INDESIGN — GRAPHIC DESIGN COURSE
Softucator Computer Education

ADOBE INDESIGN

Complete Graphic Design Course Notes

Page Layout ¢« Typography ¢ Multi-Page Publishing ¢ Interactive Documents « Print Prepress

INDESIGN WORKSPACE — ILLUSTRATIVE

PAGES / LAYERS / LINKS

Pages

Layers

Swatches
Paragraph Styles

A complete classroom-oriented guide covering the supplied 10-module InDesign syllabus, with illustrated page architecture, grid,
typography, data merge, long-document, interactive and prepress workflows.

1 Introduction to InDesign & Workspace Setup

2 Page Setup, Grid Systems & Page Management

3 Frames, Shapes & Graphic Imports

4 Professional Typography & Text Layout

5 Paragraph, Character & Nested Styles

6 Color Management, Swatches & Effects

7 Tables & Data-Driven Automation

8 Text Wrapping, Anchored Objects & Long-Doc Tools
9 Interactive Digital Publications

10 Prepress, Commercial Printing & Exporting

Version note: InDesign menus and features can vary by Creative Cloud release. The principles in this guide are designed to remain
useful across current workflows.
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MODULE 1 — Introduction to InDesign & Workspace Setup
1.1 Role of InDesign

Adobe InDesign is primarily a page-layout and publishing application. It is designed for documents such as brochures,
magazines, books, catalogs, reports, business cards and multi-page digital publications.

Application Primary Strength Typical Use

Photoshop Raster image editing Photo retouching, compositing, pixel artwork
lllustrator Vector graphics Logos, icons, scalable illustrations
InDesign Page layout / publishing Multi-page layouts, typography, print production

1.2 Workspace Navigation

INDESIGN WORKSPACE — ILLUSTRATIVE

PAGES / LAYERS / LINKS

Pages

Layers

Swatches
Paragraph Styles

* Menu Bar — commands organized by function.

 Control panel — context-sensitive options for selected objects/text.
* Tools panel — selection, frame, drawing, type and navigation tools.
 Pages panel — page/spread management and Parent Pages.

* Layers panel — structure content by layer.

» Swatches — manage process, spot and gradient colors.

» Paragraph Styles — global text formatting and hierarchy.

1.3 Document Architecture

Page Size Final document dimensions

Facing Pages Creates left/right page spreads
Margins Defines the safe content area
Columns Creates text/layout columns

Gutter Space between columns

Bleed Artwork extending beyond trim

Slug Extra non-trim production information
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1.4 Parent Pages
( N\
PAGE ARCHITECTURE — PARENT PAGE + DOCUMENT PAGES

el I I I

Header

Page number marker >

Footer / background

Page 1 Page 2 Page 3

Apply Parent Page — repeated elements

. J/

Parent Pages are reusable page templates. They can contain repeating headers, footers, page-number markers, background
graphics, guides and other recurring elements. A document page can inherit these items while still allowing page-specific
content.

1.5 Basic Setup Practice
* Create an A4 facing-page document with 3 mm bleed when required by the print specification.
» Set margins and a two-column grid.
» Create a Parent Page with header, footer and automatic page number marker.

* Apply it to at least six pages.
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MODULE 2 — Page Setup, Grid Systems & Page Management
2.1 Grid Systems

s N
GRID SYSTEM — MARGINS, COLUMNS & BASELINE

Modular / baseline grid 3-column grid + gutter

| A ————————————

Column Grid Organizes text and images into vertical columns
Baseline Grid Aligns lines of text across columns/pages

Modular Grid Combines rows and columns into repeatable modules
Dynamic Guides Temporary visual alignment aids for objects

2.2 Page Operations
* Insert new pages or spreads from the Pages panel.
 Move pages to change sequence.
* Duplicate pages for repeated structures.
* Delete unused pages carefully.

» Use page labels/sections when documents require different numbering schemes.

2.3 Multi-Page Spreads

Brochures, gatefolds and covers can require three-page or custom spreads. Plan fold positions, panel widths, bleed and safe
areas before designing.

