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Welcome to Adobe® InDesign® CS6! InDesign is a powerful application for creating print layouts. It is the

primary application that you will use to produce the actual pages of your yearbook. If you have used InDesign
before, pay close attention to the features marked with a symbol, which indicates new or significantly
changed features in the CS6 version of InDesign.

InDesign is a complex program, but there is no need to learn every aspect right away. It is designed with ease-
of-use in mind, and you can learn new features as you gain more and more experience.

Nearly every operation in InDesign can be performed in several different ways (by selecting from a menu, by
pressing a keyboard shortcut, by using a toolbar or panel). We will cover some of the most convenient ways of
working in this guide, but you may prefer to work in a different way. InDesign was thoughtfully designed so that
every designer can use it in the way she or he is most comfortable.

PREPARED BY: Scott A. Smith, University of Southern California - sas@usc.edu
based on works by Stuart Hagen and Adobe



InDesign uses a combination of different windows, toolbars, and panels that together form the workspace.

The workspace is highly customizable, by dragging the different elements around the screen. You can even “dock”
panels together or “dock” them to the edges of the screen. You can save your favorite workspace arrangements and

switch between them in the WINDOW > WORKSPACE menu.

Adobe provides several pre-made workspaces in the WINDOW > WORKSPACE menu, and the [ESSENTIALS] work-
space is shown below. The [ESSENTIALS] workspace is a good starting place for the work that needs to be done to
create the yearbook.

Toolbar

Control Bar  Application Frame

@ 3 = <) @ GuestUser Q =
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ik N ik
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Pasteboard >
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= .
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Ml c=15 M=100 ¥=100 K=0 HE
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] Il c-100M=30 Y=10K=0
|2< 42 ~ b b B @ Noerors 1] A &l F
Document >S6 Split View Button
Click this button to split the
window into two separate
views, so that you can view
two parts of the same docu-
ment simultaneously.




CS6 The toolbar provides a large number of tools for
working with documents. Here is a look at the

primary tools to be aware of when starting out. *for a look at all of the tOO'S, see page 39.

The tools can be selected by clicking them, or by

typing the shortcuts indicated on the
keyboard any time you are not editing text. Tools E
with a dark mark in the lower right corner have
other, related tools available in a sub-menu. Click
and hold to see the submenu, and select a tool. To
select the tool currently shown on the main toolbar,
just click once.

* Selection Tool @ @ Select objects

@@= Direct Selection Tool @ Select content or
edit frame shapes

it |

Alter the gaps between objects {TP Gap Tool ‘

3

E

T | Type Tool Select or edit text
14 |~2| Type on a Path Tool @:1Lllisa i Select and edit

text on an unusual shape

|8

N H

@@= Line Tool @ Draw Straight lines

Draw shapes point-to-point {{@) Pen Tool *
* Pencil Tool m Draw a line freehand
Draw an empty frame (@ Rectangle Frame Tool | =
Draw an empty frame Ellipse Frame Tool | &

Draw an empty frame Polygon Frame Tool | &

Al

B K &%

i

| Rectangle Tool @ Draw a filled rectangle
@ Ellipse Tool @ Draw a filled ellipse
@
2

Polygon Tool Draw a filled polygon
K

7.

I

.| Free Transform Tool @3 Rotate, scale, or shear
3| Rotate Tool @ Rotate an object

7 Scale Tool @3 Scale an object

iZ7| Shear Tool @ Shear an object

Change how a gradient flows &) Gradient Swatch Tool *
1115 Gradient Feather Tool ‘

Make an object fade away in one direction

=
[l

Fill/Outline Settings Set the color of fills and
outlines for objects and text

Move the page around within the window ({) Hand Tool ‘

Swap fill color and outline color

Zoom in or out of the page view 4 Zoom Tool ‘

Current fill color

Current stroke (outline) color

A

“ Switch between selecting fill and stroke

N pNT| DM

=|
-

Applies last selected solid color () Apply Color | H
Applies last selected gradient (@) Apply Gradient| I
Clear all color - make transparent Apply None | [11

Set the fill and stroke to defaults

I r T e — Se|ect fill and stroke for text

— Select fill and stroke for frame

Toggle view modes (@D Change View Mode sl

ag
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When working with InDesign, it is often handy to keep one hand on the mouse (or trackpad), and the other on the
keyboard. The scrolling function on your trackpad/mouse or scroll wheel on your mouse can be used to quickly
navigate around your InDesign document.

q ZOOM using the scrolling function with the @1 key held down.

Jump to full-page view by pressing (on Mac) or (LIS (on Windows).

W,

MO‘,E your view using the scrolling function with no keys held down.
Apple’s Magic Mouse and most trackpads can be used to scroll in any direction.

m Click and hold down your mouse or trackpad button for a moment before moving or resizing to see a preview

of the final result as you move or resize. In CS5 or above, this effect can be set without a delay in the PREFERENCES,
under INTERFACE - LIVE SCREEN DRAWING. Be careful! Setting no delay can slow down your computer’s performance
— the Delayed option lets you use the Live Screen Drawing only when needed, as in previous versions of InDesign.



Every item on your page is either contained by a frame or is a frame itself. Most frames are not visible when a docu-
ment is printed, but every bit of text and every image is contained within one. Mastering frames is essential to working
with layouts in InDesign.

GRAPHICS FRAMES can contain images, or they can simply be filled and outlined

to be printed as an object. Empty graphics frames have an ‘X’
drawn through them.

Edit corner shapes
Clicking this special handle changes the
corner handles to yellow diamonds, which
can be used to round or shape the corners.

-—

Handles allow you to resize the frame. Drag
Handles ¢ middie handle on a side to change the

shape only in that one dimension; drag a corner

handle to change both dimensions simultane-

ously. Hold @HnluENTESIN @ (on Mac) or
(R e N1 (on Windows) to resize both the
o frame and its content proportionally.

TEXT FRAMES contain text of any sort — headlines, stories, or more. They can have

text in one column, or multiple columns. Empty text frames have no ‘X’
through them, and have two extra handles: the entry point and the exit

point.
O = | lext frames
Entry Point =i
O
m] m] Itatquostet Nempor sam, dolorer uptaspi-
maio. Namus corum facearc scim quam quo
repellum et hitiasp ieturitem quatat.

/olorem dolorep solor as sunti Ibusame
erferovidus et raecesc imilles volestotati debis
qui quo que torumquae re doluptiaSolorum
nonsectur? Sum aligent alis pa vollesequi

. . olor am aborum  apienda ndanist dolorror aspedit
*— EX|t P0|nt olorum et id iaspellaut fugit et que comnisi
maiorer estrunt. idusaest, culliquia conseque
o ) autas esequis dolutem olore,

m Double-clicking the bottom handles of a text box will cause InDesign to resize the text box to fit the text exactly.
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When working with both graphics and text, you can choose to select and edit either the frame or the contents of the
frame. For example, to crop a photo, you might choose to shrink the size of the frame, but keep the content (the photo)
the same size. You might also choose to center the photo within the frame, while leaving the overall item at the same
place on the page. The two arrows in InDesign help you to manipulate each:

SELECTION ARROW @ -G

This arrow selects the frame. Moving the frame moves the
entire object — the frame and its content. Resizing the
frame does not affect graphics content unless you are hold-
ing down @TnEnrE (on Mac) or @I (on Windows). Resizing text
frames will cause the text to re-flow within the frame. Holding @G D
(on Mac) or @ {H (on Windows) while resizing a text frame will resize
the text as well, instead of re-flowing it.

DIRECT SELECTION ARROW @

This arrow selects contents of a frame. When clicking on
the contents of a graphics frame, a new outline and set of
handles will appear (brown in your first layer), showing you
the boundaries of the graphic, even if they extend outside
of the of the frame. Use these handles to change the size,
shape and position of the graphic within the frame.

Make sure that if you are dragging the handles of a photo,
you hold down the @Il key on the keyboard to keep it in proportion.
Otherwise, the photo will become distorted.

(©) | CONTENT GRABBER

When you roll over a graphics frame with your cursor (don’t
click), you will see a translucent target appear. This is the
Content Grabber. Click this target to switch to selecting and
manipulating the content of the frame without having to switch
to the white direct selection arrow. This will cause the brown boundaries
and handles to appear, so that you can manipulate the graphic.

Don't forget that just as with the direct selection arrow, if you
are dragging the handles of a photo, you must hold down the @Il key
on the keyboard to keep it in proportion and avoid a distorted photo.

Hold @HulnENLESINi® (on Mac) or @HLES 118 (on Windows) to resize both the frame and its content
proportionally. Hold down @[T (on Mac) or @Y (on Windows) to resize from the center.



Getting your document setup correctly at the beginning can help cut time having to re-adjust your layout
after it is completed. Follow these steps to ensure that your pages will be set up for Balfour standards.

1 Go to FILE > NEW > DOCUMENT...

2 Adjust settings to match the example below using the correct Page Size.

available click on More Options.

