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Introduction

Welcome to Adobe InDesign CS6 On Demand, a visual quick
reference book that shows you how to work efficiently with
InDesign. This book provides complete coverage of basic to
advanced InDesign skills.

How This Book Works

You don’t have to read this book in any particular order.
We've designed the book so that you can jump in, get the
information you need, and jump out. However, the book does
follow a logical progression from simple tasks to more com-
plex ones. Each task is presented on no more than two facing
pages, which lets you focus on a single task without having
to turn the page.To find the information that you need, just
look up the task in the table of contents or index, and turn to
the page listed. Read the task introduction, follow the step-
by-step instructions in the left column along with screen illus-
trations in the right column, and you’re done.

What's New

If you're searching for what’s new in InDesign CS6, just look
for the icon: New!. For InDesign CS5.5, look for the icon:
New5.5.The new icon appears in the table of contents and
throughout this book so you can quickly and easily identify a
new or improved feature in InDesign. A complete description
of each new feature appears in the New Features guide in the
back of this book.

Keyboard Shortcuts

Most menu commands have a keyboard equivalent, such as
Ctrl+P (Win) or [s)+P (Mac), as a quicker alternative to using
the mouse. A complete list of keyboard shortcuts is available
on the web at www.perspection.com.

How You'll Learn

How This Book Works
What's New

Keyboard Shortcuts
Step-by-Step Instructions
Real World Examples
Workshops

Adobe Certified Expert

Get More on the Web

XVii
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Step-by-Step
Instructions Sxenn ke )

Easy-to-follow
introductions

This book provides concise step- focuson a
by-step instructions that show you Groate o Compound Parh single concept.
“how” to accomplish a task. Each O e
. . P . ; i “""M“'“ lllustrations
set of instructions includes illus- g match the
. . want 1o meude mm: mrpn ng
trations that directly correspond to i ° numbered
the easy-to-read steps. Also e s steps.
included in the text are time- °“°‘;im:;n;‘“;f
savers, tables, and sidebars to Tm““:n.,..
help you work more efficiently or ool rrtteon s 2o
to teach you more in-depth infor- Did You Know?
R "y ” Tou can convert o ciipaing path iste a
mation. A “Did You Know?” pro- T e
vides tips and techniques to help o Numbered
you work smarter, while a “See — steps guide
Also” leads you to other parts of S g it Pt you through
the book containing related infor- o each task.
mation about the task.
See Also points you to Did You Know? alerts
related information in you to tips, techniques
the book. and related information.

Real World Examples

| 18 ovD tabeLindd @ 300% =

This book uses real world exam-
ple files to give you a context in
which to use the task. By using
the example files, you won't waste

. . . — Real world
time looking for or creating sam- examples help
ple files.You get a start file and a you apply what

you've learned

result file, so you can compare to other tasks.

your work. Not every topic needs
an example file, such as changing
options, so we provide a complete
list of the example files used
throughout the book. The example
files that you need for project
tasks along with a complete file
list are available on the web at
www.perspection.com.
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Workshops

This book shows you how to put
together the individual step-by-
step tasks into in-depth projects
with the Workshops. You start each
project with a sample file, work
through the steps, and then com-
pare your results with a project
results file at the end. The Work-
shop projects and associated files
are available on the web at
www.perspection.com.

Adobe Certified Expert

This book prepares you fully for
the Adobe Certified Expert (ACE)
exam for Adobe InDesign CS6.
Each Adobe Certified Expert certifi-
cation level has a set of objec-
tives, which are organized into
broader skill sets. To prepare for
the certification exam, you should
review and perform each task
identified with an ACE objective to
confirm that you can meet the
requirements for the exam. Infor-
mation about the ACE program is
available in the back of this book.
The Adobe Certified Expert objec-
tives and the specific pages that
cover them are available on the
web at www.perspection.com.

Workshops W

Introduction

% Nelp you get sterted with the projeet, and a
11 YO £ £44 Bow Wial] youy Azeompishes

Project 1: Creating a Master Page The WOI’kShOpS
Skills and Toaks: Master pages walk you through
: ; in-depth projects
to help you put
InDesign to work.

Adobe Certified Expert c

gram certificate
#  Use ol the Adalse Certibied Expent program logo

What Does This Logo Mean?

Introduction  XiX
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Get More on the Web

In addition to the information in
this book, you can also get more
information on the web to help
you get up-to-speed faster with
InDesign CS6. Some of the infor-
mation includes:

Transition Helpers

¢ Only New Features.
Download and print the new
feature tasks as a quick and
easy guide.

Productivity Tools

¢ Keyboard Shortcuts.
Download a list of keyboard
shortcuts to learn faster ways
to get the job done.