2.4 Layers Panel

Background Paper color, full-page graphics
Images Placed photos and illustrations
Text Headlines, body copy, captions
Die-lines Non-printing cut/fold guides when supplied by printer

2.5 Alignment Workflow
» Set margins and columns first.
* Establish a grid before placing large quantities of content.
 Use Align and Distribute for repeated objects.
* Keep gutters consistent.

» Check the layout at actual print size, not only zoomed in.

Practical: Design a 6-page mini brochure using facing pages, a 3-column grid, Parent Pages, separate layers and a 3-page gatefold
variation.
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MODULE 3 — Frames, Shapes & Graphic Imports
3.1 Frame Types

Graphics Frame Container for placed graphics

Text Frame Container for text

Unassigned Shape Shape without a dedicated content type

Shape with Content Can be converted/used as a graphic or text container

3.2 Placing Graphics
» Use Place to import images and artwork.
 AI/EPS can be used for vector artwork where supported.
* PSD, PNG, JPEG and TIFF are common raster formats.

* Keep linked source files organized so the Links panel can find them.

3.3 Links Panel
» Update a modified linked file.
* Relink when the source has moved.
» Check missing links before packaging/export.

» Understand the difference between linked content and embedded content.

3.4 Frame Fitting Options

Fill Frame Proportionally Fills the frame; some content may be cropped

Fit Content Proportionally Shows the complete content; may leave empty space

Fit Frame to Content Resizes frame around content

Content-Aware Fit Attempts to position/fill based on detected subject/content

3.5 Object Styles

Object Styles store repeatable object attributes such as stroke, fill, transparency, paragraph style linkage and fitting-related
properties. They are useful for catalogs, cards, repeated image frames and standardized layouts.

3.6 Import Best Practices
» Use high-quality originals appropriate for final output.
 Avoid unnecessary resampling before placing unless required.
* Name and organize source assets.

* Keep the Links panel clean and resolve missing/modified links before delivery.
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MODULE 4 — Professional Typography & Text Layout

4.1 Text Frames and Threading

Text frames contain text. Threading connects frames so text automatically flows from one frame to the next. Primary text frames
help establish a consistent long-document text structure.

-
TYPOGRAPHY — HIERARCHY & SPACING

Title
HEADING VA,
Body text follows a consistent leading and width.

Subhead
Leading Tracking Kerning Body

Paragraph Styles = reusable hierarchy
\ J

4.2 Text Overflow

Overset text occurs when a text frame cannot display all its content. Always check for the overset indicator before final export.
Fix it by resizing frames, adjusting layout, editing copy or adding/linking another text frame.

4.3 Character Formatting

Font / Weight Typeface and visual emphasis

Kerning Adjusts spacing between specific letter pairs
Tracking Changes spacing across a range of characters
Leading Vertical line spacing

Baseline Shift Moves characters above/below baseline
OpenType Features Accesses supported alternate glyphs/features

4.4 Paragraph Formatting
* Alignment and justification.
* Space before and after paragraphs.
* First-line and left/right indents.
» Hyphenation controls.
« Justification settings.
» Drop caps.
 Paragraph rules/borders.
4.5 Tabs and Lists
* Set tab stops for aligned labels and values.
* Use bulleted/numbered lists rather than manual symbols when content is structured.

* Use special characters for controlled spaces and markers.

4.6 Footnotes & Special Characters

InDesign can insert footnotes and special characters such as em spaces, nonbreaking spaces, page-number markers and
section markers. These features reduce manual maintenance in long documents.
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Practical: Create a two-page article with threaded text frames, a drop cap, justified body text, a pull quote, a bulleted list, tabs and a
footnote.
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MODULE 5 — Paragraph, Character & Nested Styles
5.1 Paragraph Styles

Paragraph Styles are reusable formatting definitions for whole paragraphs. They create consistency and allow global changes to
headings, body text, captions and other content types.

5.2 Character Styles

Character Styles apply formatting to selected characters without replacing the paragraph's overall style. Use them for emphasis,
special words, links, labels and inline highlights.

