CHAPTER 1

Adobe InDesign CS6

INDESIGN BASICS
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Before racing off to create a new document, it is wise to take some
time out to study the InDesign document window and the features
available in the software. By developing an understanding of the
workspace you should be able to create documents more quickly
and effectively.

In this session you will:

learn how to start Adobe InDesign CS6
learn how to open an existing document
gain an understanding of the InDesign workspace

gain an understanding of the features of the InDesign
workspace

gain an understanding of panels

learn how to display and hide panels

learn how to float and dock panels

learn how to select a different workspace

learn how to save a workspace

learn how to navigate a document

learn how to zoom in to and out of a document
learn how to use keyboard shortcuts

learn how to use a shortcut menu

learn how to save and close a document.
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Adobe InDesign CS6

STARTING ADOBE INDESIGN CS6

Adobe InDesign CS6 is an application program an existing document that was created in InDesign.
that can be started in Microsoft Windows by In this exercise we will show you how to open
selecting it from the Start menu, by double- InDesign from the menu.

clicking on an icon on the desktop, or by opening

Try This Yourself:

Before starting this exercise

c
(]
§'E you MUST ensure that
WlndOWS ha.S Started e Open a Recent Item Create New
. . £ Open... Ao t
o Click on the Windows Start o B oo
button, located in the A vibray
bottom left corner of the
screen, to display the Start Community
menu &8 InDesign Exchange »
) @ InDesign User Group »
e Click on All Programs to & nDesign Partners »
display the menu, then JOB SDesign sy bisx
select Adobe InDesign < —
CSG to |aunCh the \j Getting Started » Get the most out of InDesign €56
appllcatlon \_J New Features » iz.n;gw'r;: 'ﬁ.aérliechn'aues and more at
J Resources » obe D Genles
Your Start menu may vary . . —
|_| Don't show again

to the one described here.
For instance, InDesign may e

have been installed with a The screen above shows how the Start panel would
suite of other Adobe look after starting a brand new install of InDesign. If the
products such as InDesign on your computer has been used previously to
Photoshop, Acrobat, etc... create documents recent documents that have been

o saved will appear in the Open a Recent Item section at
After InDesign is loaded, a the left of the panel.

panel will be displayed.
From here you can select

from a range of options for Note for Mac Users:
opening a document, The main way to start Adobe InDesign CS6 on a Mac is to either
including recent ones select it on the Dock at the bottom of the screen, or to access it
you’ve been working on. through the Launchpad (which can be found on the Dock).
For now, we’ll just open You can also start it through Finder or use the Search icon on
InDesign without a the menu bar but these ways are more tedious.
document...

e Click on Close [& to close
the panel

An empty document
window will now be
displayed

For Your Reference... Handy to Know...
To start Adobe InDesign CS6 in Windows: ¢ In Microsoft Windows you can pin an
1. Click on the Windows Start button application to the first page of the Start

menu. Simply right-click on the application in

2. Select All Programs_ All Programs and click on Pin To Start
3. Select Adobe InDesign CS6 Menu.
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Adobe InDesign CS6

OPENING AN EXISTING DOCUMENT

Documents can be opened in Adobe InDesign in
several ways. You can open them from within

InDesign itself, or launch InDesign by opening an
InDesign document from Windows Explorer. You

would most likely open an existing document so

that you can review or modify it. In this case we will
open an existing document so that we can use it to
demonstrate the InDesign workspace features.

r
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Y

Try This Yourself:

Look in

@

Recent Places

Desktop

Before starting this
exercise you MUST
ensure that InDesign
has started...

Open
File

Libraries

L

Computer

Select File > Open to
display the Open a File
dialog box

Network

Click on the drop arrow
E] for Look in, click on
(C:), then double-click
on Course Files for
Adobe InDesign CS6 to
open the folder

Open As
@ Normal

(@) Original
) Copy

- @F o
Date modified
28/02/2011 8:50 PM

28/02/2011 8:50 PM
1/03/2011 10:18 AM

J. Course Files for Adobe InDesign CS6

-~

Name

'anSl InDesign Basics_l.indd
anSl InDesign Basics_2.indd
Pl r152 Tools_1.indd

Size
2,540 KB
4,376 KB
2,636 KB

Type
InDesign Document
InDesign Document

InDesign Document

File name -

Files of type:

1

[ Feadable Fies -]

Your dialog box will ¢
show many more files 0
than appear here. We

have reduced the

Id File Edit Layout Type Object Table View Window Help sae% v | v

e @ Essentials -

number here to avoid

9 v [

i

3@
J e

n
a

s e - @as @@
- | @ [100% »

e ai—m i —]

clutter...

