When creating a poster edition —

1. Highlight the DD_Posters template:
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Title: DD v

Template:

MName: MNone ~

Ed.Mumber: -

Date: MNone ~

Date = MName MNumber  Meodified Last Editor Created by
DD_Advance Pages o 19 daysago  avusa\bibera avusa\bibera
DD_POSTERS m abouta mon  avusa\Maido avusa\Maido
DD_Template_All_MNew 01 abouta mon  avusa\Maide avusa\Maido

2. Click on the right-mouse button and choose New From:

@& HCIFIX]P)

Title: 2] >

Template:

Mame: Mone ~

Ed.Number: w

Date: MNone ~

Date MName MNumber  Modified Last Editor Created by
DD_Advance Pages o 19daysago  avusa\bibera avusa\bibera
DD_POSTERS [1] about a mon__avusa'Maido avusa\Maido
DD_Temnplate_All_| E Open catMaido avusa\Maido

| Mew From

Recover ltems

Send to e-Paper

3. On the right-hand side of your screen, the following will appear:

Estin Fages | ot Dacuments

g inte
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Amo Mawe  Deegan O Biern




4. The next step is save your Poster edition:

File | Edit Pages Layers Masters Ads W

DNew

MNew From B

H Save Ctrl+5

Send to e-Paper

(=  Print Selected Pages
Recover ltems
Deleting in background
&) Delete/Undelete editions...
Run APM

Open Recent 3
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5. The following pop up will appear:

.y Edition Data *

Unsaved edition

Edition type [] Template (no date)

Date 2019/11/12 0:00 5
Mumber 0 =
Workstate <Mot Set> v
MName -

Description

1]

[ ok || cancal |

6. The highlighted sections need to be filled in correctly:

Ll —
.y Edition Data x

Unzaved edition

Edition type [] Template (no date)

Date 2019/11/12 i3] 00:00 & @
Number 01 v
Workstate <Mot Set> -
Name 3

Description

p

oK || Cancel

Check the changes made —

Date

Time MUST BE 06:00

Correct naming of posters 01PO — the next day’s date in DDMM format — Posters eg 01PO1411Posters

Description eg special Bok posters



|_] Edition Data X
| Unsaved edition |
Editicn type [ ] Template (no date)
Date 2019/11/13 06:00 2 QD
Number o1 v
Workstate <Mot Set> v
Name 01PO1311Posters
Description DD street poslers.l
m
[ ok ][ Ccancel IF
Click OK.

7. Close the edition by clicking on the X.

DD 13112019 1PO1311Posters =

Edition Pages | Ext. Documents




