NCAH PORTAL CVB QUICK REFERENCE GUIDE

Using the CVB template for a label mounting sheet

Where were changes made in the 6/2/2020 version?
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?

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?

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:
e Current License Status = status at time of label submission
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Using the CVB template for a label mounting sheet

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 Translations

Section 5 - Submitting Label Sketches

Appendix - Instructions for Scaling Pages in Adobe Acrobat PRO
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Using the CVB template for a label mounting sheet

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.

General Information

/2YLIXSES (KS KSI-RSN

e Enter the required data or select a value from the dropdown picklists.
A 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.

Replaces Label or Sketch: (1] f
Master Label for: (2] 1;
Translation: (3 ¢

Export Only: L4 !
Comments: @ f‘
{

~

".J%#H'—*—’«;_rﬂ_"_“-—-;"

0 Replaces Label or Sketch: List all labels or Sketches that are being replaced.
eMaster Label: Submit smallest size final container, enter all dose sizes.

e 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.

o Export Only: Choose Yes or No.

eComments: If you have any additional comments they can be placed here.
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CVB Word Template

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.

QThe 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.

e Headers and footers are
typically “grayed out” when the

cursor is in the body of the

document. There are several Establishment Enter Est Code. Product Code
ways to move the focus out of lick here to enter Trme N:
the body of the document and M EditHeader | Pkg Size:

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 posbit, = .
command. : '

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, * jfif, *.jpe, *.png, *.bmp, *.dip, *.rle, *.gif, *.emz, *.wmz, *.pcz, *.tif, *.tiff, *.cgm, *.pct,
* pict, *.wpg)

¢ |nsert the image at 100% of its actual size, if possible.

e |tis permissible to increase the page size to accommodate oversized labels. It is 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: From the Page Layout menu, open the Page Setup dialog box.

El H - O0%&- - Using the CVE template for a label mou
FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCE! MGS REVIEW VIEW DEVELC

I 1 ==

: _ : _ [ Line Numbers = 0 pt = el 4
Margins Orientation Size Columns _ — | Position Wrap  Bri
= 5 = 2 bt Hyphenation - 0 pt ki Torte Eoava
Page Setup T Paragraph T
From the “Paper” tab of the Page Setup dialog box, "¢ (=t
you can specify a page size up to 22” x 22”. | Margins | Pacer Liayout
Paper size:
Paper source
FEirst page: DOther pages:
- -
Automatically Select Automatically Select
Use printer settings Use printer settings
Tray 1 Tray 1
Multipurpose Feeder Multipurpose Feeder
Manual Paper Manual Paper
Manual Envelope Manual Envelope
Preview
If the page size cannot be increased Aoplrter
enough to fit the image at 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.

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

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 click “Edit” in Adobe Reader (or equivalent) and select the “Paste” option. You will then have to zoom
out to shrink the page down to resize the image to fit the page.

£ Tebel Test in Neader.pd - Adobe Acrobat Pro DC

File [0y View Window Help

HS 9 undo cl+z B O A O
S TP E OO 0 R D00 wm BRRBEAR P BDTLEALAT & 2O ==0120 A %
Cut Ctri+X =
Bl Copy Ctri+C “ Search tools
[2) paste ctri+v
;g\gg\ r__‘ . [# Create POF

est in Reader.pdf - Adobe Acrobat Pro DC

View Window Help
Tools Label Test in Reade... % @(
B a o ¢ x B @ ® ® 0| KM z - R BER T DIZBAT & 72 @

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.

Home  Tools Label Test in Reade... ® 0

a
BBEBQOCxEEIEBOO v MNPOO - BBEERT DIVZPBALT & Z0==00 A

[ create PDF
G Combine Files

52 EditPOF

[ Export POF

£[] Organize Pages

_ mm
[ send for Review
A, Fill &sign

8 Scan & OCR
O Pprotect
Prepare Form

/% More Tools

The page size can be changed using
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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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.
o Ifthe 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 | Pkg Size:
True Name:
B DA N e N LAY T oV L S T i
Replaces Label or Sketch:
Master Label for:
Translation: Chooseanitem - X
USDA-APHIS Representative
Export Only: Choose an iem APHIS USE ONLY
Comments: CVB Label #: ML #:
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:

C-LabelTemplatePDF.pdf - Adobe Acrobat Pro DC
File Edit Viemhwindow Help

Home  Tools C-LabelTemplatePD... X

B 8 Q D CXKERIBO®O© 1O PBRBQAORD DTZ2ZBEBT &L = -

PageThumbnails X

B- @R OQ
Establishment: Product Code: Label Type: Select Type J Pkg Siz

® © 4O

True Name:

