
Unit 4 Instructional Lessons 

LESSON ONE  

 

Printing a single envelope  
 

How can I print just one envelope?  

 

This was the Number One question submitted by the individuals surveyed for this course relative 

to mailings. To do so, follow these simple steps:  

 

1. Click the Mailings tab.  

2. Click Envelopes on the left side of the menu.  

3. When the Envelopes and Labels dialog box opens, click the Envelopes tab.  

4. Type an address in the Delivery address box, if necessary.  

5. Click in the Return address box and type an address, if desired.  

6. Click Print.  

7. If you have supplied a return address, a dialog box opens asking if you wish to save that 

address as a default.  

8. Click Yes or No, as desired.  

9. Word prints the envelope.  

 

LESSON TWO  

Creating a blank page of address labels for typing address label information  
 

1. Click the Mailings tab.  

2. Click Labels.  

3. When the Envelopes and Labels dialog box appears, click the Options button near the 

bottom of the box.  

4. In the Label Options dialog box, provide your printer information.  

5. For Label information, click the down arrow on the right side of the Label products box.  

6. In the Product number list, click the product number of your labels.  

7. Click OK.  

8. Click New Document in the Envelopes and Labels dialog box, and a blank document is 

displayed for label information.  

9. Click the Layout tab on the Ribbon.  

10. Click View Gridlines.  

11. Type the information for the first label.  

12. Press the TAB key to move from label to label.  

13. Repeat Steps 11 and 12 for each label you want to print.  

14. Click the Office Button.  

15. Click Print.  



LESSON THREE  

Printing a single label  
 

1. Click the Mailings tab.  

2. Click Labels.  

3. Type the information for the label in the Address box.  

4. If necessary, change the label type as indicated in Lesson Two.  

5. In the Envelope and Labels dialog box, click the Single label option on the left side of the 

box.  

6. In the Row and Column boxes, type the row and column of the label you want to use on 

the label sheet.  

7. Click Print.  

 


