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Labels-Direct Templates

Step 1: Gridlines

If you cant see the label layout you need to enable gridlines:

Word 1997-2003: Table Menu > Show Gridlines
Word 2007: Table Tools Menu > Design tab > Borders & Shading > Show Gridlines
Word 2010: Table Tools Menu > Layout tab > View Gridlines

Tip: In Word 2007 & 2010 Table Tools Menu only displays once you have clicked the table.

Step 2: Design

Create a design in each cell with your own text or images. If you want a sheet
of the same labels create your design in the top left hand cell and duplicate it.
Tip: Do not print to the very edge of the label. It is normal for laser printers to vary

+/- 1-2mm. Alternativley, bleed off the borders.

Step 3: Troubleshooting
First print onto plain white paper and hold up to the light against the labels to
check that your design is aligned. Printers have an accuracy rate of +/- Tmm
you may need to adjust the template to achieve the best alignment.
Tip: Still stuck? Call us on 0845 450 1580 (Local Call Cost)

Step 4: Printing

For self adhesive labels you must:
1. Ensure that your printer settings are set to a page layout of A4 Portrait.
2. Use the media bypass slot; usually located above the main paper tray.

3. Set your printer to print labels.
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Please see the next page for your template.
This template has been tried & tested for accuracy. for further help or
assistance please contact us via the details provided below. We
reccomend printing this guide out for future use.
\ 0845 450 1580 | sales@labels-direct.co.uk | www.labels-direct.co.uk y
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