Instructions for Using Stone Manufacturing’s Computerized Rabies Form in Microsoft Word

1. Verify your version of Microsoft Word by opening Microsoft Word, click on “Help” on the upper bar, then click on “About Microsoft Word”.  The first line in the window will say “Microsoft Word” and then a year, probably 97, 98, 2000, 2003 or 2007.  If your version is 97 or 98, you may not use the computerized forms.  They will not work with your version of Microsoft Word.  If your version is 2000 or 2003, please continue with step 2.  If you have Word 2007, please continue with Step 3.

2. On your webpage, right click on the form you would like to use. "Save Target As" or "Save File As" should be one of the options, click on it.  Save the form to your hard drive.  This form will now become your “blank” form. 

3. On your webpage, right click on the form you would like to save.  When you save the form, drop down the list of  “save type as” and save as a Word 2000 file. 

4. To fill in the form, find the blank form you would like to fill in and open it.   

5. BEFORE YOU ENTER ANYTHING ON THE FORM, SAVE  IT WITH A NEW NAME.   Suggestions are either by the clinic name or veterinarian name along with their customer number -   Example - johndoe889564.doc.

6. WHEN COMPLETING THE FORM, PLEASE USE YOUR TAB KEY ONLY.  DO NOT USE YOUR ENTER OR RETURN KEY.   

7. On the bottom left hand side is the area to be filled in about the DVM and the shipping address.  These are all fill-in boxes.

The first line is for the Ship to Name

The next 2 lines are for the Ship to Street address.

The 4th line is for city, state and zip

5th line is for phone number including area code

Next line is for a fax number and again please include the area code

If the veterinarian has an e-mail address, please include.

8. Quantity - must be in increments of 100 only.   This is a fill-in box.

9. Start number  - please be aware that the highest ending number is 999999 (6 digits) for aluminum and style 202 & 204 stainless steel.  The highest number for style 201 and 203 stainless steel is 99999 (5 digits).  This is a fill- in box. 

10. The year is a drop down menu. The choices are a list of years and “none”.  If you do not want a year on the tag please pick “none”. 

11. O-rings and S-hooks – This is a drop-down menu. They must choose only one of the two choices.  

12. O-ring applicators – This is again a drop-down menu.  Please choose a quantity of applicators to purchase or choose “none”.  “None” is default. 

13. Full Size Aluminum Tags Only –  AWOLPET.com option.  Please check box if this pet registry option is chosen.  Tags will be printed on the back with AWOLPET.com information.  Tags then must contain the following information:DVM or clinic name, city, state and phone number with an area code. 

14.  Lines –  The number of lines vary according to the type of tags that are being ordered.                    

Full size aluminum - 5 lines 

Mini Sizes - 4 lines 

Stainless Steel – 4 lines 

15. The lines will not allow for more than the maximum spaces.  Anything you type past the maximum spaces will not show on the form, will not be saved to the file and will not be printed on your tags. 

16. Type what you want to appear on your rabies tags.  If you want a blank between words on the tag, you must type in a space between words.  Also each line will be typeset exactly as it is on the order form with one exception only in that lines will be center justified. What ever you type in on line one will appear on line one on your tags, what ever you type in for line 2 will be printed on line 2 of your tags, etc.  We do not wrap words from one line to the next.  

17. At this point, the form is completed and needs to be saved again.  Double check that you re-named the file before you began filling it in.  If you did, just click the save icon and close.  If you didn’t, give the file a new name BEFORE you save it.  The form is now ready to send to your purchasing department.  Do not send the forms direct to Stone.  Stone cannot accept forms that have not been processed through your purchasing department.  

