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Advanced Paragraph Style Settings
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Step 1: Create Paragraph Styles

Paragraph Style Options

Genlal

Basic Character Formats
Advanced Character Formats
Indents and Spacing

Tabs

Paragraph Rules

Paragraph Border

Basic Character Formats

Font Family: Myriad Pro

Font Style: Bold

Style Name: FirstName

Location:

¢ Paragraph Styles

[Basic Para'araph]

FirstName
LastName
Company
Address
City

Size: 12 pt County
Paragraph Shading . [Basic Paragraph]
Kerning: Metrics Tracking: -
Keep Options g 9 FirstName State
(P—— Case: Normal Position: Normal LastName ZIP
P Company Ph

Justificati . A one
Lstiication [ underline Ligatures
S Address
Span Columns FaX

[ strikethrough City .
Drop Caps and Nested Styles Ema|l

County

GREP Style Web

State
Zip
Phone
Fax
Email

Web
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Step 2: Set Next Styles

Style%ame:

Location:

Based On: lo Paragraph Style] ~
WEUESWEHE LastName

Shorteut:

:EELNoLHY irstName ~
Next Style: JEecinl-chiy

Shortcut:

Location:

Based On: lo Paragraph Style] v
Next Style: [EIES v

Shortcut:

Etc.

FirstName
LastName
Company
Address
City

County
State

Zip

Phone

Fax

Email
Web
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Step 3: Loop the Styles back

Style Name:
Location: + FirStName 4_

sose v [, I | LastName

Next sty | Company
Shorteut: Add ress

+ City
County

+ State

v Zip
Phone
Fax

Email
+ Web
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Step 4: Select all the tex

Fdit Layout Type Object Table View B B isx

Metncs IT & 100

Ctrl+X - | Opt

Ctrl+C
Curl+V
ift+V

Paste in Place Ctrl+ Alt+Shift+ v

Clear

Duplicate Ctrl+Alt+Shift+0
Step and at. rh+Alt+ U
Place and Link

Select All CrleA
Deselect All * Ctrl+Shift+A
InCopy H
Edit Criginal

Edit With ¥
Go To Source

Edit im Story Editor Ctrl+Y
Cuiick Apply... Ctrl+Enter
Find/Change... Ctrl+F
Find MNext Al
Spelling ¥
Transparency Blend Space 3

Transparency Flattener Presels...
Migrate previous Local Settings...

Coler Settings...
Assign Profiles...

Convert to Profile...
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Step 5: Right-Click on the First Style

¢ Paragraph Styles
[Basic Paragraph]

[Basic Paragraph]

Edit "FirstName"...

Select

Delete Style

the menu

Apply "FirstName" then Next Style k

h Copy to Group...
S OW n New Group from Styles...

Phone

Fax _

Align StroK
Email
Web Ty

Start/Ey
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Step 6: Then wait...
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Advanced Object Styles

From

. This «—
‘to

| This =—>

i in One click
(or two...)
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Step 1: Create base Paragraph styles

Flower Style 1
This is a nice flower that you can purchase.
$14.50 plus shipping and postage

Flower Style 1

This is a nice flower that you can purchase.

S14.0) lns igning and postage

Paragraph Style Options

General A%
Basic Character Formats
Advanced Character Formats

Indents and Spacing

Tabs Font Family:

Paragraph Rules
Paragraph Border

Paragraph Shading

Kerning:

Keep Options

Case:

Hyphenation

Justification

Span Columns

Drop Caps and Nested Styles

GREP Style

Font Style:

Size:

Style Name: Flower Name

Location:

Basic Character Formats

Immi Five O Five Std

Regular

Z 325t

Leading: _ 36 pt

Metrics Tracking: - 0

Normal Position: Normal

[l Underline Ligatures

[ strikethrough
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Step 2: Set up Next Style settings in

Paragraph style
Flower Style 1

This is a nice flower that you can purchase. style Name: [Fiower Name ]| S

420 s Stippg ad osae

=ET Mo 8 [Basic Paragraph]
\BA#=YCH Product Description

Shorteut:
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Step 3: Create Character styles
§1 0 gl Sty and postae

