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InDesign Tools
Selection Tool(v)

Page Tool(Shift p)

Content Collector (b)

Line Tool (\)
Pencil Tool (n)

Rectangle Tool (m)

Free Transform Tool (e)

Gradient Feather Tool (Shift g)

Eyeclropper Tool (i)

Zoom Tool (2)

Default Colors (d) _—

Normal view (w) ———»

InDesign

NN pewT | IR X DRAS 5[

a

Direct Selection Tool (a)
Gap Tool (u)
Type Tool (1)
Pen Tool (p)

Rectangle Frame Tool (f)

Scissors Tool (c)

Gradient Swatch Tool (9)

Note Tool

Hand Tool (h)

Panel Tip

To hide all your panels quickly hit Tab,
to hide all but the Toolbar and Control
Panel hit shift Tab

<«—Swap fill and stroke (shift x)

<—Toggle Text and iject (J)

<«—Color (,) None (/) Gradient ()

<«—Preview (w)
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Interface

TOOlbar Layouts ﬁ <——Click here for 2 column

' - Click again t
InDesign offers two toolbar 1ayouts, Single Column or Double Column. There is a 3rd column E kg

backto 1 column

Iayout for a Horizontal row that you can access through your Interface preferences.

Ly
%
O

[

&
T.
/
128
2.

Shortcuts for Nested Tools kY
|

Nested tools are hidden under the main tools on your toolbar. You can tell which tools I
have nested ones underneath by looking at the lower right corner of the tool. A tiny arrow
indicates if you hold down, other tools will pop up.

Add Anchor Point Tool (=)

Delete Anchor Point Tool ()
Convert Direction Point Tool (shift ¢)
Path Type Tool (shiftt)

Ellipse Tool ()

OXNENA|E

| 9

PSRl N B

|nDe5ign ©2012—kelly mccathran Page 2



Interface
The Control Panel

InDesign CS3 added more options to the Control Panel for text formatting and objects ec].iting. This pretty much
eliminates the need for the Character and Paragrapl'l Panels (a/tlzougk Adobe did leave them in). To switch between
Character and Paragraph sections hit Command Option7 or Ctrl Alt 7.

Text Tool Active

Character Section New Options

ﬁChoose your favorite font, with no documents open

yred fro jﬂ.ésp( MitT T T |4 +{optica B)| T B T e B | A avant Garde ook ‘ ~ _
q B AEesee BT T OF (mmSo )| a2 Eom T =0 English: USA e
Change Metrics to Optical for better kerning with no documents open
| - = | 9. body =) - M= Bernhard Modern Std BB BT T T &‘ o
t = = = ) Hyphenate I+ Roman B A B)| T T OE o -
Paragraph Section
New Options

Object Selected
| x-=[za33m | w:E]138800n Elor 5 ISR e ™ YO IR = [ Nane] B & g B i _
§§§ Eiar22in W =T13880 in o~ B D | B e | (— | e o 3¢ | T @e Bo ‘ o=

T— Object Reference Point Text WrapJ

Saveable Workspaces

Panel locations can now be saved as custom worlzspaces, which you can load at any time through

Window > Workspace > Save Workspace. This is especially useful when sharing a machine with a co-worker.

belp
Arrange »>
(Advanced]
. [Book]
Articles [Digital Publishing]
‘ Color R g [Essentials] ‘
v CO.""(_’I \#6 [Interactive for PDF]
Editorial > [New in CS6]
Efteetrtzinns @ 3“10 [Printing and Proofing]
Folio Builder ¥ [Typography]
Folio Overlays Reset Typography
info f
Interactive > Del Workspace
Layers F7
Links %D | ull enu
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Interface

Collapsible Panel Layout

In Adobe applications today the word palette is gone, it has been changed to panel. Panels can be docked in
collapsible Panel bays that are tucked on the right edge of your window. Panels can be re-organized by grabbing the top
of the Panel and dragging it to the desired location. One click on the name of the Panel will collapse or expand it.

re— Click here to change views

¢ Pages | I.aynrs{ hes » |~= ¢ Pages | Layers | Swatches =
’ ED Pages ]
[None] I:I - [Mane] I:I
|:| & layers
A-Mastar D
A-Master
E Swatches
.......... [ m—_—

-—
4PagesindSpreads (), E § &

—
F Aa Glyphs
. I Glyphs | & Text Wrap =
2 = Textwrap E=== =
s B T
...... E 3 . - -
= Sstroke | = 0in g l == 0in
B0 =0
3 [ Gradient £=1"0 i
.......... Wrap Options:
I story Wrap To: | Both Right & Left Sides
Contour Options:
a -
Hyperlinks
_&E P Type:
Jx Effects
""""" Include Inside Edges
qﬂ] Paragraph Styles Stroke | 5 Gradient | =
Type: 7:
|£ Character Styles |:l |—
Lacation: % Angle: o
o3
= Align Reverse o3

By Pathfinder

Story | & Hyperlinks | Effects =

Hyperlinks

4 PagesindSpreads [(5), @] W

URL- httpe /S

Cross-References

G o> O WR* g

Paragraph | © Paragraph Sl?les =

[Basic Paragraph] fp'

[Basic Paragraph]
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Introduction
InDesign

Adobe InDesign is the hottest page layout program on the market. Many large corporations are switching to this
ground breaking product. During this course we will use some standard conventions, Mac shortcuts will appear in Bold,

PC shortcuts will appearin this font.

Application Frame

This setting isn't necessary for Windows users, but is fabulous for the Mac. I can’t tell you how often a student
inadvertently clicks on the desktop and jumps out of the program I'm teaching, by turning on the new Application
frame, this will never happen again. You can also use this to move the entire InDesign application onto a secondary
monitor. This is available in most all Creative Suite Applications (except Dreamweaver & Flash). To turn on this feature
choose Window > Application Frame.

® inDesign e Edt Laout Type Object Table View Window Help

000 Id B wo-| O M Ee Typegraphy - [T

I . |B e a S s . il ] o B | a7 | | DL i G fremd 3 | |
| B . i 2|05 gl - Pls alB SlaeblExl G | =

HBH S ,CHuIAZ X BRARNSFIv-H
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Introduction

Application Bar

This feature was added to all CS4 applications located below the menu bar on the Mac and to the right of the menu
bar on the PC. There is a button to jump to Adobe Bridge and buttons for changing screen mode, view options, zoom
level and arranging multiple documents. The Application bar also has a search field for accessing Adobe’s online help

and a workspace switcher on the right side of the screen.

® InDesign File Edit Layout Type Object Table View Window Help

\aoo d @ o - | P Er Er

Arrange Documents

I personally love this feature for quickly tiling windows horizontally or vertically. Located on the Application bar is

an Arrange Documents menu.

N EE m =
m = E E
m E G E
I m E E
Float Al in Windows
New Window
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Changing Preferences

The default unit of measure for InDesign is set to Picas, which most Typesetters pre{er, but ’toclay more

designers are using inches. To change this setting choose InDesign > Preferences > Units & Increments (OS 10),

Edit > Preferences > Units & Increments (OS O and Windows). CS3 added a new scale for Points Per Inch, Adobe PostSecript
(72 ppi) or Traditional

Typesetting (72.27 ppi).

Preferences

General Units & Increments

Interface
Type —Ruler Units
Advanced Type Origin._|_Spread. x|
Composit —_—————————

ompesten . Horizontal: | Inches i ints

rids Vertical: | Inches ] aints

u astel

i Other Units

’7 Stroke: | Points il ‘

Notes

Track Changzs Point/Pica Size

Story Editar Display ) " - T

Display Performance Points/Inch: ‘Puer(rlpt (72 pts/inch) B

e | —Weyboard In

[ yboard Increments
Clipboard Handling ™~
Cursor Key: 0.01 in Baseline Shift: |1 pt
Size/Leading: |1 pt Kerning/Tracking: |10 /1000 em A
™~
| el | [k

InDeSign ©2012—kelly mccathran
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Note: 1o increase your text size:

Command Shift >

or

Ctrl Shift >
This increases your text size
by 2 points at a time, unless
you change your preferences.
If you add Option or A1t
key to this shortcut it will
move 10 points at a time.
When you changes your
preferences (as shown on the
/eft, the shortcut above will
increase the text 1 point at a
time and 5 points when you
add the Option or A1t keys.

Page 7



Default Font

lama huge fan of the author Robin Williams http//www.ratz.com, the female author, not the Actor/Comedian (a/tlzouglz 1
like him too). She wrote a few of these great books:

The Mac is not a typewriter
The PC is not a typewriter
The Non-Designer's Design Book

Some of her golclen rules are never use Times, Times New Roman, Arial or Helvetica, it tells the world you are
just like everyone else. Having said that, I want to change the default font for InDesign to an OpenType font, so it
works on both Mac & PC without any type reflow or character switching. To c}lange the default Jr‘on’c, make sure no

documents are open:

1. Click on Paragraph Styles on the Right

ng] £ Paragraph Styles M| ==
.&-

9 Paragraph Paragraph Style Options

[Basic Paragraph)
[Basic Paragraph] gq| P h Styles Ceneral Style Name: [Basic Paragraph]
anees Chamer forma Basic Character Formats
Al Character
T % &N O = o\ Character Styles Font Family: [Minion Pro
.......... - <
size Leading: Slc144py )
o Caps and Rasad e - S =
m;g;ﬁ d Nested Syl _\ Tracking: =0 3]
| Position: [ Normal B
None | 4 B
[ Underline ™ Ligatures (| No Break
]:) 1 1 1 . h ‘E;P:r:"n;';::"’ [ strikethrough
2. Double click on Basic Paragrap
3. Click on Basic Character Formats
I narma//y recommend clzoosing
Myriad Pro (sans—serif) or Minion Pro Cseri]g,
but choose whichever ][ont 1s most common ][or
. ™ Preview [ cancel |
your thjy text. These two ][onts, a/ong with

many oflzers, slnp with InDesign.

[ also recommend turning on Optical kerning.

