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Introduction

After reading this introduction, you will know
how to:

A Use ILT Series manuals in general.

B Use prerequisites, a target student
description, course objectives, and a skills
inventory to properly set your expectations

for the course.

C Re-key this course after class.
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Topic A:

About the manual

ILT Series philosophy

Our manuals facilitate your learning by providing structured interaction with the
software itself. While we provide text to explain difficult concepts, the hands-on
activities are the focus of our courses. By paying close attention as your instructor leads
you through these activities, you will learn the skills and concepts effectively.

We believe strongly in the instructor-led class. During class, focus on your instructor.
Our manuals are designed and written to facilitate your interaction with your instructor,
and not to call attention to manuals themselves.

We believe in the basic approach of setting expectations, delivering instruction, and
providing summary and review afterwards. For this reason, lessons begin with

objectives and end with summaries. We also provide overall course objectives and a
course summary to provide both an introduction to and closure on the entire course.

Manual components

The manuals contain these major components:
e Table of contents
e Introduction
e Units
e Course summary
e Glossary

e Index

Each element is described below.

Table of contents

The table of contents acts as a learning roadmap.

Introduction

The introduction contains information about our training philosophy and our manual
components, features, and conventions. It contains target student, prerequisite,
objective, and setup information for the specific course.

Units

Units are the largest structural component of the course content. A unit begins with a
title page that lists objectives for each major subdivision, or topic, within the unit.
Within each topic, conceptual and explanatory information alternates with hands-on
activities. Units conclude with a summary comprising one paragraph for each topic, and
an independent practice activity that gives you an opportunity to practice the skills
you’ve learned.

The conceptual information takes the form of text paragraphs, exhibits, lists, and tables.
The activities are structured in two columns, one telling you what to do, the other
providing explanations, descriptions, and graphics.
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Course summary

This section provides a text summary of the entire course. It is useful for providing
closure at the end of the course. The course summary also indicates the next course in
this series, if there is one, and lists additional resources you might find useful as you
continue to learn about the software.

Glossary

The glossary provides definitions for all of the key terms used in this course.

Index

The index at the end of this manual makes it easy for you to find information about a
particular software component, feature, or concept.

Manual conventions

We’ve tried to keep the number of elements and the types of formatting to a minimum
in the manuals. This aids in clarity and makes the manuals more classically elegant
looking. But there are some conventions and icons you should know about.

Item Description
Italic text In conceptual text, indicates a new term or feature.
Bold text In unit summaries, indicates a key term or concept. In

an independent practice activity, indicates an explicit
item that you select, choose, or type.

Code font Indicates code or syntax.

Longer strings of W In the hands-on activities, any code that’s too long to fit
code will look » on a single line is divided into segments by one or more
like this. continuation characters (» ). This code should be

entered as a continuous string of text.

Select bold item In the left column of hands-on activities, bold sans-serif
text indicates an explicit item that you select, choose,
or type.

Keycaps like Indicate a key on the keyboard you must press.
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Hands-on activities

The hands-on activities are the most important parts of our manuals. They are divided
into two primary columns. The “Here’s how” column gives short instructions to you
about what to do. The “Here’s why” column provides explanations, graphics, and
clarifications. Here’s a sample:

A-1: Creating a commission formula

Here’s how Here’s why

1 Open Sales This is an oversimplified sales compensation
worksheet. It shows sales totals, commissions,
and incentives for five sales reps.

2 Observe the contents of cell F4 [ F4 -] =| =E4*C Rate]

The commission rate formulas use the name
“C_Rate” instead of a value for the commission
rate.

For these activities, we have provided a collection of data files designed to help you
learn each skill in a real-world business context. As you work through the activities, you
will modify and update these files. Of course, you might make a mistake and therefore
want to re-key the activity starting from scratch. To make it easy to start over, you will
rename each data file at the end of the first activity in which the file is modified. Our
convention for renaming files is to add the word “My” to the beginning of the file name.
In the above activity, for example, a file called “Sales” is being used for the first time.
At the end of this activity, you would save the file as “My sales,” thus leaving the
“Sales” file unchanged. If you make a mistake, you can start over using the original
“Sales” file.

In some activities, however, it might not be practical to rename the data file. If you want
to retry one of these activities, ask your instructor for a fresh copy of the original data
file.
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Setting your expectations

Properly setting your expectations is essential to your success. This topic will help you
do that by providing:

e Prerequisites for this course
e A description of the target student
o A list of the objectives for the course

e A skills assessment for the course

Course prerequisites

Before taking this course, you should be familiar with personal computers and the use
of a keyboard and a mouse. Furthermore, this course assumes that you’ve completed the
following courses or have equivalent experience:

e Windows 7: Basic

Target student

This course is designed for students who want to use Adobe InDesign to create
professional documents and print layouts. You should have little or no experience using
Adobe InDesign, but experience using a word processing application is recommended.
You will get the most out of this course if your goal is to learn how to use Adobe
InDesign CSS5 to create professional print documents and publications.

Adobe ACE certification

This course is also designed to help you pass the Adobe Certified Expert (ACE) exam
for InDesign CS5. For complete certification training, you should complete this course
and both of the following:

o [nDesign CS5: Advanced, ACE Edition
o [nDesign CS5: Production, ACE Edition
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Course objectives

These overall course objectives will give you an idea about what to expect from the
course. It is also possible that they will help you see that this course is not the right one
for you. If you think you either lack the prerequisite knowledge or already know most of
the subject matter to be covered, you should let your instructor know that you think you
are misplaced in the class.

Note: In addition to the general objectives listed below, specific ACE exam objectives
are listed at the beginning of each topic (where applicable).

After completing this course, you will know how to:

o Start Adobe InDesign, explore elements of the environment, set preferences and
defaults, and use Adobe Community Help.

e Create documents and document presets; create and place text; place graphics
and other InDesign pages; and work with color swatches.

o Position elements precisely by using guides and the Control panel; and use
master pages.

o Thread text between text frames, add jump lines, and use columns in text
frames; use the Paragraph Formatting controls; use Find/Change to replace
formatting; and create and edit paragraph and character styles.

e Position text in text frames and format frame edges; place Photoshop images in
documents, set text wrap, modify graphics, and nest frames; group objects and
manipulate objects within a group; and create layers and assign objects to them.

¢ Print documents, create print presets, and export documents to PDF; and prepare
documents for commercial printing.
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Skills inventory

Use the following form to gauge your skill level entering the class. For each skill listed,
rate your familiarity from 1 to 5, with five being the most familiar. This is not a test.
Rather, it is intended to provide you with an idea of where you’re starting from at the
beginning of class. If you’re wholly unfamiliar with all the skills, you might not be
ready for the class. If you think you already understand all of the skills, you might need
to move on to the next course in the series. In either case, you should let your instructor
know as soon as possible.

Skill 12|34 |5

Starting InDesign and customizing the workspace

Navigating in documents

Examining basic panels

Setting preferences

Using Adobe Community Help

Creating documents

Creating text in a document

Placing text

Placing graphics

Placing InDesign pages

Creating custom color swatches

Loading and saving swatches

Aligning elements to guides

Positioning elements by using the Control panel

Using smart guides

Using master pages

Overriding a master-page object on a document page

Threading text

Adding columns to text frames

Adding jump-line page numbers

Setting keep options

Creating bulleted and numbered lists




InDesign CS5: Basic, ACE Edition

Skill

Creating drop caps

Adjusting the spacing between paragraphs

Creating paragraph rules

Using Find/Change

Creating, editing, and applying styles

Positioning text in a text frame

Formatting a frame edge

Placing Photoshop files

Setting text wrap

Modifying graphics

Nesting frames

Grouping objects and manipulating objects in groups

Creating layers and assigning objects to layers

Changing the layer stacking order

Printing a proof of a document

Exporting a document as a PDF

Checking spelling

Checking fonts and linked graphics in a document

Preflighting a document

Packaging a publication
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Topic C: Re-keying the course

If you have the proper hardware and software, you can re-key this course after class.
This section explains what you’ll need in order to do so, and how to do it.

Hardware requirements

Your personal computer should have:
e A keyboard and a mouse
e Intel Pentium 4 or AMD Athlon 64 Processor (or faster)
e 1GB RAM (or higher)
e Atleast 2 GB of hard-disk space
e A DVD-ROM drive for installation
e A monitor with at least 1280 x 960 resolution at 24-bit color or better

Software requirements

You will also need the following software:

e Microsoft Windows 7 (You can also use Windows Vista or Windows XP, but
the screen shots in this course were taken in Windows 7, so your screens might
look somewhat different.)

e Adobe InDesign CS5

e Adobe Reader (If this is not installed, you will not be able to complete Activity
A-2 in the unit titled “Finalizing documents.”)

e The HP LaserJet 5200 Series PCL 5 printer driver (An actual printer is not
required, but without this printer driver, you will not be able to complete
Activity A-1, in the unit titled “Finalizing documents,” as written.)

Network requirements
The following network components and connectivity are also required for re-keying this
course:
o Internet access, for the following purposes:
— Downloading the latest critical updates and service packs
— Completing Activity C-1 in the unit titled “Getting started”
— Downloading the Student Data files (if necessary)
e Activating InDesign CS5
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Setup instructions to re-key the course

Before you re-key the course, you will need to perform the following steps.

1

Use Windows Update to install all available critical updates and service packs.

2 With flat-panel displays, we recommend using the panel’s native resolution for

best results. Color depth/quality should be set to High (24 bit) or higher.
Please note that your display settings or resolution may differ from the author’s,
so your screens might not exactly match the screenshots in this manual.

If necessary, reset any InDesign CS5 defaults that you have changed. If you do
not wish to reset the defaults, you can still re-key the course, but some activities
might not work exactly as documented.

a Press and hold Shift+Ctrl+Alt and start InDesign. Pressing Shift+Ctrl+Alt
as InDesign starts causes a dialog box to appear, in which you can specify
to delete the InDesign Preference file. Click Yes to delete the file.

b In InDesign, from the Workspace menu, choose Delete Workspace. In the
Delete Workspace dialog box, select All from the Name list and click
Delete. Click Yes to delete all of the custom workspaces.

¢ Close InDesign.

If you have the data disc that came with this manual, locate the Student Data
folder on it and copy it to your Windows desktop.

If you don’t have the data disc, you can download the Student Data files for the
course:

a Connect to www.axzopress.com.
b Under Downloads, click Instructor-Led Training.

¢ Browse the subject categories to locate your course. Then click the course
title to display a list of available downloads. (You can also access these
downloads through our Catalog listings.)

d Click the link(s) for downloading the Student Data files.
Create a folder named Student Data on your Windows desktop.

f Double-click the downloaded zip file(s) and drag the contents into the
Student Data folder.

CertBlaster software

CertBlaster pre- and post-assessment software is available for this course. To download
and install this free software, complete the following steps:

1

A W N

0 3 O W

Go to Www.axzopress.com.
Under Downloads, click CertBlaster.
Click the link for InDesign CS5: Basic, ACE Edition.

Save the .EXE file to a folder on your hard drive. (Note: If you skip this step,
the CertBlaster software will not install correctly.)

Click Start and choose Run.
Click Browse and navigate to the folder that contains the .EXE file.
Select the .EXE file and click Open.

Click OK and follow the on-screen instructions. When prompted for the
password, enter ¢_indescsS.



Unit 1
Getting started

1-1

Unit time: 30 minutes
Complete this unit, and you’ll know how to:

A Start Adobe InDesign and explore elements
of the environment.

B Set preferences and defaults.

C Use the InDesign Support Center Web site
to get InDesign help.
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Topic A:

Explanation

The Adobe InDesign environment

The world of professional desktop publishing is dominated by two programs: Adobe
InDesign and QuarkXPress. Designers increasingly are drawn to InDesign for (among
other reasons) its integration with Adobe’s other Creative Suite programs, including
Photoshop, Flash, and Dreamweaver. InDesign remains primarily a program for
producing print publications, ranging from one-page flyers to magazines and books. But
as the definition of desktop publishing expands beyond layouts produced on personal
computers for print media to include content for online use and for portable electronic
devices, the features of InDesign have expanded to include support for a variety of
publishing media.

The InDesign workspace

You start InDesign by clicking Start and choosing All Programs, Adobe InDesign CS5.
The InDesign Welcome screen appears by default. From here, you can open recent
documents, create documents, or access online community features. (You can open the
Welcome screen at any time by choosing Help, Welcome Screen.)

To open a document, choose File, Open. Navigate to the desired folder, select the
InDesign file you want to open, and click Open.

To close a document, choose File, Close or click the Close button in the upper-right
corner of the document window. (You can also press Ctrl+W.) If you’ve changed the
document, a dialog box appears, prompting you to save the changes before closing.
Click Yes to save the changes and close the document.
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Workspace
Tools panel Control panel Switcher Panel dock
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Exhibit 1-1: The InDesign application window

Panels and docks

The application window, shown in Exhibit 1-1, includes panels that, by default, appear
on the right side of the window as icon groups. To view a panel, click the icon. To close
a panel, click the icon again.

Click the Expand Panels icon at the top of the panel dock to show one panel from each
panel group, as shown in Exhibit 1-2. You can then click the Collapse to Icons button to
return the docked panels to button form. If you need more space in the application
window, you can drag the edge of the dock to the right until only the icon is displayed.
To display or hide a docked panel, click its name or its icon.

You can display panels that are not already visible in the dock by choosing them from
the Window menu. They appear as floating panels. For example, to display the Text
Wrap panel, choose Window, Text Wrap. If a panel is already displayed, then choosing
it from the Window menu will hide it.

To dock a floating panel, drag its tab (where the panel name is displayed) to the left or
right edge of the application window. Similarly, to convert a docked panel to a floating
panel, drag its tab away from its panel group. You can arrange panels into groups by
dragging them to existing groups or by dragging them to another panel to create a new
group. You can create multiple panel docks by dragging window tabs to either the left or
right edge of an existing dock.
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You cannot put the Tools panel or the Control panel into docked groups, but you can
convert them to floating panels and dock them individually. You can dock the Control
panel at the top or bottom of the application window, and you can dock the Tools panel
on the left or right edges of the application window.

Floating panel

Collapse to
button

B et

SPgmmstped (B, B @
+STROKE | SWATCHE GRADIENT v=] |

weight: [£] opt v o & & =
mﬁﬂ:@x Jnn[ﬂ
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Wrap Options:
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= —

Icons

Panel menu
button

— Panel group

% OBJECT STYLES
[Basic Graphics Frame]

[Nane] B
[Basic Graphics Frame] ]
[Basic Text Frame] &3]
Mugshaot

Orange background

‘Contents box

% PARAGRAPH STYLES
Body Test no indent

Recips steps
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Exhibit 1-2: Various panel configurations
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Workspaces

As you work on various projects, you might find that you’re opening and closing
various panels and arranging them in different configurations. InDesign’s workspace
settings display panels appropriate for different tasks, and you can configure and save
your own custom workspaces.
To create and save a custom workspace:
1 Arrange the panels as desired.
2 From the Workspace Switcher menu, choose New Workspace.
3 In the New Workspace dialog box, in the Name box, enter a name for the
workspace.
Under Capture, check the desired options.
5 Click OK.

6 To open the workspace you’ve saved, choose its name from the Workspace
Switcher menu.

You can always reset any workspace to the default configuration. For example, you
might open the Advanced workspace and rearrange some of the panels. To reset the
panels to their defaults, choose Reset Advanced from the Workspace Switcher menu.
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A-1:
The files for this activity are in Student

Here’s how

Starting InDesign and customizing the workspace

Data folder Unit 1\Topic A.

Here’s why

1 Click Start and choose
All Programs,
Adobe InDesign CS5

Check Don’t show again

Close the Welcome screen

Observe the application window

3 Choose File, Open...

4 Navigate to the current topic
folder

Select the file Outlander Sample

Click Open

Click Update Links

Above the Control panel, click as
shown

Choose Preview
Display the Screen Mode flyout
menu and choose Normal

Click the Workspace Switcher
button and choose New in CS5

To open the application window. The Welcome
screen appears.

(In the lower-left corner of the Welcome
screen.) To see this screen in the future, choose
Help, Welcome Screen.

The Control panel, the Tools panel, and panel
icons in the panel dock are visible.

To open the Open a File dialog box.

In the current unit folder.

A warning box might appear, stating that links
in the file need to be updated. This occurs
because Windows gives files new “created” or
“modified” dates when files are copied from one
computer to another, and InDesign treats the
files as if they have been modified.

i~
Callout+ + Mormal
| Hyphenate Preview
Eleed
[
Slug
Presentation

To display the Screen Mode flyout menu.

To show the document in Preview mode. You
see the document as it will look when printed.

To return to Normal view.

To change the set of panels displayed in the
dock.
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11

In the panel dock, click the Pages
icon

Drag the Pages panel tab away
from the panel group, as shown

Choose Window, Text Wrap

From the Workspace Switcher
menu, choose New
Workspace...

Getting started 1-7

|+ PaceEs | LnES |

[Mane]

A-Cover 1

B Pages in 5 Spreads [,
- S

T

To show the Pages panel.

|
B

Sl

To make it a floating panel.
To open the Text Wrap panel.

To open the New Workspace dialog box.

Edit the Name box to read My workspace

Under Capture, verify that
Panel Locations is checked,
and click OK

From the Workspace Switcher
menu, choose New in CS5

From the Workspace Switcher
menu, choose Reset New in
CS5

From the Workspace Switcher
menu, choose Advanced

To save the workspace. The name of the custom
workspace appears on the Workspace Switcher
button.

InDesign automatically saved the changes you
made in this default workspace. You’ll reset the
default locations of the panels.

To return to the defaults for this workspace.

To use the Advanced workspace.
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Elements of an InDesign document

An InDesign document can contain up to 9,999 pages. Most documents you work with,
of course, will contain far fewer pages than that.

When you open a document, you’ll see the document window, as shown in Exhibit 1-3.
It contains the document you’re working with, as well as a pasteboard area. Ruler
guides at the top and left of the document window help you arrange elements on the
page. The status bar shows the current page number and the Live Preflight status.

Column guides ~ Margin guide Ruler guide

/

m
B

EES AN BN BRSNS T

| Gt Loyou! Type Obgect Table Veew Window Help

ple.indd @ 105%

Bla——W:

5 - ADVANCED = | [ 10 ow Sl
v - O A ME KW Tt Gk Frava] v o
v . e B R 1 - s O N

“| (g pases

- LAVIRS

Cr—

= sTROKE
B swarcHes

O caansent

 Spices of t

ach maath, we I Baghlight
—a Two o thaee spices. We'll
‘mchade backgrownd wfor
mation ca esch spice, aboag with
practical tips for taing these spices
ko yomr vem cocking.
Ry Lowwers

Fe v

&1 osscrsmes

Al PARAGRAPH STYLES

A owenciin st

S oy : p -
merwpt | b e e

b rglipderd Rataris ok, also known s siveed | mes, and them fted ot i the end of
o tipn. bay and beurel, is » kitchen staple vockumy. Dried herbs can be sbsi

haved widely to fixvor meass, soups
t:-\ v, and vegetsble dub
The elliptical beaves are green)
rn‘_-dmﬂypu\lbll—l
inches in

very batter Famely  pnge. ¥ Oid, dried
Pﬂ)whdﬁmuﬂmﬂi‘nb leaves vend 1o Jove thewr Bavor so be
fvor in a dish, Instead, bay leaves are pure 1o replenish your suppty ofben.
bypncally e wath ofler spsces fof | Al known an "soble lusel” and
teing flavons togethes, give depth] rweet bay” the by tree cam grom)
i 244 rickmess o mamy rypes of | o 8 height of 30 foet = o nasve
ooking. You cam add them %o fish  Medtemanean. envircament. Whea

ments, vegemsbles, soups, fresh, bay leaves have n slighthy bis{
jiens, masinades, and samces, even] | fer taste; bowever, as they dry, they
Fustards. The key oo geming thel swesten and bave a soug aroma)
st cast of by lewvres 13 0 alwayd | Our bay beaves ae shipped whole.
e oo spgly. A hatle pom 3 et the highlgreen, boitle beied
Jong way! e cesdy for me in & mmber

fretpes.
for By leaves is in the chassic berty | The varicus uses of bay lea are

pombsmatice Booqoet Gami, with Euﬂyw et bt w1 it feml
parsley and (e, Trastsomally| that you Tl find especially weloome
| Hiese fesh berb aem tied sopetbs | AR
it w b H @leee ) - OB 4 " "
Page Live Document page Pasteboard
box Preflight

Exhibit 1-3: An InDesign document window

The following table describes some of the elements of the document window.

Element

Description

Rulers

Column guides

Margin guides

The document window contains horizontal and vertical rulers, which you can use to
position items. As you move items in a document, the rulers indicate the item’s
position. By default, both rulers use picas, but you can set them to other units of
measure.

These guides (indicated by violet lines) show where columns are located on a page.
These guides (indicated by magenta lines inside the page boundaries) show where

margins are located on a page. By default, margin guides are visible on every page of
a document. Margin guides and other types of InDesign guides don’t print.
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Element Description

Ruler guides These are guides you add to make it easier to position items. Ruler guides can be

horizontal or vertical, and they do not print. There are two types of ruler guides: page
guides, which appear on a single page, and spread guides, which appear across all
pages of a spread as well as on the pasteboard.

Live Preflight By checking the Live Preflight status, you can immediately see whether your

document contains any errors that would cause a problem in the production stage.

Pasteboard This is the blank area that surrounds document pages. You can store text and

graphics on the pasteboard until you are ready to use them. Items on the pasteboard
do not print, but they are saved with the document. Each page or spread has its own
pasteboard.

Document page  This is where you create the layout for your publication. Items inside the page

boundaries (indicated by black lines) will print when you print the publication.

Navigation

Before you can work in a document, you need to know how to move between pages and
zoom in and out. You’ll often need to alternate between zooming in closely to see
details and zooming out to see how elements look in an entire spread.

Moving between pages in a document

There are several ways to move between pages in a document:

Double-click a page thumbnail in the Pages panel. The highlighted page icon
indicates which page you’re viewing.

In the status bar, enter a page number in the page box and press Enter. This
method is useful if you have a document with many pages.

In the status bar, select a page from the page list (to the right of the page box).

Hold Spacebar to temporarily select the Hand tool, and then drag in the
document window. While using the Hand tool, you can access the Zoom tool—
hold Ctrl+Spacebar to zoom in, and hold Ctrl+Alt+Spacebar to zoom out. (Note,
however, that pressing shortcut keys when the insertion point is in a text frame
will insert text.) You can also press H to switch to the Hand tool.

Press Page Down or Page Up to scroll through the document. You can also press
Alt+Page Down or Alt+Page Up to move to the next or previous spread. Press
Shift+Page Down or Shift+Page Up to move to the next or previous page.

Choose an option from the Layout menu. You can choose First Page, Previous
Page, Next Page, Last Page, Next Spread, Previous Spread, Go To Page, Go
Back, or Go Forward.
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Zooming

You can zoom in and out to work with page items more easily. There are different
methods of zooming. The most appropriate method to use depends on what you are
trying to see.

e Press Ctrl+= or Ctrl+- to zoom in or out. If an object is selected, InDesign will
center on that object while zooming. Otherwise, zooming will center on the
current page or spread.

e Press Ctrl+1 to view a page at actual size. The “actual size” of your document
displayed on the screen depends on several factors but usually doesn’t result in
displaying your document at actual size.

e Press Ctrl+2 to view a page at 200%.
e Press Ctrl+0 to fit the entire page in the document window.
e Press Alt+Ctrl+0 to fit the entire spread in the document window.

o Press Ctrl+Spacebar or Ctrl+Alt+Spacebar to temporarily access the Zoom tool
and zoom in or out.

e Using the Zoom tool, drag in the document window to zoom in on a portion of a
page. This method is useful for zooming in on small items.

e Using the Zoom tool, click in the document window to zoom in incrementally on
a section of a page. You can also press Alt and click to zoom out.

e From the Zoom Level menu, choose a zoom percentage. You can also enter a
percentage in the Zoom level box.

Another method of zooming, called power zoom, involves using the Hand tool. With the
Hand tool selected, point to an area of the document and press and hold the mouse
button. After a few seconds, InDesign zooms to show the entire pasteboard in the
document window, as shown in Exhibit 1-4. While holding the mouse button, drag to
move to different areas of the document. Press Up Arrow or Down Arrow to reduce or
increase the focus area, indicated by a red border. When you’ve moved the border to the
desired area, release the mouse button to zoom. If you haven’t adjusted the focus area,
InDesign zooms to the previous zoom level; otherwise, it zooms to fill the focus area
you’ve specified.
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Exhibit 1-4: Using power zoom to navigate in a document

Multiple document windows

You can have multiple documents open at once. Each new document you open appears
on a new tab, as shown in Exhibit 1-1. When you have more than one document open,
you can select different views to see them all at once. To do so, click the Arrange
Documents button, shown in Exhibit 1-5, and choose an option from the menu. (The
buttons shown in Exhibit 1-5 are located to the right of the menu bar.)

These views are referred to as N-up views, where N is the number of windows arranged
in the view option. You can choose Float All in Windows from the Arrange Documents
menu to show each document in its own separate document window. In addition, you
can drag the documents’ tabs to arrange them in the application window.

Zoom View Screen Arrange
Level Options  Mode  Documents

! e L '
wee v | B v M~ [HE~

Exhibit 1-5: Options for viewing document windows
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Do it! A-2: Navigating a document

Here’s how

Here’s why

1 Click Pages

Observe the Pages panel

2 In the Pages panel, double-click
the Page 2 thumbnail

&5 LAYERS
By LINKS

(In the top panel group.) To activate the Pages
panel. You can click the word “Pages” or click
its icon to activate the panel.

o PAGES | LAVERS| LINKS | =
A

[MNone]

A-Cover 1 -

23 -
& Pagesin 5 Spreads 51, [l e

There are eight pages in the document. You can
scroll down in the Pages panel to see thumbnails
of all eight pages.

o PAGES | LAvERs| unks | we | =
[Mone] -

A-Cover 1

i |

s
2" C_3-col” applied| ™
:E n

EPagesin 5 Spreads 41, [l

To move to the second page. This is a facing-
pages document, so both pages 2 and 3 are
visible, although the view is centered on page 2.
The tooltip shows the name of the master page
applied to this page.
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3 In the status bar, observe the page

box

On the right side of the page box,
click the down-facing arrow

From the page list, select 4

From the page list, select 1

Point anywhere on the page and

hold

Drag up

Drag until you can see the top of
the second spread

Point to the bottom of the first
page, hold ((CTRL ) + (_SPACEBAR ),
and click twice

Press +@

Press +
Fit the page in the window

Click the Arrange Documents
button

Choose New Window

Navigate to page 8

Getting started  1-13

The page box shows that you are viewing page 2
in the document.

To display the list of pages in the document.

mwmml‘wm-—-

A-Cover 1

B-2-cal

C-3-col

D-Cowver 4

1 =
To go to page 4.

To return to the first page.

To temporarily select the Hand tool. The pointer
changes to a hand icon.

As you drag, the document moves, and a
different portion of the layout is visible.

To zoom in on the bottom of the page.

To zoom to Fit Page in Window. The selected
page fits in the document window.

To zoom to Actual Size.
Press Ctrl+0.

(In the group of buttons to the right of the menu
bar.) To display a menu.

To open a new window for the current
document.
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9

10

11

Choose File, Open...

In the current topic folder, select
Outlander address

Click Open

Navigate to page 2 and press

@) + (@)

Click the tab for the Outlander
Sample.indd:2 window

From the Arrange Documents
menu, choose |[lg]

Choose File, Close

Close the second window

You’ll open another document.

To open the document in a new tab.

To activate this window.

(3-Up.) To arrange the windows. This is a good
way to view different parts of a document at the
same time or to compare different documents.

To close the third window.

Choose File, Close.
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The Tools, Control, and Info panels

The tools and basic options for adding and modifying text and graphics are located in
the Tools panel and the Control panel. The Info panel offers additional detail about
objects in a document,

The Tools panel

The Tools panel is, by default, docked to the left of the application window. To see the
name of a tool, point to it to display a tooltip. Some tools have a small black triangle in
the bottom-right corner. If you hold down the mouse button on these tools, they expand
to show similar tools. For example, if you expand the Rectangle Frame tool, you can
also select the Ellipse Frame tool or the Polygon Frame tool. The following table
describes the tools in the Tools panel.

Tool Description
k‘ Use the Selection tool to select, move, and resize
frames.
[:f Use the Direct Selection tool to select the contents of

a frame or to work with editable objects such as paths
or frame corners.

Use the Page tool to select a page and then change the
page size. This tool lets you create multiple page sizes
within a document.

§

Use the Gap tool to adjust the size of a gap between
two or more objects.

I

n T Type Toxl - Use the Type tool to enter and edit text.

A Type on 2 Path Tool  Shift+T Use the Type on a Path tool to flow text along a path
b or shape.

d=

Use the Line tool to draw straight lines.

= Q Pen Tool P Use the Pen, Add Anchor Point, Delete Anchor Point,
. and Convert Direction Point tools to draw and edit
}!} Add Anchor Point Tool = curved or straight lines and to adjust the shape of
()" Delete Anchor Point Tool .| frames.
[ Convert Direction Point Tool Shift+C

.%y Pengl Tool N Use the Pencil, Smooth, and Erase tools to draw and
edit freeform paths, as if you were drawing by hand
,j!-"l'} Smcoth Tool on paper.

_.r/” Erasa Tool

m [ Rectangle Frame Tool F Use the Rectangle Frame, Ellipse Frame, and Polygon
) Frame tools to draw graphics frames of different
) Eliipse Frame Tool shapes.

¥ o (xRN [orsE [/

&8 Pohygon Frame Tool
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Description

() Ellipse Tool
D Pohygon Tool

m [ Rectangle Tool M

L

™ Rotate Tool
Ccale Tool
[Z# Shear Tool

m N} Free Transform Tool E

N @ B W wewqE X ex]d|E

#Aa
-
b=

y Measuwre Tool

] f Eyedropper Tool 1

K

€
S

Use the Rectangle, Ellipse, and Polygon tools to draw
shapes.

Use the Scissors tool to cut lines or text paths into two
or more parts.

Use the Free Transform tool to rotate, scale, and shear
graphics or text.

Use the Rotate tool to rotate items.

Use the Scale tool to scale graphics or text.

Use the Shear tool to shear graphics or text.

Use the Gradient Swatch tool to apply or edit gradient
fills.

Use the Gradient Feather tool to fade the applied
gradient fill to transparent.

Use the Note tool to add nonprinting editorial notes to
a document.

Use the Eyedropper tool to sample color settings from
an object in an InDesign document, including
imported graphics.

Use the Measure tool to calculate the distance
between two points in the document window.

Use the Hand tool to scroll through the document.

Use the Zoom tool to zoom in and out.

At the bottom of the Tools panel are buttons for applying color formatting to an object’s
stroke and fill. There is also a button for changing the document view—hold the mouse
button and select Normal, Preview, Bleed, or Slug view.
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The Control panel

You can view properties for selected items and apply formatting by using the Control
panel. When you select the Type tool, the Control panel displays character and
paragraph formatting properties. When you select a graphic, shape, or frame, the
Control panel displays the properties of that item, as shown in Exhibit 1-6. To change
properties for a selected item, type values in the appropriate boxes and then press Enter.
For some properties, you can also adjust values incrementally by clicking the small
arrows next to the text boxes.

The Reference Point indicator is located on the left side of the Control panel. When
you’re adjusting the size or position of objects, clicking a reference point tells InDesign
to size or position the object relative to a fixed point on the object.

¥ (=133p2 Wi (={ 29p8 100%

= HElE - &
E‘EY::%W H: |2 44p0 m:m{m v_7

2
4

Al [4]le

L[| B - @QpABEHEHw mEz [|=B8=H § |-
F o ] | . | wn o | R - HEw= B == -
Exhibit 1-6: The Control panel displaying the properties of a selected item
The following table describes some of the properties and actions available in the
Control panel when a graphic, shape, or frame is selected.
Property Description
X The horizontal position (X-coordinate) of a graphic, shape, or frame on a page.
Y The vertical position (Y-coordinate) of a graphic, shape, or frame on a page.
w The width of a graphic, shape, or frame.
H The height of a graphic, shape, or frame.
|§E % v | Scales a graphic, shape, or frame horizontally.
||T| “ o - | Scales a graphic, shape, or frame vertically.
|_ S - | The angle of rotation for a graphic, shape, or frame.

| N - | The angle of shear for a graphic, shape, or frame.

Rotates a graphic, shape, or frame counterclockwise by 90 degrees.

Rotates a graphic, shape, or frame clockwise by 90 degrees.
=

% Flips a graphic, shape, or frame horizontally.
z‘-l Flips a graphic, shape, or frame vertically.
r P 1 Shows the flipped state of a graphic, shape, or frame.
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Property Description
£ 4k Selects the container, content, previous object, or next object.
LY
o ghk
= oo - Sets the weight and style of a border around a graphic, shape, or frame.
I -
0 Sets the effects, transparency, and opacity of a graphic, shape, or frame.
O] 100% b
Sets the text wrap options for a graphic, shape, or frame.

The Info panel

As with the Control panel, the information displayed in the Info panel depends on what
you have selected in a document. When you select an object with either the Selection or
Direct Selection tool, for example, the Info panel displays information about the object.
This information includes the object’s width and height, and if you move the object,
shows the distance and angle at which you have moved it. In addition, the Info panel
displays the X and Y coordinates of the pointer. (The Control panel, in contrast,
displays the X and Y coordinates of a selected object’s reference point. If no object is
selected, however, the Control panel displays the X and Y coordinates of the pointer.)

