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INTRODUCTION

elcome to the InDesign CS
WVisud QuickStart Guide, my

fourth version of the book. It's
hard to believe how quickly InDesign
has become a major force in desktop
publishingand pagelayout. | fed very
lucky to have been working with and
teaching InDesign since its very first
verson. Infact, thisisthe only third-
party book that has had editions for
all four versionsof InDesign.

Rarely has an application caused
& much excitement as InDesign.
The first verson, released in April
2000, was hailed for its innovative
typographic features. Verson 15,
which came out in December of 2000,
added more tools and text controls.
With verson 2, InDesign created great
excitement by adding transparency
effects, drop shedows, feather effects,
and support for transparency in
files imported from Photoshop and
[llustrator.

Now, with InDesign CS' Adobe has
added new automation features
with nested styles. My favorite new
features are the new underline and
strikethrough controls, mixed inks,
and custom strokes and dashes. |
also am excited by the ability to add
interactive buttons, sounds, and
moviesto InDesignfiles.
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Introduction

Using This Book

If you have used any of the other Visua
QuickStart Guides, you will find this book
to besimilar. Each chapter isdivided into
different sectionsthat deal with a specific
topic— usually atool or command. For
instance, the chapter on text hassectionson
creatingtext frames, typing text, selecting
text,and so on.

Each of the sectionscontains numbered exer-
cisesthat show you how to perform a specific
technique. Asyou work through the steps,
you gain an understanding of the technique
or feature. Theillustrationshelpyou judge if
you are followingthe steps correctly.

I've also sprinkled sidebars, printed in gray
boxes, throughout the chapters. Some of
these sidebarsgive you abit of history or
background for aspecificfeature. Other
times, I've written out humorousstories
about desktop publishing. Thesesidebarsare
thesameasthelittle storiesand anecdotesl|
tell my studentsin the classes| teach.

Instructions

Youwill find it easier to use thisbook once
you understand theterms | am using. Thisis
especialy important since some other com-
puter books useterms differently. Therefore,
herearetheterms| usein the book and
explanationsof what they mean.

(i refersto pressingdown and releasing
the mouse button on the Macintosh, or the
left mouse button on Windows. You must

releasethe mouse button or it isnot adlick.

Press meansto hold down the mouse button,
or akeyboard key.

Pressand drag meansto hold the mouse
button down and then movethe mouse.

| dso usethe shorthand term drag. Just
remember that you haveto pressand hold as
you drag the mouse.

Menu Commands

InDesign has menu commandsthat you
follow to open dialog boxes, changeart-
work, and initiate certain actions. These
menu commands arelistedin bold type.
Thetypica directionto chooseamenu
command might be written as Object >Ar-
range> Bringto Front. This meansthat you
should first choosethe Object menu, then
choosethe Arrange submenu, and then
choosethe Bringto Front command.

Keyboard Shorteuts

Most of the menu commandsfor InDesign
have keyboard shortcuts that hel p you work
fagter. For instance, instead of choosing

New from the Filemenu, it isfaster and
easer to usethe keyboard shortcut (Cmd-N
on the Macintoshand Ctrl-N on Windows).
Often theseshortcuts use multiplekey-
strokecombinations.

The modifier keys used in keyboard short-
cutsare sometimeslisted in different orders
by different softwarecompaniesor authors.
Theorder that you pressthose modifier
keysisnot important. However, itisvery
important that you dwaysadd thelast key
(theletter or number key) after you press
the other keys.

Learning Keyboard Shortcuts

While keyboard shortcuts hel p you work
faster, you really do not haveto start using
them right away. In fact, you will most likely
learn more about InDesign by using the
menus. Asyou look for one command, you
may see another featurethat you would like
to explore.

xii InDesign CS Visual Quickstart Guide
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Onceyou fed comfortableworkingwith
InDesign, you can start adding keyboard
shortcutsto your repertoire. My suggestion
istolook at which menu commandsyou
use most often. Then each day chooseto use
oneof thoseshortcuts. For instance, if you
import alot of art from other programs,
you might decideto learn the shortcut for
the Place command (Cmd-D on the Mec;
Ctrl-D on Windows). For the rest of that
day usethe shortcut every timeyouimport
text or art. Even if you havetolook at the
menu to refresh your memory, usethe key-
board shortcut to actually open the Place
dialogbox. By the end of the day you will
have memorized the Place shortcut. The
next day you can learn anew one.

Cross-Platform Issues

Oneof the great strengthsof InDesign
isthat it isalmostidentical on both the
Macintosh and Windowsplatforms. Infact,
at first glanceit is hard to tell which plat-
form you are workingon. However, because
thereare somedifferencesbetweenthe
platforms, there are some thingsyou should
keepin mind.

Modifier Keys

Modifier keysare dwayslisted with the
Macintosh key first and then the Windows
key second. So theinstruction " Hold the
Cmd/Ctrl key" meanshold the Cmd key on
the Macintosh platform or the Ctrl key on
the Windowsplatform.When the key isthe
same on both computers, such as the Shift
key, only one key islisted.

Generallythe Cmd key on the Macintosh
(sometimescalled the Apple key) corresponds
to the Ctrl key on Windows. The Opt key on
the Macintosh correspondsto the Alt key on
Windows. The Control key on the Macintosh
does not have an equivalent on Windows.
Noticethat the Control key for the Macintosh
isdwaysspelled out whilethe Ctrl key for
Windowsis not.

Platform-Specific Features

A few timesin the book, | have written sepa-
rate exercisesor instructions for the Macin-
tosh and Windows platforms. These exercises
areindicated by (Mac) and (Win).

Most of the timethisisbecausethe proce-
duresare so different that they need to be
written separately. Somefeaturesexist only
on one platform. Those featuresare then
labeled asto their platform.

Whether you're learning InDesignin aclass
or on your own, | hope thisbook helpsyou
master the program. Just don't forget to have
fun!

Sandee Cohen

(Sandee@vectorbabe.com)
December, 2003
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has become so popular is that

it uses many of the same tools,
palettes, and onscreen eements that
are found in Adobe Photoshop and
Adobe Illustrator. So you may be
tempted to skip this chapter that
coversthose onscreen € ements.

However, despite the fact that
InDesign comes from Adobe, it has
some features that you won't find in
those other Adobe applications.

So, although you may think you know
everythingin thischapter, takeaquick
look at these pages. You may discover
some thingsyou didn’t redize werein
InDesign.

Of course, if this is your first
introduction to an Adobe product,
you'll want to read this chapter very
carefully as you will learn some
techniques you can use for either
[llustrator or Photoshop.

O ne of the reasons why InDesign

InDesign CS Visual QuickStart Guide 1



Chapter 1

Choosing Palettes

Most of the commands and featuresthat
control InDesign arefound in the onscreen
palettes. Each of the pal ettes coversspecia
features. The palettesare similar to those
found in other Adobe applications.Although
they first appear how Adobe arrangesthem,
well ook at them in aphabetical order.

Align palette

TheAlign palette iy (Window>Align) digns
and distributes objects on a page (see Chapter
4," Working with Objects").

Attributes palette

TheAttributes palette @ (Window>Attri-
butes) allowsyou to set fillsand strokesto
overprint (see Chapter 5," Workingin Color™).
It dsoletsyou create non-printing objects
(seeChapter 18," Output™).

Bookmarks palette

The Bookmarks palette € (Window > Book-
marks) alowsyou to define pagesas book-
marks. These bookmarksare then used

as navigationaidsin PDF documents (see
Chapter 17, " Interactive PDF Elements™).

Character palette

The Character palette @ (Window>Type>
Character or Type>Character) controls
character-level attributes such asthe typeface
and point size (seeChapter 3," Basic Text").

What's New in InDesign (57

As vou read this chapter, you'll notice
the word NEw next to some palettes.
These-are the palettes-that have neyer,
been in InDesign CS beforethis. That's
to say that the other palettes dom't
“have anv new features. It's iust that thes
new palettes didn't exist in previous
versions of Ihtpmgram.

i) Usethe Align paletteto align
the edgesand centers of objectsor to
distribute the space between objects.

(B &
e
_ Owarpriar il || Overgrine Stroks

merpanap |

h Nonprinting

- TheAttnbut&spaI ettelets you set
the overprintingcontrols for fills and
strokesor set objectsto notprint.

) Chapess |
Y Unsrsg Palenas
———— — 'RITSM
o The Bookmarkspalettelets you

create navigation bookmarks that are
used i n Adobe PDF documents.

|- | —]
B

Times E
__Regular !E

=|'r--l.iul g -.- Ilinl E
,{, [Fr— E!-.i.-: E

.IT-rm'- !I-.-:m !

| w4 o e

i 2
A Usethe Character paletteto format
the appearance of text characters.
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CLEE
) Usethe Character Stylespal ette to
automatethe formatting of text characters.

colorsto apply to text and objects.

|rLA e -Ii.'[ii_"i_*ﬂ
N D

) The Control palette changesits options
depending on the selected object.

Fanel ey Reuokation] |
[y T —— [
[ Beply Remiragi 1 Pl L]

|

[ i

[T A Ralvash Highiagen [ ifresh |

| —— O
|

1

.I The Flattener Preview paletteis used to
see how the transparency effects will affect
objectsand images.

B _
-6 71819
| ST “u
i TheGlyphspaletteletsyou insert
charactersfroma font.

Character Styles palette

The Character Stylespalette € (Window>
Type>Character Stylesor Type>Character
Styles) letsyou defineand work with char-
acter styles(see Chapter 14," Automating
Text).

Color palette

The Color palette i@ (Window>Color)
dlowsyou to mix or apply colors (see Chap-
ter 5," Workingin Color").

Control palette

The Control palette @ (Window> Con-
trol) changesitslayout depending on the
object selected on the page. If you arework-
ing with text, the Control paletteshowsa
combination of the Transform, Paragraph,
or Character paettes. If you areworking
with objects, the palette showsa combina-
tion of the Transformand Stroke pal ettes.
The Control paletteis covered in chapters3,
4, and 13.

Flattener Preview palette

The Hattener Preview pal ette i} (Win-
dow >Output Preview >Flattener) letsyou
display the page asit would look after flat-
tening has been applied during the printing
process(see Chapter 18, " Output™).

Glyphs palette

The Glyphs palette @ (Window > Type =
Insert Glyphsor Type>Insert Glyphs) lets
you insert or replace charactersfrom afont
(see Chapter 3 "Basic Text"). The Glyphs
paletteaso helpsyou work with Open-
Typefeatures(see Chapter 15," Typography
Controls™).

InDesign CS Visual QuickStart Guide 3
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Gradient palette

The Gradient palette @ (Window>Gradi-
ent) letsyou define and control the appear-
anceof gradientsor color blends (see Chapter
5," Workingin Color").

Hyperlinks palette

The Hyperlinks palette @ (Window> Inter-
active >Hyperlinks) is used to createlinks
that let you easily navigatearound PDF and
HTML documents (see Chapter 17," Interac-
tive PDF Elements").

Index palette

TheIndex palette @ (Window>Type &
Tables>Index) letsyou create cross-refer-
enced index entriesfor adocument or book
(see Chapter 10, "Pagesand Books").

Info palette

The Info palette  (Window>Info) gives
you feedback on the type of object selected,
and the action taken on that object (see
Chapter 4, " Workingwith Objects,").

Evea Mare Palettes?

Your copy of InDesign may display even
more palettes. These may be part of
third-party plug-ins that give you fea-
tures not found in the basic InBesign
PrOgram.

Third-party palettes are not available in
the ordinary installation. You need to

i SeeChapter 20," Customizing InDesigs"
far information oninstallingplug-i ﬁ iJ

install rhe plug-ins for those featurgss

Q) The Gradient palettelets you create
color blends.

o Faga | 3

=

Web Site

. ST TuTS I+
@ Usethe Hyperlinkspal etteto create

and gorelinksto otherpagesin a PDF
document or on the Web.

'|1:| [1]

v

| O tatarncs @ope | bt
Ay li
i
€

i ¥ Ly

. i
!

— — —d
B AR A

(P The Index palettelets you create

and manageindex entries for a
document or book.

o R

B 1B TR
¥R . F wariflm
[+ A
A Teans LT
L 1da l cu 100 W=
W 108 Yol K=l
-+ yomes L
(]

® Thelnfopal etteshowsthe attributes
of objects. These attributes change
depending on the object chosen.
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Layers palette

The Layers palette @ (Window>Layers)
controlsthe stacking order and visibility of
different layers(see Chapter 11,"Layers").

Library palette

The Library palette @ (File>New >Li-
brary) letsyou store and re-useelements
(seeChapter 12,"Libraries").

{ U the Layerspaletteto . layers

and changetheir display.

Links palette

The Links palette @ (Window>Links)
controlsthe status of placed images (see
Chapter 8," Imported Graphics").

Navigator palette

The Navigator palette @ (Window>Nav-
igator) letsyou seethelayout of pages (see
Chapter 2," Document Setup”).

O CreateaLibrary paletteto store
commonly used itemsand add them to

documents.

= Screen Real Estate
e O tour workspace may feel cramped
¥1 T laga = ; with so many palettes on your screen.
R il i One way I've solved the problem was
P ; to invest in a small, second monitor.

[ lespeaas)ore
O TheLinkspalettedisplaysalist of all
theimported graphicsand text files.

. '

)

W..l:-_ 4

® Usethe Navigator paletteto sea
preview of your document and move
around the pages

That way 1 can set up InDesign so that
the palettes are displayved in the sec-
ond monitor while the Toolbox and
the document window are displayed
071 POUT MAn monitor.

This gives you much more room to
work on your document.

InDesign CS Visual QuickStart Guide
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Pages palette

The Pages palette @ (Window >Pages) lets
you add and control pagesand master pages
aswel as move from one pageto another (see
Chapter 10, " Pagesand Books").

Paragraph palette

The Paragraph palette @ (Window> Type>
Paragraph) controls paragraph-leve attri-
butes such asthe alignment and margin
indents (see Chapter 3," Basic Text").

Paragraph Styles palette

The Paragraph Stylespalette @ (Window >
Type> Paragraph Styles) letsyou defineand
apply paragraph styles (see Chapter 14, "=
mating Text").

Pathfinder palette

The Pathfinder palette @ (Window>
Pathfinder) allowsyou to apply the Path-
finder commandsthat changethe shapes
of objects(see Chapter 4," Workingwith
Objects”).

'L,_.ﬂ —
IEI EI]" .

Paaad]| - pires

BE§ |

4 Pages In 3 Spreads IEEE Bl

® The Pagespalettelets you add and

delete pages, apply master pages, and
move through the document.

formatting controls for textparagraphs.

FRrT o
@ The Paragraph Stylespalette
makesit easy to apply complex
paragraph formatting to paragraphs.

[T
Faihfevidar

= e ]
@ The Pathfinder paletteallows you
to easily change the shape of objects.

6 InDesign CS Visual QuickStart Guide

@ The Paragraph palettecontainsall the



Getting Started

| B = |
e e |
| Edin the iy il |

@ TheScript Labd paletteallowsyouto
edit the labelsapplied to objectsin a script.

65 —

@ The Scriptspaletteallows you to
run scriptsdirectlywithin InDesign.

F

the color platesthat arein a document.

! Rl M e Wegreran |

=i .1|. = E i
® Usethe Stary bal eiteto apBI-)'/'the optical
margin alignment for hangingpunctuation.

—_— -
| CETRN T o O
[ v .;—.',—g:..m:
M Limn 1"-1_ - [T EE !
¢ Bimgr hiph E'iIT |
|
e — L |

Eret | Moms L)

fuap Crfer -.'.-I:-I.-IHHHH'FI II"-'
Cap Tire: 180% [#] |

=== |
@ The Stroke palettecontrolsthe
appearanceof rulesand linesaround objects.

The SeparationsPreview palettelets you

Script label palette

The Script Labd palette @ (Win-
dow > Scripting >Script Label) letsyou edit
labelsthat are applied to objectsas part of
scripts.

Scripts palette

The Scriptspalette & (Window >Script-
ing >Scripts) displaysthe scriptsthat have
been placed insidethe Scriptsfolder. These
scriptscan be run directly from within
InDesign (see Chapter 14, " Automating
Text").

Separations Preview palette

The SeparationsPreview pal ette &)
(Window>Output > Separations) letsyou
changethe display for the color platesin
the document. Thisletsyou seetheindi-
vidual color separations (see Chapter 18,
"Output™).

Story palette

The Story palette @ (Window>Type >
Story) letsyou change the automatic
margin alignment to an optical margin
alignment that adjuststhe position of punc-
tuation and serifs(see Chapter 14, “Auto-
mating Text").

Stroke palette

The Stroke palette @ (Window >Stroke)
controlsattributes such as strokewidth,
dashes, and end arrows and symbols (see
Chapter 6 " Styling Objects").

InDesign CS Visual QuickStart Guide 7
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Swatches palette

The Swatches palette & (Window >
Swatches) storesthe colorsand gradients
used in adocument (see Chapter 5 ""Working
inColor*).

Table palette

The Table palette & (Window>Type &
Table>Table) containsthe formatting and
controlsfor creating tableswithin text frames
(see Chapter 13," Tabsand Tables").

Tabs palette

The Tabs palette @ (Window>Type&
Tables>Tabsor Type>Tabs) controlsthe
position of thetab stopsfor text (see Chapter
13, "Tabsand Tables").

Tags palette

The Tabs palette &2 (Window>Tags) letsyou
apply and control XML (extensiblemarkup
language) tagsin adocument. Working with
tagsisbeyond the scope of thisbook. For
more information on using XML tags, see
Real World InDesign CS by Olav Martin Kvern
and David Blatner, publishedby Peachpit
Pressin association with Adobe Press.

|.'1.i

@ The Swatchespalette dores ors
and gradients.

@ Usethe Table palette to format
tablesand table cdls.

4] The Tabs palette letsyou position
and format tabswithin text.

I~ 2gd Tag F Brteg

L A
NRERF

&) U the Tags palette to control

XML tagsin a document.
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[ I 4|
# Taxl Wrip

Fll - pin

S BT

€D Use the Text Wrap palette ro control
how text wraps around objectsand images.

E L Abpld W 10pdd
¥ 11pk T
g M arT W
@ The Transform pa ettelets'y(')u control
the position and size-of objects. .

€ Usethe Transparency palette to change the
opacity and appearance of objects.

| Tras Prasain S O
i e prw} |
| Matnair)

i
| — Twiwts

@-fhETFq'o Presetspalette Iet?you store
trapping settings to apply to various objects.

Text Wrap palette

The Text Wrep palette € (Window>Text
Wrap) controls how text wrapsaround
objectsand placed images (see Chapter 9,
" Text Effects").

Transform palette

The Transform palette € (Windowz=
Transform) letsyou seethesizeand
position of objects. Yau can dso use the
Transform pal etteto apply transformations
such asscaling and rotation (see Chapter 4,
"Working with Objects").

Transpar ency pal ette

The Transparency palette € (Window>
Transparency) containsthe controlsfor
opacity and blend modes(see Chapter
"' Styling Objects™).

Trap Presets palette

TheTrep Presats paette € (Window>Trap
Presets) isused to store different settingsfor
how colorsaretrapped between one object
and another (see Chapter 18," Output™).

InDesign CS Visual QuickStart Guide 9
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Working with Palettes

Chapter 1

Working with Palettes

If you don't see a pal ette onscreen, you can
open it by choosingthe command in the
Window menu.

To open a palette:
e Choosethe name of the palettefrom the
Window menu.

{0} Pdettesthat control type, such as
Character and Paragraph, aredso listed
in the Type menu

To close a palette:
e Clickthecloseboxinthetitlebar €.

If you can't afford asecond monitor, you can
quickly hideyour pal ettesand Toolbox.

To hide palettes

1 Makesureaninsertion point isnot
within atext frameto avoidinsertinga
tab character into your text.

2 PressShift+Tab key. Thishidesal the
pal ettes.
or
Pressthe Tab key. Thishidesdl the
pa ettesincludingthe Toolbox.

& Pressthe commandsagain or choose
the pal ettecommand from the Window
menu to reved the palettes.

In addition to the palette buttons and fiel ds,
each pal ette containsa menu.

To display the palette menus:

1 Click the palette menu button to openthe
palette menu L.

2 Chooseacommand from the menu.

Mac dose box

Whdow close box

£ Click the dosebox to close a palette.

Paletie mene bution

£ Click the palette menu button to display the
menu for a palette.

10 InDesign CS Visual QuickStart Guide
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Some pal ettes display only some of their
featureswhen first opened. These palette
contain up/down arrowsnext to the name
of the palette. Yau can accessthe optional
featuresby clicking the up/down arrowsin
the pal ettetab.

To reveal the palette options:

1 Click the up/down arrow in the palette
tab to expand the paletteto reved the
optionsfor the palette €.

2 Continueto click thearrow to toggle
through each of the palettedisplay
states.

2 The palette menu also contains a Show
Options command that toggles between

€) Each click on the palette options arrow the palette display states.
changesthe display of a palette.

Yau can also shrink apaletteso that it only
Mac zoom button displaysthe pal ettetab.

To shrink a palette display:
e Clickthe collgpse box (Win) or zoom
button (Mac) &) to collapsethe palette.

sajjapg yum Bunpopy

Windows colluns_e box ~ To expand a palette display:
= F + |If the paletteis collapsed, click the
collapse box to expand the palette.

€ Click the collapse box to shorten the display
of a palette.

InDesign CS Visual QuickStart Guide 11
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Chapter 1

Some of the palettesallow you to display
smaller palette rows, which helpsyou save

screen space.

To display small palette rows:

e Choose Small Palette Rowsfrom the
palettemenu to display the smaller text
and symbols € for that palette.

Another way to save screen spaceisto move
one paletteso that it islocated within the
boundaries of another. Thisiscaled nesting.

To nest palettes:

1 Position the cursor over the palettetab.

2. Dragthetab sothat the outlineisinside
another palette. A black rectanglearound
theinside perimeter of the palette
indicatesthat the two pa etteswill be
nested @.

3 Rdeasethe mouse button. The palette
appearsnext to the other item @.

To unnest palettes:
1 Dragthe palettetab so that theoutlineis
completely outsidethe other palette.

2. Rdeasethe mousebutton. The palette
appearsas aseparateonscreen item.

Another way to arrange palettesisto create
sidetabsthat adhereto the sdes of your
screen.

To create a side tab:
1 Dragthe palettetab to theleft or right

sideof the screen. A vertical outline of the

tab appearsat the edge of the screen @.

2. Rdeasethe mouse. Thisadheresthe
paletteto the side of the screen.

[7 Larer a9
€ Small palette rows (lower window) display
moreinformation in the same size palette.

1 Lisui J-]_I 3 1|

& Drag the palette tab into another pal ette
area tonest palettes.

o = !

L FIEla)
@ Theresultsof nesting one palette into
ancther.

L mren
Lant Wad g
LT

Filn bn

( Drag the palette tab to theleft or right side
of the screen to createa Sdetab.
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Collapsedside tabs i

Fezcal D
e T L] D] i
Expanded
side ks E
1]
| Pags in | Gpread Li |5 |.-".;.

® Click theside tab onitsnameto expand or
collapsethe paletteto the side of the monitor.

rtEdA saaEn

< [&] =

ots Sa Unkods W
[ —
g B= = #E+~ 5
SE SmE s

@ Drag the palettetab to the bottom edge of
another pal ette to dock the pal ettestogether.

- -]
Furagraph brylen
[éz marigraph abvial |
-
it ur b $iyius
| e shammer myis]
B L

@ Dockedpal ettes are displayed together.

To collapse and expand side tabs:

e |If thesidetabisinitscollapsed state,
click onthesidetab palettenameto
expandit from the side of the screen ®.

If the sidetabisin itsexpanded state,
clickonthesidetab palettenameto
collapseit tothe side of the screen @.

2 Sidetabs can aso be nested with other
palettes.

Yau can aso dock pal ettesso they open,
closeand movetogether. The palettestake
up lessspacethan if they were separated, yet
unlike nested pal ettes, both can be seen at
once.

To dock a palette:

1 Dragone palettetab to the bottom
edge of another palette gk A dark line
appearsat the bottom of the palette
area

2 Redeasethe mouse. Thisdocksthe
palette underneath the top palette @.

To undock palettes:
1 Dragone palettetab so that the outline
iscompletely outside the other palette.

2 Rdeasethe mouse button. The palette
appearsas aseparate palette.

InDesign CS Visual QuickStart Guide 13
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Using Workspaces

Chapter 1

Using Workspates

| don't know any two InDesign userswho
agreeasto how to arrangetheir palettes.
Although my palettesmay start out neatly
arranged, within ashort time I've got them
scatteredall over my screen—especidly if |
am demonstrating in front of aclass.
Fortunately, you can arrange and save your
palettearrangementsinto workspacesthat
you can cal up at any time.
R InDesign shipswith aworkspace labeled
Default. Thisisthe workspacethat
the palettesrevert to if you deletethe
InDesign preferences.

To save a custom Workspace:

1 Arrangeyour palettesasyou want them
to appear on the screen.

2 Choose Workspace>Save Workspace.
The Save Workspace dia og box
appears .

3 Enter anamefor the workspace.

Click the Save button. The nameof the

workspaceappearsin the Workspace
menu.

~

To apply a workspace:

e Choosethe custom workspacefrom the
Workspace menu.

To delete a workspace:

1 ChooseWorkspace>Delete. The Delete
Workspace dial og box appears @.

2 Usethe pop-up menu to choosethe
workspaceyou want to del ete.

3 Clickthe Delete button to deletethe
workspace.

R Yau cannot delete the Default workspace.

Swvm W hpase

._Name Palettes for graphics}

-QB The Save Wor kspacedialogbox |ets yOLi
name the custom workspace configuration.

(=i derciase

Pabrran far graghsn
Palettes for text pnly — e
Student arrangement

@ The DeleteWorkspacedialogbox lets you
choose the workspace you want to del ete.

i

Suggestions for Using Woerkspaces

Warkspaces save dl the attributes,
appearances, and positionsof t};ﬂ)gl-
gttec Thic meancthat von e have a
workspaacethat closesall the palettes
except one or two that you want to
157N

You can have workspaces that show
just the palettes that apply colors,
gradients, and other object attributes.
Yau can have other workspaces that
show only the palettes that you use {0
text. Yau can even have a workspace
that putsall the paletteson the left for
left-handed users.

You can apply workspaces at any
time as you are working—even with
a document open. It's very soothing
to see dl your palettesrearrangeinto
orderly groups.

14 InDesign CS Visual QuickStart Guide
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I i - b=x Using the Toolbox
m The Toolbox containsthe toolsfor working
_ — a1l _ in InDesign aswell as controlsfor apply-
Selectiontool E % |DirectSekectontoo ing the colorsof fills and strokes gfi. Some
of the toolshave fly-out panelsthat et you
Pen tool
100 ‘}‘ T* i accessthe other toolsin the category €E1.
Penciltool ——# s Lin feol (Seethe exercise on the next page for how to
Rectangle frome tool (= ||, [Rectongle ioal access the fly-out panels.)
Rotate tool '—.'1 B, IScake tool To chogse a tool: '
Srear tool —E% £ (—— e Clickthetool in the Toolbox.
L or
Eyedioppertool —_# i | Gradienttool Taptheindividual keyboard shortcuts
Buttontool ﬁ S | Scissors tool for each of the tools. (See the Appendix
—_ for a list of all the default keyboard
Hand tool ;"# i, {zoomtool commands.)
—"i' il @R You can change the arrangement of the
H control Siep il and sioke Toolbox using the preferences(see page
Stroke control 486).
Defauh fill and stroke <% or
Formatcontainer _%.;;Lma;ig;em Double-click thetitle bar on the
Apply color I 3| 24 Apply none Toolbox to change arrangement.
Normal view E 1 Preview mode
@ The Toolbox at its default tool display
) P Tod P T Tres Tol 1
o e Ancher Pt Todl = | | =g TypeonaPuh Tosl she1
7 Colain Ancher Peist Task
I+ Convest Dincton Point Tool  Shift+C
w Y owdTosl N | | w ¥ Eysdagper Todl 1
7 Smaoh Tool & Mo Toal K
,’ Erams Tosl
tEh*H-‘Tdf [_] Eectangln Toal M ] Preview Made
() Elpoe Frame Tool . ) DhpmTod L B Diewd Mode
) Polygen Frama Toal Pelygan Teal I T Made

@ The Fly-out panelsin the Toolbox.

InDesign CS Visual QuickStart Guide 15

50N

%0qj00] a4}



Using Contextwal Menus

Chapter 1

Toolsthat have asmall trianglein their box
have other toolshidden in afly-out panel.

To open the related tools:

1 Pressthefly-out triangleon thetool dot.
Thefly-out panel appears .

2 Chooseoneof thetoolslistedin the fly-
out panel.

To see the tool keyboard shortcuts:

e Movethe cursor over thetool and pause.
A tool tip appearswith the name of the
tool and the keyboard shortcut .

I3 If you don't seethetool tip after pausing
for amoment, makesurethe Tool Tips
control isturned on in the application
preferences (see Chapter 20," Customizing
InDesign”).

R Yau can changeor add keyboard
shortcuts for tool s using the keyboard
shortcut control s (see Chapter 20,

" Customizing InDesign”).

Using Contextual Menus

Contextual menus are menusthat change
depending on the type of object selected

or wherethe mouseis positioned @. The
benefit of contextual menusisthat you don't
haveto moveall the way up to the menu bar
to invoke acommand. Also the menu changes
to provideyou commandsthat are appropri-
aefor the type of object chosen.

To display contextual menus:

® (Mac) Hold the Control key and dlick the
mouse button.

or
(Win) Click the right mouse button.

HIE The contextual menu cursor appearsas
you hold the Control key.

|ﬁ| wwm

@mmﬂ K

o Thefly out panel displaysthe additional
tools for that dot in the Toolbox.

el
1:} Rectangle Toal [MI|

@ Pauseover atool to seethetooal tip
containing the tool name and keyboard shortcut.

Contextual cursor

kg

@ The contextual menu changes depending on
what type of objectis selected.
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illions of years ago, when
Bdinosaurs ruled the earth—or

nineteen years ago, before the
start of desktop publishing— people
prepared documents for printing
using pieces of iff board. They
marked up the boards with specid
blue pencils to indicate the edges
of the pages. They drew marks that
specified where the margins and
columnsshould be and how the pages
should betrimmed. Thisboard, caled
a mechanical, was used as the layout
for the document.

Unlike the board mechanicals of
the past, InDesign documents are
electronic layouts. Just as with the
board mechanicals, you need to set
the page szes, margins, and column
widths. However, since you are not
using a pencil but a computer, you
have additional controls for how the
document islaid out.

Of course, changing an electronic
layout takes far less time than it did
with the board mechanicasthat old
dinosaurslike me used to use.

InDesign CS Visual QuickStart Guide 17
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Chapter 2

Starting Documents

When you create a new document, you have
the opportunity to set many optionsin the
New Document dialog box.

To set the basic options for a new document:
1. Choose File > Kew >Document. This
opens the New Document dialog box .

2. Typethe number of pagesin your
document in the Number of Pagesfidd.

3. Check Facing Pagesto set your document
with left-hand and right-hand pages.
(Seepage 20 for moreinformation on
facing pages.)

4. Check Master Text Frameto makeit easy
to flow text onto pages. (See page 245 for
more information on master text frames.)

5. Usethe Page Size pop-up list to set the
sizeof your page. (See page 20 for more
information on the page size.)

. Set the Orientation to portrait or
landscape. (Seepage 21 for more
information on the page orientation.)

1. Enter thesizeof the marginsin the
Marginsfields. (Seepage 21 for more
information on setting the margins.)

B. Setthenumber of columnsand the
gutter width in the Columns Number
and Gutter fields. (Seepage22 for more
information on columnsand gutters.)

8. Click OK. Thedocument appearsin the
window ©.

HE Seethe section' Working with Document
Presets’ on page 24 for information about
the Document Presetsand Save Preset
button.

[ The pagesare surrounded by an area
called the pasteboard. Likeadrawing
table, you can set itemstherefor later use.
Itemson the pasteboard do not print.

oy [ezcyrE=
P—— N —
[T . ] B iy P L T |
ke Trwi Frarw
T ! Laren Prgra
Page lup  Lene L1 CTrT 4
. T e
W L i E’
Heighl & Bl
—
L ] Curmr 71w
MEgEE
Tom = Il % ik % 1
Boroms © lpd Doisice 1521

) The New Document dialogbox st for the
basclayout options.

Pasteboardarea  Documentpage

(<] El|ﬂ =3 My Deslgn.indd @ 18%
: : R

i | - LT
l [

T s wla]aly ||
) Each documentpageis surrounded by the
pasteboar d areawhere you can temporarily
soreobjectsfor uselater.
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&) The New Document dial ogbox set for the
advanced layout options.

2
:

l+—Documenttrim

—Bleed area

U

L

| L
Frapared by Sondes Cohen for dha m“m
IrDsign 3 Viwed Cuschuibort Guds
July 4, T

@ A document with bleed and dugareas.

Yau can also set the advanced options for a
document. Thefirstisthe areaaround the
page, cdled a bleed. When you set ableed, you
definean areaoutside thetrim of the page
where objectswill till print. The second area
iscaledasdlug. Thisisan area, well outside
the page and bleed, where you can put infor-
mation about the type of document. Slugs
are often used by advertising agenciesto list
insertion datesand the name of the product,
manufacturer, and ad agency,

To set the advanced options for a new document:

1 Click the More Options button in the
New Document dial og box. The advanced
optionsfor Bleed and Slug dimensions
appear at the bottom of the dialog box €.

2 Set theamountsfor the size of the bleed
areaaround the document . (See the
sidebar on page 426 for a description of why
you need to set a bleed area.)

3 Settheamountsfor the sizeof the slug
areaaround the document. Theslug
areais displayed outside the document
trim Q.

2 Click the Make Same Szeicon (seepage
21) for the Bleed or Slugto automatically
set all the dimensionsto the samesze.
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Chapter 2

Choosing Layout Options

Theterm facingpages refersto documents
such asthis book where pageson one side
of itsspinefacethe pageson the other side.
(Thisisasocalled aspread.) Single pages,
such as advertisements,are set with facing
pagesturned off.

To set facing pages:

e With the Document Setup dial og box
open, click Facing Pages. Thischanges
the document from singlepageto facing
pages ¥ and Q.

& When adocument is set for facing pages,
the namesin the dialog box for the left
and right marginschangeto insideand
outside margins Q.

The pagesizeisthe szeof theindividual
pagesof the document.

To set the size of the page:
e Chooseone of the following11 choices
from the Page Sze menu Q:

* Letter,8%by 11inches.

Legal, 8%by 14 inches.

Tabloid, 11 by 17 inches.

L etter—Half, 8% by 5%inches.

Legd—Hadlf, 8%by 7 inches.

A4, 21 by 29.7 centimeters.

A3,29.7 by 42 centimeters.

A5, 14.8 by 21 centimeters.

B5, 17.6 by 25 centimeters.

Compact Disc, 4.7222 by 4.75 inches.

Custom, which alowsyou to enter your

own specificvalues.

I TheA4, A3, A5, and BS Szesare used
primarily outside of the United States.

IR If you changethe vauesin theWidth
or the Height fields, the Page Size
automatically switchesto the Custom
setting.

Left margin Right margin

) Theleft and right marginson nonfacing
pages.

Outside margin Inside margins QOutside margin

D Theoutside and inside marginson facing

peges.
o —
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) The Page Size menu offersstandard
U.S. and international paper sizes, aswell as
customization controls.
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Portrait  Landscape

———

Orientation: | ) Q)

) TheOrientation choices let you set the
position of the page.

[T
[ o4 C B *mEE:'_
goteom: [ 00 gt B

) The margin settings for a documentwith
facing pages.

_ Marginy
Teg: = iph = lmside = 3pD
Bottom: 5 10 T Dunde = apl

@ The margin settings for a document with
non-facingpages.

@ Click the Make Same Sizeicon to
automatically enter the same amount for all four
margins.

Theterm orientation refersto how the pageis
positioned, either up and down or Sdeways.

To set the orientation:

#+ Click the Portrait orientation to create a
document wherethe width isdwaysless
than the height .

or

Click the Landscapeorientation to create
adocument wherethe width isdways
greater than the height ©.

To set the margins:

1 Click thefield arrowsor enter an amount
for the Top and Bottomfields.

2 If the document is set for facing pages,
click thefidddarrowsor enter an amount
for the Insideand Outsidefields €.

or

If the document is not set for facing pages,
click the field arrowsor enter an amount
for the Left and Right margins @.

2 For afacing page document, you can set
the outside margin to betwicethe size
of theinside margin. That way thetwo
inside marginscombinearound the gutter
to be the same size asthe outside margin.

& When you finish typingin one of the
fields, pressthe Teb key to jump to the
next field.

HE Click the Make Same Sizeiconin the
Marginsareato control how the margins
are created §)- When theicon displaysa
lirk dl the marginswill bethe samesize.
When theicon displaysabroken link, you
can enter different Szesfor each margin.
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Chapter 2

Yau can also set visibleguidesfor columns
and the gutters (or spaces) between the col-
umns.

To set the columns and gutters:

1 Clickthefield arrowsor enter an amount
for the number of columns @.

2. Click thefidd arrowsor enter an amount
for the gutter ®.

R The columnsand guttersact asguidelines
onyour page ®. Yau can still placetext
or graphicsacrossor outside the columns
or gutters.

Wouldnt it be niceif the New Document
dialog box remembered your favorite setup
so you wouldn't haveto changethe settings
each timeyou start anew document?It can,
and that's called setting the defaults.

To set the document defaults:

1 Closedl InDesign documents, leaving
just the application open.

2. Choose File>Document Setup. The
Document Setup dialog box appears.

3. Makewhatever changesyou want to the
options in the Document Setup dialog
box.

4 Click OK. Thesettingsyou have
chosen becomethe default for any new
documents.

HE Yau can aso specify aDocument Preset
(seepage 24) to use asthe document
defaullt.

Columns

T ——

Cutier: _% 1p0

® Thecolumn settings et you set the number
of columnsand theamount of space for the
gutter between the columns.

= Margin guide

Column guide

Gutter

® Atwo-columndocumentwith margin,
column, and gutter guidelines.

B —

| Setting Other Defovits
} As you work in InDesign, you will
discover other areas where you would
] like to set defaults. Perhapsyou would
| like certain colors to appear (or nist
appear) in each new document. O
I wou would like certain text options
| appear automatically.
Just as you can set the Docoment

| Setup options with no document
open, you can also set other defaults.

With no document open, go to the
| menu and choose those options you
would like to set as a default. Whatever
is available for you to choose can then
be set ag a defanlt
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@ The Document Setup dialog box for an
existing document.

& The Marginsand Columnsdialog box for
an existing document.

Changing Layout Options

Yau may discover that you need to change
some of the settingsof an existing document.
When you start anew document, dl the
settingsappear in one dialog box. However,
after you begin workingon the document
you must use two separate controlsto make
changesto the document.

To change the document setup:

1 Choose File>Document Setup to open
the Document Setup dialog box @.

2. Makewhatever changesyou want to the
followingsettings:
e Number of Pages
* Facing Pages
* PageSize
¢ Orientation
* Bleed and Slug
3 Click OK to apply the changesto the
document.

To change the margins and columns:

1 ChooseLayout>Marginsand Columns
to open the Marginsand Columns dialog
box ®.

2 Makewhatever changesyou want to the
followingsettings:
* Margins
* Number of columns
* Gutter or thewidth of the space

between the columns

3. Click OK to apply the changesto the

document.

B Changingthe marginsand columns
while on a page or spread changesthe
settingsonly for that pageor spread. To
changethe settingsfor al the pages, you
need to work with the Master Page. (See
Chapter 10, " Pagesand Books," for more
information on master pages.)
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Chapter 2

Using the Document Presets

Yau may want to saveall the settingsfor
certain typesof documents so they can easily
be applied when you start new documents.
For instance, my Visua QuickStart books
require different settingsthan the handouts |
usewhen teaching. Document presets make
it easy to apply the different settingswhen |
create new documents.

To save the document settings as document preset:
1 Choose File>New >Document and set

the options in the New Document dialog
box.

2 Click the Save Preset button . This
opensthe Save Presat dialogbox .

3 Enter anamefor the preset in the Save
Preset Asfield and click OK. Thisadds
the preset to the Document Preset menu
in the New Document dialog box.

To apply a document present:

o Choosethe document preset from the
Document Preset menu in the New
Document dialog box .

or

Choose File>Document Presetsand
then choose one of the presetslistedin
the menu. Thisopensthe New Document
dialog box with that preset chosen.

To edit a document preset:

1 ChooseFile>Document Presets>Define.
This opensthe Document Preset dialog
box.

2 Choosethe document presetin the
Document Preset dialog box, and click
the Edit button @. Thisopensthe Edit
Document Preset dialog box .

3 Makewhatever changesyou want. Click
OK to savethe changesin the preset.

P Click the Save Preset button in the New
Document dialog box to save the current settings
asa preset.

CIETEEE——— i
ey ] [ —
_ G|

@ Enter a name for a document preset in the
Save Preset As field.

&) You can apply presets using the Document
Preset menu in the New Document dialog box.

CESICETEE—— |
Frwita o] |
_ el |
= __ Deets |
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i The Document Presetsdiaog box lets you
edit, delete, and create new documentpresets.
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&) Use the Edit Document Preset dial ogbox
to make changesto existing documentpresets.

Yau can also usethe Document Presetsdialog
box to create document presetswithout going
through the New Document dialog box.

To create a new document preset:

1 ChooseFile>Document Presets>Define,
This opensthe Document Preset dialog
box.

2 Click the New button to open the New
Document Preset dialog box.

HE Thisdialogbox issimilar to the Edit
Document Preset dia og box.

3. Usethediaog box to name and set the
optionsfor the new preset.

4 Click OK to savethe preset.

To delete a document preset:

e Choosethe document preset,and click
the Delete button.

& You can't deletethe [Default] preset.

Yau can also export document presetsinto a
filethat can be shared with others.

To export document presets:

1 Click the Save button in the the
Document Preset dialog box.

2 Nameand savethe document preset file.

Yau can aso import document presetsfrom
others.

To import document presets:

1 Clickthe Load button inthethe
Document Preset dialog box.

2 Naviagateto find the document preset
file

3. Click the Open button. The document
presetsareimported into InDesign.
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Chapter 2

Using Document Rulers

Designersneed to measurethingson their
pages. Rather than hold aruler up to your
monitor, InDesign givesyou electronicrulers
you can customizeor hide.

To show and hide the document rulers:

e Toseetherulersaongthetop and left
edgesof the document window, choose
View>Show Rulers @).

or

To hidethe rulers, choose View >Hide
Rulers.

Yau can changethe rulersto display different
units of measurement. Thisisespecialy help-
ful if you receiveinstructions written in mea-
surementswith which you are not familiar.

To change the unit of measurement:

1 Choose Edit >Preferences>Units
& Increments (Win) or InDesign >
Preferences>Units & Increments (Mac).
Thisopens the Units & Incrementsdialog
box.

2 For the Horizontal and Vertical settings,
choose one of the measurementsfrom the
pop-up lists .

HE You can have different unitsfor the
horizontal and the vertical rulers. For
instance, the vertical ruler can match
the document's leading so that each unit
equalseach lineof copy. The horizontal
unit can bein inchesor picas.

3 If you choose Custom, enter the number
of pointsfor each unit on the ruler.

HE Yau can also changethe unitswith the
ruler contextual menus €. (See page
16 for more information on how to access
contextual menus.)

Horizontal ruler

) © My Design.indd @1
‘f o, Ve oo

Verticalruler

I th
i g i i il i

[
Ll

= D oL
@ Thehorizontal and vertica rulers.

l:rl'l:l'l'-!tu‘:-

Bl ST |Comms

Clmim

@ Thechoicesfor therulersunitsof
measurement.

@ The contextual menu
when clicked over aruler.
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&) The zero point indicator of therulers.

€ You set theruler'szero point by dragging
thezero point indicator to a newposition on the

Page

T T T T
" 1l | : Page

==

@ You can control if the the rulersreset for each
spineor each page. They can also be set to stay
acrossa spread.

R LR PRSI
——

Therulersstart numbering at the top-left
corner of the page. You may want to move
thispoint, called a zero point, to adifferent
position. Thismight help you judge how
much spaceyou have from one spot of the
pageto another.

To reposition the zero point:

1 Position the cursor over the zero point
crosshairsat the upper-left corner of the
rulers &.

2 Dragthe zero point to the new position
on the page .

3 Rdeasethe mousebutton to position the
Zero point.

R Double-click the zero point crosshairsin
the corner of therulersto reset the zero
point to the upper-leftcorner.

If you are working on aproject such asan
advertising spread, it may be easier to posi-
tion objectsif the rulerscontinue acrossthe
spine of the pages. (The spineiswhere the
pages of a book, magazine, or other mutli-page
document are bound together.) InDesignlets
you customizethe origin of therulers.

To set the origin of therulers:
1 Choose Edit >Preferences>Units
& Increments (Win) or InDesign >
Preferences>Units & Increments (Mac).
2 Setthe Ruler UnitsOrigin menu to Page,
Spread, or Spine 1.
or

Choose asetting from the ruler contextual
menu 9.

I} Thereis no differencebetween the page or
spine settingsunlessthere are more than
two pagesto the spread.
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Chapter 2

Working with Guides

Guidesare nonprinting linesthat helpyou
position text and graphics on the page.
InDesign has many different types of guides
that you can work with €.
= Ruler guidescan be positioned
anywhereon the page or pasteboard.
= Margin guidesshow the settingsof the
marginsfor the document.
= Column guidesshow the column
settingsfor apage or master page (see
chapter 10).
= Bleed guidesshow the bleed areafor the
document.
¢ Slugguidesshow the dlug areafor the
document.

InDesign givesyou options for how to work
with guides.

To change the guide preferences:

I. ChooseEdit >Preferences>Guides &
Pasteboard (Win) or InDesign>
Preferences>Guides & Pasteboard
(Mac) to open the Guides & Pasteboard
Preferencesi@.

2. Useeach of the menusto set the colorsof
the guides.

3. Check Guidesin Back to position the
guidesbehind text and graphicson the
page @.

#.  Enter an amount inthe Snap to Zone.
Thisisthedistance,in pixds,for how
closean object must be beforeit will snap
or jumpto aignwith aguide.

To show and hide guides:

e Toseethe margin, column, and ruler
guides, choose View >Show Guides.
or
To hidethe guides, chooseView>Hide
Guides.

Bleed

Morgin

Column

Ruler

m_

| - - Slug

@ Examples of the varioustypesdf guideson
a page.

e
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@ Thedialog box for the guides preferences.

= Glidesin Bock

——
LEE Tmh’ '|| turnedon

JJ |
o Bl

Guides in Bock
turned off

|
&} The Guidesin Badk command changes how
guides aredisplayed asthey passthrough text
and artwork.
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|
’ | &) Thetwo-headed arrow

~ indicates that a column guide can
be moved.
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€D You can dragruler guidesout from the
horizontal ruler or vertical ruler.

Objectscan be set to automatically snap to
guidesasyou movethem. This makesit easier
to align objectsto guides.

To make objects snap to guides:
e ChooseView>Snap to Guides.

@ Choosethe command againto turn off
the feature.

There may be timeswhen you want to move
acolumn guidemanually. Thisresultsin a
custom guide setiing,

To move column guides:

1 Positionthe cursor over the guideyou
want to move.

2 Pressthe mousebutton. The cursor turns
into atwo-headed arrow that indicates
that the column has been selected .

3. Dragthe column guideto the new
position.

B Yau cannot changethe width of the gutter
space between the columnsby movinga
column guide. But you can changeitin
the Marginsand Columnsdiaog box (see
page21).

Ruler guides are more flexiblethan margin
or column guidesand can be positioned
anywhereon the pageto help with object
placement.

To createruler guides:

1 Position the cursor over the horizontal
or vertical ruler. (Seepage 26 for how to
display therulers.)

2 Pressthe mouse button. The cursor turns
into atwo-headed arrow.

3. Dragto pull the guideout onto the
page @.
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Rather than pullingguidesout one at atime,
you can also create aseriesof ruler guidesin
rowsand columns.

To create rows and columns using guides:
1 Choose Layout >Create Guides. This
opensthe Create Guidesdial og box €.

2 Enter the number of rows (horizontal
guides) in the Rows Number field.

3. Enter the amount for the space between
the rowsin the Rows Gutter field.

4. Enter the number of columns (vertical
guides) in the Columns Number field.

5 Enter the amount for the space between
the columnsin the Columns Gutter field.

6 Choose between Fit Guidesto Marginsor
Fit Guidesto Page 9.

7 Check RemoveExisting Ruler Guides
to deleteall the ruler guidesthat were
previously on the page. Thisincludes
ruler guidesthat were manually added to

the page.
8 Click OK to apply the guides.

HE Check Preview to seethe guideson the
page change asyou enter the values
within the dialog box.

HE If you set the Number fieldsto zerofor
both the Rowsand Columns, you can use
the Remove Exigting Ruler Guidessetting
asaquick way to deletedl theruler
guideson the page.

To repositionruler guides:

1 Position the cursor over the guideyou
want to move.

2 Pressthe mouse button. The cursor turns
into atwo-headed arrow and the guide
changesto adarker color. Thisindicates
that the guide has been selected.

3. Dragtheruler guideto anew position.

€ The CreateGuidesdialogbox lets you
automatically add many guides on a page.

| I i { | Firto mergins

Fit to page

€D Fit Guidesto Margin spacesthe guides
equally inside the page margins. Fit Guidesto
Page spaces the guides equally inside the page
trim.
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E € Useeither of the Sdlection

=& T 1 toolsto select aruler guide.

Bgbp Camgary
Ve Thewaboie B8 ) —
tpigr. | EOnn - F ol
£ Usethe Ruler Guidesdialoghox to

changethe color of theruler guides. You can
also set the threshold to determine at what
magnification the guides arevisible.

155

Fhe-Lwon
of his

El;.:‘illl:'..']'ﬂ\'r

| into his

£ Aview threshold of 200% means the guides
arevisible only when the magnification is200%
or higher.

Yau can dso manually moveor deleteruler
guides.

To move existing ruler guides:

e Useeither of the Selectiontoolsto drag
the ruler guideto anew position .

To deleteruler guides:

1 Clicktheruler guidewith oneof the
Selectiontools. The ruler guideturnsa
darker color,indicatingit isselected.

2 Pressthe Delete/Backspace key. This
ddetestheruler guide.

Yau may want tolock your ruler guidesso
they don't moveinadvertently.

To lock guides:
® ChooseView >L ock Guides.

HE Choosethe command again to unlock the
guides.

Just asyou can change margin guides, you
can changethe color of ruler guides. You can
a0 set the magnification at whichthe guides
arenot visble.

To change the appearanceof ruler guides:

1 Choose Layout >Ruler Guidesto open
the dialog box €5).

2 Usethe Color pop-up list to pick the color
for the ruler guides.

3. Set apercentagefor the View Threshold.
Thissetsthe amount of magnification
below which the ruler guidesare not
displayed €.

R Increasethe View Thresholdif you have
many guideson the page. Thishidesthe
guidesat low magnificationsand shows
them at higher ones. (Seepage 33 for
setting the view magnifications.)
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Working With Document Grids

Ruler guidesaren't the only way to aign
object. The document grid can alsobe

used asastructure for designing pages. The
baselinegrid is used to keep linesof text
even. (See page 366for how to align text to the
baseline grid.)

To display the grids:
e Choose View>Show Document Grid €5
or View>Show BasdineGrid.

To hide the grids:
e ChooseView>HideDocument Grid or
View>HideBaseline Grid.

To change the grid apperance:

1. Choose Edit >Preferences>Grids (Win)
or InDesign >Preferences>Grids (Mac)
to open the Grids Preferencesdialog
box .

1. Usethe Color pop-up list to changethe
gridcolor.

3. Enter an amount inthe Horizontal and
Vertical Gridline Every fieldsto set the
distance between the main gridlines.

4, Enter an amount in the Subdivisionsfield

to createlighter gridlinesbetween the
main gridlines.

8. Enter an amount in the Start field to set
wherethe basdlinegrid should start.

B. Enter apercentagein theView Threshold
field. Thissetsthelowest magnificationat
whichthegridisvisble.

7. Check Gridsin Back to positionthe
gridlinesbehind objectson the page, as
shown on page 28infigure .

To turn on Snap to Grid:

e ChooseView>Snap to Document Grid.
If Snap to Document Grid is checked, the
featureisalready turned on.

mmmm|

€D Choase Show Document Grid ro see e

horizostal and vertieal gridlines.
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&) The GridsPreferencesdial ogbox |ets you
control the display and arrangement of the
document grid.
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€ TheEntire Pasteboard command shows the
page aswell as the pasteboard.

InDesign’s “Sanart” View Commands

If you have used other pagelayout pro-
grams, you may not realizehow smart

some of InDesign’s Vien commanas
are. These are the commands Fit Page
in Window, Fit Spread in Window,
and Emtire Pasteboard,

In most other programs, if you choose
the Fit Page in Window command,

stze of the window, the magnification
is no longer the correct size to show
the entire page.
InDesign, however, is much smarter.
When you choose those three View
commands. InDesign continues to
display the entire page, spread, i
pasteboardeven if you resize the win-
changes as you change the size of the
window.

~ The command will stav active oniil
you choose a new view or manu-
aly change the magnification. That’s

pretty smart!

the magnification changes to show
the entire page: If you then change the —

Changing the Magnification
Magnification refersto the size of the docu-
ment asit appearson your screen. InDesign
givesyou many waysto changethe magni-
fication setting. Some of the quickest and
easest waysto changethe magnification
settingsareto useView commands.

To zoom with the View commands:

1. Toincreasethe magnification,choose
View>ZoomIn.

2. To decrease the magnification,choose
View >Zoom Out.

3. Toseeall of the current page, choose
View>Fit Pagel n Window. Thischanges
the magnificationsetting to whatever
amount is necessary to seethe entire page.

@R A small monitor forcesyou to usesmall
magnificationsto seethe entire page.
A larger monitor alowyouto setits
resolutionso that it showsthe entire page
at magnificationsthat are easier to read.

4 Toseedl of the current spread, choose
View>Fit Spread | n Window. (See page
20 for moreinformation on workingwith
spreads.)

5 To seethe document at 100%
magnification,chooseView > Actual Sze.

6 Toseetheentire pasteboard area, choose
View >EntirePasteboard €.
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InDesign |letsyou view the pagewith awide
range of magnificationsettings. Yau can
select a specific magnificationamount from
the magnificationlist.

To use the magnification ist:

1 Click the control at the bottom-left
corner of the document window to
display the magnificationlist .

2 Chooseone of the magnificationsin
thelist.

Yau can also view specific magnificationsnot
inthelist.

To enter a specific magnificationamount:

1 Double-click or drag acrossthe
magnificationshown in the bottom-|eft
corner of the document window.

2 Typeanumber between 5 and 4000.
{3 It isnot necessaryto typethe % sign.
3. PressReturn or Enter to apply the setting.

&) The magnificationlist at the bottom d the
document window.

Mognification Shortots
Becauss the View commands are wsed
s0 often, the keyboard shortcuts are
listed here. You can also find these
shortcuts listed on the View menu.

Mac Commands
Zoom In Cmd-=
Zoom Cut Cmd-hyphen
Fit Page in Window Cmd-0
Fit Spread in Window  Cmd-Opt-0
Actual Size Cmad-1
Windows Commonds
Zoom In Ctrl-=
Zoom Cht Cirl-hrphen
Fit Page in Window Ctd-0
Fit Spread in Window Cirl-Alt-0
Actual Size Cird-1
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@ Click the Normal View View and Pasteboard Controls
ﬂi Modeiconto seeall the Asyou work, you may want to view your
elements of the document. document in different ways Thefour View
modes provide different ways of looking at
your document.
E The Normal view modeisthe default view
' i and showsyou dl the guidesin the document
_ ‘ l. @ The Normal aswell asthe pasteboard, bleed, and slug
[l1 | | ViewModeshowsall  aress.
= ! theelements of the
document. To choose the four View modes:
e Click the Normal View Modeicon at the
— — bottom of the Toolbox @).
= 5 Preview Mods « Normal View Modeis the default view
[H] Bleed Made and showsyou al the guidesin the
document aswell asthe pasteboard,
(@ Slug Mode bleed, and dlug areas @.
or

&) Choose oneof the view modes to see specific

areasin a Preview Mode. Choose one of the view modesfrom

the fly-out panel at the bottom of the
Toolbox B
* PreviewModeshowsonly thearea

inside the page boundaries. All guides
are automatically hidden €f.

. D ThePreview « Bleed Modeaddsthe areainsidethe
Mode shows only the bleed to the Preview Mode ®.
printing elements and « SlugMode addsthe areainsidethe Sug
hidesthe pasteboard. to the Preview Mode .
@ TheBleedMode

showsonly the
printing elements and
the bleed area.

& The Sug Mode
shows only the
printing elements and
the slug area.
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View and Pasteboard Controls

Chapter 2

When you switchto the Preview Modethe
pasteboardis replaced by acolored back-
ground. Thedefault color isgrey; but you can
changethat to any color you would like.

To change the Preview Background color:

1 Choose Edit > Preferences>Guides &
Pasteboard (Win) or InDesign>
Preferences>Guides & Pasteboard
(Mac) to open the Guides & Pasteboard
Preferences.

2 Usethe Preview Background list to set
the color for the background . This
changesthe color shownin the Preview
Mode .

B Restrain yoursalf from changingthe color
to something extremely intense. A vivid
color around adocument can change how
colorson the page appear.

The areaaboveand below the document is
controlled by the Minimum Vertical Offset.
Yau can makethat arealarger.

To change the Preview Background color:

1 Choose Edit > Preferences>Guides &
Pasteboard (Win) or InDesign>
Preferences>Guides & Pasteboard
(Méac) to open the Guides & Pasteboard
Preferences.

2 Enter an amount in the Minimum
Vertica Offsetfield € Thisincreasesthe
pasteboard above and below the page €.

2 Some peoplewho cometo InDesign
from other programswant to increase
thevertical offset of the pasteboardto
avoid problemswhen rotating objectsso
they stick off the pasteboard. Their old
program wouldn't |et them rotate objects
in that manner. Fortunately, InDesign lets
you rotate objectsoutside the pasteboard.

@ Usethe Preview Background List to change
the color of the pasteboard area shown in the
Preview Mode.

@ A black background in the pasteboard
area presents your work with a more dramatic
appearance.

~ Pitaow Defer

e
& Usethe Minimum Vertical Offset field to

increase the size of the pasteboard above and
below the document.

B0 0 i

5 8

ard

l'\.I rI
e b e

o R

@) Theeffectsof increasing the size of the
Minimum Vertical Offset.
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@ Usethe Zoomtool to
changethe magnification of
the page.

wgtt's
" New

. Sue?

s IARF i

@ Dragthe Zoomtool diagonally to magnify
aspecificarea. The marquee indicates the area
to be selected.

‘Wha
' New

&) The selected area fillsthewindow after you
release the mouse button.

Using the Zoom and Hand Tools

The Zoom tool letsyou jump to aspecific
magnificationand position on the page. The
Hand tool movesthe view to a new position.

To use the Zoom tool:
1 Click the Zoom tool in the Toolbox &f-
The cursor turnsinto amagnifying glass.

2 Click the Zoom tool on the areayou want
tozoomin on. Click asmany timesasis
necessary to changethe magnification.

I PressCmd/Ctrl and Spacebar to accessthe
Zoomtool without leavingthetool that is
currently selected.

2 Each dlick of the Zoom tool changesthe
magnificationto the next settingin the
magnificationlist.

I Pressthe Opt/Alt key whilein the Zoom
tool to decrease magnification. Theicon
changesfrom aplussign (+) to aminus
sgn (-).

2 Double-clickthe Zoomtool in the
Toolbox to set the view to the actual size
(100%).

A marquee zoom dlowsyou to zoom quickly

to acertain magnificationand position.

To create a marquee zoom:

e DragtheZoom tool diagonaly acrossthe
areayou want to see. Releasethe mouse
buttontozoomin @ and @.
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Using the Zoom and Hand Taols

Chapter 2

Yau can also usethe Hand tool (sometimes
caled the Grabber tool) to move around
within the areaof the document. Thisismore
flexiblethan using the scrollbarswhich only
go up and down or left and right.

To use the Hand tool:

1 Clickthe Hand tool in the Toolbox @.

2 Dragthe Hand tool to move around the
page.

& Double-click the Hand tool in the

Toolbox to fit the entire pagein the
window.

If you want to become atrue InDesign power
user, you need to use keyboard shortcuts.
Oneof the primary shortcuts you should
learn is how to temporarily accessthe Hand
tool without leaving the current tool. This
letsyou scroll around adocument very
quickly.

To temporarily access the Hand tool:
e Pressthe Opt/Alt plus Spacebarskeys.

Thisgivesyou the Hand tool in all
situations.

HE You can dso accessthe Hand tool by
pressing just the Opt/Alt key if you are
workingin atext frame.

W S

«";.l __.I‘ @ Use the Hand tool to move
; the page around the window.

Ploying the Keyboord “Bass Notes™
I confess! | haven't chosen the foom

or Hand tools in vears. Rather than

move the mouse all the way over to
the toolbox, T wse the keyboard short-

cuts.

Ot the Mac, 1 keep my fAngers
lightly resting on the Cmd, Opt, and
Spacebar keys, By changing which
keys are pressed, 1 alternate between
the Zoom In, Zoom COut, and Hand

tools.

On Windows, | do the same thing
with the Cirl, Alt, and Spacehar keys.

S0, as my right hand moves the mouse
around and taps other keys on the
keyboard, my left hand is always
playing the three bass notes of the
keybeard.
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Zoom out
mmﬁcuﬁon Zoom sllidel

Menu

= Preview area
— View box

LRI Zoomin
@ The dlements of the Navigetor pal ette.

'y ‘

[E

(e T e
&) When View All Soreadsis chosen, the

Navigator displaysall the spreadsin the
document.

Using the Navigator Palette

The Navigator pal ette combinesthe functions
of both the Zoom and Hand tools. Asyou
changethe viewsin the Navigator, you change
the viewsin your document.

@ Enlargethe size of the Navigator paletteto
see more detailsin your document.

To use the Navigator zoom buttons:

1 If the Navigator paletteis not already
open, choose Window >Navigator. This
opensthe Navigetor palette @.

2 Click the Zoom In button to increasethe
magnification.

3. Click the Zoom Out button to decrease
the magnification.

To set a specific magnification:
1L Highlight the valuein the Magnification
field and enter the specific magnification.

2 PressReturnor Enter.

To use the Zoom slider:
e Dragthe Zoomdider totheright to
increasethe magnification.

or
Drag the dider to the left to decreasethe
magnification.
The Navigator palettecan display asingle
spread or all the spreadsin the document.

To change the view spread options:

e ChooseViewAl Spreadsfrom the
Navigator palettemenu. Thisdisplaysall
the spreadsin the document .

& When you chooseView All Spreads, the
menu choicechangesto View Active
Spread. Thisdisplaysonly the currently
selected spread. (See Chapter 10, "' Pages
and Books," for moreinformation on
working with spreads.)
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Using the Navigator Palette

Chapter 2

The Preview Areawithin the Navigator
pal ette can also be used to movearound the
document.

To move using the Navigator Preview area:

1 Position the cursor insidethe Preview
areaof the Navigator palette. The cursor
changesinto ahand .

2 Dragthe Hand around the Preview area.
The Preview Box movesto changethe
area displayedwithin the document
window.

2 Notice how the Hand cursor turnsinto an
animated fist asit grabsthe pageto move
around the document. Cute!

TheView Box isthe rectangle that showsthe
sizeof the areadisplayedin the document
window. Yau can changethe color of that
rectangleso that it ismore easily seen againgt
the color of your document pages.

To change the color of the View Box:

1 Choose Palette Options from the
Navigator menu. Thisopensthe Palette
Options dialog box &

2 UsetheColorlist to pick anew color.

& The Hand cursor inside the Preview area of
the Navigatorpal ette.

o S e
= T e |

&) The PaletteOptions|et you change the
color of theView box inside the Navigator
palette.

Too Many Navigation Choices

Between the document scrollbars, the
Hand tool, the Navigetor palette, amd
the page controls (cowered i CRapier
10, “Pages and Books™) you may feel
a little overwhelmed as to all your
choices for moving around a docu-
ment. Here are some gaidelines as to
when to use what:

# Uze the Hand tool for short
distamces.

* Llse the Mavigator palette if you
need some visible clues as to
wvhereyou are moving.

= LXethe pagecontrolssuch as
the Pagespal etteif you needto
Jump &Cross many pages in a
document.
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&) Twoviewsd the same document set as tiled

windows.

[

‘UMENT SETU

ruled theearth—or ju

years ago, beforethe b
desktop publishing—peop
documentsfor printing =
stiff board. Thev marked u
with special bluej=1s% to
edges of the pages. They
that specified where the n
crdumrs dsuld ke and b
ikl b rpairwad Thic b

Bﬂi +1= Of year sago,whe

d renbsrmel wa nnl

ST LEE CRE LETETT

Controlling Windows

Thewindow commands|et you view one
document in two windowsand control the
display of multiplewindows.

To see a documentin two windows:

1

Choose Window >Arrange > New
Window. This createsa second window
containing the document.
ChooseWindow >Arrange >Tile. This
changesthe size of the two windows
and positionsthem side by sideon your
screen Q.

or

Choose Window >Arrange >Cascade.
Thisstacks dl the open windowsso that
their tittebarsarevisble.

In the Macintosh OS X operating system,
the windowsfor InDesign documents may
be obscured by other applicationwindows.
Fortunately there acommand that letsyou
moveall the InDesign windowsto be seen at
thefront of the screen.

To control the order of documents (Mac):
e Choose Window >Arrange>Bring &ll

To Front. Thismovesal the InDesign
documentsto thefront of the stacking
order of al other applications.
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Chopter 2

File Maintenance

After youwork on adocument for evena
littlewhile, you must saveyour work to a
hard drive or disk. Thisisvitd so that you
don't loseimportant information should
your computer crashin a power blackout or
you do something stupid.

To save and name a file (Win):

1 Choose File>Saveor File>SaveAs This
opensthe Save Asdialog box @.

2 UsetheSavelnfieldto choosea
destination disk and folder for thefile.

3 Usethe File Namefield to name thefile.

4  Usethe Save As Typefield to choose
between an InDesign document or an
InDesign Template.

5 Click Saveto savethefileand closethe
dialog box.

To save and name a file (Mac):

1 Choose File>Saveor File>SaveAs This
opensthe Save Asdialog box .

2 Usethe Macintosh navigational elements
to choose a destination disk and folder
for thefile.

Usethe Namefigld to namethefile.

Use the Format pop-up list to choose
between an InDesign document or an
InDesign Template.

B Thetemplateformat savesthefileso
that each timeit isopened, it opensas
an untitled document. This protectsthe
document from inadvertent changes.

5 Click Saveto savethefileand closethe
dialog box.

W

Asyou work, you may want to spin off a copy
of your document under another name. The
Save a Copy command makesthis easy to do.

[ | E— [ e
Erm - E.:w‘- - L
@ The SaveAsdialoghox(VWn) .
fe By

Freewi | & inlw g 00 did il

Il & 11 tessplie »
"'"""IHT—IE

Ll

[ Coeoet )
@ TheSaveAsdialogbox (Mac).
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The Three Different Save Commends

The first time you look under the File
nenu you may be a little confused
by the three different commandsfor
saving documents. What are the dif-
ferences between Save, Save As and

— Save # Copy?

The first time you save an untitled
document, there is no difference
between choosing File >Save and
File == Sawe As. Both commands bring
up the Save As dialog boo

Once vou have named a file, the Save
command adds new work to the file
without changing the file’s name. The
Save As command will dways open
the dialog box where you can change

| thefilés nameor location.
| T usethe Svecommandalmostall the:

tirme. That way I only have to remem-
ber one keystroke: Cmd/Ctrl-5. The
only time | use the Save As command
is if I want to change the name of a
document or save it somewhere else.

The File >Save A Copy command is
different. When vou save a copy. you
can save the file under a new name,
However, unlike the Save As com-
mand, you continue to work on the
file you were working on.

T use the Save 4 Copy command when
1 am about to do something strange
or bizarre to my work., The Save a
Copy command lets me create a ver-
sion of the file that T know T can fall
back on,

=

————— g

To create a copy of a document:

1 Choose File>Savea Copy. Thisopensthe
Save Asdiaog box.

2 Usethesamestepsas describedin thetwo
previousexercisesto save thefile.

3 Click Save Thecopy of the document is
saved whileyou can continueto work on
your current file.

There may betimeswhen you want to revert
to the previoudy saved version of adocument
without saving any changes.

To go back to the saved version of a document:

e Choose FHle>Revert. Thefile closesand
then reopensto whereit was when last
saved.

To undo the steps you have done:

® ChooseEdit>Undo [Action].

B2 Repesat thiscommand asoften as
necessay.

To redo the steps you have done:
e ChooseEdit >Redo[Action].

To close a document:
® ChoosFile>Close.
or

Click the Close box in the document
window.
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It happens— someday, somehow your
computer will crash or you will beforcedto
restart it without saving your work. Fortu-
nately InDesign has an automatic recovery
option that can saveyour work.

To recover a file:

1 Restart the computer after the crash or
dataloss.

2 Start InDesign. Any filesthat were
open when the crash occurred will be
automaticallyopened.

3. Choose File>SaveAsto savethefilewith
anew name and destination.

R The restored datais atemporary version
of thefileand must be savedin order to
ensuretheintegrity of the data.

InDesign givesyou options for opening and
closingfiles

To open a file within InDesign:

1 ChooseFile>Open.

2 Usethe navigation controlsto select the
fileyou want to open.

HE You can aso open adocument by double-
clickingitsicon.

To open recently saved documents:

o Choose File>Open Recent and then
choose one of thefileslisted in the
submenu.

B InDesignliststhe 101 ast-opened
documentsin the submenu.

Opening QuarkXPress or PageMaker Files

InDesign can convert documents and
templates from QuarkXPress 33 (or
later) and Adobe PageMaker 6.5 (or
later). Simply choose File>Open and
choose the file. InDesign convertsthe
file into anew Inlksign document.

How good isthe conversion?It's great
fior templates that consist of the layout
without any text. All the master pages
[eee page 345) are converted along
with the style sheets {see page 328)
and colors [see Chapter 5). This lets
you use your old templates to pro-
duce new work in InDesign, Graphics
pasted wia the dipboard —not
placed using the Place or Get Picture
commands—into CuarkXPress or
PageMaker are not converted.

The conversion may change docu-
ments with lots of text. For instance,
InDesign arranges type with a very
sophisticated compaosition engine (see
page 359), This means that text could
move o new lines when it appears in
the InDesign document.

[f you need 1o make just one or two
small changes to an old document,
you're better off opening the file in
CrearkXPress or PageMaker and mak-
ing the changes to the original files.

However, if you need to completely
redo a document, export the text from
the file, and then use InDesign to
convert the template into an InDesign
file. You can then use that template for
all new documents,
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'nen | started in advertising
Waround twenty-five years ago,

setting type was an involved
process. First, the copywriter typed
out the text on pieces of paper. The
art director or typographer then
marked up the pageof copy withared
pencil to indicate the typeface, point
Sze, leading, and so on. Then, the
copy was sent to a typesetting house
where a typesetter retyped the text
into a special typesetting machine.
The text was printed onto specia
photographic paper and sent back the
next morning. The copywriter then
had to proof the text to make sure
that therewereno errors.

That's why | am amazed every time
| use a program such as InDesign to
&t text. | don't type the copy onto a
piece of paper; | type right onto my
actual layout. | don’t have to send the
copy out overnight; it's right there on
my computer screen. And | know that
the only mistakes are the ones | make
mysdf!
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Chapter 3

Creating Text Frames

InDesign holdstext in objectscaled frames.
Beforeyou can start typing text, you need to
create atext frame. Theeasiestway to do this
iswith the Typetool.

B2 Yau can resize or reshapetext frameslike
you can other objects. (See Chapter 4,

“Working with Objects” for more details on
creating and working with objects.)

To create a text frame with the Type tool:
1 Clickthe Typetool in the Toolbox @.

2 Movethe cursor to the page. The cursor
changesto the Typetool cursor @.

3. Dragdiagonalyto createtheframe .

& Theframe startsfrom the horizontal line
that intersectsthe text frame cursor.

4. Rdeasethe mouse button. Thetext frame
appearswith an insertion point that
indicatesyou can typein theframe.

The Typetool will dways create rectangul ar
frames. However, you can usethe frametools
to create other geometric shapessuch as
dlipsesand polygonsto hold text.

B Theframetoolsalso letsyou use
numerical settingsto specify the exact
dimensionsof aframe (see page 48).

To draw an elliptical frames:
1 Clickthe Ellipsetool in the Toolbox ).
2 Dragdiagonallyto createthedlipse ).

3. Rdeasethe mouse button when the
dlipseisthe correctsize.

4 Click the Typetool insidetheframeto
convertit to atext frame.

© Choosethe Typetool in
the Toolbox to work with text.

I © Thecursor set to create a text frame.

€ Dragdiagonally
T with the Typetool to

A

2/,

ts:*\;

X! createatext frame.

O TheEllipsetoal in the
Toolbox.

) Dragdiagonally to
= createandlipse.
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i) The Polygontool in the
Toolbox.

i Usethe Polygon Settingsdiaog box to
change the shape and the number of sidesof a

polygon.

@
2=
© Drag
diagonallyto
L, createpolygonsor

i~ dStars.

Unossigmed Fromes
The Ellipse, Polygon, and Rectangle
tools create frames that are unas-
signed. This means they hold neither
fext nor graphics. But don't let the
nassigned designation mislead you.

unassigned or not,

You can convert unassigned frames
to hold text (see page 48], or you can
convert unassigned frames to hold
graphics (see page 183).

It doesn't really matter if aframeis.

The Polygontool asoletsyou draw starsas
well as ordinary polygons.

To draw a polygon frame:

1. Double-clickthe Polygontool inthe
Toolbox . Thisopensthe Polygon
Settingsdialogbox @.

2. Enteranumber inthefield for the
number of sides.

3. Leavethe Star Inset amount as 0%. If you
increasethe star inset, you createastar.
(Seethe next exercise.)

4, Dragacrossthe pageto createthe polygon
0.

& Pressthe up or down arrow keysasyou

drag toincreaseor decreasethe number
of sidesof the polygon.

5. Reeasethe mouse button when the
polygon or star isthe correct Size.

& Click the Typetool insidetheframeto
convert it to atext frame.

To create a star frame:

1 Double-click the Polygontool inthe
Toolbox to open the Polygon Settings
dialogbox .

2 Enter anumber in the Number of Sides
field for the number of outer points.

3. Enter avaduefor the Star Inset amount.
The greater the amount, the sharper the
pointswll be.

4. Dragto createthestar @.

HE Pressthe up or down arrow keysasyou
dragto increaseor decrease the number
of pointsof the gtar.

I Presstheleft or right arrow keysasyou
dragtoincreaseor decreasethe star inset.

5 Rdeasethe mouse button when the star is
thecorrect Sze.

6 Click the Typetool insidethe frameto
convertit to atext frame.
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Chapter 3

Yau can aso create rectangular framesusing
the Rectangletool.

To draw a rectangular frame:

1 Clickthe Rectangletool in the
Toolbox ©.

2 Dragdiagonalyto createthe
rectangle 3.

3 Reeasethe mouse button when the
rectangleisthe correct size.

4 Click the Typetool insidethe frame to
convertit to atext frame.

The Elliptica and Rectangular frame toolslet
you numerically specify theframe size.

To set the size of a frame numerically:

1 Choosethe Ellipseor Rectangletool from
the Toolbox.

2 Position the cursor whereyou want to
createtheframe.

3 Click.A dialogbox appears @.

4 SettheWidth and Height of theframe.

5 Click OK. Theframe appearswithits
upper-left point whereyou first clicked.

R Hold the Opt/Alt key asyou click to
position the centerpoint of theframeat
that point.

Frames created with the Ellipse, Polygon, and
Rectangletools must be converted to useas
text frames.

To convert unassigned frames:
1 Sdecttheframeyou want to convert.

2 Choosethe Typetool and click insidethe
frame.

or

Choose Object >Content >Text. An
insertion point appearsindicating that
you can begintyping.

=L

) The Rectangletool in the
Toolbox.

;‘,_ Drag diagonally to create
I Qecta‘(l]g(lie.g y

: Bl .
it [
e [

— Ccel |

@ TheEllipseand Rectangledia og boxes et
you specify thewidth and height of a frame.

Tips for Drowing Fromes
There are several keyboard shortouts
¥OU €an press as you draw frames:

* Hold the Shift key to constrain the
frame to a square, circle, or uniform
polygon.

* Hold the Opt/Alt key to draw the
frame from the center outwird,

* Hold the Spacebar to reposition the
frame as you draw.
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B

® The oveflow symbal indicatesthat thereis
moretext than will fit in the frame.

(® Theblinkinginsertion point indicates
where text will be added.

Typing Text
The two most important parts of working

with text aretyping the text and then select-
ingit to make changes.

To type text:
1. Click withthe Typetool in aframe.

2. Begintyping.
3. PressReturn to beginanew paragraph.
or

Press Shift-Returnto begin anew line
without starting anew paragraph.

& InDesign automaticallywrapstext within
the text frame.

0 If the text frameistoo small to display all
thetext, an overflow symbol appears @.
Yau can reshape the box (see page 84) or
flow the text into anew frame (see page
69) to eiminatethe overflow.

To add text into a passageyou have already
typed, you move theinsertion point to where
you want to placethe new material. The point
blinksto helpyoufindit ®.

To move theinsertion point:
1 Position the Typetool cursor whereyou
want theinsertion point.

2 Clicktoset theinsertion point.

To move the point using the keyboard:
1. Usethearrow keysto movetheinsertion

point left or right one character at atime
or onelineat atime.

2. Usethe Cmd/Ctrl key with the arrow keys
to movetheinsertion point oneword or
one paragraph at atime.
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Selecting Text

Thesimplest way to select text isto usethe
mouse.

To select text using the mouse:

¢ Pressand drag acrossthetext. The
highlightindicateswhich text is being
sdected.

2 Yau don't haveto drag from l€ft to right
to sdect multiplelines. Simply
drag down.

Likeother programs, InDesign hasspecia
techniquesto select words, lines, and para-
graphswith the mouse.

To select a single word:
+ Double-click within aword to select it
and the spacefollowingit .

2 A double-clicksdlectsboth hdvesof a
hyphenated word.

To select a singleline:
+ Triple-clickwithintheline ®.

& Turnon TripleClickto Sdect aLinein
the Text preferences(seepege488).

To select a paragraph:
o |If TripleClick to SdectaLineisturned

off, triple-clickwithin the paragraph @.

or

If TripleClick to SelectaLineisturned
on, quadruple-clickin the paragraph.

To select alll the text in a frame or story:

¢ If TripleClickto Select aLineis
turned off, quadruple-clickwithin any
paragraph.
or

If TripleClick to Sdect aLineisturned
on, quintuple-clickin any paragraph.

Dorothy began to sob for
she felt1onely among all
these grgntaneople. The
kand-hearted Munchlans
immediately took out their
handkerchiefsand beganto
weep also.

D Double-click to select asingleword which is
then highlighted along with the space after it.

Dorothy began to sob for
she feltlonely amongall
these strange people. The

immediately took out their
handkerchiefs and beganto

weep also.

P Atriple-clicksdlectsasinglelineina
paragraph.

Lorofl Iy hegan to sob for
she felt lonely among all
these strange people. The
lnnd-hearted Munchians
irnediately took out their

handker: t!l efs and began to

wEen 4l an

& Anexample of howa triple-click or
quadruple-click can select aparagraph.
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Keyboord, Mouse, or Menu?
Tine of the hot —topics o working
with software o the keylsard-verons-
mouse debate. If you are a fast typist;
you will work faster using keyboard
shortcuts. There are times when you
may consider using a mouse,

If myy hands are already on the key-
board, [ trv to keep them there to
select text or apply a formatting
change.

But if my hands are on the mouse,
[ try to use it. So if T've just finished
moving a text frame to a new posi-
tion, I can easily highlight the text
with the mouse.

Menu commands are another mat-
ter entirely. I try whenever possible

to learn the keyboard shortouts for
M comumands,

That way | don't have to move the
miowse all the way up to the top of the
page to choose a command such as
Cut, Copy, or Paste (see page 82].

Quick Guide 1o the Shortcuts

Here are some easy ways o under-

stand the selection shortcuts:

# The up, down, left, and right arrow
keys all jump around the fext.

= Add the Cd/Cirl keys to make the
bigger jumps. Instead of a character,
you jump a word. Instead of a line,
you jump a paragraph, (Remember:
vou have more power when you
take Command or Control!)

= Adding the Shift key lets you select
the text. The § in Shift stands for
Select.

If you spend alot of time typing and modi-
fying text, you should learn thefollowing
techniquesfor selecting text.

To select text using keyboard shortcuts:
1 Usethefollowingkeyboard commandsto

select text using the keyboard:
Keystroke Selects
Shift key and tap the | Single character.
left or right arrow
key
Shift key and tap the | Oneline of text.
up or downarrow | Repest to select
key additional lines.

Cmd/Ctrl+Shift keys| Oneword and the
and tap theleft or spacefollowingit.

right arrow key

Cmd/Ctrl+Shift keys | Paragraph.

and tap the up or

down arrow key

Shift key and tap the | All the text to the

Home or End key beginningor end of
aline.

Cmd/Ctrl+Shift keys | All the text to the

and tap the Home or | beginning or end of

End kev atext frameor story.

Cmd/Ctrl e All the text within

an entiretext frame

of story.

2 Repeat any of the above commandsto
select additional text.

3 You can switch commandsto first select a
line and then the followingword.

R Oncetext isselected, you can usethe
above commandsin reverseto deselect
thetext.

B Yau can quickly switchto editing insidea
text frame by double-clicking with either
selection tool. Thetool will switchto the
Typetool and place an insertion point
whereyou double-clicked.
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Moving and Deleting Text

Chapter 3

Moving and Deleting Text

Yau can copy or movetext from one place
and then pasteit into another. Text that is
copied or cut isstored on the computer
clipboard. (See thesidebar on this page for an
explanation of how the clipboard works.)

To copy and paste text:
1 Sdectthetext or text frame @.
2 ChooseEdit >Copy or Cuit.

R If you choose Cut, the highlighted text
disappears and the remainingtext reflows.

3 Positiontheinsertion point whereyou
want to put the copied or cut text @ .

4 Choose Edit >Paste. Thetext isinserted
into the new position ik

HE Yau can select text before pasting to
replace the selected text with the copied
text.

The Duplicate command copiesand pastes
in one step. It dsoleavesthe contentsof the
clipboard untouched.

To duplicate text:
1. Sdect thetext or text frame.

2 ChooseEdit >Duplicate. The copied text
isduplicated asfollows
A text frameis created dightly offset
from the original object.
* Textinsdeaframeispasted
immediately following the original text.
& The Duplicate command does not replace
the contentsof the clipboard.

he Weadedful Wizard of Oz

Frank Baum
orothy limdinthe midst of the gre

@ Sclecttext in order to copy or cut it from
one position to another.

D Click to put theinsertion point where you
want toinsert thecopied or cut text.

The Wondedul Wizard of Oz
(Chapter 1- The Cyclone

+ Frank Baum

Darothy lived in the midst of the gre

& The Pastecommand inserts the copied or cut
text at theinsertion point.

What is the Computer Clipboard?

The Copy command places the copied
objects into an area of the computer
memory called the cipboard, The
contents of the clipboard stay within
the memaory until 2 new copy or cut
command 5 executed or until the
computer is turned off.

of information at a time. 5o if you
| copy one sentence, you will lose it
from the dipboard if you copy or cut
something else later on.
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@ The Character palette menu contains
additional controlsfor formattingtext.

Using the Character Palette

Character formatting refersto attributes that
can be appliedto asinglecharacter or glyph
in a paragraph without applying that format-
ting to the entire paragraph. The Character
palette control s character attributes.

2 Asyou work with text frames, the Control

pal ette changesto display many of the text
controlsfound in the Character pa ette.
Thismakesit possibleto styletext using
just the Control paette. See"Using the
Control Paettefor Text" at theend of this
chapter for how to usethe Control palette
to styletext.

To work with the Character palette:

1

If the Character paletteis not visible,
choose Window >Type>Character
or Type>Character. Thisopensthe
Character palette &1

or

Click the Character palettetab to moveit
to thefront of aset of nested palettes.

Click the palettetabto reved dl the
palette options.

or

Choose Show Options from the Character
palettemenu .

@ The Character palettemenu also contains

additional controlsfor formatting text.
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Setting the Typeface and Point Size

Chapter 3

Setting the Typeface and Point Size

Thedesign of typeis caled the typeface.
Thetypefaceyou are reading now is cdled
Minion. Thetypefaceof the subhead belowis
called FuturaCondensed Bold.

To choose a font (typeface):

. ChooseType >Font and then choosethe
typefacefrom the font menu.

or

In the Character paette, choosea
typefacefromthefont menu .

2. If necessary, choosethe styling for the
font from the style menu next to the
nameaf thefont.

or

Usethestylelistin the Character palette
to choosethe styling .

B Thegtylelist changesdependingon the
typefaceand the partsof the typefaceyou
haveinstalled. If you do not havethe bold
version of afont, it will not belisted.

B Yau can usethe keyboard commandsto
apply stylingsuch asregular, bold, italic,
and bold italic (see the Appendix).

Thesizedf typeis measured usingasystem
cdled points. Thereare 72 points per inch.
The point szeof thistextis10.25.

& Traditional typesetting measured 72.27
points per inch. However, most electronic
desktop publishing programsround that
szeoff to 72 pointsper inch.

To change the point size:

o ChooseType >Size and then choosea
point sizefrom thelist &k

or

Usethe point szefield controlsto enter a
custom point sze

[T
Appie Chancery

Eermenrd
Londensed Bold

g [ ] g
| el mik Ragda
Sral Rt L] L BT

e Rpgrcka W7 e

‘L 3
AL = dssiards E
Errofricd Madvre Dk -

e

@ Thefont menuin the Character palette lets
you choose the typeface for text. The style menu
next to each font name displays the style choices.

Condensed Light
Condens&d
Condensed Bald
Light

Regular

Bold

@ Thestylemenuin the Character palette lets
you choose the proper style choicesfor a typeface.

&) The point sze menu in the Character
palette lets you choose common point sizes or
enter a specificsizein the field.
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Styling Text

InDesign alsoletsyou apply el ectronicstyling
such asAl Caps, Small Caps, Subscript, and
Superscript. (Seepage 60 for a discussion about
electronicstyling.)

To apply electronic styles:

@ The electronicatyleoptionsin the o Chooseoneof the gtyleslistedinthe
Character palette menu. Character palette menu . Thetext
changesto the style chosen .
* All Capsconvertslowercaselettersto al
capital letters.
Dorothy and TOTO Wi ¢ Smadl Capsconvertslowercasel ettersto
reduced capital.
L. FRaNK BAum Small cops * Superscript reduces and raisesthe text
] abovethe basdine.
Emerald City® Superscript * Subscript reducesand lowersthe text
. bel ow the basdline.
H20 Subscript « Underlinedrawsaline under thetext.
. (Seethe next page for how to customize
Tin Woodman Underline the appearanceof the underline.)
* Strikethrough drawsalinethrough
. g g
EDWEI.TEHF'L]UII Strikethrough thetext. (Seethe next page for how

to customize the appearance of the
strikethrough line.)

¢ Ligaturesautomatically substitutesthe
combined letterformsfor characters
such asfi andfl €.

f & TheAl Capsstylehasno effect on text
typed with the Caps Lock or Shift key
- held down.
I Thesizesof the Small Caps, Subscript,
and Superscript are controlled in the text
- preferences (see page 488).

€D Applying the Ligaturescommand to the
top text replacespecific pairs o letterswith
combinationletter formssuch asthose on the
bottom.

@ Examplesdf theelectronic stylesapplied to
text.
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Chapter 3

As mentioned on the previous page, you can
changethe appearanceof the Underlineand
Strikethrough effects.

To customize Underline and Strikethrough Options:

1
2

3

Sdlect the text.

Choose Underline Options or Strike-
through Options from the Character
palette menu. The UnderlineOptions

or Strikethrough Options dialog box
appears @.

Click UnderlineOn or Strikethrough On
to turn on the effect.

R Theeffect will dready beoniif it was

4.

T

appliedin the Character pal ette menu.

Usethe Weight controlsto set the

thicknessof theline.

Usethe Offset controlsto movetheline

asfollows:;

« Positive underline numbers movethe
line below the basaline.

* Positivestrikethrough numbers move
theline above the baseline.

Choose one of the rulesfrom the Typelist
(seepage 147for workingwith rules).
Choosea color and tint from the Color
and Tint lists.

If your linetypehasagap, suchasin a
dashedline, usethe Gap Color and Gap
Tint liststo color the gap.

If desired, check the Overprint Strokeor
Overprint Gap options. (Seepage 136 for
more information on overprintingcolors.)
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&) The UnderlineOptionsand Strikethrough
Optionsdialogboxes et you customize the
appearance of the Underline and Strikethrough
effects.

Underfimes a3 Highlights!
One of the most exciting uses for the
custom underlines and strikethrough
effectsisto use them as highlights for
individual lines or words of-text: Fhis
iz something designers have wanted to
o for years,

All you have to do is set the weight of
the line to slightly thicker than the text
point size. And use the offset to posi-
tion the line around the text. You can
then apply these custom underlines as
highlights for text. You can also com-
bine the underline and strikethrough
lines above and below the text §.

The Wﬁl@
Wizard of OZ

=} An example of how custom underlinesand
strikethrough settings can be used for highlights
and other special effects.

56

InDesign CS Visual QuickStart Guide



Basic Text

"Wdl in afew mi

bedl melted an
“Widl in afew mi

have the casly, . 4| melted an
have the castle

€ The 24-point leading (top) hasmoreline
spacethan the 16-point leading (bottom).

&) The Leading controlsin the Character
palette let you change the amount of space
between lines.

Avoid
€2} A comparison of
AVOIQ meiection
e, gt
Avoid s

(bottom).

@ TheKerning controlsin the Character
pal ette change the space between characters.

Setting Line and Character Spacing

Leading isthe space betweenlinesof type
within aparagraph €. (Itis pronounced led-
ding, which refersto the metal formerly used
to set type.) Leading isspecified as an abso-
lute point size or asauto leading. Theleading
of this paragraph is10.75 points.

To set the leading:
1. Sdectthe paragraph of text.

2. Usetheleading controlsin the Character
paetteto enter an amount of leading &B.

or
Set theleadingto auto to have the leading

automaticallychangeto an amount based
onthepoint sze.

R Theamount of the auto leadingissetin
the Paragraph pal ette Justificationmenu
(see page 363).

Kerningisthe space between two letters. It is
applied so lettersfit snugly together €&.

To set kerning:

1. Sdect thetext youwant to kern or place
an insertion point between theletters.

2. Tousethekerning pairsin thetypeface,
chooseMetricsfrom thekerninglist €.

or

Choose Optical to adjust the kerning
using avisual representation of thetext.

I Useoptical kerningwhen there are no
built-in font metrics, for instance, when
you combinetwo different typefaces.

3. To apply aspecific kerningamount, use
the kerning controlsor pop-up menu to
apply anumerical amount.

I Positive numbersincreasethe space.

Negativenumbers decrease the space.
Zeroindicatesno kerningis applied.
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Setting Line and Character Spading

Chapter 3

Tracking issimilar to kerning; however,
unlikekerning which appliesto letter pairs,
tracking isappliedto arangeof |etters €.
Tracking isvery useful becauseasyou
increase the space between the lettersyou
don't losethe relative spacing that is applied
by kerning.

To set tracking:
1 Sdectthetext youwant to track.

2 Usethetrackingfield controlsinthe
Character paletteto set the amount of
tracking 8.

& Positive numbers increasethe space
between | etters. Negative numbers
decreasethe space. Zeroindicatesno
tracking isapplied.

Basdlineshift movestext up or down from
the baseline, or theimaginary linethat the
letterssit on. Basdlineshift isoften applied to
shift bulletsor parenthesesso they sit better
next to text. It can also be used for specia
effectsin display or headlinetext €.

To set the baseline shift:
1 Sdectthetextthat youwant to reposition.
2 Usethe basdineshift controlsin the

Character paletteto movethe text avay
from thebasdline ).

I Positive numbers move the text up.
Negative numbers movethe text down.

The Emerald City
The Emerald City

€5 Tracking of 100 increasesthe space alongall
the letters.

€D The Tracking controlsin the Character
pal ette change the space across a sequence of
letters.

Wonderful Wizard

€3 A negative baseline shift lowers the capital
letters from therest of the characters.

s Eo»

€ The Basdineshift controlsin the Character
pal ette move text above or below the line.
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Vertical scale

DOROTHY
DOROTHY -

Horizontal stale
PThe effects of applying either vertical scaling
or horizontal scaling to text.

B

£l Use the Horizontal scadecontrolsin the
Character paletteto distort the width of text.

&8 The Verticd scdecontrolsin the
Character palettelet you distort text height.

CYCLONE!

@ Negative and positive skew applied to create
aspecial text effect.

& The Skew controlsin the Character palette
to create fake oblique and slanted text.

Applying Text Distortions

InDesign alsoletsyou apply horizontal or
vertical scalingto text. Thisdistortsthe text to
increaseits height or width €. This changes
the typefrom the original design of the
characters. Typographic purists (such asthis
author) disdain distorting text.

To apply horizontal scaling:
1 Sdectthetext that youwant to distort.
2 Usethe horizontal scaefield controlsin

the Character paletteto change the width
of thetext &&.

To apply vertical scaling:
1 Sdectthetext that youwant to distort.

2 Usethevertical scalefidd controlsin the
Character palette ©.

Skewing alowsyou to slant or tilt text (J.
Thisisaso caledfalse italic becauseit
resemblesthe dant of italictext.

To skew text:

1 Sdectthetext that you want to skew.

2 Enteranangleintheskewfieldinthe
Character paletteof how much the text
should beslanted @.

2 Postive numbersto 180 degreestilt the

text to theleft. Negativenumbersto 180
degreestilt the text to theright.
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Chapter 3

Setting the Language

Yau can aso set the language. Thisensures

that foreign words aswell asyour native Language: | English: ISA -

language are spell-checked and hyphenated

using the proper dictionary.
[f vou have [Mo Language| selected,

To
1

2

InDesipn can't substitute typographer's
quaotes {“curly” guotes) for the ordinary

; " " ® The Language menu lets you set the
typewriter quotes ("dumb” quotes). language used for spelling checks aswell as for

set the language: typographer quotes.
Select the text that you want to set the
languagefor.
Choose the languagefrom the pop-up
menu in the Character palette @®.

Eloctranic Styling: Myths and Realities

A5 you set type using programs such-as InDesign; people may tell you never to style fonts
electronically. 5o if you use the Roman version of a font (such as Minion), you should
never press the keyboard shortout for italic. You should only choose the actual typeface
(Minion Italich from the font menu.

This rule emerged because some typefaces do not have an italic or bold version. The
styling shows on the screen, but it doesn't print. Techno or Zapf Dingbats are examples
of fonts that shouldn't be styled electronically. When people see their printed samples
they're disappointed that there is no bold or italic appearance.

Fortunately, InDesign prevents you from making errors like that. If you apply the short-
cut for italic, InDesign applies the actual italic version. If there is no version,
rlmnut:hmg:lh:fﬂnt Suthmunuhnmﬂﬂmgclﬁﬂﬂnlﬂﬂ?usmghﬂtﬂp

I've also heard people advise to avoid all caps, subscript, small s:lp:-.mdnﬂm electronic
styles on type. In most cases, there is nothing wrong with applying those styles, and
InDesign allows you to apply those electronic stvles fo fext.

In soine cases pou'll hiave better results with a small-caps version of & font than with the
ehectronic style for small caps. Howewer, using a special small-caps font is a nuance and
few people recognize the difference. (For an excellent discussion on how to use electronic
stmall caps, see The Non-Designer’s Type Book by Robin Williams, published by Peachpit
Press.)

| personally hate the electronicstyling for Vertica and Horizontal Scae. They distort the

type horribly. The Skew command is even worse! However, | do accept that there might
be times (grotesgue Halloween cards?)where those distortions are acceptable.
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@ The Paragraphpalette controlsattributes
that are applied to thewhole paragraph.

m Hide Options
ﬂl.‘ |} # Adobe Paragraph Composer
Adobe Single-lineComposer

e Only Align First Line To Grid
——————  Balance Ragged Lines

b = Justification..
Keep Options...
Hyphenation...

Drop Caps and Nested Styles..

Paragraph Rules...

D The Paragraph pal ettemenu contains
additional controls forparagraph attributes.

Applying Paragraph Formatting

Paragraphformatting refersto the attributes

that are appliedto the paragraph asawhole.

For instance, you cannot have half of the

paragraph centered and the other half on the

left Sze of the page. The alignment must be
applied to the whole paragraph. InDesign
paragraph formatting is applied using the

Paragraph palette.

HE Asyou work with text frames, the Control
palette changesto display many of the text
controlsfound in the Character palette.
Thismakesit possibleto styletext using
just the Control paette. See"Using the
Control Palettefor Text" at the end of this
chapter for information on usingit to
styletext.

To work with the Paragraph palette:

1 If the Paragraph paletteisnot visible,
choose Window >Type> Paragraph
or Type>Paragraph. Thisopensthe
Paragraph palette 1.
or

Click the Paragraph pal ettetab to moveit
tothefront of aset of tabbed palettes.

2 Todisplaydl the paragraphformatting
controls, choose Show Options from the
Paragraph pal ette pop-up menu.

I The Paragraph palette menu also contains
additional controlsfor formatting text B
(See Chapter 15," Typography Controls,"
for workingwith the Paragraph palette
menu.)

I The followingtechniquesare useful when
applying paragraph attributes:
= To apply attributesto asingle

paragraph, click to placean insertion
point within the paragraph.

* To apply attributes to more than one
paragraph, select a portion of thefirst
and last paragraph and the paragraphs
in between.
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Setting Alignment and Indents

Chapter 3

Setting Alignment a d Indents

In addition to the common alignment con-
trolsfound in pagelayout or word process-
ing, InDesign offers some specia controlsfor
setting alignment.

To set paragraph alignment:
1. Sdect the paragraphs.

2 Click one of the seven Alignment
buttons @ to set thealignment as

Centered Justified, kst left
Flush lafi Phsh right

==

Jestfed st ight

=

Justified lesst centerad
Justified al
@ The Alignment buttonson the Paragraph

palette control how the type isaligned to the
frame edges.

follows:
Alignment | kan | Example Description
Well, in @ fewminutes I shollbe all mehed
and you shallhove the castle all fo yourself.
——— | I'hove been wicked in my day but | never
& || thought a lttle girl like you would be able . .
Flush Left F 3 " mS" me. grey Setsthetext to align at the left margin.
Wel, in a few minutes I shall be all mehed
and you shell have the castle all to yourself.
= Ih“"'::“;""""’““ Sets the text to align at the center of the
od i tenigh a8 litie gl Wew yow woadd b e h
Center . ol . | paragraph,
Bl in o ve mirwte el be ol matied
on| pary sheall b e cossle oll o yoursal.
Flush —— I hove been wicked in my day but I never |
. i thought a little girl like you would be oble |
Right i et e | et thie text to-align at the right margin:
Wl n 0 few minws | thal be ol paid |
'ﬁwiﬂ*ﬂ‘l "ln:ﬂl ol o wursdl. | Sty the text to align at both the left and
Justified bean wicksd " BV iy bt | o | 1 o1t margins, but alignsthe last lineflush
thought a little girl like you would be oble | . =
Last Left = | omeine left.
Wel, in a few minutes I shall be ofl melted
Justified and vou shall hove the eastle all to vourself.
Last bwsn ik i oy dhoy bl | never
= | | tought o ite i ke you v be abl Sets the text to align at both the left and
Centered to melt me. right margins, but centersthelast line.
Well, in a few minutes I shall be all mehed
i i a1 st & ypuself. | Sets the text to align at both the left and
Justified . right margins, but alignsthelastlineflush
. - thought a little girl like you would be oble right
Last Right tomeltme. | 180
Well. in o fewminutes I shallbe all mehedand
Justified you shall hove the castleall to yourself. Ihove
i‘ beenwickedin ny day but I never thought a Pﬂ ithe tewt to align @t both the lefi and
Al itle girl like vou would be able to melt me. i margins.

R L ook dosdy and youll seethat the
linesin the alignment buttonsresemble
how the alignment changesthe position
of thetext.
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@ TheMargin Indentscontrol theamount of
spacearound a paragraph and its first line.

Leftindeni

Firstline indeni
|

"1 wadlinafewminutes| shall beall
melted and you shall have the castle
all toyoursdf.| havebeenwickedin
my day but | never thought a little
girl like you would be able to melt
e andd end my i,

Rightindeni
I

& Theeffect of applying margin indents to text
inside a text frame.

Firstlineindent {-1p6)
Lafindent {1pé)

+  Take balloon out of storage and
inflate.

*  Wind clock and set the correct
time.

@ The margin indent settings for a hanging

bullet. Notice that the First Lineindent hasa

negativevalue.

Text doesn't haveto completeyfill thewidth
of atext frame. Yau might want to indent a
paragraph so that it stands out from the rest
of thetext. Or you might want to indent just
thefirst lineof each paragraph to maketext
eader to read. Theselooksare created by the
margin indents.

To set the marginindents:
l. Sdectthe paragraphs.

2. Usethe marginindent controls ) to

movethetext asfollows

* Left movestheleft side of the paragraph
away from theleft side of the text frame.

* First Linemovesthefirstline only of
the paragraph away from the rest of the
paragraph.

* Right movestheright side of the
paragraph avay from the right side of
thetext frame.

Ancther ook you can createisto hang ele-
mentson thefirst lineoutside the rest of the
paragraph. Thisisthelook used for num-
bered and bulleted listssuch asthe ones I've
used throughout thisbook @®.

To create a hanging bullet or numbered list:
I. Sdectthe paragraphs.

1. SettheLé€ft indent tothe amount that the
body of the paragraph should beindent.

3. SettheFirgt Lineindent to anegative
amount. Thishangsthefirstlineoutside
the main body of the paragraph.

4. Insert atab character (see page 280) to
separatethe bullet or number from the
rest of thefirst line.

B The order of thesestepsisimportant
becausethe Firgt Lineindent cannot have
anegativeamount until the Left indent
has been created.
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Inserting a Manual Indent

Chapter 3

Inserting a Manual Indent

Thelndent to Herecharacter allowsyouto
set an indent command that istied to the
position of the character.

HE TheIndent to Here character makesit
easy to set ahangingindent for adrop
cap or bulletedlist.

To use the Indent to Here character: @ Thelndent to Herecharacter isindicated
1 Clickinsideatextframewhereyouwould by the small dagger symbol. It automatically
liketheindent to occur. creates a hanging indent for the drop cap.

2 Theinsertion point is placed not in the
linesthat youwant to indent, but inside
thelinethat servesasthe model. Thisis

usually thefirst line of text. __Pros and Cons of ndent to Here Character
2 TypeCmd/Ctrl-\ (backsash). When should you use the Indent to
or Here character! When should you use
the paragraph margin indents?
Choose Type>Special Character > P

The Indent to Here character is an
excellent solution for setting off a
drop cap. Because it is not set by a

Indent to Here. Thisinsertsacharacter
that createsan indent at that point .

HE The Indent to Herecharacter isindicated measurement, it doesnt need o be
by adagger symbol when the Show adjusted if you change the drop cap
Hidden Characterscommand is chosen Tetter from o wide letter such as M toa
(see page 66). thin one such as for .

However, the Indent to Here character

To remove the Indent to Here character: is not a good solution for long docu-

1 Placetheinsertion point tothe right of ments with numbered or bulleted
the Indent to Here character. lists, Margin indents applied to style

2 Pressthe Delete/Backspace key. shects (see page 328) are more nseful

for those situations.
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"At the East, not far from here," said one,
"there is a qgreat desert, and none could
live to crossit.”

Paragraph space
"It is the same at the South,” said another,

“for 1 have been there and seen it. The

Southis the country of the Quadlings.”

1 am told,”said the third man,"that it is the

same at the West and that country, where

the Winkies live, is ruled by the Wicked

Witch of the West, who would make you

her slave if you passed her way."

@ An exampleof adding space between

paragraphs.

Space after

e K
148 150 mEr

&3 Use the Paragraph Space control sto add
space beforeor after a paragraph.

orothy lived in the midst of

the great Kansasprairies,

with Uncle Henry, who wasa
fanner, and Aunt Em, who wasthe
farmer's wife.

@ An example of a drop cap set for one
character and threelines.

Spas before

Number of lines Number of Characters
|
i -
aBl WEC
v Hyphenate

@ Usethe Drop Cap controlsto changethe
appearance of a paragraph drop cap.

Setting Paragraph Effects

The paragraph effectsare availablewhen
Show Optionsischosenin the Paragraph
palette. One of the paragraph effectsisto add
space above and below a paragraph @. For
instance, the space between this paragraph
and the onefollowingis controlled by adding
spacebelow.

To add space between paragraphs:

1 Sdect the paragraphsthat you want to
add space above or below.

2 Usethe spacebeforefield controlsto add
spacebeforethe paragraphs @.

3 Usethespaceafter field controlsto add
space dfter the paragraphs @.

HE Never insert paragraph returnsto add
space between paragraphs. That can cause
problemslater if text reflowd

Drop capsincreasethe sizeof thefirst char-
acter or charactersand positionsthem so
that they drop down into the rest of the para-
graph @. Theopening pagefor each chapter
of thisbook containsa paragraph that hasa

drop cap applied.

To create drop caps:

1 Sdect the paragraph youwant to set with
adrop cap.

2 Usethe Drop Cap Number of Linesfield
to set the number of linesthat the letter
should occupy &.

3 Usethe Drop Cap Number of Characters
field to set how many charactersof the
text should have the drop cap applied @.

IR If youwant the drop capto havea
different typeface, you can select and
changetheletter manually.You can aso
usethe drop cap character style controls
described on page 342.
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Paragraph Effects; Using the Text Utilities

Chapter 3

Yau can aso control if the text within apara-
graph should be hyphenated @.

To turn on hyphenation:

1 Sdectthe paragraphsyou want to set the
hyphenation for.

2 Toturn on hyphenation, click the
Hyphenate checkbox in the Paragraph
palette @. Depending on what words
are hyphenated, the text may reflow. (See
Chapter 15," Typography Controls" for
information on controlling the amount of
hyphensin a paragraph.)

Using the Text Utilities

There are severd utilitiesyou can useto make
it easier to work with text. For instance, you
can display the hidden characters(sometimes
called invisibles) that | et you see where spaces,
tab characters,and paragraph returnsfal in
the text.

To display hidden characters:

e Choose Type>Show Hidden Characters.
Thisdisplaysthe charactersin the same
color asthe highlight for thelayer @.

To change the colors of the hidden characters:
e Changethe Layer color inthe Layers
pal ette (see page 268).

The Munchkins
immediately took out their
handkerchiefs and began
to weep.

The Munchkins immedi-
ately took out their hand-
kerchiefs and began to
weep.

@ The effects of the Hyphenate command
turned off (top) and turned on (bottom).

&) U the Hyphenatecheckbox to hyphenate
words at the ends of lines.

Tab Space

|
:‘-: | . have ! been

wicked.but.I.never.
thought.a.little girl
like.you. would.ends newine

my- hfeq End of paragraph
¥ End of story

@ An assortment of the hidden characters
displayed within text.
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Increase
preview size

1]

o i, . Decrease
forun % W7 lfRomen ) preview size

&) Usethe Glyphspaletteto insert characters
from different fonts.

5o What's o Glyph?

I you're like me, you're probably
wondering about_the word gl —
especially if you used InDesign 1.3
and remember the Insert Character
didog box. Why use the word glyizh:
why not cal it the Insert Character
paletie?

Theanswer has to-do-with -being pre-
cize, You know what a letter is: a, b, c,
XY, or Z Youwouldn't call things like
1, @@, ? or $ letters, though. They're
characters.

Well, glyphs are the proper name for
evervthing including letters, char-
acters, and alternate letterforms for
things like ligatures and swashes.

_ 5o rather than call it the Insert Letters/
Characters/Alternate Letterforms pal-

| elie, Adobecallsit theiGlyphs paletie

The Glyphs paletteletsyou eadly seedl the
elementsin atypeface. Thisincludescharac-
tersthat are accessed using specia keystrokes.
Yau can also usethe palette to display the
dternateletterformsthat are part of Open-

Typefonts (seepage 368).

To insert characters:

1 Pacetheinsertion point whereyou would
likethe character to beinserted.

2 ChooseType>Insert Glyphs. Thisopens
the Glyphs palette @.

3. Choosethetypefaceand styleof the
character you want to insert.

4. Scroll through the Preview areato find
the character you want to insert.

@ Usethe Preview Size controlsto increase
or decrease the size of the preview.

3 Double-click the character you want to
insert.

6 Repeat step 5 to insert any additional
characters.

HE The Glyphspalette dlowsyou to insert
charactersthat are not usually available
for certain operating systems. For
instance, M acintosh users can insert
fractionsand Windows users can insert
ligatures.
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Working with Text Flow

Chapter 3

Working with Text Flow

Asmentioned earlier (ssepage49), if text
overflowsitstext frame, you canlink the text
into another frame.

To link text between frames:

1 Click the overflow symbol. The cursor
changesto theload text cursor .

2 Movethe cursor over to theframeyou
want to flow the text into. The cursor
changesto thelink text cursor G.

I Unlike QuarkXPress, the second text
frame does not have to be empty.

3 Clickinthetext frame. Thelink
indicatorsshow that thetext in theframe
flowsto or from another frame .

2 You can usethe samestepsto link empty
text frames. Thismakesit easy to flow text
into the layout | ater.

To change the link between frames:

1. Clickthelink indicator in the frame
whereyou want to break thelink. The
cursor turnsinto alirk text cursor.

2. Clickin anew text frametoflowthe
text into anew frame.

or
Click insidethe text frameto keep all the

text within that frame. (The overflow
symbol appears.)

InDesign also displaystext threads, which
show you the links between text frames.

To show the links between frames:
1 Sdectthetext framethat youwant to see
thelinksfor.

2 ChooseView>Show Text Threads. This
displayslinesthat show which framesare
linked together @.

&) Theload text cursor indicatesthat you can
continue the overflowtext in another frame.

&
& Thelink text cursor indicatesyou can dick
to fill the next framewith text.

@ Thelink indicatorsshowthat the textflows
into and out of thetext frame.

3} Thetext threadsshow the links between
frames.
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that thecolumnsin a text frameare aIways the
samesize.

Setting Text Frame Controls

Onceyou create atext frame, you can still
control theflow of text withintheframe. This
issimilar to creating a mini-layout within the
text frame.

To create text frame columns:
1. Sdect thetext frame.

2 Choose Object >Text Frame Options.
Thisopensthe Text Frame Options diaog
box @.

3 S thefollowingoptionsin the Columns
areas @

o Number setsthe number of columns.

* Width setsthe columnwidth of the
columns.

¢ Gutter control sthe space between the
columns.

4. Click the Preview checkbox to ssethe
effects of the changes.

5. Click OK to apply the amounts.

InDesign a0 hasa powerful featurethat

hel psyou maintain afixed column width
when workingwith atext frame. Thisisvery
helpful for magazineand newspaper layouts
whereall text isin the same column width.

To use the fixed column width:

1 Click Fixed ColumnWidthin the Text
Frame Options dial og box.

2 Dragto resize theframewidth. Thewidth
automatically jumpsto whatever Szecan
accomodatean additional column &.
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Setting Text Frame Contrels

Chapter 3

In addition to the indents (see page63) you
can aso add space between the text and the
frame. Thisis caled theinset spacing.

To control the frame inset:

L Select thetext frameand open the Text
Frame Options dialog box

2 Enter thevaluesin the Inset Spacing
controlsto control the amount of space
between the top, bottom, left, and right
edgesof theframe @.

3 Click the Preview checkbox to seethe
effectsof the changes @.

4 Click OK to apply the changesto the
column.

Yau can aso control where thefirst baseline
of the frame is positioned. (The baselineis
theline on which thelettersof the text rest.)

To control the first baseline:

1 Sdectthetext frameand open the Text
Frame Options dialog box (seepage 69).

2 Chooseoneof thefiveoptionsinthe First
Basdine Offset pop-up list -

* Ascent positionsthefirst baselineso
that the topsof the ascending characters
(suchash,t,1, and d) are at thetop
edgeof thetext frame @.

* Cap Height positionsthe first basdline
so that the topsof capital lettersare at
thetop edge of theframe @.

* Leadingpositionsthefirst basdine
from the top edge at adistanceequal to
the leading (see page57) assigned to the
text @.

* X Height positionsthefirst baselineso
that thetop of the lower caseletters
(suchasa, x, and c) touch the top of the
frame &J.

* Fixed dlowsyou to set the position of
thefirst baselinefrom the top edge @.

3 If desired, set an amount in the Min field
to increasethe space between the baseline
and thetop of theframe.

Ineet Spacng :
Yoo B0 0 [T—

&) The Inset Spacing settings for the Text

Frame Optionsdialog box.
“hxthe Ease, nean Bir Trom here,” okl one, “there s+
ar dewrri, and noee could Tee o oom " |
rm ihe symie ai ithe Scemth.” sed anniher. “ior | haee

baan ihere and men i The Scadh i che councry of -
ahe L madlings -
flam mid.” =med the third mas. "t i S |Sme at

1

@ Atext framewith inset spacing has space
between the text frame and thetext.

First Easalng:
Qffumt: | tarert j mlﬂrm
Werticl Jusg-an Heprd
Bl % Hisight
5 AL N - : [

{3} The First BasdineOffset menu controlsthe
positionof the first line of text.

Uncle Henry |

Uncle Henry (ap aight

UnCIC Henl’y leading

TT h | T T
UTC e HE‘I]I'}" X Height

Uncle H enl’y Fixed Height {p)

@ Examplesd the fivechoicesfor the first line
offset settings.
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& TheVeticd JudtificationAlign menu lets
you choosewhere text is positioned vertically.

Top Lenlei
The YWondertul Wizard | |
of Ce” | Thee Warmdesful Wimasl
L. Framk Baum of Or"
Chapter One, The L. Frank Baum
Cyclone Chapter One, The
Cyclone
dotiam Jutity
The Wbl Wissdl
il Che™

The Wonderful Wizard
of Ox™

r. FrHrIL TL'I'.II:I
Chaparr Qrer, The
sachane

L. Frank Baum
Chapder One, The
Cyclane

@ The four vertical alignment settingschange
the position of text within a frame.

Vertcal Lsshoaton

[ o | Wty '-I

Do anhs SRCFG LMK Efﬁl

@ The Paragraph Spacing Limit for justified
vertical alignment controls how much space
will be between paragraphs before the leading is

increased.

Op Paragraph spacing 1p Paragraph spacing

| The Yondertud Wimard | | The Wondertul Wizard
o O of Oz

I L. Frank Baum
Chapter One, The
| Caclone

L. Frank Baum

Chapter-Oine; The
Caclone

@ A paragraph spacing limit of Op causesthe
leading to increase. A limit of Ip only adds space
between the paragraphs, not the leading.

Thevertical justification of atext framecon-
trolswherethe text is positioned from the top
to the bottom of the frame.

To set the vertical justification:

1 Sdectthetext frameand open the Text
Frame Options dia og box (seepage 69).

2 Chooseoneof thefour optionsinthe
Vertical JustificationAlign pop-up list -
* Top positionsthetext so that it sitsat

thetop of theframe .

* Center positionsthetext soit is
centered between the top and bottom of
theframe @.

* Bottom positionsthe text so that
thelast linesitsat the bottom of the
frame @.

» Judtify positionsthetext so that it fills
the entireframefrom top to bottom .

When you set the vertical alignment to Judtify,
you can set how the space between para-

graphsisapplied.

To set the paragraph spacing limit:

1 SettheVertical JustificationAlignmentto
Jugtify.

2 Set an amount in the Paragraph Spacing
Limit field @. The higher the number,
the more space between paragraphsand
thelesslikdy the leading between the
lineswill be affected by justifying the text
verticaly.

HE Set an amount equal to the height of the
text frameto add spaceonly between the
paragraphs, not between thelines @.
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Using the Control Palette for Text

Chapter 3

Using the Control Palette for Text

As mentioned previoudy, the Control palette
changesits settingsdepending on the type of
objectsthat is selected. For example, when
atext object isselected, the Control palette
displaysacombination of the Character and
Paragraph palette controls.