MNew Document

Document Preset: | [Custom)]

Intent: | Print

Number of Pages: |2
Start Page #: 2

] Facing Pages

[ | Primary Text Frame

ook |

| Cancel J

| Save Preset... |

| Fewer Options |

-
L

Orientation:

Columns
’7Nu mber: E, 1

Cutter: E. 1p0

Margins ===
Top: 2p0

It is crucial that 1p5 be entered into all Bleed fields. If Bleed and Slug are not

BOOK SIZE 7:

Page Size: | [Custom]

Width: E 46p6 Orien
Height: E 63p0

BOOK SIZE 8:

Page Size: | Letter

Width: E S51p0 Orien
Height: E, 66p0

BOOK SIZE 9:

Page Size: | [Custom]

Width: B, 54p0 Orient
Height: E 72p0

After entering the correct information you can choose to save these settings as a Preset. The advan-
tage of saving these settings as a preset is that anytime you need to create a new document you can
just choose the preset instead of entering all the information over again. Having a preset also mini-

mizes the chances of pages being created in the wrong size.

4 Click Save Preset, name the preset and then click OK, otherwise click OK to close the window.



Once a new document has been created, you can specify where to start page numbering.

InDesign starts new documents at page 1 by default. Changing the starting page number will allow InDesign to properly
number the other pages automatically.

The quickest and easiest way of changing the page numbering in a layout is:

1 Select WINDOW > PAGES or click on the Pages palette.

2

{ Pages | Layers | Links |

L

[]

[Mizne]

A-Master

2 Pages in 2 Spreads

VR |

The Numbering & Section Options window

will appear. Click Start Page Numbering at:
and enter the desired page number.

After entering the desired page number click OK to

apply the changes and close the options window.

& Pages | Layers | Links |

[Mone]
A-Master
-
1A A
2-3
2 Pages in 1 Spread Caly

al

oy

o

Double-click the upsidedown triangle directly above the first page icon as shown below.

Click the arrow to bring up the

| Numbering & Section Options

Numbering & Section Options

~[ Start Section
() Automatic Page Numbering |

() Start Page Numbering at: |2

Page Numbering
Section Prefix:

Style: | 1, 2, 3, 4... 2l
Section Marker:

[ | Include Prefix when Numbering Pages

Cancel |

— Document Chapter Numbering

Style: | 1,2,3,4... %]

(*) Automatic Chapter Numbering

.;_::_;. Start Chapter Numbering at: ’l_|
Same as Previous Document in the Book

Book Name: NfA

5 The Pages palette will automatically update all pages to the new numbering.

Notice that in this example, the pages have become a spread due to changing the starting page number to an even

number.



Automatic page numbers allow you to move, delete, or re-number pages within a document and have the
page numbers update themselves to reflect the new changes instantly. Follow the instructions below to insert
automatic page numbers onto a page. They make a perfect fit for master pages (see page 11)!

1 First, create a text box using the text tool or frame tool.

2 Once created, select it using the text tool so that the cusrsor is blinking within its area.

Next, select the menu item TYPE > INSERT SPECIAL CHARACTER > MARKERS > CURRENT PAGE NUMBER.
(T ENGELTERS TTicd I (on Mac) or @AEAHGEST eI (on Windows)

Font
Size

Character
Paragraph
Tabs
Clyphs
Story

Character Styles
v Paragraph Styles

Create Outlines
Find Font...
Change Case

Type on a Path

Notes
Track Changes

Insert Footnote
Document Footnote Options...

Hyperlinks & Cross-References
Text Variables

Bulleted & Numbered Lists

>
Insert Special Character > Symbols
Insert White Space [ 2 Markers Current Page Number Q%N

Insert Break Character
Fill with Placeholder Text

Show Hidden Characters

Window APl Help

isic Paragraph] = N ==/ None - Minion Pro

2 NEEES

Hyphenate I+ [E= 1p0 | T, 2p1.044 Regular

B Auasn

BT
*Untitled-1 @ 90%

oRT L
18 |24 ) |3o

N 2 : €

|42 ) 48

{r38F11
#BF11

{30
>

4

>
>

vy

> Hyphens and Dashes
Quotation Marks Previous Page Number
_ Other Section Marker
Nl | Footnote Number

Next Page Number

VVVRAY

The current page number will now be displayed in the selected text frame. If the page is moved or
re-numbered the text frame with the auto page number will automatically update to the new page number

instantly.

n If creating an automatic page number on a master page (see page 11), a letter will be displayed in the
text frame instead of a page number. This is normal, as the master page’s number is designated with a letter
instead of a number. The proper page number will display on the pages.
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Master pages are used to apply the same design elements on all pages within a document.

The advantage of using a master page is that the elements created on it will be applied to every page in
the exact same location, without having to duplicate work individaully on each page. And, if any changes
are made, they are automatically made on every page to which that master page was applied.

Page numbering, folios, and backgrounds are some of the most common items that take advantage of the
master page.

Follow the steps below to create items on the master page.

1 Double-click the A-Master from the Pages panel (below).

& Pages | Layers | Links | =
[None]
Master Pages —i»
A-Master Double-click to
i - access A-Master.
A""

A
? -— The tiny “A” indicates

B that A-Master has
Regular Document Pages —» been applied to this

page.

2 Pages in 1 Spread . & o

2 Once on the A-Master page, any design created will be applied to all “A” pages within the document.
To return to your document’s actual pages, double-click the page you would like to go to from the
pages in the lower half of the Pages panel.

m Objects created on the master page will only be selectable on the master page — you will need to
return to the master page to make changes.

If new pages are added, you can apply the master page to them by dragging the page onto the new page
in the Pages panel, or by right-clicking the page in the Pages panel and choosing APPLY MASTER TO
PAGES... from the contextual menu.
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Obijects in InDesign can be placed on different invisible layers. Each layer acts like a transparent pane of glass on
which all of that layer’s objects sit. These glass panes are then “stacked” and the document is viewed by looking down
through the stack.

Layers are very convenient for working with overlapping objects, especially in situations where isolating certain types of
objects can make it easier to work with them. Layers can be hidden, locked, and moved up or down in the stack.

On the Layers panel, you can see and create new layers. Every InDesign document must have at least one layer, but
you can add many more above or below that initial Layer 1. Double-clicking a layer will enable you to set options for
that layer, including a custom name, and color. When selected, frames are shown with a color that matches the color
set for the layer the frame is on.

o Layers | =

@ @ ||»Laver+
Layer 1
[ | taver 3 S Indicates which layer is

LA I b selected for editing.
P Background

Toggle a layer’s visibility by
clicking the eye icon or the
empty space in that column.

Lock a layer or unlock it by
clicking the lock icon or the
empty space in that column.
When a layer is locked,
none of the objects on that
layer are selectable, so they
can’t be moved or deleted
accidentally. Pages: B-9, 4 Layers &l kol

This special handle lights up
when an object is selected —
drag it up or down to move the
selected object to a new layer.

Create a new layer.
Delete the highlighted layer.

The “stack” of layers can be re-ordered top to bottom by dragging their names up and down in the list on the Layers
panel. The document is formed by stacking the layers in the order shown in the Layers panel. Imagine that the layers
are glass panes with objects on them, and that you are looking down on the stack from the top, through to the bottom.

One of the best uses for a layer is for a large backdrop or background image. When large image files are placed in

a layout, it can dramaticly decrease the performance and speed at which the layout can be edited. If the backdrop or
background is on its own layer, you can simply turn off the visibility of that layer, thus hiding the backdrop and increasing
the speed at which the layout can be manipulated. When done, turn the layer back on.

Locking background layers can also be very useful, so that you don’t accidentally click objects in the background or
move them once you’re happy with them, and just trying to work with other objects on other layers.

m Click the disclosure triangle in front of any layer’s name to see a selectable list of all of the objects on that layer.




The Type Tool allows you to work with text in multiple ways on a layout.

The Type tool is located on the toolbar, and can be quickly selected by pressing when
you are not currently typing in a text box. Clicking and holding on the Type Tool will open

the submenu, where the Type On a Path Tool can be selected.

With the Type Tool selected, click and drag to create a text box.

Selecting any empty frame with the Type Tool will automatically change that frame to a text frame, so be careful where

you click!

'O
0
R4

Use the column
adjustment in the
Control Panel to
change the number
of columns. You can
change at any time.

m FaTs

Set a fixed column width in OBJECT > TEXT
FRAME OPTIONS... to automatically set the
number of columns based on the width of
the frame.

CS6

F

=N

Solum que culpa sitiisitio endit
es ellam quame illupta volestem
volut et doluptaest lantur ma quiam,
cum re reprat aut qui saerciis et ad
ut harum vitae nonsecus aliquia derit
Quidisim porecta tiurio. Ellabo.

Ut aut pore susae corion nis
venditi orrovit, quia etusto volupta
vent inverei ctorit que excea num
venim aut estium

Sedia consequam dolorem
porenis modiani hitatectem vel ius
magnihi llorroreius eum, qui nust, et

Solum que culpa
sitiisitio endit es ellam
quame illupta volestem
volut et doluptaest
lantur ma quiam,

*:um re reprat aut qui

saerciis et ad ut harum
vitae nonsecus aliquia
derit Quidisim porecta
tiurio. Ellabo.

