Workflow OP 5 - Numbering Plan Sets In Adobe

This document guides you through the use of the page numbering option within Adobe Acrobat Professional.
Prerequisites

Before you begin, you will need a pdf file of the plan set that is not numbered in MicroStation.

Basic Page Numbering

This section, explains how to set up header/footers to number sheets when the title block is located at the
bottom of the sheet and at the top of the sheet.

1. Open the plan set PDF using Adobe Acrobat Professional.

2. Because Right-of-Way plans have the title block at the top of the sheet, the numbering at the bottom of the
sheet must end prior to encountering the Right-of-Way sheets. Make a note of the page number of the last
design plan sheet for use in the steps below.

3. From the menu bar, select Document > Header & Footer > Add. This displays the Add Header and
Footer dialog box.

i] Demo Set.pdf - Adobe Acrobat Pro Extended

File Edit View Comments Forms Tools Advanced Window Help
&y

1 Creste - Header & Footer | Add. 5 For
_ Background ¥ Update..

«J_vL; 1 Watermark L4 Remove... =) Stic
— Insert Pages 4
— l}ﬁ Extract Pages...

Replace Pages...
Delete Pages... Shift+ Ctrl+D
Split Document...

4. In the Font area of the Add Header and Footer dialog box, select Tahoma for the Name and 11 for the

Size.
Add Header and Footer B SS
Saved Settings: |[Cu5tcm-nct saved] o Delete | Save Settings... |
Font Margin {Inches)
MName: ITahoma vISize; I11 vl@ |i| Top: [0.5 > Bottom: (0.5 =
Appearance Options... Left |1 = Right: |1 =
Left Header Text Center Header Text Right Header Text

Next the margins and page numbers are set up for sheets with the title block at the bottom of the sheet.
Settings for Numbers in the Lower Right Corner

Use the following steps to set the right and bottom margins.
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Numbering Plan Sets In Adobe CDOT Workflows

1. Inthe Margins area of the Add Header and Footer dialog box, key in O. 71 for the Bottom margin and key
in 0. 75 for the Right margin.

==l

Add Header and Footer

Save Settings...

Saved Settings: | [Custom-not saved] -

Margin (Inches)

T @ |§| Top: |1 = Bottom: [071 z

Font

Mame: |Tah0ma v| Size: 11

Appearance Options... Left: |1 = Right: :
Left Header Text Center Header Text Right Header Text

2. <D= inthe Right Footer Text field.

3. <D>the Insert Page Number button. This places the page numbering variable in the Right Footer Text
field.

Appearance Options... Left: |1 Right: |0.75 =
Left Header Text Center Header Text Right Header Text
Left Footer Text Center Footer Text Right Footer Text
‘ ‘ alen
Insert Page Number Insert Date Page Number and Date Format...
Preview

If the plan set contains Right-of-Way plans, then the page range for this header/footer will have to be set. This
will prevent the Right-of-Way plans from being numbered in the wrong location. To set the page range:

4. <D> The Page Range Options link. This displays the Page Range Options dialog box.

5. Inthe Page Range Options dialog box, toggle on Pages From.

6. Inthe to field, key in the page number noted in the above section. This will stop this header/footer from
being applied to the Right-of-Way sheets.
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CDOT Workflows Numbering Plan Sets In Adobe

7.

8.
9.

<D> the OK button to accept the page range.

Left Header Text Center Header Text Right Header Text

Left Footer Text Cente Page Range Options @ poter Text

‘ 1 All Pages
Insert Page Number @ Pages from: 1 : to: : Page Mumber and Date Format...

Preview Subset: | All pagesinrange =
Preview Page |1 < of25 Page Range Options..
2 I 0K I I Cancel ‘
Oversight / KHS W»g o7
— DEPARTMENT OF TRANSPORTATION | __
oW, ]
WATIONAL HEOHWY FPRTEM? o e STATE OF COLORADO RN, Prajest Coseripton
HIGHWAY CONSTRUCTION BID PRANS OF PROPOSED

FEDERAL AID rnwﬁf&fﬂu-m

<D> The Save Settings button. This displays the Save Settings dialog box.

