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File Menu

BrowseinBridge ..................... Alt+Ctrl+0
OpenorClose ................... (trl+0 or Ctrl+W
DocumentSetup ..................... Alt+Ctrl+P
Exit, Quit ... Ctrl+Q
Export ... Ctrl+E
Filelnfo........................ Alt+Shift+Ctrl+
New > Document ...............cceeeeen.. Ctrl+N
Package................. ... Alt+Shift-+Ctrl+-P
Place ... (trl+-D
Print... ..o Ctrl+P
SAVE . Ctrl+S
Save As ... Shift+Ctrl+S
SaveaCopy......oooviiiiiii Alt+Ctr+S
Edit Menu

Check In or Check Out ........ Shift+Ctrl+F9 or Ctrl+F9
Cut, Copy,Paste ...................... Ctrl+X, GV
DeselectAll...................eeee. Shift+Ctrl+A
Duplicate...................... Alt+Shift+Ctrl+-D
Editin Story Editor........................ Ctrl+Y
FindNext.............coooviviiii.t. Alt+Ctrl+-F
Find/Change ...t Ctrl+F
Pastelnto .............cooeiiiii... Alt-+Ctrl+V
PasteinPlace ................... Alt+Shift+Ctrl+V
Paste without Formatting. ........... Shift+Ctrl+V
Preferences: General ...................... Ctrl+K
Quick Apply. ... (trl+Enter
UndoorRedo.............. Ctrl+Z or Shift+Ctrl+Z
SelectAll ... Ctrl+A
Spelling: Check Spelling..................... Ctrl+
Stepand Repeat...................... Alt+Ctrl+U
Update Content ................ccvvvnn.. Ctrl+F5
Layout Menu

FirstPage ................... Shift+Ctrl+Page Up
Go Back or Forward . ... .. (trl+-Page Up or Page Down
GotoPage.............oooiiiiiii Ctrl+)
LastPage.................. Shift+Ctrl+Page Down
NextPage..................... Shift+Page Down
PreviousPage..................... Shift+Page Up
NextSpread ..................... Alt+Page Down
Previous Spread ..................... Alt+Page Up
Pages:AddPage.................... Shift+Ctrl+P
Type Menu

Create Outlines..................... Shift+Ctrl+0
Outlines w/o deleting text ....... Alt+Shift+Ctrl+-0
NotesMode..............ccovvvvnnn.n. Ctrl+F8
ColumnBreak.................... Text: Num Enter
Forced Line Break................ Text: Shift+Enter
FrameBreak ............... Text: Shift+Num Enter
PageBreak ................. Text: Ctrl+-Num Enter
Discretionary Hyphen ........... Text: Shift+Ctrl+-
EmDash........................ Text: Shift-+Alt+-
EnDash ... Text: Alt+-
Nonbreaking Hyphen.............. Text: Ctrl-+Alt+-
Current Page Number ....... Text: Alt+Shift+Ctrl+N
IndenttoHere........................ Text: Ctrl+\
RightIndentTab................... Text: Shift+Tab
Double Quote Marks ... .. Text: Alt+[ or Shift+Alt+[
Single Quote Mark .......... Text: Alt+] or Shift-+Alt+]
Straight Ditto Marks ...... Text: Alt+" or Shift+Alt+'
Bullet Character ...................... Text: Alt+8
Copyright Symbol..................... Text: Alt+G
Registered Trademark Symbol .......... Text: Alt+R
Trademark Symbol .................... Text: Alt+2
EmSpace...............oooiill. Shift+Ctrl+M
EnSpace ..., Shift+Ctrl+N
Show Hidden Characters................ Alt+Ctrl+
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Object Menu

