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Adobe InDesign CS3 Project 7 guide

How to reuse objects with libraries

As a designer, you’ll often find yourself reusing the same graphics, headlines, and pages. After all, one of your
design goals is probably consistency or uniformity, and such uniformity helps readers use your documents. With
InDesign, you can save frequently used graphics, text, and pages in special files called object libraries. (You can
also add ruler guides, grids, drawn shapes, and grouped images to a library. For more information on adding these
objects, see InDesign Help.)

Object libraries are special files that you save independent of your documents. You can create as many libraries as
you need. For example, you can create an object library for each project or client. Libraries are stored as separate
files with an indl filename extension.

Once you add an object to a library, it remains there until you delete it from the library, even if you delete the
original object.

When you add a page element, such as a graphic, to an object library, InDesign preserves all of the attributes you
previously applied to the graphic (or, in the case of Adobe files such as Photoshop PSDs and Acrobat PDFs,
attributes you imported with the graphic). In other words, if you add a graphic from an InDesign document to the
library, InDesign essentially makes an exact copy of the graphic that you can later reuse.

Note: You cannot open objects from the library and change them so these changes are updated in InDesign
documents. Objects in the library can be added, placed, or deleted only.
Library graphics and links

As you’ll recall, InDesign graphics are actually links to other files. When you add a graphic to a library, the library
copy duplicates the original graphic, including the original’s link information, so you can update the graphic when
the linked file changes. If you move or delete the linked file, the object will appear dark gray (with the same shape
frame) next time you try to place it in your document from the Library panel.

Note: You can resolve broken links through the Links panel (Window > Links).

Sharing libraries

You can share libraries among your design team (even among users with different operating systems). However,
only one user at a time can have a shared library open.

Creating a new library
In the following steps, you create a new library and save it on your system.

1, Start InDesign. | 2 newsletter library = | _..

1=

2. Choose File > New > Library.
The New Library dialog box appears.

3. Type a name for the library, specify a location, and then
click Save.

The library file is saved with an .indl filename
extension.

The Library panel appears (Figure 1).
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Figure 1 Library panel
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Adding an object to the library
You add objects to a library by dragging them from the pasteboard into the Library panel.

1.

2
3.
4
5

Open a library in InDesign (File > Open).

Open a page in InDesign.

Choose the Selection tool in the Tools panel.

Click a text or graphic frame on the page to select it.

Drag the frame from the pasteboard into the Library
panel (Figure 3).

When you release the mouse, the item appears in the
library. A thumbnail of the item appears above its name
(Figure 4).

How to reuse objects with libraries

m_' Selection tool
|E/

-

ewsletter_library = | i

caption

1o 1 shown a & 4 W

Figure 3 Dragging object into library

|
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Figure 4 Item added to library

© 2007 Adobe Systems Incorporated



Adobe InDesign CS3

Project 7 guide

Adding information to a library item

After you add an object to a library, you can give the object a name and a short description. Adding information to
library objects makes your library more usable for other members of your design team.

To add information to a library item:

1.
2.

Display a Library panel.
Click a library item to select it.

The border of the library item turns dark gray
(Figure 5).

Click the Library Item Information button (Figure 5).
The Item Information dialog box appears (Figure 6).
Enter a name for the item, such as Caption.

Remember, these names will be most useful to other
team members if you make them meaningful.

Note: Often, only the first 8—10 letters of the name are
visible in the Library panel.

Make sure the object type—such as Text—is correctly
identified. If it is not, choose an object type from the
Object Type menu.

Other object types include Image, PDF, Page, and
InDesign file.

Enter a description for the item, such as “standard
caption for newsletter.” This description is visible when
you select a library item and click the Library Item
Information Icon.

Click OK.

Observe that the library item appears with its new name
(Figure 7).

© 2007 Adobe Systems Incorporated
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Figure 5 Library panel with new item added

Item Information

Tterm Mame: caption
= Object Type:  Text ~

Creation Date: 4/27/2007 9:19 AM

Description:
standard caption for newsletter|

Figure 6 The Item Information dialog box

| = newsletter_library = | =i

caption

1 of 1 shown /9 & Ll o

Library Iltem Information icon

Figure 7 Library item renamed
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Reusing a library item

To use a library item, you simply drag it from the library onto the pasteboard.

1.
2.

||||:-c-

Open a library in InDesign. & neweictter. lbrary 5
Click a library item to select it. - | [

Drag the item onto the pasteboard (Figure 8).

An outline of the object appears, helping you place the : e = | havatian...
object precisely. 4

2 of 2 shawn e & o F
Release the mouse.
) Figure 8 Dragging item from the library
The item appears on the pasteboard (Figure 9).

1| & newsletter_library x | -

i

—

caption
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Figure 9 Object on pasteboard
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How to use document templates

Templates are special Adobe InDesign CS3 documents you can use to create additional and consistent InDesign
documents. Templates can help you create standard documents because you can preset them with layout, graphics,
and text.

For example, if you prepare a monthly newsletter, you could create a template with the full layout of a typical issue,
including guides, grids, placeholder frames, layers, and any reused graphics or text. You can even store master pages
in templates. Although you could just save last month’s issue with a new name, templates help you avoid the risk of

destroying the old file. Because templates automatically open without a filename, they force you to create a new
document instead of overwriting an old document.

You create a template the same way you create a regular document; the only difference occurs when you save the
document.

