InDesign CC Notes
Notes by Gavin Kirby

Building your documents.

Graphic Design becomes a bit more complicated when
you are designing over multiple pages. You will need to
keep track of many different elements, styles, layouts,
typographic formats etc. This task is made easier by
several functions available to you in InDesign, like
Master Pages, Paragraph Styles, Character Styles etc.

Imagine that your task is to build a large house. You
would first plan the layout of the house by drawing
the basic structure, the number of rooms, the room
dimensions and roughing out what goes in each room.

Once the planning is done, you can now build your
house by choosing sturdy materials for the construction
and methodically adding all the details to each of the
room.

What does this have to do with designing a multi page
document? T hear you ask. Well, think of the large house
as your task of designing a multi page document
(MPD). You would not dream of building a house
without any plans and the same applies to building an
MPD, planning is very important.

Putting the house together with poor building materials
will give a poor finish, plus you don’t want it to fall
down. The contents of your MPD are your building
materials. They need to be right. Images need to be the
correct size, colour mode, and resolution. Text needs to
be spelt correctly. Remember this, if you put crap in, you
will get crap out!!

The rooms of the house are your pages, some will be
standard while others will have a specific job within the
MPD. You will need to have a system to help style your
pages to give continuity throughout your document.

Planning with Post-it’s.

Planning should always start with pen/pencil and
paper. In the early stages of a project it is far quicker at
roughing out ideas than digital methods and you are
only limited by your imagination and not your ability
to use software.

First off it's good to get an overview of the content in
relation to what you are being asked to design. Different
design problems will handle the content in different
ways. However, these early planning stages do have
many similarities.



When designing a MPD one of the very first stages is
to work out a rough running order for the pages. This
is simply focusing on what pages appear and in what
order.

A flexible and fast method is to write the different page
types onto Post-it notes and start to arrange them on
a wall, or a table, or a large sheet of paper. Page types
to consider are Front cover, Back cover, Contents page,
Feature articles, Interviews, Adverts etc.

Using Post-it notes will allow you to adjust the running
order really easily and give greater flexibility to add in
or remove pages if needed.

Content Lists, Thumbnail Sketches, and Wireframes.

This is where you start making general rough decisions
on how you are going to organise the page content for
your designs.

At its most basic level every design project is just an
exercise in arranging and managing content (text,
images, illustrations, data, statistics, colours, logos,
symbols etc). You will need to spend some time looking
at the content and determining the various levels of
importance and then apply this knowledge to your
designs.

Making lists for what content needs to be included into
your page designs is a great place to start. This will help
to sort out the visual hierarchy for your designs.

From the content lists you can now start sketching
with purpose and develop thumbnail sketches that
accommodate the required content.

Thumbnail sketches are small quick rough sketches
that help you to workout where the main bits of content
are to go on the page layout. Their quick rough nature
enables you to generate several design options in a
short space of time. The best Thumbnails will then be
further refined by creating wireframes.

The term Wireframe is probably associated more with
App and Web design but it also has a valuable role in
most design processes. From an editorial perspective
the wireframes will help determine the structural layout
of your pages and will essentially become the blueprint
for your Master Pages layouts.

Getting Started.

The first thing to do is to create a New Document. This
sounds easy and straight forward but there are several
key measurements that you need to know about the
document that you are about to design so that they can
be input at this stage. These can be altered later but it
is best to sort this out before you have added too much
content and have spent time on your layouts.



Creating a New Document.

1. To create a New Document go to File - New - Document
or you can press cmd+N on the keyboard.
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2. Take a moment to look at the options available to you in
the New Document window.

Preset Details: If you
are regularly working | oo

on a set layout format, T i+
you can save the preset s o
information and select it 2 210mm Millimeters v
from this menu. Height i
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Width / Height: Either
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choose a common page "
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create a custom page
size.

Orientation: Portrait or Landscape.

Facing Pages: Depending on the type of document you
are working on and the type of bind or fold you plan
to use you may need to have left and right pages as
apposed to individual pages.

Pages: Allows you to automatically add the number of
pages for your document.

Start #: If you are working on a large project like a book,
it is a good idea to break it up into smaller documents.
Start # allows you to keep the page numbering
consistent through the documents.

Primary Text Frame: This creates an automatic text
frame on your master pages. It is recommended not to
use this as you will want to have total control over your
text boxes.
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Columns Gutter: Alters the space between columns.

Margins: Sets the space between the edge of the page
to the content area on your design layout. If you are
working on single pages these will be Top, Bottom, Left,
Right. If you are working on facing pages the these will
be Top, Bottom, Inside, Outside (Inside refers to the edge
by the bind or fold).

Bleed: If your design
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Slug: Refers to the area of scrap paper beyond the
edge of the bleed area. This area is used to carry print
related information like colour bars, dates, and sign off
information.

Slug Area

4. Once you have input all of your New Document
parameters, click Create to view your new document.



Altering an Open Document.

It is quite common to want to alter some of the New
Document settings in an existing document. This could
be due to a change of design style or you forgot to add
Bleed. The settings are spread over two palettes.

. Go to File - Document Setup or press alt+cmd+P.

Many of the settings that you may need to alter
are available to you so that you can alter things
retrospectively.

Notice that some options are not available from this
window. The Column and Gutter width options are
found in a different window.

. Apply any alterations that you want and click OK or

just Cancel to close the window.

. Go to Layout - Margins and Columns.




As the name suggests you can alter the Margins and
Columns of your document in this window. There are
also a couple of new buttons available to you, Preview
and Adjust Layout.

