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accessing
panels, 28
preference settings, 36
tools, 22
actions
redoing, 13
repeating, 146-147
undoing, 13, 213
activating document windows, 21
active layer, 84-85
adding
cells (tables), 308
items to a library, 99-100
pages, 66—68
rows (tables), 308
spreads, 67-68
text variables, 332
adjusting page layouts, 76-78
Adobe
[llustrator graphics file format, 280
Paragraph Composer, 246-247
PDF files, 16, 280, 286-287, 369-376

Photoshop graphics file format, 280

Single-Line Composer, 246

Swatch Exchange color library files, 116

Web site, 388-389

Adobe Creative Suite 3 Bible (Padova,

Murdock, and Halderman), 391
Adobe InDesign CS3 Bible (Gruman),
131, 391
agates, as measurement unit, 14, 43
Align panel, 175-176
alignment
objects, 175-176
optical margin alignment, 272
paragraphs, 237-238
strokes, 133
tables, 306
tabs, 304
text, 199

Index

Alspach, Ted, lllustrator CS3 For
Dummies, 131

anchor points (paths), 127-128
anchored frames, 178, 181-185
appearance of panels, 29
applying

color swatches, 116-117

fills, 131

lighting effects, 384

master pages, 95-96

object styles, 161-162

strikethroughs, 258

strokes, 131

styles, 231, 233-234, 251

underlines, 258
arranging

document windows, 21

layers, 87

panels, 30
arrow keys, customizing, 43-44
Assignments panel, 31
automated text, 327-328
automatic-recovery feature, 63

ol e

baseline, 39, 255

baseline grids, 169, 174-175
baseline shift, 255-256
bevel effect, 154

Bézier curves, 10, 128-131
bitmap graphics, 280, 284-285
bleed area, 53

bleeds, 364-365

blending modes, 151-152
blends, 110-113

BMP graphics, 280, 284
boldface text, 266

booklets, 353-355

books, 339-346

bulleted lists, 263-266
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calibrating colors, 357-360
capitalization options, 257
cell styles, 230-233, 311-313
Cell Styles panel, 31
cells (tables). See also tables
adding, 308
deleting, 308
fills, 309-311
formatting, 308-311
inserting, 308
selecting, 308
strokes, 310-311
centimeters, as measurement unit, 14, 43
changing
control point, 12
fonts, 252, 267
preference settings, 36
typefaces, 267
chapter, 341-344
Character panel, 249-251, 273
character styles
applying, 231, 233-234, 251
creating, 226-228, 251
deleting, 232-233
duplicating, 232
groups, 232
loading, 231-232
selecting, 233
sharing, 231-232
updating, 230
Character Styles panel, 226
characters
baseline, 39, 255
baseline shift, 255-256
capitalization options, 257
formatting, 249-262
hyphenation, 259
kerning, 39, 260-261
leading (line spacing), 261-262
ligatures, 258-259
scaling, 246, 255
skewing, 256
special characters, 218
strikethroughs, 258
subscript, 257-258
superscript, 257

tracking, 39, 261
underlines, 258

checking files before printing, 349-352

checking spelling, 219-224
choosing controls, 13-14

ciceros, as measurement unit, 14, 43

clearing
anchored frames, 185
tabs, 305
clipping paths, 295-299
closed paths, 126, 131
closing
document windows, 21
documents, 59-60
libraries, 102
library panels, 102
panels, 28
templates, 59-60
CMYK colors, 104, 106-107
collapsing panels, 29, 381-382
color models, 106
Color panel, 107
color swatches
Adobe Swatch Exchange, 116
applying, 116-117
copying, 114
creating, 103-107
deleting, 114-116
exporting, 116
gradients, 110-113
importing, 116
loading, 116
mixed-ink colors, 107-108
modifying, 113-114
tints, 109-110
colors
calibrating, 357-360
CMYK colors, 104, 106-107
default settings, 48
gradients, 110-113
Lab colors, 106
layers, 83
mixed-ink colors, 107-108
naming, 104-105
Pantone colors, 104, 106-107
predefined colors, 103-104
preference settings, 48, 359-360
process colors, 104-105
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RGB colors, 104, 106