Ut aut pore susae
corion nis venditi orro-
vit, quia etusto volupta

vent inverei ctorit que
excea num venim aut
estium

Sedia consequam
dolorem porenis
modiani hitatectem vel
ius magnihi llorroreius
eum, qui nust, et ma
dolores aut eum eost
listem et as

dolupta non
pedigniet quam et
autest, sit il ipsam

To import text from another
document, choose FILE >

PLACE...
(on Mac) or Gtrl+D (on

Windows)

Solum que  Quidisim consequam
culpa sitiisitio  porecta tiurio.  dolorem pore-
endit es ellam  Ellabo. nis modiani
quame illupta Ut aut pore hitatectem vel

o T advolestem volut
Th doluptaest
T |lantur ma
quiam, cum
re reprat aut
qui saerciis et
ad ut harum
vitae nonsecus
aliquia derit

susae corion
nis venditi
orrovit, quia
etusto volupta
vent inverei
ctorit que ex-
cea num venim
aut estium
Sedia

ius magnihi
llorroreius
eum, qui nust,
et ma dolores
aut eum eost
listem et as
dolupta
non pedigniet
quam et autest,

To continue a story from one text frame to another, click the exit point on the first text box and then, click the
entry point on the second one, or use the cursor to draw a new text frame. This establishes a text thread
between the two frames. Text will now automatically flow between the boxes.

1
Lt

Entry Point -.[Dlj

[m]

= o
O
" >
|
E:LJ <%= Exit Point

_|_

-

Arrows will appear in the
exit points and entry points
to indicate the flow of text
from one frame to another.

To see a blue line repre-
senting each text thread,
choose VIEW > EXTRAS >
SHOW TEXT THREADS.

If there is more text beyond what is shown in a text box, the exit point will turn red, and display a red
plus mark. Click this mark to create a new thread to place the remaining text in another text box.
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The Type on a Path Tool is used to type on lines or the perimeter of objects.

Selecting a line will allow the text to follow the contours of that line.

For the example below, a stroke color and thickness was added to the line, but you r..'-...l
can create a line or object with no fill or stroke so that only the type is visible.

After typing on a path, you can select the line or object with a selection tool to adjust
the handles as shown to position the start and end of the text. Text on a path also
has entry points and exit points, just like any other text frame.

g g
O —
AN W AKE SOME IMPRESSIVE EFFECTS THig ‘J% Og
yoU o Way, % &

1 Create a shape using the pen, pencil, line, or frame tools. 2}_ ,;l" XK HE
2 Select the Type on a Path Tool in the submenu “under” the Type Tool.

3 Move the I-beam cursor over the path that you would like to
put the text on. When you are over an acceptable path, a tiny +
+ symbol will appear next to the |I-beam: x

4 Type, place, or paste the text you would like, and edit its font, size, etc., as
desired.

5 You can use the handles to slide the start and end points along the path. 0 '\

e
6 Open TYPE > TYPE ON A PATH > OPTIONS... to set effects such as Skew or ]
3D Ribbon, if desired.

Type on a Path Options

Effect: | Rainbow ] CJFRip [ ok |
Align: | Baseline +| ToPath: | Center 3 | cancel |
Spacing: ED H:J | Delete |

[EI Preview \ f

Start Point End Point
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InDesign can work with any of the fonts that are installed on your computer. To add new fonts, you must
add the font files to the Mac or Windows operating system you are working with, and then re-launch
InDesign to begin using them. If you are using a shared or lab computer, you may need an IT Administrator
to add the fonts for you. See the documentation or help files for your operating system for specific
installation instructions.

REPLACING A FONT

To replace a font throughout a document (even if the original font is missing), follow these steps:

1 Choose FILE > PACKAGE... and select the Fonts facane
item in the left column. iﬁm
Colars and Inks
2 Click the FIND FONT... button. The Find Font window Print Settings 18 Tonts Usee, 0 Missin, © Empeddes, @ incomplere 0 Protected
. Extemal Plug-ins Name Type Status Protected |
will appear. Bauhaus 93 Regular OpenType TrueType OK No
Big Caslon Medium TrueType 0K No
Book Antiqua Ragular TruaType 0K No
. Braggadocio Regular OpenType TrueType OK No
3 Select the font to replace from the list and then set c
. — Current Font
the fontto Replace With as shown. Filename: Phoenix HD:Library:Fonts:MicrosoftBauhaus 93
Full Name: Bauhaus 93
First Usad: On Paga 37
4 Click CHANGE ALL to replace the selected font on the
entire Iayout. || Show Problems Only
| Cancel || Report..
5 Click DONE and then CANCEL to exit the Package

dialog box and return to the layout. AU

Missing Fonts Fonts in Document:

Bauhaus 93 Regular
The document *"USC vs Cal Football.indd" uses one or more fonts which are not Big Caslon Medium
currently available on your system. The text will use a substitute font until the
ariginal font becomes available. Book Antiqua Regular

Braggadocio Regular
Calisto MT Italic
Calisto MT Regular
Chalkduster Regular

Helvetica Neue LT Pro 73 Bold Extended:
Default font substituted for missing font.

Consalas Regular

FoFooodaD

Helvetica Neue LT Pro 85 Heavy:
Default font substituted for missing font.

ts: O

| Reveal in Finder |

Helvetica Neue LT Pro 87 Heavy Condensed:
Default font substituted for missing font.

|  Moreinfo |

Font Family: |lh"linion Pro

Helvetica Meue LT Pro 77 Bold Condensad:

Font Style: |Regu|ar
] Redefine Style When Changing All

o

MISSING FONTS

Upon opening a layout, if the font files necessary for the
document can’t be found, InDesign will warn you, and
give you the choice to FIND FONT... or click OK to skip the warning.

Choosing FIND FONT will open the Find Font window as pictured above. Follow the same steps for
Replacing a Font as described above to replace any missing fonts in a layout.

Choosing OK will not replace the font. Any missing fonts will be highlighted
in pink on a layout in Normal View.

IHACEAETIUE You must replace these missing fonts or install the font files before printing or making a
PDF, or the text will not print as expected.

page 15



Type styles allow a user to create presets of font and paragraph settings to quickly apply to text on a
layout. For example, you might create a style for your headlines, and a style for your body text, and then
apply them to the corresponding text. This will ensure that everything is consistent throughout your docu-
ment and your book.

If you later decide to make changes to the way a certain kind of text looks, you can simply edit the style
definition for that kind of text, and all text with that style will automatically be updated. Styles can be
saved and loaded, so they can easily be copied from one InDesign document to another, and can also be
embedded into templates for standardizing settings.

Type styles come in two kinds: Paragraph Styles, which apply to entire paragraphs, and Character
Styles, which apply only to the individual letters, numbers, and symbols (characters) selected.

CHARACTER STYLES

Character Styles are a collection of formatting attributes that can be

applied to text in a single step. ¢ Character Styles | =
Caption Key -ﬁ'
1 To access the Character Styles panel, select it in the [None] 7
menu WINDOW > STYLES > CHARACTER STYLES or press Cutlines
(HIIENBES s AP (on Mac) or @lillisda i B (on Windows). Sl sy
5
e Fly-out
2 To create a new character style, click the icon at the bottom of the  o\,rrent Style menu
panel.
0O Bl @ #
3 To view the Character Style Options Window, double- f
click a style on the Character Style palette. The Character
Style Options Window allows you Create a New Style
to define basic character formats,
character color, and advanced ;
. Character Style Options
type options.
General Style Name: IImportar‘lt
Basic Character Formats =
4 After defining the OptiOﬂS, click 2::;: E::*:m( Formats Basic Character Formats
0K to save them. Opertyes Fesures
st"ri:t;.:..g: Z:.ms Font Family: [Helvetica Neue Iﬂ
Export Tagging Font Style: |Condensed Black Iﬂ
5 To apply a character style, select Sze:lpt  [B)  Leadng Ept )
the desired text and then click the Keming; lml Tmcking; E’w—'j
desired character.style to apply T —
the preset format instantly. - -
Character styles can also be @Unfﬂerline @Ligatures || No Break
[=] Strikethrough

imported from another document by
clicking on the fly-out menu on the
Character Styles panel, choosing
LOAD CHARACTER STYLES... and
then selecting the document with the

desired styles. ™ Preview [ cancel |[[ ok ]
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PARAGRAPH STYLES

Paragraph Styles include both character and paragraph formatting attributes,
and can be applied to a paragraph or range of paragraphs. Unlike character
styles, there is no need to highlight the entire paragraph to apply a style —
the style will apply to whichever paragraph your cursor is currently in.