In the Save current settings as field, key in the desired name (e.g. Bottom Page Number) and <D>
the OK button.

Save Settings @

Save current settings as:

Bntlnm Page Number I

10. <D> the OK button on the Add Header and Footer dialog box. This applies the changes and dismisses the

dialog box.
This completes the set up for page numbers at the bottom of the sheet. Below is an example of the sheet
numbering.
Know what's below,
Gall before you dig.
Contract Information Project No./Code

ottt

Project Enginger: _ _ 12345

PROVECT STARTED: L ACCEPTEL: L

Commeniz: Shest humh:rl 1.

Settings for Numbers in the Upper Right Corner

For sheets that are numbered in the upper right corner, the font size, right margin and top margin need to be set.

1.

In the Font area, set the Size to 8.
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2. Inthe Margins area of the Add Header and Footer dialog box, key in Z.42 for the Top margin and key in
0.6 7 for the Right margin.

Update Header and Footer @
Saved Settings: I[Cu:tcm-nctsa‘.-'ecl] v‘ Delete Save Settings...

Font Margin (Inches)

Name: ITahoma v‘ Size:IS vI lgj EJ Top: Jl42 = Bottom: |1 =
Appearance Options... Left: |1 = Right: :

Left Header Text Center Header Text Right Header Text

3. <D= inthe Right Header Text field.

4. <D>the Insert Page Number button. This places the page numbering variable in the Right Header Text
field.

Left Header Text Center Header Text Right Header Text
<xlen
Left Footer Text Center Footer Text Right Footer Text

Insert Page Number | Insert Date | Page Number and Date Format...

Note: If the plan set contains Design plans, then the page range for this header will have to be set. To set
the page range:

5. <D> The Page Range Options link. This displays the Page Range Options dialog box.
6. Inthe Page Range Options dialog box, key in the desired page range.

7. <D> the OK button to accept the page range.

Left Header Text Center Header Text Right Header Text
‘ ‘ Calen
Left Footer Text e @ Right Footer Text

‘ 1 All Pages ‘

Insert Page Number @ Pages from: = o = Page Number and Date Format...
AEED Subset: | All pagesinrange =

Preview Page |1 = of25 ; : Page Range Options...
ok [ Cancel |
Falcted Fromects:
versight / WHS 4
P ————— DEPARTMENT OF TRANSPORTATION " @@
e e T & STATE OF COLORADO Gy i
j HIGHWAY CONSTRUCTION BID PRANS OF PROPOSED
FEDERAL AID PR(}JM.'I'£ NHO11-111

If this page numbering set up starts in the middle of the plan set, the starting number will have to be set to
reflect its starting location within the plan set.
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CDOT Workflows Numbering Plan Sets In Adobe

Important!  If the Page Number and Date Format isn’t set, the Right-of-Way plans will be numbered
starting with 1.

8. Select Page Number and Date Format from the dialog box.

Left Header Text Center Header Text Right Header Text
‘ ‘ Calen
Left Footer Text Center Footer Text Right Footer Text

Insert Page Number Insert Date I Page Number and Date Format... I

Preview
Preview Page 22| : of 25 Page Range Options...
Colorada Department of Tramsportation Shest Revaions Shest Revaions T Right o Woy Plans
o — — —T
O s : == : = —
Rmion_4. Richt ol Wox P1S. i i T T t T =

9. Inthe Page Number and Date Format dialog box, key in or select the desired Start Page Number.

10. <D> OK to accept the page number.

Left Header Text Center Header Text Right Header Text
‘ ‘ el
Left Footer Text Page Mumber and Date Format @ Right Footer Text
‘ Date Format: | m/d - ‘
Insert Page Number Page Number Format: |1 - Page Number and Date Format...
Preview «
Start Page Number: =
Preview Page |22 = of25 . Page Range Options...
Cancel
ot e e ] [__ume
R g, = e : — =
FRimgion 4 Right af Woy P15 i i i i i i

11. <D> The Save Settings button. This displays the Save Settings dialog box.