Templates are often used in team environments. As a result, you want to make your templates as user-friendly as
possible. This starts with giving them meaningful names, such as “ace_company newsletter template.” You can
also add a layer with instructions on how to use the template. Warn users to hide or delete the instructions layer

before printing the document.

Saving a document as a template

1. Start InDesign and open a document. Save As %]
. Savein | 3 print [v > B2
2' ChOOSe Flle > SaVe AS' Y ) ad_comps_maks_moves Iproject_6 ﬂkerning_‘(est‘indd
£ CFinal ()project_7_as_040807 ~|layout_test.indd
1 i ecent  |COfrom_copyedi [ stack images +]layout_test_blank.indd
The Save As dialog box appears (Figure 1). el i B’Jmsﬁm énlumtminc;,m.e.m
. = () likable_places =] align_test_font_family.indd | =] place_image_test.indd
3. Browse to the location where you want to save the B o S B:avk;wlash_;e:ti:édm ﬂu‘ac;hu‘ldey_;:sundd
template, Rk 5 News Folder [ brachure.indd =) saren_advertisement.if
()old_d_design Hnus;ard;estz.md ﬂstyles;ast.mdd
. . . ()portfolio *| bus_card_test.indd ] test.indd
Make sure this is a location you can access later. T B et [} bushess_card 5 Bindd |2 et sffectindd
S Hocuments e rrotect_2 [ Fil_text.indd ] Untitled-1.indd
. ZJprojec! | fant_Test.indd ] wrap_text_object.indd
4. Enter a name you and your team members will 3 i A e B
recognize later, such as sports_page or club_page. T i linper fest i :
Good naming conventions are an essential part of an € Aerme ecoplan i s
efficient working environment, and it’s good practice to iy liekuotk_fiseveieipe PO e i Lol
use meaningful names . &
5. Choose InDesign CS3 Template from the Save As Type
menu (Windows) or Format menu (Mac OS). Figure 1 Save As dialog box
6. Click Save and then close the template.

© 2007 Adobe Systems Incorporated
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Starting a new document from a template

1. Choose File > Open. Open a File
. . . Look in: | 5 print [se ° M-
The Open A File dialog box appears (Figure 2). T oo
£ Efinal (Chproject_7_as_040907 =] import_test.indd
2. Locate and select the template you created in the HyRecens | JGRom. copredt i socs mones [ tering Test s
; ’ Documents — ([images Hahgn;est.mn ﬂ\aynut;ast.mdd
P () likable_places ] align_test_font_family.indd | =]layout_test_blank.indd
previous section. B DLinks d uhagcksplashitext‘inddy n:ummancer,amle.m
. . Decklop | |L)martin_gutierrez_drawings 3 backsplash_text indc [ place_image_test.indd
3. Select the Normal option (Windows) or Open Normal e Folder - boselne i bestincd |- laceholdar test.ndd
. . ()old_d_design | =) brochure.indd | =] portfaclia.indd
option (Mac OS), and then click Open. Spartalo [Jbus_cordtestzingd |l soren_chertement.i
45 DG IC)project_1 H bus_card_test.indd ﬂ styles_test.indd
. . IE)project_z | =) business_card_3_8.indd =] test.indd
Observe that the new document is untitled. | (oo S dendyarmieind [t sffoctndd
_»135 Cprofect_4 |=1Fil_text.indd | -] Untitled-1.indd
4. Choose File > Save to save the new document with its by Computer ’f‘”’”’e‘tj (efontTestndd Jw’a”-tE‘t-°"JE“t"”id
own hame. \:3] File name backsplast_testind! [v]
Note: InDesign gives the file an .indd extension by i e | EREE—— I
. . Open &s
default. You should keep this extension. s
'O Original
O Copy
(st |

Normal option

Figure 2 Open A File dialog box

Editing an existing template

1. Choose File > Open.
2. Locate and select a template.

3. Select the Original option (Windows) or Open Original
option (Mac OS).

4. Click Open.

5. Make changes to the document as you would to any
other InDesign file.

6. Choose File > Save.
The file automatically saves as a template.

Note: When you update a template, this does not change
files that were created with the template. Templates
serve only as starting points in InDesign.

2 How to use document templates © 2007 Adobe Systems Incorporated
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Using built-in templates

InDesign includes a number of built-in templates you can use as a starting point for your own templates. These
documents are available through Adobe Bridge.

To use built-in templates:

1. Choose File > New > Document From Template. | B inpesign

| 23 tnDesign

Adobe Bridge starts (Figure 3).

Templates are organized into folders by type. For
example, the Newsletters folder contains three
newsletter templates.

2. Double-click the Newsletters folder to open it.

3. Double-click one of the newsletter templates. (Figure 4)

F L
ALLET BLLECT

Figure 3 Adobe Bridge

B Hewsletters E]

G |3 MNewsletters |vj =2 a0

3 items B = (|

Figure 4 Newsletters folder

© 2007 Adobe Systems Incorporated How to use document templates 3
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The selected newsletter template opens in InDesign
(Figure 5).

