QUICK REFERENCE GUIDE

Reallegal
Batch Printing

Print multiple transcripts in condensed format, full-sized, or the Word Index at one time using batch print. For
example, assume you have 10 transcripts you need to print. You need one full-sized printed copy of each
transcript, three condensed printouts, and two print-outs of each Word Index. Batch printing provides an efficient
method for achieving these results.

How to Batch Print

o Select the File Menu and select Batch Printing

e Add or remove transcripts from the batch print selection using the buttons provided. Click the Reset
button to return to your original selection.

Batch Print ? X
Select Transcripts
Add the transcripts to prepare for printing
Available transcripts: Selected for printing:
Supalla, Kassandra Add-> Clements Claire

<- Remove

Reset

ownr oy vIigeotepe ana sauoaxro

e Select Next.

o Use the Ctrl or Shift key and select one or all of the transcripts and type a number or use the arrow
up/down keys to select the number of full-sized, condensed, and word indices from that selection that
you want to print.
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Batch Print ? X

Copy Settings
Select the number of copies to print for each transcript

Name Full-sized Condensed Word index i
Clements Claire 1 1 1
Supalla, Kassandra 1 1

Use CTRL+Click or Shift+Click for Full-sized Condensed  Word index

selecting multiple transcripts - = 0 -
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e Select Next.
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e Select the theme you wish to apply to the transcripts from the Theme drop-down list and select the OK
button and Select printers using the drop-down list provided. Select the Properties button to adjust

printer settings (For example, change the quality of the printed page).

atch Print ? X

Printer Settings
Select the printer and printer properties for each copy type

Transcript Theme:

[Kass) | <7 F—
Cover Page:

HP OfficeJet 5200 series [6FC707] =2 Properties...
Full Sized:

HP OfficeJet 5200 series [6FC707] b Properties...

Print cover page

Condensed:
HP OfficeJet 5200 series [6FC707] b Properties...

Print cover page

Word Index;
HP OfficeJet 5200 series [6FC707] h Properties...

Print cover page

< Back Cancel

{NBORN, and transcribed

e Select Print.
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Looking for more information?
To sign into ReallLegal, visit my.reallegal.com
For assistance using Reall.egal, email reallegalsupport@thomsonreuters.com or call toll free at 1-800-290-

WEST (9378)
For additional training materials, visit https://legal.thomsonreuters.com/en/products/reallegal
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