Preview is self explanatory, when it is enabled you can
see your alterations in real time and how they affect
your layout design. This is very useful when you are
using Adjust Layout as well.

Adjust Layout will attempt to make adjustments your
existing content into the new column structure. This is
very hit and miss and can cause more problems for you
over several pages. As such I do not use this option.

4. Click OK or Cancel to close the window.

Setting Your Workspace.

There are many different work spaces and palette
configurations that you can use in InDesign. As the
majority of your work will be typographic in nature it is
best to setup your workspace as follows.

. Up in the top right hand area of the screen you will see
the Workspace Menu. (Depending on who has been
using the software before hand, you may see different
titles here).

Q Adobe Stock

2. From the Menu choose o ]

Typography. (It's  also E‘.m‘k e
i Digital Publishing

advisable to go back Essantials
into  the  workspace Essentials Classic
menu and choose Reset Interactive for PDF
Typography to ensure Printing and Proofing
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Adding Useful Palettes. Reset Typography
New Workspace...

You can customise your Betats Wok s 8
workspace by adding
palettes that you use on Show Full Menus

a regular basis. Here are

two that I recommend
you add.

. From the Window menu choose Links.

. Drag the Links palette into the palette list on the right of
the screen.




3. From the Window menu choose Output - Preflight.

4. Drag the Preflight palette into the palette list on the

right of the screen.

Although you may not
be using these palettes
much to begin with they
come in really handy

the closer you get to
outputting your work.

Saving A Workspace.

Now you have added

some extra palettes and Buuk"GEd

set your vxforkspace how Hkntd Priishing
you want it you can now Essentials

save it as a selectable Essentials Classic
option. Interactive for PDF

Printing and Proofing
Review
¥ Typography

Reset Typography
New Workspace...

Delete Workspace...

1. From the Workspace
menu in the top right of
the screen choose New
Workspace.

2. In the new window enter
a suitable name for your
customized workspace
and click OK.

Show Full Menus

Gav Typography Workspace| n

Basic Palettes to Start With.

There are many different palettes that enable you to add
to your design work but I advise you master the basic
palettes first as these will be what you use the most.

Tools: Found on the Left of the InDesign window. This
contains all of the cursor tools. Selection Tool, Direct
Selection Tool, Type Tool, Pen Tool, Rectangle Frame
Tool etc.

Control: Runs along the top of the InDesign window
and will change depending on which tool you have
selected. With the Selection Tool active the Control
panel will show options relating to position and scale.
With the Type tool active the Control panel will show
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options relating to Character styles, Paragraph Styles,
Alignments, and other typesetting choices.

Paragraph / Character / Pages: Found on the Right of
the InDesign window. The Paragraph palette gives all
the values for adjusting and styling your paragraphs.
The Character palette gives all the values for styling
your typefaces.
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As your projects become more complicated you will
need to use more advanced palettes like Layers /
Paragraph Styles / Character Styles / Text Wrap etc.

Basics of Adding Content.

This next section will look at the basics of adding
content to your InDesign document

¢ Adding extra pages.
¢ Adding Images.

* Resizing Images.

¢ Adding Text.

¢ Linking Text boxes.

Adding Pages via the Pages Panel.

More often than not you will want to add pages to your
InDesign document. There are several ways to do this
but the easiest way is via the Pages panel.

1. Click on the Pages panel button. If it is not visible go to
Window - Pages.

The Pages panel has two sections. The upper is for
your Parent Pages (also referred to as Master Pages)
and the lower is for the pages of your document. By
default your pages are viewed one above the other as
individual pages or as spreads if you are working with
Facing Pages.

2. One method to add pages in the Pages Panel is to drag
and drop a parent page style into the document section
of the panel.



This method allows

you to choose the [%pages layers Swatches b | =
master page style and

[None]
apply it directly to the

[
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want to create. /
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3. Another method
is to click the + at
the bottom of the
Pages Panel. This is

i1

the Create new page

button.

4. If you hold down alt lr
and click on the Create

new page button you
will activate the Insert Pages window.

Insert Pages
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[ |

Here you can set the number of pages you want to
insert, where you want to insert them in the document
and which master page style you want to use.

Adding Images.

Currently there is a much greater synergy between the
different Adobe applications that enables you to copy
and paste or drag items from one application to another.
This sounds great in principle but just because you can

doesn’t mean you should.
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Resizing an Image.

An easy way to make your images larger or smaller is
to use a combination of keys and clicking and dragging
the bounding box around the selected image.

1. When you select an image or object you should see a
Blue bounding box with eight anchor points along its
edge.

[hE

2. Make sure that you have the black arrow (Selection
Tool) selected then hold down Shift + Command on the
keyboard.

3. Still holding the keys, use the mouse to click on one of
the coners of the bounding box and drag the mouse to
either make the image bigger or smaller.

4. Release the mouse, then release the keys.




Adding Text.

Using the Type Tool to create text boxes is a realy fast
way to add text to your document.

ello

However, it is likely that you are wanting to import a
large volume of text for your design. This is done in the
same way that you place an image by going via the File
- Place command.

How this works will depend on how much work you
have done in the InDesign document before you import
the text.

Blank Document (One large single column).

1. Go to File - Place and select the text file that you want to
import. InDesign can import most forms of simple text
files.

2. Click on the page. This should create a large text box
that fills the width of the space within the margins.

‘Erik Spiekermann
&

Legendary type designer Erik Spiekermann talks type with frog, expounding on the beauty - and the
difficulty - of designing numbers.

