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Objectives 
•  Identify the anatomical parts of 

letters
•  Interpret hidden characters to 

identify hard and soft returns, spaces, 
and other formatting

•  Use paragraph formatting features 
and punctuation: space before 
and after, drop and raised caps, 
hyphenation, optical margin 
alignment, balance ragged lines, 
alignment, quotation marks, and 
prime marks

•  Differentiate between hyphens and 
dashes, and use each correctly

• Calculate ideal line measure
• Interpret proofreading marks

Introduction 
Sometimes it’s tempting to cut corners. When working on that design job for 
you aunt, or doing a “freebie” for a volunteer organization, you may be tempted 
to throw typographic principles to the wind and just slam out the job. You may 
be able to get away with poor typesetting—occasionally. But sooner or later, 
your boss, creative director, or prepress technician will open your digital files 
and be appalled at your unprofessional and unorthodox production techniques. 
You don’t want to gain a reputation as a designer with excellent design capabil-
ities, but horrible production and typography skills! That’s why it’s so import-
ant to develop good production habits right from the start. 
Design projects can range from pizza coupons to annual reports. You should 
incorporate basic typesetting standards in all the projects you do. High-end 
jobs undoubtedly go beyond the basics and require more time and effort to in-
corporate precise specifications, styles, baseline grids, and so on. You will learn 
to match the level of typesetting with the level of the project—but only after 
you thoroughly understand the basics of production and typography. Putting 
type on a page without incorporating typographic principles is merely word 
processing. Creating text that enhances communication, while incorporating 
correct typography, is an art. Welcome to the line art of setting type. 

The Anatomy Of Type 
My husband worked in his father’s farm machinery business as he was growing 
up. While most of us can correctly identify the slow-moving machine we pass 
on the road as a tractor, my husband can still identify the make, model, and 
era of almost any tractor he sees. Because he was surrounded by machinery 
on a daily basis, he learned how to identify specific features and differentiate 
between models. 
The process of identifying typefaces works the same way. First, you learn to 
classify type as sans serif or serif. Then, you begin to recognize that different 
typefaces have different personalities. (Remember the example of choosing 
your cosmetic surgeon in Chapter 2?) But before you can go deeper into type 
identification and selection, you will need to recognize the nuances of the 
anatomical parts that make up letters. It’s difficult to discuss typeface selection 
with a person who says: “I need a letter g that has an upper part and a curved 
thing-a-ma-bob on the bottom.” Because choosing a typeface is a critical step in 
any project, we begin this chapter by discussing the anatomical parts of a letter. 
As presented in Chapter 2, each line of type sits on an imaginary line called a 
baseline. Other structural points of reference, with which you should become 
familiar, are shown in Visual 3-1. 

VISUAL (3-1) 

Terms used as reference points when discussing type measurements. 
•  X-height: the distance from the baseline to the top of a lower case x
•  Mean line: a horizontal line drawn parallel to the baseline at the x-height
•  Cap height: the space from the baseline to the top of a capital letter
• Ascender: parts of a letter that extend above the mean line
• Descender: letter parts that extend below the baseline
•  Descent: the distance from the baseline to the bottom of the longest descender
• Point size: determined by adding the ascent and descent 

Calculating Point Size 
Point size is not determined by measuring an upper case “E.” Instead, point 
size is calculated by measuring the distance from accent line to the descent 
line. Variations in these measurements, from typeface to typeface, can make a 
25-point font in one typeface look much different than a 25-point font in anoth-
er typeface. Compare the size of the lower case letters in the two type samples 
shown in Visual 3-2. 

Anatomical Parts Of A Letter 
The anatomical parts of letters deal 
with letter structure, shape, and 
finish. Although some anatomical 
parts are specific to one or two 
letters, most appear in many letters. 
Although not complete, the charts 
shown in Moving Toward Mastery on 
the next two pages provide the most 
common letter parts. When you can 
identify the nuances in the structur-
al makeup of a letter, you become 
better at identifying and choosing 
typefaces. 
Often a client will bring in a printed 
sample for you to match. Finding the 
perfect font match can be time con-
suming. You can speed up that proves 
by using an online font identification 
site such as: www.identifont.com. 
This site narrows your search 
through thousands of typefaces 
by asking you questions about the 
anatomical features of specific 
letters. The database sorts through 
the possible options based on your 
responses and ultimately gives you 
likely typeface matches from which 
to choose. 