*N151InDesign Basics_Lindd @ 54% [Converted] X
= 1o T I

@l
T

Click on N151 InDesign
Basics_1l.indd, then
click on [Open]

I
=

This document was
created from one of the
standard templates in
InDesign. Don'’t worry if
you can’t read it — the
placeholder text is in
Latin!

@@ LGN EE [ BRADN S E

Click on Maximise \El,
if necessary, to make
the best use of the

. s it

e Ipsum -
psum volorem qui tatem vercip ero B o

Velismolobore feu BB swatcres

TN B @ees - ¢ i

available space

For Your Reference...
To open an existing document:
1. Select File > Open
2. Change the Look in folder as required
3. Click on the document to open
4. Click on [Open]

Handy to Know...

e The shortcut key to display the Open a File
dialog box is [cti] + [© ] in Microsoft
Windows, or [& %]+ [© ] on a Mac.
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Adobe InDesign CS6

THE INDESIGN WORKSPACE

In Adobe jargon the InDesign screen is referred which allows you to change settings, a panel which
to as a workspace because it is here that you lay contains things such as palettes and document
out and work on your document. It consists of layouts, a pasteboard, and of course, the page or
many areas such as a menu bar, a control panel pages of a document.

Document tab showing open documents and their
respective size as a percentage

Ruler Panel dock
Menu bar Control panel
Id Fie | Eat layout [ype Object Table View Window Help * % v | Py Ey Ev Essentials i X
— x [Eemm ] w [ vJem 4 B I+ SRS T o
R e R | B laslPliald = - il
F N151 InDesign Basics_L.ir
-] |
T
=] 71
2 2
T.|
yan - :
2[4 psum volorem qui tatem vercip ero e —
< Swatches
‘; s Velismolobore feu
A 3
m| ]
> |31
[
[ 3]
= ]
=
VA
a [
Q
= H
i
@T
m; £ :
E ad tet, quis doloree (b entvelis aliquipit dofam
2 T S ey e
BE| mn-'m n:pﬂv:nl:‘m- aibh entise —
g ‘ndipts dalor Wiquisl ulkptat Te factl eat ieif ‘nostrd et ugatt aut L ad dolore engsa-
3 P o ‘nit dohuptat eutsl utat vis dolut veros ectern| tionsed dolocern valortisl fprustrud tem)
85| spsum i pi. rzdnmn:&km
B T | ————T o
|2 ._q-mm?m’mdnmvdmmmm i ex eiae eu feulp et bons mugait In eulp eu facil e.
| f
TR} ~ b N (3 @MNoeros ~ ¢ i | L |
Tools panel Document Pasteboard |
Vertical scroll
. Horizontal
Page controls and Preflight scroll bar bar

indicator

DUIIJMA /Fyoud like to see what is new in Adobe InDesign CS6 select Window >
Workspace > New in CS6 on the menu bar at the top of the screen.
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Adobe InDesign CS6

UNDERSTANDING THE INDESIGN WORKSPACE

The InDesign workspace is made up of many describes some of the features found in the
features, commands and controls that can be InDesign workspace as shown on the previous
used to create a document, and create and page.

manipulate the contents. The table below

Feature

Document tab

[showing the document
name @ current zoom]

Menu bar

Control panel

Rulers

Panel dock

Tools panel

Pasteboard

Page controls and
Preflight indicator

Document

Horizontal scroll bar

Vertical scroll bar

Description

The Title bar appears at the top of the window. It displays the name of the
application, Adobe InDesign CS6, followed by the name of the document. It also
shows the percentage zoom at which the document is currently being viewed. This
is important because documents in InDesign can vary enormously in size, unlike
word processors where the page is most often A4. The zoom percentage tells you
at a glance how close the display is to 100% or actual size.