By Chelsea Holden Baker, Marketing Communications Specialist, frog design San Francisco
Photographs by Jacob Zukerman

Erik Spiekermann has been designing typefaces and information systems since the early 70s. He is a founder
fiho fizoa MataDaci A DontShon the ot anling dictl £ digital fante IE

Document with Columns set up.

1. Go to File - Place and select the text file that you want to
import.
2. Click in top left corner the first column. This should

create a text box that fills the width and height of the
first column.

'Erik Spiekermann
o

Legendary type designer Erik
Spiekermann talks type with
frog, expounding on the beauty -
and the difficulty - of designing
numbers.

By Chelsea Holden Baker, L]
Marketing Communications
Specialist, frog design San
Francisco

Photographs by Jacob Zukerman

Erik Spiekermann has been

3. If there is too much text for the column you will see a
small red box appear near the bottom right corner as
indicated on the image above.



4. To add text to the other columns select the Selection
Tool (the black arrow) and click on the red Overset Text
indicator.

5. The cursor will change to show that you have picked up
the overset text. Now click in the second column.
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6. If there is too much text for the column you will see a
small red box appear near the bottom right corner as
indicated on the image above. Repeat steps 4 and 5 if
you have more columns to fill.
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This same method of linking can be applied to shapes
that you draw as part of your design.

Image Frame and Text Wrap Basics.

Now that you are familiar with adding and resizing
images as well as adding text and linking text boxes.
This next section will take a closer look at image frames
and how to get text to wrap around objects in your
designs.

e Image Frame and Image File.
¢ Cropping an Image.

e Image Frame Shapes.

Text Wrap Basics.

Image Frame and Image File.

It is important to remember that there are two parts to
any placed image in InDesign.

There is the Image Frame which is indicated by the Blue
Bounding Box that you will see around the edge of the
object. Then there is the image that sits within the frame
which will have a Brown Bounding Box when selected.
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Cropping an Image (Masking).

Technically this is not cropping an image, you will be
masking of part of the image by changing the aperture
of the Image Frame. The easiest way to do this is by
using the Image Frame Bounding Box.

1. Click on the image you want to crop so that you can see
the Blue Bounding Box.

2. Click on one of the Bounding Box anchor points along
an edge or in a corner and drag into the image .

In this example, all of

the Image Frame edges
have been moved to
mask off all edges of the
image contained inside
the frame.

1. Clicking on the circles in
the centre of the image
will select the image
inside the frame and
show the edges of the

image indicated by the

Brown Bounding Box.

2. You can now move the
image inside the frame
to adjust what part of
the image can be seen
through  the frame
aperture.

It's  worth spending
some time to familiarise

yourself  with  this
process so you know
which part of the image
you have selected.

Now that you know how to select images contained
inside an image frame I can show you how to change
the shape of the image frame.



Image Frame Shapes.

By default your image frames will be square or

rectangular in nature. However, depending on your

design you may require your image to appear in a

different shaped frame.

. From the Tools Palette,

click and hold on the
Frame Tool icon. This will
be indicated by a shape
with a cross in it.

. Choose either the Ellipse

or Polygon Frame Tool
and draw a shape on
your project page. In
this example I have used
an Ellipse.

. Click on the circles in

the centre of the image
you want to place into
the new frame. Here
you can see the Brown
Bounding Box which
indicates that the image
is selected and not
the rectangular image
frame.

. Go to Edit - Copy or press

Command+C.

. Select the new text

frame and go to Edit
- Paste Into. This can
also be done by right
clicking on the frame
and selecting Paste Into
from the pop up menu.
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This will also work with
complete shapes that
you have drawn with
the Pen Tool.




Text Wrap Basics.

There will be occasions when you may need to have an
image or object sit within or overlap a column of text.
This will then cause the text to have to “wrap” around
the object so that it is not obscured.

To wrap around images and objects that are square or
rectangular the process is quite simple.

. If the Text Wrap Palette is not currently visible go to
Window - Text Wrap.
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Here we have a selected rectangular image frame that is
sitting on top of two columns of text. There is currently
no Text Wrap assigned to the image frame so the image
is obscuring some of the text.

. With the image frame selected click on the Wrap around

bounding box button in the Text Wrap palette.
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Clicking on the Wrap around bounding box button will
force the obscured text back into view. You can then add
extra spacing around all edges of the image frame to
improve the overall visual, I have set this example to
4mm on all edges. This method also allows for different
distances to be assigned to each edge as desired.

Itis a similar process to wrap around images and objects
that are circles, ellipses, polygons or more irregular
shapes.
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Here I have swapped the rectangular image frame to
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Switching to the next button, Wrap around object shape,
we have access to options that allow for a much neater

wrap around. Note that any additional spacing will

apply to all edges equally.
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dependent on the image
that you are trying to

wrap text around.
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Mixing and Adding Colours.

Depending on what type of output you are designing
for will depend on the type of colour mode you are
wanting to mix your colours in.

Most of the work that you produce in InDesign will
most likely be for a print based output. If this is the case
then you will need to mix your colours in CMYK (Cyan,
Magenta, Yellow, Black).

The best way to mix and add colours is via the Swatches
or Colour palettes.

1. If you do not have the AL DS 10
Swatches Palette visible [> [ o |
go to Window - Colour -
Swatches or click on the |0 fse , 100 [120  [140]
colour fill option in the
Control Bar (this is the
method I will be using

but you can do exactly
the same from the
Swatches Palette).