Paragraph Style Whole paragraph Heading 1, Body Text, Caption

Character Style Selected characters Bold emphasis, URL, highlighted term

5.3 Nested Styles

Nested Styles can automatically apply Character Styles to parts of a paragraph based on rules such as a number of words,
characters or until a specified delimiter. They are useful for catalogs, listings and structured copy.

5.4 GREP Styles

GREP Styles apply a Character Style to text matching a regular-expression pattern. Examples include automatically formatting
email addresses, phone numbers, prices or reference codes. Always test patterns carefully.

5.5 Next Styles

Next Style allows a paragraph style to specify what style should be applied to the next paragraph. This can speed up formatting
of repeated structures such as heading - subheading — body.

e Define Paragraph Styles

e Define Character Styles

e Add Nested/GREP rules when needed

e Set Next Style relationships

e Format content consistently across the document

Practical: Build styles for Title, Heading 1, Heading 2, Body, Caption and Emphasis. Add a Next Style chain and a GREP Style for
email addresses.
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MODULE 6 — Color Management, Swatches & Effects
6.1 Color Models

s N
COLOR + PREPRESS — PROCESS vs SPOT

Y K SPOT RICH BLACK

Process color Spot ink / special color Use printer specification for recip@% K text

CMYK Four-process-color print workflows

RGB Screen/digital artwork and placed RGB assets where workflow permits
Spot Color Special ink separated independently from process colors

Process Color Built from the selected printing process colors

6.2 Swatches Panel
« Create and name swatches consistently.
* Use tints when lighter versions are required.
« Create gradient swatches for repeatable gradients.
» Remove unused swatches when appropriate.

* Replace a swatch to update all objects using it.

6.3 K-Only vs Rich Black

For small black text, 100% K is commonly used to reduce registration risk. Large dark backgrounds may use a richer black build,
but the exact CMYK recipe should follow the printer's specification and total-ink limits.

6.4 Transparency & Effects
» Opacity controls object transparency.
» Drop Shadow can create separation/depth.
* Feathering softens edges.
* Blending modes control interaction with underlying artwork.

* Use effects consistently and check their appearance in the final output.

6.5 Color Management Practice
 Confirm the intended output before choosing color settings.
* Use printer profiles when supplied.
* Avoid casually converting colors without understanding the output workflow.

* Proof important print work and inspect separations where appropriate.

Practical: Create a small brand swatch library with process colors, one spot color and a gradient. Build a sample flyer using K-only
text and a printer-approved rich black background.
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MODULE 7 — Tables & Data-Driven Automation

7.1 Table Construction

Tables organize structured information such as price lists, schedules, specifications, financial data and catalogs. Tables can be
created in InDesign or generated by converting properly structured text.

7.2 Table Formatting

Header/Footer Rows Repeat headings across pages
Row/Column Size Control table geometry

Cell Padding Creates readable internal spacing
Stroke/Fill Controls borders and backgrounds
Merge/Split Cells Builds complex table structures

7.3 Table & Cell Styles

Table Styles store table-level formatting while Cell Styles control cell-specific formatting. Together they make large catalogs and
reports easier to maintain.

7.4 Convert Text to Table
* Prepare source text with consistent separators.
* Select the text and use the table conversion workflow.
» Check columns and rows after conversion.

* Apply Table and Cell Styles rather than manually formatting every cell.

7.5 Data Merge / Mail Merge
( N\
DATA MERGE — CSV - PERSONALIZED DOCUMENTS

Csv InDesign Output

Name | ID | Course Template + placeholders Certificates / Cards / Labels

. J/

Data Merge combines a template with a CSV/data source to generate personalized layouts. Common uses include certificates,
ID cards, badges, labels, invitations, business cards and simple catalogs.

* Prepare clean column headers in the data file.

* Place merge fields into the InDesign template.

* Preview records before generating.

» Check overflow and image paths for image fields.

» Generate the merged document and proof the output.

Practical: Create 20 personalized certificates from a CSV containing Name, Course, Date and Certificate ID. Add a logo and
automatic serial number field.
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MODULE 8 — Text Wrapping, Anchored Objects & Long-Doc Tools
8.1 Text Wrap

Text Wrap controls how text flows around images, shapes and other objects. Options include rectangular wrap, object-shape
wrap and alpha/channel-based wrapping where supported by the placed graphic.

