Contents at a Glance

JOEPOAUCTION ...aaeeeeeeeeeeeeeeeeaeeeennaaaeeeennnaseeesnnnsseeeennnsanees ]

Part I: Before You Begin .............ccccaueeeeceeeiinecaenaaannnaae 7

Chapter 1: Understanding InDesign Ingredients ...........cc.coceveiieiiininennnienieneseceeee 9
Chapter 2: Making It WOrK YOUT WY ......cccceoeeviieiiieieeieciicieeiscee e re v 35

Part 11: Document Essentials..............cueeuueeeeeeeeeeennna49

Chapter 3: Opening and Saving Your WOrK ...........ccccovevviiiiiiniiniineceniesieseeseeseenes 51
Chapter 4: Discovering How Pages WOrk ...........ccccoouvvvierciiniiiniinienicecieeieeeeeee e 65
Chapter 5: Layers and LAYETS ........cccoverieieiieriiieniceetetete ettt st ees 79
Chapter 6: The JOys Of REUSE.........ooouiiieiiieee et 89
Chapter 7: Working with ColOr ........ccccoviiriiniiiiiiiiiiiececeeccce e 103
Part I11: Object Essentials ............ccceeeeecceeeaeeicnaean 119
Chapter 8: Creating Essential EIements..........cccecveviirvieriieniienieneeneeieeieeeeeee e 121
Chapter 9: Manipulating ODJECtS......cccoveririiitiieierereeeetetete ettt 137
Chapter 10: Organizing ODJECES.......cccciiiirierieiieteeteeeee et 155
Chapter 11: Aligning and Arranging ODbjJects.........cccuvvveeieniienieneeneenieniesiesreseeneeens 167
Part [U: Text ESSentials ........ccceceeeeeaeeecveeicreesanecenanes 187
Chapter 12: Putting Words on the Page..........ccccocvvviiiiinciiniiinieeeccccceeeeeeene 189
Chapter 13: The Ins and Outs of Text EQiting ........cccocoovevieieneneninieeeeeeee 211
Chapter 14: The Styles Of TEXt......ccoicviiiiiiieeieieeeeeecee et 225
Chapter 15: Fine-Tuning Paragraph Details ..........ccccccoevieievienienieneciccceeieese e 235
Chapter 16: Finessing Character Details .........c.ccccoeviivviincieniiinienieececececeeeene 249
Chapter 17: Tricks With TEXE.....c.cceviriiirieieeee e 263

Part U: Graphics Essentials.............ccceeeeeeeeccecccacaaaaaaa 277

Chapter 18: Importing GraphicCs........c..ccveeveeieriieriicieciecee e 279
Chapter 19: Fitting Graphics and Setting Paths..........c.ccccoeviiiininnnniinieee 291



Part Ul: Getting Down to Business ............ccceeeeueeeeee. 301

Chapter 20: Working with Tabs and Tables..........ccccovveviiiniiiniiniinieeneneseeeeens 303
Chapter 21: Working with Footnotes, Indexes, and TOCS.........ccccceeverviererercrencvennnne 315
Chapter 22: Working with Automated TeXt .........ccceceeviervieriiiniecieseeeee e 327
Chapter 23: PublisShing BOOKS..........cccooviiiiirietieiceeteee et 339
Part VII: Printing and Output Essentiats.....................347
Chapter 24: Setting Up for OULPUL..........ccooiiriiiiiiiiiiiecieeterteceeee e 349
Chapter 25: Printing and Other Output Techniques..........ccccoevevieeeevineecierieneceeene 357
Part VIII: The Part of Tens.........cccceeeeeeeeecceenceeseenceesea 379
Chapter 26: Top Ten New Features in InDesign CS3 ..........ccccceevevieiieciiecieecieceeene 381
Chapter 27: Top Ten (Or So) Resources for InDesign Users..........ccccoevereecvervenuennnne. 387
Chapter 28: Top Ten Must-Knows for QuarkXPress Refugees..........ccccovvvervienvennnnne 393
Chapter 29: Top Ten Must-Knows for PageMaker Orphans..........cccccceeevevercvenvennnnne 397

I0deft c..c.eeeaeaeaecaeceaeeecancneecnennennesnssnesansnnesaessaennes B0 1



Table of Contents

JHEPOAUCEION ....aeeeeeeaeeeeeeeeaeeeeeennnaeeeesennnsseeesnnnsseeeennnannees ]

How to Use This BOOK ........cocuiiiiiiiiiiiiicteececeteteeeeee e 2
How This Book Is Organized...........ccccooueveriririinieieieieeeeeeeeee e 3
Part I: Before You Begin.........cccceeiieiiniicieieeceeeceeteeee e 3
Part II: Document Essentials .........c.ccoceeievieiieniinienienieceeseeseeieee, 3
Part IIl: Object Essentials ........ccccccevvierienieneenienieniesieeeeseeseeseeieees 3
Part [V: Text Essentials .......ccccocevviiriiniiniiniiiectciececstceeeeeeeen 4
Part V: Graphics Essentials ..........ccccccoeviieiiieeciieiieeeeeeecee e 4
Part VI: Getting Down to BUSINESS .......ccceeeeieiienienininieceeeeee 4
Part VII: Printing and Output Essentials..........cccccceeviencienieneeneenenee. 4
Part VIII: The Part of TEeNS .......ccccccevvievienienieieeecieeiecteeee e 4
Icons Used in This BOOK..........cccccieieieriirieniieececeeeetese et 5