2. Click on the Swatches

Palette menu and choose o
New Colour Swatch

New Colour Swatc
Mew Tint Swatch...
MNew Gradient Swatch...

Mew Mixed Ink Swatch...
MNew Mixed Ink Group...

New Colour Group...

3. In the New Colour Swatch palette set the Colour Mode
(CMYK for Print) then mix your colour by moving the
sliders.

Colour Type will allow you to set either Process (a mix of
CMYK also known as a composite colour) or Spot (a single
unique colour).

New Colour Swatch




4. Once you have mixed your colour click on Add to add
the colour to the swatches and then click Done to close
the palette. (Note: You can continue to add extra colours

to your swatches by mixing the colour and clicking the
Add button before you click Done).

To add a Colour from the Colours Palette.

1. If you do not have the Colour Palette visible go to
Window - Colour - Colour to access the palette.

Tr

2. From the Colour Palette menu, select your colour mode.

Hide Optlons

HSB
Lab

Add to Swatches




4. To add your colour to the document swatches, select
Add to Swatches from the palette menu.

Hide Options

HSB
Lab

v CMYK
RGB

Add to Swatches

Working with Parent Pages (Master Pages).

Parent Pages are really useful when working on
multiple page documents. They allow you to control
the design of common elements across your document,
things like page structure and layout, page numbering,
page headers etc. They are also very handy when
you are working in a team of designers or when you
are regularly designing on monthly, weekly or daily
publications.

It is common for your multiple page document to have
several different Parent Pages, each designed to handle
the content in a different layout design.

1. By default you will start with two Parent Pages on any
document you create in InDesign. They are [None] and
A-Parent and can be found in the top section of the Pages
Panel.

Every page in your document will be assigned to a
Parent Page. The Default is A-Parent indicated by the A
in the corner of the page.



2. To create a new Parent Page so that you can add a
different layout design go to the Pages Panel Menu and

choose New Parent.

Insert Pages...
Move Pages...
Duplicate Spread
Delete Spread

Print Spread...

New Parent... [
Parent Clptinns..
Apply Parent to Pages..
Override All Parent Pag(
Parent Pages

3. In the New Parent window you can set some basic
settings like changing the name of the Parent Page to
something more recognisable. Click OK.

New Parent

[Custom]

4. The new B-Parent pages have now appeared in the top
section of the Pages palette with both pages selected,
and will be what you now see in your working area.

B-Parent

It is really important to keep track of what pages are
selected as this will determine if you are working on a
Parent Page (adding structure and common elements)

or a Document Page (adding content).
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Adding Elements to Parent Pages.

If you have design elements that are to be common to

your pages throughout your document you can add

them via your Parent Pages.

The advantage of applying them via Parent Pages is

that you know that each page element will be identical

on each page that they appear.

In the following example I have created a document

with facing pages (spreads) that has 12 pages all of

which are assigned to the A-Parent page as default.

To follow along you can open the InDesign Template
file Parent Page Demo 01.indt.

1. In the top section of the Pages Palette, double click on the
Left page of the A-Parent spread to select it and make it

appear in your working area.

Anything that we add to the selected Parent Page will

appear on all document pages that it is assigned to.

2. Using the Rectangle Frame Tool, draw a box in the center
of the left hand A-Parent page and add a fill colour to

make it more visible.

1



The shape that you have added to the A-Parent page has
now appeared on all of the assigned document pages.

i

A-Parent

[ o [, [ ()
=

;

3. In the lower section of the Pages Palette, double click
on one of the left hand document pages to select it and
make it appear in your working area.

4. Use the selection tool (the black arrow) to try and select
the shape on the document page. Can't select it?

By default, any items that are added to a Parent Page
will appear as a locked item on the assigned document
pages to protect them. However, they can easily be
unlocked and edited.

Overriding Parent Page Items on Document Pages.

1. Make sure that you have the correct page selected in the
Pages Palette.

2. From the Pages Palette Menu select Override All Parent
Page Items.

Insert Pages...

Move Pages...
Duplicate Page
Delete Page

ket Print Page...

New Parent...

Jarent Options...
pply Parent to Pages...
Override All Parent Page ltems

Parent Pages v >

n Create Alternate Layout...
. Numbering & Section Options...

+ Allow Document Pages to Shuffle

i + Allow Selected Spread to Shuffle

This will unlock ALL of the Parent Page items on the
selected page.

It is also possible to unlock individual items one at a
time. This is my preferred method.
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3. Move to a different page that has a locked Parent item
on it.

4. Using the Selection Tool (the black arrow), hold down
Shift+Command and click on the item you want to
unlock.

||

A-Parent

Shift+Command and Click

Ci

ra

z LI—.S|E’_-$|:..
R EERERRNR

5. Now with the item unlocked you can make edits
without effecting the other pages. In this example I
have changed the colour to the box.

o W g, [
IR R

i
]

T
w

L

...
7
5
i

Assigning Parent Pages to Document Pages.

Assigning Parent Pages to your document pages is
quite an easy process. The difficult bit is working out
what items need to go onto the Parent Page.

Spend a bit of time thinking about the common items
that may need to go onto all of your pages. This may
cover things like page numbers, issue number, and
other common designed items. (Page numbering will
be covered a bit later on in these notes).

You can even start to transfer basic layout structures
from your sketches to your Parent Pages. Adding in
columns, margins, and even image locations.
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1. Open the InDesign file template Parent Pages 02.indt.
This file has some basic ready made layouts that include
page numbers and some image boxes that have been
coloured in light blue so you can see them easier.

