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EBOOK READERS: FIND YOUR LESSON FILES

Throughout this title you will see references to lesson or resource files on a disc.

Please note that these files are available to eBook readers via high-speed download.

Please click here to go to the last page in this eBook for the download location and

instructions.

Adobe InDesign CS6 Classroom in a Book includes the lesson files that you'll need
to complete the exercises in this book, as well as other content to help you learn

more about Adobe InDesign CS6 and use it with greater efficiency and ease. The
diagram below represents the contents of the lesson files directory, which should

help you locate the files you need.
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Help, product Help and
Support pages, Adobe

certification programs,
Ad o be Press Adobe TV, and other useful
. . online resources can be
ADOBE Zg‘:ultnci(t);:ra:ggbe found inside a handy HTML
PRESS Press titles, covering file. Just open it in your Web

the full spectrum browser and click on the

® of Adobe products, links, including a special
inthe OnIFne Y link to this book’s product
‘ Resources file page where you can access
’ updates and bonus material.
Adobe

Lesson files

Each lesson has its own folder
inside the Lessons folder. You
will need to download these
lesson folders to your hard
drive before you can begin
each lesson.

Online resources
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GETTING STARTED

Welcome to Adobe® InDesign® CS6, a powerful design and production application
that offers precision, control, and seamless integration with other Adobe professional
graphics software. Using InDesign, you can produce professional-quality, full-color
documents on high-volume color printing presses, or print to a range of output
devices, such as desktop printers and high-resolution imaging devices, or export to
a range of formats including PDF and EPUB.

Writers, artists, designers, and publishers can communicate to a broader audience
than ever before and through an unprecedented variety of media. InDesign supports
this with its seamless integration with other Creative Suite 6 components.

About Classroom in a Book

Adobe InDesign CS6 Classroom in a Book® is part of the official training series for
Adobe graphics and publishing software 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 CS6, you'll master the fundamentals and learn to put the software
to work for you. If you've already been using Adobe InDesign CS6, you'll find that
Classroom in a Book teaches many advanced features, 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 a review section summarizing
what you've covered.

Prerequisites

Before beginning to use Adobe InDesign CS6 Classroom in a Book, you should have
a working knowledge of your computer and its operating system. Make sure that
you know how to use the mouse and standard menus and commands, and also how
to open, save, and close files. If you need to review these techniques, see the printed
or online documentation included with your operating system.

Installing the software

Before you begin using Adobe InDesign CS6 Classroom in a Book, make sure
that your system is set up correctly and that you've installed the proper software
and hardware.

ADOBE INDESIGN CS6 CLASSROOM IN A BOOK



The Adobe InDesign CS6 software is not included on the Classroom in a Book CD;
you must purchase the software separately. For complete instructions on installing
the software, see the Adobe InDesign CS6 Read Me provided with the software or
on the web at www.adobe.com/support.

Classroom in a Book fonts

The Classroom in a Book lesson files use fonts that are installed with Adobe
InDesign CS6. These fonts are installed in the following locations:

e Windows: [startup drive]\Windows\Fonts\
e Mac OS: [startup drive]/Library/Fonts/

For more information about fonts and installation, see the Adobe InDesign CS6
Read Me included with your product.

Copying the Classroom in a Book files

Your purchase of the Adobe InDesign CS6 Classroom in a Book entitles you to access
the project files shown in the book. If you purchased the physical book, the lesson
files are on the accompanying CD-ROM. Readers who purchase an ebook version
can download the files from the Internet by going to the link provided in the ebook.
(See the ebook for further instructions.) Each lesson has its own folder; you must
copy the folders onto your hard disk to complete the lessons. To save room on your
disk, you can install only the folder necessary for each lesson as you need it, and
remove it when you’re done.

To install the Classroom in a Book lesson files, follow these steps:
1 Do one of the following:

* Insert the Adobe InDesign CS6 Classroom in a Book CD into your
CD-ROM drive.

e Access the download site for the electronic edition of the Adobe InDesign
CS6 Classroom in a Book.

2 Create a folder on your hard drive and name it InDesignCIB.
3 Do one of the following:
e Copy or download the Lessons folder into the InDesignCIB folder.

e Copy or download only the single lesson folder you need into the
InDesignCIB folder.

2 GETTING STARTED
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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 Adobe InDesign CS6 program match those used in this
book, you should 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.

To save the current InDesign Defaults file, follow these steps:
1 Quit Adobe InDesign CS6.
2 Locate the InDesign Defaults file.

¢ In Windows Vista and Windows 7, the InDesign Defaults file is located in the
C:\Users\username\AppData\Roaming\Adobe\InDesign\Version 8.0\en_US
folder. (In Windows XP, the InDesign Defaults file is located in Documents
and Settings\Username\Application Data\Adobe\InDesign\Version 8.0\
en_US folder.)

¢ In Mac OS, the InDesign Defaults file is located in /Users/Username/Library/
Preferences/Adobe InDesign/Version 8.0/en_US folder.

3 Drag the InDesign Defaults file to another folder on your hard drive.

When you launch Adobe InDesign CS6 after moving the InDesign Defaults file to
another folder, a new InDesign Defaults file is automatically created, and all prefer-
ences and defaults are reset to their original factory settings.

To restore the saved InDesign Defaults file after
completing the lessons, follow these steps:
1 Quit Adobe InDesign CS6.

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

Note: On Windows
Vista and Windows 7, if
the AppData folder is
hidden, choose Folder
And Search Options
from the Organize
menu, click View tab,
and then Show Hidden
Files, Folders And
Drives. Click OK to close
the Folder Options
dialog box and save any
changes

In earlier versions

of Windows, if the
Application Data folder
is hidden, choose Folder
Options from the Tools
menu, click the View
tab, and then select
Show Hidden Files And
Folders. Click OK to
close the Folder Options
dialog box and save any
changes.

Note: In Mac OSX
10.7 and later, the
Library folder is hidden.
To access this folder,
choose Go > Go To
Folder from the Finder
menu. Type ~/Library
in the Go To The Folder
box and then Click Go.
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Additional resources

Adobe InDesign CS6 Classroom in a Book is not meant to replace documentation
that comes with the program or to be a comprehensive reference for every feature.
Only the commands and options used in the lessons are explained in this book. For
comprehensive information about program features and tutorials, please refer to
these resources:

Adobe Community Help: Community Help brings together active Adobe product
users, Adobe product team members, authors, and experts to give you the most
useful, relevant, and up-to-date information about Adobe products.

To access Community Help: To invoke Help, press F1 or choose Help >
InDesign Help.

Adobe content is updated based on community feedback and contributions. You
can add comments to both content or forums (including links to web content),
publish your own content using Community Publishing, or contribute Cookbook
recipes. Find out how to contribute at www.adobe.com/community/publishing/
download.html.

See community.adobe.com/help/profile/faq.html for answers to frequently asked
questions about Community Help.

Adobe InDesign Help and Support: http://helpx.adobe.com/indesign.html
is where you can find and browse Help and Support content on adobe.com.

Adobe Forums: forums.adobe.com lets you tap into peer-to-peer discussions, as
well as questions and answers about Adobe products.

Adobe TV: tv.adobe.com is an online video resource for expert instruction and
inspiration about Adobe products, including a How To channel to get you started
with your product.

Adobe Design Center: www.adobe.com/designcenter offers thoughtful articles
on design and design issues, a gallery showcasing the work of top-notch designers,
tutorials, and more.

Adobe Developer Connection: www.adobe.com/devnet is your source for techni-
cal articles, code samples, and how-to videos that cover Adobe developer products
and technologies.

Resources for educators: www.adobe.com/education offers a treasure 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.


www.adobe.com/community/publishing/download.html
www.adobe.com/community/publishing/download.html
www.adobe.com/designcenter
www.adobe.com/devnet
www.adobe.com/education
http://helpx.adobe.com/indesign.html

Also check out these useful links:

Adobe Marketplace & Exchange: www.adobe.com/cfusion/exchange/index.
cfm?promoid=DTEFM is a central resource for finding tools, services, extensions,
code samples, and more to supplement and extend your Adobe products.

Adobe InDesign CS6 product home page: www.adobe.com/products/InDesign.

Adobe Labs: labs.adobe.com gives you access to early builds of cutting-

edge technology, as well as forums where you can interact with both the Adobe
development teams building that technology and other like-minded members of
the community.

Adobe certification

The Adobe training and certification programs are designed to help Adobe custom-
ers improve and promote their product-proficiency skills. There are four levels of
certification:

e Adobe Certified Associate (ACA)

e Adobe Certified Expert (ACE)

¢ Adobe Certified Instructor (ACI)

e Adobe Authorized Training Center (AATC)

The Adobe Certified Associate (ACA) credential certifies that individuals have the
entry-level skills to plan, design, build, and maintain effective communications
using different forms of digital media.

The Adobe Certified Expert program is a way for expert users to upgrade their
credentials. You can use Adobe certification as a catalyst for getting a raise, finding
a job, or promoting your expertise.

If you are an ACE-level instructor, the Adobe Certified Instructor program takes
your skills to the next level and gives you access to a wide range of Adobe resources.

Adobe Authorized Training Centers offer instructor-led courses and training on
Adobe products, employing only Adobe Certified Instructors. A directory of AATCs
is available at http://partners.adobe.com.

For information on the Adobe Certified programs, visit www.adobe.com/support/
certification/index.html.
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Checking for updates
Note: To set

your preferences for Adobe periodically provides updates to software. You can easily obtain these
future updates, click
Preferences in the .
Adobe Application connection.
Manager window.
Specify how you want
to be notified and updates available for your Adobe software.
which applications you
want to update, and
then click Done. install, and then click Update to install them.

updates through Adobe Application Manager, as long as you have an active Internet

1 InInDesign, choose Help > Updates. The Adobe Application Manager checks for

2 In the Adobe Application Manager window, select the updates you want to
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INTRODUCING THE
WORKSPACE

Lesson Overview

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

» Use the Application bar and Control panel.

e Manage document windows.

«  Work with panels.

e Save your own customized workspace.

« Change the magnification of the document.

» Navigate through a document.

» Use context menus.

This lesson will take approximately 45 minutes.



The intuitive InDesign CS6 interface makes it easy

to create compelling layouts like this. It is important
to understand the InDesign work area to make the
most of its powerful layout and design capabilities.
The work area consists of the Application bar, Control
panel, document window, menus, pasteboard, Tools
panel, and other panels.




Note: If you have
not already copied the
resource files for this
lesson onto your hard
disk from the Adobe
InDesign CS6 Classroom
in a Book CD, do so
now. See “Copying the
Classroom in a Book
files” on page 2.

Tip: If you are
familiar with InDesign
CS5, you can see what is
new to CS6 by choosing
Window > Workspace >
New In CSé. Click each
menu to see new com-
mands highlighted.

To switch to one of
the other workspaces,
choose Window >
Workspace and choose
an option.

Note: The
configuration of
document windows
is not saved in
workspaces.

10 LESSON 1

Getting started

In this lesson, you'll practice using the work area and navigating through a few pages
of a simple layout. This is the final version of the document—you won’t be chang-
ing objects, adding graphics, or modifying text. You will only use this document to
explore the InDesign CS6 work area.

1 To ensure that the preference and default settings of your Adobe InDesign CS6
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 page 3.

2 Start Adobe InDesign CS6. 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.

3 Choose File > Open, and open the 01_Start.indd file in the Lesson_01 folder,
located inside the Lessons folder within the InDesignCIB folder on your hard
disk. Scroll down to see pages 2 and 3 of the document.

4 Choose File > Save As, rename the file 01_Introduction.indd, and save it in the
Lesson_01 folder.

Looking at the workspace

The InDesign work area encompasses everything you see when you first open or
create a document:

*  Menu bar

e Application bar

e Control panel

e Tools panel

e Other panels

e Document window

e DPasteboard and pages

You can customize the InDesign work area to suit your work style. For example, you
can choose to display only the panels you frequently use, minimize and rearrange
panel groups, resize windows, add more document windows, and so on.

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

Introducing the Workspace



Application bar Default panels in the Advanced workspace
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Document
window

Pasteboard (work area)

About the Tools panel

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 (essentially, glued) to the upper-left corner of the work area. In this exer-
cise, you will undock the Tools panel, change it to horizontal, and experiment with
selecting tools.

1 Locate the Tools panel at the far left side of the screen.

2 To undock the Tools panel and make it float in the workspace, drag the panel by Tip: To undock the
its gray title bar to pull it into the pasteboard. Tools panel, you can
drag either the title bar
® InDesign File Edit ® InDesign File Edit ®f InDesign File Edit or the gray dotted bar
§ Id [El 1242% - | il g Id [El i1242% - | il S ld B 1242% v | g jUSt below the title bar.
F—— X 5 -15p6 W W
: O .= 2p9 Hoo H =
2 eno )
S - DUTUON SOOI T
k&
K
I
e
T,

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.
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Note: The Tools
panel must be floating
to display horizontally.

Note: Controls at
the bottom or far right
of the Tools panel let
you apply colors and

change the view mode.

3 With the Tools panel floating, click the double arrow (kk) at the top of the Tools
panel. The Tools panel becomes one horizontal row.

FMiora T/ 2ona xnEpe B 240 QHT W)

As you work through the lessons in this book, you'll learn about each tool’s
specific function. Here you'll familiarize yourself with how to select the tools.

4 Position the pointer over the Selection tool (k) in the Tools panel. Notice that
the tool’s name and shortcut are displayed in a tool tip.

Wi o-aT/ 2sra/2ana B 240 Q[MH? mE)

B selection Tool (V, Escape)

Some tools in the Tools panel display a small black triangle in the lower-right
corner to indicate that the tool has related but hidden tools. To select a hidden
tool, click and hold down the mouse button to display the menu; then select the
tool that you want.

5 Click the Pencil tool () and hold down the mouse button to display a menu
of tools. Select the Erase tool (¢7) and notice how it replaces the Pencil tool.

B 2O QT HE

n ¢® Pencil Toal N

kBT 2

‘W Smooth Tool

Hx kBT gu,m,|>@»:=,n=|@ PAVENT L [

6 Click the Erase tool again, hold down the mouse button to display the menu,
and choose the Pencil tool. This is the default tool that displays.

7 Doint at each tool in the Tools panel to see its name and keyboard shortcut. For
tools with a small black triangle, click the tool and hold down the mouse button to
see its menu of additional tools. The tools with menus for hidden tools include:

¢ Content Collector tool
e Type tool

e DPen tool

¢ Pencil tool

* Rectangle Frame tool
¢ Rectangle tool

e Free Transform tool

e Eyedropper tool
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8 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.

9 To dock the Tools panel again, drag the gray dotted line () at the top of the
Tools panel to the far left edge of the screen. Release the Tools panel when a blue
line appears along the edge of the workspace.

® InDesign File Edit ® InDesign File Edit # InDesign File Edit
- Id 1242% v | v = ld B ovemx v | B - Id 1242% v | B
. gon %5 -16p3 w5 W . mog X5 -l4po WS
Ev:o:mz e e :vizqum e
0.0 ®no _
P O e B B B TR T
ki
o
[l 3
[hE
T.| 3

10 If necessary, choose View > Fit Spread In Window to reposition the pages in the
center of the document window.

Reviewing the Application bar

At the top of the default workspace is the Application bar, which lets you launch
Adobe Bridge CS6; change the magnification of the document; show and hide
layout aids such as rulers and guides; change the screen mode among options such
as Normal, Preview, and Presentation mode; and control how multiple document
windows display. At the far right, you can select a workspace and search Adobe
help resources.

e To get familiar with the controls in the Application bar, point at each to display
its tool tip.

e To show and hide the Application bar in Mac OS, choose Window >
Application Bar.

e In Mac OS, the Application bar, document windows, and panels can be grouped
into a single unit called the Application frame. This mimics working in a
Windows application. To activate the Application frame, choose Window >
Application Frame.

*  You cannot hide the Application bar when Window > Application Frame is
selected in Mac OS, and you cannot hide the Application bar at all in Windows.

Id 1242% v | | | E~> N~
oo X -5 -10p9.6 [T -
::Et: ¥: = BpS5.4 H: =

Tip: You can select
a tool by either clicking
the tool in the Tools
panel or by pressing the
tool’s keyboard shortcut
(provided there is no
text insertion point).
The keyboard shortcuts
are shown in the tool
tips; for example, the
tool tip for the Selection
tool has (V, Escape) next
to it. This means you
can press V or Escape to
switch to the Selection
tool. In addition, you
can press and hold a
tool’s keyboard short-
cut to select a tool
temporarily. When you
release the key, you
revert to the previously
selected key.

Tip: When you hide
the Application bar in
Mac OS, the view scale
controls display in the
lower-left corner of the
document window.
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Tip: You can also
move or detach the
Control panel using
options in its panel
menu (click the arrow
at the far right side of
the panel). Choose Dock
At Top, Dock At Bottom,
or Float.

Reviewing the Control panel

The Control panel (Window > Control) offers quick access to options and commands
related to the current page item or objects you select. By default, the Control panel
is docked at the top of the screen (below the Application bar in Mac OS and below
the menu bar in Windows). However, you can dock it below the document window,
convert it to a floating panel, or hide it altogether.

1 Scroll to center the spread in the document window.

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

3 With the Selection tool (k),
click the text “Just hum

a

B 1242% ~ By W~

along..” at the top of the o X: = 4dp4 B W- = 19p8.439 o
right-facing page. The : Bod oy 307 p03 w:<l2p2172 o
Control panel now provides
options for controlling the
position, size, and other attributes of the selected object.

4 In the Control panel, click the X, Y, W, and H arrows to see how you can
reposition the selected text frame and change its dimensions.

5 Using the Type tool (T), |-
select the text “Just 5 Id B 1202% ~ i =~ [§E~
hum along...” The : m = :
Control pinel now E s l} s L}

= &) | [malic & =35 pt ol

provides options for —} ﬁl —}

controlling paragraph
and character formatting. Click on the pasteboard to deselect the text.

6 Choose View > Screen Mode > Preview to hide the frame edges again.

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

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

# InDesign File Edit Layout Type Object Table View Window Help
‘ Id [E 122« | v =~y [EEv

( = W\B.Héum W | TT T T | dy e &) | ;T B0 ) I'.
:oq Reguar | ) AFweaew ) [T T, T | mw[Fo ) | a2 Som 7!
T o O O L0 T T
|| Minicn Pro _TI T: 2 o | iy B (R ,;:\,r = Metric _Tl IT: 00%
Regiilar ] & =ns | ' T | e E =] a2 [opt

el J
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Reviewing the document window and pasteboard

The document window contains all the pages in the document. Each page or spread

The Control panel can be docked at either the top or the bottom of the

workspace.

To dock the Control panel again, drag the vertical bar on the left side back to the
top of the window, just beneath the Application bar. A blue line indicates where
the panel is going to be docked when you release the mouse button.

is surrounded by its own pasteboard, which can store objects for the document as

you create a layout. Objects on the pasteboard do not print. The pasteboard also

provides additional space along the edges of the document for extending objects

past the page edge (called a bleed). Bleeds are used when an object must print to the

edge of a page. Controls for displaying different pages in the document are in the

lower left of the document window.

1

To see more pages in the
document, choose 25% from
the Zoom Level menu on the
Application bar.

If necessary, click the Maximize
button to enlarge the document
window.

¢ In Windows, the Maximize button
is the middle box in the upper-right
corner of the window.

¢ In Mac OS, the Maximize button is
the green button in the upper-left
corner of the window.

To see the full size of the pasteboard
for the pages in this document, choose
View > Entire Pasteboard.

To view the page bleeds set up for this
document, choose View > Screen
Mode > Bleed.

Choose View > Screen Mode > Preview
and then View > Fit Spread In Window
to restore the view.

Now you’ll move to another page.

Tf you don’tknow.
b the wordsé

=
Just hum alofige|

Tip: You can use
the pasteboard as a
work area or a storage
area. For example,
many users work on
complex drawings on
the pasteboard, or they
import multiple image
and text files at one
time and store them
on the pasteboard until
they're needed.
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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.

Choose 1 from the menu to display page 1 in the document window.

Sowra

A Maste

4 42

_Il B, !Nuermls -

8 Click the arrow to the right of the Page Number box to turn to page 2.

Working with multiple document windows

You can have more than one document window open at a time. Here, you'll create
a second window so that as you work, you can see two different views of the same
document simultaneously.

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

A new window titled 01_Introduction.indd:2 opens. The original window is now
titled 01_Introduction.indd:1.
Tip: The Application 2 If necessary, in Mac OS, choose Window > Arrange > Tile to display both

bar provides quick
access to options for

windows onscreen.

managing windows. 3 Select the Zoom tool () in the Tools panel.

Click the Arrange . L

Documents button to 4 In one window, draw a marquee around the white box containing the words
see all the options. “Just hum along...” to zoom in on the text.

Notice that the other window stays at the same magnification. This configuration
lets you see how any changes you make to the text affect the look of the layout.

Tust hum alofig
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5 Choose Window > Arrange > Consolidate All Windows. This creates a tab for
each window.

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

7 Close the 01_Introduction.indd:2 window by clicking the Close Window button
on the tab. The original document window remains open.

|9t"’1ﬂ

IE3 *01_Introduction.indd:2 @ 293% | x *Dl__!l_it_rnductiun.lndll:l @Bﬂ
\°1 1 |411 1 |¢6 1 1 |"'& 1 1 |SﬂI 1

8 In Mac OS, resize and reposition the remaining window by clicking the
Maximize button at the top of the document window.

9 Choose View > Fit Spread In Window.

Working with panels

Panels provide quick access to commonly used tools and features. By default, panels
are docked at the right side of the screen (except the aforementioned Tools panel
and Control panel). The default panels differ 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, collapsing, and closing the
default panels in the Advanced 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 Scroll as necessary to experiment with the panels against the pasteboard rather
than the document.

2 In the default dock to the right of the document window;, click the Pages panel Note: Adockisa

icon to expand the Pages panel. collection of panels that
are “glued” together.

44

I |‘_E| Pages * |

This technique is handy if you want to open a panel, use it briefly, and then close it.
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Tip: To display a
hidden panel, choose
the panel name from
the Window menu
(or a submenu of the
Window menu). If the
panel name has a
check mark, it is already
open and in front of
any other panels in its
panel group.

cPages\le_ | Links = T

[Nene]

A-Master

E Swatches
@ [ Gradient

Jx Effects
E] Object Styles

4Pagesin3Spreads ), Rl @ _I Lﬁ Character Styles

You can choose from several techniques to collapse a panel.

3 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.

Now you'll open a panel by choosing it from the menu bar.

4 Choose Window > Text Wrap to display the Text Wrap panel.
5 To add the Text Wrap panel to the bottom of the dock, drag it by its title bar

below the Character Styles panel; release the mouse button when the blue
line appears.

To quickly open the Text Wrap panel, choose Window > Text Wrap.

To close the Text Wrap panel, drag it off the dock and click its close box.

8 To reduce the size of the panel dock, drag the left edge of the panel dock to the

right until the names are hidden.

Click the Expand Panels
button to collapse and
expand the panels.

Expand Panéls. |

Drag the left edge of
the panel dock to col-
lapse the panels into
icons.
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9 To expand all the panels in the dock, click the double arrow in the upper-right
corner of the dock.

If you click the double arrow again, the panels collapse back to icons without
names. For the next exercise, you will leave the panels expanded.

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 With the dock expanded, drag the tab of the Paragraph Styles panel to remove Tip: A detached
the panel from the dock. panelis called a floating
panel. Click the double
arrow on a floating
panel’s title bar to
expand or minimize it.

@ T & G % “
¢ Character Styles | ¢ Paragraph Styles | -=
[Basic Paragraph] Ll

4
~& (il

[None]

[None] 7 [Basic Paragraph]

2 To add the Character Styles panel to the floating Paragraph Styles panel, drag
its tab into the gray area to the right of the Paragraph Styles panel tab. Release
the mouse button when the blue line appears along the perimeter of the

Paragraph Styles panel.
This action creates a panel group; you can drag any panel into a group. Tip: Grouping the
Character Styles and
T (| = Paragraph Styl(::'s panels
4 Paragraph Styles » =) . can be helpful if you
BasicParagraghi il o are formatting text and
[Basic Paragraphl - _ don't need the other
Paragraph { ¢ Character Styles || += panels to be expanded.
[None] ¥
[None] z
=t al r. :‘_J B
— - —l FCE
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Tip: Asyou become 3 To ungroup the panels, drag one of the panel tabs out of the panel group.
comfortable with

InDesign, experiment x ‘ T = S 5
with conﬁguring the | Paragraph ! § Character Styles | | ¢ Paragraph Styles ~=| ¢ Character Styles -=
panels and workspace L Bl Pyt o #
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.

&

[Basic Paragraph] [Nonel 7

[Mone | i

You can also stack floating panels in a vertical arrangement. You'll try that now.

4 Drag the tab of the Paragraph Styles panel to the bottom of the Character Styles
panel. Release the mouse button when a blue line appears.

3 1 x “

% Paragraph Styles = ¢ Paragraph Styles =

[Basic Paragraph] & [Basic Paragragh] L]
[Basic Paragraph] [Basic Paragraph]

|
El
b
El

3 i
¢ Character Styles | -

o

- |l

[None]

[Nene] 7

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.

5 Drag the lower-right corner of a panel to resize it.

% Character Styles =
[None] 4
[Mane] 7
@ &l
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6 Regroup the panels by dragging the tab of the Character Styles panel up next to
the Paragraph Styles panel tab.

x : .
| Paragraph ! ¢ Character Styles L =
|

Minimize the panel group by double-clicking the gray area next to 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.

Using panel menus

Most panels have additional panel-specific options. To access these options, you

click the panel menu button to display a menu with additional commands and

options for the selected panel.

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

1

2

Drag the Swatches panel out of the dock at the right to create a free-floating panel.

display the panel menu.

In the upper right of the Swatches panel, click the panel menu button (*=)) to

Note: If necessary,
click the double arrow
(k) in its title bar to
expand the panel.

You can use the Swatches panel menu to create new color swatches, load

swatches from another document, and more.

Choose Large Swatch from the Swatches panel menu.

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

4
cswatches | B
B Er meoe bk
7] 1ene] 72 &4
M Recistration] F -]
] tPapen
W 2ok #

B c-100 M=0 Y=0K=0

I C-0M=100 Y=0 K=0

[ c=0m=0v=100 K=0

Ml C-15M=100 Y=100 k=0
I c-75M=5v=100 K=0
Ml C-70M=52 Y=04 K=51
I c-86 M=85 ¥=4 K=0
] c=3M=1¥=05 k=0

Ml c-70M=52 Y=94 K=61...
|:. New Gradient Swatch

Ml c-68M=37 ¥=100 K=25
Ml C-26 M=100 Y=100 k=29

EEEEEEEKEEKEKE

E K

H @ 4

2

New Color Swatch...

New Tint Swatch...

New Gradient Swatch... (= “
New Mixed Ink Swatch & Swatches

ew Mixed Ink Tint:[100 [b
Duplicate Swatch

Delete Swatch...

% o

Swatch Options...

Load Swatches...
Save Swatches...

Select All Unused
Add Unnamed Colors

v Name
Small Name
Small Swatch

ge Swatches

Ink Manager...

Hide Options |] S |
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Tip: You can control
which commands
appear in the InDesign
menus by choosing
Edit > Menus. You
can save the menu
customization with your
custom workspace.

Note: if you close
the Application bar
in Mac OS, the zoom
controls appear in the
lower-left corner of the
document window.
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Customizing the workspace

A workspace is a configuration of panels and menus. InDesign provides a variety of
workspaces 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 customizations from the previ-
ous exercises.

1 Choose Window > Workspace > New Workspace.

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

New Workspace
Name: Swatches and Styles :_] [& 0K 3
— Capture Garice)

@ Panel Locations

@ Menu Customization

3 Choose Window > Workspace to see that your custom workspace is selected.
Choose each of the other workspaces to see the different default configurations.
Click the menus in addition to looking at the panels.

4 Choose Window > Workspace > [Advanced] to return to the Advanced
workspace.

5 Choose Window > Workspace > Reset Advanced to return to the default
configuration. Then, choose View > Fit Spread In Window to center the pages
within the document window.

Changing the magnification of a document

Controls in InDesign let you view documents at any level from 5% to 4000%. When
a document is open, the current magnification percentage is displayed in the Zoom
Level box in the Application bar (above the Control panel) and next to the filename
in the document’s tab or title bar.

Introducing the Workspace



Using the view commands

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

e Choose a percentage from the Zoom Level menu in the Application bar
to enlarge or reduce the display by any preset increment.

#® InDesign File Edit Layout Type Object Table View

- Id 12428 v| | B @~
: |

. gong xZe 5% : : T
s 125% ® - =1 ol
5 25%

__________ 808 o |

k ?_ i |'15 759 I |g| TS i |E| JEH TR |3| TPt e |U| TR e e |3|
NE
m | | 125%

e Type a percentage in the Zoom Level box by placing an insertion point in

the box, typing the desired viewing percent, and then pressing the Return
or Enter key.

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

e Choose View > Fit Spread In Window to display the targeted spread in
the window.

e Choose View > Actual Size to display the document at 100%. (Depending on the
dimensions of your document and your screen resolution, you may or may not
see the entire document onscreen.)

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. In this exercise, you will experiment with the
Zoom tool.

1 Choose View > Fit Spread In Window to position pages 2 and 3 in the center of
the window.

2 Select the Zoom tool (Q) in the Tools panel and position it over the text at right.

Notice that a plus sign appears in the center of the Zoom tool.

3 Click once. The view changes to the next preset magnification, centered on the
point where you clicked.

Now you'll reduce the view.

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

Tip: You can
also change the
magnification using
key commands. Use
Ctrl+= (Windows) or

Command+= (Mac OS)

to increase the
magnification, and
Ctrl+- (Windows) or

Command+- (Mac OS)

to decrease the
magnification.
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Tip: Keyboard
shortcuts, which are
set up to be easy to
remember, let you
quickly change the view
to 200%, 400%, and
50%. In Windows, press
Ctrl+2 for 200%, Ctrl+4
for 400%, and Ctrl+5
for 50%. In Mac OS,
press Command-+2 for
200%, Command-+4 for
400%, and Command+5
for 50%.

Note: Mac OS may
override the zooming
keyboard shortcut and
open the Spotlight
window. You can disable
system shortcuts in your
System Preferences.

5 With the Alt or Option key still depressed, click once over the text; the view
is reduced.

You can also use the Zoom tool to drag a marquee around a portion of a
document to magnify a specific area.

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

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.

7 In the Tools panel, double-click the Zoom tool to switch to a 100% view.

Because the Zoom tool is used frequently during the editing process to enlarge
and reduce the view of your document, you can temporarily select it from the
keyboard at any time without deselecting any other tool you may be using. You'll
do that now.

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

9 Hold down Ctrl+spacebar (Windows) or Command+spacebar (Mac OS) so
that the Selection tool icon becomes the Zoom tool icon, and then click the
hummingbird to magnify the view. When you release the keys, the pointer
returns to the Selection tool.

10 Hold down Ctrl+Alt+spacebar (Windows) or Command+Option+spacebar
(Mac OS) and click to zoom out.

11 Choose View > Fit Spread In Window to center the pages again.

Navigating through a document

There are several different ways to navigate through an InDesign document,
including using the Pages panel, the Hand tool, the Go To Page dialog box, and
controls in the document window.
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Turning pages

You can turn pages using the Pages panel, the page buttons at the bottom of the
document window, the scroll bars, or a variety of other methods. The Pages panel

provides page icons for all of the pages in your document. Double-clicking any page

icon or page number in the panel brings that page or spread into view. In this exer-

cise, you will experiment with turning pages.

1

7
8

Click the Pages panel icon to expand the
Pages panel.

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

Double-click the A-Master page icon above the
page icons to display it in the document window.

To return to the first page of the document,
use the menu in the lower left of the document
window. Click the down arrow and choose 1.

Now you'll use the buttons at the bottom of the
document window to change pages.

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

& Pages | Layers | Links | =

[None]

]
roi [D Tip: To turn pages,

you can also use

commands in the
Layout menu: First Page,
Previous Page, Next
Page, Last Page, Next
Spread, and Previous
Spread.

4PagesindSpreads [, Gl

Click the Previous Page button (left-facing arrow) next to the Page Number box

to switch until the first page is displayed.

4 -+ b b, Mo errars -

Previous Spread

Choose Layout > Go To Page.

In the Page box, type 2. Click OK.

Co to Page

Page: =2 i] f oK )

(7\
( Cancel )
. S
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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
(Mac OS) key to use the
Hand tool.

Using the Hand tool

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

1 Select the Hand tool ().

2 Click and drag in any direction to move the page around, and then drag
downward in the document window to display page 1.

3 Choose 400% from the Zoom Level menu on the Application bar.

4 With the Hand tool still selected, click the page and hold the mouse button down
to display a view rectangle.

* Drag the rectangle to view a different area of the page or a different page.

* Release the mouse button to display the area that the view rectangle
encompasses.

e When the view rectangle is displayed, press the right and left arrows on your
keyboard to increase and decrease the rectangle’s size.

1 yey glo

5 Double-click the Hand tool in the Tools panel to fit the page in the window.
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Using context menus

In addition to the menus at the top of your screen, you can use context menus to
display commands relevant to the active tool or selection. To display context menus,
you position the pointer over a selected object or anywhere in the document window
and click with the right mouse button (Windows) or press Control and hold down

the mouse button (Mac OS).

1

Using the Selection tool (k), click any object on the page, such as the text frame
containing the words “If you don’t know the words...”

Right-click (Windows) or Control-click (Mac OS) the text frame. Note what

options are available.

Select different types of objects on the page and display their context menus to

see what commands are available.

If you

don’t kn

Cut ®X
Copy #C
Paste E4Y
Paste Into NV
Paste in Place NGBV

Zoom LN

Fill with Placeholder Text
Edit in Story Editor

Transform
Arrange
Select

Lock

Hide

Stroke Weight
Fitting

Effects
Captions
Interactive

Y vy v vWlr yyvw

Tag Frame
Autotag

Display Performance

InCopy

v'

Tip: You can display
a context menu when
the Type tool is selected
and in text. The Type
context menu lets you
insert special characters,
check spelling, and
perform other text-
related tasks.
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Exploring on your own

Now that you have explored the work area, try some of the following tasks using
either the 01_Introduction.indd document or your own document.

1 Choose Window > Utilities > Tool Hints to display information about the
selected tool. Select various tools to learn more about them.

2 Choose Window > Info to display the Info panel. Notice the information
provided about the document when no objects are selected. Click to select
individual objects and see how the Info panel changes as you select them.

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

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

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

Finding resources for using InDesign

For complete and up-to-date information about using InDesign panels, tools,
and other application features, use the Help menu and the Search box in the

Application bar.
Help
search 1
InDesign Help... @

InDesign Support Center...
Welcome Screen...

Complete/Update Adobe |D Profile...
Deactivate...

Updates...

Adobe Product Improvement Program...

InDesign Online...

Report a bug...
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Review questions

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

What are three ways to display a panel?

S 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 magnify or reduce the display. You can also use the Zoom Level box in the
Application bar.

2 You can click to select a tool in the Tools panel, or 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. You select hidden
tools by positioning the pointer over a tool in the Tools panel and holding down the
mouse button. When the hidden tools appear, select the 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.

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 quick tour, you'll get an overview of the key features of

InDesign, including:

Using Adobe Bridge to access files.

Checking on potential production issues with the Preflight panel.
Viewing and navigating a document.

Typing and styling text.

Importing text and threading text frames.

Importing, cropping, and moving graphics.

Working with objects.

Automating formatting with paragraph, character, and
object styles.

Previewing a document in Presentation mode.

This lesson will take approximately 60 minutes.



EAT ®

We like food. We like to know where it’s

B from, who made it, and what's in it. Our

@Y mission is to showcase our local talent:

T

both in the kitchen and off the farm. W

enjoy what our local artisans have to share.

Let’s eat.

The building blocks of an InDesign layout are objects,
text, and graphics. Layout aids such as guides help
with size and placement, and styles let you format
page elements automatically.

hether

it's at the market, on the street, or at the table,

Not Your Average
Street Food

Schnitzel. Créme brilée. Normally,
you wouldn't expect to find these
dishes on the nearest street corner,
but the gourmet chefs of Meridien
have hit the streets. The locations
and routes of the food trucks can
change at a moment’s notice, so be
sure to follow their news feeds!

Official Edible City
Walking Tour

Let one of our Urban Foragers
show you the variety of edible
plants that go unnoticed by the
average urbanite. Finish the tour
with a salad made from your find.

The Local Farmer’s
Market

Eat healthy! Eat local! That's our
mantra. Visit the nearest farmer's
market to find local produce and
meat grown and raised within 100
miles of the city.

@thegreasecart

&cupcakecaravan

@Shawarmak



Note: If you have
not already copied
the resource files
for this lesson onto
your hard disk from
the Adobe InDesign
CS6 Classroom in a
Book CD, do so now.
See “Copying the
Classroom in a Book
files” on page 2.

Getting started

The document for this lesson is a city guide designed for both print and interactive
use. As you will see in this lesson, the building blocks of an InDesign document are
the same, regardless of the output media. You will view all the pages in this docu-
ment and then finish one spread.

1 To ensure that the preference and default settings of your Adobe 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 page 3.

2 Start Adobe InDesign CS6. When the Welcome screen appears, close it.

3 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.

4 Click the Go To Bridge button ([E) in the Application bar at the top of the

document window.

#® InDesign File Edit Layout Type
Id oox - | By v E

5 In the Folders panel in Adobe Bridge CS6, locate and click the Lesson_02
folder, located inside the Lessons folder within the InDesignCIB folder on your
hard drive.

6 In the Content panel, in the middle of the Adobe Bridge window, click the
02_End.indd file. The Metadata panel to the right displays details about
the 02_End.indd file.

800

| Lesson_02 - Adobe Bridge
ol R (o | st FALMSTRIP  METADATA ¥

M Users > A kellyanton > [ Desktop > MM InDesig: —

FAVORITES | FOLDERS

" Computer

£ kellyanton

0 Desktop

% Documents

..... 02_End.indd
m Pictures

02_End.indd j2_Start.indd

FICTER™ COLLECTIONS | EXPORT METADATA"| KEYWORDS
File Type S s
2 s

InDesign document
Photoshop document 1
Word document 1

9.74 MB
Untagged

I Berries.psd Eat.docx
Keywords File Properties

Date Created Filename 02_End.indd
Date Modified

Document Type InDesign document
Application Adobe InDesign CS6 (Macintosh)
Date Created 10/9/09, 3:14:01 PM

4 items, 1 hidden, 1 selected - 9.74 MB
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By scrolling through the Metadata panel, you can view information about the
selected document, including colors, fonts, version of InDesign used to create it,
and more. You can scale the preview thumbnails in the Content panel by using
the Thumbnail slider at the bottom of the Adobe Bridge window.

7 Double-click the 02_End.indd file in Adobe Bridge to open it.

8 Choose Layout > Go To Page. Enter 8 and click OK. Choose View > Fit Spread In
Window to center the spread. This is what the page you will be working on will

9 Scroll through the document to see all the pages. You can leave this file open to

look like when you complete this lesson.

at th

have to share.

Not Your Average
Street Food

Schnitzel. Créme bralée. Normally,
you wouldn't expect to find these
dishes on the nearest street corner,
but the gourmet chefs of Meridien
have hit the streets. The locations
and routes of the food trucks can
change at a moment's notice, 50 be
sure to follow their news feeds!

Official Edible City
Walking Tour

Let one of our Urban Foragers
show you the variety of edible
plants that go unnoticed by the
average urbanite. Finish the tour
with a salad made from your find

act as a guide or choose File > Close to close it.

Viewing the lesson document

Before you start working on the incomplete pages of the city guide, you'll take a look

at all the pages to see how they’re designed.

The Local Farmer’s

Market

Eat healthy! Eat local! That's our
mantra. Visit the nearest farmer’s
market to find local produce and
meat grown and raised within 100
miles of the dry.

1 Adobe Bridge remains open until you exit it. Return to Adobe Bridge and Tip: Feel free to
double-click the 02_Start.indd file. move and rearrange
panels in this lesson as
2 Choose File > Save As. Type the new name, 02_City.indd, in the Save As needed. For information
dialog box. Leave the file type as an InDesign CS6 document and save it in ‘S’:erzir;;ﬂ:% panels,
the Lesson_02 folder. ’
3 Click the Pages panel icon (¢]3) in the dock at right to view the Pages panel.
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4 Drag the Pages panel tab to the left, out of the panel group. You can now
reposition and resize the Pages panel as necessary.

|?5 r

II|II‘?&II|II

B Pages | Layers | Links | » |

b

Stroke

Swatches

Effects

i
[ Gradient
JIx
wd

Object Styles

q-| Paragraph Styles

1)

Tip: By default, As you can see, the lesson document starts on a left-facing page—page 2. This is
facing-page documents a common setup for booklets and documents displayed onscreen.
always start on a
right-facing page. To 5 In the Pages panel, scroll to the bottom to see the [ - “
Tt?rtfa document 0:1 a last spread in the document. Double-click the Bhses | [ vE
eft-facing page, select . . INone]
the first page in the numbers 12—-13 below the page icons to display .
Pages panel and then this spread in the document window. il vl L1
choose Numberin
& Section Optionsg 6 Use the Pages panel to display each page in the
from the panel menu. document by trying the following methods:
Enter 2 (or another even .
number) in the Start ¢ Double-click the numbers below the page
Page Numbering At box icons in the Pages panel to display the full
and click OK.

spread in the document window.

¢ Double-click an individual page icon in the
Pages panel to center that page
in the document window.

e To center a spread in the window, double-
click the Hand tool (37), in the Tools panel.

You can also navigate a document using the
Hand tool, scroll bars, commands such as Next
Page or Previous Spread in the Layout menu, the
Page Up and Page Down keys on your keyboard,

and the buttons in the lower-left corner of the

document window.
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Preflighting as you work

In publishing, preflighting is the process of ensuring that a document is created prop-
erly for its intended output. For example, preflighting can ensure that colors are set up
properly for a specific printing process. Live Preflight lets you monitor documents as
you create them to prevent potential output problems from occurring.

You can create or import production rules (called profiles) against which to check
your documents. The default profile supplied with InDesign flags issues such as
missing fonts and overset text (text that does not fit in its text frame).

1 Choose Window > Output > Preflight to open the Preflight panel. Or, double- Tip: If InDesign
detects any preflighting
issues as you work—
for example, if text

is overset—the error

is reported in the

click the Preflight button in the lower-left corner of the document window.

Preflight detected errors. Double-click to
open Preflight panel. lower-left corner of the

document window. To

continually check your
work and view details
red Preflight icon in the lower-left corner of the Preflight panel. According to the on issues, leave the

Error list in the Preflight panel, the problem is Text. Preflight panel open.

Using the [Basic] preflight profile, InDesign finds one error, as indicated by the

2 To view the error, double-click Text. Then double-click Overset Text for details.

3 Double-click Text Frame to select the problem text frame on page 8.

Overset text is indicated by a red

plus sign (+) in the frame’s out il =
. n rofile: | sic] {worki ‘3 &
port (the small square just above Ho S
. Error |Page |
the lower-right corner of the v T
frame). Overset text is a common W Overset text (1)
problem during layout because s -
h 1 h d Click to view details in Info section.
as paragrap Sty €s change an Double-click to select error in document
objects are moved and resized, R NEL
text can accidentally get cut off. @ lermor Pages: @Al ()1 E
In this case, you will resize the
frame to fit all the text.
4 Using the Selection tool (%), drag the handle at the bottom of the text frame Note: To precisely
down until the text fits. Click the pasteboard to deselect the text frame. match the final docu-

ment, release the mouse
button when the frame
height is H:15p5.6.

on the street, or at the table, enjoy what our

local artisans have t

5 Choose File > Save to save your work so far.
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Tip: Other view
modes include Bleed
(for reviewing the
predefined bleed area
that extends beyond
the page boundaries)
and Slug (for displaying
the area outside the
bleed area that can
contain information
such as printer
instructions or job
sign-off information).

Viewing guides

Now that you've fixed the overset text problem, you will start experimenting with
layout aids, including different view modes. Currently, the document is displayed

in Preview mode, which displays artwork in a standard window, hiding nonprinting
elements such as guides, grids, frame edges, and hidden characters. To work on this
document, you will view guides and hidden characters (such as spaces and tabs).

1 Click and hold down the Mode button (&) at the bottom F‘
& Normal

of the Tools panel, and choose Presentation (E) from
the menu. u [ Preview
& Bleed
In Presentation mode, the InDesign interface is hidden & slug
entirely, and the document fills the whole screen. This L Presentation

mode works well for presenting design ideas to clients on .

a laptop. You can navigate the pages of the layout using the
arrow keys on your keyboard.

2 Press Escape to exit Presentation mode. Then, choose Normal (&) from the
Mode menu. In Normal mode, the layout aids you select will display.

sure Guides is checked in the menu. You can also choose View > Grids & Guides >
Show Guides.

# InDesign File Edit Layout Type
Id 119.7% v | | Blv| v [EEv

g X5 -12p19 w: 4 Frame Edges

Y: -+ Op0.4 Heis + Rulers
® NN — B
Gui k ]
SO

¥ Smart Guides

Baseline Grid

Hidden Characters

When guides are displayed, it’s easy to place text and objects with precision,
including automatically snapping them into place. The guides do not print and
do not limit the print or export area.

4 From the same View Options menu, choose Hidden Characters. You can also
choose Type > Show Hidden Characters.

Displaying hidden (nonprinting) characters, such as tabs, spaces, and paragraph
returns, helps you precisely select and style text. In general, it’s a good idea to show
hidden characters whenever you are editing or styling text.
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Adding text

With InDesign CS6, text is usually contained by a text frame, but it can also be
contained in table cells and flowing along paths. You can type text directly into a
text frame or import text files from word-processing programs. When importing text
files, you can add the text to existing frames or create frames to contain the text.

If text doesn’t fit within the same frame, you can “thread,” or link, the text frames.

Typing and styling text

You're ready to start working on the incomplete spread of the city guide. First, you'll
type text in a text frame shaped like a “speech balloon” on page 8. Then, you will
style the text and adjust its placement within the frame.

1 If necessary, scroll to page 8.

2 Select the Type tool (T), and click in the speech balloon at the bottom of }> Tip: You can also
click and drag the Text
tool to create new text
3 Type Eat healthy, eat local! frames.

page 8.

4 With the insertion point still in the text, choose Edit > Select All > Tip: Using the

Type tool, you can
5 In the Control panel, click the Character Formatting Controls icon (&) and do sZIth in di\);idual words

the following: and characters for

. . formatting, as you
e From the Font Family menu, choose Letter Gothic Std, then choose Bold would with word-

from the submenu. processing software.
e Type 28 in the Font Size box to the right of the Font Family menu.
e Type 28 in the Leading box under the Font Size box.
e Click the All Caps button () to the right of the Font Size box.

PR | Letter Gothic Std e ‘& ™ 7 ‘
9 | [Botd A s (T T F ||aw
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Note: For 6 Click on the pasteboard to deselect Text Frame Options

rectangular text the text. {TGeneral | Baseline Options | Auto-Size |
frames, you can ~Columns: | Fixed Number =)
specify the inset from To better position the text within the Nore ] /195556 |
each side of the box; frame, you can specify an inset value. Gutter: <190 Maximum: % None
for irregular-shaped [ Balance Columns
frames, you can only 7 With the balloon-shaped text frame T
specify one inset value. still selected, choose Object > Text Inzsk ool [EESeE
. Bottom: = - Right: =
Frame Options.
— Vertical Justification
8 In the Inset Spacing section, type Align: [ Center 3]
. Paragraph Spacing Limit: = 0Op0
p10 in the Inset box.

. . lignore Text Wrap
9 Select the Preview box in the lower-

left corner, to see the change, and  Preview ok )

then click OK.

10 Choose File > Save to save your work.

Importing and flowing text

Tip: In many pub- In most publishing workflows, writers and editors use word processors. When the
lishing environments, text is close to final, they send the files to graphic designers. To complete the EAT
including marketing

and advertising, the text page of the city guide, you will import a Microsoft Word file into a white text frame

is referred to as “copy,’ on page 9 using the Place command. You will then link the first text frame to the
which is why the writers  gther two white frames using a process called “threading”

and editors are called

“copywriters”and 1 Scroll to the right to view page 9. Make sure that no objects are selected by
“copy editors” choosing Edit > Deselect All or clicking a blank area of the pasteboard.

2 Choose File > Place. At the bottom of the Place dialog box, make sure that Show
Import Options is not selected.

3 Navigate to the Lesson_02 folder, in the Lessons folder, and double-click the

Eat.docx file.
Tip: With a loaded The pointer changes to a loaded text icon (%=). You'll add this text to the white
texticon, you have text frame in the upper-left corner of page 9.
several choices. You can
drag to create a new 4 Position the loaded text icon in the white text frame in the upper-left corner,

text frame, click inside
an existing frame, or
click to create a new

then click.

text frame within a s e
et Pl
column. o e
e
fethre dabn o
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The text in the Word file fills the frame, but it doesn’t all fit. A red plus sign (+) in > Tip: You can link
the out port of the frame indicates overset text. In this case, the writer provided overset text o an
existing frame, create a
new frame into which
thread these text frames so the text flows through them. the overset text flows,
or expand the size

of the frame so that

a subhead and a paragraph for each of the three white text frames. You will

5 Using the Selection tool (%), select the text frame that now contains the text.

6 Click the out port in the lower-right corner of the selected frame. The pointer the text is no longer
. e . . t.
becomes a loaded text icon. Click in the text frame immediately below. overse

+ Not Your Average Street Food:

Schnitzel, Créme brilée. Normally, you
wouldn't expect to find these dishes

on the nearest street cormer, but the
gourmet chefs of Meridien have hit the
streets, The locations and routes of the
food trucks can change at a moment's
notice, so be sure to follow their news
feeds! «

Official Edible City Walking Tour:

7 Repeat the process in step 6 to thread the selected frame to the empty frame in
the upper-right corner of the page.

At this point, all the text fits in the three frames. Once you apply paragraph
styles, a heading and paragraph will fit perfectly in each frame.

Not Your Average Street Food:

| AU
Sclnitzel. Créme brilée. Normally, you o
wouldn't expect to find these dishes ——

on the nearest street comer, but the
gourmet chefs of Meridien have hit the
streets, The locations and routes of the
food trucks can change at a moment's
notice, so be sure to follow their news
feeds!

Official Edible City Walking Tour

- Let one of our Urban Foragers show
you the variety of edible plants that
go unnoticed by the average urbanite.
Finish the tour with a salad made from
your find

The Local Farmer's Marker

Eat healthy! Eat local! That's our
mantra. Visit the nearest farmer's

8 Choose File > Save.
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Working with styles

Tip: A paragraph Now you'll try out styles to see how using them lets you quickly and consistently
style can include format text and objects and—more important—easily make global changes by
embedded styles for
the beginning of a
paragraph and for lines and object styles:
within a paragraph. This
automates common

simply editing the style. Most documents benefit from using paragraph, character,

A paragraph style includes formatting attributes that apply to all the text in a

paragraph formatting, paragraph. You can select a paragraph by simply clicking in it.
:;i: ;rz ;ts :an:g aa drop e A character style includes only character attributes, making it useful for formatting
cap followed by all selected words and phrases in a paragraph.
ital lett th
;?g“an: ersonthe e An object style lets you apply formatting—such as fill and stroke color, stroke
and corner effects, transparency, drop shadows, feathering, text frame options,
and text wrap—to selected objects.
Applying paragraph styles
Since the city guide is almost finished, all the paragraph styles you need are already
created. You will first apply the Body Copy style to all the text in the three threaded
text frames, and then you will apply the Location Header style to the box headings.
1 Using the Type tool (T), click in one of the three white text frames containing
the newly imported text.
Tip: All the textina 2 Choose Edit > Select All to select all the text in the threaded frames.

series of threaded text
frames i called a story. 3 Choose Type > Paragraph Styles to display the Paragraph Styles panel.
4 In the Paragraph Styles panel, click the triangle next to the City Guide style group
folder to open it. Then, click Body Copy to format the entire story with the
Body Copy style.
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5 Click a blank area of the pasteboard to deselect all the text.

6 Using the Type tool, click in the first line of text in the story: “Not Your Average
Street Food”

As you can see from the hidden character (the paragraph return) at the end of
the line, this line is actually its own paragraph. Therefore, it can be formatted
with a paragraph style. This is the advantage of showing hidden characters while
styling text.

7 Click the Location Header style in the Paragraph Styles panel.

8 Repeat steps 6 and 7 for the two other box headings: “Official Edible City
Walking Tour” and “The Local Farmer’s Market”

Not Your Average The Local Farmbr ’s
Street Food' Market!

Schnitzel. Créme briilée. Normally, Eat healthy! Eat local! That's our
you wouldn't expect to find these mantra. Visit the nearest farmer’s
dishes on the nearest street corner, market to find local produce and
but the gourmet chefs of Meridien meat grown and raised within 100
have hit the streets. The locations miles of the city.

and routes of the food trucks can

change at a moment’s notice, so be
sure to follow their news feeds!y

Official Edible City
Walking Tour

Let one of our Urban Foragers
show you the variety of edible
plants that go unnoticed by the
average urbanite. Finish the tour
with a salad made from your find*

9 Choose File > Save.

Formatting text for the character style

A current design trend is to highlight a few key words in a paragraph to draw read-
ers into the story. For the Eat section, you will style a few words to make them “pop”
and then create a character style based on those words. You can then quickly apply
the character style to other selected words.

1 Using the Zoom tool (X), zoom in on the first text frame on page 9. This frame
contains the head “Not Your Average Street Food”

2 Using the Type tool (T), select the words “gourmet chefs,” in the fourth line of
the body copy.

Tip: Remember that
as you work, you can
tear off panels, resize
them, and move them
to suit your needs.
The configuration of
your panels is largely
dependent on the
amount of screen
space available. Many
InDesign users have
a second monitor for
managing panels.
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3 In the Control panel, click the Character Formatting Controls icon (f&). Click
the arrow next to the Fill menu and choose Dark Red.

Type Object Table View Window Help

B
P [TT T T | Ay Soie [ | el o) o Shoox ) | [TIPLA. [ ione)
8 rTnoF mEe 8| e T 4B om
P OO O O . N OO T
M Dzrk Red
ld ) M vight Red
youwouldnt exp.-
[ Mid Crey
[ Dark Grey =
dishes on the ne=gs, e

but the SR o

4 Display the Type Style menu on the far left side of the Control panel. Select Bold
Italic, leaving the font as Chaparral Pro.

5 Click once to deselect the text and view your changes.

dishes on the nearest street corner,
but the gourﬁnet chefs of Meridien
have hit the streets. The locations

6 Choose File > Save.

Creating and applying a character style

Now that you have formatted the text, you are ready to create a character style based
on that formatting.

1 Using the Type tool (T), select the words “gourmet chefs” again.

2 Choose Type > Character Styles to display the Character Styles panel.
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3 Hold down the Alt (Windows) or Option
(Mac OS) key and click the Create New
Style button, at the bottom of the Character
Styles panel.

A new character style named Character
Style 1 is created, as shown in the New
Character Style dialog box. This new style
includes the characteristics of the selected
text, as indicated in the Style Settings area
of the dialog box.

x

% Character Styles
[None]

b (L7 City Guide

[Nane] a

4 In the Style Name box, type Red Bold Italic.

5 At the bottom of the New Character Style dialog box, select Apply Style To

Selection and then click OK.

New Character Style

General [ Style Name: Red Bald Italic ]
Basic Character Formats .
Advanced Character Formars
Character Calor General
OpenType Features
Underline Options Based On: [ [None] I z.,!
Strikethrough Options
Expart Tagging Shortcut:

Style Settings:

[Nonel + Bold Italic + color: Dark Red

EApplv Style to Selection

[ Preview

( Cancel )( 0K )

Create new style

You will now move the new character style into alphabetical position within the

City Guide style group folder. The ability to group styles in this way helps you

keep templates organized.

6 In the Character Styles panel, click the triangle |
% Character Styles =
next to the City Guide style group folder to open IR o 4
it. Drag and drop the Red Bold Italic style into INone] 7
the City Guide style group after the Pop-up e
Location style. v c"";"id;
rop Cap

Pop-up Location

Note: Pressing
Option or Alt while you
click the Create New
Style button opens the
Character Style Options
dialog box so you can
immediately name
the style. This feature
works in the Paragraph
Styles and Object Styles
panels as well.
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Tip: You can also
apply paragraph and
character styles from
the Control panel.

Tip: Typesetters
generally apply the
same style to any
punctuation following
the styled word.

Tip: You can place a

graphicinto a selected
frame or create a frame

for the graphic. You can

also drag graphic files
from the desktop or
from the Mini Bridge
panel (Window menu)
onto an InDesign page
or pasteboard.

Scroll down to view the “Official Edible City Walking Tour” text frame.

Using the Type tool (T), select the words “edible plants.” Click Red Bold Italic in
the Character Styles panel.

Because you applied a character style instead of a paragraph style, the formatting
affected only the selected text, not the entire paragraph.

Repeat step 8 to apply Red Bold Italic to “Eat healthy! Eat local!” in the “Local
Farmer’s Market” text frame.

The Local Farmevr’s

Market o

¢ Character Styles | =
INenel i
[Nane] 7

Eat healthy! Eat local! glsEluses

Pop-up Location

Red Bold iralic

mantra. Visit the nearest f——=

10 Choose File > Save.

Working with graphics

To complete the Eat spread of the city guide, you'll import, resize, and position a

graphic. Graphics used in InDesign documents are placed inside frames. You can

use the Selection tool () to resize the frame and to position the graphic within the

frame. You will learn more about working with graphics in Chapter 10, “Importing

and Modifying Graphics”

1

Choose View > Fit Page In Window. If necessary, scroll to view all of page 9.
You will position the graphic below the “Local Farmer’s Market” text frame.
Make sure that no objects are selected by choosing Edit > Deselect All.

Choose File > Place. In the Place dialog box, make sure that Show Import
Options is not selected.

Navigate to the Lesson_02 folder in the Lessons folder, and double-click the
Berries.psd file.

the page, InDesign will create a graphics frame for you and place the graphic in
it at full size. In this case, however, you will create a graphics frame to contain
this graphic.
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5 Position the loaded graphics icon at the intersection of the two guides under the

text frame in the second column as shown.

\—and routes of the food-trucks carr——
change at a moment’s notice, so be
sure to follow their news feeds! "

Official Edible City
Walking Tour|

Let one of our Urban Foragers
show you the variety of edible
plants that go unnoticed by the
average urbanite. Finish the tour
with a salad made from your find]

6 Drag down and to the right to create a frame that spans the column width.

The length of the graphics frame is determined automatically by the graphic’s
proportions.

7 Using the Selection tool (k), select the middle handle at the bottom of the
graphics frame and drag it up. Align the bottom of the graphics frame with the
bottom of the text frame to its left.

Resizing the graphics frame essentially crops the graphic.

Official Edible City
Walking Tour|

Let one of our Urban Foragers

show you the variety of edible

plants that go unnoticed by the
average urbanite. Finish the tour
with a salad made from your find

8 Still using the Selection tool, position the pointer over the graphic to display
the content grabber, which looks like a doughnut. Click the content grabber
to select the graphic, then drag to position the berries within the frame as
you please.

9 Choose File > Save.

> Tip: When you
create a picture frame
for a graphic, the
graphic is automatically
scaled to the frame.

You can use the scaling
controls on the Control
panel to precisely adjust
the graphic size. You will
learn more about that in
Chapter 10.
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Note: If the
pasteboard is gray
and you don't see the
graphic, choose View >

Screen Mode > Normal.

Working with objects

The building blocks of InDesign pages are objects—text frames, graphics frames,
rules (lines), tables, and more. In general, you move and resize objects with the
Selection tool. Objects can have a fill (background) color and a stroke (outline or
frame) weight and color. You can move objects around freely, snap them to other
objects, or place them with precision according to guides or values. In addition, you
can resize and scale objects and specify how text wraps around them. You will learn
more about objects in Chapter 4, “Working with Objects” Here, you will experiment
with a few object commands.

Wrapping text around an object

To see text wrap in action, you will drag an InDesign object from the pasteboard on
top of a text frame.

1 Scroll to the left to view page 8 and part of its pasteboard (the work area
surrounding the page).

2 Using the Selection tool (%), click the worm graphic, which consists of grouped
InDesign objects.

3 Drag the worm to the text frame that starts with “We like food”” Position the
worm anywhere, noticing that the object obscures any text under it.

4 Drag the object so the left edge is roughly aligned with the left margin and the
top is roughly aligned with the capital “W” in the first line of text. The exact
placement is not crucial.

5 Choose Window > Text Wrap. In the Text Wrap panel, click the third button
from the left side ().

6 Click Make All Settings The Same ([@) in the center of the Text Wrap panel. This
deselects the option and lets you enter different values for each side of
the object.

7 Type p6 into the Right Offset box and press Enter or Return. Close the Text
Wrap panel.

e like food. We lil
& from, who made it,

Contour Options.

Whether it's-at-the marke

the table, enjoy what our local artisans have to
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8 Now that you have wrapped the text around the object, the text in the frame is
overset. Using the Selection tool (X), resize the text frame.

9 Choose File > Save.

Moving an object and changing the stroke

When an object is selected with the Selection tool, you can drag it around to move
it and you can change its formatting. Here, you will move the speech bubble at the
bottom of the page so the words appear to be coming out of the worm’s mouth. You
will then change the stroke weight and color.

1 Scroll to the bottom of page 8.

2 Using the Selection tool (&), select the speech bubble text frame. > Tip: InDesign CS6
provides many options
for moving selected
down and to the left as shown. objects, including
dragging them,
“nudging” them with
the arrow keys, and
121034 | entering precise place-
35p3.957 ment values in the
XandY fields on the
Control panel.

3 Point at the text frame to display the mover pointer (&), and then drag the frame

4 With the text frame still selected, click the Stroke
panel icon at right. In the Stroke panel, choose

2 pt from the Weight menu. 025 o
. . . Align Stroke: gi;;l
5 With the text frame still selected, click the Swatches 100
Type: +
panel icon at right. st E L
. . End @ Spt | >
6 Click the Stroke box ([H) at the top of the panel. v B —
ap Tint: 1‘ Bpt
Selecting the Stroke box causes the selected text bl G

frame’s border to be affected by the color you select.

7 Select Dark Red. You may need to scroll down to see it.
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Note: If you do
not press Option or
Alt while you click
the Create New Style
button, InDesign
creates a new style
in the Object Styles
panel. You will need to
double-click the style
to name it.

8 Click the pasteboard to deselect all objects.

9 Choose File > Save.

Working with object styles

As with paragraph and character styles, you can quickly and consistently format
objects by saving attributes as styles. In this exercise, you will create an object style
from a formatted object and then apply the style to other objects on the page.

1 Scroll to the right to view the white speech bubbles on page 9.

2 Using the Selection tool (%), click the text frame containing “@thegreasecart”
This text frame has a drop shadow.

3 Choose Window > Styles > Object Styles to display the Object Styles panel.

4 1In the Object Styles panel, hold down the Alt (Windows) or Option (Mac OS)
key and click the Create New Style button at the bottom of the panel.

bject Styles
[None]+
[None]+
[Basic Graphics Frame]

[Basic Text Frame]
b ] City Guide

pakecamvar#?

5 In the New Object Style dialog box, type Drop Shadow in the Style Name box.

Create new style

6 Select Apply Style To Selection and click OK.

7 Drag and drop the Drop Shadow style into

¢ Object Styles

the City Guide style group after the Category Dio Shadow :

Intro style. [Basic Graghics Frame] r
[Basic Text Frame]

8 Using the Selection tool, click to select another Brop Shadew

one of the text frames shaped like a speech o

bubble. Hold down the Shift key and then click the FER &
ey N e—

remaining three speech bubble objects to add them : s

Subhead text boxes v
to the selection. 8 wor 8 8
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9 Click Drop Shadow in the Object Styles panel.

4 Object Styles

Drop Shadow (City Guide)

[Basic Graphics Frame]
[Basic Text Frame]

(L] City Guide

Cover Mav
Category Intro [’ﬂ
Drop Shadow

Location boxes

e
Subhead text boxes v

m U OF R @ o

@cupdakecaravary 4 @theTacoGuyt o

10 Choose File > Save.
11 Choose View > Fit Spread In Window.
12 Choose Preview (@) from the Screen Mode menu in the Application bar.

13 Press Tab to temporarily hide all panels.

Not Your Average The Local Farmer’s
Street Food Market

Schindtzel. Créme brilée. Normally, Eat healthy! Eat local! That's our
you wouldn't expect to find these mantra. Visit the nearest farmer's
dishes on the nearest street corner, market to find local produce and
but the gowrmet chefs of Meridien meat grown and raised within 100
have hit the streets. The locations miles of the ity

and routes of the food trucks can

change at a moment's notice, so be

sure to follow their news feeds!

Official Edible City
Walking Tour

Let one of our Urban Foragers
shaw you the variety of edible

plants that go unnoticed by the
average urbanite. Finish the tour
with a salad made from your find,

Congratulations! You've completed the InDesign tour.
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Exploring on your own

To learn more about InDesign, you may want to try the following in the city
guide layout:

e Change the text formatting with options in the Control panel or the Paragraph
and Character panels (Type menu).

e Apply different paragraph and character styles to text.
e Move and resize objects and graphics.
e Apply different object styles to objects.

* Double-click a paragraph, character, or object style and change its formatting.
Notice how the change affects the text or objects to which the style is applied.

e Choose Help > InDesign Help to explore the help system.

e Go through the lessons in the rest of this book.
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Review questions

S W N

(]

How can you tell if an aspect of a layout will cause output problems?
What tool allows you to create text frames?
‘What tool allows you to thread text frames?

What symbol indicates that a text frame has more text than it can hold—that is,
overset text?

What tool allows you to move both frames and graphics within frames?

What panel provides options for modifying selected frames, graphics, or text?

Review answers

1

i A W N

The Preflight panel reports errors when something in the layout does not comply
with the selected preflight profile. For example, if the preflight profile specifies CMYK
output and you import an RGB graphic, an error is reported. Preflight errors are also
reported in the lower-left corner of the document window.

You create text frames with the Type tool.
You thread text frames with the Selection tool.
A red plus sign in the lower-right corner of a text frame indicates overset text.

The Selection tool lets you drag a frame to move it or move a graphic around within
a frame.

The Control panel provides options for modifying the current selection: characters,
paragraphs, graphics, frames, tables, and more.
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SETTING UP A DOCUMENT
AND WORKING WITH PAGES

Lesson Overview

In this introduction to setting up a multipage newsletter with a four-
page insert, you'll learn how to do the following:

e Save custom document settings as a document preset.
e Start a new document and set document defaults.

* Lay out a master page.

e Create a new master page.

e Apply master pages to document pages.

e Add pages to a document.

e Rearrange and delete pages.

e Change the size of pages.

* Create section markers and specify page numbering.
e Lay out document pages.

e Rotate spreads.

This lesson will take approximately 90 minutes.



Skills

Build Your Skills

As you'll see in this guide, HockeyShot has all kinds of great
training aids for taking your ice hockey game to the next level.
But most people want to start with the basics—the most obvi-
ous skills. When it comes to hockey, the first thing that comes
to mind is shooting the puck. Then you might start thinking
about stickhandling and passing, then finally improving skat-
ing and overall strength and agility. So, sticking with the obvi-
ous, the bare minimum you need for off-ice training is:

1. A hockey stick, preferably not your on-ice stick

2. Asimulated ice surface such as a shooting pad or dryland
flooring tiles

3. Apuck, training puck or ball

Shooting pads work well if you have limited space, as they are

easy to move and store. If you're lucky enough to have dedicat-

ed space such as a basement or unused garage, the Hockey-

Shot Dryland Flooring Tiles let you create a slippery, smooth,

custom surface area for training.

2 HockeyShot Essentials Guide

’ + A“goalie” tarp such as the Ultimate Goalie
iy
p /

Shooting

Want to improve your shot? Shoot 100 pucks per day—or at
least shoot for shooting 100 pucks per day! No matter how many
shots you actually take, practicing your shot is one of the eas-
iest things you can do off-ice. Be sure to shoot off a shooting
pad or use your “outdoor” stick, and be careful not to hit any-
thing (cars, windows, passersby). If accuracy is an issue, look
into a backstop, cage or shooting tarp.

“You miss 100% of the shots you never take.” — Wayne Gretzky

Accuracy... How can my son develop a more accurate
shot? He seems to use the goalie as a target, and we all
know it's not going to go through his body.

Practicing any sport that involves shooting—from archery

to basketball to hockey—benefits from having a target. With
hockey, of course, your target is anywhere the goalie is not
(and can't reach in time). Since the four corners and five hole
are the most likely spots to score, those are generally the tar-
gets your son can practice on from home. All you need to do is
make simple modifications to your net such as adding:

* Pockets such as EZ Goal 4 Corner Netting Targets

 Hanging targets such as X-Targets

[

\

p—

HockeyShot Essentials Guide 3

By taking advantage of the features that help you

set up the documents you create, you can ensure
consistent page layout and simplify your work. In this
lesson, you'll learn how to set up a new document,
design master pages, and work with document pages.
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Note: If you have
not already copied the
resource files for this
lesson onto your hard
drive from the Adobe
InDesign CS6 Classroom
in a Book CD, do so
now. See “Copying the
Classroom in a Book
files” on page 2.

Note: Asyou work,
feel free to move
panels or change the
magnification of the
document to meet
your needs.

Getting started

In this lesson, you'll set up an eight-page newsletter and then place text and graph-

ics on one of the document's facing-page spreads. You'll also create a smaller insert
within the newsletter that uses a different page size.

1

To ensure that the preference and default settings of your Adobe InDesign CS6
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 page 3.

Start InDesign. 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. To begin working, you'll open an
InDesign document that is already partially completed.

To see what the finished document looks like, open the 03_End.indd file, in the
Lesson_03 folder, located inside the Lessons folder within the InDesign CS6 CIB

folder on your hard drive.

Build Your Skills

Asyou'll see in this guide, HockeyShot has all kinds of great
training aids for taking your ice hockey game to the next level.
But most people want to start with the basics—the most obvi-
ous skills. When it comes to hockey, the first thing that comes
tomind is shooting the puck. Then you might start thinking
about stickhandling and passing, then finally improving skat-
ing and overall strength and agility. So, sticking with the obvi-
ous, the bare minimum you need for off-ce training is

1. Ahockey stick, preferably not your on-ice stick

2. Asimulated ice surface such as a shooting pad or dryland
flooring tiles

3. Apuck, training puck or ball

Shooting pads work wellif you have limited space, as they are

easy to move and store. If you're lucky enough to have dedicat-

ed space such as a basement or unused garage, the Hockey-
ing Tiles let you create a sl th,
custom surface area for training.

2 HockeyShot Essentials Guide

Shooting

Want to improve your shot? Shoot 100 pucks per day—or at
least shoot for shooting 100 pucks per day! No matter how many
shots you actually take, practicing your shot s one of the eas-
iest things you can do off-ice. Be sure to shoot off a shooting
pad or use your ‘outdoor” stick, and be careful not to hit any-
thing (cars, windows, passersby). If accuracy is an issue, look
into a backstop, cage or shooting tarp.

“Youmiss 100% of theshots you never toke”— Wayne Gretzky
Accuracy.... How can my son develop a more accurate
shot? He seems to use the goalie as a target, and we all
know it's not going to go through his body.
Practicing any sport that involves shooting—from archery
to basketball to hockey—benefits from having a target. With
hockey, of course, your target is anywhere the goalie is not
(and can't reach in time). Since the four corners and five hole
are the most likely spots to score, those are generally the tar-
gets your son can practice on from home. All you need to do is

to your net such ddi

+ Pockets such as EZ Goal 4 Corner Netting Targets
+ Hanging targets such as X-Targets
- A"goalie tarp such as the Ultimate Goalie

o e o game

I g

HockeyShot Essentials Guide 3

Scroll through the document to view the spreads, most of which only have

guides and placeholder frames. Navigate to pages 2—3, which are the only

document pages you'll lay out in this lesson. You will also lay out a pair of master

page spreads.

Close the 03_End.indd file after you have finished examining it, or you can leave
this document open for reference.
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Creating and saving custom

document settings

InDesign lets you save frequently used document settings, including number of
pages, page size, columns, and margins. Using these saved document parameters,

called document presets, lets you create new documents quickly.

1 Choose File > Document Presets > Define.

2 Click New in the Document Presets dialog box.

3 In the New Document Preset dialog box, set the following:

¢ Inthe Document Preset box, type Newsletter.

¢ Inthe Number of Pages box, type 8.

e Make sure that the Facing Pages option is selected.

e Use the default Page Size (Letter).

e Inthe Columns section, type 3 for Number, and leave the gutter at 1p0.

* Inthe Margins section, make sure that the Make All Settings The Same icon
in the center of the margin settings is deselected (:f) so that you can enter
settings that aren’t the same for all four margins. Type 6p for top; type 4p for
the Bottom, Inside, and Outside margins.

New Document Preset

Document Preset: Newsletter

Intent: | Print

|

Number of Pages: 8
Start Page #: 1

EFacing Pages

| Primary Text Frame

—Page Size: | Letter

F2

Height: = 66p0

Width: = 51p0

Orientation: %

— Columns

Number: =3

Gutter: _é 1p0

— Margins

Bottom: <= 4p0

Top: = 6p0

Inside: = 4p0

o [
= Outside: = 4ip0

—®

| ——
( Cancel )
R et

(" More Options )

Tip: You can use
any supported unit of
measurement in any
dialog box or panel.

If you wantto use a
measurement unit

that differs from the
default, simply type the
indicator for the unit
you want to use, such
as p for picas, pt for
points, and either in or"
(inch marks) for inches,
after the value you
enter into a box. You
can change the default
units by choosing Edit >
Preferences > Units &
Increments (Windows)
or InDesign >
Preferences > Units &
Increments (Mac OS).
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Tip: Inthe New
Document dialog box,
the default setting of 1
in the Start Page # box
starts the document
on a recto page. That
is, the first page of the
document is to the right
of the spine. You can
begin a documenton a
verso page by entering
an even value (for
example, 2, 4, 8, and so
on) in the Start Page #
box. The value you enter
in this box is assigned
to the first page in the
document.

Click More Options, which expands the dialog box. Type .125 in the Top box
of the Bleed option. Then ensure that the Make All Settings The Same icon

is selected (unbroken), so that the same value is used for the Bottom, Inside,
and Outside boxes. Click inside the Bottom box and notice that InDesign
automatically converts measurements expressed using other measurement
units (in this case, inches) to the pica and point equivalents.

— Margins
Top: < 6p0 Inside: = 4p0
b

Bottom: = 4p0 o Outside: = 4p0

— Bleed and Slug
Top Bottom Inside QOutside
Bleed: [0pg 0po 0p9 0po N i
Slug: 0p0 0p0 0p0 0p0 Eﬁl\-‘lake all settings the same

The bleed values specify an area outside the perimeter of each page that can

be printed and is used to print design elements, such as pictures or a colored
background, that extend to the edge of the page. The bleed area is trimmed and
discarded after the printing process.

Click OK in both dialog boxes to save the document preset.

Creating a new document

Each time you create a new document, the New Document dialog box lets you

choose a document preset as the starting point, or you can use this dialog box to
specify several document settings, including the number of pages, the page size, the
number of columns, and more. In this section, you'll use the Newsletter preset that

you just created.

1
2

Choose File > New > Document.

In the New Document dialog box, choose the Newsletter preset from the
Document Preset menu if it isn’t already selected.

Click OK.

InDesign creates a new document using all of the specifications from the
document preset, including the page size, margins, columns, and number of
pages.

Open the Pages panel by clicking its panel icon or choosing Window > Pages. If

necessary, drag the lower-right corner of the panel downward until all document
page icons are visible.
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In the Pages panel, the page number below the icon for page 1 is displayed in
reverse to indicate that page 1 is currently displayed in the document window.
The Pages panel is divided into two sections. The top section displays icons for
the master pages. (A master page is like a background template that you can
apply to any of the pages in a document.) The lower section displays icons for
document pages. In this document, the master page (which is given the default
name “A-Master”) consists of a two-page spread of facing pages.

& Pages | Layers | Links | B |-

[Nane]

A-Master [[}—— Master page icon

Document page icon

BPagesinSSpreads &), RH]

5 Choose File > Save As, name the file 03_Setup.indd, navigate to the Lesson_03
folder, and click Save.

Switching between open
InDesign documents

As you work, you may want to switch between your new
document and the supplied finished document for Arrange
reference. If both documents are open, you can bring Warkspace

one or the other to the front. v 03_End.indd @ 142%

) . 03_Setup.indd @ 97%
1 Choose the Window menu. A list of currently open

InDesign documents is displayed at the bottom.

2 Choose the document you want to view. That document now appears in front.

Tip: You can
also create a new
document based on
a document preset
by choosing File >
Document Presets >
[Preset_Name]. If you
press the Shift key when
selecting a preset, the
New Document dialog
box isn’t displayed.
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Tip: If the two pages
of the master page
spread are not centered
in the document
window, double-click
the Hand tool in the
Tools panel to center
them.

Working with master pages

Before you add graphics and text frames to a document, you may want to set up

the master pages, which serve as backgrounds for your document pages. Any object
that you add to a master page automatically appears on the document pages to
which the master page has been applied.

In this document, you'll create two master page spreads—one containing a grid and
footer information, and a second containing placeholder frames. By creating multiple
master pages, you allow for variation while ensuring consistent design.

Adding guides to the master page

Guides are nonprinting lines that help you lay out a document precisely. Guides
placed on a master page appear on any document pages to which that master is
applied. For this document, you'll add a series of guides that, along with the column
guides, acts as a grid to help you position graphics and text frames.

1 In the upper section of the Pages panel, double-click the name A-Master. The
master spread’s left and right pages appear in the document window.

x A
4 Pages | Layers | Links | =

[Mone]

'3

o

2-3

Choose View > Fit Spread In Window to display both pages of the master spread.
Choose Layout > Create Guides.
Select Preview.

For the Rows option, type 4 in the Number box and 0 in the Gutter box.

A U1 A W N

For the Columns option, type 2 in the Number box and 0 in the Gutter box.
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7 For Fit Guides To, select Margins and notice how the horizontal guides appear
on your master pages.

Create Guides

—Rows ————— — Columns ——— | oK )

Number: = 4 Number; =2 ( Cancel )
Gutter: -+ 0p0 Gutter: = 0p0 ™ Preview

— Options

(Fit Guides to: () Margins)

() Page

[ Remove Existing Ruler Guides

Selecting Margins instead of Page causes the guides to fit within the margin
boundaries rather than the page boundaries. You won't add column guides
because column lines already appear in your document.

8 Click OK.

Dragging guides from rulers

You can drag guides from the horizontal (top) and vertical (side) rulers to provide
additional alignment assistance on individual pages. Pressing Ctrl (Windows) or
Command (Mac OS) while dragging a guide applies the guide to the entire spread.
Pressing Alt (Windows) or Option (Mac OS) while dragging a horizontal guide
changes it to a vertical guide and changes a vertical guide to a horizontal guide.

In this lesson, you will place headers above the top margin of the page and footers
below the bottom margin in areas where there are no column guides. To position
the headers and footers accurately, you will add two horizontal guides and two verti-
cal guides.

1 Ifit’s not already selected, double-click the name A-Master in the Pages panel.
If the A-Master spread is not visible in the top section of the Pages panel, you
may need to scroll within the top section of the panel to view it. If you want, you
can drag the horizontal divider bar between the master page icons and document
page icons downward to view the master page icons without having to scroll.

2 Without clicking in your document, move the pointer around the document
window and watch the horizontal and vertical rulers as the pointer moves.
Notice how the hairline indicators in the rulers correspond to the pointer’s
position. Also notice that the dimmed X and Y values in the Control panel
indicate the position of the pointer.

Tip: Grids can also
be added to individual
document pages
by using the Create
Guides command when
working on a document
page rather than a
master page.

Tip: You can also
drag the ruler guide
without the Ctrl or
Command key and
release the guide over
the pasteboard to
have a guide appear
across all pagesina
spread as well as on
the pasteboard.

Note: The controls
in the Transform panel
are similar to those in
the Control panel. You
can use either panel to
make many common
modifications, such
as changing position,
size, scale, and angle of
rotation.
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3 Press Ctrl (Windows) or Command (Mac OS) and position your pointer in
the horizontal ruler. Drag a ruler guide down to 2p6 picas. The Y value is
displayed next to the pointer while you drag and is also displayed in the Y box
in the Control panel and the Transform panel (Window > Object & Layout >
Transform). Pressing Ctrl (Windows) or Command (Mac OS) when you create
a guide causes the guide to extend across both pages of the spread, as well as the
pasteboard on either side. If you don’t press Ctrl (Windows) or Command (Mac
OS), the guide will extend only across the page on which you release the mouse
button.

35‘|..“.|+“§5“.|..‘m..|56

+

4 Press Ctrl (Windows) or Command (Mac OS) and drag two more ruler guides
from the horizontal ruler: one to 5p and the other to 63p.

5 Press Ctrl (Windows) or Command (Mac OS) and drag a ruler guide from the
vertical ruler to the 17p8 position. Watch the X value in the Control panel as you
drag. The guide snaps to the column guide at that location.

