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Welcome to InDesign CS6! InDesign is a powerful application for creating print layouts. It is the primary applica-
tion 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 GS6 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.



THE WORKSPACGE

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] workspace is
shown below. The [ESSENTIALS] workspace is a good starting place for the work that needs to be done to create the
yearbook.
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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 document
simultaneously.



TOOLBAR BASICS 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. The most-frequently used are highlighted in yellow. For a full guide to all of the tools, see page 39.

The tools can be selected by clicking them, or by typing the shortcuts indicated @ELCRIIIER on the keyboard any time you
are not editing text. Tools 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.

i

* Selection Tool n m Select objects
ﬁ Direct Selection Tool @ Select content or

edit frame shapes

el |

Alter the gaps between objects m Gap Tool *

v 1

T | Type Tool Select or edit text
)7 ~#"| Type on a Path Tool @ELLLSAM Select and edit
text on an unusual shape

* Line Tool Draw Straight lines

| 9

5\ H

Draw shapes point-to-point o Pen Tool *

| 9

* Pencil Tool m Draw a line freehand

| 9

Draw an empty frame (@) Rectangle Frame Tool |
Draw an empty frame Ellipse Frame Tool | &

RS

Draw an empty frame Polygon Frame Tool & | - (| Rectangle Tool m Draw a filled rectangle

@ Ellipse Tool @ Draw a filled ellipse €D

=2 | | ©] Polygon Tool Draw a filled polygon

F.': i - r Free Transform Tool B Rotate, scale, or shear
| Rotate Tool @ Rotate an object

“hange how a gradient flows ) Gradient Swatch Tool * .
57| Scale Tool @ Scale an object
ST Gradient Feather Tool sl 7| Shear Tool @ shear an object

Make an object fade away in one direction

@ 0N

| 9

Fill/Outline Settings Set the color of fills and
outlines for objects and text
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Move the page around within the window () Hand Tool ‘
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Zoom in or out of the page view 2) Zoom Tool *

Current fill color
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Applies last selected solid color () Apply Color | I
Applies last selected gradient () Apply Gradient | Il
Clear all color - make transparent Apply None | [/

Set the fill and stroke to defaults
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Toggle view modes ({[) Change View Mode ‘
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NAVIGATION SHORTCUTS

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, ZO0OM using the scrolling function with the @TIIIND key held down.

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

Ol 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.

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 PREFERENGES,
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.



FRAMES

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

GRAPHIGS FRAM Es 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.

1‘_____ Edit corner shapes

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

i — Handles allow you to resize the frame. Drag

Handles the middle handle on a side to change the
shape only in that one dimension; drag a
corner handle to change both dimensions

simultaneously. Hold @{uulubllESIT
(on Mac) or @RHUESITIE (on Windows)

il o S} to resize both the frame and its content
proportionally.

TEXT FRAM ES 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.
[,T] o - ] lext frames
|
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lerferovidus et raecesc imilles volestotati debis
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ﬁm Double-clicking the bottom handles of a text box will cause InDesign to resize the text box to fit the text exactly.



MAKING SELECTIONS

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 holding down
@ETETED (on Mac) or @I (on Windows). Resizing text frames will
cause the text to re-flow within the frame. Holding (LG (on Mac) or
@D (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 bound-
aries of the graphic, even if they extend outside of the of the
frame. Use these handles to change the size, shape and posi-
tion of the graphic within the frame.

Make sure that if you are dragging the handles of a photo, you
hold down the @I key on the keyboard to keep it in proportion. Other-
wise, 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 @HULINENGESNIE (on Mac) or QU (on Windows) to resize both the frame and its content
proportionally. Hold down m (on Mac) or m (on Windows) to resize from the center.



GCREATING A NEW DOCUMENT

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.
mﬁ It is crucial that 1p5 be entered into all Bleed fields. If Bleed and Slug are not available
click on More Options.

Mew D t
ew Document ,- - e BOOK SIZE 7:

) R —
|

4k

Document Preset: | [Custom]

Page Size: | [Custom]

Number of Pages: 2 | MFacing P wider [FJa6o6 | Orentat
umper or Fages: acing rages ) ) HEight:

Start Page #: i e | Save Preset... |

y | Fewer Options |

Orientation: BQOK SIZE 8:

Page Size: | Letter

Width: [2151p0 Orientati
( S =i1p0 | eight: EJosp

4k

Intent: | Print

| Cancel

Inside:

Outside:

BOOK SIZE 9:

Page Size: | [Custom]

Width: Orientatio
Height: F172p0

3 After entering the correct information you can choose to save these settings as a Preset. The advantage 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 minimizes the chances
of pages being created in the wrong size.

4 Click Save Preset, name the preset and then click 0K, otherwise click OK to close the window.



RENUMBERING A DOCUMENT

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

¢ Pages | Layers | Links |

L

[Nane]

A-Master

[]

2 Pages in 2 Spreads

Cal,

Gl o

The Numbering & Section Options window will appear.
Click Start Page Numbering at: and enter the desired

page number.

4 After entering the desired page number click OK to
apply the changes and close the options window.

% Pages | Layers | Links |

-

[Naone]

A-Master

[]
[ 1]

2-3

2 Pages in 1 Spread 4y,

al

Click the arrow to bring up the
Numbering & Section Options

Numbering & Section Options

() Automatic Page Numbering |
() Start Page Numbering at: |2

Page Numbering
Section Prefix:

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

[ Include Prefix when Numbering Pages

~[v/ Start Section

Cancel |

— Document Chapter Numbering

Style: [ 1,2,3,4... 1|

(*) Automatic Chapter Numbering

() Start Chapter Numbering at: 'Z‘
Same as Previous Document in the Book

Book Name: N/A

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

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 auto-
matic page numbers onto a page.