1

Click on page 1 so that it is highlighted with a blue box:

B C-LabelTemplatePDF.pdf - Adobe Acrobat Pro DC
File Edit View Window Help

Home Tools C-LabelTemplatePD... X

B 8 Q O CXKEBEERBE®O  H P BRBQANDRD DT LBET,
O Page Thumbnails X

n B- T&EOQ

PN Establishment: Product Code: Label Type: Select T
< True Name:

C-LabelTemplatePDF.pdf - Adobe Acrobat Pro DC
File Edit View Window Help

Home Tools C-LabelTemplatePD... x

B 8 Q DS CKEEEBO®O® o PBRBAORD DT BT
o Page Thumbnails X

0 B UTROQ

. Establishment: Product Code: Label Type: Selec
S True Name:
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While holding the Control key (Option/Alt key on Mac) click and drag the page down:

C-LabelTemplatePDF.pdf - Adobe Acrobat Pro DC

File Edit View Window Help
Home  Tools C-LabelTemplatePD... X
B 8 Q DS CxKEBEHgEO®O S PBQAORDLD DT 2BETA
[D Page Thumbnails X
g B 0ROQ
® — Establishment: Product Code: Label Type: Select Ty
S True Name:

1

Mo

You should now have two pages. Repeat this process for however many pages you will need for your label.

[E C-LabelTemplatePDF.pdf - Adobe Acrobat Pro DC
File Edit View Window Help

Home Tools C-LabelTemplatePD... x

B 8 Q DO CxEBEAAEO®O© 2 PePBQORD DT LBRET.
@ Page Thumbnails X

g BlgR0Q

- Establishment: Product Code: Label Type: Select T
g True Name:

1

2
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Adding the Label Graphic

G 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:

F One way is by taking a snapshot of the PDF image as follows:
(@] GO to your printer pr‘OOf and C"Ck Medicine Label.pdf - Adobe Acrobat Pro DC

the Snapshot icon File Edit View Window Help
o Then h|gh||ght the entire image Home  Tools Label Test in Reade... New Lagel 318629-05_M+Pac...
and click OK 0 -
BE&e Q 9QC xBAEHBOO ] D
) Miecivins Labe el - Adobe Acrobt Fra D a
Home  Tools Label Test in Reade.. Mew Label Templat... 318629-05_M+Fac.. Medicne Labelpdf % -] @ a .
BEAQOSCcCKEDEOO | " DOQ =»-F BAR T DHIZF&T & £Z£H==o0 G 4o
By Create PDF
B8 combine Files
E2 EditpOF
B Comment

By Export POF
] organize Pages

i
B send for Review

6 The selected sres s been copied.

A, Fill & Sign

B scan & OCR

IR0 nat shaw this message again

O Protect
B prepare Form

A More Tools

\. J
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(o An alternate way to add a PDF image to the body of the mounting sheet:
o Go to your printer proof and click “Edit” and “Select All”

New Label Templat... 318629-05_ M+Pac..

BE®O® 1 MO OG

Medicine Label.pdf %

R BO

168%

Eln
@
@
]

Select All Ctri+A

Deselect Al Shift+Ctrl+A
Copy Fie to Clippoard
Edit Text & Images

+ {8} Take a Snapshot

Check Spelling »

Look Up Selected Word

Q_ find Ctri+F
Adyanced Search Shift+Ctrl+F

Manage Tools
» Preferences... Ctri+K.

g B & T & 2O =

=20

>l

Search tools
[ Create POF
E¥ Combine Files
52 editPoF
B Comment
[ Export PDF
£[] Organize Pages
£l org: 9
_ EE
[ send for Review
A Fill &sign
i Scan & OCR

O Protect

Prepare Form

J

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

o Select “Copy Selected Graphic”

Label Test i Reade.. New Labsl Tempiat... 318629-05 M+Fac.. Medicine Laoelpdf X

SCxXBABOEO 1 AHOOG =m- KB OE K-

= Copy Selacted Graphic
Select Al
Desolect A

>

& pe

Creste Link..

Lo |

T DTZ2P&T & £Z20==0 4

Search 1ok
[ create POF
BN combine Files
&2 EditroF

B comment

[ Bporteor

E[] Organize Pages
[ sendtor Reviey
A, Fill & sign

¥ Scan B.OCR
O Protect
Prepare Form

# More Taals

o Go to the mounting sheet and right click into the body of the document and select “Paste”.

