Homemade Business Cards
Learn how to make your own business cards on the fly.

By Greg Melton   

Here's a little-known fact. A hidden feature in Microsoft Word lets you make business cards quickly and easily. Come watch today's "Call for Help" to see how Microsoft Word could save the day if you need a new set of business cards in a hurry.

Word comes equipped with hundreds of blank templates designed to work with every known size and shape of Avery card stock available. 

These templates for envelopes, labels, audio and video cassettes, and business cards are nothing more than blank lines representing fields in which to place text. Simply lay out your design with graphics and text, send it to the printer, and you're done. 

The process for creating business cards is pretty easy. All you need is one form of Avery business card stock, a decent printer, MS Word, and an Internet connection, if you'd like to use some excellent pre-made templates. 

That's all there is to it.

Get Down to Business

The fastest and easiest way we found to make your own business cards is to go to Microsoft's Template Gallery and download any number of the pre-made templates. Once there, navigate to this page and preview the business card that's right for you. 

After you find one you like, click Edit in Microsoft Word and the template will automatically open in Word. Before you do this, make sure you have card stock or one of these Avery product numbers: 5371, 8371, or 8871.

After the document opens in Word, here's how to finish the process.

Start by replacing all the text on one of the business cards with your own. Also, you should tweak all fonts, sizes, and colors as you see fit. When you have the first one looking presentable, it's time to copy and paste.

Check for any typos before proceeding.

Highlight the card you just made and go to Edit and choose Copy (CTRL + C). 

Now, highlight one business card at a time and go to Edit and choose Paste (CTRL + V). 

If the template you downloaded has a graphic, you're going to need to make sure the picture toolbar is available. To do this, go to View, mouse over Toolbars, and then select Picture from the list.

Now, on the pre-made template, click the generic graphic, then on the picture toolbar select Insert Picture, which is the yellow button on the far left of the toolbar. This click will open a dialog box. You'll need to navigate to a picture located on your hard drive. After you've found one, select OK to insert the picture. 

Repeat this process for every picture on the page.

Save the business card to your hard drive.

Insert your Avery business card stock into your printer. 

Print the card once and double-check that everything is OK.

If everything is OK, continue printing until you have enough cards made.

