. Adobe InDesign 2 faN

Adobe

Classroom in a Book’

The official training workbook from Adobe
Kelly Kordes Anton & Tina Delarld



. Adobe InDesign 2% fal

Adobe

Classroom in a Book®

The official training workbook from Adobe
Kelly Kordes Anton & Tina DeJarld



Adobe InDesign Classroom in a Book® (2021 release)
© 2021 Adobe. All rights reserved.

Adobe Press is an imprint of Pearson Education, Inc. For the latest on Adobe Press books, go to www.adobepress.com.
To report errors, please send a note to errata@peachpit.com. For information regarding permissions, request forms,
and the appropriate contacts within the Pearson Education Global Rights & Permissions department, please visit
Wwww.pearson.com/permissions.

If this guide is distributed with software that includes an end user license agreement, this guide, as well as the software
described in it, is furnished under license and may be used or copied only in accordance with the terms of such license.
Except as permitted by any such license, no part of this guide may be reproduced, stored in a retrieval system, or
transmitted, in any form or by any means, electronic, mechanical, recording, or otherwise, without the prior written
permission of Adobe. Please note that the content in this guide is protected under copyright law even if it is not
distributed with software that includes an end user license agreement.

The content of this guide is furnished for informational use only, is subject to change without notice, and should not be
construed as a commitment by Adobe. Adobe assumes no responsibility or liability for any errors or inaccuracies that
may appear in the informational content contained in this guide.

Please remember that existing artwork or images that you may want to include in your project may be protected under
copyright law. The unauthorized incorporation of such material into your new work could be a violation of the rights of
the copyright owner. Please be sure to obtain any permission required from the copyright owner.

Any references to company names in sample files are for demonstration purposes only and are not intended to refer to
any actual organization.

Adobe, the Adobe logo, Acrobat, Acrobat Reader, the Adobe PDF logo, Classroom in a Book, Creative Cloud,
Illustrator, InDesign, Photoshop, PostScript, and Adobe Fonts are either registered trademarks or trademarks of Adobe
in the United States and/or other countries. Adobe product screenshots reprinted with permission from Adobe.

Apple, Mac OS, macOS, and Macintosh are trademarks of Apple, registered in the U.S. and other countries. Microsoft
and Windows are either registered trademarks or trademarks of Microsoft Corporation in the U.S. and/or other
countries. All other trademarks are the property of their respective owners.

Unless otherwise indicated herein, any third party trademarks that may appear in this work are the property of their
respective owners and any references to third party trademarks, logos or other trade dress are for demonstrative or
descriptive purposes only. Such references are not intended to imply any sponsorship, endorsement, authorization, or
promotion of Pearson Education, Inc. products by the owners of such marks, or any relationship between the owner
and Pearson Education, Inc. or its affiliates, authors, licensees or distributors.

Adobe Inc., 345 Park Avenue, San Jose, California 95110-2704, USA

Notice to U.S. Government End Users. The Software and Documentation are “Commercial Items,” as that term is
defined at 48 C.ER. §2.101, consisting of “Commercial Computer Software” and “Commercial Computer Software
Documentation,” as such terms are used in 48 C.ER. §12.212 or 48 C.ER. §227.7202, as applicable. Consistent with 48
C.ER.§12.212 or 48 C.ER. §§227.7202-1 through 227.7202-4, as applicable, the Commercial Computer Software and
Commercial Computer Software Documentation are being licensed to U.S. Government end users (a) only as Commercial
Items and (b) with only those rights as are granted to all other end users pursuant to the terms and conditions herein.
Unpublished-rights reserved under the copyright laws of the United States. Adobe Inc., 345 Park Avenue, San Jose, CA
95110-2704, USA. For U.S. Government End Users, Adobe agrees to comply with all applicable equal opportunity laws
including, if appropriate, the provisions of Executive Order 11246, as amended, Section 402 of the Vietnam Era Veterans
Readjustment Assistance Act of 1974 (38 USC 4212), and Section 503 of the Rehabilitation Act of 1973, as amended, and
the regulations at 41 CFR Parts 60-1 through 60-60, 60-250, and 60-741. The affirmative action clause and regulations
contained in the preceding sentence shall be incorporated by reference.

Executive Editor: Laura Norman

Senior Production Editor: Tracey Croom
Technical Reviewer: Jonathan Gordon
Copyeditor: Elizabeth Welch

Composition: Danielle Foster

Proofreader: Scout Festa

Indexer: James Minkin

Cover Illustration: Birgit Palma & Daniel Triendl
Interior Designer: Mimi Heft

ISBN-13: 978-0-13-687028-9
ISBN-10: 0-13-687028-7

ScoutAutomatedPrintCode


http://www.adobepress.com
mailto:errata@peachpit.com
http://www.pearson.com/permissions

WHERE ARE THE LESSON FILES?

Purchase of this Classroom in a Book in any format gives you access to the lesson files you'll

need to complete the exercises in the book.
1 Go to www.adobepress.com/InDesignCIB2021.
2 Sign in or create a new account.

3 Click Submit.

AdobePress = -

ot Bagaisas

Register a Product

Be s ]
1D or 13-chgt ISON o your procict e
P yins Poichac (i) Lo P o Dot
[l - Acns 12 Somricou o e prisen.
7801 16ET 0380 = A0 1 9 L 1 s S Puschinse

Pinke ria the beren for sgisting may vary By Pkt

Y

Answer the question as proof of purchase.

[N |

] W i o Gt

AdobePress —
e

My Registered Products

ouean ncher prodict nom:

"—! ok InDunign Clatmoses i Bosk 3621 rebsase

Note: If you encounter
problems registering your
product or accessing the
lesson files or web edition, go
to www.adobepress.com/
support for assistance.

The lesson files can be accessed through the Registered Products tab on your Account page.

Click the Access Bonus Content link below the title of your product to proceed to the
download page. Click the lesson file links to download them to your computer.

Note: If you purchased a
digital product directly from
www.adobepress.com
or www.peachpit.com,
your product will already
be registered. However,
you still need to follow
the registration steps and
answer the proof of purchase
question before the Access
Bonus Content link will
appear under the product on
your Registered Products tab.


http://www.adobepress.com/InDesignCIB2021
http://www.adobepress.com/support
http://www.adobepress.com/support
http://www.adobepress.com
http://www.peachpit.com

iv  ABOUT THE AUTHORS

About the Authors

Kelly Kordes Anton has written and edited dozens of books and training resources
on publishing technologies and InDesign, including eight previous editions of Adobe
InDesign Classroom in a Book. She is a freelance writer based in Littleton, Colorado.

Tina Dejarld has worked on the front lines of taking designs from the computer
screen to real-world production since before InDesign 1.0. As both a prepress
professional and production designer building files that will work correctly, she
has handled thousands of large and complex projects, becoming an expert on
InDesign best practices and techniques. Tina is currently senior production artist
at Prodigious Worldwide, a creative agency in Chicago.

Acknowledgments

This book would not have been possible without the contributions of several
invaluable collaborators. The authors would like to thank Laura Norman for put-
ting together a strong team; Jonathan Gordon, technical editor, for ensuring the
accuracy of every word on every page; Megan Ahearn, keystroker, for testing every
step in every lesson; Elizabeth Welch, copyeditor, and Scout Festa, proofreader, for
making sure every i was dotted and every t was crossed; Danielle Foster, production
specialist, for polishing the layout of every page and preparing final files for print;
and Tracey Croom, senior production editor at Pearson, for overseeing the entire
production process and keeping everybody informed and on track. In addition,

we appreciate the invaluable influence of John Cruise, whose contributions remain
throughout this book.



