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Workspace

The InDesign Environment

The InDesign workspace is where your document creation and editing takes place. A full set of tools, controls and
adjustments are accessible via the different panel sections including: tools, menu items, control and dock panels.

Document window shows your current open document. Multiple documents can be opened and appear as tabs in
the document window.

Menu bar gives you access to a variety of commands and functions, each with their own drop down menu items for
further settings and adjustments..

Control panel displays the controls for the currently selected tool or selection within your document.

Tools panel contain tools for creating and editing your design. To see similar tools click and hold a tool in the tools
panel.

Dock panels contain further controls and adjustment settings within the document for example, pages, layers, links
and swatches. A full list of available panels are located under the window menu. Panels are arranged in workspaces
(see workspace switcher).

Menu bar Control panel Application bar Workspace switcher

Dock panels
Tools panel
Document Bleed (Red)
Margin Guide
Paste board
Column guides

Current Page Preflight
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New Document

Create a New Document

To start a new InDesign document choose File > New > Document. The new document dialog box
appears with various category options for print, web and mobile to help get you started. There is also Adobe Stock
templates for each category, which can be edited for your own designs.

Create a new document

To create a new document:

1. Choose File > New > Document
2. Choose Print category>A4

3. Press create

Change document settings
To change an existing document size:
1. Choose File >Document setup

Open an existing document
To open an existing document:
1. Choose File>0Open

2. Navigate to the InDesign file
3. Click open

New Document presets

Document Setup

Intent: Print

Number of Pages: Facing Pages
Start Page Ne: 1

Page Size: A4 ©

Width: C| 210 mm Orientation: [g] [

Height: 297 mm

~ Bleed and Slug

Top Bottom Inside Outside
Bleed: 0 mm 0 mm 0 mm 0 mm

Slug: 0 mm 0 mm 0 mm 0 mm

Document Settings

Hhert Do resnt

Adobe stock templates
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Frames

Different Frames Types Within InDesign

InDesign creates frames to hold text and images. When you place images or text in InDesign, a frame is created
automatically for that content. Use the type frame tool, image frame tools, and shape tools located in the tools panel
on the left to create frames.

Type frame tool
holds text and can be
threaded from one
frame

to another.

Image frames tool

holds images. Fitting
options adjust the size of the
image in the frame.

Type frame tool

Image frame tool

Shape frame tool
Shape frames tool

by default come with a 1pt
Stroke.

° ok ) Shape frame options
Polygon Width: (Click)

Polygon Height: 100 pt

Select either the image
or frame tool and click on

]
ad
=
2.
Q

Polygon Settings screen to set options for the
Number of Sides: humber of sides and star o
insert.

Star Inset:

Additional shape frame types
To access the different shape frames click and hold on the frame tool in the tools panel and select either rectangle,
ellipse and or polygon tool.
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Typography

Adding and Formatting Text With The Type Tool

Create text
To create text select the type tool from the tools panel:
1. With the type tool selected, click and drag a text frame in the document window and start typing.
2. To select the text do one of the following:
* Double click to select one word
e Triple click to select a line
e Four clicks to select a paragraph
e Five clicks or CTRL - A (windows) or CMD - A (macQS) to select all
3. Adjust the font properties using the character and paragraph functions located in the control
panel menu.
4. To move and position the text use the selection tool in the tools panel.

Place text
1. To place Microsoft word text inside InDesign choose File >Place

Font Font size Character effects Kerning

A | O, Myriad Pro 66 pt v~ TT T A Metrics
9 Regular (792pt) |~ TT T,
I I I
Font Style Leading Tracking
Spacing

Alignment Indents Drop Cap

Overset text +

Overset text is when the text
frame is smaller than the text.
Ared plus (+) appears in the
lower-right corner of the frame,
indicating overset text. Increase
the size of the text frame to
reveal your text.
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Text Formatting

Character and Paragraph Formatting

Indents and Spacing
Use indents, spacing and drop caps to differentiate the paragraphs and make the text easier to read.

