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Bleed we need to know about, if the document is for print.

If this document was for print, there would be a problem, it need to have
3 mm all around the edges, for the cutting process!

Find More Options under New Document
and remember when you create the PDF,
that you have to tick the Bleed settings

Donald Duckling
The Pond




Creating a new file

1.0pen InDesign - Go to File in the top menu bar - New document

Choose between
print or web

For print choose
extra 3 mm
under Bleed

New Document

Document Preset: [Custom)]
Intent:  Primt
Mumber of Pages:
Start Page Ne: [

Page Sire; A4

Height:

Coalumns
Number: & i}

Margins
Top:

w LI

 Bleed and Slug
Top

Siug:

Praview

¥ Facing Pages

¥ Primary Taxt Frame

Orientation: [7y [E:

Gufter:

Inside: w |

If you want

pages to open like a
book

choose

V in Facing Pages

Margins help you make
the text in a distance away
from the edge.



The Pages panel

Go to top menu - Window - pages
Now you can see all your new pages

Unitied-1 @ 4% . - Here you can see on
which page you are

1

1 Create a new page



Guides and Help lines

\When you plan to create a Report or Catalog, you can make
Guides from your Rulers (can be dragged out from top & sides)

START at the A-Master page

You can remove the guides if you press w




Text or images - create a box

Make a box in InDesign

TEXT

If you want text

drag a box with the Type tool

or make a box - both ways works
Remember it's good idea to create 0
guides with your rulers in the A-Master 0

01
[

IMAGES & TEXT .

Create a box with any of the 2 box tools

choose €M + d or
ctrl + d

W 3 W% X

%,
k

and import your image
USE Contrast in size and color

or go to File - place and find your image Alignment in the content
(at tingene flugter)

"N o



Check Spelling

Go to Edit > Spelling and grammar

> Check Spelling While Typing
to view errors while you type.

The Check Spelling window will give you possible corrections for each error,
and invite you to Change or Skip them. When you're finished, click Done.

BT Check Speling... 5!

v/ Dynamic Spelling
Transparency Blend Space > v Autocorrect

Transparency Flattener Presets... User Dictionary...



Word count - Go to Window - Info and stand with the curser in the tex box
(it will tell how many words and characters for the text boxes that are chosen

Alternatively you can download a script...

co to Indesignsecrets.com/downloads
And then just enter the exact name for the script with the .zip

www.lynda.com/articles/surprising-ways-to-do-a-word-count-in-indesign-indesign-secrets

http://www.indesignskills.com/skills/word-count-in-indesign/

indesignsecrets.com/how-to-install-scripts-in-indesign.php
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Spell check - Dictionary and Autocorrect

Go to InDesign - Preferences - and choose
AL EHel File Edit Layout

About InDesign...
Manage Extensions...
About Plug-Ins
TOFI@IBA.DK : .
Preferences General... F#K

Type Object Tabl

LY
(L TTeiT

_ .~ Sync Settings...
Hide InDesign d&H Interface. ..
Hide Others N#EH
Show All Type...

_  Advanced Type...
Quit InDesign #Q  composition...

Units & Increments...
Grids...
Guides & Pasteboard...

Dictionary...

Spelling... < ——
Autocorrect...

Notes...
Track Changes...

Story Editor Display...
Display Performance...



Image placement

cmd + d on Mac and ctrl + d on pc for importing an image

Choose the white arrow tool
you can select the image inside the frame and move it around

200 If you want to change the size
Remember to hold down Shift
while you drag in the comer
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Correct Image placement

You need to make sure the proportions are correct
The image has to have same proportion

RIGHT WRONG
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Image Display

If your image dosen't look sharp, it's because InDesign has a pre-setting
for importing images to Typical Display. Select the image with your black selection tool
- Right click and choose High Quality

Cut 3EX
Copy #C
Paste Al
Pastae in Placa iy
Search Adobe Stock...
Zoom ]
Transform [ 2
Transform Again »
Arrange *
Select =
Lock SBL
Hide 383
Typ|ca| D|Sp|ay Stroke Weight >
To save speed InDesign changes the Display Fitting >
Effects >
Captions | S
Edit Original
Edit With [ 2
Hyperlinks >
Interactive 3

Generate OR Code...
Object Export Optlons...