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.

3 Next, select the menu item TYPE > INSERT SPECIAL CHARACTER > MARKERS > CURRENT PAGE NUBMER.

Command+O0ption+Shift+N KSRV EGKS Alt+Ctrl+Shift+N (on Windows)

View Window APl Help
Font »
Size >
isic Paragraph] ) ;3 MESE ==/ None ) ;3 Minion Pro -+ 2112 pt
Character ®T Hyphenate et | == HH 1p0 |, 2pl.044 Regular ﬁ g% (14.4 pt
Paragraph NHT
! Tabs 08T L *Untitled-1 @ 90%
18 Glyphs o OFLL 1E [18 [24~ [0 R [#2 48 54 [0

Story
Character Styles - 3F11

v Paragraph Styles #F11
Create Outlines 30
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 » Markers » Current Page Number “C{%N
Insert Break Character » Hyphens and Dashes » Next Page Number
Fill with Placeholder Text Quotation Marks » Previous Page Number

, _ Other > Section Marker

Show Hidden Characters w1 {  Footnote Number

4 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.

If creating an automatic page number on a master page, 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.



MASTER PAGES

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 | =
[Mone]
Master Pages —i»

A-Master Double-click to
access A-Master.
The tiny “A” indicates

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

page.

2 Pages in 1 Spread sl, [l w

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.



LAYERS

Object in InDesign can be placed on different invisible layers. Each layer acts like a transparent sheet on which
all of that layer’s objects sit.

In InDesign, layers are 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.

¢ Layers | -

Layer 1
[ || Laver & S Indicates which layer is selected

® [ J[praver for editing.

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.

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

Pages: B-9, 4 Layers al

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 transparent sheets, 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

CS6

Entry Point -.[DIJ

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.

OV and
(/]
7

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

INEE

JI & e

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

1
1}
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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 pedig-
niet quam et autest,
sit il ipsam inullabore

]

]
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Enllt- Exit Point
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Selecting any empty frame with the Type Tool will automatically change that frame to a text frame, so be careful
where you click!

To import text from another
document, choose FILE > PLACE...
(on Mac) or
(on Windows)

Solum que
culpa sitiisitio
endit es ellam  Ellabo.
quame illupta Ut aut pore
volestem volut susae corion

derit Quidisim
porecta tiurio.

doluptaest  nis venditi or-
lantur ma rovit, quia
quiam, cum etusto volupta
re reprat aut vent inverei

qui saerciis et ctorit que ex-

ad ut harum cea num venim
vitae nonse- aut estium
cus aliquia Sedia

consequam
dolorem pore-
nis modiani
hitatectem
vel ius mag-
nihi llorroreius
eum, qui nust,
et ma dolores
aut eum eost
listem et as
dolupta
non pedigniet
quam et autest,

-

To contine 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.

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.




TYPE ON A PATH

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 can r..'...‘
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.

MAKE SOME IMPRESSIVE EFFECTg Thig "
Y 0 AY! @ R
Create a shape using the pen, pencil, line, or frame tools. ncE?. ‘._f } E‘ |:L /

Select the Type on a Path Tool in the submenu “under” the Type Tool

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: I+
- - -

size, etc., as desired.

You can use the handles to slide the start and end points along the path.

ot
Lr
-

1
2
3
4 Type, place, or paste the text you would like, and edit its font,
5
6

)
Open TYPE > TYPE ON A PATH > OPTIONS... to set effects such as Skew or 3D ,IE"
Ribbon, if desired.

Type on a Path Options

Effect: | Rainbow +| [JFlip @

Align: | Baseline s| ToPath:| Center  :| [ Cancel |
Spacing: ED 5 | Delete |

[EI Preview \ /

Start Point End Point




WORKING WITH FONTS

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:

. . Package
Choose FILE > PACKAGE... and select the Fonts item in
the left column. ‘_iﬁms
ts
[t sm—T"
. . . Colars and Inks 18 Fonts Used, 0 Missing, 0 Embedded, 0 Incomplete , 0 Protected
z Click the FIND FONT... button. The Find Font window Prnt Settings — = - ~
. External Plug-ins yoe At ptxcind |
Wlu appear. Bauhaus 93 Regular OpenType TrueType OK No
Big Caslon Medium TrueType oK No
Book Antiqua Regular TruaType [ No
Braggadocio Regular OpenType TrueType OK No
3 Select the font to replace from the list and then set the _ Current Font
font to Replace With as shown. Filename: Phoenix HD:Library:Fonts:Microsoft:Bauhaus 93
Full Name: Bauhaus 93
First Used: On Page 37
4 Click CHANGE ALL to replace the selected font on the
entire layout || Show Problems Only
| Cancel || Report..
B Click DONE and then CANCEL to exit the Package
dialog box and return to the layout. Find Font
— o
Bauhaus 93 Regular [ ST =T
The document "USC vs Cal Football.indd" uses ane or more fonts which are not Big Caslon Medium T | Find First |
currently available on your system. The text will use a substitute font until the
' original font becomes available. Book Antiqua Regular 'ﬁ'
Braggadocio Regular 0 = ————
: o
CalfsmMTItahc 0 Change All
Calisto MT Regular 0 =
Chalkduster Regular iy
Helvetica Neue LT Pro 73 Bold Extended: Consolas Regular 0
Default font substituted for missing font. . s
Helvetica Neue LT Pro 85 Heavy: raphics: 0 R
Defaulr font substituted for missing font. Fowts: 0 | Reve a| in Finder |

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

Font Family: |Minion Pro |  Morelinfo |

Helvetica Neue LT Pro 77 Bold Condensed:

Font Style: |Regular

| [_] Redefine Style When Changing All

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 0K will not replace the font. Any missing fonts will be highlighted
in pink on a layout in Normal View.