Adjust paragraph spacing

Use space before & space after to adjust the amount of space between paragraphs
1. Using the text tool put your cursor point in the paragraph to apply spacing
2. In the control panel, adjust the setting amount for either space before or space after

Adjust indents
1. Using the type tool, click in the paragraph where you want to apply the indent
2. Choose either left indent, first line left indent, right indent or last line right indent

Create a drop cap
1. Using the type tool, click in the paragraph where you want to apply the drop cap
2. Inthe control panel, choose the number of lines you want the drop cap to drop
3. Inthe control panel, choose the number of characters you want to drop

>

Indents

Adobe InDesign, the industry-leading page design and layout
app lets you create, preflight and publish beautiful documents
for print and digital media. InDesign CC has everything you need
to make posters, books, digital magazines, interactive PDFs and
more.

Design everything from stationery, flyers and posters
to brochures, annual reports, magazines and books. With
professional layout and typesetting tools, you can create
multicolumn pages that feature stylish typography and rich
graphics, images. And you can prep your documents for printing
in just a few clicks. .

Spacing
Adobe InDesign, the industry-leading page design and layout
app lets you create, preflight and publish beautiful documents
for print and digital media. InDesign CC has everything you need
to make posters, books, digital magazines, interactive PDFs and
more.

Design everything from stationery, flyers and posters to brochures,
annual reports, magazines and books. With professional layout
and typesetting tools, you can create multicolumn pages that
feature stylish typography and rich graphics, images. And you
can prep your documents for printing in just a few clicks.

Drop Caps

dobe InDesign, the industry-leading page design and
Alayout app lets you create, preflight and publish beautiful

documents for print and digital media. InDesign CC has
everything you need to make posters, books, digital magazines,
eBooks, interactive PDFs and more. Design everything from
stationery, flyers and posters to brochures, annual reports,
magazines and books. With professional layout and typesetting
tools, you can create multicolumn pages that feature stylish
typography and rich graphics, images. And you can prep your
documents for printing in just a few clicks.

Left Indent

Right Indent

First line Left Last line Right Indent

Space Before Space After

Drop Caps

Number of characters

Number of lines
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Images

Place and Fit Image Graphics

To place an image choose File > Place

Select the image and press open

Click and drag to make a frame for the image to sit in

You can also place an image into an already existing frame

To fit the image inside the frame choose one of the frame fitting options:

e Fill frame proportionately - the image fills the frame

e Fit content proportionately - the whole image is viewable

e Fit frame to content - frame is fitted to the image

6. Click and hold on the circle in the middle of the image to reveal the chosen part of the image

ISR A
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Colour

Apply Fill & Stroke Colours to Text and Objects

InDesign uses a number of tools to apply colour to fill and stroke including the swatches panel, menu bar, eye
dropper, colour panel and colour picker. You can apply colour to the fill and stroke (border) for both objects and text.
Note: In this example we will be using the swatches panel.

To apply fill and stroke colours to objects:

1. With the selection tool select an object

2. Inthe swatches panel select formatting affects container
3. Select the fill or stroke box and choose a colour

To apply fill and stroke colours to text:

1. With the selection tool select a text frame

2. Inthe swatches panel select formatting affects text
3. Select the fill or stroke box and choose a colour

m |  Objectstroke | Text Fill Text Stroke

Formatting Affects
Text or Container Tint

¢ Swatches Stroke ¢ Colour

Fill n“ o T

Stroke

P4 [None]

[Registration]
White W [Paper]
[Black]

%
%
%
%

C=100 M=0 Y=0 K=0 Colour Panel

C=0 M=100 Y=0 K=0
Default Colours C=0 M=0 Y=100 K=0

C=15 M=100 Y=100 K=0

Colour Picker

RGB Colour Space View

Add CMYK Swatch

C 81

C=75 M=5 Y=100 K=0

C=100 M=90 Y=10 K=0 i

Y. |0
K0

%
%
%
%

No: 009bde |

H =

Swatches Panel Colour Picker
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Stroke

Exploring the Stroke Panel

Apply an outline stroke to images, shapes, text frames, and text. Use the Stroke panel to set the thickness (weight)
and other attributes of the stroke, including alignment, start and end options for open paths, and options for corners.
You can find the stroke panel settings in the control panel or from the window > stroke menu.

