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Chapter

Introduction to InDesign CS6

Desktop Publishing is the process of combining text and graphics on a computer screen
to produce publications. Itis used to produce newsletters, greeting cards, restaurant
menus, advertisements, pamphlets, books, catalogues or interactive materials and you
will produce these types of publications as you progress through these tutorials.

Programs such as Microsoft Word are useful programs when simple Desktop Publishing
activities are required, however, when detailed publishing is desired, a specific page
layout program is needed. The program you will use for this is called Adobe InDesign
CS6 and it gives you total control over the appearance of documents. You will still use
programs like Microsoft Word and graphics programs such as Photoshop, but as support
programs to the page layout program.

Starting an InDesign Document

1 Load Adobe InDesign and you should receive the InDesign Welcome Screen, which
has the five labelled sections shown.

Create new Documents

Open a Recent Item Create New

=5 open.. ‘ Document

‘ Book
‘ Library

Community

Open DocumentS] @ InDesign Exchange = !
& InDesign User Group = Su pport Sites

I.g InDesign Partners =
& InDesign Plug-ins =

|] Getting Started Adobe® TV
J Mew Features » Tune in to your enline source for expert
tutorials, insight, and inspiration.
d Resources = \
|| Don't show again \

Help files Training Tips

© Guided Computer Tutorials 2012 1-1
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2 Click on DOCUMENT in the CREATE
NEW section to start a new

Open a Recent Item Create New d OCU m e nt.
55 Open... B pocume é]%

3 When you start a new InDesign document the program needs to know the
required page measurements.

Document Preset: [Custom] -

Intent: Print -

Number of Pages: |1

Faring Pages

paf srcp g:j(; : Cesosmos \| | 4 Set the PAPER SIZE box to A4, turn
s Bl 572 e off FACING PAGES, the ORIENTATION

should be set to PORTRAIT (or
vertical) and select OK.

Height: = 70p1.89

Columns
Number: 51 Gutter: |=|1p0

Margins
Top: [ 3p0 Left: |=3p0

Bottom: || 3p0 Right: |7|3p0

Looking at the InDesign Screen
1 Look at the labelled diagram at the top of the next page and refer to it regularly
until you are familiar the various sections of the InDesign screen.

2 Atthe moment you are looking at the FIT PAGE IN WINDOW screen. That is, the
page view has been adjusted to fit within the size of the screen.

i

3 Check that the box at the right of
the MENU BAR at the top of the
screen is set to the ESSENTIALS
workspace.

1-2 © Guided Computer Tutorials 2012
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Id Fle it Loyt Type Obiect Table View Window Hep B siee v | P Sl Y p [=[a[ x]
u ) 7 R [ QA % | I w0 £l (Basc Graphis Fame] _
. = @2 * O e g | & = o =
2 153 k [ B Pt N ] F & 2 s I
3=
& \
B

/

[ Tools Panel l Work AreaJ l Panel GroupJ
| l Page Controls)

=]
5

=] ‘
g

[ -

LB, @eses - <

0§ cena BT X IR AR\ H[E

-

Id File Edit Layout Type Object Table View Window Help

)
i - = 4 The double arrows at the top of the
o s B TOOLS PANEL can be used to display
S - === the tools in two columns. Click on

| the double arrows to set the tools to
g4l ~ two columns.

> KLl ]

B d [

5 InDesign has numerous screen sizes which can be selected from the VIEW menu, or
by holding down the CTRL key on the Windows system or the COMMAND key on
the Macintosh system, and pressing a number.
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] e = E =[a] x
:P: i:‘: %: - Dtl‘:;lnkﬁ, o :_‘ivov ER, [BosicGraphics Frame] pa .;l -
e e—— L1 6 Press CTRL+ or COMMAND+ a
?57 \ few times to zoom in. The zoom
;”;“’ <« | percentage s displayed in the file
= L name tab at the top left of the page.

7  Press CTRL- or COMMAND- a few times to zoom out.

8 Hold down the CTRL or COMMAND key and press 1. The screen view will be
changed to show the page in ACTUAL (or 100%) size.

9 Use the CTRL or COMMAND key to try the following screen sizes:

CTRL+5 or COMMAND+5 50% view

CTRL+1 or COMMAND-+1 100% view

CTRL+2 or COMMAND+2 200% view

CTRL+4 or COMMAND+4 400% view
CTRL+0 or COMMAND+0 Fit page in window

e Vindou [=[E0 %]
= B L R 4=
B L 2, [, L
elE - |
;;* o 10 You can also select a zoom from
25l the ZOOM CONTROLS in the MENU

BAR. Set it to 100%.

NOTE: The ZOOM TOOL in the TOOLS panel can be used to drag a frame
around sections of your document and the screen will zoom in on

that section.

1-4 © Guided Computer Tutorials 2012



Creating Greeting Cards

Chapter

2

Now that you have been introduced to Adobe InDesign CS6, over the next few chapters
you will be shown how to use it to create a range of different publications.

In this chapter you will create a greeting card. This involves splitting a page into quarters
and printing two quarters upside down. An example of what the card will look like is
shown on the page 2-16. The following diagram shows a thumbnail sketch for the card.

Inside of
the Card

]

Front of

the Card

Starting a New Publication

1 Load Adobe InDesign CS6 or close the current file.

2 Display the EDIT (or INDESIGN) menu, highlight PREFERENCES and select UNITS &

INCREMENTS.

- Units & Increments
Ruler Units
Origin: spread
Horizontal:  Milimeters
Vertical: Milimeters

Other Units
Stroke: Points

Point/Pica Size
Points/Inch: PostScript (72 ptsfinch)

Keyboard Increments
Cursor Key: |0p1

Baselne shift: [2 pt
SizefLeading: 2 pt

EEEEEEEE——————————————.
=l

Kerning/Tracking: |20 /1000 em

oK

3 In the RULER UNITS frame set the

HORIZONTAL and VERTICAL boxes to

MILLIMETRES, then select OK.
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Learning Adobe InDesign CS6

4 Click on DOCUMENT in the CREATE NEW section of the WELCOME SCREEN (or
display the FILE menu and select NEW - DOCUMENT) to start the document.

5 Inthe NEW DOCUMENT dialogue
box set the PAPER SIZE box to A4
and the ORIENTATION to PORTRAIT.

Document Preset: [Custor]
Intent: Print -

Mumber of Pages: |1 [¥] Facing Pages _

[~ prizaa

Start Page #: |1

[ Options

Page Size: A4

Width: =210 mm Orientation: ([ |5

Height: - 287 mm

Columns

Mumber: |52 Gutter: =20 mm
(\\, 6 Set the COLUMNS to 2 with a
s = GUTTER of 20 mm, set the MARGINS

Bottom: |={15 mm jelemtdca—
‘ to 15 mm and select OK.

NOTE: By setting the COLUMNS to 2 we have been able to set an area
through the centre of the page where the card can be folded.

Setting the Ruler Guides

Column Guides have been used to set the vertical fold area for the card. HORIZONTAL
RULER GUIDES will be used to set the horizontal fold area. An A4 page is 297
millimetres high so the horizontal centre of the page is at 148.5 mm. We will set ruler
guides at 140 mm and 160 mm which will be close enough to the centre of the page for
this document.

Id il Edit Lsyout Type Object Table View Window Help [ s33% v | fv v [Ev

S wuntited-2 @ 83% = |
[0, 00, 0E

R e O R 00 P 0 P e O e e e e e e e P

k|
2:: 1 Move the pointer into the top Ruler
B af and drag a RULER GUIDE in line with
: 140 mm in the left Ruler then drag
mosl another RULER GUIDE to 160 mm.

I _
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Creating Greeting Cards 2

2 Save the document in your STORAGE folder as:
Chapter 2 Greeting Card

Creating the Front Section

The front cover of the card will be entered in the bottom left quarter of the page then
rotated 180° to turn it upside down.

A Inserting the First Graphic

The first graphic will be the border.