More Content

¢ Photographs. Download
photographs and other
graphics to use in your
InDesign documents.

¢ More Content. Download
new content developed after
publication.

You can access these additional
resources on the web at
www.perspection.com.

XX

Keyboard Shortcuts

Adobe InDesign C86

e yh oard Shortcuts

Winduses

Additional
content

is available
on the web.
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Getting Started with
InDesign CS6

Introduction

Adobe InDesign CS6 is a desktop publishing and page layout
program that runs seamlessly on both Windows and
Macintosh platforms. Adobe InDesign CS6 is a stand-alone
program, but it's also part of Adobe's Creative Suite of pro-
fessional programs that work together to help you create
designs in print, on the web, or on mobile devices. Many of
the Creative Suite 6 programs also include additional Adobe
programs and services—Bridge, Camera Raw plug-in,
Extension Manager, and ExtendScript Toolkit—to help you
manage and work with files.

With InDesign, you can create books, brochures, catalogs,
manuals, CD-DVD labels, certificates, newsletters, flyers,
forms, label sheets, and even interactive presentations. As a
page layout program, you can create a one page flyer, a 500
or more page book, or something in between. InDesign pro-
vides all the tools you need to create a page layout design,
import or enter text, insert images, add drawings, create
tables, and finalize the document. When you're done, you can
print the document to a local desktop or commercial printer,
create a template, so you can reuse the document again later
for a new project, or export the document as an Adobe PDF
(Portable Document Format) or digital ebook (EPUB) for use
online, over a network or on mobile and tablet devices, or for
use in other programs, such as Adobe Flash (FLA or SWF) or
Adobe Dreamweaver (HTML) and web browsers.

What You'll Do

Install and Start InDesign

View the InDesign Window

Show and Hide Panels

Work with Panels

Use the Tools and Control Panel
Open a Document

Open a Document with Adobe Bridge
Insert Images or Text in a Document
Use the Status Bar

Work with Document Windows
Check for Updates Online

Get Help While You Work

Save a Document

Finish Up



Installing InDesign

Install InDesign CS6 in
Windows

o Insert the InDesign CS6 or Adobe
Collection CS6 DVD into your DVD
ROM drive, or download the
software online to your hard disk.

o If necessary, double-click the DVD
icon or open the folder with the
downloaded software, and then
double-click the setup icon.

o Follow the on-screen instructions
to install the product; the installer
asks you to read and accept a
licensing agreement, enter or
create an Adobe ID or skip the
step, enter a serial number,
indicate the language you want,
and specify where you want to
install the software.

Did You Know?

The DVD comes with bonus content.
The Resources and Extras DVD
included with Adobe CS6 products
includes bonus content and files in the
Goodies folder. Check it out! For more
free online resources, go to
www.adobe.com and visit Adobe
Exchange.

2 Chapter1

The process of installing the InDesign application is fairly straightfor-

> ward; you insert the InDesign CS6 or Adobe Collection CS6 install disc

into your DVD drive or download the software online to your computer,
double-click the setup program and simply follow the on-screen instruc-
tions. The first thing that will happen is that the installer will check to
see if you have the minimum system requirements. If you meet the mini-
mums, the installer will guide you through the steps to complete the
installation. The whole process takes about ten minutes, and at the end
of the process you can launch InDesign for the first time. Remember to
have your serial number handy, because you will have to type it in dur-
ing the installation process. It's a good idea to have that serial number in
a safe place, justin case you would need to reinstall InDesign.

[E=1 FeR =
@'k J=| ) v Adobe v AdobelnDesign CS6 » » | 44 || Search inDesign C56 p
Qrganize = Include in library = Share with = Bum Mew folder s~ 1 8
£ Favorites | | Deplayment packages
A Libranes
vy Homegroup I paylaads | TRLCAICRE
] File Tolkder File foldes
M Computer
i MNetwork
| 5 items
|
& 2dobe InDesign %6 =)o s
Options
Bl ~dobe inDesign cse 259M8 [ Adobe InDesign €56 Co...
] Adobe Meda Encoder. 364 MB
¥ Adobe Fonts Recomm... 110 ME
Total Instalt: 2.0 GB
Language: Location: 5.7 GI Available
English (Morth .. = Ch\Program Files\Adobe -
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Install InDesign CS6 in
Macintosh

o Insert the InDesign CS6 or Adobe
Collection CS6 DVD into your DVD
ROM drive, or download the
software online to your hard disk.

e If necessary, double-click the DVD
icon or open the folder with the
downloaded software, and then
double-click the Install icon.

o Follow the on-screen instructions
to install the product; the installer
asks you to read and accept a
licensing agreement, enter or
create an Adobe ID or skip the
step, enter a serial number,
indicate the language you want,
and specify where you want to
install the software.