InDeSign ©2012—kelly mccathran

Introduction

Note: ]][you've a/reaaly built
documents in InDesign, they
will pick up your old default

preferences. These changes
will affect all new InDesign

files.
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Introduction
Default Hyphenation Settings

While we're here, we should setup our default Hyphenation settings. People either need Hyphenation, or hate
Hyphenation. If you don’t ever want Hyphenation on change these settings:

1. Make sure you have no documents open.
2. Go to Window > Styles > Paragraph Styles.

3. Double-click [Basic Paragraphi.
4

Un-check Hyphenation, or make the rules stricter, as shown below.

__ Paragraph Style Options

General Style Name: [Basic Paragraph]

Basic Character Formats P

Advanced Character Formats .

Indents and Spacing Hyphenation

Tabs

Paragraph Rules ¥ Hyphenate

Keep Options

Hyphenation Words with at Least: -8 letters
Justificati f

ifiation After First: {3 letters

Span Columns

Drop Caps and Nested Styles Before Last: -3 letters

CREP Style o o E'—‘

en Limit: -1 hyphens

Bullets and Numbering Hyp! o

Character Color Hyphenation Zone: E‘m

OpenType Features e

Underline Options Better Spacing Fewer Hyphens
Strikethrough Optians [_| Hyphenate Capitalized Words [_| Hyphenate Last Word
Export Tagging —

|_I Hyphenate Across Column

@'Freview [ Cancel ] F—ﬂl—i

InDeSign ©2012—kelly mccathran Page 9



Display Preferences

Often Vectorimages (Ilustrator or Frechand files) will display with a white box behind them. To prevent

this from happening choose InDesign > Preferences > Display Performance or on Windows & OS 9

Edit > Preferences > Display Performance. Slide Vector Graphics to High Resolution. In addition, to see detail of type when you
zoom out (insteaai o][a grey /ines) set Greek Type Below to 0.

WEEKEND
WARRICK,

e,

b

W eskend
. Warrir
he.

Preferences

Ceneral

Interface

Type

Advanced Type
Composition

Uniits & Incraments
Crids

Guides & Pasteboard
Dictionary

Spelling

Autocorrect

Nates

Track Changes
Stary Editor Display
Display Performance
Appearance of Black
File Handling
Cliphoard Handling

Display Performance

—Options.

Default View: | Typical

+)

|| Preserve Object-Level Display Settings

— Adjust View Settings: | Typical

Raster Images:
Vector Graphics:

Transparency:

Y
=

Better Parformance

Proxy
&

High Resolution

Medium Quality
]

Higher Quality

™ Enable Anti-aliasing Greek Type Below: O pt
| Use Defau

Cancel

J

Ok

J

InDesign

(CXGNS] = formats.indd @ 50%
i T R (2 [,
T
| )
E T
73
r= s 1 m
|
E =
4 — | ER. ]
[Ed
E — —
E —
—
T3
| -
Y
v
[ fso = DO = )RV
®06e = formats.indd @ 50%
et 1 [ 1 Ll
[0]
E | e
Fieticas et Lo v a8 b
) e Tt abedere 1 b 1700
x| apsamte bt s T o
o cpemase ' s b
3 m
E|
EE|
=t ey
T4
0] -
A

Introduction

All Preference Recommendations

Be sure to change all of these settings with

No Documents Open:

1. Preferences > Units & Increments
Size & leading to 1
Baseline shift to 1
Kerning Tracking to 10 (or 5)

2. View > Extras > Show Text Threads

3. Inthe Pa.ra.graph Styles panel under
Basic Paragraph:
Turn on Optical Kerning
Better Hyphenation Settings

4. Cs5 | Pages Panel Menu > Panel Options
Un-check Show Vertically for Pages
at the top of the dialog
CSé6 | Pages Panel Menu >
View Pages > Horizontally

5. Edit > Spelling > Dynamic Spelling

6. Preferences > Display Performance
Vector Graphics > High Resolution
Greek Type Below to 0

7. View > Extras > Hide Content Grabber

Optional Preference

Preferences > Type

Smart Text Reflow (CS4, CS5 & CS6)
OFF Limit to Master Text Frames
ON Delete Empty Pages

Page 10



Introduction

Smart Text Reflow

InDesign CS4 added a new setting called Smart Text Reflow which will add or remove pages as your formatting or
content changes. This feature is useful if you want a new page to be added whenever you type more text than can fit on
the current page, it also prevents overset text or empty blank pages. By default, Smart Text Reflow is limited to master
text frames, which doesn’t make since to me, since I never use Master Text Frames. To c}lange this feature to be more

useful choose InDesign > Preferences > Type or Edit > Preferences > Type (Windows).

Preferences
Ceneral Type
Interface
Type —Type Options
Advanced Type ™ Use Typographer's Quotes

Composition
Units & Incraments @Type Tool Converts Frames to Text Frames

Crids gAutomati(ally Use Correct Optical Size

Guides & Pasteboard
MTriple Click to Select a Line

Dictionary

Spelling |_| Apply Leading to Entire Paragraphs

:::::Wm gAdjust Spacing Automatically When Cutting and Pasting Words
Track Changes ™ Font Preview Size: | Medium il

Story Editar Display

Number of Recent Fonts to Display: 10

Display Perfarmance
Appearance of Black |_| Sort Recent Fonts List Alphabetically
Fila Handling

Clipboard Handling

—Drag and Drop Text Editing

[_| Enable in Layout View

W

7[ESmal( Text Reflow
Add Pages To: \ End of Story ™

[_| Limit to Primary Text Frames
Preserve Facing-Page Spreads

™ Delete Empty Pages

[ cancel | [ ok ]

|nDe5ign ©2012—kelly mccathran Page 1



Creating a New Document

Let’s start with the basics, creating a new document. File > New > Document (Command N or Ctr1 N). Clicking
More Options will show the Bleed and Slug area.

Document Presets

For convenience of building documents with varying sizes and margins, InDesign has added document presets. To

create a preset:

1. Create a New Document, clicking More Options on the right will bring up Bleed and Slug settings.

New Document

Document Preset: | [Default]

Intent: | Print

Number of Pages: |1
Start Page #: |1

["| Primary Text Frame

Page Size: \ Letter

Document Preset: | [Custom] ¥ \
Intent: | Print ™~
Number of Pages: |1 ] Facing Pages
Start Page #: |1 ™ Primary Text Frame
—Page Size: | Letter )
Width: 2.5 in Orientation:
Height: E', 11 in
Columns
(Number E‘, 1 Gutter: IZJ 0.1667 in ‘
— Margins
Top: E‘, lin Inside: IZJ lin

Bottom: El_ 1in & Qutside: El, 1lin

— Bleed and Slug

Width: /8.5 in
Height: E', 1lin
Columns
’VNumber: IZJ 1 Gutter: IZJ 0.1667 in
— Margins
Top: IZ]_ 0.5 in Inside: IZJ 0.5 in
Bottom: IZJ 0.5 in Qutside: IZJ 0.5 in

2. Click save Preset. To access the preset in the future click on Document Preset at the top of the New Document

clialog box.

Save Preset

Top Bottom Inside Outside
Bleed: 0.125in |[0.125in | 0.125in |0.125in | [@]
Slug: 0 in I ['0in ['ain |l

Save Preset As: letter lin

InDesign

©2012—kelly mccathran
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Primary Text Frame

InDesign CS6 has a NEW
Primary Text Frame that will
create a text box inside the
margins on the A-Master
Page. Intentionally, InDesign
will notlet users edit items in
the document that exist on a
Master Page. They are all locked,
forcing users to make edits on
the master (Where tlley should
typically be edited.)

You can use a keyboard
shortcut, (Command Shift Click

or Ctrl Shift Click)to
release an item from the master
and edit it in the document. In
InDesign CS6 users can now
click directly on the page and type
in the Primary Text Frame, without
using that keyboard shortcut.
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Page Layout

Bleed (red)

Trim or Page Size (black)

Margin & Column Guides
(pink & purple)

Slug or Area for Notes (blue)

First Page

InDesign

*Untitled-1 @ 50%

2

|I||4|I|

£

Page Number

Introduction

Note: 1o see your whole alocument,

the /eeylmcmj shortcut is:
Command 0

or
Ctrl O
Ifyou are wor]eing m
Facing Pages (or Spreazjs)
the Fit Spread in Window

command is:
Command Option 0

or

Ctrl Alt O
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Keyboard Shortcuts

In many applications, it would be wonderful if users could generate a list of all the Izeyl)oarc]. shortcuts built into the

program, well InDesign can, simply choose Edit > Keyboard Shortcuts.

Once this c].ialog box appears click show Set and [nDesign will launch the computer’s built in text editing application
and provide a list of all pre—de{'inecl lzeyl)oarcl shortcuts.

Since many users converting to InDesign are familiar with QuarkXPress, the shortcut set can be changed to the same
commands used in Quarlz. To do this click on Set and choose Shortcuts for QuarkXPress 4.0.

Keyboard Shorteuts

Sen: | [Defaul]

[k

Preferences: Appearance of Black...
Freferences: Autocormect...
Preferences: Clipboard Handling...
Preferences: Composition....
Preferences: Dictionary...
Freferences: Display Performance...

Product Area: | Application Menu : Cancel
i New Set...
About InDesign...

Hide InDesign
Manage Extensions...
Preferences: Advanced Type...
Show Set...