SN
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Step 4: Set up Nested Styles settings in
Paragraph style

yphenation

Nested Styles
Price SuperScript through Characters

Justification

Span Columns
[None] up to
Drop Caps and Nested Styles

: Price Decimal through
GREP Style
Price Cents through : Characters

Bullets and Numbering
Character Color ' New Nested Style 1 *

OpenType Features
14_ plus shipping and postage
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Step 5: Apply background color, drop
shadow, and frame inset

Flower Styl

This is a nice flower that you ¢

14_ plus shipping and postage
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Step 6: Create Object Style and turn on
Paragraph Styles options

Flower Sty le

This is a nice flower that you can p

14_ plus shipping and postage

Basic Attributes Paragraph Styles
General

Paragraph Styles
Fil graph Sty

ons

Strok

¢ Object Styles

[None]+

[Noga]
[Basic’:vGraphic:s Frame]

[Basic Text Frame]
Orchid Text

Orchid Photos

Apply Next Style
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Create Object Style for Images
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Step 1: Apply Object Fitting options

Fill Frame
Proportionally
works best
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Step 2: Apply Effects
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Step 3: Apply Corner Options as desired
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Step 4: Create Object Style and turn on
Fitting option

Object Style Options

Style Name: Orchid Photos

Location:

Basic Attributes Frame Fitting Options
Size and Position Options

[ Auto-Fit
a Paragraph Styles

B Text Frame General Options Content Fitting

B Text Frame Baseline Options Fitting: Fill Frame Proportionally
= Text Frame Auto Size Options

Align From: §E§
ﬂ Text Frame Footnote Options

ﬂ Story Options

7 o .
M Tex Wrap & Other Crop Amount
B Anchored Object Options 5 5

Top: 0.0139 in g 0.0139 in
Frame Fitting Options

)
B Bport Tagging Bottom: . 0.0139in . 0.0139in

Effects for:  Object

Transparency

Drop Shadow
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Table Styles & Linking Excel files

Step 1: Design a Sample Table

1.5 XLPI 2 XLPI

Resolution File Size Resolution File Size
Newsprint — 100 LPI 150 6.9 225 12.2
Magazine — 133 LPI 200 12.2 266 21.6
Magazine — 150 LPI 225 15.4 330 27.5
Brochure — 175 LPI 263 21.1 250 37.5
Brochure — 200 LPI 300 37.5 400 48.8




Step 2:

v M Table Styles
Table_BodyC

Table_EﬁyL

Table_BﬁR

Table_Head1
Table_Head2

Adobe InDesign: Maximizing Styles for Advanced Workflows
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Design Paragraph Styles

Body Left Align

Body Center Align

Body Right Align
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Step 3: Create Cell Styles

Cell Style Options Q S S i
i General Style Name: [TableHead 1 g

Text Location:

Paragraph Styles

Strokes and Fills
Style Info

el 10 the Cell Styles.

Diagonal Lines

; .[N ] r ragraph Style: Table Headl + Ve
ERE B usti : Center + Fill Color: [Black] + Fill

Create one Cell Style for
T e each Paragraph Style.

Paragraph Style: JEIERGEEGRE
——————
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Step 4: Create Table Style
Assign Cell Styles . =

[Basic Table]

Data Table

TablepStyle Options
LT

General Style Name: |Data Table]

Table Setup Location:

Row Strokes General
Column Strokes

Fills

S o Note: You can only

= attach one Header

5ty|e Settings: [No Table Style] + Body Region Cell Style: BodyC + Header Region Cell Style: Styl e a uto m at I Ca I Iy.

ableHead_1 + Footer Region Cell Style: TableHead_2 + Left Column Cell Style:

BndyL + Space Before: 0.0625 in + Space After: 0 in + Alternating Fill First

Rows: 1 + Alternating Fill Next Rows: 1 + Alternating Row Fill First Color: YO u Wi I I h ave to

e manually apply the

Header Rows: RS - L=t Colunn: [EXY NN - Cell Stvle to the
Footer Rows: [REE R - Riont Colun: [[ERNERTRC - y

—- B second Header row.
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Step 5: Design rest of Table Style

i%u_mm Style Name: Data Table
Table Setup Lescabion:

Genersd Style Mame: Data Table
Tabde Setup Location:

Row Strokes Table Setup Eop S Column Strokes
Coksmn Strokes Colurnn Strokes

Fils Fills.

