NCAH PORTAL USER GUIDE #13 v.2

Using the CVB template for a label mounting sheet

Where were changes made in the July 15, 2025, version?
1. Updated screenshots and links throughout document.
2. Simplified the process for pasting images and adding / editing pages using Adobe.

Where were changes made in the 6/2/2020 version?
1. The process for adding a page has been changed (and simplified!). Now you can duplicate an
existing page which brings all the header, footer and buttons over as well.

Where were changes made in the 4/24/2020 version?

1. The entire guide was rewritten as a result of the CVB moving to allow submissions of label on PDF
templates as well as Microsoft Word templates. A Table of Contents was added to help direct users
through the guide

Where were changes made in the 3/30/2020 version?

1. The entire guide was rewritten as a result of the CVB moving to allow submissions of label on PDF
templates as well as Microsoft Word templates. A Table of Contents was added to help direct users

through the guide.

Where were changes made in the 5/21/2018 version?

1. Page 1, Section "Completing the Form Fields" was revised to include: Current License Status = status at time of
label submission
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TABLE OF CONTENTS

This guide is split into multiple sections - some of which apply to all users while others will depend on
which template your firm chooses to submit labels on.

Section 1 — General Information

Section 2 — CVB Word Template

Section 3 — CVB PDF Template

Section 4 — Foreign Language Translations

Section 5 — Submitting Label Sketches

Appendix — Instructions for Scaling Pages in Adobe Acrobat PRO
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There are two CVB label mounting sheet templates - one in Word format and one in PDF format. Each
mounting sheet provides standard headers and footers for label submissions, which will appear on every
page of the submission. The footer also contains an area for an electronic signature by CVB and the text
seen on the processing stamps as on paper submissions. Only one of the templates needs to be used for the
label.

Section 1 - General Information

Complete the header.
e Enter the required data or select a value from the dropdown picklists.
/\ Do not use the mounting sheet for products that have not been assigned a U.S. veterinary biologics product code.

Complete the left side box of the footer.
e Enter the required data or select a value from the dropdown picklists.
/\ Do not complete the right-side box of the footer because this is for CVB use only.

Use "NA" in fields that do not apply.

It is permissible to increase the page size to accommodate oversized labels. It is not necessary to specify a paper
size for which you have the paper/printer available to print hard copies as the label submission is an entirely
electronic process.

Eeplaces Label or Sketch:

Master Label for: }
Translation: /

Export Only: 1 .

Comments: )

LY PO -_a f)

1. Replaces Label or Sketch: List all labels or Sketches that are being replaced.

2. Master Label: Submit smallest size final container, enter all dose sizes.

3. Translation: Choose “Co-submitted” if translation was submitted with label, choose “On
Label” if translation is on the label or “No” if there is no translation.

4. Export Only: Choose Yes or No.

5. Comments: If you have any additional comments they can be placed here.
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Section 2 - CVB Word

The CVB Word template label mounting sheet has two options for submission of a label. The document can be
prepared using the Word template and submitted as a Word document. Alternatively, the document can be
prepared using the Word template then converted into a PDF file prior to submission.

The CVB highly recommends the Word template be converted to a PDF file prior to submission
for ease of electronic review by the CVB.

Completing the Form Fields:

The header and footer have several “form fields” that appear with light gray instructions, even when editing the
header/ footer. Click directly over the instruction for the field to enter data or select a value from the dropdown
picklist. The form fields MUST be filled out while the document is in Word format.

Headers and footers are typically “grayed out” when the cursor is in the body of the document.

e There are several ways to move the focus out of the body of the document and into the header
or footer. One is to put the pointer in the header or footer region and RIGHT click your mouse to
show the Edit Header (or Edit Footer) command. Then left click on the command.

Establishment: Product Code:

True Name: _
Label Type: Pkg Size: [ Edit Header

ittt

Adding the Label Graphic:

Insert an image file from your printer proof into the body of the mounting page. This can be done while the
document is in Word format or it can be done after it is converted to a PDF file.

