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InDesign CS5
Keyboard Shortcuts (PC)

Navigating Through Documents

Scroll with Hand tool ..........cccoivveiiiiicccce, Spacebar-Drag
Scroll with Hand tool while in text frame .............ococovveinennn Alt-Drag
Gotothe FIrst Page ......ccocoveevviiiiiciiecee Ctrl-Shift-Page Up
Go to the Last Page.......c.oocvvviviveiiiiniiiinia, Ctrl-Shift-Page Down
GOTOPAGE ... Ctrl-J
(then type in page number)
Select buried frame................. Hold Ctrl and keep clicking frame stack
Zooming
Z00m N or QU ...vovviiieiccccc Ctrl-plus(+) or Ctrl-minus(-)
Fit Page in WiNdow ..........ccocovveiiviiiiiiiicciec e Ctrl-0 (zero)
Fit Spread in Window .........coovvviveiiviniiiiniein s Ctrl-Alt-0 (zero)
Working with Panels
Show/Hide all Panels including TOOIDOX............coevivveiiviiniriiirinnn Tab
(while not in a text frame)
Show/Hide all Panels except TOoIDOX ..........coovevvivviviiiiiinnane, Shift-Tab
(while not in a text frame)
Adjust Font Size
Increase by Increment (set in Preferences)........c.cooeeeee. Ctrl-Shift->
Decrease by INCrEmMeNt.........coovvevviriieiieineeee e Ctrl-Shift-<
(add Alt to the above keystrokes to make them Increment x 5)
Adjust Leading
Increase by Increment (set in Preferences).................. Alt-down arrow
Decrease by INCrement.........c.oovevevivieie e Alt-up arrow
(add Control to the above keystrokes to make them Increment x 5)
Revert 1o Auto Leading .......ccccvevevviviiiiiiiecveei Ctrl-Alt-Shift-A
Adjust Kerning/Tracking & Word Spacing
Increase by Increment (set in Preferences)............c........ Alt-right arrow
Decrease by INCrement.........ccovovevivvieiecr e Alt-left arrow
(add Control to the above keystrokes to make them Increment x 5)
Increase space between WOrds.........c.ccvcvvevvevveeeeinenas Ctrl-Alt-Shift-\
Decrease spae between words ...........c.......... Ctrl-Alt-Shift-Backspace
Clear all manual kerning, tracking, and word spacing ............ Ctrl-Alt-Q
Adjust Baseline Shift
Move Up by Increment (set in Preferences).............. Alt-Shift-up arrow
Move Down by InCrement...........ccccooveveiviveirinnn, Alt-Shift-down arrow

(add Control to the above keystrokes to make them Increment x 5)

Fitting Content & Pictures

Fit Content Proportionally. ...........cccovevvivviviiviiiiicrenne, Ctrl-Alt-Shift-E
Fill Frame Proportionally ..........cccovovveviviiiiicrcrerene, Ctrl-Alt-Shift-C
Center CONENT .....vivviicicc e Ctrl-Shift-E
Flowing Text

Multi-Page Autoflow (creates additional pages) ............c....... Shift-click
Semi-autoflow (keeps text in cursor to continue flowing).......... Alt-click
Fixed-Page Autoflow (will not create additional pages)..... Shift-Alt-click

Styling Text & Working with Styles
Bold: Ctrl-Shift-B e lItalic: Ctrl-Shift-1 e Normal: Ctrl-Shift-Y e All
Caps: Ctrl-Shift-K

AlIgN FUSN BT ..o Ctrl-Shift-L
Align FIUSN TIGNT....ocvic e Ctrl-Shift-R
AlIGN CENTET ..o Ctrl -Shift-C
Redefine a Paragraph Style.........ccccoovvivviiviiiineinne, Ctrl-Alt-Shift-R
Redefine a Character Style .........c.coevivviviviiiiicn, Ctrl-Alt-Shift-C

Working with Master Pages
Override a single master page item

0N @ AOCUMENT PAGE ..vovvevee e Ctrl-Shift-click
Override several master

PAGE TEMS ..o Ctrl-Shift-drag a marquee over them
Override all master page items on pages

selected in Pages Panel...........oecvvvecvviveiieiineenennn, Ctrl-Alt-Shift-L
Insert Special Characters

INAENETO HBIE ..o, Ctrl-\
Right INdent Tah .........coovviviiiicice Shift-Tab
Discretionary HYphen ..........cccoevevvevvecvivveicienen Ctrl-Shift-hyphen (-)
Nonbreaking HYphen ..o, Ctrl-Alt-hyphen (-)
Type in Single Straight Quote (Foot Mark) ............ccccceveveeviviininnn, Alt-’
Type in Double Straight Quote (Inch Mark) ..............ccccoevven. Alt-Shift-’
Insert White Space

EM SPACE ..o Ctrl-Shift-M
ENSPACE. .o, Ctrl-Shift-N
NONDIEaking SPACE ........vcvviicviieiiec e Ctrl-Alt-X
TRIN SPACE.....cvveviviciiceee e Ctrl-Alt-Shift-M
Insert Break Characters

COlUMN BreaK.......cooveviieiiiiiiiicvee e Enter (on keypad)
Frame BreaK.........ccooovvevviiiieiiicicieicen Shift-Enter (on keypad)
Page BreaK.........ccccovveiiviiiiicce Ctrl-Enter (on keypad)
Forced Line Break (or “SOft return”) .......ccoovveiiviiiviicinnn, Shift-Enter
Selecting & Working with Text

Switch from Type to Selection t00l...........ccovveviveeieriiiii e, Esc
Select from cursor to beginning or

eNd Of INB ...vovvveviiccc Shift-Home or Shift-End
Select from cursor to end of Story .......cccevvveivvecinennn, Ctrl-Shift-End
Select from cursor to beginning of Story ...........cccovai Ctrl-Shift-Home
Select Whole WOrd.........coviiiii e, Double-click
SElECT NG o Ctrl-Shift-\ (or Triple-click)
Select one word to the left/right................... Ctrl-Shift-Left/Right arrow
Find/Change

Insert selected text into Find What DoX ..........cocovvvvivviiiiiinnn, Ctrl-F1
Insert selected text into Change TO BOX.......c.ccovvevvvvivciviviiiinann, Ctrl-F2
Replace selected text with Change To text .......coccvviviviviciinnn, Ctrl-F3

For information on training in InDesign and other graphic applications, visit us at www.webucator.com



