Standard keyboard shortcuts

Toolbox

Mac PC

A. Selecting a tool — these shortcuts work with tools other than Type tool

Selection tool (Esc used with Type tool) Vor Esc Vor Esc
Direct Selection tool A A

Type tool T T

Type on a Path tool shift+T shift+T
Line tool \ \

B. Temporary tool changes — keep keys down to active, let up to release the feature
Hand tool option+spacebar alt+spacebar
Selection tool [ | ctrl

C. Other — not available when working with Type tool (hit Esc first)

Toggle Fill and Stroke icons X X

Swap Fill and Stroke of selected object shift+X shift+X

Apply No Color [None] to selected object =/ /

Apply Gradient to selected object . (period) . (period)

Switch between Normal and Preview mode = W W

Switch between Formatting Affects Container

and Formatting Affects Text J J
Panels Mac PC

C.
D.

A. Control panel basics

alt+@+7

‘ +return

Switch Character/Paragraph formatting alt+ctrl+7

Quick Apply

Special Control panel tricks with Option/Alt key — opens specific dialog boxes
when you click on the icon/button in the Control panel

ctrl+enter

Text Frame Options Number of Columns Number of Columns

Underline Options Underline button Underline button

Bullets and Numbering Bulleted List button Bulleted List button

Grids Preferences (for setting baseline grid) ~ Baseline Grid button Baseline Grid button

Drop Caps and Nested Styles Drop Cap button Drop Cap button

Other panel tricks — right-mouse click to bring up context menu

Color

Switch color modes (CMYK, RGB) shift+click color bar shift+click color bar

Select color for the nonactive fill or stroke ' option+click color bar alt+click color bar
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Everyone has their
favorite keyboard
shortcuts that they
like to use. This is a
list of my personal
favorites — if you
like ‘em, great and if
not, you'll have the
opportunity to find
your own in lab this
week

CS4letsyounavigate
andzoombacktothe
previous magnifica-
tion if you keep the
mouse down using
the Hand tool —
quite useful forwork-
ing in different areas
of the document

If you alt+click on
the Preview button
at the bottom of
the toolbox, you
rotate through the
different views

-




lll. Text

A. Working with selected text using Type tool (may require font installation)

B.

C.

Align paragraph left, right or center
Justify with last line aligned left
Increase leading

Decrease leading

Auto leading

Align to grid (toggle on/off)
Auto-hyphenate (toggle on/off)
Increase point size of text by 2 pts:
Decrease point size of text by 2 pts:
Italicize text

Bold

Normal (switches to Regular)
Underline

All Caps (toggles on/off)

Small Caps (toggles on/off)

Working with selected text frames

Select next frame in story
Select previous frame in story
Select first frame in story

Select last frame in story

Inserting special characters
Straight single quotes (' not ")
Straight double quotes (" not *)
Em dash (—)

En dash (-)

Ellipsis (...)

Degree (°)

Bullet (+)

Cent (¢)

Copyright (©)

Trademark (™)

Registered Trademark (°)

Mac

shift+ @ +L/R/C
shift+ @ +)
option+\/
option+
shift+option+®+A
shift+option+®#+G
shift+option+ @ +H
shift+ @ +>
shift+ @ +<
shift+ @ +1
shift+@+B
shift+@+Y
shift+ @ +U
shift+ @ +K
shift+ @ +H

option+®+pg down

option+®+pg up

shift+option+®+pg up
shift+option+®+pg down

control+’
shift+control+'
shift+option+ -
opt+ -
option+;
shift+option+8
option+8
option+4
option+G
option+2

option+R

PC

shift+ctrl+L/R/C
shift+ctrl+>
alt+\

alt+ N
shift+alt+ctrl+A
shift+alt+ctrl+G
shift+alt+ctrl+H
shift+ctrl+>
shift+ctrl+<
shift+ctrl+l
shift+ctrl+B
shift+ctrl+Y
shift+ctrl+U
shift+ctrl+K
shift+ctrl+H

alt+ctrl+pg down
alt+ctrl+pg up
alt+ctrl+pg up
alt+ctrl+pg down

alt+'

ctrl+alt+'
alt+0151
alt+0150
alt+0133
alt+0176
alt+0149
alt+0162
alt+0169
alt+0153
alt+0174

If you include the
alt/optionkeywhen
increasing text size,
you increase the
increment by 10
(5 x current prefer-

ence)

Macintosh conflict
changes with OS 104
and InDesign:
View..Hide/Show
Text Frames menu =
@& +control+H




IV. Other

Mac

PC

A. Miscellaneous

Right-click on the

Select all guides option+®+G alt+ctrl+G ruler to delete all
Go back/forward to last viewed page & +pg up/down ctrl+pg up/down guides (CS4)
Open new default document @ +option+N ctrl+alt+N
Activate the Go To page command [ &3] ctrl+)
B. Switching skills
Rotate between open documents €+ ctrl+~
Launch Bridge @ +option+O ctrl+alt+O

Keyboard shortcuts

Default keyboard shortcuts

L7 comments (3)

Keys for tools

Ratings:0

Keys for selecting and moving objects

Keys for transforming objects

From InDesign Help

Keys for editing paths an
Keys for tables

Keys for finding and chan
Keys for working with typ
Keys for navigating throu
Keys for viewing docume
Keys for working with XM
Keys for indexing

Keys for panels

Keys for the Control pang| |

Keys for type panels and
Keys for the character an

Keys for the Tabs panel

Keys for the Layers panel| !

Keys for the Pages panel
Keys for the Color panel

Keys for using the Separs
Keys for the Swatches pa

Keys for the Transform p

Keys for panels

Cammants (0] Rstinga:

Thec tabis ln't & complete et of keybosrd ghortosts. It liste cnly thoan sharrule shet sran®t displyed i menu cammands or ool e

Renalt

Beiete wifoul cenfirmaton

Eroeie fm g 3ot ppbam

Apply value s keep fotus an aptiss
Ackyale lasl-used opbon n itused panc]

Salect range ol mivies, liyers, ines, pwabcses, or Abrary
vojests in & panel

Ealect nansdjscenk sty lea, lepare, hinke, dwatchas, or Bhraey
tiljeets in & panel

Hpply value eod seivct sexl valee
Hewe focun tn selecled ohiject, ek, or modo

ShumiHids all panuh, TuoBan, and Control gangl {with nu
msertion paint)

ShomiHide all panels except the Toobok snd Cortrel panel
{gackad ar noth

Opee ar cawe all wiaghed panais

SHER & panal roun

Saloo Aem by Ao

Dpen e Drop Shadow paned

Whndowrs

&hchon Delebe igan

Alglch Meaw buttun

Stdls Erte

Cilibli- |Rde]

Shift-chel

Ciri-chek

Shift=Tad

Etri=&k+Tak

ARs-drag amy pasal th (i BN groun) B edga al

SErgen

AivsCiri-cheh m ot and then ust bepboand i sckec

e by mame

Alt=Ciri+8

Mas 05

Optien-chick Delele kon

Opboncick New Bultan

Sl eEntar

Eeemewiand & Dpliand - [1ida]

SRtk ehick

Comemand-chck

Shilt+Tab

Coemerand = Dption<+Tah

Opbantdrag b% sanal 18 [in tha grecn)] 18 adge of medts

Opbion + Command-tlcs i il and then use keplaord to

select iem by name

Command +0ptian+H

Keys for resolving conflic

S DElwecT Mac WS LU0 and LU.%

Cyndi Reese | FALL 2009 | InDesign 3
Standard keyboard shortcuts $ PAGE 3

oo

E 5