6 Press Ctrl (Windows) or Command (Mac OS) and drag another guide from the
vertical ruler to the 84p4 position.

7 Close or dock the Transform panel, and then choose File > Save.
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Creating a text frame on the master page

Any text or graphic that you place on a master page appears on pages to which the
master is applied. To create a footer, you'll add a publication title (“HockeyShot
Essentials Guide,”) and a page number marker to the bottom of the verso (left) and
recto (right) components of the document’s facing-page master spread.

1 Make sure that you can see the bottom of the left master page. If necessary,
zoom in and use the scroll bars or Hand tool (¢7).

2 Select the Type tool (T) in the Tools panel. On the left master page, click where
the two ruler guides intersect below the leftmost column and drag to create
a text frame, as shown. The right edge of the text frame should align with the
vertical ruler guide in the middle of the page; the bottom edge should align with
the bottom of the page.

3 With the insertion point in the new text frame, choose Type > Insert Special
Character > Markers > Current Page Number.

The letter A appears in your text frame. On document pages that are based on

this master page, the correct page number is displayed, such as “2” on document

page 2.

4 To add an em space after the page number, right-click (Windows) or Control-
click (Mac OS) with the insertion point in the text frame to display a context
menu, and then choose Insert White Space > Em Space. Or you can choose this
same command from the Type menu.

5 Type HockeyShot Essentials Guide after the em space.

IA" HockeyShot Essentials Guldq‘

6 Click a blank area of your document window or choose Edit > Deselect All to
deselect the text frame.

Next you'll duplicate the footer on the left master page, position the copy on
the right master page, and adjust the text so that it’s a mirror opposite of the
other footer.

7 Choose View > Fit Spread In Window so that you can see the bottom of both
master pages.

Note: When you
draw a frame with
the Type tool, the
frame starts where the
horizontal baseline
intersects the I-beam
in the pointer—not at
the upper corner of the
pointer.
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Tip: Ifyou also 8 Using the Selection tool (k), select the footer text frame on the left master page.

press the Shift key Hold down the Alt key (Windows) or Option key (Mac OS), and drag the text
while Alt-dragging . . . . .

(Windows) or Option- frame to the right master page so that it snaps to the guides, mirroring the left
dragging (Mac OS) a master page as shown below.

text frame, movement

is constrained to 1 st e f T A

45-degree angles. =

9 Select the Type tool (T), and click anywhere inside the text frame on the right
master page, creating an insertion point.

10 Click Paragraph Formatting Controls () in the Control panel and then click the
Align Right button.

A~ HockeyShot Essentials Guide|

>

Click Paragraph Formatting Controls at the left side of the Control panel to see the
alignment options.

The text is now right-aligned within the footer frame on the right master page.
Now you’ll modify the footer text on the right master page, placing the page
number on the right side of the words “HockeyShot Essentials Guide”

11 Delete the em space and page number at the beginning of the footer.

12 Place the insertion point at the end of “HockeyShot Essentials Guide” and then
choose Type > Insert White Space > Em Space.

13 Choose Type > Insert Special Character > Markers > Current Page Number to
insert the Current Page Number character after the em space.

|A" HockeyShot Essentials Guide HockeyShot Essentials Guide

Left footer and right footer

14 Choose Edit > Deselect All, and then choose File > Save.
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Renaming the master page

When documents contain several master pages, you may want to assign a descrip-
tive name to each master page to make them all easier to identify. You will rename
this first master page “3-column Layout.”

1 Choose Window > Pages if the Pages panel is not open. Confirm that the
A-Master page is still selected. Choose Master Options For “A-Master” from the
Pages panel menu ().

2 In the Name box, type 3-column Layout, and click OK. Tip: In addition to

changing the names
of master pages, you

Master Options

P — can also use the Master
Prefix: A ! oK ) . :
Options dialog box to
Name: 3-column Layout EiGanical=— change other properties
[ = e of existing master
Based on Master: | [None] |% i 9
T pages.

Number of Pages: 2

Adding placeholder frames for text

Each page in the body of the newsletter will contain text and graphics. The main
text frame and graphics frame are the same on each page, so you'll create a place-
holder text frame and a placeholder graphics frame on the left and right pages of the
A-3-column Layout master page.

1 To center the left page in the document window, double-click the left page icon
of the A-3-column Layout master in the Pages panel.

¢ Pages | Layers | Links | # |[=

[Mone] |:|
mmmmem ]

b
Al

1

& Al

2-3

ADOBE INDESIGN CS6 CLASSROOM IN A BOOK 63



2 Select the Type tool (T). Click where the horizontal and vertical margin guides
intersect in the upper-left corner of the page, and drag to create a text frame that
extends horizontally across two columns and vertically from the top margin to
the bottom margin.

HockeyShot

3 Double-click the right page icon of the A-3-column Layout master in the Pages
panel to center it in the document window.

4 With the Type tool (T), create another text frame on the right page that’s
identical to the text frame you just created on the left page.

5 Click a blank area of the page or pasteboard, or choose Edit > Deselect All

6 Choose File > Save.

Adding placeholder frames for graphics

Note: It's not You have now created placeholder text frames for the main text on each page. Next,
necessary to build you'll add two graphics frames to the A-3-column Layout master. Similar to the text
placeholder frames

on every document . . . .
you create. For some you to maintain a consistent design.

smaller documents, you Although the Rectangle tool () and the Rectangle Frame tool (Ed) are more or less
may not need to create

master pages and interchangeable, the Rectangle Frame tool, which includes a nonprinting X,

frames you created, these frames act as placeholders on document pages, helping

placeholder frames. is commonly used to create placeholders for graphics.
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1 Select the Rectangle Frame tool (&) in the Tools panel.

2 Position the crosshair pointer at the intersection of the top margin guide and the
right margin guide on the right page.

Drag down and to the left to create a frame that extends one column width
horizontally and vertically to the next ruler guide.

3 Create an identical placeholder graphics frame on the left page.

4 Choose File > Save.

Creating an additional master page

You can create multiple master pages within a document. You can build them
independently or base one master page on another master page. If you base a master
page on another master, any change made to the parent master is automatically
applied to the child master.

For instance, the A-3-column Layout master page is useful for most of the pages
in the newsletter and can be used as the basis for another set of master pages that
share key layout elements, such as margins and the current page number character.

To accommodate different layouts, you will create a separate master page spread
that uses a two-column format, and then you'll modify the two-column layout.

1 In the Pages panel, choose New Master from the Pages panel menu.
2 In the Name box, type 2-column Layout.
3 From the Based On Master menu, choose A-3-column Layout, and click OK.

Notice that the letter A is displayed on the B-2-column Layout master page icons
at the top of the Pages panel. This letter indicates that the A-3-column Layout
master serves as the foundation for the B-2-column Layout master. If you were
to change the A-3-column Layout master, the changes would also be reflected in
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Tip: If all of the
master page icons
are not visible in the
Pages panel, click the
horizontal bar that
separates the master
page icons from
document page icons
and drag down until the
other master page icons
are visible.

the B-2-column Layout master. You may also notice that you cannot easily select
objects, such as the footers, from other master pages. You'll learn about selecting
and overriding master page items later in this lesson.

¢ Pages | Layers | Links | B | =

[None] |:|
A-3-column Layout

B-2-column Layout m

25
4 Choose Layout > Margins And Columns.

5 In the Margins And Columns dialog box, set the number of columns to 2 and
then click OK.

Overriding master items

The document pages that will use the 2-column layout do not require placeholder
frames, which means that only the footer text frames and the ruler guides from the
A-3-column Layout master are required. Next, you'll remove the placeholder frames
from the B-2-column Layout master.

1 Using the Selection tool (k), click within the graphics frame on the left page of
the B-2-column Layout master. Nothing happens. Because this frame is inherited
from the parent master, you can’t select it with a simple click.

2 Hold down Shift+Ctrl (Windows) or Shift+Command (Mac OS), and then click
within the graphics frame. The frame is now selected, and you have overridden
its status as a master item. Press Backspace or Delete to delete the frame.

3 Delete the placeholder graphics frame on the right page, and then delete the
placeholder text frame on the left and right pages.

4 Choose File > Save.
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Modifying a parent master

To complete your work laying out the newsletter’s master pages, you'll add several
header elements to the top of the A-3-column Layout master and another footer
element to the right page. Then you'll view the B-2-column Layout master and see
how the new objects are automatically added to that spread.

Rather than manually laying out the additional header and footer frames, you'll Note: You'll learn
import a snippet. Similar to a graphic file, a snippet is a file that contains InDesign more about creating
and modifying text

) J . - . frames, graphics frames,
InDesign lets you export selected objects as a snippet file and place snippets into and other kinds of

documents. (You'll use snippets again later in this lesson, and you’ll learn more objects in Chapter 4,
“Working with Objects.”

objects, including their location relative to one another on a page or spread.

about snippets in Chapter 10, “Importing and Modifying Graphics.)

1 Double-click the name of the A-3-column Layout master in the Pages panel to
display the spread.

2 Choose File > Place. Open the Links folder in the Lesson_03 folder, located
inside the Lessons folder within the InDesign CS6 CIB folder. Click the file
named Snippetl.idms, and then click Open.
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Tip: Tocreatea
snippet, select one or
more objects on a page
or spread. Choose File >
Export, and then choose
InDesign Snippet from
the Save As Type menu
(Windows) or the
Format menu (Mac OS).
Choose the location of
the file, assign a name,
and then click Save.

3 Position the loaded snippet icon () outside the upper-left corner of the spread,
where the red bleed guides meet. Click to place the snippet.

The snippet places a header at the top of each page, as well as an imported
graphic at the bottom of the right page. Each header includes an empty graphics
frame and a text frame with white text.

Header Text Header Text

oo pams

4 Double-click the name of the B-2-column Layout master in the Pages panel.
Notice how the new elements you just applied to the A-3-column Layout master
have been automatically applied to this child master.

5 Choose File > Save.

Applying master pages to document pages

Now that you have created all of the master pages, it’s time to apply them to the
pages in the document. By default, all of the document pages are formatted with
the A-3-column Layout master. You will apply the B-2-column Layout master to
the last page in the newsletter, and you'll apply the None master page to the cover
page, which doesn’t require header or footer information and thus does not require
a master page.

You can apply master pages to document pages by dragging master page icons onto
document page icons or by using an option in the Pages panel menu. In large docu-
ments, you may find it easier to display the page icons horizontally in the Pages panel.
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1 Double-click the name of the B-2-column Layout master in the Pages panel.
Make sure that all master pages and document pages are visible in the panel.

2 Drag the left page icon of the B-2-column Layout master onto the icon of
document page 4. When page 4 is displayed with a black border, indicating it’s
the page to which the selected master will be applied, release the mouse button.

¢ Pages | Layers | Links | | -=

[None] |:|
A-3-column Layout

B-2-column Layout|

M
|
5 |
|
|
|
|
|
|
|
|
!

3 Drag the right page icon of the B-2-column Layout master onto the icon of
document page 5, and then drag the left page icon onto document page 8.

4 Double-click page numbers 4-5 in the Pages panel to display this spread. Notice
that the two pages of this spread have the 2-column layout of the applied master
page, as well as the header and footer elements that you placed on the parent
master page.

5 Double-click the icon for document page 1. Because it’s based on the
A-3-column Layout master, it includes header and footer elements, which aren’t
required on the cover of the newsletter.

6 Choose Apply Master To Pages from the Pages panel menu. In the Apply Master
dialog box, make sure [None] is selected in the Apply Master menu and 1 is the
page number in the To Pages box. Click OK.

Apply Master
Apply Master: | [None] % ] ( 0K )
To Pages: 1 ™ (cancel)

7 Choose File > Save.
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Adding new document pages

You can add new pages to your existing document. Next, you're going to add six
additional pages to your newsletter. Later in this lesson, you'll use four of these
pages for a “special section” within your newsletter that uses a different page size
and separate page numbering.

1 In the Pages panel menu, choose Insert Pages.

2 In the Insert Pages dialog box, type 6 in the Pages box, choose After Page from
the Insert menu and enter 4 in the accompanying (page number) box, and then
choose [None] from the Master menu.

Insert Pages

Pages: 6 i oK )
Insert: | After Page ) f

Master: | [None] [®|

3 Click OK. Six blank pages are added in the middle of the document. Lengthen
the Pages panel so that you can see all document pages.

Rearranging and deleting document pages

You can use the Pages panel to rearrange the sequence of pages and delete extra pages.

1 In the Pages panel, click page 12 to select it.
Notice that it’s based on the A-3-column Layout

master. Drag the pointer upward onto the icon

for page 11, which is based on the B-2-column E‘hj
Layout master. When the small arrow inside the =i
hand is pointing to the right, indicating that page A

11 will be “pushed” in that direction, release the

mouse button. 12-13

Notice that page 11 is now based on the A-3-

column Layout master, and the page that had

previously been page 11 is now page 12. Pages 13

and beyond remain unchanged.

2 Click page 5 and then press the Shift key and click page 6 (two of the six pages
you inserted earlier) to select this spread.

3 Click the Delete Selected Pages button icon (ffif)at the bottom of the panel. Pages
5 and 6 are deleted from the document.

4 Choose File > Save.
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Changing the size of pages

Next, you'll create an insert within the newsletter by changing the size of the pages
in the “special section” you created earlier in the lesson. You'll then quickly lay out
the two spreads that make up this section.

1 Select the Page tool (). Click page 5 in the Pages panel, and then press the Shift < Pages | I

,
L

key and click page 8. The icons for pages 5-8 are highlighted in the panel. These L
are the pages whose size you will change. B_z_w,um,:m F 17

2 In the Control panel, enter 36p in the Width box; enter 25p6 in the Height box.
Press Enter or Return each time you enter a value to apply it to the selected
pages. (These values produce a 6” x 4.25” insert—the size of a standard postcard.)

3 Double-click page 4 in the Pages panel, and then choose View > Fit Spread In
Window. Notice that the spread now contains pages of unequal size.

0 Setupndd § SN

T
= H

12 Pagesin 7 Spreads (). @l @ i

W Packey St Vesevsi il Cruide

4 Use the Page tool to select pages 5-8.

5 To set new margin and column guides for the selected pages, choose Layout >
Margins And Columns to display the Margins And Columns dialog box. In
the Margins section, make sure that the Make All Settings The Same icon ([#)
in the center is selected (unbroken) so that you can enter one setting for all
four margins. Enter 1p6 in the Top box. In the Columns section, enter 1 in the
Number box and then click OK.
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Note: Single-
clicking a page icon
targets the page for
editing purposes.

If you want to navigate
to a page, double-click
the page icon in the
Pages panel.

Adding sections to change page numbering

The special section you just created will use its own page numbering system. You
can use different kinds of page numbering within a document by adding a section.
Next, you'll start a new section on the first page of the special section, and then

you'll adjust the page numbering of the subsequent newsletter pages so that they’re
numbered correctly.

1 In the Pages panel, double-click the page 5 icon to select and display it.

2 Choose Numbering & Section Options from the Pages panel menu. In the New
Section dialog box, make sure that Start Section and Start Page Numbering are
selected and Start Page Number At is 1.

3 Choose i, ii, iii, iv from the Style menu in the Page Numbering section of the
dialog box. Click OK.

Numbering & Section Options

M Start Section oK )

e

() Automatic Page Numbering ( Cancel )
ot

® Start Page Numbering at: 1
— Page Numbering ———————
Section Prefix:

Style: | i, i, iii, iv...
Section Marker:

linclude Prefix when Numbering Pages

— Document Chapter Numbering —————————

Style: | 1,2,3,4... |5

(9 Automatic Chapter Numbering

() Start Chapter Numbering at: 1
Same as Previous Document in the Book
Book Name: NfA

4 Examine the page icons in the Pages panel. Letter v -

Starting with the fifth document page, the ]
numbers now appear as Roman numerals. The —
numbers in the footers of the pages that contain
footers also appear as Roman numerals.

Now you'll specify for the document to use
Arabic numerals for the newsletter pages that
follow the special section and to continue the % 1]
numbering from the page prior to the first page of
the special section (page 4).

The triangle above the page i icon
indicates the start of a section. e
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Select page v in the Pages panel by clicking once.
Choose Numbering & Section Options from the Pages panel menu.

In the New Section dialog box, make sure that Start Section is selected.

0 N o un

Select Start Page Numbering At, and type 5 to start the section numbering with
page 5 and resume the numbering of the document pages.

9 In the Style menu, select 1, 2, 3, 4 and click OK.

Letter V '|
Bl e

12 Pages in 7 Spreads (&), [ W

Now your pages are properly renumbered. Notice that a black triangle appears
above pages 1, i, and 5 in the Pages panel, indicating the start of a new section.

10 Choose File > Save.

Placing text and graphics on document pages

Now that the framework of the 12-page publication is in place, you're ready to lay
out document pages. To see how the work you've done setting up the document’s
master pages affects the document pages, you'll add text and graphics to the spread on
pages 2 and 3. You'll learn more about creating and modifying objects in Chapter 4,
“Working with Objects,” so for this lesson, we’ve simplified the layout process to
minimize your work.
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1 Choose File > Save As, name the file 03_Newsletter.indd, navigate to the
Lesson_03 folder, and click Save.

2 In the Pages panel, double-click the page 2 icon (not page ii) and then choose
View > Fit Spread In Window.

Notice that since the A-3-column Layout master is assigned to pages 2 and 3, the
page includes the guides, the headers and footers, and the placeholder frames
from the A-3-column Layout master.

To import text and graphics from other applications, such as images from
Adobe Photoshop or text from Microsoft Word, you'll use the Place command;
however, before you import text and graphics into the placeholder frames, you
will first select these master items as you did earlier in this lesson.

3 Select the Selection tool (k). Hold down Shift+Ctrl (Windows) or
Shift+Command (Mac OS), and then click within the placeholder graphics frame
on page 3. The frame is now selected.

4 Continue holding down Shift+Ctrl (Windows) or Shift+ Command (Mac OS),
and select the placeholder text frame on the left side of page 3 and the two
placeholder frames on page 2.

|

5 Choose Edit > Deselect all or click an empty area of the page or pasteboard
to deselect all objects. You're now ready to place text and graphics into the
placeholder frames.
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6 Choose File > Place. If necessary, open the Links folder in the Lesson_03 folder,
located inside the Lessons folder within the InDesign CS6 CIB folder. Click the

Articlel.docx file, and then Shift-click the Graphic2.jpg file. Four files are selected:

Articlel.docx, Article2.docx, Graphicl.jpg, and Graphic2.jpg. Click Open.

lines of the Articlel.docx text file that you are placing.

7 DPosition the loaded text icon over the placeholder text frame on page 2 and then
click to place the Articlel.docx text into the frame.

Header Text

BulWd Your
SkITs As you'Tl see
In this gulde,

Hoc keyShot has all
kinds of geat
tralningaMsfor
taklngyour lce

8 To place the three remaining files, click within the text frame on page 3 to
place the Article2.docx text, click within the graphics frame on page 2 to
place Graphicl.jpg, and click within the graphics frame on page 3 to place

Graphic2.jpg.

Header Text

Build Your Skills

s yourl s i this guide, Mockey:

Bt rreoat peaphe want 1 star with the Basci—the mont cbwi-
‘oart skl When It comes t hockiry, the first thing that comes.
o mind b sheating the puck. Then you might start thinking

al g g that-
Ing and averal ssrengihs and agility. So, sticking with the skt
st the baew manimvam you need for off-ice raining is

1. A hackey stick, prefersbly not your on-ice stick

Houoring tiles
3. A puck, training puck or ball

space ax they e
e pace vach s & basement o unused Qatige, the Hackey-
Shot Drylaind Fiooring Tikes bef you create a sippery, smooth,
cuttom surfice area fos eraining

T FhoiheySte Essertals Giuide

Shooting

Want to improve your shat? Shoot 100 pucks per day—or at
einst shaat o shoting 100 pucks per day ho matter how many|

Jest thing fice. Be sure

pad or use your “oudoor” stick, and be careful not b hit any-
thing ican, window, passerbyl, If sccuracy v an e, look
Into a backstop, cage of shaoties tam.

Mo s 0% o oo etk " — Wyme oty
Accuracy... How can my son develop a mare accurate
shot? 21 3 target, and we all
know It's not going 1o go through his body.

gt thut isvetlves h

with

hhockey, of course. your target b asywhere the goalie is nat
Rared £t reach in timal. Seca1he hous comers & el e e
spots 1o sedrm those are g ¥ ;
ety o son can practice on feom horme. All you need bo do
Frii]

* Pockens such as EZ Goal & Comes Netting Targets
F Hanging targets such as X-Taigets
© A"poalie” tarp such as the Uitmuate Goalle

Header Text

e
AL

kSl Fnseriials Cruide 3

Tip: Parentheses
appear when InDesign
recognizes a preexisting
frame beneath the
icon when importing
text or graphics into
your layout. InDesign
uses the existing frame
rather than create a new
text or graphics frame.
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9 Choose Edit > Deselect All
You'll import a snippet to complete the layout of the spread.
10 Choose File > Place. Click the Snippet2.idms file, and then click Open.

11 Position the loaded snippet icon () outside the upper-left corner of the spread
where the red bleed guides meet. Click to place the snippet.

|

Shooting
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k 0 100 pucks per day! ¥
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12 Choose Edit > Deselect all or click an empty area of the page or pasteboard to
deselect all objects.

13 Choose File > Save.

Overriding master page items
on document pages

Earlier in this lesson when you created a second master page, you overrode master
items on the child master page so you could modify them. Next, you'll override two
master items on your spread—the text frames that contain the header text—and
then replace the placeholder text with new text.

1 Select the Type tool (T). Hold down Shift+Ctrl (Windows) or Shift+Command
(Mac OS), and then click within the placeholder text frame on page 2 that
contains “Header Text” Replace the text with Skills.
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2 Repeat step 1 to change the header text on page 3 to Shots.
3 Choose File > Save.

Rotating spreads

In some cases, you may want to rotate a page or spread to make it easier to view
and work on its content. For example, a standard-sized magazine with portrait-
oriented pages might require a calendar page with a landscape orientation. You
could lay out such a page by rotating all objects 90 degrees, but then you would
have to turn your head or rotate your monitor to modify the layout and edit text.
To make editing easier, you can rotate—and unrotate—spreads. For an example of
this feature, open the 03_End.indd document in the Lesson _03 folder.

1 Inthe Pages panel, double-click page 4 to select it and center it in the document
window.

2 Choose View > Rotate Spread > 90° CW.

§
19
26

16
L
30

January Events Calendar

After you rotate the spread (right), it's easier to work with the objects on the page.
3 Choose View > Rotate Spread > Clear Rotation.

4 Close the document without saving changes.
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Tip: To hide or show
all panels, including the
Tools panel and Control
panel, press Tab.
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Viewing the completed spread

At this point you're ready to hide guides and frames and see what the completed

spread looks like.

1 Select the Selection tool (&), and double-click the page 2 icon in the Pages panel

to display it.

2 Choose View > Fit Spread In Window and hide any panels, if necessary.

Choose View > Screen Mode > Preview to hide the pasteboard and all guides,

grids, and frame edges.

Build Your Skills
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You have formatted enough of the 12-page document to see how adding
objects to the master pages helps you maintain a consistent design throughout

your document.

4 Choose File > Save.

Congratulations. You have finished the lesson.




Exploring on your own

A good way to reinforce the skills you've learned in this lesson is to experiment Tip: Choose View >

with them. Try some of the following exercises. They’ll give you more practice with Screen Mode > Normal

InDesign techniques.

to return to normal
display as you explore

1 Place another photograph in the third column on page 3. Use the on your own.
GraphicExtra.jpg image that is inside the Links folder in the Lesson_03 folder.
After you click Open in the Place dialog box, click where the horizontal ruler
guide intersects with the left margin of the third column, drag until the frame is

as wide as the column, and then release the mouse button.

are the maost likely spots to score, those are generally the tar-

Qets your £on can practics on fram home. Al yoli neod to do ls

make simple medifications to your net such as sdding: - .
= Pockets such as EZ Goal 4 Comar Netting Targats

 Hanging targets such as X-Targets

A "goalie” tarp such as the Ultimate Goalie

-

HoxckeyShot Essentials Guide ¥

-
A growrhogame

2 Create another master page for the document. Base it on the A-3-column Layout

master, name it C-4-column Layout, and then modify it so that it contains four

columns instead of three. Apply the new master page to any of the pages that

don’t contain objects.
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Review questions

1 What are the advantages of adding objects to master pages?
2 How do you change the page numbering scheme?

3 How do you select a master page item on a document page?

Review answers

1 By adding objects such as guides, footers, and placeholder frames to master pages, you
can maintain a consistent layout on the pages to which the master is applied.

2 In the Pages panel, select the page icon where you want new page numbering to begin.
Then choose Numbering & Section Options from the Pages panel menu and specify the
new page numbering scheme.

3 Hold down Shift+Ctrl (Windows) or Shift+ Command (Mac OS), and then click the
object to select it. You can then edit, delete, or manipulate the object.
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WORKING WITH OBJECTS

Lesson Overview

In this introduction to working with objects, you'll learn how to do
the following:

*  Work with layers.

e Create and edit text frames and graphics frames.
e Import graphics into graphics frames.

e Import multiple graphics into a grid of frames.
e Crop, move, and scale graphics.

e Adjust the space between frames.

e Add captions to graphics frames.

* DPlace and link graphics frames.

e Change the shape of frames.

e Wrap text around an object.

e Create complex frames.

e Convert frame shapes to other shapes.

* Modify and align objects.

e Select and modify multiple objects.

This lesson will take approximately 90 minutes.
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IN THIS ISSUE:

Investing in Training. Whether
you're a small startup or a Fortune
500 company, providing training for
your employees is one of the best
investments you can make. Page3.

CSS Master Class. This educational
seminar for experienced web
designers will teach you how to get
the most out of cascading style sheets
to create state-of-the art web pages.
Page 3

Adobe Creative Suite 6 Master Class

Adobe Creative Suite CS6 Master Class i officially hitting the road! Beginning
in Seattle and moving on to Portland, the Midwest and eventually several cities
on the East Coast, this educational seminar will teach you how to use the many
new features in Adobe CS6. Designed for experienced users of previous versions
of the Creative Suite, this two-day seminar covers all of the major new features
in Photoshop, Illustrator, Dreamweaver, InDesign, and Acrobat X. In addition

to the course training materials, the seminar features several prominent guest
speakers, online support materials, and a free tote bag to the first 50 people who
sign up.

Given the rapidly evolving digital publishing scene, this seminar is a must for
anyone who is considering electronic distribution of content. It will explain how
you can use Adobe software to create virtually any kind of digital publication —
for tablets, eReaders, and smartphones, Unleash your creative power and stay
ahead of the curve by getting the most out of Adobe CS6.
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“My Recommendations" to infoeevolveseattle.com

InDesign frames can contain text, graphics, or color.

As you work with frames, you'll discover that Adobe
InDesign CS6 provides you a great amount of flexibility
and control over your design.

www.evolveseattle.c

the(BUZZ

» We're forever eVolve-ing, and this
year is no exception. At the start
of the new year, we rolled out a
whopping NINE new classes!

» Advanced Dreamweaver
Techniques

Creating HTML Email (eve)
InDesign Intermediate (eve)
llustrator Intermediate (eve)
Photoshop Intermediate (Sat.)
Intro to ActionScript (eve)
Expression Web Immersion
(day)

» Brian Wood, eVolve's Director of
Training, continues as Chapter
Leader of the Acrobat Users Group.
The next meeting is on Wednesday,
June 21 at Adobe University in
Fremont. The meeting topic will
be posted at eVolve's website
2 week before the event.

The event is free and
refreshments will

be served. Fi

arrivals get

seats.
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Note: If you have
not already copied the
resource files for this
lesson onto your hard
drive from the Adobe
InDesign CS6 Classroom
in a Book CD, do so
now. See “Copying the
Classroom in a Book
files” on page 2.

Note: Asyou work
through the lesson,
move panels or change
the magnification to
the level that works
best for you.

Getting started

In this lesson, you'll work on a pair of spreads that make up a four-page newsletter.
You'll add text and images and adjust the layout to get just the design you want.

1

To ensure that the preference and default settings of your Adobe InDesign CS6
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 page 3.

Start InDesign. 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. To begin working, you'll open an
InDesign document that is already partially completed.

Choose File > Open, and open the 04_a_Start.indd file in the Lesson_04 folder,
located inside the Lessons folder within the InDesignCIB folder on your
hard drive.

Choose File > Save As, rename the file 04_Objects.indd, and save it in the
Lesson_04 folder.

To see what the finished document looks like, open the 04_b_End.indd file in
the same folder. You can leave this document open to act as a guide as you
work. When you're ready to resume working on the lesson document, choose
Window > 04_Objects.indd.

Wasting Time-
I

ENEYl

‘Customer
Testimonials s a
.
q -F Adobe reaivesite s Master Cass
ko |

The newsletter that you will work on in this lesson contains two facing-page spreads: The spread
on the left contains page 4 (the back page) and page 1 (the cover); the spread on the right contains
pages 2 and 3 (the center spread). Here you see the finished newsletter.
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Working with layers

Before you begin creating and modifying objects, you should understand how layers

work in InDesign. By default, every new InDesign document contains one layer (named
Layer 1). You can rename this layer and add more layers at any time as you create a
document. Placing objects on different layers lets you organize them for easy selec-

tion and editing. In the Layers panel, you can select, display, edit, and print different

layers individually, in groups, or all together.

The 04_Objects.indd document has two layers. You'll experiment with these layers to
learn how the order of the layers and the placement of objects on layers can greatly

affect the design of your document.

About layers

Think of layers as transparent sheets stacked on top of each other. When you
create an object, you can place it on the layer of your choice, and you can move
objects between layers. Each layer contains its own set of objects.

The Layers panel (Window > Layers) displays a list of a document’s layers and lets
you create, manage, and delete layers. The Layers panel also lets you display the
names of all objects on a layer and show, hide, or lock individual objects. Click the
triangle to the left of a layer name to alternately display and hide the names of the

objects on the layer.

By using multiple layers, you can create and edit specific areas or kinds of content
in your document without affecting other areas or kinds of content. For example,
if a document prints slowly because it contains many large graphics, you can use

one layer for only the text in the
document; then, when it's time to
proofread the text, you can hide all
other layers and quickly print only the
text layer. You can also use layers to
display alternate design ideas for the
same layout or different versions of an
advertisement for different regions.

E

e | delivered
O o your home |

i |2

Pages | & Layers | I.a;ks_l =

B [ ||» Phone

@ | || Numbers

[ [jwrex Am
=N <brownbaggrocers> :]

[ <ordered by phones

[ <delivered dire... your home...>

® [ ||» Backdrop

Page: 1, 4 Layers al @ *
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1 Click the Layers panel icon or choose Window > Layers to open the Layers panel.

2 If the Text layer is not selected in the Layers panel, click to select it. The layer is
highlighted to indicate that it’s selected. Notice that a pen icon (4) appears to the
right of the layer name. The pen icon indicates that this layer is the target layer,
and anything you import or create is placed on this layer.

3 Click the small triangle to the left of the Text layer name. All of the groups and
objects on this layer are now displayed below the layer name. Use the panel’s
scroll bar to view the names in the list and then click the triangle again to
hide them.

4 Click the eye icon () to the far left of the Graphics layer name. All the objects
on the Graphics layer are hidden. The eye icon lets you hide or display individual
layers. When you turn the visibility of a layer off, the eye disappears. Click the
empty box again to display the layer contents.

®
Pages | ¢ Layers | Links | b
7= [ [|» Craphics

KH'T_' P Text Am

Pages: 4-1, 2 Layers EE]

Click to hide layer contents. The spread with the Graphics layer hidden.

5 Use the Zoom tool ('4) to zoom in on the dark blue frame on the front page
(page 1).

6 Using the Selection tool (k), move the pointer within the Yield sign graphic.
Notice the highlighted blue rectangle around the frame. The blue border
indicates the frame is on the Text layer, which has been assigned a blue color.
A transparent doughnut shape, otherwise known as the content grabber, is
displayed in the center of the frame. When you move the pointer within the
content grabber, it changes to a hand.

7 Now move the pointer within the circular graphics frame below the Yield
sign. Notice that this frame has a red highlight, the color assigned to the
Graphics layer.
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Click and drag when the arrow pointer is Click and drag when the hand pointer

displayed to move the frame along with is displayed to move only the graphic

the graphic. within the frame.

8 Move the pointer back to the frame with the Yield sign, make sure the arrow
pointer is displayed, and then click within the graphics frame to select it.

In the Layers panel, you'll notice that the Text layer is selected, and a small blue
square appears to the right of the layer name. This indicates that the selected
object belongs to this layer. You can move objects from one layer to another by
dragging this square between layers in the panel.

9 In the Layers panel, drag the small blue square from the Text layer to the
Graphics layer. The image now belongs to the Graphics layer and is now the
topmost object on the top layer.

— D ; ) — “
Pages | ; Layers | Links | = | Pages | & Layers | Links | — =
@ [ ||» craphics ‘ i® [ ||» Graphics w@.
B[ |pre %ﬁr’) — & [ e Tex L
tk tr
far far
a a
Pages: 4-1, 2 Layers Bl @ Pages: 4-1, 2 Layers B 8
Select the image and drag its icon in the Result.

Layers panel.

10 Click the layer lock box (&) to the left of the Graphics layer to lock the layer.

Pages: 4-1, 2 Layers al W
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Tip: If you Alt-click
(Windows) or Option-
click (Mac OS) the Create
New Layer button, the
New Layer dialog box
opens and lets you
name the new layer
as part of the layer-
creation process.

If you Ctrl-click
(Windows) or Cmd-click
(Mac OS) the Create New
Layer button, a new
layer is added below the
currently selected layer.

If you Ctrl-Alt-click
(Windows) or Cmd-
Option-click (Mac OS)
the Create New Layer
button, the New Layer
dialog box opens. A
new layer is placed
below the currently
selected layer when you
close the dialog box.

11 Choose View > Fit Page In Window.
Next you will make a new layer and move existing content to it.

12 At the bottom of the Layers panel, click the Create New Layer button (@l).
Because the Graphics layer was selected when you created the new layer, it is
positioned above the Graphics layer in the Layers panel.

= ;

Fagas | ¢ Layers | Links |
[ | b Layer 3 A
E I Craphics
5 [ [

Text

-

4

4
il

@‘@1@

Pages: 4-1, 3 Layers = il

13 Double-click the name of the new layer (Layer 3) to open the Layer Options
dialog box. Change the name to Background, and click OK.

14 In the Layers panel, drag the Background layer to the bottom of the layer stack.
A line appears when you move the pointer below the Text layer, indicating that
the layer will be moved to the bottom when you release the mouse button.

x = “
Pages | ¢ Layers | Links | -
§§ E I b+ Graphics

[ I B Text

TE-_FI B Background m@

Pages: 4-1, 3 Layers Al ol

15 Choose File > Save.
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Using Smart Guides

The Smart Guides feature gives you great flexibility in precisely creating and
positioning objects. With Smart Guides, you can snap objects to the edges and
centers of other objects, to the vertical and horizontal centers of pages, and to the
midpoints of columns and gutters. Plus, Smart Guides draw dynamically to provide
visual feedback while you work.

You can enable four Smart Guide options in the Guides & Pasteboard preferences
(Edit > Preferences > Guides & Pasteboard [Windows] or InDesign > Preferences >
Guides & Pasteboard [Mac OS]):

Align To Object Center. Causes object edges to snap to the center of other
objects on a page or spread when you create or move an object.

Align To Object Edges. Causes object edges to snap to the edge of other objects
on a page or spread when you create or move an object.

Smart Dimensions. Causes the width, height, or rotation of an object to snap to
the dimensions of other objects on a page or spread when you create, resize, or
rotate an object.

Smart Spacing. Lets you quickly arrange objects so that the space between them
is equal.

The Smart Guides command (View > Grids & Guides > Smart Guides) lets you turn
Smart Guides on and off. You can also enable/disable Smart Guides from the View
Options menu in the Application Bar. Smart Guides are enabled by default.

To familiarize yourself with Smart Guides, create a new multicolumn one-page
document. (In the New Document dialog box, specify a value greater than 1 in the
Columns Number field.)

1

2

4

In the Tools panel, select the Rectangle Frame tool (E=). Click the left margin
guide and drag to the right. As the pointer moves across the page, notice that
a guide is displayed when the pointer reaches the middle of a column, the
midpoint within a gutter, and the horizontal center of the page. Release the
mouse button when a Smart Guide appears.

With the Rectangle Frame tool still selected, click the top margin guide and
drag downward. Notice that when the pointer reaches the top edge, center, and
bottom edge of the first object you created, as well as the vertical center of the
page, a Smart Guide appears.

In an empty area of the page, create one more object with the Rectangle Frame
tool. Drag the mouse slowly and watch carefully. Smart Guides appear when

the pointer reaches the edge or center of any of the other objects. Also, when
the height or width of the new object equals the height or width of either of the
other two objects, a vertical or horizontal (or both) line with arrows at both ends
appears next to the object you're creating and the object with the matching
height or width.

Close the document without saving changes.
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Tip: Itisn’t necessary
to highlight an entire
paragraph before
applying a paragraph
style to it. You can select
a paragraph by clicking
anywhere within it.

Creating and modifying text frames

In most cases, text is placed inside a frame. (You can also use the Type On A Path

tool [+/"] to flow text along a path.) The size and location of a text frame determine

where the text appears on a page. Text frames can be created with the Type tool and

edited using a variety of tools—as you'll try out in this part of the lesson.

Creating and resizing text frames

Now you'll create your own text frame, adjust its size, and then resize another frame.

1

In the Pages panel, double-click the icon for page 4 to display it, and then choose
View > Fit Page In Window.

In the Layers panel, click the Text layer to select it. Any content created will be
placed on the Text layer now.

Select the Type tool (T') in the Tools panel. Position the pointer where the left
edge of the first column meets the horizontal guide at 22p0 on the vertical ruler.
Drag to create a frame that snaps to the right edge of the second column and has
a height of about 8p.

-wl
L

P

T J
—

Use the Zoom tool (4) to magnify the text frame, then select the Type tool.

In the new text frame, type Customer, press Shift+Enter (Windows) or
Shift+Return (Mac OS) to create a forced line break (without creating a new
paragraph), and then type Testimonials. Click anywhere within the text to select
the paragraph.

Now you’ll apply a paragraph style to the text.

Click the Paragraph Styles panel icon or choose Type > Paragraph Styles to
open the panel. Click the style named Testimonials to apply it to the selected
paragraph.
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Customer—
Testimonials

Read more about styles in Chapter 9, “Working with Styles”

7 Using the Selection tool (&), double-click the bottom center handle of the
selected text frame to fit the frame to the text vertically.

Customer Customer
Testimonials Testimonials
?
i
Double-click to fit the frame to its content. Result.

8 Choose View > Fit Spread In Window, and then press Z to temporarily access
the Zoom tool, or select the Zoom tool ('X) to magnify the right-most column
on the front page (page 1). Use the Selection tool (k) to select the text frame below
“The Buzz” text. The frame contains the text “NEW Day & Evening Classes...”

The red plus sign (+) at the lower-right corner of the frame indicates that the
frame contains overset text. Overset text is not visible because the frame is too
small to display it. You'll fix this by changing the size and shape of the text frame.

9 Drag the center bottom handle of the selected text frame downward to resize the
height of the frame until the bottom edge snaps to the ruler guide at 48p0 on the
vertical ruler. When the pointer approaches the ruler guide, the arrows change
in appearance, indicating that the frame edge is about to snap to the guide.
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> Tip: To resize a text
frame and the text
characters inside it
simultaneously, select
the frame and then
double-click the Scale
tool (:E71), which is
combined with the Free
Transform, Rotate, and
Shear tools in the Tools
panel, or hold down Ctrl
(Windows) or Command
(Mac OS) as you drag a
text frame handle with
the Selection tool. Add
the Shift key as you
drag to maintain the
proportion of the text
and frame.

the(Buzz ) the(Buzz )

* NEW Day & livening = " NEW Day & livening
Classes Classes

Seattle Acrobat User Group

Resize the frame by dragging Result.
the center point.

10 Choose Edit > Deselect All, and then choose File > Save.

Reshaping a text frame

So far, you've resized a text frame with the Selection tool by dragging a handle. Now,
you'll reshape the frame using the Direct Selection tool to move an anchor point.

1 In the Tools panel, select the Direct Selection tool (k), and then click on the text
frame you just resized. Four very small anchor points now appear at the corners
of the selected text frame. The anchor points are hollow, indicating that none of
them is selected.

Unselected anchor point. Selected anchor point.
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2 Select the anchor point at the lower-left corner of the text frame and drag it
straight down until the point touches the margin guide at the bottom of the
page, and then release the mouse button. As you drag, the text is simultaneously
reflowed to give you a real-time view. After you release the mouse button, notice
that the overset text indicator (the red plus sign) is no longer displayed at the
lower-right corner of the frame, and all of the story’s text is now visible.

Seattle Acrobat User
Group

Be sure to drag only the anchor point—if you drag just above or to the right of
the anchor point, you'll move other corners of the text frame, too.

3 Press the V key to switch to the Selection tool.

-~ Seattle Acrobat User
Group

—— Path

Bounding box

4 Deselect all objects and then choose File > Save.
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Creating multiple columns

Now you'll take an existing text frame and convert it to a multiple-column text frame.

1 Choose View > Fit Spread In Window and then use the Zoom tool (}) to display
the lower-right quarter of the back page (page 4). Use the Selection tool (k) to

select the text frame that begins with “John Q”

2 Choose Object > Text Frame Options. In the Text Frame Options dialog box,
type 3 in the Number box and p11 (11 points) in the Gutter box if necessary.
The gutter controls the distance between the columns. Click OK.

Text Frame Options

Paragraph Spacing Limit: - Op0

[ General | Baseline Options Auto-Size
—Columns: | Fixed Number | 3-]
((Number: =3 ) Width: = 8p3.467
( Gutter: S 0pll ) Maximum: = None
"I Balance Columns
— Inset Spacing
Top: = 0p0 — Left: <= 0p0
Bottom: - 0p0 Right: < 0p0
— Vertical Justification
Align: | Tap i

[ Preview

[ Ignore Text Wrap

( Cancel

) €

oK

3 To begin each column with a heading, select the Type tool (T'), place the
insertion point in front of the name “Amy O.,” and then choose Type > Insert
Break Character > Column Break. This forces “Amy O to the top of the second
column. Insert a column break before the name “Jeff G”
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Choose Type > Show Hidden Characters to see the break characters. (If Hide
Hidden Characters is displayed—rather than Show Hidden Characters—at the
bottom of the Type menu, hidden characters are already showing.)

John Q.9

-lleff G

Amy 0.-

Senior Administrator Senior Designen Salest

w nish enibh e et adl y b & et adi y oh ex et adli
N consed lat, commy nim ver il i consed L, comemy nim ver il na consed 1, commy nim ver il
el dalortia vendre dolortio conulputatum vendre d dok vendre
Imadipsuscing etum vel ipit delit ipsuscis lipitdelit | ipit delit
luptatu. Exerci iquipit Siquiss Juptatu F:milmi;ianuiudn!! luptatu. Exercil iquipis Siquis adit

utpatem zzriusto duiss at nibh o

MO")‘ H.9 #nhn G i ex erxdiatem zzriors dolobore
in-housé Counsel Lreative Director: il

Tip: You can
also display hidden
characters by choosing
Hidden Characters from
the View Options menu
in the Application bar.

Azzriure dolobore duisit ummy
- I

ercil iquapd iliquis adit utpatem Hannah B_1
¢ dulsls at nibh ef incl ex Creative Directar
Faecil jendiatem. b
it ulpatern eotiusto duisis at E:mt h-rung'u Exercll iquipin iliquis adit utpatem
nibh el inci ex andiatem| | zziusto dulsls at nith el ind ex

endiatem, Azzriure dolobons
O dluisit lummy

The red circles indicate the Column Break characters.

Adjusting text inset and vertical alignment

You'll now finish the blue title bar on the cover by fitting the text nicely into the

frame. By adjusting the space between the edge of the frame and the text, you make

the text easier to read.

1 Choose View > Fit Spread In Window and then use the Zoom tool (X) to
magnify the red text frame near the top of the front page (page 1) with the text
“arrive smart. leave smarter.” Select the Selection tool (&), and then select the
red text frame.

| ]
Barrive smart. leave smarter."www.evolveseattle.com

2 Choose Object > Text Frame Options. If necessary, drag the Text Frame Options

dialog box aside so that you can still see the bar as you set options.

3 In the Text Frame Options dialog box, make sure that the Preview option is
selected. Then, in the Inset Spacing section, click the Make All Settings The

Same icon () to disable it so that you can change the Left setting independently.

Change the Left value to 3p to move the left margin of the text frame 3 picas to
the right and away from the left edge of the frame, and then change the Right
value to 3p9.
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4 In the Vertical Justification section of the Text Frame Options dialog box, choose
Center from the Align menu. Click OK.

Text Frame Options

E General | Baseline Options Auto-Size |

—Columns: | Fixed Number )
Number: <1 Width: - 45p9
Gutter: = 1p0 Maximum: -*- None
[_| Balance Columns
— Inset Spacir~
1|=0p0 Left: < 3p0
® o 5 o rEr—
\ _n: =00 Right: = 3p9
Veprm
( )Aﬂgn: [Center i3]
Paragraph Spacing Limit: 5 0p0

[ Ignore Text Wrap

.  rarral
™ Preview (Cancel ) (0K )

5 Select the Type tool (T') and then click to the left of “www.evolveseattle.com”
to establish an insertion point. To move the URL text so that it aligns with
the right inset you specified earlier, choose Type > Insert Special Character >
Other > Right Indent Tab.

arrive smart. leave smarter.™ www.evolveseattle.com

| —— e

6 Choose Edit > Deselect All, and then choose File > Save.

Creating and modifying graphics frames

Now you'’re ready to add the company logo and the employees’ images to the spread.
In this section, you'll focus on different techniques for creating and modifying
graphics frames and their contents.

Because you'll be working on graphics rather than text, your first step is to make
sure that the graphics appear on the Graphics layer rather than on the Text layer.
Isolating items on different layers streamlines your workflow and makes it easier to
find and edit elements of your design.
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Drawing a new graphics frame

To begin, you'll create a frame for the logo at the top of the cover page (the recto

page in the first spread).

1 If the Layers panel is not visible, click the Layers panel icon or choose

Window > Layers.

2 In the Layers panel, click the lock icon (&) to unlock the Graphics layer. Lock
the Text layer by clicking the box to the left of the layer name. Select the
Graphics layer by clicking the name of the layer so that the new elements are

assigned to this layer.

e

i

Pages | & Layers |.I.i.||ks |

4
1]

E || I B Graphics %

& B Text

E | Ilb Background

Pages: 4-1, 3 Layers al

3 Choose View > Fit Spread In Window, and then use the Zoom tool (‘4) to zoom

in on the upper-left corner of the front page (page 1).

4 In the Tools panel, select the Rectangle Frame tool (EZ]). Move the pointer to
the corner where the top and left margin guides intersect and drag down until
the pointer reaches the horizontal guide, and then across to the right edge of the

first column.

|54 60

Drag to create a graphics frame.

arrive smart. leave smaj
.—l_

5 Switch to the Selection tool (k) and make sure that the graphics frame is

still selected.
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Note: If the graphics
frame isn't selected
when you place the
image, the pointer
changes to the loaded
graphicsicon (). In
this case you could click
within the frame to
place the image.

Placing a graphic within an existing frame
Now, you'll place the company logo within the selected frame.

1 Choose File > Place and then double-click logo_paths.ai, in the Links folder in
the Lesson_04 folder. The image appears in the graphics frame.

2 To ensure that the graphic is displayed at the highest possible resolution, choose
Object > Display Performance > High Quality Display.

evolv

[Computer Graphics Trainil

Resizing a graphics frame to crop a graphic

The graphics frame you created isn’t quite wide enough to show the entire logo, so
you'll widen it to reveal the hidden portion.

1 Using the Selection tool (&), click the logo graphic. Make sure you don’t click
within the content grabber in the center of the frame or you'll select the graphic
rather than the frame.

2 Drag the center right handle until the entire logo is visible. If you pause before
you drag, you'll be able to see the cropped portion of the image as you drag and
easily determine when the frame edge is beyond the edge of the logo. Make
sure you drag the small, white handle and not the larger, yellow one. The yellow
handle lets you add corner effects, and you'll learn more about them later in
this lesson.

[Computer Graphics Training_ Inc

3 Choose Edit > Deselect All, and then choose File > Save.
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Placing a graphic without an existing frame

The design of the newsletter uses two versions of the logo—one on the front cover
and one on the back cover. You could simply use the logo you just placed and the
Copy and Paste commands (File menu) to add the logo to the back cover, and you'll
do that later in this lesson, but instead you’ll import the logo graphic without first
creating a graphics frame.

1 Choose View > Fit Spread In Window, and then use the Zoom tool (1) to
display the upper-right quarter of the back page (page 4).

2 Choose File > Place and then double-click logo_paths.ai, in the Links folder in

the Lesson_04 folder. The pointer changes to a loaded graphics icon (£7). Tip: If you click—
_______ rather than click and
3 DPosition the loaded graphics icon () at the left edge of the right-most column drag—on an empty
slightly below the rotated text frame that contains the return address, drag area of the page, the
image is placed at 100
percent of its original
size on the page where

until the pointer reaches the right edge of the column, and then release the
mouse button. Notice that as you drag, a rectangle is displayed. This rectangle is

proportional to the logo image. you click.
bLSPY-aMUNG M Ay UIIISIM 651 bZS¥Y3MNS M 3AYUIIISAM 651
k552 Jp py -uanjay) l=s52 Jppy-uanjay

evolve

Crarusur G phcs Tralnleg boc.

volv

omputer Graphics Training In

You don’t need to resize the frame as you did earlier because the frame already
shows the entire image. The graphic still needs to be rotated, but you'll do that
later in the lesson.

4 Choose Edit > Deselect all, and then choose File > Save.

Placing multiple graphics in a grid of frames

The back cover of the newsletter should contain six photos. You could place the
photos one by one and then position each one individually, but because they will
be arranged in a grid, you can place all the photos and arrange them in a grid at the
same time.

1 Choose View > Fit Spread In Window.

2 Choose File > Place. Navigate to the Links folder in the Lesson_04 folder, click
the graphic file named 01JohnQ.tif to select it and then press Shift and click the
file named 06HannahB.tif to select all six photos. Click Open.
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3 Position the loaded graphics icon (}4) at the intersection of the horizontal ruler
guide in the top half of the page and the left edge of the third column.

TV

ornputer Grahics Tralning In

ner-

jals %

5 e
| 8
;

Tip: When using any 4 Drag toward the right margin. As you drag, press the Up Arrow key once and the
of the frame creation

Right Arrow key twice. As you press the arrows, the proxy image changes to a
tools (Rectangle, g Y youp ’ proxy imag g

Polygon, Type, and so grid of rectangles to indicate the layout of the grid.
?nnljit)i/SI:: ;?]ndz:zze”y 5 Continue dragging until the pointer snaps to the intersection of the right margin
spaced frames by using guide and the lower horizontal ruler guide, and then release the mouse. A grid of
the same arrow key six graphics frames displays the six photos you placed.
gestures as you drag
with the tool. B4R A

ner [ .

als

6 Choose Edit > Deselect All, and then choose File > Save.

Resizing and moving images within frames

Note: In earlier
versions of InDesign it Now that you've placed the six photos, you need to resize and reposition them so
was common practice
to use the Direct
Selection tool to resize The content and frame for any placed graphic are separate elements. Unlike text
an image within its
frame. Since InDesign

that they fill the graphics frames and are correctly cropped.

objects, a graphics frame and its content each have their own bounding boxes.

€55, which introduced Resizing the graphic content is exactly like resizing the frame, except that you first
the content grabber, select the bounding box for the content before resizing it.

you can use the . . . .

Selection tool for all 1 Using the Selection tool (&), position the pointer over the content grabber
image editing. within the image of John Q. (the top left photo). When the pointer is within the
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content grabber, a hand icon () is displayed. Click to select the frame’s contents
(the image itself).

Before clicking. Result.

2 While holding down the Shift key, drag the center bottom handle to the bottom
edge of the graphics frame. Do the same with the center top handle and drag
it to the top edge of the frame. The Shift key maintains the proportions of the
graphic so that it is not distorted. If you pause briefly before you start dragging,
you'll see a ghosted image of the cropped areas of the graphic contents, a feature
called Dynamic Preview.

3 Make sure that the image entirely fills the graphics frame.

4 Repeat steps 1-3 for the remaining two photos in the top row.

You'll use a different method to resize the other three photos.

Tip: When resizing
an image with the
Selection tool, press
Shift+Alt (Windows)
or Shift+Option (Mac OS)
to size the image pro-
portionately from the
center outward.

Tip: Bitmap images
resized more than 120
percent of their original
size may not contain
enough pixel informa-
tion for high-resolution
offset printing. Check
with your print service
provider if you're unsure
of the resolution and
scaling requirements
for any documents you
plan to have printed.
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Tip: You can also
access the fitting
commands from the
context menu by
right-clicking (Windows)
or Control-clicking
(Mac OS).

5 Select the graphic on the left of the second row. You can select either the frame
or its content.

6 Choose Object > Fitting > Fill Frame Proportionally. This increases the scale
of the graphic so that the frame is filled. A small portion of the graphic is now
cropped by the right edge of the frame.

7 Repeat steps 2 and 3 for the remaining two photos in the bottom row.

loff G4

8 Choose Edit > Deselect All, and then choose File > Save.

You can simultaneously resize a graphics frame and its content by selecting the
frame (rather than the content) and holding down Shift+Ctrl (Windows) or Shift+
Command (Mac OS) as you drag a handle of the frame. The Shift key maintains the
proportions of the bounding box so that the graphic is not distorted. Using the Shift
key is optional if distorting the graphic doesn’t matter to your design.

Next, you're going to adjust the space between some of the photos to give the grid
arrangement a visual tweak.

Adjusting the space between frames

The Gap tool (I=) lets you select and adjust the space between frames. You'll use it
to adjust the space between two of the photos in the top row and then two of the
photos in the bottom row.

1 Choose View > Fit Page In Window. Hold down the Z key to temporarily access
the Zoom tool (4 ), zoom in on the two photos at the top right, and then release
the Z key to return to the Selection tool.

2 Select the Gap tool (I+) and then move the pointer to the vertical gap between
the two pictures. The gap is highlighted—all the way down to the bottom of the
two photos below.

3 Hold down the Shift key and drag the gap one gutter width to the right, making
the graphics frame on the left one gutter width wider and the one on the right
one gutter width narrower. (If you don’t hold Shift while dragging, you’ll move
the gap between the two photos below, as well.)
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4 Choose View > Fit Page In Window. Press Z to temporarily access the Zoom
tool, and then zoom in on the two photos on the bottom left.

5 With the Gap tool, move the pointer to the vertical gap between the two
pictures. Press Shift+Ctrl (Windows) or Shift+ Command (Mac OS) and then
drag to widen the gap from one gutter width to approximately three gutter
widths. (You may have to drag left or right depending on which graphic you click
closest to.) It’s important to release the mouse button before releasing
the keys.

6 Choose View > Fit Page In Window and then choose File > Save.

You've completed the grid of images on the back page (page 4).

Adding metadata captions to graphics frames

You can automatically generate captions for placed graphics based on metadata
information stored in the original graphics files. Next, you'll automatically add

photographer credits to the pictures using metadata information.

Tip: You can also
1 With the Selection tool (&), Shift-click to select the six graphics frames. open the Caption Setup
dialog box by choosing
Object > Captions >
panel menu. Caption Setup.

2 Click the Links panel icon and choose Captions > Caption Setup from the
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3 In the Caption Setup dialog box, specify the following settings:

¢ In the Text Before box, type Photo by . (Make sure to enter a space character
after by.)

¢ Choose Author from the Metadata menu; leave the Text After box blank.
* Choose Below Image from the Alignment menu.
e Choose Photo Credit from the Paragraph Style menu.

¢ In the Offset box enter p2.

Caption Setup
— Metadata Caption
Text Before Metadata Text After
Photo by [* [ Author g [v & =

— Position and Style

Alignment:| Below Image | 3'-3 Paragraph Style:| Photo Credit I-G-i
Offset: = 0p2 Layer:| [Same as Image] I%‘i

"] Group Caption with Image

( Cancel ) Gomaka—

S

Click OK to save the settings and close the Caption Setup dialog box.

v

From the Links panel menu, choose Captions > Generate Static Captions.

N J

Photo by K Studios Pt by Rokin Cruises |1 Photo by Emily Ml

John Q.1 | Amy0.- | JeffGy

Each of the graphic files contains a metadata element named “Author,” which
stores the name of the photographer. This metadata information is used when
the photo credit caption is generated.

6 Choose Edit > Deselect All, and then choose File > Save.
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Placing and linking graphics frames

The two imported graphics on the cover page within the “IN THIS ISSUE” frame are
used again on page 3 of the newsletter to accompany articles. Next, you'll use the
new Place and Link feature in InDesign CS6 to create copies of these two graphics
and place them on page 3.

Unlike the Copy and Paste commands, which simply create a duplicate of the origi- Tip: In addition to
placing and linking
objects within a
document, you can
option to update the child object. place and link objects
between documents.

nal object, the Place and Link feature creates a parent-child relationship between the
original object and the copy. If you make changes to the parent object, you have the

1 Choose View > Fit Spread In Window.

2 Select the Content Collector tool (). Notice that an empty Content Conveyor Tip: Youalso add
objects to the Content
Conveyor panel by

3 Move the pointer over the Yield sign graphic on page 1. Notice that a heavy red selecting them and
then choosing Edit >
Place And Link.

panel is now displayed at the bottom of the window.

border is displayed around the image, indicating that this graphics frame is on
the Graphics layer. Click within the frame. The graphics frame is added to the

Content Conveyor panel.

b )Gtk Tond frames 88

4 Click the circular graphics frame below the Yield sign to add it to the Content
Conveyor panel.

5 Open the Pages panel, and double-click page 3 to center it in the document
window.

6 Select the Content Placer tool (Lf). (It’s paired with the Content Collector
tool in the Tools panel, and it’s also available in the lower-left corner of the
Content Conveyor panel.) The pointer changes to display a thumbnail of the
Yield sign graphic.
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7 Select Create Link at the lower-
left corner of the Content
Conveyor panel. If you don’t
select Create Link, you will
simply create copies of the
original objects without any £ @ v creme ik [ wmosives G | L,
parent-child relationships.

8 Click the pasteboard to the right of the top article to place a copy of the Yield
sign graphic, and then click the pasteboard to the right of the bottom article to
place a copy of the circular graphic. The small chain in the upper-left corner of
the graphics frames indicates that the frames are linked to parent objects.

9 Close the Content Conveyor panel.

Modifying and updating parent-child graphics frames

Now that you've placed and linked the two graphics frames, you'll see how the
parent-child relationships work between the original objects and the copies.

1 Open the Links panel and adjust the panel so that all of the filenames of the
imported graphics are visible in the scroll list. The selected circular graphic
(<ks88169.jpg>) is highlighted in the list. The other graphic you placed and
linked (<yield.ai>) is the next filename in the list. The greater than and less than
characters (<>) that bracket the filenames indicate that these graphics are linked
to parent objects. Notice that these two graphic files—the parent objects—are
also listed lower down in the scroll list.

| D BB ey 1)
e

i ing
I B
» W peun
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2 Use the Selection tool (k) to position the circular graphics frame to the left of
the “CSS Master Class” article. Align the top of the graphics frame with the top
of the article’s text frame; align the right edge of the graphics frame with the
column guide to the left of the article’s text frame.

3 Navigate to page 1 and then select the circular graphics frame.

4 Use the Control panel to apply a 5-point white [Paper] stroke to the frame.

A]|Fs2
[o][+]| ()

5 In the Links panel, notice that the status of the <ks88169.jpg> graphic has
changed to Modified. That’s because its parent object has been modified.

6 Navigate to page 3. Notice that the circular graphics frame no longer matches
the version on the cover. Select the circular graphics frame, and then click the
Update Link button (%% &) in the Links panel. The frame now matches its parent.

Next you'll replace the Yield sign graphic with a newer version and then update
its child frame.
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1 Navigate to page 1, and then select the Yield sign graphic.

2 Choose File > Place. Make sure Replace Selected Item is selected in the Place

dialog box, and then double-click yield_new.ai, in the Links folder in the
Lesson_04 folder.

In the Links panel, notice that the status of the file named <yield_new.ai> is
Modified. That’s because you replaced the parent graphic.

3 Select <yield_new.ai> in the scroll list and then click the Update Link button (&)
in the Links panel. If you want, navigate to page 3 to see the updated graphic on
the pasteboard, and then return to page 1.

4 Click the pasteboard to deselect all objects, choose View > Fit Page In Window,
and then choose File > Save.

Changing the shape of a frame

When you resized a graphics frame using the Selection tool, the frame maintained
its rectangular shape. Now you'll use the Direct Selection tool and the Pen tool to
reshape a frame on page 3 (the right page of the center spread).

1 Choose 3 from the page box at the bottom of the document window. Choose
View > Fit Page In Window.

T
—

T | T

] bl

B !

[ | A-Master

M 41 =k b0
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4
5

Click the Layers panel icon, or choose Window > Layers. In the Layers panel,
click the lock icon for the Text layer to unlock it, and click the Text layer to select
it if it’s not selected.

Next, you'll change the shape of a rectangular frame and by doing so, change the
background of the page.

Press the A key to switch to the Direct Selection tool (k). Move the tip of the
pointer over the right edge of the green frame that covers the page, and click
when the pointer appears with a small diagonal line (k.). This selects the path
and reveals the four anchor points and center point for the frame. Leave the
path selected.

Press the P key to switch to the Pen tool (§).

Carefully position the pointer over the top edge of the frame path where it
intersects with the vertical ruler guide in the first column on page 3. When you
see the Add Anchor Point tool (§), click. A new anchor point is added. The Pen
tool automatically changes to the Add Anchor Point tool when it moves over an
existing path.

|53

|Es

|I||||I||E?|I|||?2||

6

L

Move the pointer to where the horizontal guide below the two-column text
frame intersects with the bleed guide. Using the Pen tool, click again to add
another new anchor point, and then choose Edit > Deselect AllL

This point and the point you created in the previous step will form the corners of
the irregular shape you're creating. Repositioning the anchor point at the upper-
right corner of the green frame will complete the reshaping of the frame.
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7 Switch to the Direct Selection tool (k). Click to select the upper-right corner
point of the green frame. Drag the point down and to the left. (Pause before you
drag so you can see the frame change as you drag.) When the anchor point snaps
into place at the intersection of the right edge of the first column and the first
horizontal guide from the top of the page (at 40p9 on the vertical ruler), release
the mouse button.

T
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The graphics frame is now properly shaped and sized for the design.

8 Choose File > Save.

Wrapping text around a graphic

You can wrap text around the frame of an object or around the object itself. As you
wrap text around the Yield sign in this exercise, you'll see the difference between
wrapping text around the bounding box and around the shape of the graphic.

Your first task is to move the Yield sign graphic. For precise positioning, you can
use the Smart Guides that are displayed dynamically when you create, move, or
resize objects.

1 Using the Selection tool (&), select the graphics frame with the image of a Yield
sign on the pasteboard to the right of page 3. Make sure to click when the arrow
pointer is displayed. If you click when the hand pointer is displayed, you'll select
the content instead of the graphics frame.
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Being careful not to select one of the handles, drag the frame to the left so that

the center point of the frame is aligned with the center point of the text frame

that contains the article text. When the two center points align, you should see

a vertical and a horizontal Smart Guide appear. When these guidelines appear,

release the mouse button.

Make sure that you have moved the frame onto the page without changing its
size. Notice that the graphic overlaps the text. You'll change this by applying a

text wrap.
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3 Choose Window > Text Wrap. In the Text Wrap panel, select Wrap Around
Bounding Box to wrap the text around the bounding box, not around the Yield
graphic’s shape. If necessary, choose Show Options from the panel menu to
display all of the controls in the Text Wrap panel.

x a4
= Text Wrap | =
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Wrap Options:

Wrap To: | Both Right & Left Sides |51

Contour Options

Type

Include inside Edges
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ining-isa targeted-approach-
ourteam to-learn-exactly what
-know. The-breadth-and depth-
liners" experience-translates into
ctive-training that-yieldsan-
nd significant increase- 7;

p-notch training-from-our know
lented instructors. Qur many hap)
(an-attestto thats

[To-see-a-partiallist of-the-companie
isit-our-Clients pages)

Ertune-slﬂo-depart%em, you'll-ge

p's-production-effidenc
Solution|

rustomize-the-curricula-
of-each-corporate traln=
| You-leam exactly what
know. We-provide training at-all
lesign-each-curriculum-according:
p's-currentskills-and learning:

to-work-with-newly honed skills,

k-on-your-graphics projects

0r-3s- hands-on-class (each studer|
of-a-computer)

Wrap text around a bounding box.

Result.

The option leaves too much white space for your desired design, so you'll try

another Text Wrap option.

4 Select Wrap Around Object Shape. In the Wrap Options section, choose Both
Right & Left Sides from the Wrap To menu if it isn’t already selected. In the
Contour Options section, choose Detect Edges from the Type menu. Enter 1p in

the Top Offset box to add space between the edge of the graphic and the text. Click

a blank area to deselect all, or choose Edit > Deselect AllL

Note: The Wrap To
menu in the Text Wrap
panel is available only if
you select Wrap Around
Bounding Box or Wrap
Around Object Shape at
the top of the panel.

ADOBE INDESIGN CS6 CLASSROOM IN A BOOK 111



wopTa gruTroT
alented Instructors.-Ourmany-t
@n attest to that

0-see-a-partiallist-of the-compa
_, with, visit-our.Clients

i il i
team-to-learn-exactly what-
. The-breadth-and-depth-

experience translates into-

& Text Wrap | =

]

i
0
3
-

@R ) vt

- ] - Location Option
[ ST @4 2 1p0 T ing-Laby)

Wrap Options: rorporate-training-can ti

(Wrap To: | Bath Right & Left Sides |#4) equipped Windows and Ma

a, asa-presentation-stylese
a-hands-on class(each student:

Contour Options:
(T'f'PEZ [ Detect Edges hG.D

kills and leaming goals

D Include Inside Edges

Wrap text around an object shape. Result.

5 Close the Text Wrap panel, and choose File > Save.

Modifying the shape of frames

In this section, you'll use various features that allow you to create nonrectangular
frames. To begin, you'll subtract the area of one shape from another. After that,
you'll create a polygon-shaped frame, and then you'll add rounded corners to a frame.

Working with compound shapes

You can change the shape of an existing frame by adding to or subtracting from its
area. The shape of a frame can also be changed, even if the frame already contains
text or graphics. Now you'll subtract a shape from the green background to create a
new white background.

1 Choose View > Fit Page In Window to fit page 3 in the document window.

2 Using the Rectangle Frame tool ([4]), draw a frame from where the right edge
of the first column meets the horizontal guide at 46p6 on the vertical ruler, to

the intersection of the bleed guides that meet outside the lower-right corner of
the page.

Draw a rectangle, and snap to the bleed guide corner.
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With the Selection tool (&), hold down the Shift key and click the green box
(outside of the frame you just created) that covers a good part of page 3 to
simultaneously select the new rectangle and the green box.

Choose Object > Pathfinder > Subtract to subtract the top shape (the new
rectangle) from the green shape. The text frame at the bottom of the page is
now on a white background.

'p‘:‘ss'mr Class i
\| February 27th — Seattle, Wi
March 7th — Portland, OR*
i P::M b
bayour.
Noul wealk 1aanch
Regier
ettt Tip: Alockicon
(&) is displayed in the
upper-left corner of a
. . . . . locked frame. Clicking
5 With the green box still selected, choose Object > Lock. This helps avoid the icon unlocks the
accidental repositioning of the frame. frame.

Creating polygons and converting shapes

You can use the Polygon tool (O) or the Polygon Frame tool (&) to create regular
polygons with however many sides you want. You can also change the shape of an
existing frame, even if the frame already contains text or graphics. You'll try this out
by creating an octagonal frame, placing a graphic within it, and then resizing the frame.

1 Click the Layers panel icon or choose Window > Layers to open the Layers panel.

N

Click the Graphics layer to select it.

3 Select the Polygon Frame tool (&) in the Tools panel. It’s grouped with the
Rectangle Frame tool (E<]) and the Ellipse Frame tool (i&).

=Y

Click anywhere on page 3 to the left of the text “Wasting Time. In the Polygon
dialog box, change the Polygon Width and Polygon Height to 9p, change the
Number Of Sides to 8, and then click OK.

.. Polygon |

-~ Options ok )
Polygon Width: 9p0 ( Cancel )

Polygon Height: 9p0

— Polygon Settings
Number of Sides:

8
Star Inset: 0%

<|b <|b
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5 With the polygon shape selected, choose File > Place, and select stopsign.tif, in
the Links folder in the Lesson_04 folder. Click Open.

6 Use the Zoom tool (X)) to zoom in on the graphic and then choose Object >
Display Performance > High Quality Display to display the graphic as clearly
as possible.

7 Using the Selection tool (k), drag the midpoint handle on the top of the graphics
frame downward until the edge of the frame is even with the top of the Stop sign.
Drag the three other midpoint handles so that all of the surrounding white area
is cropped and only the red of the Stop sign is visible.

8 Choose View > Fit Page In Window, and then use the Selection tool (k) to move
the frame so that its top edge aligns with the top edge of the text frame to the
right that contains the headline, and its right edge is approximately one gutter
width to the left of the right edge of the green background frame.
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Adding rounded corners to frames

Next, you'll modify a text frame by rounding its corners.

1

Choose 1 from the page box at the bottom of the document window. Choose

View > Fit Page In Window.

With the Selection tool (k&) still selected, hold down the Z key to temporarily
access the Zoom tool (4 ), zoom in on the dark blue text frame on page 1, and

then release the Z key to return to the Selection tool.

Select the dark blue text frame, then click the small yellow square that’s slightly
below the resizing handle at the upper-right corner of the frame. Four small
diamonds replace the four resizing handles at the corners of the frame.

Click the yellow square. Result.

4 Drag the diamond at the upper-right corner of the frame to the left and release
the mouse button when the live radius (R:) value is 1p0. As you drag, the other

three corners change, too. (If you hold down the Shift key when dragging, only

the corner you are working on changes.)

IN THIS ISSUE:

Investing in Training. Whether
you're a small startup or a Fortune
500 company, providing training for
your employees iz one of the best
investments you can make. Page3.

CSS Master Class. This educational
seminar for experienced web
designers will teach you how to get
the most out of tascading style sheets
to create state-of-the art web pages.
Page 3

Tip: After you create
rounded corners, you
can Alt-click (Windows)
or Option-click (Mac OS)
any of the diamonds to
cycle through several
different corner effects.

5 Choose Edit > Deselect All to exit the corner-edit mode, then choose File > Save.
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Tip: You can also
rotate a selected object
by choosing Object >
Transform > Rotate and
entering a value in the
Angle field of the Rotate
dialog box.

Transforming and aligning objects

Various tools and commands in InDesign let you modify an object’s size or shape
and change its orientation on the page. All transformations—rotating, scaling,
shearing, and flipping—are available in the Transform and Control panels, where
you can precisely specify transformations. You can also align or distribute objects
horizontally or vertically along the selection, margins, page, or spread.

You'll experiment with some of these features now.

Rotating an object

InDesign offers several methods for rotating objects. In this part of the lesson, you'll
use the Control panel to rotate one of the logos you imported earlier in the lesson.

1 Use either the page box at the bottom of the document window or the Pages
panel to display page 4 (the first page of the document). Choose View > Fit Page
In Window.

N

Using the Selection tool (k), select the “evolve” logo you imported earlier in the
lesson.

w

In the Control panel, make sure that the center point is selected on the reference
point locator (§2) so that the object rotates around its center. Choose 180° from
the Rotation Angle menu.

LESE Y AINE WA AY URISM G5 |
Es®Ippy uIngE

Al

Rotating an image within its frame
You can rotate the content of a graphics frame with the Selection tool.

1 Using the Selection tool (&), select the image of Jeff G. (top right) by clicking
within the content grabber. The arrow pointer changes to a hand when it’s within
the doughnut shape.
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Move the pointer within Click to select the content
the doughnut. of the frame.

2 In the Control panel, make sure that the center point in the reference point
locator (8%) is selected.

3 Move the pointer slightly outside the resizing handle at the upper-right corner of
the picture. The rotate pointer (*31) is displayed.

4 Click and drag clockwise to rotate the image until the head is approximately
vertical (about -25°), and then release the mouse button. As you drag, the angle
of rotation is displayed along with the image.

¥ R

5 After being rotated, the image no longer fills the frame. To fix this, first make
sure that the Constrain Proportions For Scaling icon () to the right of the
Scale X Percentage and Scale Y Percentage boxes in the Control panel is
deselected, and then enter 55 in the Scale X Percentage box and press Enter
(Windows) or Return (Mac OS).

i X+ [=]3p5.454 w:=l12p0.45
@ ¥+ 2 5p3.75 H = 15p4.8

6 Choose Edit > Deselect All, and then choose File > Save.
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Aligning multiple objects

Precise alignment is made easy when you use the Align panel. Next you'll use the
Align panel to horizontally center multiple objects on a page, and then you’ll align
multiple images.

1 Choose View > Fit Page In Window, and then choose page 2 in the page box at
the bottom of the document window. Using the Selection tool (&), Shift-click
the text frame at the top of the page containing the “Partial Class Calendar” text
and the “evolve” logo above it. (Unlike the two logos you imported earlier, this
logo was created within InDesign and is a group of objects. You'll work with this
group later in the lesson.)

2 Choose Window > Object & Layout > Align to open the Align panel.

3 In the Align panel, choose Align To Page from the Align To menu and then click
the Align Horizontal Centers button (&). The objects are now aligned to the

center of the page.

«

*
¢ Align | Pathfinder =

Align Objects:

e g 0o

[0 useSpacing % 0p0

angnTo- Y Align to Selection

Distribute Spacing

Q0 = o Align to Margins | o]
LPartial Class Calend AR  Align to Page +Partial Class Calendar,
+ June—September 2013 1 < g Align to Spread + June—September 3013 |

Select the text frame and logo. Align the objects. Result.

4 Click a blank area or choose Edit > Deselect All.

5 Use the scroll bar at the bottom of the document window to show the pasteboard
on the left of page 2.

6 Using the Selection tool (&), select the graphics frame at the upper-left corner
of the calendar and then Shift-click to select the seven graphics frames on

Note: When you
Y the pasteboard.

specify a key object, the
a"lgn:”znt;f tTe OFITer 7 In the Align panel, choose Align To Key Object from the Align To menu. Notice
selected objects wi

be relative tjo the key that the first graphics frame you selected has a thick blue border, indicating it’s

object’s position. the key object.
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8 Click the Align Right Edges button (5)).

= as
& @ =
@ " =
’ e ——————_ T :
oAlign | Pathfinder | -=|
@ | == =l |
& & &8 T @ Oo )
~f LB e -
‘ | Distribute on;e&') ‘
= = =" »w H i
V| se s ing =]
H ™ Use Spacing =00 - : . ]
aignTe: 5T Align to Selection Lanl
]-‘I" - v Align to Key Object . | [
ks ~ Align to Margins T &
=~ - Align to Page ke |2
m s § Moitesa— -

9 Choose Edit > Deselect All, and then choose File > Save.

Scaling multiple objects

In InDesign CS4 and earlier, it was necessary to group multiple objects before you
could simultaneously scale or rotate them with the Selection, Scale, or Rotate tools,
but now you don’t have to create a group to make these changes, you simply have to
select the objects.

Next you'll select two of the icons and resize both of them at once.

1 Use the Zoom tool (4) to zoom in on the two Acrobat PDF icons on the left side
of the page.

2 Using the Selection tool (&), Shift-click each of the two icons to select both of them.

3 Press Shift+Ctrl (Windows) or Shift+Command (Mac OS) and then drag the
handle at the upper-left corner to make the two icons roughly the same width as
the Adobe Illustrator icon below the selected icons.

,}ti\
TP ==

s
Yalla

Drag to resize the selected icons. Result.

4 Choose Edit > Deselect All, and then choose File > Save.

Tip: InDesign
automatically assigns
the object you selected
first as the key object.
To change the key
object once you've
selected all objects to
be aligned, click the
object that should be
the key object. A thicker
selection border will
then appear around
that object.

ADOBE INDESIGN CS6 CLASSROOM IN A BOOK 119



Tip: You can also
select an object in
a group by double-
clicking the object with
the Selection tool; by
selecting the group
and choosing Object
> Select > Content;
or by right-clicking
(Windows) or Control-
clicking (Mac OS) the
group and choosing
Select > Content from
the context menu.

Tip: To quickly
select the first object
in a group, Ctrl-click
(Windows) or Cmd-click
(Mac OS) the Select
Previous Object button
in the Control panel.

Selecting and modifying grouped objects

Earlier you aligned the “evolve” logo at the top of page 2 to the center of the page.
Now you'll change the fill color of some of the logo’s shapes. Because they’re
grouped, you can select and modify them as a unit. You'll now change the fill color
of just a few of the shapes without ungrouping or changing the other objects of
the group.

The Direct Selection tool or a set of commands in the Object menu (Object >
Select) lets you select individual objects in a grouped object.

1 With the Selection tool (&), click the “evolve” group at the top of page 2. If you
want, use the Zoom tool (‘4 ) to magnify the area you're working on.

2 Click the Select Content button () in the Control panel to select one object in
the group without ungrouping.

Partial Class Calendar
June—September 2013

Partial Class Calendar
June—September 2013

Select the group with the Choose Select Content. Result.

Selection tool.

3 Click the Select Previous Object button (45%) in the Control panel six times to
select the first “e” in the word “evolve” Note that the Select Next Object button
selects in the opposite direction.

-

3l

:-‘f:. Hanr

Partial Class Calendar
June—September 2013

[=] ]

Click Select Previous Object six times.  Result.

4 Using the Direct Selection tool (), hold down the Shift key and click the “v;” “1”

“«_»

v, and “e” letters in the logo to simultaneously select them.

5 Click the Swatches panel icon or choose Window > Color > Swatches. Click
the Fill box at the top of the Swatches panel and choose [Paper] to fill the letter
shapes with a white color.
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WG Partial Class Calendar
| L June—September 2013

Change the fill of the Result.
selected shapes to [Paper].

Finishing up

Now it’s time to admire your work.
1 Choose Edit > Deselect All
2 Choose View > Fit Spread In Window.

3 At the bottom of the Tools panel, hold down the current screen mode button (=)
and choose Preview from the hidden menu that appears. Preview mode is an
ideal way to see what a document will look like when printed. Preview mode
displays artwork as if it were output, with all non-printing elements suppressed
(grids, guides, non-printing objects) and the pasteboard set to the preview color
defined in Preferences.

n Normal
[ Previes =
& Bleed
Slug

[d Presentation

4 Press the Tab key to close all the panels at the same time. Press the Tab key again
when you are ready to show all the panels.

5 Choose File > Save.

Congratulations. You have finished the lesson.
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Tip: You can also
change an existing
polygon into a different-
shaped polygon by
selecting it, and then
double-clicking the
Polygon tool and
changing the settings
in the Polygon Settings
dialog box.

Exploring on your own

One of the best ways to learn about frames is to experiment on your own.

In this section, you'll learn how to nest an object inside a frame. Follow these
steps to learn more about selecting and manipulating frames.

1 Create a new document using the default settings in the New Document
dialog box.

2 Create a small text frame, approximately 2” x 2, and then choose Type >
Fill With Placeholder Text to fill the frame with text.

3 Press the ESC key to switch to the Selection tool, and then use the Swatches
panel to apply a fill color to the text frame.

4 Select the Polygon tool (2)) and draw a shape on the page. (Before creating the
polygon, you can double-click the Polygon tool to specify the number of sides
and optionally a star inset value if you want to create a starburst shape.)

sciis et et [aboreh enihiciis

i, sunt aborestiam volupta
uiaeca esenda vel magnam
ut idemossunt venimpel

olupta dolor reribus sum
atende ndaecum quunt mo-
uptis voluptas a que officipiet
elum voluptur, ut ea nonse-
ue soluptatum doluptatem
epe voloren imporib usamus

5 Select the Selection tool (&), select the text frame you created earlier, and then
choose Edit > Copy.
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6 Select the polygon frame, and then choose Edit > Paste Into to nest the text
frame inside the polygon frame. (If you choose Edit > Paste, the copied text
frame is not pasted inside the selected frame.)

7 Use the Selection tool to move the text frame by positioning the pointer within
the content grabber in the center of the polygon frame and then dragging.

8 Use the Selection tool to move the polygon frame by positioning the pointer
outside the content grabber and then dragging.

9 Choose Edit > Deselect All.

10 Select the Direct Selection tool (%), use it to select the polygon frame, and then
drag any of the handles to change the shape of the polygon.

Lesciis et et labg
mi, sunt aborestiam volUpra
quiaeca esenda vel m

11 When you have finished experimenting, close the document without saving.
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Review questions

1 When should you use the Selection tool to select an object, and when should you use
the Direct Selection tool to select an object?

2 How do you resize a graphics frame and its content simultaneously?
3 How do you rotate the graphic within a graphics frame without rotating the frame?

4 Without ungrouping objects, how do you select an object within a group?

Review answers

1 Use the Selection tool for general layout tasks, such as positioning, rotating, and
resizing objects. Use the Direct Selection tool for tasks involving editing paths or
frames; for example, to move an anchor point on a path or to select objects within a
group and change their color.

