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Chapter

11

Table of Contents

InDesign allows you to create Tables of Contents based on the headings in a document.
These tables can be automatically updated when changes are made to the publication
and exported to a PDF document that can be read by other programs such as Adobe
Acrobat Reader. Interactivity can also be added through bookmark links to the headings.

Looking at the Sample File

If you have used paragraph styles within a document you can automatically create a
table of contents from these styles. A sample document with paragraph styles has been
prepared for you.

A Loading the Sample File

1 Load Adobe InDesign or close the current documents.
2 Select OPEN from the WELCOME screen or FILE menu.

3 Access the IDcc SUPPORT FILES, open the CHAPTER 11 folder and load the CHAPTER
11 file.

NOTE: If a MISSING FONTS dialogue box is displayed, click on the
flagged fonts, set the boxes at the bottom of the dialogue box to
ARIAL, select the appropriate style and click on CHANGE ALL.

4  The file contains the first 8 pages of the first chapter of these tutorials.

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

6 Use SAVE AS from the FILE menu to save the document in your STORAGE folder
under the file name:

Chapter 11 TOC

© Guided Computer Tutorials 2017 11-1
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B Looking at the Pages

The document consists of an opening page, a blank page where the Table of Contents
will be placed and 6 pages of instructions.

1 Expand the PAGES panel and
double click on some of the pages
to familiarise yourself with the

e e e e 0D e document.
N s — FWW.AWW D el IE‘EPD .

ﬁ!—\ B R TSR lan e | o |0 ——]| o ] - / |
S
5l
|
N2
< _

Learning
el
=R
B Adobe
IniPESIgNn _
: 2 The height of the PAGES panel can

be adjusted by dragging its bottom
border.

3 Thefirst two pages are numbered 1 and 2. The next 6 pages are numbered 1-1
through to 1-6.

4 The numbering of pages is set using NUMBERING & SECTION OPTIONS from the
LAYOUT menu.

C Looking at the Styles Used

Three paragraph styles have been used for the headings in this document. Chapter Title,
Sub-Head and Sub-Head Point.

1 Double click on the third page icon

Id File Edit Layout Type Object Teble View Window Help st} u.s%v\ v =y EEv
o ] wifE] | o |EE [-] g 2 F [-]] € SR .E‘E_| 0.a & 1 th PAGES I t
0 8 P
: BE_T)gofL_F)C 0|2 M in the panel to open page

P 11=1/5

G lel

N fE L

B ntroduction to InDesign CC

=, @, [

> k[T

el Desktop Publishing Isthe proces s combining text and graphicson a computer creen

5 >

B £ renus, namnhl ' booksc nteractive materlalsandyou k

™ Q‘ B Wwill produce these types of publications as you progress through these tutorials.

= [T IThe Page Layoutprograim you willuse fo this s called Adobe InDesign CC and it gives

S

0T | Starting an InDesign Document

Ooo |
=15 1 Load Adobe InDesign the InDesign Wel
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2 Expand the PARAGRAPH STYLES panel.

" —s m
[Id File Edit Loyout Type Object Table View Window Hep [ E  845% v | [ =+ @ »

: : : = vl==1 3 Select the TYPETOOL and click on
the main heading for the chapter.
CHAPTERTITLE should be selected

Chapter 11 TOC.indd @ 84% *
M )

E 7>

‘ h GRAPH S S |
Mo T i TR in the PARAGRAPH STYLES panel.
=l Desktop Publishing Is the process of combining text and graphigffon a computer screen
O o produce It Is used to prodh
B Z. Jmenus, advertisements, pamphlets, books, catalogues or intejfCtive materials and you
&
0 Q

IThe Page Layout program you will use for this s called Adob
/ou total control over the appearance of documents.

fx Eftects
&3 Object Styles.

Starting an InDesign Document & Paragraph Styles

1 Load Adobe InDesign and you should receive the InDesign Welcome Screen:” Chaptar Tl
[Basic Paragraph]

o\ Character styles

ToC THe

2 Select NEW to starta new

Bady Bax
document.
Bady point =]
chapter Head =]
Chapter Title
3 When you starta new InDesign document the program needs to know the required E——

page measurements so the PAGE DIMENSIONS dialogue box Is opened.

=~

_ ; : - 4 Click on the first sub heading and
Gmmamemm: : “ notice in the PARAGRAPH STYLES

Id File Edit Leyout Type Object Table View Window Help B ss% v | P = @

k
. | that it has b lied to th
b i panel that It has been applied to the
[ g
I : : SUB-HEAD styl
. ntroduction to InDesign CC style.
K
=l |Desktop Publishing is the process of combining text and graphics on a computer screen
O o produce It Is used to prod greeting cards, restaurant
B Z Jmenus, advertisements, pamphlets, books, catalogues er interactive materials and you —
s Q‘ Wwill produce these types of publications as you pragress through these tutorl p—
— The Page Layout program you will use for this is call eERion CC and it gives.

/outotal control over the appearan
53 Objectstyles

Starting }m InDesign Document & Paragraph Styles

1 Load Adobe InDesign and you should recelve the InDesign Welcome Screen. ‘Sub-Head
[esscparsgraph] = A cnaracter stytes
Toc Tae

2 Select NEW to starta new
document.

3 When you starta new InDesign document the program needs to know the required
page measurements so the PAGE DIMENSIONS dialogue box Is opened. ey |

B ponts,

Paragrapt
Sub-Hea:

Sub-Head point.

NOTE: You may need to scroll through the PARAGRAPH STYLES to
display the SUB-HEAD style. The panel’s height can be increased
by dragging its bottom border down.
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T Tal » 11

5 Click on the PAGE box arrow at the

™

left of the STATUS BAR at the bottom

ol . of the screen and select 1-5 to
m | niducion o ffsign .
Nl display that page.
> B B
| al~ =
B A,
O Q
-
.D DEZ ? ‘The Panel Group 6B e
Bl =l o e ol o A s

g_ A Dispyffing Papflis

::1 : || X

ER N1 6 Click on the lettered sub-heading

i3 hd 1'5h top right of the PANEL GR . .

o | L and notice that it has been set to

| S e the SUB-HEAD POINT style in the

R P~ T T |

PARAGRAPH STYLES panel.
—

7  TheTable of Contents will be created using these three styles.

Creating the Table of Contents

The contents will be placed on the second page of the document, which is blank at the
moment.

A Setting the Contents Heading

1 Expand the PAGES panel and double
Id File Edit Layout Type Object Table View Window Hep [ gas v | Ev Ev B CIiCk On the Second page icon to

. A [ tinien e ] Bz -] vafto -] mE e -] BEwe -] T0]| A [ :
© 9 [ [x] s Eeeen [ 7] (VA1 [N =Y 3 | rE= [\ L) [Engien] Open the blank page

IT T' T
Tt T. ¥

= crapter 1 Tocas @ s <

R s PR [0 [0 o o Tm [ Jo [0 Jo o 8 [0

B el |7 = Textwrap
=R £ Layers
el / &9 tnks

N, 2.

&, o, [+

> K [T

0 @ [

B 2|

O Q 2
7 fx Eftects
5 o] = 7 objectsyies
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Chapter

12

Creating Magazines

Adobe InDesign is set up to make it easy to create magazines and books. In this chapter
the first few pages of a school magazine will be created. The process involves the use of
Master Pages.

Master Pages are templates that hold text, images and objects that can be applied to
pages in a document. Their major advantage is that you only have to enter an entity in a
Master Page once and any changes that you make to that entity only needs to be made
once. The changes will be automatically updated to all pages set to that Master Page.
Common examples of entities placed in master pages are headers, footers and page
numbers.

The Page Structure

The document will be setup in a book format and would be printed on A3 paper set to

landscape orientation (which is 2 A4 pages next to each other). Each page is created as
an A4 page. The following diagram shows how the master pages relate to the pages in
the document.

First Page First Page or
Printed on the right | Right Master

side of the book

Left Page 2 Page 3 Right
Master Printed on the left| : | Printed ontheright| pgster
side of the book - | side of the book
Page 4
Left
Master Printed on the left
side of the book

The first page in many publications is set to a different format to the other pages. In this
case to make things simpler, the first page will be set to the RIGHT MASTER format.
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Starting the Document

1 Load Adobe InDesign or close the current documents and select NEW in the

WELCOME screen to start a new document.