Part I: Before You Begit .............eueeeeeaeecceeeareeaeacaneaaaae 0

Chapter 1: Understanding InDesign Ingredients ................... 9
The InDesign APProach........cccciiiieierienieieceeteete et 9
The frame-based metaphor...........ccccoecvevieverciinciieceeeceeeeeee e 10

The free-form metaphor .........ccoceviervieniiiiiiiieeceeeeeeee e 11
Understanding Global and Local Control...........cceccevvveviinernienniennienieeneenne. 11
Choosing the right tools for the job..........cccccvevievievieiiecieeeee, 13
Specifying measurement values ...........cccooceveeireienienieneneneneeeeeenen 14
Basic InDesign Vocabulary...........ccocvevveiieiienieeieeieeieceesieesie e 14
Discovering the Document Window ..........ccccccoeviiriiiiniiiniieinieenieeeeeeeenn 16
RUIETS ...ttt 18

ZETO POINL ...oeiniiiiiieecieeeteectee ettt et e e eeee e e aee e taeeseseessbeeesseessseessseens 18
Pasteboard ... 19
Pages and gUIdes ........cocevueriiriiniinieteeeeee et 19
Zoom field and pOP-UP MENU...........cceevverierierienieeieeie e eeeseeseeeeeas 19

Page CONLIOIS ......oooiiiiiiieieeeceeeces ettt 20
Opening Multiple Document Windows...........ccocevvienienernennienniennieneeneennes 20
Tooling around the Tools Panel ...........cccooivviniiniiniiniiiieceeeieeee, 21
Using the Selection tools ...........cccceoveeieeiecieeciecieceeeeeeeeee e 22
Using the TyPe tOO]........coouiiiiiiiiniiiiieeeeeee e 24
Using the object-creation tools ..........cccceceeciieciiccieciecieceeeeees 25
Using the navigation toolS.........cccceeverieriereeciieieeececeeeee e 26
Working with Panels, Docks, and Workspaces..........cccccceecverieneenenciennnnnne 28
Working with panels........ccocooeeviriiniinii e 28
Working with dOcCKS.........occuviiiiieiieeeee e 31
Working with WOTKSPaCeS .......ccccovieriiriiniiiiiieeeeececeeeeeeeeee 31

SUrveying the MENUS ........cccccieciieieeienierieestesieete ettt ste e sveesaeeaeesae e 32



InDesign CS3 For Dummies

Chapter 2: Making It Work YourWay ............................ 35
Setting Document Preferences ..........cccooveveevieeieeciinieneeneeseeeeeeeeeeeees 36
TYPE PYEfEreNCES .....cueiiieiieieeieeieeteeteeee ettt 36
Composition Preferences .........c.ccocvveceieecieeiii et evee e 40
Measurement PreferencCes..........ccoovievuireceeerieecieereeeecreeeeeeeaeeeeee e 41
Document defaults .........cccceeceevieiiinienieceeece e 44
Modifying Defaults for Text and Objects.........cccceevvevvecieevieciiecieecieeieeenne, 45
Text defaults.......cccccueriiiieiieiecieeeceeeeee e 46
Object defaults.......ccocevieriirieiieitceceee et 46
Modifying Defaults for VIEWS ........ccccoovivieriiniiiniinicnececeseeeeseeeee 47
Adding Default Colors and Styles...........ccceeeevieecieeciieciecieeeeeeceee s 48

Part II: Document Essentials .............cccceeeeeeeeeeeeeeeeeeeeeec b9

Chapter 3: Opening and Saving YourWork ....................... 51
Setting Up a New Publication ...........cccccevveeievieninicicieeeeeeseee e 51
Opening dOCUMENTS .......cccoeriririenieinieieenetee ettt 54

Saving dOCUMENLS .......ccceruirieirierieinenieenereeeet ettt seeeenens 59

Exporting document content........c..cceceververiiennienienieeneeneeneeeneee 60
Recovering from DiSaster..........cocoeririiiiinieiinineneeceeeee e 63
Chapter 4: Discovering How PagesWork . ....................... 65
Understanding the Pages Panel............cccccooveveeiieiincienicnececeeeeeeeeee 65
AddING PAZES.....eoieeeiiiiiiieieitece ettt et ettt ebees 66

SeleCtiNg PAZES ...cevvereiiiieiieieeieete ettt ettt e 68

COPYING PAZES.c.uviruiiriiiriiiriteniieniteitesieestestestestestesatesseesseesseessesssesnsenns 68