1 To access the Paragraph Styles panel, select it in the menu WINDOW
> STYLES > PARAGRAPH STYLES or press @HiuliENGEIZEE (on Mac) or

CREP Style
Bullers and Numbering

Drop Caps and Nested Styles

("] Preview

4 After defining the options, click OK to save them.

Current Style

% Paragraph Styles

Folio

)

[Basic Paragraph]

Headline

Deck

Body Text
Body Text (Drop Cap)

Biline
m (On WlndOWS). Photo Caption
Photo Credit
Creating a new paragraph style is the same as creating a new character Name Captian
style — just click the appropriate icon at the bottom of the panel. Sports Score
Folic
To view the Paragraph Style Options Window as pictured below, New
double-click a style on the Paragraph Style palette. The Paragraph
Style Options Window will allow you to define basic formats, color, and
advanced type options along with paragraph settings, drop caps, and = A R W
other advanced paragraph settings.
Paragraph Style Options clear style
Style Name: Body Text k
Indents and Spacing Lecatlon: Paragraph Style Options
Style Name: |Body Text |
Alignment: | Left il .. A :‘:T.
[_] Balance Ragged Lines Ji Cops =nd Nested Styles Paragraph Style Options
[ ignore Optical Margin - Drop Caps Style Name: Bady Text
Left Indent: El)pﬂ Right Indent: E' 0p0 Lines Characters Character Style Locasion:
First Line Indent: £10p0 | Last Line Indent: [£10p0 | Elo  TEo ] [iNonel tion
Space Before: EOpD Space After: E, {1p0 [ Align Left Edge [ Scale for Descenders
Alignto Crid: | None ¢ B ccted styles rds with at Least: [£15 letters
Click New Nested Style button ta create a nested style. After First: (14 letters
Before Last: E'_ 4 letters
Hyphen Limit: E‘l hyphens
yphenation Zone: EBDO
New Nested Style | Delete & [V er Spacing E """ Fewer Hyphens
- Hyphenate Capitalized Words || Hyphenate Last Word
Jisted Line Styl Hyphenate Across Column
[ cencel | 0K New Line Style | | Delete & ¥
|| Preview

("] Preview

5 To apply a paragraph style, select the desired paragraphs (or just place your cursor in the paragraph, for a
single paragraph), and then click the desired paragraph style in the panel to apply the format instantly.

Paragraph styles can also be imported from another document by clicking on the fly-out menu on the top right
corner of the Paragraph Styles panel, choosing LOAD PARAGRAPH STYLES... and then selecting the document with
the desired styles.

m To load all of the type styles from another document (including both the paragraph and the character
styles), choose LOAD ALL TEXT STYLES... from either panel’s fly-out menu.
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CREATE OUTLINES

Creating outlines converts text into a vector graphic. This means that the individual characters (letters,
numbers, symbols) are no longer text, but are actually drawings. This allows you to manipulate the individual
shapes of each character, as if they were lines drawn by the pen, pencil, or line tools.

AN IUE Once text is converted to outlines it can no longer be edited by the text tools.

1 Select the desired text and then choose the menu option TYPE > CREATE OUTLINES.

2 Modify the text using the Direct Selection Tool (white arrow), just as if each letter were its own graphics
frame. One use for this feature is placing an image inside of a word that has been converted to outlines.

Once a character is converted to outlines, each individual point on that character
can be manipulated using the Direct Selection Tool, allowing you to distort or even
create a whole new look from the original.

m Creating outlines removes the need for the actual font file. If you need to
make sure desired text does not change when viewed on different computers that
may or may not have the same fonts as yours, you could create outlines of the
desired text, making it a graphic and no longer dependent on the actual font files.

@m Be careful when converting large bodies of text to outlines — once it
has been converted and saved there is no way to return the graphic back to text

form.

FILL WITH PLACEHOLDER TEXT

Ad mo bla audit es mi, uta eium sundam
lat officia quosam aut ium que nus diti
comniendant libus sed magnim et ipsae-
catur molenias evel iume voluptat ut facest
laut maiossit estrupt aturem aliquibus plitae
seniscilit, alibusa pienitiis dolorest, unt.

Beatur, sandemquam ese por alis dem.
Molut odi od maximus re pedi tet faccum
nimossum estrum as mod quatum quodi
duntores accae cuptia vellectemque
pratemque eossum isim aut facia dolor-
rore iliam voluptatur? Lorero volupti ssinit
aperore riaepudite a velliciis exernate pa

Oftentimes, when creating brand new layouts, a designer would like to test a layout
before all of the text is ready. In order to get a sense of how a layout or part of a
layout will look with text in it, designers will use ‘gibberish’ Latin text as a placeholder
until the actual text is available (sometimes called “lorem ipsum text,” after the first
two words of the traditional set of Latin phrases used by designers for decades).

InDesign can automatically generate appropriate placeholder text for this purpose.
In any text frame, simply right-click and choose FILL WITH PLACEHOLDER TEXT
from the contextual menu, or choose from the main menus TYPE > FILL WITH
PLACEHOLDER TEXT. InDesign will fill the remaining space in the text frame with
random Latin.

Why Latin? The Latin gibberish mimics the look of English words, sentences, and
paragraphs, so the text ‘flows’ more realistically. Also, if you forget having inserted
the placeholder text, spell check should catch any leftover Latin words on the layout
before they go to print.



Placing images into a layout can be done in several ways. Acceptable image types for Balfour pages are JPEG, TIFF,
and EPS.

To place an image, you can either create an appropriate graphics frame first, or create one as you place the image.
1 Choose FILE > PLACE... or press the shortcut (on Mac) or (LD (on Windows).

2 Select the desired image or images — use the (D or @TTLED ( @Y on Windows) to select more than
one image, and then click OPEN. If an empty frame was selected before you chose FILE > PLACE..., the image will

appear in your frame, and you can skip the remaining steps.

3 If you did not select an empty frame before choosing FILE > PLACE..., E’M B
your cursor will change to a “loaded” cursor, with a thumnail version / QJ
of the image ready to be placed. If you chose more than one image, :
a number will be shown in parentheses, indicating how many images
are currently “loaded” into the cursor. Use the arrow keys on the
keyboard to change which image is ready to be placed.

. eese
g A

4 To place an image into an empty frame, click that frame. To replace
an image already in a frame, hold down @018 (on Mac) or @B
(on Windows) while clicking it. To place the image in a brand new
frame, click and drag to draw a frame, or just click to create a frame
as large as image at 100% size.

When placing an image into a frame, the picture might be larger or smaller than the frame itself. Fitting options allow
you to either fit the image to the frame or fit the frame to the image. To access fitting options select an image frame and
open the menu item OBJECT > FITTING and choose the desired option, or use the tools on the Control Bar:

Fit all content proportionally Fit frame to content
Fill the whole frame . # # : Center content
proportionally g m ‘ E. EI %= within the frame

% | Auto-Fit

Click here to have InDesign
automatically maintain the fit, Fit content to frame @

even if the frame changes. ) )
'ﬂm The fit content to frame tool can distort photos!

If you are working on a slower computer, it is a good idea to crop images to the size of the target frame before
placing the image into InDesign. This creates smaller file sizes and increase the performance of the layout when being
edited. For example, if the target picture frame were 4 in. x 6 in. and the image being placed into that frame were 40 in.
x 60 in. It would take a lot of computational power to manipulate the image. If it is cropped down to 4 in. x 6 in. before
placing, it will drasticly decrease the file size and will allow the layout to be edited more quickly.
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When working with text and photos/graphics on the same page, there are often situations where it would
be convenient or aesthetically pleasing for a space to be left in the body of text around an image. Text
wrap allows you to force text to “wrap” around a frame with an image in it (or even more text).

1 Place an image on a layout with text.

they overlap.

Move the frame with the image over the text frame, so that

Open the Text Wrap panel from WINDOW > TEXT WRAP

menu item, if it is not already open.

Click the appropriate wrap style at the top
of the panel, and set how far away the

text should be kept below.

Wrap Options:
Wrap To: | Both Right & Left Sides % |

Contour Options

-

ype: =

Include Inside Edges

If you have created a clipping path in
Adobe Photoshop®, you can select
it using the Type: option on the Text
Wrap panel.

Vid et denient volorero dolupis que sandiore num enihillendit qua-
aut vellabo. Itatemp oritaspis derro- tem hicimpore nostem et ut ditatiis
idi sum volora cum sin nus. errovidebis et, in ende lab iligend
Dolo illecte eum laborrorem andandi geniminciam ressit que rat.
olorerum laudam apis as magni Catem que int od maiost offi-
ciatur, con nimenimil estrum quis
nihilibusam et fugia dolorem que
simi, omnis ipsunt quaspelest dent
eseque sequasintis aborae non
consequo te consed quam is et que
doluptus, vid mincta consequam,
sequi vidis eatia volo volo dem
re aut destiunt et, sitibus
apient.

Bis iduci remquiae
doluptatusti oditius trumquam
rehent.

Bea dolest volorem
volupta perero cus.

Vid ullatur, sitis milland-
undi quam rehenis dem

\ |, sitis millandundi quam

et in est, tempore
eat ectatiore verum,

B sum harum quam

andandi g

con nimenimil estrum quis nihili-
busam et fugia dolorem que simi,

re aut destiunt et,

erero cus.

