Mew Dooument | Crtons... | | E Properties...
2. Haga clic en el botén ETIQUETAS (Labels). - — -
(Vea Diagrama 2) | cancel
Diagram 2 < i
4. En INFORMACION DE ETIQUETAS (Label Information),
T =0 L I U G o5 7 [ — - , .
h Home T salin utilice el menu desplegable para seleccionar
MICROSOFT. (Vea Diagrama 4)
/ . Diagram 4
Enveldwgs Labels art Mail Select E Highlight
Merge ~ Recipients = Recipient List : Printer information
Create Start Mail Merge = : :
— () Continuous-feed printers

El A e 5 — @ Page printers Tray: Default tray { Automatically Select) E
=] Label information

Label vendors: | Microsoft I%

Find updates on Office.com
Product number: Label information

cane! IES Lotio,
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CONTINUACION DE INSTRUCCIONES

CONTINUACION DE CREACION DE ETIQUETAS

5. En NUMERO DE PRODUCTO (Product Number), seleccione
CARITA (VERTICAL) [Letter (Poriraif)]. (Vea Diagrama 5)

Diagram 5

Label vendors: | Microsoft E

Find updates on Office.com

Product number: Label information K

Letter &angscapeg -~ Type: Letter
Letter {Landscape Height: =

? ght: 11
Lette trait {
L‘.E ci;'r:"ﬁc.z'l; ':"!' ')r | Width: 8.5"
Media Label | Pagesize: 8.5 x 11"
Media Label g

6. Haga clic en el boton NUEVA ETIQUETA (New Label).
(Vea Diagrama 6)

Diagram 6

Find updates on Office.com

Product number: Label information
Letter [Ul:angscapeg o~ Type: Letter
Letter {Landscape HisinhE -

7 ght: 11
Lette trait]
L'_-P:: x'i-:r:"ﬁ?rf ':"!- -}r g | Width: 8.5"
Media Label Page size: &8.5" = 117
Media Label BT

l Details. .. | |ﬂewLabe|... | [ [:

AJUSTE DE LOS MARGENES
1. Ingrese la siguiente configuracion:

Top margin: 102" $ Label height: 3 $
Side margin: 0.25" z Label width: 4" z
Vertical pitch: 3" = Mumber across: 2 =
Horizontal pitch: 4" = Mumber down: 3 =
Page size: Letter (8 ¥2x 11in) IZI
Page width: 8.5" Page Height: 11" :

NOTA: Ingrese el valor del Numero Horizontal
primero.

2. Enla caja de NOMBRE DE ETIQUETA (Label Name),
ingrese el nombre de su plantilla (e]. Uline articulo #
$-12552). (Vea Diagrama 7)

Diagram 7
veracal pirch l- o
I ; HEI?ht !

Mumber across

4

3. Haga clic en el botdbn ACEPTAR (OK).

4. Haga clic en ACEPTAR (OK) en el menu de
OPCIONES DE ETIQUETA (Options).

5. Haga clic en NUEVO DOCUMENTO (New Document)
en el menU de SOBRES Y ETIQUETAS. (Vea Diagrama 8)

Diagram 8

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

(] (54

Print |[ Mew Document l

X

INGRESO DE TEXTO
Formatee y agregue texto como desee.

IMPRESION

1. Coloqgue las Tarjetas de Insercién en la bandeja de
papel de la impresora y seleccione IMPRIMIR (Prin{).

NOTA: La "T" perforada en la hoja de etiquetas
indica la parte superior de la pdagina.

PARA UTILIZAR ESTA PLANTILLA EN OTRA OCASION

1. Enla barra de menu de herramientas, haga clic en
la pestana de CORRESPONDENCIA (Mailings).

2. Haga clic en el botdn ETIQUETAS (Labels).

3. Enla pestana de ETIQUETAS (Labels), haga clic en
el botén OPCIONES.

4. En INFORMACION DE ETIQUETAS (Label Information),

utilice el menu desplegable para seleccionar OTRAS/
PERSONALIZADAS (Other/Custom). (Vea Diagrama 9)

Diagram 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

=L|::_th$r [F:ortait} ‘ __ Type: Custom I3

15-12552 = Height: 0.88"
Width: I

5. Enla lista de NUMERO DE PRODUCTO (Product Number),

seleccione su plantilla guardada. (Vea Diagrama 9)

6. Haga clic en el botén ACEPTAR (OK).

Haga clic en NUEVO DOCUMENTO (New Document)
en el menu de SOBRES Y ETIQUETAS.