Current Shorcuts:

Mew Shortout Context

Default

|

InDesign

e |=| Default.txt
Shortcut Set @ Default m
Product area : Application Menu
About. InDesign... --- [hone defined]
Configure Plug-ins... —— [none defined]
Preferences: Composition... --- [none defined]
Preferences: Dictionary... --- [hone defined]
Preferences: Display Performance... ——- [none defined]
Preferences: File Handling... --- [none defined]
Preferences: General... --- Default-Cmd+
Preferences: Grids... ——- [none defined]
Preferences: Guides & Posteboard... --- [none defined]
Preferences: Spelling... --- [none defined]
Preferences: Story Editor Display... -— [none defined]
Preferences: Text... --- [none defined]
Preferences: Units & Increments... --- [hone defined]
Preferences: Updates... -— [none defined]

Product

Cmd+Del

area : Edit Menu

Assign Profiles... -— [none defined]

Check Spelling... --- Defoult-Cud+I

Clear --- Defoult-Delete, Defoult-Cmd+Delete, Defoult-Del, Default-

Color Settings... --- [none defined]
Conwvert to Profile... --- [hone defined]
Copy ——— Default-Cmd+C

Cut ——- Default-Cmd+

Deselect ALl --- Default-Shift+Cmd+d
Dictionary... -—- [none defined]
Duplicate --- Defoult-Opt+Shift+Cud+D
Edit in Story Editor --- Defoult-Cmd+Y
Find Next —— Default-Opt+Cmd+F

el

©2012—kelly mccathran
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Introduction

Large Document Support
InDesign can create documents as small as one pica (1007”) and as iarge as 18 feet i)y 18 feet (210 inches).

High Zoom Levels

The minimum zoom for InDesign is 5% and the maximum is 4,000%. Command + or Ctrl + will zoom in.

Command- or Ctrl - will zoom out, just like most Adobe applications.

Default Document Settings

To ctiange any default setting, close all open documents and set the desired values from the appropriate menu or panei.
For exampie, Facing pages are on t)y detauit, close all open documents and choose File > Document Setup. Un-check
Facing pages, now all future documents will start with singie page iayout. Siug and Bleed values can also be set as a
document default.

Usability Enhancements

Now, users can double-click a text frame to switch instantiy to the Type tool. Text also stays selected as you move a box or
another oi)ject. The Command (Mac) or Ctrl (Windows) will interactively re-size a text frame. To open a linked graptiic
in the originai appiication Option double-click (Mac) or A1t double-click (Windows).

kE 13

* IS
k Double %

From either the Selection or &

Double
D o o oDl e click me# || click me

y

N You are now

o automatically

on the type tool,
E because you
double clicked

|ﬂDeSigﬂ ©2012—kelly mccathran Page 15




Formatting the Text

Now let’'s make the type look better.
1. Double click inside the Continued on text box and choose Edit > Select All (Command A or Ctr1 A).
2. Change the font through the Control Panel (bar at the top of the screen) to Myriad Pro Regular.

3. Change the size to 10 point.

%EFEIS to scanned resolution. It is displayed in

Optical Kerning

Many type designers do not build in appropriate 12erning pairs. In the past it would have been too much effort to

manuaﬂy kern l)ody copy. Now, with [nDesign’s built in Optical Kerning Engine, all text can be Leauti£ully kerned.

Go to the Character panel (CommandTor Ctrl T) and change the setting from Metrics to Optical.

. [Myriad Pro %] 'ITE“ pt %] .E. Ay —lm ﬂ
-Regular % ﬁéLLB.Zpt: % --- J

Metric Kerning Optical Kerning

9

Jne of the most exciting things about vacationing in [One of the most exciting things abourt vacationing in
Daxaca is the large artist community that lives and ~ Qaxaca is the large artist community that lives and
vorks there. My wife Judith and I traveled there last  works there. My wife Judith and I traveled there last
Aay and came home with many more pieces for our May and came home with many more pieces for our
ollection than we had ever imagined. Judith is a col- collection than we had ever imagined. Judith is a col-

IﬂDeSign ©2012—kelly mccathran
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Text Selection Tips

In order to quiclzly select text, these shortcuts are helpful:

Select a Word Double Click
SelectaLine 3 Clicks
Select a Paragraph 4 Clicks
Select All 5 Clicks

Select to the End of the Story

Select to the Beginning of the Story

Formatting Text Shortcuts
ATGNLEFt s

Align Center

Command Shift End

Ctrl Shift End
Command Shift Home

Ctrl Shift Home

..................................................................................... Command Shift L

Ctrl Shift L
Command Shift C

Align Right

Ctrl Shift C
Command Shift R

Ctrl Shift R
Command Shift J

Justify

Increase Text Size

Ctrl Shift J
Command Shift ->

Decrease Text Size

Leading

Ctrl Shift >
Command Shift <

Ctrl Shift <

Kerning/Tracking

InDesign

Option up | or down arrow
Alt wup | or down arrow

Option /e][t <—or riglzt arrow —»
Alt left <—or right arrow —>

©2012—kelly mccathran

Text

Note: Add the Optionor Alt key
to increase or decrease
the text size in 5x greater
increments than the setting
in the Text Preferences.
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Hidden Characters

To see all non-printing (or invisible characters), choose Type > Show Hidden Characters (Command Optionl or Ctrl Alt I).

Some useful icons:

9 - Paragraph Return .— Space
t - Indent to Here (Command\ or Ctrl \) - Forced Page or Column Break (Enter key)
# - End of Text » - Tab

Paragraph Formatting

By cliclzing on the Paragraph syml)ol, below the A, on the Control panel, paragraph settings can be made. Many are the
same as other pasge 1ayout applications, but there are two which are unique to InDesign, Justify with last line aligned center
and Justify with last line aligned right. The panel menu on the Paragraph panel, or Control panel contains other format-
ting options such as Hypl’lena’tion settings, Keep options, Rule Above and Rule below.

Align Right
. N Paragraph Style
Al Space After
ign Center ——Right Indent
lign Left ;
9 Left Inden Space Before Do N.Ot Allgn Columns
f T to Baseline Grid f
: A ‘ Oin Din +=[=oin Elin ‘ = ‘ﬂn,|ﬁw+7:|‘ mkh %|ﬁﬂ»$panColumns
£ E —EF =[oin oin s 20 &t = [] Hyphenate W | == HH;EJEB: I, Oin
Paragraph .
Se?tingsj -L LFirst Line Indent LDrop Caps|Lines Align to Baseline GridJ LHorlzontaI. _
ustify Left Cursor Position
Justify Center Last Line Drop Caps Characters
Right Indent

Justify All Lines

IﬂDeSign ©2012—kelly mccathran
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Hyphenation

Text

To set Hyphena’cion preferences go to the Paragraph panel or Control panel and choose Hyphenation. Hyphena’cion can
be turned on and off on a paragraph l)y paragraph basis, which means that the first paragraph in a story can have
hyp}lena’cion off, while the rest of the story hyphena’ces.

Hyphenation Zene: =5 0.5 in
Bemer Spacny. Cl Frwer Hypham
c lized Words Last Werd

Hyphenate Across Column

Widow & Orphan Control

Hyphenation Settings
Fryphenate [
Words with at Least: =18 lettars Cancel
After First: 3 letters ™ Preview
Before Last: -3 letters
Hyphen Limit: =1 hyphens

Hyphen Limit is the maximum number of hyphens that can appear in a
row (vertica//y), zero means unlimited hyphens; therefore this value is
best set at 1 (not O that would allow infinite hyphens). Hyphenation Zone is
the amount of white space allowed at the end of a line (for unjustified text)
before hyphena’tion })egins. This on]y works when using the Sing]e—line
Composer with non-justified text.

To prevent widows (a sing/e line at the bottom o][a column or page) and orpllans (a sing/e line at the top o][a column or page),
go to the Paragraph panel and choose Keep Options. Set the dialog box to Keep Lines Together. This will ensure that there

is a minimum of lines at the Leginning of a paragraph and two lines at the end of every paragrapll, forever preventing

widows and orphans.

Keep Options.

[_| Keep with Previous @
N | 7

Keep with Next: -0 lines

@ Keep Lines Together

Cancel

@'Freview
() All Lines in Paragraph
(s) At Start/End of Paragraph
EE .
Start: 2 lines

End: =2 lines

Start Paragraph: | Anywhere 2

InDesign
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Text
Context Sensitive Menu
When using entering text such as the bullet ¢, trademark ™ and copyright © symbol, it can be difficult to remember
the leey combination to insert these characters. For that reason, InDesign has added full support of context sensitive
menus. On a PC simply right-click, on a Mac hold down Ctrland click (or simply right chck if you paid extra for a two button

mouse).

Control Panel Menu for Character

¢3:;”;‘;ZE e Located on the top right corner. Both panels control the size, leading, kerning,
Underline Options.... tracleing, horizontal scale, vertical scale, baseline shift and skew (][a/se ifa/ic). From
Strikethrough Options... . . .
N the pane] menu, more formattlng options are available such as all caps, small caps,
o Break
Adobe World-Ready Single-line Compaser superscript, sul)script, underline and strilzethrough.

Adobe World-Ready Paragraph Composer
+ Adobe Paragraph Composer
Adobe Single-line Composer . . . . { (1 1 d (1 }) l . h
Only Align First Line to Grid No Break 1s an interesting option, 1t two words are selected and no break 1s chosen,

Balance Ragged Li . . .
gnore Optical Margin InDesign will not allow those two words to appear on separate lines.

Justification... A og)
Keep Options... 3K
Span Columns...

Hyphenation...

Drop Caps and Nested Styles... L3R
GREP Styles...

Paragraph Rules... )

Bullets and Numbering...

v Dock at Top
Dock at Bottom
Float

Customize...

|ﬂDeSigﬂ ©2012—kelly mccathran Page 20



Text
Glyphs Panel
Many extra characters require remem})ering 1zey})oar(1 shortcuts, well now users can reserve that part of the brain

for something else. In order to see the entire character map for any installed font choose Type > Insert Glyphs. At the
bottom of the panel, users can select a different font, such as Zapf Ding})a’ts or Win(lings.

000
Glyphs \_
Show: | Entire Fant =)
H ] - ~ " -~ | A}
! —

t
# 0|0

K
X
oe
%)

3
| Ol |
o|Q: T —-

~ 4+ [O |0 O A

n :
1 V2| Va) O
) %] . - oo+ P
'( ? ' 1] ., A\ Y I A" !