If you place the insertion point in a story, the Info panel tells you the number of
characters, words, lines, and paragraphs in the story. The Info panel also provides
information on colors applied to an object and about graphics placed in the document.



Getting started ~ 1-19

Do it! A-3: Examining basic panels
Here’s how Here’s why
1 Go to page 5 In the Pages panel, double-click the Page 5
thumbnail.
2 In the Tools panel, point to the @
indicated tool &
3 |Selectiu:un Tool (W, Escapej|

The name of the tool appears as a tooltip. The
tooltip also indicates the shortcut keys you can
press to select the tool.

3 Click|T To select the Type tool.
Observe the Control panel Times New Roman > Tl e -
q Regular v R (e

Because no text is selected, it displays the
default character formatting properties.

Click within the heading Trabuchet MS T
Spicy Buzzard Wings 9N | e - ot mem -

(At the top of page 5.) The Control panel now
displays the formatting of the selected text.

i e T )
4 Choose Window, Info emro | —
X 10p0.023 WidSpl
+ ¥:2p2.543 [F H:2pre21
D: ra
Characters: 19
‘Words: 3
Lines: 1
Paragraphs: 1

To open the Info panel. It displays the location
of the insertion point on the page; the
dimensions of the text frame; and the number of
characters, words, lines, and paragraphs in the

story.
5 In the Tools panel, click (B s & Pentool p
and hold # /‘ *E}*' #dd Anchor Paint Tool =
3, ¢} Delete Anchor Point Tool
[, [» Convert Direction Point Tool Shift+C

(The Pen tool.) To display the additional tools
for drawing curved segments: Add Anchor
Point, Delete Anchor Point, and Convert
Direction Point.
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6 Click Y

Click the plate-of-food graphic

Observe the Control panel

Observe the Info panel

7 Click the Info panel tab, as shown

8 Choose File, Close

If prompted to save the document,
click No

The Selection tool.

At the bottom of page 5.

X =] s4pD

43p3.671

-
>

O

CHOHO &

-

T

W

= 33p5.433

H: 1epE. 125

The X and Y location boxes display the
coordinates of the top-left corner of the graphics

frame. (Note the Reference
W and H boxes display the
the graphics frame.

$INFO |

Point indicator.) The
width and height of

%:110p4.8
+ Ti5Zpe
D

W:33p5.433
I} Hil6p8.129

Type: Photoshop
Actuzl ppi: 266
Effective ppi: 368
Color Space: RGE
ICC Profile: sRGE IECE1966-2.1

The X and Y values indicate the pointer’s

position in the layout. The

W and H values

display the width and height of the selected
graphics frame. In addition, there is information

about the graphic.

[—

=

W:33p5.433
H: 16p8.129

(At the top-right of the Info panel.) To close the

Info panel.

To close the document.
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Preferences and defaults

You can customize InDesign to suit your working preferences. For example, you can
change the color of guides or modify the appearance of the Tools panel. You change
preferences by choosing an option from the Edit, Preferences submenu to open the
Preferences dialog box, shown in Exhibit 1-7. The left column in the dialog box
contains category options.

r I —— )
Preferences
= Generd
Interface
Type Page Numbering
Advanced Type View: Section Mumbering -
Compasition

Units & Increments
Font Downloading and Embedding

Grids

Guides B Pasteboard Always subset fonts with glyph counts greater than: | 2000
Dictionary

SEN Object Editing

Autooomect

Notes Prevent Selection of Locked Objects

VEssEETTS When Scaling:

Story Editor Display

Displey Performance ) Apply to Content

Appearance of Black @ Adjust Scaling Percentage

File Handling

Clipboard Handling [ Reset All Warning Dialogs |

[ 0K ] | Cancel |

\ -

Exhibit 1-7: The Preferences dialog box

Application and document preferences

When no document is open, changes made in preference settings will apply to all
documents. These preferences will then apply to any document you open. Preferences
that apply to the application, rather than to a specific document, include the following:
General, Interface, Spelling, Autocorrect, Notes, Story Editor Display, Display
Performance, Appearance of Black, and Clipboard Handling.

When a document is open, however, some changes in preferences apply to only that
document. For example, if you change the color of ruler guides with a document open,
other existing documents and any new documents will continue to use the default color.
Preferences that apply to any open document (when a document is open) include the
following: Composition, Units & Increments, and Grids.

Other preference categories include a mix of settings that can apply either to the
application or to an open document.
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To change preferences, choose Edit, Preferences and then choose a category, such as
General or Type. (Once the Preferences dialog box is open, you can select any of the
categories to set those preferences.) Each category has its own options that appear on
the right side of the dialog box. The following table describes some commonly used

preferences.

Category Option Description

General When Scaling By default, InDesign displays an object’s scale
percentage in the Control panel as 100%, even after
you’ve scaled it. Select Adjust Scaling Percentage to
show the percentage an object has been scaled relative to
its original size in the layout.

Type Drag and Drop  Check Enable in Layout View to cut, copy, and paste text

Text Editing in a story by dragging with the mouse rather than by

using menu or keyboard commands.

Composition Highlight Select options to highlight elements of the document you
might want to change, such as widows and orphans.

Units & Ruler Units Change the horizontal and vertical ruler units, and set the

Increments origin (that is, 0, 0) of the rulers.

Autocorrect Enable Check this option to automatically correct commonly

Autocorrect misspelled words as you type them.

Display Options Specify the default view of graphics placed in a

Performance document. The default setting is Typical. The Fast setting
draws graphics as gray shapes, which is useful for
scrolling through graphics-heavy documents. The High
Quality setting is good for adjusting detail but might
affect performance.

Display Adjust View Select individual quality settings for raster images, vector

Performance Settings graphics, and transparencies. Anti-aliasing makes type

Global and document defaults

and bitmap images easier to see by smoothing the edges.
The Greek Type Below setting makes type at a specific
size appear as a gray bar, increasing performance.

As with Preferences, changes made in any settings while a document is open apply to
that document only. On the other hand, changes made in document settings when no
document is open are global—they apply to all new documents but don’t affect existing
documents. For example, if you create a new swatch while a document is open, it is
available in that document only. If you create a new swatch when no document is open,
it is available in all new documents, but not in any existing documents.
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B-1: Setting preferences
The files for this activity are in Student Data folder Unit 1\Topic B.

Here’s how
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Here’s why

1

Display the Open dialog box
Navigate to the current topic
folder and double-click
Outlander Sample

Click Update Links

Choose Edit, Preferences,
General...

Under When Scaling, select
Adjust Scaling Percentage

In the category list, select Type
Under Drag and Drop Text
Editing, check Enable in
Layout View

In the category list, select
Units & Increments

In the category list, select
Display Performance

Click OK
Choose File, Close

If prompted to save the document,
click No

To open the document.

To open the Preferences dialog box with the
General options displayed.

This setting keeps the scale value set to the
percentage you scale an object. The default,
Apply to Content, resets an object’s scale value
in the Control panel to 100% after you’ve scaled
it.

To display the Type preferences.

With this option, you can drag and drop text in
the layout, similar to the way you’d do that in a
word processor.

The default unit of measurement is picas. This
unit is commonly used in publishing, but you
can specify a different unit of measure.

If you have a slow computer or are working with
documents that have many objects, especially
large photos, you can change these settings for
better performance.

To close the dialog box.

To close the document.



1-24  InDesign CS5: Basic, ACE Edition

Topic C:

Explanation

InDesign Help

When you are working with InDesign, you might need help with its features and tools.
You can find information by using the Adobe Community Help Web site. To do so,
press F1 or choose Help, InDesign Help.

Adobe Community Help

When you choose InDesign Help from the Help menu, the Adobe Community Help site
opens in Adobe AIR. The window is divided into two panes, as shown in Exhibit 1-8.
The right pane contains a toolbar with a link on it. Click that link to get access to the
complete Adobe Community Help content in a Web browser.

Adobe Community Help contains the latest in online product documentation, articles,
tutorials, videos, and moderated questions and answers in the Adobe AIR environment.
(AIR, or Adobe Integrated Runtime, is a cross-platform runtime environment designed
for developing Internet-based applications.) When AIR is not connected to the Internet,
a local version of Help is available.

Searching Help

Once Adobe Community Help is open, you can access content in either pane. In the left
pane, use the Search box to find help on a particular item. Type the desired text in the
Search box and press Enter. The system searches not only the titles of help topics, but
also their contents. The results are displayed in the left pane and include all topics that
include at least one occurrence of the word you typed. Click the desired result in the left
pane, and the corresponding content will appear in the right pane for you to read.

Help Topics

When Adobe Community Help is first opened, you’ll find a list of help topics in the
right pane. Click the plus sign to the left of a topic to expand it. Click each topic title to
display help for that topic. Use the buttons on the toolbar to return to the Home page, go
back, go forward, and refresh the content.
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L

-
n Adobe Community Help

File Edit View Account

- Search

| contral panel

@ -]

[] Adobe reference only

» Search Options

Results for: control panel + InDesign

Adobe InDesign CS5 * Control panel overview

The Control panelWindow Control offers quick
access to options commands and other panels
related to the current page item or objects you select
By default ...

help.adobe.com/en_US/indesign/cs/using/WS5a2B5fff53d...

Exploring the InDesign C54 Workspace > Work Area
Basics

Sep 23, 2008 ... Application bar {new in InDesign
C54); Tools panel; Control panel, other panels,
menus; Document window; Pasteboard and pages ...
www.adobepress.com/articles/article.asp?p=1247262

Adobe InDesign CS5 * Workspace overview
Illustrator Adobe InCopy” Adobe InDesign”
Photoshop FireworksTo hide or show all panels
including the Tools panel and Control panel press
Tab ...

help.adobe.com/en_US/indesign/cs/using/W53021052C..

CreativeTechs Tips: Duplicate objects in InDesign’s
Control panel.

Sep 9, 2007 ... In InDesign, you can also hold down
the Option key when making some Control panel
adjustment to make a duplicate of your selected
itern

www.creativetechs.com/fiq/duplicate_objects_in_indesig...

Adobe InDesign C55 * Kerning and tracking

When you click to place the insertion point between
two letters InDesign displays kerning values in the
Character panel and the Control panel Metrics and ...
help.adobe.com/en_US/indesign/cs/using/W5a2B5fff53d...

Creative Mentor » Blog Archive » InDesign Control
Panel

Sep 11, 2009 ... It can save you a lot of time if the
control panel is set up to give you ... An Adobe
Certified Instructor/Expert in InDesign, Photoshop
and ...

creativementor.com.au/customizing-the-control-panel

Adobe InDesign C55 * F ker menu ¢

Type Character or Control panel in Character
dalilind i H

Contenl Evnoort L in Dacohiclor

Adobe InDesign CS5

Adobe reference

Using InDesign CS5

Creative Suite 5

Using InDesign CS5

- What's new

Lol L

Ll bl L e e e e e L L

L

- Workspace

" Layout

- Working with documents
- Text

- Styles

- Combining text and objects
- Typography

* Tables

- Long document features
" Drawing

- Graphics

- Frames and objects

- Transparency effects

" Color

- Trapping color

- PDF

~ Interactive documents

Popular resources

Support
Getting Started and Tutod
Forums

CS Live

[H|

Exhibit 1-8: Searching help topics in Adobe Community Help
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Do it! C-1: Using Help
Here’s how Here’s why
1 Choose Help, To open Adobe Community Help in the Adobe
InDesign Help... AIR environment.
2 IIl the SeaI‘Ch bOX, enter n Adobe Community HE|p g
control panel File Edit View Account
* Search
Press
|c:ontr0| panel |m v|
I b Search Options [] Adobe reference only

Near the top-left corner of the window.

3 Observe the list of search results

Results for:control pane! + InDesign

Adobe InDesign C55 * Control panel overview

The Control panelWindow Control offers quick
access to options commands and other panels
related to the current page item or objects you select
By default ...

help.adobe.com/en_US/indesign/cs/using/\W5a285fff53d...

Exploring the InDesign C54 Workspace > Work Area
Basics

Sep 23, 2008 ... Application bar (new in InDesign
C54); Tools panel; Control panel, other panels,
menus; Document window; Pasteboard and pages ...
www.adobepress.com/articles/article.asp?p=1247262

Adobe InDesign CS5 * Workspace overview
Illustrator Adobe InCopy” Adobe InDesign
Photoshop FireworksTo hide or show all panels
including the Tools panel and Control panel press
Tab

help.adobe.com/en_US/indesign/cs/using/W53021052C...

CreativeTechs Tips: Duplicate objects in InDesign's
Control panel.

Sep 9, 2007 ... In InDesign, you can also hold down
the Option key when making some Control panel
adjustment to make a duplicate of your selected
item. ...

www.creativetechs.com/fig/duplicate_objects_in_indesig...

The results preceded by “Adobe InDesign CS5
*> are links to help topics. Other links might
take you to other content areas.

4 Click Adobe InDesign CS5 *  To view information about the Control panel in
Control panel overview InDesign Help.

In the right pane, read the article Scroll down to see all the content.

5 Close Adobe Community Help To return to InDesign.
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Unit summary: Getting started

Topic A In this topic, you explored the InDesign environment and learned how to navigate a
document by scrolling and zooming. You also learned about panels and workspaces.

Topic B In this topic, you learned how to set preferences, global and document defaults, and
object attributes.

Topic C In this topic, you learned how to access Adobe Community Help.

Independent practice activity

In this activity, you’ll open an InDesign document, navigate among pages, and use
InDesign Help.

The files for this activity are in Student Data folder Unit 1\Unit summary.

1

2
3
4
5
6

|

10
11

Open Outlander sample. Update the links if necessary.
Navigate to each page in the document.

Navigate to page 5.

Change the magnification to 200%.

View the spice images at the top of the page.

Click one of the images to select it, and observe the selected graphic frame’s width
and height values.

Close the document without saving changes.

Open Adobe Community Help.

Search for help on panels.

Click an item in the list of results to display its corresponding information.

Close Adobe Community Help.
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Review questions

1 How can you display a panel to see its contents?

A In the collapsed panel dock, click the panel’s name.
B From the Window menu, choose the desired panel’s name.

C At the top of the panel dock, click the Expand Panels icon, and then click the
desired panel’s tab.

D All of the above.

Which panels display the W and H values of a selected object? [Choose all that
apply.]

A The Object Styles panel

B The Control panel

C The Info panel

D The Pages panel

Which keys can you press to temporarily access the Zoom tool?

A Ctrl+Shift

B Ctrl+Alt

C Ctrl+Shift+Alt

D Ctrl+Spacebar

Which panel displays the X and Y coordinates of a selected object? [Choose all that
apply.]

A The Control panel

B The Info panel

C The Pages panel

D The Layers panel

You have one document open, and you open another document. It will appear in
which of the following, by default?

A A floating window in front of the current document window
B A new panel

C A floating window behind the current document window

D A window tab

You want to find information about how to use InDesign’s new options for viewing
document windows. How can you do this from within InDesign?

A Choose Help, InDesign Help, and then perform a search in Adobe Community
Help.

B Choose Window, Adobe Community Help to open the help system.
C Choose Window, Info to open the Info panel.

D You can’t. You should use an Internet search engine.



Unit 2
Basic documents

Unit time: 60 minutes
Complete this unit, and you’ll know how to:

A Create a document preset and create a
document.

B Create text in InDesign and place a text
file.

C Place graphics, and place pages from other
InDesign documents.

D Create, apply, load, and save color
swatches.
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Topic A: New documents

This topic covers the following ACE exam objectives for InDesign CS5.

# Objective

1.1 Create a new document with settings appropriate for print or onscreen display.

1.2 Adjust the size and position of one or more pages in a document with the Page tool.

Creating documents

Explanation In InDesign, you can create single-page publications, such as flyers advertising a sale,
or multi-page publications, such as newsletters advertising your company’s newly
released products. By default, a new InDesign document contains a single-page layout.
You can create a multi-page layout by adding pages to the document.

To create a print document:

1 Choose File, New, Document to open the New Document dialog box (shown in

Exhibit 2-1).

From the Intent list, select Print.

3 Specify the number of pages and whether the document will contain facing

pages.

4 Select an option from the Page Size list, or enter a custom size in the Width and
Height boxes. Select either a Portrait or Landscape orientation.

5 Ifnecessary, set the number of columns, the width of the gutter between
columns, and the margin settings.

6 Click OK.

Document Preset: [Customn]

Mumber of Pages: |8
Start Page #: |1
Page Size:
Width:
Height:

Columns

Number:

Margins

Top:

Bottom:

Intent: Print

Letter

B
-
B
-

51p0
66p0

Facing Pages
[] Master Text Frame

-

Orientation: 2

Inside:

B
Dutside:

Exhibit 2-1: The New Document dialog box

Mare Options
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To create a document for the Web, open the New Document dialog box. From the Intent
list, select Web. Set the other desired options and click OK.

The following table describes components of the New Document dialog box.

Item

Description

Facing
Pages

Master Text
Frame

Page Size

Columns

Margins

Select this option if your publication contains left- and right-facing pages—or spreads—
as in a book, newspaper, or magazine spread. When you select this option, you can specify
the inside margin—along the publication’s spine—and the outside margin—along the
outside edges of the left and right pages.

Check this box if you want InDesign to automatically insert a text frame the size of the
area defined by the page margins.

Specify the page size, which will depend on the type of publication you are creating. For
example, a flyer or newsletter is likely to be Letter, while a newspaper is likely to be
Tabloid. The Page Size list lets you choose from standard page sizes, such as Letter,
Legal, Tabloid, US Business Card, or Compact Disc. You can also select one of the Web
sizes, which range from 600 x 300 to 1280 x 800.

To create pages with a custom size, enter the desired height and width in the Height and
Width boxes.

You can have multiple columns of text on a single page, as in a newspaper or magazine.
Use the Number box under Columns to specify the number of columns on each page.
Specify the gutter width, or spacing between columns, in the Gutter box. By default, each
page has one column.

To specify page margins, enter values in the Top, Bottom, Inside, and Outside boxes. If
you clear Facing Pages, then Inside and Outside become Left and Right.

Document presets

You might need to create several documents that have similar dimensions or layout
guides. Or you might find that you are creating different kinds of documents—such as
flyers, newsletters, and magazine ads—that have similar dimensions or layout properties
customized for your particular needs. Rather than specifying settings in the New
Document dialog box each time you create a document, you can save document presets
that include these custom settings.

To create a document preset, follow these steps:

1 Choose File, Document Presets, Define to open the Document Presets dialog

box.

Click New.

3 Inthe New Document Preset dialog box, select the settings you want to use for
the preset, as you would when creating a document.

4 Click More Options if you want to specify Bleed and Slug settings. A bleed is
any item that extends off the edge of the page to ensure that no white gaps
appear between the item and the edge of the paper. The slug is the area that
contains printing and customized color bar information or instructions regarding
other aspects of the document.

5 In the Document Preset box, enter a name for the preset.
Click OK.
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After you have created a document preset, you can use it to create a document by
choosing File, Document Presets and choosing the preset from the submenu. You can
also select a preset from the Document Preset list in the New Document dialog box.

Measurement systems

InDesign uses picas as the default unit of measure. The traditional measurement system
used for typesetting is picas and points, and many designers and typesetters still use this
measurement system. Moreover, font size is measured in points, so it’s generally more
convenient if all units of measure in the document match.

To change the unit of measure, choose Edit, Preferences, Units & Increments to open
the Preferences dialog box with the Units & Increments settings active. Select a unit of
measure from the Horizontal and Vertical lists, and click OK.

If you’re new to the picas and points measurement system, the following conversions
may be helpful:

e 72 points = 1 inch
e 12 points =1 pica
e 06 picas =1 inch

The following table describes the notation used in InDesign to denote values using the
picas and points measurement system.

Example Value Description

3p7 3 picas, 7 points  The value before the “p” represents picas, and the value after the “p”
represents points. (There are 12 points in 1 pica, so for example,
3p12 is equivalent to 4p0.)

Op3 or 3 pt 3 points You can designate a value in points by entering a value after the

[T9%L}

letter “p” or before “pt.”

Inserting pages

You can insert pages in a document as necessary. One way to do this is to choose
Layout, Pages, Add Page. No dialog box opens, but a single page is added after the
current page. To insert more than one page at a time, use the Insert Pages dialog box,
shown in Exhibit 2-2:
1 Open the Insert Pages dialog box.
e Choose Layout, Pages, Insert Pages.
e Activate the Pages panel and choose Insert Pages from the panel menu.
In the Pages box, enter the number of pages you want to insert.

3 From the Insert list, select After Page, Before Page, At Start of Document, or At
End of Document. If you select After Page or Before Page, specify the page after
or before which you want to insert the new pages.

4 Specify which master page (if any) to apply to the new pages. Master pages act
as templates within a document.

If you just want to add multiple pages to the end of the document, you can also choose
File, Document Setup and enter a value in the Number of Pages box. InDesign will add
blank pages to the end of the document.
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P 1

Insert Pages

Pages: |1
Insert: After Page v 52
Master: A-Master -

L ’

Exhibit 2-2: The Insert Pages dialog box

Inserting pages from within the Pages panel

You can also insert pages from within the Pages panel. To do this, drag the page icon or
master-page icon to a location among the existing page or spread icons, as shown in
Exhibit 2-3. If the document contains facing pages, this method will create new spreads.

Master page
thumbnails Page thumbnail

+ PAGES DAAYERS Lnks|  op | =
[Mon=] |:| .

[ —— Master page section

A-Master

[
~

-
A

& A

m

— Spread thumbnails

23

IPsgesin2 Spread: (5, @] @

Exhibit 2-3: Adding pages by using the Pages panel
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The Page tool

InDesign’s new Page tool enables you to create multiple page sizes in the same
document. The Page tool is easy to use: select the tool, point to a page, and click. When
you select a page, the Control panel displays the Page tool controls, as shown in Exhibit
2-4.

¥: (= 0pD Wi | S1pD Enzble Leyout Adjustment Chjects Move with Pags
{H] v - & - da 'y o
o E = - @@

Show Master Page Qrverlay

Exhibit 2-4: The Page tool controls in the Control panel

You can use the Width and Height boxes to create a custom page size or use the drop-
down list to select a standard page size, such as Letter, Legal, Tabloid, or A4. To the
right of the drop-down list are two buttons, Portrait and Landscape, that you can use to
change the page orientation.

On the right side of the Control panel, there are three check boxes:

¢ Enable Layout Adjustment — Check this box before you change the page size,
margins, or columns. Then when you make those changes, the layout elements
(text and graphics frames) are automatically adjusted to fit the new layout.

o Show Master Page Overlay — Check this box to display a shaded box over the
selected page. Once the master page overlay is displayed, you can move it to
another location on the page.

e Objects Move with Page — Check this box to make objects on the page move
when you change the selected page’s X and Y values.

Saving a document

To save a document, choose File, Save As to open the Save As dialog box. Navigate to
the location where you want to save the file, enter a file name for the document, and
click Save. To update a document you’ve already saved, choose File, Save.
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Do it! A-1: Creating a new document

Here’s how

Here’s why

1 Choose File, New,
Document...

2 Edit the Number of Pages box to
read 8

3 Under Columns, edit the Number
box to read 2

4 Observe the Margins section

Click the :ﬂ button

Under Margins, edit the Top box
to read 6

Press

Type 6 and press

5 Click Save Preset

Edit the Save Preset As box to
read My preset

Click OK
6 Click OK
7 Expand the Pages panel

Observe the panel’s contents

To open the New Document dialog box. You
will create an eight-page document.

To create column guides in the document.

Margins
Top: |5 3p0 Inside: | 3p0
Bottom: = |3p0 Outside: *|3p0

(At the bottom of the dialog box.) By default,
the margins are set to 3p0 (which is the same as
0.5") for all sides. You want the top and bottom
margins to be set to 6p0 (1").

The button changes to an unlink icon so you can
change an individual margin without changing
all of the margins.

Margins
Top: | g
Bottom: = |3p0

To move to the next box—in this case, the
Bottom box—and select its contents.

Margins
Top: (Z|6p0
Bottom: = |6p0

To open the Save Preset dialog box.

To close the dialog box. The preset now appears
in the Document Preset list.

To close the dialog box and create the
document.

(If necessary.) In the docked panels on the right
side of the window, click Pages.

The document contains eight pages in five
spreads. The first and last pages are each single-
page spreads, and the first page is selected.
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8 Select i

Observe the mouse pointer

9 Point to the page and click

10 Observe the Control panel

Click )

Display the page-size list and
select Letter — Half

11 Observe the Pages panel

12 Click

Display the page-size list and
select Letter

13 Click [N

Click in the pasteboard
14 Choose File, Save As

Navigate to the current
topic folder

Edit the File Name box to read
My newsletter

Click Save

To select the Page tool.

[x

It has changed shape to include a page icon.
To select page 1.

It contains the controls associated with the Page
tool.

(The Landscape button in the Control panel.) To
change the page orientation from Portrait to
Landscape.

LettEr

Legzl

Tabkid

Letter - Half

Legzl - Half h‘

To change the page size for the selected page.
The other pages in the document are still Letter
size with a Landscape orientation.

Page 1 is resized and has a Landscape page
orientation.

(The Portrait button in the Control panel.) To
return the page orientation to Portrait.

To change the page size.

The Selection tool.

To deselect the page.

To open the Save As dialog box.

File name: My newsletter]

Save as type: InDesign CS5 document

To save the document.
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Text frames

This topic covers the following ACE exam objective for InDesign CSS5.

# Objective

2.5  Manipulate text flow by using text threading, smart text reflow, resizing, and text wrap.

Using text frames

In InDesign, you place and arrange text in a document by using text frames. To work
with text, you can create a space for it by creating a text frame with the Type tool. You
can also place text documents created in another application and have InDesign create
the text frame automatically.

Text frames let you place text exactly where you want it on a page, so you might want
to use separate text frames for different text elements. For example, if you have more
than one article on a page (as in a magazine or newspaper), you can place each article in
its own text frame. This will allow you to position each article where you want it and to
size each text frame independently.

With the Type tool selected, drag the pointer anywhere in your document to create a text
frame. After you’ve created a text frame, you can use the Selection tool to adjust its size
and position to fit the layout.

To add text to a text frame, you can type the text, copy and paste text into the text frame
(for example, from another InDesign document or another application), or place text
from an external file. A red plus sign appears at the bottom of a text frame if the frame
is too small to display all the text it contains. You can resize the text frame by using the
Selection tool to drag its corner and side handles; you can also double-click the side,
top, or bottom handles of a text frame to resize it automatically to fit the contents of the
frame.

If you want to edit the contents of a text frame, either use the Type tool to place the
insertion point or double-click a text frame with the Selection tool.

Selecting text

There are several ways to select text for editing or formatting. Using the Type tool, you
can:

e Click twice on a word to select that word.
e C(lick three times anywhere on a line to select that line of text.
e Click four times anywhere in a paragraph to select that paragraph.

e Click five times anywhere in a text frame to select all text in a story (text
contained in a series of threaded frames).

Any text formatting you choose will be applied to the selected text.
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Applying character formatting

You have many options for formatting text. You can view and modify character
formatting, as shown in Exhibit 2-5, by clicking the Character Formatting Controls
button in the left section of the Control panel. The Control panel menu contains
additional character formatting options. In addition, you can use the Swatches and Color
panels to apply color to selected text.

Font Type Font
family style size Leading Tracking Kerning
| f I
Minion Pro v T 2ot |» [TT T T | dy & Mewis| »
9 | Regular v fhff 4apd » [Tt T, T | BW 3 0 -

Exhibit 2-5: Character formatting options in the Control panel

The following table lists some character formatting attributes you can change.

Item Description

Font family =~ Choose from fonts installed on your computer.

Type style Use type styles such as italic to add emphasis to the text. Bold might be useful for headlines
or subheadings.

Font size Typically, 10- or 12-point type is easy to read and is used for body text. Headlines might be
any size, but 24- to 60-point type will get a reader’s attention. You can use different type
sizes to draw attention to specific document elements.

Leading Measured in points, this is the vertical space allocated to each line of text in a paragraph.
(This is not the same as spacing between paragraphs.) The default is auto. For 12-point
type, auto is equivalent to 14.4-point leading, or 1.2 times the font size.

Kerning Kerning is the horizontal space between a specific set of characters. The default is 0.
Kerning is measured relative to particular fonts, which means that changing fonts will
change the kerning proportionally.

Tracking Use tracking to tighten or loosen a block of text. Adjusting tracking will not affect any
kerning you have applied.

When you display the Font Family list, you see a preview of the selected typeface. To
the right of the font name, the text “Sample” has the font family applied to it so that you
can see what the font will look like before applying it to your text.

Specifying leading

Leading is the measurement of space between the baseline of one line of text and the
baseline of the next line. The baseline is the horizontal position on which a line of type
sits. Some lowercase letters—g, j, p, q, and y—descend below the baseline.

By default, InDesign uses auto leading, which creates a leading value of 120% of the
largest type size on a line. Therefore, if the largest type size on a line is 10 points, the
leading would be 12 points (120% of 10 points).
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Auto leading can sometimes produce unintended results. For example, if you have more
than one type size in a block of text, different lines will have different leading values.

To avoid this problem, you can set a fixed leading amount. Moreover, specifying higher
leading values often makes text easier to read and adds visual interest. Observe Exhibit
2-6, which shows body text using the default auto leading, compared to the same text
with a higher fixed leading value.

Bay Leaves

ay leaves come in many van-
B eties. The popular Amencan

variety, laurus nobilis, also
knowm a5 sweet bay and laurel, iz a
krtcher staple vsed widely o favor
mEats, s0Ups. shews, Favies, and vag-
etable dishes. The elliptical leaves are
gresn. glossy, and gensrally grow o
about 3 inches m length.

Bay Leaves

ay laavas come o mamy va-
nietes. The popular Amen-
Cam vamety, laums nobilis,

alzo known as sweet bay and Laurel, is
a kitchen staple used widaly to fla-
VOT MeAts, SoUps, S1EWs, ETavies, and
vepefable dishes. The elliptcal leaves
are gresn, glossy, and penerally grow
1o about 3 inches in length

Exhibit 2-6.: A paragraph using the Auto leading setting (left), and set to fixed 18-point
leading (right)

To set a fixed leading amount:
1 Select the text.
2 In the Control panel, in the Leading box, type the leading value (in points).
3 Press Enter.

You can change the leading value in single increments by clicking the up arrow or down
arrow to the left of the Leading box, or you can select a value from the drop-down list.
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Do it! B-1: Creating text in a document
The files for this activity are in Student Data folder Unit 2\Topic B.

Here’s how

Here’s why

1 Open Newsletter2

Choose File, Save As

Edit the File name box to read
My Newsletter2

Click Save

2 Go to page 5

3 Choose View, Extras

Observe the options

4 Select the Type tool

From the current topic folder.

You’ll save this document with a different
name.

To save the publication in the current topic
folder.

In the Pages panel, double-click the Page 5
thumbnail.

To display the Extras submenu.

Hide Frame Edges Ctrl+H
Show Text Threads Alt+Ctrl+Y

Show Assigned Frames

Hide Hyperlinks
Hide Motes

Hide Content Grabber

Hide Live Corners

If “Hide Frame Edges” appears in the menu,
then objects’ frame edges are set to be visible,
giving you visual clues about the placement of
objects. If frame edges are hidden, the Extras
submenu displays “Show Frame Edges” instead.

You’ll create frames and add content to them.

(In the Tools panel.) You’ll create a large
heading near the top of the page.



5 Point near the top and left margin
guides, and then drag down and to
the right as shown

Observe the text frame

6 Press o

7 Type Spicy Buzzard Wings

8 Choose Edit, Select All

Observe the Character Formatting
Controls in the Control panel

9 From the Font Family list, select
Trebuchet MS

From the Type Style list,
select Bold

From the Font Size list,
select 36 pt

Basic documents 213

To create a text frame. Using the smart cursor
information to guide you, draw a text box that is
about 10p wide and 5p high. Next, you’ll add
some text.

The text frame displays a blinking
insertion point.

To view the document at 200% magnification.
Because InDesign zooms centered on the
insertion point, you might need to scroll the
document to see the whole text frame.

Spicy Buzzard Wi 1'1g:4

You’ll make the headline bigger and apply a
different font.

Spicy Buzzard Wingg

To select all the text you typed.

A Minicn Pro - A 12p -
T

q Regular - 4 (44ap -

The default font family is Minion Pro.

Trebuchet MS ~ TH #m  ~

q Bold > fE mm -
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10 Observe the text frame -
Spicy

11 Using the Selection tool, drag the

te
le

12 Point to the middle-right handle of

the text frame, as shown y

The text might no longer fit in the text frame. If
that’s the case, the small red plus sign in the
bottom-right corner of a text frame indicates that
there is more text than is visible in the frame. To
see the overset text, you’ll make the text frame
larger.

L]
xt frame to snap it to the top and S p] Cy
3

ft margin guides

If necessary.

The pointer changes to a double-sided arrow.

Drag to align the frame with the
right page margin

Spicy Buzzard Wings

13 D

ouble-click the bottom handle of = To automatically change the frame’s height to fit

the text frame the contents.

Spicy Buzzard Wings

14 Choose File, Save To update the document.
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Placing text

Although you can enter text directly into documents, you will also probably place text
that has been written and edited in another application, such as Microsoft Word. You
can place text into an existing text frame, but if you place text without adding it to a text
frame, InDesign will automatically create a text frame.

