




Use for the 1.5” capacity binder. Replace this text.








Use for the 2” capacity binder. Replace this text.











Use for the 2” capacity binder. Replace this placeholder text.











Use for the 3” capacity binder. Replace this placeholder text.














Use for the 3” capacity binder. Replace this placeholder text.








Use for the 1.5” capacity binder. Replace this placeholder text 





Label Holder Inserts for EasyOpen Workplace Binders





1)  Choose binder size and desired direction of type.





2)  Highlight the placeholder text and begin typing the wording that you wish to appear on your labels.





3)  Print.  Trim along dotted lines. 





To change font size or color, highlight the text you want to change and then right click.  Choose FONT from the menu and make your selections from the font selector.





To change background color of the label, use your mouse to click on the outline around the label holder.  Right click on the dotted border that appears and choose Format Text Box from the small menu.  Click the Colors and Lines tab to activate this part of the box.  Then choose a color from the dropdown menu under the FILL section (at the top). 





To print out a number of label inserts at one time, use your mouse to click on the outline of the label template you need. Copy and paste it onto a blank document in Word.  Repeat pasting for as many as you will need.    (To move the text boxes on the sheet, click on the outline to activate, and do not release the button on your mouse until you have repositioned as needed.)