AT 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.




USING STYLES

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 document 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 defini-
tion 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 embeded 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.

1 To access the Character Styles panel, select it in the menu WINDOW > ¢ Character Styles | =
STYLES > CHARACTER STYLES or press @HUulNENUESTINISIHNE (on Mac) | Caption Key ¥
or @A (on Windows). [Nene] 7
Outlines
2 To create a new character style, click the icon at the bottom of the Faption Key
Strong
panel. \ FIy-out
Current Style menu
3 To veiw the Character Style Options Window, double-click a style on the 5 & 3
Character Style palette. The Character Style Options Window allows —r—17————+——— =
you to define basic character formats, character color, and advanced ?
type options.
Create a New Style
4 After defining the options, click
OK to save them. Character Style Options
General Style Name: IImportaﬂt
5 To apply a character style, select e —— Location:
the desired text and then click the Chumcer Can Basic Character Formats
desired character style to apply the ‘:PZ"TIWEOF“‘"’“
preset format instantly. Smkethrnugph Options Font Family: [Helvetica Neue IE
Bxport Tagging Font Style: |Condensed Black %
Character styles can also be imported Size: [£]13 pt B)  Leading: [F13 ot 3
from another document by cIicking Kerning: | Optical +| Tracking: E,AU %
on the fly-out menu on the Character Case: | All Caps 4| Position: | &l
Styles panel, choosing LOAD CHARACTER
STYLES... and then selecting the docu- ™ Underline ™ Ligatures  [| No Break
ment with the desired styles. (=) Strikethrough
™ Preview | Cancel | [ oK ]




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 LB Aall (on Mac) or (GEP (on
Windows).

2 Creating a new paragraph style is the same as creating a new character style
— just click the appropriate icon at the bottom of the panel.

3 To veiw the Paragraph Style Options Window as pictured below, 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 other advanced
paragraph settings.

Paragraph Style Options

Style Name: ‘Budy Text
Location: Paragraph Style Options

Current Style

& Paragraph Styles ~=
Folio A i

[Basic Paragraph]

Headline

Deck

Body Text

Body Text (Drop Cap)
Biline

Photo Caption

Photo Credit

Name Caption

Sports Score
Folio
New
& Q -
Clear Style

Indents and Spacing

Style Name: Body Text
Al [ Left A Location:

ignment: | Le :
& T Drop Caps and Nested Styles

(") Balance Ragged Lines
[~ Ignore Optical Margin

L Paragraph Style Options

Style Name: ‘Body Text

—Drop Cap:

rop Caps and Ne Left Indent: [£]0p0 | Right Indent: [+]0p0 | Lines Chaneters Charsete stie Lscton:
Bullets and Numbering First Line Indent: EODD | Last Line Indent: EODO | .D !D | [None] o
. Space Before: EOPU | Space After: Eh,,o | (M Align Left Edge || Scale for Descenders
surkethrough Optons Align to Grld: [-None.oo3 I rds with at Least: [215 | letters
Export Taggin X
oo e After First: [14 letters
Before Last: Ed | letters

Hyphen Limit: F11 hyphens
yphenation Zone: Eapn

 New Nested Style | Delete

& ¥ BSpacing T T T AT T T Fawer Hyphems

; Nested Line Styles:

Hyphenate Capitalized Words || Hyphenate Last Word

Hyphenate Across Column

Click New Line Style button to create a line style.

[ | Preview [ Cancel | [EETOKE]  New Line Style | Delete

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

Cancel_|

[ 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.

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.



ADVANCED TEXT TEGHNIQUES
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.

AU Once text is converted to outlines it can not be edited by the text tools any more.

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

FILL WITH PLAGEHOLDER TEXT

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
[ Af‘; mo bla audit es mi, uta e1umds.u.ndam a layout or part of a layout will look with text in it, designers will use

at officia quosam aut lum que nus ditl ‘gibberish’ Latin text as a placeholder until the actual text is available
comniendant libus sed magnim et ipsaecatur . « . ”

molenias evel iume voluptat ut facest laut (sometimes called “lorem ipsum text,” after the first two words of the
maiossit estrupt aturem aliquibus plitae traditional set of Latin phrases used by designers for decades).

seniscilit, alibusa pienitiis dolorest, unt.

InDesign can automatically generate appropriate placeholder text for

Beatur, sandemquam ese por alis this purpose. In any text frame, simply right-click and choose FILL
gc?ﬁr?iﬁciiﬁ?eﬁ?ﬁ?:: ;foiezgitum WITH PLACEHOLDER TEXT from the contextual menu, or c}.loose.from the
quodi duntores accae cuptia vellectemque main menus TYPE > FILL WITH PLACEHOLDER TEXT. InDesign will fill the
pratemque eossum isim aut facia dolor- remaining space in the text frame with random Latin.
rore iliam voluptatur? Lorero volupti ssinit
aperore riaepudite a velliciis exernate pa id 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.




IMAGES

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 @HUEIV P (on Windows)

2 Select the desired image or images — use the G o- (T (@ 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 " Fé
> PLACE..., your cursor will change to a “loaded” cursor, J
with a thumnail version 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.

4 To place an image into an empty frame, click that frame. To
replace an image already in a frame, hold down m

(on Mac) or [ Alt (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 content to frame®
Fit all content proportionally Fit frame to content

Fill the whole frame X * ) *' Center content
proportionally g m ‘ E, E. EI‘ within the frame

& | Auto-Fit

Click here to have InDesign
automatically maintain the fit,
even if the frame changes. (DULLLIE 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.