1 Click on the SELECTION TOOL in the TOOLS panel and press CTRL+D or
COMMAND-+D to select the PLACE command.

2 Access the CHAPTER 2 folder of the IDcs6 SUPPORT FILES and double click on the
BORDER file to insert the image.

Id File Edit Loyout Type Object Teble View Window Help [ 3% v | Fov @ [ Essentials =] x ]
[ || (] e ,4:er G0 A& A Eow BEE AR R o -
H: [ 105833 % B B sEe AR E ([ | — ek [ E = - [Flavome o5 4= Oa

ter2 Greeting Card.indd @ 83% < |
o o o [ [0 [0 s Jeo [0 [0 oo Jio [110 J10 [130 10 150 Jieo 10 [1s0 10 [200 oo [c20 [s30 Jsao [ss0 Jseo [zvo [aso [aso [so0 [0 [0 [0 [
€[y Pages

3 Position the PLACE GRAPHIC
MARKER at about (15,170). That s,

~ in line with 15 mm in the top Ruler
/ and 170 mm in the left Ruler.

Kl € |¢

I ) 4 Click the mouse button to place the
~ graphic on the screen.
e~
| S | *

o
o i et R v Mo e P e e P e i e e B e s I P i i P O . O
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B

Inserting the Second Graphic

The second graphic will be placed slightly down from the centre of the border.

1

Click outside the BORDER frame to turn its ‘handles’ off. If you have a frame
selected when placing an image, that image will replace the existing image in the
selected frame.

Press CTRL+D or COMMAND+D to select the PLACE command.

Double click on the FRONT image from the CHAPTER 2 folder of the IDcs6
SUPPORT FILES to insert the graphic.

Id File Edit Loyout Type Object Teble View Window Help [ 3% v | P @ [ Essentials ~ AR=ARS.S
et B @ 5 7 s B | s o e g et 8=

@l} -_’cn‘\’;?ﬂz\glm\:ggCa\;d‘mu\;:@a;:‘ xpo a0 0 [e0 [ |60 [50 [100 [110 [120 [i30 140 [150 [160 [i70 [160 [10 [200 [:0 [:20 [0 [:40 [0 [0 [270 [0 [0 [s00 [3t0 [320 |30 |: e
B i
'I;{’ - | % Links
G| T
= 2k 3
g 4 Position the PLACE GRAPHIC
u - MARKER at about (40,200) and click
@a.[i /) the mouse button to place the

i graphic on the screen.

d e I
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Chapter

Text Formatting

InDesign offers a full set of word processing features very similar to those found in
Microsoft Word. In this chapter we will look at Indents and Tabs which are a vital part of
any publishing process, and they should be used regularly to ensure that text is aligned
correctly. The space bar should never be used to align text.

Loading the Prepared Document

1 Load Adobe InDesign or close the current file.

2 Select OPEN from the OPEN A RECENT ITEM section of the WELCOME SCREEN or
display the FILE menu and select OPEN.

3 Access the IDcs6 SUPPORT FILES, open the CHAPTER 3 folder and open the file:
Text Formatting

4  The document contains a paragraph of text that was entered into a text frame that
was dragged over the whole page.

Setting Indents

A Setting a First Line Indent

Sometimes you need to indent the first line of a paragraph. To avoid having to do this
manually you can set an indent to carry out the task automatically.

Id Fle Edit Layour Type Object Table View Window Help [B 3% v | [=v [~ [Ev ‘I Select the TYPE TOOL, move

1 (B Moen Pro “Eex v [TTT T (Ao  ~ (1T ~ T wm < @A o
5 M| Regulsr - A v+ T T F
al 3%

Toringaaa & i et 7] =t e LEL R the I-Beam anywhere over the

¢p po o Jo Jo o o [ To Jo [0 [so o [ Jue Jue o i [0 [0 Jire i [ise Poo Pio b paragraph and click the L
button to set the insertion point in
the paragraph.

2 Display the TYPE menu and select TABS to display the TABS panel. The diagram at
the top of the next page labels the sections of the TABS panel.
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Tab or
Tab Stop |ndent Leader
Types Position Character Right Indent
Tabs
J, B | Leader: Align On: =
1
R\Nm e |sa_|§|_|ﬁo [0 0 T30 TiA0 Tis0 TiED 170 |11|":II

\

T~

Left Indent First Line Indent ~ Align on Position Panel Above
Character Text Frame
~
3 Click on the POSITION PANEL ABOVE
TEXT FRAME button and the TABS

i g / panel should be placed at the top of
e e e e ree W =of 0 the text frame. This makes it easier
k B P o @ m @ [0 fo o To To feo e o 0 [0 o
D o 7 ’ﬁﬂ to set tab stops accurately.
B i (7 Missx = ign on E
@57 P PO B R
B, =, |33 { Position Panel above Text Frame|
> i o o s o Sy
Bl ages s

NOTE: There must be enough space above the text frame for the TABS
panel to fit. If the TABS panel doesn’t jump to the top of the text

frame, scroll the screen down a little and try again.

. (@) e

= M | Reguar

Id Fie Edit Lloyout Type Object Table View Window Help [ 833% v | B> [E
Y es ~[TTT T |dEH@
> fBam o [T F (o ~ | a2 Bom T B~

~ [T e < |[T] AL e

A

Englsh: U

4 Move the pointer over the FIRST
LINE INDENT marker which is the

upper triangle at 0 mm in the TABS

“Text Formatting.indd @ 83% [Converted] * |
o [ [o o [ [ [ s [e0 [0 |80 [%0 [0 [0 |20 [130 |40 |10 el o oo od
Bl = panel, hold down the mouse button
m/ ‘ and drag the marker to about 6 mm.
% ‘El :, N
> KL
& (3 B Swatches

NOTE: The value that you move the marker to is displayed in the

POSITION (X) box. The first paragraph should be indented.

3-2
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Text Formatting 3

B Setting a Hanging Indent

Numbered points will be added below the first paragraph. These points will need their
text aligned at the left indent. This is called creating a HANGING INDENT. To create a
hanging indent you move the LEFT INDENT marker to the right.

Id File Edit layout Type Object Table View Window Help [ s33% v | P v @y Essentials « i S
Minon Pro T ur o [TTT T [dy [ weme « ;TR 0 « T o « |[T]r|A Dol = = [tom =
PA | Regulsr R wm v [T TP (Mo ~ | a2 Efom T B [ Englh: UK - =, Eom =
— *Text F tting.indd @ 83% [Converted] | —
N 0000 0P 0P P00 s o 200 200 0 0 < [ N
g 1
B el Tabs (&)
T
s a3 = o o
=] 43 & xomm Lesien Algn O = ‘] Cl k th I_B th d bl k
el : . ick the I-Beam in the second blan
PEY P ‘B ‘10 ‘ZQ Pﬁ) |40 ‘50 ‘9;7 |7€) ‘90 “39 ‘109 |1m ‘]lﬂ ‘l]ﬁ) ‘140 |l§0 ‘]9;7 ‘lﬂ .
22 .
= — line after the paragraph and enter:
B 2 wsed fo combine fest and graphics Tn an sppealing g
>5 K ves over the appearance of your cs -« (0 produce
Sl < Rt menus, books, flyers, web .I
A
O Q] '

NOTE: Notice that the original indent settings are returned when you
clicked on the blank line. Indent adjustments only apply to the
paragraph that the cursor is in.

Id e Edit Layout Type Object Table View Window Help [ 3% v | ESv [Ev v - ISEREE =~
e fie s Raslma lnee e llon | o] 2 Move the pointerover the LEFT
RR .,.ﬂmTzo Ko '\e""@]f““i“"'ﬁ;“‘@l o, [0, [0, [, [, :[00 [0 [120 |30 [140 150 160 [0 [is0 |10 [0 [au INDENT marker Which iS the Iower
i
Y Tabs =] N .
b |1 i ] e ] A = triangle at 0 mm in the TAB Ruler,
g
fé— om0 A0 A L M hold down the SHIFT key and drag
2zl the LEFT INDENT marker to 10 mm.
d interactive
% a" . laggsm interactive ‘ I ||
~J =

NOTE: The SHIFT key allows just the lower triangle marker to be moved.
If you don’t hold down the SHIFT key, both triangle markers are
moved when you move the lower marker.
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Learning Adobe InDesign CS6

3 Press the TAB key to move the insertion point marker to the LEFT INDENT marker

and enter:

Adobe InDesign is easy to learn and it is used by authors, publishers, advertising
agencies, journalists and students. <ent

