
• A •
Acrobat (Adobe). See Adobe Acrobat;

Adobe Acrobat files
active layers, 102
adding

chapters to books, 122
color to text, 273–274
index entries, 132–133
items to libraries, 117–118
lines to existing pages, 29–30
multiple pages to document, 84–86
space when cutting and pasting words, 55

Adobe Acrobat
color settings, 338
Distiller job-options files, 347

Adobe Acrobat files
Advanced pane, 350
books, outputting, 126
color, calibrating, 349–350
compressing graphics, 349
creating, 346–347
defined, 18
General pane, 348–349
graphics files, 286, 292
image layers, 294–295
importing, 293
Marks and Bleed pane, 349
on-screen usage settings, 352
Security pane, 350–351
summary, 352

Adobe Acrobat 7 PDF Bible (Ted 
Padova), 360

Adobe Creative Suite 2 Bible (Ted Padova,
Kelly L. Murdock, and Wendy
Halderman), 360

Adobe GoLive color settings, 338
Adobe Illustrator format

color, 338
importing pictures, 295
preparing files, 286, 295

Adobe InDesign
CS format, 80
files, opening, 73–75

frame-based metaphor, 13, 14
free-form metaphor, 13, 14–15
global tools, 15
graphics files, 12
local tools, 16
measurement values, specifying, 16–17
multiline composer, 11
OpenType fonts, support for, 10
page making programs, previous, 9–10
strokes, custom, 12
styles, 10
tools, choosing, 16
vocabulary, 17–18

Adobe InDesign CS2 Bible (Galen 
Gruman), 360

Adobe PageMaker
colors, 368
files, opening, 75, 77
graphics, 367
history, 9–10
objects, 367
opening files, 365
page changes, 367
preferences, setting, 367
Selection tools, 365–366
shortcuts, 366
text, 367
toolbar, 368

Adobe Paragraph Composer, 259
Adobe Photoshop

color, 338
format, 286
irregular paths, creating, 305

Adobe PostScript driver, 332–333
Adobe Single-Line Composer, 259
Adobe Web site, 358, 359
Advanced pane, PDF files, 350
alignment

baseline grid, 158, 163–164
document grid, 158, 162–163
frame-based grid, 158
paragraphs, controlling, 251–252
precise positioning, 157–158
ruler guides, 158, 159–162
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370 InDesign CS2 For Dummies 

alignment (continued)
stroke, 175
tables, 280
tabs, 278
text columns, 208

alpha channel, 305–306
Alspach, Jennifer (Illustrator CS2 Bible), 360
Alspach, Ted (Illustrator CS2 Bible and

Illustrator CS2 For Dummies), 360
anchor points

paths, 313, 317–318
reshaping objects, 45

anchored frame
adjusting, 197
attributes, setting, 187
converting existing frames, 195–196
creating, 193
described, 190
problems to avoid, 196
releasing and deleting, 197
text and, 192

appearance, strokes, 174–175
Apple Macintosh. See Macintosh
Apple QuickTime movie format, 286
arrow keys, 61–62, 210
autoflowing threaded text, 228
automatic-recovery feature, 81

• B •
baseline

aligning objects, 158, 163–164
characters, 240–241
defined, 61
text frame, 186, 224

Bézier curves, 14, 314
bitmap graphics

importing pictures, 290–292
preparing, 286

blank document, opening, 37–38
bleed area, 71
blended colors

applying, 155–156
creating, 149–153
deleting and copying swatches, 153–154
importing swatches, 154–155

blending modes, transparency, 179, 180
blocks, text

benefits of using, 221
changing, 224–225
columns, 229–231
individual, creating, 223–224
master, creating, 222
merged data, 231–234
table of contents, 130
threading, 225–229

BMP format, 286
boldface, 268
books

adding chapters, 122
creating new, 122
defined, 121–122
footnotes, 135–136
formatting, 124–125
grouping pages, 84
indexes, 130–134
numbering pages, 126–127
opening and closing, 122
printing chapters, 125–126, 341
recommended resources, 305, 360
status, reviewing, 123–124
style source chapter, 124
TOC, 127–130
working on chapters, 122–123

breaking threaded text frames, 228–229
breaks, paragraph, 253–255

• C •
capitalization

All Caps and Small Caps, 57, 242
drop caps on paragraphs, 16, 28–29, 255
Find/Change operation, 213
intercaps, 215
spell-checking, 219

cells, spreadsheet, 207
centimeters, 17, 60
changes, undoing, 78–79
changing

number of columns, 230
template file, 82
text frames, 224–225
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chapters
adding to books, 122
printing, 125–126, 341
status, 123–124
style source, 124
working on, 122–123

characters. See also capitalization
baseline shift, 240–241
combining, 243–244
Control palette, 239–240
font family and type style, 63, 237–238
format, 235–237
horizontal and vertical scale, 240
hyphenation and other breaks, 

turning off, 244
skew, 241
space between, 244–246
special, 58, 213
styles, creating and applying, 246–248
superscript and subscript, 242
type size, 238–239
underline and strikethrough, 

