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Select	and	u&lize	tools	for	digital	imaging	and	design	produc&on.	



Panels in InDesign Workspace 
q  Control	Panel	
q  Document	Panel	
q  Tools	Panel	
q  Styles	Panel	
q  Text	Wrap	Panel	



Control Panel 
q  Displays	op&ons	for	the	currently	selected	tool.	



Document Panel 
q  Displays	the	file	you’re	

working	on.	
q  Colored	lines	are	non-

prin&ng	guides.	



Non-Printing Design Elements 
q  Rulers	help	you	accurately	place	and	measure	

objects	in	an	artboard.		
q  Grid	appears	behind	your	artwork	and	helps	you	

align	items	on	the	artboard.	
q  Guides	help	you	align	text	and	graphic	objects.	You	

can	create	straight	ver&cal	or	horizontal	ruler	
guides.	

q  Smart	Guides	are	temporary	snap-to	guides	that	
appear	when	you	move	objects.	They	help	you	align,	
edit,	and	transform	objects	rela&ve	to	other	objects.	



Tools Panel 
q  Contains	tools	for	

crea&ng	and	
edi&ng	page	
elements.	

q  Tools	grouped	
and	hidden	
similar	to	
PhotoShop.	

q  Note	new	
InDesign	tools.	



Styles Panel 
q  Use	the	Character	Styles	

panel	to	create,	name,	and	
apply	character	styles	to	
text	within	a	paragraph.	

q  Use	the	Paragraph	Styles	
panel	to	create,	name,	and	
apply	paragraph	styles	to	
en&re	paragraphs.	



Text Wrap Panel 
q  You	can	wrap	text	around	

any	object,	including	text	
frames	and	imported	
images.	

q  Text	Wrap	Op&ons:	
☐  Wrap	Around	Bounding	

Box		
☐  Wrap	Around	Object	

Shape	
☐  Jump	Object	
☐  Jump	to	Next	Column	



Add Color Swatches   
q  Create	a	new	color	

☐  Choose	the	New	Color	
op&on	in	the	Swatches	Panel	
menu.	

☐  Adjust	CMYK	sliders	for	
desired	color.	

q  Use	a	color	library	
☐  Choose	New	Color	op&on.	
☐  In	Color	Mode,	choose	a	

color	library.	
☐  Select	desired	color.	



CC Libraries 
q  Some	features	such	as	styles	and	

new	colors	are	applied	to	the	
current	document	only.	

q  To	access	these	features	in	other	
documents	you	may	retrieve	
them	from	the	CC	Libraries	
Panel.	



Layout Terms 
q  Master	Page	

☐  It	provides	a	template	for	the	other	pages,	with	
shared	layout	and	func&on.	

☐  Allows	you	to	create	a	consistent	look	and	
behavior	for	all	the	pages	in	your	document.	

q  Facing	Pages	
☐  Pages	in	a	document	

that	appear	on	
opposite	sides	of	a	
book	or	magazine,	
also	called	a	spread.	



Layout Terms 
q  Gu[er	

☐  The	space	between	columns	of	text.	
q  Margin	

☐  In	print,	"margin"	typically	refers	to	the	blank	
space	around	the	page,	while	on	the	Web	it	
describes	the	spacing	between	elements	on	a	
webpage.		



Layout Terms 
q  Bleed	

☐  A	prin&ng	term	that	refers	to	graphics	or	design	
elements	which	extend	beyond	the	print	edge	of	
your	design	piece.	It	ensures	that	no	unprinted	
edges	occur	in	the	final	trimmed	document	

q  Slug		
☐  Usually	non-prin&ng	informa&on	such	as	a	&tle	

and	date	used	to	iden&fy	a	document.	It	appears	
on	the	pasteboard,	usually	near	the	bo[om	of	
the	document.	



Text Editing Terms 
q  Typography	

☐  The	design	and	use	of	fonts	and	typefaces	as	a	
means	of	visual	communica&on	in	a	design.	

q  Readability	
☐  A	characteris&c	of	fonts	that	make	them	easy	to	

iden&fy	and	read;	all	fonts	in	a	graphic	design	
should	be	legible	unless	desired	effect	is	
otherwise.	



Text Editing Terms 
q  Font	Families	

☐  Collec&on	of	fonts	that	fall	within	a	group	or	
subset	that	are	visually	similar,	but	with	minor	
varia&ons	(ex.	Arial,	Courier,	Times,	etc.)	

q  Serif	
☐  A	slight	projec&on	finishing	off	a	stroke	of	a	

le[er.	Fonts	with	the	serif	are	called	serif	fonts.	
q  Sans	Serif	

☐  Fonts	without	the	serif	on	the	le[ers.		



Text Editing Terms 



Text Editing Terms 
q  Leading	

☐  The	amount	of	ver&cal	space	between	lines	of	
text	in	a	paragraph.	

q  Tracking	
☐  The	amount	of	horizontal	space	between	

characters	within	a	word	or	sentence.	
q  Kerning	

☐  The	amount	of	horizontal	space	between	pairs	of	
individual	characters.	



Text Editing Terms 

Leading	is	the	space	between	lines	of	

text,	what	we	oaen	call	line	spacing.			
Tracking	is	the	space	between	l e[e r s 	
in	a	line	which	is	some&mes	called	
character	spacing.		
Kerning	is	the	space	between	a	pair	of	
le[ers.	

Leading	

Tracking	

Kerning	of		
i		and	r	



Text Editing Terms 
q  Drop	Cap	

☐  The	first	le[er	of	a	
paragraph	that	is	larger	in	
size	than	the	rest	that	
follow.		

☐  The	le[er	“drops	down'	
below	a	few	lines	of	the	
paragraph.	

☐  Created	in	paragraph	
formadng	



Text Frames 
q  Text	in	InDesign	resides	inside	text	frames.	
q  Text	frames	can	be	moved,	resized,	and	deleted	

while	using	the	Selec&on	tool.	
q  The	process	of	connec&ng	text	among	frames	is	

called	threading	text.	

A. In port at beginning of 
story B. Out port indicating 
thread to next frame C. Text 
thread D. In port indicating 
thread from previous 
frame E. Out port indicating 
overset text 	



Layout Terms 
q  Placeholder	Text	

☐  Randomly	generated	words	used	to	fill	a	defined	
space	of	a	layout	to	give	an	impression	of	how	
the	overall	design	will	fit	together.	

q  Text	Wrapping	
☐  A	feature	supported	by	

many	page	layout	
programs	that	enables	you	
to	surround	a	picture	or	
diagram	with	text.	



Character vs. Paragraph Styles 
q  Styles	can	be	created	one	&me	and	easily	applied	to	

text.		If	the	style	is	modified,	all	text	to	which	the	
style	has	been	applied	is	automa&cally	updated.	

q  Character	Style	
☐  Includes	formadng	such	as	font,	size,	bold,	

italics	and	color,	etc.	
q  Paragraph	Style	

☐  Includes	paragraph	formadng	such	as	indents,	
bullets,	and	alignment	as	well	as	the	character	
formadng	op&ons.	