Catem que int od maiost officiatur,

lomnis ipsunt quaspelest dent eseque
sequasintis aborae non consequo te
cconsed quam is et que doluptus, vid
uam, sequi vidis eatia

bluptatur, qui underiae
core nis plique voluptaquo te provit
estota dolupti aeribus, core pro et qui
omnihictest rae conse re consequi
dolorectur aut adi cuptia que cullis
eaquia volesciat dolupta quos
dolorenda si unditecae qui quid et
laboribus pos dolum quid qui te nus,
nem endi as si doloruntiae rerunti
atquam quibero officte nis audantur
anto bercienimus nonet voluptate
cus exped ut estiasi comniatem

am velic temquas plandiae. Dus
sequatur rehendit, odis expla veratiu

— .
/ ditius trumquam rehent.
i Bea dolest volorem volupta

No wrap

Jump to
next column

simi, omnis ipsunt
quaspelest dent
eseque sequa-

nient sintis aborae non
wvol- consequo te consed
orero quam is et que
dolu- doluptus, vid mincta
pis aut consequam, sequi
vidis eatia volo volo

dem re aut destiunt
et, sitibus apient.
Itatemp oritaspis derrovidi sum Bis iduci remquiae doluptatusti
\volora cum sin nus. oditius trumquam rehent.

Dolo illecte eum laborrorem Bea dolest volorem volupta
volorerum laudam apis as magni que  perero cus.
sandiore num enihillendit quatem Vid ullatur, sitis millandundi quam
hicimpore nostem et ut ditatiis rehenis dem repelectem harum repro
lerrovidebis et, in ende lab iligend eniende stiscid eliquo conemo et
andandi geniminciam ressit que rat.  inciet lam, sed quas dis sum hicitat
Catem que int od maiost quis magnist et in est, tempore
officiatur, con nimenimil estrum quis cepudio blaceat ectatiore verum,
nihilibusam et fugia dolorem que odit ulparci

con nimenimil estrum quis nihili-
busam et fugia dolorem que simi,
omnis ipsunt quaspelest dent ese-
que sequasintis aborae non conse-
quo te consed

quam is et
que doluptus,
vid mincta con-

sequam, sequi
vidis eatia volo volo
dem re aut destiunt
et, sitibus apient.

Bis iduci remquiae
doluptatusti oditius
trumquam rehent.

Bea dolest volorem volupta

perero cus.

Vid ullatur, sitis millandundi
quam rehenis dem repelectem
harum repro eniende stiscid
eliquo conemo et inciet lam,

Vid et denient volorero dolupis
aut vellabo. Itatemp oritaspis derro-
vidi sum volora cum sin nus.

Dolo illecte eum laborrorem
volorerum
laudam
apis as
magni
que

sandiore num enihillendit quatem
hicimpore nostem et ut ditatiis
errovidebis et, in ende lab iligend
andandi geniminciam ressit que rat.
Catem que int od maiost officiatur,

Vid et denient volorero dolupis aut  andandi geniminciam ressit que rat.
vellabo. Itatemp oritaspis derrovidi Catem que int od maiost officiatur,
isum volora cum sin nus. con nimenimil estrum quis nihili-

Dolo illecte eum laborrorem busam et fugia dolorem que simi,

volorerum laudam apis as magni que ~ omnis ipsunt quaspelest dent eseque|
isandiore num enihillendit quatem sequasintis aborae non consequo te
hicimpore nostem et ut ditatiis consed quam is et que doluptus, vid
errovidebis et, in ende lab iligend mincta consequam, sequi vidis eatia




The Links panel displays all of the images (and any other types of file) that you have placed into this

document — when you place an image, the image file stays on the disk, and InDesign simply looks up the
image when needed. Because of this, any changes you make to a photo after you place it on the page will
still be updated on the page.

The downside is, however, that if you remove or move the original photo file, InDesign will no longer be

able to find the file when it needs it. This is called a missing or broken link.

AU You must fix any broken links before printing or making a PDF, or your photos will be
printed at a severely reduced quality.

Links | =
a0
Page number » [ Minette fox.jpg (2)
where link » Jl Minette s...y.jng 2)
is located Treejpg iy t——p—
B Minerte37 jpg 1
EF Minette_IR.jpg =
B Minette_...umps.jpg m
B Beit Buckle jpg 2
Show/Hide lSeleced  &=® A5 G5 .
Link Info Link Info

Mame: DEC_0450.pg
Format:
Status:

Size: 2.5 MB (2615006 bytes)
Modified: Friday, Februar...8, 2011 2:20 PM
Path: Phoenix HD:Use_..6:0D5C_0450.jpg

IPEG
OF

One or more

A Seg " instances modified

Link modified;

needs to be updated

Missing link
Embedded link

(entire file saved inside
the InDesign document)

Edit the original file
Update the placed image

Show in document

Relink file
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The Effects panel offers a variety of high-quality effects that

can be applied to InDesign objects. The effects are very similar
to those available in Photoshop. Each effect has an array of
parameters that can be set, to fine-tune the look of the effect, and
the effects can be layered. The effects can also be selectively
applied to the entire object, or just its stroke, fill, or text.

To apply an effect, simply select an object and click the “fx” icon
at the bottom of the Effects panel.

Here is a look at some effects that you may find useful:

Drop, Shadow,
Inner Shadow
Outer Glow

Basic Feather®

Effects

Settings for: | Object + | Drop Shadow

= — Blending

ransparency

 Drop Shadow Mode: | Multiply 2 |:| Opacity: |75% |:
[ Inner Shadow

E‘ SR — Position

I:‘ tnner Glow Distance: |+0p9.899 X Offset: Eﬂp?—‘
[ Bevel and Emboss

(] satin ¥ Offset: E. Op7

Angle: @ 135°

[_] Use Global Light

() [
£
b
-
F3
H
5
H

|_| Directional Feather

|_| Gradient Feather

— Options
OBJECT: Normal 100%; Drop Shadow Size: F—0p5 [E‘I Object Knocks Out Shadow
STROKE: Mormal 100%; (no effects) -
FILL: Normal 100%; (ne effects) Spread: 0% : || Shadow Honors Other Effects
TEXT: Normal 100%; (ne effects)
Noise: 0% :

(™ Preview | Cancel

(ST
R

~=

4 Effects | Object Styles |

| Cpacity: |100% ;

[ Narmal =

¥ Object: Normal 100%
Stroke: Mormal 100%

Fill: Normal 10:0%
Text:  Mormal 100%
[ | Isolate Blending [ | Knockout Group
A fi ¥
Effects Menu

Inner GLOW
Bee and Emboss

SATI

Set
Opacity

N
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InDesign provides tools to rotate, skew, or scale any object on the page. Together, these operations are
called transformations.

The toolbar has a tool for each operation, as well as a Free Transform tool, which will let you perform any
of the three, or more than one at a time.

H B
F‘- ®  Free Transform Tool @ Rotate, scale, or shear
|| |

L _l Rotate Tool @I Rotate an object

A

] Scale Tool @) Scale an object

A
—
E Shear Tool @ Shear an object

You can also perform precise transformations by selecting an object and then altering the transformation
values in the Control Bar:

0
Rotate Rotate 90
* ‘ \_ This is a representation
- R - . e Ay of the applied flips
-l E 100% |~ . E D Ll T st '_P -'/ rotations.
v L

>
Scale

Keep Proportional Skew Flip Horizontal/Vertical

InDesign also gives you the ability to rotate an object without selecting the rotation tool
first. Simply select an object with the selection tool (black arrow), and then move the
cursor just outside the boundaries of the frame near any corner. The cursor will change to
a double-pointed, bent arrow. You can now click and drag to rotate the object!

m The symbol at the left side of the Control Bar (pictured at left) will allow you to set the
Reference Point for the object you have selected. The reference point is the point that the
object will pivot around when rotated, and where it will grow or shrink from when resizing.

Click any one of the nine points to set that as the reference point. The center is selected by
default.
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You can set the color of an object — its fill, stroke, or both — using the color tools located at the bottom of the toolbar
or the similar set of color tools at the top of the Swatches panel (WINDOW > COLOR > SWATCHES) or the tools on the
Color panel (WINDOW > COLOR > COLOR). All of the color tools work the same way and accomplish the same thing.

On the wide toolbar:

Set the fill and | %; % i
stroke to defaults

iFi

Swap fill color and outline color

Current fill color (click to set)
Current stroke (outline) color (click to set)

“ Switch between selecting fill and stroke

Select fill and stroke for frame/object

T

On the normal ﬁ

toolbar: %
T

On the

Color Panel:
] T

Select fill and stroke for the text within

b On the top of the
Swatches Panel:

Bo @

The Swatches panel allows you to save new swatches of color to use and reuse, much like text styles.
Just like styles, altering a swatch will also change any object you've applied that swatch to.

