Winc" Laser/Inkjet/Copier Labels

winc.

Instructions for formatting your Winc™Labels with Microsoft®Word

1. ForWord"2016, 2013, 2010 or 2007, open a document, go to ‘Mailings’ tab & then ‘Labels’

3. Select the ‘Label’ tab (Not applicable for Word 2016 & 2013)

4. Click the ‘Options’ button

5.In the Label Options box, click on ‘New Label’ and use the dimensions below to set up your label.
6. In future the label will be stored under ‘Other/Custom’ in the label Vendors List

T Click ‘New Document; a table will appear on screen that represents labels

(Note: If the gridlines do not appear, go to ‘Layout’ tab, ‘Show Gridlines’)

8.Type your information in each cell

Mail Merge in Word®

1 ForWord 2016, 2013, 2010 or 2007, open a document, go to ‘Mailings’ tab

2.Select ‘Label options; click on ‘New Label’ and use the dimensions below to set up your label. Then click ‘OK’
3. Select ‘Next: Select recipients’ & then ‘Browse’

4. Double-click your Excel address list, and then select ‘OK’

5. Select ‘Next: Arrange your labels’

6. Choose Address block, select ‘OK; and then select ‘Update all labels’

T Select ‘ Next: Preview your labels’, and then ‘Next: Complete the merge’

8. Select ‘Print’ & ‘OK’, choose a printer, and then select ‘OK’

Dimensions for Label Set Up (in centimeters)

DIMENSIONS | | — || 2 [ BEE=

e | 14 -8 14 16 20 24 30 33|

SETUP T - | e e ) e | =
RE-ORDER CODE 49700002 | 25093545 | 49700004 | 49700006 | 49700008 | 25097662 | 49700012 | 25090514 | 49700014

MARGINS (MM)

TOP - - - 1.508 1243 2143 044 2143 1.093

SIDE - - - 0.55 0.39 05 - 043

LABEL SIZE (MM)

LABEL HEIGHT 29.68 14.84 742 381 34 2.54 3.6 254 25

LABEL WIDTH 21 10.5 105 9.8 9.91 9.8 7 6.45 7

PITCH (MM)

VERTICAL PITCH 29.68 14.84 742 3.81 34 2.54 3.6 254 25

HORIZONTAL PITCH 21 10.5 105 101 10.3 10.2 7 6.85 7

LABEL QUANTITY

NUMBER ACROSS 1 2 2 2 2 2 3 3 3

NUMBER DOWN 1 2 4 7 8 10 8 10 1

TOTAL PER PAGE 1 4 8 14 16 20 24 30 33

PAGE SIZE A4 A4 A4 A4 A4 A4 A4 A4 A4

PAGE WIDTH 21 21 21 21 21 21 21 21 21

PAGE HEIGHT 29.7 297 29.7 297 29.7 29.7 29.7 29.7 297