You can change the appearance of text through the N | perammsosom

Paragraph Styles panel (Figure 6). e e
meorper suscipit lobaoriis sl ut mn:iphwimiim
Remember, Paragraph styles include everything in et et e g
character styles—font size, font family, font style (bold, Lo [ gt | e =
italic), tracking, and leading—and also information e i Slmtde | frprmiyt ——

about text orientation (horizontal and vertical), tab stops, PUS DOTORE FEUGAITRULITR
and other paragraph attributes.

meazien placer possi
sum Lorem

sed diam|

4. To display the Paragraph Styles panel, choose
Window > Type & Tables > Paragraph Styles.

or magna ali-
quam erat volutpat. Ut wisi enim
: e
ecerci taticn ullameor per suscipit
‘dolere eufeugiat.

The Paragraph Styles panel appears, with a list of styles
that have been created in the template (Figure 6). RDIPISCING ELTT | NCESOETON

. . Homing id quod mazim placers: facer poz- ‘dorning i qued mazim placerat facer pos-
5. Double-click one of the styles, such as the Headline e | s
style. i
cores cretusr adipiscing elit, z=d diam nonum-

oy mibh euismod fincidurt Lorem ipsum dolor
it amet, consectetuer adipiscing dlit.

Figure 5 Newsletter template in InDesign

J' ¢ Paragraph Styles x |
Bady

4
= | =

[Bazic Paragraph)
Body

Body ITtalic

Body Italic small
Caption

Footer

Headline
Masthead

Title

O T+ & o

Figure 6 Paragraph styles panel
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10.

11.

12.

13.

The Paragraph Style Options dialog box appears
(Figure 7).

Click one of the options in the left section of the dialog
box, such as Character Color.

The Character Color area of the Paragraph Style Options
dialog box appears (Figure 8).

Click another color in the list under Character Color.

Note: To add an entirely new color, click the Fill color
box under Character Color. The New Color Swatch
dialog box appears, and you can use this dialog box to
add an RGB, CMYK, or Pantone color.

Click OK to apply the change and close the Paragraph
Style Options dialog box.

All of the headlines in the document have changed color
(if you chose the Headline style).

The style change is only one kind of change you can
make to the template. You can also make changes to the
template’s layout, add shapes, add text, and so on.

When you’re satisfied with the changes you’ve made to
the template, choose File > Save As.

The Save As dialog box appears (Figure 1).

Browse to the location where you want to save the
template.

Make sure this is a location you can access later.

Enter a name you and your team members will
recognize later, such as 2010_newsletter.

Choose InDesign CS3 Template from the Save As Type
menu (Windows) or Format menu (Mac OS).

Click Save.

© 2007 Adobe Systems Incorporated
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Figure 7 Paragraph Style Options dialog box

i Paragraph Style Options

T Styla fame: Heading
Batie Chasster Fommsaly Lo
| Adds wrriwed Chirsciee Formas Tharacter Color
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Figure 8 Character Color area of the Paragraph
Style Options dialog box
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Project plan

Team name: Date:

Think through the phases of your client project and identify the estimated time and the date when each task will be
finished. Identify an owner for each task who will make sure the task is completed.

Project phases Estimated hours | Date due Owner

Define

Determine product or service

Determine benefits of product or
service

Determine goals and target
audience

Define assets to be repurposed

Determine content and style
information

Research product or service
competitors

Determine delivery method

Design

Sketch layouts

Design comps

Present design comps for
feedback

Review and redesign

© 2007 Adobe Systems Incorporated Project plan
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Project phases

Estimated hours

Date due

Owner

Build

Produce graphics

Write copy

Design layout

Incorporate copy and design into
layout

Prepare focus group presentation
(if applicable)

Do final revision

Delivery

Print delivery

Preview documents on printer
before sending to print vendor

Review paper, color, and print
choices with print vendor

Package for printing

Generate file formats required
for print vendor (native
InDesign files or PDF X1)

Review proofs

Web delivery (if applicable)

Prepare files for web delivery

Generate HTML and graphics
files

2 Project plan

© 2007 Adobe Systems Incorporated
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Project phases Estimated hours | Date due Owner

Video delivery (if applicable)

Package for video

Generate image stills for video

Total time: = Final deadline

© 2007 Adobe Systems Incorporated Project plan 3
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Peer Review

Name: Date:

Project:

Overview

Revision is an important part of the design process. In addition to conducting review and redesign cycles personally
and with your client, you can also benefit from peer review. Additionally, peer review occurs in many professional
environments and it will be good practice to start on this essential skill now.

When giving peer review, be sure your points are both positive and negative. Give your critiques as suggestions, not
commands. When receiving peer review, do not be disenchanted or feel that you did a bad job based on one review.
Every review is different, and what one person does not approve of, the next person may find exemplary.

Process for presenting work for peer review

e  When presenting your work for peer review, state the purpose, audience, and goals of your document and
point out any concerns you have.

e To conclude, summarize the reviewer’s suggestions and offer a plan for revision.

Guidelines for giving comments and suggestions

e Before making any comments, review the entire document and make sure you understand the designer’s
intentions. Or, if being presented work by a designer, your first response should be to reiterate the
designer’s purpose, audience, and goals.

e  After the designer’s purpose, audience, and goals are clear, ask questions of the designer, make comments,
and offer suggestions.

e Point out both the strengths and the weaknesses of the document (design, layout, typography, and so on).

e  Offer suggestions, not commands. For instance, do not use “should,” as in “You should do this....” Instead,
use “I” statements, such as “I see that...” or “I’m confused about....”

e Be respectful and considerate of your peer’s feelings. Do not say or write anything you wouldn’t want to
receive yourself—there is no reason to be rude.

e  Make sure your comments are clear and specific so your peer knows what you are referring to. It is
important to give specific examples and point to design principles, image composition, layout guidelines,
and so on to make your point. Such comments as “this is unclear” or “this is too vague,” are too general to
be helpful. Rather make a comment like, “I’m confused by this image because there is no caption
identifying what it is”).

e Ifyou are writing your comments, reread them before passing them on to your peer. Make sure all your
comments make sense and are easy to follow.