2 Select the PRINT category,
the A4 PRESET, leave FACING
PAGES turned on and set the
ORIENTATION to PORTRAIT.

@

\

3 Set the PAGES box to 4 and, in
the MARGINS section, turn off
the MAKE ALL SETTINGS THE
SAME icon and set the TOP and
BOTTOM margins to 30 mm, and
the INSIDE and OUTSIDE margins
to 20 mm.

-

4

Master Pages

Select CREATE to start the document and turn on the ADVANCED workspace.

The PAGES panel is used to maintain any master pages that you create.

& Pages ‘ Tm| I_.‘a,q I_-A » | =
[Mone] 6 D B

1]

—— —

1 Expand the PAGES panel and
you will see 2 items in the top
section of the panel. [NONE] and
A-MASTER. This is the MASTER
PAGE section of the PAGES panel.

i -
A

1 23 4

2 The lower section of the PAGES
panel displays icons for each of
the 4 pages of the document.

NOTE: The [NONE] Master Page is used to remove a master page from a
page. The A-MASTER is a default blank Master Page that is added

to all new documents.

12-2
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Creating the Left Master Page

A Master Page will be created that can be applied to all pages on the left side of the

magazine.

A Setting the Master Page

Insert Pages...

A-Mastar [I] Duplicate Spread

Delete Spread
Print Spread...

Mew Master...

- s
B " Master =%ticn-_‘-...
Apply Master to Pages...

Override All Master Page

New Master

Prefix: |L IO—|A
Name: |Left Master - | cancel |
Baced on Hagter [None] ¥
Number of Pages: &

Page Size: [Ad v]
Width: [£]210 rmm | orientation: [F]
Height: E

1 Click on the PANEL MENU icon at
the top right of the PAGES panel and
select NEW MASTER.

2 Set the PREFIX to L, the NAME box

to LEFT MASTER, the NUMBER OF
PAGES to 1 and select OK.

3 Ablank screen is provided and the

LEFT MASTER page is added to the

it Llajout Type Object Table View Window Help E B 758% v | v =~ [E> .

S e RS P iz top section of the PAGES panel.

s | w2 |V BEC DT 2B Tlla D e 2| 2 e || [ —r]
= -

2 & TextWeap

:I;A 7 |z CD Links
2 2.
=, @ | | = stoke
8 kx| °| m swatcnes
| i I Gradient
% ﬁ o] @) cCLibraries
= = 5 x Eﬂ«tsm
L [ 5 s
Or [ ~
B

4 You can increase the height of the

MASTER PAGES section of the PAGES
panel by dragging its bottom border
down.
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B Adding a Header

The HEADER will simply be a rectangle filled with a gradient colour.

1  Setthe screen to ACTUAL SIZE.

_nx]

Id  File Edit Layout Type Object Table View Window Help 0% v | v Ee EEv oh Publish Online | | Advanced -
& 4.-5‘

o ] " 2 Drag HORIZONTAL RULER GUIDES to

wEl JeBL T

C

. LR L 15 mm and 25 mm and a VERTICAL
RULER GUIDE to 20 mm.

2 2. Yy’ -

o ] e A Hmee

3 Select the RECTANGLE TOOL in the
TOOLS panel and drag a rectangle
from (20,15) to (210,25).

€ Layers
CD Links

| = stroke

HH swatches

4 Expand the SWATCHES panel, click
on the FILL icon then click on the
Id File Edt loyout Type Object Table View Window Help 3 B 100% v | F» [m> W&~ PANEL MENU icon and Select NEW
5 x: [£[115 mm w150 mm =S RS Ao 2 A e PN B o 4]
B 8,5 aa® i.pg==1| GRADIENT SWATCH.
E‘i |":| o | 9E Text Wray
ol .
2 2 I
=[5 B
> ki °
0 & [
% £, g ‘ - New Mixed Ink :;mu,;.“
New Gradient Swatch
| B

Swatch Name: [Header | [ oK . .
e g\j 5 Call the swatch HEADER, click on

E&.m,m = - the RIGHT COLOUR MARKER in the

3

GRADIENT RAMP bar, select GREEN,

ey s / check that the STOP COLOUR box is
e set to SWATCHES, and select OK.

Location: %
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Magazine Covers

Magazine covers are usually printed on thicker paper than the inside of the magazine, so
they are created in a separate document. Most photocopiers and advanced printers can
combine the cover with the contents to produce the magazine.

In this chapter you will create a simple A3 cover for the magazine that you created in the
previous chapter. The structure of the document will be:

Back Front

A3 sheet, Landscape Orientation

Starting the Document

1 Load Adobe InDesign or close the current documents.

2  Select NEW in the WELCOME screen to start a new document.

3 Select the PRINT category,
the A3 PRESET, set the

& & ORIENTATION to LANDSCAPE
and turn off FACING PAGES.
. . Leave the PAGES box set to 1,

set the COLUMNS set to 2 with
a 0 GUTTER and select CREATE.

NOTE: Setting the COLUMNS to 2 with a zero GUTTER will display where
the fold is at the centre of the page.
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Inserting the Background Image

A background image will be imported into the A-MASTER page.

0 ~

+ | 182.5 mm Hi[S % 2 - LTI v =B
Untitied-2 @ 71% %

YO OO O o o 0w e e @ fw a0 o w w0 i

Hone]
N rextwiap

A E Ataster ]
(= Layers
T, H F GO Links
2. 2

1 Expand the PAGES panel and double
click on the A-MASTER page to open
l the master page.

G@m R

NOTE: You canrename the A-MASTER page by selecting it in the PAGES
panel then choosing MASTER OPTIONS FOR A-MASTER from the
PANEL MENU.

2 Select the SELECTION TOOL and press CTRL+D or COMMAND+D to select the PLACE
command.

3 Access the CHAPTER 13 folder of the IDcc SUPPORT FILES and import the
BACKGROUND image.

4 Move the loaded cursor to the
top left corner of the page (not
the margins) and press the mouse
button to place the image.

5 Theimage will fill the whole of the page.

NOTE: The background image is just a collection of colours. The green

area could have been replaced by a series of school photos and a
watermark of the school’s logo could have been placed in one of
the yellow areas.

13-2 © Guided Computer Tutorials 2017



Creating Multimedia SWF Products

Chapter

14

InDesign can be used to create multimedia products that combine movie clips, sounds,
images and animations into professional products that can be distributed on DVDs or
as SWF (Flash) files that can be played from web sites. Buttons can be used to allow the

user to move to specific parts of the product.

In this chapter you will create an online product catalogue for a sports store and export it

as a SWF file so that the file can be viewed from a web page.

Creating an Online Catalogue

A simplified catalogue for a sports store has been prepared for you. It will need
navigation buttons added to it before it is exported to a SWF (Flash Player) file.

1 Load Adobe InDesign or close the current document.

2 Select OPEN from the WELCOME screen or FILE menu.

3 Access the IDcc SUPPORT FILES, open the CHAPTER 14 folder and load the

CATALOGUE file.
Id Fie Edt Lajout Type Object Table View Window Hep [ B 1013~ | §fv =+ @&~
- A | [o- et [l @Bz (7] T T T |VALE[hwie [v] TR 00w [v] ME] o [v]| AL [none DI EEEE
© o [Requls | ]| Tr T F B ]| Ao | 7 o ]

entisls
=2, [] Interastive for POF

Printing and PR

Typography

panel to 2 columns.

s PUSTS PORT 4 Set the screen to the INTERACTIVE
>-§ 5 B FOR ALL YOUR SPORTING NEEDS

FOR PDF workspace and the TOOLS

[|d Fle Edit Lsjout Type Object Table Vimw Window Hep E H 1013w v [Ev [
A | [o. trmes o] =2 [+] VA [rerics [ v]
= 9| [Reguir] ] A casen [+] VAISR v

| hy Publish Online [ Interactive for PDF -

T T T

ITE o [v] TR o [v]]| A [enal
A2 Hoet | 7 B[ ] [engieh: usa

Tt T. ¥

SPORTS APPAREL

GalmyasE

~

ARET DS\ B

L o]
e
I I [

Men'’s Apparel

[

Full range of men’s spotts clothing for all sports. All the latest styles and a full ran:

T Women's Apparel
o3 A .| Full range of women's sports clothing for all sports. All the latest styles and a full
T

5 Expand the PAGES panel by clicking
on the PAGES icon at the top right of
the PANEL GROUP and double click

on each page to become familiar
with the catalogue.
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NOTE: Thereis a DIGITAL PUBLISHING workspace that you will use in the
next chapter, but the INTERACTIVE FOR PDF workpace provides
all the panels that will be needed for this activity.