Tag Frame »

Autotag )

Fast Display
Typical Display

+ High Quality Display /

Lse View Setting

= T e

InCopy

High Quality Display Graphics

Yy
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Arranging an imported image

When you Import an image it might be too big or too small, you
can either select one of these or the white selection tool and the %

Frame fits to image
l l Alignment choose two objects to align

Auto-Fit ™ = [u

Always check that the proportions are correct in the proportions %

15



Guidelines

Font sizes for text

Body Text:
Minimum 10 pt — Maximum 12 pt

Chapter Headings (‘A’ Headings):
Minimum 14 pt — Maximum 16 pt

Sub-titles (‘B’ Headings):
Minimum 12 pt — Maximum 14 pt

Make sure to think about your Leading too — as a general rule,
try to make it a little more generous than the Auto leading value in InDesign

http://www.indesignskills.com/inspiration/fonts-for-books/D

Designing for grids, create helping guides and rulers in your Master page
Rulers can be found under View

16
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If you have written all in Word and want to import it - then look at these videos

www.lynda.com/InDesign-tutorials/Importing-text/368575/412991-4.html

http://www.lynda.com/Acrobat-tutorials/Import-formatted-Word-text-InDesign/440650/484395-4.html?

Go to BB - 6MMD-info - to the right link to www.Lynda.com

search Word formatting import to InDesign or just read next pages..

17
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Importing from Word

Do you want to retain formatting from the Word document or not?

Jocument Elements | Tables Charts | SmartArt Review
Paragraph Styles
- vl | 2% | A el I e O e O Y =1 i Ay
A~ A~/ Aa CARY TN = =lnss) 1S o) AaBbCcDdl| AaBbCcDd  AaBbccDdEe  AaBbCeDe | A
A v == = = = > B3| | Normal Strong Subtitle Title ' .ﬂl] R
Under Home in \Word find the styles, Styles o)

O & & i %

Current style of selected text:

and set them to “Styles in use”

\ \ Mormal + Calibri, 12 pt

If you work on Windows and open InDesign, '
you will need to close Word first,

Pick a style to apply:

Mac can keep both programmes open. R
€ar rormating

@) New Style... ﬂ x Select Al

Header
Heading 1
Heading 3

Nomal

ﬁ List: Styles in Use -

Show Styles Guides

Show Direct Formatting Guides
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Importing from Word

New Document

Can File - new document
Make 1 page in InDesign

ent Preset: [Custom]

Intent:

v Facing Pages
Create a box and select it with the text tool and : I f' [¥] Primary Text Frame

v

Mac: cmd + d (import your document) find the doc.
Pc: ctrl + d (import your document) find the doc.

it will automatically create all pages for you, it you have ticked the
Priamry text frame.

www. lynda.com/InDesign-tutorials/Understanding-text-flow-methods/101959/110157-4.html
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Creating Bookmarks

Choose Window in the top menu
Go to Interactive - Bookmarks v i How!to mals a Report n Adobe InD... ~

H Table of Content

 Bookmarks

: : : : B Bleod
The easiest way is to make all the titles in your e —
document the same style in Character Styles :1“”““”"*
ext or Images - create a box
or Paragraph Styles B Chook Speting

They can be found under Window - Styles B Spell check - Dictionary and Aut..

E Image ptacement

B Correct Image placement

B Arranging an imperted image
B cuidelines

B importing from Word

i Importing from Word

'E Creating Bookmarks

E Character & Paragraph Styles
H Creating Table Of Contents
H PAGE Numbers

B FAGE Numbers

E Exporting to PDF

E Exporting to PDF

H Placeholder text & columns

B ror print = Links

This video from Lynda.com explains it i Arranging objects - The Transfo...
http://www.lynda.com/InDesign-tutorials/064-Creating-bookmarks-PDFs/85324/116353-4.html? 2



http://www.lynda.com/InDesign-tutorials/064-Creating-bookmarks-PDFs/85324/116353-4.html?

Character & Paragraph Styles

The Font in every page has the same formatting, | have selected it, and
clicked at the Character Styles, where | choose the font and size.

To create a new Character Style,
just click here and

Articles islate & Google [Ja@ Outiook.cs
CC Libraries
Colour > X
+ Caontrol 36 ¢ Character Styles
Editorial | Big header
Effects rsero oIl /I None]
Info kS Big header
Interactive >
Layers £7 Header
v Links 36D Ry
Mini Bridge TOC
Object & Layout > Hyperlink
Output [ 2
Overlays
v Pages F12
v Stroke 8 F10 : :
BT  celistyles /
Text Wrap N #W Character Styles { 3F11 Choose between Character Styles
v Tools Object Styles 387 / and Paragraph Styles
Type & Tables > Paragraph Styles 38F11

Utilities 3 Table Styles



Character & Paragraph Styles

Fill out under “General” and “Basic Character Formats”

Mew Paragraph Stye

Slyle Marne:
Loscatban:

Easic: Characiar Fomate

T

Leading: =

Keming: Pletrics - Tracking: =

=a: Mamnal - Pasitian:  Moemal

Uriclertinee: % Ligalures o Brask

Strikathrough

Add to CC Llbran:
Praview

Choose a font that will be easy to read

For longer text, like the body text use the
Paragraph Styles and for short areas
like a Bold or italic word, use Character
Styles

Select the text and click at the
Paragraph or Character styles palette
to change the text into the

wanted formatting.

http://www.lynda.com/InDesign-tutorials/Fixing-style-overrides-Redefine-Style/374188/437037-4.html?