2 To resize a graphics frame and its content simultaneously, select the frame with the
Selection tool, hold down Ctrl (Windows) or Command (Mac OS), and then drag a
handle. Add the Shift key while dragging to maintain the object’s proportions.

3 To rotate a graphic within a frame, use the Selection tool to select the graphic within
the frame by clicking within the content grabber. Then position the pointer slightly
outside any of the four corner handles and drag to rotate the graphic.

4 To select an object within a group, use the Selection tool (&) to select the group, and
then click the Select Content button (&) in the Control panel to select one object in the
group. You can then click the Select Previous Object or Select Next Object buttons to
select different objects in the group. You can also select an object in a group by clicking
the object with the Direct Selection tool ().
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126

FLOWING TEXT

Lesson Overview

In this introduction to flowing text, you'll learn how to do

the following:

Import and flow text into an existing text frame.

Apply paragraph styles to text.

Adjust line breaks.

Create frames manually while flowing text.

Add frames automatically while flowing text.

Resize text frames automatically.

Create linked frames automatically.

Add pages and linked frames automatically while flowing text.
Make a jump line to indicate where an article continues.

Add column breaks.

This lesson will take approximately 45 minutes.
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thought that
the light drizzle
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 day might be
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When | asked Alexis, So much for Plan B,

director of Meridien's Urban

Muscum, bo give me her personal
tour of the city she's nesided in since her
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‘that hard a ride,” Abexis emailed me carfier in the week,

Adobe InDesign provides methods for flowing short
pieces of text into existing frames, creating frames
while flowing text, and adding frames and pages while
flowing text. This makes it easy to flow copy for anything
from a catalog to a magazine article to an eBook.
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Note: If you have
not already copied
the resource files
for this lesson onto
your hard disk from
the Adobe InDesign
CS6 Classroom in a
Book CD, do so now.
See “Copying the
Classroom in a Book
files” on page 2.

Note: If the images
in the document look
pixelated, choose
View > Display
Performance > High
Quality Display.

Getting started

In this lesson, you'll work on a magazine article in progress. The design of the
opening spread of the article is almost finished, and several pages are ready for text.
While working on this article, you will experiment with various text-flow methods
and create a “jump line” to indicate the page on which an article continues.

1 To ensure that the preference and default settings of your Adobe InDesign CS6
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 page 3.

2 Start Adobe InDesign CS6. To ensure that the panels and menu commands
match those used in this lesson, choose Window > Workspace > [Advanced],
then choose Window > Workspace > Reset Advanced.

3 Choose File > Open, and open the 05_Start.indd file, in the Lesson_05 folder,
located inside the Lessons folder within the InDesignCIB folder on your
hard disk.

4 Choose File > Save As, rename the file 05_FlowText.indd, and save it in the
Lesson_05 folder.

5 If you want to see what the finished document looks like, open the 05_End.indd
file in the same folder. (In this case, the finished document does not represent
the final design, as many more pictures, captions, and design elements will be
added.) You can leave this document open to act as a guide as you work.

\
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: - the light drizzle
on this crisp fall
day might be
a deterrent.
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6 When you're ready to resume working on the lesson document, display it by

clicking its tab in the upper-left corner of the document window.

128 LESSON 5 Flowing Text



Flowing text into an existing frame

When you import text, you can flow it into a new frame or an existing frame. If the
frame is empty, you can click the loaded text icon in it to flow the text. On the left-
facing page of the opening spread of this article, an empty sidebar with the subhead
“Local Stats” is ready for the text describing the woman on the page. You will import
a Microsoft Word document into this frame, apply a paragraph style, and try two
methods for fixing orphans (defined here as a single word on a line).

1 If necessary, adjust the view scale or zoom in to comfortably view the sidebar
text frame on the left-facing page of the opening spread. Make sure no objects
are selected.

You edit text with the Type tool and thread (link) text frames with the Selection
tool, but it does not matter what tool is selected when you import text.

2 Choose File > Place. At the bottom of the Place dialog box, deselect Show Import
Options and Create Static Options if necessary.

3 Locate 05 LocalStats.docx, in the Lesson_05 folder, and then double-click it.

The pointer becomes a loaded text icon (=), previewing the first few lines of text
in the story you are placing. When you move the loaded text icon over an empty

text frame, parentheses enclose the icon (%=).

4 Position the loaded text icon over the placeholder text frame (below the text
frame containing the “Local Stats” subhead).

5 Click to place the text.

6 Using the Type tool (T), click in the frame to edit the text. Choose Edit > Select
All to select all the text in the frame.

7 Choose Type > Paragraph Styles to open the Paragraph Styles panel.

Tip: In addition
to importing (or
placing) files from
word processors such
as Microsoft Word,
you can place files
in Adobe InCopy
format and Adobe
Buzzword format.
Adobe Buzzword is
a subscription-based
online word processor
that allows for easy
collaboration.
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Tip: One method
for clearing all local
overrides—to ensure
that text formatting
precisely matches
a style—is to select
Clear Overrides from
the Paragraph Styles
panel menu. For more
information about
styles, see Chapter 9.

Tip: If you forget
the keyboard shortcut
for a manual line break,
you can choose Type >
Insert Break Character >
Forced Line Break.
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8

9

Click on the paragraph style White Sidebar Text. (If necessary, scroll through the
Paragraph Styles panel to locate it.)

A plus sign (+), which indicates local overrides (variations from the paragraph
style), displays next to the paragraph style name because some of the selected
text is bold. While sometimes local overrides are undesirable, in this case they
are fine.
A
0
ame: Alaxis K.
[Age: 25

;():cupation:ﬂxﬁgutive Director, Urbangy
[useunt|

¢ Paragraph Styles |
White Sidebar Text+

avorite Neighborhood: I can't answy
his question publicly if I'm expected to
yjob.

avorite Meridien memory: “New Ye
ive 2002. The city was celebrating its
icentennial and everyone was out in th|
treets, happy, and talking about how my/
hey loved where-they lived. It was ama:
onding moment unlike any other. I alsa

ave fond childhood memories of the annuall
ummertime Seven Nights Celebration in
he park, watching the fireworks with my:
ather.)

10pt Paragraph
‘White Sidebar Text+
Captions

First Paragraph Drop Cap

graph no indent

Paragraph Indent
O W & @

Now, you will fix the orphan in the third paragraph, which starts with
“Occupation” To do this, you will enter a manual line break.

Zoom in as necessary to read the text.

10 Using the Type tool, click right before the word “Urban” in the third paragraph

of the sidebar. Press Shift+Enter (Windows) or Shift+Return (Mac OS) to force
“Urban” to the next line within the paragraph.

Age: 35

Occupation: Executive Director,
[Urban Museum!

11

Next, you will fix the orphan in the last line of the sidebar using tracking, which
adjusts the amount of space between selected characters.

Scroll down as necessary to view the last paragraph, which starts with “Favorite
Meridien memory.” Using the Type tool, click four consecutive times in the
paragraph to select all the text.



12 Choose Type > Character to display the Character panel. Type —10 in the
Tracking box and press Enter or Return.

Favorite Meridien memory: “New Year's

ve 2002. The city was celebrating its bicen|s cuacren

tennial and everyone was out in the street

3|
T EEr B f5mnaE)
oved where they lived. It was a mass bondj igy omal 18] ay T 18)

moment unlike any other. [ also have fond |IT T &)

s
a2 oo

appy, and talking about how much they

Tracking (in thousandths of an em)|
T =

childhood memories of the annual summe

time Seven Nights Celebration in the park,

watching the fireworks with my father.”

13 Choose Edit > Deselect All, then choose File > Save.

Tip: When the Type
tool is loaded with

Loading the Type tOOI With multiple text files, press

. the arrow keys on the
mUItlpIe text ﬁles keyboard to change
which text file is loaded
In the Place dialog box, you can “load” the Type tool with multiple text files and then for placement, and
place them individually. Loading the Type tool works as follows: press Esc to remove a
e First, choose File > Place to open the Place dialog box. text ﬁle from the loaded
texticon.

e Ctrl-click (Windows) or Command-click (Mac OS) to select multiple,
noncontiguous files.

e Shift-click to select a contiguous range of files.

*  When you click Open, the loaded text icon shows in parentheses how many files
are loaded, such as (4).

e Click to place the text files one at a time.

Flowing text manually

Tip: You can create
The process of taking imported text, such as text from a word-processing program, columns by threading
(usually narrow) text

and flowing it across several connected text frames is called threading text. InDesign o
frames or by dividing

lets you flow text manually for greater control, flow text automatically to save time, individual text frames
and flow text while adding pages. into multiple columns
using the General tab of
In this exercise, you will flow the feature article text into the two columns at the the Text Frame Options
bottom of the right-facing page. First, you will select a Word file to import into the dialog box (Object

menu). Some designers

. . . prefer separate text
the second text frame. Finally, you will create new text frames on the third page of frames for more layout

existing text frame in the first column. Second, you will thread the first text frame to

the document to contain more of the text. flexibility.
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Tip: If you change 5

your mind and decide
you don't want to flow
overset text, you can

Choose View > Fit Spread In Window to locate the two text frames at the bottom
of the right-facing page. Zoom in as necessary to view these text frames.

Using the Type tool (T), click in the text frame at left immediately below the
woman’s hand.

-' C%detérrent#
T

Choose File > Place.

Locate and select 05_Long_Biking_Feature_JanFeb2012.docx, in the Lesson_05
folder, be sure Replace Selected Item is checked, and click Open.

The text flows into the existing frame in the left column. Notice that the text
frame includes an out port in the lower-right corner. The red plus sign (+)
indicates that some of the text you imported is overset, meaning that not all of
the text fits into the existing text frame. You will now flow the additional text
into another text frame in the second column.

Using the Selection tool (k), click in the text frame’s out port to load the text
icon, as shown. (If necessary, first click the frame to select it, then click the
out port.)

press Esc or click any
tool in the Tools panel
to cancel the loaded
text icon. No text will

“Sorry, Charlie. We’re not going to let a little misty air
ruin our fun. Anyway, the forecast says it will clear v/oy
late morning.™

M

fem Tacked Mlecis,

be deleted.

<
pezk

ided insince her

E

6 Position the loaded text icon

anywhere in the text frame at right and click.

I I
When [ asked Alexis, di- So much for Plan B! T
rector of Meridien’s Urban >
Museum, to give me her personal tour We met at the Smith Street subway station, a mid-century,
of the city she’s resided in since her teenage | mildly brutalist conerete cube designed by architects in
years, she accepted, but only if we did it by bicyele. 'm | 1962 that is in the process of a full greening renovation.

not a fitness freak and Meridien is known for its formida- | | s ey 5 i 2
ble hills, so when am rolled around, when I noted damp _I love this building. It's a.modem ulsterece, —poctic,
streets outside my apartment window and my cell phone instead of cold and offputting. The city could have torn it

started buzzing, I was hoping it was Alexis calling to tell down a:nd putup-a more f:ontemporary st.rucmre. but. they |
recognized its historical importance and instead are just

working to make it more environmentally friendly and en]
“Sorry. Charlic. We’re not going to let a little misty air ergy efficient through our Off-Grid program.”

ruin our fun. Anyway, the forecast says it will clear up by
late morning.”™

R

- T e e 1z D
mic-that we were switching to Plan B

We were here not to tour the subway station, though,
but to pick up our transportation for the long ride ahead.

~
- And, no, weren’t taking the tube. (“It’s not going to be
that hard a ride,” Alexis emailed me earlier in the week, opl
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The text flows into the second column. The out port in the text frame at right
contains a red plus sign (+), again indicating that there is still overset text.

7 Choose File > Save. Leave the page in this position for the next exercise.

Creating text frames while flowing text

Now, you will try two different text flow methods. First, you will use semi-autoflow
to place text into a column. Semi-autoflow lets you create threaded text frames one
at a time. The pointer becomes a loaded text icon that automatically reloads after
each column is placed. After that, you will use the loaded text icon to manually
create a text frame.

1 Using the Selection tool (k), click the out port of the text frame in the second
column on page 2. This loads the text icon with the overset text.

You will create new text frames on page 3 to contain more of the text. Guides
indicate where to place the text frames.

2 Choose Layout > Next Spread to display pages 3 and 4, then choose View >
Fit Spread In Window.

3 DPosition the loaded text icon in the upper-left corner where the guides

intersect, as shown.

Tesided i since her

4 Hold down the Alt (Windows) or Option (Mac OS) key and click.

The text flows into the first column. Because you held down Alt or Option, the
pointer is still a loaded text icon, ready for you to flow text into another frame.

in the

5 Release the Alt or Option key, and position the loaded text icon (!
second column indicated by the guides.

6 Drag to create a frame within the purple column guides.

A sketch of the design for this article shows that additional design elements will
go above and below the two new columns. So you will adjust the height of the
frames to fit within the horizontal cyan guides.

Tip: The loaded text
icon changes slightly in
appearance, depending
on whether you are
threading text manually
or using semi-autoflow
or autoflow.

Tip: When the
loaded text icon is
active, you can still
navigate to different
document pages or
add new pages.
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Note: The amount
of text that fits in
the frame may vary
according to the
specific font that is
active on your system.
In a print environment,
it's important that
everyone uses exactly
the same fonts. For this
lesson, the fonts in use
are not important.
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7 Using the Selection tool, drag the top and bottom of each text frame to fit within

the cyan guides, as shown.

Text remains overset, as indicated by the red plus sign (+), in the lower-right

corner of the second text frame.

“Meridien’s flatter than you think. Especially if you know
the secret routes.™) Meridien has its own bike-sharing pro-
eram—called HUB—that has become increasingly popu-
lar with the locals, especially now with hundreds of bike
drop-off/pickup stations scattered across the city.

One swipe of your credit or debit card and you're off to
the races. Amazingly, the program has reduced traffic in
the city center almost 50%, even in the chilly winter.

[We grab our bikes and zoom actross the street to the bike
lane that skirts the northern edge of the park. Part of the
bike-sharing program’s popularity is that Meridien has
invested heavily in creating dedicated cycling paths to ac-
company the thousands of new bikes on the streets. We
rush past the pastiche of architectural styles and eras that
characterize Meridien’s eclectic urbanism, something
|Alexis has made a career of celebrating. “A real city is
never homogenous,” she remarks.

One of Meridien’s urban success stories is the rejuvena-
tion of the Old Town district. Just five years ago, the
larea’s cobblestone streets were strewn with trash and drug

land the historical buildings, some dating back to the 18th
century, were primarily abandoned. But with the election
of Mayor Pierre H. in 2006, the government allocated
ffunds for a renewal project that provided new businesses
land nonprofits with startup funding to renovate and oceu-
py these empty structures. Before long, artists were occu-
pying the upper floors, and boutiques, galleries, and cafés
began to spring up to fit their lifestyles. Combine this with|

paraphernalia. The city’s homeless would congregate here,

imore robust social service programs that provided housing|
and drug counseling programs, and the area underwent a
speedy, remarkable renaissance.

(Cobblestones, gentrification and local produce:

The bumpy roads result in a precarious ride that makes
steering the bikes in a straight line virtually impossible.
[Luckily. auto traffic is mostly banned from Old Town,
making it a favorite destination for those who disdain cars
and much safer for our own clumsy veering. We stop in
front of Frugal Grounds, an airy café/gallery/performance
space hybrid that was one of Old Town’s first new busi-
nesses, to meet Scott G., Meridien’s supervisor of urban
renewal. He, too, arrives on a HUB bicyele, stylishly
dressed for the weather in a medium-length Nehru-style
jacket and knit cap, the ensemble nicely complemented
by a pair of stylish spectacles and a worn leather shoulder
bag.

‘There are some hard-core purists who dismiss this de-
welopment as negative—gentrification to case the fears

of yuppies who wouldn’t come near here before,” Scott
remarks, “but I find their argument difficult to support in
light of all the good that has come to Old Town. We didn’t
move the blight out and then hide it somewhere else. We
helped the people who needed assistance and let them stay
as long as they weren’t committing any violent crimes.
They receive housing and there has been phenomenal sue-
cess in getting many back into the workforce and making
them part of the community again. How can this be bad?™

8 Choose File > Save. Leave the page in this position for the next exercise.

Flowing text automatically

You will use autoflow to place the remaining text on the next spread. When you

autoflow text, InDesign automatically creates new text frames within column guides

on subsequent pages until all of the overset text is placed.

1 Using the Selection tool (k), click the out port in the lower-right corner of

the text frame in the second column on page 3. This loads the text icon with

the overset text. (If necessary, first click the frame to select it, then click the

out port.)

2 Choose Layout > Next Spread to display pages 5 and 6.

3 DPosition the loaded text icon

in the first column on page 5, roughly where

the column and margin guides intersect. (You will adjust the height of the

frames later.)

Flowing Text




4 Hold down the Shift key and click.

Notice that new text frames are added to pages 5 and 6 within the column
guides. This is because you held down the Shift key to autoflow text. All of the
text in the story is now placed. However, you will resize these text frames to fit
within the horizontal cyan guides.

5 Using the Selection tool, drag the top and bottom of each text frame to fit within
the cyan guides, as shown.

As you can see, the text is overset once again.

6 Choose File > Save. Leave the page in this position for the next exercise.

Creating threaded frames automatically

To speed up the creation of column-width linked text frames, InDesign provides a
shortcut. If you press the Right Arrow key as you drag the Type tool to create a text
frame, InDesign automatically divides the text frame into multiple threaded frames.
For example, if you press the Right Arrow key once while creating a text frame, the
text frame is divided once into two text frames of equal width. If you press the Right
Arrow key five times, the text frame is divided five times, resulting in six columns of
equal width. (If you press the Right Arrow key too many times, press the Left Arrow
key to remove columns.)

You will now add a page to the end of the document and flow the remaining overset
text into a subdivided text frame.

Tip: When you
create a text frame by
clicking with the loaded
text icon, InDesign
creates the new text
frame as wide as the
column where you click.
Although these frames
are placed within the
column guides, you
can move, resize, and
reshape these text
frames as necessary.

Tip: To adjust
how text flows within
frames, you can enter
break characters such
as Column Break and
Frame Break (Type >
Insert Break Character).

Tip: In addition to
threading frames to
flow already placed
text, you can pre-thread
empty text frames.
Using the Selection tool,
click a frame’s out port,
then click anywhere in
the next frame. Repeat
this process until all the
frames are threaded.
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1 Choose Window > Pages to display the Pages panel.

2 In the upper portion of the Pages panel, scroll to locate the FEA-2 Col Feature
master spread.

3 Select the left-facing master page and drag it down GPages | Layers | Links | b [7=
to the lower portion of the Pages panel. Release HG-Half Gutter "1 @
the mouse button when the master page icon is FeA-2 Col Feature (ELIE
positioned under page 5. T

4 Double-click the page 7 icon to center the new
page in the document window.

5 Select the Type tool (T) and position it in the
first column on page 7, roughly where the
vertical purple guide and the horizontal cyan
guide intersect.

I
Note: Ifyou 6 Drag the Type tool down and to the right to create
accidentally press a text frame that spans both columns. As you drag, el e el S
the Right Arrow key .
more than once— tap the Right Arrow key once.
producing more InDesign automatically subdivides the text frame
than two threaded . .
text frames—choose into two threaded text frames of equal width.
Edit > Undo, then try |
again. You can also
remove text frames
by pressing the Left
Arrow key as you drag.
e pe:
I
7 Scroll up to see the bottom of page 6.
Note: When the
loaded text icon is over 8 Using the Selection tool (k), click to select the text frame in the second column
an empty text frame, on page 6. Then, click its out port in the lower-right corner to load the text icon
a chain icon indicates with the overset text
that you can thread to ’
that frame. You can also 9 Scroll down to page 7. Click the loaded text icon (%=) in the text frame in the
flow overset text into an
) i first column.
empty graphics frame;
the graphics frame is The text flows through the two linked text frames.
automatically converted
to a text frame. 10 Choose File > Save. Leave the page in this position for the next exercise.

Resizing text frames automatically

While adding, deleting, and editing text, you often end up resizing text frames. With
the InDesign Auto-Size feature, you can specify that a text frame resize itself auto-
matically according to your specifications.
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You will now use the Auto-Size feature to automatically adjust the size of the last
text frame based on the length of the text.

Text Frame Options

1 Using the Selection tool (k),
click in the text frame in

! General Baseline Options = Auto-Size J

the second column at right on
page 6. Choose Object > Text

Auto-Sizing | Height Only

Frame Options. m
2 In the Text Frame Options AE
dialog box, click the Auto-Size peonant
tab. From the Auto-Sizing

menu, select Height Only.

= 0p0

= 0p0

"1 Minimum Height:
Minimum Width

No Line Breaks

Click the center icon in the
top row ( :) to indicate that
you want the text frame to
“grow down” as if you were
manually dragging the bottom
handle of the text frame
down. Click OK.

Using the Type tool (T), click at the end of the text after “France.” and press
Return or Enter to see how the text frame expands.

4 Y
[ Cancel

o)

| Preview

s local farmers and produce growers to sell their
ffresh organic sustenance to residents weary of the old su-

permarket model. The long arcade is a kaleidoscope of na-|
ture’s colors—fruits, vegetables, and meats meticulously
arranged in bins by their growers and producers.

“The best part of the experience here is that I get to con=
verse with the people who actually grew this stuff,” beams|
|Alexis. “Nothing against the nice folks that work at the
supermarket, but Friar’s Market vendors have such anin-
timacy with what they sell here. It’s their lifeblood, their
means of survival.”

How could I argue? The green apple I bought and con=
sumed on the spot was so scrumptious it almost made me

/ant to grow my-own tree de pomme on my building’s
roof.

uisine, where rustic cafes huddle alongside boutiques of-
ering hemp clothing and hipster hubs that sell art, books,
nd the latest designer accessories. After a whirlwind
rowse through almost ten different retailers, we greet the
ctting sun by settling at Alexis’s favorite evening hangout

pot, Le Bon Mot.

‘I'll always be pushing for I -n to- move forward—to
promote thoughtful develop: v utilizing our best and
brightest ereative minds, whether they be artists, archi=

tects, or chefs. But I'll be honest—" Alexis eases by,

Using the Selection tool, click to select the text frame at left. Drag the center
handle on the bottom of the text frame up to decrease the frame’s size.

The text reflows to the second column and the size of that text frame

automatically expands.

Leave the columns in any position you like—as long as there is no text overflow.

Choose Edit > Deselect All, then choose File > Save.
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Adding pages while flowing text

In addition to threading text frames on existing pages, you can add pages while
flowing text. This feature, called Smart Text Reflow, is ideal for flowing long passages
of text such as book chapters. With Smart Text Reflow, flowing text or typing into a
primary text frame automatically adds pages with threaded text frames to contain
all the text. If text becomes shorter through editing or reformatting, any extra pages
can be automatically deleted as well. To experiment with Smart Text Reflow:

1
2
B

Choose File > New > Document.
In the New Document dialog box, select Primary Text Frame. Click OK.

Choose Edit > Preferences > Type (Windows) or InDesign > Preferences > Type
(Mac OS) to open the Type preferences.

The options in the Smart Text Reflow section of the Type preferences let you
specify how pages are handled when you use Smart Text Reflow:

*  Where pages are added (to the end of a story, section, or document).

e Whether Smart Text Reflow applies only to primary text frames or to other
text frames in a document.

* How pages are inserted into facing-page spreads.
e Whether empty pages are deleted as text becomes shorter.

Smart Text Reflow is selected by default, but double-check that it is selected.
Click OK.

Choose File > Place. In the Place dialog box, locate and select 05_Long_Biking_
Feature_JanFeb2010.docx, in the Lesson_05 folder, and click Open.

On the first page of the new document, click the loaded text icon within the
page margins to flow all the text into the primary text frame, adding pages as
necessary. Note the number of pages in the Pages panel. Close the file without
saving it.

Adding a jump line page number

When a story continues across multiple pages, forcing readers to turn pages, it helps

to add a jump line such as “(Continued on page x).” You can create jump lines in
InDesign that automatically reflect the number of the next page in the text flow (that
is, the next page the text frame is linked to).

1

Flowing Text

Double-click the page 2 icon in the Pages panel to center the page in the document
window. Scroll to the right to view a portion of the pasteboard. Zoom in as
necessary to see the text.



2 Using the Type tool (T) and working on the pasteboard, drag to create a text
frame that is approximately 17 by 3 pixels.

‘e were here not to tour the subway station, though,
to pick up our transportation for the long ride ahead.
. no, weren’t taking the tube. (“It’s not going to be
t hard a ride,” Alexis emailed me earlier in the week,

3 Using the Selection tool (k), drag the new text frame to the bottom of the second
column on page 2. Be sure the top of the new text frame touches the bottom of
the existing text frame.

‘e were here not to tour the subway station, though,
to pick up our transportation for the long ride ahead.
. no, weren’t taking the tube. (“It’s not going to be
t hard a ride,” Alexis emailed me earlier in the week,

4 Using the Type tool, click to place an insertion point in the new frame. Type
Bikes continued on page followed by a space.

5 Choose Type > Insert Special Character > Markers > Next Page Number. The
jump line now reads “Bikes continued on 3”

Insert Special Character > Symbols > ! make it more environmentally fl'le‘ndly and en-
Insert White Space > Markers » Current Page Number (3N
Insert Break Character 3 Hyphens and Dashes » Next Page Number
Fill with Placeholder Text Quotation Marks > Previous Page Number though,
Other > Section Marker fide ahead.
ARdHo;W  Footnote Number ing to be
‘ that hard a ride,”™ Alexis emailed me earlier in the week,

Bikes continued on

= Hide Hidden Characters sl

6 Choose Type > Paragraph Styles to open the Paragraph Styles panel. With the
text insertion point still in the jump line, click the Continued From/To Line
paragraph style to format the text according to the template.

[We were here not to tour the subway station, though,
but to pick up our transportation for the long ride ahead.
\And, no, weren’t taking the tube. (“It’s not going to be

| that hard a ride.” Alexis cmailed me carlier in the week,

Bikes continued on

7 Choose File > Save.
8 Choose View > Fit Spread In Window.

9 Choose Preview () from the Screen Mode menu in the Application bar.

Note: For the Next
Page Number character
to work properly, the
text frame containing
the jump line must
touch or overlap the
threaded frame.
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Exploring on your own

In this lesson, you learned how to create a jump line that indicates the page number
that a story continues on. You can also create a jump line that indicates the page
number that a continued story came from.

1 Using the Selection tool (k), duplicate the text frame containing the jump line
on page 2. (To duplicate an object, select it and choose Edit > Copy.)

2 Paste the jump line text frame on page 3. Drag the text frame so that it touches
the top of the text frame in the first column.

3 Using the Type tool (T), change the words in the text frame from “Bikes
continued on” to “Bikes continued from”

4 Select the page number, 3, in the jump line.

At this point, you need to replace the Next Page Number character with the
Previous Page Number character.

5 Choose Type > Insert Special Character > Markers > Previous Page Number.

The jump line now reads “Bikes continued from 2
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Review questions

1 Which tool lets you thread text frames?
How do you load the text icon?

What happens when you click the loaded text icon between column guides?

S W N

Which key do you press to automatically divide a text frame into multiple
threaded frames?

5 What is the name of the feature that automatically adds pages and threaded
text frames to contain all the text in an imported text file?

6 What feature automatically adjusts the size of a text frame based on the length
of the text?

7 What do you need to do to ensure that the Next Page Number and Previous
Page Number characters work in a jump line?

Review answers

1 The Selection tool.

2 Choose File > Place and select a text file, or click in an out port that contains
overset text.

3 InDesign creates a text frame where you click; the frame fits within the vertical
column guides.

4 Press the Right Arrow key as you drag to create a text frame. (You can also press
the Left Arrow key to decrease the number of columns as you create a text frame.)

5 Smart Text Reflow.
6 The Auto-Size feature, found in the Text Frame Options dialog box.

7 The text frame containing the jump line must touch the threaded text frame
containing the story.
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EDITING TEXT

Lesson Overview

In this lesson, you'll learn how to do the following:
e Handle a missing font.

e Enter and import text.

e Find and change text and formatting.

e Check the spelling in a document.

* Edit a spelling dictionary.

* Automatically correct misspelled words.

e  Move text by dragging and dropping.

e Use the Story Editor.

e Track text changes.

This lesson will take approximately 60 minutes.
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tour. Sometimes the best way to see the city is by bicycle. By Franklin M.
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The way we generate and dispose of refuse is not sustainable in the long
run. That's why Meridien’s Waste Disposal guru, Glen W., is developing
new ways to get residents off their trashy ways. By Ella G.

P68/ EARM IN THE BACKYARD

More and more Meridien residents are forgoing the flower garden and
swing set for tomate plants and chicken coops. Local contributing editor
Martin H. talks to some of these modern-day Old McDonalds,

InDesign CS6 offers many of the text-editing features
you find in dedicated word-processing software,
including the ability to search and replace text and
formatting, check spelling, automatically correct
spelling as you type, and track changes as you edit.
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Note: If you have
not already copied
the resource files
for this lesson onto
your hard disk from
the Adobe InDesign
CS6 Classroomin a
Book CD, do so now.
See “Copying the
Classroom in a Book
files” on page 2.

Note: If Corbel Bold
happens to be active on
your system, this alert
will not display. You
can review the steps
on replacing a missing
font, then move on to
the next section.
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Getting started

In this lesson, you will be performing editorial tasks commonly expected of a graphic
designer. These include importing a new story and using the editorial features in
InDesign to search and replace text and formatting, check spelling, enter and track
text changes, and more.

1 To ensure that the preference and default settings of your Adobe InDesign CS6
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 page 3.

2 Start Adobe InDesign CS6. 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.

3 Choose File > Open, and open the 06_Start.indd file in the Lesson_06 folder,
located inside the Lessons folder within the InDesignCIB folder on your
hard disk.

4 When the Missing Fonts alert displays, click OK. (The Missing Fonts alert
displays when you open a file that uses fonts not installed on your system.)

Missing Fonts

The document "06_Start.indd” uses one or more fonts which are not currently
available on your system. Tha text will use 2 substitute font until the original font
becomes available.

Corbel Bold:
Default font substituted for missing font.

(FindFont... ) ok )

You will fix the problem of the missing font in the next section by replacing it with
a font that is installed on your system.

5 Choose File > Save As, rename the file 06_Text.indd, and save it in the
Lesson_06 folder.

6 If you want to see what the finished document looks like, open the 06_End.indd
file in the same folder. You can leave this document open to act as a guide as
you work.
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7 When you're ready to resume working on the lesson document, display it by
clicking its tab in the upper-left corner of the document window.

Finding and changing a missing font

When you opened the document in the previous exercise, the Corbel Bold font Tip: For most
may have been listed as missing. If this font is active on your computer, you did not projects, you need to
add the missing font to

receive an alert message, but you can still follow the steps for future reference. You your system instead of

will now search for text that is formatted with the Corbel Bold font and replace it substituting a different
with the similar Chaparral Pro Bold font. font. You can do this
by installing the font
1 Notice that the pull quote on the left-facing page of the opening spread is on your system, using
highlighted in pink, indicating that the font is missing. font management
software to activate
2 Choose Type > Find Font. The Find Font dialog box lists the fonts used in the the font, or adding
document and the type of font, such as PostScript, TrueType, or OpenType. the font files to the

InDesign Fonts folder.
For more information,

3 Select Corbel Bold in the Fonts In Document list. see InDesign Help.

An alert icon (/1)) appears next to any missing fonts.

4 For the Replace With option at the bottom of the dialog box, choose Chaparral
Pro from the Font Family menu.

5 Choose Bold from the Font Style menu.
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Tip: If you select
Redefine Style When
Changing Allin the
Find Font dialog box,
any character styles or
paragraph styles that
specify the missing
font will be updated
to include the Replace
With font as well. This
can be handy for quickly
updating documents
and templates—as long
as you're sure the font
change is appropriate.

6 Click Change All

Find Font
Fonts in Document:
Corbel Bold i 0|m ! TP
‘Chaparial rio oo (7T .\_}Fi!‘ld First 4
Chaparral Pro Bold Italic O]
Chaparral Pro ltalic o
Chaparral Pro Regular [ =c”+lﬂl'lig€'ﬂ‘" o
Letter Gothic Std Bold 0 !
Letter Gothic Std Medium o, Change/FEind
Minion Pro Regular 0 1]
= - o
Total Fonts: 10 Fants in Graphics: 0
Replace With:
' 4 N\
Font Family: Chaparral Pro i! [ Moreinfo )
Font Style: Bold 3]
] Redefine Style When Changing All

7 Click Done to close the dialog box and see the replaced font in the document.

8 Choose File > Save.

Entering and importing text

You can enter text directly into your InDesign documents, or you can import text
prepared in other applications, such as word-processing software. To type text, you
need to use the Type tool and select a text frame or text path. To import text, you
can drag files from the desktop, drag files from the Mini Bridge panel (Window
menu), “load” the cursor with multiple text files to import, or import text into a
selected text frame.

Entering text

While graphic designers are not generally responsible for the text, also known as
“copy, in all their layouts, they are often asked to enter edits from a marked-up hard
copy or Adobe PDF. In this exercise, you will use the Type tool to make an addition
to existing text.

1 Position the document onscreen so you can see the large pull quote on the
left-facing page.

2 Choose View > Extras > Show Frame Edges. The text frames are outlined in
gold so you can see them.

3 Using the Type tool (T), click after the word “Nathan” under the pull quote.
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4 Type a comma, then Yours Partners.

5 Choose File > Save

Importing text

When working with a template for a project such as a magazine, designers gener-
ally import article text into existing text frames. In this exercise, you will import a

Microsoft Word file and apply body-copy formatting to it.

1

O 0 N o

Choose Layout > Next Spread to display the second spread in the document
window. Each page contains a text frame, ready to contain a story.

Using the Type tool (T), click in the far-left column of the text frame on the
left-facing page.

Choose File > Place. In the Place dialog box, make sure Show Import Options is
not selected.

Navigate to and select the Biking_Feature_JanFeb2012.docx file in the Lesson_06
folder, located inside the Lessons folder within the InDesignCIB folder on your
hard disk.

Click Open.
The text flows from column to column, filling both text frames.

Choose Edit > Select All to select all the text in the story.

Click the Paragraph Styles panel icon at left to display the Paragraph Styles panel.

Click the triangle next to the Body Copy style group to display those styles.
Click the Paragraph Indent style to apply it to the selected paragraphs.

Tip: Inthe Place
dialog box, you can
Shift-click to select
multiple text files. When
you do this, the cursor
is “loaded” with those
files. You can then click
in text frames or on
the page to import
the text from each file.
This works well with
content such as long
captions that are saved
in different text files.
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Tip: Using the
Search menu in the
Find/Change dialog
box, you can choose to
search All Documents,
Document, Story,

To End Of Story, or
Selection.
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10 Choose Edit > Deselect All to deselect the text.

L. i ¢ Paragraph Styles | | =
such an intimacy with what they sell i S —
Paragraph Indent (Body Copy) i
here. It's their lifeblood, their means 7
lormal =B
of survival.” + (B Body Copy
How could I argue? The green Subhead B
apple I bought and consumed on the First Paragraph Drop Cap

First Paragraph no indent

Paragraph Indent v

B Y+ B @

de pomme on my building’s roof. —

spot was so scrumptious it almost
made me want to grow my own tree

Now that you have changed the formatting, the story no longer fits. In the lower-
right corner of the text frame on the second page of the spread, you will see a red
plus sign (+) indicating overset text (additional text). Later, you will use the Story
Editor to resolve this.

11 Choose View > Extras > Hide Frame Edges.
12 Choose File > Save.

Finding and changing text and formatting

Like most popular word-processing software, InDesign lets you search and replace
text and formatting. Often, while graphic designers are working on layouts, the
copy is still being revised. When editors request global changes, Find/Change helps
ensure accurate and consistent changes.

Finding and changing text

For this article, the fact checker discovered that the tour guide’s name is not spelled
“Alexis”—it’s “Alexes” You will change all instances of her name in the document.

1 Using the Type tool (T), click at the beginning of the story before “When I asked”
(on the left-facing page in the far left column).

2 Choose Edit > Find/Change. If necessary, click the Text tab at the top of the
Find/Change dialog box to display the text search options.

3 Type Alexis in the Find What box.
4 Press Tab to navigate to the Change To box. Type Alexes.

The Search menu defines the scope of this search. Since you realize that “Alexis”
may be used elsewhere in the document, such as in the table of contents or a
caption, you need to search the entire document.

5 Select Document from the Search menu.



2] Find/Change

Query: | [Custom] ':'] =
[ Text | GREP = Glyph = Object |
( )\
Find what: ! Done )

Change to:
@ Change

Alexes| :
[ Change All

o [«

Search: | Document [

]

k= Aa = Change/Find
- J
Find Format: | Fewer Options )
oy

Change Format:

When using the Find/Change dialog box, it’s always a good idea to test your settings.

Find one instance of the search criteria, replace it, and review the text before you
make global changes. (Alternatively, you may opt to look at each instance with Find

as you make the changes, so you can see how each change affects surrounding copy
and line breaks.)

6 Click Find. When the first instance of “Alexis” is highlighted, click Change.

7 Click Find Next, then click Change All. When the alert indicates that seven
replacements were made, click OK. (If only six replacements were made, you
may have forgotten to select Document from the Search menu.)

Search is completed. 7 replacement(s) made.

8 Leave the Find/Change dialog box open for the next exercise.

Tip: When the Find/
Change dialog box is
open, you can still click
in text and make edits
with the Type tool. The
Find/Change dialog box
remains open so you
can resume your search
after editing the text.
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Tip: Foracronyms
and abbreviations,
designers often prefer
to use small caps style
(abbreviated versions
of capital letters) rather
than all caps style (all
capital letters). The
small caps are generally
the same height as
lowercase characters
and they blend into
body copy better.
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Finding and changing formatting

The editors request one more global edit to this article—this one formatting rather
than spelling. The city’s HUB bike program prefers to see its name in small caps
rather than all caps. In this article, “HUB” was typed with three capital letters rather
than being formatted with the All Caps type style. Because the Small Caps type style
only works on lowercase letters, you will also need to change “HUB” to “hub,” making
this a case-sensitive change.

1 Type HUB in the Find What box.
Press Tab to navigate to the Change To box. Type hub.

Below the Search menu, click the Case Sensitive icon ([&]).

H W N

Point at each icon in the row below the Search menu to view its tool tip and see
how it affects the Find/Change operation. For example, clicking the Whole Word
icon (=) ensures that instances of the Find What text within another word will
not be found or changed. Do not change any of the settings.

5 If necessary, click the More Options button to display formatting options for
the found text. In the Change Format section at the bottom of the dialog box,
click the Specify Attributes To Change icon (&).

6 On the left side of the Change Format Settings dialog box, select Basic Character
Formats. Then, in the main part of the dialog box, choose Small
Caps from the Case menu.

Change Format Settings
Style Optians Basic Character Formats
8asic Character Formats
Advanced Character Formats
Indents and Spacing Font Family: . l
Keep Options e
Span Columns Font Style: v
Bullets and Numbering Cizenl= T! Leading: = T
Character Colar i = < <
OpenType Features Kerning: | 53 ] Tracking: = H
Underline Options Case Normal on: [ =
Strikethrough Options "
Drop Caps and Other All Caps
Comciton | OpenType All Small Caps |  [=] No Break
XML e e
[=] Strikethrough
~
( cancel ) ( OK )

7 Leave the other options blank, then click OK to return to the Find/Change
dialog box.

Notice the alert icon (i#) that appears above the Change To box. This icon indicates
that InDesign will change text to the specified formatting.



=) Find/Change

Query: | [Custom] = ] =
[ Text | GREP | Glyph = Object !

- —
Find what: _\ ( Dane )
L
Change to: a
hubl i] :@ Change

.
Search: | Document = RWCerigeniv

bk =nE EE o st

 ———
| Fewer Options )

Find Format: \
ol
Change Format:
+ small caps ,\IT
)
o J

8 Test your settings by clicking Find, then Change. Once you confirm that “HUB”
changes to “HUB, click Change All

9 When the alert indicates how many changes were made, click OK. Click Done to
close the Find/Change dialog box.

10 Choose File > Save.

Checking spelling

InDesign has features for checking spelling that are similar to the options in word-
processing programs. You can check the spelling in selected text, an entire story, all
the stories in a document, or all the stories in several open documents at once. To
customize which words are flagged as possible misspellings, you can also add words
to your document’s dictionary. In addition, you can have InDesign flag possible
spelling issues and correct spelling as you type.

Checking spelling in the document

Before a document is ready for print or electronic distribution, it’s a good idea to
check spelling. In this case, we suspect the newly imported story may be a little
sloppy, so you will check the spelling now before you start designing the layout. The
check spelling features will check the overset text in addition to the text that fits in
the text frames.

Note: If you are
unhappy with the
results of Find/Change,
you can choose Edit >
Undo to undo the last
“change” operation,
whether it was
Change, Change All, or
Change/Find.

Tip: Besureto
discuss with your client
or editor whether you
should be the one
doing the spelling
checks. Many editors
strongly prefer to check
spelling themselves.
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Tip: Using the
Search menu in the
Check Spelling dialog
box, you can choose to
check All Documents,
Document, Story,

To End Of Story, or
Selection.
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Using the Type tool (T), click before the first word of the article you've been
working on: “When”

Choose Edit > Spelling > Check Spelling.

InDesign starts checking the spelling immediately, but you can make changes to
the scope of the spell check by choosing an option from the Search menu. For
this exercise, you will leave it at the default setting of Story.

Possible spelling problems display in the Not In Dictionary box. The first two
words that appear are names: Alexes and Meridien’s. Click Ignore All for both.

When the word “Musuem” is flagged, scan the choices in the Suggested
Corrections list. Select “Museum” and click Change.

(&)

Ready to Check Spelling ( Done )

M
_

Change To:

_Check Spelling

Museum _ Change

Suggested Corrections: ( Ignore All )

Museum .
Museums m € Change All \i
Muumuus S —————

Moscow
JOmasum
Macism

Musenna
iz sm v

Add To: | User Dictionary | %]
| Case Sensitive
Language: English: USA

Search: | Story s

Handle the remaining possible spelling issues as follows:

¢ Meridien: Click Ignore All.

e 6am: Click Skip.

¢ brutalist: Click Skip.

e transporation: Type transportation in the Change To box and click Change.
¢ emailed, nonprofits, Nehru, pomme, Grayson, hotspots, vibe: Click Skip.
Click Done.

Choose File > Save.



Adding words to a document-specific dictionary

With InDesign, you can add words to your user dictionary or to a document-
specific dictionary. If you work with multiple clients who may have different spelling
preferences, for example, it is better to add words to a document-specific dictionary.
In this case, you will add “Meridien” to the document’s dictionary.

1 Choose Edit > Spelling > User Dictionary to display the User Dictionary Tip: Ifaword s
dialog box. not specific to one
language—such as

2 Select 06_Text.indd from the Target menu. a person’s name—
you can choose All

3 Type Meridien in the Word box. Languages to add

MR “ : : ” . . . th d t
4 Select Case Sensitive to add only “Meridien” to the dictionary. This ensures that & word fo every
language’s spelling

a lowercase use of “meridien” is still flagged when you check spelling. dictionary.

5] User Dictionary

Target: | 06_Text.indd ] ( Done

Language: | English: USA

— Dictionary List: | Added Words o
TRy S———
Word: Meridien ] Hyphenate
1

Add

Compose using: User Dictionary and Documen

[21 Case Sensitive }
t

5 Click Add, then click Done.
6 Choose File > Save.

Checking spelling dynamically

It’s not necessary for you to wait until a document is finished before checking the
spelling. Enabling dynamic spelling allows you to see misspelled words in text.

1 Choose Edit > Preferences > Spelling (Windows) or InDesign > Preferences >
Spelling (Mac OS) to display Spelling preferences.

2 In the Find section, select the possible errors you want highlighted.
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Tip: Inthe Find
section of Spelling
preferences, you can
customize what the
Check Spelling dialog
box flags as possible
errors: Misspelled
Words, Repeated Words,
Uncapitalized Words,

Uncapitalized Sentences.

For example, if you're
working on a directory
with hundreds of names,
you might want to select
Uncapitalized Words but
not Misspelled Words.
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3 Select Enable Dynamic Spelling.

4 In the Underline Color section, use the menus to customize how possible errors

are signified.

Preferences
General Spelling
Interface
Type —Find
Acyanced Type ™ Misspelled Words
Composition
Units & Increments ¥ Repeated Words
Grids ™ Uncapitalized Words
Guides & Pasteboard o
Dictionary ™ Uncapitalized Sentences
Spelling
Autocarrect ( ) . )
—Dynamic Spelling
Notes b 1
Track Changes # Enable Dynamic Spelling
Story Editor Display rUnderline Color
Dispkef FEFioancs Misspelled Words: | Bl Red s
Appearance of Black =
File Handiing Repeated Words: [0 Green K
Cliphonrd. Hardling Uncapitalized Words: | [ Green 4
Uncapitalized Sentences: | [ Green I3
& J

A
it btk

5 Click OK to close the Preferences dialog box and return to your document.

6 Confirm that Dynamic Spelling is selected in the Edit > Spelling submenu.

Words that may be misspelled
words (according to the default
user dictionary) are underlined.

7 Using the Type tool (T),
click in text and type a word
incorrectly to see the underline.
To remove the word, choose
Edit > Undo.

8 Choose File > Save.

hills, so when 6am rolled around,
when I noted damp streets outside

my apartment window and my cell
phone started buzzing, I was hoping
it was Alexes calling to tell me that
we were switching to Plan B.

“Sorry, Charlie. We're not going
to let a little misty air ruin our fun.
Anyway, the forecast says it will clear
up by late morning.”

So much for Plan B.

We met at the Smith Street sub-
way station, a mid-century, mildly
brutalist concrete cube designed by
architects in 1962 that is in the pro-




Automatically correcting misspelled words

Autocorrect takes the concept of dynamically checking spelling to the next level.
With Autocorrect activated, InDesign automatically corrects misspelled words as
you type them. Changes are made based on an internal list of commonly misspelled
words. You can add other commonly misspelled words, including words in other
languages, to this list if you like.

1 Choose Edit > Preferences > Autocorrect (Windows) or InDesign >
Preferences > Autocorrect (Mac OS) to display Autocorrect preferences.

2 Make sure that the Enable Autocorrect option is selected. You can also select
Autocorrect Capitalization Errors.

By default, the list of commonly misspelled words is for English: USA.

3 Change the language to French and note the commonly misspelled words in that
language.

4 Try other languages, if you'd like. Change the language back to English: USA
before proceeding.

The editors have realized that the name of their city, “Meridien,’ is frequently typed
as “Meredien,” with an “e” in the middle rather than an “i” You will prevent this
mistake by adding the misspelling and correct spelling to the Autocorrect list.

5 Click Add. In the Add To Autocorrect List dialog box, type Meredien in the
Misspelled Word box and Meridien in the Correction box.

Add to Autocorrect List

Misspelled Word: Meredien ( OK )
Correction: Meridien /I S——
el

6 Click OK to add the word, and then click OK again to close the Preferences
dialog box.

7 Choose Edit > Spelling > Autocorrect to enable this feature.

8 Using the Type tool (T), type the word Meredien followed by a space anywhere
in the text.

9 Notice that Autocorrect changes the spelling from “Meredien” to “Meridien,’
then choose Edit > Undo until the word you added is deleted.

10 Choose File > Save.
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Tip: When you
drag and drop text,
by default InDesign
automatically adds
and deletes spaces
before and after words
as necessary. If you
need to turn off this
feature, deselect Adjust
Spacing Automatically
When Cutting And
Pasting Words in Type
preferences.

Tip: If you want to
copy a selected word
instead of moving
it, hold down the Alt
(Windows) or Option
(Mac OS) key after you
start dragging.
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Editing text by dragging and dropping

To quickly cut and paste words in your document, InDesign allows you to drag

and drop text within the same story, between frames, and between documents.

You'll now use drag and drop to move text from one paragraph to another in the

magazine layout.

1

Choose Edit > Preferences > Type (Windows) or InDesign > Preferences >
Type (Mac OS) to display Type preferences.

In the Drag And Drop Text Editing section, select Enable In Layout View. This
option lets you drag and drop text in Layout view rather than just in the Story
Editor. Click OK.

In the document window, scroll to the first spread in the document. Adjust
the view scale as necessary so you can read the far-right column in the table of
contents on the right-facing page.

Next to P22/Product Protection, the common phrase “using, abusing” is transposed

as “abusing, using” You will quickly reverse this with drag and drop.

4

Using the Type tool (T), drag to select “abusing” along with the comma and
space after it.

Position the I-bar pointer over the selected word until the pointer changes to the
drag and drop icon (k).

Drag the word to its correct location after the word “using”

P22 [tancion P22/ broreciion

7

The latest do-no-harm The latest do-no-harm
wares that

wares that Local editors

have been using,

and keepding around and keeping around
the office.

Zocal editors

Choose File > Save.



Using the Story Editor
If you need to enter many text edits, rewrite a story, or cut a story, you can isolate
the text with the Story Editor. The Story Editor window works as follows:

e It shows plain text with no formatting applied. Any graphics and other nontext
elements are omitted to make editing easier.

e The column to the left of the text displays a vertical depth ruler and the name of
the paragraph styles that are applied to each paragraph.

e Line numbers display for reference purposes.

* Dynamic spelling (if enabled) highlights misspelled words, just like in the
document window.

e If the Enable In Story Editor option is selected in Type preferences, you can also
drag and drop text in the Story Editor, just as you did in the previous exercise.

e In Story Editor Display preferences, you can customize the font, size,
background color, and more for the Story Editor window.

The article on the second spread does not fit into the two text frames available.
To fix this, you will edit the text with the Story Editor.

1 Choose View > Fit Spread In Window.

2 Scroll down to the second spread in the document. Using the Type tool (T),
click anywhere in the article text.

3 Choose Edit > Edit In Story Editor. Position the Story Editor window next to Note: If the Story
the far-right column on the spread. Editor window goes
behind the document
4 Drag the vertical scroll bar in the Story Editor to the end of the story. Note the window, you can
red line that indicates the overset text. bring it to the front
by choosing its name
Bon Mot. I from the bottom of
an ¥ @ ™ ™ o 06_Text.indd: When | asked Alexes,... the Window menu.
I ll AIWAYS be pUShlng for ,:Iﬂ'lﬂds. whether they be
Meridien to move forward—to pro- i artists, architects, or
mote thoughtful development by uti- | chefs. But 1717 be honest—"
lizing our best and brightest creative -|| #lexes eases back into her

|
minds, whether they be artists, archi- alichalse founge andwsmtless
“Inere s nothing 11ke the

tects, or chefs. But I 1l be honest.— 28| yibe of an old French
Alexes eases back into her chaise bistro, Ie\ren 1f we're not in
Sy

o)

lounge and smiles, “there’s nothing _iIF”ri'a'nce."
like the vibe of an old French bistro- | Peragrapninden: god\ |
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Note: If necessary,
delete the final para-
graph return after
the word “France” so
the text is no longer
overset.

Tip: InTrack
Changes preferences,
you can customize
which changes are
tracked and how the
changes display in the
Story Editor.
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In the last paragraph, click after “creative minds” and type a period.

Select the remainder of the sentence: the comma, the space after it, the words
“whether they be artists, architects, or chefs,” and the period. Press Backspace
or Delete. Notice the effect on the layout—the story is no longer overset.

@& M M | 06_Text.indd: When | asked Alexes,...

Paragraph Indent (Bod...

J promote thoughtful
|| development by utilizing our
best and brightest creative

“I'll always be pushing for
Meridien to move forward—to pro-
mote thoughtful development by uti-
lizing our best and brightest creative

+| | minds,

7

Choose File > Save.

Tracking changes

For some projects, it’s important to see what changes are made to the text throughout
the design and review process. In addition, reviewers may suggest changes that

another user can accept or reject. As with a word-processing program, you can
track text that is added, deleted, or moved using the Story Editor.

In this document, we will make a suggestion for a change to the table of contents,

then accept that change so it’s no longer tracked.

1

Scroll up to the first spread in the document. Using the Type tool (T), click in the
first table of contents entry: “P48/2 Wheels Good”

Choose Edit > Edit In Story Editor. Position the Story Editor window next to the
table of contents.

Choose Type > Track Changes > Track Changes In Current Story.

In the Story Editor window, select the first sentence: “Sometimes the best way
to see the city is by bicycle”

Cut and paste or drag and drop the selected sentence to after the second
sentence: “Alexes K., director of Meridien’s Urban Museum, takes us on a
personal tour”



Notice how the changes are marked in the Story Editor window.

06_Text.indd: P48/ 2 wheels good ...

1f1e 1aTest do-no-harr

‘ Yala)
PA8 /2 WHEELS GOOD -
Alexes K., director of Meridien’s Urban e

tour. Sometimes the best way to see th

P60/ BINTHERE, DONE <~

i TeC body copy ToQ)
The way we generate and dispose of ref

run. That’s why Meridien’s Waste Disp¢
new ways to get residents off their tras

20| P48/ 2 WHEELS GOOD m
I the bast + the ity 45 by

| ey
!H%Mexes K., director of =
EMeMcHen's Urban Museum, takes us on a
!per‘snnal LI S ometimes the best way to see
49! HIER= RS R ST By Franklin M.
| PO/ BIN THERE. DONE THAT

The way we generate and dispose of refuse is
!HOL sustainable in the long run. That's why
| Meridien’s Waste Disposal guru, Glen W., is
‘25! developing new ways to get residents off
| their trashy ways. By Ella G.

6 With the Story Editor window still open, choose Type > Track Changes and
review the options for accepting and rejecting changes.

7 Once you have reviewed the possibilities, choose Accept All Changes >
In This Story.

8 When the alert dialog box displays, click OK.
9 Choose File > Save.

Congratulations. You have finished the lesson.

Exploring on your own

Now that you have tried the basic text-editing tools in InDesign, experiment with
them more to edit and format this document.

1 Using the Type tool (T), create a new text frame above the story on the second
spread. Type in a headline and format it with the Control panel.

2 Ifyou have additional text files on your system, try dragging them from the
desktop to the layout to see how they’re imported. Choose Edit > Undo if you
don’t want to keep them in the document.

3 Review all the styles available in the Paragraph Styles panel. Experiment with
applying them to text in the story.

4 Add subheads to the story and apply the Subhead paragraph style to them.

5 Use the Find/Change dialog box to find all em dashes in the story and replace
them with an em dash with a space on either side of it.

6 Edit the story using the Story Editor and Track Changes. See how the different
changes are marked, and experiment with accepting and rejecting the changes.

7 Experiment with changing Spelling, Autocorrect, Track Changes, and Story
Editor Display preferences.
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Review questions

1 Which tool lets you edit text?
Where are most of the commands for editing text?

What is the search-and-replace feature called?

H W N

While checking the spelling in a document, InDesign flags words that are not in
the dictionary—but they may not actually be misspelled. How can you fix this?

5 Ifyou seem to continually type a word incorrectly, what can you do?

Review answers

1 The Type tool.
The Edit menu and the Type menu.
Find/Change (Edit menu).

H W N

Add those words to the document’s or InDesign’s default spelling dictionary for
the language or languages of your choice (Edit > Spelling > Dictionary).

5 Add the word to your Autocorrect preferences.
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WORKING WITH TYPOGRAPHY

Lesson Overview

In this lesson, you'll learn how to do the following:
e Customize and use the baseline grid.

e Adjust vertical and horizontal text spacing.

e Change fonts and type styles.

* Insert special characters from OpenType fonts.
e Create a headline that spans multiple columns.
* Balance the text in columns.

* Hang punctuation outside a margin.

e Add and format a drop cap.

e Apply the Adobe Paragraph and Adobe Single-line Composers.
e Specify a tab with a leader.

e Create a hanging indent.

* Add arule to a paragraph.

This lesson will take approximately 60 minutes.
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CAESAR SALAD
2 cloves garlic
Taste kosher salt

2anchovy fillets, chopped
1 coddled

TRY IT AT HOME

alemon

Then Dii 4

¥ Thep

Y4 cup red wine vinegar
% cup virgin ofive ofl
Va tsp Worcestershire

CHORIZO-STUFFED
PRAWNS

washed and dried
Va cup croutons
% cup Parmesan cheesse

3Thsp chorizo sausage
3 slices bacon, blanched
1 bunch parsley, fried

Grind together the garlic
and salt. Add the chopped

(recipe follows)
¥ oz olive oil

InDesign offers many features for fine-tuning typog-
raphy, including drop caps for leading the eye into

a paragraph, Optical Margin Alignment for hanging
punctuation outside the edge of a frame, precision
line-and-character-spacing controls, and the ability
to automatically balance text in columns.

MORITA
MAYONNAISE
1 pint mayennaise

1 tsp morita powder
1Thsp lemon juice
Salt and pepper to taste

Mix ingredsents and serve,

COLONADD EXPRESSION JULY 2012 3
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Note: If you have
not already copied
the resource files
for this lesson onto
your hard disk from
the Adobe InDesign
CS6 Classroom in a
Book CD, do so now.
See “Copying the
Classroom in a Book
files” on page 2.

Getting started

In this lesson, you'll fine-tune the typography in a restaurant review for a high-end
lifestyles magazine. For the rich look of the magazine, the type is precisely spaced
and formatted: It uses a baseline grid for aligning text across columns, actual frac-
tions in the recipes, and decorative touches, such as drop caps and pull quotes.

1

Mangi,

To ensure that the preference and default settings of your Adobe InDesign CS6
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 page 3.

Start Adobe InDesign CS6. 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.

Choose File > Open, and open the 07_Start.indd file, in the Lesson_07 folder,
located inside the Lessons folder within the InDesignCIB folder on your
hard disk.

Choose File > Save As, rename the file 07_Type.indd, and save it in the
Lesson_07 folder.

If you want to see what the finished document looks like, open the
07_End.indd file in the same folder. You can leave this document open to act
as a guide as you work. When you're ready to resume working on the lesson
document, click its tab in the upper-left corner of the document window.
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In this lesson, you will be working intensively with text. You can use the
Character Formatting Controls and the Paragraph Formatting Controls in the
Control panel, or you can use the Character panel and Paragraph panel. Using
the individual Character and Paragraph panels can be easier for formatting text
because you can drag the panels to where you need them.

6 Choose Type > Character and Type > Paragraph to open the two primary text-
formatting panels. Leave these panels open until you finish this lesson.

Adjusting vertical spacing

InDesign provides several options for customizing and adjusting the vertical
spacing of text in a frame. You can:

o Set the space between all lines of text using a baseline grid.

e Set the space between each line using the Leading menu in the Character panel.

e Set the space between each paragraph using the Space Before and Space After
options in the Paragraph panel.

e Use the Vertical Justification options in the Text Frame Options dialog box to
align text within a frame.

In this section of the lesson, you will use the baseline grid to align text.

Using the baseline grid to align text

Once you've decided on the font size and leading for your document’s body text, you

may want to set up a baseline grid (also called a leading grid) for the entire docu-
ment. The baseline grid represents the leading (line spacing) for your document’s
body text and is used to align the baseline of type in one column of text with the
baseline of type in neighboring columns and pages.

Before you set up the baseline grid, you need to check the margin value for the top
of your document and the leading value for the body text. (Normally, you would
write the values down to remember them. The values are shown in the steps here.)
These elements work together with the grid to create a cohesive design.

1 To view the top margin value for the page, choose Layout > Margins And Columns.

The top margin is set to 6p0 (6 picas, 0 points). Click Cancel.

2 To view the leading value for the body text, select the Type tool (T') in the Tools
panel. Click to place an insertion point in the first full paragraph of the story,
which starts with “Sure” Look at the leading value () in the Character panel.
The leading is set to 14 pt (14 points).

Note: Drag the
Paragraph panel tab
into the Character panel
tab to create a panel
group, if you prefer.

Note: To see the
default baseline grid in
action, you can select
all the text (Edit > Select
All) and click the Align
To Baseline Grid button
in the lower-right
corner of the Paragraph
panel. Notice how
much the line spacing
changes, then choose
Edit > Undo.
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Note: If the grid
does not appear, it is
because the document
view is smaller than the
grid’s View Threshold
value. Choose View >
Actual Size to change
the view scale to 100%,
the View Threshold.

3 Choose Edit > Preferences > Grids (Windows) or InDesign > Preferences >

Grids (Mac OS) to set the baseline grid options.

4 In the Baseline Grid section, type 6p in the Start box to match your top margin

setting of 6p0.

This option sets the location of the first grid line for the document. If you use the
default value of 3p0, the first grid line would appear above the top margin.

5 In the Increment Every box, type 14 pt to match the leading.

6 Choose 100% from the View Threshold menu.

Preferences

General Crids

Interface

Type —Baseline Crid

Advanced Type

Color: | W Liaht Blue

Compesition

Start: 6p0

Units & Increments

Grids Relative To: | Top of Page

Guides & Pasteboard
Increment Every: 14 pt

Dictionary

Spelling View Threshold: 100% B

Autocorrect

Notes

Track Changes Document Crid |

The View Threshold menu sets the minimum value at which you can see the grid
onscreen. When this setting is 100%, the grid appears in the document window

only at magnifications of 100% or higher.
7 Click OK.

8 Choose File > Save.

Viewing the baseline grid

Now you’ll make the new grid visible onscreen.

1 To view the baseline grid in the document window, choose View > Actual Size
and then choose View > Grids & Guides > Show Baseline Grid.

Sure, you can get Caesar salad prepared tableside for two at any of the higher-end res-

colored walls, faux cherry furniture and

taurants in town—for $25 plus another $40 (just for starters) for a single slab of steak.

kitschy cafe artwork, this is a spot that

Or, you can visit Assignments Restaurant, run by students of the International Culinary

welcomes intimate conversation with

School at The Art Institute of Colorado, where tableside preparations include Caesar

friends and family.

salad for $4.50 and steak Diane for $19. No, this isn't Elway's, but the chefs in training

A perusal of the menu, while munch-

create a charming experience for patrons from start to finish.

ing fresh bread and savering a glass

Since 1992, the Scheol of Culinary Arts has trained more than 4,300 chefs—all of

of wine, tempts you with its carefully

whom were required to work in the restaurant. Those chefs are nowworking in the in-

planned variety."The menu is all de-

dustry all over the country says Chef Instructor Stephen Kleinman, CEC, AAC. “Whether

signed to teach cooking methods,” says

| go to a restaurant in Manhattan or San Francisco, people know me,”Kleinman says,

Kleinman. It covers 80 to 85 percent of

describing encounters with former students. Although he claims to be a “hippy from

what students have been learning in
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You can align one paragraph, selected paragraphs, or all the paragraphs in a story
to the baseline grid. (A story is all the text in a series of threaded text frames.)

In the following steps, you will use the Paragraph panel to align the main story
to the baseline grid.

2 Using the Type tool (T), click to place an insertion point anywhere in the first
paragraph on the spread, and then choose Edit > Select All to select all of the
text in the main story.

3 If the Paragraph panel isn't visible, choose Type > Paragraph.

4 In the Paragraph panel, click Align To Baseline Grid (££). The text shifts so that
the baselines of the characters rest on the grid lines.

Sure, you can get Caesar salad prepared tableside for two at anyaf the hioherend rac

dreszad in chef attire. Despite decar
x

“
= the edge of institutional with

-colored walls, faux cherry

and kitschy cafe artwaork, this is §

at welcomes intimate conversa-Sil

| friends and family.

Align to baseline grid :

signed (o teach cooking metfpds” says |

In this magazine, the pull quotes, boxed text, and recipes do not snap to the
baseline grid. For a creative touch, the designer allows them to “float”

5 Click the pasteboard to deselect the text. Choose File > Save.

Changing the spacing between paragraphs

When you apply space before or after a paragraph that is aligned to the baseline
grid, the space before/after values are ignored and the first line of the paragraph is
placed on the next baseline grid line. For example, if you apply Space Before (greater
than 0 and less than 14 pt) to a paragraph that’s aligned to a 14 pt baseline grid, the
paragraph will automatically start on the next available baseline. If you apply Space
After, the following paragraph will automatically jump to the next available baseline.
This creates a 14 pt space between the paragraphs.

Here youll make the subheads in the main story stand out more by inserting space
above them. Then, you'll update the Subhead paragraph style to automatically apply
the new spacing to all the subheads.

1 Using the Type tool (T), click anywhere in the subhead “The Restaurant” on the
left-facing page.

Tip: When applying
paragraph attributes,
itisn't necessary
to select an entire
paragraph with the
Type tool. Just select
part of the paragraph
or paragraphs you
want to format. If you
are formatting only
one paragraph, you
can simply click in the
paragraph to place an
insertion point.
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Tip: If you're
working on a redesign
of a publication, often
you will experiment
with already formatted
text. The ability to
redefine styles makes
it easy to save new
specifications in styles
that are then saved with
updated templates.

Tip: You can also
choose Baseline Grid
from the View Options
menu on the Application
bar to view and hide the
baseline grid.

2 In the Paragraph panel, type 6 pt in the Space Before box (*£), and press Enter
or Return.

The points are automatically converted to picas, and the text in the subhead
shifts automatically to the next grid line.

[x )

CorrTaN =| THE RESTAURANT
|_Assignments Restaurant, tucked back by the Quest Diagnostics lab off South Broadway
near Alameda Avenue, seats 71 at its handful of booths and tables. The blissful quiet,

2 COLORADO EXPRESSION JULY 2012

3 Choose Type > Paragraph Styles to open the Paragraph Styles panel.

4 With the insertion point still in the “The Restaurant” subhead, notice that a plus
sign (+) appears after the Subhead style name in the panel.

This sign indicates that the formatting of the selected text has been modified
from the original formatting of the applied paragraph style.

5 Choose Redefine Style from the Paragraph Styles panel menu. The Subhead
style takes on the formatting—specifically, the new Space Before setting—of the
selected paragraph.

= al
¢ Paragraph Styles E New Paragraph Style...

Subhead+ (Heads) Duplicate Style...

b

[Basic Paragraph] Delete Style...
x ‘__' S H Redefine Style a L1 %R
w (1] Heads k
Box Headline Style Options...

Headline I i
e C ear Overrides

O W Bl & .

Break Link to Style

Load Paragraph Styles...
Load All Text Styles...

Select All Unused
Edit All Export Tags...

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

Copy to Group...
New Group froam Styles...

Sort by Name

Small Panel Rows

Notice that the plus sign (+) no longer appears after the style name, and that space is
added above the “The Goals” subhead on the right-facing page as well.

6 Choose View > Grids & Guides > Hide Baseline Grid.
7 Choose Edit > Deselect All

8 Choose File > Save.
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Changing fonts and type styles

Changing the fonts and type styles of text can make a dramatic difference in the

appearance of your document. Here you'll change the font family, type style, size,

and leading for the text in the pull quote on the right-facing page. In addition, you

will insert “alternate glyphs”—fancier characters—available in the OpenType font in

use. You'll make these changes in the Character panel and the Glyphs panel.

1
2
3

Zoom in on the pull quote on the right-facing page.
If the Character panel isn't visible, choose Type > Character.

Using the Type tool (T), click inside the pull quote’s text frame. Click four times
to select the entire paragraph.

In the Character panel, set the following options:

¢ Font: Adobe Caslon Pro (alphabetized under “C”)
e Style: Bold Italic

e Size: 14 pt

e Leading: 30 pt

Choose Edit > Deselect All

Choose File > Save.

“‘Maybe the next getting reac

says Kleinm
celebrity chef to hir--- ">
town will whip uf.- oz
A = ')
T —— B

and busines
addition to «

a tableside bananas

Fiveto s

Foster for you.”

work in the
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Tip: The Glyphs
panel features many
controls for filtering
the options available
within a font—such
as Punctuation or
Ornaments. Some fonts
may have hundreds of
alternates available,
while others will have
only a few.

Replacing a character with an alternate glyph

Because Adobe Caslon Pro is an OpenType font, which typically provides multiple
glyphs for standard characters, you can select alternatives for many characters. A glyph

is a specific form of a character. For example, in certain fonts, the capital letter A is

available in several forms, such as swash and small cap. You use the Glyphs panel to

select alternatives and locate any glyph in a font.

1
2
3

Using the Type tool (T), select the first “M” in the pull quote.
Choose Type > Glyphs.

In the Glyphs panel, choose Alternates For Selection from the Show menu to see
the alternates for the letter M. Depending on the version of Adobe Caslon Pro
that is active, your options may look different.

Double-click the more script-like “M” to replace the original character.

=

‘@aybe the next  getting readyf

says Kleinman.

celebrity chef i
m . g
town will whiX™* 22
a tableside bar___ IEEE,
| ‘ i

Five to sevg

Foster for you. ”?

work in the Kit¢

Repeat this process to replace the “F” in “Foster,” ‘Waybe the next
lower in the pull quote, with a fancier letter F.
Choose Edit > Deselect All. cglebrity quf to hit

Choose File > Save.

town will whip up

a tableside bananas

oster for you.”
Foster fory
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Adding a special character

Now you’ll add a decorative font character and a right-indent tab to the end of the
story—also known as an “end-of-story character” This lets the reader know that the
story is finished.

1 Scroll or zoom to see the last body paragraph of the story, ending with the words
“bananas Foster for you”

2 Using the Type tool (T), click to place an insertion point in the last paragraph,
just after the final period.

3 If the Glyphs panel is not open, choose Type > Glyphs.

You can use the Glyphs panel to view and insert OpenType attributes, such as
ornaments, swashes, fractions, and ligatures.

4 At the bottom of the panel, choose Adobe Caslon Pro from the Font menu.
5 In the Glyphs panel, choose Ornaments from the Show menu.

6 From the scrollable list, select any decorative character you prefer and double-
click to insert it. The character appears at the insertion point in the document.

7 Using the Type tool, click to place an insertion point between the final period
and the decorative character.

8 Right-click (Windows) or Control-click (Mac OS) to display the context menu,
and choose Insert Special Character > Other > Right Indent Tab.

T

Symbols » Insert Special Character »
11 Markers » Insert White Space »
se Ia n Kle” Hyphens and Dashes » Insert Break Character >
. Quotation Marks » Fill with Placeholder Text
| Tab Other >
Right Indent Tab ] | Tag Text X »
Indent to Here 8\ Autotag o
End Nested Style Here "I, and maybe th Interactive >
Non-joiner
el g 5 Edit in Story Editor R’Y
s chef to hit town will wh
InCopy »
=Y b F f ‘ New Note
e ananas Foster for you,

chef to hit town will whip up a tableside

bananas Foster for you. @

9 Choose File > Save.

Tip: You can access
some of the more
commonly used glyphs,
such as the copyright
and trademark
symbols, in the Type
menu (Insert > Special
Character > Symbols)
and the context menu.
To access the context
menu, right-click
(Windows) or Control-
click (Mac OS) at the
insertion point.

Note: The Adobe
Caslon Pro font may
display many more
glyphs than you
are accustomed to
seeing, because it is
an OpenType font.
OpenType fonts can
contain many more
characters and glyph
alternates than earlier
PostScript typefaces.
Adobe OpenType
fonts are built on the
same foundation
as PostScript. For
more information on
OpenType fonts, visit
www.Adobe.com/type.
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Tip: If you are
working on a cookbook
or other document that
requires a variety of
fractions, the fractions
built into most fonts will
not cover all the values
you need. You will need
to research numerator
and denominator
formatting options,
which are available in
some OpenType fonts,
or purchase a specific
fraction font.

Inserting fraction characters

The recipes in this article do not use actual fraction characters—rather, the 1/2

is

built with a numeral 1, a slash, and a numeral 2. Most fonts contain individual

characters for common fractions such as %, %4, and %. When available, these elegant
fractions look much more professional than using numerals and slashes.

1
2

6
7
8

Scroll to the recipes at the bottom of the right-facing page.

Using the Type tool (T), select the first instance of 1/2 (“1/2 lemon” in the
Caesar Salad recipe).

If the Glyphs panel is not open, choose Type > Glyphs.

Resize the panel so you can see more characters. Scroll as necessary to locate
the % fraction.

Double-click the % fraction to replace the selected 1/2 in the text.

a0 44

2 cloves g
d%\@@\ﬂwg |
Taste kos|-— == -
2 anchovy. |, ;Z ;' R:; A(/.> 0
G

1 coddle

EIEIN|I|T|T| PN
15 lemon

| e~ o

Myriad Pro - Bold - o A%
T

Notice that the % fraction is stored in the Recently Used boxes at the top of the
Glyphs panel.

Now you'll change instances of the 1/4 and 3/4 fractions.
In the Caesar Salad recipe, locate and select 1/4 (“1/4 cup red wine vinegar”).
In the Glyphs panel, locate and double-click the % fraction.

Repeat steps 6 and 7, locating and selecting 3/4 (“3/4 cup virgin olive oil”), and in
the Glyphs panel, replacing it with the % fraction.
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9 Ifyou wish, replace the remaining instances of 1/2 and 1/4 in the recipes
by selecting the text and double-clicking the respective glyphs in the Recently
Used boxes.

3 prawns, b

Recently Used

3 Thsp chor 2 “®&l7in | |

Show: | Entire Font

2 3 . 2

3 slices bace = | | ¥

q

3 3 » - Vz
1bunchpal£AAAAAAEC
. EE[E[TT )
2 0z morita !

Myrizd Pro - Bold o oy

(recipe follows)
14 oz olive oil

—
—

10 Close the Glyphs panel, and choose Edit > Deselect AllL
11 Choose File > Save.

Fine-tuning columns

In addition to adjusting the number of columns in a text frame, the width of the
columns, and the space between them, you can create a headline that spans columns
(also known as a “straddle head”) and automatically balance the amount of text in
the columns.

Creating a straddle head

The sidebar box containing the recipes has no headline. First, you'll add the head-
line, then you will specify that it spans the three columns in the text frame.

1 Using the Type tool (T), click before “Caesar Salad” and type Try it at home.
Press Return. Click in the “Try it at home” line to select it.

2 Choose Type > Paragraph Styles. If necessary, click the triangle to the left of the
Heads folder to view all the paragraph styles created for headings.

3 Click the Recipe Box Headline paragraph style to apply it.
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Tip: You can also
choose Span Columns
from the Control panel
menu when the Type
tool is selected.

Tip: You can also

select Balance Columns

in the Text Frame
Options dialog box
(Object menu).

TRY IT AT HOME

CAESAR SALAD

2 cloves garlic

3

< Paragraph Styles =
Recipe Box Headline (Heads)

nd Worcestershire
[d whip briefly. Pour
‘Ice and toss with

B W & ®

' [ Heads
Box Headline
Healine
Subhead
Recipe Box Headline

orouwons, Parmesan and

1 1

4 If the Paragraph panel is not open, choose Type > Paragraph.

5 With the text insertion point still in the “TRY IT AT HOME” head, choose Span
Columns from the Paragraph panel menu.

6 Choose Span Columns from the Paragraph Layout menu in the Span Columns

dialog box.

7 Click Preview, then choose different options from the Span menu to see how the

headline looks. Then, choose All from the Span menu and click OK.

Span Columns

Paragraph Layout

Space After Span

Span:

Space Before Span:

. | Span Columns % ]
= All + | Columns it
~'0p0 E Preview
: = 0p0

8 Choose File > Save.

Balancing columns

Now that the headline is added, you can complete the fine-tuning of the sidebar by

balancing the amount of text in each column. You can do this manually, by insert-

ing a column break character (Type > Insert Break Character > Column Break).

The break characters, however, remain if the text reflows, often forcing text into the

wrong column. Instead, you will balance the columns automatically.

1 Using the Selection tool (k), click to select the text frame containing the recipes.

2 Click Balance Columns (=) in the Control panel. (The columns controls are on

the right side of the Control panel.)

3 Choose File > Save.
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e e ]
TRY IT AT HOME

CAESAR SALAD anchovies. Stir in the egg Heat oven to 350°. Stuff the

2 cloves garlic and lemon. Add the vinegar,  butterflied prawns with
Taste kosher salt olive oil and Worcestershire  chorizo. Wrap a piece of the
2 anchovy fillets, chopped  sauce, and whip briefly. Pour blanched bacon aroun_d

1 coddled egg over lettuce and tosswith ~ ©ach prawn and place in the
Yz lemon croutons, Parmesan and oven. Cook until thsf chorizo
% Thsp Dijon mustard black pepper. is done. Place the fried pars-
Y4 cup red wine vinegar ley on a plate and place the

3% cup virgin olive oil

Ya tsp Worcestershire
Romaine lettuce heart,
washed and dried

Ya cup croutons

Ya cup Parmesan cheese

Taste cracked black pepper

Grind together the garlic
and salt. Add the chopped

CHORIZO-STUFFED
PRAWNS

3 prawns, butterflied

3 Tbhsp chorizo sausage

3 slices bacon, blanched
1 bunch parsley, fried

2 oz morita mayonnaise
(recipe follows)

12 oz olive oil

prawns on top. Drizzle with
the morita mayonnaise.

MORITA
MAYONNAISE

1 pint mayonnaise

1 tsp morita powder
1Thsp lemon juice

Salt and pepper to taste

Mix ingredients and serve.

Changing paragraph alignment

You can easily manipulate how a paragraph fits within its text frame by changing
the horizontal alignment. You can align text with one or both edges of a text frame,
or you can apply inset spacing. Justifying text aligns both the left and right edges.
In this exercise, you'll align the author’s biographical information—otherwise
known as the “bio”—with the right margin.

1 Scroll and zoom as necessary to view the author’s bio under the last paragraph
of the story.

2 Using the Type tool (T), click to place an insertion point in the bio text.
3 In the Paragraph panel, click Align Right (=).

Because the text in the bio is so small, the line spacing from the baseline grid
looks too big. To fix this, you will unlock this paragraph from the grid.
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Note: When you
select Optical Margin
Alignment, it applies
to all of the textin a
story—defined as all
the textin aframe ora
series of threaded text
frames—hence the use
of the Story panel.

4 With the insertion point still in the bio paragraph, in the Paragraph panel, click
Do Not Align To Baseline Grid (==). If the text no longer fits within the text
frame, use the Selection tool to make the text frame slightly longer.

Kelly Kordes Anton is the editor of Colorado Expression magazine
and the co-author of various books on publishing technologies,

including Adobe InDesign How-Tos: 100 Essential Techniques.

=

¢ Paragraph |

# Hyphenate

-

Do not align to baseline grid

5 Choose Edit > Deselect All

6 Choose File > Save.

Hanging punctuation outside the margin

Sometimes, particularly with punctuation at the beginning and end of lines, margins
that are in fact even may appear uneven. To fix this visual discrepancy, designers use

optical margin alignment to “hang” punctuation and swashes on characters slightly

outside the text frame.

In this exercise, you will apply optical margin alignment to the pull quote.

1 Scroll and zoom as necessary to view the pull quote on the right-facing page.

2 Using the Selection tool (k), click to select the text frame containing the

pull quote.

3 Choose Type > Story to open the Story panel.

=Y

close the Story panel.

Select Optical Margin Alignment, and then

Notice how the left edges of the opening

quotation marks now hang outside the text frame. The text looks more visually

=

Story |

g Ceptical Margin Alignment

EESEpe §

aligned.
‘“Maybe the next ‘“Maybe the next

celebrity chef to hit celebrity chef to hit
town will whip up town will whip up

a tableside bananas

oster for you.”
Foster for y

a tableside bananas

oster for you.”
Foster for y
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5 Choose Edit > Deselect All
6 Choose File > Save.

Creating a drop cap

You can add creative touches to your document using the special InDesign font fea- Tip: Drop caps
tures. For example, you can make the first character or word in a paragraph a drop can be saved with
paragraph styles so you

can apply them quickly
ters, along with ligatures and old-style numerals. Here you'll create a drop cap out of and consistently.

the first character in the first paragraph of the story.

cap, apply a gradient or color fill to text, or create superscript and subscript charac-

1 Scroll to view the first paragraph in the left-facing page. Using the Type tool
(T), click to place an insertion point anywhere in that paragraph.

2 In the Paragraph panel, type 3 in the Drop Cap Number Of Lines box (*#£) to
make the letters drop down three lines.

3 Type 1 in the Drop Cap One Or More Characters box (&aZ) to enlarge the “S” in
“Sure.” Press Enter or Return.

|ure, you can get Caesar salad prepared

end restaurants in town—for $25 plus {

slab of steak. Or, you can visit Assignme
Internaj‘onal Culinary School at The Art Instity

¥ Hyphenate |Drap Cap One or More Characlersl
4 w Tons )/ |ude Caesar salad for $4.50 and steak

4 Using the Type tool, select the drop-cap character.
Now, you can apply any character formatting you wish.

5 Choose Type > Character Styles to open the Character Styles panel. Tip: You can apply
additional formatting
for drop cap characters
and look at the drop cap. manually or with a
character style. If

6 Click the Drop Cap style to apply it to the selected text. Click to deselect the text

T
= ; — the same character
& Character Styles =
e E— |ure, you can get Caesar salad prepared formatting is always
used for drop caps,
you can automate
slab of steak. Or, you can visit Assignm the formatting using
. . . anestedstyleina
International Culinary School at The Art Institt paragraph style.

[Nene] 7
Drop Cap

end restaurants in town—for $25 plus

| = tions include Caesar salad for $4.50 and steak

7 Choose File > Save.
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Note: If the stroke
color is not dark enough
on the monitor you're
using, increase the Tint
value at the top of the
Swatches panel.

Applying a stroke to text
Next, you'll add a stroke to the drop-cap character you just created.
1 With the Type tool (T) still selected, select the drop-cap character.