To place text in an existing text frame:

1 Click the Type tool.

2 Click inside a text frame to place the insertion point.

3 Choose File, Place and navigate to the file you want to place. Select the file.

4 Click Open.
To place text independently of any existing text frames, first make sure nothing on the
page is selected. Then choose File, Place and select the file you want to place. When

you click Open, the pointer will turn into a loaded-text icon. Click or drag to create a
new text frame containing the text.
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B-2: Placing text
The files for this activity are in Student Data folder Unit 2\Topic B.

Here’s how

Here’s why

1 Press +()

2 Click the Type tool

Drag from the left margin guide to
the first column guide, as shown

Choose File, Place...

Navigate to the current topic
folder

Select Ingredients.docx and
click Open

Using the Selection tool, double-
click the bottom handle of the text

frame

Choose Edit, Deselect All

Choose File, Place...

In the current topic folder,
double-click Directions.docx

To view the entire page.

You’ll import some text from a Microsoft Word
document.

Spicy Buzzard Wings

Below the headline, draw a text box that is 22p
wide by 16p high.

To open the Place dialog box.

If necessary.

To place the Microsoft Word document.

To resize the frame to fit the text.

To deselect all page elements. You will place
more text, but not in a text frame you have
already created.

To load the text file into the pointer.



6 Observe the pointer

Click in the column to the right of
the ingredients text

Resize the bottom of the text
frame to fit the text

7 Update and close the document

Basic documents ~ 2-17
It indicates that text is loaded and available to
place.
To place the text in a new text frame. The text
frame automatically fills the width of the

column.

Double-click the bottom handle of the text
frame.

(Choose File, Save.) To save the changes.
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Topic C: Graphics frames

Explanation

This topic covers the following ACE exam objectives for InDesign CS5.

# Objective
4.1 Given a scenario, determine the best settings for choosing and placing an image.
4.4  Hide or show layers in placed PSD, Al, INDD, and PDF files, and discuss how image transparency
is handled.
Graphics

Graphics can enhance the look of a document and convey information. Varying the
sizes of your graphics can help readers discern which items in a document are most
important and can enhance the flow and readability of your document.

Placing graphics is similar to placing text. You can place a graphic in a frame you have
already drawn, or you can have InDesign automatically create a frame when you place
the graphic. To place a graphic in an existing frame:

1
2

Using the Selection tool, click the frame in which you want to place the graphic.

Choose File, Place and navigate to the file you want to import. Select the file.
(By default, Replace Selected Item is selected.)

Click Open. The graphic appears in the frame (unless the option to Replace
Selected Item in the Place dialog box was cleared).

If the graphic is larger than the frame, you can resize the frame. You can also
reposition the graphic within the frame.

If necessary, use the Selection tool to drag the frame to the desired location on
the page. If you press Shift as you drag, the graphics frame moves only
vertically or only horizontally (depending on how you drag).

To place a graphic independently of any existing page elements, first make sure nothing
on the page is selected. Choose File, Place, and double-click the graphic file to load it
into the pointer. Click a blank area of your layout to place the full-size image, or drag to
create a frame at the desired size—the graphic will fill the frame at the size you draw it.
Alternatively, you can place a graphic file that’s loaded into the pointer by clicking an
empty frame in the layout.
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Moving a graphic within a frame

Once you have placed a graphic, you might need to reposition the image within the
frame. The easiest way to do this is to use the new content grabber feature, as shown in
Exhibit 2-7.

Exhibit 2-7: The new content grabber feature

To use the content grabber on a graphic within a frame:

1 Using the Selection tool, point to the graphics frame. (You don’t have to select
the frame.) The content grabber circle appears in the middle of the frame.

Point to the circle; the mouse pointer changes to the Hand tool.
3 Drag to reposition the image within the frame. When you release the mouse
button, the Selection tool is selected.
To hide the content grabber, choose View, Extras, Hide Content Grabber.
You can also reposition a graphic within a frame by using the Direct Selection tool or
by choosing any of the following commands from the Object, Fitting menu:
¢ Fill Frame Proportionally
¢ Fit Content Proportionally
e Fit Frame to Content
¢ Fit Content to Frame

e Center Content

Placing multiple files

You can place several files in one step. To do so, open the Place dialog box, and select
any combination of text and graphic files by pressing Ctrl and clicking each file you
want to place. To select a continuous range of files, click the first file, and then press
Shift and click the last file in the range you want to select. After you click Open, a
thumbnail image of the first file you selected appears in the pointer, along with the
number of files you’ve selected. You can use the arrow keys to cycle through the loaded
files before you click to place them. You can then click to place each file one at a time,
or you can press Esc to “unload” the loaded files.
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Changing the stacking order

As you add graphics and text, the frames might overlap each other. By default, each
new frame you create is positioned at the top of the stacking order. This means that new
items will overlap existing ones. However, you might want an item that is in front of
another item to appear behind it.

To change the stacking order, select an item, choose Object, Arrange, and choose the
command you want: Bring to Front, Bring Forward, Send Backward, or Send to Back.
The Bring Forward and Send Backward commands move items forward or backward
one position in the stacking order. The Bring to Front and Send to Back commands
move items to the front of or behind all other items.

Graphics formats

You can place many types of graphics. For documents intended for print, TIFF or PSD
(Photoshop) images are likely to give you the best results and the most flexibility with
photographs, while EPS images are usually best for vector illustrations. Graphics
formats used on the Web, such as JPEG and GIF, generally aren’t suitable for
commercial printing.

C-1: Placing graphics
The files for this activity are in Student Data folder Unit 2\Topic C.

Here’s how Here’s why
1 Open Newsletter3 From the current topic folder.
Choose File, Save As You’ll rename the document.

Edit the File name box to read
My Newsletter3

Click Save To save the document in the current topic folder.

2 1In the Tools panel, click (The Rectangle Frame tool.) This tool is
grouped with two others—the Ellipse Frame and
Polygon Frame tools. If you don’t see the
Rectangle Frame tool, click and hold whichever
of these tools is available and then select the
Rectangle Frame tool.

3 Drag to create a rectangle frame
near the bottom of the page, as
shown

Create a frame that is 20p by 14p.The graphics
frame contains a large “X,” indicating that it’s a
graphics frame, rather than a text frame or a
shape.
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4 Choose File, Place... To open the Place dialog box.

In the Common folder, navigate to
the Images folder, select

Spicy buzzard wings, and
click Open

(The Common folder is in the Student Data
folder.) The graphic appears in the graphics
frame. Because the graphic is larger than the
frame, only a portion of the graphic is visible.

5 In the Tools panel, click Y The Selection tool.

6 Point to the graphic

The content grabber circle appears in the center
of the frame.

Point to the content grabber

As you point, the mouse pointer changes to the

Hand tool.
Drag to move the image within As you drag, you can see a preview of the entire
the frame, without releasing the graphic. The part that appears in the frame is
mouse button clear, and the parts outside the frame are
opaque.

Drag as shown

To align the bottom-left corner of the graphic
with the bottom-left corner of the frame.
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Using the Selection tool, select the
graphics frame

Choose Object, Fitting,
Fit Frame to Content

Drag the graphic to the bottom-
left corner of the layout

Point to the top-right corner of the
graphic

Hold + and drag
the top-right corner handle of the

graphic

Drag to the left until the image is
approximately 33 picas wide

Click a blank area of the page

Choose File, Place...

Select Cinnamon and click
Open

Point to the pasteboard, to the
right of the document page, and
click

Click a blank area of the
pasteboard

To resize the frame so that it matches the size of
the graphic.

So that it snaps to the left and bottom margin
guides.

The pointer changes to a double-sided arrow.
You’ll resize the graphic.

To resize the frame and the graphic together.
Simply dragging the frame handles would resize
only the frame while leaving the graphic
unchanged. Holding Shift resizes the object
proportionally.

To deselect all page elements. You will place
some more graphics, but not in graphics frames
you have already created.

(In the Images folder, which is located in the
Common folder.) The pointer changes to
indicate that a graphic is loaded and available to
place in the document. A thumbnail of the
graphic appears with the pointer.

flakes, dry
pepper.

icken wings.

To place the graphic on the pasteboard.

To deselect all objects in the layout. If you don’t
deselect the graphic before placing the next one,
then the one you place will replace the selected
one.



13 Choose File, Place...

Select Coriander

Press ( CTRL ) and select Nutmeg

Click Open

14 Press an arrow key

Click a blank area of the
pasteboard

15 Click below the graphic you just
placed

16 Update the document
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You’ll place multiple files at the same time.

(In the Images folder, located in the Common
folder.) You’ll also select Nutmeg. To select two
items that aren’t next to each other in the list,
you’ll press Ctrl as you select the second item.

To select both Coriander and Nutmeg.

The pointer changes to indicate that two
graphics are available to place in the current
document. You can press an arrow key to cycle
through the icons for each graphic that’s loaded.

To see the icon for the other graphic item that’s
loaded. You can use the arrow keys to cycle
through the loaded graphics so you can place
them in the order you want.

To place the first graphic.

To place the second graphic.
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Placing InDesign pages

In addition to placing text files and graphics, you can place entire InDesign pages into
other InDesign documents. The new pages are placed as objects, rather than as editable
InDesign pages.

To place an InDesign page:

1 Choose File, Place and navigate to the InDesign file you want to import. Select
the file.

2 Check Show Import Options.
3 Click Open. The Place InDesign Document dialog box appears.
e On the General tab, select the pages you want to import and select a crop
option.
e On the Layers tab, specify the layers you want to make visible.
4 Click OK.

-

Place InDesign Document (Cutlander address.indd)
General | Layers
Preview
___________________ Pages
P @ Previewed Page
: 5 Al
' RETURN ) Range: |1-2
: ADDRESS oot
' ions
| w/PHONE P
1 Crop to: Page bounding box -
o4 Pob
Total pages: 2
Show Preview ( 0K ] [ Cancel |

" .

Exhibit 2-8: The General tab in the Place InDesign Document dialog box

You can’t modify a placed page object directly, but you can change the original
document, and the placed page object will automatically update to reflect the changes.
This feature is particularly useful for things like letterhead, which might appear in many
different documents but which you could update simply by editing the original linked
document. You can open the original document by selecting the placed page object and
choosing Edit, Edit Original.

If the InDesign file you’ve placed has layers, you can show or hide each layer after
you’ve placed the file. To do so, select the placed file in the layout and choose Object,
Object Layer Options. In the Object Layer Options dialog box, specify which layers you
want to be visible or hidden.
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Import options

When you place an image, graphic, or InDesign document, you can specify options such
as which layers to show. The specific options available depend on what kind of object
you’re placing. For example, Exhibit 2-9 shows the options for placing a Photoshop
image, while Exhibit 2-10 shows the options for placing an InDesign document.

For Photoshop images, you can select which layers to show in the placed image;
similarly, for InDesign documents, you can select which pages to show and which

layers should be visible. Likewise, when placing an Illustrator file, you can select which
artboard to place.

-

Image Import Options (Right banner.psd)

Image | Color | Layers

Show Layers

W Pepper -
B Adding spice to your iife
W Background

Layer Comp:

[¥] Showr Preview

Update Link Options
When Updating Link: Keep Layer Visibiity Overrides -

[ 0K ] [ Cancel ]

"

Exhibit 2-9: The Image Import Options dialog box

-

Place InDesign Document (Outlander address.indd)
General | Layers
Preview
Show Layers
| = E W Lzyer 2 =
: o Address
{ RETURN
: ADDRESS :
:NO PHONE a
Update Link Options
o492 L when Updating Link: Keep Layer Visbilty Overrides
Total pages: 2
Show Preview [ oK | [ Cancel |

Exhibit 2-10: The Layers tab in the Place InDesign Document dialog box
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Do it! C-2: Placing InDesign pages
The files for this activity are in Student Data folder Unit 2\Topic C.

Here’s how Here’s why

1 Go to page 8 You’ll place a page from another InDesign
document.

2 Choose File, Place...
Navigate to the current topic
folder and select Outlander

address

Check Show Import Options

Click Open To open the Place InDesign Document dialog
box.
3 Under Preview, click the right To go to page 2.

arrow button

4 Under General, verify that To specify that you’ll insert the page being
Previewed Page is selected previewed.

5 Click the Layers tab

To the left of Layer 2, click the Show Layers
eye icon [
= Adoress

To hide the graphics layer.

Under Update Link Options, So that the layer will stay hidden in this
verify that Keep Layer document if the link is updated.
Visibility Overrides

is selected

6 Click OK To load the page into the pointer and close the
warning dialog box.

7 Click anywhere on page 8 To place the page as a graphic.

8 Drag the frame handles to crop the

graphic as shown = Outlander “pices

1130 Grant Street
San Francisco, CA94113




9

10

11

12 Update and close My newsletter3

Choose Edit, Edit Original

Update the links

In the Outlander address
document, go to page 2

Edit the address as shown

Update and close Outlander
address

Click the document tab for
My newsletter3

Observe the address
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To open the document containing the original
page. In a new document tab, InDesign opens
the document to the page you placed. You will
change the original document.

If necessary.

If necessary.

= Qutlander

1150 Grant 5treet, Suite 100
San Francisco, CA 94113

Add a comma and “Suite 100” to the street
address.

To see that InDesign has automatically updated
the document based on the original.
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Topic D:

Explanation

Custom colors

This topic covers the following ACE exam objective for InDesign CSS5.

#

Objective

5.1

Explain the use of named swatches versus unnamed colors.

Using the New Color Swatch dialog box

If your organization uses specific colors for a logo or other design elements, you can
specify, apply, and store those colors in your InDesign documents. You can use a set of
custom colors in your organization’s print and online publications to maintain your
organization’s corporate identity, or brand.

You use the New Color Swatch dialog box, shown in Exhibit 2-11, to create a custom

color.
Custom Channel
color name percentages
Mew Color Swatch
Swatch Name: |Qutlander Green
MName with Color Value cancel
Color Type: Process - —Add
Color Mode: CMYK -
Preview
Cyan —r e— 55 %
pane
Magenta —— 0 O
Channel I Yelow m—— 45 o4
sliders |_ Black s — 05

% -

Exhibit 2-11: The New Color Swatch dialog box

To create a custom color:

1

[V, I SN S I O

o)}

In the Swatches panel, from the panel menu, choose New Color Swatch. (The
panel menu button is in the top-right corner of the panel.)

Clear the Name with Color Value box (optional).
In the Swatch Name box, enter a name for the new color.
From the Color Type list, select Process or Spot.

From the Color Mode list, select a color mode. For print, use CMYK. For online
publishing, use RGB.

Enter percentages for the color channels to create the color.
Click OK to add the color to the list in the Swatches panel.
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Using the Color panel

When you change the settings of a color swatch, the new settings are automatically
applied to each object to which you’ve applied that color. However, you might want to
change the color of only one object without affecting the settings of the original color
swatch. You can use the Color panel to make these kinds of adjustments by applying
unnamed colors.

To change an object’s color by using the Color panel, follow these steps:

1 Select the object whose color you want to adjust. If a color has been applied to
the object in InDesign, that color will appear in the Color panel. If the object’s
color was applied elsewhere, the Color panel will display the color swatch used
most recently.

Use the tint slider or tint ramp in the Color panel to adjust the color’s tint.

3 Use the panel menu to adjust the inks in Lab, CMYK, or RGB mode. (Note that
after you’ve selected one of these, tint options are no longer available in the
Color panel.) Then adjust the appropriate sliders or pick a color in the respective
color spectrum.

4 To save the color as a named swatch, choose Add to Swatches from the panel
menu. The color will appear as a new swatch in the Swatches panel.

Do it! D-1: Creating custom color swatches
The files for this activity are in Student Data folder Unit 2\Topic D.

Here’s how Here’s why

1 Open Newsletter4
Choose File, Save As

Edit the File name box to read
My Newsletter4

Click Save To save the document in the current topic folder.
2 Go to page 5 The page with the Spicy Buzzard Wings recipe.
3 Using the Type tool, select the You’ll format this text with a custom color.

headline Spicy Buzzard

Wings

4 Choose Window, Color, Color  To open the Color panel. You’ll start by creating
an unnamed color, and then you’ll save it as a
named swatch.
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In the top-right corner of the
Color panel, click as shown

From the panel menu,
choose CMYK

Drag the C slider to the right to a
value of 55

Drag the Y slider to the right to a
value of 45

Drag the K slider to the left to a
value of 50

From the Color panel menu,
choose Add to Swatches

Open the Swatches panel and
observe the list of color swatches

From the Swatches panel menu,
choose Swatch Options...

Clear Name with Color
Value

Edit the Swatch Name box to read

Outlander Green
Click OK

Update the document

[ wix] | |
Hide Options
. ([T] |9
Lab
FO, K=100 CMYK
RGB

E Add to Swatches
i 1

To display the panel menu.

(If necessary.) To change the color model you’ll
use to define the color. CMYK is used for print
publishing, while RGB is used for the Web and
other onscreen viewing.

The default color is black, defined as 100%
black (K) and 0% of the other three color
channels. You’ll adjust the color channels to
produce a custom green color.

To adjust the amount of cyan in the color.
To adjust the amount of yellow in the color.
B

afm

T ey —— |45 el

C e S5 el
M — gl

K syroe— S gl

To adjust the amount of black in the color.

To save the new color as a swatch.

(In the panel dock on the right side of the screen,
click Swatches.) The color you created appears

at the bottom of the list.

To open the Swatch Options dialog box.

To rename the swatch and close the dialog box.
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Loading and saving swatches

You can load swatches from documents created with Illustrator or Photoshop. You can
also load swatches from other InDesign documents. In addition, you can save selected
swatches in the Adobe Swatch Exchange (ASE) format and then load them with
lustrator or Photoshop.

To save swatches in the ASE format in InDesign, activate the Swatches panel and select
the swatches you want to save. From the panel menu, choose Save Swatches. Specify a
name and location for the ASE file, and click Save.

To load swatches that were saved in the ASE format, choose Load Swatches from the
Swatches panel menu. Navigate to and select the ASE file you want, and click Open.
All of the swatches will be loaded.

To import only selected swatches from another document, choose New Color Swatch
from the Swatches panel menu. From the Color Mode list, select Other Library.
Navigate to and select the desired document, and click Open. The swatches in that
document will appear in the list under Color Mode. Select one or more swatches to
import, and click Add to add them to the Swatches panel.

Using the Color Picker

Another way to select a custom color is to use the Color Picker. You can use the Color
Picker to apply a color to the selected object or to add a custom swatch to the Swatches
panel. However, the Color Picker isn’t available from the Swatches panel. Instead, you
can use either the Color panel or the Tools panel.

To select a color by using the Color Picker:

1 Double-click the Fill or Stroke box in either the Tools panel or the Color panel
to open the Color Picker, shown in Exhibit 2-12.

2 The crosshair shows the selected color; drag in the Color Space View box to
change that color. You can also enter values in the RGB, Lab, or CMYK boxes;
to do so, you can type numbers in the boxes, drag the triangles in the color
slider, or click in the color slider to adjust the color space along a spectrum.

3 When you have the color you want, click OK to apply it to any selected item, or
click Add CMYK Swatch, Add RGB Swatch, or Add Lab Swatch (depending on
the color model you’re using) to add the color to the Swatches panel.



2-32  InDesign CS5: Basic, ACE Edition

-
Color Picker

RGB Color Space View

[ oK

J
[ Cancel |
]

[ Add CMYK Swatch

35

45
50

S el et e
& & & F

"

Exhibit 2-12: The Color Picker

Do it! D-2: Loading and saving swatches
The files for this activity are in Student Data folder Unit 2\Topic D.

Here’s how

Here’s why

1 From the Swatches panel menu,
choose Load Swatches...

Select Green swatches and
click Open

2 Observe the Swatches panel

3 At the bottom of the Tools panel,
double-click the Fill icon

To open the Open a File dialog box.

You’ll add some green color swatches that were
created in another InDesign document and saved
as an ASE file.

To add the swatches in the file to the Swatches
panel.

[ B Cutlander Green
[ R=0G=219B=13
[ =55 a=-62 b=k2
C=8E M=18 ¥=9E K=5

When you opened the ASE file, three colors
were added to the bottom of the Swatches
panel—an RGB color, a Lab color, and a
CMYK color.

Next, you'll use the Color Picker to choose a
new color and save it as a swatch.

&
D

To open the Color Picker.
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Click anywhere in the green area
of the RGB Color Space View
box

Click Add CMYK Swatch
Click OK

In the Swatches panel, verify that
the color you created is selected

Press and click the color

Outlander Green

From the Swatches panel menu,
choose Save Swatches...

Edit the File name box to read
My green swatches

In the Save as type list, verify that
Adobe Swatch Exchange
is selected

Navigate to the current topic
folder and click Save

Close the Swatches panel
Close the Color panel

Update and close the document

Basic documents 2-33

To select a new green color.

To add the color to the Swatches panel.
To close the Color Picker.

The swatch is named with the CMYK values of
the color you picked.

You’ll create an ASE file that includes the color
you just created.

To select the bottom five colors in the Swatches
panel—the three you loaded plus the two you
created.

To open the Save As dialog box.

You’ll save the five color swatches so that other
people can load them into their Adobe CS5
applications.

To save the set of swatches as an ASE file.
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Unit summary: Basic documents

Topic A In this topic, you learned how to create a document and how to create a document
preset.
Topic B In this topic, you learned how to create text in InDesign and how to place text from

another file. You also learned how to apply basic character formatting.

Topic C In this topic, you learned how to place graphics in a document, including placing pages
from other InDesign documents as graphics.

Topic D In this topic, you learned about the difference between named color swatches in the
Swatches panel and unnamed colors in the Color panel. You created custom color
swatches, and you loaded and saved custom swatches.

Independent practice activity

In this activity, you’ll create a document, add and format text, and place text. You’ll
also create a custom color, and you’ll place and position graphics.

1 Create a one-page, single-column document. Set the margins as follows: Top
margin, 12p0; Bottom, Left, and Right margins, 3p0.

2 Save the document as My note in the Unit summary folder for this unit.

3 At the top margin guide, create a text frame and type Note from the President.
Format the text as Trebuchet MS, bold italic, 46 point.

4 Resize the text frame so that all the text fits on one line and the frame fits the
contents. Align the text frame with the top, left, and right margin guides, as shown
in Exhibit 2-13. Deselect the text frame.

5 Create a color swatch of your choice. Name the color My outlander color. Apply
the new color to the heading text.

6 Place the President picture, located in the Images folder. (Hint: In the Place dialog
box, clear Show Import Options.)

7 Place the Note document. Adjust the text frame as necessary so that all the text is
visible.

8 Insert the three small spice graphics: Cinnamon, Coriander, and Nutmeg. They are
located in the Images folder.

9 Position and resize the elements as shown in Exhibit 2-13.

10 Update and close the document.
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pices work mazic m the kitchen,
ransformmeg 2 meal from
nndiztinzuished to unforgattable. Small
amounts of these spices can unlock
subtle flavors in food, decrease the need
for salt and please the palate.

Imagine pasta without an oregane and
Indizn curry without pepper or clova.
Besides savory or aromatic qualities,
spices are also valued for their
medicinal qualities. Cardamorm, pepper,
and ginger botled m tea relieve your
sore throat. While they do not really add
numritional value to food, they zdd coler,
Havor, aroma, and interest. Yes, the

romznce of spices will continne forever

Exhibit 2-13: The My note document after Step 9
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Review questions

1 You want to create a document for a magazine layout with left- and right-facing
pages. In the New Document dialog box, which of the following should you do?

A Check Facing Pages.

B Select an option from the Page Size list.
C Select a landscape orientation.

D Enter values in the Bleed and Slug boxes.

2 You find that you’re frequently creating blank documents with the same custom
settings. What is the most efficient way to save and access these settings?

A Create a document preset.
B Copy and paste objects from an existing document.

C Open an existing document, choose File, Save As to save it as a document with a
different name, and delete the unnecessary content.

D Manually enter the settings in the New Document dialog box each time you
create a document.

3 Using the Type tool, you drag in a layout to create a text frame. Before doing
anything else, you choose File, Place to place a text document. When you select the
document and click Open, what happens?

A InDesign creates a new, separate text frame with the placed text.
B InDesign prompts you to choose where you want to place the text.
C InDesign loads the text into the pointer.
D InDesign places the text in the text frame you just created.
4 To create a text frame:
A Double-click the Type tool.
B Double-click the Selection tool.
C Drag the Type tool.
D Drag the Rectangle tool.

5 Using the Rectangle Frame tool, you drag in a layout to create a frame. Before
doing anything else, you choose File, Place to place a graphics file. When you select
the file and click Open, what happens?

A InDesign creates a new, separate frame with the placed graphic.
B InDesign prompts you to choose where you want to place the graphic.
C InDesign loads the graphic into the pointer.

D InDesign places the graphic in the frame you just created.
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6 You’ve created an InDesign document that contains a layout page you’ll need to
update frequently. You want to use this layout in several documents. How can you
do this most efficiently, so that the layout will update in each document when you
edit the original?

A Whenever you edit the document, copy and paste it into other documents as
desired.

B Place the document page in the other documents as you would a graphic.
C Use master pages.
D You can’t place InDesign pages in other documents.

7 You’ve created a custom color swatch. How can you save it for use in an Adobe
[lustrator document?

A Drag the swatch to the Illustrator document.

B Copy and paste the swatch.

C From the Swatches panel menu, choose Duplicate Swatch.
D From the Swatches panel menu, choose Save Swatches.

8 You want to change the color settings for an object to which you’ve previously
applied a named swatch, but you don’t want to change the settings for other objects
that use the same swatch. Which panel should you use to do this most efficiently?

A The Swatches panel

B The Color panel

C The Paragraph Styles panel
D The Info panel
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Unit 3
Guides and master pages

Unit time: 45 minutes
Complete this unit, and you’ll know how to:

A Position elements precisely by using guides
and the Control panel.

B Create master pages and apply them to a
document.
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Topic A:

Explanation

Object positioning

This topic covers the following ACE exam objective for InDesign CSS5.

# Objective

1.11 Describe the use of Smart Guides.

Precise positioning

Some designers use the “eyeball” method to place objects in a layout, arranging them
until they look good to the eye. But you’ll probably find that you can achieve greater
consistency—and ultimately save time—by using ruler guides, smart guides, and the
Control panel to align or position objects precisely.

Ruler guides

To create ruler guides, drag from the horizontal and vertical rulers onto a document
page. If you place a guide on a page, the guide extends only to the edges of the page. If
you place a guide on the pasteboard, the guide extends across the document window. To
align items to a guide, using the Selection tool, drag the item so that it snaps to the
guide. You can also use the arrow keys to nudge items into position.

You can manually place ruler guides in a layout, but the layout might call for many
evenly spaced guides, and adding these manually would be tedious. Instead, you can
have InDesign create them.
To create a set of evenly spaced ruler guides:

1 Choose Layout, Create Guides to open the Create Guides dialog box.

2 Specify the number of rows and/or columns you want in the layout.
3 Specify whether you want a gutter between the rows and/or columns.
4

Under Options, select either Margins or Page to specify the reference point for
the guides.

9]

Check Remove Existing Ruler Guides to clear any guides currently in the layout.
6 Check Preview and verify that the guides are placed correctly.
7 Click OK.

Create Guides

Rows Columns
Murnber: |25 HMumber: ={3 — ancel
Gutter: | Op0 Gutter: _ 1p0 Preview
Options
Fit Guides to: @ Margins
Page
Remove Existing Ruler Guides

Exhibit 3-1: The Create Guides dialog box



Guides and master pages 3-3

Sometimes it helps to preview the page without guides showing. To temporarily hide or
show guides, choose View, Grids & Guides, and choose either Hide Guides or Show
Guides. (This option is also available from the View Options menu.) You can also use
the keyboard shortcut Ctrl+; to hide or show guides, or you can switch to the Preview
screen mode.

Smart guides

Smart guides become immediately obvious whenever you move an object in a layout.
InDesign provides information about the object’s size, location, and alignment with the
page and with other objects in the layout.

When you move an object, for example, a gray box appears next to the mouse pointer;
the box shows X and Y coordinates, indicating the location of the object’s reference
point. (Note that these coordinates are not the location of the mouse pointer—that
information can be found in the Info panel.) Similarly, when you resize an object, the
“smart cursor” shows W and H dimensions for the object. This way, you don’t have to
take your eyes off the layout to watch the Control panel as you’re manipulating objects.

Smart guides also indicate how layout objects are aligned. As you drag objects, guides
appear, indicating when an object’s center or edges are aligned with the center of a
column, the center of the page, or the center or edges of other objects. Furthermore, if
you have more than two objects in a layout, smart guides indicate even spacing between
the objects.

Although useful, smart guides can sometimes get in the way as you’re arranging

objects. If you have many objects in a layout, for example, multiple smart guides might
appear whenever you make an adjustment. One solution to this problem is to zoom in on
the area you’re working with, because smart guides indicate alignment only with objects
currently in view.
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Another solution is to change the preferences for smart guides, shown in Exhibit 3-2. To
do so, choose Edit, Preferences, Guides & Pasteboard. Under Smart Guide Options,
check or clear the desired options. Also, you can turn smart guides off by choosing
View, Grids & Guides, Smart Guides (also available from the View Options menu).

P Y
Preferences
General «  Guides & Pasteboard
Interface
o Color
Advanced Type Margins: [0 Magenta -
‘Compasition
Uniits & Increments Columns: [l Violet -
Grds
Beed: M Festa .
Dictionary .
= Slug: [ Grid Blue -
Autoomrect Preview Background: [ Light Gray -
Notes
Track Changes Smart Guides: [ Grid Green -
Story Editor Display
|| || Display Performance Guide Opftions
Appearance of Black . _
Fie Handling Snap to Zone: 4 | px []Guides in Back
Clipboard Handli
i e Smart Guide Options

[¥] Align to Object Center Srmart Dimensions

[¥] align to Object Edges Smart Spacing

Pasteboard Options

Horizontal Margins: | 51p0 Vertical Margins: |6p0
[ OK ] Cancel |

— A

Exhibit 3-2: Smart Guide options
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Do it! A-1: Aligning elements to guides
The files for this activity are in Student Data folder Unit 3\Topic A.

Here’s how Here’s why

1 Open Guides
Choose File, Save As...

Edit the File name box to read

My guides
Click Save
2 Go to page 5 If necessary.
3 Deselect all page elements (If necessary.) Click a blank area of the page or
pasteboard.
4 Point to the horizontal ruler, click, 2 1
2l losld (At the top of the document window.) The
pointer changes to a two-headed arrow.
Slowly drag down onto page 5 (Don’t release the mouse button.) To create a
guide.
Observe the Y value as you drag (Next to the pointer.) The smart cursor shows

the vertical location of the guide in the layout.

Drag the guide onto the page and
release the mouse button

5 In the Control panel, edit the Y w [ w: [
Location box to read 18 -+ ) :
Yi 18 Hr -
Press To position the ruler guide at 18p0 on the
vertical ruler.
6 Using the Selection tool, position e
the two text frames so that their S brteat v 28 s
top edges align with the ruler e i s o o e
guide tbsp. dry mustard i ands, gy pat papeka mivrs cn chcken

112 tsp. dried thyme leaves
Brush chicke:
Eauce

1R2tsp. salt g with Buzzard's Best Hot Wing

14 tsp. ground red pepper Place chickes

gs in a large baking dish

B oh chen wings (about 16] Bake 30 minutes or until chicken wings are fork-ten-
or

wings on platter Garnish with ralary

7 Update the document
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Using the Control panel

Explanation You can position elements by using specific values. To do this, select an object and
enter values in the X and Y Location boxes in the Control panel, shown in Exhibit 3-3.
By clicking the Reference Point locator in the Control panel, you can position an object
relative to its corners, sides, or center. The X-coordinate positions the text frame or
graphics frame based on a position on the horizontal ruler, and the Y-coordinate
positions the frame based on a position on the vertical ruler. For example, if you want to
place the top-left corner of a selected frame at the 30p0 mark on the horizontal ruler,
select the top-left corner of the Reference Point locator, type 30 in the X Location box,
and press Enter.

X Location
Reference
Point locator Y Location
| L
gég X+ 2| 16pE.372 ‘ W [=(33p0.744
Y+ = 8p2.5%6 H: (= 16p5.752

Exhibit 3-3: The Control panel shows an object’s position

Do it! A-2: Precisely positioning elements by using the Control
panel and smart guides

Here’s how Here’s why

1 Drag the Nutmeg graphic Wings |

approximately as shown

Method ‘

(Previously, you placed this on the pasteboard.)
Align the graphic’s right edge with the right
page margin, and place the graphic between the
recipe name and the instructions.

As you place the graphic, notice the smart
guides indicating even spacing between the
heading above and the text box below the

graphic.
2 In the Control panel, select the %: [=] s5p5
center reference point §E§ v [ 1351.272
If necessary.
Observe the X Location and Y You’ll align the three graphics so that their
Location boxes centers are aligned horizontally and are evenly
spaced.

Edit the Y Location box to read

13 and press



3 Select the Cinnamon graphic

Edit the X Location box to read

85p5 and press

Edit the Y Location box to read

13 and press

4 Select the Coriander graphic

Begin dragging the Coriander
graphic to the left of the
Cinnamon graphic

Drag the graphic until the smart
guides indicate even spacing and
alignment with center points, as
shown

5 Update and close the document

Guides and master pages 3-7

To space the graphic’s center point 10 picas to
the left of the Nutmeg graphic.

To horizontally align the graphic’s center point
with the center point of the Nutmeg graphic.

You’ll align this graphic with the other two
spice graphics and space them evenly by using
smart guides.

To see that smart guides indicate when the
graphic is aligned with the center point and
edges of the Cinnamon graphic.