Deleting PAZES......ccccveeeiieeiieeeeeeeeste ettt e e e et e e s e e aeeenaeeas 69

Moving pages within documents.........c..ccoceevieriiniininiinienneneneee 69

Moving pages among dOCUMENTS...........cceeruieeriernieeniieesieeeeieessieeenne 70

Starting documents on a left page ..........cccceecvvevierciencieniienieeeees 70

Working with Page NUMDErS.......ccccoociiviiniiiiiiieiinenieececieceee e 71
Dividing a document into SECtiONS .........ccccevvvervieriieniinienieiecieniee 72

Removing a section start...........cccceecveeeiieicieeciiee e, 74
Navigating Documents and Pages........ccc.cocceeveeviiniiniiniincnieneneeeeeeee 74
Navigating with the Pages panel ..........cccocceeeiieciieiieecienienieecieeies 75
Navigating with the menus and shortcuts ..........ccccccoeiiiiniiiniinnnnn. 75

Using the Navigator panel.........c.cccocvevieviiveniiinnieniierieneereeeeeeiens 76

Adjusting Page Layouts and ObjJects ........ccoceeveriiiriiiniienienienieeeieeieeiene 76
Chapter5:Layersandlayers.................ccoviiiiiiinnnn. 19
What Layers Can Do fOr YOU.......coccevciiniiniiniiiiiiniecieeteeeteeeeeee e 79
Layer BaSICS ....cccciiieiiiiiecieeeteeee ettt et ee et e e ae et e e e enreean 80
Working wWith Layers .....cc.coceiiiiiiiiienieteeeeeee ettt 82
Creating @ LaAYEeY .......ccceeieeiecieiieceeeee ettt ee e aeesaeesaeeae e 82

CUStOMIZING LAYETS ....eecuiieiiiieiieieeieeieete ettt esee et saeeae e 82



Table of Contents

Working with Objects on Layers .......ccccooeevirveiiiiniieniienieneeneeeeieeeeeeene 84
The aCtIiVE JAYET ...cveeeiiieieeece e 84
Selecting objects ON laAYers .........ccccceevieeeeceeciiecieeeceeeeeceee e 85
Placing objects On 1ayers.......cccccccveeieeienieseniieeieeieeeeceeseesie e 85
Moving objects to different layers ..........ccccevvevvierieniinieneenenieniene 86

Manipulating Entire Layers.........cccoccevveriieniieniienienienececiesieeieeeesee e 86
Selecting laYers.......coiiviiiiiieiieetetetee et 86
Rearranging layers .........ccocevevieieiienerieeeeeeeeeee e 87
Combining [AYETS......ccciiviiriiriirieieeteeeseetee e 87
Deleting IaYErS .....cccveeeiiieiiieiecieeie ettt ereete et e e e e et saeesaeeee e 88

Chapter 6: The Joysof Reuse ................ccoviviiiiiinnnn. 89

Building and Using Templates ..........cccccoevverienieriiiniienieneeneeeeieeeeeee e 89
Creating templates .........cocceveerieriiineeneeieeeceeeeseee e 90
Modifying templates .........ccoceerieriiniriinienieeeeeeeee e 90
Creating documents from templates ..........ccccoeceeviienenninnennensenneenne 91

Building and Using Master Pages...........ccocevevinenenincienieieseseeeeeeeeeene 91
Creating a new master PAZE.......cccecvevueruerieniineeiieieiene e 92
Importing a MaSter PAZE .....c.cccvevieiieriiieecee et 94
Deleting a MAasSter PALE .....c.ccevveeveeeeeieieniereceeeeeetesresse e sre e eseeseenees 95
Applying a master page to document Pages.......c.cccecvevveervereeneennnen. 95
Changing master items on document pages.........cccceveevvervuervueneenne 96

Building and Using Libraries ..........ccccocevevenenineneneeeesese e 97
Creating @ library......ccccooeverieinieeeeesee e 97
Putting items into a library .........cccccevvienieiiniieciecceceeceeeeeee e 99
Copying library items onto document pages ..........ccocceevveeruervennen. 101
Managing library panels..........ccoceeververnieniiiniieniieneeneeeeeeseeeee e 102

Chapter 7: Working with Color ................... ... ... ..., 103

Working wWith ColOrs ........cociiviiiiiiieniiitcceee s 103
Creating color sSWatChes ........ccccoceriieiniiiniinccceeee e, 103
Creating mixXed COLOTS......c.cecvririiiiirieeeeeeee e 107

Defining TiNtS....cccveiieiieiieieeie ettt et ete st e re e beesbeesbeesaeeaeennens 109

Working with Gradients...........cccceeeueevieriienienienecece e 110
Creating gradient swatChes..........coceevevviiriiiniiniiinicceccceeee, 110
Understanding the Gradient panel..........ccccoccovvirvieniieninninnenneennen. 112

