Create & Print Overlays
Step#1 

Create Overlay  (Microsoft Word)
Create your Overlay; make sure you know the name and size of it (Have a ruler handy to measure the Overlay). It would be best to print out the Overlay and have it available to view before proceeding on.  

**You first need to make sure that your IBM AFP 600 has been setup to 'Print to file'.**

To check this; Click on ‘START’, then ‘SETTINGS’, then ‘PRINTERS’
Right click on the Printer (IBM AFP 600) 

Properties - Click on the Details tab

 * Make sure the 'Print to the following port:' says 'FILE: (creates a file on disk)'
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In Microsoft Word:

Select the Following; 

File - Page Setup - Margins Tab 

Most Margins Will Be Set To:



Top:
0.25"          Bottom:  0.5"          Left: 0.25"          Right:  0.25"


(Some Overlays have .35 Top Margin and .0 Bottom Margin – Check Existing Client Overlay to Compare)


Paper Size tab – Verify 'Portrait' is Selected. 

To Create a New Text Box Overlay - Select the Following; 


View - Toolbars – Drawing 

NOTE: If using Program BSTA51 or BSTA71 Statement format and Printing the Overlay on the Last Page, the Overlay needs to be formatted & rotated in order for it to match the Bill Detail on the Statement. 

The Format must be,

PORTRAIT – TOP LEFT then ROTATE using Format - Text Direction as shown below.  

Verify there is a  ( to the left of it. (This displays the Drawing Toolbar Shown Below) 

From the Drawing Toolbar - Select the TEXT BOX Object.
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- On your page, hold your mouse down and drag it out to the size you want your text box to be.

- Click inside the text box

- Select the font type and font size you want and type in your text. (When you've completed typing in your text) 

- Select Format 

- Select Text Direction

- Select the Orientation that has the Text going Up the Left Side of your Paper.



Example:
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Click on your text box and resize it so that it fits in the top half of your paper and is no more than 5" in height and 7.5" in width.  To see what size your text box is, select from the menu bar: Format, Text Box and click on the Size tab and change it as necessary.

Once you have the Correct Size, you need to get rid of the outside line by selecting from the menu bar:  

· Format

· Text box

· Change the Line Color from Black to 'No Line', as shown below.
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Once your Overlay is Created; 

Then Click on File – Print 

Make sure Printer is ‘IBM AFP600’

Go to Printer Properties – Change Output Type to OVERLAY
Press OK 

Press OK
A window will come up for you to select where to 'Print to file'.

Select CTITRANS (Folder) from the 'Save in' drop down box.

Enter in the Overlay Name Created. (Example; HOVxxxxx.prn)

Or Select the Overlay Name if you are Changing or Replacing a Current Overlay
Step#2 

Sign-on to AS/400 
#23 (System Maintenance)
#23 (Go to Maintenance Menu #2)

#2 (Create Overlay for Statements)

On the Overlay Screen;


'Enter PC File name to read in' = HOVxxxxx.prn

'Enter Overlay name to create' = HOVxxxxx

'Is this an overlay or page segment (OVL SEG)' = OVL
                                                                             

Press f5 to continue

Y  To Replace Overlay 

Press f5 to continue
Press f5 to continue

(To view Overlay before Printing, on AS/400 Command Line: CALL HOVLP1 overlay name)

To Print Overlay – Go to ‘Work with All Spooled Files’. 

(On a command line – Enter 'P' - Press Enter)
Enter 2 to the side of the Overlay you just created (HOVLP1) - Change Printer to your AS/400 Printer

 - Press Enter  (2 Copies of the Overlay will be Printed for you to Review & Verify)
File name:





May be different than overlay name
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 Enter PC File name to read in ....................   HOVXXXXX.PRN           


 Enter Overlay name to Create  (HOVxxxxx) .........   HOVXXXXX               


 Is this an Overlay or Page Segment  (OVL SEG) ....   OVL                    


       (Page Segment is for Toll Carrier)                                    


                                                                             


 What Operating System (XP,NT) ....................   NT                     


                                                                             


                         Cmd 5 to continue on                                
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