P g ez

2. Take a moment to have a look at some of the different
Parent Page layouts. Also, note that all of the document
pages are assigned to A-Parent.

3. Choose the Left hand C-Parent page, and drag it to
document page 2. This will assign the Lefthand C-Parent
page to page 2 of your document.

2



4. Drag other Parent Pages to some of the other document
pages. You can mix and match different Parent Pages.
However, as this document is set up for facing pages
(Spreads) you need to make sure that you are dragging
left pages to left pages and right pages to right pages.

5. You can also assign a Parent Page by Right Clicking on a

document page and selecting Apply Parent to Pages.

Insert Pages...
Move Pages...
Duplicate Page
Delete Page

Print Page...

Apply Parent to Pages... N
Override All Parent Page Items 3L

6. Select your Parent Page from the Apply Parent menu,
and click OK.

Apply Parent

You can now go through the document pages and unlock
the image boxes (Shift+Command and Click), add in
images, draw in text boxes, and build some designs
either using your own content or use the content from
the Spiekermann workshop.

Adding Page Numbers.

It is best to add page numbers via the Parent Pages as it
is most likely that you will want them on almost all of
your content pages.

To follow along with this section you will need to open
the template file Page Numbers Demo 01.indt.

1. With the template file Page Numbers Demo 01.indt open,
double click on the A-Parent pages so they appear in
your work area.

25



Thave already added two large text boxes to the A-Parent
pages so you can clearly see how the page numbers
are being added. (Obviously you will be adding more
subtle page numbers to your designs but the principal
is the same).

2. Select the Type Tool from the tools palette and click in the
text box on the left hand Parent Page. You should see a
blinking line in the centre of the box.

3. From the Type menu select Insert Special Character -
Markers - Current Page Number.

Next Page Number

Bulleted & Numbered Lists

Insert Special Character Symbols

Vv v v

Insert White Space Markers

Insert Break Character Hyphens and Dashes
Fill with Placeholder Text Quotation Marks

Other
sl

Previous Page Number

w o Bl v

Section Marker
Show Hidden Characters

4. This will add a large ‘A’ to the left hand Parent Page.
(The A relates to the A-Parent page. If this was done on
a C-Parent page you would see a C).

5. Repeat steps 2 and 3 on the right hand page to add page
numbers to all assigned document pages.
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6. Double click on page 1 of the lower section of the Pages
Palette so that you can see the document pages. As you
scroll through the document pages you will now see

that page numbers have been added to them.

Sectioning Page Numbers.

Depending on the type of document you are designing
you may need to have page 1 appear several pages into
the document. This is done by creating sections for your
page numbers.

Note: when numbering pages, left hand pages are
always even numbers, and right hand pages are always
odd numbers.

1. Make sure that you have page 1 of your document
selected in the Pages Palette.

1

2. From the Layout menu select Numbering & Section
Options.

Go Forward ¥l

Numbering & Section Options...

Table of Contents...

| _lindate Tahle of Contents
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3. In the Numbering & Section Options select Start Page
Numbering at: 1.

Then choose a numbering style from the Style section. I
have selected uppercase Roman Numerals.

Numbering & Section Options

4. Click OK. This will change all of your page numbers to
Roman Numerals.

5. To re-add the normal page numbering we now need to
select the page we want it to start on. In the Pages Palette
double click on page 5 (page V in Roman Numerals).

\'/

6. From the Layout menu select Numbering & Section
Options.

Numbering & Section Options...

—
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7. In the Numbering & Section Options select Start Page
Numbering at: 1.

Then set the numbering style back to numbers and click
OK.

New Section

8. You have now sectioned out the first four pages from
the document page numbering and have set page 5 to
be the new page 1.

IV 1

Working With Style Sheets.

Using Paragraph and Character Style sheets is a great
way to manage the appearance and consistency of your
text within your InDesign documents. Especially when
you need to repeat font and formatting appearances
across your document be it over one or several pages.

As the names suggest, Character Styles control the
appearance of the typeface in terms of Font, colour, size,
leading etc. Paragraph Styles control the formatting of
your areas of text, Alignment, indents, spacing after/
before paragraphs etc.

Paragraph Styles also allow you to embed a character
style to the formatting that you are controlling.
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1. To follow along with these notes open the InDesign
template file Paragraph Styles.indt.

2. If the Paragraph Styles palette isn’t visible go to Window
- Styles - Paragraph Styles.

By default all text that is added to a page is assigned to
the [Basic Paragraph] style sheet. Which is Minion Pro,
12pt, in black.

Any changes that are done that move away from the
[Basic Paragraph] style will show as a + next to the style
sheet.

3. Change the text on page 2 to Helvetica Bold and the
size to 36pt. A + can now been seen next to the [Basic
Paragraph] style sheet.

eading Style

o

Creating a New Style Sheet.

Style sheets are really useful when you are wanting to
have consistent type styles throughout your document.
They also make it easier and faster to make document
wide edits.

1. With the Heading Style text box selected go to the
Paragraph Styles palette menu and select New Paragraph
Style.

New Paragraph Style...
Dupkcat
Delete Style...

Redefine Style

2. In the New Paragraph Style window you will have access
to all the styling and formatting option you will need.
Under the General options set the Style Name to Heading
Style.

