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Adobe InDesign CS3

InDesign CS3 is a robust, rich, and interactive document creation tool. This tool will allow you
to create, design and interact with your documents, like never seen before. Whether you are
creating a basic brochure, or the most complicated how-to guide, be assured that InDesign CS3
will get the job done. Before we get started, there are a few key terms, which every InDesign
professional should be familiar with.

Key Terms to Know

Title Bar
The Title Bar displays the document’s name.

Rulers
The two rulers running vertically and horizontally along the screen can be set to several
measurements including points, picas, inches, inches decimal, millimeters, etc.

Pasteboard
The Pasteboard is the background behind the InDesign document.

Navigation Buttons
The navigation buttons allow you to move between pages in consecutive order or to the first or
last page of the document.

Page Pull-Down List
The Page Pull-Down List allows you to jump to a specific page in your document, including a
document master.

Margins
The colored lines (usually purple) represent the page margins.

Page Boundaries
The Page Boundaries are basically the edges of the paper.

Toolbox
The tools that InDesign provides to accomplish various tasks.

Scroll Bars
The Scroll Bars are similar to those in other word processing applications.

Resize Box
The Resize Box, in the lower right corner of the window, is used to change the size of the
window.

The Dock
The Dock, located on the right side of the InDesign workspace, contains different palettes
which all you to change various aspects of your document

Adobe InDesign CS3 Quick-start Guide Page 3



Creating a New Document

Choose File >> New Document

A new window will appear, giving you some options for your new

document.

New Document Window

Murnter

New Document

Document Preset: I[Default]

of Pages: I

v Eacing Pages
[T Master Text Frame

Ok

Reset

Save Preset...

— Page Size: ILetter j
More Cptions
Width: EElrJD Oriertation: )
Height: Eﬁﬁpﬂ
— Calurnns
Murmber: E 1 Gutter: 1p0
— Margins
Top: (=3p0 W Inside: =3p0
Eottom: =3p0 Cutside: ES[JEI
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The Workspace

This is your Workspace. Even before you create a new document, this is what you will see,
after loading InDesign. Take a quick glance at each of the sections below.

The Workspace

I8 Adobe InDesign C53

ISETES

| S e s W Y

| Eﬁﬂl:lfx.liﬁ‘ ,,|ﬁ1..5
Basic | [— ] | O e ] | =

Default Workspace

Assi I
sslgnmen s Mew and Improved in C53 "
Attributes o .
X , Ptinting and Pracfing
m Autamation ED Pages
Calor F& Reset Menus
v Control AlE+CErH-6 Reset Panels 0 Info

Effects  Shift+Chr+F10
Gradient

Info Fa
Interactive 3
Layers F?
Links Shift-+Ckrl+-D
Mokes

Object & Lavout 3

@ Layers
@ Links

Save Workspace. ..
Delete Workspace, .,

EH Swatches
5} Object Stvles

Object Styles  Crl4+F7

Cutput 3

Pages Fiz @ Colar
Stroke Fi0

Swatches F5 [E] Effects
Tags

ﬁ Gradient

Text Wrap  Alk+Cerl+w
v Tools
Type & Tables 3

Al Character
|$ Character Sktyles
!] Faragraph

Qﬂ] Paragraph Styles

R LN BWED RILN /o7

@ Table Styles
@ Cell skvles
@ Table

il
"

s

Hsat| @ EDOD a2

@ cmal- 1. | @repigim... | @ indesian.... | #)1oowsa... | Y untitied -... | 5 Eatnpesi... | [ adobe 1... % Co i@ eis7Pm |

Your Workspace is customizable. You can move the Toolbar, Dock, or the Controlbars by sim-
ply dragging them to a point on the screen.