The Menu bar provides a series of options from which you can select commands.
Above the menu bar are a series of buttons which enable you to quickly adjust the
view of the workspace and/or the document, without having to locate the same
options in the menu bar.

The Control panel displays a series of controls that can be used to modify the
contents and objects in a document. The controls on the Control panel vary
depending on the tool currently selected in the Tools panel. For example, if the
Type tool is selected, the Character Formatting Tools or the Paragraph
Formatting Tools will be displayed in the Control panel.

The horizontal and vertical rulers show the size and position of objects on the
page. They can be used to create ruler guides and to help with the placement of
objects.

The Panel dock is an area where the available panels can be stored on the
screen, making them easily accessible. By default, the panel dock is displayed as
titled icons, but can be expanded to display the options available in each active
panel. Individual panels or groups of panels can be pulled from the dock and made
to float in the document window.

The Tools panel holds all of the selection, drawing and control tools that you need
to work with objects in your document. By default, it appears on the left side of the
document window.

The Pasteboard is an area outside the page on which you can place objects or
text that you may want to use in the document but which you haven’t yet
positioned.

The Page controls show the page number of the currently displayed page and
provide buttons to move to the next, previous, first and last spread — a spread is a
collection of pages that are shown at the same time, for example, a two-page
spread. You can also type a specific page number in the Page Number box and
press @ to go directly to that page.

Within the Page controls, the Error button enables you to see at a glance if there
are any problems with your document. For instance, if a story is not placed entirely
in a text frame, or if a graphic extends off the edge of a page, the Error button will
display a red button @,

The Document is displayed in the InDesign workspace and is the area which will
appear when printed. Objects and text are placed on the page to create the
document.

The Horizontal scroll bar is used to move left and right across the document
window to view different parts of the document.

The Vertical scroll bar is used to move up and down the document window to
view different parts of the document.
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Adobe InDesign CS6

UNDERSTANDING PANELS

Because there are so many settings in a
document that you may want to access quickly,
InDesign provides a vast number of panels that
you can display in the document window. A

panel displays a group of related settings, such as
a list of colours that you have selected for a
particular document. This page discusses panels,
how they are categorised and how they are used.

Panels

Panels (sometimes also called palettes) are a collection of commands, controls, settings or options
that apply to a particular aspect of a document. A panel takes the form of a window and may or may
not include a menu. A menu is indicated by the menu button [-= which appears in the top right-hand
corner of the panel.

Panel States
A panel can appear on the InDesign document .

Essentiols - | [P =12l x |

- B QA
window in various states. It may appear as a — .| @ [0 »
window or a tab, depending upon the settings
chosen for each panel and how the panels appear R
by default. Panel states include: I I L
A-Master
Full Also known as normal view. All =
commands and options are visible. ﬂ
Abbreviated | Only a few rows are visible because the
size of the panel has been reduced. T 0=
) =
Collapsed None of the commands are visible, only e
the title of the panel. = . 'J
Floating The panel appears as a floating window
somewhere on the screen.
Docked The panel dock appears on the right-
hand side of the screen. This means
that the panels are effectively attached In this example, the panels are displayed in their
to the side of the window. Docked default, docked position. The panel group
panels can be displayed in full, or containing the Pages, Layers and Links panels
collapsed to icons. has been expanded, by clicking on the Pages

icon.

Available Panels

There are many panels to work with, each of which has many settings and options. Here is a list of the
panels that you can choose from the Window menu. Some of the panels are grouped by function. For
example Animation, Bookmarks and Hyperlinks are grouped as Interactive panels.