<enter>

er>

Id Fie Edt Layout Type Object Table View Window Help [ 3% v | P [Ev [EEv Essential =|0] X
Mirion Pro T ee v [TT T T | e - [T oo~ T - [T AL Tene - n| Ef+ [2ffom =
P | Regaar - ABem v [T oF mefo + | a2 Elom T B D Englich: UK - om *|=
ing.i x |
KR = T;o \':o \oﬂn@];m \[g:w\e;m\wlm fo, [o, Joo, Jo, [1o9 [mo ioo oo [ [1so fiso Jrre fieo [iov oo oo foao e e oo focb e e foso fow e [ [0 [ | oo
i
G o] 3 Tabs . 0 e e
5 ) i | | swn -l| 4 Notice how the point is indented.
M. — 1a
| : ‘D ‘10 ‘10 |3€) |40 ‘50 ‘6{) |7D ‘90 ‘90 ‘10{) |110 ‘110 ‘13{) ‘140 |l§0 ‘16{) ‘l h M H I I d h H H d d
240 This is called a anging indent an
X @ =
13 p— on 0 0 - 0
L itis achieved by combining indents
EAE d h k
| U o — and the TAB key.
= B journalist and students.
i 1 ||

5 Enter: 2 pressthe TAB key and enter:

Itis a very versatile and well developed program which has gained wide-spread
acceptance from users involved in the publishing process.  <enter>

Id Fie Edt Layout Type Object Table View Window Hep [ 33% v | Pl @Er [EEv =0 X
Minion Pro T ex v [TT T T |y e - [T e ~ T E e - [T | A ers - 5 =
S | Reglar v Al v [T TP (W[ - | a2 [2fom T e A Englih: UK -
— *Text F itting.indd @ 83% [Converted] x |
o o [0 o o [m [m [@ o Jo | [@ oo Jup [0 [0l Jism [0 [0 [130 Jise Jwo ;10 [0 Jme [0 |0 [0 Jwe [oeo w0 [0 Jmo Jmo [mo [ .
k&g £ Pages
G| Tabs ] —
B i | 54 ¢ w1020, i Aign On — -
m/ [ | — 1a o Links
‘D ‘10 ‘10 Pﬂ |40 ‘50 ‘6{) |7D ‘90 ‘90 ‘10{) |110 ‘110 ‘13{) ‘140 |l§0 ‘16{) ‘l .
2.4 = s
B E |
T . . .

1]
= ki ' 6 A second hanging indent is created.
3
B Al
M
o Q =

~F
i ¥ £ ltisaveryversatle and well developed program which has gained wide spread acceptance
B i involved in the publishing process.
am i

7  Use SAVE AS from the FILE menu to save the document in your STORAGE folder as:

Chapter 3 Formatting

3-4
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Chapter

4

Laying Out Pages Using Frames

So far you have created text blocks and placed graphics to produce publications. When
you did this a frame was set around the text or image. InDesign also offers the alternative
of inserting FRAMES first to store either text or graphics. The advantage of setting frames
is that they can be set to a variety of different shapes. For example, you can place text in
a circular frame. Frames can also be used as place holders where a new graphic or story
can be entered into a set area of the screen. Frames are used in publications where the
structure needs to stay the same, but the content is updated from time to time.

You can turn on borders or apply shading to frames, flow text from one frame to another,
adjust the size of graphics within the frame, etc. To illustrate the use of frames you will
create the publication shown on the next page. The text has been prepared for you and
its thumbnail sketch is shown below.

Main Heading
50 mm

40 mm

Story

© Guided Computer Tutorials 2012 4-1



Learning Adobe InDesign CS6

MicroArts

is pleased to

announce

OptiScan,
the most accurate Optical Character
Recognition program ever!

OptiScan is a new Optical ¢ OptiScan is available for both MicroArts Computer Services
Character Recognition program the Windows and Macintosh 72 Andrews St.

that will read text in any font operating systems. St Kilda, 3182

from 5-point fine print to 72

point headlines. It intelligently If you would like further details Prices:

analyses the document for about OptiScan, tear off the Windows ........ccccoocene. $1,550
context and spelling, making coupon below and send it to: Macintosh........cccceeeueee. $1,650
smart decisions on hard to read

characters. All you need is a

scanner and a PC.

Some of the features of OptiScan E ------------------------------------------------- E
are: 1 Please send me more details about OptiScan .
o its full word processing & NAME: ..cooioceeiriiieieiereiiesesessesssesesesssesssesessssssssesesessssssesesns ;
features allows editing to be & ;
done within the program. 4 COmMPANY: ... ;
° you can train OptiScan t0 5 AdAreSS: ..cooiiiiiiiiieieieieeeee e 1
recognise special symbols or !
characters. e ;
* it can scan both text and E Postcode: .......ccoceriierienins Phone:........ccooiiiiininis E
graphics on the same page. P ;
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Laying Out Pages Using Frames 4

Starting the New Publication

1 Load Adobe InDesign or close the current document.

2 Display the FILE menu and select NEW - DOCUMENT or click on DOCUMENT in the
CREATE NEW section of the WELCOME SCREEN.

3 Inthe NEW DOCUMENT dialogue
box set the PAPER SIZE box to A4

Document Preset: [Custom]

Intent: Print
Number of Pages: |1 ["|Facing Pages - and turn Off FACING PAGES'
Page Size: A4 -
Width: 1% 210 mm Onenmtion:@
Height: =297 mm
Columns
Number: =3 Gutter: =5 mm
- e 4 Set the COLUMNS to 3, the GUTTER
argins
Top: =25 mm Left: =|25 mm tO 5 mm and the MARGINS tO 25
[
Bottom: |25 rre— Right: =25 mm H mm.

NOTE: A page border at 20 mm will be inserted after the page is
complete. This will be 5 mm from the set margins.

5 Select OK and the InDesign work page should be displayed.

Setting the Ruler Guides

A series of horizontal ruler guides can be set to help position the frames.

1 Refer to the thumbnail sketch on page 4-1 and try to work out the positions in the
sketch that each guide line is needed.
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Id File Edit Leyout Type Object Table View Window Help  [Bg

87.8% -‘ ™ = [@EE-

=
: EETS

e
3o

“Untitied-1 @ 87% |

N

ER

o o o [0 e

[, 2.0

[100 110

[0 [0 40 [0 [160 [0 [0 [150 [0 [ot0 |20

[0 [0 [0 [0 [0 [0 [0 .

L3
=
T2
2.7
X, &=,
> K
=
B
o Q

@T
mEOQA

@a.

AN

2 Drag HORIZONTAL RULER
GUIDES in line with the following
measurements in the left Ruler: 80
mm, 120 mm, 170 mm and 230 mm.
NS

Adding the Frames

A The Heading Frames

Id  Fie Edt Layout Type Object Toble View Window Hep [ orow v | Fv Ev - 1 Se|eCt the RECTANGLE FRAME TOOL
PE L = e m: - P/i% R memigwe inthe TOOLS panel and drag a frame
5w com o o o crmcrm o Eerll  from (25,25) to (185,80).
B3 bl
T‘I;I ;/ i % .
# \J\ | i
> K [
[ ap~} [l swatches
~f
0 Q8
R N S | A A Y
@r |°

NOTE: This frame will contain the main heading. Frames have diagonal
lines through them to distinguish them from normal rectangles
and text frames.

4-4
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Creating Menus Using Frames

Chapter

S

Many hotels or restaurants like to change their menus weekly, or even daily. By using a

Desktop Publishing program to create the menu, the process is made much easier. The

menu that you will produce for a seafood restaurant is shown on the next page. Frames
will be used to place the menu items. By doing this, if the restaurant needed to alter a

menu item, just the content would need to be updated, not the layout.

The thumbnail sketch for the menu is:

Main Heading

. . R N A W NN W W W Wy W
First Sub-heading b

.“.“.“.‘L“.“.‘.ﬂ'j."‘."‘."‘."."‘."‘."‘."‘."‘."‘."L"‘.“.“.“.“.“.‘

First Sub-heading items

e e e e e e e e e R T 'r"r,-:

e e
e e e

Second Sub-heading

Second Sub-heading items

Third Sub-heading

Third Sub-heading items

Serpent Graphic

30 mm

20 mm

40 mm

20 mm
20 mm
20 mm
20 mm
20 mm

20 mm

20 mm

30 mm

© Guided Computer Tutorials 2012
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_SERPENT’S CELLAR

Appetisers

Seafood and Avocado Cocktail $5.25 Oysters Rockefeller $8.30
Avocado overflowing with deep sea scallops and green prawns. Half a dozen oysters topped with traditional spinach sauce.
Sardines in a Crust $5.95 Crab In Parsley Crepes $6.75
Deliciously crisp served with lemon wedges Lightly curries and generously filled.
Calamari $7.80 Mushroom Mousse $4.30
Deep Pried to perfection with zesty Italian sauce. Gently pureed with walnuts and lemon.

