| created a form in MS Publisher (or PageMaker, or ...) and
want to number it in one pass through the printer.

How do | get numberED to add those numbers?

This document describes the steps you would take to use numberED to add numbers to page

content developed on other Windows programs.

We need an example page to use in this description. So let’s use the following one. We want to
add a unique number to each page printed in the lower left corner.

Health Information Form

A IDENTIFICATION

Weight

Fharmacy

numberED

11/2/2014

Let us assume that MS Publisher was used
to compose the page (it could have been
created by other programs). Since MS
Publisher can output PDF files, we will use
a PDF of this document.

[numberED can use the output of other
Windows programs who can’t produce
PDFs. They can produce SPL files — via the
numberED printer driver — please see the
numberED manual for driver installation
instructions and for SPL use.]

These instructions will assume use of a PDF
file that contains your background. Please
use any PDF file you may have on your PC
for this tutorial.

We will be printing 5000 forms.
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Now we go to numberED to do this job.

1. We need to define the sheet layout for numberED.
To do that we must create a new sheet. Select File, New..., Sheet... from the main
menu. We are using 8.5x11 inch stock for our sheet, so select letter (8.5x11) (make
sure that choice is highlighted). We want to use this sheet in its portrait orientation, so
select the portrait button. Our form consumes the entire sheet, so set the items across to
1 and the items down to 1. The finished form width and height are entered into ‘Each
item on the sheet is 8.5 wide by 11 high. There is no top or side margin, so both are set
to zero. Our example layout has no waste between items on a sheet (because there is
only one) so the horizontal and vertical gutters are zero. Lastly, give the new sheet
definition its own unique name so that you can reference it later. We will call ours
Backform. The completed new Sheet Specification dialog should look like the figure
below. (Notice the display on the right shows the layout as specified.)

|} Sheet Specificatio

Sheet Questionaine
View Zoom (%1  w Sheet Deszigh Dizplay

Select a standard sheet size OR select Custom and enter the
dimenszions below. |Letter [Ba=11] ﬂ

The sheetiz |85 inwide by |11 in high. 1

<«

Pleaze use the sheet in ity & Portrait © Landscape arientation,

There are |1 iterns across by |1 dawn the sheet.

Each itern on the sheet is
a5 inwide by |11 in high.

There is a cut away margin at the edge of the sheet of

0 inonthe left & |0 in at the top

There are cut away gutter(z] between items on the sheet of

0 in harizontally and 0 in wertically,

Give thiz sheet a name 2o that you will be able to refer to it later.

|Backfulm

ak. | Cancel | Save

. P

Then click Save to save this new specification. Finally click OK to return to the main
numberED window.
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2. Now we will setup the job (and make use of the sheet we just defined).
Select File, New..., Job... from the main menu. The Setup Job dialog will display. In
this job we are going to use the sheet we just defined. To do that, select Custom in the
Vendor / Custom listbox and then select Backform in the Sheet Name listbox. Make
sure each choice is highlighted. The Setup Job dialog should look like the following:

Job [D: UnMamed

Sheet

Select an Exizting Sheet Definition

Wendar / Custon:

Cuztom - Sheet Details...

Sheet Name:

or create a new Custom shest
Mew Cugtom 5heet

A zheet defintion must be selected for eveny job.
['fou can select either one of your previously created
CUSTOM sheetz or one from a commercial VEMDOR
or you can create a new CUSTOM sheet definition.]

Mext:> Cancel

L

Then click Next.
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3. We want forms to be numbered sequentially. Select the Normal button for sequential
numbering. The Job Setup dialog will expand and now look like:

Setup Job

Job ID: UnMamed

Cheet Mumbering l

Type of Humbering Mumbering Informatiorn

Select one.. 1 Acrozz # 1 Down

- _NDHE i + sheet 2 row 1 col 1 number
+ MNormal B |

(" BookkPage

(" CheckDigit

& sheet 1. raw 1 cal 1 number

Sheet Details... | ||:I |
Sheet Count £ 0w 1

col 2

urique: |1 A o 2 Furmber

col 1

copiez: |1 number
total: |1 Mumbering Example

Mext>» | Cancel |

b

4. We can now indicate how we want numbers to be sequenced on the forms. In the
Numbering Information section we can indicate what numbers are to appear on the first
and second pages printed. From the original example job description, we see that the
forms are to be numbered 1 through 5000. So we set

sheet 1, row 1 col 1 number 1

The form on sheet two should be numbered 2. So we set
sheet 2, row 1 col 1 number 2

We will be printing 5000 sheets; set unique to 5000.

The Job Setup dialog will now look like:
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Setup Job
|| JaoblD: UnMamed

Sheet Mumbering l
Type of Mumbering MHumnbering Infarmatian
Select one. 1 Acrosz = 1 Down
" Hone & sheet 2, row T ool T number
i+ Mormal |2 |
" BookkPage
" CheckDigit
+ shest 1. row 1 col T number

Sheet Details. . | |1 |

Sheet Caunt t r':""i"'z-l
ol
unique: (5000 A ow 2 number
cal 1
copies: |1 nurmber
total (5000 Murnbering E=ample
Hext:» | Cancel |

Then click Next to move along to the Background tab.