CONTENTS

GETTING STARTED 1
About ClassroominaBook.............c.ooooviiiiie, 1

PrerequUIsites .. ... e 1

Installing the software ............coiiiiiiiii i, 2

Onlinecontent ........cooviiiiiiiiii i 3

Saving and restoring the InDesign Defaultsfile .............. 4

TraiNiNg rESOUICES v v ettt eineaeenns 5

1 INTRODUCING THE WORKSPACE 6
Looking at the workspace..........c..coveiiiiiiiiiiin... 9
Plant a Working withpanels............coo i 18
Ei‘:g‘g;i%%n Customizing the workspace..............covviiiininon.s. 23
Lol Navigating throughadocument ........................... 27
L&ﬁﬂﬂ Usingcontextmenus ............oooiiiiiiiiiiiiiiin, 29
Using panel menus ........oovnitiiiinini i 29

Modifying interface preferences..................cooiiit 30
Exploringonyourown. ..o 32

2 GETTING TO KNOW INDESIGN 34
M Gettingstarted ... 36
!?mlgf:soms Viewing guides . ....ooiii i e 37
Adding text. ..ot e 38

Working with styles.........c.ooiiii i 41

Working with graphics. ...t 45

Working with objects ........cocovviiiiiii i 48

Working with objectstyles...............cooiiiiiiiatL. 50
Preflightingasyouwork ...........coooiiiviiiiiiiiinen... 51

Viewing the document in Presentation mode............... 53
Exploringonyourown...........cooiiiiiiiiiiii i 53

ADOBE INDESIGN CLASSROOM IN A BOOK (2021 RELEASE)

\'4



Vi CONTENTS

3 SETTING UP A DOCUMENT AND WORKING WITH PAGES

Adding new documentpages..................

Rearranging and deleting document pages. ... ..

Changing the size of pages within one

InDesign document.............coveiiiiiine...

Adding sections to change page numbering. ...

Overriding master page items and placing text

andgraphics ...

Printing to the edge of the paper: Using the

bleedguides ...
Viewing the completed spread.................

Exploringonyourown................c.o......

4 WORKING WITH OBJECTS

Gettingstarted ...

Introducing layers ............coiiiiiiiiiint.

Wrapping text around a graphic................
Transforming the shape of frames ..............
Transforming and aligning objects .............
Selecting and modifying grouped objects.......
Flowing type alongapath .....................
Drawing lines and modifying arrowheads ......
Finishingup ...

Exploringonyourown................c........

Gettingstarted ...
Creatinganew document......................
Creating and saving custom document settings
Creating a new document from a preset........
Working with masterpages....................

Applying master pages to document pages.....

Working with layers. ...t
Creating and modifying text frames............
Creating and modifying graphics frames .......

Adding metadata captions to graphics frames . .



5 WORKING WITH COLOR

6 FLOWING TEXT

How to grow
peas, please!

7 EDITING TEXT

130
Gettingstarted ........coviiiiii e 132
Managing color. ..ot 133
Defining printing requirements ................c.ooiaa.L 137
Creating Colors ... 139
ApplyiNg Colors. . ..o 145
Working with tint swatches ................ ...l 150
Working with gradients.............cocoiiiiiiiiiiin.t, 152
Working with colorgroups.............coiiiiiiiiinint. 155
Exploringonyourown..........cooiiiiiiiiiiiiii i 156

162
Gettingstarted ......ooviiiiii 164
Flowing text into an existing frame ....................... 165
Flowingtextmanually ...t 168
Creating text frames while flowing text.................... 170
Creating threaded frames automatically ................... 171
Flowing text automatically...................ooooiiiitt. 173
Using Find/Change to delete extra paragraph returns...... 176
Applying paragraph stylestotext ......................... 177
Adjusting columns. . .....oovii i e 179
Adding a jump line page number ................ooL 184
Exploringonyourown..........coiiiiiiiiiiii i 186

188
Gettingstarted ......ooviiiiii 190
Entering and importingtext ...t 191
Finding and changing text and formatting................. 193
Checking spelling. .......cooiiiiiiii e 197
Editing text by dragging and dropping.................... 200
Using the Story Editor. .........ooooi i 201
Trackingchanges .......ooviii i 202
Exploringonyourown. .........cooiiiiiiiiiiiiii i 203

ADOBE INDESIGN CLASSROOM IN A BOOK (2021 RELEASE)

vii



viii CONTENTS

8 WORKING WITH TYPOGRAPHY

‘ Jr;aw.l:;cr.ﬁcs

Gettingstarted ..ot
Adjusting vertical spacing...........c.ooviiiiiiii i
Working with fonts, type styles, and glyphs................
Working with columns. ...,
Changing paragraph alignment...............c..c.oo.
Creating adrop Cap....ovveni e
Adjusting letterand word spacing.............ocoiiiiinn.
Adjusting linebreaks.............coo i
Settingtabs ...t
Working with paragraph shadingandrules................

9 WORKING WITH STYLES

Gettingstarted ...t
Creating and applying paragraph styles ...................
Creating and applying characterstyles ....................
Nesting character styles inside paragraph styles ...........
Creating and applying object styles .......................
Creating and applying table and cell styles ................
Globally updating styles ...t
Loading styles from another document....................

Exploring onyourown. .........coviuiiiiiiiiiii i,

10 CREATING TABLES

Gettingstarted ..ot
Working withtables ...
Convertingtexttoatable................coiiiiiiiat
Changingrowsand columns.............covviiiennnn...
Formattingatable..............c.coiiiiiiiii i,
Adding graphicstotablecells..................o.ooiiatL.
Creatingaheaderrow ........coovviiiiiiiiiiiiiininn
Creating and applying table and cell styles ................

Exploringonyourown. .........coiiiiiiiiiiii i

206
208
209
211
218
220
222
223
225
228
232

236
238
241
245
247
254
256
262
264
266



11 IMPORTING AND MODIFYING GRAPHICS 292

Gettingstarted ..ot 294
Adding graphics from other programs..................... 295
Comparing vector and bitmap graphics ................... 295
Managing links to importedfiles ...................oooalt 296
Updating revised graphics ..........coovviiiinnnnnan... 299
Adjusting display quality ..o 301
Importing and sizing graphics...............coooiiiaa 302
Editing placed pictures .........coiiiiiiiii 307
Working with dropped backgrounds ...................... 308
Importing native Adobe graphicfiles...................... 312
Using subject-aware textwrap .........ccoovvvivenenenen... 318
Filling type with a graphic...............ocoooiiiia.t, 320
Using an InDesign library to manage objects .............. 322
EXploring onyourown. ........oeviiiiiiiiiiiiii i 326
12 WORKING WITH TRANSPARENCY 328
PT=d .© Gettingstarted ..o 330
e ; Creating a background graphic...................oooiiat 331
Applying transparency settings .............coiiiiiiia.L. 333
Adding transparency effects to imported vector
and bitmap graphics. ... 336
Importing and adjusting lllustrator files that
USE EranSPaAreNCY . ..ve ettt 339
Applying transparency settingstotext .................... 340
Working with effects. ...t 342
Exploringonyourown. ... 354
13 PRINTING AND EXPORTING 356
Gettingstarted ..o 358
Preflightingfiles ... 359
Previewing separations ...........ooiiiiiiiiiiiiiiii 361
Managing colors. ... ..o 365
Previewing transparency effects .................. .. ... 371
Previewingthepages.........coviiiiiiiiiiiiiiiinnn... 372
Creating an Adobe PDF proof .............ccovvviviiinnt. 372

ADOBE INDESIGN CLASSROOM IN A BOOK (2021 RELEASE)

ix



X CONTENTS

Creating a press-ready PDF and saving a PDF
Printing a proof and saving a print preset....
Packagingfiles ...t

Exporting graphics for the web and other
digital destinations .........................

Exploringonyourown................... ...

14 CREATING ADOBE PDF FILES WITH FORM FIELDS
Gettingstarted ...

Setting up a workspace for forms............
Adding formfields..........................
Setting the tab order of the fields ...........
Adding a button to submit the form.........

Exporting an interactive Adobe PDFfile .....
Testing your form in Acrobat Reader.........

Exploringonyourown......................

15 CREATING A FIXED-LAYOUT EPUB
GARDENLZ i Gettingstarted ...

EPUB: Fixed-layout versus reflowable........
Adding animation .............. ..o
Buttons ...
Adding multimedia and interactive elements
Exporting a fixed-layout EPUBfile ...........
InDesign PublishOnline ....................

Exploringonyourown......................

INDEX

preset .......

Creating a new document for fixed-layout export..........

386
388
389
390
395
395
397
397
398

400
402
403
403
404
408
415
422
424
426

428



GETTING STARTED

Welcome to Adobe® InDesign® (2021 release), a powerful page-design and
production application that offers precision, control, and seamless integration
with other Adobe professional graphics software. Writers, artists, designers,
and publishers can communicate to a broader audience than ever before through
an unprecedented variety of media.

