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Select File

Select Automate

 Select Batch



Action:   this is where you pick the action you created 

(CREATE ACTION FIRST- see page 3) 

Under the “Play” box select your specific action under the “Set” drop down 

The "source" folder is the set of documents you want to be altered 

The "destination" folder is where you want to save the altered documents 

Select “OK” when ready 
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Page 3 CREATING AN ACTION:

Select Window 

Select Actions
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A panel appear on the right side; there should be 3 headers “history,” “actions,” and 
“comments” 

Select the action section

There will be one Set already created titled “default actions” (through this process 
you are going to create a new Set)

Select the "Set” button at the bottom of the “actions” page (looks like little square 
folder) 
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A dialogue box will appear titled 
“New Set”

Rename this Set so you can later 
identify it

Example: “Tiff to Jpeg”
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Now select your new Set and then click the + button at the bottom of the 
“actions” page 

A dialog box will appear prompting you to label your new action

In the dialog box make sure your new "Set" is selected, not the default set 
(Example: the "Tiff to Jpeg")

Select “record”
Now every thing you click on will be recorded in your new Set as an action



You can delete actions in the panel on the right during 
this step if necessary

When you are finished with all your steps select the red 
button to “Stop”

Now your Action is complete

You can now do the “Batch Photoshop” steps to have 
batch documents altered at once
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