Instructions For Making RSS Tags

All supplies for RSS tag making are located in the 436 FC office, middle desk, top right drawer.  

· RSS Tag Paper 
· 7 Mil Laminating Pouches
· “STOP” hand stickers

· Laminator 

· Paper Cutter

Tip:  Turn on the laminator about 10 minutes before you make the tags.  Make sure the “Ready” light is lit before laminating.  It should be set at 135 degrees F and speed at 3.
1. Open the MS Word file “NEW RSS TEMPLATE.2010”
This can be found on the FC Forms Roster Index or in the UES Share Folder.
APS RADIATION SAFETY 
Description
XX-XX-X-X-01
XX-XX-X-X-XX

Do not remove or

change this component

without an approved
work permit

Contact 2-0101
2. You will have to enter in all the information for each tag separately.

The Description should match the component description listed in the Beamline Component Reference Table.  Or match the standard component descriptions, for example: Labyrinth, Guillotines, Shielded Beam Transport.
Font: Verdana; Size: 17
3. The RSS tag number should match the Beamline Component Reference Table and what is listed in the Beamline Component Database.

XX-XX-X-X-XX:  Beamline-ID or BM-Station Letter-Classification Component-Sequence Number
Font: Verdana, Bold; Size: 26

4. The Barcode line is the RSS tag number in the barcode font “Free 3 of 9 Extended” Size: 20

This can be found in the font tab listed directly below “Free 3 of 9” (barcode)

(This font and size are already on the barcode line on the template but just in case it gets changed you need to change it back).

Type the RSS tag number: XX-XX-X-X-XX

You will only see it in the barcode font.

If you don’t see any of the barcodes already on the template you will have to have the AES-IT group install the barcode fonts into your MS Word.  This should have been completed as of 10/11/2010.

5. Make sure you have the correct tags (number of copies and everything is spelled correctly).  Do a Print Preview to make sure the margins are correct, and 4 tags will print per page.
6. Load printer with RSS Tag paper and print Tags
7. Use the paper cutter and cut the tags down to size.  

8.  Place “STOP” hand stickers onto each tag.

9.  Place 4 cut out tags inside the 7 mil laminating pouch.  Make sure they are in each corner and even with each other.  This makes the cutting easier.

10.  Make sure the “Ready” light is lit on the laminator.  Place the laminating pouch on top of the paper carrier and run through the laminator.  You should run it through twice.  
11.  Cut the laminated tags to size with the paper cutter.

