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Specimen Label Template Implementation
Requirements, Installation, and Use

The specimen label template is a Microsoft Word document that allows the user to print labels on-site for primary
specimens. Each template is protocol-specific and may be used for all participants in a given protocol. Participant
identifier, visit number, collection date, and protocol can be printed on the labels.

These templates are created and maintained by the SCHARP lab programmer group. They include code to verify
that the participant identifier and visit number is valid, and the collection date is a valid date. These macros are
password-protected to prevent alteration of the code.

The template is provided as a service to the site, but their usage is not required. The site should inform the
SCHARRP project manager if they prefer to use another method of printing primary specimen labels.

Label stock requirements for implementing specimen label template:

1) International sites - Avery 5267 address labels (or equivalent) OR Avery L7656 A4 address labels (or
equivalent)

Software requirements for implementing specimen label template:
1) Microsoft Operating System: Windows 7
2) Microsoft Word: Word 2003, Word 2007, Word 2010

Hardware requirements for implementing specimen label template:
1) Personal computer

2) A laser printer capable of printing standard labels
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Installation of the Specimen Label Template
The template will be provided in a zipped file via email or can be obtained from the website.

Installation from email:

1) The label template is contained within a zipped file attached to the email. Double-click on the file and a
default application should open the zip file.

The user must have Winzip or equivalent software installed to open the zip file.

2) Extract the zipped label template by double-clicking on the label template Word file (e.g. HPTNO52LBL-
LG.doc). The software will prompt the user for a location to extract the file. Choose the preferred location
on your computer or network (e.g. ‘Local Disk (C: )’).

Installation from the web site:
1) If downloading the label template from the web site, follow the instructions on the web site.

For regular use of the label template, the user may want to create an icon on the computer desktop:
1) On the desktop, click the right button on the mouse.
2) Select “New” and then “Shortcut”.
3) Click on the “Browse” button to locate and select the label template (e.g HVTNOG0LBL.doc).
4) Click the “Ok” button.
5) Click the “Next” button.
6) You can either accept the default name for the shortcut or enter a new one. Click the “Finish” button.

Note: double-click on the icon whenever you want to use the label template. If multiple users at a site will be
printing labels using the same computer, and each has a separate login, each user may need to create a
shortcut to the template.
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Using the Specimen Label Template Document

The specimen label template uses code to verify that any participant identifier, visit, and collection date
information that is entered is valid. The code is also used to add the entered information to the labels. Macros
must be enabled within MS-Word for this code to run.

Configuring Macro Security (instructions are for users of MS-Word 2003 and earlier Word versions)

For users running MS-Word 2003 or earlier Word versions, follow these instructions to configure the Macro
security on your PC. This configuration only needs to be done once per login, however each PC user who prints
labels and has a separate login must configure the Macro Security separately.

1) Open MS-Word (do not open Word with the label template).

2) From the Tools menu, select Macro, then Security.

Insert Format | Tools Table Window Help Adobe PDF

A} l & (& | = ¥ spelling and Grammar... F7 2) )')IJ MNormal ~ Times New Roman ~
Language >
wWord Count...

| et =l | = %43 autoSummarize. ..

AutoCorrect... ShuePwsl ehw Lw  ehaiaRes ehw [De oL ddie

Track Changes »

Merge Documents...
Protect Document. ..
Online Collaboration >

Mail Merge...
Envelopes and Labels...
Letter Wizard...

» Macros... alte+FS
Templates and Add-Ins... @ Record MNew Macro...
Customize... Security...

Options...

2] wisual Basic Editor Alt+F11
&2 Microsoft Script Editor Ale+Shift+F11

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.
21|

I Trusted Sources l

¢ High. Only signed macros From trusted sources will be
allowed to run. Unsigned macros are automatically
disabled.

+ mMedium. You can choose whether or not to run
potentially unsafe macros.

£~ Low {not recommended). You are not protected from
potentially unsafe macros. Use this setting only if yvou
have virus scanning software installed, or vou are sure
all documents vou open are safe.

Mo virus scanner installed.

| OK I Cancel I
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Enabling Macros in the Specimen Label Template (instructions are for all users, regardless of Word version)
Open the label template Word file and enable macros in the document.

If using MS-Word 2003 or earlier versions of Word: —[EREmmess X

When the file opens, a dia|og similar to the "T:Alab_toolsiMTNLabelTemplatesi00S\MTNOOSLEL-Avery5267.doc" contains
0 - - macros,

following may be displayed. Click on the

“Enable Macros” button to continue.