12. In the Save current settings as field, key in the desired name (e.g. 7op Page Number) and <D> the
OK button.

Save Settings @
Save current settings as:
ITop Page Mumber I
[ OK l | Cancel |

13. <D> the OK button on the Add Header and Footer dialog box. This applies the changes and dismisses the
dialog box.
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This completes the set up for page numbers at the top of the sheet. Below is an example of the sheet
numbering.

Sheet Revisions Right of Way Plans

Project Number: STA
Project Lacotion: S.H.

RYVALE RD.TO W. 75TH ST.

INDEX OF

PORTATION =55 gErs

2.01-2.09 (9} Tobuletion of Properties
3.01-3.07
1-4.04

(71 Project Contrel Disgrom

(4) Land Survey Contrel Dlogram

(30 Monumentation Shests

(MA) Tobulotion of Rood Approach Sneats
{14} Plan Sheets

{4) Ownarship Moa

ADO

ISED
10672010

(42} Tolol Sheets

Updating Headers/Footers When Pages Are Added

When a sheet is inserted into a PDF plan set, the inserted sheet does not automatically acquire the header/footer
information. To update the page numbering:

1. From the menu bar, select Document > Header & Footer > Update. This displays the Add Header
and Footer dialog box.

ﬁ] Demo Set.pdf - Adobe Acrobat Pro Extended
File Edit View Comments Forms Tools Advanced Window Help
&y
= TR o Header & Footer Add... s |E'| I3
. Background Y Update... |
4 «J_vL; 23 Watermark L4 Remove... =) 5t
— T Insert Pages L4
— lﬁ E Extract Pages...
Replace Pages...
Delete Pages... Shift+ Ctrl+D
- . Sheet Revisions
Colorad) Split Document...

2. Inthe Add Header and Footer dialog box, select the Saved Settings that are affected by the added sheet.

Update Header and Footer @
Saved Settings: [Mone specified] Delete Save Settings
[Foni [Custom-not saved] Raonllinehest
MName: BZ:TJTQZEI\QIE:E:ber v | Size: 11 - @ EJ Top: ’1— ~  Bottom: [0.71 =
Appearance Options... Left: ’1— = Right: |0.75 =
Left Header Text Center Header Text Right Header Text

<D> The Page Range Options link.
In the Page Range Options dialog box, key in the desired page range.
<D> the OK button to accept the page range.

<D> The Save Settings button.

N o g &~ w

In the Save current settings as field, key in the same name as the setting you selected above.
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8. A dialog box asking if you want to replace the original settings is displayed. <D> OK.

Adobe Acrobat @

This setting name already exists. Do you want to replace the old setting?

I 0K I | Cancel |

9. <D-> the OK button on the Add Header and Footer dialog box. This applies the changes and dismisses the
dialog box.

10. Repeat the process for other headers/footers affected by page additions.

Adding Sub-Set Numbering

Sub-set numbering can also be added to the sheet border. Creating the header/footer for sub-set numbering is
done in the same manner as described in the previous sections, with the following changes.

Note: Sub-set numbering is added to each individual pdf as needed. Sub-set numbering is not part of the
Bates numbering described below, however, it can be used in addition to Bates numbering.

Settings for Sub-set at the Bottom of the Sheet

e Font- Tahoma
o Size- 8

o Top- 0.50

e Bottom - 0.65

o Left- 1.00

e Right- 2.10
Settings for Sub-set at the Top of the Sheet
e Font- Tahoma
® Size- 8

o Top- 151

e Bottom - 1.00

o Left- 1.00

e Right - 1.70

1. <D>in the appropriate text field (Right Header Text or Right Footer Text).

2. <D>the Insert Page Number button.
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3.

© N o g &

At the right end of the page number text, key in the following: o f #Zwhere the # is the number of sheets in
the sub-set.

Appearance Options... Left: |1 = Right: [1.7 =
Left Header Text Center Header Text Right Header Text
‘ ‘ <<l>> of 4
Left Footer Text Center Footer Text Right Footer Text
Insert Page Number Insert Date Page Number and Date Format...
Preview

<D> The Page Range Options link.

