Instructions for Using the HPTN069 Label Template Macros

TEMPLATE CD

HPTN069 Fresh Specimen Label templates will be provided on CD or emailed in a zip file.  HPTN069LBL-AVERY5267.doc is for primary specimen labels and HPTN069LBL-AVERY5267_Tissue.doc is for tissue subset specimen labels.  Both templates use Avery 5267 1 ¾” W x ½” H label paper, 80 labels per sheet.  
 Copy the template file from the CD or zip file onto a PC or network drive.  (Do not open the files at this point.)  

SETUP

Prior to using this program, Macro security needs to be configured within MS-Word.  The following steps can be taken to configure Macro security on your PC.  Remember, each PC user who prints labels and has a separate login must set their MS-Word Macro Security settings separately.

1) Open Microsoft Word 2003.
2) From the Tools menu, select Macro, then Security.
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3) Select a Security Level of Medium or Low.   Medium is recommended so that you are able to choose which files to allow Macros to run.   Click OK.
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USING THE PROGRAM

1) Open the label template file (HPTN069LBL-AVERY5267.DOC or HPTN069LBL-A4.doc) from within My Computer or directly from MS-Word.

2) If Macro security HAS NOT been correctly set up, a screen similar to the following will display.
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If this screen displays, close the document and return to the SETUP instructions at the beginning of this document and make sure your Macro settings are correct.  Remember, each user of the PC must set their MS-Word Macro Security settings separately.

3) When the file opens, a dialog similar to the following may be displayed.  
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Click on the “Enable Macros” button to continue.

Or if you are using Microsoft Office 2007, you may see a dialog similar to the following displayed at the top of the macro.
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Click on the “Options” button to continue.

[image: image6.jpg]Microsoft Office Security Options

@ Security Alert - Macro

Hacro

Macros have been disabled. Macros mght contai viruses or other securty hazards, Do
ot enable s content urless you st the source of ths fle.

Warning: It is not possible to determine that this content came from a
trustuworthy source. You should leave this content disabled unless the
cantent provides critical functionality and you trust ts source.

More informaton
FiePath: 3:\ab_tools P sbelTermpiates D66 HPTHIOSBLEL-Aver5267.doc

@ relp rotect me from unknon content (recommendec)
(\kmmﬁ this content

Open the Trust Center





Check the “Enable this content” and click on the “OK” button to continue.

      You should then see a Label Information form like the following: 
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4) Complete the PTID.   The PTID must be valid for this protocol.
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5) If you wish to hand write the visit codes and dates, check the box labeled “Handwrite Visits and Dates”.

6) To pre-print visit codes and dates, do not check the box labeled “Handwrite Visits and Dates”. Complete the Visit and Date fields instead.

7) Click the “Print Labels” button.  The following dialog box will appear.
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Make sure that you have selected the correct printer and that the labels specified have been inserted correctly.

Some printers require sheets to be inserted right side up and some require right side down.

Then select the “Yes” button.

8) The print dialog from your printer should now pop up.  When using Avery 5267, make sure to set your printer Properties to “Letter”, 8 ½” x 11” paper.  If the correct printer is selected press the “print” button.

9) One (1) Sheet of labels should now be generated.  You can print multiple pages, if needed, by specifying the number of copies in the print dialog box.

10) Check the sheet(s) to make sure that the labels have been printed within the label boundaries.

Examples of different types of labels are shown below:
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11)  Repeat from Step 4 to print labels for another PTID, or click “Close” to end.

Please contact Della Wilson if you require additional assistance.  

Telephone: 206-667-5208, email: della@scharp.org
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