242–243, 276–277
ciceros, 17, 60
Clipboard, pasting text from, 208
clipping path

alpha channel, 305–306
creating, 306–309
described, 304–305

closed paths, 311, 316
closing

books, 122
documents, 78
open paths, 320

CMS (color management system), 338
CMYK (cyan, magenta, yellow, and black)

defining, 144, 147
ink, previewing, 335
spot colors, converting, 345

collaboration tool
project status, viewing, 38
spell-checker dictionary, 218
turning off, 77

color
applying, 34–35, 155–156
bitmap graphics, 303–304
blended, 149–156

calibrating PDF files, 349–350
Color pane unnamed, problem with, 148
creating, 33–34
defining, 144–147
deleting and copying swatches, 153–154
importing swatches, 154–155
ink levels, checking, 335
layer, 101, 102
mixed, 149
object fills, 185
output, managing for printing, 345–346
PageMaker, 368
printing calibration, 337–340
reversing text, 269–270
ruler guides, 159, 161
spot, 344–345
stroke, 175
text, adding, 273–274
transparency, 180

color management system (CMS), 338
Color pane

bitmap graphics, importing, 290
unnamed, problem with, 148

columns
depth, viewing, 211
document defaults, 62
Layout Adjustment feature, 95
master frames, 229
master page, 111, 112
nonprinting guides, 40–41
number, changing, 230
ruling lines between, 230–231
text, aligning, 208

combining
characters, 243–244
layers, 106

commands, libraries, 117
composite printing, 35–36
compound paths, 321–322
compressing graphics, PDF files, 349, 352
contents, paths, 312
contents, table of

creating, 127–130
saving in PDF file, 348

contextual menus, 49
continued lines, 89
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Control palette
characters, 27, 239–240
graphics, cropping, 300
illustrated, 22, 236
lines, drawing, 30
objects, selecting, 167, 168
Rotation Angle field, 275

control points
aligning objects, 158
coordinates, entering, 169

controls, library, 117
converting

existing frames to anchored frame,
195–196

shapes to paths, 320
tabs to tables, 280–281

coordinates, aligning objects, 157–158
copy and paste

importing pictures, 295
objects among documents, 199–200

copying
graphics, 295, 304
library items onto document pages, 119
links, 297
pages, multiple, 86
swatches, colors, tints, and gradients,

153–154
corners

objects, special effects on, 177–178, 186
to paths, special effects, 323–324
between straight segments, 319

creating
Acrobat layers, 348
anchored frame, 193
books, 122
character styles, 246–248
clipping path, 306–309
frame, 21–23, 139–141
irregular paths, 305
layers, 100
libraries, 116
master pages, 110–112
merged data document, 232–234
new document, 20–21, 69–72
Object Styles, 183–187
paragraph styles, 261–262
PDF file, 346–347
ruler guides, 159–161

shapes, 139–141
swatches, 33–34
tables, 279–280
template, 81–82, 114–115
tints, 147–148
TOC, 127–130

Creativepro Web site, 358
cropping, graphics, 299–302
cross-references, 196
curly quotes, 25, 54, 205
cursor key field, 61
curved lines

drawing, 46
paths, 314–316

custom page size, printing, 342–343
cyan, magenta, yellow, and black (CMYK)

defining, 144, 147
ink, previewing, 335
spot colors, converting, 345

cyan-colored lines, 159

• D •
dashed stroke line, 175, 176
Davis, Phyllis (Photoshop CS2 For

Dummies), 360
defaults

character formats, 236
colors and styles, 65
document, 62
measurements, 16
objects, 62, 64
text, 62–63
views, managing, 64–65

deleting
anchor point, 318
anchored frame, 197
chapters from book, 123
colors, tints, and gradients swatches,

153–154
dash or dot segment, 177
dictionary words, 220
inline frame, 192
items from libraries, 119
layers, 106–107
master pages, 112
object styles, 187, 189
objects, 169–170
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pages, multiple, 86
paths, 320–321, 322
ruler guides, 161
section starts, 91

dialog box
printing, 340–342
QuarkXPress, 363
spelling checker, 216–218

dictionaries, customizing, 217, 218–220
Digital Photography: Top 100 Simplified Tips