2 Choose Window > Stroke. In the Stroke panel, type 1 pt in the Weight box, and
press Enter or Return.

= =

£ Strato | =

= re, you can get Caesar salad prepared

e @ # nd restaurants in town—for $25 plus
e [l lab of steak. Or, you can visit Assignm

S'::: = International Culinary School at The Art Instity
G o, (7 o : tions include Caesar salad for $4.50 and steak

Gap Tin: 100% |

| the chefs in trainina create a charmina experi

A stroke appears around the selected character. Now you'll change the color of
the stroke.

3 Choose Window > Swatches. In the Swatches panel, select the Stroke box (&)
and then click the dark green swatch (C=41 M=0 Y-68 K=24).

4 Press Shift+Ctrl+A (Windows) or Shift+Command+A (Mac OS) to deselect the
text so that you can view the stroke effect.

To see how the stroke and drop caps are retained even as the text is edited, you
will replace the “S” in “Sure” with an alternate glyph.

5 Close the Stroke panel. If necessary, choose Type > Character to display the
Character panel.

6 Using the Type tool, select the “S” drop cap.
7 From the Character panel menu, choose OpenType > Swash.

8 Choose File > Save.
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Adjusting the drop cap alignment

You can adjust the alignment of drop cap characters as well as scale the size of the

“_»

drop cap if it has a descender as does “y” In this section, you'll adjust the drop cap so

that it aligns better with the left margin.

Tip: Selecting Align
Left Edge is particularly
helpful for positioning
a sans serif drop cap
better typographically.

1 Using the Type tool (T), click to place an insertion point anywhere in the first

paragraph with the drop cap.

2 Choose Type > Paragraph. In the Paragraph panel, choose Drop Caps And

Nested Styles from the panel menu.

3 Select the Preview option at right so you can see the changes you make.

4 Select Align Left Edge to move the drop cap so that it aligns better to the left

edge of the text.
Drop Caps and Nested Styles

Lines Characters Character Style —————

23 St [None] s ] E[Freview
| @Aligﬂ Left Edge [ Scale for Descenders
|
—Nested Styles

| Click New Nested Style button to create a nested style. | ‘

5 Choose File > Save.

Adjusting letter and word spacing

You can change the spacing between letters and words using kerning and tracking.

You can also control the overall spacing of text in a paragraph by using the Adobe

Single-line Composer and the Adobe Paragraph Composer.

Adjusting the kerning and tracking

By adjusting kerning, you can add or subtract space between specific letter pairs.

Tracking creates an equal amount of spacing across a range of letters. You can use

both kerning and tracking on the same text.

Here you'll manually kern the space between the drop cap “S” and the remainder of

the word, “ure” Then you'll track the heading “If You Go” in the green box.

1 To distinguish the amount of space between letters more easily and to see the

results of the kerning more clearly, select the Zoom tool (Q) in the Tools panel

and drag a marquee around the drop cap.
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> Tip: When you kern
text, the Right Arrow
key adds space and the
Left Arrow key removes
space when combined
with the Alt (Windows)
or Option (Mac OS) key.

Using the Type tool (T), click to place an insertion point between the “S” drop
cap and the “u” after it.

Press Alt+Right Arrow (Windows) or Option+Right Arrow (Mac OS) to increase
the amount that the letter “u” moves to the right. Continue to press this key
combination until the spacing between the two adjacent letters looks visually

pleasing to you.
The example shows the text kerned +80. You can see the new kerning values in

the Character panel as well.

¢ Character
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Adobe Caslon Pro
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1

wuse: (o v 73] preparations include Caesar salad for $4.50 and

Now you'll set a tracking value for the entire “If You Go” heading to increase
the overall spacing between the letters. To set tracking, you must first select the
entire range of characters you want to track.

Choose Edit > Deselect All. Scroll down to view the “If You Go” heading in the
purple box below the word “Sure”

Using the Type tool (T), click three times on “If You Go” to select the entire
heading. (If you have trouble selecting the text, first use the Selection tool to
select the green text frame.)

In the Character panel, choose 50 from the Tracking menu (#%).

& Character

Myriad Pro ﬁ
gold =]
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—
Language: | English: USA | o

Name Assignments Restaurant

Address 675 S. Broadway, Denver

Reservations call 303-778-6625 or visit

www.opentable.com
Wednesday through Friday, 11:30
o a.m.—1:30 p.m. and 6-8 p.m.

o Hours

7 Click on the pasteboard to deselect the text.

8 Choose View > Fit Spread In Window to see your latest changes.

9 Choose File > Save.
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Applying the Adobe Paragraph and Single-line Composers

The density of a paragraph (sometimes called its color) is determined by the comp-
osition method used. InDesign’s composition methods consider the word spacing,
letter spacing, glyph scaling, and hyphenation options you've selected and then
evaluate and choose the best line breaks. InDesign provides two options for com-
posing text: the Adobe Paragraph Composer, which looks at all of the lines in the
paragraph, and the Adobe Single-line Composer, which looks separately at each
individual line.

When you use the Paragraph Composer, InDesign composes a line while consider-
ing the impact on the other lines in the paragraph, to set the best overall arrangement
of the paragraph. As you change type in a given line, previous and subsequent lines
in the same paragraph may break differently, making the overall paragraph appear
more evenly spaced. When you use the Single-line Composer, which is the standard
for other layout and word-processing software, InDesign recomposes only the lines
following the edited text.

The text in this lesson was composed using the default, the Adobe Paragraph
Composer. To see the difference between the two, you'll recompose the body text
using the Single-line Composer.

1 Using the Type tool (T), click to place an insertion point anywhere in the
main story.

2 Choose Edit > Select All.

3 In the Paragraph panel, choose Adobe Single-line Composer from the panel
menu. If necessary, increase the view scale to see the difference.

Adobe World-Ready Single-line Composer
Adobe World-Ready Paragraph Composer
v Adobe Paragraph Composer

v Single-line Composer N

Only Align First Line to Grid
Balance Ragged Lines

Justification... o)
Keep Options... HK
Span Columns...

Hyphenation...

Drop Caps and Nested Styles... N#R
GREP Styles...

Paragraph Rules... R4

Bullets and Numbering...

Deﬁné Li.s‘s... . .

The Single-line Composer handles each line individually. As a result, some lines
in a paragraph appear more dense or sparse than others. Because the Paragraph
Composer looks at multiple lines at once, it makes the density of the lines in a
paragraph more consistent.
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The Adobe Paragraph
Composer (left) and
the Adobe Single-line
Composer (right).

4 Click a blank area of the page to deselect the text and look at the different

spacing and line endings.

A perusal of the menu, while munch-
ing fresh bread and savoring a glass
of wine, tempts you with its carefully
planned variety. “The menuis all de-
signed to teach cooking methods,” says
Kleinman. “It covers 80 to 85 percent of
what students have been learning in
class—saute, grill, braise, make vinai-
grettes, cook vegetables, bake and make
desserts.” In a twist on "You have to know
the rules to break them,” Kleinman insists
that students need to first learn the
basics before they can go on to create

their own dishes.

A perusal of the menu, while
munching fresh bread and savoring a
glass of wine, tempts you with its
carefully planned variety."The menu is
all designed to teach cooking methods,”
says Kleinman.”It covers 80 to 85
percent of what students have been
learning in class—saute, grill, braise,
make vinaigrettes, cook vegetables, bake
and make desserts.” In a twist on“You
have to know the rules to break them,”
Kleinman insists that students need to
first learn the basics before they can go

on to create their own dishes.

5 To restore the story to the Adobe Paragraph Composer, choose Edit > Undo.

6

Choose File > Save.

Setting tabs

You can use tabs to position text in specific horizontal locations in a column or
frame. In the Tabs panel, you can organize text and create tab leaders, indents, and

hanging indents.

Aligning text to tabs and adding tab leaders

Here you'll format the tabbed information in the “If You Go” box on the left-facing
page. The tab markers have already been entered in the text, so you will be setting
the final location of the text.

1
2

Scroll and zoom as necessary to view the “If You Go” box.

To view the tab markers in the text, choose Type > Show Hidden Characters and
make sure that Normal Mode (&) is selected in the Tools panel.

Using the Type tool (T), click in the “If You Go” box, and choose Edit > Select

All to select all of the text.
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Choose Type > Tabs to open the Tabs panel.

When a text frame has an insertion point and enough space at the top, the Tabs
panel snaps to the top of the frame so that the measurements in the panel’s ruler
exactly match the text. Regardless of the position of the Tabs panel, you can
enter values to set tabs with precision.

riccn and had tha nnnartiinitv ta ~Aanls at tha nract] Note: If you change
! —_— : = the view scale, the
|E Tlele e Leader: Align On: =
n Tabs panel may no
F B B 5 E o o |14‘| ol longer snap to the text
Vitalivad Vilalivad Vitalitad Vilalivad [ e | T B | B | 1 //,. frame containing the

text insertion point. To
realign the Tabs panel,
click its Position Panel
Above Text Frame
button (the magnet)
at right.

In the Tabs panel, click Left-Justified Tab ([<]). This specifies that text aligns to
the left of the tab stop.

Type 5p5 in the X box and press Enter or Return.

The information following each tab marker in the selected text now aligns to the
new tab stop, which is positioned just above the ruler in the Tabs panel.

With the text still selected and the Tabs panel still open, click the new tab stop in
the tab ruler to select it. Type a period (.) and a space in the Leader box.

The Leader box specifies the character or characters that fill the space between
the text and the tab stop. Tab leaders are commonly used in tables of contents.
Using a space between periods creates a more open dot sequence in the tab leader.

Press Enter or Return to apply the tab leader. Leave the Tabs panel open and in
position for the next exercise.

ricrn and had tha annartiinitu fa ranl at tha nract]

LE Tabs
|E $l3 |4 xRS Leader: - Align On: = n
L L |
F |2 4 |’E |’s 10 12 |14| A
Vot g Vot i (S Bl R (S Bl A [ B | T BT | T o BT | I e

9 Choose File > Save.
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Tip: When
working with tabs, it
helps to view the tab
characters by choosing
Type > Show Hidden
Characters. It is very
common to receive
word-processing files
in which the writer
or editor has entered
multiple tabs to align
the text onscreen—or
worse, entered spaces
rather than tabs. The
only way to see what
you're dealing with (and
fix it) is to view hidden
characters.

Note: On Mac OS,
when entering a new
position for a tab,
pressing Enter on
the numeric keypad
creates a new tab stop
rather than moving
the selected tab stop.

Working with tabs

The controls for creating and customizing tabs in InDesign are fairly similar to
those in a word processor. You can precisely position tabs, repeat tabs across a
column, create leaders for tabs, specify how text aligns with tabs, and easily modify
the tabs you've created. Tabs are paragraph formats, so they apply to the paragraph
containing the text insertion point or any selected paragraphs. All the controls are
in the Tabs panel, which you open by choosing Type > Tabs. Here's how the tabs
controls work.

Enter tabs: To enter a tab in text, press the Tab key.

Specify tab alignment: To specify how text aligns with a tab stop—for example,
to the left of the tab stop (the traditional setting) or on a decimal point—click
one of the tab buttons in the upper-left corner of the Tabs panel: Left-Justified
Tab, Center-Justified Tab, Right-Justified Tab, or Align To Decimal (Or Other
Specified Character) Tab.

Position tabs: To position a tab stop, click one of the tab buttons and then type a
value in the X box and press Enter or Return. You can also click a tab button and
then click in the space just above the ruler.

Repeat tabs: To create multiple tab stops the same distance apart, select a tab on
the ruler. Choose Repeat Tab from the Tabs panel menu. This creates tab stops
across the column based on the distance between the selected tab stop and the
previous tab stop (or the left indent).

Specify a character to align text on: To align text on a specific character—for
example, a decimal point—click the Align To Decimal (Or Other Specified
Character) Tab button and then type or paste the character into the Align On
box. (If the text does not contain that character, text will align to the left of the
tab stop.)

Create a tab leader: To fill the white space between text and tabs—for example,
to add periods between text and page numbers in a table of contents—enter
up to eight characters to repeat in the Leader box.

Move tabs: To change the position of a tab stop, select the tab on the ruler
and type a new position in the X box. On Windows, press Enter on the keyboard;
on Mac OS, press Return. Or, drag the tab on the ruler to a new location.

Delete tabs: To delete a tab, drag it off the tab ruler. Or, select the tab on the ruler
and choose Delete Tab from the Tabs panel menu.

Reset default tabs: To return to the default tab stops, choose Clear All from
the Tabs panel menu. The default tab stop positions vary depending on the
document'’s settings in the Units & Increments panel of the Preferences dialog
box. For example, if the Horizontal Ruler is set to Inches, default tab stops are
placed at every half-inch.

Change tab alignment: To change a tab stop’s alignment, select it on the ruler
and then click a different tab button. Or, press the Alt (Windows) or Option
(Mac OS) key while clicking the tab on the ruler to cycle through the four
alignment options.
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Creating a hanging indent

In a “hanging indent,” text before the tab marker hangs to the left—as you will often

see in a bulleted or numbered list. To create a hanging indent for the information
in the “If You Go” box, you will use the Tabs panel. You can also use the Left Indent
and First Line Left Indent boxes in the Paragraph panel.

1
2
3

Using the Type tool (T), select all the text in the “If You Go” box.
Make sure that the Tabs panel is still aligned directly above the text frame.

In the Tabs panel, drag the bottom indent marker on the left side of the ruler
to the right until the X value is 5p5. Dragging the bottom marker moves both
indents at once. Notice how all the text shifts to the right, and the Left Indent
value in the Paragraph panel changes to 5p5. Keep the text selected.

Now you'll bring just the category headings back to their original location in the
frame to create a hanging indent.

In the Paragraph panel, type —5p5 in the First Line Left Indent (*=) box. Deselect
the text, and view the hanging indent.

n
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5

Close the Tabs panel.

Notice that the text now overflows the text frame (as indicated by the red plus
sign in the lower-right corner of the text frame). There are many ways to remedy
this, including expanding the text frame, tracking the text, or editing the text. In
this case, you will edit the text.

Note: If the Tabs
panel has moved, click
its Position Panel Above
Text Frame button (the
magnet) at right.

Tip: You canalso
adjust the first-line
indent for selected
paragraphs by dragging
the top indent marker
on the tab ruler.
However, it can be
difficult to select
the marker without
accidentally creating or
modifying a tab stop.

ADOBE INDESIGN CS6 CLASSROOM IN A BOOK 185



6 Using the Type tool, double-click the word “through” in the “Hours” section.

7 Choose Type > Insert Special Character > Hyphens And Dashes > En Dash.
Delete any extra spaces around the dash.

In many cases, editors (and their style guides) prefer an en dash to a hyphen in a
range of numbers.

8 Choose File > Save.

Working with hanging indents

You can adjust paragraph indents—including the Left Indent, Right Indent, First
Line Left Indent, Last Line Right Indent—using controls in the Control panel, the
Paragraph panel (Type > Paragraph), and on the tab ruler (Type > Tabs). In addition
to specifying values, you can create hanging indents in the following ways:

* Press the Shift key while dragging the indent markers on the tab ruler. The Shift
key lets you drag the indent markers independently.

e Press Control+\ (Windows) or Command+\ (Mac OS) to enter an Indent to Here
character anywhere in text. This immediately hangs all the text to the right of
the character.

* Choose Type > Insert Special Character > Other > Indent to Here to insert the
hanging indent character.

Adding a rule above a paragraph

You can add a rule, or line, above or below a paragraph. The advantage to using rules
rather than simply drawing a line is that rules can be applied with a paragraph style,
and they travel with the paragraph when text reflows. For example, you might use
both a rule above and rule below in a paragraph style for pull quotes.

Here you'll add a rule above the author bio at the end of the story.

1 Scroll to view the third column on the right-facing page, which contains the
author bio.

2 Using the Type tool (T), click to place an insertion point in the author bio.

3 Choose Paragraph Rules from the Paragraph panel menu.
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At the top of the Paragraph Rules dialog box, choose Rule Above from the menu,
and select Rule On to activate the rule.

Select the Preview option. Move the dialog box so that you can see the paragraph.

In the Paragraph Rules dialog box, set these options: Tip: When the Width
is set to Column, the
paragraph rule will have
the same length as the
text column—minus
any paragraph indent
settings. To extend
arule beyond the

e From the Weight menu, choose 1 pt.

¢ From the Color menu, choose the mustard-colored swatch
(C=12 M=0Y=79 K=6).

¢ From the Width menu, choose Column.

e In the Offset box, type p9. paragraph indents, you
can enter negative Left
Paragraph Rules Indent and Right Indent

C:}Rule Above IR M Rule On values in the Paragraph
Rules dialog box. When

Weight: = 1 pt 3 Type: | eo— the Width is set to Text,
Color: ([1C=12 M=0 Y=...]% Tint: =008 B the paragraph rule will
& ST T———— — have the same length

| UVErprint siroke N
as the line of text to

Gap Color: | 1[None] . Gap Tint: - : which it applies. For
~ Overprint Gap Rule Above that is the
( Width: [ Column 4] Offset: < 0p9 ) first line of a multi-line
Left in@ent: — upu RIgNT INgent: — upu paragraph; for Rule
_ Below, it's the last line of
[_!Keep In Frame the paragraph.
EPreview (" cancel ] ( 0K )

Click OK to apply the changes.

A mustard yellow rule now appears above the author bio.
To view your results:

¢ Choose Edit > Deselect All.

¢ Choose View > Fit Spread In Window.

¢ Choose Preview from the Screen Mode menu (=) in the Application bar
at the top of the screen.

e DPress the Tab key to hide all panels.
Choose File > Save.

Congratulations, you have finished the lesson. To finalize this article, you would
likely spend time with an editor or proofreader to fix any tight or loose lines,
awkward line breaks, widows, and orphans.
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Exploring on your own

Now that you have learned the basics of formatting text in an InDesign document,
you're ready to apply these skills on your own. Try the following tasks to improve
your typography skills.

1 Place an insertion point in various paragraphs and experiment with turning
hyphenation on and off in the Paragraph panel. Select a hyphenated word and
choose No Break from the Character panel menu to stop an individual word
from hyphenating.

2 Experiment with different hyphenation settings. First, select all the text in the
main story. Then, choose Hyphenation from the Paragraph panel menu. In the
Hyphenation Settings dialog box, select Preview, and then experiment with the
settings. For example, Hyphenate Capitalized Words is selected for this text,
but an editor would probably want to turn it off to prevent the chef’s name
from hyphenating.

3 Experiment with different justification settings. First, select all the text, and
then click Justify With Last Line Aligned Left (=) in the Paragraph panel.
Choose Justification from the Paragraph panel menu. In the Justification dialog
box, select Preview and experiment with the settings. For example, look at
the difference that the Adobe Single-line Composer and the Adobe Paragraph
Composer make when applied to justified (rather than left-aligned) text.

4 Choose Type > Insert Special Character and view all the options available, such
as Symbols > Bullet Character and Hyphens And Dashes > Em Dash. Using
these characters rather than hyphens significantly enhances how professional
the typography looks. Choose Type > Insert White Space and notice the
Nonbreaking Space. Use this to “glue” two words together so they cannot split
at the end of a line (such as “Mac OS”).
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Review questions

QA unn A W N

How do you view the baseline grid?

When and where do you use a right-indent tab?

How do you hang punctuation outside the edges of a text frame?
How do you balance columns?

What is the difference between kerning and tracking?

What is the difference between the Adobe Paragraph Composer and the
Adobe Single-line Composer?

Review answers

1

To view the baseline grid, choose View > Grids & Guides > Show Baseline Grid. The
current document view must be at or above the View Threshold set in the baseline grid
preferences. By default, that value is 75%.

A right-indent tab, which automatically aligns text with the right margin of a paragraph,
is useful for placing end-of-story characters.

Select the text frame and choose Type > Story. Select Optical Margin Alignment, which
will apply to all the text in the story.

Select the text frame with the Selection tool, then click the Balance Columns button
in the Control panel or select the Balance Columns option in the Text Frame Options
dialog box (Object > Text Frame Options).

Kerning adjusts the space between two characters; tracking adjusts the space between a
range of selected characters.

The Paragraph Composer evaluates multiple lines at once when determining the best
possible line breaks. The Single-line Composer looks at only one line at a time when
determining line breaks.
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190

WORKING WITH COLOR

Lesson Overview

In this introduction to creating and applying colors, you'll learn how

to do the following:

Set up color management.

Consider the output method before you start creating colors
and importing color images.

Add colors to the Swatches panel.

Apply colors to objects and text.

Create dashed strokes.

Create and apply a gradient swatch.
Adjust the direction of the gradient blend.
Create and apply a tint.

Create and apply a spot color.

This lesson will take approximately 60 minutes.



Trifins

TRUFFLES

PARIS » MADRID * NEW YORK

00—

You can create, save, and apply process and spot
colors to objects, strokes, and text. The colors you
save can include tints, mixed inks, and blended
gradients. Using a preflight profile helps ensure
that the colors output properly.




Note: If you have
not already copied the
resource files for this
lesson onto your hard
disk from the Adobe
InDesign CS6 Classroom
in a Book CD, do so
now. See “Copying the
Classroom in a Book
files” on page 2.

Note: The graphics
may look pixelated
or jagged because of
the current Display
Performance setting.
You will change that
later in this lesson.

Getting started

In this lesson, you'll add colors, tints, and gradients to a magazine advertisement
for a fictitious chocolate company called Tifflin’s Truftles. The ad consists of CMYK
and spot colors along with imported CMYK images. Before you get started, however,

you will do two things to ensure that the document looks as good in print as it does

onscreen: You will review color management settings and use a preflight profile to

review the color modes of the imported images.

1

To ensure that the preference and default settings of your Adobe InDesign CS6
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 page 3.

Start Adobe InDesign CS6. 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.

Choose File > Open, and open the 08_Start.indd file, in the Lesson_08 folder,
located inside the Lessons folder in the InDesignCIB folder on your hard disk.

Choose File > Save As, rename the file 08_Color.indd, and save it in the
Lesson_08 folder.

If you want to see what the finished document looks like, open the 08_End.indd
file located in the same folder. You can leave this document open to act as a guide
as you work. When you're ready to resume working on the lesson document, click

its tab in the upper-left corner of the document window.

Dashed stroke with
gap color

Text converted to
outlines and filled
with a tint

Object filled with
a gradient

PARIS * MADRID - NEW YORK Text with color
O—O0—0—0—0— .
applied

192 LESSON 8 Working with Color



Managing color

Color management works to reproduce colors consistently across a range of output
devices, such as monitors, color printers, and offset presses. Adobe Creative Suite 6
components give you easy-to-use color management features that help you achieve
good, consistent color without needing to become a color management expert.
With color management enabled out of the box in the Creative Suite, you'll be able
to view colors consistently across applications and platforms while ensuring more
accurate color from edit to proof to final print.

According to Adobe, “For most color-managed workflows, it is best to use a preset
color setting that has been tested by Adobe Systems. Changing specific options is
recommended only if you are knowledgeable about color management and very
confident about the changes you make.” In this section, we discuss some of the pre-
set color settings and strategies available in Adobe InDesign and Creative Suite that
you can use to help achieve consistent color in your projects.

The need for color management

No monitor, film, printer, copier, or printing press can produce the full range of color
visible to the human eye. Each device has a specific capability and makes different
kinds of compromises in reproducing color images. The unique color-rendering
abilities of a specific output device are known collectively as its gamut or color space.
InDesign and other graphics applications, such as Adobe Photoshop and Adobe
Illustrator, use color numbers to describe the color of each pixel in an image. The
color numbers correspond to the color model, such as the RGB values for red,
green, and blue or the CMYK values for cyan, magenta, yellow, and black.

Color management is simply a consistent way of translating the color numbers for
each pixel from the source (the document or image stored on your computer) to the
output device (such as your monitor, e-reader, iPad, color printer, or high-resolution
printing press), each with its own specific gamut. You can find additional information
about color management in the InDesign Help file, online at www.adobe.com (search
for color management), in books such as Peachpit’s Real World Color Management,
and in DVDs/videos such as Peachpit’s Color Management without the Jargon:

A Simple Approach for Designers and Photographers Using the Adobe Creative Suite.

Tip: To achieve
consistent color,
it's important to
periodically calibrate
your monitor and
printers. Calibration
brings your devices
into compliance with
predefined output
standards. Many color
experts believe that
calibration is the most
important aspect of
color management.
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Note: If Adobe
Creative Suite is not
installed on the system
you're using, skip
to the next section,
“Specifying color
settings in InDesign.”

Creating a viewing environment
for color management

Your work environment influences how you see color on your monitor and on
printed output. For best results, control the colors and light in your work environ-
ment by doing the following:

* View your documents in an environment that provides a consistent light level
and color temperature. For example, the color characteristics of sunlight change
throughout the day and alter the way colors appear onscreen, so keep shades
closed or work in a windowless room. To eliminate the blue-green cast from
fluorescent lighting, you can install D50 (5000° Kelvin) lighting. You can also
view printed documents using a D50 light box.

* View your document in a room with neutral-colored walls and ceiling. A room'’s
color can affect the perception of both monitor color and printed color. The
best color for a viewing room is neutral gray. Also, the color of your clothing
reflecting off the glass of your monitor may affect the appearance of
colors onscreen.

* Remove colorful background patterns on your monitor desktop. Busy or bright
patterns surrounding a document interfere with accurate color perception. Set
your desktop to display neutral grays only.

e View document proofs in the real-world conditions under which your audience
will see the final piece. For example, you might want to see how a housewares
catalog looks under the incandescent and LED light bulbs used in homes, or
view an office furniture catalog under the fluorescent lighting used in offices.
However, always make final color judgments under the lighting conditions
specified by the legal requirements for contract proofs in your country.

—From InDesign Help

Synchronizing color settings in Adobe Bridge

Adobe Creative Suite users can synchronize color settings across all applications
using Adobe Bridge. This helps ensure that colors display and print the same way
from all Adobe Creative Suite components. To do this, you will select a color set-
tings file (CSF) in Bridge. The best CSF to select depends on your workflow. For
more information on Adobe Bridge, search for “Adobe Bridge” in Help.
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To select a CSF for use with Creative Suite:

1 Click the Go To Bridge button ([&) in the Application bar at the top of the
document window.

o InDesign File Edit Layout Type Object Table View Window Help
‘ Id 226.6%' i E~ [EE~

2 Choose Edit > Creative Suite Color Settings.
3 Review the options:

¢ North America General Purpose 2, the default, indicates that “Profile
warnings are disabled” This is a “safe” setting for most workflows.

¢ North America Prepress 2, which indicates that “Profile warnings are enabled,’
is a common choice for high-end print workflows. This is a complex workflow
involving source and output profiles for images, documents, and devices.

* North America Web/Internet is helpful for producing content that is only
delivered online.

PREFLIGHT =

i

M on profile: [ Magazine Profie |5 )
Error [Page |

W IMACES and OBJECTS (1)

¥ Stroke weight too small (1)

sccai

=3

¥ Info

Required: Minimum strake weight: 0.5 pt
Effective stroke weight: 0.259 pt

Fix: Edit the saurce file to change stroke weights, or scale the placed
version of the file.

@ leror Pages: @A ()1

4 Click Apply. Switch back to InDesign.
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Tip: To learn what
each setting means,
point at each option’s
label and read the
information in the
Description box at the
bottom of the Color
Settings dialog box.

Specifying color settings in InDesign

For consistent color in InDesign, you can specify a color settings file (CSF) with
preset color management policies and default profiles. If you synchronize color set-
tings across the Creative Suite using Bridge, you can still override those settings in
InDesign for specific projects. The color settings apply to the InDesign application,
not individual documents.

1 In InDesign, choose Edit > Color Settings.

2 Ifyou have the Creative Suite installed, a note at the top of the Color Settings
dialog box reports whether color settings are synchronized.

3 Click the various options in this dialog box to see what is available.

Color Settings

Synchronized: Your Creative Suite applications are synchronized @

using the same color settings for consistent color management. =
(_ Cancel )
Load...

Settings: | North America General Purpose 2 g ] { Save...

E Advanced Mode

—Working Spaces
RGB: | sRGB IEC61966-2.1 :
CMYK: | US. Web Coated (SWOP) v2 e ]

—Color M Policies
RCB: | Preserve Embedded Profiles

CMYK: | Preserve Numbers (Ignore Linked Profiles)

Profile Mismatches: [_| Ask When Opening

|| Ask When Pasting
Missing Profiles: [ Ask When Opening

—Conversion Options
Engine: | Adobe (ACE)

Intent: | Relative Colorimetric

an|far

E Use Black Point Compensation

Description:
Position the painter ovar 2 heading ta view a description.

4 Click Cancel to close the Color Settings dialog box without making changes.

Displaying images at full resolution

In a color management workflow, even using default color settings, you should
display images at high quality for the best possible color representation that your
monitor is capable of showing. When you use image-display resolutions lower than
high quality, graphics are displayed more quickly, but the colors are less precise.
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To see the difference in one of your documents, experiment with the options in the
View > Display Performance menu:

e Fast Display (ideal for quick text editing because images do not display)
e Typical Display
e High Quality Display

For this lesson, choose View > Display Performance > High Quality Display.

Proofing colors onscreen

When you proof colors onscreen—also known as soft proofing—InDesign attempts
to display colors according to specific output conditions. The accuracy of the simu-
lation depends on various factors, including the lighting conditions of the room and
whether your monitor is calibrated. To experiment with soft proofing, do the following:

1

3 Click the 08_Color.indd:2 window to activate it, View
and then choose View > Proof Colors. You can Overprint Preview O 3Y
see a soft proof of the colors according to the Procf Setiip >
current settings under View > Proof Setup. Proof Colors
4 To customize the soft proof, choose View > Zoom In #=
Proof Setup > Custom £oom Sut o
’ v Fit Page in Window 0
5 In the Customize Proof Condition dialog box, Tfpl“?;d in Window . :2
Clual >1Ze
click the Device to Simulate menu and select Entire Pasteboard - 00
from the various presses, desktop printers, and Ristita Sptead 5
output devices such as monitors. Click OK to
see how the color displays for a different output S M 2
play p Display Performance >
device. Notice that the InDesign document’s
i i L. . i Show Rulers 3#R
title bar shows which device is being simulated,
Extras »
Documen YK).
such as (Document CMYK) ke sl "
6 Repeat steps 4 and 5 to view different soft ot >
proofing options. Story Editor >

In InDesign, choose Window > Arrange > New Window for 08_Color.indd to

open a second window for your lesson document.

Choose Window > Arrange > Tile to display windows for each open document

(if you have 08_End.indd open, three windows display).

When you're finished reviewing the various soft

proofing options, click 08_Color.indd:2’s close box to close the second window.

Resize and reposition the 08_Color.indd window as necessary.

Tip: You can
specify Display
Performance defaults
in preferences, and
you can change
the display of an
individual object using
the Object > Display
Performance menu.

Note: Ifa
document contains
overprinting and will
be printed on an offset
press, choose View >
Overprint Preview in
addition to View >
Proof Colors.
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About monitor calibration
and characterization

Profiling software can both calibrate and characterize your monitor. Calibrating your
monitor brings it into compliance with a predefined standard—for example, adjust-
ing your monitor so that it displays color using the graphics arts standard white
point color temperature of 5000° K (Kelvin). Characterizing your monitor simply
creates a profile that describes how the monitor is currently reproducing color.

Monitor calibration involves adjusting the following video settings: brightness and
contrast (the overall level and range of display intensity), gamma (the brightness
of the midtone values), phosphors (the substances that CRT monitors use to emit
light), and white point (the color and intensity of the brightest white the monitor
can reproduce).

When you calibrate your monitor, you are adjusting it so it conforms to a known
specification. Once your monitor is calibrated, the profiling utility lets you save a
color profile. The profile describes the color behavior of the monitor—what colors
can or cannot be displayed on the monitor and how the numeric color values in an
image must be converted so that colors are displayed accurately.

1 Make sure your monitor has been turned on for at least a half hour. This gives it
sufficient time to warm up and produce more consistent output.

2 Make sure your monitor is displaying thousands of colors or more. Ideally, make
sure it is displaying millions of colors or 24-bit or higher.

3 Remove colorful background patterns on your monitor desktop and set your
desktop to display neutral grays. Busy patterns or bright colors surrounding a
document interfere with accurate color perception.

4 Do one of the following to calibrate and profile your monitor:
* InWindows, install and use a monitor calibration utility.

* In Mac OS, use the Calibrate utility, located on the System Preferences/
Displays/Color tab.

® For the best results, use third-party software and measuring devices. In
general, using a measuring device such as a colorimeter along with software
can create more accurate profiles because an instrument can measure the
colors displayed on a monitor far more accurately than the human eye.

Note that monitor performance changes and declines over time; recalibrate and
profile your monitor every month or so. If you find it difficult or impossible to cali-
brate your monitor to a standard, it may be too old and faded.

Most profiling software automatically assigns the new profile as the default monitor
profile. For instructions on how to manually assign the monitor profile, refer to the
Help system for your operating system.

—Condensed from InDesign Help
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Defining printing requirements

Whether you are working on a document for delivery in a print or digital format, it’s
a good idea to know the output requirements before you start working. For example,
for a print document, meet with your prepress service provider and discuss your
document’s design and use of color. Because the people at your prepress service
provider understand the capabilities of their equipment, they may suggest ways for
you to save time and money, increase quality, and avoid potentially costly printing or
color problems. The ad used in this lesson was designed to be printed by a commer-
cial printer using the CMYK color model.

To confirm that your document matches the printing requirements, you can check
it against a preflight profile, which contains a set of rules regarding the document’s
size, fonts, colors, images, bleeds, and more. The Preflight panel can then alert you
to anything in the document that does not follow the rules set in the profile. In this
exercise, you will import a preflight profile provided by the printer of a magazine
that will publish the ad.

1 Choose Window > Output > Preflight.
2 Choose Define Profiles from the Preflight panel menu.

3 In the Preflight Profiles dialog box, click the Preflight Profile Menu button ([-=])
below the list of preflight profiles at left. Choose Load Profile.

4 Select the Magazine Profile.idpp file, in the Lesson_08 folder, located inside the
Lessons folder within the InDesignCIB folder on your hard disk. Click Open.

5 With the Magazine Profile selected, look through the settings specified for the
output of this ad. Checked options are those that InDesign will flag as incorrect.
For example, under Color > Color Spaces And Modes Not Allowed, if RGB is
checked, any RGB images will be reported as errors.

Preflight Profiles
— Profile Name: |Magazine Profile
Digital Publishing T
Magazine Profile
£l w [7] unks
[¥] Links Missing or Modified
[[] Inaccessible URL Links
] oPi Links
w [7] coLor
» [ Transparency Blending Space Required
] Cyan, Magenta or Yellow Plates Not Allowed
w [] Color Spaces and Modes Not Allowed
[¥] ree [ Gray
[Jemve [¥]Lan
EI [[] spot color
Embedded: No profile embedded. @

6 Click OK to close the Preflight Profiles dialog box.

7 From the Profile menu in the Preflight panel, choose Magazine Profile.

Tip: Your output
provider or commercial
printer may provide
a preflight profile
with all the necessary
specifications for
output. You can import
the profile and use it
to check your work
against these criteria.

Tip: The lower-left
corner of the document
window always displays
the number of preflight
errors in a document.

If you start to see a
lot of errors, open the
Preflight panel to see
more information.
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Tip: To quickly edit
an imported image
in its original image-
editing application or
one of your choice,
select the image in the
Links panel and choose
Edit Original or Edit
With from the Links
panel menu.

Note: Asyou work
through the lesson,
you can move panels
around or change
the magnification to
the level that works
best for you. For
more information,
see “Changing the
magnification of a
document”in Lesson 1.

Notice that the profile detects one issue with an imported Illustrator file. If you
were actually going to send this ad to the magazine, the error would need to be
resolved first.

8 To view the error, click the triangle next to IMAGES And OBJECTS.
9 Click the triangle next to Stroke Weight Too Small.

10 Double-click scc.ai, the graphic file name, to view the problem image. For details
on the problem, click the triangle next to Info below.

= A4
Preflight | =
E On Profile: | -Magaz-lne Profile = ] @
Error |Page |

W IMAGES and OBJECTS (1)

W Stroke weight too small {1}

scc.al 1

¥ Info

Required: Minimum stroke weight: 1 pt

Effective stroke weight: 0.252 pt (smallest)

Fix: Edit the source file to change stroke weights, or scale the
placed version of the file.

@ 1error

11 Close the Preflight panel.
12 Choose File > Save.

Creating and applying colors

For maximum design flexibility, InDesign provides a variety of methods for creating
and applying colors and gradients. The software makes it easy to experiment while
helping to ensure proper output. In this section, you will learn a variety of methods
for creating and applying colors.

Adding colors to the Swatches panel

You can add color to objects using a combination of panels and tools. The InDesign
color workflow revolves around the Swatches panel. Using the Swatches panel to
name colors makes it easy to apply, edit, and update colors for objects in a docu-
ment. Although you can also use the Color panel to apply colors to objects, there is
no quick way to update these colors, which are considered unnamed colors. Instead,
youd have to update the unnamed color of each object individually.
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You'll now create most of the colors you'll use in this document. Because this docu-
ment is intended for a commercial press, you'll be creating CMYK process colors.

1 Make sure that no objects are selected, and then open the Swatches panel.
(If the Swatches panel is not visible, choose Window > Color > Swatches.)

The Swatches panel stores the colors, tints, and gradients you can create and
store for reuse.

2 Choose New Color Swatch from the Swatches panel menu.

3 In the New Color Swatch dialog box, deselect Name With Color Value, and for Note: The Name
Swatch Name, type Brown. Make sure that Color Type is set to Process and With Color Value

. option names a color
Color Mode is set to CMYK. according to the color

values you enter; the
name automatically
updates if you change
any color values. This
option is available only

4 For the color percentages, type the following values: Cyan (C) = 0,
Magenta (M) = 76, Yellow (Y) = 76, Black (K) = 60.

New Color Swatch

Swateh Rames | Brown for process colors and is
[_I Name with Color Value ( cancel ) useful when you want
Color Type: [ Process  |4] e—— to use the Swatches
e e W panel to monitor the

exact composition of

D Cyan cr—— 0 % process-color swatches.
Magenta e————— 76 % For this swatch, you
YelloW ey (76 (% deselected Name With
Black e————— 60 %

Color Value so that you
can use a name (Brown)
that's easier to read.

5 Click Add to include this new color in the Swatches panel, and keep the dialog
box open. InDesign creates a copy of the current color for you to edit.

6 Repeat the previous three steps to name and create the following colors:
¢ Blue: Cyan (C) = 60, Magenta (M) = 20, Yellow (Y) = 0, Black (K) =0
e Tan: Cyan (C) = 5, Magenta (M) = 13, Yellow (Y) = 29, Black (K) =0

7 When finished, click OK in the New Color Swatch dialog box.

New colors added to the Swatches panel are E “ Tip: If you forget
. . . 4 I—v§
stored only with the document in which they q;:a (@E; =T to type t'he name for a
are created—although you can import them into 1 Monel 2 colororif you type an
, s incorrect value, double-
other documents. You'll apply these colors to i — click the swatch in the
text, images, and strokes in the layout. B Registration] 2 & Swatches panel, change
] Green AR the name or value, and
8 Choose File > Save. W cown 1 then click OK.
[ elue A X
[C] Tan BE
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Tip: Toincrease
magnification, press
Ctrl+= (Windows) or

Command+= (Mac 0S).

To zoom out, press
Ctrl+- (Windows) or
Command+- (Mac 0S).

Tip: If you apply
color to the wrong
object or the wrong
part of an object, you
can always choose
Edit > Undo and try
again.

Applying colors to objects with the Swatches panel

You can apply color swatches from the Swatches panel or the Control panel. There
are three general steps to applying a swatch color: (1) selecting the text or object,
(2) selecting the stroke or fill option, depending on what you want to change, and
(3) selecting the color. You can also drag swatches to objects. In this exercise, you
will apply colors to strokes and fills using the Swatches panel.

1 Select the Zoom tool (X) in the Tools panel and drag to draw a marquee around
the three diamond shapes in the upper-right corner. The view magnification
changes so that the area defined by the marquee now fills the document window.
Make sure that you can see all three diamond shapes.

2 Using the Selection tool (k), click in the center diamond. Select the Stroke
box (&) in the Swatches panel, and then select the Green swatch (you may
need to scroll down in the list of swatches).

The Stroke/Fill toggle () lets you specify whether to apply color to the edges
of an object (stroke) or the inside of an object (fill). Whenever you apply colors,
keep an eye on this box, as it’s easy to apply color to the wrong part of an object.

=

T Swatches N
n BEr )
A Stroke (X)
1
o

The stroke of the center diamond shape is now green.

3 Select the diamond on the left. Select Brown in the Swatches panel to apply a
brown stroke.

4 With the diamond on the left still selected, select the Fill box (G&) in the
Swatches panel, and then select the Green swatch.
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Applying colors with the Eyedropper tool

The diamond on the right requires the same Brown stroke and Green fill. You'll use
the Eyedropper tool to copy the stroke and fill attributes in one quick step. In addi-
tion, you will apply InDesign’s [Paper] color using the Fill box on the Tools panel
rather than the Swatches panel.

1 Select the Eyedropper tool (-#), and click the diamond on the left.

Notice that the Eyedropper tool is now filled (*), indicating that it picked up the
attributes from that object.

2 With the loaded Eyedropper tool, click the gray background of the diamond on
the right.

That diamond now has the fill and stroke attributes of the diamond on the left.

Now you'll change the fill color of the diamond in the center to [Paper].

3 Using the Selection tool (k), click the diamond in the center.
Select the Fill box (F8) in the Tools panel, and then click
[Paper] in the Swatches panel.

4 Choose Edit > Deselect All, and then choose View > Fit Page In
Window.

Tip: [Paper]is
a special color that
simulates the paper
color on which you're
printing. Objects behind
a paper-colored object
won't print where the
paper-colored object
overlaps them. Instead,
the color of the paper on
which you print shows
through.
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Applying colors to objects with the Control panel
Now you'll apply a brown stroke to the six small diamonds at the bottom of the ad.
1 Using the Selection tool (k), click one of the diamonds to select the group.

2 In the center of the Control panel, locate the Fill and Stroke controls. Click the
Stroke menu to see the available colors.

3 Select the Brown swatch (if necessary, scroll down to see it).

Par— |

— =
— :]‘Dmnm [+ | =

Creating dashed strokes

You'll now change the black line that borders the ad to a custom dashed line. Because
you are using the custom dashed line on only one object, you will create it using the
Stroke panel. If you need to save a stroke for repetitive use throughout a document,

you can easily create a stroke style. For more information about saving stroke styles,
including dashes, dots, and stripes, see InDesign Help.

In this exercise, you will specify a dashed stroke for the frame on the ad and then
customize the dashes.

1 Choose Edit > Deselect All If necessary, choose View > Fit Page In Window.
Using the Selection tool (k), select the black outline that borders the ad.

If the Stroke panel is not already visible, choose Window > Stroke.

H W N

From the Type menu in the Stroke panel, select Dashed (the last option).

Six dash and gap boxes appear at the bottom of the Stroke panel. To create a
dashed line, you specify the length of the dashes and then the gaps, or spacing,
between the dashes. Usually, you need to experiment with the values to achieve
a desired effect.

5 Choose Brown from the Gap Color menu to fill the gaps with brown.
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6 Type the following values in the Dash and Gap boxes: 12, 4, 2, 4, 2, 4 (press Tab

after you type each value to move to the next box).

= “
¢ Stroke | =

weight: [ZT12 ;e (3] G @l @ (=
Miter Limit: -—4 x Join: g7 (B %

Align Stroke: (I I n

C-E====9

Start: | None

End: [ None

o =——w)

Cap Tint: [100% | & |

Comners: | ..N:Uuit dashes and gaps | : i

12pt|f4pt ||2pt |[4pt |2pt |4
lda:h aan  dash  aan  dash  a@an |

7 Choose Edit > Deselect All and close the Stroke panel.

8 Then choose File > Save.

s i) &

+ MADRID - NEW YORK
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Working with gradients

A gradient is a graduated blend between
two or more colors or between tints of
the same color. You can create either

a linear or a radial gradient. In this
exercise, you will create a linear gradi- '
ent with the Swatches panel, apply it to

several objects, and adjust the gradients A. Linear gradient B. Radial gradient
with the Gradient tool.

Creating and applying a gradient swatch

Every InDesign gradient has at least two color stops. By editing the color mix of
each stop and adding additional color stops, you can create custom gradients.

1 Make sure no objects are selected.
2 Choose New Gradient Swatch from the Swatches panel menu.

In the New Gradient Swatch dialog box, gradients are defined by a series of
color stops in the gradient ramp. A stop is the point at which each color is at
full intensity between the transitions; it is identified by a square below the
gradient ramp.

3 For Swatch Name, type Brown/Tan Gradient. Leave the Type menu set
to Linear.

4 Click the left stop marker (&). From the Stop Color menu, select Swatches,
and then scroll down the list and select Brown.

Notice that the left side of the gradient ramp is now brown.

New Gradient Swatch

Swatch Name: Brown/Tan Gradient
Type: | Linear o " p— S p—
A ee——
— Stop Color: | Swatch o — ——
op Color: | Swatches Add ~
[T ipaser
[ REE » B m
] Green = |
[l ecown & rd
[ Eive E W |

Cradient R.@
Location: 0 %
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5 Click the right stop marker. From the Stop Color menu, select Swatches, and
then scroll down the list and select Tan.

- » N New Gradient Swatch - —
Swatch Name: Brown/Tan Gradient
Stop Color: | Swatches ) §~]
[T Green r
[l Ecwn
[ ewe
[] 1an i
| v

Gradient Ramp #.:

Location: | 100 3¢

The gradient ramp shows a color blend between brown and tan.
6 Click OK. The new gradient swatch appears in the Swatches panel.

Now you'll apply the gradient to the fill of the center diamond in the upper-right
corner of the layout.

7 Zoom in on the upper-right corner, bringing the three diamond shapes into view.
8 Select the center diamond with the Selection tool (k).

9 Select the Fill box (5) in the Tools panel, and then click Brown/Tan Gradient
in the Swatches panel.

10 Choose File > Save.

% Swatches
B o
E
Wl Biack
M [Registration]

[] Green

Wl Eown

O Eiue

] Tan

L] Brown/Tan Gradient

e @ m @ -

Tint: k%

ADOBE INDESIGN CS6 CLASSROOM IN A BOOK 207



Tip: When using
the Gradient Swatch
tool, the farther away
you start from the outer
edges of the object,
the more gradual the
gradient blend will be.

Adjusting the direction of the gradient blend

Once you have filled an object with a gradient, you can modify the gradient by using
the Gradient Swatch tool to “repaint” the fill along an imaginary line that you create.
This tool lets you change the direction of a gradient and change its beginning point
and end point. Youll now change the direction of the gradient.

1 Make sure the center diamond is still selected, and then select the Gradient
Swatch tool (@) in the Tools panel.

Now you'll experiment with the Gradient Swatch tool to see how you can change
the direction and intensity of the gradient.

2 To create a more gradual gradient effect, position the cursor outside of the
selected diamond and drag as shown below.

When you release the mouse button, you'll notice that the transition between
brown and tan is more gradual than it was before you dragged the Gradient
Swatch tool.

3 To create a sharper gradient, drag a small line in the center of the diamond using
the Gradient Swatch tool. Continue to experiment with the Gradient Swatch tool
in the diamond so that you understand how it works.

4 When you are finished experimenting, drag from the top to the bottom of the
diamond. That’s how you’ll leave the gradient of the center diamond.

5 Choose File > Save.
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Creating a tint

As well as adding colors and gradients, you can also add tints to the Swatches
panel. A tint is a screened (lighter) version of a color that you can apply quickly
and consistently. You'll now create a 30% tint of the brown swatch you saved earlier
in this lesson.

1 Choose View > Fit Page In Window to center the page in the document window. Tip: Tints are
helpful because
InDesign maintains the
relationship between
atintand its parent
panel menu. color. For example, if
you change the Brown
color swatch to a

2 Choose Edit > Deselect All.

3 Select Brown in the Swatches panel. Choose New Tint Swatch from the Swatches

4 In the New Tint Swatch dialog box, the Tint option at the bottom is the only

option you can modify. Type 30 in the Tint box, and then click OK. different color, the tint
swatch you create in

The new tint swatch appears at the bottom of = g this exercise becomes
the list of swatches. The top of the Swatches EI%E:‘ L = a lighter version of the
panel displays information about the selected '. o new color.
swatch, with a Fill/Stroke box showing that the B Regitration]
brown tint is currently the selected fill color [ Green .
and a Tint box showing that the color is 30% E :::" :
of the original Brown color. [ Ten '

5 Using the Selection tool (k), click the word S :::':;:;Gradm 4
“Si!” in the center of the page.

6 Make sure the Fill box (5) is selected, and
then click the Brown tint that you just created in the Swatches panel. Notice how
the color changes.

x
% Swatches |

%“ @'{' Tint: [30 :Eyc
| REEE k4
Il [Registration] 4 &

7 Choose File > Save.
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Creating a spot color

This ad will be printed by a commercial printer using the standard CMYK color
model, which requires four separate plates for printing—one each for cyan, magenta,
yellow, and black. However, the CMYK color model has a limited range of colors,
which is where spot colors are useful. Because of this, spot colors are used to create
additional colors beyond the range of CMYK and to specify consistent, individual
colors such as those used for company logos.

In this ad, the design calls for a spot ink not found in the CMYK color model. You'll
now add a spot color from a color library.

Tip: When selecting 1 Choose Edit > Deselect All.
PANTONE colors for
print, it’s a good idea 2 Choose New Color Swatch from the Swatches panel menu.
to select them from a
printed PANTONE color

guide, available from 4 Select PANTONE+ Solid Coated from the Color Mode menu.
www.pantone.com.

3 In the New Color Swatch dialog box, choose Spot from the Color Type menu.

5 Inthe PANTONE C box, type 567 to automatically scroll the list of Pantone
swatches to the color you want for this project, which is PANTONE 567 C.

New Color Swatch

Swatch Name: PANTONE 567 C (—oeKk—)
Name with Color Value ( Cancel

et .

Color Type: | Spot -, ( Add )

e — \ _/

— Color Mode: | PANTONE+ Solid Coated ek ] =i

D PANTONE 567 C
W ranTonE sE7C
[] ranTonessac
[0 eanrone ssac
B pantoness7c

[ ranTonesse €
I ranTonE s55 €

g EE EEE
RN E
(=]

alr

6 Click OK. The spot color is added to your Swatches panel. The icon (@) next to
the color name in the Swatches panel indicates that it is a spot color.

x A4
4 Swatches | =
B R O
. Brown EE
[] Tan R
. Violet Blue =
[l Brown/Tan Gradient |
[ erown 30% BE|
Ml PANTOME 567 C @] & l
[ violet Blue 40% 1 +
I:‘ Green /White Gradient v
@ & @ =

210 LESSON 8 Working with Color


www.pantone.com

About spot and process colors

A spot color is a special premixed ink that is used instead of, or in addition to,

CMYK process inks, and that requires its own printing plate on a printing press. Use
spot color when few colors are specified and color accuracy is critical. Spot color
inks can accurately reproduce colors that are outside the gamut of process colors.
However, the exact appearance of the printed spot color is determined by the com-
bination of the ink as mixed by the commercial printer and the paper it’s printed
on, not by color values you specify or by color management. When you specify spot
color values, you're describing the simulated appearance of the color for your moni-
tor and composite printer only (subject to the gamut limitations of those devices).

A process color is printed using a combination of the four standard process inks:
cyan, magenta, yellow, and black (CMYK). Use process colors when a job requires so
many colors that using individual spot inks would be expensive or impractical, as
when printing color photographs.

*  For best results in a high-quality printed document, specify process colors
using CMYK values printed in process color reference charts, such as those
available from a commercial printer.

* The final color values of a process color are its values in CMYK, so if you specify a
process color using RGB (or LAB, in InDesign), those color values are converted
to CMYK when you print color separations. These conversions differ based on
your color-management settings and document profile.

* Don't specify a process color based on how it looks on your monitor, unless
you are sure you have set up a color-management system properly and you
understand its limitations for previewing color.

* Avoid using process colors in documents intended for digital devices, because
CMYK has a smaller color gamut than that of a typical monitor.

Sometimes it’s practical to use process and spot inks in the same job. For example,
you might use one spot ink to print the exact color of a company logo on the
same pages of an annual report where photographs are reproduced using process
color. You can also use a spot-color printing plate to apply a varnish over areas of a
process color job. In both cases, your print job would use a total of five inks—four
process inks and one spot ink or varnish.

—~Condensed from InDesign Help

Note: Each spot
color you create
generates an additional
spot-color plate for
the press. In general,
commercial printers
produce either two-
color, using black and
one spot color, or four-
color CMYK work, with
the possibility of adding
one or more spot
colors. Using spot colors
typically increases your
printing costs. Itis a
good idea to consult
with your printer before
using spot colors in
your document.
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Applying colors to text and objects

Once you create color swatches, you can apply them to the fill and/or stroke of
selected characters and objects—including text that is converted to outlines, as
shown in the script text in the center of this ad.

Applying colors to text

As with objects, you can apply a stroke or fill to text. You'll apply colors to the text
on the top and bottom of the document.

1 Using the Selection tool (k), select the text frame containing the word
“Indulgent?”

2 In the Tools panel, click the Formatting Affects Text button (T), below the Fill
box. Then, make sure the Fill box (B%) is selected.

sINDULGENT?

B

]
Ay
# |Formatt'|ng affects text U]|

3 In the Swatches panel, click PANTONE 567 C, and then click a blank area to
deselect the text frame. The text now appears in the spot color.

4 Press T to select the Type tool (T). In the lower-right corner, select the words
“Paris « Madrid « New York”

5 In the Control panel, click the Character Formatting Controls icon (A).

6 Locate the Fill and Stroke controls in the center of the Control panel. Click the
Fill menu to see the available colors.

7 Select the PANTONE 567 C swatch (if necessary, scroll down to see it).

[C] srown 30% @Bm Y
Il PANTOME 567 C S BIX «

[ e 3 § 7

8 Choose Edit > Deselect All, then choose File > Save.
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Applying colors to additional objects

The script text in the center of the page is converted to outlines so the document Tip: You might
does not require the original font used. In this case, each word was converted to a convert text to outlines

ingle obi Te li 1 h £ ith the Selecti to create a text-shaped
single object. To convert text to outlines, select the text frame with the Selection object to fill with an
tool, then choose Type > Create Outlines. You can also select characters with the image or to adjust the
Type tool and convert them to anchored objects. You will now apply the same color shapes of characters.
used by the outlined text “Oui!” to the outlined text “Yes!” First you'll magnify the

view of the outlined text “Oui!” to see which color is used.

1 In the Tools panel, select the Zoom tool (), and then drag to place a marquee
around the script text in the middle of the page.

2 Select the Direct Selection tool (%) and click the text “Oui!”

Notice that the corresponding swatch in the Swatches panel becomes Note: When you

highlighted when you select the object to which the swatch is applied. select an object with
the Direct Selection

- tool, you can adjust its

¢ EV:M“ — contours, as you can

i @r  mmfo [k see here.

7] Monel 7

[ ] iPaper]

Wl sck

Il Registation]

Now you'll apply this color to the “Yes!” text.
3 Make sure that the Tint setting in the Swatches panel is 100%.

4 Drag the Green color swatch from the Swatches panel to the text “Yes!” Be sure
to drop it inside the object and not on the object’s stroke. The pointer changes to
an arrow with a black box (*a) when you drop the swatch onto the fill of the text.
An arrow with a line to the right (*,) appears if you drag the swatch onto the

stroke of the text.

- W
¢ Swatches | =

G Er  wmfoo [
7] Nonel 2 @A

Il Registration] B &
[ creen Hx
W Eown Ex

[ siue BE
] Tan EE v
i BT
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Creating another tint

You'll now create a tint based on the Blue color. When you edit the Blue color, the
tint that is based on the color also changes.

1 Choose Edit > Deselect All

2 Select Blue in the Swatches panel. Choose New Tint Swatch from the Swatches
panel menu. Type 40 in the Tint box, and then click OK.

3 Select the text “;Si!” with the Selection tool (k) and click the Blue 40% fill.

I Brown/Tan Gradien
[ Erown 30%

[l PANTONE 567 C
[ Blue 40%

A= 3

Next you'll change the Blue color. Blue 40% is based on the Blue swatch, so the
tint also changes.

4 Choose Edit > Deselect All.

5 Double-click the Blue swatch (not the Blue tint swatch) to change the color. In
the Swatch Name box, type Violet Blue. For the color percentages, type the
following values: C =59, M = 80, Y =40, K=0.

6 Click OK.

The name and color of the color swatch, and the tint swatch based on it, are
updated in the Swatches panel.

7 Choose File > Save.

Using advanced gradient techniques

InDesign lets you create gradients of multiple colors and control the point at which
the colors blend. In addition, you can apply a gradient to individual objects or to a
collection of objects.

Creating a gradient swatch with multiple colors

Earlier in this lesson, you created a gradient with two colors—brown and tan. Now
you'll create a gradient with three stops so that a yellow/green color on the outside
fades to white in the middle. Make sure that no objects are selected before you begin.
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Choose New Gradient Swatch from the Swatches panel menu, and then type
Green/White Gradient in the Swatch Name box.

Leave the Type setting at Linear. The colors from the previous blend appear in
the gradient ramp at the bottom of the New Gradient Swatch dialog box.

Click the left stop marker (&), choose Swatches from the Stop Color menu, and

select the Green swatch in the list box.

Click the right stop marker (&), choose Swatches from the Stop Color menu, and

select the Green swatch in the list box.

With the right stop marker still selected, choose CMYK from the Stop Color
menu. While pressing the Shift key, drag the Yellow slider until the % value for
Yellow is 40% and then release.

The gradient ramp is now made up of Green and light Green. Now you'll add a
stop marker to the middle so that the color fades toward the center.

Click just below the center of the gradient ramp to add a new stop.
For Location, type 50 to center the stop. Press Tab to implement the value.

For Stop Color, select CMYK and then drag each of the four color sliders to
0 (zero) to create white.

New Gradient Swatch

Swatch Name: Green/White Gradient ok )
~ Stop Color: [ CMVK T ,‘%ﬁ
Cyana— (0 %
|:| Magenta s o %
Yellowa— 0 |%
Black o —————— 0—%
Gradient Ramp [ < |
u] [] [}
Location: 50 %

Note: If you press
the Shift key while you
adjust one color value,
the other color values
adjust in proportion
automatically.

8 Click OK, and then choose File > Save.

Applying the gradient to an object

Now you'll apply the new gradient swatch you just created. First, change the view

size so that you can see the entire page.

1 Choose View > Fit Page In Window or double-click the Hand tool ({7) in the

Tools panel to achieve the same result.

2 With the Selection tool (k), select the diagonal green stripe to the right of the

chocolate bar picture.
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3 Select the Fill box (5) in the Tools panel, and then select Green/White Gradient
in the Swatches panel.

4 To adjust the gradient transition, select the Gradient Swatch tool () in the
Tools panel and drag up and to the right of the object, as shown. Results will
vary according to where you start dragging.

Ed A4
& Swatches | =
%‘ @ T Tint: k%
. Brown B
I violet Blue |
] Tan
.:l Brown/Tan Gradient |
O] Brawn 0% 1
Il FANTONE 567 C =4
] violet Blue 40% & %
[] Green/White Gradient v
@ & @

5 Choose Edit > Deselect All, then choose File > Save.

Applying a gradient to multiple objects

Previously in this lesson, you used the Gradient Swatch tool to change the direc-
tion of a gradient and to change the gradient’s beginning point and end point. You'll
now use the Gradient Swatch tool to apply a gradient across multiple objects in the
six diamond shapes at the bottom of the page. You will then view the final layout in
Presentation mode.

1 Using the Zoom tool (X)), zoom in on the diamond shapes below the
“Paris » Madrid « New York” text.
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2 Using the Selection tool (k), click to select the group that includes the six
diamond shapes and the line behind them.

PARIS - MADRID » NEW YORK

L e Ry TaRaaE e L ihts” COLEEELEEEEEELEREE R L RREaOEEE R L 0

Now you'll apply the Green/White Gradient to the six different diamond objects.
3 Confirm that the Fill box (FH) is selected in the Swatches panel.

4 In the Tools panel, click and hold down the Apply Color button, then choose
Apply Gradient from the menu to apply the last selected gradient.

PARIS - MADRID - NEW_YORKD

L e ey T L s S .

[T Apply Colar
u [] Apply Gradient
[Z] Apply Nane /, Hum /

Notice that the gradient affects each object on an individual basis. Now you'll
use the Gradient Swatch tool to apply the gradient across the six selected objects

as one.

5 With the six objects still selected, select the Gradient Swatch tool () in the
Tools panel.

6 Drag a line across the objects, starting from the left-most object and releasing
the mouse at the end of the right-most object.

Now the gradient runs across all six selected objects.

PARIS - MADRID » NEW YORK

L 7 TG L e s a

O—O—0—0—0—<

Tip: Presentation
7 Choose Edit > Deselect All, then choose File > Save. mode works well for
presenting design ideas
to clients on a laptop.
InDesign is hidden entirely and the document fills the entire screen. You can navigate the
. pages of the layout
8 Click and hold down the Mode button (&) at the bottom of the Tools panel and using the arrow keys on

choose Presentation (@). When you're finished viewing the document, press the your keyboard.

Now you will review the document in Presentation mode, during which

Escape key.
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Tip: In addition to
importing selected
colors from another
document, you can
quickly import all
colors from another
document. To do this,
choose Load Swatches
from the Swatches
panel menu.

Exploring on your own

Follow these steps to learn more about importing colors and working with
gradient swatches:

1 To create a new document, choose File > New > Document and click OK in the
New Document dialog box.

2 If necessary, choose Window > Color > Swatches to open the Swatches panel.
3 Choose New Color Swatch from the Swatches panel menu.

4 In the Color Mode menu, select Other Library and browse to find the
Lesson_08 folder.

5 Double-click 08_End.indd. Notice that the colors you created earlier in this
lesson appear in the New Color Swatch dialog box.

6 Select Brown/Tan Gradient and click Add.

7 Select any other swatches you wish, and click Add to load the colors into the new
document.

8 Click Done when you're finished adding colors.

9 Use the frame tools to create several rectangles and ovals, then experiment with
the Gradient Swatches tool. Notice the difference in the gradients when you drag
shorter and longer distances.

10 Double-click the color swatch [Paper] and change its color values. For a more
realistic preview, the color of the pages changes to reflect the color of the paper
on which the document will be reproduced.
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Review questions

1 What is the advantage of creating colors in the Swatches panel instead of the Color panel?
2 What are the pros and cons of using spot colors versus process colors?

3 After you create a gradient and apply it to an object, how do you adjust the direction
of the gradient blend?

4 What are the three general steps involved in applying a swatch of color?

Review answers

1 If you use the Swatches panel to apply a color to text and objects, and then decide you
want to use a different color, you don’t need to update each use of the color individually.
Instead, change the color’s definition in the Swatches panel, and the color changes
automatically throughout the layout.

2 By using a spot color, you can ensure color accuracy. However, each spot color requires
its own plate on the press, so using spot colors can be more costly. Use process colors
when a job requires so many colors that using individual spot inks would be expensive
or impractical, such as when printing color photographs.

3 To adjust the direction of the gradient blend, use the Gradient Swatch tool to repaint
the fill along an imaginary line in the direction you want.

4 The three general steps to applying a color swatch are: (1) selecting the text or object,
(2) selecting the stroke or fill box, depending on what you want to change, and (3) selecting
the color. You can access color swatches in the Swatches panel and the Control panel.
The Tools panel provides quick access to the last color applied as well.
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WORKING WITH STYLES

Lesson Overview

In this introduction to working with InDesign styles, you'll learn how
to do the following:

e Create and apply paragraph styles.

e Create and apply character styles.

e Nest character styles inside paragraph styles.

e Create and apply object styles.

e Create and apply cell styles.

e Create and apply table styles.

e Globally update paragraph, character, object, cell, and table styles.
e Import and apply styles from other InDesign documents.

e Create style groups.

This lesson will take approximately 60 minutes.
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Premium Loose Leaf Teas,

Teapots & Gift Collections

ExpeprTioN TEA CoMmPANY™ carries an extensive array of teas from all

the major tea growing regions and tea estates. Choose from our selection

of teas, gift collections, teapots, or learn how to make your tea drinking
experience more enjoyable from our STI Certified Tea

Ti Kuan Yin Oolong :: China * A light “airy”
Specialist, T. Elizabeth Atteberry.

character with lightly noted orchid-like hints
and a sweet fragrant finish.

unbelievable
elievable taste. A
5 ; Loose LeafTeas hat results in a Phoenix Iron Goddess Oolong :: China * An
s te. light “airy” character with delicate orchid-like
carry a wide selection ka » English notes. A top grade oolong,
body with Quangzhou Milk Oolong :: China* A
icing with milk. unique character —like sweet milk with light

of premium loose leaf

teas including black, green, orchid notes from premium oolong peeking

nauth region, .
out from camellia depths.

oolong, white, rooibos and quor with nutty,

chai. Many of these are e GREENTEA

uwara Eliya, Sri

Ceylon with Dragonwell (Lung Ching) :: China *

Distinguished by its beautiful shape, emerald
color, and sweet floral character. Full-bodied
that the tea is produced in with a slight heady bouquet.

socia].ly responsible ways. L Genmaicha (Popcorn Tea) :: Japan * Green
tea blended with fire-toasted rice with a
natural sweetness. During the firing the rice
may “pop” not unlike popcorn.

from Ethical Tea Partnership

monitored estates, ensuring excellent finish.

Sencha Kyoto Cherry Rose :: China * Fresh,
smooth sencha tea with depth and body. The

cherry flavoring and subtle rose hints give the
tea an exotic character.

Formosa Oolong :: Tiiwan * This superb
long-fired oolong tea has a bakey, but sweet
fruity character with a rich amber color.
Superior Gunpowder :: Tziwan * Strong
dark-green tea with a memorable fragrance
and long lasting finish with surprising body
and captivating green tea taste.

Orange Blossom Oolong :: Tziwan, Sri
Lanka, India * Orange and citrus blend with
toasty oolong for a “jammy” flavor.

4 @ Contains tea from Ethical Tea Partnership monitored estates.

With Adobe InDesign, you can create styles—sets of
formatting attributes—and apply them in one step to
text, objects, tables, and more. Any changes to a style
automatically affect all of the text or objects to which
the style is applied. Styles offer a quick, consistent
method for formatting layouts.
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Note: If you have
not already copied the
resource files for this
lesson onto your hard
disk from the Adobe
InDesign CS6 Classroom
in a Book CD, do so
now. See “Copying the
Classroom in a Book
files” on page 2.

Getting started

In this lesson, you'll create and apply styles for a few pages of a catalog for the
Expedition Tea Company. Styles are collections of attributes that allow you to con-
sistently apply formatting across documents in one step. (For example, a Body Text
paragraph style specifies attributes such as font, size, leading, and alignment.) The
catalog pages here contain text, tables, and objects that you will format and then
use as the basis for creating styles. Later, if you were to place more catalog content,
you could format the new text, tables, and objects with one click using styles.

1 To ensure that the preference and default settings of your Adobe InDesign CS6
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 page 3.

2 Start Adobe InDesign CS6. 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.

To begin working, you'll open an existing InDesign document.

3 Choose File > Open, and open the 09_Start.indd file, in the Lesson_09 folder,
located inside the Lessons folder within the InDesignCIB folder on your
hard disk.

4 Choose File > Save As, rename the file 09_Styles.indd, and save it in the
Lesson_09 folder.

5 If you want to see what the finished document will look like, open the
09_End.indd file in the same folder. You can leave this document open to act
as a guide as you work. When you're ready to resume working on the lesson
document, click its tab in the upper-left corner of the document window.

BLACKTEA Ti Kuan Yin Oolong :: China * A light “airy”

character with lightly noted orchid-like hints
and a sweet fragrant finish.

Premium Loose Leaf Teas, ;
Teapots & Gift Collections o b of g

refreshing true Earl Grey taste.

Phoenix Iron Goddess Oolong: China* An
light “airy” character with delicate orchid-like
notes. A top grade oolong,

ExpepiTion Tea ComMpay™ carries an extensive array of teas from all
the major tea growing regions and tea estates. Choose from our selection
of teas, gift collections, teapots, or learn how to make your tea drinking
experience more enjoyable from our ST1 Certified Tea

Specialist, T. Elizabeth Atteberry.

& Loose Leaf Teas

w carry a wide selection
Cof premium loose leaf

teas including black, green,

tif
nd s al character. Full-bodied
with aslight heady bouguet.

Genmaicha (Popeo
tea blended with fir
5. During the firing the rice
not unlike popeorn.

oolong, white, rooibos and

chai. Many of these are OOLONG TEA Sencha Kyoto Cherry Rose : China  Fresh,

aiwan  This superb depth and body: The
b e rose hints give the

from Ethical Tea Partnership

monitored estates, ensuring
that the tea is produced in or Gunpowder : Taicwan * Steong
with 2 memorable fragrance

finish with surprising body

g green tea taste.
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Creating and applying paragraph styles

Paragraph styles let you apply and globally update text formatting to speed up
production and create a more consistent overall design. Paragraph styles incorpo-
rate all elements of text formatting, including character attributes such as font, size,
style, and color, along with paragraph attributes such as indents, alignment, tabs,
and hyphenation. They differ from character styles in that they are applied to entire
paragraphs at once, not just to selected characters.

Creating a paragraph style

In this exercise you'll create and apply a paragraph style to selected paragraphs.
First, you will format the text in the document locally (that is, not based on a style).
Then, you will have InDesign pick up this existing formatting and build it into a
new paragraph style.

1 On page 2 of 09_Styles.indd, adjust the view scale so you can easily see the text.

2 Using the Type tool (T), drag to select the “Loose Leaf Teas” subhead, which
follows the introductory paragraph in the first column of the document.

fLoose Leaf Teas|

We carry a wide selection of

premium loose leaf teas including

3 In the Control panel, click Character Formatting Controls (&), and specify the
following:

e Type Style: Semibold
e Size: 18 pt

Leave all other settings at their defaults.

.

= L]

Adabe Caslon Pro CECEEEE)

Samibold i'] I% |18 pt i']

4 In the Control panel, click Paragraph Formatting Controls (1), and increase the
Space Before ('£) to p3.

Tip: The easiest way
to create a paragraph
style is to format a
sample paragraph using
local (not style-based)
formatting and then
create a new style
based on that sample
paragraph. Effectively,
this lets you see the
style before you build it.
You can then efficiently
use the new style in the
rest of the document.
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Tip: If you change 6
the Based On style—for
example, by changing
the font—the changes
update all styles based
on that style. Unique

Now you'll create a paragraph style using this formatting so that you can use it to
format the other subheads in the document.

Make sure that the text insertion point is still in the text you just formatted.
If it’s not already visible, open the Paragraph Styles panel by choosing Type >
Paragraph Styles.

The Paragraph Styles panel already has a few styles provided for you, including
the default, [Basic Paragraph].

In the Paragraph Styles panel, create a new paragraph style by choosing New
Paragraph Style from the panel menu. The New Paragraph Style dialog box
opens, displaying the formatting you just applied to the subhead in the Style
Settings section.

characteristics of styles

¢ Paragraph Styles | =
Intro Body+ (Body Text) 4|

New Paragraph Style...
Duplicate Style...

based on other styles
are maintained. Basing
styles on other styles is
helpful when creating a
series of related styles,
such as Body Copy,
Body Copy No Indent,

w (1] Heads

W (L] Body Text

[Basic Paragraph] Delete Style...

Redefine Style

NOHER

Hezd 1
Head 3

Style Options...

Head 4 7
Clear Overrides

rmm Break Link to Style
Table Body

Tea Body Load Paragraph Styles...

Bulleted Copy, and

Load All Text Styles...

so on. If the font of

@ w & 9 4 Select All Unused

the Body Copy style
changes, all related
styles will have the font
updated as well.

7
8

Note: If you are
working on a laptop 9

without a numeric
keypad, you can skip
this step.

Edit All Export Tags...

New Style Group...

Notice that the new style is based on the Intro Body style. Since Intro Body was
applied to the subhead when you created the style, the new style is automatically
based on Intro Body. By using the Based On option in the General section of the
New Paragraph Style dialog box, you can use an existing style as a starting point
for a new style.

In the Style Name box at the top of the dialog box, type Head 2 to name this
style as the second largest headline.

To speed up text formatting while typing in InDesign, you can specify a Next
Style for a paragraph style. Each time you press Enter or Return, InDesign
automatically applies the Next Style. For example, your headline style might
automatically be followed by your body paragraph style.

Select Intro Body from the Next Style menu, because this is the style used for
the text following each Head 2 headline.

You can create keyboard shortcuts for easily applying styles in InDesign.

Click in the Shortcut box, hold down Shift (Windows) or Command (Mac OS),
and press 9 on the numeric keypad of your keyboard. (InDesign requires the use
of a modifier key for style shortcuts.) Note that in Windows the Num Lock key
on the keypad must be down to create or apply style shortcuts.
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10 Select Apply Style To Selection to apply this new style to the text you just
formatted.

Tip: If you don't
select Apply Style To
Selection, the new

New Paragraph Style

style appears in your

Ganeral
Basic Character Formats
Advanced Character Formats
Indents and Spacing

Tabs

Paragraph Rules

Keep Options

Hyphenation

Iustification

Span Columns

Drop Caps and Nested Styles
GREP Style

Bullets and Numbering
Character Color

OpenType Featwres
Underline Options
Strikethrough Options
Export Tagging

Style Name: Head 2
Location: Body Text

General

Based On: | Intro Body (Body Text)

||

Next Style: | intro Body (Body Text)

Shortcut: Cmd+Num 9

Currently Assigned to: [unassigned)

P —
( Reset To Base )

Style Settings:

Paragraph Styles panel
but is not automatically
applied to the text you
formatted—and that
text is not updated if
you need to globally
update the style.

intro Body + next: Intro Body + Semibold + size: 18 pt + space before: 0p3

EApplv Style to Selection

11 Click OK to close the New Paragraph Style dialog box.

The new Head 2 style appears in the Paragraph Styles panel and is highlighted
to indicate that it’s applied to the selected paragraph.

12 In the Paragraph Styles panel, drag the Head 2 style up into the Heads style
group between Head 1 and Head 3.

13 Choose Edit > Deselect All, then choose File > Save.

Applying a paragraph style

Now you'll apply your paragraph style to other paragraphs in the document.

1 If necessary, scroll to the right to see the right-facing page of the spread.

2 Using the Type tool (T), click to place an insertion point anywhere within
“Tea Gift Collections”

3 Click once on the Head 2 style in the Paragraph Styles panel to apply the style to
the paragraph. The text attributes change to reflect the paragraph style.

4 Repeat steps 2 and 3 to apply the Head 2 style to “Teapots and Tea Accessories”

in the second column.

Note: You can
use the keyboard
shortcut you defined
earlier (Shift+9 or
Command+9) to apply
the Head 2 style as

ea Gift Collection

Our gorgeous tea collections-arg — .
Expedition Tea Company keeps "=
brass fittings.- Give it as-a gift to

Teapots-and T%a Accessories]

“

4

~ (i

%
4 Paragraph Styles |
Intro Body+ (Body Text)

[Basic Paragraph]
¥ [ Heads 1 5
Head 2 Cemd +Num 9
Head ¢
¥ [ Body Text
Intro Bady+
Table Bady

Tea Body

B W B &

with aleather handle aj

lover or to yourself!

well. To apply styles in
Windows, be sure the
Num Lock key on the

within an keypad is down.

5 Choose Edit > Deselect All, then choose File > Save.
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Creating and applying character styles

Tip: Character
styles are helpful for In the previous exercise, paragraph styles allowed you to apply character and para-
lead-in characters such graph formatting to text with a single click or a keystroke. Similarly, character styles
as bullets, numbers in

numbered lists, and . . .
drop caps. They are also single action. Unlike paragraph styles, which format the entire paragraph, character

are a way to apply multiple attributes—such as font, size, and color—to text using a

useful for emphasizing styles apply formatting to selected characters such as a word or phrase.
text within body copy—
for example, the names

of stocks are often in Creating a character style

bold and small caps.
P Now you will create and apply a character style to selected text in the document.

This demonstrates how character styles can make your work more efficient and
consistent.

1 On page 1, scroll to view the first paragraph in the first column.

2 Ifit’s not already visible, open the Character Styles panel by choosing Type >
Character Styles.

The only style listed in this panel is the 2 A

% Character Styles | =
default, [None]. ———m

[Nene]

X

[Nonel 7

As you did with the paragraph style in the

previous section, you'll build a character style
based on existing text formatting. This approach
lets you see the formatting before you create the

style. In this case, you'll format the Expedition

Tea Company name and build it into a character
style, so that it can be reused efficiently
throughout the document.

3 Using the Type tool (T), select the words “Expedition Tea Company” in the first
column of page 1.

Premium Loose Leaf Teas, -

Teapots & Gift Collections

1

Expedition Tea Company™

carries an extensive array of teas from all

the major tea growing regions-and tea estates. Choose from our selection

of teas, gift collections, teapots, or learn- how to make your tea drinking

experience more enjoyable from our STI Certified

] 'I 1 = ! & Tea Specialist, T. Elizabeth Atteberry. 1

4 In the Control panel, click Character Formatting Controls (&). From the Font

Style menu, choose Semibold and then click Small Caps (Tr).
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Now that the text is formatted, you'll create a new character style.

Choose New Character Style from the Character Styles panel menu. The New
Character Style dialog box opens, displaying the formatting you applied to the
text in the Style Settings section.

6 In the Style Name box at the top of the dialog box, type Company Name to
define the purpose of the style.

As you did for the paragraph style you created, now you'll create a keyboard
shortcut for easy application of this style.

Click in the Shortcut box, hold down Shift (Windows) or Command (Mac OS),
and press 8 on the numeric keypad of your keyboard. In Windows, be sure that
the Num Lock key on the keypad is down.

Select Apply Style To Selection to apply this new style to the text you just formatted.

If you don't select Apply Style To Selection, the style appears in your Character
Styles panel, but it is not automatically applied to the text you formatted and the
text is not updated if you need to globally update the Company Name style.

Click Basic Character Formats in the list at left to see what the character
style includes.

New Character Style
General Style Name: Company Name
Basic Character Formats
Lacation
Advanced Character Farm: ’
e Basic Character Formats
OpenType Features
Underline Options —_—
Strikethrough Optiens Font Family: 3
Expart Tagging Font Style: Semibold H
Size: = ﬂ Leading: = =
Kerning: | i3] Tracking: 3
Case: | Small Caps = Position: =%
[=] Underline [=] Ligatures  [=] No Break
[=] Strikethrough

10 Click OK to close the New Character Style dialog box. The new Company Name
style appears in the Character Styles panel.

x

% Character Styles

Company Name

= |‘
4
~& |l f=

[Mane]

Company Name Cmd+Num 8

11 Choose Edit > Deselect All, then choose File > Save.

Note: If you are
working on a laptop
without a numeric
keypad, you can skip
this step.

Tip: Character styles
only include differences,
such as All Caps, from
the attributes specified
in the paragraph style.
You can apply this
character style to text
formatted with any
paragraph style, with
any character attributes,
and All Caps will be
applied. This means
you can have a single
character style for Bold
text, for example.
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Note: You can
also use the keyboard
shortcut you defined
earlier (Ctrl+8 or
Command+8) to
apply the Company
Name style.

Applying a character style

You're ready to apply your character style to selected text already placed in the

document. As with paragraph styles, using character styles prevents you from
having to manually apply multiple type attributes to each instance of text.

1 Scroll to the right to view the right-facing page of the first spread.

To maintain a consistent look for the company name, you'll apply the Company

Name character style.

2 Using the Type tool (T), select the words “Expedition Tea Company” in the first

paragraph of body text.

3 In the Character Styles panel, click once on the Company Name style to apply
it to this text. You should see the text change to reflect the character style

you created.

Our gorgeous tea collections

ExpEDITION TEA COMPANY]|

and brass fittings. Give it as a gif

Tea Gift Collections].

& Character Styles |

Company Name

-

INone]

are

kee

Company Name  Cmd-+Nu

* den tins within an

x with a-leather handle

» tea lover or to yourself!

4 Using either the Character Styles panel or the keyboard shortcut, apply the
Company Name style to the words “Expedition Tea Company” in the second

body paragraph as well.

Teapotsand Tea Accessories]

=

ExpepiTION TEA COMPANY|

& Character Styles |

.
= |ill

Company Name

collection-of modern-and

traditional teapots, chosen to

cast-iron, stainless, and silver

INone] R
Company Name ~ Cmd+Num 8

s

tes including glass, ceramic,

tea bags, tea strainers,

scoops-and other tea things \

~a time perfect. The four main

5 Choose Edit > Deselect All, then choose File > Save.
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Nesting character styles
inside paragraph styles

To make the use of styles more convenient and powerful, InDesign lets you nest
character styles within paragraph styles. These nested styles allow you to apply
distinct character formatting to specific portions of a paragraph—such as the first
character, the second word, or the last line—at the same time you apply a paragraph
style. This makes nested styles ideal for creating run-in headings, where the first
portion of a line or paragraph is styled differently from the rest of the line or para-
graph. In fact, any time you can define a pattern of formatting within a paragraph,
such as applying italic type style until reaching the first period, you can probably
automate the formatting with a nested style.

Creating character styles for nesting

To create a nested style, you need to first create both a character style and a para-
graph style in which to nest it. In this section, you'll create two characters styles
and then nest them within the paragraph style Tea Body, which already exists.

