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Adobe InDesign is a desktop publishing software application.

You can use InDesign to create all kinds of documents for print or
digital publishing such as magazines, posters, brochures,
newspapers and books.

Before you begin creating documents in InDesign it is important to
develop an understanding of the workspace in order to create
documents quickly and effectively.

In this session you will:

gain an understanding of what InDesign is

learn how to start Adobe InDesign from the desktop
gain an understanding of the Welcome window

gain an understanding of the InDesign interface
gain an understanding of the InDesign workspace
learn how to open an existing document

learn how to close a document

learn how to exit InDesign.
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UNDERSTANDING INDESIGN

You can use InDesign to create many different illustrators, graphic designers and editors. It is often
kinds of documents for print or digital publishing. used in conjunction with other Adobe software
Because of this, InDesign is primarily used by programs such as lllustrator and Photoshop.

people who work in creative industries such as

InDesign Default Templates

There are several templates you can choose to work with in InDesign depending on the kind of project
you are working on. You can access these templates by opening InDesign, selecting File > New and
then selecting an option from the drop-down menu.

The available templates are as follows:

e Document - A blank document is used most commonly as it can be used to create a variety of
different kinds of publications such as brochures, posters, magazines or logos.

e Book - A book file is the best file type to use if you wish to create a book for print. A book file is
comprised of a collection of documents (chapters). In order to include certain documents in an
InDesign book, all of the documents must have similar styles.

e Library - If you need to find a way of organising elements that you use frequently into one easily
accessible place, then you may wish to consider using a library. A library is similar to a database
where you can store images, objects and text for work on particular projects.

What can InDesign Be Used For:

InDesign is used to create, assemble and output documents for print or digital purchases such as
brochures, interactive PDFs, digital magazines and EPUBs. You may wish to use InDesign to complete
the following tasks:

e Create and work with typographic layouts using InDesign’s typesetting tools

o Assemble artworks and photographs

e Create and work with styles

e Package and pre-flight files for commercial print

o Work with and create interactive documents that incorporate video audio and HTML content
¢ Create slide shows in documents

e Create and modify interactive PDF forms

o Create digital publications for tablets and other mobile devices

Using InDesign With Other Adobe Software

Because InDesign is a publishing application, it is often used with other Adobe programs that are used to
create and edit graphics. For instance, you can create a vector image in Illustrator and then use itin a
magazine layout you have created in InDesign. While you can use InDesign to create basic vector
images and the like, it is primarily used for its superior layout and formatting tools.
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STARTING ADOBE INDESIGN FROM THE DESKTOP

your desktop taskbar, making it easier to access in
the future.

Before you start to work with InDesign you will
need to know how to open the application. In
Windows 10 this is achieved by accessing the
desktop. You can also choose to pin InDesign to

0 Recently added Create

Try This Yourself:

Before you begin, ensure your
computer is turned on and the
Desktop is displayed...

Click on the Windows icon in
the taskbar at the bottom of
the screen to display the Start
menu

Under A click on Adobe

Adobe InDesign CC 2018

Access
Acrobat Reader DC
Adobe Creative Cloud

Adobe InDesign CC 2018

Adobe Photoshop CC 2018

Adobe Photoshop Express- Easy...

See all of your emails

Friday

20 © [k

©® 0

Alarms & Clock My Office

Alarms & Clock

InDesign CC 2018 to open
Adobe InDesign

AMD Settings -
Microsoft Store

Right-click on the InDesign =

icon in the taskbar to display a -

menu of options =
MSN News

O 2

B B w2 -~ fm- H-

Layout Type Object Table View

Mostly Sunny
24°
IS

Select Pin to taskbar Canberra SK

g Camera
You can now click on this icon ‘
to open InDesign from the
desktop. This icon will remain Ml connect
in the taskbar unless you
remove it. Let’s close
InDesign...

7 Code Writer

L Type here to search

Click on Close in the top right
corner as shown to close _
InDesign —

Start w josu

Window  Help

Click on the InDesign icon in
the taskbar to open InDesign
again

©

Adobe InDesign CC 2018

-4 Pin to taskbar

X Close window

For Your Reference... Handy to Know...
To start InDesign: ¢ Instead of locating InDesign in the Apps
1. On the desktop click on the Windows Start view, you can navigate to the Start screen
button, then navigate to A and begin typing InDesign to display the

2. Click on Adobe InDesign CC 2018 to start Search pane, then C"CI.( on th? application
' the application name when it appears in the list of search

results.
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THE START WORKSPACE

When you launch InDesign the Start workspace create a new file or open an existing file from this
displays by default. The function of this workspace as well as view files that have recently
workspace is to help you discover and learn been opened.

about the features available in InDesign. You

100% ~ ‘@~ W~ B

File Edit Layout Type Object Table View Window Help

Get Started

RECENT
CCFILES

Create something new.