© 2007 Adobe Systems Incorporated Peer Review
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How to use the Symbol Sprayer

The Symbol Sprayer is an Adobe Illustrator CS3 feature that lets you create interesting backdrops like the backdrop
in Figure 1. To create such a backdrop, you use the Symbol Sprayer in Illustrator to create the backdrop, and then
import the Illustrator file into Adobe InDesign CS3.

Pageiv Introduction to the Calver High School Yeasbook Intsoduction to fhe Calver High School Yearbook

Figure 1 Backdrop created with Symbol Sprayer

To use the Symbol Sprayer:

1. Start Illustrator and choose File > New to display the Hew Document
New Document dialog box (Figure 2). i CEEED e
2. Enter the following information in the New Document | Mew Document Profie: [ Lo vl [ Gaeel ]
dia]og box: Sige: | [Custorn] M | [(Temptes. ]
width: | 16 in | Units: | Inches [~
*  Name: backsplash Height: | 10 n | orientation: (] [@] | color modercoavic
e  Units: Inches & Advanced ‘
. . Color Made: | CMIYK [~
¢ Width: 16in Raster Effects: |High (300 ppi) [¥]
o Height: 10 in Preview Mode: | Default [v|
e  Orientation: Landscape '
Note: You’re using these dimensions because they fit Advanced button
within the outer margins of a standard (8.5 x 11) two- Figure 2 New Document dialog box

page spread.

3. Click the Advanced button to display the Advanced
section of the New Document dialog box (Figure 2).

© 2007 Adobe Systems Incorporated How to use the Symbol Sprayer 1
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Enter the following settings in the Advanced section of
the New Document dialog box:

e Color Mode: CMYK
e Raster Effects: High (300 ppi)

Color Mode refers to the way your document will print.
CMYK is the standard mode for documents sent to a
print vendor.

Raster Effect refers to the resolution of bitmap effects in
the document. Set this to 300 ppi for printing.

Click OK.

The New Document dialog box closes and the new
document opens.

Before you can use the Symbol Sprayer, you need to
choose a symbol to spray.

Choose Window > Symbols to display the Symbols
panel.

By default, a limited number of symbols appear in the
Symbols panel (Figure 3).

Click the Symbol Libraries Menu button to choose from
a list of symbol libraries.

For example, Figure 4 shows the Nature library.

To add a symbol to the Symbols panel, click the symbol.

The new symbol appears in the Symbols panel
(Figure 5).

Click one of the symbols in the Symbols panel to
select it.

How to use the Symbol Sprayer

" (1.2
| Swatches | Brushes | Symbols x | =
oy 1 v
b 1

|5~;.-'m|:u:|| Libraries Menu |

Figure 3 Symbols panel

| Nature x L

GO EE
;-T!r:

ﬁ;— e *‘*‘""" &
&, 4 & —
Figure 4 Nature symbol library

= S - M
| Swiatches | Brushes | Symbols x | =

i

I

Eij’

&, “ =3 3 & o

Figure 5 New symbol added to Symbols panel

© 2007 Adobe Systems Incorporated



Adobe lllustrator CS3

Project 8 guide

10.

11.

12.

13.

Choose the Symbol Sprayer in the Tools panel
(Figure 6).

The pointer changes to a spray can surrounded by a wide
circle.

Note: You can change options for the Symbol Sprayer
by double-clicking it in the Tools panel.

Drag across the canvas.

As you do, symbol-instance outlines appear under the
pointer (Figure 7).

When you are satisfied with the number of symbols on
the document, release the mouse button.

Symbols fill in wherever their outlines appeared
(Figure 8).

Save the document.

© 2007 Adobe Systems Incorporated
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Figure 6 Symbol Sprayer in Tools panel

Figure 8 Results of Symbol Sprayer
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To add the image to a page spread:

1. Start InDesign and open a document with a standard Place PUF {backsplash3.at)
(8.5 x 11) two-page spread. e Generd [Lyers
. r Pages
. > . e e g reviewed Page
2. Choose File > Place % g ChrE
. . : B ot ange: |1
The Place File dialog box appears. Pt P
I = Onptions
3. Browse to the location of the Adobe Illustrator file you et & Gop to [Boundrg By v]
saved in the previous steps. o v Mifesaett o
4. Make sure Show Import Options is selected. e - :
[]Show Preview
The Show Import Options dialog box lets you specify
how the Adobe Illustrator file imports. Figure 9 Place PDF dialog box

5. Click Open in the Place File dialog box.

The Place PDF dialog box appears (Figure 9).

6. Make sure Show Preview is selected.

With the Show Preview option, you can preview the
Adobe Illustrator file in the left section of the Place PDF
dialog box.

T
B
wEITl;

L

LA
L)
»ETi

sl
Bl

7. Make sure Transparent Background is selected.

With this option selected, the other content in your
InDesign document will be visible through any
transparent background color in the symbol.

8. Leave the default settings for other options, and )
click OK. Figure 10 Image placed in spread

The pointer changes to a Loaded Graphics icon, with a
thumbnail of the image.