1 Double-click page 4 in the Pages panel, then choose View > Fit In Window.

If the body copy is too small to view, zoom in to the first paragraph under the
“Black Tea” heading, beginning with “Earl Grey” In this exercise, you'll create
two nested styles to distinguish the tea name from the country where it was
grown. Notice that a set of colons (::) separates the name and country, and a
bullet (+) appears after the region. These characters will be important when
creating your nested styles later in this section.

2 Using the Type tool (T), select the words “Earl Grey” in the first column.

3 In the Control panel, click Character Formatting Controls (&) and choose Bold
from the Type Style menu. Leave all other settings at their defaults.

Formatting text by specifying options in the Control, Paragraph, and Character
panels—rather than by applying styles—is called local formatting. This locally
formatted text is now ready to serve as the basis for a new character style.

4 Ifit’s not already visible, open the Character Styles panel by choosing Type >
Character Styles.

5 In the Character Styles panel, choose New Character Style from the panel
menu. The New Character Style dialog box opens, displaying the formatting
you applied.

6 In the Style Name box at the top of the dialog box, type Tea Name to define the
text to which the style will be applied.

Tip: You can use
the incredibly powerful
nested styles feature
to automatically apply
different formatting
within a paragraph
according to a specific
pattern. For example,
in a table of contents,
you can automatically
apply bold to the text,
change the tracking
in the tab leader (the
dots that lead to the page
number), and change
the font and color of the
page number.
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7 Select Apply Style To Selection so that when you finish creating this character

style, it will be applied to the selected text.

New Character Style

General ( Style Name: Tea Name )
Basic Character Formats =TT
Advanced Character Formars
Character Calor General
OpenType Features
Underline Options Based On: [ [None] [ ]
Strikethrough Options
Expart Tagging Shortcut:

Style Settings: ‘Reset To Base )

[None] + Bold

(@ Apply Style to Se\ection)

To make the tea name stand out a little more, you'll change the color from black

to burgundy.

8 On the left side of the panel, click Character Color in the list.

9 In the Character Color settings that appear on the right side of the dialog box,
select the burgundy color swatch (C =43, M =100, Y = 100, K = 30).

New Character Style

General Style Name: Tea Name
Basic Character Farmats Loction
Advanced Character Formats

R Character Color

OpenType Features

Undgerline Options 7T menel r 4
Strikethrough Ogtians E B Registration] k4 L3
Export Tagging [ Paped
| R

[ c=4m=15 y=28 k=0
Bl c-43 M-100 Y-100 K=30

A
[ |c=43, M=100, ¥=100, K=30]

Tint; = +] B overprintFill

10 Click OK to close the New Character Style dialog box. You should see the new

Tea Name style appear in the Character Styles panel.

Now you'll create a second character style for nesting.

11 To the right of the “Earl Grey” text you just formatted, select the text “Sri Lanka”

Using the Character panel (Type menu) or the
Control panel, change the Font Style to Italic.

12 Repeat steps 4 through 7 to create a new character
style called Country Name. When finished, click
OK to close the New Character Style dialog box.
The new Country Name style appears in the
Character Styles panel.
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Country Name

[Nene]
Country Name
Tea Mame
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il 4
~ [l &

Cmd+MNum &

JzJ:"i4




13 Choose Edit > Deselect All, then choose File > Save.

You have successfully created two new character styles. Using these along with
the existing Tea Body paragraph style, you are ready to create and apply your
nested style.

Creating a nested style

When you create a nested style within an existing paragraph style, you're basically
specifying a secondary set of rules for InDesign to follow while formatting a para-
graph. In this exercise, you'll build a nested style into the Tea Body style using one
of the two character styles you created in the previous exercise.

1 Position page 4 in the center of the document window.
2 If the Paragraph Styles panel is not visible, choose Type > Paragraph Styles.

3 In the Paragraph Styles panel, double-click the Tea Body style to open the
Paragraph Style Options dialog box.

4 From the categories on the left side of the dialog box, select Drop Caps And
Nested Styles.

Paragraph Style Options

General Style Name: Tea Body
Basic Character Farmats Location: Bocdy Text
Advanced Character Formars

Drop Caps and Nested Styles

Indents and Spacing

abs

Paragraph Rules

—Drop Caps
Keep Options

Lines Characters Character Style

Hyphenation
Justie= =0 =0 | [None]

Span Calumns
Drop Caps and Nested Styles

L Stvie

ar

| Align Left Edge [ Scale for Descenders

Bullets and Numbering

—Nested Styles

Character Color

OpenType Features Click New Nested Style button to create a nested style.
Underline Options
Strikethrough Options

Export Tagging

<

("New Nested Style ) Delete [&

skl iabald i

—Nested Line Styles

Click New Line Style button to create a line style.

o 8
[ New Line Style ) Delete

5 Inthe Nested Styles section, click the New Nested Style button to create a new
nested style. The [None] style appears.

6 Click the [None] style to display a menu. Select Tea Name; this is the first nested
style in the sequence.

Tip: In addition to
nested styles, InDesign
provides nested line
styles. These let you
specify formatting for
individual lines in a
paragraph—such as
a drop cap followed
by small caps, which
is common in the
lead paragraphs of
magazine articles. If the
text reflows, InDesign
adjusts the formatting
to encompass only
the specified lines. The
controls for creating
nested line styles are
in the Drop Caps And
Nested Styles panel
of the Paragraph Style
Options dialog box.
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Note: On a Mac, you
can copy and paste the
bullet or you can press
Option+8 to insert a
bullet in the field.

Click the word “through” to reveal another menu. This menu contains only two
choices: Through and Up To. The Tea Name character style needs to be applied
up to the first colon (:) after Earl Grey, so select Up To.

Click the number 1 next to Up To to activate a text box into which you can type
a number. The number defines how many elements the style applies through or
up to. Although there are two colons, you only need to reference the first colon,
so leave this as the default 1.

Click Words to reveal another text box and menu. Click the menu button to the
right of the box to view elements to which the style can be applied, including
sentences, characters, and spaces. Rather than selecting any of the listed items,
click in the text box to close the menu and then type a colon (:) in the box.

~Nested Styles
Tea Name up to L - = ]
( New Nested Style \ (" Delete ) [& [¥

10 In the lower-left corner, select Preview and move the Paragraph Style Options

dialog box so that you can see the columns of text. The name for each tea should
be bold and burgundy up to (but not including) the first colon. Click OK.

11 Choose Edit > Deselect All, then choose File > Save.

Adding a second nested style

Now you’ll add another nested style, but first you need to copy a bullet character

from the page. Within the nested style you are creating, the formatting switch takes

place up until a bullet character is encountered—but you cannot always type a bullet

within a dialog box, so you will need to paste it.

1

In the first column under “Black Tea,” navigate to the bullet character after
“Sri Lanka.” Select it and choose Edit > Copy.

In the Paragraph Styles panel, double-click the Tea Body style. In the Drop Caps
And Nested Styles section of the Paragraph Style Options dialog box, click the
New Nested Style button to create another new nested style.

Repeat steps 6 through 9 of “Creating a nested style” to set up your new nested
style with the following formatting:

e First option: Choose Country Name.
¢ Second option: Choose Up To.
¢ Third option: Leave as the default 1.

e Fourth option: Enter the bullet character by pasting the bullet you copied
(Edit > Paste).
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4 If necessary, select Preview in the lower-left corner. Drag the Paragraph Style
Options dialog box out of the way so you can see that each country name is
italicized. Notice that the two colons between the tea name and country are also
italicized—formatting not specified in the design.

To fix the italicized colons, you'll create another nested style that applies [None]
to the colons.

Paragragh Style Options
Style Name: Tea Body G REEN TEA'!
ocacon: foty Taxe Dragonwell (Lung Ching) .- China »
Drop Caps and Nested Styles Y -
Distinguished by its beautiful shape, emerald

Drap Caps color, and sweet floral character. Full-bodied
Lnes Cracscien Charasier biyw ‘tl li } t I l b t «

. : withas -ady ot
= = = = ith a slight heady bouque
L Mign Left Edge __| Scale for Descenders Genmaicha (Popcorn Tea) :: Japan+ Green

tea blended with fire-toasted rice with a

Nested Styles 7 z 2
Psm——. T ~1 natural sweetness, During the firing the rice
Country Name w1 . may “pop” not unlike popcorn

'Sencha Kyoto Cherry Rose :: China = Fresh,

((New Nested Style ) [ Delete iV smooth sencha tea with depth and body. The
T cherry flavoring and subtle rose hints give the|
Click e Line Sle hemion 13 cresms & [ tea an exotic character. §

Superior Gunpowder > Thiwan = Strong
(New Line Style elet & v | dark-green tea with a memorable fragrance
and long lasting finish with surprising body
and captivating green tea taste. !

4 wﬁnm—ﬂfm Enﬁémﬁ.'&alfm Partnership monitored estates.

5 Click the New Nested Style button to create another nested style.

6 Repeat steps 6 through 9 of “Creating a nested style” to set up your new nested
style with the following formatting:

¢ First option: Choose [None].

e Second option: Choose Through.
e Third option: Type 2.

¢ Fourth option: Type : [colon].

You now have a third nested style, but it needs to be placed between the Tea
Name and Country Name nested styles to be in the proper position sequentially.

7 With the [None] nested style selected, click the Up Arrow button once to move
the style between the other two.

Nested Styles

Tea Name up to 1

[None] through 2

Country Name up to il .
("New Nested Style ) { Delete ) m v
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Tip: All of the
InDesign Styles panels
(Character, Object,
Table, and so on) let
you group similar styles
in folders called style
groups. To create a
style group, click the
Create New Style Group
button, at the bottom
of the panel. Click in
the group’s folder to
name it. You can drag
styles into the folder
to organize them, and
you can drag styles up
and down in the list to
organize them.

8 Click OK to accept these changes. You have now finished creating a series of
nested styles that apply the Tea Name and Country Name character styles to
any paragraph styled with the Tea Body paragraph style.

LACKTEAy
Earl Grey:: Sri Lanka* An unbelievable
aroma. that pdrtends an unbelievable taste.. A
correct balance of flavoring that results in-a
refreshing true Earl Grey taste. ]

TiKuanYin Oolong :: China+ A light “airy”
character with lightly noted orchid-like hints
and a sweet fragrant finish

Phoenix Iron Goddess Oolong :: China+ An
light “airy” character with delicate orchid-like

9 Choose Edit > Deselect All, then choose File > Save.

Creating and applying object styles

Object styles let you apply and globally update formatting to graphics and frames.
Combining formatting attributes—including fill, stroke, transparency, and text
wrap options—into object styles helps create a more consistent overall design and
speed up tedious production tasks.

Formatting an object for a style

In this section, you will create and apply an object style to the black circles contain-
ing the “etp” symbols on the second spread of the catalog. (The “etp” stands for
Ethical Tea Partnership.) You'll base the new object style on the formatting of the
black circle. So you'll start by changing the circle’s color and adding a drop shadow
to it; then you can define the new style.

1 Double-click page 4 in the Pages panel to center the page in the document window.

2 Select the Zoom tool (X)) in the Tools panel and increase the magnification to
better view the etp symbol near English Breakfast.

To format the symbol, you will fill it with a burgundy color and apply a Drop
Shadow effect. To make this task easier, the type and circle for all the etp
symbols have been placed on separate layers—the type on the layer called Etp
Type and the circles on a layer called Etp Circle.

3 Choose Window > Layers to view the Layers panel.

4 Click the empty box to the left of the Etp Type layer’s name to display a lock
icon (@). This locks the layer so you cannot accidentally change the text while
editing the object.
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z R — M
¢ Layers | =
& @ ||pet Tvpe o
B[ I_| | etp Circle 5]
N I P Layer 1

Pages: 4-5, 3 Layers Bl ® =

5 With the Selection tool (k), click the black etp symbol next to English Breakfast.

6 Choose Window > Color > Swatches. In the Swatches panel, click the Fill button
and then click the burgundy color swatch (C =43, M = 100, Y = 100, K = 30).

& Swatches

T
A
-=

] c=4m=15 y=48 k=0
Ml c-43 "E 100 ¥=100 K=...

ﬁ iz Tint: |100 E!lx
7] Nonel z 4
. [Registration] " L
[ (Paper]

| REEE

@

7 With the etp symbol still selected, choose Object > Effects > Drop Shadow. In
the Position section, increase the X Offset and Y Offset to p2.

Bevel and Emboss
Satin

Basic Feather

oot

Directional Feathar

| Gradient Feather

[

‘OBJECT: Normal 100%; Drop Shadow
STROKE: Normal 100%; (no effects)
FILL: Normal 100%; (no effects)

E Preview

Angle: ® 135°
"] Use Global Light

Effects.

Settings for: [ Object | :r] Drop Shadow
Transparency Blenting
¥ Drop Shadow Mode: | Multiply s I:‘ Opacity: 75% M
] Inner Shadow
E it — Position

] Inner Gi E——
e Distance: = 0p2.828

— Options
Size: ;r ™ Object Knocks Out Shadow
Spread: 0% H | Shadow Honaors Other Effects
Noise: 0% B

(Ganeel )

8 Click OK. The symbol should now have a drop shadow.
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Tip: Just as with
paragraph and
character styles, you
can base an object style
on another object style.
Changes made to the
Based On style update
all object styles based
on that style. (Unique
characteristics of styles
based on other styles
are maintained.) The
controls for basing a
style on another are in
the General panel of
the New Object Style
dialog box.

Creating an object style

Now that the object is formatted properly, you are ready to create the object style
from its formatting. Keep the etp symbol selected to base the new object style’s
formatting on it.

1 Choose Window > Styles > Object Styles to open the Object Styles panel.

2 In the Object Styles panel, click Create New Style, in the lower-right corner.

% W
¢ Object Styles | -=
[Basic Graphics Frame]+ i !
L
[Nane] 7
[Basic Graphics Frame]+ (58]
[Basic Text Frame] 3]

@ U O[] & @

| Create new style|

3 A new style called Object Style 1 appears in the Object Styles panel. Double-
click it to edit its name and attributes.

4 In the Style Name box at the top of the Object Style Options dialog box, type
ETP Symbol to describe the purpose of the style.

Object Style Options

Style Name: ETP Symbol

Location

Basic Attributes General
[General

I Fin

¥ suoke

¥ Stroke & Corner Optians.
=) Paragraph Styles

[¥ Text Frame General Options

Based On: | [Basic Graphics Frame] [ ]

Shortcut:

o —. .
(_ Reset To Base )

[ Text Frame Baseline Options
¥ Text Frame Auto Size Options
¥ story Oprions

¥ Text Wrap & Other i
[¥ Anchored Object Options v

Style Settings:
B Fill
b Stroke

b Stroke & Corner Options
P Text Frame General Options

| Text Frame Baseline Options

[ Transparency
) Drop Shadow
(] inner Shadow
(] Outer Glow

) Inner Glow

([ satin

sic Feather

M Preview

Effects for: | Object s

] Bevel and Emboss

[ Directional Feather

(] Gradient Feather

b Text Frame Auto Size Options
I Story Options

} Text Wrap & Other

b Anchared Object Options

b Object Effects

b Stroke Effects

b Fill Effects

b Text Effects

Apply Style to Selection

(" Cancel ) 0K

The selected boxes on the left side of this dialog box indicate which attributes will
be applied when this style is used. Now you’ll change some of these attributes to

modify the ETP Symbol style a bit more.
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5 To modify the drop shadow to the style, select the Drop Shadow box in the
Effects For Object list at left. If necessary, click the list entry to display the Drop
Shadow settings.

6 In the Blending area, click the color swatch and then choose the pale yellow
(C=4,M=15,Y=48,K=0).

Object Style Options

Style Name: ETP Symbol

Location:

Basic Attributes Drop Shadow @on ()off ()lignore \
General
o Fn Blending
Stroke Mode: | Multipl o3 Opacity: 100% v
¥
[ stroke & Corner Options J
[=) Paragraph Styles _ Position
@ Text Frame General Options ) e -
W T e el et Distance: < 0p2.828 X Offset: < 0p2
] Text Frame Auta Size Options Angle: @ 135° Y Offset: < 0p2
B o vt [l Use Global Light
[ Text Wrap & Other a =
@ Anchored Object Options v
— Options
Effects for: | Object s Size: = 0p5S ™ Object Knocks Out Shadow
@ Transparency Spread: 0% i® | Shadow Honaors Other Effects
[ Drap shadow Moise: 0% |I ‘
] Inner Shadow =
) Outer Glow
] Inner Glow
] Bevel and Emboss
] Satin
) Basic Feather
(] Directional Feather
"] Gradient Feather

&
o
7
<
]
S

7 Click OK to close the Object Style Options dialog box. The new ETP Symbol
style appears in the Object Styles panel.

E— o«
4 Object Styles =
ETP Symbal &
[Mone] B
[Basic Graphics Frame] E]
[Basic Text Frame] 3]

ETP Symbol

8 Choose Edit > Deselect All, then choose File > Save.
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Tip: When you
modify a style, the
text, table, or objects
to which the style
is applied update
automatically. If you
have a specific instance
of text, a table, or an
object that you do not
want to update, you
can break its link to the
style. Each styles panel
(Paragraph Styles, Cell
Styles, and so on) has
a Break Link To Style
command in the panel
menu.

Applying an object style
Now you'll apply your new object style to the other circles on the second spread.

Applying the object style changes the formatting of the circles automatically; you
don’t have to manually apply the color and drop shadow to each circle individually.

1 With pages 4 and 5 displayed, choose View > Fit Spread In Window.
To quickly select the etp objects, you will hide the layer containing the text.

2 Choose Window > Layers. In the Layers panel, click in the visibility box to the
far left of Layer 1 to hide this layer.

x H
¢ Layers | =
@ @ |[rerTyee

E [~ l|® etp Circle Q (=]

[ [ I P Layer 1
Toggles visibility

Pages: 4-5, 3 Layers Bl W

3 Select the Selection tool (k) and choose Edit > Select All

4 With all of the etp circles selected, click the ETP Symbol style in the Object
Styles panel.

= "
@ % Object Styles |

ETP Symbal

4

~x | [l

[None]

[Basic Graphics Frame]

B s

[Basic Text Frame]

" ETP Symbal
@ 8

@ O ae O Bl W %

5 Inthe Layers panel, click in the column to the far left of Layer 1 to display the

layer again.

6 Choose Edit > Deselect All, then choose File > Save.
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Creating and applying table and cell styles

Table and cell styles let you format tables with the same convenience and consis-
tency you get from styling text with paragraph and character styles. Table styles
let you control the visual attributes of the table, including the table border, space
before and after the table, row and column strokes, and alternating fill patterns.
Cell styles let you control cell inset spacing, vertical justification, individual cell
strokes and fills, and diagonal lines. You'll learn more about creating tables in
Chapter 11, “Creating Tables”

In this exercise, you'll create and apply a table style and two cell styles to tables in
the catalog document, to help distinguish the different descriptions of tea.

Creating cell styles

You'll begin by creating cell styles for both the header row and body rows of the

table at the bottom of page 3. Later, you'll nest these two styles inside the Table style,
a process similar to how you nested character styles inside a paragraph style earlier

in this lesson. You'll now create two cell styles.

1 Double-click page 3 in the Pages panel and then choose View > Fit Page
In Window.

2 Using the Zoom tool (), drag around the table at the bottom of the page to
make it easily visible.

3 Using the Type tool (T), click and drag to select the first two cells in the header
row, containing the words “Tea” and “Finished Leaf”

Brewing DETAILS
1659 for 5-7 min.
180° for 2-4 min.
212° for 5-7 min.

2120 for 3-5 min. :

FinisHED LEAF CoLor

White+ | Soft, grayish white

Pale yellow or pinkish
Green+ | Dull to brilliant green Green or yellowish #
Oolong: | Blackish or greenish Green to brownish

Black Lustrous black Rich red or brownish

4 Choose Table > Cell Options > Strokes And Fills. For Cell Fill, select the pale
yellow color swatch (C =4, M = 15,Y =48, K = 0). Click OK.

— Cell Fill
Color: |[1C=4 M=15 Y=4.. ol Tint: = 100%
(A [None]
M [Registration]
[1[Paper]
|| Preview Ml [Black] (" Cancel oK

[1C=4 M=15 Y=48K=0 Kk

5 With the cells still selected, open the Cell Styles panel by choosing Window >
Styles > Cell Styles.

Tip: Once you have
even a rough idea of
how you want text,
objects, and tables
to look, you can start
creating styles and
applying them.Then,
as you experiment
with a design and
make changes, you can
simply update the style
definitions using the
Redefine Style option—
this automatically
updates the formatting
of anything to which
the style is applied.
The panel menu for
all of the InDesign
Styles panels, such as
Paragraph Styles and
Table Styles, provide the
Redefine Style option.
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6 From the Cell Styles panel menu, choose New Cell Style.

Table Table Styl( ¢ Cell Styles = New Cell Style...
[None]+ Duplic :
[None] + ks

Clear Overrides
Clear Attributes Not Defined by Style

< Lir to Style

The cell formatting you applied to the selected cells is displayed in the Style
Settings box. You'll also notice additional cell formatting options on the left side
of the dialog box. In this exercise, however, you are only going to set the desired
paragraph style to use for the text within the header row.

Tip: You can create 7 In the Style Name box at the top of the New Cell Style dialog box, type
new styles from any Table Head.
InDesign Styles panel
(Character, Object, 8 From the Paragraph Style pop-up menu, choose Head 4. This paragraph style
Table, and so on) by was already created in the document. Click OK.
choosing New Style
from the panel menu New Cell Style
or clicking the Create —_————
General Style Name: Table Head
New Style button, at the Text S
bottom of the panel. e General
— Style Info
Shorteut:

Style Settings: |Nonsl + Paragraph Style: Head 4 + Top Stroke Weight: 0.5 pt
+ Top Stroke Color: [Black] + Top Stroke Gap Color: [Paper] + m
Top Stroke Type: Solid + Top Stroke Tint: 50% + Top Stroke
Gap Tint: 100% + Top Stroke Overprint: Off + Bottom Stroke
Weight: 0.5 pt + Bottom Stroke Color: [Black] + Battom Stroke | ¥

i

— Paragraph Styles

Paragraph Style: | Head 4 (Heads) = i

Now you will create a new cell style for the body rows.

9 Using the Type tool (T), select the first two cells of the second row of the table.
They contain the words “White” and “Soft, grayish white”
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10 From the Cell Styles panel menu, choose New Cell Style.
11 In the Style Name box, name this style Table Body Rows.

12 From the Paragraph Style pop-up menu, choose Table Body. This paragraph
style was already created in the document.

= = = Cell StyleOptions
General Style Name: Table Body Rows
Text Location:
Strokes and Fills Ceneral
Diagenal Lines
— Style Info
Based On: | [None] I‘ﬁ']
Shortcut:

Style Settings: | Nonel + Paragraph Style: Table Bady + Tap Siroke Weight: 0.5
ot + Top Stroke Color [Black] + Top Stroke Gap Color: [Paper]

+ Top Stroke Type: Solid + Top Seroke Tint: 50% + Top Stroke

Gap Tint: 100% + Top Stroke Overprint: Off + Bottom Stroke

Weight: 0.5 pt + Bottom Stroke Color: (Black] + Bottom Stroke | ¥

— Paragraph Styles
Paragraph Style: [ Table Body (Body Text) M
[No Paragraph Style]
[Basic Paragraph]
3 Heads
Head 1
Head 2
Head 3

Head 4
] Preview fancel
o (3 Body Text :

Intro Body

Tea Body
({lgnore)

MNew Paragraph Style...

13 Click OK. The two new cell styles appear in the Cell Styles panel.

4 Cell Styles

[None] s
Table Body Rows
Table Head

=] 3

14 Choose Edit > Deselect All, then choose File > Save.
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Creating a table style

Now you'll create a table style that not only formats the overall look of the table,
but applies the two cell styles you just created to the header and body rows.

1 With the table still easily visible onscreen, select the Type tool (T). Click to
place an insertion point anywhere in the table.

2 Choose Window > Styles > Table Styles. From the Table Styles panel menu,
choose New Table Style.

Table ¢ Table Styles | Cell Styl New Table Style...
[Basic Table] % Duplicate Style...
[Basic Table] e Style...

Style Options...

errides

Break Link to Style

Load Table Styles...

3 In the Style Name box, type Tea Table.
4 In the Cell Styles section, choose the following options:
e Table Head from the Header Rows menu.

e Table Body Rows from the Body Rows menu.

New Table Style
General Style Name: Tea Table
Table Setup i
Row Strokes.
Column Strokes General
Fills
—Style Info
Based On: | [No Table Style] 4
Shortcut:

Style Settings: |[Nc Table Stylel + Bocy Region Cell Style: Table Bocly Rows + Header Reglon Cel Style: Table
Head

—Cell Styles
Header Rows: | Table Head 3 ] Left Column: | [Same as Body R...| & ]

Footer Rows: | [Same as Body R...| 5 ! Right Column: [ [Same as Body R...| 2-]
Body Rows: | Table Body Rows | :'-]

| Preview ( Cancel )( 0K
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You'll now set up the table style to apply alternating rows of color to the body rows.

options for alternating rows appear.

Specify the following Alternating options:

Select the Fills category on the left side of the New Table Style dialog box.

Choose Every Other Row from the Alternating Pattern pop-up menu. The

e For Color, select the pale yellow color swatch (C=4, M =15,Y =48, K =0).

» For Tint, type 30%.

New Table Style
General Style Name: Tea Table
Table Setup et
Row Strokes.
Column Strokes Fills
Fills
—Alternating Pattern: | Every Other Row 5=
Alternating
First: =1 Rows dext: =1 Rows
Color: |[[1C=4 M=15 ¥Y=4... | § olor: | 7 [None] |-&
Tint: = 30% ] Overprint Tint: = 100% Overprint
Skip First: =0 Rows Skip Last: =0 Rows
| Preview ( Cancel ( 0K )

8 Click OK. The new table style, Tea Table, appears in the Table Styles panel.

T— I A
Ta.hlj ¢ Table Styles | Cell Stylj =
[Basic Table]
[Basic Table]
Tea Table
= T

9 Choose Edit > Deselect All, then choose File > Save.
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Tip: If you create a
table from existing text
(using Table > Convert
Text To Table), you can
apply a table style as
you convert the text.

Applying a table style
Now you'll apply the table style you just created to the two tables in the document.

1 With the table still easily visible onscreen, select the Type tool (T). Click to
place an insertion point anywhere in the table.

2 In the Tables Styles panel, click the Tea Table style. The table is reformatted with
the table and cell styles you created.

TeEA” FINISHED-LEAF%
White# | Soft, = ===gtey

[Basic Table]

Green# | Dull— greent
Oolong# | Blacl — ish#

Black# Lustrous -biack#

3 Double-click page 6 in the Pages panel, then choose View > Fit Page In Window.
Click to place an insertion point anywhere in the Tea Tasting Overview table.

4 In the Table Styles panel, click the Tea Table style. The table is reformatted with
the table and cell styles you created.

i x = =
Tea TasTing OVERVIEW! e
BlaCk Tea_ Tasting:‘ Tea Table P
[Basic Table] ||
Learn to distinguish the varioy =T 1

Darjeelings, Yunnans and othe
Green Tea Tasting

An overview-and- tasting of Jap

Gyrokuro, Matcha and Genmaicha
Oolong Tea Tasting#

5 Choose Edit > Deselect All, then choose File > Save.
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Globally updating styles

There are two ways to update paragraph, character, object, table, and cell styles in

InDesign. The first is simply to open a style itself and make changes to the format-

ting options. Because there’s a link between the style and the text to which it’s

applied, all the text is updated to reflect any changes you make to the style.

The other way to update a style is to use local formatting to modify some text, and
then redefine the style based on the updated formatting. In this exercise, you'll

make a change to the Head 3 style to include a rule below it.

1
2

Double-click page 4 in the Pages panel, then choose View > Fit Page In Window.

Using the Type tool (T), click to place an insertion point in “Black Tea” at the
top of the first column.

If it’s not already visible, choose Type > Paragraph Styles to view the Paragraph
Styles panel. Notice that the Head 3 style is selected, indicating that it is applied
to the selected text.

Choose Type > Paragraph to display the Paragraph panel. Choose Paragraph
Rules from the panel menu.

In the Paragraph Rules dialog box, choose Rule Below from the pop-up menu
at the top of the dialog box, and select Rule On. Make sure that Preview is
selected, and move the dialog box so you can see “Black Tea” on your screen.

Format the rule using the following settings:

e Weight: 1 pt

e Color: C=4,M=15,Y =48, K = 0 (pale yellow swatch)
e Offset: p2

Leave all other settings at their defaults.

Paragraph Rules

—| Rule Below % ]ERU'E On

Weight: -E-Iptii! Type: | EE— |
(color: [Oc=aM=15v=_.|3] ) Tint: 21100% 3]
|_| Overprint Stroke
Gap Color: | Z1[None] Gap Tint: <

Overprint Gap

Width: | Column  |£

Left Indent: == 0p0

Offset: = 0p2

Right Inaent: —jupu

- Keep In Frame

EI Praview

( Cancel ) { 0K

Tip: Redefining
styles as shown here
updates a style to
match new formatting.
You can, however, do
the reverse and force
formatting that has
been changed to match
a style. (If a selection
does not precisely
match its style, a plus
sign appears next to
the style name.) Each
styles panel (Paragraph
Styles, Object Styles,
and so on) has a Clear
Overrides control at the
bottom indicated by
an icon and a plus sign.
Move your mouse over
the icon to learn how
to clear overrides in the
selection.
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Note: You can use
the process in step 8
to redefine any type
of style based on local
formatting.

7 Click OK. A thin yellow line now appears below “Black Tea”

BLACK TEAq

Earl Grey :: Sri Lanka * An-unbelievable

refreshing true Earl Grey taste.

aroma-that portends an unbelievable taste. A
correct balance of flavoring that results in-a

In the Paragraph Styles panel, notice that a plus sign (+) appears next to the
Head 3 style name. This indicates that the selected text has local formatting
applied to it, which is overriding the applied style. Now you’ll redefine the
paragraph style so that the local change is incorporated in the paragraph style
definition and automatically applied to all the headlines previously formatted

with the Head 3 style.

8 In the Paragraph Styles panel menu, choose Redefine Style. The + should no
longer appear next to the Head 3 style name. All headlines in the document
that have been styled with Head 3 should globally update to reflect the changes

you made.

= ]
¢ Paragraph Styles | 5= New Paragraph Style...

Head 3+ (Heads) # Duplicate Style...
[Basic Paragraph] m Delete Style

Head 2 Crd+Num 9 Stv|e Options...
Head 3+

Clear Qverrides
Head 4 =i e M

VR e Break Link to Style
Intro Body
Table Body %  Load Paragraph Styles...
Tea Body . Load All Text Styles...
Table Body

T - Select All Unused
.......... ~  Edit All Export Tags...

9 Choose Edit > Deselect All, then choose File > Save.
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Loading styles from another document

Styles appear only in the document in which you create them. However, it’s easy
to share styles between InDesign documents by loading, or importing, styles from
other InDesign documents. In this exercise, you'll import a paragraph style from
the finished document 09_End.indd and apply the style to the first body paragraph
on page 2.

1 Double-click page 2 in the Pages panel, then choose View > Fit Page In Window.

2 Ifit’s not already visible, choose Type > Paragraph Styles to view the Paragraph
Styles panel.

3 Choose Load All Text Styles from the Paragraph Styles panel menu.

¢ Paragraph Styles | £=  New Paragraph Style...

Head 3 (Heads) #  Duplicate Style...
[Basic Paragraph] m  Delete Style
¥ (7] Heads
Head 1
Head 2 Cmd-+Num 9 Style Options...
Head 3

Head 4 Co 3" Bullet
W (L] Body Text Break Link to Style

Intro Body
Table Body “  Load Paragraph Styles...

Tea Body m  Load All Text Styles...
v

At By - = Select All Unused
.......... : = Edit All Export Tags...

4 Inthe Open A File dialog box, double-click 09_End.indd, in the Lesson_09
folder. The Load Styles dialog box appears.

5 Click Uncheck All; you do not need to import all the styles, as they already exist
in this document.

6 Select the paragraph style Drop Cap Body. Scroll down to Drop Cap and make
sure it is selected as well.

Load Styles |
| |7zge Incoming Style | Conflict with Existing Style f OK
—\ 7 Body Text:Tea Body ; —
# | 91 Drop Cap Body (_ Cancel )
™ | A Drep Cap
— A Country Name m
) A TeaName i
[ A Company Name v

Check All [ Uncheck All )
Incoming Style Definition
[Nane] + calor: C=43 M=100 Y=100K=30 +
Italic + tint: 100% + OT swash
%]
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7 Click OK to import both styles.

8 Using the Type tool (T), place an insertion point in the second body paragraph,
which starts with “We carry,” and select the new Drop Cap Body style in the
Paragraph Styles panel. The initial “We” should become an italicized burgundy

drop cap.
w Carry q Wlde :P:uagraph Styles | v;
Drop Cap Body 5
e of premium |, ..~
w [[7] Body Text
teas including black — mess
P Tabla Body
oolong, white, ro¢
rop Cap Body
chai. Many of th 5w s

9 Choose Edit > Deselect All, then choose File > Save.

Finishing up

As a final step, you'll preview the document in its finished state.

1 At the bottom of the Tools panel, click Preview.
2 Choose View > Fit Page In Window.

3 Press Tab to hide all of the panels and review the results of
your work.

Congratulations! You have now completed this lesson.

Exploring on your own

[ ] 5

L} Normal

[ Preview
& Blead
& Slug

[ Presentation

When you're creating a long document or a template to use as the basis for other
documents, you want to take full advantage of all styles features. To fine-tune the

styles further, try the following:

e Drag the new Drop Cap Body style into the Body Text group in the Paragraph

Styles panel.

e Experiment with grouping the objects that make up the etp circles and
anchoring them in the text (Object > Anchored Objects > Options). Anchoring

options can be saved with object styles.

e Add more keyboard shortcuts to the existing styles.
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Review questions

How can using object styles speed up your workflow?
What must you have created previously in order to create a nested style?

‘What are the two ways to globally update a style you've applied in an
InDesign document?

How would you import styles from another InDesign document?

Review answers

1

Object styles save time by letting you keep a group of formatting attributes together
that you can quickly apply to graphics and frames. If you need to update the formatting,
you don'’t have to change each frame formatted with the style individually. Instead, you
can simply modify the object style to automatically update all the frames to which it

is applied.

The two prerequisites for creating nested styles are that you have first created a
character style, and that you have built a paragraph style in which to nest it.

There are two ways to update styles in InDesign. The first is to edit the style itself and
make changes to the formatting options. The other is to use local formatting to change
an instance, and then redefine the style based on that instance.

Importing styles is easy. Simply choose the appropriate Load Style option from the
Object Styles panel menu, Character Styles panel menu, Paragraph Styles panel menu,
Table Styles panel menu, or Cell Styles panel menu, and locate the InDesign document
from which you want to load them. The styles are then loaded into the respective panel
and are immediately available for use inside your document.
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IMPORTING AND
MODIFYING GRAPHICS

Lesson Overview

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

Distinguish between vector and bitmap graphics.

Import Adobe Photoshop and Adobe Illustrator graphics.
Manage imported graphics files using the Links panel.
Adjust the display quality of graphics.

Adjust the appearance of graphics by manipulating paths and
alpha channels.

Create an anchored graphics frame.
Create and use libraries of objects.

Import graphics using Adobe Bridge.

This lesson will take approximately 60 minutes.



1 * Pathways
2« Early Frost
3 « Whispers of Rain
4 * These Hands I Hold
5 » Night Vision
6+ Orchard of Kings
7 * Bread
8 « Mist & Light
9 * Endless and Then
10 * Corners
11 * I am, the Stepping Stone
12 * Just Knowing My Own

1325 Hollywood Blvd
Hollywood, CA 90211

rickyrecords.com

u can easily enhance your document with photo-
graphs and artwork imported from Adobe Photoshop,
Adobe lllustrator, or other graphics applications. If
these imported graphics change, InDesign can notify
you that a newer version of a graphic is available. You
can update or replace imported graphics at any time.

addie mose




Note: If you have
not already copied
the resource files
for this lesson onto
your hard disk from
the Adobe InDesign
CS6 Classroom in a
Book CD, do so now.
See “Copying the
Classroom in a Book
files” on page 2.

Getting started

In this lesson, you'll assemble a booklet for a compact disc (CD) by importing and
managing graphics from Adobe Photoshop, Adobe Illustrator, and Adobe Acrobat.
The insert is designed so that after printing and trimming it fits into a CD case.

This lesson includes steps that you can perform using Adobe Photoshop if you have
it installed on your computer.

1 To ensure that the preference and default settings of your Adobe InDesign CS6
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 page 3.

2 Start Adobe InDesign CS6. 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.

3 Choose File > Open, and open the 10_a_Start.indd file in the Lesson_10 folder,
located inside the Lessons folder within the InDesignCIB folder on your hard
drive. A message appears saying that the document contains links to sources that
have been modified.

4 Click Don’t Update Links. You will fix the modified links later in the lesson.

5 If necessary, close the Links panel so it doesn’t obscure your view of the
document. The Links panel opens automatically whenever you open an InDesign
document that contains missing or modified links.

6 To see what the finished document looks like, open the 10_b_End.indd file in the
same folder. If you prefer, you can leave the document open as you work to act as

a guide. When you're ready to resume working on the lesson document, choose
10_a_Start.indd from the Window menu.

[there was an edit requested for this image in the p1 correx pdf, send new]
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7 Choose File > Save As, rename the file 10_cdbook.indd, and save it in the Note: Asyou
Lesson_10 folder. work through the

lesson, move panels
around, or change the
magnification to a level

Adding graphics from other programs that works best for you.

For more information,

see“Changing the

InDesign supports many common graphics file formats. While this means that you magnification of a

can use graphics that were created using a wide range of applications, InDesign document”in Lesson 1,
works best with other Adobe professional graphics applications, such as Photoshop, "'ntfldeCing the
Workspace.”

Illustrator, and Acrobat.

By default, imported graphics are linked, which means that InDesign displays a pre-
view of the graphics file in your layout without actually copying the entire graphics
file into the InDesign document.

There are two major advantages to linking graphics files. First, it saves disk space,
especially if you reuse the same graphic in many InDesign documents. Second, you
can edit a linked graphic in the application you used to create it and then simply update
the link in the InDesign Links panel. Updating a linked file maintains the current loca-
tion and settings for the graphic file so you don’t have to redo that work.

All linked graphics and text files are listed in the Links panel, which provides but-
tons and commands for managing links. When you create the final output using
PostScript or Adobe Portable Document Format (PDF), InDesign uses the links

to produce the highest level of quality available from the original, externally stored
versions of the placed graphics.

Comparing vector and bitmap graphics

The drawing tools of Adobe InDesign and Adobe Illustrator create vector graphics,
which are made up of shapes based on mathematical expressions. Vector graphics
consist of smooth lines that retain their clarity when scaled. They are appropriate
for illustrations, type, and graphics such as logos, all of which are typically scaled to
different sizes.

Bitmap images are made up of a grid of pixels and are typically created with digital
cameras and scanners and then modified using an image-editing application, such
as Adobe Photoshop. In working with bitmap images, you edit pixels rather than
objects or shapes. Because bitmap graphics can represent subtle gradations of shade
and color, they are appropriate for continuous-tone images, such as photographs or
artwork created in painting applications. A disadvantage of bitmap graphics is that
they lose definition and appear “jagged” when enlarged. Additionally, bitmap images
are typically larger in file size than a similar vector file.
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Logo drawn as vector art (left) and rasterized as bitmap art (right).

In general, use vector drawing tools to create art or type with clean lines that look
good at any size, such as a logo used on a business card and also on a poster. You
can create vector artwork using the InDesign drawing tools, or you might prefer to
take advantage of the wider range of vector drawing tools available in Illustrator.
You can use Photoshop to create bitmap images that have the soft lines of painted
or photographic art and to apply special effects to artwork.

Managing links to imported files

When you opened the lesson file, you saw an alert message about problems with
the linked files. You'll resolve those issues using the Links panel, which provides
complete information about the status of any linked text or graphics file in your

document.

You can use the Links panel to manage placed graphics or text files in many other
ways, such as updating or replacing text or graphics. All of the techniques you learn
in this lesson about managing linked files apply equally to graphics files and text files
that you place in your document.

Identifying imported images

To identify some of the images that have already been imported into the document,
you'll use two different techniques involving the Links panel. Later in this lesson,
you'll also use the Links panel to edit and update imported graphics.

1 Center page 4 in the document window by choosing it from the Page Number
box at the lower-left corner of the document window.

I

= m S
PL

A-Master
M 44 Al
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2 Ifthe Links panel is not visible, choose Window > Links.

3 Using the Selection tool (k), select the Orchard of Kings logo type on page 4,
the far right page of the first spread. Notice that the graphic’s filename, 10_i.ai,
becomes selected in the Links panel when you select the graphic in the layout.

A B C
ES
Palies | Layers | Links | =
I | @
v 10ia@ 0
10 iai ]
10_tai T Y
I 10.g.psd 3 2
10_f.pdf E]
10_h.psd 4
[ 10.1pse 5

¥ 1Seleced @® AE QR S —
Link Info, By o

Name: 10_izi
Format: Adabe PDF

Size: 100 5 KB (112440 byres)

Layar Overrides: No
Title: 081

H..._10:10_i.a
iay, D..9 12:32 M

Transparency: No

Now you'll use the Links panel to locate a graphic in the layo

ut.

IOTmMmQo

A. Filename column

B. Status column

C. Page column

D. Show/Hide Link Information button
E. Relink button

F. Go To Link button

G. Update Link button

H. Edit Original button

4 In the Links panel, select 10_g.psd and then click the Go To Link button ().
The graphic becomes selected and centered on the screen. This is a quick way to

find a graphic when you know its filename.

These techniques for identifying and locating linked graphics are useful throughout

this lesson and whenever you work with a large number of imported files.

Viewing information about linked files

The Links panel makes it easy to work with linked graphics and text files and to Tip: You can detach

display additional information about linked files.

the Links panel from
its group of panels by

1 If the Links panel is not visible, choose Window > Links to display it. If you dragging its tab. Once
cannot see the names of all the linked files without scrolling, drag the horizontal you've detached the

divider bar in the Links panel downward to enlarge the top half of the panel so

that all the links are visible.

panel, you can resize it
by dragging its lower-
right corner.

2 Select the link 10_g.psd. The Link Info section at the bottom half of the panel

displays information about the selected link.
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Tip: You can
rearrange the columns
in the Links panel
by dragging column
headings.

Tip: You can also
choose Reveal in Bridge
from the Links panel
menu to locate an
imported graphic file
and rename it.

256 LESSON 10

3

4

Click the Select Next Link In The List triangle (») to view information about
the following file in the Links panel list, 10_f.pdf. You can quickly examine all
the links in the list this way. Currently, every link displays an alert icon (&) in
the Status column. This icon indicates a linking problem, which you’ll address
later. After you've examined the link information, click the Show/Hide Link
Information button (%) above Link Info to hide the Link Info section.

By default, files are sorted in the Links panel by page number. You can sort the
file list in different ways.

Click the Name column heading in the Links panel. The panel now lists the links
in alphabetical order. Each time you click a column heading, the list toggles
between descending order and ascending order.

x 4
Pages | Layers | Links | =
Nam% ‘| S a |
il 10, f.pdf o [ _é_
¥ 10 g.psd ! 2
H 10_h.psd ! 4
v 10_i.ai {2) B
10_Lai ! 4
* 10_i.ai ! L]
' 10_l.psd ' 5
- »
lselected =3 ~40 SEH S

Showing files in Explorer (Windows) or Finder (Mac OS)

Although the Links panel gives you information about the attributes and location

of a specific imported graphics file, it does not let you make changes to the file or
change the name of the file. You can access the original file of an imported graphics
file by using the Reveal In Explorer (Windows) or Reveal In Finder (Mac OS) option.

1

Select 10_g.psd if it is not currently chosen. From the Links panel menu, choose
Reveal In Explorer (Windows) or Reveal In Finder (Mac OS) to open the folder
where the linked file is currently stored and select the file. This feature is useful
for locating files on your hard drive and renaming them, if necessary.

Close the window and return to InDesign.

Updating revised graphics

Even after you place text or graphics files in your InDesign document, you can still
use other applications to modify those files. The Links panel indicates which files
have been modified outside of InDesign and gives you the choice of updating your

document with the latest versions of those files.
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In the Links panel, the file 10_i.ai has an alert icon (&), indicating that the origi-
nal file has been modified. This is one of the files that caused the alert message to
appear when you first opened this document. You'll update the link for this file so
that the InDesign document uses the current version.

1 In the Links panel, click the disclosure triangle ([#) to the left of the file 10_i.ai Tip: You can click
to reveal two instances of the imported file. Select the instance of the 10_i.ai file thehpa?e I”UI’(“be" to the
) . . . . right of a link name in
that’s on page 4 and click the Go To Link button (~[) to view the graphic the Links panel to go
in magnified view. You don’t have to do this step to update a link, but it’s a to the link and center
quick way to double-check which imported file you are about to update and itin the document
window.

see the results.

addie'

2 Click the Update Link button (& [). The appearance of the image in the Tip: All of the
document changes to represent its newer version. buttons at the bottom

of the Links panel

are also available as

commands in the Links

panel menu.

addie mose

3 To update the rest of the modified graphic files, choose Update All Links from
the Links panel menu.

Now you'll replace the image of the hands on the first spread (pages 2—4) with a
modified image. You'll use the Relink button to reassign the link to another graphic.

4 @Go to pages 2—4 (the first spread), and choose View > Fit Spread In Window.

5 Use the Selection tool (k) to select the 10_h.psd image on page 4. It’s the
photograph of the interlocked hands. (If you click within the content grabber,
you'll select the graphic rather than the frame, but for this task, you can select
either.) You can tell when you've selected the right image because the filename
becomes selected in the Links panel.
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Tip: You can choose
Panel Options from the
Links panel menu and
customize the columns
and information shown
in the panel. After
adding columns, you
can adjust their size
and position.

6 Click the Relink button (=i=) in the Links panel.

7 Browse to find the 10_j.psd file in the Lesson_10 folder, and then click Open.
The new version of the image (which has a different background) replaces the
original image, and the Links panel is updated accordingly.

8 Click a blank area of the pasteboard to deselect all of the objects on the spread.

9 Choose File > Save to save your work.

Viewing link status in the Links panel

A linked graphic can appear in the Links panel in any of the following ways:

* An up-to-date graphic displays only the filename and its page in the document.

* A modified file displays a yellow triangle with an exclamation point (&). This
alert icon means that the version of the file on disk is more recent than the
version in your document. For example, this icon will appear if you import a
Photoshop graphic into InDesign, and then another artist edits and saves the
original graphic using Photoshop.

* A missing file displays a red hexagon with a question mark (@). The file isn't at
the location from which it was originally imported, though the file may still exist
somewhere. This can happen if someone moves an original file to a different
folder or server after it's been imported into an InDesign document. You can't
know whether a missing graphic is up to date until its original is located. If you
print or export a document when this icon is displayed, the graphic may not
print or export at full resolution.

—From InDesign Help

Adjusting display quality

Now that you've resolved all of the links, you're ready to start adding more graph-
ics. But first, you will adjust the view quality of the Illustrator file 10_i.ai that you
updated earlier in this lesson.

When you place an image in a document, InDesign automatically creates a low-
resolution (proxy) version of it, corresponding to the current settings in the Display
Performance section of the Preferences dialog box. The images in this document are
currently low-resolution proxies, which is why they appear to have jagged edges.
Reducing the onscreen quality of placed graphics displays pages faster and doesn’t
affect the quality of the final output. You can control the degree of detail InDesign
uses to display placed graphics.

1 In the Links panel, select the 10_i.ai file you updated in the previous exercise (on
page 4). Click the Go To Link button (~+&) to view the graphic in magnified view.

258 LESSON 10 Importing and Modifying Graphics



2 Right-click (Windows), or Control-click (Mac OS) the Orchard of Kings graphic,
and then choose Display Performance > High Quality Display from the context
menu. The selected image appears at full resolution. You can use this process to
confirm the clarity, appearance, or position of an individually placed graphic in

your InDesign layout.

addie nlose

Onscreen display using Typical Display. High Quality Display.

3 Choose View > Display Performance > High Quality Display. This setting
changes the default display performance for the entire document. All graphics
are displayed at the highest quality.

On older computers, or for designs with many imported graphics, this setting
can sometimes result in slower screen redraw. In most cases, it is advisable to set
your Display Performance to Typical Display and then change the display quality
of individual graphics as needed.

4 Choose File > Save.

Working with clipping paths

You can remove unwanted backgrounds from images using InDesign. You'll get
some experience doing this in the following exercise. In addition to removing the
background in InDesign, you can also create paths or alpha channels in Photoshop
that can be used to silhouette an image that’s been placed in an InDesign layout.

The image you will be placing has a solid rectangular background that blocks the
view of the area behind it. You can hide unwanted parts of an image using a clipping
path—a drawn vector outline that acts as a mask. InDesign can create clipping paths
from many kinds of images:

e If you draw a path in Photoshop and save it with the image, InDesign can create
a clipping path from it.

e Ifyou paint an alpha channel in Photoshop and save it with the image, InDesign can
create a clipping path from it. An alpha channel carries transparent and opaque
areas and is commonly created with images used for photo or video compositing.

e If the image has a light or white background, InDesign can automatically detect
the edge between the subject and the background and create a clipping path.
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Note: If you can't
find a setting that
removes all of the
background without
affecting the subject,
specify a value that
leaves the entire subject
visible along with
small bits of the white
background. You'll
eliminate the remaining
white background by
fine-tuning the clipping
path in the following
steps.
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The pear image you will be placing doesn’t have a clipping path or an alpha channel,
but it does have a solid white background that InDesign can remove.

Removing a white background using InDesign

Now you'll hide the white background that surrounds three pears in an image. You
can use the Detect Edges option of the Clipping Path command to hide a solid white
background that surrounds an image. The Detect Edges option hides areas of an

image by creating a path around each shape within the image.

1

Navigate to page 7 of your document by double-clicking page 7 in the
Pages panel. Choose File > Place, and double-click the file 10_c.psd in the
Lesson_10 folder.

In the Layers panel, make sure that the Photos layer is selected so that the image
appears on that layer.

and slightly below the top edge (make sure you are not placing the pointer in the
square itself), and click to place an image of three pears on a white background.
If you need to reposition the image, do so now.

Choose Object > Clipping Path > Options. Move the Clipping Path dialog box, if
necessary, so that you can see the pear image.

Choose Detect Edges from the Type menu. If Preview is not selected, select it
now. The white background is almost entirely eliminated from the image.

Drag the Threshold slider until the Threshold setting hides as much of the white
background as possible without hiding parts of the subject (darker areas). This
example uses a Threshold value of 20.

The Threshold setting hides light areas of the image, starting with white. As you
drag to the right to choose a higher value, increasingly darker tones are included
within the range of tones that become hidden. Don't try to find a setting that
matches the pear perfectly. You'll learn how to improve the clipping path later.
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7 Drag the Tolerance slider slightly to the left until the Tolerance value is
approximately 1.

The Tolerance option determines how many points define the clipping path that’s
automatically generated. As you drag to the right, InDesign uses fewer points so
that the clipping path fits the image more loosely (higher tolerance). Using fewer
points on the path may speed up document printing but may also be less accurate.

Ieset Frame: 0p0
Invert

| Inchude Inside [ges

__ Restrict ta Frame

¥ Lisa High Rasciution image

Once the ganf§ : | |

8 In the Inset Frame box, type a value that closes up any remaining background
areas. The example on the next page uses Op1 (zero picas, one point). This option
shrinks the current shape of the clipping path uniformly and is not affected by
the lightness values in the image. Click OK to close the Clipping Path dialog box.

Before and after applying an inset of 1 point.

9 Optionally, you can refine the clipping path manually. With the Direct Selection
tool (%), select the pear image. You can now drag individual anchor points and
use the drawing tools to edit the clipping path around the pears. With images
that have complex edges, magnify the document to work effectively with the
anchor points.

10 Choose File > Save to save the file.
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Note: You can also
use Detect Edges to
remove a solid black
background. Just select
the Invert and Include
Inside Edges options,
and specify a high
threshold value (255).

Note: If you place
a Photoshop (.psd)
file that consists of
an image placed
on a transparent
background, InDesign
keeps the transparency
without relying on
clipping paths or alpha
channels. A transparent
background can be
especially helpful when
you place an image with
a soft or feathered edge.

Note: When you
place the file, be
careful to drop it on
the pasteboard area to
the left of page 2. If you
drop it on a preexisting
frame, it is placed
inside the frame. If this
happens, choose Edit >
Undo, and try again.

Working with alpha channels

When an image has a background that isn’t solid white or black, Detect Edges may
not be able to remove the background effectively. With such images, hiding the
background’s lightness values may also hide parts of the subject that use the same
lightness values. Instead, you can use the advanced background-removal tools in
Photoshop to mark transparent areas using paths or alpha channels and then let
InDesign make a clipping path from the path or alpha channel.

Importing a Photoshop file with alpha channels

You imported the previous image using the Place command. This time, you will use
an alternate method: dragging a Photoshop image directly onto an InDesign spread.
InDesign can use Photoshop paths and alpha channels directly—you don’t need to
save the Photoshop file in a different file format.

1 In the Layers panel, make sure that the Photos layer is selected so that the image
is placed on that layer.

Navigate to page 2 of your document, and choose View > Fit Page In Window.

3 In Explorer (Windows) or the Finder (Mac OS), open the Lesson_10 folder,
which contains the 10_d.psd file.

Resize and arrange your Explorer window (Windows) or Finder window (Mac
OS) and your InDesign window, as needed, so that you can simultaneously see
the list of files in the Lesson_10 folder and the InDesign document window.
Make sure that the lower-left quarter of page 2 in your document is visible.

4 Drag the 10_d.psd file to the pasteboard area to the left of page 2 in the InDesign
document and release the mouse. Click once on the pasteboard to return to
InDesign and click once again to place the image at full size.

1 » Pathways
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5 Use the Selection tool (k) to reposition the graphic so that it is in the lower-left
corner of the page.

6 If necessary, maximize the InDesign window to its previous size. You've finished
importing the file.

Examining Photoshop paths and alpha channels

In the Photoshop image that you just dragged into InDesign, the hand and the back-
ground share many of the same lightness values. Therefore, the background can’t
easily be isolated using the Detect Edges option in the Clipping Path dialog box.

Instead, you'll set up InDesign to use an alpha channel from the Photoshop image.
First you'll use the Links panel to open the image directly in Photoshop to see what
paths and alpha channels it already includes.

The procedure in this topic requires a full version of Photoshop 4.0 or later and is
easier if you have enough RAM available to leave both InDesign and Photoshop
open as you work. If your configuration doesn’t include these two conditions, you
can still read these steps to help you understand what Photoshop alpha channels
look like and do, and you can resume your work in the next section of this lesson.

1 Ifit’s not still selected, use the Selection tool (k) to select the 10_d.psd image you
imported in the previous task.
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Tip: In addition to
using the Edit Original
button in the Links
panel to edit the
selected graphic, you
can also choose Edit
With from the Links
panel menu and then
choose the application
you want to use.

Note: The Edit
Original button may
open animagein an
application other than
Photoshop or the
application in which
it was created. When
you install software,
some installer utilities
change your operating
system’s settings for
associating files with
applications. The Edit
Original command
uses these settings for
associating files with
applications. To change
these settings, see the
documentation for your
operating system.
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2 Ifthe Links panel is not already open, choose Window > Links. The image
filename appears selected in the Links panel.
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3 In the Links panel, click the Edit Original button (....*). This opens the image in
an application that can view or edit it. This image was saved from Photoshop,
so if Photoshop is installed on your computer, InDesign starts Photoshop and
opens the selected file.

4 In Photoshop, choose Window > Channels to display the Channels panel, or click
the Channels panel tab. Click the tab at the top of the Channels panel and drag
the panel to the document window.

5 Lengthen the Channels panel, if necessary, to view the three alpha channels
(Alpha 1, Alpha 2, and Alpha 3) in addition to the standard RGB channels. These
channels were drawn using the masking and painting tools in Photoshop.
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Photoshop file saved with
three alpha channels.



6 In the Channels panel in Photoshop, click Alpha 1 to see how it looks and then
click Alpha 2 and Alpha 3 to compare them.

7 In Photoshop, choose Window > Paths to open =

Paths

‘- Shapes

the Paths panel, or click the Paths panel icon.

The Paths panel contains two named paths,
Shapes and Circle. These were drawn using the
Pen tool (¢) and other path tools in Photoshop,
although they could also be drawn in Illustrator
and pasted into Photoshop.

8 In the Photoshop Paths panel, click Shapes to
view that path and then click Circle.

9 Quit Photoshop. You've finished using it for this
lesson.

Using Photoshop paths and alpha channels in InDesign

Tip: You can
Now you'll return to InDesign and see how you can create different clipping paths fine-tune the clipping
from the Photoshop paths and alpha channels. path that InDesign
creates from an alpha
1 Switch to InDesign. Make sure that the 10_d.psd file is still selected on the page; channel by adjusting
if necessary, select it using the Selection tool (k). the Threshold and
Tolerance options, as
2 With the hand image still selected, choose Object > Clipping Path > Options to you did in “Removing
open the Clipping Path dialog box. If necessary, move the Clipping Path dialog a white background

using InDesign” earlier
in this lesson. For alpha
channels, start with a
low Threshold value,
suchas 1.

box so that you can see the image as you work.

3 Make sure that Preview is selected and then choose Alpha Channel from the
Type menu. The Alpha menu becomes available, listing the three alpha channels
you saw in Photoshop by the names used in that application.

4 In the Alpha menu, choose Alpha 1. InDesign creates a clipping path from the
alpha channel. Then choose Alpha 2 from the same menu, and compare the results.

5 Choose Alpha 3 from the Alpha menu and then select the Include Inside Edges
option. Notice the changes in the image.

7 * Bread

Type: | Aipha Channel
Agha: | Alpha 3
Threshald: 25
—=

Tolarance: 2
. -

Bset Frame: 0pd

_ imvert
™ Inchide Inside Tdges

| Restrict to Frame

= Use High Rescistion image
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Tip: You can see
how the butterfly-
shaped hole looks
in Photoshop by
displaying the Alpha 3
channel in the original
Photoshop file.

Selecting the Include Inside Edges option makes InDesign recognize a butterfly-
shaped hole painted in the Alpha 3 channel and adds it to the clipping path.

6 Choose Photoshop Path from the Type menu, and then choose Shapes from

the Path menu. InDesign reshapes the frame of the image to match the
Photoshop path.

7 Choose Circle from the Path menu. Click OK.

8 » M & Lighs

9 » Eneliess and Then

8 Choose File > Save to save the file.

Importing native Adobe graphics files

InDesign allows you to import native Adobe files such as Photoshop, Illustrator,

and Acrobat in unique ways and provides options for controlling how the file is
displayed. For example, you can adjust the visibility of Photoshop layers in InDesign,
as well as view different layer comps. Similarly, if you import a layered Illustrator file
into an InDesign layout, you can vary the illustration by adjusting layer visibility.

Importing a Photoshop file with layers and layer comps

In the previous exercise, you worked with a Photoshop file with saved paths and
alpha channels; however, the file had only a single background layer. When you
work with a layered Photoshop file, you can adjust the visibility of the individual
layers. Additionally, you can view different layer comps.

Created in Photoshop and saved as part of the file, layer comps are often used to
make multiple compositions of an image to compare different styles or artwork.
When the file is placed in InDesign, you can preview the different comps in relation
to your entire layout. You'll view some layer comps now.

1 Inthe Links panel, click the link for 10_j.psd and click the Go To Link button
(~) to select the file and center it in your document window. This file, which
you relinked in a previous exercise, has four layers and three layer comps.
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2 Choose Object > Object Layer Options to open the Object Layer Options dialog
box. This dialog box allows you to turn layers off and on and to switch between
layer comps.

3 Move the Object Layer Options dialog box so that you can see as much as
possible of the selected image. Select the Preview option to allow you to view
changes while keeping the dialog box open.

4 In the Object Layer Options dialog box, click the eye icon (%) to the left of the
Hands layer. This turns off the Hands layer, leaving only the Simple Background
layer visible. Click the square next to the Hands layer to turn visibility back on.

5 Choose Green Glow from the Layer Comp menu. This layer comp has a different
background. Now choose Purple Opacity from the Layer Comp menu. This layer
comp has a different background, and the Hands layer is partially transparent.
Click OK.

Shew Layers

Layer Comp:

Update Link Options
When Updating Link: | Keep Layer Visibiity Overrides 1)

Layer comps are not merely an arrangement of different layers but are able to
save Photoshop layer effects, visibility, and position values. When the visibility of
a layered file is modified, InDesign informs you in the Link Info section of the
Links panel.

6 In the Links panel, click the Show/Hide Link Information button ([) to display
the Link Info section at the bottom of the panel if it is not already visible. Locate
the Layer Overrides listing. “Yes (2)” is displayed for Layer Overrides to let
you know that two layers are overridden. “No” is displayed when there are no
layer overrides.

7 Choose File > Save to save your work so far.
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Note: Showing
hidden characters is
not a necessary step
when placing anchored
graphics; it is used here
to help identify the
structure of the text.

Creating an anchored graphics frame

An anchored graphics frame flows with text. In this exercise, you'll anchor the

album logo in a text frame on page 6.

1

In the Pages panel, double-click the second spread and choose View > Fit Spread
In Window. Scroll down if necessary. At the bottom of the pasteboard

is the Orchard of Kings logo. You'll insert this graphic into a paragraph in

the page.

Using the Selection tool (k), click the logo. Notice the small green square near
the upper-right corner of the frame. You can drag this square to anchor an object
within text.

Addiel interest in
desire for the ip

Fov the past 11 years Addie bus
writing lyrics and performing
anffechouses., She pulls ber inspiration
Sfrom nature and the changing of the

Jearond,

Press and hold Z to temporarily access the Zoom tool, or select the Zoom
tool (&) and click so that you can see the logo and the text frame above it.
This exercise uses 150 percent.

Choose Type > Show Hidden Characters to view the spaces and paragraph
returns in the text. This helps you locate where you want to paste the frame.

Hold down the Shift key and then drag Ty f Am&. Georgia.
the green square near the upper-right ;

corner of the logo to the left of the second
paragraph return below the word “streets.”
Holding the Shift key creates an inline
graphic between the two paragraphs of
text. Notice that the text after the graphic TN

reflows when the image is placed. desire for the \light developed,

is is where

Lor the past 11 Wrs Addie has been
writing lyrics and PNforming in
coffechonses. She pull\Qer inspiration
[from nature and the eh\\ging of the
seasons.
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Now you'll create space between the graphic and the surrounding text with the
Space Before option.

6 Select the Type tool (T) and then click to the right of the inline graphic to
establish the insertion point in that paragraph.

7 Click the Paragraph Formatting Controls button () in the Control panel. In the
Space Before option ("), click the Up Arrow button to change the value to Op4.
As you increase the value, the anchored graphics frame and the text below it

shift downward slightly.

Adddies amerest ins

desire fie the polight

(=)
i
[=]
i
i
(=]
|3
i

1.
k]
(=)
2
i
Ak [
=]
3
IR
|| 4lr
[=
b=]
(=

1

8 Choose File > Save to save your work so far.

Adding text wrap to an anchored graphics frame

You can easily add text wrap to an anchored graphics frame. Text wrap allows you to
experiment with different layouts and see the results immediately.

1 Using the Selection tool (k), select the Orchard of Kings logo you placed in the
previous exercise.

2 Press Shift+Ctrl (Windows) or Shift+Command (Mac OS), and drag the
upper-right handle of the frame up and to the right until you've scaled the
graphic roughly 25% into the second column. The key combination lets you
proportionally scale the graphic and resize the frame simultaneously.
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Choose Window > Text Wrap to access the text wrap options. Even though the
graphic is anchored, it is placed beneath the existing text.

In the Text Wrap panel, select Wrap Around Object Shape (&) to add text wrap
to the graphic.

To increase space around the bounding box of the graphic, click the Up Arrow
button in the Top Offset option (7) and change the value to 1p0.

Text can also wrap around a graphic’s shape rather than the bounding box.

To see this more clearly, click the white pasteboard to deselect all objects and
then click back on the Orchard of Kings logo. Press the Forward Slash key (/) to
apply no fill color.

In the Text Wrap panel, choose Detect Edges from the Type menu. Because this
image is a vector graphic, the text wrap honors the edges of the text. To view the
document clearly, click the white pasteboard to deselect the graphic and choose
Type > Hide Hidden Characters to hide the paragraph returns and spaces.

Addie Mose is a part of the new
gementtion of folk rockers to emerpe

Jfrom the Degp South. She
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wsoir every Sunduy and ahoys filled
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8 Using the Selection tool (k), select the Orchard of Kings logo again.

9 In the Text Wrap panel, choose these options from the Wrap To menu in turn:

¢ Right Side. The type moves to the right side of the image, avoiding the area
just below the image, even though there is space for it to display beneath the
text wrap boundary.

* Both Right & Left Sides. The type moves into all available areas around the
image. You'll notice that a small break in the type appears where the text
wrap boundary drops into the type area.

* Largest Area. The text moves into the largest area to one side of the text
wrap boundary.
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10 Optionally, select the Direct Selection tool (k) and then click the graphic to view
the anchor points used for the text wrap. When using the Detect Edges contour
option, you can manually adjust the anchor points that define the text wrap by
clicking the anchor points and dragging them to a new position.

11 Close the Text Wrap panel.
12 Choose File > Save.

Importing an lllustrator file

InDesign takes full advantage of the smooth edges of vector graphics, such as those
from Adobe Illustrator. When you use InDesign’s high-quality screen display, vector
graphics and type appear with smooth edges at any size or magnification. Most vec-
tor graphics don’t require a clipping path, because most applications save them with
transparent backgrounds. In this section, you'll place an Illustrator graphic into your
InDesign document.

1 In the Layers panel, select the Graphics layer. Choose Edit > Deselect All to make
sure nothing is selected in your document.

2 Choose View > Fit Spread In Window to see the entire spread.

3 Choose File > Place and select the Illustrator file 10_e.ai from the Lesson_10
folder. Make sure that Show Import Options is not selected. Click Open.

the Illustrator file to the page. Position it as shown below. Graphics created in
Illustrator are transparent by default in the areas where there is no artwork.

5 Choose File > Save to save your work.

Importing an lllustrator file with layers

You can import native Illustrator files with layers into an InDesign layout and con-
trol the visibility of the layers and reposition the graphic; however, you cannot edit
the paths, objects, or text.

1 Deselect all objects by clicking in the pasteboard of the document window.
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2 Choose File > Place. In the lower-left corner of the Place dialog box, select Show
Import Options. Select the file 10_n.ai and click Open. The Place PDF dialog box
appears when Show Import Options is selected.

3 In the Place PDF dialog box, make sure that Show Preview is selected. In the
General section, choose Bounding Box (All Layers) from the Crop To menu and
make sure that Transparent Background is selected.

4 Click the Layers tab to view the layers. This file has three layers: a background
image of trees (Layer 3), a layer of text in English (English Title), and a layer of
text in Spanish (Spanish Title).

Place PDF (10_n.ai)

—Preview——————— ! General |-Layers i
—Show Layers
Tl Spanish Title
= =
""" [@ English Title
[ Layer 3

—Update Link Options
M 41 BB

When Updating Link: | Keep Layer Visibility Overrides | :-i

Total pages: 1

: ( y
¥ Show Preview [ Cancel )

Although you can designate now which layers you would like to display in the
imported graphic, the small Preview area makes it difficult to see the results.

5 Click OK. You'll select the layers to display in the layout itself.

blue box on page 5. Do not position the loaded graphics icon within the blue
box, because it inserts the graphic into that frame. Click once to place the
graphic and then use the Selection tool (k) to position the graphic so that it is
visually centered over the blue box.

7 Use the Zoom tool (&) to zoom in on the graphic.

8 With the graphic still selected, choose Object > Object Layer Options. Move the
dialog box if necessary so that you can see the graphic in the document.

9 Select Preview and then click the eye
icon () next to the English Title layer to
turn it off. Now click the empty box next
to Spanish Title to turn on that layer.
Click OK and then deselect the graphic
by clicking the white pasteboard.
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Using layered Illustrator files allows you to repurpose illustrations without

having to create separate files for each variation.

10 Choose File > Save to save your work.

Using a library to manage objects

Object libraries let you store and organize graphics, text, and pages that you fre-

quently use. Libraries are stored as files on your hard drive. You can also add ruler

guides, grids, drawn shapes, and grouped images to a library. Each library appears

as a separate panel that you can group with other panels any way you like. You can

create as many libraries as you need—for example, different libraries for each of

your projects or clients. In this section, you'll import a graphic currently stored in a

library, and then you'll create your own library.

1 If you're not already on page 5, type 5 into the Page Number box at the bottom of

the document window and then press Enter or Return to go to that page.

2 Choose View > Fit Page In Window to see the entire page.

3 Choose File > Open, select the file 10_k.indl in the Lesson_10 folder and then
click Open to open the library file. Drag the lower-right corner of the 10_k

Library panel to reveal all of the items it contains.

4 In the 10_k Library panel, select the Show Library Subset button (&). In the last

box for the Parameters option, type tree, and click OK. This searches the library
for all objects that have the word “tree” in their name. Two objects are found.

Show Subset

) Search Entire Library
() Search Currently Shown Items

0K )

Cancel )

bei| tree ‘ £

— Parameters

| item Name 3 ] Contains

( More Choices 4

5 Inthe Layers panel, make sure the Graphics layer is targeted. Open the

Links panel.

6 Of the two objects visible in the 10_k Library panel, drag Tree.psd to page 5. The
file is added to the page. Notice how the filename appears in the Links panel.

Note: Afteryou
drag the tree image
onto the page, the Links
panel may display a
missing link icon (@)
or a modified link icon
(&) because you copied
the Tree.psd file from its
original location to your
hard drive. To remove
the warning, click the
Update Link button
in the Links panel or
click the Relink button
in the Links panel
and navigate to the
Lesson_10 folder
to find Tree.psd.
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7 Using the Selection tool (k), position the Tree.psd image so that the left edge
of the frame aligns with the left edge of the page and the top and bottom edges
align with the edges of the blue background frame. The image should be centered
within the blue frame so that the right edge of frame aligns with the right edge of

blue background frame.

Creating a library

Now you'll create your own library and add text and a graphic to it. When adding a
graphic to an InDesign library, the original file is not copied into the library; InDesign
maintains a link to the original source file. Graphics stored in a library still require
the original, high-resolution file for printing.

1 Choose File > New > Library. Type CD Projects as the library filename, navigate
to the Lesson_10 folder, and click Save. The library is displayed in the same panel
group as the library you opened earlier.

2 Navigate to page 3. Using the Selection tool (k), drag the Ricky Records logo to
the library you just created. The logo is now saved in the library for use in other
InDesign documents.

10.k | & CD Projects

1325 Hollywood Blvd.
Hollywood, CA 90211

1af 1 shown 9 ® & @,
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Using snippets

A snippet is a file that holds objects and describes their location relative to one
another on a page or page spread. Use snippets to conveniently reuse and position
page objects. Create a snippet by saving objects in a snippet file, which has the
.IDMS extension. (Previous InDesign versions use the .INDS extension.) When you
place the snippet file in InDesign, you can determine whether the objects land in
their original positions or where you click. You can store snippets in an object library
and Adobe Bridge as well as on your hard disk.

Snippets contents retain their layer associations when you place them. When a snippet
contains resource definitions and these definitions are also present in the document
to which it is copied, the snippet uses the resource definitions in the document.

Snippets you create in InDesign CS6 cannot be opened in previous versions of
InDesign.

To create a snippet, do one of the following:

e Using a selection tool, select one or more objects, and then choose File > Export.
From the Save As Type (Windows) or Format (Mac OS) menu, choose InDesign
Snippet. Type a name for the file and click Save.

e Using a selection tool, select one or more objects, and then drag the selection to
your desktop. A snippet file is created. Rename the file.

e Drag an item from the Structure pane to your desktop.

To add a snippet to a document:

1 Choose File > Place.

2 Select one or more snippet (.IDMS or .INDS) files, and then click Open.

3 Click the loaded snippet cursor where you want the upper-left corner of the
snippet file to be.

If you placed the insertion point in a text frame, the snippet is placed in the text
as an anchored object.

All objects remain selected after you place the snippet. By dragging, you can
adjust the position of all objects.

4 If you loaded more than one snippet, scroll and click the loaded snippet cursor
to place the others.

Rather than place snippet objects according to where you click on a page, you can
place them in their original locations. For example, a text frame that appeared in the
middle of a page when it was made part of a snippet can appear in the same loca-
tion when you place it as a snippet.

* In File Handling preferences, choose Position At Original Location to preserve
objects’ original locations in snippets; choose Position At Cursor Location to
place snippets according to where you click on a page.

—From InDesign Help
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Tip: If you Alt-drag
(Windows) or Option-
drag (Mac OS) an object
into a library, the ltem
Information dialog box
appears, and you can
assign a name to the
object.

Tip: In addition to
using Adobe Bridge to
import graphics, you
can also use the Mini
Bridge panel. To open
this panel, choose
Window > Mini Bridge.
Use the controls in the
panel to locate and
select the graphics you
want to import and
then drag them into
a layout.
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In the CD Projects library, double-click the Ricky Records logo. For Item Name,
type Logo, and click OK.

Using the Selection tool, drag the address text block to the CD Projects library.

In the CD Projects library, double-click the address text block. For Item Name,
type Address, and click OK.

| ——— T
|20k & €0 Frojecs ™

2082 awn

| A | e

0® 4 3
Now your library contains both text and graphics. As soon as you make changes

to the library, InDesign saves the changes.

Close both libraries by clicking the close button at the top of the library panel
group, and choose File > Save.

Using Adobe Bridge to import graphics

Adobe Bridge is a separate application that is installed with Adobe InDesign CS6.

A cross-platform application, Adobe Bridge lets you browse your local and net-

worked computers for images and then place them in InDesign—among many other

features.

1

Choose File > Browse In Bridge to launch Adobe Bridge.

The Favorites and Folders panels in the upper-left corner of the Adobe Bridge
window list various locations where you can browse for documents in Adobe
Bridge.

2 Depending on where you placed the Lesson_10 folder, do one of the following:

e Ifyou placed the Lesson_10 folder used for this lesson on your desktop, click
Desktop in the Favorites panel, locate the folder in the Adobe Bridge window,
and double-click to view its contents.

¢ Ifyou placed the Lesson_10 folder in a different location, click My Computer
(Windows) or Computer (Mac OS) in the Folders panel and then click the
triangle to the left of each folder to navigate to the Lesson_10 folder. Click a
folder icon to view its contents in the middle of the Adobe Bridge window.

Importing and Modifying Graphics



Adobe Bridge lets you
view the thumbnails of
all of your images.

3 Adobe Bridge provides an easy way to locate and rename files. Click the graphic
named Leaf.psd once, then click once on the filename to select the filename box.
Rename the file 10_o.psd and press Enter or Return to commit to the change.

10_kind!

LY

4 To reduce the size of the Bridge window, click the Switch To Compact Mode
button (&) in the upper-right corner of the window. Then drag the 10_o.psd
file into your InDesign document. Click once within the layout to return to
InDesign, then click again to place the graphic.

10 bt 10,1

€0 Propecrs bndl| Treamd

] T
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Tip: If you would
rather select the
10_j.psd file in Explorer
(Windows) or Finder
(Mac 0S), choose Reveal
In Explorer or Reveal In
Finder from the context
menu.

In the upper-right corner of the Bridge window, click the Switch To Full Mode
button to enlarge the window and then choose File > Return To Adobe InDesign
to return to InDesign.

Open the Layers panel. The small red square on the Text layer indicates that the
graphic you just placed is on that layer. That’s because the Text layer is the last
layer you worked with in InDesign. Drag the red square down to the Graphics
layer. Notice that the frame guide color changes from red to green, the color of
the Graphics layer.

Choose View > Fit Spread In Window and then use the Selection tool (k) to
position the leaf graphic in the upper-left corner of page 4, on top of the purple box.

- Guides

Pages: 2-4, 5 Layers

After importing graphics files into InDesign, you can easily locate and access the
original files by taking advantage of the integration of Adobe Bridge and Adobe
InDesign.

Select the 10_j.psd file in the Links panel. Then right-click (Windows) or Control-
click (Mac OS) the link, and from the context menu, choose Reveal In Bridge.

This action switches you from InDesign to Adobe Bridge and selects the 10_j.psd file.

9 Return to InDesign and save the file.

Congratulations! You've created a CD booklet by importing, updating, and managing

graphics from several different graphics file formats.

Exploring on your own

Now that you've had some practice working with imported graphics, here are some

exercises to try on your own.

1

Place different file formats with Show Import Options selected in the Place
dialog box, and see what options appear for each format. For a full description of
all of the options available for each format, see InDesign Help.

Place a multiple-page PDF file with Show Import Options selected in the Place
dialog box, and import different pages from it.

Create libraries of text and graphics for your work.
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Review questions

How can you determine the filename of an imported graphic in your document?

What are the four options in the Type menu in the Clipping Path dialog box, and what
must an imported graphic contain for each option to work?

What is the difference between updating a file’s link and relinking the file?

When an updated version of a graphic becomes available, how do you make sure that
it’s up to date in your InDesign document?

Review answers

1

Select the graphic and then choose Window > Links to see if the graphic’s filename is
highlighted in the Links panel. The graphic appears in the Links panel if it was either
imported by choosing File > Place or dragged into the layout from Explorer (Windows),
Finder (Mac OS), Bridge, or Mini-Bridge.

The Clipping Path dialog box in InDesign lets you create a clipping path from an

imported graphic by using

e The Detect Edges option when a graphic contains a solid white or solid black
background.

e The Photoshop Path option when a Photoshop file contains one or more paths.

e The Alpha Channel option when a graphic contains one or more alpha channels.

e the User-Modified Path option, which is displayed if the selected clipping path has
been modified.

Updating a file’s link simply uses the Links panel to update the onscreen representation
of a graphic so that it represents the most recent version of the original. Relinking

a selected graphic uses the Place command to insert another graphic in place of the
selected graphic. If you want to change any of a placed graphic’s import options, you
must replace the graphic.

In the Links panel, make sure that no alert icon is displayed for the file. If an alert icon
appears, you can simply select the link and click the Update Link button. If the file has
been moved, you can locate it again using the Relink button.
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CREATING TABLES

Lesson Overview

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

Convert text to a table, import tables from other applications,
and create tables from scratch.

Change the number of rows and columns.

Adjust row and column sizes.

Format tables with strokes and fills.

Specify repeating header and footer rows for long tables.
Place graphics in table cells.

Create and apply table and cell styles.

This lesson will take approximately 45 minutes.



Perfect Pizza Pickup

Check your preferences and write in any additional ingredients.
Hand this to your server.

CRI-I‘TECIRCI.EUNEI: THIN REGULAR DEEP DISH

INGREDIENT LEFT SIDE ENTIRE PIZZA RIGHT SIDE

Pepperoni

Ham

&usmef:

Bacon

Olives

Green Peppers

Jalapenos ‘L ;

Mushrooms

Pineapple

Onions

Pizzas are all large and cut into eight slices.
Deep Dish pizzas take an extra 15 minutes to cook.

With InDesign, you can easily create tables, convert text
to tables, or import tables from other applications. Rich
formatting options—including headers, footers, and
alternating row and column patterns—can be saved as
table and cell styles.
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Getting started

In this lesson, you'll work on a fictional pizza order form designed to be attractive,
easy to use, and easy to revise. You'll convert text to a table and then format the
table using options in the Table menu and the Table panel. The table will include
header rows that repeat when the table flows across multiple pages. Finally, you will
create a table style and a cell style so the formatting can be quickly and consistently
applied to other tables.

Note: If you have 1 To ensure that the preference and default settings of your Adobe InDesign CS6
not already copied the program match those used in this lesson, move the InDesign Defaults file to a
resource files for this diff folder followi h d in “Savi d . he InDesi
lesson onto your hard ifferent folder following the procedure in “Saving and restoring the InDesign
disk from the Adobe Defaults file” on page 3.

InDesign CS6 Classroom
ina Bo?)k €D, do so 2 Start Adobe InDesign CS6. To ensure that the panels and menu commands

now. See “Copying the match those used in this lesson, choose Window > Workspace > [Advanced]

Classroom in a Book and then choose Window > Workspace > Reset Advanced.
files” on page 2.

3 Choose File > Open, and open the 11_Start.indd file, in the Lesson_11 folder,
located inside the Lessons folder within the InDesignCIB folder on your
hard disk.

4 Choose File > Save As, name the file 11_Tables.indd, and save it in the
Lesson_11 folder.

5 To see what the finished document will look like, open the 11_End.indd file
in the same folder. You can leave this document open to act as a guide as you
work. When you're ready to resume working on the lesson document, click the
11_Tables.indd tab in the upper-left corner of the document window.

Perfect Pizza Pickup

Check your preferences and write in any additional ingredients.
Hand this to your server.

CRUST (CIRCLE ONE): THIN REGULAR DEEP DISH

INGREDIENT LEFT SIDE ENTIRE PIZZA RIGHT SIDE

Pepperoni

Ham

Sausage ‘\

Bacon

Olives

Green Peppers
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Converting text to a table

Tables are grids of individual cells set in vertical columns and horizontal rows.
Often, the text for a table already exists in the form of “tab-delimited text,” in
which the columns of information are separated by tab characters and the rows of
information are separated by paragraph returns. In this case, the order form infor-
mation was received in an email from the pizza makers and then pasted into the
document. You will select this text and convert it to a table.