Managing SWatChes.........cocuoviiviiiiiiiiieeeeee e 113
Editing SWatChes.......c.cooviiirieeeee e 113
Copying SWatChes .......cooiviieiiiiee e 114
Deleting SWatChes ........ccoocvieviieciiiiiceeceeeee e 114
Importing SWatChes.........ocvevievieriiinieneeecee e 116
ExXporting SWatChes.........occivveviiniiiniiniecceeeteeeeee e 116

ApPIying SWatChes .......c.cociiiiiiiiiieccc e 116

xi



X'ii InDesign CS3 For Dummies

Part I1I: Object Essentials ..............cccoueeeceeeiaeeeaceeeaaccs 119

Chapter 8: Creating Essential Elements ........................ 121
Creating Frames and Shapes ........ccccecevvieriienienieneeneesieee et 121
Reshaping Frames and Shapes.........cccccovvevieiieniienienieneeeeeeeeieeeesenn 123
Creating Lines and Paths...........coccoviiiiiniiiniiniiccceeeeeeee 124

Drawing a straight line..........ccocceeviniiniininiineeeceeeceeeen 124
Understanding paths ..o, 126
Drawing your own pPaths ........cccccevienieniecieicececeeeeeee e 127
ADPLYING STIOKES ......ooeiiiiiiieieeeeeeeete ettt 131
Setting stroke apPearancCe.........c.ccoceeveereecieeiiinnienieneeneene e 132
Creating Stroke Styles .......ccocoviviiininieniiieieceeetccceee e 134

Chapter 9: Manipulating Objects .............................. 137
Selecting ODJECES.....civiirieiiiiieiietetee ettt 137
Resizing and Scaling ObjJects .......ccoieviiiiineniienienieteeeceeeeeeee e 140

ReSIZING ODJECES ..ottt 141
SCAliNG ODJECES ...vvieveiieiieieeteeteee ettt e 141
MOVING ODJECES...uiiuiieiiiciiiciiecieeeeete ettt sttt teebe b eaeeanesaee s 142
Deleting ODJECES .....uiviiriieiieiieieetestet ettt ae s 142
Preventing Objects from Printing ........ccccooevveviiniiniiniiniieeeieeieee 143
Transforming ODJECES......cceevvirviiriirieeeteeee ettt 143
RoOtating ODJECS...c.covuiiiiiieeieeette s 144
Shearing ODJECES .....cecuiiiiieiieieeieete ettt 145
FIIDPING ODJECES ..ooeviiieiieieeiececectes ettt 146
Repeating transformations...........ccocevvveveevierniinniencieniencenceseeeeen 146
Replacing Object Attributes .........ccoceevieviiineriienienieneeeeeee e 147
Making FanCy COYNErS ........cociivirviiriiiiienieeteetestesteiee ettt 149
Using Transparency and Lighting Effects ...........ccccooveveninininiineninenne 150
Basic tranSParenCy........ccoccevrieeniienieeeieeete ettt 150
Using drop shadows and inner shadows ...........cceeceevviiiniinniennen. 152
Using feathering and other lighting effects...........ccooevveveciennnnnnen. 153

Chapter 10: Organizing Objects .................ccoivvinninnt.. 155
Combining Objects into @ GroUpP..........ccceeeeeeeeeveerierieneeeeeeeeeeee e seseens 155
LOCKING ODJECES ...uivieeieeieieieieseeee ettt sae sttt seeeneas 156
Working with Object Styles.........cceeieiieiieneeeeeeeeee e 157

Creating object StYles .....coivivieiieiiie e 157
Managing object StYleS ......cccevieiieiieeeieeieceeee e 160
ApPlying object StYIES ....ccoveiiieciiiiieeceeee e 161
Managing object StYles ......cccvvivviirieiieiiceceeeee e 162

Managing LINKS........coceriiiiiniinieieeeiesteeesteste ettt 163



Table of Contents

Chapter 11: Aligning and Arranging Objects .................... 167
Precise Positioning with Coordinates ..........cccecevvveriinienenninnieeeiee 167
Lining Up Objects with Guidelines and Grids.........c.cccoceevervierviervencvennnnne 168

Using ruler UIAES .........ccocuevvierieniieniienieeieeieeie sttt 169
Working with column guides...........cccocovieeiieecinecieeeeeee s 172
Using document grids........cocceeceereirieniineniinienieeeeceeneeseeeeeee e 172
Using baseline grids .........ccceceevueriiinienieneeceeieeieeeeeee e 174
Aligning Objects to Each Other..........cccoovviiieieviciceeeeeeeeeee 175
Stacking ODJECES...cc.uiviiriiiieiieieetertce ettt 177
Creating Inline and Anchored Frames.........ccccoceviininnenniniinniensienienene 178
Working with inline frames ...........cccccevieeiiieciiccieeceee e 179
Working with anchored frames.............cccooevinininininieneereeee 181