Create new...

The Start workspace provides one central place for you to access various tools and information
necessary for getting started with InDesign. The options to the left of the workspace enable you to
access existing InDesign files and create new ones.

RECENT - This option is selected by default and allows you to view any recently opened files. If you
want to open a recently opened file, simply click on the relevant file’s thumbnail.

CC FILES - Clicking on this option displays any creative cloud files that you might have.

Create new — Clicking on this option displays the New document dialog box where you can create a
new file. This dialog box lists recently opened templates, saved templates, as well as templates for print,
web and mobile. Simply select a template or create a new one, then click on [Create] to create a new
file.

Open — Clicking on [Open] displays the Open a File dialog box where you can navigate to and open
files from anywhere on your device.
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THE INDESIGN WORKSPACE

The InDesign screen is commonly referred to as change settings and a panel that contains tools and
a workspace because it is here that you work on settings such as palettes and document layouts.
your document. It consists of many areas such as There is also a pasteboard, and of course, the

a menu bar, a Control panel that allows you to page or pages of a document.

Br} 549% ~ m>~ W~ E=E- (_ct1 Publish Online-::] Essentials jors
Edit Layout Type Object Table View Window Help
w: O e 2 ) Gch ﬂ
B el
H: O [ C \ . b >
Untitled-1 @ 55% X

& CC Libraries

My Library

e

Stroke

Color

¥ Color Themes

Swatches

¥ Graphics

Singapore

[ Basic] (working)

o The Application bar contains the tabs File, Edit, Layout, Type, Object, Table, View, Window
and Help. Clicking on a tab displays the relevant menu of options from which you can select
commands to create and modify documents. To the right of the application bar there are buttons
that provide you with some of the commands found in the application bar so you can save time by
quickly locating commands you use frequently.

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 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.
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UNDERSTANDING WORKSPACES

The InDesign workspace is made up of many with an InDesign workspace can be found in the
features, commands and controls that can be panel dock on the right side of the InDesign screen.
used to create a document and modify and

manipulate the contents. Most tools associated

Available InDesigh Workspaces

InDesign CC provides you with seven default workspaces — Advanced, Book, Digital Publishing,
Essentials, Interactive for PDF, Printing and Proofing and Typography. The Essentials workspace
is selected by default. Each workspace provides different tools and settings depending on the kind of
document the workspace has been tailored for. You also have the option to create your own custom
workspace. This is useful if you often work on a particular kind of document and would like to have a
certain set of tools available on the screen that you work with frequently.

Essentials w L.

The Advanced workspace
« > provide; you with advanced

. formatting and layout tools such
= ' as styles.

¢ €C Libraries Advanced « pos

My Library

< : o > The Interactive for PDF
¥ Colors : b ; : workspace provides you with
Sticke M tools for inserting interactive
Color , elements such as hyperlinks and
: ; i Pages bookmarks.

<4
Y interactive for PDF « jo i
[«

v r ames
Swatches Color Themes

The Essentials workspace
provides you with all of the basic
tools you need to get started with
any kind of document.

ﬂlﬁ Pages
;

H Page Transitions

D Links

3 Layers

@ Color

The Panel Dock
The Panel dock (displayed at the far right side of a workspace) is where you will notice the most
significant changes between workspaces, as each workspace contains slightly different panels. These
panels contain groups of related settings and tools.

Modifying Workspaces
InDesign provides you with the ability to modify an existing workspace or create a workspace of your
own. If you change your mind about changes you have made to a workspace you can either reset the
workspace to the default settings, or delete the workspace (if it is a custom workspace you have created
yourself). To access these options simply click on the name of the currently active workspace at the end
of the menu bar, then select an option from the drop down menu.
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OPENING AN EXISTING DOCUMENT

You will most likely open an existing document so
that you can review or modify it. You can open
documents using several methods. For example,
you can open documents from within InDesign or

launch InDesign by opening an InDesign document
from File Explorer. In this case we will open an
existing document so that we can use it to
demonstrate the InDesign workspace features.

Try This Yourself:

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

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

Ensure Course Files
for Adobe InDesign
CC 2018 is selected

. Open a File

Organize ~
# Downloads
J Music
= Pictures
@ Videos
0s(C)

X

« OS(C:) > Course Files for Adobe InDesi... Search Course Files for Adobe... P

o @
~

T vlo

=]

New folder

~ Frames And Frames And Frames And

Open As (@ Normal
() Original
O Copy

~| |Al Readable Files

File name: ||

Cancel

in file explorer

Click on Starting
With InDesign_1,
then click on [Open]

File

Leave the document
open for the next
exercise

Edit

g

Layout

58.4%
Window
=
[¥i

Type Object Table View

X: 346.5 mm W:

240 mm H:

Starting With InDesign_1.indd @ 58% X

For Your Reference...
To open an existing document:
1. Select File > Open
. Navigate to the required folder
. Click on the document to open

2
3
4. Click on [Open]

Handy to Know...
The keyboard shortcut to display the Open a

File dialog box is [ct] +[¢ ].
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CLOSING A DOCUMENT

To ensure you don'’t lose any of the work that you
have created in InDesign, you should save your
document on a regular basis. Fortunately, if you
try to close a document you have made changes

Adobe InDesign CC - Level 1

to without first saving it, InDesign will prompt you to
save it before closing. You may want to close a
document once you have completed it or because
you have finished working on it for the day.

