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Directions:

1. Load your printer with a sheet of Avery standard 5160 address labels.

2. Select the picture above.

3. Go to Tools( Envelopes and Labels… (You may first have to save this file to your computer or copy and paste to a Word document on your computer).

4. A dialogue box comes up.  Make sure that the label type selected (shown in the lower right corner of the dialogue box) is Avery standard, 5160 Address.  If this is not the case, go to Options…  Under Label products: select Avery standard.  Under Product number: select 5160 – Address.  If necessary, you can select the printer tray here, too.  Click OK.

5. Make sure that in the Print box (lower left corner of the dialogue box), you have Full page of the same label selected.

6. If you’d like to save a document that you can print out on address labels in the future, click New Document.  If you’d just like to print out a sheet now, click Print.