Anchored Object Insert ......... Custom: Text: Ctrl+T
Anchored Object Options ...... Custom: Shift+Alt+T
Arrange: Bring Forward..................... Ctrl+]
Arrange: Bringto Front ............... Shift+Ctrl+]
Arrange: Send Backward. ................... Ctrl+[
Arrange: Send toBack................ Shift+Ctrl+[
Clipping Path Options ............ Alt+Shift+Ctrl+K
Effects: Drop Shadow. ................ Alt+Ctrl+M
Fitting: Center Content ............... Shift+Ctrl+E

Fitting: Fill Frame Proportion. .. ... Alt+Shift+Ctrl+C
Fitting: Fit Content Proportion. ... .Alt+Shift+Ctrl+E

Fitting: Fit Content to Frame............ Alt+Ctrl+E
Fitting: Fit Frame to Content............ Alt+Ctrl+-C
Group orUngroup .......... (trl-+G or Shift+Ctrl+G
Hide.......oooooiiii Ctrl+3
LockorUnlock ............... Ctrl+L or Alt+Ctrl+L
Paths > Make Compound Path ............. (trl+8
Release Compound Path........... Alt+Shift+Ctrl+8
Select Container.......................... Escape
SelectContent ..................... Shift+Escape
Select First Object Above. ......... Alt+Shift+Ctrl+]
Select Next Object Above ............... Alt+Ctrl-+]
Select Next Object Below .............. Alt+-Cerl+
Select Last Object Below.......... Alt+Shift-+Ctr+[
Text Frame Options ....................... (trl+B
Transform:Move ................... Shift+Ctrl+M
Transform Sequence Again............. Alt+Ctrl+-4
Object Editing

Decreasescale by 1%. ............ccevvvn.. Ctrl+,
Decrease scale by 5%. .................. Alt+Ctrl+,
Increase scaleby 1% ....................... Ctrl+
Increase scaleby 5% ................... Alt+Ctrl+.
Nudgeupordown...................... Oor QO
Nudge down 1/10.................. Shift+Ctrl+O
Nudge down 1/10 duplicate ... .. Alt+Shift+Ctrl+ O
Nudge down duplicate ................... Alt+©
Nudgedownx10 ..................oe.e. Shift+€)
Nudge down x10 duplicate........... Shift+Alt+Q
Nudge leftorright...................... Cor2
Nudgeleft1/10 ................... Shift+Ctrl+&
Nudge left 1/10 duplicate . ... ... .. Alt+Shift+Ctrl+&
Nudge left duplicate ..................... Alt+&
Nudgeleftx10 ......................... Shift+&
Nudge left x10 duplicate............. Shift+Alt+&
Nudgeright 1/10 .................. Shift+Ctrl+2
Nudge right 1/10 duplicate. ... .. Alt+Shift+Ctrl+
Nudge right duplicate .................... Alt+2
Nudge rightx10........................ Shift+2
Nudge right x10 duplicate. ........... Shift-+Alt+
Nudgeup1/10 .................... Shift+Ctrl+©
Nudge up 1/10 duplicate. ....... Alt+Shift+Ctrl+€
Nudge up duplicate ...................... Alt+©
Nudgeupx10..........oooviiniiieinn. Shift+©
Nudge up x10 duplicate. ............. Shift+Alt+O
Selectall quides...................... Alt+Ctrl+G
Table Menu

Cell Options: Text ............... Tables: Alt+Ctrl+B
Delete: Column............ Tables: Shift+Backspace
Delete:Row................ Tables: Ctrl+Backspace
InsertTable................ Text: Alt+Shift+Ctrl+T
Insert: Column ................. Tables: Alt+Ctrl+9
Insert:Row ........................ Tables: Ctrl+9
Select:Cell......................... Tables: Ctrl+/
Select: Column ................. Tables: Alt+Ctrl+3
Select:Row.................oooi Tables: Ctrl+3
Select:Table ................... Tables: Alt+Ctrl+A
Table Options: Table Setup ......... Alt+Shift+Ctrl+B