Visual (3-2)
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Visual (3-3)

Understanding Hidden 
Characters 
When you press a key that does not 
produce a letter, number, or punctua-
tion mark-for example, the Spacebar, 
the Tab key, or the Return key—a 
hidden character is placed in your 
document. By default, hidden charac-
ters are not visible. You can make the 
hidden characters in your document 
visible by pressing Command+Op-
tion+I (Mac) or Control+Alt+I (Win-
dows). This keyboard shortcut is a 
toggle shortcut, which means your 
use the same key sequence to turn 
hidden characters on or off. Different 
hidden characters are represented 
on the screen by different symbols. 
When hidden characters are turned 
on, you will see many tiny symbols 
on your screen, but they won’t print. 
Your computer thinks a space be-
tween letters or a return at the end 
of a line is a character, just like a let-
ter or number or punctuation mark, 
and treats it as such. Memorize the 
hidden character symbols shown 
in Moving Toward Mastery, above. 
By doing so, you can see your docu-
ments as your computer sees them. 
Not only do hidden characters show 
the details of how your document 
was constructed, they tell even more 
about your typesetting abilities. Your 
supervisor or coworkers can take 
one look at the hidden characters in 
your document and have a good esti-
mate of your software proficiency. 

How InDesign Defines Paragraphs 
Now that you can read hidden characters, you are ready to set type in para-
graphs. 
One thing you will always want to remember is this: A paragraph is defined by 
pressing the Return key (Mac) or the Enter key (Windows). 
Each time you press the Return key you create a paragraph, whether you have 
typed a whole page or just one letter. From studying the chart of hidden char-
acter symbols shown on the previous page, you already know that a paragraph 
symbol looks like this: ₱. If you have hidden characters turned on, each time to 
press Return, this symbol will show and you will have created a new paragraph. 
(I work with hidden characters turned on most of the time, because I want to 
see my document as the computer sees it!) Look at the two passages in Visual 
3-3. How many paragraphs are in frame “A”? How many are in frame “B”? Even 
though the copy in frame “A” looks identical to the copy in frame “B”, it is actually 
13 paragraphs, while column “B” is only three: a headline, and two paragraphs 
of body copy. Each ₱ symbol represents a paragraph. 
The Return of Enter key was pressed at the end of each line in frame “A,” creating 
many more paragraphs than necessary. This is called setting line for line. The 
majority of the time, you will want to use the Return key only at the end of a 
whole paragraph so that the software will manage the line endings. 
Occasionally you will need to break a line manually within a paragraph. Look at 
the third line in the last paragraph of frame “B.” It has a different symbol at the 
end of the line. This symbol (┐) represents a soft return (also called forced line 
break), and is created by pressing Shift+Return (Mac) or Shift+Enter (Windows). 
Here’s another important rule to remember: A soft return breaks the line, but 
does not create a new paragraph. The distinction between paragraph returns 
(or hard returns) and soft returns (forced line breaks) is critical to understand, 
because they determine how InDesign applies paragraph formatting options. 

Add Space Between Paragraphs
In the following exercise you will learn how to add extra space between para-
graphs. This is the technique you should use, rather that placing double returns 
between paragraphs!

1.  Create a new document: 8.5” x 11”, all margins 0.5”. 
2.   Press F to select the Rectangle Frame tool. Draw a rectangle from the upper left to 

the lower right margin. Select the Type tool and click in the frame to make it a text 
frame. 

3.   Open the Context menu and choose Fill with Placeholder Text. Text should flow 
into the text frame. Don’t worry about trying to read it, placeholder text is a term 
for text that is used to “take the place” of the final coy. It is useful for showing 
where the finished text will be placed and makes the document look more com-
plete. The placeholder text will be replaced by the actual copy later. (Placeholder 
text can also be accessed from the Type menu.) 

4.   Turn on hidden characters by pressing Command+Option+I (Mac) or Con-
trol+Alt+1 (Windows). You will probably see several paragraph return symbols 
in the text. There should be a # symbol at the end of the text indicating the end of 
the story. (If your text doesn’t show any paragraph symbols, insert two or three 
paragraphs returns throughout the text.) 