You have a variety of options when it comes to modifying, creating, and saving your work-
space under the Window >> Workspace menu.
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The Workspace (continued)

Workspace Menus

Cwindow After you have created the perfect
Arrange v Workspace, you can save, modify, or go
Wiorkspace Biasic back to the default Workspace. The menu to

Defaulk Woarkspace the left shows some of the options you have
Assignments )
s Mesw and Improved in ©53 for your Workspace.
i Printing and Proofing
Aukarmation F
Zolor F& Resek Menus
v Zontrol alt+ kel Reset Panels
Effects Shife+Crel+F10
) Save Workspace. ..
Gradient A
II'IFIII Fa (=] e = (] Ay S =
Inkeractive k
Layers F7 Saving Your Workspace
Links ShiFt4-Chrl4+-D .
Notes Select Window >> Workspace >> Save Workspace
Cbjeck & Layouk r = el
Object Styles  CHIHFT Ave HOEC R
Ckpuk k

Pages Fiz WEN=M |ntitled wWiorkspace j (04 |

1 Stroke F10 Capture Reset |
T Swatches F5 :
v Panel Locations

Tags
. Texkwrap BIE-HCEr|-Hiy [ Menu Customization
" Tools

Type & Tables »

v 1 quick-start.indd @ 100% You have a few options, when it comes to saving your

Workspace. You can save it with Panel Locations, Menu
Customization, or both. This all depends on your preference.
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The Control Bar

This is the Controlbar, which has three basic views, depending on what mode you are in.
Each Control bar allows you to choose from multiple options. | will go into each option below.

Character Formatting

IT ITimes Mews Faornan ;I 'ITIiI 12 pt ;I ﬂj.r IilMetrics ;I
q] IReguIar ;I ﬁ IiII:14.4 pl ;I AY Iﬂﬂ ;I

ITEII':'”% ;|I_|i|1uu% =]
mEr  7TEF

TT T T
™ T, T

This bar allows you to choose the font type, the font style (Bold, Italics), character types
(Superscript, Subscript), character spacing, character depth, and allows you to choose which

language to use.

Paragraph Formatting

q. I[Basic Paragraph] ;I
[ Hyphenate I+

B = Ew | ZEw 2B
= Iﬂﬂpﬂ =, Iﬂﬂpﬂ tAS Iﬂu ‘“‘E Iilu

{1/ T

a

ED
This bar is for paragraph style, formatting and layout. You can choose your alignment, justifi-
cation, indentation, space bfore and after, as well as bullet and numbering options.

General Formatting

£ w: [ 42p3.58 ) B{wose - = B IS IR T Y P 18 QA
i H: ] =1pa.16 o K3 = P - IEJEW vl 5 e ._PJ B s | | — |:||1uu% ﬂ

This bar gives you the option of where you want your text or graphics located; based on the X
and Y axis points. You can also specify the width of the object you are editing. This could be a
graphic, or text box. You can also specify the rotation angle, and border size of an object.
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The Toolbar

Selection Tool V, Escape

>

The Toolbar is basically the tools
you use for editing, modifying, and Pen Tool P
adjusting text, graphics, and other

-

objects in InDesign. . Type Tool T
See table at right for tool name, 2. Eyedropper Tool |
and the respective path. a
Gradient Swatch Tool G
o
AY]
The Toolbar Hand Tool H
[y | E
[_ Free Transform Tool E
\
& Line Tool \
ST e
7 AN Note Tool None
|
L 7, |
™ o< Pencil Tool N
(K Button Tool B
E X X,
o QL Rectangle Frame Tool F
= A
B Zoom Tool Z
d "
@ T Pen Tool P
- Nl O,
IE = Rectangle Tool M
Rotate Tool R
.I
Scale Tool S
S
Scissors Tool C
L1 Fill and Stoke X
\ﬂ—l Default Fill and Stroke D
Swap and Fill Stroke Shift + X
c Normal Mode W
o, Preview Mode w
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The Dock

The Dock displays various palettes of information from colors and gradients to table styles. It is
left to your imagination what you want to view in the Dock, and how you want to view it.