Word template: If adding the image to the document while in Word format the image file may be any
format supported by Word, including the list below:
(*.emf, *.wmf, *.jpg, *.jpeg, *.ifif, *.jpe, *.png, *.bmp, *.dip, *.rle, *.gif, *.emz, *.wmz, *.pcz, *.tif, *.tiff,
*.cgm, *.pct, *.pict, *.wpg)

* Insert the image at 100% of its actual size, if possible.

e |tis permissible toincrease the page size to accommodate oversized labels. Itis not
necessary to specify a paper size for which you have paper to print, as this is an entirely
electronic process. If, however, you do need to print the oversized page for your records, it
can be converted to PDF and then printed with the Poster setting of Adobe Acrobat. With
this feature, the document content is divided into multiple pages of standard-sized paper,
which can be pieced together once printed.

e Pages must be added prior to conversion to a PDF file.
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Resizing the Label Mounting Sheet:

To change the paper size in Word, go to Layout in the top ribbon and open the Page Setup dialog box.

B Autosave (@ off) L3~ =  A-labelTemplate?

Referef

File Home Insert Draw  Design

=R e
L - 3=

Margins Orientation Size Columns 2~ Line Numbsg =
e ¥ ¥ v bac' Hyphenation w

Page Setup -

(et ™ e JrOv_NY S gy

From the “Paper” tab of the Page Setup dialog box, you can specify a page size up to 22” x 22”.

| &

| Page Setup ? *

| Margins  Paper  Layout

! Paper size:
| Custom size e
Width: |22 =
| Height: |22 =
| Papersource If the page size cannot be increased
| Cistpaoe A I e enough to fit the image at 100%
. a a
| |automatically Select Automatically Select magnification, it is permissible to
| Tray 1 Tray 1 N .
Tray 2 Tray2 resize the image to less than 100%
ray ray o . .
l Trayé Tray4 magnification, provided that the
ray ray o pe . .
; ) ; actual magnification is stated on
' the mounting sheet.
| Preview
i
Apply to: kS Print Options...
Set 4s Default Cancel

For Inserts that consist only of text, insert an image file OR paste in a text file. The template will
automatically expand to accommodate multiple pages of pasted text.

To change the paper size cannot be changed using Adobe Reader. After conversion to a PDF file, Acrobat
PRO software (or equivalent) must be used to change the paper size after conversion to a PDF file. See
the appendix at the end of this guide titled, "Instructions for Scaling Pages in Adobe Acrobat PRO".
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Resizing Adding the Label Graphic after conversion to a PDF file:

Alternatively, the image may be added to the document after it has been converted to a PDF file using Adobe Reader
(or equivalent). This can be done by copying the image from your original file. Once you have converted the Word
template to PDF select “Edit” then right-click in the pdf file in Adobe Reader (or equivalent) and select the “Paste”
option. You may have to zoom out to shrink the page down to resize the image to fit the page. Adjust the image size
by clicking on the corners of the image and dragging them to make the image the size you need it to be.

Alltools | Edit | Convert  E-Sig Find text ortools ‘Q, =

Edit

EEstablishmen‘r: Enter Est Code. Product Ca
R True Name: Click here to enter,

MODIFY PAGE

cn B iLabel

1] Organize pages

ADD CONTENT

T, Text Right-click then
select paste
B3 Image

Header and footer .

[3 Watermark

850 x1.00in

The page size can be changed using
e Adobe Acrobat PRO software or

equivalent. It is permissible to resize
the image to less than 100%
magnification, provided that the

actual magnification is stated on the
mounting sheet.
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Section 3 - CVB PDF Template

The CVB PDF template label mounting sheet is intended for use as a PDF document and will require Adobe
Acrobat PRO software (or equivalent). The document is prepared in Adobe Acrobat PRO software (or
equivalent) and submitted as a PDF document.

The header and footer should be filled out prior to adding any images.

Resizing the Label Mounting Sheet:

The page may be resized by scaling. See the appendix at the end of this guide titled, "Instructions for Scaling
Pages in Adobe Acrobat PRO". Perform the page scale prior to adding additional pages so that all new pages
are automatically scaled.

It is not necessary to specify a paper size for which you have the paper/printer available to print hard copies
as the label submission is an entirely electronic process. However, if you do need to print the oversized page
for your records, print using the Poster setting of Adobe Acrobat PRO. With this feature, the document
content is divided into multiple pages of standard-sized paper, which can be pieced together once printed.

Completing the Form Fields:

Fill out the header and footer. If the label will be multiple pages see the “Duplicate Page for Multi-page Labels” section below.
The header and footer can completed prior to or after creating a new page, the information will be auto populated on the new
pages either way. If the page needs to be re-scaled this can also be done prior to or after creating a new page.

