BAC Gateway Workshop - InDesign

Peter M. Gruhn
peter.gruhn@the-bac.edu



Graphic Elements Exist

You can draw them.
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'There are graphic elements which you can draw. The shapes in InDesign are pretty
much the same as you'll find in Illustrator except for most of what they can do is a
subset of what Illustrator can do and the program lacks the sophisticated drawing
tools of Illustrator. If you need to put down some graphic elements or simple draw-
ings, InDesign can help you get the job done. If you need to make a more complex

drawing, just make it in Illustrator and place the Al file into your InDesign docu-
ment. It helps keep your document file size down too.




Text Frames Exist

You can type in them.
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There are frames which hold text. These are called text frames. Use the Type Tool to
draw out a frame on the page.

Type directly into InDesign or import text from an external file. InDesign even

handles M'S Word files fairly well.

Text can be made to wrap around other elements on the page. That is done by ap-

plying a Text Wrap to the other object. Then any text that encounters it will back
off.

For layout purposes, it is good to use Type: Fill With Placeholder Text. This fills a
text frame with text that is meaningless but has the same “color” as English. This
provides you with a visual element on the page to allow you to continue to design
the layout without having to switch brain modes and think about the actual mean-
ing and wording of the text.



Graphics Frames Exist

You can put pictures in them.
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There are frames which hold graphics. They can hold bitmap graphics such as jpegs
or Photoshop. They can hold vector graphics such as Illustrator. They can hold
mixed files such as PDF or even a page from another InDesign file.

The graphic is contained inside the frame. If you hover over an image you see a
circle target at the center, click on this (or just double click anywhere on the image)
to manipulate the image inside the frame. The frame stays still and crops the image.
You usually don’t want to do this.

You can tell if you have the image or the outside frame selected by color. With the
image selected, the grips are orange. With the frame selected the grips are blue.

The common thing to do is select the frame and resize it with the Selection Tool
by dragging a corner and holding down ctrl-alt (or making sure the “Auto-Fit”

check box on the top control panel is selected.
Filting
If you get the image distorted use one of the “proportional” fitting tools to fix that.

If you get the image and the frame different sized from each other use one of the
“fit... to” tools to fix that.

My favorite technique is: first “Fit Content Proportionally” then “Fit Frame to
Content.” I use the hotkeys: ctrl-alt-shift-E, ctrl-alt-C.

Image manipulated

Fit Content Proportionally. Im-
age smaller than frame.

Fill Frame Proportionally. Crops

image.

Fit Content To Frame. Distorts
image.



Editing Graphics

Bounce them off your favorite application.

At some point you will see an piece of art on a page and want to modify it. Since
InDesign does not embed the art, only a link to the existing file on disk, you could
go out and modify the file then reload it. But since this is a common task, InDesign
provides a way directly inside the program.

Select the artwork then go to Object: Edit Original. InDesign opens whatever ap-
plication is associated with that file type and has the file open in that app. You can
make whatever modifications you want and then when you save it from the editing
app InDesign updates automatically.

'This is such a useful thing that I create my own hotkey for it.

Sometimes you'll find that the computer you are using doesn’t have a file association
you would like. You could go into Explorer and fix that (Tools: Options: File Types)
or you in InDesign you can use “Edit Original With...”. That lets you go chose the

program you want to use.



Template Basics >

Getting your voice heard.
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'The Gateway templates have placeholder text and images already on the page.

after

To change the text, just double click on it and type what you want. Select a different o
tool from the tool bar or just hit the “escape” key to get out of text editting mode. L

To add your own graphics to the page, open MiniBridge or Bridge and drag and

drop the images onto a gray rectnagle.

If your image has any transparancy or isn't the exact right shape, you may notice
the gray showing around the edges. This is just the fill color of the frame. Select the
frame, go to the Swatches palette, activate the fill swatch and set it to None.




Repeated Elements

Master Page sneakiness.

&«
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There are some elements on the Template page that you can’t change. Page Num-
bers, but they seem to always know what page they are on so you don’t have to

change them. And the “project title”. Youd think you are supposed to change that.

Yet you just can't click on it.

'There are two ways to solve this problem.

'The Wrong Way - Ctrl-Alt-Click on the title and change it. On every. Single. Page.
The Right Way - change it on the master page.

Elements that should appear on every page, or at least most, like titles, page num-
bers, guide lines are properly placed on a Master Page. Have a quick look at the
Pages Palette and you'll see that there are Master Pages at the top, in a separate
section above page 1.

Double click on the A-Template page. Now you can manipulate the project title
to your hearts content. And when you change it here, just the once, it shows up on
every document page that uses A-Template as its basis.

Right there’s the culprit.



Saving A Look

It's all about styles.

Now that we have one text frame set up with the colors we want, let’s have InDe-
sign remember that setting and make life a little easier on ourselves in the future.

Go to Window: Styles: Object Styles. This opens the Object Styles Palette. Move

it somewhere nice or dock it or however you like your interface.

Now select the text frame you changed to have None for a Fill. On the Object
Styles Palette, click the New button.

Use Object Styles to save how
this object looks...

...and give that look to other ob-
jects.



Alternate Frame Shapes

If you can draw it, it can hold text or images.
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Neither text nor graphics need to be in a rectantular frame.

Draw frames with the other shape tools. Use the Pen tools and Direct Selection
tool to reshape frames. Copy/Paste shapes from Illustrator and use them as frames.