Collapsed Dock Expanded Dock

y - X
| Pages | Info| Layers| = Links = | o=

tithe jpg 1|

[Basic Graphics Frame] [f
B swatches =
[B-asic Text Frame] [T = m E d the Dock
1 Object Styles S 08 OF B 9 . xpand the Doc
: : : = X
Color | & Effects = | Gradient =
% Colar =
INu:urmaI ;I Opacity:llﬂﬂ% bl
Effects
'{x Object: Mormal 100% m Collapse the Dock
(H Gradient Stroke: Mormnal 10009
Fill: Marrnal 1003
Characker Text:  HMormal 100%
[T Dsolate Blending [~ Knockout Group
A e 3

Paragraph

Lf\ Character Skyles
q'|
.

Paragraph Stvles

Table stvles +Z =0 =+ 2] oe0
T== [5{0p0 = [=lopo
Cell Skyles F = P
e = [«
= Opl = Opi
Table = P = p
1S [50 Az [0

[+ Hyphenate =z ==

. =

|| ¢ Table Styles = Styles Table =
Like the many other features of InDesign, the Dock can be customized. You can move pal-
ettes off of dock, by simply dragging its outline. Note: the Palette will have a blue outline when
dragging it. When the Dock is collapsed, simply click on the palette you would like to open,
and it will open.
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Placing Objects into a Document

Place Window

SelectFile >> Plece TN

or

Hold down Ctrl + D Look in: | (5 Dack =l Q%=

21X

L‘ﬂ collapsedock. gif

& default-dock.brp
L'ﬂ expanddock. gif

& expanded-dock.brp

r@:

IJze Adobe Dialog |

Deskia p
by Documents
by Compuiter
-
~ | File name: I B Open I
Files of type: | Importable files | Cancel |
[ Show Import Options
¥ Feplace Selected [tem
¥ Freview

—

You will be given the Place icon (featured to the right).

Simply click the designated area where you want the object to appear, and the object will be

placed there.

Note: Hold down the Shift key to place multiple pages within your InDesign file. Your text will

be auto-filled using multiple pages.

Placing Multiple Objects and Graphics _—

Hold down ALT and select the object to be placed within the document

&

The Place icon will appear in the document, with both objects as thumbnails, and a small num-

ber, which is based on how many objects you are placing on the right of the Place icon.
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Find/Change Features

Select Edit >> Find/ Change
or
Hold down Ctrl + F

Find/Change

Find/Change

Lty I[CUStDm] j A A
Text | Grep | Glyoh | Object |
Eird what: Dare |
| [- @ | Find |
Change to:
I j @ Chamge |
Search: |5t|:|rﬁ_.r j Crange Al |
b T E A= (Change/Find |
Find Format: Fewer Opitions |
| &
ML
Change Forrnat:
| &
=3

The Find/Change features allows you to locate and change text,

GREP statements, Glyphs, and Objects. You can also search by
style type and format, and change the format once found.
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Working with Rulers and Guides

Ruler guides are lines, which do not show up in the final printed document, which help
position text, objects, and graphics inside your InDesign documents. You can lock, place,
move, and remove ruler guides. It all depends on what you want to do with your document.

Placing Ruler Guides

New ruler guides can be placed as you need them for alignment. You can place a guide
regardless of what tool you currently have selected from the Toolbox.

To place a vertical ruler guide, double click in the horizontal ruler area where you want the
guide to be placed.

To place a horizontal ruler guide, double click in the vertical ruler area where you want the
guide to be placed

Moving Existing Guides
From the Toolbox, click the Selection Tool
Click and hold the guide

The Selection Tool will appear as a double-headed arrow.
Drag the guide to the desired location and release

Locking and Unlocking Ruler Guides
To prevent the moving of guides, you can lock them in place.

To lock the guides:

Select View >> Grids & Guides >> select Lock Guides
or

hold down Alt + Ctrl + ;

To unlock the guides:

Select View >> Grids & Guides >> unselect Lock Guides
or

hold down Alt + Ctrl + ;

Displaying Ruler Guides
If you want to view the page with only the items that will print, you can hide the ruler guides.