Part JU: Text ESSENEIALS ........eeeeenneeeeeeeeeeeennaeaeeeeeeeenenas 187

Chapter 12: Putting Words onthePage ......................... 189
Working with Text Frames .........ccoceeciiviiniiniiniiiinieecece e 189
Creating master text frames..........cccceceeeeeeciiecieeciecieceeeee e, 190
Creating individual text frames ...........ccccecevevereniinienneeereeeee 191
Making changes to text frames.........ccceceevieecienceecceeneeneeceeeeeeeee, 192
IMPOTHING TEXE ..ccviiiiiiiiieiieieeieeeeteeeee ettt et e e saeeae e 193
Import options for Microsoft Word and RTF files ...........ccccc.c.ce. 194
Import options for Microsoft Excel files...........ccccccovveeiienrinnnnnnnnen. 197
Pasting text into an InDesign document.............ccccceeeviervieennnenneen. 198
Dragging and dropping teXt ......c..ccecevieververrinnieneeneeneeneeseeeeeees 199
Threading Text Frames...........cccceecieeierienienieieciecie et seese e esve v ne s 200
Threading frames manually ..........ccccoecveviieiiriinnenienieeeeeeee e, 201
Threading frames with the semi-autoflow method........................ 202
Threading frames and automatically adding pages.........c.ccc........ 203
Breaking and rerouting threads..........c.ccccoeveeiieiieeciiicieeeeee, 203
Working with COIUMNS .........ccooiriiiiieiieee e 204
Specifying columns in master frames...........cccccceevveeveerienienieenenen. 204
Changing columns in text frames..........cccoccevvverveenveenieneeneereeieenen, 205
Wrapping Text around ODJECES ......ccceviirieniineeiiiniecieceeeee e 205
The Text Wrap panel........ccccceeeiieeieieiieeeeeee e 206
Setting text-wrap preferences...........cceeeeevveciieciecciecciesieceeeeeeee, 209
Chapter 13: The Ins and Outs of Text Editing .................... 211
EditiNg TEXE . .coviiiieieieireee ettt ettt 211
Controlling teXt VIEW .......cceeiiiiieierieeeecete ettt 212
Navigating through teXt........ccccceeviiriiniienieiecceeececeeeee e 212
Highlighting teXt ......ccceeviiiiiieiieiecicceececeee e 212
Undoing text €dits ......ccccvevuerrieriieriiinieniereccee et 213

Using the Story EQitOr .......cooeviiiiiniiiiicicteeeeeee, 213

XI



Xi(/ InDesign CS3 For Dummies

Searching and Replacing TeXt .......ccccooceevirniriienieniienieneeeeieeeeeeeeeeene 214
RepIaCing tEXE ...ooveeiiiieiieeeee e 215
Replacing formatting..........cccceeceeciinienienieciecceeeeeeee e 217
Changing special characters.........cccoceeviieciincienceenceeceeeeeeeeeee, 218
Working with saved queries..........ccccoecievienienienenieniecieeeeseeeee 218

ChecKing SPelling ........cccevieriiniiiinieiieeeeesteste et 219
Checking spelling as yoU type ......ccccocceevieriiriienieeneeeeeeeeeeeeeeae 219
Correcting mistakes on the fly.........ccocoovieoieiiiiinininieeeeee 219
Using the Check Spelling dialog boX..........cccceeevenininiennienieninenene 220
Changing the spelling and hyphenation dictionaries.................... 221

Chapter 14: The Stylesof Text ................ccovviiiiiinin... 225

Creating STYIES.....cccuieiiiiecieceeeeeeee ettt ettt e eebesae e 226

Managing StYIES.......cccviriiriirieeeeee ettt et ae e 230
UpPdating StYLES ....ccueevuiiiiiiiiiieeiectesteteeee ettt 230
Sharing styles with others.........cccccoceviiviiiiniiinnieeee, 231
USING StYIE GrOUPS ......eeivieiieiieieciectteetee et 232
Other management OPtiONS .........cccoceveririeiiireneneeeeeeeee e 232

ADPPLYING STYIES ...ttt 233
Paragraph particulars........ccccecceecienienieneeniieienieceeseceeeee e 233
Character characteristiCs........coceeevenenerierieneninineneceecenenee 234

Chapter 15: Fine-Tuning Paragraph Details ..................... 235

Applying Paragraph FOrmats..........ccocceeevivenieciecienieniese e 235

Specifying Alignment and Indents..........c.cooceevviiniiniiienienieniienieneeeeeen 237
Controlling alignment ...........cccooererirerieieeiereee e 237
Adjusting indent CONtrolS.........ccecuiiieeienieiieeeeee e 238
Inserting space between paragraphs..........cccceeeevverceeneeneeneeneennnn. 239
Controlling space between lines .........ccccecvevvienienieneeneeneeneeienne 239
Controlling where paragraphs break..........ccccocevvviniininncnnenniennen. 240

AddIing Drop Caps ....ccoceevueeriiriiiiieienteetesiteseesie ettt sttt sse e 241

Controlling Hyphenation and Justification...........ccccceeeeeeeeciiecieccieciennnnn, 242
Manual hyphenation ..........ccccceerieiiecieiiicieceeeeceee e 243
Automatic hyphenation..........cccecieiienieniiinienicececcceceeeeee 243
Controlling justification ............cceceeiieeieieeereeeeeeeee e 245
COmMPOSING tEXE...ccviriiiriirieiieiteeeeee ettt 246