User-specified Glyph Sets

Glyphs (clzamcters) that are J[.requen’cly used can be placed into sets that you can easily access in the Glypl’ls panel
Type > Glyphs.

o
hew | Lntis Font =) J\ddtocl\fp.»Sel *
“Jalblc|[dPM flg 1 vecmsa
hii ] kil|{m|n]|o L

-
plglr|s|tju|v|w
vz {1~
NEEITIBEE
Barnhard Mosders BT v Rormas
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Text

Hanging Punctuation

In the past, users have had to draw small text boxes outside the margins to be able to hang punctuation, that is no
Ionger necessary. Choose Type > Story and turn on Optical Margin Alignment. The number 12 is relative to a 12 point

type size, in the example below, we have increased the value to 17.
o "One’jof “One’| of
# Optical Margin Alignment . .

T8 ives and - |lives and

Text Frame Options

To split text into columns or center text vertically, first select the text box, then choose Object > Text Frame Options
(CommandB or Ctrl B).

Note: If body text is selected, Text Frame Options will not be available under the Object menu, in order for this to appear, click
inside the text box until the flashing cursor appears or click on the Selection tool.

T IO Warning! Do not set Text Frame Options with no ol)jects selected,
: . : this will change the defaults for all new text frames in
Baseline Options | Auto-Size |
—Columns: | Fixed Number | tha’t clocumen’c.
Number: E‘. 1 Width: E‘. 7.35in
Gutter: E‘, 0.1667 in Maximum: -> None

("] Balance Columns

— Inset Spacing

Top: E‘. Qin Left: EI. 0in
Bottom: E‘, Qin Right: -Oin

— Wertical Justification
+

Align: | Top 3
Paragraph Spacing Limit: = 0 in

|_| Ignore Text Wrap

™ Preview | Cancel \ E—Oﬂ-—;
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Text
Story Editor

PageMalzer users missed the Story Editor, so it has been added to InDesign. Tl’lrough
Edit > Edit in Story Editor (Command Y or Ctr1l Y) users can enter, edit, and style text. As you work in Story Editor, the
changes youre malzing appear in the layout, XML tags can also be viewed and appliecl here. Preferences for font, font

size, font color, line spacing, laaclzgrouncl color, and other c].isplay options can also be set.

®06e newsletter_cs2.indd: Traveling in Mexico ...

Heading 1 ozf| Traveling. in Mexicof

body __ “One” of the most exciting things about:

Jl vacationing in- Oaxaca is- the large artist.
| community- that- 1ives and- works- there.. My-
J| wife Judith and I. traveled there last May.
_ W)l and came home with many more pieces. for-

|| our- collection- than- we had ever imagined.
Jf Judith- is-a collector by nature.. Every.

4| square- inch- of our tiny Manhattan

| apartment-is filled with a treasure from
22l one- of our- trips.. I-wanted to- experience
Jf more- than- just- the exchange of money with
a-merchant—I- wanted- to meet the- artists.:
4| Having grown- up- in- a- family of. sculptors.
4| (my- father tock commissions for- his work-
__20| from- around- the world), I wanted to see-

| how- these. people- crafted- their pieces, how
J| they - 1ived, and what. their art meant to-

J| them. - Judith was more. interested in- buying
df art.  but she finally agreed to go with me
_ 28| to meet a- folk-artist- I heard about. named
|| Henry- Luis- Ramos.q

bady | As- Judith- and I stepped into the adobe

PR ALA
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Paragraph & Character Styles

InDesign supports Character and Paragraph styles, these can be found under two menus: Type > Character Styles or
Window > Type > Character Styles. A trick for quiclz text forma’cting, select a style such as Bocly before you place text and
it will be importec]. in that style. Also any new text boxes will default to the 1)oc1y style.

The 1zey1)oard shortcuts are F11 for Paragraph Styles or Shift F11 for Character Styles. Crea’cing a docked panel group

makes these easier to use. When assigning a keyboard shortcut to styles, the Function keys (F1, F2, F3 etc.) can not be used.

You must use Command or Ctrl with the 1zeys on your numeric keypad.

From the Character or Paragraph Styles panel menu a style can be changed to match the selected text l)y using
Redefine Style.

P
¢ Paragraph Styles o | -_-_EJ ,\

[Basic Paragraph] Mew Paragraph Style...
Duplicate Style...

Delete Style...

[Basic Paragraph] |

Heading 1 C B
Redefine Style

Heading 2

by Style Options...

numberad list Clear Overrides

Convert "[Basic Paragraph]" Bullets and Numbering to Text

Break Link to Style

bady indent

body no space after
Load Paragraph Styles...
Load All Text Styles...

bullets

shortcuts
Select All Unused
Edit All Export Tags...

toc subhead 01

toc subhead 02
New Style Group...

Open All Style Groups

bady | center

Close All Style Groups

Copy to Group...

New Group from Styles...
Sort by Name

Small Panel Rows
I

InDeSign ©2012—kelly mccathran

Text

Note: I][ a sty/e appears with a p/us
sign next to the name, this
indicates that the text using
that sty/e has been moc]fﬁea’,
creating an impure style
Optionclick or A1t click
the sty/e name to restore the

pure sty/e.
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Building a Paragraph Style

Reset To Rase

[ Sryle Name: Bady
e Charaer Fermat
PSP T
U S
T
P v Based On: | INo Paragraph Style]
[ B ERySA: | ESam srda)
hacciion Sharou:
o Cobams
o Eap o N e
R e Style Satting.
[T
Dourpeer Goor Faiina. 1 byphanacions + s bk 1 = i ahr 1+ bt e
oot boriid prmest i lposnn 1 in, g I et .4, shqermse WAl ot sher 815  boep
o Eskr e o
Serbarborun Gt
e Ty
 Apphy Stye 10 Selection
[ Preview

o i

[T
[

[A—

Fasgragn b
[y —

-
PR

[ TRTR——
Pa——
OpenTyps Famrns
[m——

b arhemaga oo
et Ty

InDesign

Sryle Name: Body

Basic Character Formats

Font Famity: Minkon Pro 2]
Fant Style: Roman :
size: 212 e Bl sy Sacaw )
Keming: | Optical 3| Tracking: 0 5

Case: | Normal i|  Position; | Normal
Underiine M Ligatures | b Break
Stikethrough

Cancel | [nom )

Paragraph styles appiy to lines of text up to the paragraph return, so
highlighting is often not necessary. To create a new style, format the
text as clesired, go to the Paragraph Styles panel and choose New Style.
In the General section of the Paragraph styies panel, users can select
a Shorteut.

Note: InDesign on/y supports Leyl)oard shortcuts ][or sty/es that use
the numeric keypad, ][or examp/e Command (Leypad) lorCtrl
(Leypaal) 1. Pressing the 1 /eey above the letter Qon the Leyboara’
will not work. Function Leys such as Fl, F2, ete. will also not work.
leerefore, peop/e with /aptops usua//y can not assign Leyhoam]
shortcuts to sty/es.

The Basic Character Formats section contains Font (Tg}peface), Size,
Style, Lea(i.ing, Kerning and Tracleing values.

©2012—kelly mccathran
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Space After

Sryle Name: Body
Aecation

Indents and Spacing

[p—

(e

catr s

o Preview

Widow & Orphan Control | Keep Options

Alignment: | Left &
|| Balance Ragged Lines
) ignoee Optical Margin
Left Indent: 20 in
First Ling Indent: 20 in
Space Befare: 50 in ]
Align to Grid: | None

Right Indent: 50 in
Last Line Indent: £]0 in

Space Mwe: Ho.bin |

(o | R

nssp Ot

(e

catr s

[ Preview

InDesign

Sryle Name: Body
Aecation
Keep Opticas
|| Keep with Previous.
Keep with Mear: 0 lines

- Keen Limes Together

(A Lines in Paragraph

(3 Ax 5141 End of Pacagraph
st 2 | lines
End 32 | lines

Start Paragraph: | Anywhere :]

[ | o)

Text

In the Indents and Spacing section of Paragraph styles, users can apply
an automatic Space Before or Space after a Paragraph. This can

also be set in the Paragrap]l panel if styles are not laeing used.

Keep options allows for automatic widow and orphan control. By
checlzing Keep lines together, InDesign will not allow a single line
l)y itself at the })eginning (orphan) or the end (widow) of a page or

column.

Page 26
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Building a Character Style

Character styles apply to individual words or letters. They are helpful for applying bold, italic or using a syml)ol. Also,
it is necessary to build a Character Style before creating a Nested Style. Highlighting is required to apply a Character
style. To create a Character Style, go to the Character Styles panel menu and choose New Character Style...

| Character Style Optsans.

New Character Style
Saybe Name: bold

Style Name: |bo|d sans serif
Ceneral

[
Based On: | INore] : Basic Character Formats

Shartcut: Cmd + Num 1

r
Advanced Character Formats Based On: | [No character style] IH

Character Color

Snyle Settings: Feser To Base OpenType Features

(sl + Ui Prs = Lombaid < re ¥ P - Bl Gavw. i = ot Bk Bt L. ot
Opeical

Shortcut:

Style Settings:
[Mo character style]

 Apply Sryte 10 Selection

A Breview

i) @ preview =

In the Basic Character Formats section on the left, it is best notto choose only a style such as bold or italic. InDesign
does not support fake sty]es, and in many cases the manufacturer may not have created a bold or italic version of a

particular typeface. If bold or italic is chosen and no such font exists, InDesign will highlight the text in pinle.

New Character Style

Note: Leaa’ing should never be set in a Character sty/e, even tlzouglz
InDesign allows for this.

Style Name: bold sans serif

General Basic Character Formats

Advanced Character Formats

Font: Verdana 5 Bold 5]
Character Color = —B e —B
QpenType Features izé v eading >
Kerning: | Optical B: Tracking: B-
Case: B: Position: Bﬁ

= Underline = Ligatures [ No Break

[=) strikethrough
v —

InDeSign ©2012—kelly mccathran
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Loading Styles

Styles can also be loaded from one document to the next, ’c}lrough the Paragraph panel menu, choose Load All Styles (to

bring in Character and Paragraph).

New Paragraph Style...
Duplicate Style...
Delete Style...

Redefine Style
Style Options...

Clear Overrides
Convert Style's Bullets and Numbering to Text
Break Link to Style

Load Paragraph Styles...
Load All Text Style

Select All Unused
Edit All Export Tags...

