
2 Defining Paragraph Formats

Create your publi-
cation

Define the colors you will use and decide if they 
will be process or spot colors. Create or gather the 
content, vector art, and bitmap images for your 
publication. Review the design to determine how 
the page elements interact and overlap. Determine 
if you will use a CMS. Discuss printing issues with 
your commercial printer as your design evolves.

Proof and hand off 
your  les

Print proof copies of your publication on a black-
and-white or color PostScript desktop printer. Con-
sult your printer about what proofing methods he or 
she recommends to check color quality and to safe-
guard against production problems. Decide what 
type of file to give to your service provider. Gather 
your files, the final laser proofs, your report listing 
details about your document, and any additional 
files, such as bitmap images and vector artwork.

Check and print 
your publication

Examine the film separations for quality and 
accuracy. Check that objects appear on the correct 
separation. Check proofs made from separations 
for correct trapping and smooth and consistent 
tints. Meet with your printer to review press proofs 
for final color quality. After you approve the press 
proof, the publication is printed and assembled.

Defining project requirements
Every printed project requires you to balance 

cost, schedule, and quality. Another key factor in 

The templates that come with 

FrameMaker include paragraph formats 

for changing the appearance of entire 

paragraphs of text. When you’re setting 

up your own templates or creating cus-

tom documents, you’ll need to modify 

these formats and create some of your 

own.
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In this lesson, you’ll learn how to do the following:

• Create a custom document

• Set ruler and grid spacing

• Set up a side-head area

• Create and modify paragraph formats for headings, body text, and bulleted and 

numbered lists

• Delete formats from the Paragraph Catalog

Creating a custom document
In this lesson, you’ll set up the paragraph formats for the chapters of a small book. You’ll 

start by creating a custom document. 

1 If necessary, copy the Lesson02 folder and start FrameMaker.

2 If you want to see how your document will look at the end of this lesson, open 

Finished.fm in the Lesson02 folder. When you’re ready to continue, close Finished.fm.

3 Do one of the following:

• (Windows and Macintosh) Choose File > New > Document.

• (UNIX) In the main FrameMaker window, click New.

4 Click Custom.

Notice that the values in the text boxes are in inches (for the U.S. Edition) or centimeters 

(for the International Edition). You’ll change the default units for the document, so that 

measurements in dialog boxes will appear in points.

5 Choose Point from the Units pop-up menu at the lower right. The values in the text 

boxes are converted to points.
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6 In the Pagination area, select Double-Sided. Notice that in the Margins area, the text 

boxes formerly labeled Left and Right are now labeled Inside and Outside.

7 In the Page Size area, change the Width to 460 points and the Height to 560 points.

 You can enter just the number (for example, 460 rather than 460 pt), because you 

already specified points as the units for the document.

8 Change the Top and Bottom margins to 72 points and the Inside and Outside margins 

to 64 points.

9 Click Create. 

An untitled, blank document appears. Because borders and text symbols are on, you see 

a dotted text frame border with an end-of-flow symbol (§) in the upper left corner. This 

is the only text symbol you see because the document doesn’t contain any text yet.
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10 Choose File > Save, make sure you are in the Lesson02 folder, and then enter the 

filename Formats.fm and click Save.

Next, you’ll turn on a typing aid that will help you work more efficiently.

11 Choose Format > Document > Text Options.

In the Text Options dialog box, Smart Quotes is already selected. This tells FrameMaker 

to insert the appropriate left or right curved quotation mark (“ or ”) when you type a 

quotation mark. 

12 Select Smart Spaces and click Apply.

Smart Spaces prevents you from typing more than one standard (proportional) space in 

a row. This helps you keep spacing between words and sentences consistent. (Smart 

Spaces does not affect special fixed-width spaces, such as em spaces.)

Finally, you’ll look at the Paragraph Catalog for the document.

13 Click the Paragraph Catalog button ( ) at the right side of the document window. 

Notice that even new custom documents contain a basic set of predefined paragraph 

formats for headings, body text, numbered and bulleted lists, and other items. 

Paragraph Catalog for a new custom document

Later, you’ll change these formats for your document.

