Print = determine font size & gradient
Ctrl enter = quick apply

View, text threads

Load curser, click on Red + 

Drop click where wanted or in little box upper left
Object = text frame options

Ctrl space = zoom in

Ctrl alt space = zoom out

W switches views

Stroke, type, thin thin (double line)

Stroke, weight = 6

Sever master from page = ctrl shift

Hold shift for selecting

Color

Type insert break character, column break

Ctr shift = active

Ctrl Z undo

Type, insert special character, current page #
Para style, right click, list para, apply list + next style

Top of column = type, insert break character, column break

Shift return = soft return
Copy & paste whole page = 5 click to select all, ctrl c, paste ctrl v

Name master & add another, db click master

.125
Wrap text around picture, select picture box, right click, select
Character palette for T\t

Right click on para style list head
Columns in text box only=object, text frame options, columns 2

Sub-header, para rules, rule above on, change weight to 2
Sub-header, indent & Space, space after, decrease space
Right click, Insert break character, column break

Fitting = fill frame from proportion
Select tool = select object/box

Direct select = select content, i.e. picture

Shift click and move will save proportion
Move frame & contents = Shift Ctrl Alt and click move

Ctrl click = larger view

Alt click = smaller view

Hand tool back to full spread

Type insert sp character for section
Object, anchor, custom, insert, graphic (H=1,W=2) Reference point = center

Select, alt shift to copy column to where ever you want to move it
Bring to front: Ctrl, click, arrange, front = ctrl shift brackets [ or ] (front or back)

LOGOS:
Place curser in front of grantee name

Select file/place (find icon from file list) choose open

Select file/paste in place

CLAW to size on the diagonal

Select box

Apply object style List Head

Copy logo from file  (or select and drag to document)
Paste anywhere on page

Select box & cut

Move to text icon (or db click)
Place curser just in front of grantee name & paste

Select icon

Choose object style logo

To size with proportions: Click on icon, Ctrl, Alt, Sht and move corner arrow diagonally

Or, use icon to “fit proportionately” 

If grantee does not have a logo:

   Click on that grantee name; select Para Style “List Head-no logo” and apply

   Click on the prior grantee’s grant description and select Para Style “Descrip-no logo”

Copy logo from Internet:
   Click on logo; copy image, paste
Use shift and “enter” key on number-pad to place a column break; position curser carefully first

To delete carryover text, click red box and paste anywhere, delete text, then delete box
WHEN FILE IS COMPLETE:  CHOOSE FILE PACKAGE….