To use the Control palette for Character settings:

1 Usethe Typetool to createan insertion
point within atext frame. The Control
palette displaysthe text options.

2 Click the Character icon to display the
Character attribute settings &g.

To use the Control palette for Paragraph settings:

1 Usethe Typetool to createan insertion
point within atext frame. The Control
palette displaysthe text options.

2 Click the Paragraphiconto display the
Paragraph attribute settings @.

& The Paragraph settingsaso let you
control the number of columnsin atext
frame (seepage 69 for moreinformation
on setting columnsin a text frame).

2 L ook at the Paragraph settingsto seethe
horizontal position of the cursor in the
text frame.

Character icon

| Minion Pro

|

€ Click the Charactericon to display the
character attributes in the Control palette.

Paragraph icon

A

Columns  Horizontalcursor position

7

L. [forses

F
|

=
i

€D Click the Paragraphicon to display the
paragraph attributes in the Control palette.
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How Wide are the Spoces?

While some of the white space char-
acter widths are obvious, others need
some definition.

-

An em space is the size of the letter
M at that point size. In traditional
typesetting, an em space was often
used as the indent for a paragraph.
An-en-space is-one-half-of an-em
space. An en space is often used as
a fixed-width space between bullets
and the next character of text,

A thin space is one-cighth of an
em space, | use a thin space on
¢ither side of an em dash or the >
sign in menu commands such asg
File = Mew,

A hair space is one-twenty-fourth
of an em space. A hae space is used
when extremely small spaces are
needad.

A figure space is the width aof a
number in the same typeface, This
i5 used to help align numbers in
financial tables.

A punctuation space is the width of
a period or comma.

A flush space is a variable space
that is psed with the Justify All
paragraph  alignment  setting.
When flush space is inserted, the
space between the characters will
avtomatically expand so that the
line of text fills the entire column
width. A flush space character
ensures that the justification of the
text comes from the word spacing
and not letterspacing.

Using Special Text Characters

Text does not consist of just alphabetical

characters. There are specid charactersand

gpacesthat are used as part of professional

typography. InDesign letsyou insert those

charactersinto your documents.

O Seethe next pagefor alist of the specia
charactersand white space charactersand
their default keyboard shortcuts.

To insert special characters:

1 Pacetheinsertion point whereyou want
toinsert the specia character.

2 Choose Type>Insert Specia Character.
or

Control-click (Mac) or right-mouse
click (Win) and choose I nsert Specid
Character from the contextual menu.

3. Chooseacharacter listingfrom the
submenu.

Yau can asoinsert white space characters,
which arefixed spacessuchasem and en
spaces. Yau can asoinsert anonbreaking
gpacethat forcestwo wordsto stay together.

To insert special space characters:

1. Placetheinsertion point whereyou want
toinsert the special character.

@& Yau can highlight aregular spaceto
replaceit with awhitespace character.

2. Choose Type>Insert White Space.
or
Control-click (Mac) or right-mouse click

(Win) and choose I nsert White Space
from the contextual menu.

3. Choose awhite space character listing
from the submenu.
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Chapter 3

Windows Commands

These are the default keyboard commandsin
Windowsfor the speciad charactersand white

Spaces.

Insert Special Character Commands

Auto Page Number Crrl+Ali+M
Bullet Character Alt+8
Copyright Symbol Alt+G
Discretionary Hyphen Ctrl+5hift+-
Double Left Quotation Al |
Double Right Quotation Shift+ e+
Ellipsis Alt+;
Em Dash Shift+ Alr+-
En Dash Al
Indent to Here Crrl+h
Next Page Number Cirl+8hifi+Ali+ ]
Nonbreaking Hyphen Ctrl+Alt+-
Paragraph Symbol Alt+7
Previous Page Number Crl+5hift+ A+
Registered Trademark Symbol Alt+R
Right Indent Tab Shift+Tab
Section Name Ctrl+Shift+Alt+N
Section Symbol Alt+6
Single Left Quotation Alt+]
Single Right Quotation Shift+Alt+]
Tab Tab
Trademark Symbol Alt+2
Insert White Space

Em Space Ctrl+Shift+M
En Space Ctrl+Shift+N
Figure Space Ctrl+Shift+Alt+8
Hair Space Ctrl+Shift+Alt+1
Nonbreaking Space Ctrl+Alt+X
Thin Space Ctrl+Shift+Alt+M

Macintosh Commands

These arethe default keyboard commands
on the Macfor the specia charactersand

white spaces.

Insert Special Character Commands

Auto Page Number Cmd+Opt+N
Bullet Character Opt+8
Copyright Symbol Opt+G
Discretionary Hyphen Cmd+Shift+-
DoubleLeft Quotation Opt+|
DoubleRight Quotation Opt+Shift+][
Ellipsis Opt+;
Em Dash Opt+Shift+-
En Dash Opt+-
Indent to Here Cmd+\
Next Page Number Cmd+Opt+Shift+]
NonbreakingHyphen Cmd+Opt+-
Paragraph Symbol Opt+7
Previous Page Number Cmd+Opt+Shift+[
Registered Trademark Symbol Opt+R
Right Indent Tab Shift+Tab
Section Name Cmd+Opt+Shift+N
Section Symbol Opt+6
SingleLeft Quotation Opt+]
Single Right Quotation Opt+Shift+]
Tab Tab
Trademark Symboal Opt+2
Insert White Space
Em Space Cmd+Shift+M
En Space Cmd+Shift+N
Figure Space Cmd+Opt+Shift+8
Hair Space Cmd+Opt+Shift+]
NonbreakingSpace Opt+Space,
Cmd+Opt+X
Thin Space Cmd+Opt+8Shift+M
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ack in the old days of board
B mechanicals, advertising agencies

and design studios had a pro-
duction area called the bullpen. It was
the people in the bullpen—called
bull pen artists— who actually created
the mechanicad. Most of them were
kids just out of design school; the
bullpen was usually their first step up
theladder in advertisingor design.

The kids in the bullpen were quite
amazing. Although not professiona
illustrators, they could create all sorts
of artwork for thelayout.

Thesameistruewith InDesign. While
InDesign isnot afull-fledged drawing
program such as Adobe Illustrator,
you can use InDesign’s toolsto create
awide variety of effectsby distorting,
moving, resizing, duplicating, and
aligning objects. It's your electronic
bullpen.
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Chapter 4

Types of Frames

Framesare the containersin which you place
graphicsor text. Frames can aso be used

as graphic shapes. Thereare three types of
framesyou can create: unassigned, graphic,
and text.

HIE Thereisadifferencein howframesare
displayed depending on if you have
selected them with the Selection tool or
the Direct Selectiontool. Seethe table at
the end of this chapter for achart that
showsthe differencesin how frameslook
when they are selected.

Unassigned frames

Unassigned framesare created with the Rect-
angle, Ellipse, and Polygon tool s (see pages
46-48) . Theseframesare useful to add
color to your layout or astrokearound an
areawithout inserting agraphicor text.

Graphic frames

Graphic frames are created with the Rect-
angle Frame, Ellipse Frame, and Polygon
Frametools (see the following section). When
you create agraphicframe, diagond lines
insidethe frameindicatethat you caninsert a
graphicinsidetheframe Q.

I3 Although most peopleinsert images
insidegraphicframes, thereis nothing
to prevent you from flowingtext insidea
graphicframe.

Text frames

Text framesare created using the Text tool

or by convertingframes (see page 48). When
you create atext frame, two link boxes appear
onthesidesof theframein addition tothe
bounding box handles. Text framesaso
display ablinkinginsertion point when they
areselected Q.

Unassigned Graphic Text
Frame frame frame

5812488

i Thethreedifferenttypesdf frames:
unassigned, graphic, and text.

Diogonad Lines in Graphic Fromes?

The diagonal lines inside a graphic
frame come from a convention used

in traditional pasteboard mechani-
calg,

When pasteboard artists drew the
lines om mechanicals, they would
often block off an area with diago-
nal lines to indicate that a picture or
graphic was to go in that area.
Electronic  page-layout  programs
such as QuarkXPress and Adobe
InDesign use the same convention,
The diagonal lines indicate where
scanned images or graphics need to
be inserted,

However, there is absolutely no rule
that says you can only place images
in graphic frames. You can place text
in graphic frames or images in wnis-
signed frames. The choice is yours,
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Working with Objects

ﬂ \ \ i The RectangleFrame

(> ]| tool in the Toolbox creates
I-rectangular graphic frames.

| ) The Ellipae Frametool in
the Toalbox creates €lliptical
graphic frames,

ﬁ'rﬂa

Height: Bpé

i The Bllipseand Rectangledialog boxes et

you create frameswith precisswidth and height.

Creating Basic Shapes

Yau usethe rectangle, élipse, and polygon
frametoolsto create graphicframesinto
which you placeimages. You can also com-
bine and intersect framesinto other shapes
using the Pathfinder pal ette (seepage 163).

3 If another tool isvisible, pressthe
corner triangleto reveal the tool set.

To create a rectangular graphic frame:

1 Click the Rectangle Frametool in the
Toolbox ©.

2 Dragacrossthe pageto createthe
rectangle.

2 Hold the Opt/Alt key to draw the object
from the center.

3 Rdeasethe mouse button when the
rectangleisthe correct sue.

& Hold the Shift key to constrain the
rectangleinto asquare.

To create an elliptical graphic frame:

1 Clickthe Ellipse Frametool inthe
Toolbox €.

2 Dragacrossthe pageto createthe dlipse.

2 Hold the Opt/Alt key to draw the object
from the center.

3 Rdeasethe mousebutton when the dllipse
isthe correctsize.

R Hold the Shift key to constrain the dlipse
intoacircle.

Yau can also create rectanglesand dlipsesby
specifyingtheir sue numerically.

To create objects numerically:

1 Clickwith either the rectangleor dlipse
tools. A dialog box appears ).

2 Enter thewidth and height amounts.

3 Click OK. The object appearswherethe
mouse was clicked.
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Creating Basic Shapes

Chapter 4

To create a polygon graphic frame:

1. Double-click the Polygon Frametool in
the Toolbox €¥. This opensthe Polygon
Settingsdialog box @. /

2. Enteranumber in thefieldfor the
Number of Sidesin the polygon.

3. Tocreateadtar, changetheamount in
the Star Inset field from 0% to ahigher
number.

A star inset of 0% createsa basic polygon.
Asyou increasethe percentage, the points
of the star becomemore pronounced.

4. Dragacrossthe pageto createthe
polygonor star.

@ Hold the Opt/Alt key to draw the object
from the center.

HE Hold the Shift key to constrain the width
and height of the objectto the same
amount.

5. Rdeasethe mouse button when the
polygon or star isthe correct Size.

InDesign is definitely the program for anyone
who saysthey can't even draw astraight line.
TheLinetool makesit essy.

To create straight lines:
1 ClicktheLinetool intheToolbox €.

2. Position the cursor whereyou want the
lineto start.

2 Hold the Opt/Alt key to draw theline
from its centerpoint.

3. Dragto createaline.

4. Rdeasethe mouse whereyou want the
lineto end.

I Hold the Shift key to constrain thelines
o 45 I-L:II:'S,TEI.' u1'||5|i:\.

- i) Usethe Polygon Frame
| tool to create polygon and star
£ graphic frames.

i) The Polygon Settingsdialog box creates
either polygonsor stars.

B The Line tool o the Toolbox
creafes EI'I'ITIS'IIJII IIJEII"E.
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Selection foal [iraci Selection tool

Selecting Objects
:t‘ Onceyouve created objects, you can use dif-

i) The Sdectiontool in the Toolbox selects ferent techniquesto select them.
entire objects. The Direct Sdlectiontool selects

a point on an object or images inside objects. To select by clicking:

€} Drag to create a marquee to select objects.

What me the differences between the
selection foals

Perhaps the most confusing part of
InDesign is the difference between
the Selection tool (black arrow)
and the Direct Selection tool (white
arrow ] i,

If you are familiar with CruarkXpress,
vou can think of the Selection tool as
the Object tool. It will always select
the object as a whole, Use this wol
when vou want to manipulate the
entire object,

Think of the Direct Selection tool as
the Content tool, It selects the points
that make up a frame or the image
that is pasted inside a frame, Use this
tool when yvou want to select inside
a frame, For more information on
working with the Direct Selection
tool, see page 108,

1 Choosethe Sdlectiontool (blackarrow) in
the Toolbox @.

2. Clickthe object you want to select.

3. Hold the Shift key to select any additional
objects.

HE Hold the Shift key and dlick on aselected
object to deselect that object.

HE To select objectsbehind others, hold

the Command/Ctrl key asyou dick the
mouse button.

Yau can also select objectsby dragging an
area, or selection marquee, around the object.

To select by dragging a marquee:

1 Choosethe Selectiontool.

2 Dragalongadiagonal angleto createa
marquee around the objectsyou want to
select if).

HE You do not need to marqueethe entire
objectto sdlect it. Objects are selectedif
any portion iswithin the marquee.

B Hold the Shift key and drag around
another areato add to asalection.

Yau can aso use amenu command to select
dl the objectson apage.

To select all the objects on a page:

e Choose Edit>SelectAl.

R This command worksonly if you do not
have an insertion point blinkinginsidea
text frame (see page 49).
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Chapter 4

Moving Objects

Thesimplest way to position an object on a
pageisto drag it to anew position, but you
can a so move objectsby using menu and
keyboard commands, or by typing specific
numerical locationsinto adialog box, as
youll learn later in this chapter.

To move an object by dragging:

1.
1.

Choosethe Sdlectiontool in the Toolbox.

Click the object you want to move. A
bounding box with eight handlesappears
around the object. Thisindicatesthe
object is selected.

Position the Selection tool on the edges of
the hounding DOk (but g e handles g
the bounding box).

I If an object hasafill color, gradient, or

imageinsideit, you can drag with the
Selectiontool directly insidethe object.
Otherwise, you must drag by the strokeor
bounding box.

Dragto movethe object. If you drag
quickly, you will seeonly abounding box
preview of the object being moved @.

or

Pressand pausefor amoment before
you drag the abject. The pauseletsyou
seeapreview of the actual object asyou
moveit Q.

D Quicklydrag to see a bounding box of the
object being moved.

= ~ \
. 3
- =] W
y
.
- -l .‘-. -

@ Pause beforeyou drag to see a preview of the
object being moved.
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SRS f—.-_;_,
{® The Movedialog box givesyou numerical
controlsfor moving objects.

(® Thedouble-headed arrow indicatesthat a
copyisbeing created of the moved object.

Yau can also move an object more precisdy.
Oneway to do thisiswith the Move com-
mand in the Transformmenu.

To use the Move command:

1 Selectthe object or objects.

2 Choose Object >Transform>Move. This
opensthe Movedialog box @.

2 Thiscommand isalso availableina
contextual menu (seepage16).

I Click the Preview checkbox to seethe
resultsof your actionsas you enter
numbersin the dialog box.

3 UsetheHorizonta and Verticd fieldsto
move the object along those axes.

4 Usethe Distancefield to move the object
an absolutedistance.

5 UsetheAnglefield to set the anglealong
which the abject moves.

6 Check Move Content to also move any ;
placed graphics.

7 Click OK to movethe original object. _g"
or

Click Copy to create aduplicateof the
object in the new position.

To copy an object as you drag:

1 Holdthe Opt/Alt key beforeyou start the
move.

2 Movethe object as described on the
opposite page. A double-headed arrow
indicatesthat a copy is being created ®.

3 Reeasethe mousebutton. The copy will
appear in the new position.
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Replicating Objects

Thereare several commandsyou can useto
create duplicatesof abjects. Usethe Copy
command when you want to put the object
on the clipboard (see page’52) so you can
pasteit somewheredse.

To copy objects:
1 Seect an object to copy.
2 ChooseEdit >Copy.

Usethe Cut command to removethe object
from the page so it can be pasted elsewhere.

To cut objects:
1 Sdectan object to cut.

2 ChooseEdit >Cut.

Usethe Paste command to see the contents of
the clipboard.

To paste objects:
e Choose Edit >Paste. The contents of
the clipboard appear in the center of the
window area .
or
Choose Edit >Paste In Place. The
contentsof the clipboard appear in
the samelocation asthey werewhen
originaly selected.
The Duplicatecommand makesa copy with-
out changingthe contents of the clipboard.

To duplicate objects:
1 Choosethe object to duplicate.
2 Choose Edit >Duplicate. The selected

object appearson the page dightly offset
from theorigina @®.

1 Copied object
R"?—‘L‘T‘if Posted object
1y ;
I:__ et o |
{ ThePasecommand

placesthe objectin the
center of the page.

Original object

Duplicated object

(® The Duplicate

dightly offset from the
original.

Using Paste in Ploce

I always wondered just how useful the
Paste in Place command is. After all, if
vonr already have o copy of anobject
in one place, why would you need a
second copy right over it?

That's not the point of Paste in Place.
The power of the command is that
you can paste an object in the same
place on different pages. You can even
paste in the same place on different
documents.

Pagebdiaker users-will recognize-this
as the Powerpaste command. Quark-

XPress users will wonder how they
ever got along without it.
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(O Usethe Step and Repeat dialog box to make
multiple copies of an objectpositioned at specific
horizontal and vertical intervals.

£ -

(D The Step and Repeat command createdfive
copiesaof thefirstcircle.

Objects createdin step |
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® An example of how to use the Step and
Repeat command to createa grid of objects.

Yau can aso duplicate many objectsat once.

To duplicate multiple objects:
1 Choosean object.

2 Choose Edit >Step and Repeat. The Step
and Repeat dialog box appears @.

3. Inthe Repeat Count field, enter the
number of duplicatesthat you want to
createin the top row.

4 |nthe Horizontal Offsetfield, enter a
distancefor the horizontal space between
duplicates.

5 IntheVertica Offsat field, enter adistance
for the vertical space between duplicates.

IR If youwant space between the objects,
makethe offset at least the width or
height of the object plusthe amount of
pace between the objects.

6. Click OK. Thesdlectedobjectis
duplicatedin the desired positions .

Yau might want to duplicateobjectsso they
form ahorizontal and vertical grid. Although
the Step and Repeat command can't do thisin
onestep, you can use the command to create

agrid ®.

To create a grid of objects:

1 Setthe Step and Repeat dialog box as
follows.
* Inthe Repeat Count field, enter the

number of duplicatesfor the top row.
« Enter the distancefor the Horizontal

Offt.
* | eavetheVertica Offset as zero.
2 Sdect all the objectsin the row, and set
the Step and Repesat dialog box asfollows:
* Inthe Repeat Count field, enter the
number for the additional rows.
« Leavethe Horizontal Offset aszero.
« Enter adistancefor theVertica Offset.
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Resizing Objects

Very often things need to be made bigger or
smaller. InDesign givesyou severa different
waysto scaleobjects. You can also usethe
bounding box handlesto changethe dimen-
sionsof the object visudly. Thisisthe easiest
way to quickly resize an object.

To resize using the bounding box handles:
1 Choosethe Selectiontool.

2 Choosewhich handleto drag based on
thefollowingoptions @:
* Dragthe corner handlesto change both
thewidth and height.

* Dragthetop or bottom handlesto
changethe height only.

* Dragtheleft or right handlesto change
thewidth only.

3. Dragthe handle. If you drag quickly, you
will seeonly the bounding box of the
object &.
or

Pressand hold for amoment and then
drag the handle. Thisshowsa preview
of the object asyou resize the bounding
box &

& Hold down the Shift key asyou drag a
corner to keep the original proportions of
thewidth and height.

@ Hold the Cmd/Ctrl key asyou dragto
resize any images placed insidethe object
(see page 182).

4 Rdeasethe mouse button when the object
isthe correct 5ze.

@

® Use the bounding
box handlesto resize an
s object.

/’

£

&) If you drag quickly,

i‘h you only seeabox as

W YOU resize an object.

& If you pressand
pause a moment, you
seean actual preview
@ aSyou resize an object.

S T S S —

Resizing or Scaling?

While you and I might feel the words
are the same, InDesign treats them
differently. When vou resize an obiect,
you change its width or height, The
amount of scaling stays the same in
the Contral Palette or Transform
palette. You have to resize the object
agiin to get it back 1o its original size,
When vou scale an object, the width
and heightchange, anathe amountof
scaling applied to the object is shawm
intive Scalesfieldsin the Control pal-
ette or Transform paette. You can
convert the object back to its originall
Sze by setting the scalingto 100%.
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2.vIun 75
mediately.took.out.
heir-handierchiefs an

began.tow eep.#

k

@ Objectssdected with the Sdlectiontool
have both the object and its content transformed
by the transform tools.

e undkins-
mediately.took.out.
heir.handierchiefs and
began.tow eep.#

|
@ Objectssdected with the Group Selection

toal have only the object transformed by the
transform tools.

@ Theindicator that
the transformation
poing can be moved o g
Hew pagition,

Using the Transform Tools

The Transform tool sresize and distort
objects. Yau can transform the object itself
or the object aswell as any content. How you
select objects changesthe effect of the trans-
form toals.

To control the effect of the transform tools:

e Sdect the object using the Selection
tool. Thistype of selection causesthe
transform toolsto affect both the object
and any text or imagesinsideit €.
or

Hold the Opt/Alt key asyou dick the
framewith the Direct Selectiontool. This
causesthe transformation to affect only
the object, not any text or imagesinside
the object @.

R The plus(+) sign next to the Direct
Sdlection tool indicatesthat the tool isthe
Group Selectiontool.

Al thetransformationstake placein relation
to atransformation point. Each object has
adefault transformation point, but you can

changeit if necessary.

To control the transformationpoint:
1 Sdectthe object to be transformed.

2 Chooseoneof thetransform tools. A
transform point appearsinsidethe object.

3 Movethe cursor near the transform point.
A small icon appearsnext to the cursor
that indicatesyou can movethe transform
point @.

4. Dragthe transformation point to a new
position.
or

Click to position the transformation point
in anew position.
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TheScaetool letsyou increaseor decrease
thesizeof objects.

To scale objects visually using the Scale tool:

1. Sdect theobject or objects.

2. Choosethe Scdetool in the Toolbox €.

3. If necessary, changethe position of the
transformation point (see previous page).

4. Movethe cursor avay fromthe

transformation point, and dragto scde
the object .

& Hold down the Shift key to constrain
thetool to horizontal, vertical,or
proportional scaling.

[ To seeapreview of theimage asyou scale,
press and hold the mousebutton for a
moment beforeyou start to drag.

@ Hold down the Opt/Alt key to copy the
object asyou scaleit.

If you prefer, you can enter theresize objects
numerically using the scale command.

To scale objects using the Scale command:

1 Sdect the object or objects.

2. Choose Object > Transform =Scalel This
opensthe Scde didogbox @.

1. UsetheUniform Scdefidd to scaethe
object proportionally.
or
Usethe Non-UniformHorizontal and

Verticd fieldsto scde the object non-
proportionally.

4. Check Scde Content to also scle any
graphicsthat areplaced insideit (see
Chapter 8 " Imported Graphics" ) €.

5. Click OK toscaletheobject.
or

Click Copy to createa scaled copy of the
object.

@ TheScdetool in the
Toolbox isused to changethe
size of objects.

&) The arrowhead appean

o "'"L'I .
_ " Wi o |
! = =
e | i
T i TR
| noe ot

@ The Scdedialogbox lets you scale objects
using numerical values.

&) When ScadeContent isturned on, the
placed image scalesalongwith theframe.
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2} The Rotatetool in the
Toolbox isused to changethe
orientation of objects.

& Rotatingan
object around its
transformation point.

rotate
m[-ﬁ- | [= 4 l
| ST T - B i
—m—- -
[ Rotabe Coniare - |
e = = Prase]

€ The Rotatedialog box lets you rotate objects
using numerical values.

Rotate content on Rotate content off

&) When Rotate Contentisturned on, the
placed image rotatesalongwith the frame.

To scale objects numerically using the Scale tool:
1 Sdect theobject or objects.
2 Choosethe Scdetool in the Toolbox.

3 Holdthe Opt/Alt key and click
to designatethe position of the

transformation point. This opensthe
Scaledialog box .

4  Setthedialog box controls as describedin
the previous exercise.

The Rotationtool changesthe orientation, or
angle, of the object on the page.

To rotate objects visually using the Rotation tool:

1 Sdect the object or objects.

2 Click the Rotation tool in the Toolbox €.

3 If necessary, changethe default
transformation point (see page 85).

4 Movethe cursor awvay from the

transformation point, and drag to rotate
the object £f1.

2 Hold down the Shift key to constrain the
rotation to 45-degreeincrements.

2 Hold down the Opt/Alt key after you start
the rotation to copy asyou rotate.

To rotate objects using the rotate command:
1. Sdectthe object or objects.

2. ChooseObject >Transform >Rotate. This
opensthe Rotatedialog box &.

3. Usethe Anglefidd to set how much the
object should rotate.

4. Check Rotate Content to aso rotate any
graphics placed insidethe object €.

3 Click OK to rotatethe object.
or

Click Copy to create acopy asyou rotate
the abject.
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To rotate objects numerically using the Rotate tool:

1
2
3

Select the object or objects.
Choosethe Rotatetool in the Toolbox.

Hold the Opt/Alt key and click to set the
position of thetransformation point.
This opensthe Rotate dialog box €.

Set the dialog box controlsas described in
the previousexercise.

The Shear tool distortsthe shapeof objects.

To shear objects visually using the Shear tool:

L
2
3

Select the object or objects.
Click the Shear tool in the Toolbox €®.

If necessary, changethe transformation
point by dragging it to anew position
(seepage 85). The cursor indicatesthe
transformation point can be moved.

Move the cursor awvay from the
transformation point, and dragto shear
theobject Q.

To shear objects using the shear command:

1
2

3

4

)

G

Select the object or objects.

Choose Object >Transform>Shear. This
opensthe Shear dialog box €.

Usethe Shear Anglefield to set the

amount of distortion.

Check oneof the Axisoptions:

* Horizontal shears alongthe horizontal
axis.

* Vertica shearsalongthe vertical axis.

* Angleshearsaongaspecificangle.

Check Shear Content to also distort any

graphicsplacedinsidethe object €.

Click OK to shear the object.

or

Click Copy to create asheared copy of the
object.

€ Usethe Sheartool in the
Toolbox to distort objects.

Shearing an
object around the
transformation point.

shea
graar Angla; [ o= 1]
T s _ Crcd |
™ Hoeortal
- varnca s _ AN
= anghe o I i
_m—
i fhaar Coriars]

€ The Shear diaog box lets you distort objects
using numerical values.

Shear content off

Shear content on

£ The difference between shearing an object
with Shear content on and off:
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€ Choosethe Free Trans-
formtool in the Toolbox to
both scaleand rotateobjects.

€D The double-headedarrow indicates that
the Free Transformtool isin the scale mode.

b |

€D The curved double-headedarrow indicates
that the Free Transformtool isin therotation
mode.

To shear objects numerically using the Shear tool:

1
2
3

Select the object or objects.
Choosethe Shear tool in the Toolbox.

Hold the Opt/Alt key and click to set the
position of the transformation point. This
opensthe Shear dialog box €8.

Set the dialog box controlsas describedin
the previousexercise.

Rather than switching between the Scdeand
Rotatetools, you can usethe Free Transform
tool to both scaleand rotate.

To scale using the Free Transform tool:

1
2

Select the object or objects.

Click the Free Transformtool in the
Toolbox €. A bounding box appears
around the object.

Placethe cursor on one of the handlesof

the bounding box. The cursor changesto
adouble-headed arrow &B.

Drag to increaseor decreasethe sze of
the object.

To rotate using the Free Transform tool:

1
2

Select the object or objects.

Click the Free Transformtool in the
Toolbox €. A bounding box appears
around the object.

Place the cursor outside one of the
handlesof the bounding box. The cursor
changesto acurved double-headed
arrow EE).

Dragto rotate the object clockwiseor
counter-clockwise.
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Chapter 4

Using the Transform Palette

The Transform palettealowsyou to move,
scale, rotate, and shear objects precisaly, using
numerical values.

& When you have objects selected, the
Control palettedisplaysmany of the
controlsthat arefound in the Transform
palette. (See thesection "*Using the Control
Palettewith Objects” on page103))

To open the Transform palette:

o ChooseWindow >Transform to open the
palette @.
or

If the Transform paletteis behind other
palettes, click the Transform pal ette tab.

Asyou work with the Transform palette, it is
important to know its reference point on the
object. Thisisthe same asthe transformation
point used with the transformation tools.

To set the Transform palette reference point:

1 Sdect the object or objectsthat you want
totransform.

2 Click the referencepoint control on the
Transform paletteto choose the point
around which the object moves @.

goo

(e (-
§E§ X LHp%. a4t Wbl 09
¥ | ipl.308 H gt G0

.ﬁ. ST E 25 .-|i: E

M e E = 'F_i]
& TheTransform paletteisa command center
for pogdtioningand transforming objects.

Top |eft Tap Right

Leftside | IE-.'qH::i;ll
|rl I

Bottom left Batiom Right

@ TheReferencepoint controlswherein the
object the transformation occurs.
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@ The X andY fiddsinthe Transform
palettecontrol the position of an object.

@® Thew and H fiddsin the Transform
palettecontrol the width and height of objects.

Yau can usethe Transform pal etteto move
objectsnumerically.

To move an object with the Transform palette:

1 Sdect the object or objectsthat you want
to move.

2 To movethe object horizontally, enter an
amount inthe X fidd @.

B Asyou increasethe numbers, the object
movesto the right.

3. Tomovetheobject vertically, enter an
amount inthe field @.

3 Asyou increasethe numbers, the object
moves down.

4 PressEnter or Returnto apply the
changes.

Yau can usethe Transform pal etteto resize an
object numericaly. Thisdoes not changethe
scaling amount appliedto the object.

To resize with the Transform palette:
1. Sdect the object or objects.

1. If necessary,changethe referencepoint as
explained on the preceding page.

3. Tochangethewidth of the object, enter
an amount intheW field @®.

4. To changethe height of the object, enter
an amount inthe H fidd @®.

5. PressEnter or Returnto resize the object.

Yau can resize proportionally evenif you
know the sizefor only one side of the object.

To resize proportionally:

1 Sdect theobject or objects.

2 EnterthenewsizeintheW fieddor H
fidd @.

3. Do not changethe amount in the other
fidd.

4. Hold Cmd/Ctrl asyou pressEnter or
Return. Theamount in both the W and H
fieldschangesproportionally.
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Chapter 4

Yau can also scale objectsusing the Trans-
form palette.

To scale with the Transform palette:
1 Sdectthe object or objects.

R Usethe Sdlection tool to scalethe object
and its contents. Use the Direct Selection
tool to scaleonly the object.

2 If necessary, changethe referencepoint as
explained on the preceding page.

3. Tochangethe horizontal size, enter a
percentagein the scale X field @.

4 To changethe height of the object,enter a
percentagein the scaleY field @.

R ThescdeX and Y fieldsalso have pop-up
listsfrom which to choose the amount of
scaing.

5. PressEnter or Returnto apply the
changes @.

& Yau can dso scaetext within atext frame
by dragging on the edge of the frame
while holding the Cmd/Ctrl key. Hold
Cmd/Ctrl-Shift and drag by a corner
point to scaeproportionally. Thisalso
appliesto text framesin groups.

To scale proportionally with the Transform palette:
1 Sdectan object or objects.

2 If theLinkiconisinthe open state, click
to closeit .

3. Enteran amountin either thescaleX or
scaleY fidds. You do not haveto enter an
amount in both fields. The closed Link
iconforcesboth fieldsto display the same
amount.

4. PressEnter or Returnto apply the
changes.

@ Hold the Cmd/Ctrl key asyou press
the Enter or Return key to scale
proportionally evenif theLinkiconisin
the open state.

Scale width

Scale r}eight

=
A poox

Ll 100%

@ The Scdewidth and height fiddsin the
Transform palettelet you apply percentage
amounts to scale objects.

Original
he Munchkins
jirnrnediatelvtook out
ar handkerchiefs and Obiod

Fhe Manchkins irnrnediatelvtook out theid
handkerchiefs and began to weep.

Object and
content scaled

hie Munchkins
(immediatelytook out

heir handkerchiefs and
began to weep.

@ Thedifference between scalingan object or
scaling an object and its content.

Closed state Open state

U

& TheLinkicon in the closed state forces
both the Scale X and the Scale Yfields to the
same amount. In the open state, you can enter
different amounts for the Scale X and ScaleY
fields.
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® The Rotatefiddin the Transform palette
lets you change the angle of objects.

Obied and content rotated

Munchking .ﬁg'
immesianety
Bk ul Thesr g d?";

arsdeens hisel

o

&) The difference between rotating an object or
rotatingan object and its content.

=2 =
) The Shear fiddin the Transform palette
lets you distort the shape of objects.

Object sheared

//The Cyclone/

*" Object and content sheared

;:f?ﬁf Cyclone /

@ The difference between shearing an object or
shearing an object and its content.

Yau can aso rotate objectsusing the
Transform palette.

To rotate with the Transform palette:

1 Sdecttheobject or abjects.

@ Usethe Selectiontool to rotate the object
and its contents. Usethe Direct Selection
tool to rotate only the object. (See page 79
for moreinformation on selecting objects.)

2 If necessary, changethetransformation
point, asexplained on page 85.

3. Enter theamount of rotation in the
rotation fidd @.

2 Therotation field also hasa pop-up list
from which to choose the amount of
rotation.

4. PressEnter or Returnto apply the changes
@.

Yau can also shear objectsusingthe Trans-
form palette.

To shear with the Transform palette:
1 Sdectthe object or objects.
I Usethe Selectiontool to shear the object

and its contents. Usethe Direct Selection
tool to shear only the abject.

2 If necessary, changethetransformation
point, as explained on pages 85.

3. Enter theamount of distortion in the
shear field €.

I The shear field dso hasapop-up list from
which to choosethe amount of shearing.

4 PressEnter or Returnto apply the
changes @.
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Chapter 4

Using the Transform Palette Menu

The Transform palettemenu aso givesyou
commandsthat makeit easy to perform com-
monly used transformations, such asrotating
and flippingobjects.

To rotate with the Transform palette menu:

1 Selectan object or objects.

2 Click to open the Transformation palette
menu Q.

3 Chooseoneof the rotation settingsas
follows @:
* Rotate 180°.
¢ Rotate90" CW (clockwise).
¢ Rotate90' CCW (counter-clockwise).

To flip objects using the Transform palette menu:
1 Select an object or objects.
2 Clickto open the Transformation palette
menu Q.
3 Chooseoneof theflip settingsas
follows :
* Flip Horizontal.
* FlipVertical.
* Flip Both.

I e

Tkl oy (e Pl SOt

Flig Vaslical
Fip Boihs

& Therotateand flip commandsin the
Transform palette menu.

Rotate Rotate

Original 90" (W 90" CCW
The Cyclone | ﬁjl Y
f-:l iE

e =

- | P

Rotate INOP = (€2
= = U.J
AUD[IA) 2 ] =
[2A0) '-UJ = |

€ Theeffectsof rotatingobjectsusingthe
Transform submenu.

Original

The Cyclone

anolayD sidT] Fip Horizonmd

Lpe CAcjoue | Fatwid

AUO[IAD) 2y Fiebeh

@ Theeffectsof flipping objectsusing the
Transform submenu.
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O*x Ok

&) When two objectsoverlap, it is obvious
which object isin front of the other..

Sinr i badk Bring forward applied
€ Theeffects of the Bring Forward
command.

Sior i frant Send badeward apaled

@ Theeffectsof the Send Backward
command.
Sior i bok Fring fa frant opplied

S O

@ The¢effects of the Bringto Front command.
Stor i fremt

& O

& The effects of the Send to Back command.

Using the Arrange Commands

Objectsin InDesign arelayered on top of one
other in the sameorder they were created.
(Thisissometimescalled the stacking order.)
Thefirst object created is behind the second,
the second behind the third, and so on.
Though you may not seethe layeringwhen
objectsareside by side, it is apparent when
they overlap .

R Thelayering of objectsisnot the sameas
thelayersof adocument. (See Chapter 11,
"Layers' for moreinformation on working
with layers.)

TheArrange commands alow you to move
objectsthrough the stacking order.

To move up or down one level in a stack:
1 Sdect the object you want to move.
2 Choose Object >Arrange >Bring

Forwardto move the objectin front of
the next object in the stacking order .

or
Choose Object >Arrange>Send

Backward to move the object behind the
next objectin the stacking order @.

To move up or down the entire stack:

1 Sdectan object youwant to move.

2 Choose Object >Arrange>Bring to Front
to movethe objectinfront of al the
othersinitslayer .
or
Choose Object >Arrange >Send to Back
to movethe object behind al the othersin
itslayer .
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Aligning Objects
TheAlign palette providescommandsthat

dign objectsor distributethem evenly along
ahorizontal or vertica axis.

To work with the Align palette:

1 ChooseWindow>Align. Thisopensthe
Align palette @.
or

If the Align pal etteis behind other
pa ettes, click the Align palettetab.

2 ChooseShow Optionsfrom the Align
pa ette menu to see all the commandsin
the palette.

To align objects:
1 Selecttwo or moreobjects.
2 Click analignmenticon asfollows

* Click avertical alignmenticon to move
the objectsinto left, centered, or right
alignment @.

¢ Click ahorizontal alignmenticonto
movethe objectsinto top, centered, or
bottom alignment .

R Thealign commands move objectsbased
on the best representationof the contrals.
For instance, the Align Left command
usestheleft-most object; Align Top uses
thetop-most object, and so on.

& You can use the Lock command to force
one object to bethe reference object for
others (see the sidebar on page 98).

P
_ign Obijeerry
B & d T o= Lk
Digiribute Obijacta

e e
I s Spasing |ﬂr-l:l
DimdbiwSpateqt 000000 |
-

¥ Lisn Spacing Eu,,;-

&) UsetheAlign palette to arrange objectsin
an orderly fashion.

= a S

Original objects  Align Left Align Centered ~ Align Right
h'\—__.. "\.__TI-_[,.' .\,_.ﬂ? ""-\._.II'.L"
R, UM S
S F NF NiF N3
A | I ] ',.,;. 1=

Wy S se

@ The effectsof the vertical align commands.

Original objects Align Top —m;
Jﬂ-ﬁ‘/\ - 1
Kiq Pj{? |.-“-' l_'?."-
Aligs Canlesed I Align Bottom —h—
A
ﬁh r:‘& < "ﬁ > *’*«,-
e I o I

@ The effects of thehorizontal align
commands.
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Distribute Distribute Distribute
nbjeck Togs CBTiers bofams

= B =

A A \ i
R~ G .

-3 e

b=l
17 Ty A =

ey e Rt Eg|
@ Theeffectsof thevertica distribute
commands. Notice that the middle object
changes position to create an even distribution.

Original
obigds Distribute left edges hb

——

Distributecenters% Distribute right edges H

@ Theéffectsof the horizontal distribute
commands. Notice that the middle object
changes position to create an even distribution.

Original Distribute
objects vertical space

i?ﬁ A

Ay

@ Theeffect of the vertical distributespace
command.

Original Distribute
objects horizontal space

@ Theeffect of the horizontal distribute
pacecommands.

Yau can aso move objectsso the spaces
between certain points of the objectsare
equal. Thisiscalled distributing objects.

To distribute objects:
1 Sdectthree or more objects.

2 Click adistributeicon asfollows:

o Click avertica distribute iconto move
the objectsso that their tops, centers, or
bottoms are equally distributed @.

« Click ahorizonta distributeiconto
movethe objectsso that their left
edges, centers, or right edgesare equally
distributed @.

Yau can aso distribute objectsbased on their
size. Thisensuresthat the space between the
objectsisequal.

To distribute the space between objects:
1 Selectthreeor moreobjects.
2 Click adistribute spaceicon asfollows:
¢ Click the vertical spaceiconto move
objectsso the vertical spaces between
them areequal @.
Click the horizontal spaceiconto move

objectsso the horizontal spaces between
themareequal @.
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Grouping and Pasting Into Objects

Chapter 4

Of course,you can aso movethe pasted-in
content alongwith the container.

To move the pasted-in content and the container:

1 Click with the Selection tool to select
both the container and the pasted-in
content.

2 Dragthe objectsto anew position.

Finaly, you may want to removethe content
within acontainer or swap one pasted-in
content for another.

To remove a pasted-in content:

1 Usethe Direct Selectiontool to select the
pasted-in content.

2 Choose Edit >Cut.

[ The pasted-in content can be placed back
on the page by choosing Edit >Paste.

To swap one pasted-in content for another:

1 Positionthe new object over the frame.

2 Choose Edit >Cut.

3 Sdect just theframethat holdsthe
pasted-in content.

4 Choose Edit >Paste Into. The object on
the clipboard replacesthe content within
theframe.

Wy Use Groups?

The concept of groups comes from |
illustration programs. In those pro-
grams you might have an illustration
that contains hundreds, if not thou- |
sands, of individual objects. It would |
be cumbersome to have o select those
objects individually to move or mod-
ify the artwork. That's why groups
were created —to- make it easier to
quickly select all the individual ele-
ments inartwork:

Page layout programs rarely deal with
that many objects on a page. SO why is
it important to group objects

I'use groups for the illustrations and
g@plions that appear in this book.
By grouping the objects together, |
know the artwork won't inadvertently
get separated from the captions that
describe it

| also need to group them when |
appy the Distribute Space Commamd.
This way the illustration and caption
are treated as one object o be sepa-
irated from the other illustrations on

the page.
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o or X Epd 429 W, 9p3.25

¥ Jd4pd HL | 10pl. 286

*

@ TheControl palette displays the basic
Transform (toptwo) and Stroke pal ette
options (bottom)when a single object is

selected.

—— B EEE©

(— ) (] ] D)

@ TheControl palette adds the basic Align
pal etteoptionswhen multiple objectsare

sel ected.

Select Conene Seled Pravious Oied

—nq[

Selet Corirt ? Seled Next Object

I

) The Control palette adds the Sdect Object

optionswhen groupsor containersor
objects are selected.

content

Using the Control Palette for Objects

The Control paletteiscontext sengtive.
Thismeansit displaysdifferent commands
dependingon the number of objectsor if
they are grouped or pasted-in objects.

To use the Control palette with a single object:

+ Sdect asingle object. The Control palette
displaysthe basic Transform palette and
strokeoptions 9. (See Chapter 6," Styling
Objects" for moreinformation on working
with strokes.)

To use the Control palette with multiple objects:
* Sdect multipleobjects. The Control
pa ette displaysiconsfor the basic
Align pa ette optionsin addition to the
Transform palette options @.

To use the Control palette with grouped or pasted-

in objects:

* Sdect grouped or pasted-in objects. The
Control palettedisplaysiconsfor the
Select commandsto the Transform palette
options Q.

2 These Sdect commandscan dso be
used with placed images (see Chapter 8§,

" Imported Graphics").

2 The Control palette dso displaysthe

Fitting commands(covered on page 191).
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Chapter 4

Using the Measurement Tool

Thereare many placeswhereyou can find
the numerical szesof items. Yau can usethe
rulers; you can placeguides; you can look

at the Control palette; and so on. But what

if youwant to measure the distanceof one
point in an objectto adifferent pointin
another?That's where the M easurement tool
isso helpful.

To measure distances using the Measurement tool:

1 ChooseWindow > Info to open the Info
palette.

& All amounts measured by the
M easurement tool are displayedin the
Info palette.

2 Click the Measurementtool in the
Toolbox @.

[ The Measurementtool isbehind the
Eyedropper tool in the Toolbox.

3 Placethe Measurementtool on the

start point and drag to theend point. A

measuring line appearson the page @.

The Info palette displaysthefollowing

attributes of the measurement @:

# Horizontal position displaysthe X
coordinatecof thefirst pointin theline
or whichever point isthen moved.

* Vertical position displaystheY
coordinate of thefirst point in theline
or whichever point isthen moved.

# Distanceshowsthelength of theline.

» Width showsthe width of the bounding
box that would enclosetheline.

* Height showsthe height of the
bounding box that would enclosethe
line.

* Angleshowsthe angleon whichtheline
was drawn.

@ TheMeasurementtool in
the Toolbox.

— _* @ Dragthe
11 .I & Measurement tool to
- - /s measurethe distance
-y 'ﬁ} between two poaints.

Horizontal width
position, of box
k i . /
[E15]
Werical = B LT = W RELFEE Height
pastion - B ]
nI 58 Tn.u a :'wI of bax
_.-""lu:r f
.'-. ~
Cestance @ Angle
= & LF

@ The measurementsdisplayedinthenfo
palettefor the measuring line drawn with the
Measurement tool.
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-

& @ Dragtheline
segment of the
measuring line to move

- it toa newposition.

| ® Theanglecursor indicates
that you are about to create a
4. second measuring line.

@ Two measuringlines
let you measure angles
with the Measurement

i

tool.

e 0

Distance 1~ HiZpin [ Angle
S ViLgES =41
SR RLr ey A A 8
e e
-
Distance e ke Al
L Y

@ Thelnfo palette display for two measuring
lines.

Onceyou have drawn ameasuringline, you
can moveit to other areas of the page.

To move a measuring line:

1 Withthe Measurementtool still selected,
position the cursor over the measuring
line.

2 Dragthelineto anew position @.

& Do not position the cursor over the start
or end pointsof the measuringline.

Yau can aso changethe start or end points of
the measuringline.

To reposition the points of the measuring line:

1 Withthe Measurementtool still selected,
position the cursor over either pointin
the measuringline.

2 Dragthe point to anew position.

Yau can also extend asecond lineout from
the origin of the measuringlineto createan
electronicprotractor to measureangles.

To measure angles:

1 Dragthefirstlinewith the Measurement
tool.

2 Hold the Opt/Alt key and movethe
M easurementtool back to the origin of
thefirstline. An angle cursor appears €&l

3. Dragto create asecond line extendingout
from the origin point . The Info palette
displaysthe distanceof the second lineas
well asthe angle between the measuring
lines @.

R No bounding box is displayed when two
measuringlinesare created.
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Chapter 4

Using the Info Palette with Objects

The Info palettea so gives you important
information about the document, text, and
placed images.

To see the document information:

e Desdect any objectson the page. The
Info palette displaysthefollowing
information @:
 Locationof thefile on the computer.
« Last Modification date and time.

« Author asentered in the FileInfo
(File>FileInfo) dialog box.
¢ Filesize.

To see the text information:
e Placeyour insertion pointinsideatext

frame.

or

Highlightthetextin theframe. The

Info palettedisplaysthefollowing

information :

o Character intheframeor selection.
Wordsin theframeor selection.

o Linesintheframeor selection.

* Paragraphsin theframe or selection.
R If thereisany overflow text in the frame,

the amounts are displayed asa plussign

number.

To see the placed object information:

e Sdectaframethat containsaplaced
imageor the placed imageitself. The
Info palettedisplaysthe following
information &

* Typeof placedimage.

» Actual ppi resolutionof theimage.

* Effectiveppi resolution of the imageif
you have scaled theimagein InDesign.

 Color Spaceof theimage.

¢ |CC Profile(if applicable) may dsobe
shown.

Loscation: Of )1:Use._r 14 ndd

Last Miodifed: 10/3/03, 1:41 P
Authar Sandes Cohan

File Size: 713 KB il

@ With ro objects selected, the Info paleree

displays document information.

&) With text selected, the Info palette displays
textinformation.

{2} With a placed image selected, the Info
palette displays placed imageinformation.

106 InDesign CS Visval QuickStart Guide



Working with Objects

{2 Thepadlock icon indicates
that the Lock Position command
has been applied.

How Safe Are Locked Objects?

| sincerely hope that you lock your
front - door more securely than-the
Lock Position command locks objects;
although what's bad fisr your Rosme
ran be good for your layoats.

The Lock Position command! ismly
locks the position of the objeci, The
object can still be selected using either
the selection tools or the Select Alll
command.

Ii there is text within the-selecied
object, the text can be sdlected and
otherwise modified.

If there is a placed image within the
szlected object, the image can be
replaced by choosing a new object
with the Place command (see page
182},

H-you-need-more security-for your
objecti—for instance, to avaid inad-
vertently changing the color of an
object —then vou should lock the
object’s layer (see page 268).

Locking Objects

Yau can aso lock objectsso they cannot be
moved or modified. This prevents people
from inadvertently destroyingyour layout.

2 Locking objectsis not the same aslocking
the layersof adocument. (See Chapter 11,
"Layers' for more information on working
with layers.)

To lock the position of an object:

1 Sdect the objectsyou want to lock.

2 Choose Object>Lock Position. A small
padlock appearsif you try to move or
modify the object @.

= L ocked objectscan be selected, copied,

pasted, and their colorsand contents can
be modified.

To unlock objects:
1 Selectthe abjectsyouwant to unlock.
2 Choose Object >Unlock Position.
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Selecting Frames

Usethischart asaguidetolet you know what

type of object you have sdected and which
partsof theaobject can be sdlectedusingthe
Selectiontool or the Direct Selectiontool.

Unassigned frames

frame.

the text in @ad out ports.

boundingbox but the text in
and out ports ore visible.

Not selected. Selected with Selectiontool. Selected with Direct Selection——{-One point selectedwith Dired
Notice the bounding box tool. Notice there is no Selection tool.
around the object. bounding box.
™ 'a —— . [ |
- - L - — " = -
lll_.-- 1 "'\-\.‘ .-l_a- "-\-\.\. }.-F '\-\._.r
Il\. I = 1 e Il ] j
Rt ____.-"' ., ,
T - - i - ——
R B ot e, & = R P s
Text frames
Not selected. Notice there is Selected with Selectiontool. Selected with Direct Selection | One point selectedwith Dired
no indication that thinis a text | Notice the bounding box und tool. Notice there is no Selectiontool.

Graphic frames

Not selected. Notice the
diagonal lines that indicate it is
a graphic frame.

- |

% "--\_,-:_"-- ﬂ"'\-\.\_:_:r.__,.-'

Selected with Selectiontool.
Notice the bounding box.

Selected with Direct Selection
tool. Notice there is no

bounding box.
Iy -.-\:H-\-H""\-\. -"'--F '
I|'-. __,.::':--. !
s
i S

One point selected with Direct
Selectiontool

Graphic frames with a placed image
For moreinformation on workingwith placed images, see Chapter 8," Imported Graphics.”

et walactisd, Frae selaciadl with Selscion | Frome salaciad with Direc [ontent sedecied with Direct
foal. Nofice the bourding bexs | Selection toal. Matice thers ks ne | Selection foal. Ratice that the
for fhe frome, bounding box bul the paieks are | ko of e e e
sabaried, L? sty . [ha imeerie
bax For the frame.
.__d__:—'———‘-\-_,_\_hhh = __d--'—'_"'_‘—‘--,_hh ____-"'__-__h"' -
{f ) ; ’ *,f ’ y 1 j}
1 o L
Mh‘"‘-\-\__,_.,—-"- R"'\-\._\_‘_ A -\"'\-\.._\__ " ___.-".. H""-\-._\__ g __'_,_,_o-"'
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hen | firststarted in advertising,
\N only the senior crestive teams

couldwork in color. The junior
teams were assigned only black-and-
white ads. Later on they might be
able to work on a two-color job, but
the four-color work was handled by
senior art directors.

Fortunately, you're not limited by
such constraints. InDesign gives you,
right from the first day you use it dl
the color controlsyou could ever wish
for. However, with that power comes
some responsbility.

When you definecolorsand usethem
ONn your pages, you are wearing two
hats. Your first hat isthat of adesigner
who looksat the aestheticsof the page
and then appliescolors. Thisiswhere
you havefun with your cregtivity.

Your second hat is that of production
manager. Wearing that hat you
need to understand some of the
priniciplesof color and printing color
documents. Yau aso need to make
sure your colors are defined so they
print correctly.
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Chapter 5

The Basics of Color

Here's aquick primer to help you under-
stand what happens when you defineand
apply colorsin your InDesign layout aswell
asother programs. For more information
on workingwith color in computer graph-
icsapplications,| recommend The Non-
Designer'sScan and Print Book by Sandee
Cohen and Robin Williams published by
Peachpit Press. | also recommend Pocket Pal
Graphic Arts Production Handbook, now in
its nineteenth editing, published by Inter-
national Paper. You can order Pocket Pal at
www.ippocketpa .com.

Type of Color

How is it used

| How s it created

Comments

CMYK

CMYK standsfor the Cyan,
Magenta, Ydlow, and Black
inksthat are combinedto
createother colors. (Seethe
sidebar on page 113 for why
Black isK.) Also called pro-
cesscolor, thisisthe primary
type of color used in color
printing. Most magazines
and brochuresare printed
using thefour processcolor
inks.

Usethe Color palette

setto CMYK (see page
112) or the New Color

Swatch dialog box set
to CMYK (see page
118).

Color imagesare
saved inthe CMYK
mode beforethey
areimported into
InDesign.

IRGB

RGB standsfor the Red,
Green, and Bluelights

that are used in computer
monitorsto display colors.
Because RGB colorsare
based on lightwaves, not inks,
there will dwaysbeadight
differencebetween colors
defined as RGB and those
defined asCMYK.

RGB colors can be used

to define colorsfor docu-
ments that will be displayed
onscreen. But you should not
usethemfor print work.

Usethe Color palette
set to RGB (seepage

113) or the New Color

Swatch dialog box set

to RGB (see page 118).

Most scannerssave
images as RGB files.
Yau must useapro-
gram such asAdobe
Photoshop to con-
vert thoseimagesto
CMYK.
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Type of Color | How is it used How is it created Other comments

LAB The LAB isanother light- Usethe Color palette
based color model that uses | set to LAB(see page
[uminance (L) combined 114) or the New Color
withthe greento red (a) plus | Swatch dialog box set
yelow toblue (b).LikeRGB, | toLab(see pagel118).
you should not defineprint

. colorsusing thissystem.
| Spot colors | Spot colors are speciaty Usethe New Color Spot colorscan be
colorsthat are printed with- | Swatch dialogbox set | defined by the user
out using the four process to Spot (seepage118). | or you can usethe
color inks. For instance, a commercial spot color
metallicgold in abrochureis libraries produced by
printed using metallic gold companiessuch as
i Nk, not acombination of Pantone and Dicolor
CMYK colors. and Toyo (s=page
Spot colorscan be mixed 124).
to display colorsthat could Other namesfor spot
not be created usingsimple colorsare specialty,
CMYK colors. second color, fifth
or sixth color, or flat
colors.

Tints Tintsare colorsthat have | Tints can be created
been screened so that only from named colors
apercentageof their color using the New Tint
appearson the page. dialog box (seepage

130).

Mixed Inks | Mixed Inksare combinations | Mixed Inkscan be Mixed Ink Groupsare
of at least one spot color and | created using the combinationsof dif-
another spot or processcolor. | Swatches palette ferent percentagesfor

menu (seepage 126).
Onespot color must
aso have been previ-
oudy defined.

Mixed Ink colors (se
page128).
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Using the Color Palette

Chapter 5

Using the Color Palette

There are three different madels for defining
oolars: CMYE, RGE, and LAB. Each model
is wged for different purposes. You choose
the color mode and mix colorsin the Color
palette. (See Chapter 6 " Styling Objects™ for
how to apply colorsto objectsand text. )

To choose the options in the Color palette:

1. If the Color paletteis not visible, choose
Window >Color to open the palette ©.

or

If the Color paletteisbehind other
palettes, click the Color palettetab.

2. If thecolor didersare not visible, click the
palettetab or choose Show Options from
the Color palettemenu g

lR Hold the Shift key asyou drag one dlider
to have the othersmove along withiit.

The CMYK color model is used primarily for
print work. CMYK colorsare mixed using
percentagesof the four inks used in process
printing: cyan, magenta, ydlow, and black.

To define CMYK colors:

1. Choose CMYK from the Color palette
menu. Thisopensthe palettein the
CMYK mode ©.

2. Choose one of the following methods
to define the amount of cyan, magenta,
yellow, or blackirk in the color:

* Typeavaluefrom 0 to 100 percentin
each of the four color fields.

* Dragthedidersfor eachof thefour
color fields.

* Clickacolorinthe CMYK spectrum
area

R Click the solid white or black rectangles
to the right end of the spectrum to
quickly get 100% black or white.

, The Color palettewith the optionsturned
off shows vnily the specriom or ramp fOr choosing
calors.

@ The Color palettemenu lets you choose
among the three color models.

B The Color palettewith the OMYK (cyan,
magenta, ydlow, and black) color controls.

The Black Color Palette
If your Color palette displays a single
stider for Black, it is because the Black |
volor in the Swarches palette is your
default color. Simply change it 1o
CMYE to get the full set of CMYE |
color sliders.
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Understanding CMYK Color

| Each of the colorsin CMYK corresponds to one of the inks used in typical four-color |

printing. Cyan is a shade of blue. Magenta is a shade of red. Yellow is ... well, yellow. And
black is black —1 want my baby back.

If vou are creating print documents, you will want 1o define your colors using CMYE
walors. Not only is the CMYK system overwhelmingly used for print work; it is the sya-
term you are mdst familiar with, whether you're aware of it or not. Yellow and cyan make
green; magentaand yellow make orange, and so on.

in theory, you shouldn’t need more than three colors for printing. if vou mix eyans

magenta, and yellow together, you should get asolid black color. | n reality, howeyver, thase
inksare not pureenough to create solid black; instead they create a dark brows.

That's why process printing uses four colors. In addition to cyan, magenta, and yelow,
a fourth key color — black; indicated by the letter K—is added to create the really black
aress. That's wheretheterm CMYK comesfrom.

The R@ color model is used primarily for
onscreen Work such as presentationsand
Web sites. The R@ colors—red, green, and

three colorsof light. Thisiswhat you seeon
television screensand computer monitors.
R colorshave awider range of colorsthan
CMYK colors.

To mix RGB colors:

blue—are mixed using representationsof the

i} The Colorpalette set for mixing RGB (red,
green blue) color controlsfor onscreen display
such asWeb sites.

Mixing Colorsin RGB

| Maybe some Web designers and video
| engineers can think in RGE, but 1
| comfess, T can't With the RGE sliders,
—red plus green creates vellow; green
—pius hine creates a shade of cyan; and
—all three colors together create white:
—To create black; you st all three col-
—ors to zero: It's the exact opposite of
—CMYE-where-the colors combine to
createblack.

1. Choose R® from the Color palette
menu. Thisopensthe palettein the REB
mode ).

2. Chooseoneof thefollowing methods to
definethe amount of red, green, or blue
in the color:

* Typethevauefrom 0 to 255 in each of
thethree color fidds.

* Dragthedidersfor each of thethree
color fidds.

* Click acolor inthe R@ spectrum area.
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Chapter 5

TheLAB color model defines colorsaccord-
ing to aluminance (lightness) component,
and two color components,aand h Thea
component definesthe green to red values.
The bcomponent definesthe blueto yelow
vaues. LAB colorsare designed to be device-
independent so that the color does not
changefrom one sourceto ancther.

2 The proper namefor LABisL*A*B and
is pronounced by spelling out the name
(el-ay-bee),not by sayingthe word “lab”.

To mix LAB colors:

1 ChooseLAB from the Color palette
menu. Thisopensthe paettein the LAB
mode ©.

2 Chooseone of thefollowing methodsto
definethe three componentsof the color:
e Typethevauefrom0to100inthelL
field or typethevaluefrom-128to 127
intheA or Bfields.
» Dragthedidersfor each of thefields.
¢ Click acolor inthe LAB spectrum area.

Theout-of -gamut symbol appearsif you
choose an RGB or LAB color that cannot be
printed using processinks @.

To convert out-of-gamut colors:

e Click thesmall sgquarenext to the out-of-
gamut symbol. This convertsthe color to
the closest process-color equivalent.

) The LAB Color palette mixes colorsthat
look consistent no matter whether you print or
display themonscreen.

Out-of-gamut symbol
Color conversion square

D The out-of-gamut symbol for RGB or LAB
colorsindicatesthat the color shown on screen
will not print as seen usingprocesscolor inks.
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€ With an object selected, click the color
ramp in the Colorpalette to apply a color toan
object.

i) Drrag a color from the Color palette o
apply a color to an object.

Yau can usethe Color paletteto apply colors
to selected objects.

HE Thistechnique, whileconvenientto use,
createsunnamed colorsor colorsthat are
not listed in the Swatchespalette. (See
the sidebar on page 123 asto why creating
unnamed colorscan bea problem.)

To apply colors to a fill or stroke:

e Withan object or text selected, usethe
Color paletteto define afill color. This
appliesthe unnamed color to thefill of
the object or text. (Seepage 138 for how to
set the fill color of an object.)

or

With an object or text selected, usethe
Color paletteto define astroke color. This
appliesthe unnamed color to the stroke
of the object or text. (Seepage 142 for how
to set the stroke color of an object.)

2 You can choose colorsby clicking the
ramp section of the Color palette @ .
2 You can dsodrag acolor directly from the

Color paletteonto objects . Thisalso
createsunnamed colors.

Yau can add colorsfrom the Color paletteto
the Swatchespal etteso you can easily reuse
them. (See the next section for more techniques
to store colors.)

To transfer colors from the Color palette:
1 Definethecolor in the Color palette.
2 Choose Addto Swatchesfrom the Color

palettemenu. The color appearsasanew
color swatch in the Swatchespanel.
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Chapter 5

Defining and Storing Swatches

Althoughit isvery quick to createacolor
usingthe Color palette, you will find it more
efficient to create color swatches. A swatchis
acolor that hasbeen defined and isstored in
the Swatchespalette.

I Unnamed colorsare not availablefor al
placeswhereyou usecolors. For instance,
only named color swatchescan be used as
part of text styles (seepage 328).

To work with the Swatches palette:

1 If the Swatchespaletteis not visible,
choose Window >Swatchesto open the

palette €
or

If the Swatchespal etteisbehind other
pal ettes, click the Swatches palette tab.

2 Toseethe different typesof swatches,
click theiconsat the bottom of the palette
asfollows.

o ShowAl Swatchesdisplaysboth the
color and gradient swatches.

¢ Show Color Swatchesdisplaysonly the
color swatches.

* Show Gradient Swatchesdisplaysonly
the gradient swatches (see page 132).

3 To changethe display of the swatchesin
the pal ette, choose the followingfrom the
Swatchespalettemenu ©:

* Namedisplaysalist of the swatch
namesin alargetypeface.

¢ Small Name usesamore compact
typefaceto display the swatch names.

» Small Swatch displaysonly the square
of the swatch color or gradient.

» LargeSwatch displaysalarger squareof
the swatch color or gradient.

@R Eachiconfor the types of swatcheshasits
own display setting. So the color swatches
can be displayedin the Small Name
setting while the gradientsare shownin
the Large Swatch display.

T —
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[ | [
All Swatches Gradients Delete Swatch

Colors ~ New Swaich

) The Swatchespal etteshowsall the saved
colors.

O The four choicesfor the display of the
Swatchespal ette.
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@ You can dragcolorsfrom the Color palette
into the Swatches palette.

The Color “Paper”
The swatch labeled [Paper] in the
Swatches palette allows you to change
the background color of the pages in
your document. This can be help-
ful if your document will be printed
on colored paper, specialty paper, or
even newsprint that is not completely
white. You can modify the paper color
to help judge how your images will
look when printed,

The Registration Color
"Registration” is a color that is set
to print on all plates of a document.
- For instance, if your document will
be printed uwsing process colors, you
might want to create a note or mark
Thﬂshnuldh:umnnnllﬁ:urplntu.
Rather than make the note in a com-
| bination of cyan, magenta, yellow,
and black, you can apply the color
Registration to the text for the note,
This prints the note as a combination
of all four inks,

Althoughyou can apply colorsto objectsand
text directly from the Color palette, thisis
not considered agood production workflow.
Instead, use the Swatchespal etteto add the
color currently defined in the Color palette.

0 If you apply colorsfrom the Color palette,
they are called unnamed colors. Unnamed
colorscan cause production problems
later on and should be avoided. (See
“Avoiding Unnamed Colors' on page 123.)

To add a color to the Swatches palette:

1 UsetheColor paletteto defineacolor (see
page 112).

2 Click the New Swatch icon at the bottom
of the paette. The new color, named with
the color values, isautomaticallyadded to
the Swatchespalette.

InDesign dsoletsyou drag colorsfrom the
Color paletteinto the Swatchespal ette.

To drag colorsinto the Swatches palette:
1 Createthe color inthe Color paette.

2 Dragthe color from the Color palettefill
or strokebox to the bottom of or between
two colorsin the Swatchespal ette.

3 Rdeasethe mousewhen ablack line
appearsin the Swatchespalette §. The
new color isadded and automatically
takesitsnamefrom the color values.

2 The cursor displaysaplussign asyou
drag the color into the Color paette. On
the Mac the cursor istheimageof afigt.
On Windowsthe cursor isan arrow.
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Yau can define and add new colorsto your
document using only the Swatchespal ette.

To define a new color swatch:

1 Choose New Color Swatch from the
Swatchespal ettemenu. Thisopensthe
New Color Swvatch dialogbox .

or

Opt/Alt-click the New Swatch icon at the

bottom of the Sweatchespalette.

2 Tonamethe color swatchyourself,
desdlect the checkbox for Namewith

ColorVdueand then typeanameinthe

Swatch Namefield.
or
Leavethe setting checked to namethe

color swatch using the vauesthat define

the color. Thisoption isnot availablefor
spot colors.

3 Choose Processor Spot from the Color
Type pop-up list @. (Seethe sidebar
"Processor Joot?" on the next page for
an explanation of the difference between
processand spot color.)

4  ChooseLAB, CMYK, or RGB from the

Color Mode menu @. (See" TheBasics of
Color™ on page 110 for a description of the

three color modes.)
or

Choose one of the Swatch Librariesat the
bottom of the Color Mode menu @. (See

"Using Swatch Libraries" on page 124 for
howto use these types of colors.)

3  If you have chosen LAB, CMYK, or RGB,

usethe didersto changethe valuesfrom
the onesoriginally defined.

6 Click OK. Thisaddsthe swatch and closes

the dial og box.
or

Click Add to add the swatch without

closingthedialog box. Thisallowsyouto

define additional colors.

P Usethe New Color Swatch dialog box to
define colorsto be added to the Swatchespal ette.

Swatch Name: C=0 M=35 Y= 100 K= 2
™ Name with Color Value
Color Type: | +* Process .
- Color Mode: | 509

® Usethe Color Type menu to chooseeither
processor spot colors.

Q) The Color Mode menu in the New Swatch
dialog box.
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The colorsthat appear in the Swatches

Protected palette are displayedwith iconsthat giveyou

CMYK information about the type of color, the color
mode, and other attributes . Of course,
Spot onceyou have defined a color swatch, you

can modify itscolor definition. This changes
the appearanceof d| text and objectsthat use
4 RGB that color,evenif they are not selected.

I The color Black is protected and cannot
be modified. If you need avariation of
Process Black, create a new color swatch.

LAB

Mixed Ink

1B Theiconsin the Swatches pal etteidentify To modify a color swatch:

the different types of colorsand color modes. 1 Sdect the swaich and choose Swatch

Options from the Swatchespal ette menu.

_ — This opensthe Swatch Options dialog

R e et = box @. Thesearethe samecontrolsasin
W o fe o || the New Color Swatch dialog box.

ey ——y
rhhH— L =y or

Tl Double-click the swatch in the palette.
oy F: 2 Makechangesto the color.

3 Click the Preview checkbox to see how
the changesaffect the colorsapplied to

D Once you define a swatch, you modifyitin objectsin the document.
the Swatch Optionsdial og box. 3. Click OK to apply the changes.

HE The Swatch Options dialog box does not
have an Add button. Thisisbecauseyou
usethisdialog box only to modify existing
colors— not to add new ones.

Process or Spol?

Process cu]u-raarcthuscpﬁnttdmiugunalldnﬂznfﬂw four process inks, cyan, magenta,

vellow, and black. Spot cobors are printed unng special inks. For example, if you look

at the process-color-green printed-in a magazine, that eolor is actually & combination

of cyan and yellow printed together in a series of dots. However, a spot-color green is

printed by using actual green imk.

Oine benefit of spot colors is that you can exactly match a special color or use specialty

colors such as fluorescents or metallics that could never be created using process inks,
~ You can also use a spot color together with black as a two-color job, This is cheaper than

printing four-color process colors. The benefit of process colors is that you use just four

inks to create thousands of different color combinations.

.
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Onceyou create color swatches, you can
apply them viathe Fill and Stroke controlsin
the Toolbox or Color palette.

To apply a swatch color:

1 Createthe object or text that you want to
color.

2. Sdecteither theRll or Strokeiconsinthe
Color paletteor Toolbox. (See Chapter 6
"Syling Objects,”" for moreinformation on
the Fill or Srokeicons.)

3. Inthe Swatchespalette, click the color
you want. Thisappliesthe swatch to
the object.

To delete swatches:
1 Select the color you want to delete.

I To select aseriesof adjacent swatches,
sdect thefirst swatch and then hold the
Shift key and sdlect the last swatchin the
series. Thishighlightsthefirst and last
swatch and dl the swatchesin between.

2 Hold the Command/Ctrl key to select
non-adjacent swatches.

2. Clickthe DdeteSwatchicon @ or choose
Delete Swatch from the Swatchesmenu.

3. If theswatchisused withinthe
document, the Delete Swatch dialog box
appearsasking how you want to replace
the deleted swatch i

» Toswap the color with onefrom the
Swatches palette, choose Defined
Swatch and then pick aswatch from the
pop-up list.

« Toleavethe color asan unnamed color
appliedto the object, choose Unnamed
Swatch. (See page 123 for more
information on unnamed colors)

& The default swatchesNone, Paper, Black,
and Registration cannot be deleted.

@ Click the Delete Swatch icon to delete the
selected swatches.

i) The Delete Swatch dialog box controlswhat
happens to colorswhen they are deleted froma
document.
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® TheSwatches pal ette menu contains the
commands for working with color swatches.

If you have many colorsin your document
that you are not using, you may want to
deletethem to avoid confusionwhen the file
issent to aprint shop.

To delete all unused swatches:

1 Choose Sdect All Unused in the Swatches
palettemenu @®.

2. Clickthe Delete Swatch icon or usethe
DeleteSwatch command in the Swatches
pal ette menu.

Yau can alsoselect severa swatchesand
mergetheminto one color.

2 The Merge Swatchescommand makesit
easy to globally replaceall instancesof
one defined color with another.

To merge swatches:

1. Clicktosdlect thefirst color. Thisisthe
final color that you want the other colors
to changeto.

2. Holdthe Cmd/Ctrl key and click to select
another swatch. Thisisthe color that you
want to delete.

or

Hold the Shift key and click to select a
rangeof swatches. Thesearethe swatches
you want to delete.

3. Choose Merge Swatchesfrom the
Swatchespalettemenu @. Thisdeetesdl
the swatches except the swatch that was
first selected. That swatchisappliedto
all text and objectsthat used the deleted
swatches.
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The position that swatches appear in the
palette comesfrom the order in which they
were created, Yau can easily changethe order
of the swatches.

To move swatches to new positions:
1 Sdectaswatchin the palette.
2 Dragthe swatchto anew position. A

black lineindicateswherethe swatch will
belocated &3.

3. Redeasethe mousebutton.

Yau may find it easier to duplicateaswatch
and modify it than to start from scratch.

To duplicate a swatch:

e Sdect the swatch and choose Duplicate
Swatch from the Swatches pal ette menu.
or

Sdect the swatch and click the New
Swatchicon.
or

Drag the swatch onto the New Swatch
icon.

Yau can asoimport the swatchesfrom one
document into another.

Toimport swatches from other documents:

1 Choose Load Swatchesfrom the Swatches
palettemenu. The operating system
dialog box appears.

2. Navigateto find the document you want
to import swatchesfrom.

3. Click Open. The swatchesareimported
into the current document.

B ek 7 3@

. [Raglstration] h- 4 q
B c=100 M=0 Y=0 K=0 a0
[] c=om=3s v=100 k=0 ] |

& Draga swatch to moveit fromone position
to another.

The Cost of Unused Colors

Why is it important 1o delete unused
colors?

One reason is if you are godng o send
your documents to a service bureau or
print shop for final output. It can be
confusingto the peoplewho are gaing
to apen vour file if they see many col-
ors in adocument that’s supposed to
be vrintedin black and white.

At the very least, they're going to
wonder if théyVe recelved the right
imstructions. At the worgt, they delay

printing the file until they talk to
someane to make sure.

Also, it may seem like a little thing,
but every color adds to the sige of the—
file, Even in these days of huge hard
drives, it's dways better to keep your
filesaslean aspossible.
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Aveiding Unnamed Colors?

Why do | warn you against creating
unnamed colors? Why may your ser-
vice bureau warn you not to create
unnamed colors?

Your job will most certainly print,
even with unnamed colors. The prob-
lem comes when someone checks to
make sure all your colors are defined
correctly.

Because the unnamed colors don't
appear in the Swatches palette, there i5
no way for someone to easily find or
make a universal Change to the colors
im your document. Sav e chisckier will
have to search, page by page, to see if
there are any unnamed colors.

S0, although there is nothing actually
wrong with unnamed colors, it is bet-
ter to always use the Swatches palette
=10 apply colors. Tt way have
more control over-the c:&mf}‘l;: yoLir
document.

Unnamed colorsare colorsthat are appliedto
objectsdirectly from the Color paletteinstead
of through the Swatchespalette.

Yau may findit difficultto modify unnamed
colorsif they are scattered through adocu-
ment. Evenif you can keep track of them,
otherswho work with your file may not. Y our
service bureau or print shop may also have
problemsworkingwith unnamed colors.
Fortunately, you can easily convert unnamed
colorsinto named colors.

To name unnamed colors:

e Choose Add Unnamed Colorsfrom the
Swatchespalettemenu. Al unnamed
colorsare added to the palette named
with their percentagevaues.

[ Double-click each swatch to changeits
name in the Swatch dialog box (seepage
118).

When you define and store colorswith a
document open, those colorsarestored in the
Swatchespal ettefor that document. Yau can
create colorsthat are available asthe default
colorsfor al new documents.

To create default colors:

1 Closedl documents but leave InDesign
running.

2 Useany of the methods in thissection,
" Storing Colors" to defineand storea
color in the Swatches palette. The color
will appear in the Swatchespaletteof a |
new InDesign documents.
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Using Swatch Libraries

Rather than definingyour own color mix-
tures, you can use the swatch librariesfrom
professiona color systemsfrom companies
such as Pantone or Trumatch. Thesecolor
librariesusually have printed samplesthat
you can refer toin order to see how the color
will appear when printed.

To add colors from swatch libraries:

1 Open the New Swatch dialog box (see
page 118) or the Swatch Options dialog
box (see page 119).

2 Chooseoneof the Swatch Librarieslisted
in the Color Modelist @. Thisdisplays
the colorsinthelibrary @.

3. Scroll through thelibrary to select the
color you want to add to your document.

or

Instead of scrollingthrough alonglist,
type the name or number associatedwith
the color in the Swatch Library field.

@ TheSwatch Librariesin the Color Mode
ligt.
Swatch Library field

Swatch Name: PANTONE 180 C
- Mafee with Codng’ Valie

€ An exampledf thewindow that displays a
swatch library, such asthe Pantone Solid Coated
colors.
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Yau can use the Swatch Librariesto open
color palettesfrom other InDesign docu-
ments and Adobelllustrator documents.

To import swatches from other documents:

1 ChooseOther Library fromthe Color
Modelist &.

2 Navigateto sdlect the InDesign or
Illustrator document. The colors appear
in the window.

The Swatch Librarles

InDesign ships with a collection of third-party swatch libraries that contain the color
definitions used by professional color systems. Here is a description of each of the types
of lbraries,

Dicolor holds the spot colors that can be matched using the DIC Color Guide, These
color guides, from Dainipponl nk and Chemicals, Inc., are used mainly in Japan.
Focoltone holdsthe processcol orsthat can be matched using materials that are available
from Focoltone International, Ltd. These colors are very popular in both France and the
United Kingdom.

HES is a system of spot colors used for industrial design and production in Europe.
InDesign provides four categories of colors in the HES systemn.

Pantone isrhe mgor coior-matching system company useain North America. inDesign
providesseverd types of Pantone libraries. Pantone Process Coated consistsof proces:
colors. Pantone Solid Coated contains spot colors. Pantone Solid Uncoated consists of
the same spot colors as Coated, adjusted so they represent printing on-uncaated paper.
All Pantone colors can be matched to materia savailablefrom Pantone, Inc

Sysgem (Macintosh)includesthe colorsof the Macintoshoperati ngSystess:
System (Windows) includesthe colorsaf the Windowsoperating systzm.

Toyo consists of SpOt colors used primarily in Japan. Color matching materials are avails
able from the Toyo Ink Manufacturing Co., Ltd.

Trumatch provides a library of process colors. These colors have been specially designed

for digital prepress as well as deskiop color printers and copier machines, Color matching
materials are available from Trumatch, Inc.

Web consists of the 216 colors that are shared by both the Macintosh and Windows sys-
tern colors. These are sometimes called the Web-safe colors,
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Creating Mixed Inks

Mixed inksisthe term InDesign usesfor a
color that combinesaspot color with other
spot colorsor processcolors. (QuarkXPress
callsthistypeof color amulti-ink.) Mixed

i rks giveyou moreflexibilityin creating
colors, epecidly for two-color jobs.

To create a single Mixed Ink swatch:

1 Choose New Mixed I nk Swatch from the
Swatchespal ettemenu. Thisopensthe
New Mixed Ink Swatch dialog box .

M2 The command to create mixed inksis not

available unlessyou havefirst defined a

spot color in the Swatches palette.

Enter aname for the mixed ink swatch.

3 Clicktheink controlsto sdlect the colors
in the mixed ink swatch. Yaou must choose
two inksand one of them must be aspot
colorink €.

4. Usethedidersor fieldsto set the amount
of eachink in the swatch.

5 Click the OK button to createthe mixed
ink swatch.

or
Click the Add button to create the mixed

ink swatch and then usethe diaog box to
definea new mixed ink swatch.

N

Ink names
Preview Inkopﬂonl Sliders  Fields

@ The New Mixed |nk Swatch dialogbox
allows you to combine a spot color with other
colors.

Non-activeink Adive ink

@ Usetheink controlsto define the colorsin
themixed ink swatch.

Using Mixed Ink Swatches

Mixed ink swatches have avariety of uses. Perhapsthe most common useisto define 8.
mixed ink asasingl espot color plus a percentageof process black Thisalowsyouto cre-
ate adlightly darker version of aspat calor. I find this extremely helpful when workingon
two-color jobswhere| need to darken my spodt oo

YU can also use mixed ink swatches to combine two spot colors. For [nstance, you can
combine a spot yellow with-a spot blue 1o create a green mixed ink swatch. However, be
careful when you try to mix spot colors. The color in the preview box is only a very rough
representation of the actual color on press.

- Finally, you can use mixed inks to combine varmishes with process colors. This is a
| saphi sti cated technique and you should consult with your print shop,
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@ The New Mixed Ink Group dialog bax
allows pow fo madomatioally creale @ seried of
meiced ks,

colors, theinitial amounts, the repetitions, and
the increments by which they change.

@ The Swatch Preview areadisplays te
mixed ink swatches created by the Mixed Ink
Group contrals.

Group listing

Individual

mixed ink

mechinthe
L - nRSD - «_ group

& The Mixed Ink Group creates a group

listing aswell asindividual mixed ink swatches.

You might want to create a collection of
mixed inksthat combine colorsin an increas-
ing seriesof mixtures. InDesign callsthisa
Mixed Ink Group and makesit easy to auto-
matically create the mixturesof colors.

2 A Mixed Ink Group makesit easy to
createavariety of mixedirks that can be
quickly applied asyou work.

To create a Mixed Ink Group:

1 Choose New Mixed Ink Group from the
Swatchespal ette menu. The New Mixed
Ink Group dialog box appears .

2. Enter anamefor the group in the Name
fidd.

3 ClicktheInkscontrolsto select the colors
in the mixedi rk swatch. You must choose
at least two inks and one of them must be
aspot color ink.

4. Usethe Initia field to define the amount
of color that the first instanceof anink
has €.

5. Usethe Repeat field to set how many new
mixed inkswill be created with the color.

[ Set the Repet to zeroto keep that color
constant throughout the mixed i rk group.

6. Usethelncrement field to set the color
increasesfor each new mixedi rk.

7 Click the Preview Swatchesbutton
to seethe result of the settingsin the
Swatches ).

8 Click OK to createthe Mixed Ink Group.
The group appearsin the Swatches
palette €5.
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Onceyou have created amixedirk group,
you can make changesto the entire group or

the

individual swatchesin the group.

To modify all the swatches in a mixed ink group:

1

2

3

Sdect the mixed ink group in the
Swatchespal etteand choose Swatch
Options from the Swatches pal ette menu.

or

Doubledick the name of the mixed

ink group in the Swatchespalette. The
Mixed Ink Group Options dialog box
appears .

Usethe Namefield to changethe name of
the group.

Usethe ink controlsto deleteinksfrom
the mixed ink group.

Whileyou can deleteinksfrom the group,
you cannot add inks. So atwo-ink group
can't be changed to athree-ink group.

Usethelnklist to swap oneink for
another &. Thelist showsboth the
processand spot colorsin the document.

If desired, check Convert Mixed | nk
Swatchesto Process. Thischangesall the
colorsin the mixedink swatchesto their
processcolor equivaents.

Theoption to convert the colorsto
processis permanent and cannot be
changed except as part of InDesign’s undo
chain.

Click OK. The changesare appliedto the
i rks used in the mixed ink swatchesthat
you originally created.

Watch out! Onceyou have deleted inks
from the mixedi rk group, you cannot

go back and add them back to the mixed
ink group. Yau will haveto regeneratethe
entire mixed ink group.

T~ — e - |
-I:'[II-THL__‘_-I':J S

T O Mudil d Sl 0oRwoi

2} Use the Mixed Ink Group Optionsdialog
box to make changesto theinksused in a mixed
ink group.

I Comvert Mssd Ink Swiatches by Process

£ Use theInk list to change the colors used in a
mixed ink group.
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€D Use the Swatch Optionsdialog box to make
changesto individual swatches.
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@ Usethe Color Typelist to change the mixed
ink swatch to either a processor spot color.

b Use the Color Modelist to choosethe color
mode or select one of the swatch libraries.

Onceyou have created a mixed ink swatch,
you can modify any of itsattributes such as
the name, color type, or ink percentages.

To modify a mixed ink swatch:

1. Sdectthe mixed ink swatch in the
Swatchespal etteand choose Swatch
Options from the Swatches pal ettemenu.

or

~ Doubledlick the name of the mixed
ink swetch in the Swatchespalette. The
Swatch Options dialog box appears €.

2. Usethe Color Typelist to changethe
typeof swatch from Mixed Ink to either
Processor Spot .

3. Usethe Namefield to change the name of
the swatch.

4. If you have changed the color typeto
Process, you can select the option for
Namewith Color Vdue.

3. Usethe Color Modelist to changethe
color to LAB, CMYK, or RGB €®.

or
Choose oneof the Swatch Libraries.

I Changesto the Color Modeand Color
Type removethe swatch from the mixed
i rk group. These colorscannot be
converted back into mixed i rks.

6 Usethedidersto changethe amount of
inksin the mixed i rk swatch.

{2 If you changeonly the didersfor the
mixed ink swatch, the color retainsits
connection to the inks defined in the
Mixed Ink Group Options.

7 Click OK to apply the changes.
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Creating Tints

Tintsare screened or lighter versionsof
colors. Spot color tints create screensof the
base color. Processcolor tintsreducethe
amounts of the processinksthat definethe
color.

To create a tint swatch:

1 Sdectthebase color, that is, the swatch
color that you want to tint.

2 UsetheTint fieldin the Swatchespalette
to create ascreen of the swatch color €g.

3. Click the New Sweatch icon to store
thetint percentageasaswatch in the
Swatchespanel.

B Thetint swatch appearsin the Swatches
palettewith the same name asthe
base color but with thetint percentage
listed .

IR Thetint field percentagecontinuesto tint
other swatchesin the palette until you
reset thefield to 100%.

Asyou select acolor swatch asabase color,
the Color palettedisplaysadider and aramp
of thecolor.

To tint a swatch using the Color palette:

1 Sdectthe swatch color that you want to
tint.

2 Inthe Color palette, usethedider or click
in the ramp to create a percentage of the
base color &3.

3. Click the New Swatch icon to create atint
swatch of the percentageyou defined.

£ Usethe Tintfield to create a screened version
of a swatch color.

€ Atint swatchislisted with the same name as
the base color and the tint percentage.

o —

ﬁ rl_—‘_l'ﬁ_‘-

PAMTOME 732 C
[T G, Ma2E, Yuedlf, K2t

£ The Color palettedisplays a dider and tint
ramp when a base color is chosen.
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€ The New Tint Swatch dlalogbox lets you set
the percentageof a tint.
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& The Swatch Options for a tint swatch b
you change the tintper centage or modify the base
color of thetint.

Yau can dso createatint swatch usingthe
Swatchespal ette menu.

To store a tint swatch of a color:

1. IntheSwatchespalette, sdlect the base
color, that is, the color you want to tint.

2. Choose New Tint Swatch from the
Swatchespal ette menu. The New Tint
Swatch dialog box appears €.

3. Adjust thetint dlider to a percentage.

4. Click OK. Thetint swatch appearsin the
Swatches pal ette with the same name as
the base color but with thetint percentage
listed.
or

Click Add to add thetint to the Swatches
palette and then create additional tints.

Onceyou store atint swatch, you can modify
the tint percentage. Thisupdatesal the
objectsthat usethat tint swatch.

To modify tint swatches:

1 Doubledlick the nameof thetint swatch
in the Swatchespalette. Thisopensthe
Swatch Options dialog box for tints €5.

0@ Thisdiaogbox isdightly differentfrom

the ordinary Swatch Options dial og box
which does not have atint dider.

2. Tochangethetint value, adjust the Tint
dider at the bottom of the dialog box.

@ Yau can also modify the didersfor the
base color when you open the Swatch
Options dialog box to modify atint.

3. Click OK to apply the changes.

2 Anytimeyou modify the swatch used as
abase color, dl tintsof that color update
automatically.
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Chapter 5

Creating Gradient Swatches

Gradientsare blendsthat changefrom one
color into another. InDesign crestesgradi-
ents asswatchesthat can then beappliedto
objects. (See Chapter G " Styling Objects" for
information on applying gradients.)

To define a gradient:

1 Choose New Gradient Swvatch from
the Swatchespal ette menu. The New
Gradient Swatch dialog b appears €.

2. Enteranamefor thegradientinthe
Swatch Namefield.

3. ChooseLinear or Radial inthe Type
field .

4. Clickacolor stop on the Gradient Ramp
todefineacolorinthegradient @.

HE You must select acolor stopin order to
seethe Stop Color list.

5 Choosethetypeof color for the selected
stop from the Stop Color list @:

* Named Color showsyou thelist of
colorsin the Swatchespal ette.

* LAB,CMYK, or RGB displaysthe
didersthat et you definethe color
usingthe LAB, CMYK, or RGB values.

6 Click the other gradient stop to definea
colorfor it.

7 Adjust the midpoint control to change
the position wherethe two colorsblend
equally.

8 Click OK toadd the gradient tothe
Swatchespalette ®.

or

Click the Add button to add the current
gradient to the Swatches pal etteand
continue defining additional gradients.

& If you don't seethe gradient listedin the
Swatchespal ette, click either the Show Al
Swatchesor Show Gradient Swatchesicon
at the bottom of the Swatchespalette.
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? Usethe New GradlentSNatch dialogbox to
e

ne @ gradient of blended colors.

Lmntiuﬂ ﬁuﬁ_qnﬁm

D A linear gradient changes colors along a line.
A radial gradient changes colorsin a circular
pattern.

Color stop Midpoint control

Gradient Ramp é\:M

Location: O X

@ Use the color stopsand midpoint controls
aongthegradient ramp to modify the gradient.

Tvpey . E
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Gradiemt hmpa:*

@® Usethe Typemenu to choose the type of
colorsused for each of the color stops.
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|} Barslighter
@® Gradientsare stored in the Svatchespalette.

@ Click under the Gradient Ramp toadd a
color stop to thegradient.

(® Drag a color stop off the Gradient Ramp to
delete that color from the gradient.

All gradientsmust have at least two colors.
However, you can easily add more colorsto a
gradient by using the color stops (points along
the color ramp that introduce a new color to
the gradient).

To add gradient color stops:

1 Open the New Gradient Swatch or the
Gradient Options dial og box.

2 Click the areabelowthe gradient

ramp. Thisaddsacolor stop to the ramp
area .

3. Makewhatever changesyou want to the
color stop.

4. If necessary, move the color stop to anew
position.

5 Click OK to apply the changesto the
gradient swatch.

To delete a gradient color stop:

e Dragthe color stop awvay from theramp
areaand releasethe mouse . The
gradient reblends accordingto the colors
that remain.

2 Yau can't havefewer than two color stops
inagradient.

To modify a gradient swatch:

1 Sdectthe gradient swatch and choose
Swatch Options from the Swatches pal ette
menu. Thisopensthe Gradient Options
dialog box.
or
Double-clickthe gradient in the palette.

HE Usethe Preview checkbox to see how
the changesaffect the gradientsin the
document.

2 Adjust the midpoint, color stops, or
gradient type.

3. Click OK to apply the changes.
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Chapter 5

Just asyou can create unnamed colors, you
can aso create unnamed gradients. These
are gradientsthat are created only within the
Gradient paletteand are not storedin the
Swatchespal ette.

@ Like unnamed colors, | don't recommend
workingwith unnamed gradients.

To work with the Gradient palette:

1. If the Gradient paletteis not visble,
choose Window > Gradient to open the
palette .
or

If the Gradient paletteis behind other
palettes, click the Gradient pal ettetab.

2. Choose Show Options from the Gradient
palettemenu to seeall the controlsin the
palette.

2 If the color stops are not visible, click the
area under the ramp to display the color
stopsin the Gradient palette.

To create unnamed gradients:

1 Usethe Type pop-up list to choose
between Linear or Radidl.

2. Sdectacolor stop and adjust the diders
in the Color paletteto definethe color at
that position.
or

Hold the Opt/Alt key and click the name
of aswaetch in the Swatchespalette.

3. Sdectanother color stop and usethe
didersin the Color paletteto definethe
color at that position. (See the exerciseson
page 113 toadd or delete color stops.)

4, SettheAngleof the gradientinthe Angle
fidd.

5 Clickthe Reverseiconto reversethe
positionsof the color stops.

) Use the Gradient paletteto create
unnamed gradients.

l ~ Process and Spot Colorsin Gradients
A gradient-that's defined using pro-
cess colors 5 separated onto CMYK
plates.

l A gradient that contains two tints of
the same spot color will be separated
onto the single spot color plate. If you
want the gradient to fade to white,
create a gradient between the spot
cobor and a 0% tint of the spot color,

Yourcan create a gradient between two—
spot colors. However, to avoid moire
patterns in the gradient, you st
assign different screen angles to those
spot colors in the Inks dialog bos.

For instance, if you had a gradient of
spot red to spot yelow, you would
want to make sure each color had a
i screenanglethat is45° different from
i—the other. Ask your print shop for
detailson setting the screen angles for
spot colors.
A gradient that confains both spot
and process colors will be separated
onto both the spot and process color
plates.
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) The Eyedropper tool lets
you samplecolors from placed
images.

&) The Eedropper tool can samplecolors from
placed images.

Onceyou haveadefined agradient in the
Gradient palette, you can storeit asa swatch.

To store an unnamed gradient:

1 Createthe gradient in the Gradient
palette.

2 Clickthe New Swatch iconin the
Swatchespal ette.

or

Drag the preview of the gradient from the
Gradient paletteinto the Swatches palette.

3. Double-click the nameof thegradientin
the Swatchespaletteto renameit.

Using the Eyedropper

The Eyedropper tool letsyou sample colors
from graphicsthat are placedin your docu-
ment. (See Chapter 8," Imported Graphics" for
more information on placing graphics.)

To sample and store colors from placed graphics:

1 Clickthe Eyedropper tool in the
Toolbox .

2 Movethe eyedropper cursor over the
color of aplaced graphic @.
3. Clicktosamplethecolor.

I3 If you have already used to Eyedropper
to sample acolor, hold the Opt/Alt key to
sample anew color.

4  Clickthe New Swatchiconin the
Swatchespalette. The sampled color is
stored asacolor swatch.

I Theeyedropper samplesthe color in the
same color mode as the placed graphic.
So RGB imagesyield RGB colors, CMYK
imagesyield CMYK colors.

HE The Eyedropper can also sample and
apply fills, strokes, and transparency
attributes of objectsand text formatting.
(SeeChapter 6 " Styling Objects and
Chapter 14, “Automating Text.")
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Colors

Chapter 5

Overprinting Colors

Overprinting isatechniquethat alowsyou
to set the color of one objectto mix with

any colors underneath. For instance, without
overprinting, ayelow object placed over a
blue background knocks out the blueand
printsasydlow. But with overprinting turned
on, the yellow object mixeswith the blue
backgroundto creategreen.

To set afill or stroke to overprint:
1. Sdecttheobject.

2. If theAttributespaletteisnot visible,
choose Window >Attributesto open the
palette F.
or

If the Attributes pal etteis behind other
palettes, click the Attributes pal ettetab.

3. Check Overprint Fill to set the object's fill
color to overprint.

4. Check Overprint Stroketo set the object’s
strokecolor to overprint.

5. Check Overprint Gapto set the color
of the gap appliedto strokeeffectsto
overprint (see page 147 for how to apply a
gap color to strokes).

HE Check Nonprinting in the Attributes
paletteto set an object not to print. This
is helpful if youwant to add comments
for production usethat aren't meant to be
seen in thefinished piece.

In the past, the only way to seethe effects

of setting an object to overprint wasto wait

until the object wasseparated and printed by

acommercia printer. InDesignletsyou seea
simulation of overprinting onscreen.

To turn on the overprint preview:

e ChooseView>Overprint Preview.
InDesign showsthe effectsof those colors
set to overprint .

M cvepm Fa Hmnﬁ-
I” Nongrining [T Overpries Gap

@ Use theAttributespal ette to set an object to
overprint.

& Turn on the Overprint Preview command
to see the effects of overprinting onscreen.

‘ Rules of Overprinting

| You may come across a situation
| where the overprint preview doesn't
seem to work. Most likely there is
nothing wrong with the preview —it's
how the color values were defined.
The rules of inting state that a
ealor only overprints if it doesn’t share
& common plate with the color below.
50, 100% cyan will overprint with
100% yellow to form green; however
as 500m as you add any percentage of |
yellow to the cyan, then the top color
mo longer overprintsthe hoftorm.
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STYLING OBJE(TSﬂ

erés where you get a chance to
Hexpras your crestivity. Styling

refers to applying fills, strokes,
gradients, and effects to frames, lines,
and text. If youre bored with plain
black text on a white background,
InDesign letsyou changethe text and
background colorsto amost anything
you can imagine.
Most other programs let you style
objectsand text with fills, strokes, and
gradients. InDesign certainly does
aso.

However, InDesign has broken new
ground in offering sophisticated
effects such as transparency, drop
shadows, and glows. These are the
effectsthat art directorsand designers
could only dream about creatingwith
other page-layout programs.

With InDesign, they can make those
dreamsaredlity.
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Applying Fills

Fillsare the effectsapplied to objects, which
can betheinterior of framesor text withina
frame. So you can apply one color fill to the
textinsideaframe and another color fill to
theframeitsaf. A fill can beasolidcolor or a
gradient. (SeeChapter 5," Workingin Color"
for moreinformation on defining colorsand
gradients.)

To apply afill to an object:

1. Select an object.

2. Makesurethe Container iconischosen
in the Toolbox or the Swatchesor Color
palette i@, This indicates that the object
will be modified,

1. ClicktheFRll iconinthe Toolbox or the
Swatchesor Color palette @.

4. Chooseacolor or gradient in the Color,
Gradient, or Swatchespalettes.

Yau don't haveto select an object to apply
afill. Yau can just drag aswatch onto any
object to apply acolor or agradient.

To drag fill effects onto objects:

1 Dragagradient or color swatch from
the Toolbox or the Color, Gradient, or
Swatches palettesonto the object €.

2 Reeasethe mouse button when the
swatch isinsidethe object. Thisfillsthe
object with the color or gradient.

& If you releasethe mouse button when the
swatch ison the edge of the object, you
will apply the effect to the object'sstroke
(see page 142).

Toolhox
Swakhat palatts

il

) The Container icons (circled) indicate an
effect will beapplied toan Obj ect, not text.

Toolbox

Caler pelems

& TheFill icons (circled) indicate an effect
will be applied inside an object.

b i
a X
LR =
4 =
n G W
€} You can drag a swatch inside an object to
apply a fill.
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@ Choose a swatch to apply the color or

gradient to selected text.

Toolhox

B The Texticons (circled) set an effect to be
applied to all thetext Wlthm a frame.

Toolbox
Cabar palatte

i} TheT indgdetheFill icon (circled) indicates
that text isgoing to be styled.

) TheGradienticonin the
Toolbox indicates that a color
or gradient will be applied.

D TheGradientintheFill
box indicates that the gradient
will beapplied asafill.

Yau can also apply fill colorsto selected text
in atext frame.

To apply a fill to selected text:

1
2

3

Usethe Text tool to highlight the text.

Click the Fill iconin the Toolbox or the
Swatchesor Color palette.

Choose aswatch in the Color, Gradient,
or Swatchespalette ).

B When text is highlighted,the color of the

text isinverted. Desdlect to seethe actual
text color.

Yau can also apply afill toall thetextin a
framewith just the frame selected.

To apply a fill to all the text in a frame:

1

3

Sdect thetext framethat containsthe text
to which you want to apply thefill.

Click the Fill icon in the Toolbox or the
Swatchesor Color palette.

Click the Text iconin the Toolbox or the
Swatchesor Color palette @.

M2 The Tinsidethe Fll icon indicatesthe

4

text will be affected, not the frame .

Chooseaswatch in the Color, Gradient,
or Swatchespalette.

Yau can also apply agradient to text or
objects.

To apply a gradient fill:

1

Click the Fill iconin the Toolbox or

the Swatchesor Color palettewith the
container or text icons selected.

Click the gradient iconin the Toolbox €.
or

Click agradient in the Swatchesor

Gradient palette. The gradient is displayed
in the Fill box Q.
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Onceyou have applied agradient to an object
or text, you can modify how it isapplied
using the Gradient tool.

To adjust a gradient fill:

L

A

Select the abject that containsthe
gradient you want to modify.

Choosethe Gradient tool in the
toolbox @.

Drag the Gradient tool alongthe angle
that thelinear gradient should follow @.

or

Drag the Gradient tool to definethe start
and end pointsof aradial gradient .

Thestart of the drag positionsthefirst
color. Theend of the drag positionsthe
final color.

Yau can create a 3D sphereeffect by
positioning the start of aradial gradient
dightly off-center in an elipse. If the
center color islighter than the outside
color, the sphere appearsto bulgetoward
the viewer. If the center color isdarker
than the outside color, the sphere appears
to bulgeaway from the viewer.

e paes
(23
="| @ TheGradient tool in the
/’ | " | Toolbox lets you modify the
" appearance of gradients.
Grodient start

— Aryghe of gradient
— (eodiast md
D Drag the Gradient tool to set the the start

and endpointsand the angle of a linear
gradient.

Gradient start

@ Dragwith the Gradient tool to set the start
and end pointsof aradial gradient.
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l IHE CYULUNE!

.4 E CYCLONE!

& Thedifference between a text framewith a
white fill and a none fill.

Whitefill

None fill

Toolbox

! -
& 5!

® The Noneicons(circled) apply nofill to an
object.

Toolbox

@ The None symbol inthe Fill icon (circled)
indicates there isnofill applied to the object.

Before

THE C

HE c@LONED)

® An example of howa compound path
createsa holein an object.

Yau can also apply afill of Noneto an object.
This makesthe background of the object
transparent ®.

To apply a fill of None:
1 Sdect theobject.

2 Clickthe Noneiconin the Toolbox or the
Swatchesor Color palette ®.

I If the objectis not in front of others,
you may not seeadifferencebetween a
whiteand nonefill. Check theiconto be

sure .

Another way to styleobjectsisto createa

compound path. A compound path alows

one path to punch aholein another. This

makesthe inside path transparent whilethe

outside path issolid ®.

& Compound paths are aso used as part of
the Pathfinder commands which alow
you to combineand intersect obj ects (see

page 163).

To create a compound path:

1 Sdecttwo pathsthat overlap.

2 Choose Object >Compound
Paths>Make.

HE If the second object isnot completely
contained insidethe first, the hole appears
only wherethe objectsoverlap.

& Compound paths must contain the same
fill and strokeeffects.
Yau can releasea compound path back to

separateobjectsto restorethe insidepath to a
solidcolor.

To release a compound path:
1 Sdect compound path.

2 Choose Object >Compound Paths>
Reease.
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Chapter 6

Applying Stroke Effects

Strokesare the effectsapplied to the edge of
objectsand text, or alonglines.

M | n QuarkXPress, strokeeffectsare caled
framesor lineeffects.

To apply a stroke to an object:
. Sdecttheobject.

2. Makesurethe Container iconischosen
in the Toolbox or the Swatchesor Color
palette @. Thisindicatesthat the object
will be modified.

1. Clickthe Strokeicon in the Toolbox or
the Swatchesor Color palette ©.

4. Chooseaswatchin the Color, Gradient,
or Swatchespalette.

Yau can also apply astroke color by dragging
aswatch onto the edge of any objecton the

page.

To drag stroke effects onto objects:

1 Dragagradient or color swatch from
the Toolbox or the Color, Gradient, or
Swatchespal ette onto the edge of the
object.

2 Rdeasethe mousebutton @. Thisapplies
the color or gradient to the stroke.

2 If you releasethe mouse button when the
swatch isinsidethe object, you apply the
effect to the object's fill (see page 138).

InDesign makesit easy to swap thefill and
stroke colors applied to an object.

To swap the fill and stroke settings:

e Click thedouble-headed arrow in the
Toolbox {ii. Thisswitchesthe colorsof
thefill and stroke appliedto the object.

O TheStrokeicons (circled) set an effectto be
applied to the outside of an object or text.

4T Tm W
] XEW = ¥
wee] X £
1) ] il Bl i 1 ]
pH-100v-6k-0 B A
e e
B R e

@ Dragaswaich onto theedgeto applya
stroke effect to an object.

K

D Click theSvgp Fill and
Strokeicon in the Toolbox to
switch the settings.
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Dor othy
Dorothy

) Astroke effect applied to text.

Toolbox

& TheoutlinedT intheStrokeicon (circled)
indicates that a stroke has been applied to text.

o00®

@) Theeffect of alinear gradient applied asa
stroke with three different types of fills.

1 Permission te Stroke Text

If you have worked with other desk-
top publishing programs, you may
have found that strokes applied to text
deform the shape of the characters.
This ns becanse the stroke is
applied on both the outside and the
inside of the text. As a result, most
teachers hike me warned our students
never to add a stroke to text—not in
+—headlines-and never inbody copy.

InDesign, however, only places strokes
on the ootside of text. This means
that it does not distort the characters.
S0 you have complete permission
to stroke headline text in InDesign.
[Body text is too small to stroke. )

Yau can dso add acolor or gradient stroke
to the outside edgesof text with acolor or
gradient ®.

To apply a stroke to selected text:

1
2

Usethe Text tool to highlight the text.

Click the Strokeiconin the Toolbox or
Color palette .

Choose aswatch in the Color, Gradient,
or Swatchespalette.

To apply a stroke to all the text in a frame:

L

2

Sdlect the text frame that containsthe text
to which you want to apply the stroke.
Click the Text button in the Toolbox or
Color paette.

Click the Strokeicon in the Toolbox or
Color palette.

Chooseaswatch in the Color, Gradient,
or Swatchespalette.

Yau can aso apply agradient asastroketo
text or objects.

To apply a gradient stroke:

1.

L

3

Click the Strokeicon in the Toolbox or
the Swatchesor Color palette.

Click the Gradient icon in the Toolbox or
the Swatchesor Gradient palette.

Usethe Gradient tool to modify the angle
or length of the gradient appliedtoa
stroke (Seepage 140).

I A linear gradient applied asastroke

createsabeveled effect. Thismay be
combinedwith asolid or gradient fillsfor
3-dimensional effects &
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Applying Stroke Effects

Chapter 6

Color isonly one aspect of astrokeeffect.
The Stroke pal ette controlsthe rest of the
stroke attributes.

To work with the Stroke palette:

# |f the Stroke paletteis not visible, choose
Window >Stroketoviewit €.

or

If the Stroke pal etteis behind other
palettes, click the Stroke pal ettetab.

One of the most important attributesof a
strokeisitsthickness. Thisiscontrolled by
changingthe strokeweight .

To set the stroke weight (thickness):
1 Sdect the object.

2 Usetheweight field controlsto set the
thickness of thestroke €.

[ Thestroke can be positioned on the
outside, center, or insidethe path using
the Align Strokecontrol s (segpage 146).

If you scaeastroked object with the Scade
Strokessetting turned on in the Transform
palette, the size of the stroke changes, but the
strokeweight displayed staysthe same. This
can create obj ectsthat have half-inch thick
strokesthat read 1 point. You can eliminate
this confusingby resettingthe strokeweight
so theit showsthe actual thickness after sca-

ing.
To reset the stroke weight:

1 Sdecttheobject.

2 Choose Resst Scalingto 100% from the
Transform pal ettemenu.

wessw QHD
Toe [ I— - |
Sues: | None =]
HFHI- =]

Sup Ve | 109 B

&) The Strokepalettewith all its
optionsdisplayed.

Spoint  Tpoint  2point  6point 8 point

&) Different strokeweights.

&) The Weght controlslet you change the
stroke thickness.
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Projecting

Reu
el |
| | € TheCapiconscontral
Copl e = = the endpoints

of strokes.

I (-

- G Round
I Projecting
£ The three Cap settings applied to strokes.

Bevel
Fawnd
Wi

| @ The Joinbuttons

Joine [ control how the corners of
" F R strokes are displayed.

Miter Round Bevel

PP

&) The three Join settings applied to strokes.

Miicer Lieriiz |51 4
| .
@ TheMiter Limit fidd controls how longa
miter point may extend.

A droke's styleisaso controlled by the
end capsand joins, which form pointsand
corners.

To set the caps and joins:

1 Sdect an object that hasastroke applied
toit.

2 Inthe Stroke palette, use the Capicons g

to changethe way the endsof open paths

aretreated @:

* Butt endsthestrokein asquare. Thisis
the default settingfor aplain stroke.

« Round endsthe strokein asemi-circle.

* Projecting endsthe strokein asquare
that extendsout from the end point.

HE The Cap settings have no effect on closed
pathssuch as rectangles, lipses, and
polygons.

3 Usethe Joinbuttons & to changethe
way two segmentsof a path meet at
corners :

* Miter joinsthe segmentsat an angle.

* Round joinsthe segmentswith acurve.

* Bevd joinsthe segmentswith aline
between the segments.

B The join commandsaffect only corner
points. (See Chapter 7," Pen and Beziers,”
for information on the types ofpoints.)

Sometimesamitered join becomestoo long
and pointed. Fortunatelyyou can stop the
point from becomingtoo long by settingthe
miter limit.

To set the miter limit:
1 Sdect an object withamiteredjoin.

2 Inthe Stroke paette, increasethe amount
in the Miter Limit field to control thesize

of the angle between the segments &
IR If the Szeof the angle exceedsthe miter

limit, abeve issubstituted €. It does not

mean a shorter point issubstituted.
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Chapter 6

In traditional drawing programs, astrokeis
distributedevenly on the outsideand inside

{uside
bside |
(enler

Applying Stroke Effects

of itspath. InDesign letsyou choosethe
alignment of the stroke an the path €.

HE Thisisdifferent than the position of a
stroke applied to text (see page 143).

:.ﬂ.hn!iunhn: EHE-

£ Setthe Align Strokecontrolsto set the

To set the alignment of a stroke: position of the the stroke along the path.

1 Apply astroketo an object.

2 Chooseone of the threealignment
optionsfor the stroke asfollows €):

* Center dlignsthe strokeso that hdf the
strokeweight isinsidethe path and haf
isoutsidethe path.

¢ Insidedignsthe stroke so that the
entirethicknessof the strokeweight is
insidethe path.

* Qutsidedignsthe strokeso that the
entirethicknessof the strokeweight is
outsidethe path.

Center Inside Outside

000

€D Examples of how the Align Stroke controls
changethe position of the stroke on the path.

Uses for the Stroke Alignmest

Most people will find they don'f ever need to change the alignment options for s stroke.—
They use the traditional Center alignment all the time. However, for many others, the
ability to specify wherethe stroke aligns an the path is a real benefit. 1

Consider if you have a placed image-inside a frame  see Chaprer & “Imported Graphics"
for mare information on working with imported graphics). After vou import the graphi

you may want to add astroketoi itsframe, but you don't want thestroketo cover any part
of the placed image.

If vou applied a stroke with the traditional Center alignment, vou would then have ta
enlarge the Szeof the frame by hdf thesizeof the stroke. By setting the stroke alignment
to Outside, you ensurethat the strokedoesnot cover any part of theimage.

r consider if you want ro apply a stroke to an object without increasing its Sze. With
| the Center alignment, every time you change the stroke weight, the size of the object
would increase or decrease. By setting the stroke aignment to Inside, the stroke only
appearsins dethe object and doesn't add to thesize of the object.

==
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@ The 18 default strokes in the Stroke Type
nmenu in the Sroke palette.
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€ Usethe Ggp Color menuin the Stroke
paletteto set the color of the clear areasof a
stroke.

Tir: | 66%

h-.- : i
&) Usethe Ggp Tint controlsto set a tint for
the gap color.

The default settingfor strokesisasolidline.
However, you can choose one of the specialty
strokessuch as stripes, dashes, hashes, dots,
or diamonds. Yau can even pick astrokethat
curvesup and down along the path.

To apply stroke styles to strokes:
1 Apply astroketo an object.

2 Chooseone of the stylesfrom the Stroke
Typemenu .

Asdescribedon page 142, the color of the
stroke comesfrom choosingthe strokeicon
and then picking acolor. This method only
colorsthe solid portion of astroke. For
strokes such as stripes and dashes, you can
aso color the gap or the clear area between
the solid colorsof the stroke.

HE Thisisthe sametechnique used to set
the gap color for the underline and
strikethrough effects (seepage 56).

To set a stroke gap color:
1 Chooseoneof the specialty strokesthat
hasboth solid and clesr aress.

2 Usethe Gap Color menu to choosethe
color for the clear areasof the stroke €.

I Thislist containsthe same colorsand
gradientsasthe Swatches pal ette.

3 If necessary, usethe Gap Tint controlsto
set ascreenfor the gap color €.
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Stroke Effects

Chapter 6

Thestrokelist containsa dashed stroke
that you can customizeto set the size of the
dashesand the gapsbetween them.

To create custom dashed strokes
1 Apply astroketo an object.

2 Choose Dashed from the Stroke Type
pop-up menu. The dashed settingsappear
at the bottom of the Stroke palette €.

[ Thedashed settingsonly appear when
you select the stroke style named Dashed
and not the oneslabeled Dashed (3and
2) or Dashed (4and 4).

3 Enter an amount in thefirst dashfield for
the length of all of the dashesin theline.

4 Enter an amount in thefirst gapfieldfor
the size of the space between all of the
dashes.

5 To createaseriesof dashesand gapswith
irregular lengths, enter other valuesin the
rest of the dash and gap fields.

R Apply round capsto add round endsto
the dashes.

6 If necessary, usethe Cornerslist @ to
adjust the dashesand gaps &g

* Noneleavesthe dashesand gapsasthey
are. Thiscan cause unequal dashesat
the comers.

* Adjust dasheschangesthe stroke so
that the corner dashesareequal.

* Adjust gapschangesthe stroke so that
the gap lengthsare equal.

* Adjust dashesand gapschangesthe
stroketo make the best fit so that both
the corner dashesand gapsareequal.

@ Althoughyou can't customizethem, you
can aso chooseone of the pre-set dashes
from the Stroke Type menu:

* Dash (3and 2) createsadashthat is3
timesthe strokeweight with agap that
is2timesthe strokeweight £f).

* Dash (4 and 4) createsdashesand gaps
that are 4 timesthe strokeweight €.

Comers: | Adjust dashes and gaps i

idpt|
dath gap dash

gap dash gap

€ The Dashed settingsat the bottom of the
Stroke palette. These only appear when the
Dashed stroke typeischosen.

Cap Color: | T

il

Cap Tint]  Adjust dashes
— Adyust gaps

U~ Adust dushes and gas |

€ Use the Cornersmenu to adjust how dashes
and gaps aredistributed on a stroke.

Adjost dashes
None Adjustdashes ~ Adjustgaps  and gaps
LR T L B " =

e = = b == & B

€5 Examples of how the Cornerssettings affect
the appearance of a dashed stroke.

r-------1

Jmil

L-------‘
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€ Theeffects of thetwo pre-set dash styleson
3-point strokes.
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£2) Choose StrokeStylesfrom the Stroke palette
to open the Stroke Styles dialog box.
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B The StrokeStylesdial ogbox lets you
create, edit, and manage custom stroke styles.
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@ The New StrokeStylediaog box iswhere
you define the pattern for a custom stroke.

[S—_—

stripe
Dotted
Type:| # Dash D
———

@ Use the Type menu to choose the type of
custom stroke style.

Mame: |

Creating Custom Stroke Styles

The Strokes pal ettemenu contains aStroke
Stylesfeaturethat alowsyou to create custom
stripes, dashes, and dots that you can add to
your Strokespal ettefor reuse.

To ereate custom styles for strokes:

1 Choose Stroke Stylesfrom the Stroke
palette menu €). The Stroke Stylesdialog
box appears .

R Thisdialog box containsthe seven default
stripe styles. Yau can't edit thesedefault
stripes, but you can usethem asthe basis
for new stripe styles.

2 Click the New button to open the New
Stroke Styledialog box @.

or

Chooseoneof the default stripesand then
click the New button. This opensthe New
Stroke Style dialog box with the stripe
style aready set asthe starting pattern.

3 Usethe Namefidd to enter anamefor
the custom strokestyle.

4 Choosethetypeof strokestylefrom the
Typemenu asfollows @:
 Stripe dlowsyou to create multiple

linesthat run parallel to each other
adongthestroked path.
» Dashcreatesasinglelinethat isbroken
into aseriesof individual elements.
 Dotted createsaseriesof dots repeated
aongthe path.

5 Thediaoghbox changesits controls
according to the stroke style chosen in the
Type menu. Thefollowingexercisesshow
how to set the controlsfor each type of
stroke.

6 When you havefinished setting the stroke
style, click OK to createthe style.

or

Click the Add button to createthe style
and then define additional styles.
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Creating Stroke Styles

Chapter 6

To create a set the stripe controls:

1 Choose Stripe from the Type menu of the
New Stroke Style dialog box. Thestripe
controlsappear @.

2 Clickinsidethe Stripe areato add astripe
to the stroke.

I New stripesappear in the Stripeareawith
no width and need to be adjustedin order
to appear as part of thefinished stroke.

3 Dragthe Start control triangleon the
percentage ruler or enter an amountin
the Start field to set theinitial positionfor
the stripe on the stroke €.

[ A setting of 0% positionsthe stripeto
start at the very top of the strokewidth.

4. DragtheWidth control triangleon the
percentageruler or enter an amount in
theWidth field to set the width of the
stripe @.

& Thewidth of the stripeisa percentageof
thefinal strokeweight of the stroke. For
example, astripe width of 50% appliedto
a4-point strokecreatesa 2-point stripe.

5 Dragthestripeitsalf up or downin
the Stripe areato position it without
changingitswidth.

6 If you needto deleteastripe, dragit up or
down sothat it isoff the Stripearea.

7 Usethe Preview control to increaseor
decreasethe sze of the previewfor the
strokestyle @®.

R A larger preview helpsyou see small
elementsadded to the custom stroke
style. However, it does not changethe
appearanceof the strokeusedinthe
document.

L Seethe specid exerciseon pages 154 and
155 for how to use striped strokesfor a
specia knockout rule.

— T |
L |l1v.|- = [ |
To it
=
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@® The New Stroke Styledial og box set for the
Stripecontrols.

— Stripe

s

Sirips %

m E

Siert e -
ioairalle '
-

matralle ]

1008
start: [60 % width: |

@ Thestripecontrolsin the New Stroke Style
dialog box.