8.2 Anchored Objects
« Inline objects behave like characters within a text flow.
» Custom anchored objects can stay attached to a particular text position.
» Useful for icons, callouts, diagrams and illustrations in long documents.

» Anchoring reduces the risk of artwork becoming detached when text reflows.

8.3 Table of Contents

A TOC can be generated from Paragraph Styles. The key is to consistently apply heading styles throughout the document, then
configure the TOC to include those styles and appropriate page-number formatting.

8.4 Indexing

Index markers identify terms and topics. InDesign can generate an alphabetical index from marked entries. Review synonyms,
capitalization and page references before final publication.

8.5 Book Panel

( N\
LONG DOCUMENT ARCHITECTURE
Body TOC Index Book
Paragraph Styles Style-driven Markers Multiple INDD files
. J

A Book project (.indb) can combine multiple InDesign documents into one coordinated publication. It can synchronize styles,
manage page numbering and support long publications split into chapters.

8.6 Long-Document Workflow
* Use consistent Parent Pages and Paragraph Styles.
» Keep chapters modular when appropriate.
» Synchronize shared styles through the Book workflow.
» Generate TOC and index after major content changes.

» Update cross-references and page numbers before final export.

Practical: Build a 20-page mini handbook with a Parent Page, threaded body text, text-wrapped images, a TOC and a basic index.
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MODULE 9 — Interactive Digital Publications

9.1 Interactive Features

-
INTERACTIVE DOCUMENT FLOW

Buttons Hyperlinks Bookmarks Forms Media

Buttons Navigation, show/hide or interactive actions where supported
Forms Interactive fields in supported PDF workflows
Hyperlinks Web, email or document navigation
Cross-References Links between related document content
Bookmarks Navigation structure in digital documents
Page Transitions Visual transition between pages in supported outputs
9.2 Rich Media

Interactive publishing workflows can include audio, video and animation. Compatibility depends on the target format and
reader/application. Always test the exported file in the intended viewing environment.

9.3 Interactive PDF
 Add hyperlinks and navigation.
* Create bookmarks from appropriate headings.
* Configure interactive elements.
 Export using an interactive PDF workflow.

* Test links, buttons, forms and media after export.

9.4 EPUB
Reflowable EPUB Content adapts to screen size and reader settings; suited to text-heavy publications
Fixed Layout EPUB Maintains a designed page composition; useful for visually controlled layouts

9.5 Publish Online

Publish Online can present InDesign documents through a web-based viewing experience when supported by the
account/version. Test responsive behavior and interactive elements before sharing.

Practical: Create a 6-page interactive portfolio with a cover, navigation buttons, hyperlinks, bookmarks and a contact section.
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MODULE 10 — Prepress, Commercial Printing & Exporting
10.1 Preflight

s N
PREPRESS CHECK — BEFORE PDF EXPORT

. Missing fonts . Low-resolution graphics
@ Uniinked images @ color/ bleed issues

. Overset text

Fix issues - Package - Export PDF/X - Inspect final PDF

. J/

Preflight checks a document for conditions that can cause output problems. Configure the profile for the intended job rather than
relying only on generic defaults.

Common Issue Check

Missing fonts Confirm fonts are available/licensed and packaged as permitted
Unlinked images Resolve missing links

Overset text Ensure no important text is hidden

Low-resolution graphics Check effective resolution at final size

Color problems Review RGB/CMYK/spot usage as required

Bleed Confirm artwork extends into the required bleed

10.2 Packaging Projects

Package collects the InDesign document and its linked graphics and, where permitted, fonts into a structured folder for handoff.
Always review licensing restrictions and printer/client requirements before sharing fonts.

10.3 Print-Ready PDF

PDF Workflow Key Point

PDF/X-1a Traditional controlled print workflow; generally flattens transparency
PDF/X-4 Modern print workflow that can preserve live transparency and supports color-managed output
Crop Marks Show intended trim reference when required
Bleed Include required bleed area
Registration Marks Production marks used when requested by the printer
Color Separations Check process/spot plates when needed
10.4 IDML

IDML (InDesign Markup Language) can be used for backward-compatibility workflows where an older InDesign version needs to
open the document. It is not a replacement for keeping the native INDD master.

