How to use the Word document to complete the chart stickers

1. Type in the details you require in the first row of the document.

2. Once you have completed this, you need to copy the details into the following rows.

a. Select all the text in the first cell – generally the best way to do this is to triple-click (ie three mouse clicks in rapid succession) and then copy that text either by hitting Ctrl+C, or by using the Copy tool from your toolbar.

b. Move your cursor to the equivalent cell position in the next row, and hit either Ctrl+V or Paste from your toolbar. The text should appear in the same position and with the same formatting.

c. Paste the text into the remaining two rows in the same way.

d. Repeat for all other cells.

3. To place the patient’s image in the sticker:

a. The image should be 3.5cm high x 3.3cm wide. You can either make it that size in another application, such as Photoshop, first, or resize it in Word later.

b. To insert the image:

i. Put your cursor in the cell in the first row where the photo will go.

ii. In your toolbar, go to Insert > Picture, and find the photo on your computer or network.

iii. Once the picture is placed in the cell, you will need to format it so that it does not push other items out of place. Use your Word formatting tools to format the picture, and select the layout ‘in front of text’. This will ensure that the image does not push other material out of alignment or place.

iv. ensure that it is the right size and not pushing any text out of place. You can use the picture tools in Word to resize it if required.

v. When the picture is correctly placed and sized, click on it and hit Ctrl+C. You have now copied it to your clipboard.

vi. Move your cursor to the next photo box and hit Ctrl+V. The image should be placed in the same position with the same sizing in the next box. You will need to reformat it each time because Word does not remember how a pasted picture was previously formatted.
vii. Repeat until all the picture boxes are complete.

4. Once the document is completely filled out, you can print it, cut it up and place the individual stickers on the medication charts.