Salads and Soups

Roman Salad $3.00 Crunchy Spinach Salad $2.55 Seafood Salad $10.50
A blend of romaine lettuce, seasoned Fresh young spinach leaves topped with A light and easy meal of prawns, crab,
croutons, anchovies, eggs and grated avocado and black olives. scallops and your favourite dressing.
parmesan Ideally served with white wine.
Onion Soup with Beef and Cheese $2.65 Fishmonger’s Special $2.95
Our own version of French onion soup topped with a generous ~ Clam chowder served light yet creamy with added piquancy of
sprinkling of grated parmesan. white wine.

Seafood Specialties

Trout of the Jura $11.50 Prawns on a Golden Base $13.75
Whole trout poached in a jura rose. Ideally served with a fine Green prawns sauteed in ginger, garlic and lemon juice served
red wine. on a bed of pawpaw.

Scallops With Mushrooms $11.65
Sauteed in butter, garlic and parsley, served in a pair of coquille shells. Ideally served
with the house white wine.

Lobster With Herb Butter $19.45 Gratin of Fish of the Day with Sauces $9.55
Whole lobster baked in butter and fresh herbs and served with Fillets gently broiled and served with a combination of
a squeeze of lemon béchamel and fresh tomato sauce.
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Creating Menus Using Frames 5

Starting a New Publication

1 Load Adobe InDesign or close the current document.

2 Display the FILE menu and select NEW - DOCUMENT or select DOCUMENT in the
CREATE NEW section of the WELCOME SCREEN.

New Document

Dogument Praset: [Custom] -
Intent: Print -
Mumber of Pages: |1

Start Page #: |1

Save Preset...

More Options

&
s
A
@

Page Size: A4

3 Inthe NEW DOCUMENT dialogue
box set the PAPER SIZE box to A4,
turn off FACING PAGES and set the
MARGINS to 25 mm.

width: | =210 mm Dnenmtmn:

Height: (=297 mm

Colurmns
Number: =1 Gutter: = 4.233 mm

Margins

Left: =25 mm
(7] Right: =25 mm

Top: = |25 mm

Bottom: |25 mm

4  Select OK and the InDesign work page should be displayed.

Laying out the Page

For this publication we can use a six column page with a 2 mm gap between the column
guides. This is a more efficient method than setting six vertical ruler guides. A series of
horizontal ruler guides will then be set.

A Inserting the Column Guides

1 Display the LAYOUT menu and select MARGINS AND COLUMNS.

o - 2 Enter 6 in the NUMBER OF
< m ocmm COLUMNS box and set the GUTTER
cohns — (or SPACE BETWEEN COLUMNS) box
bk e T g o to 2 mm.
[Z) Enable Layout Adjustment

3 Select OK and the column guides should be placed on the page.
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B Setting the Ruler Guides

A series of ten HORIZONTAL RULER GUIDES can be set to show you how to complete this
more complex page structure.

1 Drag HORIZONTAL RULER GUIDES in line with the following measurements in the
left Ruler: 50 mm, 70 mm, 110 mm, 130 mm, 150 mm, 170 mm, 190 mm, 210 mm,

230 mm and 250 mm.
Id Fie Edit layour Type Object Table View Window Help [  se% v | Foiv v [ Essentials + [=[a[ x]
0 %[ w | £ 2
5 : |5 o ¥ ‘v:
: i 250 mm b | % | |
- cliolil L e e s g g = -3 s i -2 £ £s o
[0 o [0 [ [ [0 [0 [o 0o [0 [0 @ 50 Je0 [0 80 [0 |0 [0 |0 [0 [140 [10 [0 [i70 180 [10 [00 [210 [;0 |30 a0 [350 [0 [0 Bl
0 & £ Poges
B el P
T,/ | Qp tinks
AS =
e
&, &=
> K [E
| aff=] = <«
B AL
Fal
Qg .
« Iz <
r L o
q.lz H
BT |
EE
BE
=) 3
LE <
T <
f
i
T
H
22 <
T <
H
i
¥
A
o <
— <
H
3
E
B
o <
]— <
H
i
¥
A
H <
— <
A
H
EE
H
1° <
5 <
:
b
T
H
o <l
B «
H
H
BE
H
o <
A <
H
i
T
A
3
B

A large number of frames will need to placed between the Ruler and Column guides on
the page to create the structure of the page.

A The Headings

1 Click on the RECTANGLE FRAME TOOL in the TOOLS panel.
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Using Styles In Publications

Chapter

Styles are a collection of formatting information. There are two types of styles,
PARAGRAPH STYLES for formatting paragraphs and CHARACTER STYLES for formatting
individual words, letters or numbers.

Styles are an important feature of any desktop publishing package. They allow you to
ensure consistency throughout a document and make the formatting process easier and
quicker. A major advantage of using STYLES is that once text has been set to a STYLE,
when that STYLE is adjusted all the text set to that STYLE is automatically updated.

Starting a New Publication

1 Load Adobe InDesign or close the current document.

2 Display the FILE menu and select NEW - DOCUMENT or click on DOCUMENT in the

CREATE NEW section

Document Preset: [Custom]

Intent: Print

Number of Pages: |1 "] Facing Pages
Start Page #: |1 [Z] prirhary

Page Size: A4 ( -

of the WELCOME SCREEN.

3 In the NEW DOCUMENT dialogue
— box set the PAPER SIZE box to A4,

width: | %210 mm Unemﬁtmn:@

Height: (=297 mm

Colurns
Number: =1 Gutter: = (4.233 mm

Margins
Top: (=(25 mm Left: |25 mm

1)

Bottom: [=|25 mm Right: =25 mm

turn off FACING PAGES, leave the
COLUMNS set to 1 and set the
MARGINS to 25 mm.

4  Select OK and the InDesign work page should be displayed.

Id Fie La Objec ew Window Help | [B s33% v | v v @ Advanced - [=[a] x ]
X o SO A B - |0 QA | E | 2] |, B Fo -
v @ ':‘A-,LPJ.—;..q,.ny — . O | BE| - \J‘ |-
@R o o fio bo o fo T Jo To o o oo o [0 [130 Juo Jiso Jieo Jio Jieo [1s0 Jaoo [210 oo [130 [40 Joso [so Noo [0 . @ e
- e — ages
sl -
P R tinks
T. / 33
> 4] — —
CA=] [
- 5 Set the screen to the ADVANCED

workspace which provides more
panels and set the TOOLS panel to 2
columns.
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Importing the Text

To illustrate the use of styles an article about a golf club’s rules will be imported then
some styles will be created and applied to that text.

1 Select the TYPETOOL from the TOOLS panel and press CTRL+D or COMMAND+D to
select the PLACE command.

2 Access the IDcs6 SUPPORT FILES and open the CHAPTER 6 folder.
3 Click on the GOLF RULES file followed by OPEN or OK.

Id File Edit Layout Type Object Table View Window Help [ s33% v | [iv @+ [ Advanced [=]a] =]
T ™ Ay [£] e IT [ o - 0 [ e A [ee] Hll EF |- - ,;‘
iq Rs(. : ‘ 2[5 weam Tr T, AY 3 ~ | a2 [om Tl English: USA === gz =, [Ffomm ]
""lkddffﬁ?;x [o o [0 [o b | [0 [0 [0 [0 |0 [0 [ [® [0 [ [0 [0 [0 |50 [0 .
S 4 Move the PLACE TEXT icon to the
T,k top left of the page and click the
AN . 0
= m 7 mouse button to insert the article.
KL
)é = \ [ I | I

5 The text should be placed in a text frame covering the whole page.

Paragraph Styles

We will create a series of paragraph styles to format the document. The easiest way
to create a style is to carry out the formats on the text to ‘teach’the style the required

formats, then create the style.