Drawing Navigation Buttons

Any object within InDesign can be converted into a button or you can use some of the
sample buttons provided by InDesign. In this case triangles and a circle will be drawn
using the SHAPES tools and converted to buttons to allow the user to go to the next
page, the previous page and return to page 1.

When creating buttons that will be used on all pages of a document, it is more efficient to
place those buttons in a MASTER page so that they automatically appear on all pages.

A Drawinga Triangle

Id  File Edit Layout Type Object Table View Window Help w3y |y Ey EEv tf Publish Online | Interactive for BDF -
. B |[o. e [~ Eze [-]|TT T T |VAE | vere || [T [~ M0 [~]| AL [one] -] B Eeform  Jekffomm |
A [[Reguien] ™ T T |BEEp v] 2w | 7 (e ] [Enstehs usa =

] s Eceson [+]
x

ol 1 In the PAGES panel, double click on
the A-MASTER page to open the
MASTER PAGE.

L oe B 2 Click and hold on the SHAPES TOOL

}—H | wiz]] | o [BEL_L) gy 45 \:I c2 [pj‘ . «:‘IZEI Elan [+] . .

. —ms_zs_Tla o ¢ s 00 in the TOOLS panel and set it to the

Vo R EEE SR P ISR FEES  POLYGONTOOL.

e

; : i Polygon Settings ‘ = stioke N

gar: ot 55 - 3 Double click on the POLYGON TOOL

a 5 S —rce |

I %\ to open the POLYGON SETTINGS

maa = dialogue box, set the NUMBER OF

SIDES to 3, the STAR INSET to 0%
and select OK.
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NOTE: Setting the NUMBER OF SIDES to 3 means that every shape

drawn by the POLYGON TOOL will be a triangle.

Id  File Edit Lsyour Type Object Table View Window Hep H B 1013+ Py Ey @

s e 5 o P 5 i P2 o | e R [ ) = e

C B oo B l[;}—ﬂ oL Vsl - 1o ‘ ‘ -

b e

G o [

w

2 2. [;:

=, 18|

ER

B & 3

B 2|

I Q i S
: ,

g 4 Move the pointer to the bottom
e | centre of the page then drag down
A and to the left to create a small

i upright triangle below the margin
g guide.
i /N
Id  file Edt Llsyour Type Object Table View Window Hep H B 113w v Ee v = stoch
- ey wBfmee | wiieeme | EE e Al G| 4 IZEI B [0 E L B E
C B e i l[;)—ﬂ ol Vs s nx‘“;%: ‘D n ‘ =" m‘
T S s
Gl f°
T | 5 Inthe CONTROL panel click on the
2, 2.3
2.0l ROTATE 90 ANTICLOCKWISE icon so
== that the triangle faces to the left.
2 Q‘ i  —)
g f S
E‘T g W Hyperinks
[ Yellal Q R —
= o. | = Buttons and Forms

6 Select the SELECTION TOOL, click on
the triangle and use the arrow keys
to nudge the triangle to the centre
of the area at the base of the page.
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Edit Layout Type Object Table View Window Hep @ E 1013+ | v M=+ @

sl e | wiglpoe | | EE o ,\-A}eusn: -]
e | wEeme | R 7 2B 7]

*Catalogue.indd @ 101% %
o

R | &

GOPAES S ECE
AR BZEONNE

Bime
og- N

I =By \ =
O

~

In the CONTROL panel set the FILL
COLOUR to GREEN and the STROKE
COLOUR to NONE to fill the triangle
without a border.

NOTE: You could add some bevel and drop shadow effects to the triangle

if you wanted to.

B Duplicating the Triangle

The triangle can be duplicated and flipped to create a button that faces to the right.

1 Zoom in on the triangle.
. | 2 Select the SELECTION TOOL, hold
File Edit Layout Type Object Table View Window Help [H s00% v | §Yv [Ev [EEv
e HiE. T o down the ALT or OPTION key and
‘IEEI|IEI‘ @ [4 d .
rag a copy to the triangle to the
? right, leaving enough room for a
T circle between them.
2 - 0 e
O Q| B swatches
{ _ e
a: E e
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Chapter

Animations and Media

InDesign allows you to apply animation to frames and insert media such as video or
sound files. These can then be exported as a Flash Player SWF file or as an Interactive PDF
file for viewing outside InDesign.

To illustrate this, a presentation page for an Animal Park will be completed to include
animated headings, stacked images that can be viewed by clicking buttons and a video
that can be played when needed. The completed presentation could be displayed on
monitors around the Animal Park.

Loading the Prepared File

The design of the display has been prepared for you with blank frames for the images and
video. It then will be exported as a SWF (Small Web Format) file or as an Interactive PDF
file so that it can be viewed in a browser.

1 Load Adobe InDesign or close the current documents.
2 Select OPEN from the WELCOME screen or FILE menu.

3 Access the IDcc SUPPORT FILES, open the CHAPTER 15 folder and load the WPAP file.

Id File Edit Loyout Type Object Table View Window Help 013 - | P =y §E [ s publish oniine | | ([SSESIBUBIERRGNN [0, Aok oo ] [=Tal x ]
\ 3 ry =l = | Ad d
= ClE e — EER (ol el AT I Sl :
mE__ 8 o E R i || | . ]
Essel

B
o PD

[0 [t 150 [0 [0 [180 [190 [200 o0 [0 [0 [0 260

Printing andWgefin
Typagraphy

e, U U e N

Recent Files

o W —— ¥ =

olvesley Plains Animal

Jungle Safaris
Tour guides take you on a 3 hour trek through our real-life
jungle. You will see wild animals up close in their natural

T
o o
f
& 3
:
o
:
@“
el =

Birds, Birds and M|

Exotic birds from all parts

4 Set the screen to the DIGITAL
PUBLISHING workspace and the
TOOLS panel to 2 columns.

5 Use SAVE AS from the FILE menu to save the file in your STORAGE folder as:

Chapter 15 Media Display
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Creating Animations

Let’s set the main heading to pulse and the Owl image at the top right of the page to

dance.

A Animating the Main Heading

Id  File Edit Lasyour Type Object Tsble View Window Hep JUER - 1 Select the SELECTION TOOL and
- % Elzesmm | wilmsm | |BE[mm 7] = B Slle s
: B o . .
-  [2][26.85 e N S| pre— = 7«
S T U e B3 CTW click on the main heading frame.
- S
03 ool 7
G e :
T. /| B mean |~ |
2. 2. 1 l Pl ° . l P ®
H @, | 7 I[] Object States
2o olvesiey riains Animal Park e |
o 5‘ E ) ) = Buttonsand Forms | I
B £ | ~ . . . . @ Hypertinks =
o oq | ‘]ungle Safaris ‘ ‘Blrds‘ Birds and More Birds | @
2 Expand the ANIMATION panel, click
PULSE.
Id  Fie Edt Lsyour Type Object Table View Window Hep H B 113+ Py Ey v
g Bl ) il | B ) a6 1| € O gl d L] 8 8 & afke- e IIN==[E| ,[°
0
C e ) e ] B 5o S @D e [ ] [m—] D ] Bl | = =
oo Chapter 15 Media Display.indd @ 101% X _— o
= & B [0 [, [0, [ [@. |@. [0, [® [0, [ [0 [0 [0 [0 [0 [ |70 |90 |50 [0 [0 [0 [0 o Anmaten £
L o P P P P P P P 1
T/ |
ol lvesley Plains Animal Par]
Q, |-
el O1vesie aims Animal rar
> K Name: | Welvesiey Plains Animal Park
0 @ fr ) . =
B £ i} . ) . . Event(s): On Page Losd e 1.
ey ( ungle Safaris Birds, Birds and More Birds ] Reverse on Retoff i
> s [Tour guides take you on a 3 hour trek through our real-life Exotic birds from all parts of the world are Durston: [2][1__ | sscond ade In
= ) ungle. You will see wild animals up close in their natural Playi (5t |t [Jiown e
environment, . y in from Bottom
E The Nursery o infrom Let
n_ Wild River Rides [The nursery cares for orphaned animalsanl @ = » e ‘";mm :‘ght
B . . . [The Zoo staff display hand raising methods and some of the inirom tep
[Take a boat trip on the river that runs through the Animal . . ! out
— i 3 . e current patients.
f Park. Get up close and personal with hippos and crocodiles. w.
| w Large
H ( 1 E Click on the video to see one of the ( e Left
; A Rep tile Ranch current orphans that the Zoo staff ue Right
H Reptiles of all types housed in glassed viewing rooms. are raising. Wfjve and Scale
? Rojete
P shifhk
B ( Opening Hours ( spfhgLett
i .
¥ Click on the buttons to [The Animal Park is open at the following times: spfpo Fight
B view some of the animals ZofnIn (20)
¥ display. Zodin Out 2D)
B GRS Day Times .
oufce
BE Monday to Thursday  9:00 am to 4:00 pm o
°: Friday 10:00 am to 7:00 pm iy i} Pause, Fy out
% Saturday 9:00 am to 6:00 pm Fi op. Fly out
73 Sunday 11:00 am to 6:00 pm &
i Pul
A TN N N o~ P o~ NG N ol
i SN’ N’ b g N’ S’ N’ s’ S’ P
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Name: | Wolvesley Plains Animal Park |