5.  Add some soft returns at the end of three or four lines. 
6.    Use the techniques described in the box to the left to practice highlighting text. Se-

lecting paragraphs with four clicks is a good way to make sure that everything in 
the paragraph is selected including the paragraph return symbol at the end of the 
paragraph. If you simply drag the cursor to highlight the characters in the para-
graph, it is easy to miss the ending paragraph symbol. 

7.   Select all the text by pressing Command+A (Mac) or Control+A (Windows). 
Choose a typeface and make the type 10-point with 11-point leading. 

8.   Add space between paragraphs using the Paragraph Formatting Controls. Visual 
3-5 shows the Space After field. Type p7 (meaning 7 points) in the field. When 
you press Return, InDesign converts the point measurement to the equivalent 
measurement in inches and adds that amount of space after every paragraph. 
You can use any measurement system to enter numeric values in fields, as long 
as you also enter the corresponding unit abbreviation such as in for inches or 
mm for millimeters. When using point and picas, if the p is before the number it 
means points. When the p follows a number, it means picas. Therefore, 5p means 
5 picas, p5 means 5 points, and 12p6 means 12 picas, 6 points. 

9.   Examine your copy to see the breather space between the paragraphs. Remem-
ber to use Command+Z (Mac) or Control+Z (Windows) to undo any mistakes. 
Keep this document open-there’s more practice ahead. 

Using Raised And Drop Caps 
A well-set paragraph is a pleasure to view and to read. Skilled typesetters use 
subtle techniques to give text interest and visual appeal. Adding raised or drop 
caps (capital letters) is one of these techniques. Both raised and drop capital 
letters are larger than the accompanying body copy. A drop cap is a paragraph 
attribute and is set by using the Paragraph Formatting Controls (a paragraph 
can have only one value for any given paragraph attribute, such as drop caps, 
space after, and alignment).
A raised cap sits on the baseline and rises above the rest of the text. A raised 
cap is a character attribute and can be set in the Character Formatting Controls 
(a paragraph can contain characters that have many different character attri-
butes, such as point size, font, and color). 
The letter shape of some drop caps tends to separate the letter from the rest 
of the word. Extra kerning might be required in these cases. (We will discuss 
kerning in the next chapter.) 
One word of caution--use raised and drop caps sparingly. They are generally 
used at the beginning of an article or chapter. However, as Visual 3-7 demon-
strates, if these special techniques are overused, the end result is a document 
that looks like type has been splattered all over the page. 

Visual (3-7)

Create drop caps and raised caps 
1.   Make sure the text frame is active  

by double-clicking on the text.  
The cursor should now be an  
I-bean. 

2.   Highlight the first letter of the 
 first word. 

3.   To make a raised cap, hold down 
Shift+Command (Mac) or Shift+-
Control (Windows) and press the 
greater-than key (˃) five or six 
times to increase the point size. 
The size of the letter will increase 
and the letter will remain sitting 
on the baseline. 

4.   To make a drop cap, put the cur-
sor in the next paragraph. Switch 
to the Paragraph Formatting Con-
trols. Visual 3-8 shows the two 
fields you will be using, located 
right below the Space After field 
you used earlier. The field on the 
left controls how many lines the 
letter(s) will drop. The field on the 
right controls how many letters 
will be dropped. Experiment with 
these controls by clicking on the 
arrows and watching your screen. 
Change the first letter in that 
paragraph to an A and turn it into 
a drop cap. See how the shape of 
the letter separates it from the 
rest of the word? The space be-
tween the letter pair needs to be 
adjusted, a process called kerning, 
which will be discussed in the 
next chapter. Keep your document 
open to use in the next exercise. 

