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If a triangle appears in the lower corner of a toolbar
selection, there are more choices within that selection.
Click and hold for the other choices to appear.




Control Palette

The control palette will change depending on what
element is selected. This control palette is used when a
frame is selected.
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The area to the right will change depending if it is a
graphic frame or a text frame selected.
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File Menu

*Handles all the basic file
commands such as opening,
saving, printing, and exiting

Places documents and graphic
elements

«Sets up Document Setup and
Presets

Preflights and Packages for
external printing
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Edit Menu

*Basic edit commands
+Spell check and dictionary
* [ransparencies

*Color Settings

«Keyboard Shortcuts

Document Preferences
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Ruler Guides...
Create Guides..,
Layout Adjustment...

First Page
Previous Page Page Up
Next Page Page Down
Last Page
Next Spread  Alt+Page Down

Previous Spread  Alt+Page Up

Go Back Ctrl+Page Up
Go Forward  CtriH+Page Down

Numbering & Section Options...

Table of Contents...
Update Table of Contents
Table of Contents Styles...
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Type Menu

*Type commands

Styles
*Type paths

. Type Object Table View Window Help
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Find Font...
Change Case
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Object Menu

*Arrangement
*Grouping

Fitting

«Shadows and Effects
-Paths

Display Performance
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Transform »
Arrange »
Select »

Text Frame Options... CtrH+B
Fitting »
Content »

Drop Shadow. ..
Feather...
Corner Effects...

Interactive »
Compound Paths 4
Pathfinder »
Display Performance 4




Table View Window Help
Insert Table,., Alt+Shift+Ctri+T

T

Convert Table to Text...
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*Making Tables Select v |
*Converting to / from tables
-M0d|fy|ng tables Split Cell Horizontally
Split Cell Vertically
+Creating Footers and Convert Rows ,

Headers for tables

Go to Row...




View Menu

*\/iewing Options
*Frame Viewing
‘Rulers

*Guides

+Grids

) View Window Help

Overprint Preview  Alt+Shift+Ctrl+Y

Proof Setup

Zoom In Ctri+hum +
Zoom Out Ctri+Num -
Fit Page in Window Cr+0
Fit Spread in Window Alt+Ciri+0
Actual Size Ctri+1

Entire Pasteboard  Alt+Shift+Ctr+0
Display Performance

Structure
Hide Hyperlinks

Hide Master [terms

Show Text Threads AlHCrri+Y
Hide Frame Edges Ctri+H
Hide Rulers Chri+R
Hide Guides Cri+;
Lock Guides Al+Clrl+;
Snap to Guides Shift+Ctrl+;
Show Baseline Grid AlCirl!
Show Document Grid cri'

Snap o Document Grid  Shift+Cirl'
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Window Menu

*Brings up palettes
«Saves workspace preferences

*Navigates between multiple

documents
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Help Menu

FInd answers to
guestions

Help
InDesign Help... F1
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About InDesign...

About PageMaker Plug-in Pack...
About Plug-Ins ’
Configure Plug-ins...

Welcome Screen...
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Online Support...
Updates...
Registration...
InDesign Online...




Using the Help Menu

. Find out how to reset the program
defaults.

. What are styles and how are they
used in InDesign?

. How can you create type on a path?

. Find out how to wrap text around an
object.

. How does InDesign handle fonts that
are missing from a document?
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