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Purpose 
 
The purpose of this document is to provide guidance on transferring the text of HTML 
formatted permits to a Word 2007 version that can be used to populate a shell permit. This 
applies to facilities with permits issued under the original Stars program ( hereafter called 
migrated permits) that were migrated into the new Stars2 system. When preparing a 
renewal or modified permit, it can be useful to copy the existing information from the 
existing permit into the new permit. The following steps will help you to convert the 
document into a format that can be copy and pasted into a new permit shell using the 
guidance document “Guidance for transferring existing permit Terms and Conditions from a 
WordPerfect document to the new Stars2 Word 2007 Template” Dated “April 25, 2008”. 
This guidance can be found on the DAPC intranet at: 
http://epaintra.epa.state.oh.us/dapc/TermsandConditionGuidance.pdf 
 
Note: The macros that you run in this program are reversible. If you make a mistake, you 
will be able to undo it by holding down the “Ctrl” key and typing “Z”. 

 
 
___________________________________________________________________ 
 
Procedures 

1. “ Generate” your migrated permit in Stars2 and save it. 

In Stars2, every available permit previously issued was migrated as an html 
document (except PTIs that are in WordPerfect). Identify your facility and 
the permit you are going to use and go to the “Permit Detail” page for that 
permit. In the “Permit Information”, open the box containing the Terms 



&Conditions and click on the hyperlinked title of the terms you would like to 
use. This will generate an HTML file containing the terms. 

 

Once you have generated the HTML file, save it. Clicking on the hyperlinked 
permit title will have opened the HTML copy using your default web browser 
(most likely Internet Explorer, which is what these instructions are written for). 
Go to the “File” pull down menu and choose “Save As” from the menu. You 
will get the standard “Save As” dialog box. Make sure that under the “Save 
as Type” choice, you select “Webpage, HTML Only.” 

Please note that the save location is not important, but you need to make 
sure that you note the location so that you can find the file for the next step. . 

2. Converting the HTML File to a Word 2007 File 

a. Inserting the HTML file into the Term Converter Template 

When you generate the HTML version of the migrated permit, the format of 
the permit will not allow for transfer of the permit to the standard Stars2 Shell 
Permit. This is, unfortunately, due to the steps necessary to convert the 
original Stars data to an HTML format. Therefore, It will be necessary to 
manipulate this file to get it into a version that can be copy and pasted into a 
new Stars2 Shell. 

Begin by opening the file “HTML Term Converter.DOCM”. This is a macro 
enabled Word 2007 file which contains code which will allow you to reformat 



the HTML file. A copy of this file is provided with this guidance via e-mail. If 
you did not receive a copy of this file, please contact Paul Braun 
(paul.braun@epa.state.oh.us, or 614-644-3734) to obtain a copy. The latest 
copy of the file is also available at: 

 http://epaintra.epa.state.oh.us/dapc/TermsandConditionGuidance.pdf 

Note: If macros are not enabled on your computer, go to “Macro 
Security” under “Developer” in the toolbar. Under “Macro Setting” 
choose to “Enable all Macros”. This can be turned back off once you 
are done with this document if security is an issue. Once macros have 
been enabled, you must close and restart the  document to complete 
the enabling process. 

On the toolbar under the developer tab, choose “Macros” ( ).  

You should next see the Macro Menu containing four macros as follows: 

 

If you have more than four  macros, make sure that the “Macros in” pull down 
is set to the document only as shown in the graphic.  

Note that the macros are numbered in order of execution. It is important you 
perform each step in the correct order. 

1st  – Insert_File_1 

2nd –Text_Convert_2 



3rd – Table_Convert_3 

4th – Paragraph_Convert_4 

 

a. STEP 1 : Inserting the HTML file using “Insert_File_1” 

To begin, select “Insert_File_1” and click the Run button. A pop-up box will 
appear asking you to locate your HTML file. Using the information on the 
location of the file you noted from above, locate the file and click “Insert”. 

b. STEP 2: Converting the nested tables into text using Text_Convert_2 

The next step will be to return to  and run the “Text_Convert_2” macro 
by selecting and clicking on Run. This macro will strip out the nested tables 
so that the information can be copied and pasted into another document. 

c. STEP 3: Reforming tables using Table_Convert_3 

After running the “Text_Convert_2” macro, you may want to go back through 
the permit and reconstruct the tables containing the “Applicable Rules and 
Requirements” to aid in copying this section of the permit into the new 
template tables.  To do this, go to the beginning of the table you want to 
reconstruct and left click to place your cursor then drag and highlight through 
to the end as shown below: 

 

Next, run the Macro “Table_ Convert_3” , WHILE HIGHLIGHTED, to convert 
the text back into a table. Your table will be reconstituted and should look 
very similar to the following: 



 

Note that the highlight text has been transformed into a table which can be 
used for pasting into the shell permit as directed in the guidance document 
“Guidance for transferring existing permit Terms and Conditions from a 
WordPerfect document to the new Stars2 Word 2007 Template” Dated “April 
25, 2008”. 

You may do this for as many tables as you need to rebuild.  

d. STEP 4: Remove manual paragraph breaks using Paragraph_Convert_4 

As a relic of the original Stars program, there are manual page breaks 
sprinkled liberally throughout the HTML document. These must be removed 
before the document can be transferred to the new Stars2 Permit Shell 
otherwise you will not be able to apply the Quickstyles to set levels and other 
formatting. 

To remove the manual paragraph breaks, go to  one last time and run 
the macro titled “paragraph_convert_4”. This macro will strip out the manual 
breaks and prepare the document for copying and pasting.  

WARNING: Do not run the “paragraph_convert_4” macro until you have 
converted all of your tables using the “table_ convert_3” macro, otherwise 
you may not be able to accurately rebuild your table(s). 

When you have finished this step, the document may still look a bit rough, but you 
are now ready to begin copying and pasting the document into the new Stars2 shell. 
Please refer to the guidance document “Guidance for transferring existing permit 
Terms and Conditions from a WordPerfect document to the new Stars2 Word 2007 
Template” Dated “April 25, 2008” for help on how to continue. 