A Displaying the Paragraph Styles Panel

1  Setthe screen to ACTUAL SIZE (CTRL+1 or COMMAND+1).

2 Expand the PARAGRAPH STYLES panel in the PANELS GROUP.,
3 The following diagram labels the various sections of the PARAGRAPH STYLES panel.

S #=l«—— Panel Menu icon
(Mised) 4
Style Names el g
Mormal =
[Mo paragraph style]
i r New Styl
Clear Overrides — / Create New Style
Create New Style Group —>‘M’ sd‘/t-'— Delete Selected Style
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B Formatting the Main Heading

As there is just one main heading we will format it without setting it to a style.

Id Fie Edit layour Type Object Table View Window Help [ 10w v | Fv HEv [ Advancad =J.0.| X

Mirion Pro v T or s [TT T T |dy [ mewes ~ | T[] 00~ 0 [ o0« [T mm | e [2jom =

P | e < AR m:&'r,? o+ a2fom T | =, om #|=
*Unti X

Nk ; [0 [0 [0 [0 [0 [0 [0 . v

B o e

i ufi 3 Y Links

T) / |+

22 == strok

X O H -

> ki i h I i h h

25l Highlight the MANICURE GOLF CLUB
- Hazards: The only hazards are:

\\| heading and set the FONT to MINION
PRO (or TIMES NEW ROMAN), BOLD,
30 pt and the TEXT COLOUR to GREEN.

~

C Creating the Sub-Heading Style

The first sub-heading will be formatted and a style created from it.

Id Fie Edit Llayout Type Object Table View Window Help [B 100% v | §o [+ [EEv Advanced ~ —HN=RERS
Mirion Fro v Tl e M v [ ITE 0% ~ T o - ([T (A Nenel = ES =
RIS ST m o - | a3 fFom TE- [Ar| egemusa - omm | =, [Homm =
S -untitied-4 @ 100% x L L -~
x k[ W [0 [0, |10 o e [, 00 [10 120 130|140 [150
Bl 1 Highlight the LOCAL RULERS
By o 3 -
m. | sub-heading and set the FONT
2.2l
= MINION PRO (or TIMES NEW
o 1 A ball Iying outside any boundary fence is out of bounds. Penalty: St to or
> KL = Distan 1
g ROMAN), BOLD and 18 p
ElAs 1] Hazards: The only hazards are: I an t'
am Q‘ o (A)  Any well defined bunker.
= = (B)  Lateral water hazards on the fifth and eleventh holes T s e
G |d (C)  Water hazard on the ninth hole. e e
el _ oo syl "
= 5 Staked Trees: If a staked tree interferes with the players stance or area of intended S Se=—=
. kwing, the ball must be lifted, without penalty and dropped two club lengths from the original = -
Wo 2 Normal
UL lposition and not nearer the hole.
B, 7 5
B
i
— Breach of Local Rules
H
i
- | Stroke Play: Twwo strokes penalty. o 8
H
¥ P Match Play: Loss of hole

2 Inthe PARAGRAPH STYLES panel
click on the CREATE NEW STYLE
button to add a new style with the

formats you set.
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3 The style can be renamed.

4 Click on the PARAGRAPH STYLE 1
style in the PARAGRAPH STYLES
I fie o o Tre Ot T Ve Wrdow b W wm v | B M- E- panel, click on the PANEL MENU icon

- A& wmoneo v Tl e« [TTT T [dy [ mews | T 0w ~ T B wome « ([T A Nore]

e chHesw - mnow mEo a2 fes FEr | eenusa at the top right of the panel and

“Untitled-4 @ 100% |

kk o @ o o b Jo [ [ [0 [0 o [0 o Jo o [uo [ [o0 [0 [
B MANICURE GOLE CLUB select STYLE OPTI(i\l:.

=

T) / |+
22 = s
= D & 1 Aball lying outside any boundary fence is out of bounds. Penalty: Stroke and =mi=
26 Kl Distance. Gradient
Laf~1 1]
EA b Hazards: The only hazards are: P
K Q‘ i (A)  Auy well defined bunker.
=) I (B)  Lateral water hazards on the fifth and eleventh holes. 51 et stves
°_ (C)  Water hazard on the ninth hole. = - “" T
a B [e——
= 5 Staked Trees: Ifa staked tree interfercs with the players stance or arca of intended = Tl Duleatestyle
. . wing, the ball must be lifted, without penalty and dropped two club lengths from the original - A Dele)style..
Wazj lposition and not nearer the hole. x ' 2 .
B, [ s ) B
i3 Style
= Breach of Local Rules
2 = Clear
Paragraph Style Options ]
~
- Style Name: |Sub Heading h b
e L 5 Inthe STYLE NAME box enter:
Advanced Ct Formats B Chraraitar ts
Indents and Spaci asiC Character Forma .
\ Sub Heading
Pasagraph Rukes
Kezp Options &&mily:  Minion Pro
Ly Font Style:
Justificatior -
Span Cokmns Size: [T 18 pt
Drop Czps and Nest=d Styles Kerning: Metrics ) 0
GREP Style .
e Gase: o 6 Click on BASIC CHARACTER
Character Color
FORMATS at the left of the dialogue
box. The formats that you set can
be changed if necessary from this
section.

7  Select OK to return to the document.

NOTE: If you simply want to change a style’s name without changing
any of its formats, you can click on the style in the PARAGRAPH
STYLES panel then click again on its name to highlight the text
and enter the new name.
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Single-Page Newsletters

When you need to create a single-page newsletter, but don't want to go to the trouble
of setting frames and threading text through those frames, the COLUMNS tool can be
used to split a text frame into columns. To illustrate this a simple 3-column one-page
newsletter about travelling to Britain will be created.

Starting a New Publication

1 Load Adobe InDesign or close the current document.

2 Display the FILE menu and select NEW - DOCUMENT or click on DOCUMENT in the
CREATE NEW section of the WELCOME SCREEN.

e

Dogcument Preset: [Custor] 0K

Nmbflptgt i e Sancel 3 In the NEW DOCUMENT dialogue
sarage . T box set the PAPER SIZE box to A4,

Page Size: A4 <o — turn off FACING PAGES, leave the
wdth: 2210 mm oriensaton: (] COLUMNS set to 1 and set the

ek MARGINS to 20 mm.

Columns

Mumber: =1

Margins
Top: |5 20 mm Left: =20 mm

Bottom: = 20 mm Right: ={20 mm

4  Select OK and the InDesign work page should be displayed.
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Importing the Text
The text has been prepared for you and it needs to be imported into a text frame.

1 Select the TYPE TOOL from the TOOLS panel and press CTRL+D or COMMAND+D to
select the PLACE command.

2 Access the IDcs6 SUPPORT FILES and open the CHAPTER 7 folder.

3 Click on the BRITAIN TEXT file followed by OPEN or OK.

Id Fie Edit Layout Type Object Table View Window Help [ 8% v | Pv Ev [ Advanced ~ HE‘LI
vinon Pro vg: 2e v [T T T |dy 2 mevs + [T H 0% « T [ ~ [A v R sl = === = I
S o9 | Regulsr - 5 (4dp) » |Te T, F | B9 S0 v | a3 2foe T - Engleh: USA .

»’U\gf;m\df;@\;m \:ol o o o2 o Jo Jso [0 [0 [s0 [0 [100 [0 [120 |30 [140 [1s0 [1e0 |70 [180 [150 4 Move the PLACE TEXT icon to the
L = .

G top left of the page and click the
A mouse button to insert the article.
| —

ol e

5 The text should be placed in a text frame covering the whole page.

6 If a MISSING FONTS dialogue box is displayed, select OK.

Id File Edit layout Type Object Table View Window Help [  s1% v | Fv @ [EEr Advanced « LBE=RE.*

e = e i e e P ERFUE 3
#U::;"m;@:;% :o P 10 0 M [0, [0 [0 Ji0 (10 Jo [0 [199 [0 [ie0 [0 [180 [1%0 . 7 :

Ll & 7 Click on the text, press CTRL+A or

L COMMAND+A to select all of it and
2.2,

= set the FONT to MINION PRO (or
> kifi

Lo TIMES NEW ROMAN).

