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How to add company
information and a
logo to a standard

calibration certificate Application Note

Applies to MET/TRACK® and MET/CAL?® software versions 7.X

This application note shows you how to add company information and a company logo
to the standard Certificate of Calibration report file that is provided with MET/CAL®
software. We will be opening the report from Crystal Reports, so make sure you have
Crystal Reports Version 10.0 installed where you intend to work.

How-to instructions

1) Open Crystal Reports 8 (for versions 7.0X) or 2) Open the file:This is what you will see (Example
Crystal Reports 10 (for versions 7.1X or later). shown is one of the default reports shipped with
MET/TRACK software).

This is what you will see (Figure 1):
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Figure 1



On the left are the Section Names. You may see only Short Section Names
(PHa, PHD, PHc, D, etc.) like those shown in Figure 2.
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procedure (unless othenwise noted). It has been calibrated using measurement standards traceable to the National Institute
of Standards and Technology (MIST), or to NIST accepted intrinsic standards of measurement, ar derived by the ratio type of
self-calibration techniques. Thiz calibration com plies with MIL-STD-456624 and ANSIYHNCSL Z540-1-1994
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Normally the Report Header is where the logo
will go. That way it will print at the top of the
first page of the report only.
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3) We need to make the

. . Design |
Report Header section big-

ger before we add a logo; it [pHa f

is very small when you first i
open the report. To make it 3
larger, grab the horizontal !

line barely visible at the top
of the Page Header section

@MT_Company
@MT _useri
@MT _user2

@Title

as shown in Figure 3. When

you get a double sided arrow Fiowre3

you can drag the line down

to make it bigger.

It will look like this: Design
Report Header

Page Header a

@MT_Company
@MT_useri
@MT_user2

@Title

Figure 4
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Now you can insert your logo.
4) Select the Insert menu and then Picture from the list.
5) Browse to your desired picture file and click the Open button.

6) Drag your logo to the desired size using the sizing tools. You can also
drag your Report Header up or down to make it fit your logo. See Figure 5.

Design'l
Report Header i i
Page Header a i @MT Company
@MT _user1
@MT_user2
@Title
[These are the sizing tools. |
Figure 5
7) Now you can change your company 8) Single click with your mouse to select the
information in the Page Header section. @MT_Company text on the report. It will look
like Figure 6 when selected:
Page Header a @MT_Company
@MT_userl
@MT _user2
Figure 6
9) Delete the text by just pushing the Delete 11) Select the Insert Text Box icon on the tool
key on your keyboard. bar. It looks like this:
10) Repeat the process with the @MT_user1 - | h
and @MT _user2 text.

Figure 7
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12) There will now be a box
attached to your cursor.
Deposit the box in the right
place by centering it over
the @Title text. Click to
drop it into place when it

5 ;s in tt:e giesirthposlition. iy Co rpora tion
ize the box so it is large
enough for your address, 2900 Any Way
again using the sizing verett, WA 98203
tools. @ T = t I e
Figure 8

14) Type your company name and address in the Text Box you created.
15) Select the correct size using the Font Type and Font Size editor.

fasrial ) i |

Figure 9
16) Select a color, if desired, using the color selector from the tool bar: g
17) Save the report from the tool bar. = Figure 10

Figure 11

Congratulations! You now have a customized Certificate of Calibration.
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