New Style Group...
Open All Style Groups
Close All Style Groups

Copy to Group...
New Group from Styles...

Sort by Name

Small Panel Rows

Choose which styles to load.

Load Styles

ICnﬂﬁIcl with Existing Style

Type | incoming Style
[Basic Paragraph]

q

9 Heading 1

9 Heading 2

9 body

9 body indent
9 body | center

AEEEE

Use Incoming Defini...
Use Incoming Defi
Use Incoming Defini...
Use Incoming Defini...
Use Incoming Defini...
Use Incoming Defini...

[ CheckAll | [ UncheckAll
Incoming Style Definition

InDesign

E OK J
Cancel

©2012—kelly mccathran
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Nested Styles

Nested Styles allow you to apply character level forma’tting which works inside a Paragraph style You can also set up

two or more nested styles to work together, one talzing over where the previous one ends.

Nested styles are especiauy useful for run-in headings. For example, you can apply one character style to the first
letter in a paragraph and another character style that takes effect through the first em dash. For each nested style, you
can define a character that ends the style, such as a tab character or the end of a word.

You can setup Nested Styles L)y first building a Character Style, then creating a new Paragraph style and

cliclzing Drop Caps and Nested Styles.

1.

oo R W

Click New Nested Style

Click on the word Words and choose Forced Line Break

New Paragraph Style

Create the necessary Character Style(s) such as bold or italic
Create a Paragraph Style to nest the Character Style inside of

In the Paragraph Styles dialog box click Drop Caps and Nested Styles

Choose either bold or italic, then piclz the character for the style to stop on

In

General

Basic Character Formats
Advanced Character Formats
Indents and Spacing

Tabs

Paragraph Rules

Keap Options

Hyphenation

Justification

Drop Caps and Nested Styles
Bullzts and Numbering
Character Color

OpenType Features
Underlina Options

Strikethrough Options

E Preview

Design

Style Name: Body

Drop Caps and Nested Styles

Drop Caps
Lines Characters Character Style

0 0 " [None]

Nested Styles

[None] [+) through 1 Words

( New Nested Style ) ( Delete )

[4] [¥]

( Cancel

Do)

©2012—kelly mccathran
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Text

InDesign Snippets

Similar to the functionality of Lil)raries, InDesign has added Snippets, which can be shared on a network or reused Tip: Snippets will vetain their
in other documents. When you place or drag a snippet into a page, InDesign re-creates the original ol)jects, their X & Y values.

{orma’tting, and their position on the page.
1. For example, if you have slug information that you would like to attach to certain ads, you can select the objects,

then choose File > Export.

ate: -

Operator: Bob Roberts
Colors:

2. Inthe Export clialog a the bottom choose InDesign Snippet.

Export
Save As: golf_ad.inds B
</p @ [ cs2_class_files )ﬁ
g Disk [ Name AT Date Modified
ﬁ 01_a.doc 6/14/94
Network = 8_color_flower.ai /05 m
E kelly_hd L AdobeGaramondPro-Specimen. pdf E:

=) Al_TechtonFlu_demofile.al

/. PHOTOS a
£ Al_TechtonFlu_demofile. pdf
i Desktop 7 camera_raw
"= catalog.indd
A kelly 3

A Applications
F—’i Documents
“" Movies
6 Music

Q Pictures

H cs_2_demo_slides.pdf

il

Format: _InDesign Snippet )ﬁ

Use Adobe Dialog
v

3. Now from Bridge, the separate items can be dragged and &ropped into a page. Or, you can choose File >Place to

put the items in a page.
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Placing Images
InDesign can place a variety of file formats such as TIFE, EPS, PDF, DCS, JPEG and Native PSD (Plzotoslzap) and

Al (Ilustrator) files. In addition, it is not necessary to create a picture box or text box before choosing File > Place
(CommandD or Ctrl D).

Select vs Direct Select Tool

The Select tool (V hlack arrow) will report the real scale of an image. This tool is intended to make ac].justments to the
picture and the box as a unit. The Direct Select tool (A white arrow) will adjust the contents of a box or frame. Brown or
Orange points will show up on the edges of an image that is selected l)y the Direct Select tool. To see the real scale of
an image ﬁnc/ualing transformaﬁons done on the Select tool and using keyl)aara, shortcuts), switch to the Direct Select tool and
click on the image. The Transform Panel (Window > Transform or F9) will now report the actual scale.

__ I

Fit Content Proportionally

Fit Content to Frame (not recommenaiea]) | Ce

Images

nter Content

x+; 4.9875 in w: 210975 in = e
¥+ = 0.2431in H: == 0.4851 in 1l

E:E [Mone] . -. E
EE

fr
\b
E Rotate 180°

Stroke Stwes

Reference Point

InDesign

Fit Frame to Content ﬁ

Fill Frame Proportionally

Rotate 90° CW

Rotate 90° CCW

Flip Horizontal
Flip Vertical
Flip Both

+ Transform Content
+ Dimensions Include Stroke Weight

Character panel Pop-up menu —

©2012—kelly mccathran

+ Transformations are Totals
+ Show Content Offset
Scale Strokes

+ Dock at Top
Dock at Bottom
Float
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Reference Point

The Reference point can now be found on the new Control Panel. InDesign’s default is to indicate or a(ljust the position

of a box from the center reference point. Quarla will always measure ol)jects from the upper left corner. To change the

reference point, click on the upper left corner point in the Transform or Control pane].

: Eﬁ X+ 2149875 in
Y+ = 0.24310n

Enhanced Support for Photoshop

Native Photoshop (PSD) files with transparency can be place& as well as &uotone, tritone, and quacltone PSD files.

Also, PSD and TIFF files that contain spot channels are supported.

Drag & Drop

Images and text files can also be draggecl and clroppe(l from the operating system (lirectly into an open InDesign

document.

Scaling Images

To quickly scale an image, go to the Selection tool (black arrow) and click on the image. Now press:

Command <or Ctrl < .
Command > or Ctrl > .
Command Option > or Ctrl Alt > .
Command Option < or Ctrl Alt < .

Command Shift Drag or Ctrl Shift Drag

InDesign

Decrease image and Frame in 1% increments
Increase image and Frame in 1% increments
Increase image and Frame in 5% increments
Decrease image and Frame in 5% increments

. Scale the Picture and Frame Visua”y while you drag
(Slllj[f Leeps it proportiona/)

©2012—kelly mccathran
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Images

Info Panel

The new Info panel can be used to view the current and original resolution of images as well as their color space and type.
For text information such as the number of characters, worcls, lines, and paragraphs in a text frame, or the amount of
text that is overset be sure that nothing is selected.

000

* ;50_4091 " # 3o ¥:-3.3068 in W:2.2551 in
. + v:0.8884 in 7 H:L6813 in

o i

Characters: 7146
Wurdsfllsg Type: IPEG
Lines: 100 -
Paragraphs: 53 Actual ppi: 72272
) Effective ppi: 710x710

Color Space: RGE

Placing Content

Unlike popular page layout applications, such as QuarkXPress, InDesign doesn’t require you to create a text box
(frame) or picture box before placing content, simply choose File > Place (CommandD or Ctr1 D) and InDesign will

create a text or picture box automatically.

High Resolution Image Display

Users can actually display the resolution of a Photoshop image and zoom in farther than Photoshop
allows. Choose Object > Display Performance > High Quality Display. This can also be glolaally change& from
View > Display Performance > High Quality Display.
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Images

Bleed and Slug Preview

Now, users can specify bleed and slug areas that can be inclependently sized for each document. These are created in
document setup (s/ugs typica//y contain joé details and approva/s). You can also control whether bleeds and slugs appear in
print and PDF output. To set these values click More Options in the New Document dialog box.

These buttons are located at the bottom of the tooll)ar, the letter W will switch from Preview Mode to Normal mode
(or the last active mode on the riglzt siale).

Preview Options at the bottom of
the Toolbar

Print Preview

Normal View Preview Mode

ann ann

Have a cuponus
HAML thank you for your keyalty to L
Belly Coffee Comcany. Teke this

Have a cup onus
HAML thank you for your beyalty fo
Belly Coffee Comcany. Teke this

Ballly Cofes Shep and Ballly Cofes Shep and
e 2 BEVERAGE o hawe & BEVERAGE o
€3 S o e ===y BEas s S — . —
Bleed Mode Slug Mode
anm T eeflee vanabie past cand L35 wrdd @ LOOR.
ann Bcefiee, vacubon, oort,card Cikindd i 104% I I T E i3 3
i T g i - I : I :
1 Colln
L Rt
H e . it
xR
Have a cup onus
- MAME thank you for pos loyalty 1o
Have a cup onus Bally Colfies Conpany. Take the
HAML, thank you for your keyslty o st ciard o pour mmaret
Belly Coffee Comcany. Teke this (- Belly Collee Shop and
PO G D O SR e have 3 BEVERAGE on us.
Ballly Cofes Shep and
e 2 BEVERAGE om us. -
2 = [ ¥ === =
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Images

Dynamic Graphics Preview

Cliclzing and holcling (for two seconds) on an image will display a ghosted version of an image as you &rag.

Text Wrap

To wrap text around an image choose Window > Type & Tables > Text Wrap (Command Option W or Ctrl Alt W). Click
Wrap Around Object Shape (the middle icon) to wrap around the silhouette of an image. If there is a clipping path the wrap
around the silhouette is automatic, if there is no clipping path, users may need to click on Same as Clipping and change
it to Detect Edges. This will cause InDesign to create a path, just for the text wrap.

J = Text Wrap @ J # Text Wrap @

EEEEF e =mE==_,

Bounding Box L
D % o1zgain O

Ak 4w

LB =]

Alpha Channel
Graphic Frame

Contour Options:
— - |« Same As Clipping B

Type: Same As Clipping +

There are five options for text wrap:

No Wrap - The Default

Wrap Around Bounding Box - This wrap has no default outset, but does
push the text away from the image.

Wrap Around Object Shape - Used for wrapping around silhouettes.
Jump Object - This will force text away from the left and right edge of
the image.

Jump to Next Column - This will force all the text to the next page.