& Tricks (Gregory Georges), 360
Direct Selection tool, 45, 319
docking palettes, 50
document

composition preferences, 57–59
creating new, 20–21, 69–72
defaults, 62
layers, 99
libraries, copying onto, 119
master pages, applying, 113
measurement preferences, 59–62
merged data, creating, 232–234
objects, sharing among, 199–200
opening, 72–77
preferences dialog box, 54
printer setup, checking, 333–336
QuarkXPress, 363
recovering, 81
saving, 77–80
spread, basing master page on, 112
stored preferences, 57
template, creating, 81–82
type preferences, 54–57

document grid, aligning objects, 
158, 162–163

document package, 352–354
document window

illustrated, 38
multiple, opening, 42
object, selecting, 44
opening blank document, 37–38
pages and guides, 40–41
pasteboard, 40
rulers, 39
Tools palette, 43–48
zero point, 40
zoom field and pop-up menu, 41

drag and drop
importing pictures, 295
objects among documents, 199–200
text, 55, 209

drawing
curved lines, 314–316
irregular shapes, 304
objects, 46–47, 304
straight and zigzag lines, 141–143

drawings format, 285
drop caps, 16, 28–29, 255
drop shadow, 179–180, 186
duotone color, 149
duplicating

master spread, 112
object styles, 187

• E •
edges

clipping path, finding, 306
feathering, 180–181

editing
graphics, 296
shapes, 320

editing text
highlighting, 210
navigating, 210
undoing, 210
view, controlling, 209–211

ellipse, 47
embed graphics, 297
EPS (Encapsulated PostScript) vector

format
benefits of using, 286
importing, 293

Erase tool, 320–321
Excel (Microsoft) files

tables, 279
text, 206–207

excerpts, 196, 270–271
Expert Collection fraction, 271
external picture file, inline frame, 191–192
Eyedropper tool, 33–34
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• F •
facing pages, 111
false italic, 241
feathering objects, 180–181, 186
files. See also graphics files; text files

document package, grouping, 352–354
non-InDesign document, saving, 80
opening, 73–75
PageMaker, opening, 77

fills
graphics, 312
object, 177, 185
to text characters, 325

Find/Change feature, 211–215
flattening layers, 106
flipping

graphics special effects, 303
objects, 172–173

floating palettes, 50
font family

applying, 24
bullets or numbers before lists, 266
characters, 237–238
default, 63
previewing, 55, 334
substituting, 58, 332

footnotes, books, 135–136
form letter or label, merged data, 232
formatting

books, 124–125
characters, 235–237
finding and replacing, 214–215
fractions, 271–272
imported Excel worksheets, 207
numbered or bulleted lists, 267
object, 189
paragraphs, 16, 249–250
removing from imported text, 205, 208
text, 26–29, 55

fractions
manual formatting, 271–272
typeface, applying, 271

frame
alignment grid based on, 158
creating, 21–23, 139–141
fitting, 302–303
graphics, 30–31, 288–289

inline and anchored, 189–197
text, 23–27
tools, 47–48

frame-based metaphor, 13, 14
Free Transform tool, 172
free-form metaphor, 13, 14–15
full layers, manipulating, 104–107

• G •
General pane, PDF files, 348–349
Georges, Gregory (Digital Photography: Top

100 Simplified Tips & Tricks), 360
GIF (Graphics Interchange Format), 286
global tools, 15
glyph

scaling, 259
substituting, 58

GoLive (Adobe) color settings, 338
gradients

applying, 155–156
creating, 149–153
deleting and copying swatches, 153–154
importing swatches, 154–155

Graham, Denis (Photoshop CS: Top 100
Simplified Tips & Tricks), 360

graphics
coloring bitmap graphics, 303–304
compressing, 349, 352
corners to paths, 323–324
cropping and resizing, 299–302
fitting frame, 302–303
frame, 30–31
irregular shapes, 304–309
PageMaker, 367
rotating, shearing, and flipping, 303
slicing, 309–310
text, converting to shapes, 324–326

graphics files. See also importing pictures
importing, 31–32, 206
InDesign, 12
inline frame from external, 191–192
missing, 334–335
preparing, 285–287
substitutions in OPI workflow, 

printing, 346
Graphics Interchange Format (GIF), 286
Graphics pane, printing, 345
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graphics special effects
coloring bitmap graphics, 303–304
corners to paths, 323–324
cropping and resizing, 299–302
frame, fitting, 302–303
irregular shapes, 304–309
rotating, shearing, and flipping, 303
slicing, 309–310
text, converting to shapes, 324–326

graphics tool, QuarkXPress, 364
grid

document, 158, 162–163
showing and hiding, 65

group, objects, combining into, 197–198
Gruman, Galen (Adobe InDesign CS2 Bible

and QuarkXPress to InDesign: Face to
Face), 360

guides
document window, 40–41
hiding, 65
layer, 101–102
master page, 111

• H •
Halderman, Wendy (Adobe Creative Suite 2

Bible), 360
Hand tool, 48
handles, paths, 319
hanging punctuation, 272–273
hiding

all layers, 105
baseline grid, 164
frame edges, 64
objects from printing, 170
parts of graphics, 300
rulers, 39