Articles Interactive Object & Layout Styles Utilities
Colour Animation Align Cell Styles Background
Colour Bookmarks Pathfinder Character Styles Tasks
Gradient Buttons and Transform Table Styles Data Merge
Swatches Fonts Output Text Wrap Script Label
Control Hyperlinks Attributes Tools Scripts
Editorial Liquid Layout Flattener Type & Tables Tags
Assignments Media Preview Character Tool Hints
Notes Object States Preflight Conditional Text
Track Changes Page Transitions Separations Cross-
Effects Preview Preview References
Extensions SWE Trap Presets Glyphs
Kuler Timing Pages Index
Folio Builder Layers Stroke Paragraph
Info Links Object Styles Story
Mini Bridge Paragraph Tables
Styles
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Adobe InDesign CS6

DISPLAYING AND HIDING PANELS

Given that each document you create will vary in
purpose and design, the tools that you use for

each will probably also vary. Therefore it makes
sense to be able to display and hide panels as

you need them. Panels that you are likely to use
frequently, such as Swatches, you might leave
visible on the screen, but others such as Text Wrap
would be opened only when you need them.

Try This Yourself:

Continue using the previous
file with this exercise...

Same
File

Select Window > Text Wrap
to display the Text Wrap panel
which appears as a floating
panel

Double-click on the Text Wrap
title tab to abbreviate the panel

Double-click on the Text Wrap
tab again to collapse the panel

Double-click on the Text Wrap
tab again to expand the panel

You can click on [# next to the
tab title, for the same effect...

Click on close =l to close the e
panel

Panels can also be docked...

Select Window > Colour >
Swatches

© 6 06000 o

This displays the Swatches
panel which is “docked” on the
right side of the window...

Click on Swatches in the
panel dock to hide the panel

You can use either the
Window menu or an option in
the panel dock to hide and
show panels

CHRS Essentials - DHM
fir -8 Q& @ R ] o
S N - TR L )

E = ?D[nva’l """""

Wifor | e || & =
e 2w | || B
) €10 B A o | |
ARt B swatches
— ‘Contour Options: I |

[]inchude Inside Edges

|

—— ey
= | e | 4

= -

m

v _ T
B gr e o |
7] [none] 2 @A -
[ Pap=r E

[Black]

For Your Reference...
To display a panel:
1. Select Window > [panel name] OR click on
the panel in the panel dock
To hide a panel:

1. Select Window > [panel name] OR click on
the panel in the panel dock OR click on %1

Handy to Know...

e You can use keyboard shortcuts to display
and hide panels. For instance, |5 ] is used to
display and hide the Swatches panel. The
keyboard shortcuts for the panels are listed
next to the panel name in the Window menu.

 You can press |1av] to hide/show all panels,
including the Tools and Control panels.
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FLOATING AND DOCKING PANELS

To give you greater flexibility in setting up your

workspace, you can move panels around the

screen to suit the document you are working on.
For example, you may like to float the Swatches

Adobe InDesign CS6

panel over your work while you apply colour and
then dock it back on the panel dock on the right-
hand side of the screen, when you have finished.

Try This Yourself:

Continue using the previous
file with this exercise...

Same
File

Move the mouse pointer over
Pages in the panel dock, then
click and drag the mouse onto

Essentils - | T =lslex

Eam~B=

the screen ' Essentios - | (DI =15 X
The panel will separate from IFEICEEE
the panel group and panel e | =S =~ ¥

dock...

Release the mouse to float the
panel

Using the grey title bar area at
the top of the pane, drag the
Pages panel around the
window

m

This enables you to position it
anywhere on the screen...

Using the grey title bar at the
top of the pane, drag the
Pages panel over the Layers
panel in the panel dock

s - P L=lal x|
=

A blue line indicates where the

panel will be positioned...

e Release the mouse button to o @ 1o
re-dock the Pages panel which _
should appear regrouped with % Links
the Layers panel and the Links | [ ctroke
panel ="

@ color
B swatches

For Your Reference...
To float a panel:

1. Click and drag the panel heading from the
dock onto the screen

To dock a panel:

1. Click and drag the panel by the tab into the
panel dock

Handy to Know...

A panel group is a collection of panels. Each
group has a darker grey bar which is the
header bar for the group. Although it is early
days yet, you can create a new panel group
by dragging a panel to the very top or bottom
of the dock, or by positioning it between two
panels.
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Adobe InDesign CS6

WORKING WITH WORKSPACES

The InDesign screen layout is known as a
workspace. A workspace can be changed by
manipulating panels, displaying rulers and the
like. This allows you to have different screen

layouts for specific types of documents or tasks.
There are several workspaces already built into
Adobe InDesign and the name of the current one is
displayed at the top of the screen.