Preset: |Custom (Pukse)

Event{s): On Page Load

] Reverse an Roll OF
Duration: EZ
Play: E]z

Spead: |EzszIn dOt

b Properties

Ep

(I C A C ] o

3 Set the DURATION to 2 seconds,

15

the PLAY box to 3 so that the frame

pulses 3 times and the SPEED to

EASE IN AND OUT.

B Previewing the Animation

You can preview an animation from within inDesign using either the PREVIEW SPREAD
icon at the bottom left of the ANIMATION panel or by displaying the WINDOW menu,
highlighting INTERACTIVE and selecting SWF PREVIEW.

Nams: [Wolvesley Plains Animal Park |

Prazets Custom (Pulse] [
Event(s): On Page Load - &

["] Reverse on Rall Off

Durations (5] 7] aecan

B 3 o W

Dl someofthe [ [°
Preview Spread: EPUB.
Alt-Click to Preview Spread: SWF.

T

1 Click on the PREVIEW SPREAD icon
at the base of the ANIMATION panel.

Id

File Edit Layout

Type Object Table View \Window Hep [ El  e7s% v v Ev HEr

| 2 The PREVIEW panel is opened and
the animation should play.

-~

. =
2 ~
% 3 You can increase the size of the
=E PREVIEW frame by dragging its
O
52 bottom left corner.
b 4 .
Pl EII:I b [JLow E
=) Spescs [Eate nsnd Out e
ooy b propertis.
= Plm ot » [EIED P e

i | \ [/ Reptile Ranch [ L el W
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Id Fie Edt Lojout Type Object Table View Window Hep I B 1013 v | § m- @&~

o =10 D \-AHI -G 2 P ‘rh L | 5 I = = 3
HEED 7B iNs o E e | [ ] | [—v] | G [

Birds, Birds and More Birds
kthrough our reallife  Exotic birds from all parts of the world are on
sc in their natural

% F :
i The Nursery
i = vl rm WD |
@ | Wild River Rides S|
B Take. bout e on the sive that runs hrough the Animal Spests
ono@ Park. Get p on and personal with hippos and crocodiles. b Propertes
=)= EEE -

A Reptile Ranch
Reptiles of all types housed in

orphan: h h[w taff s and some of the

are raising.

glassed viewing room:

Opening Hours
The Animal Park is open at the fol

fimes: )
1 =1
: o Times
ick to replay preview) | Monday to Thursday  9:00 am to 4:00 pm

C Adjusting the Animation

The animation can easily be adjusted if you are not happy with it.

1 In the ANIMATION panel set the
DURATION to 3 seconds, turn on
LOOP next to PLAY and set the
SPEED to NONE.

MNama: |‘-'U’D|'.15|e\.r Plains Animal Park |

Prasat: |Cush:|rn {Puls=)
Event{z}: On Page Load

["] Reverse on Rall
Duratiun:E3 /
2o g R
| -]

_ Pm:'”"‘_’d’ == 2 Click on the PROPERT!ES arrow if the
snimate: [7o Current Appeoreg — PROPERTIES are not displayed then

——=}

Animis Frem ———=—  set the ANIMATE box to TO CURRENT

SHEEENEIN APPEARANCE and the SCALE BOXES
i 2 S il to 20%

Opacity: |None | T |

NOTE: These changes will cause the heading to start at 20% of its size,
grow to its actual size then loop continuously.
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Creating Multimedia PDF Products

You can also create PDF documents that play movie clips using InDesign. The movie clips
need to be in the FLA, SWF or F4V formats. The advantage of exporting to a PDF file is
that it is easy to provide bookmarks that open specific pages.

In this chapter you will create a multimedia PDF product for a primary school. It will
demonstrate to primary school students how to use features of the Kid Pix program,
which is used in many primary schools.

Loading the Prepared File
The screen design has been prepared for you.
1 Load Adobe InDesign or close the current documents.

2  Select OPEN from the WELCOME screen or FILE menu.

3 Access the IDcc SUPPORT FILES, open the CHAPTER 16 folder and load the CHAPTER
16 file.

i | wie] WEE

[*) g 4B [7]
e | | leer B e

p| & |J0|EH= o a &
om s | E e ED] [ — ]| [0 | >

T I _— A

(|

B at’ce | earn Kid Piy .

T, / Eh e ‘

ae ‘ —

o 4 Set the screen to the INTERACTIVE
o a FOR PDF workspace and the TOOLS
panel to 2 columns.

e

The page has been set to
LANDSCAPE orientation and has a
----------------------------------- frame, which will contain a movie
clip, and space for buttons which
will be added to the right of the
frame.

T I I I e ek e e e e e T T T O O I I I I OO
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Ild File Edit Layout Type Object Table View Window Help g v | P Ey [Ev [ 1 iiiinne =Tal x T

Com o Enie 16 Usethe SELECTION TOOL to click on

-

n | we]mmen |

] Wz |

= 2o -‘A}%ﬂnl -]
TR ™M oEE 7]

=y e e e e parts of the screen. You will notice
b L s «— thattheyellow text frame is the
5ok T { only part of the screen that you can
- d | a———— R

NOTE i Allofthe otheritems have been placed in a MASTER PAGE so
that they do not interfere with the production of the page.

The blue frame was created in Adobe Photoshop and placed
over a light blue rectangle.

Inserting a Movie Clip

A movie clip will be placed in a frame inserted inside the blue frame.

Ild Fle Edit Layout Type Object Table View Window Help g v | P Ey [Ev =la] x l
o|FEL_Lgasl T1/C 0 rp1‘:h «h‘z S y =
: 1 Select the RECTANGLE FRAME TOOL
N e L from the TOOLS panel and drag a
T ‘ bis. frame inside the blue frame so that
o it fills the frame.
3 »&E ..........................................
B Z.
O Q
@
ooQ@
E e

SWF Preview

51 | N seccccccccccccccccccccccccccccccccccccccoccs sl I

2 Display the FILE menu and select PLACE (or press CTRL+D or COMMAND+D).

3 Access the IDcc SUPPORT FILES, open the CHAPTER 16 folder and load the FILL
movie clip.
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|d  Fie Edit Lsyout Typs Object Tsble View Window Help

B B we- | P = B

S e 5 e P12 e P o W P | e CAE W
15 Eeom Y 5 et [ 1] i o ) 5 O | B 0 O T ) e

T >

E‘mﬂ (AN 4 H
O3\ E

Gamy

u@
R PN

ol O

4 Click on the FIT CONTENT
PROPORTIONALLY icon in the
CONTROL panel to resize the movie
clip proportionally to the size of the
frame.