- Pravew —————
Preview Weight: 20 "

& Usethe Preview display and Preview
Weight to seewhat the stripe style will look like.

- ===
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Preview Weight - 5

@ The New StrokeStyledial ogbox set for the
Dash controls.

Dash area Start controller length controller

——

e

Stam = Opt Lengah: = 1p0,081

Pagbern Length: == 2ipi
Corrers: | Autjirsr dughes and Ill-:l'li ﬁ
Cap: [l =]=]

@® TheDash controlsin the New Stroke Style
dialog box.

$tart: < 0p9 -

. Pattern Length- | Adpist daihes £
= Aidpill gaps
Cormers: | « Adjust dashes and gaps
R —————
@ Usethe Pattern Length menu to choose how
dashesaredistributed along a stroke.

Praview

Preview Weight: =5 |+

@) Use the Preview display and Preview
Weight to see what the dash style will 1ook like.

To create a custom dashed stroke style:

1

2

Choose Dash from the Type menu of the
New Stroke Style dial og box. The dash
controlsappear @.

Click insidethe Dash areato add adash
tothestroke @.

HE New dashesappear in the Dash area

with no length and need to be adjusted
in order to appear aspart of the finished
stroke.

Drag the Start control triangleon the
percentageruler or enter an amountin
the Start field to set theinitial positionfor
thedash @.

IR Unlikethe Stripe controls, the length of

b.

L

adashisset asan absoluteamount, not a
percentageof the strokewidth.

Drag the dashitself to moveit without
changingitswidth.

Usethe Pattern Lengthfieldto increase
thelength of the spacethat the dashes
repeat within @.

If you need to deleteadash, drag it up or
down so that it isoff the Dash area.

Usethe Cornerslist to choose how

the dashesshould be arranged around
corners 1. (See page 148 for a complete
description of the Corners choicesand their
appearances.)

Choose aCap styleto set how the dashes
appear on the stroke. (Seepage 145 for

a complete description of the Cap style
choices.)

Usethe Preview control to increaseor
decreasethe sze of the previewfor the
strokestyle @.
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Creating Stroke Styles

Chapter 6

To create a custom dotted stroke style:

1 ChooseDotted from the Type menu of
the New Stroke Styledialog box. The
dotted controlsappear .

2. Clickinsidethe Dotted areato add adot
to the stroke g

3 Dragthe Center control triangleon the
ruler or enter an amount in the Center
field to set theinitial position for the
dot €.

4 Usethe Pattern Lengthfield to increase
thelength of the spacethat the dots
repeat within g

5 If you needto deleteadot, dragit up or
down sothat it is off the Dotted area.

6 Usethe Comerslist to choose how
the dots should be arranged around
corners @.

HE Unlikethe choicesfor dashes, the Corners
list for dotsonly alowsyou to adjust gaps
asthe dotsthemselves cannot change
their length.(See page 148 for a complete
description of the Corners choicesand their
appearances.)

7 Usethe Preview control to increaseor
decreasethe sze of the previewfor the
strokestyle @.

To edit a stroke style:

1 Select the custom strokestylein the
Stroke Stylesdialog box and choose Edit.
The Edit Stroke Style dialog box appears.

The Edit Stroke Style dialog box isthe
same asthe New Stroke Styledial og box
except that thereisa Preview button to
hel p you seewhat your changesdo to
the stroke & Also, the Edit Stroke Style
dialog box does not have an Add button.

2. Click OK to apply the changes.

Ware Uy delindl temin o=
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@ The Mew Stroke Style diakbog box ser for the
Dotted controls.

Oenter controller
[amed
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Cenler: = 'Ipli.']'ﬂ

Pattarn Langth: — Sp0

Commers.  Adjuist gaps E

& The Dotted controlsin the New Stroke
Styledialog box.

| Paitern f_lﬂﬂ'th-
Humi

CoFrmErs:| « AdjusT gaps l
_

@ Use the Cornersmenu to control how dotted
stylesare applied to corners.

Prvview

Preview Weight =5 |+

@ Usethe Previewdisplay and Preview
Weght to ssewhat the dotted stylewill look like.
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L=

€D Click the panel menuicon to open the menu
for the active panel.

@ The Stroke Stylesdialogbox lets you
create, edit, and manage custom stroke styles.

Onceyou have defined astroke styleit
appearsin the Type menu of the Stroke
palettefor that document. You may want
to transfer strokesfrom one document to
another. Yau do so using the Stroke Styles
dialogbox .

To save strokes for use in another document;
1 Choose Stroke Stylesfrom the Stroke
pal ette menu.

2 Sdlectthe custom strokesthat you want to
transfer to another document.

2 Hold the Shift key to sdlect arangeof
strokes.

2 Hold the Cmd/Ctrl key and click to select
non-contiguous strokes.

3. Click the Save button. A dialog box
appearswhereyou can savethe strokes
asan .inst filewhich containsthe custom
strokedefinitions.

To transfer strokes from another document:

1 Choose Stroke Stylesfrom the Stroke
pal ette menu.

2 Click Load from the StrokeStylesdiaog
box.

3. Navigatetofind the .inst filethat contains
the custom stroke definitions.

4 Click the Choose (Mac) or Open (Win) to
add the strokesto the document.

2 Yau can copy and paste objects that
contain a custom strokefrom one
document to another. Thisaddsthe
custom stroketo the Stroke palette.

To delete a stroke from document:

1 Choose StrokeStylesfrom the Stroke
pal ette menu.

2 Sdectthestrokeor strokesyou want to
delete.

3. Click the Deletebutton.
M2 You can't deletethe saven default strokes.
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Chapter 6

My Favorite Use for Costom Strokes

You have no idea how excited | am to
see custom strokes in InDesign, This
was one of the feamures [ have wanted in
the program since it first was released,
Here is a little lesson that explains my
favarite way to use custom strokes and
shows why this seemingly small feature
15 50 imiportant.

Look at the illustration in figure @
Motice how the callout lines indicating
the eye and button get lost as they mowve
over the dark areas of the image. That's
a real problem for people who do lots of
book illustrations,

In the old days of pasteboard mechani-
cals we used to have special striped
rules that were black with a white line
on-either Sde. What | need today is a
way to cregte that |00k electronically.

One of the ways | fived this before
inDesign CS was to create two rulesed
started with a half-point black rule. |

rhen copied the black rule, pasted the

l wopy behind it. and set the copy tnls

point with awhite stroke. This gawve me

it half-point rule with a quarter-point

Ivhitestroke on either side!

! The white stroke became the knockout

that helped keep the black from get-
ting lost. Unfortunately the technique
wis cumbersome and very awkward
ta work with if | had to move oObjects.
Eventudly it became so difficalt to
work with the multiplerules, that I gave
up altogether.

Mow look at the illustration in fg-
ure . See how much easier it is to fol-
low the callout across the image. That's
because theres a special custom stroke
applied to the rules in InDesign C5,

eye

button

@ Notice how the black callout rulesget lost as
they pass over the dark areasof theimage.

eye

button

& Notice how a white line on either sided the
black rule makesit easier to follow theruleasit
passesover the dark areas of theimage.

Stripe

San: ¢ % Width: 25 %

&) Two stripesthat take up 25% of the stroke
width leave a 50% gap.
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& The custom stripe appearsin the type menu
in the Sroke palette.

i |

=]

5 Awhite stroke color wasapplied to the white
stripes of the custom stroke.

@ A 1-point stroke weight becomes a half-
point gap color for the custom stroke.

1
1

mm
hE_a,pEuhr.L.-hrﬂ

@ When the Gap Color 1s set to black, the
customstripe shows a black line with two white
stripes.

Heréshow | created it. | made a custom.

strake style which consists of two 25%

~ stripes om ether Sde of a 50% gap as

seen in figure €. | saved this custom
e

I drew the callont rules in the layout
_and applied the custom str oke fr om ke

Type menu in the Stroke palette €.

I set the stroke color as white @, Since

the two siripes are set for 25% of the

stroke width, | set the stroke weight to
| point @. That made each side of the

white knockouta quarter of apoint.

| then needed to set the gap color iri
the Strokepaletteto black @. Sincethe:
gap had been set for 50% of the stroke
width, that made the black gap a half-
point width,
The benefits of this custom stroke are
great. | only need to draw one object to

apply two colors, And | can use this cus-

tom stroke for straight line rules as well
as curves, rectangles, or any object that
has to pass over multiple colors,

In case you're wondering, 1 could have
also defined the stroke as a single 50%
siripe with two 25% gaps on top and
bottom. In that case [ would have used
a black stroke with a white gap.
Finally, in the interest of full-disclo-
sure, you're probably wondering why
vou don't see examples of these special
custom strokes applied to the callout
lines in this book. That's because while
I use InDesign to layout all my work,
this book was produced using InDesign
2. The reason? InDesign C5 was still
in beta when | wrote and laid out
this book, and | have a rule not to use
beta software for critical work. 1 can't
wait for the next edition of the book.
though.
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Chapter 6

Adding Arrows and Corner Effects

Yau can add arrowheadsand other shapes
to the open-ended objectsthat have strokes
appliedtothem @.

To add arrowheads and end shapes:

1 Selectan object with open ends.

2 Addagraphicto the beginning of the
object, by choosing ashapefrom the Start
menu in the Stroke pal ette {E1.

3 Addagraphictotheend of the object, by
choosing ashape from the End menu.

InDesign can modify the shape of objectsby
adding specid corner effects. Yau can apply
theseeffectsto any object that has corner
points— even open-ended objects.

2 Yau can changeadar's pointsto curves
by applyingarounded corner effect. Or
you can convert aL-shapedlineinto a
soft curve.

To apply corner effects:

1 Select an object with corner points.

2 ChooseObject >Corner Effects. The
Corner Effects dialog box appears @.

3 Chooseoneof the effectsfrom the Effect
menu.

4  Settheszeof the effect.

I Check Preview so you can see how the
settingslook.

5. Click OK to apply the settings @.

HE You can change corner effectslater by
selectingthe object and reopeningthe
dialog box. However, the individual
points within the effect cannot be
mani pul ated.

Bar (] SquareSolid
Square O——®  (irdesolid
Cie OF————" (Cyeq

Babed ~ b TriangleWide
Triangle =~ < SimpleWide
Simple None

@ Thetwelve different types of arrowhead
stylesfor paths.

Pk

Elage b elf—
T umplesiis
I |t e
s | —
Ird  Rio=a q-
@ Choose an arrowhead style from the Start or
End menusin the Stroke palette.

@ The Corner Effectsdial og box lets you
apply different cornersto objects.

Mana

ﬁIEO

Inset Invarss Rounded

& An example of applyingthe special corner
effectsto rectangles.
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[Fomd=] oo f3]
[T Isolw Biending |7 Knockoet Group

@ The Transparency palettecontrolsthe
object's opacity and itsinteraction with other
objects.

100X spacty
T5% mpeciy
0% opaxity

5% opecity

@ An example of how different opacity settings
changethe display of an objectfilled with black.

i The Opacity dider in the Transparency
palette lowersthe visibility of objects.

@ Anexample of how a whitefiame set to 50%
opacity createsa ghost areaintheimage.

Applying Transparency

When designershave requestedtransparency,
al they thought about was seeingthrough
objects. InDesign offersmuch moreinits
Trangparency controls. The command center
of all the transparency controlsin InDesign is
located in the Transparency palette.

To open the Transparency palette:
e Choose Window >Transparency to open
the palette @.

or

If the Trangparency pal etteisbehind other
palettes, click the Transparency palette
tab.

Ever since desktop publishing began, design-
ers have requested some way to seethrough
oneobject to the others behind it. One way
to do thisisto reducethe opacity, or increase
the translucence,in an object {E1.

To reduce an object’s opacity:

1 Sdectthe object that you want to see
through.

2 Usethe Opacity dider in the Transparency
paletteto reducethevisibility of the
object @.

@ Onceyou have activated the Opacity field
or dider,you can usethe up and down
arrow keyson the keyboard to increase or
decreasethe amount of opacity.

IR Placeawhiteframe at areduced opacity
over an imageto''ghost™ that areain the
image &). Yau can then add atext frame
over the ghosted area. (Seethe sidebar
on page 162 asto why you need to add a
separ ate text frame over the ghosted area.)
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Chapter 6

If youve used Adobe Photoshop, you should
befamiliar with the Blend Mode menu. This
featuredlowsthe colors and shadesin one
object to interact with the objectsbelow.

To add a blend mode to objects:

1 Sdect the object that you want to interact
with the objectsbelowit.

2 Chooseablend modefromthelistinthe
Transparency palette €. (See the opposite
page for a description and display of the
blend modes.)

Asyou apply ablend mode or an opacity set-
ting, you may need to control how thetrans-
parency is applied. One such control is called
aknockout group. Objectsin aknockout
group display their blend modesor opacity
settingson other objects, but not with each
other @.

To create a knockout group:

1 Apply ablend mode or opacity settingto
an object.

2 Repeat for any additional objects.

E Each object can have itsown blend mode
or opacity setting, or they all can havethe
same settings.

3 Usethe Selectiontool and select the
objectsthat have the blend mode or
opacity settingsapplied. Thesearethe
objectsyou don't want to interact with
each other.

4 Choose Object >Group.

5 With the group selected, click the
Knockout Group checkbox in the
Transparency palette @.

IR If the Knockout Group checkbox is not
vishle, dick the pal ettetab or choose
Show Transparency Optionsfrom the
Trangparency pal ette menu.

@ The Blend mode menu lets you change the
interaction between objects.

Knockout
Group off

Knockout
Groupon

@ With the Knockout Group turned on,
blended objectsdo not interact with each other.

!mmi_.

@ The Knockout Group checkbox in the
Transparencypalette changestheinteraction o
grouped objects between each other.
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i Understanding the Blend Modes
The best way to understand the blend
Wustighy modes is to experiment and explore by
applying them toobjects. Here'saquick
o rundown of how they work ).
*  Multiply multiplies the bottom
color with the top color.
Overlay +  Screen is the inverse of Multiply.
*  Owverlay preserves the highlights
Softlight and shadows of the base color while
mixing in the top color,
Hord light *  Saoft Light is cimilar to shining a
diffused spotlight on the artwork.
Color Dodge * HardLigntissmilar toshininga
harsh spotlight on me artwork:
Colo B *  Color Dodge lightens the bottom
or sum color to reflect the top color.
# Color Burn darkens the bottom
Dorken color to reflect the top color.
* Darken displays either the bottom
lighten ar top color — whichever isdarker.
* Lightensdlectsthebottom or top
*  Difference subtracts one coior from
Exclusion another depending on which has
the greater brightness.

&  Exclusion is similar to Difference
bt is lower in contrast,
*  Hue replaces the hoe of the bottom

Hue

Saturation obiect with thehueof thetms one.
» _Saturationreplacesthesaturation

[ ] R e T e SElEE 1. . movoem
Color L RaRe ey Wil TS Vi

* Color colorizesthebottom object

Luminosity with the top color.
*  Luminosity changes the bottom
& An exampleof how the sixteen blend modes object’s luminence with the top.
interact when placed over an image. Biffererce: Bxchusion: Hue-Sat jon;
Caolor, and Luminosity modes do not

blend spot colors, only process colors.
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The other control for transparency isthe
| solate Blending command. This createsthe

oppositeeffect of aKnockout group. With Isolate

this command, the objectsin the group dis- (E)i#fendmg

play their blend modeswith each other, but

not with objectsoutsidethe group @.

HE The Isolate Blendingcommand only Isolate
affectsthe blend mode settings, not any Blending
opacity settings. on

To isolate the blending in objects: €@ With the | solate Blending command

turned on, blended objectsonly interact with
each other, not the objects below.

1 Apply ablend modeto an object.

2 Repeat for any additional objects.

HE Each object can haveitsown blend mode,
or dl objectscan have the same settings.

3. Usethe Selectiontool and select the
objectsthat have the blend mode. These
arethe object that you don't want to
interact with the other objects.

4. Choose Object >Group.

5. Keepthegroup selected, dick the Isolate
Blending checkbox in the Transparency
palette Q. Theobjectsin the group
interact with each other, but not with
other objectson the page.

AME Blanding

@ Thelsolate Blending checkbox in the
Transparencypal ette limits grouped objectsto
interact only with each other.
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@ An exampleof a drop shadow applied to
text.

&) An exampleof a drop shadow applied to text
andpositioned over a placed image.

@ An example

of adrop shadow
applied to a placed
image.

& The Drop Shadow dialogbox controls how
shadows are applied to objects, text, and images.

Adding Drop Shadows and Feathers

Oneof the most desired featuresin graphics
programsis an automatic drop shadow that

is cast behind objects, text, or images @ - @.
Whileit's been very easy to add drop shadows
in Adobe Photoshop or Adobe lllustrator,

it has not been easy to do so in page-layout
programs— thatis until InDesign.

To add a drop shadow to an object:

1 Selecttheobject, text frame, or placed
imageto whichyou want to add adrop
shadow.

2 Choose Object >Drop Shadow. This
opensthe Drop Shadow dialog box @.

3 Click the Drop Shadow checkbox. This
activatesthe drop shadow controls.

X Click the Preview checkbox S0 you can see
the effectsas you change the settings.

4 SettheModelist to choosethe blend
modefor the shadow.

2 The Modelist settingsare the same asthe
blend mode settingsin the Transparency
pal ette (seepages 158 and 159).

5. Set the Opacity amount for how
transparent the shadow should be.

6. SettheX Offset and Y Offset to create
the distance between the shadow and the
object.

7 Setthe Blur amount for how soft the
edgesof the drop shadow should be.

8 UsetheColorlistto setacolor for the
shadow.

@ Yau can usethe Swatcheslist to choose
named colorsor switchto CMYK, RGB,
or LAB colors.

9 Click OK to apply the shadow.

2 You can't apply ashadowto just aportion
of text. Theeffectisappliedto all the text
in the frame.
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Chapter 6

To remove a drop shadow from an object:

1 Sdectthe object that hasthe drop shadow
applied.

2 Choose Object >Drop Shadow. This
opens the Drop Shadow diaog box.

3 Uncheck the Drop Shadow checkbox.
Thisturns off the drop shadow effect.

InDesign letsyou apply feather commandsto
objects. This softensthe edges of theimages.

To add a feathered edge to an object:

1 Sdecttheobject, text frame, or placed
image you want to have afeatherededge.

2 Choose Object >Feather. Thisopensthe
Feather dialogbox @.

3 Click the Feather checkbox. Thisdisplays
the rest of the feather controls.

I Click the Preview checkbox S0 you can
seethe effectsas you change the settings.

4  Usethe Feather Width controlsto set how
thick the feather should appear.

9 Choose one of the settingsin the Corners
list asfollows @:

» Sharp feathersby dosdy followingthe
contours of the object.

= Round feathersby rounding off any
sharp cornersin theimage.

* Diffuse makesthe edges of the object
fade from opaqueto transparent. This
isthe same as the Feather command
applied to abjectsin Adobelllustrator.

6. Click OK to apply the feather.

To remove a feather from an object:

1 Selecttheobjectthat hasthe feather
applied.

2 Choose Object >Feather. Thisopensthe
Feather dialog box.

3 Uncheck the Feather checkbox. Thisturns
off the feather effect.

Freten |
= tara :_!:':
ypt et foRR T |
2N ‘I?-l d | P 1-

@ The Festher dial ogbox controls the softness
of edgesthat are applied to objects, text, and
images.

THE

SCARECROW

THE Diffuse

WOODMAN

@ Thethreedifferent corner settingsfor
applying a feather effect.

Applying Transparency and Effects

You can apply any of the transparency
effects —opacity, blend modes, feath-
er, and drop shadow-—to any object
including frames, image, and text
frames. However, you should remem-
ber that the transparency effect will be
apphied to the object as a whaole,

This means that if you apply an opac-
ity setting to a frame that containg a
fill color and text, the opacity will be
applied to both the fill and the text,
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Add  Subtract Infersed  ExcludeOverlap  Minus Back

—— [ S— —

@ Click the fiveiconsin the Pathfind paletteto
apply the Pathfinder commands.

Command | Objects before Objeds after

Add

Inleraet

Exclude
overlap

1 Minus
| back

@ Examplesof how the Pathjinder commands
change selected objects.

Before After

@ An example of how the ExdudeOverlap
command createsseparateobjectswhen the
Compound Path isreleased.

Using the Pathfinder Commands

Sometimesthe easiest way to create shapes
isto have oneframeinteract with others.
For instance, rather than struggleto createa
crescent moon, you can let one circle punch
aholein another. That's what the Pathfinder
commandsand Pathfinder palette do.

To use the Pathfinder commands:

1. Sdect the objectsthat you want to interact
with each other. Yau must select at least
two objects.

2 Click oneof the Pathfinder iconsin the
Pathfinder palette @.

or

Chooseoneof thefollowing from the
Object >Pathfinder menu:

¢ Add combinesthe outer edgesof the
objectsin asingleshape @.

* Subtract usesthefrontmost objectsas
cookie cuttersthat changethe shape of
the backmost object ).

* Intersect createsanew shape based on
the areaintersected by the objects .

* ExcludeOverlap creates ahole where
the objectsoverlap @.

* MinusBack usesthe backmost objects
as cookie cuttersthat changethe shape
of the frontmost object {f.

Depending on the command and the position
of the objects, you may createacompound
path. For instance, the Exclude Overlap
command dways createscompound paths. If
you want to separate the objects, you need to
release the compound path:

To separate the results of the Pathfinder commands:
1 Sdect theobjectscreated by the
Pathfinder command.

2 Choose Object >Compound Paths>
Rdease.

3. Desdect the objectsand then moveeach
oneto new positions {B.
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Chapter 6

Using the Eyedropper

I magineyouve finished styling an object
with exactly the right combination of fill,
stroke, and transparency attributes. And now
you'd liketo apply those same settingsto a
different object. That's where the Eyedropper
tool comesto the rescue. First you haveto
set which attributes the Eyedropper tool will
sample.

To set the eyedropper options:

1 Double-click the Eyedropper tool in the
Toolbox . Thisopensthe Eyedropper
Options dialogbox @.

2 Click thetrianglesto open each of the
attribute categories

HE Theobject settingscategoriesare Fill,
Stroke, and Transparency. (Seepage 348
for information on workingwith the text
categories, character and paragraph.)

3 Usethe checkboxesto choosewhich
attributes you want the Eyedropper tool
to sample.

4. Click OK to set the options.

Onceyou set the eyedropper options, you can
sampleand apply object attributes.

To sample and apply object attributes:

1 Choosethe Eyedropper tool.

2 Click thewhiteeyedropper cursor inside
the object that you want to sample @.
The cursor changesfrom whiteto black.

If an object hasastroke, but nofill, click
the object's outline to sampleitsstroke.

3 Click the black eyedropper cursor inside
the object that you want to change @.

Thisappliesthefirst object's attributesto
the second.

4. Click the eyedropper insideany other
objectsthat you want to change.

K
— @ The Eyedroppertool in
| { . the Toolbox lets you sample
- object attributes.
e pe—
L - e
[y — X
r B g e
+ e v
R e o]
B e s
R -
| i

@ Use the Eyedropper Optionsdialog box
to set which attributes the Eyedropper will
sample and apply.

{2} Thewhiteeyedropper lets you sample the
object attributes.

) The black eyedropper applies object
attributesfrom oneobject to another.
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&) Thewhiteprecision
eyedrapper allows you to
sample a specificcolor.

€D Theblack precision
eyedropper |ets you
apply @ ipeeific color ta

gither thefill or stroke.

Asyou work with the Eyedropper tool, you
may changeyour mind and want to unload
oneset of attributesto samplenew ones.

To sample new attributes:

1 Holdthe Opt/Alt key. The eyedropper
cursor changesto white.

2 Click the cursor insideanew object that
you want to sample.

3 Redeasethe Opt/Alt key to apply the new
setting to objects.

Yau may not want to sampleall the attributes
in an object—just thefill or stroke. That's
whenyou can use the Eyedropper tool inits
precision mode. The precision mode alows
you to sample and apply just the color to
either afill or stroke.

To use the precision eyedropper:

1 Choosethe Eyedropper tool. Hold the
Shift key. A plussign appearsnext to
the whiteeyedropper cursor . This
indicatesthat the Eyedropper tool isin
the precision mode.

2 Click the precision whiteeyedropper
cursor on thefill or stroke color you
wish to sample. The cursor turnsinto the
precision black eyedropper .

3 Click the precision eyedropper on either a
fill or strokeof the object that you want to
change. Only thefill or strokeis changed.
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Chapter 6

Setting Object Defaults

Yau can make any of the object settingsthe
default for any new objectsyou create. Yau
can set the object defaultsfor the current
document or globally for al new documents.

To set current document defaults:

1 With adocument open, desdlect any
objects.

2 Makewhatever changesyou want in the
Stroke paletteor other palettes. This sets
the defaultsfor the open document.

To set global defaults:

+ With no document open, makewhatever
changesyou want in the Stroke or other
palettes. Thissetsthe global defaultsfor
al new documents.

InDesign aso hasitsown default fill and
strokesetting of ablack strokeand nofill.
These are separatefrom the default you set
yourself. Thiscan be easily applied to objects.

To apply the InDesign fill and stroke defaults:
¢ Clickthe Default Fill and Strokeiconin
the Toolbox .

D Click the Default Fill and
Strokeicon in the Toolbox to
set the fill to noneand stroke

to black.
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PEN AND BEZIER TOOLS.

remember the first time | tried
Ito use the Pen tool in a computer

graphics program. | clicked thetool
and dragged across the screen in the
way | thought would create a smple
curve. Instead, | got a wild series
of lines that shot out in different
directions. When | tried to changethe
shape of the curves, things got even
worse. | was so startled | immediately
closed up the program and didn't use
the Pen tool for along, long time.

However, | redly wanted to use the
Pen tool as| knew it was the best way
to create curved shapes. So | forced
mysdf to try the tool again. It took a
lot of trial and error but eventually |
was able to understand the Pen and
Bezier controls. Later on, working
with tools such as the Pencil and
Eraser, made it even easer to work
with Bezier curves.

Oncel got it, | realized the principles
- | are smple. Even better, if you have

Modtimedia Pen Lessoms , used the Pen tool in Adobe Illustrator
This chapter contains everything you or Adobe Photoshop, you will find
F]'IU'“J".! n“ﬂ 10 master tl'w Fﬂ'l [.|:|,|;|] iII InDeSign’S Pa] tOO| a|mOSt theme
::?ﬁﬁfﬁ:&fﬁ” ""“‘“,‘di;hﬁ | just wish someone had written
audio narration, may IgsuEE-ut you QUt GEQ/ to under:_stand, stgp—by-step
visit www.zenofthepen.org. It has an instructions. So think of this chapter
online tutorial you can purchase that as the instructions for the Pen tool
can help you learn the Pen tool in that | wish | had back then.
InDesign as well as other programs
such as Adobe [lustrator.
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Chapter 7

Pen Points

One of the most important toolsin any
graphics program isthe Pen tool. Fortunately
InDesign has a Pen tool that letsyou create
much more sophisticatedshapesin your
layout than can be created with the basic
shapetools. (See Chapter 4, "Working with
Objects” for more information on working with
the basic shapes.)
IR If you arefamiliar with the Pen tool
in Adobe Illustrator or Macromedia
FreeHand, you will find it very easy to
master the Penin InDesign.

If you’ve never used a Pen tool in any graph-
ics program, you will understand moreif you
first becomefamiliar with the elementsof
paths.

Elements of Paths

Paths are defined by points and lineseg-
ments. When you draw with the Pen tool you
create the following:

o Anchor points define apath at points
wherethe path changes €. Thesecan be
plain corner points, smooth curve points,
and corner curve points asexplained on
the following pages.

e Segmentsare the pathsthat connect
anchor points @.

* Control handles extend out from anchor
points; their length and direction control
the shapeof curvesof the segments .

Deselected
anchor point

’_‘_,-‘" Controlhandle

Path segment

Selected anchor point

i Theedlementsd a path.

The Father of Bezier Corves

Some people call the curves created by
the Pen tool Bezier curves, This is in
honor of Pierre Bézier {Bay-zee-ay), |
the French mathematician,

Monsieur Bézier created the system of

mathematics that is used fo define the |

relationship of the control handles to
the shape of the curve.

Adobe Systems, Inc., adopied this
mathematical system when it created
the PosiScript language which is used |
as the basis of graphics programs
InDesign, along with many other |
programs, uses Bezier curves as the

:

mathematics behind each curve.

I'lﬂhihﬂ‘vlquthqi? |
Ihrruxunnghﬂuwu?mlmlmmp]cﬂnnﬂlﬂuﬂdmmﬂufmﬂdmmﬂ__
ling, | use In[esign’s Pen tool. For instance, all the curved arrows in this book were cre- |
ated with the Pen tool, However, if [ want a
tool. (See Chapter B, “Imported Graphics™ for how to bring ustrator paths into Inﬂmg:f.}_ |

If | need to jazz up some text, [ stay within InDesign. But if | need a complete map ¢ of
Mew York State with ]'!lEh"n"B.}‘S.. rivers, and scenic attractions, | work in [lustrator.

|

sp::al.Immlldus:IJJm:u{ESplral
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L=
). T

i Click the Pentool in the
Toolbox to createlines.

&( &) Thestart icon for the Pen tool.

Fa & i Click with the Pen toal to createa
corner point, shown asa small square.

@ Straight linesextend
ﬁ between the plain corner
points.

D Thesmall circlenext to the
Pen cursor indicates that you
will closethe path.

Drawing Lines

Different typesof anchor points create differ-
ent line shapes. Straight linesare formed by
creatingplain comer points.

To create straight lines:
1 Click the Pentool inthe Toolbox @.

2 Position the cursor where the path should
start. A small X appearsnext to the Pen
which indicatesthat you are starting the
path ©.

3 Click. A plain corner point appears
asacolored square. The Pen cursor is
displayed without any symbol next to
it Q.

4 Position the cursor for the next point and
click. This createsanother plain corner
point with astraight linethat connects
thefirst point to the second.

2 Hold the Shift key to constrain the
straight linesto 45-degreeangles.

5 Continue clickinguntil you have created
all the straight-linesidesof the object ig}.

2 If you have not closed the path (seethe
next exercise), hold the Cmd/Ctrl key
and click with the Selectiontool. This

desdlectsthe path and alowsyou to start
anew one.

To close a path with a straight line:

1 Movethe Pen over thefirst point. A small
circleappearsnext to the Pen i§8. This
indicatesthat you can closethe path.

2 Click. Thisclosesthe path withaplain

corner point and dlowsyou to start anew
path.
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Drawing Curves

Smooth curve points create curveslikethe
track aroller coaster follows. Thereare no
abrupt changesfrom one curveto another.

To create smooth curves:

1 Dragthe Pen tool whereyou want to start
the curve. Handlesextend out from the
point.

B Thelength and angleof the handle
control the curve's height and direction.

2 Redeasethe mouse button.

B Yau do not seeacurve until you create
the next point of the path.

3. Movethe cursor to whereyou want the
next part of the curve. Dragto createthe
curved segment between the two smooth
curvepoints .

4. Continue to createcurved segmentsby
repeatingsteps2 and 3 Q.

To close a path with a smooth curve;

1 Movethe Pen over thefirst point. A small
circleappearsindicating that you can
closethe path.

2 Dragbackwardsto closethe path €.

A comer curve point createscurveswith an
abrupt changein direction. The path of a
bouncing ball illustratesa corner curve.

To create a corner curve:

1 Withthe Pentool active, drag to createan
anchor point with control handles.

2 Without releasingthe mouse button, hold
the Opt/Alt key and then drag to pivot
the second handle {fi.

3. Reeasethe mouse button when the
second handleisthe correct length and
direction.

Second
(Ve
point

Curved
segment —

First

e

point —

) Dragwith the Pen tool to create smooth
curves.

Secord v segqment  Thind urva segment
| ‘ .

i) A path with a series of curved segments.

First dreg ‘

Final drag
. s
& Draggingbackwardsclosesapath with a
smooth curve.

= /; Hold the Opt/
Alt key to pivot the

handles, which creates
acorner curve.
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N B Move the cursor back
over apoint and click to
retractahandlealonga
curve.

-

(® Dragwith the Pen tool over
an existing anchor point to
extend ahandleout from the
point.

General Pen Rules
As you work with the Pen tool, there

" are some rales you shoald follow:

* Use the fewest number of points to
define a path. Too many points add
to the size of the file and make it
difficult to edit the path later.

* Try to limit the length of the control
handles o one-third the length of
the carve. This is sometimes called
the Owie-Third Ride. The One-Third
Rule makes it easier to edit and
control the shape of curves.

Changing Curves and Corner Points

If you retract the handle that extends
out from a curve point, the next segment
becomesastraight line.

To retract a handle:

L
2.

Drag to create asmooth curve point.
Movethe Pen cursor back over the anchor
point. A small anglesymbol appears next
tothe cursor.

Click. Thehandleretractsback into the
anchor point. The point isnow acorner
point with only one handle @.

Continue the path with either astraight
lineor acurvedline.

I3 Click to makethe next path segment

straight. Dragto makethe next path
segment curved.

If you createacorner point with no control
handles, you can extend asinglehandle out
from that anchor point.

To extend a handle from a point:

1

2

Click to create a corner point with no
handles.

Move the Pen cursor back over the anchor
point you just created. A small angle
symbol appearsnext to the cursor.
Dragto pull asingle handleout from the
anchor point @.

Continue the path with acurvedline.
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Modifying Paths

Onceyou createa path, you can still change
its shape and the position of the points.
Yau can aso split apath into two separate
segmentsor join two segmentstogether.
When you move points, you usethe Direct
Selectiontool.

To move individual points:
1 Clickthe Direct Selectiontool in the
Toolbox @.

2 Positionthe tool over the point you want
to move.

3 Dragthe point to the new position.

To select and move multiple points:
1 Click the Direct Selectiontool in the
Toolbox.

2. Dragto createarectangular marquee
around the points you want to slect Q.
The selected points appear solid. The
unselected points appear hollow.

or

Hold the Shift key asyou click to select
the points.

R You can sdlect pointsin one path or
multiple paths.

3 Dragthe point to the new position.

The Direct Selectiontool asoletsyou

changethelength and direction of the con-
trol handles.

To move control handles:

1 Click the Direct Selectiontool in the
Toolbox.

2. Click apoint onthe path. Thisdisplays
the control handlesfor that point.

3 Positionthe Direct Selectiontool over the
end point of the handle.

4. Dragthe handleto the new position ®.

{ The Direct Sdectiontool

! im the Toolbox; useit to move
2 points,

@ Dragamarqueeto
sdlect multiple points. The
center point does not turn
black.

® TheDirect Sdection tool
\/ changesthelengthand
position of a control handle.
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(D TheScissorstool in the
Toolbox allows you to snip
pathsin two.

i
s

Tde

@ The Scissorstool splitsa
path into two points, one on
top of the other.

T

U & Theresults of

applying the Reverse
\{\ Path command
\-/ to a path with an

arrowhead.

Yau may want to separate one path into two
parts—for instance, to separatetwo hadves
of acirde. TheScissorstool makesit easy to
split or break apath into segments.

o split paths:

1 Sdectthe path.

2 Click the Scissorstool in the Toolbox iii.

3 Position the cursor whereyou want to
split the path.

4 Click to split the path at that point.

& The Scissorstool splitsthe path by
creating two points, one on top of the

other. Usethe Direct Selectiontool to
move one point avay from the other @.

I3 Pathsthat contain text cannot be split
into two distinct segments.

Thedirectionof apath comesfrom the order
in which you draw the path. Yau can change
the directionof the path.

To change the path direction:
1 Usethe Direct Selectiontool to select the
path.

2 ChooseObject >Reverse Path. This
switchesthe start and end pointsof the

path @.
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Modifying Points =
So what happensif you create thewrong e
point with the Pen tool ?Are you stuck?Does ‘:]+ T ® TheAdd Anchor Point

it mean you haveto redraw the entire path?
Thankfully, no—there are many waysto
change the paths made with the Pen toal,
aswdll as paths made with other tools. (See
Chapter 4," Working with Objects~for more
information on working with the basic shapes.)

tool in the Toolbox.

A simpleway to changeapathistoadd a &) The Add Anchor
point. Thishelpsyou turn one shapeinto Point tool over a path
another. segment.

To add points to a path:

1 Sdectthe path. * }
2 Choosethe Add Anchor Point tool in the
Toolbox @. - _
3. Click the path whereyou want to add the ; 1}‘ jr' g)lTir;]eﬂl?eelTeggﬁor)\(chor Point
point. '
R The Pen tool automatically changesto the
Add Anchor Point tool when positioned
over aselected path segment 3.
<]
You can delete pointsfrom apath without @ The Delete Anchor

causing abreak in the path. Point tool over a point.
To delete points from a path:
1 Sdectthe path.

2 Choosethe Ddete Anchor Point tool in
the Toolbox €.
3. Clickto deletethe point of the path.

HE The Pen tool changesto the Delete
Anchor Point tool when positioned over a
point on aselected path .
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@ When you select and deleteasegment, you
keep the points on either side of the segment.

&) When you sdlect and deleteapoint, you
delete both segmentsthat were attached to the
point.

R 2
IT‘ T_ @ The Convert Direction

Point tool in the Toolbox.

&) Dragwith the
| Convert Direction
M Poaint tool to change
acorner pointintoa
smooth curve point.

@ Click with the
Convert Direction
Point tool to changea
smooth curve point
into acorner point.

N &) Dragahandle
with the Convert
Direction Paint tool
A 4 tochangeasmooth
curvepointintoa
. corner curve point.

Yau may alsowant to create an open path by
deletinga segment or the point betweentwo
segments.

To delete a segment in a path:

1 UsetheDirect Selectiontool to select the
segment that you want to del ete.

2 Pressthe Delete key or choose Edit >
Clear. Thisdeletesthe segment and opens
the path &.

@R If you sdlect apoint with the Direct
Selection tool, the two segmentson either
sideof the point can be deleted @

Yau can aso changethe control handles
around an anchor point. Thischangesthe
shapeof the segmentscontrolled by that
anchor point.

To modity an anchor point:
1. Sdectthe path.

2. Choosethe Convert Direction Point tool
intheToolbox .

3. Usethetool asfollowsto changethe
anchor points:

* Pressand drag acorner point to
create asmooth curve point with two
handles 3.

» Click asmooth curve point to createa
corner point with no handles .

* Drag one of the handlesof asmooth
curve point to createacorner curve
point €.
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Using the Pencil Tool

Unlike the Pen tool, which uses mathematical
principlesto draw paths, InDesign's Pencil
tool worksmorelikeatraditional Pencil.
However, the Pen tool isalittlemore precise
than the Pencil.

HE If you arefamiliar with the Pencil
tool in Adobe lllustrator, you will find
you aready know how to work with
InDesign’s Pencil tool.

To draw with the Pencil tool:

1 Click the Pencil tool in the Toolbox €. A
small X next to the Pencil cursor indicates
you are about to start the path &
Pressand drag with the Pencil €.

3. Toclosethe path, hold the Opt/Alt key
€. A small O next to the cursor indicates
the path will be closed.

4 Rdeasethe mouseto createthe path.

The Pencil tool can also be used to edit exist-
ing paths and reshape paths.

N

To edit paths with the Pencil tool:
1 Sdect the path that you want to reshape.

& The Pencil tool can edit paths created by
toolssuch asthe Pen or theframetools.

2 Movethe Pencil tool near the selected
path. The X next to the cursor disappears.
Thisindicatesthat you are about to edit
the path.

3. Dragaongthe path. When you
releasethe mouse button, the path is
reshaped 9.

& If you don't get the resultsyou expect,
drag the Pencil tool in the opposite
direction.

i

‘.E €D The X next to the Pencil cursor indi-
cates vow are about to start a new path.

&) The Pencil tool in the
Toolbox.

L ;? & Pressand drag to create
a path with the Pencil tooal.

| :

7 cursor indicates the Opt/Alt key

F:' ! @ Thecircle next to the Pencil
=~ il dosethe path.

14

€ Drag the Pencil tool next to a selectedpath
to reshapethe path.
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&) The Pencil Todl Preferencesdialog box

allows you to control the appearance of the path.

Fidelity 2.5 piiek ~ Fidelity 11 pbek  Fidelity 11 pixels
Smoothress 0%  Smoothress 0%  Smoothress 70%

o

P o

@ The Pencil tool fidelity and smoothness
settings change the appearance of the path.

Yau can change how the Pencil tool responds
to the movementsof the mouse asyou drag.
The preferencesalso control how the Pencil
tool edits paths.

To set the preferences for the Pencil tool:

1 Doubledick the Pencil tool in the
Toolbox. Thisopensthe Pencil Tool
Preferencesdialog box €

2 Settheamount of Fidelity usingthe dider
or field. Thelower the amount of Fiddlity,
the morethe path will follow the motions
of the mouse €.

3 Sa theamount of Smoothnessusingthe
dider or field. The higher the setting for
Smoothness, the more the path will follow
curved shapes .

4 Check Kegp Selected to keep the path
selected after you havedrawn it. This
makesit easier to reshapethe path.

5 Check Edit Sdlected pathsto turn on the
reshapeoption.

6 If the Edit Sdlected Pathsoption isturned
on, usethe dider or fiedd to set how close
the Pencil tool must come, in pixels, to the
path you want to reshape.
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Using the Smooth Tool

Onceyou have created a path, you may want
to delete extra points so that the path is
smoother.

HE If you arefamiliar with lllustrator's
Smooth tool, you will find it easy to use
the Smooth tool in InDesign.

To smooth paths with the Smwth twl:

1 Sdect the path that you want to smooth.
2 Click the Smooth tool in the Toolbox €5

3 Pressand drag the Smooth tool alongthe
path.

4. Rdeasethe mouse. The path is redrawn
with fewer points €.

Yau can change how the Smooth tool
respondsto the movementsof the mouse
asyoudrag.

To set the preferences for the Smooth toel:

1 Doubleclick the Smooth tool in the
Toolbox to open the Smooth Tool
Preferencesdialog box €Z).

2 Usethedider or field to set the Fidelity
amount €). Thelower the amount, the
morethe new path will follow the original
path.

3 Usethedider or field to set the
Smoothnessamount &E). The higher the
setting, the more curved the path.

4. Check Kesp Sdlected to keep the path
selected after you have smoothed it. This
makesit easer to increase the smoothness
of the path.

£ The Smoothtool in the
Toolbox.

€ Drag the Smooth tool alonga path to
remove pointsand eliminatesmall bumps
and curves.

v ———————y | ]l
| il soure [ sem P
— il —§  gepame ]
-

'['i-'.'-'i.mu' T

I@ The Smooth Tod HdamcésalloWyou-to
control how much the Smooth tool affectsthe
appearance ofpaths.

Tolerances
Fidelity B8 pixels

imenEhnews 5 ]

Cipliani
! teep Selected

A Adjust the dlidersfor the Fiddlity and
Smoothnessto control how the Smooth tool
affectsthe appearance ofpaths.
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& TheErasetool in the
Toolbox.

¢

Original path After using the
Erase t(iol

g

@ TheErasetool deletespointsasyou drag it
along a path.

Deleting or Removing Points:

Which toals or commonds do what?

You may fnd yourself confused by
all the different tools and commands
for deleting or removing podnts and
segments.,

When does the action cause a break in
& path?When does an action remove
paintswithout opening the path?

S&& the table on the next page for a
review of how points are removed
—frem pathsand the result.

Using the Erase Tool

Yau may want to delete parts of paths. Rather
than selectingand del etingindividual points,
you can usethe Erasetool to dragto delete
parts of apath.

HE If you arefamiliar with the Erasetool in

Adobe [llustrator, you will find it easy to
usethe Erasetool in InDesign.

To delete paths with the Erase tool:

1 Sdect the path that you want to delete
parts of.

2 Choosethe Erasetool in the Toolbox €.

3. Pressand drag the Erasetool alongthe
path.

4. Rdessethe mouseto display the new
path @.

2 The Erasetool will dwaysopen aclosed
path.

IR If you drag the Erasetool over the middle
of an open path, you createtwo separate

open paths. Both open pathswill be
selected.
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Adding or Deleting Points on Paths

Chapter 7

Adding or Deleting Points on Paths

Thefollowingtable comparesthe different
toolsand commands asto their effect when
adding or deleting points on a path.

Direct Selectiontool.

Tool or Command Action Result
Add Anchor Point tool | Click asegment on the path | Alwaysaddsa point to the path
DeleteAnchor Point tool | Click an existing point on Deletesthe point. Path reshapes
the path without any break
Erasetool Drag along a path Createsabregk in the path
Scissorstool Click apoint or asegment Createstwo endpoints at that
position. Pointscan then be
separatedto createabreak in the
path.
Delect command Applied to pointsor seg- If applied to asdectionin the
ments selected with the middleof apath, the command

breaksthe path into two seg-
ments.

If applied to aselection at the
end of apath, the command
shortens the vath.
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ne reason desktop publishing
became so popular is how easy

it made combininggraphicssuch
as photographs and illustrationswith
typefor layouts.

Intheyearsbeforepersonal computers,
Speciadized workers, toiling under
the exotic name strippers, manualy
trimmed away the blank areasaround
graphics so that text could be placed
around theimage. (Thenamestripper
is derived from combining strips of
film together.)

Even more complicated was placing
text over an illustration. The image
and text had to be combined by
photography and then stripped into
thelayout.

Certainly you expect InDesign to
import imagesin the formatsthat are
used by other page layout programs.
But since thisis Adobe InDesign, you
aso get some specid benefits when
working with other Adobe products.

Here's where you learn how to add
imported artwork to your page
layouts. It only takes a few clicks of a
mouse to combine type and artwork
together. It's enough to makeold-time
strippers hang up their tassals!
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Chapter 8

Placing Artwork

Most artwork that's used in InDesign comes
from other sources such as scannersor digita
cameras. Artwork can also be created using
programssuch as Adobe Photoshop, Adobe
Ilustrator, M acromediaFreeHand, or Adobe
Acrobat. The easiest way to placeartwork is
to automatically create the framethat con-
tainsit when you import the artwork.

To place artwork without drawing a frame:

1 Choose File>Place. Thisopensthe Place
dialogbox ik and @.

2. Navigateto find the fileyou want to
import. (See"File Formats' on the next
page for a list of the file types you can place
in InDesign.)

3 Check Show Import Options to open
the Import Options dialog box before
you placethefile @. (See page 187 for
more infor mation on working with Import
Options.)

4. Click Choose (Mac) or Open (Win) to
load the graphicinto an image cursor Q.

& Hold the Shift key asyou click Choose/
Open to open the Import Options dialog
box, even if the option is not checked.

5 Click the cursor to placethe graphicin
arectangularframethe samesizeasthe
artwork.

or

Drag theimage cursor to definethesize
of the rectangular frame.

& Only theframeissized when you drag
theimage cursor. The artwork saysat its
actual sze. (See page 190 for how to change
the size of an image inside aframe.)

Placn
e T—
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W ks faama W aepipre bemomni nem
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i) Usethe Placedialoghbox (Mac)to open
a file youwish to place. Check Show Import
Optionsto make refinementsto theimported
file

A
- =D a
——
e F— = |
R [— =
L i_- n
T i iy
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ban
B Usethe Placedialogbox (Win) to open
a file you wish to place. Check Show Import
Optionsto make refinementsto the imported
file

s P Ry
Irngy_Coe |
- . |
| T s brnagr Emmni e
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&) The Imagel mport Optionsdia og boxfor
TIFFand Photoshop images.

k5 @ Theloaded imagecursor appears
i whenyou prepareto placeartwork.

182 InDesign CS Visual QuickStart Guide



Imported Graphics

File Formaots

A wide variety of graphic formats can

be added to InDesign documents.

These formats are recommended for

professional printing:

* Adobe IMustrator (AT

* Adobe Photoshop (P50

* Encapsulated PostScript (EPS)

= Desktop Color Separation ([THZ5]

*_Joint Photographer's Expert Group
{IPEG)

* Partable Document Format (FDF)

= Portable Network Graphics (PMG)

* Posthcript (P5)

= Scitex Continuous Tone [SCT)

= Tagged Tmage File Format [ TIFF}

Although the following formats can
be inserted into InDesign documents,
they are not recommended for use
in commercially printed documents.
They are acceptable for low-resolu-
tion, onscreenn PDF review, or non-
PostScript printers
Enhanced Metafiles (EMF)
* Macntosh Picture [PICT)
# Graphics Interchange
(GIF)
= PC Paintbrush (PCX)
Windows Bitmap | BMF)
Windows Metafile [WHF)

Format

Yau can aso placeartwork into an existing
frame. Thisis handy if you have set up empty
frames as placeholdersfor graphics.

To place artwork into an existing frame:

1 Useoneof thetoolsto createa
rectangular, éliptical, or polygona frame.

2 Yau can use either the frametoolsthat
create graphicframesor the tool sthat
create unassigned frames (see page 76).

2 Useeither the Selection or Direct
Selectiontool to sdlect the frame.

3. Choose File>Place and navigateto find
theimage you wish to placein the frame.

4 Click Choose/Open in the Placedialog
box. Thefile automaticallyisinserted
within theframe.

2 You can aso usethe Pen tool to create
frame shapes (see Chapter 7," Pen and
Beziers").

To replace the artwork in an existing frame:

1 Useeither Selectiontool to select the
framethat containsthe artwork you want
to replace.

2 ChooseFile>Placeand navigateto find
the image you wish to place.

3. Click Replace Sdected Itemin the Place
dialogbox Q.

4 Click Choose/Open inthe Placedialog
box. The new image automatically
replacesthe contentsof the frame.

To move or copy artwork between frames:
1 Usethe Direct Selectiontool to select the
artwork you want to replace.

2 Choose Edit >Cut or Edit >Copy.This
placesthe artwork on the clipboard.

3. Sdecttheframethat you want to move
the artwork into.

4. Choose Edit >Pastento. The contentsof
the clipboard are pasted into the frame.
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Chapter 8

Specialty Frames

Framesdon't have to besingularitemsdrawn
from scratch. You can join framesinto one
compound shape or you can convert text
into framesthat can hold images. Yau can
aso bring pathsfrom other programsinto
InDesign to act asframes.

Yau can make multipleframesact asasingle
item by convertingthem to acompound
shape. Frames combined into acompound
shapedisplay asingleimageacrossd| the
itemsin the compound.

To create a compound shape:

1 Sdect theframesyou want to combine
into acompound shape.

2 If the framesoverlap, InDesign displaysa
transparent area (see page 141).

2 Choose Object >Compound Paths>
Make. If theframeisagraphicframe,
the diagonal linescrossthrough dl the
framesin the compound §¥.

To add an image to a compound shape:

1 Useeither Selectiontool to select the
compound shape.

2 Useany of thetechniquesdescribed on
the previouspagesto placetheimagein
the selectedframe. Theimagetilesacross
the spaces between the elements of the
compound shape @.

To split a compound shape:
1 Sdectthe compound shape.

2 Choose Object >Compound Paths>
Release. Theimageis shown only
through the first frame and the rest of the
compound framesare availableto hold
other images.

EIEIETETETET
LILIETETETET

L TLIEFT
HEODOHE

@ Individual frames that act independently
display diagonal lineswithin each object (top).
A compound shapedisplays the diagonal lines
acrossthe entire set of frames(bottom).

e 1 I 10
AN NS

D A placed imageis seen acrossall the itemsin
a compound shape.
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CXCLONE -

i} The Create Outlinescommand converts
text into pathsthat can then be modified.

CYCLONE

i} Text converted to pathscan also hold
imported graphics.

Yau can aso create unigue frame shapes by
converting text to framesso graphics assume
the shapesof letters.

IR If you can't draw for beans, you can
convert the charactersin dingbat or
symbol fontsinto graphic shapessuch as
hearts, arrows, snowflakes, and so on.

To convert text to frames:

1. Usethe Sdection tool to select theframe
that containsthe text.

or

Highlight the selected text within the
frame.

2. Choose Type>Create Outlines. Each
character of text is converted to pathsthat
can bemodified €.

B Yau can dso placeimagesinto the
converted text paths asyou can with
compound shapes @.

I The converted paths are created as
compound paths. If you want to place
differentimagesor colorsin each of the
frames, release the compound shapefirst
(see the previous page).

& If you select only a portion of the text
within theframe, the highhghtedtext is
converted to inline graphicswithin the
frame. (See page 196for more information
on workingwith inline graphics.)
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Specialty Frames

Chapter 8

If you work with avector-drawingprogram
such as Adobelllustrator or Macromedia
FreeHand, you can aso convert the pathsin
those programsto InDesign frames.

I | n addition to Illustrator and FreeHand,
thistechnique can be used with any other
program that copiespaths usingthe AICB
(Adobelllustrator Clipboard). Check
your vector-drawing program manual for
more information.

Toimport paths as frames:

1 Position the windowsof the vector-
drawing program and InDesign so they
are both visibleon screen.

2 Sdectthe pathsin the vector-drawing
program with the appropriate tool in that
application.

3. Dragthe pathsfrom the vector-drawing
program onto the window of the
InDesign document.

4. When ablack lineappearsaround the
perimeter of the InDesign window,
releasethe mouse button. The paths
are converted to InDesign unassigned
frames ©.

2 If you don't havethe screen spaceto see
both windowsat once, you can aso use
the clipboardto copy the pathsfrom
the vector program and pastethemin
InDesign.

@R Oncethe vector path has been converted
to an InDesign frame, it can be used to
hold an imageor text Q.

e e dEs RO D T e ns o
"I - i
ll.I

LI © 135K " LS - | ’.‘:z

ﬂ Artwork can bedragged from a vector
program and converted into InDesign frames.

D Graphicsconverted to framescan hold
imagesor text.

Dragging trm llwstrator 10

If you want to import paths from
Adobe Tlustrator 10 or C5, you need
to change Mustrator’s preferences.

Choose Files & Clipboard in
flustrator's Preferences dialog box.~
Under the Clipboard section, check
the AICB (no transparency setting)
sefting. Then click the Preserve Peths
button. 2
IF this is not done, the llustrator paths
will not be convertedto frames.
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@ Thetwo parts of the Imagelmport Options
didog box lets you control pixel imagessuch as
TIFF and Photoshaop files.

IF} irpar Dem oy
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= gy Fegreryon Ceppem s
Ermey T raimn

LTI Ty .

@ The EPS Import Options dialog box lefs
you control imported EPS files.

Best fi e Format from Adobe Hlustrator?

LIf vou work in-Adobe Ilustrator, you
L will notice that there are several file
| formats you can choose when you
~ save your work: mative [llustrator,
EPS, or Adobe PDE. Which one works
| best with InDesign?
_ All three file formats can be placed
into InDesign documents. However,
' native lllustrator files show up with
L the best preview,
If you're like me, you probably have
| lots of old Mustrator documents that
- were saved as EPS files. Therg's ma
| need to resave them. You can place
L them into InDesign too,

| However, vou may sec a white back-
L pround behind artwork that has been
+—saved on a Macintosh as an EPS. If
| 1hat isaproblem, usethe Rasterizethe
| PostScript option during import to
eliminate the white background.

Setting Image Import Options

When you import agraphic, you have some
choicesasto how that imageis placed. The
dialog box options change, depending on
whether youimport a pixel-basedimagesuch
asaTlFFor aPSD, an EPS, or aPDF.

To set theimport options for pixelimages:

I. InthePlacedialogbox, check Import
Options.

2. Choose a pixd-based image. This opens
the Image I mport Options dialog box for
pixel-based images @.

3. Select ImageSettings. If theimage has
aclipping path, you can choose Apply
Photoshop Clipping path (see page 204).

4. Sdect Color Settings. If theimagehasa
color profile, you canturn onitscolor
management settings (see page 374).

3. Click OK to placetheimage.

To set theimport options for BPS images:

1 Inthe Pacedialogbox, check Import
Options.

2 Choose an EPSfile. This opensthe EPS
Import Options dialog box &.

3. Don't check Read Embedded OPI Image
Linksunlessyour service bureau has
instructed you to have InDesign perform
the image swapping.

4 If theimage has a clipping path, you can
choose Apply Photoshop Clipping path
(see page 204).

5 Settheoptionsin the Proxy Generationto
control the preview of the image:

o UsTIFF or PICT Preview usesthe
preview that was created with thefile.

* Rasterizethe PostScript displaysthe
actual Postscript dataasapreview. This
lets you see custom Postscript code
suchasisfound in FreeHand.

6. Click OK to placetheimage.
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Setting Imoge Import Options

Chapter 8

InDesign asoletsyou place PDFfilesas

graphics. Theimport options for PDFfiles

aredifferentthan thosefor other typesof

graphics.

2 Nativelllustrator filesare also placed
using the PDF import options.

To import PDF files:

1 InthePacediaog box, check Import
Options.

2 Choose a PDFfile. Thisopensthe Place
PDF dialog box @®.

3. Usethe page selectorsto select the page
you want to place .

HE Yau can only place one page of a PDF
document at atime. Thereare scriptsthat
can automate the processso that each
page of a PDF document is placedon a
separate InDesign page. (Seepage 354 for
information about workingwith scripts.)

4. Usethe Crop tolist to determine how
the PDF should be cropped withinthe
frame . Choose the crop options:
* Bounding Box cropsto the active page
edements, which includesprinter marks.
* Art cropsto the area defined as
placeable art.
* Crop cropsto only the printable area,
not only to the printer marks.
e Trimcropstothe areathat isthe final
trimsze
» Bleed cropsto the areathat isthe total
sizeof theimageif ableed areahas
been specified.
* Mediacropsto the pagesize of the
original document.
5 Choose Transparent Background to show
only the elementsof the pagewithout the
opaque background .

2 If you choose Transparent Background,
you can makeit opague by adding afill
color to the framethat containsthe PDF.

6 Click OK to placetheimage.

= e
e dnceckeg b I8 5
T
* Frimcaas B g v
ol Tl g

® The Place PDF diaog box controls how
PDF files are placed.

| A

R :"_! Total pages: 1

) The pagesdectorslet you choose which
pages of a multi-page PDF you want to place.

Dptions
Crop too | « Bownding Box

E Transparent B3  Arn

Crop

Trim

Bleed

Media I

—r————

® The Cropto menuin the Place PDF dialog
box controls the size of the placed artwork.

Transparency off

Transparency on

D Theeffect of the Transparent Background
on a placed PDF image.
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Frame and image

Imege only Frame only

® Thedisplay of the bounding boxes and
pointsindicate what items are selected.

= i

i If you move an object quickly, you only seea
bounding box as theitem is being moved.

® If you pressand pause beforeyou move, you
seapreview of the image being moved.

Working with Images Inside Frames

After you place an image, you may want to
moveor modifyit. Which tool you use and
whereyou dlick affectswhat will be selected.

To select and move both the frame and the image:

1 UsetheSelectiontool and click the frame
holding theimage. A bounding box
appearsthat indicatesthat the frameand
its content are selected @.

2 Pressand drag the selection to move both
the frame and theimage.

IR If you move quickly, you will seeonly a
bounding box of the moveditems @.
If you press and pausefor amoment,
you will seeapreview of theitemsbeing
moved @.

To select the image within the frame:

1 Usethe Direct Selectiontool and click
insidethe framewheretheimageis
vishle. A bounding box for theimage
appears .

R If theimageislarger than theframe, this
bounding box will appear outside the
boundaries of theframe.

2 Pressand drag the imageto moveit
without disturbing the frame.
R Asyou press, the areas of the imagethat

are outsidethe frame are displayed lighter
than the areawithin theframe ®.

To select and move just the frame:

1. Usethe Direct Selectiontool and click
the edge of the frame. The pointson the
frame appear .

2. Holdthe Opt/Alt key and click theframe
againto select all the points.

3. Reeasethe Opt/Alt key and drag the
frameto moveit to reved anew part of
the image.
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Working with Images Inside Frames

Chapter 8

When you apply transformations to frames

that contain placed images, you haveachoice

asto which objects—theframe, theimage,

or both— aretransformed. Here are some

hel pful guides.

R If you pause beforeyou drag with any of
the transform tools, you will seeapreview
of theimageasyou transformiit.

To transform both the frame and the placed image:

1 Usethe Sdlectiontool to sdlect both the
frame and the placed image.

2 Makesurethat Transform Content is
chosen in the Transform pal ette menu.

3. Useany of the Transform palettefieldsor
transform tools &

To modify the frame only:

1 Turn off Transform Content and usethe
previousstepsto scalethe abject.
or

With Transform Content turned on, hold
the Opt/Alt key asyou usethe Direct
Selectiontool to sdlect theframe.

2 Useany of the Transform pal ettefields
or transform toolsto modify only the
selected frame €.

To modify the placed graphic only:

1 Usethe Direct Selectiontool to select the
artwork within the frame.

2 Useany of the Transform palettefields
or transform toolsto modify only the
selectedimage &®.

) The Transform Content command allows
you to modify aframe and a placed image at the
sametime.

@ With Transform Content tur ned off, the
frame is modified but theimageremainsits
original size.

@ Wh just theimage selected, the transform
tools and commands modify the image, but not
theframe.
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&

@ Theeffect of the Fit Content to Frame
command.

B

command.

FY

@ The effect of the Fit I.Eram-: to Content
command.

a0

@ Theeffect of the Center Content to Frame
command.

Fit content to frame  Fit frame to content

Center content Fit content proportionally
e u — — e —
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& Theeffect of the Fit Content Proportionaly

@ Usethe At iconsin the Control paletteto
modify placed imagesand frames.

Fitting Graphics in Frames

Placed imagesdon't dwaysfit into pre-exist-
ing frames. InDesign givesyou several com-
mandsthat let you quickly position and resize
artwork in frames.

To resize the graphic to the frame size:

L

2

Useeither selection tool to select the
frameor the graphicinsidethe frame.

Choose Object >Fitting>Fit Content
to Frame. Thischangesthe sizeof the
graphictofit completely within the area
of theframe 9.

& Thiscommand does not preservethe

proportions of the artwork; the artwork
may become distorted.

To proportionally resize to the frame size:

L

2

Useeither selection tool to select the
frameor the graphicinsidethe frame.

Choose Object >Fitting>Fit Content
Proportionally. Thischangesthe size of
the graphicto fit completely, and without
distortion, within the frame .

To resize the frame to the graphic size:

1

2

Useeither selection tool to select the
frameor the graphicinsidetheframe.

Choose Object >Fitting >Fit Frame

to Content. Thischangesthe sizeof the
frame so that the artwork fits completely
within the areaof the frame €.

To center the graphic within the frame:

L

2

Useeither selection tool to select the
frameor the graphicinsidethe frame.
Choose Object >Fitting>Center Content
to Frame. This centersthe graphic within
the framewithout changingthe sze of
either the graphicor the frame &.

R The Fittingcommands are also available

on the Control palette @.
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Fitting Graphics in Frames

Chapter 8

In addition to the commandsthat posi-

tion graphics, you can aso position images
numericallywithin framesusingthe X and Y
coordinatesin the Transform pal ette.

To numerically position graphics within frames:

1 Check Show Content Offset in the
Transform palettemenu €.

2 Usethe Direct Selection tool to select the
graphicinsidethe frame.

3. EntertheX andY coordinatesin the
Transform palette. Theimage movesto
anew position relativeto theframe .
Thisiscaled the content offset.

R Small plussigns(+) next tothe X and
Y coordinatesin the Transform pal ette
indicatethat Show Content Offset is
turned on 5.

To numerically position graphics on the page:

1 Uncheck Show Content Offset from the
Transform palette menu €.

2 Usethe Direct Selectiontool to select the
graphicinsidethe frame.

3. SettheX andY coordinatesin the
Transform palette. The image moves
to anew position relative to the page
rulers €. Thisiscaled the absol ute offset.

Of courseyou can use any of the transforma:
tion commandsto scale, rotate, and shear
objectswithin the frame. Thisdlowsyouto
scaeimagesnumericallywithin aframe.

To transform images within a frame:

1 Usethe Direct Selectiontool to select the
graphicinsidethe frame.

2 Useany of thetransform toolsor the

transform palettedescribedon pages
86 —94.

€2} The Transform palette menu lets you choose
Show Content Offset.

Content offset on Absolute offset

T

@ Content offset positionsthe graphic relative
to the frame. Absolute offset positionsthe
graphicrelative to the page.

&) Theplussigns(+) next totheX and Y
coor dinatesindicate that the position of the
objectisrelative to the frame.
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» -]
€] Beforenesting, thecircular framewith the
placed imageis a separate object.

D After nesting, the circular frameisthe
content inside the rectangular frame.

Nesting Graphic Elements

Onceyou have an imagein aframe, you can
then pasteit into another frame. Thistech-
niqueiscaled nesting elementsand it alows
you much moreflexibilitythan other pro-
gramsin assemblingvariousimages. (Thisis
similar to the Paste-into techniques covered on
pages 100 and 101.)

For instance, you can use nested elements
toput aplaced imageinside acircular
frameand then put that circular frame
insidea rectangularframe. Thetop
rectangular frame cropsthe circular frame
whilethe circular frame crops the placed
image.

To create a nested frame:
1 Usethe Selectiontool to select the
element to be nested insidetheframe &8

R A nested element can be agraphic or text
frame.

2 Cut or copy the element to the clipboard.

3. Sdecttheframethat isto hold the nested
element.

4 Choose Edit >Pagte I nto. This pastesthe
element insdetheframe .

The Selection tool movesal the e ements
inthe nest.

Framescan hold multiplelevelsof nested
frames. So you can have aframewithin a
frame within aframe, and so on.

2 Usethe Fit Content commandsto
automatically position the nested frame
insidethe parent frame (see page 191).

InDesign CS Visual QuickStart Guide 193

sjuawaiy aydosg buysay



Mesting Graphic Elements

Chapter 8

Oncevou have created nested elements, you
can usethe Direct Selectiontool to select and
movetheitemswithin the nest.

3 I nthe examplegiven on the previous
page, you might want to move the placed
image and the circular frame without
moving the rectangular framethat holds
those e ements.

To select and move nested elements:

1 Usethe Direct Selectiontool to select the
nested e ement.

& If the item contains a placed imagethe
imageis selected and the hand cursor
displayed €9.

2 Hold the Opt/Alt * Shift keys This
changesthe Direct Selection tool to the
Group Selectiontool (see page 99).

@ Theplus(+) sign next to thewhitearrow
indicatesthe Group Selectiontool.

3. Click with the Group Selectiontool to
select both the placed image and the
frame &5).

4 If you have many levelsof nested
edements, click with the Group Selection
tool asmany times asis hecessaryto
sdlect up through the nest levels.

5. Switchtothe Selectiontool whenyou
haveselecteddl the nested elementsyou
want to move.

&. Drag the centerpoint of the selected
nested elements. Thisalowsyou to move
the selected nested elementstogether €.

I If you drag the bounding box handles
instead of the centerpoint, you changethe
sizeof the nested element.

, - ]

& Tﬁeﬁrst dlick with the Direct Slectiontool
selectsthe placed image inside a nest.

The next click with the Group Selection
tool sdlects both the frame and the placed image.

- o

——

€D Usethe Sdection tool todragthe
centerpoint of the selected frame to move the
selected items of the nested elements.
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Bl The first click with the Sdection tool selects
the frame that holdsthe nested image.

.

{1

[17] The Select>Content command selects the
framethat was pasted into the main container.

Choose Sdect >Content again to select the
graphicinside the frame.

Select container  Seled content

inthe Control palette.

L

Yau can also select nested elementsusing the
Sdect commands. These commands make

it very easy to sdlect pasted-in elementsand
graphics.

To use the Select commands for nested elements:

1 Usetheregular Selectiontool to select the
object. Thissdlectsthe main container
that holdsthe nested elements &1.

2 Choose Object >Select >Content. This
sdlectstheitem that was pasted into the
main container €. In the caseof anested
element, thisisthe framethat holdsthe
placed graphic.

2 Usethe Selectiontool to move thisobject
by dragging its centerpoint.

3. Yau can choose Object >Select >Content
againto select the placed graphic €.

3 If you have selected objectswithin the
nested elements, you can choose Object >
Select >Container to select upwards
through the nested elements.

HIE The Sdect commands are dso available as
iconson the Control pal ette €E.
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Inline Graphics

Ancther typeof nested elementediscalled an
inline graphic. An inline graphicisan object
that is pasted as a character into the actual
text.

2 For instance, you can use an inline
graphicto makesure a placed image
dwaysdaysnear acertain areaof text.

2 An inline graphic can also be used to add
imagesto atable (see Chapter 13," Tabs
and Tables").

To create an inline graphic:

1 Sdect the element that you want
positioned.

2 Cut or copy the element to the clipboard.

3 Click to placean insertion point where
you want the inline graphicto be
positioned.

4 Choose Edit >Paste. Theelementis
pasted into the text and flowsaong with
any changestothetext @.

HIE Usethe Direct Selectiontool to movethe
inline graphicwithinitsframe Q.

@ Usethe Selectiontool to select and move
inline graphics up or downinsidethe
text.

Yau can also placean image directly into the

text asan inline graphic.

Toimport an image directly as an infine graphic:

1 Paceyour insertion point whereyou
would liketheinline graphicto appear in
the text.

2 Choose File>Place and sdlect theimage
you want to import. Theimageappears
insidean inline graphicframe.

in case onedf thosegreat
~whirlwinds arose,
IEE=2 ighty enough-
Jo-crush-any building in
its path. It wasreached by

) An inline graphicflowsalongwith the text.

@ U= the Direct Sdlectiontool to movean
inline graphic inside its frame.

Uses tor Infine Graphics

The biggest problem with inline
graphics is that most people forget
they are available.

Have you ever wanted to use a little

| picture instead of a plain bullet?
Inline graphics make it easy to add the
picture so it flows along with the text.
You can also use an inline graphicto |
keep a picture of an author along with |
her biography. ]

| Einally, you can pasteahorizontal line__|

a3 an inline graphic to make the fll-
in-the-blank lines in a coupon.
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Darothy swood
n&m:.rndlmm
hmﬂmnnd:m II'H'I:
| pray praicie on every side. Not a
nnrimbmhﬂrl:uﬂm
of flat country that reached o the

@ A first-characterinline graphic sitson the
basdine of the first line of text.

& Use the drop cap controlsto causethe text
to wrap around a first-character linegraphic.

BrEal pray prame |
on every side. Not 2 ree nor 2 house |
broke the broad sweep of flat country

@ A first-characterinline graphicset for a
drop cap allowsthe text to wrap around the
inline graphic.

itmenurahuuﬂ[ﬁ:ﬂthﬁﬁ

& Usethe Selectiontool toincreasethe size
d the frameto add space aroundtheinline

graphic.

One of thelimitations of working with inline
graphicsisthat the text does not automati-
caly wrap around the inline object. (See page
216 for moreinformation on textwraps,) How-
ever, if your inline graphicis at thetop of a
paragraph, thereisatrick you can useto force
the text to wrap around an inline graphic.

To force text around a first character inline graphic

1 Pagetheinline graphicasthefirst
character of the paragraph. Theinline
graphicsitson thefirst linebasdline @.

2 Usethe Paragraph paletteor Control
palette Drop Cap controlsto set the
number of linesin the drop cap for the
paragraph @.

R The number of lines necessaryto wrap
the text around the inline graphic
dependson the height of the inline
graphic. Thetaller the graphic, the higher
the number of linesthat it needsto
drop @.

& Leave the number of charactersin the
drop cap as 1. Thiscausesonly the first-
character inline graphicto drop.

HE If you need more spacearound the
inline graphic, add kerning (see page 57)
between the graphic and the first line of
text. Or usethe Selectiontool to increase
the size of the frame holding the inline

graphic .
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Styling Placed Images

Onceyou have placed agraphicwithin a
frame, you can employ many techniquesto
stylethe frame or theimage. For instance,
you can changethe color of theframeor the
color of theimage.

To color the frame fill or stroke:

1
2

Usethe Selection tool to seect theframe.

Click the Fill iconin the Toolbox or Color
or Swatchespalette.

or

Click the Strokeiconin the Toolbox or
Color or Swatchespalette.

Choose acolor in the Swatchespalette. If
the Fill iconis chosen, youll seethefill
color wherever the image doesn't fill the
frame @.

If youimport agrayscaleimage, you can add
color toit, so you changethe black valuesin
theimage.

To color a grayscale image:

1

2

Usethe Direct Selectiontool to select the
grayscaleimage.

Choosethe Fill iconin the Color palette
or Toolbox.

@R Thedefault fill color for grayscaleimages

3

is black.

Changethetint valuethelightenthe
image.

or

Choose acolor inthe Color or Swatches

palette. The grayscalevaueschangeto a
tint of the color chosen .

Usethe stepsin the previousexerciseto
changethefill color of the frame. This
colorizesthe white areasof theimage.

@ When a frame is selected, choosing a fill color
changesthe background color of the frame.

Original

Image color tinted

oalar Tinfed
et deriered

& You can changethe appearance of a grayscale
image by changing the image color or the fill
color of the frame.

Colorizing Groys«ale Images ]
Your service burcau may instruct youl
not to colorize grayscale Images. Or_|
you may get a warming from a pre-
flight program,
Intheory thereis nothing wrongwith |
eoloriFing grayscaeimages, but indi- |
vidua production workflows may not |
lbe ableto handlethe images.

Iyoiger-@-warning about grayscale |
images, check with the servicebureau |
as to whether or not it can handle
ihen,
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) The Linkspalettedisplays the placed images
in the document.

iRl rande s

Missing link
I

yertedlal ‘ i Pasteboard
“psd 1 F
| -

1 12T Page number

I =2 Vodified link

g e

&) Theiconsand page numbersnexttoa
listing in the Linkspalettetell you the status of a
placed image.

Go To Link
- I-J — Edit Original

i L[] ake ik

1 ﬂ Embed Fiie
= GEFERo.,
Sort by Name
v Sort by Status

Smail Palette Rows

—

& TheLinkspalettemenu contains the
commands for working with the Linkspalette.

Linking Graphics

When you place an image, you don't actu-

dly placethe imageinto the document. Yau

place ascreen preview of the imagethat links
tothe original graphic. In order to print the
file, InDesign needsto follow that link to the
original graphic.

3 It ispossibletolink text files aswell as
graphics, but there are few practical
advantages. (See" Links for Text Files' on
page 201 for a discussion on the merits of
linking text files.)

To examine the links in a document;

1 Choose Window>Links. Thisopensthe

Links palette {fi. The Links paletteshows

dl thelinked imagesin the document

withtheir page numbers. Specia icons

indicatethe status of the image .

 Missing L nk indicatesthat InDesign
can't find the original graphic.

« Modified Link indicatesthat the
graphic has changed and has adifferent
modificationdatefrom when it wes
origindly placed.

2 Usethe Linkspalettemenu to sort thelist
of graphicsasfollows -

* Sort By Name arrangesthe graphicsin
aphabetical order.

 Sort By Status arrangesthe missing or
modified graphicstogether.

 Sort By Page arrangesthe graphics
according to the pagethey areon.
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TheMissingor Modified Linksnotice
appearswhen you open afile whoselink is
missing or has been changed .

To relink graphics when you open a document:

1 Click the Fix Links Automatically button
in the Missing or Modified Linksnotice.
Al modified graphicsare automatically
updated.

2 If thereare missinglinks, the operating
system navigation dialog box opens. Use
it to find each missing graphic.

I It is not necessaryto find missinglinksas
you work on adocument. For instance, if
you only need to work on text, you don't
need to find missing graphics. However,
you must fix al linksbeforeyou send out
adocument to be printed.

If you open adocument without choosing

the Fix Linksbutton, you can usethe Links

palette to find missing graphics and relink

them to the screen preview.

R Usingthe Links paletteletsyou carefully
check each graphicto makesureit isthe
oneyou want to modify.

To relink a missing graphic:
1 Sdectthemissinglink in the Links
palette.

2 You can also sdlect multiplelinks. Shift-
click to select arange of links. Cmd/Ctrl-
click to select non-contiguouslinks.

2 Click theRelink button . Thisopens
the navigation dialog box whereyou can
find the missingfile.
or

Choose Relink from the Linkspal ette
menu.

3. Navigateto find the missingfile.
4 Click OK torelink the graphic.

Hhivan Ieilim g

This document contains links to messtng or modified fites:

Click Fix Links Automaticallyzo have InDesign update
this document wtth the modified files and heip you
locate mussing files Gick Don't Ftx to correct the
pmbiem yourself using the Links palette.

1 - Missing Link
1 = Modified Link

E £ Fix Links Automatically .. |

& The Missingor Modified Linksnotice
appearswhen you open a file that hasa missing
link to a text or graphics file.

Pixels or Vecters?

There are two main types of graphics
in deskiop publishing. Pixel-based
images (sometimes called birmapped,
or faster images) display images as
an arrangement of small rectangles.
Scanners and digital cameras all
capture images in pixels. Adobe
Photoshop lets you paint or modify
pixels.

Vector images display artwork accord-
ing to paths filled with colors, They
are the same as the wector shapes in
InDesign. Programs such as Adobe |
Ttustrator and Macromedia FreeHand
create vector images.

Pixel-based images are usually used
for photographs or images with
blends, Vector tmages are usually used
for more precise images such as maps
or technical drawings.

One of the big benefits of working
with vector images is that they can be
scaled up or down without losing any
details, Pixel-based images can lose

detail if they are scaled up too high.
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Edit Original

Go to Link
Iﬂl'nlt | Upiu'lr Link

»-g-ala-l.n 7
@ Theicon commandsin the Linkspalette
allow you to access frequently used commands.

Links for Text Files

InDesign also has a preference [see
page 48%) that automatically creates
a link for placed text files. With the
preference turned on, if vou modify
the original text file that was placed
in the InDesign document, you see
a notice when you open the file that
links are missing or modified.

It might seem bike a good idea to use
- the Update Link command o update
the text within the InDesign docu-
ment. However, if you do, you will
lose any formatting or changes you
have applied within InDesign.

In most cases it is not necessary to
keep the link for text files. You are
probably better off embedding the
text file within the document (see page
Te),

However, if you are working with
InCopy or some other sort of work-
group software, you may not be ahle
Lto embed text files within the docu-
ment. In that case, check with your

workgroup supervisor for the proper
| procedures.

If agraphic hasbeen modified, you can use
the controlsat the bottom of the Links palette
to update thelink.

To update modified links:

1 Sdect the modifiedlink in the Links
palette.

2 Clickthe UpdateLink button .
or
Choose Update Link from the Links
pal ette menu.

HE You can select more than one graphicto
update multiplelinks. Shift-click to select
arangeof links. Cmd/Ctrl-click to select
non-contiguouslinks.

The Linkspal ettealso letsyou move quickly

to aspecific graphic.

To jump to a linked graphic in the document:

1 Sdectthelink inthe Linkspalette.

2 Click the Go To Link button .
or
Choose Go To Link from the Links pal ette
menul.

The Links pal ette can a so be used to open
and edit agraphic.

To edit a linked graphic:

1. Sdectthe graphicyou want to place.

2. Choose Edit Original from the Links
pal ette menu.
or
Click the Edit Original button inthe
Linkspalette . The graphicopensin the
program that created it.

HE Yau can dso edit thegraphicinits
original program by holdingthe Opt/Alt
key and double clicking the graphic on
the page.
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Yau may want to know more details about
theimagethat is placed in afile. The Link
Information dialog box givesyou awealth of
information about an imported graphic.

To see the link information:

1 Sdectthelinked graphicinthe Links
palette.

2 ChooseLink Information from the
Links palettemenu. Thisopensthe Link
Information dialogbox .

« Nameshowsthe name of thefile.

o Date Modified showswhen thefilewas
last saved.

« Sizeshowsthesizeof thefile.

* Pageshowswhat pagethefileison.

« Link Needed showsif thefilewill be
embedded in the document.

* Color Spaceshowsthe typeof color
information in thefile.

* Profileshowswhat type of color
management profile has been applied to
thefile.

* FileTypeshowswhat program was
used to savethefile

« Content Statusshowsif theitemis
missing, modified, or up to date.

* L ocation showsthe completepath to
find thefile.

3. If necessary, usethe Relink button to find
missing graphics.

4 Usethe Next or Previous buttonsto move
to other graphicsin the Linkspalette.

5 Click the Done button when you are
finished.

s e ==
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[
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@ The Link Information dialog box gives you
information about @ piaced graphic.
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& The Embed icon in the Linkspalette
indicates that all theinformation necessary to
print the graphicisstored in the InDesign file.

Unpm e can kg e el Blgp o ow o ek
i By b e s bk D ym e b Bk B
-‘ P el limi
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@ TheUnembed alert box letsyou chooseto

link back to the originalfile or create a new file.

Whea to Embed Graphics

| You may be tempted to embed many,
| if not all, of your graphics within
| the InDesign document, After all, it
makes it much easier to send a file to
|"the service bureau if you don't have
to remember to send the graphic
files along with it. (For more informa-
tion an preparing files for printing, see
Chapter 18, "Output.”)
Embedding graphics increases the size
of the InDesign file. Just a few large
graphics can make the InDesign file
balloon in size. This means the file
will take & long time to open or save.

You shouldn't have problems, though,
if you embed small graphics, such as
logos. Just remember that each time
you embed a small graphic, it adds to
the file size. Page after page of small
graphics adds up,

My own feeling is 1o avoid embedding
graphics. That way | don’t have to
worry about the file size, But [ do have
| to remember to send the necessary

filesalongtothe printer.

=1

Embedding Graphics

Usudly, only the preview of agraphiciscon-

tained within an InDesign file. You can, how-

ever,embed agraphicwithin the InDesign

file Thismeansthat all theinformation

necessaryto print thefileis contained within

the InDesign document.

I3 Embedded graphicswill increasethe size
of thelnDesignfile

To embed placed images or text:
1 Sdectthe placedimage.
or

Sdlect the framethat containsthe
imported text.

2 Choose Embed Filefrom the Links palette
menu. If you have selectedagraphic, the
Embed icon appearsnext to the file name
inthe Li nks palette €.
or

If you have selected text, the file name
disappearsfrom the Links pal ette.

& Embeddedtext filesdo not add to the size
of thelnDesignfile.

I Onceyou embed agraphic,InDesignno
longer needsto find the original fileon
your hard disk.

To unembed images:

1 Sdect the embedded image.

2 Choose Unembed Filefrom the Links
palettemenu. The Unembed alert box
appears @.

3. Click Yestolink the embedded graphic
back to the original file that was placed
into InDesign.

or

Click No. A diaog box appearsasking you
to choosethe destination for anewfile.
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Using Clipping Paths

Raster images saved as TIFF or EPSfiles are
dways rectangular. If you want to seeonly
part of the image you import, you can create
adippingpath that surroundsthe part of
theimagethat you want to see. The rest of
the image becomes transparent. One way

to createaclipping path isto use Adobe
Photoshop to create pathsfor thefile.

To import a file with a clipping path:

1 In Photoshop, usethe Path toolsto create
apath around theimage @.

1 Although you will not seethe clipping
effectin Photoshop itsdlf, the areasof the
imageinsidethe path will bevisiblein
InDesign. The areas outside the path will
beinvisble

2 Use Photoshop's Path palettemenu to
designatethe path as aclipping path.

3. SavethefileasaTIFF, EPS, or Photoshop
file.

R Yau can have many paths saved as part of
aPhotoshop file, but only one path can
be designatedas aclipping path.

4. InInDesign, choose File>Placeand
choosethefileyou have created.

5 InlInDesign's Import Options, check
Apply Photoshop Clipping Path @. The
imageis automaticallyclipped so that
only the areasinsidethe path arevisble
in thelayout @.

T Fatha © =
Al aaben Designated
clipping path
Ui Ordinary

Fve cob —

&0 Photoshop's Pathspalette shows the paths
saved with the file. Clippingpaths are shown in
outlined type.

I-“I £ i
St
¥ dpaly Feomahag Chpang Path
AlphaChannd * None m
{ Corcel ) [

@ InDesign’s Image | mport Optionsdialog
box lets you chooseto apply a clippingpath to
afile.

Clipping path

around corn

Background
gradient

@ An example of how a clipping path allows
an image to have a transparent background to
show other objects behind it.
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& Usethe Direct Selectiontool to manipulate
the shape of a clippingpath around an image.
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@ The Clipping Path dialog box letsyou
createor modify a clippingpath for a graphic.

MNone
Detect Edyges o ———-
ype:|  Alpha Channel —
- Fatl
T R e ! e

II'p'Usethe Clipping Path Type menu to choose
what type of clipping path to apply to theimage.

Type:  Photashop Parh E i
Path: | + All cobs ] P
three Cobs y

hreshold Five cobs

@ Use the Path menu to choosea specific path
attached to a graphic.

Onceyou haveaclippingpath appliedto a
graphic,you can changethe shapeof the path
to show more or hide areas of the image.

To modify the shape of a clipping path:

1 UsetheDirect Selectiontool to select the
placed image. If the image hasa clipping
path, the path appearsas a seriesof points
and path segments @.

2. Useany of the path techniquesto
changethe shapeof the clipping path.
(See Chapter 7," Pen and Beziers" for
information onworking with paths.)

Yau can alsoturn aclipping path into a
frame. Thisletsyou apply astroketo the path.

To convert a clipping path into a frame:

1 Useeither selectiontool to select the
image with the clipping path.

2. Right-mouseclick (Win) or Control-click
(Mac) to open the contextual menu.

3. Choose Convert Clipping Path to Frame.
The clipping path is converted.

Yau don't haveto designateaclipping path in
Photoshop. InDesign letsyou sdlect any path,
saved with theimagefile as aclipping path.

syjod Buyddipy Buisp

To choose a path as an InDesign clipping path:

1. Sdectthe placed image that includesa
path.

2. Choose Object >ClippingPath. The
Clipping Path dialog box appears @.

3. Usethe Typemenuin the Clipping Path
dialog box to sdect the Photoshop Path
option . (Seethe next page on howto
use the Detect Edgesand Alpha Channel
options.)

4. Usethe Path menu to sdlect which path
should be used asaclipping path .

3. Click the Preview button to seethe effects
of choosingapath.

b. Click OK to apply the path.
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What happens, though, if an image doesn't
contain aclipping path?Fortunately,
InDesign can createaclippingpath from the
edges—or the differencesbetween the dark
and light colors—of theimage.

To create a clipping path from an image:

1 Inthe Clipping Path dialog box @,
choose Detect Edgesfrom the Type
menu @.

2 Adjustthe Threshold dlider to definethe
color that is used asthe areaoutsidethe
clippingpath @. 0 ispurewhite.

3 Adjustthe Tolerancedider to dlowa
dight variationin the Threshold color @.
A high tolerance often smooths out small
bumpsinthe path.

Yau can aso use an aphachannel, saved with
thefile, asaclipping path.

& Alpha channelsare graysca eimagesthat
are saved alongwith the color or black
channelsof an image.

To choose an alpha channel as a clipping path:

1 Usethe Type menuin the ClippingPath
dialog box to sdect Alpha Channel.

2 Usethe Alphamenu to select which
channel should be used as aclipping path.

3 Becausedphachannelscan contain
shades of gray, adjust the Threshold dider
to definethe color that isused asthe area
outsidethe clipping path. Ois pure white.

4 Adjustthe Tolerancedider to alow a
dight variationin the Threshold color. A
high tolerance often smooths out small
bumpsin the path.
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@ The Clipping Path diaog box gives you
special controls for creating a clippingpath
based on the appearance of theimage.

@ The Threshold and Tolerancediders

let you deter mine the shape of clippingpaths
created by the Detect Edgesand Alpha Channel
commands.
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Jnset Frame: [000

I Invert

I” _Include Ingde Edaes

- Restnct to Frama

W Use High Rescubor brege
@ Thedippingpath controlsat the bottom
o the Clipping Path dialog box give you control

over the shape and appearanceof a clipping
path.

@ Thelncludelnside Edgesin a clippingpath
creates transparent areaswithin theimage such
asthearea inside the basket handles.

The End of the Clipping Path?

Clipping paths are not suitable for
many types of images. A dipping
path acts like a knife that cats out the
background of an image. This is good
if you need a really sharp edge on an

~ image. Mowever, soft, curly hair may
need variations in transparency that a
clipping path can’t provide,
Fortunately InDesign lets you use the
transparency in Photoshop files to
make parts of an image transparent
{see the next page).

Al clipping paths can befurther modified by
using the controlsat the bottom of the Clip-
ping Path dialog box @.

To modify the effects of a clipping path:

1. Typeapositivevauein the Inset Frame
field to shrink the entire path into the
image.
or
Typea negativevalueto expand the path
outsidethe image.

1. If necessary, check Invertto switchwhich
areasthe path makesvisibleand which
areasareleftinvisble.

3. Check Includelnside Edgesto add areas
that are enclosed by the foreground image
totheclipping path @.

4. Check UssHigh Resolution Imageto
createthe pathfrom the high resolution
version of thefilerather than the preview.
Thisisadower but more accurateway of
calculating the path.

5. Check Restrict To Frameto preventthe
clippingpath frame from displayingany
part of theimagethat isoutsidetheframe
that holdsthe image.

To delete the clipping path around an image:

1 Select the placed image.

2 Choose Object >Clipping Path. The
ClippingPath dialog box appears.

3. Choose Nonefrom the Type pop-up list.
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Importing Transparent Images

InDesign offersyou aspecia advantagewhen
you place native Photoshop (PSD) or Illus-
trator (Al)files. If thereisany transparency
in the placedimage, InDesign displaysthe
image with the sametransparency asin the
original file.

To use the transparency in a Photoshop file:

1 In Photoshop, useany of thetools
to silhouetteor fadethe edgesof the
image. The Photoshop transparency grid
indicateswhich parts of theimageare
transparent @.

Savethefile asaPhotoshop (PSD)file.

3. Choose File>Placetoimport thefileinto
the InDesign document.

& Thelmage I mport Options dialog box
automaticallysetsthe Alpha Channel
import option to Transparency. You do
not haveto set the transparency option
for native Photoshop files.

4 Clickto placethefile The areasthat
weretransparent in Photoshop will be
transparent in InDesign @.

2 You can combinethe use of aPhotoshop

path together with transparency to
create asilhouettewith a see-through

transparency.

)

To use the transparencyin an lllustrator file:

L Inlllustrator, use any of the commandsto
apply transparency to the artwork.

2. Savethefileasan Illustrator (Al)file.

3. Makesurethat the PDF Compatibility
option ischecked in the Save dia og box.

4. Import thefileinto the InDesign
document. The areasthat were
transparent in Illustrator will be
transparent in InDesign @.

Transparent edge

Semi-transparent

@ Photoshop's transparency grid indicates
the transparency applied to an image.

) Atransparent Photoshop fileletsyou see
through to the glassto the text behind the image.

{3 Transparency inan lllustrator imageis
maintained when placed over thetext or other
objectsin InDesign.
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Alphia 1 ®u4

@ The alpha-chéhn'el_'fdr animagein the
PhotoshopChannel spal ette.

image Import Options

Options

? Apply Photoshap Clipping Path

Alpha Channe: 5 + None

@ Usethe AlphaChanne menu in the Image
Import Options to apply the channd to an
image.

@ Analpha
channel applied
to an image
allowsthe
image to have
transparency.

In addition to importing Photoshop fileswith
transparent layers, InDesign can aso apply

an alphachannel saved with flattenedfiles.
Thisdlowsyou to display transparency in
fileformatsthat do not support layersor a
transparency grid.

To apply an alpha channel to an image:

1

Add an aphachannel to theimagein

Photoshop. The aphachannel should be

created asfollows @:

* Black designatesthose areasthat are not
transparent.

* White designatesthose areasthat are
completely transparent.

* Shadesof gray are used for those areas
that are partially transparent.

SavethefileasaTIFF, GIF, JPEG, or BMP

file

Choose File>Placeto import thefileinto
the InDesign document.

Usethe Show Import Options checkbox
to open the Image Import Options dialog
box.

Choosethe name of the aphachannel
from the Alpha Channel menu and dlick
OK to placethefile .

If necessary, click to placethefileon the
page. The aphachannel isappliedto the
image to create opague, transparent, and
semi-transparent areas @.
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Chapter 8

Viewing Images

When you have alarge document with a

lot of imagesin it, you might find that the

redraw time isdelayed as you move around.

However, you can set preferencesfor how

your images are displayed by lowering some

of theimage detail for increased speed asyou

move through pages. Thesedisplay settings

can be applied to the entire document or to

individually selected objects.

{2 Thedisplay settingsfor imagesdon't
affect how the document will print.

To set the default appearance of previews:

1 Choose Edit >Preferences>Display
Performance (Windows).

onr

Choose InDesign >Preferences>Display
Performance (Mac OSX). Thisopensthe
Display PerformancePreferencesdialog
box @.

2 Chooseoneof the three optionsfrom the
Default View Settings menu €.

e Optimized is used when you want
thefast screen redraw and best
performance.

* Typicd is used when you want a better
representation of theimages.

* High Quiality is used when you want to
see asmuch detail as possibleonscreen.
This option may cause InDesign to
work dower than the other choices.

I Each of the menu choices corresponds
to oneof the radio buttonsin the Adjust
View Settingscontrols.

3. Check PreserveObject-level Display
Settingsto usethe display settingsthat
have been applied to individual images
(seethe nextpage) @.

et e [T

I e D B ee Dl W@
S FEE kT
 Orormesd W Typeal
B SELC ER
t-rlrrq-.—‘:'_. |

L
-

W

S
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@ The Display Performancedia og box
controlshow images and transparency effects
aredisplayed.

P Crebi Sro-diemed

Dafaut Wew: | Typical

choose which display performance setup is
applied toimages.

Oatars
Defait vew: [Tyoal L |
™ Preserve Object-level Depay Settngs

@ Check Preserve Object-leve Display
Settingsto let each object's settings override the
overall document display setting.
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@ The Display Performancecontextual
meanu for an object |ets you changethe display
performancefor that object.

v e Died-wl Sk Erem
Tar oy Jeods Lrmegs
&} The Display Performancecontextual
menu settings let you quickly switch from one
display performanceto another.

Asyou work, you can switch between the
menu commands without having to open the
Disgplay Performance Preferences dia og box.

To switch the default view setting:

1 Withno object selected, Right-mouse
click (Win) or Control-Click (Mac). This
opensa contextual menu .

2. Chooseoneof theview settingsfrom the
Display Performancesubmenu.

3. ChooseAllow Object-level Display
Settingsto overrideany individual image
previews (see the next exercise). Thisdoes
not deletethoseindividual settings,it only
overridesthem.

4 ChooseClear Locd Display Settingsto
delete any individual image previews.

32 Yau can dso usethe View menu to choose
the view settingsor to overrideany
individual image previews.

Yau can also set each individual imagetoits
own display setting. Thisletsyou set onelarge
imageto faster screen redraw while showing
more detail in other objects.

To set individual image previews:
1 Sdect theimage.

2. Right-mouseclick (Win) or Control-click
(Ma&c). This opensthe contextual menu
for thedisplay of that object @.

3. Chooseoneof the optionsfrom the
Display submenu of the contextual menu.

2 The UseView Setting command setsthe
object back to whatever isthe current
View Settingin the Display Performance
Preferences.

& Yau can dso usethe Object >Display
submenu to choosethe view settingsfor a
selected object.

InDesign CS Visual QuickStart Guide 211

sofiow) Bumaip



Viewing Images

Chapter 8

ThelabelsOptimized, Typicd, and High
Quality are merely guides. Yau can customize

the specific displaysfor raster images, vector

art, and transparency effectsin the Adjust

View Settingsareaof the Display Perfor-

mance Preferences.

To set the raster and vector displays:

1 Choose Edit >Preferences> Display
Performance (Win).

or

Choose InDesign >Preferences>Display
Performance (Mac).

2 Chooseoneof the radio button settings
inthe Adjust View Settingsarea @.

3 Dragthedider for the Raster Imagesor

Vector Graphicsasfollows @:

* Gray Out (farleft) displaysagray
background instead of the image -
Thisisthefastest performance.

* Proxy (middle) displaysa72 ppi screen
preview of theimage @. Thissetting
providesthe best performancethat till
showswhat the imagelookslike.

» High Resolution (far right) displaysthe
maximum resolutionin theimage @.

4. Repeat the processfor each of the other
radio button settings.

HE Raster Imagesand Vector Graphics
settingsdon't haveto be set for the
sameresolution. Thisalowsyou to
have afaster redraw for large raster files,
and more detailsin the lines of vector
graphics.

Adjust View Semings -
) Optimied & Typical 1) High Qualiny

i) The Adjust View Settingsradio buttons
give you three different display settings to apply
to a document or individual images.

e T
= i

@ The Ragter Imagesand Vector Graphics
diderslet you control how those formats are
displayed.

e A

2} An example d the Gray Out view setting.

Prow disploy High Resolution display

@ Theddifference between the Proxy setting and
the High Resolution setting.
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&I The Trangparency dider lets you control
the display o drop shadows, feathers, and
transparency effects. The setting |labels appear
asyou move the dider.

Image Selected Frame Selected

@ The difference between applyinga drop
shadow to an image versus a frame.

Yau can aso adjust the display for thetrans-
parency effectsas well asthe drop shadows
and feather effects.

To set the transparency effects displays:

1 Chooseone of the radio button settingsin
the Adjust View Settings area.

2. DragtheTransparency dider to each
notch setting asfollows @: (Thelabels
appear asyou drag the dider.)

o Off (farleft) displays no transparency
effects. Thisisthe fastest performance.

e Low Quality (secondfrom left) displays
basi c opacity and blend modes. Drop
shadowsand feathersare displayed in
low resolution only. Some blend modes
may changein thefinal output.

* Medium Quality (second from right)
displaysdrop shadowsand feathersin
low resolution.

» High Quality (far right) displayshigh
resolutiondrop shadowsand feathers.
Blend modesappear in their correct
CMYK color display.

3. Repest the processfor each of the other
Adjust View radio button settings.

Applying Effects to Images

It makesadifferenceif you apply adrop
shadowto the frame or to the imageinside
theframe.

To apply effects to imported images:

e Sdectthe abject with the Selectiontool to
apply the effect to the framethat contains
theimage ®.
or

Select the image with the Direct Selection
tool to apply the effect to theimage
within theframe ().

IR If you apply adrop shadow to animage,
you may need to enlargethe sizeof the
framein order to seethe shadow.
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TEXT EFFECTS ﬂ

0 back and look at the adver-
Gtisements they did back in the

1800s. (Yes that was before |
worked in advertising.) In those ads,
the text marches along in a straight
line without swerving toward or
moving around the images.

Inthosedays, it wasextremelydifficult
to wrap text around an image. Each
line of text had to be cut and pasted
around the edges of animage.

The paste-up artists never dreamed
of setting text along a path so
that it follows the shape of a
rollercoaster — that would have been
far too much work!

Adding short horizontal rules to
divide one paragraph from another
was another tedious task. In fact,
if you look closdly at some old
advertisements, you can see that the
rule isn't perfectly centered in the
column.

Fortunately, electronic page-layout
programs such as InDesign make it
easy to do all these specia text effects
with incredible precision.
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Chagter 9

Wrapping Text

Oneof my favoriteeffectsto apply to textis
toarrangeit to flow around imagesand other
objects. Thisiscalled text wrap. InDesign
givesyou many different optionsfor running
text around objectsyou createin InDesign or
imported graphics.

To apply a text wrap:

1 Sdectthe object that you want the text
towrap around. This can bean imported
graphic, atext frame, or an unassigned
frame.

2 ChooseWindow >Type & Tables>Text
Wrap. Thisopensthe Text Wrap
palette Q.

3. Chooseoneaf thefollowingoptions
for how thetext should flow around the
object ). (Seethe chart opposite for a
visual representation of each text wrap.)

* Nowrap letsthe text flow acrossthe
object.

= Bounding Box flowsthe text around
the bounding box for the object.

» Object Shapeflowsthe text around the
shapeof the frameor the shapeof the
placed graphic. (Seethe exercise on page
218 for moreinformation on setting the
Object Shape text wrap.)

* Jump Object flowsthe text to the next
availablespace under the object.

e Jumpto Next Column flowsthe text to
the next column or text frame.

4 Check Invert to forcethe text to flow
insidethe object €.

5 Enter an amount in the offset fieldsto
contol the distancebetween the text and
the object Q.

HE The number of availableoffsetfields
dependson the type of text wrap you
choose.

i | n

L

EEE.

e M

L) BN
) The Text Wrap palette controls
the settings for how textflows around
an object.

No Bounding Object Jump Jumpto
wrap  box  shape objedt next column

— e d | e | ey | .
B === -

€ The five different text wrap buttonslet you
choose how the text wrapsaround objects.

Regular text wrap

L

€) When the Invert command isturned on,
the text wrap causesthe text to flowinside, not
outside, an object.

Top Bottom Left Right
|

Elﬁdelﬁ | |rE & | ]
B Eopio | 4 P opi0

) Thetext wrap Offset controlsallow you to
st the distance between the text and a graphic.

216 InDesign CS Visual QuickStart Guide



Text Effects

Wrap Chosen
NoWrap

Bounding Box

Object Shape

JumpObject

Jumpto Next Column

Offset available

No offset options available.

Top, bottom, left, and right
offset options available.

Top offset option isthe
only one available. Amount
is used asthe spacearound
the entire graphic.

Top, bottom, l€eft, and right
offset options available.
However only the top and
bottom offsets affect the
text.

Top, bottom, left, and right
offset options available.
However only the top offset
affectsthe text.

Il Unlessyou changethe preferencesetting (see page491),
lineswhich wrap below the text wrap object skip to the
next availableleadingincrement below the object.
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Text

Chapter 9

When you choose Object Shapefor the text
wrap, InDesign |etsyou set the contour
options for that shape. This givesyou more
control over the shape of the text wrap.

To set the text wrap contour options:

I

2

Usethe Direct Selectiontool to select the
image.

Click the Object Shapetext wrap button
in the Text Wrap palette.

Choose Show Options from the Text
Wrap palettemenu to display the
Contour Options at the bottom of the
Text Wrap palette.

Usethe Contour Options Typemenu to

choosethe typeof e ement that should be

used to create the text wrap @:

# Bounding Box usesthe rectanglethat
containsthe image.

= Detect Edges usesthe differences
between the pixelsof theimageand its
background.

= AlphaChannel letsyou choosean
embedded alphachannel.

= Photoshop Path letsyou choosean
embedded path.

= Graphic Frame usesthe shapeof the
frame that containsthe image.

= SameAs Clipping useswhatever shape
has been designated as the clipping path
for the image (see page 204).

If you choose Alpha Channel or

Photoshop Path, use the second pop-up

menu to choose aspecific channel or

path.

Check Includelnside Edgesto makethe

text wrap inside any holesin the image,

path, or alphachannel Q.

M= LD - Emn ,'
1 ] oete a4 Opi0
Contour Qlptions: 0 1
Type: | Bounding Bax -

Same As Clipping

) The Contour Options Type.r.nenu lets you
choose what object controlsthe shape of the text

wrap.

E'|||:||I:- she
her has-
ket
“Come g
along
Tk,
sl 2
"W will
20 o ke
Enerald City
© Usthe IncludeInside Edgesoption to

havetext within the edges of theimage, such as
within the basket handles of thisimage.
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ing Toto

be killed,
and heedless of
forward and
slapped the Lion

i An example of how an invisibleobject can be
used to create a text wrap.

Finally the picked up her hacker
Comme i .
e Ro i
Ton,™
B {
i
“We
wllze| WA
i} Usethe Direct Sdlection tool to changethe
shapedf atext wrap path.

Finally the piecked up bes backet

© Theplussign next to the Pen tool indicates
thatyou can add a point to the text wrap path.

_ Finally she picked up her basket
'Ch-llulg,'l'%—,

® Position the Pen tool over a point and click to
ddete pointsfrom atext wrap path.

A text wrap doesn't haveto be around visible
objects. You can use an object with nofill or
strokeasthe shapeto wrap text around igh.
This createsspecia effect for text around an
image.

To wrap text around an invisible object:
1 Draw an object with nofill or stroke.
2 Setthe Text Wrap to Object Shape.

Onceyou set atext wrap, you can still mani-
pulateit so that the text reads morelegibly or
fits more attractively into the contour of the
object. Thisiscaled acustom text wrap.

To create a custom text wrap:

1 Useeither selectiontool to select the
object that hasthe text wrap appliedtoit.

3 Apply the Object Shapetext set for
Graphics Frame (seepage 216) to createa
simpletext wrap without alot of points.

2 Usethe Direct Selectiontool to movethe
points on the text wrap path .

HE Yau can preview how thetext reflows
around the text wrap. Pressand hold for a
moment beforeyou movethe point of the
text wrap. You can then seethe text reflow
asyou movethe point.

3. Click the Pentool between pointson the
text wrap path to add a new point to the
path €.

4, Click the Pentool on apoint on thetext
wrap path to deletethe point from the
path @.

@ Hold the Cmd/Ctrl key to accessthe
Direct Selection tool while using the Pen
tool.

ixay buyddoip

InDesign CS Visual QuickStart Guide 219



Text

Chapter 9

Yau may find that you don't want sometext
to be affected by atext wrap. For instance,
you might want to have the body text in one
frame to run around an imagebut have the
text 1abel in another frameto appear over the
image Q. That's when you need to direct the
text frameto ignoreanearby text wrap.

To ignore the text wrap:

. Sdectthetext framethat containsthe text
that you don't want affected by the text
wrap command.

2. Choose Object >Text Frame Options.
Thisopensthe Text Frame Options dialog
box ®.

3. CheckIgnoreText Wrap. Thetext in that
frameis unaffected by any objectsthat
have atext wrap applied.

02 Text wrap isapplied evenif the object
that hasthe wrapison ahidden layer. Use
the Layer Options dialog box to change
thisso that hidden layersdo not exert a
text wrap (see Chapter 11," Layers" for
moreinformation on workingwith layers).

HE Ordinarily,InDesign’s text wrap is applied
to text both above or below the object
that hasthe text wrap turned on. Use
the text wrap settingin Composition
preferences(see page 490) to havethe
text wrap applied only to text below the
object. Thisiscloser to how QuarkXPress
appliestext wrap.

Text frame that follows
the text wrap

Text frame S ignores
the text wrap

I
l There was no

irmiall kel
cyclone cellar, where the family could go in case one

garmet at s,
g in the
@ An example of how Ignore Text Wrap keeps

The Great "
] : ceilar —
State of Kansas
\ : graund,
calbed i
the map title from being affected by the text
wrap applied to the outline of the state.

& ignore Text Wra
e m

® ThelgnoreText Wrap checkbox in the Text
Frame Options dialog box preventstext from
being affected by any text wrap settings.
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1 ® ThePath Typetool in the
|| Toolboxisused to add text to
a path.

@ The plussign next to the
Path Type cursor indicates
you can click toadd text toa
path.

wYhe o

@ Drag theindicator lineto move the text
alonga path.

Dq/__...l/v(_)

e

i) The center pointindicator allows you to
move text or flip it from one side of the path to
another.

Text on a Path

When you create an object such asatext
frame, the outside shape of theframeis
considered the object's path. Not only can
InDesign fit text insideatext frame, it also
letsyou position text so that it runsaongthe
outside of the frame.

To run text on the outside of a path:

1 Choosethe Path Typetool in the
Toolbox ®.

2 Movethetool sothat it isnear the path.
A small plussign appears next to the tool
cursor .

3 Click with the Path Typetool. A blinking
insertion point appearson the path.

4. Typethetext. Ussany of thetext controls
to sdlect or modify the text.

2 Usethe Direct Selectiontool to select the
path and changeitsfill or stroketo none
to makethe path invisble. (See Chapter 7,
" Pen and Beziers,” for moreinformation on
modifying paths.)

Onceyou apply text to a path, you can drag to
position the text.

To position text on a path:

e Dragtheindicator at the start or end of
the text on apath to changethe start or
end point of thetext @.
or

Drag the small indicator within the text to

changethe center point of the text. 3.
B Yau can dsodrag the center point

indicator to the other side of the path.

2 Yau can usethe Paragraph pal ette (see
page 62) to changethe alignment of the
text between the start and end indicators.
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Chapter 9

To apply effects to text on a path:

1 Choose Type>Typeon a Path >Options.
Thisopensthe Path Type Options dialog
box @.

2 Usethe Effect menu @ to control how
thetext is positioned in relationshipto
the path @.

» Rainbow positionsthetextin an arc
aong any curvesin the path.

» Skew distortsthetext verticalyasitis
positioned along curvesin the path.

» 3D Ribbon distortsthe text horizontally
asitis positioned along curvesin the
path.

e Stair Step dignsthe individual
basdlinesof eachletter o that the text
staysvertical asit ispositioned along
curvesin the path.

* Gravity usesthe distortion of the path
to distort the text asit is positioned
aong curvesin the path.

3 Click the Flip checkbox to position the
text on the other side of the path.

4 If the spacing of thetext isuneven,
usethe spacing control to tighten the
character spacingaround sharp turns and
acute angleson the path.

IR Higher valuesremove more space from
between the characters.

P e D
A e
e

@ The Path Type Optionsdiaog box allows
you to control how text isapplied to a path.

{ The Effect menu controls the appearance d
thetext on the path.

Qizardry .
W izardry e
wizardry .
leardr}{x S Siep
‘ " - 34{.535—'1___%,_&,“

@ Thefiveeffect settingsapplied totextona
path.
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Yoau can dso control wherethelettersare
positioned vertically on the path.

To set the vertical alignment of text on a path:
1 UsetheAlign menu i to control how the

£ sline text is positionedin relationshipto the
& The Align menu controls how the text is path @. o
positioned in relationship to the path. * Ascender positionsthe text so that the
topsof thetallest | etterstouch the path.
* Descender positionsthe text so that the
Baseline Ascender bottoms of the lowest letterstouch the

path.

 Center positionsthe text sothat the
middleof the text touchesthe path.
- : ¢ Basdinepositionsthe text so that the
X basdlineof the text touchesthe path.

2 Usethe To Path menu to position the

) Descender Center vertical alignmentin one of thefollowing
e housa ” positions :
b —‘\""l:.-% » Top positionsthetext relativeto the top
= of the path's strokeweight €&}
i{b 3 : * Center positionsthe text in the middle
1IR3 B

of the path's strokeweight &.
. : . * Bottom positionsthe text relativeto the
@ TheAlign choicesapplied to text on a path. bottom gf the strokeweight .
I If you do not see any changesfrom the To
— : Path settings, try increasing the thickness
¥l T of the strokeweight.

& Yau can dso use the Basdine Shift

controls (seepage 58) to movethe text up
or down relativeto the path.

§ing 0 uo jxaj

oudt ot

@ The To Path menu positions the vertical
alignment of the text on the path.

Wigard & Fons 1

Iﬂ. E&]ﬁ IM Batiom

L — ———

@ The effect of the To Path sertings on the
positionaf text on astroked path.
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Working with Paragraph Rules

The correct way to createaline aboveor
below a paragraph iswith paragraph rules.

Thesearelinesthat travel with the paragraph

and that can be applied as part of stylesheets

(see page 328).

To apply paragraph rules:

1. Sdect the paragraph to which you want
to apply the rule and choose Paragraph
Rulesfrom the Paragraph pal ette menu
). Thisopensthe Paragraph Rules
dialogbox .

2. Choose RuleAboveor RuleBdow to

specify whether the rule appearsbefore or

after the selected paragraph 3.
3. Check RuleOn to activatethe rule.

2 If youwant rulesboth above and below
the paragraph, repeat steps2 and 3.

| Wy vse parogroph reles?

If you want aline (technically called a
rule) to appear above or below a para-

D

P“F” ata |||:E|:|1 ul aAW @ Ill£ 'th'I:E'd'I'E

Pen or the Line tool. Unfortunately if
the text reflows, that line does not trawel
with the text. Yau could also paste the
line into the text as an inline graphic
[see page 196), but you would not have
much control over that Iine

nr below paragraphs is to use the
Paragraph Rules commands. Because
the rules are applied as part of the
paragraph settings, they automatically
maove if the paragraph moves. In addi-
tion, they can be precisdly positioned in
relationship to the paragraph.

—

Orey Mgn Frst Lne To Gnol
I Balance Ragged Lines
— comecthiom o il
Susafoanon an+shRaCHi+l |
—— Knap Opiong. . Al |
Hyphenstor. .. §
=  [ropCaps anchested Stfes,.,  ARsCrisR
Farngr ngh Fokes. .. e

2 Usethe Paragraph pal ette menu to open the
Paragraph Rules.

Farrmk e
[ ] ¥ e
e [T = e —
-\'.'-i-{ -| TF |:|ll| =

— =
wpr: [ 2] e [F
Falo_ il B R ke ||u
I Epw N r E |

%) The Paragraph Rulesdia og box controls
the settings for paragraph lines.

~ |Ruls Above =] ¥ fule On -
i Bl ~ 1
@ Choose Rule Aboveor RuleBdowto
position the line above or below aparagraph.
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sisgre: 10t =]

@ Use the Weght control to define the
thickness of the paragraph rule.

@ Usethe Typelist to choose the stroke style for
theparagraph rule.

@ Usethe Color list to choose the main color
for the paragraph rule.

o

B Use the Tint control to set the screen for the
color of the paragraph rule.

& Usethe Gap Color list to set the secondary
color of the paragraph rule.

@ Usethe Gap Tint control to set the screen
for the gap color of the paragraph rule.

Onceyou haveturned on the rule, you can
styleitsappearance. Thisissomewhat similar
to styling the strokefor an object.

To style the appearance of a rule:

1 Set anamount for the weight (or
thickness) of therule @.

2. Usethe Typelistto choose astrokestyle
for therule .

& In addition to the default strokestyles,
thislist also displaysthe custom stroke
stylesyou definefor the document (see
page 149).

3. Usethe Color list to apply acolor or
gradient swetchtotherule 9.

I The availableswatches are those
previoudly defined in the Swatchespal ette.

3 Usethe Text Color setting to have the
color of the rule change automatically if
the text color changes.

4. If desired, check Overprint Stroketo
set theink to overprint (see page 136for
setting overprints).

5. If youhavechosenacolor for therule, use
the Tint controlsto create ashade of the
color £f.

#. If you have chosen arulestylethat has
agap, usethe Gap Color list to apply a
color or gradient swatch to the gap €.
Thisissimilar to setting the Gap Color for
strokes, strikethroughs, and underlines.

I If you have chosen agap color for the
rule, usethe Gap Tint controlsto createa
shade of the gap color €0.

8. If desired, check Overprint Gap Color to
set the gap ink to overprint.
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Thelength of arule (calleditswidth) can be
set to cover the width of the column or the
width of thetext. The rulecan adso beset to
be indented from the column or text margins.

To control the width of a rule:

1 Choosefrom theWidthlistin the
Paragraph Rulesdialog box asfollows €&}
o Column createsarulethat isthe same
width asthe column that holdsthe
text €.
« Text createsarulethat isthe same
width of the closest lineof text €.
{12 If you set arule below aparagraph that
endsin ashort line, the rulewill bethe
samelength asthelastline.

2. Sa theLeft Indent to the amount that the
rule should be indented from the left side
of the column or text &.

3. SatheRight Indent to the amount that
the rule should be indented from the
right side of the column or text €.

I Use positivenumbers to movetherule
in from the margin & Use negative
numbers to movethe ruleoutside the
margin. The rule can extend outsidethe
text frame.

By default the paragraph ruleis positioned
on the basdlineof the text. Yau can control
the position above or below the basgline €.
Thisiscaled the offset of the rule.

To control the offset of a rule:
e Inthe Paragraph Rulesdialog box, enter a
valuein the Offset field.
* For aRule Above, positivenumbers
raisethe rule abovethe basdine.
* For aRule Bdow, positivenumbers
lower the rulebel ow the basdline.
HE Negative numbers move rulesin the
oppositedirection.

Width: | « Calumn | Offs
Left indent;]  TEXt Right Inde

€ TheWidthlist lets you choose the length of
paragraph rules.

'From the Land of Oz,” said Dorothy gravely.
"And here is Toto, too. And oh, Aunt Em!  (glumn
I'm so glad tobe @ homeagain!

“From theLand of Oz,” said Dorathy gravely.
"And here is Toto, t00. And oh, Aunt Em!  Text
I'm so glad tobe @ homeagain!

£ Column widthfitsthe rule to the width
of the column. Textwidthfitsthe ruleto the
neighboring text.

Wilh | Cobgwmn Offser: 10p0
Left indent: Op0 Right Indent: 0p0

Gap

€ The Left Indent and Right Indent fields et
you modify the length of a rule.

“From theLandof & ," said Dorathy gravely.

"And here isToto, too. And oh, Aunt Em! .
I'm so glad to be & home again! W indent
“Froma theLand of & " said Dorothy gravely.  Leff and

"And here is Toto, too. And oh, Aunt Em!  right
I'm 0 glad to be a& home again! indents

& How changing the Left and Right Indent
settings changesthe look of rules.