In the Page Range Options dialog box, key in the desired page range.
<D> the OK button to accept the page range.

<D> The Save Settings button.

In the Save current settings as field, key in the desired name. This name should describe the sub-set the
header/footer is used for.

<D> the OK button on the Add Header and Footer dialog box. This applies the changes and dismisses the
dialog box.

Note: A different header/footer is required for each sub-set in the plans.

Below are examples of top and bottom page numbering with sub-set numbers included.

Right of Way Plans

Tabulation of Properties
Project Number: XXXXX
Project Location: XXXXX

} 89,094
Project Code:] Lost Mod. Date| Subset | Sheet No.|
XXX ] mm—ddyy | o 1of4 [ 5 1

Sub-set Number
Sheet Number

Project No./Code

Project Number

SWMP CONSTRUCTION PLAN SHEET

Designer: XXXAXXXXK |Structure X=XX-XX
Detailer: XXXXXXXX [Numbers X=XX-XX
Sheet Subset: SWMP | Subset Sheets: o 1 of 4 | Sheet Number 4

Code

Sub-set Number/ Sheet Number/‘

Note: Sub-set numbering will need to be updated when pages are inserted into the plan set. Use the steps

from the Updating Headers/Footers When Pages Are Added section above to make changes to sub-
set numbering.
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Using Bates Page Numbering

Numbering Plan Sets In Adobe

Bates page numbering is used to number multiple pdf documents with a consistent series of numbers. This
process replaces the Basic Page Numbering above when the plan sets are made up of multiple PDF files. Please
note that the process for sub-set numbering remains the same as defined above.

Because Bates Numbering does not use page ranges across all of the files selected, this option requires sections
that have the page number in a different location to be renumbered. In the example below, the second section

(using the 12345 ROW-Plans.pdf file) has the page numbering in the upper right corner while the other three
files have it in the lower right corner. The Bates Numbering will be added to all four files. then it will be

removed from the 12345 ROW-Plans.pdf file and reapplied using the proper header/footer definition.

1. Launch Adobe Acrobat Pro, selecting the first PDF used in the plan set.

A Open

Look in:

]
i

Recent Places

Desktop

e 1)
Libraries

LY

Computer

.

Network

J Plot_Sets

MName
AD
FIR
J FOR
ROWPR

-

G T E
Date modified

7/11/2011 9:38 AM
7/11/2011 9:38 AM
7/11/2011 9:38 AM

12345 _Design-Plans

7112011 9:38 i
5/7/201210:52 AM  Adobe Acrol

Type

File folder
File folder
File folder

EAFPEELN =y =T T TCOLE 1000 AN AQODE Acro
112345_ROW-Plans 5/7/201211:21 AM  Adobe Acro
12345_TRAF Plans 5/7/201211:13 AM  Adobe Acro

4 m

File name: 12345_Design-Plans

Files of type: Adobe PDF Files (" pdf)

Cancel

Open I
T — —

Type: Adobe Acrobat Document
File Size: 2751 KB
Modified: 5/7/2012 10:52 AM

Colorado Department of Transportation
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CDOT Workflows

From the Adobe Acrobat Pro Menu bar, select Advanced > Document Processing > Bates

Numbering > Add. This displays the Bates Numbering dialog box.

File

Edit View Document

Comments

ﬁ 12345_Design-Plans.pdf - Adobe Acrobat Pro Extended

Forms  Tools Window Help

ary = 4
g Create ~ ;I:I;Lj Combine ~ #;_] Collaborate ~

. |

lied

Accessibility
# Sign & Certify

] =

@

1 /1

% [ Security
Security Settings...
Manage Trusted Identities...

Extend Features in Adobe Reader...

Print Production

Oversight / NHS

Redaction

Document Processing

END 00X

STA. 00000 DN 000, RLP

(APPROACH TO PROJECT
STA. 0RO KK

timedia ~ ? Comment ~

Find

&

Batch Processing...

K

box.