New Paragraph Style

Heading Stylel

[No Paragraph Style]
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3. In the left hand menu, click on Basic Character Formats.
Here you will see that the styles from the selected text
box have been added into the various information
fields. (Helvetica Bold, 36pt).

New Paragraph Style

Heading Style

4. Click OK. You should now see a new style sheet called
Heading Style in the Paragraph Styles palette.

eading Style

Assigning a New Style Sheet.

Now that we have created a new Paragraph Style sheet
we still need to assign it to the text.

1. Still with the text box selected, click on the Heading Style
style sheet to assign it the selected text.

eading Style

Although nothing has visually changed, we have linked
the text to the correct style.

2. At the top of document page 3, type in Heading Number
Two. The text should appear as the default Minion Pro.

eading Number Two 2

3. Either select the text by highlighting it or select the text
box. Then click on the Heading Style style sheet to assign
that style to the text.

eading Number Two
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Editing Style Sheets.

Style sheets can be edited to apply changes to everything
that it has been assigned to. This is a handy way of
applying changes to many parts of your design very
quickly.

1. Double click on the Heading Style style sheet in the
Paragraph Styles palette.

2. From the left hand menu, click on Character Colour

Paragraph Style Options

General Style Name: | Heading Style
Basic Character Formats Location:

Advanced Character Formats Character Colour

Indents and Spacing

Tabs I% ] [Paper]

Paragraph Rules. M (Black] *E
Paragraph Barder [ €=100 M=0 ¥=0 k=0 i
Paragraph Shading W C=0M=100 Y=0 k=0 @
Keep Options [ c=0 M=0 =100 K=0 BEX
Hyphenation W C=15M=100 Y=100 K=0 Em
Justification W c=75M=5 Y=100K=0 BEX
o T O overprine il

Drop Caps and Nested Styles =

e Weight: C 1pt ~ [

Bullets and Numbering Mitre Limit: © 4 x[F ¢ &

Character Colour stroke Alignment: =

OpenType Features

3. Click OK. The new colour will now be applied to every
piece of text assigned to the Heading Style style sheet.

Heading Style Heading Number Two

Style Sheets for Body Copy.

The same basic principals apply when you are working
with Style Sheets for Body Copy.

To follow along open InDesign Template file Paragraph
Styles 02.indt.

1. Once you open the Paragraph Styles 02.indt template file
you will see that I have added four columns of text and
they are all currently assigned to the [Basic Paragraph]
style sheet.

2. Select all the text in the first column.

‘Heading»Style# Heading-NumBer Twos:

* orem psm doloe st ame, consectetr adlp=
}scing it Dones molls obortis velt,nee hucus i e luctus i s
s p

et tel dic el it el
) i
alesaca rutrums naksuada rutrum. alesuad rutrums

fuctatsed sl ed sl quetat sedniL

Paragri ¢ Paragraph Styles | %

4

|» i ) " i

Nl Nl

Heading stye

Integer auctorsagits congue, Nunc

dgniss

B bletend i odi i Jetend id odi o
ros quis egestas fauctbus quam.«

jum. 1t s fauctbuslobor bl it . frucbus b
Plandit 14, gravida et quam. Jandt . gravid
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3. From the Paragraph Style palette menu select New

Paragraph Style.
Headin

3£

Heading Style

New Ifi_aragraph Style...
Duplicate Style...
Delete Style...

Redefine Style

5. In the Basic Character Formats section set the following:
Font Family: Helvetica
Font Style: Light
Size: 10pt
Leading: 14pt

Paragraph Style Options

6. In the Indents and Spacing section set Space After to
14pt. You can select the 0 mm and type in 14pt and the
software will convert it to 4.939 mm.

Paragraph Style Options

7. Click OK to close the window.
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8. Still with the text in column one highlighted or the text
box selected, click on the Body Copy style sheet to assign
the styles to the text.

S

Heading Style

it el mmmmang quarn vel viver:

semod b
ra.Donso euismod quiz rutrum.1

At zed nisl. Densc variuz nune nurum yelit suismed
pulvinar. Merbi fringilla risus quis sx impsrdist, a-
loorwallis, hendrerit arci pellentsagus, slementum
papien. Aliguam isculie enim sros, at aliquet lorem

non, mmagpuma Nwhmaww
iibua. Etiam v A

Wliquam comyallis vulputats fasiliziz. Mullam eu nibh
kst lorem puivinar aliquam. Mauriz malseuada st
Augus a aliquam. ausmgamwhs@_em
t Curabify
mm.m.mmmm.am
[Tagna masza-eget lso. Class aptent taciti sociosquy
ad.- fitora torquent. par conubia noatra, per-incaptos-
himenasos. Fuzos malestis neque st fincidunt zem:=
par. Mhabm -morti-tnetigus-senecius-

netuz &t a0 turpiz egeataz
bilandit tortar sit @t i vinar. Intsgsr. |
lauctar sagittiz cengus. MNung vensnatis diam vl hl?-ll_dﬂ tortor sitamet imperdiet pulvinar..
=ros ultricies, su veatibulum massa digniasim. As= teger auctor sagittis congue. Nunc venenatis
nean =it amat 8lit 60t arou molsetis ssmpsrid ssa. | diam vel eros ultricles, eu vestibulum massa.
jelit. Phassllug sit amet tellus valit1 § -Aenean sit amet elit eget arcu moles-
tie-semper-1d sed elit. Phasellus sitamet tellus
[Etiam et finibus g0, id-convalliz nuno.- Suspendis=
s liguia ligula, hendrerit at dapibus non slsifend. | [Etiam et fintbus leo, id convallis nunc. Suspen=
d odie. Morki larem ipsum, vulputate s eroz-guie, | disse ligula ligula, hendrerit at dapibus non,
assias faucibus quam.1 eletfend 1d odio. Morbi lorem lpsum, vulputate a|
imperdist eros tinoidunt, gravida ipsumneo,- lin imperdiet eros tincidunt. gravida {psum nec.-
friztiqus tortor. Proin placsrat urna nec lacinia veet ue tortor. Proin placeraturna nec lacinia.
bulum. Quisgue slit dui, faucibuz lobortiz blanditid. | m. Quitsque-elit dut, faucibus lobortis
aravida st guams [I_], 1, gravida et quam.+
[} u; 0 =