'From theLand of Oz,” said Dorcthy gravely.

" : |
_And here I_S’I_‘oto, too.And. ohl, Aunt Em! Wi st
“From theLandof & ," said Dorothy gravely.

"And here is Toto, too. And oh, Aunt Em!

I' mso glad tobea homeagain! 0p8 offset

€D Change the Offset amount to move a rule
up or down relative to the text.
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The Guardian of the Gate

It was some time before the Cowardly Lion
awakened, for he had lain among the pop-
pies a long while.

£l A paragraph rule can create the effect of
reversed text.

Paragraph Rubes

i —

[ ¥ Tree: — |

ok I[Mack] B Tinn e k|
_ Owmrpnee Sehe i

Gap Color, ¢ {nene} : Cap Tint

N - :
Width: Sl m Offset  ~1p2 i
teft indent Dl Right Indent: 0po :
[ L m {7 comn

€ A dialog box showing the sample settings
for a paragraph rule that create the effect of
reversed text.

True Stery
When I first started learning page lay-
outl software, | wsed the art director’s
computer at the advertising agency
where | worked. | staved after hours to
explore the programs and create my
own documents,

When [ saw the cormmand “Bules” in
the menu, | figured that was where
they kept the laws governing the
program. Since [ didn't want to mess
up the art director’s machine, [ never
chose the command.

It was several years later (and several
haorrible jobs withowut any paragraph
b orules) that | discovered what the
IE “Fules” were

Yau can create many specia effectswith
paragraph rules. One of the most common
isto superimposetext inside paragraph rules
to createthe effect of reversed text. Most
reversed text iswhite typeinsideablack back-
ground. However, any light color can be used
insideany dark background €.

HE Don't forget that you can aso usethe
underline or strikethough stylesto create
reversed text (see page 56).

To reversetext using rules:

1 Applyalight color to alineof type.

2 Open the Paragraph Rules dialog box.

3. CreateaRule Bdow.

4 Settheweight of the ruleto apoint sze
large enough to enclosethe text. For

instance, if thetext is12 points, therule
should be at least 12 points.

2 If you have morethan onelineof text,
you need to calculatethe size of the
leading timesthe number of lines.

5 Set anegativenumber for the offset value.

HE The offset amount should bedightlyless
than the weight of the rule. For instance
aruleof 14 points might take an offset
of - 11 paints.

6 Check Preview so you can seethe effect of
the weight and offset settingsyou choose.

7 Adjust the weight and offset, if necessary.

8 Click OK to apply the rule €g).
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PAGES AND BOOKS[m

ost people who lay out docu-
M mentswork on projectsthat have

more than one page— bookl ets,
brochures, newdetters, menus, pro-
posals, magazines, books, and so on.
Even a lowly business card has two
pagesif you design afront and back.

When you work with multi-page
documents, you need to add pages,
flow text, apply page numbers, and
forcetext to moveto certain pages.

If you are working on very complex
documents, you need to make suredl|
the pages have the samestructure.

If you are working on a book, you
will want to join individual chapters
together. You may also want to auto-
mate the process of creatingatable of
contentsor index.

Hees where youll learn how
automate and organize working with
multi-pagelayouts. In addition, you’ll
learn how to use InDesign’s Book
features to synchronize multiple
documents in a large project. You’ll
aso discover specia features for
creating atable of contentsfrom text.
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Changing the Pages Palette

Yau may want to changethe display of the
Pages palette.

To open the Pages palette:
e If the Pagespdetteisnot visible, choose
Window > Pagesto open the palette €.

To control the display of the Pages palette:

1. Choose Palette options from the Pages
pal ette menu. Thisopens the Pages
Options diaog box €.

2. Usethe Pageslcon Size menu to change
the sizeof the document pagesiconsas
they appear in the Pages pa ette. Thefour
choicesare Small,Medium, Large, and
ExtraLarge.

& Small dlowsyou to fit the most number
of pagesin the smallest palette area.

3. Usethe Masterslcon Sze menu to change
thesizeof the master pageicons. These
choices are the same asthe Pageslcon
Sze menu.

4 Uncheck Show Verticalyto display the
pageshorizontally in the palette €.

HE Turning the Show Vertically option off
makesit easier to fit more pagesin a
smaller palette area.

5. Choose Pageson Top to position the
document pagesat the top of the
palette ).

b. Choose Masterson Top to positionthe
master pagesat the top of the palette.

T. Usethe Resize list to control what
happenswhen you resize the pal ette:

* Proportional maintainsthe same
relativeareaasyou changethe size of
the palette.

* Pages Fixed adds new space only to the
mastersarea.

* MastersFixed adds new spaceonly to
the pagesarea.

Master page
area
= Document
E ek page area
1 =1 Newpage
3 P i 2 prach *=— Delete page

i) The Pages paletteis the command center for
multi-page documents.

i@ The Paette Optionsdiaog box letsyou
control the appearance of the Pagespal ette.

Horizontal arrangement Vertical orrangement

o

1
=4 &

[EPgmads o F | iPqundE 3 F
€} The Pagespalette when Show Verticaly is
turned off (left) and turned on (right). More
pagesarevisiblein the horizontal orientation.
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[hie=s ]
Adaster ) An example of

choosing Pageson

¥ Pagen in T heeal ¥ | Top.

B The checkerboardgrid over a page
indicates that an effect such astransparency or
drop shadow has been applied to thatpage.

I| € Draga master
= | page from the

|| master page area of
the Pages palette to
| thedocument area
to add pagesto a

armmeitem a3 L& document.

Adding Blank Pages

Althoughyou probably specified a certain
number of pagesbeforeyou started your
document (see page 18), you might need to
add more pages after youve dready started
workingonit. You can add pages asyou work
or you can add a particular number of pages
at apreciselocation.

R A checkerboardgrid over the page display
in the Pages pal etteindicatesthat an effect
that requiresflattening (see page 436) such
asatransparency,drop shadow, feather, or
Photoshop transparency has been applied
on that page &

If you need to add just afew pages, you can

add them one-by-one, manualy.

To manually add pages:

1. Click the New Pageiconin the Pages
paletteto add asingle page.

or

Drag amaster page or anon-master
pagefrom the master page areato the
document areaof the palette i£¥. (See
pages 245—249 for how to work with
master pages.)

2. Repest as many times as necessary until
you have added d| the pagesyou need.

Glossary of Page Terms

Asyou work with pagesand the Pages palette, it helpsif you understand thefollowing:

* Document pages: The main pages of your docoment. These are the pages that contain
your project. Items that are on the document pages are docwment page frems,

* Master pages: The pages that contain elements that are repeated on all the document
pages, ltems that are on the master pages are called master page idems,

* Local Overrides; Normally you can not select or medify master page items. However, if
you apply a local override to the master page items on a specific document page, they
can be modifiedon the document page.
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Adding Blank Pages
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If you need to add many pages, rather than
dragging pagesover and over in the Pages
palette, you can add them using the Insert
command. Thisasoletsyou specify whereto
add the pages.

To add pages using the Insert command:

1 ChooseInsert Pagesfrom the Pages
palettemenu @. Thelnsert Pagesdialog
box appears Q.

2 Typethe number of pagesyou want to
insert in the Pagesfidd.

3 Choosewhereto add the pageswithin
the document from the Insert list as
follows €):

* BeforePageletsyou insert new pages
before aspecificpage.

* After Pageletsyou insert new pages
after aspecificpage.

* At Start of Document inserts new pages

at the beginningof the document.
e At End of Document inserts new pages
at the end of the document.
4  Usethe Master menu to choosethe
master page that the new pagesshould be
based on.

or

Choose Nonefrom the Master menu to
have an empty pagethat doesnot act asa
master applied to the new pages.

5 Click OK. The new pagesappear in the
Pages pal ette.

Aoply Magher o Pages, .,
Save g MasiEr

Creerricie A Memier Page [lems AlEHSRHIEA
Remave Al Locsl Creerrices
Digrtmch A0 Olvjects From Mastes

Emen Spremd Toge ther
o Al Pages n Shuffie

Palette Opons. .,
Fumbening & Seciion OoSons....
Spread Flatisring [

0 The Pages palette menu gives you choices
for working with pagesin a document.

L Fags r
P [T - -
i< [ i =5 e |
Hrrﬁ =

D Thelnsert Pagesdialogbox letsyou add
many pagesat onceto a document.

Insert Pages d

) Thelnsert menu givesyou specific choicesas
towhere to insertpages.
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Hr ) (A

4.5

) The colored hlghllghton the targeted pages
(pages4-5) shows they are not the active pages

(pages2-3).

w
[ CLon
P 1 4.5
@ The highllghton the page number and the

page for the active pages (pages2-3) showsthey
are both targeted and active.

Navigating Pages

Asyou work with pagesin the Pages pal-
ette, you should understand the difference
between targeting a page or workingon a
page. The active pageisthe page you are cur-
rently working on. Thetargeted pageisthe
page chosen in the Pages palette.

To target a page:

e Clickthe pagein the Pages palette. A
highlight appearson the page @.

@ When apageistargeted,it meansyou
can apply acommand in the Pages pal ette
even without workingon the page.

To work on a page:

e Double-click the page number or name
of the master page spread in the Pages
palette. A highlight appearsover the
number or name of the page @.

HE When you work on the page, that page or
spread is centered within the document
window.

InDesign has severd different waysto move
from pageto page. If you are used to using
QuarkXPress, you may want to navigateusing
the Pages palette. This method isaso handy
asyou can position the Pages pal ette any-
where you want on the scren.

To move to a specific page using the Pages palette:

e Double-click the pagein the Pagespalette
that you want to moveto. The pageis
centered within the document window.
or
Double-click the name of the spread to fit
both pagesin the document window.

Yau can dso scroll or usethe Hand tool to
move through the document.
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Yau can aso usethe navigation control sif
you don't mind moving down to the bottom
of the document window.

To navigate using the window page menu:

e Click apage number in the window
page menu to navigatethrough the
document @.

or
Enter anumber in the Pagefield to move
to aspecificpage.

To use the navigation controls:

e Click each of the navigation arrowsto
movethrough the document &.

Yau can aso navigateusing the commandsin
the Layout menu.

& The major benefit to using the Layout
menu commandsisthat they can be
applied using keyboard shortcuts. This
makesit easy to movethrough the
document when your hands areon the
keyboard.

To navigate using the Layout menu:
e Chooseoneof the following:

* Layout>First Page movesto thefirst
page of the document.

 Layout >Previous Page movesto the
previouspage.

e Layout >Next Page movesto the next
page.

e Layout >L ast Page movesto thelast
page of the document.

* Layout >Next Spread movesto display
the next spread of pages.

* Layout >Previous Spread movesto
display the previousspread of pages.

e Layout>Go Back movesto the page
that was previoudly active.

* Layout>Go Forward movesto the
pagethat was active beforethe Go Back
command was applied.

e =l

® The p-op-up pegelist at the bottom o
the document I et you navigatethrough the
document.

Firsl page praig Hex! page

P Usthe navigation controlsat the bottom
o the document window to move through the
document.

Which Pages are Shown in the Page List?

Normally, only 100 pages are ssen in
1he page list. Documents with more [}
than 100 pages will not display some
pages. If you hold the Opt/Alt key as
you open the Page list, you will see
all the pages no matter how long the
document is.

Af you don't hold the OptiAlt ey, the
list will always show the current page,
the first and last pages, and five pages...
before and after the current page.

Omnce those pages are shown, the list
displaysall the pagesin the document™ |
praportionally on either side of the
current page. That means if the cur-
rent pageis closer to the end of the
document, there will be more pages
shown beforethe current page.
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Arrow pointsin
—— dirnciion
wil ke

@ Pagescan be moved by dragging their icons
in the Pages palette.

Before page drag After page drag

0 EE

i

ES 0=

® When Allow Pagesto Shuffleisturned on,
apage moved between two other pages forcesone
d the pagesto the next spread.

After page drag

Before page drag

i When Allow Shufflingisturned off, a page
moved between otherpages isadded between the
two pagesin the spread.

Yau can a so use the Pages paletteto duplicate
and del ete pagesfrom the document.

To duplicate pages:

1 Selectthe pageor spreadsyouwant to
duplicate.

2. Dragthe pagesonto the New Pageicon.
or

Choose DuplicateSpread from the Pages
pal ette menu.

To delete pages:

1 Usethe Pages paletteto select the pages.

HE Hold the Shift key to select contiguous
pages. Hold the Cmd/Ctrl key to select
non-contiguous pages.

2 Choose Delete Pagesfrom the Pages
pal ette menu.

or

Click the Delete Pageicon at the bottom
of the Pages palette @.

3. When the confirmation dialog box
appears, click OK to confirmyour choice.

HE Hold the Opt/Alt key to bypassthe
confirmation dialog box.

Yau can control how pagesare rearranged.

To rearrange pages in a document:

e Dragapagenext to or between the pages

of aspread asfollows Q:

¢ With Allow Pagesto Shuffleturned on,
the new pageforces other pagesto a
new spread @.

* With Allow Pagesto Shuffleturned off,
the new pageis added to the existing
spread without movingthe other
pages B.

2 Thearrow cursor indicateswhichside of a
spinethe new pageisinserted @.
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Creating and Separating Spreads

Most documents are either single-pageor
facing-pagedocuments (seepage 20). How-
ever, you can create spreadswith morethan
oneor two pages. Theseareisland spreads
likethe fold-outsfound in specia issuesof
magazines Q.

To create anisland spread:

1 Desdect Allow Pagesto Shufflein the
Pages pal ettemenu.

I3 Thiscommand isturned off so that the
pagesthat are aready in the spread do
not moveto new positions.

2. Dragapagefrom the pagesarea, or a
master page, next to the spread. (See page
245 for working with masterpages.)

3. Reeasethe mousewhen the vertica line
appearsnext to the spread . Thisadds
the pageto theisland spread @.

To dismantle anisland spread:

1 Drag each pageoutsidethe spread.
or
Choose Allow Pagesto Shufflefrom the
Pages palettemenu. A dialog box asksif
you want to maintain the current number
of pagesin the spread &k

2. Click the No button. Thisdismantlesthe
island spread into the default number of
pages per spread in the document.

Yau can aso control whether or not the pages

in aspread are kept together or dlowedto
separate.

To keep the pages in a spread together:

1 Sdect the spread you want to protect.

2. Choose Kegp Spread Together from the
Pages pal ettemenu. Bracketsappear
around the page numbers @. This
preventsthe spread from separating if

you add pages.

@ An exampleof how three pagescan be put
together to form an idand spread.

]

{ Thethick vertical lineindicates that the
new pagewill be added asan island spread.

Ll

B An exampleof an idland spread in the Pages
palette.

b Dy ! b maintain thecurrent number of
.41 -‘ Pl B TRARE ApTadEe

F o 8 AT

2} You can dismantlean island spread by
changing the number of pages in the spread.

indicate that the Keep Spread Together option
has been applied to the pages.
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1

& Drag a pageoutsideaspread to separate
a page fromthe spine of the other pagein the
spread.

X

€ Theresultsof separating a page fromthe
spine of the otherpage i n the spread.

: IH .
1 | 2 3

& You can rgjoinapageasaright-hand page
by dragging so that you seean arrow pointing to
the right of the spine.

3

3

@ You can rgjoin apage asaleft-hand page
by dragging so that you seean arrowpointingto
theleft of the spine.

Thereverseof keepingspreadstogetheristo
separatethem from the spine. Thisis often
used if you need to bleed artwork into the
insidemargin of a page. If the pagesare not
separated, artwork that bleedsfrom aleft-
hand page would appear on the right-hand
page. When the pagesdon't touch at the
spine, the bleed from one page doesn't appear
on the other.

HE Thistechniqueisaso helpful if you want

to rearrange pages as part of manually
imposing them into printer spreads.

To separate spread pages:
1. Desdlect Allow Pagesto Shufflein the
Pages pal ettemenu.

2. Dragaleft-hand pageto theleft of the
spread.

or

Drag aright-hand pageto the right of the
spread.

3. Rdeasethe mouse button when you see
the vertical line outside the spread €.
The page will be separated from the other
pagein the spread .

To join pages together into a spread:

1 Desdect Allow Pagesto Shufflein the

Pages pal ette menu.

2. Drag apage next to the spine of another
page.
3 Reeasethe mousebutton asfollows:

* Whenyou seean arrow at the spine
point to the right, rleasethe mouse
button to create aright-hand page .

* When you seean arrow at the spine
point to the left, releasethe mouse
button to create aleft-hand page @ .
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Importing Text

If you have ashort amount of text, you

can eadly typeit directly in InDesign’s text
frames. However, if you are working with
long amounts of text, most likely you will
want to import the text from aword process-
ing program. You will alsowant to placethe
text so that it flowsfrom pageto page.

To import text:

1 ChooseFile>Place. Theoptionsfor
placingimages are at the bottom of the
Placedialog box €.

2. Navigatetofind thefileyouwant to
import.

3. Click Show Import Options to open the
specificimport options for that type of
text file. (See the next two exercises for
specifics on importing Microsoft Word and
Microsoft Excdl files.)

4 Click Replace Sdected Item to replacethe
contentsof aselected text framewith the
new text.

9 Click Open toload the text into atext
cursor €. (See page 240-243 for working
with the text cursors.)

IR If you hold the Shift key asyou dlick
Choose, you open the Import Options
dialog box evenif the option isnot
checked.

[ If thetext file usesfonts not installed on
your computer, an alert box informsyou
that the fonts are missing. (See page 352
for moreinformation on replacing missing
fonts.)

1 3

i

& show Import Options
I replace Setected ftem

@ Thelmport optionsin the Placedialog box.

K @ Theloaded text cursor indicates that
you can placetheimported text.

Importing Text Files

__InDesign lets you import text files
gaved _from Microsoft. Word 98 or
higher (see the next page). You :il.m-—'I|
ply save the file and import it into
InDesign.

If vou have an earlier wversion of
Word, you should sawve the text as a
ETF (rich text format) docwment
KTF files retain most of their original
formatting and can be imported by
InDesign.

InDesign can also import ASCII
text— the most primitive compuber
text format. For example, when text |
issavied in the ASCI| format, amyitalic
or bold formatting is lost. 4
Although ASCIItext s stripped down, =
it is useful for importing text from
ifatabases or internet sites. However, |
vou do have to reformat any text

'| h’llr‘vl e BEE BRI TR B TAr Iy i

| emsasurdan] 114 (lam AQOTT Gurmmai
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Hicroscft & Word Impor Dpbors
[Rlaltl |
F T o Corftintd Tast F Feotiain ifd Endeates

= I N

Farmailing
s Tvpographe”' s Qootes
= bemiwd Teor grd Taeh Fomameg
Cortear® Tuzsn Ta: | Uinfasrmited Talas :-J

e e e —

Flwaum Fage Breac | Press~s Fape Breain l|

@ The Microsoft Word@mport Options
dialogbox isused to import Wor dfiles.

Microseft Exad Impaert Options

Dipfinini
Sheat: | Sheetd i
VA Tigniire View B
Coll Kasge aj Niil ?l

_ Irmizarnt Midden Celln ot Saneed in Vi

— Formatting —
| Table " Unformamed Tatee = |
[ Cell Alighment: - Current Spreadsheet i

| Number of Decimal Places to Include 3 B
E e TypDgraphe’s Denles

@ The Microsoft Exod |mport Options
didoghbox isused to import Excel tables.

Text import Options

Character Set | AkS )
Platform. | “Macintash 1
- ™

Set Dictionary to: T Neutral B

 Extra Carriage Returng —— ~ —— — — ——

| [ Remove at End of Every Line |
| [_] Remove Between Paragraphs

— FEWaEng — - - — e

& peptace 1  or More Spaces with a Tab

'__ﬂ Use Typographer'sQuotes
;

) The Text Import Optionsis used to import
raw ASCII textfiles.

The options for importing text change
depending on which type of text fileyou
chooseto import.

To set the options for Microsoft Word files:

1 Choose Import Optionsto open the
Microsoft Word® I mport Options €.

2 Choose which parts of the document
toincludesuch as the table of contents,
index, or footnotes and endnotes.

3 Choose how to convert manual page
breaksthat wereinsertedin the text.

2 Theimport optionsfor RTF filescontain

the sameoptions as the Microsoft Word
Import Choices.

To set the options for Microsoft Excel files:

1 Chooselmport Options to open the
Microsoft Excel® Import Options €.

2 Choosewhich parts of the spreadshest,
view, and cdlsyou want to import.

3 Choosewhat formatting should be
imported alongwith the cdls.

R Excd filesareimported as InDesign tables
(seeChapter 13," Tabsand Tables").

To set the options for ASCl files:

I. Chooselmport Options to open the Text
Import Options &f.

2. Choosethe character set, platform,
and dictionary to ensurethat special
charactersareimported correctly.

3. Choose how to handle extracarriage
(paragraph) returns at the end of lines
and paragraphs.

4. Choose how to delete extraspaces
inserted into the text.

& Mog of the extracarriage returns and
gpacesare created when text isimported
from Web pages.
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r
-

Flowing Text

Onceyou haveimported thetext into the
loaded text cursor (segpage 238), you can
choose how the text flowsinto the document.
Thisalowsyou to flow text and create pages
at the sametime.

To import text into a new frame:

¢ Dragtheloaded text cursor to createa
text framethat containsthe text €. The
straight linesindicatethe text will be
placed into a new frame.

or

Click theloaded text cursor on the page.
InDesign createsatext framethe width of
the marginsof the page.

& To unload the text cursor, choose any tool
in the toolbox.

Yau can placetext automaticallyinto text
framesthat are master pageitems. This
makesit easy to flow text from pageto page.

To create master text frames:

¢ Choose Master Text Framewhen you first
createthe document €. Thiscreatesa
text frame that fitswithin the marginsof
the master page.

To import text into an existing or master frame:

1 Movetheloaded text cursor insidethe
frame.

M Thetext frame doesnot haveto be
sdected.

M The curvedlinesaround the cursor
indicatesthat the text will flow into that
frame €.

2 Click theloaded text cursor insidethe
frame. Thetext flowsinto theframe.

€ Thestraightlinesaround theloaded

"""" text cursor indicatesthat the text will be
'E'; mtoane\‘/:vattext rame.

# waster Text Frame

&3 Apply the Master Text Frame option when
you create a new document.

€ The curved linesaround theloaded
h._. textcursorindicatesthat the text will be

= placed into an existing frame.

What Can You Do With a Loaded Corsor?

Once you load a cursor with text, it

may seem like all you can do is click

1o place the text. However, there are

some things you can do without los-

imp the text loaded into the cursor.

"Yau can:

* IIse any of the menu or Peges
pakétte commands to add pagesto
the document

» Lz the keyboard shortouts to zoom
in or out,

* Lise the scroll barsto movethroughu'
the page or the document.

* Mowve the onscreen elements, such |
as the palettes, to new positions.
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€ Move the loaded cursor
inside an existing or master
frame to flow text onto a page.

A & Ifthere is more text than can
fit on the page, an overflow (plus
sign) appears at the bottom of
the frame.

€ Click the overflow symbol
= to manually load the overflow
E=———-—" = textinto thecursor.

€ Click thelink
.| cursor to flowthe
text to the next

page.

il & Thetextflows
i1 onto the next

page.

If you want, you can import many pages

of text so they're linked from one pageto
another. There are severa techniquesfor
flowingthe text. The manual method letsyou
choose exactly where the text should appear.
For instance, you can use this method to
placetext onto non-contiguous pages.

R Whileit is possibleto flow text from page
to pagewithout a master text frame, it is
eader if you have chosen to use a master
text frame.

To manually flow text:

1 Import the text so that you have aloaded
CUrsor.

2. Movethe cursor insidethe areawherethe
master text frameislocated.

I The cursor displayscurved lineswhen
it iswithin the areaof the master text
frame €.

3. Click insdemaster text frame area. The
text fillsthe frame. If thereis moretext,
an overflow symbol appearsat the bottom
of theframe €.

4. Click the overflow symbol toload the
overflow text into the cursor &.

5. Moveto another page. The cursor changes
to alink symbol €. Click to flow the text
onto that page €&).

b. If thereisadditional overflow text, repeat

steps 3, 4, and 5 until dl the text hasbeen
manually flowed onto the pages.
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Flowing text manuallyis tediousand cum- K" . . @ Thesemi-autoflow cursorslet
bersome. Rather than manually load the il . ¥ you flowtext page by page.
overflow text onto the cursor, you can usethe
semi-autoflow command to easily load the
cursor with the overflow text.

To semi-autoflow text: & The semi-autoflow cursor

1 Import thetext so that you have aloaded indicates that the text will
cursor automatically load any overflow

into the text cursor.
2 Hold the Opt/Alt key to display the semi-
autoflow cursor @.

HE The cursor displayscurved linesif you

placeit insidean existingframe . e
3. Clickinside an existingframeor dragto =l
create atext frame. The semi-autoflow %i"

cursor automaticallyloads any overflow
text into anew cursor whichisavailable

to beplaced into anew frame @. 1 { ‘ @ After clickingwith
|

4 Hold the Opt/Alt key and click or dragto the semi-autoflow

create another text box linked to thefirst. cursor the text s
automatically loaded

5 Repest step 4 as many timesas necessary : | into a new cursor.
to placeal thetextin the story @.

q

@ Each click with the

= semi-autoflow cursor

e loads the text onto new
— pages.

I
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® Usethe autoflow cursorsto
. create all the pages necessary to hold

Ko
(W il theimported text.

D Theautoflow cursor indicates

ifead e @ il BE creared o
the text 4 IMported, & e

=
'_: 3 @ After clickingwith
':"E the autoflow cursor
S new pagesare created
— to hold the text.

&) Use thefixed pageautoflow

k. Cursorsto flow text only onto the
243 number of existingpages.

@® Thefixed pageautoflow
cursor indicates the text will
flow only onto existingpagesin
the document.

The semi-autoflow command may not be

practical for flowing more than afew pagesof

text. If you have many pagesof text, you can
automatically flow the text and create new
pagesat the sametime using the autoflow
feature.

To autoflow pages with text:

1 Import the text so that you have aloaded
Cursor.

2. Hold the Shift key. This cursor changesto
the autoflow text cursor @.

3 Movethe cursor over the areainsidethe

marginsof the page. The curved autoflow

cursor appears @.

4. Click the mouse button. Thisflowsthe
text onto that page and creates as many
additional pagesas are necessaryto hold
dl thetext @.

R Do not select the master text frame
beforeyou flow thetext or youwill lose
the ability to autoflow the text.

What if you want to automaticallyflow text
onto the existing pagesof adocument with-
out adding any new pages?That's what the
fixed-page flow cursor does. Thisalowsyou
to import text onto afixed number of pages
and then format thetext so that it fitswithin
the fixed number of pages.

To flow text onto a fixed number of pages:

1 Import thetext so that you have aloaded
Cursor.

2. Hold the Shift+Opt/Alt keys. The cursor
changesto the fixed page autoflow
cursor €B.

3 Click anywhereinsidethe margins
of the page @. Thisflowsthetext
automatically onto as many pagesasare
in the document. If thereis moretext, an

overflow symbol appearson thelast page.
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Yau can import dummy text into aframe
instead of importing redl text.

To add placeholder text:
1 Clickinsdeaframe.

2. ChooseType>H || with Placeholder Text.

Thedummy text fills theframe f.

2 You can usetext for the placeholder by
saving afile named placeholder.txt in the
InDesign applicationfolder.

Creating Text Breaks

InDesign hasspecia charactersthat forcethe
text to break to anew position.

Toinsert break characters:

1 Placetheinsertion point where you want
to jump to the next location

2. ChooseType>Insert Break Character.
or
Control-click (Mac) or right-mouseclick

Lore dionsectet, velit num nit prat verosto

ev focin ullan ex ex ero enis at. Duisismod
lesequamet eum delisim nisl exeriureet acing
ercilla alissed tat,

Lor ad te mincillan hendre feugiat praestio ea
ametip estrud dit in hendignis enim delenim
ver sit velisi bla feugue delesequipit ulluptat
alis nostrud doluptat. Ut prat luptat alit

& A sample of the placeholder text that isused
tofill textframes.

Insert Break Choracter Shortorts 1

Use the following shortcuts to insert |
break characters: 1l
+ Enter insertsacolumn break.

» Shift-Enter insertsaframe brealk,

* Cmd-Enter [(Mac) or Cirl-Enter |

(Win) to choose | nsert Bresk Character [Win) inserts a page break,
from the contextual menu.
3 Chooseone of the followingfrom the
Insert Bresk Character menu:
Break character Description Symbolin text
Columnbreak | Jumpstext to the next column. If thereisno columnin the
frame, the column bresk forcesthe text to the next page. hdl
Framebreak Jumpstext to the next frame. ~r
i
Page break Jumpstext to the next page. .
il
Odd pagebreak | Jumpstext to the next odd page. [ |
~r
Even page break | Jumpstext to the next even page. ns
~

R To seearepresentationof the break

characters, choose Type>Show Hidden
Characters.
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€8 Double-click a masterpagein the Pages
palette to view that master pagein the
document window.

Uses for Master Poges
Master pages allow you to automate
“page layout changes. For instance, if
you have a hundred-page book, you

frame on every page and fype the
name of the chapter or book title.

Master pages allow you to place an
object or frame on the master page
and have it appear on all the docu-
ment pages.
If you place an object on the master
| page, it will always be positioned in
exactly the same spot on every page
that has that master applied.
You can also use master pages to store
design alternatives such as different
codumn layouls or margin settings.
Think of master pages as the style
sheets for pages,

- wouldn’t want to have to draw atext

Working with Master Pages

Every new document includesa master page.
When you add objectsto the master page,
they appear on al the document pages based
on that master page.

To add objects to a master page:

1

2

In the Pages palette, double-click the
name of the master page £f). Thisopens
the master pagein the document window.
Add text boxes, graphics, or any other
elements you want on the master page.

2 If the document hasbeen set for facing

pages, there are two sidesto the master
page, |eft-hand and right-hand. Theleft-
hand master page governsthe left-hand
document pages. Similarly the right-hand
master page governsthe right-hand
document pages.

Double-click the name of the document
page to makeit the active page. Any items
placed on the master page now appear on
the document page.

I Reopen the master pageto makeany

changesto the master-pageel ements.
Those changesappear on the document

pages.
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Yau can have many master pagesin adocu-
ment. Thisalowsyou to have different lay-
outsfor different parts of your document.

To create new master pages:
1 Choose New Master from the Pages

2

palettemenu. Thisopensthe New Master
dialog box €.

Choose aletter for the prefixfor the
master page.

IR The prefix isthe letter that appearsinside

the pagesthat have that master page
appliedto them.

Enter anamefor the master page.

Use the pop-up menu to set which master
page, if any, the new master page should
be based on.

2 Basing one master page on another alows

you to make changeson one master page
that are appliedto the other.

Enter the number of pagesfor the master.
Thisdlowsyou to create spreadsthat
serve as master pages.

& To create anew master page without

opening the New Master dialog box, hold
the Cmd/Ctrl key and click the New Page
icon at the bottom of the Pagespalette.

Asyou work, you might want to convert a
document pageinto amaster page. InDesign
makesit easy to turn adocument pageinto a
master page.

To convert a document page to a master page:

1

2

Select the pageor pages.

Drag the page or pagesfrom the
document areato the master page
area .

or

Choose Save as Master from the Pages
pal ette menu.

Forw B
— =
Mgrm: Hmiae  mnet ¥
Mniad pn Muier:  [Mars| ..
-

Fusrbar of Fegen o

&) The New Master dialog box allows you to
set the attributes for the master page.

&) Drag a documentpage into the master page
area to convert the document page to a master.

Strategies For Bosing
Master Pages On Each Other

T have three master page spreads for
thizs Book. One master —the main
master —holds only the guides and
page numbers for the book. The '
master for ordinary pagesisbased on
that main master. The master for the |
chapter opener is aso based on that
Main master.

That way, if | need to move the page
numbers i only neea to change me
page number on the main master. The
other masters update automatically.

ul
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Apaaky Muilai
g Moster | &S F ———
To Pages: f - Caranl Y

@ The Apply Master dialog box allows you to
change the master that governs pages.

n H @ Therectanglearound thesingle
pageindicates that the master will be
3 applied to that page only.

M @ The rectanglearoundthe

E‘{'—":,I spread indicates that the master will
beapplied to the spread.

Master based on
other masters

Spread based on
B-Master

Spread based on
[None] page

BPgsinss o) F |

B The |ettersinside the page iconsindicate
what masters are applied to pagesor other
‘masters.

New pages are based on the master page
applied to thelast existing page of the docu-
ment. Yau can easily changethe master page
that governs pages.

To apply a new master to a page:
1 Sdect the pageor pages.

2 Choose Apply Master to Pagesfrom
the Pages pal ette. Thisopensthe Apply
Master dialogbox @.

3 Usethe Apply Master menu to apply a
master to the pages.

4. Usethe To Pagesfield to changethe
selected pages.

I Selecting None creates pagesthat have no
master page applied.

To apply masters with the Pages palette:
e Dragthe master page onto the document
pagesasfollows:

* Toapply to asinglepage, drag the
master pageicon onto the page. A
rectangleappearsaround the page .

* To apply to aspread, drag the master
pageicon onto the spread. A rectangle
appearsaround the spread .

Yau can aso base one master page on another
using the Pages palette.

To base masters on existing masters:
1 Createanew master or spread.
2. Dragone master page onto another.
* To basethe spread on the master, drag
the master onto the spread.

* To base one pageon the master, drag
the master onto asingle page.
3 Reeasethe mousebutton. The prefix
of the master appearsinsidethe second
master page @ . The prefix indicatesthat
the master page governsthe other master

page.
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Ordinarily you modify the elementsof a
master page only on the master pageitsdlf.
The elements on the document pagesare
protected from being selected or modified.
However, you can releasethat protection and
modify the master elements by creatingloca
overrides.

To modify master elements on document pages:

1 Hold Cmd/Ctrl-Shift and click the
element you want to modify. Thisreleases
the protection and selectsthe element.

2 Makeany loca overridechangesto the
element.

I An object can ill have somelinksto the
master pageeven if loca overrides have
been applied (see" Overriding Master-Page
Elements" on this page).

Yau might want to modify al the master

elementson apage. Rather than releaseeach

item on by one, InDesign letsyou do it witha
singlecommand.

To release all master elements on a page:

e ChooseOverrideAl Master Page Items
from the Pages palettemenu. Thisreleases
the objectsso they can be modified on the
document page.

Onceyou have created alocal overrideon a
master page element, it may still havelinks
to the original master pageitem. If you want,
you can completely sever al tiesbetweenthe
master pageitem and the item on the docu-
ment page.

To separate an item from the master item:

1 Sdect the object that has been released
from the master page.

2 Choose Detach Selection From Master in
the Pages pal ette menu. Any changesyou
make on the master page will no longer
be appliedto that object.

Overriding Master-Page Elements

If you modify a master-page element
on 4 doecument page, the local over-
ride Joses-its fink to the master-page
element. However, the element may
hawe partial links to the master-page
element,

Let's say you add a stroke to an object |
on the' document page. From that
point on, the stroke of the element is
removed from the control of the ee-
ment on the master page.

But, the element on the document
page is alowed to move if you move
the element on the master page. Also,
thefill color of the elementschanges
if you change the master-page ele-
ment. Only the formatting for the
stroke is separated from the master-
page element.
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How Momy Moster Poges?
While it may seem like a lot of work
to sct up master pages, the more mas-
ters you have the easier it is to lay out
complicated documents.
A weekly magazine can easily have
fifty or more masier pages—siome
for special editorial spreads and oth-
ers for different vpes of advertising
spaces.
Some publishers insist that every page
must be based on a master and do
not allow any modifications of the
master-page elements, Others let the
designers override the master pages.

You decide which way suits your work

habits and the project.

Stacking Order of Master Page Items

~The items on the master page are
always behind any new items you may
puit of a page, But when you release
the master page items from the master
page, they always spring to the front
of the document page.

If you want, you can use the Object >
Arrange menu to change the stacking
order of the items. However, if vou
release many items on many pages, it
may seem cumbersome o move therm

backwards.

Instead, create two layers in your doc-
ument [see Chapter 11, *Lavers"). Put
+ dl the master page elemenis on the
bottom layer, and your regulas descu-
I ment objects on the top Tayer. That
way when you releasethe Master page
i items, they will not move iR fromt-of
your regular pageitems.

i

Of courseyou can a so separateall the objects
on apagefrom their linksto the master page
items.

To separate all the master items on a page:

1 Usethe command, OverrideAll Master
Page Items, tofirst releasedl the master
page itemsfrom the master page.

2 Choose Detach All Objects From Master
in the Pages pal ettemenu. This seversany
remaininglink between the item and the
master page.

2 Only thoseitemsthat were released from
the master page can then be detatched
from the master page. If anitemis
unrel eased from the master page, it
cannot be detatched.

Yau can also hide master pageitemson docu-
ment pagesso they do not print.

To change the display of master page items:
e ChooseView>Display Master Items.
This unchecksthe command.

& When the command is unchecked the
master pageitemsare hidden.

InDesign also letsyou quickly clear al local
overridesand regpply the master pageitems
to the document page.

To remove local overrides and reapply the master:

e Choose RemoveAll Locd Overridesin
the Pages pal ette menu. All local override
elementswill be deleted and the master
pageitemswill be reapplied.
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Adjusting Layouts

Yau certainly are not expected to set layouts
perfectly thefirst time, every time. Fortu-
nately, InDesign has a powerful layout adjust-
ment featurethat movesand resizes objects
asyou changethe pagesize or margins.

Oncelayout adjustment isturned on, any
changesto thelayout will alter the position
of the elementson both the master pagesand
document pages.

To set the layout adjustment options:

1. Choose Layout >L ayout Adjustment.
This opensthe Layout Adjustment dialog
box 5.

2. Check EnableLayout Adjustment so that
elementschange position when page size,
orientation, margins, or columnsare
changed &3-

3. Sa avauefor the Snap Zoneto specify
how close an object must be beforeit will
alignand moveto amargin or column
guide, or pageedge.

4. Check Allow Graphicsand Groupsto
Resize so that e ementschangesizeaswdll
as move during the adjustment.

5. Check Allow Ruler Guidesto Moveto
have ruler guidesmove as part of the
layout adjustment.

8. Check Ignore Ruler Guide Alignments
to keep objectsfrom moving alongwith
ruler guides.

T. Check Ignore Object and Layer Locksto
move objectsthat arelocked or onlocked
layers.

8. Click OK to settheoptions. The
document will change accordingto the
new settingswhen the document setup or
marginsare changed.

&) The Layout Adjustment dialog box controls
which elements changei f you change document
attributes such as the page size or margins.

e I__'-—_'- %
fnstemconiees = _—“Eﬂf‘___
e |
S

€D Theeffect of changing the margins and page
sizewhen EnableLayout Adjustment is turned
on.
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@ The auto pagenumber
character appears asa letter
on master pagesbut asa
number on documentpages.

@ The Neaw Section dialog box |ets you change
the formatting and numbering of pages.

i@ The Stylemenu allows you to choose dif-
ferentformats for page numbering of a section.

Sryle: [ 1,2, 3,
~ Section Markes: Chapter i
Ll Include Prefix when Numbering Pages

@ Theentryin the Section Marker field
allowsyou to create custom labels forpages.

Working with Page Numbers

The most common element that isadded to a
master pageisthe page-number character.

To add automatic page numbering:

1 Draw atext frameon the master page
whereyou want the page number to
appesr.

2. Choose Type>Insert Specia Character >
Auto Page Number. Thisinsertsaspecia
character in the text frame €.

2 The auto page number character isthe
prefix for the master page (see page 246).

3 If the master pageisafacing-pagemaster,
repeat steps 1 and 2 for the other side.

Yau may want to changethe format of page
numbers or the number they start from. Yau
do that by creatinganew section.

To create a document section:

1 Moveto the page whereyou want the
sectionto start.

2. ChooseSection Options from the Pages
pal ettemenu. The New Section diaog box
appears @.

3 Check Start Section to open the options.

4. Typethelabe (uptofivecharacters)for
the sectionin the Section Prefix field.

5. Usethe Style pop-up list to set the format
for the numbering @.

6. Choosethe Page Numbering options:

* Automatic Page Numbering continues
the count from the previouspages.

* Start Page Numbering At letsyou enter
aspecificnumber to start the section
from.

1 Enter aentry for the Section Marker @.
(Seethestepson the next page for how to
work with the Section Marker.)
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Onceyou have created aentry for the Section
Marker (see previous page) you heed to insert
asection marker character to seethe entry on
document pages.

To add a section marker character:

1 Placetheinsertion point in atext frame
where you want the section marker to

appear.

2 Thetext frame can be on amaster page or
adocument page.

2 Choose Type>Insert Specia Character
and then choose Section Namefrom the
menu.

U If thetext frameison the master page,
the word Section appearson the master
page. If the text frameis on the document
page, the entry for the Section marker
appears @.

Yau can aso insert specid charactersthat

create jump linesthat show the page where

the text flow continuesto or from.

To create a continued to/from page number:

1 Pacetheinsertion point in atext frame
that touchesthe framethat holdsthe
story.

2 Choose Type>Insert Special Character
and then choose one of thefollowing:

* Next PageNumber insertsthe page
number that the text jumpsto or
continueson {&.

* Previous Page Number insertsthe
page number that the text continued
from @.

HE The continued tolfrom character needs
aseparatetext frameso that if the text
reflows, the continued tolfrom character
doesn't move alongwith the text.

HE The continued tolfrom charactersonly
insert the page number. You haveto type
"' Continued on" or "' Continued from-'
yoursdlf.

Sochi The section marker

appears astheword Section

Chapter 10 | ON master pages but asthe
"~ | label on document pages.

s e lemmmeskone Excalla faci Bla
i sy pulpubpat. s i

wligna conells feaguer accumsir
ummeskolone moems acilicjuns §
“ontinued on page 3 0/

@ The Next Page Number character shows

the page number that the story iscontinued on.

The overlapping area iswhere the page number
frame touchesthe story frame.

[Continued from page 2
i Suilpatic venl paim el vl lmdres Overlap

I8 JE_.]JI Tolmar wadifi ifiis .||I|.|I||\.| [
setienal-il-ueless-talw:

{3 The PreviousPage Number character
shows the page number that the story comes
from. The overlapping area iswhere the page
number frame touches the storyframe.

Absolute or Section Numbering?

What if you create a document that _
has its first section start on pagei and -
then starts a new section that starts—*
on page 1§ This could create some
confusion it you try to print page one.
Which one would you primt?
Fortunately, InDwesign has a preference
setting that allows you to change the
section numbering to absolute num-
bering (see page 485), This makes if
easier 0o avoid confusion if a doce-
ment has multiple sections that start
with the same number.
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@ TheBook palette menu contains commands
for working with books and book documents.

Making Books

Most peoplewho createlong documents
break them up so that each chapter is con-
tained in itsown document. They need away
to coordinatethe page numbers, colors, and
styles. An InDesign book isan electronicfile
that keepstrack of al those documents.

To create an electronic book file:

1 Choose File>New >Book.

2 Usethe diaog box to name the book
document and saveit in alocation @.
The Book palette appears @.

& Thetab for the Book palettecontainsthe
name of the book.

Onceyou have created the book file, you can

then add documentsthat make up the book.

3 Yau don't haveto create the book file
first. For instance, | created these chapters
beforel added them to abook document.

To add documents to a book:

1 Click the Add document button at the
bottom of the Book palette.
or

Choose Add Document from the Book
palettemenu @.

2 Usethedialog box to find the document
you want to add to the book. The name of
the chapter appearsin the Book palette.

3. Repeat steps 1 and 2 to add other
documentsto the book.

syoog Bunjoy

To remove documents from a book:
1 Sdect the documents you want to remove.

2 Click the Remove document button at the
bottom of the Book palette.

or

Choose Remove Document from the
Book palettemenu.
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Yau can usethe Book paletteand Book pal -
ette menu to open, rearrange, and control the
documentsthat make up the book.

To open documentsin a book:

+ Double-click the name of adocument in
the Book palette. The open book symbol
next to the name indicatesthat the
document isopen .

Theorder that documentsarelisted in the
Book pal ette determinesthe page numbers of
the book.

To change the order of the documentsin a book:

+ Dragthe name of adocument in the
Book paletteto anew positionin the
palette E).

One of the benefitsof creatingabook docu-
ment isthat you can have one file control

the style sheets (see page 328) and colors (see
Chapter 5," Workingin Color") for the other
documentsin the book. If you make changes
to the stylesourcefileall the other filessyn-
chronizeto that file.

To set the style source for a book document:

+ Click the StyleSource box next to the
name of thefilethat you want to control
the rest of the documentsin the book .

To synchronize files to the style source:

+ Click the Synchronizebutton in the Book
palette.
or

Choose Synchronize Book in the Book
pal ette menu.

HE The menu command says Synchronize
Selected Filesif only someof thefilesin
the book are selected.

&

&) The open book icon indicates that a
document of the book is open.

I e vieard of o
H'
TR e O ==

m—The Cowardly Lisn_9-14

@ Dragalistingin the Book palette to change
the order that the document appearsin the book.

Style source icon

¥ Thestylesourcefileis used to synchronize
the style sheetsand colors for other documents
ina book.
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@ Use the SynchronizeOptionsdialog box to
setwhich attributes of the style sourcefilewill be
applied to the files in the book.

A

@ Thealerticonin the Book paletteindicates
that the file has been modified.

@ Themissingicon in the Book palette
indicatesthat the file has been moved after it
wasimported into the book.

To set the synchronizing options:

1 Choose SynchronizeOptions from the
Book palettemenu. The Synchronize
Options dialog box opens @.

2. Choosethe options that you want to
apply from the style sourcedocument.

If the book is closed when you modify the

filesin the book, you need to update them

when you do reopen the book document.

2 Thisstepisnot necessaryif you modify
book fileswhile the book document is
open.

To update files in a book:

1 ChooseFile>Open and then navigateto
the book document you want to work on.

2 Usethe Book paletteto open, then modify
any filesin the book document. An aert
icon appearsnext to the modifiedfiles @.
or

Usethe Open command in the Filemenu
to open, then modify any filesin the book
document.

3 If necessary, synchronizethefilesto
the stylesource document (see previous
exercise).

Yau can aso replacemissingfilesin abook or

swap onefilefor another.

2 A missingicon indicatesthat the file has
been moved after being added to the
book @. The Replace command letsyou
relink the missingfileto the Book palette.

To replace a file in a book:

1 Sdectthefile in the Book palettethat you
want to replace.

2. Choose Replace Document from the Book
pal ette menu.

3 Navigateto find the fileyou want to
replaceor relink.

4 If necessary, synchronizethe files.
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Filesin abook automaticallyrun in consecu-
tivenumbers. Asyou add or delete pagesin
one document, the page numbersin the rest
of the book adjust. Yau control how the page
numbers are adjusted.

To set how page numbers are adjusted:
1 Choose Book Page Numbering Options
from the Book palette menu to open the
dialog box €.
2 Choosethe Page Order options asfollows:
* Continuefrom previous document
starts new pagessequentially from the
end of the previouslisting.

* Continue on next odd page dways
starts new pageson an odd number.

» Continue on next even page dways
starts new pageson an even number.

3 If usingthe odd or even options resultsin
askipped page, check Insert Blank Pageto
insert a page.

4 Desdlect AutomaticPaginationto stop
InDesign from automatically numbering
thefilesin abook.

To set the numbers for each document in a book:

1 Choose Document Page Numbering
Options from the Book palette menu to
open thedialogbox @.

2 Choose AutomaticPage Numberingto
number pages asthey appear in the Book
palette.
or

Choose Start Page Numbering At to
set aspecific page number to start that
document on.

3 Settherest of the options asdescribed on
page 251.

To force the paginationin a book:

# Choose Repaginatefrom the Book palette
menul.

Baas Pog s Wurpa ey Dpraw
Opions .
Pap? Grder: [T Carnma from previous document E N
# Continue on next & page —toai N

T Comtinue On next even page

7% thsert Btank Page
W s an Figmaies

) Use the Book Page Numbering Options
dialog box to set how pages shall be numbered
in a book.

TR i v gt Meaewled #r Diphia
L |
B aagra e Fag eyt ey o
T Fap wema g @
Faid SaW Ay el
rww Prfa
i | L1 LA
Lerran Masin

@ Use the Document Page Numbering
Optionsdia og box to set how an individual
document isnumbered in a book.
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® Ifyou Hectindividualjilesin the Book
palettelist, the Book palettecommandsare
applied to only the selected files.

B Cuga iy D

e i D] [

Sl T o e

@ With no documentjiles selected, the Book
palettecommandsare applied to all the book

files.

The Book palettealsoletsyou apply print-
ing and output commandsto dl thefilesina
book.

To print a book:

+ Choose Print Book from the Book pal ette
menu. (See Chapter 18," Output,” for more
information on printingfiles.)
or

Click the Printiconin the Book palette.

To preflight a book:

+ Choose Preflight Book from the Book
palettemenu. (See page 444 for more
information on the prefight command.)

To package a book:

# Choose Package Book from the Book
pal ette menu. (See page 447 for more
information on the package command.)

To export the book files as a PDF:

+ Choose Export Book to PDFfrom the
Book palette menu. (Seepage 451 for more
information on the exportingasa PDE)

The Book pal ette menu commands change
depending on which filesare selectedin the
Book palette €.

To control what parts of a book are changed:
e Sdectthefilesin the book asfollows:
= Hold the Shift key and click to select
contiguousfiles.
* Hold the Cmd/Ctrl key and dlick to
sdlect non-contiguousfiles.
* Click the areabelow thefilesto deselect
thefile. Thisappliescommandsto al
thefilesinthe book @.
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Chapter 10

Creating a Table of Contents

InDesign createsatableof contents (TOC)
by looking at the stylesappliedto paragraphs
and then listing the text and page numbers
for those paragraphs. The TOC for this book
liststhe chaptersand the section heads @.

To prepare a document for a table of contents:

1 Addthe pageor pagesthat will hold the
TOC.

HE Most tablesof contentsare part of the
front matter of abook and are numbered
separately without affectingthe regular
page numbering.

& If the document is part of abook, make
sure the book's paginationiscurrent.

2 Apply paragraph stylesto the paragraphs
that you want to appear in the TOC.

(See page 328 for mor e information on
paragraph styles.)

To define the styles for TOC entries:

1 ChooseLayout >Tableof Contentsto
open the Tableof Contents dialog box @ .

2 SettheTitleand Ligting controlsas
described in the exercisesthat start on the
next page.

3. Click Save Style. Thisopensthe Save Style
dialogbox @.

4 Namethe styleand click Save.

To generate the TOC.

1 ChooseLayout>Tableof Contentsto
open the Table of Contents dial og box.

2 Set eachof the controlsasdescribed in
the following exercises.

3. Click OK. Thisclosesthe dialog box and
createsaloaded text cursor that contains
the TOC.

4 Click or drag theloaded cursor to apply
the TOC text whereyou want it to appear
in the document.

Chapter file

Q The paragraph styles applied to chapter titles
and section headsi n this book can be used to
create a table of contents.

TR RN
e R Lo b o
[ ———

@ The Tabled Contentsdiaog box letsyou
select and format listings for a table of contents.

Sawt il

v Srgle da: "Whzand TIO] " ¢ _:.E..i'. !

B

& The SaveStylediaog box lets you save the
settings fromthe Table of Contents dialog box.
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FOC Sl | D] |
Thile: Corvnmn Shyle: | T ke

@ Usethe Titlefiddin the Tableof Contents

dialogbox to enter the text you want to appear
beforethe listings.

Syl n Tshin of Cpreerrn
e b Paragress- Yoyhn Meer foplee

& =
@ magAE b [P
B b i

F inraows v | e i

I--“..m:-.

@ Move styles from the Other Styleslist to the

Include Paragraph Styleslist to choosewhich
paragraphs are added to the table of contents.

Bemefits of on Awtomatic TOC

If all this seems like ton much work
just to-create o short table of contents,
vou may be tempied 1o creale one by
| hand — manually entering the items
in the TOC,

For instance, | could easily create the
TOC for thes book by hand.

But there is a big benefit in creating
an automatic TOC. When you expart
 PDF files with an automatically cre-
ated TOC, they will have hyperlinks
| from the TOC to the document pages,
{See Chapter 17, “Interactive PDF
| Elements” for more information on
wdding hyperlinks and other inferactive
| elerrtents fo frDestgn files, )

This means someone reading the PDF
—document-can-just-click-on-the page
number listed in the TOC to go o
that specilic page. Without the elec-
tronic TOC, you'd have to manually
+—add all those links inAcrobat.

Thetitleisthelabel that isapplied before
each entry in the table of contents. You can
set the typefor thetitleaswdl asthe para-
graph stylethat formatsthetitle.

To enter the title of the table of contents:

1 Typethetextfor thetitleintheTitle
fidd g

2 Usethe Stylemenu to the right of the
Titlefield to choose which paragraph style
isapplied toformat thetitle.

Yau choosethe entriesfor atable of contents
by selecting the paragraph stylesheetsthat
were applied to those sectionsof your docu-
ments.

To choose the listings for the table of contents:

1 Sdect aparagraph stylelisted in the Other
Stylesareaof the Table of Contentsdialog
box @.

2 Click the Add button. Thismovesthe
styleto the Include Paragraph Styleslist.

3. Repeat steps 1 and 2 for any additional
syles.
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Most likely you will want to format the
entriesin atableof contentswith adifferent
stylethan the one used within the document.

To format the entriesin the table of contents:

1 Sdecttheentrylistinginthe Include
Paragraph Stylesarea.

2 Choose a paragraph style sheet from
the Entry Style menu under the Style:
[Name] in the Table of Contents dialog
box @.

3. Repeat steps1 and 2 for any additional
syles.

The Tableof Contents dialog box has addi-
tional controlsfor more advanced options
such asformatting the page numbersfor each
entry.

To open the additional table of contents controls:

e Clickthe More Options button inthe
Tableof Contentsdialog box 1. This
opens the advanced options at the bottom
of the dialogbox {B.

If the button says Fewer Options, then the
dialog box aready showsthe advanced
options.

Creating a Table of Contents

ey Ill.l.'rr. bt W -rl I

@ Usethe Entry Stylemenu to choosea style
sheet that you have created to format the listing
asit should appear i n the table of contents.

)

3 Click the More Options button to expand
the controlsin the Table of Contents dialog box.

e e
g [ ] - =
L™ e = e
e T e ez
1] | =]
|
T |
= T e |
Y =T
N Bl " L o mal | 4
[ ] w =
P T = ] [T |
- N
3 raa i
o T e T 7 rmat e . e it ! ]
U

1-3 The Table-& .Contentsdi alogbox with aII_
the options available.
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@ The Syleoptionsareagivesyou controls
to format how the entries are formatted and
arranged in the TOC.
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@ The Page Number menu controlswhere the
page number will appear in the TOC listings.

Other Wsas for o Toble of Contents

You're not limited to using the Table
of Contents commands just for fist-
ings of chapters and section heads.

If you have a sales catalog you can use
| the commands to create a list of all
the items, which can be used as a price
| list. I could generate a separate file for
this book that lists all the titles for
sidebars such as this one. In a book of
ilfustrations, you can useit to create a
list of namesof al the artistsfor each
illustration.
The only thing you need to remember
i5 to assign a style sheet to each item
that you want to appear in the table of

r contents.

With the advanced options open, you have
additional controlsfor the Stylefor each
entry inthe TOC @. Thisgivesyou greater
control over where the page numbers appear
and how they areformatted.

To set the advanced Style options for each entry:

1 Chooseoneof thestylesin the Include
Paragraph Styleslist (on page 328). The
style name appearsin the Styleoptions
area.

2 If youhavenot already applied alisting
from the Entry Stylemenu, do so as
explained on the previouspage.

3. Usethe Page Number menu to choosea
position for the entry's page number @:
 After Entry positionsthe number after
the entry.

* BeforeEntry positionsthe number
beforethe entry.

* No Page Number liststhe entry without
any page number.

4. If desired, choose a character stylefor the
page number from the Stylelist to the
right of the Page Number menu.

I The character styleletsyou apply
formatting to the page number for each
entry. (See page 333 for workingwith
character styles.)

Yau can aso control how the entry name and

the page number are separated from each
other.

To control the separator character:

1 Sdect oneof the character optionsfrom
the Between Entry and Number menu 3.
The character symbol appearsin thefidd.

2 If youwant, type additional text beforeor
after the character symbol. Thisletsyou
add alabel before the page number.

3. If desired, apply astylefrom the Style
menu for the Between Entry and Number
character @.
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A table of contentsdoesn't haveto beorga-
nized in the order that the items appear.

To alphabetizethe table of contents:
+ Check Sort Entriesin Alphabetical order
from the advanced options area

To indent the entriesin a table of contents:
¢ UsetheLevd controlsto indent each
table of contentsentry -

2 Each entry in the Include Paragraph
Stylesisautomaticallyindented. Thisis
for display purposesin that dia og box
and does not affect thefinal TOC.

There are additional optionsyou can set for a
table of contents @.

To set the table of contents options:

& Sdect each of thetable of contents
options at the bottom of the Table of
Contents dialog box asfollows:

* Create PDF Bookmarksadds
bookmarksto the PDF that is created
fromthe TOC. Thisisin addition to
any hyperlinkswithinthe TOC.

* Replace Exigting Tableof Contents
letsyou update or changethe table of
contentsthat has already been placedin
the document.

IR Thisoption isonly availableif atable of
contents has already been generated.

* Include Book Documents letsyou
createatableof contentsfor dl the
documentsin abook.

* Run-in createsasingle paragraph table
of contentswith eachentry divided by a
semi-colon () and aspace.

¢ Include Text on Hidden Layersuses
text that ison layersthat are not visible.
(See the sidebar on this page for how this
could be used.)

ey

B ceirs ror Barts
ey fe v i

™ iwldie Boos Jotemwe iy wTFe o me

- S

{2} TheTOC Optionsarea letsyou control
moredf the table of contents.

A TOC of Non-Existing Mems
The following tip comes from Real

| World InDesign C5 by Olav Martin

Fxern and David Blatner. | strongly
recommend this book for anyone
who wants a deeper understanding of
[nDiesign.

The items in a TOC don't have o be
from items that are visible on cach
page. For instance, let’s say you want
a list of all photographers in your
book and where their pictures appear.
Simply put the names of the photog-
raphers next to their photos, but set
the names to not print (see page 418}
ar on a layer set to not print (see page
269),

Then, run the TOC for the items. You
get aligt of the photographers names,
even though those names don't actu-
aly appear on the printed pages.
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@ The Index palettelets you define those items
that should be part of theindex.
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@ Use the New Page Referencedial og box to
add specific index entriesto the Index palette.

rom the far north they hearc
Incle Henry and Dorothy co

raves before the coming sto

@ Anindex referencemarker isvisible in the
text when Show Hidden Charactersischosen.

E

Creating an Index

Thereare different waysto createan index in
InDesign. The simplest way isto add index
referencesto the words or phrasesyou want
to appear inthe index.

R Thefollowingexercisesare just the
start of workingwith indexes. For more
information, see Real World InDesign CS
published by Peachpit Press.

To apply an index reference to text:

1 Highlight the text entry that you want
to beindexed. For instance, if you want
tofinddl instancesof Aunt Emin the
Wizard of Oz, youwould highlighta
singleinstanceof "Aunt Em" in one place.

2. ChooseWindowType & Tables>Index to
open the Index palette @.

2 The pal ette does not show the al phabet
until you have aready entered one
reference.

3. Click the Referencebutton at the top of
the palette.

4. Click the New Index entry or choose
New Page Referencesin the Index pal ette
menu. The New Page Referencedialog
box appears .

5 Click the Add button to add just that
instanceof thetext to the Index palette.

or

Click the Add All button to add al| the
instancesof the text to the Index palette.

6 Click OK to return to the document. An
index reference marker appearsbeforethe
referencedtext .

7 Repeat thesestepsfor each entry that you
want added to the Index palette.

2 The Index pal etteshows referenced text
aongwith the page numbers that the text
appearson.

¥opu| un Buyoary

InDesign CS Visual Quickstart Guide 263



Creating an Index

Chapter 10

Onceyou have dl theindex referencesin the
document, you can then generatetheindex
text file.

Tog

enerate an index file:

3 The Generatelndex dialogbox lets you
createtheindex textfile.

1 Click the Generatelndex button.
or
Choose Generatel ndex from the Index o
palettemenu. The Generatelndex dialog N %
box appears m R lupacs Eanng e
2 IntheTitlefield, enter thetext that you 1ot Beck Dot B6 Harmie™
want for thetitleof theindex . r]:.:l:"‘""j"'""""f""“" I.l " =
3. U%theTltlesyle menu to choosea (ﬁmgi):;; X OpTIOnS in fie Leterale dnies
paragraph stylefor the formatting of the
titleof theindex.
4. If you have aready created an index,
check the Replace Exigting Index to The Art of an Index
replacetheorigi r?al index. An index is much more than just a list
S If the document is part of abook, check of entries in a document. There is an
Include Book Documentsto add those | art to creating a good index. You need
documents to the index. to understand the meaning of the
6 Check Include Entrieson Hidden Layers index entries and anticipate the items
toincludethe text on hidden layersin the readers will want to search for. |
index. Quite frankly, most designers are not
7 Click OK. Thisclosesthe dialog box and prepared 1o create a truly elegant and
createsaloaded text cursor that contains useful index. In fact, I hire a profes-
theindex. sional indexer who reads my books
8 Clickord v theind and creafes an index for me. The
fl10 or drag to apply t em.exrt]eXt result is not electronic, but 1 wouldn't
whereyou want it to appear In the do 1t any other way. Thanks Steve!
document.
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hen | was in advertisng, we
WUsed to lay clear acetate sheets

over our mechanical board
as a way to create variations for our
layouts. One acetate layer might have
copy and prices for a test market
newspaper ad. Another piece of
acetate might have pricesfor aspecia
Sunday-circular ad. Ye another might
have copy without prices for the
national magazine ads. The artwork
and other graphics stayed on the
bottom layer and werevisble through
the acetatelayers.

When the mechanical was sent to
be printed, the print shop workers
flipped the different acetate sheets
on or off the board to create the
different types of ads. Because a new
mechanical didn't have to be created
for each variation, it saved a lot of
timeand effort.

InDesign gives you the same sort of
flexibility with electronic layers. Yau
may have just two layers—one for
text, the other for graphics. Or you
can have a document with hundreds
of different layers.

For instance, if you have English and
French versons of a document, you
can put the text for each language on
itsown layer. You can then display just
oneverson at atime.
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Creating and Deleting Layers

Every InDesign document openswith a
default layer inthe Layers palette. Yau don't
have to do anything special to work with this
default layer. It isinstantly active and every-
thing you do isautomaticallyon that layer.

To open the Layers palette:
+ |If the Layers paletteisnot visible, choose
Window >Layersto openit Q.

Asyou work, you may want additional layers
in your document.

To create new layers:

1 Choose New Layer from the Layers palette
menu §). Thisopensthe New Layer
dialog box (see page 268).
or

Click the New Layer icon. Thiscreatesa
new layer without opening the New Layer
dialog box.

2 Setthe Layer Options asdescribedin the
next section.

3 Click OK to createthelayer.

2 Yau can open the Layer Options at any
time by double clicking the name of the
layer in the Layers paletteor by choosing
Layer Options from the Layers palette
menu.

It may be easier to createdifferentversionsof
adocument by duplicatingalayer aswell as
the objectson that layer.

To duplicate a layer:

¢ Dragthelayer onto the New Layer
icon . Thiscreatesacopy of thelayer as
well as al objectson that layer.

c _©

[ SR Y]

T B — Active Layer
New layer

T iEger TRT T = = Delete Layer

) The Layerspalettefor all new
documentscontains one layer.

) The Layerspd ettemenu contains the
commands for working with layers.

| |E e 5

\ A

1 Lirpwe i AF-

€} You can duplicate a layer by dragging it onto
the New Layericon.
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Before paste

-
= |

O The Paste Remembers Layerscommand
adds new layerswhen objects are pasted from
onedocument to another.

Bcler Ll al

IE Fod el L@ o D Wb o0 Al GCH. DRSS Nk S Sreein

T o |

) An alert dialog box makes sure you don't
inadvertently delete artwork when you delete a
layer.

Yau can alsoimport the layersautomatically
when you pasteitemsfrom one document to
another. Thisbehavior is controlled by the
Paste RemembersLayers command.

To create new layers while pasting:

1 Choose Paste RemembersLayersfrom the
Layers palettemenu. If thereisacheck
mark next to the command, thenitis
aready turned on.

2 When turned on, thiscommand is applied
to dl open documents.

2 Dragand drop or copy and pastethe
itemsfrom one document into asecond
document. New layersare created in the
second document asfollows g):

* Thelayersfrom thefirst document
are added as new layersif they do not
have the same name asthe layersin the
second document.

* Thelayersfrom the first document
are merged with the layersif they have
the same name aslayersin the second
document.

IR If Paste RemembersLayersisturned off,
the itemsare pasted onto the singleactive
layer in the second document.

Asyou work, you may want to deletealayer.
Thisdeletesall objectson thelayer.

To delete a layer:

1 Sdectthelayer you want to delete.

HE Shift-clickto sdlect multiplelayers.

2 Click the Deletelayericon. If there are
itemson thelayer an alert box appears ©.

3 Opt/Alt-click the Deletelayer button to
bypassthe aert box.

If you have layerswith no objectson them,
you can quickly deletethoselayers.

To delete all unused layers:
e Choose Ddete All Unused layersfrom the
Layers pal ette menu.
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Setting the Layer Options

The Layer Options dialog box containssome
housekeeping options that makeit easier to
organize and work with layers if¥. (Seethe
previous section for howto open the Layer
Options dialog box.)

To name a layer:
e Usethe Namefieldto namethelayer.

i@ If you have many layers, you should use
descriptive namesinstead of the default
namesLayer 1, Layer 2, etc.

Each layer hasa color associatedwith it. This

isthe color used to highlight object frames

and paths.

To set the highlight color for a layer:
e Chooseacolor from one of thethirty-
seven colorsin the Color list @.

2 Each new layer is automatically assigned
the next color inthe Color list. This
meansyou can have thirty-sevenlayers
without ever repeatinga color.

Select Custom to chooseyour own color
for alayer.

Layers hel p you organize your documents.
For instance, if you lock alayer you lock all
the objects so they cannot be selected, moved,
modified, or deleted.

To lock a layer:

1 ChooseLock Layer from the Layer
Options didog box.
or

Click the Toggle Lock spacein the Layers
palette @. A pencil with adash indicates
that the layer islocked. A blank space
indicatesthe layer is unlocked.

I3 Usethe Lock Others command from the
Layers pal ette menu or Opt/Alt-click the
Toggle Lock spacein onelayer tolock al
the other layersin the document @.

fape Dplm
o [T | i I
v M Ol —_—
2 ikawm Leswr P Trew Goden
™ttty T oo

™ Scawwm Taet Ares S5 Lyee I laean

0 The Layer Options dquE-::: iz the
command center for all the attributes of a layer.

Hame: {Lere 2

Lo [ Eac

| [

) The Color list containsall the choices for
highlighting objects.

i) Click the Toggle Lack space to lock the
layer. The spotlighted iconsindicate the layer is
locked.

® g |Ouyws
® AWy |
® [ |miayer2 A
- ahlﬁflnh-:l |
® [} |l Ten |

€} Opt/Alt-click the Toggle Lock spaceto lock
all the other layersin the document.
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i) Click the Toggle Visibility spaceto hide or
show the layer.

@ Opt/Alt-click the Toggle Visibility spaceto
hideall the other layersin the document.

Yau can also uselayersto hide and show the
information on the layer. Thiscan makeit
easy to focuson certaininformation. Hidden
layersdo not print.

To hide a layer:

e Desdect Show Layer from the Layer
Options dialog box.
or
Click the ToggleVishility spacein the
Layers palette so that the spaceis blank
@.When the spaceisblank, thelayer is
invisible.

R You cannot work oninvisiblelayers.

IIE Usethe Hide Others command from the
Layerspal ettemenu or Opt/Alt-click the
ToggleVishility spacein onelayer to hide
al the other layersin the document -

To show a layer:

e Sdect Show Layer from the Layer Options
dialog box.
or
Click the ToggleVisibilityspacein the

Layers paette. When the eyeball isvisible,
thelayerisvigble.
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Although hidden layersdon't print, you can
control someof their on-screen attributesin
the Layer Options dial og box such as whether
the guidesare visbleor not, and how the text
wrapson ahidden layer.

To control the guides on a layer:

1 ChooseShow Guidesin the Layer
Options diaog box to display the guides
for that layer.

2 Choose Lock Guidesto protect the guides
on the layer from being changed.

The Layer Options dia og box containsthe
Suppress Text Wrap When Layer IsHidden
setting that controlswhat happensif you
turn off thevisibility for alayer that has atext

wrap appliedto images @.

To control the text wrap for hidden layers:

1. Apply atext wrap to an imagethat ison
onelayer.

2. Createtext that ison another layer ®.

3. Set the Layer Options dialog box as
follows:

* Turn off Suppress Text Wrap When
Layer IsHidden to maintain the text
wrapwhen the layer isvisible .

* Turn on Suppress Text Wrap When
Layer IsHidden to discard the text wrap
when the layer isnot visible ®.

] A £ . - i . I. o

_ Suppress Text Wrap When Layer ts Hrdden
éTheSuppreﬁT&t Wrap When Layer Is
Hidden option controls what happensto the
text wrap for hidden layers.

‘Wihee Doratly-stoad in the doorway
aad |oodizd wodied. she could see
whing henm the great gray prai-
ne on cvery sk, Not a tree nor
fowee oo e broad sweep of
flw cosmry that reached to
fie pidg2 of the sky in all
directions.  The
sun had baked the

plowed land into
= geay mass, Withlittle cracks
arlliwas: ntirguegtn i tfoEtien ithe

® Animagewith a text wrap is placed on one
layer affecting the text on another layer.

When Dorothy stood in the doorway
and looked around, she could see
nothing but the gmm gray prai-
rie on every sde. Not a tree nor
ahouse broke the broad sweep of
flat country that reached to

the edge of the sky in al
directions.  The

sun had baked the

plowed land into

a gray mass, with little cracks
running through it. Even the
grass was not green, for the sun

@ When the layer is hidden, thewrap
continuesto affect text when the SuppressText
Wrap optionisturned off.

When Dorothy stood in the doorway
and looked around, she could see noth-
ing hut the great gray prairie on every
side. Not a tree nor a house broke the
broad sweep of flat country that reached
to theedge of the sky in al directions.
The sun had baked the plowed land
into a gray mass, with little cracks run-
ni ng through it. Even the grass was not
green, for the sun had burned the tops

® When the layer is hidden, thewrap does
not affect text when the SuppressText Wrap
optionisturned on.
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Layers I

@ Dragthe proxy squareto move an object
from one layer to another.
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® Hold the Opt/Alt key as you drag the proxy
square to copy an object from one layer to
another.

N e %

i_ [ | Leyer 2 + .
i_| | Graphics A

P [ |E7ex

B Drag a layer up or dows in the Layers
palette to change the order of the layers.

Working with Layers

Once youve created additional layersin your
document, you can move objectsonto the
new layers.

To apply objects to layers:
e Clickthelayerin the Layers paletteso that
it's highlighted, and then create the object.

Rather than cutting or copying the object,
selectingthe new layer, and pastingit, you
can usethe Layers palette to move the object
betweenlayers.

To move objects from one layer to another:
1 Sdectthe object. A square object proxy

appears next to the name of thelayerin
the Layers paette.

2 Dragtheabject proxy from onelayer to
another @. Thismovesthe objecttoa
new layer.

2 Hold the Opt/Alt key asyou drag the
proxy to create a copy of the object on the
new layer . The original object stayson
itslayer.

To reorder layers:
e Dragonelayer aboveor below another to

changethe order that objectsappear in
the document 3.

Yau may want to combinethe contents of
onelayer with another. Thisiscaled merging
layers.

To merge layers:
1 Sdectthelayersyou want to merge.
2 Choose Merge Layersfrom the Layers

palettemenu. All the objectson thelayers
are combined onto onelayer.
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LIBRARIES[E

s you work on your layout, you
may find yourself using the same

objects throughout a document.
For instance, if youre working on a
magazine, you might want to have
a series of different-sized frames to
hold frequently used ads.
Rather than copying and pasting
the frames from one part of the
document to another, you can use a
library to hold those frames— neetly
labeled, sorted, and ready to use at a
moment's notice.

Then, anytime you need an element,
you just dragit out of thelibrary onto
your page.

InDesign gives you a wide variety
of features that help you work with
libraries. You can eadly add items to
a library as wdl as search and sort
through thelibrary entries.

InDesign CS Visual Quickstart Guide 273



Storing lems in a Library

Chapter 12

Storing Items in a Library

Ancther important utility for working with
long documentsisthe Library feature. A
library dlowsyou to storeeements, such as
text frames, images, or empty frames. When
elementsarein alibrary, they can be dragged
eadlyinto open documents. Librariesare
especialy useful when you need to usethe
same element many different places.

U Librariesappear like paletteson the
screen. They float abovethe open
InDesign documents. Librariesare
availableto use with any InDesign
document.

To create a library:

1 ChooseFile>New> Library. Thisopens
the New Library dialog box.

2 Usethisdialogbox to namethelibrary
fileand sdlect itslocation.

[ The name of thelibrary file appearsin the
tab of the Library palette.

3 Click Save Thelibrary appearsasa
floating pal ette i

To add items to a library:

1 Withalibrary open, select theitemyou
wanttoinsertinit.

2. Clickthe Add Item button at the bottom
of the Library palette.
or
Drag theiteminto thelibrary @. The
item appearsin the Library paette.
or

Choose Add Item from the Library palette
menu ©.

IR Multipleitemsare dwaysentered asa
singlelibrary item. If you want individual
items, you need to select and add them
oneby one.

ltem Information Show Subset

Add ltem

T iaews |0 9 ol | 34— Deleteltem

© Anew Library palette doesnot contain
anyitems.

I}
=y
i

Taxt | Wich |y, | =
Adtipes & ?I:I«ﬁ

B You canadd itemsto alibrary by dragging
them from the pageinto the Librarypalette.

Chosd Lisrary
Acd Ttem
Agd & Taeres o Page

Pacs [temis]
Deimim Themis]

Liem informafan, .,

SPuvin Sibepadl. . .
e Wl

LEBT WesHs
 Thuslwi Wiy

Sert [iesTe L

€} The Library palettemenu contains the
commands for working with a Library.
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.

[Foftmeme @ & o 34
i Itemscan be dragged froma library onto a
docurment.
e

Strategies for Using Libraries

__Librariescan be used in many differ-
| ent ways, | use a library to store items
that I use often in a document.

‘| For instamce. [ have one library
| labeled for this VQS book. One of the
elements is a graphic frame with a text
| frame underneath. | drag that out for
| the illusirations and captions.

| Other elementsare the empiy circles,
"I Hlines, and curved arrows I use to point
to clements in the fguwres.

Another element is a gray text frame
with a stroke around it. 1 drag it out
when [ write sidebars such as this.

-

Yau can alsoadd dl theitemson apageto a
library.

To add a page to a library:

1 With alibrary open, moveto the pageyou
want to add to thelibrary.

2 Choose AddAll Itemson Pagefrom the
Library palettesubmenu.

@ TheAdd All Itemson Page command
automaticallylabelstheentry asasingle
pageinthelibrary Item Information
dialog box (see page 276).

Librariescan be opened and the elements
inthelibrariesdragged onto any InDesign
documents.

To add library items to a document:

1. Sdecttheiteminthelibrary.

I3 Shift-click to select multiple contiguous
entriesin the Library palette.

Cmd/Ctrl-click to select multiplenon-
contiguousentriesin the Library palette.

2 Dragtheitemsfrom thelibrary onto the
page ©.
or

Choose Place Item(s) from the Library
pal ette menu.

To deleteitems from a library:

1. Sdect theiteminthelibrary.

2. Clickthe Deleteltemicon.
or

Choose Delete Item(s) from the Library
pal ette menu.

3. A diaogbox appearsasking for
confirmation that you want to deletethe
items. Click Yes

3 Hold the Opt/Alt key to bypassthe dialog
box when you deletealibrary item.
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Chapter 12

Setting the Library Display

If you have many itemsin alibrary, you may
want to change how the itemsare displayed.

To change the library display:

e ChooselLig ViewintheLibrary palette
menu to seetheitem nameand an icon
that indicatesthe type of item @.

or

Choose Thumbnail View to seethe name
and asmall preview of theitem .

Yau can aso add information such asfile
type and keywordsthat makesit easy to
searchfor library entries.

To add to the library item information:

1 Sdecttheitem.

2. Clickthe Library Item Information icon.
or
Choose Item Information from the

Library palettemenu. Thisopensthe Item
Information dialog box @.

3. Enter the namein the ltem Namefidd.

Usethe Object Typelist to choosethe

following categories @:

* Image containsraster images, such as
Photoshop or TIFFfiles.

* EPScontainsEPSfiles

* PDF contains PDFfiles.

* Geometry includesframesand rules
that do not contain images or text.

e Pageisan entire page.

* Text containstext frames.

2 InDesign assigns a category when items

areentered into alibrary. You can change

that listing to any category you want.

5 Enter adescription for theitem.

& The description can be keywordsor other
information that hel psidentify the item.

=

Page icon ——— “3 page 2 E |

PDFicon 3 Scarecrow
Geometry icon ﬂ Story with inlna

Texticon 3 Text

Image icon = witch

EPSicon ——~ @ Witch Flying

) TheLigt View shows the name of the item
and an icon that shows the type of item.

Oz Elaments

[ R
s

ot

[ Witch | Story....

i} The Thumbnail View shows the name of the
itemand a preview of theitem.

Sl

I T ern Hirm W = 3

| | e T | nge ] T
Craarckn Dwo- A0S0 1 LG e

Cayrpres

) Theltem Information dialogbox lets you
changethe information assigned to each item.

tem Hame: !Ii e

Object Type: | Geomatry ﬂ ¢
_ |Image

Craaban Cate: -

i) Usethe Object Typelist to apply a label for
thelibrary element.
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b The Subset dialog box lets you find specific
library items.

1T Saarch Entre Libsary
~ T Saanch Currenty Shewn Fems

@ Thesearchcriteriain the Subset dialog box
let you specify where to search in the Library.

— Parameters
| & item Name E Contalns
2 Creation Oate |
Object Type
F| F o -
: E Description ; o Sewer £k
e

@ The Parametersmenu lets you choose what
part of the [tem I nformation is searched for.

__]I'.'H'. an Uate j [h'ta:u' Thar
i atch Al

| Match Any Oan

B The match criteria in the Subser dialog box
control how the search items are matched.

Searching and Sorting Libraries

If you have many itemsin alibrary,you may
find it difficult to find specificlibrary entries.
InDesign has a powerful search featurethat
makesit easy to locate specificitemsina
library.

To search within a library:

1 Clickthe Show Library Subseticon.
or
Choose Show Subset from the Library
palette menu. The opensthe Subset dialog
box @.

2. ChooseSearchEntireLibrary to searchall
theentriesin thelibrary ik
[i}s
Choose Search Currently Shown Itemsto
search through only thoseitems currently
displayedin thelibrary.

3 Usethe Parametersmenu and fieldsto set
thesearch criteria ®.

4. Click More Choicesto add up tofive
choicesto the parameterslist.

5 Choose Match &ll to choose only
thoseitemsthat match all the search
parameters ®.

or

ChooseMatch Any Oneto find itemsthat

meet at least one of the search parameters.
6 Click OK to display theitemsthat meet

the search criteria.

@ Usethe Back or Forward buttonsto move
to previoussearch settingsin the Subset
dialog box.

To display all the library entries:
e Choose Show All from the Library palette
submenu.
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To sort library entries:
e Choosethe Sort Itemsoptionsfrom the
Library palette menu:

By Namearrangestheitemsin
aphabetical order.

By Oldest arrangesthe itemsin the
order they were added with the oldest
itemsfirst.

By Newest arrangestheitemsin the
order they were added, with the newest
itemsfirst.

By Type arrangestheitemsin

groups according to their categories(see
pege276).

T
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~ TABS AND TABLES m

efore tabs and tables, there was
Bchaos Weél, perhaps not chaos,

butit wasdifficulttolinecolumns
of textin an orderly fashion.

The word “tab” comes from the
tabulator key on a typewriter. (Does
anyone still use a typewriter?) The
tabulator key moved the carriage
return acertain number of spaces.

Thetabulator key was named because
it alowed typists to create tabular
data. Tabular data is information
arranged in systematic rows and
columns— otherwise known as a
table.

However, mathematical information
isn't the only thing arranged in tables.
Resumes, menus, train schedules,
calendars, and even classfied ads are
al arranged in someform of table.

Anytime you need to keep text or
graphics digned in either columns
or rows, consider using the tabs and
tablesfeaturesin InDesign.

Not only can you align text using tabs,
but you can create tab leaders that
make it easy to read across the lines
of text. Yau can dso create tableswith
repeatingheadersand footersand add
custom strokesand fillsto the tables.
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Chapter 13

Inserting Tab Characters

There are two partsto workingwith tabs. The
first part isto insert the tab characters that
forcethe text to jump to acertain position.

To insert tab charactersinto text:
1 Positiontheinsertion point whereyou
want the tab character to belocated.

2 Pressthetab key on the keyboard. This
createsatab character in thetext @.

I Choose Type>Show Hidden Characters
to seethedisplay of the tab character
within the text (seepage 66).

@ InDesign recognizestab charactersin
imported text.

InDesign also hasaspecial type of tab char-
acter called aright tab. Thistab character
automatically setsthe text to the right-most
positionin theframe @.

Toinsert aright tab character:

1 Pacetheinsertion point whereyou want
theright tab character.

2 PressShift+Tab.
or

Usethe Contextual menu to insert aright
tab character from the Insert Specid
Character menu.

Frank»Writer
i) A tab character isdisplayed as part of the
hidden charactersin text.

Chapterone } 9
Chaptertwo } 43
Chapterthree § 6%

@ Theright tab character automatically
moves the text to the right side of the text frame.

Inserting Tabs in Text

It's actually very simple to insert a tab
character into text. Just tap the Tab
key. However, there are some guides
for working with tabs,

Insert only one tab character for each
column. Even if the text doesn’t line
up correctly, don't add another tab

key. Use the Tab palette and tabs stops
to line up the columns.

If you're above a certain age, you may
have been taught to put a tab at the
beginning of a paragraph to indent
the first line. Don’t do it! As men-
tioned in Chapter 3, you can use the
first line indent to format paragraphs.
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—

Position field

) The Tabs palettecontains the controls for :
inserting tab stops and aligning the tabs.

Center Decimal

Left | Right

4 4 4

i@} Choose one of the four tab alignmenticons
to control how the text isaligned.

Right  Left
1 1

Center Decimal

'I|I|F-|II|:|I

$4.29]
59.10p

= Writer = Author =
= Student » Child =

Em »Farmer = Aunt = §5H%
Henry = Farmer = Uncle = $2.34

B Examples of how the four tab alignments
control the text.

= Frunk
= Dorothy

Setting Tab Stops

The next —and most important — part to
workingwith tabsisto set thetab stopsor the
formatting controlsthat set wherethe text
should stop after it isforcedto jumpto anew
position. Thisalignment is controlled using
the Tabs pal ette.

To open the Tabs palette:
e ChooseType>Tabs. The Tabspalette
appearsabovethe text frame @.

& The Tabs palette can be kept onscreen like
any other paette.

2 If the Tabspaletteis not positioned above
thetext, click the Magneticonin the
palette to automatically movethe palette
to the correct position.

To set tab stops:
1 Sdectthetext.

2. Choosethetypeof tab alignment from
thefour tab iconsin theruler €. The
four aignmentswork asfollows igy:

* Letaignstheleft sideof thetext at the
tab stop.

* Center centersthe text on either side of
the tab stop.

* Right dignstheright side of thetext at
the tab stop.

* Decimal alignsthe text at the decimal
point or period of thetext.

3. Clicktheruler areawhereyouwant the
tab stop to be positioned.

or

Typeanumber in the Position field. A
small tab arrow corresponding to the tab
type appearsthat indicatesthe position of
thetab stop.

HE The default tab stopsareinvisibleleft-
aigned tabs positioned every half inch.
Adding tab stopsto the ruler overridesall
tab stopsto theleft of the new tab.
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Chapter 13

To change tab settings:

1 Sdectthetext.

2 Open the Tabspalette.

3. To changethe alignment of atab stop,
sdlect the tab arrow and then click a new
aignmenticon.
or

Hold the Opt/Alt key and click the tab
arrow intheruler.

4 To changethe position of atab stop, drag
thetab arrow to a new position.

& Asyou move atab stop along the ruler,
alineextendsthrough the text, even
if the Tabspaletteisnot aligned to the
text frame i@. Thishelpsyou judgethe
position of thetab stop.

Many timesyou will want to have tab stops
repeated at the sameinterval. InDesign
makesit easy to set repeatingtabs.

To set a repeating tab:
1 Positionthefirst tab stop on the ruler.
2 Withthetab stop still selected, choose
Repeat Teb from the Tabs palette
menu @. Thisadds new tab stopsat
thesameinterval aongtheruler ).
2 Thetab stops created by the Repeat
Tab command are not linked and move
independently.

i@ Asyou move atab stop, alineextends
through the text to help you position the tab
stop correctly.

) The Tabs pal ette menu gives you two
important commands for working with tabs.

i) The Repeat Tab command allows you to
easily add tab stopsat the same interval along
theruler.
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L
€} Toremoveatab stop, dragitdf the Tabs
palette ruler.

for the Align Onfield. Herethetext alignsto
the hyphen.

Onceyou have added tab stopsto the Tabs
paletteruler, you can removethem eesly.

To remove tab stops:

1 Sdectthetab stop on the Tabs palette
ruler.

2. Dragthetab stop off theruler. This
deletesthe tab stop -

I If thereare no tab stopsto theleft of
the one you removed, this restoresthe
invisible, default tab stops at the nearest
half-inch position.

If you have many tab stopson the Tabs pal-
etteruler, it may beeasier to deleted| thetab
stopswith asinglecommand.

To clear all the tabs off the ruler:

e ChooseClear Al fromthe Tabs palette
ruler @. Thisrestorestheinvisible,
default tab stopsat every half-inchmark.

sdoys qoy Burjog

The Decimal tab aignsnumerical datato
adecimal point. However, you may need
to aign text to adifferent character. For
instance, some European currency usesa
commainstead of adecimal. InDesign |ets
you set acustom alignment character.

To set a custom alignment character:
1 Choosethe Decimal Tabicon.
2. Add atabstoptotheruler.

3. Replacetheperiodinthe AlignOn field
with adifferent character. Thetext aligns
around that character @.
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Creating Tab Leaders

A tab leader dlowsyou to automaticallyfill
the space between the tabbed material with
arepeatingcharacter. Teb leadersare often
used in the tablesof contentsof books (such
asthetable of contentsin this book).

O Tab leaders are added when the reader
needsto move along awide column from
oneentry to another. Thetab leader helps
the reader's eye stay on the correct line of
text.

To add tab leaders:

1 Sdectthetab stop arrow on the Tabs
paletteruler.

2 Typeupto eight charactersin the Leader
field of the Tabs palette.

HE Add spaces between charactersin the
Leader field for amore pleasinglook for
theleader @.

@ Pressthe tab key on the keyboard to
preview the charactersin the Leader field.

I3 You can select the charactersin atab
leader likeordinary text and changethe
point size, kerning, or other attributes.

AT NI

BRUM creremeeereevereeearesrionee DAS-30008.
Gae .....cviiiiian 125-2129
Cohen.......... MMA4-6700

@ An example d adding spacesto separatethe
tab leader.

Choosing Between Tobs and Tables

For as long as I can remember, design-
ers have wanted an easy way to create
tables in page-tayout documents. Now
that InDiesign lets you create tables, is
there any reason to still use tabs?

Absolutely! 1 use tabs in this book
to separate numbers from the text
in the exercises. [ also use tabs with
leaders for the listings in the table of
contents.

| use tables whenever | need side-by-
side paragraphs such as in a resume.
I also use tables whenever 1 need to
separate the information with hori-

romtal and vertical lines,
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Tatie Dimesdinns [ = |
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® UsetheInsert Tabledialog box to create an
empty tablein a text frame.

Creating and Using Tables

Tabslimit youtolining up only asingleline
of text. Tableslet youline up text so it can
extend down into several lines. Tablesalsolet
you add bordersto the cdl that containsthe
text or add fillsof color behind the text.

To create a new tablein a text frame:

l. Placeaninsertion point insideatext
frame.

2. ChooseTable>Insert Table. The Insert
Tabledialog box appears @.

3. UsetheBody Rowscontrol to set the
number of rowsdown in thetable.

4. Usethe Columnscontrol to set the
number of columns.

§. Usethe Header Rowscontrol to set the
number of rowsacrossthe top of the
table.

b. Usethe Footer Rowscontrol to set the
number of rowsacrossthe bottom of the
table.

& Headersand footersare special cdlsthat
are repeated when the tableis divided
between frame or pages. (See page 300 for
moreinformation on working with headers
and footersin tables.)

7. Click OK. InDesign createsatable that
fillsthe text frame asfollows:

* Thewidth of thetableisset tofill the
width of the text frame.

* Thetable columnsare distributed
evenly acrossthe table.

* Theheight of thetableisset at thesize
of the default text sue plus 8 pointsto
accomodate the cell inset (see page 304).

+ |f the default height of thetableis
greater than the sue of the text frame,
an overflow symbol appearsindicating
that the table can flow to another frame
(see page 49).
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Many timesyou will import text that you'd
liketo be convertedinto atable. Fortunately,
thisisrather easy to do.

To convert text into a table:

1.
2.

)

6.

Sdlect the text.

ChooseTable>Convert Text to Table.
The Convert Text to Tabledialog box
appears .

Use the Column Separator menu to
choosewhich character should be used as
the marker for each columnin the table.

or

Typethe character that you would likeas
the marker in the Column Separator fied.

If you have imported tabbed deliminited
text, thisismost likely atab character
although paragraph returns and spaces
are sometimes used.

Usethe Row Separator menu to choose
which character should be used asthe
marker for each row in thetable.

or
Typethe character that you would like as
the marker in the Row Separator field.
For most text, thisisthe paragraph
symboal.

If you have chosen anything except a
paragraph symbol for the Row Separator,
usethe Number of Columnsfied to
choose how many columnsthere should
bein thetable.

Click OK to createthetable @.

Comysrt Texi in Tabde

N ===

R Srparainr hrl;-'lnh? f Canrel L

Cokis Seadrdlor  Tab

ijumhar af Cokimed

® The Convert Text to Tabledialogbox lets
you choose how text isconverted to a table.

April - May « Junet
12 &7 A&
6 7 2

April | Mays | Junes

12+ |67 |54

& |7 |2

& The Convert Text to Tablecommand
transforms tabs and paragraphs into rows and
columns,
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P The Microsoft Excel Import Options
didog box lets you choosewhich worksheet and
cdllsareimported from an Exce document.
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@ The MicrosoftWord |mport Options
didogbox lets you choose howWord tablesare
imported into the InDesign document.

Most people use Microsoft Word and Excd
to createtext and spreadsheets. InDesign lets
you import the tablescreated by both Word
and Excdl.

To import a table from Word or Excel:
1 Paceaninsertion point insideaframe.
or

Desdlect any text frame. Thiscreatesa
loaded text cursor.

2 ChooseFile>Placeand navigateto the
Word or Excd file.

3. If necessary, use the Microsoft Exce
Import Options & or the Microsoft
Word Import Options & to control how
thefilewill beimported, as describedon
the next two pages, Click OK.

4. Theimported document isinserted into
the selectedtext frame.
or
Click or drag the loaded text cursor.

When you import from Excd, InDesign auto-
matically choosesal the cdlsin the work-
sheet that contain data. However, you can
customizewhich cdl dataisimported.

To choose the cells that should be imported:

1 Usethe Sheet menu to choose which
worksheet should beimported.

2 If you have specified acustomviewin
Excd, usethe View menu to choose that
view

3. Usethe Cdl Rangefield to specify aset of
cdls.

4 If desired, check the Import Hidden Cedlls
not Saved in View box.
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To set the formatting for Excel cells:

1 Usethe Tablelist to changethe
formatting options asfollows:

» Formatted Tableimportsthe cdlswith
whatever formatting wasapplied in
Excd.

* Unformatted Tableimportsthe cells
with no formatting except astroke
around each InDesign cdll.

« Unformatted Tabbed Text convertsthe
cdlsinto text divided by tab characters.

2 Choosethe optionsin the Cel Alignment
menu asfollows

» Current Spreadsheet importsthe text
aigned with whatever alignment was
set in the spreadsheet.

* Letimportsthetext alignedto theleft
sideof each cdl.

¢ Center importsthetext alignedto the
center of each cell.

* Right importsthetext dignedtothe
right side of each cell.

3. UseNumber of Decimal Placesto Include
to set how many decimal placesto include
in theimported cdls.

4. If desired, check Use Typographer's
Quotesto convert straight "quotes’ (like
these) into open and closed "' quotes” (like
these).

Importing from Spreadsheets

Mogt likely, if you need toimport data_ |
from Excel spreadsheets, the files have
been created by accountants or others
who know little about graphic design
or page layout.

Try to talk o them before they send
you the file for layout. Explain that
they should not format their docu-
ment using the controls in Microsoft
Excel. Most of the time vou will just
have to strip out that formatting in
order to make the file work in your
layout.

You may also want 1o ask them for a

test file 50 you can see how the infor-
mation will be imported,
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1999

2000 | 2001

) An example of how a tablecan beinserted
insidea cel of another table.

Summer Schedules | Closed

Junes | July# | july4

Aug# | Seple | Sep. |
Summer Schedute , Closedt
Jdune = July » pes
Aug. - Sepl » Sepu i

B The Convert Tableto Text command
| transforms table rows and columnsinto tabs
- and paragraph returns.

Yau can adso control how tableinformation in
Word documentsisimported.

To set the formatting for Word tables:

1 Sdect RemoveText and Table Formatting
in the Microsoft Word Import Options
dialog box to changethe original
formatting appliedin Word.

R Usethisoption to removesome of the
hideousformatting that may have been
appliedto Word tables.

2 If you have set the option to removethe
formatting, choose one of the following
from the Convert Tablesto menu:

e Unformatted Tablesimportsthe Word
tablewith no formatting except astroke
around each cell.

* Unformatted Tabbed Text convertsthe
cdlsinto text divided by tab characters.

Yau can insert atableinsidethe cel of

another table. Thisletsyou use atable as

the grid structure for a pageand then insert

smaller tableswithin the cdls. For instance, a

calendar might belaid out asan entire page

with smaller tableswithin the cdls.

To place a table in a table cell:

1 Click withthe Text tool to placean
insertion point insideatable cell.

2 Usethe Insert Tablecommand or a Place
command to create atable within that

cdl @.

To convert a table to text:
1 Paceaninsertion pointinany cdl inside
thetable.
2 Choose Table>Convert Tableto Text.
Thisconvertsthe table asfollows @:
« Tablecolumnsareconvertedtotab
characters.

e Tablerowsare converted to paragraph
returns.
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Navigating Through Tables

Asyou work with tables, you will want to add
content to the cdls, movefrom cell to cdll,
and sdlect cdls, rows, and columns.

To insert text into table cells:
1 Placean insertion point insideatable cdl.
2 Typethetext for the cdl.
or
Choose File>Placeto insert imported
text in the cdll.

3 PressOpt/Alt-Tab toinsert atab
characterinsideacsll.

To move from one cell to another:

¢ Pressthe Tab key to jump forward from
onecdl to another {.
or
Press Shift-Tab to move backwardsfrom
onecel to another .

Sinceyou navigatethrough atableusingthe
Tab character, you need some special tech-
niquesto insert actual tab charactersinto a
table.

To insert a tab character into a table:

¢ PressOpt/Alt-Tab toinsert atab
characterinsideacd! .
or

Choose Type>Insert Specia Character >
Tab Character.

To jump to a specific row:

1. ChooseTable>Go to Row. The Goto
Row dialog box appears .

2. Usethe menuto moveto the body,
header, or footer of the table.

3. Enter the number for the row youwant to
moveto.

e . #

,' |

[ # J'

@ Pressthe Tab key to jump forward from
onecdl toanotherin atable.

. e L4 i

# # #

) Press Shift-Tab to jump backward from
onecdl to another in a table.

@ Press Opt/Alt-Tab to insert atab character
into a table.

Go to Row .=

jeety =]

__Gncd

@ The Go to Row dialogbox lets you quickIy_
jump fromone row to another.
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Text only selected
w B |65
E (el seberted
X 42 52 W 65
X 42 52

® When thetextin a cdl isselected, only
thetextishighlighted. When theentirecdl is
selected, the entire cell areaishighlighted.

W
n

& Dragacrossand then down to sdlecta
secificgroup of cellsin atable.

>
Sl
—

& The down arrow cursor indicates you can
dlick to select an entire columnin atable.

Selecting Tables
By clicking and dragging your cursor,you can
sdect cdls, columns, row, or the entire table.

HE When the entire cdll, rows, columns, or
combination of celsare selected, you can
copy and paste cellsfrom one part of a
tableto another (see page 294).

To select textin a table cell:
1 Paceaninsertion point insideatable cel.

2 Dragacrossthe cdl until dl thetext in the
cdl ishighlighted.

or
Choose Edit > Select Al tosdect dl the
text within that cdl.

B Thereisadifferencein the appearance
between just the text selected or the entire
cdl selected@.

To select text in multiple table cells:

1 UsetheText tool to drag acrossto sdlect
the cdlsin specificcolumns €.

2 If youwant, continueto drag down to
sHect the cdlsin additional rows.

To select a table column:

1 Pacethe Text tool cursor at thetop of the
table. A down arrow cursor appears.

2 Click the down arrow. The entire column
isselected €.

3. Drag acrosswith the down arrow cursor
to sdect any additional columns.

or

Movethe down arrow to another column
and Shift-click to select multiple columns.

InDesign CS Visual Quickstart Guide 291

so|qoy Buipejes



Selecting Tables

Chapter 13

To select a table row:

1

2

Placethe Text tool cursor at theleft Sde of
thetable. A |eft arrow cursor appears.

Click thel€eft arrow. Theentirerowis
selected @.

Drag down with theleft arrow cursor to
sdlect any additional rows.

or

Movethe down arrow to another row and
Shift-clickto select multiple rows.

To select the entire table:

1

Pacethe Text tool cursor at thetop
corner of thetable. A slanted arrow cursor

appears.
Click the danted arrow. Theentiretableis
selected &

To use the table selection commands:

1

Placetheinsertion pointin acel in the
table.

2 Chooseone of the followingcommands:

« Table>Select >Cell selectsthe cdl.

« Table>Select >Row sdlectsthe row that
containsthe cdll.

o Table>Select >Column selectsthe
column that containsthe cdll.

« Table>Select>Tablesd ectstheentire
table.

@ Thetable salection commands arevery

hel pful for applying bordersand fillsto
table cdls (see page 306).

@ Theleft arrow cursor indicates you can
click to select an entire row in a table.

1
@ The Goto Rowmenu letsyou specify the
body, header, or footer of a table.
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@ The TableSetup dialog box contains the
basic options for a table's appearance.

Tata Dol daleni
ey D E - | el E
Beare fpar e

i The TableDimensionsarealets you set the
number of rows, columns, header rows, and
footer rows.

Working with Rows and Columns

Onceyouve created atable, you may want to
change the number of rowsand columnsin
thetable.

@ In addition to the Tablemenu and dialog
boxes, many adjustmentsto tables can be
made using the Table paletteor Control
palette. (Seethe section Using the Table or
Control palettesat the end of thischapter
for moreinformation on modifyingtables
with those onscreen elements.)

To change the number of rows and columns:

1 Sdect theentiretableor any part of the
table.

2. Choose Table>TableOptions>Table
Setup to open the Table Setup dialog
box .

3. Sat the Body Rowscontrolsin the Table
Dimensionsareato increaseor decrease
the number of rowsin the main section of
thetable .

4. Set the Header Rowscontrolsto increase
or decrease the number of rowsin the
header sectionof the table g (See page
300 for more information on workingwith
headersand footers.)

5 Set the Columnscontrolsto increase or
decrease the number of columnsin the
table €.

6 S the Footer Rowscontrolstoincrease
or decrease the number of rowsin the
footer sectionof thetable €.

@ Usethe Preview control at the bottom
of the Table Setup dialog box to seethe
results of changingthe controls.

3 The commandsin the Table Dimensions
section dwaysadd rowsand columnsat
the end of the table sections. The next
exercise explainshow to insert rowsand
columnsinto a specificlocationin the
table.
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Yau can asoinsert columnsand rowsinto a
specificlocationin atable.

To insert columns into a table:

1 Pacean insertion point whereyou want
to insert the columns.

2 ChooseTable>Insert>Column. The

Insert Columns(s) dialog box appears €.

or
Choose Insert >Column from the Table
pal ette menu.

3. Usethe Number field to set the number
of rows.

4. Chooseeither Left or Right to specify
where the new rows should be
inserted €.

To insert rows into a table:

1 Placean insertion point whereyou want
toinsert the rows.

2. Choose Table>Insert >Row. The Insert
Rowf(s) dialog box appears €.
or
Choose | nsert >Row from the Table
pal ette menu.

3 Usethe Number fidld to set the number
of rows.

4. Chooseeither Aboveor Beow to specify
where the new rowsshould beinserted.

IR TheInsert Row(s) dialog box inserts rows

into the header, footer, or main section of
atable.

Toinsert rows as you type:

1 Placetheinsertion point in the final cell
of thelast row of the table main body,
header or footer.

2. PresstheTabkey. A new rowis
automaticallyinserted.

Imsem Columnish

Inser ﬁ

Mumber: —
el f Cancel

B Len

) Right

&) Use the I nsert Column(s) dialogbox to add
columnsat a specific location within a table.

Original table

Aher column ks insaried Few cakiren

€D An example of how a column is added to the
left of the selected cell.

TS &1 sl

inseit ==

S R e —
_ 1@ Above
[ Below

€D Usethe I nsert Row(s) dialogbox to add
rows at a specific location within a table.
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€D Hold the Opt/Alt key as you drag acrossto
add columnsto a table.

W |55 |65 |75 |AS
ﬁihﬂﬂ?i'

¥

&) Hold the Opt/Alt key as you drag down to
add rowsto a table.

 Selected celk After deleting content
] 5

52 5

) i L] ¥ 4 .l

I fF] i3 F4 13 E £ |

@ An exampleof how you can deletethe
content o selected cdlls.

To add columns as you drag the table edge:
1 Dragthelast column of thetable.

2 Pressthe Opt/Alt key asyou drag. This
expandsthe size of the table by adding
columns .

To add rows as you drag the table edge:
1 Dragthelast row of thetable.

2 Pressthe Opt/Alt key asyou drag. This
expandsthe sze of the table by adding
rows &gi.

To delete table columns:
1 Sdect the columnsyou want to delete.
2 Choose Table>Delete> Column.

To delete table rows:
1 Seectthe rowsyouwant to delete.
2 Choose Table>Delete> Row.

To delete the entire table:
1 Sdectthetable.
2 Choose Table>Delete> Table.

Yau may want to deletethe content insidea
cdl without deleted the cell itself.

To delete the content in table cells:
1 Sdectthecdls, columns,or rows.

2 Pressthe Delete/Backspace key or choose
Edit >Clear.

HIEZ The content is deleted but the cdlls
themsalvesremainin place .
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Yau can't move cdlsfrom one placeto
another, but you can copy and paste cdllsand
their content to new locations.

To copy and paste the content in table cells:

1 Sdect the cdls, columns, or rowsthat you
want to moveto anew position.

2 Choose Edit >Copy or Edit >Cut. This
puts the selected cells on the clipboard.

3. Sdect the new cdls, columns, or rows.

HE You should sdlect at least the same
number of cdls, columns, or rows, that
were selectedin step 1.

4. Choose Edit> Paste. The content on
the clipboardis pasted into the selected
cdls .

HE If you selected more celsthan were

selectedin step 1, the excess cellsare not
changed.

When you create atable, all the columnsand

rows are evenly spaced. However, you can

modify the sizeof the rowsand columns.

2 A red dot insideatable cdll indicatesthere
isan overflow of text €f. You can change

thesizeof the cdl to display the overflow
text.

To change a single row height visually:

1 Withthe Text tool selected, placethe
cursor alongthe border of the row you
want to adjust. The cursor changesto an
up/down arrow .

2 Dragto adjust the height of the row.

To change all the rows visually:

1 Pacethe cursor along the bottom border
of the table. The cursor changesto an up/
down arrow.

2 Hold the Shift key asyou drag to adjust
the height of all the rowsin the table.

Select and capy celks
W 55
X a
¥ ]
z )
Select and copy empty cells
w 55 5
X [ 5
¥ -1 l
'ENEN |
Faste calks 12 new pasitien
W 55 5
X 4 52
¥ B .
z n |1

€2} The three-step process to copy and move
cdlsfrom one position to another.

€D A red dot insgdeatablecdl indicates that
thereisan overflow of text inside the cell.

April |May |June | @ TheUp/
- Down arrow
12 $ 67 s | indicates you can
P 7 2 adjust therow
height.
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&8 The Ronsand Columnscategory of the
Cell Optionsdialog box.

April {May | June | © TheLeft/
x Right arrow
I 67 Y4 indicates you can
adjust thecolumn
I width.
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& The Column Width control of the Cell
Options dialog box.

To set the row height numerically:

1
2

4
5

Sdect the rowsyou want to adjust.
Choose Table>Cell Options>Rowsand

Columnsto open the Cdl Options dialog

box to the Rows and Columns options £E.

Set the Row Height menu asfollows:

* At Least setsarow height that can
increaseto hold text or an image.

* Exactly setsarow height that does not
get larger.

Enter an amount in the Row Height field.

Usethe Maximum field to prevent the

row from becomingtoo tall.

2 A red dot in the cdl indicatesan overflow

of text that cannot fit insidethe cdll.

To change the column width visually:

1

2

Withthe Text tool selected, placethe
cursor along the border of the column
you want to adjust. The cursor changesto
aleft/right arrow .

Drag to adjust the width of the column.

To set the column width numerically:

1
2

Select the columnsyou want to adjust.

Enter an amount in the Column Width
fidld @.
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Yau can adjust columnsor rowsso their spac-
ingisevenly distributed.

To automatically distribute columns:

1 Settheright-most column to the position
it should be after the adjustment.

Select the columnsyou want to adjust.

3. Choose Table>DistributeColumns
Evenly. The column widthsadjust 3.

To automatically distribute rows:

1 Set the bottom-most column to the
position it should be after the adjustment.

2 Sdlect the rowsyou want to adjust.

3. Choose Table>Distribute RowsEvenly.
The row heightsadjust so they arethe
samesize @.

If you want, you can control when and how

the rows of atable break acrosstext frames.

Thisiscalled the keep options for rows.

To set the keep options for rows:
1 Sdect the rowsyou want to control.

2 ChooseTable>Cell Options>Rowsand
Columns.

3. Choosefrom the Start Row list as
follows @:
* Anywhereletsthe row start anywhere
in atext frame.
o InNext Text Column forcesthe row
to the next column in theframeor the
next text frame.
« InNext Frameforcesthe row to the
next text frame.
* On Next Pageforcesthe row to the next
page.
* On Next Odd Pageforcesthe row to the
next odd-numbered page.
* On Next Even Pageforcesthe row to
the next even-numbered page.
4 Check Kegpwith Next Row to makesure
one row doesn't separatefrom another @.

Apal | May Jume
P T 34

i £ 2

@ Theresultsof using the Distribute Columns
Evenly command.

April Mlay June
12 &7 54

[ T 2

@® The resultsof using the Distribute Rows
Evenly command.

In Mext Text Column

I MExT Fraemn

Oin Mext Page

On Mext Odd Page

On Mext Even Page
e —

@ TheStart Row menu lets you choosewhere
that row starts.

r Keep Options

Start Row: | Anywhere i
| T Keep with Next Row

@ Check Kegp with Next Row to force one row
to always stay with the next one.
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Add somespace around a table tokeep it
from collidingwith text.

@ TheTableSpacingcontrols let you set the
amount of space beforeand after a table.

lune July

2 aa

7 1
. 1
| At
. . ol R —T
]
1! !
lli —|—:
@ The text threads show how tables can flow
“from one frame to another.

Adjusting Tables Within a Text Frame

Tablesare dways contained within text
frames. Yau can control how much space
thereis between the table and the text that
precedesor followsit §E1.

To set the spacing around a table:

1

[9Y)

With the table sel ected, choose
Table>TableOptions>TableSetup. The
Table Options dialog box appears.

Use the Table Spacing control for Space
Before to set the amount of space between
text and the top of thetable .

Usethe Table Spacing control for Space
After to set the amount of space between
the bottom of the table and the text that
followsit.

3 A tableisinserted into atext frameasan

inline object on itsown paragraph. This
meansthat any spacebeforeor after the
paragraph that holdsthe tableis added
to the space set by the Table Spacing
controls.

If atable extendslonger than atext frame,
you get atext frame overflow. Yau can easily
flow the rest of the tablefrom frameto frame

across pages.

To flow tables between frames:

1

2.

Usethe Selection tool toload the overflow
Ccursor.

Click the overflow cursor insidethe new
frameto flow therest of the tableinto the
frame B

I

InDecian CS Viciial Ouickstort Guide 200

awnyy §xa] 0 UM s3qqo] Buysalpy



Working with Headers and Footers

Chapter 13

Working with Headers and Footers

Tableswithlots of data often flow from one
location to another. For easy navigation,you
can repeat the first and last rows of the table
eachtimeit appearsin anew place. When
thefirst row of atable repeats,itiscaled a
header. When the last row repeats, it iscalled
afooter. You can create headersand footers

when youfirst defineatable (see page 285) or

add or modify them in an existingtable.

To add a header or footer to a table:

1 Withthetableselected, choose Table>
Table Options >Headersand Footers.
The Table Options dialog box opensto
the Headers and Footerstab @.

2 Usethe Header Rowscontrolsto set the
number of repeating rowsadded to the
top of thetable @.

3 Usethe Footer Rows controlsto set the
number of repeatingrowsadded to the
bottom of the table.

2 To turn off aheader or footer, set the
Header Rowsor Footer Rowsto zero.

I Yau can aso set the number of header
and footer rowsin the Table Setup.

To set the repeat options for headers and footers:

1 Usethe Repeat Header or Repeat Footer
menu asfollows @:

* Every Text Column repeatsthe header
or footer whenever the table appears.

* Onceper Frame repeatsthe header or
footer only oncein the sameframe.
Thisis useful when atable flowsfrom
one column to another.

* Once per Page repeats the header or
footer only once in the same page.
Thisis useful when atable flowsinto
multipleframeson the same page.

2 Check Skip First to display the header or
footer only after thefirst instanceof the
table.

Ay
Vi bk | M M | 22y Ppedd |l b e P |
L ]
S teern [ T
s
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m_The Headersand Footersareain Table
Options letsyou control the appearanceof
headersand footersin the table.

Talrd [’y

Fmia Pren Ei--_

FErE P E

) Use the Table Dimensionsfor Headersand
Footersto control the number of header and
footer rows.

- Header N [ —
Repeat Heeder: |_,..r Every Text Column |
Cimce per Frame
Faater —

? *Once per =
| Repeat Footer: | Fvery Text Calumn

@ Usethe Repeat Header menu to set how
frequently the header appears.
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Footer
tells

@ An example of what happenswhen a row
is converted from body cellsto header cells.
Noticethat the footer takes on the alternating

fill

Asyou work, you may want to convert body
table cdlsinto a header or footer.

To convert cells into a table header:

1 Sdect therowsthat you want to convert.
Theserows must bethe first rowsof the
table.

2 Choose Table>Convert Rows>To
Header. The rows are converted from the
body of thetableto the table header @.

2 If there already isa header for the table,
the cdlsare added to the bottom of the
exigting cdls.

To convert cells into a table footer:

1 Sdectthe rowsthat you want to convert.
Theserows must bethelast rows of the
table.

2 ChooseTable>Convert Rows>To
Footer. The rows are converted from the
body of thetableto the tablefooter.

3 If there already isafooter for the table,
the cdlsare added to the top of the
exigting cdls.

Findly, you may want to convert the rowsin a
header or footer into the body of the table.

To convert header or footer cells into body cells:
1 Sdect the rowsthat you want to convert.

HE The rows must be the bottom rows of the
header or the top rowsof the footer.

2 Choose Table>Convert Rows>To Body.
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Adding Images to Tables

Although table cdlsare created to hold text,
you can easily add images asinline graphics
to each cdl. (Seepage 196 for moreinforma-
tion on workingwith inline graphics.)

To insert a graphic into a table cell:
1 Placeaninsertion point insideatable cdl.

2 ChooseFile>Placetoinsert animage
intothecdl .

or

Paste agraphic copied to the clipboard
into the cdll.

& Graphicsin cdlsare pasted asinline
graphics.

If the graphicislarger than the size of the
cell, some of the graphic may stick out
beyond the cell. Yau use the Clippingsetting
to control if placed graphicsare seen outside
acdl.

To control the display of a graphic inside a cell:

1 Paceyour insertion point insidethe cell
that containsthe placed graphic.

2 ChooseTable>Cedl Options>Text. This
opensthe Cell Options dialog box .

3. Sdect Clip Contentsto Cel tolimit
the display of the graphictoinsidethe
cdl .
or

Desdect Clip Contentsto Cell to dlow
the graphicto be displayed outside the
cal .

@R In addition to allowingagraphicto
appear outside the cell boundaries, you
can aso drag atable so that thetable itself
extendsoutside the text frame.

1998

2000 | 2001

€8 An example of how a placed image can be
tnserted into a table cell.

~ Cipping (- Tt Rotation
T T C5Atent t Cal | Rk [0*

@ The Clip Contentsto Cell option for inline
graphicsin acell.

& With the clip optionsturned on, an inline
graphic isconfined to the boundaries of the cell.

&) With the dip optionsturned off, an inline
graphic extends outside the boundaries of the
cell.
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@ Theresultsof usingthe Merge_C:aIIs
command.

155

2O0H \
999
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@ Theresultsof using the Split Cells
Horizontally command.

200

2N} 20010

&) Theresultsof usingthe Split Cells
Verticdly command.

Customizing Cells

In addition to setting the controlsfor the
entire table, you can also make settings

for individual cdls. You can customize

the arrangement of rowsand columnshby
mergingor splitting cells. You may want to
merge cdlsto fit moretext withinacdl. Yau
can also change the space of text within acell.

To merge cells:
1 Sdectthe cdlsyou want to merge.

2 Choose Table>Merge Cdlls. Thedividers
betweenthe cdlsare deleted @.

2 If the merged cells contain text, the text
will be divided into paragraphs.

To unmerge cells:
1 Seectthe cdlsyouwant to unmerge.
2 Choose Table>Unmerge Célls.

To split cells:
1 Sdect the cdl you want to split.

2 ChooseTable>Split CedlsVerticalyor
Split CellsHorizontally @ or .

2 If you sdlect multiplecdls, only the Split
CdlsVerticaly command isavailable.
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Yau can aso control how text is positioned
horizontally and verticallywith each cell.

I Thesesettingsare similar to how text is
controlled within frames. (See page 70 for
moreinformation on setting the position of
textwithin frames.)

R Thesesettingsalso control how inline
graphics are positioned within frames.

To set the cell options for text:
1 Sdect the cellsyou want to adjust.

2. Choose Table> Cell Options> Text.
This opensthe Cell Optionsfor text
controls @.

3. Usethefour Cdl Inset fiddsto adjust the
amount of space between the text and the
top, bottom, left, and right sides of the
cdls .

4. Chooseoneof thefour settingsfrom the
Text Rotation menu to rotatethetextin
90° increments.

Yau can also set the vertical alignment for
wherethe text is positionedin the cdll.

To set the text vertical alignment:
1 Sdect the celsyou want to adjust.

2 ChooseTable>Cell Options>Text. This
opensthe Cell Options dialog box for text
controls.

3. UsetheVertica JustificationAlign menu
to choose oneof thefour alignment
options asfollows
» Top positionsthetext at the top edge of

the cl.

» Center positionsthetextinthemiddle
of the cdl.

* Bottom positionsthetext at the bottom
edge of the cdll.

» Justify distributesthe lines of text
evenly so that it extendsfromthetop to
the bottom of the cell.