ULINE

800-295-5510

Label name: 5-12552
Top margin: 1.06 = Label height:
| Side marnin: 129 | ahel width:
PAGE 4 OF 6

uline.mx
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FE!."LLES uline.ca
D'ETIQUETTES

INSTRUCTIONS

CONFIGURATION SUR MICROSOFT WORD 3. Alonglet ETIQUETTES, cliquez sur le bouton OPTIONS,

2010 (UTILISATEURS DE PC) (Voir Figure 3)

CREATION D'ETIQUETTES fwes

1. Dans la barre d'outils, cliquez sur l'onglet e : 1
PUBLIPOSTAGE. (Voir Figure 1) Erwvelopes LMK

Figure 1 |'

Documen
Page Layout Referenced Review View Dy
\;3% : J_ e Ll
bl il e | e e T @ Bl page of the eane kel Orfire abels.com, OL1135 - VM5 C_..
pients = Re ient List e Finis Ikl e L Eelde g libd o N B Tt
Mail Merge Write & Insert Fields -
1'2 | N
= T T :
Before primtng, rsert labels i your priraer's manusl feeder. ‘
2. Cliquez sur le bouton ETIQUETTES. (Voir Figure 2) i P Smieewtyl  JSSEe| | CroemPrpuil
| cancel
Figure 2
T = U Ly U G 0 v T | . P .
h 4. Dans la section DESCRIPTION, sélectionnez
Home Insert Page Layout References Mailin

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

EnveldRgs Labels art Mail Select Edit Highlight

Figure 4
Merge ~ Recipients = Recipient List
Create Start Mail Merge Printer information
E O =, R 3 | (") Continuous-feed printers
=)
@ Page printers Tray: |Default tray { Automatically Select) E
R

Label information

Label vendors: | Microsoft I%

Find updates on Office.com

Product number: Label information

cane! L =

Lotdo,
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INSTRUCTIONS SUITE

CREATION D'ETIQUETTES SUITE

5. Choisissez LETTRE (PORTRAIT) dans la section
NUMERO DE REFERENCE. (Voir Figure 5)

Figure 5

Label vendors: | Microsoft E

Find updates on Office.com

Product number: Label information

Letter (Landscape) -~ Type: Letter
Letter {Landscape) Height: 11"

Letter (Portrait { ;

et [Foreat) | wdt: 8.5
Media Label i Page size: 8.5 = 117
Media Label g

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

Find updates on Office.com
Product number: Label information

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

z ght: 11
Lette trait]
o R || width: 8.5
Media Label |  Pagesize: 8.5"x= 11"
Media Label o

[ Details... | |ﬂewLabeI... | [ [:
REGLAGE DES MARGES

1. Saisissez les réglages suivants :

Top margin: 1.02" = Label height: 3 =
Side margin: 0.25" 2| Label width: 4 $
Vertical pitch: 3" z Mumber across: 2 z
Horizontal pitch: 4" = Mumber down: 3 =

Page size: Letter (8 ¥2x 11in)

|[E]

Page width: 8.5 Page Height: 11"

((=— REMARQUE : Saisissez en premier la valeur du
Nbre d'étiquettes (horiz.).

2. Dans la boite REFERENCE DE LETIQUETTE, saisissez
un nom pour votre modele d'étiquettes (p. ex. N°
d'article Uline $-12552). (Voir Figure 7)

Figure 7
Veracal pitcn 5
| IL HEI?ht L

Mumber across

4

Cliguez sur le bouton OK.

4. Cliquez sur OKdans le menu OPTIONS POUR LES
ETIQUETTES.

5. Cliquez sur NOUVEAU DOCUMENT dans le menu
ENVELOPPES ET ETIQUETTES. (Voir Figure 8)

Figure 8

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

=l

Print |[ New Document l

X

TAPER
Formatez et ajoutez du texte a votre guise.

IMPRESSION

1. Insérez les feuilles d'étiquettes dans le bac a papier
de l'imprimante et sélectionnez IMPRIMER.

REMARQUE : Le « T » perforé sur la feuille
d'étiquettes indique le haut de la page.

POUR UNE UTILISATION ULTERIEURE DU MODELE
Dans la barre d'outils, cliquez sur 'onglet PUBLIPOSTAGE.
Cliquez sur le bouton ETIQUETTES.

A l'onglet ETIQUETTES, cliquez sur le bouton OPTIONS.

Dans la section DESCRIPTION, sélectionnez
AUTRES/PERSONNALISEES dans la liste d’options du
menu déroulant. (Voir Figure 9)

pa—

o DN

Figure 9

@ Page printers Tray: Default tray { Automatically Select) E|
Label information
Label vendors: | Other/Custom IZ|

Find updates on Office.com

Product number: Label information

=L|::_th‘\1a_r [_F‘\ort'ait} ‘ b Type: Custom I3

el = Height:  0.88"
Width: 3"

5. Dans la liste NUMERO DE REFERENCE, sélectionnez
votre modele sauvegardé. (Voir Figure 9)

el c_17553 6. Cliquez sur le bouton OK.
Top wergin: 1.06 2l Label height: 7. Cliquez sur NOUVEAU DOCUMENT dans le menu
ENVELOPPES ET ETIQUETTES.
| Side marnin: 175 = | ahel width:
1-800-295-5510
PAGE 6 OF 6 uline.ca 0421 15-7701



