
Editing Text

You can use QuarkXPress for your primary word proces-
sor or simply to do some minor editing and touchups.

Although the features are not nearly as sophisticated as a
dedicated word-processing program, QuarkXPress does pro-
vide the basic text-editing features you’ll need. These include
cutting and pasting, checking spelling, and searching and
replacing text and text attributes. QuarkXPress also provides
a powerful new feature called synchronized text that lets 
you create boilerplate text that can be used throughout 
a layout and have any changes made to all copies instantly
and automatically.

Editing in QuarkXPress
QuarkXPress provides a variety of tools for editing the words
that make up your stories. As with any electronic text-editing
tool, you can rearrange, delete, and insert text at will. For the
most part, the editing features work exactly as you’d expect
from your experiences with any text editor, from Microsoft
Word to your e-mail program. You can get text into QuarkXPress
by importing files from word processors or simply by typing
into text boxes.

Chapter 10 covers text import.

Text-editing tools
The only way you can edit text in QuarkXPress is to select the
Content tool on the Tool palette. After you do that, you can
click in any text box or text path to start editing. Here are a
couple of handy tools for text editing:

✦ Invisibles. To see what’s going on in your text in terms
of invisible characters such as spaces, tabs, and para-
graph returns, choose View ➪ Show Invisibles, or press
Ô+I or Ctrl+I. The symbols you see are fairly standard: 
a tiny dot for a space, a right-facing arrow for a tab, 
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248 Part III ✦ Text

a ¶ symbol for a paragraph return, and so on, as shown in Figure 12-1. Editing
text with invisibles showing not only helps you prevent errors such as extra
spaces from slipping in, but it helps you solve text-flow problems by showing
new line and new column characters.

✦ Zooming. The document views you use for designing the overall look of a
page — Fit in Window or 100%, for example — are usually not best for editing
text. Even if you can see the text well enough to edit, the smaller the text is,
the greater the chance of error. To zoom into the text with any tool selected,
press Control+Shift or Ctrl+spacebar, and then drag around the area you want
to edit to increase its view scale.

Pressing the Control key gives Mac users a context menu, a change from version 4.
If you can’t get used to pressing Control+Shift for the Zoom tool, you can
switch the application-wide default setting to Control for the Zoom tool and
Control+Shift for the context menu using the Interactive pane in the Preferences
dialog box’s Application section. (Open the dialog box by choosing QuarkXPress ➪

Preferences ➪ on the Mac or Edit ➪ Preferences in Windows, or using the shortcut
Option+Shift+Ô+Y or Ctrl+Alt+Shift+Y.)

Figure 12-1: Choosing View ➪ Show
Invisibles shows these common 
invisible characters.

Navigating text
To get into text to start editing it, first you need to click the Content tool inside a
text box or text path. You can attempt to click it exactly where you need to edit —
for example, inside a word you need to delete. After you’re in the item containing
text, you can move the cursor around easily by:

✦ Clicking the mouse elsewhere in the story (the text within a series of linked
boxes and/or paths).

✦ Pressing the arrow keys on the keyboard to move the cursor up or down one
line, and left or right one character.

Note
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249Chapter 12 ✦ Editing Text

✦ Adding the Ô or Ctrl key to the arrow keys to move the cursor one paragraph
up or down, and one word to the left or right.

In Windows only, pressing Ctrl+Home or Ctrl+End to jump to the beginning or end
of a story, respectively.

✦ Clicking directly after the last character in the box or on the path to enter text
at the end of a story. As with most text editors, you can’t just click in any
white space and start typing.

If the box or path you need to edit is behind another box (usually with a transpar-
ent background so you can see the text through it), press Option+Shift+Ô or
Ctrl+Alt+Shift while you click until you hit the desired item.

Inserting text
After your cursor is positioned in text, you can start typing, pasting, or even
importing text (through File ➪ Get Text, or Ô+E or Ctrl+E) at that location. All the
preceding text stays in place, and all the following text reflows.

Highlighting text
To manage blocks of text — anything from a few characters to entire stories — you
need to highlight (or select) the text. You can do any number of things with high-
lighted text, including cutting or copying it (then pasting it later) and reformatting
the entire block. Your options for highlighting text are:

✦ Select All. Choose Edit ➪ Select All, or press Ô+A or Ctrl+A, to highlight all the
text in a story. This is the easiest, most reliable way to select an entire story
for editing.

✦ Click-and-drag. Click immediately before the first character, and drag to the
final character. This is great for highlighting when you already have your hand
on the mouse, but it’s a little harder to be precise.

✦ Double-click within a word. For really precise mouse selections, you can 
double-click within a word to select it. See the sidebar “Double-click tricks” 
for more information.