TaTal

FHWA REGION VI OVERSIGHT? O MO YES .
Web Capture L4 Create Links from URLs...
MATIONAL HIGHWAY SYSTEM? O MO O YES i
PDF Optimizer... Remove All Links...
74 Preflight... Shift«Ctrl+x | Cxport AllImages.. SED
TABULATION OF LENGTH &
— T vir®  Number Pages...
STATION ROADHAY HAJOR STA
x | s | SR 77 Page Templates... SHEET NO
(APFROACH TO PROJECT ) P T t 1
STA. 0 CONSTRUCT. age Transitions... 2
BEGIN - mix= Bates Mumbering I Add...
STA. F+Xd XX ON X000, R.P. XX XX XX Ix R
- Remove...
T8 W T BERTH STRUCTURE Full Text Index with Catalog...
MO, X-NH-NE | . N Manage Embedded Index... y;’-‘:\
STA. 00400 100 END STRUCTURE | | X
N0, X-XK-XK LR I JavaScript Debugger... Ctrl+)

Debug From Start
Edit All JavaScripts...
Document JavaScripts...

Set Document Actions...

In the Bates Numbering dialog box, Select Add Files > Add Files. This displays the Add Files dialog

3 Bates MNumbering

(=[O sl

Add Files...

[y Add Folders...
[% Add Open Files...

numbered.
er in which you want the Bates numbers to appear.

Mame

Size Created Meodified Warnings/Errors

[ Help ] [ Output

Options

NPSA- 10
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Cancel
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Numbering Plan Sets In Adobe

4. Inthe Add Files dialog box, navigate to the folder that contains the desired PDF files.

5. Select the desired files to be included in the plan set. <D> the Open button to add the files. In this
example, 12345_Design-Plans.pdf, 12345_HYDR-Plans.pdf, 12345_ROW-Plans.pdf, and 12345_TRAF-

Plans.pdf are used.

L Add Files =
'\J'\J [1] <« Local Disk (C:) » Projects » 12345 » Plot_Sets » ~ [ 2| [ search plot_sets I
Organize « MNew folder ==« [ @

r Favorites i Mame Date modified Type

AD 5/9/2012 7:53 AM File folder

=l Libraries FIR. 4/27/2012 8:19 PM File folder
3 Documents L FOR /27 File folder
o Music 1 ROWPR 7 File folder
=] Pictures |~ 12345 _Design-Plans.pdf 5/9/2012 7 Adobe Act
EE videos 12 12345_HYDR-Plans.pdf 5/9/2012 7:54 AM Adobe Acy
12 12345_ROW-Plans.pdf 5/9/2012 7 M Adobe Acy

"M Computer 12 12345_TRAF_Plans.pdf 5/9/2012 7:55 AM Adobe AcH

£, Local Disk (C3)

- % DVD RW Drive (Dt) InRoads Lab Data
® dpt_colorado (\Via-co-fsl) (H:)

L Admin (\\a-abg-fs) (K:)

S co-public (\\a-co-fsl) (L)

5# cferree (\\a-co-fsl\co-users) (M:)

3

File name: "12345_TRAF_Plans.pdf" "12345_Design-Plans.pdf" "1234. = |Ad0he PDF Files (*.pdf)

T |

I Open I |

Cancel |

Next, organize the files into the desired order. In this example the 12345_ROW-Plans.pdf is moved up to the

second position.

6. Highlight the file to be moved. In this example the 12345_ROW-Plans.pdf will be moved.

Colorado Department of Transportation

NPSA- 11



Numbering Plan Sets In Adobe
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7. Use the Move Up and Move Down buttons to change the file’s location. In this example the Move UP

button is used.

€5 Bates Num bering

(£ Add Files... -

(=[O sl

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

Size Created Meodified

215MB

MName

112345 _Design-Plans

Warnings/Errors

= TEil=
1,021.97 KB
ESEYEILMLTYE pL

[ —
4 Move Up 4L Move Down () Remove

[ Help ] [ Output Options ]

8. <D> OK. This accepts the files and opens the Add Header and Footer dialog box.