Text In Multiple Frames
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It is possible to have text flow from one frame to another. InDesign calls this
“threading” and uses little boxes on text frames called “ports” to act as in and out
buttons. Click on the out port of one frame then click on another frame to thread
the two.

Sometimes you will see an Out Port with a red ‘+’in it. This indicates that the frame
has more text in it than fits; “Overset Text”. Click on the red port to grab the out
thread and then you can either click on an existin frame or drag out a new one to
contain some or all of the extra text.
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Swatches 10
Bag of Sticky Colors

Renamed for better understand-

ing.

For the Gateway Book, you should use only the colors from the Swatches Palette
that match the 15 colors in the squares next to page 1. The primary reason for this
is consistency throughout your own document and a family similarity across all the
Gateway projects. Another nice thing is that you can double click a swatch in the
palette and rename it to something that helps you remember how you intend to use
the color. Maybe if you have a section for Site Analysis you want to add graphic
touches in green and for your Design Development section you want the graphics
to be in blue. Rename a green swatch and a blue swatch accordingly.

The extra nice thing about swatches is that if you tweak a swatch, any object using
that swatch has its color updated automatically.



Paragraph Styles

Your new best friend.

For the Gateway Book, when you want to change the look of some type you should
always do so using the Paragraph Styles palette. Do not use the type controls at
the top of the screen. If a paragraph of text is body copy then set it to the “Body
Text” Paragraph Style. The same for headings and captions... all of the options are
provided.

There are a number of benefits:

First, consistency. You never have to remember on page 37 what you chose to use for
regular text on page 2. All of your regular text just uses “Body Text” and you don’t
have to think about it.

Second, easy of modification. If you tweak a Paragraph Style, every piece of text that
uses that Style will update its appearance to match.

And in the context of the Gateway Projects, by using the supplied styles we create a
body of work - all the Gateway books - that share a common heritage.

Always use Paragraph Styles.
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Styling Paragraphs

Just some quick tips.

LUPTIA SIMANINIUS

Am, sint uta dolupta quidipi duntus am quam nus, unt adist, inctat. /

Delia voluptate verferum a que dolor sin reritibus, voloreces quam num ipsus audios el
modit aut ex esse ne nones eostotatatur asin porrupt aquatiae nobit ut eos di qui tet
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Third
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que exereserunt, occae. Ita net as dolore est, inimus ma doluptat.

You may be used to using extra blank lines to put spaces between paragraphs and
section headers in your documents. Stop doing that. It ofters no ability to control
spacing with any finesse; since Enter means “paragraph” it leaves empty paragraphs
in your document (what if you want to change your document to first line indent
instead of space between? Youd have to fix every one.). Use Space After in the
Indents And Spacing section of the Paragraph Style Options dialog to control the
space between paragraphs.

You may be used to seeing section headers floating evenly spaced between two para-
graphs (not that I'm pointing at any entire world wide webs in particular...). Vow to
do your part to rid the world of this scourge. If a section header names the section
that comes after it, it should be grouped with that section. Use Space Before and
Space After in the Indents And Spacing section to control that.

If you want to make a few words bold or underlined, they aren’t a whole paragraph
so you don’t use Paragraph Styles, you should use Character Styles. Just highlight
the applicable text and apply a style that makes only the required changes. Again,

avoid using the text controls at the top of the screen.
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Use “Space After”.

Pair headings with the paragraph
the belong to. Don't float them
equally between paragraphs. Use
“Space Before” and “Space Af-
ter”.
For less than a whole paragraph,
use Character Styles. Just change
the part you want to control. A

typical example is “bold”.

Use ctrl-enter to make a new
line without creating a new para-
graph. You should make a para-
graph style for this sort of thing,
but it’s an okay hack.



Pink Text Bars

Your font is missing

Refinement

Content/introduction/whatever goes here.

* bullet if needed
¢ bullet if needed
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Solorep udaecatendis doluptasi officiae voluptae
cusam ipsam ut ma secat. Xerepro issi untio estem
et laccus nimust enis reseruptat que dignam, optae
laut hitis cullaborro quas vellatia dolest des mossum
int exces res dollitias dusciist magnam que pe volor
magnim eatiorem laccae volor sectatur? Net quoditi
asimus recusdae posant quat eos eatur? Que ipsam
rehent fuga. Ut aditassunt et laut omniaecab iunt vel
endi optaquod ut autatiam facepellorro dolupienet
carciate plitatet is dolorum autem assectur? Ut et rem
harum quid mi, vendion ecation exerum rat fuga. Tem
simus magni delicatium autatibus dicatque namusa
dolorem poreiur re atusand ellentendam, et ipit eatia
precum sinusanim dolute vellacimusam ut quodis
inctatur? Sit, vendell aborem sus eos ratur, occatist,
quos dolore eatiae lacepra temquame consequi dolent
aboratus, quid quas eles est laborib ercipis ab istibus
aut qui

Ut dolorum desequi: Ttaero cus, conetur sit minis
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If you open your document and some of your text has ugly pink bars, that means
that InDesign could not find the correct font.

Sometimes this happens when you manage to imply something that can’t exist, like

Arial Rounded MT Bold - Italic.

Usually it just means you you brought the document to a different machine than
where you started. That’s OK. Don’t make any important typography decisions, but
you can enter type, move blocks of text around. In order to print correctly, you will
need to open the document on a machine that has the correct font.

13



