





A CUSTOM WORKSPACE VIEW

If not already present on the desktop screen, go to Window on the menu bar and
click the following with your mouse: Type and Tables (Character) (Paragraph), Layers,
Swatches, Pages, Tools, Control. Also if not already present on the desktop screen,
go to View on the menu bar and click the following with your mouse: Rulers, Grids &
Guides
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Creating a New Document or Choosing a Template

InDesign offers two ways to create a new document or to open a template. Go to
FILE and select NEW. A sub menu will appear with the following choices:
“Document”, “Document from Template”, “Book”, “Library”. When
you choose facing pages, like an open book or magazine, a spread is a set of pages
viewed together. After selecting a format, the Document Setup dialog box will appear
(Fig. 3). If you select the Facing Pages option, all document pages are arranged

in spreads. In InDesign, each spread has its own pasteboard. The pasteboard is the
area outside where you can store text, pictures, and objects. Unless you are including a
bleed area, this pasteboard area is for preview only and will not print as it does not re-

ally belong to the page.
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Width: < 8.5 in Orientation: || 1
Height: <11in |

Columns
Number: =1 Gutter: = 0.1667 in (Fig. 3)
Margins
Top: = 0.5 in = Inside: <+ 0.5 in
Bottom: — 0.5 in ~" Outside: = 0.5 in

If you desire to have the left and right pages face each other in a double page spread,
check the box of Facing Pages. Do not check the box of Facing Pages if you want each
page to be separate. Note that you will only have the option of creating a Master Text
Frame when you create a New Document. Choosing a Master Text Frame will create a
text frame the size of the area within the specified margin guides and column settings.
When choosing the page size, remember that the page size represents the desired
output after any bleeds are trimmed. Choose More Options to view options for the
bleed and slug area.



Creating Text and Choosing Text Fill Box

Adding text to a page or spread is easy.
Choose the Text tool on the tool bar
(Fig. 4) and click and drag the mouse over
the area in which you wish your informa-
tion to appear. Notice that the Control
Panel reveals the Character Formatting
controls as well as other options relating
to the text box. Another way to choose or
change a Character style, is to choose the
Character Palette fromthe Ver-
tical Dock ortoselect Character
via Type & Tables submenu from the
Window menu.

To change the text color: highlight the de-
sired text, double click the text fill box lo-
cated near the end of the tool bar. The text
fill box has a bold and capital “T” inside

a square. A color picker box will appear,
which will allow you to choose a different
color for your selected text.

Please note that limiting your text boxes
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If you are exporting your finished layout as
a PDF, the location of your image files is
optional. If you are sending your layout to
a professional print service, all image files
should be located in the same folder as
your InDesign file because it will be linked.

To add a image to your layout, go to the
File menu and choose Place. A brows-
er window will appear so that you can lo-
cate the file and “place” it in InDesign. Ad-
justing the outline boxes of the image will
either add more space or crop the image.
It is always good practice to finish editing
images in Photoshop or lllustrator before
placing them in your InDesign document.



Using the Layers Palette and Pages Palette

You can better organize your text and images with the Layers Palette for every
page in your spread. The Layers Palette is similar to using the layers palette in lllustra-
tor. Go to the Window menu or the Vertical Dock to open the Layers Palette.

13

| Pages| Info| ¢ Layers x |Links | .= Arrange > 11253000 AR

o[ I.Layer 4 3 Workspace > ) rages
® [ |Eayers Assignments @
— E Info
® [ I-Laye, 2 Attributes -
ﬁlmer = Automation > [g\ Layers
— Color F6 Qo Links
v Control X6
Effects {r8F10 = siroke
Cradient
Info 8 EH swatches
Interactive > i1 Object Styles
v Layers F7
Links 3D & Color
4 Layers Notes
2 A Object & Layout > |l
Object Styles 8F7 [ Gradient
Output >
Pages #F12 A| Character
g\tnll'::(cehes 3%:;0 $ Character Styles
Tags 9] Paragraph
Text Wrap \#W Qﬂ] Paragraph Styles
v Tools )
Type & Tables > 3 Table Styles
April2009DaquaTemplate.indd @ 150% G Cell Styles
v April2009InDesign.indd @ 100% & Table

The Pages Palette allows - - X
you to quickly navigate the pages [cPages<hp b bl bbbbbl =

(Fig. 6
and spreads of your entire In- [Mone]
Design file. The palette contains ry
thumbnail images of your pages A-Master 3

and spreads (fig. ). The number
of pages and spreads are located
on the bottom of the palette. You
can add new pages, delete pag-
es, and rearrange the order of
pages within the entire InDesign
document there too. The Pages
palette offers additional options
by selecting the downward trian-
gle located at the top right corner
of the palette (Fig. 6).
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Toolbox Overview

In InDesign, the Toolbox and its tools are similar to the same tools found
in Photoshop and lllustrator. Some tools are grouped together within the
same box. To change the tools on some boxes, click the black triangle lo-
cated on the bottom right corner of the box. Please view the toolbox over-
view below:
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Pen Tool Type Tool
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Button Tool
Scissors Tool

Rotate Tool
Scale Tool

Gradient Feather Tool Free Transform Tool
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Apply none
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For More Information

Adobe Help Resource Center
http://livedocs.adobe.com

Adobe InDesign CS3 Classroom in a Book
http://www.peachpit.com

http://www.thefreelibrary.com