✦ Multiple clicks. Triple-click to select a line, click four times to select a para-
graph, and click five times to select an entire story. These methods work great
for precise text selections when your hand is already poised on the mouse.

✦ Arrow keys. In addition to navigating text with the arrow keys, you can high-
light text. Press Shift+Ô or Ctrl+Shift to highlight one word to the right, one
word to the left, to the beginning of a paragraph, or to the end of a paragraph.
(Keep holding the modifier keys and pressing arrows to extend the selection.)
To highlight from the current location to the beginning or end of a story, press
Option+Shift+Ô or Ctrl+Alt+Shift while you press Home or End, respectively.

Tip
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250 Part III ✦ Text

If you’re using QuarkXPress as your primary word processor or entering a lot of
edits, using the arrows keys and the associated keyboard commands for navigat-
ing and highlighting text can be your best bet. The reason? You rarely have to lift
your hands off the keyboard — saving you the time and muscle movement of
reaching for the mouse.

To deselect text, select a different tool on the Tool palette or click somewhere else
in text.

Replacing and deleting text
When text is highlighted, you can easily replace it by pasting text from the clipboard,
typing new text, or importing text (through File ➪ Get Text, or Ô+E or Ctrl+E). If you
want to replace an entire story, be sure to select it all by clicking the mouse five
times in the story or choosing Edit ➪ Select All, or Ô+A or Ctrl+A.

Mac OS X and Windows have some differences in the keyboard commands used
to delete text.

To remove highlighted text from a document, you can highlight it and choose 
Edit ➪ Clear or press Delete or Backspace on the keyboard. (Mac users can also
press Clear to delete highlighted text.) To use the text elsewhere, choose Edit ➪
Cut, or press Ô+X or Ctrl+X. (If the clipboard doesn’t provide the longevity you
need for saving the text for later use — or if you want to give the text to someone
else — you can export the highlighted text using the File ➪ Save Text command, or
Option+Ô+E or Ctrl+Alt+E.)

If text is not highlighted, you can delete text to the right or left of the cursor. On 
the Mac, press Delete to delete to the left and press Shift+Delete to delete to the
right. In Windows, press Backspace to delete to the left and Delete to delete to 
the right.

Rearranging text
By rearrange, we mean the time-honored tradition of cut and paste — probably the
best advantage of an electronic text editor over a typewriter. When you cut and
paste, text goes to the Mac or Windows clipboard for use in any program that can
receive pasted text. QuarkXPress has two methods for rearranging text: using the
cut and paste commands or dragging and dropping text with the mouse.

Cutting and pasting
To cut (or copy) text and then paste it elsewhere, do the following:

1. Choose Edit ➪ Cut (Ô+X or Ctrl+X) to cut text to the clipboard. Or choose
Edit ➪ Copy (Ô+C or Ctrl+C) to copy text to the clipboard.

Tip
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2. Position the cursor elsewhere in the text (or anywhere, including a new
e-mail or a word-processing file), and then choose Edit ➪ Paste (Ô+V or
Ctrl+V).

Dragging and dropping
If you’re addicted to the mouse — or simply have it in hand when you want to cut
and paste — you can drag and drop highlighted text to a new location. (Note that
drag and drop is limited to text within the same QuarkXPress story, although the
text does go to the clipboard.) First, you need to turn this feature on for your copy
of QuarkXPress by checking Drag and Drop Text in the Interactive pane of the
Preferences dialog box’s Application section. (To open the dialog box, choose
QuarkXPress ➪ Preferences on the Mac or Edit ➪ Preferences in Windows, or use
the shortcut Option+Shift+Ô+Y or Ctrl+Alt+Shift+Y.)

Double-click tricks

It doesn’t seem like a big deal: Double-click in a word to highlight it. But the feature has
some idiosyncrasies, some similar to word processors and others different:

✦ When you double-click within a word to select it, QuarkXPress highlights all
words connected by hyphens. This is counter to Microsoft Word’s action, which
highlights only the portion of the hyphenated compound that you’re actually clicking in.

✦ If you want to select the punctuation trailing a word (such as a comma) along
with a word, double-click between the word and its punctuation as shown in
the accompanying figure. This is helpful when you’re rearranging words in a
comma-separated list. (Note that this doesn’t work with invisible characters such 
as tabs — only characters you can see.)

✦ When you double-click to select a word, and then you cut and paste the
word, QuarkXPress actually includes the space after the word — even though
you can’t see it. This way, you don’t have to worry about removing old spaces or
inserting new ones as you move words. This is called smart space, and it actually
works with any highlighted text that you cut and paste.
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252 Part III ✦ Text

When Drag and Drop Text is enabled, you can click and hold on a block of high-
lighted text to “pick it up,” as shown in Figure 12-2. You can then click the cursor in
a new location to drop the text. If you want to copy a block of text rather than move
it, press the Shift key while you drag.