Highlight, typesetting problems, 
potential, 57–58

highlighting
editing text, 210
formatting text, 24, 236–239

horizontal and vertical scale, 
characters, 240

hyperlinks, 348
hyphenation

line, 259
paragraphs, 256–258

points, customizing in spelling 
checker, 220

QuarkXPress conversion issues, 76
turning off, 244
violations, highlighting, 58

• I •
Illustrator (Adobe) format

color, 338
importing pictures, 295
preparing files, 286, 295

Illustrator CS2 Bible (Jennifer Alspach and
Ted Alspach), 360

Illustrator CS2 For Dummies (Ted 
Alspach), 360

images. See graphics
importing pictures. See also graphics

special effects
bitmap graphics, 290–292
color, adjusting, 338–339
copy and paste, drag and drop, 295
described, 31–32
graphics files, preparing, 285–287
layers, 294–295
links and versions, 295–298
placing, 287–289
save options, 289
vector file formats, 292–293

importing swatches, 154–155
importing text

numbered or bulleted lists, 267
word-processing formats, 203–206

in port, 225
inches, 16–17, 60
indent controls, paragraphs, 252
InDesign (Adobe)

CS format, 80
files, opening, 73–75
frame-based metaphor, 13, 14
free-form metaphor, 13, 14–15
global tools, 15
graphics files, 12
local tools, 16
measurement values, specifying, 16–17
multiline composer, 11
OpenType fonts, support for, 10
page making programs, previous, 9–10
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InDesign (continued)
strokes, custom, 12
styles, 10
tools, choosing, 16
vocabulary, 17–18

InDesignCentral Web site, 357–358, 359
indexes

adding items, 132–133
caution about trying, 130
pane, viewing, 131–132
polishing and generating, 133–134
style, choosing, 131

initial page number, changing, 88–89
inline frame

adjusting, 192
described, 189–190
from external picture file, 191–192
from object, 191
text and, 190–191

inserting, text, 25–26
intercaps, 215
intercolumn rules, 231
in-text page references, 89
introduction, 228
invisible characters, text, 208
irregular shaped graphics

clipping path, 304–309
drawing own shape, 304

italic
false, 241
regular, 268

• J •
JPEG (Joint Photographic Experts Group)

format
defined, 286
scaling, 289

justification
line, 27, 259
paragraphs, 251, 256, 258–259
on printer, 343
QuarkXPress conversion issues, 76
text next to objects, 59
violations, highlighting, 58

• K •
Karlins, David (Total Digital Photography:

The Shoot to Print Workflow 
Handbook), 360

kerning
defined, 61, 244, 245
document preferences, setting, 58
with keyboard commands, 62
QuarkXPress conversion issues, 76

keyboard increments area, 61–62
keyboard shortcuts

PageMaker, 366
QuarkXPress, 362

knockout group, 179

• L •
labeling paragraphs, 267–268
layers

Acrobat, creating, 348
active, 102
combining, 106
creating, 100
customizing, 100–102
deleting, 106–107
document and, 99
entire, manipulating, 104–107
importing pictures, 294–295
locking objects, 104
moving objects to different, 103–104
order, 98–99
palette menu, 99
placing objects, 103
selecting objects, 102–103
usefulness, 97–98

layout
adjusting on multiple pages, 93–96
resizing, 62

leader, tab, 279
leading

column width and, 229
Control palette, 27
defined, 61, 244–245, 246
inline spacing problem, 191
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preferences, setting, 55
QuarkXPress conversion issues, 76
sizes, 61
style, setting, 246
text wraps, 59

left page, starting multi-page documents
on, 87–88

letter spacing justification, 258–259
libraries

adding items, 117–118
colors, 155
controls and commands, 117
copying items onto document pages, 119
creating, 116
deleting items, 119
QuarkXPress conversion issues, 76
searching, 118–119
tagging items, 118

ligatures, 243–244
line

existing page, creating and adding to,
29–30

hyphenation and justification, 259
space between, 244–246
straight, drawing, 141–143

line art, 285
Line tool, 30, 47
linear gradient, 152
lines of text

paragraphs, 251–252
space between, 253

lining up
baseline grid, 158, 163–164
document grid, 158, 162–163
frame-based grid, 158
paragraphs, controlling, 251–252
precise positioning, 157–158
ruler guides, 158, 159–162
stroke, 175
tables, 280
tabs, 278
text columns, 208

links
defined, 17
importing pictures, 295–298
packages, 353
preserving in PDF output, 348

printing preview, 334
showing, 64
threading frames, 225–229

lists, bulleted and numbered, 265–267
local override, 113–114
local tools, 16
locking

layers, 101
objects, 104, 198
ruler zero point, 40

logo, 32
lowercase letters, setting small caps, 242
luminosity, 146

• M •
Macintosh

document file pop-up menu, 75
fractions, 272
ligature fonts, 243
PICT graphics format, 286
printer setup, 330–331

magnification
fitting page in window, 92
multiple views at different, 42

mailings, mass
described, 231–232
document, creating, 232–234
form letter or label, 232
text frames, 231–234

margins
bleed area, 71
default, 62, 63
document window, 40
Layout Adjustment feature, 95
master page, 111
tabs, aligning, 278

Marks and Bleed pane
PDF files, 349
printing, 343–344

mask out graphics, 300
mass mailings

described, 231–232
document, creating, 232–234
form letter or label, 232
text frames, 231–234
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master frame
columns, 229
selecting to add text, 204
text, creating, 222

master page
applying to document pages, 113
creating new, 110–112
deleting, 112
described, 109
document spread, basing on, 112
items, changing on document pages,