1 Because Hidden Characters (Type menu) are showing, you can see that the
columns of information are separated by tabs and that the rows are separated
by paragraph returns.

2 Using the Type tool (T), select the text from “INGREDIENT” to “Onions,’
including the last paragraph return.

INGREDIENT LEFT SIDE ENTIRE PIZZA RIGHT SIDE

3 Choose Table > Convert Text To Table.

In the Convert Text To Table dialog box, you will indicate how the selected text
is currently separated.

4 From the Column Separator menu, choose Tab. From the Row Separator menu,
choose Paragraph. Click OK.

Convert Text to Table

Column Separator: Tab = 1 ( 0K )
Row Separator: Paragraph :_1 (" Cancel )

Number of Columns:

Table Style: | [No Table Style] = ]

The new table is automatically anchored in the text frame that contained the
text. In InDesign, tables are always anchored in text.

5 Choose File > Save.

Tip: You will use the
Type tool for all table
creation, formatting,
and editing tasks.

Note: Asyou work
through this lesson,
change the view scale
to suit your monitor and
vision.

Tip: If table styles
are already created in
the document you're
working on, you
can select one while
converting text.
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Importing tables

InDesign can import tables from other applications, including Microsoft Word and

Microsoft Excel. When you place a table, you can create a link to the external file.

Then, if you update the Word or Excel file, you can easily update that information in

the InDesign document.

To import a table:

Choose File > Place.

Click OK.

QA 1 A W N =

In the Place dialog box, select Show Import Options.

Using the Type tool, click to place an insertion point in a text frame.

Use the Import Options dialog box to specify how to handle the formatting in

Word tables. For Excel files, you can specify what worksheet and cell range to
import along with how to handle the formatting.

To link to tables when they are imported:

1 Choose Edit > Preferences > File Handling (Windows) or InDesign > Preferences >

File Handling (Mac OS).

2 Inthe Links section, select Create Links When Placing Text And Spreadsheet

Files, and then click OK.

3 If the data in the source file changes, use the Links panel to update the table in

the InDesign document.

Note that for tables to retain their InDesign applied formatting when the Excel file is
updated, all cells in the InDesign table must be formatted with table and cell styles.

Header and footer rows must be reapplied when updating a link.

Microsoft Excel Import Options (111607 Roster.XLS)

—Options
Sheet: | Sheetl e
View: [lgnore View]

Cell Range: A1:B24| ¥

["lImport Hidden Cells Not Saved in View

—Formatting
Table: | Unformatted Table : ]

Table Style: | [No Table Style] i

Cell Alignment: = Current Spreadsheet

v Include Inline Graphics

Number of Decimal Places to Include: 3

[ﬂ Use Typographer's Quotes

0K

| S

" AT
[ Cancel )

Select a Word file (.doc or .docx) that contains a table, or an Excel file (.xls or xIsx).

Insert Row(s)

Insert

)

Number: =1

() Above

(_) Below

N

(" Cancel

The Import Options dialog box for importing an Excel spreadsheet.




Formatting a table

Tables are grids of individual cells set in horizontal rows and vertical columns.

The border of a table is a stroke that lies on the outside perimeter of the entire table.
Cell strokes are lines within the table that set the individual cells apart from each
other. InDesign includes many easy-to-use formatting options for tables. You can
use these to make tables attractive and help them easily convey information to read-
ers. In this section, you will add and delete rows, merge cells, and specify fills and
strokes for the table.

Adding and deleting rows

You can add rows above or below a selected row, and you can delete selected rows.
The controls for adding and deleting columns work the same as for adding and
deleting rows. Here, you will add a row to the top of the table to contain the table
header and you will delete an extra row at the bottom.

1 Using the Type tool (T), click in the first row of the table, which starts with Tip: To select
“INGREDIENT to select it. multiple rows to delete,
position the Type tool
2 Choose Table > Insert > Row. on the left edge of the
. . . table until the arrow
3 In the Insert Row(s) dialog box, enter 1 in the Number box and click Above. displays; drag to select
Click OK to add the row. the rows. To select
multiple columns to
Insert Row(s) delete, position the

Type tool on the top
Insert e | ( OK ) edge of the table until
Number: =1 —— the arrow displays; drag
(%) Above to select the columns.
() Below

4 Click in the last row of the table.
5 Choose Table > Delete > Row.
6 Choose File > Save.

Merging and resizing cells
Note: Throughout

You can merge adjacent selected cells to produce a m. : this lesson, you will
single cell. Here, you will merge the cells in the top row Gt TasE TR experiment with
so the header spans the width of the table. Convert Table to Text... different options for
Table Options » resizing rows and
1 Using the Type tool (T), click in the first cell of the Cell Options > columns and selecting
new row, then drag to select all the cells in the row. Insert > tables. Once you
Delete > become accustomed
2 Choose Table > Merge Cells. elect > to working with tables,

you can use the options
that work best for you.

Merge Cells
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Note: An alternate
way to select an entire
table is to click the Type
tool anywhere in the
table and then choose
Table > Select > Table.

3 Click in the new, wide cell and type CRUST (CIRCLE ONE): THIN REGULAR
DEEP DISH. Separate the three types of pizza crusts with an em space by
pressing Ctrl+Shift+M (Windows) or Command+Shift+M (Mac OS) after
THIN and REGULAR.

4 In the Control panel, click the Character Formatting Controls icon ([A).

5 Drag to select the text “CRUST (CIRCLE ONE):” and choose Bold from the
Type Style menu.

6 Position the Type tool over the stroke under the first row, as shown. When the
double-arrow icon (%) displays, drag down to make the row slightly taller.

~ CRUST (/e ONE): THIN - REGULAR — DEER DISH: |
 TNGREDIENTA '( ""3"1.)E‘F T STDEF ENTIRE PIZZA7 | RIGHT SIDEF |

Adding a border and fill pattern

To customize a table, you can change the stroke applied to its edges. In addition, you
can specify a fill for the entire table along with a fill pattern for rows or columns. For
example, you can apply a fill color to every other row or every third column. You
will stroke the edges of this table to create a border, and you will specify a fill for
every other row.

1 Using the Type tool (T), move the pointer to the upper-left corner of the table
so that the pointer appears as a diagonal arrow (). (Increase the magnification
if you have trouble getting the diagonal arrow to appear.) Click once to select the
entire table.

CRUST (C

INGREDIENT# ||

Pepperoni_____|4

2 Choose Table > Table Options > Table Setup to open the Table Options
dialog box.

3 In the Table Setup tab, in the Table Border section, type 1.5 in the Weight box.

4 From the Color menu, select the red color swatch named C = 15, M = 100,
Y =100,K = 0.
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Table Options

[ Table Setup | Row Strokes =~ Column Strokes  Fills =~ Headers and Footers |

— Table Dimensions

Body Rows: <12 Columns: <-4

Header Rows: 50 Footer Rows: =0

(T Table Border

Weight: = 1.5pt ¥ Type: | EE——
Color: |l C=15 M=100 y=1.. 1 Tint: < 100% [ Overprint
Gap Color: ] [None] €] p Tint: = 100% Overprint
Preserve Lu‘.[Regisrratinn]
[ [Paper] L

— Table Spacing Ml [Black] B
78 M=39Y=98K=33 , |, fter; £]-0.055/ ‘
0 M=57 Y=80 K=0 ]

— Stroke Drawmg_lmgs;ﬂ”lmgﬁw K=0
_ OWhite ‘

>

[ Preview Cancel )
il

5 At the top of the dialog box, click the Fills tab. Set the following options:

e From the Alternating Pattern menu, choose Every Other Row.

e From the Color menu at left, choose the orange color swatch named
C=0,M=57,Y =80, K = 0. Confirm that the Tint setting is 20%.

e Confirm that the Color menu at right is set to [None].

In the Skip First box, type 2 so that the pattern starts on row 3 (the first
two rows will be header rows).

— Alternating Pattern: | Every Other Row |

— Alternating
First: <1 Rows Next: <1 Rows.
Color: | C=0 M=57 Y=8... |4 ] Color: | [Al[None] g
Tint: =20% [ Overprint Tint: = 100% Overprint
Skip First: =2 Rows Skip Last: =0 Rows

6 Click OK. Choose Edit > Deselect All so that you can see the results.
7 Choose File > Save.

Every other body row now has a pale orange background.

CRUST (CIRCLE ONE): THIN —~ REGULAR DEEP DISH#
INGREDIENT# LEFT SIDE# ENTIRE PIZZ Az RIGHT SIDE#
Pepperoni# # # "
Hamg # = #
Sausage: B # #
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Tip: Select Preview
in the Cell Options
dialog box, and try
different options from
the Type menu and
various tints to achieve
different looks for
stroking selected cells.

Tip: When working
with Tables, the Control
panel provides many
table formatting
options as well.

Editing cell strokes

Cell strokes are the lines around individual cells. You can remove or change the
stroke for selected cells or for the entire table. In this section, you will alter the cell
strokes so that they match the new table border.

1 Using the Type tool (T'), move the pointer to the upper-left corner of the table
until it turns into a diagonal arrow (%), and then click to select the entire table.

2 Choose Table > Cell Options > Strokes And Fills.
3 In the Cell Stroke section of the dialog box, type 1.5 in the Weight box.

4 From the Color menu, select the red color swatch named C = 15, M = 100,
Y =100,K = 0.

Cell Options

! Text | Strokesand Fills | Rows and Columns  Diagonal Lines |

— Cell Stroke
( Weight: 5 1.5 pt| & ) Type: | n—
Color: | = | Tint: = 100%
{[#] [None]
b Golsr N [Eegnstration] Gap Tint: = 100%
[1[Paper]
M [Black]
ol Fiil M C=78 M=30Y=08K=33
__|EC=0M=57 ¥Y=80 K=0 _
Color:  mC=15 M=100 Y=100 K=0
) O\ white
S —
[ Preview (" Cancel ) oK

5 Click OK, and then choose Edit > Deselect All to see the results of your
formatting.

6 Choose File > Save.

Adjusting row height and column widths

By default, table cells expand vertically to fit their content—so if you keep typing
within a cell, it expands. You can, however, specify a fixed row height or have
InDesign create columns or rows of equal size within the table. In this exercise,
you will specify a fixed row height, position the text within the rows, and adjust
the column widths.

1 Using the Type tool (T), click in the table and choose Table > Select > Table.
2 Choose Window > Type & Tables > Table to open the Table panel.
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3 In the Table panel, select Exactly for the Row Height option (H), and then
type .5 in in the box to the right of the menu. Press Enter or Return.

4 With the table still selected, click Align Center in the Table panel.

This centers the text vertically within each cell.

= = = — u)
Table | Table Styles Cell Styles  -=

2 =
@'L Bxactly g4 =0.50n )
s = =
L -f0.0558 in
20,0556 in

5 Click anywhere in the table to deselect the cells.

6 Using the Type tool, point at a vertical stroke between two columns. When the
double-arrow icon (#+#) displays, drag to the left or right to resize the column.

CRUST

(CIRCLE ONE): THIN

—REGULAR — DEEP|

DISH#

INGREDIENT#

LEFT SIDE#

ENTIRE PIZZA#

RIGHT SIDE#

Pepperoni#

“

7 Choose Edit > Undo Resize Columns.

8 Select the entire table again and choose Table > Distribute Columns Evenly.

9 Choose Edit > Deselect All, then choose File > Save.

CRUST (CIRCLE ONE): THIN —REGULAR — DEEP DISH#

INGREDIENT#

LEFT SIDE#

ENTIRE PIZZAs#

RIGHT SIDE#

Pepperoni#

Hamg

hausage:

Bacon”

Dlives:

Green Peppers#

Tip: Dragging
the cell boundary
between two columns
changes the size
of the column and
moves the remainder
of the columns out
orin (depending on
whether you increase
or decrease the column
size). To retain the
overall table width
when dragging cell
boundaries, press Shift
then drag the boundary.
The columns adjoining
the boundary are now
increased or decreased
in size without the table
size being altered.
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Tip: When you edit
text in a header row,
the text is automatically
updated in other
instances of the header
row. You can only edit
the text in the original
header; the other
instances of the header
are locked.

Creating a header row

A table’s name and the column headings are often formatted to stand out from the
rest of the table. To do this, you can select and format the cells that contain the header
information. This header information needs to repeat if the table flows across mul-
tiple pages. With InDesign, you can specify header and footer rows that repeat when
a table continues to the next column, frame, or page. Here, you will format the first
two rows of the table—the table name and the column headings—and specify them
as header rows that repeat.

1 Using the Type tool (T), move the pointer over the left edge of the first row until
it appears as a horizontal arrow ().

2 Click to select the entire first row, then drag to include the second row.

Ly
CRUST (CIRCLE ONE): THIN —REGULAR — DEEP DISH I

|
INGREDIENT LEFT SIDE ENTIRE PIZZA RIGHT SIDE I

3 Choose Table > Cell Options > Strokes And Fills.

4 In the Cell Fill section, choose the orange color swatch named C = 0, M = 57,
Y = 80, K = 0 from the Color menu.

5 Type 50 in the Tint box, then click OK.

Cell Options

! Text | Strokesand Fills Rows and Columns  Diagonal Lines |

Cell Stroke
Weight: 515 pt | Type: | n— )
Color: (MC=15 M=100 Y... Tint: 2]100%
] Overprint Stroke
Gap Color: | [][Paper] = Gap Tint: < 100%
Overprint Gap
Cell Fill -
Color: [EC=0 M=57 Y=8..13] Tint: /50%
[ Overprint Fill
[ Preview (" Cancel oK
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6 With the two rows still selected, choose Table > Convert Rows > To Header.

To see the header rows in action, we will add rows to this table so that it flows to
the second page. As items are added to the pizza order form, you can simply type
them into the table, tabbing between cells to navigate.

7 Click in the last row of the table and choose Table > Insert > Row.

8 In the Insert Row(s) dialog box, type 15 in the Number box and click Below.
Click OK.

9 Choose Layout > Next Page to see the header rows repeated on the table on the
second page. Navigate back to the first page of the document.

o
i CRUST (CIRCLE ONE): THIN ~ REGULAR  DEEP DISH# I

INGREDIENT# LEFT SIDE~ ENTIRE PIZZA# RIGHT SIDE#

You may notice that the alternating fills pattern set up for the rows starts after
the header rows. As a result, we now have two transparent rows after the header
rows while we only want one. Next, you will adjust the fill pattern to start the
pattern on a single transparent row.

10 Using the Type tool, click in the first body row of the table, starting with
“Pepperoni”

11 Choose Table > Table Options > Alternating Fills. Type 1 in the Skip First box,
then click OK.

12 Choose File > Save.

Adding graphics to table cells

You can use InDesign to create effective tables that combine text, photographs, and
illustrations. Since table cells are essentially small text frames, you add graphics

by anchoring them in the cell’s text flow. Graphics anchored in cells can cause text
overflow, indicated by a red dot in the cell. To fix this, drag the cell borders to resize
the cells as necessary. In this exercise, you will add a firecracker icon to the spicy items.

1 Choose View > Fit Page In Window. Note the firecracker icons on the pasteboard
at left.

2 Using the Selection tool (k), select the firecracker icon on the pasteboard.
If necessary, adjust the zoom level to view the text in the table.

3 Choose Edit > Copy.

Tip: The Headers
And Footers tab of the
Table Options dialog
box lets you specify
when headers and
footers repeat.

Tip: You must use
the Type tool to place or
paste content into table
cells. You cannot drag
items into table cells.
Dragging only positions
the item above or
below the table in the
layout stacking order; it
does not place the item
within a cell.
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Tip: You can
temporarily switch
from the Type tool to
the Selection tool by
holding down the Ctrl
(Windows) or Command
(Mac 0S) key.

4 Switch to the Type tool (T') (or double-click inside the table to automatically
switch to the Type tool). In the first column of the table, under “INGREDIENT,
click next to “Sausage” in the third body row.

5 Press the space bar to add a space before the icon, and then choose Edit > Paste.

In addition to pasting a graphic at the text insertion point, you can choose File >
Place to import a graphic file and simultaneously anchor it within a table cell.

6 Repeat steps 4 and 5 to place the firecracker icon next to “Jalapefos” in the
“INGREDIENT” column.

Ham# #
Sausage é #
Bacon# #
Olives# #

Green Peppers#

Jalapenos ‘\i

Mushrooms # #

7 Using the Selection tool, click the firecracker icon on the pasteboard and choose
Edit > Clear.

8 Choose File > Save.

Creating and applying table and cell styles

To quickly and consistently apply formatting to tables, you can create table styles
and cell styles. A table style applies to the entire table, while cell styles can be applied
to selected cells, rows, and columns. Here, you will create a table style and a cell
style so the formatting can be quickly applied to other types of order forms.
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Creating table and cell styles

In this exercise, you will create a table style for the basic table formatting and a cell

style for the header rows. Rather than specify formatting in the styles, you will simply

create styles based on the formatting of the table.

1 Using the Type tool (T), click anywhere in the table.

2 Choose Window > Styles > Table Styles.

3 In the Table Styles panel menu, choose New Table Style.

Table ; Table Styles | Cell Styl =
[Basic Table]+ &

[Basic Table]+

New Table Style...
Duplicate Style...
Redefine Style
Style Options...

Clear Overrides
Break Link to Style

Load Table Styles...
Load Table and Cell Styles...

4 Name the style Menu Table in the Style Name box. Click Table Setup in the list
at left to see that the Table Border options are set according to the selected table.

New Table Style "
~N
General Style Name: Menu Table
ikl Sy Location
Row Strokes
Column Strokes Table Setup
Fills
—Table Border
Weight: = 1.5 pt '+ Type: | EE———— ]
Color: |l C=15 M=100 Y=.../4 Tint: = 100% "] Overprint
Gap Color: [ [Paper] Gap Tint: < 100% Overprint
_/
—Table Spacing Stroke Drawing Order
Space Before: = 0.0556 in (Draw: | Best Joins [ ]
Space After: == -0.0556 in
[ Preview (_ Cancel ) ( OK )

5 Click OK. The new style appears in the Table Styles panel.

6 With the Type tool, click anywhere in the header row.

7 Choose Window > Styles > Cell Styles.
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8 In the Cell Styles panel menu, choose New Cell Style.

| Table Styl{ 5 Cell Styles New Cell Style...
INone] % Duplicate Style...
[None] 7 Delete Style...

Redefine Style
Style Options...

Clear Overrides
=— | Clear Attributes Not Defined by Style
---------- — | Break Link to Style

9 Name the style Header Rows in the Style Name box.

You will now specify a different paragraph style for the text in cells with the
Header Rows style applied.

10 From the Paragraph Style menu, select Table Header. This is the paragraph style
already applied to the text in the header rows.

Cell !
General Style Name: Header Ruwsl
Text Loeation:
Strokes and Fills Geriaral
Diagonal Lines
— Style Info
Based On: | [None] I
Shortcut:

Style Settings: | Nenel

— Paragraph Styles

Paragraph Style: |r
[No Paragraph Style]
[Basic Paragraph]
Normal
Table Body Text

i Erevion New Paragraph Stvle.. L1y o

11 Click OK. The new style appears in the Cell Styles panel.
12 Choose File > Save.
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Applying table and cell styles

Now, you will apply the styles to the table. To make global changes to table format-
ting later, you can simply edit the table or cell styles.

1 Using the Type tool (T), click anywhere in the table.
2 Click the Menu Table style in the Table Styles panel.

3 Using the Type tool, drag to select the header rows (the first two rows) of
the table.

4 Click the Header Rows style in the Cell Styles panel.

‘ CRUST (CIRCLE ONE): THIN

“ INGREDIENT | LEFT SIDE

Pepperoni# #

Ham # # MNonel [ @w B Bl @ .4

5 Deselect all, choose View > Fit Page In Window, and choose File > Save.

Finishing up

As a final step, you'll preview the order form in its current state. You can add ingre-
dients and other items to this table later.

1 At the bottom of the Tools panel, click Preview.

E = Normal
[ Preview
[G Bleed

& Sug

& Presentation

2 Press Tab to hide all of the panels and review the results of your work.

Congratulations! You have now completed this lesson.
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296 LESSON 11

Exploring on your own

Now that you're skilled in the basics of working with tables in InDesign, you can

experiment with other techniques for building tables.

1

First, create a new document. The page size and other specifications do not
matter. To create a new table, drag the Type tool (T') to create a text frame.
Then choose Table > Insert Table and enter the number of rows and columns
you want in your table.

To enter information in your table, make sure that the insertion point is in the
first cell and then type. To move forward to the next cell in the row, press Tab.
To move to the cell below in the column, press the Down Arrow key.

To add a new column by dragging, position the Type tool over the right edge of
one of the columns in your table so that the pointer becomes a double-arrow
icon (#+#) and begin dragging to the right. Hold down Alt (Windows) or Option
(Mac OS) and drag a short distance to the right, perhaps half an inch or so.
When you release the mouse button, a new column appears. (The column has
the same width as the distance you dragged.)

To convert the table to text, choose Table > Convert Table To Text. Tabs can
separate what were previously columns, and paragraph breaks can separate
rows. You can also modify these options. Similarly, you can convert tabbed text
to a table by selecting the text and choosing Table > Convert Text To Table.

To rotate text within a cell, click with the Type tool to place an insertion point
in a cell. Choose Window > Type & Tables > Table. In the Table panel, select the
Rotate Text 270° (&) option. Then type the text you want in this cell.

Creating Tables



Review questions

1 What are the advantages of using tables rather than just typing text and using tabs to
separate the columns?

2 When might you get an overset cell?

3 What tool is used most frequently when you work with tables?

Review answers

1 Tables give you much more flexibility and are far easier to format. In a table, text can
wrap within a cell, so you don’t have to add extra lines to accommodate cells that contain
a lot of text. Also, you can assign styles to selected cells, rows, and columns—including
character styles and even paragraph styles—because each cell functions like
a separate text frame.

2 Overset cells occur when the contents don't fit inside the cell’s current dimensions.
This overset occurs if you have defined the exact height of a row. Otherwise, when you
place text in the cell, the text wraps within the cell, which then expands vertically to
accommodate the text. When you place a graphic in a cell that does not have a fixed
row height, the cell expands vertically but not horizontally, so the column keeps its
original width.

3 The Type tool must be selected to work with a table. You can use other tools to work
with the graphics within table cells, but to work with the table itself, such as selecting
rows or columns, inserting text or graphics, adjusting table dimensions, and so forth,
you use the Type tool.
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WORKING WITH
TRANSPARENCY

Lesson Overview

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

Colorize an imported grayscale image.

Change the opacity of objects drawn in InDesign.
Apply transparency settings to imported graphics.
Apply transparency settings to text.

Apply blending modes to overlapping objects.
Apply feathering effects to objects.

Apply multiple effects to an object.

Edit and remove effects.

This lesson will take approximately 45 minutes.



bistro|(Nouveau

I THINK, THEREFORE I DINE.

Boston | Chicago | Denver | Houston | Minneapolis

Adobe InDesign CS6 offers an array of transparency
features to feed your imagination and creativity.
These include controls over opacity, effects, and color
blends. You can also import files that use transparency
and apply additional transparency effects.



Note: If you have
not already copied the
resource files for this
lesson onto your hard
drive from the Adobe
InDesign CS6 Classroom
in a Book CD, do so
now. See “Copying the
Classroom in a Book
files” on page 2.

Getting started

The project for this lesson is the cover of a menu for a fictional restaurant, Bistro
Nouveau. By applying transparency effects and using a series of layers, you'll create
a visually rich design.

1 To ensure that the preference and default settings of your Adobe InDesign CS6
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 page 3.

2 Start Adobe InDesign CS6. 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.

To begin working, you'll open an InDesign document that is already partially
completed.

3 Choose File > Open, and open the 12_a_Start.indd file in the Lesson_12 folder,
which is located within the Lessons folder in the InDesignCIB folder on your
hard drive.

=Y

Choose File > Save As, name the file 12_Menu.indd, and save it in the
Lesson_12 folder.

The menu appears as a long, blank page because all of the layers are currently
hidden. You'll reveal these layers one by one as you need them, so it will be easy
to focus on the specific objects and tasks in this lesson.

v

To see what the finished project looks like, open the 12_b_End.indd file in the
Lesson_12 folder.

bistro[Nouveau

Boston | Chicago | Denver | Houston | Minneapolis

~N =
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6 When you are ready to start working, either close the 12_b_End.indd file or leave
it open for your reference. Then return to your lesson document by choosing
12_Menu.indd from the Window menu or clicking the 12_Menu.indd tab in the

upper-left corner of the document window.

Importing and colorizing a grayscale image

You'll begin by working with the Background layer for the restaurant menu. This
layer serves as a textured background that is visible through the objects layered
above it that have transparency effects. By applying transparency effects, you can

create see-through objects that reveal any objects underneath.

Because nothing is below the Background layer in the layer stack, you won't apply

any transparency effects to objects on this layer.

1 Choose Window > Layers to display the Layers panel.

2 In the Layers panel, select the layer labeled Background, scrolling as necessary
to find it at the bottom of the layer stack. You'll place the image you import on

this layer.

3 Make sure that the two boxes to the left of the layer name show that the layer
is visible (the eye icon [#] appears) and unlocked (the layer lock icon [@&] does
not appear). The pen icon (¢) to the right of the layer name indicates that this
is the layer on which the imported objects will be placed and new frames will

be created.

Pages | & Layers | Links | B | =

=
D
—

> Type
b Art3

Bl

s e
»
=
L*]

b Artl

[ I B Background k A

-P_a.ge ol 5 Layers al

2

This file is a grayscale TIFFE.

Choose View > Grids & Guides > Show Guides. You'll use the guides on the page
to align the background image that you import.

Choose File > Place, and then open the 12_c.tif file in your Lesson_12 folder.
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6 Move the loaded graphics icon (%) slightly outside the upper-left corner of the
page; then click the corner where the red bleed guides meet so that the placed
image fills the entire page, including the margins and bleed area. Keep the

graphics frame selected.

7 Choose Window > Color > Swatches. You'll use the Swatches panel to colorize
the image, first adjusting the tint of the desired swatch.

Tip: You can also 8 In the Swatches panel, select the Fill box (%&). Scroll down the list of swatches to
select the Fill box at the find the Light Green swatch and select it. Click the Tint menu at the top of the

s::gm of theTools panel and drag the slider to 76%.

The white background of the graphics frame is now a 76% tint of the green color,
but the gray areas of the graphic remain unchanged.

9 Using the Selection tool (k), move the pointer within the content grabber at the
center of the frame. When the hand pointer (£%) appears, click to select the graphic
within the frame and then select Light Green in the Swatches panel. Light Green
replaces gray in the image, leaving the Light Green 76% areas as they were.

\V17

After applying a fill color  After applying color to
and tint to the frame. the graphic.
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InDesign lets you apply color to grayscale or bitmap images saved in PSD, TIFF,
BMP, or JPEG format. When you select the graphic within a graphics frame
and then apply a fill color, the color is applied to the gray portions of the image
rather than to the background of the frame, as it was in step 8, when the frame
was selected.

10 In the Layers panel, click the empty box to the left of the Background layer name
to lock the layer. Leave the Background layer visible so that you can see the
results of the transparent objects you will be placing above this layer.

Pages | & Layers | Links | M| =
[ @ || e

[ @ [j»an

[ @ ||»anz

N
E@b Background ¥

-P-age 1, 5 Layers al W

11 Choose File > Save to save your work.

You've just learned a quick method for colorizing a grayscale image. While this
method works well for creating composites, you may find the color controls avail-
able in Adobe Photoshop CS6 more effective for creating your final artwork.

Applying transparency settings

InDesign CS6 has extensive transparency controls. For example, by lowering the
opacity of objects, text, and even imported graphics, you can reveal underlying
objects that would otherwise not be visible. Additional transparency features, such
as blending modes, drop shadows, feathered and glowing edges, and bevel and
emboss effects, provide a wide range of options for creating special visual effects;
you'll learn about these additional features later in the lesson.

In this part of the project, you'll practice using various transparency options on each
layer in the restaurant menu.

ADOBE INDESIGN CS6 CLASSROOM IN A BOOK

303



About the Effects panel

You use the Effects panel (Window > Effects) to specify the opacity and blend-
ing mode of objects and groups, isolate blending to a particular group, knock out
objects inside a group, or apply a transparency effect.

% Effects | Object Styles | M| =
Blending mode —— Normal = ] Opacity: 100% | p——— Opacity
Levels —— ¥  Object: Normal 100% fx

Stroke: Mormal 100%
Fill Mormal 10:05%

Taxt Normal 10:0%

':] Isolate Blending :‘ Knockout Group

4 fx. T§——F— Delete

Clear effects FX button

Effects panel overview

Blending Mode—Lets you vary the ways in which the colors of overlapping objects
blend with each other.

Levels—Tells you the Object, Stroke, Fill, and Text opacity settings of the selected
object, as well as whether transparency effects have been applied. Click the triangle
to the left of the word Object (or Group or Graphic) to alternately hide and display
these level settings. The FX icon appears on a level after you apply transparency
effects there, and you can double-click the FX icon to edit the settings.

Clear Effects—Clears effects (stroke, fill, or text) from an object, sets the blending
mode to Normal, and changes the Opacity setting to 100% throughout the selected
object.

FX button—Displays a list of transparency effects.
Trash Can—Removes effects, but not a blending mode or opacity, from an object.

Opacity—As you lower the opacity value of an object, the object becomes increas-
ingly translucent, and underlying objects become increasingly visible.

Isolate Blending—Applies a blending mode to a selected group of objects but
does not affect underlying objects that are not part of the group.

Knockout Group—Makes the opacity and blending attributes of every object in a
group knock out, or block out, underlying objects in the group.
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Changing the opacity of solid-color objects

With the background graphic complete, you can start applying transparency effects
to objects on layers stacked above it. You'll start with a series of simple shapes that
were drawn using InDesign CS6.

1 Inthe Layers panel, select the Artl layer so that it becomes the active layer, and
click the lock icon (@) to the left of the layer name to unlock the layer. Click the
empty box on the far left of the Artl layer name so that the eye icon (&) appears,
indicating that the layer is visible.

Page: 1, 5 Layers Gl F

2 Using the Selection tool (&), click the full circle filled with the Yellow/Green
swatch on the right side of the page. This ellipse frame with a solid fill was drawn
in InDesign.

3 Choose Window > Effects to display the panel.

H

In the Effects panel, click the arrow on the right side of the Opacity percentage.
An Opacity slider adjustment appears. Drag the slider to 70%. Alternatively,
enter 70% in the Opacity box and press Enter or Return.

[ Normal ‘@ ﬂua:l;;}x _H
[ MW_H

Stroke: Normal 100%

Fill: Normal 100%

Text

[ Isolate Blending [ ] Knackout Group.

A fx
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After you change the opacity of the Yellow/Green circle, it becomes translucent,
and the resulting color is a combination of the Yellow/Green fill of the circle and
the purple rectangle beneath it that covers the right half of the page.

5 Select the Light Green—filled semicircle in the upper-left corner of the page, then
go to the Effects panel and set the Opacity value to 50%. The semicircle now
appears as a subtle variation in color against the background.

=1 o

E : -
% Effects | Object Styles | =

| Normal -:! Opacity: |50% m
T

A L R— _kv—l

Stroke: Normal 100%

Fill Nermal 100%

Text

[] Isolate Blending [ | Knockout Group

A &~ A

6 Repeat step 5 for the remaining circles on the Artl layer, using the following
settings to change the opacity of each circle:

e Left side, middle circle filled with the Medium Green swatch, Opacity = 60%.
e Left side, bottom circle filled with the Light Purple swatch, Opacity = 70%.
* Right side, bottom semicircle filled with the Light Green swatch, Opacity = 50%.

7 Choose File > Save to save your work.

Applying a blending mode

Changing an object’s opacity creates a color that combines the color applied to an
object with the colors applied to objects below it. Using blending modes is another
way to create color interactions between stacked objects.

In this procedure, you'll apply a blending mode to three objects on the page.

1 Using the Selection tool (&), select the Yellow/Green—filled circle on the right
side of the page.
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2 In the Effects panel, choose Overlay from the Blending Mode menu. Notice how
the appearance of the colors changes.

& Effects | Obje

4 Normal ) D Opacity: | 70% :
Multiply Em
Screen ‘lDﬂ%
Saft Light | 100%
Hard Light
Color Dodge [ ] Knockout Group |
Colortum
Darkes
Lighte
Difference
Exch
Hue
Sawrat
Color
Luminosicy
70% opacity. Opacity and blending mode.

3 Select the Light Green—filled semicircle in the lower-right corner of the page and
then hold down the Shift key and select the Light Green—filled semicircle in the
upper-left corner of the page.

4 In the Effects panel, choose Multiply from the Blending Mode menu.
5 Choose File > Save.

For more information on the different blending modes, see “Specify how colors
blend” in InDesign Help.

Adding transparency effects to imported
vector and bitmap graphics

You have applied various transparency settings to objects drawn using InDesign.
You can also change the opacity values and blending modes for imported graphics
created with other applications, such as Adobe Illustrator and Adobe Photoshop.

Applying transparency to a vector graphic
1 In the Layers panel, unlock the Art2 layer and make it visible.

2 In the Tools panel, make sure that the Selection tool (k) is selected.
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3 On the left side of the page, select the graphics frame that contains the black
spiral image by clicking within the frame when the arrow pointer (k.) is
displayed. (Don't click within the content grabber when the hand pointer [7]
is displayed or you'll select the graphic rather than the frame.) This frame is in
front of a Medium Green—colored circle.

4 With the black spiral frame still selected, hold down the Shift key and click to
select the graphics frame that contains a black spiral on the right side of the
page. This frame is in front of and within a Light Purple—colored circle. Again,
make sure you select the graphics frame and not the graphic within. Both of the
graphics frames with spirals should now be selected.

5 In the Effects panel, choose Color Dodge from the Blending Mode menu and set
the Opacity to 30%.

Selected frames before applying blending After applying blending mode and opacity
mode and opacity

Next you will apply a blending mode to the stroke on the fish image.

6 With the Selection tool (&), select the graphics frame with the fish image on the
right side of the page. Make sure the arrow pointer (k.) and not the hand pointer
(¥%) is displayed when you click.
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7 In the Effects panel, click the Stroke level beneath Object to select it. Selecting
the Stroke level applies any blending mode or opacity changes you make to only
the stroke of the selected object.

SEffects | ObjectStyles | =
[ Normal 1% opacity: 100% ]ﬂ
'w  Object: Normal 100%

Strake: Normal 100%

Fillz Normal 100% k

Text:

(] Isolate Blending [ ] Knockout Group

a4 fx 3

A level indicates the Object, Stroke, Fill, and Text opacity settings of the selected
object and the applied blending mode, as well as whether transparency effects
have been applied. You can hide or display these level settings by clicking the
triangle to the left of the word Object (or Group or Graphic).

8 From the Blending Mode menu, choose Hard Light.

m Opacivy:[100% [

Color Dodge &l 100%
Calor Burn F"" T

Darken | 100%

Lighte

Difference |

Exclusion g [ Knockout Group
Hus [ L
Saturation

Color

Luminosity

9 Choose File > Save to save your work.

Applying transparency to a bitmap graphic

Next you'll apply transparency effects to an imported bitmap graphic. Although this
example uses a monochromatic image, you can also apply InDesign transparency
settings to multicolor photographs. The process is the same as applying transpar-
ency effects to any other InDesign object.

1 In the Layers panel, select the Art3 layer. Unlock this layer and make it visible.
You can hide either the Artl layer or the Art2 layer to make it easier to work. Be
sure to keep at least one underlying layer visible so that you can see the results of
the transparency interactions.
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2 Using the Selection tool (&), select the graphics frame with the black starburst
image on the right side of the page.

3 In the Effects panel, enter 70% as the Opacity value and press Return or Enter.

4 Move the pointer within the content grabber in the middle of the starburst image
so that it changes to a hand (&), and then click once to select the graphic within
the frame.

5 In the Swatches panel, click the Fill box (48), and then select the Red color
swatch so that red replaces the black areas of the image.

If other layers are visible below the Art3 layer, you can see the starburst as a
muted orange color. If no other layers are visible, the starburst is red.

6 If the starburst image is not still selected, reselect it by clicking within the
content grabber.

7 In the Effects panel, choose Screen from the Blending Mode menu and leave the
Opacity value at 100%. The starburst changes colors based on the layers that are
visible beneath it.

8 Choose File > Save to save your work.

Importing and adjusting lllustrator
files that use transparency

When you import Adobe Illustrator (.ai) files into your InDesign layout, InDesign
CS6 recognizes and preserves any transparency settings that were applied in
Illustrator. You can also adjust opacity, add a blending mode, and apply additional
transparency effects in InDesign.
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Now you will place an image of some drinking glasses and then adjust its transparency.

1 In the Layers panel, make sure that the Art3 layer is the active layer and that the
Art3, Art2, Artl, and Background layers are visible.

2 Lock the Art2, Artl, and Background layers to prevent them from being modified.

3 Select the Selection tool (k) in the Tools panel and then choose Edit > Deselect
All so that the image you import is not placed into a selected frame.

4 Choose View > Fit Page In Window.

5 Choose File > Place. Select Show Import Options at the bottom of the Place

dialog box.
A Place.
<+ | (5358 00 [ Lesson_12 ] q
swartD ~ Name —
- PLACES . Sr st
* SEARCH FOR a u_a‘_srm.mdn
» MEDIA B 12,5 End.indd

= 12_c0f

B 12_Menu indd

haw Impart Options
= Replace Selected Item
__| Create Static Captions

6 Locate the 12_d.ai file in your Lesson_12 folder, and double-click to place it.

7 Inthe Place PDF dialog box, make sure that Bounding Box (All Layers) is
selected in the Crop To menu and that Transparent Background is selected.

Place PDF (12_d.ai)

—Preview———— E General | Layers |
—Pages
Previewed Page
e 8 Al ’
B i =
e_SiH (_) Range: 1
—Optinne
Crop to: | Bounding Box (All Layers) P-3D
WL Lk ™ Transparent sackgrouna

Total pages: 1

i I B
™ Show Preview [ Cancel )
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Tip: When you're
repositioning the image
within the purple circle,
Smart Guides can help
you center the image
perfectly within the
purple circle.

Tip: To show only
the Art3 Layer and hide
all other layers, Alt-click
(Windows) or Option-
click (Mac OS) the
Toggle Visibility icon in
the Layers panel.

8 Click OK. The dialog box closes and the pointer becomes a loaded graphics

the right side of the page. Click to place the image. If necessary, drag the image
to center it visually within the purple circle.

/

10 In the Layers panel, click to hide the Art2, Artl, and Background layers so that
only the Art3 layer is visible, and you can view the placed image on its own and
see the transparent color interactions within the Illustrator image.

11 Then click to redisplay the Art2, Artl, and Background layers. Notice that the
white “olive” shape is completely opaque, while the other shapes of the drinking
glasses are partly transparent.

12 With the glasses image still selected, change the Opacity setting in the Effects
panel to 60%. Keep the image selected.

13 In the Effects panel, choose Color Burn from the Blending Mode menu. Now the
colors and interactions of the image take on a completely different character.

14 Choose File > Save.

Applying transparency settings to text

Changing the opacity of text is as easy as applying transparency settings to graphic
objects in your layout. You'll try out the technique now as you also change the color
of the text.

1 In the Layers panel, lock the Art3 layer and then unlock the Type layer and make
it visible.
2 In the Tools panel, select the Selection tool (&) and then click the text frame

“I THINK, THEREFORE I DINE If necessary, zoom in so that you can read
the text easily.
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To apply transparency settings to text or to a text frame and its contents, you
must select the frame with the Selection tool. You cannot specify transparency
settings when the text is selected with the Type tool.

3 In the Effects panel, select the Text level so that any opacity or blending mode
changes you make will apply to the text only.

4 Choose Overlay from the Blending Mode menu and change the Opacity to 70%.

Effects | Object Styles

| Ouerlay ﬂ‘ ( Opacity: | 70% M |l {

w  Object: Normal 100%
Stroke: Normal 100%

5 Choose Edit > Deselect All
Now you’ll change the opacity of a text frame’s fill.

6 In the Tools panel, make sure the Selection tool (k) is selected, and then click the
text frame at the bottom of the page that contains “Boston | Chicago | Denver |
Houston | Minneapolis.” If necessary, zoom in so that you can read
the text easily.

7 Select the Fill level in the Effects panel and change the Opacity to 70%.

¥ Efects (0Nt St .|
- B oseie TR [
¥ Owiens haral 1008 1
Serckn Normal 1008

TR ermal TR

Boston | Chicago | Denver | Houston | Minneapolis

o ——
] it Wiy ] Koot Covus

@ A& 3 |

8 Choose Edit > Deselect All, and then choose File > Save.

Working with effects

So far in this lesson, you've learned how to apply transparency by changing the
blending mode and the opacity of objects drawn in InDesign, imported graphics,
and text. Another way to apply transparency is by using the nine transparency effects
in InDesign. Many of the settings and options for creating these effects are similar.

You'll try out some of these effects now, as you fine-tune the menu’s artwork.
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Transparency effects

Drop Shadow—Adds a shadow that falls behind the object, stroke, fill, or text.

Inner Shadow—Adds a shadow that falls just inside the edges of the object, stroke,
fill, or text, giving it a recessed appearance.

Outer Glow and Inner Glow—Add glows that emanate from the outside or inside
edges of the object, stroke, fill, or text.

Bevel and Emboss—Adds various combinations of highlights and shadows to give
text and images a three-dimensional appearance.

Satin—Adds interior shading that makes a satiny finish.

Basic Feather, Directional Feather, and Gradient Feather—Soften the edges of
an object by fading them to transparent.

—From InDesign Help

Applying a basic feather to the edges of an image

Feathering is another way to apply transparency to an object. Feathering creates a

subtle transition from opaque to transparent around the edge of an object, so that
any underlying objects or the page background is visible through the feathered area.
InDesign CS6 features three types of feathering:

Basic Feather softens or fades the edges of an object over a distance that you
specify.

Directional Feather softens the edges of an object by fading the edges to
transparent from directions that you specify.

Gradient Feather softens the areas of an object by fading them to transparent.

First, you'll apply Basic Feather, and then you'll move on to Gradient Feather.

1
2
3

In the Layers panel, unlock the Art1 layer if it’s locked.
If necessary, choose View > Fit Page In Window to see the entire page.

Select the Selection tool (&), and then select the Light Purple—filled circle on the
left side of the page.

Choose Object > Effects > Basic Feather. The Effects dialog box appears,
displaying a list of the transparency effects on the left and an accompanying set
of controls on the right.
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5 In the Options section of the Effects dialog box, set these options:

e In the Feather Width box, type 0.375 in.

* Change both the Choke value and Noise value to 10%.

e Leave the Corners option set at Diffused.

6 Make sure that Preview is selected and, if necessary, move the dialog box to

view the effects of your changes. Notice how the edges of the purple circle are

now blurred.
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(w]n]

ORECT Wormal 70 Basic Faather

(47

Basic Feather

Feather Width 5/0.375in |

Choke: 10%

Comers: | Diffused 18

Moise: 10% '

)
Cee—

7 Click OK to apply the settings, and close the Effects dialog box.

8 Choose File > Save.

Applying a gradient feather

You can use the Gradient Feather effect to fade an object from opaque to

transparent.

1 Use the Selection tool (k) to click the Light Purple—filled vertical rectangle on

the right side of the page.

2 At the bottom of the Effects panel, click
the FX button ( #.) and choose Gradient
Feather from the pop-up menu.

The Effects dialog box appears, displaying
Gradient Feather options.

offeas | ObjectStyles | -
| Color Dodge 5‘ Opacity: 60% M

¥ Object: Color Dodge 60%
Stroke: Normal 100%
Fil  Normal 100%

ext

[ 1soiate Biending || Knockout Group

A F#  Transparency...

Drop Shadaw...
Inner Shadow...
Quter Glow...

Inner Glow...

Bevel and Emboss...
Satin...

Basic Feather...
Directional Feather...

Gradient Feather...

Note: In addition to
applying transparency
effects by choosing
Object > Effects and
choosing an option
from the submenu, you
can also select Effects
from the Effects panel
menu or click the FX
button at the bottom of
the Effects panel, and
then choose an option
from the submenu.
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© Note: The Effects
dialog box allows you

to apply multiple effects
to a single object and
shows you which effects
are applied to a selected
object (indicated by a
check mark on the left
side of the dialog box).

3 In the Gradient Stops section of the Effects dialog box, click the Reverse
Gradient button (£3) to reverse the solid and transparent colors.

Settings for: | Object m

Gradient Feather

Transparency
[C] Drop Shadow

(] Inner Shadow

] Outer Glow

(] Inner Glow

[] Bevel and Emboss.
] satin

[T] Basic Feather

[C] Directional Feather
] Gradient Feather

‘OBJECT: Normal 100%; Cradient Feather
STROKE: Normal 100%; (no effects)
FILL: Normal 100%; (no effects)

E Preview

4 Click OK. The purple rectangle should fade to transparent from right to left.
Now you will use the Gradient Feather tool to adjust the direction of the fade.

5 In the Tools panel, select the Gradient Feather tool (k). Hold down the Shift
key, and drag the pointer from the bottom to the top of the purple rectangle

— Gradient Stops

é:m_

Opacity: :i_-' Location: -
— Options
Type: | Linear E
Angle: j0°

to change the gradient direction.

bistro|Nouveau|

6 Choose Edit > Deselect All, and then File > Save.

Next you will apply multiple effects to a single object and then edit them.
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Adding a drop shadow to text

When you add a drop shadow to an object, the result is a 3D effect that makes the
object appear to float above the page and cast a shadow on the page and objects
below. You can add a drop shadow to any object, and you have the option to assign a
shadow independently to an object’s stroke or fill or to the text within a text frame.

Now you'll try this technique by adding a drop shadow to the “bistro” text.

1 Using the Selection tool (k), select the text frame that contains the word “bistro”
Hold down the Z key to temporarily access the Zoom tool, or select the Zoom
tool (%), and magnify the frame so that you can see the text clearly.

2 Select the Text level in the Effects panel.

3 At the bottom of the Effects panel, click the FX button ( £.), and choose Drop
Shadow from the menu.

il 2]

=
% Effects | Object Styles =
| Normal @‘ Opacity: 100% ]ﬂ

¥ Object: Normal 100%

Stroke: Normal 100%
Fill: Normal 100%
Text: Normal 100%

[ 1soiate Biending [ ] Knockout Group

] [ Transparency...
Drop Shadaow... N

Inner Shadow...
Outer Glow...

Inner Glow...

Bevel and Emboss...
Satin...

Basic Feather...
Directional Feather...
Gradient Feather...

4 In the Options section of the Effects dialog box, enter 0.125 in for Size and 20%
for Spread. Make sure that Preview is selected so that you can see the effects on
your page.

ity

Settings for: | Object 18] Drop Shadow

Blending
Tramzarancy

g Mode: | Multiply 2] B
) innar Shasew
=] O e Position —————— =
L Msar oy Distance: = 0.1375 in X Offcat: 5 0.0872 in
] Wl and Gombarn. e i e
) tatn Angle: @ 135* ¥ Offset: +0.0972 in
O] wuss rumae | Use Global Light
L tnsnctasn Faasnar
Cratamt Frarir
Dgptions =

CUECT: Norma! 100K Orap Shasow [ Sire: 0125 in __ Dbject Knocks Out Shadow
STRONL Narmil 100R. (22 #fectal | d =
L Normal §OOK: boe e Spread: 20% » ! Shadow Honors Other Effects
TORT, Wl 3000 152 et o - 2

Noise: 0% »

T Preview o) o) / (a
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5 Click OK to apply the drop shadow to the text.

6 Choose File > Save to save your work.

Applying multiple effects to an object

You can apply several different types of transparency effects to an object. For
example, you can create the impression that an object is embossed and that it has a
glow around it by applying two transparency effects.

In this exercise, you'll apply an embossed effect and an outer glow effect to the two
semicircles on the page.

1 Choose View > Fit Page In Window.

2 Using the Selection tool (%), select the Light Green—filled semicircle in the
upper-left corner of the page.

3 At the bottom of the Effects panel, click the FX button ( #.), and choose Bevel
And Emboss from the menu.

4 In the Effects dialog box, make sure that Preview is selected so that you can
view the effects on the page. Then specify the following settings in the Structure
section:

e Size: 0.3125in
e Soften: 0.3125 in
e Depth: 30%

Effects
Settings for: | Dbject 18] Bevel and Emboss
Tramupaseney R =
) an Shade style: | inner Bevel ] Size: = 0.3125 in
) e S Technique: | Smaath B || sofien: 03125 in
Grer o
\aner Glaw Direction:  Up . Depth: 30% "
i Bt arat b
O sume Shading
] B Faarar Angle: ® 120* Altitude: = 30°
Dorearanal Faanar
e v | Usa Global Light )
Highlight: | Screen B[] Opacity: 75% .
Shadow: | Multiply )l Opacity 75K
o Preview (Cancel )

5 Leave the rest of the settings as they are, and keep the Effects dialog box open.

6 On the left side of the dialog box, click the check box to the left of Outer Glow to
add an outer glow effect to the semicircle.

318 LESSON 12 Working with Transparency



7 Click the words Outer Glow to edit the effect, and specify these settings:
e Mode: Multiply
*  Opacity: 80%
e Size: 0.25in
e Spread: 10%

8 Click the Set Glow Color box to the right of the Mode menu. In the Effect Color
dialog box, make sure that Swatches is selected in the Color menu, choose Black

from the list of colors, and then click OK.

iz
Settings for: | Object m Quter Glow
e Blendina ,
ransparency f 7 -

() Drop Shadow (Mode.‘ Multiply ﬁ |:D (Dpacitv‘. 80% ]LD
[ innar Shadow 1
(T ) Options

LS e Technigue: | Softer Noise: 0% v ‘
(4 Beval and Emboss

(] Basic Feather B 1

OBJECT: Multiply SO0%; Outer Glow, Bevel O
and Emboss

STROKE: Normal 100%; {no effects)
FLL: Normal 100%: (o effects)

s

v

reien o>

9 Click OK to apply the settings for the multiple effects.

Next you will apply the same effects to the other semicircle on the page, simply
by dragging the FX icon from the Effects panel to the semicircle.

10 Double-click the Hand tool (£7) to fit the page in the window.

11 In the Tools panel, select the Selection tool (k). If the green semicircle in the
upper-left corner of the page is not still selected, select it now.

12 With the Effects panel open, drag the FX icon (fx) on the right side of the Object

level to the page and directly on top of the green semicircle in the lower-right

corner.

oEfects

Multiply E Opacity: | 50%

l'w  Object: Multinly Sne fx
Stroke: Normal 100%

Fill.  Normal 100%

Text

] Isolate Blending ] Knockout Group

b fx

Dragging the FX icon onto the semicircle (left and center) yields the result seen here (right).

© Note: Ifyou

miss the semicircle

and accidentally move
another object, choose
Edit > Undo Move
Object Effects and

try again.
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Now you will apply the same effects to the small gray circle on the page.

13 In the Layers panel, click the eye icon (&) to turn off the visibility for the Art3
layer and then unlock the Art2 layer.

14 Make sure the green semicircle in the upper-left corner of the page is still
selected. Drag the FX icon (fx) from the Effects panel onto the small gray circle
above and to the right of the fish image.

15 Choose File > Save.

Editing and removing effects

Effects that are applied can easily be edited or removed. You can also quickly check
whether any effects have been applied to an object.

First you'll edit the gradient fill behind the restaurant title, and then you'll remove
the effects applied to one of the circles.

1 Inthe Layers panel, make sure that the Artl layer is unlocked and that it is visible.

2 With the Selection tool (k), click the frame with the gradient fill that’s behind the
text “bistro Nouveau”

Tip: To quickly see 3 With the Effects panel open, click the FX button ( #.) at the bottom of the panel.
which pages in your In the menu that appears, the Gradient Feather effect has a check mark next to
document contain
transparency, choose
Panel Options from the Gradient Feather option from the menu.
Pages panel menu, and
select the Transparency

it, which indicates that it is already applied to the selected object. Choose the

4 In the Effects dialog box, under Gradient Stops, click the color stop (the small

checkbox. A small icon white square) at the right end of the gradient ramp. Change Opacity to 30%, and
will appear next to change Angle to 90°.

any pages containing

transparency. et

Settings for: _!Jiu_!g_E] Gradient Feather

GCradient Staps

Opacity: 30% ¥ || ocation: 100% |+

Options.

Duectianal Fames Tvoe: | Linear 581

¥ Eatieet Fusar o
vt Angle: | |} 907

 Preview Cancel | {omOiem)

5 Click OK to update the Gradient Feather effect.
Now you will remove all of the effects applied to an object.
6 In the Layers panel, turn on visibility for all layers.

7 With the Selection tool (k), click the small gray circle to the right and above the
fish image on the right side of the page.
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8 At the bottom of the Effects panel, click the Clear Effects button ([4) to remove Note: The Clear

all of the effects applied to the circle. Effects button also
removes blending
mode and opacity
setting changes from
the object.

4 Effects | Object Styles

[ Multinly F#] Opacity: 50

¥ Object: Multiply 50%

:*EE‘

Stroke: Normal 100%
Fill Normal 100%

ext

[ 1solate Blending [_| Knockout Group

{mz & s

9 Choose File > Save.

Congratulations! You have completed the lesson.

Exploring on your own

Try some of the following ways of working with InDesign transparency options:

1 Scroll to a blank area of the pasteboard and create some shapes (by using the
drawing tools or by importing new copies of some of the image files used in
this lesson) on a new layer. Apply fill colors to any shapes that don’t have content,
and position your shapes so that they overlap each other, at least partially. Then:

¢ Select the uppermost object in your arrangement of shapes. Using the
controls in the Effects panel, experiment with other blending modes, such
as Luminosity, Hard Light, and Difference. Then select a different object and
choose the same blending modes in the Effects panel to compare the results.
When you have a sense of what the various modes do, select all of your
objects, and choose Normal as the blending mode.

¢ In the Effects panel, change the Opacity value of some of the objects but
not others. Then select different objects in your arrangement and use the
Object > Arrange > Send Backward and Object > Arrange > Bring Forward
commands to observe different results.

e Experiment with combinations of different opacities and different blending
modes applied to an object. Do the same with other objects that partially
overlap the first object, to explore the variety of effects you can create.

2 In the Pages panel, double-click page 1 to center it in the document window. In
the Layers panel, click the eye icons for the different Art layers one at a time to
see the differences this creates in the overall effect of the layout.

3 In the Layers panel, make sure that all the layers are unlocked. In the layout, click
the image of the glasses to select it. Use the Effects panel to apply a drop shadow.
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Review questions

1 How do you change the color of the white areas of a grayscale image? How do you
change the gray areas?

2 How can you change transparency effects without changing the Opacity value of
an object?

3 What is the importance of the stacking order of layers and of objects within layers
when you work with transparency?

4 Ifyou've applied transparency effects to an object, what is the easiest way to apply
the same effects to a different object?

Review answers

1 To change the white areas, select the graphics frame with the Selection tool and then
select a color in the Swatches panel. To change the gray areas, select the content within
the frame by clicking within the content grabber and then select the color from the
Swatches panel that you want to use.

2 Besides selecting the object and changing the Opacity value in the Effects panel, you
can also create transparency effects by changing the blending mode; feathering an
object several ways; adding drop shadows or bevel and emboss effects; and more.
Blending modes determine how the base color and the blend color combine to produce
a resulting color.

3 The transparency of an object affects the view of objects below (behind) it in the
stacking order. For example, objects below a semitransparent object can be seen behind
it—like objects behind a colored plastic film. An opaque object blocks the view of the
area behind it in the stacking order, regardless of whether the objects behind it have
reduced opacity values, feathering, blending modes, or other effects.

4 Select the object to which you've applied transparency effects, and then drag the FX
icon displayed on the right side of the Effects panel to another object.
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PRINTING AND EXPORTING

Lesson Overview
In this lesson, you'll learn how to do the following:
e Check a document for potential printing issues.

e Confirm that an InDesign file and all of its elements are ready
for printing.

e Assemble all necessary files for printing or delivery to a service
provider or printer.

* Generate an Adobe PDF file for proofing.

e Preview a document onscreen before printing.

e Select appropriate print settings for fonts and graphics.
e Print a proof of a document.

e Create a print preset to automate the printing process.

e Manage the colors in a document.

This lesson will take approximately 45 minutes.
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Adobe InDesign CS6 provides advanced printing and print preparation
controls to manage your print settings, regardless of your output device.

You can easily output your work to a laser or inkjet printer, high-resolution
film, or a computer-to-plate imaging device.




Note: If you have
not already copied the
resource files for this
lesson onto your hard
drive from the Adobe
InDesign CS6 Classroom
in a Book CD, do so
now. See “Copying the
Classroom in a Book
files” on page 2.

Note: If you don't
have a printer or you
have access only to a
black-and-white printer,
you can still follow the
steps in this lesson.

You will use some
default print settings
that help you better
understand the controls
and capabilities that
InDesign CS6 offers for
printing and imaging.

Tip: A preference
option in InDesign CS6
lets you control whether
an alert is displayed
when you open a docu-
ment with missing or
modified links. To disable
the alert, deselect the
Check Links Before
Opening Document
option in the File
Handling section of the
Preferences dialog box.

Getting started

In this lesson, you'll work on a magazine cover that contains a full-color image and
also uses a spot color. The document will be printed on a color inkjet or laser printer
for proofing and also on a high-resolution imaging device, such as a computer-to-
plate or film imagesetter. Prior to printing, the document will be sent for review as a
PDF file, which you will export from Adobe InDesign CS6.

1 To ensure that the preference 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 page 3.

2 Start Adobe InDesign CS6. 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.

3 Choose File > Open and open the 13_Start.indd file in the Lesson_13 folder,
located inside the Lessons folder within the InDesignCIB folder on your
hard drive.

4 An alert message informs you that the document contains missing and
modified links. Click Don’t Update Links. You will correct these problems
later in this lesson.

When you print an InDesign document or generate a PDF file for printing,
InDesign must access the original artwork that was placed in the layout. If imported
artwork has been moved, graphic filenames have changed, or the location of the
original graphic files is no longer available, InDesign alerts you that the original
artwork cannot be located or has been modified. This alert appears when a docu-
ment is opened, printed, exported, or checked for printing using the Preflight panel.
InDesign shows the status of all files necessary for printing in the Links panel.

5 Choose File > Save As, rename the file 13_Cover.indd, and save it in the
Lesson_13 folder.
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Preflighting files

InDesign provides integrated controls for performing a quality check on a document
prior to printing or handing off a document to a print service provider. Preflight is the
standard industry term for this process. In “Preflighting as you work,” in Lesson 2,
you learned how you can take advantage of the live preflight capabilities in InDesign
and specify a preflight profile in the early stages of creating a document. This lets
you monitor a document as you create it to prevent potential printing problems
from occurring.

You can use the Preflight panel to confirm that all graphics and fonts used in the file
are available for printing and that there are no instances of overset text. Here, you'll
use the Preflight panel to identify a pair of missing graphics in the sample layout.

1 Choose Window > Output > Preflight. Tip: You can also
access the Preflight

2 In the Preflight panel, make sure that On is selected and confirm that [Basic] panel by double

(Working) is selected in the Profile menu. Notice that one error is listed (Links). clicking the "3 errors”

The 3 in parentheses indicates that there are three link-related errors. at the bottom of the
document panel, or by

Notice that no text errors appear in the Error section, which confirms that the selecting it from the

document has no missing fonts and no overset text. pop-up menu.

3 Click the triangle to the left of Links, then click the triangle to the left of Missing
Link to display the names of the two missing graphic files. Double-click the
Title_Old.ai link name; this centers the graphic in the document window and
selects the graphics frame.

4 At the bottom of the Preflight panel, click e —
the triangle to the left of Info to display o profe: [ Thasl woring) 3] 5]
information about the missing file. i looge |
In this case, the problem is a missing e AE]
graphic file, and the fix is to use the o =
Links panel to find the linked file. Now fto >
you'll replace this outdated version of the Fox I the Links el e e ek butian o o relred e,
magazine’s title with a revised version
that includes a color change. . e en OF

5 Click the Links panel icon or choose
Window > Links to open the Links panel, make sure that the Title_Old.ai file
is selected in the Links panel, and then choose Relink from the panel menu.
Browse to the Links folder inside the Lesson_13 folder. Double-click the
Title_New.ai file. The new file is now linked, replacing the original file.

Notice that after you relink the Title_New.ai graphic, the new magazine title is a
different color and is displayed at low resolution, the default setting for imported
Adobe Illustrator files.
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6 To display the title at high resolution, select the graphics frame with the
Selection tool (k) and then choose Object > Display Performance > High Quality
Display.

7 Repeat steps 5 and 6 to relink the graphic named Photo.tif and display it at high
resolution.

8 To update the link to the Tagline.ai graphic that has been modified, select it in
the Links panel and then choose Update Link from the panel menu.

9 Choose File > Save to save the changes you've made to the document.

Packaging files

You can use the Package command to assemble a copy of your InDesign document
and all linked items, including graphics, into a single, convenient folder. InDesign
also copies the fonts needed for printing. Now you'll package the files for the maga-
zine cover in preparation for sending them to your print provider. This ensures that
all project components required for output are provided.

1 Choose File > Package. The Summary section of the Package dialog box notifies
you of two more printing-related issues:

e Because the document contains an RGB graphic, InDesign alerts you to its
presence. You'll convert this image to CMYK when you print the cover later
in this lesson.

¢ The document also contains two duplicate spot colors. These duplicates are
for instructional purposes only and will not cause printing errors. You'll use
the Ink Manager feature later in the lesson to manage this situation.

Package

Summary Summary
Fonts
Links and Images Scope: Entire Publication
Colors and Inks
Print Settings Fonts: 2 Fonts Used, 0 Missing, 0 Embedded, 0 Incomplete
Extarnal Plug-ins f ot

g), Links and Images: 3 Links Found, 0 Madified, 0 Missing, O Inaccessiole

Images: 0 Embedded, 1 use RGE color space

Colors and Inks: 4 Process Inks; 2 Spot Inks
This Publication Contains 2 Duplicate Spot Colors
CMS is ON

&

External Plug-ins : 0

Nen Opague Objects :0n Pagel
Number of Documents :1
Pagination Options . None

V' Show Data For Hidden and Non-Printing Layers

Cancel ) ( Report... ) € Package... 3

2 Click Package.
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3 In the Printing Instructions dialog box, type a filename for the instructions file
that accompanies the InDesign document (for example, “Info for Printer”), and
also include your contact information. Click Continue.

InDesign uses this information to create an instructions text file that will Tip: You can also

accompany the InDesign file, links, and fonts in the package folder. The recipient edit the Instructions

of the package can use the instructions file to better understand what you want text file from the Create
Package Folder dialog

done and how to contact you if there are questions. box by clicking the

4 In the Create Package Folder dialog box, browse to locate the Lesson_13 folder. Instructions button.

Notice that the folder that will be created for the package is named 13_Cover
Folder. InDesign automatically names the folder based on the document name,
which you assigned at the beginning of this lesson.

5 Confirm that the following options are selected:

e Copy Fonts (Except CJK)

Tip: When Copy
Fonts (Except CJK)
is selected in the

Create Package Folder
dialog box, InDesign
e Update Graphic Links In Package generates a folder
called “Document
fonts”in the package
folder. If you open an

e Copy Linked Graphics

6 Click Package.

= e InDesign file located in
Save As: | 13_Cover Fold (a) the same folder with
ave ASs: over Folaer
= the Document fonts
[« »] (22 = [0 Lesson 13 4 a folder, InDesign will

automatically install
these fonts for you, and

DEVICES m Shared Folder

2 Macinto... ~13_cove...2w)h.idlk

B ipisk [ 13_Cover Folder they will be available

() InDe... & # 13_Cover.indd for that document only.

SHARED . = When you close the

PLACES + [ Links » document, the fonts are
uninstalled.

™ Copy Fonts (Except CJK)

E Copy Linked Graphics

EUpdate Graphic Links In Package

"] Use Document Hyphenation Exceptions Only

linclude Fonts and Links From Hidden and Non-Printing Content

_| View Report

—TE T —
( Instructions... )
il i

ancel |

( New Folder ) Fm——
([ New Folder ) {C Package

7 Read the warning message that informs you about the licensing restrictions that
may affect your ability to copy fonts and then click OK.
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Creating a preflight profile

When you turn on the live preflight feature (select On in the Preflight panel), the
default working profile, called [Basic], is used to preflight your InDesign documents.
This profile checks for basic output conditions, such as missing or modified graphic
files, overset text, and missing fonts.

You can also create your own custom preflight profiles or load profiles from your
print service provider or other source. When you create a custom preflight profile,
you specify the conditions you want to detect. Here's how to create a profile that
alerts you when non-CMYK colors are used in a layout:

1

2

3

4

Choose Window > Output > Preflight and then choose Define Profiles from the
Preflight panel menu.

Click the New Preflight Profile button () on the lower-left side of the Preflight
Profiles dialog box to create a new preflight profile. In the Profile Name box,
enter CMYK Colors Only.

Click the triangle to the left of Color to display color-related options, and select
Color Spaces And Modes Not Allowed.

Click the triangle to the left of Color Spaces And Modes Not Allowed, and select
all of the available options except CMYK (RGB, Gray, Lab, and Spot Color).

Preflight Profiles

[Basic] Profile Name: CMYK Colars Only

Digital Publishing
CMYK Colors Only

> General
[®] unks
w [7] coLor
[[] Transparency Blending Space Required
] Cyan, Magenta or Yellow Plates Not Allowed

w [] Color Spaces and Modes Not Allowed

[¥] Ree [¥] Gray
[ emvic [#] Lab
[¥] spet Calor

[] Snot Caler Setup

o = [] Overprinting Applied in InDesign
[e[=]F=] 5

(1 Muarnrintinn Annlisd ta Whita e [Panar Colar

Embedded: No profile embedded. (" save ) ( Cancel ( oK )

5

6

7

8

Leave existing preflight criteria for Links, Images And Objects, Text, and
Document as is. Click Save, and then click OK.

Choose CMYK Colors Only from the Profile menu in the Preflight panel. Notice
the additional errors that are listed in the Error section of the panel.

Click the triangle next to Color to expand the display, and then click the triangle
next to Color Space Not Allowed to see a list of objects that do not use the
CMYK color model. Click various objects to view information about the problem
and how to fix it. (Make sure the Info section of the Preflight panel is visible. If
not, click the triangle to the left of Info to display it.)

Choose [Basic] (Working) from the Profile menu in the Preflight panel to return
to the default profile used for this lesson.
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8 Switch to Explorer (Windows) or Finder (Mac OS), and then navigate to the 13_
Cover Folder in the Lesson_13 folder (located inside the Lessons folder within
the InDesignCIB folder on your hard drive). Open the folder.

Notice that InDesign created a duplicate version of your document and also
copied all fonts, graphics, and other linked files necessary for high-resolution
printing. Because you selected Update Graphic Links In Package, the duplicate
InDesign file now links to the copied graphic files located in the package folder
instead of to the original linked files. This makes the document easier for a
printer or service provider to manage and also makes the package file ideal for
archiving.

9 When you have finished viewing its contents, close 13_Cover Folder and return
to InDesign.

Creating an Adobe PDF proof

If your documents need to be reviewed by others, you can easily create Adobe PDF
(Portable Document Format) files to transfer and share. There are several benefits to
this convenient format: Files are compressed to a smaller size, all fonts and links are
self-contained in a single composite file, and files are displayed onscreen and print
the same whether opened on a PC or a Mac. InDesign exports directly to Adobe PDF.

Saving a composite of your publication as an Adobe PDF document also has many
advantages for printing. You can create a compact, reliable file that you or your ser-
vice provider can view, edit, organize, and proof. Then later, your service provider
can either output the Adobe PDF file directly or process it using tools from various
sources for such post-processing tasks as preflight checks, trapping, imposition, and
color separation.

You will now create an Adobe PDF file that is suitable for review and proofing
purposes.

1 Choose File > Export.

2 Choose Adobe PDF (Print) from the Save As Type (Windows) or Format (Mac OS)
menu, and for the filename, type 13_Cover_ Proof.pdf. If necessary, navigate
to the Lesson_13 folder and then click Save. The Export Adobe PDF dialog
box opens.

3 In the Adobe PDF Preset menu, choose [High Quality Print]. This setting creates
PDF files that are suitable for output on desktop printers and proofers and
onscreen proofing.

4 In the Compatibility menu, choose Acrobat 6 (PDF 1.5). This is the earliest
version that supports more advanced features in the PDF file, including layers.

Note: The presets
available in the Adobe
PDF Preset menu are
used for creating a
range of Adobe PDF
files, from small files
suitable for onscreen
viewing to press-ready
files that are suitable for
high-resolution output.
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5 In the Options section of the dialog box, select
e View PDF After Exporting
* Create Acrobat Layers

Automatically viewing the PDF file after exporting is an efficient way of checking
the results of the file export process. The Create Acrobat Layers option converts
the layers from the InDesign CS6 layout into layers that can be viewed in the

resulting PDF file.
Export Adobe PDF . —
Adobe PDF Preset: | [High Quality Print] (modified) i ]
Standard: | None | 3'3 Compatibility: | Acrobat 6 (PDF 1.5) &3 ]
Ceneral General

Compression

Description: |[Based on '[High Quality Print]’] Use these settings to create
\Adobe PDF documents for quality printing on desktop printers
and proofers. Created PDF documents can be opened with
\Acrobat and Adobe Reader 5.0 and later.

Marks and Bleads
Output
Advanced

Security

Summary —Pages
@ All
() Range: |1 v ]
{®) Pages

() Spreads

Note: Adobe PDF

—Options:

export in InDesign
CS6 is performed

in the background,
which enables you to
continue working while
an Adobe PDF is being
created. If you try and
close your document
before the background
process is completed
InDesign will display a
warning message.

¢ 3y
[ Save Preset...

"l Embed Page Thumbnails

E View PDF after Exporting
E Optimize for Fast Web View E Create Acrobat Layers
™ Create Tagged PDF

Export Layers: | Visible & Printable Layers | :]

—Include
"] Bookmarks "] Non-Printing Objects
[ Hyperlinks | visible Guides and Grids

Interactive Elements: | Do Not Include *33

Cancel )

Export

The Export Layers menu lets you choose the layers to be exported when creating
the PDF. For this exercise, use the default option: Visible & Printable Layers.

6 Click Export. An Adobe PDF file is generated and displays on your monitor in

Tip: You can view

Adobe Acrobat or Adobe Reader.

the progress from the
Window > Utilities >
Background Tasks panel.
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Viewing a layered Adobe PDF
file using Adobe Acrobat X

Using layers in an InDesign document (Window > Layers) can help you organize
the text and graphic elements in a publication. For example, you can place all text
elements on one layer and all graphic elements on another. The ability to show/
hide and lock/unlock layers gives you further control over the design elements. In
addition to showing and hiding layers in InDesign, you can also show and hide lay-
ers in InDesign documents that have been exported as Adobe PDFs by opening the
documents with Adobe Acrobat X. Use the following steps to view the layers in the

Adobe PDF file you just exported (13_Cover_Proof.pdf).

1 Click the Layers icon along the left side of the document window, or choose
View > Show/Hide > Navigation Panes > Layers, to display the Layers panel.

2 Click the plus sign (Windows) or the triangle (Mac OS) to the left of the

document name in the Layers panel.

The layers in the document are displayed.

3 Click the eye icon () to the left of the Text layer. When the icon is hidden, so are

all objects on this layer.

4 Click the empty box to the left of the Text layer to turn the visibility back on for

the text.

5 Choose File > Close to close the document. Return to InDesign.

Previewing separations

If your documents need to be color-separated for commercial printing, you can use

the Separations Preview panel to gain a better understanding of how each portion of

the document will print. You'll try out this feature now.
1 Choose Window > Output > Separations Preview.

2 Select Separations from the View menu in the
Separations Preview panel. Move the panel so that
you can see the page, and adjust the panel’s height
so that all of the listed colors are visible. If it’s not
already selected, choose View > Fit Page In Window.

3 Click the eye icon (&) next to CMYK to hide all
page elements that use CMYK colors, and show only
elements to which spot (Pantone) colors are applied.

=

4

Separations Preview | Trapl Flatt{

View ( Separations

?{)suum ¢

= || omvic
= || cvan
@ |l Magent=
[ Yellow

Black

PANTONE Process Blue C
[ |[O] pantone 3375 C
[® |[] ranrone337s u
= [ panTone 3375 M

Note: Pantone LLC
is a company that uses
the Pantone Matching
System (PMS) to specify
its inks. The number
indicates the color
hue, while the letter
indicates the type of
stock the ink is best
suited for. The same
Pantone number with
different letters means
the inks are a similar
color but intended to
print on different paper
stocks. U is for uncoated
papers, Cis for coated
glossy papers, and M is
for matte-finish papers.
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4

Click the eye icon next to Pantone 3375 C. No elements are displayed on the
page, indicating that this color is applied to all of the remaining elements.

You may have noticed that three of the Pantone colors share the same number.
While these are similar colors, they represent three kinds of inks, intended for
different print uses. This may cause confusion at output, or incur the expense of
unwanted printing plates. You will correct this later using the Ink Manager.

Choose Off from the View menu in the Separations Preview panel to enable
viewing of all colors.

Previewing how transparency
effects will be flattened

Documents that contain objects to which transparency effects, such as opacity and
blending modes, have been applied usually need to undergo a process called flatten-
ing when they are printed or exported. Flattening divides transparent artwork into

vector-based areas and rasterized areas.

Some of the objects in this magazine cover have been adjusted using transpar-

ency effects. Next you'll use the Flattener Preview panel to determine the objects
to which transparency effects have been applied and the areas on the page that are
affected by transparency.

1
2

Choose Window > Output > Flattener Preview.

Double-click the Hand tool (%) to fit the document to the current window size,
and position the Flattener Preview panel so that you can see the entire page.

In the Flattener Preview panel, choose Transparent Objects from the Highlight
menu.

If it’s not already selected, choose [High Resolution] from the Preset menu. You'll
use this setting again later in this lesson when printing this file.

Su_an‘ Trap| Flattener Preview '2’
[T Auto Refresh Highlight
Preset | [High Resolution] E‘

[ Ignore Spread Overrides
( Apply Settings to Print j
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Notice how some of the objects on the page are displayed with a red highlight.
These are objects to which transparency effects such as gradients, opacity, and
blending modes have been applied. You can use this highlight to help identify
areas of your layout that may be unintentionally affected by transparency, so that
you can either adjust your layout or transparency settings accordingly.

Transparency can be applied in Photoshop, Illustrator, or directly in the
InDesign layout. The Flattener Preview panel identifies transparent objects,
regardless of whether the transparency was created using InDesign or imported
from another application.

5 Choose None from the Highlight menu to disable the flattener preview.

About transparency
flattener presets

If you regularly print or export documents that contain transparency, you can auto-
mate the flattening process by saving flattening settings in a transparency flattener
preset. You can then apply these settings for print output as well as for saving and
exporting files to PDF 1.3 (Acrobat 4.0) and EPS and PostScript formats. In addition,
in lllustrator you can apply them when saving files to earlier versions of Illustrator or
when copying to the clipboard; in Acrobat, you can also apply them when optimiz-
ing PDFs.

These settings also control how flattening occurs when you export to formats that
don't support transparency.

You can choose a flattener preset in the Advanced panel of the Print dialog box or of
the format-specific dialog box that appears after the initial Export or Save As dialog
box. You can create your own flattener presets or choose from the default options
provided with the software. The settings of each of these defaults are designed to
match the quality and speed of the flattening with an appropriate resolution for
rasterized transparent areas, depending on the document’s intended use:

[High Resolution] is for final press output and for high-quality proofs, such as
separations-based color proofs.

[Medium Resolution] is for desktop proofs and print-on-demand documents that
will be printed on PostScript color printers.

[Low Resolution] is for quick proofs that will be printed on black-and-white desktop
printers and for documents that will be published on the web or exported to SVG.

—From InDesign Help
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Tip: You can also
toggle between
the different screen
modes by choosing a
mode from the Screen
Mode widget in the
Application bar.

Tip: Itis common
to set up bleed and
slug areas when you
create a new InDesign
document. After you
choose File > New >
Document, click More
Options in the New
Document dialog box to
display bleed and slug
controls.

Previewing the page

Now that you've previewed the color separations and areas of transparency in the

layout, you'll preview the page to get an idea of how the final cover will look when

printed.

1

5

If you need to change the display magnification to fit the page to the document
window, double-click the Hand tool ().

At the bottom of the Tools panel, click and hold down the Mode button (&)
and then choose Preview (3) from the menu. All guides, frame edges, and other
nonprinting items are hidden.

Click and hold down the Mode button and then choose Bleed (&). Additional
space outside the perimeter of the final document size is displayed. This
confirms that the color background extends beyond the edge of the document,
ensuring complete coverage in the printed piece. After the job is printed, this
excess area is trimmed to the final printed size.

Click and hold down the Mode button and then choose Slug (&). The page now
displays additional space below the bottom of the page. This additional area is
often used to provide production information about the job. Use the scroll bar
on the right side of the document window to see this area. If you want to set up
the bleed or slug areas in an existing file, choose File > Document Setup and
click More Options to reveal the bleed and slug setup options.

Double-click the Hand tool (%) to fit the entire page to the document window.

After confirming that the file looks acceptable, you are ready to print it.

Printing a laser or inkjet proof

InDesign makes it easy to print documents to a variety of output devices. In this

part of the lesson, you'll create a print preset to save settings—and save time in the

future—without having to individually set each option for the same device.

1
2

Choose File > Print.
From the Printer menu in the Print dialog box, choose your inkjet or laser printer.

Notice how InDesign automatically selects the PPD (printer description) software
that was associated with this device at the time you installed the equipment.
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Print

Print Preset: L[Cusmm] |24
Printer: (PostScript@ File =2
PPD: [ Adabe PDF 9.0 44
General General
Setup
Marks and Blezd Copies: 1 Collate [ | Reverse Order
Dutput
Graphics Pages
Color Manzgement Pages: (3 All L iU
Advanced (O Range: 1 i!
Summary r ry
Sequence: | All Pages B.
(®) Pages
() Spreads

[ Print Master Pages

—Options

Print Layers: [ Visible & Printable Layers }-é--]

[_| Print Non-printing Objects

[_| Print Blank Pages
Print Visible Guides and Baseline Grids

Setup... _Printer... ( Save Preset... ) ( Cancel \( Save )

3 On the left side of the Print dialog box, click the Setup category and then
choose the following options:

* Paper Size: Letter
¢ Orientation: Portrait ([@)
e Scale To Fit

Print
Print Preset: | [Custom] I»-%-]
Printer: | PostScript® File H’f‘i
PPD: [ Adobe PDF 9.0 )
General Setup
Setup
Marks and Bleed —Paper Size:| Letter B‘
Dutput
Cranhes Width: 51p0 Height: 66p0
Color Management
Advanced Offset: =
pEaCn Orientation ERE -
Gap: <
| Transverse
—Options
Scale: () Width: Height:
Constrain Proportions
) Scale To Fit {96.08%)
Page Position: Centered :
[ Thumbnails: : + | Per Page
[ Tile: + | Overlap:

( Save Preset... ) ( Cancel \( Save )

Note: If you do
not have access to
a printer, you can
choose PostScript
File® from the Printer
menu. If you do, you
can choose an Adobe
PDF PPD (if available)
and complete all of the
steps in the remainder
of the lesson. If no other
PPDs are available,
you can choose the
Device Independent
PPD; however, some of
the controls covered in
the remainder of the
lesson are not available
if you choose Device
Independent.
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4 On the left side of the Print dialog box, click the Marks And Bleed category and
then choose these options:

e Crop Marks
e Page Information
* Use Document Bleed Settings

5 In the Offset box, enter a value of 1p3. This value determines the distance
beyond the page edges where the specified marks and page information appear.

The crop marks print outside of the page area and provide guides showing
where the final document is trimmed after printing. The page information
automatically adds the document name, along with the date and time it was
printed, to the bottom of the printout. Because the crop marks and page
information are printed outside the page edges, it’s necessary to choose Scale To
Fit to fit everything onto an 8.5" x 11" piece of paper.

Selecting User Document Bleed Settings causes InDesign to print objects that
extend outside the edge of the page area. This option eliminates the need for
entering the amount of extra area that should be imaged.

The preview pane at Print
the lower left shows

Print Preset: | [Custom] v ]
how the page area, S —— =
Printer: | PostScript® File I ]
marks, and bleed area ;
o pPD: [ Adobe PDF 9.0 44
will print.
General Marks and Bleed
Setup
Marks and Bleed —Marks
Snet [=1 All Printer's Marks Type: ‘m
Graphics A
Color Management  Crop Marks Weight: | 0.25pt  |% ]

i || Bleed Marks =
Advanced 2 3 ! Offset: | = 1p3
Summary _| Registration Marks
|| Calar Rars.

™ Page Information

Bleed and Slua

[@ Use Document Bleed Sertings]
Bleed:
Top: = 1p0 : Inside: = 1p0
Bottom: - 1p0 L Outside: = 1p0
|_lInclude Slug Area
age Setup... ( Save Preset... | (" Cancel ( Save )

6 On the left side of the Print dialog box, click the Output category. Choose
Composite CMYK from the Color menu. (If you are printing to a black-and-
white printer, choose Composite Gray.)
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Choosing Composite CMYK causes any RGB colors, including those in RGB
graphics, to be converted to CMYK at the time of printing. This setting changes
neither the original, placed graphics nor any colors applied to objects.