The Movie Clip Settings

When a movie clip is placed in a frame just a shaded frame is provided. The frame can
be formatted to display a frame from the movie clip and add a CONTROLLER BAR to the

movie clip.

|d  File Edit Layour Type Object Table View Window Hep @ E ers% v v Ee B ¢ty Publish Online | | Interactive for PDF -
s ] witlmeen] o |l g A6l ]| € 9 il & o DEEke ) B Q4 (B el |50 EEE
" B )5 aE e ] D e |[F ]| —( ] [ ]| [auerre

Xk N I
G 1=l il 1
EE g 1 Expand the MEDIA panel and set
%E: the POSTER box to FROM CURRENT
o FRAME.
B £ |
malf
= =
|
i v; g~ =<2

Y r ) . [Esilfrokng) Y O No

2 Set the CONTROLLER box to SKIN
OVER ALL and turn on SHOW
CONTROLLER ON ROLLOVER.

© Guided Computer Tutorials 2017 16-3



Learning Adobe InDesign CC

3 Use SAVE AS from the FILE menu to save the document in your STORAGE folder as:
Chapter 16 Kid Pix DVD

NOTE: The movie clip is not saved in your document. Just a link to the
movie clip’s location on your network or hard disk is recorded.
You can embed the movie clip from the LINKS panel, but this
increases the file size significantly.

Looking at the Movie Clip

The SWF PREVIEW panel can be used to test the operation of the movie clip.

Id File Edit Lajout Type Object Table View Window Help i g7.8% v | Pv mv Ev

Pu
= o -A}%ﬂn’ b e [/ 8. 8 &
(e TR /A R (2 [>] || [ >

ractive for PDF
s
[ ]| Dawr

0
H

(G D a| & v

P

Jm D
:

3 H [ Page Transitions
B Let's Learn Kid Pix - } [
T, /| .
L 1 Expand the SWF PREVIEW panel in
T the PANEL GROUP.
B £ [
m Qs
%
Bt [
ooEf
S /‘\
Lk &
. &5
i o~ mm -.ﬁ_@ (R ~EN

e — ]\.\\\\

H_ . [Esil(vorkng) ¥ O Noemors -

2 Click on the PLAY PREVIEW icon then
click on the movie clip and it should

play.
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Liquid Layouts

Increasingly, publications are needed for a variety of different devices and sizes. To
accommodate for this, InDesign has introduced LIQUID LAYOUTS so that a document can
easily be adjusted to a different page size or orientation. For example, you might want to
create a publication for the landscape view on an iPad and another for the portrait view.

Loading the Prepared File

The front page of a Travel Agency brochure set to iPad portrait (vertical) orientation has
been prepared for you and it will be converted to landscape (horizontal) view.

1 Load Adobe InDesign or close the current documents.

2 Select OPEN from the WELCOME screen or FILE menu. Access the IDcc SUPPORT
FILES, open the CHAPTER 17 folder and load the TRAVEL COVER file.

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

Chapter 17 Liquid Layout

4 The page has a background image, a simple company logo and three text frames.

Looking at the Liquid Layout Tools

To use the Liquid Layout tools the page needs to be selected using the PAGE TOOL.

Ild File Edit layout Type Object Table View Window Help [s¢] 51% ¥ \ v =+ EEv
- [A] [F- e o] e ]| T8 T T |Vl [vee (] [ITE o o] B []|[TI0]| A. [tonel
= | [eodml <] h e o] T T 2 ERE] ~ | Aa e ont | 7 [[Z0]] [engishiux

k k ter :Z Liquid BDDlllvllltltl ;!n x - .

E‘i |+;| \

m =

2, 2, T JAigans

=, @, : = =

- ol Eurypean DeSTimme

B &£ : W3 =

o Q

a :
oy

- 1 Set the screen to the DIGITAL

PUBLISHING workspace, set the
TOOLS panel to 2 columns and
expand the LIQUID LAYOUT panel in
the PANEL GROUP.
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2
been selected.

At the moment no LIQUID LAYOUT tools are selectable because the page has not

out Type Object Toble View Window Help

s1% v | Py Ev [Ev

1 Publish Online | Digital Publishing +

] (o

"\@@

Liquid Pags Rule:
ot

T~

[] Show waster Fage Overisy

‘umnumwm

N

3 Select the PAGE TOOL in the TOOLS

-
ool (Shift+P) )

panel and click on the page to select

it. The page should have selection
handles placed around it.

Liquid Page Rule:

v Off

Scale
Re-centre

4 C(Click on the arrow next to the
LIQUID PAGE RULE box in the LIQUID

-

Object-based
Guide-based

Controlled by Master

LAYOUT panel and the 4 rules are
displayed.

[ Top [ Left
["] Battom [_] Right
5 Each rule will be looked at over the next sections.

Scaling Pages

The simplest LIQUID PAGE RULE is SCALE. It allows to adjust the page size or orientation
and the whole document page will be scaled to fit within the new margins.

E‘E Liquid Layout

Liquid Page Rule: Page: 1

1 Click on the arrow next to the

v Off

LIQUID PAGE RULE box in the LIQUID

Scale <
Re-cen
Object-based
Guide-based

Controlled by Master

LAYOUT panel and select SCALE.

17-2
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[ Id  File Edit Layout Type Object Table View Window Help H H s1% v | P m- @E- 2 Drag the tOp Ieft page handle to the
x fHoe | wiszeo | [icusem Lz
| Ermm scoam Be

*Chapter 17 Liquid Layoutindd @ 51% *
e 20 o6

S
==

(] Objects Move with Page
J

/= right and down to adjust the page,
but don't release the mouse button.

T~

copsEnhseEr,

AR B EDNNE

Booe
og-

: 1 o | 3 The document is scaled so that it fits
‘ within the new page margins.

4 When you release the mouse button the page returns to its original size.

5 Try dragging the bottom right
handle up and to the right and the
document is scaled down.

Id File Edit Layout Type Object Table View Window Help (st] s1% v | i Ev E

] Obfacts Hova it Paga

~llo = w‘

o mme ] wimee ] [

wHE= ] wlEe

|v] Liguid Pags Rule:
| e

oy “Chapter 17 Liquid Layout.indd @ 51% ¥
k I} + ‘zrm ‘zm ‘]Dﬂ |D
= BB
(=R 2
2.2
o s &
=, o, I Objectstates .
ki o =
)-f E‘ § = suttonsand Forms | ]
=
B £, @ typertinks
O QT @
[ - %
2 = —
O r
ooe
B o[
3
8
5]
8
8
g
]
=]
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6 If you want to permanently adjust the page size or orientation, the ALT or OPTION

key is used.

Id File Edit Layout Type Object Table View Window Help (st] 51%v\ v mv [@E- f Publish Online. Digital Publishing ~
2o

| wf2 e | [icustom)

-] Liauid Page Ruk: ‘ ] Obsects tove wih page ‘

s =

] Shom Mastar Page Ovaray

3 | IE [ S ﬂB

' & o

éﬁé i T 7 Hold down the ALT or OPTION key
= wie 1g = and drag a page handle to adjust
o2k  European Desting th .

o a - b e page size. When you release the
i mouse button the resize is retained.
@ r

NOTE: SAVE AS from the FILE menu can be used to save the document

under a different name if you wish to keep the resize.

8 Press CTRL+Z or COMMAND+Z to undo the resize.

The Re-Centre Rule

The RE-CENTRE RULE sets the document to be in the centre of whatever the page
margins are adjusted to. The document page is not scaled.

Liquid Pag= Rule:

Off

Page: 1

E‘E Liquid Layout

1 With the page still selected, click on

v Scale
Re-centre
Dbject—ba&d
Guide-based

the LIQUID PAGE RULE box in the
LIQUID LAYOUT panel and select

Controlled by Master

RE-CENTRE.

-
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Alternate Layouts

Alternate layouts work with Liquid Layouts. They allow you to create different versions
of the one layout within the same document and use the Liquid Page Rules to adjust the
new layouts.

An obvious example of this is the creation of different orientation documents for viewing
vertically and horizontally on mobile devices. In the previous chapter the views were
saved in separate files. With Alternate Layouts many different views of the one layout can
be stored within the one document.

Loading the Prepared File

A document setup to be viewed vertically on an iPad has been prepared for you.
Alternate Layouts will be used to create a horizontal view for the iPad, and vertical and
horizontal views for an Android tablet. The document has an extra page to the front
cover that you used in the previous chapter.