Home Tools Label Test in Reade... New Label Templat.. X |  318629-05_M+Pac... Medicine Labelpdf ® O A O
BBHBQ 9CxBEREBEBOO®O | " PMWOO -3 BERT ITLZPB&HET & LZOH==00 G %o
IEditPDF it T AddText [a Addimage f Link~ [B CropPages [Z) Header & Footer~ [3) Watermark~  [E] More~
=

FORMAT 23
© ’ B
Establishment: Product Code: Label Type: SelectType | Pkg Size: - N
. W o
True Name: = E

@ : T T TTT
= EE (B
SR = N= B
= o= - g
I ° & o 1Y
= overs 2
seect A1 B Af - .
i
Add Text Box O Q& o =
\ Add Image. N # Edit Using. - |0
scanneD DocuwENTs L]
£ settings ,o

[ Recognize text
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o The image will appear on the mounting sheet and can be moved by clicking on the blue box that surrounds it.

Home  Tools Label Test in Reade. New Label Templat.. x | 318629-05_M+Pac.. Medicine Label.pdf [ OR W )
BBQ 9 CXBEAEEBOO ++ | APDOE =- FBABEOR P ILZLBALET G O ==0 G %o
IEanDF Tedt T AddTet [a Addimage o Link~ [} CropPages [E] Header & Footer~ [3) Watermark~ [E] More ~
=
o * rormaAT [N
0 2]
o i a
S EH ("
== 23
= i
T, A
I, 1Y
owsects 4
> A1 = i
pamE- =
. 5 A Edit Using, 0
scanneD DocumeNTs B
?Semngs ,o
[ Recognize
Show bounding boxes
[] Restrict editing

0 If the page size cannot be increased enough to fit the image at 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.

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.

e Ifthey 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.

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.
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APPENDIX: Instructions for Scaling Pages in Adobe Acrobat PRO

Instructions for custom scaling page size in Adobe Pro

This is a one-time set up. Once you have gone through these steps the function will remain set in Adobe all
the time (on every document done after that). 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 ‘Tools’.

B3 Adobe Acrebat Pro DC
File Edit View Window Help

Home Tools

Q bearch lcu\s\

Create & Edit

~ ED £l = Zo =i H

=+
Create PDF Combine Files Organize Pages Edit PDF Export PDF Scan & OCR Rich Media
(=[] (G ) (o [ (G [5) [ [ (G ) [ 1)

Share & Review

™ (& & 2 @
Share Send for Review Comment Stamp Compare Files Measure
=T =T =T =1 =T =1

Forms & Signatures

4 B &

Fill & sign Prepare Form Certificates

=T 1) =T

Protect & Standardize

- 8 X
|
Lol W ]

[y create pOF

B combine Files
E2 editpor

[y Export PDF

#[] organize Pages
[% send for Review
B2 Comment

L. Fill & sign

2 Scan & OCR
O Protect

&g Certificates

Print Production

2. Inthe search field type “Preflight”. When the options are presented under the search line, click the word ‘Preflight’

near ‘Print Production’.

I8 Adobe Acrobat Pro DC
File Edit View Window Help

Home Tools

Q Preﬂugﬂ__

Reduce PDF file size, enable fast N Preview, preflight, correct, and Create PDF/A, PDF/E or PDF/X
S web view, and control image prepare PDF files for high-end pa files to comply with 10
= and font options print production = ; ] standards
Optimize PDF & Preflight Print Production % Prefight PDF Standards % Preflight
(e T G I-] [ -]

- o x |
|
20O a0

E% Create PDF
Bl Combine Files
2 editror

[ Export PDF

£[] Organize Pages
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APPENDIX: Instructions for Scaling Pages in Adobe Acrobat PRO

3. Adialog box will open. Click the tool icon £ then click the ‘Options’ button.

Open afile to enable more tools

Preflight

- Standards

Show all | ﬂ&”r ﬂl Finc a

Convert registration color to CMYK blacl -
Force blend color space to Device CMYK

Force blend colar space to sRGE

Merge spot color name if appearance is identi

Set black text to overprint
Set white text to knock out

bobobvL

» Document info and Metadata

I Interactive elements and properties

» Page contents

¥ Pages
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}
Remove page objects which are completely outside of page area