113–114
jumping to, 41
lines, 29
margins and columns, 111
object, selecting, 44

mathematics, scaling with, 302
McClelland, Deke (Photoshop CS2 Bible,

Photoshop CS2 Bible Professional
Edition and Photoshop CS2 For
Dummies), 360

measurement
QuarkXPress, 363
rulers, 39
values, specifying, 16–17

menus, navigating multi-page documents,
92–93

merged data
described, 231–232
document, creating, 232–234
form letter or label, 232
text frames, 231–234

merging paths with Pathfinder tool,
322–323

Microsoft Excel files
tables, 279
text, 206–207

Microsoft PostScript driver, 332–333
Microsoft Windows

document file pop-up menu, 74, 75
printer setup, 331–333

Microsoft Word files
anchored frames, 193
automatic spelling correction, 216
footnotes, 135
tables, 279
text, 23, 25, 204–206

millimeters, 17, 60

mixed colors, 149
monitor, PDF settings, 352
moving

anchor point, 318
objects on page, 168–169
objects to different layers, 103–104
pages, multiple, 87
ruler guides, 161

multiline composer, InDesign, 11
multimedia, handling in PDF files, 349
multi-page document, creating, 83
multiple document window, opening, 42
Murdock, Kelly L. (Adobe Creative Suite 2

Bible), 360

• N •
names

color, 145, 148, 150
layer, 101, 103

navigating
editing text, 210
multiple pages, 91–93
within page, 48
view buttons, 48
zooming in and out of view, 48

Navigator pane, multi-page documents, 93
non-InDesign documents. See also

PageMaker; QuarkXPress
anchored frames, 193
automatic spelling correction, 216
footnotes, 135
opening, 75–77
PDF files, importing, 293
saving files, 80
tables, 279
text, 23, 25, 204–206

numbering pages
automatic, 111
books, 126–127
initial, changing, 88–89
in-text references, 89
jumping, 41
sections, 89–91
on table of contents, 129
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• O •
object

corners, special effects on, 177–178
deleting, 169–170
drop shadows, 179–180
feathering, 180–181
fills, 177
flipping, 172–173
grouping, 197–198
hiding from printing, 170
inline frame, 191
Layout Adjustment feature, 95–96
locking, 198
moving, 168–169
multiple pages, adjusting, 93–96
PageMaker, 367
QuarkXPress, 363
repeating transformation, 173
resizing, 169
rotating, 171
selecting, 165–168, 170–171, 172
sharing among documents, 199–200
shearing, 172
stacking, 199
strokes, 174–177
transparency, 178–179

Object Styles
applying, 188–189
creating, 183–187
managing, 187–188

object-creation tools
frame and shape, 47–48
Line tool, 47
Pen tool, 46–47
Type tool, 47

online formats, 80
opening

blank document, 37–38
books, 122
document, 72–77
files, 73–75
non-InDesign documents, 75–77
PageMaker files, 365
QuarkXPress files, 361

OpenType font
fractions, 271
support, 10

Optical Margin Alignment, 272–273
order, rearranging

chapters, 122
layers, 98–99, 105–106

orphan, 254
outlines, 325–326
Output pane, printing, 344–345
overset text, 225

• P •
package, print service, 18, 352–354
Padova, Ted (Adobe Acrobat 7 PDF Bible

and Adobe Creative Suite 2 Bible), 360
page

changes, PageMaker, 367
controls in document window, 41
document window, 40–41
moving within, 48
ranges and spreads, printing, 342
size, customizing, 342

page breaks, importing text, 206
page making programs, previous, 9–10
page numbering

automatic, 111
books, 126–127
initial, changing, 88–89
in-text references, 89
jumping, 41
sections, 89–91
on table of contents, 129

PageMaker (Adobe)
colors, 368
files, opening, 75, 77
graphics, 367
history, 9–10
objects, 367
opening files, 365
page changes, 367
preferences, setting, 367
Selection tools, 365–366
shortcuts, 366
text, 367
toolbar, 368

pages, multiple
adding, 84–86
copying, 86
deleting, 86
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layouts and objects, adjusting, 93–96
left, starting documents on, 87–88
moving, 87
navigating, 91–93
numbering, 88–91
pane, 83–84
printing range, 342
selecting, 86

Pages pane, navigating multi-page
documents, 92

palette
managing, 50
menu, layers, 99
panes versus, 49–50

pane
controlling, 51
managing, 50
pages, multiple, 83–84
palettes versus, 49–50
QuarkXPress dialog boxes versus, 363
viewing, 131–132

