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

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.

| Tools | Table Window Help AdobePDF  Acrobat Comments

Spelling and Grammar...

Letters and Mailings

Macro
Customize...
Options...

&

F7
s | Mail Merge...
3 Show Mail Merge Toolbar
|=1 Envelopes and Labels... 'Y |
Letter Wizard... l'\t

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

Envelopes | Labels

Delivery address: m- —re—
Mr F Blogs -

Somewhere in the UK. (3 444 to Doaument
[T Add electronic postage:

Fieturn address: @~ [Fom

Mrs F Blogs ] [ree Feed
Elsewhere in the Uk. E E
Verify that an envelope 5 loaded before printing,

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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Envelope Options = Envelope Options
Printer:  HP Deskjet 9800 Printer Envelope gre:
Faed method Sze 10 (41/8x9 32m) v
Al gl e
O Facep @ Facedown Delvery address
— ] From |eft: Auto v
"] Clodowise rotation [L‘ From top:  Auto =
Retum address
Eeed from: —— Fromleft: Autn
Font... a
Automatically Select B From g [t B
Preview
WWord recommends feeding envelopes as shawn above.
If this method does not work for your printer, select the
correct feed methed.,
o J[ conca | (o ][ cona |
Print
9. To add the envelope to the current document or to Printer :
save the envelope (with a blank document) Click "Add Bame: | ®5 HP Deskjet
to Document” in the Envelopes and Labels dialog box. Status: Printing: 1 document
Type: HF Deskjet 3800 Prin
10. To print the envelope - click Print in the Envelopes Loz oL
. Commerit:
and Labels dialog box.
Page range
*It's helpful to be familiar with your printers feed to = 2 h
succesfully print envelopes!. ) Current page S
@ Pages: 0
Enter page numbers and/or page r

Printing after Addng to a Document.
To print the envelope - select Print from the Flle 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.

separated by commas. For examp
Print what: .Daa.mznt

Ppint: Al pages in range
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