The smart guides will indicate when the image
is horizontally centered with the other two
graphics and vertically centered in the column
gutter.
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Topic B: Master pages

Explanation

This topic covers the following ACE exam objectives for InDesign CS5.

# Objective

1.3 Given a scenario, work with master pages.
2.1 Insert special characters by using the Type menu, Glyph panel, or context menu.

4.1  Given a scenario, determine the best settings for choosing and placing an image.

Using master pages

Most publications have some features that are common to all pages. For example,
magazines usually have the title of the magazine and a page number on every page. A
master page acts as a template for pages in a document. Any items on a master page
will automatically be added to pages in the document that have the master page applied.

Each new document is created with a default master page titled A-Master, which is in
the master page section of the Pages panel, shown in Exhibit 3-4. This master page
contains the margin and column settings you specified in the New Document dialog box
when you created the document.

To change the guides on the default master page, or to add items to it, double-click the
master-page icon to display the master page in the document window. Then choose
Layout, Margins and Columns to open the Margins and Columns dialog box. You can
then enter values in the Margins or Columns boxes. Column guides divide pages into
vertical sections so that you can create evenly spaced columns of text. The Gutter value
denotes the space between columns.

+ PAGES | LAYERS LNKS|  be =
[Mone] |:|
A Master] D:l—_— Default master page
A A =
23 =
45 a
1
1 Master &=, B @

Exhibit 3-4: A document with a single master page applied to it

Renaming master pages

By default, new master pages are named alphabetically. For example, new master pages
are named B-Master, C-Master, and so on. You might want to give them descriptive
names instead. To rename a master page, choose Master Options for “<master page
name>" from the Pages panel menu and enter a new name in the Master Options dialog
box. The new name must still retain a prefix (up to four characters), but it will also
include the name you specified. For example, you could rename the default master page
as “#12A-Front page.”
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Do it! B-1: Editing the default master page

The files for this activity are in Student Data folder Unit 3\Topic B.

Here’s how Here’s why

1 Open Masters

Save the publication as
My masters

Open the Pages panel

Observe the master page section

Double-click the text A-Master,
as shown

Point to the horizontal ruler, click,
and hold

Begin dragging down onto the left
master page

Press and hold

Drag the guide to 5p0 on the
vertical ruler

Press +(@)
Clear Show Import Options
Navigate to the Images folder

Double-click Left banner

There are two master-page spreads available by
default. However, you cannot modify the None
master. By default, all pages in a document use
the A-Master.

| =

I \r
I

4+ PAGES | LAYERS LINKS |

[Mona]

To display the A-master spread in the document
window. Both the left- and right-page icons
should be highlighted.

To apply the horizontal ruler guide to the entire
spread.

To open the Place dialog box.
If necessary.

In the Common folder.
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6 Click on the layout To place the graphic.

Position the graphic on the left
master page as shown

Position the graphic so that its bottom edge
aligns with the ruler guide you created, and its
left and right edges align with the page margins.
Deselect the graphic
7 Open the Place dialog box
Select Right banner

Check Show Import Options  To open the Image Import Options dialog box.
and click Open

8 Click the Layers tab

Click the eye icon to the left of Show Layers
Pepper Pepper
& ‘Adding spice to your life
B Background
To hide the Pepper layer.

Click OK
9 Click on the layout

Position the graphic on the right
master page as shown

Adding spice to your life

10 From the Pages panel menu, To open the Master Options dialog box.
choose Master Options for
“A-Master”...
Edit the Name box to read 2col
Click OK To close the dialog box.

11 Update the document
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Inserting page numbers

Explanation To insert automatic page numbers, display the desired master page and place the
insertion point in a text frame. Choose Type, Insert Special Character, Markers, and
choose a page number option: Current Page Number, Next Page Number, Previous Page
Number, Section Marker, or Footnote Number. (You can also right-click to insert
special characters by using the shortcut menu.) Insert any text that you want to
accompany the page number, such as the publication name or a section indicator. For
document with facing pages, you will likely add a text frame with one of these special
characters to both the left and right pages of the master spread.

All pages based on the master page will then display the page number. If you add,
delete, or rearrange pages, InDesign renumbers them automatically.

Locking master-page objects

If you want to prevent objects on the master page from being edited or accidentally
deleted in the document, then you can lock them so they can’t be overridden. On the
master mage, first select the objects that you want to lock. Then, from the Pages panel
menu, choose Allow Master Item Overrides on Selection to clear it. (If this option is
checked, the selected object can be overridden in the document.)
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Do it! B-2: Inserting page numbers

Here’s how

Here’s why

1 Create a horizontal ruler guide at
62p0 that spans the entire spread

2 Click the Type tool

On the left page, create a text
frame that is approximately 2p0
high and aligns with the left and
right margin guides

Point to the horizontal ruler, click, and hold.
Press Ctrl and drag the guide to the 62p0 mark
on the vertical ruler.

You’ll include automatic page numbers on each
page of the document except the front and back
pages. First, you’ll create automatic page
numbers for the left pages.

3 Press +

4 Choose Type,
Insert Special Character,

Markers,

Current Page Number

5 In the Control panel, click as

shown

In the Control panel, click

6 Display the entire page in the
document window

(If necessary.) To zoom in on the new
text frame.

s

To insert the current-page-number character,
which appears as the letter A on this master
page, corresponding to the master page’s prefix.

A

(If necessary.) The Paragraph Formatting Tools
button.

(The “Align away from spine” button.) You’ll
duplicate this text frame on the right-side page;
this alignment option will automatically move
the text to the outside margin.

You will now duplicate the character for the
right master page.
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7 Click the Selection tool The text frame is now selected.

Begin dragging the text frame to You’ll copy the frame as you drag it.
the right

Press and hold + Holding Shift constrains the object’s movement,
and holding Alt duplicates the object.

Drag the text frame so it aligns
with the left and right margins on

the right page
8 Observe the page number marker To verify that it is aligned away from the
on the right page document spine.
9 Press + To select all of the objects in the layout. You

want to lock the objects on this page so that they
can’t be overridden.

From the Pages panel menu, To deselect this option.
choose Allow Master Item
Overrides on Selection

10 Update the document
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Creating master pages

For most complex documents, you’ll need more than one master page. You can create
many master pages, each designed to specify layout elements for one or more document
pages. To create a new master page, choose New Master from the Pages panel menu to
open the New Master dialog box. If you have multiple master pages, you can enter a
custom name and prefix for the new master.

Parent and child master pages

You can base a master page on another master page or create a master page from an
existing layout page. For example, if you want certain objects to appear on every page
of a document, you can place them on a master page. However, you might want to have
several master-page layouts in a document, all of which use some common elements.
You can create one master—the parent master—that contains some basic objects, such
as automatic page numbers, a logo, or whatever you’d like to print on each document
page. Then you can create child master pages that have different objects on them.

The child masters contain any objects you place on the parent master, and the child
master pages are updated when you update the parent. However, objects on a child
master page appear only on pages to which the child master is applied. The relationship
might look something like that shown in Exhibit 3-5.

Parent master

Child
master 1

Child
master 2

Exhibit 3-5: A parent master page and child master pages

To base a new master on an existing master:

1 From the Pages panel menu, choose New Master to open the New Master dialog
box.

From the Based on Master list, select a master page to be the parent.
3 Click OK.
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To make an existing master the child of another master:
1 Go to the master page that you want to turn into a child master.

2 From the Pages panel menu, choose Master Options for “<master page name>"
to open the Master Options dialog box.

3 From the Based on Master list, select the master you want to use as the parent.
Click OK.

Loading master pages

To load all master pages from one document into another, choose Load Master Pages
from the Pages panel menu. In the Open a File dialog box, select the document
containing the masters you want to import and click Open. All of the master pages in the
source document are loaded into the active document.

Creating masters based on layouts

Another way to create master pages is to base them on existing layouts. You’ll often
design a layout before you know specifically how you want it to look or what elements
to include. Once you’ve got it the way you want it, you can save it as a master. To do
so, first make sure the spread you want to save is selected. (You can save only whole
spreads as masters.) Then, from the Pages panel menu, choose Save as Master to create
a new master. If the layout was based on an existing master page, then the master you
create from it will be a child of that master.
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Do it! B-3: Creating new master pages
Here’s how Here’s why
1 From the Pages panel menu, To open the New Master dialog box.

choose New Master...
Edit the Name box to read 3-col

From the Based on Master list,
select A-2col

Click OK To create the new master, which appears in the
Pages panel below the A-2-col master.

2 Observe the Pages panel
A-2col

B-3-col

The new master’s icon indicates that it’s a child
of the A master. Therefore, it includes all of the
elements on the A-2-col master you created. The
page number markers have changed to reflect
the new master page’s prefix.

You want this master to have a three-column

layout.
3 Choose Layout, To open the Margins and Columns dialog box.
Margins and Columns...
Set the number of columns to 3,
and verify that the gutter width is
set to 1p0
Click OK To close the dialog box and apply the changes.
Next, you’ll load some master pages from
another document.
4 From the Pages panel menu, To open the Open a File dialog box.

choose Load Master Pages...

Select the Load masters (From the current topic folder.) To load the
document and click Open master pages from the document.
5 Observe the Pages panel
A-2cal
B A
B-3-col
C-Cover 1
D-Cover 4 b

You’ve added two new master spreads, C-Cover
1 and D-Cover 4.



6

7

8

9

10

11

Double-click C-Cover 1

Display the pages 4-5 spread

From the Pages panel menu,
choose Save as Master

In the Pages panel, double-click
the left-page thumbnail of
A-Master

From the Pages panel menu,
choose Delete Master Page

From the Pages panel menu,
choose Master Options for
“A-Master”...

Edit the Prefix box to read R

Edit the Name box to read
Recipe

Observe the Based on Master list
Click OK

Update the document

Guides and master pages  3-17

To display the master page. It includes graphics,
ruler guides, and several frames used as
placeholders.

Next, you’ll create a master based on an existing
spread.

In the Pages panel, click 4-5 under the spread
thumbnail.

To save the spread as a new master, A-Master.

Although you can save only spreads as masters
(rather than individual pages from a spread), you
can delete pages from a master spread.

=

To select the left-facing page of the master you
just created.

You’ll use the prefix “R” to indicate a recipe
spread.

The spread is a child of the A-2-col master.
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Applying master pages

Explanation To apply a master page to a document page, drag the master-page icon from the master

pages section in the Pages panel and place it directly on a page icon in the document

pages section. The page icon will change to show that the master page has been applied,
as shown in Exhibit 3-6.

$PAGES | LAYERS LINKS| »» |-=
~
- N
A
o2 [
C-Cover 1 E_; Apply
a master
D-Cover 4 G
.
| j A
1 =
B A
23
45 2
5 Masters Cale @l G |

Exhibit 3-6.: Applying master pages by using the Pages panel

You can also use the Pages panel menu to specify a range or selection of pages to apply
a master page to. From the Pages panel menu, choose Apply Master to Pages to open

the Apply Master dialog box. Select a master from the Apply Master list, and then enter
the page range or selections (page numbers separated by commas) in the To Pages box.



Do it! B-4: Applying master pages

Here’s how
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Here’s why

1 Goto page 1

2 Fit the entire page in the
document window

Observe the Pages panel

3 Drag the C-Cover 1 icon to the
Page 1 thumbnail, as shown

4 Go to page 2

5 Right-click anywhere in the
Pages panel

Choose
Apply Master to Pages...

6 From the Apply Master list, select
B-3-col

In the To Pages box, enter 2,6

Click OK

7 Observe the bottom of page 2

8 Drag the D-Cover 4 master to the
Page 8 thumbnail

9 Drag the R-Recipe master to the
Page 5 thumbnail

10 Update the document

You want the first page of the document to use
the C-Cover 1 master page.

If necessary.

Page 2 has the A master applied to it.

C-Cover 1
D-Cover 4 G

-

The first page in the document now contains all
of the objects on the master page.

Next, you’ll add the B-3-col master spread to
multiple pages at once.

To display the shortcut menu.

To open the Apply Master dialog box.

Apply Master

Apply Master: B-3-col
To Pages: | 2,6

To apply the master spread to pages 2 and 6.
Pages 2 and 6 now use the B master.

The correct page number appears because you
inserted the Current Page Number marker on the

master.

To apply the master to page 8.
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Modifying master-page items

You can modify master-page items on the master pages. But you might need to modify
the master items on a single document page or spread without changing the look of the
master items on the rest of the pages in your document.

To override all of the master-page items on an individual document page or spread
without changing the master page itself:

1 In the Pages panel, select the page icons for the pages containing the master-
page items you want to modify.

e To select multiple pages that aren’t continuous, click the first page icon to
select it; then press Ctrl and click each additional page icon you want to
select.

e To select multiple continuous pages, click the first page icon you want to
select; then press Shift and click the last page you want to select. The two
pages you clicked and all pages between them will be selected.

e To select a spread, click the page numbers below the page icons for that
spread.

2 From the Pages panel menu, choose Override All Master Page Items.
3 Delete, move, or edit the master-page items.

If you want to reset the selected pages to again display the locked master-page items
with their original appearance, then choose Remove All Local Overrides from the Pages
panel menu. (Choose Remove Selected Local Overrides for only the currently selected
master-page item.)

Of course, you might want to modify only one or two objects from the master page. To
do so, press Ctrl+Shift and click the master-page object you want to override. You can
also override frames that appear on the master page by placing text or graphics into
them. To do so, load the text or graphics into the pointer and click the frame to place the
content.

When you use either of the above techniques to override master-page objects, the
objects retain a link to the master page. You can modify them as you wish, but any
attributes (such as fill, stroke, or size) you don’t modify will update if you adjust them
on the master page. To completely sever the link between an object and its master page,
first override the desired objects or pages. Then, from the Pages panel menu, choose
either Detach Selection from Master or Detach All Objects from Master.
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B-5: Overriding a master-page object on a document page

The files for this activity are in Student Data folder Unit 3\Topic B.

Here’s how

Here’s why

1

10

11

Go to page 1

Using the Selection tool, try to
select any object on the page

Press + and click

the frame in the right column
Press +(0)

Select Bay leaves spice
Clear Show Import Options
Click Open

Observe the graphics frame

Choose Edit, Undo Replace

In the Control panel, check
Auto-Fit

Click in the graphics frame

Observe the graphics frame

Press + and click

in the column to the left of the
graphics placeholder

Place the document Cover
story in the selected text frame

Update and close the document

You want to use the placeholders on the master
page to insert text and graphics.

Because these items are on a master page, you
can’t select them without first overriding them.

To open the Place dialog box.
From the Images folder.

If necessary.

To load the image into the pointer.

The image is placed but it is too large for the
frame.

To reload the mouse pointer.

There is a text frame here that you want to
override.

From the current topic folder.
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Unit summary: Guides and master pages

Topic A In this topic, you learned how to position objects precisely by using guides, the Control
panel, and smart guides.

Topic B In this topic, you worked with master pages. You learned how to create and edit master
pages and add automatic page numbers to them. You also learned how to apply master
pages to document pages and how to override master-page objects.

Independent practice activity

In this activity, you’ll arrange objects in a layout by using guides and the Control panel.
Then you’ll create and apply master pages.

The files for this activity are in Student Data folder Unit 3\Unit summary.
1 Open Guides and masters practice.
2 Save the document as My guides and masters practice.
3 Save the spread as a new master.
4 On the master, align the President photo to the horizontal ruler guide at 17p0.
5

Align the Nutmeg graphic to the 17p0 ruler guide and the right page margin, as
shown in Exhibit 3-7.

6 Using the Control panel, position the Cinnamon graphic so that its center point is
aligned vertically with that of the Nutmeg graphic and is 8 picas below it. (Hint:
The top of the Nutmeg graphic is aligned at 17p0. Select the Cinnamon graphic;
then select its top-center reference point to position it vertically below the Nutmeg
graphic.)

7 Using smart guides, position the Coriander graphic so that its center point is aligned
vertically with that of the Cinnamon graphic and is 8 picas below it. (Hint: Zoom in
on the three spice graphics.)

8 Using smart guides, align the text frame to the 17p0 ruler guide, evenly spaced
between the President and Nutmeg graphics so that the master appears as shown in
Exhibit 3-8.

9 Go to page 1. Press Ctrl+A, and then press Delete to delete everything on the page.
10 Apply the master to page 1.
11 Update and close the document.
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ote from the President

Spices work mazic i the kitchen,
‘wansforming a meal from H
‘mdistinguished to unforzettable. Small |
‘amounts of these spices can unlack
suibtle fiavors in food, decreaze the nesd
for salt and please the palate :
Imapine pasta without an orezano and
Indian curry without pepper or clove.
‘Besidec savory or aromatic qualities,
‘spices are also valued for their .
‘medicinal qualities. Cardamon, pepper,
and ginger boiled in tea ralisve your
sore throat. While they do not veally add'
nutritional value to food, they add color,:
Hlavor, sroma, and interest, Yes, the ¢
romance of spicas will continue forever.:

Exhibit 3-7: The new master page after Step 5

lote from the President

Spices work mage m the kifchen,
transforming a meal from :
‘ndistinguished to unforgettable. Small ¢
‘amounts of these spices canunlock
subile flavors in food, decrease the nesd
‘for salt and please the palate. :
Trmagine pasta without an oregano and
Indian cwry without pepper orclove.
‘Besides savary or aromatic qualities,
‘spices are also valued for their
‘madicinal qualities. Cardamonm, pepper, |
‘and zinger boiled in tea relisve your
sore throat. While they do not really add.
‘mutritional value to food, they 2dd colox,’
flavor, aroma, and interest. Yes, the |
Tomance of spices will contiune forever.:

Exhibit 3-8: The master page after Step 8



3-24

InDesign CS5: Basic, ACE Edition

Review questions

1 How can you add a guide to a document page at a specific horizontal or vertical

position?

A Choose View, Grids & Guides, Show Guides.

B Press Ctrl+semi-colon.

C Drag from the horizontal or vertical ruler.

D Choose Edit, Preferences, Grids & Pasteboard, and check Guides in Back.

For which of the following scenarios would smart guides be helpful? [Choose all
that apply.]

A You want to align the edges of two objects.
B You want to space three objects equal distances from one another.

C You want to observe the X and Y dimensions of an object’s center point as you
drag it.

D You want to create a series of evenly spaced ruler guides.

You want to use different layouts for different pages in a document, so that pages
with similar layouts have guides and objects in common. You also want to be able
to update each layout and have changes apply to similar pages. What is the most
efficient way to accomplish this?

A Copy and paste objects, and adjust individual page settings.

B Create separate documents for each different layout.

C Create a different master page or spread for each different layout.

D Create one master page, and then override master items as necessary.

You have a 10-page document with one master page applied to all 10 pages. The
master page contains common elements, including the company logo. On page 4,
you want to delete only the logo, but you want it to remain on the other nine pages.
After you go to page 4, what is the next step?

A Select the object on the document page.
B Press Ctrl+Shift and click the logo.

C Delete the object from the master page.
D Delete the master page.

True or false? To automatically fit an image to a graphics frame when you place it,
you must check Auto-Size first.

You want to automatically insert the page number on each page of the document so
that if you rearrange pages later, the numbering will still be accurate. You should:

A Create a text frame on each page and enter the page number.
B Insert the Current Page Number special character on each master page.
C Do nothing—InDesign does this automatically.

D Set this option in Preferences.
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Unit 4
Typesetting

Unit time: 90 minutes
Complete this unit, and you’ll know how to:

A Thread text between text frames, add jump
lines, and change the number of columns in
a text frame.

B Use the Paragraph Formatting Controls to
apply paragraph formatting, and use
Find/Change to replace formatting.

C Create and edit paragraph and character
styles.
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Topic A: Text frame threading

Explanation

This topic covers the following ACE exam objectives for InDesign CS5.

#

Objective

2.3

2.4

2.5

Adjust the look of text inside a text frame by using Text Frame Options.

Given a scenario, set a paragraph to span more than one text column or split into multiple sub-

columns.

Manipulate text flow by using text threading, smart text reflow, resizing, and text wrap.

Flowing text between text frames

Multiple-page documents often contain one or more stories that begin in one text frame
and continue into other text frames on the same page or on other pages. You can use

InDesign to control how text flows among text frames.

Threading text frames

When you place text into a text frame, the frame might not be big enough to display all
of the text. When this occurs, a red plus sign appears near the lower-right corner of the
frame, indicating overset text. When text won’t fit in a single text frame, you can flow
the text into additional text frames and then link the original frame to the other frames,

as shown in Exhibit 4-1. This process is called threading text.

Threaded text frames

parsley and thyme. Traditionally,
hese fresh herbs are tied together,
ddad to a dish, allowed to simmer,
nd then lifted out at the end of
ocking, Dried herbs can be sub-

[The various uses of bay leaf are too
many to list, but we’ll list a fawr
that you'll find especially welcome
in your kitchen. But don’t get car-

Adding spice to your life

a7 |away! Bay leaf 1= 3 powarful spice—a half of 3
af iz usually enough to begm with. Usa bay leaf to

Haver the following

marinades

soups
= that use cooked tomatces

pudding: and sauces

Exhibit 4-1: Threaded text frames spanning multiple pages
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To thread text:
1 With the Selection tool, click the first text frame that contains overset text.

2 Thread the text to an existing frame, or create a new text frame.

To thread the text to an existing text frame, click the red plus sign at the
bottom of the first text frame, and then click the text frame into which you
want to thread the text. (The pointer changes to an arrow and two
interlocking links to indicate that these frames will be linked.)

To create a new text frame, click the red plus sign at the bottom of the first
text frame; then either click a blank area of the page or drag to create a new
text frame.

3 Ifyouneed to thread the text into additional text frames, use one of the
following methods:

Manual text flow — Thread the text manually into each additional text
frame, as described in Step 2.

Semi-autoflow — Press Alt while clicking the red plus sign at the bottom
of a text frame, and click or drag to create a new text frame. The pointer
automatically reloads any remaining overset text, so you can thread
additional text frames without clicking the red plus sign each time.

Autoflow — Press Shift and click to automatically add frames and pages
until all available text has flowed into the document. This method is useful
if you have a lot of text in a document, such as a book.

Fixed-page autoflow — Press Shift+Alt and click to flow text into the
existing pages of the document without adding more pages.

4 To see which text frames are threaded, choose View, Show Text Threads, and
click a threaded text frame with the Selection tool. Lines connect the bottom-
right and top-left corners of threaded frames.

Smart Text Reflow

Another option for flowing text as you type is to use Smart Text Reflow. By default,
when you’re typing in a frame linked to a master page and you come to the end of the
frame, InDesign adds a new page at the end of the story. In order for this feature to be
active, though, a text frame must be threaded to at least one other text frame on a
different page. You can specify preferences for Smart Text Reflow by choosing Edit,
Preferences, Type.

Unthreading text frames

After you have threaded text frames across pages, you might need to break the links and
flow the text through other text frames. To unthread text frames:

1

Select one of the threaded text frames to show the lines representing the text
flow. A blue arrowhead appears at either the bottom-right or top-left corner of
the threaded text frame to represent text flowing out of or into the frame.

Double-click the arrowhead in either text frame. The pointer changes to a chain
link with one broken link.

Click the frame you want to unthread. The link breaks, and the text flows to fill
other threaded text frames (if any).

You can also click a text frame with the Selection tool and press Delete to delete the
entire text frame. No text is deleted with either method.
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Do it!

InDesign CS5: Basic, ACE Edition

A-1:

Threading text

The files for this activity are in Student Data folder Unit 4\Topic A.

Here’s how

Here’s why

1

10

Open Typesetting

Save the document as
My typesetting

Go to page 1

Zoom in

Using the Selection tool, click
anywhere on the two-column text

frame

Observe the bottom-right corner
of the text frame

Using the Selection tool, click the
red plus sign

Go to page 3

Point to the left column

Click the text frame

Choose View, Extras,
Show Text Threads

Press

Drag up

Choose View, Extras,
Hide Text Threads

Update the document

A story has been placed in the text frame on
page 1, but it’s too long to fit. You’ll thread it to
another text box on a different page.

If necessary.

If necessary.

To select it. The text frame contains the story
under the heading “Spices of the month.”

he various uses of bay leaf are too
any to hist, but we’ll list a fawr
t vou'll find especially welcome
in your kitchen. But den’t gat ear-

A small red plus sign appears, indicating overset
text.

To load the overset text into the pointer. You
will create a new text frame in which to thread
this story.

This page contains a text frame that spans both
columns.

The pointer changes to a link icon to indicate
that you are pointing to a frame to which you
can link the loaded text.

To thread the two text frames. The text flows
into the frame you clicked, and another small
red plus sign appears at the bottom-right corner.

To display a blue line that indicates the direction
of text flow between threaded frames.

To temporarily select the Hand tool.

To see the bottom of page 1 and the top of page
3. The text thread flows from the bottom of the

text frame on page 1 to the top of the text frame
on page 3.
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Multiple-column text frames

Most documents produced with a word-processing program contain a single column of
text that spans the page. One thing you can do to make your document look more
professional is to convert page-spanning columns into multiple columns, as in
newspapers and magazines. You can resize the single column and then thread the
overset text into another text frame, but there is an easier way. You can add multiple
columns to a single text frame.
To add columns to a text frame:

1 Select the text frame with the Selection tool.

2 Choose Object, Text Frame Options to open the Text Frame Options dialog box.

3 Under Columns, enter the desired number of columns.

4 Specify the desired settings:

¢ Enter the width of each column.

e Check Fixed Column Width if you want to maintain the column widths you
specify even if you subsequently resize the frame.

e Check Balance Columns if you want to balance text across multiple
columns within a text frame.

5 Enter a value for the gutter.
Click OK.

Using this method will produce columns of equal widths. If your design requires
adjacent columns with different widths, you can create separate text frames and thread
the text.

Another way to make adjustments to columns in a text frame is to use the tools in the
Control panel, as shown in Exhibit 4-2:

e In the Number of Columns box, enter the desired number of columns.
¢ In the Gutter box, enter a value for the space between columns.

e Unbalanced Columns is selected by default. Click Balance Columns to balance
the text across multiple columns.

o Set the vertical alignment by selecting Align top, Align center, Align bottom, or
Justify vertically.

Number of Balance

Columns Columns
Gutter Unbalance Columns
AY .
m =1 == _——Alignment
= @ _ options

HH =0’ || E2

Exhibit 4-2: Text frame tools in the Control panel
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Spanning columns

After adding multiple columns to a single text frame, you can set a paragraph to span
the columns, such as for a headline that spans a three-column article.

1
2

6

Place the insertion point in the paragraph.

From the Control panel menu or the Paragraph panel menu, choose Span
Columns to open Span Columns dialog box, shown in Exhibit 4-22.

From the Paragraph Layout list, select Span Columns.
In the Span box, select the number of columns the paragraph will span.

In the Space Before Span and Space After Span boxes, enter the desired spacing
values.

Click OK.

Span Columns

Paragraph Layout: Span Columns - I
Cancel
Span: = @ » Columns
B Preview
Space Before Span: | 0p0
Space After Span: = |0p0

"

A

Exhibit 4-3: The Span Columns dialog box with Span Columns selected in the
Paragraph Layout list

Splitting paragraphs into columns

You can also split a paragraph into multiple columns within a text frame. For example,
let’s say you are laying out a recipe card and all the text is contained in a one-column
text frame. To make the list of ingredients stand out, you’ve decided to split the list into
two columns while leaving the text above and below the ingredients in one column.
Here’s how you’d do it:

1

Place the insertion point in the desired paragraph or select the desired
paragraphs.

From the Control panel menu or the Paragraph panel menu, choose Span
Columns to open Span Columns dialog box.

From the Paragraph Layout list, select Split Columns.

In the Sub-columns box, enter the number of columns the paragraph will split
into, as shown in Exhibit 4-4.

In the Space Before Split and Space After Split boxes, enter the desired spacing
values. In the Inside Gutter and Outside Gutter boxes, set the gutter spacing.

Click OK.
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Span Columns

Paragraph Layout: Split Column - I
Cancel
Sub-colurmns: =&
= P =g
Space Before Split: = 0p0 review
Space After Split: = 0p0
Inside Gutter: = 0p6
Outside Gutter: | 0p0 +=E-

= 4

Exhibit 4-4: The Span Columns dialog box with Split Columns selected in the

Paragraph Layout list
Do it! A-2: Adding columns to a text frame
Here’s how Here’s why
1 Go to page 3 (If necessary.) The text frame contains one
column that spans the page. You’ll format the
text frame to have two columns.
2 Choose Object, To open the Text Frame Options dialog box.

Text Frame Options...

3 Under Columns, edit the Number The value in the Width box changes
box to read 2 automatically to compensate for the number of
columns and the gutter between them.

Click OK To apply the changes. The text frame now
contains two columns. In addition, formatting
the frame with two columns rather than one has
caused the text to re-flow so that it fits.

4 Update the document



4-8 InDesign CS5: Basic, ACE Edition

Jump-line page numbers

Explanation When you flow text from one page to another, you can add continuation notices on each
page containing the text so that your readers will know what page an article either
continues on or is continued from. This type of page number is called a jump-line page
number. Jump-line page numbers change automatically when you rethread or move text,
ensuring that your continuation notices are always correct.

To add a jump-line page number:

1
2

Create a small text frame below the text frame that continues to another page.

In the new text frame, type the continuation text you want—for example,
“Continued on.” (Leave a space after the text to insert the page number.)

Choose Type, Insert Special Character, Markers, Next Page Number (for text
that jumps to a subsequent page) or Previous Page Number (for text threaded to
a previous page).

Move the text frame so that it overlaps the text frame that continues to another
page, as shown in Exhibit 4-5. When the frames overlap, the continuation code
shows the page number where the next threaded text frame is located.

Copy the text frame containing the continuation notice. Remember that you have
to select the text frame with the Selection tool before copying it.

Go to the page containing the text frame with the continued text.

Paste the text frame containing the continuation notice above the text frame with
the continued text.

Change the continuation notice to indicate where the text is continuing from—
for example, “Continued from.”

Move the text frame so that it slightly overlaps the text frame containing the text
that continues from the original page.

Bottom of page 1 Top of page 3

e various uses of bay leaf are too
any to list, but we’ll list a few
at you’ll find especially welcome
in your kitchen. But don’t get car-

Canfinued from 1 - @ S
1ed away! Bay leaf 15 a powerful spice—ahalf ot a

eaf is usually enough to begin with. Use bay leaf to

avor the following:

Exhibit 4-5: Continuation notices indicating that text jumps from page 1 to page 3

Do it! A-3: Adding jump-line page numbers
Here’s how Here’s why
1 Go to page 1 At the bottom of the right column, you’ll create

a continuation notice that tells readers which
page the article continues on.

Zoom in on the bottom-right
corner of the page



2 Below the right column of text,

create a text frame, as shown

Format the text as Times New
Roman, 11 pt, Italic, and
Align right

In the text frame, type
Continued on

Press ( SPACEBAR

Choose Type,

Insert Special Character,
Markers,

Next Page Number

Click the Selection tool

Press (1) multiple times

Right-click the Continued on
3 text frame and choose
Text Frame Options...

Under Vertical Justification, from
the Align list, select Bottom

Click OK

Copy the continuation-notice text
frame

Typesetting 49

hat you’ll find especially welcome
in your kitchen. But don’t get car-

You’ll specify the formatting for the text before
you begin typing.

In the Control panel, use the Character and
Paragraph Formatting controls.

Instead of typing the page number manually,
you’ll insert a continuation code.

To select the text frame.

hat you’ll find especially welcome
in your kitchen. But don’t get car-

Confinued on 3

To move the text frame up until it just overlaps
the text frame directly above it, as shown.

When the text frames overlap slightly, the
continuation code changes to the number 3
because that page contains the next threaded text
frame. You’ll also put a “continued from” notice
on page 3 so that readers know where the article
started.

To open the Text Frame Options dialog box.

To align the text to the bottom of the text frame.

To close the dialog box.

With the text frame still selected, press Ctrl+C.
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8 Go to page 3 and paste the Press Ctrl+V.
continuation notice on the
pasteboard above the page

Observe the text frame

@ o e / @

ried away! Bay leat 1s a powertul spice—
leaf is usually enough to begin with. Use

The “3” changes to “PB” to indicate the code

behind the marker.
9 In the Control panel, click [=] The Align top button.
Change the text alignment to
Align left and change the type
size to 10 pt
Adjust the position of the frame So that the text doesn’t overlap the green box at

the top of the page, but does overlap the story.
10 Select on and type from

11 Position the text frame as shown

ned away! Bay leaf 1s a powerful spice—
eaf is usually enough to begin with. Use

(Position it above the text frame containing the
rest of the article from page 1 and overlapping it
slightly.) Even though the text frames overlap
slightly, the page number does not change. You
need to insert a different marker.

12 Select the number 3

Choose Type, Continued from 1 |
Insert Special Character, ried away! Bay leal 1s a powerlul spice—
Markers, leaf is usually enough to begin with. Use

Previous Page Number ]
The code automatically shows the page on

which the article originates.

13 Display the entire page in the
document window

14 Update and close the document
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Explanation
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Paragraph formatting

This topic covers the following ACE exam objectives for InDesign CS5.

# Objective

2.10  Assign and format automatic bullets or numbering for paragraphs.

2.14  Given a feature, avoid widows, orphans, and other typographic problems.

Applying paragraph formatting

Any type of formatting that you can apply only to entire paragraphs (rather than to
selected characters) is referred to as paragraph formatting. Tabs, indents, and keep
options are a few examples of format settings that you can apply only to entire
paragraphs.