Manage Hyphenation Settings 
Automatic hyphenation is active as 
an InDesign default. For some  
documents you will want to turn 
automatic hyphenation off. To do  
so, create your document and 
select the Type tool. Go to the right 
end of either the Paragraph or 
Character Formatting Controls panel, 
click on the icon shown in Visual 3-9 
to reveal the options menu and then 
select Hyphenation. When the 
Hyphenation Settings dialog box 
opens, deselect Hyphenate at the top 
of the window. 
Automatic hyphenation is now 
turned off for this document. 
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The Hyphenation Settings dialog box 
also allows you to decide whether 
capitalized words will be hyphenat-
ed and how hyphenation will affect 
individual words. (When hyphen-
ation is turned off, you can still add 
a discretionary hyphen to individual 
words. Discretionary hyphens will be 
discussed later in this chapter.) Even 
with automatic hyphenation turned 
off, InDesign permits you to override 
the document hyphenation setting 
and apply hyphenation to individual 
paragraphs. Place the cursor in the 
paragraph and check Hyphenate in 
the Paragraph Formatting Controls 
panel. 
To turn off hyphenation in a single 
paragraph, place the text cursor 
in the paragraph and deselect the 
Hyphenate option in the Paragraph 
Formatting Controls panel. It isn’t 
necessary to highlight the whole 
paragraph because hyphenation is a 
paragraph attribute, and formatting 
one line in a paragraph affects the 
entire paragraph. If you want to turn 
off hyphenation in several adjoining 
paragraphs, drag with your mouse 
to select the text. It isn’t necessary to 
highlight paragraphs, drag with your 
mouse to select the text. It isn’t nec-
essary to highlight everything in each 
paragraph. One letter of the first or 
last paragraph will do. Now deselect 
the Hyphenate option in the Para-
graph Formatting Controls panel. 

Keep Words And Phrases On One Line 
There are some words and phrases that should not be split from one line to 
another. Proper names with titles (Dr. Smith), telephone numbers (888-7707), 
dates (July 16, 1947), and some compound words (New York) should not be 
split from one line to the next. InDesign makes it easy to control these potential 
problems. 
To keep compound words from splitting, insert a special nonbreaking space 
between the two words. Place the cursor between the words and delete the 
regular space. Open the Context menu and select Insert White Space. Then 
choose Nonbreaking Space from the menu and select Insert white Space. Then 
choose Nonbreaking Space from the menu of different types of spaces you can 
insert. If your hidden characters are turned on, you will see a new symbol that 
designates a nonbreaking space (˄). To turn on hidden characters, press Com-
mand+Option+I (Mac) or Control+Alt+I (Windows). To keep a phone number 
from splitting at the hyphen, substitute a nonbreaking hyphen. Using the same 
Context menu, choose Insert Special Character˃Hyphens and Dashes and then 
choose Nonbreaking Hyphen from the menu of available special characters. A 
final method for keeping words or phrases from splitting onto two lines, is to 
highlight the copy and select NO Break from the Paragraph or Character For-
matting Controls option menu (Visual 3-11). 

Visual (3-11)

Apply Alignment Settings 
Another great feature in the Paragraph Formatting Controls panel is the Align-
ment option. Visual 3-12 illustrates the six alignment options that you will use 
most often. When text is aligned to the left, the right edges of the text are un-
even, which is referred to as ragged right, or flush left. When text is pushed to 
the right side, the left edges are ragged. This alignment is called flush right or 
ragged left. Text that spreads all the way from the left to the right edges of the 
text frame is called justified. Text that is centered creates ragged edges on both 
sides. Each alignment setting has its design challenges. Ragged edges must not 
be too uneven or the page will have a choppy look. Justified type can be riddled 
with uneven white spaces within the lines that merge to create rivers. Exam-
ine your justified copy carefully to make sure rivers don’t disrupt eye flow and 
reduce readability. 

Visual (3-12)

Indent Copy 
Indents push paragraphs a specified distance from the left or right sides of a 
text frame. Visual 3-13 shows the Paragraph Formatting Controls panel fields 
used to set the following types of indents: left, right, first line, and hanging. 
Don’t confuse paragraph indents with text frame insets. An indent is a para-
graph formatting attribute that can apply to individual paragraphs within a 
text frame. An inset is a text frame attribute which affects all the text—every 
paragraph—within the text frame. 
To create a paragraph indent, select your paragraph(s), place the cursor in the 
desired indent field in the Paragraph Formatting Controls panel, and type a nu-
merical value or click one of the arrows. Very simple. Let’s discuss how to cre-
ate two specific indents: a first line indent and a hanging indent. Place the cur-
sor in a paragraph and then change the value in the First Line Left Indent field 
by clicking the upper arrow. You will see that only the first line indent increases 
and moves to the right. This is easy to visualize and understand. The hanging 
indent is a bit more confusing. Look at Visual 3-13 and you will see that most 
of the paragraph “hangs” from the first line of text. To set a hanging indent, you 
must first set a left indent. Once the left indent is set, you then change the First 
Line Left Indent field by entering a negative value. This forces the first line back 
to the left. Once you understand the sequence, creating a hanging indent style 
will also become easy to incorporate into your production. 