Figure 12-2: The drag-and-drop text pointer, ready to drop text

Note that in QuarkXPress for Windows you can also drag a text file from the desk-
top or folder into a text box. QuarkXPress will import that text into the box. There
is no Mac equivalent to this feature.

On the Mac, you can enable Drag and Drop Text on the fly with keyboard com-
mands. When text is highlighted, press Control+Ô to pick up text to drag it else-
where. Add the Shift key to copy the text. There is no Windows equivalent to this
shortcut.

Undoing text edits
If you change your mind about the last change you made in QuarkXPress (whether
to text or anything else), choose Edit ➪ Undo, or press Ô+Z or Ctrl+Z. If you then
change your mind about changing your mind, you can redo your very last action 
by choosing Edit ➪ Redo or pressing Shift+Ô+Z or Ctrl+Shift+Z. (If you redefined 
the redo shortcut to Ô+Y or Ctrl+Y or to Ô+Z or Ctrl+Z in the Undo pane of the
Applications section of the Preferences dialog box, use that redefined shortcut
instead.)

The cut and delete difference

Be sure to remember that cut text and deleted text are different. QuarkXPress inserts cut
text automatically into the clipboard, but it does not insert deleted text into the clipboard.
(You delete text by using the Delete or Clear keys on the Mac or Backspace key or Delete
keys in Windows.)

The only way to recover deleted text is via Edit ➪ Undo Typing, or Ô+Z or Ctrl+Z. With
QuarkXPress 6’s new multiple-undo feature, there’s a better chance that you can recover
accidentally deleted text. Note that cut text remains in the clipboard until you cut or copy
other text or graphic elements.
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Synchronizing Text
A major headache in publishing is keeping boilerplate text identical across docu-
ments. Whether it’s a copyright line, a legal notice, business cards with several
copies on the same page, or chapter headings in folios, such text appears in multi-
ple places in a project and must be changed at each and every location consis-
tently. QuarkXPress offers the text synchronization feature to provide one source
for such repeated text, so changes to any of the text’s instances are updated to all
copies.

Synchronized text is new to QuarkXPress 6.

The process of text synchronization is simple:

1. Create a text box or path that contains the text you want synchronized with
other text boxes or paths.

Only the entire text in text boxes and text paths can be synchronized — not snip-
pets of text.

2. Select anywhere in the text box or path with the Content tool.

3. Either open the Synchronized Text palette from the Window menu and
click the Synchronize Text icon on the palette or choose Style ➪ Synchronize
Text. Figure 12-3 shows both the dialog box and the menu. You’ll be asked to
name the synchronized content.

4. Give the synch content a meaningful name, rather than the default Story1,
Story2, and so on. Click OK. (If you want to change the story name later, just
click on the story in the palette and click the Edit icon, and then enter the new
name.) Notice how the text box’s or path’s handles change to diagonal blue
stripes. This indicates it has synchronized text.

5. Go to another location in your project — it does not have to be in the same
layout — and click a text box that you want to contain the same text. Again,
use the Content tool. Click the Insert Text button on the Synchronized text
palette. Or, you can simply drag the story icon from the palette onto the target
text box or path. The target text box now contains the synchronized text.

You can synchronize the same text box or paths to multiple boxes and/or paths.

You cannot synchronize text across multiple projects, such as in a book (see
Chapter 32 for more on books). You can synchronize text across multiple layouts
in the same project.

Note

Note

New
Feature
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254 Part III ✦ Text

Figure 12-3: The Synchronized text palette and the Synchronize text option in the Style
menu. Note the diagonally striped blue box handles — this indicates a synchronized text
box or path. In the Text Usage section, it also shows which layers the text is used in.

Working with synchronized text
The Synchronized text palette contains all synchronized text sources for the cur-
rent project, so you can manage all your synchronized text from one location.

After you’ve synchronized text to multiple boxes and paths, any edits you make to
the text are automatically reflected in all synchronized boxes and paths. You don’t
have to edit the original box or path to make the changes synchronize throughout
the project.

If you make significant edits to synchronized text, such as adding or removing
many words, the text boxes in which the text appears may no longer be the right
size for the revised text. That may not be a big deal if you delete text, but if you add
a lot of text, the multiple copies of synchronized text boxes may not hold all the
new text. In this case, you’ll still have to go through your project and adjust the text
box sizes for synchronized text to make sure the text is all displayed.

When you synchronize text to a new text box or path, the text copy picks up the
attributes of the original text box or path at the time you first synchronized it. But
you can also reformat the text in synchronized boxes and paths as you see fit —
formatting (color, style sheets, character attributes, and so on) does not synchro-
nize across text boxes and paths. This lets you style each instance as appropriate
without affecting the others. Only the underlying text itself is synchronized.