Enhanced Text Wrap

Users can now choose whether or not text wrap settings apply to text and graphic objects on hidden layers. Also, wrap
can be set to affect all of the text frames in a stack or just the ones beneath the wrappecl ol:)ject.
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Text Frame Options

If you’(]. like to create an Inset on a text box (as shown Zve/ow), or change the Vertical Justification of text within a box you
will need Object > Text Frame Options (Command B or Ctr1 B).

Inset Text Box Vertical Centering

This text box

hasa.1inch text his text.is Vertically

inset Centered.in-the box.

Text Frame Options

General | Baseline Options

Columns
=N ' Gutter: =/0.1667 ir
Width: =/0.9318 ir

" Fixed Column Width

Number:

Inset Spacing
' 0 in
0in

Top: :-O in . Left:

e |

Bottom: .:-O in . Right: .

Vertical Justification
Align: = Center :!

Paragraph Spacing Limit: . O in

_llgnore Text Wrap

| Preview ( Cancel ) f oK }
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Clipping Path

Object > Clipping Path (Command Option ShiftK or Ctrl Alt Shift K) will create a silhouette around an image that
does not have a built in Photoshop path.

Clipping Path
Type: | Detect Edges |:! HK-*’
Cancel I
—_—
Threshold: 123
EPrewew ]
¥

Tolerance: 3.636

- Jﬁf
Inset Frame: Qin
Tinvert :_

. CM‘ERIN mTERlNu

™ Use High Resolution Image

To see the path, click ok and choose the Direct Select tool (white arrow) and click the edge of the image. The higher the
Threshold (0-255), the more colors will be cut away, the higher the Tolerance, the fewer points InDesign will create.

Tolerance should not typicaHy be set below 2, or the image may have too many points and may become un—printaljle.

m

CATERING

InDeSign ©2012—kelly mccathran
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Measure Tool

The new Measure tool, located under the Eyedropper Jcool, can calculate the distance between any two points on a page.

&

Flattener Preview Panel

InDesign has added a Flattener Preview panel Window > Output > Flattener Preview. This will highlight on-screen

how transparency flattener presets affect transparent ol)jects. Adding a drop sha(low, feather or placing transparent
Photoshop or Illustrator files will create transparent areas in the document.

000 5 086 " photo_order_shadow.indd @ 9% [Flamener Preview]

Highlight: { Transparent Objacts H
D Auto Refresh Highlight C Refresh j
Preset:  [High Resolution] B

D Ignore Spread Overridas
€ Apply Settings to Print y

|nDeSign ©2012—*kelly mccathran
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Align Panel

The Align panel is an essential tool for any page layout applica’cion Window > Object & Layout > Align. If you've used the
Align panel in Ilustrator, you've alreac].y got the fundamentals. , which is similar to Ilustrator’s. Using this you can
turn several selected shapes into a compouncl shape.

008

| Pathfinder ¥ 4 Align " Y &

Align Objects:
E|[&][S8] [a7][g=][8a|
Distribute Objects:

=== k][ 04]]dd]

[ use Spacing 0in

In the example Lelow, 4 shapes were created, then selected. After that the Align Horizontal Centers button was hit.
< F

ﬁ
A
U] A
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Pathfinder Panel

InDesign CS3 expancled the Pathfinder panel Window > Object & Layout > Pathfinder. You can convert any patl'l into a

precle{'ined shape. For example, you can convert a rectangle to a circle.

The stroke settings for the original pat}l remain the same for the new pat}l. If the new path has a corner effect, its
radius size is based on the size setting in the Object > Corner Effects dialog box.

1. Select the patl'l.

2. Choose Object > Convert Shape > Ellipse (for a circle).
Or, in the Pathfinder panel, Window > Object & Layout > Pathfinder, click a s}lape button in the Convert Shape area.
Merging Objects

|| Pathfinder = form_|ator Mign |
| Pathfinder:

| | B r ey | iy |
| Cng_brt Shapa: L

: - K
000 © o a %
5 oy o @

o /s + | O 0

=
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Anchored Objects

Easiiy anchor sidebars, call-outs, iigures, puH quotes, margin notes, and graphics to text. Anchored ol)jects are items,
such as 1mages or text boxes, that are anchored (attached) to specii‘ic text. The anchored ol)ject travels with the text
containing as the text re-flows. Anchored ot)jects can be used for images that you want associated with a particular
line or block of text.

Insert Anchored Object 1 TO create an AI’IC}IOICC]. Oi)]ect Cl’lOOSB Object > Anchored Object > Insert. T|p: 7:3 eai]'t your Anclzor@d OZJ]GCt CZZOOSQ
Object > Anchored Object > Options...

Object Options

Content: | Unassigned s
= — ) 2. This will anchor the image to the left of the text frame.
Object Style:  [None]+ |%J
Paragraph Style:  [No Paragraph Style] T
Height: [=]T0R width: =1 in is anchored image will travel with the text box.
Position: | Custom 5 ’
I Relative to Spine ,_.
Anchored Object
Reference Point: J, Inline aiigns the anchored oi)ject with the baseline of the insertion point. This
is the default type of anchored ot)ject.
Anchored Position
Referencabon S e | 2o Above Line piaces the anchored ot)ject above the line, the alignment can be
X Relative To: | Text Frame 3 ctiangect to Left, Center, Rigtit, Towards Spine, Away From Spine, and Text
X Offset: =10 in Aiignment. Text Aiignment is the alignment applie(i to the paragraph that
Y Relative To: | Line (Baseline) ] l’lOldS ti’le anctior marlzer
Y Offset: =0 in

v Keep within Top/Bottom Column Boundaries

Custom places the anchored ot)ject in the position that you define in the
[ Prevent Manual Positioning Anchored Ot)ject Options otiaiog box.
( Cancel ) (—BH

You can create an anchored ot)ject i)y ciiclzing ina paragrapti with the Text tool and pasting or ctioosing File > Place or
Ly using the Insert Anchored Object command. When you piace the ot)ject, [nDesign adds an anchor marker. Anchored
o]:)jects inherit the rotation and skew of the text frame ttiey’re anchored to—even if the ot)ject 1s positione(i outside of
the text frame (that can be clzangezj éy se/ecfing the o]ajecf and azjjusfing it's attributes).
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Photoshop and PDF Layer Support

Now you and hide and show layers in placec]. Pl’lotoshop files from within InDesign or select from Layer Comps. Start l:)y
placing a PsD file with layers. Then select Object > Object Layer Options.

Object Layer Options

Show Layers

5 Warchyour e Treres o m ok )
Photo Filter 1
@ kelly
B Preview
Layer Comp: = Color with text |+i
Update Link Options
When Updating Link: = Use Photoshop's Layer Visibility Iﬂ
%
a8 Untitled-1 @ 150% a8 Untitled-1 @ 150%
o I b A 1] I L d " L I i I i ¢ . I I L d . b
-
:_;_luo. w[alan w5 o Mover Sawed (3 L [ == ] ...' :_;_luo. w[alan w [ [H S Swer Sawed (3 L [ == ] ...'
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Object styles

Similar to Illustrator’s Object Styles, InDesign has the ability to globally update object-level formatting. Once an

object style is created, when edits are made, it updates all the Objects using that style at once.

New Object Style

New Object Style

Style Name: Soft 8pt Shadow

Ceneral

I Fn

¥ stroke

¥ stroke & Corner Effects

I Transparency

¥ orop shadow & Feather

[ Paragraph Styles

I Text Frame General Gptians
¥ Text Frame Baseline Options
¥ story options

I Text wrap & other

I Anchored Object Gptians.

General

Based On: | [None]

)_H

Shortcut:

Style Settings:

[ ResetToBase )

B Al

B Sucke

P Stroke & Corner Effects
B Transparency

P Drop Shadow & Feather

[ Preview

P Text Options
P Text Frame Basaline Options
b Story Options.

B TextWrap & Other

B Anchored Object Options

@ [Mone]
[Basic Graphics Frame]

[Basic Text Frame]
Soft 8pt Shadow

CIR IR

|ﬁ Swatmﬁ] Charan:terj Faragraph Object Styles

[oo]G+ | ml [ & [%

InDesign

o) @)

Style Name: Soft &pt Shadow

General
&

™ stroks

¥ stroke & Corner Effects

# Transparency

¥ Drop Shadow & Feather

(] Paragraph Styles

# Text Frame General Options
[ Text Frame Baseline Options
# story Options

[ Text Wrap & Other

] Anchored Object Options

Drop Shadow & Feather

— E Drop Shadow

Mode: | Multiply B‘

[ Preview

Opacity: |75 j % Blur: 0.06 in
X Offser: 0.1111 in Spread: 0 j %
Y Offset: 8pt Noise: 0 :%
Color
[ tpapen
W Eacq h-
[ c-100M=0v=0k=0 £
W c-0m=100v=0k=0 R
[ c=om=0v=100k=0 H@E
Wl c=15 =100 v=100 k=0 HE v

— ] Feather
Feather Width: 0.125 in

Noise: 0 %

Corners: | Diffused 3

©2012—kelly mccathran
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Repeated Transformations

Transformations can now be automatically be repeated, such as scale, slzew, rotate, and {'i’c, from one

object to another. To start, hold down Option or Alt and drag the ol)ject to make a copy, then choose

Object > Transform Again > Transform Sequence Again (Command Option4 or Ctrl Alt W) There is also a Move clialog box
if you would like to type an exact value, through Object > Transform > Move (Command Shift M or Ctrl Shift M)

Move
— Position ——————— m
Horizontal: 0.75 in
[ Cancel )
Vertical: 0in

Distance: 0.75 in ™ Preview

Angle: 0°

— Options

™ Move Content m
AV WV v i by i
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The Pages Panel

To add pages to the c].ocument, go to the Pages panel pop-up menu and choose Insert Pages, or click on the new pasge
button at the bottom of the panel. In this dialog users can choose to use a Master page or lzeep the document page

completely blank.

Move Pages...

New Master.,,
Duplicare Spread
Delete Spread

Select Unused Masters

Mastar Oprions.
Apply Master to Pages...