14 Close the Paragraph Catalog.
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Copying text
It’s easier to see whether text formats look the way you want when you have text in a 

document, so you’ll paste some text into your blank document.

1 Choose File > Open.

2 Select Text.fm in the Lesson 02 folder and click Open. The text in this document already 

uses the paragraph tags that appear in the blank document.

3 Click anywhere in the text and then choose Edit > Select All in Flow to select all the text 

in Text.fm.

4 Choose Edit > Copy.

5 Choose File > Close to close Text.fm.

6 In Formats.fm, click inside the text frame and choose Edit > Paste. The text from 

Text.fm is pasted into Formats.fm, and the last page of text appears in the document 

window.

7 Shift-click the Previous Page button ( ) in the status bar to display the first page of 

the document.

8 Choose File > Save. 

Setting up rulers and the grid
Later in this lesson, you’ll use the formatting bar and the top ruler to set indents and tabs 

for the text. To make your work easier, you’ll now change the ruler units to picas—the 

appropriate setting for a document that uses points as display units (each pica contains 12 

points). 

You’ll also set up the invisible snap grid. Items in the top ruler (such as controls for tabs 

and indents) and objects on a page snap to this grid as you move them. This helps you 

place tabs, indents, and objects at regular intervals.
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Now, you’ll set up the rulers.

Top ruler

1 If the formatting bar doesn’t appear under the menu bar in Windows, choose

View > Formatting Bar. (The formatting bar will already appear below the document’s 

title bar on the Macintosh and on UNIX systems.)

2 Choose View > Options.

3 Choose Pica from the Rulers pop-up menu to change the ruler markings.
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4 Enter 6 (for 6 points) in the Snap Grid Spacing text box and click Set.

5 Pull down the Graphics menu to see whether Snap is turned on (at the bottom of the 

menu). If it is, an indicator (a check mark or a filled-in check box) appears next to 

the command.

6 If Snap is not on, choose Graphics > Snap.

Creating a side-head area
The formats you create for your document will place second-level headings at the left edge 

of the text frame (indicated by the dotted border); other text will appear to the right of 

these headings. To achieve this effect, you’ll set up a side-head area—an area on one side 

of the text frame that will contain headings.

1 Click anywhere in the first paragraph on page 1 to place an insertion point in the text.

2 Choose Format > Page Layout > Column Layout.

3 Select Room for Side Heads. 
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4 In the Room for Side Heads area, change Width to 92 and Gap to 14.

5 Click Update Entire Flow. All the text moves into the right side of the text frame. The 

side-head area appears to the left, but it’s empty. Next, you’ll change the format of the 

headings so that they extend across or move into the side-head area.

Every commercial printing job requires that 
you consider a complex set of variables rang-
ing from what your budget and schedule allow 
to how the paper stock and printing press affect 
your final output. The earlier you think about 
these variables, the more control you’ll have 
over the quality, cost, and schedule of your 
project.

Planning and evaluation

Preparing a publication for commercial print-
ing takes careful thought: both imagesetters 
and commercial printing presses have inherent 
limitations, and it’s possible to create publica-
tions that are difficult to print on either an 
imagesetter or a printing press. By thinking of 
your design and production cycles as steps in a 
larger process, you can make choices that will 
let you work more efficiently and help you 
achieve the best printed results.
Before going to a commercial printer with your 
project, you need to evaluate your skills, your 
schedule, and your equipment to determine 
what tasks you will do and what services you 
will contract.
In addition to choosing a commercial printer, 
you may need to select a prepress service pro-
vider to image color separations, scan continu-
ous-tone art, and trap and impose your 
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Displaying the Paragraph Designer
You use the Paragraph Designer to create and change the paragraph formats in your 

document. You’ll display the designer and look at the properties it contains.

1 Choose Format > Paragraphs > Designer. The Paragraph Designer appears. 

A. Paragraph Tag pop-up menu B. Properties pop-up menu
C. Controls for applying and updating properties D. Commands
pop-up menu E. Current group of properties

On the left are the Paragraph Tag pop-up menu, showing the tag of the paragraph 

containing the insertion point, and the Properties pop-up menu, showing the name of the 

current group of properties (initially, these are the Basic properties). The properties 

themselves appear on the right side of the Paragraph Designer.