When the Paragraph Formatting controls are active in the Control panel, as shown in
Exhibit 4-6, you can change paragraph attributes such as alignment, indent, and drop
cap. Paragraph alignment options include Left, Centered, Right, Justified, and Forced.
Left and Right alignments create a ragged right or left edge, respectively, while Justified
aligns both edges of the text to the margins of the text frame. Centered text is centered
relative to the text frame. Forced justification aligns the last line of a paragraph to the
right edge of the text frame, whether or not it falls there naturally.

In addition, you can justify text with the last line centered or justify all lines, forcing the
last line to stretch across the column. Finally, you can align text toward or away from
the spine; this feature comes in handy when you add or remove pages from a layout but
want specific text always to align a specific way relative to the spine of your
publication.

Alignment Indent Space before  Space after

if_ = = Ei i = [« =1, [= | e 1 =[= I
A== =|'| g (2fop0 Ele {00 = 12|00 E 15 oe3
ME=s=ss=tw =, |2/ sz 2 i 2|1 |— Drop cap

Exhibit 4-6.: The Paragraph Formatting controls in the Control panel
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Aligning text with tabs

You can use tabs to align text horizontally within single lines or paragraphs. Exhibit 4-7
shows the most commonly used tab types. It is often easiest to type tab characters into
the text before setting tabs, so that you can see the results of the tab settings as you set

them.

T

Tabs =]

B+ 3 & xus0 Leader: Align On =

‘0 & 12 |1£ ‘14 ‘]D ‘]6 |41 i ﬁ

TP PO PO TIPS AU T PO SN IO S I NP O PRI PO OO PO A IO O PRI O IO I IO T U SO T P TP I TP
Tl"ext aligned with a left-justified tab set at 18 picas.

T

Tabs =]

s @3 & xfe0 Leader: Align On; =
]

USSR FSOTIOTU SOOI LN VOIS /OO o SPOTTOTON AP

Text aligned with a center-justified tab set at 18 picas.

T

Tabs (=]

4+ 3 [3) xf2p0 Leader: Align Oni, =
]

SR PRI OO OO TR VIR /OUOTIOUN - NPVIOOUON O

A decimal tab set at 24 picas §9.14

100.7
6083.921

I

Tabs @

LIS *:| 24p0 Leadsr|, Align Oni|, =

ro E B [ Tm B & & i «

TP P P PO P P I TP T P TR PRI P T P PO T T TP AT I T P BT O

A right-justified tab set at 24 picas, with a leading character.

Cooking with Outlander .... 1

Peppers with Parsley ....... 7

Ttalian Spices............. .23

Far Eastern Flavor ... 30|

Exhibit 4-7: Some tab types available in InDesign
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To set a tab:
1 Use the Type tool to select the paragraph(s) containing the text with tabs.

2 Choose Type, Tabs to open the Tabs panel, shown in Exhibit 4-8. The Tabs
panel appears above the text frame, if visible, or above the selected text.

3 Click the tab-alignment button for the tab type you want.
Set the tab where you want it by using one of the following methods:

e Click the ruler above the mark where you want the tab to be set. Drag the
tab, if necessary, to adjust its position.

e Enter a measurement in the X box.

5 If you want to add a leader to the tab, enter the character you want to use for the
leader in the Leader box.

6 When the tab settings are correct, close the Tabs panel.
To change a tab type, select the tab in the Tabs panel and then click the tab-alignment

button for a different tab type. To remove a tab, drag the tab mark away from the tab
ruler and release the mouse button.

As you’re working with the Tabs panel, you can continue to edit text. For example, as
you’re setting tabs, you can insert or delete tab characters in the text.

Tabs

)+ 3 & x| Leader: Align Ons

E | @
|D |6 |1 2 18 24 30 36 |41 |
[ B [ B [ B | [ B TR I T [ B [ B |

Exhibit 4-8: The Tabs panel

]
1}

You’ll likely work with text that includes data or information typically presented in
tables. Although InDesign provides the means to work with tables, you might find it
easier to use tabs to align small groups of tabular data, as shown in Exhibit 4-9. If you
apply a tab to the first column of data, each line of text must be preceded by a tab
character.

T
Tabs

4
[INIEN

Fs ¥ X Leader:| . Align O

$ 1 3 4 Iﬂ
PO AU N LU D TN IO

E
L

The following text is aligned using a left-justified tab at 2 picas, an
align-to-decimal tab at 20p6 picas, and a right-justified tab at 32 picas.

Product Package Quantity
Ground Black Pepper 4oz 36
Garlic Salt 6250z 24
Chili Powder 4.50z 36
Cinnamon 3.620z 100‘

Exhibit 4-9: Text with multiple tabs applied
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Do it!
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B-1:

Setting tabs

The files for this activity are in Student Data folder Unit 4\Topic B.

Here’s how

Here’s why

1

Open Typesetting2

Save the document as
My typesetting2

Go to page 1

Zoom in on the left side of the
page

Choose Type,
Show Hidden Characters

Place the insertion point in the left
text frame, containing the list of
articles

Press +
Choose Type, Tabs
In the Tabs panel, verify that the

Left-Justified Tab button is
selected, as shown

Click above the 9p0 mark

Verify that the tab marker is
selected

In the Tabs panel, click

If necessary.

So that you can see the contents list for the
newsletter in the sidebar. The list of articles
contains tabs for the page numbers, but they are
not spaced correctly.

From the Chairman - 2
Jake Andrews shares

To display hidden characters, including tabs, in
the document.

To select all the text in the text frame.

To open the Tabs panel.
Tabs ,:
T+ 3 +
[+ 3 & xbo Lesder: Align On -=
E N
|€I||||||3||||||6|||||F/\\f|||||

To add a tab marker.

To convert the tab marker to a right-justified tab.



6

10

11

Drag the tab marker to the right to
the 10p3 mark, as shown, and
release the mouse button

Observe the contents list

On the tab ruler, verify that the tab
marker is selected

In the Leader box, type .

Prss

Close the Tabs panel
Deselect the text

Choose Type,
Hide Hidden Characters

Update the document

Typesetting  4-15

P+ ¥ ¥ i0p3

You can view the location of the tab as you drag
by observing the X box in the Tabs panel.

From the Chairman
ake Andrews shares
some words about what’s

new at Outlander Spices.

Outlander Cookbook -~ 2
The new edition of Out-

There is a tab character in the text before each
page number, so all the page numbers in the text
frame line up with the new tab marker. Now
you’ll add a dotted leader to connect the article
names to the page numbers.

(Type a period.) To indicate that you want to
create a dotted leader (a line of periods) for the
selected tab marker.

From the Chairman

Dotted leaders appear between the article titles
and the page numbers.

Click a blank area of the page.
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Indents

If text is too close to the left or right edge of a text frame or column, you can use indents
to move the text away from those edges in order to improve readability.

In addition, you can use indents to move the beginning of the first line of a paragraph
farther to the right, similar to the effect of placing a tab character at the beginning of a
paragraph. The advantage of using indents is that when you press Enter after typing a
paragraph with an indent, the next paragraph is indented automatically.

To add left or right indents to text:

1
2

Select the paragraph(s) that you want to indent.

Activate the Paragraph Formatting controls in the Control panel, as shown in
Exhibit 4-10.

Set the indents you want for the text:

e To indent all the text in the selected paragraphs from the left side of the text
frame, enter a value in the Left Indent box.

e To indent just the first line of text in each selected paragraph, enter a value
in the First Line Left Indent box.

e To indent all text in the selected paragraphs from the right side of the text
frame, enter a value in the Right Indent box.

e To indent the right side of the last line of each paragraph to the right, enter
a value in the Last Line Right Indent box. You’ll also have to insert a right
indent tab character and specify a right indent value in order to create this
type of indent. This type of indent creates a hanging indent on the right side
of the last line of a paragraph.

Press Enter to see the effect of the indent settings, and adjust them if necessary.

First Line Left Right
Left Indent Indent Indent
|
= =/op0! Last Line
= = [2ope Right Indent

+

Exhibit 4-10: Indent options in the Control panel
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Setting indents by using the Tabs panel

Sometimes you might not know exactly how much you want to indent text. You can
also set indents by dragging the indent markers on the ruler that appears above the text
when you use the Tabs panel.
To set indents with the Tabs panel:

1 Select the paragraph(s) that you want to indent.

2 Choose Type, Tabs to open the Tabs panel. A ruler appears above the selected
text, as shown in Exhibit 4-11.

3 Drag the left, first-line, and right indent markers to where you want them on the
ruler.

4 When the indent settings are correct, close the Tabs panel.

Left indent
First-line indent Right indent
Taps
H H 3 & K0ps Leader: Aligny On: =
B N 3
oo | i
[ [ [ [

Each month, we'll high-
light two or three spices.
We'll include background
information on each
spice, along with practical
tips for using these spices
in your own cooking.|

Exhibit 4-11: Indent markers in the Tabs panel
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Do it! B-2: Creating indents
Here’s how Here’s why
1 Go to page 2 You’ll indent the callout in the Outlander

cookbook article.

2 At the bottom of the middle

| love Qutlander Cooking!

column, place the insertion point It's simple to use, and it’s
in the paragraph between the two pxtremely helpful in mak-
d i ing my everyday cooking
e g soem gourmet! —Ann Sa-
insky, Thurmont, PA
3 In the Control panel, click The Paragraph Formatting Controls button.

In the Control panel, edit the Left
Indent box to read 1

Edit the Right Indent box JE [2]100 £l 2]
toread 1 +== (<] 0p0 = m
Press The text shifts inward on each side.

4 Select the first four paragraphs of
the story

| love Qutlander Cook-
ing! It's simple to use,
and it's axtramely
helpful in making my
overyday cooking seem
gourmat! —Ann Salin-
sky, Thurmont, PA

There are racipes for parsley jelly,
kalad drassings, and 2 wide vanety
of sauces and gravies. For appetiz-
ers, there are numerous dips, patés,

From the beginning of the story to the callout.

5 In the Control panel, edit the First 2 [ opo =« [2]opo
Line Left Indent box to read 1 res =10 = [=om
and press =L il
To set the first line of each paragraph to indent
Ip.
6 In the Control panel, click (The “Justify with last line aligned left” button.)

To justify the text.

7 Update the document
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Keep options

In multi-page or multi-column documents, you should avoid widows and orphans. A
widow is the first line of a paragraph that appears as the last line of a column or page.
An orphan is the last line of a paragraph appearing as the first line of a column or page.
Exhibit 4-12 shows an orphan.

In addition, you should ensure that headings or subheadings appear with at least a
portion of the paragraph following them in a column or page. You can specify keep
options to control widows and orphans and to keep headings or subheadings with the
text that follows.

Outlander cookbook

Ouilander Spices 15 proud to prasz-
ent our new cookbook for 2008! The
cookbook, ftled Cutlander Cook-
ing, not only contans hundreds of
aveat recipes, but 1= alse a guide for
INCOIPOIAtnEg our spices Into your
everyday cooking.

Ouilander Cocking contains side-
bars on speeial topies, such as “The
Best Basils” and “Using Thyme
Wizely” togsther with many list
grouping spices for different uses.

The cockbook contams suzgss-
tions znd recipes for just about every
spice we sell. We take thoss classic
dishes you most love and freshen
them wp with new mgredients and
combinations of flavers. Each new

and easy-te-follow mstmetions:

Outlander Cocking also contaius
a large assortment of specizlty rect-
pes sant in to us from veaders all
over the commtry.

I love Qutlander Cook-
ing! It's simple to use,
and it's extremaly
helpful in making my
overyday cooking seem
gourmet! —Ann Salin-
sky, Thurmont, PA

Thare are vacipes for parsley jelly,
zalad dressings, and a wids varety

— Orphan

Exhibit 4-12: An orphan

To ensure that a specific number of lines in each paragraph stay together:

1

Use the Type tool to select the paragraph(s) for which you want to avoid widows
and orphans.

From the Control panel menu, choose Keep Options to open the Keep Options
dialog box, shown in Exhibit 4-13.

Check Keep Lines Together.

Select At Start/End of Paragraph.

In the Start box, enter the number of lines that you want to keep together if the
beginning of the paragraph is split between columns. In the End box, enter the
number of lines that you want to keep together for the end of the paragraph.

Entering 2 for this value will eliminate widows and orphans but might result in
unbalanced columns.

Select an option from the Start Paragraph list (if necessary) to force the
paragraph to start at the specified position.

Click OK.
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"

Keep Options

[T Keep with Previous
Keep with Next: = |0 ines

Keep Lines Together

) All Lines in Paragraph
@ At Start/End of Paragraph

Start: (5|2 lines

End: =2 lines

Start Paragraph: Anywhere

[ Preview

Exhibit 4-13: The Keep Options dialog box

To make sure that a heading stays in the same column or page with at least a portion of
the paragraph following it:

1 Use the Type tool to select the heading.

2 From the Control panel menu, choose Keep Options to open the Keep Options

dialog box.

3 Check Keep with Previous.

In the Keep with Next box, enter a value (up to 5) for the number of lines in the
subsequent paragraph that the last line of the current paragraph should stay with.

5 Click OK.
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Here’s why

1 On page 2, in the Outlander
cookbook story, observe the top
of the second column

2 Place the insertion point in the
paragraph at the bottom of the
first column, as shown

3 On the far right side of the
Control panel, click E|

Choose Keep Options...
4 Check Keep Lines Together

Verify that At Start/End of
Paragraph is selected

5 Click OK

6 Update the document

End easy-to-follow mstruchons.

Outlander Cocking alse contains
b large assortment of specialty rect
pes sent In to us from readers all
over the country.

At the top of the second column is an orphan.
This is the last line of the paragraph that begins
in the previous column.

The cockbook contams suzges-
Flons and recipes for just about every]
Epice We :el]l. We take those claszic
dishes you most love and freshen
them up with new meredients and
combinations of favors. Each new
idea or technigue in the beook 13 ac-
companted with full color pretures|

The Control panel menu button.

To open the Keep Options dialog box.

| Keep Lines Together

All Lines in Paragraph
@ At Start/End of Paragraph
Start: |22 lines

End: 5|2 lines

To keep only a specified number of lines
together, rather than all lines of a paragraph. The
default settings will keep the first two and last
two lines of a paragraph together, eliminating
both widows and orphans.

companied with hall color prctores]
end easy-to-follow mstructions.

Outlander Cocking also contans
B large assortment of specialty reci
pes sent In to us from readers all
over the coumtry.

The last two lines of the paragraph appear
together at the top of the middle column.
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Bulleted and numbered lists

Bulleted and numbered lists typically appear with a hanging indent, in which the bullet
or number appears to the left of the remaining lines of the paragraph, as shown in
Exhibit 4-14. Bulleted and numbered lists use both first-line and left indent settings to
position the bullet or number properly in relation to the text.

Method

1. Preheat oven to 425 degrees.
2. Inabowl, mix paprika, caraway seeds, onion
flakes, dry mustard, thyme leaves, salt, and

ground red pepper.

3. With hands, lightly pat paprika mixture on
chicken wings.

4.  Brush chicken wings with Buzzard’s Best Hot
Wing Sauce.

5. Place chicken wings in a large baking dish.

6. Bake 30 minutes or until chicken wings are
fork-tender.

7.  Place chicken wings on platter. Garnish with
celery.

Exhibit 4-14: Numbered list with a hanging indent

To create a bulleted or numbered list from text, first select the paragraphs you want to
format as a list. Then click the Bulleted List or Numbered List button in the Control
panel. You can adjust the settings for Left Indent and First Line Left Indent in the
Control panel.

Numbering across non-threaded frames

You might want to apply numbers to text that appears in different text frames; for
example, you might want to use numbers in captions for figures or charts. You can have
InDesign number this text automatically.

To apply automatic numbering to text in non-threaded text frames, first create a new
numbered-list definition:

1 Choose Type, Bulleted & Numbered Lists, Define Lists to open the Define Lists
dialog box.

Click New to open the New List dialog box.

3 [Edit the List Name box to give your custom list a descriptive name, such as
“Non-threaded Numbering.”

Verify that Continue Numbers Across Stories is checked
5 Click OK to close the New List dialog box.
Click OK to close the Define Lists dialog box.
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Next, apply the new numbered list to the appropriate text:

1 Select the text to which you want to apply automatic numbering.

2 From the Control panel menu, choose Bullets and Numbering to open the
Bullets and Numbering dialog box.

3 From the List Type list, select Numbers.
From the List list, select the name you gave the list definition (for example,
Non-threaded Numbering).

5 Click OK.
For other text that you want to number (in other, non-threaded text frames),

repeat steps 1 through 4. Then, from the Mode list, select Continue from
Previous Number.

With this method, numbers are applied in sequence. If you remove any frame from the
sequence, InDesign updates the other numbers automatically.
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Do it! B-4: Creating bulleted and numbered lists

Here’s how

Here’s why

1 Go to page 5

2 In the left column, select the text
under the heading “Ingredients”

In the Paragraph Formatting
Controls section of the Control
panel, click |:

3 In the right column, select the text
under the heading “Method”

In the Control panel, click :

4 In the Control panel, edit the Left
Indent box to read 3

Edit the First Line Left Indent box
to read -2 and press

5 Resize the text frame

6 Update the document

The recipe contains lists that should be
formatted with bullets and numbers.

(The Bulleted List button.) To format the select
text as a bulleted list.

(Al ace chicken wings on platter. Garmish with cel-

(The Numbered List button.) To format the
selected text as a numbered list. Because some
of these paragraphs contain more than one line,
InDesign automatically applies a hanging
indent. You’ll adjust the settings to indent the
numbers in the list.

2pl Qpi

I
v

+=

+.

LIRS
LENERS

-2pll Qpi

-

To adjust the left indent of the numbers and the
space between the numbers and the text.

To show the overset text. Using the Selection
tool, double-click the bottom handle of the text
frame.
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Drop caps

Drop caps are typographic elements, typically oversized initial letters, which extend
down into paragraphs by two or more lines. In InDesign, drop caps are measured both
by the number of lines they overlap and by the number of drop cap characters. For
example, a drop cap with a setting of three lines extends down into the first three lines
in a paragraph. The same setting with four drop cap characters extends the drop caps to
the first four characters, as shown in Exhibit 4-15.

ach month, we’ll highlight month, we’ll
two or three spices. We’ll aC highlight
include background infor- two or three

mation on each spice, along with spices. We’ll include background
practical tips for using these spices mformation on each spice, along
n your own cooking. with practical tips for using these

spices in your own cooking.
Exhibit 4-15: Two examples of drop caps

To create a drop cap, place the insertion point in the paragraph where you want the drop
cap. Then, in the Control panel, enter a value in the Drop Cap Number of Lines box, as
shown in Exhibit 4-16. If necessary, enter a value in the Drop Cap One or More
Characters box.

Drop Cap Drop Cap One or
Number of Lines More Characters

—

3 | A

-
l?

1|

=
I

-
-

Exhibit 4-16: The drop cap options in the Control panel
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B-5: Creating drop caps

Here’s how

Here’s why

1

Go to page 1

Place the insertion point in the
first paragraph of the “Spices of
the month” story

In the Control panel, edit the Drop
Cap Number of Lines box to read

3 and press

In the Control panel, next to the
Drop Cap One or More Characters
box, click the up arrow once

Click the up arrow two more
times

Update the document

Paragraph spacing

You’ll create a drop cap in the first paragraph of
the story.

ach month, we'll hghhght toro or
ee sprees. We'll inclede back-
ound information on each spice,
lomg with pr.a.r_ﬁi:al tips for using
58 spices In your own cooking.
av Leaves

To create a drop cap from the first character in
the paragraph, as shown in Exhibit 4-16. You
can also format additional characters as drop
caps.

I

|

5=
"IIII
Ll
]
-

'f!}z

To format the first two characters as drop caps.

mont, <
Each==

epices. We'll melude backzround

To format the first four characters (the entire
first word) of the paragraph as drop caps.

Adjusting vertical spacing between paragraphs can make the text in a document more
readable and engaging, as shown in Exhibit 4-17. Instead of adding an extra return
character between paragraphs, you can specify a spacing value.
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Bay Leaves

ay leaves come In ma arteties. The popular Amen-
can vanety, lamus nobilis, alse known as sweet bay and

lawrel, 15 2 kitchen staple used widely to Haver meats,

soups, stews, gravies, and vegetable dishes. The elliptical leavas
are green, glossy, and generally grow to about 3 inchas m length.

By themselves, bay leaves ave very bitter and hard to chaw
Farsly will you find them as the main flaver in a dish. Instead,
bay laaves are typically used with other spices to bring flavers
togather, give depth, and add richness to many types of cooking.
You can add them to fish dishes, meats, vegetables, soups, stews,
marmades, and sances, even custards. The key to getting the
mest out of bay leaves is to always use them sparmgly. A little
zoes a long way!

Omne of the most favorful uses for Bay leaves 15 in the classic
herh combination Bouguet Gami, with parsley and thyme. Tra-
ditzenally, these frash herbs are tied together, added to 2 dish, al-
lowed to simmeer, and then lifted out at the end of cocking. Dried
herbs can be substituted and tied in a bit of cheesscloth Add
other herbs as the nature of the dizh and your whims dictate. Try
adding leman, sage, and tarragon with chicken; rossmary and
mint with lamb; zreen peppercoms, orangs, and savery to beef.
0ld, dried leaves tand to lose thetr flavor, so be sure to replanish
your supply often.

Bay Leaves

ay leaves come n many vanaties. The popular Amern-
can vaniety, lawms nobilis, also known as sweet bay and

laurel, 15 a kitchen staple used widely to flaver meats,

soups, stews, gravies, and vegetable dizhas. The elliptical leaves

are green, glossy, and generally grow to about 3 inches in length.

By themselves, bay leaves are very bitter and hard to chew.
Farely will you find them as the mam flaver in a dish. Instead,
bay leaves are typically usad with other spices to bring flavors
together, zive depth, and add richness to many types of cocking.
Tou can add them to fish dishes, meats, vegetables, soups, staws,
marinades, and savces, even custards. The key to gatting the
most out of bay leaves 15 to always use them spaningly. A litile
goes a long way!

One of the most flaverful uses for Bay leaves is mn the claszic
herb combmation Bouguet Gamu, with parsley and thyme. Tra-
ditienally, these fresh herbs are tied together, added to a dish, al-
lowed to simumer. and then lifted out at the end of cooking. Dried
tuted and tied in a bit of cheesecloth. Add
e nature of the dish and your whims dictate. Try

heibs can ba =
other harbs
adding lemon, sage, and tarragon with chicken; rosemary and

mint with lamb; sreen peppercoins, orange, and savery to beef.
(Old, dried leaves tend to lose their flaver, so be suwe to replenish
vour supply often.

Exhibit 4-17: Text with no space between paragraphs (left), and with paragraph

spacing set to 6p (right)

To create vertical space between paragraphs, select the paragraphs for which you want
to apply paragraph spacing. Then, in the Control panel, enter values in the Space Before

and Space After boxes.

B-6: Adjusting space between paragraphs

Here’s how

Here’s why

1 Select the text Bay Leaves, as
shown

2 In the Control panel, edit the
Space Before box to read p6 and

press

3 Edit the Space After box to read
p3 and press

4 Deselect the text

5 Update the document

menth, we'll

Eachi=

two or three
pices. We'll melude backzround
information on each spice, along
ith practical tips for using these
pices n your own cooking.

av leaves come In many varlet-

You’ll adjust the spacing before and after this

paragraph.

- 06 = T e
2o &= 2o
= Dp& E:apa
o Bsz %0

To see the results.
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Paragraph rules

When you want to add lines above or below type, you should typically use paragraph
rules. Paragraph rule formatting can apply a line above, below, or overlapping a
paragraph. Designers often use a paragraph rule to add a line above or below a heading
or subheading.

You can set a paragraph rule’s color, width, length, offset, and style. Because rule
formatting is applied to a paragraph, if the text re-flows in your document, the rule
moves as well, maintaining its position relative to the paragraph to which you applied it.
Using a rule generally is better than underlining text, because underlined text uses the
same color as the type, with a standard offset, weight, and style that can’t be adjusted.

To apply a paragraph rule:

1 Select the paragraph(s) for which you want to apply a paragraph rule.

2 Activate the Paragraph Formatting controls in the Control panel.

3 From the panel menu, choose Paragraph Rules to open the Paragraph Rules
dialog box, shown in Exhibit 4-18.

From the drop-down list, select either Rule Above or Rule Below.

5 Check Rule On. (Note that Rule Above and Rule Below have separate settings.
Check Rule On for both if you want rules both above and below the text.)

6 Set the rule attributes you want.

In the Weight list, enter a value from 0 pt to 1000 pt. (You will probably
use a rule between 0.5 pt and 4 pt with headings or text.)

From the Type list, select a line style (solid, dashed, dotted, and so on).
From the Color list, select a color.
In the Tint box, enter a percentage to tint the color.

Check Overprint Stroke to prevent the stroke from knocking out underlying
inks on a printing press.

Select a Gap Color and Gap Tint if you have selected any type of line type
other than solid.

From the Width list, select either Column or Text.

In the Offset box, enter a value to control the rule’s vertical offset from the
text.

In the Left Indent and Right Indent boxes, enter values for indenting the
rule.

7 Click Preview to see the effect of the settings on the text, and adjust them if
necessary.

8 When you’re satisfied with the settings, click OK.
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Paragraph Rules
Rule Below » [¥]Rule On
Weight: = [ - Type: D ~
Color: [ Outlander Green - Tint: = 100% -
[ Overprint Stroke
Gap Color: | [/ [None] Gap Tint:
Overprint Gap
Width: Column - Offset: |~ |0p3
Left Indent: = |0p0 Right Indent: = |0p0
Keep In Frame
I [¥] Preview ( 0K ] [ cancel |

Exhibit 4-18: The Paragraph Rules dialog box
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Do it! B-7: Creating paragraph rules

Here’s how Here’s why

1 Select the subheading
Bay Leaves, as shown

month, we'll
Each=:

two or three
pices. We'll melude background
information on each spice, along
ith practical tips for usmg these
pices I your own cookmg.

ay leaves come in many variet-
125, The popular Amenican vanety,

You’ll create a green rule below the text.

2 From the Control panel menu, To open the Paragraph Rules dialog box.
choose Paragraph Rules...

Check Preview To see the changes applied as you make them.
Move the dialog box So you can see the selected text.

3 From the list at the top of the
dialog box, select Rule Below

Check Rule On Rule Below - [Z|Rule On

To activate the rule.
4 From the Weight list, select 1 pt If necessary.

5 From the Color list, select
Outlander Green

6 Edit the Offset box to read Op3 Offset:

Right Indent:

Op3
Op0

ERAIERN]

Press pices m your own cooking.
ay leaves come In many variet-
To apply the setting without closing the dialog
box. A green rule appears beneath the text,
offset from the baseline by Op3.
7 Click OK To close the dialog box.

8 Update the document
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Find/Change

Y ou might encounter situations in which you want to replace multiple occurrences of a
word with another word, or the same word formatted differently. It would be time-
consuming to navigate through all the pages of the document and find all occurrences of
the word in order to replace it. Instead, you can use the Find/Change dialog box, shown
in Exhibit 4-19, to search through the entire document or story.

Find/Change @

Query: [Custam] - = B 1

Text | GREP | Glyph | Object|

end wha
Outlnder Cooking - @ -

Change to: a

~ @ Change
Search: Document - Change Al

®E ® = Change/Find

Find Format: Fewer Options

- &

Change Format:

+ Italic - Fp

Exhibit 4-19: The Find/Change dialog box
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To find or change text:

1

Choose Edit, Find/Change to open the Find/Change dialog box, shown in
Exhibit 4-19.

In the Find what box, enter the text you want to find.
In the Change to box, enter the replacement text.

From the Search list, select All Documents to search all open InDesign
documents; select Document to search only the active document; select Story to
search the text in the selected thread; select To End of Story to search forward in
the current thread from the insertion point; or select Selection to search the
selected text (if any is selected).

Under Find Format, click the “Specify attributes to find” icon to open the Find
Format Settings dialog box. From here, select specific formats to find. For
example, you can search for text that has a specific font, color, or paragraph
format applied.

Under Change Format, click the “Specify attributes to change” icon to open the
Change Format Settings dialog box. From here, select specific formats to apply
to the found text.

Click the appropriate icons under the Story list to search in locked layers, locked
stories, hidden layers, master pages, or footnotes.

Click the Whole Word or Case Sensitive icons as appropriate to limit or expand
the search results.

Click Find to start the search. Starting at the location of the insertion point,
Find/Change will search for text that matches the settings in the Find what
section. When an instance is found, it is selected in the document. To start the
search from the beginning of the document, deselect all elements on the page
and click Find Next.

10 To replace or update a selected instance, click Change, Change All, or

Change/Find. If you don’t want to apply any changes to an instance, click Find
Next to skip the instance and continue the search.

e Clicking Change applies the text and formatting settings in the Change to
and Change Format sections to the instance without continuing the search.
After you’ve viewed the changes, click Find Next to continue the search.

e Clicking Change All replaces all instances in the document with the new
text and formatting settings. When you use this option, a dialog box
appears, stating the number of instances changed.

e Clicking Change/Find applies the text and formatting settings and
automatically locates the next instance of the search term.

In addition, you can select an option from the Query list to find and replace common
elements, such as replacing straight quotes (") with typographers’ quotes (“curly”
quotation marks).
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Do it! B-8: Changing formatting by using Find/Change
Here’s how Here’s why
1 Deselect all layout objects You’ll search for the term “Outlander Spices” so

that you can format it as italics, since it’s the
title of a book. You want to start at the
beginning of the document.

2 Choose Edit, Find/Change... To open the Find/Change dialog box.

3 In the Find what box, enter
Outlander Cooking

From the Search list, select If necessary.
Document

Click the Case Sensitive button, as

Search: Document -
shown

%h =ag [%Eé

It’s possible that the phrase “Outlander cooking”
might appear in instances when it is not the book
title, in which case you wouldn’t want to
italicize the phrase.

4 Under Change Format, click (The “Specify attributes to change” button.) To
open the Change Format Settings dialog box.

From the list on the left, select
Basic Character Formats

From the Font Style list, select To specify that you want to replace the search
Italic term with the same term plus italic formatting.
Click OK To close the dialog box.

5 Observe the Change to box

Find what: [ Done |
Outlander Cooking @ -
Change to: ?}
Replace format exists
Search: Document - _ Change Al |

An information symbol appears above the text
box, indicating that formatting attributes will be
changed. The Change Format box shows the
type of format changes that will be applied.
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6 Click Find Outlander Cookbook 2
The new edition of 00
lander CookinzEees
available. Order yours
today!

Page 1 appears, and the text “Outlander
Cooking” is selected in the list of articles.

Click Change To format the text with italics.

7 Click Find Next The document moves to page 2, and another
instance of the search term is selected.

Click Change/Find To italicize the text and move to the next
instance of the search term.

8 Change each instance of the When you reach the end, a dialog box appears,
cookbook title stating that the search is completed.
Click OK To close the dialog box.
Click Done To close the Find/Change dialog box.

9 Update and close the document
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Styles

This topic covers the following ACE exam objective for InDesign CSS5.

# Objective

2.6  Given a scenario, create and apply styles in an automated fashion.

Using styles

You can use styles to format characters, paragraphs, and objects quickly and
consistently. A style is a set of formatting specifications saved under one name. For
example, you can create a style that contains specifications such as 24-pt Verdana, bold,
and justified alignment. After you create this style, you can apply it to any text in a
document.

Paragraph styles

A paragraph style is applied to entire paragraphs. It can contain both paragraph
formatting and character formatting.

You can create a style based on existing formatting, or you can create a style by
entering values for formatting options. To create a paragraph style based on existing
formatting:

1 Format a paragraph of text by selecting a font family, size, and alignment.

2 Place the insertion point in the paragraph, or select part or all of it.

3 Activate the Paragraph Styles panel, shown in Exhibit 4-20.

4 Click the “Create new style” button at the bottom of the panel. A new style
named Paragraph Style, followed by a number, appears in the list. This style
contains the formatting of the selected text.

5 Double-click the style name to open the Paragraph Style Options dialog box so
you can edit the style’s properties or change its name. When you’re done
changing settings, click OK.

4+ PARAGRAPH STYLES M | =

By test ‘9’
[Basic Paragraph] -
Callout
Headline
Subhazd

Quote -

] 1+ [l 'E

Exhibit 4-20: The Paragraph Styles panel
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To create a paragraph style by entering values for the formatting options:

1 From the Paragraph Styles panel menu, choose New Paragraph Style to open the
New Paragraph Style dialog box, shown in Exhibit 4-21.

Enter a name in the Style Name box.
Enter values for any formatting options you want to apply to this style.

Check Preview to see these options applied to any selected paragraph.
Click OK. The style appears in the list in the Paragraph Styles panel.

G B W N

e svmprs T ] T PO o WU
B Style Name: |Body text
Basic Character Formats Location:
Advanced Character Formats General
Indents and Spacing
Tabs Based On: [No Paragraph Style] -
PR IS Next Style: [Same style] -
Keep Cptions
Hyphenation Shortcut: i
| Tustification
| | Span Columns Style Settings: I
| Drop Caps and Nested Styles [Mo Paragraph Style] + next: [Same style] + first indent: 1p0 -
| | GREP Sty
Bullets and Numbering
| Character Color
: OpenType Festwes —
| Unederline Orptions
Strikethrough Crptions [¥] Apply Style to Selection
|
|
|
|
|
I [C] preview ( OK ] Cancel |
|

— — = — —— — J

Exhibit 4-21: The New Paragraph Style dialog box

To apply a style to a paragraph, place the insertion point in the paragraph or select a
portion of multiple paragraphs. Then, in the Paragraph Styles panel, click the name of
the style you want to apply.