Use the following settings for Bates Numbering at the bottom of the sheet:

e Font- Tahoma

e Size- 11

o Top- 0.50

e Bottom - 0.71

o left- 1.00

® Right - .75

9. <D> in the Right Footer Text field.
NPSA- 12

Colorado Department of Transportation



CDOT Workflows

Numbering Plan Sets In Adobe

10. <D> the Insert Bates Number button. This displays the Bates Numbering Options dialog box.

Add Header and Footer @
Saved Settings: | [Custom-not saved] - elete Save Settings...
Font Margin (Inches)
Name: ITahoma v| Size: 11 vI I£| Ii| Top: [0.5 = Bottom: ff0.71 =
Appearance Options... Left: |1 = Right: | =
Left Header Text Center Header Text Right Header Text
Left Footer Text Center Footer Text Right Footer Text
I Insert Bates Number... I Insert Date Page Mumber and Date Format...
Preview
Preview Page |1 = Page Range Options...
i i
i i
1 1
____________ g S
i i
1 1
i i
1 1
a |
i i
1 1
] ]
____________ b
1 1
i i
1 1
1 1
1 1
Help | 0K | | Cancel

11. In the Bates Numbering Options dialog box, set the Number of Digits to 3.

Note: When using Adobe Acrobat Pro 9 the smallest Number of Digits that can be entered is 6. This can
be changed once the text is displayed in the selected Header or Footer Text field. Changing the
Number of Digits value in Adobe Acrobat Pro 9 is described in the next section.

12. Set the Start Number to 1.

13. <D> OK to accept the changes and dismiss the Bates Numbering Options dialog box.

Bates Mumbering Options 3

MNumber of Digits: :
Start Mumber: :
Prefix: ’7

Suffix: ’7

I o

I | Cancel |

Colorado Department of Transportation
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This completes the set up for the Bates Numbering for the bottom right corner. Next, save these settings so that
they can be used on other projects.

Bates Numbering Options In Adobe Acrobat Pro 9

The Adobe Acrobat Pro 9 Bates Numbering Options dialog box does not allow less than 6 in the Number of
Digits field. This can be corrected once the numbering code has been placed into the Add Header and Footer
dialog box.

1. Inthe Add Header and Footer dialog box, highlight the “6” in the Bates numbering code located in the
Right Footer Text field.

Add Header and Footer @

Saved Settings: |[Cu5tcm-nctsa‘.-'ecl] v| Delete Save Settings...

Font Margin (Inches)

Mame: |Tah0ma v| Size: 11 R I£| Ii| Top: [0.5 ~  Bottom: [0.71 =
Appearance Options... Left: |1 = Right: |0.75 =

Left Header Text Center Header Text Right Header Text

Left Footer Text Center Footer Text Right Footer Text

‘ ‘ <<Bate5Numbe>>

Insert Bates Number... Insert Date Page Mumber and Date Format...

Preview

2. Key in 3. This resets the digits to 3.

Right Footer Text

< «<Bates Mumber#3#] > >

Saving and Applying a Bates Numbering Definition

1. <D> the Save Settings button. This displays the Save Settings dialog box.

Add Header and Footer @
Saved Settings: | [Custom-not saved] v| Delete
Font Margin (Inches)

2. In he Save Settings dialog box, key in the desired settings name. In this example Bates Numbering
Bottom s used.
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3. <D> OK to accept the entry and dismiss the he Save Settings dialog box.

Save Settings @

Save current settings as:

I|Bates Numbering Bottorn| I

I oK l | Cancel |

4. Inthe Add Header and Footer dialog box, <D> OK. This adds the Bates Numbering to the selected files
and dismisses the Add Header and Footer dialog box.

A Progress message box is displayed which shows the program adding the page numbering to the selected
files. When the processing is complete, another message window is displayed indicating the successful
completion of the numbering.

5. Inthe Adobe Acrobat message window, <D> OK to dismiss the window.

Adobe Acrobat

|0'| Bates Mumbering has been successfully applied to 4 of 4 PDF files.