1 Load Adobe InDesign or close the current documents.
2 Select OPEN from the WELCOME screen or FILE menu.

3 Access the IDcc SUPPORT FILES, open the CHAPTER 18 folder and load the

ALTERNATE LAYOUT file.
lld File Edit Layout Type Object Table View Window Help (st s1% v | [y Ey [EE- th Publish Gnline Dwgwtalbubnsmnev
- B2[oex | wifs][msex | [ '\ Liquid Page Rule: ] Objects Mave with Page
B uEee ] | — (g PR

Altermate Layouts.indd ® 51% % |

S i e P e e e e e e R W o
Tl Hows |=

I;‘A l;l : r- . - E MediamwI i
BRITAIN LN

=, O, —. AT Obiectstates _

> KLz e

=S Erm 4 Set the screen to the DIGITAL
< PUBLISHING workspace and scroll to
- PAGE 2 to view the new page.
(mlE B

u}

NOTE: Object-Based Liquid Page Rules have been applied to each object
on the two pages.
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5 Scroll back to PAGE 1.

6 Use SAVE AS from the FILE menu to save the document in your STORAGE folder as:
Chapter 18 Alternate Layouts

Creating a Horizontal Alternate Layout

Both pages can be converted to a horizontal (landscape) iPad orientation.

A Creating the Alternate Layout

& Pages » | = -
[Nm; i O l 1 Expand the PAGES panel by clicking
i Bl = on itsicon in the PANEL GROUP and
s - notice that the top of the pages are
Sethian labelled iPAD V.
= K.
—
g (§
=
2 @

NOTE: i TheV stands for Vertical Orientation.

ii The label at the top of the pages in the PAGES panel is inserted
when the DOCUMENT SETUP is set to specific layouts.

& Pages ‘ 5 | =
- D | 2 Click on the arrow next to the iPADV
- H] B label and select CREATE ALTERNATE
¢ iPadv B;(—T:reate Alternate La)routé LAYOUT.

52 Delete%‘ternate Layout...

3 L Delete Pages...

t Split Window to Compare Layou
=
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Create Alternate Layout

\

Name: IiPad H |
From Source Pages: |iPacI W 'J
— Page Size: |iPad X |
Width: [£]1024 px Orientation: [3)]
Height: {768 px
— Options
Liguid Page Rule: |Preser\.re Existing j
[ Link Stories \
[ Copy Text Styles to New Style Group
[¥] Smart Text Reflow

[/

| Cancel | | OK

18

3 The program assumes that you want
a horizontal version of the iPad and

inserts that name.

4 You can adjust the LIQUID PAGE
RULES if need be, but we need
to use the existing ones and the
default options will be required.

NOTE: i

ii Alternate Layouts can also be applied by selecting CREATE
ALTERNATE LAYOUT from the LAYOUT menu.

You can enter a different page NAME or select a different PAGE
SIZE as you will see shortly.

5 Select OK to return to the document.

tnmmm
& Pages 2= .
[l
[Mane] |:| i
A-Master |:| o
-
e
iPadv - iPad H = i
- - i—
B / D
. N =
1 : | |
== f— =}
= == ma |
i Lt 15
2 2 @

with the orientation set to
horizontal (landscape).

6 The second set of pages is created
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NOTE: The small grey bars at the left of the page labels can be dragged
to adjust the order of the alternate layouts.

B Adjusting the New Layouts

Whenever Liquid Page Rules are used to adjust pages sizes, some manual adjustment of
objects is usually required.

1 Double click on PAGE 1 of the iPAD
H layout to open it.

lld File Edit Layout Type Object Table View Window Help si% v | P = E-

afeflme: | wisfee 1o Al Elee T
v mrsee | wiwe | [ [+]

ey e

& v

B g At ]
®EE- -] OB

*Chapter 18 Alternate Layouts.indd @ 51% *
[ 208 [0 [

2
¥

“ e
g

[7]| s =2 = ¢

o]
A
¥ A

GOE YRS S E
PSRBT DN E

Wt S -
| Use the SELECTION TOOL to adjust
Bo. | the objects so that background fills
i the margins, the column text is level
: and all the text is displayed.
[ Id File Edit Laout Type Object Toble View Window Help @ HE 5% » | v ®v @~ % Publish Onl Digital Publishing -
e | wifz] |, |EE M-:H e o4 @ AN EE -2 a & HEl‘ P
oo | ] | BB ™ oEL s n e s e (DD [e—] 0 | —
iumR . 'Clllzzer18Alta‘|::c Liyonh‘.]i:]dd @ 5|%‘nl
O 19 [y
T
2, 2. [
=, o
> K| ] eeceam R war e o
o @ | ettt E S
B £ it ==
7 QL
Or |3
oaE
£ i =\
£ 3 Open PAGE 2 of the iPAD H layout

and quickly adjust the logo, text
frame and images.
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Creating Books

Books are usually quite large documents. InDesign provides a BOOK file that allows large
documents to be broken down into smaller manageable sections (for example, chapters)
and combined together. This means that you can create the individual sections of the
overall document then combine them together at the end of the process.

To illustrate how the BOOK file operates, sample pages from the first three chapters of
these tutorials will be combined into a book.

Loading the Sample Files

The sample documents have been prepared for you and they will need to be loaded from
the IDcc SUPPORT FILES.

1 Load InDesign or close the current documents.
2 Select OPEN from the WELCOME screen or FILE menu.

3 Access the IDcc SUPPORT FILES, open the CHAPTER 19 folder and load the ID
CHAPTER 1 file.

Id Fie Edit Layout Type Object Table View Window Help [ H 66% v | v =y Ev Publish Onlin Adnncfd B be Stock

soosmm | w2 | o |BE I I! AR [l ‘ ‘IE EI_ oo A E‘MEI 5

] EE S| [=]| 5 = = [—] Do ]\ = | [ 1] =
1 [ Py
Ill Ij GD iy
T, / [} —
é’, ,4‘ = Sjioke
&, @, 3 w5 atcnes
> ki | | A - N 5 Lo
D & (5] = > *| @ fcumraries
ik Learning
0 Q 5_ fx [fiects
Lile [
E 5 % Ad Qb e : : £ &Pamnmpnsws
o 1 4 Set the screen to the ADVANCED
i In D,‘ 51T workspace, open the PAGES panel

and notice that the pages are
numbered 1 to 8.

NOTE: If a missing font message appears, select OK as it won’t affect this
activity. It just means that one or more fonts in the document are
different to the ones in your system.
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5 Use SAVE AS from the FILE menu to save the document in your STORAGE folder as:

Chapter 19 ID Chapter 1
Close the file and select OPEN from the WELCOME screen or FILE menu.

In the IDcc SUPPORT FILES, open the CHAPTER 19 folder and load the file:
ID CHAPTER 2

6
7

m 8

Id File Edit Leyout Type Object Table View Window Help w006 + | i = E

thy Publish Online | Advanced «

| o |BE \'\Aﬁ\ CD e A e (D

=

i3
wif= = ok YD | Do .
IR —— 0L 8 Notice that the pages are numbered

m | from 1to 6 in the PAGES panel

ood B Chapter

T, / 2 EFrstPage

2, 2, B —ffuoke

= o] Creating Greeting Cards i suncnes

>6 K | I Gradient

NN Now that you have been introduced to Adobe InDesign CC, over the next few chapters you *| @ cclibrries

5 &, B ill be shown how to use it to create a range of different publications. "

<M Effects

et | 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 = ] Object Styles

(=] & shown on the page 2-16. The following diagram shows a thumbnail sketch for the card. . ; Is " e

o | _E o amgmp
LA ’E‘ == T = - o Character styles

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

Chapter 19 ID Chapter 2

10 Close the file, select OPEN from the WELCOME screen or FILE menu and, in the IDcc
SUPPORT FILES, open the CHAPTER 19 folder and load the file:

ID CHAPTER 3

Id File Edit Layour Type Object Table View Window Help B -~ | P BHr @ h publish online | | Advanced « Ml
e ] wfE] o[BSl g BT/ C 0 ool < D ' . '
W mE T rE T A e B 11 Notice that the pages are

e ID Chapter 3.indd @ 100% *
i P numbered from 1 to 6 in the PAGES
=
e Chaptr panel.
2. 2.[F] 3 —
=, @, | lext Formatting - m
> ki, ¢ | J”| Gradient
O @ [f] ! . . . b g = @ ccu
¢ InDesign offers a full set of word processing features very similar to those found in 'RE esbms
B £ B Microsoft Word. In this chapter we will ook at Indents and Tabs which are a vital part of =
M fany publishing process, and they should be used regularly to ensure that text is aligned 0 : fxtffects
@ B correctly. The space bar should never be used to align text. 51 Obiect Styles
@ 7 . 4 s s 37 Paragra
B | Loading the Prepared Document S R et
B & Pages in & Spreacs b
Eoz [ e L . R =] oA Choacter syles

12 Use SAVE AS from the FILE menu to save the document in your STORAGE folder as:
Chapter 19 ID Chapter 3

13 Collapse the PAGES panel.
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Starting the Book

A BOOK file will combine the three documents.