Using InDesign, you can produce professional-quality, full-color documents and
print them using a variety of output devices, including desktop printers, high-
resolution imaging devices, and high-volume color printing presses. In addition,
you can design publications for a broad range of electronic devices, such as
tablets, smartphones, and e-readers, and export InDesign documents in several
formats, including PDF, HTML, and EPUB. InDesign supports this with its
seamless integration with other Adobe Creative Cloud (CC) components.

About Classroom in a Book

Adobe InDesign Classroom in a Book® (2021 release) is part of the official training
series for Adobe graphics and publishing software developed with the support
of Adobe product experts. The lessons are designed so that you can learn at your
own pace. If you're new to Adobe InDesign, you'll master the fundamentals and
learn to put the software to work for you. If you've already been using InDesign,
you'll find that this book teaches many advanced features and best practices,
including tips and techniques for using the latest version of InDesign.

Each lesson provides step-by-step instructions for creating a specific project.
You can follow the book from start to finish or do only the lessons that meet
your interests and needs. Each lesson concludes with several optional tasks
that let you further explore the features covered in the lesson, as well as a set
of review questions and answers.

Prerequisites

Before beginning to use Adobe InDesign Classroom in a Book (2021 release),
you should have a working knowledge of your computer and its operating

ADOBE INDESIGN CLASSROOM IN A BOOK (2021 RELEASE)



2 GETTING STARTED

system. Make sure that you know how to use the mouse and standard menus and
commands along with how to open, save, and close files. If you need to review these
techniques, see the help resources included with your operating system. Note that
when instructions differ by platform, Windows commands appear first, followed by
the macOS commands, with the platform noted in parentheses; for example, “Alt-
click (Windows) or Option-click (macOS) the button”

Installing the software

Before you begin using Adobe InDesign Classroom in a Book (2021 release), make
sure that your system is set up correctly and that you've installed the proper soft-
ware and hardware.

The Adobe InDesign software is not included with this book; you must purchase the
software separately (visit adobe.com/products/indesign). In addition to InDesign,
some lessons in this book have steps that can be performed with other Adobe
applications. You must install these applications from Adobe Creative Cloud onto
your computer. Follow the onscreen instructions.

Adobe Creative Cloud desktop app

In addition to Adobe InDesign, this training requires the Adobe Creative Cloud
desktop application, which provides a central location for managing the dozens

of apps and services included in a Creative Cloud membership. You can use the
Creative Cloud desktop application to access your Adobe Account; download and
install, launch, and uninstall applications; sync and share files; manage fonts and
CC libraries; access libraries of stock photography and design assets; and showcase
and discover creative work in the design community through Behance.

The Creative Cloud desktop application is installed automatically when you down-
load your first Creative Cloud product. If you have Adobe Application Manager
installed, it auto-updates to the Creative Cloud desktop application. If the Creative
Cloud desktop application is not installed on your computer, click the Download
button at adobe.com/creativecloud/desktop-app.html.

Classroom in a Book fonts

Most of the fonts used in the Classroom in a Book lesson files are installed with
InDesign. Some fonts are not installed with InDesign but are instead available
through Adobe Fonts, an online font service that offers free access to a vast library
of fonts for use in desktop applications and on websites.

The Adobe Fonts service is integrated with InDesign’s font selection features and
the Creative Cloud Desktop application. Adobe Fonts is included with your Creative
Cloud subscription. Internet access is required to activate Adobe Fonts.


http://adobe.com/products/indesign
http://adobe.com/creativecloud/desktop-app.html

Online content

Your purchase of this Classroom in a Book includes online materials provided by
way of your Account page on adobepress.com. These include:

Lesson files

To work through the projects in this book, you will need to download the lesson
files by following the instructions below.

Web Edition

The Web Edition is an online interactive version of the book providing an enhanced
learning experience. Your Web Edition can be accessed from any device with a con-
nection to the internet, and it contains:

e The complete text of the book
e Hours of instructional video keyed to the text

e Interactive quizzes

Accessing the lesson files and Web Edition

You must register your purchase on adobepress.com to access the online content: Note: Ifyou
encounter problems
registering your product
or accessing the lesson
files or Web Edition, go to
Click Submit. www.adobepress.com/
support for assistance.

1 Go to www.adobepress.com/InDesignCIB2021.

Sign in or create a new account.

2
3
4 Answer the question as proof of purchase.
5

The lesson files can be accessed from the Registered Products tab on your
Account page.

e Click the Access Bonus Content link below the title of your product to
proceed to the download page.

e Click the lesson file link(s) to download them to your computer.

6 The Web Edition can be accessed from the Digital Purchases tab on your
Account page. Click the Launch link to access the product.

If you purchased a digital product directly from adobepress.com or peachpit.com,
your product will already be registered. However, you still need to follow

the registration steps and answer the proof of purchase question before the
Access Bonus Content link will appear under the product on your Registered
Products tab.

ADOBE INDESIGN CLASSROOM IN A BOOK (2021 RELEASE) 3
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Note: If you can't
find the InDesign
Defaults file, either you
haven't started Adobe
InDesign yet or you
have already moved
the preferences file.
The preferences file is
created after you launch
the program the first
time and is updated
thereafter.

Note: If hidden
files are visible and you
still cannot locate the
preferences file, use
your operating system'’s
Find File feature and
search for “InDesign
Defaults”

4 GETTING STARTED

Saving and restoring the InDesign Defaults file

The InDesign Defaults file stores program preferences and default settings, such as
tool settings and the default unit of measurement. To ensure that the preferences
and default settings of your InDesign program match those used in this book, move
the current InDesign Defaults file to a different location before you begin working
on the lessons. When you have finished the book, you can return the saved InDesign
Defaults file to its original folder, which restores the preferences and default settings
used before you started working on the lessons.

Moving the current InDesign Defaults file

Moving the InDesign Defaults file to another location prompts InDesign to
automatically create a new one with all preferences and defaults set to their
original factory settings.

1 Quit Adobe InDesign.
2 Locate the InDesign Defaults file on Windows or macOS as described below.

3 If you want to restore customized preferences, move the file to another folder
on your hard drive. Otherwise, you can delete the file.

4 Start Adobe InDesign.

Locating the InDesign Defaults file on Windows

The InDesign Defaults file is located in the folder [startup drive]\Users\[username]\
AppData\Roaming\Adobe\InDesign\Version 16.0\en_US*\InDesign Defaults.

e The folder name may be different depending on the language version you
have installed.

e The AppData folder is hidden by default on Windows 10. To display the AppData
folder, click Appearance And Personalization in the Control Panel, and then click
File Explorer Options.

e Click the View tab in the File Explorer Options dialog box; select Show Hidden
Files, Folders, And Drives, and then click OK.
Locating the InDesign Defaults file on macOS

The InDesign Defaults file is located in the folder [startup drive]/Users/[username]/
Library/Preferences/Adobe InDesign/Version 16.0/en_US*/InDesign Defaults.

e The folder name may be different depending on the language version you
have installed.

e To access the Library folder, choose Go > Go To Folder from the Finder menu.
Type ~/Library in the Go To The Folder box, and then click OK or Go.



Restoring the saved InDesign Defaults file

If you want to restore your customized InDesign Defaults file that you moved to
another location:

1T Quit InDesign.

2 Locate your saved InDesign Defaults file, drag it back into its original folder,
and replace the current InDesign Defaults file.

Training resources

Adobe InDesign Classroom in a Book (2021 release) is not meant to replace docu- Note: Adobe
mentation that comes with the program or to be a comprehensive reference for periodically provides
updates to software.
You can easily obtain
this book. For comprehensive information about program features and tutorials, these updates through

every feature. Only the commands and options used in the lessons are explained in

refer to these resources: Creative Cloud.

Adobe InDesign Learn & Support: helpx.adobe.com/indesign.html is where you can
find and browse Help and Support content on Adobe.com. Adobe InDesign Help and
Adobe InDesign Support Center are accessible from the Help menu in InDesign.

Adobe Support Community: community.adobe.com lets you tap into peer-to-peer
discussions, questions, and answers on Adobe products.

Adobe InDesign product home page: adobe.com/products/indesign provides
information about new features and intuitive ways to create professional print and
digital layouts.