sampling, 115

spot colors, 104-105, 281

strokes, 133-134

tables, 309

tints, 109-110

Toyo colors, 104

unnamed colors, 107
column guides, 169, 172
columns (tables). See also tables

deleting, 307

fills, 309-310

selecting, 307-308

specifying number of, 306-307

strokes, 309-310
columns (text), 19, 53, 93, 204-205
combining

layers, 87

library panels, 102
Command Toolbar panel, 30
composition preference settings, 40-41
contextual menus, 28
Control panel, 30, 167-168, 235-236, 250, 273
control point, 12, 141
controls

choosing, 13-14

dock controls, 31-32

global controls, 11-12

local controls, 11-12

page controls, 20

panel controls, 28-31
converting

frames to anchored frames, 184-185

tables to tabs, 313

tabs to tables, 313

text into shapes, 274-275
coordinates, 167-168
copying

color swatches, 114

library items, 101

links, 164

pages, 68-69

spreads, 68-69
corner options, 149-150
corner points (paths), 127, 129
corners of strokes, 133
creating. See also drawing

cell styles, 311-313

character styles, 226-228, 251

color swatches, 103-107

documents, 51-54

frames, 11-12, 121-123

guides, 19

hyperlinks, 332-336

layers, 82

libraries, 97-98

links, 163

master pages, 92-94

objects, 121-123

paragraph styles, 13, 226-228

presets, 45

sections, 72-74

shapes, 121-123

strokes, 134-135

table styles, 306, 311-313

tables, 305-307

templates, 90

text frames, 190-192

XML snippets, 99
Creativepro Web site, 389
cropping graphics, 291-292
curved lines (Bézier curves), 10, 128-131
customizing

arrow keys, 43-44

layers, 82-84

measurement units, 43

strikethroughs, 273

underlines, 273-274

o) e

dashed strokes, 132-133
Data Merge panel, 30
default layer (Layer 1), 80-81
default master page (A-Master), 91
default settings, 35, 44-48
deleting

anchored frames, 185

cells (tables), 308

color swatches, 114-116

columns (tables), 307

hyperlinks, 336-337

layers, 88

library items, 101

master pages, 95

objects, 142-143

objects from groups, 156

pages, 69
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deleting (continued)

rows (tables), 307-308

section starts, 74

spreads, 69

styles, 160-161, 232-233

tabs, 305
deselecting

objects, 140

text, 213
Digital Photography: Top 100 Simplified

Tips & Tricks (Georges), 391

Direct Selection tool, 23-24, 124-125, 140
direction line (paths), 127, 129
directional feathering, 154
disaster recovery, 63
discretionary hyphen, 243
display type. See type treatments
dock controls, 31-32
docking panels, 30
docks, 30-32
document grids, 169, 172-174
document windows

arranging, 21

closing, 21

guides, 19

opening, 20-21

page controls, 20

pages, 19

parts of, 16-17

pasteboard, 19

rulers, 18

tiling, 21

zero point, 18-21

Zoom field, 19-20
documents. See also pages; templates

automatic-recovery feature, 63

bleed area, 53

closing, 59-60

creating, 51-54

creating from templates, 91

default settings, 44

exporting document content, 60-62

facing pages, 52

master objects, 96-97

master pages, 91-96

opening, 51, 54-59

outputting, 16, 349-352, 360-369

packages, 16, 367

page numbers, 20, 52, 71-72

preference settings, 44

recovering, 63

saving, 59-60

sections, 72-74

slug area, 53

starting documents on a left page, 70-71
Version Cue feature, 55, 60

drag and drop, 199-200
dragging panels, 30
drawing

lines, 124-131
paths, 127-131

drop caps, 13, 241-242
drop shadows, 152-153
duplicating

object styles, 160
spreads, 69
styles, 160, 232

oF o

Edit menu, 33
editing. See also modifying

text, 211-213
text variables, 331-332

Effects panel, 150-152
Ellipse Frame tool, 26, 122
Ellipse tool, 121

embedding files in links, 165
emboss effect, 154

end points

paths, 127
strokes, 133

Enhanced Metafile graphics, 279, 281, 286
EPS files, 279-280, 282, 285-287, 289
Excel files, 197-198