Save as Master

Override All Master Page tems O XL

Keep Spread Together
Hide Master ltems
+ Allow Pages to Shuffle

Palette Options...
Numbering & Section Options...

Spread Flattening 3

Dyynamic Spread Visibility -

Pages Preferences

Very often it can be useful to see the pages displayed horizontally, then wrapping down vertically. To turn on
horizontal clisplay, go to the Pages panel pop-up menu and choose Panel Options. De-select Show Vertically.

0oo Palette Options 000
| Size: - [WNone] |:|
T A 0

— Masters

Icon Size: | Small B ==
EShquertically
2 3

5
2
||

(= I3

— Palette Layout

() Pages on Top

1~ -

A ® Masters on Top [ 7 8
v
= = Resize: = Masters Fixed B
9 Pages in 9 Spreads | &l | i | B 9 Pages in 9 Spreads | Rl | i |///

InDesign CiTl—as i

Pages
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Pages

Master Pages

By default, every document has a master page A-Master, to edit this page double click the icon in the pages panel. For
this exercise, we will create a text box and add an automatic page number.
Adding a Page Number

1. Double click on A-Master in the Pages Panel.

2. Go to the Text tool and create a text box below the margin.

3. Type the word Page and a space.

4. Go to the Type > Insert Special Character > Markers > Current Page Number (Command OptionN or Ctrl Alt N).

InDesign intentionally locks items on the Master Page. If you would like to edit something that exists on the
Master, hold down Command Shiftor Ctrl Shift and click on the item. This will release it from the Master and
it is now considered a Local Override. If you want to restore the item to it’s original state on the Master, go to the

Pages Panel pop-up menu and choose Remove Selected Local Overrides.

866 “Rindesign_3_intro.indd @ 80%
5 R I N AU NI PRI AP AR O T N
"]
m
(T4 oy
: =
[z
ER|
ER|
[51
[]
[7]
U
-~ -
.
B v
[ fso-23% >[4 Ja-body’ BDCE = <>
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Pages
Creating a Section

Section names are used throughout this book, in the upper right corner of the page. Sections are dynamic content that

can change on a page l)y page basis. To create a section:
1. Double click on A-Master in the Pages Panel.
2. Go to the Texttool and create a text box below the margin.

3. Click in the text box and go to Type > Insert Special Character > Markers > Section Marker (Command Option Shift N or
Ctrl Alt Shift N).

4. GotopageAlin the document.

5. Click on the Pages Panel pop-up menu and choose Numbering & Section Options. This is also located under the
Layout menu.

6. Type the section name in Section Marker. Section starts are indicated 1)y a small triangle above the page, in the
Pages panel.

Numbering & Section Options Q [+]
¥ Start Section ) | Pages O]
® Automatic Page Numbering e [Mone] |:|
—/ [ ance ]

() Start Page Numbering at: 1 —— A-Master |:|

Page Numbering Options

Section Prefix:
Style: [ 1,2,3, ... | =
Section Marker: Chapler 1| .
) Include Prefix when Numbering Pages ol 2 E
v 3 Pepesin 3 Spreads | Rl | W |7

This must always remain empty! Section Start

Note:  Be care][u/ to never put anything i Section Prefix. I][you do and try to print page 3, InDesign miglzt warn you that page
3 doesn’t exist. To print the page you would have to type in Secl:3 in the print dialog. You can also put the plus sign + in
front of the physical page you would like to print, for example to print the 3rd physical page, in the print dialog type +3.
The page may be numbered ii or c and if it's the 3rd in the document it will print.
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Pages
Master Page Settings
InDesign has thought through the full logic of using Master Pages. For example if someone makes an edit to a Master
Page item and it needs to be reset to how it appears on the on the Master Page.
Resetting Master Items
1. Select the object (or objects) that has been edited.

2. Go to the Pages panel pop-up menu and choose Remove Selected Local Overrides. This will reset the selected object or

objects.
- . PP-
| = Pages  |nfo pers |nks [rap V=
INone] [ ] ( Insert Pages...
e E Move Pages...
o 1 New Master...

T Duplicate Spread

) Delete Spread
5@ Select Unused Masters

Master Options...

&

6 [ Apply Master to Pages...

— Save as Master

ts Load Master Pages...
7

== Hide Master Items i

] Override All Master Page Items M4 3EL
8 [ Remove All Local Overrid

aich All Objects from ter

Allow Master Item Overrides on Selection

LR

-+ Allow Document Pages to Shuffle
+ Allow Selected Spread to Shuffle

=1

SEopa T al & Numbering & Section Options...
Spread Flattening >

Panel Options...

Dynamic Media Selection...
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Resetting All Master Items

If there have been a lot of local edits to ol)jects that occur on the Master Page, you can reset everything Ly Go to
the Pages panel pop-up menu and choose Remove All Local Overrides. This will reset all o]ojects to how they appear on the

Master Page.

Master Options

You also have the ability to change your Master Page from Single Sided to Double sided.

1. Go to the Pages panel pop-up menu and choose Master Options.

2. In the Master Options clialog box change the Number of Pages from 1 to 2 or vice versa.

| = Pages x |nfo_fers nks Jrap |

ke

M -1

=

INone] [ ] ( Insert Pages...
2-hody E Move Pages...
. — New Master...
= Duplicate Spread
o Delete Spread
s Select Unused Masters
Master Options...
6 [ Apply Master to Pages...
— Save as Master
1+ Load Master Pages...
7
== Hide Master Items i
liged Override All Master Page Items 3L
s[d Remove All Local Overrides

Detach All Objects from Master

Allow Master Iltem Overrides on Selection

+ Allow Document Pages to Shuffle
+ Allow Selected Spread to Shuffle

3 Pages in 9 Spreads

L

Numbering & Section Options...

InDesign

Spread Flattening >

Panel Options...

Dynamic Media Selection...

Master Options

Name: Master ( cancel )

=

Based on Master:  [None] .']

Number of Pag@

S T0—wi it

Pages
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Layout Adjustment

Layout Adjustment

If you decide to change your page from 1 column to 2, [nDesign

@ Enable Layout Adjustment
Snap Zone: ->0.0278 ir

™ Allow Graphics and Groups to Resize ——

EAIIDW Ruler Guides to Move
lIgnore Ruler Guide Alignments
) Ignore Object and Layer Locks

Changing Margins

ok ) canauto fix the existing text and picture boxes to fit the new layout
T I)y choosing Layout > Layout Adjustment and checking the box that say
Enable Layout Adjustment. This feature uses a set of rules to move and resize

ol)jects and page guides.

Before changing your margins double click on A-Master so that all future pages piclz up the new margins.

1. Go to the Pages Panel and double click on A-Master.

2. Choose Layout > Margins an

d Columns and type in your new values.

- . D
|  Pages x |nfo_fers |nks frap | =
[None] l:l m
a-body
ey ¥
= o~
]
s
Margins and Columns
5 ) Margins m’
_£a_ Top: = 1lin Left: =1 in C—Cancei
- | Bottom: = 1 in Right: = 1in
73 gPreview
\
Columns
Double click on A-Master before = -
changing your margins to effect Number: <2 Gutter: < 0.1667
all pages
InDesign CiTl—as i
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Links & Preflight
Opening InDesign Documents

When you open an InDesign document created 1)y someone else, it is important to check several things, fonts, 1mage

links & colors.

Find Font

To identify exactly which type{ace 18 required, choose Type > Find Font. In the c].ialog below, PostScript, Truelype and
OpenType fonts are used.

Find Font

Bernhard Modern Std ltalic [7] N

gernhard Modern Std Roman el Find First

Brush Script S1d Medium Q §

Myriad Pro Light 0 Change

Myriad Pro Semibold o =
MyriadPro-LightCond ayl Change All

Change/Find
Total Fonts: & Fonts in Graphics: 1 Reveal in Finder
Missing Fonts: 0 fﬁ\

Replace With: | ore Info )

Font Family: Times

() ()

Font Style: Regular
| Redefine Style When Changing All

If an image is placecl that requires a font not active on the system, InDesign will procluce a warning.

This file contains one or more fonts which are
unavailable on this machine. Do you still want to
place this file?

(" Cancel ) f oK )
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Links

The Links panel has been radically improved in CS4. It is located under Window > Links and users can update missin
y 1mp p g
or modified images. Also new to CS4 is the al)ility to display much more information in the Links panel. Simply
go to the Links panel pop-up menu and choose Panel Options... then check off the additional columns you would like
c].isplayecl. Effective PPI is one of the most useful, it shows the final, printal)le resolution of 1mages after they have

been placed and scaled in [nDesign.

H sean.tif

Wil thel_4th.jpg

5. sleeping_dogs.jpg

o

| 4

PAGES | LINKS | =

Name la |0 - Relink...

| tihday_dogped s Relink to Folder...
el bridge_05.jpg Update Link

FH consenvatory.tif Update All Links
X ft_funston_07jpg iy

P ft_funston_23.jpg Go To Link

T game_friday_01.jpg Ay

IR happy_new..ar 37pg  Jfy Edit Original

B kelly_chaz_pooljpg i) Edit With >

Reveal in Finder
~ | Reveal in Bridge

T | Utilities »

S
Relink —=L=clettedy, =2 A0 GE .
Y

Link Info

A'\:‘ T T T T T [ T [ T [ T T N T N TN PR T

A A

Mame:

Format:

Page:

Color Space:
Status:

Size:

ICC Profile:
Layer Owverrides:
Actual PPz
Effective PFI:

Dimensions:

birthday_jdog.psd
Photoshop
1

RCE
Modified
1.1 MB (20470p bytes)
Document RGE

540 x 73p

InDesign

Go to Link

Update Link

Panel Options

—Option:

Row Size: [ Regular Rows B:

Thumbnails: Sshuw in Name Column ] Show in Link Info

Show Column  Show in Link Info

Name

Status

Page

Size

Color Space
ICC Profile
Layer Overrides

Transparency
Dimensions

Scale

Actual P
Effective PPI

10000 @EE <
3|
=

ElEARRERERERE

(mimyw!