Adobe Add-ons: creative.adobe.com/addons is a central resource for finding
tools, services, extensions, code samples, and more to supplement and extend your
Adobe products.

Resources for educators: adobe.com/education and edex.adobe.com offer a trea-
sure trove of information for instructors who teach classes on Adobe software. Find
solutions for education at all levels, including free curricula that use an integrated
approach to teaching Adobe software and can be used to prepare for the Adobe
Certified Associate exams.

Adobe Authorized Training Centers: Adobe Authorized Training Centers
(AATCs) employ only Adobe Certified Instructors and offer instructor-led
courses and training on Adobe products. A directory of AATC:s is available
at learning.adobe.com/partner-finder.

ADOBE INDESIGN CLASSROOM IN A BOOK (2021 RELEASE) 5
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INTRODUCING THE
WORKSPACE

Lesson overview

In this lesson, you'll learn how to do the following:
«  Open documents.

+ Select and use tools.

e View information in the Properties panel.
+ Use the Control panel.

+ Manage document windows.

»  Work with panels.

+ Customize the workspace.

» Change the magnification of a document.
» Navigate through a document.

« Use context menus and panel menus.

e Change Interface preferences.

This lesson will take about 45 minutes to complete. To get the lesson files
used in this chapter, download them from the web page for this book

at www.adobepress.com/InDesignCIB2021. For more information, see
“Accessing the lesson files and Web Edition” in the Getting Started section
at the beginning of this book.


http://www.adobepress.com/InDesignCIB2021

Plant a
Humming-
nird Garden

Learn to select and
tend flowers that attract

hummingbirds, flourish
in our climate and create
fabulous flowerbeds.

The intuitive Adobe InDesign interface makes it

easy to create compelling layouts. It is important

to understand the InDesign work area to make the
most of its powerful layout and design capabilities.
The customizable work area consists of the document
window, menus, pasteboard, Tools panel, and other
panels, such as the Properties panel.




Note: If you have
not already downloaded
the project files for
this lesson to your
computer from your
Account page, make
sure to do so now. See
“Getting Started” at the
beginning of the book.

Note: The screen
captures in this book
show the Medium Light
interface. Interface
elements such as panels
and dialog boxes will be
darker on your screen
if you are using the
default interface. You
will learn to change this
interface preference
later in the lesson.

8 LESSON 1

Getting started

In this lesson, you'll practice using tools and panels and navigating through a

simple layout. You will use this document only to explore the InDesign work area.

The lesson file represents the final version of the document—you will not make

permanent changes to objects, add graphics, or modify text. Rather, you will reverse
any changes you make using Edit > Undo. Understanding the Undo feature helps
you experiment and recover from any mistakes.

1

To ensure that the preferences and default settings of your InDesign program
match those used in this lesson, move the InDesign Defaults file to a different
folder following the procedure in “Saving and restoring the InDesign Defaults
file” on pages 4-5.

Start InDesign. The InDesign Home screen displays.

Click the Open button. (If the Home screen does not display, choose File > Open
from the InDesign menu bar.)

Adobe InDesign 2021

0_Start.indd
22 minutes age

Open the 01_Start.indd file in the Lesson01 folder, located inside the Lessons
folder within the InDesignCIB folder on your hard drive.

If an alert informs you that the document contains links to sources that have
been modified, click Update Modified Links.

If the Welcome panel or the Learn panel displays, click its close box in the upper-
left corner.

Choose File > Save As, rename the file 01_Intro.indd, and save it in the
Lesson01 folder.

Using the scroll bars on the document window, scroll down to see the second
page of the postcard, and then scroll back up to the first page of the postcard.

Introducing the Workspace



Looking at the workspace

The InDesign work area encompasses everything you see when you first open or @ Note: The first time
create a document. By default, InDesign shows tools and panels available in the you open a document,
E tial ) Y tomize the InDesi K ¢ it K tool tips appear next to
ssentials workspace. You can customize the InDesign work area to suit your wor panels in the work area,
style. For example, you can choose to display only the panels you frequently use, and the Learn panel
minimize and rearrange panel groups, resize windows, and so on. By default you displays. Click the Learn
will see the following: Ela dneeil ts close boxto

e The menu bar at the top of the screen
e The Tools panel, docked at the left side of the screen

e The Properties panel and other commonly used panels, docked at the right side
of the screen

The configuration of the panels in the work area is referred to as the “workspace.”
You can save your custom workspace setup or choose among special-purpose set-
ups, such as Digital Publishing, Printing And Proofing, and Typography.

Menu bar Default panels in the Essentials workspace

?;f:? aenn; . .i—-___t——____——_l _
view scale I

Tools — ~

panel | Plant a

' I Humming-
Pasteboard 7| bird Garden
Learn to 1d
Document —— I
window
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Tip: The building
blocks of InDesign
pages are objects,
which include frames
(for containing text and
graphics) and lines.

Note: If you do
not see tool tips when
pointing at tools, select
Tools Tips in InDesign
Preferences. To do this,
choose Edit > Prefer-
ences (Windows) or
InDesign > Preferences
(macOS) and click Inter-
face. Tool Tips settings
are found under Cursor
And Gesture Options.

Selecting and using tools

The Tools panel contains tools for creating and modifying page objects, adding and
formatting text and images, and working with color. By default, the Tools panel is
docked to the upper-left corner of the work area. In this exercise, you will select
and experiment with several tools.

Using the Selection tool

The Selection tool lets you move and resize objects, and it lets you select objects for
formatting, such as applying a fill color. Here, you will click to select the Selection
tool. Later, you will experiment with other methods of selecting tools.

1 Locate the Tools panel at the far-left side of the screen.
2 Point at each tool in the Tools panel to see its name.

3 Click the Selection tool ( ) at the top of the Tools panel.

@ InDesign File Edit Layout
® o fH

¥ 01_Introndd @ 120% [GPU Preview)

il T e el
F'h.

4 Click near the hummingbird’s beak to select the graphics frame containing the
hummingbird photograph.

5 Drag the frame up and to the left to see how frames move.
The frame’s location on the page is shown near the Selection tool pointer and
in the Properties panel at the right. In addition to viewing information in this

panel, you can make adjustments to selected objects. For example, you can crop
the image.

ng X |-043in | w350
v:FETﬂ H:i_iin

6 After you release the mouse button, press Ctrl+Z (Windows) or Command+Z
(macOS) to undo the move.

7 With the Selection tool still selected, click other objects on the page and
drag them to new locations. The page contains another image in a graphics
frame, a rectangular text frame, and an elliptical text frame. Undo each move
immediately after you do it.

10 LESSON 1 Introducing the Workspace



Using the Type tool

Now you will switch to the Type tool, which lets you enter, edit, and format text.
Rather than clicking to select it, you will use its keyboard shortcut.

1 Point at the Type tool ('T) to display its tool tip. The letter shown in parentheses
indicates a single-letter keyboard shortcut for selecting this tool. In this case,
the letter is T.

2 Point at various other tools to see their single-letter keyboard shortcuts.

3 Press T on the keyboard to select the Type tool. Click after the word
“flowerbeds” and the period on the right side of the postcard.

4 Type a space and a few characters to get a feel for the Type tool.

Learn to select and

tend flowers that attract

hummingbirds, flourish

in our climate and create

fabulous flowerbeds. Text insertion bar

5 Press Ctrl+Z (Windows) or Command+Z (macOS) to undo any changes to the
postcard text.

6 With the Type tool still selected, click in other words and revise the text. Undo
each change immediately after you do so.

Using the Line tool and Hand tool

Now you will switch to the Line tool, which lets you create horizontal, vertical, and
diagonal lines. Once you have experimented with the Line tool, you will select the
Hand tool temporarily by holding its keyboard shortcut: H. When you release the
keyboard shortcut, InDesign reverts to the previously selected tool. This technique
is useful for quickly using a tool—for example, you might use the
Hand tool to move to another area of a page and then create a
line there.

1 Click the Line tool (/) to select it.
2 Drag to create a line anywhere on the page.

3 With the Line tool still selected, press and hold the H key on
the keyboard. While you hold the H key, the Hand tool (¥ )
is selected.

© Note: The single-
letter shortcuts do not
work when the text
insertion bar is in text.

> Tip: Asyou

learn InDesign and
experiment with
layouts, remember that
you can undo as many
changes as you want.