IMAGE WRAP

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).

, sitis millandundi quam
epelectem harum repro
d eliquo conemo et inciet
dis sum hicitat quis mag-|

empore cepudio blaceat
\ m, odit ulparci
¥ sum harum quam
ptatur, qui underiae
e voluptaquo te provit
estota dolupti aeribus, core pro et qui
omnihictest rae conse re consequi
dolorectur aut adi cuptia que cullis ea-
quia 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 mquam, si velent.

Umquo im nonem aspis dolorest

1 Place an image on a layout with text.

2 Move the frame with the image over the text frame, so that
they overlap.

landandi gd
Catem que int od maiost of-

ficiatur, con nimenimil estrum quis
3 Open the Text Wrap panel from WINDOW > TEXT WRAP menu  |pihilibusam et fugia dolorem que simi,
. e . lomnis ipsunt quaspelest dent eseque
item, if it is not already open.

sequasintis aborae non consequo te
cconsed quam is et que doluptus, vid

mincta conseguam, sequi vidis eatia

—
E [cus.
—

4 Click the appropriate wrap style at the top
of the panel, and set how far away the text
should be kept below.

Bea dolest volorem volupta perero

No wrap

ipsunt quaspelest dent]
eseque sequasintis

de- aborae non consequo
nient te consed quam is
vol- et que doluptus, vid
lorero mincta consequam,
\dolu- sequi vidis eatia

pis aut volo volo dem re aut
vel- destiunt et, sitibus

abo. apient.
Bis iduci remquiae|

Wrap Options:

Itatemp oritaspis derrovidi sum volora
cum sin nus.

Dolo illecte eum laborrorem
volorerum laudam apis as magni que
sandiore num enihillendit quatem
hicimpore nostem et ut ditatiis
lerrovidebis et, in ende lab iligend
landandi geniminciam ressit que rat.

Catem que int od maiost officiatur,

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, sed quas dis sum hicitat quis mag-|
nist et in est, tempore cepudio blaceat
ectatiore verum, odit ulparci

Wrap Ta: | Both Right & Left Sides

con nimenimil estrum quis nihilibus-
am et fugia dolorem que simi, omnis

Contour Options:

Catem que int od maiost officiatur,
con nimenimil estrum quis nihilibus-
am et fugia dolorem que simi, omnis
ipsunt quaspelest dent eseque se-

quasintis aborae

non consequo

te consed quam
is et que dolup-

tus, vid mincta
consequam, sequi

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

Bis iduci remquiae do-
luptatusti oditius trumquam
rehent.

Bea dolest volorem volupta

perero cus.

Vid ullatur, sitis millandundi quam
rehenis dem repelectem harum
repro eniende stiscid eliquo

Vid et denient volorero dolupis aut
vellabo. Itatemp oritaspis derrovidi
sum volora cum sin nus.

Dolo illecte eum laborrorem volore-
rum laudam
}zpis as
magni
que
sand-
iore

Type: =

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

num enihillendit quatem hicimpore
nostem et ut ditatiis errovidebis et, in
ende lab iligend andandi geniminciam
ressit que rat.

Vid et denient volorero dolupis aut
ellabo. Itatemp oritaspis derrovidi
sum volora cum sin nus.
Dolo illecte eum laborrorem
volorerum laudam apis as magni que

Vid et denient volorero dolupis aut
vellabo. Itatemp oritaspis derrovidi
sum volora cum sin nus.

Dolo illecte eum laborrorem volore-

ressit que rat.

Catem que int od maiost of-
ficiatur, con nimenimil estrum quis
nihilibusam et fugia dolorem que simi,

errovidebis et, in ende lab iligend
andandi geniminciam ressit que rat.
Catem que int od maiost of-

ficiatur, 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 dolupta-
tusti oditius trumquam rehent.

Bea dolest volorem volupta
perero cus.

Vid ullatur, sitis mil-
landundi quam rehenis dem

—
—
—
—
sandiore num enihillendit quatem J H t
hicimpore nostem et ut ditatiis
—
—

rum laudam apis as magni que sandio- ~ omnis ipsunt quaspelest dent eseque

re num enihillendit quatem | is aborae non consequo te
repelectem harum repro nostem et ut ditatiis errovidebis et, in  consed quam is et que doluptus, vid
eniende stiscid eliquo conemo lende lab iligend andandi geniminci mincta sequi vidis eatia

et inciet lam, sed quas dis




LINKED FILES

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.

AENIUE You must fix any broken links before printing or making a PDF, or your photos will be printed

at a severely reduced quality.

Links |
Name |,_:_, | D A|
b [l Minette fox jpg (2) SR
> Jll Minette s...v.jpg 2)
Jree.jpg /St

E Minette37.jpg 1

B Minettz_IR.jpg 021
Fa

[ 1 Minette_...umps.jpg

4
([

Page number
where link
is located

[l Beit_Buckle.jpg 2
Show/Hide lSelected =@ ~[0 S
Link Info Link Info
Mame: DSC_0450.)pg
Format: JFEG
Status: O

Size: 2.5 MB (2615006 bytes)
Modified: Friday, Februar...8, 2011 2:20 PM
Path: Phoenix HO:Use...6:05C_0450.jpg

One or more
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



EFFECTS

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:

INNER SHADOW

& Effects | Object Styles | -

[ Narmal i | Opacity: 100% E Set

' - Opacity

¥ Object: Mormal 100%
Stroke: Mormal 100%

Fill: Normal 100%
Text:  Normal 100%

[ ] Isolate Blending [ | Knockout Group

2 fr. @

!

