Millennium Cataloging
                              
Spine Labels using a Laser Printer


Printing Spine Labels on a Laser Printer

Prerequisites:  You must purchase spine and pocket or spine labels from the eiNetwork Support Center.
1) Log on to Millennium Cataloging on the PC that will be used to print the labels.

2) Choose the labels that you’d like to print from the summary tab of the bibliographic record.
3) Go to the Tools menu
4) Choose Print Monographic Label (Label Printer)
5) The first time you print a label you will be asked to choose a printer.
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6) Choose Labels from the drop down menu. This is a special printer used specifically for printing spine labels on a laser printer.
7) Click on Print.
8) You may edit the label if you need to.

9) Click on Print to on the Print label screen: 
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10) No label will actually print.  It will be saved to a file that you will print later from MS Word.

11) Continue printing your labels.

12) When you are ready to print your labels, on your windows desktop on the same computer, double click the Shortcut to Labels Icon to start MS Word.
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13) Select the Enable Macros button.    
NOTE: This is not the default, so if you select the <enter> key, the macros will be disabled.
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14) On the Word Menu, select Tools ( Macro ( Macros…
15) Select the appropriate Spine Label Macro according to the laser labels used at your library.
NOTE: The eiNetwork stocks 2 label, price information is located at: 

http://member.einetwork.net/member/costs.html#supplies
	Spine_Only_10X5_LANDSCAPE
	eiNetwork stocked spine label with no pocket from Gaylord

	Spine_Only_8x7_PORTRAIT
	Spine labels with no pocket available from Demco 
(White Foil: P142-1728  or White Paper:
P142-1802)

	Spine_Pocket_6X2
	eiNetwork stocked spine and pocket label from Gaylord

	Spine_Pocket_6x2_Narrow
	Special order spine and pocket labels from Green Tree Printing company
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16) Select the Run Button.
17) When all the labels have been formatted, a message box similar to the one below will appear with a count of the number of labels and the number of label sheets needed. Select the OK button.
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18) A Print Preview similar to the one below will display (depending on what type of labels you have chosen). Make sure the correct number of label sheets is in your default laser printer, and the printer is ready to print. Select the Print button.
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19) You’ll receive this message: 
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a)  If, for some reason you need to reprint the labels, or if you need to add additional labels to your existing group choose No.  You could go back into Millennium, print more labels and follow steps 14-18 and print the entire group of labels.

If your print out was fine and you have printed your entire group of labels, choose Yes.  If you fail to do this you may reprint old labels along with any new ones.

Printing labels on a partial sheet:
NOTE: Running partially used label sheets through your laser printer may cause printer problems due to exposed adhesive backing being run through the printer.
20) Before clicking on print, right click on the label with which you’d like to start.

21) Choose Start Labels here.

22) Make sure the correct number of label sheets is in your default laser printer, and the printer is ready to print. Select the Print button.
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Troubleshooting

Problem:

Can’t run macro, or message that Macros are disabled
Resolution

Close Word and double click on the Labels icon on the desktop to restart.  Make sure you select the option at startup to Enable Macros.

Or

On the Word Menu, check Tools, Macro, Security.    The security level should be set to Medium.  Word must be restarted for the change to take effect.
Problem:

Spine labels print immediately when generated in Millennium.
Resolution

Check the printer selection in Millennium, make sure it is set to the Labels printer.
Problem

Need to reprint the labels
Resolution

The formatted spine labels will remain on the same PC until the next time you run either of the Spine Label macros. Run the macro ReprintSpineLabelSets to reprint the same spine labels.

Problem

The Print Spine Label macro has been run.  You want to add additional labels so you go back into Millennium to print more.

Resolution

At the Print Preview Screen (see page 4), choose cancel.  When you receive the message:  “Clear the labels from the queue” choose No.  Go back into Millennium and print your additional labels.  Follow steps 14-18.
Problem

You’ve printed an old set of labels along with your new set. 
Resolution

To avoid this problem the next time, be sure to choose Yes when you receive the message “Clear the labels from the queue.”
Problem

You receive this message:  “There are no new spine labels to print.  You can use the Reprint Spine Label macro.”  
Resolution
There are no new spine labels to print.  You can run the macro ReprintSpineLabelSets to reprint your old set instead of using the original macro Spine_Only or Spine_Pocket.  
Problem

When you run the macro you receive a Microsoft Visual Basic Error 70 permission denied.

Resolution

Immediately call the eiNetwork Support Center.  Staff can help you resolve this and print your labels.
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