B The Justifysetting overrides any leading
appliedto the text.
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2 TheText areacof the Cdll Optionscont'rols_
how text s posditaned within sachk cell.
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@ The Cell Insets controls let you specify how
far away text sits from the edge of thecell.
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theVertical Justification Align menu, the
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® The First Basdinecontrolslet you set the
position of the first baseline of textwithin a cell.

If you chooseJustifyfor the vertical dign-
ment, you can then control the space between
thelinesor paragraphs.

To set the vertical justification spacing:

1 Sdectthe cdlsyouwant to adjust.

2 Choose Table> Cell Options>Text. This
opensthetext controlsfor the cels.

3 Choose Justifyfrom the Vertica
Justificationlist.

4 Set anamount for the Paragraph Spacing
Limit @.

B Increasethe vauefor the paragraph
spacing to avoid increasingthe space
between thelineswithin the paragraph.
Thisissimilar to setting the Vertica
Justificationfor text frames (seepage 71).

Just asyou can control where thefirst base-
lineof text appearsin atext frame, you can
aso control the position of the text basdline
within acel.

To control the first baselinein a cell:

1 Sdect the cdlsyou want to control.

2 Choose Table>Cell Options>Text. This
opensthetext controlsfor the cels.

3 IntheFirst Basdinearea, usethe Offset
list to chooseasetting @.

4. Inthe Min field, set the minimum
amount of spacefor the first basdline.

R For more detailson workingwith thefirst
baseline, see page 70.
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Setting Borders, Strokes, and Fills

One of the benefitsof using tablesinstead

of tabsishow easy it isto add linesand
colorsto thetable. (Thelinearound atable

is called the border. Linesaround cdlsare
caled strokes. Colorsinsidethe cellsare called

fills @.)

To add a border around the table:

2

Sdlect at least onecdl in thetable.

Choose Table>TableOptions>Table
Setup. The Table Options dia og box
openswith the Table Setup options
selected @.

In the Table Border category, usethe
Weight field to set the thickness of the
borderlline@.

Usethe Color list to set the color of the
borderlline.

UsetheTint fid to apply ascreento the
color.

If desired, check overprint for the color
(see page 136).

Usethe Typelist to set astripe pattern for
the border.

If you have applied astroketo acdl that
touchesthe table border, the PreservelLocd
Formatting checkbox controlshow the table
border changesthelocal settingsto cdls.

To preserve the formatting applied to cells:

1

2

Appleastroketo the cdls (see the next
page for how to apply strokesto cells).

In the Table Options dia og box, select
Preserve Loca Formattingto maintain
the appearanceof the cell edgesthat
touch thetableborder @.

or

Desdlect Preserve Locd Formatting to
alow the table border to overridethe
stroke applied to the cdll.

o

— ..

E "y " Table

E' E —horder
Started 34 54

= — Cell

Ended 76 a5 e strokes
Progress (42 |31

@ Thetableborder goesaround the outside of
atable.

e -
Tande s [ E o e L [ Faaews e b
Form mropp
Frie Man [ - s B°
mas T e T
T
- | e |
=gl a] =l T e
B T TE 'ﬁ' v
-
Ters boera
e T e B
T er Koy e
o | |
I re |

@ The TableSetup diaog box lets you apply a
border around the entire table.

~ Tulble Eovdat —
Weight: !'.'_I:-'FI i Type' | Szbd ﬂ
Colpr  [Nlsck] _“ Tisne !Ell.l'.ﬂl T Cwarprink

@ You can format the line around a table with
the TableBorder controls.

¥ | April
£ [May

Started
Ended 76 185

_local
Progress | 42 31 |- formatfing

@ The Preserve Locd Formattingoption
maintains the appearance of cellsthat touch the
table border.
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2 The Strokesand Fillscontrolsunder Cell
Options let you format cellsin a table.

Selected edge Unselected edge

Al |

|
| .

& Click the proxy linesfor thecdl stroketo
control which edgesof the cell are stroked. The
colored linesindicate the edgeis selected.

Dne. cedl Tea or mera mlumm

— ==

Two or morerow Two or more ¢olums and row

- — 4 — S N—— l

@ Thecdl preview areachangesdepending on
how many cells, rows, or columns are selected.

Es

Tablesare automatically created with strokes
around the cells. You can removethose cdl
strokes, apply new ones, or customize them as
you seefit.

To customize the strokes around individual cells:
1 Seectthe cdlsyou want to modify.

2. Choose Table> Cell Options>Strokes
and Rlls. The Cell Options diaog box
appears\ith the Strokesand Fills options
sdlected @.

3. Clickthe proxylinesin the cdl preview
to sdect which edgesof the selected cdlls
should beformatted @. Thetop, bottom,
left, and right edgesof the preview area
correspond to the position of the edgesin
the selected cdlls.

HE Important! Select and deselect the proxy
linesin the cdl preview first beforeyou
change any of the settingsin the dialog
box. Thisavoidsapplying partial settings
tothecdls

R Thecdl preview area changesdepending
on the combination of cdls, rows, or
columnsyou have selected .

4. Set the controlsunder Cell Stroketo
format the appearanceof the selected
edges.

5 Click OK to apply the settings.
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If all your strokesarethe samesolid color,
you don't haveto worry about how thetable
isdrawn, But assoon asyou mix strokes or
use non-solid strokes, you need to set prefer-
encesfor how the strokes appear when they
crosseach other.

To set the stacking order for the border and
strokes:

1 Sdectatleastonecdl inthetable.

2 ChooseTable>TableOptions>Table
Setup. The Table Options dia og box
appears.

3. Choose one of thefollowingfrom the
Draw menu g
* Best JoinsletsInDesign create the best

possible appearancefor how the strokes
intersect.

« Columnsin Front of Strokesmovesthe
strokesfor the columnsin front of the
strokesfor the rows.

o Rowsin Front of Strokesmovesthe
strokesfor the rowsin front of the
strokesfor the columns.

¢ InDesign 2.0 Compatibility usesa
combination of the Best Joinsfor the
table border and the Rowsin Front of
the Strokesfor theinterior cdls.

Yau can dsofill theinsideof acdl witha
color or gradient.

To customize the fill inside individual cells:
1 Sdectthe cdlsyou want to modify.
2 Choose Table> Cell Options>Strokes

and Fills. The Cdl Options dialog box
opens set to Strokesand Fills.

3. Set the controlsunder Cell Fill to format
the color insidethe selected cdlls @.

R If you have already defined agradient
swatch, you can fill the selected cdlswith
a gradient.

| InDeiga 20
et
|
|

@ Examplesof how the Draw menu settings
are applied to tables.

el Fill

. Color: | C=100 M=0 Y., E Tint: =2 100

| Overpriea Fll

@ The Cdl Fill controlslet you apply colorsto
individual cellsin a table.
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€ The TableOptionsfor Row Strokesallow
you to apply alternatingpatterns for the strokes
applied to rows.

Every Jrner Row

Alernating PeTam:
|, Mm S | L a] ]

I

Ewvary Oehiar Row

“]LE Evary Sacomd Roray
Piwight: E_r:rl'- Third Raw

) The Alternating Pattern mens for sedning
tablerows.

— Akernitng
Frat: E 1 Raws
weigt: E{ 100 = W

'rgpl]_j
Color: | M (Back] =
Iint: 100% [ Cwepmnt

Gap Color | =] &m

Gap Tat: 10 [ Cepprt Gap

@ TheAlternatingcontrolsallow you to
choose the appearance for the alternating row
strokes.

Alternating Strokes and Fills

Many people who work with tables find it
hel pful to set alternating strokes or fillsfor
entire rowsor columnsin repeating patterns.
Thiscan help readerseasily navigatedown
the column or acrossthe row in lengthy
tables.

B2 Evenif youinsert or delete rowsor
columns, the Alternating Pattern feature
automatically reappliesthe correct
sequenceof fillsto your table.

To alternate repeating strokes for rows:
1 Sdectatleast onecdl inthetable.

2 ChooseTable>TableOptions>
Alternating Row Strokes. The Table
Options diaog box opens set to the Row
Strokestab @.

3 UsetheAlternatingPatternlist to choose
how frequently the row strokeswill
dternate Q.

4. Set the controlson theleft side of the
Alternatingareato format the stroke
appearancefor thefirst set of rows @.

5 Setthecontrolson theright sideof the
Alternatingareato format the appearance
of the strokefor the next or second set of
rows.

6. Usethe Skip First and Skip Last fieldsto
omit certain columnsat the start and end
of the tablefrom the alternating count.

IR If you have applied custom strokesto
individual cdlsand want to overridethe
local formatting, uncheck the Preserve
Locd Formatting checkbox.
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To altermate repeoting strokes for columas:

Sdlect at least one cdl in thetable.

Choose Table>TableOptions >
Alternating Column Strokes. The Table
Options dialog box opens set to Column
Strokes 3.

Usethe AlternatingPattern list to
choose how many column strokeswill
aternate .

Set the controlson the left side of

the Alternatingareato format the
appearanceof the strokefor the first set
of columns .

Set the controlson the right side of the

Alternatingareato format the appearance

for the second set of columns.

Usethe Skip First and Skip Last fieldsto
omit certain columnsat the start and end
of the tablefrom the alternating count.

2 If you have applied strokesto individual

cells, the Preserve Loca Formatting
command controlsif the alternating
strokesfor columnsoverridethat local
formatting.

Teowes 000 ol

i v | b e ] | e

PP I ]

v R |
w ol Y
W e k]
i e e L Bl e
IR LT T e |

o Ty i G

Baum Lmars

fomi

i) The Column Strokescontrolsunder Table
Options let you apply automatic alternating
strokesto table columns.

Alfenating Pattem: | Every Seoord Cokrm :j
Alernating tiore
Evary Othar Calumn
Frau: E 2 |Every Secord Coken
. 1 ___E--z': Third Codurmn
Weigrt: r Custom Cobrrr:
@ The Alternating Pattern menu for table
columns.
Alrernating S
First =1 Columns
Wieight: ={0.5 pt -'ﬂ 1
Type -8

Cotor: | EC=100 M=0 ¥=_.. i

Tint: = 100% | Cwerprini
Cap Color: [[JC=0 M=0¥=10... Y Gaj
Cap Tint: — 100% [ Overprint G

¥ The Alternatingcontrolsallow you to
choose the appearance for the alternating

column strokes.
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@ The Pillscontrolsunder Table Options let
you apply automatic alternatingfillsto table
rowsor columns.

[ Bkwmatng Fattemy | Every Trod Row - -
Aerratng Hana
: Every Oe How
. - E 4 {Evan Becond Row
Caloe: m Every Thind Row
S Lk Custom Row
T 20 Evirry- DLy

Evary Sacond Colimn
Evmry Third Colurmn

—CostomCarmn

Gk Fr-

3 ® &

"

@ The Alternating Pattern menu for setting
tablefills.

 Alternating

i First +—.-] Rows

| Color: [M[Black] )
i Tint = 20% || Dverprint

@ TheAlternatingcontrolsallow you to
choose the appearance for the alternatingfills.

v w X Y z

@ An example of atable that usesthe
dternatingfillsfor repeating rows.

To alternate repeating fills:

1. Sdectatleastonecdl inthetable.

2. Choose Table>TableOptions>
Alternating Fills. The Table Options
dialog box appearsset to Fills .
or

Choose Table Options >Alternating Fills
from the Table paette.

3. UsetheAlternatingPattern list to choose
how many row or column fillswill
dternate @.

4. Setthecontrolson theleft sideof the
Alternatingareato format the appearance
of thefill for thefirst set of columnsor
rows @.

5. Setthe controlson theright side of the
Alternatingareato format the appearance
for the second set of columnsor rows.

6. Usethe Skip First and Skip Ladt fieldsto
omit certain rowsor columnsat the start
and end of the tablefrom the alternating
count.

2 If you have applied fillsto individual cells,
the Preserve Locd Formatting command
controlsif the alternatingfillsoverride
that locdl formatting.

2 My own personal favoriteisto set
repeatingfillsof light and dark rows .
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Adding Diagonal Lines in Cells

Many people who design tables use diagona
linesto indicateempty data or corrected
information. InDesign |etsyou apply diago-
nal linesinsidecdls.

To add diagonal lines in cells:
1. Sdectthe cdlsyouwant to modify.

2. Choose Table> Cell Options>Diagonal
Lines. The Cdl Options dialog box
openswith the Diagonal Linesoptions
selected @.

3. Click oneof thedirection controlsto set
the direction of the diagonal lines @} and
their styles @.

4. SeattheLine Strokeoptionstoformat the
appearanceof theline @.

5. Chooseone of thefollowingfrom the
Draw menu:
* DrawinFront positionsthe diagonal
lineinfront of any textin the cell.

* Drawin Back positionsthe diagona
linebehind any text in the cdll.

LaF Lrmmrs
Tund | Wi, el ol ] sl ol Ty o L
- RO ]

L TV

[ T =] T g 1
I vprer Ewmin

e e B -
2
N

T —

- baen o

@ The D-iagonal Linescontrolsunder Cell
Optionslet you add diagonal linesto cells.

Mae  Down |.|=,'| [raued
o es a’
& Thedirection controlsfor the diagonal
linesincells.

barisery February | March

7,500 ~— | 1,50

| 3400 | ===

L =S

{2} Examplesof how the diagonal linecan be- -
used in cells.

{2} TheLine Strokecontrolsfor diagonal lines
let you style the appearance of the diagonal lines
inside célls.
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@ The Table paletteprovides an onscreen
palette to modify many of the table controls.

r--.z-ylmm:_'lij
frw & w B~

EV_\Ihen ;1 taBIe is selected, the Control palette
displays some of the table contrals.

Using the Table or Control palettes
Yau can adsowork with the Table paletteor

the Control paletteto modify the number of

columnsand rows, their width and height,
and other settingsin tables.

To work with the Table palette or Control palette:

1 Sdectthetableor cdlsinthetable.

2 Choose Window >Type & Tables>Table.

Thisopensthe Table palette .
or

Choose Window> Control. Thisopens
the Control palette .

3 Usethecontrol, fidlds, and icons as shown

in thefollowing chart the table.

, Table feature [ton

| Number of rows HE._
Mumber of r

| eolumns 1 LLH .

iﬂﬂwheightmenu | gm

sa410[n 5|0u0) 40 a|qo ays Buisn

Kow height b t-aqu.gg

Column width | o |
control H P A |
Text vertical (o = =
justification e
Text ratation I? 4 4L B

“Therearefour controls that areonly found

inthe Tablepalette

Top cell inset | E“"“‘_
Bottom cell inset E%T
Left cell inset -4 E_
Right cell inset x| Eﬁ,}“—'—“

InDesian CS Vicual Ouickstart Guide

2113



Topic

Chapter 13

Table feature

] lcon

Thereare also sometablefeaturesthat are

onlvin the Control Palette

Mergecells 4

Unmergecdls E

Stroke weight 1pt - E
Swoketype | [mmmm—]
Cdl preview I'__

3 You can also usethe commandsin the
Tablepalettemenu or Control palette
menu to modify thetable.
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have a genera rule about working
Iwith a computer. Anytime | find

mysdf doing the same thing more
than ten timesin arow, | stop. Most
likely thereis a command or tool that
| can useto automate the process.

That's what this chapter is about—
learning how to automate InDesign SO
the application does the dull, tedious
chores for you. (Sadly, | can't apply
thisruleto other parts of my life, such
aswashingdishesor folding socks.)

Some of these features, such as Find/
Change and Spdl Check, are very
straightforward. You simply choose
the command and let InDesign do its
stuff.

Others, such as styles and nested
styles, need a little bit of preparation
to make them work their magic.

Of course youre not required to
learn any of these automation
features. You are perfectly welcome
to modify text by hand, one word at
a time—especidly if you don't care
about doinganythingesein your life,

InDescian CS Visual Ouickstart Guide 215



Changing Case; Checking Spelling

Chapter 14

Changing Case
InDesign givesyou acommand to quickly
changetext case.

To change text case:

1
2

Select the text you want to change.

Choose Type>Change Caseand

then chooselowercase, Title Case,
Sentence case, or UPPERCASE from the
submenu @.

Checking Spelling

One of the most popular featuresof page
layout programsisthe spelling checker which
searchesadocument for misspelledwords.

To use the spell check command:

1

To check the spelling in aspecifictext
frameor linked frames, click to placean
insertion point anywherewithin the text.

Choose Edit >Check Spelling. The Check

Spellingdial og box appears &

In the Searchlist, choosewherethe

spelling check should be performed E¥:

* Al Documents checksal open
documents.

* Document checksthe entire active
document.

= Story checksall the linked frames of the
selected text.

= To End of Story checksfrom the
insertion point.

= Selectionchecksonly the selected text.

Click Start to begin the spell check.

InDesign searchesthrough the text, then

stopsand displayseach error it finds.

R InDesigndisplayswordsthat aren't

initsdictionary,duplicatewords, and
capitaizationerrors.

Changmg case Lowercase
Changing Case e
Changingcase s s

CHANGING CASE ' e

i) The Change Cas= optionschangetext as
shown.

2 CEeeh Spmilig

ey Ok sy (D
oot )

Change Ta

Sppgesced Correciions
|

Languess: English: LS
fmarch:  Stany Hi_-!

) The Check Spelingdialogbox isthe
command center for a spell check.

Sty |
Al Dooumants |

Document

Seach:

To End of Story

Selection
) The Searchlist allowsyou to specify where
the spell check is performed.
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@) InDesign gives you alist of suggested
correctionsfor the unknown words found
during a spell check.

! The Limitations of the Spell Check

Every ance in a while, [ read an article
sbout how the use of spelling check-
—eri_in computers is comtributing
to the death of proper writing and
language. It's true; too many people
_run a spell check and don't bother to
actually read the document. Consider
the following text:
- Thetr 15 krot -any - thing wrung with
using a spell chegue on a sent tents in
i doc you mint, Ewe just haft to dique
- the write butt ends,
Obviously the paragraph is utter non-
sende, Yet InDesign’s spell check {as
| well as the spell check in most other
programs) wouldn't flag a single word

as being incorrect.

A spell check only flags words it
doesn't recognize; but since every-
| thing in the paragraph is an actual
word, InDesign doesn't see any prob-
lems. %0, please, don't skip a session
| with a proofreader just becawse you've
run a spell check.

.

The spell check may display aword that is
correctly spelled. This could be aspecialized
term (likeInDesign) or aproper name (like
Sandee). If you havewordslikethat, you will
want to instruct the spell check toignorea
specializedword.

To ignore specialized words:
e Click Ignoreto continue the check

without changingthat instanceof the text.

or

Click Ignore All to continue the spell
check without changingany instanceof
that text.

2 Onceyou pressthe Start button, it then
turnsinto the Ignore button.

Of course, the spell check wouldn't bevery
helpful if it couldn't make changesto sus-
pectedwords.

To correct the error displayed:
1 Typeacorrectionin the Change To box.
or

Select aword from the Suggested
Correctionslist k.

2 Click Changeto changeonly that instance

of theword in the text.
or

Click ChangeAl to changeall instances
of thewordinthetext.
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The Ignore commands only work during a
particular sessionof InDesign. If you use
specializedwordsfrequently, you should add
them to the dictionary that InDesign uses
during aspell check.

To add words to the spell check dictionary:
e Click Add whentheword isdisplayed
during the spelling check.

To edit the dictionary:

1 Choose Edit>Edit Dictionaryto open
the Dictionary dialog box ©.

2 Choosethelanguagefrom the Language
list.

I If you have only onelanguagein the
Languagelist, you need to do acustom
installation of InDesignto install the rest
of thelanguage dictionaries.

3. Choose Added Words or Removed Words
from the Dictionary Lig.

4 Typetheword you want to add in the
Wordfield.
or
Click theword you want to remove.

5 ClicktheAdd or Remove button.

2 Thewordsin the Dictionary aso help
you control hyphenation. (For more
information on workingwith hyphenation,
seeChapter 15," Typography Controls.")

2 gy mayry

Targes | ser Clrsiorary :ﬂ lﬁ
LAEGailngF l'r-gll.n_l.r'_..l\. - m
ERgmiraiy (61 _.l_.rEdnl_-li'n:':ll__E
Wt R ':.'Ehm.l'\-l- L]
- - aad 1]

) TheDictionary dialog box allows you
to add or deletewords in the dictionary used
duringa spell check.
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@ TheFind/Change dialogbox allows you to
set the controls for searching for and replacing
text.

arge o
fdore =]|e
gaarch: [Story =|
Al Documerils
Cacumant

|Ta Erd of Story

© TheSearchlist in the Find/Change dialog
box allows you to set where the search takes
place.

Finding and Changing Text

InDesign hasa powerful Find/Change com-
mand that letsyou find al instancesof text
or formatting and make changesto the found
items. The simplest Find/Change command
looksfor certain charactersof text, called text
strings, and changesthem. For instance, you
can change Sept. into September.

To set the Find/Change text strings:

1 Tofind and changewithin aspecifictext
frameor linked frames, click to placean
insertion point within the text.

2 Choose Edit >Find/Change. The Find/
Changedialog box appears .

3. Inthe FindWhat field, type or pastethe
text you want to search for.

4 Inthe ChangeTofield, typeor pastethe
text to beinserted.

5 Inthe Search pop-up list, choosewhere
the search should be performed @:
* Al Documents checksall open
documents.
« Document checksthe entire document.
» Story checksdl thelinked framesof the
selectedtext.
* ToEnd of Story checksfrom the
insertion point.
* Selection checksonly the selectedtext.
6 Select Case Sengtiveto limit the search
to text with the same capitalization. For
instance, a case-sensitivesearch for
"InDesign’ does not find"Indesign”.

7 SdectWholeWord to disregardthe text if
it is contained within another word. For
instance, awhole-word search for Design
omitstheinstancein InDesign.

8 Click Start. InDesignlooksthrough the
text and selects each matchingtext string
it finds.
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Asyou run aFindlChange search, you can
choosewhether or not to apply changes.

To apply the Find/Change changes:
e Click Changeto changethetext without
movingto the next instance.

or

Click Change/Find to changethetext and
moveto the next instance.

or

Click ChangeAl to changeall the
instancesin the text.

Yau cantell InDesignto ignoreor skip a
Findl Changeinstance.

Toignore a Find/Change instance:

e Click Find Next to avoid changingthat
instanceof the found text and skip to the
next occurrence.

InDesign alsoletsyou search for specia
characterssuch as spaces, hyphens, paragraph
returns, tab characters,or inline graphic
markers. Theseare called metacharactersfor
the Findl Change commands.

To Find/Change metacharacters:

1 Choosethe character you want to look for
in the Find what menu ig).

2 Choosethe character you want to
substitutein the Changeto menu.

3. Apply the Findl Change commands as
described on the opposite page.

2 InDesignaso keepsalist of the past 15
text stringsfor both the Find what and
the Changeto fields. Yau can usethat list
to quickly reapply searches ©.
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i The metacharactersmenu for theFi nd
whatfield.

B wihat: —
= A
[imrothy -
"‘I'_'IAt Il
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™ ¥Whols Word

™ Case Spreitve

) InDesign keepsa record of the past 15 text
stringsintheFind what or Changeto fields.
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® Theexpanded optionsin the Find/Change
dialog box.

Working with Wildcard Characters

You cannot insert wildcard charac-
L ters in the Changeto field. However,
that should not discimraEe Wi
working with wildcard characters.

| The numbers for the steps of this

book are an example of how [ can for-

mat using wildcard characters. In the

Find what field | enter A9,At, which is

the code for any digit {~9), followed

?y?permd (.1, and the code for a tab
fit).

| I set the formatting for the number
style in the Change to field. InDesign
geairches for any number followed by a
| period and atab and appliesthe prop-
er formatting as set in the Change to
Field.

| In addition to text strings, you can
| dlso Find/Change formatting. This
helps when making changes to text
imported from word-processing pra-
[ griims.

-

The Find what menu has three specia meta-
characterscalled wildcard characters. The
wildcard charactersalow you to search for
itemsthat are defined asarangeof characters.

To search for wildcard characters:

1 Chooseoneof thewildcard characters
from the Find what menu:
* Any Character findsany character
including spaces, tabs, returns, or text.
* Any Digit searchesfor any number
from0to9.
* Any L etter searchesfor any alphabetical
letter fromAto Z.
2. Set the Changeto options.

3. Runthe search.

2 You can only use wildcard charactersin
the Find what field, not in the Change
tofidd. (Seethe sidebar on page 340 for
a special project that shows how to use
wildcard characters.)

The Find/Change dialog box has additional
optionsthat let you search for more than just
text strings. Yau can use the Find/Change
dialog box to search for formatting options.

To expand the Find/Change options:

e ClickMoreOptionsin the Find/Change
dialog box. This openstheformat options
that let you changeformatting attributes
such astypestyle, size, paragraph
attributes, character colors, and so on .
(Seethe next exercises for setting the format
options.)
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With the Find/Change dial og box expanded,
you can set the formatting optionsfor either
the Find or Changefields.

To search for formatting options:

1 Click the Format buttonin the Find
Format Settings area of the Find/Change
dialog box. Thisopensthe Find Format
Settings dialog box (.

2 Choosethoseformatting categorieson
theleft side of the Find Format Settings
dialog box @. (See thechart on pages 324
and 325 for an explanation of what each
category controls.)

3. Enter the criteriayou want to search for
in thefieldsfor the chosen category.

R For instance, if you want to search for all

12-point text, you would choosethe Basic

Character category and then enter 12
point in the point size.

4. Click OK. Thesearch criteriaare
displayedin the Find Style Settings
area if.

& Leavethe Find what field blank to search
for formatting without looking for
specific text.

IR Therearethree waysto set check boxesin
the Find/Change dialog box. Click three
timesto seethe choices &:

e in means the attribale will be searched

or replaced. Usethistolook for an
attribute that has been appliedto the
text or to apply the attribute.

» Off meansthe attribute will not be
searched or replaced. Usethistolook
for an attributethat has not been
appliedto thetext or to removethe
attribute.

* Maybe meansthe attribute may or may
not be searched or replaced. Usethisif
you don't want to changethe attribute
fromitscurrent state.

-

& The Find Format Settings dialog box fets
you search for specific formatting options.

|p-,-h-:-pduq fal Basic Charactor
Eels arund Chirstee Feengs | Font Famiy:
s s FI:I'I'I"E-'.]_h
Churger Cobe | Sirw;
CipanTupen Fasbitl

Uindurkea Dptiom | TG
Srdewhrough Opiora | Lasa;
e S wnd Srhar |

& The categories for both the Find Format
Settingsand Change Format Settingsdialog
boxes.

Find Format Setiings

= Rkl o ok T 6 bl Pl fl el

B Formatting criteria appear in the Fird
Format Settingsarea of the Find/Change dialog
box.

On Off Maybe
# undertine “lligatures = No Bresk
¥ Undeline I Ligatures = NoBreak

i Thethreestatesfor check boxesin the
Fimd/Charge dialog box. Notice the difference
between the Maybe state for the Mac (top) and
Windows (bottom).
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® Thealert symbol next to the Find what
and Change to fields indicates that formatting
options have been chosen as part of Find/
Change.

Chear

{D Click the Clear button to delete all the
format options from the Find/Change criteria.

With the Findl Change dialog box expanded,
you can set the formatting optionsfor either
the Find or Changefields.

To set the replacement formatting options:

1 Click the Format button in the Change
Format Settingsareaof the FindlChange
dialog box. This opens the Change Format
Settingsdial og box.

@ Thisdidog box isidentical to the Find
Format Settingsdialogbox @.

2 Choose thoseformatting categorieson the
left side of the Change Format Settings
dialog box.

3. Enter the criteriayou want to replacein
thefiedsfor the chosen category.

HE For instance, if you want to maked| the
found text itdic, you would choosethe
Basic Character category and then enter
italicin the style.

4. Click OK. Thereplacecriteriaare
displayed in the Find Style Settings
area ®.

2 An aert symbol next to the Find what or
Changeto fieldsindicatesthat formatting
options are part of the FindlChange
criteria®.

I3 If you click the Fewer Options button,
you reducethe sze of the FindlChange
box, although you can till search for the
Formatting options that are hidden.

To delete the formatting options:

e Click the Clear button to deletedll the
formatting in the Find Format Settings or
Change Format Settings areas .
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Find Dialog Box Settings
| Find Format Settings dialog box appearamce Find/Change Features
| e g Style Options
hracre e [oxw Con Letsyou set the attributes using character

for information on working with styles.)

e Eraa eaty
Eoni Py | =
vore v | =
Ee oL = l.-'-|"lI=| "|
ey | E =]
Cow | = P | =]
7 Linchets Clgrym | W s
7 Sk

Basic Character Formats

Letsyou set the character attributesfor
the text. (See Chapter 3 for information on
working with basic character formats.)

Advanced Character Formats

Letsyou set the character attributesfor
distorting text and setting the language.
(SeeChapter 3 for information on working
with character formats.)

Indents and Spacing

Letsyou set the paragraph attributes for
alignment, indents, spacing, and aign to
basdinegrid. (See Chapter 3 for informa-
tion on working with alignment, indents,
and paragraph spaces. See Chapter 15 for
information on aligning to baselinegrid.)

Keep Options

Letsyou set the attributes for the Kegp
with Next linesoptions and wherethe
paragraph starts. (See Chapter 14 for infor-
mation on working with the Keep Options.)
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Rnd Format Settings dialog box appearance

Find /Change Features

[ A=
] e

W £ a
[ B #
B i it Yot am
| LRI A

Character Color

Letsyou set the attributes for the named
colorsand gradientsapplied from the
Swatchespalette. (See Chapter 5 for infor-
mation on working with color.)

OpenType Features

Letsyou set the attributes for applyingthe
advanced typographicfeaturesin Open-
Typefonts. (See Chapter 15 for information
on working with OpenType.)

Underline Options

Letsyou set the attributes for applying
specidty underline effectsto type. (See
Chapter 3 for information on the underline
options.)

Strikethrough Options

Letsyou set the attributesfor applying
specidty strikethrough effectsto type. (See
Chapter 3 for information on the strike-
through options.)

Drop Caps and Other

Letsyou set the attributesfor drop caps,
leading, justification, and the composer.
(See page 342 for information onthe drop
caps. See Chapter 3 for information on the
other options.)
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Chapter 14

Using the Story Editor

For peoplelike me, one of the good things
about electronicpage layout isthat | edit text
asit appearson the page.

For others, one of the bad thingsabout
electronic pagelayout isthat they edit text as
it appearson the page. Those peopleliketo
useastory editor which letsthem edit text

in aseparatewindow. This meansyou can
type or edit text without getting distracted
by typefaces, szes,images, and other design
dements @.

To use the Story Editor:

1 Sdectthetext framethat containsthe text
you want to edit or placeyour insertion
point insidethe text.

2 Choose Edit >Edit in Story Editor. The
Story Editor opens.

3. Usetheright sideof the Story Editor to
make changesto the text. Any changes
you makein the Story Editor appear on
the document page.

4 Usetheleft sdeof the Story Editor to
view the paragraph stylesthat may have
been assignedto the text . (Seepages
328-339 for information on styles.)

2 The text within tables cannot be displayed
in the Story Editor.

3 The Story Editor appearsas aseparate
window from your document page. You
don't haveto closethe Story Editor to
move back to the document. Just click the
document pageto work onit; then click
to move back to the Story Editor.

THE WONDERFUL
WIZARD OF OZ

Chapter 1
Tha& Cyclone
orothry Hved 1 themidst of & great Kanss
praicies, misl Thele femm. whowas a farmer,
and At Em, WO was il farmer’s wile, Their
Eouse was smatl, for t he umber to build sthad to be
carried br wagon many miles. There meme four waits a

L] T IO AT EATN-Pr-DE
Thmrw i CHEETEE 1

et The Cycione

[erap——— Dorothy lived in the midst of

the great Kansas prairies,
with Uncle Henry, who was a
farnmer, and Aunt Em who was
the farner's wife. Their
house was smail, for rhe
lunber to build it had to be
carried by wagon nany mles.

® Textisdisplayed in the Story Editor without

most of itsspecial formatting. This makesit
easier to make changesto the text.

Shies T Toble leline prophi
sshesd | W1 2ard of 0g8—" _ "

Sag b ] E 1--"--- ___---"---

dabierad S

Body e J IE stwccoeded beaautifully. She

had not been walking more than

@ The Story Editor displays thevarious
elements within the story.
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@ TheStory Editor Display section of the
Freferencesallows you to set the appearance of
the Story Editor.

| Lire Spacing: | / Sglespace E
| 150 space |
Text Color: |
| Doublespace _'j
Background: | Triplespace ,j

Theme: "IRFGTPEIIF™ g

@ The Line Spacing menu of the Srory Editor
"Ireferencescontrols the space between the lines
o text.

{ Theme: | # |nk on Paper | I

Amber Monochrome
= E"'j’r" "“"Hi Classic System
Terrmdnal
e ————
1] TheThememenu lets you quickly change
the text and background colors.

—

|‘ cursor -DI:I'[|I}I'I

T

 Eursar Cptions

0 @ Sandard
E #p ) Rarbell

- Faiink

B The Cursor Optionschange the display of
_thecursor within the text.

o O Thick

B [ Block

Yau can changethe display of the Story
Editor by changingthe preferencesettings.

2 None of thesesettingsaffect the

appearanceof thetext in thelayout.

To set the preferences for text display:

1

A~ ow

Choose Edit >Preferences>Story
Editor Display (Win) or InDesign >
Preferences> Story Editor Display

(Mac) @.
Usethe Font menu to set the typeface.
Usethe point size menu to set thesize.

Usethe Line Spacing menu to choosethe
leading between the lines &1.

Usethe Text Color menu to set the color
of thetext.

Usethe Background menu to set the color
of the Story Editor window background.
or

Usethe Thememenu to choose one of

the preset text and background color
schemes .

Desdect EnableAnti-Aliasingto makethe
edgesof thetext sharper.

Yau can also change how the cursor, or
insertion point, is displayed within the Story
Editor. Thisis helpful for thosewho are used
to editing text on mainframeterminals.

To set the preferences for cursor display:

1

Choose Edit >Preferences>Story

Editor Display (Win) or InDesign >
Preferences>Story Editor Display (Mac).
Choose one of the Cursor Options .

Sdlect Blink to makethe cursor turn on
and off within the text.
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Chapter 14

Defining Styles

Stylesare the most powerful featurefor
applyingformatting. InDesign hastwo types
of styles. Paragraph stylesapply formatting
for both character and paragraph attributes.
Character styles apply formatting for only
character attributes. (For moreinformation on
workingwith character and paragraph attri-
butes, see Chapter 3, "' Basic Text.")

Yau can use the Paragraph Stylespal etteto
define new paragraph stylesfor a document.

To define a paragraph style manually:

1. Choose Type>Paragraph Styles. This
opensthe Paragraph Stylespal ette .

2, ChooseNew Stylefrom the Paragraph
Stylespal ettemenu.
ar
Opt/Alt-click the New Styleiconin the
Paragraph Styles pal ette. Thisopensthe
New Paragraph Style dialog box set to the
General options €.

3. Usethe Style Namefidld to namethe
syle @.

4. Setthe Based On, Next Style, and
Shortcuts asdescribed on pages 332,334,
and 335.

5. Click each category on theleft side of the
dialogbox @.

B. Setthecriteriafor each category. (See
thechart on pages 329-331 for more
information on each category.)

1. Click OK to definethe style. The name of
the styleappearsin the Paragraph Styles
palette.

} al——
@ The Paragraph Stylespalettelets
you define and apply paragraph styles.

Delete style

rores e —

@ The New Paragraph Styledialog box
contains the settings for defining a paragraph
style.

Etyle Hame: Faragraph Style 1

[ Bt O ||'|'-.-:| paragr aph ayes ]
Mt St | [Same strie]
Srerin: |

@ Usethe StyleNamefield to enter the name
of a paragraphstyle.

Basic Character Formats
Advanced Character Formats
Indents and Spacing

Paragraph Rules

Keep Dl

Hyphenation

Justification

Drop Tl and Nested Styles

OpenType Features inthe Pal'ml’aph &yIS
Underline Options dialogbox to set the
format of the style.
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Paragraph Style Categories

Paragraph Style Features

These are categoriesthat you set for para

graph styles.

HE If thisisyour first time setting
paragraph styles, relax, you don't have
to set dl the options for every category.
Leave some of the advanced option at
their defaults asyou first learn how to
defineand apply styles.

i
| Dialog Box Options

Description

Carwrad

General Options

pand - [T o v ] = Letsyou base one style on another, set the
et By [T 1ipie 2l next styleand the keyboard shortcut. (See
k| pages 332- 335 for information on these
N options.)
e remm wyal o s e ] = e sy T - e = =l
N L
Bl Chesa ol Basic Character Formats
P e [ONTEESORR 0 - Letsyou set the character attributes. (See
P St Fcaie = Chapter 3 for information onworkingwith
g £ e LA basic character formats.)
Earirg: [Fai - . L
Y e O = 2 Thisdialog box also appearswhen
defining character styles.
& irciarirs Fugaem T e
= paimttrough
| vt Sruractae Farrus Advanced Character Formats
PSP e — Letsyou set the attributesto distort text
arical ol {1037 and set the language. (See Chapter 3 for
"“"": {’_ information on working with basic charac-
ter formats.)
g [rge | R Thisdialog box aso appearswhen
defining character styles.
Irars: et STy Indents and Spacing
I | Letsyou set the attributesfor the align-
I Fabargm Pagges Linm ment, indents, spacing, and alignto
b h_E:: basdlinegrid. (See Chapter 3 for informa-
E"$E — tion on working with alignment, indents,
T and paragraph spaces. See Chapter 15 for
s e i information on aligning to baseline grid.)
S iz g [Tem B

Continuedon the next page
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Dialog Box Options Description
Taim Tabs
LI , Letsyou apply the settingsfor the tabsfor
P S ST ST N S .S the paragraph style. (See Chapter 13 for
X a | | information on working with the tabs.)
e [
L
Dol Baje Paragraph Rules
T e 4 Letsyou apply rulesaboveor below the
i | o — paragraph. (SeeChapter 9 for information
o 4 | on working with paragraph rules))
Gpcie [Fio-  cpewe [T o
-3
T e meid bt o
T — - Keep Options
K v e i Letsyou set the attributes for the Kegp
| "I_'j"'_"-*' i with Next linesoptions and wherethe
R tct ol 0 paragraph starts. (See Chapter 14 for infor-
Bt | i mation on working with the Keep options.)
0 T
Giwt P firpstes 2]
Hapfrrion Hyphenation
"““' _n' e Letsyou control how hyphenationis
el appliedto the paragraph. (See Chapter 15
[T r— l for information on working with hyphen-
et [ o ation.)
B iy I_._._'_'_l_'_'_'_'_'-—-u..|.|—.
| i
s ; Justification
e o Letsyou control how text isexpanded or
(PR ol T T contracted when the Justified paragraph
Dheh Soings o, o oo alignment is applied. (See Chapter 15for
T information on working with the justifica-
Srgis o Aetilicumon: [Fal Ly - tlon SettlngS.)
g | | B eyt [ opiras =

LT | — T P — ) rp———— .
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l Dialog Box Options Description
i s £ a0 i e Drop Caps and Nested Styles
S I Letsyou set the attributes to apply local
3 F [ crasactee e 5] character sylesto drop cap charactersand
B special nested character styles. (See pages
f 2l 342-347 for working with character styles
for Drop Capsand Nested Styles.)
=l
- L
Character Color
Letsyou set the attributes for the named
colorsand gradientsappliedto characters
from the Swatchespal ette. (See Chapter 5
“for information on working with color.)
R Thisdialog box aso appearswhen
defining character styles.
OpenType Faatures
Letsyou set the attributes for applyingthe
advanced typographicfeaturesin Open-
Typefonts. (See Chapter 15 for information
- on workingwith OpenType.)
R reak P e = @B Thisdialog box also appearswhen
defining character styles.
et g Underline Options
1o _ Letsyou set the attributes for applying
| woge @ < T | — speciaty underline effectsto type. (See

| o%e ool o
i [ - I.-‘Im:l’r-'“ '-I THEE E '|
B O

Chapter 3 for information on the underline
options.)

Il . R Thisdialogbox aso appearswhen
i : o b ik defining character styles.
kg g Strikethrough Options
| podemon _ Letsyou set the attributes for applying
g ElLon ot = Lo | —] specialty strikethrough effectsto type. (See
|| ome Efomi Chapter 3 for information on the strike-
foice, [Tt | 1 mH 2 through options.)
o :
1B - HE Thisdialog box also appearswhen
iz !; dwewis 4 defining character styles.
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Defining Styles (continued)

Theeasier way to defineastyleisto format
the text and definethe style by example.

To define a paragraph style by example:
1 Sdectasampleparagraph.
2 Usethe Character and Paragraph palettes

and any other commandsto format the
text.

3. Leavetheinsertion point in the formatted
paragraph.

4. Choose Type>Paragraph Styles.

5 Withtheinsertion point blinkingin the
formatted text, click the New Styleicon.
Thisadds anew styleto the Paragraph
Stylespalette.

2 Double-clickto renamethe style created
by the New Styleicon.

The Next Stylecommand alowsyou to auto-
matically switchto a new styleasyou type
text. For instance, when | pressthe paragraph
return after this paragraph, | automatically
switchto the stylefor the exercisesheader.

To set the next paragraph style:

1 Sdectthe Genera category in the New
Paragraph Styledialog box €.

2. Chooseastylefrom the Next Stylelist
in the New Paragraph Style dial og box.
The chosen styleisappliedto the next
paragraph when you pressthe Return
key €.
or
Choose Same Stylefrom the Next Style
list. Thisretainsthe original style until
you manually changethe style €.

2 The Next Stylecommand isonly available
whenyou pressthe return key. It does
nothing to text that already isin the story.

: | [Sama Styie]
Rnera [Mo paragraph style]
& Head Mo Break
Bated On: |

A head
Mext Style: |« Body Mo Space
Sharout: | Body Space Abdye

@ TheNext Stylemenu lets you choose the
Same Style or an already defined style.

~—Checking 5palling
Ui of the most popular featuresof page
Hexl ﬂ'I'J. layout programsis the Spelling Checker that
apphed I_.-—-"'rr.-n a document Tar misspelled words.

= b use the apal] ek, omrmarad

“~ml. Tocheck thespellingin a speci fi ¢ text
frame or linked frames,click to place an
insertion point within the text.

Sama ¥ 2 Chsse Edit >Check Spelling. The Check
Sixlﬁ + Spelling dialog box appears €.
3 Inthe Search Eat, chuoare where the
spellingcheck should be performed @
&) TheNext Stylecommand automatically
changesthe paragraph style when a paragraph
return is pressed (curved arrows). The Same

Stylecommand keeps the style when the
paragraph return is pressed (straight arrows).
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New stvle
] Character
styles
Sl — palette
[No character style] :| menu
! a = ﬂ — Delete style

i) The Character Stylespalettelets
you define and apply character styles.

& The New Character Styledialog box
containsthe settings for settingeach of the
categoriesfor character styles.

ST, =

Riri L1
Advanced Character Formats
Character Lk

ad D B LT

€D Click each category
inthe Character style
dialog box e set the

format of the style.

Wk witrrsgh Ol

Character stylesalow you to set specific

attributesthat overridethe paragraph style
character attributes. For instance, thisbold
text was set by applying a character styleto

the paragraph style.

To define a character style:

1 ChooseType>Character Styles. This
opensthe Character Stylespal ette €.

2. Choose New Stylefrom the Character
Stylespalette menu. Thisopens the New
Character Styledialog box €.

3 Namethestyle.

Set the Basad On and Shortcut controlsas

described on page 334 and 335.

5 Click each category to set the character
attributes €.

6 Click OK to definethe style. The name of
the styleappearsin the Character Styles
palette.

I

Yau can dsoformat the text and then definea
character styleby example.

sajhis Bumyaq

To define a character style by example:

1 Sdectasample paragraph.

2 Usethe Character paette and other
commandsto format the text.

I 1t doesnot matter what paragraph
attributes are applied to thistext. Only the
character attributes are set by example.

3 Leavetheinsertion point in the newly
formatted text.

4. Choose Type>Character Styles.

5 Clickthe New Styleicon. Thisaddsanew
styleto the Character Stylespalette.
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Basing onestyleon another makesit easy to
coordinate multiple styles.

To base one style on another:

1 Start with at least one paragraph or
character tyle.

2 Open the dialog box to define anew style.

3 From the Based On pop-up menu,

choosethe styleyou want to useasthe
foundation of the new style.

4. Make changesto definethe second style
attributes.

@3 The changesto the second styleare
displayed in the Style Settings area €.

B Any changesyou makelater to the
original styledso affect the second style.

Rather than create a new stylefrom scratch,
it may be easier to duplicatean existing style
and then redefineit.

To duplicate a style:
1 Sdectthesyle

2 Dragthestyleonto the New Styleiconin
the Paragraph Styles pal ette.
or

Choose DuplicateStylefrom the
Paragraph Styles pal ettemenu.

Style Settings:
|_, Tasi ¢ Eral RIS 0P + size 14 08 « COlOr Cor M2 100 YO Kmd——

€3 When you basea new style on an existing
style, you can read how they differ in the Style
Settings field of the New Style dialog box.

Basing Styles

The style for the numbers of the exer-
cisesin thisbookis based on thestyle of
the subheads. If | change the style for
ihe subheads, the number style and
the numbers change automatically.

Simiay r'“Ly, the 55 a:p.l; for the cagicisesdin

based on the style for the bady copy.
S0 if my publisher asks me o ke
the copy a litde smaller, | only have to
change thepoint sizefor onestyle.

Limit how many levels you go when
vou base one style on another. Theo-

_u.d-.-

l However, this can be confusing if you

| the athers are the spokes around it.

retically you can base one style on
another, which is based on another,
which 15 based on another, and %0 an,

g0 down too many levels.

| I always use one style as the main one
and base others on it. I think of the
main style as the hub of a wheel, and
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BTa
[ oG

Mo paragiaph wyi|

Body Teal ComadisMum 1
Subhead D+ Cmads Mum 1
Tiihe

[(RTFTe
@ Thekeyboardshortcut for astyleis
listed next to the name d the style.

Style Guidelines

Styles are listed alphabetically in the
two_styles palettes. So if you_want
styles 1o be listed together, give them
similar names.

For instance, | have three different
paragraph styles for the numbered
lists in this book. Each style starts with
the name st item and is followed by a
descriptive word such as list item body;
list item bullet, and so on, This groups
the styles together in the Paragraph
Styles palette,

If you wse keyboard shortouts, keep
them in groups. For instance, the
styles for the list items all use the key-
pad number 2 with variations of the
kevboard modifiers. So lisk item plain
is Shift-2, whilelist i tem bady is Shifi-
Crmd/Ctrl-2,

Yau can aso set keyboard shortcuts for para-
graph and character styles. Thismakesit easy

to apply stylesas you type.

To set style keyboard shortcuts:

L

Open the New Paragraph Styleor New
Character Styledia og box.

or

Double-click the name of the styleto
open the Modify Paragraph Styleor
Modify Character Style dialog box.
Place aninsertion point in the Shortcut
fidd.

Pressa number from the number pad
plusakeyboard modifier. The keyboard
modifiers can be a combination of one or
more of thefollowingkeys.

* Cmd (Mac)or Ctrl (Win) keys.

* Shift key.

* Opt (M&c) or Alt (Win) keys.

I | n Windows, the Num Lock must be

turned on to set keyboard shortcuts.

2 The keyboard shortcut appears next to

the style namein the Paragraph Stylesor
Character Stylespalettes €.
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If you have defined stylesin one document,
you can transfer or load those stylesinto
another document.

To transfer styles from an InDesign document:

1 Chooseoneaf thefollowingfromthe
Stylespal ette menusin the document you
want to import the stylesinto:

* Load Character Stylestransfersthe
character styles.

* Load Paragraph Stylestransfersthe
paragraph styles.

* Load All Stylestransfersboth character
and paragraph styles.

2 Navigateto find the document that
containsthe stylesyou want to import.

3 Click Open. Thestylesare automatically
added to the current document.

E Style names are case sensitive. Therefore,
astylename of Body Text will be added
to adocument that already hasastyle
named body text &g

When you placetext from word process-
ing programs such as Microsoft Word into
InDesign, the stylesfrom the imported text
are added to the document.

Toimport styles with placed text:

o Choose File>Place and navigateto find
thetext file

B A diskiconindicatesthat the style
definition camefrom theimported
text €.

2 Thediskicon disappearsif you modify
theimported style.

body Pert
Body Faer

[

E-REAE
€D Style namesare case sensitive, 0
two stylescan have the same name but
different character cases.

Boty Tant . =

Rk
€ Thedisk icon indicatesthat the style
definition came from an imported text
file.
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Character styles
fl .

‘hiiwlr;iﬁmlr'hr Fos thal
cenkainy Wl o Wain ImMpHIL
L Click Clprn The aples are dulematiily
added tothe current document.
€ An example ofparagraph and character styles
applied to text.

Parograph syl

E Character Style Strategies
InDesign character styles only need to
— be defined with a single change from
the paragraph attributes,

| For instance, if you want to change
text to italic, define a character attri-
| bute with just italic as the definition.

I You can then apply the italic character
attribute to many different paragraph
+ styles, even if they are different type-
| faces or point sizes,

You can even define a character style
with no attributes: That type of char-
style can be apphicd as part of
Find/Change routine as shown in the
izxercise on pages 340 and 341,

'This is very different from the char-
sryie sheets in QuarkXPress, In

Applying Styles

Defining stylesis just half of the process. Yau
take advantage of your planning when you
apply stylesto text.

Yau can apply stylesasyou type new text, or
you can add stylesto existing text.

To apply paragraph styles:

1 Sdectthe paragraphs.

3 Yau do not need to sdlect entire
paragraphs. Aslong asa portionis
sdlected, the paragraph stylewill be
applied to the entire paragraph.

2 Click the name of the paragraph style.
or
Typethe keyboard shortcut.

When you apply aparagraph styleto text,
the character attributes are controlled by the
paragraph style. You can overridethe styleby

applying a character style €.

To apply character styles:
1 Sdect thetext.

B2 You must select all the text you want to
format with a character style.

2 Click the name of the character style.
or
Typethe keyboard shortcut.
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Overriding Styles

Onceyou have paragraph stylesapplied to
text, you can overridethe style by applying
local formatting to the text characters.

To override paragraph styles:
1 Sdectthetext you want to modify.

2 Apply character attributesfrom the
Character palette. A plussign (+) next
to the paragraph style nameindicates
that local character formatting hasbeen
appliedto thetext ).

or

Apply acharacter stylefrom the
Character Stylespalette.
When you apply a paragraph style, InDesign
maintainsany local character formatting that
was applied to the text. However, you can
overridelocal character formatting when you

apply aparagraph style.

To override local character formatting:

e Holdthe Opt/Alt keysasyou click the
name of the paragraph style 0.

Yau use adifferent keystroketo overrideany

character stylesthat have been appliedto text.

@ Usethiskeystrokewhen you have text

placed from aword processing program
that refusesto changewhen you apply

paragraph styles.

To override character styles:
e Hold the Opt/Alt + Shift keysasyou

clickthe name of the paragraph style.
This deletesthe character stylefrom the

text €g).

I3 Opt/Alt-Shift-click aso removesany local
formatting that has been appliedto the
paragraph.

o
I Paragraph stytes N
[No paragraph style] '
‘Body Texts —

£ The plussign next to the style name indicates
that local formatting has been applied to the text.

Origlinal text with
local formatting

Dorothy lived with

UncIeHen[H. and
Aunt Em. Their

house wassmall.
Dorothy lived with

Opt/Alt-click removes
local formatting

UncleHenry, and
Aunt Em. Their
housewassmall.

&) OpriAlt-click a paragraph style name to
remove local character formatting applied to text.

Original text with
character style applied

Their house was
smal. Therewere
four walls, afloor,
and aroof:

Their housewas

Opt/Ak-Shift-

__|small. Therewere |k removes
four walls, afloor, |chamder style

and aroof.

&) Opt/Alt-Shift-click a paragraph style name to
convert character stylesto local formatting.
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€ The ParagraphStyle Optionsdia og box
lets you changethe style attributes.

EIEE
@ The [Noparagraphstyle] and [No
character yl€] listingsindicate that no style is
applied to the text.

Changing and Deleting Styles

One of the advantagesof using paragraph or
character gylesisthat when you redefinethe
style, it changesall the existingtext that has
that styleappliedtoit.

To redefine a paragraph or character style:

1 Double-click the stylenamein the palette.
This opensthe Paragraph or Character
Style Options dialog box, whereyou can
changethe attributes of the style @.

2 Click OK. Thegtyleisredefined,and the
text updatesto reflect the new definition
of the style.

To redefine a style by example:

1 Makeany changesto a paragraph that has
the styleappliedtoit.

2. Sdectthe modified text.

3. Choose Redefine Stylefrom the Styles

palette. Thestyleis redefined based on the
modified example.

Yau may have stylesthat you do not needin
your InDesign document. Yau can shorten
the styleslist by deleting unused styles.

To delete styles:

1 Sdect thestylesyou want to delete.

2 Dragthe stylesonto the DeleteStyleicon.
or

Choose Delete Stylesfrom the Style
palette menu.

2 If you delete astylethat was appliedto
text, the appearancecf the text doesnot
change. The No Paragraph Styleor No
Character Styleis applied to the text, but
the text isno longer associated with any
style (3.

B UseSdect Nl Unused Stylesto deleteall
the unused stylesfrom adocument.
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~ Using Styles as Tags with Find/Chonge
This project shows how you can use
Character Styles as marker tags as part
in a Find/Change routine. In this case
we want to change all the hyphens in
between two numbers into proper en
dashes @. Since there are too many
hyphens to do this manually, we need to
automate the process.

This is exactly the procedure I use
when [ get the index text files from my
indexer. Instead of en dashes, he uses
hyphens between the page ranges. So
I need to change those hyphens to a
proper en dash, (I've never wanted to

correct him on this tiny typographic
-~ nuance since he does the best indexing

I've ever seen. )

Our problem is that there may be
hyphens between words that we don't
want to change. 50 we need to search
between numbers.
The first thing we need to do is define
a new character style, called Tag for En
 Dash @. This character style consists
of just a name; it has no attributes @.
This style will be used to simply tag or
mark the hyphens that are between two
nurmbers,

To make an entry in the Find what field,
1ie the Special Characters menu to
insert the code for the Any Digit wild
~ card around a hyphen @. This allows

slumbe” or the code A8-ng

change the code in the Changeto field

IInfortunately we can't. You can only
search for wild card characters, you
can’'t replace with them. (Damn!) That's

“us to find "any| number, | 1, amy
EEeT TS D poinit y o0 thirik v can just

10 “any number-en dash-any number." —

@® Theordinary hyphensbetween numbers
need to be changed into en dashes.

Character Styte Options

Style Mame: Tag for En Dash

@® A new character style called Tag for En
Dashiscreated.

SN

Tad) Miw B Dk
Bassd Churtin Faimati
Bopad Parmivg i
mrw-
|ud.n|
ii! e B
[ TY] ! B lunn :

@ Noneof the character attributesare

entered for this special tag style.
=] [ S TR FEE —=
Fing atal  oem 1M
A .. PR
[T | bl Right Guoia
] singie Lot Qemmia
- | Single Right Cjeotsi
= ) | haei Chasacies
__ Whee Word
AR rn e T ey Latter
| .

B Usethe Find what Special Charactersmenu
toinsert the Any Digit code.

) The code to find hyphens that are between
two numbers.
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— Change Format Settings

Charseter Stvie Tag for Enbash

@ The Tag for En Dash character styleis
applied to the Change Format Settings.

Find what:

=2 RO
Change to: [
e - .,_I_.l

kd

@ TheFind what and Changeto fields set up to
apply the Tag for En Dash style.

4] Find]Change

Find what: &@]_]
@ TheFind whatfield set to search for a
hyphen. The alert symbol indicatesthat

formatting has been applied.

— Find Format Settings

CHETECTES Style: Tag forEn Dash

@ TheFind Format Settings set to search for
hyphenswith the character style tag applied.

Change to: _
== b

}...

&P The code for an en dash i nthe Changeto
field.

- table of contents, 214 2179
€ Theen dashes replace the hyphens between
the numbers.

Leavethe Changeto field blank, but use
the Formatting button in the Change
area to apply the Tag for En Dash char-
acter style (. This applies a marker 1o
the numbers and the hyphen.

Once you have set up the Find/Change
diadog box @, vou can click the Change
All button, Mothing will appear to
change in vour document, but all the
style markers will now be applied to the
numbersand hyphens

MWow that all the hyphens that are
between numbers are gged —and we
know that no other hyphens have that
tag applied to them — it is rather easy
to use the Find/Change dialog box to
turn the hyphens into en dashes.

IntheFind what field typea hyphen @.
Also use the Formatting button to add
the Tag for En Dash character style 5.
This means that InDesign will find anly
those hyphens that have the style mark-
er applied to them—not any ordinary
hyphens that may be in the text. You
can also click the Change Formatting
Clear button to remove the character
style from the en dash.

Use the Change to field menu to insert
the code for an en dash (~=) &. If
you're unsure of what vou've done;, use
the Change/Find button to go slowly
through your entire document. After
one or two changes, 1 usually hit the
Change All button, especially when I've
got hundreds of entries in my index .

Of course, you may never need to
change hyphens between numbers.
Perhaps vou want to delete the periods
and reformat the decimals in a price
such as $4.99 You can use the same
technique to tag the period and mim-
bers with a character style and then
delete or reformat them as you want,
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Automatic Drop Cap Styling

If youlook at the opening paragraph of each
chapter of thisbook, you'll noticethat the
typefacefor the drop cap isnot the sameas
the rest of the text in the paragraph. Now,
I'm not complaining, but in early editions
of thisbook, | had to manually drag across
every singledrop cap character and change
it to acharacter syle. However, InDesign
now has afeaturethat makesit possibleto
automatically changethe drop cap character
to acharacter style.

@ Usethistechniqueif you need to apply an
automatic drop cap to just one paragraph.
Usethe exerciseon the next pageif you
need to apply the automatic drop cap to

many paragraphs.

To apply automatic drop cap character styling:

1 Defineacharacter style (see page333) that
containsthe formatting for the drop cap
character.

2 Placeyour insertion point insidethe
paragraph that you want to stylewith the
drop cap.

3 ChooseDrop Capsand Nested Styles
from the Paragraph palettemenu. The
Drop Capsand Nested Stylesdia og box
appears @.

4. Usethe Linesfield to set the number
of linesthat the drop cap character will
descendinto thetext .

5. Usethe Charactersfield to set the number
of charactersthat will beturned into a
drop cap character @.

6 Usethe Character Stylemenu to choose
the predefined character tyleto assignto
the drop cap character @.

7 Click OK. Thedrop capwiththe
character styleisappliedto the selected
paragraph.

i s il et e (Wi

j=2 L

= e Ere ———
1 ] w1 (e W e}
N— v

@ The Drop Capsand Nested Stylesdiaog
box allows you to automate the style applied to

drop caps.

Drdg Ea;u =
Limss CharmTére Ll aimes Angie
a [1 Mo characi

@ Set theLinesand Character fiddsto the
number of lines for thedrop cap and the number
of charactersto be formatted.

Mo character style]
| « Drop Cap Character
—————
@ Usethe Character Stylemenu to assign a
character style to format the drop cap character.

ek ]
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E The Drop Cépsana Nested Stylescategory
forparagraph stylesallows you to automate drop
cap charactersas you apply a paragraph style.

. Drop Caps and Nested Styles
DropCas ———————
Ll =N Churacrar Srls
£ |1 [ (Mo character

& The controls for automatic Drop Caps
within the Paragraph Styledial ogbox.

The previous exerciseworksgreat if you

have only one drop cap paragraph you need
to style. But if you'reworkingwith many
paragraphsthat need to beformatted, you're
much better off makingthe automatic drop
cap part of a paragraph stylesheet. That way
you can styledl the text with asingle, magical
click.

To apply automatic drop cap in a paragraph style:
1 Defineacharacter style (see page 333) that

containsthe formatting for the drop cap
character.

2 Chooseto definea new paragraph style
(see page 329).

3. Choosethe Drop Capsand Nested Styles
category from the paragraph styles
dialog box g5. The Drop Capscontrols
appear @.

4. SettheLinesfidd asdescribedon the
previous page.

3  Set the Charactersfield asdescribedon
the previouspage @.

6 Set the Character Stylemenu as described
on the previous page @.

7 Set whatever other formatting you want
in the Paragraph Stylesdialogbox .

8 Click OK to definethe paragraph style.

9 Usethe Paragraph Stylespaletteto assign
this paragraph styleto text. Thisalows
you to assign the automatic drop cap to
make paragraphs.
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Chapter 14

Using Nested Styles

Every oncein awhilel seeafeaturethat is
revolutionaryin thefield of desktop publish-
ing. Nexted stylesis such afeature. Nested
stylesdlows you to automate how character

stylesare appliedto paragraphs.

Understanding how Nested Styles work

Consider if you wereformatting aphone
directory.Each paragraph startswitha
person’'s name followed by acolon. After that
comesa phone number, and then anew line
symbol forcesthe rest of the addressto the
end of the paragraph. Theseare repeatingele-
ments that you can reliably count on to useas
markersfor formatting using nested styles.

Yau want the person's nameto beitdic, the
phone number to be bold, and the text after
the new line symboal to be the regular para-
graph style.

Before Nested Styles, youwould haveto
manually highlight each element in the
paragraph and apply a character style. With
Nested Stylesdll the formatting isappliedin
onefdl swoop @!

R Asyou work with Nested Styles,
remember that you need predictable
eementsthat you can use as part of the
automatic formatting. If you can't predict
wherethe elementswill bein the text, you
probably can't use Nested Stylesfor that
text.

To prepare to use Nested Styles:

e Definedl the Character Stylesthat will be
used to apply the formatting for Nested
Syles.

& You can only use Character Stylesas part
of Nested Styles, not formatting from the
Character paette.

orofhy-Gale: (620) 333-3432 -
3 Farmhouse Lane, YVery Small Town,
A 12345

carecrow; (GBI} 555-5437 -
Tiddle of Combeld, Very Small
own KA 12349

Woodman, (6200.555-5432 -
cep-in Forest, Very Small Town,
212349

@ An example of the kind of formatting that
can be automated using Nested Styles. In this

case thereare predictable elements that can be
used to apply the automatic formatting.

Searching for Repeating Elements
It may seem difficult to find repeating
clements, but they are much easier to
find than you might think.

Consider the steps in my exercizes,
The numbers are abways separated
from the rest of the body copy by a
tab character. 5o [ can easily set the
tzh as the repeating elemeni for a

nested style.

If vou are formatting any text that
comes from databases, it is extremely
easy to have the people who create the
database add tab characters to divide
the different parts of the text. Then
you can use the repeating tab charac-
ters to format with the nested styles.
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@ TheNested Syles area of the Drop Caps
and Nested Stylesdiaog box allows you to
apply multiple character stylesto predictably
occurring text elements.

Style meny Devstion mens Comnl field  Repeating slemant
Feowipd 3 ""*. :
| e barurtes _Iﬂlkuﬂ 1

Y wpw bipund Grgds | | Delmm kil [

@ The Naw Nested Stylebutton createsa new
listing in the Nested Styles area.

~ Nested Stvies-

i@ Click the Character Stylemenu to choose
the character style that should be applied asthe
formatting for the nested style.

M B

i@ Click the Duration menu to set the extent of
wherethe formattingisapplied.

Nested Styles

Tharacteri
(511
T T ] S
= End Nested Efii Charais
Tab Characters
Forced Lhe Break
Indent to Here Character
Non-breakhg Spaces
Em Spaces

En Spaces

Infine Graphic Marker
Auto Page i
Sectioh Marker

@ Click the Repesating Element menu to
choosethe element that ends the nested style.

Onceyou have defined the character styles,
you can apply them using the Nested Styles
command.

To apply the Nested Styles command to text:

1. Paceyour insertion point insidethe
paragraph that you want to format.

2. Choose Drop Capsand Nested Styles
from the Paragraph palettemenu. The
Drop Capsand Nested Stylesdial og box
appears @.

3. Clickthe New Nested Stylebutton. This
addsa new listing under the Nested Style
area @.

4. Usethe Character Style Menu to choose
which character stylewill be appliedto
the repetitiveelement J.

5. Usethe Duration menu to choosethe
extent of how the Character Styleis
applied asfollows @:

» Through appliesthe styleincludingthe
repeating character.

* Uptoappliesthe stylesoit ends before
the repeating character.

b. Usethe Count field to set how many
repeating charactersshould occur before
the character styleends.

7. Usethe Repeating Element menu to
set which element control sthe nested
style @. (Seethe next exercise for howto
set the Repeating Elements.)

B. Click OK to apply the nested style.
or
Click the New Nested Stylebutton to add

more nested stylesfor other parts of the
text.
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To set the repeating elementsin a nested style:

e Click the Repeating Element menu and
chooseoneof thelistingsfrom the menu.
or
Typeasinglecharacterin thefidd.

R A character typed into thefield can

be text, punctuation, or numbers. You
cannot typewordsinto thefield.

There may be timesthat you don't have any
repeating element that you can rely on to
appear in the text. In that caseyou can insert
the End Nested Style Character to control the
end of anested style.

To manually insert the End Nested Style Character:

1 Placeyour insertion point whereyou
want the End Nested Style Character to
appesr.

2 Choose Type>Insert Specia Character >
End Nested StyleHere. Thisinsertsthe
End Nested StyleHere characterinto the
text {Z).

B The End Nested Style Here character
can be seenif you choose Type>Show
Hidden Characters.

B Yau can also usethe Specid Menuinthe
Changefieldtoinsert the End Nested
Style Here character into text.

If you have multiple nested stylesin the

Nested Stylesarea, you can move them up or

down so they changethe order that they are

applied.

To change the order of multiple nested styles:
1 Sdectthe nested stylethat you want to
move.

2 Click the up or down arrowsto movethe
nested styleto anew position @.

@ The End Nested Style Here character can
beinserted to end the effects of a nested style.

A | FL
@ Usethe up/down arrowsto change the c;rder
of nested styles.

Using the End Nested Style Here Character

When might you need to insert the_|
End Mested Style Here character?
i onsider if you want to stylethe last-—
set of information in an address such

gs azip codeor postal code,

You cant rely on a certain number
of commas appearing before the zip
code appears, nor can you rely on
the code to only have numbers if you
have 3 mixture of U5 and Europedn
el

'];'htt'rwhmmmmmmﬂm
End Mested Style Here character in
front of the code.

If necessary, you can work with the
editorial department that penerates
the text fo insert a special charac-
rer— before the code. Forinstance,
the zip cosde 10003 might appear as
CODE10003. You can then use the
Find/Change command to—char
the word CODE into the End Mested
Stvbe Here character.

346 InDesian CS Visual Quickstart Guide



Automating Text

i@ The Drop Capsand Nested Stylescategory
for paragraph styleslets you define nested
stylesto automate the formatting for repeating
elements.

The Drop Capsand Nested Stylescommand
in the Paragraph pal ette can be used on just
the selected text. However, it israther easy
to create a paragraph stylethat containsthe
nested style. Thismakesit possibleto apply
nested stylesby simply applyinga paragraph
syleto thetext.

To apply nested styles in a paragraph style:

1

2

Definethe character styles (seepage 333)
for the nested style.

Chooseto define a new paragraph style
(see page 328).

Choosethe Drop Capsand Nested Styles
category from the paragraph stylesdialog
box @.

Add and definethe nested stylesas
described on page 344.

Add any additional nested stylesas
necessary.

Set whatever other formatting you want
in the Paragraph Stylesdialog box.

Click OK to definethe paragraph style.

Usethe Paragraph Styles pal etteto assign
this paragraph styleto text.
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Chapter 14

Using the Eyedropper on Text

Paragraph and character styles are the most
efficient waysto apply and changetext for-
matting for long documents. However, the
Eyedropper tool letsyou quickly grab thefor-
matting from one part of the text and apply

it to another. (See Chapter 5and Chapter 6 for
more information on how to use the eyedropper
to sample colors, fills, and strokeattributes.)

To set the eyedropper options for text:

1 Double-click the Eyedropper tool in the
Toolbox @. Thisopensthe Eyedropper
Options diaog box.

2 Click thetriangle control to open the
Paragraph Settingsfrom thelist {51

3. Check which paragraph attributesyou
want the Eyedropper tool to sample.

4. Click thetrianglecontrol to open the
Character Settingsfrom thelist @.

5 Check which character attributes you
want the Eyedropper tool to sample.

E E'\-'rvlll iy

b Bl Seming:

PR [ TR e p—

@ TheEyedroppertool inthe
Toolbox Iets you sample and
applytext formatting.

Tyediceos Dodicm

Carcnd )

& [ Puragruah Sexiep
w W g e S

¥ ! Churster SHexrsn
| W i s :'

A ire

Wi pdee el Tied

sy

T} The Eyedropper Optionsdial og box
containsthe controls for text aswell asobject
styling.

By Ol

Corcal

B mavaag , Fiskoeg

! andren

ke

1 g wi

§r
a

(&) Le the checkboxesto st the Paragraph
Sdtingsar the Character Settings.
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The-Wmarﬁﬁ-uf-

Ozy
By-L..Frank- Baum

@ Click thewhite eyedropper to samplethe
right alignment of the paragraph attributes.

The Wizard of

Ozy
B?-hFrﬂnk-Bﬂuwﬂ

€ Click the black eyedropper to apply the right
alignment of the paragraph attributes.

The-Mungi!kins
and-the Witch

@ Click thewhite eyedropper to sample local
character attributes.

The.Munchkins
and the. 1

@ Drag the black eyedropper to apply character
attributes to text.

Onceyou have set the eyedropper options,

you can sample and apply paragraph or char-

acter attributes.

B Desdlect the text frameas you usethe
Eyedropper tool to avoid styling the text
frame itsdf.

To sample and apply paragraph attributes:

1. Choosethe Eyedropper tool.

1. Click thewhite eyedropperinsidethe
paragraph that you want to sample @.
The eyedropper changesfrom white to
black.

3. Click the black eyedropper insidethe
paragraph that you want to change .
This changesthe paragraph attributes.

2 The black eyedropper does not apply
character attributes when clicked unlessa
paragraph style was aready appliedto the
sampledtext.

4. Clickthe eyedropperinside any additional
paragraphsthat you want to change.

To sample and apply character attributes:
1.  Choosethe Eyedropper tool.
2. Click the white eyedropperinsidethe

text that you want to sample @. The
eyedropper changesfrom whiteto black.

3. Dragtheblack eyedropper acrossthe
exact text you want to change. This
highlightsthetext @.

4. Rdeasethe mouseto apply the changes.

To sample new text attributes:

1 Holdthe Opt/Alt key. The eyedropper
changesto white.

2 Click the eyedropper insidethe new text
that you want to sample.
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Chapter 14

Creating Tagged Text

If you import text from Microsoft Word,
InDesign readsthe paragraph and charac-
ter stylesappliedin Word. However, what
happensif you want toimport text from an
application such asadatabasethat doesn't
have style sheets?Tags | et you add the codes
for styles @ so that the correct formatting
importswith thetext @.

Yau canlearn the correct tags for different
formatting by exporting tagsfrom InDesign.

To export tags from InDesign:

1 Sdectthetext you want to export.

2 ChooseFile>Export.

3 ChooselnDesign Tagged Text from the
Save asFleType (Win) or Formats (Mac)
menul.

4 Click Save. The Export Options dialog
box appears @

5 Choosethetypeof tag:

* Verboseshowsthe longer version of the
tags.

 Abbreviated showsthe short version of
thetags.

6 Choosethetypeof encoding @:
e ASCII, for most English languagefiles.
¢ ANS, for most international characters.
¢ Unicode, astandard for most languages.
¢ Shift-JIS,for Japanesecharacters.

<ASCIFMAC>
<dps:Normal=<Nextstyte:Normal><ct:>>
<ctable:=<Black: COLOR: CRM¥: Pracas 0 0000
00,0.000000,0.000000,1.000000>>
<pstyle:Normal>The <ct:Boid>Scarecrow<ct:>
did not mind how long it took him to fill the
basket, tor it enabled him to <ct:ktalic>keep
away from the fire.<ct:> So he kept a good
distance away from the flames.

@ Thetagged text codes as they appear outside
InDesign.

The Scar ecrowdid not mind how
longit took him tofill thebasket,
for it enabled him to keepaway from
the fire. SO hekept agood distance
away from theflames.

@ Thesametext asit appears on the InDesign
page.

s iga T Toik T i i
Tag Farrn BNa it =
LR TS P = Y
 — =
€ The Export Optionsdial ogbox for setting
the Tagged Text options.

Adobe inDesign Tagged Text E

Tag Form: ™ Verbase
[ Anbreviated

Encoding: + ASCH 2l
L ANSI ]
Unicode
Shifr=jrs

@ The Encodingmenu for how tagged text
should be exported.
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@ The InDesign Tags Import Options dialog
box isused to control how tagged text is
imported.
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i The Resolve Text Style Conflicts Using
meanu for how two conflicting styles should be
resolved.

Yau canimport tagged text as ordinary text.
However, there are some specia import
optionsfor tagged text.

To import tagged text:

1
2

3

4

Choose File> Place.

Navigateto find the text-onlyfilewith the
tagged text codes.

If youwant to control how thetextis
placed, click Show Import Options.

Click Open. The Adobe InDesign

Tagged Text Import Options did og box
appears .

Thetagged-text import options control how
any conflicts and missingtagsaretreated @.

To set tagged-textimport options:

1

2

Check Use Typographer's Quotesto
import text with the proper smart quotes.

Check Remove Text Formatting to import
the text without any local formatting
applied.

Select a choicefor resolvingconflicts

betweenthe stylesin the InDesign Tags

Import Options dial og box:

* Publication Definition usesthe styleas
it isalready defined in the document.

* Tagged File Definition usesthe style
asdefined in the tagged text. Thisadds
anew styleto the document with the
word “copy” added to the style name.

4 Check Show List of Problem Tags before
Placeto display alist of incorrect or
unrecognized tags.
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Using Find Font

In addition to the Find/Change commands
for text, InDesign letsyou make global
changesfor font families. Thishelpsif you
open documents that contain missingfonts.
HE The Find Font list letsyou quickly check
which fonts are used in adocument.

To make changes using Find Font:

1 Choose Type>Find Font. The Find Font
dialog box appears @.

2. Sdectthefontinthelist that you want to
change.

HE Theiconsnext to eachfont display the
typeof font and itsstatus .

3. Usethe ReplaceWithlist to choosea
replacement for the selected font.

4 Click Find Firstto find thefirstinstance
of thefont. InDesign highlightsthefirst
placethefont is used.

HE When you find thefirst instance, the Find
First button changesto Find Next.

5 Click oneof thefollowingoptions:
= Find Next skipsthat instance.

» Changereplacesthat instance.

* Change/Find replacesthat instanceand
findsthe next instance.

» ChangeAl changesall theinstancesof
thefont.

6 Usethe More Info button to find more

information, such asif the fontscan be
embedded in PDF documents &.

1 Click Doneto return to the document.

To replace missing fonts:

1 Open the document. If fontsare missing,
an alert box appears.

2. Click Find Font to open the Find Font
dialog box.

3. Choose the missingfont and follow the
stepsin the previousexercise.

Find Font

Fuavtl 1 Dl v 'F_l- =
- i Foral Fur ©
o * Change

" Crangs &l %

Thewge, Frad ©

S i L

Fstal P 3 ey @ Cagma -

Missing Fomts 7
Bl ais WiTk —
Font Family: Times L]

N -

Font Style Regular

) The Find Font dialog box lets you make
global changesto the fontsin a document.

Copperplate Gothic ‘fh Missing font
Minii ﬂ Openfype font
Minion Bold ( Tyelfont
Times Roman TrueType font

bdyrind-Bobd E_.I: 4+ Fontusedin graphi

@ The Find Font iconstell you the statusand
type of fontsused in the document.

Replace With:

Fat Fasnily: Myriad Pro
Fore: Srpie: Mrgular
irrla

L
Bd s B b

[ —

T St Fwm |

B qbmed B

R Ly R e b e B Nl et i
Ly Y

oy

ﬁ The Info area of the Find Font dialog ox
gives you moreinformation about the font.
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Automating Text

=
e
I Prvwee:

e Farsgrapd  neywian Li)

@ The Kegp Optionsdialog box controlshow
paragraphsbreak acrosscolumns orpages.

Keep with Mext E lires

!I‘.c!p Lines Together

Al Lines in Paragraph
2 agrap
E At Start/End of Paragraph

Sart: |2 limes

End: |2 limes

@ The Kesp LinesTogether controlsof the
Kegp Optionsdialog box.

InNext Column
InNext Frame
On Next Page
On Next Odd Page
D e Even Faipe

@ The Start Paragraphlist lets you choose
wherethe next lines of the paragraph appear.

Keeping Lines Together

Another automation techniqueisto specify
how many linesof text must remain together
inacolumn or page. InDesign doesthis using
the Kegp Options controls.

To set the keep options for a paragraph:

Choose Kegp Options from the Paragraph
palettemenu. Thisopensthe Keep
Options dialogbox ®.

Enter anumber in the Kesp With Next
Linesfieldtoforcethelastlineina
paragraph to stay in the same column or
page with the specified number of lines.

2 Thisoption ensuresthat subheadsor titles

remain in the same column asthe body
copy that follows.

Click Keep Lines Together and set one of

theseoptions @:

Al Linesin Paragraph preventsthe
paragraph from ever breaking.

¢ At Start/End of Paragraph letsyou set
the number of linesthat must remain
together for the start and the end of the
paragraph.

Usethe Start Paragraph menu to choose

wherethelinesmust jumpto @.

* Anywheredlowsthetext to jump
anywhere.

* |n Next Column forcesthe text to the
next column or page.

* In Next Frameforcesthe text to the
next frame or page.

* On Next Pageforcesthetext to the next
page.

* On Next Odd Pageforcesthetext to the
next odd-numbered page.

* On Next Even Pageforcesthetext to the
next even-numbered page.
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Yau can aso apply the Kegp Options as part
of aparagraph style.

To set the keep options in a paragraph style:

1 Chooseto defineanew paragraph style
(see page 328).

2 ChooseKesp Options category from the
paragraph styles dialog box @.

3. Setthecontrolsasdescribedin the
previousexercise.

4. Set whatever other formatting you want
in the Paragraph Stylesdialog box.

5. Click OK to define the paragraph style.

6. Usethe Paragraph Stylespalette to assign
this paragraph styleto text.

Using Scripts

Perhapsthe most powerful way to automate
workingin InDesigniswith AppleScripts on
the Macintosh or VisualBasic scriptson Win-
dows. It'svery easy to run scriptsin InDesign.
(Honestly, if 1 can doiit, anyonecan!)

To run scriptsin InDesign:

1 Pacethescriptfile or the folder
containing the script fileinsidethe
followingdirectory path:

InDesign Application Folder: Presets:
Scripts.

2 Choose Windows >Scripting >Scriptsto

open the Scriptspalette @.

3. If you have placed afolder inside the
Scriptsdirectory, dick the triangle
controller to open the scriptsin the
folder.

4. Double-click the script that appearsin
the palette.

HE Certain scriptsrequirean object or text to
be selected. Follow any onscreen prompts
that occur.

{3} The Kegp Optionscategory of the New
Paragraph Style dialog box.

oT o

T PR b T |
f:. g Pginis.

[ spniicrip
i ExpormAifiarns ju

| Vet

€D Usethe Scriptspaletteto run scripts from
within InDesign.

My Favorite Saript

Although covered here in-# chapter on
automating text, scripts can-automate
working with text, objects, images, o7
interacting with other programs. My
favorite script is one that was written
for me by Peter Truskier of Premedia
Systems. This script automates the
process of creating the special spot=
light used on certain screen shots
in this book. (5ce figure @ for an
example of the effect.)

With Peter's marvelous scripi, [ can
do-in-just a single click that which
used to take me almosi a_minute
for _each  illustration.  Ordinarily,
it costs big bocks to hire people
fo_write scripts for you, bot if you
g 1o the Adobe Stidio Exchiange,
(www.adobestudicexchange com)
you will fimed other similarly wonder-
ful scripts that are free to download:
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Automating Text

InDesign shipswith aset of scriptsthat you
can useto automate avariety of tasks. Yau
can a so usethese scripts as examplesof how
towritescriptsfor varioustasks. Hereisalist
of the scriptsthat ship with InDesign.

:_Script Name Action
| AddGuides Adds guidesaround the selected object or objects.
|'AddPoints Addspoints to the paths of an object or objects.
i CreateCharacterSiyle Definesa complete character style based on the selected
i text.
| CropMarks Addscrop and/or registration marksaround the
| selected obiect or obiects.
| ExportAllStories Exportsal of the storiesin adocument to aseriesof
text files
Neon Appliesa’blend" effect to the selected object or objects.
PathEffects Changesthe position of path points on the selected
object or objectsto add a creative effect.
RandomFill Fillsthe selected object or objectswith random objects.
i | . . . . .
| SelectObjects Selectsabjectson the active spread by their object type.
| SortParagraphs Sortsthe paragraphsin the selection alphabetically.
1 StepAndRepeat Duplicatesobjectsand changesobject positions/sizes/
| colors.
| TabUtilities Appliestab stopsand indentsto the selected text.
.LTextCleanup Performsaseriesof common text find/change opera-
| tions. Uses a separatetext file that letsyou customize
i the find/change operations.
{ DebugOn Turnson the JavaScript debugger for the current
1 InDesign session (JavaScriptonly).
| DebugOff Turns off the JavaScript debugger (JavaScript only).
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Of coursg,if you are very ambitious, you
might want to try your hand at writing your
own scriptsfor InDesign. Consult the Script-
ing Guidethat isin the Technical folder on
your InDesign CD-ROM.

Scripting requirements (Mec):

To writescriptson the Macintosh, you must
have AppleScript version 1.6 or higher,and
an AppleScript editor. Apples Script Editor
isincluded with the Mac OS. Thereare also
third-party script editors, such as Scripter
(fromMain Event Software) or Script Debug-
ger (from Late Night Software).

Scripting requirements (Win):

To useInDesign scripting in Windows, you
need one of thefollowing: Visual Basic5
Control Creation Edition (CCE),Visua Basic
6, Visua Basc .NET, VBScript, or an applica-
tion that containsVisua Basicfor Applica-
tions (VBA). Theseinclude Microsoft Office,
Visio, AutoCAD.
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TYPOGRAPHY CONTROLS m

he one thing that truly separates
Tthe amateurs from the expertsin

pagelayout isthecontrol they take
over their text. Amateursare pleased if
they can apply simpleformatting such
as fonts, gzes, alignment, tracking,
and so on.

Experts, though, want more from
a page-layout program. They want
sophisticated control over kerning.
This includesthe ability to move one
character in so that it tucks under the
stroke of another.

They want to control how lines are
judtified within a text frame. This
means that if one line looks too
crowded and the next has big gaps
between the words, the expertstell the
program to reapportion the spaces.
The experts dso want to work with
the newest typefaces that give more
choices for how letters look and act
together.

These are advanced text effects. Once
you apply these features, you move
from being an ordinary designer to a

typographer.
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Optical Margin Alignment

One of the most sophisticatedtext effects
in InDesign isthe ability to apply hanging
punctuation to justifiedtext in which adight
adjustment of the margin createsamore
uniform appearancefor the edge of the text.
Hanging punctuation isapplied by setting
the optical margin alignment. This moves
punctuation charactersdightly outsidethe
text margin @. In addition, optical margin
alignment also movesthe serifsof letters
outsidethe margin i@

Optica margin alignment isset using the
Story palette.

To set optical margin adjustment:

1 Sdectthetext.

2. Choose Type>Story. Thisopensthe
Story palette ©.

3. Check Optical Margin Alignment. The
text reflows so that the punctuation and
serifslie outside the margin edges.

4. Enter aszefor theamount of overhang.

@ Asagenerad rule, set the overhangthe
sameszeasthetext.

© To create the effect of a straight edge, optical
margin alignment moves punctuation outside
the margin edges.

) The Optical Margin Alignment also moves
the serifs of lettersdlightly outside the margin.

=] L5,

e

G5 W

€) The Story palettelets you set the
Optical Margin Alignment to hang
punctuation in the margin.
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The road was sfill paved wilhi
Nowar brick, bui theze were much
overed by dried branches and Of
ad leaves from the trees, and the
alking was pot at all pood

The roadwasstill pavedwith yellow
brick, but these were rmuchcovered i
by dried branches and-dead leaves
fromthe trees, and the walking wag
not at al good.

i Turn on Adobe Paragraph Composer to
improve the spacing between words.

When to Use Paragraph Composition?

=
£Why would anyone want to turn off
the miracle of paragraph compaosi-
tion? Well there are times when the
paragraph composer insistson break-
ing a paragraph whereyou don't want
it to break. It that happens, yon can
turn off the paragraph/campaser.
You may_also want to turn off the
Paragraph Composer if you have con-
verted a QuarkXPress document into
InDesign and vou want 1o try to keep
the text from reflowing.

AISO, SOMmie statistical data may e
&e@sertoworkwrﬂm'm turn off the

paragraph composer.

Using Adobe Paragraph Composer

InDesign hastwo waysof composing (laying
out) text. Single-linecomposition looks at
the current line and eval uatesthe best place
to break thelineor apply hyphenation.
Paragraph composition looksat the all the
text in a paragraph— forward and back-
ward—whenit evaluatesthe best placeto
break lines. When paragraph compositionis
turned on, the result is more even spacingfor
the text and fewer hyphens ).

To apply paragraph composition:
1 Sdectthetext.

2 Choose Type> Paragraph to open the
Paragraph palette.

3 Choose Adobe Paragraph Composer from
the Paragraph pal ette menu. The text
reflows.

I Adobe Paragraph Composer isa
paragraph attribute and isappliedtoall
thetext in aparagraph.

R Adobe Paragraph Composer isturned on
by default when youfirst open InDesign.

HE Choose Adobe Single-lineComposer to
apply standard line-by-line composition.
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Chapter 15

Applying Justification Controls

Justificationdetermines how linesfit between
margins. (See the sidebar below for infor ma-
tion on how justification affectstext.) InDesign
providesthree different waysto control
justification: word spacing, letter spacing,
and glyph spacing. Word spacing changesthe
space betweenwords.

To set word spacing:

1
2

3

S|

Sdlect the text.

Choose Type>Paragraph to open the
Paragraph palette.

Choose Justificationfrom the Paragraph
palettemenu. Thisopensthe Justification
dialogbox @.

Set the Word Spacing options as

follows Q:

 Desred controlsthe preferred amount
of space between words. 100% indicates
that you want the same amount that the
designer of thetypeface created.

« Minimum controlsthe smallest amount
of gpace you want between words. For
instance, avalueof 80% meansthat you
arewillingto alow the spaceto be 80%
of the normal space.

* Maximum controlsthe largest amount
of spaceyou want between words.

A valueof 120% meansthat you are
willingto alow the space to be 120% of
the normal space.

Click OK to apply the changes @.

M3 The Minimum, Desired, and M aximum

settingsapply only to text that isset

to one of the Justified settings. Other
alignments, such asleft-aligned text, use
only the Desired setting.

e T B (TS B
i e = = _ |
ey O [ ]
o =
i o Bt 3
[ S, rwp—_— — ]

-ﬂ The Justificationdial og box controlsword
ittt letter spacitg,

Mrimum  Desred  Madmum
WirdSoacng: [ [100%  [137%

L atter Spacing: [ | T s
@voh Scding: [100%  |100%  [100%

i) The spacingcontrolsin the Justification
dialog box.

Min: 80,
Welcome, my child, to the  Desred 100,
Land of Oz Max. 120
. Min: &0,
Welcome, my child, to the Desieed- 100,
Land of Oz Max: 100

) The effect of changing the word spacing.
Noticethe changein the amount of space
between thewords.

Understanding Justification

The lines in this paragraph are
justified—that is, both ends of the
line are aligned with the paragraph
margins. Not all the words canTit
ewenly between the margins, so some
sentences have a bit more space
between the words and others have
less. The ustification settings control
how much spaceisadded tc make the
linesfit between the margins.
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Min: 0,
Welcome, my child, tothe ~ Dmind-l}
Land of Oz Mex. 0

Min; -4

Wdoome ny child, tothe Land ... red:
o Oz Max: 4”
) Theeffect of changing theletter spacing.
Notice how there isless space between the
characterswithin thewords.

What Are the Best Justiflcation Seltings?

| Perhaps the most debated isue in
- desktop publishing i what_are the
best —settingsforthe Justification
- comtrols, The answer depends ona
—variety of factors: The typeface; width
of the columns; even-the type of text
all need to-be-considered in-setting the
Justification controls.

| For body text, such as the fext here, 1
e word spacitg of T0%, 100%, and
IO, T Here in- New York City, miost
desigmers like 1o =er copy tighthe)
‘However, for headiines; T fit letters
—tighter, with - word spacing of 60%;
— P amd 193%.

1 keep all the Jetter spacing values at
| 096, T sef the glyph spacing values at
—100%%. 1 don't liks to scrunch ap the
| space between letters and T definitely
—don't like to change the shape of the
| text which happens with ghyph scaling
[=ee e mext pagel.

L But that's just me. And that's why they
L call them preferences!

The space between lettersis letter spacing,
sometimescalled character spacing. InDesign
letsyou changethe letter spacingfor text
whether justifiedor not.

To set letter spacing:
1 Sdectthetext.

2 Choose Type>Paragraph to open the
Paragraph palette.

3. Choose Justificationfrom the Paragraph
pal ette menu.

4. Setthe Letter Spacing options asfollows:

* Desired controlsthe preferred amount
of space betweenletters. 0% indicates
that you do not want to add or subtract
any space.

* Minimum controlsthe smallest amount
of space between letters. A valueof -5%
dlowsthe spaceto be reduced by 5% of
the normal space.

* Maxi numcontrol sthe largest amount
of spacebetween letters. A vaue of 5%
alowsthe space to beincreased by 5%
of the normal space.

5 Click OK to apply the changes .

HE If a paragraph cannot be set according
to the justification controlsyou choose,
InDesign violatesthe settingsby
adding or subtracting spaces. Set the
Composition preferencesto have those
violationshighlighted (see page 490).
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Chapter 15

Another way to control justificationisto use
glyph scaling. (Glyphisthe proper term for al
the letters, numbers, punctuation marks, and
other partsof text. Seethe sidebar on page 361
for more information on glyphs.) Glyph scal-
ing applieshorizontal scalingto the letters
themselvesso that the text takes up more or
lessspacewithintheline.

To set glyph scaling:

1
2

3

)

Sdlect the text.

Choose Type>Paragraph to open the
Paragraph palette.

Choose Justificationfrom the Paragraph
pal ette menu.

Set the Glyph Scaling options asfollows:

¢ Dedred controlsthe preferredamount
of scaling. 100% indicatesthat you do
not want to apply any scalingto the
character shape.

« Minimum controlsthe smallest amount
of scalingthat you arewilling
to apply to the text. A vaue of 98%
means that you arewillingto alow the
charactersto be reduced by 2% of their
normal width.

« Maximum controlsthe amount that
you are willingto expand the space
between words. A valueof 105%
meansthat you arewillingto alow the
charactersto beincreased by 5% of
their normal width.

Click OK to apply the changes ©.

HE Glyphscaling distorts the shape of

letters. Most peoplesay you can't ssethe
dight distortion. However, typographic
purists (such asthisauthor) try to avoid
distorting the letterformswhenever
possible O.

The road was still paved with

yellow brick, but these were M 100
much covered by dried branches esired: 100
and dead leaver from the trees Wax: 100
pnd the walking was not :-|!:|.I|] '
good, _

The road was =ill paved wath yellow

biick, bt these mene much covered mrﬂ 10
by dried branches and dead leaves from) M 120
the trees, and the walldng was not af .

Hﬂ ﬂﬂ-c‘:-d

B Theeffectsd changingtheglyph scaling.

O Theblack area shows
the original shape of the
_ _ character. The grayarea

- ) showsthe effectsof 80%

e glyph scaling.
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-Engle word Astifcation: [Pl ety -]

@ The Auto Leadingfield controls how
InDesign calculates the leading when set to
Auto.

Single Word Justification; [Ful Justify

kg Center

Align Right

@ TheSingleWord Justificationmenu
controlswhat happens when a singleword
occupiesa line ofjustified text.

eachpitPres

: : Full Justify
aliforni
eachpitPress:
; : Align Left
aliforma#
eachpitPresss
: t Align Center
Califorma#
eachp{t-Pl‘E? Algn Righ
Californi

® Theeffectsof the S ngleWord Justification
settings.

TheAuto Leadingfield controlshow much
spaceis put between the lineswhenever auto
leadingis chosen (see page 57).

To set the Auto Leading percentage:

1 Choose Justificationfrom the Paragraph
pal ette menu.

2 Enter an amount in the Auto Leading
fidd @.

@R TheAuto Leading percentageis based
on the point sizeof thetext. Soan
Auto Leading of 120% appliedto 12-
point text createsaleadingof 14.4 points
(12 x 1.20 = 14.4).

& Most professional designersuse an
absoluteamount for leading by entering
aspecificnumber, rather than relyingon
the automatic leading.

Have you ever seen a paragraph of justified
text whereasingleword stretched out along
the entireline?InDesignletsyou control
what happensto asingleword in a justified

paragraph.

To set the single word justificafion:

l. Choose Justificationfrom the Paragraph
pal ette menu.

2. Choose asetting from the SingleWord
Justificationmenu @. Any text that isset
to Justifyin the Paragraph pal ettewill be
set according to the menu command @®.
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Controlling Hyphenation

Chapter 15

Controlling Hyphenation

InDesign letsyou turn on hyphenationin
the Paragraph palette. Once hyphenation
isturned on, you can then control how the
hyphenation is applied. (Seethe sidebar on
the opposite page for comments on setting the
hyphenation controls.)

To turn on hyphenation:

L
2

Select the text.

Check Hyphenatein the Paragraph
palette .

2 The Hyphenate check box isaso

controlled from within the Hyphenation
dialog box (seethe next exercise).

To control the hyphenation:

|8

b.

Choose Hyphenation from the Paragraph
pal ette menu. The Hyphenation Settings
dialog box appears . The Hyphenate
check box displaysthe controls @.

Wordswith at Least controlsthe

minimum number of |ettersaword must
contain before it can be hyphenated.

After First setsthe minimum number
of lettersthat must appear beforethe
hyphen.

BeforeLast setsthe minimum number of
lettersthat must appear after the hyphen.

Hyphen Limit sets how many consecutive
lines can end with hyphens.

Hyphenation Zone controlsthe amount
of whitespaceat the end of anon-justified
line. Thisoption only affectsSingle-Line
Composer text.

Hyphenate Capitalized Wordsdlows
thosewordsto be hyphenated.

Adjust the hyphenation dlider to control
the total number of hyphensinthe
paragraph.

!Hﬂhwn.'ul e 5 .-_- = -

Q Click the Hyphenate check box to turn
on automatic hyphenation for aparagraph.

2 rigrra—
T TP ?
] S— ey
s L | e
o T
e P D

—— W e
= s AT

 The HyphenationSettingsdialog box lets
you control how hyphenation isapplied.

7 ryphenate

poords with atieest: [l = et
gfrFst: - iettes
ﬁ:nl..nt:lz_'_-"_-_unm
wpbenyme: i hychers
Hyoherition Zore: o0

ey ————%

¥ Hyphenate Capitalned Wiords

@ TheHyphenation controlslet you enter
values for how wordsare hyphenated.

Fadmitd pip Wil

Hyphenation Units are Nigels
The units in the hyphenation slider
are called Nigels in-honor of Nigel

Tufnel (Christopher Guest), the
“Spinal Tap™ guitarist, whose ampli-
fier went to 11,
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Behold! | am the great and mighty, all-pow-
erful Oz.

Behold! | am the great and mighty, all-
powerful Oz.

@ In the bottom example the word powerful
was selected and the No Bresk command was
applied to prevent the text from hyphenating.

-dociHment:
not-be:

® A discretionary hyphen appearswithin the

word butprints only when it appearsat the end
of aline.

_—

- Setting Hyphenation Controls

~ My own preference is to set Words
with at Least to six or more. This
allows a ward such as person to be
hyphenated.

I also prefer a mimimum of three let-
ters before the hyphen and three after.
This avoids breaking words as un-

excited or relunctant-ly.

Hyphenate Copitalized Words?

_ Some people automatically turn this
off so that capitalized words do not
hyphenate, | don®. The command
doesn't distinguish between proper
nouns and words that begin a sen-
tence, 50 1 would rather selectively
contrel how proper nouns break
by using the No Break command or
by inserting a discretionary hyphen
before the word.

Sometimesyou may want to prevent wordsor
phrasesfrom being hyphenated or breaking
acrosslines. For instance, you might not want
thewordsMr. Cohen to be separated at the
end of aline. Yau might not want acom-
pound word such as self-effacing to be broken
with another hyphen @.

To apply the no-break command:

1. Sdectthetext.

2. Choose Type>Character to open the
Character palette.

3. Choose No Bresk from the Character
pal ette menu.

Yau can aso control hyphenation by inserting
adiscretionary hyphen, which forcesthe word
to hyphenateat that point if it falsat theend
of aline.

To use a discretionary hyphen:

1 Pacetheinsertion point whereyou want
the hyphen to occur.

2 PressCommand/Ctrl-Shift-(hyphen).
or
Control/Right-click and choose | nsert

Specia Character > Discretionary
Hyphen from the contextual menu.

@& The discretionary hyphen printsonly
when it appearsat theend of theline .

2 Insert adiscretionary hyphen beforea
word to prevent that instance of theword
from being hyphenated.
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Yau can dso edit the dictionary to control
where aword is hyphenated.

To edit the hyphenationin the dictionary:
1 Choose Edit >Edit Dictionary.

2 Typethe word you want to modify in the
Word field asfollows {:
* Onetilde (-) indicatesthe best possible
hyphenation position.
* Twotildes(--) indicatesthe next best
possible position.
e Threetildes (---) indicatestheleast
acceptableposition.
» Atildebeforethe word preventsthe
word from being hyphenated.
3. Click Add to add the new hyphenation
preferencesto the dictionary.

Baseline Grid

InDesign hasan electronicbasdlinegrid
that you can forcetext to dlignto. Thegrid
ensuresthat the bottom of thetext linesup
correctly in two separateframes @.

I Asyou can seefrom the pagesof this

book, not all designersinsist on digning
text to abaselinegrid.

To set the baseline grid:

1 Choose Edit >Preferences>Grids (Win)
or InDesign> Preferences> Grids (Mac).
This opens the Gridsdialog box €.

2 Usethe Color menu to set the grid color.

3. Usethe Start field to control where
the grid should start verticallyin the
document.

4. Usethe Increment Every fieldto control
the space between the gridlines.

HE Thisisoftenthe sameamount asthe
leadingfor body text.

5. SettheView Thresholdfor the
magnificationamount abovewhich the
gridisvishle.

Dictionary List | Added Words -4

Word: [inm——di-==yid=-u==al-ism {

@ Thetildecharacterscontrol the preference
for where hyphenation should occur.

Align to Baseline Grid off
1

‘From_the
= | And oh.
andof _ |~
At i"T]'lI Alignto
OZ _sa d Baseline
"_r"_!;r] Grid on

“From the
Land-of _ ', And oh,
0Oz.” said - " Aunt Em!
Doroj;hy_ ~ I'mso
graveJ)L 3 glad to be
at home
again!

@ When the Align to BasdineGrid is turned
on, the text in two differentframeslinesup.

Baseling Grid
Calar '._-Lgi‘ml.lt
Starm }pl'.l—
drtresrent Deery _lr.'_lI:I_
View Threshald  75% E

@ The BasdineGrid settings in the Grids
preferences.
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Do not align to baseline grid

"".‘:-H"
HE3 vwe =
HE 4 00 E.,.ﬁr-.;.r-

2o — hige o
g s bk gid
& TheAlignto BasdineGrid buttonsin the
Paragraph palette.

Align to Baseline Grid Off
Chapter Two: The-
Council with-the- |
Munchking| Basslng

-Fhew awakened ¥ a shock so mudden an Giid On

mﬁumLhapter Two: The |
s (Council with the |
NVunchkinsy f

.Et.:w.nm.d.:nnd:g.-l.ntni.u.-mh!:nuﬂ:
evere thag iff Dhoro by had gor beea Iyiag onthe)
modt bed she might have bsen o

r1|l it was, the jar mesde her cmsch hhruﬂ'j
&) When text isaligned to the basdlinegrid,
theleading may increase. Also the space between
paragraphsmay adjust.

Alignto all lines to grid

A oww, e o omde b ocmch b bowh T e
il weme it - trppeeed: wad Totw pukt veyem
his cold fittte nowe [EEG her foce Bl whined s
Sl ThoaSm s Up rind eadd thet the ... sy
howse was B FEEINEE nor was it dark, for the mamen

bright sunshine rame in at e wisdio, flood- _
ing the little room. o J—

Only align first line to grid

As Wi, B H made ha carch Bt BSE oo sl

_ and wonder ‘Wil bad happened; and Tom put ::“'

- Ji (G lirde nose into [ face il mhimad oo

|- dismally, Dorothy par up and noticed that the —— g mseess —
i house a5 NOt memmgs ner was i t dark, for the

F bright Bislike came in at s ik, &rn-

Ing thelittle room.
& Usethe Only Align First Lineto Grld

commeand to align just the first line of a
paragraph without affecting the leading.

To align text te a baseline grid:
1 Sdectthetext.

2 ClicktheAlignto BasdineGridiconin
the Paragraph palette €. Thetext aligns
tothegrid.

@ When you dign to the basdlinegrid,
the grid setting overridesthe leading.
Asagenera rule, most designersset the
baselinegrid to the sameamount asthe
leadingfor thetext .

2 Aligning to the basdlinegrid may aso
changethe space between paragraphs 9.

Each InDesign document can only contain
one basdlinegrid setting. However, thereisa
way to get alittlemore versatility in how text
isalignedtothe grid. Thiscomesfrom align-
ing just thefirst line of aparagraphto the
baselinegrid.

To align just the first line to the baseline grid.
1 Sdectthetext.

2 ClicktheAlignto BasdineGridiconin
the Paragraph palette. &ll the linesin the
paragraphwill be aligned to the baseline
grid.

3. Choose Only Align First Lineto Gridin
the Paragraph pal ettemenu.

or

Choose First Line Only from the Alignto
Gridin the Indents and Spacing area of
the Paragraph Stylesdial og box.

2 Thisforcesthefirst lineof aparagraph to
dign tothe grid but dlowsthe other lines
in the paragraph to be controlled by the
leading .

=
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Balancing Ragged Lines; Using OpenType

Chapter 15

Balancing Ragged Lines

Ancther nuancefor good typography is

to makesurethat there are no uneven line
breaks, especially in headlinesor centered
type. InDesign’s Balance Ragged Linescom-
mand makesthiseasier €.

To balance uneven line breaks:
1. Sdectthetext.

2 ChooseBaance Ragged Linesfrom the
Paragraph pal ette menu.

or

Choose Balance Ragged Linesin
the Indents and Spacing areaof the
Paragraph Stylesdial og box.

Using OpenType

Instead of the paltry 256 glyphs (characters)
in ordinary fonts, OpenTypefonts can have
thousands of glyphs. InDesign has special
commandsthat helpyou get the most out of
OpenTypefonts. For instance, you can set the
commandsto automatically swap ordinary
characterswith specia OpenTypeglyphs.

To set automatic OpenType alternate characters:
1 Sdectthetext.

1 OpenTypefeaturescan be appliedto all
thetext in adocument or just part of the
text.

2 Choose Type>Character to open the
Character palette.

3 Choosethe optionsfrom the OpenType
submenu in the Character palette
menu. InDesign automatically swaps
characterswith the alternateglyphsin
each category €. (See the chart on pages
370-372 for a description of the various
OpenType categoriesand how they should
be used.)

Chapter Twol 'The Council with the
Munchki ns

by :Wﬂhﬁﬂ Dot 5
apter Dwo: [he MInCcL

with the Munchkins

vl wakoenied by shocks s0 madden snd wreere shar i Dior-
try hesd et bes lying on the soft bed she mighe o been

@ TheBalance Ragged Linescommand
rearrangestext o thereisa more equal number
of wordsin thelines.

Kin

King
Kingd
Kingdom.

@ As you add more letters to an OpenType
font, the previousletters change.

What is OpeaType?
OpenType is a type format that was
developed by Adobe and Microsoft.
OpenType fonts have many advan-
tages over previous type formats. In
addition to containing thousands of
glyphs, OpenType fonts are also cross
platform. Thizs means you can use the
same font on Mac or Windowswith-
out any document reflow.

Adobe <dIs different types of
OpenType fonts. "Pro" versions of
a font, such as Minion Pro, contain
the extended character sets that give
you access to fractions, ligatures, and
other special effects. " Standard" ver-,
saodis, such as Futura S1d, contain only
the basic characters.
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Typography Controls

& Pressa character or letter with a
triangle to see the alternate glyphs.

irrates o Bamcren l
Fenie Farr #

fmal Capacuin Fonm £ apraly l
Cssie—Tat eaties Foarmn

M sy Ligaisre s
[rerammatan

Tarevaru Faires

Heiroecal Foimik

faradecd | gatanis

Lanang Tigrires

Marrarsan |
Ol it Pigarmd |
Darenly |

z
:

Falmalis Fgaaei
g Ty Faalyn
Hanked Faru
Acrrul &l Ahermaoe

&) The Showlist in the Glyphs
Hualeﬁelets you choose to seethe
categories of Specialized glyphs.

Yau can also manually choose alternate
glyphsfor each character in thefont.

To choose the alternate glyphs:
1 Sdectthecharacterin thetext.

2 ChooseType>Insert Glyphsto open the
Glyphspalette.

3 Pressthetrianglenext to the selected
characterin the palette @. Theaternate
glyphsfor the selection appear.

4. Chooseoneof the alternate characters.
This replacesthe selected text with the
aternate characterin the Glyphspalette.

Yau can also set the Glyphspal etteto display
just certain categoriesof glyphs.

To view certain categoriesin the Glyphs palette:
1 Pressthe Showlistinthe Glyphs palette.

2 Choosethe category of OpenType
charactersthat you want to display €.

2 Not all OpenTypefontscontain al the
possibleglyph features. So the Show list
will display different categoriesdepending
on the OpenTypefont chosen.

R Seethe chart starting on the next page
for examplesof how to usethe OpenType
categories.

F
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OpenType Features

Chapter 15

OpenType Features
 Feature Name | Comments Exomples
All Caps Changestext to uppercaseletters. Also | Munwiliy AIAMDMNA-
changes punctuation and spacing for el ?VIE}H{.:U?
the uppercase characters. For instance, | **™*
noticehow the question mark and OpenTypeal MRIAMNMMA-
hyphensare raisedin the OpenTypedl | caps MEXICO?
capsformatting.
Small Caps l Changeslowercasetext to small capital | Electronic  SVISOLUTIONS
|etters. Crestesamuch more appropriate | small caps
| weight for theletterscompared to the OpenTvoe |
fake small capscreated electronically. snr])a” C);%S SMSOLUTIONS
Al Small Changesall text, includinguppercase | Without TheFBIl and
Caps characters,to small capital letters. This | small caps (A opened
should be used for acronymssuch as thelRSPDF.
FB, clA, and por. The advantageto this P -
settingisthat you do not haveto retype \év' tS small  Thersi and cia
uppercase charactersto makethe con- % opened theirs
version. PDF.
Ligatures Appliesthe special letter combinations | No difficultflush
such asfi and fl. Other ligatures, such ligatures fish
asffi, ffl, and ff may be presentin most ) e
Adobe Pro OpenTypefonts. \I/i\g;thur & ?I flfl cult flush
1501
Discretionary ¥ Appliesboth discretionary ligatures No reaction burst
Ligatures and historical ligatures. Theseligatures | discretionary
“should be used sparingly asthey arenot | 119tures :
common to contemporary text. With realtion bur§t
discretionary
ligatures
Fractions | Convertsnumbers around adlash into Manually 35 43/
| numerator and denominator characters, | electronically
- Also changesthe Sash to avirgule. These | S¥&d
| areeasier to apply than manual format- | OpenTipe 3 43%
formatted

{-ting and they have a better weight. The
settingsfor Numerator and Denomina:
i tor also usethe fraction glyphs.

kuBacian T Bcnal (hald chert aida
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| Feature Name | Comments Examples
Orrdinals Convertsthe charactersto the super- Manually ~ 1st 2nd 3rd 4th
script position. Likefractions, the Open- | €lectronically
Typeversionisfaster to apply and hasa syled
better weight than electronicstyling. OpenType st 2nd 3rd 4th
formatted
[ Swash Substitutesthe ordinary glyphsfor a Without Quick Awesome
more stylized alternative. Svash glyphs | SWash
areusually found intheitalicversionof | With swash Duick
afont. They are also contextual and may Awesome
only beinserted at the beginning or end
of aword. The use of swash glyphsis
. aI_ most alost typographictouch.
[iContextual | Substitutesspecialy designed characters | Without bogged whia fick
| Alternatives | that are applied dependingon their con- | contextual =5, lodge
text in relationshipto other |etters. alternatives
With ,
contextual e Wi },.- S
alternatives  séal{ fowi: .':Qa'fr
Stylistic Created by the type designer, these alter- | Original
Alternatives | nativesareinserted asalternatechoices | character &
to the selected glyphs. Sylistic e
alternative
.'Supergcri ptl Substjtutesproper supersc_ri ptor Manually x! $4.00 2e
Superior superior charactersfor ordinary glyphs. | stled
Limited to numbers, punctuation, and a | *4B£mEErEr
selected set of letters. OpenlTipe %2 54,00 2¢
formatted
— Superscript
Subscript! Like superscript, thissubstitutesproper | Manually H-0
Inferior subscript charactersfor ordinary glyphs. | ved 2
Limitedto just numbersand punctua- | SUbScript
tion, not letters. OpenType
formatted HZO
- subscript

continued on the next page
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Chapter 15

Feature Name Comments Examples

Figure There arefour categoriesof figuretypes.

(number) Tabularfigures arethosethat have fixed- ]:I_'hesearethefour typesof

types widths. They are used particularly for Igures
accountinginformation wherethe num- | Tabular 12: 09/11/2001
bersneed toline up under eachother. | lining 34: 07/22/2008
Proportional figuresarethosethat have ol “oo/11/
varigblewidths. Theseshould beyour | Talular— x:09/xx/2001
first choice unlessit is necessary toline o 34 oyf22/2008
figuresup into columnsof tabular data. : .
Figurescan aso be divided into two m]?ﬁgm onal 12 09/11/2001
additional categories. 34:07/22/2008
Liningfigures have auniform height. Proportional  r2: eg/mfeoo1
They are especidly suited next to dl cap | elidityle 34: bafaalacos
text or for acontemporary look.
Oldstyle figures have unequal heights.
They look good with mixed-casetext or
when amoretraditional look isdesired.
The category Defaultfigureisthe cat-
egory that the type designer has desig-
nated asthe default for thefont. Thisis
usually tabular lining, whichis unsuit-
ablefor figureswithin text.
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COLOR MANAGEMENTm

remember when my family got
Iour first color televison set. Back

then, there weren't many programs
broadcast in color,so acolor televison
was astrange and mysteriousthing.

No one in the family knew how to
make the pictures look realistic.
We jumped up to adjust the image
whenever we changed channels. My
sister and | spent more time fiddling
with the TV controls than watching
the shows.

Widl, not many people understand
how color is managed in desktop
publishing. They don't know how
to make colors look better or how
to control images from different
applications. They spend most of
their timefiddling with the knobs.

Color is avery complex subject —far
too deep for the scope of this book.
This chapter covers most basic steps
for managing color in InDesign.
Fortunately, the controls are similar
to other Adobe products. So if
youve set your color management
in Photoshop, you will find the same
settingsin InDesign.

If you are interested in learning more
about color, | suggest Real World Color
Management by Bruce Fraser, Fred
Buntin, and Chris Murphy, published
by Peachpit Press.
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Chapter 16

Choosing Color Settings

Thefirst step for color managementisto
set up the color system. Fortunately, Adobe
provides predefined color settingsthat are
suitablefor many users.

To turn on color management:
1 Choose Edit >Col or Settings. Thisopens
the Color Settingsdialogbox @.

2 Check Enable Color Management. This
opensthe color settingscontrols.

3. Choose one of the predefinedsettings
from the Settingsmenu @:

Custom usesthe settingsyou choosein
the Color Settingsdialog box (see the
exercises that follow).

Color Management Off usesminimal
color management. Usethisfor video
Or On-screen presentations.
ColorSync Workflow (Mac) manages
color using the ColorSync 3.0 CMSL.
Emulate Photoshop 4 simulates

the color workflow used by Adobe
Photoshop 4.0 and earlier.

Europe Prepress Defaults managesfor
typical European press conditions.
Japan Prepress Defaults managesfor
typical Japanesepress conditions.
Photoshop 5 Default Spaces manages
using the default working spacesfor
Photoshop 5.0 and | ater.

U.S PrepressDefaults managesfor
typical US pressconditions.

Web Graphics Defaults managesfor
display on the World WideWeb.

4 Check Advanced Modeonly if youwant
to set the added color controls (see page
377).

5 Click OK to apply the color settings. In
many cases, thisisall you needtodoto
set color management in InDesign.

Li
]
i
i I'l

P R |

) The Color Settingsdiaog box containsthe
controls for managing how colorsare displayed
and printed.

Egrttings:

— Whigrking
Aas
P

]-‘..'.'.l.rl

ooy Managemant O

Ermiiate Aomohat 4

B il PRkt 3

EL#ie General Purpose Defaults
LEwrope Prepress Defaults

Cokor u#la:-a’ ok Prepress

AGE
LRTE

1apan General Purpose Defaults

1span Prepress Defaults

riorth America General Purpose Defaults
Photeehop 5 Detadt Snaced

P15, Pregress Defats

‘Wab Graphics Dedauts

) The Settingsmenu lets you choose one of the
predefined color management settings.
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Color Management

Rl ColorMatch
sRGB IEC61966-2.1

CMYK:

lMDnitor - SRGB IEC61966-2.1

&) The Working Space RGB menu lets you
choosethe display options for RGB colors.

CMYK: |15, Web Coated {SWOP) v2

Euroscale Coated ¥2
RSB Euroscale Uncoated v2
CMYK Japan Color 2001 Coated
Japan Color 2001 Uncoated
Japan Standard v2
Japan Web Coated {Ad)
U S, Sheetfed Coated v2

U.S. Sheetfed Uncoated 2

Beription:| - 5. ¥e Uncoated v2

i@ The Working Speace CM YK menu lets
you choose the output destination forprinting
CMYK colors.

Talk to Your Prist Shop

Mst designers | know are embar-
rassed to admit they den't understand
color management. It'Ss nothing to
be ashamed of. What you meedl i di
istalk to your print shop: fk them
what settings they recommend for
color management. #And remember,
color management al SO ngels 1 e sek
inimage-creati onapplicaliss—such

—as Adobe |llustrator and Adobe
Photoshop —that you use to create
images placed in InDesign.

The working space appliesthe default color
profilesfor RGB and CMYK colors (see Chap-
ter 5," Working in Color").

To set the RGB working space:

e Usethe RGB menu to chooseone of the
following RGB display settings €¥:

* AdobeRGB (1998) hasalargecolor
gamut. Useit if you do print work with
abroad range of colors.

* Apple RGB reflectsthe characteristics
of the Apple Standard 13-inch monitor.
Usefor files displayed on Mac OS
monitors or for working with older
desktop publishingfiles.

« ColorMatch RGB matchesthe color
space of RadiusPressView monitors.

* sRGB IEC61966-2.1 reflectsthe
characterigticsof the average PC
monitor. It is recommendedfor Web
work, but istoo limited for prepress.

* Monitor RGB setsthe workingspaceto
the color profileof your monitor. Use
thisif your other applicationsdo not
support color management.

* ColorSync RGB (Mac) matchesthe
RGB space specified in the control panel
for Apple ColorSync 3.0 0r |ater.

HE When the Advanced Modeischosen,

the RGB Working Space menu displays

additional options.

To set the CMYK working space:

e Usthe CMYK menu to choosethe
CMYK output settings €.

R Each setting describesthe typeof i rk and
paper used in the printing.
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Chapter 16

Yau can aso set what happenswhen placed
images contain different color profilesthan
the current working spaces.

To set the Color Management Policies:

1 Chooseasettingin the RGB and CMYK
Color Management Policy menus as
followsigh and Q.

e Off turnsoff color management for
imported images or documents.

* PreserveEmbedded Profiles maintains
the profilein the imported image or
document.