Caution
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If your text includes special symbols or characters attained by using special fonts —
for example, a square bullet from the Zapf Dingbats font — those characters may
not display properly in other text boxes. Because newly synchronized text boxes
and paths pick up the formatting attributes of the originally synchronized text, any
original formatting — including font changes — is applied. Then, however, if you
apply a style sheet or highlight the text to change the font, you might override
some of the original local formatting used to get special symbols. This is no differ-
ent than if you copied and pasted text from one box to another and then restyled
the copied text. Just be careful.

Replacing, unsynchronizing, and deleting
synchronized text
You may discover that you want to replace synchronized text in a particular path 
or box with another synchronized story — replacing one boilerplate with another.
That’s easy: Just drag the new synchronized story from the Synchronized Text
palette, or select the target box or path with the Content tool and click the Insert
Text button on the Synchronized text palette. A warning dialog box asks if you’re
sure you want to replace the synchronized text.

You also may want to unsynchronize a specific text box or path so that it’s no longer
automatically updated. That, too, is easy: Just select the box or path with the Content
tool and choose Style ➪ Unsynchronize Text. The text isn’t deleted, but it is no
longer automatically updated.

If you want to unsynchronize all instances of synchronized text, click the story name
in the Synchronized Text palette and then click the Unsynchronize All button. A
confirmation dialog box appears, but you can also undo the action later if you click
OK by accident. You can also delete the story from the palette with the Remove
Item button, which both unsynchronizes all instances and removes the story from
the palette. Either way, the text boxes and paths retain the synchronized text but
are no longer automatically updated.

Finally, you can delete individual synchronized text boxes and paths at any time 
by selecting the box or path with the Item tool and choosing Edit ➪ Cut, or Ô+X
or Ctrl+X. Other synchronized boxes and paths remain unaffected, and the Text
Synchronization palette’s text Usage section updates itself if needed.

Getting a Word Count
Getting a word count for a story is one of the most unintuitive features in
QuarkXPress. There’s only one way to do it, and it involves starting a spell check. 
A word count is, nonetheless, useful for communicating to writers and editors 
how much space they have to fill.

Caution
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To get a word count, click anywhere in a story with the Content tool. Then choose
Utilities ➪ Check Spelling ➪ Story, or press Option+Ô+L or Ctrl+Alt+W. (You could
also get word counts for a selection via Ô+L or Ctrl+W, or of the entire layout via
Option+Shift+Ô+L or Ctrl+Alt+Shift+W.) The Word Count dialog box shown in 
Figure 12-4 displays, and the Total field tells you how many words are in the story. 
If you actually want to run spell check at this point, click OK. Otherwise, click
Cancel to return to the document.

Figure 12-4: You can access the Word Count dialog box by
choosing Utilities ➪ Check Spelling.

Checking Spelling
A finished document with spelling errors loses credibility, but the QuarkXPress
spell checker is no panacea for this problem. That’s partly because all electronic
spell checkers rely on the user’s own spelling ability — the software alerts you to
possible misspellings, but it’s up to you to determine if the word is actually mis-
spelled in context and to select a correctly spelled word. The other problem is
Quark’s pitiful 120,000-word homegrown spelling dictionary. (By contrast, a hard-
copy dictionary includes approximately a million words.) The spell checker is sus-
picious of many plural words, most possessive terms, and many newer words. Plus,
the spelling dictionary cannot contain special characters, so all words with accent
marks, even words as simple as café, show up as suspect, unless you’re using the
multilingual QuarkXPress Passport. Finally, spelling is all about judgment calls —
some people prefer judgment calls — so your internal style book or preferred dictio-
nary may not agree with the spelling dictionary. You can create your own spelling
dictionaries to augment the QuarkXPress dictionary, although you can’t edit the
default one.

In light of all this, it’s probably best to let writers and editors provide text that’s
already spell-checked to their standards. It still never hurts to run spell check to
guard against any last-minute errors that have snuck in, such as during copyfitting.
There’s nothing like typing “Otober” on the cover of your magazine and having it
slip through! But if you have any questions about a word that QuarkXPress doesn’t
like, check it out with a dictionary (www.m-w.com provides quick access to spellings
in the Merriam-Webster Dictionary, 10th Edition) or consult a copy editor.
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The Check Spelling submenu
To display the spell check options, choose Utilities ➪ Check Spelling. This menu
item displays the submenu shown in Figure 12-5, which offers you the following
spell-checking choices:

✦ Word/Selection. This option (Ô+L or Ctrl+W) checks the word containing the
cursor or a range of highlighted words. This is ideal for checking one word
you’re not sure about or a new block of text you just added to a document.