Effects Menu

INNER GLOW

BEVEL AND EMBOSS

OUTER GLOW
BASIC FEATHER

Effects

Settings for: | Object 7| Drop Shadow

Transparency B Blendlng

# Drop Shadow Mode: | Multiply = ||:| Opacity: |75% I:
|_| Inner Shadow

=] RERE o — Position

L ner Clow Distance: E. 0p9.899 X Offset: E. 0p7

|_| Bevel and Emboss

(7] Satin Angle: @ 135° Y Offset: E. O0p7

|| iy ["] Use Global Light

|| Directional Feather

("] Gradient Feather

Options

OHJECT: Normal 100%; Drop Shadow Size: B, Op5 ) Object Knocks Out Shadow
STROKE: Narmal 100%; (no effects) o

FILL: Normal 100%; (no effects) Spread: |0% lb || Shadow Honors Other Effects
TEXT: Normal 100%; [no effects)

Noise: 0% I:

™ Preview [ cancel | [ 0K

SATIN

DIRECTIONAL FEATH

GRADIE
FEATHE

’




TRANSFORMATIONS

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.

K-

Free Transform Tool B Rotate, scale, or shear

L J Rotate Tool B Rotate an object

- ol

4+ A

Scale Tool @ scale an object

—5
E .7 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:

Rotate Rotate 90°

* ‘ \ This is a representation of

a : 100% . EDB . | .-""'- -""-. — / the applied flips rotations.
m Fo0x | Hoe 5] & % P,
Scale Keep Proportional Fli i i
Skew ip 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.



GCOLORS AND SWATCHES

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
the same thing.

On the wide toolbar:

work the same way and accomplish

Current stroke (outline) color (click to set)

o Switch between selecting fill and stroke

-ﬁ === Swap fill color and outline color
Current fill color (click to set)
Set the fill and
stroke to defaults %

p— Sele

I!i T Sele

On the normal ﬁ On the

toolbar: % Color Panel: | o=
— | T
T

L

ct fill and stroke for frame/object
ct fill and stroke for the text within

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 By Bt [0 [b ket Tint (lighten the color)

7] menel r
gistration] F

¢ N

Registration Marks Only

B c=100M=0Y=0K=0
Currently Selected Color =i [l c-0m-100 v=0 k-0
[] c=0m=0Yv=100 k=0
B c=15 M=100 Y=100 K=0
C=75 M=5 ¥=100 K=0
B FANTONE Dark Blue U

l:l Team Blend

D Impaortant

Sample Color

Gradient Swatch

Double-click any
swatch to edit it.

f

Process

Spot

(Danger! You have to purchas:
these when you print!)

Color Type & Mode:

& oMYK @ Mixed Ink
W [l roB

New Swatch

TACEEYIUE Don't select [Registration] for anything. It looks black, but it won’t print!




GRADIENTS

Fading from one color to another gradually is called a gradient.

You can create gradents by mixing colors on the Gradient panel.
panel for easy re-use.

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

You can even save gradients to the Swatches

%/Gradient |

4
1]

Drag this sample

to the Swatches Type:| Linear

=]

panel to save it as

Location: | 100  |% Angle: 0

Reverse Gradient Direction

Center Point

—

Slide to change where the midpoint
between the two colors falls. A

a swatch.
Rewverse E;
Gradient Adjustment |
A -
Color set point

Click to select and set a
new color; drag off the
bottom to delete

new one is added between every
color set point.

Color set point
Click to select and set a
new color; drag off the

bottom to delete

Click anywhere else on the bottom of
the gradient to establish 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.

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.



STROKE OPTIONS

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

¢ Stroke | =
Weight: c | d Straight, rounded, or projecting
ght: C ap style (en S) beyond the edge of the line
Miter Limit: Join style (corners)

Draw the stroke centered across the border of the
Align Stroke: [ I [ em—— o Ay :

object selected or on the inside or outside.

Type: | | S—
' ' Stroke Type:
End: | None - = Thick - Thick
Gap Color: E [Mone] - —— Thick - Thin
Gap Ti 100% | p —— Thick - Thin - Thick
[ — Thin - Thick
. =———— Thin - Thick - Thin
. Decorations on ——————— Thin - Thin
Color in between Start or End: - Trigle

dashes for dashed/ -
[Nome ] EEN W Dashed (3 and 2)

slashed/doubled styles ———— Bar BN W Dashed (4 and 4)
=il SquaraSolid AN Left Slant Hash
—] Square A Right Slant Hash
——® CircleSolid LRI Straight Hash
™) Cliriclie & & @ Dotted
—e Curyed e WAV
——3- Barbed S White Diamond
= TriangleWide ® ® @ @ |apanese Dots
—ie- Triangle
— SimpleWide B B B Dashad
—- il




GRIDS, GUIDES, & ALIGNMENT

Hide Guides £

To keep things aligned, you can use InDesigns guides, grids, and smart guides. Lock Guides TS
You can turn all of them on or off, and turn on or off “snapping” to the guides v Lock Column Guides

and grids in the submenu under VIEW > GRIDS & GUIDES. v Snap to Cuides 3,

v Smart Guides ®U

Delete All Guides on Spread

GUIDES Show Baseline Grid s

Show Document Grid &'
InDesign guides are visible in Normal view mode (switch between Normal and Snap to Document Grid 38"
Preview mode, which shows only what will print by using the button at the

bottom of the Toolbar or by pressing m 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 Gontrol 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

Left Edge Bottom Edge

Distribute Objects: (5S6 Use this drop-down to
= = A ik dy 0 align objects to each other
(“Selection”) or to page features like
the margins, page, or spread. Use

Use these tools to
distribute objects
evenly, measuring
from the marked

[] use Spacing |2~ 0p0

||

edges. Align To: E- R “Key Object” to select a gingle object
to align others around (click to set;
Distribute Spacing: shown with a thicker border).
= o
= ‘o W Use these tools to
[] Use Spacing |-=- 0p0 distribute the space

between objects evenly,
rather than the objects
themselves.