Ruling Your Paragraphs.........ccccoeeviiniininninienienecteeceeieeeeieeee e 247

Chapter 16: Finessing Character Details ........................ 249

Specifying Character FOrmats .........coccovveviiiiniiniinieniencceeeeieeeeeene 249

Modifying Font, Type Style, and Size.........ccccocevevieneniniineeeeereeeeene 251
Changing font family and font style ..........ccccoooiininniniiiinieene 252
Changing tyPe SIZE ....ccoceeveeeeieieieeececeeeee e 253

Using Other Character Formats .........ccooeevvevinciinciiniiiniencceeeeieeeeene 253
Horizontal and Vertical Scale options ..........c.ccccoeeveeeeveeneenieenenen. 255

Baseline Shift..........ccoooviiiiiiiieieiceee e 255



Table of Contents

Skew (falS€ ItaliC) ...vecvevereirerieeieieee e 256
Capitalization OPtionS .......cccecoieiieviiecieiececee e 257
Superscript and SUDSCYIPL .......cocvevierininiieeeeeee 257
Underline and Strikethrough ..........ccooveeeieiicininececceeeee, 258
LIGATUIES ...cuveviiieeeeiecieteete ettt te et e e e saesaesveeseeaaessessansessesneas 258
Turning off hyphenation and other breaks.........c.ccccoccovceneninennene. 259
Controlling Space between Characters and Lines.........c.cccoccovvievvieneennen. 260
KEININEG.....oiiiiiiiiieeeeee ettt 260
TIACKITIG ...veeivieiecieceeetee ettt ettt te e te et e et e e s ba e beeaeenaaennas 261
LEAAINE «.vvieiieiieiieeeeeeee ettt ettt ettt s ae bt 261
Chapter 17: Tricks with Text ..................cciiiiiiin.t. 263
Using Bulleted and Numbered Lists ........cccceeeeiierienienieneeeeeeieeeeeene 263
Labeling Paragraphs ........cccociviiiienieniciecieciectecee et 266
Adding Special Type Treatments ..........ccoceeveeverriinsieniieniienieneeeeneeeeees 267
Reversing type out of its background.........c..ccocevvieniininninnennennen. 267
Creating sidebars and pull-QUOtES ............cceceveeeerierienieeceeeeeeee, 269
Formatting fractions ..........cccceeeeeiiiiieniecececceeeceee e 269
Optical margin alignment ...........cccoeveeveerieiriinienieeeeeeeeeee e 272
Custom underline and strikethrough options ..........ccccoevvueennenen. 273
Converting Text into Shapes.........ccccevviriiiriieniienieneeeeeeee e 274
Making Text Follow a Path ........ccccoovieiiiinieecceeceeee e 275

Part U: Graphics Essentials ............cccceeeeeeeeeecccacaaaaaaaa 277

Chapter 18: Importing Graphics .....................c.coovnnt.. 2719
Preparing Graphics Files ........cccvviiriiriiiiiniciicieciecteeceeeeeeee e 279
Importing and Placing GraphicCs.........ccocvvvvirvieniiiniienienieneeieeieeieeeeeens 281
Specifying Import OPtions ..........ccceeeevieiiiieniienieneenteceeee e 284

Import options for bitmap graphics .........ccccceeeverininceieceeeee 284
Import options for vector file formats..........ccccceevveecienciineeneenennen. 286
Import options for placed InDesign files..........ccccceecierirrieniennnnnen. 288
Working with image 1ayers .........ccccoecveeienvienienienicieciececeeseeeee 288
Using Other Ways to Import Graphics ........ccccecevvienieneenennennenieneennne 289

Chapter 19: Fitting Graphics and Setting Paths .................. 291
Cropping and Repositioning .........c.ccovevvierienienienieneenecciesiesieeeeseeseens 291
Figuring out the Fitting Commands .........cccccecevvieriiiniiiniiniinenierieeieee 292
Working with Graphics in Irregular Shapes ..........cccocevvivirinvenenenene. 294

Using a graphic’s own clipping path.......c..cccooenininninniiininnen. 295

Creating a clipping path in InDesign .........ccccccevvvevienienieneeneeienen. 296

xv



X(/i InDesign CS3 For Dummies

Part Ul: Getting Down to Business ............cccceeeeeeeiena. 301

Chapter 20: Working with Tabs and Tables ..................... 303
SEtHING TaADS...ccuvieiiiieieeeece ettt ettt e a e ens 303
Setting Up TabIES......cooveieieiiceeeeeeeeeeeee ettt sae e 305

Adjusting tables ........cccoviiriiiiiiii e 307
Formatting tables ..........cccuiieiieeiiieeeeee e 308
Using table and cell styles........ccoccoviiniiviniiniineeeeeeeeeeen 311
Modifying and managing table and cell styles............ccccceeueenennen. 312
Converting Tabs to Tables (and Back) ........ccccoevvevienieneeninciinieeieeeeeene 313

