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                                                  How to Create an Envelope in Word 1997-2003 
                                                    and Attach an Envelope to a Word Document 

 

Free Avery Wizard

Make printing Avery 

labels easier Download 

the free software now  
www.avery.co.uk

Excel - Mail&Email 
Merge

Learn how to integrate 

with MS Word for Mail & 

Email Merges plus more!  
www.objectiveit.com

Envelope Over-Printing 
DL
1000 DL £60, 2000 DL 

£90 printed 1 colour on 

90gm white  
TradePrintingUK.com

Access Excel Mail 
Merge

MS Access based 

Document solution Also 

supports Word, PDF and 

Email  
www.4tops.com/mail_merge_software

Imaging for Great Plains

KwikTag Document 

Imaging Software for 

Microsoft Dynamics GP  
www.ImageTag.com

 
1. Open or create the Document you wish to add an envelope to in MS Word  

or open MS Word to create a single envelope.  

 

 
2. Click on the Tools menu - Letters and Mailings - 
Envelopes   and Labels. 

 

 
3. The Envelope and Labels dialog box 
opens. 
 
4. Click on Options. 
 
5. Options open as below. 
 
6. On the Envelope Options tab - 
Select the font for the delivery and 
return addresses and your envelope 
size from the drop down menu. 
 
7. On the Printing Options tab select 
the printing feed options. 
 
8. Fill in the delivery and return 
address (if required).  
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The IT Buddy Shop  

 
Office 2008 for Mac, 
Home and Student 
Edition 
Microsoft 
New £77.62 
Best £72.48 

Driving Test Success 
ALL Tests 2008/09 
Edition 
Focus Multimedia L... 
New £5.42 
Best £4.18 

Microsoft Office 2007 
Home and Student 
Edition 
Microsoft 
New £49.60 
Best £43.00 

Norton Internet Security 
2009 - 1 User 3 
Computers 
Norton from Symant... 
New £21.47 
Best £19.80 

Microsoft Office 2007 
Home and Student 
Edition for Bun... 
Microsoft 
New £99.99 
Best £52.99 

Privacy Information 

    

     

 

9. To add the envelope to the current document or to 
save the envelope (with a blank document) Click "Add 
to Document" in the Envelopes and Labels dialog box. 

10. To print the envelope - click Print in the Envelopes 
and Labels dialog box. 
 
* It's helpful to be familiar with your printers feed to 
succesfully print envelopes!. 

 
Printing after Addng to a Document. 

To print the envelope - select Print from the FIle menu 
and enter "0" in the pages box (right). 
To print the document only - enter "1". 

 
The address can be amended after adding to a 

document. 
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