1 Display the FILE menu, highlight
Id @Tmynui iype  Ubject I'abM'} NEW and Select BOOK.
MNew 4— 3 Document... +M
I Open... Ctrl+0 Book... ‘
Browse in Bridge... Ctrl+Alt+0 lerar)f.b
Open Recent v T
2 You will be asked to save the BOOK.
o New Book
(-\ * 4 + 1D Storage » y:]
LN
Organise » Mew folder hd
i | 3 Access your STORAGE folder and
¢ Favourites ame
B Desktop 'WPAP Display_Resources na me the bOOk:
& Downloads
| Recent places
@ Creat\v:CIoud Files Chapter 1 9 BOOk
1M This PC J
k"I.i Network

File name: | Chapter 19 Book

Save as type: | Book 4’

4 Notice that the SAVE ASTYPE or
FORMAT box is set to the BOOK
format. Click on SAVE to save the
book.

= Hide Folders Save Cancel ‘_
|d  File Edit Leyout Type Object Table View Window Help [ B 100% v \ v = E- & publish Onlin Advanced ~ ==
g eElEe W B - |!m\ ][ © Y o @_‘u Q&
B CT | ] I mE Sl [l 2 - 2 & oo D[] [em—v]
? ‘Chapter 191D Chapter 3.indd @ 100% *
O O E N E- T I
T3 o [
T,/
A
®, @, |- Text Formatting
> ki |
E o .
] InDesign offers a full set of word processing features very similar to those found in 5 The BOOK panel IS opened- MOVe It
B £ B Microsoft Word. In this chapter we will look at Indents and Tabs which are a vital part of o
O Q3 any publishing process, and they should be used regularly to ensure that text is aligned to the top rlght Of the page.
5[5 correctly. The space bar should never be used to align text.
% - ,
: . ]
EEN Loading the Prepared Document ‘ | | w|

NOTE:

If you are using a small screen, the BOOK panel can be docked in
the PANEL GROUP.
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Adding Documents to the Book

The documents that are going to make up the book need to be added to the BOOK

panel.

Id File Edit Layout Type Object Table View Window Help B 100% - | P E=Ee B 1 Click on the ADD DOCUMENTS icon
R ] wiE] | . |BEC Tlgm<B_ | 2 0| & < [HBG (

B oEE om | wlZ] ] ~ s \'\ﬂﬂ| BRIz =N - (B +) at the base Ofthe BOOK panel.
? ‘Chapter 19 ID Chapter 3.indd @ 100% *

S 5 O s P - o 2 [0, o, J=o 8 Jeo W) T Pages

E‘i I‘-:I ¢ Chapter 19 Book s =

Ao Chapter

T, /

2 2. [ 3

®, |, Text Formatting

> k|

O g InDesign offers a full set of word processing features very similar to those found in

B £ B Microsoft Word. In this chapter we will look at Indents and Tabs which are a vital part of

M lany publishing process, and they should be used regularly to ensure that text is aligned fic etects

l%‘x B correctly. The space bar should never be used to align text. & Object Styles

< ? . Paﬁgl:::stylﬁ

=S Loading the Prepared Document

o Add Documents H

L » D Storage b v & Search ID Storage ¥l
Organise v New folder =~ 0O @
Name 2 3
T Favourites
B Chapter 11 UL
I e e e 2 Access your STORAGE folder and
% Downloads

© Recent places
(@ Creative Cloud Files

& This PC

€ Network

<

W Chapter 191D Chapter 1
W Chapter 191D Chapter 2

W Chapter 13 Magazine Cover
W Chapter 14 Catalogue

I Chapter 15 Media Display
I Chapter 16 Kid Pix DVD

W Chapter 17 Adjusted Layout
W Chapter 17 Liquid Layout
W Chapter 18 Alternate Layouts

I Chapter 121D Chapter 3

v
>

File name: "Chapter 191D Chapter 3" “Chapter 191D Ck v | All Readable Files

Cancel

No preview available, -

=g

SHIFT+CLICK on the files:

Chapter 19 ID Chapter 1
Chapter 19 ID Chapter 2
Chapter 19 ID Chapter 3

NOTE:

% Chapter 19 Book

&% | | Chapter 19 1D Chapter 1 1-8
T| chapter 191D Chapter 2 314 |
T | chapter 131D Chapter 3 1520 2

If the three files are not next to one another in your STORAGE
folder, use the CTRL or COMMAND key to select them.

3 Click on OPEN and the files will be
added to the BOOK panel.

\

4 Notice that the page numbers of
the second and third files have been
adjusted to be continuous.
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Library Items and Content Tools

InDesign provides tools for storing items permanently in a Library for use at any time or
temporarily in a Content Conveyor so that objects can quickly be placed within a current
document or in another document. In this chapter you will look at both tools.

Library Items

You can create a library of commonly used text and images that you can drag into a
document when needed. These items are permanently stored until you delete them.

A Creating the Library File

1 Load InDesign or close the current documents.
2 Select NEW in the WELCOME screen to start a new document.

3 Select the A4 PRESET in the PRINT category of the NEW DOCUMENT dialogue box
and select CREATE.

4  Set the screen to the ADVANCED workspace.

Id [File] edit Layout Type Object Table View Window Help B 653% v | Bv

[ o2 VR pp—
T Ctrl+0 Book... S8
Browse in Bridge... Ctrl+Alt+0 (_—-3: -

NEW and select LIBRARY.

Library..

5 Display the FILE menu, highlight ]

Close Ctrl+W

1 g 1
|

6 Select NO to the CREATIVE CLOUD message at this stage.

o New Library

) — = 7 The file needs to be saved. Access
m oor e your STORAGE folder and call the file
S LIBRARY ITEMS.

@) Creative Cloud Files

M This PC

€W Network

« » 8 Notice that the SAVE ASTYPE or
e D - FORMAT box is set to LIBRARY. Click
o on SAVE and the LIBRARY ITEMS
panel is opened.
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Id File Edit Layour Type Object Table View Window Hep [ H 65.3%" v ®=v [@Ev h Publish Online |~ Advanced -

_ A o e e ] @Bzt [7]|TT T T |vAE nee o] [ITE e [+ T e [+]| A, [vens - B
B = PR | e i o 2 1 O - = T ] =

[Engish: ux

- f u.,m{
Ak | N | 9 Drag the LIBRARY ITEMS label to

\ the top right of the page or into
the PANEL GROUP.

10 Close the SAMPLE BUTTONS AND FORMS panel if it is open.

B Storing Text

Commonly used text can be stored in the LIBRARY ITEMS panel.

1 Setthe screen to ACTUAL SIZE, select the TYPE TOOL, drag a frame near the top left
of the page and enter your name and class.

Id file Edit Layout Type Object Tsble View Window Help (5] 1no%v| Ny =y @EEv ¢ Publish Online. Advanced =

_nxl

AP | s ) L o] [
: o TR i 5 RN | Vi

A | Mone]

| L 2 Highlight the text and format it to
s . R e a calligraphy font and 16 pt.

B
ET &

bl = |
SRS
ol

G Links
f sirecs

| 3 Select the SELECTION TOOL, open
the LIBRARY ITEMS panel and drag

Id File Edit Lajout Type Object Table View Window Hep E Bl 100% v | v Ev [Ev

N e S e SEE p— 1] E .
e g | e P 4 the frame into the panel.