B 2

o Q ‘; 5 Object Styles

oF | =
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Setting the Text into Columns

All the text will be set into 3 columns then the text that needs to span across the
columns will be set back to 1 column.

1 All the text should still be highlighted.

2 Open the PARAGRAPH FORMATTING
CONTROLS and set the NUMBER OF

COLUMNS box to 3.
Window Help [ . E- w e
= om =[5 m = [Fomm - B mEE = e w || Minion Pre. -~ T + [TTT T |Av [ mevis ~ =
=, Eom e [2]o &z 2o o+ | == | {1 [+ |5 omm - ke LT OF ([ -
P O R O O O O 0 P 0 B 5 2 0 P B P P
o Layers
U tinks
e
@ Gradient
! ™
3 The text flows down the left column
then into the middle column then

(depending on the font size) into the
right column.

Spanning Text Across Columns

The headings and footer text will need to span across the columns. You can set text to
just span across just 2 of the columns, but in this case it will need to span across all 3
columns.

Id File Edit layoust Type Object Table View Window Help [  s1% v | v v W Advanced - =X

9], Normah - m 2z = N I 1]
== ez

it

= :u‘;;m‘«;@‘;& e o e o 1 1 Highlight the first two paragraphs
vizld including the blank line at the top of
@/ the first paragraph and the 2 blank

m el lines after the second paragraph.
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4 Highlight the last 3 |

Id File Edit Lleyout Type Object Table View Window Help  [B s1% v | i Advanced ~
=lomm =lomm *2 [Homm = [ZJomm 9, Normal+ 3 2= Nore. Minion Pro ~ qT 5] ue - |[TT T T | Ay [ Mevis ~ 5=
= [2[omm “omm 0 & 2o [ Hyphenste a2, e - [T OF (M - -
“Untitied 1 @ 81% | Span Al
T[Fo, [ _po o [0 [0 Jio [ [ J# [so [0 [0 Jso [0 [100 [0 [120 [130 [140 [150 [160 |70 [180 [199 Se=n2 2 [ Q50 260 [20 s [z [0 [3t0 [320 [0 @
Pages
o Span4
| : W Layers
T
a Qo tinks
B e
| Z= stroke
H Travel Insurance
Swatches
[ Australians are covered for -]
° doctor's fees and public hospital
= charges in Britain underan .
3 h
e 2 C t t to the SPAN
s ovevr 0ot o ICK On the arrow next to the
5 1o risk having to use a public
= watd, private travel insurance ts H
. i COLUMNS box in the PARAGRAPH
= ntry into Britain
T .
- e FORMATTING CONTROLS and select
2 toverit visa tnta Bettal
SPAN 3.
Id e Edit Layout Type Object Table View Window Help B s1% v | Ey E Advanced -
“omm “lomm *= Eomm [0 mm 4. nomals = EE [ — —m -
2lomm 2lomm 2o 2o [ Hyphenste L slaz3 |3,
) s 05 | 3 The highlighted text is now set back
Plfe, [ po o [0 [o o |2 [ [# Jso [0 [0 [s0 [0 [100 [0 [120 |20 [140 [1s0 [1e0 |70 [180 [190
g I
to one column.
T
5
13
| = stroke
H
K B swatches
o ch the thrill of your first visit to Britain. You can go back to Britain numerous times, bu
B s that first visit [ Gradient
B . e S Ertects
3 [Entry into Britain 1o 5¢e over hedgerows, something
E Australians are covered for that can be:a problem when 51 osiect sties
i Gettinga tourist visa into Briain | doctors fees and public hospital | fourlng by car.
| snot a problem for Australlans, |~ <PArgesin Britain underan
B olongastheydoritintend o dgreement by the two countries o Paragraph stytes
2w Lonaar i the th, However, if you prefer not Madigan's Travel Agency
Id File Edit Llayout Type Object Table View Window Help  [B Advanced ~
A =0 mm =0 mm ~Jomm 9. Normsi+ 3 5 Minion Pro ~qTE ur  ~ [TT T T |Ay [ Menis ~ 5=
™ = [2[omm “omm & 2o [ Hyphenste : g, ~ A wm - [T T W[ - -
] cuntitea-1@ 515 x | st
Tfso_ [0 po o [0 [o o [ [ J# Jso [s0 [0 Jso [0 |10 [0 [120 [130 [140 [150 [160 |70 [180 [199 SN2 [0 Pso e [o0 Do [0 [0 [3t0 [320 [0 @
Pages
o Layers
T
o Qo tinks
[Planning Your First T T
I3 [Trip to BRITATN = Stroke
3
E [ swatches
o othing can ever match the thril of your first visi to Britaln. You can go back to Brltaln numerous times, buf M=
= it is never quite the same as that irst yisi
d
[ fe Erfects
o |Entry into Britain torsee aver hedgerows, something
- Australians are covered for that can be:a problem when 5] Object tyies
i Getting a tourtst visa into Britatn | 90¢tor’s fresand public hospital | touring by car.
E s not a problem for Australlans, | ©harges in Britain underan
3 olongastheydontintendto  agreement by the two countries s M Paragraph styles
| tay longer than 6 months the ~ Howeven Ifyou prefer not
B maximn tme allowed for 10 risk having to use a public
ks ward, private travel Insurance Is A Craracter styies
T avall
U Vaccinati
‘accinations
I Touring by Car

ines in the third

column and set the SPAN COLUMNS

box to SPAN 3.
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3

Multiple Page Newsletters

InDesign allows you set multiple pages in a document. Each page can act as a separate
entity or pages can be linked to one another. To see how to use multiple pages you
will create 2 pages of a 4 page newsletter for a travel agency. All the text and graphics
required have been entered for you. Your task will simply be to incorporate them into
well designed pages.

The Front Page

The first page of the newsletter is shown on the next page. Its thumbnail sketch is:

Company Details
40 mm

Newsletter Title

1170 mm
Intro Text Image
90 mm 90 mm

2 columns
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Madigans Travel Agency

24 Simpsons Road, South Melbourne, 3205

June 2013

PASSPORT

TO THE
WORLD

This month we Wwill be
looking at some places
for the honeymoon.

The most romantic trips

the world has to offer.

Accommodation at five
star hotels, providing a
wide variety of elegant
cuisines, organised day
trips and an exotic

nightlife.

8-2
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Multiple Page Newsletters 8

Starting a New Publication

1 Load Adobe InDesign or close the current document.

2 Display the FILE menu and select NEW - DOCUMENT or select DOCUMENT from the
CREATE NEW section of the WELCOME SCREEN.

3 In the NEW DOCUMENT dialogue
box turn off FACING PAGES and
enter 4 in the NUMBER OF PAGES
box.

Document Preset: [Custom]

Intent: Print

|”| Facing Pages
Start Page #: |1 [Tl Primary Text Frame

Mumber of Pages: |4

More Options

Page Size: A4

Width: %210 mm -
Height: |={ 297 mm

~

4 Set the PAPER SIZE box to A4, leave
the COLUMNS set to 1 and set the
MARGINS to 20 mm.

Columns

Mumber: {1 6 Guttar- 14933 mm

Margins

Top: (=20 mm w2l mm

'] Right: =20 mm

Bottom: = 20 mm

5 Select OK to start the new document and set the screen to the ADVANCED
workspace.

Formatting the Pages Panel

The pages in the document are controlled using the PAGES panel.

Id Fie Edit Loyout Type Object Table View Window Help [B 863% v \ P =& m Advanced B [=[a[ x]J

: = @ 5 :

-: S |§| o, o o Jo jo o o o

B 1o [ e

o, )7 : \ 1

> Wt [ ==

D@l .

e 2l 1 Expand the PAGES panel in the
LA PANEL GROUP and the 4 pages
maal should be listed.