Overriding local formatting

When text has a paragraph style applied to it, it is formatted with the attributes defined
in the style. But the text can also have additional formatting (for example, if you’ve
italicized a single word in the paragraph). The additional formatting is referred to as a
local override or local formatting and will always take precedence over the style. When
you select text that includes local formatting, a plus sign appears next to the style’s
name in the Paragraph Styles panel. To remove any local formatting in a paragraph,
press Alt and click the name of the style you want in the Paragraph Styles panel.
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If you or someone else has created a style in an InDesign document, you might want to
use that style in another document. Rather than replicating the settings manually, you

can import a paragraph style. To do so:

1 From the Paragraph Styles panel menu, choose one of the following:

o Load Paragraph Styles (if you want to load a specific style)

e Load All Text Styles (if you want to load both paragraph and character

styles)

2 Select the InDesign document that contains the style or styles you want to

import, and click Open.

3 In the Load Styles dialog box, check the styles you want to import and clear

those you don’t.

4 If a style you’re loading has the same name as an existing style, choose an
option under Conflict With Existing Style:

e The Use Incoming Definition option replaces the style with the one you’re
loading, overwriting the attributes and applying them to any text that uses

the old style.
e The Auto-Rename option renames the style you’re loading, thus keeping
both styles.
5 Click OK.
Do it! C-1: Creating a paragraph style

The files for this activity are in Student Data folder Unit 4\Topic C.

Here’s how

Here’s why

1 Open Typesetting3

Save the document as
My typesetting3

2 Go to page 1

3 Place the insertion point in the
third paragraph of the story

In the Control panel, edit the First
Line Left Indent box to read 1p0

and press

If necessary.

Bawv leaves come in many variet-
has. The ]:uupu]a]{ American varety,
lawrus nobilis, also known as sweet
bay and laurel 15 a kitchen staple
used widely to Saveor meats, soups,
stews, gravies, and vegetable dizh-
es. The alliptical leaves ave zreen,
zlossy, and zenerally zrow to about
|3 mches i langth

You’ll create a style for all of the body text in
the document based on the selected text’s
formatting.

+E

OpD
1p0

i
. 3

0p0
Op0

Ak [[4]F

$=

LILANE L

+

To format the paragraph with a 1p0 indent.
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4 Open the Paragraph Styles panel
5 Press and click

Edit the Style Name box to read
Body text

Check Apply Style to
Selection

6 In the list on the left, select Basic

Character Formats, and
observe the options

Click OK

7 Observe the Paragraph Styles
panel

8 Update the document

(The “Create new style” button.) To
simultaneously create a new style, Paragraph
Style 1, and open the Paragraph Style Options
dialog box for that style.

To apply the style you’re editing to the text
you’ve selected in the document.

Style Name: Body text
Location:
Basic Character Forrmats

Font Family:  Times New Roman A
Font Style: Regular -
Size: * 12pt - Leading: = (14.4 pt) -
Kerning: Metrics - Tracking: =| 0 -
Case: MNormal - Posftion: Mormal -
Underline | Ligatures Mo Break

Strikethrough

The formatting defaults to that of the selected
text.

[Basic Paragraph]

The selected text now uses the Body text
paragraph style.
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Basing styles on other styles

To create consistency within a document, you might want to create some styles based
on existing styles. That way, you can update several styles at once by updating the style
on which they are based. The relationship is similar to the parent/child relationship used
with master pages. When you select a style on which to base another style, the
formatting for the parent style will be applied to the child style. You can then add
additional formatting to the child style.

Based On list

rarsgrorn soie oo T Y &
araaraph S Ortiony) SRS -

General B Style Name: |Body text - 1st graf
Basic Character Formats Location:
Advanced Character Formats General

Indents and Spading

Tabs |ﬁased On: Body text - |
PrETE i s Next Style: Subhead -

Kesp Crptions
Shortcut: i

Hyphenation
Justification
Span Columns Style Settings:
Drop Caps and Nested Styles Body test + next: Subhead + drop cap lines: 3 + drop cap characters: 4 + first indent: OpD -
GREP Style

Bullets 2nd Numbering

Character Color

CrpenType Featmes —

Exhibit 4-22: You can base a style on an existing style

To create a style based on an existing style:

1 In the Paragraph Styles panel, either choose New Paragraph Style from the panel
menu to open the New Paragraph Style dialog box or double-click an existing
style to open the Paragraph Style Options dialog box.

For a new style, enter a name for the new style in the Style Name box.
3 From the Based On list, select the parent style, as shown in Exhibit 4-22.

Click Basic Character Formats to display the formatting options. Click other
formatting sections as necessary.

5 Change formats as needed for the new style.
6 Click OK.

If you want to revert to the original parent style’s formatting, click Reset To Base in the
Paragraph Style Options dialog box.

Applying styles automatically

Besides basing a style on another style, you can specify the next style to be applied after
you press Enter at the end of a paragraph. For example, you might have a headline style;
when you press Enter, you might want the next style to be a subhead, followed by an
introductory paragraph, followed by body text. You can specify each sequence in the
Paragraph Style Options dialog box by selecting a style from the Next Style list.

This method works well for text you’re creating in InDesign because pressing Enter
automatically applies the style. But you also can use “next styles” for text already in the
layout.
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To do so, select all of the paragraphs to which you want to apply the parent and child
styles. Then, in the Paragraph Styles panel, right-click the parent style and choose
“Apply ‘<style name>’ then Next Style.”

C-2: Creating a style based on an existing style

Here’s how

Here’s why

1 Place the insertion point in the
first paragraph

2 In the Paragraph Styles panel,
click Body text

Choose Edit,
Undo Apply Text Style

3 In the Paragraph Styles panel,
press and click

4 Edit the Style Name box to read
Body text — 1st graf

From the Based On list, select
Body text

From the Next Style list, select
Subhead

5 In the list on the left, click
Indents and Spacing

Edit the First Line Indent box
to read OpO

Click OK

pices. We'll melude background
information jon each spice, along
ith practical tips for using these
pices m your own cookmg.

To apply the style, removing the previous
formatting. You’ll undo this, and then you’ll
create a style that uses the same formatting as
the Body text style but doesn’t include the first-
line indent and keeps the drop cap.

“Graf” is an abbreviation commonly used in
journalism. It stands for “paragraph.”

To specify that you want this style to be a child
of the Body text style.

Based On: Body text
Mext Style: Subhead

To specify that you want to apply the style
Subhead after a paragraph with the Body text
style.

To close the dialog box and apply the style to
the selection.



Select the first and second
paragraphs

In the Paragraph Styles panel,
right-click Body text — 1st
graf

Choose Apply “"Body text -
1st graf” then Next Style

Place the insertion point in the
second paragraph

Update the document
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spices. We'll mehide background

formation on each spice, along

To display the shortcut menu.

To verify that it uses the Subhead paragraph
style.
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Editing styles

Explanation You might want to edit a style after you’ve applied it to text in the document. For
example, you might want to increase the leading for the body text. To edit a style,
display the Paragraph Styles panel menu and choose Style Options to open the
Paragraph Style Options dialog box. Change the formatting as needed and click OK.
When you edit a style, the changes you make are automatically applied to any text that
already uses that style or that uses a style based on it (any child style).

Do it! C-3: Editing a style
Here’s how Here’s why
1 Place the insertion point in the You’ll edit the drop-cap formatting and the
first paragraph leading.

2 From the Paragraph Styles panel
menu, choose Style Options...

3 In the list on the left, select
Basic Character Formats

From the Leading list, select 18 pt

4 In the list on the left, select Drop
Caps and Nested Styles

Under Drop Caps, edit the
Characters box to read 1

Click OK To close the dialog box and apply the style

changes. The text that uses the style is updated
to reflect the changes.

5 Update the document
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Character styles

Explanation A character style is similar to a paragraph style, with two major differences. First, a
character style can contain only character formatting. Second, character styles can be
applied to individual characters, whereas paragraph styles uniformly format all text in a
paragraph.

As with paragraph styles, it’s easiest to define a character style by selecting text that
already contains the formatting that you want for the style.
To create a character style:

1 Select the formatted text that you want to use to create a character style.

2 From the Character Styles panel menu, choose New Character Style.

3 In the Style Name box, enter a name for the character style.

4 Click OK.
Do it! C-4: Creating a character style
Here’s how Here’s why
1 In the text frame containing the Ouilinder Cookhogk: -2

newsletter contents, select The new edition of &3

Outlander Cooking g is now
available. Order yours
today!

You’ll format each instance of the term
“Outlander Cooking” by using a character style.

Format the text as Bold Italic
2 Open the Swatches panel
Select Outlander Green
3 Open the Character Styles panel
Press and click To open the New Character Style dialog box.

Edit the Style Name box to read
Cookbook title

Check Apply Style to

Selection
Click OK To close the dialog box and apply the style to
the selection.
Next, you’ll use Find/Change to format other
occurrences of the phrase.
4 Press + To open the Find/Change dialog box.
Edit the Find what box to read If necessary.

Outlander Cooking
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5 Under Change Format, click The “Clear specified attributes” button.

From the Search list, select (If necessary.) To search the document, instead
Document of just the selected text.

Under Change Format, click The “Specify attributes to change” icon.

From the Character Style list,
select Cookbook title

Click OK
6 Click Find The first search term InDesign finds is the one
you’ve already formatted.
Click Find Next To find the next instance of the search term.
Click Change To apply the character style.

7 Continue finding and formatting
instances of the search term

Click Done To close the Find/Change dialog box.

8 Update the document
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Style groups

To create a style group:
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By placing styles into groups, you can organize them in folders. You can structure
groups into subfolders by nesting groups within groups. You can create groups for
character, paragraph, object, table, and cell styles.

1 In the Styles panel, do one of the following:

e Deselect all styles if you want to create a group at the root level.

e Open an existing group if you want to create a nested group.

o Select the existing styles to include them in a new group.

2 From the Styles Panel menu, choose New Style Group to create a group, or
choose New Group from Styles to place the selected styles into a new group.

3 Enter a name for the group and click OK.

C-5: Creating a style group

Here’s how

Here’s why

1 Deselect all layout objects

2 Open the Paragraph Styles panel

3 Seclect Body text — 1st graf

Press and select
Body text

4 From the panel menu, choose

New Group from Styles...

Edit the Name box to read
Body text group

Click OK

Select the styles Headline and
Subhead

From the panel menu, choose
New Group from Styles...

Edit the Name box to read
Headings group

Click OK

7 Update and close the document

You’ll group the body text styles and the
heading styles.

The body text styles are moved under the Body
text group folder in the Paragraph Styles panel.
You can expand and collapse the styles folder to
show and hide the nested paragraph styles.
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Unit summary: Typesetting

Topic A

Topic B

Topic C

In this topic, you threaded text between text frames and added jump-line page
numbers.

In this topic, you specified tab and indent settings, created bulleted and numbered lists,
controlled text flow by using keep settings, adjusted the space between paragraphs, and
created and applied paragraph rules. In addition, you used Find/Change to replace
formatting.

In this topic, you created, edited, and applied paragraph and character styles. You also
organized styles into style groups.

Independent practice activity

In this activity, you’ll thread text between text frames. You’ll also apply some
formatting to the text, create paragraph styles, and use Find/Change to change text
formatting.

The files for this activity are in Student Data folder Unit 4\Unit summary.
1 Open Typesetting practice.
2 Save the document as My typesetting practice.

3 On page 1, the text frame in the left column contains overset text. Thread the text
frame to the empty text frame in the right column; then continue threading the story
into text frames on the remaining pages. (These text frames are already correctly
sized and aligned, but they are not linked.) (Hint: Make sure frame edges are
showing.)

4 Each text frame (except for the next-to-last one) contains some text that should be
formatted as a bulleted list. Apply bullet formatting to the list in only one of the
frames; then adjust the indent so that the bullets aren’t flush with the left edge of the
frame.

5 By default, text placed from a Word document is formatted with styles from Word.
(Styles from other applications are indicated with a disk icon in the Paragraph
Styles panel.) Create a paragraph style for the bulleted list you’ve formatted; then
apply the style to the lists in the remaining text frames.

6 Use the Find/Change command to replace all straight quotes with typographers’
quotes. (Hint: In the Find/Change dialog box, use the Query list.)

7 Update and close the document.



Typesetting ~ 4-47

Review questions

1 You have a layout with guides for three columns. However, in one text frame, you
want to use three columns. How can you change the number of columns in a text
frame without creating additional frames or changing the layout settings?

A Choose Layout, Margins and Columns.

B Drag to adjust the size of the text frame.

C Select the text frame; then choose Object, Text Frame Options.
D You can’t because text frames can contain only a single column.

2 You have three text frames threaded together to display a story. If you delete the
second text frame, what happens to the text?

A The text flows into the third text frame.

B The text flows into the third text frame, but any text that was in the second text
frame is deleted.

C The text is loaded into the pointer.

D Nothing happens because you can’t delete a text frame that’s threaded to another
frame.

3 You find that your document text contains a number of widows and orphans.
Because you’re on deadline, you don’t want to spend time rewriting to fix the
problem. How can you eliminate the widows and orphans?

A Specify settings in the Text Frame Options dialog box.
B Specify settings in the Keep Options dialog box.

C Specify settings in the Paragraph Rules dialog box.

D Specify settings in the Text Wrap panel.

4 Your document contains text that was imported from a word processor. In the past,
you’ve noticed that sometimes quotation marks appear as straight quotes rather than
as typographers’ quotes. You also want to format only specific phrases with a
certain character style you’ve created. What dialog box can you use to do both of
these?

A The Preferences dialog box

B The Text Frame Options dialog box

C The Find/Change dialog box

D The Character Style Options dialog box

5 You’ve applied a paragraph style to some text. Afterwards, you formatted some
words as boldface. How can you override this local formatting?

A Press Alt and click the name of the paragraph style.
B Click the name of the paragraph style.
C From the Paragraph Styles panel menu, choose Style Options.

D Remove all formatting and start over.
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6 You want to format only specific words in a paragraph, but the same words are
repeated throughout your document. You’d like to be able to format the words
wherever they appear, without having to manually apply all of the formats each
time. How can you do this?

A InDesign won’t let you do this because you can apply styles only to entire
paragraphs.

B Insert nonbreaking spaces before and after the text, and then use a paragraph
style.

C Use a paragraph style.

D Use a character style.



Unit 5
Modifying items

Unit time: 90 minutes
Complete this unit, and you’ll know how to:

A Position text in text frames and format
frame edges.

B Place Photoshop images in documents,
adjust text wrap, modify graphics, and nest

frames.

C Group objects and manipulate objects
within a group.

D Create layers and assign objects to them.
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Topic A:

Explanation

Text frame options

This topic covers the following ACE exam objective for InDesign CSS5.

# Objective

2.3 Adjust the look of text inside a text frame by using Text Frame Options.

Positioning text within a text frame

In addition to positioning text by adjusting leading, paragraph spacing, and left and right
indents, you can position text within its text frame. You can vertically align text relative
to the text frame, and you can apply a text inset to add space between the text and the
frame edge. These techniques are useful when you want to format a text frame, such as
by adding a fill color or a stroke around it. By default, frame edges don’t have a stroke
applied and so are not visible.
To position text in a text frame:
1 Select the text frame and open the Text Frame Options dialog box.
e Right-click the selected text frame and choose Text Frame Options.
e Choose Object, Text Frame Options.
2 Click the General tab, if necessary, to display properties for the frame, as shown
in Exhibit 5-1.
3 To position the text vertically in the text frame, select an option from the Align
list under Vertical Justification. You can select Top, Center, Bottom, or Justify.
4 To inset the text, enter values for Top, Bottom, Left, and Right under Inset

Spacing.
5 Click OK.
Text Frame Opti
General | Baseline Options
Columns
Number: =2 Gutter: =|1p0
Width: | 14p4
|| [C] Fixed Column Width
| [ Balance Colurmins
|l Inset Spacing
|| = =
Top: |-|0p0 Left: || 0p0 I
| R o
Bottom: | 0p0 Right: = 0p0
Ll
| Vertical Justification
| Align: Top -
Paragraph Spacing Limit: | 0p0
||
|| [T 1gnore Text Wrap
[V] Preview ( OK | [ Cancel |

Exhibit 5-1: The General properties in the Text Frame Options dialog box
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First Baseline Offset

The baseline is the bottom of a line of text. You can position the first baseline in a text
frame so that it is offset from the top of the text frame by a specific amount. This value,
called the first baseline offset, can be based on various measurements, as described in
the table that follows.

Offset Description

Ascent (Default) The top of an ascender, as in a lower-case “d,” touches the top of the frame, as
shown in the first example in Exhibit 5-2.

Cap Height ~ The top of a capital letter touches the top of the frame.
Leading The first line’s leading value is the distance between the baseline and the top of the frame.

X Height The height of a lower-case character, such as the letter “x,” touches the top of the frame, as
shown in the second example in Exhibit 5-2.

Fixed The distance between the baseline and the top of the frame is set to a specific value.

— First baseline offset set to Ascent:

—
S ] c e the height of the ascender in a
lower-case letter, such as “d” or “i”

Baseline —

€6y, (TR L)

such as “x” or “e

o : — First baseline offset set to X Height:
) p ] c g the height of a lower-case letter,

Exhibit 5-2: First baseline offsets

You can also specify a minimum distance for the first baseline offset. For example, you
can specify an offset of 2p0; the offset will then be at least 2p0, and might be more if
one of the character offsets is greater than that amount.
To set the first baseline offset:
1 Select the text frame and open the Text Frame Options dialog box.
Click the Baseline Options tab.
From the Offset list, select an offset option.
In the Min box, set a minimum value, if necessary.

2
3
4
5 Click OK.
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A-1: Positioning text within a text frame
The files for this activity are in Student Data folder Unit 5\Topic A.

Here’s how

Here’s why

1 Open Modifying items

Save the document as
My modifying items

2 Go to page 1

3 Using the Selection tool, click the
text frame containing the list of
articles in the left column

Right-click the selected text frame

Choose Text Frame
Options...

4 Verify that the General tab is
active

5 Under Inset Spacing, edit the Top,

Bottom, Left, and Right boxes to
read 1p0

Under Vertical Justification, from
the Align list, select Center

Check Preview

Click OK

6 Update the document

If necessary.

The text is flush with the edges of the text
frame. You’ll inset the text and change the
alignment.

To display the shortcut menu.

To open the Text Frame Options dialog box.

Inset Spacing
Top: = 1p0 Left: = |1p0

Bottom: = 1p0 Right: = |1p0

To move the text away from the frame edge.
Later, you’ll format the frame edge with a
stroke.

To center the text vertically in the text frame.

(Move the dialog box so you can see the text, if

necessary.) To verify the settings.

To close the dialog box.
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Formatting frame edges

A frame edge in InDesign refers to the outer boundaries of a text or graphics frame. By
default, frame edges are visible onscreen so that you can work with page items, but they
do not print unless you have applied a stroke to them. In documents that contain
numerous text or graphics frames, visible frame edges can help to provide a sense of
order to the document by indicating the grouping of related items.

To format a frame edge:

1

2
3
4

Select the frame, and then activate the Stroke panel, shown in Exhibit 5-3.
From the Weight list, select a stroke weight.

From the Type list, select a stroke type.

In either the Swatches panel or the Color panel, select a color and shade for the
frame.

If you’ve selected a dotted or dashed line style, select a color from the Gap
Color list to format the gaps between the dots or dashes.

5STROKE | SWATC GRADIE bk [~=
Weight: 2 2pt - Cap:@-é [=
Miter Limit: =4 x Join:[[] R
aiign swoke: ([ I 3
Type —————
Startt MNone
End: Mone -
Gap Color: Z [Mon=] -
Gap Tint:  100% )

Exhibit 5-3: The Stroke panel
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Do it! A-2: Formatting a frame edge

Here’s how

Here’s why

1 Select the text frame containing
the newsletter contents

2 Press

3 Open the Stroke panel

From the Weight list, select 2 pt

From the Type list, select
Thick — Thin

4 Activate the Swatches panel

Click the Stroke icon, as shown

In the Swatches panel, click
Outlander Green

Deselect the text frame

5 From the Screen Mode menu,
choose Normal

6 Update and close the document

(If necessary.) You’ll apply a stroke to the edge
of the text frame.

To switch the screen mode to Preview.

Weight: (= 0pt -

Miter Limit: |~ |+ x

To display the stroke options for the text frame.
Because the Weight is set to 0 pt, the frame isn’t
visible.

(If necessary.) So that the formatting will apply
to the object’s stroke, rather than to the fill.

To see the results.
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Topic B: Graphics

Explanation

This topic covers the following ACE exam objectives for InDesign CS5.

# Objective

1.3 Given a scenario, work with master pages.

1.8  Modify and transform objects by using the transformation tools and the Control panel.
2.5  Manipulate text flow by using text threading, smart text reflow, resizing, and text wrap.
2.12 Rotate page spreads and, when required, clear the rotation.

4.3  Create a graphic frame that resizes its content automatically.

4.4  Hide or show layers in placed PSD, Al, INDD, and PDF files, and discuss how image transparency
is handled.

Modifying graphics

You can use graphics as a vital component to reinforce a document’s message. In
InDesign, there are many ways you can modify graphics to make them more engaging
or to fit them within the document’s layout the way you want. For example, you can
control the way text flows around images, rotate images, add strokes to graphics frames,
or anchor images to text. Keep in mind, however, that it’s always best to modify
graphics in an application such as Photoshop, if possible, because InDesign modifies the
way the graphic looks in the document, rather than modifying the graphic itself.

Placing Photoshop files

You can place Photoshop files in InDesign. If you are using Photoshop to generate the
graphics for a document, placing the PSD files in your InDesign document can save
time because you can view the images in the document without having to flatten them
first (combining all the layers in the Photoshop file into one layer). You can continue to
make updates and changes in Photoshop and see the results directly in the InDesign
document.

In InDesign, you can choose to show or hide a particular layer in the Photoshop graphic.
To do so, select the graphic and choose Object, Object Layer Options (or right-click the
graphic and choose this command from the shortcut menu). In the Object Layer Options
dialog box, shown in Exhibit 5-4, click to the left of each layer to turn visibility on or
off.




5-8 InDesign CS5: Basic, ACE Edition

fl— - e - — ™
Object Layer Options
. ik e e e et sl M m— a—
Show Layers
® e Bosk Brghmess -
S &
@ Mazin Cookbook's Drop Shadow
@ Back Books Brightnass " [T Preview
| Layer Comp:
|
|| -

[ Update Link Options
When Updating Link: Keep Layer Visibility Overrides -

T = — —

Exhibit 5-4: The Object Layer Options dialog box

Place Photoshop files the same way you place other image formats. If you want to make
substantial adjustments to the image, you can do so in Photoshop. When you import a
Photoshop file, InDesign maintains a link to the original file so that changes you make
in Photoshop are displayed in the document.
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Do it! B-1: Placing Photoshop files
The files for this activity are in Student Data folder Unit 5\Topic B.

Here’s how Here’s why

1 Open Modifying items2

Save the document as
My modifying items2

2 Go to page 2

3 Place the Cookbook file (From the Images folder, which is located in the
Common folder.) Cookbook is a Photoshop file.

4 Drag the graphic to the bottom of So that it overlaps the Outlander cookbook
page 2, as shown article and aligns with the top of the text frame
and the inside page margin.

Outlander| cookbook

Outlander Spices is proud companied with
to present our new cook- utlander pictures and e
book for 20091 The cook- | Cookling! It's simple | Jow instructions]

ook, titled Outlander| | tg usp, [and it’s Outlander 1 ||||mu|;- T
Cooking, not only con- also contains a M 0 il\'illﬁ-'
tains hundreds of great . sortment  of

recipes, but is alse a guide makingmy everyday recipes sent in tf
ffor incorporating our | cooking seem gour- readers all over

spices info your everyday | mgt! Salinsky, | v
cooking. Thur] There are
Outlander  Cooking parsley jelly, s

contains sidebars on spe: we sell [We take those Ings, and a
cial topics, such as “The classic| dishes you most of sances and

5 Right-click the graphic To display the shortcut menu.
Choose Object Layer To open the Object Layer Options dialog box.
Options... You’ll change which layers of the Photoshop
file are visible.
6 To the left of the Back Books Show Layers
Brightness layer, click the eye ® Main Book Brightness
icon, as shown & Masin Cookbook

A Main Cookbook’s Drop Shadow
%Back Books Brightness

Layer Comp:

To hide the layer.
7 Check Preview The background cookbooks in the image appear
brighter.
Click OK To close the dialog box.

8 Update the document
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Setting text wrap

Text wrap is a frame attribute that causes text behind a frame to flow around it so that
the text is not covered. By default, frames do not have a text wrap, so a graphics frame
that overlaps text will hide the text.

You can wrap text around any frame by specifying a contour option, which creates a
boundary based on a bounding box, automatic edge detection, an alpha channel, a
Photoshop path, a graphics frame, or a clipping path. For example, to wrap text around
an imported Photoshop image, first save the clipping path in Photoshop. When you
place the image in InDesign, select the Apply Photoshop Clipping Path option in the
Image Import Options dialog box. When wrapping text around the imported Photoshop
image, select the Photoshop Path contour option, which creates a path around the
clipping path saved in Photoshop.

To adjust text wrap for a frame:
1 Select the frame.
2 Choose Window, Text Wrap to open the Text Wrap panel, shown in Exhibit 5-5.

3 Click the desired button: No text wrap (default), Wrap around bounding box,
Wrap around object shape, Jump object, or Jump to next column.

4 In the Top, Bottom, Left, and Right Offset boxes, enter the distance you want
between the graphics frame and the text.

5 Ifyou’ve selected either “Wrap around bounding box” or “Wrap around object
shape,” then select an option from the Wrap To list to specify whether to wrap to
a specific side or wrap toward or away from the spine.

6 Ifyou are wrapping text around an object shape, select a contour option.

7 Settings take effect immediately. Make adjustments if necessary.

¥

+ TEXT WRAP | =

E H Invert

T |= r

o =] oes - WEN PP

- F - H— Offset boxes

= 1p0 EEQESES

Wrap Crptions:

Wrap To:  Both Right & Left Sides -

chede Inside Bdges

Exhibit 5-5: The Text Wrap panel
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Ignoring text wrap

Your layout might have an image to which you’ve applied text wrap. But you might
want some text to appear over a portion of the image, as shown in Exhibit 5-6. To create
this effect, you can set the text frame to ignore the text wrap settings of other frames.
Here’s how:

1 Select the text frame that should ignore text wrap.
2 Choose Object, Text Frame Options.
3 In the Text Frame Options dialog box, check Ignore Text Wrap. Click OK.

This image is formatted with
text wrap on all four sides

Hay leaves come m many vanehes. The
popular American vanety, lawus nebilis, also
known as sweet bay and laurel, 15 a kitchen

staple used widely to flavor meats, soups, stews, Nurmeg
eravies, and vegetable dishes The elliptical

This text frame

leaves are green, glossy, and generally grow to
about 3 mches in length.

By themselves, bay leaves are very bitter
and hard to chew. Rarely will you find them as
the main flavor in a dish. Instead, bay leaves
are typically used with other spices to brng
flavors togather, give dapth, and add richness
to many types of cocking. You can add them

The nutmeg free is an ever-
green that grows to a height g
almeost 30 faer. Inside the largs.)
wellow fruit is the heavy seed

used to make the spice numeg

has the Ignore
Text Wrap
option enabled

to fish dishes, meats, vegetables, soups, stews,
marmades, and sauces, even custards. The
key to getfing the most out of bay leaves 15 to
always use them sparingly. A little goes a long way!

One of the most flavorful uses for Bay leaves 15 m|
the classic herb combination Bouguet Gami, with]
parsley and thyme_ Traditionally, these fresh herbs are|

The bright rad By sar

reunding the seed is called ari
or mace, which is used sepa-

rately ro make another spice.

Exhibit 5-6.: Using Ignore Text Wrap

Text wrap on master pages

When you place an object on a master page, you might also have text on the master that
wraps around the object. But you might not want any text on the document pages to

wrap around the object. To apply text wrap on only a master page, first select the object.
Then, in the Text Wrap panel, choose Apply to Master Page Only from the panel menu.
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B-2: Adjusting text wrap

Here’s how

Here’s why

1 Select the Cookbook graphic

2 Choose Window, Text Wrap

3 Click

4 Click [{]

Edit the Left Offset box
to read Op6

Edit the Bottom Offset box
to read Op6 and press

5 Close the Text Wrap panel

Update the document

If necessary.

To open the Text Wrap panel. You’ll apply a
text wrap to the selected graphics frame.

The “Wrap around bounding box” button.

(If necessary.) So that you can set the offsets
individually. Because of how the graphic is
placed in the layout, you don’t need to specify
offsets for the top or right edges.

oo | vm [Soms
B [ oms  m [2]op

To apply the settings. The text now wraps
around the image.
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Modifying graphics

You might want to scale, skew, or flip objects in a document. You can specify
dimensions, positioning, and other attributes for frames by using the Control panel,
shown in Exhibit 5-7, or by using the Object menu. You can also use some tools to
transform objects. In addition to scaling objects by using the Selection tool, you can use
the Rotate, Scale, and Free Transform tools.

Scale X Rotation
X Locl:ation Wildth Percelntage Angle
|
=" ., =] o [a] ] —
com X+ {1500 Wi (= 15pD 3 5 100w i -
C1oL b
v+ [2] opo Hi 2 100 O e - S s 2 " -
I I I |
Y Location Height Scale Y Shear X Angle
Percentage
Rotate/  Content Stroke Object  Text
Flip Controls Weight Effects W{ap
| |
[ 1] ] [ 1 ]
ST TR FIEYAEE
E S W A R I | O we » | @ =
|
Stroke Type

Exhibit 5-7: The Control panel settings for a selected graphics frame

Frame fitting options

You can align graphics to frames by using the Fitting commands. You can adjust a
frame or its content so that they fit together correctly; just right-click a graphic, choose
Fitting, and then choose Fit Content to Frame, Fit Frame to Content, Center Content, Fit
Content Proportionally, or Fill Frame Proportionally.

You can specify a fitting option for placeholder frames so that when a graphic is placed
in a frame, the Fitting command is applied. To specify Frame Fitting options:

1 Select a frame.

2 Choose Object, Fitting, Frame Fitting Options.

3 In the Frame Fitting Options dialog box, specify the position (top, bottom, left,
right) of the bounding box to use to automatically crop the graphic. Use positive
numbers to crop the image, or use negative numbers to add space between the
image and the frame.

4 Specify the reference point to be used when graphics are automatically fitted or
cropped.

5 From the Fitting list, select Fit Content to Frame, Fit Content Proportionally, or
Fill Frame Proportionally.

6 Click OK.
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Auto-Fit

Another way to fit graphics to a frame is to use the Auto-Fit feature. Before placing the
graphic in a frame, check Auto-Fit in the Control panel. When you place the image, it
will automatically be sized to fit the frame.

Rotating frames and graphics

By default, when you use either the Rotate tool or the Control panel to rotate a frame,
the contents of the frame rotate as well. For example, if you rotate a graphics frame, the
image in the frame rotates in unison with the container. The following list describes
various ways to rotate objects:

e To rotate an object by using the mouse pointer, select the object and point to a
corner. The mouse pointer changes to a double-headed arrow. Click and drag; as
you do, the angle is displayed as a tooltip. Release the mouse button to complete
the rotation.

e To rotate an object by using the Control panel, select the object you want to
rotate and enter an angle in the Rotation Angle box.

e To rotate an object by using the Rotate dialog box, select the object and choose
Object, Transform, Rotate. In the Angle box, enter the angle of rotation for the
frame.

e To rotate an object by using the Rotate tool, select the object you want to rotate
and select the Rotate tool. The pointer changes to a crosshair. In the Control
panel, select a reference point around which to rotate the object. Drag anywhere
on the page to rotate the frame. As you drag, the Control panel shows the angle
of the frame.

To rotate the image independently of the graphics frame, select the image with
the Direct Selection tool; then use the Rotate tool.

In addition, you can use the Free Transform tool to rotate objects.

Scaling objects

In InDesign, there’s an important difference between scaling and resizing. You can scale
and/or resize an object’s frame, its contents, or both its frame and contents at the same
time. Resizing an object changes its width or height values. Scaling changes the width
and height values as a percentage of the object’s original scale, while also changing the
font size, stroke width, and so on.

To resize a frame (and not its contents), use the Selection tool to drag any of the resize
handles of an object; or enter values in the Width and Height boxes in the Control panel.
To resize a frame’s contents (and not the frame), use the Direct Selection tool to select
the frame’s contents; then either drag the resize handles or enter values in the Width and
Height boxes in the Control panel.

There are several ways to scale an object (both the frame and its contents):

e Use the Selection tool to select the object. Then enter values in the Scale X
Percentage and Scale Y Percentage boxes in the Control panel.

e Use the Selection tool to select the object. Then hold Ctrl+Shift and drag one of
the resize handles.

e Use the Selection tool to select the object. Then select the Scale tool and drag
the object’s resize handles. Press Shift while dragging to scale the object
proportionally. (Holding Ctrl while dragging with the Scale tool scales only the
object’s frame, not its contents.)
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Rotating page spreads

After text is rotated, it can become difficult to read. To compensate for that, you can
rotate the page view for a specific page or an entire spread. Start by selected the desired
page or spread in the Pages panel. Then, from the Pages panel menu, choose Rotate
Spread View and one of the following commands:

e 90°CW
e 90°CCW
o 180°
You can also access the same commands by choosing View, Rotate Spread.