✦ Story. This option (Option+Ô+L or Ctrl+Alt+W) checks the currently active
story (all the text in a series of linked text boxes/paths). Checking a story is
useful for checking a newly imported story.

✦ Document. This option (Option+Shift+Ô+L or Ctrl+Alt+Shift+W) checks every
word in the current QuarkXPress layout. This option is ideal for checking all
the text throughout all the disparate boxes and paths in a layout.

If you have multiple layouts in a project, you’ll need to run the spell check on each
layout separately — QuarkXPress does not spell check across layouts.

You probably noticed that the same commands for spell checking do the word
counts covered earlier in this chapter. The word count function is the first dialog
box in the spell-check process. If QuarkXPress sees no misspellings, it simply
reports the number of words and provides a Close button to close the dialog box.
But if it sees possible misspellings, it replaces the Close button with an OK button
to continue the spell check and adds a Cancel button to terminate it.

Figure 12-5: The Check Spelling submenu when a 
range of text is highlighted

Note
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When you spell check, QuarkXPress shows the first instance of the suspect word
onscreen. Therefore, you may want to change the view percentage to something
such as 200 percent, so you can actually see the words.

Dealing with suspect words
The spelling checker displays words that it doesn’t recognize (calling them suspect
words) one at a time, giving you an opportunity to correct or ignore (skip) all
instances of the word. The spelling checker can suggest correct spellings for words
that it believes are misspelled. Figure 12-6 shows the spelling checker displaying a
word that is not in its dictionary.

Figure 12-6: A suspect word in the Check Story dialog box

Looking up and replacing words
If QuarkXPress has suggested spellings for a suspect word, the words are listed
automatically. To accept a suggested replacement, click the word and the Replace
button. You can also edit the word in the Replace With field yourself.

If the spelling checker suggests more than one possible spelling, QuarkXPress
jumps to the one it recommends. If you highlight one of the other possibilities 
and decide you want to go with QuarkXPress’s original recommendation, click 
the Lookup button (which is normally grayed out) to have QuarkXPress show 
that original recommendation again.

QuarkXPress has an all-or-nothing method of handling spelling corrections. So if
you click Replace for a misspelled word, all instances of that word in the selection,
story, or document will be replaced with the “correct” spelling. It’s up to you to
determine if this across-the-board correction works for you. If not, you might jot
down the word and use Edit ➪ Find/Change, or Ô+F or Ctrl+F, to look at all
instances of the word.

Caution

Tip
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Working with auxiliary dictionaries
If you’re not content with the 120,000-word dictionary in QuarkXPress — and there
are many reasons not to be — you can add additional words to an auxiliary dictio-
nary. Words of a technical nature specific to your company or industry are good
candidates for an auxiliary dictionary, as are proper names.

One thing that’s nice about auxiliary dictionaries is that you can pretty much put
the files where you want them. In other words, auxiliary dictionaries do not have 
to reside in the same file as the documents accessing them. You can create as many
auxiliary dictionaries as you need, you can use the dictionaries with multiple pro-
jects, and you can create copies of the dictionaries to share with other users.
However, you can only use one auxiliary dictionary with a project at a time.

Creating or opening an auxiliary dictionary
If you open an auxiliary dictionary when a layout is open, QuarkXPress associates
the two, so when you open or switch to the layout in the future, the layout has
access to the auxiliary dictionary. If you want an auxiliary dictionary to be available
in all projects’ initial layouts you subsequently create, open the auxiliary dictionary
when no projects are open (as explained in the following items).

In previous versions of QuarkXPress, only one auxiliary dictionary could be associ-
ated with a document. In QuarkXPress 6, you can have multiple auxiliary dictionar-
ies associated with a project. But there is a catch: Only one auxiliary dictionary can
be associated with each layout. When you add new layouts, no auxiliary dictionary
will be automatically associated with them — you’ll have to do it yourself each time.

To create an auxiliary dictionary:

✦ For a specific layout. Open the project, go to the desired layout, and access
the Auxiliary Dictionary dialog box (Utilities ➪ Auxiliary Dictionary). Use the
controls in the dialog box to locate the folder in which you want to keep the
dictionary. Enter the name first, and then click the New button, as shown in
Figure 12-7.

✦ For all new projects. Make sure that no projects are open before invoking the
Auxiliary Dictionary dialog box and clicking New. Note that only the initial lay-
out in the new projects uses this auxiliary dictionary.

If you create an auxiliary dictionary on QuarkXPress for Windows, it automatically
adds the proper filename extension, .qdt. There is no reason to ever use this
extension on the Mac because auxiliary dictionaries are not cross-platform.

