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Saving your files:
SAVE YOUR FILES IN THE VERSION YOU ARE USING! DO NOT SAVE BACK TO AN OLDER VERSION!

Please save all your files in the version of the software you are using. DO NOT save back to an older 
version as this may cause problems with your files. Some applications default to save in the version 
used to create the template and you will have to use the Save As function to save in a newer version. 

We recommended that you name your files with a unique name preferably using your customer number 
in the name. We receive a large number of files every day. Files with names like CD Cover.qxd are more 
likely to be confused with other files. A file with a name like CT00123456 Booklet.ai is going to be easy 
to keep track of. Please use file name extensions in the name (this includes Mac users too). It makes it 
easier for us to be sure what application was used.