TEMPLATES & LIBRARIES

TEMPLATES

To save time, you can save a document as a template to be used for other 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.

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

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

4 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: | ¥ InDesign CS6 document

@Always Save Preview Images v InDesign CS6 template

InDesign CS4 or later (IDML)

| Cancel | E—Sﬂu—]

An other 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. p—

|
T

Headline Info Box Fage Desig...

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

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

Screen sho... || Story and...

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

4 Double-click the new entry to name it.

Drag a copy of your object(s) onto the layout. Repeat whenever necessary.

5 of § shown 0 M & F@
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CHANGE SPOT COLOR TO PROCESY

Double—click the probles scwadch

Swatch Options

Swatch Name: |Spot Color Swatch :( |

ith Color Value |

Cancel |

[EI Preview

¥ Process
Spot

Select the /’o//‘o, and
a/ra3 Zhe selector
sguare Up Zo a

Aigher layer!

Don? /’orgei — you
can wse Che eye
icons o fude and
shoeo lajers and
make it easier o
And 2‘/71"395 !



@ FIVD COLOR 08 A BLACK & WHITE PAGE

Kich black sometimes sneaks
Iinto /ayo/[c‘s — 2had's the bind
of black made From all Four

inks, rather Zhan JUST Black.

Window 14!

Arrange 5
Workspace

g

Q A | B
P | mE| (O

Color
v Control
Editorial
Effects
Extensions
Info
Interactive
Layers
Links
Mini Bridge

i t
Otijest.2 =t Attributes
F12 attener Preview
|

Trap Presets B ]
iseque nectusam Tiarcienim doluptiis

Use he Seperaf/ons Previeco
2o hwunt 2 down!

Taylor Images
Taylor Templates

Taylor Tools cxw yonol
sy o veliat, ta quosam hara buasdam vel id mgrimp ellatinrene s ex ct
imaio tem: at. qu ot
| v Tooh » pees conparum verume i i -?\nmue.mmm:n.,aun::-.mfl
odi & 3 Thil il is est, ;
Type & Tables = e ,m, x
Utilities i g e i Ut g on gz
m quibus. rerum saquisq Lo ql““’b"!"‘h _—
: 2 debit winndipea seque &5 volore comseqy
Application Frame Suntimus, opae coreer oo gidbils ST = L e
i e p P s = SEFE e
i ar < dol i idi por x "
{ v:Application 8 *”Tmﬁm;,m.wmduhnm»n mm-aqu-pmmmh’:n"ummﬁ
— o ditatia ui dollut veai ad maxisaa velo Cae. Pudil instib rempanso
psm— *Untitled-1 @ 90% ﬁ:::-i‘_ n:‘m. rtveai “mlgmm:::lquidahmnh\:‘
—— i i i y utahum X
v 034’035 Obama at USC.II‘Idd @ 89% W lnhmnvahm.mb«une:,smin:at::‘m nomnisqui s “ﬁdml:: K”dﬂ(:““
A usda dellat guam, sunt &

{ emohaptati serumen dipsarms

inci pempedissit arum invent magmis
| ? -

UF &P FEFLETEF LK & EP¥E

" i sl
v
imaio tem veliat. T
rerfenam corpon
cdi dem come par
secuiatem venem
aborsim quae Lat q

s, Optas conser vi
riohi= valupit pasun
[e dolri dolorum vola
animagnihil ipiciis an
it litati ditatia ni dollu
Ui accuest ut guunt,

ety Show suppor)
ra.

Your process colors et Barack Obana o
e /,0,_078 ) é}/ v A/n/nﬂ iadmninistracion and
Cyan, Magerta, Ye/low,
and Black — Click the

bore=m walare, nobit et

ati serumen dipsamus
e dissit arum iment

eye icons Zo Z‘oja/e each ¢ » 5 |. Black itecenam fuga. Et adi
color layer on or ofF tat urestia volorernat |
o see whad colors will ida dolaphar, impelic

i ra wolores adit aceatu:

Print where Zo combine
comse dollatise, Otat

for your Anished look. ' T Truat ion
3 0 d t o e =

Rich dlack will show ATEEN e

Up on every Seperdation iF

it s Zhere.




By 1 T ono Y pRovorrion

Sometimes, photos Just 3eZ‘
distorted, but we dont wat any
Ffunhouse /maje.s in the year-
book. Were's how to check
Zherr:

Click 2he photo with the whte

arroww, to make Stre the content
IS selected.

Check the dimensions in 2he
control bar — i 2hey don Z
match,y it 's distorted!

wt, Jype, .Object 7

ia] 5 7.633438 L4

) | il B
i e — |}
J1 =18 980515 sl ‘@\‘ -

)%3/7//5/7(‘ one dimension, and
copy and paste it 2o the other.

wt Type O )
13 [£]86.60254 Fool e &

b B —

* | 71 [=]ss.60254 18 M Z

There! That's betder!