9. Click the upper-left corner of the spread to place the
image in the corner of the left and top margins.

The image covers the whole spread (Figure 10).
10. Choose Window > Layers to display the Layers panel.

11. Add a new layer, and rename the original layer
Backsplash.

12. Add content to the spread (text and graphic frames) in
the new layer.

13. Save the InDesign file.

Note: To reuse the design on multiple pages, you could
add the backsplash to a master page. For more
information on master pages, see InDesign Help.

4 How to use the Symbol Sprayer © 2007 Adobe Systems Incorporated
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How to fill text with an image

You’ve seen the effect: a postcard with the word “Maui,” the letters filled in with images of sand, sea, and jungle.
Text and image come together to create a compelling effect. This guide shows you how to fill text with one or more
images. To do so, you first convert the letters of a text line to frames, and then fill those frames with images.

To fill a line of text with one image:

= e

1. Create a new a document in InDesign. —
) | = Character x | Paragraph | =
2. Choose Window > Type & Tables > Character to :
display the Character panel. Arial[Black )
Your text needs to be fairly large and thick so the Regflar A
images show clearly inside the text characters. ENEEE ﬁ A [EEA P |
3. Set the following or similar options in the Character ahel | Metic A = o w
panel (Figure 1): b =
. IT % 1009 T % 1009 |w
e  From the Font pop-up menu, choose a thick font, = e
such as Arial Black or Fat. ¥ Pt Tk
e  From the Font Size pop-up menu, choose 72 pt. Language: | English LS4 hd
You could type even higher numbers into the Font
Size menu field. Font menu Font size menu
e  Adjust tracking and kerning as desired. Because Figure 1 Character panel
you’re only creating one line, you do not need to
worry about leading.
4. Select the Type tool in the Tools panel and drag on the
page to create a text frame (Figure 2).
5. Type a short line of text in the text frame, such as LIFE.
Note: If you type in all capitals, the image has more
room to show through. .
6. When you finish typing, select the text with the Type
tool (Figure 3). i-
Next, you convert the text to an outline. An outline is
basically a frame in the shape of the text’s letters. Selection tool Type tool
7. Choose Type > Create Outlines. Figure 2 Drawing a text frame

Note: You might first need to choose Type > Show
All Menu Items to make the Create Outlines menu item
available.

8. Choose the Selection tool in the Tools panel (Figure 2).

Figure 3 Text selected with Type tool

© 2007 Adobe Systems Incorporated How to fill text with an image
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10. Double-click one of the letters in the text.

The outlines of the letters become visible as frames
(Figure 4).

11. With the text outline still selected, choose File > Place.
The Place File dialog box appears.

12. Make sure Show Import Options is deselected and
Replace Selected Item is selected.

You use the Show Import Options option to manage
advanced options for placed images. This option
becomes especially important when you place image
formats such as Adobe Photoshop and Adobe Illustrator
files.

The Replace Selected Item option asks InDesign to put
the new image in place of whatever content is in the
currently selected frame.

13. Select the Preview option.

When the Preview option is selected, a thumbnail of the
image appears in the lower-right corner of the Place
dialog box.

14. Browse to the location of the file you want to place.
15. Select the file and click Open.

The Place dialog box closes, and the letter outlines fill
with the selected image (Figure 4).

Note: Even though the letters appear to be separate, they
function as a single frame.

The image isn’t automatically well positioned behind the
text. Your next task is to reposition the image.

16. With the text outlines still selected, choose Object >
Select > Content.

Note: If the text outlines become deselected, you can
click anywhere in the text and then choose Object >
Select > Content to select the image inside the graphic
frame (Figure 5).

17. Drag the image to position it behind the text (Figure 6).

2 How to fill text with an image

Figure 4 Text filed with image

Figure 5 Image selected

Figure 6 Image positioned behind text
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How to use master pages

When you start creating multi-page documents, keeping their appearance uniform from page to page can be difficult.
If your pages are uniform, you not only produce a clean design but you also help readers navigate through your
document because they know what to expect on each page.

Like other layout programs, Adobe InDesign CS3 provides a master page feature with which you can set common
characteristics for each page, such as headings, footers, page numbers, and number of columns. Master pages
maintain these common characteristics in one place (Figure 1). This means you can create new pages that are
consistent with previous pages and also change common characteristics instantly by making changes to the master
page.

With careful planning, master pages (or “masters”) offer a quick way to make layout changes to multiple document
pages. With very long documents, such as yearbooks, you can even create multiple masters for different types of
pages, such as club pages, candid pages, and student pages.

Master page
T
Vi | N
s N
s | N
’ d l b N
b A 4 4
Page 1 Page 2 Page 3

Figure 1 Master page linked to three pages
This guide covers the following topics:
e  Creating master pages
e Creating new pages based on masters
e Modifying master pages
e Applying master pages
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Using the Pages panel

You manage master pages through the Pages panel (Figure 2). The Pages panel displays thumbnails of all pages in
the document, along with the master pages applied to them.

| o Pages = | Links |
Masters currently used in\#MasterD
document

B-Maztar D

_rxz/ Pages panel menu

[

m‘\ Thumbnails of masters

Page spreads in
document

[

Indicates master applied

) :[7] «[]
BRI

£

15 Pages in g Spread;

Figure 2 Pages panel

Creating master pages

You can create a new master from scratch or from an existing page or spread.