> Tip: To constrain

the Line tool to creating
horizontal, vertical, or
45-degree lines, press
the Shift key as you draw.
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> Tip: To easily create
asquare or circle, press
the Shift key while you
draw with the Rectangle
Frame tool or with the
Ellipse Frame tool.

4 Drag the Hand tool around to view another area of the page. When you release
the H key, the Line tool remains selected.

5 Press Ctrl+Z (Windows) or Command+Z (macOS) to undo the line creation.

Using the Rectangle Frame tool and the Ellipse Frame tool

So far, you have selected tools that display on the Tools panel in three ways:

(1) clicking them, (2) pressing a keyboard shortcut, and (3) holding a keyboard
shortcut to select the tool temporarily. Now, you will select a tool that is not visible
on the Tools panel. A small triangle in the lower-right corner of a tool indicates a
menu of additional hidden tools.

The triangle indicates a menu
of additional tools.

In this exercise, you will create frames by selecting and using the Rectangle Frame
tool and then the Ellipse Frame tool. You would create these frames to contain
imported graphics and text.

1 Choose View > Screen Mode > Normal so that you can see the frames that
contain graphics and text.

N

Press F on the keyboard to select the Rectangle Frame tool (&L.).

3 Scroll to the left to view the pasteboard surrounding the document. Click and
drag to create a rectangular graphics frame.
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4 Press Ctrl+Z (Windows) or Command+Z (macOS) to undo the frame creation.

5 To see the Ellipse Frame tool, press and hold on the Rectangle Frame tool to
display additional hidden tools.

6 Select the Ellipse Frame tool (&,), and notice how it replaces the Rectangle > Tip: You can
Frame tool. Alt-click (Windows) or
Option-click (macOS) a
tool in the Tools panel
to alternate between
the tools in a menu.

7 Drag to create an oval graphics frame anywhere on the page or pasteboard.

8 Notice the object placement information shown in the Transform area of the > Tip: Other options

Properties panel. Press Ctrl+Z or Command+Z as many times as necessary to in the Properties panel
allow you to format
any selected object. For
example, you can apply
a fill color or stroke to
the object.

undo the frame creation.

9 Press and hold the Ellipse Frame tool to display the menu, and choose the
Rectangle Frame tool to display it again. This is the default tool that displays.

10 Review the remaining hidden tools. Click each tool with a triangle and hold
down the mouse button to see its menu of additional tools. The tools with menus
for hidden tools include Content Collector, Type, Pen, Pencil, Rectangle Frame,
Rectangle, Free Transform, Color Theme, Apply Color, View Options, and
Screen Mode.

ADOBE INDESIGN CLASSROOM IN A BOOK (2021 RELEASE) 13



Tip: To customize
the options showing
in the Control panel,
click the gear icon (%)
at the far-right side of
the panel.

Tip: You can also
move and resize objects
by entering values
in these fields and
by dragging objects
with the mouse.

Tip: Press the Shift
key while clicking the
up and down arrows
to increase the size in
larger increments.

Reviewing the Control panel

InDesign provides many more panels than are shown in the default Essentials

workspace. In this exercise, you will switch to the Advanced workspace to view the

Control panel, which displays immediately below the menu bar and offers quick

access to full options for editing selected objects.

As with the Properties panel, the Control panel is context sensitive, which means
it displays settings based on what you have selected on the page. Additionally, the
Control panel displays more or less settings depending on the size of your screen.

1

If necessary, choose View > Screen Mode > Normal so that you can see the
frames that contain graphics and text.

To ensure that the panels and menu commands match those used in this
lesson, choose Window > Workspace > [Advanced], and then choose
Window > Workspace > Reset Advanced. Notice the Control panel across
the top of the screen.

In the Tools panel, select the Direct Selection tool ( [*).

Click the hummingbird image. The Control panel provides options for
controlling the size and position of the graphics frame, the scale of the image,
and other attributes.

In the Control panel, click the up and down arrows next to the Scale X
Percentage and Scale Y Percentage fields to see how you can resize the image.

. "N

ﬁ ¥e D 41 WD At
¥od adm | wTiasere

Q| Advnces = oo
-op& Mo -
- @ DIEE T 1>

Press Ctrl+Z (Windows) or Command+Z (macOS) as many times as necessary
to undo any changes.

In the Tools panel, select the Type tool ( T)).

Click in the word “Hummingbirds” The Control panel now provides options for
controlling paragraph and character formatting. If necessary, click Character
Formatting Controls (J) at the far left side of the Control panel.

Double-click to select the word “Hummingbirds” and click once on the down
arrow on the Font Size field, as shown, to decrease the size of the type.

. A Adobe Inbesign 2021 Q M | Adamcad = |- o

B ur:!@:m--m;n& S o S A e - EEsa .
N e Tl

e = TrT ¥ B v s o Gaghu O L EEEH

10 Press Ctrl+Z or Command+Z to undo the change.

11 Click the pasteboard (the blank area outside the pages) to deselect the text.
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Reviewing the document window and pasteboard

The document window and pasteboard have the following characteristics: > Tip: You can
change the size of
e Controls for displaying different pages in the document are in the lower-left the pasteboard in
corner of the document window. Preferences > Guides
& Pasteboard >
e Each page or spread is surrounded by its own pasteboard. Pasteboard Options.

* You can use the pasteboard as a work area or a storage area—for example,
to place design elements not yet included in the page layout.

Now, you will look at the pasteboard and review features on the document window.

1 To see all the pages in the document and the pasteboard, you will decrease the

view scale. Click the Zoom Level menu in the lower-left corner of the document
window, and then select 75% from the menu.

In the 75% view, you will see a circular text frame on the pasteboard to the right
of page 1.

2 In the Tools panel, select the Selection tool ( ).

3 Click the circular text frame, which contains the words “free community workshop
series” Drag the frame to the document page and see how it looks in various spots.

Plant a
Humming-
bird Garden

in our clima
Tabulous fow

4 Press Ctrl+Z (Windows) or Command+Z (macOS) to undo the change.
5 Choose View > Fit Page In Window.

6 In the lower-left corner of the document window, click the arrow next to the
Page Number box to display a menu of document pages and master pages.
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7 Choose 2 from the menu to display page 2 in the document window.

8 Click the arrow to the left of the Page Number box to turn back to page 1.

9 Choose View > Screen Mode > Preview to hide the frame guides.

Working with multiple document windows

When you open multiple documents, each document displays in its own tab of the
main document window. You can also open multiple windows for a single document
so that you can see different parts of the layout at one time. Essentially, you can see
more than one view of a document at the same time. Here, you'll create a second
window so that you can see how changes to the headline affect the entire page. The
techniques you use here for arranging document windows can be used with differ-
ent views of the same document and for any other open documents.

1 Choose Window > Arrange > New Window For 01_Intro.indd.

A new window, titled 01_Intro.indd:2, opens. The original window is now titled
01_Intro.indd:1.

2 Select the Zoom tool () in the Tools panel.

3 In the second window, 01_Intro.indd:2, click five times on the word
“WORKSHOP” to zoom in on the text.

Notice that the other window stays at its original magnification.
4 Press T on the keyboard to select the Type tool (‘T.).

5 In the second window, click at the end of the word “WORKSHOP” and add an
“S” to make it plural: WORKSHOPS.

Notice the change in both windows.

Planta
Humming-
bird Garden

Plant a
Humming-
bird Garden

Introducing the Workspace



“WORKSHOP”

additional windows.

to arrange open windows.

each window.

Press Ctrl+Z (Windows) or Command+Z (macOS) to restore the word

Choose Window > Arrange > New Window For 01_Intro.indd to create

Choose options from the Window > Arrange submenu to see the various ways

Choose Window > Arrange > Consolidate All Windows. This creates a tab for

Window RG]
Arrange »

Workspace
Find Extensions on Exchange...

Articles
CC Libraries
Color
Comments
v Control
Editorial
Effects
Info
Interactive
Layers
Learn
Links
Object & Layout
Output
Overlays
Pages
Properties
Stroke
Styles
Text Wrap
v Tools
Type & Tables
Utilities

+ Application Frame

!