~a



5 NAME MISSING BELOW WRAPPED PHOTO

Jem aui que nulliquia is is eum quisciis doluptas dolo
1gmmus eictatus dolor sed modi dolor autassus recabo.
cii magnatu riberita dolutatur sinulparum estis ut ma que corporem qui re, qui bl

Zimpos ero que nobis undios explace rspeliquatis dolorerumqui dolor
\catem ene officienihic te autem
peles abo. Pellaud ipsamenis di ut lam que vollaccum eosa quas aut €
\perum voluptibus aut dolupta que volupta
it. consend igende posaest, voleces ratem
\oais ea dolecto rrunto idebis savel idi aut

iraernatet fuga. Ita quia plique re con-
Ihicit audi ius nonecus dolo denit remaue
um auia id quassequos ra dolupta coreris
ut eos st dicab ipsum dolo dolo bea quia

ur. officto que iunt eum voluptatis et aut
\ificae enis auam, cus ad eos et lacepe pori
\utae modio ipicim niasinture volor aut qui
‘owupidi quatet abo. Nam faccaborem doles
s res voiorio. Ut re pisinve] ipsam harum
\spIs et eaque mo quiae velenduciur reici
ioloreve adit atquias expedigni dolorrunt
ninim uipa voluptatat odis rae labor saes sin
Lliauibusam serum harchil laccupt funtur ad
ymmoa eatet mo vernat ootatur? Ebitiam,

e perterita di dolorem id quunti dolum
\rcnicatem cuptasi nis et aliquo tor re sitas
[utatiis eum aue dipsaperis ide qui doles do-
notunta dolupta temolup tiundi con prae
\m. 1psam corerovid ea conescia eosam sO
ab jum nonseaue rate plia venimus, quunt qu
utemolorem \'Y‘I\\lllC ) ersper: > nOS est reres

lorum et eria quis eari odit

t restotatibus sa velenden

Text Frame Options

e S U

Moy
Columns: | Fixed Number |
T —

Number:
Gutter:

[/ Balance Columns

Maximum: ENDHE

Inset Spacing

e -
Bottom:

Vertical Justification

Align: [ Top t
‘aragraph Spacing Limit; [T 0p0

™ Preview

invendam voloriatia quam que cor sed ut repere,
Nequas maxim audam et et utae soluptaguam il
accaeptur atate doluptatur

er chitatiis moloreh endenim olorepudicit
2. Name eliatque accabore, ut aut occum elumaue earu
ebis doluptium et, sit, ut est laut a corestium iosum

nt estotat quaesent est eos solupta et volentius quunt fug:
aria si dolutem osand

as a sam qui bla cusandit et optaspel ipsam,

e voluptae dolore sandi offici dolenis accatempos
is se nulla destis dolup

Baseline Options | Auto-Size |

Width: [$135p11.424

tempossim consecti consenesto peaaut
min et et prae places venae ne qui aue mnun

voles et quiatem fugia nonsequar

tectotati con porem hitet elictem autatemaul
evellutem ut la cum fugitia ecuipari lur magn:
eossendarn
serem voluptibus aspitem volut magnis volumaua
autemoloraes evelibu sciendae magnihi tempo:
mostiae conemquiam que quam faccunta cus
venditate cupta.
experoriati que laut as ulligenditi sea quam aw
intusandem quisauis ducitis con nobitatus alicL
to volore eseditatet estorec epudite int doloritaten
pos ut ditates ciisti que esto dolupti anaipsun
fugias dolupictati anti to int aci quam voluptatun
cum et aut estiassin es essequi ovtias dolor
antesto ilitae. Faci tecerecea aut int. occaboratu
comnis sam id quia sam experie raeperio €a €o
quia ipis vendame plitatenturi tem rehent arum u
sunt fuga. Bt apitas restio beaquam repero doiun:
et ilique labo. Nam. is maximendae omnim
auteture recae niet, as aliquassenis ent que litatu
luptat licia voluptur assequati volupta del incivic
volorro omni que et volorrum fugias aue erae ent
suntem is et modi num auac volun

am vellaciis a sum reritiam harios

IF a caption disappears +rom
Under a photo that has Zext
wrap Curned on, select the

/’;a/r/e with the Aidden Zext, and

) choose OBITECT > TEXT FRAME
OPTTIONS..

! .Choo\sg Zgnore Text Wrap, and
7 sShowld core r:ﬁ/lz‘ back!




None
Detect Edges
v Alpha Channel

Clipping Path |
Type: | Alpha Channel 5 ( 0K~
Alpha: | Transparency s ] " Cancel
/4 ?é(/'c,é ir//ﬂ Zo O RYECTI> Threshold: 25 # Preview T—
CLIPPING PATY > OPTIONS =
will cure whad als yd-/ Tolerance: 2

Inset Frame: Op0
I Invert
[_lInclude Inside Edges

|_| Restrict to Frame
" Use High Resolution Image




EASY CUTOUTS

Here's a ?a/c,é overview of Che
steps to make a good cutoud

E IMG_6261.jpg @ 25% (RGB/8) lmo

Loosely select your subject
in Photoshop — the quick
Selection Tool /78//95 J

Credte a necwo /ayer via cut

Delete the Bac(’groana/ /@/er

. s Deselect
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 a PSD and Place in InDeS/gh./
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FINTYPE ON A PATH DISAPPEARANCE

Hey! There was supposed o
be Z‘ype on this /9622‘.‘/7./ Wow can
we get it back?

3 spend
path ig sure a great way to spen

ou agree?

Click on the path with the black | Typing on 2
arroww, and then choose EDIT Bodky Text A tpe day — don’t Y
> EDIT IN STOKY EDI7TOXK 2o

See 1£ Chere acz‘aa//y /s Zext

IF there is, click on the line
wwith the text Yool and choose
TYPE > PARAGRAPY .
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Check to make Sure there /s no
Drop Cap. I there /s a Drop
Cap, the text il not shoeo.
——— Put a zero Zhere instead.

]
|
|
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+
=
| ©
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I

I

>
e
un
A 4l
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Now, that 's more [ife it!