- Edit. v

ko iy

bovo0

-

Further Options

4. Inthe Options dialog box that opens click ‘Create Fixup’.

(e s tusdws |_Mm -

y Create Pepor..
| show an | W eE m i
[ Gocument infa and Metadata Skl
= _‘-m-’_.- Inser Pesu®s oi Comimenan
L qu-url-n Bemgrr Prefight Corenenty
B Creabe an ivisitie brsl copy Tor ol text
e Duigad Rultgne information
B 1 Downzsmple bmas images b 500 ppi f sbove 300 ppé
_O Dinsample colos wmages to M0 ped f above 450 ppa Edt Fimap.. "
e Diewnsample Graridass images Lo 300 goi & abeee 453 peu Dupbcate Finsg...
e Fastten trarpaeendy igh reichution) B i
|15 Futten tasapsency nigh A, na af HCbaned CMIG e i
5 . Reduce i depth Fou 16 bit mmages Lo B b Expon Profile_
D Romove o beansparency grous Impar Peofie_
| F -] et minimun fine width ta 0,14 gt Crate Profile Summaty.
|| Page Creste
B dube-roed neting of page grometry booes £ oo
o Conaerl page conbsnd nbe (M enage (150 ppd, hegh FPEG guabty]
O Coner page comleet ints RGE image (150 pei, Righ IPEG qualty Brewese Inbernal POE Srochure
BT Regus ' ;

Broweia inbeimal Ford Sinaitung

1 Fiem i whith oulside of
g— oL aobin i kA it £ Brate intemad Seructure of A8 Docwnent Fosts
1 o

| b Fufthi Dptiont

Search all Libearey
lanage Libapries...
Expont Libraty ..

Imyport Liteary ..

Hela

Prefeences...

Shire Dty Wiksrmgr_
Tool Butbon Labels
Fodde Prelligha Wit
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APPENDIX: Instructions for Scaling Pages in Adobe Acrobat PRO

5. Inthe box named ‘Type of fixup:’ type “scale”.

Preflight: Create Fixup

MName: Finup category: Type of fixupc*:r.ale

m Color spaces, spot colors, inks .
Comment: Scales the page content to a given

H Pages percentage without changing the page

A 1 Document info and Metadata dimension.

= Interactive elements and properties H Scale pages

',H Document j Downsample/compress grayscale images

j Page contents

=y 7

H Scale page content only:

Sealeto O E
-
Relative to Lower left comer < ¥ |
W
Apply this fixup to:
[+ current file
[]Embedded files
o =
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APPENDIX: Instructions for Scaling Pages in Adobe Acrobat PRO

6. Select ‘Scale pages’ from the list.

B 2dobe Acrobat Pra DC
File Edit View Window Help

Home  Tools

I Print Production Preflight

(ﬁl’mllles J Results . 4 Standards Options ~
Show all S - I =) | 2T

) Jx
Preflight: Create Fixup X
Name: Fixup category: Type of fixup: scale [<]
New Fixup v ] scale page content only
|12 Color spaces, spot colors, inks =
Comment:
| Pages Scales all pages in the PDF.
~ Ti| Document info and Metadata *| Downsample/compress grayscale images
= Interactive elements and properties
'H Document
| Page contents
Py G
H Scale pages:
Short edge: 100 \ v
v
Long edge: 100 \ v

Unit: percent + ¥

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

Applyto: Al pages VILI_ILI

[~] Factor in page scaling factors

Apply this fiup to:

[ current file

[] Embedded files
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APPENDIX: Instructions for Scaling Pages in Adobe Acrobat PRO

7. 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 within the purple boxes
below. 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. When completed click the OK button.

| 3nuw di 1 L AW U] iy - w0
Preflight: Create Fixup *
Mame: Fixup category: Type of fixup: scale
Mew Fixup v ana (A L) H Scale page content only
mColorspaces, spot colors, inks Hﬂm
“omment: H Pages Scales all pages in the PDF,
Ti| Document info and Metadata *| Downsample/compress grayscale images
= Interactive elements and properties
"H Document
j Page cantents
= v
ﬂ Scale pages:
Short edge: 100 ﬂ
-
Preflight: New Variable .
sh-:-rt edqe
. short edge:inches
v| + &
Type: Value type: Float —I —l —I
[ Detault value: |
9
Apply this fixup to:
[] current file
[]Embedded files
] Allow Browse button if feasible
e |:| Limit input values to specific values " | | Cancel
“ Usage... | OK Cancel ‘
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APPENDIX: Instructions for Scaling Pages in Adobe Acrobat PRO

8. 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 within the purple boxes
below. 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. When completed click the OK button.