Visual (3-13)

Balance Ragged Lines 
Ragged line endings create an open, 
friendly look. As you scan up and 
down the block of copy you want the 
overall shape and pattern of the line 
endings to look like smooth hills, 
not like rough, jagged mountains. 
InDesign has a wonderful feature for 
smoothing out ragged copy. 
You will find it in the pull down 
menu at the far right end of the 
Paragraph or Character Formatting 
Controls panel. Select a paragraph in 
the document and make sure it is left 
justified. 
Select Balance Ragged Lines in the 
Paragraph Formatting Controls 
menu (Visual 3-15). The edges of 
your paragraph should smooth out. 
To smooth out ragged edges on ev-
erything in your text frame, select all 
your paragraphs and apply the Bal-
ance Ragged Lines option. Balance 
Ragged Lines also affects paragraphs 
that are aligned to the right. 

Visual (3-15)

0
20
40
60
80

100
120
140
160
180
200

1 2 3 4 5 6 7

3-11

Series1 Series2

0

50

100

150

200

250

300

350

400

1 2 3 4

3-13

0
100
200
300
400
500
600
700
800
900

1000

1 2 3 4 5 6 7

3-12

Jan Feb March

0 200 400 600 800

1
2
3
4
5
6
7
8
9

10
11

3-15

Continued from pg 5

6 7



Use Quotation Marks

Visual (3-16) 
As shown above in Visual 3-16, there 
is a difference between typewriter 
quotation marks and typographer’s 
quotation marks. Typewriter quo-
tation marks really have little place 
in typesetting. Some typesetters use 
straight typewriter quotation marks 
to indicate measurements such as 
feet and inches. Straight quotation 
marks are found under the Type 
menu, or Context menu ˃Insert 
Special Character˃Quotation Marks. 
While straight quotation marks are 
acceptable, a better way is to insert 
prime marks for dimensional units 
of measurement, if they’re included 
in the typeface. By default, InDesign 
uses typographer’s quotation marks, 
sometimes called curly or smart 
quotes. If someone has changed your 
InDesign defaults, you can easily 
change the preferences back to use 
typographer’s quotes. On the Mac, 
choose InDesign˃Preferences˃Type. 
In Windows, choose Edit˃Preferenc-
es˃Type. 
Make sure there is a check mark next 
to the Use Typographer’s Quotes op-
tion. If you enable this option setting 
when there is no document open. 
InDesign will use typographer’s quo-
tation marks as the default setting 
for all subsequent documents. If you 
change this preference setting with 
a document open, the change will 
apply only to the current document. 

Before we move on to another topic, let’s put some quotation marks in our 
practice document. Select all the type by pressing Command+A (Mac) or 
Control+A (Windows) and change the alignment to: justify with the last line 
aligned left. Now put twelve sets of quotation marks at the beginning and end 
of the lines in your copy block. Scatter the quotation marks up and down the 
length of the copy block, and get ready for another great InDesign technique! 

Hang Punctuation 
You can’t help but be excited about InDesign. No other software can match its 
text-handling capabilities. And the ability to offset punctuation is another great 
InDesign feature. Now that you know how to use the correct quotation marks, 
it’s time to fine-tune your copy. If you look closely at the quotation marks you 
inserted at the beginning and the end of your lines, you will see that the marks 
visually create tiny holes in the text block. At first glance this might not seem 
like a big deal. But after you use the next function, you will see what a huge 
difference a little fine-tuning makes! 

1.   Highlight your type. Locate the Font Size field in the Character Formatting Con-
trols panel and make a note of the point size of your text. 