Try This Yourself:

Continue using the previous
file with this exercise...

Same
File

Click on [Essentials] at the
top of the screen to see a list
of available workspaces

Click on Printing and
Proofing to see the settings in
this workspace

Click on [Printing and
Proofing] which now appears
at the top and click on New in
CS6 to see this workspace

Click on [New in CS6] and
click on Essentials to return to
the default workspace

Select Window > Text Wrap
to see the Text Wrap panel

Let’s see how this change is
remembered...

Click on [Essentials] again
and click on Printing and
Proofing to change from the
Essentials workspace. Click on
[Printing and Proofing] and
click on Essentials to see how
the changes made in step 5
have been remembered

0 Click on [Essentials] and click
on Reset Essentials to return
the Essentials workspace to
its default settings

By v =B

<@ Advanced B
— .| @ E Book q =
Digital Publishing | S—
B 648 | v | Essentials | "
; pOes
— Interactive for PDF
New in C56 free=
Printing and Proofing inks
Typography | waw
troke
Reset Essentials
New Workspace... =

Delete Workspace... | ™

Show Full Menus

Printing and Proofing - | @] L=18] X

-8 asBEEEHer | 4=
— | [ r | = =~ -

m

For Your Reference...
To select a different workspace:

1. Click on the name of the current workspace

at the top right of the screen

2. Click on the name of the desired workspace

Handy to Know...

e The name of the current workspace always
appears at the top of the screen. It acts as a
button which displays all of the other
available workspaces and options for
working with workspaces.
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Adobe InDesign CS6

CREATING A CusTOM WORKSPACE

Even though Adobe InDesign has a number of needs in regard to the way they work or the type of
useful workspaces already built in you can create document they create. Creating a custom
your own custom workspaces as required. Most workspace can save considerable time switching
document designers have their own specific panels and changing other settings.
rNew Workspace N
Try This Yourself: a
Name: -
@ Continue using the previous Capture
= § file with this exercise... [ Panel Locations
n Menu Customization
o Select Window > Workspace - d
> New Workspace to display
the New Workspace dialog 9 My Workspace - | (DI L=12] x |
box Cmas =
e Type My Workspace and click -] | £ [roo
on [OK]

The name of the new
workspace will appear at the
top of the window. Now we can
make some changes... e

i
® Il
g
)

e Select Window > Text Wrap
to display the Text Wrap panel I
. . BE swatches
o Select Window > Object & (
Layout > Align to display the I
Align panel
o Select Window > Workspace e Essentils - | [PIIy L=12] x |
> Essentials to display the =
original workspace :%ﬁf | b=
0 Select Window > Workspace
> My Workspace to see the
customised arrangement again A @ L
o Click on [My Workspace] and Rp Links

select Essentials toseethe | |}
default arrangement

m

o3 Swah:lu: IIIIII
For Your Reference... Handy to Know...
To save a customised workspace: e You can also create a new workspace by
1. Select Window > Workspace > New clicking on the name of the current
Workspace workspace and choosing New Workspace.

2. Type a name for the workspace
3. Click on [OK]

© Watsonia Publishing Page 10 InDesign Basics



Adobe InDesign CS6

NAVIGATING A DOCUMENT

Documents can vary in size from a single page to the document’s pages are based. To make working
many pages. In addition to the actual pages of a with documents easier, you should have a good
document, the document may also include understanding of how to get from one page to
master pages on which the layout and content of another. This is called navigation.
i e Edit Type Object Table View Window Help [Ed] 39% ¥
Try This Yourself: —  Puges vl .

\@lnu

Margins and Columns...

n
)

[

Before starting this exercise
you MUST open the file N151
InDesign Basics_2.indd...

Ruler Guides...

Create Guides...

4

Open
File

Create Alternate Layout...

