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	Guidelines for making user-defined Base Module labels

· Open a Word document based on the BM_label.dot template.
· Click on one of the fields within any of the 100 labels shown, and type your user-defined text. Use the keyboard arrows or the mouse to select the next field.

· Click on the fields that you do not wish to apply and click on the <Del> key.

· Take a print when only one label in the template has been filled out so it can be checked whether the printing is being placed correctly on the actual label sheet.

· Alternatively, test printing can be carried out using a plain piece of paper where, for example, a single black label field has been filled out in each corner. The paper can then be held over the actual label sheet for comparison as described above.
In both cases, the guidelines below should be followed.

· Before printing, the labels that do not contain any text should be highlighted, and the background colour changed to white using the following procedure:


Right-click with the mouse on the previously selected area.


In the tab [Shading], under the menu <Borders and Shading>, [Fill] should be set to white. 



Using this method, significant printer ink can be saved, and the actual label sheet can be used several times.

· BM-labels should be printed in a colour printer.

· In placing a label sheet for feeding into the printer, the 8 mm margin should be positioned at the front. See figure below.
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If the printout indicates that there are slight deviations between the template labels and the sheet labels, these can be biased out by means of <File | Page Setup>. In the tab [Margins], any difference can be reduced by changing the size of [Top].
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