2.  Go to the menu and choose Type˃Story. The Story panel is used only for Optical 
Margin Alignment, a very powerful function! Optical margin alignment allows 
punctuation marks that appear at the beginning or end of lines of type to be 
extended slightly beyond the text frame. This prevents quotation marks from 
creating the look of tiny holes at the edges of a column of type. 

3.   As Visual 3-17 shows, there are only two fields on the Story panel. Click the 
box next to Optical Margin Alignment. A check mark should appear. The field 
in the lower area is called the Align based on size control. It is used for setting 
the point size of the type in the copy block. Since you just made note of the 
point size, enter that value in the Align based on size field. When Optical Margin 
Alignment is active, notice how the quotation marks are partially set outside the 
edges of the text frame, creating a much smoother visual path for the eye to fol-
low. Toggle the Optical Margin Alignment box a few times and see the difference 
it makes. Very cool. What a fantastic InDesign capability! 

Visual (3-17)

Using Hyphens And Dashes 
Now that you have quotation marks squared away, it’s time to move on to hy-
phens and dashes. 
A hyphen is a dash entered by pressing the key to the right of the number zero 
key. Hyphens are used in only two instances: to separate compound words such 
as state-of-the-art (including compound names, such as Anderson-Jones and 
compound numbers, such as phone numbers) or to hyphenate words at the 
end of a line of type. A hyphen that is automatically added by InDesign during 
the text flow process is called a soft hyphen. This hyphen will disappear if the 
text is edited and the hyphen is no longer needed. When you deselected Hy-
phenate in the Paragraph Formatting Controls panel earlier in this lesson, you 
were turning off the soft automatic hyphens. 
Hard hyphens are those you place in compound words when typing, or ones 
that you manually insert to hyphenate a word at the end of a line. Hard hy-
phens are there to stay—they are part of the text just like any other visible 
character. If the line endings change during the editing process and a manually 
hyphenated word ends up in the middle of a line, it will still be hyphenated. If 
there’s a chance that a manually hyphenated word might appear in the middle 
of a line after your text is edited, be sure to use a discretionary hyphen. Like a 
soft hyphen, when a discretionary hyphen is no longer needed, it will disap-
pear. For instance, suppose you are working with auto hyphenation turned off 
and a four syllable word has wrapped to the next line, leaving a white “hole” 
at the right end of the preceding line. To even out the ragged edge, you decide 
to manually hyphenate the word. To insert a discretionary hyphen, place the 
cursor where you want the hyphen to appear. Open the Context menu, choose 
Insert Special aracter˃Dashes and Hyphens˃ and then choose Discretionary 
Hyphen from the menu of available special characters.
Dashes are different from hyphens, with different size dashes for different pur-
poses. The first type of dash is an em dash. An em is a flexible unit of measure 
that corresponds to the point size of the type. For instance, an em in 5-point 
type would be 5-points wide, while an em in 10-point type would be 10-points 
wide. An em dash is used within a sentence—as in this sentence—to provide 
a break in thought (a process called interpolation). In the days of typewriters, 
two hyphens were used to indicate an em dash. You can create an em dash by 
pressing Shift+Option+Hyphen (Mac) or Shift+Alt+Hyphen (Windows). 
An en is half the size of an em; so an en dash is half the size of an em dash. 
An en dash is used to show a range of time, numbers, or a geographic area, 
and substitutes for the word to. When a poster reads that an event runs from 
September 26-30 in the Minneapolis-St. Paul area, en dashes are used to sep-
arate the dates and cities (Visual 3-18). An en dash is also sometimes used in 
headlines when an em dash looks too large. You can enter an en dash by press-
ing Option+Hyphen (Mac) orAlt+Hyphen (Windows). You can also open the 
Context menu, while using the Type tool, to access em and en dashes from the 
Insert Special Characters menu. However because this method is much slower, 
you should memorize the shortcut keys. 