>
»
K6
>
30
8

¥rz

#F0

> Consolidate All Windows .
XiEw

New Window for 01_Intro.indd

»

»

01_Intro.indd:1 @ 22% [GPU Preview]
01_Intro.indd:2 @ 22% [GPU Preview]
v 01_Intro.indd:3 @ 94% [GPU Preview]

I Tile All Vertically
== Tile All Horizontally
= 2-up Horizontal
Bl 2-up Vertical
= 3-up Horizontal
M 3-up Vertical
BE 3-up Stacked
=2 4-up

HB 4-up Vertical
= 4-up Horizontal
BE 4-up Stacked
BE 5-up Stacked
s B-up

&8 6-up Stacked

Cascade
Tile

Float in Window
Float All in Windows

Split Window

Minimize
Bring All to Front

#BM

10 Click the tabs in the upper-left corner (below the Control panel) to control
which document window to display.

Note: The tabs may

display in reverse order

on your screen.

11 Click the Close Document Window button on all the additional tabs, leaving one
open. It doesn’t matter which one remains open.

o ‘;.. ntre

12 If necessary, choose View > Fit Page In Window.
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Tip: As you become
comfortable with
InDesign, experiment
with configuring the
panels and workspace
to best meet your
needs. You will soon
find out which panels
you use the most,
where you like to keep
them, and what size is
best for your needs. You
may even prefer to store
panels on a second
monitor.

Tip: When a panel is
floating, you can click its
close box (#) to close it.

18 LESSON 1

Working with panels

InDesign provides many panels that provide quick access to commonly used tools
and features. By default, various useful panels are docked at the right side of the
screen. (Think of a dock as a collection of panels “glued” together.) The panels that
display are different depending on the selected workspace, and each workspace
remembers its panel configuration.

You can reorganize panels in various ways. Here, you'll experiment with opening, col-
lapsing, grouping, stacking, and closing the default panels in the Advanced workspace.
Feel free to experiment with panels as much as you want, as selecting Window >
Workspace > Reset Advanced will restore the panels to their original locations.

Opening and closing panels

To display a hidden panel, choose the panel name from the Window menu (or a
submenu of the Window menu). Various text-formatting panels are available in
the Type menu as well. If the panel name has a check mark, it is already open and
in front of any other panels in its panel group. In this exercise, you will open, use,
and close the Info panel, which provides feedback about anything you select in
the document.

1 Choose Window > Info to open the Info panel.
2 In the Tools panel, select the Selection tool ( ).

3 DPoint at and click various objects on the page to view their details.

E3 “
% Info =
X:5.31in w:
+ Y:3.4750n ow:
D: 4

Location: Macinto...1_Intro.indd
Last Modified: 9/24/20, 1:40 PM
Author:
File Size: 1604 KB

4 Choose Window > Info again to close the Info panel.

Many panels have keyboard shortcuts shown in the Window menu. The key-
board shortcuts let you toggle panels open and closed.

5 Press Ctrl+Alt+6 (Windows) or Command+Option+6 (macOS) to close the
Control panel. Press the keyboard shortcut again to reopen it.

Introducing the Workspace



Expanding and collapsing panels

In this exercise, you will expand and collapse a panel, hide the panel names, and
expand all the panels in the dock.

1 In the dock to the right of the document window, click the Pages panel icon to
expand the Pages panel.

Clicking a panel icon is handy if you want to open a panel, use it briefly, and
then close it.

Double arrow

The Pages panel icon

2 When you've finished using the Pages panel, click the double arrow ( ##) to the

right of the panel names or click the Pages panel icon again to collapse the panel.

3 To reduce the width of the panel dock, drag the left edge of the panel dock to the

right until the names are hidden.

Drag the left edge of the
panel dock to collapse
the panels into icons.

The panels are collapsed
into icons.

4 To expand all the panels in the dock so that you can see all their controls,
click the double arrow (4#) in the upper-right corner of the dock. For the next
exercise, you will leave the panels expanded.

> Tip: It may be
difficult to remember
all the techniques and
terminology involved
in managing the panels
onscreen. The most
important thing to
remember is that you
can always open and
close a panel from the
Window menu. Other
than that, click around
and experiment to see
how the panels work.

> Tip: The double
arrow button expands
and collapses panels.
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© Note: If necessary,
click the double
arrow (£%) in the
upper-right corner of
the dock to expand all
of the panels.

> Tip: Grouping the
Character Styles and
Paragraph Styles panels
can be helpful for
formatting text. You can
put this panel group in
a handy location while
leaving the remaining
panels collapsed and
out of the way.

Rearranging and customizing panels

In this exercise, you will drag a single panel out of the dock to create a free-floating
panel. Then, you will drag another panel into that panel to create a custom panel
group. You will also ungroup the panels, stack them, and minimize them.

1 Locate the Paragraph Styles panel toward the bottom of the panels docked at the
right. You will detach this from the dock to create a floating panel.

2 Click the Paragraph Styles tab in the dock, and then drag the panel away from
the dock. This removes the panel from the dock.

Now you will add the Character Styles panel to the floating Paragraph Styles
panel to create a panel group.

3 Locate the Character Styles panel toward the bottom of the panel dock. Drag its
tab into the gray area to the right of the Paragraph Styles panel tab.

4 Release the mouse button when the blue line appears along the perimeter of
the Paragraph Styles panel.

5 To ungroup the panels, drag one of the panel tabs out of the panel group.

You can also stack floating panels in a vertical arrangement. You'll try that now.
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6 Drag the tab of the Character Styles panel to the bottom of the Paragraph Styles
panel. Release the mouse button when a blue line appears.

The panels are now stacked rather than grouped. Stacked panels attach vertically
to each other. You can move the panels as a unit by dragging the topmost title
bar. Next, you'll experiment with resizing the stacked panels.

7 Drag the lower-right corner of the panel stack to resize it.

8 Regroup the panels by dragging the tab of the Character Styles panel up next
to the Paragraph Styles panel tab.

9 Minimize the panel group by double-clicking the gray area to the right of a
panel’s tab. Double-click the area again to expand the panels.

Leave the panels this way to be saved with a workspace in a later exercise.

Moving the Tools panel and Control panel

When working in the Advanced workspace, it’s likely that you will keep the Tools
panel and the Control panel open all the time. However, as with all other panels,

you can move them to best suit your own work style. Here, you will experiment with

moving these two panels.

> Tip: A detached
panel is called a floating
panel. To minimize or
maximize a floating
panel, double-click

the panel name, or click
the double arrow (%££)
to the left of the

panel name.

> Tip: For floating
panels, you can
change the width and
height by dragging
the lower-right or
lower-left corner,
change the height by
dragging the bottom,
and change the width
by dragging the left or
right edge of the panel.
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> Tip: To undock the 1 To undock the Tools panel and make it float in the workspace, drag the panel by

Tools panel, you can its dotted bar (111111) to pull it into the pasteboard.
drag either the title bar
or the gray dotted bar

just below the title bar. When the Tools panel is floating, it can be a two-column vertical panel, a single-

column vertical panel, or a single-column horizontal row. The Tools panel must
be floating (not docked) to display horizontally.

2 With the Tools panel floating, click the double arrow ( »») at the top of the panel.

The Tools panel becomes one horizontal row.

3 Click the double arrow (‘%) in the Tools panel to turn it into a two-column
vertical panel. Click the double arrow again to return to the default Tools panel.

4 To dock the Tools panel again, drag the dotted bar (1111111) at the top of the Tools
panel to the far-left edge of the screen.

5 Release the Tools panel when a blue line appears along
the edge of the workspace.

InDesign File

The Control panel can be moved if you don't like it docked
at the top of the document window.

6 In the Control panel, drag the vertical dotted bar (E)
at the left into the document window. Release the mouse
button to make the panel float.

> Tip: You can also 7 To dock the panel again, click the Control panel menu
dock the Control panel button (=) at the far right and choose Dock At Top.
by dragging the dotted
bar until a horizontal
blue line appears at the
docking position.

‘Stroke Styles...

Clear Transformations
Redefine Scaling as 100%

 Dimensions Include Stroke Weight
+ Transformations are Totals

v Show Content Offset

+ Adjust Stroke Weight when Scaling
v Adjust Effects when Scaling

Dock at Top
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Customizing the workspace

A workspace is a configuration of panels and menus. (The configuration of docu-
ment windows is not saved in workspaces.) InDesign provides a variety of work-
spaces for special purposes, such as Digital Publishing, Printing And Proofing,

and Typography. You cannot modify the provided workspaces, but you can save your
own. In this exercise, you will save the panel, from the previous exercises. In addi-
tion, you will customize the appearance of the interface.