To open an auxiliary dictionary:

✦ In the current layout. Switch to the desired layout (open the project file first
if necessary) and then open an existing dictionary from the Auxiliary
Dictionary dialog box.

New
Feature
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✦ As the default for all new projects. Make sure that no projects are open and
then open an existing dictionary from the Auxiliary Dictionary dialog box.
Again, note that only the initial layouts in these new projects use the selected
auxiliary dictionary.

Figure 12-7: The Auxiliary Dictionary dialog box for creating an auxiliary dictionary
for the open document. Although they contain the same functions, the Windows
(left) and Mac dialog boxes are very different, so both are shown here.

Detaching an auxiliary dictionary
When an auxiliary dictionary is open for a document, but QuarkXPress cannot find
the file, you cannot use spell check. This happens often when you receive docu-
ments from other users, many of whom are not likely to send the dictionary along.
In this case, you need to close the dictionary, detaching it from the document. To
do this:

✦ From a current layout. Switch to the layout and select Close in the Auxiliary
Dictionary dialog box.

✦ As the default dictionary for all new projects. Make sure that no projects are
open. Select Close in the Auxiliary Dictionary dialog box.

To prevent problems with missing auxiliary dictionaries in a workgroup, be sure
everyone in the group has access to the file.

Tip
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Editing an auxiliary dictionary
Before you use an auxiliary dictionary, you need to get words into that auxiliary dic-
tionary. You can do this through spell check or through a special dialog box. First,
make sure the auxiliary dictionary is selected (via Utilities ➪ Auxiliary Dictionary).

To edit an auxiliary dictionary via spell check:

✦ While checking spelling, click Add to add the spelling of the current suspect
word to the open auxiliary dictionary.

✦ If you’re positive that all the suspect words in a layout should be added to the
auxiliary dictionary (for example, if the file you’ve opened contains the names
of your board of directors), you can add all these words to the open auxiliary
dictionary in one step. To do this, press Option+Shift or Alt+Shift while you
click Done in any check spelling dialog box.

Adding all suspect words from a single document is a good way to create the
same auxiliary dictionaries for Mac and Windows, given that the dictionary files
themselves are not cross-platform.

To edit an auxiliary dictionary via the Edit Auxiliary dialog box:

1. Open the Edit Auxiliary dialog box (Utilities ➪ Edit Auxiliary), shown in
Figure 12-8, to edit the dictionary currently associated with the layout. If
you are creating a new dictionary follow the directions in the previous section
to create the auxiliary dictionary file and associate it with the current layout.

2. To add a word, type the word in the field below the list of current words.
You are limited to typing in lowercase, but you can enter accented characters,
such as é and ã in words such as entrée and São Paulo.

3. Click the Add button.

Figure 12-8: Editing an auxiliary dictionary is a
simple matter of typing in new words with their
proper spellings.

To delete a word, use the Edit Auxiliary dialog box. Highlight the word from the
word list, or enter it in the field below the current list of words (typing the word
also highlights it in the list). Click the Delete button.

Tip
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Remember to click the Save button before you exit the Edit Auxiliary Dictionary
dialog box. Otherwise, changes that you make are not saved. If you don’t want to
save your changes, choose Cancel.

When you add a word to the auxiliary dictionary, be sure to add all appropriate
variations of the word such as plurals, possessives, and different tenses. For exam-
ple, if you’re adding triffid, also add triffid’s and triffids.

QuarkXPress doesn’t allow the use of hyphens in its auxiliary spelling dictionary, so
you can’t enter words such as e-mail. However, QuarkXPress won’t flag e-mail or
m-commerce as suspect words because it ignores the single letters before the
hyphen (they are correct “words” — letters of the alphabet — and the words that
follow the hyphens happen to be standard English words). But if you had an
unusual word with a hyphen, such as the brand name e-trieve, you would have to
add trieve to the auxiliary dictionary and hope no one enters i-trieve or o-trieve —
or simply expect to see trieve flagged during every spelling check.

Searching and Replacing
Basic editing tools are fine for doing simple editing, but you may want to replace
one piece of text with another throughout your document. Suppose, for example,
that you create a catalog and you need to change a product’s version number 
in every place that it’s referenced throughout the manual. You can make the
changes in the original word processor document and then replace the text in 
your QuarkXPress document with the updated text (possibly losing a lot of care-
fully applied formatting in the process). Or you can use QuarkXPress’s built-in
replace function, which you access through the Find/Change dialog box, shown 
in Figure 12-9.You access the Find/Change dialog box via Edit ➪ Find/Change, or
Ô+F or Ctrl+F.