* Convert toWorking Space converts
placed images and documentsto the
working spacesyou set for the InDesign
document.

2 Check Ak When Opening (under
ProfileMismatches) to give achoice
when opening documents with different
profiles @.

3. Check Ak When Pasting (under Profile
Mismatches) to give achoice when
pastinginformation from documents
with different profiles.

4 Check Ask When Opening (under
Missing Profiles) to give a choicewhen
pastinginformation from documentsthat
have no color profiles.

RGR; |Prasense Embedded Profies

. s - =
Corrert bo 'Wiorking Qpa'.e

 Ask Wren Pasting
Mesing Profies: [ ask when Openirg

Erption:
i) The RGB Color Management Policy menu

let you choosewhat to do with different RGB
color profiles.

AGE; | Prasene Embeddad Profies

Convert to Working Space

Mizang Profies: ¥ Ask When Opaning

HOpiion:

i) The OMYK Color Management Policy
menu lets you choose what to do with different
CMYK color profiles.

B The ProfileMismatchesand Missng
Profilesoptionscontrol what happenswhen
differentprofiles are in the same document.
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— (Corwerson Cndons
Epoine: | Adobe [ACE)
[rksnt: !Fe-!dl.-m: Crobarimateis
F Use Black Poirt Coampermaton

© TheConversionOptionsaredisplayed in
the Color Settings when the Advanced Modeis
checked.

Enge: [Accbe tACE)
ligii- gl

t:
Mcrosaft ICM
¥ | ke BV OFant T rereer e 3P

) The Enginemenu (Win)lets you choose
the Adobe Color Engine or the Microsoft Image
Color Management for color management.

Engire: | »* Adobe (ACE)

Apple Colorfync

Apple CMM

W e Baw et caompensasus

@® The Engine menu (Mac)lets you choose
the Adobe Color Engineor the Apple ColorSync
or AppleColor Management Modul e for color
management.

[[a] {141

- ptare |Fetstse Colonmtnic

i abechte Colrimatrc
Leaves colors thal tall nside the destnation aanvlt LNchanasd. With this.
@ The Intent menu lets you choose how the
final color display should look.

Block and White Points?

A whire point is the mosl extreme
highlight in an image. This is the part
of the image that should be todtally
white without any ink.

A Black point is the most extreme
black part of an image.

The Conversion Options, in the Advanced
Mode, control how objectsand color dataare
converted ify.

To set the conversion options:

1 Chooseoneof the settingsin the Engine
menu € and .

* Adobe (ACE) usesthe Adobe color
management system and color engine.
Thisisthe default setting for most
preset color configurations.

* Apple ColorSync (Mac) or Apple
CMM (Mac) usethe color management
system providedfor Mac OS computers.
Unlessyou have an optional color
moduleinstalled,thereis no difference
between the two settings.

* MicrosoftICM (Win) usesthe color
management system provided for
Windowscomputers.

R Choosethe Adobe CMSengineif you are
workingwith other Adobe products.

2 Chooseone of the settingsin the Intent
menu ¢

* Perceptual preservesthe relationships
between colorsin away that is perceived
as natural by the human eye

« Saturation issuitablefor business
graphics, wherethe exact relationship
between colorsis not asimportant as
having vivid colors.

* Absolute Col orimetric maintains color
accuracy at the expenseof preserving
rel ationshi psbetween colors.

« Reative Colorimetric is more accurate
than absolutecolorimetric if the
image's profile contains correct white
point information. Thisisthe default
renderingintent used by al predefined
color management configurations.

3. Check Use Black Point Compensation to
adjust for differencesin black points.

R Adobestrongly recommendsyou keep the
Use Black Point Compensation option
selected.
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with Profiles
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W
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pter 16

Working with Profiles

Yau can aso set profilesand color manage-
ment for individual imported images.

Toc

1

ontrol a placedimage's color management:

If the graphic hasalready been placed
into the layout, select it, and then choose
Object >Image Color Settingsto open
the Image Color Settingsdialog box @.

L

If you're about to import the graphic,
choose Color Settingson the left side of
the Image I mport Options dialog box.
This opensthe Color Settingsfor the
Image Import Options @.

Select Enable Color Managementto
apply color management to theimage,
or desdlect it to excludetheimagefrom
color management.

Usethe Profilemenu to choosethe source
profileto apply to the graphic.

Usethe Rendering I ntent menu to choose
arenderingintent.

e e
(=]

ol e Coas e ugEsEy
TR T T

ardiring wuuL | e Do image i 0

e )

P The Image Color Settingsdialogbox
allows you to assign a specific profile and
renderingintent to an imported image.

. WRgT SR,
e i
] —
B L e M R

kb L LR Ll -

- i e
LT T T
bbbl Boilideicid =
B l
o ek e g

® TheColor Settingsin thelmage I mport
Optionsdialogbox allows you to assign a
specific profileand renderingintent to an image
that isabout to be imported.
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INTERACTIVE PDF ELEI\/IENTS.

t the risk of sounding like an
old codger, I can remember

when a page layout program
only laid out print files. The idea of
creating "push buttons" that sent
you flying to other pages—or even
other  documents—was totally
unfathomable. After al, how was
someone supposed to press on a
weather summary to jump to the full
wegther map?

So it is with some amazement that
| write this chapter. Page layout no
longer refers to just printed pages.
InDesign has awesdlth of featuresthat
let you createinteractive e ements for
electronic documents.

These interactive features may be
smple links that let readers move
from one page to another. They may
be hyperlinksto Web pages. They may
a0 be special bookmarks that can
be used as navigational tools. They
may even be rollover buttons that
can play moviesand soundsin a PDF
document.

Of course, if you have no interest
whatsoever in creating these type of
interactive elements, fed free to skip
this chapter entirely. Who caresif this
isthefuture of publishing!

InDesian CS Visual Ouickstart Guide 379



Types of Interactive Elements

Chapter 17

Types of Interactive Elements

Thereare three different types of interactive
elementsyou can add to InDesign docu-
ments: Hyperlinks, Bookmarks, and Buttons.
Each hastheir own particular uses, but some
of thefeaturesmay overlap. Beforeyou start
work, decidewhich typeof interactiveee-
ment isright for you.

Feature Description Advantages Limitations
Hyperlinks Addsahotspot areato text | Can be applied Only very primitive
or objectsthat islinkedto | directlytothetext [ visual indicationsof the
other partsof the docu- insideastory. linked area.
ment, other documents, or | can be created
Web pages. automaticallyusing
the Tableof Con-
tentsor Indexing
features.
Bookmarks | Addsanavigational ele- The Bookmark Requiressome edu-
ment that isvisbleinthe | paneisvisibleat al | cationtoteach the
Adobe Reader Bookmark | timesin thedocu- | reader how to usethe
pane. ment. Bookmark panein the
Can be created Reader.
automaticallyusing | Isnot directly on the
the Tableof Con- | document page.
tentsfeature. No special visual indica-
tion in the document.
Buttons Addsahotspot areathat | Offersthe most Buttonscan not be cre-
can contain text or graph- | navigational and ated automatically from
ics Thishotspot can be set | design choices. text.
to invoke awidevariety of
behaviorsincluding navi-
gation aswdl as playing
moviesor sounds.
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Interactive PDF Elements

Hyperlink
palette menu

New Hyperlink

i} The Hyperl i nkspal ette isusad to define
both the destinationsand the hyperlinks.

T T
owfar 1 - S
[ poed_ |
[ hrw wits Fage i
B
o T - |

B The New Hyperlink Destinationdialog
box lets you set a page destination.

New Hyperlink Destination

Type: |« Page
Text Anchor =
URL
TEEETETNETE WIth Page Number
© The Typemenu lets you choosethe type of
hyperlink destination.

Which Comes First, Sevrce or Destination?

Mavbe it’s years of working in HTML
or JavaScript, but the first time 1 tried
to create hyperlinks in InDesign, [ got
all fouled up. 1 started by trying to
define a source for the hyperlink—the
itemn that you dick—and then setting
its destination—the place where the
link sends you,

InDesign doesn’t work this way. You
must set the destination first, and
then set the source. | know it seems
backward, but that's the way it must
be done.

Defining Hyperlinks

A hyperlink isan area of apagethat can be

clicked to send the reader to anew page,

open anew document, moveto aWeb page,

or send an e-mail message. Therearetwo

partsto creatingahyperlink. The sourceis

the object or text that you click to trigger the

hyperlink. The destination isthe page or Web

link you go to.

M2 You must defineadestination first, before
you definethe source.

IR Hyperlinks are appliedwhen thefileis
exported asan Adobe PDF (see page451)
or when you use the Packagefor GoLive
feature (seepage 473).

To choose the type of hyperlink:

1 Choose Window >Interactive>
Hyperlinks. Thisopensthe Hyperlinks
palette k.

2. Choose New Hyperlink Destination from
the Hyperlinks pal ettemenu. Thisopens
the New Hyperlink Destination dialog
box ©.

3. Choosethetypeof hyperlink from the
Typemenu asfollows €k:

* Page creates a page destination that
linksto a specific pagein the document.
Thisisthe only type of hyperlink that
letsyou set amagnificationfor thelink.
(Seethe next exercise for how to createa
page destination.)

« Text Anchor createsalink to aselected
areadf text. Thisoption isonly available
if you have selectedtext. (Seethe exercise
on page 343 for how to create a text
anchor destination.)

* URL letsyou link to an internet page.
(See the exerciseon page 383 for how to
createa URL destination.)
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A page destination specifiesthe pageand the
magnificationto use when you moveto the
link.

To create a page destination:

1.

1

&

Choose New Hyperlink Destinationin the
Hyperlinks pal ettemenu to open the New
Hyperlink Destination dial og box.

Choose Pagefrom the Type menu.
Thisopens the settingsfor the page
destination €.

Use the Page controlsto enter the page
number that you want to jump to.

If desired, usethe Namefield to enter a
descriptive namefor the page.

or

Check the Name with Page Number

option to automatically namethe

destination with its page number and

whatever Zoom setting has been chosen.

Choose the Zoom settingsas follows @:

* Fixed displaysthe pageasit waswhen
thelink was created.

* Fit View displaysthe visble portion of
the page.

* Fitin Window displaysthe entire page
in the document window.

e FitWidth or Fit Height displaysthe
width or height of the page.

* FitVisbledisplaysthe areasthat
contain text or graphics.

* Inherit Zoom displaysthe same
magnificationthat was active when the
link was chosen.

Click OK to create the destination.

HE Don't worry that you don't seeyour

destination listed in the Hyperlinks
palette. Destinationsaren't shownthere.
Destinationsare shown when you define
the hyperlink source (see page 385).

_TE |:.:.:|,E ﬂ -
Mama: |-
1 T tamewnh
Paga; =4
Zoom Satting: |Fuas |

i) The New Hyperlink Destination dialog box
set for a Page destination.

™ Hgme with Paga kumber
Bage. p4d
Zoom Setting: |Freed '|
Fead
i View |
Fit in Window —
Fit Width

Fit Visible

Inherit Z05m
© The Zoom Setting menu controls the
magnification of the destination page.
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Haew Hyperlink Destination

Type: | Text Anchar m

Name Eorothy saw the WitchH

i The New Hyperlink Destination dialogbox
st for a Text Anchor destination.

T LR +
! Hame: [vactorbate
LR itrc [ Ferww, vectorbakes comi

i The New Hyperlink Destination dialog box

=t for a URL destination.

The second type of hyperlinkisatext anchor.
A text anchor destination alowsyoutolink
to aspecificareaof text on apage.

To create a text anchor destination:
1 Highlight the text that you want to be the
destination.

2 Choose New Hyperlink Destinationin the
Hyperlinks pal ette menu. Thisopensthe
New Hyperlink Destination dial og box.

3. Choose Text Anchor from the Type
menu Q.

4. Usethe default name which comesfrom
the sdlected text.
or

Enter anamefor the destination.

Thethird typeof hyperlinkisaURL (uni-
form resourcelocator). Thesearethelinks
that can be used to open Web pages, send
e-mail,or transfer files.

To create a URL destination:

1 Choose New Hyperlink Destinationin the
Hyperlinks pal ette menu to open the New
Hyperlink Destination dialog box.

2 Choose URL fromthe Typemenu @.
Enter anamefor the destination.
4 Enter the URL information.

w
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Yau can usethe Hyperlink Destination
Options dialog box to edit the destinations
that you createfor the document. Thisisalso
the place where you can see which destina-
tions have been defined for your document.

To edit a destination:

2

3

Choose Hyperlink Destination Options in
the Hyperlinks paletie memo b6 open the
dialog box.

Choose a previoudly defined destination
from the Destinationlist.

Click the Edit button €. The controlsfor
the destination become active.

& Thesecontrols change depending on the

4

type of destination chosen.

Make whatever changesyou want to the
destination.

or

Click the Ddlete button to deletethe
destination from the document.
or

Click the Ddlete All button to deletedl
the destinationsfrom the document.

2 If you are editing a Text Anchor

Destination you can changethe text
destination by selecting Set to current
text insertion point.

Hyiera b (Thri | i Gy

Cesurener: - Tog liss ol bsrs e m E

Topa-— Tecx harfer m ¥ Corcai %

e P P — =
[ 5 1 Cmd TR TR AT AT el I
e

£} Usethe Hyperlink Destination Options
dialogbox to edit the destinationsin a
document.
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) The New Hyperlinkdialoghbox letsyou
link to destinations aswell asset the appearance
d the hotspot area.

Onceyou have set the hyperlink destinations,
you can then create the hyperlink sourcesthat
arelinked to those destinations.

To create a hyperlink from an existing destination:
1 Sdect thetext or graphicthat you want to
be the hotspot or trigger areafor thelink.
2 Click the New Hyperlink buttonin the
Hyperlinks pal ette.
or
Choose New Hyperlink from the
Hyperlinks palette menu. The New
Hyperlink dial og box appears €.
3 Usethe Namefield to name the hyperlink.
Thisisthe namethat appearsin the
Hyperlinks pal ette.

4. Setthe hyperlink destinationsas
described on pages 381-384..

9 Setthe Appearanceasdescribed in the
exerciseon page 388.

6 Click OK to createthe hyperlink. Thelink
appearsin the Hyperlinks palette.
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To choose a page destination:

1

3

In the New Hyperlink dialog box, choose
Page from the Type menu. This opensthe
Page Destination area (.

Usethe Document list to choosethe
destination document. Thisaddsany
destinationsthat were defined in that
document to the Name menu.

Choose a previoudly defined Page
destination from the Name menu @ .

Of courseits possibleto create ahyperlink
without having previoudy defined a page
destination.

To create an unnamed page destination:

1

In the New Hyperlink dialog box, choose
Page from the Type menu. This opensthe
Page Destination area.

Choose [Unnamed] from the Name
menu. Thisalowsyou to definean
unnamed destination.

Use the Page controlsto set the page
number.

Set the Zoom Setting as describedon
page 338.

Theterm [Unnamed] only appliesto the
destination. The hyperlink still appearsin
the Hyperlinks palette @.

To choose a text anchor destination:

1

2

In the New Hyperlink dialog box, choose
Text Anchor from the Type menu.
Usethe Document list to choosethe
destination document. Thisadds any
destinationsthat were defined in that
document to the Name menu.

Choose a previoudly defined Text Anchor
destination from the Name menu .

Cexstraton
Dpeument: [Gutenbeng taatindd =|
Twes: [Fage =]
- B
Page: E:-*_"_
Do Bertting: |"=I;'l.1 :i
O The Page Detinationareaof the

New Hyperlink dialog box letsyou set the
destinations for hyperlinks.

Deilfinalion
inneFactee a
Text Anchar -+

D et

Tipes

Mama |« First line yellow
fop lineof black text

|%ane)
-

B The Mame menu lers v chiase previcnsly
defined page destinations for a hyperlink.

inks L

i3 —— URL hyperlink

3= Page hyperlink
oy [ == Textanchor
hyperlink

P Hyperl inks apr-)ear in the I-]%er linkspalette.
I cons show the type of hyperlink.

Destinarian
interactive. irdd ﬁ
Teut Anchor a

Mime. o First ine yellow
Taop line of black text

Document |

Type: |

|Pscinel

® The Namemenu lets you choose a
previously defined text anchor asadestination
for a hyperlink.
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[e-skinakion
i, i e mimn L]
Type: | URL -+
Mamse: | LIRL 1 1!

URL: [lx-tt-p /./;vww.vectorbabe,com

D The URL Desdtinationareacf the
New Hyperlink dialog box letsyou set the
destinations for URL hyperlinks.

D Rninas i
Decumeni: | interactive indd
Type: © Text Anchor

Name: | ¥ First Sne yellow
Top tine of black text

BRI

|Mana |

® The Namemenu lets you choose previously
defined URL destinations for a hyperlink.

Destination
Dotument: | interactve.indd E-_I
Type: | WUEL .ﬁ
Name: | flinmamed] -+

UYRL: http //www.tinwoodman.com

@ The URL Dedtinationarealets you create
an unnamed destination.

To choose a previously defined URL destination:

1 Inthe New Hyperlink dialog box, choose
UFU from the Type menu. Thisopensthe
URL Destinationarea .

2 Usethe Document list to choosethe
destination document. Thisadds any
destinationsthat were defined in that
document to the Name menul.

3. Chooseapreviously defined URL
destination from the Namemenu ®.

Yau can eesily createa URL destination
without having previousy defined a URL
destination.

To create an unnamed URL destination:

1 Inthe New Hyperlink dialog box, choose
URL from the Type menu. Thisopensthe
URL Destinationarea .

2 Choose [Unnamed] from the Name
menu. Thisdlowsyou to definean
unnamed destination.

3. Enterthe URL in the URL field.

il Theterm [Unnamed] only appliesto the
destination. The hyperlink itself still has
the nameyou enter at the top of the New
Hyperlink dialog box.

Yau can also create a URL hyperlink by
highlightinga URL contained in the text
and choosing New Hyperlink from URL
in the Hyperlinks palette menu. This
addsthe hyperlinkto the paletteand
automaticallysetsthe destination as the
highlighted URL text.
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To choose the appearance of a hyperlink:

1 Usethe Type menuin the Appearance
areato choose asettingfor the visibility
of the rectangle around the hotspot (.

* VisibleRectanglecreatesarectangul ar
areathat can be seen.

* Invisible Rectanglecreatesahotspot
areathat is not shown.

2 Usethe Highlight menu to choosethe
appearanceof the hotspot areawhen
clicked @.

* Nonemakesno highlight on the area.

* Invert createsthe effect of invertingthe
colorsof the hotspot area.

* Qutlinecreatesan outline rectangle
around the hotspot area.

« Inset createsthe effect of a3D cutout in
the hotspot area.

3. UsetheWidth menu to choose thickness
of thevisiblerectangle ®.

e Thinisthe most tasteful setting.
* Mediumisamore obvioussetting.
* Thickisredlytoo ugly to use.

4. Usethe Style menu to choose the type of
linefor thevisiblerectangle .

» Solidisthe most tasteful setting.
« Dashed doesn't look asnice.

5 Chooseacolor from the Color menu.

Lt ey
Type: | Vible Rectangla =
Hgrignt |’l!l"! "-1 W '| THir
ok [ =] g[S

® The Appearanceareacf the New Hyperlink
dialog box lets you set how hyperlinksare
displayed in the document.

by L. Frank Bauni Outine
Ib},r L. Frank Baum ™

& Examplesaf the three Highlight effects
applied tolinks.

by L. Frank Banﬂi Thi

h}" L. Frank BEI]JII Medium

hx L. Frank Haﬂz_rl Thick

O Examples of the three Width settings
applied to links.

by L. Frank Baum s

@ Examples of the Sylesettingsapplied to
links.
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&) The Hyperlink Optionsdialoghbox lets you
edit the settingsfor hyperlinks.

Tips for Hyperlinks

| Hyperlinks don't have to be ordinary

text or plain frames. You can use
placed images, text inside tables, or

| even inline graphics as the source
objects for hyperlinks,

If you use text as the source object for
L a hvperlink, yvou mmay not want to dis-
play the clunky rectangle as the link
indicator, Instead, consider using an
underline with colored text {applied
| as a character style), to indicate where
the hyperlink is located. This changes
the link 50 it is more similar to links in
| Web pages.
Finally, you can automate some of

the process of creating hyperlinks by

| applying the source object ta & mas-

| ter page. The hyperlink can then be
| visibleon dl the pages based on that
L master page.

Asyou work, you can edit the settingsfor the
hyperlink source.

To edit hyperlinks:

1 Doubledick the hyperlink entry in the
Hyperlinks pal ette.

or

Choose Hyperlink Options in the
Hyperlinks pal ette menu. Thisopensthe
Hyperlink Options dialog box €.
Make changesin the Hyperlink Options
dialog box.
Onceyou have created a hyperlink, you can
changeor reset the text selection or frame
that was used as the source object.

To reset the hyperlink source:

1 Highlight the text or select the frame that
you want to bethe new hyperlink source.

2 Inthe Hyperlinks palette, select the
hyperlink that you want to change.

3. Choose Resst Hyperlink from the
Hyperlinks palettemenu. Theoriginal
source object is changed to the new
selection.

If you have named an external document as
adestination, you may need to update the
hyperlink to that external document. For
instance, if the page name or location has
changed, the hyperlink needsto be updated.

To update the hyperlink to an external document;

1 Sdect the Hyperlinkin the Hyperlinks
palette.

2 Choose Update Hyperlink from the

= 3
Hyperlink palette.
3. Choose Rest Hyperlinkfrom the
Hyperlinks pal ette menu.
3 If the external document is closed, hold
the Opt/Alt key to open the document.
E.
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Working with Hyperlinks

Onceyou have set up your destinationsand

hyperlinks,you can use the Hyperlinks pal -

etteto navigatethrough the document using

the Hyperlinks palette. Thisletsyou easily
move to specificlocationsin your InDesign
document.

To move to a hyperlink:

1

2

Select the hyperlinkin the Hyperlinks
palette @.

Choose Go to Sourcefrom the Hyperlinks

pal ette menu.
or

Click the Go to Sourceiconin the
Hyperlinkspalette.

To move to a hyperlink destination:

1

2

Select the hyperlinkin the Hyperlinks
paette.

Choose Go to Destinationfrom the
Hyperlinkspal ette menu.

or

Click the Go to Destinationiconin the
Hyperlinkspalette.

I If the destination isa URL, the default

Web browser wl belaunched.

To delete a hyperlink destination:

1

2

Sdlect the hyperlinkin the Hyperlinks
palette.

Choose Delete Hyperlink from the
Hyperlinkspal ettemenu.
or

Click the Delete Hyperlinkiconin the
Hyperlinks pal ette.

Go to source GO to destination

2
-
§

Auwtomatic Hyperlinks
If it seems oo much work to create
manual hyperlinks, remember that
you automatically create hyperlinks

when you use the Table of Contentsor
Index feafures.

The manual Hyperlinks are best used
for those instances when you need to
add just a few links to a document,
For instance, you might want to add
a LRL address to a sales brochore or &
pagelink to asmall document.

Exporting and Testing Hyperlinks

You must export the InDesign file as
a PDF in order to test your hyperlinks
(se¢ Chaprer 18, "Ouipul” for how
o export a5 @ PDF). Also, you must
remember to check the option to
include hyperlinks in order to make
them active in the PDFE.

T .| #"—Delete Hyperlink
@ You can use the Hyperlinkspaletteto
navigate through the document.

390
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V=& Options
=[Oy Pagel

[y Middle copy

. | 3 @Fagai

@ The Bookmarkspanein Acrobat displays
the bookmarkscreated in InDesign.

.

Boaimarks G
[ ey Page bookmark
¥ LD gt
 Cxecitwis e — Tex] boakmark
— Mew beokmark

Tl T - Dalele boskmork

@ The Bookmarks palette holds ife
bookmarks created for the document.

Working with Bookmarks

Bookmarksprovidea different way to navi-
gatewithin adocument. Instead of elements
on the page, bookmarksare displayed in the
AdobeAcrabat or Adobe Reader Bookmark
pane €&1. The reader clickseach bookmark

to moveto that position in the document.
One of the advantagesto usingbookmarksis
that the bookmark pane can be dwaysvisible
next to the area being read. Also, bookmarks
can be expanded or collapsedto shorten the
length of the bookmark list.

To create a bookmark:

1 Choose Window >Interactive>Book-
mark to open the Bookmarkspalette @.

2 Dooneof thefollowingto createthe
destination for the bookmark:

* Placetheinsertion point at apoint
within the text. Thiscreatesatext
bookmark.

o Sdlectthetext. Thiscreatesatext
bookmark named with the selected text.

* Sdectaframeor graphic. Thiscreatesa
page bookmark.

* Double-click apagein the Pages pal ette.
This createsa page bookmark.

3 Clickthe New Bookmarkiconin the

Bookmarks palette.

or

Choose New Bookmark from the
Bookmarks pal ette menu. The bookmark
isadded to the Bookmarks pal ette.

| consshow the differencebetween text
and page bookmarks although there are
no such differencesin Acrobat.

3 If you aready have bookmarksin the
Bookmarks pal ette, the new bookmark
iscreated directly under whichever
bookmark isselected in the palette. (See
page 393 for how to move bookmarks to
new positions.)

sysounjoog fiim Buppiop
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New bookmarks are created with the name
Bookmark 1, Bookmark 2, and so on. Yau can
rename the bookmark with a more descrip-
tive nameto hel p readersknow what is
located there.

To rename a bookmark:
1 Sdect the bookmark in the Bookmarks
palette.

2 Choose Rename Bookmark from the
Bookmarks pal ette menu. Thisopensthe
Rename Bookmark dialog box 5.

3. Enter anew namein thefidd and dlick
OK.

Yau can dso renameabookmark directly in
thelist areaof the Bookmarks palette.

To rename a bookmark in the list area:

1 Click once to select the bookmark in the
Bookmarks palette.

2 Click againto open thefield that contains
the bookmark name &

3. Typethe new name.

4 PressReturn/Enter or click adifferent
bookmark to apply the new name.

Yau can aso delete bookmarks you no longer
want in the document.

To delete a bookmark:

1 Sdect the bookmark in the Bookmarks
palette.

2 Choose Ddete bookmark from the
Bookmarks pal ette menu.
or

Click the Delete Bookmark icon in the
Bookmarks palette.

Rename Bookmark

Mame:Jorothy's Home %

" RO

- Camcel

2} Use the Rename Bookmark diaog box to
change the bookmark names.

Jrookmana N (v
- pagel
¥ ) Pagal
~ Daroty's Home

23 Click the bookmark nameto type a new
name directly in the Bookmarks palette.
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Black line indicator

L :'MF-'E"J.'?i

{ Duorothy

L Aunt Em

. sl
@ Drag the bookmark up to moveit toanew
position in the Bookmarks palette.

Name highlighted

L Aunt Em -

al = |4

@ Drag the bookmark onto the name to nest it
under another bookmark.

Name highlighted

e S O

[ 3 J Chiglef Ore
¥ Lnnn:i Twed

|
:j Chagtar Three |

& Drag the bookmark up until you see the
black lineto unnest it from abookmark.

Bookmarksdon't haveto appear in the order
that you createthem. You can moveimpor-
tant bookmarksup to thetop of thelist, even
if they refer to pagesthat are at the end of
your document.

To move bookmarks to new positions:

1 Dragthebookmark up or downthelist to
the new position.

2 When you seeablack line appear, release
the mouse button. The bookmark moves
to the new position €.

Usethe Sort Bookmarks command to
rearrangethe bookmarksinto the order
they occur in the document.

Yau can aso nest, or move bookmarksso
they are contained within others. Thetop
bookmark is called the parent; the nested
bookmark iscaled thechil d. Thisallows you
to have avery long bookmark list that can be

expanded as necessary.

To nest bookmarks:

1 Dragthe bookmark you want to nest onto
the name of the parent bookmark.

2 Whenthe nameishighlighted, release
the mouse €. The child bookmark is
indented under the parent. A triangle
controller appearsthat letsyou open or
closethe parent bookmark.

@ When you delete abookmark, you also
delete any bookmarksthat are nested
within that bookmark.

2 You can continue to nest bookmarks
through as many levelsas you want.

To unnest bookmarks:

1 Dragthe child bookmark out from the
parent so that the black lineisno longer
indented below the parent bookmark €E).

2 Rdessethe mouse button. The child
bookmark isno longer nested.
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Adding Sounds

Despitethe mind-bending concept of adding
sound to a pagelayout, it's actualy very
simpleto add sounds to an InDesign docu-
ment. Just remember, you won't actually play
the sound in InDesign. Thesound is played
as part of a PDF, when repurposed as part of
an XML document, or packaged for GoLive.

To add a sound to a document:

1 Choose File>Place and then choosethe
sound fileyou want to import. The cursor
changesinto the Sound cursor €.

2 Click the sound cursor on the document.
Thisaddsasound clip objectto the
document.

2 Thesound clip displaysthe name of the
sound and the sound clipicon €.

R Thesound dlip is displayedwith animage
that Adobe provides asthe sound poster.
Thisfileiscalled StandardSoundPoster.jpg
and can be swapped for any other image
you want to use.

Yau can aso add an empty sound clip that
can befilledwith asound at someother time.

To add an empty sound clip:

1 Drawaframe.

2 Choose Object >I nter active>Sound
Options. Thisopensthe Sound Options
dialogbox €.

3. Enter anamein the Soumnd Diptions

dialog box and dick OK. Theframehas
been converted to an empty sound clip.

o

:::f:" £ The Sound Clip cursor indicates
A you areimporting a soundfile.

Soupd icon

Sound clip name

€D A sound mediaclip created by convertinga
frame.

S iy

Tannrienr

(TS

Lo o E
Faiie | M LI
— Fmy o Fagm T
0 iy ey P P
e tas =] e FLE

€D A Sound Optionsdialog box for an empty
sound clip. Notice thereis no file specified under
Options.

Sound and Video Requirements

InDesign supportsthesamemediafile
types as Adobe Acrobat. This means

| that you can import any sound or

viden file that can be played by Apple
CruickTime, Flash Player, Windows
Built-in Player, and Windows Medii
Player.

On the Mac, QuickTime plays all
the media files. S0 all you need is
QuickTime 6 »r later. On Windows,

_|__you need QuickTime as wdl as the

other players.
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Cound Opoaas

HWame

Dwicriplizn

€ You can ser @ name and description for a
sound in the Sound Optionsdialog box.

File: Cliek? waw IIIi-l_|ﬂ|:|'mr:|r.

Mone

-

Poster: | « Standard Yrowse.
Choose Image as Poster ©

B

&l The Sound Options Poster menu lets you
choose theimage that isdisplayed in a sound
clip.

Optiors
Fa (k. &7 ‘Browse, |
e TR -] _ o |
[T 1Play o Page Tum
I e bk Pornt Poster "
' Embod Sourd in POF
& The Optionscontrolsfor a soundin the
Sound Options dialog box.

If you have an empty sound clip, you usethe
Sound Optionsdialog box tofill it with a
sound and set the other sound properties.

HE Yau can dso edit afilled sound clip by
modifying the settingsin the Sound
Optionsdidog box.

To set the Sound Options:

1 Open the Sound Options dialog box by
double-clickingthe sound clip.

or

Select the sound clip and choose Object >
Interactive>Sound Options.

2 Enter anamefor the sound clipin the
Namefield €9. Thisnameisjust to help
you identify which sounds have been
added to the document.

3. If desired, enter adescriptionthat can be
read by hearing-impaired users.

4 Usethe Browse button to add asound to
the sound clip or to changethe sound in
thedlip.

9 Usethe Poster menu to choose an image
that will be used to show where the sound
isin thedocument EEx

* Noneleavesthe sound clip frame empty.

* Standard usesthe standard icon €g).

* Chooselmageas Poster letsyou import
acustom imageto useasthe sound
poster.

6. Usethe Browsebutton to choosethe
custom image €.

7 Check Play on Page Turnto havethe
sound automatically play whenthe pageis
opened €.

8 Check Do Not Print Poster to prevent the
poster image from printing €.

9. Embed Sound in PDF to add the sound
fileto the PDF. If thisis unchecked, you
will haveto makesure the sound fileis
kept with the PDF document €. (Seethe
sidebar on the nextpage.)
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Adding Movies

Movies can be eesily added to an InDesign - (L
document. Just remember, you won't actu-

€2 The MovieClip cursor indicates
you areimporting a sound file.

dly play the moviein InDesign. The movie

is played as part of a PDF, when repurposed
as part of an XML document, or packaged
for GoLive. Consider what it would belike

if this book came asa PDF. Instead of the
staticimages, you could seelittle moviesthat
showed how thingswork.

To add a movie to a document:

1

Movie icon

Mavie nams

Choose File>Place and then choosethe €@ A movieclip appearswhen you dlick to
moviefileyou want to import. The cursor import a movie.
changesinto the Movie cursor €.

Click the moviecursor on the
document &f. Thisaddsamoviedip
object to the document.

2 The movieclip displaysthe name of the

movie and the movieclipicon.

HE The movieclip isdisplayed with the

default poster imagethat wasset for the
movie when it was created. (See page 399
for how to change the movie poster.)

Linking versus Embedding Media Clips
Media clips such a3 movies and sound files San be linked 1 the PDF o embedded inthe
dacument. You can choose either one, but be aware of the limitations of each method,

Embedding a media clip adds to the size of the PDE In the case of movies, this can add
greatly to the final size of the file. If you embed a movie clip, only those viewers with
Acrobat 6 or Adobe Reader will be able to view the movie, Liers with earlier versions of
the software will have 1o upgrade in order o view your documents correctly.

Linking to a media clip keeps the file size down, but then vou must remember to keep the
mediaclip with the PDF or it will it play properiy.

Alsa, if you link to a media clip, it resides ontside the PDF docoment. This can cause
problems if you distribute your files on CD-ROM. Someone can copy the movie 1o use
for their own purposes. If you don’t want people 1o be able to use your media for their
own projects you can embed the media clip to prevent them from easily snatching the
sound or movie to use in their own work.

You can control if media clips are linked or embedded in the Sound or Movie Options
dialog boxes, or when you export the PDF [see page 455).
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bvis Cpriam Yau can also add an empty movieclip that
P =i —_— can befilled with amovieat someother time
i L") or used asthe placeholder for amovie con-

nected from aURL (seepage398).

nmar

48 Chmsa 1 e (=) To add an empty movie clip:

gt 1 Drawaframe,
" Gty @ LB ) "

=] L e s L 2. Choose Object >Interactive>Movie
P ——— Options. Thisopensthe Movie Options
Futir | ions L T dlalogbOX
S 3. Enteranamein the Movie Options dialog
S Cotectiar Euring Piay box and dick OK. Theframe holdsan
T empty moviedlip .

Liw ¥ Foasime - .

£} The Movie Optionsdiaogboxfor an

empty moviedip frame. If you have an empty movieclip, you usethe
Movie Options dialog box to fill it witha
movie and set the other movie properties.

H I3 You can aso edit afilled moviedlip by
Wy M modifying the settingsin the Movie

Options dialog box.

. Description: A countdown effect that introduces t
prruntallm]

To set the name and movie description:

1 OpentheMovie Options dialog box by
double-clickingthe moviedlip,

or

Select the movieclip and choose Object >
Interactive>Movie Options.

& Use the Movie Optionsdialog box to set the 2 Enter anamefor the movieclipin the
Name and Description for a movie. Namefield .

& When youfill amoviedlip, it usesthe
name of the actual moviefile by default.
Yau can renameit in the Movie Options
dialog box.

3. If desired, enter adescription to help
identify the movie €. Thisdescriptionis
used if the moviecannot be played or for
visually impaired userswho use screen
readersto hear the description of thefile.
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The moviesourceisthe movieclip that will
be played. You have severa optionsfor how
to choose the movie source .

To add a movie to the document movie clip:

1 Inthe Movie Options dialog box, click
ChooseaFile

2 Click the Browsebutton to navigate
to find movie you want to add to the
document.

3. Click Embed Moviein the PDFto add
the movieto the exported PDF. (Seethe
sidebar on page 396 for more information
on embedding or linking movies.)

Yau can dso play streaming mediain your
PDF document. Thisavoidsall problems
with file Szes. However, it does mean that an
internet connection must be availablewhen
the movieis played.

To choose a URL connection for a movie;

1 Createan empty movieframeand then
open the Movie Options dialog box (see
page 397).

2 Inthe Movie Options dialog box, click
SpecifyaURL @

3. Typethe URL wherethe movie can be
accessed.

4. If you havean activeinternet connection,
click Verify URL and Movie Sizeto make
sure the settingsare correct.

Source - - — -
® Choose aFile: _Countdown_HIGHMOV _ iiraws
_ | Emniind Ml iy PEOF

| Spacily a LURL

s
Fpkin Hed

& The Sourcecontrolsset to play a local file
within the document.

Source - ==
" Chobse aFile; Countdown HIGHMOV  Hiden ™

-_"_in-e-L.‘-.-.;.l.Hl_ | ey wpcrarbabe, com veghabhe |-1.

e £ Verify URL and Movie Size |

@ The Source controlsset to play a URL-
based moviewithin the document.
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= ™
il Hiors a
| Sanded
[ Pt e Padie

Pasier |« Framis from devia h]

L hzoer image as Fousier

Ik
0 Thaous Wove Frame as Fovier

2] Use the Poster menu to choose the image
that isdisplayed on the static page.

Ch(_;ose Mwie Frame as Poder

Adhaince 10 the frame 1o ase a3 poEer image  [ERSEESS)

Cancnt )

@ Use the Choose Movie Frameas Poster
didog box to choose the frame you want to add
asthe movie poster.

fade: o Fay e Ther smp— )

= L Play Ofce Sy Ofes |
| H-l'p_l Eapail Play i :|I_
_ Sho TGOS TP |

@ Use the Mode menu to choose how often the
movie plays.

Movie Display Options
Yau can aso set the poster options for the

movie. Thisdlowsyou to set an image that
lills the space in the framefor the moviedlip.

To set the movie poster options:

e IntheMovie Options dialog box, choose
oneof thefollowingfrom the Poster
menu @:
= Nonesetsno poster for the movie.

* Standard usestheimagefrom the
StandardMoviePoster.jpg file that
Adaobe provideswith InDesign.

= Default Poster usesthe poster image
that was created when the movie was
edited.

* Chooselmageas Poster letsyou dlick
the Browse button to choose an image
to use asthe poster.

* ChooseMovie Frameas Poster opens
adiaog box that letsyou advance
through the movieto choosethe
poster 9. When thisoption ischosen,

thelisting Framefrom Poster is checked

in the menu.

Yau can aso set the options for how often the

movie plays.

To set the play options for the movie:
e IntheMovie Options dialog box, choose
oneof thefollowingfrom the Mode
menu
* Play OnceThen Stop playsthe moviea
singletime.

¢ Play Once StaysOpen playsthe movie,
then leavesthe movieplayer open. This
dlowsthe viewer to set the movieto
play again.

* Repeat Play setsthe movieto play over
and over in aloop.
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Yau can also set the rest of the options for
how the movieplays @.

To set the movie display options:

1 Check Play on Page Turnto havethe
movie automatically play when the page
isopened.

3 A movie or sound clip may takea
moment to load beforeit starts playing.

The automatic pageturn isn't the only
way to play movies. A movie can be
played by clickingthe movieobjectin the
PDF page. Also, you can create button
behaviorsthat play movies.

2 Check Show Controller During Play to
display the user controlsthat let you start,
stop, rewind, forward, and changethe
sound of the movie {.

3. Check Floating Window to display the
moviein aseparatewindow that appears
above the Acrobat document.

4. If you check FloatingWindow, usethe
Size menu to set the dimensionsof the
moviewindow 5.

2 The size options for afloating window
moviearelisted in sizesthat are multiples
of the original moviesize. 1/2x means
one-half timesthe sze of theoriginal. 3x
meansthree timesthe sizeof the original.
Max meansthe maximum sizetofit the
monitor.

A moviethat isnon-floating is displayed
at thesizethat it wasoriginally created.

5 If you check Floating Window, use
the Position menu to set wherethe
movie playsin relationto the Acrobat
document 1.

| Playy on Pagee Tuim ”. .

_ Show Lomirsller Durng ®ay _l I_

Floating 'Wiedos

s H Paailiisi

@ The settingsat the bottom of the Movie
Optionsdialog box that control how the movie

plays.

[ ] Aaher A rwdal - Mrda

{0 The Controlleris displayed at the bottomd
the movie.

Porlgi | Seso deesy Bores f
il e "I“'I Ertver

1Tl e — =
e " Ly [hen Smo -1
L2

Fawn i

 shie 2x g Pary
Ell:\.l’.l :T
SizE | < M . Position’ | Lower Riges b8

I Us=the Sze menu to st the Size of amovie
that playsin a floating window.

T

Pasie | Frama bos Mo i Upger Lalt
p—— = | Upper Madds
Wile Py Cince Then Sing 11 Upper Righi
Cermer Lef
Flap o= Fage lorn Camer
[ Shaw Camralier Durnng Pay Carnar Righil

Enm.mu Windes Apmarr Labi
Loawar Maddie
Sie: | Miww BB Posmion | Loser Aight
——
@ Use the Position menu to chooss where
a moviethatplaysin a floating windowis
displayed.
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2
_| 'g.ﬂ? S | O TheButtontool in the
Toolbox.

Button icon

Button name

'm !

& A Button object displaysa button icon and
a button name.

BurLon —
- Ovtions o
Wedth: 5p0 I||r wr = pp W
A Cancel
Height 3p0 S

& You can use the numerical controlsin the
Button dialogbox to set the size of a button.

Bution 1
pray me

@ An example of how a button can contain
text or an image.

Creating Buttons

Buttonsgo much further than links. Linkslet
you moveto destinationsor open Web pages.
Buttons contain the code that can send you to
destinations, flip pages, open Web pages, play
movies, show and hide other buttons, and
other tricks. Thefirst thing you want to dois
createabutton and assign asimpleaction.

To create a button manually:
1 Sdect the Buttontool in the Toolbox £F.

2 Dragacrossthe pageto createthe button
object. The button appearson the page
with abutton icon and name &5.

MR Theentireframeis considered the button,
not just thelittlebutton iconin theframe.

2 Buttonsare drawn like any other object.
Usedl the same modifier keys and
techniquesthat you use when drawing
objects. (See Chapter 4," Workingwith
Objects," for moreinformation on drawing
objects.)

To create a button numerically:
l. Sdectthe Button tool in the Toolbox.

2. Click withthe Button tool on the page.
Thisopensthe Button diaog box .

3. Enter thewidth and height for the button.

Yau can aso convert any existing object into
abutton. Thismakesit easy to turnimagesor
text into buttons .

To convert an object into a button:

1. Select the object that you want to make
into a button.

2. Choose Object >Interactive>Convert
to Button. The button icon and name
appearsinsidethe converted object.
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Yau can aso add content, such astext or
images, to existing buttons.

To type text in a button:

1 Movethe Text tool over the button. The
cursor changesto curved edges @. This
indicatesthat text can be added to the
button.

2 Click the Text tool. A blinkinginsertion
point indicatesthat you can typetextin
the button.

To import text into a button:

1 Sdect the button.

2 Choose File>Place and select the text file
you want to import. Thetext flowsinto
the button .

2 Thetext insideabutton isin aseparate
text frame that has been pasted into the
button frame. Use the Direct Selection
tool to accessthe text frame.

To add animage to a button:

1 Sdectthebutton.

2 ChooseFile>Place and sdlect the text file
you want to import. Theimage appears
insidethe button &.

I Yau can dso click with aloaded cursor to
add an imageto abutton.

o utton 3

.;_I}

@ The curved text cursor indicatesthat you
can dlick to add text to a button.

3} Text can beimported into a button. The
overflow symbol lets you flowthe text out to
another text frame.

@ Animagecan be imported into a button.
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trr i |
(PR
B ¥ | i <l

i

@ The Button Optionsdialoghbox set to the
General tab.

HiTE Buton $

cyclone.

Wiiley i FF  Wpb 1]

& THA DD Rk e ek o T8 el Bpirag if [ Dy e I

@ Enter a description in theGeneral Button
Options for theviewer can seewhile holding the
cursor over the button in the PDF viewer.

Whkdry i HE | o~ Wshie |
Huldrr
Winbia Ban Jaeutt Prire
Huld #f bl FoaLapls

&) The Vidhilityin PDF menu in the Button
Options dialog box.

General Button Properties

Onceyou have created abutton, you can set
its properties. Theseare divided into two
sections. General propertieslet you namethe
button and control how it isviewedin the
PDF. The other sectionisthe Behavior prop-
erties(covered on page 409) that letsyou apply
actionsto the button.

To set the General controls of the Button Options:

1 Double-click the button to open the
Button Options dialog box €.

(il

Select the button and choose Object >
Interactive>Button Options.

2 If you havetext in the button, you'll need
to use the Object menu command to open
it. Otherwise,youll placean insertion
point in the button's text.

2 Click the General tab.

3. Chooseanamefor the button or leavethe
default namein place.

4 Enter adescriptionfor the button. This
descriptionisvisiblewhen the mouse
passesover the button in Acrobat. It is
als0 used asthe alternatetext heard by
visually-impaired users .

5 Chooseoneof thefollowingfrom the
Visibility in PDF menu -

* Visbledisplaysthe button. Thisisthe
most common setting.

* Hidden hidesthe button. Thissetting
can be overridden by the Show/Hide
Fieldsbehavior (see page 411).

* Visblebut Doesn't Print alowsthe
button to be seen but keepsit from
cluttering up any printoutsof the page.

* Hidden but Printable alowsyou to
add information to a printout without
cluttering up your onscreen page.
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Setting the Button States

Part of thefun of using interactivebuttons
in PDF documentsisthat you can makethe
buttons changetheir appearancewhen the
viewer passesthe mouse over them or clicks
the button. Each different appearancefor the
button is caled abutton state. InDesign |ets
you add statesand control their appearance.

To add button states.

1. If it's not already open, choose Window >
Interactive >Statesto open the States
palette @.

2. Sdectthe button. Unlessyou have already
modifiedit, only the Up stateislisted in
the States pal ette.

3. Clickthe New Stateiconto add the
Rollover state.
or
Choose New Statefrom the States pal ette
menu.

4, Clickthe New Stateicon againto add the
Down state.

I After you add the Down state, the New
Stateicon is unavailableas thereare no
other statesyou can add.

To delete button states.
1 Select the state you want to del ete.
2 Click the Delete Stateicon.

or

Choose Délete State from the States
pal ette menu.
@ You cannot deletethe Up state.
I3 Instead of deletingstates, you may want

to usethe Enablestate setting (see the next
exercise).

New date
J ]
SLains F
HaamiE .I.rm-
AT .T-I_I'IJ'IT | a
[ ] |
[ | t
= :
-
ET [ &l [ | @ | #3=— Deletedate

@ Use the Statespal ette to add new states to
the button display.

' The three button states refer w the
appearance of the button in relation
to the mouse.

= Up-refers tothe statewhen the

| FOUSe cursor is not near the

i button. Thisis also the appearance

when the user rdleases the mause
after clicking the button. Some
pregrams may call this the Normal
state,

-ow Follover pefers do the state when

i the Mouse cursor passes over the

Baundaries of the button. Sorse
pregramscal thisthe Over state.

v [3mwn refers to the state when the
cursor hasbeen positioned overthe
button and the mouse button has
been pressed.

(¥ther programs miay have additional
states for their butions, but Acrobat
stops at three.
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s —folf |_Sgeq toticrver
s | (2 ower

i@ The check marks next to the state names
indicate if the state isenabled or disabled.

[ Stabe Options
# Erabie Stare E Coresd )

@ The State Optionsdialogbox lets you
convert states or changetheir enable setting.

Instead of deletingstates, which tossesout
their content, it may be easier to change
whether or not the stateisexported with the
PDF. Thisiscaled disabling the state.

To enable a state:

¢ Click the checkbox next to the name of
the state . If the check mark isvisible, it
meansthe stateis enabled and will export
with the PDF.

or

Choose State Options and check Enable
Statein the State Options dia og box.

To disable a state:

¢ Click the checkbox next to the name of
the state. If the check mark isnot visible,
it meansthe stateis disabled and will not
export with the PDF.
o
Choose State Options and uncheck
Enable Statein the State Options dialog
box (3.

If you have only a Down stateor a Rollover
dtate, you can turn onetypeof stateinto
another.

To convert a state:
1 Sdectthe state you want to convert.

2 Choose State Options from the States
pal ette menu.

3. Usethe State menu to changethe Down
stateto Rollover or viceversa.
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One of the reasonsyou want to create button
statesis so the button changesappearance
asthe mouse cursor passesover or dicksthe
button. There are two waysto accomplish
this. Thefirst way isto useimported artwork
to changethe appearanceof each state. The
second way isto modify the art inside the
button using InDesign’s effects.

To create new states using imported artwork:

1. Createabutton. The Up stateis
automatically selected.

1. Clickthe Place Content into Selected
Stateicon @. Thisopensthe dialog box
that letsyou add imported artwork into
the Up state.

3. Clickthe New Stateicon. Thiscreates
aRadllover statethat containsthe same
artwork asthe Up state.

4. Withthe Rollover state selected, click the
Place Content into Selected Stateicon.
This changesthe artwork in the Rollover
state @.
or

Choose Place Content into Statefrom the
States pal ette menu.

5. Clickthe New Stateiconto createthe
Down state.

B. With the Rollover state sdlected, click the
Place Content into Selected Stateicon.
This changesthe artwork in the Down
state @.

Yau can use the commandsto place content

at any timeto modify the appearanceof a
button state.

To edit button states using imported artwork:

1 Sdect the button state you want to
modify.

2 Click the Place Content into Selected

Stateicon to import new artwork into the

button state.

Place contentinto selected state

frman L3

Name Balli:® 5 -
e furis paip E;un—- m

Delete content

T St [ s [ == of selected state

@ Usethe Statespalette to change the artwork
in button states.

)
Lp
Bralawdi

v

@ > @

“AEC R
@ You can change the artwork from one state
to another.

e
I A
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i) Each one of the statesin this button was
modified by selecting the text inside the button
and making changes.

The second way to change the appearance of
abutton isto directly select the objectinside
the button frame.

To change a button state by selecting the object:

1 Sdect the button you want to modify.

2 Sdect thestate, in the States palette, that
you want to modify.

3. Usethe Direct Selectiontool to salect the
object inside the button frame.

2 You will know you're workingon the
objectinside the button when the states
disappear from the States palette.

4. Useany of InDesign’s styling featuresto
add afill, stroke, or effect to the object @.

@3 Yau can dso usethe File>Place
command to add text or an imageto the
objectinsidethe button.

Yau can aso deletethe artwork from any
State.

To delete the content from a button state:

1 Sdectthe state.

2 Click the Delete Content of Select State
icon. Thisdeletesdl the original artwork
aswdl asany effectsthat you have applied
to the state.
or

Choose Delete Content from State from
the States pal ette menu.
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Yau don't haveto work too hard to create
different appearancesfor the button states.
Adobe has created three appearancethemes
that you can instantly apply to buttons. The
themes apply different looksto each of the
button states.

To apply the appearances to buttons:
1 Sdectthe button.

2 Choose oneof the themesfrom the

Appearance menu in the States palette @:

« Bevd colorstheinsideof the button
and appliesagradient strokearound
the edge of the object creating the look
of abeveled rectangle &k

* Drop Shadow colorsthe insideof the
button and appliesa drop shadowto
the areainside the button frame @.

* Glow appliesamulti-colored gradient
to the aobject insidethe button @.

@ Thethemesdelete any imported images
or custom content that was applied to the
button states and apply their own styled
content.

HE The appearancethemeswill deleteany
non-rectangular shapesfrom the button.

Yau can modify the appearancethemesthat
you apply to buttons.

To modify the button themes:
1 Sdect the button state.

2 Usethe Direct Selectiontool to sdlect the
objectinsidethe button.

3. Useany of the styletechniquesto change
the appearancecdf thetheme @.

e o

Mame: Button 1

Appwarn) | Canioem =]

—
3 Usethe Appearancemenu in the States
palette to apply preset themes to button states.

Up Rollover Down
Bevel

Drop Shadow

T »

ow
@ The appearancethemesfor the button
states.

-:hlﬂuum?

&

@ Use the Direct Selection tool to customize
the avyearance of abutton state. Here the
[herwr state of the Drop Shadow theme has been
modified by changing the gradient and drop
shadow effect.
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@ The Behaviorstab of the Button Options
dialog box.
i =

Bl |Foms i "
v 48 [T
v Bt

Bur |

|
o Facua
[

&} The Eventsmenu letsyou set which mouse
trigger appliesthe behavior.

G T echor

J ToFr Fam

7o To Last Page

£i0 To Next Page
150 To Next View |
%0 To Prevnus Page
150 To Previous Yiew,
1K Toi,

|

| Cipers i

|=~n-. THE Fields
Sand

e o

-
@ The Behavior menu lets you set which
behavior isapplied to the button.

i The behaviorlist showsthe eventsand
behaviorsthat have been applied to the button.

Applying Behaviors

A button without abehavior islikealight
switchthat is not connectedto alamp. Yau
can flip the button al you want, but nothing
changeson the page. Behaviorslet your but-
tons move pages, play movies, or changethe
appearanceof the PDF page.

To apply a behavior to a button:
1 Sdect the button.
2 Open the Button Options dialog box.

3. Sdect the Behaviorstab in the Button

Options @.

4 Choosethe mouseevent that will apply

the behavior i

* Mouse Up appliesthe behavior when
the mouse button is released after a
click.

* Mouse Down appliesthe behavior as
the mouse button is pressed down.

* Mouse Enter appliesthe behavior when
the mouse cursor is moved over the
button.

* MouseExit appliesthe behavior when
the mouse cursor is moved avay from
the button.

* On Focus appliesthe behavior when the
button is prompted by tabbing through
thefieds.

* On Blur appliesthe behavior when
tabbing takesthe focusoff the button.

5 Choosethe behavior from the Behavior
menu @. (Seethe chart on the next

two pages for a description of each of the

behaviorsand their settings.)

6. Dependingon the behavior, set any
additional controlsfor the behavior.

7 Click the Add button in the Behaviors
panel. The event and behavior appearsin
thelist on theleft of the didogbox @ .

8 If desired, you can apply additional
behaviorsto the button (see the exerciseon
page412).
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Button Behaviors
Behavior Name What It Does Settings
Close Closesthe document. None
Exit Exits (quits) the applica None
tion which displaysthe PDF
document, such as Adobe
Reader.
GoTo Movesto apre-defineddes- |, t [fowhideindd =1 B =
Anchor tination that can be atext e o _sowe. |
anchor, pageor bookmark. Aqchor: | Aunt Em ] Bookmark
Letsyou choose the docu- Zoom: |Inherit Zoom -
ment, destination, and the —
zoom command.
GoToFirs | Movesto thefirst page zoom: [rhart 2oom =]
Pape of the document. Letsyou
choose the zoom command.
GoToLast | Movestothelast page zoom: [Irhart 2oom =]
of the document. Letsyou
choose the zoom command.
GoToNext | Movesto the next page T Inhert Zoom ]
Page of the document. Letsyou
choose the zoom command.
Go Movesto whatever docu- None
Pr: ment, page, or zoom view
Vj was previoudly chosen.
Only availablewhenthe Go | None
View To PreviousView com-
mand was active. Then the
command movesforward
through the views.
Go To Movesto the previous page zoorr {irhant 7o ~]
Previous of the document. Letsyou
g choose the zoom command.
GoToURL | OpensaWeb page or Web va: JFtm
command. Letsyou typein :
the URL.
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Behavior Name

What I Does

Moane

Controlsthe play of a
movie. Letsyou specify
the movieand set the play
controls.

Open Fle

Opensan externa file that
does not haveto bea PDF
document. Viewer must
havethe applicationthat
created the file. You must
specify theful path to open
thefile

select File: |

Browse... |

ShowiHide
Fields

Digplaysthefieldsinthe
document and letsyou set

by the action of the button.

& | Triggar 4
| Sunsat 4
them to be hidden or visible | .+

| eutton 1

Trigge: 5

Sonmd

Controlstheplay of a
sound dip. Letsyou specify
the sound and set the play
controls.

View Zoom

Letsyou changetheleve
of zoom aswdl as change
thelayout options such as
Continuous and Continu-
ous-Facing.

[Wa gis gl

Corrunrd-Faiing
Aotate Cocksise
Aotate Counbascinckowise

" A
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Applying Behaviors (continued)

The most sophisticated buttons are those
that apply multiple behaviors. Yau can apply
multiple behaviorsto the same mouse event
or to separate mouse events.

To apply multiple behaviors to a button:

1 Sdect the button and open the Button
Options dialog box.

2 Sdect the Behaviorstab.

3. Choosethe event and behavior settings
and then click the Add button. The
behavior appearsin thelist on theleft
sideof the dialog box.

4. Choose an additional event and behavior
settingsand dlick the Add button.

3 If the behavior usesthe same event asthe
first, it appears nested under the event
name. If the behavior usesadifferent
event, it appearsunder that event
name @.

To edit existing behaviors:

1 Choosethe behavior in the behavior list
that you want to edit.

2 Makewhatever changesyou want to the
behavior settings.

3. Click the Updatebutton

2 The Update button replacesthe Add
button when you edit existing behaviors.

To change the position of a behavior:

e Dragthe behavior up or downin the
behaviorslist @. Thebehaviorsare
appliedin the order that they appear in
thelist.

To change the event associated with a behavior:
e Dragthebehavior from oneevent to
another in the behaviorslist.

E W Bhiaais Do Eapr
g = :h:: Bohavwi
15 F R ] i
g W sisis o i [ Buta
g I e v Falds | I

@ Multiplebehaviorsappear in the behaviors

list.

| :E w Bring Dasen ]I Fver
!g - :;:: | Eehavic
B oo

E B e visds Pakdn | Buttol

& You can dragabehavior to a new position
or to a different event.
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@ The Delete Button lets you delete behaviors
or events fromthe behaviors list.

@ Click the check mark next to a behavior or
an event to deactivate the behavior or event.

Deleting or Deactivating Behaviors

Yau may have applied abehavior that you no
longer want appliedto the button. Fortu-
nately you can del ete behaviorsfrom the
button.

To delete a behavior:

1 Sdect the behavior in the behaviorslist
that you want to delete.

2 Click the Ddlete button. The behavior will
be deleted from the behaviorslist @.

2 If that behavior wasthe only onelisted for
the event, the event will also be del eted
fromthelist.

Instead of del etingbehaviorswhich you have
so carefully defined, you can deactivate them
so they are till in the behaviorslist but don't
get appliedto the final PDF. Yau can aso
deactivateal the behaviors under amouse
event.

To deactivate a behavior or mouse event:

1 Sdectthe behavior or the mouseeventin
the behaviorslist.

2 Click the checkbox next to the behavior

of theevent @. Thisdeactivatesthe
behavior from the exported PDF.
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Applying Behaviers

Chapter 17

Buttons can do more than play one
behavior at a time. 5o, a single button
can play a media clip at the same time
it shows one button image and hides
another,

This project shows how you can com-
bine the Show/Hide Fields command
together with a sound file to create an
interactive, multimedia PDF page. In
this project two buttons will be used
to show and hide two different images.
Also, a click sound effect will be applied
when the buttons are pressed.

One of the main benefits in creating
this project in InDesign, rather than
Acrobat, is that we have better control
over the position of the images that are
shown and hidden. We also have much

better tools for applying labels and
effects to the butions,

We started by creating the following

iterns on the page @

*= A button labeled Heart that displays
the image of the heart.

= A button fabeled Balloon, positioned
over the previous oneg, that displays
the image of a balloon. Although it
wiasn't necessary for the final effect,
we positioned this image on a layer
above the other to make it easier to
work with.

& A button, with three states, labeled
Show Balloon Hide Heart.

= A button, with three states, labeled
Hide Balloor Show Hesrt,

# A sound clip that contains a click.arff
sound file. We chose no poster option
for the sound clip so it would not be
visible in the final PDF document.

We then selected the Show Balloon Hide
Heart button and open the Behaviors
tab in the Button Options dialog box.

~ Creating a Multimedia Interactive PDF Page |

= Show Balloom Hide Hem
Take a Ride

<<l Hide Balloon Show Heas
ing-weet

i} The elements used in the multimedia
interactive PDF project.

* Wi Do
W Sourd

=]

Everit:
Behuanvior;
=
L s
[T 1 show Bak

@ The multiple behaviorsapplied to a button.
On Mouse Down, the behaviorshere play the
sound and hide the balloonimage and showthe
heart.

i
* Mouse Down .:..‘1 Ewarit;
= Sound

1
_ t

Behavior:

@ The multiple behaviorsapplied to a button.
On Mouse Down, the behaviors here play the
sound and show the balloonimage and hide the
heart.
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Interactive PDF Elements

tame et
|

Bkl 0 FOF . | e -
ry- 1
Tk, Tl ghim

@ TheHidden setting for the Visibility in
PDF ensured that the two imageswere hidden
when the PDF was first opened.

Take o e

‘e b

&) Clicking each button showed one image and
hid the other.

s S |
] | ht]
n_
N T
-
I ]
i Bllonr. e FLET
ks FLploans i T
| el By

@ A fifth button, called Hide Both, allowed us
to hide both the Balloon and Heart buttons.

We chose M ouse Down from the Events
menu. We then chose Sound Fom -the
Behaviors men and chose the dickaifi
sound to play. We dso chose the Show!
Hide Fdd behavior for Mouse D
We set it to show the Heart image but
hide the Balloon image .

We then selected the Hide Balloon Show
Heart button and opened the Behaviors
tabrin-its Button Cptions dialog box:In
addition to setting the click.aiff sound
to_play, we used the ShowHide Field
behavior to Hide the heart image but
show the balloon image .

We didn't need to set any behaviors for
the Heart button or the Balloon but-
ton since they would be used only for
display. But we did need to set their
Wisibiliy in PDOF setting to hidden
in the General tab area of the Button
Options §). This was to ensure that the
two buttons {used as images, but called
buttans) would be hidden when the
P3F document was first opened.

We then exported the project as an
Acrobat 6 file We made sure to check
the Interactive Elements setting in the
final file, In Acrobat each button played
a sound as well as showed one image
and hid the other . Although you can
use Acrobat 6 to edit the button behavy.
iors created by InDesign, vou can't edit
the Up, Diown, or Rollover appearances.

Finally, after testing in Acrobat, we
realized we needed a way to reset both
images o the hidden state, 50 we creat-
ed another button called Hide Both and
applied the Show/Hide Fields behavior
to hide both images .

We then re-exported the project as a
PDFE. We were able to use the Acrobat

file on cither the Mac or Windows plat-
forms.
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Exporting Interactive PDFs

Chapter 17

Exporting Interactive PDFs

Thereare afew settingsyou must be avare
of when exporting interactiveand multime-
dia PDFsfrom InDesign. (See Chapter 19,
"Exporting" for the completeinstructionson
exporting PDF files from InDesign.)

To set the interactive/multimedia export controls:

1 ChooseFile>Export and then choose
Adaobe PDF for the format.

2 Check Bookmarks, Hyperlinks, and
I nteractiveElementsto makesurethey
are part of thefinal PDF document @.

3. If youwant to embed amovieclip within
thefile, you must save the document as
anAcrobat 6 (PDF1.5) .

4. If you have chosen Acrobat 6, the
Multimediamenu isavailable @. This
letsyou overridethe object embed
settings.

L it

@ Remember to include Bookmarks, Hyper-
links, and I nteractiveElementswhen yau
export the PDF document.

&) You must save asan Acrobat6 (PDF 1.5)in
order to be able to embed all media clipsin the
exported PDF.
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OUTPUTm

everal years ago thetitle of this chap-
Ster would have been Printing. That

was what you did with page-layout
documents: Yau printed them using a
desktop printer. Today, however, thereare
many more choices for publishing your
InDesign documents.

Most InDesign files are created as part of
the professional prepress process. (For
more information on professional print-
ing, see The Non-Designer's Scan and
Print Book by Sandee Cohen and Robin
Williams published by Peachpit Press.)
Yau need to know more than just how
to print to a desktop printer. You need
to know how to make sure your docu-
ment has been setup correctly. You need
to know what files are necessary to send
to aprint shop.

o this chapter is called Output. Output
refersto preparing documents and print-
ing them —either with an ordinary desk-
top printer or with a high-end printing
devicesuch asan imagesetter.

InDecian CS Vicual Ouickstart Guide 417



Printing o Document

Chapter 18

Printing a Document

When adocument is printed, there are many
different instructions that are sent to the
printer. You need to set al thoseinstructions
correctly.

I Adobe recommendsusing only the
controlsinsidethe InDesign Print dialog
box — not the Page Setup (Mac) dialog
box or the Printer Properties(Win)
dialog box.

To print a document:

1 ChooseFile>Print. Thisopens the Print
dialogbox Q.

2 Click each of the categories i on the left
sideof the dialog box to set the options
as described in the chart on the following
page.

X Yau do not need to set al the controls
every timeyou print unlessyou need to
change aspecificsetting.

3. Click the Print button to print the
document according to the settings.

Beforeyou print adocument, you may want
to set some-objects(such as private notes or
aternate designs) to not print.

To set elements not to print:

e Sdecttheobject and turn on Nonprinting
in the Attributes pal ette (see page 136).
or
Turn off thevisibility of thelayer in the

document (see page 269). This supresses
the printing for dl objectson thelayer:

i) The Print dialogbox containsall the
settingsfor printing documents.

Sarep
Murks sned Binad

ATl

ey

L e
Fsdwarend
Famrany

i Click each of the
categoriesto display
those settingsin the
Print dialog box.
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Print Dialog Box Categories

Print Category Settings Comment
iGeneral P Sasthebasicprinting options (see page
o Fhis T S 421).
_u-" e
o |1
e L
! e
FiTd M P
Tyl
Ll L R S
I PeE ek Page
17 P ki T ] B ik
S2up - Controlsthedimensionsof theprint-
P E able area (scepage422).
B WHE HT
L | ; E—E
-
g ] —
Simi ¥ vl orm ewae e
' Dot P s
1 g T P
Agon e, [ i Lar r ﬂ
T Turiral |
e | 3 I
Marksand - Sastheprint control marksand print
Bleed ::__1_ non [T area (see page425).
o
P W
I o e
B
(ST g e, B
e B ] -
e T e EET
T s gy des
iOutput st Controlscolorsand separations (see
oo | |~ e | 030E427).
[ ]
B e -] FF
e
300 =
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Pring Dialog Box

Chapter 18

Print (ategory

1 m

(ammand

IGraphics

Color
IManagement

Tgurinat [T een =
' Myl 9O Ferky.

e o1 =]
e e

Setshow imagesare printed (see page
434).

i ol
T [oogrsr
™ P

B el
Pl | Do b . i L i Cned r.--ﬂ"ﬂ

E |

Advanced

Controlshow colorsarehandled. (Talk
to your servicebureau before setting
color management controls.)

Pt
e
™ Ol Irage sk
et P 1 [P 0P B e

Controlsimagereplacement options
and how trangparency effectsare
printed (see page435).

Summary

il
i !

H
¥
:

gt 1
!ﬁ:

i

g

Lasyou ssceasummary of all theprint
settings (see page 442).
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Output

Prinit Preset: | [Defauhi
Printer: ¥ SVS Printing
PPD: | Appie LaserWriter Select 360

&) The Printerlist letsyou choose the printer to
print adocument.

Copwes: [1 T colate T Rewerss Orer
[ e £
|  Fangm f1
Saguerce: [M kape =
[ Spemad

i) The Copiesand Pagesarea of the General
controlsfor printing.

~ Ophons
I Prir Mon-peinting Cibjects
T Prire Bk Pages
I Prit, Ve i and Bamle dec

i The Optionsareaof the General controls for
printing.

Setting the General Print Options

If you are printing to a desktop printer, the
optionsin the General category may beall
you need to set to print adocument.

To choose the printer:

e Choosethe printer from the Printer list at

thetop of the dialog box €.

To control the copies:

1 Set the number of copiesin the Copies
fidd @.

2 Choose Collateto print multiple copiesas

compl etesets.

3. Choose Reverse Order to print the copies
back to front.

R UseReverse Order for printersthat print
documents face up.

To control the pages:

1 ChooseAll to print all the pages -
or
Select Rangeto enter arange of pages.

R Useahyphento specify arangeof pages,
such as 4-6. Useacommato specify
individual pages,such as$, 9.

2. Choose Collateto print copiesas sets.

3. Usethe Sequencemenu to choose All
Pages, Even Pages, or Odd Pages.

4. Check Spread to print the pagesin
spreadstogether.

5. Choose Print Master Pagesto print any
master pagesin the document.

To set the general options:

1 Check Print Non-printing Objectsto
print objectsset to not print @.

2 Check Print Blank Pagesto print pages
that have no visibleitems.

3. Check Print Visible Guidesand Basdline
Gridsto print the guidesand grids.
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the Setup Controls

oosing

Ch

Chapter 18

Choosing the Setup Controls

The Setup options contain the controlsto set
the paper sizeand orientation.

To set the paper size and orientation:

1 Usethe Paper Sze menu to choosethe
sue of the paper to print the document
on@.

HE This menu changesdepending on the
type of printer chosen.

2. Click oneof the Orientation buttons. This
changesthe rotation of the document on
the printed page.

To choose the setup options:

1. Set the Scdeamount for either Height or
Width to changethe sue of the printed
document on the paper @.

2. Click the Scdeto Fit button to havethe
document automaticallyresized to fit the
chosen paper sze.

3. Usethe Page Position menu to choose
whereto position the document on the
printed page @

4. Check Thumbnailsto print small versions
of the pageson asingle page.

5. If you have chosen Thumbnails, usethe
Thumbnails menu to choose how many
pagesare printed on each page €.

3 Seethe next exercisesfor information on
how to usethe Tile controls.

M
Papar Sipe: fwltes j
Pk S1a0 et B0
R N H—D
[ fiwcgorn

i) The Paper Szeand Orientation controlsin
the Setup category of the Print dialog box.

optern

Goae  Wckh |]I:l:l"|-a- l-m:l.l.l:l:ﬁ':-

F Cerritrar Pregey o

I Stals To e
P Poartesrs e Left :I
o}
I Tie | =] |

i) The Optionscontrolsin the Setup category
of the Print dialog box.

) The Page Podition menu in the Setup
category of the Print dialog box.

R Thuphe:

&) The Thumbnailsmenuin the Setup
category of the Print dialog box.
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e
e

F TiE IAuto

Auto Justified

= }..[Manual

@ TheTilemenu in the Setup category of the
Print dialog box.

Frimted nima
Bar-printad mea
[werlap oen

) The Preview area set
fir Auto tile.

— Printed area

— Overlap area

#E} The Preview area set
ra Auto Justifiedtile.

Tiling Pages

If your document islarger than the paper
inthe printer, you can print portions of the
document on different pages. You can then
assemblethe pagestogether. Thisiscaled
tiling Auto tilingautomaticallydividesthe
page into smaller segments.

To set automatic tiling:

1 Check Tilein the Setup category of the
Print dialog box.

2. ChooseAutofromthe Tiling menu @.

3. Settheamount in the Overlapfield.
Thiscontrolshow much of one pageis
repeated on the tilefor asecond section of
the page.

The Preview areain the lower | eft portion
of the Print dialog box shows how the
pagewill betiled @.

Auto justified tiling dividesthe pagesso that

the right edge of the document lieson the

right side of aprinted page and the bottom

edge of the document lieson the bottom edge

of aprinted page ®.

HE The Auto setting ensuresthat there are no
white spaceson the right side and bottom
of thetiled pages.

To set auto justified tiling:
1 Check Tilein the Setup category of the
Print dialog box.

2. ChooseAuto Justifiedfrom the Tiling
menul.
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Chapter 18

Yau can asotile pagesmanually. Thisletsyou
make sure that the edge of the paper does

not cut acrossan important portion of the
document.

To set manual tiling:

1 Usethe zero-point crosshairson the ruler
to set the upper-left corner of the area
youwant to print . (See Chapter 2,
"Document Stup,” for moreinformation
on setting the zero point of the ruler.)

2. Choose File>Print.

3. Click the Setup category of the Print
dialog box.

4 ChooseManual from the Tiling menui.

2 The Preview areaof the Print dialog box
showsthe areathat will be printed .

5 Click Print to print that one page.

6. Reposition the zero-point crosshairsto
set anew areato be printed.

7 Follow steps 2 through 5 to defineand
print the second tile.

8. Repeat the processuntil the entire page
has been printed.

(TS|
=
i

k=

&) Movethe zer o-point crosshair sto set the
areato print asa tile on one page.

~——Printed area

Non-printed area

@ ThePreview area set
to Manual tile.
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™ & Prinkae’s karks Tm:|:1:*‘a-..l+ L |
™ Conp Marks w:m
[ Basa] Marks F —
™ Resgwiraion Marks P
[ Cokr fari
™ Fage |rdeemranon

® TheMarkssettingsin the Marks and Bleed
category of the Print dial og box.

Registrotion mark
Tint bars i Cakor bars

1 d ) I——Bleedmark

&

allspaemveriul Oz,
— ——Crop mark

) & .
Beh 1 TFEA0 & 15 arl— jpdarmelien
{0 The page marksand information as they
appear on the printed page.

Setting Marks and Bleed

You can dso add information that shows
wherethe pageisto betrimmed, the docu-
ment name, and so on. Thisinformation
issometimescalled printer's marksor page

marks.

To set the page marks:

Check All Printer's Marksto turn on al
the marksor usethe checkboxesto set
eachoneindividudly & and .

* Crop Marksindicateswherethe page
should betrimmed.

« Bleed Marksshows how far outsidethe
crop marksyou must put graphics so
that they are trimmed correctly.

* Registration Marks adds crosshair
targetsthat are used to line up piecesof
film.

* Color Barsprovidesboxesthat display
the colors used in the document as
wdl asthetint barsthat can be used to
calibratethe printing pressfor correct
tints of colors.

* Pagelnformation prints the name of
thefile, page number, and timethe
document was printed.

Usethe Type menu to choose a custom set

of markssuch asthose used in Japanese

printing.

Enter an amount in the Weight field for

thethicknessfor the crop marks.

Enter an amount in the Offset field to
determine how far awvay from the trim the
page marksshould be positioned.
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Setting Marks and Bleed

Chapter 18

Yau can also control thebleed, or the area R = e —
that allowsobjectsthat extend off the pageto | e
: -
print . . -
: i pr=== L ' —Bleedarea
To set the bleed area: i | MY
e To usethebleed set in the Document T LT =
Setup dialog box (see page 19), check Use ' ' . J
Document Bleed Settings . @ An exampleof creating an object that bleeds
off a page.
or
Desdlect Use Document Bleed settings
and then set the custom amountsfor the ¥ Uka Documant Bed Settngs
bleed around each side of the page ®. Mt
I Thesecustom bleed controlsmakeit easy il s i e
for print shopsand to set auniform bleed e 2 i e
as part of aprint preset (see page 441). I inciucds Sl dma

If you have set aslugfor the document (see

) Check the option for Use Document Blesd
Setup to have the bleed use the same settings as
in the Document Setup dial og box.

page 19), you can chooseif that dug area

prlnts. ) Lse Descumient Blised Setregs
To set the s| o
0 set the slug area: L7 p
; g . Top: = 0pi & imides S 0p0
e To printitemsinthe dugarea, check T Oumide: ERel |

IncludeSlug Area.
| Include Skeg Area
(® The Bleed controlsallow you to define a
custom bleed in the Print dialog box.

Why Do Wa Neod To Bloed?

Why do you need to position objects o they bleed off the page layout? The reason is
that the machines that trim books and pages don't always cut perfectly. Take a look at
the thumbtabs on the sides of this book. If you flip from page to page you will see that
the gray area isn't always the same size, Thats because when the paper for the book is
trimmed, some of the pages are cut slightly different from the others. ( Yes, | know this
will happen, even before the book is printed.)

50 instead of trusting that the trim position is always perfect, [ set a bleed by extending
the gray area outside the edge of the page. That way 1 don't have to worry if the trim is
slightly off. T know that the gray area will still be visible outside the trim.

Unless your print shop is trying to trim pages in the middle of an earthquake, vou
shouldn’t need more than a quarier-inch blesd. However, if vou are in doubt, ask your
print shop for the size they would like for a bleed.
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@ The Color menu in the Qutput category of
thePrint dialog box.

B [ hioro - I_I-j:h-
2 7 el
g ———|vertisl ——
[T [Hoorta & verbcd =

@ The Flip menu in the Output category of the
Print dialog box.

Horizontal
& Vertical

P 95bd

(22] Exampleé of how the Flip menu cha.r-lées-tr.we.
readabilityd a document.

Original Horizontal Vertical

What Does RIF Stond For? !
f—humn}-hmpmﬂemthtum f
;—EIPwhmﬂtnm]k:hnmnrmum. t
RIPstandsfor raster image processing,

RIP is simply afancy term for whai
| happens when a file is processed to
be output by a high-resolution image-
setter. In addition, RIP also refers to
the device that does the processing.

Setting the Output Controls

Yau may need to set the color controlsto
choose how color documents are printed.

To control how colors are printed:

1 Chooseoneof thefollowingfrom the
Color menu &

» Composite Leave Unchanged prints
without convertingcolorsto either RGB
or CMYK.

* Composite Gray printsal the colorsas
agray image. Usethiswhen printingon
one-color laser printers.

* Composite RGB printsadl the colorsas
an RGB image. Usethiswhen printing
on RGB ink-jet printers.

* Composite CMYK printsdl the colors
asaCMYK image. Usethiswhen
printing on Postscript CMYK printers.

* Separations prints al the colorsonto
separateplatesor pages.

* In-RIPSeparations prints dl the
colorsonto separate plates using the
separation controlsin the RIP.

{3 Separationsprinted on alaser printer are
commonly called paper separations and
are used to makesure the proper number
of plateswill be printed by the service
bureau.

2. If you choose one of the composite
settings, you can check Text as Black.

& The Text as Black command is hel pful if
you have color text that you want to be
more readable when printed on aone-
color printer.

3. Usethe Hip menuif you needtoflipthe
orientation of the page @ and @.

4. Check the Negativebox in the Output
category of the Print dia og box.

2 Theselast two optionsare not commonly
used for desktop printers, but are used
by print shopswhen they createfilm
separations.
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Setting the Output Controls

Chapter 18

Yau can aso change the screen frequency and sgeenrg 710 1 600 B ]
angleof halftonesin theimage.

To change the screen settings:

1 Usethe Screening menu to set the
frequency and anglefor the screen
appliedtoimages @.

2 Sdectacolorinthe Inksareaand then
use Frequency and Anglefields €5).

R Alwaystalk to your Print Service Provider

= TheS(;r%ningmenu inthe Output category
of the Print dialog box.

for the correct settings. -
Tab | Frup—
& | Procas Cyu [¥ETS] TiIEL
Trapping refersto the varioustechniquesthat - e
are used to compensatefor the misregistra- 5
tion of printing plates. However, if you don't [E

understand trapping, you must consult with

the service bureau that will print your file e o T e e
beforeyou set the trapping. Foe s ¢ Ik Marage... |
To turn on basic trapping: ) The Frequencyand Anglefieldsinthe

e ChooseApplication Built-inor Adobeln- ~ Output category of the Print dialog box.
RIPfrom the Trapping menu @.

1 Ouitpit
Hﬁlﬂ"ﬂi Color;, | [n-AIF Senunsftons =T
Trapping is like buying a boat. If you Traporg: |Cf =
have to ask the price of a boat, you can't Fier; . ™ gt
afford it. If you have to ask what trap- Sgrmenirg: adobe [raF

ping is, vou shouldn't do it @Th Treoni | theOutout cat
If & service burean asks you turn on oftheF?rirzfgiF;Igg?cﬁgum eLtput category
trapping, they should give you infor-

mation about how to set the traps.

Dion't be afraid to ask for the informa-

tien. You're not expected to know what__ |

values to enter, but you'll look pretty

smart if you do ask.
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g« Working with Separations Preview

i gl ny Frocie = 3
vew |+ D8 w 1 When adocument is printed with more than
i e one color, each color iscaled a plate. Print-
HH.-— F ing the different colorsonto separate platesis
i3 Usethe Viewmenu in the Separations cei_led maki ngseparations. Ycu usethe Separ
Preview palette to turn on the separations rations Preview paletteto view the different
preview. color platesonscreen. This makesit possible
to see or gauge adjust how a document will

look on press.

To turn on separations preview:

1 Choose Window>OQutput Preview >
Separations. The SeparationsPreview
pal ette appears.

2 Choose Separationsfrom the View
menu &3. Thisdisplaysthe controlsfor
the colorsin the document €.

@ The colorsin thedocument are displayed 3 Click each Show/Hide icon next to the

in the Separations Preview palette. color nameto changethe display of the
colorson the page €. (Seethecharton
the followingpage for examples of the
previews.)

2 Click the Show/Hide icon next to the
CMYK ligting to show or hideall those

Vsiah plate

platestogether.
Hidden glate
@ Click the Show/Hide iconsin the Separa-
tions Preview palette to changethe display of the
colorson the page.
My Favorite Childhood Book

Ome of my favorite books [ had as a kid was a World Book Encyclopedia that had acetate
pages that you could flip to see how colors built up to a full-color image. (Tt's true! At the
age of thirteen | wasinto page production and color separations.}

When | worked in advertising we called these color breakdowns prog proofs (for progres-
~ dveproofs). But for many years of working with computer graphics, there was no way to
see how colors combine on the page. The best we used to do was print color on imdividual
laser prints and then hold them up to the window to see how the colors would separate.
Finally, I am thrilled to see the Separation Preview—an electronic version of my World
Book acetate pages. Instead of flipping pages. | click colors on and off, | can spend hours
doing it. It makes me feel like a kid again!
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Separation Preview Plate Settings

Chapter 18

Separation Preview Plate Settings

Plate Palette setting Onscreen Preview
All Taste the Grapes
e

Cyan
Magenta
"Ydlow
Black
IMy spot green Taste the Grapes

A

Sl
[

"8 Asyou change the colorsshown in the Separation Previewpalette, the display of thecolorson the
PugE CHEREES
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B Click the panel menuicon to open the menu
for the active panel.

D
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- m My wpad sjemr

€D Click the pane menuicon to open the menu
for the active panel.

The SeparationsPreview palettealsoletsyou
view the total amount of i rk for each plate.

To view the inks for each plate:

1 Choose SeparationsPreview from the
View menu.

2 Movethe cursor around the page. Theink
percentagesappear next to the name of
each color &

SeparationsPreview also showsyou the areas
of the pagethat exceed acertainink limit.

For instance, many print shopswill request
that you not define colorstotaling more than
300% of dl theinkscombined. The Ink Limit
settingletsyou seeif there are any areasthat
exceed thislimit.

To check the ink limit:

1 Sdect Ink Limit from the View menuin
the SeparationsPreview palette.

2 Usethe amount menu to set theink limit
amount &fi.

HE When you switchto the Ink Limit view,
the document preview changesto a
grayscaleimage. Any areasthat exceed the
ink limit are shownin red. The deeper
the red, the morethe color isover thei nk
limit.

2 You can dso enter your own custom
amount in the Ink Limit field.
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Chapter 18

Color Separations and Ink Manager

Thelnksareaof the Output category alsolets
you control how the inks are separated and
printed.

To set the inks to be printed:
® Click the printer icon next to the name
of each color, Eagh click 137ES how the
ink will print asfollows :
* If theiconisvighle, the color will print.
¢ If thereisadash through theicon, the
color will not print.

Sometimesyou find yoursdlf with adocu-
ment that containsspot colorsthat should
be processcolors. The Ink Manager letsyou
convert the spot colorsto processinks.

To convert spot colors to process:

1 Open theInk Manager by dickingthe Ink
Manager button in the Output areaof the
Print dialog box €.

=2 You can also open the Ink Manager
from the Swatches pal ettemenu or the
SeparationsPreview pal ettemenu.

2. Click the color icon next to the name of
each color. Each dlick changeshow the
ink will print asfollows &gk
* A CMYK symboal indicatesthat the

color will separateasa processcolor.
* A spot color symbol indicatesthat the
color will separateon itsown plate.

3. ClicktheAl Spotsto Processoption to
convert all spot colorsto process.

Ink does pelal

Ink does not prini E‘r

€ The printericon next toanink color
indicatesif that ink willprint or not.

&) The Ink Manager dialog box gives you
control over how inks are separated orprinted.

W'ﬂi
Fracess cofor | 0

€D Click the color icons in the Ink Manager to
convert spot colors to process.
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€ An example of how namestyped in different
casescan create too many spot colorsin a
document.
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&l Use the Ink Aliasmenu to have one color
map to a different one.

(37] An example of how one color isused asthe
diasfor another.

When you import artwork that containsspot
colors, thosespot colorsare added to the doc-
ument and the Swatchespal ette. Thereare no
problemsif the imported colors are named
exactly the sameasexisting colors. But if the
name of theimported color differsfrom the
color you have defined, you can wind up with
two separatecolor platesinstead of one €.
Thankfully,InDesign |etsyou map one color
to bean diasof another.

To map one color to be the alias of another:

1 Sdect the color you want to changein the
Ink Manager.

2 Usethelnk Aliasmenu to choose a
different color to map to the selected
one . Thecolor islisted in the Ink
Manager asmapped to the other color €.

R Yau can map the selected color to aspot
or processcolor.

B Colorsthat are mapped to another color
arenot listedin the Inksareaof the
Output category. They are dso not listed
in the SeparationsPreview palette.
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Setting the Graphics Options

The Graphicsoptions control how much
information issent to the printer. Yau can
control the datathat issent for placed images.

To control the data sent for images:
e Chooseoneof thefollowingfrom the

Image Send Data menu €:

Al sendsall theinformation for the
graphics. Thisisthe dowest setting.

* Optimized Subsampling sendsonly
the amount of information necessary
for the chosen output device. Use
thisoption if you're proofing high-
resol ution images on adesktop printer.

* Proxy sendsonly a 72-ppi version of
theimage.

* None replacesthe image with crosshairs
within the frame. Usethis option when
you want to proof only the text in the
file.

Yau can also control how much of the font
information is sent to the printer.

To control the font information sent for printing:

1 Chooseonedf the followingfrom the
Download menu &)

» Nonesendsno font information, only
areferenceto the font. Do not usethis
option unlessyou understand how to
replacethe referencein the Postscript
datastream.

* Completesendsthe entire set of glyphs
for thefont. Thisisthelongest option.

* Subset sendsonly thoseglyphsused in
the document.

2 ChooseDownload PPD Fontsto send al
fonts, even if they have beeningtalled on
the printer . Thisoption ishelpful if
you useavariation of thefontsinstalled
on the printer.

Setting the Grophics Options

Laraphifi

g T T
Send Data |+ Optimized Subsampling 1)
r| Py e

Eonts Mone

€D Usethe Send Datamenuin the Graphics
category to control howimagesare printed.

Fioarvis Ssrel

st - # Compiere H4
{ Subaer

€ Usethe Download menu in the Graphics
category to control how much of a font is sent to
the printer.

#anls
-

Chpeini Doz E.':I‘“_Dll.rl =
? Dawndoad PP Fanty

I Choose Download PPD Fontsto send
printer fontsas part of the print infor mation.
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@ Set the OPI Image Replacement optionsto

control how images are handled duringprepress.
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@ Usethe Preset menuin the Transparency
Flattener area to set the resolution for
transparency effectsthat create rasterized
images.

Setting the Advanced Options

The Advanced category letsyou set the
optionsfor OPI and choose atransparency
preset. OPI standsfor Open Prepress I nterface.
The OPI controlsare used when filesare sent
to Scitex and Kodak prepresssystems.

To set the OPI controls:

1 Inthe OPI area, click the OPI Image
Replacement checkbox .

2 Choosewhichtypesof imagesshould be
replaced during an OPI workflow. (An
OPI workflow useslow-resol utionimages
for the layout and swapsthem with high-
resolutionimages just before printing.)

When you use any of the transparency fea-
tures, InDesign needsto flatten or convert
those effectsinto vector and raster images as
they are sent for output. The Transparency
Flattener section of the Advanced category
controlshow InDesign flattens the image.

To set the flattener preset:

1 Usethe Presat menu to choose oneof the
flattener settings €. (See the next section
for what these settings mean.)

2 If you have used the Pages paletteto
flatten individual spreads, you can check
Ignore Spread Overridesto overridethat
setting. Thismeansthat the setting you
choosein thisdialog box will be used no
matter what flattener settingsyou have
applied to the individual pages.
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Flattener Presets and Preview

Thetransparency flattener presets control
how thetransparency effects, drop shadows,
and feathersare handled during output. The
three default presets cannot be edited, but
you can createyour own flattener preset.

To create a transparency flattener preset:

1 Choose Edit >Transparency Flattener
Presets. Thisopensthe Transparency
Flattener Presetsdialog box gk

2 Click the New button. The Transparency
Flattener Preset Options dialog box
appears &

3. Usethe Namefield to namethe preset.

4. Inthe Options area, movethe Raster/
Vector Baancedider to create more
vector or more rasterized artwork &),

5 Setanoutput resolution for rasterized
artwork in the Flattener Resolutionfield.

HE 300 dpi issufficient for most output.

6. Setanoutput resolutionfor gradient
objectsin the Gradient and Mesh
Resolutionfield.

R 150 dpi issufficient for most gradients.

7 Check Force Text to Outlinesto convert
all text to outlines.

& If thisisnot checked only transparent
portions of the text may be converted
to outlines, which may makethat text
thicker than other text. Thisoption makes
the text width consistent.

8 If you have strokesthat passthrough
different transparencies, you may want
to choose Convert Strokesto Outlinesto
convertall strokesto outlines.

9 Check Clip Complex Regionsto ensure
that any differencesin raster and vector
objectsdwaysfall along existing paths.

2 Thiscan resultin complex clipping paths,
which may not print on somedevices.

| Coaad
| i Comapls B T

& The Transparency Flattener Presetsdialog
box lets you define newpresets for handling
transparency effects.

I |
e — =
= ._I'l_ — ]

o i P <)
b i b bk [ T
1 Wi S T o i
F corem) o Mvies I Chilien
T o ook s

@ The Transparency Flattener Preset
Optionsdialogbox contains the settings for a
custom transparency flattener preset.

(T R T T
Drackert and Mesh hasckitior: [Taa =] ped
I Cormint Al Tt b Cuthrer i
7 Cormat Al Strakas 1o Gt
T s il s s

® The Optionsareain the Transparency
Flattener Preset Optionsdialog box.
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@ Thethreedefault transparency flattener
presatsin brackets cannot be edited or deleted.
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@ The Preset Settings area displays o readout

d thesettings for a particular transparency
flattener preset.

———anvert All Strokes to ERalRE SN
Sy Camplar Begees: OF

To edit a transparency flattener preset:

1 Choosethe preset you want to edit.

HE Thethree default presets, surrounded by
brackets, cannot be edited @.

2 Click the Edit button.

3. Edit the preset in the Transparency
Flattener Preset dia og box.

The Preset Settings areadisplaysa readout
of the settingsfor each preset @.

To delete transparency flattener presets:

1 Choosethe presetsyou want to edit.

Thethree default presets, surrounded by
brackets, cannot be deleted .

HE Usethe Shift key to sdlect multiple
adjacent presets. Usethe Cmd/Ctrl key to
select multiplenon-adjacent presets.

2 Click the Ddete button.

Yau can aso savetransparency flattener
presetsto shareamong others. Once saved,
the presets can then beloaded onto other
machines.

To save a transparency flattener preset:

1 Choosethe presetsyou want to save.

R Usethe Shift key to select multiple
adjacent presets. Usethe Cmd/Ctrl key to
select multiplenon-adjacent presets.

2. Click the Save button.

3. Namethefile.

To load a transparency flattener preset:
1. Click the Load button.

1. Navigatetofind thefilethat containsthe
presets.

3. Click Open. The presetsappear in the
Trangparency Flattener Presetsdia og box.
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Yau can apply aflattener preset to the docu-
ment in the Advanced category of the Print
dialog box (seepage 436). However, you may
have one pagethat requiresspecid flattener
controls. InDesign letsyou apply flattener
presetsto each specificspread.

B Flatteningmust be handled on a per
spread, not per pagebasis.

To apply a flattener preset to an individual spread:
1 Moveto the spread.

2 Inthe Pagespalette menu, choose one of
the followingfrom the Spread Flattening
menu:

» Defaultleavesthe spread flattening
at whatever settingisappliedto the
document.

* None (Ignore Transparency) prints
the spread without any transparency
effect. Thissettingis useful for print
shopsthat need to troubleshoot during
output.

* Custom opensthe Custom Spread
Flattener Settings dialog box. These
settingsareidentical to onesin the
Trangparency Flattener PresetsOptions
dialog box (see page 436) @.

Cal ks S (S T g
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A TheCustom Spread Flattener Settings
dialogbox letsyou apply different flattener
controlsto a specific spread.

A Short Course In Flattening

You may feel a little overwhelmed by
all the controls for flattening trams-
parency. Don't panic, most of the flat-
tening options are best set by the print
house that will output your files.

However, there are some simple rules
that can make it easier to get success-
ful results when flattening artwaork,

Unless you absolutely want text to
be part of a transparency effect, keep
vour text above any (ransparency
cffects. For instance, instead of put-
ting text underneath a drop shadow,
move it above €. If the text is black,
you want see any difference in the
final output. If its & color, set it to
OVETPrinL.

Try to avoid overlapping two gradi-
ents with transparency effects. That
combination creates objects that are
much too complex.

BRun tests. The first time 1 used trams-
parency and blend modes, | sent ten
sample pages to my publisher who
had them owtput at the print shop.
We looked to make sure none of the
text had changed and there were no
problems with the mages. [t saved us
a lot of worry when the book went 1o
press.
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) The Flattener Preview palette lets

you see the effects of the flattener presets
on your document.
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Raster-fill Text and Strokes

All Rasterized Regions

& Use the Highlight menu to choose
which objectswill be displayed in the
Fattener preview.

Text below shadow Text above shadow

u W

6) The Flattener preview highlightsthe
objectsaffected by transparency. Here the text
below the shadow is highlighted while the text
above the shadow isnot.

Instead of waiting for your fileto be printed,
you can preview how the flatteningwill occur
with the Flattener Preview palette.

To preview the flattener settings:

1

Choose Window>Output Preview>
Flattener. Thisopensthe Flattener
Preview palette @.

Choose one of the optionsfrom the
Highlightmenu . Thiscontrolswhich
objectswill be displayed in the flattener
preview. (Seethe chart on the next page for
a description of each of these options.)
Usethe Preset menu to choose which
flattener preset is used to control the
flattener preview.

Click the Refresh button to update the
screen preview. The pagedisplaysthe
highlightedobjectsin red against other
grayscaeobjects 6).

or

Check Auto Refresh Highlightto havethe
screen update automatically.

Check Ignore Spread Overridesto use
only the settingin the Preset menu.

If youwant, click the Apply Settings
to Print to apply the settingsto the
Advanced category of the Print dialog
box.

2 You can open the Transparency Flattener

Presetsdia og box using the Flattener
Preview palettemenu.

Adobe Web site,

Transparency Resources

This book can hardly cover all the aspects of setting transparency and flattening. For
moreinformation seethe InDesign online Help pages.

_Also, download thedocument Achieving Reliable Frimt Chutpret with Transparemcy on the

Fimally, if you are a service provider, you should look at the Primt Service Provider
Resourcespagedf the AdobeSolutions Network (ASN).
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Highlight menu setting Flattener Preview applied
None Turns off the flattener preview.

Rasterized Complex Regions Highlightsareasthat will be rasterized according to the
settings i N the Raster/Vector Balanceslider.

Transparent Objects Highlights objectsthat arethe sourcesof transparency
effects. Thisincludes objectswith opacity settings, blend
modes, feathers, drop shadows, al phachannels,and
placed imageswith transparency.

All Affected Objects Highlightsthe transparent objectsaswel asthe abjects
that are affected by transparency.

Affected Graphics Highlightsall placed images affected by transparency or
transparency effects.

Outlined Strokes Highlightsthe strokesthat will be outlined dueto trans-

parency or becausethe Convert All Strokesto Outlines
option isselected.

Outlined Text Highlightsthe text that will be outlined dueto transpar-
ency or becausethe Convert All Text to Outlinesoption
isselected.

Raster-fill Text and Strokes Highlightstext and strokesthat have rasterized fills due
toflattening.

Al Rasterized Regions Highlightsthe objectsthat will be rasterized.

Working with Print Presets

With all the areasin the Print dia og box, you
wouldn't want to haveto set all the con-

trols each timeyou have a new document.
InDesign letsyou savethe print settingsso
you can easily apply them later.

To save a print preset:

1 Setdl the categoriesin the Print dialog
box to the settingsyou want to save.  Click the Save Preset button to save the

2 Click the Save Preset button at the current Print settings as aprintpreset.
bottom of the Print dialogbox @. This
opensthe Save Preset dialog box . o orent
*t Presel

3. Enter anamefor the preset. _
Save Preset As  ¥QS Book settings 1; m
4 Click OK. Thissavesthe preset. —Carcer—>

e —

@ Use the Save Preset dial og box to name
your own printer preset.
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@ A saved preset can be applied using the
Printer Preset menu at the top of the Print
dialog box.

E Savedpresets are listed mm the Printer Pr-esét
didog box.

To apply a print preset:

1 Chooseasaved preset from the Print
Preset menu at the top of the Print dialog
box EE.

Yau don't need to go through the Print dialog
box to create and savea print preset.

To define a printer preset:

1 ChooseFile>Printer Presets>Define.
The Define Printer Presetsdialog box
appears @.

2 Click the New button to defineanew
preset. Thisopensaversion of the Print
dialog box that letsyou set the various
print categories.
or

Click the Edit button to make changesto
the selected print preset.

To delete a printer preset:

1 Sdect the presetsyou want to deletein the
DefinePrinter Presetsdial og box.

2 Click the Delete button.

One of the benefitsof workingwith printer
presetsisthat you can export them so others
can print documents with the same settings.

To export printer presets:

1 Inthe DefinePrinter Presetsdiaog box,
sdlect the presetsyou want to export.

R Usethe Shift key to select adjacent
multiple presets. Usethe Cmd/Ctrl key to
select non-adjacent multiple presets.

2 Click Export. A dialog box appearswhere
you can namethe document that contains
the exported presets.

InDesign CS Visual Quickstart Guide 441

sjasalg juug yim Bunpop



Creating a Print Summary

-
o

Print Presets

Chapter 18

Y our service bureau can provideyou with
printer presetsthat you canimport to usefor
printing or packaging documents.

To import printer presets:
1L IntheDefine Printer Presetsdialog box,
click Import.

2. Usethedialog box to select the document
that containsthe presetsexported from
another machine.

3 Click OK. The presetsappear in the
DefinePrinter Presetsdiaog box.

Creating a Print Summary

With al the settingsin the Print dialog box,
you may want to keep track of how adocu-
ment has been printed. The Summary area
givesyou areport of all the print settings.

To use the Summary area:

e Scroll through the summary areato read
all the settingsappliedtoaprint job &.
or

Click the Save Summary button to savea
text filelistingall the print settings.

@ Use the Summary areato seeall the print
settings applied to a document.
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€@ ChoosePostScript® File from the Printer
menu to createa file that contains all the
information necessaryto print the document.
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&) Choose Device | ndependent from the PPD
menu to createa PostScript file that can be
printed to any printer.

Creating PostScript Files

Instead of sendingthe InDesign document to
aservice bureau, you can create a PostScript
filethat containsall the information neces-
sary to print thefile. (Thisissometimes
cdled printingto disk.) A standard PostScript
filecontainsal the information necessaryto
print thefileaswdl asthe specificinforma-
tion about the printer.

To create a standard PostScript file:
1 ChooseFile>Print.

2 ChoosePostScript® Filefrom the Printer
menu @.

3. Choosethetypeof printer that will print
thefile

4. Setdl theoptionsin the print categories
in the Print dialog box.

3 Check with the servicebureau that will
print your filefor the correct options.

3 Chooseanameand locationfor thefile.

I3 (Mac) Add the suffix .ps to thefile name
toindicatethat it isa PostScript file.

6. Click Save

A device-independent PostScript file does not
contain any information about the type of
printer or output device.

I Thisletsyou create a PostScript file even
if you don't know the typeof printer that
your document will be printed on.

To create a device-independent Postscript file:
1 ChooseFile>Print.

2 ChooseDevice Independent from the
PPD menu @.

3. Follow steps3-6inthe previousexercise.
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Chapter 18

Creating a Preflight Report

When you create an InDesign document, you
havetwo jobs: designer and production man-
ager. Asthe production manager, you heed to
know if there could be any problemsprinting
your job. Fortunately, InDesign hasabuilt-in
preflight utility that checksall the elements
in your document to make surethey print
correctly. (The name comesfrom thelist that
airline pilotscompletebefore they take off.)

To run the preflight utility:

1. Choose File>Preflight. InDesigntakesa
moment to check dl the elementsof the
document and then ovensthe Preflight
dialog box@.

2. Reviewtheinformationinthe Preflight
Summary &k

Any potential printing problemsare
flagged with an alert symbol in the
Preflight Summary.

3. Click eachof the categoriesin the
Preflight dialog box @. (See the following
exercises for detailson these categories.)

4 Click the Report button to create areport
of the preflight status.
or
Click the Package button to copy all the
necessary files into afolder that you
choose before you print the document.

I The Package button isthe same asthe
Package command located on the File
menu. (See page 447 for more information
on packaging a document.)

Yau can open the preflight report in atext
editor.
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@ Thepreflight categories
let you see the details of the
__ preflight report.
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@ The Fontsaread the Preflight didog
box shows you the status of the fontsused in a
document.
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® TheLinksand Imagesaread the Preflight

dialog box shows you the status of the placed
imagesin the document.

Y our service bureau may ask you to use only
Type1fonts. The Fontsarealetsyou make
sure that you have used the correct fontsand
that they are correctly installed.

To review the fonts information:

1 Choose Fontsfrom the categorieson the
left of the Preflight dialog box. Thisopens
the Fonts area, which showsthe type of
font and whether it isinstalled in the
system @.

2 If youwant to replaceanon-standard or
missingfont, click the Find Font button.
This opensthe Find Font dialog box that
letsyou replace fonts (seepage 352).

Yau aso want to makesure that placed
graphicsarein the correct format and that
they aren't missingor modified.

Ta review the Links information:

I. Choose Linksand Imagesfrom the
categorieson theleft of the Preflight
dialog box. Thisopensthe Linksarea,
which showsthe placed images @.

2. Choosethe modifiedor missingimage.

3. If theimageis modified, click the Update
button.
or

If the imageis missing, click the Relink
button. Thisopensthe Find dialog box.
. Navigateto choose the missingimage.
5. Click the Repair All button to have
InDesign updated| modifiedimages

or open the dialog box for al missing
images.
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Creating a Preflight Report

Chapter 18

Yau should aso check the colorsand inksto
make sure that the right number of colors
print.

To review the Colors and Inks information:

e Choose Colorsand Inksfrom the
categorieson theleft of the Preflight
dialog box. Thisshowsthe colors used
within the document @.

Yau can alsolook at the Print Settingsfor a

completelist of al the print settingscurrently

appliedto the document.

To review the Print Settings information:

e ChoosePrint Settingsfrom the categories

on theleft of the Preflight dialog box.
Thisshowsthe print settingsappliedto
the document &.

Yau can asolook to seeif any external plug-
inswere used in creatingthe document. Yau
may need to aert your print shop that these
plug-insare necessary for outputting the
document.

2 You don't need to worry about the plug-

ins unlessyou haveingtalled any specia
third-party plug-ins.

To review the external plug-ins information:

e Choose Externd Plug-insfromthe
categorieson theleft of the Preflight
dialog box. Thisshowsany third party
plug-insthat have beeninstalled @.

Colors: and Inks

P i Iy | g Lk . |

NG i DT
Herw frd Linaa i wh
Process Magenta 18.434 94.868
Process Yellow 0 000 30.000
Process Black 45 000 84 852
Spat blue 45 000 84 852

@ The Colorsand Inksarea of the Preflight
dialog box showsthe processand spot color
plates in the document.
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Bleed 0wy O in, 01, O

Color Composite, Cofors in Black.
Trapqar Pl Thra
e Dma S e .I_

@ The Print Settingsareaof the Preflight
dialog box showsyou the current print settings
applied to the document.

Exriorrad Pugre

erL =

{3} The External Plug-insareaof the Preflight
dialog box shows any third party plug-insthat
have been installed. (Sadly, | don't own any.)
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& The Printing Instructionsdia og box lets
you create a text file with contact information
and instructions about the document package.

i@ The Create Package Folder diaog box lets
you choose which items should beincluded in
the package folder.

Packaging a Document

A packageisafolder that containseverything
necessaryto print adocument. Instead of
manually collectingall thefiles, the Package
command assemblesthe filesfor you.

To package files for printing:

1 Choose File >Package. InDesign |ooks
through the document and then opens
the Printing Instructions dialog box @.

2 Fill out the contact and file information.

I Theinformation in the Printing
Instructions dia og box iskept if you
repackagethe document later.

3 Click Continue. Thisopensthe Create
Package Folder dialog box {E.

4. Enter anamefor thefolder that will hold
thefiles.

5 Check thefollowingoptionsfor the
package:

* Copy Fonts (romanonly) copiesthe
fonts used in the document. (Seethe
sidebar on the next page for a discussion
of copying fonts.)

* Copy Linked Graphics copiesplaced
imagesthat are not embedded in the
file

e Update Graphic Linksin Package
automatically updatesany modified
graphics.

¢ UseDocument Hyphenation
ExceptionsOnly limitsthe hyphenation
exceptionsto only those added to the
document.

« Include Fontsand Linksfrom Hidden
Layersaddsthe fonts and graphicsfrom
layersthat are not visible.

* View Report launchesatext editor
to open the report created with the
document.

6 Click Packageto assembleadl the
necessaryfilesin the folder.

usuinsoq o Buiborpng
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Copying Fonts: Lagal o Ner?
If you choose to send fonts, a warning
notice appears about the legalities of
copying fonts &, You may have heard

e

illegally copying software, While there
have been people arrested for software
piracy, the rules about fonts are more
imiricate.

Some font companies, such as Adobe,
allow you to send a copy of the font
along with vour document i
that the service bureau that is going to
print your file also has its own copy
of the font. Other companies let you
send the font along with your file, but
the font can only be used to print your
documents. You must check the license
that carmne with the font.

S0 why would a service burcau want
o copy of your font if it already has a
copy? They want to make sure they use

exactly the same font as the one you
wsed to create the document.

This is why most service bureaus spend
thousands of dollars to buy complete
font libraries. If the bureau doesn’t
have a copy of the font. you should not
send the font along with the file. Either
the service bureau buys the font or you
should create a prepress package.

Of course, if you use a program such as
FontLab to make vour own fonts, vou
have total permission to copy the fonts
and give them o anyone you want. For
instance, the tip bullet in this book is a
font | created —1I have no problem get-
ting permission to copy that font.
However, the figure numbers are a spe-
cialized font I bought. I will have to buy
another license to send that font to my
service bureaw,

stories of people carted off to prison for

1; Fexvl At
ey B oo e oo e e e by 8 eeeios prvicer

Fim ey cwgaieed ooty wl i il ¢ g e el P
poud e e o g b Read e Jdsky wee
(il grerued e, P e v Ve i o o Pl ) s
i ok il B i piariced i e v b T RN B R
i e e o it iy i o Bl W il v Y

e e A e g e e e
i e o e e P e P S L
RSN

R e T

& The Font Alert isa gentle reminder that
both you and the service bureau need to own a
copy of a font beforeyou can copy and send it
with a file.
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rinting your document on paper
Pis only one way in which your

InDesign files can be published.
Today there are many more options
for publishingdocuments.

For instance,you might want clientsto
read your document electronically—
even if they don't have the InDesign
application. Or you might want to
take a design that you created with
InDesign and use it as the graphic
in another page-layout program. Or
you may want to turn your InDesign
document into Web pages.

When you convert InDesign docu-
mentsinto other formats, you use the
export featuresof the program. Using
the export command lets you change
InDesign documents into other types
of publications such as portable
document format (PDF) files or Web
hypertext markup language (HTML)
pages.
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Setting the Export File Options
InDesign gives you many export options. In
each caseyou chooseafileformat, name the
file, and saveit to alocation.

To choose a file format:

1 Choose File>Export. The Export dialog
box appears @.

Yau will not seethe options for exporting
text unlessyour insertion point isinsidea
text frame.

2. Givethefileaname and set thelocation.

3. Chooseoneaf thefollowingformats

from the Save as File Type (Win) or
Formats (M ac) menu:

m— :;'Ian-'i

SN at iype: !a f=m nDes gn Tagged Text Cance

EPS

InD esign Interchamgse
WPEG

Rich Text Format

SVG

SVG Compressed
Text Only

(XML,

) TF¢ options fof exporting Tnliesign
documents.

AdobelnDesign Tagged Text  Createsatext fileformatted with codes (see page472).

Adobe PDF Createsan Acrobat file (see page451).

EPS Createsafilethat can be placed as agraphic (see page
464).

InDesign Interchange Createsa specid format that can be used for repurposing
InDesign documents (see page 467).

JPEG Convertsthe page or selectedelementsinto araster

imagethat can be used in aWeb page (see page 467).

Rich Text Format Exportsselected text with formatting that can be read by
most word processing applications(seepage 472).

SVG and SYG Compressed Createsscaablevector graphicsthat can beviewedon

the World WideWeb (see page 469).

Text Exportsselected text without any formatting (see
page472).

XML Createstext formatted with the extensiblemarkup

languagethat offers customizabledefinitionsand tags.
(Workingwith XML isway beyond the scope of my book.
I recommend "' Real World InDesign CS' by David Blatner
and Olav Martin Kvern for their brilliant expertise on this

topic.)

4. Click Save Thisopensthe options dialog
box for each format.
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Creating PDF Files
Mars are Hheadh Yau can convert your InDesign documents
Feliyacel into PDFfilesso that others can read them —
Py @ The Export PLF evenif they do not have the InDesign applica-
[—y categorieslist. tion.

To set the PDF export options:

1 Click each of the categorieson the left
sideaof thedialog box @ to display the
options as described in the chart below:

X You do not need to set al the controls
every timeyou print unlessyou need to
changeaspecificsetting.

3. Click the Export button to create the PDF

file
PDF Export Options
Print Category | Satfings {ommen
IGeneral L T TR - R | Setsthe genera PDF export
e options (see puge 453).
Tw |1
I e e T A
[ =
ovtinn, | TN -
[ S
I Gt Page: Thurstrai I e P 0P g
O s be b e [ Dk Al L
[y=F]
| g & ook T
' iy = G i T B T
e L R |
T e el el Wi F |
| Compression | Gewsss = | iControlshow images and
P T, —— _ iother elementsare com-
e r——— ----:-F' Nty Jpressed in the PDF (see page
e H P e [ 456).
e gty e 7
T g
e [ n Ir_-n:l
| LDt e B Wl - a-_-Fm
mﬂiﬂ:*:--_ El =
g il | i =
T P
[ g R e
g g [ri e e v
| & Coreres Tovt oo L T oo e e o D
1 1
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Marksand Addsprinter'smarksand a
Bled Ibleed areato the PDF. These
= arethe same controlsasin
tthe Print dialog box (see pages
425).

‘Satsthe controlsfor color,
PDF/X, fonts, OPI, and trans-
jparency to the PDF (see page
459).

Sasthe controlsfor pass-
‘words, and permissionsfor
‘whether the document can
lbe printed or edited (see page
480).

Thesearethe same asthe
summary controlsin the Print
dialogbox (see pages 442).
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€} The Pagesareaiin the General category of
the Export PDF dialog box.

Dptiang
~Compatibitity + - dcrobet 4+ POF 120
| Merobat § (POF 1L4]
Fandart: 1™ arrnbar B (POF 1.5) E

élrnuuu Fage THOMERET B TN PO aTOer Expo|
i The Compatibility menu lets you choose
which PDF version you export.

— Sundard: |+ None ]
Soons e [ -
T (O 11 L2712

i The Standard menu lets you apply an ISO
standard for PDF documents.

€0 Chnmdarde?

L "The ISO (International Organization
| ffor Standardization) has created stan-
dards for PDF documents. When you
use these standards you are choosing
settingsthat are relied on as working
properly for many publishers. This
eliminates many of the color, font,
and trapping variables that may create
printing problems.

Vo may be asked to use PDE/X stan-
dards if you are creating PDF dociu-
ments that will be placed in magazines

O NEWSPapers.

General PDF Options

Thesearethevariousareasin the General
category for exporting asa PDF.

To specify which pages to export:

1 Inthe Pagesarea, salect All to export all
the pagesin the document €.

or
Select Rangeto enter specific pages.
2 Usethe hyphento sdlect arange of pages

such as 4-9, or usecommasto enter
individual pagessuch as 3, 8.

2 Check Spreadsto keep pagesthat are
within spreadstogether in the Acrobat
file

To set the PDF version and standard:

1 Usethe Compatibility menu to choose
oneof thefollowing €k:

e Acrobat4.0 (PDF1.3) createsfilesthat
can be opened by amajority of readers.

* Acrobat5.0 (PDF1.4) preserves
transparency,text, and spot colors, if the
PDF is placed into another page-layout
program.

* Acrobat 6.0 (PDF1.5) supportsthe
most PDF featuresincludinglayersand
embedded multimedia.

2 Usethe Standard menu to choose one of
these two recognized ISO (International
Organizationfor Standardization)
standardsfor PDFfiles @:

o PDF/X-laisusedfor aCMYK
workflow that does not contain color
profilesfor images.

* PDF/X-3 isused for acolor-managed
workflow that does use color profilesfor
images.
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To set the general options:
e Chooseoneaf thefollowingfrom the
Options areain the General category @:
» Embed Page Thumbnails addsa
thumbnail image for each pagein the
PDF. Thisoption is not necessaryfor
PDFs that will beviewedin Acrobat 5
or 6.
* Optimize for Fast WebView

restructuresthefileto preparefor
downloading from Web servers.

» View PDF after Exporting opensthe
finished Adobe PDFfilein Acrobat.

» CreateAcrobat Layersisavailableonly
for PDF 15. It convertsthe layersin
InDesign into layersthat can be viewed
in Acrobat.

To control what to include in the PDF;
e Chooseone of the followingfrom the
Includeareain the General category igh:

« Bookmarkscreatesbookmarksfor table
of content entries, preservingthe TOC
levels

* Hyperlinks createsAcrobat hyperlinks
from InDesign hyperlinks, table of
content entries, and index entries.

* Non-printing Objects exportsobjects
that have the non-printing option
applied.

* VisibleGuidesand BasdlineGrids
exportsthe guidesand gridscurrently
visiblein the document.

* eBook Tagsmarkselementsin the story
using the Acrobat 5.0 tagsthat InDesign
supports.

¢ Interactive ElementsexportsInDesign’s
buttons asinteractive PDF elements.

General PDF Options

Options — - _ -
oty [T - |
Standard: |Morm E

" Embed BEgE Thurmbnais I view PDF sfter Exporting

¥ DEtElE for Fast web W@ [T Create Acrobat Lavers

D The Optionscontrolsin the General
category of the Export PDF dialog box.

ek -— - —_—— = - -
' Bookmarks [V S Tags

V' PR ¥ Interactive Elements

I Mon-Pintng Chiats e Lse Object ¢

7 Wil Guides and BEEEiE Grids

@ The Includesettingsin the General
category of the Export PDF dialog box.
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Sl AL | Lre Dbt SerTings

Finteractive 0 i

ojecri Muttimatia: |« Emesad Al h [
ind Baseling Gaids |

© TheMultimediamenu in the General
category of the Export PDF dial og box.

Talk te your Service Bureou

If you create PDF files for onscreen
viewing or 10 be downloaded from
the Web, vou can use the compression
settings to reduce the file size.

However, if vou create PDF files to be
- outpur by a service burean for print
work, you should not apply too much
downsampling or compression,
Ask your service bureau for the cor-
rect scttings. Better yet, ask them to
create a PDF style that you can load
onto your machine (see page 462).

If you have movieor sound clipsin the docu-
ment, you can chooseif thosefilesarelinked
or embedded into the PDF document.

To set the multimedia embedding options:
o Chooseoneof thefollowingfrom
the Multimediamenu in the Genera
category €k
¢ Use Object Settingsembedsor linksthe
movieor sound clip accordingto the
settingsapplied to each mediaclip.
 Link Al overridesany object setting
and linksall mediaclipsto the PDF.
Both the PDF and the mediafilesmust
be kept together for the mediato play
properly.
* Embed All overrides any object setting
and embedsdl mediaclipsin the PDF.
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Compression PDF Options

One of the benefitsof creating PDFfiles
isthat they can be compressed to take up
lessspace. Yau usethe same controlsfor
compressing color and grayscalebitmap
images @

To set the color and grayscale downsampling:

1 Chooseone of thefollowingfrom the

Sampling menu @:

* Do Not Downsampledoes not throw
away any pixel information. Usethisto
maintain dl information in theimage.

