














InDesign CS2
Instructor: Leigh Lawhon leigh@carbondesigndc.com

Cleaning Up the Document
Do a Find and Change for “HO”
Do a Find and Change for a hard return and a space
Do a Find and Change for a “/” and a space
Do a Find and Change for “-” and replace with  
non-breaking hyphens

Booking the Document
A book file is a collection of documents that can share 
styles and swatches. You can sequentially number pages in 
booked documents, print selected documents in a book, or 
export them to PDF. One document can belong to mul-
tiple book files.

When you create a book file, it opens in the Book palette. 
The Book palette is the work area of a book file, where you 
add, remove, or rearrange documents. You can include up 
to 1000 documents in a book file.

Steps

Choose File > New > Book.

Type a name for the book, specify a loca-
tion, and then click Save. The Book palette 
appears. The book �le is saved with the �le 
name extension .indb.

Choose Add Document in the Book palette 
menu, or click the plus button  at the bot-
tom of the Book palette.
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Select the InDesign document or docu-
ments you want to add. If you include 
documents created in earlier versions of 
InDesign, they will be converted to InDe-
sign CS2 format when added to the book. 
You must convert PageMaker or QuarkX-
Press documents before adding them to the 
book �le.

Click Open.

If necessary, change the order of the docu-
ments in the palette by dragging them up 
or down to the appropriate locations in the 
list.
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