9. Select the other three columns of text and assign the
Body Copy style sheet to them.

Heading-Style

3

eading-Num

it Phaselus o et els et

Now that all of the columns are assigned to the same
style sheet take some time to explore editing the style
sheet to see how you can apply changes.

Then start to think about the different bits of text in
your magazine and how many style sheets you may
need to make.
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Working With Tabs.

Tabs enable you to accurately organise text in a linear
format. Tabs are most commonly used to apply visual
space between information without the use of a table.
Tabs can be set to alignment Left, Right, Centred and
Decimal Centred to improve the appearance of the
information.

1. Open the file Tubs01 from the Tabs exercise folder.

Table01 has tried to be formatted by not using Tabs.
Instead the Space Bar has been used to try and balance
the columns of numbers without much success.

Tuble02 has been formatted with the default Tab
measures. Each default Tab is approximately 12.75mm
apart.

Setting Your Own Tabs.

1. Using the Type Tool select all the text in Table 03, then go
to Type - Tabs.

\Table 03+

N

. Make sure that you have Alignment Left selected. In the
X data field enter 15mm and press Return to apply your
first Tab.

(2]
Ii l # |3 |+ x|15mm Leader: Align On:
)
i B 0 Iz 70 ] ET] B
1.l 1.1 | I | | I | 1.l 1.1 | I | | I | 1.l 1.1

A5 17 )()

You will notice that a Range Left Tab marker has
appeared in the rule above the selected text.

3. Click on the Tab rule near 30mm. Then in the X data
field enter 30mm and press Return to apply your second
Tab.

N

Iilir 3|+ x[30mm Leader: Align On:
)

(
] |S |10 15 20 25 ANET |
Laloll [N PR T I PR PO | [ [P PR P I PR PRI | [

65 17 pAl

. Repeat step 3 entering new Tab markers at 45mm,

'S

60mm, 75mm and 90mm to format the text into well
distributed columns.

Q1

. Use Table04 to experiment with different Tab alignments
and spacings.



The Number 12 Bus Time Table.
1. Open file Tabs02.
2. Select all the text and format as follows:
e 7pt Gill Sans, colour Black.
* 9pt Leading.
3. Still with the text selected, go to Type - Tabs.
4. In the Tab window
e Tabs Set to Centred.

¢ First Tab positioned at 35mm.

Tabs
y ¢+ 1 ¢ X/[35mm Leader: Align On:
(m)
0 |10 ‘20 |30 N~ ‘40 |50 60
| | | | |

0602:0702
0604:0704
06120712
06150715
06180718

5. Set the second Tab position to 43mm.

Tabs

+ ¢+ ¥ ¥ X 43mm | Leader: Align On:

4

| )
0 ‘10 . ‘20 ‘ 4\9~/‘ |50 60

6. Still with the second Tab highlighted, select Repeat Tab
from the Tabs Palette menu.

Tabs

Alonon | Clear Al

0 ) ] n
0 ‘50 60 70 80 90 100 ‘110 Delete Tab
1 I L L

¢ Circular) A
3raiglwyd-Square Reset Indents




Bulleted Lists and Sequential Lists.

Working with bulleted lists and sequential lists has
been made easy with InDesign. With the click of a few
buttons you are able to quickly style up your lists.

For bullet and sequential lists the basic text that the list
is to be made up of does not need to have the bullets
or numbers as part of the text. InDesign will add these
elements for you.

A quick note on using bullet points. The text that leads
into the bullet points should end in a colon ( : ). If the
information in the bullet points forms a list and not a
full sentences then it can start with a lowercase character
and have no full stop.

If the bullet point information forms a full sentence it
should start with a capital and end with a full stop.

1. Open file Lists.idml. The file has three columns of text
that need to be formatted into different types of lists,
Bulleted, Sequential and Nonsequential.

2. In the Bulleted List column select the section of text as
shown in this image.

Asymmetrical (Run.around)

3. In the Formatting Bar at the top of the screen you
should be able to see a small button for Bulleted Lists.

2 @ -+ D 3 T L1« 100% @D Wed 1510 Q =

th Publish Online | Typography -

gl%”omm |_,§|%”2 mm | E ["] shading & ‘ -]
a=[~1lo B[]0 A= 100 =
el | Beie] || i5 ey L

If you can not see the button you can go to the Type Menu
and select Bulleted & Numbered Lists - Apply Bullets.

Text Variables >

Bulleted & Numbered Lists Apply Bullets

Apply Numbers

Incert Snacial Charactar

Either method will apply the default bullet points.

=1 [
{r
g sified
g Centered

- Asymmetrical (Run-around)
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4. To adjust the distance between the bullet point
and the text you will need to access the Bullets and
Numbering palette. To do this go to the far right
of the Formatting Bar and access the menu there.