| e 1 L A O il N T o mn - )
Preflight: Create Fixup >
Mame: Fixup category: Type of fixup: scale
MNew Fixup v —_—— ~ H Scale page content only
mcmor spaces, spot colors, inks Hscah& pages
Comment:
ﬂ Fages Secales all pages in the PDF,
ﬂ Document info and Metadata j Downsample/compress grayscale images
= Interactive elements and properties
'_H Document
j Page contents
= hd
H Scale pages:
Short edge:  <short_edge:9> v
S Long edge: <long_edge:11=
unit:| Preflight: New Variable X

o S
% e ——

€|
Type: Walue type: Float

Default Value:
11
Apply this fixup to:
E Current file
[JEmbedded files

Usage... |:| Allow Browse button if feasible

|:| Limit input values to specific values

f Usage... oK ‘ Cancel
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APPENDIX: Instructions for Scaling Pages in Adobe Acrobat PRO

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 within the purple boxes below.
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. When completed click the OK button. 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.

| v an 1 L' AW e NV LN B e |
Preflight: Create Fixup >
Mame: Fixup categony: Type of fixup: scale

Mew Fixup v e All

H Scale page content only
mcmorspaces, spot colors, inks H Scale pages
Comment: ﬂ Pages

Scales all pages in the PDF,

-ﬂ Document info and Metadata j Downsample/compress grayscale images

= Interactive elements and properties
y Document

j Page contents
£

v
ﬂ Scale pages:
Short edge: <short_edge: 9> | -
v long edge:  *long_edge:11> | -
Unit: percent
A Preflight: New Variable %

AT El u| = o
=] e
Ty

b
pe: Value type: PopUp

Apply this fixup to: Default Value:
inch |
E Current file e

[JEmbedded files

Usage...

sl

[ &now Browse button if feasible

|:| Limit input values to specific values

g Usage.. | oK ‘ Cancel
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Using the CVB template for a label mounting sheet

APPENDIX: Instructions for Scaling Pages in Adobe Acrobat PRO

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

omeem e AN AT - = -
Preflight: Edit Fixup *
MName: Fixup categony: Type of fixup:
Scale to inches v we All - H Remove pages -
c " mcmor spaces, spot colors, inks H Remove viewport entries
ommen H Pages H Replace invalid shortcuts in the “Filter” entry
-j Document info and Metadata H Rotate page content
= Interactive elements and properties H Rotate pages
-H Document H Scale page content only
-
/J} Page contents v H Scale pages v
H Scale pages:
- Short edge:  <short_edge:9> ‘ v
Long edge:  <long_edge:11= ‘ v
Unit: <unitinch> 'I v |
Adjustment:  Fit from inside (add white space) 'I v |

Applyto: Al pages d Ll _| ﬁl

@ Factor in page scaling factors

Apply this fixup to:

[ current file

[JEmbedded files

‘\ This fixup is not locked.

— | o |

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

Preflight

|1l Essentials * E

Cﬁl’mﬁles \, Results v Standards Options ™

Show all -| ﬂg”r ﬂl S

jo Set black text to overprint
D Set white text to knock out

>

» Document

- Document info and Metadata

» tive el ts and properties
» Page contents

v Pages

ﬂ Auto-correct nesting of page geometry boxes

ﬂ Convert page content into CMYK image (150 ppi, high JPEG quality)
ﬂ Convert page content into RGE image (150 ppi, high JPEG quality}

ﬂ Remove page objects which are completely outside of page area

ﬂ " Scale Page Content inchesScale Page Content inches005cale Page Cor

Edit.. v,
» Further Options p Fi)(l
Run checks for visible layers only
Preflight only pages 1 tg 1
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Using the CVB template for a label mounting sheet

APPENDIX: Instructions for Scaling Pages in Adobe Acrobat PRO

12. To use the scaling option when using the CVB PDF label template, open Adobe PRO and go under Tools, Print
Prodction and click ‘Open’.

Home  Tools ® ® a .
Q Search tools [y Create pOF
~
Share Send for Review Comment Stamp Compare Files Measure BN Combine Files
(3 7] (o 7] (e 7] [ 7] (re 7] [ 7]

&2 editPOF

a Comment

Forms & Signatures
[® Export PDF

ﬁ @ m r|:| Organize Pages

[ Send for Review

Fill & Sign Prepare Form Certificates
Fill & Si
o=l (= el b At
B scan & OCR
Protect
Protect & Standardize O prote
» Prepare Form
O “ B ®
< =0 =
Protect Redact PDF Standards Optimize PDF Print Production Accessibility
(@ 1) (e ) (e 1) (7 ) i ] (e )
Add Shorteut
Customize Learn More
] =
Create Custom Tool Action Wizard Index JavaScript
(e ) (e ) (e 1) (e )

