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Avery® Blank Templates for Microsoft Word
Frequently Asked Questions

General Information Questions

Q: What are Avery blank templates for Microsoft Word?

A: Most Avery products are supported in the current versions of Microsoft Word and many popular
creative software programs. For new products and those products that are not included in Microsoft
Word or other programs, Avery has created blank templates for Microsoft Word 97 for Windows® and
later versions. This will enable you to easily create and design a wider variety of Avery products.

Q. Where are Avery blank templates for Microsoft Word located? How do | receive them?

A: Avery blank templates have been created for Microsoft Word 97 for Windows and later versions. To
quickly locate and download these templates from the Avery Web site, go to our Blank Template Library
at: avery.com/library.

Q: | can't see the template layout when | open the file in Microsoft Word. How can | view the template
layout?

A. All templates are created using the table feature of Microsoft Word. If the table gridlines are not
visible when you open the file, select Table > View Gridlines from the Word menu.

Q: How do | insert a photo in my Avery blank template for Microsoft Word?

A: To insert a photo in an Avery blank template for Microsoft Word, place the cursor in the cell. Select
Insert > Picture > From File. Locate your photo and click Insert. Before making any adjustments, click
the photo, select Format > Picture and follow these instructions for your version of Microsoft Word:
Word 2002/XP and 2000: Click the Layout tab. Under Wrapping Style, select In front of text. Under
Horizontal Alignment, select Other. (Word 2002/XP only: Click the Advanced button. Click the Picture
Position tab. Under Options click the check box for Allow overlap. Click OK.) Click OK.

Word 97: Click the Position tab. Check Float over text only and uncheck all others. Click the Wrapping
tab and select None. Click OK.

These settings allow you to easily resize, move and copy the photo as desired. To resize and maintain
proportions, click and drag a corner handle of the frame. To move, click and drag the photo or use the
arrow keys.

Q: What is the Avery Template Tab?

A: The Avery Template Tab offers features or tasks that are customized to help you with the specific

Avery project you are working on. Depending on the template that is selected you will be able to

choose from these options:

1. Theme — Allows you to change the overall design of the entire document, including colors, fonts,
and effects. In addition to selecting a different theme, you can do the following:
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e Resetto Theme from Template — Resets the template to the original template theme if any
changes have been made.
e More Themes on Microsoft Office Online — Provides other theme options from Microsoft®.
e Browse for Themes — Opens previously saved template themes.
e Save Current Theme — Saves changes made to a template theme which can be used again.
2. Alignment — Aligns the text within the template to different positions within the label or card.
3. Sheets — Adds a new page with the same template information as page 1.
4. Pictures — Makes it easier to work with the pictures in your project.
Change All Pictures — Replaces all the pictures in your project at once.
Resize All Pictures — Resizes all the pictures in your project at once.
Change Selected Pictures — Changes only the selected pictures in your project at once.
Remove All Pictures — Removes all the pictures in your project at once.
5. Addresses — Allows you to enter mailing address information in your project.
e Same Address — Allows you to enter the same address information on each label/card without
having to re-type it.
o Different Addresses — Shows an address placeholder so you can type a different address on
each label/card.
e Left Align — Aligns all addresses to the left.
e Center — Centers all addresses horizontally.
¢ Right Align — Aligns all addresses to the right.
6. Return Addresses — Allows you to enter return address information in your project.
e Same Return Address — Allows you to enter the same return address information on each
label/card without having to re-type it.
o Different Return Addresses — Shows a return address placeholder so you can type a different
return address on each label/card.
o Left Align — Aligns all return addresses to the left.
e Center — Centers all return addresses horizontally.
e Right Align — Aligns all return addresses to the right.
7. Ship to Addresses — Allows you to enter shipping address information in your project.
e Same Ship to Address — Allows you to enter the same shipping address information on each
label/card without having to re-type it.
e Different Ship to Addresses — Shows a shipping address placeholder so you can type a
different return address on each label/card.
e Left Align — Aligns all shipping addresses to the left.
e Center — Centers all shipping addresses horizontally.
¢ Right Align — Aligns all shipping addresses to the right.
8. Business Cards — Allows you to create business card projects.
e All Cards the Same — Allows you to enter the same business card information on each card
without having to re-type it.
e Each Card Different — Shows placeholders so you can type different information on each
business card.
e Left Align — Aligns all text on the business cards to the left.
e Center — Centers all text on the business cards horizontally.
Right Align — Aligns all text on the business cards to the right.
9. More from Avery — You have the following options when you select this feature:
Visit Avery.com — Visit the Avery web site.
More Templates — Find more templates you can use with Microsoft® Office Word 2007.
About This Template — Open a web page with legal information about this template.
Template Help — Open a web page with help on using this template.
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Q: | can see the Avery Template Tab but the buttons are disabled. What is wrong?

A: If you have not selected to trust macro content from Avery Dennison, Word will either pop up a
warning dialog box, or display a security warning message which will appear between the Ribbon and
the ruler. Until you enable macros for the template, you will not be able to use the template and its
features.

Click the Options button of the Security Warning Macros have been disabled message. Select Enable
this content. Click OK.

If you need further assistance, please call Avery Dennison UK
Consumer Helpline on 0800 80 50 20

Avery and Avery codes are trademarks of Avery Dennison Corporation. All other brands are the trademarks of their
respective companies.
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