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This tutorial will help you learn about the basic tools available creating design
documents such as newsletters, brochures, flyers in Adobe InDesign®. This
tutorial will instruct you through many beginning steps including:

¢ Opening a new document
¢ Adjusting document properties
e Working With Text
O Inserting a text frame
0 Sizing a text frame
O Moving a text frame
O Changing text type
0 Changing text properties using the horizontal toolbar
O Changing text properties using the top menu bar
0 Changing text properties using the right-hand toolbar
e Inserting an image
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Opening a new document

Although the opening screen of InDesign® offers several templates, you also
have the option of opening a new document. Open a new document when
you are not sure what type of document you'd like to create or you want to

start a new document from scratch. Figure | displays the New Document
WindOW. 1 Document Preset: |[Cu5tum] j oK |
] Number of Pages: |2 ¥ Facing Pages Cancel
I. Click Document under the Create New heading in the menu. A new 0;';; I~ Master Text Frame S
. . C e Preset...
document window will appear that allows you to set up your document — Page Size: [Letter |l ore Ot
. . . ore ions
properties. In this window, you can select the number of pages for your widen: [Es6p0 Orientation:
document, page size, page orientation, number of columns, and size of Height: {5100
margins. e
MNumber: EB
2. Set up number of pages. Choose the number of pages box to enter -
. . -~ Margins
the number of pages that will be in your document. S
llj Ge Bottom: 2p0 Ui
3. Set facing pages. Click this box to get a book type view of the pages. B~

u:] Resources »»

4. Setting Orientation. Choose whether you would like your document in W m—
portrait or landscape form. (Note: when you change your document to
landscape, the document present changes to “custom.”)

Figure I. New Document Window

“

5. Set columns and margin sizes. The lowercase “p” in the margin
section indicates the size of the margins according to picas. A picais
approximately 1/6 of an inch.
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Adjusting Document Properties

Click on File > Document Setup as shown in Figure 2 to make changes to
your document’s properties. The Document Setup box, as shown in Figure 1,
will appear. You may change the same properties that the New Document
Window allows you to change.

Working with Text

InDesign® allows you to do a lot with text.This tutorial’s purpose is to orient
you to the types of text manipulating tools available. The tutorial advances
through the steps of how to insert text, sizing and moving text frames, and
changing text properties. Please consult InDesign®: Beyond the Basics for
advanced text manipulating techniques.

Inserting a Text Frame

To work with text in InDesign®, you must first insert a text frame.
W .

I. Toinsert a text frame, select the type tool IT‘from the left-hand
vertical toolbar. InDesign® will automatically change your cursor into a
tool to draw a text frame.

2. Start to type after you set your text frame. If you cannot think of anything

to type, then type “Practice with INDESIGN.” After you complete these
tasks, you should have a box like Figure 3.
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Figure 2. Adjusting Document Properties
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Figure 3. Inserting aText Frame

Adobe InDesign CS3: The Basics



Sizing a text frame

15 Adobe InDesign €53 - [Untitled-1 @ 133%]
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Moving a text frame g
. . . Figure 5. Sizing a Text Frame
I. Click on the selection tool from the left-hand vertical toolbar. g g
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2. Click once on the text frame. The text frame will automatically outline
in blue. Move the cursor over any large box on the blue outlined text
frame to relocate your text frame to a different point on the document.
You may also move a text frame by clicking once on the small blue square
in the middle of the text frame. Figure 5 displays the location of one large
box and the square in the middle of the text frame.
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Figure 6. Moving a Text Frame

Default text is Times New Roman, 12 pt. font. Follow these steps to change
the text type.

1o’ Adobe InDesign €53 - [Untitled-2 @ 133%]

mFiIe Edit Layout Type Notes Object Table View Window Help
I. Highlight the text you want to change. Place your cursor on the I y S CENC U i o B G s o b o = N R R )
g q imes N nan aw 2o =l a2 Eom T Er [ Englsh: UsA
horizontal menu bar at the top of the screen. O T o e Sample T . T . T
| O TrsjanPro SAMPLE
m O Trebucher MS Sample
N 0 Tunga g
& () Tw Cen MT Sample
2. Click the small arrow next to Times New Roman. A drop-down e | O T cen v denaes e
K i K X . . \5 () Tw Cen MT Condensed Exrs Boki Sample ty
menu will appear displaying different fonts as shown in Figure 6. o | el Ea ]
“U] O verdanz Sample
7. ) Viner Hand ITC Sample
™~ O vivaldi el
| ) Visdimi Seripe Comed

Student Technology Center

Figure 4. Changing Font Using Horizontal Toolbar
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Changing text properties using the horizontal toolbar

Across the top of the screen, as shown in Figure 7, you will see a horizontal
toolbar. This toolbar allows you to change the format of your text without
using the horizontal menu bar.

|. Steady your cursor on one of the tools on the toolbar. A small box will
appear that will explain the tool’s function. The tools allow you to change, for

example, the text size, height, and skew.

2. Move your cursor from left to right across the toolbar to view each tools’
function.

Changing text properties using the top menu bar

You may also select Type from the horizontal menu to change font type as
shown in Figure 8.

(Note: When you work with InDesign®, you may select tools from the left and
right vertical toolbars to change properties of text.)
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Figure 7. Horizontal Toolbar
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Figure 8. Changing Font Using Menu
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Changing Text Properties Using the Right-Hand Toolbar

InDesign® offers the right-hand vertical menu to change text properties such
as text color, type, and size. The right-hand vertical menu allows you to
change the color and style of your text. (See figure 9.)

Each tool has its own menu. While most of the items on the menu will vary,
one important item to mention is the way InDesign displays its tool to change
text and text outline. For instance, if you click on Swatches, you will see the
menu depicted in Figure 10.
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Stroke, Swatches, and Color allow you to manipulate

the color and thickness of your text. "

Character, Character Styles, Paragraph, and
Paragraph Styles allow you to change the text
properties of a block of text.
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Figure 9. Right-Hand Toolbar
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Figure 10. Swatches Menu
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The two small squares in the upper left-hand corner allow you to switch
between text and text’s outline. (See Figure | 1.) However, before you select
either box, you must select the text you want to change.

Inserting an image
You can insert an image by clicking File on the upper menu and selecting

Place. Find the file that stores the picture you’d like to insert. Double-click on
the picture to insert it into your document.
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Figure | 1. Change Text Menu
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