InDesign

The Work Area
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Let's have a look at InDesign's work area. You have a Menu Bar on top, the tools and the palettes. Palettes are little windows which have specialized functions, e.g., you have got one that handles colors, one that handles paragraphs, one that handles pages, etc. By default, there is a special palette just under the Menu Bar called Control Palette. This one changes depending on what tool you are using or what you are doing while you are working with the different items of your layout.

The Menu Bar
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You can get access to all of the functions of InDesign through the Menu Bar. However you will see that, as you become more proficient and faster at using InDesign, you will want to learn shortcuts so you don't have to drag your mouse around in search of the option you want. I won't go over the shortcuts as there are different sets of them. You can even make your own custom shortcuts, but we won't get into that. You can do that at a party should the conversation suddenly swerve towards InDesign shortcuts...

If you want to learn the shortcuts, just look next to the command you are interested in and you will see the shortcut if there is one. 

The Control Palette
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By default the Control Palette docks at the top of the screen. Drag, float, or dock it on the bottom of the screen if you want. Palette contents change depending on the tool in use or what you are doing.

Your item measurements are in this palette. To demonstrate, I drew a black box in the middle of the page and selected it. 

X and Y, are the coordinates for the box on the page. The values are important to know for precise positioning. 

· To the left is a square composed of 9 smaller squares. In this case the centre square is black. 

· Click on the other squares and see what happens to X and Y. They change. That's because you told InDesign to use a different reference point. When the middle square was selected, it was telling you the coordinates of the middle point of the black box. When you click on any of the other little squares, such as the top left corner, InDesign tells you the coordinates of the top left corner of the item. 

H and W, give the height and width of an item. 

· The little chain icon allows you to constrain the proportions of your object. Type a smaller W value and your H value decreases proportionally. 

· A broken chain,icon means that if you type a different value for W or H, the other one won't change, because the "constrain proportions" option is not active. 

You can also change the size of any item on a page by typing a different percentage in the next two measurements. Here again, the chain icon has the same function.

To understand how the rest of the functions work on the Control Palette, just move your mouse over the icons in the palette and wait for a couple of seconds. The name of the functions will appear. Then try typing some values and see what happens to your box so you understand what they do. The control palette also allows you to change the stroke and the colour of the stroke of your black box. 

As I said this palette changes depending on what you are doing. The most significant change is when you use the Type Tool, but I will go over that when we will talk about how to handle type. Some of the things that you see in the Control Palette you will see on other palettes as well. That's just a way to give you more options to do the same thing. 

On a side line, if you right click on an object or anything on your page (or Control+click for Mac users) another menu will appear. 

That is a contextual menu, that is, a menu that changes depending on what you are clicking on, a bit like the Control Palette. The options you will get in that menu will be different from the ones of the Control Palette.

The (Other) Palettes

If you look at the work area screenshot you see that there is a floating palette and one that is docked on the right hand side of the screen. You will also notice a few tabs just above the palette on the right. These are other palettes, but they are collapsed. 

You can also collapse a floating palette. If you click on the name of the palette it will only partially collapse. If you click on the top of the palette, it will collapse completely showing you only a tab with the name of the palette(s). Palettes can also be grouped together. You just need to drag one palette on top of the other and InDesign will group them together. 

Palettes in InDesign are all under the Window Menu. You will find some that the palettes related to type are also under the Type Menu. 
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You will find the following palettes both under the Type Menu and the Window Menu: 

· Character 

· Paragraph 

These palettes are only under the Window Menu: 

· Align 

· Colour 

· Control (which is the same Control Palette I covered earlier) 

· Gradient 

· Info 

· Layers 

· Links 

· Navigator 

· Flattener (Window > Output Preview) 

· Separations (Window > Output Preview) 

· Pages 

· Stroke 

· Swatches 

· Tools (which I will take up later on in this lesson) 

· Transform 

· Transparency 

· Character Styles (Window > Type & Tables) 

· Paragraph Styles (Window > Type & Tables) 

· Table (Window > Type & Tables) 

· Text Wrap 

And we obviously also have the black sheep: the Library palette, which is under File > New > Library. 

Each palette has got its own menu. If you click on the arrow shown in illustration (below), their menu will pop up and you can then choose any of the options that are available. 

The Tools Palette
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You will use this palette quite a lot. If you move the cursor of your mouse on top of each tool their name will appear. 

If you use Adobe Photoshop or Illustrator, you will be familiar with the little arrows on the bottom corner of some of the icons in the Tools Palette. If you click on them and keep your mouse button pressed a little menu will pop up. That menu shows you some "hidden" tools which you can choose from. This little menu is called flyout (make sure you close all the windows in your room...).

The Tools Palette Swatches
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Now look further down in the Tools Palette. These are the swatches — you can assign colours to items on your page through these. You can see the fill colour and the stroke (outline) colour. The little arrow on the top right will allow you to swap the two colours. If you have just been working on the fill colour, you can now work on the stroke colour by clicking on the stroke colour icon or by pressing you can just press X (make sure no text is selected). This also works in reverse — if you were working on your stroke colour and now you want to work on your fill colour, click on its icon or press X. You can set your swatch to the default colours by clicking on the very small icon on the bottom left or just by pressing D (again make sure you haven't selected any text).

Just under the two bigger icons with the swatches, you will see two smaller icons. One shows a square and the other one shows a T. If you have selected the icon with the square, then the colours will be applied to boxes and objects. If you have selected the T then the colours will be applied to the type itself. As type is within boxes, you can choose to apply colour to both type and the boxes that contain them or just to one or the other. 

Under those two icons there are three more. The first icon allows you to apply single colours to objects, the second one allows you to apply gradients and the third one applies "no colour", i.e., if you had already applied colours to an object and then you click the on this icon, you will be taking the colour away. 

The very bottom icons of the Tools palette allows you to view your document in several ways. 

We will take those up later, right now stick to the Normal View Mode.

A Few Words on Contextual Menus

Contextual Menus show up when you right + click (Windows) or Control + click (Mac Os) on objects in your layout. They change depending on which object you have selected. They are very useful as they show you options that are related to what you are doing, for example the Drop Shadow option when you click on a shape or an image, and they also save you the time to go all the way up to the top of your screen to the Menu Bar. 
New Document and Page Settings

Open a new document: File > New > Document. Now have a look at your New Document window. The first thing you see is the Document Preset section. Did you see that? Good. Ignore it because we will cover it shortly. 

Look at the rest of the window. Everything is pretty much straight forward. You will see that in Page Size you have several page settings (letter, legal, tabloid, etc.) You can choose the size of your page from that menu or you can enter a custom size yourself. 
