
Eyedropper Functions

Clicking once creates ‘loaded’ dropper which stays ✯ ✯

loaded to apply same settings to more text
To ‘unload’, hold the ✯ ✯ Alt/Option key to sample 
new settings

Type Tool Functions

While working with type (using the Type tool):
to exit this tool, use ✯✯ ESCAPE key
to switch to the ✯✯ Hand tool to navigate your view, 
hold ALT
deselects all the text & objects ✯✯ Cntl + Shift + A
Pink Font Issue;  ✯✯ Cntl+Shift+Y defaults to 
“Regular” style of the font

Placing & Flowing Text Efficiently✯✯

Auto-Flow; Press Shift + Click the loaded cursor 
(flows all loaded text into automatic text frames 
and automatically adds pages to document to 
accommodate all loaded text

Semi-Auto-Flow; Alt + Click with the 
loaded cursor to have specific click-
control over placing text boxes (you 
will have to add pages yourself)

Nitpicky Typography Things:

Toggle between using Typographers Quotes and 
NOT Using Typographers Quotes (for ft. & inches)
Cntl+Alt+Shift+ ’   Cmd+Opt+Shift+ ’ (Mac)
OR for Feet & Inches, use Prime Marks found under 
Type Menu > Glyphs

Use either the menu option Type > Glyphs 
to find special characters or 
Type > Insert Special Characters

Creating Specific Fractions 
that are not available in Font Glyphs
When a fraction glyph is not available,

change numerator to ✯ ✯ Superscript
denominator to ✯ ✯ Subscript
Alt + Shift + 1✯ ✯  shortcut to create 
a ‘Fraction Slash’ (create regular keyboard slash 
character, highlight it, and use shortcut)
then go to ✯ ✯ Edit > Preferences > Advanced Type 
Reduce the Size percentage for both Superscript 
and Subscripts
also change thePosition of the Subscript to 0%✯ ✯



Style Sheets
Character, Paragraph, Object, Table, Cell

Note: Must have NumLock ON and use Numeric 
Keypad to assign custom shortcuts to styles

Style Loop
Create each Paragraph ✯✯

Style in logical order
After creating the first style, when ✯✯

creating the next style, chose 
BASED ON the previous style
Edit each Style to include ✯✯ NEXT STYLE
w/black arrow, select the ✯✯

entire text frame
in Paragraph Styles palette, ✯✯ Right+Click on the FIRST style, chose Apply “First Style” + then Next Style


