How To Make Piggyback Labels in MS Word
Template Building

Making your own custom piggyback template in MS word can be done using this “how to” document
and the set-up sheet provided with your order (see image below).

Here is how to make a 3.0" x 4.0" piggyback label template with sub labels and gaps between the
master labels in MS Word: To begin: You will need the Rippedsheets.com Set-up sheet that was

included in your label order.
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Shape Rect
Corners Square
[Gaps AC 0.120
Gaps AR 0.120 -
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Phone: 888.791.8580

Fax.  800-283-9555

Emait: sales02@rippedshasts com
ip:fiwww fippedsheets com

Envelopes and x|
Erwelopes | Labels |
Address: (L - [ Usereturn address print |
= Mew Document
e Open MS Word 3 -
e Ontop Menu Bar, go to Tools> s
age ad E-postage Properties...
Letters and Mailings>Envelopes I ey gt coe S .
Prnt———————————————— 3 X
and Labels... & Eull page of the same lsbel | ooy iformation
¢ Single label € Dok matrix
° Then Select Labe|S>Opti0nS...> Row: |1 3‘ Column: L:'Iga:araridink]et Tray: [Default tray { Automatically Sl
NeW LabeI--- T —— T DN Preview
. . . . Product number: Side maragins
e At this point we will ignore the 06 - Coton comagn b frrorrfa i
42 - Customn
Master Labels, and focus on the "
5S4t - Custom
sub labels and gaps. IT—‘
e Under New Custom Label enter your et | [towisbol | s —timbersrose—
Label Name (where cursor is blinking), sl
Top margin: 1,438 E‘ Label height: .5 E‘
Tab down to fill in the boxes beginning R v (R |
H H . Vertical pitch: m Number across: [ =4
Wlth the rlght Column Horzontalpiich: [ =] Wumberdown:  [i7 =]
Page sizs: ILetter (8tx11in) =l
ol

Label Height: 0.50" - corresponds to the Sublabel
Dimensions AR - on the set-up sheet Line 14
Label Width: 1.0" - corresponds to the Sublabel
Dimensions AC -on the set-up sheet Line 14
Number Across: 7. This corresponds to the
Sublabel Count (ac) on the set-up sheet Line 14.

However, we are designing all the sub

labels at

once plus the gaps. The number 7 comes from a
3ac sublabel + 1 gap + another 3ac sublabel.
Number Down: 17. This corresponds to the
Sublabel Count (ar) on the set-up sheet Line 14
(Again, we are designing all the sublabels at once

plus the gaps). The number 17 comes

from a 8ar

sublabel + 1 gap + another 8ar sublabel.

continue filling in dimensions in the left column.

(@]
points, not 3 decimal points)

At this point the Preview Diagram in MS Word will start looking like your label sheet. Now

Top Margin 1.44" - Line 11 on the set-up sheet. (Note: MS Word rounds to 2 decimal




Side/Left Margin 1.19" - Line 12 on the set-up sheet
Vertical Pitch 0.5" - corresponds to Line 14 Gaps AR on the set-up sheet.
(Since there are no gaps ar on the sublabel this is equal to the 0.50”ar only)
o Horizontal Pitch 1.0" - corresponds to Line 14 Gaps AC on the set-up sheet. (Since there
are no gaps ac on the sublabel this is equal to the 0.50”ar only)

Now the diagram on your screen should begin to look like your
label sheets (Except gaps will need to be corrected).
o Click OK to close New Custom Label Box, which brings you
back to Label Options Box
Now Click OK to Close Label Options Box
You are now back to the Envelopes and Labels box. Click
the circle: Full Page of the same Label, then New

Document

o Now you have a MS Word Document with a Label Layout
in Light Gray, however the gaps need to be adjusted to

finish the job.

At this point, all we need to do is change the size of the rows and columns representing the

gaps between the Master labels.
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Table Row lCann | Cell ]
Size

Row 9:

[V Specify height: [0.12" E‘ Row height is; [Exactly =
Options

[~ allow row to break across pages

[ Repeat as header row at the top of each pag

[ # previousRow Next Row ¥

OK Cancel

Optional: Cleaner Templates

o With the curser highlight
the cells representing the
AC gaps.
Right click > Merge Cells.
Now do the same with the
AR Gaps and you are
finished.

Right click on the table and select Table
Properties...>Row

Select Next Row until Row 9 is displayed
(Which represents the AR Gap).

Change the Height to 0.12” (Remember we can
only do 2 decimals)

Now Select Column and Next Column until
Column 4 is displayed (Which Represents the
AC gap).

Change the preferred width to 0.12” and click
OK.

You document should now be completed and
look like the image to the right.




Before You Print

Before you print your Rippedsheets.com label sheets, print your label text and graphics on plain copier
bond paper. Next, place the printed paper behind a label sheet and hold it up to a light to check your
alignment. If your alignment is off, check the following.

Every label sheet has an "X:" marking the top left margin. Is the "X" at the top left on all your sheets?

If the text and graphics don't appear exactly where you want them on the labels you might need to
adjust the top and left/side margins. For example, to move your graphics up the page, make your top
margin a little smaller. Or to move your graphics down the page, make it a little bigger. Try adding or
deleting space in .05" increments.

If your alignment is still off, go back and check the dimensions on your Rippedsheets.com Set-up sheet
against the numbers you've entered into your MS Word custom label template. When you are satisfied
with your alignment, and then begin printing on your label sheets.




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Gray Gamma 2.2)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.6
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.1000
  /ColorConversionStrategy /sRGB
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo false
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo false
  /PreserveFlatness false
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Remove
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages false
  /ColorImageMinResolution 100
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 200
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.40
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 1.30
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 10
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 10
  >>
  /AntiAliasGrayImages false
  /CropGrayImages false
  /GrayImageMinResolution 150
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 200
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.40
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 1.30
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 10
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 10
  >>
  /AntiAliasMonoImages false
  /CropMonoImages false
  /MonoImageMinResolution 300
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 300
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages false
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects true
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<
    /ENU ([Based on 'Smallest File Size'] Use these settings to create Adobe PDF documents best suited for on-screen display, e-mail, and the Internet.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /BleedOffset [
        0
        0
        0
        0
      ]
      /ConvertColors /ConvertToRGB
      /DestinationProfileName (sRGB IEC61966-2.1)
      /DestinationProfileSelector /UseName
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MarksOffset 6
      /MarksWeight 0.250000
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PageMarksFile /RomanDefault
      /PreserveEditing false
      /UntaggedCMYKHandling /UseDocumentProfile
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
    <<
      /AllowImageBreaks true
      /AllowTableBreaks true
      /ExpandPage false
      /HonorBaseURL true
      /HonorRolloverEffect false
      /IgnoreHTMLPageBreaks false
      /IncludeHeaderFooter false
      /MarginOffset [
        0
        0
        0
        0
      ]
      /MetadataAuthor ()
      /MetadataKeywords ()
      /MetadataSubject ()
      /MetadataTitle ()
      /MetricPageSize [
        0
        0
      ]
      /MetricUnit /inch
      /MobileCompatible 0
      /Namespace [
        (Adobe)
        (GoLive)
        (8.0)
      ]
      /OpenZoomToHTMLFontSize false
      /PageOrientation /Portrait
      /RemoveBackground false
      /ShrinkContent true
      /TreatColorsAs /MainMonitorColors
      /UseEmbeddedProfiles false
      /UseHTMLTitleAsMetadata true
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [600 600]
  /PageSize [612.000 792.000]
>> setpagedevice