P 9 3 = Lo oxma Wed16:24 Q=

0 mm |+§|%“Dmm | E [ "] Shading
i )| 8 (mco. o]

Choose Bullets and Numbering from the list. This will
open the Bullets and Numbering palette so you can make
your adjustments.

Paraéraph Shading...

Bullets and Numbering... N

v Dock at Top

5. The Bullets and Numbering palette allows you to choose
the type of list you are wanting to make as well as the
distances and indents.

Bullets and Numbering
List Type: |Bullets | '|
List: |[Default] || Level: 21 ]
— Bullet Character
u u ¢I.I N A
Text After: |At X | »
Character Style: | [Mone] | vl
— Bullet or Number Position
Alignment:
Left Indent: El
First Line Indent: El
Tab Position: E":l
[ Preview Cancel | | oK

6. Tomakeadjustments to the position of thebullets you will
need to change the First Line Indent first then change the
Left Indent otherwise you may encounter error messages.
Set First Line Indent to -3mm and Left Indent to 3mm, then
click OK.

Bullet or Number Position

Alignment:

Left Indent: El

First Line Indent: El
Tab Pasition: E":l
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7. Now select the following text from the first column and
repeat steps 1 to 6.

E‘ Base Line: The-Base line.is-the-guide that.runs
_ along the base of most lowercase characters
é:é without Descenders.

sl Descender:. The Descender.is the.part.of some
%_ lowercase-characters-(p,-y.-g)-that-hang-below
telihe baseline.
1_ Descender-Line:. The Descender Line is the
E guide-that runs-along the bottom.of the de-

il cenders.
%_ Mean.Line: The Mean Line.is-the guide-that
E"; runs-along the top-of most.lowercase .charac=
}1— ters-without Ascenders.
"=l A scender:- The Ascender.is-the-part-of some
1_ jowercase-characters.(h,b,d)-that are above the
E@Mean Line.

Ascender.Line: The Ascender.Line.is the.quide
g_ that.runs.along-the top.of the ascenders.
E"; Capital Line:. The.Capital.Line.is the.guide that
ngflruns-along the top-the uppercase characters. In
E.f many-typefaces this. may be the same height as
EQhe Ascender Line.

Making Lists with Style Sheets.

A more controlled way to apply a bulleted or sequential
list is via a style sheet. This will help to ensure that all of
your lists are formatted the same.

The second column of text in the Lists.idml has already
had the text assigned to a style sheet that you are now
going to format for a sequential list.

1. From the Paragraph Styles Menu double click on
Sequential List style sheet to open the Paragraph Styles
palette.

4 ¢ Paragraph Styles | 22 | = q] s

Sequential List (Sans Serif Styles) H #

|

[ gﬂ Paragraph Styles

Al Character

[Basic Paragraph]

+ [ Sans Serif Styles
Body Text

A Character Styles
Sequential List a i

Nonseguential List

2. Now choose Bullets and Numbering from the list on the
left hand side of the Paragraph Styles palette.

GREP Style Text After

Bullets and Numbering o

Character Style]

Character Colour




3. Set the following:

List Type: Numbers
Left Indent: 5mm

First Line Indent: -5mm
Then click OK.

Sequential List

]
[None)  [~]

These changes will now have been applied to all bits of
text that are linked to the Sequential List style sheet.

Nonsequential Lists.

Not all numbered lists that you will be wanting to
create will be sequential. More often than not things
like contents lists for books and magazines will be
nonsequential in their numbering. This is how to apply
a nonsequential list using style sheets.

1. From the Paragraph Styles Menu double click on
Nonsequential List style sheet to open the Paragraph
Styles palette.

2. Now choose Bullets and Numbering from the list on the
left hand side of the Paragraph Styles palette.
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3. Set List Type to Numbers.

List Type: |Numhers '|

List: |£Defau|[] | '| Level: EI

4. Set Format to None. This needs to be set to None because
the nonsequential page numbers have already been
added to the text that is being formatted and you don’t
want InDesign to add the extra numbers.

Numbering Style

Format: |None I[P |
L

Number: |.M ; ,'| 4

Character Style: | [None] | v |

Mode: |Conlinue from Previous ... '| |1 |

[+ Restart Mumbers at This Level After: Any Previous Level n

5. In Number remove the - (full stop) so it reads ~t only.
Removing the full stop allows the tabs that have been
added to the text to set the formatting distance.

Numbering Style

Format: [None | 7]
Numbei |e'\t ); '| E
WAL

Character Style: |-[N0r|e] 1% |

Mode: |C0ntinue from Previous ... | ¥ | |1 |

[+ Restart Numbers at This Level After: | Any Previous Level n

6. Then set Left Indent to 8mm and First Line Indent to -8mm.
Click OK.

Bullet or ber Position

Alignment:

Left Indent: E

First Line Indent: E
Tab Position: El:l

Example: A.contenis. page for.a-book/magazine s
pd = Typographic Terms:-An.introduction to-the
terms-used-in-setting.out . your-type.

p8 » Point.Size:An.explination.on-how point
sizes.are.calculated 1

p10 : Type Sizes---Composition:-Information-on
the .commonly.used.composition.sizes for
body text

p12 : Type.Sizes---Display:-Information-on
the.commonly.used.display-sizes for
headings-and.poster.size texi1

p14 = X-Height: What is-X-Height-and-how it
can-influence your-font.choices .1

p16 » Leading: The.importance.of-adding.extra
space between lines.of text.:
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