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week:two

Paragraph & Character Styles Revisited & Tabs

Revisiting Styles in InDesign

Overview
o Styles are pre-defined sets of character and paragraph settings.
o They allow you to apply multiple formatting options simultaneously to text in a document.
o They also provide a way to make global changes to text in a document.

Advantages
Saves time when applying multiple formatting options to text.

o Help maintain consistency across pages (and documents) in a publication.
o Changes made to a Style are automatically applied to all text that use that specific style.
o Styles can have keyboard shortcuts assigned to them, which help speed application of

them to text.
o Help to define a document’s content structure, which in turn helps in automating the
creation of a Table of Contents.
o You can copy styles from an existing InDesign document or sync them across a Book.
= From the Paragraph Styles sub-menu, select Load Paragraph Styles....
= You can even import styles from a Microsoft Word document.
o Mirrors the process of type formatting for Web design (Cascading Style Sheets).
= _.which, of course, took cues from the print world when CSS was created.

Paragraph Styles
o Type > Paragraph Styles (Command-F11)

¢ Paragraph Styles

o Can be applied to one or more paragraphs. Subheader

o Allows for the application of both character and paragraph (Basic Paragraph]
attributes. Header

o Can be based on other Paragraph Styles, from which they inherit Subhsader
attributes. Bine

o Features the Next Style option, which tells InDesign to bl

automatically switch to a different style when a paragraph return
is typed.
o A plus (+) next to a style name means that local formatting has
been applied to the selected text.
= Avoid local formatting as much as possible.

Paragraph

Quotation

¢ Character Styles

= The I# button clears any local formatting applied to the selected text. Noel
None;

Character Styles [None]

Type > Character Styles (Command-Shift-F11) Italic

Can be applied to one or more characters. =l
Only allows application of character attributes. e

Can override character attributes applied by a Paragraph Style.

Can be based on other Character Styles, from which they inherit
attributes.

o Aplus (+) next to a style name means that local formatting has been applied to the
selected text.

o O O O
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Creating New Styles — Two Methods

Create a new, blank style:
o Open the Paragraph or Character Style panel, and either click on the New Style icon at the
bottom of the panel, or select New Style from the submenu.

o Give the style a meaningful name, then work your way through the option categories,
setting any character or paragraph attribute that you’d like the style to apply. Options left
unchanged are not affected by the style.

Create a style based on existing text content:
o Format the text the way you want the style to appear, select it (or simply insert your cursor,
in the case of Paragraph styles), then click on the New Style icon at the bottom of the
Character or Paragraph panel.
o Double-click (or right-click) on the new Style in the panel to open the options dialog box.
Give the style a meaningful name and make your adjustments to the Character and
Paragraph attributes.

Applying Styles
Paragraph Styles
o Insert the cursor anywhere in a paragraph to apply to just one paragraph, or select multiple
paragraphs by clicking-and-dragging within a text box.
= You can also use the Selection tool and select an entire text frame. This will apply the Paragraph
Style to all paragraphs in the frame.

o Select the Style you want to use from the Paragraph Styles panel.

Character Styles
o Select one or more characters on which to apply the Style.

= You can also use the Selection tool and select an entire text frame. This will apply the Character
Style to all text contained within the frame.

o Select the Style you want to use from the Character Style’s panel.

Creating Keyboard Shortcuts
o You can assign custom keyboard shortcuts to both Paragraph and Character Styles

Modify, Delete & Remove

Modifying Styles
o To change a Style, double-click on the Style’s name in the Character or Paragraph panel.

Paragraph Style Options

General Style Name: Paragraph
Basic Character Formats Location:

Advanced Character Formats Basic Character Formats

Indents and Spacing

Tabs Font Family: Adobe Caslon Pro ©

Paragraph Rules Font Style: Regular v
P: h Bord ~ ~
SRR SOrCer Size: |, |12 pt © Leading: | 17 pt
Paragraph Shading ~
Kerning: Metrics v Tracking: 0O v
Keep Options

Hyphenation Case: Normal © Position: Normal @

tificati 0 O

Justfication [J Underline Ligatures ] No Break
Span Columns

[C] Strikethrough

Drop Caps and Nested Styles
GREP Style
Bullets and Numbering

Character Color
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Deleting a Style

o Inthe Style panel, drag the Style you wish to delete to the trashcan icon located at the
lower right of the panel.

o Ifthe style is applied to text, you’ll be asked to select a style to replace it.

g Delete Style Subheader

ELL I EETR NI W [Basic Paragraph]
[No Paragraph Style]
[Basic Paragraph]
Header

Byline

First Paragraph
Paragraph
Quotation

Removing Styles from Text

o Toremove Paragraph Styles, select the text, then click on the [Basic Paragraph] option in
the Paragraph Styles panel.

= To remove all formatting, including local formatting, press and hold the Option key while selecting
[Basic Paragraph].
o Toremove Character Styles, select the text, then click on the [None] option in the Character
Styles (to remove from individual characters) or Option-Shift-click on the Paragraph Styles
(to remove for the entire paragraph) panels.

Glyphs

Overview
o Allows access to special characters, many of which cannot be added using the keyboard.
o Includes accent characters, fractions, and others.
o Panel only shows Glyphs for the selected font.
o Type > Glyphs

X

¢ Glyphs

Recently Used:

==Y B P e e S ==
Q-

Show: Entire Font v

Minion Pro v~ | Regular
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Introducing Tabs

Tab Hints
o Before setting tabs, turn on Show Hidden Characters and clean up the text formatting.
o Remove extra spaces, unnecessary line returns (soft and hard), and unwanted tabs.
o Use the Leader to add repeating characters between tabs.

Hidden Characters
o Toggles the display of hidden characters, like soft and hard paragraph returns, and tabs.
o Useful for when you need to clear up the formatting of your text.
o Type > Show Hidden Characters (Command-Option-I)

Tabs Panel
o Provides paragraph-level control of tabs.
o Type > Tabs (Command-Shift-T).

[_NONG Tabs

Leader: Align On:

2 3

Can create left, center, right, or decimal-aligned tabs.
Type > Special Characters > Other > Right Tab Indent (Shift-Tab) will create an automatic
right-aligned tab.

o The Tabs panel does not have to be aligned with the text frame. To make it align, click on
the small horseshow magnet icon on the right.

Hanging Indents and the Paragraph Panel
o Handing indents rely on the use of negative values in the First Line Left Indent field.
o The key is to set a left-aligned tab and the Left Indent to the same value.
= |n the example below, there is a tab set at .6806in, and the left indent is set to .6808in.
= To bring the first line back, set the First Line Left Indent value to (negative) -.6808in.
= Use Space After to space out the individual ingredients.

Leader: - Align On: . =

20

x
¢ Paragraph

For-dry rulf|
3/4-cu Iden b
p » gO cn -prown Sugar
- (packed)]
loin | i
1y cup » papnkaﬂ

Shading E 21/5-ths » coarse-saltf .

v/ Hyphenate

2'2-ths » groun}d black pepper
l'tbs » onion-powder]
'/2-tsp » cayenne-pepper]

3 »  largeracks spareribs-
(about'9-pounds)#
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