online at JetSetcom.net - TrainingOnsite.com

Text and Tables

Aligncenter.................oounnn. Shift+Ctrl-+C
Align force justify.................... Shift+Ctrl-+F
Align justify. ................. Shift+Ctrl+)
Alignleft........................... Shift+Ctrl-+L
Alignright......................... Shift+Ctrl+R
Align to baselinegrid. ........... Alt+Shift+Ctrl+-G
Applybold. ........................ Shift+Ctrl+B
Applyitalic ......................... Shift+Ctrl+|
Applynormal ....................... Shift+Ctrl+Y
Auto-Hyphenate................ Alt+Shift+Ctrl+H
Decreaseleading .................... Text: Alt+©)
Decrease leading x5 ............ Text: Alt+Ctrl-+€
Decrease pointsize.................. Shift+Ctrl+<
Delete 1 word to the left........... (trl+Backspace
Delete 1 word to theright.............. (trl+Delete
FindNext.................oooeoee. Text: Shift+F2
Load Find with Selected Text .......... Text: Ctrl+F1
Increase baseline shift.......... Text: Shift+Alt+)
Increase kerning/tracking. . .. Shift+Alt+, Alt+9
Increase leading..................... Text: Alt+€
Increase leadingx5............. Text: Ctrl-+AIt+O
Increase pointsize .................. Shift+Ctrl+>
Move down orup oneline........... Text: Q or ©
Move to Next or Previous Cell ... ... Tab or Shift+Tab
Move to beginning of story............. (trl+Home
Move toend of story .................... (trl+End
Move to the end of theline............... Text: End
Move to the left or right one character ... .. Cor2
Move to the left oneword. ........... Text: (tr+&
Move to the next paragraph.......... Text: Ctr+O
Move to the previous paragraph ...... Text: Ctrl+©
Move to the right one character............ Text: &
Move to the right oneword .......... Text: Ctrl+2
Move to the start of theline............ Text: Home
Normal horizontal text scale. ......... Shift+Ctrl+X
Normal vertical text scale.......... Alt+Shift+Ctrl+X
Recompose all stories ................. Ctrl+-Alt+/
Reset kerning and tracking........ Text: Alt+Ctrl+Q
Selectline..................... Text: Shift+Ctrl+\
Select one charactertoleft.......... Text: Shift+&
Select one character toright. ........ Text: Shift+2
Select one line above............... Text: Shift+©
Select one line below. .............. Text: Shift+@
Select one paragraph before ........ Shift+Ctrl+©
Select one paragraph forward .. ..... Shift+Ctrl+€
Selectoneword to theleft.......... Shift+Ctr+&
Select one word to theright......... Shift+Ctrl+2
Select to beginning of story ...... Shift+Ctrl+Home
Selecttoend of story.............. Shift+Ctrl-+End
Selectto the end of theline .......... Text: Shift-+End

Select to the start of the line ... .. Text: Shift+Home

Panel Menus

Redefine Character Style. .. .. Text: Alt+Shift+Ctrl+C
Character: AllGaps.................. Shift+Ctrl-+K
Character: Small Gaps ............... Shift+Ctrl+H
Character: Subscript............. Alt+Shift+Ctrl+=
Character: Superscript............... Shift+Ctrl+=
Character: Underline ................ Shift+Ctrl+U
Add newindexentry............. Alt+Shift+Ctr+[
Add new index entry (reversed). . . . Alt+Shift+Ctrl+]
Index:New .........coovvviiiiiiiiinn... Ctrl+7

Override All Master Page Items . . . . Alt+Shift+Ctrl-+L
Redefine Paragraph Style . . . . Text: Alt+Shift+Ctrl+R

Drop Caps and Nested Styles ........... Alt+Ctrl+R
Justification .................... Alt+Shift+Ctrl+-)
Keep Options. ........................ Alt+Ctrl+K
ParagraphRules....................... Alt+Ctrl+)
Tags:Autotag .................. Alt+Shift+Ctrl+-F7