* Downsampling to averagesthe pixelsin
asample area.

* Subsamplingto reduces processing
time compared to downsampling, but
resultsin imagesthat arelesssmooth.

* Bicubicdownsamplingto isthe dowest
but most precise method, resultingin
the smoothest tonal gradations.

2 When you have set adownsampling
method, enter an amount in the
resolutionfidd @.

R For print work thisisusually 1.5 times
theline screen of the printing press.

HE For onscreen viewing thisis usually
72 pixelsper inch.

3. Enter an amount in the field for images
above acertain resolution ).

& Thishelpsyou downsampleonly
high-resolution imageswithout losing
information in lower-resol utionimages.

Lo Frermn
E:;-.lr L -'w'l.h.l"- o _"'| I_ [l [ e
o v e [ sk g irch
[ — e
B iy [Wakin 2]
T s A
[Bres Ty T (A peke e e
v i atrm: [ pasele e irch
CoToresery Iiu'-\.m-l L :l I:_
e il [':';:':-r ﬂ

) The compressioncontrolsin the Export
PDF dialog box for color and grayscale bitmap
images.

[':I-'.-:J-'_ Oeraraamping o j ||l:r.

&)
Do Hiot Dosraamos |--u=
= ]
Everage Dowrsanping
S b amoing b

{ The Samplingmenu for color and grayscale
bitmap images.

pixels per inch

=| [15o
for images above: E pixels per inch

@ The Resolution fields for color and
grayscale bitmap images.
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Mone
Compressson |« Automatic E
Ienage Duislity JEPI‘:.L. i‘|
Greyscale iImage: IPEG 20500
ETT—————

{® The Compression menu for color and
grayscale bitmap images.

CompeBsson: | a8 0matic =
g iy [MeckiT k. T
el WYL -

Orayscaln Images | ow
[ Dorearre I [\~ — o
Plaudmum E:‘E o

(® The ImageQuality menu for color an
grayscale bitmap images.

P
L e e L
£ b o e [P0 e ok
{ The compressioncontrolsfor monochrome
images.

i Cownacy @

® The downsampling menu for monochrome
images.

To set the color and grayscale compression:

1 Chooseoneof thefollowingfrom the

Compression menu ®:

* Noneappliesno compressionto the
image.

* AutomaticletsInDesign judge whether
or not JPEGor ZIP compressionshould
be applied.

* JPEG appliesacompression that is best
for imageswith tonal changes.

* ZIP appliesacompression that is best
for imageswith largeareas of flat color.

2. Choose asettingfrom the Quality

menu ®:

o Maximumsetsthe least amount of
compression.

* Minimum setsthe most.

R UssMaximum for high-end outpuit.

The compression options for monochrome
bitmap images (such as 1-bit scanned art)
aredightly different from those for color and
grayscaleimages @.

To set the monochrome bitmap downsampling:
e Chooseone of the followingfrom the

Downsamplingmenu ®:

* Do Not Downsampledoes not throw
away any pixd information. Usethis
settingif you want to maintain dl the
information in the image.

* AverageDownsamplingto averagesthe
pixesin asample area.

* Subsamplingtoisfaster than down-
sampling, but crestesimagesthat are
lesssmooth.

¢ Bicubicdownsamplingtoisthe dowest
but most precise method, resultingin
the smoothest tonal gradations.
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To set the monochrome bitmap resolution:

1. When you have set adownsampling
method, enter an amount in the
resolutionfield ®.

For print work, thisis usualy the
resolution of the output device witha
limit of 1500 DPI.

2 Enter an amount in thefield for images
above acertain resolution @.

HE Thishel psyou downsampleonly
high-resol utionimages without losing
information in lower-resol utionimages.

To set the compressionfor monochrome images:

1 Chooseonedf thefollowingfromthe

Compressionmenu @:

* Noneappliesno compression to the
image.

» CCITT Group 3issimilar tothe
compressionused for faxes.

* CCITT Group 4 isageneral-purpose
method that producesgood resultsfor
most monochromatic images.

» ZIPworkswdl for black-and-white
imagesthat contain repeating patterns.

* Run Length producesthe best results
for imagesthat contain large areas of
solid black or white.

2 Check CompressText and LineArt to
further reducethe sizeof thefile.

3. Check Crop Image Datato Framesto
deletethe imageoutside the frame.

igmnaampling to :‘E. 11200  pixels per inch
far images above: 1800  pixels pa inch

@ Theresolution fieldsfor monochrome
images.

— ey -
@ The Compression menu for monochrome
images.

Subsetfing Fonts? |
One reason why PDFs became popu-
lar is you don't have to worry about
someone having fonts in order to view |
thefile. Yau can embed the entirefont
or you can subser only a portion.

If you embed the entire font, you add
to the file size, but you allow anyone
who has the file to make changes to
the text, If you subset a font, it makes
a smaller file, but it also means that
the person on the other end must
have the font on their system if they
want to make any changes in the text.

The default setting of 100% means
that only a subset of the font will be
embedded-unless you have used every
single ¢haracier in the font. If you
dower the threshold to, let's say 35%;
InDresignembeds-only the characters
used in the dacument up to a maxi-
mam of 35% of the characters. If you
use maore than 35% of the characters,
InDiesign embeds all the charactersin
the font.

| There is no option to embed, but if
vou sét the amount to 1% then you
will most likely embed all the charac-
ters in the font.
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Colar
G [ — W

Dweitinatinn Peofbe: | Documsess CMTE = U5, web . BN
[ inciuds T Prockies =
[ Sermpalare Cwergsriat e :
 The Color controlsin the Advanced area of
the Export PDF dialog box.
L= 1 Cirehdnged
r 1 =

Caler | « CHYE
Destingiion Fref:

® TheColor controlsin the Advanced area of
the Export PDF dialog box.

[l imciude ICC Prahies

do
T Sirwilale Chemrgrl —.

POESX
Dutpuut irvtarst Prafibi: | Document CMYK, - U5, Web . BW

@) The PDE/X menu in the Advanced area of
the Export PDF dialog box.

1 i, gy pasri b sl o bk

@ The Subset fontswhen percent of
charactersusadislessthanfiddin the
Advanced area of the Export PDF dial og box.

Advanced PDF Options

The Advanced category containsthe controls
for handling colors, fonts, and setting the
transparency flattener options .

@ The OPI controlsarethe same asthe ones
in the Print dialog box (see page 435).

1 The Transparency Flattener controlsare
the same asthe onesin the Print dialog
box (see page 435).

To set the color controls:

l. Chooseoneof thefollowingfrom the
Color menu ®:
* Leave Unchanged does not convertthe
colorsin the document.
¢ RGB convertsall colorsto RGB, which
is best for onscreen viewing.
« CMYK convertsdl colorsto CMYK,

whichisappropriatefor processcolor
separations.

2. Chooseaprofilefor the type of output
devicefrom the Destination Profile.

3. Check Includel CC Profilesto keep
embedded profileswith the document.

4. Check Simulate Overprint to show
onscreen arepresentation of how
overprintingwill look when printed.

To set the PDF/X profile:
+ If you have chosen aPDF/X standard,

choosea profilein the Output Intent
Profilemenu &.

To control how much of a font is embedded:

<+ Enter an amount in the Subset Fonts
field for the threshold amount .
That threshold determines how many
charactersof thefont will be embedded.
(See the sidebar on the opposite page.)
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Security PDF Options

Yau can also set security options for PDFfiles
to restrict who can open thefile or to limit
what they can do toit. Therearetwo types of
security options. If you create PDF 1.4 or 1.5
files, the security isset to the higher (128-bit)
options. If you create an PDF 1.3 docu-

ment, the security isset to the lower (40-bit)
options.

The Document Open Password areadlows

you to set the password that readers must
enter in order to open thefile

To set the document password:

1 Check Requirea passwordto open this
document @.

2 Typeapasswordin the Document Open
Password field.

The Permissionsarea sets up what editsand
modificationspeople can maketo the PDF
oncethey have opened it. The Permissions
passwordis neededin order to changethe
settingsin the Permissionsarea.

To set the permissions password:

1 Check Ussapasswordto restrict printing,
editing, and other tasks @®.

2 Typeapasswordin the Permissions
Passwordfield.

M Thiscan't bethe same asthe Document
Open Password.

To set the printing permission:

# Chooseone of thefollowingfromthe

Printing Allowed menu &

e Noneturnsoff dl printingfromthe
document.

* Low resolution (150dpi) printsonly
low resolution versionsof theimages.

* Highresolution printsthe full
resolution of the images.

[

o el Fegy | Lii-mm BO4 - Coreaiie sy dorober | arsd Law
T irmar s par By g vavmerd
by v 8 ey e oo e vy A sreed

Dbl L Fad LardD

@ The Document Open Password areaof the
Security category of the Export PDF dialog box.

P | kel
Fita o parsarnd w omweri preyey, qpeey ped g i

L BN Ry T i

[ e e L L

@ The Permissionsarea of the Security
category of the Export PDF dialog box.

Y

) The Printing Allowed menu d the Security
category of the Export PDF dialog box.
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@ The ChangesAllowed menu of the Security
category of the Export PDF dialog box.

Frrwirmg Aflpaeysr | lagh il sohares E
ol Ml By rwings rviaiing migen !
B praitin ropyirg of me eran and ofET e
B bram tems azimse md prnen o s b ey mprnd
# £nable plaintext metadaia
@ The other permissionsyou can set in the
Security category of the Export PDF dialog box.

Limits of Security

Even when you set-security options;
there are some sdditional things to
remember:

First, if you e-mail a PDF document,
send the password in separate e<mail.
That makes it lesslikely if your e-mail
15 hijacked that the password will asi
be found.

Next, passwords are case-sensifive.
lse a combination of uppercase and
- lowercase |ettersaswell as numbersto
] make the password more secure, Don't
- use ordinary words as passwords.

Finally, if you feel that you would lose
your entire livelihood if the PDF were
to fall into the wrong hands, then
don't distribute it as PDF. There
- are plenty of people who takeit as a
personal challengeto break into pass-
— word-protected PDF documents.

To set the changes that are allowed:

1 Chooseoneof thefollowingfrom the
ChangesAllowed menu &:

Nonealowsno changeswhatsoever.
Inserting, del eting and rotating pages
dlowsthe user only to add, remove,

or changethe position of pagesin the
document. It does not dlow changing
the content of the pages.

Fillinginform fieldsand signing alows
changesto form fieldsor applyinga
security signatureto the document.
Commenting, fillingin forms, and
signing alows adding comments,
changingform fields, or applying a
security signatureto the document.

Any except extracting pagesalowsal
changesexcept removing pagesfrom the
document.

2 Check any of thefollowingasdesired @:

Enablecopyingof text, imagesand
other content.

Enabletext accessof screen reader
devicesfor thevisuallyimpaired.
Enableplaintext metadata.
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Working with PDF Presets

Just asyou can create printer presetsfor
printing documents (see pages441), you can
also create PDF presetsthat contain settings
for generatingdifferent typesof PDF docu-
ments. For example, you may want to post a
PDFfileon the Web or send thefileto aprint
shop for output.

To save the current PDF settings as a PDF preset:

1 Settheoptionsin the Export PDF dialog
box.

2. Click the Save Preset button €. This
opensthe Save Preset dialog box ).

3. Enter anamefor the preset and click OK.
The new preset appearsat the top of the
Export PDF dialog box.

Onceyou have saved a preset, you can eesily

applyit.

To apply a PDF preset:

+ Choose asaved preset from the Preset
menu at the top of the Export PDF dialog
box .
or
Choose File>PDF Export Presetsand
then pick the preset listed in the menu.

Yau can dso define PDF presetswithout
going through the Export PDF dial og box.

To create a PDF preset:

1 Choose File>PDF Presetsto open the
PDF Export Presetsdialog box €.

2. Click New. Thisopensthe New PDF
Preset dial og box.

3. Namethe preset.

4. Choose each of the categoriesand set
them as described earlier in this chapter.

| - o

@ Click the Save Preset button to create a
preset based on the current settingsin the Export
PDF dialog box.

Save Preset
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@ Enter aname for a PDF preset in the Save
Preset did og box.
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2 Choose a preset to apply to a PDF fromthe
Preset menuin the Export PDF dialog box.
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£ The PDF Preset dialogbox displays the
PDF presetsthat ship with InDesign.
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€} A custom PDF preset, listed without
brackets, can be edited, deleted, exported, or
imported.

To edit a PDF preset:

1 Sdect the custom preset you want to edit
in the PDF Export Presetsdialog box g

2 Click the Edit button. Thisopens the Edit
PDF Preset dialog box.

2 Thereisno differencebetween the New
PDF dialog box and the Edit PDF dialog
box except the namein thetitle bar.

3. Choose each of the categoriesand make
changesas described earlier in this
section.

To delete a PDF preset:

1 Sdectthe preset you want to deletein the
PDF Presetsdialog box &

HE Usethe Shift key to select multiple
adjacent presets.

@ Usethe Cmd/Ctrl key to sdlect multiple
non-adjacent presets.

2 Click the Delete button.

3. Click OK to confirm your choice.

To export PDF presets:

1 Inthe PDF Presetsdialog box, sdect the
presetsyou want to export €.

Il Usethe Shift key to select multiple
adjacent presets.

@ Usethe Cmd/Ctrl key to select multiple
non-adjacent presets.

2 Click the Save button. Thiscreatesafile
that containsthe exported presets.

To import PDF presets:

1 Clickthe Load button in the PDF Presets
dialog box €.

2 Usethe dialog box to select the document

that containsthe presetsexported from
another machine.

3. Click OK. The presetsappear in the PDF
Presetsdialog box.
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Creating EPS Files

Yau might create aspecial shapeor design

in InDesign that you would liketo usein
another layout program. Export the fileasan
EPS, or Encapsulated Postscript, file so that
you can useit in other applications.

2 Most of today's layout programsimport
PDFfiles. Ussthe EPSformat for older
programsthan can't import PDFfiles.

To create an EPS file:

¢ Click the Generd tab in the Export EPS
dialog box to display the pages, bleed, and
general controls €.
i'r

Click the Advanced tab to display the
production controls €. (Seepages 435
for information on setting the production
controls.)

To set the EPS pages options:

1 Inthe Genera area, choose All Pagesto
export all the pagesin the document as
EPSfiles €.

IR Each pageisexported asitsown EPSfile.
or

Choose Rangesand enter the numbers of
the pagesyou want to export.

R Usehyphensto export arangeof pages
such as4-9.

HE Usecommasto export individual pages
suchas3, 8.

2 Check Spreadsto export spreadsasa
singleEPSfile.

I |
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€D The Export BPSdialog box lets you create
an EPS file that can be placed i n other programs.
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€ The Advanced sectionin the Export EPS
dialog box containsproduction controls for
creating an EPSfile.

pages — . _ __ ..

= all Pages
™ Ranges:
™ Spreads

€3} Choose the pagesto convert with the Pages
controlsin the Export EPSdialog box.

A64 InDesian CS Visual Ouickstart Guide



Exporting

Liswed 2 i |

3

BB Use the PostScript menu in the Export
EPS dialog box to set the type of printing
instructions.

oo | v =]

e Lasye Linchanged
| Embed ForfE! |y
) er— ]

& Use the Color menu in the Export EPS
dialog box to control the colors in the file.

Calor |

Emibed Forts-

€D Use the Preview menu in the Export EPS
dialog box to give a preview to the image.

The PostScript leve setshow complex the
instructions arethat are sent to the printer.

To set the EPS PostScript level:
e Inthe Generd area, usethe PostScript
menu to choose the following &

e Levd 2isused with older printers.

* Levd 3isused with newer printers. Use
Levd 3 only if you know the printer can
handle Levd 3 PostScript.

Yau can control the color spacein thefile.

To set the EPS colors:

e IntheGenera area, usethe Color
menu to chooseone of thefollowing
options &

o CMYK forcesthe colorsto CMYK. Use
thissettingfor processseparations.

* Gray convertsthe colorsto their
grayscalevdues. Usethisto limit the
colorsto ablack plate.

« RGB convertsthe colorsto RGB
color space. Usethisfor onscreen
presentation programs.

* Devicelndependent letsthe destination
printer use color management to
control the color in the EPS.

Not al programs can create a preview directly
from aplaced EPSfile. For thosethat cant,
you need to set a preview.

To set the EPS preview:
e Inthe General area, usethe Preview menu
to chooseone of thefollowing &):

* Noneaddsno previewto thefile.

* TIFF createsapreviewthat isvisbleon
both the Mac and Windowsplatforms.

e PICT (Maconly) createsa preview that
isvisbleon the Mac only.
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Just asyou can embed fontsin a PDFfile, you
can also embed fontsin an EPSfile.

To embed fonts in the BPS file:

e Inthe Generd area, usethe Embed Fonts
menu to choose one of the following
options €:

* Nonedoes not embed any fontsin the
file

* Completeincludesall the charactersin
the fonts.

* Subset includesonly the charactersyou
have used in thefile.

EPSfiles need to be formatted with aspecific

type of data.

To set the data format of the BPS file:

e Inthe General area, usethe DataFormat
menu to chooseone of the following
options &)

* Binaryisacceptablefor most instances.
« ASCIl isusedfor a PC network that
requiresASCII data.

HE Choose Binary. If you havetrouble
printing, then switchto ASCII.

Just asyou can add a bleed areawhen print-
ing adocument, you can add ableed to an
EPSfile. (See page 426 for additional discus-
sion on creating a bleed.)

To set the size of a bleed:

e Inthe General area, usethe bleed fiddsto
createableed area @.

Embad Eonts: | Sumt =|

-Eiake Format: {078 1
Compiota
Beed ——

€D Usethe Embed Fonts menuiin the Export
EPS dialog box to control how many characters
inafontareadded to the EPSfile.

Dt Pty 4500
e — By

£ Use the Data Format menuin the Export
EPSdialog box to specify the formatting
language of the EPS file.

S o T
E#'JI!.FIE wiﬁ

@ Setthesizeof the bleed i nthe Blesd fidldsin
the Export EPS dial og box.
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@ Usethe Export JPEGdia og box to convert
an InDesign document into a JPEG file.

Enport

_ Sedection
= Page: 1

_ Spreads

@® The Export optionsin the Export JPEG
dialog box.

InDesign Interchange Format

The InDesign I nterchange Format converts
an InDesign layout into aspecia type of
XML text filethat can be modified outside of
InDesign.

To export in the InDesign Interchange format:

1 Chooselnterchangefrom Formatsor Save
as Type menu.

2. Click Export or Save.

M@ Thereareno further controlsfor the
Interchangeformat.

2 Adobe hassaidthat the Interchange
format can be used to open InDesign CS
filesby the InDesign 2 application. Look
for further information on the Adobe
Web site.

Setting JPEG Export Options

Yau might want to convert an InDesign docu-
ment into a JPEGfile that can be posted on
the Web. This can be done using the Export
JPEG dialogbox @.

To set the area or page to be converted:

1 Usethe Export areain the Export JPEG
Settings I mage Quality menu to choose
oneof thefollowing:

» Selection exportsjust the selecteditems
asthe JPEG. (Thesdlection must be
made beforeyou choose File>Export.

* Pageto choose a specific page

2 If you are exporting a page, you can select
Spread to export al the pagesin the
spread (B,
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Yau can also control the quality of the JPEG
image and how it isdisplayed in the browser.

To set the JPEG quality and display:

1  Usethe JPEG SettingsImage Quality
menu to choose the quality of the JPEG
image asfollows {E.

* Maximum createsan imagethat is
closest totheoriginal, but whichisthe
largestinfilesze.

* High createsan imagethat hasasmall
amount of compression artifactsbut
issmaller in szethan the Maximum
setting.

* Medium createsan imagethat contains
anoticeable amount of compression
artifactsbut issmaller in szethan the
Maximum setting.

* Low createsan imagethat containsthe
most amount of compressionartifacts
but isthe smallest file size possible.

2. Choosea JPEG Settings Format Method
asfollows @:

* Progressivecreatesan imagethat
appearsgradually on the page. Thisis
similar to the Interlaced GIF @.

* Basdlinecreatesan imagethat appears
al at once, after the entireimage has
been downl oaded.

_ Image Dualty: [Maderm =]
FoiTran Maihan PRI !

@® ThelmageQuality menu controls the size
and the quality of JPEG images.

Fommat; Methad: [Ecccins :] ‘

e e |
-

@ The Format menu controls how JPEG
images arerevealed.

@ Anexampleof howa progrveJPEG
image appears.

SVG or 5YG Compressed?

If you choose to export as SVG, vou
may wonder about the choice for SVG
or SVIG Compressed. Thereis no dif-
ference-between the settingsfor SVG
or SVG Compressed files. However,
VG Compressed filesaresmaller.

Depending on how you want (o use
the 5V format, vou may not want to
compress your SVG files, For instance,
the compression may make it harder
to edit the SV file.

Check with your Web designer as 1o
which format you should choose.
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& The SVG Optionsdialog box contains the
controlsfor creating SVG and SVG Compressed

files.
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@ The SVG Optionsdiaog box contains the
controlsfor creating SVG and SVG Compressed
files.

Pagen
Pages S i
T Rampe 14
_ Expet Selection
_ Seready

@ The Pages options in the SVG Opiions
dialog box let you control which pagesare
exported into SVG files.

Exporting SVG Files

InDesign also letsyou export documentsin
the SVG (scaablevector graphics) format
that can be viewed on the Web.

To set the basic SVG options:

1 Choose S/G or SYG Compressed from
the Save as File Type (Win) or Formats
(Mac) menu. The SVYG Options dialog
box appears . (See the sidebar on the
opposite page for the difference between the
two SVG options.)

2 Click the More Options button to seethe
completeset of controlsfor exporting
S/Gfiles Q.

Yau can choose which pagesor even which

selected objectsare exported asan SVGfile

To set the area or pages to be converted:

1 InthePagesarea, sdlect All to export all
the pagesin the document f.
or
Select Rangeto enter specific pages.

3 Usethe hyphento sdlect arange of pages
such as4-9, or use commasto enter
individual pagessuchas 3, 8.

2 If you have any objectsselected, you can
check Export Selectionto convert just
those objectsinto an SVGfile.

3. Check Spreadsto keep pagesthat are
within spreadstogether in the SVGfile.
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SVGfilescan be changed using database
publishing.You may want to embed fonts so
that there are charactersavailablefor the
new text.

To set the fonts for an SVG file:

1 Inthe Fontsarea, usethe Subsetting
menu to choose one of the following Bk

#* None (UseSystem Fonts) does not
embed any charactersin thefile.

* Only GlyphsUsed embedsonly the
charactersin thefile. Thismay limit the
abilityto edit the text later.

* Common English embedsdl the
charactersin English documents.

* Common English & GlyphsUsed adds
any non-English charactersusedin
the document aswel asthe Common
Englishcharacters.

* Common Roman embeds characters
used in Roman language documents.

* Common Roman & GlyphsUsed adds
charactersused to Common Roman.

* Al Glyphsusesal charactersin afont
such as charactersin Japanesefonts.

Yau can aso control how placed images are
embedded within an SVGfile.

To set theimages for an SVGfile:

1 Inthelmagesarea, choose Embedto add
the imageinto the SVG file .

or

Choose Link to have the image exist
outside the SVG file.

R Usethe Link setting if you have many
SVGfilesthat usethe sameimage.

- Fonts —-
m!omV Glyphs Used

Fores (kR Systam Fonts)

Zommon Engltsh
rsges " ommon Enaltsh & Glyphs Used

Imm‘ Roman = ==
Comman Roman B Gypre Used

=pal-Ehypia
Dy iprtior -

& The FontsSubsetting menu lets you choose
how much of a fontisembedded ina SVG file.

m S— — S
Locatiore = Bmbed ¢ Lnk

&) The ImagesL ocation controlslet you
chooseto embed or link imagesin the SVG file.
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@ The Encodingmenu lets you choose how
much of a font isembedded in a SVG file.

If you select the More Options button, you
have two additional setsof controlsfor SVG
files @. The Transparency Flattener section
isidentical to the controlsin the Print dialog
box (see page 435).You can aso control the
CSS (Cascading Style Sheet) propertiesin the
exported SYG document.

To set the €SS properties:
+ Chooseone of the followingfrom the CSS

Propertiesmenu @:

» Presentation Attributes hasthe highest
level of propertiesand dlowsthe most
flexibility during editing.

* StyleAttributes createsadightly larger
filebut is necessaryif thefileisusedin
X.T (Extensive Stylesheet Language
Transformation).

* StyleAttributes (Entity References)
createsasmallerfile.

* Style Elementsis used when sharing
fileswith GoLive document.

Yau can also set how precisely the curvesare
drawn for vector shapesin the SVGfile.

To set the decimal precision:

e Enteravalueof 1to 7inthe Decimd fied
to set how precisdly the curvesshould be
drawn.

I The highest valueresultsin alarger file
sizebut createsthe best image quality.

Yau can choosethe encoding for the charac-
ter setin the SVG file. Ask your Web designer
which encodingis preferred.

To set the encoding:
e Chooseoneof the followingfrom the
Encodingmenu @:
o ISO 8859-1 uses ASCII character
encoding.
* Unicode (UTF-8) usesan 8-bit level of
Unicodeencoding.
¢ Unicode (UTF-16) usesan 16-bit level
of Unicodeencoding.
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Exporting Text

Yau may find it necessaryto export text from
InDesign. For instance, you may want to

send the text to someone who workswith
Microsoft Word. You can send them atext file
by exporting the text.

To export text:

1 Placeaninsertion point insidethe frame
that containsthetext. All the text within
that story will be exported.

3 Select an areaof text to export only that
portion of the text.

2 Choose File>Export. Thisopensthe
Export dia og box.

3. Choose atext export format:

* Rich Text Format keepsall the styles
and text formatting. Thisformat can
be opened by most word processors,
especialy Microsoft Word.

* Text exportsonly the charactersof the
text and discardsany stylesand text
formatting. Usethisoption only if you
want to strip out the text formatting or
if the applicationyou are working with
doesnot support the Rich Text Format.

* InDesign Tagged Text format exports
the text with specia codesfor loca
character formatting and styles. (See
page 350for more information on
workingwith the tagged text.)

4 Namethefile and choose a destination.
5 Click Saveto export thefile.

Working with InCopy
In addition to exporting storics as text
files, you can also export them for use
with Adobe InCopy. InCopy- is-the

word processing and editing program
that works in tandem with InDeesign.

A designer lays out InDesign pages
and then exports them to InCopy.
A writer or editor can work on the
text for those pages. The designer
doesn't have to worry that the writer
will inadvertently move something
or change the layout. And the writer
has many more word processing tools
than are available in InDesign.

For instance, InCopy lets vou edit
fext using automation text macros,
dynamic spell checking, a built-in
Thesaurus, and power Find/Change
controls, You can even track changes
using electronic notes.

If you are using InCopy, you will find
many of its commands and tools very
similar to the ones described in this
book. There are other commands,
however, that are unique to InCopy.

There are two ways to purchase
InCopy If you are 4 small company
with just a few designers and editors,
vou can purchase InCopy directly
from Adobe. If you are a large organi-
zation, vou should consider one of the
systems integrators who can configure
InDwesign and InCopy specifically for
vour needs, See the Adobe Web site
(www.adobe.com) for more informa-
tian.
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& The Packagefor GoLivediaog box lets you
control how InDesign documents are converted
toWeb pages.

@ The Encodingmenu in the Package for
GoLivedialog box.

Packaging for Golive

One of the great strugglesin desktop pub-
lishingishow to convert print publications
into aformat that can be viewed on the Web.
Perhapsthe best way to convert InDesign
documentsfor the Web isto use the Package
for GoLive command.

& Obvioudy the GoL ive package has been
designed especidly for usewith Adobe
GoLive CS However, thefilesin the
GoL.ive package are saved in formats such
asHTML, XML, JPEG,and GIF. These
filescan be opened or used by many other
applications.

The General areasetsthe most basic options
for the GoLive package &

To package a file to be opened by Gelive:

1 Inthe General area, usethe View with
menu to choose the browser to useto
view thefinished package @.

2. ChooseView PackageWhen Completeto
seethefinished packagedfile.

2 Desdlect thisoption to createthe package
without viewingit.

3. Choose oneof the options from the
Encoding menu. Ak the Web master
for your sitewhat this setting should be
s0 that it matchesthe encoding of the
GoLiveWeb Page.

Designing decuments for wse in Adobe Golive
The Package for GoLive feature can’t maintain every attribute of your InDesign layout.
Package for GoLive uses C55 (Cascading Style Sheets) 1o preserve typeface (if avail-
able on the viewer's computer), size, leading, underline and strike through, alignment,
indents, space before and after paragraphs, and text color,
Attributes not preserved in CS5 include baseline shift, ligatures, tracking, kerning, para- |
graph rules, justification, hyphenation, ne-break settings, keep options, and tab posi-

Lo
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The Imagesareasetshow imageswill be cre-
ated in the GolLive package €.

To set how images are copied into the package:

1 Chooseonedf thefollowingfor the Copy
to Images Sub-Folder:

* QOriginal Images copiesthe samefiles
used in the InDesign document. Use
thisif youwant to have GoLivehandle
the optimization.

* Optimized Original Images creates
low-resolutionWeb format files.

* Optimized Formatted | magescreates
low-resolutionimagesthat contain
any effectsor formatting appliedin
InDesign.

2 Usethe Image Conversion menu to
control how the optimized imagesare
convertedto Web format files ):

» Automatic lefi In[iesign choose which

type of image, GIF or JPEG, should be
used.

* GlFforcesal imagesto the GIFformat.
which is usually better for artwork that'
hasflat colorsor limited shadowsand
gradients @.

* JPEGforcesdl imagesto the JPEG
format, which is usually better for

photographicimages @.

Package For Golive

—= 1
‘mage Options '
Copy to Images Sub-Foider:
él:lr‘-?l‘.'l Imsges
EOptimized Original Images
El;]:ﬂlml;l_td Formatted irages

Imaps CoMvarsion: = Aclomatic m
.~ GIF Options —
Pawtir  Bdamine irods o4
¥ intertace
e JRECOptions ———
T imape Ouality——Medium -|.'r
* FormatMethod: | Bazeling 5_' %

&) The Imagesareaof the Package for GoLive
dialog box.

Package for GoLive dialog box.

GIF artwork

better asa GIF or asa JPEG.
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@ TheGIF 'ObtionsPdettemenu inthe
Packagefor GoLive dialog box.

Yau can usethe GIF Options to set how GIF
images are created.

To set the GIF options:

1 Usethe GIF Settings Palettemenu to
control the type of colorsin the GIF
imageasfollows @:

e Adaptive (nodither) createsa
representativesample of colors. Thisis
the best choice to keep the appearance
of the original image.

o Weblimitsthe colorsto the 216 Web-
safe colorsthat are present in both the
Macintosh and Windowsoperating
systems. Thismay cause aspeckled
appearancefor somecolors.

* System (Win) or System (Mac) limits
the colorsto the built-in colorsfor the
designated computer system.

* Exact usesonly those colorsthat are
exactly in the graphic, up to 256 colors.

2 If you choose Adaptive or Exact, set the
GIF Settings Color Depth to the number
of colors.

3 Check Interlaceto create an imagethat
appearsgradually on the page.

The JPEG settingsare the same asthe ones
used in the JPEG Export dialog box (see page

467).
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CUSTOMIZING INDESIGNm

orking with computer software
W Is a personal thing. I'm aways

impressed with how emotional
students are about how their software
should work. One student may hate
the way a certain feature works, yet
another may insist it's his favorite
thing in the entire program.
The InDesign team recognizes that
some people want the program to
work one way, and others want it
exactly the opposite. That's why
there are many ways to customize
the program. You can change the
keyboard shortcuts so that they are
similar to other softwareyou use. You
can modify thesettingsfor thedisplays
of imagesand onscreen elements. You
can control how text wraps around
other objects. Yau can even set the
softwareto automatically updateitself
sothat it isdwayscurrent.

Its al your choice.
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Modifying Keyboard Shortcuts

Keyboard shortcuts are the fastest way to
invoke program commands. However, if you
are used to workingwith other programs,
your fingersmay betrained to usethose
other shortcuts. InDesignletsyou changethe
keyboard shortcuts to keystrokes that match
your preferences.

InDesign shipswith two setsof shortcuts.
The default set isthe one that you have when
youfirgt use InDesign. Thisset usesmost of
the shortcuts found in Adobe products such
asAdobe Illustrator or Adobe Photoshop.
Theother set containsthe shortcuts usedin
QuarkXPress4.0.

To choose the QuarkXPress shortcut set:

1. Choose Edit >Keyboard Shortcuts.
The Keyboard Shortcuts dialog box
appears .

2. Choose Shortcutsfor QuarkXPress4.0
from the Set menu €¥.

3. Click OK.Thenew shortcuts appear in
the menus Q.

& Somekeyboardshortcuts are' hard
wired" to the program and do not change
to match the keystrokesin QuarkX Press.
For instance, the Zoom tool does not
changeto the XPress Control key (Mac)
or Ctrl-Spacebar (Win) shortcuts.

) The Keyboard Shortcutsdialog box lets
you changethe shortcuts used for commands,
tools, andpalettes.

S
« Default
Safides's Faviiiles }
Shortcuts for QuarkXPress 4.0 | ¢
M
) The St menu lets you choose a set of
keyboard preferences.

MeEw S
| ity

Defouh set
aclive

€} You can switch the InDesign default
shortcuts to the set for the QuarkXPress 4.0
keyboard commands.
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) The New Set dialogbox lets you name a
new shortcut set and choosewhich set it should
be based on.

Creating Your Own Keyboard Shortorts

I use quite a few different programs
from many different software com-
paniag, Pve taught C(inark¥Prees
for more than fifteen years, | work
with both Adobe Hhustrator and
Macromedia FreeHand, | also know
Adobe Photoshop and Macromedia
Fireworks, And | use InDesign to lay
out all my books,

I don't change InDesign’s keyboard
shortcuts o follow all those other

programs. | find it casier to concen-
trate on learning InDesign’s shortcuts.

If you work with other programs such as
Macromedia FreeHand, you may want to
createyour own shortcut set to matchiit.

To create a new shortcut set;

1 Choose Edit >Edit Shortcuts.

2 Choose New Set. Thisopensthe New Set
dialogbox Q.

3. Enteranamefor the set.

4. Chooseaset that the new set will be based
on.

3 A set must be based on another set so that
it starts with someshortcuts. However, if
you later changesomethingin the original
<et, the one that was based on it does not
change.

5 Click OK. Yau can now edit the set as
described on the next page.

If youwant alist of keyboard shortcuts to
print out and post next to your computer,
you can create afile with al the shortcuts.

To create alist of the keyboard shortcuts:
1 Choose Edit >Edit Shortcuts.

2 Usethe menu to choosethe set.

3. Click the Show Set button. Thisopensthe
list of shortcuts.

I Thelist of shortcutsisopened in the
followingapplications:
* Notepad (Win)
o TextEdit (Mac OSX)

4 Printthetext file
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Modifying Keyboard Shortcuts

Chapter 20

Yau can changethe shortcut appliedto a
command. However, not all commands have
shortcuts assigned to them. So you can aso
assign ashortcut to commands.

HE Yau can changethe keyboard command

shortcuts for any set except the Default or
QuarkXPress sets.

To change or assign a shortcut:

l. Chooseashortcut set in the Keyboard
Shortcuts dialog box.
or
Cresate anew set.

2. Usethe Product Areamenu to choose
the part of the program that containsthe
command to which youwant to assigna
shortcut ©.

3. Chooseacommand from thelist under
the Product Areamenu i}.

4. Usethe Context menu to choosein what
portion of the program the keystroke will
work @.

§. Click insidethe New Shortcut field to
makethat field active.

6. Pressthe keyson the keyboard that you
want to assign to invoke the command.

2 If the keystrokeis already assignedto
another command, the command that

usesthe shortcut islisted in the Currently

Assigned To area ).

7 Changethe keysif necessary by selecting
them and typing a new combination.

or
Click Assign to apply the new shortcut.
8 Click Saveto savethe set as modified.

To delete a set:

1 Usethe Set menu to choosethe set you
want to delete.

2. Click the Delete Set button.
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) The Product Areamenu lets you choose
which parts of the program you want to change.

e
— [a=sign Frofes..
|Check Spelling...
—{Clear
~ |Color Settings...
__|Convert to Profile...
i The Commandsfield containsa list of the
commands available for a specific product area.

Aderts, Dialogs
Taxt
- _Dplaubt | 4 Arcipn
Tables
| XML Selecthion
e (gt
) The Context menu lets you choosein which
context a keyboard shortcut isapplied.

Carraeshy Arcigned im:
[ i)

-t
D The Currently Assgned to area shows what
command a keystrokeis assigned to.
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Setting the Preference Categories

InDesign has nine different categoriesthat | et
you customize how the program works.

To choose a preference category:

1 Choose Edit >Preferences(Win) and then
choose one of the preferencescategories.
Thisopensthe Preferencesdialogbox ©.
or
Choose InDesign >Preferences (Mac)
and then choose one of the preferences
categories.

2 Click the categorieson the left side of the
dialog box to open anew category @.
(See the chart below for the settings for each
category and itsdescription.)

@ The preferences E

W  categoriesin the Preferences
Lok dialog box.

The 12 Preference Categories B
Frint (efegery Settings
General

Comment

The Genera preference (see page
485) contain the settingsfor page
numbering, tool tipsand tool
palette, printing, font embedding,
clipboard, and warning dialog
boxes.
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Chapter 20
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Print Category Settings Comment
Text fua The Text preferences(see page
S M 488) control the settingsfor elec-
] ki . .
P tronic character formatting, how
s pun s imported text islinked, and input
i of non-Latin text.
Fom e
9 o Trpose 1 (uoms
B [

The Composition preferences
(seepage 490) control whichtext
problemsare highlightedand the
rulesfor text wraps.

Units& Y The Units & Incrementsprefer-
Increments e 100y = ET ences (seepage 492) let you set
| e the unitsfor rulers, palettes, and
[ |
o Y .. dialog boxes, aswell as how much
T : keyboard shortcuts moveand
prweefEl modify items.
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Bt W Y
g pr 00 homiem
482 InDesign CS Visual QuickStart Guide




Customizing InDesign

Print Category Satings Cammard
iGrids [ " The Gridsoptions (see page 493)
e let you set the colorsand incre-
"""i L~ . mentsfor the baselinegrid and
mtﬂ-— document grid.
e s [ 2]
- —
N rITE—
SOETTEE - TE
T Gy B
B I
B i i -
iGuides & ke & it Eal The Guides & Pasteboard prefer-
Pasteboard e e e €Nces (see page 494) let you set the
o :
Lot H colorsfor guides, the snap zone
e | ffor guides, and the height of the
o (B m = ipasteboard.
B e e "'. 3
L - -
e i F_
I ke 1 Bk
e T
e il Ot T
Dictionary Dewray The Dictionary preferences(see
g (s | page 496)let you choosethe
e ] s [defaultlanguage,the hyphenation
__: = - exceptions, and how to work with
e e | 5 a custom user dictionary.

B o - DT e T
= scyrmow A S v eoaied
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Setting the Preference Calegories

Chapter 20

Print Category Semings Comment
Spelling ey The Spelling preferences(see page
ol 497) let you refinewhat problems
e arefound during aspell check.
s | ok
Lt e e ko) L b
Story Editor | ferfmmsms The Story Editor preferences(see
Display "'“""_:""__ 2 54— page 326) let you changethe dis-
i . play of the Story Editor.
o [ Bl wemat
g [Taras | ke
T [~ > Cow v]
T s 45 Miag
L Oreres
fr F e e
b T
£ g
Display e e The Display Performance prefer-
Performance "::“_ - 3 ences (see page 497) control the
i sk settingsfor how p!aced images,
Py e artwork, and specid effectsare
ot # T ™ st iy displayed on the screen.
S o e i
i s T
Ty -.:—
I i il T
o lmbminin |
FileHandling | seseis E T The File Handling preferences(se;
[ N — e | page 499) control where back up
i e it g | on g qved dataarelocated.
STy iy
© i B Frmareerd P g =
mren e
T P v e T
L i ey il e e
Updates . 3 The Updates preferences(see page
Detern 500) let you set when InDesign
o e T - :
s checksfor new versions.
it ey et |
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- General Options

@ The Page Numbering Vien menu lets you
choose the section numbersor absolute numbers.

Section numbers

F 5
i — i
AR LR
1 2-3 4.1 |

Absolute numbers

AnEnnEARlnnEAREAR

R-7 (] =11 | F-1 d. 1 T-1
P The difference in the Pages pal ette between
using absolute numbers and section numbers.
The black trianglesindicate the start of a new
section.

® An exampleof a Todl Tip that appearswhen
you pause over an interface element.

General Preferences

Ordinarily, you want page numbersto bedis-
playedin the Pages pal etteaccording to their
section numbers (seepage 251). Thisusualy
startsat number 1 and endswith thelast page
of the document. However, if you have severa
sectionsin the same document, they could dl
have a page number 1. The page numbering
preferenceschange how the page numbers are

displayed.

To set the page number preferences:

e Chooseoneof the followingfrom the

Page Numbering View menu @:

* Absolute Numbering ignores any
section numbers and usesthe physica
placement number of the pagein the
document @. Usethisif youwant to
print a pagethat has the same number
asanother pagein aseparatesection.

# Section Numbering usesthe numbers
set from the section options @.

Tool Tipsare explanationsand notesthat
appear when you pause your cursor over a
tool or onscreen element. Yau can control
how fast Tool Tipsappear.

To control the Tool Tips:
e UsetheTool Tips menu to choose oneof
thefollowing ®:
« Normal waitsamoment before
displayingthetip.
* Noneturns off the display of thetips.
* Fast displaysthetipsamost

immediately after the cursor pauses
over thetool or feature.
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General Preferences

Chapter 20

Yau can also changethe orientation and
arrangement of the Toolbox.

To change the display of the Toolbox:
o Usethe Floating Tools Palette menu to
choose how the Toolbox is displayed @:
* SingleColumn displaysthe palettein a
singlevertical column @®.
* Double Column displaysthe paettein
two vertical columns .
» SingleRow displaysthe palettein a
singlehorizontal row .
HE Yau can also changethe shapeof the
Toolbox by double-clicking the Toolbox
title bar.

The Print Options control how InDesign
prints documents.

To set the print options:

e Choose Overprint Black to havedl black
ink automatically overprint any other
colorsit passesover @. (See Chapter
18," Qutput” for moreinformation on
preparing a file for printing.)

The Font Downloadingand Embedding

section controlsthe threshold below which a

font issubset.

To choose the threshold for font subsetting:

e Enter an amount in the Always Subset
FontsWith Glyph Counts Greater Than
fidd @.

I A number such as 2,000 ensuresthat
fontswith large character setsare dways
subset, creatingsmaller files. But custom
fontswith only one or two characters
aresentin their entirety. (Theword TIP
in thisbook issuch acustom, single-
character font.)

Fhoatirg Tools Palerre: | - Simgle Calurmn
Dauble Column

1 Dptions Lingle Row

@ The Hoating Tools Pal ette menu lets you
choosethe configuration of the Toolbox.

¥

.:*.
.2
T

-

.
.
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%
T
‘x

ST

(P Thethreearrangementsfor the Toolbox.

T ¥ Ot [Elack ] Swatch Bt 100RG

) The Print Optionslet you set the color black
to overprint other colors.

Mmﬁ%
ey wikmwd ety weth ghoh courh et Bae D0

@ The Font Downloadingand Embedding
lets you contral if fonts are embedding or subset.
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™ Profer PDF ISR PTG = DE POF to Chpboard
[T Presarve Text Attributes I FaiEg

O The Clipboardoptionslet you control the
type of information that iscopied from InDesign
or pasted into InDesign.

InDesign preferences

I Preler POF When Pasc

EHEI |no: Sransparescy peppont
M rreseree Pathis

(P ThelnDesign and Illustratorpreference
settings allow you to pastelllustrator art as
editable InDesign paths.

Aiment A Waming Dldegs |

@ Click the Resst All WarningDiaogsto
bring back those annoying alert messageswhen
you perform certain actions.

The clipboard containsthe information
stored during acopy or cut command. Yau

may need to changethe options for what type

of information isincludedin the clipboard.

Thisisespecidly hel pful when pasting objects

to and from Adobe Illustrator and InDesign.

To set the clipboard format:

e Check the Clipboard options as
follows i

* Prefer PDF When Pastingletsyou add
[llustrator graphics asself-contained
PDFfilesthat retain all the effectssuch
astransparency and drop shadows,
applied to the PDF. Desdlect this
option in order to copy and edit paths
from Illustrator or Photoshop. Also,
in lllustrator,you must changeits
Clipboard preferencesto AICB (no
transparency): PreservePaths before
you copy theitem .

* Copy PDFto Clipboard letsyou copy
dataas complete PDFfiles. Sdlect this
option in order to copy and paste
pathsfrom InDesigninto Illustrator or
Photoshop.

* Preserve Text Attributes When Pasting
maintainsthe formatting of text that is
pasted from e-mail or word processing
applications. Deselect thisoption in
order to have InDesign’s formatting
overridethe text formatting.

Every once in awhile you may seeadialog
box that warnsyou about doing something.
These alertshave boxes you can check so you
never seethe warning again. If you've turned
them off, you can reset them dl to turn back
on.

To reset the warning dialog boxes:

e Click the Reset All Warning Dialogs
button at the bottom of the Genera
preferences €. An alert box informsyou
that you will now seethe warnings.
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Text Preferences

Chapter 20

Text Preferences

The Character Settings control the szeand
position of superscript, subscript, and small
cap characters @. (See page 55 for working
with the superscript, subscript, and small cap
characters.)

To set the character settings preferences:

1 Enter amountsin the Szefield to control
the Sze of the characters .

2 Enter amountsin the Position field
to control how far aboveor below the
basdlinethe charactersare positioned @.

The percentageamount isbased on the
total spacebetween thetwo lines.

Usethe Type Options controlsfor working
with text .

To set the type options preferences:

1 UseTypographer'sQuotesautomatically
changestypewriter quotesinto the proper
curly guote characters ¥

2 Automatically Use Correct Optical Size
setsthe correct valuefor the optical size
of Multiple Master fonts.

3 TripleClickto Sdect aLinedoesthe
following:

« Threedickssdectsaline.
* Four clicksselectsa paragraph.
* Fvedlickssdectsthe story.

3 If thisoption is unchecked, three clicks
selectsthe paragraph and four clicks
selectsthe story.

4. Adjust Text Attributeswhen Scainglets
the text point szeincreaseor decrease
when scaled.

5 ApplyLeadingto Entire Paragraphslets
InDesign work more like QuarkXPress.

Character Sattings

. . o P
Reencrph: fo. % pare |
Subsoriph: [50.7% 33,5
L T —

& The Character Sétti ngscontrol the sizeand
position of superscript, subscript, and small cap
characters.

Vectorbabe™ vt
Vectorbabe s swmsi

@ An example of how changing the super-
script Szeand position makes a registered
mark less obnoxious.

Tyes Options
@ Usa Typogragher's Guotes

| P Automateay e Conect Optca S
F Triphs Cick to Select aline
= achust Text &ttrbutes when Scaling
™ Apply Lewding (0 Entire Paragraphs

@& The Ty[;e- Optionslet you_cha;nge the
preferences for how text is set.

"TheWizard of Oz"
"TheWizard of Oz"" o

2 Anexample of using typographer's quotes.
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Links ==

= Create Links When Placing Text and Spreadsheet Flies

@ The CreateLinksWhen Placing Text
and Spreadsheet Fileslets you control if text
documents are linked to their original files.

— Inpast ethod Cpltions
™ Use Iniee Inpuit for Mor-Lastin Test

&) The Input Method Optionscontrol how
non-Latin language fonts are set.

Previousversionsof InDesign would auto-
maticallylink text and spreadsheet docu-
ments back to their original file. Whilesome
people might have found thisagood work-
flow, it aso could cause problemswhen the
document was sent to others for final output.
TheLinksoptions letsyou control if placed
text filesare automaticallylinked to their
original source.

To chooseif text files are linked or embedded:

e Clicktheoption CreateLinksWhen
Placing Text and Spreadsheet Filesto
link those styles back to the original
files @. Thisdlowsyou to make changes
to the word processor or spreadsheetfile
and havethem update automaticallyin
InDesign.

2 If you do updatethefilein InDesign, all
local formatting you have applied will be
discarded when the text is updated.

A non-Latintypefaceis onethat uses2-byte
and 4-byte characters. Japanese, Korean, and
Chineseareexamplesof non-Latintype-
faces. If you work with non-L atin typefaces,
you may need to use featuresin the operat-
ing system to enter charactersinstead of the
keyboard.

To use the system to enter mon-Latin text method:

e Click the option UseInline | nput For
Non-LatinText to alow you to input text
using the operating system features @.
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Composition Preferences

Chapter 20

Composition Preferences

The Highlight settingslet you control which
partsof thetext are highlighted to indicate
composition or typographic violationsor
substitutions €.

To set the highlight options:
# Set the Highlight options asfollows @:

* KeepViolationsdisplayslinesthat have
been broken in violation of the Kegp
With settingsthat you chosefor the
paragraph options (see page 353).

= H&J Violationshighlightsthose
areasthat violatethe hyphenation or
justification controls (see page 360).

2 H&J Violationsoccur when InDesign

has no other way to set the text except to

break the H&J controls.

= Custom Tracking/Kerning highlights
the text with tracking or kerning
appliedtoit (seepage57 and 58).

 Substituted Fonts highlights characters
that are substituted for afont that is not
installed in the computer system (see
page 352).

R Thisisthefamous pink highlight that
many people seewhen they import text
or changetypefaces.

I If the shapeof the uninstalledfont exists
in the Adobe Type Manager database, the
shapeof the font is approximated. If not,
adefault font is used.

* Substituted Glyphshighlights Open
Type characters that have been
substituted with alternate glyphs (see
page 368).

Highight —
™ Keso Wolrbors: F subartubed Font
[ HES viclatiors: I fwubsithuted Ghoks
™ Custom TrackngKesming

& The Highlight Settingslet you choosewhich
typographicproblemsare displayed with a
highlight.

low bricksone by one. She
started dowly at first, but

then started to walk faster
@ Anexampled text with a highlight applied.
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Tast Wrap M. Yau can adso control the effect of the Text
I usttfy Tart Sest to an Clpect Wrap settingsand how text wrapsaround
 Ship By Leading objects ).
™ Taxt Wrag Oy Affects Text Borgath .
) The Text Wrap controlsin the Composition To set the text wrap options: i
category. e Chooseoneof thefollowingfrom the

Text Wrap options:

* Justify Text Next to an Object forces
it did not ke - text next to an object to be judtifiedif
longtofind === I | Of it wrapsaround an object insidethe
one paved with * weellon frame €51
it dd not tke ____ her on * Skip by Leadingforcestext that has
long to find, =" "7 the wrapped around an object to moveto
one_paved with! ydlow the next availableleadingincrement.
€D The effect of setting the Justify Text Next to Thisavoids problemswheretext
an Object. may not line up acrosscolumnsor

frames €.

e Text Wrap Only Affects Text Beneath
causes InDesign text wrap to only work
on text below the abject, rather than
text above and below the object. Turn
thissetting on to have InDesign work
more similarly to QuarkXPress.

@ Notice how, when Sklp by Leadingisturned
off; the text does not line up acrosscolumns. And
when it isturned on, the text does line up.
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Units & Increments Preferences

Chapter 20

Units & Increments Preferences

All the art directors| ever worked with speci-
fied measurementsin picasand points. But
you may fed more comfortableworkingin
inches, centimeters, or something ese. The
Ruler settingslet you specify the unitsfor
rulers.

To set theruler units:

1 Usethe Origin menu to sdlect one of the
following €B:

» Spread setsthe horizontal ruler to
stretch acrossthe pagesin aspread.

* Pagesetsthe horizontal ruler to reset
for each individual pagein aspread.

» Spinesetsthe horizontal ruler to stretch
acrossthe spine of the document.

2 UsetheHorizontal or Vertical menusto
select the unit of measurement for each
of therulers €. (See page 26 for more
information on setting the ruler units.)

ar

Set an amount, in points, for acustom
unit of measurement gg). For instance, a
Custom setting of 14 points meanseach
tick mark on the ruler is 14 points €.

There are several keyboard shortcuts (seethe
Appendix) you can useto move objects, or
increasetext settings. The keyboard incre-
ments control how much the objectsmove or
the text changes €.

To set the keyboard increments:
e Enter an amount in the fieldsasfollows.

* Cursor Key letsyou choosethe amount
that the arrow keys should nudge
objects.

* Size/Leading controlsthe amount that
the type size and leading changes.

» BasdineShiftletsyou set the amount
that the baselineshift changes.

» Kerning controlsthe amount that the
kerning changes.

Grigin; | «» Spread E
Fage |

Horizontal:
e

e
Wertical: H

B The Origin menu lers pou choese how the
rulers stretch acrossthe page.

Horizonal: |« Points

s
Ficas E

Werthgal:
 Inches
board e 4 Inches Decimal
Keyboar fncremeri; Mifimeaisrs
Cursor Key: Centimeters
Size/Leading: Liceros
CusTom

Baseline Shift: *—-——r
€ The Ruler Unitsmenu lets you choosea un
of measurement for the horizontal or vertical
menus.

icad; | Custom

m -:I-l- poinis

€ The Custom menu lets you choose how
many points per tick appear on theruler.

L |

2 Wil B
I PRI T L AT
L. boegiaie [ wMe
GG - i =307
o3
\ Sl ek
" Tk

x

& Acustomruler unit of 14 points means that
each major tick ontheruler represents 14 points
Here 5tick marks measure 70 points.

— Kevboard Incraments
T
S

_mm::lﬁ 11000 am

‘ The Keyboard Incrementsfieldsin the
Units & Increments category.
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L -
gl [WLw s =
N
| L
L

€D The BasdineGrid controlsin theGrids
category.

Dot i ———————————=—==—

Lo ]i.-.n {irie ;]
B T
. oy

€ The Document Grid controlsin the Grids
category.

L
F ks i ek

) The Gridsin Back optionin the Grids
category.

Grids Preferences

The Basdine Grid options et you control
the color and position of the baselinegrid
whichisusedto digntext acrossframesand
columns. Change these preferenceswhen
the default color isdifficult to seeon the
screen &

To set the baseline grid options:

1 Usethe Color menu to chooseacolor for
thebasdinegrid.

2 Enter avauefor eachof thefiddsas
follows

* Start positionswherethe grid should
start on the page.

* |ncrement Every setsthe distance
betweenthelinesof the grid.

* View Threshold setsthe lowest
magnification at whichthegridis
visble.

To set the document grid preferences:

1 Usethe Color menu to choose acolor for
the document grid €&
2 Enter avaluefor the Horizontal and
Verticd fid dsasfollows:
* Gridline Every setsthe distancebetween
the mgjor linesof thegrid.

* Subdivisionssetsthe number of
secondarylinesof thegrid.

To set the positioning of the grids:

e Check Gridsin Back to positionthe grids
behind graphicsand text €E).
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Chapter 20

Guides & Pasteboard Preferences

The Colorsareaisarainbow of choicesfor
how to color onscreen guidesand areas .

To set the onscreen elements colors:

Usethe menusto set the colorsfor each
of thefollowing:

* Marginssetsthe color of the guides
created by the marginssettings(see page
2T).

* Columns setsthe color of the guides
created by the column setting (see page
21).

* Bleed setsthe color of the guide around
the bleed area (see page 35).

» Slugsetsthe color of the guide around
the dug area (see page 35).

* Preview Backgroundsetsthe color of
the areathat surroundsthe pagein the
preview mode (see page 36).

To set the Guide Options:

1

Usethe Snapto Zonefield to set how
closethe objectsshould be when they
snap to guides @. Thisamount issetin
pixels.

Check Guidesin Back to hide the guides
when they appear behind objects.

To set the Pasteboard Options:
e Enter an amount in the Minimum

Verticd Offset to increaseor decreasethe
amount of pasteboard space aboveand
below the page @.

o . = ey
BT . [ Tre—, =
Cokerr: [l v |

I Seact [Wrers e
R 11 T T =l
Breview Backgrount [Eom oo e

&) The MarginsCaolor menuin the Guides
category.

[ Guide Cobord

E"ﬂ!‘h:llﬂ'l.‘F

e I Gusdes i Back

@ The GuideOptionsin the Guides category.

@ Usethe MinimumVertical Offset to contro
how tall the pasteboard areais.

iy e H
.-F Ll
7
¥'_|_-.-_'h_‘_-.-_‘_—_r_

. 1 Hp
|

- L S — e L

@ Theeffect of increasing the minimum
vertical offset.
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Language: English: U5A ﬂ
Hyphenation i ﬁ'm-:l:lmlnl E
— ———— 3
Double Quotes: ™ K H
i-""ﬂll Cuotes: e E

@ The Languagecontrolsinthe Dictionary
category.

Double auote choices

Single quote choices

\Eaceptons ..

(® The Quotemenusin the Dictionary
category.

Dictionary Preferences

Thelanguagesettingsare used for checking
spellingaswell as hyphenation and quotation
marks @.

To set the language options:
1 Usethe Language menu to set the default.

[ If you do not see any other languagesin
the Language menu, you needto do a
custominstall from the InDesign installer
CD.

2 If you haveinstalled specia hyphenation
preferences,choose a preferencefrom the
Hyphenation menu.

3 If you haveinstalled specia spelling
preferences, choose a preferencefrom the
Spellingmenu.

4. Usethe DoubleQuotes menu to choose
the charactersfor double quotation
marks.

5 Usethe Single Quotes menu to choosethe
charactersfor singlequotation marks.

& The Quotes menuslist the quotations
used for different languages, such as
Spanish and French. Or you can enter
your own specia charactersin the
fidd @®.

InDesign CS Visual QuickStart Guide 495

saxuasajasg Asouoipig



Dictionary Preferences

Chapter 20

The hyphenation exceptionslet you choose
to apply the hyphenationscreated by editing
the Dictionary (seepage 366) or thosebuilt
into the application.

To set the hyphenation exceptions:
e Chooseone of thefollowingfromthe

Compose Usingmenu @:

e User Dictionary usesonly the
hyphenation exceptionsset by editing
the Dictionary.

* Document usesthe hyphenation
exceptionslist stored insidethe
document. (See the next exercise for how
toadd the user dictionary hyphenation
exceptionsinto a document.)

* User Dictionary and Document merges
the exceptionsin both the document
and the user dictionary. Thisisthe
default setting.

The User Dictionary optionslet you merge
hyphenation exceptionsinto adocument and
create new hyphenation exceptionsthat affect
the document @.

To set the user dictionary preferences:

1 Merge User Dictionary into Document
addsthe hyphenation exceptionsin the
user dictionary into the document. Thisis
on by defaullt.

I Thisisespecially useful if you send the
nativeInDesign document to aservice
bureau for output.

2 RecomposeAll StoriesWhen Modified
appliesthe new exceptionsin the user
dictionary to all the storiesin the
document.

User Dionsnarg
Hyplamation Excepion)

Lomgoss Usieg’ | » Uner Defienary ard Documsei |

&) The CompositionUsngmenuin the
Dictionary category.

User Decticnary

W Merge User Dictionary into Doument
™ Recompose ARl Stories When Modified

& The Language controls in the Dictionary
category.
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@ Use the Find controlsin the Spelling
category to choose which wordsare flagged
during a spell check.

DOptions

Optimized
Default View: |+« Typical

He uali
# preserve oh Gewiliy

@ The Default View Settingscontrolsin the
Display Performance category.

Spelling Preferences

The Find section of the Spelling preferences
control what types of problemsthe Spell
Checker flagsduring aspell check iE.

To set the Find options for Spelling:

Sdect Misspelled Wordsto find words
that are not known in the spelling
dictionary.

Sdect Repeated Wordsto find instances
of wordsthat are repeated, such as"'the
the Spell Checker."

Sdect UncapitalizedWordsto find
wordsthat arelisted in the dictionary as
capitalized. For instance, proper names of
countriesare capitalizedin the dictionary.

Sdect Uncapitalized Sentencestoflag
uncapitalized wordsthat begin sentences.
For instance, the figure numbers | use
inthisbook areinterpreted by the Spell
Checker as uncapitalized sentences. So |
can turn off thisoption to avoid having
those numbers flagged.

Display Performance Preferences

The default view isthe view that is used when
documents are first opened.

To set the default view:

1

Usethe Default View Settingsmenu to
choosewhich of the display performance
settingsis automaticallyapplied to new
documents €.

Check IgnoreLocd Settingsto override
any individual settingsappliedto graphics
(see page 211).
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Display Performance Preferences

Chapter 20

TheAdjust View Settings controlshow
images appear onscreen for each of the
three view choices ). (See page 210for more
information onworkingwith the Adjust View
Settings.)

To choose the options for Adjest View Settings:

1 Click oneof the radio buttonsto choosea
view setting.

2 Dragthedider controlsto set the quality
for raster images, vector graphics, and the
transparency effects.

3. Repeat for the other two view settings.

R It takeslonger for the screen to redraw if
you choosethe highest quality previews.

Anti-aliasingisthe term used to described

the soft edge appliedto either text or graph-
ics @.

To control the anti-aliasing of text and graphics:

e Check Enable Anti-Aliasingto add asoft
edgeto the type and graphics displayed
on the monitor €.

Greeking isthe term used to describethe

gray band that is substituted for text charac-

ters @.

To set text to be greeked:

e Enter an amount in the Greek Type
Beow field. Thissetsthe sze below which
the text characterswill be substituted
onscreen With gray bands.

BCALET Vil SATIGE
" Qutimised

™ 1R Quaslty
bighar Cpsbey

" Typcs

Amtor Images

Prasy
=
Foviary
b Geaphics &

Flmdnsr, alk s
Trareaenoy: £

&) The AdjustView Settingsin the Display
Performance category,

!Fnlﬁl! Armi-dlavng Lresk Typr Below .|:|:1

T T
@ Thecontrols for anti-aliasing, greeking

type, and resetting the defaultsin the Display
Performance category.

Dorothy -
Dorothy -

@ Theeffect of applying anti-aliasing to type.

(11"
¥ e TR
The Wizard of Oz by ™
L. Frank Baum

@ Theeffect of applyinggreeking to type.
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&) The Document Recovery Datasetting lets
you choose where to save temporaryfiles that
contain recovery data for your current work.

g rCmen P -
T e Do O gl

@ The Save Document Preview Imageoption

lets you add apreview to knowwhat the file

looks like before you open it.

-~ Vermn G
I rale s
o e ey = e A o
&) The Verson Cuecontrol lets you set your

copy of InDesign to be part of a collaborative
environment.

File Handling

If InDesign crashesor the computer isshut
down beforeyou can savethe InDesign
documents, afileis created that containsthe
recovered document. The Document Recov-
ery Data arealetsyou choose wherethat
recovered document islocated.

R Although most peoplewill usethe same
drivethat containsthe application, this
option letsyou specify afolder on adrive
that has more space than the one that
containsthe InDesign applicationfolder.

To set the temporary folder:

1 Click the Choose button in the
Temporary Folder area €.

2 Usethe dialogbox to choosethelocation
of the recovered documents.

The Saving InDesign Filesarealetsyou add a
previewto the saved file.

To add a preview image to the saved file:

e Click Save Document Preview Imageto
add apreviewto thefile @.

If youwork in acollaborativesetting, such as
amagazineor newspaper, you may want to
usethe AdobeVerson Cue softwareto help
coordinatethe variousfilesand document.
You canturnon thisfeaturein theVersion
Cuearea

To set the temprary folder:
1 Click EnableVerson Cue @.

2 Restart InDesign to apply the Version Cue
software.
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Updates Preferences; Configuring Plug-ins

Chapter 20

Updates Preferences

The Updatespreferencescontrolslet you
choose how often InDesign checksfor new
versionsof the software.

To set the online controls:

e Chooseoneof thefollowingfrom the
Update Options menu @.
* Never turns off al automatic updates.
* OnceaDay, OnceaWesk, or Once

aMonth automaticallyconnectsto
Adaobe Online.

Configuring Plug-ins

InDesign usesalargeset of plug-insasits
core set of commandsand features.You may
want to control which plug-insareloaded
each timeyou launch the program.

To select the plug-ins set:

1 Choose InDesign>ConfigurePlug-ins
(Ma&c) or Help>ConfigurePlug-ins
(Win) to open the Configure Plug-ins
dialog box &k

2. Choose aset from the Set menu.

To modify a plug-in set:

1 Sdectthe plug-inset.

2. If thesetisone of the default sets, choose
Duplicateto makea copy of the set.

3 Click the checkbox column to theleft of
the nameto enableor disablethe plug-in
from the set.

4. Usethe Display checkboxesto seethe
typesof plug-ins.

To see the informationabout a plug-in:
e Click the Show Info button in the

ConfigurePlug-insdia og box to open the

Plug-in Information dialog box .

_______(heck for ISR | Once Every Three Morrtrs
[ BT 9 Yl — s
]
§ o=
& The Check for Updatesmenu lets you
control how often InDesign checksfor new
update packages.
gy Rag-as
il e i el ——
T [ { Comms
o — N
s D=
iu.-.... X ﬂ: o e—
et naia i [
Bas i g 4 5
[ —— i g —— o
rye—— W B
P (T i T
B ool | o)
gy
W akee [ TR
LIS L AT L]
[ [ Te— W il

&) The ConfigurePlug-in dialog box iswhere
you can control which plug-ins get loaded when
you launch InDesign.

Ser Al Plug=ins E —
Adobe Plug=ins
O Reguired Plug=ins ] i
o g "
&) The three default plug-inssetscannot be
modified.
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KEYBOARD SHORTCUTS

syou become more familiar with
thevariousInDesign features, you
ould start to use the keyboard
shortcuts for the commands you use
most often. For instance, rather than
use the mouse to choose Fle> Place,
it is much faster and easier to press
the keyboard shortcut Cmd/Ctrl-D.

This appendix lists the shortcuts for
the Default set of menu commands.
Thisisthe set that isturned on when
you first open InDesign. As shown
on pages 478—480, you can change
these keyboard commands. However,
| find it difficult to search through
that dialog box to find a specific
command. Its much esser to look
through this list in order to find a
specificcommand.

Many of the commands are listed as
unassigned. This means that you can
enter your own shortcut for those
commands.

Some of the shortcuts are context-
sensitive—that is, they work only
in a certain context. For instance,
the shortcut to show or hide all
the palettes is listed as the Tab key.
However, that shortcut works only if
your insertion point is not in a text
frame. If itisin atext frame, pressng
the Tab key entersatab stop.
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Appendix

Theword unassigned next to acommand
meansthat the command is availablefor you
to add your own shortcut toit. Theword
Default- in front of ashortcut meansthat it
is used under dl circumstances. Theword
Text- in front of ashortcut meansthat it

is used only when inside atext frame. The
word Tables-in front of ashortcut means
thatitis used only wheninsideatable. The
lettersXML- in front of ashortcut means
that it is used when apply XML tags.

Macintosh Shortcuts

Thefollowing are the keyboard shortcutsfor
the Macintosh.

Application Menu

About InDesign unassigned
P_.nnﬁg_l.lre 'P'iug-ins |r1|mig:ln'.-:l'
FPreferences > Composition 1enzssigned
Preferences = Dhctionary s
Preferences » Display tididpmed
.PEI.'!’DI'D'H.TI.EE
Preferences = File Handling wrsgHed
Preferences > General Difoult-Cmd+ K
Preferences = Grids ||r||1.ﬂ?'g.'||.-d'
Preferences = Guides & uriismgmesd
Pasteboard
Preferences = Spelling wrERTed
Preferences = Story Editor nriassigred
Dhsplay
Preferences > Text e e
Preferences> Units & unassigned
Increments
Preferences> Updates unassigned
Edit Menu
Assgn Profiles unassigned
Check Spelling Dhefienl-Cond -4
Clear Diefals-Diclete,
Defrut-
Cmd=Delete;
Default-Del, Defalt-
Cmd+Tel
Calor Setings (e [Tz sl [ §
Corvert to-Frofte e
Cgry e fiandr-Copnd v

Cut Default-Cmd+X
Desdlect Al Default-
Shift+Cmd+A
Dictionary unassigned
Duplicate Default-
Cpt+Shifi +Cmd+D
 Edit in Ssory Editor Difanlt-Cmd+Y
Find Next Dipfanlt-
Opt+Cmad +E
Find/Change Default-Cmd+F
Keyboard Shortcuts unassigned
Peste Default-Cmd+V
Pastein Place Default-
Opt+-Shifk+H0md -+
Paste Into Diefanaly-
Opt+Cmd+W
Redo Default-
Shif+Cmd+2
Select All Digfanlt-Cmd+4
Step and Repeat Default-
Shift+Cmd+V
Transparency Blend unassigned
Space> Document CMYK
Transparency Blend unassigned
Space = Document BGH
Transparency Flattener umassgmed
Presets
Undo Default-Cmd+Z
File Menu
Close Default-Cmd+W
Document Presets> Define unassigned
Document Setup Default-
Opt+Cmd+P
Export Defaulr-Cmd+E
File Infn unassigned
Imiport XML umassigmen
Library smaisigmed
HMiw = Book Emasgimed
HNew = Document Digfaplt-Cmd+H
Open Defandt-Cmd+{
Package for GaLive maisigmed
PDF Export Presets> unassigned
Def.ine
Place Default-Cmd+D
Preflight Default-Opt+Shift+
Cmd+F
Primt Presets > Define
Primt Difauli-Cmd+FP
Revert umassigmen
Save Defanli-Cmd +5
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Sawe a Copy Drefaiie-
Opt+Cmd+5
SaveaVerson unassigned
SaveAs Default-
Shift+Cmd+S
Versons unassigned
Help Menu
InDesign Help Default-Help
InDiesign Omnline unassegred
Onlime Suppart undstgmed
Registration unassigned
Report aluag ietasrigred
Updates unassigned
Japanese Typography
Drebete Ghyph Ser iR g
Horizomtal RS g
Mew Glyph Set i g
Verticd unassigned
Loyout Menw
Create Guides
Farst Fage Defaul-
Shaft+Cmed+Page Up
Go Back Defauli-Cond+Page
Up
Go Farward Diefauli-Cond+Page
Down
Last Page Diefault-Shift+
Crmd+Page Dawn
Layout Adjastment ursassigried
Margins and Columns umassigred
Mext Page Diefault-Shift+Page
Down, Text-
Shifi+Fage Down
Next Spread Default-Opt+Page
Diown
Mumbering & Section urassigred
Crptinns -
Previous Page Digfault-Shift+Page
Up, Text-Shift+Fage
Up
“Previous Spread ——— Iufauir-OpFPages—
Up
Ruler Guides aimassigraed
Tabkle of Contents .'-':r:.'li:i B FRELSEI
Table of Contents mmassigned
Update Tahle of Contents massigmed
Update table of contents s g
uslng curnent style

Object Editing
Convert Clipping Path to urassigred
Frams

Decreasesize/scale by 1%  Default-Cmd+,
Decreasesize/scale by 5%  Default-Opt+Cmd+,

Horizontal Align Center unassigned

Horizontal Align Left unassigned

Huorizontal Allgn Right arassigred

Huorizomtal Drstribuge unassigred

Center

Horizontal DAstribate Left uru.ul:g'rud

Horizontal Distribuse urassigred

Right

Horizontal Hstribute urassigred

Space

Increase sizedscale by 1% wrmassigmed

Increase sizefscale by 5%  Defar-Opr-+Crnad4

Hudge Do Diefadt-Diawn
Arraw

Nudge Down 1/10 Default-
Shift+Cmd+Down
Arrow

Mudge Down 1/10 Difalr-Ohpe-+

Druplicate Shift+Cmds Down
Arraw

Nudge Down Duplicate  Default-Opt+Down
Arrow

Mudge Down x10 Diefalr-Shift+Down
Arrow

Nudge Down x10 Default-

Diuplicate Cipta Shifa Dhawn
Arroiw

Nudge left Defauli-Left Arrow

Nudge left 1110 Drefmedi-
Shift+Cmd+Left
Arrow

Mudge left 1/10 Duplicate  Defadr-Ope+
Shift+Cmd+ Left
Arrow

Nudge|eft Duplicate Drefaale-Cpe+Laft
Arrow

Hudge lefi xi0 Drefouelr-Shift+Left
Arrow

Mudge left x10 Duplicate  Defaul-
Opt+Shift+Left
Arrow

Nudgeright Default-Right Arrow

Nudge right /10 Default-
Shift+Cmd+Right
Arrow
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Appendix

Budge right 1714
Duplicate

Mudge right Duplicate
Budge right x10

Nudgeright x10 Duplicate

Nudge up
Nudge up /10

Nudge up 1/10 Duplicate

Nudge up Duplicate
Mudge up x10

Nudge up x10 Duplicate

Scl-adnﬂﬂ;ui:d.ﬂ

Vertical Align Bottom
Vertical Align Center
Vertical Align Top

Vertical Dristribute Bottom
Yertical Dstribuwie Center
Vertical Drstribute Space
Vertical Diistriburte Top

Object Menu

Arrange = Bring Porward
Arrange> Bring to Front

Arrange > Send Backward
Arrange> Send to Back

Button Options
Clipping Path

Compouand > Make
Compound > Release
Content = Graphic
Comtent = Text
Conteil > Uiasshgned
Comvert to Button
Corner Effects

Diefault-Opi+
Shifi+Cmd+Right
Armow

Difault-Opt+Right
Arrow
Dyfaule-Shife+Right
Arrow

Default-
Opt+Shift+Right
Arrow

Default-Up Arrow
Default-
Shift+Cmd+Up
Arrow
Diefanlt-Orpa+
Shift-+Cmd+Uip
Ao

Default-Opt+Up
Arrow

Default-Shift+Lp
Armpw

Default-

Opt+Shift+Up

Arrow

Diefault-

Opt+Cmd+G
urassgred
uriasirgried
urwssigeaind
urazsigeed
unassigred
unassigned
umazstgred

Defaui-Crmad+]
Defaullt-
Shift+Cenad +]
Default-Crd+
Default-
Shift+Cmd-+[

Default-Opt+

Shift+ Crnad+ K

Defaul-Cmd+8
unTssEgned
wrissgned

uHassigned
wrersEgned

Di:pln:,l = Wee View Sﬂ:mE
|1|'I|;r|:| Shadow

Feather
Fitting » Center Content

Fitting> Fit Content
Proporuenally
Fitting > Fit Confent to
Frame
Fitting = Fit Prame to
Content
Group
Image Calor Settkngs
Lock Position
Mlowie I!_':l|'.-1'in-115
Pathfinder = Add
Pathfinder> Exclude
Creerlap

hfinders]
Pathfinder = Minus Back
Pathfinder > Sabtract
Heverse Path
Sdect > Container
Selecr>Content

Skt Firt Object Abine

Sebect 2= Bant-Ofrpece Betorw

Sdect 5 Next Object Above
Sebect = Mext Object Below

Select > Mext Objectin.
CaroIpr

Sebect = Preveous Object in
Group

Set Tab Order

Sound Oplions

Text Frame Oiptions
Transform = Moe Guides
Transform = Move

Transform = Rotate
Transform = Scale
Transform = Shear

Ungroup
Unlock Position

Other
Add new index entry

imassigned

Ope+Cmd+M
wrssgned

Drefaulr-

Shift+Crmd+E
Default-Opt+
Shift+Cmd+E

Drefauils-

Ope+Cmd+E

i HTH S

Opet+Cmd+C

Defmult-Cmd+ G
wnssged

Defoul-Cmd <L
enessigned
wnizssgpned
unassigned

unzssEgned
wnassEgned
wnErEped
sl
unassigned
FrETTTTEN |

Dl —————
Opt+5hifi~Cmd+]—
Deefanli-
Opt+Shift+Cmd+|
Default-Opt+Cmd+]
Defai-Orpt+ L+
L -

rttais e

unassigned
um'i.':sfgrrﬂf
Defalt-Cmd+B
uHassigHed
Shift+Cmd+M
nmassgmed
nraisigred
rmassiged

Diefand-
Shift+Cmd+G

Diefauli-
Opt+Cmd+L

Texet-Ohpri+ Comdl+1)
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Add new indexentry
[reversad)

Add New Page

Add mew tapic
l'_'hl_:r Local Display
Seitings

Closeall
CloseDocument

Create outlineswithout
DEIEI:LHE hext

Lack Zero Podnt

Mew Defauln Document

Chpen index entry Diiakog
Saveall

Unlock Fero Point

Palette Menus

Book>Add Document
Book >Automatic
Documient Conversion
Book > Book Page
Humbering Options
Bk = Close Book
Book > Document
Information

Bk = Document Page
Mumbering (piions
Book > Remove Document
Bl = Repaginate
Book = Replace Document
Book = Save Book

Book = Save Book As
Book = Synchronize
Crptions

Bookmarks = Delete
Bookmark

Bookmarks> Go to
Sdlected Bookmark
Bookmarks> New
Bookmark
Bookmarks>Rename
Boaolmark

Bookmarks = Sort
Bookmarks

Character Styles>Delete
Syle

Text-Shift+Cmd+F8

Difanlr-Shift+
Cmnd+FP

nm@nﬂ
Digfande-Shift+
Crnd+F2
Default-Opt+
Shift+Cmd+W
Default-
Shift+Cmd+W
Default-
Opt+Shift+ Cmd+0

s
Dirfaplr-
Chpit-+Crmd 14
Text-Cmid+1]
Default-
Opt+5hift+Cmd+5

rmassgTed

unassigned
unassigned

umassigred

mmassigmed
wmassigmed

erassigred

rrassigmed
umassigned
massigmed
pmassigmd

umassigred
umassigned
unassigned
unassigned
unassigned
unassigned
umassigned

unassigned

Character unassigned

Syles>Duplicate Style

Character Styles> Load unassigned

Charscier Styles

Character 5tyles > New umassigned

Character Stvles> Redefine Text-

Style Oipt+5hifi+ Cad +C

Character Styles = Style urggsigted

Character = All Caps Drefauii-
Shift+Cmd+K

Character > Ligatures urassigned

Character > Mo Freak u.lm.ﬂ:'g:llm'

Character > Open snassigned

Type > [All Smiall Caps|

Character = OpenType > urnrssigned

| Contextual

Alternates|

Character > OpenType > g

[Default Figure Style)

Character > OpenType = i phed

[Denominabor|

Character > OpenType = wrgAged

[Discretionary Ligatures]

Character>QOpenType> unassigned

[Fractions]

Character = ﬂp:rl'l‘ppe} mprd

[Mumerator ]

Character> OpenType > unassigned

[Oedinal]

Character > OpenType = weHEFgried

[Proportions] Lining)

Character>Open unassigned

Type> [Proportional

Oildstyle]

Character > OpenType = ieHEER gHed

[Subseript/Inferios |

Character> OpenType> unassigned

| Buperscript/Superior|

Character > OpenType = urassged

[Swash|

Character = OpenType = itmssgmed

[ Tabular Lining]

Character = OpenType = it g

Tabular Oldstyle]

Character = OpenType = Hassigired

[TitlingAlternates}

Character> Shaw Ciptions ik igrid

Character=Small Caps Default-
Shift+Cmd+H
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Character > Strikethrough

Character = Strikethrough
Options
Character > Subscript

Character > Superscript
Charscter > Underline
Character>Underline

1.'.|11|:ii:|m.
Caolor > Add 1o Swatches

Calar = Show Optiomm

Conirol = Deck at Bottom

Control > Dack at Top
Control = Float
Flattener
Preview>Trangparency
Flattener Presets

Glyph > Delete Glyph from
Set

Glyph > Edit Glyph Set
Glyph = New Glyph Set
Gradient = Show Options
Hyperlinks = Delete
Hyperlink

Hyperfinks = Go To

Destination

Hypertinks = Go To Source

Hyperlinks = Hyperlink
Diestination Ciptions
Hyperlinks = Hyperhink
Options

Hyperlinks > New
Hyperlink Destination
Hyperlinks > New
Hyperlink From URL
Hyperlinks>New
Hyperlink
Hyperlinks>Rest
Hyperlink
Hyperlinks>Update
Hyperlink

Index > Capitalize
Index = Delene
Index > Duplicate
Index = Find

Index > Generate Index
Index>Go to Sdlected
Marker

Defandt-
Shift-+Cmd+f
unassigned

Default-
Opt+Shift+Cmd+=
Default-

Shifi+ Crnd+=

Defuni-

Shift+Cmnd+1L
unassigned
unassigred
nnﬂ.i!l.gmd
urassigraed
urlns:l'gnrd
uRassigred
umaisigmed

unassigned
nassigned
unassigned
unassigned
unassigned
wnassigned

wnisstpned

wtsdged
teasiEgned
wnassigned

unassigned

Index>Import Topics
Index = Mew

Index > Optians

I ndex> Remove Unused
Tovics

Index> Show Unused
Topics

Index = Lipdate Preview
Layer = Layer Oipticms
Layer = Merge Layers
Layer = New Layer
Laver > Paste Rememlers
Lavers

Layer = Sheww All Layers
Layer = Unleck All Layers
Library = Add All Items
on Page

Library = Add [tem
Library = by Mame
Library = by Mewest
Library = by Oldest
Library =by Type
Library > Close Libqary
Library > Dielete Tiem{s]

Librrary = Item Information

Library = List View
Library = Place Itemis)
Likrary = Show All
Library > Show Subset

Library = Thumbmnail View

Links Edit Original
Limks = Edit Original
Lirks = Erbed File
Limks = Go T Link
Links > Link File Info
Links = Link Information
Links> Relink

Links > Save Link Version
Limks = Update Link
Pages = Apply Master to
Pages

Fages = Detach All Objects
From Master

P‘:H,u = D'u]:hu‘h:- 'P‘:B,r.
Pages > Insert Pages
Pages > Master Options
Pages = New Master
Pages > Mumbering &
Section Options

unassigned
Defaud-Cmd+1
unaesigmed

unassigned
unassigned

wHissigted
iessignid
nasspHed
wnisrgned

inissgned

wrasgred
uﬂwégnrd'
umiassigned

umasstgned
smasstgned
uridaigmed
uriiadargried
urAssigaed
uruzssigaed

airsdisrgried
pr i
umss_'lgﬂ.rd
mn;nni
I"Iﬂ.“l:ﬂfﬂ'li
unassigmed
airassigred
uRassigreed
uru;.;l:g'rnpi
urassigred
unassigmed
rmassigried
massigred

urasriged
unassigted
-
u.m:.m;'rn-_d
nassgned
nrssEged
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Pages = Orverride All Dhefauit- States > Falette Orptions urassigred
Master Page [emas Ohpt+5hift+Cmd+L States > Place Content into urassigred
F;Eﬁb Remowe All Local m.l.u.-l.'ll?g'lun.-d' Stake
Crverrides States = State Options arassigraed
Pages = Save as Master smastgres Stroke > Hide Options rassigred
Fages = Spread uritasigried Stroke > Stroke Stvles srassigrrd
FIIMHU;EFELDdJqu a— Swaiches = Add Unnamad urassigred
Pagis= Colors
Flattening > Default Swatches = Delete Swatch umassigned
Pages> Spread unassigned Swatches > Duoplicate unrassigried
Flattening> None (Ignore Swatrh
Transparency) Swatches = Hide Options arassigred
Paragraph Styles > Delete urassigned Ehuﬂl:ru }E M;mgtrh urassigred
Stybes Swatchis » Wil rassigried
Paragraph unassigned m;u-ﬁtmﬂm :m[gm
i:!"]ﬁ ﬁplm‘;&ﬂ* ; Swatches = Merge Swatchies uraszigred
ragr Styles > Load m"md Swatches > Mame urassigred
Paragraph Styles : Swatches » Mew Color arassigred
Paragraph Styles>New unassigned Exratch
Paragraph Style .
Paragraph Toxt- mmmi = Mew Gradiemt anaisigried
Styles> RedefineSyle Opt+Sh1ft+Cmq+R Srratchen > N Mizsd Ink anassigned
Paragraph Styles> Style unassigned Group
Ciptions . .
B s jied Sweatches » Mew Mixed Ink unassigred
Faragraph Compoaes , Swatches> New Tint unassigned
Parapraph » Adobe Single- uriasitgned Swatch
lzie Compaser Swaich Select L
Paragraph > Halance upagigaed Demesd e 2
Paragraph>Drop Caps Default = - L i
and Nested Styles OptsCrmdeR ms'm"m :5'“"5 Isw“"“ﬁ.'*m —" g
Paragraph > Hide Options urassrgeied Tl > Clear Al HgT ;
F'a.rﬂgnph‘?Hwhenntinn urm?gurd' Tah= Repeat Tab umngmd
Paragraph > Justification  Difonuit- Tags> Dieleiz Tag i
+Shift+Cmad+] ;
s Tags = Lisad Ti
F.:.rag_r.a.pﬁ :-Heep Dpdinm: Diefauit ags > ags ""“’*':“““‘
OprCnd+K T e g et
Paragraph > Only Align umassigred g — ikl
First Line To Grid Tags>Select-All Unused umasignad
Fpiirlgsgraph > Paragraph Default-Opt+Cmd+] Tags> Sl Palette Rones ——
Separations unassigned - 1eEs=Tag Optmons L
Preview> Desaturate Black Tags>Untag Frame """“5-"'3"‘"’
Separations unassigned .'.Eu.ul'wm:nﬂ_q:i Baah - Hﬂﬂﬂm
Preview> Show Single Transform > Flip unassigred
Plates in Black L1 L1 1L — ;
States = Delete Content unagsigned Transéurm > Flip Vertical umassigred
fram State Transform> Reset Scaling unassigned
States = Delete State unassigred tn 100%
States = MNew State umassigred Transform> Rotate 180° unassigned
InDesign CS Visual Quickstart Guide 507

Ysojupoy



Macintosh Shortcuts

Appendix

Transform> Rotate 90°
CCW

Transform> Rotate 90"
CW

Transform> ScaeText
Attributes

Transform = Transform
Content
Transform>Transform
Group Contend
Transparency = Show
Opiions

Trap Presets>Assign Trap
Preset

Trap Pressts> Delete
Presets

Trap Presets> Duplicate
Preset

Trap Presets>Load Trap
Presets

TTIFI Presets = Mew Presst
Trap Preseis > Preset
Orptanais

Trap Presets = Select All
Unused

Structure Menu

Add Untagged Items
Delere

Delete DT

OTh F.Ipl:inn:

Edit

Lo b 1tem

impor DTD

Map Styles 1o Tags

Map Tags to Styles

Mew Attribute
New Comment
bew Element

[ew Processing
Instruction
Select o Structure
Show Attribubes
Show Comments
Show Processing
[nstruchcng

Shiow Tiexe Snippets
Tag Element
Walidare from Roat
Element

View DTD

unassigned
unassigned
unassigned
pagsigaed
unassigned
wnassigred
unassigned
unassigned
unassigned
unassigned

uﬂa.uismd
unassigmed

urssigried

unassigned
urssgted
wnszigHed

Structure Navigation

Collapseelement XML-Left Arrow

Collapse element and child XML-Opt+Left

elements Ao

Ezpand element XMIL-Right Arrow

Expand clement and child  XML-Opt+Right

elements Arrow

Extend XML selection XMI-Shifi+Down

Do Arrow

Extend XML selectionup ~ XML-Shift+Up
Arrow

Down

Maree XML selectionup XME-Up Aorow

Serall structure pane HML-Page Down

Drersm ciie SCTRETL

Scroll structurepaneup  XML-PageUp

onescreen

Sdect first XML node XML-Home

Sebect last XML node XML-End

nicbe

Sefect through last XML~ XML-Shifi+End

nivde

Yiew next validation error  XMT-Cmd+Righe
Armow

View previous validation  XML-Cmd+Left

error Arrow

Tables Menu

Cell Options> Diagona unassigned

Lines

Cdl Options> Rowsand unassigned

Columns

Cell Options> Strokesand unassigned

Fills

Cell- Options > Text Tinbles-Opt+ Covd+B-

Convert Table to Text unazstgued

Comvert Text b Table uraEsTgRed

Cotnvert 1o Body Rows unassigried

Comvert 1o Foater Rows e

Convert to-Header Rows e ssgned

Delete = Calumn Jeahigs-Shift+ Delete

Delete = Fow “Tabies-Cmid+Delete

Dielete = Talsle (FI[TELE TN

Dseribuse Columns Evendy- nassgmed

Erstrabute Rorws Evendy umussigrest

Ediv Fooner snassgnad

Edit Header EiassgTed

o B Rl i
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Keyboard Shortcuts

Insert Table

Insert > Column
Ingert = Row

Merge Cells

Select = Hody Rows
Selecn > Cell

Selecn > Column
Select > Footer Rows
Sebect = Header Rows
Select > How
Select = Table

Split Cell Horizomtally
Split Cell Vertically
Tahde
Ciptions = Aliermating
Column Strolkes
Tahle

Crptions > Alternating Fills

Table
Options > Alternating Fow
Strokes

Table Options = Headers
and Foolers

Table Options = Table
Setup

To Body

Ta Poater

To Header

Unmerge Cells

Text and Tables
00
}Rir
e
a"

Aligh emter

Align foroe justify
Align justify

Align left
Aligaright
Aligntobasdinegrid

s

Text-
Opt+5hifi+ Cmd+T
Tables-Opr+Cmd <9
Tahle-Cmd+9
unsrigned
tnassigned
Toahle-Cmds/
Tihles-Orpr+Cmd+ 3
nassigmed
Lmnmn?gmud'
Tahles-Cmd+3
Tibles-Opr+Cmd & A
vrgssiged
wAdgigaid
ungssigmed

imagstgmied

unasstgried

urssgried

Digfauis-

Cipt+Shift+Cmd-+B
urasiigred
ursassigred
irisstAed
iritisfgraedd

unassigned

5 53 s

urassigred
Pe; T —
Shift+Cmd+C
Disfauli-
Shift+Cmd+F

e’ 1 —

o ShifteCmde]

Default-
Shift+Cmd+L
Lygfaandv-
shift+Cmd+R
Default-
Opt+Shifi+Cmd+G

Defali-
~ShIft+Cmd+B

Applyitalic
pply mormal
Autoleading

Auto-byphenate on/off

Clear
Decrease baseline shift

Decreasebasdineshift x5

Decrease kerning/tracking

Decrease kerning/tracking

)I;i:rﬁnhdim
Decrease leading x 5
Decrease point sire
Decreass point size x5
Dhecrense word space
Drecrease word space x 5
Dhelete

Fird Maxt
Increase haseline shift

Increase baseline shift x 5

Increase kerningftracking

[ncrease kerning/iracking

X5
Increaseleadingx 5
Increase point soe
Increase point size x 5

Inerease ward space

Default-
ShiftsCmde]

 F—
Shift+Cmd+T
Default-
Orpe+Shift+Cmd+A
Diefauls-
Opt+5hift+Cmd+H
Tiwhles-Delete

Tieai-

Crpe-+5hifis Denwn
Arronw

Text-Opt+
Shift+Cmd+Down
Arron
Text-Oipt+Left
ArTow

Texd-Opr+ Crd+ Left
Arrow
Text-Opt+1p Armow
Text-Opt+Cmed+LUip
Arron

Defaudr-
Shift+Cmd +,
Defiaulr-
Ope+Shift+Crad+,

Drefitialr-
Opt+Cmd+Delete
Drefirnlr-Opt+
Shift+Coad+ Delete
Tables-Diel
Text-Shift+F2
Texe-Orpit+ Shilk+Up
Arrow

Texe-Opr+
Shift+Cmd+Up
Arrone
Text-Orpt+Right
Arrow

Text-
Opt+Cmd+Right
Arrow

~Tewi-Opt+ Down
“ArTe

Text-
Opt+Cmd+Down
Arrow

Diefauli-
Shaft+Cmad+.
Digfanal-

Opt+Shafi+Cmd+.

Digfiault-Opt+-Crnd+)
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Appendix

Macintosh Shortcuts

Increaseword spacex 5 Default- Recomposeall stories unassigned
Opt+Shift+Cmd+ immediatelv

Insert Column unassigred Replacewith ChangeTo  Text-Cmd+F3
Insert Row ursargmed text
Bieep with Next Row massgrd Replacewith ChangeTo  Text-Shift+F3
Load Find and Find Mext  Text-Shift+F1 1exi and Find Mext
instance Reset kerning and eracking  Texd-Opt+Cmd +0
Load Find with selected  Tieoi-Cmd+Fl Select Cells Abowve Tihiles-Shifi+ L
bext Arrow
Load Riplace with selected  Teoo-Cmd+F2 Sebect Cells Below Tiables-Shift+Dawn
text Arrow
Move Down Tahiez.Dvvsmn Arrosw Sebect Cells vo the Left Thles-Shifi+Left
Moave Dypwn one line Text-Duwwen Arrow Arrow
Marve Lefi Tiables-Left Artow Sebeet Cells 1o the Right —— Trbler-Shifi+ Right
Maowe Hight Tﬂbh"r—F{jﬂﬁl‘ﬂﬂw AT
Move to begiitiiag of story  Text-Cmd+Home Sehect-leme : Tt Shaift-+Crmd+Y—
Maowe to end of story Text-Crnd+End Select one charactesto Text-Shift+Left
Move to First Cell in Tinbles-Onpt+Page Up the-beft Arroeer
Calumn Sdlect one character tothe  Text-Shift+Right
Move to First Cell in Row  Tables-Opt+ Home right Arraw
Move to First Row in Tables-Page Up Select one line above Lbﬂ-ﬂ‘l.iﬁ1~[_|p

row

Frame
Move to Lass Cell in
Column

Move to Last Cell in Bow

Bdove 1o Last How in
Frame

Moveto Next @I
Miove o Frevious Cell

ove o the end of the line

Moveto theleft one
character

Maowe to the lefi one word

Moveto the next para-
EI'JPI']

Maowe to the previous
paragraph

Mowe to the right one
character

Move ta the mght one
waird

Moveto the start of the

line

Move Llp

Move up ane |5
Mormal horizontal text
scale

Maormal vertical text scale

Becompose all stories

Tables-Olpt+Page
Diowen
Tabdes-Opt+End
Taires-Page Dawm

Tables-Tab
Tabies-5hift+Tab
Teod-End
Text-Left Arrow

Text-Crnd+Left
Arrow
Text-Cmd+Down
Arrow
Texr-Cmd+Lp
A

Texr-Right Arpow

Texr-Cmd+Right

Arrow

Text-Home

Tabfes-Up Arrow
Texr-Up Arrow
Defauli-
Shift-+Cmd+N
Difault.

Crpt-+Shifi +Cmad + X
Drefaudr-Chpt+ Crd+f

Sedect one line below

Select one paragraph
hefone

Sdect one paragraph
forward

Sdect oneword to theleft

Sdect onewordto the
right

Sdect to beginning of
story
Sdect to end of story

Select o the end of the line

Sdecttothestart of the
line

Start Row on Next Column
Start Bow on Mext Prame

Switch compaser
Togele Autogrow

Toggle Cell/Text Selection

Toggle Typographer's
Caotes preference

Update missing font list

Tex-Shifv+-Dvawn
Arrow
Text-Shifi+Cmd=+Up
Arrow

Text-
Shift+Cmd+Down
Arrow

Text-
Shift+Cmd+Left
Arrow

Text-
Shift+Cmd+Right
Arrow

Tart-
Shift+Cmd+Home
Text-
Shift+Cmd+End
Texr-Shift+End
Text-Shift+Home

Tables-Enter
Tiabips-Shift+ Enter
wHssiged
unum';md‘
Tizhies- Escape
Defiudt-
Ope+5hift+Cmad+

Drefiauli-
Ope+Shift+Cmad+/
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Keyboard Shortcuts

Tools

Add Anchor Point Todl Default-=

Apply calor Dgfaule-,

Apply Default fill and Defapuls-D

srake collors

Apply gradient Diefaule-,

Apply Mone Defanlt-i, Default-
Hum |

Batton Toal Default-B

Conmvert Direction Podnt  Digfunle-Shifi+C
Taal
Dedete Anchor Podat Tool  Defuali--

Digect Selection Tool Difaule-A

Ellipse Frame Tool urassigraed
Ellipse Toal Dfule-1,

Erase Tool umassigred
Eyedropper Tool Diefaule-1

Free Transform Tool Defuule-E

Gradient Teol Defaals-G

Hand Tool Default-H

Line Toal Default-\

Measure Too Default-K

Pen Tool Defauli-B

Pencil Toal Defauls-B

Polygon Frame Tool srassigraed
Polygon Tool urassigrid
Rectangle Frame Tool Defouls-F

Rectangie Toal Defauii-M

Rotate Tonl refaudr-R

Scele Tool Default-S

Scissors Toal - Diful-C
Zelection Toal Defauls-¥

Shear Tool Defiruir-0r——
saodh Towl

urissngried
Swap fill and stroke activa- Defeude-X
than

Swap fill and stroke colors  Default-Shift+X

Toggle Text and Object Drefauis-]

Cantrod

Toggleview setting Default-W

between Default and
W

Type on a Path Taal

Type Toal

Zoom Tool

Deefault-Shift+ T
Defeandt-T
Difaudi-Z

Type Menu

Change Case>lowercase
Change Case> Sentence
cae

unassigned
unassigned

Change Case > Title Cage emassigrapd

Change aipzassigred

Case = UFPFERCASE

Character Stybes Difanlt-Shift+F11

Character Dfaude-Cond +T

Create Crutlines Diefauls-
Shifi-+Cmd+0

Fill with Placeholder Text umss[gm'd

Find Font unassigned

Glyphs unassigned

HideHiddenCharacters  Defauli-Opt+Cmd+1
Insert Bresk Text-Enter
Character > Column Break

Inzert Break urassigred

Character > Even Page
Break

Insert Briak
Character>Forced Line
Break

Insert Break
Characier > Frame Break
Inszert Break
Character>0Odd Page
Break

Inzert Break

Characier > Page Break
Insert Break

Character > Paragraph
Return

Insert Special Texr-Chpe-+
Character > Auto Page Shift+Cmd+M
Humber

Insert Special
Character> Bullet
Character

Insert Special
Character > Capyright

Texr-Shifi+ Remrn

Text-Shift+Enter

urassigmed

Texr-Cmd+Enter

urassgmed

mrasstmed
unazsigned
[nsert Special Characeer > Texr-Shift+Cmd+-
Discretionary Hyphen

Insert Special—— wmasrigmed
Charascter > Doaible Lefy
Cruotation Mark

Insert Specid
Character > Double Right
Cuotation Mark

[nsert Special
Character > Ellipsis

I nsert Specid

Character > Em Dash
[nsert Special siaggigHed
Character = En Dash

unassigned

unassigned
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Appendix

Insert Specia

Character> End Nested
Siyle Here

Iresert ial

Eﬂmslch':z Indent ta Here
Insert Special

Character> Next Page
Number

Insert Specia
Character> Paragraph
Symbbal

Insert Special

unassigned
Tu.'!-Cmd+!|
Text-Opi+
Shift+Cmd+]
Text-Opt+Cmd+-

unassigned

Text-Dipt+

Character = Previous Page  Shift+CroadH+|

Mumber

Insert Special
Character> Punctuation
Space
Insert Special
Character = Registered
Trademark Symbuol
Insert Special
Character> Right Indent
Tah

Insert Specia
Character> Section
Marker

Insert Specia
Character> Section
Symbol

Insert Specia
Character>Single Left
Quotation Mark

Insert Specia
Character> Single Right
Cruatation kMark

Insert Special
Character > Tab

Insert Specia
Character> Trademark
Symbaol

Insert White Space > Em
Spade
Insert White Space = En
Spade

Insert White Space > Figure

Space
Inzert White Space = Flush
Space
Insert White Space > Hair
Space

nriisggned
imssigned
'fi?:r-b'hl.l'!+'ﬁ.b
unassigned
unassigned
unassigned
unassigned

urgsigHed
unassigned

Texe-Shift+Cmd+ M
Texr-Shift-+Cmd+M

unassgned

rnassigmed
Texr-
Ohpt+Shift+ Crnd +1

Insert White

Space > Manbreaking Space

Insert Wisite Space » Thin
Space
Paragraph Srytes
Paragraph

Size > Dther > (ther

Story
Talws

Type o Path > Dilete Type

from Path
Type om Path > Oiptions

View Menu

Actual Size
Allow Odbpect-Level

Diisplay Settings
Entire Pasteboard

Fit Page in Window

Hide Frasme Edges

Hide Guides

Hude Hyperlinks

“Hide Master Teems

Hide Bulers

Hide Style Mame Column
High Quality Display

Imie

Lock Guides

Optimized Display
Cherprint Preview

Proaf Colors
Proal Setup 2 Custodm
Proaf Setup > Document
Proaf Setup = Working
oMY K

Show BasdineGrid

Show Diocurment Grid
S Structure

Shevw Tag Markers
Shavw Tagged Frames
Show Text Threads

Text-Opt+Cmd+X

Texr-Ohprai.
Shift+Cmd+ M
fe-F
Opt+Cmd+T
uRassigred
unaisigmed
Lafapaly-
Shifi+Cmd+T
—— umassigned

urassigred

Default-Cmd-+1
amassigred

Default-
Opt+-Shift+Cmd+0

Defalt-Cmd-+0
Dhegfanali-

Opt+-Crmd+
Dfauli-Cmd+H

Difanale-
Opt+Cmed +Y
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Keyboard Shortcuts

Snap o Document Grid  Defauli-

Shiifi+Cnad +*
Snap to Guides Default-
Bhift+Cmd+;
Typical Display Defscs-
Opi+Cmd+Z
Zoom [n Defaid-Cmides=,
Default-Cmd+Num
+
Zoom Ot Deefanli-Cend+-,
— Defaufr-Crnd+Mom
Views, Navigation
200%: size Defanlt-Cmd+2
A0 sk Diejirali-Crnd -4
5015 size Diefiali-Crnd +5

Access page number box  Diefawis-Cmad-+]
Access zoom percentage  Defoulbt
bow Opt+Cmd+35

Activate last-used fedd in - Defoudt-Opt+Cend+
palette
First Spread Default-Home,
Default-
Opt+Shift+Page Up
Fit SdlectioninWindow  Default-
ﬂ?‘lm-
Force redraw Default-Shifi+F5
Gotofirst frame Default-Opt+
Shafi+Cimd+Page Up
Gor torlast frame: - Dglwli-Cipi+Shifi-
Camd+ Fage Down
Goto next frame Default-Opt+
Crd+Page Diowm
Go to previous framse Defaulr-Ope+
aFe Cmd+Page Up
Gurids in Hack wnzssgned
ides In Tk Rl
Horizanial pma.uism.u'
Ruler>Centimeters
Horizantal Ruler > Cicenos T wraddigred
Horizontal Rulez = Cuskom sl
Horizontal Ruler > Inches- urissygrd
Horizontal Ruler > Inches unassigned
Drecimal
Buler = Millimeters P g~
Horizontal Ruder = Ficas siraasgraEd
Horizontal Ruder=Paints —— wmsmj
Legt Spread Defirufi-End,
Default-Opt+
Shift+Page Down

Mext window

Open/Close all palettesin
side tabs

Dpen/Close palettes in beft
side tabs

Open/Close palettesin
right side tabs

Previous window

Ruler Om Spine

Huler Per Spread
Scroll Dhown ome screen
Scroll mp one screen
Shaw L5t spot plate
Show 2nd spot plate
Shaw 3rd spot plate
Show 4th spot plate
Show 5th spot plate
Show all plates

Show Black plate
Show Cyan plate
Show Magenta plate
Shaw Yelkww plate
Show/Hide all paleties

5||.'|1-|:||.'=u overrides (view
ﬂprimimd:-

o

Togghe between currem
and previous views
Topghe Character and

Paragraph Modes in
Control Panel

Toggle Keyboard Focusin
Controd Palene

Sysiem

Defaulr-Cmd+F6
Default-
Cipt+Cmd+Tab

narass{greed
unassigned

Shift+Cmel+Fs
unsstgned
r—
urnsEgHed
Diefeulr-Fage Doswn,
Text-Page [hvwn
Default-Page Up,
Temt-Page Up
Defeaselt-
Opt-+Shift+Cmd+5
Default-
Opt+Shifi+Cmd+4
Disfauli-
Cipt+Shift+Cmd+7
Diefanl-
Oipt+Shift+Crnd +8
alt-
ﬁm’rﬂﬁ#ﬂmﬁ-ﬂ'
Diefauis-
Ope+Shift+Cmd+
[)g_ﬁ“ir_
Opt4Shift+Cmd+d
Default
Opt+Shift+Cmd«1

Diefuilt-
Opt+Shifi+Cmd+2
Diefaiali-
Oipt+Shift+Cmd+3
Diefauale-Tal
Difault-Cmd+,

Difaplt-5hift+Tab
Diefauii
Opt+Cmd+2
Deefuult-
Ope-+Cmd+7

Default-Cmd+6

Opt+5hift+Cmd+ U
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Macdntosh Shortcuts; Windows Shortcuts

Appendix

Vertical

Ruler > Cenfimeters
Vertical Buler > Ciceros
Vertical Ruler > Custom
Vertical Ruler > Inches
Vertical Ruler>Inches
Decimal

Vertical Buler > Millimeters
Vertical Ruler> Picas
Vertical Ruler> Points

Window Menu

Bring All To Fren
Cascade

Clear Local Display
Sedti ngs

Caolar

Controd

Dielete Workspaoe
Flarcener
Giradient
Hyperlinks

Index

Info

Layers

Links

Load 15t Workspace

Load 2nd Workspace
Load 3rd Workspace
Load &th Warkspace
Load 5th Workspace
Mg ze

Mavigator

Mew Window

:ﬁ:‘]nﬂﬂ'
Save Workspace
Script Label
Scripts
Separations
States
Stroke
Swatches
Tahle

L

Text Wrap

Tide
Tools

unassigned

leEEsigid
unassigned
unassigned
unassigned

niessgned
unassigned
unassigned

Diefaulr-Shift+F7
nnissgned
wniassgned
um.amgut.n'
unasrigned
wnissignesd

Diefanli-Fé

Deefanlr-

Cipt+Crnd+6
erasgiptied
g

u.ru.:.n.[rmi

7L}
Dfanle-Shifi«Fa
Dyfaule-F8
Diefanls-F7
Default-
Shift+Cmd+D
wrRassigTd
urram:grud
EIFRARET
dmlﬁ
]
Dfault-Crmd+M
amassigrd
LSSl
Defanlt-F12
arassigred
s
BIFRASET
Hmll]mi‘gmd
Digfault-Shifi+Fé
umadsigraed
Digfaule-F100
Dgfaule-F5
Diefauft-Shifr+F9
urassigred
Defaul-
Opt+Cmd+ W
wriassgried

unassigned

Transdorm

Transparency

Trap Presets

Windows Shortcuts

Defouft-F9
Defiuld-Shift+F10
mraassigraed

Thefollowingare the keyboard shortcuts for

Windows.

Edit Menu

Assign Profiles
Check Spelling
Clear

Calar Sﬂti.ng::
Comvert ta Profle
Capy

Cut

Dieselect All

Dictionary
Duplicate

Edit in Saory Editor
Find Mext

Find/Change
Eeyboard Shortcuts
Paste

Pastein Place

PasteInto

Preferences> Composition
Preferences> Dictionary

Preferences> Display
Performance

Preferences> FileHandling

Preferences> General
Preferences> Grids

Preferences> Guides &

Pasteboard }
Preferences = Speliing

Preferences> Story Editor

Display

Preferences> Text
Preferences>Units &
Increments
Preferences > Updates
Redo

Select All

unassigned
Dheferuit-Cerl+1
Drefiuis-Backspace,
Defruils-
Cirl+Backspace,
Diefault-Delete,

Drefirutt Cerl= Delete

uniEsTmed

Drefiuit-Carl=C
Dreferulr-Crrl+ X
Dhefailr-
Shift+Crrl+A
unassigned
Default-
Shifte Crels Aln+[y
Defaule-Carl+Y
Defaulr-Carl+Alt+-F
Defadt-Carl+F
inniargred
Defeilr-Carl eV
Default-
Shift-+Ctel+Ale+W
Default-Ctrl+Alt+V
unassigned
unassigned
unassigned

unassigned
Default-Ctrl+K

unassigned

unassigned

wmasEgned
unassigned

unassigned
unassigned

Deffaud-
Shift+Cerd+Z
Defasrli-Carlé A
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Keyboard Shortcuts

Step and Repeat
Tramsparency Blend

Space > Document CMYE

Transparency Blend

Space>Document RGB

Trangpar encyFlattener
Prests

Undo

File Menu

Close

Document Presets = Define

Document Setup
Exit

Export

Fide Infi

Imiport XML
Library

Mew = Bonk

Mew > Document

Upen

Package for GalLive
PI¥F Export
Presets > Define
Place

Preflight

Pring Presets = Define
Prini

Revert

Save

Save a Copy

Save a Version

Save As

ersmons

Help Menu

About InDesign

Conhgure Plug-ins
Inlesgn Help
EnEhesagn Ol
Oinline Support
R,rg'isrrm:inn
Report a bug
Updates

Japanese Typography
Delete Glyph Sai

Default-
Shaft+Cirl+V

LFAEE]]

unassgned

engsriged
Default-Ctrl+Z

Defauis-Ceri+W,
Dveforuis-Cirk+T4
umassigred
Drefiruds-Crri= Al+P
Defmult-Carl +0)
Defands-Carl=E
usassigaed

Deefaidr-Carl+ W

Defesdli-Carl+O
Lr.ﬂmséf.lmd'
P

Defandr-Cirl+D
Defianidr-
shift+Ctrl+AR+F
unzssgned
Diefande-Cirl+P
uhnsEEned
Defadr-Cirl+5
Diefawlr-Cirl+Al+5

rmssgned
Diefanali-Shift+Crrl+-5
massigned

mriassigmied
:ur:lﬂnrgﬂrd
Defifal-F1
Rt
.Lw.u.;:;.l?!uad
nrssigmed
mriaatgmed
unassgned

ienaErpned

Hormontal
Mew Glyph Set
Wertical

Layout Menu

Create Guidss
First Page

G Back
G Forward

Last Page

Layour Adjustment
Margins and Columns
Mext Page

Next Spread

Numbering& Section
Oiptsons
Frevious Page

Previous Spread

Fuler Guides

Table of Contents Sryles
Tableof Contents
Uhpdate Table ol Contenis
Utpdae table of contents
using current siyle

ObjoctEditing
Corvert Clipping Parh v
Frams

Decrease sizefscale by 1%
Decresse sizefscale by 5%
Horizantal Align Center
Horizontal Align Left
Harizontal Align Right
Horizontal Distribiie
Center

Horizontal Distribute Left

Horizontal Digtribute
Right
Horizontal Distribute
Soace

I ncreasesizefscale by 1%

urigsigned
simissigned
iFiksigHi

:ru.:.tnignd
Dlefaali-
Shift+Crri+Page tip
Defaie-Carl s Page
Up
Defle-Carl+ Page
Down

Deefads-
Shift+Cerl+Page
Drram
LeHessged
Dvefennlr-Shi i+ Page
Down, Text-
Shift+Page Down
Diefale-Al+Page
Dorwm
unassgned
Drefidi-Shifi+ Page
Up, Texi-Shifi+Page
Up
Diefawli-Ali+Page Up
ntiaas e
irrassigrad
unassgned
p-||.25_r1'gr|r|:|‘
nzesiged
rHassged
Defawle-Cirl+,
Defauli-Crl+Ali+,
uRassigen
unassigned
massigmed
nrassigmed
rassigred
unassgned
unassgned
unassgned
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Windows Shortcuts

Appendix

[ncreasesize/scale by 5%
Budge doswn

Nudgedown /10

Mudge down 1/10 dupli-
cabe

Mudge down duplicate

Mudge down x )

Mudge down x 10 duplicate

Nudgeleft
Nudgeleft /10

Nudge left 1/10 duphicate

Nudgeleft duplicate
HMudge left x10
Nudgel€ft x10 duplicate

Nudgeright
Mudge right 1/10

Default-Ctrl+Alt+.
Drefanlr-Dhown
Armonw

Defauls-
Shift+Ctrl+Down
Arrow
Defanle-Shif t+
Ctrl+Ali+Down
Armow
Difandr-Alt+ Down
Arrow
Defanlt-Shift+Down
Arrow

Diefaudr-
Shift+Alt+Down
Arrow

Default-Left Arrow
Default-
Shift+Ctrl+Left
ATTOW

Diefaudr. ,

Shift-+HOwH-AlHLeft

Arrow
Default-Alt+Left
Arrow
Deefawlr-Shift+Left
Arrow

Default-
Shift+Alt+Left
ArTow
Default-Right Arrow
Default-
Shift+Ctrl+Right
Arrow

Mudge right 1/10 duplicate Defirulr-Shif 1+

HMudge right duplicate

Mudge right x10

Nudgeright x10 duplicate

Nudge up
Nudge up /10

Nudge up 1/10 duplicate

Cirl+ Alt+Right
Arrew
Prefiuir-Atr+ Right

Arrow
Diefault-Shift+Right
Armow

Default-
Shift+Alt+Right
Arrow
Default-UpArrow
Default-
Shift+Ctrl+Up
Arrow

Defauls-
Shift+Cerl+Ali+Up
ArToe

Nudge up duplicate
Beudge up x10

Nudge up x10 duplicate

Select all guides
Vertical Align Bottom

Vertical Align Center
Vertical Align Tap

Vertical Distribiate Bottom

Vertical Distribune Center
Vertical Distribute Space
Verticd Distribute Top

Object Menu

Arrange = Bring Porward
Arrange = Bring to Front
Arrange = 5end Backward
Arrange = Send to _P.i:.d:
Button Cptions

Clipping Path

Compound = Make
Compoumd > Release
Content = Graphic
Conbent > Texl
Content > Unasaigned
Caevert to Button
Corner Effects

Dimplay > Use View Setting

Diwop Shadow
Feather

Fliting > Center Content

Fitting> Fit Content
Proportionally

Fitting > Fit Cantent to
Frame

Fitting = Fit Frame 1o
Comtent

Group

Imzge Color Settings
Lok Position

Mlovie Options
Pathfinder = Add
Pathhnder > Bxclude
D'.rrrlalp
Pathfinder = Intersect
Fathfinder = Minus Back

Default-Alt+Up
Arrow

Defmlt-Shift+Lp
Arrow

Default-

Shifi+ Al Up Arrons

Dhefauis-Cerl+ Alv-+HG
upasEigred
umazsigned
umaasTgTed
uriisigried
urasgigned
unassigned

Defuzle-Crel+ ]
Diefauld-Shifi+Crrl+ ]
Diefaul-Crri+]
Defauly-Shift+Ctrl+|
urassigred
Diefipalt-
ST AT R
Digfauli-Crrl+8
nran;;lfgnrd
unassigred
eamreasigmed
amassigred
i..rm.w;qrmi
urassigred
HmAsE
Digfanli-Crrl+Ale+ 24
massgmed

Defiaulr-
Shift-+Ctrl+ B

Default-
Shift+Cirl+ Ali+E
Defadr-Cirl+ali+E

Defaulr-Crrl+Ah+C

Default-Cirl+G
insEged

Defailr-Cirl+L
nasspned

nassipned

L.:llmég.um'

wnmsRgnesd
linssgned
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Keyboard Shortcuts

Pathfinder>Subtract unassigned  Palette Menus
Reverse Path nissigned Book >Add Document unassigned
Select > Container ““'“""F"’! Book > Automatic unassigned
Selea>lcri:;ntent D el Document Conversion
Select > First Ohject Abone Hook = Book
Shifi+Ctrl+Ak+] ‘Numtering w“ﬂ' S
Select>Last Object Bdow Dq‘ault- Book> Close Baak enarrgned
_ Shift-+Cirl-+ Ali+[ Book:> Document tenssigned
Select = Mext Obgpect Above  Deflanlr-Crrl+Alt+ | Information
Select » Mext Object Below  Difaplt-Cirl+Alt+| Book>Documerit Fage enassipted
Select > Mext Oibject in umassigned Mumbering Optiom
Group Book > Remove Document unassigred
Select > Previoes Cihject in massgmed H.nq:.k:-]i,tpﬁgmw umzujgrred
Group ) Book > Replace Document emizssigmed
Set Tab Order umassigmed Baok > Save Book nazsigmed
Sound Options unassigned Boak > Save Book As s
Teemt Frame Options Default-Crrl+B 5 Baoak > Symchronize nassigted
Transform > Move Guides unassigred Opticis
Transform = Move Diefault- Boolkmarks > Delete unassigned
Shift-+Ctrl+ Bookmark
Transform > Rotate unassigred Bookmarks>Goto unassigned
Transform = Scale umassigred Sdlected Bookmark
Transform = Shear amaisigmed Bockmarks = New umassiged
Ungroup D fanile- Boolomark
Shift+Curl+G Baokmarks > Rename umassgmed
Unbock Position Defaul-Crri+Ali+1 Bookmark
Boakmaris = Sort nimaisgred
Other Bookmarks
Add new index entry Text-Ctrl+Alt+U Character Styles > Delete umassigried
Add new index entry Text-Shift+Ctrl+F8 Style _
Treversed) Character : wrdssignied
Add New Page Defiruls- Styles > Duplicate Style L
Shifi+Ceel+ Character Styles = Load urassigraed
Add new topac FLSEK Charecter Btyes- - "
Clear Local Display Diefiauilt- = Character Styles = New anassigricd
Seftings Shift+Cerl+ F2 Character Style
Closeall Default- Character Styles >Redefine Text-
Shift+Crri+Ale+W 51':.'|E Shift+Cirl+ Ali=T
o P P Defaul- (haracter Styles = Style arsaisigraed
Shift+Creb+W Oiptinns
Createoutlineswithout  Default- Character> All Caps , -
deleting ext Shift+Ctrl+Alt+O ? ? o ARTII AR L
Lock Fera Point wnasigred Character> Ligatures """"“fﬂd
Mew default document  Defaudr-Crrl +AR+N Chazzcter = No Bresk urussigned
Oxpety index entry dialog—— TerCrrl=1 ; Character > OpenType™ sipassigeed
Savedl Diefirale- Adl Smaal Caps :
chift+Ctrl+AR+S Charscter = OpenType = unassigned
Character > QOpenType = unassignect
Drefault Figure Srybe
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Windows Shorteuts

Appendix

Character > OpenType >
Denominator

Character > DpenType =
[Hscretionary Ligatures
Character > OpenType >
Fractions
Chamcter = CrpenType =
Humerator

Character > OpenType >
Ordinal

Character > OpenType >
Proportional Lining
Character > Digen Tvps >
I_-'|'np-nr1'ir.-n.:J I.'Jldsl:.'h:
Character = OpenType >
SubscriptInferior
Character > OpenType >
Superecript/Superior
Character = OpenType =
Swash
Character > OpenType>
Tabular Lining
iCharacter > OpenTipe =
Tabular CHdstyle
Character > Open Iype =
TitlingAlternates
Character> Show Options
Character > Small Caps

Character> Strikethrough
Character > Strikethrough
OIptions

Character > Sabscrip

Character > Superscript
Character>Underline

Character > Underline
Options.

