
Creating Labels with Clip Art or Pictures in Office 2007
Selecting the Label Format

1. Select the Mailings tab, Labels
2. Select Labels tab

3. Select Options and select label desired.

4. Click on New Document
Creating the Drawing Canvas

5. Select Insert tab

6. Select Shapes | New Drawing Canvas (at bottom)

7. Canvas will appear in label.

8. Increase or decrease size of the canvas to fit the label.

Creating the Picture

9. Insert a picture
Insert | Picture
Select a picture 
Double Click

10. Size the picture as needed and place where wanted in the canvas.
Creating the Text

11. Create a text box
12. Select Insert | Text Box
13. At bottom, select Draw Text Box
14. Create the text box next to the picture. Size as needed.
15. Select Shape Fill | no fill
16. Select Shape Outline | no outline.
17. Decrease the font size as needed and key needed information.

Grouping the Two Objects
18. Select both objects
Select one
Shift + Click the other
They should both be selected
Select 

19. Format tab for Text Box Tools should already be displayed. If not, click on Text Box Tools. Select Group and then Group. 
20. Drag grouped objects off drawing canvas to another label. 
21. Delete Drawing Canvas

Creating AutoText Entry
22. Make sure object is selected

23. Key Alt + F3
24. Enter name for item.

25. Click OK
26. Clear screen of label document

Creating the Final Labels

27. Key Ctrl/N to create new document

28. Select Mailings |  Labels
29. Select Labels tab

30. Select Options
31. Choose label size

32. Click on OK
33. In label box, key label name (Building Block Name)

34. Key F3

35. Nothing will appear..

36. Select New Document
Labels are done! Just print!
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