expanding panels, 29

exporting

color swatches, 116
document content, 60-62
PDF files, 369-376
XHTML, 376-378

Exposé program, 15
Eyedropper tool, 21, 115

ofF e

facing pages, 52
false italic, 256
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feathering, 153-154
File menu, 33
files. See documents
fills
applying, 131
cells (tables), 309-311
columns (tables), 309-310
paths, 126
rows (tables), 309-310
tables, 309
finding. See searching
fitting graphics into frames, 292-294
flattening layers, 87
flipping objects, 146
floating palettes, 29
folded booklets, 353-355
fonts
changing, 252, 267
defined, 251
font families, 251
font size, 253, 267
font styles, 252
missing fonts, 217
footnotes, 315-317
formatting
cells, 308-311
characters, 249-262
fractions, 269-271
labels, 266-267
paragraphs, 235-248
tables, 308-311
text formatting, 196-197, 217-218
fractions, 269-271
frame tools, 26
frame-based grids, 169
frame-based metaphor, 10-11
frames. See also objects
anchored frames, 178, 181-185
benefits of using, 10-11
Bézier curves, 10
creating, 11-12, 121-123
defined, 16, 121
difference between frames and shapes, 121
fitting graphics into frames, 292-294
inline frames, 178-180
reshaping, 123-124
text frames, 16, 122-123, 189-193, 200-204

Free Transform tool, 145
free-form (pasteboard) metaphor, 10-11

oG o

Georges, Gregory, Digital Photography: Top
100 Simplified Tips & Tricks, 391
GIF file format, 280-281, 284
global controls, 11-12
glow effects, 154
glyph scaling, 246
Glyphs panel, 270
go to link, 164
Gradient Feather tool, 113
gradient feathering, 154
Gradient panel, 112
Gradient tool, 112-113
gradients/graduated fills, 110-113
graphics
clipping paths, 295-299
cropping, 291-292
defined, 279
file formats, 279-281
fitting graphics into frames, 292-294
importing, 281-290
irregular shapes, 294-295
links, 281-283
masks, 292
paths, 126
placing, 281-283
raster graphics, 280
repositioning, 291-292
vector graphics, 279
grids, 168-169, 172-175
grouping
objects, 155-156
styles, 232, 386
Gruman, Galen
Adobe InDesign CS3 Bible, 131, 391
QuarkXPress to InDesign: Face to Face, 391
guides
column guides, 169, 172
creating, 19
defined, 19, 168-169
hiding, 84
layers, 84
locking, 84
margin guides, 169
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guides (continued)
moving, 19
nonprinting guides, 19
ruler guides, 169-172
showing, 84

o o

Halderman, Wendy, Adobe Creative Suite 3
Bible, 391
Hand tool, 27
hanging punctuation, 272
height of rows in tables, 310
Help menu, 34
hiding
guides, 84
layers, 83
panels, 31
rulers, 18
highlighting text, 212
hyperlinks, 332-337
hyphenation, 221-224, 242-245, 259

o]e

icon panels, 36
Hlustrator CS3 For Dummies (Alspach), 131
[llustrator graphics file format, 280
images. See graphics
importing
color swatches, 116
footnotes, 316
graphics, 280-290
InDesign files, 288
master pages, 94-95, 383
PageMaker documents, 58-59
PDF files, 286-287
QuarkXPress documents, 58-59
tables, 305
text, 193-200
inches, as measurement unit, 14, 43
InCopy add-on program, 36
indenting paragraphs, 238-239
InDesign files, importing, 288
InDesign Interchange file format, 62
InDesign Magazine, 390
InDesign menu, 33
InDesign user group, 389

InDesignCentral Web site, 3, 387-388
Index panel, 319-320
indexes, 318-322
inline frames, 178-180
inner glow, 154
inner shadows, 152-153
inserting. See also adding
cells (tables), 308
pages, 66—68
rows (tables), 308
spreads, 67-68
text variables, 332
irregular shapes, 294-295
italic text, 256, 266