% Swatches |

==

Color ToolS ——ui B [T

mint: 100 |+ bt Tint (lighten the color)

Z [Mzne]

Registration Marks Only —illgsistrationt

Sample Color

Gradient Swatch

|:| [Paper]
W eiack

B c=100M=0Y=0 k=0
Currently Selected Color == [l c-0m=-100 v-0k=0 @R
[] c=0m=0Y=100 k=0 K
B c=15 M=100 ¥=100 K=0 &

C=75 M=5 ¥=100 K=0 2| E]\

£ A
A

£ R .
AE Double-click any

swatch to edit it.

+ [#3 Process

B PANTONE Dark Blue U @@ Color Type & Mode

E] Team Blend @ Spot

O imporsane g

print!)

& cMYK @ Mixed Ink
m Lab - RGB

New Swatch

ITANIUE Don't select [Registration] for anything. It looks black, but it won’t print!
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Fading from one color to another gradually is called a gradient.

You can create gradents by mixing colors on the Gradient panel.

Swatches panel for easy re-use.

You can even save gradients to the

Gradients can be applied to fills, strokes, or both.

Drag this sample
to the Swatches
panel to save it
as a swatch.

Gradient Adjustment

Color set point
Click to select; drag left or
right to change position; drag
a swatch onto to change color;
drag off the bottom to delete.

=t

%|Gradient |

Type:| Linear

Location: | 100 |% Angle:|0 1]

Reverse Gradient Direction

E 3
t@

é —
3

Color set point
Click to select; drag left or
right to change position; drag

a swatch onto to change color;
drag off the bottom to delete.

Reverse

Center Point

Slide to change where the
midpoint between the two
colors falls. A new one is added
between every color set point.

Click anywhere else on the bottom
of the gradient to establish a new set
point; you can also drag a solid color
swatch here to make a new set point.

Use the gradient tool on the toolbar to quickly set where a gradient begins
and ends, and at what angle the gradient is set.

1 Select any object with a gradient. Be sure that the fill or stroke is
selected in the color panel or toolbar, depending on which you would
like to change.

2

Click and drag the tool anywhere on the page to set the beginning, end,
and angle of the gradient. Most of the time, you will want to drag the
line directly over your selected object, but you can drag the line totally
outside of the object — experiment a bit to get a feel for how it works.
You can repeat the process to change the gradient over and over.
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The Stroke panel (WINDOW > STROKE) and the Control Bar offer a variety of useful options that can be
set for lines in your layouts.

Line thickness

o Stroke |

. . . _ Straight, rounded, or projecting
Weight: Ll Cap: E | = E C Cap Style (ends) beyond the edge of the line
Miter Limit: E: e X Join: E |E rE Join style (corners)

: e islal Draw the stroke centered across the border of the
Align Stroke: =0 o=0 o=t object selected or on the inside or outside.

Type: | B Stroke Type:
Start | one = — i |
End: | None - = Thick - Thick
Gap Color: | [#] [None] - = Thick - Thin
cap il 100% | ——— Thick - Thin - Thick
e THin - Thick
Thin - Thick - Thin
_ Decorations on ————— Thin - Thin

Color in between Start or End: Triple

dashes for dashed/ Nene | BN Dashed (2 and 2)

slashed/doubled styles S BN W Dashed (4 and 4)
=1 SquaraSolid 20N, Left Slant Hash
=" Sguars Asnenstssess Right Slant Hash
—@ CircleSolid FLEELRREINEN Straight Hash
—{T) Circle & @ & Doted
e ol BT e WiaNY
—= Barbed OO0y White Diamond
——————p TriangleWide ® ® @ @ |apanese Dots
—lie- Triangle
—— SimpleWide B B B Dashed
— Simple
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To keep things aligned, you can use InDesign’s guides, grids, and smart Hide Guides %8:

guides. You can turn all of them on or off, and turn on or off “snapping” to the Lock Guides e
guides and grids in the submenu under VIEW > GRIDS & GUIDES. v Lock Column Guides
+ Snap to Guides {+38;
+ Smart Guides ®U

G“IDES Delete All Guides on Spread

. . C . . Show Baseline Grid E
InDesign guides are visible in Normal view mode (switch between Normal Show Document Grid ge'

and Preview mode, which shows only what will print by using the button at Snap to Document Grid 32"
the bottom of the Toolbar or by pressing [P when not in a text frame).

You can create as many guides as you would like by dragging down from the ruler at the top or by dragging
to the right from the ruler on the left side of the window. Each guide is selectable and moveable, and can
be set to a specific location by specifying the location in the Control Bar.

GRIDS

Grids are normally invisible lines that are preestablished and cover the entirety of the page. Occasionally, it
may be useful to display and/or snap objects to the Document Grid, a grid covering the entire page, or the
Baseline Grid, which aligns with the baselines of text on the page.

SMART GUIDES

Smart guides are bright green and purple measurement lines that light up as you
drag objects around, showing you when they are aligned with the edges or centers

of other objects. Smart guides also indicate when you have an object evenly | > | '
spaced from other items on the page.

ALIGNMENT

Use the alignment tools on the Control Bar or on the Align Panel (WINDOW > OBJECT & LAYOUT > ALIGN) to quickly
align objects. Just select all of the objects to be aligned, and click your preferred alignment.

Align to:
Right Edge Top Edge
Horizontal Center Vertical Center
5 ﬂ-P |
Left Edge Jem Bottom Edge
= I:
— — Use this drop-down to align
Use these tools ng"tﬁhleci_ GS6 opjects to each other (“Selection”)
to distribute = = = by 04 or to page features like the
objects .evenly, » [ Use Spacing |- 0p0 margins, page, or spread. Use “Key
measuring . e Object” to select a single object to
from the edges Align To- align others around (click to set;
indicated. — - shown with a thicker border).
istribute Spacing:
= "l W Use these tools to
(] Use Spacing |-= 0p0 evenly distribute

the space between
objects, rather than the
objects themselves.
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TEMPLATES

To save time and improve consistency throughout your book, you can save a document as a template to be
used as the basis for other new documents.

1 Set up your document exactly how you want it, including master pages, folios, margins, etc. that you will

want to be a part of the template.

Select the menu item FILE > SAVE AS....

Format menu.

3 Name the template and set it to save in apropriate location. Choose InDesign CS6 template from the

Click SAVE. You can now open the template any time to start a new document that will match the template.

0.8 Save As

Save As: IInDesign CS6 Lesson Plan.indd

Where: | [&] Desktop =

Format: L ¥ InDesign CS6 document

@Always Save Preview Images InDesign C56 template

InDesign CS4 or later (IDML)

| Cancel | E—‘ﬂl.—i

LIBRARIES

Another great time-saver is creating a library to hold frequently used bits of layout. A library m

looks like a standard panel, but you can drag any piece or pieces of layouts in, and they will

be saved. You can then drag a copy of the pieces out onto a layout whenever you need them.

—
L —

Headline

1 Select the menu item FILE > NEW... > LIBRARY....

Info Box Page Desig...

=

Specify a name and location to save the library, and click SAVE.

Screen sho...

Story and...

Drag an object or many objects (hold @I to select more than one) over the library’s
panel and drop it in to create a new entry.

Double-click the new entry to name it.

gl WWIN

Drag a copy of your object(s) from the Library panel back onto any layout.

5 of 5 shown

o & & =@

Repeat whenever necessary.
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CHANGE SPOT COLOR T0 PROCESS

— Color Mode: | RCB

D d_
ﬂ_

Blue —

[l important

v Process
Spot

——

UNCOVER HIDDEN FOLIOS

Select the folio,
Don't forget — you and. drag the
con use the eye icons selector square up
to hide ond show to a higher loyer!
loyers and make it
easier to find things!

Double-click the problem swateh.
— . SwatchOptions NP—
Swatch Name: |Sp0t Color Swatch :f | @
Namewith Color Value " Cancel |
Color Typ ﬁ ™ Preview

29



@ FIND COLOR ON A BLACK & WHITE PAGE

Rich black sometimes sneaks into layouts — thot'

. : — s the kind of black
ir::;: [:ﬂsﬁ;: brém[;n h(;ol;lymifﬁ;k:, rai.l\er tkanjust black. It can cause prini'?::e
R registration is off), and ineur o eolor charge on

Arrange
Workspace

| 4

* | Color
| ¢ Control

Editorial
D,  Effects
2., .l Extensions

RS Info

Interactive >
Layers F7
Links 08D |~ - Use the Sepa.ra:tions Preview to

hunt it down!

