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I. Build an address template in Excel
FirstName
LastName
Street
Street2
City
State
PostalCode

II. Format Cell
Postal Code

III. Freezing Cell (Freeze Title Row)

1. Select whole row by
selecting by clicking on
rows H at top
2. Select Format from
bar menu
3. Then Cell and for
Format Cells form will
appear
4. Number Tab should
selected
5. Click on Category -
Special
6. Click on Type Zip
Code + 4

1. Click row below title
row 2

2. Select Window from
Bar Menu

3. Select Freeze Pane to
freeze row 1
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III. Page Setup
A. Page Tab

B. Margin Tab

1. Select File from Bar
Menu

2. Select Page Setup
3. Page Setup Form

will appear
4. Change Orientation

to Landscape
5. Then Click OK

Button

You can reduce the left
and right margins to
.25”
Then Click OK Button
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C. Sheet Tab

IV. Set Print Area

1.Check Gridlines
to have lines
appear on
Worksheet when
printed
2. Then Click OK
Button

1. Select Area of
Work Sheet to be
printed
2. Select File on Bar
Menu
3. Click Set Print Area
4. Select File on Bar
Menu
5. Click on Print to
Print Worksheet
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Printing Labels in Word
On the Tools menu, point to Letters and Mailings, and then click Mail Merge Wizard
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What type of document are working on?
Check Labels
Go to step 2
Click Next: Starting Document.
Click Label Options to check type of label
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Go to step 3
Click Next Select Receipts
Click Select a Different List
Click on Data Source and Click OK
Click OK to

Go to Step 3
Click Next: Arrange Your Labels
Click Address Block
Match list if necessary
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