Create a stroke:

1. Choose Window > Stroke to display the stroke panel

2. Select the object you want to apply the stroke to

3. For thickness of the stroke adjust the weight in the menu

4. Choose other stroke attributes such as alignment and gap colour
5. Press enter

Closed path frame

L N NN NN NN I BN BEE BEE DI BN BN BN B e B S .. ‘
Open path line
= 0]

Stroke panel

¢ Stroke
Weight (thickness) — Weight: | Start & End Types
Cap: —— Bar
Mitre Limit: W SquareSolid
=] Square
Join ——@ Circlesolid
c AI.|:_’:;n8$(troke.(tio B Align Stroke —Q Circle
entre, Inside & outside — 3 Curved
Stroke Type — Type: = Barbed
Start & End Arrow Head — Start/End: TriangleWide
—pe- Triangle
Scale: |, v —> SimpleWide
Align: —» Simple
Gap Tint: >
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Aligning

Align and Distribute

Align and distribute objects to other selected objects using the align panel (Window>Object and layout>Align).
Choose to align left, right, top, middle or bottom and also distribute horizontally and vertically. Options to align and
distribute to the selection, margins, page, or spread.

Align and distribute

1. Open the align panel under Window > Object & Layout > Align

2. Select the objects you want to align (use the shift key to select more than one object)
3. Choose the align to function, to either: selection, key object, margins, page, or spread

Align & Distribute Before After

Align

Align Objects:

[ ] Use Spacing

LR = M v Align to Selection

Align to Key Object

Distribute Spacing: Align to Margins

Align to Page Align to
Align to Spread Options
[ ] Use Spacing

Spacing

Group Layers

Group and ungroup

1. Select the layers to group

2. Choose Object > Group

3. To ungroup choose Object>Ungroup

Note: To resize the group hold CTRL+Shift to keep the proportions correct.
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Save and Export

Save and Export Your Document as a PDF

To save your InDesign document:

1. Choose File > Save as

2. Give your document a title

3. Choose Format > InDesign CC 2018 document

Note: Format options allow you to save your document as a template or for an older version

of InDesign.

To export your InDesign document:
To share your finished document export a PDF

1. Choose File > Export

2. Name the file, choose Adobe PDF (Print) for the format option

3. Click save

4. Inthe export Adobe PDF preset dialog box set as high quality print

Note: To email your document choose smallest file size from the Adobe PDF preset dialogue box.

5. Click export to output the PDF

Export settings panel

Export Adobe PDF

Adobe PDF Preset: [High Quality Print]

Standard: | None Compatibility: Acrobat 5 (PDF 1.4)

General General
Compression " "
Pressi DIXYel[s (i)l Use these settings to create Adobe PDF documents for quality

Marks and Bleeds printing on desktop printers and proofers. Created PDF documents
Output can be opened with Acrobat and Adobe Reader 5.0 and later.
Advanced

Security Pages Viewing
S O All View: Default
© Range: 2-3 Layout: Default

() Grare ) S [J Open in Full Screen Mode

Options

[J Embed Page Thumbnails
Optimise for Fast Web View
Create Tagged PDF

View PDF after Exporting

Export Layers: Visible & Printable Layers

Include
[ Bookmarks [J Non-Printing Objects

[ Hyperlinks [ visible Guides and Grids

Interactive Elements: Do Not Include @

E Publish your documents online to the web

= Bl O ‘publish Online' after your PDF Export

Save Preset...
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Tip

To convert all your

images from CMYK to RGB or
vice versa go to output setting
within the export panel and
choose

convert to destination



Newsletter

Create a A4 Newsletter using InDesign

Connect, explore and learn.

Place Text here
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