Table Border
Wett: ° 15t 1yp0: [
Color: |_FiEE=A] Tint: 100% Overprint Alternating

Gap Calor: Gap Tint: 100 First: 0 Next:

Alternating Pattern: None

Weight: 1pt Weight=
Table Spacing Stroke Drawing Order Type: Type:
Space Before: 0.0625 in Draw:  Best Joins

Space After: 0in

?’“v Style Name: Data Table | Table Style Options
Table Sotup Locatran:
ener il
T Strokes Row Strokes Sl
Cohamnn Strokes Setup:
Rew Strokes
Fils
Alternating Pattern: None Cokamn Strokes
Fills
Alternating Alternating Pattern: Every Other Row
First:

Alternating
Welgt: First: 1 Rows

(5T 7] PANTONE DS 311-...

Tint: 40% L Overprint

Type:

Tint:

Gap Color:

Skip First: Skip Last:
Gap Tint:
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Step 6: Test the Table Style

Create Text Frame

Insert Table (Be sure to insert Header Rows)
Apply Table Style upon insert

Enter text to test styles

Manually Select the Head 2 row and apply
Table Dimensions TabIeHead_Z Cell Style

Body Rows:
Head 1
Head 2

Body Left Body Center | Body Center | Body Center

Table View Window Help m 174.9
Insert Table... Ctrl+Alt+Shift+T  §

onvert Text to Table...

Convert Table to Text...

Table Options

Al mds

ik wnN -

Insert Table

Header Rows:

4
Columns: _ 5
2
(%)

Footer mnwvre. o

< Table Style: Jri-REL]
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Step 7: Turn on Linking to Spreadsheets

Preferences

General File Handling

Interface Document Recovery Data
UI Scaling Folder: C:\ US) s\InDesign Recovery [ Browse...

Saving InDesign Files
Number of Recent Items to Display: 20

Grids Always Save Preview Images with Documents

Guides & Pasteboard Pages: First 2 Pages

rEiEvEny Preview Size: Medium 256x256
Spelling

Autocorrect
Notes Snippet Import

ok Change Position at:  Cursor Location
Track Changes

Story Editor Display

Display Performance Links

R Check Links Before Opening Document

File Handling Find Missinn 1 imiem m-£-me ~ ~==t== Parumant

. e e

Create Links When Placing Text and Spreadsheet Files
Publish Online

Prescive . . iy
Default Relink Folder: Most Recent Relink Folder

[ Hide New Layers When Updating or Relinking




File Edit Layout Type

New

Open...
Browse in Bridge...
Open Recent
Close

Save

Save As...
Check In...
Save a Copy...
Revert

Save Version

Versions...

Search Adobe Stock...

Place...
Place from CC L&ries...

Imnart XMI

Adobe InDesign: Maximizing Styles for Advanced Workflows
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Step 8: Place Excel file

Object Table View

>

= Pictures o
& Google Drive #
@ Boy Scouts o
= Media Server #

m Box

&, 2019 Freebom F.

L] 5
Resclution
Requirements.xls

& Boy Scouts
FrameMaker Cor

Leamnsoft ID
o Creative Cloud File

&% Dropbox

[ Replace Selected Item

File name: TR REC A Ements s

Ctrl+O
Ctrl+Alt+O
>
Ctrl+W
l W riace .
Ctrl+S
Ctrl+Shift+S - UCDA Workshops » InDesign Seminar > Links 7T s
Ctrl+Alt+S Orgonize = New folder ETTe
| = s Quick access
I Desktop +
&@mds *
Cul+D f Documents  #

Turn on Show Import Options

[] Create Static Captions

* | | Importable Files (*.0am;*.inds;*, ~

Open Cancel
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Step 9: Place Excel file

Se|eCt Excel WorkSheet |f there Microsoft Excel Import Options (Resolution Requirements.xls)

is more than one _

Sheet: Resolution *

< Cancel |

. [Ignore View]
Select the Named Region from .

