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1. Choose File > Print.
2. If you're printing on a PostScript
6(00-@) printer, select a PostScript Printer
L n n Description (PPD) file from the PPD
pop-up menu that matches the printer
type.
3. Do one of the following:
)

1. Choose File > Print.
2. If you're printing on a PostScript
printer, select a PostScript Printer
Description (PPD) file from the PPD pop-
up menu that matches the printer type.
3. Do one of the following:

1 .
Choose File > Print.
2. If you're printing on a PostScript
printer, select a PostScript Printer
Description (PPD) file from the PPD pop-
up menu that matches the printer type.
3. Do one of the following:
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PageM aker Shortcuts
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A. Pointer tool (F9)

B. Rotating tool (11 +F2)

C.Linetool (1 +F3)

D. Rectangle tool ({1 +F4)

E. Ellipsetool (1 +F5)

F. Polygon tool (1 +F6)

G. Hand tool ({1 +F7), Constrained-hand tool ({I +Alt+drag+ left mouse button)
H. Text tool (1} +Alt+F1)

. Cropping tool (I} +Alt+F2)

J. Constrained-linetool ({1 +Alt+F3)
K. Rectangle frame tool ({1 +Alt+F4)
L. Ellipse Frametool ({ +Alt+F5)

M. Polygon Frametool (1 +Alt+F6)
N. Zoomtool (1 +Alt+F7)
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Laying Out aPublication
RESULT

1. Open acopy of apublication or the original
of atemplate Publications

2. Revert to last mini-save

3. Save al open pubs (Save becomes Save All)
4. Close all open pubs (Close becomes Close All)
5. Insert one page

6. Auto/manual text flow (toggle)

7. Semi-automatic text flow

8. Proportional resize(for graphics or grouped objects)
9. Graphics proportionately to printer resol ution)
10. Defer text redraw while adjusting text wrap
11. Select multiple elements

12. Select element behind others

13. Select multiple elements behind others
14. Mask

15. Unmask

16. Constrain move vertically or horizontally

ACTION
{t+ File > Recent

{++ File > Revert

T+ File> Save All
f++ File> Close All
Ctrl + Alt +0+ G
Ctrl + flow text

4+ flow text

1+ drag any handle
Ctrl +1r+ drag handle
Hold spacebar
1-click each element

Ctrl-click (each click
selects next element back)

Ctrl +1r-click

{++ Element > Mask
1+ Element > Unmask
1+ drag element

17. Paste items in the same position as the original (power paste) Ctrl + Alt + V

18. Edit OLE object
19. Edit original
20. Nudge selected aobject

21. Nudge selected object by ten times the amount in Preferences

arrow keys
22. Rotate from center of bounding box or text block

23. Constrain rotation to 45° increments

Double-click object
Alt+double-click object
Press arrow keys

1+ press

Ctrl + Rotating tool

1+ Rotating tool
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Viewing a Publication
RESULT

1. Set dl pagesto sameview

2. Changepagetofitinwindow

3.100% view

4. 100%/Fitinwindow (toggle)
5. 100%/200% (toggle)

6. Edit story or text frame

7. Redraw current page

8. Redraw pagein highresolution

9. Cyclethrough pages
10. Goto next page
11. Goto previous page

12. Goforwardto previous
page selected

ACTION

Alt+View > any view

Ctrl +0or -click pageiconor
Alt+ double-click zoomtool

Double-click zoomtool or Ctrl +1
Ctrl + Alt + right-click page

Ctrl + Alt+ +right-click page
Triple-click text object with pointer tool

Useshortcut for current view
Ctrl + ¢+ F12

t+ Layout > Go to Page (click mouse or
press any key to stop)

PageDown
PageUp

Ctrl + Page Down

13. Go back to previous page selected Ctrl + PageUp

14. Zoomin/ zoom out

15. View hyperlinks

Ctrl + pluskey (+) / Ctrl + minuskey (-)
F10
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Typographical Controls
RESULT

1. Increase one point size (Layout view only)

ACTION
Ctrl + ++ >

2. Increase to next standard menu size(Layout view only) Ctrl + Alt + >

3. Decrease one point size (Layout view only)

Ctrl + t+ <

4. Decrease to next standard menu size (Layout view only)Ctrl + Alt + <

5. All caps (toggle on and off)

6. Subscript (toggle on and off)

7. Superscript (toggle on and off)

8. Kern apart .01 em (Layout view only)

9. Kern together .01 em (Layout view only)
10. Kern apart .04 em (Layout view only)
11. Kern together .04 em (Layout view only)
12. Clear manual kerning (Layout view only)

Indexing
RESULT

1. Show index for active publication

2. Create index entry

3. Create fast index entry

4. Create proper name index entry

5. Remove all index entries

6. Remove all cross-references

7. Remove al page-referenced entries

8. Remove entries since last accept

9. Restore entries removed since last accept

Ctrl + 0+ K
Ctrl +\
Ctrl + 00+ )\
Alt + Right Arrow
Alt + Left Arrow
Ctrl + Alt + Right Arrow
Ctrl + Alt + Left Arrow
Ctrl + Alt+ K

ACTION
Ctrl + Utilities> Show Index
Select text, then Ctrl +Y
Select text, then Ctrl + #++Y
Select first and last name,
then Ctrl + Alt+Y
Ctrl + Alt + {t+ Remove
(in Show Index dial og box)
Ctrl + ©++ Remove
(in Show Index dial og box)
Ctrl + Alt + Remove
(in Show Index dial og box)
Alt + Add X-refs
(in Show Index dial og box)
Alt + Remove
(in Show Index dial og box)
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Text Editing
RESULT ACTION
1. Select word Double-click with [-beam
2. Select paragraph Triple-click with I-beam
3. Uponeline Up Arrow
4. Down oneline Down Arrow
5. To beginning of line Home
6. To end of line End
7. Left one character Left Arrow
8. Right one character Right Arrow
9. Left one word Ctrl + Left Arrow
10. Right oneword Ctrl + Right Arrow
11. Up one paragraph Ctrl + Up Arrow
12. Down one paragraph Ctrl + Down Arrow

13. With I-beam in text, select wordsto theleft Ctrl + ©#+ Left Arrow
14. With I-beam in text, select words to theright Ctrl + {++ Right Arrow
15. With I-beam in text, select arange of text 4+ press a shortcut (such as End)

16. Drag left-indent marker only {t+ drag indent (in Indents/Tabs
dialog box)
17. Reset Character Attributes to any Alt-click Char Attributes (in Find and
Change dialog boxes)
18. Reset Para Attributes to any Alt-click Para Attributes (in Find and
Change dialog boxes)

19. Reset Character and Para Attributes to any 4+ Alt-click Char Attributesor Para
Attributes(in Find and Change dial og boxes)

20. Moveto beginning of story Ctrl + Page up (in Story Editor)

21. Move to end of story Ctrl + Page down (in Story Editor)

22. Up one screen Page up (in Story Editor)

23. Down one screen Page down (in Story Editor)

24. Close current story window only Ctrl + W (in Story Editor)

25. Close al open storiesin current pub f*+ Story > Close Story (in Story
Editor)

26. Cascade all open storiesin all open pubs 1+ Window > Cascade (in Story
Editor)

27. Tileall open storiesin al open pubs 1+ Window > Tile (in Story Editor)
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