Print

Print Preset: | [Custom] &= ]
Printer: | PostScript® File [
PPD: | Adobe PDF 9.0 =)
General Output
Setup
Marks anc Blesd (Cﬂ\m: | Composite CMYK i ) Text as Black
Output -
Graphics Trapping -
Color Management Flip: | None & Negative
Advan
i Screening: Default v
Summary
—Inks
2 [k Frequency Angle
[E | = Process Cyan T
[& | = Process Magenta
| \
(=] Process Yellow
[Z | = Process Black L
[S | = PANTONE Process Blue C
= PANTONE 3375 C
Frequency: Ipi |_| Simulate Overprint
=/ R T,
Angle £ (" Ink Manager... )
age Setuf Printe ( Save Preset... ) ( Cancel ) ( Save )

7 On the left side of the Print dialog box, click the Graphics category. Choose
Optimized Subsampling from the Send Data menu.

When Optimized Subsampling is selected, InDesign sends only the image data
necessary for the printer selected in the Print dialog box. This can speed up
the time it takes to send the file to print. To have the complete high-resolution
graphic information sent to the printer, which may take longer to image, select
All from the Send Data menu.

8 Optionally, choose Subset from the Fonts Download menu. This causes only
the fonts and characters that are actually used in the document to be sent to the
output device and can speed the printing of single-page documents and short
documents without much text.

9  On the left side of the Print dialog box, click the Advanced category and set the
transparency flattener preset to Medium Resolution from the Preset menu.

The flattener preset determines the print quality of placed artwork or images that
include transparency. It also affects the print quality of objects using transpar-
ency features and effects applied to them within InDesign, including objects with
drop shadows or feathering. You can choose the appropriate transparency flattener
preset for your output needs. (The three default transparency flattener presets are
explained in detail in a sidebar within the section called “Previewing how transpar-
ency effects will be flattened,” earlier in this lesson.)

Note: You can have
InDesign maintain
the existing colors
used in a job by
choosing Composite
Leave Unchanged
from the Color menu.
Additionally, if you are
a printer or service
provider and need to
print color separations
from InDesign, choose
Separations or In-RIP
Separations based
upon the workflow that
you use. Also, certain
printers, such as an RGB
proofer, may not let
you choose Composite
CMYK.

Tip: If your
document contains
transparency that is
flattened during the
printing process, select
Simulate Overprint
when printing, for the
best print result.

Note: The Optimized
Subsampling option
cannot be selected if
you are using the Device
Independent PPD,
because this generic
driver can’t determine
what information a
specific printer chosen
later may need.
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Tip: To quickly print 10 Click Save Preset at the bottom of the Print dialog box, name the preset Proof,

using a preset, choose and click OK.

File > Print Preset and

select the device preset. Creating a print preset saves these settings so you do not need to individually
Holding down the set every option each time you print to the same device. You can create multiple

Shift key while doing

this will print without presets to meet various quality needs of individual printers you may use. When

prompting you with the you want to use these settings in the future, you can choose them from the Print
Print dialog box. Preset menu at the top of the Print dialog box.
[_ Print |
Print Prese| ¥ [Custom] @ |
Printel  [pefaylt] 3

PP

[Generat Ceneral

Options for printing graphics

When you are exporting or printing documents that contain complex graphics (for
example, high-resolution images, EPS graphics, PDF pages, or transparency effects),
it will often be necessary to change resolution and rasterization settings to obtain
the best output results.

Send Data—Controls how much image data in placed bitmap images to send to
the printer or file.

All—Sends full-resolution data, which is appropriate for any high-resolution
printing, or for printing grayscale or color images with high contrast, as in black-
and-white text with one spot color. This option requires the most disk space.

Optimized Subsampling—Sends just enough image data to print the graphic at
the best possible resolution for the output device. (A high-resolution printer will
use more data than a low-resolution desktop model.) Select this option when you're
working with high-resolution images but printing proofs to a desktop printer.

Note: InDesign does not subsample EPS or PDF graphics, even when Optimized
Subsampling is selected.

Proxy—Sends screen-resolution versions (72 dpi) of placed bitmap images, thereby
reducing printing time.

None—Temporarily removes all graphics when you print and replaces them with
graphics frames with crossbars, thereby reducing printing time. The graphics
frames are the same dimensions as the imported graphics and clipping paths are
maintained, so you can still check sizes and positioning. Suppressing the printing
of imported graphics is useful when you want to distribute text proofs to editors or
proofreaders. Printing without graphics is also helpful when you're trying to isolate
the cause of a printing problem.

—From InDesign Help
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11 Click Print. If you are creating a PostScript file, click Save, browse to the
Lesson_13 folder, and save the file as 13_End.indd.ps. The PostScript file could
be provided to your service provider or commercial printer, or converted to an
Adobe PDF file using Adobe Acrobat Distiller.

Options for downloading fonts
to a printer

Choose from the following options in the Graphics area of the Print dialog box to
control how fonts are downloaded to the printer.

Printer-resident fonts—These fonts are stored in a printer’'s memory or on a hard
drive connected to the printer. Type 1 and TrueType fonts can be stored either on
the printer or on your computer; bitmap fonts are stored only on your computer.
InDesign downloads fonts as needed, provided they are installed on your com-
puter’s hard drive.

Choose from the following options in the Graphics area of the Print dialog box to
control how fonts are downloaded to the printer.

None—Includes a reference to the font in the PostScript file, which tells the RIP or

a post-processor where the font should be included. This option is appropriate if
the fonts reside in the printer. TrueType fonts are named according to the PostScript
name in the font; however, not all applications can interpret these names. To ensure
that TrueType fonts are interpreted correctly, use one of the other font downloading
options, such as Subset or Download PPD Fonts.

Complete—Downloads all fonts required for the document at the beginning of the
print job. All glyphs and characters in the font are included even if they're not used
in the document. InDesign automatically subsets fonts that contain more than the
maximum number of glyphs (characters) specified in the Preferences dialog box.

Subset—Downloads only the characters (glyphs) used in the document. Glyphs
are downloaded once per page. This option typically results in faster and smaller
PostScript files when used with single-page documents, or short documents with-
out much text.

Download PPD Fonts—Downloads all fonts used in the document, even if those
fonts reside in the printer. Use this option to ensure that InDesign uses the font
outlines on your computer for printing common fonts, such as Helvetica and Times.
Using this option can resolve problems with font versions, such as mismatched
character sets between your computer and printer or outline variances in trap-
ping. Unless you commonly use extended character sets, you don't need to use this
option for desktop draft printing.

—From InDesign Help
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Note: You can
also open the Ink
Manager by choosing
Ink Manager from the
Separations Preview
panel menu.

Using the Ink Manager

The Ink Manager provides control over inks at output time. Changes you make
using the Ink Manager affect the output, not how the colors are defined in the
document.

The Ink Manager options are especially useful for print service providers when
printing color separations for multicolor publications. For example, if a publication
that will be printed with CMYK process inks uses a spot color, the Ink Manager
provides the option to change the spot color to the equivalent CMYK process color.
If a document contains two similar spot colors when only one is required, or if the
same spot color has two different names, the Ink Manager lets you map the varia-
tions to a single spot color.

Next, you'll learn how to use the Ink Manager to convert a spot color to a CMYK
color, and you'll create an ink alias so that the desired number of separations are
created when the document is output as color separations.

1 Click the Swatches panel icon or choose Window > Color > Swatches to open the
Swatches panel, and then choose Ink Manager from the Swatches panel menu.

2 In the Ink Manager dialog box, click the spot icon ([@) to the left of the Pantone
3375 C color swatch. It changes to a CMYK icon ([&). The color will now print as
a combination of CMYK colors instead of printing on its own, separate
color plate.

This is a good solution to limit the printing to 4-color process without having to
change this spot color in the source files of the imported graphics. The All Spots
To Process option at the bottom of the dialog box lets you convert all spot colors
to process.

3 Click the CMYK icon (&) that now appears to the left of the Pantone 3375 C
color swatch to convert it back to a spot color.

4 Click the Pantone 3375 M color swatch, and then choose Pantone 3375 C from
the Ink Alias menu.

Applying Ink Alias means that any object that uses the Pantone 3375 M color
will now print on the same separation as its alias color (Pantone 3375 C). Rather
than getting two separate color separations, you get one.
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Ink Manager

3 [k Type [ Density [ Sequence | ( 0K )

Process Yellow Normal 0.16 3

= Process Black Normal 1.7 Cancel

= PANTONE Process Blu Normal 0.7418

4
5
PANTONE 3375 C Normal 0.2016 6
7

I ] PANTONE 3375 U Normal 0.2016
@ PANTONE 3375 M <PANTONE 3375 C>

PANTONE 3375 M
Type

Neutral Density:
Trapping Sequence:
Ink Mias(PANTONE 3375 C I 3D

] All Spots to Process

[ Use Standard Lab Values for Spots

5 Click the Pantone 3375 U color swatch, and then choose Pantone 3375 C from

the Ink Alias menu. Now any page elements to which any of the three versions
of Pantone 3375 are applied will print on the same separation. (The sample
document uses only Pantone 3375 C.) You don’t need to do anything to Pantone
Process Blue C. After you relinked the missing graphic for the title to a different
graphic file earlier in this lesson, the document no longer contains any elements
to which Pantone Process Blue C is applied.

6 Click OK to close the Ink Manager dialog box.

7 Choose File > Save to save your work and then close the file.

Congratulations! You've completed this lesson.

Exploring on your own

1

Create new print presets by choosing File > Print Presets > Define. Define
presets to use for oversized formats or for printing to various color or black-and-
white output devices you may use.

Open the 13_Cover.indd file and explore how each color separation can be
enabled or disabled using the Separations Preview panel. Choose Ink Limit from
the View menu in the same panel. See how the total ink settings used in creating
CMYK colors affect how various images print.

With the 13_Cover.indd file active, choose File > Print. Click the Output category
on the left side of the Print dialog box, and examine the different options for
printing color documents.

Choose Ink Manager from the Swatches panel menu and experiment with
adding ink aliases for spot colors and converting spot colors to process.
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Review questions

1 What problems does InDesign look for when using the [Basic] (Working) profile in the
Preflight panel?

2 What elements does InDesign gather when it packages a file?

3 If you want to print the highest-quality version of a scanned image on a lower-
resolution laser printer or proofer, what option can you select?

Review answers

1 You can confirm that all items necessary for high-resolution printing are available by
choosing Window > Output > Preflight. By default, the Preflight panel confirms that all
fonts used in the document or inside placed graphics are available. InDesign also looks
for linked graphic files and linked text files to confirm that they have not been modified
since they were initially imported and also warns you of missing graphic files and
overset text frames.

2 InDesign gathers a copy of the InDesign document along with copies of all the fonts
and graphics used in the original document. The original files remain untouched.

3 By default, InDesign sends only the image data necessary to an output device. If you
want to send the entire set of image data, even if it may take longer to print, in the Print
dialog box in the Graphics area, you can choose All from the Send Data menu.
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CREATING ADOBE PDF
FILES WITH FORM FIELDS

Lesson Overview

In this lesson about creating Adobe PDF files that include form fields,
you'll learn to do the following:

e Add different types of PDF form fields.
e Use prebuilt form fields.

e Add a description to a form field.

e Set the tab order of form fields.

e Add a Submit button to a form.

e Export and test an Adobe PDF (Interactive) file with form fields.

This lesson will take approximately 45 minutes.
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The Back Page

Interested in learning more?

If you like our newsletter, please provide us with a little information about yourself so we can do

a better job of fulfilling your hockey needs.

What's your name? Street address:

(First, Middle Initial, Last)
City, State, ZIP:

What's your connection with
hockey?

@ I'm a player.
O I'm a coach.

I'm most interested in receiv- | What's your e-mail address?

ing more information about:

O I'm a parent.

Click here to e-mail your information. @

Q&A

Question:

Does my son really need sus-

penders? Answer: Standard

hockey equipment can be

amystery to many parents,

and add-ons such as suspend-

ers even more so. Why do some players have
them and some don't? Can you put suspenders
on any hockey pants, or do you need special
ones? Basically, it's a matter of preference.
Some players like a looser fit in the waist, so
they wear suspenders to keep the pants up. (If
you like suspenders, be sure pants have the at-
tachment for them inside.) For smaller players,
however, who may not have a defined waist
around which to tighten a belt, suspenders
work great—plus suspenders keep Mite coach-
es from having to pull players aside to tighten
their pants throughout practice.

Q&A

Question:

What if we find

the perfect

breezers but

they're the wrong

color? Answer: You can actually buy
a”“pants shell” to cover breezers,
whether you need to match team
colors for hand-me-downs or used
hockey pants, hide wear and tear,
or (heaven forbid) cover blood
stains. Zippers and/or Velcro keep
the shell in place. So the next time
hand-me-downs come your way or
you find an awesome pair at a great
price, you can take color out of the
equation.

4 HockeyShot Essentials Guide

Previous versions of InDesign required users to create placeholder
objects for form fields and then use Adobe Acrobat to add the
interactive functionality to the fields. InDesign CS6 provides all
the tools you need to create simple forms, and you still have the
option to use Acrobat to add features and functionality that aren’t
available in InDesign.
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Note: If you have
not already copied the
resource files for this
lesson onto your hard
drive from the Adobe
InDesign CS6 Classroom
in a Book CD, do so
now. See “Copying the
Classroom in a Book
files” on page 2.

Getting started

In this lesson, you'll add several different types of form fields to a newsletter, export
an Adobe PDF (Interactive) file, and then open the exported file and test the fields
you created in InDesign.

1 To ensure that the preference and default settings of your Adobe InDesign CS6
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 page 3.

2 Start InDesign. 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. To begin working, you'll open an
InDesign document that is already partially completed.

3 Choose File > Open, and open the 14_Start.indd file, in the Lesson_14 folder,
located inside the Lessons folder within the InDesignCIB folder on your
hard drive.

4 To see what the finished document looks like, open the 14_End.indd file, in the
Lesson_14 folder.

5 Use the Pages panel to navigate to the last page of the newsletter document
(page 8) and then choose View > Fit Page In Window.

The Back Page The Back Page

Interested in learning more? Interested in learning more?
. 3 with ot Ifyou like our newslett P uswitha cando
' bt o of hifiling your hockey needs. abetter job of fulflling your hockey needs.
What's e name? Street addirn :W\ yinr Lo N with ‘What's your name? Street address: What's your connection with
i Madliy intex (=8 1| hexhont (First, Middle Initial, Last) hockey?
ity Sakn 2P [RAmA City, State, 2P @ Imaplayer
T s coach. I'm a coach.
ot T a parent I'm most interested in receiv- | What's your e-mail address? V'm a parent.
g ot imformation sbout: ing more information about:
Cick b o £-madl yous Infarration. Click here to e-mail your information. ()
Question: Queition: Question: Question:
Dicees miy son really reeed un: What i we g Does my son really need sus- What if we find
penden? Answer. Sandid the pmrlect penders? Answer: Standard the perfect
hodiey equipmeent can be bereezens but hockey equipment can be breezers but
& mysteny S0 many parertL they'Te the weang amystery to many parents, they're the wrong
and add-ont wch an usend- cobiort Rnmaeer; Yo £an sstusily bary and add-ons such as suspend- color? Answer: You can actually buy
5 v rsane 0. Wity ok sofme players have Wty shel" {0 Coveer bevens, ers even more so. Why do some players have a"pants shell’to cover breezers,
7 Con ) pu o whether them and some don't? Can you put suspenders whether you need to match team
4 el T el on any hockey pants, or do you need special colors for hand-me-downs or used
sl Basieally, W5 8 smatier of poeforeree: | hexhiry ety b sevar and teat ones? Basically, it's a matter of preference. hockey pants, hide wear and tear,
o & , 30 P cowed 50 or blood
iy e astpercier 8o keeps e guirts uz [ air Tippers ancior Velem koo they pants up. (If it Velcro keep
you ke sunpender, be wure pants have the st the shell in place. S0 the next time you like suspenders, be sure pants have the at- the shell in place. So the next time
Lachment 1] hand 2 ¥ tachment for players, e
[E— fod agreat however, who may not have a defined waist you find an awesome pair at a great
secund which 1o tighien 2 balt, wapendeny price, you can take cokor ot of the around which to tighten a belt, suspenders price, you can take color out of the.
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4 Flodky Shot Fssestiahs Cuile 4 HockeyShot Essentials Guide
Start file. Completed document.
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6 Close the 14_End.indd file after you have finished examining it, or you can leave
this document open for reference.

7 Choose File > Save As, rename the document 14_PDF_Form.indd, and save it in
the Lesson_14 folder.

Adding form fields

Some work on the form fields has already been done. You'll complete the form by
adding several more fields and then modifying some of them.

Adding a text field

In a PDF form, a text field is a container into which the person who fills out the form

can enter text.

1 Choose Window > Workspace Interactive For PDF. This optimizes the panel
arrangement for the work you'll be doing in this lesson and provides quick access
to many of the controls you'll use.

2 Select the Type tool (T) and then create a new text frame slightly below the text
frame with the heading “What’s your name?” Align the top of the frame with the
horizontal ruler guide below the existing frame; align the bottom of the frame
with the next horizontal ruler guide. Make the frame one column wide.

3 Select the Selection tool (k). The new text frame is selected.

What's your name? Street
{First. Middle Initial Last)
! ! »

City, 51

I'm most interested in receiv- What's

4 Choose Window > Interactive > Buttons And Forms or click the Buttons And
Forms panel icon to display the Buttons And Forms panel.

Tip: If you want,
zoom in on the light-red
horizontal frame on the
top half of the page.
That's where all of your
work in this lesson will
be done.

Note: When adjust-
ing the appearance of
a combo box, list box,
text field, or signature
field, keep in mind
that only a solid stroke
and fill are retained
when you export as
Adobe PDF. These
attributes are visible in
an exported PDF file
when Highlight Existing
Fields is not selected in
Adobe Reader or Adobe
Acrobat when the form
is opened.
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Tip: Depending 5 In the Buttons And Forms panel, choose Text Field from the Type menu and

on the type of field then assign a name to the button by entering Full Name in the Name field. Press
you're creating, you

can specify whether Enter or Return to apply the changes.

the field is printable, A small Text Field icon appears in the lower-right corner of the text frame after
required, password-

i)
protected, read-only, it’s been converted to a text field.
multiline, or scrollable.

You can even specify

the font size of the %
& Buttons and Forms

response text. For

example, you might e What's your name? Street
' — {First. Middle Initial Last)

want to deselect the Event: [OnRelesserTsp  |w] A Rt e e}

Printable option for S L ! 1| [City, Si

a Print button. The [He Atz ‘1' 'i‘

button will be visible Il = =

on the form when
it's opened in Adobe
Reader or Adobe
Acrobat, but it won't AN
appear when the form 1

I'm most interested in receiv- || \What's

[]Hidden Until Triggered

=7 PDF Options

is printed. ] Prinnable [resd <nly
[Irequired [Cruleiline
[(]Pasword [#]5erallzble
FontSie: 12 v
= a3

6 Choose File > Save.

Adding radio buttons

Radio buttons present the person filling out the form with two or more choices, but
only one of the choices can be selected at a time. Radio buttons are often simple
circles; however, you can design your own, more elaborate buttons or choose from
several sample buttons included with InDesign. In this lesson, you'll use one of the
sample radio buttons.

1 Choose Window > Fit page in Window and then zoom into the “What’s your
connection with hockey?” portion of the form on page 4.

2 Choose Sample Buttons and Forms from the Button and Forms panel menu
or click the Samples Buttons And Forms panel icon ([i}) to display the Sample
Buttons And Forms panel. If necessary, reposition the panel so that you can see
the “What'’s your connection with hockey?” portion of the form.
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3 Drag the radio button named “016” in the Sample Buttons And Forms panel
and position it below the text frame with the text “What’s your connection with
hockey?” Align the top of the topmost radio button with the horizontal ruler
guide below the text frame; align the left edge of the radio buttons with the left

margin of the third column.

4 1In the Control panel, make sure that the upper-left reference point is selected in

the reference point locator (88), enter 60% in the Scale X Percentage box, and

then press Enter or Return.

hat’s your connection with
hockey?

O
|® m a player.

I

el ma coach.

hat’s your connection with
ockey?
'm a player.
O

S
ﬁ Fm a coach.
o

address?

] I i

d b =

O' 'm a parent. address? | Q [m a parent.
- I

[

Radio buttons before being scaled.

After being scaled 60%.

5 In the Buttons And Forms panel, enter Hockey Connection in the Name box

and then press Enter or Return.

6 Choose Edit > Deselect All or click an empty area of the page or pasteboard.

7 Use the Selection tool (k) to select the first radio button (to the left of “I'm a
player”).

8 In Buttons And Forms panel, enter Player in the Button Value field, and then
press Enter or Return.

9 Repeat steps 6 and 7 to name the middle button Coach and the bottom button
Parent.

10 Choose File > Save.

Adding a combo box

A combo box is a drop-down menu that lists multiple predefined choices. A viewer
of the form can select only one of the choices. Next, you'll create a combo box that

offers three choices.

1 Use the Selection tool (k) to select the text frame below the heading, “I would

like to receive more information about:”.
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Note: List boxes
are similar to combo
boxes in that you add
list items; however,
combo boxes allow
you to select only one
item from a list in the
PDF form. If you select
Multiple Selection for a
list box, a viewer of the
PDF can select more
than one choice.

Tip: To sort list
items alphabetically,
select Sort Items in the
Buttons And Forms
panel. You can also
modify the order of
list items by dragging
them up or down in
the list.

2 In the Buttons And Forms panel, choose Combo Box from the Type menu and
then enter More Information in the Name field.

 Buttons and Forms |

I'm most interested in receiv- | | What'
fnq more information about:

_______ O————m———n|——

Actions: g =

[Ma Actions Added]

To provide the viewer of the PDF form with different choices, you'll add three
list items.

3 In the lower half of the Buttons And Forms panel, enter Hockey Camps in the
List Items box and then click the plus sign to the right of the box. Notice that the
text you entered is now displayed in the list below the box.

4 Repeat the previous step to add Hockey Equipment and Hockey Videos/DVDs
to the list.

=7 PDF Crplions

Drescription:

[]Printable
[JRequired

|:|Read Cnly
[(]50tt Ttems

List Iremns i =

Hackey Camps
Huockey Equipment
Hockey Yideos DWDs

Font Size: 12 -v_i

= &1

5 Click Hockey Camps in the list of items to make it the default selection. When a
viewer opens the exported PDF file, Hockey Camps will already be selected.

6 Choose File > Save.

Adding a description to a form field

You can provide additional guidance to viewers who fill out a form by adding
descriptions to form fields. A description is displayed when the pointer rolls over a
field that includes one. Next, you'll add a description to one of the text fields.

1 Use the Selection tool (k) to select the text field below the text frame with the
heading “City, State, ZIP”
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2 In the Buttons And Forms panel, enter Please provide your four-digit ZIP code
extension if possible. in the Description box and then press Return or Enter.

% Buttons and Forms

Type: ! Text Fiald . |

Marme: I-"-\ddress 7] |

Ewent: i On Release or Tap w |

Actions: g =

[Ma Actions Added]

[[Hidden Uintil Triggerad
=7 PDF Ophions

Description:

iPIease provide your Faur-digit ZIP code extension if possible!

[+#]Printable [Read only
[CRequired [CIruliline
[JPassword [#]5erallable
Font Size; i12 bt |
o o4

3 Choose File > Save.

Setting the tab order of the fields

The tab order you establish for a PDF form determines the order in which fields are
selected as a viewer of the form presses the Tab key. Next, you'll set the tab order for
the fields on the page.

1 Choose Interactive > Set Tab Order.

2 In the Tab Order dialog box, click Full Name (the name of the text field you created
that holds the name of the person filling out the form) and then click Move Up
three times to move it to the top of the list. Click OK to close the dialog box.

Tab Order Tah Order

E-mal Address [ o
Address 1 E-rmail Address

Address 2 Address 1
Full Mame Address 2

Horkey Connection Horkey Connection

Hockey Connection Hockey Connection

Hockey Connection Hockey Connection

More Information Mare Information

Move Up IMove Down

3 Choose File > Save.

Tip: You can also
change the tab order
by dragging list items
up or down in the
Tab Order dialog box,
or you can use the
Articles panel. Choose
Window > Articles to
open the Articles panel.
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Adding a button to submit the form

If you distribute a PDF form, you're going to want to include a way for anybody who

fills out the form return it to you. To accomplish this, you'll create a button that
sends the filled-out PDF form to your e-mail address.

1

Drag the green button named “110” in the Buttons And Forms panel and position
it to the right of the text frame with the text “Click here to e-mail your information”

In the Control panel, make sure that the upper-left reference point is selected in
the reference point locator (88), enter 60% in the Scale X Percentage box, and
then press Enter or Return.

position the button slightly to
the right of the text frame. A
horizontal Smart Guide will

lick hara tn a-mail your informafion.] E

Use the Selection tool (k) to ‘ ‘ = |

help you align the vertical
centers of the text frame and the button.

With the button still selected in the Buttons And Forms panel, enter Submit
Form in the Name field.

Click Go To URL, click the Delete Selected Action button (=), and then click OK
to confirm the deletion.

Click the Add New Action For Selected Event (5) button and then choose
Submit Form from the menu.

In the URL field, enter mailto:. Make sure
you enter a colon after “mailto”. Do not

# Buttons and Forms |

Type: ! Buttan

enter a space or a period before or after

Marne: iSubmit Formn |

Ewent: | On Release or Tap vi

the colon.

Actions: gp =
Enter your e-mail address after mailto: (for

Submit Form

example, pat_smith@domain.com). This

will return the completed form to you.

Press Enter or Return to apply the changes

LIRL: !mai\to:pat_smith@domain.com |

Appearance

and then choose File > Save.

ﬁ [MNormal]

e [Rollover]

[click]

[[Hidden Until Triggerad
= PDF Options

Drescription:

[#]Printable

= Fog |
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Exporting an interactive Adobe PDF file

Now that you've finished work on the form fields, you're ready to export an interac-
tive Adobe PDF file and then test the exported file.

1 Choose File > Export.

2 In the Export dialog box, choose Adobe PDF (Interactive) from the Save As
Type menu (Windows) or Format menu (Mac OS). Use the default name for the
file (14_PDF_Form.pdf) and save it to the Lesson_14 folder, located inside the
Lessons folder within the InDesignCIB folder on your hard drive. Click Save.

3 In the Export To Interactive PDF dialog box, enter 4 in the Range box. (Only
page 4 of this document contains PDF form fields, so for testing purposes there’s
no need to export the other pages.) Make sure that Include All is selected for
Forms And Media and that View After Exporting is selected. Leave all other
settings unchanged. Click OK.

Export to Interactive PDF

pages: Al ®Range: |4 v
O Pages
& Spreads
[“1view After Exporting
[“]Embed Page Thumbnails
[Icreate Acrobat Layers

g :Ijefault v

Layaut: | Default v

Presentation: []open in Full Screen Made

Page Transitiors: |From Document v |
Farms and Media: & Include 4l O Sppearance Only
Tagged POF: [[]Create Tagged POF

Image Handling

Compression; :JDEG (Lossy) |
JPEG Quality: | Medium 3|
Resolution (ppi); :72 |
[—— =T

If either Adobe Acrobat Professional or Adobe Reader is installed on your
computer, the exported PDF file will open automatically, and you can test the
fields you created earlier. When you're done, click the button that e-mails the
filled-out form to you and then return to InDesign.

4 Choose File > Save.

Congratulations! You've created a PDF form.

Note: Ifyou
export an Adobe PDF
(interactive) file that
includes form fields,
you must open the file
in Adobe Acrobat X
Professional and choose
File > Save As > Reader
Extended PDF to enable
the file to be completed
and submitted using
Adobe Reader. In
Acrobat 9, choose
Advanced > Extend
Features in Adobe
Reader.
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Exploring on your own

Now that you've created a simple PDF form, you can explore a little further by
creating other kinds of fields and by creating your own custom-designed buttons.

1 Create a text frame and then use the Buttons And Forms panel to convert it to
a Signature field. A Signature field in a PDF form lets the user apply a digital
signature to the PDF file. Assign the field a name and then export an Adobe PDF
(Interactive) file. Test the signature field by clicking it and then following the
onscreen instructions.

2 Use the Ellipse tool (()) to create a small circular frame. Use the Gradient panel
to fill the circle with a radial gradient. If you want, use the Swatches panel to
change the colors of the gradient. Use the Buttons And Forms panel to convert
the frame into a button. Assign the button the Go To First Page action. This will
display the cover of the four-page newsletter when clicked in the exported PDF
file. (To test this button, make sure to include all pages and not only page 4 when
you export an Adobe PDF [Interactive] file.)

3 Try one of the other prebuilt form fields in the Sample Buttons And Forms panel.
Drag one onto the page and then view its properties in the Buttons And Forms
panel. You can use the element as is, or you can modify its appearance, change
some of its properties, or both. Export and test the result.
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Review questions
1 What panel lets you convert an object into a PDF form field and specify settings for
form fields?

2 What action can you assign to a button that enables a viewer of the exported PDF
form to send a copy of the filled-out form to an e-mail address?

3  What programs can be used to open and fill out an Adobe PDF form?

Review answers

1 The Buttons And Forms panel (Window > Buttons And Forms) lets you convert objects
into PDF form fields and specify settings for them.

2 To enable the viewer of a PDF form to return a filled-out form, use the Buttons
And Forms panel to assign the Submit Form action to the button. After you assign
the Submit Form action, enter mailto: followed by an e-mail address (for example,
mailto:pat_smith@domain.com) in the URL field.

3 You can open and fill out PDF forms using Adobe Acrobat Professional or Adobe
Reader. Acrobat Professional also offers additional features for working with PDF
form fields.
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358

CREATING AND
EXPORTING AN EBOOK

Lesson Overview

In this lesson about creating and exporting an InDesign document as
an EPUB file that can be viewed on electronic reading devices, you will
do the following:

e Finish the document by adding anchored graphics, mapping
paragraph and character styles to export tags, and creating a table
of contents.

e Choose the content to include in the exported EPUB file and
rearrange the order of the content.

e Add metadata information to the InDesign document and the
EPUB.

e Export and preview an EPUB file.

This lesson will take approximately 45 minutes.



——mmx A CULINARY BEST SELLER ———m—

One 77uly
Amazing

A FOUR-COURSE DINNER
FIT FOR ROYALTY
BY PAT SMITH

Adobe InDesign CS6 includes new and enhanced
EPUB file export features that improve production
and provide greater control for creating compelling
ebooks that can be read on a wide range of electronic
reading devices, tablets, and smartphones.
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Note: If you have
not already copied the
resource files for this
lesson onto your hard
drive from the Adobe
InDesign CS6 Classroom
in a Book CD, do so
now. See “Copying the
Classroom in a Book
files” on page 2.

Note: At the time
of publication, Amazon
Kindle does not support
the EPUB standard, but
converts submitted
EPUB files to its own
proprietary Kindle
format.

Note: Although
fixed-layout EPUBs are
supported by certain
devices, this chapter
does not cover this type
of EPUB.

Tip: Atthe end of
this lesson you will
export an EPUB file. You
can use Adobe Digital
Editions software for
Windows or Mac OS
to view and manage
EPUBs and other
digital publications.
Adobe Digital Editions
is available as a
free download from
the Adobe website
(www.adobe.com).

Getting started

In this lesson, you'll put the finishing touches on a booklet of recipes, export the
document as an EPUB, and then preview the exported document.

Because electronic publications are fundamentally different from print publications
in several key ways, some basic information about EPUBs may help as you work
through this lesson.

The EPUB standard was designed to allow publishers to create reflowable content
that could be displayed on any electronic reading device and software—such as the
Barnes & Noble Nook, Kobo eReader, Apple’s iBooks for iPad, iPhone, Sony Reader,
and Adobe Digital Editions software—that supports the .epub format. Because the
size of ereader screens varies from device to device, and content flows in a single,
continuous thread, the page size of the InDesign document does not have to cor-
respond to any particular screen size, which is why this lesson uses a standard,

8.5" x 11" page size.

1 To ensure that the preference and default settings of your Adobe InDesign CS6
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 page 3.

2 Start InDesign. 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. To begin working, you'll open an
InDesign document that is already partially completed.

3 Choose File > Open, and open the 15_Start.indd file, in the Lesson_15 folder,
located inside the Lessons folder within the InDesignCIB folder on your hard
drive.

4 To see what the finished document looks like, open the 15_End.indd file, in the
Lesson_15 folder.

5 Navigate through the pages of the finished document to view the title page and
the four recipes that follow.
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6 Close the 15_End.indd file after you have finished examining it, or you can leave
this document open for reference.

7 Return to the 15_Start.indd document, choose File > Save As, rename the
document 15_RecipesBooklet.indd, and save it in the Lesson_15 folder.

Completing the booklet

Before the document is ready to be exported as an EPUB, there are a few finishing
touches required. You'll begin by adding some graphics, anchoring the graphics in
text, and then formatting the paragraphs that contain the anchored graphics with a
paragraph style that will automatically create page breaks in the exported EPUB. To
complete the booklet, you'll create a simple table of contents and add some metadata.

Adding anchored graphics

The recipe booklet includes four recipes: an appetizer, main course, vegetable dish, Note: Anchoring
and dessert. The recipes are contained in a single text thread. You will anchor a graphics in text allows
you to control their

position relative to the
used to create page breaks in the exported EPUB. To simplify this task, the graphic text in the exported

picture of each dish in front of its title and then apply a paragraph style that will be

files are stored in a library. EPUB.
1 Choose File > Open, and open the 15.Library.indl file, in the Lesson_15 folder.

2 Navigate to page 3 by using the Pages panel or by pressing Ctrl+] (Windows) or
Cmd+] (Mac OS), entering 3 in the Page box, and then pressing OK.
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Tip: If you want,
you can display hidden
characters, such as
paragraph returns and
word spaces, for this
lesson by choosing
Type > Show Hldden
Characters.

Tip: When inserting
Library items as inline
graphics you can also
establish the insertion
point in the text, select
the item in the Library,
and then choose Place
Item(s) from the Library
panel menu.The item is
automatically inserted
as an inline graphic.

Using the Type tool (T), place the insertion point before the headline
“Guacamole;” and then press Enter or Return.

Using the Selection tool (k), drag the library item named “Avocados.tif” onto the
pasteboard on either side of the page.

While pressing the Shift key, drag the blue square near the upper-right corner
of the graphics frame to the empty line of text you created in step 3. Release
the mouse button when a short vertical line is displayed above the headline.
The graphics frame is now an inline anchored graphic and will flow with its
surrounding text.

I‘-— Drag into bext to ancher object, Shift-drag to

Guac;li'l‘lole = PP make inline object. Alt-crag to open dialog.
This recipe makes a great appetizer for dinners, parties, and the big game. Serve with your favorite
tortilla chips or tacos.

ngredients
2 ripeavocados
1/4 cupfinely minced red onien
1 gl clove, minced

Using the Type tool, click to the left or right of the anchored graphic to establish
the insertion point.

Choose Type > Paragraph Styles or click Paragraph Styles in the list of docked
panels to open the Paragraph Styles panel.

Click Graphics in the list of paragraph style names to assign this paragraph style
to the one-line paragraph that contains the anchored graphic.

When you export an EPUB file later in this lesson, you'll use the Graphics
paragraph style to split the four recipes into four separate (HTML) files. Splitting
a long document into smaller pieces makes display of the EPUB more efficient
and causes each recipe to begin on a new page.

Repeat steps 4-8 to anchor the three remaining library items (Salmon.tif,
Asparagus.tif, and Strawberries.tif) before the headlines of the three remaining
recipes. Make sure that each graphics frame is followed by a paragraph return,
and that the Graphics paragraph style is applied to the one-line paragraph that
contains the frame.

10 Choose File > Save.
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Customizing export options for anchored graphics

In addition to specifying global export options for objects, such as images, during
EPUB export, you can specify export settings for individual objects before you export
an EPUB. Next, you'll specify custom export settings for the four anchored graphics.

1 Navigate to page 3.

2 Use the Selection tool to select the graphics frame that contains the
Avocados.tif image.

3 Choose Object > Object Export Options.
4 In the Object Export Options dialog box, click the EPUB And HTML tab.

5 Select Custom Rasterization, choose Relative To Page Width from the Size Tip: Choosing
Relative To Page Size
from the Size menu
ensures that the image

menu, and choose 150 from the Resolution (ppi) menu.

Object Export Options =

a1t Toxt | Tagged POF | EPUB and HTHL is sized proportionately
to the width of the
[]Custom Rasterization ereader device rather
Size: | Relative to Page Width v Resolution (ppi): | 150 v than having a ﬁxed size.
Forrnat: | IPEG v Quality: |High v
Method: | Baseline v
[ custom Layout:

6 Leave the Object Export dialog box open and navigate to each of the three
remaining inline graphics. Select each graphics frame and repeat step 5.

7 Click Done to close the dialog box.
8 Choose File > Save

Mapping paragraph and character styles to export tags

EPUB is a HTML-based format. To help control the way the text in your EPUB file
is formatted during export, you can map paragraph styles and character styles to
HTML tags and classes. Next, youw'll map several of the document’s paragraph styles
and character styles to HTML tags.

1 Choose Type > Paragraph Styles, or click the Paragraph Styles tab in the stack of
docked panels.

2 Choose Edit All Export Tags from the Paragraph Styles panel menu.
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3 Make sure that Show EPUB And HTML is selected in the Edit All Export Tags
dialog box, and then click [Automatic] to the right of the Main Headlines style.
From the accompanying menu, choose h1. When you export as EPUB, this
assigns the h1 HTML tag (used for the largest headlines) to paragraphs to which
the Main Headlines style is applied.

Edit All Export Tags

Show: @EPUB and HTML O RDF
Style | Tag | class | splic EPUB
9] Recipe Tagline [Autornatic] il
9| Graphics [Autarnatic] 5]

9] Main Headlines

41 Subheads dl
9] Ingredients 1 [¥]
4] Instructions h2 s O
4] Instructions Contd. O
9] Related Recines O
A Bold =RN———

A Ttalic [Awutomnatic ]

4 Apply tags to the remaining paragraph styles, as shown below. If you want,
enlarge the dialog box by dragging its lower-right corner.

e Recipe Tagline: h4
e Graphics: Automatic

e Subheads: h3

Note: EPUB export * Ingredients: p
generates HTML ¢ Instructions: Automatic
pages as part of the
EPUB format. Not all e Instructions Continued: Automatic
ereaders work well
with EPUBs that have ¢ Related Recipes: Automatic

long HTML pages. If
you choose Split EPUB
for a paragraph style in styles, to which you need to assign tags.

the Edit All Export Tags .
dialog box, a new HTML 5 Apply the strong tag to the Bold character style and the em tag to the Italic style.

The document also includes two character styles, listed below the paragraph

file is created each time The strong tag will maintain the bold text in the recipes, and the em (emphasis)
the paragraph style tag will maintain the italics in the taglines below the recipe titles.

occurs in the document

and results in an EPUB Before you close the Edit All Export Tags dialog box, you'll take care of one

that consists of multiple

smaller HTML files . . .
instead of one large smaller HTML documents. Each recipe will produce a new HTML file in the

more task: You'll specify that the Graphics paragraph style break the EPUB into

HTML file. EPUB, and each recipe will start on a new page with a picture of the dish.
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6 Select the Graphics paragraph style and then select its Split EPUB check box.

Edit AlL Export Tags

Shaw: @ EPUB and HTML O POF
style | Tag | ctass | seli EPUB
] Recipe Tagline ) =]
9| Graphics [&utomatic]

41 Main Headlines hi ]
1 Subheads h2 m]
9 Ingredients p m}
9] Instructions [&utomatic] a
91 Instructions Contel,  [Automatic] ]
9 Related Recipes [Automatic] [}
A Bold strong

Altalic em

7 Click OK to close the dialog box.

Note: The Edit All
Export Tags dialog
box displays a list of
all paragraph and
character styles used
in a document and
lets you set the Tag
an Class for all styles.
You can also set
export tagging when
you create and edit
individual paragraph
and character styles.

If you were to export the document at this point, the names of the recipes (formatted
with the Main Headlines paragraph style) and the taglines below the recipe names
(formatted with the Recipe Taglines paragraph style) would change from centered

alignment to flush left because that’s the default alignment of header tags, such as

h1 and h4, in ereaders. You'll ensure that these text elements remain centered in the

EPUB file when you specify the export settings for the document.

Adding a table of contents

When you export an InDesign document as an EPUB, you have the option to generate

a navigational table of contents that enables a viewer to navigate easily to certain

locations in the EPUB. This table of contents is based on a table of contents you will

now create in InDesign.
1 Choose Layout > Table Of Contents Styles.

2 In the Table of Contents Styles dialog box click
New to display the New Table of Contents Style
dialog box.

3 In the New Table Of Contents Style dialog box,
enter Recipes Booklet in the TOC Style box.
Use the scroll bar to display and select the Main
Headlines paragraph style in the Other Styles list
and then click the Add button to move this para-
graph style to the Include Paragraph Styles list.
Leave all other settings unchanged, and click OK
again to close the dialog box.

4 Choose File > Save.

New Table of Contents Style

TOC Style: |Recipe Booklst
Title: [Contents | style: | (Mo Paragraph Style)] ~]
Styles in Table of Contents -
Mare Options
Inclucke Paragraph Styles Other Styles:

Remove > i

Style: Main Headines

Enitry Style! | [Same style] v

Options
[ Create POF Bookmarks

Mumbered Paragraphs: | Include Full Paragraph v
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Choosing the content of an ebook

The Articles panel provides an easy way to choose the content (text frames, graph-
ics frames, unassigned frames, and so on) that you want to include in an EPUB and
specify the order in which objects are exported. Next, you'll add three articles to the
Articles panel, name them, and rearrange the order of two of the elements.

Adding the cover page

When you export an EPUB, you can use the first page of the document as the cover,
or you can choose a JPEG graphic file that’s not part of the document. For this lesson,
you'll use the first page of the document; however, because it contains several objects,
and you want to maintain the appearance of the page, you need to export the con-
tent for the cover page as a single graphic rather than as a succession of individual
objects. To accomplish this, you'll group all of the objects on page 1 and then specify
export options that will convert the group into a single graphic when exported.

1 Navigate to page 1 of the document.
2 Choose Window > Articles to open the Articles panel.

3 If necessary, select the Selection tool (k), choose Edit > Select All, and then
choose Object > Group.

4 Choose Object > Object Export Options to open the Object Export Options
dialog box.

5 Inthe EPUB And HTML section, select Custom Rasterization, choose Relative
To Page Width from the Size menu, and choose 150 from the Resolution (ppi)
menu. Click Done to close the dialog box.

Object Export Options =

Alt Text | Tagged POF | EPUB and HTML

[#] Custom Rasterization

Sizes | Relative to Page Width ~ Resolution (ppi):
Format: | JPEG ~ Quality:
o

[Icustom Layout:

o ]&

Dione
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6 Drag the group of objects on page 1 into the Articles panel. In the New Article
dialog box, enter Cover Page in the Name box, make sure Include When
Exporting is selected, and then click OK.

Mame: f-Cover Page .

[linclude When Expaorting

Atticle contents will expart to EPUBMTML, In Tagged PDF, content
reading order will be based on the Aricle's order,

( oK ] [ cancel |

Notice that the Cover Page article has been added to the Articles panel.
7 Choose File > Save.

Adding the title page and reordering its content

Page 2 of the document is a simple title page with only a few objects. Because this
page is not design-intensive, there’s no need to convert it into a graphic as you did

with the first page. So instead of grouping the objects before you create a new article )
Tip: You can also

end then specifying custom export settings, you'll simply drag them all into the add a new article by

Articles panel. You'll modify the article by reordering two of its elements. choosing New Article
. from the Article panel
1 Navigate to page 2 of the document. menu or by clicking

2 Use the Selection tool (k) or choose Edit > Select All to select all objects on the Lhe Create New Article
utton (&) at the

page, drag the objects into the Articles panel below the Cover Page article, and bottom of the panel.
name the article Title Page. (Click OK to close the New Article dialog box.)

The order of the objects in the Title Page article is based on the order in which Tip: When you Shift-
the objects were created. If you were to export the document at this point, the click to select multiple
two horizontal lines would be the last two objects on the page because they objects ona page.and
then create an article,
were created last. Because this page will not be converted into a graphic when the content order in the
exported, you need to change the order of the elements in this article to ensure Articles panel reflects

the order in which you

that they’re in the correct order when exported. .
selected the objects.

3 In the Articles panel, drag the topmost of the two <line> elements in the list
upward. When a black horizontal line is displayed above “Everything you need ...
release the mouse button. This results in a horizontal line above and below the
text frame that contains “Everything you need ..” (to match the InDesign page).

4 Drag the Strawberries.tif element to the bottom of the list to place it below all of
the other elements in the article. This will move the graphic to the bottom of the
title page in the EPUB, which means that the layout of this page in the EPUB will
be slightly different from the layout in the InDesign document.

5 Choose File > Save.
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Adding the recipes

The remainder of the booklet—the four recipes—is contained in a single text thread.
Next, you'll create one more article, which contains the recipes, but first, it’s worth
taking a quick look at the text.

If you click within the text of the recipes, you'll notice that all of the text has been
formatted with paragraph styles. This helps ensure that the text retains its styling
when the document is exported. The bulleted and numbered lists have been styled
using paragraph styles that include automatic bullets and numbers. (If you add
bullets and numbers manually, they won’t be preserved in the exported EPUB.)

1 Navigate to page 3. Use the Selection tool (k) to drag the text frame containing
the recipes into the Articles panel below the Title Page article, and name it

Recipes.

Articles | Lig
= Cower Page

[» B =group=
=7 Title Page
T =One Truly Amazing Meal .,
=line=
T =Ewerything you need ta...
=line=
] =Strawbetries tif=

 Recipes

T =GuacamoleThis recipe m..

Notice that the Recipes article contains only one element: a text frame. The
graphics that you anchored earlier are not listed separately, because they’re part
of the recipe text.

2 Choose File > Save.

Adding metadata

Metadata is a set of standardized information about a file, such as the title, the name
of the author, a description, and keywords. When exporting an EPUB file, you can
automatically include such metadata in the EPUB file. This data is used, for example,
to display a document’s title and author in the EPUB library on ereaders. Next you'll
add this metadata information to the InDesign document. This information is included
in the exported EPUB and is displayed when the EPUB is opened.

1 Choose File > File Info.
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2 In the File Information dialog box, enter One Truly Amazing Meal in the
Document Title box, enter your name in the Author box, and then click OK to
close the dialog box.

File Information for 15_RecipesBooklet.indd

Description IPTC IPTC Extension Carnera Data GPS Data Videa Data Audio Data | 3 IR

Document Title: |One Truly Amazing Meal
Author: |Pat Smith
Author Title:

Description:

Ratng: W W W W W
Description Writer:

Keywords:

(i) Semicolons or commas can be used ko separate mulkiple valuss

Copyright Status: | Linknown -

Copyright Motice:

Copryright Info URL: GoTo URL...
Created: 2/17/2012 - 2:43:22 PM Application: Adobe InDesign C56 (Windows)
Modified: 3/6[2012 — 11:13:30 &AM Format: application/x-indesign
Powered By
xmp [ Preferences J llmpnrt..‘ ‘ A ] QK l Cancel J

3 Choose File > Save.

Exporting an EPUB file

Now that you've completed the preparatory work, the document is ready to be
exported as an EPUB file. To complete this lesson, you'll specify several custom
export options to take advantage of the work you did earlier in this chapter to
optimize the document for EPUB export.

Specifying export settings

Much as the settings in the Print dialog box control the appearance of printed pages,
the settings you make when you export an InDesign document as an EPUB control
the appearance of the EPUB. You'll specify several general settings and then a few
advanced settings.

1 Choose File > Export.

2 In the Export dialog box, choose EPUB from the Save File As Type menu
(Windows) or the Format menu (Mac OS).
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3 In the File Name box (Windows) or the Save As box (Mac OS), name the file
15_Recipes.epub and save the file in the Lesson_15 folder, located inside the
Lessons folder within the InDesignCIB folder on your hard drive.

4 In the General section of the EPUB Export Options dialog box, make sure that
EPUB 2.0.1 is selected from the Version menu, and then specify the following
Setup options:

e Cover: None (the cover will be the first page of the document)
e TOC Style: Recipes Booklet

e Margins: 24

e Content Order: Same As Articles Panel

5 In the Text Options section, make sure Map To Unordered Lists is selected
from the Bullets menu and Map To Ordered Lists is selected from the Numbers
menu. This ensures that the numbered and bulleted lists in the recipe text are
maintained in the EPUB.

6 Select View EPUB After Exporting, and leave all other General settings unchanged.

EPUB Export Options

Geveral QS
Image
adwanced “Wersion: |EPUB 2.0.1 R

(i) EPUB 20,1 is a standard approved by the IDPF in 2007, This format is supported on a
=" wide watiety of mobile devices, including smartphones, tablets, and eBook readers,

Setup

Cover: | Mone -

roc s

Margins: 2= ‘: 24 |
BEE |

24
24 ‘ pixels

-+

e

-

Content Crder: |Same as Articles Panel V|

Text Options
[IPlace Footnote sfter Paragraph

[CIremove Forced Line Breaks

Bullets: |Map to Unordered Lists »

Murnbers: |Map to Static Ordered Lists V‘

[¥] Wigw EPUB after Exporting

Cancel
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7 Click Image in the list in the upper-left corner of the EPUP Export Options
dialog box. Make sure Preserve Appearance From Layout is selected to ensure
that image cropping is retained for graphics that are not inline and also to preserve
attributes such as rotation and transparency effects.

Choose Relative To Page from the Image Size menu and leave all other
settings unchanged.

EPUB Export Options

e

Image

Adwanced [“lPreserve Appearance fram Layout

st

Image Alignment and Spacing:

[insert Page Break:

[F]settings apply to Anchored Ohiects

Image Conversion:

GIF Options

Palette: | Adaptive (no dither) v

[Cinterlace

JPEG Options

[ 1gnore Object Export Settings

9 Click Advanced in the list in the upper-left corner of the EPUB Export Options
dialog box, and then choose Based On Paragraph Style Export Tags from the
Split Document menu.

Because you specified that the Graphics paragraph style create smaller HTML
sections in the EPUB when you assigned tags to paragraph styles earlier in this
lesson, choosing Based On Paragraph Style Export Tags will create a page break
before each of the four graphics you anchored within the recipes.

10 Make sure Include Document Metadata is selected so that the metadata you
added earlier is included in the EPUB.

11 Make sure that Include Style Definitions, Preserve Local Overrides, and Include
Embeddable Fonts are selected, and then click Add Style Sheet.

Tip: The Ignore
Object Export Settings
check box in the Image
section of the EPUB
Export Options dialog
box lets you override
any export settings
you've applied to
individual objects and
groups.

Note: Using the
Based On Paragraph
Style Export Tags setting
lets you divide a long
document into smaller
documents when you
enable the Split EPUB
feature for a particular
paragraph style. You can
also select a paragraph
style in the EPUB Export
Options dialog box that
triggers these breaks.

Note: If you've
applied numerous
manual overrides
to paragraphs and
characters formatted
with styles, selecting
Preserve Local
Overrides can add
significant overhead
to the HTML and CSS
that InDesign generates
when you export an
EPUB. If you don't select
this option, you'll likely
need to edit the CSS
to further control the
appearance of your
EPUB. Editing CSS falls
outside the scope of
this book.
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Note: InDesign
automatically generates
a Unique ID for an
EPUB; however, for
commercial EPUBs you
would enter the ISBN.

Note: Notall
ereaders support
font embedding. If
possible, test your
EPUB on various
devices to ensure that
you're satisfied with
the output. To further
control how the HTML
tags and classes are
displayed on ereaders,

you can edit the CSS file.

Tip: An alternate
technique for splitting
along document
into smaller HTML
documents is to create
individual InDesign
documents for each
section of an EPUB,
combine these into an
InDesign book, and
then choose Export
Book To EPUB from the
Book panel menu to
generate the EPUB.

12 Select the Recipes.css file, in the Lesson _15 folder, and then click Open.

This CSS style sheet contains a small piece of HTML code that causes the h1 and
h4 styles to be centered instead of flush left.

EPUB Export Options
General Advanced
Image

Py T——" Split Docurment: |Eased on Paragraph Style Export Tac v‘

EPLB Metadata
[]Indude Document Metadata
Publisher: ‘PubllsherName ‘
Unigue ID: ‘um:uu\d:UZSDFADD—Q1FF—4ASDVA4EI7—ZBAFBCBIIZEE

S5 Options

[“lInclude Style Definitions
[“IPreserve Local Overrides
[“]Include Embeddable Fonts
Aclditional CSS:

IDCSE CIB Files:Lesson_15:Recipes.css

[addstyle shest.. | [ Delete |

13 Click OK to export an EPUB.

If Adobe Digital Editions is installed on your computer, the EPUB file will open
automatically and you can scroll through it to view the content. You can also
open the EPUB file on any device that supports the EPUB format.

14 Return to InDesign.
15 Choose File > Save.

Congratulations! You've created an electronic publication that can be viewed on a
wide variety of electronic reading devices.

Exploring on your own

Now that you've created an EPUB, choose File > Save As, and save the completed
InDesign document as 15_Practice.indd. You can use this practice document to
perform any of the tasks from the lesson using different settings.

1 Revisit the Edit All Export Tags dialog box and try mapping some of the paragraph
styles to different HTML tags. Export your new version and compare the changes
to the text in the original EPUB you exported.
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2 Export another EPUB, but instead of using the Articles panel to specify the Note: Several
content and order of an EPUB, this time choose Based On Page Layout from the editors that can open
.epub files for further

Content Order menu in the General section of the EPUB Export Options dialog editing are available

box. Compare this version with the original. Examples of such
N editors are <oXygen/>
3 Ifyou're the adventurous type, you can “open” an EPUB file and then view its XML Editor an dyBga e
component files. An EPUB file is essentially a compressed file that contains Bones Software
several folders and files. If you replace the .epub extension of an EPUB file with TextWrangler.

.zip, you can then decompress the file using a file-decompression utility. You'll
find folders that contain the images in the InDesign document, as well as the
fonts used and the CSS style sheet. You'll also find seven XHTML files—one for
each of the seven pages in the EPUB. You can open these pages in Dreamweaver
to view the source code, preview the web page, and optionally, add more
information and functionality.

About Adobe Digital Publishing Suite

Adobe Digital Publishing Suite is a complete solution for individual designers, traditional media publishers,
ad agencies, and companies of all sizes that want to create, distribute, monetize, and optimize engaging
content and publications for tablet devices.

e Enterprise Edition offers a customizable solution for enterprise publishers, global corporations, and
worldwide ad agencies that want to transform their digital business through lucrative new revenue streams,
deeper customer relationships, and cost-efficient tablet publishing.

Professional Edition is the off-the-shelf tablet digital publishing software solution for midsize traditional
media companies, business publishers, and membership organizations. Rapidly create highly designed,
immersive content and publish it across leading marketplaces and devices to drive growth through
digital publishing.

Single Edition provides small to midsize design studios and freelance designers an intuitive and affordable
way to deliver iPad apps such as brochures, portfolios, and highly visual books without writing code or
relying on developers. Use familiar Adobe InDesign CS6 skills to explore your creativity and develop content
that inspires and engages.

For more information about the Adobe Digital Publishing Suite family, go to www.adobe.com/products/
digital-publishing-suite-family.html.

For information about creating commercial publications for tablets, as well as resources for developers, go to
the Digital Publishing Suite Developer Center at www.adobe.com/devnet/digitalpublishingsuite.html.

Online iPad tutorial

In addition to the 16 chapters in this version of the InDesign CS6 Classroom in a Book, one additional chapter
is available online by registering your book at www.peachpit.com/idcs6cib. Bonus Chapter 17, “Creating an
iPad Publication,” shows you how to add slideshows, panoramas, audio and video, pan and zoom graphics,
and other elements to a layout and how to generate files that can be displayed on an iPad.
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Review questions

1

When you create a document that you intend to export as an EPUB, how do you ensure
that a graphic maintains its position relative to surrounding text?

What is metadata, and what kind of metadata can be included in an EPUB?

What panel lets you specify the content to be included in an EPUB and arrange the
order in which the elements are exported?

When you export an EPUB, what option must you choose if you want the content order
to be determined by the Articles panel rather than by the page layout?

You've specified custom export settings for several graphics frames. How can you
override the export settings for these objects during EPUB export?

Review answers

1

To ensure that a graphic maintains its position relative to text in an EPUB file, anchor it
within the text as an inline graphic.

Metadata is information about a file, such as its title, its author, a description, and
keywords. An EPUB can include metadata for the document title and the author name.

The Articles panel (Window > Articles) lets you choose the content you want to include
in an EPUB and arrange the order of export.

To ensure that the order of the content is determined by the Articles panel rather than
by the page layout, you must choose Same As Articles Panel from the Content Order
menu in the General section of the EPUB Export Options dialog box.

If you select Ignore Object Export Settings in the Image section of the EPUB Export
Options dialog box, any custom export settings you've specified are ignored and the
settings specified in the Image section are applied to all images in the EPUB.
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WORKING WITH LONG
DOCUMENTS

Lesson Overview

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

e Combine multiple InDesign documents into a book file.
* Control page numbering across documents in a book.

e Create text variables for running headers or footers.

* Add footnotes.

* Create cross-references.

e Specify a source document for defining a book’s styles.
e Create a table of contents for a book.

e Generate a formatted index.

This lesson will take approximately 40 minutes.

376



CONTENTS

INTRODUCING THE WORKSPACE. .
Getting started ...
Looking at the workspace.,
Working with panels
Customizing the workspace. .
Changing the magmﬁcauundadncnmem.
Navigating through a document ..
Using context menus .
Finding resources for uslng EnDeslgn

SETTING UP A DOCUMENT AND WORKING WITH PAGES. ..
Getting started
Creating and saving custom document settings ..
Creating a new document.
Switching b opel
‘Working with master pages .. i
Applying master pages to document pages. .
Adding sections to change page numbe«lng.. .
Adding new pages.. o
Arranging and deiethg pages. .
Placing text and graphics on the document pages
Overriding master page items on document pages .
Changing the size of pages.....
Viewing the completed spread .
Explaring on your awn.........

T conrents

Longer publications, such as books and magazines,
generally consist of one document per chapter or
article. InDesign’s book features allow you to combine
the documents so you can track page numbers across
chapters; create tables of contents, indexes, cross-
references, and footnotes; globally update styles; and
output the book as one file.
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Note: If you have
not already copied the
resource files for this
lesson onto your hard
disk from the Adobe
InDesign CS6 Classroom
in a Book CD, do so
now. See “Copying the
Classroom in a Book
files” on page 2.

Tip: You open and
close book files the
same way you open and
close libraries. Use File >
Open to open the book,
and click the panel’s
close button to close
a book.

Getting started

In this lesson, you'll combine several documents into an InDesign book file. A book
file allows you to perform many functions across all the documents—such as creating
a table of contents or updating styles—while retaining the ability to open and edit
each document individually. The four sample documents you’ll work with consist of
the table of contents, first chapter, second chapter, and index from a book in progress.
The skills you learn in this lesson apply to long documents, such as reports, and to
multi-document projects, such as books.

1 To ensure that the preference and default settings of your Adobe InDesign CS6
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 page 3 of the book.

2 Start Adobe InDesign CS6. 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.

Starting a book

In InDesign, a book is a special type of file that displays as a panel, much like a
library. The Book panel displays the documents you add to the book and provides
quick access to most book-related functions. In this section, you will create a book
file, add documents (chapters), and specify the page numbering for the chapters.

Creating a book file

Before starting a book, it’s a good idea to collect all of the InDesign documents for
the book into a single folder for the project. This folder is also a good place to store
all the fonts, graphic files, libraries, preflight profiles, color profiles, and other files
required for completing the publication.

In this exercise, the InDesign documents are already stored in the lesson folder. You
will create a new book file and store it in the lesson folder.

1 Choose File > New > Book.

2 In the New Book dialog box, type CIB.indb in the Save As box. Click Save to
store the file in the Lesson_16 folder.

3 A new Book panel named CIB appears. If necessary, close the InDesign Welcome
screen so it’s not in front of the Book panel.
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Adding documents to a book file

The Book panel displays a link to each document in the book—it does not literally

contain the documents. You can add documents one at a time (as they become avail-
able) or all at once. If you start with a few documents and add more documents later,
you can always change the order of the documents and update the page numbering,
styles, table of contents, and more as necessary. The ability to add and reorganize
chapters makes the book feature ideal for compiling documents from multiple users

into a single publication. In this exercise, you will add all four documents to the

book at once.

1 Choose Add Document from the Book panel menu.

S CIB |

Save Book

Save Book As...

Close Book

M i = g

Tip: You can
also click the Add
Documents button,
at the bottom of the
Book panel, to add
documents to a book.

2 Inthe Add Documents dialog box, select all four InDesign files in the Lesson_16
folder. You can select a range of continuous files by Shift-clicking the first file and

the last file.
OO0 Add Documents
<[+ (2 =i m) & Lesson_16 ) Q

¥ DEVICES
= Macinto.
() West... &
¥ SHARED
B iMac-c8...
v PLACES
i FileThis ..
& Feed the..
Jd music
[EA Desktop
@i Pictures

Name
6

16_02_Chapter_2.indd
16_03_Index.indd
@l CiB.indb

5 Db

Enable: | All Readable Documents

Iy

]

1:40 PM
1:42 PM
2.00 PM

Cancel

‘| Date Modified |
16_00_TOC.indd 1:36 PM
16_01_Chapter_l.indd 1:41 PM
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Note: Documents
are listed in the Book
panel in the order
in which you add
them. You can drag
documents up and
down in the panel
to reorder them.

For organizational
purposes, most
publishers name
document files in order,
starting with 00 for
front matter, 01 for the
first chapter, 02 for the
second chapter, and

so on.

Tip: You can also
save the book by
clicking Save Book
at the bottom of the
Book panel menu.

3 Click Open to display the documents in the Book panel. If the Save As dialog box
displays for each document, click Save.

4 If necessary, reorganize the chapters so they are in the order shown:
16_00_TOC, 16_01_Chapter_1, 16_02_Chapter_2, 16_03_Index.

x 44
sCe | =
=3 i} 16.00.ToC fi-ii
'_;fl 16_01_Chapter_1 8-20
i [ifl 16 02 Chapter 2 21-40
i m 16_03_Index 41-42

5 Choose Save Book from the Book panel menu.

Specifying page numbering across the book

A challenging aspect of working with multi-document publications is tracking page
numbers across individual files. InDesign’s book feature can automate this for you,
numbering pages in a book from start to finish across multiple documents. You can
override the page numbering as necessary by changing the numbering options for a
document or creating a new section within a document.

In this part of the lesson, you will specify page-numbering options to ensure con-
tinuous, up-to-date page numbers as chapters are added or rearranged.

1 Notice the page numbering shown next to each chapter in the Book panel.
2 Choose Book Page Numbering Options from the Book panel menu.

3 In the Book Page Numbering Options dialog box, select Continue On Next Even
Page in the Page Order section.

4 Select Insert Blank Page to ensure that each chapter ends on a right-facing page.
If a chapter ends on a left-facing page, a blank page is automatically added.

5 If necessary, select Automatically Update Page & Section Numbers to keep page
numbers updated across the book.

Book Page Numbering Options

Page Order: (_) Continue from previous document ——
( Cancel )

() Continue on next odd page
(%) Continue on next even page
™ Insert Blank Page

¥ Automatically Update Page & Section Numbers

6 Click OK. Notice how each document in the Book panel now starts with an even
page number. Choose Save Book from the Book panel menu.
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Customizing page numbering

At this point, the table of contents already uses Roman numerals for its two-page
spread: pages ii and iii. Chapter 1 has a section start that begins on page 8 and uses
Arabic numerals. From there, the book uses continuous page numbering. In this
exercise, you will adjust Chapter 1’s section start to begin on page 4.

1 In the Book panel, click to select the book’s second document: 16_01_Chapter_1.

2 Choose Document Numbering Options from the Book panel menu.

w

In the Document Numbering Options dialog box, change the 8 in the Start Page
Numbering At box to 4.

4 Make sure that Arabic numerals (1, 2, 3, 4) are selected in the Style menu.

Document Numbering Options

o) : : ———
() Automatic Page Numbering { S——————

(%) Start Page Numbering at: 4

— Page Numbering

Section Prefix:

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

Section Marker:

[linclude Prefix when Numbering Pages

— Document Chapter Numbering

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

() Automatic Chapter Numbering

() Start Chapter Numbering at: 1
() Same as Previous Document in the Book

Book Name: CIB.indb

5 Click OK. Choose File > Save and close the document.

6 Review the book page numbering now. The first document, containing the table
of contents, is still numbered ii—iii, with the remaining documents starting on
page 4 and continuing to the end. Try dragging the last chapter, 16_03_Index,
up above 16_02_Chapter_2 to see how the page numbering changes when you
rearrange documents in a book file. When you have finished, put the chapters
back in the correct order.

x 44
sCB | =
b3 il 16.00.ToC =i

i_;r. 16_01_Chapter_1 4-17

m 16.02_Chapter 2 18-37
Lr. 1603 index 38-30

Note: When you
select Document
Numbering Options
from the Book panel
menu, the selected
document opens
automatically. You can
also open documents
by double-clicking
them in the Book panel.

Tip: Asyou add,
edit, and rearrange
chapters, you can also
force page numbering
to update by choosing
one of the Update
Numbering commands
from the Book panel
menu.
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Tip: Running
headers and footers
are just one use for text
variables. You might use
a text variable to insert
and update the dateina
document, for example.

Creating a running footer

A running header or footer is text that repeats on chapter pages—such as the
chapter number (in the header) and the chapter title (in the footer). InDesign can
automatically fill in the text for a running footer according to a chapter’s title. To do
this, you define a text variable for the running footer text, which in this case is popu-
lated with the chapter title text (source text). You then insert the text variable on the
master page in the footer (or wherever you want it to appear in the document).

The advantage to using a text variable rather than simply typing the chapter title on
the master page is that if the chapter title changes (or you're starting a new chapter
from a template), the footer is automatically updated. Because you can place the text
variables wherever you want, the steps for creating running headers and running
footers are the same.

In this part of the lesson, you will create a text variable for the chapter title in
Chapter 2, place it on the master page, and see how it updates on all the pages of
the chapter.

Defining a text variable
First, you'll create a text variable for the chapter title.

1 In the Book panel, double-click the document titled 16_02_Chapter_2.
If necessary, double-click the page 18 icon in the Pages panel to center it in
the document window.

2 Choose Type > Paragraph Styles to open the Paragraph Styles panel.

3 Using the Type tool (T), click in the chapter title “Setting Up a Document and
Working with Pages” to see the paragraph style applied to it: Chapter Title.

You will use this information to create the text variable, which will specify
that whatever text is using the Chapter Title paragraph style will be placed in
the footer.

x i

-{ ¢ Paragraph Styles =

Chapter Title

Chapter Number

SETTING UP A DOCUMEN' ==
AND WORKING WITH-PAG -

Code in List-P Y

[ = MK
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4 Close the Paragraph Styles panel.

5 Choose Type > Text Variables > Define.

6 In the Text Variables dialog box, click New.

Text Variables

Preview:

3

Text Variables:
Chapter Number e
Creation Date (__ Camcel )
File Name E—
Head 1 | Insert )
Last Page Number @
Modification Date

i (. )
|Running Header

( Delete

7 Type Chapter Title for Footer in the Name box.

Now you will specify that you want text formatted with a specific paragraph style
to be used for a running header (or in this case, a running footer).

8 Choose Running Header (Paragraph Style) from the Type menu. The Style menu

lists all the paragraph styles in the document.

You will choose the paragraph style that is applied to the chapter title.

9 Choose Chapter Title from the Style menu.

New Text Variable
Name: Chapter Title for Footer
— Type: | Running Header (Paragraph Style} | ¢ ] —|—
Style: | Chapter Title 55 ]
Use: | First on Page 3 ]
Text Before: F
Text After: I
Options: | Delete End Punctuation
["I Change Case
Upper Case
Lower Case
Title Case
Sentence Case
Preview: | <Chapter Title for Footer=>
( cancel ) ( 0K )
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10 Leave all the other settings at the defaults, and click OK. The new text variable
appears in the list of variables. Click Done to close the Text Variables dialog box.

11 Choose File > Save.

Inserting a text variable

Now that you've created the text variable, you can insert it on the master page
(or anywhere in the document).

1 Click the page number menu in the lower left of the document window.
Scroll down to the master pages, and choose B-Body.

2 Zoom in on the lower-left corner of the left-facing master page.

B LESSON 2

3 Using the Type tool (T), click to place the text insertion point after the tab
character (7). This is where you will place the variable.

4 Choose Type > Text Variables > Insert Variable > Chapter Title For Footer.
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Hyperlinks & Cross-References >
Text Variables » Define...

Insert Variable >

Chapter Number
Chapter Title for Footer ;.

Bulleted & Numbered Lists »

Insert Special Character > | = | Creation Date
% :
»

Insert White Space File Name

Insert Break Character 3 Head 1

Fill with Placeholder Text : Last Page Number
: Modification Date

Hide Hidden Characters Xl Output Date

Running Header

A placeholder for the text variable displays in brackets <>.

B LESSON 2 — <Chapter Title for Footer>+

5 From the page number menu in the lower left of the document window,
choose 20.

On page 20, notice that the chapter title is now placed in the running footer.

20 LESSON -2 Setting Up-a-Document-and Working with Pages:

6 Choose View > Fit Spread In Window, and scroll through the pages to see that
the running footer is updated everywhere.

7 Choose File > Save. Leave the chapter open for another lesson.

Each chapter in the book can use the same text variable but have a different running
footer according to its chapter title.

Adding a footnote

With InDesign, you can create footnotes or import them from text imported as a
Microsoft Word document or as a Rich Text Format (RTF) file. With imported text,
InDesign automatically creates and places the footnotes, which you can then fine-
tune in the Document Footnote Options dialog box.

Tip: Changing the
source text—in this
case, the first instance
of text formatted
with the Chapter Title
paragraph style—
automatically changes
the running footer on
every page.

Note: Keep in mind
that a text variable
behaves as a single
character when it is
populated with the
source text. This means
that even if the source
text is long, it will
remain on a single line.

ADOBE INDESIGN CS6 CLASSROOM IN A BOOK 385



In this exercise, you will add a footnote and customize its formatting.

1
2

In the Book panel, double-click the document titled 16_01_Chapter_1.
Choose page 9 from the page menu in the lower left of the document window.

Zoom as necessary to see the main body paragraph under the subhead
“Reviewing the document window”

Using the Type tool (T), select the second-to-last sentence in the paragraph,
starting with “Bleeds are used”

Choose Edit > Cut. This text will be used in a footnote rather than in the body of
the text.

Reviewing the document window

'The document window contains all the pages in the document. Each page or spread is
surrounded by its own pasteboard, which can store objects for the document as you
create a layout. Objects on the pasteboard do not print. The pasteboard also provides
additional space along the edges of the document for extending objects past the page
(UL e Bt | RSN B | ced s are used when an object must print to the edge of a
Montm}s for switching pages in the document are in the lower left of the docu-
ment window

Position the text insertion point just after “bleed”
Choose Type > Insert Footnote.

A footnote reference number appears in the text. In addition, a footnote text
frame and placeholder appear at the bottom of the page, along with the blinking
text insertion point to the right of the footnote number.

Choose Edit > Paste.

Bleeds are used when an object must print to- the edge of a page. #

6
Note: You cannot 7
insert footnotes in
table text or in other
footnotes.
8
9

With the text insertion point still in the footnote, choose Type > Document
Footnote Options.

Notice all the options for customizing the footnote numbering and formatting.
Here you can control the numbering style and appearance of the footnote
reference numbers and footnote text throughout a document.
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10 In the Footnote Options dialog box, under Footnote Formatting, choose Tip/Note
Text from the Paragraph Style menu. Click Preview to see the change to the

footnote text formatting.

Footnote Options

[ Numbering and Formatting  Layout |

—Numbering
Style: | 1, 2,3, 4... ‘3]
Start at: 1

I Restart Numbering Every: Page
"] Show Prefix/Suffix in:
Prefix: [v
Suffix:

—Formatting
—Footnote Reference Number in Text

Position: | Apply Superscript

Character Style: V[Nc ne]

Ak [|ar

—Footnote Formatting

Paragraph Style: [ Tip/Note Text

Separator: At |—b
3 S ——
™ Preview ( Cancel )

11 Click the Layout tab to view all the options for customizing the placement and
formatting of footnotes throughout a document. Leave all settings at the defaults.

12 Click OK to format the footnote.

1 Bleeds are used when an object must print to the edge of a page.#

13 Choose File > Save. Leave the chapter open for the next part of the lesson.

Adding a cross-reference

Cross-references, common in technical books, point you to another section of a
book for more information. Keeping cross-references up to date as chapters in a
book are edited and revised can be difficult and time-consuming. InDesign lets you
insert automatic cross-references that update across the documents in a book file.
You can control the text used in the cross-references, as well as their appearance.
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Note: If necessary,
scroll through the pages
to find the “Using the
Zoom tool” subhead.

Tip: You can create
cross-references within
any document or book
chapter. In addition,
you can create cross-
references to other
chapters in the same
book.

In this exercise, you will add a cross-reference that refers the reader to a section in

another chapter of the book.

1

With 16_01_Chapter_1 open, choose page 13 from the page menu in the lower
left of the document window.

Zoom as necessary to see the paragraph under the subhead “Using the Zoom
tool”

Using the Type tool (T), click at the end of the paragraph and type For
information on selecting the Zoom tool, see. Leave a space after the word

“« ”

see.

Using the Zoom tool|

Inaddition to the/‘\ziew commands, you can-use the Zoom tool to magnify-and reduce
the view of a-document. In this exercise, you will experiment with the Zoom tool. For
information on selecting the Zoom tool, see |

1 - Scroll to-page-1. If necessary, choose View > Fit Page In Window-to-position the

page in the center of the window|

Choose Type > Hyperlinks & Cross-References > Insert Cross-Reference.

In the New Cross-Reference dialog box, leave the Link To setting as Paragraph.
You will link the cross-reference to text in this chapter that is formatted with a
specific paragraph style.

In the scroll list at left, select Head 2 to specify the paragraph style of the

referenced text.

The cross-reference you're creating is to a section name that is formatted with
the Head 2 style. All the text formatted with Head 2 appears in the scroll list

at right. In this case, you know the text you are cross-referencing is under the
subhead “About the Tools panel” When creating cross-references, you may need
to look at the referenced text first to determine how it is formatted.

In the scroll list at right, select About the Tools panel.
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8 Confirm that Full Paragraph & Page Number is selected from the Format menu

under Cross-Reference Format.

New Cross—Reference

Link To: | Paragraph s
— Destination
Document: | 16_01_Chapter_l.indd =
e Captien Lessan Overview
Footer Recta-P About the Tools panel m
Footer Verso-P m Reviewing the Application bar
Head 1 Reviewing the Cantral panel
Head 2 4 ||Reviewing the document windaw x
Head 3 Warking with multiple documant windows
imag; raption I - 1

— Cross-Reference Format

Format: | Full Paragraph & Page Number [
— Appearance
Type: | Invisible Rectangle |5
Highlight: | None ‘:] Width: | Thin
Color: | M Black - Style: | Solid

Cancel ) ( 0K )

9 Click OK to create the cross-reference and close the dialog box.

10 Type a period (.) after “page 7” in the newly inserted cross-reference text.

Using the Zoom tool]

In addition to the/\\fiew commands, you can-use the- Zoom tool to magnify and reduce
the view of a-document. In this exercise, you will experiment with the Zoom tool. For
information on-selecting the Zoom tool, see-“About the Tools panel” on page 7.|!|

1 » Scroll to page 1. If necessary, choose View > Fit Page In- Window-to-position the
page in-the center of the window.|

11 Choose File > Save. Leave the chapter open for the next exercise.

Synchronizing a book

To maintain consistency across the documents in a book file, InDesign allows you to
specify a source chapter for specifications, such as paragraph styles, color swatches,

object styles, text variables, and master pages. You can then synchronize selected
chapters with the source chapter.

In this exercise, you will change the color used in a heading paragraph style and
then synchronize the book so that the color is used consistently.

Tip: Cross-references
automatically update
as necessary if text is
edited and reflows.

Note: Synchronizing
documents compares
all the styles in a book
document to the source
document. The process
adds any missing
styles and updates any
variations from the
source chapter, but it
does not change any
additional styles not
included in the source
document.
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Note: You will notice
that the subheads
change color as well.
That's because in the
template for this book,
Head 2 and Head 3 are
based on Head 1, so
they adopt any changes
made to the common
formatting in Head 1.

1 With 16_01_Chapter_1 still open, choose View > Fit Page In Window. It does not
matter which page is displayed.

2 Choose Type > Paragraph Styles to open the Paragraph Styles panel. Click the
pasteboard to make sure nothing is selected.

3 Double-click Head 1 to edit the style. From the categories on the left side of the
Paragraph Style Options dialog box, select Character Color.

4 To the right, under Character Color, click the Bright Red swatch.

Paragraph Style Options

General
Basic Character Formats
Advanced Character Farmars
Indents and Spacing

Tabs

Paragraph Rules

Keep Options

Hyphenation

Justification

Style Name: Head 1
Location

Character Color

[ Gray 5c 6ok
] Gray 3c 15k

[ ] ranTonEDS 310-9C
W Gray & 70k

r

Drop Caps and Nested Styles
GREF Style

Bullets and Numbering

Character Color

[ eright Red
] Tin Cradient

Tint: == 100% 5 | Overprint Fill

|- Blue

Underline Options
Strikethrough Options
Export Tagging

Weight: =~ 1pt
Miter Limit: = 4

Overprint Stroke
xR B B

Stroke Alignment: &I 1

E Preview Cancel ) (: oK )

5 Click OK to update the paragraph style.
6 Choose File > Save to save the change with the document.

You now need to specify that the current chapter, Getting Started, is the source
document in the book.

7 Inthe Book panel, to the left of the 16_01_Chapter_1 chapter name, click in the
blank box.

x 44
SCI8 | =
=3

— =

[a3 |3 16_01_Chapter_1 4170

[IFt 16_02_Chapter 2 18-37(2h

| -l ! ib U3 Ingex F8-39
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8 Choose Synchronize Options from the Book panel menu. Review the options
available in the Synchronize Options dialog box; then click Cancel. You do not

need to change any options.

Synchronize Options

v [=] Other
M Conditional Text Settings
EINumbelEd Lists
ECross—ReFerence Formats
MText Variables
| Master Pages
E!Trap Presets
v ESmles and Swatches
# Table Styles
™ cell styles
 Object Styles
™ TOC Styles
gchamcter Styles

p OK )
Cancel )

Synchronize

f———————————-l

ESmart Match Style Groups

Style Source: {Users/kellyanton,Desktop/Lesson 16/15 01 Chapter 1.indd

Now you will select the chapters you want to synchronize—in this case, the two

main chapters, not the table of contents or index chapters.

9 Shift-click to select 16_01_Chapter_1 and 16_02_Chapter_2.

10 Choose Synchronize Selected Documents from the Book panel menu.

= 4]
2CIB | = Add Document...
mie__oo_mc fi-ili Replace Document
3 [l 16 01 Chapter 1 417000 Remove Document
m 16_02_Chapter 2 18-37%
m 1603 index 38-30 =ave Bapic

= Save Book As...

Close Book

Preflight Book...

Package Selected Documents For Print...
Export Selected Documents to PDF...
Export Book to EPUB...

Print Selected Documents...

Document Information...
Reveal in Finder

Synchronize Selected Documents
3 2

ynchronize Options...
Update All Cross-References

Update Numbering b
Book Page Numbering Options...

Document Numbering Options..

Automatic Document Conversion

Marae b A= 4 n Ewmort
Merge Identically Named Layers on Export

Small Panel Rows

Tip: InDesign allows
you to synchronize
master pages in a book.
For example, if you
add a block of color
to a master page used
for chapter openers,
you can synchronize
master pages to have
the change affect all the
chapters.
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Tip: Although the
feature is called Table of
Contents, you can use
it to create any type of
list based on text that is
formatted with specific
paragraph styles. The
list does not need to
contain page numbers

and can be alphabetical.

If you were working

on a cookbook, for
example, you could use
the Table of Contents
feature to compile an
alphabetical list of the
recipe names in the
book.

11 At the alert indicating the process has completed, click OK.
12 Choose Save Book from the Book panel menu.

13 In the document window, click the tab for 16_02_Chapter_2. Notice that the
heads and subheads have changed from black to red as well.

Generating a table of contents

With InDesign, you can generate a fully formatted table of contents with accurate
page numbers for a single document or all the documents in a book file. The table of
contents consists of text that you can place anywhere—at the beginning of a docu-
ment or in its own document within a book file. The feature works by copying text
formatted with specific paragraph styles, compiling the text in order, and then refor-
matting the text with new paragraph styles. The veracity of the table of contents,
therefore, depends on correctly applied paragraph styles.

In this exercise, you will generate a table of contents for the book.