Establishment: Product Code: Label Type: Select Type J Pkg Size:

True Name:

P e s b s nimet P PO - P v il Y T N P
e Y So St i e A e Y T S e R ———

Replaces Label or Sketch:
Master Label for:
Translation: Choose anitem - X
USDA-APHIS Representative
Export Only: Choose an item  -| APHIS USE ONLY
- ! CVB Label #: ML #:
Comments:
Expires: Total # of Pages

Duplicating Pages for Multi-page Labels:

If you need to add an additional page follow the instructions starting on the next page.
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Duplicating Pages for Multi-page Labels:

Expand the left panel of the PDF document by clicking the “page Thumbnails" Icon as seen below:

= Menu {ny Yy ClabelTemplatePDFpdf X | + Create

&

Alltools  Edit Convert  E-Sign Find text ortools 'Q,

x Pages

Establishment: Product Code: Label Ty

True Name:

@
[E
=
8
B
pA
0

R _._../_‘ -

Right-click on page 1 and select Copy. The page will highlight with a blue box:

O "Right-click
‘? then select
Copy

Insert Pages

Extract P

Replace

Crop Pages..

Shift+Ctri+R

Copy

Ppaste
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Click Ctrl + P on your keyboard to paste — or go to “Menu” and select “Paste”. You will see a duplicated page
(Page 2) appear:

= Wenl\ (» 7y ClabellemplatePDFpdf X | + Create = O

Find text ortools Q, =

Product Code:

Pasie
Undo, Redo & more
View

Disable new Acrobat

Window

H E_lF:l

Preferences_

Protection
Document properties_.

Exit application

Repeat this process for however many pages you will need for your label.
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Adding the Label Graphic:

The header and footer should be properly completed, pages scaled, and additional pages added
prior to adding any images.

e Add the label image from your printer proof into the body of the mounting page by copying and
pasting the image, as long as the image is in one of the following file types:
* emf, *.wmf, *.jpg, *.jpeg, *.jfif, *.jpe, *.png, *.bmp, *.dip, *.rle, *.gif, *.emz, *.wmz, *.pcz, *.tif, *.tiff, *.cgm,
*.pct, *.pict, *.wpg

* Insert the image at 100% of its actual size, if possible.

If your image is already in PDF format there are several ways you can add it to the body of the mounting page:
1. Use your mouse to drag around the image you are wanting to take a PDF image of.
a. Right-click on the highlighted area and select “Take a snapshot”.

You can also take a snapshot by going to “Menu”, select “Undo, Redo & more”, then select “Take a
snapshot”.

i. You may see a message that states the selected area has been copied, select OK. If you don’t
want to see this message again check the box before clicking OK.

2. Select Ctrl + A on your keyboard to Select All. You can also select all by going to “Menu”, select “Undo, Redo &
more”, then select “Select All”.

Whether you take a snapshot or use the select all method the following steps are the same:

1. Right-click on the highlighted area and select “Copy Selected Graphic”

Q Right-click then select Copy
Selected Graphic

=:  Copy Selected Graphic
Select all

Deselect all

& Pprint_

Create link

2. Go to the mounting sheet and right-click into the body of the document and select “Paste” or click Ctrl + V on

your keyboard to paste the image.
3. The image will appear on the mounting sheet and can be moved by clicking inside the image and holding to

drag it to where it’s needed.

100% magnification, it is permissible to resize the image to less
than 100% magnification, provided that the actual
magnification is stated on the mounting sheet.

e If the page size cannot be increased enough to fit the image at
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Section 4 - Foreign Language Translations

Foreign language translations may be added as text after the label image in the same file with the label OR they may
be submitted as separate documents.

If they are separate documents and a submission contains more than one label, ensure that each file
name allows the CVB to easily associate the translation with a specific label.

Section 5 - Submitting Label Sketches

Proposed label text for products that have an assigned product code may be submitted as “sketches”
for CVB comment. If you wish to have a label submission considered solely as a sketch, add “For
consideration as a sketch” to the body of the mounting sheet.

Labels submitted as sketches will be returned as sketches. Sketches must be followed by a final label
submission for formal CVB approval prior to use.

Appendix - Instructions for Scaling Pages in Adobe Acrobat

Once follow these step-by-step instructions for customer scaling page size in Adobe PRO, the function will remain
set in Adobe all the time (on every document done after that). This is a one-time set up. You may need to change
the actual size depending on the doc, but function will always be there.