(el ) o)

©2012—kelly mccathran

Links & Preflight

Tip: You can hold down Option
or Alt and double-click

an image to open in it’s

Originating application.
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Links & Preflight
Links Icons

When re—linlzing or upclating images, there are two icons on the panel, the red stop sign with the question mark
indicates that the image can't be located. The yellow hazard symbol indicates that the image has been found but needs
to be up&a’ce&..

a - Missing Image .".'li:'h - Modified Image

Sorting Links

To sort ]3y status, or Effective PPI (if you turned that on in Panel Options), click the syml)ol at the top of the column
in the Links panel.

eaces | ks [ s el [pAGES | Links

MName |‘_}_£| D | | Name |1.L | D |

u wancouver_04.jpg oﬁ 1 1440 of E == weekend_w..._logo.eps 1

£ A sleeping_dogs.jpg 7] 1 1440 [ & thel_dth jpg iy 1

il thel_dth jpg oy 1 319 = H birthday_dog.psd Py 1

H birthday_dog.psd £y 1 517 TS game_friday_01.jpg iy 1

T game_friday_01.jpg Ay 1 600 m happy_new..ar_37.jpg /Iy 1

E happy_new..ar_37jpg Iy, 1 714 H sean.tif 1
E™ kelly_chaz_pooljpg Ay 1 1125 ™ kelly_chaz_pooljpg iy 1 1125

a1 e !

& 2 e !

1 1

1 1

Size: 1.1 MB (1204702 bytes)
Color Space: RGE
ICC Profile: Document RGE

Size: 1.1 MB (1204702 bytes)
Color Space: RGE
ICC Profile: Document RGE
Layer Owverrides: No Layer Owverrides: Mo
Actual PPIz 120

Effective PPl 517 (a

Actual PPI: 180
Effective PPl 517 i

Transparency: ho v Transparency: Mo v

@
£
X ft_funston_07.jpg o 1588 l N vancouver_04.jpg 1440
B thel_jlopsd 0 2153 LA sleeping_dogs.jpg 1440
= weekend_w..._logo.eps - A ft_funston_23jpg 1440
H sean.tif 853 : conservatory. tif L
¥ 1Selectad =E AL SR ¥ 1Selectad = A0 S5 S
Link info < bl Link Info < h-l
Mame: birthday_dog.psd MName: birthday_dog.psd
Status: Modified Status: Modified
Page: 1 Page: 1

Dimensions: 540 x 730 Dimensions: 540 x 730
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Links & Preflight

Preflight

InDesign has a beautiful option for checking and collecting all required files for submission to a print shop and was
radically improved in CS4. Preflight is now Live and Panel based instead of a dialog Window > Output > PreFlight it is

also automatically shown in the Printing and Proofing worlzspace.

Live Preﬂight also c].isplays an active check at the lower left corner of your document window. To load a Preﬂight
pro{'ile, go to the Preﬂight panel pop-up menu and choose Define profiles... the pro{'ile I'm using here is called
Prepress_preflight.idpp. After 1oading it you have to select the pro{'ile for the document where you see [Basic] (working).

PREFLIGHT | LINKS | W | -=|
. | Define Profiles.. [ Rkl [ =
™ on Huhm & Preflight Optians... ™on profile: | prepress Chrk 3] f5) PREFLIGHT || LINKS. | L] |'§!
Errar o jrage Save Report... Error Jrage #on Profil v [Basic] (working)
W LINKS i3 = W LINKS (3} E
— Limit Mumber of Rows Per Errar 13 ot M
B Missing link {2} B Missing link (2) w LINES (3)
I Modified link {7} « Enable Preflight for All Decuments » Modified link (7) B Missing link (2)
» COLOR (1) » Madified link (7}
» IMAGES and OBJECTS (4] k
B Info > o b nfo
@ 9errors Pages 8 All O 1 @ 14 errors Pages @Al ()1 @ 9errors Pages: @l ()1
4 41 « bk ¢ 9 ermors b B, | |
Preflight Profiles ' Prefight Profiles
R | eeome: |—m - Frofle Hame +1 pur Coln
e Pesress CUYE 4 LSgui € || [~ L Cran s o e e s

[} Color Spaces and bades Moz Aowsd
b (] Soct Cobe St
Oveeprinting Applied in laDatign
] Oveprinting Appdied 1 Whice o [Pages] Cbor
] Regierarion] Appied
[w (5] MACES and ORECTS
w (] mage Raschaion

() Calor Image Maximum Repgiuion: (850

(] Calar Image Miriemam Resslution: 725

—y |

] Ceamacale Ige Masimuss Botohition: [§05 ]

| - .
(=] .:m EEE || [¥] Crayseale image Momimerm Reselusion: [135 2
Embedded. Ho protit Save Cance —o—) Ebesded Ho pruble enbedded Save Cance o)
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Links & Preflight

Package

File > Package will collect all screen and printer fonts (even ][onts m p/acea] EPSﬁ/es iftkey aren't embedded), all images,
all linked text files and generate an itemized report of all items collected. During the collection, [nDesign will
re-map the link (placed files) location to the folder it is collecting to. This means if an operator Paclzages to a Server,
InDesign will make sure that when another employee opens the InDesign document from the sever, it is not 10012ing

for the files on the original author’s local hard drive. It will find the images in the correct location on the server.

After you click Package, InDesign will warn you to Save again, even if you just saved before PreFlight. This is part of
the script.

Publication must be saved before continuing.
Save it now?

Package
OO0y Create Folder

Summary Summary
Fonts ——————

dend_trams der -
Links and Images Scope: Entire Publication Save A {chend. fram o a
Colors and Inks ST
Prin Settings Fonts: 2 Fants Used, 0 Missing, 1 Embedded, 0 Incomplete LW ) L8 Oeshiop e
Extornal I 0 Protected Name -

ernal Flug-ins. Today, 1254 PM E
Today, 1253 PM

gl Links and Images: 14 Links Found; 7 Modified, 2 Missing
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Introduction

Building a Table of Contents

InDesign has a beautiful Table of Contents (TOC) feature. As 1ong as Paragraph Styles are assigned, InDesign will
create the Table of Contents for you, complete with Bookmarks and Hyperlinlzs (that are clickable in the resulting

PDF)

1. Go to Layout > Table of Contents.

Table of Contents

TOC Style: | [Defaul] % ok |
Title: Contents | Style: | [No Paragraph Style] & T|

— Styles in Table of Contents [ save Style.. |
Include Paragraph Styles: Other Styles: [
[No Paragraph Style] | More Options |

body
body indent
Remove >> body no space after

body | center

Style:
’7 Entry Style: | +

— Options
ECrsatE PDF Bookmarks
™ Replace Existing Table of Contents
@In(lude Book Documents

Numbered Paragraphs: | Include Full Paragraph il

2. Click on the Paragraph Style (on the right where it says Other Styles) to be used for TOC entries, then click Add. In the
example al)OVe, Sul)head 01 and Sul)l’leacl 02 were uSe(],.

3. For Entry Style (at the bottom) use TOC Body Text, or build a custom sty]e. Paragraph Styles for Table of Contents
often include a righ’c justi{'iecl tab with a dot leader (this book uses one).

4. Once this is finished, click oK. The cursor will now clispla,y a loaded texticon. Click on the document where the
TOC should appear.

Note:  If the TOC entries change in the document, simply go back to Layout > Table of Contents and choose
Update Table of Contents.
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Creating Dot Leader

Table of Contents are often formatted with dot Ieaders, periods that follow the entry from the text to the page

number.

To create a paragraph style with a tab leader:

1.
2.

Choose Window > Styles > Paragraph Styles.

Double-click the name of the paragraph style TOC body text applied to entries in your table of contents. The Style
TOC body text is automatically createcl, if selected, from Entry Style when generating the Table of Contents.

Click Tabs.
Select the right-aligned tab icon and click on the ruler to set the tab.

For Leader, type a period ().

Updating the Table of Contents

Whenever changes are made to the document, your Table of Contents will need to be up&atec].. Especially since

updates often cause headin s to move to new pagdes.
p g pag

To update a table of contents:

1.
2.
3.

Open the document containing the table of contents.
Double-click to get inside the text box containing the Table of Contents.

Choose Layout > Update Table of Contents.
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Introduction

Formatting the Table of Contents

When you click More Options in the Table of Contents dialog box, additional options appear for formatting. The settings
in the Style section apply only to the style selected under Include Paragraph Styles. You can specify options separately

for each style that has been created.

e — Note: By a]e][au/t, each item added to the Include Paragraplz Sty/es box is set
TOC Style: | [Defawh] : l oK i
T KN T | Bxaph e Cancel one level lower than the item 1mmec]1ate/y above it. Level will allow you
Srylas in Table of Contents Save Style...
L — e T | [Cromopms to change this hierarchy by specifying a new level number.
T —
Kemove > o
Sryle: Heading 2
Entry Style: | to¢ subhead 02
Page Numbaer: | No Page Numbar ] Style: | [Nana)
Between Entry and Mumber: At . Srle: | [Mone]
Sort Encries in Alphabetical Order Lt 22 8
Options.
! Create FOF Bockmarks Run-in
¥ Replace Existing Table of Contents include Text on Hidden Layers
o Include Book Documents
Murmbered Parageaphs: | Include Full Paragragh

T —
Page Number: Speci{'ies whether the page number of the selected style should appear before or after the table of contents
entry. You can also select No Page Number.

Characters styles: You can choose a custom Character Sty]e to be appliecl only to the page num]oers, or for the tab
between the text and the page numbers.

Between Entry and Number: Tells InDesign which character (or clzamcters) you want between the table of contents entry
and its page number. The default is a tab (At), other special characters can also be use(l, such

asa Right Indent Tab.
Sort Entries in Alphabetical Order: Sorts the table of contents entries in the selected style alphaketically.
Run-in: Places all TOC entries in a single paragraph. A semicolon followed l)y a space (; ) separates the entries.

Include Text on Hidden Layers: This should be chosen only if you want the paragraphs on hidden 1ayers to be included in

your table of contents.
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