Calculate Paragraph Line 
Measure 
There are many factors that work 
together to create good type 
setting. There is an inseparable  
relationship between type size,  
measured in points, and line mea-
sure, indicated in picas. A line mea-
sure that is too long in relation to 
the point size will be difficult to 
read. For example, if a line measure 
is short and the pint size is large, 
the copy will look choppy because 
too many hyphens will be needed. A 
good rule of thumb: As the point size 
increases, the line measure should 
also increase. It is easy to calculate 
the range of acceptable line measure 
for a single column of copy by multi-
plying the point size of the type by 2 
or 2.5. The resulting number will be 
the line measure in picas. For in-
stance: 10-point type × 2 = 20 picas. 
And 10-point type × 2.5 = 25 picas. 
Therefore, a line measure between 
20 and 25 picas would be an excel-
lent starting point. Readability is the 
overriding concern—a measure too 
long to too short reduces readability. 

Visual (3-18)
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Calculate Line Measure 
Let’s see how easy it is to calcu-
late line measure in InDesign. 
1.   Create a new 8.5” x 11” document, 

margins 0.5”.
2.  Draw a text frame of any size. 
3.   Fill with placeholder text by using 

the menu options or by choosing 
Type˃Fill with Placeholder Text. 
Select all the type and change the 
point size to 10 pt. 

4.   Switch to the Selection tool and 
on the Control panel highlight the 
Width field and type 20p (20pi-
cas). Press Return. If your unit 
of measurement is set to inches, 
InDesign will translate 20 picas 
into 3.3333 inches as soon as you 
press the Return key. Print the 
document. 

5.   Highlight a line of average length. 
Press F8 to open the info panel. 
Look in the Characters field in the 
lower part of the Info panel. How 
many characters are in an average 
line? A good range for character 
count would be 45 and 75, with 
an ideal of 66 characters (spaces 
also count as characters). In a 
multi-column frame, the character 
count would range between 40 
and 50 characters. 

6.   Select your text frame with the 
Selection tool. In the Width field, 
increase the measure to 40p and 
print out the document. Compare 
the two text blocks, one with a 
20p measure and the other 40p. 
Which one would you prefer to 
read? 

Proofreader’s Marks 
Someone sent me this tongue-in-cheek word play for people who use only 
the computer’s spell checking system to proof their documents: Weave know 
knead four proofing any moor. 
It is essential to proof every project manually, in addition to using your com-
puter’s spell check system. Sometimes clients will provide electronic copy, 
and other times you will type in the copy yourself. Whatever the case may be, 
all copy needs to be proofed. Knowing basic proofing marks will speed up the 
proofing process. Out in the workplace, where many people work on a single 
project, using these marks will give clear direction to others and be a precise 
method of editing copy. Memorize and use the marks shown above. Marking up 
proofs is best done with an extra-fine fiber tip pen with a contrasting ink color, 
such as red or green. Edits are usually noted in pairs—one mark in the line of 
copy, itself, to flag where the problem is, and a corresponding mark, in the mar-
gin, describing the solution. Interpreting a standard set of proofreader’s marks 
is much easier than trying to decipher a hodgepodge collection of cross-outs, 
circles and arrows. 

Summary 
A few years ago, after being inspired by watching “do it yourself” shows on 
cable TV, I purchased a fancy miter saw to use in finishing our basement. It was 
easy to plug in the saw and make cuts. However, getting the corners of the trim 
molding to fit perfectly was another matter. I soon found out that using the saw 
was the easy part—what I didn’t know were the techniques required for pro-
ducing professional-looking finish carpentry! This chapter moved you beyond 
merely “powering up” InDesign, to incorporating typesetting techniques that 
are standards in our profession. Some of my students don’t “buy in” to learn-
ing these techniques—and you can see the results in their poor typesetting. 
Remember, your potential employer only needs to examine your document 
formatting by making hidden characters visible to determine your InDesign 
proficiency. These first chapters are designed to help you develop excellent 
production habits which will last throughout your career. Although many of the 
rules and techniques seem nitpicky at first, they will become automatic after 
practice. 
Anatomy of type was introduced, followed by a discussion of hidden characters 
and paragraph definition. The features of the Paragraph Formatting Controls 
were emphasized in this chapter. You learned how to format paragraphs using 
space after, raised and drop caps, and various indents. No break, Nonbreaking 
spaces and hyphens were introduced, as well as the proper use of quotation 
marks and dashes. These important production tips were presented: 

•  Use soft returns (Shift+Return or Shift+Enter) to manually break lines within a 
paragraph. A soft return in also called a forced line break. 