Liquid Layout TI
o Press [fa o] to move down a I _ | TIO
screen ly ::Irst.Pagep Sh#t;::l+iage Ep Him i,
: Fevious Fage +rFage Up (—
e Hold down AItI and press |Pg Dnl £ Next Page Shift+Page Down _—
to Change toa?2 page Spread E Last Page Shift+Ctrl+Page Down
E Next Spread Alt+Page Down
9 Se|eCt LayOUt (note the : Previous Spread Alt+Page Up
navigation options and _thelr e ooty
shortcuts) and select First
Page Go Back Ctrl+Page Up
Go Forward Ctrl+Page Down
o Click on Pages in the panel H Numbering & Section Options... —
dock, scroll down and double- E eurc =
click on the page 6 icon to W gl —
. : ate lable o ontents =_
Jump to that page E T:ble of Contents Styles... —
e Click on Pages in the panel E —
r -

dock to close the panel

There are also navigation

controls at the bottom of the e Essenics - | (DI =18 x |
InDesign window... T L3 QB E | e ] g =
- s || 1 -
0 At the bottom of the screen
click on the drop arrow [~ for
the page number and click on [Nens] ] -
10 E-Spread 1 |:|:| i * taes
= By Links
o Click on Next Spread (¢ to H T
display the next double page - &= swoe
1
These buttons include Next, B coor
Last, First and Previous E B sutches
Spread... 23 4
e Double-click in the page box ===
and type 1, then press |enter| to ‘
go to this page
For Your Reference... Handy to Know...
To navigate a document: e A spread is a set of pages viewed together.
1. Use the Layout menu, a keyboard shortcut, For instance, a spread might be a set of two
the Pages panel or the page navigation box facing pages as in a book.
at the bottom of the screen, to select or e You can also rotate a page or spread, rather
move to a page or spread. than twisting your head to the side! Select

View > Rotate Spread and then select a
rotation option.
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ZOOMING A DOCUMENT

Effective documents rely on the detail being just
as accurate as the overall layout. Zooming refers
to magnifying part of a document so that you can
examine the details as well as being able to

Adobe InDesign CS6

zoom out so that the entire two page spread is

visible on the screen. In Adobe InDesign there are
several key commands that enable you to zoom in
and out quickly to different levels of magnification.

Try This Yourself:

Open
File

Before starting this exercise you
MUST open the file N151
InDesign Basics_2.indd...

Press |cu1] + [0 ] (zero) to fit the
page in the window

Press [V ] to activate the
Selection [k | tool, then click on
the picture of the woman’s face to
select it

Select View > Zoom In

Press [ct] + |- ] several times,
until zoom is set to 150% — check
the zoom in the document tab

Press |cu1] + |- ] to zoom to 100%

You can also use the Zoom tool...

Click on the drop arrow ~] for
Zoom Level in the Application
bar and select 12.5% to show
several spreads

Click on the value in Zoom Level,
type 90 and press |Enter| to zoOom to
this magnification

wsow v | [ EHr EE-

ol it A
=] »

Object Table View Window Help = [Bf

a2l gl —

EEEE

I -

i th
% &

%

&,

roa

B

ﬁ N151 InDesign Basics_2indd @ 150% =
5
L L L 1 L L L

L. Sciem¥
popossat
| Publice Pra.

= oA CRACOIQUE DT YR TRLY R TN TAT Tt

e Note that the current zoom level (150%) is
shown alongside the name of the document in
the document tab (above the document)

Hold down |ctri] + [ space], then click
and drag to draw a marquee
around the photo of the woman —
release the keys to zoom in to the
selected area

Hold down the [cu1] key and press
[1] to zoom to 100%

©

For Your Reference... Handy to Know...

To zoom a document: e Zoom to 100% by pressing [ct] +[1 ]
e Select View >Zoom In OR press @ + B e InDesign CS6 has a great power zoom

facility. Select the Hand tool {7, then click

and hold on the page to zoom out. Keep
holding and move the zoom area marquee
across the page. Release the mouse to
resume the original zoom.

e Select View >Zoom Out OR press [cul] + - ]

e Click in Zoom Level, type a specific zoom %
and press Enter| OR click on the drop arrow 2]
and select a zoom %

InDesign Basics
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