° ] °
JPEG file format, 280, 283-284
justification, 242-243, 245-246

oK o

kerning, 39, 260-261
keyboard shortcuts, 15

o/ o

Lab colors, 106
label formatting, 266-267
layers
active layer, 84-85
arranging, 87
colors, 83
combining, 87
creating, 82
customizing, 82-84
default layer (Layer 1), 80-81
defined, 79
deleting, 88
flattening, 87
guides, 84
hiding, 83
locking, 83
merging, 87
moving objects to different layers, 86
naming, 83
placing objects on layers, 85
printing, 83
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rearranging, 87
selecting, 86
selecting objects on layers, 85
showing, 83
stacking order, 80-81
text wrap, 84
unlocking, 83
uses for, 80
Layers magazine, 390
Layers panel, 79, 81, 85
Layout menu, 33
layouts. See page layouts
leaders, 305
leading, 39, 239-240, 261-262
letter spacing, 246
libraries, 97-102
ligatures, 258-259
lighting effects
applying, 384
drop shadows, 152-153
feathering, 153-154
inner glow, 154
inner shadows, 152-153
outer glow, 154
line spacing, 39, 239-240, 260-262
Line tool, 25, 125-126
linear gradients, 110-112
lines
curved lines (Bézier curves), 10, 128-131
drawing, 124-131
straight lines, 124-126, 128, 131
zigzag lines, 128
links
copying, 164
creating, 163
defined, 16
embedding files, 165
go to link, 164
graphics, 281-283
information about, 165
modifying, 164
relinking links, 164
sorting, 165
unlinking links, 165
updating, 163-164
Links panel, 163-165
lists, 263-266

loading

color swatches, 116

object styles, 161

styles, 161, 231-232
local controls, 11-12
local override, 96-97
locking

guides, 84

layers, 83

objects, 156-157

zero point, 19

ol o

Mac OS X Exposé program, 15
Macworld magazine, 390
magazines, 390
margin guides, 169
margins
bleed area, 53
defined, 19
master pages, 93
optical margin alignment, 272
slug area, 53
specifying values, 53
Marker tool, 21, 115
marquee, 138
masks, 292
master objects, 96-97
master pages, 91-96, 383
master spreads, 94
master text frames, 190
measurement units, 14, 18, 41-43
menus, 28, 33-34
merging layers, 87
Microsoft Excel files, 197-198
Microsoft Word files, 194-197
millimeters, as measurement unit, 14, 43
missing fonts, 217
mistakes, undoing, 13, 213
mixed-ink colors, 107-108
modifying. See also editing
color swatches, 113-114
frames, 123-124
hyperlinks, 336
links, 164
object styles, 161
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modifying (continued)
objects, 123-124
paths, 126
shapes, 123-124
styles, 161
tables, 307-308
templates, 90-91
text frames, 192-193
moving
guides, 19
library panels, 102
objects, 142
objects to different layers, 86
pages, 69-70
panels, 30
spreads, 69-70
multiple file placement, 384-385

Murdock, Kelly L., Adobe Creative Suite 3

Bible, 391

o\ o

naming

colors, 104-105

layers, 83

templates, 90
navigating

pages, 20, 65-66, 74-76

text, 212
Navigator panel, 74, 76
nested styles, 228-230
new features, 381-386
nonprinting guides, 19
Normal View Mode button, 27
Notes menu, 33
Notes panel, 31
numbered lists, 263-266
numbering pages. See page numbers

o () o

Object menu, 33

object styles
applying, 161-162, 231, 233
creating, 157-160
deleting, 160-161, 232-233
duplicating, 160, 232
groups, 232

loading, 161, 231-232
modifying, 161
selecting, 161, 233
sharing, 231-232
sorting, 161
updating, 230
Object Styles panel, 157
objects. See also frames; lines; paths;
shapes
alignment, 175-176
control point, 12, 141
corner options, 149-150
creating, 121-123
default settings, 45-47
defined, 121
deleting, 142-143
deleting from groups, 156
deselecting, 140
feathering, 153-154
flipping, 146
grouping, 155-156
locking, 156-157
marquee, 138
master objects, 96-97
moving, 142
moving to different layers, 86
placing on layers, 85
positioning, 167-175
preference settings, 46-47
preventing objects from printing, 143
reference points, 12
replacing attributes of, 147-149
reshaping, 123-124
resizing, 140-141
rotating, 143-145
scaling, 140-142
searching, 383
selecting, 85, 137-140
shadows, 152-153
shearing (skewing), 143-146
stacking, 177
stacking order, 80-81, 177
text wrap, 205-209
transparency, 150-152
ungrouping, 156
unlocking, 157
online formats, 62
open paths, 126
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opening. See also importing
document windows, 20-21
documents, 51, 54-59
templates, 51, 54-57

