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Remove and apply pre-printed 
oversized folder labels to the 24  
manila file folders.

Colored index character corre-
sponds with colored hanging 
folder. Insert manila file folders 
into corresponding colored 
hanging file folders. 

Place all the assembled folders inside the 
case. Now you are ready to start collecting the 
contents to fill your files.

Featuring

Labeling System

TM Create your own customized  
labels at Viewables.com!

® Smead, three bars, checkerboard pattern and Keeping You Organized are all 
registered trademarks of  The Smead Manufacturing Company.

TM Wheel of Organization is a trademark of The Smead Manufacturing Company. 

©2016 The Smead Manufacturing Co, Hastings, MN.
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Remove plastic hanging folder 
tabs from perforated sheet.

Fold into 3-D tabs.

6 standard colored  
hanging folders 24 SuperTab® manila file folders

9 Quick-Fold Tabs
(1 sheet)

6 pre-printed
Quick-Fold Tab labels

24 pre-printed
oversized folder labels

Apply Quick-Fold labels to tabs. Slide tab into hanging folder.
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Assembly video and templates available @ www.smead.com/LifeDocumentsOrganizer