Below the Properties pop-up menu are controls for applying the properties to a selection 

(or to the paragraph containing the insertion point) and for updating a paragraph format 

and all the paragraphs that use it.

2 Choose Default Font from the Properties pop-up menu. (In Windows, you can just 

click the Default Font tab at the top of the designer.) The Default Font properties appear 

at the right side of the designer.

3 If you like, display any of the other groups of properties.

A

B

D

C
E
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Formatting headings
Now you’ll use the Paragraph Designer to redefine the formats for two levels of headings.

Formatting first-level headings

The first-level headings in the document are all tagged Heading1. You’ll modify their 

paragraph format next.

1 Click anywhere in the heading Planning and evaluation.

You’ll make first-level headings span the side-head area and the body-text area.

2 In the Paragraph Designer, choose Pagination from the Properties pop-up menu. 

(In Windows, you can just click the Pagination tab.)

On the right side of the Paragraph Designer, Next Pgf is selected in the Keep With area. 

This forces the heading to stay on the same page as the first lines of the paragraph that 

follows the heading.
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3 In the Format area, select Across All Columns and Side Heads. This allows first-level 

headings to span both areas of the text frame.

4 On the left side of the Paragraph Designer, click Update All. (If FrameMaker notifies 

you that some paragraphs use format overrides, click Remove Overrides.) This changes 

all paragraphs tagged Heading1 and also changes the Heading1 format in the Paragraph 

Catalog.

Heading moves to the left edge of the text frame.

Next you’ll change the font properties of Heading1 paragraphs.

5 In the Paragraph Designer, choose Default Font from the Properties pop-up menu. 

Planning and evaluation

Preparing a publication for commercial print-
ing takes careful thought: both imagesetters 
and commercial printing presses have inherent 
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6 Change the Size to 20 and the Weight to Regular (Windows and UNIX) or Roman 

(Macintosh). The value 20 does not appear in the pop-up menu, so you must enter it in 

the Size text box.

7 Click Update All.

Finally, you’ll change the paragraph spacing and line spacing to reduce the space between 

the heading and the body text that follows it.

8 Choose Basic from the Properties pop-up menu.

9 Change the Space Below to 0 and the Line Spacing to 20, and click Update All.

Planning and evaluation
Preparing a publication for commercial print-
ing takes careful thought: both imagesetters 
and commercial printing presses have inherent 



43ADOBE FRAMEMAKER 6.0
Classroom in a Book

Formatting second-level headings

The second-level headings in the document are all tagged Heading2. You’ll modify their 

paragraph format. 

1 Click the Next Page button ( ) in the status bar twice to display page 3.

2 Click in the second-level heading Define project and quality requirements.

3 In the Paragraph Designer, display the Pagination properties.

4 In the Format area, select Side Head Alignment and click Update All. (If FrameMaker 

notifies you that some paragraphs use format overrides, click Remove Overrides.)

Heading2 paragraphs move into the side-head area.

5 Display the Default Font properties.

6 Change the Family to Helvetica and the Size to 10, and click Update All.

Finally, you’ll add some space between the Heading2 paragraphs and the preceding 

body text.

7 Display the Basic properties.

8 Change the Space Above to 20 and the Space Below to 0, and click Update All.

9 If you need to update your display, press Control+l (lowercase L).

when each phase must be completed, and what 
requirements must be met for the final output.

Define project 
and quality 
requirements

Before you start to work, gather all the require-
ments for the publication, including budget, 
schedule, and output quality. Then, working 
with pencil and paper or directly on your com-
puter, rough out your initial design ideas.

when each phase must be completed, and what 
requirements must be met for the final output.

Define project and 
quality require-
ments

Before you start to work, gather all the require-
ments for the publication, including budget, 
schedule, and output quality. Then, working 
with pencil and paper or directly on your com-
puter, rough out your initial design ideas.

Choose prepress 
tasks

Determine which prepress tasks you will do 
based on your skills, time, and equipment. For 
example, if your design requires trapping or 
includes photographs to be scanned, determine 
if you can perform these tasks. Decide which 
parts of the process you will take primary 
responsibility for on the project.
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Formatting body text
Next you’ll change the format of ordinary paragraphs in the document, which are tagged 

Body. You’ll change the font, make the body text smaller, and add space between the lines.