optical margin alignment, 272

orphans, 240-241

outer glow, 154

outputting documents
packages, 16, 367-369
preflight, 349-352
print options, 360-367

opPe

packages, 16, 367-369
Padova, Ted, Adobe Creative Suite 3
Bible, 391
page controls, 20
page layouts
adjusting, 76-78
master pages, 91-96
page numbers
automatic page numbers, 327-328
books, 344-346
master pages, 93
options, 71-72, 74
PageMaker, 10, 58-59, 397-400
pages. See also spreads
adding, 66-68
copying, 68-69
defined, 19
deleting, 69
facing pages, 52
inserting, 66-68
master pages, 91-96
moving, 69-70
navigating, 20, 65-66, 74-76
numbering, 20, 52, 71-72, 74, 93
previewing, 382
selecting, 68
shuffling, 69
starting documents on a left page, 70-71
views, 75
Pages panel, 65-66, 74-75
panel controls, 28-31
panels, 176. See also panels by name
appearance of, 29
arranging, 30

closing, 28
collapsing, 29, 381-382
defined, 28
docking, 30
dragging, 30
expanding, 29
hiding, 31
icon panels, 36
library panels, 102
moving, 30
selecting, 30
showing, 31
workspaces, 31
Pantone colors, 104, 106-107
Paragraph Composer, 246-247
Paragraph panel, 235-237, 250
paragraph styles. See also styles
applying, 231, 233
creating, 13, 226-228
deleting, 232-233
duplicating, 232
groups, 232
loading, 231-232
nested styles, 228-230
selecting, 233
sharing, 231-232
updating, 230
Paragraph Styles panel, 226, 237
paragraphs. See also text
alignment, 237-238
bulleted lists, 263-266
drop caps, 13, 241-242
formatting, 235-248
hyphenation, 242-245
indenting, 238-239
justification, 242-243, 245-246
label formatting, 266-267
leading (line spacing), 39, 239-240,
261-262
numbered lists, 263-266
orphans, 240-241
rules, 247-248
spacing, 239
widows, 240-241
pasteboard
described, 19
free-form metaphor, 10-11
pasting text, 198-199
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paths. See also objects
anchor points, 127-128
Bézier curves, 10, 128-131
closed paths, 126, 131
corner points, 127, 129
defined, 126-127
direction line, 127, 129
drawing, 127-131
end points, 127
fills, 126
graphics, 126
modifying, 126
open paths, 126
segments, 127
smooth points, 127, 129
strokes, 126, 131
text, 126, 275-276
PCX file format, 280, 284
PDF files
defined, 16, 280
exporting, 369-376
importing, 286-287
Pen tool, 25, 128
Pencil tool, 128
Photoshop graphics file format, 280
picas, as measurement unit, 14, 43
PICT graphics, 279-281, 284, 287
pictures. See graphics
placing
defined, 16
graphics, 281-283
library items in documents, 101
multiple files, 384-385
objects on layers, 85
plug-ins, 16
PNG files, 280-281, 284, 286
points, as measurement unit, 14, 42
Polygon Frame tool, 26, 122
Polygon tool, 121
Position tool, 24
positioning objects, 167-175
predefined colors, 103-104
predefined object styles, 161
preference settings
accessing, 36
changing, 36
colors, 48, 359-360
composition, 40-41
defined, 35-36

documents, 44

management of, 36, 45

measurement units, 41-43

objects, 46-47

sharing, 36, 45

styles, 48

text, 46

text wrap, 41, 209

type, 36-39

views, 47-48
preflighting, 349-352
presets, 45
preventing objects from printing, 143
Preview Mode button, 27
previewing pages, 382
printing

chapters, 344

layers, 83

options, 360-367

preventing objects from printing, 143
process colors, 104-105
production formats, 62
publishing books, 339-346
publishing programs, 10-11
pull-quotes, 268
punctuation, hanging, 272

oQo

QuarkXPress
frame-based metaphor, 10
making the switch from QuarkXPress to
InDesign, 393-396
opening QuarkXPress documents, 58-59
transferring QuarkXPress files to
InDesign, 393
QuarkXPress to InDesign: Face to Face
(Gruman), 391
queries, 218, 384
Quick Apply panel, 30, 231
QuickTime movies, 281, 284

o R o

radial gradients, 110-112
raster graphics, 280, 284-285
rearranging layers, 87
recovering documents, 63
Rectangle Frame tool, 26, 122



