
Directions to InDesign Editors 

 

You will need to keep an eye on the original text when setting the new text. I suggest you 
keep both texts open at the same time. 

 

I have roughly placed your text. You need to place it precisely on the page. All paragraphs 
(all standard paragraphs) should be justified flush on both left and right margins. You can 
do this easily by highlighting chunks of text (not all text – some text, such as titles, is 
centered and should stay centered) and selecting the appropriate format button on at the 
top. 

One of your most significant jobs is making sure that hyphens are placed appropriately. 
I’ll show you how to use the drop down dictionary on the mac (if you don’t know). You 
need to place hyphens carefully and sensibly. Use the dictionary for guidance (look for 
the dots – those spots can be hyphenated). Look for awkward spacing. See whether you 
can fix it. To do so try one of the following: 

• If you don’t like hyphen placement, place the cursor where you want one and 
place a hyphen. If it can, InDesign will place one. If it cannot because of spacing 
issues, it just won’t. 

• If you don’t want a hyphen at all in a word, but InDesign places one, place your 
cursor at the start of the word and hit Command + Shift + Hyphen at the same 
time. (Remember you can always use Command + Z to undo indefinitely). 

• Select an entire paragraph, then open the Character portion of the work pallet to 
the right. Once that is open, adjust the horizontal scale (you will be starting at 100 
percent, you can take it down to 97 or 95 and still have decent looking text). This 
gives you a range of reformatting options. 

• Select a paragraph. Go to “Type” at top of the screen and pull down to “Paragraph.” 
A pallet will open. Go to the upper right corner of the pallet and select the pull-
down menu. Select “Justification.” Another pallet will open. Toggle between 
“Adobe Paragraph Composer” and “Adobe Single-Line Composer.” {You 
probably won’t need to use this.} 

 

I have set the paragraph indent to .25 inches (1p6) also at top. This can be changed if 
paragraphs have no indent. 

 

Keep your eye open for italicized words and words in small caps. To italicize, select the 
word and then pull down the font selector (upper left). For words in small caps, select the 
word(s) and use the TT button at top. 



 

We need to decide where the running headers will be placed. I’ll help with this when the 
time comes. We also need to decide where the page numbers will go.  We can follow 
Fisler or use some other reasonable placement. 

 

There are footnotes in a few spots. To place one, place your cursor at the appropriate spot, 
then go to “Type” at the very top of the screen and pull down to “Insert Footnote.” It 
should be pretty obvious. 

 

Start chapters on recto pages. 

 

Keep note of trouble spots. I am happy to help. 

 


