Creating a Business Card Using Microsoft Word
· Open Word.  Click Tools, then Envelopes and Labels.  

· Click Labels, then Options.
· Under Product Number click on the number that is listed on the Business Card paper that you will use to print your cards (such as 5911).  

· Click OK then New Document.
· You can then create your card in the first section.  After creating one card you can then copy and paste onto the other sections of the page.

Option:  Business cards may also be created on Publisher.  Follow the


directions given by the chart wizard.
