Making Business Cards
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1- Open Microsoft Word (either the icon  on the desktop or go to START- PROGRAMS- MICROSOFT OFFICE- MICROSOFT WORD). 

2-  Go to TOOLS on the top toolbar- then to LETTER AND MAILINGS- then  to ENVELOPES AND LABELS.
3- Click the LABEL tab on top and type your information in the box. (Name, address, etc). Click on OPTIONS and find the number and type of the Cards you bought at the store (in this case “Avery 8371). This number can be found on the package of the cards you bought to print this on. They can be purchased at Staples, Office Depot, or any business supply store. Click OK
4- Click NEW DOCUMENT. Type the info that you want to appear on the cards. (Ex. Your name, address, phone, email, slogan, etc)
5- Edit your cards. HIGHLIGHT the text, CENTER ALIGN, change font (FORMAT, FONT), color, size, etc. To do this, go to FORMAT on the top toolbar (make sure you leave the text highlighted), then FONT. Here you will find the list of Fonts, etc to make these changes. Click OK.
6- Save your work (FILE on the top toolbar, SAVE AS, name the file).
7- Go to PRINT PREVIEW to see what your finished work will look like (FILE on the top toolbar, then PRINT PREVIEW). Click CLOSE on the top to close the preview. Then click PRINT in the same menu (FILE on the top toolbar) to Print. Select the number of copies and click OK. That’s it!