1 Choose Window > Workspace > New Workspace.

2 In the New Workspace dialog box, type Styles in the Name box. If necessary,
select Panel Locations and Menu Customization.

MNew Workspace

Name: | Styles

[l ok )
Caprure
9 Panel Locations
B Menu Customization

3 Click OK. If an alert displays indicating that the workspace already exists,
click OK to replace the existing workspace.

4 Choose Window > Workspace to see that your custom workspace is selected.

LULLET Help

Arrange

Find Extensions on Exchange...

. [Advanced]
Articles [Book]
CC Libraries [Digital Publishing]
Color > [Essentials]
Comments > [Essentials Classic]

+ Control N#6 [Interactive for PDF]
Editorial > [Printing and Proofing]
Effects {¥r0  [Review]

Info f8  [Typography]

5 The name of the selected workspace (Styles) also displays in the Workspace
Switcher menu at the far right of the Control panel. Click this menu and select
a different workspace.

6 Choose each workspace from the Window > | v Styles B
Workspace submenu or the Control panel E  Advanced e
. . - Book I
Workspace Switcher menu to see the different = | Digtalpublishing | =
panel and menu configurations. B s =
— Essentials Classic
[=—= lInteractive for PDF

7 To restore the workspace, choose Window >
Workspace > Advanced, and then choose
Window > Workspace > Reset Advanced.

Tip: To further
customize the work-
space, you can control
which commands
appear in the InDesign
menus by choosing
Edit > Menus. For
example, you might
prefer shorter menus for
use on a smaller laptop
screen, or you might
want to streamline the
commands available
to a new user. You
can save the menu
customization with your
saved workspaces.
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Tip: Keyboard
shortcuts let you
quickly change the
view to 200%, 400%,
and 50% magnification.
In Windows, press
Ctrl+2 for 200%, Ctrl+4
for 400%, and Ctrl+5
for 50%. In macQS,
press Command-+2 for
200%, Command-+4 for
400%, and Command+5
for 50%.
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Changing the magnification of a document

Controls in InDesign let you view documents at any zoom level from 5% to 4000%.
When a document is open, the current magnification percentage is displayed next

to the filename in the document’s tab.

X 01 Intro.indd @ 126% [GPU Preview] — | 'n a document’s title bar, the percentage

next to the name indicates the zoom level.

Using the view commands

You can easily enlarge or reduce the view of a document by doing any of the following:

Choose View > Zoom In to enlarge the display by one preset increment.
Choose View > Zoom Out to reduce the display by one preset increment.
Choose View > Fit Page In Window to center and display the page in the window.

Choose View > Fit Spread In Window to center and display the current spread in
the window. (A spread is multiple pages displayed side-by-side.)

Choose View > Actual Size to display the document at 100%.

Choose a percentage from the Zoom Level menu (in the lower-left corner of the
document window) to enlarge or reduce the display by any preset increment.

Type a percentage in the Zoom Level box by clicking in the box, typing the
desired viewing percentage, and then pressing the Enter (Windows) or Return
(macOS) key.

[ [200% [~ ¢ [2

[¥]

Press Ctrl+= (Windows) or Command+= (macOS) to increase the magnification
by one preset increment.

Press Ctrl+— (Windows) or Command+— (macOS) to decrease the magnification
by one preset increment.
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Using the Zoom tool

In addition to the view commands, you can use the Zoom tool to magnify and
reduce the view of a document. You might zoom in on a text frame to revise text,
for example. In this exercise, you will experiment with the Zoom tool.

1 Choose View > Actual Size to view the document at 100%.

2 Select the Zoom tool () in the Tools panel and position it near the humming-
bird on the left side of page 1. Notice that a plus sign appears in the center of the
Zoom tool.

3 Click three times. The view changes to the next preset magnification, centered
on the point where you clicked. The preset magnifications include 5%, 12.5%,
25%, 50%, 75%, 100%, 125%, 150%, 200%, 300%, 400%, 600%, 800%, 1200%,
1600%, 2400%, 3200%, and 4000%.

Plant a
Humming-
bird Garden

Learn to select and

tend flowers that attract
s, flour

in our climate and cr

fabulous flowerbeds.

Now you'll reduce the view.

4 Position the Zoom tool over the hummingbird image and hold down the Alt
(Windows) or Option (macOS) key. A minus sign appears in the center of
the Zoom tool.

5 While holding the Alt or Option key, click three times to reduce the view scale.

To magnify a specific area, you can drag the Zoom tool around that area. The
percentage by which the area is magnified depends on the size of the marquee:
the smaller the marquee, the larger the degree of magnification.

6 Scroll as necessary to see the text starting with “Learn to select”

> Tip: When clicking
with the Zoom tool

to increase the zoom
level, target the item
you want to zoom in on
to avoid zooming in to
random areas of a page.

© Note: Ifyou havea
Mac with a compatible
graphics processing
unit (GPU) card, your
Zoom tool offers
Animated Zoom. See
the sidebar on the next
page for details.
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© Note: Your Windows
or macOS system
preferences may over-
ride some InDesign
keyboard shortcuts. If

a shortcut is not work-
ing, consider revising
your system'’s keyboard
shortcut preferences.

© Note: In macOS,
hold the space-

bar first and then
add the Command
key. Otherwise,
Command+spacebar
activates Siri.
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9

With the Zoom tool still selected, hold down the mouse button to drag a
marquee around the text frame, and then release the mouse button.

d flowers that attract

hummingbirds, flourish
in our climate and create
fabulous flowerbeds.

to select and
owers that attract
mmingbirds, flourish
in our climate and create
fabulous flowerbeds.

Choose View > Fit Page In Window.

Because the Zoom tool is used frequently during the design and editing
processes, you can temporarily select it from the keyboard at any time without
deselecting the tool you are using. To try this:

o Click the Selection tool ( ) in the Tools panel and position it anywhere in
the document window.

¢ Hold down Ctrl+spacebar (Windows) or Command+spacebar (macOS) so
that the Selection tool icon becomes the Zoom tool icon, and then click the
hummingbird to magnify the view.

¢ Hold down Ctrl+Alt+spacebar (Windows) or Command+Option+spacebar
(macOS) to reduce the view.

*  When you release the keys, the pointer returns to the Selection tool.

10 Choose View > Fit Page In Window to center the page again.

Using Animated Zoom

If you have a Mac with a compatible graphics processing unit (GPU) card,
InDesign provides enhanced view features. The Display Performance (View
menu) is set to High Quality and Animated Zoom (InDesign > Preferences > GPU
Performance) is enabled by default.

Animated Zoom offers smooth, animated displays when using the Zoom tool:
® Press and hold: Zoom in to the center.

e Press Option and hold: Zoom out from the center.

® Press and drag to the right: Zoom in.

® Press and drag to the left: Zoom out.

® Press Shift while dragging: Access standard marquee zoom.

You can disable this feature by selecting View > Preview On CPU.
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Navigating through a document

InDesign offers several different ways to navigate through a document, including
using the Pages panel, the Hand tool, the Go To Page dialog box, scroll bars, and
controls in the document window. As you work with InDesign, you will find that
you prefer certain methods over others. Once you find a method you like, remember
any shortcuts to make that method easier.

Navigating pages

You can navigate document pages using the Pages panel, the page icons at the
bottom of the document window, the scroll bars, or a variety of other methods.
The Pages panel displays an icon for each page in the document. Double-clicking
any page icon or page number in the panel brings that page or spread into view.
In this exercise, you will experiment with turning pages.

1 Click the Pages panel icon to expand the Pages panel, if necessary.

2 Double-click the page 2 icon to display it in the document window.

w

Double-click the page 1 icon to center the first page in the document window.

4 To return to the second page of the document, use the menu in the lower-left
corner of the document window. Click the down arrow, and choose 2.

You will now use the arrow buttons at the bottom of the document window to
display a different page.
5 Click the Previous Page button (left-facing arrow) next to the Page Number

box to switch pages until the first page is displayed.

