Instructions for Using Info Express Excel Version
· When you initially open up the Excel document you should enter the pickup date and your library information in the yellow area.
a. Line 1: enter the pick-up date.  

b. Line 2: enter your library name.

c. Line 3: enter your library’s delivery address.
d. Line 4: enter your library’s city, state (IN), and zip+4

e. Line 5: enter any  building or location information for your library
· Save the document. This will be your working copy that has your saved library information so that you won’t have to enter it every time you create a shipping log. Example names for saving: manifest_backup or blank_shipping_log.
· Also make sure and note “where” you save the spreadsheet ie: desktop, MyDocuments, or a new folder that you create.

Step 1
Create a Shipping Log:
· Enter the Parcel ID from the shipping bag.
· Click on the Destination cell in the same row as the Parcel ID you just entered.
· Select the destination where the parcel is going from the drop down menu.

· Click in the Parcel Type cell, and choose the type of parcel that is being shipped.

· After you have entered all your parcels for this shipping log save the document. Example (manifest_7_25_2007).  Later you can add or delete from this log without having to recreate the log.
* It is important to note that you should not work with any of the data at the bottom of this page highlighted in red.  Also, do not alter any of the other two worksheets (convert or Labels) in the workbook.  This could cause your spreadsheet to become corrupt and no longer work.
Step 2

Print the Shipping Log:
· Select File Print from the toolbar or click on the printer icon on the toolbar
Step 3
Initiating an Excel Macro:

· Choose the “convert” tab at bottom of the Excel spreadsheet.
· Hold down the ctrl key, and x key simultaneously (ctrl-x)
· This is a macro that populates the labels with the information that you selected from the shipping log.

NOTE:  If you get a macro security screen, do the following:

· Click tools from the tool bar

· Scroll down to macro, and click on “Security”

· Then click on “low” to change the macro “Security Level”, and then click ok.  You must close the spreadsheet and then open it again for the change to take effect.

· This does not put your computer at a lower security level; this macro was designed for this spreadsheet exclusively and did not come from an outside source.

· You will get the following pop-up box:

· “Do you want to replace the contents of the destination cells?

· Click “OK” and go to the Print Labels section below to continue.
Step 4
Print Labels:

· Choose the “labels” tab at the bottom of the Excel spreadsheet.

· Highlight the area (or labels) you would like printed.  The numbers 1 – 27 appear to the right of each row of each label.  This is just a reminder of that label number and need not be printed.
· Choose File from the tool bar

· Choose Print Area

· Choose Set Print Area

· Now choose File Print, or click the printer icon on your toolbar