Figure 12-9: The Find/Change dialog box with Ignore 
Attributes checked

The Find/Change dialog box lets you do simple search-and-replace operations on
text, and it lets you search and replace formatting — with or without replacing text.
When Ignore Attributes is checked in the dialog box, you perform standard search
functions; when it’s unchecked, you can include formatting such as Font, Size, and
Style Sheet in a search.

Note

Tip

Caution
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The Find/Change dialog box acts as a palette — it stays onscreen while enabling
you to click into your document to edit text or perform other operations. To close
the Find/Change dialog box, you must click its Close box.

Searching for and replacing text
Any time you need to search for a string of text and replace it, choose Edit ➪ Find/
Change, or press Ô+F or Ctrl+F. You can search and replace text in a portion of a
story, an entire story, or an entire layout. And your search can include parameters
such as whole words and capitalization patterns.

Here’s how the options work:

✦ Find What. Type or paste the text you want to search for in this field. If you
want to find a word plus the space after it, make sure you enter it that way.

✦ Change To. Type or paste the replacement text in this field.

✦ Scope. To search a layout from the current page forward, check Document. 
To check a story (all the text in a series of linked boxes/paths), uncheck
Document. To search a portion of a story, click in the story at the point you
want to start the search. QuarkXPress searches from that point to the end of
the story.

✦ Whole Word. To search for text exactly as you type it in the Find What field,
check Whole Word. This will, for example, find only standalone instances 
of Quark, but not QuarkXPress. If you uncheck Whole Word, you’ll find all
instances of the text, even when it’s embedded in other words.

✦ Ignore Case. To search and replace text regardless of capitalization pattern,
check Ignore Case. To follow the capitalization patterns you enter in the 
Find What and Change To fields precisely, uncheck this option, as we did 
in Figure 12-9.

✦ Find Next; Change, then Find; Change; and Change All buttons. Use these
buttons to search for text and replace it as necessary. Before using Change 
All, it’s always a good idea to check the results of your settings to make sure
they’re working properly.

To search all the text in a layout (regardless of the current page displayed) or to
begin a search at the beginning of a story (regardless of the position of the cursor),
press Option or Alt as you click the Find Next button. This changes the button to
Find First.

Unfortunately, when it comes to Find/Change, all doesn’t really mean “all.” When
a layout is displayed, QuarkXPress doesn’t search master pages. And when a master
page is displayed, QuarkXPress doesn’t search layout pages. So if you’re trying to
search and replace something such as an issue date, you’ll need to search both.
(Start with the master pages, and you may be able to skip the document pages.)
Similarly, you can’t search and replace across multiple layouts in a document.

Caution

Tip

Note
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Searching/replacing invisible characters
In addition to searching for and replacing text and attributes, you can include invisi-
ble characters such as spaces, tabs, paragraph returns, and more in a Find/Change
operation. For example, to strip a document of double spaces, you can type two
spaces in the Find What field, and then one space in the Change To field. You can
also search for a wild card, any number of undefined characters with a specific 
pattern. For example, if you’re searching for instances of disk and disc, you can
search for dis plus the wild card code, which is \?. To enter invisible characters 
and the wild card, you can use shortcut combinations or textual codes, as shown 
in Table 12-1.

You can also copy and paste invisible characters into the Find What and Change To
fields.

Table 12-1
Shortcuts and Text Codes in the Find/Change Dialog Box

Character Mac Shortcut Windows Shortcut Code

Wild card Shift+Ô+? Ctrl+Shift+? \?

Tab None none \t

Paragraph return Ô+Return Ctrl+Enter \p

New line Shift+Ô+Return Ctrl+Shift+Enter \n

New column Ô+Enter none \c

New box Shift+Ô+Enter none \b

Punctuation space Ô+period Ctrl+period \.

Flex space None none \f

Backslash Ô+\ Ctrl+\ \\

Searching for and replacing text attributes
The Find/Change dialog box also lets you include formatting criteria in a search-
and-replace operation. This feature is useful if, for example, you want to change 
all instances of the word QuarkXPress in 10-point Times New Roman to 12-point
Palatino. To access these controls, uncheck Ignore Attributes in the Find/Change
palette. When Ignore Attributes is deselected, the palette expands and offers you
attribute replacement options, as Figure 12-10 shows.

Tip
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Figure 12-10: The Find/Change palette with Ignore 
Attributes unchecked

In the example shown in Figure 12-10, we want to replace the improperly capitalized
word PhotoShop in Janson Text font regardless of style with the correctly capitalized
word Photoshop in Formata Regular font in italic style. This example shows how you
can select specific text, typeface, and styles for both the search and replace func-
tions, and that you can leave some attributes unchecked in one function (meaning
to select any for a find and leave it as is for a replace) while specifying the same
attributes in the other function. You specify these attributes by checking the Text,
Style Sheet, Font, Size, Color, and Type Style check boxes in the Find What and
Change To columns of the dialog box.