Creating a new master page from scratch:

1. Open a file in InDesign.

2. Choose Window > Pages to display the Pages panel.

3. Choose New Master in the Pages panel menu.

The New Master dialog box appears (Figure 3).

By default, InDesign assigns the next letter in sequence
as a prefix for the master page. For example, if you have
master pages with prefixes “A” and “B,” InDesign adds
“C” to the next master you create.

4. You can also type a different prefix in the Prefix text
box, using as many as four characters.

5. Enter a name for the master in the Name text box.

6. You can choose to base this master on an existing
master page. In Figure 2, for example, A-Master and
B-Master are available as bases.

2 How to use master pages

to page
™
Hew Master
Prefix: €
o
Based on Master: | [None] .
Mumber of Pages: 2

Figure 3 New Master dialog box
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7. Number Of Pages refers to the number of pages in a
spread. For most documents, you will set up 2-page
spreads, but you can enter up to 10 pages here.

Note: To add multiple two-page spreads based on a
single master, simply add multiple instances of the same
master. If you enter 10 in the Number Of Pages text box,
you will not produce five 2-page spreads; instead, you
will produce one 10-page spread.

8. Click OK.

The New Master dialog box closes and the new master
appears in the Pages panel.

Creating a master based on an existing spread:

1. Choose Window > Pages to display the Pages panel. [o:Eanes |W| _-;
2. Drag an entire spread from the Pages section of the [Mone] [ ]
Pages panel to the Masters section (Figure 4). e ||
3. Select a spread in the Pages panel and choose Save As Actaster ]
Master from the Pages panel menu. el i é

Any objects on the original page or spread become part
of the new master.

Note: If you based the original page on a master, the
new master is based on the original page’s master.

Boa ™

ol 3
1011 W &

I 3
31 Pages in A3 Spreads Al il

Pages section

Figure 4 A spread in the Pages panel
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Creating new pages based on masters
When you add new pages in InDesign, they are automatically linked to the current document’s master.

You can also create pages based on a different master by using the Pages panel.

To create a page based on a master:

1. Ifthe Pages panel is not already visible, choose | = Pages = | Links_| = i.
Window > Pages to display it. 2o —
2. Drag one of the master pages from the top of the panel [Mene] L
into the lower part of the panel, dragging it to the left or A-Mazter ] 1
right of a spread (Figure 5).
If you drag the master on top of an existing page, the B-Master L EEI
master is applied to the page instead of creating a new
page. r : =
E %1
3. Release the mouse button. : b |
A new, empty page is added before the current page. In
Figure 6, the new page has replaced the old page 10 and
moved the old page to page 11. [
o [N v
30 Pages in 12 Spraads al o :::5|

Figure 5 Dragging to create a new page

¢ Pages = | Links | -

[MHane]
A-fasrer [ s
B-Master |:| # é
B B "‘
g ] :
o4 |3
10-11 W -
21 Pages in 12 Spreads al |
Figure 6 New page added

4 How to use master pages © 2007 Adobe Systems Incorporated



Adobe InDesign CS3 Project 8 guide

Applying a master page to an existing page

1. [If the Pages panel is not already visible, choose || = Pages x | Links | e
Window > Pages to display it. G =
2. Drag one of the master pages from the top of the panel el -
into the lower part of the panel, dragging it on top of a A-Master [T _
current page (Figure 7).
: 4
3. Release the mouse button. Bt U] ' i
The new master is applied to the page. In Figure 8, this "
is indicated by the letter B in the upper right corner of Tew
the page’s thumbnail. =
{3
31 Pages in 13 Spreads Bl W
Figure 7 Applying a master page
| = Pages x | Links | =
[Mana]
&-Master [ it
B-Master [] # i
= = =
7 v
21 Pages in 13 Spreads" ] j'i’ -“l

Figure 8 Master page applied
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How to use object styles

You may be familiar with paragraph and character styles from other guides in this course or from word processing
programs. You can use paragraph and character styles to control the appearance of text throughout your documents.
Paragraph and character styles track text characteristics such as font, font weight, and font size.

In Adobe InDesign CS3, you can use styles with other kinds of objects. Object styles work like paragraph and
character styles but can be applied to frames and shapes. For example, you can define an object style with a red
stroke (border) 2 points wide, a dark-gray drop shadow, and a slight bevel. Then you can apply this object style to
multiple frames throughout your document. After you have applied an object style to multiple objects, you can
change the way these objects appear by just changing the style.

Like other styles, object styles help you achieve a uniform design. They give a document consistency by ensuring
that every graphic frame on a page has the same appearance.

For example, the image frames in Figure 1 all have a light blue stroke and a dark-blue drop shadow. Without object
styles, you would have to apply these characteristics to each frame separately. With object styles, you define these
characteristics once and then apply them multiple times.

Introduction i fhe Calver High Sthool Yearbook Introduction to fhe Calver High School Yearbook

Figure 1 Example of object styles applied

Defining object styles

The easiest way to define an object style is to apply multiple effects to a frame and then save the frame’s style
through the Object Styles panel.

In the following steps, you apply characteristics to a graphic frame, save these characteristics as an object style, and
then apply these characteristics to other graphic frames.

© 2007 Adobe Systems Incorporated How to use object styles
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To apply characteristics to a frame:

1.
2.

Start InDesign and open a document.