I EE

B&H
RN
[ =

Id e Edit Layour Type Object Table View Window Help B t0e v | v Ey Ev

sz ] wle ] 4 IZE‘EI‘ 0o &
S R o o | o] || e ]| 3 [0 ]]

g BT
oo [v] B 7 [

BIEE R

T i v o

L3 [ |°

. K o 4 Double click on the item in the
X, &, | Creation Date: 26/04/2017 09:12 .
< s b LIBRARY ITEMS panel, call it:

O d |3

ENE

My Name
and select OK.
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Library Items and Content Tools

Id  File Edit Layout Type Object Tble View Window Help 100% v | v Ey @ th Publish Onlin Advanced ~ Adabe Stoc [=To] =]

£ T (N5 T PPN 5 \ AR [v]fC D P &« [AbEL -]/ 8 38 A& EE B JmEr ] == o2

N e B e B S "\ = oEe [H R D | | [ [] | [—] 0 [ o] & ] -] BE=-- | B =
o *Untitled-5 @ 100% * [

! S T O I 20 [0, [0, [0 Bi, [0 [00 [0 [0 [0 [140 150 O =il m
B el |7

B e |

T./ | Joanna Mawson "V" me

2 2 104

==l &

> ki [ oanna ! lawvon

D& %104 5 To use the LIBRARY item, simply

(
B £

drag it onto the page from the
LIBRARY ITEMS panel.

NOTE: You can create a number of different text LIBRARY items to save
re-entering the same text.

C Storing Graphics

You can store images and graphics in the LIBRARY ITEMS panel. Let’s say you regularly
use a shaded rectangle to highlight text.

Id e Edit Llayout Type Object Table View Windew Help EH H  100% v | P E @
o e 1 Select the RECTANGLE FRAME TOOL
1 e = Zis = <

and drag a frame next to the text.

N *Uni ‘:,e“ED‘MTZ;
G Il 7 7T Poges
B e | J € Layers
T/l / Joanna Mawson L @) s
2, & L 104
Eé.z— fx Effects
(S~ 10A
= £, & 1l Paragraph Styles
2 Select the SELECTION TOOL and click on the yellow EDIT CORNERS handle at the
top right of the frame.
Id Fie edit lsyout Type Object Tble View Windew Help H H  1o0% v §v  [Ev  [Ee o Publish Onlin Advanced - =
| wiomm || o \!A}—Hn ¢ 2 - &« |AMEL )8 a & E HE- |5 m\m H [ 4
i | wefaen || @R 2] 5 R AR b e | [Z)] [—] D on o] @ E| [ ] Camer =

!“ k + [ [30 [20 m\mmm

Ok I+l [ - £ Pages

| i B

T./ [* Joanna Mawson = o e

ool g
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Creating Online Forms

InDesign provides tools for creating online forms. These are exported to Adobe Acrobat
as a PDF file and can be used to collect information from users. The information entered
into the form can be sent to a web site or as an attachment in an e-mail.

Loading the Prepared File

The form labels have been prepared for you. The fields will need to be entered to
complete the form.

1 Load InDesign or close the current documents then select OPEN from the WELCOME
screen or FILE menu.

2 Access the IDcc SUPPORT FILES, open the CHAPTER 21 folder and open the FORM
document.

3 Use SAVE AS from the FILE menu to save the document in your STORAGE folder as:
Chapter 21 Form

Adding Text Fields to the Form

The most common field in a form is a TEXT field. It simply allows users to enter data such
as names, addresses, comments, etc.

A Inserting a Text Frame

B Adcbs s [=[a] x ]

Id File Edit Llayout Type Object Toble View Window Help B owom v | P Ee E- Publish Online | | Interacti efEPD B . Adabe Stack
- | ] ze 7]/ IT T T |VBE were [=] ITE] [ =] R0 (]| A [ore] | B Eow  |eFEle |
[Reguir v e [~] T T F (B v a2 o | 7 e | [Engtish: ux Y| | = = =

EAE ~
i Info Request F()]] 1 Set the screen to the INTERACTIVE
e FOR PDF workspace, set the ZOOM
to 100% and select the TYPETOOL in
the TOOLS panel.
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Complete the following form and detailed information about the requested tours will be e-mailed to you.
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B Creating the Text Field

The text frame now needs to be converted into a text field.

Id File Edit Llayout Type Object Toble View Window Help B owom v | P Ee E- ch Publish Online | Interactive for PDF ~ L‘i‘#l
N = o s T P T e o0 ,Pj‘ i «&‘Dm‘lﬁ:m

s s C o = Mos o as 0B — 1 Expand the BUTTONS AND FORMS
B — panel in the PANEL GROUP, click on
=E | - J the TYPE box and select TEXT FIELD.
Sl ligan’'s
=5 aqigdall s Irgy
> ki [T e
S W /
5 £ |7
o Qf

S

] Info Request Form
.u [.TZ Complete the following form and detailed information about the requested tours will be e-mailed to you.
E o[ utton

& :m; PDF Only .

Name: e E:;‘:UB;:X mmmmm
3_ y List Box
Radio Buf
1 e-Mail: signature Wid
2 [ vidden Tt field

NOTE: A textframe can also be converted to a text field by displaying
the OBJECT menu, highlighting INTERACTIVE and selecting
CONVERT TO TEXT FIELD.

Typa: |Tad Fizld

LT
T ——
LT

o

2 In the BUTTONS AND FORMS panel
set the NAME box to CUSTOMER

Name: |Customer <t = NAME and press <enter> or
Ewent: |On Relezs= or Tap b d | - <return>.
Actions: =4 = —
[Ma Actions Added] = -

-

\

4  The PDF OPTIONS need to be set.

3 No ACTIONS need to be set as this is
a FIELD that just collects data, not a
BUTTON that executes something.
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% Buttons and Forms s | = [Qb e
Type: [Text Fisld e
Mame: |Customer || B Weda
Evant: [On Reless= or T=p v o PI::::Iiew
actions: . —
et ’ 5 Set the DESCRIPTION box to:

Diescription:

¥ PDF Options

|| Hidden Until Triggerad

/

y / Please enter your full name

| Plezse enter your full name

| ‘ 6 Leave PRINTABLE selected, turn

ine - — on REQUIRED, turn off the other

M Reqursd €T options and leave 12 pt selected in

e z"ﬂ‘/ the FONT SIZE box

= 3 W

NOTE: i The DESCRIPTION will appear as a tool tip when a user hovers
their mouse pointer over the field in Acrobat Reader.
ii Turning on REQUIRED means that the field must have data

entered into it before the form can be submitted.

C Duplicating a Text Field

The previous steps could be repeated to add an e-mail text field, but it is easier to
duplicate the NAME field and adjust its settings.

Gum LB ECE,

&

ﬂﬁ]@@
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Name: | I @) cClibraries
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ﬁ

4 Buttons and Forms.
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Useful Features

InDesign provides a number handy features to make the publishing process easier. Some
of these include the Eyedropper Tool, setting pages of different sizes, adjusting the gaps
between multiple frames, using Layers, setting to a path, font tools and embedding files.

The Eyedropper Tool

The EYEDROPPER TOOL allows you to copy formats from text or graphics and apply those
formats to other text or objects.

A Copying Text Formats

The EYEDROPPER TOOL can be used to quickly copy the formats of text when you don't
want to create a style.

1  Select OPEN from the WELCOME screen or FILE menu.

2 Access the IDcc SUPPORT FILES, open the CHAPTER 22 folder and open the
CHAPTER 22 document.

3 Thefileisa copy of the GOLF RULES document you created earlier. The format of
the first sub-heading will be copied to the other sub-headings.

4  Set the view to FIT PAGE IN WINDOW and set the screen to the ADVANCED
workspace.

e Object Table View Window Help st] 66% v | Fv Ev [EEv HMI

B R o] ]z 7] 1T T T |VAE[® 7] TR 7] R 7] A %i SIS = = =G el 1 wll
: v ks [+] T T 2 |EE0 v] A2 fe]ont | 7= D] = .

- 5 Select the TYPETOOL and position
LS [oo, [ P I .

0 bt 1 the cursor in the LOCAL RULES sub-
[ P heading.

2 £,

=, @, (3]

> ki g 3 Object Styles

| al=N 0

54|l ol Palaglj::‘styles

e i o\ Character Styles

1

=N | E
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the COLOUR THEME TOOL in the
TOOLS panel (it is above the ZOOM
TOOL) and click on the LOCAL RULES
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7
the right.

The EYEDROPPER pointer will be ‘filled’ with the text formats and turned to face to
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10  To turn the EYEDROPPER TOOL off simply select another tool from the TOOLS

panel. Select the SELECTION TOOL.
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