View Menu

Actual Size..............oo Ctrl+1
Display Performance: High Quality. . . . ... Alt+Ctrl+H
Entire Pasteboard. ............... Alt+Shift+Ctrl+-0
Fit Page in Window ....................... (trl+0
Fit Spread in Window ................. Alt+Ctrl+-0
Screen Mode > Presentation ............. Shift+W
G&G:Lock Guides ..................... Alt+Ctrl+
G & G: Show or Hide Baseline Grid ... ... .. Alt+Ctrl+
G & G: Show or Hide Document Grid............ Crl+
G & G: Show or Hide Guides ................. Ctrl+;
G & G: Show or Hide Smart Guides. .......... Ctrl+U
G &G: Snap to Document Grid.......... Shift+Ctrl+
G&G: Snapto Guides................ Shift+Ctrl+;
Overprint Preview ............... Alt+Shift-+Ctrl+Y
Show or Hide Rulers. ...................... (trl+R
Show or Hide Frame Edges ................. (Ctrl+H
Show or Hide Text Threads ............. Alt+Ctrl+Y
Structure: Show Structure.............. Alt+Ctrl+1
ZoomInorQut.................. Ctrl+= or Ctrl+-
50% or 200% or 400% size. .......... Ctr+50r2or4
Activate last-used field in panel.......... Alt+Ctrl+
FirstSpread............. Alt+Shift+Page Up, Home
Fit Selection in Window .............. Alt+Ctrl+=
Forceredraw........................... Shift+F5
First frameinthread ....... Alt+Shift+Ctrl+-Page Up
Last frame in thread . . .. Alt+Shift+Ctrl+Page Down
Next frameinthread......... Alt+Ctrl+-Page Down
Previous framein thread. ........ Alt+Ctrl+Page Up
LastSpread............ Alt+Shift+Page Down, End
New default document................ Alt-+Ctrl+N
Nextwindow .................... Ctrl+Tab, Ctrl+
Open/Close all side panels. ... ... ... Alt+Shift+Ctrl-+Tab
Previous window . .. ... Shift+Ctrl+Tab, Shift+Ctrl+
Scroll up/down one screen . .. Page Up or Page Down
Show/Hide all panels......................... Tab

Show/Hide all panels except toolbox. . . ... Shift+Tab
Toggle Char. and Para. Control Panel. ... .. Alt+Ctrl+7

Toggle Keyboard Focus in Control Panel ... ... (trl+6
Toggle Measurement............. Alt+Shift+Ctrl+-U
Toggle current and previous views ...... Alt+Ctrl+2
Window
Character.............oooiii, Cr+T
Character Styles .......... Shift-+F11, Shift+Ctrl+F11
0] (1] F6
Control...........oooiiiiiiiiiiii, Alt+Ctrl+-6
Effects ... Shift+Ctrl+F10
Glyphs ... Alt+Shift+F11
Index .........coooiiiiiiiiiii Shift+F8
Info... ... F8
Interactive > SWF Preview........ Shift+Ctrl+Enter
Layers ... F7
Links ... Shift+Ctrl+D
Object & Layout: Align................... Shift+F7
ObjectStyles.............oiiiiiiiiin. Ctrl+F7
Output: Preflight ................ Alt+Shift+Ctrl+F
Output: Separations Preview ............. Shift+F6
Pages...............oiiiiiiia. F12, Ctrl+F12
Paragraph.................... Alt-+Ctrl+T, Cerl+M
Paragraph Styles .................... F11, Cerl+F11
Stroke ... F10, Ctrl+F10
SWatches. ..o F5
Table ... Shift+F9
Tabs ... Shift+Ctrl+T
TextWrap ..., Alt+Ctrl+W
Utilities: Scripts. .................... Alt+Ctrl-+F11
Help Menu
InDesignHelp............coovvviiiii... F1
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