Preparing to generate the table of contents

To generate a table of contents, you need to know what paragraph styles are applied
to the text that will go in the table of contents. In this case, you will create a two-
level table of contents consisting of the chapter names and first-level heads. Now
you will open a chapter to study its paragraph styles.

1 In the document window, click the tab for 16_01_Chapter_1.
2 Choose Type > Paragraph Styles to open the Paragraph Styles panel.

3 On page 4 of Chapter 1, click in the chapter title. In the Paragraph Styles panel,
notice that the Chapter Title paragraph style is applied.

4 On page 6 of the chapter, click in the “Getting started” section name. In the
Paragraph Styles panel, notice that the Head 1 paragraph style is applied.

%
¢ Paragraph Styles |

4

~& | llll

Geltting started)|

[n-this lesson, you'll practice using the_:’york area-and navigating through a few pages of]
Check Magazine, a print and online publication. This is the final version of the docu=
ment—you won’t be changing or adding text or/graphics. only using it to-explore the
InDesign CS work area.{

Head 1

Head 1

Head 2

(=]

Head 3
List Subtext

List Subtext 2

>

i 1 » Toensure that the preference and default settings of your Adobe InDesign CS

B W B @ s

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
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5 Close and save 16_01_Chapter_1 and 16_02_Chapter_2.

6 In the Book panel, double-click 16_00_TOC to open it.

You are going to generate your own table of contents in the next two exercises.

Setting up the table of contents

Now that you are familiar with all the paragraph styles that will be used to generate

the table of contents, you will “map” them in the Table Of Contents dialog box. In this

exercise, you will specify what paragraph styles to include and how to format the

final table of contents.

1 Choose Layout > Table Of Contents.

2 In the Table Of Contents dialog box, make sure the Title box is empty. In this

template, the master page supplies the table of contents title.

3 Under Styles In Table Of Contents, scroll through the Other Styles list box at

right to locate Chapter Title. Select it and click Add.

4 Repeat step 3 to locate and select Head 1. Click Add. Leave the Table Of

Contents dialog box open.

Table of Contents

s
TOC Style: | [Default] e

Title: Style: | [No Paragraph Style] |3

&

.
' Cancel )
e e M

— Styles in Table of Contents

Include Paragraph Styles: Other Styles:

(Chapter Title Fron: Title
Head 1 T Front_Title CIB
Zeiti Front_Title Software
( Remove >> ) [Fron: uRL
Head 2

L

Style: Head 1
’7 Entry Style: | [Same style] &

Options
E Create PDF Bookmarks

Replace Existing Table of Contents
[l Include Book Documents

Numbered Paragraphs: | Include Full Paragraph ' ]

(' Sawve Style... 3

( More Options \_.

Tip: Paragraph styles
for formatting tables of
contents and lists often
make sophisticated
use of nested styles
and tab leaders to
achieve a complex

Now that you have specified what text needs to go in the table of contents—text
formatted with Chapter Title followed by Head 1—you will specify how it should
look in the table of contents. The paragraph styles for formatting the table of con-
tents are included in this template. If you did not create those styles in advance,
you can select New Paragraph Style from the Entry Style menu.

look automatically.

For example, tables of
contents often start
with a bold chapter
number followed by a
chapter name, a custom
tab leader, and bold
page numbers.
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Tip: In the Table Of
Contents dialog box,
click More Options
to see controls for
suppressing page

5 On the left side of the Table Of Contents dialog box in the Include Paragraph

Styles list box, select Chapter Title.

6 Under Style: Chapter Title below, choose TOC Chapter from the Entry Style

menu.

numbers, alphabetizing
the list, and applying Table of Contents
more sophisticate:
more sophisica : TOC Style: (efaut] T8}
ormatting. If you have —_——

g- ! . Title: Style: | [No Paragraph Style] | % ( Pom— y
more than one list : e
. P — Styles in Table of Contents — : Save Style :
in a document—for Include Paragraph Styles: Other Styles:
example, a table of [ehapeer Tiie Fron,Titke ( More Options )
contents and a figures Head 1 A Foont TitieiCig
|iSt—y0U can click e Fron:_Title Software

[ Remove >> | [Frent URL

Save Style to save the o

settings for each type.

— Style: Chapter Title

Entry Style: | TOC Chapter e

— Uptions
E Create PDF Bookmarks
Replace Existing Table of Contents
[l Include Book Documents

Numbered Paragraphs: | Include Full Paragraph % ]

7 In the Include Paragraph Styles list box, select Head 1. Under Style: Head 1,

select TOC Head1 from the Entry Style menu.

8 Select Include Book Documents to generate a table of contents for all the

chapters in the book file.

Head 1 — Front Title CIE
<< Add

Front Title Software

[ Remove >> | [Front URL
Head 2
— Style: Head 1
Entry Style: | TOC Head1 I3
— Options

E Create PDF Bookmarks

Renlaca Fwictina Tahla nf Cantents
(gln(iude Book Documents

‘ Numbered Paragraphs: | Include Full Paragraph |4 ]

Table of Contents
TOC Style: | [Default] ™
Title: Style: | [No Paragraph Style] | % (" Cancel )
T OSSO
— Styles in Table of Content:

tyles in Table of Contents ( SeaveSityl e )

Include Paragraph Styles: Other Styles:
& TP |
|chapter Title Front_Title (_More Options )

9 Click OK. (An alert may display asking if you want to include items in overset
text; click Yes.) The pointer is now loaded with the table of contents text.
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Flowing the table of contents

You flow the table of contents text the same way you flow other imported text. You
can either click in an existing text frame or drag to create a new text frame.

1 Click in the text frame below the word “Contents.” The table of contents flows

into the text frame.

2 Choose File > Save, and close the document.

Tip: As chapters
are added to the
book, edited, and
reflowed, you can
update the table of
contents by choosing
Layout > Update Table
Of Contents. Note

CONTENTS#

that if the table of
contents adds pages
to the beginning of the
document, you may
need to update the
table of contents to
account for any page,

BE—:— wodudng the

un ed
Geting star ted &
Looking at the
vrorkspace &
Working vrith
panes 10

number changes.

CONTENTS#

.INTRO DUCING THEWORKSPACE
Getting started
Looking at the workspace

Working with panels

Customizing the workspace

Navigating through-a-document
Using context menus

Finding resources for-using InDesign

BETTING UP A-DOCUMENT AND WORKING WITH PAGES
Getting started

Changing the magnification of adocument.................

Creating and-saving-custom -document settings

""""""""""""

3 From the Book panel menu, choose Save Book. This saves all changes made to

the book file.
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Tip: When working
on long documents,
choose Window >
Workspace > Book
to display the Index,
Conditional Text,
Hyperlinks and
Bookmarks panels.

Indexing a book

To create an index in InDesign, you apply nonprinting tags to text. The tags indi-
cate the index topic—the text that shows up in the index. The tags also indicate the
reference—the range of pages or cross-reference that shows up in the index. You
can create up to a four-level index with cross-references for an individual document
or for a book file. When you generate the index, InDesign applies paragraph and
character styles and inserts punctuation. While indexing is an editorial skill that
requires special training, designers can create simple indexes and generate an index
from tagged text.

Viewing index tags
In this exercise, you will view existing index tags to get familiar with them.

1 Inthe Book panel, double-click 16_01_Chapter_1 to open the chapter. Zoom in
on the first paragraph of page 7.

2 Choose Window > Type & Tables > Index to open the Index panel.

3 Note the index markers (+) in the text, and the topics listed in the Index panel.
Click the arrows in the Index panel to see the topics.

:Index , v;
@ Reference C' Tapic ] Book
orking with type, and drawing as || ;
- 2 i s
strokes, and /gradwnts. By default, | ™" .
¥ objects behind other objects

per-left corner of the work area. -

ge it to horizontal, and experi- - oot

» selecting objects

bar to the left to see the Tools

"

% = < © H

v

4 Close 16_01_Chapter_1.

Generating an index

As you do with a table of contents, when you generate an index you need to specify
paragraph styles. You can also fine-tune the index with character styles and custom
punctuation. InDesign provides default styles for the index, which you can customize
after generating the index, or you can use styles set up for a book’s template.
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In this exercise, you will generate the formatted index using existing styles.

1 In the Book panel, double-click 16_03_Index to open the index chapter.

2 In the Index panel, click Book in the upper-right corner to display the index for

all the chapters in the book.

3 In the Index panel, choose Generate Index from the panel menu.

4 In the Generate Index dialog box, delete the highlighted word “Index” in the

Title box. The title is already placed on the page in a different text frame.

5 Click More Options to see all the index controls.

6 At the top of the dialog box, select Include Book Documents to compile the

index from all the chapters.

Tip: InDesign lets
you import a list of
index topics from
another InDesign
document. You can also
create a list of topics
independent of index
references. Once you
have the list of topics,
you can start adding
references.

7 Select Include Index Section Headings to add letter headings, such as A, B, C. Be
sure that Include Empty Index Sections is not selected.

8 On the right side of the dialog box under Index Style, choose Index Head-P from
the Section Heading menu. This specifies the formatting of the letter headings.

9 Under Level Style, choose Index 1-P for Level 1 and Index 2-P for Level 2 to
specify the paragraph styles applied to the various levels of entries in the index.

10 At the bottom of the dialog box under Entry Separators, type a comma and a
space in the Following Topic box. This specifies the punctuation inserted after an

index topic and the first reference.

Generate Index

Title: ( OK )
Title Style: | Index Title

ar

¢ T T—
( Cancel )

] e e e e

Elnciude Book Documents
lInclude Entries on Hidden)Layers

| 75
[E Nested v

q ™ Include Index Section Headings)
| |_! Include Empty Index Sections

( : b
| Fewer Options
Book Name: ClB.indb

an

Level 1: @ Section Heading: '@
Level 2: !@ Page Number: @
Level 3: | Index Level 3 [ Cross-reference: | Index Cross-refer...[ 5
Level 4: | Index Level 4 | ‘ Cross-referenced Topic: @

— Level Style ———— ’7 Index Style

EIRE S
SIEURE e

a
1

— Entry Separators

Following Topic: , |

Between Entries: ;

Page Range: A=

Between Page Numbers: |, b

»
4 Before Cross-reference: . | ’
3

Entry End: B

11 Click OK. Now you'll flow the index into the text frame.
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12 Click the loaded pointer in the main text frame to flow the index.

B pasteboard, 9|
bleeds, 9
S
Y selecting]
context menus, 4, 161 objects behind other objects,
tools, , 7
selecting objects, |
D
Document Window ik
About,
ut, 1 Tools panel
about, 7]
Gl
gradients] Ve
working with, 71 _1|
. view commands, 141
graphics
placing, 61
Wi
MY work area, , 5,6, 9]
imagnificationy

13 Choose File > Save, and close the document.

Congratulations. You have completed the lesson.

Exploring on your own

To experiment more with long-document features, try the following:

Add and delete pages from one of the documents in a book file to see how the
page numbers in the Book panel automatically update.

Change an object on a master page in the source document. Then choose
Synchronize Options from the Book panel menu and select Master Pages in
the Synchronize Options dialog box. Synchronize the book to see how all pages
based on that master page update.

Add a new footnote and experiment with the layout and formatting controls.

Create different cross-references in the book to reference a chapter name or
section name rather than a page number.

Add more index topics and references at various levels.
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Review questions

1 What are the advantages of using the book feature?
Describe the process and results of moving a chapter file in a book.

Why go to the trouble of creating an automatic table of contents or index?

S W N

How do you create running headers and footers?

Review answers

1 The book feature allows you to combine multiple documents into a single publication
with the appropriate page numbering and a complete table of contents and index.
You can also output multiple files in one step.

2 To move a file in a book, select it in the Book panel and drag it up or down. The book
repaginates as necessary.

3 The automatic table of contents and index features require some thought and setup,
but they are automatically formatted, accurate, and easy to update.

4 Use the Running Header text variable on a master page to create a running header
or footer. The text on each document page updates according to the text variable’s
definition.
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A

AATC (Adobe Authorized Training
Centers), 5
ACA (Adobe Certified Associate), 5
ACE (Adobe Certified Expert), 5
ACE (Adobe Certified Expert) program,
5
ACI (Adobe Certified Instructor), 5
Acrobat, 332, 335
Acrobat Distiller, 341
Add Anchor Point tool, 109
Adobe Acrobat, 332, 335
Adobe Acrobat Distiller, 341
Adobe Authorized Training Centers
(AATC), 5
Adobe Bridge
accessing files with, 32-33, 277-278
accessing original files, 277-278
Browse In Bridge command, 276
displaying document information,
32-33
importing graphics, 276-278
launching, 13, 32, 276
Mini Bridge panel, 276
naming/renaming files, 277
reducing window size, 277
synchronizing color settings, 194—195
Adobe BrowserLab, 7
Adobe Buzzword format, 129
Adobe certification, 5
Adobe Certified Associate (ACA), 5
Adobe Certified Expert (ACE), 5
Adobe Certified Expert (ACE) program,
5
Adobe Certified Instructor (ACI), 5
Adobe Community Help, 4
Adobe Creative Suite, 194—195
Adobe Design Center, 4
Adobe Developer Connection, 4

Adobe Digital Editions software, 360,
373
Adobe Forums, 4
Adobe Ilustrator, 253—-254, 335. See also
lustrator files
Adobe InCopy format, 129
Adobe InDesign. See InDesign
Adobe Labs, 5
Adobe Marketplace & Exchange, 5
Adobe Online Forums, 5
Adobe Paragraph Composer, 181-182
Adobe PDF files. See PDF files
Adobe Reader, 332
Adobe Story, 7. See also stories
Adobe TV, 4
Advanced command, 22
Align panel, 118-119
aligning text
with baseline grid, 165-166
centering, 63—64, 95-96
Optical Margin Alignment, 176
right-alignment, 62
stories, 165-167, 175-177
to tabs, 182-183
vertically, 95-96, 165-168
alignment
drop cap letters, 178-179
graphics captions, 103—104
margins, 165-166, 176-177
objects, 89, 118-119
paragraphs, 175-177
Smart Guides, 89
text. See aligning text
alpha channels, 262-266
Amazon Kindle, 360
anchor points, 92-93, 109-110, 271
anchored graphics, 361-362, 363
anchored graphics frames, 268—271
anchored objects, 213
Apple iBooks, 360
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Application bar, 11, 13, 16, 28
Application frame, 13

Arabic numerals, 72-73, 381
Arrange Documents button, 16
arrow keys, 36, 217

Articles panel, 366—368
Autocorrect feature, 155
autoflow feature, 133-135
Auto-Size feature, 136—137

B

background layers, 88, 267, 301
backgrounds
changing, 109-110
master pages as, 57
removing, 259-261
transparent, 262, 272
Barnes & Noble Nook, 360
baseline grids, 165-168, 175-176
bevel effect, 314
bitmap graphics
applying transparency effects to,
309-310
printing, 101
resizing, 101
vs. vector graphics, 253-254
blank pages, 380
bleed area, 36, 56, 336, 338
bleed guides, 68, 76
Bleed mode, 36
bleed settings, 56, 338
bleed values, 56
bleeds, 15
Blending Mode settings, 304
blending modes, 304, 306—307, 313
blends, gradient, 207, 208
book files, 378—-379
Book panel, 379
books, 376-399
adding documents to, 379-380
considerations, 378
creating, 378
cross-references, 387—-389
described, 378
footnotes, 383-387
headers/footers, 382—-385

indexing, 396—-398

opening, 378

reordering documents in, 380

saving, 380

synchronizing, 389-392

table of contents, 392—-395
borders

changing to strokes, 204—-205

rows, 286—287
bounding boxes, 100-102, 110, 111
break character, 94, 95, 130, 135
Bridge. See Adobe Bridge
brightness, 198
Browse In Bridge command, 276
buttons

converting frames to, 349-350, 356

page, 25

radio, 350-351

sample, 350-351, 356
Buttons And Forms panel, 349-354, 356
Buzzword format, 129

C

calibrating monitor/printers, 193, 198
captions, 103—104
CD, Classroom in a Boolk, iii, 2
cell strokes, 285, 288
cells. See also tables

editing cell strokes, 288

graphics in, 291-292

lines around, 288

merging, 285-286

overset, 297

resizing, 285-286

styles, 239-241, 292—-295
centering

graphics, 118-119

objects, 118-119

spreads, 33, 34, 58, 77

text, 63—-64, 95-96
certification, 5
chain icon, 136
Channels panel, 263-265
chapter titles, 383
Character panel, 165, 169, 180



character styles. See also styles
applying, 43-44, 228
creating, 42—43, 226227
described, 40
formatting text for, 41-42
mapping to export tags, 363—365
nesting in paragraph styles, 229-234
Character Styles panel, 41-44, 226-230
characterizing monitors, 198
characters. See also text
adding strokes to, 178
color, 390
drop caps, 177-179, 231
end-of-story, 171
formatting, 14
fraction, 172—-173
glyphs, 169-173, 178, 341
hidden, 36, 95, 182, 268, 362
nonprinting, 36
replacing with glyphs, 170
selecting, 37
special, 96, 139, 171-173
styles. See character styles
child masters, 65
Classroom in a Book CD, iii, 2
Classroom in a Book files, iii, 2
Clear Effects button, 304
Clear Overrides feature, 130
clipping paths, 259-261, 265-266, 271
CMYK color model, 210, 330, 339
CMYK process color, 201, 211
CMYK values, 193, 211
color, 190-219
Adobe Bridge and, 194-195
applying with Control panel, 204
applying with Eyedropper tool, 203
applying with Swatches panel, 202
CMYK. See CMYK color
colorizing grayscale images, 301-303
copying, 201, 203
dashed strokes, 204—205
fills, 46, 120-121, 202-204, 243
gradients. See gradients
importing, 218
LAB, 211
light level and, 194

monitors, 211
names for, 200-201
objects, 202-204, 213-214
Pantone, 210, 333-334
paper, 203
presets, 193
previewing, 211
print, 199-200, 211
process, 211
proofing onscreen, 197
RGB, 211, 339
rows, 242-243
specifying settings in InDesign, 196
spot, 210, 211, 340, 342
strokes, 46, 47
swatches, 120-121, 200-202
synchronizing settings, 194-195
text, 212, 390
tints, 209, 213-214
tools, 12
Undo feature, 202
viewing environment for, 194
color gamuts, 211
color management, 193-194
color models, 210, 330
color profiles, 198
color separations, 211, 333—-334, 339, 342
Color Settings dialog box, 196
color settings file (CSF), 194-195, 196
color space, 193
color stops, 206—207, 320
color temperature, 194
columns. See also table columns
balancing, 174-175
breaking, 94, 95, 135
changing number of, 11, 13, 55
creating, 131
fine-tuning, 173-175
flowing text in. See text flows
guides, 71
headlines, 173-174
multiple, 94-95
options for, 55, 66, 71
“straddle head,” 173—-174
threaded frames, 38—39, 131
types of, 11
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combo boxes, 349, 351-352

commands. See also specific commands

key, 13, 23, 28
magnification, 16, 22-24
menu customization, 21
view, 23
Community Help, 4
Composite CMYK option, 339
content. See also stories; text
centering, 58, 77
choosing for eBooks, 366—368
layer, 85, 86, 88
placing into table cells, 291-292
reordering in eBooks, 367
selecting, 120
snippets, 275
Content Collector tool, 105
content grabber, 45, 86, 98, 100
Content Placer tool, 105
context menus, 27-28, 102, 120
contrast, 198
Control panel
applying colors to objects, 204
applying styles, 44
formatting text, 37, 42
illustrated, 11
overview, 14—-15
“copy; 38
copying
color, 201, 203
fonts, 329
objects, 140
stroke color, 203
styles, 232
table cell content, 291
text, 122, 156
via drag/drop, 156, 262
corner effects, 115
cover page, eBooks, 366—-367
Create Guides command, 58
crop marks, 338
cropping images, 45, 98
cross-references, 387—-389

CSF (color settings file), 194-195, 196

CSS style sheets, 371, 372, 373

D

dashed strokes, 204—205
Defaults file, 3, 10
Design Center, 4
developer help, 4
Direct Selection tool
reshaping text frames, 92-93, 109-110
selecting objects with, 92-93, 120
switching to/from Selection tool, 13,
93, 100, 109
Display Performance menu, 197
displays. See monitors
dock, working with, 17-19
docked panels, 11-19
document page icons, 56, 57, 59, 66
document windows, 10, 11, 15-17, 386
documentation, 4
documents. See also pages
actual size, 23
adding pages to, 70
adding snippets to, 275
adding to books, 379-380
applying masters to, 68—69
creating, 56-57
custom settings, 55-56
exporting. See exporting items
importing. See importing items
indexing, 396-398
loading styles from, 247-248
loading Type tool with, 131
long. See books
magnification, 16, 22-24
margins. See margins
multiple. See books
navigating, 24—-26
preflighting, 35, 327-328, 330
presets. See presets
previewing. See previews
printing. See printing
renaming, 33
saving, 10, 33, 35
spell checking, 151-155, 157
switching between, 57
synchronizing, 389-392
turning pages, 25
viewing, 33-34, 36



dragging/dropping images, 262
dragging/dropping text, 156
Dreamweaver, 373

drop caps, 40, 177-179, 231

drop shadows, 234, 237, 314, 317-318
Dynamic Preview, 101

E

eBooks, 358—374. See also EPUB files
adding new articles, 367, 368
anchored graphics, 361-362, 363
choosing content of, 366—368
cover page, 366—367
font embedding, 372
manual overrides, 371
metadata, 368—-369, 371
reordering content in, 367
splitting into smaller pieces, 362, 371,
372
table of contents, 365
title pages, 367
edges
detecting, 259, 260, 262
feathering, 314-315
hiding/showing, 148
snapping to guides, 89, 91
Edit Original button, 264
editing
by dragging/dropping, 156
Edit Original button, 264
effects, 320-321
paths, 271
Story Editor, 156, 157-159
educational resources, 4
effects
clearing, 304, 320-321
editing, 320-321
multiple, 318-320
previewing, 315, 317, 318
removing, 304, 320-321
transparency, 313-321
working with, 313-321

Effects panel, 304

e-mail, 354

emboss effect, 314

Encapsulated PostScript. See EPS

end-of-story character, 171

EPS files, 335

.epub extension, 373

EPUB files. See also eBooks
commercial, 372
editors for, 373
exporting, 363—-365, 369-372
metadata, 368-369, 371
naming, 370
unique IDs for, 372

EPUB standard, 360

Erase tool, 12

eReader, 360

errors
missing fonts, 145
during preflighting, 35, 199, 200, 327,

330

profiles, 199, 200
spelling, 151-155, 157

Excel, 284

Explorer (Windows), 256, 262

export tags, 363—-365

exporting items. See also output
alerts, 326
anchored graphics, 363
EPUB files, 363-365, 369-372
flattening and, 334, 335
InDesign files as PDF files, 331-332
interactive PDF files, 355
missing elements and, 258
as snippets, 275

eye icon, 86, 301

Eyedropper tool, 203

F

Favorites panel, 276
feathering, 314-316
fields, form, 346—-357
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files. See also documents
accessing in Adobe Bridge, 32-33,
277-278
accessing original, 277-278
associating with applications, 264
book, 378-379
Classroom in a Book, iii, 2
CSF, 194-195, 196
Defaults, 3, 10
EPS, 335
EPUB. See EPUB files
exporting. See exporting items
HTML, 362, 364
lustrator. See Illustrator files
lesson, 2
linked. See linked items
missing, 258, 326, 327
modified, 256—-258
naming/renaming, 10, 277
native, 266—-273
packaging, 328-331
PDF. See PDF files
Photoshop. See Photoshop files
PostScript, 335, 337, 341
preflighting, 35, 327-328, 330
saving, 10, 33, 35
snippets, 275
viewing in Explorer/Finder, 256, 278
XHTML, 373
fills
color, 46, 120-121, 202-204, 243
gradient, 207, 208—209
rows, 286—287
Find/Change dialog box, 148-151
Finder (Mac), 256, 262, 278
finding items, 148—151. See also search
entries
flattener presets, 334—335, 339
flattening transparency, 334—335
flowing text. See text flows
Folders panel, 276
fonts. See also text; typography
changing, 33, 145-146, 169-173
copying, 329
downloading to printer, 341
embedded, 372
finding, 145

glyphs, 169-173, 178, 341
included with InDesign, 2
installed, 2, 329
licensing restrictions, 329
Mac OS systems, 2
missing, 144, 145
OpenType, 169-172
packaging and, 328-331
PostScript, 171
PPD, 341
preflighting and, 327-328
print settings, 339, 341
replacing, 145-146
response text, 350
in Story Editor, 157
styling, 37
text flow and, 134
Windows systems, 2
footers
adding via snippets, 67—68
master pages, 61-62
running, 382-385
table, 290-291
footnotes, 383—387
form fields, 346357
formatting. See also styles
automating, 40
characters, 14
finding/changing, 150-151
local, 229, 245, 246
paragraphs, 62
table cells, 239-241, 292-295
tables, 285-289
text, 37, 40—44, 150-151
forms, 349-351
forums, 4
fraction characters, 172—-173
frames. See also graphics frames; text
frames
adding text to, 37-39
breaks, 135
changing shape of, 108-110, 112-115
contents of, 83
converting to buttons, 349-350, 356
filling proportionally, 102
flowing text into, 129-131
grids of, 99-100



layers in. See layers
locking/unlocking, 113
placeholder. See placeholders
placing graphics in, 98, 99-100

placing/flowing text in. See text flows

positioning graphics in, 44, 100—102
preexisting, 75
repositioning, 14
reshaping, 108-110, 112-115
resizing, 39
resizing automatically, 136—137
rounded corners, 115
shapes, 108-110, 112-115
spacing between, 100, 102-103
threaded. See threaded frames
zooming in/out, 90

FX button, 304

G

gamma, 198
gamut, 193, 211
Gap tool, 102-103
glow effect, 314
glyphs, 169-173, 178, 341
gradient feathering, 314, 315-316
Gradient Swatch tool, 208, 215-217
gradient swatches, 206208, 214-217
gradients, 206—208
advanced techniques, 214-217
applying to objects, 215-217
blends, 207, 208
color, 206208, 214-217
described, 206
fills, 207, 208-209
transparency and, 315-316
graphics, 250-279. See also graphics
frames; images

adding placeholder frames for, 64—65

anchored, 361-362, 363
associating with applications, 264
bitmap. See bitmap graphics
captions for, 103-104

centering, 118-119

cropping, 45, 98

display quality, 258—259
dragging/dropping, 262

importing. See importing graphics/
images

inline, 362

Library items, 362

links to, 253-258, 327, 331

moving between layers, 86—87

from other programs, 253

placing and linking, 105-108

placing in frames, 44, 98, 99-100

placing in grid of frames, 99-100

placing on pages, 73-76

placing without frames, 99

positioning in frames, 100-102

positioning on pages, 73-76

previewing, 44

printing, 340

removing backgrounds, 259-261

resizing, 45, 98, 100—-102

resolution, 98, 196, 258

revised, 256—258

RGB, 199, 328, 339

rotating, 116-117

scaling, 45

selecting with Selection tool, 46

in table cells, 291-292

text, 73-76

updating, 256—-258

vector. See vector graphics

wrapping text around, 110-112

zooming in/out, 86

graphics frames, 96-110. See also

frames; graphics
adding text wraps to, 269-271
anchored, 268-271
changing shape of, 108-110, 112-115
compound shapes, 112-113
converting to text frames, 136
creating, 45, 97
image size, 45, 98, 100—102
linking, 105, 106—108
metadata captions, 103—104
parent-child, 106-108
placing, 105-106
placing/positioning images in, 98,

99-100

reshaping, 108-110, 112-115
resizing, 45, 98, 100—-102
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Graphics layer, 86—88, 9697
graphics library, 273-276
grayscale images, 301-303
grids
adding, 58-59
baseline, 165-168, 175-176
hiding/showing, 36, 78
grouped items
applying effects to, 304
knockout/blockout groups, 304
objects, 120
panels, 19-21
guides
adding to master page, 58—59
bleed, 68, 76
columns, 71
described, 58
dragging from rulers, 59-60
dragging on rulers, 60
fitting to margins, 58—59
hiding/showing, 36, 78
pasteboard, 59, 60
Smart Guides, 89, 110-111
snapping to, 60, 62, 89, 91
viewing, 36

H

Hand tool, 26, 34, 86, 100

hanging indents, 185-186

hanging punctuation, 163, 176-177

header cells, 290-291

headers
adding via snippets, 67—-68
running, 382-385

headlines, 173—-174, 224, 246

help features, 4, 6, 28

Help file, 193

Help menu, 28

hidden characters, 36, 95, 182, 268, 362

HTML files, 362, 364

HTML pages, 364

HTML tags, 363—364

iBooks, 360
IDMS extension, 275
lustrator, 253—-254, 335
Ilustrator files
adjusting display quality, 258—259
adjusting transparency, 310-312
earlier versions, 335
importing, 271-273, 310-312
layers and, 271-273
transparency flattener presets, 335
vector graphics and, 253—-254
images. See also graphics
associating with applications, 264
bitmap. See bitmap graphics
cropping, 45, 98
display quality, 258-259
dragging/dropping, 262
feathering, 314-316
grayscale, 301-303
importing. See importing graphics/
images
opening, 263-264
previews, 272
removing backgrounds, 259-261
resizing, 100-102
resolution, 98, 196, 258
vector. See vector graphics
zooming in/out, 86
importing graphics/images
with Adobe Bridge, 276-278
alpha channels and, 262-263
identifying images already imported,
254-255
importing/colorizing grayscale
images, 301-303
from other programs, 253
with Place command, 74-76,
271-273,311-312
placing graphics on pages, 73-76
importing items
colors, 218
graphics. See importing graphics/
images
Illustrator files, 271-273, 310-312
managing links, 254—-256



from other programs, 253
Photoshop files, 262-263, 266—267
profiles, 199-200
snippets, 67—68
styles, 247-248
tables, 284
text, 38—-39, 73-76, 147-148
InCopy format, 129
indenting paragraphs, 171, 184, 185-186
InDesign CS5
defaults, 3, 10
described, 1
documentation, 4
fonts included with, 2
forums, 4
help features, 4, 6, 28
installing, 1-3
instructional movies, 4
key features, 30-51
learning about, 4-5
new features, 10
product home page, 5
quick tour, 30-51
resources, 4-5, 28
updates to, 6
InDesign Defaults file, 3, 10
InDesign Help file, 193
index markers, 396
index tags, 396
indexes, 396—-398
INDS extension, 275
Ink Manager, 342-343
Insert Pages command, 70
inset values, 38, 95
installation, 1-3
instructions text file, 329
interactive PDF files, 355
iPad, 360
iPad tutorial, 373
iPhone, 360
ISBN number, 372
Isolate Blending option, 304

J

jump line page numbers, 138—-139
jump lines, 138-139

K

kerning text, 179-180
key commands, 13, 23, 28
keyboard shortcuts
creating, 224
document magnification, 16, 23-24
Go To Page, 25
Mac OS and, 24
tools, 13
turning pages, 25
Kindle, 360
Knockout Group option, 304
Kobo eReader, 360

L

LAB color, 211
Last Spread key, 34
layer comps, 266—267
layer overrides, 267
layered PDF files, 333
layers
background, 88, 267, 301
content, 85, 86, 88
creating, 88
described, 85
Graphics, 86—-88, 96-97
hiding/showing, 85, 86
imported Illustrator files, 271-273
imported Photoshop files, 266-267
locking/unlocking, 87, 97
moving objects between, 87
multiple, 85
naming, 88
Text, 86, 90, 97
working with, 85-88
Layers panel, 85-88
layouts, 65-66, 269
leading grids. See baseline grids
lesson files, 2
lessons, described, 1
letters, spacing, 179-182
Levels settings, 304
libraries, object, 273-276
Library items, as inline graphics, 362
line breaks, 90, 130, 181-182
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line numbers, 157
lines
jump, 138-139
orphan, 129, 130
styles, 231
Link Info section, 255-256, 267
linked items
graphics files, 253258, 327, 331
graphics frames, 105, 106—108
imported files, 254256
information about, 255-256, 267
managing, 254—256
missing, 252, 273, 326, 327
overset text, 39
reassigning, 257
relinking, 255, 257, 258, 273, 328
revised files, 256—258
status, 258
tables, 284
updated, 331
updates to, 253, 256—258
viewing information about, 255-256
Links panel, 253-258, 264, 273
list boxes, 349, 352
lists
ordered/unordered, 370
sorting, 352
Live Preflight feature, 35, 327, 330
Load Swatches command, 218
loaded graphics icon, 44, 98, 99, 272, 312
loaded snippet icon, 68, 76
loaded text icon, 38, 75, 129, 133, 134
loading styles, 247-248
local formatting, 229, 245, 246
local overrides, 130, 245
lock icon, 97, 113, 301, 305
locked frames, 113

M

Mac OS systems
Application frame, 13
context menus, 27
Finder, 256, 262, 278
fonts, 2
InDesign Defaults file, 3
keyboard shortcut issues, 24

maximizing windows, 15
measurement units, 55
PDF files, 331
viewing files in Finder, 256, 278
magnification commands, 16, 22—24
Make All Settings The Same icon, 95
margins
aligning, 165-166, 176—177
baseline grids, 165-166
fitting guides to, 58-59
hanging punctuation, 176-177
Optical Margin Alignment, 176
setting tabs, 182-186
settings, 55-56
specifying, 71
master items, overriding, 66—67, 76—77
master page icons, 57, 59, 66, 68
master page items, 66, 76—77
master page spreads, 58
master pages, 58—69
adding footers, 61-62
adding guides, 58—59
adding pages, 70
applying to document pages, 68—69
creating, 65-66
creating text frames on, 61-62
deleting pages, 70
described, 57
dragging guides from rulers, 59-60
editing, 62
footers, 61-62
multiple, 65-66
objects on, 58, 66, 67, 77, 78
options for, 63
page numbers, 61-62
parent/child, 65, 66, 67—68
placeholder frames for graphics, 64—65
rearranging pages, 70
renaming, 63
working with, 58—69
measurement units, 55, 56
menu bar, 11
menus
context, 27-28, 102, 120
customizing, 21, 22, 154
panel, 21
tools with, 13



metadata
captions, 103—104
eBooks, 368—369, 371
EPUB files, 368-369, 371
viewing, 32-33
Metadata panel, 32-33
Microsoft Excel, 284
Microsoft Word, 38—39
importing tables from, 284
importing text from, 38—39, 147-148
placing text from, 38—39, 147-148
threading text from, 38—39
Mode buttons, 36
monitors
calibration, 193, 198
characterization, 198
color, 211
profiles, 198
second, 41
view quality, 258—-259
viewing color on, 194

N

native files, 266—273
nesting styles, 229-234
New Document dialog box, 56, 138, 218
Next Style menu, 224
Nook, 360
Normal mode, 36, 46, 182
numbers
Arabic numerals, 72-73, 381
fractions, 172—-173
line, 157
page. See page numbers
Roman numerals, 72, 381

(o)

Object Layer Options dialog box, 267
object libraries, 273-276
objects, 82-124
aligning, 89, 118-119
anchored, 213
applying gradients to, 215-217
centering, 118-119

changing opacity of, 305-307
color. See color
copying, 140
deselecting, 44, 48
examples of, 46
grouped. See grouped items
on layers. See layers
managing with libraries, 273-276
on master pages, 58, 66, 67, 77,78
moving, 47
moving between layers, 87
placing and linking, 105-108
reordering in eBooks, 367
rotating, 116-117
scaling, 119
selecting with Direct Selection tool,
92-93, 120
selecting with Selection tool, 86
size, 89
snapping, 89
styles, 40, 48—-49, 234-238
working with, 4648
wrapping text around, 46—47
offset press, 197
opacity
changing in objects, 305-307
settings, 304
text, 312-313
OpenType fonts, 169-172
Optical Margin Alignment, 176
orphans, 129, 130
output. See also exporting items
packaging files, 328-331
PDF proofs, 331-332
preflighting files, 35, 327-328, 330
overprinting, 197
overset cells, 297
overset text, 35, 39, 47, 132-136, 327

P

packaging files, 328—-331
page bleeds, 15

page buttons, 25

Page Down key, 34

page icons, 68—69
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Page Number character, 139

page numbers
adding to master pages, 61-62
Arabic numerals, 72-73, 381

changing numbering scheme, 72-73

customizing, 381
facing pages, 34
jump lines, 138—139
master pages, 61-62
navigating, 16, 34
options for, 57, 380-381
Roman numerals, 72, 381
sections, 57, 72-73
specifying across book, 380
updating, 380
up-to-date, 380, 381

Page tool, 71

Page Up key, 34

pages. See also documents
adding to documents, 70
adding while flowing text, 138
applying masters to, 68—69
blank, 380
centering spreads, 34
custom settings, 55-56
deleting, 70
even/odd, 380
facing, 34, 55, 84, 138
first, 25
fitting in window, 13, 15, 23, 88
Go To Page command, 25
last, 25
margins. See margins
master. See master pages
navigating, 16, 24-26, 34, 36
number of, 55
overriding master page items on,

66—67, 7677

placing text/graphics on, 73-76
positioning graphics on, 73-76
previewing, 334—335, 336
“pushing” with Hand tool, 26
rearranging sequence, 70
recto, 56
size, 55,71
specifying number of, 55, 56

spreads. See spreads
turning, 25
verso, 56
viewing, 15, 33-34
Pages panel
expanding/collapsing, 17-19
turning pages, 25
viewing documents, 33—34
panel menus, 21

panels. See also windows; specific panels

customizing, 19-21
default, 11
docked, 11-19
expanding/collapsing, 17-19, 21
floating, 11, 14, 19, 20, 21
grouping/ungrouping, 19-21
hiding/showing, 18, 78
opening/closing, 17, 18
rearranging, 19-21
removing from dock, 19
resizing, 20
stacking, 20
working with, 17-21, 41
PANTONE colors, 210, 333-334
Pantone Matching System (PMS),
333-334
paper color, 203
Paragraph Composer, 181-182
Paragraph Formatting Controls, 62
paragraph styles. See also styles
applying, 40-41, 90, 225
creating, 223-225
described, 40
embedded, 40
local overrides, 130
mapping to export tags, 363—-365

nesting character styles in, 229-234

text variables, 383
paragraphs

aligning, 175-177

applying rule above, 186—187

density, 181

formatting, 62

indenting, 171, 184, 185-186

line breaks, 90, 130, 181-182

selecting, 90



spacing between, 167-168
styles. See paragraph styles
parent masters, 65, 66, 67—68
parent-child graphics frames, 106—108
Paste and Link feature, 105-108
Paste command, 123
pasteboard, 11, 15, 46, 59, 60, 78
pasting
content into table cells, 291-292
styles, 232
text frames, 123
Pathfinder, 113
paths
clipping, 259-261, 265-266, 271
editing, 281
Photoshop files, 263265
PDF files
considerations, 326
creating PDF proofs, 331-332
exporting InDesign files as, 331-332
form fields, 346—357
interactive, 355
layered, 333
presets, 331
transparency flattener presets, 335
pen icon, 301
Pen tool, 108
Pencil tool, 12
photographs. See images
Photoshop alpha channels, 263-265
Photoshop files
importing, 262—-263, 266—-267
paths, 263-265
Place and Link feature, 105-108
Place command
importing graphics, 74-76, 271-273,
311-312
importing text, 38—-39, 74-76, 147
placing graphics within frames, 98
placing graphics without frames, 99
placing snippets, 67—-68
Place dialog box, 38, 44, 131
placeholders, 63-65
adding for graphics, 64—65
adding for text, 63—64
deleting, 66

form fields, 346-357

master pages, 64—65

selecting, 76
PMS (Pantone Matching System),

333-334

Polygon Frame tool, 113
Polygon tool, 113-114, 122-123
polygons, 113-114, 122123
PostScript files, 335, 337, 341
PostScript fonts, 171
PPD (printer description), 336, 337, 339
PPD fonts, 341
preferences, default, 3
preflight errors, 35, 199, 200, 327, 330
Preflight panel, 35, 199-200, 327, 330
preflight profiles, 35, 199-200, 330
preflighting, 35, 327-328, 330
prerequisites, 1
Presentation mode, 36
presets

color settings, 193

custom page settings, 55-56

described, 55

flattener, 334—335, 339

PDE, 331

print, 340, 343
Preview mode, 36, 121
preview thumbnails, 33, 277
previews

color, 211

documents, 36

Dynamic Preview, 101

effects, 315, 317, 318

graphics, 44

hiding nonprinting elements, 36, 78

images, 272

pages, 334—-335, 336

separations, 333—-334:

spreads, 78

styles, 49, 232, 233, 245

transparency flattener, 334-335
Print button, 350
Print dialog box, 335, 336-341
Printable option, 350
printer description (PPD), 336, 337, 339
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printers Relink button, 255, 257, 258, 273, 327

calibrating, 193 Reset Advanced command, 10
choosing, 336 resolution
downloading fonts to, 341 bitmap images and, 101
presets, 340, 343 considerations, 196

printing for flattening, 334, 335
color, 199-200, 211 graphics/images, 98, 196, 258
fonts and, 339, 341 high vs. low, 196
graphics, 340 printing, 331, 334, 335, 339, 340
Ink Manager, 342-343 resources, 4-5, 28
laser/inkjet proofs, 335, 336—341 RGB color, 211, 339
requirements for, 199-200 RGB graphics, 199, 328, 339
resolution, 331, 334, 335, 339, 340 RGB values, 193

process colors, 211 Roman numerals, 72, 381

production rules. See profiles rotation

profiles graphics, 116-117
default, 35 multiple objects, 119
described, 35 objects, 116-117
importing, 199-200 spreads, 77
preflight, 35, 199-200, 330 rows. See also tables
using, 35, 199-200 adding/deleting, 285

Proof Colors command, 197 borders, 286-287

proofs, printing, 335, 336—341 cell style for, 240-241

.psd files. See Photoshop files colors, 242-243

pull quotes, 169-170, 176 fills, 286—-287

punctuation, 44, 163, 170, 176 header, 290-291

selecting, 285
separators, 283

Q size, 288-289

quality, display, 258-259 tables, 290-291

quality checks, 327 rulers

quotes, pull, 169-170, 176 dragging guides from, 59-60
dragging guides on, 60

R working with tabs, 183-186

rules, 186-187
radio buttons, 350-351 running headers/footers, 382-385
rasterization, 363, 366
Rectangle Frame tool, 64—65, 97, 112,

113 S
Rectangle tool, 64—65 Sample Buttons And Forms panel,
recto pages, 56 350-351, 356
reference point, 354 satin effect, 314
reference point locator, 354 saving documents, 10, 33, 35
Relative To Page Size option, 363, 371 Scale tool, 92
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scaling
constraining proportions, 117
graphics, 45
objects, 119
text, 92
screen modes, 336
scroll bars, 34
Search box, 28
Search menu, 148, 149, 150, 152
search/replace function, 148-151. See
also finding items
sections, 57, 72-73
Select Content button, 120
Selection tool
cropping with, 45, 98
described, 44
displaying context menus, 27
selecting frames, 39
selecting graphics, 46
selecting objects with, 86
selecting text frames, 39, 48
selecting text in threaded frames, 40
selecting text with, 14, 74, 94
switching to/from Direct Selection
tool, 13, 93, 100, 109
working with graphics, 44, 45
zooming with, 24
semi-autoflow feature, 133
separations
color, 211, 333-334, 339, 342-343
previewing, 333-334
shadows, 234, 237, 314, 317-318
shapes
compound, 112-113
frames, 108-110, 112-115
graphics frames, 108-110, 112-115
polygons, 113-114, 122-123
rounded corners, 115
Shift key, 57, 62, 70, 101, 102
shortcuts, tools, 13
signature fields, 349, 356
Single-Line Composer, 181-182
slug area, 36, 336
Slug mode, 36
Smart Dimensions, 89
Smart Guides, 89, 110-111

Smart Spacing, 89
Smart Text Reflow feature, 138
snapping to guides, 60, 62, 89, 91
snippets, 67-68, 275
soft proofing, 197
Sony Reader, 360
spacing
even spacing with Smart Guides, 89
between frames, 100, 102-103
between letters, 179-182
between paragraphs, 167-168
Smart Spacing, 89
vertical, 165-168
between words, 179-182
special characters, 96, 139, 171-173
spelling checker, 151-155, 157
spot colors, 210, 211, 340, 342
spreads
centering, 34, 58, 77
facing-page, 34, 84, 138
fitting in window, 58, 61, 78, 91
rotating, 77
viewing, 78
stories. See also content; text
aligning text, 165-167, 175-177
described, 40
editing text, 156, 157-158
end-of-story character, 171
Find/Change function, 150-151
formatting, 40-41
importing text, 147-148
jump line page numbers, 138—139
placing, 129, 135
spell checking, 151-155
viewing text, 93
Story Editor, 157-159
“straddle head,” 173-174
Stroke/Fill toggle, 202
strokes
adding to text, 178
changing, 47-48
color, 46, 47
dashed, 204—-205
weight, 46, 47
Style menu, 383
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styles, 220—-249. See also formatting

applying, 40-41, 90, 225

based on other styles, 224, 236

cells, 239-241, 292-295

characters. See character styles

copying/pasting, 232

creating, 41-44, 48

embedded, 40

finding/changing formatting,
150-151

globally updating, 245-246

importing, 247-248

line, 231

loading from other documents,
247-248

nesting, 229-234

objects, 40, 48—-49, 234-238

overrides, 245

overview, 40

paragraphs. See paragraph styles

previewing, 49, 232, 233, 245
synchronizing, 389-392
tables, 239, 242244, 292-295
text, 37, 4044

type, 169-173

updating, 224, 238, 239, 245-246

working with, 40—44
Submit button, 354
subsampling, 339, 340
swatches

color, 120-121, 200-202

gradient, 206—208, 214-215

loading, 218

tints, 209, 213-214
Swatches panel, 200-217
sychronizing books, 389-392

T

tab leaders, 182—183

tab order, 353

table columns. See also columns
resizing, 288—-289
selecting, 285
separators, 283

table of contents

books, 392—-395
eBooks, 365

tables, 280-297
adding graphics to, 291-292
cells. See cells
columns. See table columns
converting text to, 283
described, 283
Excel, 284
formatting, 285-289
headers/footers, 290-291
importing, 284
links to, 284
rows. See rows
selecting entire table, 286
selecting text in, 283
styles, 239, 242-244, 292-295
Word, 284

tabs, setting, 182186

text. See also fonts; text frames;

typography; words

adding placeholder frames for, 63—64

adding strokes to, 178
adding to frames, 37-39
aligning. See aligning text
anchoring graphics in, 361-362
autoflow, 134-135
centering, 63—-64, 95-96
changing, 148-149, 151
characters. See characters
color, 212, 390
converting to tables, 283
“copy; 38

copying, 122, 156
deselecting, 41
dragging/dropping, 156
drop caps, 177-179, 231

drop shadows, 234, 237, 314, 317-318

entering, 146—-147

finding/changing, 148-149, 151

finding/changing formatting,
150-151

fitting to frames, 91

flowing. See text flows

formatting. See formatting; styles

glyphs, 169-173, 178, 341



graphics, 73-76

hanging punctuation, 176-177

hidden characters, 36, 95, 182, 268,
362

importing, 38-39, 73-76, 147-148

in InDesign, 37

kerning, 179-180

moving with drag/drop, 156

opacity, 312-313

overset, 35, 39, 47, 132-136, 327

paragraphs. See paragraphs

placing, 73-76

placing into text frames, 38—39,
147-148

pull quotes, 176

replacing, 148-149, 151

scaling, 92

selecting, 14, 37, 40, 74, 94

size, 37

small caps, 150

spacing. See spacing

special characters, 96, 139, 171-173

spell checking, 151-155, 157

stories. See stories

styles. See formatting; styles

threading. See threaded frames;
threading text

tracking, 130-131, 179-180

tracking changes to, 158—-159

transparency, 312-313

typing/styling, 37-38

vertical spacing, 165-168

words. See words

wrapping around graphics, 110-112

wrapping around objects, 46—47

text fields, 349-350
text flows, 126—141. See also threaded

frames
adding pages during, 138
adjusting within frames, 135
automatic, 134—135
into existing frames, 38—39, 129-131
manual, 131-133
with semi-autoflow, 133
Smart Text Reflow feature, 138

text frames, 90-96. See also frames
adding text to, 37-39
adjusting text inset, 95-96
changing number of columns, 94
constraining, 62
converting graphics frames to, 136
copying/pasting, 122-123
creating, 37, 38—-39, 90-92
creating columns with, 131
creating on master page, 61-62

creating with Type tool, 61-62, 64, 90

described, 37
deselecting, 61
eBooks, 368
empty, 136
fitting text to, 91
flowing text in. See text flows
importing text into, 38—39, 73-76
irregular-shaped, 38
options for, 38, 94-95, 95-96
placing text into, 38—39, 147-148
rectangular, 38
removing, 136
reshaping, 92-93, 108-110, 112-115
resizing, 39, 90-92
resizing automatically, 136—137
selecting, 39, 48
specifying inset value, 38
threaded. See threaded frames
vertically aligning text in, 95-96
Text layer, 86, 90, 97
text threads. See threaded frames
text variables, 382—385
text wraps
graphics frames, 269-271
objects, 46—47
threaded frames. See also text flows
adding pages, 138
creating automatically, 135-136
creating columns via, 131
creating within columns, 38—39
described, 38
pre-threading text frames, 135
process for, 38—39
selecting text in, 40
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threading text
automatically, 135-136
manually, 131-133
process for, 38—39
thumbnails, 33, 277
tints, 209, 213-214
titles
chapters, 383
eBooks, 367
tool tips, 13
tools, 11-13
Tools panel, 11-13
tracking, 130-131, 179-180
tracking text changes, 158—-159
Transform panel, 59, 60
transparency, 298—-322
applying to bitmap images, 309-310
Background layers and, 301
effects, 313-321
flattening, 334—335
gradients and, 315-316
Illustrator files, 310-312
settings, 303-307
text, 312-313
vector images, 307-309
transparent backgrounds, 262, 272
Trash Can button, 304
tutorials, 4
Type menu, 383
type styles, 169—-173. See also fonts
Type tool
adding anchored graphics, 362
adding text with, 37
creating text frames, 61-62, 64, 90
displaying context menu, 27
displaying Hand tool, 26
drawing frames with, 61
loading with multiple files, 131
placing content into table cells,
291-292
placing text into text frames, 147-148
selecting rows/columns, 285
selecting text with, 14, 40—-41
text variables, 382-385
typesetters, 44

typography, 162—189. See also fonts; text
changing type style, 169-173
drop caps, 177-179, 231
glyphs, 169-173, 178, 341
hanging punctuation, 176-177
Paragraph Composer, 181-182
Single-Line Composer, 181-182
special characters, 96, 139, 171-173
vertical spacing, 165—-168

U

Undo feature, 155, 202, 289, 319
updates, checking for, 6

Vv

variables, text, 382—385

vector graphics
adding transparency to, 307—-309
vs. bitmap graphics, 253-254

verso pages, 56

view commands, 23

view modes, 36

view quality, 258—-259

View Threshold menu, 166

w

websites
Adobe Authorized Training Centers,
5
Adobe certification program, 5
Adobe Online Forums, 4
InDesign product home page, 5
InDesign training resources, 4—5
windows. See also panels
consolidating, 17
document, 11, 15-17
fitting pages in, 13, 15, 23, 88
fitting spreads in, 91
managing, 16
repositioning, 17
resizing, 16



Windows systems
context menus, 27
Explorer, 256, 262, 278
fonts, 2
InDesign Defaults file, 3
maximizing windows, 15
measurement units, 55
PDF files, 331
viewing files in Explorer, 256, 278
Word. See Microsoft Word
word processors, 38
words. See also text
checking spelling of, 151-155, 157
copying, 156
selecting, 37
spacing, 179-182
work environment, 194
workflows, 7, 194, 200, 339
workspaces, 8—29
advanced, 22
components, 9, 10-17
creating, 22
customizing, 10, 22
default, 22
document window configuration, 10
resetting, 10
switching between, 10
types of, 22

X

XHTML files, 373

z

zoom controls, 22, 23—-24.

Zoom Level box, 22, 23

Zoom Level menu, 23, 26

Zoom tool, 16, 23-24, 86, 90
Zoom tool icon, 23—-24

zooming in/out, 16, 23—-24, 86, 90
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WHERE ARE THE LESSON FILES?

Thank you for purchasing this digital version of:

Adobe InDesign CS6 Classroom in a Book

The print version of this title comes with a disc
of lesson files. As an eBook reader, you have access to
these files by following the steps below:

1. On your PC or Mac, open a web browser and go to this URL:

www.peachpit.com/ebookfiles/0133005879
2. Download the ZIP file (or files) from the web site to your hard drive.

3. Unzip the files and follow the directions for use in the Read Me
included in the download.

Please note that many of our lesson materials can be very
large, especially image and video files. You will be able to
see the size of any file for download once you reach the URL
listed above.

If you are unable to locate the files for this title by following
the steps above, please email ask@peachpit.com and supply
the URL from step one. Our customer service representatives
will assist you as soon as possible.
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the URL to third parties or redistribute the files over a network. You may transfer the files onto a single hard
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You may not reverse engineer, decompile, or disassemble the software or media files. You may not modify or
translate the software or media, or distribute copies of the software or media without the written consent of
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CREATING AN IPAD
PUBLICATION

Lesson Overview

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

Create a new digital publishing document.

Add interactive elements, including hyperlinks, movies,
panoramas, and pan-and-zoom graphics.

Preview interactivity.
Create an alternate layout.

Create and preview a folio.

This lesson will take approximately 60 minutes.



ENJOY.@

Please enjoy our city. This is a sincere invita-
tion we hope you will accept while you're in
town. Allow a few of these homegrown events
to enrich your stay. Learn something new. Rub

Maybe it will inspire you to tell others about
what you've discovered — and to come back.

The digital publishing features in InDesign CS6 let you
create and preview digital magazines, newspapers,
and catalogs that include engaging elements such

as 360-degree object rotation and image panoramas
and can be displayed on a wide variety of tablets.

shoulders with the locals. But mostly, have fun.

Meridien Bicycle
Commuter Festival

From its humble beginnings in the
back of a biker bar, Meridien Bicycle
Commuter Festival has now grown

Meridien’s Outdoor
Film Series

Bring a blanket, grab some cheap
eats, and join us on the closest
green for our year-round Outdoor
Film Series. (Weather permitting!)

into a yearly tradition showcasing
independent films for and about bike
culture. As it is never in the same
place twice, be sure to check out the
website for this year’s location and
schedule.

Semimonthly DIY
Swap Meet

Even though it occurs on a semi-
regular basis, the DIY fair could
pop up on any given weekend, any-
where in Meridien.



Note: If you have
not already copied the
resource files for this
lesson onto your hard
drive from the Adobe
InDesign CS6 Classroom
in a Book CD, do so
now. See “Copying the
Classroom in a Book
files” on page 2.

Note: Afolioisa
collection of digital
publishing articles. It
gets its name from the
folio file extension used
for this type of digital
publishing file.

Getting started

In this lesson, you'll create a new digital publishing document. After you've set up
the new document, you'll open a partially completed version of the publication, add
several interactive elements, and then save and preview a folio that can be trans-
ferred to and viewed on an iPad.

Important: To work on this chapter, you must first download and install the free
DPS Desktop Tools from the Adobe website. To download the Macintosh version,
go to:www.adobe.com/support/downloads/product.jsp?product=182&platform=M
acintosh. To download the Windows version, go to http://www.adobe.com/support/
downloads/product.jsp?product=182&platform=Windows.

1 To ensure that the preference and default settings of your Adobe InDesign CS6
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 page 3.

2 Start InDesign. 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.

3 To see what the finished document looks like, open the 17_End.indd file in the
Lesson_17 folder.

4 Navigate through the pages of the finished document to view the cover page and
the four pages that follow.

Meridien Bicycle
Commuter Festival

mble beginnings in the

5 Close the 17_End.indd file after you have finished examining it, or you can leave
this document open for reference.
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Creating a new digital publication

Because digital publications are viewed on tablet devices (an iPad in the case of the
sample document you’ll work on in this lesson) and can include interactive ele-
ments, such as slideshows and pan-and-zoom graphics, that can’t be included in
print documents, creating a digital publishing document is slightly different from
creating a print document. That said, all of the typographic and page-layout features
covered in this book are available and work the same when creating digital publica-
tions. To begin, you'll create a new digital publishing document.

1 Choose File > New > Document.

2 Inthe New Document dialog box, choose Digital Publishing from the Intent Note: Setting a
menu and iPad from the Page Size menu. Also specify the following: document’s Intent
to Digital Publishing
e Inthe Number of Pages box, type 5 and deselect Primary Text Frame. Leave (or Web) disables the
all other settings unchanged and click OK. Facing Pages option,
sets the default
New Document page orientation

to Landscape, and

Document Preset: | [Custom] I ] ( oK 3 .
— — = changes the unit of
Intent: | Digital Publishing v ] ( Cancel 3y .
= : —_— measurement to plxels.
Number of Pages: 5 [! Facing Pages = =
Start Page #: 1 [ Primary Text Frame \M'
e = (" More Options )
—Page Size: | iPad ¥ 1
Width: {1024 px Orientation: | ]
Height: < 768 px
Columns
(Numbel: =1 Gutter: = 12 px |
- Margins
Top: 6 px Left: = 36 px

Bottom: = 36 px @ Right: <36 px

3 Choose Window > Workspace > Digital Publishing. This optimizes the panel
arrangement for the work you'll be doing in this lesson and provides quick access
to several of the controls you'll use.

4 Choose File > Save As, name the file 17_Setup.indd, navigate to the Lesson_17
folder, and click Save.

Adding interactive elements

Interactive elements in a digital publication include such things as slideshows of
multiple images, hyperlinks, graphics that a viewer can pan and zoom, and movies
and sounds. Much as you can modify a graphics frame by adding a stroke, a special
effect like a drop shadow, or rotation, you can control the appearance and function
of interactive elements.
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Rather than creating the entire digital publication from scratch, you'll continue this
lesson by opening a partially completed version of the publication and adding the
finishing touches by creating several interactive elements.

Creating a hyperlink

Hyperlinks let viewers jump to other locations in a document, as well as to other
documents or to websites. A hyperlink includes a source (text, a text frame, or a
graphics frame) and a destination, which is the URL, file, email address, page text
anchor, or shared destination to which the hyperlink jumps. Next, you'll create a
hyperlink to a website using an empty graphics frame.

1 Choose File > Open, and then open the 17_iPadGuidePartial in the Lesson_17
folder.

2 Choose File > Save As, name the file 17_iPadGuide.indd, and save it in the
Lesson_17 folder.

w

Select the Rectangle Frame tool (&), and then drag a rectangle over the “D.LY.
MEET” logo on page 1.

4 Choose Window > Interactive > Hyperlinks, or click the Hyperlinks tab in the
stack of docked panels on the right side of the screen.

5 Choose New Hyperlink from the Hyperlinks panel menu.

=)}

Select URL from the Link To menu, and type a URL in the URL field (the
sample document uses http://www.bikeworks.org). Deselect Shared Hyperlink

Note: The Folio Destination. Under Appearance, leave Invisible Rectangle and None selected.
Overlays panel lets

you add interactivity Click OK.

to InDesign layouts New Hyparlink

designed for viewing

on tablet devices, LnkTo: [URL %)
such as the iPad. This B et . ( Cancel )
interactivity can include URL: http://www.bikeworks.org

pan-and-zoom graphics,

slide shows, video, [_I Shared Hyperlink Destination

audio, and more.

— Character Style

Style
— Appearance
Type: | Invisible Rectangle | %
Highlight: | None i Width: | Thin
Color: | M Black - Style: | Solid

7 Choose Window > Folio Overlays or click the Folio Overlays tab in the stack of
docked panels on the right side of the screen to open the Folio Overlays panel.
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8 In the Folio Overlays panel, make sure that Open In Folio is selected. When a
viewer taps the hyperlink area defined by the frame, the web page is displayed

within an in-app viewer rather than switching to a browser. Note: The Folio

9 Choose File > Save. Overlays panel lets you
change the behavior
of a hyperlink. If you

Addlng a movie choose Open In Folio,
the specified web page
Adding a movie to a digital publishing document is similar to adding a photo or opens without leaving
illustration to a print document. Next, you'll import a movie into the document and the digital publication.
use the Media panel to choose a graphic to use as the poster image for the movie. If you choose Open

i . In Device Browser,
Then you'll use the Folio Overlay panel to control how the movie plays. the web page opens
in a separate web

1 Use the Selection tool () to select the empty rectangular graphics frame in the I
browser application on

upper-right corner of page 1. the tablet device, for

2 Choose File > Place and select the Cycling.mp4 video file in the Links folder ﬁ;( : drT]ple in Safari on an
in the Lesson_17 folder. Make sure Replace Selected Item is selected Replace
Selected Item in the Place dialog box, and then click Open.

3 Choose Window > Interactive > Media, or click the Media tab in the stack of
docked panels on the right side of the screen.

4 From the Poster pop-up menu in the Media panel, choose Choose Image. Select Note: A poster
Cyclist.jpg in the Links folder in the Lesson_17 folder, and then click Open. image is the static

image that’s displayed
within the frame that
contains the placed
video when the video is
not playing.

Meridien Biqr:le into a yearly tradition showcasing ‘5
K o ndependent films for and about bike - |
Commuter Festival ! uiure aainis never in the same ® oam

5 With the movie object still selected, make sure that Auto Play and Play Full
Screen are not selected in the Folio Overlays panel and that Tap To View
Controller is selected.
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i

% Folio Overlays !

4 Audio & Video

4
[

Video:

I:‘ Auto Play

[ Play Full Screen

E Tap to View Controller

Preview | Reset |

6 Choose File > Save.

Creating a slideshow

A slideshow is a sequence of images displayed one at a time as a viewer taps
Previous and Next buttons. The sample document for this lesson already includes
the graphics you need to create an interactive slideshow. You'll arrange these graph-
ics in a stack, convert them into a multi-state object, and then create buttons that
enable a viewer to navigate through the slides.

1

Use the Pages panel (Window > Pages) to navigate to page 2, or press Ctrl+]
(Windows) or Command+] (Mac OS), enter 2 in the Page box, and then click
OK.

Select the Selection tool (k), and then select the frontmost of the seven
overlapping graphics frames.

Press Shift, and then select each of the other six overlapping graphics frames.
Release the Shift key after you've selected all seven frames.

Click the Align Left Edges button (l2) in the Control panel, and then click the
Align Top Edges button (T7).

With the graphics frames still selected, choose Window > Interactive > Object
States or click the Object States tab in the stack of docked panels on the right
side of the screen to display the Object States panel, and then click the Convert
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Selection To Multi-State Object button. If necessary, lengthen the panel to
display the names of all objects.

[

AEOEAE:

r,

Bottom: Graphics frames combined into a multi-state object. Each image appears as a separate state
in the Object States panel.

6 Inthe Object States panel, enter Sea Slugs in the Object Name box, and then

press Enter or Return.

Now that you've created a multi-state object, you need to provide a way to let

viewers scroll through the images.
7 Use the Selection tool to select the red arrow in the lower-left corner of the page.

8 Choose Window > Interactive > Buttons And Forms or click the Buttons And
Forms tab in the stack of docked panels on the right side of the screen to display
the Buttons And Forms panel.

9 In the Buttons And Forms panel, click Convert To Button at the bottom of the
panel, and then enter Previous in the Name box.

10 Click the Add New Action For Selected Event (%) button next to Actions, and
choose Go To Previous State from the menu.
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Tip: In addition
to creating Previous
and Next buttons to
navigate through the
images in a multi-state
object, you can use the
Folio Overlays panel to
configure a multi-state
object so that a viewer
can tap the image to
automatically play the
slideshow.
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£ Buttons and Forms. =
Tyee: [ Bumton =]

s

W CoTo Previous State (Sez Slugs)
Object: [ Sea Siugs \'ﬂ
[0 Stop at First State

Appearance

- G

| [Raliover]
& [Click]
) Hidden Until Triggered
¥ POF Options

Description:

# Printable
23] 89

Now you'll cause the button’s appearance to change slightly when a viewer taps

it.

11 With the red arrow still selected, click [Click] in the Appearance area of the
Buttons And Forms panel, and then click the Drop Shadow button () in the

Control panel.

12 Repeat steps 7—11 to select the red arrow on the right, convert it to a button,
name it “Next,” apply the Go To Next State action (instead of the Go To Previous
State action, as you did in step 10), and give its [Click] appearance a drop

shadow.

Viewers can tap the arrow buttons to move from image to image, but you can
also configure the multi-state object so that viewers can swipe the images to

advance through slides.

13 Use the Selection tool to select the multi-state object you created earlier. In the
Folio Overlays panel, select Swipe To Change Image.

14 Choose File > Save.

Creating a panorama

A panorama is a graphic that provides a 360-degree view of a scene. A panorama
requires six images, with each image representing a side within a cube. A viewer of a
panorama can swipe the image in any direction to get a complete view of a scene.

1 Use the Pages panel (Window > Pages) to navigate to page 3, or press Ctrl+]
(Windows) or Command+] (Mac OS), enter 3 in the Page box, and then click

OK.
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2 Use the Selection tool (&) to select the empty graphics frame on the left side of
the page.

3 In the Folio Overlays panel, select Panorama.

4 Click the Select Panorama Assets Folder button (), and then select the
CourtyardPano folder in the Links folder in the Lesson_17 folder. Click Open.

The placeholder rectangle has assumed the dimensions of the panorama images,

but you need to make the click area smaller to fit it on the page.

(7] L Firnt g B Pt

[

I b
Ex1 EHe]

| Lt varts Pan

] it Hosinaccal Pom

Preview | Reset

5 In the Control panel, make sure the upper-left square is selected in the Reference
Point Locator at the left end of the panel, enter 40% in the Scale X Percentage or

Scale Y Percentage box, and then press Enter or Return. Because the Constrain
Proportions When Scaling button is selected for the Scale X Percentage and

Scale Y Percentage boxes, changing either value automatically changes the other.

‘: o ]
) EHee ]

FEIEE

5168667 px | H: - 1024 px

6 Choose File > Save.

- 135 px W 51024 px [
4
e

A & 2ol e
1 o0 ﬁJ

Creating a pan-and-zoom graphic

You can display a portion of a graphic within a rectangular graphics frame and
then configure the frame to allow a viewer to pan and zoom the image within the
rectangle.

1 Use the Pages panel (Window > Pages) to navigate to page 4, or press Ctrl+]
(Windows) or Command+] (Mac OS), enter 4 in the Page box, and then click
OK.

Tip: For best results
when creating pan and
zoom images, use JPEG
files. Make sure that the
image has the exact
dimensions you want
to use. For example, if
you want viewers to be
able to pan a 1024- by
1024-pixel image within
a 200- by 200-pixel view
area, create a 1024- by
1024-pixel image.

ADOBE INDESIGN CS6 CLASSROOM IN A BOOK 11



Tip: To remove Pan
& Zoom or Pan Only
from a graphics frame,
select the frame and
then click Clear Overlay
From Selected Page
Item (i) at the bottom
of the Folio Overlays
panel.

2 Use the Selection tool to select the empty graphics frame on the left side of the
page.
3 Choose File > Place.

4 In the Place dialog box, select the Park.jpg graphic in the Links folder in the
Lesson_17 folder, select Replace Selected Item, and then click Open.

5 Move the pointer within the content grabber in the middle of the graphic, and
then click to select the graphic. Notice that the graphic’s left and bottom edges
are outside the frame edge, which will allow a user to pan horizontally and
vertically.

6 Double-click within the graphics frame to select the frame instead of the graphic.

7 In the Folio Overlays panel, click Pan & Zoom, and then select the Pan & Zoom
button.

}

& Folio Overtars on| 4
4 Pan & Zoom @

[

Q) Par iy ]

(Z) Pan & B . 4

&

8 Choose File > Save.

Creating a scrollable text frame

In addition to creating pan-and-zoom graphics, you can create scrollable frames
that viewers can swipe to view additional content. For example, say you created a list
of upcoming events that’s too long to fit into its allotted space. Rather than continu-
ing the list on another page and forcing the viewer to navigate through the docu-
ment, you can create a scrollable frame that a viewer can swipe to see the additional
text.

The sample document already contains the two objects you need to create a scrol-
lable text frame—an empty graphics frame that will function as a container frame
and a text frame.
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1 Use the Selection tool to select the text frame on the pasteboard outside the right

edge of the page.
2 Choose Edit > Cut.
3 Select the empty graphics frame in the upper-right corner of the page.

4 Choose Edit > Paste Into to place the text frame into the graphics frame. The
Paste Into command aligns the center of the two frames; however, to create a
scrollable frame, you need to align the upper-left corners of the frames.

5 Select the Direct Selection tool (}), and then move the pointer within the text
frame. Notice that the top and bottom edges of the text frame are outside the
container frame, while the left and right edges are inside.

6 Drag the text frame down and to the left until the upper-left corners of the two
frames are aligned. Notice the thin vertical strip of the container frame outside
the right edge of the text frame. This area will allow a viewer to swipe the text
without obstructing the view.

® Autumn in the Parks:

Upcoming Special Events
Autumn Apple Festival. You don't even
have tolike apples to fall tradi-
tion. Lots of games, prizes, and fun for the

ning of lunar lunacy.
Oktoberfest. This annual event for
three-day party,

£ood 2.1 oo

7 Use the Selection tool to select the container frame, and then click Scrollable
Frame in the Folio Overlays panel.

8 Choose Vertical from the Scroll Direction menu.

Tip: For best results,
make the width of the
container frame slightly
wider than the content
frame to allow space for
swiping along the right
edge of the container
frame. The content
frame should not
include overset text.

Tip: If you position
the text frame over the
empty graphics frame
so that the upper-left
corners of the frames
are aligned before you
choose Edit > Cut, the
Paste Into command
will remember the text
frame position so you
don't need to reposition
it after you choose
Paste Into.
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Scroll Direction;
Vertical -

Scroll Indicators
[] Hide
Initial Content Position:

() Upper Left
O Use Document Position

Preview | Reset |

9 Choose File > Save.

Creating a web content overlay

The web content overlay lets you display a web page within a view area. Viewers can
see the web page content in the view area rather than switching to a browser, as can
be the case with URL-based hyperlink overlays. (The hyperlink you created earlier in
this chapter was configured to open within an in-app viewer rather than a browser.)

When you create a web content overlay, you can specify a URL or a local HTML file.
If you choose a local HTML file, make sure that the .html file and all its associated
files and folders, such as images and scripts, are stored in the same folder.

1 Use the Pages panel (Window > Pages) to navigate to page 5, or press Ctrl+]
(Windows) or Command+] (Mac OS), enter 5 in the Page box, and then click
OK.

2 Use the Selection tool to select the large graphics frame that contains the bicycle
graphic.

3 Choose Web Content in the Folio Overlays panel.

4 Type a URL in the URL Or File box (the sample document uses
http://www.bicyclinginfo.org), and then select Auto Play and enter 5 in the Delay

box to automatically display the specified web page 5 seconds after a viewer
opens the page. Leave the other settings unchanged.
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5 Choose File > Save.

Previewing and testing overlays

The interactive elements that you create using the Folio Overlays panel cannot be
previewed in InDesign. That is, you can see them and modify them, but you can’t
interact with them as an iPad viewer can. Instead, you can preview and test inter-
activity using the Adobe Content Viewer application. Next, you'll preview the page
you just worked on and, optionally, test some of the interactive elements you've
created.

1 Click Preview in the lower-left corner of the Folio Overlays panel. If it’s installed
on your computer, Adobe Content Viewer opens and displays the page that’s
currently displayed in InDesign. Because Allow User Interaction was selected
for the web content overlay you created, the hyperlinks on the web page are
functional, and you can click them to navigate to other web pages.

2 While you're in Adobe Content Viewer, you can navigate to the other pages
in the publication by dragging. For example, drag page 5 downward to display
page 4. If you want, you can test the other interactive elements that you created
earlier in this lesson.

3 When you've finished previewing the publication, quit Adobe Content Viewer
and return to InDesign.

Creating an alternate layout and
applying liquid layout rules

Tablet devices can display pages in either portrait or landscape orientation. To take
advantage of this capability, a new feature in InDesign CS6 lets you create alternate
layouts within the same InDesign document.

The Alternate Layout feature duplicates the content of the existing layout, placing it
on new pages with an alternate page size. The ability to include both the portrait and

ADOBE INDESIGN CS6 CLASSROOM IN A BOOK

15



Tip: In addition to
assigning global liquid
layout rules when you
create an alternate
layout, you can assign
any of the four liquid
layout rules—Re-center,
Scale, Object based,
or Guide-based—to
individual pages, and
you can assign object-
based constraints to
individual objects. For
example, you can “pin”
an object to the edge of
a page.

landscape layouts for a tablet application in one InDesign document simplifies the
task of designing for tablets and helps ensure that text, linked images, and interac-
tivity are consistent across multiple layouts. Alternate layouts are intended to make
the design process faster, but most layouts still require human judgment and manual
adjustments.

Next, you'll create an alternate vertical layout and assign a liquid page rule to
determine how the objects on a page are adapted in the alternate layout. You'll then
modify the layout of one of the pages in the alternate layout to accommodate the
change in orientation.

1 Use the Pages panel (Window > Pages) to navigate to page 2, or press Ctrl+]
(Windows) or Command+] (Mac OS), enter 2 in the Page box, and then click
OK.

2 If the Pages panel is not open, choose Window > Pages or click the Pages tab to
open it.

3 Choose Create Alternate Layout from the Pages panel menu.

4 In the Create Alternate Layout dialog box, choose Re-center from the Liquid
Page Rule menu. Leave all other settings unchanged. Notice that the new layout

is assigned the name iPad V (a portrait orientation) and that iPad H, the layout
you've been working on, is the source. Click OK to close the dialog box.

Create Alternate Layout
Name: iPad V
From Source Pages: iPad H B
—Page Size: | 1024 x 768 3] ——
Width: =768 px Orientation: [[g] &

Height: = 1024 px
— Options

Liquid Page Rule: | Re-center s

@ Link Stories

M Copy Text Styles to New Style Group
EI Smart Text Reflow

( Cancel 0K )

5 Notice how the pages of the new layout are displayed in the panel. If necessary,
drag the horizontal bar that separates the master page icons from the document
page icons so that you can see the B-Master iPad V master page icon. This
master page was generated when you created an alternate layout.

You need to make a modification to the B-Master iPad V master page, after
which you'll modify page 2 in the alternate layout by adjusting the position of the
objects on the page.
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A-Master
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6 Double-click the B-Master iPad V master page icon in the Pages panel to display
it, and then choose View > Fit Page In Window.

7 Use the Selection tool (k) to resize the green frame so that its edges align with
the edges of the page.

8 Double-click page 2 of the iPad V layout in the Pages panel to display it. Notice
that the page contains all of the objects in the source layout and that the objects
are unchanged.

9 Use the Selection tool to reposition the objects on the page so that they resemble
the following image. The text frame with the “Sea Slugs ..” headline is the only
object that requires resizing.
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When you click OK, the Folio Builder panel opens at the Articles level. An article
contains the pages you created in InDesign.

New Local Folio

Folio Name:

City Guide

Size:

1024 x 768 v

Width: Height:

1024 XS 768

Orientation:

Default Format:

| Automatic - |

Default JPEG Quality:
[High v]

Cancel | OK |

Click the Add button at the bottom of the Folio Builder panel to add the current
document.

In the New Article dialog box, enter Guide in the Article Name field. Leave all
other settings unchanged, and then click OK to close the dialog box.

Mew Article

Article Name:

Guide

Default Format:

|Aummanc v |
JPEG Quality:

|High v |
Portrait Layout:

|iPad v v |

Landscape Layout

|iPadH v|

[] Horizontal Swipe Only

Cancel | oK |

To preview the document, click the Preview button at the bottom of the
Folio Builder panel and choose Preview on Desktop.. The document opens in
landscape view in Adobe Content Viewer. You can use the Up Arrow and Down
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Arrow keys to navigate between pages, and you can test all of the interactive
elements as you did earlier. Choose View > Portrait to display the vertical layout.
When you've finished previewing the document, quit Adobe Content Viewer
and return to InDesign.

8 Choose File > Save.

Congratulations! You've created an iPad publication with interactivity and horizon-
tal and vertical layouts.

Adobe Digital Publishing Suite

Adobe Digital Publishing Suite is a complete solution for individual designers,
traditional media publishers, ad agencies, and companies of all sizes that want to
create, distribute, monetize, and optimize engaging content and publications for
tablet devices.

e Enterprise Edition offers a customizable solution for enterprise publishers,
global corporations, and worldwide ad agencies that want to transform their
digital business through lucrative new revenue streams, deeper customer
relationships, and cost-efficient tablet publishing.

e Professional Edition is the off-the-shelf tablet digital publishing software
solution for midsize traditional media companies, business publishers, and
membership organizations. Rapidly create highly designed, immersive content
and publish it across leading marketplaces and devices to drive growth through
digital publishing.

e Single Edition provides small to midsize design studios and freelance designers
an intuitive and affordable way to deliver iPad apps such as brochures,
portfolios, and highly visual books without writing code or relying on
developers. Use familiar Adobe InDesign CS6 skills to explore your creativity and
develop content that inspires and engages.

For more information about the Adobe Digital Publishing Suite family, go to
www.adobe.com/products/digital-publishing-suite-family.html.

For information about creating commercial publications for tablets, as well as
resources for developers, go to the Digital Publishing Suite Developer Center at
www.adobe.com/devnet/digitalpublishingsuite.html.

Exploring on your own

For extra practice, you can create additional alternate layouts and experiment with
the liquid layout rules that you didn'’t use earlier in the lesson.

1 Ifit’s not still open, open the 17_iPadGuide.indd document that you worked on
earlier in this lesson and navigate to page 1 of the iPad H layout. Choose View >
Fit Page In Window.

2 Choose Create Alternate Layout from the Pages panel menu.
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In the Create Alternate Layout dialog box, enter iPad V#2 in the Name field,
choose Scale from the Liquid Page Rule menu, and then click OK.

Enlarge the Pages panel so that you can see all of the page icons for the three
layouts in the document. Double-click page 1 of the iPad V #2 layout to display
it, and then choose Window > Arrange > Split Window.

Double-click page 1 of the iPad V layout to display it in the left window.

Notice the differences between the page on the left—the iPad V layout, which
was created using the Re-center liquid layout rule—and the page on the right,
which was created using the Scale rule. All of the objects in the iPad V layout
retained their original size in the alternate layout, while all of the objects in
the iPad V #2 layout were scaled down so that the entire page fits within the
dimensions of the alternate layout.

Choose Window > Arrange > Unsplit Window.

In the Pages panel, double-click page 1 of the iPad H layout to display it. Create
another alternate layout and name it iPad V #3, but this time choose Guide-
based from the Liquid Layout Rule menu in the Create Alternate Layout dialog
box. Compare pages across the three alternate layouts to see how the liquid
layout rule you chose affected the resulting layouts.

Create another alternate layout and name it iPad V #4, and choose Object-based
from the Liquid Layout Rule menu. Again, compare pages across the alternate
layouts to see how the liquid layout rules affect the resulting layouts.

Close the document without saving changes.

The only type of overlay you didn't create in this lesson is an image sequence. An

image sequence is similar to a multistate object in that it allows a viewer to see

a series of images. When you create an image sequence, you can configure the

sequence to play when the user swipes the image or to play automatically when the

viewer taps the image.

1

Create a new document. In the New Document dialog box, select Digital
Publishing from the Intent menu and leave all other settings unchanged.

Use the Rectangle Frame tool (&) to create a placeholder frame for the image
sequence anywhere on the page. Any size frame will work for the placeholder.

In the Folio Overlays panel, click Image Sequence.

Tip: When deciding
on liquid layout rules,
Scale works best when
you're adapting a page
for a layout that has the
same aspect ratio and
orientation. Re-center
is appropriate when
you're repurposing
content for a similar
device and orientation
with a larger size.
Guide-based is useful
for simpler pages that
include mostly text
and a few images.
Object-based lets you
customize the way each
object will be adjusted
for the new page.
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Preview | Reset |

4 Click the folder button next to Load Images, and then locate and select the folder
named Mug_3D in the Links folder within the Lesson_17 folder.

5 Click the Preview button at the bottom of the Folio Overlays panel to view the
file in Adobe Content Viewer. (In Adobe Content Viewer, drag horizontally in
either direction to play the sequence.)

6 Return to InDesign and change some of the settings in the Folio Overlay panel.
For example, select Auto Play. Then preview the page again. Continue to
experiment with other controls.

7 When you're finished experimenting, close the document without saving
changes.
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Review questions

1

If you intend to create a publication for an iPad or other tablet device, what Intent must

you choose in the New Document dialog box?

What panel contains the controls required to create interactive elements such as
hyperlinks, slideshows, and panoramas for iPad publications?

How can you preview interactivity that you've added to an iPad publication?

If you specified a horizontal layout (landscape orientation) when you first created an
iPad publication, what must you do if you want to allow viewers to see vertical page
layouts, as well?

What panel do you use to create a .folio file that can be viewed on an iPad?

Review answers

Choose Digital Publishing from the Intent menu in the New Document dialog box if
you want to create publication for an iPad or other tablet device.

The Folio Overlays panel lets you create interactive elements for iPad publications.

To preview interactivity, click the Preview button at the bottom of the Folio Overlays
panel. InDesign generates a .folio file and opens it automatically in Adobe Content
Viewer.

To allow viewers to see both landscape and portrait versions of pages, you must create
an alternate layout with a vertical orientation.

The Folio Builder panel lets you create .folio files.
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