Pantone Matching System (PMS), 146
paper sizes, 94, 342
Paragraph Composer (Adobe), 259
paragraphs

alignment, controlling, 251–252
breaks, controlling, 253–255
drop caps, 255
formats, 63, 236, 249–250
highlighting, 210
hyphenation, 256–258
indent controls, 252
inline frames and line spacing, 191
justification, 256, 258–259
lines, space between, 253
preferences, setting, 55
return marks, 208
rule above or below, 260–261
space, inserting between, 252–253
styles, 28–29, 186, 261–263

passwords, PDF files, 351
Paste command, 191
pasteboard

design metaphor, 13, 14–15
document window, 40

pasting
objects on different layers, 103
pictures, 295
text from Clipboard, 208

Pathfinder tool, 322–323
paths

anchor points, 317–318
closed, 316
closing open, 320
compound, 321–322
converting shapes, 320
corners to, 323–324
curved lines, 314–316
erasing, 320–321
handles, 319
merging with Pathfinder tool, 322–323
Pen tool, manipulating with, 316–317
properties, 311–312
smooth and corner points, 314
smoothing out, 318–319
straight and zigzag lines, 313–314

PCX (PC Paint brush) format, 286
PDF (Portable Document Format) files

Advanced pane, 350
books, outputting, 126
color, calibrating, 349–350
compressing graphics, 349
creating, 346–347
defined, 18
General pane, 348–349
graphics files, 286, 292
image layers, 294–295
importing, 293
Marks and Bleed pane, 349
on-screen usage settings, 352
Security pane, 350–351
summary, 352

Pen tool
curved lines, drawing, 314–316
drawing objects, 46–47, 304
paths, manipulating with, 316–317
straight and zigzag lines, drawing,

313–314
Pencil icon, 104, 304
permissions, PDF files, 351
Photoshop (Adobe)

color, 338
format, 286
irregular paths, creating, 305

Photoshop CS: Top 100 Simplified Tips &
Tricks (Denis Graham), 360

Photoshop CS2 Bible (Deke 
McClelland), 360

380 InDesign CS2 For Dummies 
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Photoshop CS2 Bible Professional Edition
(Deke McClelland), 360

Photoshop CS2 For Dummies (Deke
McClelland and Phyllis Davis), 360

picas
ruler measurement, 39
specifying, 16–17, 60

PICT (picture) format, 286
pictures. See graphics
pink highlighted words, 58
Place command, 191–192, 287–289, 299
placing

defined, 18
graphics, imported, 287–289
master text frame, 224
objects on layers, 103
text, 203–204, 228

plug-in, 18
PMS (Pantone Matching System), 146
PNG (Portable Network Graphics) format

defined, 286
importing, 290–292

points, 17, 60
polishing and generating, indexes, 133–134
polygons, 47–48, 140
Portable Document Format files. 

See PDF files
Position tool, 45–46
PostScript driver, Adobe versus Microsoft,

332–333
power failure, documents, recovering, 81
PPD (PostScript Printer Description) file,

331, 341
precise positioning, aligning objects,

157–158
preferences

composition, 57–59
described, 53
dialog box, 54
measurement, 59–62
PageMaker, 367
stored, 57
type, 54–57

Preflight tool, 329, 333–334, 353
previewing

document setup, 35–36, 333–336
fonts, 238

printer setup
document preview, 35–36, 333–336
importance, 329
Macintosh, 330–331, 341
QuarkXPress conversion issues, 76
Windows, 331–333, 341

printing
book chapters, 125–126, 341
color, calibrating, 337–340
color output, managing, 345–346
composite, 35–36
custom page size, 342–343
dialog box, 340–342
graphics file substitutions in OPI

workflow, 346
Graphics pane, 345
hiding objects, 170
Marks and Bleed pane, 343–344
Output pane, 344–345
page ranges and spreads, 342
QuarkXPress, 364
settings, reviewing, 346
tiling options, 343

process colors, 144
production formats, 80
proper names, spell-checking, 219
properties, paths, 311–312
pull-quotes, 196, 270–271
purchasing images, 297

• Q •
QuarkXPress

conversion issues, 76
documents, 363
files, opening, 75, 361
graphics tool, 364
history, 10
keyboard shortcuts, 362
market share, 9
measurements, 363
objects, 363
panes versus dialog boxes, 363
printing, 364
Selection tool differences, 361
text, 363
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QuarkXPress to InDesign: Face to Face
(Galen Gruman), 360

Quick Apply palette, 188
QuickTime movie format, 286
quotes, typographer’s, 25, 54, 205

• R •
radial gradient, 152
raster formats, 286
rearranging

chapters, 122
layers, 98–99, 105–106

recovering, documents, 81
rectangles, drawing, 47
rectangular text frames, 47
red, green, blue (RGB) color, 144
red square, 225
redoing actions, 79
releasing, anchored frame, 197
removing

anchor point, 318
anchored frame, 197
chapters from book, 123
colors, tints, and gradients swatches,