(UICKLY SIZE A HEADLIN

So, you already know that you can
guickly resize a photo or graphic by
/70/4{//73 doeon (on
Mac) or (on Windos)
GF net, see Page &) — but did you
know it corks For text, too?

Tierrs oty 'S a gredd Zirte
saver for #na’/ng 2he right size
Ffor a headline!

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

o Zhen, be sure to ' shore ap‘
your Zext box so it ALs the
Zext exactly — you can wuse the
Fit Frame to Content oo/, or
dowble-click the lower I‘Ig/lf

i (., Ahandle!

fThe Greatest Heaaline Ever Written

———— L == = .
iT e Greatest Headline Ever Written B

Then, click a handle with the black arroco, hold doon

(HINTNENVESITIE Con Mac) or QRIS (or Windows),

and drag acoay !



7L wormoy ovrs

I you Ve gt a lot of fonts, it can be hard o
p/c,é one for a headline. There's a ?a/c,é way o
Zry “emr all out, Z‘ﬁoagﬁ.’

‘T he Greatest Headline Ever

'fb'//ve out the text of
vour headline, and ¢hen 4

| &) I

[

J

click the Selection
Tool (Zhe black
arrow), then click the

\ /
Text Toof. - T \
00— ~ E

Lt

Si n i ] EL\I Then click inside the Fort Aeld on he
Ca Control/ Bar

! Calisto MT1 .»

RO ) T'he Greatest Headlir

Dowon arrows on your Keyboard :
Zo #Aip Z‘/7roa5/7 Zhe font rlt en

po\SS/A//fz‘/eS, wnti/ you And one T h e r\ e a e S t H e a d l i n (

yoa Jove !

THE GREMTESTen The &
—HeEAoLneE =ver Headli

B LURITTEN Writte
The Greates"ill‘?l.gé:%i‘f?é Headline Eve
Ever WritteM ritten

The Greatest Head 'H%lz: ‘g:;;ggg:g:m

Ever Written Headline Ever
Wrikken



ﬂ SWITCHTO PREVIEW MODE

You can 33{ los? in all of the
gevdes, grids and boxes in the
Normal View of InDeS/gn.

Citiy
Fite g,
wcEcvet gy g dercips
o Mgy
WL ek LY ]
” HET
i by wibla
@hnprisy

L

Use the W ,éey on the ,(/eyéoara/
Zo Aip back and Forth betieen
Normal mode and Previewo mode
per/'oc//'ca/ A .

You Y/ be Surprised at what you
cateh!

WEHOPE THESE TOP TIPS WILL HELP
YOUR DESIGNS STAY TIP-TOP!



TOOLBAR QUICK REFERENCE

This is a reference chart for all of the tools on the standard toolbar. Shortcut keys are indicated
@A, and key tools that you will most frequently use are highlighted like this.

Detailed information on how to use most
tools is available on other pages.

Ldd

E ﬁ Selection Tool “ m Select objects
" @@= Direct Selection Tool @ Select content or
o dit fi h
Move the entire page (@EliLi514® Page Tool * |'_El edit frame shapes

Dynamically resize objects to alter the gap m Gap Tool ‘ IHI
CS6 @D Content Collector Tool ==

Collect pieces of layouts to link and reuse elsewhere

Er

T | Type Tool @ Select or edit text
L [¢*| Type on a Path Tool @EILLEIM® Select and edit

text on an unusual shape

* Line Tool Draw Straight lines

| 9

Draw shapes point-to-point o Pen Tool | =
@ Add Anchor Point Tool [Tz

@D Delete Anchor Point Tool [ 2>
Convert Direction Point Tool | [~

N H

Pencil Tool m Draw a line freehand

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

Draw an empty frame (@) Rectangle Frame Tool |
Draw an empty frame Ellipse Frame Tool |&
Draw an empty frame Polygon Frame Tool | &

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

HENY

i

ob

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

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

Scale Tool @ Scale an object
Shear Tool @ sShear an object

“hange how a gradient flows ) Gradient Swatch Tool *
Gradient Feather Tool sl

Make an object fade away in one direction

™
&2 ¥ [©0

* Note Tool Make a non-printing note

] il

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

| 9

=

SRy

Move the page around within the window m Hand Tool *

-

Zoom in or out of the page view e Zoom Tool *

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

— 32 fill color and outline color

: @@ﬂ ‘ ol

Applies last selected solid color () Apply Color | I
. lall T C t fill col
Applies last selected gradient () Apply Gradient | I e e
Clear all color - make transparent App|y None | (A ——n — thurrent stlrok: (Ottlllmezciloi
WILC! etween selecting 111l and stroke
=
Normal Set the fill and stroke to defaults
Preview E
- I
Change View Mode Bleed r T o —Sclect fill and stroke for text
m Toggle Modes I Select fill and stroke for frame
Slug | [E]




INDEX

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

H

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

E
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/ outline 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, typeon a 35
pencil tool 4, 14, 39
pen tool 4, 14, 39
place 13,19, 21
placeholder text 18



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 Z

tint 24
toggle modes 39
tool, add anchor point 39

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

zoom tool 4,5, 39

reference point 23 toolbar 3, 4
i i toolbar 39
registration marks 24 .
i toolbar, main 4
relink 21
tool

renumbering a document 9
replacing a font 15
resize 6, 7, 36
from the center 7
rich black 30
rotate 23

convert direction point 39
delete anchor point 39
direct selection see arrows
ellipse 4, 39

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
seperations 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, 14, 39
submenu 4 type on a path tool 13

swap fill color and outline color 4, 39 type tool 4, 13, 39
swatches 24
switch between selecting fill and stroke '}

4, 39
’ view 5



