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Printing Tips for Index Label





*turn on the gridlines if the gridlines did not appear. (On the Table menu, click Show Gridlines.) Please zoom to 100% in-order to view the background properly.





*Steps to change the cell colour of the table in MS word; Do a right mouse click, select  Borders and Shading..., go to the Shading tag, chose a Fill colour and apply to cell. 





*Remove the cell colour to view the label’s outline.


 


*Print on a A5 plain paper to check the alinement before printing on the index label.