13. Click on the ‘Select a File’ button and open the PDF template.

- A at Pro DC
File

Window Help

Home  Tools

I Ixint Production

Open a file to enable more tools

nat
File Edit View Window Help

Home®  Tools New Label Templat.. X ORI ]
BB Q@ 9C XEEPEOO© | A MO - BB AR T DITLELT & O ==50

I Print Production

i 3 Output Preview B
@ hEstablishment: Product Code: Label Type: Select Type | Pkg Size: B moom =
g True Name: [ Convert Calors a

4 Flattener Preview

R Save as PDF/X
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NCAH PORTAL CVB QUICK REFERENCE GUIDE

Using the CVB template for a label mounting sheet
APPENDIX: Instructions for Scaling Pages in Adobe Acrobat PRO

15. 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.

cﬁ Profiles Results w Standards

1
Show all -| ﬂﬁ@ ﬂl (%]

» Document info and Metadata ~
b Interactive elements and properties

¥ Page contents

Create an invisible text copy for all text

Discard halftone infarmation

Options ~

Downsample bitmap images to 600 ppi if above 200 ppi
Downsample color images to 300 ppi if above 450 ppi
Downsample grayscale images to 300 ppi if above 450 ppi
Flatten transparency (high resolution)
Flatten transparency (high resolution, no decalibration of ICChased CMYE])
Reduce bit depth for 16 bit images to 8 bit
Remove unnecessary transparency groups
Set minimum line width to 0.14 pt

Pages
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 quality)

" Regular
Remove page objects which are completely outside of page area 2

Povoob ‘PovooodOLRDD

Scale Page (in)

o]

Crala Dama Camtant (sl

¥ Further Options 3 ﬂ Fix

16. 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 (in):
Short edge (in): 9

Unit: inch '|

[Jinspect variables ll il ﬂ

oK || Cancel \
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APPENDIX: Instructions for Scaling Pages in Adobe Acrobat PRO

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.

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

e These steps are completed after you have selected your custom size and while still under Print Production
(instructions above). If not still in Print Production, select “More Tools”, then “Print Production” and “Open”.

e Select “Edit Object” and highlight the entire header.

C-LabelTemplatePDF 15x10 again.pdf - Adobe Acrobat Pro DC
File Edit View Window Help

NCAH PORTAL CVB QUICK REFERENCE GUIDE

Home  Tools C-LabelTemplatePD. C-LabefTemplatePD... C-LabelTemplatePD. 1081.02_Mounting, A-LabelTemplateW. C-LabelTemplatePD.. C-LabelTemplatePD... % 2o a4 O
B8 Q S CHKEBEHEO®O A PBAORD DILBETELZLO ==& 0 =
=T
~
Lk} £ Output Preview 2.3
n & Pprefight El‘
@ B Edit Object H
@ [ Convert Colors a
+.
E23 Flattener Preview B
£
) @ Seveas PDEX .
Establishment: Product Code: Label Type: Select Type -l Pkg Size: Gl
[ set Page Boxes (i
True Name: Add Printer Marks 4
Fix Hairl o
& InkManager o
Al P &) Trap Presets
™

file Edit View Window Help

jome Tools C-LabelTemplatePD... C-LabelTemplatePD... C-LabelTemplatePD... 1081.02_Mounting... A-LabelTemplateW... C-LabelTemplatePD... C-LabelTemplatePD... %

B a8 O CKEQDR®O S PeBRBQORD DI BT &LEH ==&

Print Production

()

H
@
g

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

True Name:
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Using the CVB template for a label mounting sheet

APPENDIX: Instructions for Scaling Pages in Adobe Acrobat PRO

e Once the header is highlighted, hover over it until you see this four pointed arrow. @

File Edit View Window Help

Home  Tools [ D... L c-L D... 1081.02_Mounting... AL L C-LabelTempl x 8|3 A .
B e a CCXKBEEOBOO N PBANDRKRD BT LZETAEALOZE—& o0 2 B %
| Print Production
=

o : ¢ Output Preview B
H B Prefight BN
@ B Edit Object H
[ Convert Colors a

8 2 Fattener Preview
B
Y % saveas POEX .
EstabHshment: Product Code: Label Type: Select Type | Pkg Size: 20
[® setPageBowes (iKY
True Name: Add Printer Marks 4
[ Fix Hairlines 5

& inkManager

« LR~ 0

e This will allow you to move the text of the header to the top of the page by clicking and dragging to the correct

pOSItlon.
Home  Tools C-LabelTemplatePD... C-LabelTemplatePD... L 1081.02_Mauntir A-LabelTemplateW... C-LabelTemplatePD... C-LabelTemplatePD... * [ O Y .
B & a O CHBEDEOO B APBRBAQAORD BTLZLPET &L ==§& 0 A=Y
| 7o prosucion
i B =

o Establishment: Product Code: Label Type: Pkg Size: B} Output preview 23
2 ]
n True Name: & Prefight 2
@ &) Edit Object K=

[ Convert Colors
8 £ Fattener Py -
attener Preview B

o saveas PDF/X
Select Type - =
[ setPageBores (I
Add Printer Marks 4
[ FixHairlines =

& Ink Manager
)]

e Go tothe Prepare Form Icon by clicking “More Tools” at the right side or the "Tools" tab at the top.