Try This Yourself:
File  —Edit

Continue using the

Layout

54.9%

Type Object Table

2 previous file with Open. FrleE
't this exercise, or Browse in Bridge.. Ctrl +Alt+O
2 Open Recent 5
% open the file m -
o Starting With _bave i

InDesign_1.indd...

Save As...
Check In...
Select File to

display a menu of
options, as shown

Revert

Place...

Select Close to
close the document
and return to the
Start view as
shown

Import XML...

Export...

If there was an
asterisk next to the
name of the
document in the
document tab when
it was open, this
would signify that
the document had
changes made to it
and you would
have been
prompted to save

File

Save a Copy...

Adobe PDF Presets

Document Presets
Document Setup...

Ctrl+Shift+S

Ctrl+Alt+5S

Search Adobe Stock.. |

Cirl+D

Place from CC Libraries...

>
Cirl+E

Publish Online...
Publish Online Dashboard...

>
Cirl+Alt+P

Edit Layout Type Object Table View Window Help

RECENT

CCFILES

For Your Reference...
To close a document:

e Select File > Close

Handy to Know...

The shortcuts for saving a document and
closing a document are cui] +(S ] and
cul] + W] respectively.

e You can close a document by clicking on the

cross on the document tab.
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EXITING INDESIGN

Once you have opened InDesign you will also slow down your computer. Exiting InDesign is very

need to know how to close the application.

easy.

Leaving an application running in the background

while you are working on something else may

Try This Yourself; Bl B 100%

Before starting this File Edit Layout Type Object Table
exercise ensure New
InDesign is active and Open.. Ctrl+0
no documents are Browse in Bridge... Ctrl+Alt+0
open... Open Recent >

. . Close Ctrl+W
Select File to display a )

R Save Ctrl+S
menu of optlons, as S A Cirls ShiftsS
shown Ve s '

Check In...
e Select Exit Save a Copy.. Curl+Alt+S
The Adobe InDesign Revert
window will close, thus Search Adobe Stock...
exiting the application. Place... Ctrl+D
You could also have Place from CC Libraries...
used the keyboard Import XML...
+ Q
shortcut j Adobe PDF Presets >
Export... Ctrl+E
Publish Online...
Publish Online Dashboard...
Document Presets >
Document Setup... Ctrl+Alt+P
User...
File Info... Ctrl+Alt+Shift+l
Package... Ctrl+Alt+Shift+P
Print Presets >
Print... Ctrl+P
Print Booklet...
[ Exit Ctrl+Q

For Your Reference...
To exit InDesign

1. Click on File

2. Select Exit

Handy to Know...

e You can exit InDesign by clicking on the
cross icon in the top right corner of the

window.
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NOTES:
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cerer2 OETTING UP A DOCUMENT

: : INFOcus

In order to work successfully within Adobe InDesign, one must be
able to create new documents. There are several basic skills you
will need to master in order to achieve this. These include being
able to specify the size of the document, the most suitable format
for the document and how to save information for future use.

In this session you will:

gain an understanding of document presets
learn how to adjust the units of measure
learn how to create a new document preset
learn how to create a new document

learn how to use new document preview
learn how to save a new document.
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UNDERSTANDING DOCUMENT PRESETS

When a document is created in InDesign it is

usually saved in a file. That file contains not only
text and the artwork (graphics) but also a series
of pre-defined or new settings known as presets

that determine how the document will look. You
should make whatever adjustments are required to
these presets at the time of creating a new
document.

New Document Settings

When you create a new document, you can
create it from a series of default settings known as
presets. For example, the Default presets shown
here specify that:

e The intent is to print the document
e The initial number of pages will be 1

e The page size will be Letter in portrait
orientation

e There will be 1 column

e The top, bottom, inside and outside
margins will be 12.7mm

e There will be no bleed or slug areas (i.e.
areas outside the margin used for bleeding
edges and comments respectively).

You can use these presets if you wish.
Alternatively, you can modify these presets,
choose from another preset that you've created or
create the document from a template which
usually includes settings relevant to specific types
of documents such as brochures, flyers, reports,
etc.

To modify the settings in the New Document

dialog box, click on the drop arrow for the required
setting and select an option or select the value for
a setting and type the required value to replace it.

PRESET DETAILS

Untitled-1
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