Color:=Add to Svatches
Color=Show Options
Control>Dock at Battam
Control >Dock at T
Control > Float

Flattener

Preview > Transparency
Flattener Presets

Glyph> Ddete Glyph from
Set

Glyph> Edit Glyph Sat

unassigned
utasspried
unassigned
urassigmed
unassigned
imasstged
unassigned
renzssignedd
unassigned
urasrigmed
urazsigred
wrassigred

iminsstrie

unassigned
Default-
Shift+Ctri+H

Default-Shift+Ctrl+/
unassigned

Digfaanali-

Shift+Crrl+ Alie=

Default-
Ehifi+Cirl+=
Defauds-
Shift+Cred+t?
wrlEERged

unassigned
nireas i
prassigmed
prassigred
pimastigmed
unassigned

wrassigred

unassigned

Glyph> New Glyph Set
Gradeent > Show Crptsons
Hyperlinks > Delete
Hyperlink
Hyperlinks>Go To
Distination
Hyperlinks > Go To Seusce
Hyperlinks >Hyperlink
Tiestination Ciptions
Hyperfinks = Hyperkhink
Options

H'r'p-er]inks} M Ew
H-,.'pﬂ"link Destination
Hyperlinks > New
Hyperlink From UKL
Hyperlinks> New
Hyperlink
Hyperlinks > Reset
Hyperlink
Hyperlinks>Update
Hyperlink
Index > Capitalize
Index> Delete

Index> Duplizase
Index = Find

Tnden = Generate Index
Index> Go to Selected
Marker

Index > Import Topics
[Nl o Miew

Index = Optinhs.
Index> Remove Unused
Topics

Index > Show Unused
Topics

Index = Lipdate Preview
Layer > Layer Options
Layer = Merge Layers
Layer = Mew Layer
Layer = Paste Remembers
Lavers

LI.FI.'} Shonw Al I.ljh‘.‘[:&
Lager = Uilack All Layers
Library > Audid Adl Trems
o Page

Libtary = Add Isem
Library =y Hame
Library =hy Mewen
Library = by Ohdest
Library = by Typu:
Library > Close [ibrary

unassigned
HRassgred
uriasFgHed
unassigned
unassigmed

unassigned

unassigned
aasEpted
unassigned

unassigrsd
unassigned
MR
Hml:il:gd-i‘ﬂ
Hmrdskgrnd

unassigned

unassigned
Digfapfe-Crrl e 07
urassigred

unassigned
unassigned

unu:ifg‘r!t'-:f
weHsriged
timaesgned
unassgmed

unassigned

R
TR
g

ndtcd ik g
i e
HI'I'ﬂ.&Ri._E!'I‘ED'
wizssipesd
umasugmed

St
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Keyboard Shortcuts

Library > Dielete lemi(s) waaEsignid
Library = Item Information wnassigned
Lﬂw;r:.r:rl..is.l WView Lun:m'pmd'
Lihrary = Place Iemi(s} enssgned
Lbrary = Show All wrsEETed
Libwrary = Show Subset rereer g
Library = Thumbnail View renssigni
Links = Edit Original renassgned
Links = Edit Oiriginal remssigned
Links > Embed File s phied
Lanks = Ga To Link rHassigred
Links = Link File Info unassigned
Links > Link Information umassigmed
Links > Relink umassgmed
Lanks = 5awe Link Version wamassigmed
Links > Update Link L ETUL B
Pages = Apply Master to Emassigmed
Pagis

Pages = Dietach All Objects umassigmed
From Master

Pages = Duplicate umn;ﬂd
Pages = Insert Pages wimassigmed
Pages = Master Options s
Pages > Mew Masier umassigmd
Pages>Numbering & unassigned
Secticn Options

Pages = Cverride All Default-

Master Page liems Shift-+Ctrl+Alt+L
Pages> RemoveAll Local unassigned
Orverrides

Pages = Save as Waster umassigred
Pages>Spread unassigned
Flartening > Cusfom

Pages > Spread upassigned
Flartening = Default

Pages = Spread Hrassigraed
Flattening > None (Ignore

Transparency )

Paragraph Styles = Delete urassigred
Seyles

Paragraph unassigned
Styles = Duplicate 5|::.-|:

Paragraph Styles = Load unassgned
Paragraph Styles

Paragraph Styles> New unassigned
Faragraph Style

Paragraph Sk

suyles > Redefine Style Shi Alt+R
Paragraph Styles> Style unassigned
Options

Paragraph > Adobe unassigresd

Paragraph Composer e

F'nngrnphb.i.d-nh: Smngle- HrssTTIrs

line Composer

Paragraph > Balance umassigried

Ragged Lines

Paragraph>Drop Caps  Default-Ctrl+Alt+R

and Nested Styles

Paragraph > Hyphenation

Paragraph>Justification ~ Default-
Shift+Ctrl+Alt+]

Paragraph> Keép Options Default-Ctrl+Alt+K
Paragraph>Only Align unassigned
First LineTo Grid

Paragraph >Paragraph  Default-Crrl+Alt+]
Rules

F'J.T:B_r.:ph}ﬁhnw Omptions tenassgned
Separations el
Preview = Desaturate Black

Separations wetasndghed
Preview = Show Single

Flates in Black

States > Delete Content teHpssd g
from State

States = Delete State teHassiged
States > Mew State ungssigmed
States > Palette Orptions wenssigmed
States = Place Content inta temazssigmend
State

States = State Options nEssg e
Serake > Show Optiens wirisE g
Seroke = Strake Styles uHassged
Swaiches > Add Unmamed wnassigmed
Colors

Swmtches = Delete Swatch umassigmed
Swratches = Duplicate umassigned
Swaaich

Swatches = Hude Options s g e
Swatches = Ink Manager wrrasE| T
Swiatches » Large Swatch wtassigreed
Sweanches = Load Swarches unassigred
Swatches>Merge Swatches unassigned
Swatches>Name unassigned
Swatches> New Color unassigned
Swatch

Swaiches > New Gradient urassigred
Swaich

Swatches>New Mixed nk urassigred
Group

Swatches>Hizw Mixed Ink unassigned
Swatch
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Appendix

Swatches>New Tint unassigned Structure Menu
IS .~ AddUntagged fems unassigned
Swatches = Select Al (TETT o Delete unassigned
Swatches = Senadl Mame— spasagreed DTD Options indizlinid
Swatches = Small Swasch unasngned  po amasigned
Swatchies > Swatch Options umﬂﬂw Go o e unassigmed
Tah > Clear All snarsigred import DTD unassigned
Tibi = Repeat Tab SR Map Styles to Tags umassigred
Tags = Delete Tug wnemigned Map Tugs to Stykes unassigred
Tags > Load Tags """"’“?ﬁ“d Mew Attribute ursssTgraed
Tage Mew Tag WH Mew Comment tidsigmied
Tags =5ave Tags Hﬂm?fﬂlﬂ Mew Element wnassigned
Tugs = Select Afl Unused immrsgned New Processing wnassigned
T:.g_: :&5m;.|.'|'| ll.‘.lm'r Hows wlmﬂﬂr Select in Structune nEERgned
Tags>Tag Opticns "‘"’W Shaw Attributes unissignesd
Tiaga = Untag e Shrw Comments urissghed
Transform > Flip Both wnesigned g Processing e
Transform > Flip unassigned Instructions
Horizontal — Show Text Sni unassigmesd
Transform > Flip Vertical nmassgmed Tog Element Gk ]
Transform > Reset Scaling nassgned Vinlicase froem Root unassigned
10 100% . Element
Trangorm>Rotate 180° unassigned View DTD unassigmed
Transform> Rotate 90° unassigned
Cow Structure Novigation
A weinfeoy > Bt 90" N i XML-Left Arrow
CW ;
Trangdorm > Scale Text unassigned g-:-]lans: element and child i.:':L-MHMﬁ
Attributes . P ==l Si n— ﬂoyvﬁm.
c“m:m 2 i Expand element and child  XML-Alt+Right
Transform > Transform unassigned dements —_—_—Aow________
G Gt Btend X selecion XML Shifie Down
Ootions i Exrend WML sebection up  XML-Shifi=1lp

L . . Arrow
e AN T UasSgned. - ove XML selection down XML-Down Arrow
Trap Presets > Delese wrassigmed ;:EKHL ’E::'-;z: up m:ﬂ:’m
Trap Presets>Duplicate unassigned NSt

I_Dr% p _ _ g . i':r::u structure pang up I..'f!l].-i"'.&;gt‘ U[l
Trap Presets = New Preset arassigred Select last XML node AML-End
Trap Presets = Preset i ﬁ through first XKML XML-5hift+Home
Options ;
Trap Presets = Select Al IJHIT‘:H'I:EHE'I:-I Sdect thrOUgh last XML XML-Shift+End
Unused node
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Keyboard Shortcuts

View next validation error  XML-Crri+Right

View previous validation
error

Tables Menu

Cell Optians > Diagenal
Lines

Celt Options = Rows and
Columns

Cell Optiams > Strakes and
Fills

Cell Options = Text
Comvert Table to Texd
Comvert-Text to Tabbe
Convert 1o Body Rows.
Conwert 1o Footer Rows
Conwvert 1o Header Kows
Deete>Column

Diedete = Row

Dedete = Tahle

Dhisiribuie Columns Em]'gr

Diistribute Raws Evenly
Edir Foover

Edin Header

Gao to Blow

Insert Tabde

Insert = Column
Insert > How

Merge Cells

Select = Body Bows
Serbect > Cell

Sefect > Codumn
Zelect > Footer Bows
Selbect > Header Rows
Select > Row

Sedect > Table

Split Cell Horizemially
!-':]:Iit Cell Verticalhy
Table

Options = Allernating
Colamn Strokes
Table

Oiptions > Alernating Fills

Table

Options = Alternating Row
Strokes

ArTow
XML-Crel+Left
Arrow
mrmEsiged
umasstgmesd
Tables-Carl+Ali+B
BT T T
urEETE v
usadidged
upasstgaed
Tables-
Shift+Backspace
Talrles-
Carl=Backspace
urassigred
umassigmed
arsadsngrd
urassigrd
urassigrad
unasgigred
Tet-
Shifi+Cirl+Ale+T
Thbdes=Crrl+ Ale+9
Tables-Crrle
HMSFI:E‘Hﬂi
Tables-Cirh+
Thbles-Crrl+Alt+3
urssigred
airstsargried
Tabls-Crrls3
Tobles-Crrl+Alt+A
unassigred
urssigred
urunisigraed
unassigned

Teble Options> Headers
and Footers
Takhle l.'}ptinru =Table

Text and Tables

o
L&D
e

L':Iﬂ
Align center

Aligr farce jusity

Aligh juistif
Align lefi

Align right
Align to basdinegrid
Apply Bold

Apply inalsc
Apply normal

Ao Lean:'li:ng;
Clear
Decresse baseline shif

Decresse baseline shifi x 5

Erecrese kernmgftracking
X5

Decreaseleading
Decreaseleadingx 5

Decrease point size
Dlecrease poand size X 5

unassigned

Defaulr-

Shift=Cerl+Al+8
wnssEgTed
wrirssged
rigEsigted

nzsrigmed

wnassged
uassigried
el
umauigm.d
Diefaulr- -
Shift+Cirl+C
Defalr-
shift+Cirl+F
Lefnelr-Shift=Cagl+ )
Diefadr-
Shift+Cirl+L
Difaulr-
Shift+Cirl+R
Default-
Shift+Cirl+ Ali+ G
Diefapdr-
Shift+Crrl+B
Digfandr-Shift+ Crrl+1
Dafanlr-
Shift+Cirl+Y
Diefanlr-
shift+Cirl+Alb=A
ule-
ﬁﬁﬁhﬂﬁﬂ'
Tabies-Backspace
Shift+ Al Down
Arraw
Texr-Shifie
Ctrl+Alt+Down
Armow
Texr-Crrladi+Left
Arrow
Text-Alt+Up Arrow
Text-Cri+Ale+Up
Arrow
Digfauli-Shift+Corl+,
Digfanle-Shifi+
Ctrl+Alt+,
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Appendix

Windows Shortcuts

Deecrease word space Defaelr- Mbove to Mext Cell Tinbles-Tab
Cirl+Alt+ Backspace Mowe to Previous Cell Tinbles-Shifi+ Tab

Brecrense word space x 5 fefmnt-Shift+ Movetotheend of theline Text-End
Crrl+-Ale+Backspace Moveto theleft one Text-Left Arrow

Dhelete Tables-Dielete character

Find Next Text-Shift+F2 Move to the left one word  Texe-Cerl+Left

Increase baseline shift Text-Shift+Al+Up Arrow
Arrow Moveto the next para- Text-Ctrl+Down

Increasebaselineshift x5  Text- graph Artow
Shift+Ctrl+Alt+Up Morve to the previous Text-Cirl+Up Arrow
AITOW paragraph

Increase kerning/tracking  Teo-Alr+Right Moveto theright one Text-Right Arrow
Arraw character

[ncrease kerningfiracking  Tesu-Carl+ A+ Right Maowve to the right one Texr-Crrl+Right

%5 Arron wornd Arrow

Iscrease leading Tiew-Alt+ Do Moveto thestart of the Text-Home
Arrow line

Ivcrease leading x 5 Teexs- hove Up Tibles-Up Arrow
Ctrl+Alt+Down hove up cne line Text-Up Arrow
Arraow Mormal borlzomal et Defauli-

TnTease poant size Defailr-Shift+ = scale Shift+Crrl+X

Increasepoint szex 5 Default- Mormsal vertmal text seabe el
Shift+Cirl+Ali+, Slufi+Crel+ Ades X

Increase word space Dfawde-Cirl +Alt+h Emmﬂ] sEGPey ﬂ'{,ﬁ}uﬂ-ﬂlﬂ*.‘ulﬂ'

Increaseword spacex 5 Default— Rgfﬂmm all stories urmjj{g'rjn-i
Shifi + il + AR, immfdig[{]:,-

Inesert Column uHacsigHed Replace with Change To Texf-Cirl+F3

Keep with Next Row enessgned Replace with Change To— Texe-Shift+F3

Load Flad and Find Meax— lexd-Shaft+Fl text and Find Mexi

insfance Reset kerning and tracking  Texr-Ctrl+Alt+0)

Load Find with selected — Tew-Crrd+ Fi Sdlect CdlsAbove Tables-Shift+Up

et ArTow

Load Replacewith selected Text-Ctrl+F2 Lelect Cells Below Tablei-Shili+Dhaiwm

text 1 Arrow

Move Down Tables-DownArrow Sdect Cdlstothe Left Tables-Shift+Left

Move down one line Tead-Thonwny Arrow Arrow

Maove Lefit Tihles-Laft Arrow Select Cells o the Right  Tabds-Shif+Right

Movve Right Tahles-Right Arrow T Affow

Maove o beginning of dory Defadr-Cirl+Home Sclect line Tieer-Shift +Crrl+h

Mowe to end of smory Defaulr-Cirl+End Select one character 16 Texr-Shift+Left

Marve to First Cell in Tahles-Alt+Page Up the left AT

Column Select eme character to the  Tenr-Shift=Highe

Mave to First Cell in Row  Twhles-Alt+ Home right Arrow

Marve to First Row in Tahles-Page Up Select ane line abave Texr Shift=Up

Frame Arrow

Moveto Lag Cdl in Tables-Alt+Page Select one line below Texr-Shift+Down

Column Crewm Arrow

Move to Last Cell in Row  Tishles-Alt+End Select one paragraph _Text-Shift+Cerb+-Up

Moveto Last Rowin TablesPageDown before Arrow

Frame
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Keyboard Shortcuts

Sdect one paragraph
forward

Text-

Shift+Ctrl+Down

Arrow

-Sebect one word to-the left — Teer-Shifi+Cerb+-Lefi -
—Arrow

Seleci onewordtothe
right

Select to beginning of

story
Select to end of story

|5

Start Row on Mext Column Tables-Bum Enter
Start Row on Mext Frame  Tabsles-Shifi+Muam

Switch composer
Toggle Autogrow

Toggle Cell/Text Selection  Tubles- Escape

Toggle Typographer's
Cuotes preference

Text-

Shift+Ctrl+Right

Arrow
Tiexr-

Shift+Cirl+Home
Texer-Shift+Cer+End
Select to the end of the line Texr-Shift+End

Select to the start of the Text-Shifi+Home

Enter

Defaulr-

Shaft+Crrl+ales'

Update missing font Bt Digfauls-

Shift+Crrl+Ale s

Tools
Add Anchor Point Tood Default-=
Apply calar Defaule-,
Apply default fill and Defauft-I
stroke colors
Apply gradient Diefanle-,
Apply None
|
Button Tool Dr,ﬁ:lul'!-ﬂ
Taal
Dielete Anchor Poant Tool  Defauli--
Direct Selection Tool — Defiule-A——
Ellipse Frame Tool
Ellipse Toal Defoule-L
Erase Tool
Tool Defuuli-1
Free Transform Tl.'ll:ri Digfuule-E
GradientTest DG
Hand Tood Default-H
Line Toal Default-
hdeasure Too Diefauls-K
Pen Tool Default-F
Pencil Tod Default-N
Polygon Frame Tool
Tt
Frame Tool -F
RectangleTool Default-M

Rotate Tood

Scale Toal

Scisors Toal

Sedlection Tool

_ Shear Tl

"~ Smooth Tool

Sweagr fill-amd stroke activa-
thon

Swap fill and stroke colors
“Toggle Text and Object
Convtrol

Toggleview setting
between default and
previw

Type on a Pathi Toal

Type Tocl
Coam Tonk

Type Menu

Change Case > lowercase
Change Case> Sentence
cae
ChangeCase>Title Case
Charpe Case > Llpm'-::asat
Chiaracter

Character > Seybes

Create Chutlines

Fill with Placehalder Text
Find Font

G.ll."ph.':

Insert Break
Ehuuiu-}ﬁulum Hreal,
Insert Break

Character > Even Page
Break

Insert Break

Character > Forced Line
Break

Insert Break
Character > Frame Break
Insert Brezk

Character > Owdd Page
Break

Insert Bresk
Character > Fage Break
Insert Break
Character = Paragraph
Heturn

Insert Special
Character >Auto Page
Number

Defandr-E
Diefanli-5

Defauli-C
Diefaul i-V
Defauli-0y

Defawlt-X

Defanlt-Shift+X
Defalr-]

Default-W

Defanlr-Shift+T

apli-T
e 2

enassigned
unassigned

unassigned
andsiigried

~Difaul-Crrt+ T

Diefaplt-Shift+FiH

Diefaplt. [

Shift-+Ctri+0
FITREEr T |
R
LTl

Texs-Mum Enter

arasstgried
Text-Shifi+Enter

Text-Shaft+Mam

Enter
massigmed

Text-Ctrl+Num
Enter
Texi-Enter

Tiexi-

Shift+Ctrl+Alt+N
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Windows Shortcuts

Appendix

msert Special

Character » Bullet
Character

riert Specil
Character> Copyright
Symmbal

Inzert Special Character =
[h'uut'mnnrp i-[}'plun
Imsert Specid
Character> Double Left
Chuotation Mark

[nsert Special
Character > Double Right
Cruotation Mark

Inmert Special

Character = Ellipsss
Insert Special

Character > Em Dash
Insert Specid

Character = En [rsh
Imsert Special

Character > End Mested
Seyle Here

Insert Specia

Character > [ndént to Here
Lmsery Special
Character = MNext Page
Pl

Insert Specia
Character> Nonbreaking
Hyphen

Insert Special

Character » Paragraph
Symbol

Insert Specia
Character> Previous Page
Blhumiber

Insert &
Iﬂunﬂﬁuﬂu:m
Squce

Imsert Spocesl
Character> Registered
Trademark Symbol
[nsert Special

Character > Right Indemt
Tah

Insert Specia
Character> Section
Marker

Insert Special

Character > Section

Symbol

Texa-Ah+8

Text-Ah+G

Texi-Shaft+Cerl+-

Tewt-Ab+

Texr-Shift+Ali+|

Texi-Al+;
Texr-Shift+ Al

Text-Alt+-
unassigned

Text-Ctrl+\

Tiess-

Shift-+Crl+Adt+]

Text-Ctrl+Alt+-

Text-Ah+7

Text-
Shift+Ctrl+Alt+[
unassigred
Texi-AH+H
Texr-Shifft+ Tab

unassigned

Texr-Ali+6

Insert Specia
Character>Single Left
Quotation Mark

Ensert Special

Clearacter > Singhe Right
Dwotation Mark

Insert Specia

Character = Tab

Insert Special
Claracter » Trademark
Symbal

Insert White Space>Em
Space

Ernsert White Space > En

Space

sert White Space = Figure

Spare

Insert White Space> Fush

Space

Insert White Space> Hair
Space

Tssert Wit

Space = Sembreakang Sprace

e Whide Space = Thin
Space
Paragraph

ParagraphtStyles

Show Hidden Characters
Size = Oither = Other
Seory

Tahs

Type on Path > Delete Type

from Path
Tyvpe on Fath > Oprions

View Menu
Actaal Size

Allow Object-Leve Display

Settings
Entire Pasteboard

Fit Page in Window
Fit Spread in Window
Hide Bulers

High Cuality Drisplay
Ink ."'.-1.:|:1ag,=r

Lock Guides
Optimized Display

Text-Alt+]
Text-Shift+ah+]

Text-Tab

unassigrel

Text-Shift+Ctrl+M

Texr-Shift+CrrlsN

uriagsigraad
unassigned

Text-
Shifi+Crel e Ale4
B T

Tewr-
Shift+Ctrl+Alt+W
Defiult-Cred+ M,
Defoult-Cred+ Ale+T
Diefauls-F11
Dhefauis-Cerl+ Ale+]

umazsigried

unazsigred
Defauds-

Shift+Cerl+T
umassigried

Hringsgried

Defoult-Crrk+1
unassigned

Default-
Shift+Ctrl+Alt+0
Defuult-Crrd+0
Diefauli-Crrle Ale-+0
Defauls-Crrl+ R
Diefauis-Crri+ Alt+H
unnzsigred
Defauilt-Crrd+Ale
Default-Ctrl+Alt+O
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Keyboard Shortcuts

Overprint Preview

Trool Colors

Proof Setup = Custom
Pr oof Setup >Document
CMYE

Proof Setup > Working
CMYE

Show Basetine Grid
Show Document Grid
Show Frame Edges
Show Guides

Shaw Hyperlinks

Show Master lvems
Show SMructure

Show Stylke Mame Column
Show Tag Markers
Show Tagged Frames
Shoerw Text Threads
Snap to Document Grad
E-nap b Guides

Typical Display

Zaam In

Loom Ot

Views, Navigation
200% size

AT s

Si1%% size

ACcess Page number box

Access zooan percentage
biow

Activate last-used field in
palette

First Spread

Fit Selection m Window
Force redraw
Gy to farst frame

G to last frame

Gotonext frame

Default-
Shift+Ctrl+Alt+Y

nrsERIed
wrstgried

unassigned

unagiigned

Dhefauts-Crrl= Ali+'
Defaais-Crrl+'
Thefrutr Ceri=H
Drefauis-Carl#;
uridstgmed

Dhtfaruide-Curl # Alt+ 1
unastgned
irnrsgmed
nrissrgried

Drefwds-Carleada+Y

Defieude-Shift+Cerl+

Drfmu-'.hilﬁﬁ-l—l:trlﬁ

Defmdi-Cirl# Al+E

Drefauilr-Carle Mum

+, Deflanlf-Crel+=

Defouls-Crrl & Mum -,

Digfauii-Carle-

Defalr-Crrl+2
Dgfanli-Carls 4
Drefmuts-Chrl+5
Drefault-Crrl+]
Default-Carl+Alt+5

Dhefmudt-Carl = Alt+

Defmidt-Home
Defmult-Carl+ Alt+=
Defaull-5Shift+F5
Defiaui-
Shift+Ctrl+Alt+Page
Up

Drefieult-
Shift+Chrl+Alt+Page
Drown

Default-
Ctrl+Alt+Page
Down

G o previons frame Difaudr-
Ciel+Ali+Page Up
Ceplee dis Back amainigrand
Guides in Back urassigred
Horizontal unassigned
Ruder > Centimeters
Hertzontad Ruler > Cieeros uraisigraed
Horizontal Ruler >Cistom urassigred
Horizontal Ruler > Inches unassigned
Horizontal Ruler >Inches unassigned
Decimal
Horizonital wRazsigeand
Ruler = Millimeters
Horizontal Buler = Picas urassgred
Horizontal Bialer = Podmts wriassigried
Lag Spread Default-
Shifi+Ali+Page
Dy, [hefirslr-End
Mext window Difaul-Crrl+Fs,
Difault-Crrl+
Open/Close d| palettesin  Default-
side tabs Cirl+Ali+Tah
paketies in left urassigred
side tabs
Open/Close palettesin unassigned
right sade tabs
Previous window Dfanl-
Shafi+Cerl+Fs,
Dgfault-Shift+Cirl+
Ruler O Spine unsssigried
Tuler Per Page uruissigreed
Tder Per Spread urssigaed

Scroll dossn one screen Diefault-Page [owm,

Text-Page Down
Scroll up one screen Default-Page Up,
Texr-Page Lip
Show 15t spot plate Defauli-
Shifi-+Cirl+Ali+5
Show 2nd spot plate Default-
Shafi+Crrl+Alr+6
Sherwr 3rd spot plate Ehefarnali-
Shif+HCEIF AT
Show 4th spot plate Default-
Shift+Crrl+ Ale+8
Shovw Sth spat plate Defauli-
Shifi+Cirl+Ale+3
Showdl plates Default-
Shift+Ctrl+Alt+
Show Black plare Disfaanli-
i = Shaft+Crrl+Al+4
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Appendix

Show Cyan plate
Show Magenta plate

Show Yellow plate

ShowiHide all palettes
Suppressoverrides(view
[:-]'Hi:miud]
Togghke all palettes except
toalbox

Togglebetween current
and previous wiews
Toggle Character and
Faragraph Modes in
Conirol Fanel

Topggle Keyboard Focus in
Control Palette

Topgle Mesurement

_____ Spstem

| |

Vertical
Puler > Cenfrmieters
Vertical Ruler > Ciceras
Vertmal Bualer = Castom
Vertbcal Buler > Inches

Vernical Buler = Inches
Decimal

Vertical Ruler >Millimeters

Vertical Ruler = Ficas
Vertical Buler > Points

Window Menu
Align

Anribues
Bookmarks
Cascaids

Clear Local Display
Settings

Codor

Contral

Delete Workspace
Flattener

Gradsent

Hyperlinila
Inadex
I

Layers

Links

Load Ist Workspace
Load Ind Workspace
Load 3rd Workspace

Default-
Shift+Ctrl+Alt-+1
Defaulr-
Shift+Crr+Ak+2
Deefaulr-
Shift+Carl+Al+3
Drefaadi-Tab
Defimlr-Curl+,

Deefauilr-Shift+ Tab
Default-Ctrl+Alt+2

Defade-Crl+Al+T

Deefaiar-Cral+6

Dhefeanalr-
Shife+ Corl+Ab+ll
unassigned

unssgned
e
ihiped

inaEsigH e

unassigned
iingisgned
g

Diefawlr-Shifi+F7
uHirsigHed
: =1 4
Ll'.llllli.ﬂ\pl
unizssgned

Diefadt-Fé
Defal-Carl+Al+6
unassgned
unassigned
inissEgnesd
|
Drefmrir-Shifre P
Defate-Fo-
Defauli-F7

 Diefaudt.
Shift+Cirl+D.

wnissgned
iniged

unassigned

Load dth Workspace

Load 5th Warkapace

Hivigator
Mew Window

Pages

Pathfinder
SaveWorkipace
Script Label
Scripts y
Seplr.l'rmnﬂ
States

Stroke

Swaiches

Tabde

Text Wrap

Tile
ook

Teamsform
T
Ti::*g:““‘:" H

Aiagmad
ittt

Dﬂh&-ﬂ?w‘w
umassigmed

Defmult-Shift+F6
Drefirals-F10
Prefirude-Shifi+F9

Defu Cot-AlS W
:.ru:uﬁ
Hri s

Defisuls-Shift +F10
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A

absolutenumbering, 252
absoluteoffset, 192

Add Anchor Point tool, 174,180
Adobe Paragraph Composer, 359

Advanced PDF options, 452
alignment
tobasdlinegrid, 367
horizontal, 96
object, 96-98
optical margin, 358
paragraph, 62
stroke, 146
tab, 281
text on a path, 223
typesof, 62
vertical,96
Align palette, 96-93
Align Objectsicons, 96
defined, 2

Distribute Objectsicons, 97
DistributeSpacingicons, 97

illustrated, 2, 96
opening, 2, 96
Use Spacingoption, 98
See also palettes
aphachannels
applying, to images, 209
asclipping paths, 206
illustrated, 209
naming, 209
anchor points
adding, 174,180
corner,169,170,171,175
defined, 168
deleting, 179, 180
deleting,from path, 174
dragging, 170
handles, extending, 171
handles, retracting, 171
modifymg, 175
moving, 172
selecting/moving, 172
smooth curve, 171,175
typesof, 168
userules, 171
angles, measuring, 105
AppleScript, 356

Application menu, keyboard shortcuts (Mac), 502

Apply Master dialog box, 247
arrowheads, 156
artwork. See graphics
Attributespalette
defined, 2
illustrated, 2, 136
Nonprinting option, 418
opening, 2, 136
See also palettes
autoflow text cursor, 243
auto leading, 57,363
automatic drop cap styling, 342-343
automati ¢ hyperlinks, 390
automatic page numbering, 251
automatictiling, 423

B

background, color, 36,494
baselinegrid, 366-367
aigningtext to, 367
defined, 366
firstlinealignmentto, 367
options, 493
positioning, 493
Setting, 366
basdlines
defined, 58
first, in cdls, 305
first, offset, 70
basdlineshift
controls,58
defined, 58
text on a path, 223
behaviors, 409-415
applicationexample, 414
applying, 409
Close, 410
deactivating, 413
defined, 409
deleting, 413
dragging, 412
editing, 412
events, changing, 412
Exit, 410
Go To First Page, 410
Go To Ladt Page, 410
Go To Next Page, 410
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Index

Go To Next View, 410
Go To PreviousPage, 410
Go To PreviousView, 410
GoToURL, 410
list,410
mouse events, 409
Movig, 411
multiple, applying, 412
Open File, 411
positioning, 412
selecting, 409
Show/Hide Fields, 411
Sound, 411
View Zoom, 411
Seealso buttons

bevd joins, 145

Bezier curves, 168

black point, 377

bleed area, 19
color, 4%4
defined, 426
EPS, 466
need for, 426
Setting, 426

bleed guides, 28

Bleed Mode, 35

blend modes, 158-159
adding, 158

ustrated effects, 159

knockout groups, 158
list of, 159
bookmarks, 380,391-393
advantages disadvantages,380
creating, 391
defined, 380
deleting, 392,393
destination, 392
dragging, 393
moving, 393
naming, 392
nesting, 393
renaming, 392
unnesting, 393
See also interactiveel ements
Bookmarks palette, 391-393
defined, 2

ustrated, 2,391

menu

DéeeteBookmark command, 392
New Bookmark command, 391
Rename Bookmark command, 392

Book Page Numbering Options dial og box, 256
Book palette, 253-257

document names, double-clicking, 254
menu, 253
Add Document command, 253
Book Page Numbering Options command, 256
Document Page Numbering Options command,
256
Export Book to PDF command, 257
Preflight Book command, 257
Print Book command, 257
Remove Document command, 253
Repaginatecommand, 256
Replace Document command, 255
SynchronizeBook command, 254
SynchronizeOptions command, 255
missingicon, 255
opening, 253
Style Source box, 254

books

creating, 253-257
documents, adding, 253
documents, numbers, 256
documents, opening, 254
documents, removing, 253
documentsorder, 254
electronicfile creation, 253
files, exporting, 257

files, replacing, 255

files, updating, 255

indexes, 263-264

packaging, 257

page number adjustment, 256
pagination, 256

preflight, 257

printing, 257

table of contents (TOC), 258-262

borders

adding, 306
color/tint, 306
stacking order, 308

break characters,244
bullpen, 75

butt caps, 145

Button dialog box, 401
Button Options dial og box

Add button, 409
Behavior menu, 409
behaviorslist, 413
Behaviorstab, 409,412
Déeetebutton, 413

Sort Bookmarkscommand, 393 Event menu, 409
opening, 2,391 General tab, 403
Seeabo palettes opening, 403
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Updatebutton, 412
buttons, 401-415
advantages/disadvantages, 380
appearance,applying, 408
behaviors, 409-415
clicking, 415
converting objectsto, 401
creating, manually, 401
creating, numerically, 401
defined, 380
images, adding, 402
properties, 403
text, importing, 402
text, typing, 402
themes, 408
See alsointeractiveelements
button states
adding, 404
changing, by object selection, 407
content, deleting, 407
converting, 405
creating,with imported artwork, 406
deleting, 404
disabling, 405
Down, 404
editing, 406
enabling,405
Rollover,404
understanding, 404
Up, 404
Button tool, 401

C

caps, 145
case, changing, 316
Cdl Options dia og box

Cdl Fill controls, 308

Cdl Insetfiddsoption, 304

Clip Contentsto Cdl option, 302

Diagond Linesoptions, 312

First Basdinearea, 305

illustrated, 297

Keep with Next Row option, 298

Line Stroke controls, 312

opening, 297,298

Rowsand Columnscategory, 297

Start Row menu, 298

Verticd JustificationAlign menu, 304,305
cdls

contents, copying/pasting, 296

contents, deleting, 295

customizing,303-305

diagond lines, 312

fill, customizing,308

first basdline, 305
formatting, preserving, 306
formatting, setting, 283
inserting graphicsinto, 302
insertingtext in, 290
insertion point, 289
merging, 303

moving between, 290
preview, 307

selecting, 287

splitting, 303

strokes, customizing, 307
text, options, 304

text, selecting, 291

text, vertical alignment, 304
unmerging, 303

vertical justification spacing, 305
See alsotables

Change Format Settings dia og box, 322,323

Character palette
Basdineshift controls, 58
defined, 2
electronicstyleoptions, 55
font menu, 54
Horizontal scaecontrols,59
illustrated, 2, 53
Kerning controls, 57
Language menu, 60
Leading controls,57
menu, 53

OpenType submenu, 368
Show Options command, 53
opening, 2, 53
options, 53
point Szemenu, 54
Skew controls, 59
stylemenu, 54
Tracking controls, 58
Vertica scaecontrols, 59
workingwith, 53
See also palettes

characters
attributes, sampling, 349
break, 244
hidden, 66
Indent to Here, 64
inserting, 67
separator, 261
settings preferences, 483
settingswith Control palette, 72
spacing, 57-58
specia, 73
whitespace, 73
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Index

wildcard, 321
See also character styles; text
Character Style Options dialog box, 339,340

character styles, 333

applying, 337

automatic drop cap, 342

defining,333

defining, by example, 333

keyboard shortcuts, 335

overriding, 338

Strategies, 337

Teagfor En Dash, 340,341

Seealso paragraph styles, styles
Character Styles palette, 333

defined, 3,333

Delete Stylescommand, 339

illustrated, 3,333

opening, 3

Redefine Stylecommand, 339

Seealso palettes

Check Spelling dia og box, 316-317

illustrated, 316
Searchlist, 316

ChooseMovie Frameas Poster dialog box, 399
clipboard options, 487

ClippingPath diaog box, 205-207
Alpha Channel option, 206
Detect Edges option, 206
illustrated, 205,206
Include Inside Edges option, 207
Inset Framefield, 207
Invert option, 207
opening, 205
Path menu, 205
Restrict to Frame option, 207
Thresholddlider, 206
Tolerancedider, 206
Type menu, 205
Us=High Resolution Image option, 207

clipping paths, 204-207

aphachannelsas, 206
choosing paths as, 205
converting,to frames, 205
creating, from images, 206
defined, 204
deleting, 207
effects, modifying, 207
illustrated, 204
importing fileswith, 204
shape, modifymg, 205
uses, 207

CMYK colors
creating, 110
defined, 110

defining, 112
understanding, 113
uses, 112
workingspace, 375
Seealsocolors
color management, 373-378
CMYK working space, 375
complexity,373
conversionoptions, 377
policies, 376
profiles, 378
RGB working space, 375
settings selection, 374-377
turningon, 374
Color palette, 112-115
color ramp, 115
Containericons, 138
defined, 3
Fill icon, 120,138
illustrated, 3
menu, 112
Add to Swatchescommand, 115
CMYK command, 112
Lab command, 114
RGB command, 113
Noneicon, 141
opening, 3,112
options, choosing, 112
Strokeicon, 120,142,143
Text icons, 139
tinting swatcheswith, 130
transferringcolorsfrom, 115
Seealso palettes
colors, 109-136
adding, to Swatchespalette, 117
applying, to fills/strokes, 115
basicsof, 110-111
bleed, 494
border, 306
CMYK, 110,112
columns, 4%4
default, cresting, 123
dragging, 115
dragging, into Swetchespalette, 117
EPS, 465
framefill/stroke, 198
gradients, 132-135
grayscale images, 198
hidden characters,66
information review, 446
LAB, 111,114
layer, 268
mapping, 433
margins, 494
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Mixed | rks, 111,126-129

models, 112

naming, 123

onscreen €lement, 494

out-of-gamut, 114

overprinting, 136

paragraphrule, 225

preview background, 494

printing, 427

process, 119

registration,117

RGB, 110,113

sampling,135

dug, 4%

spot, 111,119

storing, 135

strokegap, 147

tints, 111,130-131

transferring,from Color palette, 115

unnamed, 116,123

unused, cost of, 122

working with, 109-136
Color Settingsdiaog box

Advanced Mode checkbox, 374

CMYK Color Management Policy menu, 376

EnableColor Management checkbox, 374
Enginemenu, 377

illustrated, 374

Intent menu, 377

Missing Profilesoption, 376

opening, 374

Profile Mismatchesoptions, 376

RGB Color Management Policy menu, 376
Settingsmenu, 374

Use Black Point Compensation checkbox, 377

Working Space CMYK menu, 375
Working Space RGB menu, 375
color stops, 132
adding, 133
defined, 133
deleting, 133
selecting, 132, 134
column guides
defined, 28
illustrated, 28
moving, 29
See also guides
columns
adding, whiledragging, 295
alternaterepeating strokes, 309
automaticallydistributing, 298
colors, 494
creating,69
creating,with guides, 30

deleting, 295
fixedwidth, 69
gutter width, 18
inserting, 294
number of, 18,285,293
selecting, 291
Setting, 22
width, changing, 297
working with, 293-298
See also rows, tables
composition, 359
Composition preferences,490-491
defined, 482
Highlight settings, 490
illustrated, 482
Justify Text Next to an Object checkbox, 491
Skip to Leading checkbox, 491
Text Wrap controls, 491
Text Wrap Only Affects Text Beneath checkbox, 491
See also Preferences dial og box
compound paths, 141
compound shapes, 184
Compression PDF options, 456-458
Compression menu, 457,458
defined, 451
Downsampling menu, 457
illustrated, 451,456
Image Quality menu, 457
Resolutionfiglds, 456,458
Sampling menu, 456
See also Export PDF dialog box
Configure Plug-in dialog box, 500
container objects, 101
content objects, 101
contextual menus
defined, 16
displaying, 16
Display Performance dialog box, 211
ruler, 26
control handles
defined, 168
extending,171
moving, 172
retracting, 171
smooth curve point, 175
userules, 171
Control palette
Charactericon, 72
context sengitivity,103
defined, 3
features, 314
Fiticons, 191
illustrated, 3
for objects, 103

xopu|
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Index

opening, 3,313
Paragraphicon, 72
Sdect Object options, 103
for text, 72
Transform/Stroke palette options, 103
See also palettes
Convert Direction Point tool, 175
Convert Text to Table dialog box, 286
COpFing
artwork between graphicframes, 183
documents, 43
fonts, 448
objects, 81
tablecdls, 296
text, 52
comer curves, 170
corner effects, 156
Comer Effectsdialog box, 156
comer points, 169,171
curve, 170
dragging, 175
handles, extending, 171
handles, retracting, 171
See also anchor points
Create Guidesdiaog box, 30
Create Package Folder dialog box, 447
cursors
angle, 105
autoflow text, 243
curved double-headed arrow, 89
double-headedarrow, 81, 89
fixed page autoflow, 243
Hand, 40
left/right arrow, 297
link text, 68
loaded image, 182
loaded text, 68,238,240
Movie Clip, 396
semi-autoflow, 242
slanted arrow, 292
up/down arrow, 296
curves
Bezier, 168
changing,171
corner,170
drawing, 170
smooth, 170
Custom Spread Flattener Settingsdial og box, 438

D

dashed strokes, 148,151
defaults
color, 123

document, 22
object, 166
previews, 210
Setting, 22
view settings, 497
workspace, 14
DefinePrinter Presetsdial og box, 441-442
Deetebutton, 441
Edit button, 441
Export button, 441
Import button, 442
New button, 441
DéeeteAnchor Point tool, 174,180
DeleteWorkspace dialog box, 14
destinations
defined, 382
deleting, 384
editing, 384
existing, hyperlink creationfrom, 385
moving, 390
page, 382,386
text anchor, 383,386
URL, 383,387
See also hyperlinks
diagonal lines, 312
Dicolor library,125
dictionary,318,366
hyphenation exceptions, 496
languageoptions, 495
preferences, 495-496
user, preferences, 496
Dictionary dialog box, 318
Composition Using menu, 496
defined, 483
DoubleQuotesmenu, 495
illustrated, 483
Language controls, 495,496
Single Quotes menu, 495
Direct Selectiontool, 190,289
for clipping path manipulation, 205
defined, 79
illustrated, 172
moving control handleswith, 172
in moving inline graphics, 196
moving pointswith, 172
in nested el ement selection, 194
Opt/Alt key with, 85,99, 101, 189, 194
plus(+) sign,85
discretionary hyphens, 365
Display Performancediaog box, 210-213
AdjustView Settingsarea, 212,498
contextual menu, 211
Default View Settings menu, 210,497
defined, 484
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EnableAnti-Aliasingcheckbox, 498
Greek TypeBdow field, 498
IgnoreLoca Settingscheckbox, 497
illustrated, 210,484
Preserve Object-level Display Settingsoption, 210
Raster Imagesdider, 212
Transparency dider, 213
Vector Graphicsdider, 212
distributing, 97-98
defined, 97
horizontal, 97
objects, 97, 98
space between objects, 97
verticd, 97
docking palettes, 13
document grids
appearance,changing, 32
displaying, 32
hiding, 32
positioning,493
preferences, 493
snapping to, 32

Document Page Numbering Options dial og box, 256

document presets, 24-25
applying, 24
creating, 25
defined, 24
deleting, 25
editing, 24
exporting, 25
importing, 25
saving, 24
Document Presetsdial og box, 24-25
document rulers, 2627
contextual menu, 26
hiding, 26
horizontal, 26
origin, setting, 27
showing, 26
unit, setting, 492
unit of measurement,changing, 26
vertical, 26
zero point, repositioning, 27
documents
adding, to book, 253
addinglibrary itemsto, 275
bleed area, 19
closing,43
columns, 18
copying, 43
defaults, 166
defaults, setting, 22
information, 106
margins, 18, 21

naming, 42
new, 18
opening, 44
opening, in book, 254
order, controlling,41
order, in book, 254
orientation, 18, 21
packaging,447
pages, 18
printing, 418
recently saved, 44
recovering,44,499
removing, from book, 253
revertingto, 43
saving,42
sections, 251-252
settings, saving, 24
Ssetting up, 17-44
dugarea, 19
starting, 18-19
transferringstylesfrom, 336
intwo windows, 41
Document Setup dialog box
illustration, 23
opening, 23
Orientation option, 23
PageSizeoption, 20
document windows
controlling,41
magnification list, 34
navigation controls, 234
pagelist, 234
dotted strokestyle, 152
Down state, 404
drop caps
attributes, 325
automatic styling, 342-343
controls,65
creating, 65
defined, 65
paragraphstyles, 331

Drop Capsand Nested Stylesdiaog box, 342,345-346

Character Stylemenu, 345
Duration menu, 345
illustrated, 345
New Nested Stylebutton, 345
opening, 345
Repeating Element menu, 345,346
Drop Shadow dialog box, 161-162
Drop Shadow checkbox, 161,162
illustrated, 161
opening, 161
drop shadows, 161-162
adding, 161
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for frames, 213
for images, 213
removing, 162

duplicating
layers, 266
multipleobjects, 83
objects, 82
pages, 235
styles, 334
swatches, 122
text, 52

E

Edit Document Preset dialog box, 25
Edit menu
Check Spellingcommand, 316
Clear command, 175
Color Settingscommand, 374
Copy command, 52, 82, 183, 296

Cut command, 52, 82, 100, 102, 183, 296

Duplicatecommand, 52, 82

Edit Dictionary command, 318,366
Edit in Story Editor command, 326
Edit Shortcuts command, 479
Keyboard Shortcuts command, 478
keyboard shortcuts (Mac), 502
keyboard shortcuts (Win), 514-515
Paste command, 52, 82, 102, 196,296
Paste In Place command, 82

Paste Into command, 100,102,183,193
Preferencessubmenu, 481

Display Performancecommand, 210,212

Gridscommand, 32,366

Guides & Pasteboard command, 28, 36

Story Editor Display command, 327

Units & Incrementscommand, 26, 27

Sdect Al command, 79

Step and Repeat command, 83
Edit Stroke Style dialog box, 152
electronicgtyles, 55-56

customizing,56

defined, 55

illustrated, 55

mythsand redlities, 60
Ellipsedialogbox, 48, 77
Ellipsetool

indrawingéelliptical frames, 46

Opt/Alt key with, 48
dliptical frames, 46, 77
Elliptical Frametool, 77
embedding graphics, 203
em spaces, 73
en dashes, 341

End Nested Style Character, 346

end shapes, 156

en spaces, 73

EPSfiles, 464-466
bleed size, 466
colors, 465
creating, 464
dataformat, 466
embeddingfontsin, 466
imagesimport options, 187
page options, 464
Postscript level, 465
preview, 465

EPS Import Options dialog box, 187

Erasetool, 180
deleting pathswith, 179
dragging, 179
illustrated, 179
Excd
importing tablesfrom, 287
import options, 239
Export dialog box
AdobePDF, 450,451-463
EPS, 450,464-466
InDesign | nterchange, 450,467
JPEG, 450,467-468
opening, 450
Saveas File Typeoptions, 450
SVG, 450, 469-471
Text, 450,472
Export EPS dialog box, 464-466
Advanced tab, 464
Blead fields, 466
Color menu, 465
Data Format menu, 466
Embed Fonts menu, 466
Generadl tab, 464
illustrated, 464
Pagesarea, 464
Postscript menu, 465
Preview menu, 465
exporting, 449-475
book filesto PDF, 257
document presets, 25
EPSfiles, 464-466
formats, 450
hyperlinks, 390
interactive PDFs, 416
JPEGfiles, 467-468
PDFfiles, 451-463
PDF presets, 463
printer presets, 441
SVGfiles, 469-471
text, 472
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Export JPEG did og box, 467-468
Export options, 467
Format menu, 468
illustrated, 467
Image Quality menu, 468
Export Optionsdiaog box, 350
Export PDF dialog box, 451-463
Advanced, 452,459
categorieslist, 451
Compression, 451,456-458
Generd, 451,453-455
Marksand Bleeds, 452
Save Preset button, 462
Security,452,460-461
Summary, 452
See also Export dial og box; exporting
Eyedropper Optionsdialog box, 164,348
Eyedroppertool, 135,164-165
black eyedropper, 164,349
double-clicking, 348
illustrated, 135
Opt/Alt key with, 165,349
options, 164
precision, 165
for sampling/applying object attributes, 164
for samplinglstoringcolors, 135
for text, 348-349
using, 135,164-165
whiteeyedropper, 164,349

F
facing pages
defined, 20
marginsettingsfor, 21
setting, 18, 20
See also spreads
falseitalic, 59
Feather dialog box, 162
feathers, 162
figurespaces, 73
File Handling preferences, 499
defined, 484
Document Recovery Data, 499
illustrated, 484
Save Document Preview Image, 499
Saving InDesign Filesarea, 499
Verson Cuecontrol, 499
See also Preferencesdial og box
Filemenu
Closecommand, 43
Document Presetssubmenu
Define command, 24, 25
presets, 24

Document Setup command, 22, 23

Export command, 350,416,450,472

keyboard shortcuts (Mac), 502-503

keyboard shortcuts (Win), 515

New submenu, 73
Book command, 253
Document command, 18, 24
Library command, 5

Open command, 44,255

Open Recent command, 44

Packagecommand, 447

PDF Export Presetscommand, 462

PDF Presetscommand, 462

Placecommand, 182,183, 196,208,209

Preflight command, 444

Print command, 418,424,443

Printer Presetssubmenu, 441

Redo command, 43

Revert command, 43

SaveaCopy command, 43

Save Ascommand, 42, 43, 44

Save command, 42, 43

Undo command, 43

files

book, 255

copying, 43

maintaining, 42-44

missing, 255

naming, 42

opening, 44

packaging, 447

PageMaker, opening, 44

Postscript, 443

QuarkXPress, opening, 44

recovering, 44

replacing, 255

saved, preview, 499

saving, 42

text, 489

updating, 255

fills

aternaterepeating, 311

applying, 138-141

applying colorsto, 115

cdl, customizing,308

defaults, 166

dragging, onto objects, 138

gradient, 139-140

None, 141

for selectedtext, 139

setting, to overprint, 136

strokesettings swap, 142

for textinaframe, 139

See also strokes
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Find/Change dialog box
Case Sengtiveoption, 319
ChangeAl button, 320,341
Changebutton, 320
Change/Find button, 320,341
Changetofield, 319,341
expanded options, 321
Find Next button, 320
Find what menu, 321,341
Format button, 322,323
illustrated, 319
metacharactersmenu, 320
More Options button, 321
opening, 319
Searchligt, 319
WholeWord option, 319
Find Font dialog box, 352
Find Format Settingsdial og box, 322
Advanced Character Formats, 324
Basic Character Formats, 324
Character Color, 325
Drop Capsand Other, 325
illustrated, 323
Indentsand Spacing, 324
Keegp Options, 324
opening, 323
OpenType Features, 325
Strikethrough Options, 325
Style Options, 324
UnderlineOptions, 325
findinglchanging,319-325
changes, applying, 320
formatting, 321
instances, ignoring, 320
metacharacters,320
options, expanding, 321
text strings, 319
wildcard characters,321
first-characterinline graphics, 197
fixed pageautoflow cursor, 243
flattener presets, 436-440
applying, 438
creating, 436
deleting, 437
editing, 437
loading, 437
naming, 437
previewing, 439-440
saving, 437
Setting, 435
Flattener Preview pal ette, 439-440

Apply Settingsto Print button, 439
Auto Refresh Highlight checkbox, 439

defined, 3

Highlight menu, 439,440
Ignore Spread Overrides checkbox, 439
illustrated, 3,439
opening, 3,439
Preset menu, 439
Refresh button, 439
Seealso palettes
flattening,438
flippingobjects, 94
flowing text, 240-244
autoflow, 243
loaded text cursor and, 240
manually, 241
onto fixed number of pages, 243
semi-autoflow, 242
flush spaces, 73
Focoltonelibrary, 125
Font Alert, 448
fonts
changing, 352
copying, 448
defined, 54
embedding, 459,466
information for printing, 434
information review, 445
legal issues, 448
missing, replacing, 352
non-Latin, 489
PDF, 458,459
selecting, 54
subsetting, 458
subsettingthreshold, 486
SVG file, 470
using, 60
footers,300-301
adding, 300
converting, into body cells, 301
converting cellsto, 301
defined, 285
repeat options, 300
rows, 293
Seealsotables
formatting
cells, 288,306
character, 53, 61
character, overriding,338
findinglchanging,321
options, deleting, 323
options, replacing, 323
options, searching, 322
frames
defined, 76
display, 76
graphic,76,77-78
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selecting, 108

typesof, 76

unassigned, 47, 48, 76

Sealso text frames
FreeHand, path conversionto frames, 186
Free Transformtool, 89

G

General PDF options, 453-455
Compatibilitymenu, 453
defined, 451
illustrated, 451
Include settings, 454
Multimediamenu, 455
Optionscontrols,454
Pegesarea, 453
Standard menu, 453
See also Export PDF dia og box

General preferences,485-487
Clipboard options, 487
defined, 481
Floating Tools Pel ette menu, 486
Font Downloading and Embeddingoption, 486
illustrated, 481
Page NumberingView menu, 485
Print Optionsarea, 486
Reset All Warning Didogsbutton, 487
Tool Tips menu, 485
See also Preferencesdial og box

Generate | ndex dialog box, 264

GlFfiles
artwork comparison, 474
options, setting, 475

glyphs, 67
categories,displaying, 369
defined, 67
scaling, 362

Glyphspalette
defined, 3, 67
illustrated, 3, 67, 369
opening, 3, 67, 369
Show list, 369
viewing categoriesin, 369
Seealso palettes

Golive
designingdocumentsfor, 473
image copying settings, 474
packagingfor, 473—475

Go to Row dialog box, 290

Grabber tool. SeeHand tool

gradientfills, 139-140
adjusting, 140
applying, 139

Sealsofills
Gradient Options dialog box, 133
Gradient palette, 134-135
defined, 4
gradient preview, 135
illustrated, 4,134
menu, 134
opening, 4,134
Seealso palettes
gradients, 132-136
color stops, adding, 133
color stops, deleting, 133
defined, 132
defining, 132
linear, 132
modifying, 133
processcolors, 134
radial, 132,140
spot colors, 134
unnamed, creating,134
unnamed, storing, 135
Seealso colors
gradient strokes, 143
Gradient tool, 140
graphicfileformats, 183
graphicframes, 77-78

ing, 76 -3
creating,
defined, 76 3
diagondl linesin, 76 -
dliptical, 77

All/stroke color, 198
importing pathsas, 186
modifying, 190
moving/copying artwork between, 183
nesting, 193
placingartwork in, 183
polygon, 78
rectangular, 77
replacingartwork in, 183
resizing, 191
selecting, 108,183
selecting/moving, 189
Specialty, 184-186
text conversionto, 185
Seealsoframes

graphics, 181-213
adding, to tables, 302
applyingal phachannelsto, 209
applying effectsto, 213
centering, 191
default view, switching, 211
dragging, from vector programs, 186
fitting,in frames, 191-192
inline, 196-197
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linked, 199-202
modifying, 190
moving/copying, between frames, 183
nesting, 193-195
numerically positioning, 192
pixel-based, 200
placing,into frame, 183
placing, without frame, 182
preview, default appearance, 210
preview, individual,211
raster display, 212
replacing, 183
resizing, 191
selecting, 189
selecting/moving, 189
state creationwith, 406
styling, 198
SVGfile, 470
transforming, 192
unembedding, 203
vector, 200
vector display, 212
viewing, 210-213
workingwith, 189-190
grayscale images, coloring,198
greeking, 498
Grid Preferencesdial og box, 32
Basdline Grid settings, 366,493
defined, 483
Document Grid controls, 493
Gridsin Badk option, 493
illustrated, 483
groups
Control palettewith, 103
creating, 99
mixedink, 127-128
nesting, 99
reasonsfor using, 102
selecting objectswithin, 99-100
ungrouping, 100
Group Sdlectiontool, 85, 99, 194
guides, 28-31
bleed, 28
column, 28, 29, 30
defined, 28
display, 28
hiding, 28
illustrated, 28
layer, controlling, 270
locking, 31
margin, 28
preferences, 28,494
row/column creationwith, 30
ruler, 28, 29, 30, 31

showing, 28

dug, 28

snapping to, 29

typesof, 28
Guides& Pasteboard preferences, 36

defined, 483

Guideoptions, 493

illustrated, 483

Margins Color menu, 494

Minimum Vertica Offset option, 494
gutters

Setting, 22

width, 18

H

hair spaces, 73
Hand tool, 38
hangingbullets, 63
headers, 300-301
adding, 300
converting, into body cells, 301
converting cdlsto, 301
defined, 285
repeat options, 300
rows, 293
Sedsotables
Help menu
Configure Plug-inscommand, 500
keyboard shortcuts (Mac), 503
keyboard shortcuts (Win), 515
hidden characters
colors, changing, 66
defined, 66
displaying, 66
illustrated, 66
hidden layers
Setting, 269
text wrap control, 270
highlight
options, 490
pink, 490
text, 139
underline€ffect as, 56
HKSlibrary,125
horizontal scaling, 59
hotspots, 380
HTML pages, 449
Hyperlink Destination Optionsdia og box, 3&4
hyperlinks, 381-390
advantages/disadvantages, 380
appearance, 388
automatic, 390
creating,from existing destination, 385
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defined, 380,381
destinations,381-387
editing, 389
exporting, 390
moving, 390
page, 381,386
source, 381
source, resetting, 389
testing, 390
text anchor, 381,386
tipsfor, 389
type, selecting, 381
updating, 339
URL, 381, 387
Seealso interactive elements
Hyperlinks palette, 381-390
defined, 4
illustrated, 4,381
menu
DeleteHyperlink command, 390
Go to Destination command, 390
Go to Source command, 390
Hyperlink Destination Options command, 334
Hyperlink Options command, 389
New Hyperlink Destinationcommand, 381
Rest Hyperlink command, 389
UpdateHyperlink command, 389
opening, 4,381
Seealso palettes
hyphenation
automatic, 364
changingto en dashes, 341
controlling, 364—-366
discretionary, 365
editing, 366
exceptions, 496
paragraph styles, 330
preferences, 365
turningon, 66,364
units, 364
Hyphenation Settingsdial og box, 364

Illustrator
best fileformat from, 187
dragging from, 186
transparencyand, 208
Image Col or Settingsdial og box, 378
Image Import Options dial ogbox, 187,204,208,209
images. Seegraphics
imported graphics. Seegraphics
importing
document presets, 25

imageoptions, 187-1838
pathsasframes, 186
PDF presets, 463
printer presets, 441
from spreadsheets, 288
syles, 336
swatches, 122
tagged text, 351
text, 238—-239
text into buttons, 402
text into frames, 240
transparent images, 208—-209
import options, 187-188
EPSimages, 187
PDFfiles, 188
pixd images, 187
Import Optionsdialogbox, 182
InCopy, 472
indents
manual, inserting, 64
margin, 63
paragraph styles, 329
TOC entries, 262
Indent to Herecharacter,64
InDesign | nterchangeFormat, 467
InDesign menu
Configure Plug-inscommand, 500
Preferencessubmenu, 481
Display Performance command, 210, 212
Gridscommand, 32,366
Guides & Pasteboard command, 28, 36
Story Editor Display command, 327
Units & Incrementscommand, 26, 27
InDesign Tags | mport Options dial ogbox, 351
indexes, 263-264
art of, 264
creation methods, 263
file generation, 264
referenceapplication, 263
Index pal ette, 263264
Add button, 263
defined, 4
illustrated, 4,263
menu
Generate | ndex command, 264
New Page Referencescommand, 263
opening, 4,263
Referencebutton, 263
Secalso palettes
Info palette
defined, 4
document information, 106
illustrated, 4
object information, 106

Xapu|
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with objects, 106 exporting, 467-468
opening, 4 quality, 468
text information, 106 jutification
Seedso palettes attributes, 325
Ink Manager, 432-433 best settings, 361
Alias menu, 433 in cells, 305
coloricons, 432 controls, 360-363
defined, 432 letter spacing, 361
illustrated, 432 paragraph styles, 330
opening, 432 singleword, 363
inline graphics, 196-197 understanding, 360
incdls, 302 vertical, 71
creating, 196 word spacing, 360
defined, 196 Justificationdialog box, 360-363
first-character,197 Auto Leadingfield, 363
forcingtext around, 197 Glyph Scaling options, 362
illustrated, 196 illustrated, 360
importing imagesas, 196 Letter Spacingoptions, 361
usss, 196 opening, 360,361,362,363
Seedso graphics SingleWord Justification menu, 363
Insert Column(s) diaogbox, 294 Word Spacingoptions, 360
insertion points
cells, 289 K
creat_l ng, 72 Keep Options dialog box, 353
moving, 49 kerning,57
Insert Pegesdialog box, 232 keyboardincrements, 492
Insert Row(s) dialog box, 294 keyboard shortcuts, 501-526
Insert Teble dialog box, 285 Application menu (Mac), 502
interactivePDF elements, 379-416 assigning, 480
bookmarks, 380,391-393 changing ' 480
buttons, 380,401-415 '
) y character styles, 335
hypgrl inks, 380,381-390 context sensitivity,501
movies, 396-400 default, 478
sounds, 394—395 Edit menu (Mac),502
intzgsgfﬁs Edit menu (Win), 514-515
. Flemenu (Mac), 502
creating, 414-415 File menu (Win), 515
. Qx_portlng,41_6 Help menu (Mac), 503
!nwsbla See hidden characters Help menu (Win), 515
island spread_s 236 N N insert special characters, 74
ISO (International Organizationfor Standardization), insert white space, 74
453 )
Item Information dialog box, 276 ﬁ%ﬁgﬁ %ﬁ;{’%%s’ﬂs
] Layout menu (Win), 515
list, creating, 479
Japanesetopography Macintosh,502-514
keyboard shortcuts (Mac), 503 magnification, 34
keyboard shortcuts (Win),515 modifying, 478-480
joins, 145 object editing (Mac),503-504
JPEGfiles object editing (Win), 515-516
area/page conversion, 467 Object menu (Mac), 504
artwork comparison, 474 Object menu (Win), 516-517
display, 468 palette menus (Mac),505-508
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palette menus (Win), 517-520
paragraph styles, 335
QuarkXPress set, 478
sets, 478
Sets, creating, 479
sets, del eting, 480
Structure menu (Mac), 508
Structure menu (Win), 520
structure navigation (Mac),508
structure navigation (Win), 520-521
Tablesmenu (Mac),508-509
Tablesmenu (Win), 521
text and tables(Mac), 509-510
text and tables (Win), 521-523
text selection, 51
tools (Mac), 16,511
tools (Win), 16,523
Typemenu (Mac),511-512
Typemenu (Win),523-524
View menu (Mac),512-513
View menu (Win), 524-525
views, navigation(Mac), 513-514
views, navigation (Win), 525-526
Window menu (Mac),514
Window menu (Win),526
Windows, 514-526

Keyboard Shortcutsdial og box, 478-480
Assign button, 480
Commandsfield, 480
Context menu, 480
Currently Assigned to area, 480
Deete Set button, 480
illustrated, 478
Product Areamenu, 480
Save button, 480
Set menu, 478

knockout groups, 158

L

LAB colors
creating, 111
defined, 111
mixing, 114
uses, 114

language, setting, 60

Layer Options dialog box, 220
Colorlist, 268
illustrated, 268
Lodk Guidesoption, 270
Lodk Layer option, 268
opening, 266,268
Show Guidesoption, 270
Show Layer option, 269

SuppressText Wrap When Layer is Hidden option,
270

layers, 265-271

applying objectsto, 271
creating, 266
creating,while pasting, 267
defined, 265

deleting, 267

dragging, 271

duplicating, 266

guides, controlling,270
hiding, 269

highlight color, 268
locking, 268

merging, 271

moving objects between, 271
options, 268-270
renaming, 268

reordering, 271

showing, 269

text wrap, 270

unused, del eting, 267
workingwith, 271

Layerspal ette, 266-267

defined, 5
Delete Layer icon, 267
illustrated, 5
menu, 266
DeleteAl Unused Layerscommand, 267
Hide Others command, 269
Lock Others command, 268
Merge Layerscommand, 271
New Layer command, 266
Paste RemembersLayerscommand, 267
New Layer icon, 266
opening,5
TogoleLock space, 268
TogaleVisibility space, 269
Seed 0 paettes

Layout Adjustment dial og box, 250
Layout menu

Create Guidescommand, 30

First Pagecommand, 234

Go Back command, 234

Go Forward command, 234
keyboard shortcuts (Mac), 503
keyboard shortcuts (Win), 515
Lagt Pagecommand, 234

Layout Adjustmentcommand, 250
Marginsand Columnscommand, 23
Next Page command, 234

Next Spread command, 234
Previous Page command, 234
Previous Spread command, 234
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Ruler Guidescommand, 31
Table of Contentscommand, 258
layouts, adjusting, 250
leading
attributes, 325
auto, 57,363
controls, 57
defined, 57
letter spacing, 361
libraries, 273-278
addingitemsto, 274
adding pagesto, 275
creating, 274
display, changing, 276
items, adding to documents, 275
items, deleting, 275
items, displaying, 277
items,information, 276
items, sorting, 278
items, storing, 274-275
searching, 277
swatch, 124-125
use strategies, 275
Library palette, 274-278
defined, 5
illustrated, 5,274
Ligt View, 276
menu, 274
Add All Itemson Page command, 275
Add Item command, 274
Deleteltem(s) command, 275
Library Information command, 276
Lis View command, 276
PlaceItem(s) command, 275
Show Subset command, 277
Sort Itemscommand, 278
Thumbnail View command, 276
opening, 5,274
Thumbnail View, 276
Seealso palettes
lines
closing pathswith, 169
creating, 78
diagonal,in cdls, 312
drawing, 169
keeping, together, 353-354
measuring, 105
straight, creating, 169
lines (text)
ragged, balancing,368
selecting, 50
spacing, 57-58
Liningfigures, 372
linked graphics, 199-202

editing, 201
jumping to, 201
link information, 202
links, 199-201
relinking, 200
sorting list of, 199
Seealsographics
Li nk Information dial og box, 202
links
changing, 68
creating,68
displaying, 68
indicators, 68
information, 202
information review, 445
missing, 199,200
modified, 199,200
reexamining, 199
updating, 201
Seealso text
Links palette, 199—-202
defined, 5
Embed icon, 203
icon commands, 201
icons, 199
illustrated, 5,199
menu, 199
Edit Original command, 201
Embed Filecommand, 203
Go To Li nk command, 201
Link Information command, 202
Relink command, 200
Sort commands, 199
Unembed Filecommand, 203
Update Link command, 201
opening, 5,199
page numbers, 199
Secalso palettes
loaded text cursor, 68,238,240
curvedlines, 240
straight lines, 240
uses, 240
locked objects
creating, 107
moving, 250
Secalsoobjects
locking
guides, 31
layers, 268
objects, 107
luminance, 114
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Macintosh

insert special characterscommands, 74

insert whitespacecommands, 74
scripting requirements, 356
Macintosh keyboard shortcuts, 502-514
Application menu, 502
Edit menu, 502
File menu, 503
Help menu, 503
Japanesetopography, 503
Layout menu, 503
object editing, 503-504
Object menu, 504
other, 504-505
palette menus, 505-508
Structure menu, 508
structure navigation,508
Tables menu, 508-509
text and tables, 509-510
tools, 511
Type menu, 511-512
View menu, 512-513
views, navigation, 513-514
Window menu, 514
See also kevboard shortcuts
magnification
amounts, entering, 34
changing, 33-34
keyboard shortcuts, 34
list, viewing, 34
with View commands, 33
with Zoomtool, 37
margin guides, 28
margins, 18
colors, 494
fitting guidesto, 30
indents, 63
optical,alignment, 358
setting, 21
Marginsand Columnsdialog ki, 23
marquees
object selection, 79
zoom, 37
master frames
creating, 240
importing text into, 240
See also text kames
master-pageelements
changing, 245
display, changing, 249
modifying, 248
overriding,248

releasing, 248
separating, 249
separatingitemsfrom, 248
stacking order, 249
master pages, 245—249
adding objectsto, 245
applying, 247
base, 247
basisstrategies, 246
converting pagesto, 246
creating, 246
defined, 231
double-clicking, 245
dragging, 231
existing, 247
iconsize, 230
local overrides, 231
number of, 249
reapplying, 249
uses, 245
workingWt h, 245-249
See also pages
Measurement tool
anglemeasurementwith, 105
defined, 104
illustrated, 104
measuringdistanceswith, 104
moving measuringlinewt h, 105
opening, 104
Opt/Alt key with, 105
repositioning pointswith, 105
measuringlines, 105
mechanicals, 17
merging
cdls, 303
layers, 271
swatches, 121
metacharacters, finding/changing, 320

MicrosoftExcd Import Options dial ogbox, 239,287
Microsoft Word Import Options diaog box, 239,287,

289
mitered joins, 145

Mixed Ink Group Options dialog box, 128

Mixed Ink Groups, 127-128
creating,127
defined, 127
modifying, 128

mixed i rk swatches, 126-129
creating,111,126
defined, 111,126
deleting, from groups, 128
display, 127
modifying, 129
uses. 126
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Modify Character Styledialog box, 335
Modify Paragraph Style dialog box, 335
mouse

events, 409

text selection with, 50
Movedialog box, 81
movieclips, 396-400

adding, 396,397

description, 397

display options, 400

empty, adding, 397

illustrated, 396

linkingvs embedding, 396

naming, 397

play options, 399

poster options, 399

URL connection, 398
Movie Options diaog box, 397-400

Descriptionfield, 397

Embed Moviein the PDF checkbox, 398

FloatingWindow checkbox, 400

illustrated, 397

Mode menu, 399

Namefield, 397

opening, 397

Position menu, 400

Poster menu, 399

Show Controller During Play checkbox, 400

Sizemenu, 400

Sourcecontrols, 398

Specify URL option, 398
moving

anchor points, 172

bookmarks, 393

column guides, 29

container objects, 101

content objects, 101

control handles, 172

hyperlink destinations, 390

hyperlinks,390

insertion points, 49

locked objects, 250

measuringlines, 105

nested elements, 194

objects, 8081

objects between layers, 271

pages, 233

pasted-in content, 102

ruler guides, 31

swatches, 122

tab stops, 282

text on a path, 221

with Transform palette, 91
multimediainteractivePDF project, 414-415

Navigator palette, 39-40

choices, 40

defined, 5

elements,39
illustrated, 5, 3%
magnification, setting, 39
opening, 5, 39

Preview area, 40

view spread options, 39
zoom buttons, 39
Zoomdlider,39
Seeabo palettes

nested el ements, 193-195

creating, 193

defined, 193

illustrated, 193

moving, 194

Sdlect commandsfor, 195
selecting, 194

nested groups, 99
nested styles, 331,344-347

applying, 347

defined, 344

End Nested Style Character, 346
functioning, 344

with Nested Stylescommand, 345
order, changing, 346

preparing, 344

repeating elementsin, 346

use example, 344

See also styles

nestingbookmarks, 393

nesting palettes, 12

New Character Styledialog box, 333

New Color Swatch dialogbox, 118

New Document dialog box, 18-19

advanced layout options, 19
basiclayout options, 18
Bleed option, 19

Columns option, 18, 22
FacingPagesoption, 18
Gutter option, 18, 22
Marginsoption, 18, 21
Master Text Frame checkbox, 240
Number of Pagesoption, 18
opening, 18

Orientation option, 18, 21
Page Sizeoption, 18,20

Slug option, 19

New Gradient Swetch dialog box, 132
New Hyperlink Destination dial og box, 381-383

Appearanceoptions, 385,388
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Color menu, 388
Destination area, 386
Document list, 386
Highlightmenu, 388
illustrated, 381
Namefield, 385
Name menu, 386,387
opening, 381
Page Destinationarea, 382,386
Stylemenu, 388
Text Anchor destination, 383
Type menu, 388
URL Destinationarea, 383,387
Width menu, 388
New Hyperlink dialog box, 385-388
New Master Pagedia og box, 246
New Mixed Ink dialog box, 126
New Mixed Ink Group dialog box, 127
New Page Referencedial og box, 263
New ParagraphStyle dial og box, 328—-332
Advanced Character Formats, 329
Badc Character Formats, 329
Character Color, 331
Drop Capsand Nested Styles, 331,343,347
Generd Options, 329,332
Hyphenation, 330
Indentsand Spacing, 329
Justification, 330
Keep Options, 330,354
opening, 328
OpenType Festures, 331
ParagraphRules, 330
StrikethroughOptions, 331
Tabs, 330
UnderlineOptions, 331
New Section dialog box, 251
New Set dialog box, 479
New Stroke Styledia og box
Cornersmenu, 152
Dash controls, 151
Dotted controls, 152
illustrated, 149,150,151,152
opening, 149
Pattern Length menu, 151
Preview display, 150, 151,152
Previewweight, 150,151,152
Stripecontrols, 150
Type menu, 149,150,151,152
New Swatch dialog box, 124
New Tint Swatch dialog box, 131
The Non-Designer'sScan and Print Book, 417
Normal View Mode, 35
numbered lists, 63

0

Object menu
Arrangesubmenu
Bring Forward command, 95
Bringto Front command, 95
Send Backward command, 95
Send to Back command, 95
Clipping Path command, 205,207
Compound Pathssubmenu
Makecommand, 141,184
Rdeasecommand, 141,163,184
Content submenu, 48
Corner Effectscommand, 156
Drop Shadow command, 161,162
Feather command, 162
Fitting submenu
Center Content to Frame command, 191
Fit Content Proportionally command, 191
Fit Content to Framecommand, 191
Fit Frameto Content command, 191
Group command, 99,158,160
Image Col or Settingscommand, 378
Interactive submenu
Button Options command, 403
Convertto Button command, 401
Movie Options command, 397
Sound Options command, 394,395
keyboard shortcuts (Mac), 504
keyboard shortcuts (Win), 516-517
Lock Position command, 107
Pathfinder submenu, 163
Reverse Path command, 173
Sdlect submenu
Container command, 101,195
Content command, 100,101,195
Next Objectin Group command, 100
Previous Object in Group command, 100
Text Frame Options, 220
Text Frame Options command, 69,220
Transform submenu
Move command, 81
Rotatecommand, 87
Scdecommand, 86
Shear command, 88
Ungroup command, 100
Unlock Position command, 107
objects
adding, to master pages, 245
aligning, 96-98
all, selecting, 79
applying, tolayers, 271
applying strokesto, 142
arranging, 95
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blending,isolating,160

blend modes, 158-159

clicking, 79

container, moving, 101

container, selecting, 101

content, moving, 101

content, selecting, 101

Control palettefor, 103
converting,to buttons, 401
copying, 81, 82

creating, numericaly, 77

cutting, 82

defaults, 166

distributing, 97-98

drop shadows, 161-162
duplicating, 82

editing keyboard shortcuts (Mac),503-504
editing keyboard shortcuts (Win),515-516
dliptical, 77

feathers, 162

flipping,94

grid, cresting, 83

grouping, 99

Info palettewith, 106

information, 106

line, 78

locking, 107

marquee, dragging, 79

movieclip, 396

moving, 80-81

moving, between layers, 271
moving, up/down, 95

moving,with Transform palette, 91
multiple, duplicating,83

opacity, 157

pasted-incontent, moving, 102
pasted-in content, removing, 102
pasted-in content, swapping, 102
pasting, 82,100

polygon, 78

rectangular, 77

replicating, 82-83

resizing, 84

resizing, with Transform palette, 91
rotating, 87-838

rotating, with Transform palette, #2354
scaling, 84, 86—87

scaling, with Transform palette, 92
selecting, 79

selecting, within groups, 99,100
shearing, 88-89

shearing, with Transform pal ette, 93
spacing, 98

stacking order, 95

styling, 137-166
ungrouping, 100
workingwith, 75-108
Oldstyle figures, 372
opacity, 157
OpenType, 368-372
#&H Caps, 370
All Small Caps, 370
aternateglyphs, 369
automatic alternatecharacters, 368
Contextual Alternatives,371
defined, 368
DiscretionaryLigatures, 370
features, 370-372
Figure (number) Types, 372
fonts, 368
Fractions, 370
Ligatures, 370
Ordinals, 371
Small Caps, 370
Stylistic Alternatives, 371
Subscript/Inferior, 371
Superscript/Superior, 371
Swash, 371
OPI (Open Prepressinterface), 435
optical kerning, 57
optical margin alignment, 358
orientation, document, 18, 21
out-of-gamut colors, 114
output, 417-448
overflow symbol, 49
overprinting, 136

Packagefor GoLivedialog box, 473—475
Copy to Images Sub-Folder area, 474
Encodingmenu, 473
Generdl tab, 473
GlF options, 475
illustrated,473
Image conversion menu, 474
Imagestab, 474
TFEL: options, 475

packaging, 257
defined, 447
for GoLive, 473-475
process, 447

padlock icon, 107

page hyperlinks
defined, 381
destination creation, 382
destination selection, 386
unnamed, creating, 386
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Seealso hyperlinks
PageMaker files, opening, 44
page marks, 425
page numbers, 251-252
absolute, 252,485
adjusting, 256
automatic, 251
continued to/from, 252
preferences, 485
section, 251-252,485
pages
active, 233
adding, manually, 231
adding, tolibraries, 275
adding, with Insert command, 232
blank, adding, 231-232
converting, to master pages, 246
deleting, 235
document, 231
dragging, outsidespread, 237
duplicating,235
facing, 18, 20
iconsize, 230
joining, into spread, 237
legdl, in Pagelist, 234
master, 230,231,245-249
moving, 233
navigating, 233-235
navigating, with Layout menu, 234
navigating, with window page menu, 234
navigation controls, 234
number of, 18
pasteboard, 18
rearranging,235
selecting, 235
separating,in spread, 237
size 18,20
Spreads, 236-237
targeting, 233
terminology, 231
tiling,423-424
workingon, 233
Seealso documents
Peges palette, 230-237
applying masterswith, 247
defined, 6
display, controlling, 230
illustrated, 6,230
menu
Allow Pagesto Shufflecommand, 235,236,237
Apply Master to Pagescommand, 247
Delete Pagescommand, 235
Detach Selection From Master command, 248,
249

Duplicate Spread command, 235
Insert Pagescommand, 232
Keep Spread Together command, 236
New Master command, 246
OverrideAl Master Page ltems command, 248,
249
Palette Options command, 230
RemoveAll Locd Overridescommand, 249
Save as Master command, 246

moving pageswith, 233

New Pageicon, 246

opening, 6,230

resizing, 230

Secalso palettes

Palette Optionsdialog box, 40,230
palettes, 2-13

Align, 2, 96-98

Attributes, 2,136,418

Book, 253~257

Bookmarks, 2,391-393

Character, 2,53

Character Styles, 3,333,339

choosing, 2-9

dosing, 10

Color, 3,112-115

Contral, 3, 72, 103,313-314

displaying, 5

display states, 11

docking, 13

expanding,11

Flattener Preview, 3,439-440

Glyphs, 3, 67, 369

Gradient, 4, 134-135

hiding, 10

Hyperlinks, 4,381-390

Index, 4,263-264

Info,4,106

Layers, 5,266-267

Library,5,274-278

Links, 5,199-202

menu keyboard shortcuts (Mac), 505-508

menu keyboard shortcuts (Win), 517-520

menus, displaying, 10

Navigetor, 5, 39—-40

nesting, 12

new, 2

opening, 10

options, reveding, 11

Pages, 6,230-237

Paragraph,6, 61-63, 224

Paragraph Styles, 6,328,339

Pathfinder, 6,163

rows, small, 12

ScriptLabd, 7
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Scripts, 7,354
SeparationsPreview, 7,429-431
shrinking, 11
sidetab collapsdexpand, 13
sidetab creation, 12
States, 404-408
Story, 7,358
Stroke, 7,144-148
Swatches, 8,116-123
Tables, 8,294,313
Tabs, 8,281-284
Tags, 8
Text Wrap, 9,216-220
third-party, 4
Transform,9, 90-94
Transparency,9,157-160
Trap Presets, 9
undocking, 13
unnesting, 12
workingwith, 10-13

Pantone library, 125

paper separations, 427

Paragraph pal ette, 61-63
Alignment buttons, 62
Alignto BasdineGrid buttons, 367
Baance Ragged Linesoption, 368
defined, 6
Drop Cap controls, 65

First Line Only from the Alignto Grid option, 367

Hyphenatecheckbox, 66,364

illustrated, 6, 61

Margin Indents, 63

menu, 61
Baance Ragged Linescommand, 368
Drop Capsand Nested Stylescommand, 345
Hyphenation command, 364
Justificationcommand, 360,361,362,363
Keegp Options command, 353

OnlyAlign First Lineto Grid option command,

367

Paragraph Rulescommand, 224
opening, 6, 61
options, 61
Space controls, 65
Seedso palettes

paragraph rules, 224-227

applying, 224
color, 225
defined, 224
gap color/tint, 225
offset, 226
paragraph styles, 330
reversetext with, 227
styling, 225

tint, 225
Uses, 224
weight, 225
width, 226
Seedso text effects
Paragraph Rulesdial og box, 224-227
Colorlist, 225
Gap Colorlist, 225
Gap Tint control, 225
illustrated, 224,227
Left/Right Indent fields, 226
opening, 224
Preview checkbox, 227
RuleAboveoption, 224
Rule Bdow option, 224,227
Rule On checkbox, 224
sample settings, 227
Tint control, 225
Type list, 225
Weight control, 225
Widthlist, 226
paragraphs
alignment, 62
attributes, applying, 61
attributes, sampling, 349
composition, 359
drop caps, 65
effects, setting, 65-66
hanging bullets, 63
keep options, 353
marginindents, 63
numbered lists, 63
selecting, 50
settingswith Control palette, 72
spaces between, adding, 65
spacinglimit, 71
Paragraph Style Options dialog box, 339
paragraph styles
applying, 337
applying nested stylesin, 347
automatic drop cap, 343
basis, 329
character colors, 331
characterformats, 329
defining, by example, 332
defining, manually, 328
drop caps, 331
hyphenation, 330
indents, 329
judtification, 330
keyboard shortcuts, 335
nested, 331
next, setting, 332
overriding,338

548 InDesign CS Visual Quickstart Guide



Index

rules, 330
spacing, 329
strikethrough options, 331
tabs, 330
underlineoptions, 331
See also character styles; styles
Paragraph Stylespalette
Based On menu, 329,334
defined, 6
diskicon, 336
illustrated, 6,328
menu
DeleteStylescommand, 339
DuplicateStylecommand, 334
New Stylecommand, 328
Redefine Style command, 339
Next Style menu, 328,332
opening, 6,328
Shortcut field, 328,335
See also palettes
pasteboard, 18
controls,36
options, 494
vertical offset, 36
viewing,33
pasted-incontent objects
Control palettewith, 103
moving, 102
removing, 102
swapping, 102
See also objects
Paste In Placecommand, 82
pasting
objects, 82
tablecdls, 296
text, 52
See also copying
Pathfinder commands, 163
Pathfinder palette, 163
defined, 6
illustrated, 6
opening, 6,163
See also palettes
paths
adding pointsto, 174
clipping,204-207
closing,with smooth curve, 170
closing,withstraight line, 169
deleting, 179
deleting pointsfrom, 174
deleting segmentsin, 175
direction, changing, 173
editing, with Pencil tool, 176
elementsof, 168

importing, asframes, 186
modifymg, 172-173
smoothing, 178
splitting, 173
text conversionto, 185
Path Type Options diaog box, 222-223
Align menu, 223
Clip checkbox, 222
Effect menu, 222
illustrated, 222
opening, 222
To Path menu, 223
Path Typetool, 220
PDF Export Presetsdial og box, 462—-463

Delete button, 463
Edit button, 463
illustrated, 462
Load button, 463
New button, 462
opening, 462

Save button, 463

PDFfiles, 449

adding moviesto, 398

change permissions, 461

color controls, 459
colorlgrayscalecompression,457
colorlgrayscaledownsampling,456
compressionoptions, 456-458
creating,451-452

exporting, 451-463

exporting book filesto, 257

export options, 451-452
fonts,embedding, 459

fonts, subsetting, 458

generd options, 454

import options, 188
inclusioncontrol, 454

interactive, 414-415

monochrome bitmap downsampling,457
monochrome bitmap resolution, 458
monochromeimage compression,458
multimediaembedding options, 455
for onscreen viewing, 455

for output, 455

page specification, 453

password, 460

PDF/X profile, 459

printing permission, 460

security limits, 461

security options, 460-461

settings, saving, 462

versionand standard, 453

PDF presets, 462-463

applying, 462
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creating, 462

custom, 463

defined, 462

deleting, 463

editing, 463

exporting, 463

importing, 463

saving current settings as, 462
Pencil tool, 176-177

double-clicking, 177

dragging,176

drawingwith, 176

editing pathswith, 176

illustrated, 176

Opt/Alt key with, 176

preferences, 177
Pencil Tool Preferencesdial og box, 177
Pen tool, 167,168-171

clicking, 169

defined, 168

illustrated, 169

Opt/Alt key with, 170

plussign, 219

rules, 171

Shift key with, 169
Photoshop

clippingpath creation, 204

transparency and, 208
pixel images,import options, 187
Place dialog box, 182

Import options, 238

opening, 238
placeholder text, 244
Place PDF dialog box, 188
plug-ins

configuring,500

default sets, 500

information, 500

information review, 446

set modification,500

et selection, 500
points. Seeanchor points
point Szes

changing, 54

defined, 54

selecting, 43
polygonframes, 47, 78
Polygon Settings dialog box, 47, 78
Polygontool, 47
Postscript files, 443
precision eyedropper, 165
Preferencesdialog box

categories, 481

Composition, 482,490-491

Dictionary, 483,495-496
Display Performance, 484,497-498
FleHandling, 484,499
General, 481,485,487
Grids, 483,493
Guides & Pasteboard, 28,483,494
opening, 481
Spelling, 484,497
Story Editor Display, 484
Text, 482,488-489
Units& Increments, 482,492
Update, 484,500

preflight, 257

Preflight dialogbox, 444-446
categories, 444
Colorsand Linkscategory,446
External Plug-inscategory, 446
Fonts category, 445
illustrated, 444
Linksand Imagescategory,445
opening, 444
Packagebutton, 444
Print Settingscategory, 446
Report button, 444
Summary area, 444

Preview Mode, 35

previews
cell, 307
default appearance, 210
EPSfiles, 465
flattener presets, 439-440
gradient, 135
individual image, 211
overprinting, 136
saved file, 499
Separations,429

Print dialog box
Advanced category,420,435
All Printer's Marks option, 425
Anglefield, 428
Bleed controls, 426
Color Management category, 420
Color menu, 427
Copiesarea, 421
Download menu, 434
Hip menu, 427
Frequencyfield, 428
General category, 419
Graphicscategory, 420,434
illustrated, 418
IncludeSlug Areaoption, 426
| nk Manager button, 432

Marksand Bleeds category, 419,425-426

Markssettings, 425
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opening, 418
OP! Image Replacementoptions, 435
Optionsarea, 421
Orientation buttons, 422
Output category,419,427-428,432—-433
Page Position menu, 422
Pagesarea, 421
Paper Szemenu, 422
PPD menu, 443
Preset menu, 435
Printer list, 421
Printer menu, 443
Printer Presst menu, 441
Save Preset button, 440
Scdecontrols, 422
Screeningmenu, 428
Send Datamenu, 434
Setup category, 419,422,423-424
Summary area, 442
Summary category,420
Thumbnailsmenu, 422
Tilemenu, 423
Auto command, 423
Auto Justifiedcommand, 423
Manual command, 424
Trapping menu, 428
Use Document Bleed Setup option, 426
Printer Preset dialog box, 441
printers, choosing, 421
printer's marks, 425
printing
bleeds, 426
books, 257
color options, 427
todisk, 443
documents, 418
flattener settings, 435
font information, 434
graphicsoptions, 434
imagedata, 434
OPI controls, 435
options, setting, 421
output controls,427-428
packagingfor, 447
paper size/orientation, 422
PDF permissions, 460
preferences, 486
preflight, 444-446
printer's marks, 425
screen settings, 428
separations, 429-433
settingsinformation review, 446
setup controls, 422
summary, 442

tiling pagesand, 423-424

trapping and, 428
Printing Instructionsdialog box, 447
print presets, 440-442

applying, 441

defining, 441

deleting, 441

exporting, 441

importing, 442

saving, 440
processcolors

benefits, 119

converting, to spot colors, 432

defined, 119

in gradients, 134

selecting, 118

tints, 130

Sealsocolors
profiles, 378
prog proofs, 429
projectingcaps, 145
Proportional figures, 372
punctuation spaces, 73

Q

QuarkXPress

files, opening, 44

keyboard shortcuts set, 478
quotations, 495

ragged lines, 368
Real World Color Management, 373
recoveringfiles 44
Rectangledialog box, 48, 77
Rectangle Frametool, 77
Rectangletool, 48
rectangul arframes, 48, 77
redo, 43
registrationcolor, 117
repeatingelements
searchingfor, 344
setting,in nested style, 346
Seealso nested styles
resizing
with bounding box handles, 84
graphicframes, 191
graphics, 191
objects, 84
scalingvs, 84
with Transform palette, 91
reversed text, 227
RGB colors
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creating, 110
defined, 110
mixing, 113
uses, 113
workingspace, 375
Seealso colors
right tab character,280
RIP (raster image processing), 427
Rollover state, 404
Rotate dialog box, 87
rotating
with Free Transform tool, 89
numerically, 88
with Rotate command, 87
with Rotationtool, 87, 88
with Transform pal ette, 93
with Transform pal ettemenu, 94
visually, 87
Rotation tool
illustrated, 87
numerical rotation with, 88
Opt/Alt key with, 87, 88
Shift key with, 87
visual rotation with, 87
round caps, 145
round joins, 145
rows
adding, whiledragging, 295
alternate repeatingstrokes, 309
automaticallydistributing, 298
creating, with guides, 30
deleting, 295
footer,293
goingto, 290
header, 293
height, changing numerically,297
height, changingvisudly, 296
inserting, 294
keep options, 298
number of, 285
selecting, 292
workingwith, 203-298
See also columns; tables
ruler guides
appearance, changing, 31
colors, 31
creating, 29
defined, 28
deleting, 31
dragging, 29, 31
illustrated, 28
moving, 31
moving with layout, 250
repositioning, 30

Ruler Guidesdiaog box, 31

S

SaveAsdiaog box, 42
savecommands, 43
Save Preset dialog box, 440,462
Save Styledialog box, 258
SaveWorkspace dialog box, 14
Scdedialog box, 86
Scdetool, 86-87
illustrated, 86
numerical scalingwith, 87
Opt/Alt key with, 86, 87
Shift key with, 86
visual scaling with, 86
scaling
with Free Transform tool, 89
glyph, 362
numerically,with Scdetool, 87
objects, 84, 86—87
objectswith content, 92

proportionally,with Transform palette, 92

with Scdecommand, 86
with Scdetool, 86, 87
with Transform pal ette, 92
visually, with Scdetool, 86
Scissorstool, 180
illustrated, 173
using, 173
Script Labd palette, 7
scripts, 354-356
double-clicking, 354
favorite, 354
list (InDesign), 355
requirements, 356
running, 354
Scripts palette
defined, 7
illustrated, 7,354
opening, 7,354
Seealso palettes
sections
creating, 251
defined, 251
marker characters, 252
Security PDF options, 460-461
Changed Allowed menu, 461
defined, 452

Document Open Password area, 444

illustrated, 452
Permissionsarea, 460
Printing Allowed menu, 460
security limits, 461
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See also Export PDF dialog box
segments
curved, 170
defined, 168
deleting, 175
selecting
al objects, 79
behaviors, 409
columns, 291
container objects, 101
content objects, 101
fonts, 54
frames, 108
graphicframes, 108,183
with keyboard shortcuts, 51
lines, 50
non-adjacent swatches, 120
objects, 79
pages, 235
paragraphs,50
rows, 292
tables, 202
tabletext, 291
text, 50-51
text frames, 108
unassigned frames, 108
words, 50
Selectiontool, 189,190
clicking, 79
Cmd/Ctrl key with, 79, 84, 169
dragging, 79, 80, 84
Opt/Alt key with, 81
shift-clicking, 79
Shift key with, 84
semi-autoflow cursor, 242
separations,427
defined, 429
ink limit, 431
Ink Manager and, 432-433
inks,viewing,431
paper, 427
preview, turningon, 429
viewing, 429-431
Seealsocolors
SeparationsPreview palette, 429-431
defined, 6
illustrated, 6,429
opening, 6,429
panel menuicon, 431
plateinks, viewing, 431
plate settings, 430
Show/Hide icons, 429
View menu, 429,430
Seealso palettes

separator characters,261
Shear dialog box, 88
shearing
axis, 88
numerically,89
objects, 88-89
objectsand content, 93
with Shear command, 88
with Shear tool, 88, 89
with Transform palette, 93
visually, 88
Shear tool
illustrated, 88
numerical shearingwith, 89
Opt/Alt key with, 89
visua shearingwith, 88
sidetabs
collapsing,13
creating, 12
defined, 12
expanding,13
Seealso palettes
sngleword justification, 363
skewing, 59
dug area, 19
color,4%4
Setting, 426
dug guides, 28
SugMode, 35
smooth curve points, 171,175
smooth curves, 170
Smoothtool, 178
Smooth Tool Preferencesdialog box, 178
sorting
library entries, 278
linked graphiclist, 199
Sound Options dialog box, 394-395
sounds, 394-395
adding, 394
empty clips, adding, 394
options, 395
reguirements, 394
spacing
characters, 57-58
inset, 70
|etter, 361
lines, 57-58
for object distribution, 98
objects, 98
paragraph, 65, 71
paragraph styles, 329
spacetypes, 73
table, 299
word, 360
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specia characters
insert commands, 74
inserting, 73
space, 73
specialtyframes, 184-186
spell check, 316-318
dictionary,318
error correction, 317
limitations, 317
suggested corrections, 317
using, 316
words, ignoring, 317
Spelling preferences, 497
Default View Settingscontrols, 497
defined, 484
Find controls, 497
illustrated, 484
spine, 27
spot colors
benefits, 119
converting, to processcolors, 432
creating, 111
defined, 111
in gradients, 134
selecting, 118
tints, 130
Sealsocolors
spreads, 236-237
island, 236
joining pagesinto, 237
keeping together, 236
separating, 237
Seealso facing pages
star frames, 47
State Options dialog box, 405
Statespalette, 404-408
Appearance menu, 408
illustrated, 404
menu
DeleteContent from State command, 407
Delete State command, 404
New State command, 404
Place Content into State command, 406
State Options command, 405
opening, 404
Step and Repest dialog box, 83
Story Editor, 326-337
cursor display, 327
|eft side, 326
opening, 326
preferences, 327,484
right Side, 326
text display, 326,327
Story palette

defined, 7
illustrated, 7,358
opening, 7,358
Optical Margin Alignment option, 358
Seedso palettes
Strikethrougheffect
applicationoptions, 325
customizing,56
defined, 55
illustrated, 55
paragraph options, 331
Strikethrough Options dia og box, 56
stripe strokestyle, 150
strippers, 181
Stroke palette, 144—-148
Align Stroke controls, 146
Capicons, 145
Cornersmenu, 148
Dashed settings, 148
defined, 7
End menu, 156
Gap Color menu, 147
GapTint controls, 147
illustrated, 7,144
Joinicons, 145
Miter Limit field, 145
opening, 7,144
Start menu, 156
Stroke Stylescommand, 149,153
Stroke Typemenu, 147
Weight controls, 144
Sealso palettes
strokes, 142-155
alignment, 146
aternaterepeating,for columns, 310
aternaterepeating,for rows, 309
applying, to objects, 142
applying, totext, 143
applying, totextin frame, 143
applying colorsto, 115
applying strokestylesto, 147
arrowheads, 156
cap settings, 145
cdl, customizing, 307
dashed, creating, 148
defaults, 166
defined, 142
deleting,153
dragging, 142
end shapes, 156
filll settings swap, 142
gap color, 147,155
gradient, applying, 143
join settings, 145
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saving, 153
Setting, to overprint, 136
transferring, 153
weight, 144,155
white, 155
Seealsofills
strokestyles
applying, to strokes, 147
benefits, 155
creating, 149-155
dashed, 151
deleting, 153
dotted, 152
editing, 152
naming, 149
saving,153
stripe controls, 150
transferring, 153
uses, 154-155
Stroke Stylesdial og box
Deetebutton, 153
illustrated, 149,153
Load button, 153
New button, 149
opening, 149
Savebutton, 153
Structure menu
keyboard shortcuts (Mac), 508
keyboard shortcuts (Win), 520
structure navigation
keyboard shortcuts (Mac),508
keyboard shortcuts (Win), 520-521
styles, 328-347
applying, 337
basing, 334
character, 333
defining, 328-336
disk icon, 336
drop cap, 342-343
duplicating,334
guidelines, 335
importing, 336
nested, 331,344-347
overriding, 338
paragraph, 328-332
stroke, 149-155
astags, 340-341
TOCentry, 261
transferring, 336
Subset dialog box, 277
SVGfiles, 469-471
area/pages conversion, 469
CSSproperties, 471
decimadl precision, 471

encoding, 471

exporting, 469-471

fonts, 470

images, 470

SVG Compressed filesvs, 468

SVG Optionsdialog box, 469-471

CSSProperties, 471

Decimal field, 471

Encoding menu, 471

Fonts Subnetting menu, 470
illustrated, 469

Image L ocation controls, 470
More Options button, 471
opening, 469

Pagesoptions, 469

swatches. 116-123

applying, 120
defined, 116
defining, 118
deleting, 120
dragging, 122
duplicating, 122
gradient, 132-135
importing, 122,125
merging, 121
mixedink, 126—-129
modifymg, 119
moving, 122
naming, 118
non-adjacent, selecting, 120
tint, 130-131
typesof, 116
unused, deleting, 121
Seealsocolors

Swatchespal ette, 116-123

adding colorsto, 117

Containericons, 138

defined, 8

DeeteSwatchicon, 120,121

dragging colorsto, 117

Fill icon, 138

icons, 119

illustrated, 8,116

menu, 116
Add Unnamed Colors command, 123
Dée eteSwatch command, 120,121
DuplicateSwatch command, 122
illustrated, 121
Load Swatchescommand, 122
Merge Swatchescommand, 121
New Color Swatch command, 118
New Gradient Swatch command, 132
New Mixed Ink Group command, 127
New Mixed I nk Swatch command, 126
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New Tint Swatch command, 131
Sdect Al Unused command, 121
Swatch Options command, 128,133
New Swatch icon, 122,130,135
Noneicon, 141
opening, 8,116
Strokeicon, 142,143
Text icons, 139
Tintfield, 130
workingwith, 116
Seed s palettes
swatch libraries, 124-125
adding colorsfrom, 124
samples, 124
selecting, 118,124
third-party, 125
using, 124-125
Swatch Options dialog box, 119,129
SynchronizeOptions dialog box, 255
Systemlibraries, 125

T

tab leaders, 284

adding, 284

defined, 284

selecting charactersin, 284

Table menu

Cdll Options submenu
Diagonal Linescommand, 312
Rowsand Columns command, 297,298
Strokesand Fillscommand, 307,308
Text command, 302,304

Convert Rows submenu, 301

Convert Tableto Text command, 289

Convert Text to Table command, 286

De etesubmenu, 295

Distribute Columns Evenly command, 298

Distribute Rows Evenly command, 293

Go to Row command, 290

Insert submenu, 294

Insert Tablecommand, 285

keyboard shortcuts (Mac), 508-509

keyboardshortcuts (Win), 521

Merge Cdlscommand, 303

Sdlect submenu, 292

Split CelsHorizontally command, 303

Split CellsVertically command, 303

Table Options submenu

AlternatingColumn Strokescommand, 310

AlternatingFillscommand, 311
AlternatingRow Strokescommand, 309
Headersand Footerscommand, 300
Table Setup command, 293,299,308

UnmergeCdlscommand, 303

Tableof Contentsdialog box

Add button, 259

Create PDF Bookmarksoption, 262

Entry Style menu, 260

illustrated, 258

IncludeBook Documentsoption, 262
IncludeParagraphStyleslist, 259

IncludeText on Hidden Layersoption, 262
MoreOptions button, 260

opening, 258

Page Number menu, 261

ReplaceExisting Tableof Contentsoption, 262
Run-inoption, 262

Save Stylebutton, 258

Sort Entriesin Alphabetical Order option, 262
Stylemenu, 259

Styleoptionsarea, 261

Titleand Listingcontrols, 258

Titlefield, 259

table of contents (TOC), 258-262

alphabetizing, 262

automatic, benefits, 259
controls, 260

document preparation for, 258
entries, advanced styleoptions, 261
entries, formatting, 260
entries, indenting, 262

entries, styledefinition, 258
generating,258
listingsselection, 259

of non-existingitems, 262
options, 262

separator character, 261

title, 259

uses, 261

Table Optionsdialog box

Alternatingcontrols, 309, 310, 311
AlternatingPattern menu, 309, 310, 311
Column Strokestab, 310

Fillstab, 311

Headersand Footersarea, 300
PreservelLocd Formatting option, 306
Row Strokestab, 309

Table Setup category, 306

Teblepalette, 313

defined, 8

features, 313

illustrated, 8,313

menu
Insert Column command, 294
Insert Row command, 294
Table Options command, 311

opening, 8,313
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See also palettes

tables, 285-314
addingimagesto, 302
borders, 306

incdls, 289

converting, to text, 289
creating,in text frame, 285
deleting, 295

flowing, between frames, 299
footers, 285,300-301
headers, 285,300-301
height, 285

importing, 287
insertingtabsin, 290
keyboard shortcuts (Mac), 509-510
keyboard shortcuts (Win), 521-523
navigating through, 290
selecting, 292

spacing around, 299

text conversioninto, 286
uses, 284

width, 285

See also cdls; columns; rows
Table Setup dialog box
Drawing menu, 308
illustrated, 293

opening, 293

Table Border category, 306
Table Dimensionsarea, 293
Table Spacingcontrols, 299

tabs

defined, 279
inserting, 280
inserting,in cels, 290
inserting,in tables, 290
paragraph styles, 330
right, 280
uses, 284
Tabspalette, 281-284
alignmenticons, 281
Decimal Tabicon, 283
defined, 8
illustrated, 8,281
Leader field, 284
menu
Clear All command, 283
Repeat Tab command, 282
opening, 8,281
ruler area, 281
See also palettes
tab stops
clearing, 283
defined, 281
dragging, 283

moving, 282
removing, 283
repeating, 282
setting, 281
settings, changing, 282
Tabular figures, 372
Tagfor En Dash character style, 340,341
taggedtext
creating, 350-351
Export Options diaog box for, 350
importing, 351
import options, setting, 351
tags, 350-351
export, 350
Sylesas, 340-341
typesof, 350
Tagspdette, 8
temporary folders, 499
text, 45-74
applyingfillsto, 139
applying strokesto, 143
attributes, sampling, 349
automating, 315-356
basdineshift, 58
case, changing, 316
Control paletteand; 72
converting, to frames, 185
converting, to tables, 286
copying, 52
distortions, 59
duplicating,52
electronicstyles, 55-56
embedded files, 489
exporting, 472
Eyedropper tool for, 348-349
finding/changing, 319-320
flowing, 240-244
fonts, 54
highlighting,139
horizontal scaling,59
importing, 238-239
importing, into new frame, 240
information, 106
inserting tabsin, 280
insertion point, 49
kerning,57
keyboard shortcuts (Mac), 509-510
keyboard shortcuts (Win), 521-523
leading, 57
lines, selecting, 50
linked files, 489
links, 68
links, changing, 68
links, displaying, 68
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overflow symbol, 49
paragraphs, selecting, 50
pasting, 52
paths, 185
placeholder, 244
point Sze, 54
reversed, 227
selecting, 50-51
selecting,in table cell, 291
Setting preferences, 488
skewing, 59
special characters,73
strikethrough, 55, 56
styling, 55-56
tagged, 350-351
threads, 68
tracking, 58
typing, 49
underling, 55, 56
utilities,66-67
vertical scaling, 59
words, selecting, 50
text anchors
defined, 381
destination creation, 383
destination selection, 386
editing, 384
See also hyperlinks
text effects, 215-227
paragraph rules, 224-227
text on apath, 220-223
text wrap, 216-220
Text Frame Options dial og box, 69-71,220
Column settings, 69
First Basdline Offset menu, 70
Fixed Column Width option, 69
IgnoreText Wrap checkbox, 220
illustrated, 69
Inset Spacing settings, 70
opening, 69
Paragraph SpacingLimit option, 71
Vertical JustificationAlign menu, 71
text frames
adjusting tableswithin, 299
columns, creating, 69
controls, setting, 69-71
creating,46—48, 76
creatingtablesin, 285
drawingtips, 48
liptical, 46
first baseline, 70
height/width, 48
importing text into, 240
inset, 70

linking text between, 68
master, creating, 240
overflow symbol, 49
polygon, 47
rectangular, 48
selecting, 108
Sizing, numerically,48
star, 47
with Typetool, 46
unassigned, 47
unassigned, converting,48
vertical justification, 71
See also frames
Text Import Options dialogbox, 239
text on apath, 220-223
effects, 222
effect settings, 222
flipping,221
outside, 221
positioning, 221
vertical alignment, 223
Text preferences, 483-489
Character Settingsarea, 483
Create LinksWhen Placing Text and Spreadsheet
Filescheckbox, 489
defined, 482
illustrated, 482
Input Method Options area, 489
Type Options area, 488
See also Preferencesdial og box
Text tool, 296,402
Text Wrap palette, 216-220
Contour Options Typemenu, 218
defined, 9
illustrated, 9,216
Includelnside Edgesoption, 218
Invert option, 216
Offset controls, 216
opening, 9,216
text wrap buttons, 216
See also palettes
text wraps, 216-220
BoundingBox, 216,217
changing shape of, 219
contour options, 218
creating, 219
defined, 216
deleting pointsfrom, 219
for hidden layers, 270
ignoring, 220
insde holes, 218
invert, 216
invisibleobjects, 219
JumpObject, 216,217
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Jump to Next Column, 216,217
NoWrap, 216,217
Object Shape, 216,217
offset, 216
options, 491
regular,216
Seealso text effects

thin spaces, 73

third-party palettes, 4

tiling, 423-424
auto justified, 423
automatic, 423
defined, 423
manual, 424
Seealso printing

tints, 130-131
with Color palette, 130
creating,111,130
defined, 111
modifying, 131
options, 131
paragraphrule, 225
percentage, 130
process color, 130
spot color, 130
storing, 131
Seealsocolors

Toolbox
arrangements, 486
Container icons, 138
Defaulticons, 166
defined, 15
display, 486
Fill icons, 120,138
fly-out panels, 15
Gradienticon, 139
illustrated, 15
Noneicon, 141
Strokeicon, 120,142,143
Swep Filt icon, 142
Texticons, 139
view modeicons, 35

tools
Add Anchor Point, 174,180
Button, 401
Convert Direction Point, 175
DéeeteAnchor Point, 174,180
Direct Selection, 79, 99, 172
Ellipse, 46
Ellipse Frame, 77
Erase, 179,180
Eyedropper, 135,164-165,348-349
Free Transform, 89
Gradient, 140

Group Selection, 85, 99, 194
Hand, 38
keyboard shortcuts (Mac),16,511
keyboard shortcuts (Win), 16,523
Line, 78
Measurement, 104-105
Path Type, 221
Pen, 168-171
Pencil, 176-177
Polygon, 47
Polygon Frame, 78
Rectangle, 48
Rectangle Frame, 77
related, opening, 16
Rotation,87-88
Scde, 86-87
Scissors, 173, 180
selecting, 15
Selection, 79
Shear, 88—-89
Smooth, 178
Text, 296
Transform,85-89
Type, 46
Zoom, 37
Seealso Toolbox
tool tips, 16
defined. 485
preferences, 485
topographer's quotes, 488
Toyo library, 125
tracking, 58
Transform palette, 90-94
defined, 9, 90
illustrated, 9, 90
Linkicon, 92
menu, %4
Rest Scding to 100% command, 144
Show Content Offset command, 192
moving objectswith, 91
opening, 9, 90
referencepoint, setting, 90
Referencepoint controls, 90
resizing with, 91
Rotatefield, 93
rotatingwith, 93
Scdewidth and height fields, 92
scalingwith, 92
Shear field, 93
shearingwith, 93
W and H fields, 91
X and Y fidds 91,192
Seealso palettes
Transform tools, 85-89

xapuj
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defined, 85
effects, controlling, 85
Free Transform,89
Rotation,87-88
Scae, 86-87
Shear,838-89
transformation point, 85
transparency
in lllustrator files, 208
in Photoshop files, 208
resources, 439
transparency effects, 157-162
applying, 162
blend modes, 158—-159
drop shadows, 161-162
feathers, 162
opacity, 157
Transparency Flattener Preset Options dia og box, 436
Transparency Flattener Presetsdial ogbox, 436-437
Déeetebutton, 437
Edit button, 437
illustrated, 436
Load button, 437
New button, 436
opening, 436,439
Savebutton, 437
Transparency pal ette, 157-160
Blend Mode menu, 158
defined, 9
illustrated, 9, 157
|solate Blendingoption, 160
Knockout Group option, 158
Opacity dlider, 157
opening, 9,157
Show Transparency Options command, 158
See abo palettes
trapping, 428
Trap Presetspalette,9
Trumatchlibrary,125
typefaces. See fonts
Typemenu
Change Casecommand, 316
Character command, 2, 53, 365
Character Stylescommand, 3,333
Create Outlinescommand, 185
Fill with Placeholder Text command, 244
Find Font command, 352
Font command, 54
Insert Break Character command, 244
Insert Glyphscommand, 3, 67, 369
Insert Specid Character submenu, 73
Discretionary Hyphen command, 365
End Nested Style Here command, 346
Indent to Here command, 64

Section Name command, 252
Tab Character command, 290
Insert White Space command, 73
keyboard shortcuts (Mac), 511-512
keyboard shortcuts (Win), 523-524
Paragraph command, 61,359,360,361,362
Paragraph Stylescommand, 328,332
Show Hidden Characterscommand, 66,280,346
Suecommand, 54
Story command, 358
Tabscommand, 281
Typeon a Path Options command, 222
Typetool, 46
typography controls,357-372

U

unassigned frames, 47
converting,48
defined, 47, 76
selecting, 108
uses, 76
See also frames; text frames
Underlineeffect
applicationoptions, 325
customizing,56
defined, 55
ashighlights, 56
illustrated, 55
paragraph options, 331
UnderlineOptions dialog box, 56
undo, 43
unembedding images, 203
Units& Incrementsdia og box
Custom menu, 492
defined, 482
illustrated, 482
Keyboard ncrementsfield, 492
opening, 26, 27
Origin menu, 492
Ruler Units Horizontal/Vertical setting, 26
Ruler Unitsmenu, 492
Ruler Units Origin setting, 27
unnamed colors, 116, 123
unnamed gradients, 134—-135
avoiding, 134
creating, 134
storing, 135
See also gradients
Updates preferences, 500
Check Updates menu, 500
defined, 484
illustrated, 484
Up state, 404
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URLs
defined, 381
destinationcreation, 383
destinationsdection, 387
movie connection, 398
unnamed, creating, 387

Vv

Verson Cuesoftware, 499

vertical offset,36

vertical scaling, 59

View menu
Display Master Itemscommand, 249
Fit Pageln Window command, 33
Fit Spread In Window command, 33
Hide BasdineGrid command, 32
Hide Document Grid command, 32
Hide Guidescommand, 28
Hide Rulerscommand, 26
keyboard shortcuts (Mac),512-513
keyboard shortcuts (Win), 524-525
Lock Guidescommand, 31
Overprint Preview command, 136
Show BasdineGrid command, 32
Show Document Grid command, 32
Show Guidescommand, 28
Show Rulerscommand, 26
Show Text Threads command, 68
Snap to Document Grid command, 32
Snap to Guidescommand, 29
Zoom In command, 33
Zoom Out command, 33

view modes, 35

views, navigation
keyboard shortcuts (Mac),513-514
keyboard shortcuts (Win), 525-526

Visud Badic, 356

w

warning dial og boxes, resetting, 487
Weblibrary, 125
white point, 377
white spacecharacters
defined, 73
inserting, 73
insert keyboard shortcuts, 74
typesof, 73
wildcard characters, 321
Window menu
Align command, 2, 96
Arrangesubmenu
BringAll To Front command, 41
New Window command, 41

Tilecommand, 41
Attributescommand, 2,136
Bookmarkscommand, 2
Color command, 3, 112
Control command, 3,313
Gradientscommand, 4,134
Infocommand, 4,104
Interactive submenu

Bookmark command, 391

Hyperlinkscommand, 4, 381
keyboard shortcuts (Mac),514
keyboard shortcuts (Win), 526
Layerscommand, 5,266
Linkscommand, 5,199-202
Navigator command, 5, 39
Output Preview submenu

Flattener command, 3,439

Separationscommand, 7,429
Pagescommand, 6,230
Pathfinder command, 6
Scriptingsubmenu

Script Label command, 7

Scriptscommand, 7,354
Strokecommand, 7,144
Swatchescommand, 8, 116
Tagscommand, 8
Transform command, 9, 90
Transparency command, 9,157
Trap Presetscommand, 9
Typesubmenu

Character command, 2, 53

Character Stylescommand, 3,333

Insert Glyphscommand, 3

Paragraph command, 6, 61

Paragraph Stylescommand, 6,328

Story command, 7,358
Type & Tablessubmenu

Index command, 4,263

Tablecommand, 8,313

Tabscommand, 8,281

Text Wrap command, 9,216

Windows

insert special characterscommands, 74
insert white spacecommands, 74
scripting requirements, 356

Windowskeyboard shortcuts, 514-526

Edit menu, 514-515
Flemenu, 515

Help menu, 515
Japanesetopography,515
Layout menu, 515

object editing, 515-516
Object menu, 516-517
other, 517
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palettemenus, 517-520
Structuremenu, 520
structurenavigation, 520-521
Tablesmenu, 521
text and tables, 521-523
tools, 523
Typemenu, 523-524
View menu, 524-525
views, navigation, 525-526
Window menu, 526
Seealsokeyboard shortcuts
Word
importingtablesfrom, 287
import options, 239
tables, formatting, 289
wor d spacing, 360
wor kspaces, 14

L

zeropoint, 27
Zoom tool, 37
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