Mini Bridge

Attributes
ener Preview

Trap Presets
"s?:iib’hiz?ﬁ?sﬁhWZrEﬁiiﬁ doluptiis

Taylor Images

Taylor Templates
Taylor Tools
« Text Wrap Ngw Bty
' v Tools imain tem veliat,Tta quossm urum bl velid mangrienp ellainvene ex ex <t

rerferum corporm verumque is i wbrumuelvdnﬂvilk‘ulddnm,lhlil
i g Thil ilisest, i id qui bores dol

Type & Tables >

|
A
Utilities » secpiter veneen reperun quiveaim  ex et o welencir?
A sim quae laut que simus mi Ceidit qui oo pit, ullacia veatibe
teati m quibus. rerum caquisg uospid quia deluptat pa ut &
Apphcatlon Frame Sunfissos, optae censero videst, sum qui debitia t-qum-nndip-P::uenm:wnq\l
v Application Bar e pos nobis volupit pa cum ra.con don noasequl sligent, sim ut essimpo cpessint, i practEpe
dolori dolorum rolorep rovidi poreptas ds uabasap iepducil ipeam re
S p—— , i aniuangaibil picie sndaat ut dohoes i 5 et biboria eaior?
— — *Untitled-1 @ 90% B ot o dolat e od s vbr  Cae Pt ueto=ibos dom rempori
w s 034-035 Obama at USC.indd @ 89% polsgumacmtalguet. i sectet e consequiasiict g daluptogui
Ut Iabosesm volare, acbit etet, siminet cin corre  commieql sequatios dust st utatum expelit

aut pos aci ad etomi
da dellaut quam, sunt

3 ARG | omrm e
! b "/ \ st el ok pempedinl arum ek eale

| nei T
} —_— B
a ‘ ' FF LAF FERLETEF 148 LEIDVE
3 F -
i i

5 | ! imaio tem weliat. T
g ) o~ +~ ! rerferum corpon

odi dem come pori
seuiatem venem

Separations Preview | Trap Pr| Fi w= praborsim quae laut g

View: | Separations = v

qw Process GO{MS mfmmzd' | p v | 005 H mmn,inpu-r c?nsem wi
By i ining Cur, Magerts, | sasirecios e B i
ellow, and Blask inks —  rbeeei fee
q = |_ . Cyan mmegni hil ipiciis ani
Omm ! fuch ink togng it litati ditatia ni dollu
each ink [D'Uef on or O#t()' see ' . e :uﬂucm ‘“tqm'lm-
what parts of your page use [ |:| Vellow .:;:Tu‘x;:imbnﬂ
B ° ( . i 4 » S |. alack npediﬂitarumpe':ﬂ:
thk color O,Fts]e." mixed itecerum fuga. Et adii
ther colot |t urestia volorernat |

ida doliptur, impelic 2

ang elements llSi.hg rich block ' i [P woleres adit aceatu:

wtu g up ey q‘ N T cons= dollatiss. Otat
"'OW color | . ‘ T= ihiquat icriorestem res ma

separation exaetly the same. :
volores aniae prestrum fuga
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B, s i oo s oot

Sometimes, photos just get
distorted, but we don't wont any
funhouse images in the yearbook.
Here's how to check them:

Click the photo with the white
arrow, to moke sure the content is
selected.

Check the dimensions in the
control bar — i tlwg don't
mateh, it's distorted!

Highlight one dimension, and copy
and poste it to the other.

wut Type Obct T

3] = 86.60254 o
b: i )
i —

Therel That's better!
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3em aui que nulliquia is is eum quisciis doluptas
»eaauis magnimus eictatus dolor sed modi dolor autassus recabo. Nequas maxim au
\e aui que inum ipicil magnatu riberita dolutatur sinulparum estis ut ma que corporem qui re,
Zimpos ero que nobis undios explace rspeliquatis dolorerumaqui dolorer chitatiis moloreh en
juam, occatem ene officienihic te autem unt estotat quaesent est €0s solupta et volentius
sijumaue eatur repeles abo. Pellaud ipsamenis di ut lam que vollaccum eosa quas aut earia sid

sorestium ipsum litasperum voluptibus aut
slictem autatemauis est, consend igende
uaitia eculpari iur magnimodis ea dolecto
-raernatet fuaa. Ita quia plique re
/olumauae nihicit audi ius nonecus dolo
naanihi temporrum quia id quassequos ra
accupta cust aut eos si dicab ipsum dolo
ur. officto que iunt eum voluptatis et aut
sificae enis auam, cus ad €os et lacepe
Jicia auiae modio ipicim niasinture volor
nt doloritatem volupidi quatet abo. Nam
jolupti andipsum enis res volorio. Ut re
At aci auam voluptatum aspis et eaque
»s esseaul optias dolore dolorepe adit
acerecea aut int. occaboratur minim
.am 1d auia sam experfe raeperio ea eos
ois vendame plitatenturi tem reheni arum
.unt fuga. Et apitas restio beaquam repero
liaue labo. Nam, is maximendae omnime
sture recae niet. as aliquassenis ent que
joluptat licia voluptur assequati volupta del
/olorro omni aue et volorrum fugias que erae enes am, ipsam ¢
sandit et ootaspel ipsam, suntem is et modi num quae volurn lab ium non

satemposam vellaciis a sum reritiam hariost, cos excercl ure stiatur, utemolorem

O
orerovid e&

sendaep

Text Frame Options

: Baseline Options Auto-Size |

— 7
Columns: | Fixed Number =

iy Width: 2135p11.424
t~11p0 Maximum: ENone

|| Balance Columns

Inset Spacing

Bottom: a

Vertical Justification

Left:

a . _—
ragraph Spacing Limit: [?:Opo

™ Ignore Text Wrap

@ Preview
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dolo invendam voloriatia guam que cor sed ut rep
dam et et utae soluptaquam il min €

qui blaccaeptur atate doluptatur’
denim olorepudicit voles et quiatem fuaia nons«

quunt fuga. Name
olutem osandebis doluptium et, sit. ut est laut ¢

conescia eosam solorum et eriaquis €
seque rate plia venimus, ¢ uun

e o O s

gNAME MISSIG BELOW WRAPPED PHOTO

ere, tempossim consecti consenest¢
t et prae places venc:

eliatque accabore. ut aut occun

dolupta que volupta tectotati con porem hite
posaest. voleces ratem evellutem ut 1a cun
rrunto idebis saoel idi aut eossendan
conserem voluptibus aspitem volut maani:
denit remaue autemoloraes evelibu sciendas
dolupta coreris mostiae conemquiam gue auan
dolo bea quia venditate cupta.
experoriati que laut as ulligenditi sed quam at
pori intusandem quisauis ducitis con nobitatus
aut qui to volore eseditatet estorec epudit:
faccaborem doles pos ut ditates ciisti aue est¢
nisinvel ipsam harum fugias doluictati anti 1
mo auiae velenduciur reici cum et aut estiassii
atquias expediani dolorrunt antesto ilitae. Fac
ulpa voluntatat odis rae labor saes sin comni
aliquibusam serum harchil laccupt iuntur ad auic
ut ommod eatet mo vernat optatur? Ebitian
dolupic te perferita di dolorem id auunti dolum €
archicatem cuptasi nis et aliauo tor re sitas at-
litatus autatiis eum que dipsaperis ide aui dole
incipicil molup‘a dolupta temolup tiundi con pra:
ari odit as a sam aui bia cl

t que voluotae dolore sé ndi off

If o coption disappears from under
a photo that has text wrap turned
on, select the frame with the hidden
text, and choose OBJECT > TEXT
FROAME OPTIONS...

Choose Ignore Text Wrap, and it
should eome right bacle.'ap
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KEEP A CUTOUT, WELL, CUT OUT

None
Detect Edges
v Alpha Channel

Clipping Path

Type: | Alpha Channel

A 4w

Alpha: | Transparency ] (" Cancel |
a qm trip to . Threshold: 25 ™ Preview
ORJECT > CLIPPING -
PaTH - O’PTIONS . Tolerance: 2
will eure whaot ails ya! -

Inset Frame: Op0

[ Invert
[_lInclude Inside Edges

|_| Restrict to Frame
" Use High Resolution Image




34

sy

Here's o. quick overview of the steps to make a good. eutout.

- % (RGB/8) 2400
ano Bvo 26140 @355 B i

Loosely seleet your subject in
Photoshop — the Quick Selection
Tool helps!

Create a. new loyer via. eut.

Delete the Background layer.

S — Deselect
; 1ME.62
e Select Inverse
Feather...
Refine Edge...

Save Selection...
Make Work Path...

Layer via Copy
Layer via Cut
New Layer...

Free Transform
Transform Selection

Fill...
Stroke...

Last Filter
Fade...
Save as o PSD and Place in InDesignl

For more details, ask about our cut-out
mosking worksheet!



®

®)

FIXTYPE OV A PATH DISAPPEARANCE

Hey! There was supposed to be
type on this path! How ean we get
it back?

N <pend
path ig sure a greal way to spe

Click on the path with the block | ryping on @ path 18 <0 2
arrow, and then choose EDIT > wh | the gay - dor t you
EDIT IN STORY EDITOR to ‘

see if there actually is text.

If there is, elick on the line with
the text tool and choose TYPE >
PAORAGRAPH.

Check to make sure there is no
Drop Cap. I there is o Drop Cap,
the text will not show. Put a zero
there instead.

Now, that's more like it!
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@ UUICKLY SIZE A HEADLINE

So, you already know thot you ecan
quickly resize o. photo or graphic by
""Umﬂdwn(on
Moe) or @ETESTTIE (on Windows) (f
not, see page 6) — but did you know it
works for text, too?

Turns out, it's a great time-sover
for finding the right size for a
headline!