The Bates Numbering has been added to each of the selected files. Even though the numbering is placed in the
wrong location on the 12345 _ROW-Plans.pdf file, it was included here in order to get the correct numbers on
the files that follow. Next, the Bates Numbering is removed from the 12345 ROW:-Plans.pdf file and reapplied
with the correct page numbers in the upper right corner of the sheets.

Replacing Bates Numbering on a File

1. Inthe Adobe Acrobat Pro dialog box, Select File > Close to close the open file.

L 12345_Design-Plans.pdf - Adobe Acrobat Pro
Edit View Window Help

% Open... Ctrl+O

T2 Create L4
Save Ctrl+5
Save As L4

2 Share Files Using SendMow Online...
Attach to Email...

Action Wizard D
Revert
Close Chrl+W I
Properties... Ctrl+D

& Print... Ctrl+P

1 C:\Projects\12345%..112345_Design-Plans.pdf
2 C\Projects\12345%,..1\12345_ROW-Plans.pdf
3 C\Projects\123454..\12345_TRAF_Plans.pdf
4 C:\Projects\12345\..1\12345_HYDR-Plans.pdf
5 C\Projects\BE Schedule.pdf

Exit Ctrl+Q
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2. Open the file that needs to have the numbering replaced. In this example, the 12345_ROW-Plans.pdffile is
used.
3. Make a note of the page number currently on the page. This will be the starting Bates Number when the

correct formatting is applied.

Sheet Revisions Sheet Revisions | Sheet Revisions Right of Way Plans
50 oo i | e Tewcryton 05T | M Tovcpon IR Title Sheet
] I— g | i XV | 7] I XY i

Project Namber: 1RTR

Project Locofion: ¥¥XKX

DEPARTMENT OF TRANSPORTATION
STATE OF COLORADO

RIGHT OF WAY PLAN OF PROPOSED
FEDERAL AID PROJECT NO. XXXXXXXXX
STATE HIGHWAY NO. XXX
LLELLLLLLT COUNTY
RIGHT OF WAY PROJECT CODE NO. XXXXX

——

PROJECT LOCATION MAP

BTS2 PG Prajeqta’ | 2345V Turvey Drsige s [EMIRDR_TH WG don

SHEET NO

INDEX OF SHEFTS

RW 101
RW 2.01-RW 2.0
RW 3.01-RW 30X
AW A0LRW 4.0
RW 5.01-RW 5.0
RW B.01-RW 6.0%

M-100-1

M-B28-1

(1) Title Sheat

(X} Total Sheets

DEFPARTMENT OF TRANSPORTATION
FEDERAL HIGHWAY ADMINISTRATION

%ﬂ s i
T =1
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Numbering Plan Sets In Adobe

4. From the Adobe Acrobat Pro Menu bar, select Advanced > Document Processing > Bates
Numbering > Remove. This deletes the Bates Numbering from this file only.

ﬁ 12345_Design-Plans.pdf - Adobe Acrobat Pro Extended

File Edit View Document Comments Forms Tools

| Accessibility

£ Create - ) Combi &) Collaborate = 4}

d reate - ompine - ollaborate ~

el b # Sign & Certify
|_i| @ % 1 [ Security

Security Settings...

/11

] =

Window Help

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

timedia ~ ? Comment ~

t] | Find

Print Production L4
Redaction L4
Oversight / NHS o 5 - I o i
Document Processing Batch Processing...
FH#A REGION VI DVERSIGHT? o N0 O YES . ATION
Web Capture L4 Create Links from URLs...
MATIONAL HIGHWAY SYSTEW? O MO O YES i
PDF Optimizer... Remove All Links...
7 Preflight... Shift«Ctrl+x | Cxport AllImages.. SED
TABULATION OF LENGTH &
— T vir®  Number Pages...
STATION ROADHAY HAJOR STA
[ | siwe]| s® | R Ul SHEET NO
IFPR\JN;N TO PROVECT ; ] P T 'tion; 1
STA. 0 CONSTRUCT age Transitions... 3
BEGIN - mix= | Bates Mumbering Add...
STA. X XX ON 00000, R.P. XX XX | M. X R
- Remove...
STA. 31K X BEGTH STRICTIRE Al T T S T
M. X-DK-XE | o xx X Manage Embedded Index... y;’-‘:\
STA. 04000 END STRUCTURE | | %
MO KKK | wec JavaScript Debugger... Ctrl+) L
END X003 Debug From Start
STA. 0000 00 DN OO0, ROP, XX XX X I
Edit All JavaScripts...
APPROACH TO PROJECT
ST, o Document JavaScripts...
Set Document Actions...
wrar g A W