•  Use a hard return (Return or Enter) only at the end of a paragraph. 
•  Use Space after or Space Before in Paragraph Formatting Controls to add extra space 

between paragraphs. 
• Do not set text “line for line” unless absolutely necessary. 
•  The Story panel allows you to activate Optical Margin Alignment. 
•  Go to the www.identifont.com web site when you need to match a typeface. 
•  A formula for determining the range of acceptable line measure for single-column 

body copy, is 2 to 2.5 times the type’s point size, in picas. 

Now that you’re becoming comfortable with using type, in the next chapter 
we’ll throw images into the production mix. 

In Review
1.  How is a font’s point size determined? 
2.  Why is it helpful to see hidden characters? 
3.  What is the difference between a hard and soft return? 
4.   How can space be added between paragraphs without pressing the Return key 

more than once? 
5.   What does the notation Myriad Pro Semibold Condensed 12/15 x 30 mean? 
6.   How do you make a drop cap? How do you make a raised cap? 
7.  Which panel holds the Optical Margin Alignment option? 
8.   Describe the uses for each of the following: hyphen, em dash, en dash. 
9.   What is the guideline for calculating an acceptable line measure? 
10.  How is a typographer’s quotation mark different from a typewriter quotation 

mark? 
11.  What does it mean to set text “line for line”? 
12.   The client has asked you to duplicate a project, but does not know what font 

was used. 13.What steps would you take to identify the font? 
13.  What is a discretionary hyphen and how is it entered? 
14.  When might you use a nonbreaking space? 
15.   How do you make No Hyphenation the default for an entire document? 

Combining Type And Images 
Objectives 

• Locate, move, and lock the zero point 
•  Use the coordinate and measurement systems for precise placement and sizing of 

elements 
• Create multi-column and linked text frames 
•  Place text, check spelling, apply paragraph rules, adjust tracking, and use manual 

and optical kerning 
• Place, scale, and crop images 

Introduction
The first three chapters have focused on the basics of InDesign and typogra-
phy. If you have been waiting for the chance to work with images—as design-
ers love to do—this chapter is for you. First, we will master the coordinate 
system, place text, and fine-tune type. Then, near the end of the chapter you 
will be introduced to placing, scaling, and cropping images. 
This chapter covers a lot of material. When you have completed it, you will be 
well on your way to mastering InDesign and ready to work on projects that 
are more enjoyable, creative, and challenging. 
As you work through this chapter, it is an excellent idea to review sections of 
earlier chapters that you may have had difficulty with the first time through. 
Remember, the advanced skills we cover later in the book depend on the solid 
foundation you are building in these first chapters. 

.

InDesign’s Measuring System 
InDesign gives you numerous ways 
to manage the precise size and  
placement of text and graphics 
frames. Before we discuss size  
and placement issues, let’s learn 
about and experiment with InDe-
sign’s measuring system. InDesign 
can measure in points, picas, inches, 
inches decimal, millimeters, cen-
timeters, ciceros, agates, or pixels. 
InDesign will even let you make up 
your own unit of measure under the 
custom category! 

Locate, change, lock, and unlock the zero 
point 
The zero point is the intersection of 
the zero markers on the horizontal 
and vertical rulers. All measure-
ments are referenced from this 
point. The default location of the 
zero point is at the upper left corner 
of the page (not at the margin). How-
ever, there will be times when you 
will want to move the zero point to 
another location in your workspace. 
The next series of steps will show 
you just how easy InDesign makes it 
to relocate the zero point. 

1.   Create a new document of any 
size. Find the zero pint for the rul-
ers I your document in the upper 
left corner. 

2.   To move the zero point, click on 
the ruler origin point (the upper 
left corner of your document 
window where the rulers meet) 
and drag down into the middle of 
the page. When you release the 
mouse button, look at the new 
location of the zero point on your 
horizontal and vertical rulers. Go 
back to the ruler origin point and 
drag the zero point to a second 
location. Repeat this until you are 
comfortable with the process. 

3.   To reset zero point to the upper 
left corner of your document, sim-
ply double-click the ruler origin 
point in the upper left corner.
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