Chapter 21: Working with Footnotes, Indexes, and TOCs ......... 315
Adding FOOtNOLES ......cceeeiieiieiieicececteteeeece e 315
Creating INAEXES ......ccviviiiiiieeeieeeeeetee ettt st besne s 318

Choosing an indexing Style .........coocevverviiriiniiinieniceceeeeeee e 318
Inside the Index panel..........ccceecvieeiieeciieecieee e, 319
Adding index items via the Index panel ..........ccccoccevviniinnnnnnns 320
Polishing and generating the indeX..........cccccoeeviievieevienieneeneeienee. 321
Creating Tables of CONtents........cccoceeciiriieniiercieniereeeee e 323

Chapter 22: Working with Automated Text ...................... 327
Automatic Page NUMDETS ........cccoecieriiiiiiieieieciececeeeeese et 327
Using Section Markers..........ccecveeierieneeneenienieeie et steseesieesieesieessessesanens 328
Using Text Variables .........cccoccvviiriiriiniiiiieieciecectesteseeeeie e 329

Creating text variables...........ccccoovevieiieciiciceeeeeeeeee e 329
Editing and managing text variables...........ccccovervieniiininninnennennee. 331
Inserting text variables.........ccccceeviiiienieneeciecceeeceeee e 332
USING HYPETTINKS .....ooiiiiieiiciicieetecce ettt ne s 332
Creating hyperlinks ........ccccooveriiniinieenienieniecieeeesceeee e 332
Modifying and deleting hyperlinks.........ccccccocevviiniiniininnenneniennen. 336

Chapter 23: Publishing Books ......................coooinat. 339

BOOK BASICS....eooviiiiiiiiieieicereseetetcee et 339
Creating a NEW DOOK.......ccceiiiiiieiiieiecieciecre e 340
Opening and closing a booK...........cccocevieiiiiiininieeee e 340
Adding chapters to BOOKS ..........ccccoevveeienieniesieeceeeeeee e 340

Working on Chapters ........ccccecieiiieiieniienieceeseeeeieete et 341
Finding out about chapter status.........cccceccevvirvieriiencienienieeeeee, 342
Taking advantage of style SOUICeS ..........ccccevvervierieneeneeneenieeiene, 342
Synchronizing formatting.............ccceevvevreeeieceneneseeeeeeeee 342

Printing Chapters and BOOKS...........cccooevevininieieeeeeeeeeeee e 344

Working with Sections in Chapters..........ccooeeieviieciiecicieceeeeeeeeee, 344
Numbering pages consecutively .........ccccceceevirveriienieeneeneeneeieene. 345
Numbering pages with sections ..........ccececevviriercieniienienieeeeee, 345

Setting chapter NUMDETS .......ccccoociiviiniiniiiineeeeeeeee e 345



Table of Contents X(/ii

Part VIl: Printing and Output Essentials .....................347

Chapter 24: Setting UpforQutput .......................c.on.t. 349
Checking Your Document before Printing ..........cccceevveveevenciinciienienceennnne 349
Setting Up BOOKIELS........cc.ccvieiiiieiieicieeeeee ettt 353

Chapter 25: Printing and Other Output Techniques ............... 357
Calibrating CoOlOT ........ccvevieviiriiciieieeeieeee ettt a s sae e erens 357

Ensuring consistent ColOr .........cccooivviiniiiiniinnienieeeeeeeeeeen 358
Saving color management preferences............cccceevvevrcvrciecienenennen. 359
Changing document color Settings ...........ccccoevevevererrcenienienerenene 360
Calibrating OUtPUL ......cccecierieiieieeee e 360
Choosing Print OPtionS ........ccocieviieiiiriiiiieeiecieceeseee et 360
CommMmON OPLIONS ....ocuviiieiieiieieeeeeee ettt eaees 361
The General PANE ...........cccieiiieeiieeee e e 362
The SEtUP PANE....c.oouieiieieeteeeecee ettt sae e 363
The Marks and Bleed pane...........ccoceeeeveriiinniinniennienecneeneeeeeeee, 364
The OULPUL PANE .....cveiiieiieiecieciecee et sae e e 365
The GraphiCs PAn€.........cccceevieevieeiienienieneeeeie et 366
The Color Management Pane...........coceeveevierciirnienieenieeneeneeneensennnes 367
The Advanced PAnEe .........c.cocveeeiieeiieeiieeee e 367
The SUMMATY PANE .....ccveeovieiieieeiecieeeese ettt re e sreesreeveeseeanes 367
Creating a Document Package.........ccccceveviririeiienienieneeeeeeeeee e 367
EXpOrting PDF Files.......ccccoiiiiiiiiiieeieeceeeceee ettt 369
CommMON OPLIONS ....ocuvieieiieiieieee ettt ve e e ae e 370
The General Pane ...........coceevieeieriiinienieneeeee et eaees 371
The COmMPression PANE...........ccccvieeieeeiieeiie et e e re e 373
Marks and Bleed pane ...........cccoeeeieeiiieciiecieeeeeee e 373
The OUtPUL PANE .....oeiiiiiieiieeeeeee et 374
The Advanced PANE .........ccccceecveeieeienieneeie e sae e 374
SECUTILY PAIE ...ovvieieiieiieieeecte ettt et saeeaeeneas 374
The SUMMATY PANE .....ccevviiiieriirieeientereee ettt seeeaeeaees 376
Exporting to the Web........c.oooiiiiiniiteeeee e 376

