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Create a Label  
Follow the steps below to create an Avery 5160 label in Word 

2007.  

1.  Go to the Mailings tab on the Ribbon (Fig 1, 1).  

2.  Click the Labels button (Fig 1, 2).  

3.  A dialog box will open.  

4.  Make sure the Labels tab is selected (Fig 2, 1).   

5.  Click the Options button on the bottom of the dialog box (Fig 2, 2).  
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6.  Next to the Label vendors drop down box, select Avery US Letter (Fig 3, 1).  

7.  Scroll through the Product number list and select 5160  (Fig 3, 2 ).  Click OK  (Fig 3, 3).  

8.  Click the New Document  button at the bottom of the dialog box (Fig 4, 1).  
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9.  You should now see your labels (Fig 5). If the gridlines are not visible as shown, please see the 
next section, View the Gridlines.  

Figure 5  

 

View the Gridlines  
1.  You will notice on the far right side of the ribbon there are now two new tabs under Table 

Tools  (Fig 1, 1) called Design and Layout. Click the Layout  tab (Fig 1, 2).   

2.  Click the View Gridlines  button (Fig 2, 1) to view the gridlines or click it again to hide them.  
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Center the Text  

1.  Select the entire table by clicking the Layout  tab (Fig 1, 1) under Table Tools.  

 

2.  Click the Select button (Fig 2, 1) then click Select Table (Fig 2, 2).  

4.  Now you should see blue areas indicating the text will be vertically and horizontally centered  
(Fig 4).  
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3.  On the Layout  tab (Fig 3, 1) under the 
Alignment group select the middle Align 
Center  icon (Fig 3, 2). This will center 
the text vertically and horizontally. You 

can also select other options in this 
grouping for various alignment options.  
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Set Default Spacing  
If your labels still seem off somehow, make sure your paragraph spacing is defaulted properly.   

1.  Click the Home  tab on the Ribbon (Fig 1, 1).  

2.  Click the side way arrow  next to the grouping name Paragraph (Fig 2, 1).  
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Figure 3  3.  A dialog box will open. By default in 2007  
Spacing is set to After: 10 pt (Fig 3, 1).  

4.  Line Spacing: Multiple (Fig 3, 2).  

5.  At: 1.15 (Fig 3, 3).  
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