NOTE: The 4 page icons are a displayed in the PAGES panel with the
PAGE 1 icon highlighted as that is the page that is on the screen.
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2 Click on the PANEL MENU icon at
the top right of the PAGES panel,
highlight VIEW PAGES and select

Id File Edit Leyout Type Object Table View Window Help [B 863% v \ My =y [@Ey HORIZONTALLY'
N X l & ol A & AREIR - o - ~
| 5| = i || H s 0 Q ~FTErEEET 2 =
: v [E] z o n e e [ —— e | =~ as OF
o] untinea 2@ s6x ~ | 1 !
TP 0 [0 o 0 Do [0 [0 sl [0 [0 [50 09 [0 [0 Ji0 |49 50 [0 oo Jie0 [150 [00 D10 [ ngertPages.. ==
L = ~ | [C0) Paves
ool Move Pages.
2 Duplicate Spread g L=
B 1 |1
d Delete Spread G Links
|
2 2f New Master... =g
g‘@ H Master Options...
e Apply Master to Pages.. ] St
4 3
0= a Override All Master Page Iteffs Alt+ Shift+Ctrl+L [ Gradient
H Master Pages »
B - S errecs
nEls Create Alterate Layor
U 5
= Numbering & Sectigff Options... @ Object Stytes
" V| Allow Documenigfiges to Shuffle P ———
@ H v Allow Selectedgffread to Shuffle
CEEL 3 Page Attri » Character Styles
8,173 View Pages v Morizon tally
° Panel Options... v Vertically N
T
B By Alternate Layout
Id Fie Edt Layout Type Object Table View Window Help [ ss3% v | Fv Ev (@ Advanced - =0 X
g Ml e N @ a o i H= - Bas I e r
v: E[[m01&7mm | H = m .g 'QA;lPJ.—;.a,.u' — [ | @ E =~ 2 @3¢
o] untinea 2@ s~ | - =
k[ o fo o Jio [0 o [0 o leo [ oo oo o [i0 |20 |10 Ji0 Jiso ieo o [180 [i90 |20 [210 |20 o0 [ss0 [es0 |aco |zs0) OPages [[ayers | Winks » ==
A Pages
m IHI CE [Nane] |:|
g Lavers
& [T - [T
u = Qg Links
W, B =
2 2 Z= strok
B 1 3
=@[3 a B swatches
(ol o= ®
)-f E“ A [ Gradient
B 4
B £
e = {

3 The page icons are displayed next to

one another.

NOTE: i

You can drag the left and bottom borders of the PAGES panel
to alter its width and height.

PANEL OPTIONS from the PANEL MENU can be used to change
the size of the page icons and the position of the page and
master page icons (the top icons).

8-4
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9

Using Tables in Publications

InDesign provides a TABLES tool that allows you to insert professional and detailed tables
into documents. If you have used the tables features of Microsoft Word before, you will
find the InDesign tables feature as easy to use, but with many more functions. You can
also insert fully formatted Word and Excel tables into InDesign and have full editing
control over them.

To illustrate the use of tables in InDesign, an advertising document for a new car has been
prepared for you. Your task will be to add two tables to the document.

Loading the Sample File

1 Load Adobe InDesign or close the current document.

2 Display the FILE menu and select OPEN or click on the OPEN button in the
WELCOME SCREEN.

3 Access the IDcs6 SUPPORT FILES, open the CHAPTER 9 folder and load the
CHAPTER 9 file.

4 The file provides details about a new car that has just been released.

5 Use SAVE AS from the FILE menu to save the file in your STORAGE folder under the
name:
Chapter 9 Tables

6 Check that the screen is set to the ADVANCED workspace.

Inserting a Table

Let’s place a table to the right of the second text frame to display the specifications of the
car.

A Setting the Table Frame

Tables are text orientated so the TYPE TOOL needs to be used when working with tables
and those tables are placed in text frames. You can, however, include graphics in table
cells when needed.
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B oswc | P oEe EE e - [=[a] x ]

*Chapter 9.ndd @ 75% [Converted] |

[0 [0 [o o po [0 [0 [@ [0 Jo oo [0 [1i0 [129 [1 [140 |50 [ie0 170 [0 [1s0 [ooo [o10 [0 [r30 [o#0 [sb [oep [oro [owo [rs [0 [s10 [:20 [330 [ss0 [ss0 [seb [370 [se0 [0

Test drive the new Vulcan Volcano today!

“ e paes

= et Wen

W Layers
| 9 vimes

1 Selectthe TYPETOOL and drag a
text frame to the right of the second
T — text frame between the guide lines.

The latest sports car m the renowned
Vulcanrange, the Vulcan Volcano Mark
\mhajmhmmlwadmdnthzs
Leen well worth the wait. The

ward T —

The excitmg Valcan Volcano Mark [ has Teeseseesseeseeeee m
ne@ pndergone 4 years of development to ensure|
I that all the latest technological advances can

g, be provided in this stylish compact sportd
- package. The engine and suspension have beer

3 extensively updated to provide exhilarating
performance and handling This has beer

I acmeved fe
B hoxury car The interior inchudes full leathes
throughout, heated seats, crmse control, 6 air-
2 bags. satellite navigation, full electronics, etc)

W: 82.333 mm
H: 76,65 mm

A\ Choracter Styles

S

~
— : — — 2 Zoom in on the text frame, enter the
Id File Edit layout Type Object Table View Window Help [ 125% v | §v [Elv [E»
Times New Roman o= - C T | Ay ] eres Fwowe +~ TE 0w [T A ol i O
= et =e NI e -[fha = —WE = [T heading:
'Cnal:sgers,lm‘ll:@ 125% [Converted] * | Specrﬁcatlons
G el ff3 7
2 Vulcan Volgae”
o i 70 and press <enter> or <return>
VAR .
i‘E‘ ‘i [The exciting Vulcan Volcano Mark III Specifications twice.
=1 ;] undergone 4 years of development to ens:
@ |} [hat all the latest technological advances c | e
U Q)1 |be provided in this stylish compact spo S erecs

B Setting the Table

A table with 7 rows and 2 columns will be required.

1  Display the TABLE menu and select INSERT TABLE.

Insert Table
Table Dimensions oK
Body Rows: = 7 N

Columns: 5|2
Header Rows: {0 2 Set the BODY ROWS to 7, the

Footer Rows: = 0
COLUMNS to 2 and select OK.

Table Style: [Basic Table] -
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Id File Edit layout Type Object Table View Window Help [ 125% v | v v @~ Advanced - CHR=RES S
; [B)| Times new Roman T e - [TTT T [y [ mews [T e » T+ [T A Do)
= - hfuen - mToF (mfEe TEr 1A | e
e *Chapter 9.indd @ 125% [Converted] x
% o
(=
Gl
=N
T
[Uvpg
2.7
5 N frame.
S *1 [The exciting Vulcan Volcano Mark III Specifications
& ;] [undergone 4 years of development to ens; p—
& #|} (hat all the latest technological advances c: M crsn
U K] be provided in this stylish compact spo f et
5 package. The engine and susp@nsionh?ve bt?e 51 Oiectstes
am | extensively updated to _prov1de _exh]laraim o
maoz|si [performance and handling. This has bee
‘ 8. jachieved without neglecting all the comforts o LI oo
°] |a lnvnmz car Tha interiar inclndac fiall laathes ‘

C Adjusting the Column Width

The second column will need to be wider than the first.

1
changes to horizontal arrows.

Move the pointer over the border between the two columns until the pointer

Reguisr ~ A asem - A
*Chapter 9.indd @ 125% [Converted] x
|l|l ‘20

T T, T |mg3o A3 Dom T B

|

Engiish: UK

Id Fie Edt Layout Type Object Table View Window Help [B 125% v | v v [EEv Advanced - =0 X

+ [A)| Times New Romen ~qTE 2 - [T T T [y [ ews ~ [T EH e » TE e « [T A era - ]l | ‘_:

DA | e g - BT mEe L a2 s T Ar| g - =] # =

= ~Chapter 9.indd @ 125% [Converied] * ™

P o, [ w0 e oo o fo Jwe [0, om0 Rk s [0 .

Lo styleand a¥wgpleal 2 Drag the border to the left so that it

& el a Vulcan Volcano camg T . .

m. [ is in line with about 142 mm in the

2./

X, m[5 = —

|1 [The excifing Vulcan Volcano Mark II St top Ruler.