To display the guides:

Select View >> Grids & Guides >> select Show Guides
or

Hold down Ctrl + ;

To hide the guides:

Select View >> Grids & Guides >> select Hide Guides
or

Hold down Ctrl + ;
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Working with Rulers and Guides (continued)

Removing Ruler Guides

As your publication progresses, you may find that you have placed a large number of guides
on your document. You can easily remove any unnecessary guides. This option will not be
available if the Lock Guides command is in effect.

On the Toolbox; click the Selection Tool
Click the guide that you want to delete
The guide will change color (dark blue)
Press Delete

Using Snap to Guides
Snap to Guides will align objects to a guide if they are placed within a few pixels of the guide.

To turn on the Snap to Guides feature:

Select View >> Grids & Guides >> Snap to Guides
or
Hold down Shift + Ctrl + ;

To turn off the Snap to Guides feature:

Select View >> Grids & Guides >> deselect Snap to Guides
or

Hold down Shift + Ctrl + ;
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Styles and More Styles

Styles

Styles are what set your document

| Chd Parf = Paragraph Styles x ]_1% | & Table Styles = | Table | ,% apart from every other document
[B-ssic Parsqraph] + b (easic Table ¥ | Using styles to enhance your text
[Bsc Table] = | graphics and overall layout shows
Haie] = that you have the edge when it
Heading 2 comes to document creation
Heading 2
Marmal (Weh) ~| | Styles can be used in text, tables,
definitions 3 | & a4 | cells, and characters.
O W &l F .
| ¢ Character Styles x | = .
— — % [None] , | Using Character Styles
|| & Cell Styles = | =
[one] y IS
= x4 e Type >> Character Styles
Skrong or
emphasize = Hold down Shift + F11
[ || Styles For Word... Imported Lists
= : v_l- Using Paragraph Styles
O ae @ &l § i N
. >>
Creating a New Character Style E’pe Paragraph Styles
_ Hold down F11
Click the Menu ~= on the Character Styles Palette
Select New Character Style
New Character Style

Basic Character Farmats
Advanced Character Formats
Character Color

OpenType Features
Undetine Options
Strikethrough Options

[ Preview

Mew Character Style

Style Mame: |Character Style 1]

Location:
General

Based O I [Mone]

Shortcut: |

Style Settings:

Reset To Base

[Mone] + Atial + Bald

[~ Apply Style to Selection

Cancel |

[ ok 1]
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Styles and More Styles (continued)

Character Style Menu

Bazic Character Formats
Advanced Character Formats
Character Calor

CpenType Features
UndeHine Cptions
Strikethraugh Options

-

This window gives you the option to choose a name for your style,
as well as choose from one of the many options.

From the selection menu to the left, you can specify your font
type, front size, what case you want the font to appear as, and
what position (superscript, subscript). You can also choose your
color for the font, as well as format underlines and strikethoughs.

After you have created your style, you can preview it by checking
Preview. Click OK to save your style.

Creating a New Paragraph Style

Click the Menu ~= on the Paragraph Styles Palette
Select New Paragraph Style

New Paragraph Style

Baszic Character Formnats
Adwanced Character Formats
Indents and Spacing

Tabs

Paragraph Rules

Keep Cptions

Hyphenation

Justification

Drop Caps and Masted Styles
Bullets and Murnbering
Character Color

CpenType Features
Undatine Options
Stikethraugh Cptions

Mew Paragraph Style
Ste N

Location:
General
Eased On: |[N|:| Paragraph Style] j
Mext Style: | [Samne style] j

Shortout: |

Style Settings:; Reset To Base

[Ma Paragraph Style] + nest: [Same styla] + Aral + undeHine -

[~ Apply Style to Selection

[ Preview

(0] I Canicel
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Paragraph Style Menu

General

Basic Character Formats
Advanced Character Formats
Indents and Spacing

Tabz

Paragraph Rules

Keaep Cptions

Hyphenation

Justification

Drvop Caps and Mested Styles
Bullets and Murnbering
Character Caolor

CpenType Features
Undadine Cptions
Strikethrough Sptions

Styles and More Styles (continued)

This window gives you the option to choose a name for your
style, as well as choose from one of the many options.

