Instructions on how to make your very own cable labels

If you have questions, email evan.linck@yale.edu

The convention we have been using for these labels is:
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An example:   











Where from is the more "central" unit and to is the more "de-central" unit (e.g. For a computer power cord, the PDU is the from line and the computer AC port is the to line). Each address follow the pattern: RACK.UNIT NAME.PORT. Each cable also has a unique number (see below for types of cord number).

The excel workbook is divided into a number of different sheets: 1 for each rack, a master list of cables and 1 for each type of cable. If you want to create a new label, you should use the sheet "cable labels" for working. The other sheets are for reference and to hold the correct information in case something goes wrong on the "cable labels" sheet.

This workbook uses macros to define a function (=CABLE()) which simplifies making a large number of labels. In order to view some labels, you will need to enable macros (usually found on a security pop up when opening the workbook). To see the code, go to View->Macros->View Macros and then type in CABLE under Macro name and hit edit.

Using the excel workbook:

1. If reprinting old labels, search for those labels in their respective sheets, and copy/paste them to the sheet "to_print", follow instructions for mail merge
2. If changing an error on a label, fix the error on the page "cable labels" on the list of ports (the left/red columns). This should update the label in the all cables list (right/green columns). Copy/paste this fixed label to the necessary sheets. Copy/paste label to the sheet "to_print", follow instructions for mail merge
3. If you are making a lot of new labels (read: all of the DAQ rack labels) and don't want to type out everything by hand follow these steps:	
	
	Important: Once a label has been made, the order of the list of ports (left/red) cannot be 	changed or sorted, as this will mess up the labels. New entries must be added to the 	bottom of the list or in a currently unoccupied row, meaning do not shift rows down to 	add space

	This system was built with ease of making changes and saving overall typing in mind

1. Define each port in the left/red columns of the "cable labels" sheet (the function =CABLE only works on this sheet, but can be changed by editing code, see above)
2. To make later changes easier, in columns K-R, every type of cable name and configuration is listed. These can be used in conjunction with the function =CONCATENATE() to form port names which can be easily changed. See the workbook for examples
3. Once ports are defined, they need to be put into label form. For each to/from address, simply type in =CABLE(#), where # is the number of the row the port name is in. This will link up the info in columns A, B and D in the correct order and update any changes to names automatically after rerunning the macro.
4. Give each cable a number: UBX - ####. (UBP - power, UBC - copper, UBK - kvm, UBS - serial, UBF - fiber) and a note about usage (such as type or cable length)
5. Copy/paste all labels you want printed to the sheet "to_print" and follow instructions for mail merge


Using mail merge:
1. Open Microsoft Word and load file "cable label layout.docx". This  file already has the mailings process started and the correct format for each label. 
2. Microsoft word should prompt you to merge the data from "to_print" sheet. If it doesn't link or there is an error, you might as well just create your own (see below), as I have no idea what to do.
3. Go to the mailings tab and hit preview results. The first 21 labels in "to_print" should appear. If a line overflows, wait to change in until the next step.
4. Hit finish and merge->Edit individual documents. This will show all of the labels you are about to print. Make changes to any label you want now, such as changing font size of lines
5. Print the labels. The label sheet should be face down in the printer with "Feed this direction" toward the front of the printer. If you are using the printer in DAB annex, it might be useful to adjust the left margin and make it one adjustment bigger (not a full 1/8 inch, just one sliding unit) as the printer is a bit weird. For other printers, don't do this.

If the above does not work:
1. Watch this tutorial on Microsoft word mailings: http://www.youtube.com/watch?v=jNEyvGHvlpk

	notes:
· Because the labels we are using are non-standard, when choosing a label type, select create a new label. Dimensions of labels can be found here: http://www.cablelabelsheets.com/files/PDF/LSL-78.pdf 
· The names of each column in "to_print" are cablenum, from, to, and notes
· I have found that using bold 8 point font for the Cable # and notes and between a 6 and 7 point bold font for the addresses to work best.
· To center the labels on the bottom of the white portion of the label, select the table and go to table tools->layout->alignment and select bottom centered.
· I use a 3 point spacing between each line (can be changed under home->paragraph->line spacing -> line spacing options-> spacing -> before and typing 3 pt)

Yay! Now you have your very own cable labels.
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