22
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Creating Table Of Contents

Type Object Table Viev

Pages >
Margins and Columns...

Ruler Guides...

Create Guides...

Create Alternate Layout...
Liquid Layout

First Page 8%
Previous Page %
Next Page 3%
Last Page {+86%
Next Spread B
Previous Spread X#
Go to Page... N

Go Back i

Numbering & Section Options...

@hle of Gnntents... )

Table of Contents Styles...

Layout - Table Of Contents

Make sure all your headers of each page are created with
Paragraph Styles named the same like ex. “TOC Title”

lakble of Conlanls

TOC Style: [Dekaii] ==

LA Confe. 1y [+ Cancal
Ghfas In Tabie of Contenle

Sawe Shyls..
Incluade Paragraph Styles:

TRz Tl n ek Stylal Fenwar CHtRanS

Style: TOC Tita
Erilry Syl

Paggs Mumbar Aitar Entry

Batwaen Enay and Murmbet:

Sart Entriag In Alphabatical Dedar

Cplions
= Cragte PDF Bockmarks Rur-ln
= Replace Exlsting Teble of Contents Include Test on Hidden Lapera

Mzhe tent anchor In eource paragraph
Mumbered Paragraphe:  Ishede Full Peragroh

Find the
TOC titles

and click the
Add button in

the middle
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Creating Table Of Contents

Choose Type - Tabs “Enter”
Table of Content “ and drag t)k/we arrow to the pre-
ferred distance
and make dots in the Leader if
you want a dotted line
The text has to selected to
make it work and press

How to make a Report in Adobe InDesign 1
Table of Content 2
Blesid 4
Creating a new file 5
The Pages panel 3
Text or images - create a box 7
Check Spelling B8
Spell check - Dictionary and Autocormect 9
Image placermant 10
Correct Image placement 1
Arranaing an imponed image 13
Guidelines 14
Jmporting from Word 15
Importing from Word 16
Creating Bookmarks 18
Character & Paragraph Styles 19
Creating Table Of Contents 20
PAGE Numbers 4|
PAGE Numbears

Exporting to POF

Exporting to POF

Placehglder text & columns

For print - Links

Arranging objects - The Transform pallet
For print - Package & Preflight

Links

Tabs

Here the text was selected with the black
selection tool and | choose to make
Colomns

a menw file
Janel
2xt Of images - create a box

heck Spelling
Spell check - Dictonary and Autocomect k)
Image placement Table of Content
mage placement
0 an imported image 3 Contents
Guidalines .
Importng from Word
mportng from Word
Craating Bookmarks i
haracter & Paragraph Styles 9 Pk Tl
reating Table Of Contents wab Fros
PAGE Numbers : 0 Dacameet & iwarriin
FAGE Numbers 23 e e ORI
Exporting to PDF b Niselrg n oty

ERBENBERES
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PAGE Numbers

The A-Master

What you create here
will be visible at all pages!
S0 make sure where you are

Now we can make page numbers

MAKE sure you have clicked twice at the A-Master
so it’s selected

With the TYPE tool you click and drag to make a box down
In the right bottom corner

25



PAGE Numbers

Select the Letter A

Go to TYPE - Insert Special Character - Markers - Current Page number

Make sure you sé

Insert Special Character (S
Insert White Space > > Current Page Number
Insert Break Character [ 4 Hyphens and Dashes > Next Page Number
Fill with Placeholder Text Quotation Marks > T ToweRagedie
N Other »  Section Marker
Show Hidden Characters X3l _
If you have facing pages you need to have
an A at each page
(then select the Next Page Number)
lect the A

|

|
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PAGE Numbers

For making page numbers in the bottom right side
use the type tool and make a new box and write the Letter A

Select the letter so it’s black

Go to TYPE - Insert Special Character - Markers - Next Page number
Then all page numbers automatically change for each page

Page numbers - Lynda video

www.lynda.com/InDesign-tutorials/ 117 -Including-total-page-count-your-page-numbers/85324/155456-4 .ntml
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Exporting to PDF