The steps below are shown using a 9x11 inch page example.

1. Open Adobe PRO and select View more at the bottom of All tools.

Alltools  Edit  Convert  E-Sign

All tools

Prepare for accessibility

Export a PDF

Scan & OCR
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2. Select the “Use print production” tool. You can also use the search at the top of the page to search
and open this tool.
= Menu {3 ¥¥ C-labelTemplatePDFpdf X

Alltools  Edit  Convert  E-Sign ]
LURLLIH

Use guided actions

T You can search
for the tool using
this feature

E] Add comments

Compressa PDF
SN EPIITR

Convert to PDF

Or select "Use print
Add a stamp prOd uction" from
Use print production the A" tOOIS |i5t

I s ol G mo,

3. Select “Preflight”

4, A_Qig_log box will open. Click the tool icon ﬂ, then under the Options dialog box select “Create Fixup...”.
[ |

Preflight

Essentials -

C@ Profiles

Standards T

Default '| o

can L Create Inventory..,

W Color spaces, spot colors, inks ey e T e AT
;.P_; Convert color to 4c for digital printing o .

Remove Preflight Comments...

Converts all RGE, device independent and spot colors to Cf
using Coated FOGRA3S as the destination profile,

Favorite

= Convert color to BAW :
@ J& Convert color to Coated FOGRA3S (convert sp Create Fixup...
J# J& Convert color to Coated FOGRA39 (keep spot co Edit Fixup...

= Convert color to Coated GRACoL 2006 [convert spot colors Duplicate Fixup...
;-P_; Convert color to Coated GRACoL 2006 (keep spot colors) Delete Fixup...

) Convert color to Japan Col ated 2001 [convert sggi cal
~ § . o~
- ”}L. o W J ? orfgRrofile. ghe ’ F A , 4

e -
) n3
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5. Enter “scale” in the Type of fixup search box then select “Scale pages” from the list.

-
Preflight: Create Fixup X
Mame: Fixup category: Type of fixup: scale @
MNew Fixup | v | e All :| Scale page content only

MColorspaces, spot colors, inks I HScale pages
Comment:

H Pages Scales all pages in the PDF,

B ~i| Document info and Metadata *| Downsample/compress grayscale images

= Interactive elements and properties

-_,H Document

| Page contents

T

| Scale pages:

Short edge: | 100

[v]

L\M P — ol n ’n--;—.’ e ‘__J’Wy

®q
t

\H,u#‘“,’—hh——u

6. Click the orange drop down arrow for the field “Short edge:” in the lower part of the dialog box.
Then choose “New variable...” from the drop-down list. Change each value for the field as
indicated. When completed, click the OK button.

a) Key: short_edge
b) Label: Short edge: inches
c) Default Value: 9

The wording for ‘Key’ and ‘Label” may be set to your preferred wording. The ‘Default Value’ is the
unit for the width which in this example is 9 inches.

)| Seale pages:

"F.
. v
short edge: | 100

Long edge: | 100 o Mew variable...
Unit: percent -|V

Adjustment: Fit from inside (add white space) 4 v |

Apply to: All pages '| ﬂ _I ﬂ

— v
N —
vy N """ —— rn} j - *-f .
Preflight: New Variable %
Key: short_edge
o Label: Short edge: inches
Tpe: TATETpE FIoAt

Default Value:
o s

[:]Al\ow Erowse button if feasible

[:] Limit input values to specific values

' usage.. W Cancel
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7. Click the orange drop down arrow for the field “Long edge:” in the lower part of the dialog box.
Then choose “New variable...” from the drop-down list. Change each value for the field as
indicated. When completed, click the OK button.

a) Key: long_edge

b) Label: Long edge: inches

c) Default Value: 11
The wording for ‘Key’ and ‘Label” may be set to your preferred wording. The ‘Default Value’ is the
unit for the length which in this example is 11 inches.