5. The Background tab displays a Select button for use in selecting the MS Publisher
created form as a PDF file. Click Select and choose the PDF file holding your form.
For this example we will assume it is file ahima.pdf.

The Job Setup dialog will now look like:

numberED

11/2/2014
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Jab [D: SPartForm

Sheetl Mumbering Background | ¥Yariable Datal

B ackground Image File * FPage
IE:"-.F'ru:-gram Filez rumbered'.ahima. pdf I

Selectl Eraze | Rotate COW IEI vI

" Upper Left
" Fit ta Sheet

& background file iz an optional addition ta any job.

* The contentz of the file above are dizplayed once on a sheet
az a background onto which iz printed numbering and any other
text and graphics designed for each itern defined faor the sheet.

(] 4 Cancel

Finally click Next to reach the end of the Setup Job dialog. Then click OK to return to
the main numberED window.
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6. The main numberED window will now display a rectangle representing the entire
sheet with the selected background file displayed. The upper left corner of the 8.5x11
sheet area is displayed in the main numberED window. It will look like:

" numberED vB.01
File Edit Help

T it | | %] Y|

| Arial

e =] B|Z|u|al[[E

| bt -] B

A ITDENTIFICATION

Health Information

Form for Aduls

B. CMERGENCY

AHIM/

Amercan Haghl nfarmat
Wananenart Assnoat e

CONTACTS

|»

Marne (Last) (Hirl [Middiy In Case of Lmewgency, Notfy: Primary Contact
Meurrie (Last) (ird) (Middle)
Plaiden Marme
- R ltioriship b
Brimary Address
addre
ity Swie | Zip Cods Country fHre
T yr— City state | Zip Code Country
Hume Phone Work Phone
ity Soar | Zip Lok Country S e Herk Fan
Gell Bhune E-ai A
Hurrie Phore: Wiork Phone o il s
Codl Phone E-miail Mddress
In Cuase of Lmegency, Notify: Secondary Contact
Dt of Qirth T Mk O T omale Maurmie (Last) 0 irst) (Middle)
Huight Weight Eye Colk Hair Cole
il Wiyl e Lolor 1ir Color E—
-
4 | | 3
A
b — —
numberED 11/2/2014 page 7 of 9

Contact: support@EDit-LLC.com Copyright © 2003-15 EDit Software World Rights Reserved



mailto:support@EDit-LLC.com

7. Use the scroll bars to move to the lower left portion of the sheet area. Add a number
block to the form by clicking on the Number (#) button on the tool bar. This drops a
number block on the form. Move and stretch the number block approximately over its
place on the lower-right side of the form (use the mouse to drag the block and its
corners). Then double click in the number block to open it for editing. [In a number
block you can enter normal text, but any sequence of capitalized Xs tells numberED
where and how to display the form’s number.] For our sheet, enter a zero and five
capital Xs, to indicate a six digit number (with leading zeros). You can add the text
‘Control No.’ as a first line in the number block, if you like. The edited number block
should appear something like:

File Edit Help
T | i | ma| %)) | |Arial |0 -] BlZ|U|A]l £ =] [« -] H
Huight Wight by Cok Hair Cole -
IJ te e r s Hu lationship J
Ethnicity R Wi rthimiar s/ e
Lty R irtfTEIres Sy s
Blood /RH hype Special Conditions Marita | Starus
City Starte | Lip Code Courttry
Drupsation
Home Phone Work Phone
Comparry Marmne |
Cell Phore Bl Muddross
Aaddress
City st | Lip Lo Lountry In Cuase of Lmegency, Notfy: Medical Contact
Fhone Mumber Lanyguages Spoken—Primary and Secondary Physician {Tudicate Spedalty)
Primary Health Insurance Carricr Policy Murnber
[
Sevondary Health Insurance Carder Policy Murnber
Fhone
& Dlertist Fhone:
Control No.
OXXXXX Pharmiy Phuone I
v 20086, Amencan Health Infarmaton Managemenl Asocizlon
v
] >
B10.21
=

8. Close the number block (by right-clicking the block and choosing Close and Save) and
save the form job by selecting File, Save As... (While numberED is unlicensed, the
save will be an incomplete one.)
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9. Test your numbering sequence by viewing the sheets prior to printing. Use the Print
Preview dialog to look at any page of the job you have created before printing it. Select
File, Print Preview...

Sheet Selection

“| 4| » ||
Sheet|1 ﬁl

of 5000

Yiew Zoam
['whole Sheet |

[~ Show Reg Marks?

Print Current Sheet |

numberkED

Contral Mo,
H

B A I TR P

to change the size of the preview. Use the Sheet Selection buttons to sequence through
the job before you print it.

10. You can print all or a portion of your job using the Print dialog. Select File, Print...
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