1 Click in a paragraph of body text on page 3.

2 In the Paragraph Designer, display the Default Font properties.

3 Change the Family to Helvetica, the Size to 9, and the Spread to 5. Spread (sometimes 

called tracking) adds or subtracts space between characters for a looser or tighter look.

4 Click Update All. (If FrameMaker notifies you that some paragraphs use format 

overrides, click Remove Overrides.)

Next you’ll change the paragraph and line spacing.

5 Display the Basic properties.

6 Change the Space Above to 5 and the Line Spacing to 13, and then click Update All.

Finally, you’ll indent the first line of the paragraph. The indent symbols appear in the 

top ruler.

A. First-line indent B. Left indent

7 Drag the first-line indent symbol to the right, to the next ruler marking. Because you 

turned on Snap earlier in this lesson, the indent symbol snaps to the next ruler marking.

The First Indent setting in the Paragraph Designer changes to 10.0 pt. (In a paragraph 

format, indents and tabs are measured from the edge of the text frame margin, not the 

edge of the page.)

A

B
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Notice that the indent changed only in the paragraph that contains the insertion point. 

You need to apply the change to all the Body paragraphs.

8 In the Paragraph Designer, click Update All. All Body paragraphs are indented.

Formatting numbered lists
Next you’ll create two paragraph formats for numbered lists. The first format, for the first 

item in a list, will number the paragraph with a 1. The second format, for subsequent 

items in the list, will increment the number by 1. 

All numbered steps will use a hanging indent. That is, the number will appear at the left 

margin, and the text will be indented from the left margin. 

A. First-line indent symbol B. Left indent symbol
C. Left-aligned tab stop D. Hanging indent

Creating a format for the first item in a list

Rather than modify an existing format, you’ll create a new format. The items you want to 

number are already formatted as body paragraphs.

1 Click the Previous Page button ( ) in the status bar to display page 2.

Define project and 
quality require-
ments

Before you start to work, gather all the require-
ments for the publication, including budget, sched-
ule, and output quality. Then, working with pencil 
and paper or directly on your computer, rough out 
your initial design ideas.

Choose prepress 
tasks

Determine which prepress tasks you will do based 
on your skills, time, and equipment. For example, if 
your design requires trapping or includes photo-
graphs to be scanned, determine if you can perform 
these tasks. Decide which parts of the process you 
will take primary responsibility for on the project.

publication requires several steps:

A B C

D

1 Planning and organizing

2 Design

3 Content development

4 Prepress tasks where your electronic files are 
prepared to be reproduced with ink on paper.
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2 Click in the paragraph Planning and organizing (the second paragraph under 

the heading).

3 In the bottom-left corner of the Paragraph Designer, choose New Format from the 

Commands pop-up menu. 

4 Enter Step1 in the Tag text box.

5 Make sure that the options Store in Catalog and Apply to Selection are selected and 

click Create.

The tag of the current paragraph changes to Step1, and the Step1 format is added to the 

Paragraph Catalog.

The publishing process
Successfully completing a commercially printed 

publication requires several steps:

Planning and organizing

Design

Content development

Prepress tasks where your electronic files are 
prepared to be reproduced with ink on paper.
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Next you’ll use the rulers and formatting bar to set up indents and a tab stop.

6 In the ruler, drag the first-line indent symbol back as far to the left as it will go.

7 Drag the left indent symbol to the next ruler marking to the right.

You’ll use a tab stop to set the space between the item number and the text that follows. 

The tab well in the formatting bar contains symbols for left-aligned, center-aligned, right-

aligned, and decimal-aligned tab stops.

Left-aligned tab stop

8 Drag a left-aligned tab stop from the tab well to just under the left indent.

Notice that the settings for the tab stop appear in the Paragraph Designer.

9 In the Paragraph Designer, click Update All. The appearance of the paragraph doesn’t 

change because you haven’t added a tab character. You’ll do that when you set up 

automatic numbering.
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Setting up numbering for the first item

A document can use automatic numbering for different types of items (for example, 

numbered steps and numbered chapters and sections). An autonumber format may 

include a series label that specifies an independently numbered series and building blocks 

that serve as placeholders for numbers or letters. An autonumber format may also include 

tabs, text, and punctuation.