If the document does not already have multiple graphic
frames, use the Rectangle Frame tool to create some.
You can also fill these with images by using the File >
Place command.

You should end up with a document something like the
one in Figure 2.

Note: For more information on creating graphic frames
or placing images, please see the guides titled “How to
Work with Graphic Frames” and “How to Place Images
on the Page.” You can also consult InDesign Help.

Choose the Selection tool in the Tools panel (Figure 3).

Click one of the graphic frames to select it.
Choose Object > Effects > Drop Shadow.

The Drop Shadow category of the Effects dialog box
appears (Figure 4).

Under Drop Shadow, choose a color for the drop
shadow by clicking the color box beside Mode.

The Effect Color dialog box appears (Figure 5). When
the Swatches option is selected, you can choose from a
list of predefined colors. You can also define colors by
selecting the RGB or CMYK options from the Color
pop-up menu. For more information on defining colors,
see InDesign Help.

Click OK.
The Effect Color dialog box closes.

In the Effects dialog box, under Position, enter .2 in the
Distance text box.

You can also change the angle of the drop shadow by
dragging in the Angle circle.

How to use object styles

Figure 3 Selection tool in Tools panel

Effects
Sgttngs for: | Comct  |w| Drop Shadaw
Dierchrg
* = :
o o —c] N
[ S Shides
[] ot i Position
r[;l‘h-m Dstance: 0.1375n X Offset: 0.0572n
Bavel wnd Embony = :
Cleem angle: 135 ¥ Offset: 0.09721n
[ B Fuathar [CIuse Gobal Light
[] Eonemand Faahar
] Gt Fanthr Options
- oy Sige: |0.06%4 n ) [l oboct Knocks Out Shadow
STRONE | Mosrnal 300N ot affacet) Soread: 0% Y [lshadow Hanors Other Effacts
i s olft) e
biome: 0% »
Clevevew  ——|

Figure 4 Drop Shadow category of Effects
dialog box

Effect Color
[ €=0M=0 ¥=100 K=0 B & |~ [ cCancel ]
B c=15M=100 ¥=100 k=0 &
[ c=75M=5 v=100 k=0 &
M c-ioom-sov-tok-0 W & |-
A

Figure 5 Effect Color dialog box
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10.

11.

12.
13.

14.
15.

16.

17.

Click OK.

The Drop Shadow effect is applied to the graphic frame
(Figure 6).

With the frame still selected, choose Window > Stroke.
The Stroke panel appears (Figure 7).
Type 3 pt in the Weight text box.

Double-click the Stroke tool in the Tools panel
(Figure 8).

The Color Picker appears (Figure 9).
Click in the large box to the left to select a color.
Click OK.

The Color Picker closes, and the colored stroke is
applied to the graphic frame (Figure 10).

Choose View > Screen Mode > Preview.

The Preview screen mode shows the document as it will
appear when exported or printed.

Choose View > Screen Mode > Normal to return to
Normal screen mode.

© 2007 Adobe Systems Incorporated

Figure 6 Drop shadow applied to graphic frame

| = Stroke x | Swakches |Effects | .=
weihts [3] 5t [ |

Figure 7 Stroke panel

Stroke tool

i

& T
%)

D

Figure 8 Stroke tool in Tools panel

Color Picker
RGB Color Space View
Add RGB Swatch

@D |

Oa: |60 |

OB [227 |
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Figure 9 Color Picker

Figure 10 Stroke applied
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To create an object style:

1. Click the Selection tool in the Tools panel.

2. Click the graphic frame to which you have applied
characteristics.

3. Choose Window > Object Styles.

Note: You may need to choose Window > Show
All Menu Items to access the Object Styles menu item.

The Object Styles panel appears (Figure 11).
4. Click the Create New Style button.
5. A new style appears in the Object Styles panel.
In Figure 12, the style is called Object Style 1.
6. Double-click the style.

The Object Style Options dialog box appears, in which
you can make changes to the style and name the style
(Figure 13).

7. In the Style Name text box, enter a name for the style,
such as Candid Photo and click OK.

You can now apply the new style to other graphic
frames.

|| align_| = Chject Styles x | _"é
[Basic Graphics Frarme]+ &
[Mane] E i
[Basic Graphics Frame]+ [
[Basic Text Frame] [T

2 as B 3

Figure 11 Object Styles panel

| | aligri| ¢ Obiject Styles x | _ﬁ,fE:
Ohbject Style 1 !f
[Mone] E |4‘\

[B-azic Sraphics Frame] i3 : =

[Boazic Text Frarme] [T —

ObjectStyle 1. v
& ub Or B W g

Figure 12 New style created
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Figure 13 Object Style Options dialog box
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To apply an object style:

1. Click the Selection tool in the Tools panel.
2. Click one or more graphic frames to select them.

To select multiple frames, hold down Shift (Windows)
or Option (Mac OS) while you click.

3. [If the Option Styles panel is not already visible, choose
Window > Object Styles to display it.

4. Click the name of the new style to apply it to the
selected graphic frames.

The drop shadow appears around the selected frames
(Figure 14).

5. Choose View > Screen Mode > Preview.

The Preview screen mode shows the document as it will
appear when exported or printed.

6. Choose Edit > Deselect All to deselect the frames.

All of the frames have the same appearance. In
Figure 15, for example, all the frames have a blue
stroke and dark-blue drop shadow.