6 Click the Next Page button (the right-facing arrow) next to the Page Number
box until the second page is displayed.

Tip: To navigate
pages, you can also
use commands in the
Layout menu: First
Page, Previous Page,
Next Page, Last Page,
Next Spread, and
Previous Spread.

Note: When
View > Fit Spread In
Window is selected, the
navigation controls in
the document window
are for spreads rather
than pages.
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> Tip: The keyboard
shortcut for Layout >
Go To Page is Ctrl+J
(Windows) or
Command+J (macOS).

> Tip: When you're
using the Selection
tool, you can press the
spacebar to temporarily
access the Hand tool.
When you're using the
Type tool, press the Alt
(Windows) or Option
(macOS) key to use the
Hand tool.

7

Choose Layout > Go To Page.

8 In the Page box, type 1 or select 1 from the menu. Click OK.

Using the Hand tool

The Hand tool in the Tools panel lets you “push” the pages of a document around
until the area you want to view is visible. In this exercise, you will experiment with
the Hand tool.

1

Choose 400% from the Zoom Level menu on the lower-left corner of the
document window.

Select the Hand tool (¥ ).

Drag in any direction to move the page around, and then drag upward in the
document window to display page 2.

With the Hand tool still selected, click the page and hold the mouse button down
to power zoom.

Drag to zoom into the area of the page you want to view.

Plant a
Hummingbird
Garden

RDAY, MAY 16

6 Double-click the Hand tool in the Tools panel to fit the page in the

document window.
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Using context menus

Context menus display commands relevant to the active tool or selection. To display
a context menu, position the pointer over a selected object or anywhere in the docu-
ment window and click with the right mouse button or press Control and hold down
the mouse button (macOS).

1 Using the Selection tool ( i), click any object on the page, such as the text
frame containing the postcard’s return address starting with “Urban
Oasis Gardens.”

2 Right-click the text frame. Note the available options; a partial list is shown here.

Cut #EX
Urban Oasis Gardens ¢ .
3 Flower Lane Paste in Place NV

Landscape’ CA 901 2p k Search Adobe Stock...

Zoom >

3 Continue to right-click different types of objects on page 1 and page 2 to display
their context menus to see the available commands.

4 When you're finished reviewing the context menus, use the scroll bars to return
to page 2, if necessary.

Using panel menus

Most panels have additional panel-specific options. Clicking the panel menu button
displays a menu with additional commands and options for the selected panel.

In this exercise, you will change the display of the Swatches panel.

1 Locate the Swatches panel on the dock. (If necessary, choose Window > Color >
Swatches to display it.) Drag the Swatches panel out of the dock at the right to create
a free-floating panel.

2 If necessary, click the double arrow (»#) in its title bar to expand the
Swatches panel.

Tip: You can display
a context menu when
entering or editing text.
The Type context menu
lets you insert special
characters, check
spelling, and perform
other text-related tasks.
For example, if you need
to enter a copyright
symbol (©), right-click
and select Insert Special
Character > Symbols >
Copyright Symbol.
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© Note: The screen
captures in this book
show the Medium
Light interface. You can
use any color theme
that you prefer.

3 In the upper-right corner of the Swatches panel, click the panel menu button (=)
to display the panel menu.

You can use the Swatches panel menu to create new color swatches, load
swatches from another document, and more.

4 Choose Large Thumbnail from the Swatches panel menu to see how a panel’s
display can be customized. Note the other options on the menu as well.

‘Mew Color Swatch...
New Tint Swatch...
New Mixed Ink Swatch...
New Mixed Ink Group...
‘New Color Group...
Duplicate Swatch
Delete Swatch...
Ungroup Color Group

Swatch Options...
Color Group Options...

® Find this Color...
Save Swatches...
Select All Unused
Add Unnamed Colors
+ Large List
~Small List
‘Small Thumbnail

Merge Swatchas
Hide Options

Modifying interface preferences

You can customize the InDesign interface by changing the overall color, the way var-
ious tools work, and how the panels are configured through preferences. Some set-
tings in the Preferences dialog box affect the application (InDesign itself), whereas
others affect only the active document. If you change the document-specific prefer-
ences while no documents are open, the changes affect all new documents (without
affecting existing documents). Here, you will look at Interface preferences that affect
how InDesign works with all documents.
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1 Choose Edit > Preferences > Interface (Windows) or InDesign > Preferences >
Interface (macOS) to customize the appearance of InDesign.

2 In the Appearance area, for Color Theme click the Light box at the far right.

3 Experiment with the other options, and then leave the setting at your preference.
(Medium Dark is the default.)

4 In the Preferences dialog box, click through the list at the left to see other
options for customizing InDesign. For example, the Units & Increments tab lets
you specify the measurement system (points, picas, inches) on the ruler.

5 When you are finished reviewing Preferences, click OK.

Congratulations! You've learned the basics of InDesign interface elements, such as
tools and panels, that you will use to complete the lessons in this book. Revisit this
chapter as necessary for a refresher on panel management, zooming, and more.
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Exploring on your own

Tip: For complete Using the 01_Intro.indd document, continue to explore the tools, panels, navigation,
and up-to-date and magnification options.
information about
using InDesign panels, e Choose Window > Utilities > Tool Hints to display information about the

tools, and other
application features,
use the Help menu. E3 = «
& Tool Hints [

selected tool. Select various tools to learn more about them.

b Direct Selection Tool

Adjusts points of a path, moves
line segments, direct-selects
content in frames or within
groups.

Modifier keys:

Shift: Adds or removes path-
points or group objects from
selection.

Option: Copies the selected line
segment or direct-selected
object.

Arrow keys: Nudges the
selection. Press shift to nudge in
larger increments. When resizing
or transforming, constrains the
action (preserves aspect ratio
during resize, for example).

e Choose Window > Editorial > Notes to display the Notes panel group, which
includes the Assignments panel and the Track Changes panel. You can use these
panels to collaborate on documents.

e Learn more about existing key commands and how you can change them by
exploring the Keyboard Shortcuts dialog box (Edit > Keyboard Shortcuts).

* Review the menu configurations and how you can edit them in the Menu
Customization dialog box (Edit > Menus).

e Try organizing your panels to meet your needs, and create your own workspace
by choosing Window > Workspace > New Workspace.

e Select objects and use the Properties panel or the Control panel to change
formatting.

+ Using the Type tool (T), edit and format the text.
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Review questions

1 What are some ways you can change the magnification (zoom level) of a document?
How do you select tools in InDesign?

What are three ways to display a panel?

H W N

How do you create a panel group?

Review answers

1 You can choose commands from the View menu to zoom in, zoom out, fit the page to
the window, and more. You can also use the Zoom tool in the Tools panel and click or
drag over a document to enlarge or reduce the view. In addition, you can use keyboard
shortcuts to increase or reduce the magnification. Finally, you can also use the Zoom
Level box on the lower-left corner of the document window.

2 You can click to select a tool in the Tools panel. Or; if the Type tool is not selected,
you can press the tool’s keyboard shortcut. For example, you can press V to select the
Selection tool from the keyboard; press and hold the keyboard shortcut to temporarily
select the tool. Select hidden tools by positioning the pointer over a tool in the Tools
panel and holding down the mouse button. When the menu appears, select the tool.
Finally, you can Alt-click (Windows) or Option-click (macOS) a hidden tool.

3 To make a panel appear, click its icon, click its tab, or choose its name from the Window
menu. For example, choose Window > Object & Layout > Align. You can also access
type-specific panels from the Type menu. For example, choose Type > Character.

4 Drag a panel off the dock to create a free-floating panel. Drag the tab of any other panel
into the tab bar of the new, free-floating panel. A panel group can be moved and resized
as one panel.
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GETTING TO KNOW INDESIGN

Lesson overview

In this lesson, you'll learn how to do the following:

View layout aids.

Type and style text.

Import text and thread text frames.

Import a graphic.

Move, rotate, fill, and stroke (outline) an object.

Automate formatting with paragraph, character, and object styles.
Check on potential production issues with the Preflight panel.

Preview a document in Presentation mode.

This lesson will take about 60 minutes to complete. To get the lesson files

used in this chapter, download them from the web page for this book

at www.adobepress.com/InDesignCIB2021. For more information, see
“Accessing the lesson files and Web Edition” in the Getting Started section
at the beginning of this book.


http://www.adobepress.com/InDesignCIB2021