To remove the rotation, select the page or spread in the Pages panel. Display the panel
menu and choose Rotate Spread View, Clear Rotation.
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Do it! B-3: Modifying graphics

Here’s how

Here’s why

1 Select the Cookbook graphic

2 In the Control panel, set the
object’s reference point to the top-
right, as shown

In the Control panel, edit the Scale
X Percentage box to read 75 and

press

3 In the Tools panel, click

Press and hold

Slowly drag the bottom-left corner
of the graphics frame up and to
the right

4 Go to page 6

(If necessary.) You’ll scale and resize this
graphic so that it fits in a single column.

Bl

When you scale the object, it will scale relative
to the top-right corner. This way, you won’t
have to realign the object to the page guide and
the text frame.

variety g0od and healthy.

To scale both the X and Y dimensions of the
object to 75%. If you’ve set preferences to
Adjust Scaling Percentage, the scale boxes show
75% after you press Enter or Tab. Otherwise,
they revert to 100%.

The object doesn’t fit precisely in the column
guides, so you’ll scale it manually.

(The Scale tool might be hidden under the Free
Transform tool.) The Scale tool scales both the
frame and its contents simultaneously.

To scale the graphic proportionally.

coun-

bes for want food 18
dress-  good and healthy.
variety Whether you want t

Until the left edge of the graphics frame aligns
with the column guide in the text frame.

The column on the left side of the page contains
a rectangle frame. You’ll place a photo in the
frame and adjust it so that it fits the frame’s
dimensions.



5 In the left column, use the

Selection tool to select the empty
rectangle frame

Press +@)

Double-click President

Choose Object, Fitting,
Fill Frame Proportionally

Press i twice

In the Control panel, check
Auto-Fit

Point to the empty graphics frame
and click

Point to the graphic

Drag the image to the center

9 Update the document
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To open the Place dialog box. Navigate to the
Images folder, if necessary.

To place the graphic in the frame. Because the
graphic is much larger than the frame, you need
to scale it to fit.

To fit the image proportionally. The height now
matches that of the frame, but the image doesn’t
fit horizontally and is not centered.

To undo the last two commands and reload the
mouse pointer with the President graphic.

To place the graphic again. This time it is fitted
to the frame.

To display the content grabber.
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Explanation

Do it!
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Nested frames

You can use text wrap to flow text around a graphic, but when the text re-flows because
you’ve edited it, the graphic stays in place in the layout. Instead, you might want a
particular graphic to appear along with specific text. With text wrap, text flows
independently of any graphics, so changes in the text will not automatically affect the
graphic’s position. But nesting a graphics frame within a text frame associates the
graphics frame with a particular location in the text itself. A graphics frame nested
within a text frame is treated like a text character.

To nest a graphics frame inside a text frame, click to place the insertion point within the
text, and then place the graphic. You can also cut and paste a graphic into a text frame.
Use the Text Wrap panel to adjust how the graphic interacts with the text around it, and
use the paragraph formatting controls to adjust the graphic’s position, just as you would
with text.

B-4: Nesting frames

Here’s how Here’s why
1 Go to page 5 You’ll create custom bullets for the directions
by adding a small graphic to the beginning of
each paragraph.

2 Under Method, place the insertion
point at the beginning of the first etho d

paragraph, as shown

reheat oven to 425 degrees.

Place the Small pepper graphic }Method

Preheat oven to 425 degrees.

(The Small pepper image is located in the
Images folder.) To nest the graphic in the text

frame.
Press To move the insertion point to after the graphic.
Press
3 Using the Selection tool, click the ~ You’ll scale it down, and then you’ll copy and
graphic paste it for the remaining bullets.
4 In the Control panel, edit the
Scale X Percentage box to read
50 and press
5 Press twice To nudge the graphic down slightly so that it

aligns better with the text.



6 Press -

Place the insertion point at the
beginning of the next paragraph

and press +
Press

Select the graphic and press
twice

7 Continue pasting the graphic at
the beginning of each of the

remaining paragraphs

8 Place the insertion point in the

text and press ¥

In the Control panel, edit the Left
Indent box to read 2p0

Edit the First Line Left Indent box
to read -2p0

9 Resize the text frame

10 Update and close the document
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To copy the graphic.

To paste the graphic.

Remember to press Tab after the graphic and to
nudge the graphic down each time.

You’ll format the text so that it has a hanging
indent.

So that it fits the overset text.
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Topic C: Grouped items

Explanation When you have multiple items that should always be treated as a unit, you might want
to make them a group. Grouping items makes it easier to scale, rotate, and resize items
that should be treated as a unit.

The Group command

To group items, select them (press Shift and click each item) and then choose Object,
Group. A dashed-line border appears around all the items, indicating that they are
grouped, as shown in Exhibit 5-8. When you use the Selection tool to select one of the
grouped items, all the items are selected because they act as one unit. To ungroup items,
select them and choose Object, Ungroup.

Exhibit 5-8: A border appears around grouped items

Do it! C-1: Grouping items
The files for this activity are in Student Data folder Unit 5\Topic C.
Here’s how Here’s why

1 Open Modifying items3

Save the document as
My modifying items3

2 Go to page 5 (If necessary.) You’ll group the objects that
make up the small informational box about
Stephanie Greene—the reader who provided this
month’s recipe.
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3 Select the picture of Stephanie
Greene

Press and click the text

frame below the picture

Press and click the green

rectangle

4 Choose Object, Group To group the objects together.

5 Drag the group to the indicated
position

6 Update the document
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Manipulating items within groups

After you’ve grouped objects, you can make adjustments to them without having to
ungroup them. For example, you can reposition items within a group, format frames,
and update content. You can use the Direct Selection tool to select an individual object
within a group. (Note that clicking a graphics frame with the Direct Selection tool will
select the content, not the frame.) You can then adjust that object as you would
normally, including replacing pictures and adding text.

If you click a group once with the Selection tool, you select the entire group. If you
double-click with the Selection tool, the specific item you clicked in the group is
selected.

You can also use the group selection buttons in the Control panel to select elements of a
group. To do so:

1 Using the Selection tool, click the group.

2 In the Control panel, click the Select content button.

3 Scroll through the group’s contents by clicking the “Select previous object in
group” and “Select next object in group” buttons.

4 To select either the contents or the container of a graphics frame, click the
“Select content” or “Select container” buttons with the graphics frame selected.

To move an object in a group without first ungrouping all the objects, select the desired
object within the group, using the method of your choice. Then drag the object.
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Do it! C-2: Manipulating items within groups

Here’s how

Here’s why

1 Select the grouped objects

2 In the Control panel, click

Click

3 Using the Selection tool, drag the
frame’s bottom handle down to
align with the bottom page margin

4 Click

5 Using the Selection tool, point to
the graphics frame

Drag the graphics frame as shown

6 Deselect the photo

7 Update and close the document

(If necessary.) You’ll resize the green rectangle.

(The “Select content” button.) To select the
contents of the group. The first object selected is
the photo of Stephanie Greene.

(The “Select next object” button.) To select the
next object in the group, the green rectangle.

(The “Select previous object” button.) To select
the picture again. You’ll adjust its position.

Don’t point to the center of the image. You will
not be using the content grabber.

Click the pasteboard or a blank area of the page.
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Topic D: Layers

Explanation

This topic covers the following ACE exam objectives for InDesign CS5.

# Objective

1.6  Use layers to organize the structure of a document.

1.8  Modify and transform objects by using the transformation tools and the Control panel.

Working with layers

For most layouts, you’ll likely have a combination of text, pictures, and other objects. It
can quickly become difficult to manage all of these objects, especially when some
objects overlap others. Layers are useful for managing all of the objects in a layout. For
example, you can put all of the graphics on one layer and all of the text on another.
Then, when you want to edit the text, you can hide the graphics layer. Layers are also
useful for hiding and showing objects. For example, to save printer ink, you might hide
the graphics layer when printing a draft of a document.

New layers

You create and manipulate layers by using the Layers panel, shown in Exhibit 5-9.
Every document contains a default layer, titled Layer 1, which cannot be deleted. To
create a layer, click the New Layer button (or hold Alt and click the New Layer button
to open the New Layer dialog box). Each additional layer is named with a successive
number and is assigned a color, which is used to identify which layer the page items are
on.

P.hGﬁ # LAYERS LINKS M| =

Toggle visibility—w [ || = -
T [# Layes 1

Toggle lock—

— Create new layer

Pages: 4.5, 2 Layers Al #——=1—Delete selected layers

Exhibit 5-9: The Layers panel

You rename a layer by double-clicking it to open the Layer Options dialog box, shown
in Exhibit 5-10. Enter a new name for the layer, select options for the layer, and click
OK.
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- ™

Layer Options
Name: | Graphicg
Color: [l Red - Cancel
| Show Layer | Show Guides
Lock Layer Lock Guides
| Print Layer
Suppress Text Wrap When Layer is Hidden

Exhibit 5-10: The Layer Options dialog box

To place new objects on a layer, select the layer you want in the Layers panel and add
the objects to the layout as you normally would. Items placed on a layer are outlined
with the color corresponding to that layer in the Layers panel. The outline color is
shown only when the object is selected.

Duplicating and deleting layers

When you duplicate a layer, you create a copy of all objects on that layer. This result
won’t be immediately noticeable, however, because InDesign places the copy directly
over the original. When you drag an object on a duplicated layer, you will see a copy of
the object below it.

To duplicate a layer, do the following:
1 Inthe Layers panel, select the name of the layer you want to duplicate.

2 From the Layers panel menu, choose Duplicate Layer “<Layer Name>" to create
a duplicate layer. The new layer uses the original layer’s name with “copy”
added after it.

3 Double-click the duplicated layer to open the Layer Options dialog box. Rename
the layer, change the layer color, and click OK.

To delete a layer, select it in the Layers panel, and then click the Delete selected layers
button or choose Delete Layer “<Layer Name>" from the panel menu. If there are
objects on the layer you are deleting, a dialog box will appear, warning you that the
layer contains objects.

Hiding and locking layers

You can click a layer’s visibility column to hide or show its contents, and click its lock
column to lock or unlock the layer. You cannot select or manipulate items on a layer
when it is locked. For example, you might lock a layer to prevent yourself from deleting
objects accidentally.

Printing layers

To prevent a layer from being printed, clear the Print Layer box when creating the layer.
When you print the document, you can specify whether to print hidden or nonprinting
layers. For example, you might use a layer to make notes to yourself about the layout,
which you wouldn’t want to print.



5-26  InDesign CS5: Basic, ACE Edition

Merging layers and flattening a document

To reduce the number of layers in a document, you can merge layers. When you merge
layers, the objects on the layers aren’t deleted. Instead, they are transferred to the target
layer, and only the layers themselves are deleted.

To merge layers, do the following:

1 In the Layers panel, press Ctrl and click the names of the layers you want to
merge.

2 Click the layer that you want to be the target layer. The pen icon next to the
layer name indicates which layer is the target layer.

3 From the Layers panel menu, choose Merge Layers to delete the other layers you
have selected while keeping the target layer. The objects from the other layers
will now appear on the target layer.

When you merge all layers into one, so that only a single layer remains, you have
flattened the document. To flatten a document by merging all of the layers, select the
first layer’s name in the Layers panel; then press Shift and click the last layer’s name.
From the panel menu, choose Merge Layers.

Do it! D-1: Creating a new layer
The files for this activity are in Student Data folder Unit 5\Topic D.

Here’s how Here’s why

1 Open Modifying items4

Save the document as
My modifying items4
2 Go to page 4 (If necessary.) It contains objects that fill the
page. You want to add a graphic behind the

objects to act as a watermark image.

3 Open the Layers panel

4 Press and click (The Create new layer icon.) To open the New
Layer dialog box.
Edit the Name box to read
Graphics
Click OK i I b Graphics A0
i I [# Layer 1

To close the dialog box. The Graphics layer is
selected in the Layers panel.

5 In the visibility column, next to ] | b Graphics o O
Layer 1, click the eye icon i i Lover 1

To hide the layer.



6 Place Watermark pepper onto
page 4

7 In the Control panel, select the
center reference point for the
object

Point to the top-left corner as
shown

Drag counterclockwise, and rotate
the graphic to about 28°

Release the mouse
8 Using the Selection tool, position

the graphic in the center of the
page, as shown

9 Update the document

Modifying items ~ 5-27

(The Watermark pepper image is located in the
Images folder.) The graphics frame has a red
outline, indicating that it is assigned to the
Watermark layer. The frame is assigned to the
Watermark layer because it was selected in the
Layers panel when you imported the graphic.

Tad

—

The mouse pointer changes shape, indicating
that you can rotate the image. (You can also use
the Rotate tool.)

Use the smart cursor information to set the
correct angle.

To complete the rotation.
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Layer stacking order

Explanation

Any new layers you add are, by default, placed on top of any previous layers. Any

objects you add to a layer will appear above any objects on layers below the current one.
To change the layer stacking order, drag a layer up or down in the Layers panel. If you
want the objects on a layer always to appear at the bottom of the stacking order, move
that layer to the bottom of the list in the Layers panel.

Do it! D-2: Changing the layer stacking order

Here’s how

Here’s why

1 In the Layers panel, to the left of
Layer 1, click in the eye column,
as shown

2 In the Layers panel, drag the
Graphics layer below Layer 1, as
shown

3 Double-click Layer 1

Edit the Name box to read Text
Click OK

4 Update the document

= |
@ I[>|.E",."E~"1

To show the default layer again. All items on the
page appear, and the watermark image appears
on top of the text. You want the image to appear
behind the text.

i I[)-LE\,@l
= |

The graphic now appears behind the text.

To open the Layer Options dialog box. You’ll
use this layer for text. When sending a document
to a commercial printer, it’s a good idea to have
all of your text on the top layer.
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Assigning objects
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to layers

You might want to move an object or a group from one layer to another. For example,
you might want to move an object from a lower layer to a higher one to make it appear
above all other objects in the layout. To do this, select the object in the layout; then, in
the Layers panel, drag the dot representing the selected item (shown in Exhibit 5-11) to

another layer.

Pages: 4-5, 2 Layers [l kil

EG LAYERS LINKS B | TS

= [ | — Selected-item icon
- I [» Graphics

Exhibit 5-11: The Layers panel showing the selected-item icon



5-30

Do it!

InDesign CS5: Basic, ACE Edition

Here’s how

D-3: Assigning objects to layers

Here’s why

1

10

Go to the master spread A-2-col
Select the banner at the top of the
left page

Press and select the
banner at the top of the right page

In the Layers panel, drag the

selected-item icon from the Text
layer to the Graphics layer

Select both text frames at the
bottom of the page

Go to the master spread B-3-col

In the Layers panel, hide the
Graphics layer

Show the Graphics layer

Go to the master spread
C-Cover 1

Move the top banner and the two
rectangles in the left column to

the Graphics layer

In the Layers panel, click as
shown

Update and close the document

You’ll add objects on your master pages to
layers.

=] [+ Tt
i hErqﬂs wl

The graphics frames now have red outlines,
indicating that they are assigned to the Graphics
layer.

(The text frames containing the marker for the
current page number.) Both of these are already
on the Text layer, so you won’t move them.

This master is a child of B-3-col. These graphics
are “inherited” from the parent master, so
they’re already on the correct layer.

First, select each object. Then, in the Layers
panel, drag the selected-item icon to the
Graphics layer.

aw lDText

Gl )| Graphics |

To lock the Graphics layer. You can’t select any
object on a layer when the layer is locked.
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Unit summary: Modifying items

Topic A

Topic B

Topic C
Topic D

In this topic, you learned how to position text in text frames and how to format
graphics frames so that they have visible edges.

In this topic, you learned how to place and manipulate Photoshop files in a document.
You also learned how to modify graphics and graphics frame containers independently
of one another. You then learned how to adjust text wrap settings and how to nest
frames.

In this topic, you learned how to group objects and manipulate objects within a group.

In this topic, you learned how to create layers and assign items to them. You also
learned how to change the layer stacking order and how to show and hide layers.

Independent practice activity

In this activity, you’ll adjust the look of a text frame by modifying the inset. You’ll also
place a Photoshop file, change which layers are visible, and apply text wrap to the
image. Finally, you’ll create layers and assign objects to them.

The files for this activity are in Student Data folder Unit 5\Unit summary.
1 Open Modifying items practice.
Save the document as My modifying items practice.
Set the top, bottom, left, and right insets of the text frame to 1p0.

2

3

4 Place the Cookbook file, located in the Images folder.

5 For the Cookbook image, hide the Back Books Brightness and Background layers.
6

Apply a text wrap of 0p9 to all sides of the cookbook image. (Hint: Choose Wrap
Around Object Shape.)

Rotate the Cookbook image to about 20°.

|

8 Arrange the Cookbook image in the layout as shown in Exhibit 5-12.
9 Group the three spice images at the bottom of the page.
10 Create a layer named Graphics and rename the default layer as Text.
11 Move the graphics to the Graphics layer.
12 Lock the Graphics layer.

13 Update and close the document.
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Note from the President

Exhibit 5-12: The document after Step §
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Review questions

1 You want to make the frame edge a 2pt red line. Which two panels or dialog boxes
could you use to do this?

A The Text Frame Options dialog box and the Stroke panel

B The Paragraph Styles panel and the Paragraph Rules dialog box
C The Swatches panel and the Effects panel

D The Swatches panel and the Stroke panel

2 After you format the edge of a text frame with a 2pt red stroke, you notice that the
text is flush against the stroke. You’d like to add space between the frame edge and
the text. How can you do this?

A Change the font size.

B Change the inset spacing in the Text Frame Options dialog box.
C Change the offset in the Paragraph Rules dialog box.

D Apply text wrap to the frame.

3 You’ve placed a graphic on top of a text frame, and you want the text to flow
around the graphic. You should select the graphic and choose:

A Object, Arrange, Send to Back
B Object, Transform, Move

C Window, Layers

D Window, Text Wrap

4 You’ve imported a Photoshop file that has layers, and you want to turn off one of
the layers. You should:

A Return to Photoshop to turn off the layer.
B Choose Window, Layers.

C Choose Object, Clipping Path.

D Choose Object, Object Layer Options.

5 You’ve placed several objects on a page. When you move one of the objects, you
want the others to move with it and stay in the same positions relative to one
another. You should select the objects and choose:

A Object, Group

B Object, Lock Position

C Object, Interactive, Move Options
D Object, Text Frame Options
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6 Several objects in a layout are grouped together. You want to adjust the position of

one of them. How can you select it in order to move it? [Choose all that apply.]
A Use the Direct Selection tool to drag the object.

B Use the Selection tool to click the object, and then drag it.

C Using the Direct Selection tool, press Ctrl and drag the object.

D Using the Selection tool, double-click to select the object, and then drag it.

Your layout contains pages that have many objects that overlap one another. For
editing purposes, you want to be able to access the desired objects and hide the ones
you don’t want right now. What is the best way to do this?

A Select the objects you want to group together and choose Object, Group.

B Create a separate master page for those objects that you want to associate with
one another.

C Create new layers and place each overlapping object on a layer, such that
overlapping objects are not on the same layer.

D When you want to edit an object underneath another object, move the topmost
object to the pasteboard.

After creating layers and placing objects on them, you want to move a particular
object to a different layer. First, select the object, and then:

A Choose Object, Arrange, Bring to Front.
B In the Layers panel, drag the icon representing the object to the desired layer.
C From the Layers panel menu, choose Layer Options for “<Layer Name>.”

D In the Layers panel, click the “Delete selected layers” button.



Unit 6
Finalizing documents

Unit time: 45 minutes
Complete this unit, and you’ll know how to:

A Print documents, create print presets, and
export documents to PDF.

B Prepare documents for commercial
printing.
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Topic A: Printing and exporting documents

This topic covers the following ACE exam objectives for InDesign CS5.

# Objective

9.3  Given a scenario, choose the appropriate Print dialog box options.

9.4  Given a scenario, choose the appropriate PDF Preset or PDF Export settings.

Document proofs

Explanation The main purpose of InDesign is to create documents for print, which can range from a
four-color print run at a commercial print shop to several copies on your own laser or
inkjet printer. In addition, you might want to generate a copy of a layout as a PDF file
so that you can preview and share the publication before it is printed.

The Print dialog box

To print a document on a desktop printer, choose File, Print to open the Print dialog
box, shown in Exhibit 6-1. You can select a number of options to customize your print
job; for most desktop printing, however, you’ll be most concerned with the settings in
the General and Setup categories.

Print Preset: [Default] -
Printer: HP Laserlet 5200 Series PCL 5 -
PPD:
N oo
Setup
Marks 2nd Bleed Copies: Colate [7] Reverse Order
Output
Graphics Pages
Color Management Pages: @ Al W oM
kel ) Range: |1-8
Summany
Seguence: Al Pages -
[] Spreads
[T] Print Master Pages
Options
Print Layers: Visible & Printable Layers -
[T Print Non-printing Objects
[] print Blank Pages
[T print Visible Guides and Baseline Grids
[ Save Preset... ] [ Setup... ] [ Print ] [ Cancel ]

Exhibit 6-1: The Print dialog box with the General options shown
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Print presets

After you specify print settings for a document, you can save them so that if you want to
print another copy later, you don’t need to make the same selections again. To save your
print settings, click Save Preset in the lower-left corner of the Print dialog box, name the
preset, and click OK. The next time you open and print the document, the settings will

be available in the Print Preset list.

To create or edit a print preset:

Finalizing documents

1 Choose File, Print Presets, Define to open the Print Presets dialog box, shown in

Exhibit 6-2. Then do one of the following:

e Click New to open the New Print Preset dialog box. It looks similar to the

Print dialog box shown in Exhibit 6-1.

e Click the name of an existing Print Preset and then click Edit to open the

Edit Print Preset dialog box.

2 Enter a name for the Print Preset and specify the print settings you want.

3 Click OK to save the settings.
4 Click OK to close the Print Presets dialog box.

-

-

Print Presets
"
Edit...
N
= Delete
Preset Settings: |
print Preses [Defaut] - |
Printer; Send To OneNote 2010
PPD: N/A o [
PPD File: N/A
Ganerzl
Copies: 1 - L
[

L

Exhibit 6-2: The Print Presets dialog box

When you want to use a print preset, you can select it from the Print Preset list in the
Print dialog box. When you select a print preset, its settings are automatically applied in

the Print dialog box.
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Do it! A-1: Printing a proof
The files for this activity are in Student Data folder Unit 6\Topic A.

Here’s how Here’s why

1 Open Finalizing1

Save the document as
My finalizing1

Choose File, Print...

From the Printer list, select HP

Laserlet 5200 Series PCL 5

Observe the options under
General

Check Spreads

In the list of categories, click
Setup

For Orientation, click the
Landscape button

From the Paper Size list, select
11x17

Under Options, select
Scale To Fit

In the list of categories, click
Output

Click Save Preset

Edit the Save Preset As box to
read HP Proof

You’ll prepare a document to print as a proof
before sending it to a commercial printer.

To open the Print dialog box.
If necessary.
Because the newsletter is laid out with facing

pages, you’ll print an entire spread on one sheet
of paper.

L
i)
=
-
T
m

¥| Spreads

Print Master Pages

Because you’ve selected Spreads, you’ll set the
orientation so that as much of the spread fits on
the paper as possible.

To display the setup options.

Orientation: ﬁ]%@ B

To change the paper size; “11x17” is sometimes
referred to as “Tabloid.”

To ensure that the spread will fit on a single
page.

Because you’ve selected the HP printer
description, the output options show the CMYK
color settings. You’ll capture these settings as a
preset.

(In the bottom-left corner of the dialog box.) To
open the Save Preset dialog box.
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8 Click OK

9 Click Cancel

Finalizing documents 6-5

Print Preset: HP Proof
Printer: HP Laserlet 5200 Series PCL 5

To save the preset and close the dialog box. The
preset appears in the Print Preset box and will be
available the next time you print a document.

To close the Print dialog box without printing.
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Explanation

InDesign CS5: Basic, ACE Edition

Exporting to PDF

Most designers need to share their documents with others. In addition to printing a
document, you might also need to e-mail a copy of it to a co-worker or post it online for
others to review.

PDF files

A PDF (Portable Document Format) file is a universal file format that preserves all the
fonts, formatting, graphics, and colors of a publication all in one file. PDF documents
provide a flexible way to share and print documents because you can open them on any
computer that has Adobe Reader installed, even if the original application or fonts are
not installed. PDFs can also have a much smaller file size than the original document,
which makes them ideal as e-mail attachments or for uploading to the Web.

To open PDF files, viewers must have Adobe Reader or another application capable of
opening PDF documents. Adobe offers a free downloadable version of Adobe Reader
on their Web site (www.adobe.com). Also, most Internet browsers now include a plug-
in for viewing PDF files online.

Using PDF presets

The presets provided with InDesign will cover most situations in which you need to
export an InDesign file as a PDF. When you select a preset, you can change settings as
necessary and save them as a new preset.

To export an InDesign file as a PDF:
1 Choose File, Adobe PDF Presets, and choose a preset:
e High Quality Print — Suitable for printing on desktop printers.

e PDF/X-1a:2001 — Widely used standard for professional printing. PDF/X
is a standard set of definitions that specify requirements for PDF
documents. This preset ensures that your document will print on a
professional press.

e PDF/X-3:2002 and PDF/X-4:2008 — Standard for professional printing
that isn’t yet as widely adopted as the PDF/X-1a:2001 standard. Use the
PDF/X-1a:2001 preset unless your professional printer requests one of
these more recent standards.

e Press Quality — Suitable for high-quality printing, but not PDF/X-
compliant and thus not recommended for professional printing.

e Smallest File Size — Creates a compressed PDF, with a smaller file size
but lower quality; suitable for e-mail, electronic distribution, or drafts.

2 In the Export dialog box, navigate to and select the location where you want to
save the PDF file.

3 In the File name box, enter a name for the PDF file.
In the Save as type list, verify that Adobe PDF is selected.

5 Click Save to close the Export dialog box and open the Export Adobe PDF
dialog box, shown in Exhibit 6-3.

6 Select an option from the Compatibility list. Some users might not have the most
recent version of Adobe Reader installed, so you might want to select an earlier
version. However, some more advanced options won’t be available for earlier
versions.
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7 Select options as necessary in the General, Compression, Marks and Bleeds,
Output, Advanced, and Security categories. The Summary category lists the
options you have chosen.

8 If you have changed any settings and want to save them to use later, click Save
Preset. Name the preset and click OK.

9 Click Export to export the PDF.

If you’re not sure which specific settings to use, contact your printing vendor and ask
how your document should be delivered.

| Export Adabe PDF
Adobe PDF Preset: [Smallest File Size] (modified) -
Standard: MNone - Compatibilty: Acrobat 6 (PDF 1.5) -
General Compression
Color Images
Marks and Bleads
Output Bicubic Downsampling to - 100 picels per inch
Advanced for images above: 150 pixels per inch
Seouity
Compression: Automatic (JPEG) - Tile Size: (128
Summary
Image Quality: Low -
Grayscale Irmages
Bicubic Downsampling to » [150 pixels per inch
for images above: 225 picels per inch
Compression: Automatic (JPEG) - Tile Size: (128
Image Quality: Low -
Monachrome Images
Bicubic Downsampling to » |300 pixels per inch
for images above: 450 pixels per inch
Commpression: CCITT Group 4 -
Compress Text and Line Art Crop Image Data to Frames
[ Bpot | [ Cancel

)

Exhibit 6-3: The Export Adobe PDF dialog box
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The following table describes each category in the Export Adobe PDF dialog box.

Category Used to...

General Select which pages to print, specify whether to print spreads or single pages, and select
other options.

Compression Select options for dealing with graphics in the document, depending on how you plan to
use it and whether you will need high-resolution graphics (for commercial printing) or
low-resolution graphics (for Web publishing).

Marks and Specify which printer’s marks to include in the PDF file and whether to include bleeds
Bleeds and slug areas.
Output Set options for color management and the PDF/X setting (if a PDF/X setting has been

selected from the Standard list).

Advanced Set options for embedding font subsets, OPI, transparency flattening, and Job
Definition Format (requires Adobe Acrobat Professional).

Security Specify whether to require passwords for opening the PDF file or for printing and
modifying the PDF file.
Do it! A-2: Exporting to PDF
Here’s how Here’s why
1 Choose File, To open the Export dialog box. You’ll create a
Adobe PDF Presets, PDF that you can e-mail to colleagues for
[Smallest File Size]... review. When sending the document to a

commercial printer, however, you should
typically use the PDF/X-1a:2001 preset.

From the Save in list, select the If necessary.
current topic folder

Edit the File name box to read
My PDF newsletter

Click Save To open the Export Adobe PDF dialog box.

2 Under Pages, verify that All To convert the entire document to a PDF.
is selected

Check Spreads

Check View PDF after To automatically open the PDF after you’ve
Exporting exported it.
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3 Display the Compression
options

Observe the options

Finalizing documents 6-9

In the list of categories, click Compression.

Compression

Color Images

Bicubic Downsampling to

Compression: Automatic (JPEG)

Image Quality: Low

-

for images above: |150 pixels per inch

100 piels per inch

Tile Size: (128

4 Click Export

Click OK

5 Observe the PDF document

Close Adobe Reader

6 Update and close the document

The compression settings generate a much
smaller file size, making the PDF easier to
e-mail or post online. If you wanted a high-
quality printout of the PDF, however, you would
need to select higher-image-quality settings and
set Compression to None (or select [Press
Quality] from the Adobe PDF Preset list).

One or more Warning boxes may appear.

(If necessary.) To close each warning and
convert the document to PDF.

After a few seconds, the PDF opens in Adobe
Reader.

There are five pages. Each page contains a
spread.

To return to InDesign.
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Topic B: Preparing for commercial printing

Explanation

This topic covers the following ACE exam objectives for InDesign CS5.

# Objective

2.2 Given an option, edit text.
2.8  Create a user dictionary and populate it with custom words.

4.5  Manage placed files by using the Links panel.

9.1  Troubleshoot common printing issues by using Live Preflight.

Preparing documents for printing

InDesign documents are often designed with the intent of being sent to a commercial
printer. Before you send a project to a commercial printer, however, you need to make
sure that the documents are complete and that you’re sending everything necessary for
the vendor to print the document. Making changes after you’ve sent your publication to
a printer can be very costly.

Checking spelling

As you prepare to send a publication to a commercial printer, it is always a good idea to
check for spelling errors. In InDesign, you can check spelling in a particular story or in
an entire document.

To check the spelling for a document:

1 Choose Edit, Spelling, Check Spelling to open the Check Spelling dialog box,
shown in Exhibit 6-4. The dialog box shows the first suspect word (if the
document contains any) in the Not in Dictionary box. If alternative spellings are
available in the dictionary, they appear in the Suggested Corrections list beneath
the suspect word.

2 Use the dialog box to replace or skip suspected misspellings.
o Enter the correctly spelled word in the Change To box to replace the
suspect word and click Change. InDesign replaces the current word with

the word you entered and displays the next suspect word. When all the
suspect words have been displayed, the dialog box closes.

e Click Skip to proceed to the next suspect word without changing the
spelling of the current one.

e Click Ignore All to stop checking this particular word if the spelling is
correct and the word recurs in the document.

e Click Change All to change all occurrences of the word to the spelling you
have specified.

e Select a spelling from the list of Suggested Corrections and click Change or
Change All.

e Click Add to add the current suspect word to the user dictionary. The Add
button is active when no words have been selected in the Suggested
Corrections list.

e Click Done to stop the spelling check and keep any changes already made.



www.SoftGozar.com

Finalizing documents ~ 6-11

3 When the spelling check is finished, a green checkmark appears in the dialog
box, with the words “Ready to Check Spelling.” Click Done to close the dialog
box, or click Start to start checking from the beginning.

Check Spelling =)

Mot in Dictionary: Done
thsp
Change To:
thsp Change
Suggested Corrections: Ignore Al
tubs o~
tabs Change A Il
tubes
tips = it
= Dictionary... |
tops
tapes
types 2

Add To: User Dictionary - Add

Case Sensitive
Language: English: USA
Search: Document -

Exhibit 6-4.: The Check Spelling dialog box

Dynamic spelling checking

InDesign can check spelling as you type. To enable this feature, choose Edit,
Preferences, Spelling to open the Preferences dialog box with the Spelling options
displayed. Check Enable Dynamic Spelling, and then select a color to indicate
misspelled, repeated, or uncapitalized words or sentences. When dynamic spelling is
enabled, InDesign underlines suspect words. Right-click the word to display a menu;
then choose one of the suggested words, open the dictionary, add the word to the
dictionary, or tell InDesign to ignore the word.

Autocorrect

By using the Autocorrect feature, you can tell InDesign to automatically correct
commonly misspelled words. Choose Edit, Preferences, Autocorrect and check Enable
Autocorrect. From the Language list, select the appropriate language. Check
Autocorrect Capitalization Errors to have InDesign automatically correct words that
should be capitalized. Click Add to add words that you commonly misspell, or select a
word from the list and click Remove to have InDesign stop correcting it.

The user dictionary

As you check the spelling in a layout, InDesign might list correctly spelled words as
suspect words. For example, many names are not recognized by InDesign and will be
identified as suspect words. You could click the Skip button to skip a word, but during
future spelling checks, the word will likely be identified as suspect again. To prevent
this from happening, you can add words to the default user dictionary or create a new
user dictionary to store words you commonly use. When you add a word to a user
dictionary, it will no longer be identified as a suspect word during spelling checks.
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Do it!
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To create a user dictionary, choose Edit, Preferences, Dictionary to open the Preferences
dialog box with the Dictionary options displayed. Under the Language list, click the
New User Dictionary button. Navigate to the location where you want to save the
dictionary, enter a name for the dictionary, and click Save.