. 5 Cell Range: Print
Excel if there is one

[ Import Hidden Cells Not Saved in View

Remove Excel formatting

Formatting
Table: Unformatted Table

Table Style: Apply InDesign's Table Style

Current Spreadsheet

Number of Decimal Places to Include: 3

Use Typographer's Quotes
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Step 10: Resize Table as needed

Column size is not part of the Table Style

1.5 X LPI 2 X LPI
Resolution File Size Resolution File Size
Newsprint — 100 LPI 150 6.9 225 12.2
Magazine — 133 LPI 200 12.2 266 21.6
Magazine — 150 LPI 225 15.4 330 27.5
Brochure — 175 LPI 263 21.1 250 37.5
Brochure — 200 LPI 300 37.5 400 48.8
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Step 11: Convert Header Rows

All rows from imported tables are considered Body rows by default

|_Resolution | _File aisem
225 '

>
Cell Options >
1 : Insert >
Delete >
2 66 2 Select >
3 3 0 2 : Merge Cells
Split Cell Horizontally
2 5 O 3 i Split Cell Vertically
Convert to Header Rows A
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Step 12: Apply Custom Cell Styles

The Header 2 row in this example

1.5 XLPI 2 XLPI

Resolution File Size Resolution File Size
Newsprint — 100 LPI 150 6.9 225 12.2
Magazine — 133 LPI 200 12.2 266 21.6
Magazine — 150 LPI 225 15.4 330 27.5
Brochure — 175 LPI 263 21.1 250 37.5
Brochure — 200 LPI 300 375 400 48.8
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Step 13: Content Edits must be in Excel

This includes editing text and merging cells

1.5 XLPI 2 XLPI

Resolution File Size Resolution File Size
Newsprint — 100 LPI 150 6.9 225 12.2
Magazine — 133 LPI 200 12.2 266 21.6
Magazine — 150 LPI 225 15.4 330 27.5
Brochure — 175 LPI 263 21.1 250 37.5
Brochure — 200 LPI 300 37.5 400 48.8

Any edits to content will be removed when updating the Excel file
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Step 14: Open Excel file from Links panel

Name

> ¥ 100_0066.jpg (8)

@ Resolut...irements.xls

Relink...
Relink from CC Libraries...

Copy Link(s) To...

Adobe C...er - GIF.gif

M IDEAS |...Layered.ai

Go To Link
Unlink

Hide Link Information Pane

Edit Orwl
Edit Wi >

After editing in Excel, save and return to InDesign
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Step 15: Edits will appear in InDesign

Adobe InDesign

L]
Edits have been made to the imported version of "Resolution YO u W I I I g et a

Requirements.xIs". You will lose these edits (with the exception of
changes applied to spreadsheets through cell styles or table styles) when

you update the link. Update anyway? CO n ﬁ r m a t i O n d i a I O g b OX

1.5 XLPI 2 XLPI
Resolution File Size Resolution File Size
Newsprint — 100 LPI 150 6.9 225 12.2
Magazine — 133 LPI 200 12.2 266 21.6
Magazine — 150 LPI 225 15.4 330 27.5
Brochure — 175 LPI 263 21.1 250 37.5
Brochure — 200 LPI 300 37.5 400 48.8
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Step 16: Turn OFF Linking when done

Preferences

General File Handling

Interface Document Recovery Data
UI Scaling Folder: C:\ US) s\InDesign Recovery [ Browse...

Saving InDesign Files
Number of Recent Items to Display: 20

Grids Always Save Preview Images with Documents

Guides & Pasteboard Pages: First 2 Pages

rEiEvEny Preview Size: Medium 256x256
Spelling

Autocorrect
Notes Snippet Import

ok Change Position at:  Cursor Location
Track Changes

Story Editor Display

Display Performance Links

R Check Links Before Opening Document

File Handling Find Missinn 1 imiem m-£-me ~ ~==t== Parumant

. e e

Create Links When Placing Text and Spreadsheet Files
Publish Online

Prescive . . iy
Default Relink Folder: Most Recent Relink Folder

[ Hide New Layers When Updating or Relinking