Macros may contain viruses, It is usually safe to disable macros, but if the
macros are legitimate, you might lose some functionality.

Disable Macros | [ Enable Macros J l Mote Info ]

If using MS-Word 2007:

When the file opens, a Security Warning ribbon similar to the following may be displayed. Click on the
“Options...” button and select “Enable this content” in the resulting dialog box to continue.

— - Microsoft Office Security Options 2=
_/D . H B Specimen_Label_Temnpl:
[ E=emd ) @ Security Alert - Macro
Hame Insert Page Layout References Mailing Macro
Macros have been disabled, Macras might contain viruses or ather security hazards, Do
= nat enable this content unless you trust the source of this Fle,
Ty
. — ing: It i ible d hat thi: h
J | Caurier Mew ~ |8 A A4 = Lrostuorthy sturce, You shoul leave this content drssbied uless the.
= content provides critical functionality and you trust its source.
S=l More information
Pa Ete f B I O~ abe . x Aa-|| aby .. é === File Path:  JtideveliksnapinniLabels\Specmen_Label_Template.doc
) Help protect me from unknown conternt (recommendead)
Clipboard ™ Font (P} © Erabie this coriert]
Q Security Warning  Macros hawe been dizsabled, Options..,
Open the Trust Center
If using MS-Word 2010: (]| LA
H H H File Home Insert Page Layout References Mailings
When the file opens, a Security Warning [ rie | i 2
ribbon similar to the following may be : CourierMew =20 = A" o7 | Aav | &
. . [13 9 )
displayed. Click on the “Enable Content Paste (Bl 7 U - e x, x° w . A -
. - Format Painter = ]
button to continue. e
Clipboard : Font
! Security Warning  Macros have been disabled. Enable Content

If Macros were not enabled properly, a screen similar to the following will display. If this screen displays, close

the document and return to the beginning of the section “Using the Specimen Label Template Document” to make
sure the macro settings are correct.
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i MTNOO9LBL -Avery5267.doc - Microsoft Word

i ople Edt View Insert Format Tools Table Window Help AdobePDF  Acrobat Comments
(0SSR TR Y s S -8 30 RS J] N 00% 5 @) diresd [ Headna2 5 Courerten .2
i Final Showing Markup = Show~ | 3 97 v ~ &% | 4 'L.—_)_i;i'!

MTN009 Avery5267 LABELS FOR SPECIMENS

ENABLE MACROS TO USE THIS TEMPLATE

THEN CLOSE/RE-OPEN THIS FILE
THIS PAGE SHOULD NOT REMAIN VISIBLE IF MACROS HAVE BEEN ENABLED

Using the Label Program

If Macros have been properly enabled on your computer, you should see a label information form similar to the
following:

Enter Desired PTNOS2 Label Information for Patient - AVERY L7656 (46.0mm x 11.1mm) Labels XD

]

Site ID Index # CK Digit
(3-digit) (s-digit) (1-digit)
PTID | = = r Print Labels !

I Enter Visit and Specimen Collection Date

1) Complete the PTID. The PTID must be valid for this protocol.

2) Entering visit and collection date:
a. If you wish to hand write the visit codes and dates, leave the box labeled “Enter Visit and
Specimen Collection Date” unchecked.
b. To pre-print visit codes and dates, check the box labeled “Enter Visit and Specimen Collection
Date”. Visit and Date fields will appear. Complete the Visit and Date fields.

PTID: 294-99999-1 VST: PTID: 294-89999-1 VST: 01.00
Date: - Date: 23 SEP 16
(p082) TIME: : (p082) TIME: :
3) When finished, click the “Print Labels” button. [ checkpier . e
The following dialog box will appear. R
a. Make sure that the labels specified have o e et 2570 o
been inserted correctly. Some printers Resipbaa Al
require sheets to be inserted right side Lo i e
up and some require right side down.
b. Then select the “Yes” button. l ~ — - I

4) The print dialog for your printer should now pop up.
a. Ensure the paper size in printer properties is correct:
i. For Avery 5267 labels, printer properties should be set to “Letter”, 8 2” x 11 paper
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ii. For Avery L7656 labels, printer properties should be set to “A4” paper
b. If the correct printer is selected and the properties are correct, press the “print” button.

5) One set of labels should now be generated. You can print multiple sets, if needed, by specifying the
number of copies in the print dialog box.

6) Check the sheet(s) to make sure that the labels have been printed within the label boundaries.
7) Repeat from Step 1 to print labels for another PTID, or click Close to end.

If you require additional assistance please contact sc.lp@scharp.org
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