When you leave Text unchecked in the Find What column, you replace attributes
only. You may do this to change, for example, all bold text to small cap text, all
News Gothic bold text to News Gothic bold italic, or all 8-point text to 8.5-point text.

You can decide whether to include type styles (bold, italic, underline, and so on) in
a search, and if you do decide to include them, you can specify which ones specifi-
cally to include. To use the type style options at all, check Type Style in the Find
What and/or Change To columns. The individual style icons have three states:

✦ Active (click once to reverse the icon). When a type style is active on the
Find What side, QuarkXPress only finds text with that type style applied.
When a type style is active on the Change To side, QuarkXPress applies that
type style to found text.

✦ Inactive (click once to restore the icon to its original state). When a type
style is inactive on the Find What side, QuarkXPress only finds text without
that type style applied. When a type is inactive on the Change To side,
QuarkXPress removes that type style from found text.

✦ Ignore (click twice to make the icon gray). When a type style is set to ignore
on the Find What side, QuarkXPress finds text whether or not this type style is
applied. When a type style is set to ignore on the Change To side,
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QuarkXPress does not change that type style in the found text (if it’s Bold it
stays Bold, if it’s Italic, it stays Italic, and so on).

When performing a search and replace for attributes, it’s particularly important
that you test your results by using the Change button before you launch into a
Change All. It’s easy to miss an important criterion and not find all instances of text
you’re searching for or apply the wrong replacement attributes. Before making
drastic changes with Find/Change you may even want to save your document so
you can use Revert to Saved in case disaster strikes.

The undo function in QuarkXPress 6 now works for Change All finds.

The Fonts Usage utility
If you need to quickly make a global change to a font used throughout a document,
you can use the Fonts Usage utility in addition to the Find/Change dialog box. Fonts
Usage is designed primarily to help you determine which typefaces are used in a
document so that you know which typefaces you need for printing. The utility also
comes in handy if you open a document that uses a typeface not available on your
computer; you can replace that typeface with another.

To open Fonts Usage, choose Utilities ➪ Usage, and then click the Fonts pane. Use
the Replace button to select a replacement font for the font selected in the list.
Figure 12-11 shows the Fonts pane.

There is no advantage to using Fonts Usage over Find/Change to replace fonts — in
fact, you won’t be able to make selective changes with Fonts Usage. And, as with
Find/Change, Fonts Usage finds the font only on layout pages (or only on master
pages if they’re displayed) in the current layout. It does not find or replace fonts
across multiple layouts in a project — just in the current layout. So the change isn’t
really global.

Figure 12-11: The Fonts Usage dialog box can replace 
a font globally in a layout.

Note

New
Feature

Tip
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Summary
QuarkXPress, although not a full-fledged word processor, provides the controls you
need for making corrections to text, including the expected ability to cut and paste.
To speed text selections for formatting and editing, QuarkXPress provides various
shortcuts in addition to the tried-and-true click-and-drag method.

The new text-synchronization feature lets you have multiple text boxes and paths
use the same text and have all instances of that text be automatically updated if any
one of them is edited. These text instances can be separately formatted. Text syn-
chronization works across multiple layouts in a project but not across multiple pro-
jects in a book.

To help you communicate with writers and editors, the spell checker provides a
Word Count feature. You can spell check a word, text selection, story, or document,
but rely on the QuarkXPress dictionary at your own risk. The dictionary includes a
paltry 120,000 words, but you can augment it with your own auxiliary dictionaries.

The Find/Change feature lets you search and replace text, considering such criteria
as whole words and capitalization. You can extend the search capabilities to include
searching for specific attributes and replacing them with others. The Fonts Usage
utility also lets you replace fonts globally in a layout.

✦ ✦ ✦

Searching for and replacing type styles

QuarkXPress has the very handy ability to search and replace style sheets. As with other
options, you can do this in combination with other text and other attributes, or you can sim-
ply find one style sheet and replace it with another. This gives you the ability to:

✦ Apply character style sheets to text previously formatted with local format-
ting. This gives you the luxury of editing the character style sheet to make global
changes in the future.

✦ Find certain words and phrases and apply a character style sheet to them. For
example, if your company name is supposed to appear in small caps at 0.5 points
larger than surrounding text, you can find the company name and apply the charac-
ter style sheet.

✦ Selectively change the style sheet applied to text throughout a story or docu-
ment. This would be helpful, for example, if a designer created a new style sheet for
column bylines, but not for feature bylines.

The Style Sheets dialog box (Edit ➪ Style Sheets, or Shift+F11) does let you delete a style
sheet and replace it with another. But if you want to retain the style sheet in the document
but replace it selectively, Find/Change is helpful.
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