If you want to use an existing user dictionary when checking spelling, click the Add
User Dictionary button. Navigate to and select the dictionary, and click Open.

You might have a text document that contains a list of words you want to add to the
dictionary. For example, a copyeditor might have compiled a list of uncommon words
used in the document and saved it as a text file. Or you might have added words to a
user dictionary in another application and then exported that dictionary as a text file.
You can import a word list (in a text file) into a dictionary in InDesign.

To import a word list into a user dictionary, first make sure that the words are separated
by a space, tab, or paragraph return. Then do the following:

1 Choose Edit, Spelling, Dictionary to open the Dictionary dialog box.

2 From the Target list, select the user dictionary you want to add the words to.
(You cannot add words to the default dictionary.)

~N N D AW

Click Open.

B-1: Checking spelling

From the Language list, select the appropriate language.

Click Import to open the Import User Dictionary dialog box.

Locate and select the text file containing the word list you want to import.
Select either Add to Dictionary or Replace Dictionary.

The files for this activity are in Student Data folder Unit 6\Topic B.

Here’s how

Here’s why

1 Open Finalizing2

Save the document as
My finalizing2

2 Go to page 1

3 Choose Edit, Preferences,

Dictionary...

4 Below the Language list, click

Navigate to the current topic
folder

Edit the File name box to read

My dictionary

Click Save

You’ll prepare a document to print as a proof
before sending it to a commercial printer.

(If necessary.) You’ll check for misspelled
words in the document. You’ll also create a user
dictionary to hold words commonly used in
Outlander Spices documents.

To open the Preferences dialog box with the
Dictionary section active.

(The New User Dictionary icon.) To open the
New User Dictionary dialog box.

If necessary.

To close the dialog box and create the
dictionary.



www.SoftGozar.com

5

6

10

Click OK

Place the insertion point at the top
of the contents story

Choose Edit, Spelling,
Check Spelling...

From the Search list, select
Document

Click Start

From the Add to list, select
My dictionary

Click Add

Click Skip

Under Suggested Corrections,
observe the list of words

Select e-mail

In the Change To box, add an s to
the end of “e-mail”

Click Change
Click Skip

Click Add

Finalizing documents  6-13

To close the Preferences dialog box.

:me the Charman .2
Jake Andrews shares

To start the spelling check at the beginning of
the document.

To open the Check Spelling dialog box.

(If necessary.) To check the whole document.

InDesign finds the first suspect word. In this
case, it’s a proper name, and it’s spelled
correctly. You’ll add it to your user dictionary.

Cruttander Cooking:, M

To add the word to the user dictionary and go to
the next suspect word. In this case, InDesign
interprets the previous exclamation point as the
end of a sentence and suggests that this word
should be capitalized, but it is correct the way it
is.

The next word InDesign finds is “emails.”
You’ll edit this word based on InDesign’s
suggestions.

Suggested Corrections:

em aik A
anylase
mails
Ameliz
=-mail
ambles
amazes
emblaze -

m

To add this word to the Change To box.

Change To:
e-mails

To make it “e-mails.”
To change the word in the document.
To go to the next suspect word.

To add “outlanderspices.com.”
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11 Continue with the spelling check

12 Click Done

13 Choose Edit, Preferences,
Autocorrect...

Check Enable Autocorrect
Click OK
14 Go to page 7

In the Spice collection story,
select set, as shown

Press

Type colection and

press
Press

15 Update the document

@ Ready to Check Speling Done
Start
LChanan Tos

Until you reach the end of the document. Add,
replace, or skip words as necessary. A green
checkmark and the words “Ready to Check
Spelling” appear in the dialog box when the
spelling checker reaches the end of the
document.

To close the dialog box.

While you were checking the spelling, you
noticed some text that you want to change.
You’ll enable the Autocorrect feature to reduce
the possibility of more spelling errors.

To open the Preferences dialog box with the
Autocorrect options displayed.

A list of commonly misspelled words appears.

i locti

eed a great way to start a collecfion of spices for ei
ther yourself or someone you know? Check out our
mew Outlander Spice Collection on sale now through
the end of the year.
The 3 includes:

InDesign automatically corrects the misspelled
word to “collection.”

To delete the extra space.
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Checking the links for graphics

Before you send a publication to a commercial printer, you should check picture links in
the document to ensure that all images are accounted for. Graphics placed in InDesign
documents are not copied into the document; instead, they are linked to the original file.
Therefore, only a screen-resolution preview of the image is stored within the document
file. If any graphics links are missing, the publication will print using the screen-
resolution versions, which will result in poor-quality images.

The Links panel lists graphics that have been placed in the document. Graphics that
have been copied and pasted from other applications, however, will not show up in the
Links panel.
To check graphics links and fix any problems in a document:

1 Choose Window, Links to open the Links panel.

2 Scroll through the list of graphics and view the status for each one.

3 Fix any missing or modified graphics. Click a graphics file listed as Missing or
Modified to select it.

e To fix a missing link, click the Relink button and navigate to the file’s
location. Select the folder and click Open.

e To update a modified link, click the Update Link button. InDesign
automatically updates the graphic with the modified version.

4 Close the Links panel.

To link an already linked graphic to a new file, select the graphic in the Links panel and
click Relink. Navigate to the desired folder, select the new file, and click Open.
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Do it! B-2: Checking linked graphics

Here’s how

Here’s why

1 Open the Links panel

2 Minimize the InDesign
application

3 In Windows Explorer, navigate to
the current topic folder

Create a folder titled
My spice images

Move Cinnamon, Coriander,
and Nutmeg to the My spice
images folder

4 Switch to InDesign

5 Observe the Links panel

6 In the list, select Cinnamon

Press and click

Coriander and Nutmeg

To view the list of linked graphics in the
document. You’ll organize some files before
sending them to the printer.

Student Data folder Unit 6\Topic B.

PAGES | LAYERS | LINKS | »» | ~=|

Name 1) D 5
‘ Cinnaman, tif ﬂ 5 -
$ Coriander tf (7] 5 M
M Greereong 5
&k Nutmeg.tf 7] 5 -

1 1 |

= 27 Links == 20 SE S

.

The three files you moved now have Missing
icons next to them.

You’ll re-establish the link with the file.

M Gresrepng 5

To select all three of the files.



7 Click [=2]

Navigate to the My spice
images folder

Click Open

Click OK

8 Update the document
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(The Relink button.) To open the Locate dialog
box.

To re-link the file. A message box appears,
stating that InDesign has found and re-linked the
other two missing files.

To close the message box.
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Checking fonts

As you create a publication, you typically place numerous files, each of which might
include any number of fonts (even in some graphics files). In addition, you might
experiment with various fonts before you settle on the ones you want to use. For this
reason, before you send your document to a commercial printer, you should ensure that
the document uses only the fonts you intended to use.

To check font usage in a document:

1 Choose Type, Find Font to open the Find Font dialog box.
2 If you want to replace a font with another one, select the font you want to
replace in the list.
3 Under Replace With, select a font family and type style from the drop-down
lists. Then do one of the following:
e To replace individual occurrences of the font, click Find First. Click
Change to change the font. You can also click Change/Find.
e To replace all occurrences of the selected font, click Change All.
4 Click Done to close the dialog box.
B-3: Checking font usage
Here’s how Here’s why
1 Choose Type, Find Font... To open the Find Font dialog box and view the
list of fonts used in the document. To be
consistent, you’ll use only Arial, Times New
Roman, and Trebuchet in the layout. The Fonts
list shows that somewhere in the layout, Calibri
was used.
2 In the Fonts in Document list, Fonts in Document:
select Calibri Regular Arizl Bold
Arisl Regulsr
Times Mew Roman Bold
Click Find First To see where the specified font is used in the

document. You’ll change it to Arial.

3 Under Replace With, from the

Font Family list, select Arial

Click Change/Find There are no more instances of this font in the

document. Calibri no longer appears in the Fonts
in Document list.

Click Done To close the dialog box.

5 Update the document
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Preflighting and packaging

In order for a commercial printer to successfully print a publication, they need more
than just the project file. Because the commercial printer is outputting the document
from a different computer and to a different printing device than those you’ve used to
create the document, it’s crucial that they have all the fonts, linked graphics, and setup
specifications you’ve used. Therefore, before you hand a project off to a commercial
printer, it’s useful to preflight the document by checking for problems such as missing
links or fonts, low-resolution images, overset text, and other conditions that might affect
the quality of the printed document.

Live preflight

As you work in a document, InDesign notifies you of any potential problems by using
live preflight. By default, live preflight checks for missing or modified links, overset
text, and missing fonts. In the status bar, the Preflight area, shown in Exhibit 6-5, either
warns of potential problems or indicates that the document has no errors.

To see information about any errors in the document, double-click the Preflight icon in
the status bar to open the Preflight panel, shown in Exhibit 6-6. In the Preflight panel,
expand the error categories to see information about the errors and on which pages the
errors occur. Click a page-number link on the right to go directly to the corresponding
error in the document.

G - P M @ler - @]

Exhibit 6-5: Live preflight

PREFLIGHT =

[licm Profile:  [Basic] {working) - &

Error Page

7 Owersat test (1)

Text Frame ]

[» Info

P 1emoe Pages: (@) All

Exhibit 6-6.: The Preflight panel
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Preflight profiles

By default, live preflight uses the Basic profile to preflight documents. You can create
custom profiles of your own to check for a number of conditions, or you can work with
your commercial printer to obtain a profile specific to their requirements. The profile
you use could also depend on the specific workflow for your document. For example,
you might use one profile for proofing and use another when sending the document to a
commercial printer, or you might have different profiles for different printers.

To create a custom profile:

1 Choose Window, Output, Preflight to open the Preflight panel.

2 From the panel menu, choose Define Profiles to open the Preflight Profiles
dialog box, shown in Exhibit 6-7.

3 Click the “New preflight profile” icon.
Edit the Profile Name box to give the profile a descriptive name.

5 Expand the categories to specify conditions for preflighting a document. Verify
that the boxes next to the categories you want to include are checked.

6 Click OK to save the profile.

Preflight Profiles

1 [Basic] Profile Mame: | My preflight profile
7 PR LTEEE + [¥] Image Resoketion -
D Color Image Masimum Resolution: |1200

[] Coler Image Minimum Reschtion: [250

O Grayscale Image Maximum Resolution: (1200

I [ Grayscale Image Minimum Resolution: (250

m

[ 146 Image Maximum Resolution: |240(
[] 14 Image Minimum Resohrtion: |00

[ Mon-Proportional Scaling of Placed Object

- |:| Uses Transparsncy
r [ image 1CC Profile
&= = [¥] Layer Visibiliry Overrides =

Embedded: Mo profile embedded, [ QK ] |_ Cancel ] I Save I

"

Exhibit 6-7: The Preflight Profiles dialog box

In addition to defining profiles for use on your computer, you can embed profiles in a
specific document. That way, when you send the document to someone else, that person
can use the same profile to preflight the document. To embed a profile, open the
Preflight Profiles dialog box and select the profile you want to embed; then choose
Embed Profile from the Preflight profile menu.

Likewise, you can export a profile to share it with others. To do so, choose Export
Profile from the Preflight profile menu in the Preflight Profiles dialog box.

Finally, you might receive preflight profiles from colleagues or from your commercial
printer. To use them in InDesign, open the Preflight Profiles dialog box. Then choose
Load Profile from the Preflight profiles menu.
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Do it! B-4: Preflighting a document

Here’s how Here’s why

1 In the status bar, observe the

Preflight icon

2 Double-click the Preflight icon

Expand the TEXT category

Expand the Overset text category

Click the page number, as shown

Double-click the bottom resize
handle of the text frame

Observe the Preflight panel

From the Preflight panel menu,
choose Define Profiles...

Click

Edit the Profile name box to read
My preflight profile

Expand the IMAGES and
OBIJECTS category

Expand the Image Resolution
category

Check Image Resolution

There is one error in the document, according to
the active preflight profile.

To open the Preflight panel.
To see that the error is overset text.

To see where in the document the error occurs.
It’s the text frame on page 6.

Error Page

= Owerset et (1)
Text Framea 3’7
K

To go to the error in the document.

To resize the frame so that there is no overset
text.

The error no longer appears.

Y our commercial printer has told you that you
should use only images with a resolution of at
least 250 ppi. In addition, you’ll check for
images with layer visibility overrides so that you
can be sure the correct layers are visible.

To open the Preflight Profiles dialog box.

(The “New preflight profile” icon.) To begin
creating a preflight profile.

To make the category active. When you do,
three of the options are checked automatically.
You’ll use these default settings.
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7 Scroll down and check
Layer Visibility Overrides

8 Click OK

9 In the Preflight panel, in the
Profile list, select
My preflight profile

Expand the IMAGES and
OBJECTS category

Expand the “Layer visibility
override” section

10 Click 2 as shown

=[] Image Resohition
[ coler Image Maximum Resohtion: | 1200
[] coler Image Minimum Resohstion: | 250
O Grayscale Image Maximum Resolution: |1200
[+ Grayscake Image Minimum Resclution: 250
[ 1t Image Mavimum Resohaion; |2400
[¥] 146t Image Minimem Resolution: |800

[ Mon-Proportional Scaling of Placed Cject

|:| Uses Transparency
Ir [ Image ICC Profile

[ Layer visibility Ovemides

To close the dialog box.

There are 18 errors in the document.

To see more information about the errors. To fix
the errors with image resolution, you would
need to obtain higher-resolution images and
re-link them.

To see instances of these “errors.” You intended
to override layers in these images, so they aren’t
actually errors. You just want to verify that the
correct layers are visible.

7 Layer visibility override {3)
Cookbook.psd

Qutlander address.indd

= |1

Fight banner.psd

To go to the error in the document. InDesign
goes to page 2 and zooms to show the image
with layer overrides. You could choose Object,
Object Layer Options to confirm that the
appropriate layers are visible or hidden.

Next, you’ll package the document to send it to
a commercial printer.
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Packaging a document

After you’ve preflighted a document, you can collect the materials and information
needed for commercial printing. InDesign gathers the fonts and linked files used in a
document into a folder, along with a copy of the document that you can send to a
commercial printer.

To package a document:

1
2
3

8

Choose File, Package to open the Package dialog box.
Check for errors in each category.

If necessary, close the Package dialog box and fix any errors. (Note that some
errors can be fixed in the Package dialog box. For example, you can find and
replace fonts, and you can re-link graphics.)

Click Package to open the Printing Instructions dialog box.

Enter the desired information, and click Continue to open the Package
Publication dialog box.

In the Folder Name box, enter a name for the package. InDesign will
automatically package all elements of the project in this folder.

Check options in the Package Publication dialog box. By default, Copy Fonts
(Except CJK), Copy Linked Graphics, and Update Graphic Links in Package are
checked. Click the Instructions button if you need to change the printing
instructions.

Click Package, and then click OK to agree to the font use restrictions.

When a document is packaged, InDesign produces the following files and folders:

Fonts — This folder includes the fonts used in the document. Sometimes a font
might have the same name but might look different on different machines,
affecting the look of your document and the flow of text. Or you might have
used a font that your printing vendor doesn’t have. Be aware of copyright
restrictions when distributing fonts in this way.

Links — This folder contains the original files that your document has links to.
The document itself contains only proxies of original files, so it is important to
have the originals in order to produce high-quality, high-resolution images in the
printed document.

Instructions.txt — This text file contains instructions to the commercial printer.
During the packaging process, you can specify what information to include.

Original InDesign document — InDesign includes a copy of the original
document.
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Do it! B-5: Packaging a publication
Here’s how Here’s why
1 Choose File, Package... To open the Package dialog box.
2 Under Package, observe the To see information about the fonts, links and
information images, and colors in the document.

Links and Images: 27 Links Fownd; 0 Modified, 0 Missing, 0 Inaccessible
5 Images: { Embedded, 2 use RGE color space
Links/Images with Layer Ovemides: 4

A warning symbol appears, indicating that the
document includes images that use the RGB
color space and that have layer overrides.

3 In the category list, click
Links and Images

Check Show Problems Only Links and Images

27 Links Found; 0 Modified, 0 Missing, O Inaccessible
5 Images: 0 Embedded, 3 use RGE color space
£3  Links/Tmages with Layer Overides: 4

Name Type Page Status
President.png Portzb...) RGE & Linked
Spicy buz..ings.psd Photoshop RGE & Linked

To see which images use the RGB color space.
To correct them, you would need to close the
dialog box and re-link them to CMYK images.

4 Click Package A dialog box appears, stating that the
publication must be saved to continue

Click Save To save the document. The Printing Instructions
dialog box appears. This information will be
saved as a text file and packaged with the
publication documents for the commercial

printer.
5 Click Continue To open the Package Publication dialog box.
Navigate to the current topic InDesign will automatically create a folder
folder containing the publication and related files.

Check View Report



6

10

Click Package

Click OK

Observe the Instructions file

Close Instructions

In Windows Explorer, navigate to
and open My finalizing2
Folder

Observe the contents of the folder

Switch to InDesign

Close the document

Finalizing documents ~ 6-25

A dialog box appears. Fonts are copyrighted and
cannot be freely shared. Commercial printers
have extensive font libraries and most likely
own the fonts you are using in your layout, so
you will click OK. If you are concerned about
the legality of sharing the fonts, click Back and
clear Copy Fonts (Except CJK).

To include the fonts in the package. InDesign
packages the document.

The Instructions file automatically opens after
InDesign has packaged the publication.

This folder contains all the files that have been
packaged.
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Unit summary: Finalizing documents

Topic A

Topic B

In this topic, you learned how to print documents, and you created print presets to
save specific print settings. You also learned how to export documents to PDF files.

In this topic, you learned how to prepare documents for commercial printing. You
learned how to check spelling for a document and how to check the graphics links and
fonts used. You also learned how to preflight a document and how to package all the
materials needed to send a document to a commercial printer.

Independent practice activity

In this activity, you’ll check spelling for a document. You’ll also change instances of a
specific font and create a PDF version of the document. Finally, you’ll preflight and
package all materials.

The files for this activity are in Student Data folder Unit 6\Unit summary.
1 Open Finalizing practice.
2 Save the document as My finalizing practice.
3 Check the spelling for the document.
4

Check the fonts used in the document. Change any font used in the body text so that
only Times New Roman is used.

5 Create a PDF version of the document that uses settings favorable for commercial
printing.

6 Preflight the document, using the profile you created earlier. (Hint: If this profile
isn’t available, use the embedded Image profile.)

7 Package all the materials for a commercial printer, saving the items in a folder
named My finalizing Practice within the Unit summary folder. Include all images
and fonts, and generate a report. Close the generated report.

8 Close the document. Close InDesign.

Review questions

1 In the Print dialog box, you’ve specified settings that you want to use when printing
your monthly newsletter. How can you save these settings?

A Choose File, Document Presets, Define.
B Choose File, Document Setup.

C In the Print dialog box, click Setup.

D In the Print dialog box, click Save Preset.

2 You want to e-mail a PDF version of your InDesign document to a commercial
printer. Which Adobe PDF preset should you choose? [Choose all that apply.]

A High Quality Print
B PDF/X-1a:2001

C Press Quality

D Smallest File Size
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3 Your document contains unusual words (such as scientific or technical terms) not
typically found in a general dictionary. You want a spelling check to recognize
these words as valid. Furthermore, you want to share this list of words with other
InDesign users. You should:

A Click Skip in the Check Spelling dialog box.

B Click Add in the Check Spelling dialog box to add the words to the default
InDesign dictionary.

C Choose Edit, Preferences, Dictionary and click the Add User Dictionary icon to
create a user dictionary.

D Keep a written list of word exemptions that you can pass along to your
colleagues.

4 A colleague has compiled a list of unusual words that occur in a document you are
working on. She doesn’t use InDesign. What’s the best way to get those words into
your user dictionary?

A You can’t. InDesign can’t do this.
B Manually enter them into your user dictionary.

C Ask her to export the word list as a text file from the program she is using. Place
the document into your InDesign document, run the spelling check, and add each
word to the user dictionary.

D Ask her to export the word list as a text file from the program she is using. You
can import the word list into your user dictionary.

5 While finalizing your document, you move some images into a separate folder.
What should you do next?

A Send an e-mail message to your commercial printer, telling her where to find the
images.

B Open the Links panel, select files whose links are missing, and click the Relink
button.

C Delete the original images. InDesign automatically saves a copy in the
document.

D Nothing. The document is ready to package and send to the commercial printer.

6 You want to make sure that your document doesn’t contain any overset text before
sending it to a commercial printer. What is the fastest and most reliable way to do
this?

A Double-click the Preflight icon to check for errors. By default, the Basic profile
includes overset text in the errors it checks for.

B Double-click the Preflight icon to check for errors. Create a profile that checks
for overset text.

C Package the publication. InDesign automatically corrects any overset text.

D Scan the document visually to look for overset symbols.
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Course summary

This summary contains information to help
you bring the course to a successful
conclusion. Using this information, you will
be able to:

A Use the summary text to reinforce what
you’ve learned in class.

B Determine the next courses in this series (if
any), as well as any other resources that
might help you continue to learn about
InDesign CSS5.



www.SoftGozar.com

S-2 InDesign CS5: Basic, ACE Edition

Topic A:

Course summary

Use the following summary text to reinforce what you’ve learned in class.

Unit summaries

Unit 1

In this unit, you explored the InDesign environment and learned about panels and
workspaces. You also learned how to set preferences, global and document defaults,
and object attributes. In addition, you learned how to use Adobe Community Help.

Unit 2

In this unit, you learned how to create a document and a document preset. Then you
learned how to create and place text and apply basic character formatting. You also
learned how to place graphics in a document. Finally, you learned about the difference
between named color swatches and unnamed colors, created custom color swatches,
and loaded and saved custom swatches.

Unit 3

In this unit, you learned how to position items precisely by using guides, the Control
panel, and smart guides. Then you learned how to create and edit master pages and add
automatic page numbers to them. You also learned how to apply master pages to
existing pages in a document and how to override master-page objects.

Unit 4

In this unit, you threaded text between text frames and added jump-line page numbers.
Then you specified tab and indent settings, created bulleted and numbered lists,
controlled text flow by using keep settings, adjusted paragraph spacing, and created
paragraph rules. In addition, you used Find/Change to replace formatting. Finally, you
worked with paragraph and character styles.

Unit 5

In this unit, you learned how to position text in text frames and how to format graphics
frames. Then you learned how to place and manipulate Photoshop files, modify
graphics and graphics frames independently of one another, set text wrap, and nest
frames. You also learned how to group objects and manipulate objects within a group.
Finally, you learned how to work with layers.

Unit 6

In this unit, you learned how to print documents, and you created print presets to save
specific print settings for documents. You also learned how to export documents to
PDF. Then you learned how to check spelling and how to check the graphics links and
fonts used. Finally, you learned how to preflight a document and how to package all
the materials needed to send the document to a commercial printer.
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Course summary S-3

Continued learning after class

It is impossible to learn how to use any software effectively in a single day. To get the
most out of this class, you should begin working with InDesign CS5 to perform real
tasks as soon as possible. We also offer resources for continued learning.

Next courses in this series

This is the first course in this series. The next courses in this series are:
e InDesign CS5: Advanced, ACE Edition
e InDesign CS5: Production, ACE Edition

Other resources

For more information, visit www.axzopress.com.
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Glossary

Baseline

The horizontal position on which a line of type sits.
Some lowercase letters—g, j, p, q, and y—extend
below the baseline.

Bleed

Any item that extends off the edge of the page to
ensure that no white gaps appear between the item and
the edge of the paper. The document is then printed on
oversized paper. When the paper is trimmed down to
size, the bleed item will extend to the edge of the paper.

Character style
A named set of character formats.

Child master

A master page that contains any objects you place
on the parent master and that is updated when you
update the parent.

Column guides
Nonprinting lines that identify column boundaries.

Desktop publishing

The use of personal computers to produce layouts
for print media as well as content for online use and for
portable electronic devices.

Document preset

A named collection of settings you save for page
size, number of pages, columns, margins, and bleed and
slug areas.

Drop cap

A typographic element, typically an oversized
initial letter, which extends down into a paragraph by
two or more lines.

Facing pages

A pair of pages laid out so that (after printing) one
page will be to the left of the binding and the other page
will be to the right.

Font

A set of characters, within a font family, with the
same size (measured in points), weight (such as Light,
Medium, Bold, or Black), and type style (such as
Italic); an example is 14pt Palatino Medium Italic.

Font family

A group of fonts, such as Times New Roman, that
share similar characteristics and are designed to be used
together. Also called a typeface.

Frame edges
The outer boundaries of a text or graphics frame.

Gutter
The space between columns.

Hanging indent

A paragraph format in which text below the first
line is indented, making it appear to “hang.” Hanging
indents are often used in bulleted and numbered lists.

Jump-line page humber

A continuation notice placed on each page
containing text that is flowed from one page to another.
The notice indicates which page an article either
continues on or is continued from.

Kerning

The horizontal space between a specific pair of
characters. The default is zero. Kerning is measured
relative to particular fonts, which means that changing
fonts will change the kerning proportionally.

Leading

The vertical space allocated to each line of text in a
paragraph. Leading is measured in points, and the
default setting is Auto. For 12-point type, this is
equivalent to 14.4-point leading.

Live preflight

An indication in the status bar that shows whether
your document contains any errors that would cause a
problem in the production stage.

Local formatting

Additional formatting attributes that you apply to
an individual selection in a paragraph that has a
paragraph style applied to it. Local formatting overrides
paragraph styles.

Margin guides
Nonprinting lines that identify a page’s margins.

Master page

A page that serves as a template for pages in a
document. Any items on a master page will
automatically be added to pages to which the master
page is applied.

Master text frame

An option you can select if you want InDesign to
automatically insert a text frame that’s the size of the
area defined by the page margins. The option is in the
New Document dialog box.
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Nested frame

A frame that’s located within a text frame. A
graphics frame nested within a text frame is treated like
a text character.

N-up views
Options for viewing multiple documents, where N
is the number of windows arranged.

Orphan

A paragraph’s last line when it appears as the first
line of a column or page, while all of the preceding
lines in the paragraph are in the previous column or

page.

Paragraph formatting

Any type of formatting that you can apply only to
entire paragraphs. Tabs, indents, and keep settings are a
few examples of paragraph formats.

Paragraph rule
A line above or below a paragraph.

Paragraph style

A named set of formats applied to entire
paragraphs and saved in the Paragraph Styles panel. A
paragraph style can contain both paragraph formatting
and character formatting.

Pasteboard

The area that surrounds the document pages. You
can store text and graphics on the pasteboard until you
are ready to use them. Items on the pasteboard do not
print, but they are saved with the document.

Power zoom
The process of using the Hand tool to zoom in a
document by clicking and holding, and then dragging.

Preflight

The process of checking a document for problems
such as missing links or fonts, low-resolution images,
overset text, and other conditions that might affect the
quality of the printed document

Ruler guides

Nonprinting horizontal or vertical lines you use for
aid in positioning items. Page guides appear on only a
single page; spread guides appear on all pages of a
spread and on the pasteboard.

Slug

The area that contains printing and customized
color bar information or instructions for printing the
document.

Smart guides

Nonprinting guides that provide information about
an object’s size, location, and alignment with the page
and with other objects in the layout.

Spread

Two or more pages that function as a unit. For
example, in an opened magazine, the spread consists of
the left and right pages.

Story

Text contained in a series of threaded frames.

Style
A named set of formatting specifications.

Text wrap
A frame attribute that causes text behind or in front
of a frame to flow around it.

Threading text

The process of flowing text from one frame into
additional text frames and then linking the frames so
together they form a story.

Tracking

A type of character formatting that tightens or
loosens the horizontal spacing of a block of text.
Adjusting tracking will not affect any kerning you have
applied.

Widow

A paragraph’s first line when it appears as the last
line of a column or page, while the remaining lines of
the paragraph appear in the following column or page.



www.SoftGozar.com

Index

A E

Add Anchor Point tool, 1-15 Ellipse Frame tool, 1-15

Adobe Community Help, 1-24 Ellipse tool, 1-16

Adobe Help Center, 1-28 Erase tool, 1-15

Adobe Swatch Exchange (ASE) format, 2-31 Eyedropper tool, 1-16

Autocorrect, 6-11

Auto-Fit, 5-14 F

B Files, placing multiple, 2-19
Find/Change dialog box, 4-31

Baseline, 2-10 Fonts, checking before printing, 6-18

Baseline offset, 5-3 Frame fitting options, 5-13
Frames

C Formatting edges of, 5-5

Nested, 5-18
Free Transform tool, 1-16

Character formatting options, 2-10
Character styles, 4-43

Color panel, 2-29 G
Color Picker, 2-31
Colors, creating, 2-28 Gap tool, 1-15
Columns Gradient Feather tool, 1-16
Adding to text frames, 4-5 Gradient Swatch tool, 1-16
Spanning multiple, 4-6 Graphics
Splitting paragraphs into, 4-6 Checking links for, 6-15
Content grabber, 2-19 File formats, 2-20
Control panel, 1-4, 1-17, 3-6, 5-22 Modifying, 5-13
Convert Direction Point tool, 1-15 Moving within frames, 2-19
Photoshop files, 5-7
D Placing, 2-18

Guides, setting preferences for, 3-4

Delete Anchor Point tool, 1-15

Direct Selection tool, 1-15 H

Document presets, 2-3

Document windows Hand tool, 1-10, 1-16
Elements of, 1-8 Hanging indents, 4-22
Viewing multiple, 1-11 Help Center, 1-28

Documents Help system, 1-24
Checking spelling in, 6-10
Creating, 2-2, 2-3 I
Exporting to PDF, 6-6 -
Flattening, 5-26 Import options, 2-25
Navigating in, 1-9 Indents
Opening and closing, 1-2 Hanglng, 4-22
Packaging, 6-23 Setting, 4-16 ,
Preflighting and packaging, 6-19 InDesign pages, placing, 2-24
Preparing for commercial printing, 6-10, 6-15 Info panel, 1-18
Saving, 2-6
Zooming in and out on, 1-10 J

Drop caps, 4-25

Jump-li bers, 4-8
Dynamic spelling checking, 6-11 UMP-TINE PASE NUMBELS,
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K

Keep settings, 4-19

Kerning, 2-10

L

Layers

Assigning objects to, 5-29
Changing stacking order of, 5-28
Creating, 5-24
Deleting, 5-25
Duplicating, 5-25
Hiding and locking, 5-25
Merging, 5-26
Printing, 5-25
Leading, 2-10
Line tool, 1-15
Links panel, 6-15
Lists, bulleted and numbered, 4-22
Live Preflight, 6-19

Master pages, 3-8
Applying, 3-18
Basing on layouts, 3-15
Basing on other masters, 3-14
Creating, 3-14
Loading, 3-15
Locking objects on, 3-11
Moditying, 3-20

Measure tool, 1-16

Inserting, 2-4
Rotating view of, 5-15
Pages panel, 2-5, 3-18
Panels
Displaying and hiding, 1-3
Docking and floating, 1-3
Paragraph formats, 4-11
Paragraph styles, 4-35
Paragraphs
Adding rules to, 4-28
Changing space between, 4-26
Keeping lines together in, 4-19
PDF files, 6-6
Pen tool, 1-15
Pencil tool, 1-15
Photoshop files, placing, 5-7
Picas and points, 2-4
Polygon Frame tool, 1-15
Polygon tool, 1-16
Power zoom, 1-10
Preferences
Default, 1-21, 1-22
Setting, 1-21
Preflight panel, 6-19
Preflight profiles, creating, 6-20
Print dialog box, 6-2
Print presets, 6-3

Nested frames, 5-18
New Document dialog box, 2-3
Note tool, 1-16

o

Rectangle Frame tool, 1-15
Rectangle tool, 1-16

Reference Point indicator, 1-17
Reference Point locator, 3-6
Rotate tool, 1-16

Rotating page spreads, 5-15
Ruler guides, 1-9, 3-2

Rules, adding, 4-28

S

Object layer options, 5-7
Objects

Assigning to layers, 5-29

Grouping, 5-20

Rotating, 5-14

Scaling, 5-14

Selecting within groups, 5-22
Orphans, 4-19

P

Packaging documents, 6-23
Page numbers
Inserting, 3-11
Jump lines for, 4-8
Page tool, 1-15, 2-6
Pages
InDesign, placing, 2-24

Scale tool, 1-16
Scissors tool, 1-16
Selection tool, 1-15
Shear tool, 1-16
Smart guides, 3-3
Smart Text Reflow feature, 4-3
Smooth tool, 1-15
Spelling, checking, 6-10
Stacking order, 2-20, 5-28
Stroke panel, 5-5
Styles
Basing on other styles, 4-39
Character, 4-43
Defining a Next Style for, 4-39
Editing, 4-42
Importing, 4-37
Organizing in groups, 4-45
Overriding, 4-36
Paragraph, 4-35
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Swatches, saving and loading, 2-31

T

Tabs, setting, 4-12, 4-17

Text
Adding to text frames, 2-9
Finding and changing, 4-31
Formatting, 2-10
Indenting, 4-16
Paragraph formats, 4-11
Placing, 2-15
Selecting, 2-9

Text frames
Multiple columns in, 4-5
Positioning text within, 5-2
Threading, 4-2
Unthreading, 4-3

Text wrap
Applying only on master page, 5-11
Ignoring, 5-11

Index

Setting, 5-10
Tools panel, 1-4, 1-15
Tracking, 2-10
Type on a Path tool, 1-15
Type tool, 1-15, 2-9

U

Units of measure, 2-4
User dictionary, using, 6-11

W

Widows, 4-19
Workspace settings, 1-5

Z

Zoom tool, 1-16
Zooming, 1-10
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