	Health Information Management
Policy and Procedure
	[image: image8.png]




	
	Children’s Hospital

	


10/5/2012 10:01 AM

Printing Bar Code Labels

Purpose

This procedure is intended to map the process by which a document of bar code labels is printed.
Procedure

***Note: Make sure you have the Avery 5155 labels. 
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	1.
	For this example we’ll be printing CH0084 Non – CHB Documents (Uncategorized) from a MS Word Doc. To access said Word Doc go to Med Rec Share Drive -> HIM Office Tools -> LABELS -> Bar code Labels. Scroll down and there is your MS Word Doc
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	2.
	Open MS Word Doc for CH0084, go to “File” in the pull down menu and select “Print”.
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This will open your Print Screen.
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	3.
	We’re now ready to set up to print. 
· Make sure you are connected to a functioning HP LaserJet printer.
· For Microsoft Word 2003-2007 Users - Make sure the “Scale to paper size” is set at “No Scaling”.  This is important. If not set to “No Scaling” your labels will come out incorrect. 
· For Microsoft Word 2010 Users - No need to adjust page scaling.
***Note: When selecting your printer make sure it has enough toner and is not generating any smudged copies. Failure to do this will result in smudgy, light labels and they won’t scan correctly.
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· Now choose how many copies you want to make. For this example we’ll make 2.
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Leave this print window open as is. Now we’re going to put the Avery 5155 label stock in the printer. Go to said printer, open the manual feed tray, and put the label stock in the manual feed tray. Most printer manual feed trays call for the stock to be placed face up. ***Note: If you are unsure, do a test run with a regular piece of paper. The label stock is expensive and we don’t want to waste it 

***Note: Make sure said printer is available to print and not running another job. Failure to do this will result in said other job printing on the label stock rendering said stock useless. Remember, the label stock is expensive.

· OK, we have our print screen set up to show a functioning printer with enough toner and no smudges, our page scaling to “No Scaling”, and our Number of Copies to 2. We have 2 sheets of our Avery 5155 label stock placed face up in the manual feed tray.

	4.
	Now run back to your computer and click “OK”.
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· Go back to the printer and there are your labels.     
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