From the selection menu to the left, you can specify your font
type, font size, what case you want the font to appear as. Also,
You can choose specify tab options, paragraph options (indents
and spacing), hypenation specifics, as well as drop caps and
nested styles. if are are picky about bullets and numbering, you
have an option to set those, as well.

After you have created your style, you can preview it by checking
Preview. Click OK to save your style.

Now that you have a basic understanding of styles, get creative
and make a few for personal use.
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Using Frames

You can insert a text box by selecting the Type Tool

want the text to fit into.

Frames

A frame is basically a holding place for your text or graphics. It is generalized by a light blue
border. You have many options when using frames in InDesign. For example, if the text or
graphic you placed does not fit into the frame, you can specify how you want objects to ap-

pear within the frame.

Fitting Menu
Cut kel
Copy Chrl4+C
Paste CErl+Y
Paste Inkto AlE+CErH

| PasteinPlace  Alb+Shift+Ctrl+y
|

Click and Drag the area that you

Select Object >> Fitting >> Fit Content to Frame
or
Hold down Alt + Ctrl + E

Select Object >> Fitting >> Fit Frame to Content
or
Hold down Alt + Ctrl + C

Select Object >> Fitting >> Center Content
or
Hold down Shift + Ctrl +E

Select Object >> Fitting >> Fit Content Proportionally
or
Hold down Alt +Shift + Ctrl + E

Select Object >> Fitting >> Fill Frame Proportionally
or
Hold down Alt +Shift + Ctrl + C

Fit Zonkent ta Frame Alt+Ckr+-E
Fit Frame ko Content Al CEr T
Center Conkent Shift+Ckr+E

Fit Contenk Proportionally  Alt+Shife+CerH-E
Fill Frame Proportionally Alk+Shift-+Chr|+C

Frame Fitkting Options...

Z0om b
Anchored Object 3
TransFarm r
Transform Again 3
Select

Lock Position Chrl+L
Strake \Weight 3
Effects k
Graphics 3
Inkeractive b
Tag Frame b
Aukbokag

Display Performance k
InCopy b

Under Frame Fitting Options, you can also select a specify
cropping point for the frame, and a reference point for the
frame.
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Using Frames (continued)

Frame Example
Fhe the many othier features of InDesign, the Dock 15 can be cusiomized. You can move paleties off

fdock, by simply dragging its outling. Mote: the Palette will have a blue outline when dragging it.
Mhen the Dock is collapsed, simply click on the palette you would like o open, and it will open.

Notice the Frame Example Figure, which was taken from an early screen shot of this guide,
how the plus sign is hanging around. This generally means that text is not showing in the
frame, due to its size and shape. Not to worry, there are ways around this. One way to correct
this is called Frame Linking.

Linking Text Frames

On the Toolbox, select the Selection Tool
Position the tip of the Selection Tool icon on the plus signEl icon and click once.

When the tool is where you want it to be, the pointer will turn into the Place| fz= |icon.
Position the Place icon where you want the text continued
If you position the icon over a text frame, the Place icon turns into the Link & |icon.

Click once to place the text

The overflowing text is placed into the new frame and is now linked to the rest of your text.

Unlinking Text Frames

When you no longer need a text frame to be part of your document, a frame can be unlinked.
The text that existed in the text frame will appear in the next linked frame in the document.
When you unlink a text frame, no text is removed from your document.

From the Toolbox, select the Selection Tool
Select the text frame to be unlinked

When selecting more than one frame, click and hold down Shift and select Edit >> Cut
The text frame will disappear. Not to worry, text from the frame will automatically flow to the
next frame in the document.

If you do not have an existing text frame, you will need to re-size the text frame to view your
text.
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Formatting Text

Bullets and Numbers

Highlight the text to be used with the bullets or numbering.
Click the Paragraph Formatting Controlbar button El :

MR

Click the respective icons for bullets and numbering,

Holding down the ALT key when pressing the respective button
will give you more options for your bullets and numbers. From this
window, you can select the type of list to create, select from other

bullet types, and choose your alignment or indentation.