You’ll complete the definition of the Step1 paragraph format by setting up its autonumber 

format.

1 In the Paragraph Designer, display the Numbering properties.

2 Enter S: (the uppercase letter S followed by a colon) in the Autonumber Format text 

box. This is the series label you’ll use for items in a numbered list. 

3 Select <n=1> in the Building Blocks scroll list. This building block, which will insert 

the number 1 in the paragraph, appears in the text box.

4 Select \t in the scroll list to add a tab character to the autonumber format.
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5 Click Update All. The autonumber appears at the beginning of the paragraph. The tab 

character is represented by the tab symbol ( ).

6 Choose File > Save.

Formatting subsequent numbered items

Now you’ll create a paragraph format for the subsequent numbered items in a list. (This 

format will increase the step number of each successive item by 1.) You’ll begin by 

applying the Step1 format to the other paragraphs in the numbered list, because that 

format is very close to the format you want. Then you’ll create a new paragraph format 

for the paragraphs and change the autonumber format.

1 Drag to select the three paragraphs below the numbered step.

1 Planning and organizing

Design

Content development

Prepress tasks where your electronic files are 
prepared to be reproduced with ink on paper.

1 Planning and organizing

Design

Content development

Prepress tasks where your electronic files are 
prepared to be reproduced with ink on paper.
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2 Choose Step1 from the Paragraph Formats pop-up menu in the formatting bar. This 

pop-up menu contains all the formats in the Paragraph Catalog. You can apply formats 

from this menu just as you apply them from the catalog. 

All the selected paragraphs now begin with the number 1, but you’ll fix that next.

3 In the Paragraph Designer, choose New Format from the Commands pop-up menu. 

4 Enter Step in the Tag text box.

5 Make sure that the options Store in Catalog and Apply to Selection are selected and 

click Create.

6 Delete everything after the colon in the Autonumber Format text box.
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7 Select <n+> in the Building Blocks scroll list. This building block will increment by 1 

the number of the previous paragraph in the series.

8 Select \t in the Building Blocks scroll list to add a tab character, and then click 

Update All. 

9 Click anywhere in the document to deselect the text.

10 To see how the document looks without the text symbols, choose View > Text 

Symbols.

Formatting bulleted lists
Next you’ll create a format for items in a bulleted list. You’ll work with the Step1 format 

as a base, because it’s very close to the format you want.

1 Go to page 12 of the document.

2 Select the paragraph beginning with What experience do they have and drag to select the 

paragraphs that follow it. The last paragraph in the selection should be What color 

matching systems are supported?

prepared to be reproduced with ink on paper.

1 Planning and organizing

2 Design

3 Content development

4 Prepress tasks where your electronic files are 
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3 Choose Step1 from the Paragraph Formats pop-up menu in the formatting bar.

All the selected paragraphs are numbered 1.

4 In the Paragraph Designer, choose New Format from the Commands pop-up menu. 

5 Enter Bullet in the Tag text box.

6 Make sure the options Store in Catalog and Apply to Selection are selected and 

click Create.

7 Delete the contents of the Autonumber Format text box.

1 What experience do they have working with elec-
tronic publishing jobs?

1 What are their rates? Is support or training 
included in the rate?

1 Are both sheet-fed and web-fed presses avail-
able? The nature of your job should determine 
the type of press it is run on.

1 How many colors can be printed in one press 
run? On a two-color press, your four-color job 
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8 In the Building Blocks scroll list, do one of the following:

• (Windows and UNIX) Select \b.

Windows

• (Macintosh) Select the bullet symbol (•).

Macintosh

This building block inserts a round bullet symbol at the beginning of each Bullet 

paragraph.
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9 Select \t in the Building Blocks scroll list to insert a tab, and then click Update All.

Windows

Macintosh

10 Click anywhere on the page to deselect the paragraphs.

Next you’ll change the left indent of the bulleted paragraphs.

11 Click in the first bulleted paragraph. 

12 In the ruler, drag the left indent symbol as far to the left as it will go 

(to the left margin).
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The paragraph no longer uses a hanging indent.