JEUS ) I I

| Scale pages:

- Short edge: | <short_edge:9= ‘V
Long edge: |700 1 }E
Unit: percent 'IV | riable.
Adjustment: Fit from inside [add white space] -|V |
Apply to: All pages vIlI_I‘_"I

R
.'-J.J“L‘J»D_"'p—*#-_)“,__‘jr._‘_wr y

Preflight: New Variable

3

Key: long_edge
Label: Long edge: inches

e VaTE yper Float

Default Value:
11|

[:]Allow Browse button if feasible

D Limit input values to specific values

“' Usage... GT] Cancel
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8. Click the orange drop down arrow for the field “Unit” in the lower part of the dialog box.
Then choose “New variable...” from the drop-down list. Change each value for the field
as indicated. When completed, click the OK button.
a) Key: long_edge
b) Label: Long edge: inches
c) Default Value: 11
The wording for ‘Key’ and ‘Label’ may be set to your preferred wording. The ‘Default Value’ is the unit
for the page size which in this example is inches.

| Scale pages:

- Shart edge: | <short_edge:9> ~ |
Long edge: | <long_edge:1l> |v |
Unit: percent J: Io
Adjustment: Fi -{V |
Apply to: All pages longfedge:11 . ll _I i.I

shor) edge:d

et b o ieaa, "'__.n-...p -

e SN |

Preflight: New Variable X |

Label: Unit:

Type:

Value type: PopUp

Default Value:

o - ol

D Allow Browse button if feasible

D Limit input values to specific values

9. Maintain the “Adjustment” field to “Fit from inside (add white space)” so that the original page
will be scaled to fit within the new field and the remaining space not covered by the original page
should be filled with white.

10. In the ‘Name’ field, assign a descriptive name for this new Fixup then press OK.
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Preflight: Create Fixup

Mame:

Fixup category:

Scale to inches| | v |

Comment:

e All

m Color spaces, spot colors, inks
|| Pages

-j Document info and Metadata

Type of fixup: scale

H Scale page content only
H Scale pages
Scales all pages in the PDF.
j Downsample/compress grayscale images

= Interactive elements and properties
-_,H Document

j Page contents
P T

H Scale pages:

Short edge: | <short_edge:9= |v |

Long edge: | <long_edge: 11> |V |

Unit: <unitin 4 ¥ |

Adjustment: Fit from inside (add white space]

1 |

Apply to: All pages

Apply this fixup to:

BCurrentfiIe
[CJEmbedded files

I Hide in list of Fixups

Usage... Cancel

—— | o

11. Once completed, the descriptive name you gave the Fixup will appear under pages on the Preflight
profiles seen below.

S

Preflight
|1l Essentials =
C@Proﬁles Results > Standards Options ~
Default - W' ,0| 3 IIII|
J# Jo Set white text to knock out
» Document

» Document info and Metadata

» Interactive elements and properties

» Page contents

¥ Pages

‘[3 L Auto-correct nesting of page geometry boxes

L Convert page content into CMYK image (150 ppi, high JPEG quality

Convert page content into RGEimage (150 ppi, high JPEG quality)
Remove page objects which are completely outside of page area

% 77 scale to inches Edit.. [+

@ L suhstitute rharacters usinn notdef alvnh with snace characters

F Fixl

+ Further Options

Run checks for visible layers only

Preflight only pages 1 to 1
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12. To use the scaling option when using the CVB PDF label template, open the file in Adobe Pro
and go to “Use Print Production” under All tools.

Menu {3 ¥y ClabelTemplatePDFpdf X | + Create

Alltools  Edit  Convert  ESign o=
LURZLETH

Use guided actions

T You can search
for the tool using
this feature

Add comments

sa PDF
Y PN

Convert to PDF or select "Use print
Adda samp production” from
Use print production the A" tOOIS |i5t

o L e SN

13. Select “Preflight” and the dialog box will open.
Alltools  Edit  Convert  E-Sign Find tex

<€ Use print production

Establishment: Product Code:
B¢ Output preview

True Name:

Preflight n

@ Edit object Essentials ~

I5q Preflight

[ Convert colors C@ Profiles Results - Standards

B4 Flattener preview Defaut - | ﬂ g ,; J

& L Set white text to knock out

Document

Document info and Metadata

Interactive elements and properties

EE Set page boxes Page contents

Pages

Add printer marks Auto-correct nesting of page geometry boxes

Convert page content into CMYK image (150 ppi, high JPEG quality
Convert page content into RGB image (150 ppi, high JPEG quality]

[% Save as PDF/X

Et} Fix hairlines

Remove page objects which are completely outside of page area
™ Scale to inches Edit..

