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How the Dallas Fed 
has incorporated

InDesign’s younger  
 sibling,  
  InCopy



InCopy

What is it?

 u writing and editing tool

 u Integrates with InDesign

 u Lets editors make changes to documents created  
in InDesign

 u Reduces review and revision cycles

Who should use it?

 u  Editors if designers use InDesign
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When should you use it?

 u Any InDesign job with a lot of copy

 u Any InDesign job with ongoing changes

When should you not use it?

 u If you don’t have InDesign

 u Jobs that are mostly graphics with little copy



Why should you use it?

 u To reduce back and forth incorporating, checking, reincorporating changes

 u To reduce paper markups

 u To allow editors to see line/page fit so they can copyfit  
text accordingly



How to get ready

What do you need to buy/have?

 u Designers using InDesign

 u InCopy license for editors (list price $250)

 u Font licenses to cover editors and designers

 u Shared server (if want to avoid email-based workflow)

 u “Fast network”

 u Bigger monitor (nice to have)
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What about training?

 u We got by with online tutorials from lynda.com

 u Companies offer onsite and public courses 
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Working with an Assignment-Based Workflow
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File structure for InCopy Assignments on Server

InCopy Assignment (.icma) file
Opened from InCopy and edited.

InCopy Content (.icml) files
Links to the designers’ InDesign file. Not 
intended to be opened from InCopy.

Support Files
Editors place all Word, Excel or image files 
here that go into a publication.

PDF proofs
Designers place .pdf files here with changes so 
that the customer has a fresh proof. PDF proof 
files are labeled in sequence, with the highest 
number being the latest proof.



Icon Name Location

Available
Assignments panel, text 
frames, and graphic 
frames

In Use by (name)
Assignments panel, text 
frames, and graphics 
frames

Editing
Assignments panel, text 
frames, and graphics 
frames

Available and 
Out of Date

Text frames and graphic 
frames

In Use by (name) 
and Out of Date

Text frames and graphic 
frames

Assignment or 
Layout 
Out of Date

Assignments panel

Text Content 
Out of Date

Assignments panel

Text Content 
Up to Date

Assignments panel

Graphics Content 
Out of Date

Assignments panel

Graphics Content 
Up to Date

Assignments panel

!

Workflow Status Icons



Communication Essentials
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 u Open Type fonts

 u Enough font licenses to cover all users

 u Styles: Paragraph and Character styles
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InCopy

Pros 
Cons
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Editors and Designers Become Friends
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Digital assignment 

files

from

designers

give editors control over text!

Editors retain 

control of the editorial 

process throughout the 

layout phase!

Pros

 u Editors input changes, simultaneously adjusting line breaks, hed lengths, etc.

 u Editors see right away if an edit doesn’t fit.

 u Editors save time translating author’s hieroglyphics for designer.
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Designers 

retain 

control of 

layout!
Assignment files update in the InDesign file when editors make changes.

Pros

 u Editors can’t inadvertently alter page layout, can only manipulate text elements.

 u Frees up designers’ time: no more deciphering/inputting editor’s marks.



Pros

 u Reduces number of 
proofing rounds: 
saves time, ink  
and paper

 u Facilitates online/distance collaboration: More than one 
person can view the electronic file at the same time, but 
only one at a time can “check it out” to work on it.
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Cons

 u Who is checking behind the editor?  
Paper trail is lost when editor inserts changes electronically.



Cons

 u Editor still has to mark up a proof for edits involving layout (e.g., chart changes, 
column depths).



Cons

 u Typeface issues: Editor can’t always see text in layout view if certain typefaces used. 

 u Some MS Word habits are not in sync with InCopy (e.g., shortcut keys for italics, em 
dash, etc.)



Resources

 u Adobe’s InCopy website: 
http://www.adobe.com/products/incopy.html

 u Three white papers written by Anne-Marie Concepcion giving overview of InCopy and 
updated for later releases: 
 
CS3 white paper: 
 http://wwwimages.adobe.com/www.adobe.com/content/dam/Adobe/en/products/
incopy/pdfs/incopycs3-workflow.pdf 
 
CS4 white paper:  
http://incopysecrets.com/dloads/IC_CS4_HG_04-20-2009.pdf 
 
CS5 white paper:  
http://incopysecrets.com/incopy-cs5-workflow-white-paper-now-available.php

 u InCopySecrets.com