Part UlIl: The Part of Tens .........cccceeceeceeeieecareeseeeacn 379

Chapter 26: Top Ten New Features in InDesign CS3 .............. 381
Interface Changes........cccceeciieiieiieieceeeeeeee ettt 381
Collapsing PANELS .......ccceviiriiiiiieeeeeeee e 381

Page PYEVIEWS .....eiiiiiiiiicieceeeetestet ettt 382

Faster tool SWitChing........c.cocceevieriiiniiniiniiiceeeee, 382

Working with Layout Elements..........cccccoooieviiiiniinniniinineececeeeeee, 383
Master-page imMPOTt........ccceeieiieiienieerieeie et seesaeeae e 383

Object-level SEarch.........cccceeieviiiienieiecieeecee e 383



X’(/'iii InDesign CS3 For Dummies

Reusable saved search queries ..........c.ccocoveecieevieecieccieeeeeeee, 384
Lighting effects ......cooeririreeee e 384
Multiple file placement ...........cccecvvereevieeiiieciecieeeeceee e 384

Text CONIOLS ..ot ettt 385
Text Variables.......cccooeiiiriiiiieee e 385

StYLE GrOUPS.....viiiiiiiriieteteteee ettt sttt ettt 386
Chapter 27: Top Ten (Or So) Resources for InDesign Users ......... 387
WED SIEES ...ttt st 387
INDesignCentral ..........cocceiviiiiiniieniinieteeeeee et 387

The Adobe Web SIte .......cccccvivieririnieinircenccereeerceeeeeeeeeae 388
INDesign USer GrOUP .......ccoceeveeuiiienieienieneeiietete ettt 389

L0 T 10 7457 o) ¢ o ORI 389
Magazine RESOUICES .......ccceevienuieciieiiiiieieetecteetese ettt aeevesae e 390
InDesign Magazine..........ccoceevieriieriienienienieeieeie sttt sae e eaees 390
Layers Magazine .........cccceevverrierienienienienieeie et ete st sie et saeeeesaees 390
Macworld MAGAZINE ........cceeeeieieierieeeeeeeetete ettt eeeene 390
Recommended BOOKS ..........cccoviruiriiiiiniiieineeeteeeeeeee e 390
Chapter 28: Top Ten Must-Knows for QuarkXPress Refugees ..... 393
Opening Those Old QuarkXPress Files ........c..ccccooeveiininininiieneeene 393
Paying Attention to Selection Tool Differences...........cccccceevierviievienvennnnne 393
Using Keyboard Shortcuts for TOOIS .......cccceeeeeviirieniinieneeieecieeieeienene 394
Thinking Panels, Not Dialog BOXES ..........ccccecveiriecienieneneeieeeieiene e 395
Using Familiar Measurements ..........ccccoceevervieniienienieneenensieesieeseeseenaeens 395
Knowing Differences in Documents............cocceccevierieneneniniennceieeresenne 395
Working with Objects, Not [tems .........ccccceeeieviieciieiicieceeeee e, 395
Approaching Text from a New Perspective .........cccceeevcvevcienieninneenenen. 396
Starting with the Direct Selection Tool for Graphics........ccccecevvvervennne 396
Paying Close Attention When Printing ........cccccoccovviinviiniininninninnienienene 396
Chapter 29: Top Ten Must-Knows for PageMaker Orphans .. ...... 397
Open Those Old PageMaker Files ........c.cccocerciiniininninninniniinieeieneenens 397
You Now Have Three Selection Tools..........cc.ocevevievininennnnncnenenee. 398
Switching Your ShortCuts.........cceeeieierierenineeeeeeeeece e 398
Setting Aside Time to Set Preferences...........coccocevenenininininnenenenenne 399
Working with Objects, Not Elements..........c.ccccceevivciiiiieniieniineeeeeeenee, 399
Don’t Worry Much about Text Differences ..........ccccoecveeervinviencienceenceennen. 399
Don’t Worry Much about Graphics, Either .........cc.ccoccoviniiniiniinninnen. 399
A Different Way to Change Pages ..........ccoceevieviriiniiniiiniineeicceeeeee, 400
Creating Colors Is Different...........ccoceeeviniireeieneieeeeeseeceeee e 400
Using the Command Bar............cccooiriiiiiiiinininieeeeeeee e 400

Index.........coecaeaeeaceaceaceeecnecanecanennenanssneesnessaessneaaness 301



