PRINTING A4 LABELS  –  PROBLEM BUSTING!!!

1) Most Common: Printer Set-up

In Word

· File

· Print

· Properties

· Paper Size – MUST BE A4 (210X297mm)

      MUST BE PORTRAIT

NB: Occasionally certain labels e.g. BUTT CUT might need printable area to be on 

        maximum –this stops the last few lines being deleted.

2) Envelopes & Labels Paper Size

In Word

· Tools

· Envelopes & Labels

· Options

· Details

· Page Size – MUST BE A4 (21 X 29.7cm)

3) Measurement Units

In Word

· Tools

· Options

· General

· Measurement Units – MUST BE CENTIMETERS

4) Measurement Systems

With Word closed:

· Go to Start

· Control Panel

· Regional Settings

· Number

· Measurement Systems – MUST BE METRIC
Please restart your computer