Search tools

E% Create PDF

Eﬁ Combine Files

£2 editpor

a Comment

[ exportPDF

'D Organize Pages

I:ha Send for Comments

A, Fill &sign

B Scan & OCR
Protect

@ Prepare Form
’o, -
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APPENDIX: Instructions for Scaling Pages in Adobe Acrobat PRO

e Select “Prepare Form”.

C-LabelTemplatePDF upciated 21Apr20.pdf - Adobe Acrobat Pro DC

File Edt View Window Help

Home  Tools

Q_ fearch tools

C-LabelTemplatePD.

Create & Edit

O W ]

[ Create PDF

B Combine Files

E2 editpoF
A E‘j ([] = = B B Comment
=0 —& == 0= =] R export POF
Create PDF Combine Files Organize Pages Edit PDF Export PDF Scan & OCR Rich Media . _
£[] organize Pages
(G ) (o ) c=an) (G ) (o ) o T (e o)

Share & Review

(&

Send for Comments

&

Stamp

™

Share

&)

Comment

Compare Files

G

Measure

=15 (= 7] G 1] =15

(e -] [ ]

Forms & Signatures

Z4

Fill & Sign

&

Prepare Form

&

Certificates

E=30 (o= -] (& ]

e Highlight all the fillable fields of the header.

C-LabelTemplatePDF 15x10 again.pdf - Adobe

Acrobat Pro DC

[ send for Comments
A, Fill &sign

i3 Scan & OCR

O Pprotect

» [ Prepare Form

Print Production

File Edt View Window Help

Home  Tools C-L D. C-L D. C-L: D.. 1081.02_Mounting.. AL C-L C-L: D... X -] @ A .
B &8 Q OB EBEO®O S OBANRDL TYZBEBT XIS ==& =0 2=
| o rom r D THHOEFEL R @ # O @ (o
Iy Establishment: Product Code: Label Type: Pkg Size: TN CENTER B
o B &8 =M 2
True Name: Toeh @ o
@ MATCH SIZE DISTRIBUTE (=
g s oS &
B

T More -
. —, @
v (@ Pagel - B
] Text1#0 A
[l Text2#0 §
[E1] Text3#0 '&
EP Dropdownd#0 0

e Hover over a fillable field until you see this black arrow. &

jome  Tools L D... L c-L 1081.02_Mounting. A-L c-L C-LabelTempl x [} @ A .
18 Q O CKEDE®O nnHARBRBAOHRERDLD TYZ2BETHLLIDH ==& =20 a =2 %
——— rD T HNHOEF® @RS @ £ O [ reie NEEP)
3 Establishment: Product Code: Label Type: Pkg Size: B e TR B
1 B&s =@ on
True Name: T n @ =

2 MATCH SIZE DISTRIBUTE L=
4 G s 7
B

T More o

I s oy | @

v @ Page 1 ~ DF

] Text1#0 2

] Text2#0 .

o] Text3#0 &
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o Click and drag all the fillable fields until they line up with the text fields.

e

Home  Tools cL C-LabelTempl c-L D.. 1081.02_Mounting... AL C-L D.. c-Ls x B @ A .
B8 Q S CKEBEHE®O A BAORD TYLPETHLID==a =0 A=
| rovare rom VS TONHOEFEER=Z @ £ O D (-
o Establishment: | ®¥ | Product Code: Label Type:[ssleet @@ -| Pkg Size!] | 2T e CNTER 23
& &8 2@ BN
. 3
N True Name: Txh @ o
@ MATCH SIZE DISTRIBUTE 0=
e Gtk s B
B
T8 vore o
FELDS = 4. L
v B Page 1 G
1] Text1#0 4
[ Text2#0 §
[ Text3#0 [}

[° Dropdown4#0
< 4 1 Texts#0 0
1 Text6#0 L]
] Text11#0 s

The header will now be at the top of the page.

