
INSTRUCTIONS FOR EDITING THE  
AVERY NAME TAG TEMPLATE
1. Go the Avery Website

	▹ Open your web browser and go to Avery Design & Print Online.

	▹ Sign in or create a free account to save your work.

2. Open the Template
	▹ Locate the template we created: https://labe.ls/IMt1E7O

	▹ Click on the link above to open the design in the online editor. 

	▹ Select “Edit This File” if you purchased Avery Template #5395 (2 1/3” x 3 3/8” Adhesive Name Badges). 
If you are using a different name tag product, click the plus (+) icon to apply this design to another template.  
Please note that you may need to make slight adjustments to ensure the design fits the new template correctly.

3. Edit the First and Last Name
	▹ Click on the text field or text box containing the placeholder name.

	▹ Click on “Import Data” on the left-hand side. 
Make sure your first and last names are in all caps in the excel file before importing.

	▹ Click “Replace Spreadsheet”, browse for your file, and click “Open”.

	▹ Unselect any columns you don’t need.

	▹ Drag the first and last name fields to the Arrange Data Fields area.

	▹ Remove any extra spaces before or after the fields.

	▹ Click “Next”, then “Finish”.

4. Adjust Formatting 
	▹ Click the Text Toolbar on the left.

	▹ Highlight and select the last name:

	– Change font size to 20pt.

	– Unselect “Bold”.

	– Change font color to #555555.

5. Save Your Changes
	▹ Click “Save” to store your design for future use.

6. Order and Print the Name Tags
	▹ Name tags can be ordered from Amazon, Avery, or other office supply stores.  

Look for Avery® Adhesive Name Badges, 2-1/3" x 3-3/8", Product Number: 25395, 8395 or 5395

	▹ Click “Preview & Print”.

	▹ Select “Print Yourself” and click “Get PDF to Print”.

	▹ Download the PDF and follow your printer dialog instructions.

	▹ Print a test page on regular paper first to check alignment.

	▹ Adjust printer settings if needed before printing on Avery sheets

Watch a 2-minute video 
that steps you through 
the label editing and 
creation process here.

https://www.avery.com/software/design-and-print/
https://labe.ls/IMt1E7O
https://www.amazon.com/AVERY-Flexible-Stickers-Rectangle-Removable/dp/B00006HPW8/ref=asc_df_B00006HPW8?mcid=81287982a47e3357a8950e1889e383bc&hvocijid=14223489489230601688-B00006HPW8-&hvexpln=73&tag=hyprod-20&linkCode=df0&hvadid=730352155585&hvpos=&hvnetw=g&hvrand=14223489489230601688&hvpone=&hvptwo=&hvqmt=&hvdev=c&hvdvcmdl=&hvlocint=&hvlocphy=9018719&hvtargid=pla-2281435182418&th=1
https://www.avery.com/products/namebadges/8395
https://youtu.be/5aXtpz0S-VY