153–154
dash or dot segment, 177
dictionary words, 220
inline frame, 192
items from libraries, 119
layers, 106–107
master pages, 112
object style from object, 189
object styles, 187
objects, 169–170
pages, multiple, 86
paths, 320–321, 322
ruler guides, 161
section starts, 91

repeating transformation, objects, 173
replacing

formatting, 214–215
text characters, 212–214

rerouting, threading text frames, 228–229
resizing

columns with fixed widths, 230
frames, 26
graphics, 299–302

layout, 62
master text frame, 224
objects, 169
palettes, 50
paths, 318

resolution, saved graphics, 289
resources, Web sites, 357–359
reversing type, 269–270
RGB (red, green, blue) color, 144
Rotate tool, 275
rotating

graphics, 303
master text frame, 224
objects, 171
printer output, 343
text, 274–275

RTF files
documents, saving, 80
tables, 279
text, 204–206

rule
drawing, 47
intercolumn, 231
paragraphs, above or below, 260–261
reversed type, 269–270

ruler guides
aligning objects, 158, 159–162
automatically creating, 160–161
default, 62
document window, 39
hiding, 65
intersection point, 159
Layout Adjustment feature, 95
manipulating, 161–162
manually creating, 159

Ruler Units area, 60–61
ruling lines between columns, 230–231
runaround text image, 32

• S •
save options, importing pictures, 289
saving

documents, 77–80
non-InDesign document, 80
templates, 82

scaling, JPEG format, 289
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scaling text
described, 268, 275–276
glyph, 259
preferences, setting, 54–55

Scissors tool, 310
Scitex CT format, 287
searching

libraries, 118–119
and replacing text, 211–215

sections
numbering pages, 89–91
page numbering, 126–127
start, removing, 91

Security pane, PDF files, 350–351
security, PDF files, 350–352
selecting

all layers, 105
graphics, 299
hidden objects, 199
lines, preferences when, 54
object layers, 102–103
objects, 165–168, 170–171, 172
pages, multiple, 86
path handles, 319
text, 210

Selection tool
anchor points, deleting, 322
described, 44
graphic frame, resizing, 300
PageMaker differences, 365–366
QuarkXPress differences, 361

semi-autoflow method, threading text
frames, 227

shape tools, 47–48
shapes. See also paths

creating, 139–141
master text frame, 224
text, converting to, 324–326

sharing objects among documents,
199–200

shearing
graphics special effects, 303
master text frame, 224
objects, 172

shortcuts
navigating multi-page documents, 92–93
PageMaker, 366
QuarkXPress, 362

shuffling pages, 87
sidebars, 270–271
Single-Line Composer (Adobe), 259
size

character, 237
too big text files, flagging, 26
type, 268

skew
characters, 241
master text frame, 224
objects, 170

slicing graphics, 309–310
slug area, 343–344
small caps, 57, 242, 268
smooth and corner points, paths, 314
smoothing out paths, 318–319
snap alignment

document grids, 163
ruler guides, 161–162

solid type set, 246
sound, embedded, 349
space

adding when cutting and pasting 
words, 55

between characters, 244–246
extra, leaving out, 208
paragraphs, inserting between, 252–253

special effects
coloring bitmap graphics, 303–304
corners to paths, 323–324
cropping and resizing, 299–302
frame, fitting, 302–303
irregular shapes, 304–309
rotating, shearing, and flipping, 303
slicing, 309–310
text, converting to shapes, 324–326

Specification for Web-Offset Printing
(SWOP), 289

spelling checker
correcting while typing, 215–216
dialog box, 216–218
dictionaries, customizing, 218–220
hyphenation points, customizing, 220
while typing, 215

spreads
master page, basing, 112
printing, 342

383Index

37_595725 bindex.qxd  4/25/05  2:03 PM  Page 383



spreadsheets
tables, 279
text, 206–207

stacking objects, 199
start, sections, removing, 91
status

book chapter, 123–124
printer problems, previewing, 336
workgroup projects, 38

sticks. See columns
Story Editor window, editing text, 210–211
Story Options, 187
story, text, 210
straight lines

closing end, 311
drawing, 46
paths, 313–314

strikethrough characters
customizing, 276–277
described, 242–243

strokes
appearance, setting, 174–175, 186
applying, 325
custom, 12
defined, 18
paths, showing, 312
styles, creating, 176–177

style
characters, creating and applying,

246–248
InDesign, 10
indexes, 131
master text frame, 224
paragraphs, 261–263
source chapter in books, 124
strokes, creating, 176–177
Word, importing, 206

substituted fonts, highlighting, 58
superscript and subscript characters, 

57, 242
swatches

applying, 34–35
creating, 33–34
deleting and copying, 153–154
importing, 154–155

SWOP (Specification for Web-Offset
Printing), 289

system crash, documents, recovering, 81

• T •
table of contents (TOC)

creating, 127–130
saving in PDF file, 348

tables
creating, 279–280
footnotes, simulating, 135
stripping format while importing,

205–206, 208
tabs

converting to tables, 280–281
setting, 278–279

Tagged Image File Format. See TIFF
tagging, libraries items, 118
template

applying to document pages, 113
creating, 81–82, 110–112, 114–115
deleting, 112
described, 109
document spread, basing on, 112
frames and, 14
items, changing on document pages,