S 71 undergone 4 years of development to ens:

B #| 1 ([that all the latest technological advances c L) ==

g 3 5 5 3 g “r

AUACY, £ I T provided in this stylish compact spo S rects

] [package. Theengine and suspension have bee 51 obiectstie

Q'J o] extensively updated to _provide exh]laraim T

®woz s [performance and handling. This has bee

.} @achieved without neglecting all the comforts o | o=
*1 la lnvnnzear The interiar inclndec fill leathes ‘

Id File Edit Llajout Type Object Table View Window Help [ 125% v | [v ®iv @~ Advances [=Tal x ]

Times New Roman AT oe - [T T T |dy e o T e - [ e - [T |A. ol

|3 Move the pointer over the right

style and driving

e

=

plea;
a Vulcan Volcano can pro|

border of column 2 and drag it back
to the right edge of the frame.

il

The exciting Vulcan Volcano Mark III
undergone 4 years of development to ens

Specifications

that all the latest technological advances c:

be provided in this stylish compact spo:
package. The engine and suspension have bee

Ko A P

CEERIER G
] & =
ﬁ ANEE| AN BT

extensively updated to provide exhilaratin;

8

performance and handling. This has bee

®
=
N

o

achieved without neglecting all the comforts o:

Fra I

@)

2 lnvnru car The interiar includec finll leathes
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D Changing the Row Heights

Each row can have its height changed individually or all the rows can be changed
proportionally using the SHIFT key.

-
Id File Edt Lsyout Type Object Toble View Window Help | [ 1% v | v v [EEv .
e TEE R R CES T 1 Move the pointer over the bottom
L | e - hl wem ~ T T w2 o v | a2 om T A Englsh UK op e
T border of the table until it changes
kK i .
Gl style ;ﬂ(}dnvmgpleasqﬂ to vertical arrows, hold down the
B a Vulcan Volcano can provid
m/f SHIFT key and drag the border down
VA
x| The exciting Vulcan Volcano Mark III has| Specifications until it is level with the bottom of
51 7] undergone 4 years of development to ensure .
@ #| 4 [hatall the latest technological advances can the textin the frame to the Ieft
U Q] be provided in this stylish compact sports
i package. The engine and suspension have been ] 5] obiect sty
2 = i extensively updated to provide exhilarating ; e
®mow |} [performance and handling. This has been :
2.+ jachieved withoutneglecting all the comforts of P ’/ : Pl osss e
°1  la luxury car. The interior includes full leather /
i1 throughout, heated seats, cruise control, 6 air-
i |bags, satellite navigation, full electronics, etc, I/

2 The SHIFT key causes all the rows to be equally increased in height.

Completing the Table

Text can now be added to the table and formatted.

Id File Edit Lsyout Type Object Table View Window Help [ 5% v | fiv @Ev [+ [=Ta] x ]

Times New Roman e« [TT T T |dy s v [TE e - T ww o [T A e ‘ "‘ =

Reguiar g eem ~ T T OF (W v | a2 om T B A Englsh UK

S ~Chapter 9.ndd @ 125% [Converted] * |
| PO I I e = !
Gl [} style and driving pleas .
! a Vilean voleano e ] 11N the top left cell enter:  Model
M|
EXAE -
;E;'E 1 The exciting Vulcan Volcano Mark IIT has specifications =
51 7] undergone 4 years of development to ensure B st
& ~| ] |that all the latest technological advances can |Model Volcano Mark IIT e
U Q] be provided in this stylish compact sports ; P
Lo 13 i - .
2 Press the TAB key or the right arrow

key on the keyboard to move to
the second cell in the first row and
enter:

Volcano Mark Il

NOTE: You can use the TAB key, the arrow keys on the keyboard or the
mouse to move around the cells in a table.
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Creating Pamphlets

Chapter

10

Pamphlets are an excellent way of displaying publicity information in a concise manner
and they can be easily folded and posted. The most common form of pamphlet is one
comprising 6 sides (or columns), 3 on each side of a sheet of paper. The sheet of paper is

then folded in three. You can also create 4 sided pamphlets that are folded in half.

The most important step in the creation of this type of document is working out where

each side should be placed so that the pamphlet folds correctly. Collect ~————
an A4 sheet of paper, turn it on its side (called landscape) and fold it

into three even sections. Write the page number on each page so that

page 1 is the first page and page 6 the last page. Open the sheet up

and you should have:

Front Page 5

Page 6

Page 1

Back Page 2

Page 3

Page 4

This is the layout that you will produce in this activity to create a pamphlet for an online
music store. The thumbnail sketch for the pamphlet is displayed at the top of the next

page.
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Learning Adobe InDesign CS6

Page 1
Side 5 Side 6 Side 1
Page 2
Side 2 Side 3 Side 4
The Page Layout

1 Load Adobe InDesign or close the current document.

2 Display the FILE menu and select NEW - DOCUMENT or click on DOCUMENT in the
CREATE NEW section of the WELCOME SCREEN.

Document Preset: [Custom]

3 Inthe NEW DOCUMENT dialogue
box turn off FACING PAGES and
S L=, enter 2 in the NUMBER OF PAGES

Number of Pages: |2 [] Facing Pages bO
X.

-
Start Page #: |1 [T Primary Text Frame

Page Size: A4 Mare Options

-

Width: = 297 mm

Orientation: @

Height: =210 mm

4 Set the PAPER SIZE box to A4, the

Columns

Number: (%3 ~Emmmmmnitter: - ORIENTATION to LANDSCAPE, the
Margins COLUMNS NUMBER to 3 witha 5
e ‘ mm GUTTER and set the MARGINS
: = to 20 mm.

5 Select OK and the InDesign work page should be displayed. Check that the screen
is set to the ADVANCED workspace.
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Completing Side 1

10

Side 1 of the pamphlet will be the front page. Itis placed in the right column of page 1

and it will contain two text frames and a graphic frame, all enclosed in a rectangle.

A Setting the Frames

1 Page 1 should be on the screen. Set the view to FIT PAGE IN WINDOW.

@ & %) E
e I e P O e e e e O e O P O P O O O

A craacter styes

B Completing the Top Frame

1 Select the TYPETOOL and click the I-BEAM in the top frame.
2 Set the screen to ACTUAL SIZE and enter the following text:

Global <enter>
Online Music <enter>
Store

T e W 2 Select the RECTANGLE FRAME TOOL
Ll el el U el P caf = 52" anddrag 3 frames from (195,20) to
) PP L (277,80), (195,80) to (277,130) and
T, (195,130) to (277,190).
- JlaZ
s 2=

v mcbmf:%
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Id Fie Edit Layout Type Object Tsble View Window Help = [B] os3% v | Fov [Ev [EEv Advanced ~ =|0] X

T |[dy [ Meve o [T 100 [ 0% - [T
g 43 fom T B A

iﬁ

H
B

Lo
i

BN OB E

3 Highlight all the text and set the
FONT to MINION PRO or TIMES (NEW
ROMAN), the STYLE to BOLD, the
SIZE to 36 point, the ALIGNMENT to
CENTRE and the FONT COLOUR to
DARK BLUE.

4 The text can be vertically centred in the frame and given a light drop shadow.
Select the SELECTION TOOL and the frame should be selected.

Id Fie Edit Llayout Type Object Table View Window Help [ o9s53% v | Fv Ev @+ Advanced CRA=AR S
N e e T e e =il - e = e = IR
5% x|
3 : [0, [0 [ [ [0 [0 [ [ [ [0 (10 220 [130 [i40 [150 [160 [t [180 [19 [0 210 [220 [230 4 [0 [0 [0 [280 [290) | Po . E o
] T : .
YAl % % ks
= H = s
2l Global ™9~ |a=-
B Onl ,
li 5 Click on the ALIGN CENTRE button
i in the CONTROL panel to vertically

centre the text in the frame.

NOTE: You can also display the OBJECT menu, select TEXT FRAME
OPTIONS, set the VERTICAL JUSTIFICATION - ALIGN box to CENTRE
and select OK to vertically centre the text in the frame.

Id Fie Edit Llayour Type Object Table View Window Help [ os3% v | v ®Ev @+

< [2se3mm | w2 s e SR L 4w B - @ Q6

50 mm H: [~ 50 mm | m [ o0 -::«r - QX;.Pd ook |[A] ) | — | [100%

S ~Untitied-4 @ 95% |
P

Drop Shadow..,
Ck]l} z o o [ [ [so [0 [0 [ [ [0 [0 [120 [130 [140 [150 [60 [0 180 [190 [200 [oL IME’SMDQ-&ﬁr sio [0 a
Bt ( Outer Glow...
6 Click on the EFFECTS icon in the

CONTROL panel and select DROP
SHADOW.

A o e o
o | E
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