Designing Customised Label Form

1. Select Display, Design Form

2. Open a New Label Form to use as a basis for the custom label form.

3. I normally choose Avery 5163 - OK

4. Choose Report Option>SetUp Page

5. In the SetUp Page dialog box, change the dimensions to correspond with your label format, then click OK.

	Definition of terms
	

	Page Width and Page Height
	The dimensions of the label

	Left Margin
	Distance from the left edge of the page to the left of the first label

	Top Margin
	Distance from the top edge of the top edge of the first label

	Page Orientation
	Placement of the labels relative to the page. Portrait is the vertical page orientation that prints across the narrower dimension of a rectangular sheet of paper.  Landscape id a horizontal page orientation that prints sideways

	Label Width
	The horizontal distance from the left edge of the first label to he left edge of the next label.

	Label height
	The vertical distance from the top edge of the first label to the top edge if the next label.

	Number Across
	Number of labels that appear across the page

	Number Down
	Number if labels that appear down the page


6. Add one or more boxes and define and format the box content.

7. Choose Form Operations>Save Form As.  Type a form Name and a description that corresponds to your custom label.
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Preview and then print the labels.  You will be asked to specify the starting label, meaning you can print on partially used label sheets, when applicable.

	Label Information for Avery L7163

	Page height
	11.69

	Page width
	8.27

	Number across
	2

	Number down
	7

	Label width
	4.00

	Label height
	1.50

	Top margin
	0.63

	Left Margin
	0.18

	Orientation
	portrait


