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Welcome everyone. 

Today I will show you how to make your own gift tags in Microsoft word using a downloaded 

pattern.  

I am using Windows 7 for this project, should you be using a previous version your tabs might not be 

in the same place, but the general principle is the same. 

In order to begin with this though you will need to download a pattern of your choice.  Usually these 

are in little blocks which you will have to tile to make them seamless.  I have a few freebies in my 

shop, so feel free to download. 

hƴŎŜ ȅƻǳΩǾŜ ŘƻǿƴƭƻŀŘŜŘΣ ǎŀǾŜ ȅƻǳǊ ƛƳŀƎŜ ǘƻ ǘƘŜ ŘŜǎƪǘƻǇ ŦƻǊ Ŝŀǎȅ ŀŎŎŜǎǎ ƭŀǘŜǊΦ 

 

1. Open your MS Word and start on a new document. 

2. /ƭƛŎƪ ƻƴ ǘƘŜ ΨLƴǎŜǊǘΩ ǘŀō ŀƴŘ ŎƭƛŎƪ ƻƴ Ψ{ƘŀǇŜǎΩ 

 

3. L ǳǎŜŘ ǘƘŜ ΨwƻǳƴŘŜŘ wŜŎǘŀƴƎƭŜΩ ǎƘŀǇŜ ŀƴŘ ŘǊŜǿ ǘƘŜ ǎƘŀǇŜΦ  Shown in the next two images. 

 

http://shop.melissabee.co.za/patterns.html
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4. The size of the shape is 3cm high and 5.5cm wide.  If you look where I have circled you will 

see where to change it. 

5. To make the shape you want you can draw smaller rectangles and add them like I have or 

you can leave your shape as is. 
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6. From here you will have to align your shapes so that they look symmetrical.  To do this you 

ǿƛƭƭ ƘŀǾŜ ǘƻ ŎƭƛŎƪ ƻƴ ŀƭƭ ȅƻǳǊ ǎƘŀǇŜǎ όƘƻƭŘ Řƻǿƴ ǎƘƛŦǘ ǿƘƛƭŜ ŎƭƛŎƪƛƴƎύ ŀƴŘ ŎƭƛŎƪ ƻƴ Ψ5ǊŀǿƛƴƎ 

¢ƻƻƭǎΩ ǘŀōΦ  ¢Ƙƛǎ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ǎŜŜ ǘƘŜ 5ǊŀǿƛƴƎ ¢ƻƻƭǎ wƛōōƻƴΦ  bƻǿ ŎƭƛŎƪ ƻƴ Ψ!ƭƛƎƴΩ ŀƴŘ ƛǘ 

will bring up a few options. 
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7. L ǳǎŜŘ Ψ!ƭƛƎƴ aƛŘŘƭŜΩ and then just to make the shapes look better I tweaked it a bit as you 

can see in the image below this one. 

 

 

8. Now you ǘŀƪŜ ƻŦŦ ǘƘŜ ōƻǊŘŜǊΦ  5ƻ ǘƘƛǎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ Ψ5ǊŀǿƛƴƎ ¢ƻƻƭǎΩ ǘŀō ŀƎŀƛƴ ŀƴŘ ŎƭƛŎƪ 

ƻƴ Ψ{ƘŀǇŜ hǳǘƭƛƴŜΩ ŀƴŘ ŎƭƛŎƪ ƻƴ ΨbƻƴŜΩΦ   !ƴŘ ǘƘŜƴ ƎǊƻǳǇ ȅƻǳǊ ƛǘŜƳǎΦ 
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9. bƻǿ ǘƘŀǘ ȅƻǳǊ ƛǘŜƳǎ ŀǊŜ ƎǊƻǳǇŜŘΣ ǊƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ƘƛƎƘƭƛƎƘǘŜŘ ƛƳŀƎŜ ŀƴŘ ŎƭƛŎƪ ƻƴ ΨCƻǊƳŀǘ 

ObjectΩ 
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10. !ƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ΨtƛŎǘǳǊŜ ƻǊ ǘŜȄǘǳǊŜ ŦƛƭƭΩΦ  ¸ƻǳ ǿƛƭƭ ƎŜǘ ǎƻƳŜ ǿŜƛǊŘ ŎƻƭƻǊ ōǳǘ ǿŜ ǿƛƭƭ ŦƛȄ ǘƘŀǘ 

now. 

 

11. Dƻ ǘƻ ΨLƴǎŜǊǘ ŦǊƻƳΥΩ  ŎƭƛŎƪ ƻƴ ΨCƛƭŜΩ 

12. It will bring up a pop-up box.  Choose your pattern that you saved to your desktop and click 

ΨLƴǎŜǊǘΩΦ 