5. Select Advanced > Document Processing > Bates Numbering > Add. This displays the Bates

Numbering dialog box.
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Numbering Plan Sets In Adobe CDOT Workflows

6. Inthe Bates Numbering dialog box, Select Add Files > Add Open Files. This displays the Open PDF
Files dialog box.

E@ Bates Numbering EI@

2 Add Files...
%Add; " numbered.
— in which you want the Bates numbers to appear.

[% Add Open Files...

Size Created Meodified Warnings/Errors

[ Help ] [ Output Options ] 0K

7. In the Open PDF Files dialog box, highlight the desired files and <D> Add Files. this adds the files to the
list and dismisses the Open PDF Files dialog box.

Open PDF Files =
Open PDF Files:
Mame Date
12345_ROW-Plans.pdf 5/9/2012 9:24:00 AM

| adgofies || concel |

8. Inthe Bates Numbering dialog box, <D> OK. This accepts the files and opens the Add Header and Footer
dialog box.

Use the following settings for Bates Numbering at the top of the sheet:

e Font - Tahoma

e Sjze - 8
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o Top- 142
e Bottom - 0.50
o left- 1.00
® Right - 0.67

9. <D= inthe Right Header Text field.

Numbering Plan Sets In Adobe

10. <D> the Insert Bates Number button. This displays the Bates Numbering Options dialog box.

Add Header and Footer @

Saved Settings: |[Cu5tcm-nct saved] v| Save Settings...

Font Margin (Inches)

Name: [ Tahoma N -1 (Y] m] Top: 122 Bottom: |05 E
Appearance Options... Left: |1 = Right: J0.67 =

Left Header Text Center Header Text Right Header Text

Left Footer Text Center Footer Text Right Footer Text

I Insert Bates Number... I Insert Date Page Mumber and Date Format...
Drmarlmanr

11. In the Bates Numbering Options dialog box, set the Number of Digits to 3.

Note: When using Adobe Acrobat Pro 9 the smallest Number of Digits that can be entered is 6. This can
be changed once the text is displayed in the selected Header or Footer Text field. Changing the
Number of Digits value in Adobe Acrobat Pro 9 is described in the above section.

12. Set the Start Number to that generated in the first run of the Bates Numbering. In this example Z1.
13. <D> OK to accept the changes and dismiss the Bates Numbering Options dialog box.

This completes the set up for the Bates Numbering for the top right corner. Next, save these settings so that
they can be used on other projects.

14. <D> the Save Settings button. This displays the Save Settings dialog box.

Add Header and Footer

Saved Settings: | [Custom-not saved] v|

Font Margin (Inches)

15. In he Save Settings dialog box, key in the desired settings name. In this example Bates Numbering
Top is used.
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16. <D> OK to accept the entry and dismiss the he Save Settings dialog box.

Save Settings @

Save current settings as:

IBates Numbering Top| I

17. In the Add Header and Footer dialog box, <D> OK. This adds the Bates Numbering to the selected files
and dismisses the Add Header and Footer dialog box.

This completes the page numbering for the plan set.
Notes on Using Bates Numbering

e After the Bates Numbering is applied to a set of files, there is no further connection between the files.
Therefore, if the page count changes for some reason, each file will have to be opened and the Bates
Numbering removed before the files can be re numbered.

e Bates Numbering cannot be updated. If the page count changes for some reason, each file will have to be
opened and the Bates Numbering removed before the files can be re numbered.

e A file cannot have more than one set of Bates page humbers.

e A Page Range setting in the Add Header and Footer dialog box will affect every PDF file selected for
Bates page numbering.

e Each PDF file will have to be opened and printed then collated manually to assemble the plan set.
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