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GLOSSARY

Template A preformatted
write-protected document
used as a basis for creating
new documents that will
share common elements.

Templates are preformatted docu-
ments that are write-protected.
Templates should be created for
any documents that use that same
format repeatedly. All style sheets,
colors, H&Js and master pages
should be saved with the template.
All nonessential items should be
deleted.

Ts save a file as a template choose
File O Save as and enter a
name in the Save current
document as field. Select
Template from the Type pop-
up menu and then click Save as
shown in Illustration A.

When you open a QuarkXPress
template, you are opening a
copy of the document. The
name will be “Document”
with a number following it as
shown in Illustration B. The
number represents how many
new documents you have
opened. You don’t have to worry
about overwriting the original
template.
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