Using InDesign

Starting a New Document

1. Open Adobe InDesign CS5.

2. Edit > Preferences > Units & Increments (Windows) or InDesign > Preferences > Units & Increments (Mac)

· Horizontal: Picas

· Vertical: Picas

· OK
3. File > New > Document
· Number of Pages: 3

· Facing Pages checked

· Page Size: Letter

· Columns Number: 2

· More Options > 1p0 Bleed (all sides)

· Click OK.
4. Select pages 2–3 in the Pages panel (click on the text "2-3" under the thumbnail image.)

5. In the Pages panel menu, deselect Allow Document Pages To Shuffle.

6. Select page 1. In the Pages panel menu, choose Delete Spread.

7. Save your file as Puppet Article.indd.

Adjusting Margins and Guides

1. Guides can help you align blocks of text and images.

2. Drag two horizontal guides from the horizontal ruler at the top, into the middle of the spread to indicate where the headline will go. Hold Ctrl (Mac: Cmd) down to spread the guide across two pages.

3. Create two more horizontal guides to give margins around the headline.

4. Layout > Margins and Columns will allow you to change the margin widths and the number of columns after you start the document.

Flowing Text into Frames

1. Edit > Preferences > File Handling (Windows) or InDesign > Preferences > File Handling (Mac).

2. Select Create Links When Placing Text And Spreadsheet Files.
3. Use the Type tool and draw a text frame for the headline. The frame should snap to your guides (if not, View > Guides & Grids > Snap to Guides.)

4. File > Place
5. Find Puppet text.doc, click the Show Import Option checkbox, and click OK.

6. Review the import options, and click Open.

7. Select the Selection (black arrow) tool

8. Click on the text box’s out port.

9. Draw a second text frame without changing tools.

10. Click on the second text box’s out port and draw a third text box.

11. Continue in this way until you have either run out of text or columns.

Check Your Spelling

1. Select the Type tool and click at the very beginning of the first text box.

2. Edit > Spelling > Check Spelling
3. As the search function finds new possible misspellings, decide whether to skip or change each word suggested. You can move the dialog box out of the way in order to see the word in context.

4. When the spell check is complete, click OK and then Done.

Basic Text Formatting and Typography

1. Use the Selection tool and select one of the text frames.

2. Double-click on the Fill button on the Toolbar.

3. Select a color for the background of the text box and click OK.

4. Select the same text box (with the now-colored background) with the Selection tool. Object > Text Frame Options...
5. Increase the Inset Spacing to move the text away from the edge of the background color.

6. Select the Text tool and drag to select the text within the frame.

7. Use the Fill button again to choose a new color for the text (it now has a T on the button.)

8. Quintuple-click (5 times) within the text to select all of it, even that which is unseen.

9. In the Paragraph panel (Window > Type & Tables > Paragraph), uncheck Hyphenate.

10. Use the Text tool to triple-click the first line in the story (“Hey there…”). The single line of text should be selected from left to right.

11. On the Options panel at the top of the window, change the type style to Bold.

12. Use the Glyphs panel to add special characters (Window > Type & Tables > Glyphs.)

Paragraph Styles

1. Use the Paragraph Styles panel (Window > Styles > Paragraph Styles) to create styling for the paragraphs:

a. In the Paragraph Styles panel, double-click on the word Normal to access the Styles options.

b. Rename Normal as Paragraph Text.

c. Make sure the Preview check box is selected.

d. Select among the categories shown on the left. In particular, set the Basic Character Formats.

e. Set specific styles on the right. In particular, set the Font Family, Style, and Size.

f. Click on the Indents and Spacing category, and set the First Line Indent to 1p6.

g. Click OK.

2. Use the Paragraph Styles panel to create styling for the Title:

a. Select the text "Your Little Puppet Friend's World-Familiar Peanut Butter and Oatmeal Cookies".

b. In the Paragraph Styles panel, click on the Create new style button.

c. Double-click next to the name of the new listed style Paragraph Style 1.

d. Rename the style Title.

e. Set the font styles for your title.

f. Remove the First Line Indent (set to 0p0).

g. Set the Spacing After (in Indents and Spacing) to 1p0.

h. Click OK.

3. Repeat step 2 for Heading 1 ("Recipe by Little Puppet Friend") with new styling. This style probably will not need a space after.

4. Repeat step 3 for Heading 2 ("As told to Deke McClelland") with new styling. This style probably will need a space after.

5. Select the ingredient list. In the Options panel, click on the Bulleted List button at the far right.

Importing Images

1. File > Place
2. Locate Puppet-2.jpg
3. Move your cursor around on the screen; you will see a thumbnail of the image follow your cursor.

4. Click-and-drag where you want to place the image. Drag it so that it overlaps at least two columns, above or below the headline. Leave some room to its left and right for text to flow around within those columns.

5. At first, the image will cover the text. We will fix that shortly.

Modifying Images

1. You can use the Selection (black arrow) tool or the arrow keys to move the image around.

2. Like text in InDesign, graphics have two parts: the frame and the image.

· You can use the Selection tool to crop an image from any corner (reduce the frame size) or to increase the frame size. The image will stay the same size within the frame.

· You can use the Direct Selection (white arrow) tool to move an image around within its frame or to resize the image.

3. To scale a graphic (both frame and image):

· Select the Scale tool from the toolbox.

· Hold the Shift key down while you drag from any corner. The image will resize with respect to the center point.

4. Use the Rotate tool to rotate an image from a corner.

5. Use the Flip Horizontal or Flip Vertical buttons in the Control panel to flip an image.

Wrapping Text around Images

1. Use the Selection tool to select the image.

2. Open the Text Wrap panel (Window > Text Wrap).

3. Click on the Wrap around object shape button in the panel.

4. Increase the Top Offset measurement to 3p0. Make sure that the link (Make all settings the same) button is activated so that all four offset measurements are equal.

5. For an unusual shape:

· Select the image using the Selection tool.

· Select the Pen tool.

· Click on the image frame where you would like to add points. Make sure the pen icon has a plus (+) symbol next to it before you click.

· Use the Direct Selection tool to reposition the points around the image frame.

Transparency and Effects

1. Open the Layers panel (Window > Layers).

2. Add a new layer (Layer 2) and drag it below Layer 1.

3. Lock Layer 1 by clicking the empty box next to its eye icon.

4. Place the image Puppet-1.jpg. Place it large across one page. Reposition it as needed.

5. Open the Effects panel (Window > Effects).

6. Change the Opacity for the new image to 30%.

7. Click the fx button at the bottom of the panel and select Basic Feather.

8. Change the Feather Width to 4p0 and click OK.

Create a Drop Cap

1. Select the first letter of a paragraph.

2. In the Paragraph panel (Window > Type & Tables > Paragraph), make sure that the First Line Indent is set to 0.

3. In the Paragraph panel, change the Drop Cap Number of Lines to 2, 3 , or however many lines you want the initial letter to span down across.

View Your Final Design

1. To see your design without guides and grids: View > Screen Mode > Preview
2. To return to editing: View > Screen Mode > Normal
Save your tutorial design as a [Smallest File Size] PDF (File > Adobe PDF Presets > Smallest File Size). Upload the PDF to the Portal.