Did You Know?

Most Adobe applications can be
downloaded. It's all very simple, you
go to www.adobe.com, click the
Products menu item, and then select
the application you want to purchase.
You will need a credit card (of course),
and a lot of bandwidth.

Options

. Adobe InDesign C56

Language: Lacatian:

‘AaNe Bl Adabe InDesign C56

299 ME [ Adobe InDesign CS6 Co...
M Adobe Media Encoder.. 364 MB
i Adobe Fonts Recomm.. 110 MB

Total Instal: 2.0 GB

55.3 GE Avaitable

English (Morth .. = ChProgram Files\Adobe -

o EE—E)

InDesign CS6 System Requirements

Hardware/Software

Minimum (Recommended)

WINDOWS
Computer Processor

Intel Pentium 4 or AMD Athlon 64 or compatible

Operating System

Microsoft Windows XP SP3 or Windows
Vista SP1 or Windows 7 with SP3

Hard Drive Free Space

1.6 GB for InDesign; 1.3 GB for InCopy

Available RAM

1 GB (2 GB recommended)

Video Card

16-bit

Monitor Resolution

1024 x 768 (1280 x 800 recommended)

DVD-ROM drive

Any type

MACINTOSH
Computer Processor

Multicore Intel-based Macs

Operating System

Macintosh 0S X 10.6.8 & 10.7 or higher

Hard Drive Free Space

2.6 GB for InDesign; 1.8 GB for InCopy
Not supported on UFS or HFS

Available RAM

1 GB MB (2 GB recommended)

Video Card

16-bit

Monitor Resolution

1024 x 768 (1280 x 800 recommended)

\DVD-ROM drive

Any type

J

Chapter 1
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~ are using. When you start InDesign, the software displays a Welcome

" screen and then the InDesign window. When you start a new InDesign
session or close all documents, a Welcome screen appears in the
InDesign window, providing easy access links to open a file, open a
recent file, create a new file, and create a new file from a template. You
can also use links to access help information, such as Getting Started,
New Features, and online Community resources, such as the InDesign
Exchange web site, where you can download additional applications
and information.

Getting Started [ You can start InDesign in several ways, depending on the platform you

Start InDesign CS6 in Windows
o Click Start on the taskbar.

e Point to All Programs (which
changes to Back).

o Point to an Adobe Collection CS6
menu, if installed.

© ciick Adobe InDesign CS6.

o If you're starting InDesign CS6 for
the first time, you might be
prompted to specify the following:

¢ Enter or create an Adobe ID to
register the product, click
Submit, and then click Done.

The InDesign window opens,
displaying the Welcome screen.

Did You Know? | "

You can create and use a shortcut
icon on your desktop to start InDesign

(Win). Click Start pn the'taskbar, point Open a Recent Item Create New ——— Welcome
to All Programs, right-click Adobe o N screen
InDesign CS6, point to Send To, and B vy

then click Desktop (Create Shortcut).
Double-click the shortcut icon on your c‘;":‘:“':’mu
desktop to start InDesign. & imoesign User Group »

(88 tnoesign Partners
8 moesign Fug-ins »

|l Getting Started 1
I Mew Features »

I mesources «

| pen't show again
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Start InDesign CS6 in Macintosh
0 Open the Applications folder e

(located on the main hard drive). S —
# For Lion, you can also click the = = LIEDTEE .
Launchpad icon on the Dock, B Ao "
and then click the Adobe ~enl| - )
InDesign CS6 icon. Sy [
Il Movies s |
@ Double-click the Adobe InDesign e e e F:
CS6 folder or a Adobe Collection et
CS6 folder, if installed. " o s |
© Double-click the Adobe InDesign e
CS6 program icon. e .

o If you're starting InDesign CS6 for
the first time, you might be
prompted to specify the following:

Shortcut for Adobe InDesign CS6

¢ Enter or create an Adobe ID to
register the product, click
Submit, and then click Done.

The InDesign window opens, Launchpad icon in Mac 0S X Lion

displaying the Welcome screen.

Did You Know?

You can create a shortcut on the
Macintosh. Drag and drop the
InDesign application to the bottom of
the monitor screen, and then add it to
the dock.

You can create and use a keyboard
shortcut to start InDesign (Win). Click
Start on the taskbar, point to All
Programs, right-click Adobe InDesign
CS6, and then click Properties. In the
Shortcut Key box, type or press any
letter, number, or function key, such as
P, to which Windows adds Ctrl+Alt.
Click OK to create the keyboard short-
cut. From anywhere in Windows, press
the keyboard shortcut you defined
(Ctrl+Alt+P) to start InDesign.
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Viewing the InDesign Window

When you start InDesign, the program win-
dow displays several windows of varying
ty