Bullets and Numbering Options Window

Bullets and Numbering

List Type: |N|:|ne j
List: |[Defau|t] j Lewvel: El

— Bullet Character

* :'.‘.: W e
wl| Yul 7
Delete
ﬂ _—I

Text After: |’\t j b

iCharacter Style: | [Mone] j

— Bullet or Murnber Position

Alignrment: | Left -

Left Indent: Op0

|

First Line Indent: Op0

Tab Position: 3p0

[~ Breview (] I Cancel

Adobe InDesign CS3 Quick-start Guide Page 19



Master Pages

Formatting and layout of a document is no easy task. When you need to get the most out of
your time, an easy, but simple method is available. Master Pages allow you to use a page for-
mat and style, and apply that format or style to other pages. You no longer need to stress-out
and waste time by designing your document page-by-page.

Creating a Master Page

Click the ED Pages Palette icon on the Dock

or

Choose Window >> Pages

The Pages palette will appear (see Pages Palette Figure).

To format a Master Page for Even Number Pages, double-click the Left A-Master Icon
To format a Master Page for Odd Number Pages, double-click the Right A-Master Icon

Using Master Pages

Pages Palette

Click the EEI Pages Palette icon on the Dock | ¢ Pages = |Info_|Layers |Links | _,%
or [Mane] ] j
Choose Window >> Pages — J
The Pages palette will appear (see Pages Palette Figure). A-Master |
= & j
Select the pages which the Master Page will be applied for
When selecting multiple continuous pages, hold down Shift .
When selecting multiple single pages, hold down Ctrl
Click MENU~= and select Apply Master to Pages... !
I I d
Apply Master 23 Pages in 12 Spreads Al w
You can select the Master
Page to use, and what pages
Apply Master: | A-Master Aok | to apply the Master Page to.

To Pages: [ cancel | Click OK. Your Master Page
will now be used for those

pages you selected.

To remove the Master Page formatting, simply click and
hold the [None] White Page Icon on the Pages Palette
(see Pages Palette Figure), and click the icon, while drag-
ging the icon to the pages you wish to remove from for-
matting.
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Saving Your Document

We have covered almost all of the basics of InDesign CS3. There is only one thing left to do--
save and output your document for viewing.

Saving Your Document

Select File >> Save
Hold down Ctrl + S
Select File >> Save As

Hold down Shift + Ctrl + S

Exporting Your Document
Use this selection if you want to change your document format to a PDF, image, etc.

Select File >> Export
Hold down Ctrl + E

] 1 Diocuments

.

My Computer

Uze Adobe Dialog

EPS

InCopy C5 Document
InCopy Document
InDeszign Interchange
JPEG

Rich Text Format
SWGE

SWE Compressed

Export Window
Export 21|
Save in: IE‘ InDesign C53 j O F R

110507

InDesignZIP

Links
quick—start.pdf
File name: Iquick-start.pdf j Save I
Save az lype: Adobe PDF ;I Cancel |

Adobe InD esiin Taiied Text |

Text Only
Fhdl

Choose the file format that you want to use for exporting your document, and click Save.
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Final Thoughts

InDesign CS3 can be used for small documents, or very large documents. The real creativity
on what to use InDesign for is left to you. | hope that this helps you on your document creation
quest.

We have covered the following in this guide;

+ Key Terms

* The Workspace

e The Toolbar

* The Controlbars

*  The Dock

* Placing Text and Graphics

* Find Items in a Document

* Formatting Text with Bullets and Numbers
» Using Rulers and Guides

* Using Character and Paragraph Styles
* Using Text Frames

» Creating and Using Master Pages

» Saving and Exporting Your Document

There is still a lot to be said about InDesign’s functionality. However, | will leave that part for
you to discover. After all, what is creativity without a little exploration? Now get to creating
those world-class documents.

If you need additional assistance with InDesign you can do the following;

Hold down the F1 key to open Adobe’s InDesign Help Guide
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