© 2007 Adobe Systems Incorporated

Figure 15 Preview mode

How to use object styles

5



Adobe InDesign CS3 Project 8 guide

How to use books

A book file is a collection of Adobe InDesign CS3 documents that can share styles, swatches, master pages, and
other items.

Books files are designed to help you group documents into books. If you think about a book’s common
characteristics across chapters, most of these characteristics are represented in InDesign book files.

e By using common styles, swatches, and master pages, you can ensure that a book looks consistent from the first
to last page.

e You can sequentially number chapters in books.

e  While keeping chapters consistent with the rest of the book, you can also treat chapters as separate documents.
For example, you can print individual documents in a book or export individual documents to PDFs.

e Book files also give you flexibility in how you distribute content. For example, one chapter can belong to
multiple book files.

Style sources

Book files designate one document (chapter) as a style source to maintain consistency. A style source contains all of
the paragraph, character, and object styles InDesign uses to synchronize the other documents in the book. Initially
the style source is the first document in the book. You can select a new style source at any time.

Often, chapters are created at different times by different authors, or you may decide to change styles in the middle
of the production process. As long as the chapters have styles with the same names, you can synchronize styles
across the book. When you synchronize documents, styles and swatches from the style source replace the styles and
swatches in the book’s other documents.

Creating a new book
In the following steps, you create a new book and save it on your system.

1. Start InDesign. _— T

| & chs_yearbook = | =
2. Choose File > New > Book.
The New Book dialog box appears.
3. Type a name for the book, specify a location, and then
click Save.
The book file is saved with the filename extension .indb - = 0
s =l =] —

and the Book panel appears (Figure 1).
Figure 1 Book panel

© 2007 Adobe Systems Incorporated How to use books
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Adding documents to a book file

When you create a book file, it opens in the Book panel. The Book panel is the working area of a book file, where
you add, remove, or rearrange documents.

To add documents to a book file:

1.

Click the Add Documents button in the Book panel
(Figure 2).

The Add Documents dialog box appears.

Browse to the location of the InDesign document or
documents you want to add to the book. Select the
document(s).

Note: You can select multiple files by holding down
Control (Windows) or Option (Mac OS) while you
click.

Click Open.

The Add Documents dialog box closes, and the
document(s) appear in the Book panel.

You can change the order of the documents in the panel
by dragging them up or down in the list. In Figure 3, the
introduction document is being moved before the
club_section document.

To designate a document as the style source, click the
box next to the document’s name in the panel
(Figure 4).

To open a document, double-click the document’s name
in the Book panel.

2 How to use books

[ & ths_yearbook » |

g g 4 =
Add Documents button

Figure 2 Book panel

| & chs_yearbook x |

@ m club_zectian b 1-25
m introduction 26-31

m spioHs_section 32-EF

™ 3 3 @ =

Figure 3 Changing the document order in the
Book panel

-
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|
|
T ﬁ introduction 1-6
|
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i
: ﬁ Sports_section 32-E6

i o B o3 * o=

Indicates style source

Figure 4 Documents in the Book panel
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Synchronize book documents

When you synchronize documents in a book, the items you specify—styles, variables, master pages, numbering
lists, and swatches—are copied from the style source to the specified documents in the book, replacing any items
that have identical names.

If an item—such as a swatch—in the style source is not found in the documents being synchronized, InDesign adds
this item to the document. Any item that is not included in the style source is left as-is in the documents being
synchronized. (In other words, InDesign will not remove objects such as styles or swatches from synchronized
documents, but it will add such objects.)

For a video on synchronizing book documents, see www.adobe.com/go/vid0216.

To set synchronization options:

1.

Choose Synchronize Options in the Book panel menu
(Figure 5).

The Synchronize Options dialog box appears (Figure 6).
This dialog box lists options you can synchronize across
the book’s documents. After the synchronization process
runs, all documents will match the Style Source
document for the selected options.

For example, if you select Character Styles and
Paragraph Styles and set the introduction document as
the Style Source, all character and paragraph styles in
the other documents will match those in the introduction
document.

Select the items you want to synchronize.

Keep in mind that some styles depend on other styles.
For example, an object style could contain paragraph or
character styles, and a character style could be defined
by a swatch. Be sure to select all items that define other
items you have selected.

Click OK.

The Synchronize Options dialog box closes.

© 2007 Adobe Systems Incorporated
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Synchronization process

When you run Synchronize Book Documents, InDesign matches the characteristics of selected documents to the
characteristics of the style source document. To make these changes, InDesign needs to open the book’s documents.

If a document is currently closed, InDesign opens the document, synchronizes it, saves it, and closes it.

If a document is currently open, InDesign synchronizes it but does not save it.

To synchronize book documents:

1.

In the Book panel, click to select the documents you
want to synchronize with the style source document
(Figure 7).

If you do not select any documents, InDesign
synchronizes the entire book.

Note: When you want to synchronize the whole book,
you can make sure no documents are selected by
clicking the blank gray area below the booked
documents. You may need to scroll down or resize the
Book panel.

Click the Synchronize button at the bottom of the Book
panel.

A message appears saying that the synchronization was
completed successfully.

Note: You’re probably used to being able to undo most
commands in InDesign. The Synchronize command is
an exception for documents that are closed when you
start the synchronization. You cannot undo changes
InDesign makes to closed documents. Choosing Edit >
Undo will undo changes in documents that are open
when synchronization occurs.

How to use books
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Figure 7 Documents chosen for synchronization
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