113–114
jumping to, 41
lines, 29
margins and columns, 111
object, selecting, 44

text. See also characters; paragraphs
anchored frame, 192, 196
color, adding, 273–274
compressing, 349
converting to shapes, 324–326
dragging and dropping, 209
editing, 46, 209–211
entering, 46
formatting, 26–29, 46
fractions, 271–272
frame, creating, 23–25
hanging punctuation, 272–273
inline frame, 190–191
inserting, 25–26
invisible characters, 208
labeling paragraphs, 267–268
Layout Adjustment feature, 96
lists, bulleted and numbered, 265–267
outlines, 325–326
PageMaker, 367
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pasting from Clipboard, 208
placing imported, 203–204
QuarkXPress, 363
reversing type, 269–270
rotating, 274–275
scaling, 275–276
searching and replacing, 211–215
sidebars and pull-quotes, 270–271
spelling, checking, 215–220
tabs and tables, 277–281
type preferences, 54–57
underline and strikethrough, custom

options, 276–277
wrapping, 187

text files
Excel, 206–207
numbered or bulleted lists, 267
RTF, 204–206
Word, 204–206

text frames
benefits of using, 221
changing, 224–225
columns, 229–231
individual, creating, 223–224
master, creating, 222
merged data, 231–234
table of contents, 130
threading, 225–229

Text Wrap, 59, 101
threading text frames

autoflowing after placing text, 228
breaking and rerouting, 228–229
defined, 18
manual, 226–227
placing text while autoflowing, 228
semi-autoflow method, 227
showing, 64
visual indicators, 225–226

thumbnails, embedding, 348
TIFF (Tagged Image File Format)

benefits of using, 286
clipping path, 305
defined, 287
layers, 294

tiling options, printing, 343
Timacheff, Serge (Total Digital Photography:

The Shoot to Print Workflow Hand-
book), 360

tints
applying, 155–156
creating, 147–148
deleting and copying, 153–154
importing, 154–155

TOC (table of contents)
creating, 127–130
saving in PDF file, 348

toolbar, PageMaker (Adobe), 368
tools, choosing, 16
Tools palette

Direct Selection tool, 45
frame and shape tools, 47–48
Hand tool, 48
illustrated, 43–44
Line tool, 47
Pen tool, 46–47
Position tool, 45–46
Rotate tool, 275
Selection tool, 44
Type tool, 46, 47
view buttons, 48
Zoom tool, 48

Total Digital Photography: The Shoot to Print
Workflow Handbook (Serge Timacheff
and David Karlins), 360

tracking, 58, 61, 244, 245–246
Transform pane, Rotation Angle field, 275
transparency, objects, 178–179, 186
triangle icon, 225, 226
turning off

character hyphenation and other 
breaks, 244

Version Cue workgroup collaboration
tool, 77

type size
characters, 238–239, 268
column width and, 229

type style
applying, 24
bullets or numbers before lists, 266
characters, 237–238
default, 63
previewing, 55, 334
substituting, 58, 332

Type tool, 46, 47
typeface, fractions, 271
typing, spelling checker, 215
typographer’s quotes, 25, 54, 205
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• U •
underline characters

customizing, 276–277
described, 242–243

underlined text, 268
undoing

changes, 78–79
editing text, 210
layer deletions, 107

unnamed gradients, 152
uppercase

All Caps and Small Caps, 57, 242
drop caps on paragraphs, 16, 28–29, 255
Find/Change operation, 213
intercaps, 215
spell-checking, 219

• V •
vector file formats

importing, 291–293
preparing, 285

Version Cue workgroup collaboration tool,
turning off, 77

versions, importing pictures, 295–298
video, embedded, 349
view

buttons, 48
scale, increasing and decreasing, 48
text editing, 209–211

virgule, 272
visual indicators, threading text frames,

225–226

• W •
Web sites, 357–359
white space, 244
widow, 245, 253
width

stroke, 174
text columns, 229, 230

window, document
illustrated, 38
multiple, opening, 42
object, selecting, 44
opening blank document, 37–38
pages and guides, 40–41
pasteboard, 40
rulers, 39
Tools palette, 43–48
zero point, 40
zoom field and pop-up menu, 41

Windows (Microsoft)
document file pop-up menu, 74, 75
printer setup, 331–333

Windows Metafile format, 287
Word (Microsoft) files

anchored frames, 193
automatic spelling correction, 216
footnotes, 135
tables, 279
text, 23, 25, 204–206

word spacing justification, 258
word-processing formats

importing text, 203–206
saving files in, 80

workgroup
collaboration tool, turning off, 77
project status, viewing, 38
spell-checker dictionary, 218

• Y •
yellow highlighting, 58

• Z •
zero point, document window, 40
zigzag lines

closing end, 311
paths, 313–314

zoom field and pop-up menu, document
window, 41

Zoom tool, 48
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