FOOTER:

o Select “More Tools”at the left side of the screen, then “Print Production”, then “Open”

Search tools

@; Create PDF

E‘F Combine Files

B C-LubelTemplst

E Edit PDF Fle Edit View Window Help

Home  Tools L 5 c L € 108,02 Mouniing.. A-LabelTemplateW.. cuwﬁmpuwn_’
a Comment Q fearch tools
Ij\_o Expart POF Share send for Comments Comment stamp Compare Files Measure

[ -] c=30) [or [ [ [ s [-]

11 Organize Pages
D;. Send for Comments Forms & Signatures

£ Fill & sign 4 é@

B scan & OCR

Fill & Sign Prepare Form Centificates
O proe =T

Prepare Form
B pren Protect & Standardize

0 L B B

Protect Redact POF Standards Optimize PDF

(aai T-] (ras -]

Print Production

[ @

A
=

i

I Y PR WL T Y W T Y

)
Protect & Standardize
9 yZA E - 4] ®
R —e =
Protect Redact PDF Standards Optimize PDF Print Production Accessibility
E=an [pa 7] [da [] (e [] e [] RE

Open
Add Shortcut

Customize Learn More
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e Once in Print Production, click “Edit Object” on the right side.

[® C-Labe TemplatePDF test.pdf - Adobe Acrobat Pro DC — u] b4
File Edit View Window Help
Home  Tools C-LabelTemplatePD... ¥ ' ® A Signin
B8 Q S CXKBET&ALO==& 20 =
=]
~
© 4 Output Preview B
| & Prefight BN
@ — E it Otiec &
@ @ Convert Colors E
m Flattener Preview E\a
o save as PDF/X
2l
I:% Set Page Boxes [ha
Add Printer Marks 4

"“ o ) . “’ . . . @ Fix Ha.irlines . '!\"
-

o 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.

|4 C-LabelTernplatePDF test.pdf - Adobe Acrobat Pro DC - o x
File Edt View Window Help
Home  Tools C-LabelTemplatePD.. % @ @ A Ssignin
B & Q O CKELD oA BRBQORD BPTLET A= 20 G H 3
I Print Production
=
[D : a:- Output Preview L—%
| & Prefiight EJ-‘
@ B Edit Object 5
[l Convert Calors
g s P -
lattener Preview E%
o Seveas PDFX B
0
[% Set Page Boxes L‘E
-_ Add Printer Marks d
Replaces Label or Sketch D Fix Hairines m
Master Label for: & kb 9]
) L4 -:] Trap Presets
Translation: Choose an itein -| X B
USDA-APHIS Representative
Export Only: Cheese anitem -| APHIS USE ONLY n
Comments: @ "VB Label #: ML #:
Expires: Total # of Pages %
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e Click the Prepare Form Icon.

B C-LabelTernplatePDF test.pdf - Adobe Acrobat Pro DC
File Edit View Window Help
Home  Toaols C-LabelTemplatePD.. * ' @ A Sign In
B &8 Q O CxXxEZBEE® O APBEBQORDLD TZBRT &L= 0 4 B X
[ oo rom A EEOEF®ERES@m #Q @< (o)
@ & ALIGN CENTER EE)
A =& s =m 5]
mwwh & =
@ MATCH SITE DISTRIBUTE =
< l=E o= =]
B
TY More -
FIELDS = &~ U
~ @ Page1 EE
[ Text1#0 ﬁ
| [Tea] | ] Text2#0 )
0] Text340 (o
| = | S [EP Dropdownd#0 O
“ b [ Test5#0
ChoofEEE: m ﬁ
[ Text11#0 D
Choommsm - [0 Text1340
o o6 &
Replaces Libel or Sketch: = | = | | = | o
| — E 0] Text7#0 4
Master Label for: O -
|3 [ Text10#0
Translation: X mSs
USDA-APHIS Representative Lo
Export Only: APHIS USE ONLY "=

e Highlight all the fillable fields of the footer. Hover over a fillable field until you see the black arrow. [ S

e C(Click and drag down to where the text fields are in the footer. Line up the fillable fields to the text fields.

P Dropdown4#0

'l 4 ] Text5#0

it O

I Text640
Text11#0
[ Text13#0

4 Signature6

Replaces Label or Sketch:
[ Text7#0

o B ®

Text9#0
] Text10#0

Translation: X I Text4#0
USDA-APHIS Representative B Dropdown2#0

Export Only: APHIS USE ONLY & Dropdown5e0
CVB Label £ | | ML# | |

Expires: | iEm | Total # of Pages E g |

Master Label for: | =m |

Comuments: =E

The footer should now be at the bottom of the page.
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