Rectangle tool, 121
redoing actions, 13
reference points, 12
releasing anchored frames, 185
relinking links, 164
removing. See deleting
repeating
actions, 146-147
tabs, 305
replacing
object attributes, 147-149
special characters, 218
text, 214-216
text formatting, 217-218
repositioning graphics, 291-292
resetting tabs, 305
reshaping frames and shapes, 123-124
resizing objects, 140-141
retaining text formatting, 196-197
reversed type, 267-268
RGB colors, 104, 106
rotating objects, 143-145
rows (tables). See also tables
adding, 308
deleting, 307-308
fills, 309-310
height, 310
inserting, 308
selecting, 307-308
specifying number of, 306-307
strokes, 309-310
RTF files, 194-197
ruler guides, 169-172
rulers, 18-19, 42-43
rules, 247-248

oS e

sampling colors, 115
satin effect, 154
saving
documents, 59-60
queries, 218, 384
templates, 59-60, 90-91
scaling
characters, 246, 255
objects, 140-142
text, 267

Scitex CT files, 280-281, 284
searching
libraries, 100-101
objects, 383
saved queries, 218, 384
text, 214-216
section markers, 328
sections
creating, 72-74
defined, 72
deleting section starts, 74
page numbers, 74
segments of paths, 127
selecting
cells, 308
columns (tables), 307-308
layers, 86
object styles, 161
objects, 85, 137-140
pages, 68
panels, 30
rows (tables), 307-308
spreads, 68
stories, 212
styles, 161, 233
tables, 308
text, 212
Selection tool, 22-23, 124-125, 138, 140
setting tabs, 303-305
settings, default, 35, 44-48. See also
preference settings
shadows, 152-153
shapes. See also objects
converting text into shapes, 274-275
creating, 121-123
defined, 121
irregular shapes, 294-295
reshaping, 123-124
sharing
preference settings, 36, 45
styles, 231-232
shearing (skewing) objects, 143-146
shortcuts, 15
showing
guides, 84
layers, 83
panels, 31
shuffling pages, 69

Index 4 ’ ’
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sidebars, 268
Single-Line Composer, 246
sizes of type, 267
skewing

characters, 256

objects, 143-146
slug area, 53
small caps, 257, 267
smooth points (paths), 127, 129
snippets, 99
sorting

links, 165

styles, 161, 233
spacing

kerning, 39, 260-261

letter spacing, 246

line spacing, 39, 239-240, 260-261

paragraphs, 239

tracking, 39, 261

word spacing, 245
special characters, 218
spell check, 219-224
spot colors, 104-105, 281
spreads

adding, 67-68

copying, 68-69

defined, 19

deleting, 69

duplicating, 69

inserting, 67-68

master spreads, 94

moving, 69-70

selecting, 68

views, 75
stacking objects, 177
stacking order, 80-81, 177
stories. See text
Story Editor, 213-214
straight lines, 124-126, 128, 131
strikethroughs, 258, 273
Stroke panel, 132
stroke styles, 134-135, 230-233
strokes

alignment, 133

applying, 131

cells (tables), 310-311

colors, 133-134

columns (tables), 309-310

corners, 133
creating, 134-135
dashed, 132-133
defined, 16
end points, 133
paths, 126
rows (tables), 309-310
tables, 309-310
width, 132

styles
applying, 231, 233-234
cell styles, 311-313
character styles, 226-228, 251
default settings, 48
defined, 225
deleting, 160-161, 232-233
duplicating, 160, 232
font styles, 252
grouping, 232, 386
loading, 161, 231-232
modifying, 161
object styles, 157-162
paragraph styles, 13, 226-230
preference settings, 48
selecting, 161, 233
sharing, 231-232
sorting, 161, 233
stroke styles, 134-135, 230-233
table styles, 306, 311-313
updating, 230

subscript, 257

superscript, 257-258

Swatch Exchange color library files, 116

swatches. See color swatches
Swatches panel, 103-105
switching between tools, 382

