Processing Electronic Documents

Note: Common Sense Software Programs have Context Sensitive Help. This feature displays help for

the screen you are presently on. For additional Help Topics press the Contents Button on the top | eft of
the Help screen. Also, if you place your cursor on any data entry field or button and hold it there for a
few seconds you will see a pop up help bubble that contains addition information about that field. This
guide shows screen shots from Bates Professional. Options may vary from other Bates versions but all

programs are similar in operation.

Note: If you Have Not Setup the Default Options for yourself please do so. If you understand how this
part of the program works you will be able to find your Stamped Electronic Documents much easier. By
default the Bates Programs place all of your electronic production of stamped files in the Bates
Program Folder. Y ou may review that section of the help or take alook at the Quick Start — Registration
and User Setup Guide.

To Number Electronic Documents select them by clicking the button for them. The default selection is
Adobe Acrobat (*.PDF). You can see alist and select other types of Electronic Documents by clicking
on the down arrow at the right side of the display box as shown below. The program will remember
which type of Input Source you checked until you select a different one. When you have made the
select of the type of document press the Next>> button to continue.
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File Input Page

This screen allows you to add files to be stamped. The logo in the upper right corner indicates which
format you have chosen to process.

Using the “+” key adds afile to be stamped. The“-* key removes the selected file from thelist. The
“up” and “down” arrows allow you to change the order in which your documents will be processed. The
highlighted file is the file moved up or down. The data can also be sorted by pressing the Filename bar
column header. Pressing the header will alternate between ascending and descending order.

Y ou may select from four different processes.

e Same— Print the same information to each file (i.e. Will be used to number pagesin each file.)

e Across— This prints the information across all documents. It will treat al the documents as one
long one (i.e. Doc #1 will be start number to end, doc #2 will be next number to end, etc)

e Separate/Same, Separate/Across — Thiswill add a second set of variable information that will
increment as the file changes which must be added at this screen.

e Separate/Across — Thiswill add a second set of variable information that will increment as the
file changes which must be added at this screen. This can be selected for Same or Across (i.e.
First fileis Exhibit A, second file is Exhibit B, etc.)

Press Next>> to continue.
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L abel Type

At the Label Type screen the default label is Bates 4 x 20 (Avery 5267). Y ou should use this label when
ever possibleif the information you are adding will fit onit. The program performs be when the
smallest label possibleisused. You will find thislabel performs best in all Printersand in all Electronic
Document Numbering applications.
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Registered to Common Sense Software

Bates 4 x 20 (526T)

Side Mangin: 0.za0"
Labed Width: 1.750"
Horizontal Spacing s * Gonmmied
Top Mangin 0enp®
Labe Hiight asan* = Mon Sequental
ertical Spacing oooo®
i Congtant Onky

humbar of Across Page 1
Numibér of Down the Page 20

Seloct Diflerent Label

CCPrERADLS | Cancal Heldg

Germealn progressmve numben e T2 |Babesd = 20 %367

Changeor Add a New L abel

For adifferent label pressthe Select Different Label Button. If you need a different label than listed you
can add any label you like. If you are adding a standard label you can find the dimensions in Word or
most other word processing programs. You can also add custom labels with your own dimensions.
Note: This process is the same whether making labels or stamping existing documents.
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Add a New Labe

To add a custom label pressthe Add Label Button. In the Label Setup Screen add the new |abel
information. If you are adding a standard label you will find the measurementsin MS Word or most
other word processing programs. |If you are a printer you can design tablets or custom cards using this
feature. Pressthe Save Button to continue. The new label will be highlighted at the Label Type screen.
Press the Next Button to continue.
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Customer Information

This subject is covered in the “ Use Existing Data Guide” for now it left blank. This screen is not used
unless you want to save the job information for additional documents to be added later. Press Next>> to
continue.
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Adding L abel Information

At the Additional Information Page set the variable line information and the starting number or |etter.
For this example we are just making a standard set of labels. | have checked Leading Zero's, set the
Number of Digitsto 3, entered Jones- in the Prefix field, Starting Number is 1. Pressthe Help Button
for adefinition of al the fields on this page. Pressthe Next Button to continue.
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On the Label Position Page the variable (sequential) line is highlighted. When active you can change
the font, color, etc. To add a constant line in the box at the top left highlight the C <Enter Text> and
press the Edit Button to add the text you want on your label. If left grayed out the <Enter Text> does
not print. Pressthe Help Button for the definitions of the Options on this screen. | will use the cursor to
drag the variable line to the center of the label and press Next to continue.
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Output Destination

On the Output Destination page select the Folder you would like to send your stamped documents to.
The default is the Folder set by the User Options. The Lookup Button [...] allows you to change the
selected Folder. Thereisaso acheck box to Use Original File Name, this take out the default .Batesin
the file name. Scaling allows you to reduce the page so you will not stamp on text.

Press Next>> to continue.
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Y ou will see your files being processed and when finished the screen below will tell you how long it
took to processthefiles. The 3 files| processed where atotal of 42 Pages. Y ou will find you can
process hundreds of pagesin just afew seconds.

File Proceszing Complete - Proceszing Time = 00:00:02




Stamped Electronic Documents

Below is a screen shot of the first page of document — AA.PDF —which is 3 pageslong and the first
page of document — AB.PDF —which is 19 pageslong. These three documents were stamped Across
which treats all three as one document. In this example the pages of AA.PDF (Jones-001 to Jones-003)
AB.PDF (Jones-004 to Jones-022) AC.PDF (Jones-023 to Jones-042)
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