EThe Greatest Headline Ever Written
Just type your headline. ..

m] ...then, be swre to ‘shore up’ your
text box so it fits the text exactly
— you can use the Fit Frame to
Content tool, or double-click the
- lower right corner handle!

The Greatest Hea:iline Ever Written

_—-
The Greatest Headline Ever

Then, click o handle with. the block arrow, hold down
(on Mae) or @HITESIIED (on Windows), and
drag away!
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T womovrovrs

If you've got a lot of fonts, it can be hard to pick one for a
headline. There's a quick way to try ‘em all out, though!

’The Greatest Headline Ever;q
s e et e (Wi e

T CelontioneTiboit Tk
(the black arrow), then "
AR heer \

agoin, but don't click ! E
Edi Trctondl eliok (AT the
Ta Font field on the Control
! Calisto MT1 — Bar ot the top of the
Then) ot top the L8 und Do The Greatest Headline |
A s ritten
eyl :
il o R e LA The éyea est Headline

.. THE GREM@rTHERTen The Gro
B - coLire =ever Headlin

WRITTEM Writien
The Greates’@f{@é@ﬂiﬁé Headline Ever
Ever WritteM ritten

The Greatest Head Ilmhﬁf;: gg;;;{gzgéune

Ever Written Headline Ever
Wrikten
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qwmget[“tmauofthgg 0
grids and boxes in the Normal View of
InDesign.

Ll

Wil

i

I
I

I\

il

T

1

(it
|

—— =:
—
— =
——
=i =
——
—l—

Use the W key on the keyboard to flip
back and forth between Normal mode

Yow'l be surprised at what yow ,

WE HOPE THESE TOP TIPS WILL HELP
10UR DESIGNS STAY TIP-Top!
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This is a reference chart for all of the tools on the standard toolbar. Shortcut keys are indicated
HICAITEY, and the most common tools are highlighted. You can find detailed information on how to
use most tools on other pages in this guide. [k

L

Move the entire page @ill154 a8 Page Tool ‘

Dynamically resize objects to alter the gap TP Gap Tool ‘

CS6 €D Content Collector Tool ==l

Collect pieces of layouts to link and reuse elsewhere

Draw shapes point-to-point (@) Pen Tool
@ Add Anchor Point Tool

@D Delete Anchor Point Tool

Convert Direction Point Tool

Draw an empty frame @ Rectangle Frame Tool
Draw an empty frame Ellipse Frame Tool
Draw an empty frame Polygon Frame Tool

BO K (75%Y

Cut a frame or pen-line shape into pieces () Scissors Tool ‘

Change how a gradient flows ) Gradient Swatch Tool ‘
ST Gradient Feather Tool sl

Make an object fade away in one direction

Move the page around within the window {{) Hand Tool *

Zoom in or out of the page view 4) Zoom Tool ‘

ETG'?

“

T

DRSNS\ A

7'y

o

]
 \
BEO T [e0n My

aPERY ] i

* Selection Tool @B €D select objects

ﬁ Direct Selection Tool @3 Select content or
edit frame shapes

T | Type Tool @D Select or edit text
~"| Type on a Path Tool @:]LLi5a M Select and edit

text on an unusual shape

= Line Tool @ draw Straight lines

Pencil Tool @ Draw a line freehand

Smooth Tool Simplify a drawn line
Erase Tool Erase segments of a drawn line

Rectangle Tool @ Draw a filled rectangle
Ellipse Tool Draw a filled ellipse
Polygon Tool Draw a filled polygon

Free Transform Tool @3 Rotate, scale, or shear
Rotate Tool @ Rotate an object

Scale Tool @& scale an object

Shear Tool @ Shear an object

Note Tool Make a non-printing note

Eyedropper Tool @D Pick up an object’s characteristics
Measure Tool @@ Measure distances on the page

[N

Fill/Outline Settings Set the color of fills and outlines

< for objects and text
Applies last selected solid color () Apply Color | H Swap fill color and outline color
Applies last selected gradient () Apply Gradient | I T Current fill color
Clear all color - make transparent Apply None | [1 - Current stroke (outline) color
— “ Switch between selecting fill and stroke
Normal
Preview E Set the fill and stroke to defaults
Change View Mode Bleed |5
m Toggle Modes I r T - —Se|ect fill and stroke for text
Slug ﬁ — Select fill and stroke for frame
Presentation
page 39




3D ribbon 14

A

add anchor point tool 39
add new fonts 15
alignment 27
application frame 3
apply color 4, 39
apply gradient 4, 39
apply none 4, 39
arrows
direct selection arrow (white arrow)
4,7,39
selection arrow (black arrow) 4, 7,
39
automatic page numbers 10

background 11, 12
basic feather 22
bevel and emboss 22
bleed 3, 8, 39

book size 8

broken links 21

C

cap style 26

center content within the frame 19
change view mode 4, 39
character styles 16

clipping path 33

color 24, 29, 30

color tools 24

content grabber 7

content collection tool 39

control bar 3

convert direction point tool 39
create outlines 18

creating a new document 8

crop images 19

current stroke (outline) color 4, 39
cut out 33, 34

cutout 33, 34

delete anchor point tool 39
direct selection tool see arrows
directional feather 22

distorted 31

document 3

drop shadow 22

effects 22

ellipse frame tool 4, 6, 7, 14, 39
ellipse tool 4, 39

embedded link 21

end point 14

entry point 6, 13, 14

erase tool 39

essentials 3

exit point 6, 13, 14

eyedropper tool 39

F

fill/loutline settings 4, 39
fill the whole frame proportionally 19
fill with placeholder text 18
find font 15
fit all content proportionally 19
fit content to frame 19
fit frame to content 19, 36
fitting options 19
flip 23
folios 11
fonts 15, 37
frames

graphics 6, 7, 14

text 6,7,13, 14
frame tools 13, 14
free transform tool 4, 23, 39
fx 22

gap tool 4, 39

gradient feather 22

gradient feather tool 4, 22, 39
gradients 25

gradient swatch tool 4, 39
grids 27

guides 27

handles 6

hand tool 4, 5, 39
headline 36

hidden folios 29
highlighted in pink 15

I-beam cursor 14
ignore text wrap 32

images 19

image types 19
image wrap 20, 32
import text 13
inner glow 22
inner shadow 22

K
keep proportional 6, 7, 23, 31, 36

L

layers 12

libraries 28

line thickness 26
line tool 4, 14, 39
linked files 21

links 21

live screen drawing 5

margin 3
master pages 11
measure tool 39
missing 32
missing fonts 15
mouse 5

normal 39
note tool 39
numbering & section options 9

opacity 22
outer glow 22
overlapping 12

P

page 3,9, 11
page number 9
page tool 39
panels 3

docking 3
paragraph styles 16, 17
pasteboard 3
path, type on a 35
pencil tool 4, 14, 39
pen tool 4, 14, 39
place 13, 19, 21
placeholder text 18
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polygon frame tool 4, 6, 7, 14, 39 T w
polygon tool 4, 39

presentation mode 39 templates 28 window 3
preview mode 38, 39 text frame 13 w key 38
process color 29 text thread 13 wrap 20, 32
proportion 6, 7, 23, 31, 36 text wrap 20 workspace 3
text wrap 20, 32
R thread 13 4
tint 24

rectangle frame tool 4, 6, 7, 14, 39
rectangle tool 4, 39
red plus mark 13

toggle modes 39 zoom tool 4, 5, 39

tool, add anchor point 39

reference point 23 :gg:g:: 294
registration marks 24 toolb in 4
relink 21 tggl ar, main

renumbering a document 9

replacing a font 15 convert direction point 39

delete anchor point 39

resize 6,7, 36 . .
from the center 7 dlr_ect selection see arrows
rich black 30 eliipse 4, 39
rotate 23 ellipse frame 4, 6, 7, 14, 39
rotate tool 4, 23, 39 erase 39
eyedropper 39
S free transform 4, 23, 39
gap 4,39
satin 22 gradient feather 4, 39
save preset 8 gradient swatch 4, 39
scale 23 hand 4, 5, 39
scale tool 4, 23, 39 line 4, 39
scissors tool 39 measure 39
select fill and stroke 4, 39 note 39
selections 7 pen 4, 14, 39
selection tool see arrows pencil 4, 14, 39
separations preview 30 polygon 4, 39
set the fill and stroke 4, 39 polygon frame 4, 6, 7, 14, 39
shear tool 4, 23, 39 rectangle 4, 39
shortcuts 4 rectangle frame 4, 6, 7, 14, 39
size 6,7, 36 rotate 4, 23, 39
skew 14, 23 scale 4,23, 39
slug 39 scissors 39
smart guides 27 selection see arrows
smooth tool 39 shear 4, 23, 39
spot color 29 smooth 39
stack 12 type 4, 39
start point 14 type on a path 4, 39
stroke 26 zoom 4,5, 39
stroke options 26 transformations 23
styles 16 type on a path tool 4, 13, 14, 39
submenu 4 type tool 4, 13, 39
swap fill color and outline color 4, 39
swatches 24 ')
switch between selecting fill and .
stroke 4, 39 view 5
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