File - Export

You can save to Print PDF and still have Hypelinks and Bookmarks to work

~ Bog_IP/ Adobe Experience Manager Mobile article

Adobe PDF (Interactive)
Forma N G N

EPS

yIder EPUB (Fixed Layout)

EPUB (Reflowable)

Flash CS6 Professional (FLA)

Flash Player (SWF)

HTML

InCopy Document

InDesign Markup (IDML)

InDesign Snippet

JPEG

PNG

XML

28



Exporting to PDF

Export Adobe PDF

Adobe PDF Preset: [High Quality Print] (modified)

Standard: None b

Gonoral Ganaral
53hon

Description:

nd Blseds

Spreads

Options

Embed Page Thumbnails

¥ Dptimise for Fast Web View

¥ Create Tagged POF

Compatibility: Acrobat 83 (PDF 1.7)

Viewing
View: Default
Leyout: Dofault

Open in Full Screen Mode

¥ View PDF after Exporting

Create Acrobat Layers

Export Layers: Visible & Printable Layers

Include
v Bookmarks
¥ Hyperfinks

Mon-Printing Objects
Visible Guides and Grids

Intermuuye cesnents: Do Not Include v

E Publish your docurments online to the web
e E "Publish Online’ after your PDF Export

Save Preset...

www.lynda.com/InDesign-tutorials/215-Makin

rint-PDF-do-double-duty-online-PDF/85324/439036-4.html

29
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Placeholder text & columns

Go to Type - Fill with placeholder text -
select the frame

Making Columns
Choose the black selection Tool
select the box - write number of col-

umns

iE m = =
v v

= 52 BH = =

% X *Untitled-5 @ 53% X *1.InDesign
400 500 i 600

tem re num arumaqui Drgmgu,i_s a_tﬂgf.aallam
; linihicisaui il lupis sitae. Uga

Ratem re num arumaqui stiunt aspel ininiciis-
gui necus, aut ut am, gue vollam nonse simi,
alitio. Pici inullec ulluptatet veles molupiet
adisguodisi a corecus, cus molenih iliciderum
estiatium rem et magnat

Ratem re num arum-  ulluptatet veles mo-
qui stiunt aspel inihi-  lupiet adisquodisi a
ciisqui necus, aut ut  corecus, cus molenih
am, gue vollam nonse iliciderum estiatium
simi, alitio. Pici inullec  rem et magnat
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For print - Links

If you have to send your work off to print - start with collecting all your images and save them in the same

folder
Make sure you have all Links fixed
(Always save all your images/logos/fonts in a folder)

Help @a%sgage DO
Arrange [
Workspace [ 3 b = i 5
Browse Add-ons
Mlclﬂ-ﬁ ! Ton EDOD 00 1000
CC Libraries

] Colour 2 l

.  Control X¥e |
Editorial > If the triangle
Effacts {+¥r0o . I d
info 8 - 18 yellow, you nee
Interactive > 4 to fix the missing Links

F7 _
( v Links ) %D ' ' e

| Object & Layout >
Output »
Overlays
Pages HFi2
Stroke #rio
Styles 3
Text Wrap LW

v Tools
Type & Tables >
Utilities [

v Application Frame

v Application Bar

Can be fixed here

*‘Cal ht.indd @ 76% .
e various ways
L

*Rotation.indd & 76%

v *explore CA_brochure.indd @ 90%
Den glade enke cover.indd @ 50%
Untitled-2 @ 25%
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Arranging objects - The Transform pallet

When you want to have the same distance between objects at
every page, use the Transform function.

[t shows the coordinates, here at the top right corner.
It tells me that the box has to be
placed at these numbers at every
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For print - Package & Preflight

If you have to send your work off to print
Make sure you have all your links in a folder - the Package function can create it

for you.

Choose in the top menu InDesign - File - Package
if you want to assemble a copy of your InDesign document

In the Instructions Dialog box
Tick for copy Fonts

Copy linked Graphics

Update Graphic Links in Package

=

33



TOC - Table of Content (Epub)
www.lynda.com/InDesign-tutorials/Creating-navigation-10C/374187/415018-4.html

Spell check

http://www.indesignskills.com/skills/spell-check-indesign-document/

How to put text into a document
www.lynda.com/InDesign-tutorials/Adding-editing-text/368575/412960-4.ntm!

Rules above or under a paragraph
www. lynda.com/InDesign-tutorials/Using-drop-caps/368575/41304 7 -4 .ntmi

Created as a guide for all my students by Tina Filsg - TOF|
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