oJ e

Table menu, 33
table styles, 231-233, 306, 311-313
Table Styles panel, 31
tables
alignment, 306
cell styles, 311-313
colors, 309
converting tables to tabs, 313
converting tabs to tables, 313
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creating, 305-307
deleting cells, rows, and columns,
307-308
fills, 309
footnotes, 316
formatting, 308-311
height of rows, 310
importing, 305
inserting cells and rows, 308
modifying, 307-308
selecting cells, rows, and columns,
307-308
selecting entire table, 307-308
specifying number of rows and
columns, 306
strokes, 309-310
text, 306
tables of contents, 323-326
tabs, 303-305, 313
Tabs panel, 303-305
tagging library items, 100
templates
booklets, 353
closing, 59-60
creating, 90
creating documents from templates, 91
defined, 89
master objects, 96-97
master pages, 90-96
modifying, 90-91
naming, 90
opening, 51, 54-57
saving, 59-60, 90-91
text. See also fonts; paragraphs; text
frames; text wrap; type; type
treatments
alignment, 199
automated text, 327-328
boldface, 266
capitalization options, 257
controls, 385-386
converting text into shapes, 274-275
default settings, 45-46
deselecting, 213
drag and drop, 199-200
editing, 211-213
highlighting, 212
hyphenation, 221-224

importing, 193-200
italics, 256, 266
navigating, 212
pasting, 198-199
paths, 126, 275-276
preference settings, 46
replacing, 214-216
scaling, 267
searching, 214-216
selecting, 212
small caps, 257, 267
special characters, 218
spell check, 219-224
stories, 212
Story Editor, 213-214
strikethroughs, 258
style groups, 386
subscript, 257-258
superscript, 257-258
tables, 306
typing, 199
underlines, 258
variables, 385-386
zooming in/out, 212
text columns, 19, 53, 93, 204-205
text formatting
replacing, 217-218
retaining, 196-197
text frames
creating, 122-123, 190-192
master text frames, 190
modifying, 192-193
threads, 16, 200-204
uses of, 189
text styles. See character styles; paragraph
styles
text variables, 329-332, 385-386
text wrap
anchored frames, 181
clipping paths, 295-299
layers, 84
objects, 205-209
preference settings, 41, 209
Text Wrap panel, 206-209, 295-296
threads, 16, 200-204
TIFF graphics, 280-281, 284-285, 287-288
tiling document windows, 21
tints, 109-110
Tool Tips, 21, 31
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tools. See also tools by name
accessing, 22
frame tools, 26
switching between tools, 382
Tools panel, 21-22, 30
Toyo colors, 104
tracking, 39, 261
transferring
PageMaker files to InDesign, 397
QuarkXPress files to InDesign, 393
Transform panel, 167-168
transparency, 150-152
type. See also text
paths, 126, 275-276
preference settings, 36-39
Type menu, 33-34
type size, 253, 267
Type tool, 24-25, 122-123, 211
type treatments
drop caps, 13, 241-242
fractions, 269-271
label formatting, 266-267
optical margin alignment, 272
pull-quotes, 268
reversed type, 267-268
sidebars, 268
typefaces. See fonts
typesetting problems, 40-41
typing, 199

olf o

underlines, 258, 266-267, 273-274
undoing actions, 13, 213
ungrouping objects, 156
unlinking links, 165
unlocking

layers, 83

objects, 157

zero point, 19
unnamed colors, 107
unnamed gradients, 112
updating

links, 163-164

styles, 230

oo

vector graphics, 279, 286-288
Version Cue feature, 55, 60
view buttons, 27
View menu, 34
views
default settings, 47-48
pages, 75
preference settings, 47-48
spreads, 75

o ([ o

warnings, 59

widows, 240-241

widths of strokes, 132

Window menu, 34

windows. See document windows

Windows Metafile graphics, 279, 281, 286

Word files, 194-197

word spacing, 245
word-processing formats, 62
workspaces, 31

wrapping text. See text wrap

o X o
XHTML, 376-378
XML snippets, 99

o/ o

zero point of rulers, 18-19
zigzag lines, 128

Zoom field, 19-20

Zoom pop-up menu, 19-20
Zoom tool, 27, 212