& Ink managers Substitute characters nsing notdef nlvnh with snace character
+ Further Options p Fix

-:] Trap presets Run checks for visible layers only

Preflight only pages 1 1
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14. Click on the Tool icon to bring up the pages list. Under ‘Pages’ find the descriptive name that you
selected and click on it, then click on the ‘Fix’ button which will open another dialog box.

All tools Edit

< Use print production

Establishment: Product Code:
(¢ Output preview

True Name:

Preflight n

E Edit object Essentials =

g Preflight

[l Convert colors C@ [T Es IRl - TEREGE JOTES v

B4 Rattener preview Default . | ﬂ g |Z| J

J# Set white text to knock out

Document

Document info and Metadata

Interactive elements and properties

EE] Set page boxes Page contents

Pages

Add printer marks Auto-correct nesting of page geometry boxes

Convert page content into CMYK image (150 ppi, high JPEG quality
Convert page content into RGE image (150 ppi, high JPEG guality)
Remove page objects which are completely outside of page area

Edit... [ -]

[7 Save as PDF/X

E,t} Fix hairlines

Scale to inches

&. Ink managers
» Further Options

-:] Trap presets Run checks for visible layers only

Preflight only pages 1 1

15. The Preflight option will always default to the page size that you initially set it up as (in this case
9x11), but you can change it if the label you are making needs to be a different size.

Preflight: Specify variable value *

Enter new values or leave unchanged to use the default values.

Long edge: inches:
Short edge: inches: g

Unit: eh

[_] Inspect variables ﬂ ﬂ J ﬂ
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If you are scaling the label template to be taller (long edge) the header and footer will need to be moved
manually. Follow the instructions below to move the header and footer in those instances.

NOTE: If you use certain custom sized templates (i.e. 15x10, 18x10, etc.) on a regular

e basis one option would be to run through this process once, then save the scaled
blank template with the header and footer in the appropriate places so that you
can go back to it and just add the label images when you need to use that particular
custom sized template.

Instructions to Manually Move the Header and Footer

HEADER:
a) These steps are completed after you have selected your custom size and while still under print
production.

b) Select “Edit Object” and highlight the entire header.

Alltools  Edit  Convert  E-Sign Find text ortools Q)

< Use print production

Establishment: Product Code:
(¢ Output preview

True Name:

Icq Preflight

[#, Edit object

[ Convert colors

R R s
c) Once the header is highlighted, hover over it until you see the four-pointed arrow &
Alltools  Edit  Convert  E-Sign Find text ortools Q,

< Use print production

stablishment: Product Code:
(¢ Output preview ,_I_’

ue Name:

ieq Preflight

[ Edit object
[ Convert colors

B4 Aatiener EE
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d) This will allow you to move the text of the header to the top of the page by clicking and dragging to
the correct position.

e) Go to the “Prepare a form” under All tools.
Alltools  Edit  Convert  E-Sign o
All tools
Prepare for accessibility
Use a certificate
Edita PDF

Create a PDF

Prepare a form

Combine files

f) Highlight all the fillable fields of the header.
g) Hover over a fillable field until you see the black arrow *

h) Click and drag all the fillable fields until they line up with the text fields of the header you moved to the top
of the page.
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Using the CVB template for a label mounting sheet
FOOTER:

a) Select “Use print production” under the All tools list.
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b) Oncein print production, select “Edit Object”.

c) Highlight the entire Footer and then hover over it until you see the four pointed arrow. This will allow you
to move the text of the footer to the bottom of the page.

Replaces Label or Sketch

Waster Label for:
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d) Go to the “Prepare a form” under All tools.
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Using the CVB template for a label mounting sheet
e) Highlight all the fillable fields of the footer.

f) Hover over a fillable field until you see the black arrow. *

g) Click and drag all the fillable fields until they line up with the text fields in the footer you moved to the
bottom of the page.
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	Complete the header.
	Complete the left side box of the footer.
	Use "NA" in fields that do not apply.
	The CVB highly recommends the Word template be converted to a PDF file prior to submission for ease of electronic review by the CVB.
	Resizing Adding the Label Graphic after conversion to a PDF file:
	Completing the Form Fields:
	Fill out the header and footer. If the label will be multiple pages see the “Duplicate Page for Multi-page Labels” section below. The header and footer can completed prior to or after creating a new page, the information will be auto populated on the ...
	The header and footer should be properly completed, pages scaled, and additional pages added prior to adding any images.
	Instructions to Manually Move the Header and Footer


