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From 'Advanced’ select the following sub-menus

1) Document Processing
2) Bates Numbering
3) Add...

Window Help - = = .

1 Ernest Svenson

Q

Accessibility >
Sign & Certify >
Security >
Security Settings...

Manage Trusted Identities...
Extend Features in Adobe Reader...

Print Production
Redaction

o Document Processing Batch Processing...

Web Capture Create Links from URLs...

A\ Vv Vv

v

R Remove All Links...
PDF .O""“ Haet... Export All Images...
Preflight... 08X Number P

Bates Numbering

. Remove...
Full Text Index with Catalog...

Manage Embedded Index...

JavaScript Debugger... )
Debug From Start

Edit All JavaScripts...

Document JavaScripts...

Set Document Actions...




Bates Numbering Dialogue box

Select the files you want to bates-number
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Add the files to be Bates num

Arrange them in the order in whic e Bates numbers to appear.
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Bates Numbering

You can choose "Files" or "Folders", depending on what documents you want to bates stamp.
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Bates Numbering

1) If it's just one file, then you'd see just that one file in the list (after you select it, of course)
2) after confirming it's correct, click OK
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LpAdd Files... ~

Add the files to be Bates numbered.
Arrange them in the order in which you want the Bates numbers to appear.
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Add Header and Footer

Next you'll see this dialogue box

1) this is the color of your bates text. | usually change this to RED.

2) if you want the bates number to appear here (my usual preference) click in this box to place
insertion point here

3) then click this button to insert the bates-number macro (you'll be given an option to add a
prefix to the numbers &mdash;e.g. Plaintiff-0004343&mdash; where "Plaintiff-" is the prefix).
BUT there is one more important thing...

4) click here and the next page will reveal why this option is important
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Appearance Options

1) click here to keep bates-stamped information from being hidden by existing document text
2) then click OK

( : > Appearance Options
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Add Header and Footer (Copy)

Then click OK to start the bates numbering process
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