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Set up your fileslke ths. You MUST keep
copies of AL images in the Images folder—
InDesign needs them to print properly.



Basics of InDesign

1. Create a set of folders like at right on your computer

2. Place all the images you want to use in your document in your “Images” folder, and any special fonts in a “Fonts” folder

3. Open InDesign (Click on the ”ID“ square at the bottom of your screen)

4. Create a new file (File>New or command-N)

5. Intent = ”print.” Number of pages = “2.” Start page” 2.” Turn “Facing Pages” on. Set the page size to “letter”

6. Set margins to .5” , and set the number of columns to “3.”  This creates a basic “grid” for your magazine. (Remember margin is “No Fly Zone for type.)

7. Click “Okay.” Your document will open up. IMMEDIATELY save your file into your project folder.

9. IF FACING PAGES TURNED OFF: Go to the Pages pallet on right side of the screen; go under options (upper right below double arrows to left, looks like indication for three lines of text), set to “allow pages to shuffle,” this allows you to pull pages up next to each other (watch for indicators).

10. Go to View>Show Rulers or Hide Rulers and make sure your rulers are on.  Control-click the rulers with your mouse to check that they are set to inches. You can drag “guides” out of the rulers by clicking on the rulers and dragging guides out of them. They help you align items, or create more complex grids.

11. Hit the “W” key to show guides or preview document.

TEXT

12. You create a text box by clicking and dragging with the type tool. Unlike Word, you have to create a text box to be able to type. Also unlike Word, you can place that textbox anywhere, and that textbox will stay there. You can copy and paste type in the box, or type it in. Type will come in at 12pt/14pt lead; reduce to 10/12.

13. Many of the type adjustments are in the tool-sensitive bar on the top of your screen below the menu; for more complete control, Command-T (or Window>Type>Character) brings up type controls; command-option-T (or Window>Type>Paragraph) brings up paragraph controls.

14. To import text, first click on your pasteboard to make sure nothing is selected, then go to File>Place (command-D) and navigate to the file you want to import; your icon will change and you can place the type by clicking and dragging. If your text extends beyond the box you create, you will see a little red box on the lower right when in “Normal” view; clicking that box changes your cursor icon, and you can then click and drag a new text box that’s linked to your previous textbox.

15.To add “Greeking,” or dummy type, place your cursor in your textbox, and use Text>Fill with Placeholder Text.

16. If you want text to “wrap around” your artwork, go to Window>Text Wrap; you will get a pallet (right side of screen) with 5 buttons at the top; click the second one from left and the type will wrap. But you don’t want the type to wrap exactly to the box, so use the controls directly below to move the text away from your artwork.

Try to use as few text boxes as possible. You don’t need a new text box for each paragraph, but you will need one for your headline, one for each column of text, one each for your image captions, and one for your credits.

IMAGES

17. To add images to your document: First make sure no object is selected. Then command-D imports images. You will get a preview of the image. Wherever you click next, the image will appear.

Once the image appears, you can either move the edges of the box around the image (cropping the image) or you can move the box with the image.

18. If you click on the image using the “black” arrow (Selection Tool [from the Toolbox on the left side of your screen]) a set of blue handles appear. The handles on the blue box change the box around the image and how the image is cropped.

19. If you click on the image using the “white” arrow (Direct Selection Tool), a brown box appears that indicates the actual size of the image, and the handles on the brown box allow you to change the size of the image within the frame.

20. Holding the shift key while you grab a handle allows you to resize an image proportional (image doesn’t become squashed or stretched from the original).

21. Be sure to keep all images you import, and keep them in the same place you imported them from. Unlike Word, InDesign does not store the images in your InDesign file, and if you move them around, their link to the InDesign file can be broken, resulting in poor reproduction.

SAVING

22. DANGER!!! 

WHEN YOU ARE DONE, you MUST move your folders to the Server AND onto your Flash drive. Because of the “Deep Freeze” program on Montgomery College’s computers, anything saved on the Desktop will be LOST when your computer is shut down.
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