13 In the Paragraph Designer, click Update All to update the other bulleted items and the 

Bullet format in the catalog.

14 If you like, apply the Bullet paragraph format to the items under the next heading 

(on pages 12 and 13).

Creating a chapter title
All that’s missing now is the chapter title. You’ll add the title and create a new chapter 

title format.

1 Go to page 1.

2 Choose View > Text Symbols.

3 Click at the beginning of the first paragraph on the page and press Return to create an 

empty paragraph.

4 Click in the empty paragraph and type Planning for Commercial Printing (the text of 

the title).

The paragraph format for the chapter title will be similar to the Heading1 format, so you’ll 

start with that format.

Modify the following questions to match the 
requirements of your own project.

• What experience do they have working with elec-
tronic publishing jobs?

• What are their rates? Is support or training 
included in the rate?

• Are both sheet-fed and web-fed presses avail-
able? The nature of your job should determine 
the type of press it is run on.

Planning for Commercial Printing

Every commercial printing job requires that you 
consider a complex set of variables ranging from 
what your budget and schedule allow to how the 
paper stock and printing press affect your final out-
put. The earlier you think about these variables, the 
more control you’ll have over the quality, cost, and 
schedule of your project.
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5 In the formatting bar, choose Heading1 from the Paragraph Formats pop-up menu.

6 In the Paragraph Designer, choose New Format from the Commands pop-up menu. 

7 Enter ChapterTitle in the Tag text box.

8 Make sure the options Store in Catalog and Apply to Selection are selected and 

click Create.

9 Display the Default Font properties.

10 Change the Size to 30. This value does not appear in the pop-up menu, so you must 

enter it in the Size text box.

11 Change the Weight to Bold, and then click Update All.

12 Display the Basic properties.

13 Change the Space Below to 18 and click Update All.

14 Display the Numbering properties.

15 Enter C:Chapter <n+> in the Autonumber Format text box. Be sure to enter a space 

before the <n+> building block. (You can enter the building block by typing it or selecting 

it from the scroll list.)

Planning for Commercial Printing
Every commercial printing job requires that you 

consider a complex set of variables ranging from 
what your budget and schedule allow to how the 
paper stock and printing press affect your final out-
put. The earlier you think about these variables, the 
more control you’ll have over the quality, cost, and 
schedule of your project.
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This autonumber format tells FrameMaker to number chapters in a different sequence 

than steps (the series label is C: rather than S:) and to begin the paragraph with the word 

Chapter followed by a space and the chapter number.

16 Add a colon and a space at the end of the text in the Autonumber Format text box, and 

click Update All. 

When you assemble the chapters into a book, they will be numbered sequentially.

17 Close the Paragraph Designer.

Deleting unneeded formats
When you created the document, its Paragraph Catalog already contained some 

paragraph formats that you won’t use. You’ll delete the unused formats.

1 Click the Paragraph Catalog button ( ) on the right side of the document window to 

display the Paragraph Catalog.

2 At the bottom of the catalog, click Delete.

3 Select Bulleted (not Bullet) in the scroll list and then click Delete.

4 Select HeadingRunIn and Click Delete again.

5 Delete the Indented, Numbered, Numbered1, and Title (not ChapterTitle) formats.

Chapter 1: Planning for 
Commercial Printing

Every commercial printing job requires that you 
consider a complex set of variables ranging from 
what your budget and schedule allow to how the 
paper stock and printing press affect your final out-
put. The earlier you think about these variables, the 
more control you’ll have over the quality, cost, and 
schedule of your project.
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6 Click Done. Notice that the formats you deleted no longer appear in the Paragraph 

Catalog.

7 Close the Paragraph Catalog.

8 Save and close the document.

Moving on
You’ve completed this lesson. For in-depth information about formatting text, see 

Chapter 4, “Text Formatting,” in the Adobe FrameMaker User Guide.

Review questions
For answers to these questions, see page 371.

1 How do you create a custom new document?

2 What is the effect of turning on the invisible snap grid?

3 List three options for positioning headings and other paragraphs in a document that 

has a side-head area.

4 How do you change a paragraph format?

5 How do you create a new paragraph format?

6 What items can you include in an autonumber format?
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