10.5 Asset Export
 Export pages or selected objects as JPEG/PNG where appropriate.
» Use EPS only when required by a specific legacy/workflow requirement.
» Choose resolution and dimensions according to the destination.

* Inspect exported assets for clipping, transparency and color changes.
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10.6 Final Prepress Checklist
« Correct page size and orientation.
* Correct bleed and margins.
* No overset text.
» No missing or modified links unless intentional.
» Fonts resolved/packaged as permitted.
» Correct color mode/spot colors.
» Images have sufficient effective resolution.
» Correct PDF preset and marks.

* Proof final PDF before sending to printer.

Practical: Prepare a 12-page brochure for commercial printing. Run Preflight, package the project, export a PDF/X preset with
required bleed, inspect the PDF, and create an IDML compatibility copy.
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REAL-WORLD GRAPHIC DESIGN PROJECTS

Tri-Fold Brochure Grids, Parent Pages, text threading, images, prepress
Magazine / Newsletter Styles, multi-page spreads, TOC, columns

Product Catalog Object Styles, tables, Data Merge, links

Business Card Set Grid, typography, color, bleed

Certificate Batch Data Merge, typography, master layout

Company Profile Long documents, TOC, book structure

Interactive Portfolio Hyperlinks, bookmarks, buttons, digital export
Print-Ready Flyer Color, bleed, preflight, PDF/X

PROFESSIONAL WORKFLOW

s A
PAGE ARCHITECTURE — PARENT PAGE + DOCUMENT PAGES

PARENT PACIE I S S

Header

Page number marker >

Footer / background

Page 1 Page 2 Page 3

Apply Parent Page — repeated elements

. J/

VIVA [ EXAMINATION QUESTIONS

1. What is the main role of Adobe InDesign?

2. How does InDesign differ from Photoshop and lllustrator?
3. What are Parent Pages used for?

4. What is the difference between a page and a spread?

5. What is bleed? Why is it used?

6. What is a slug?

7. What is a baseline grid?

8. What is the purpose of the Links panel?

9. What is the difference between Fill Frame Proportionally and Fit Content Proportionally?
10. What is an Object Style?

11. What is text threading?

12. What is overset text and how do you fix it?

13. Define kerning, tracking and leading.

14. What are Paragraph Styles and Character Styles?

15. What are Nested Styles and GREP Styles?

16. What is a Next Style?
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17. What is the difference between process and spot color?
18. What is K-only black and when is it commonly used?
19. What is rich black?

20. What is a Table Style?

21. What is Data Merge and where is it useful?

22. What is text wrap?

23. What are anchored objects?

24. How is a TOC generated in InDesign?

25. What is the Book panel used for?

26. What is the difference between reflowable and fixed-layout EPUB?
27. What does Preflight check?

28. What does Package collect?

29. What are PDF/X-1a and PDF/X-47?

30. Why should the final exported PDF be proofed before commercial printing?

FINAL REVISION SHEET

Foundation: InDesign = page layout and publishing - define page size, margins, columns, bleed and facing pages.
Architecture: Parent Pages — Pages panel - Layers - grids —» multi-page spreads.

Graphics: Frames - Place - Links - fitting — Object Styles.

Typography: Text frames - threading — Character/Paragraph formatting - Styles — Nested/GREP/Next Styles.
Color: CMYK/RGB/Spot - Swatches — K-only/Rich Black - transparency/effects.

Data: Tables — Table/Cell Styles - Data Merge.

Long Documents: Text Wrap - Anchored Objects -~ TOC - Index - Book panel.

Digital: Hyperlinks — Buttons - Bookmarks — Forms/Media - Interactive PDF/EPUB/Publish Online.

Prepress: Preflight — Package — PDF/X — Bleed/Marks — Proof — Deliver.

Softucator Computer Education
InDesign — Complete Graphic Design Course Notes
Learn « Practice * Create
Website: info.softucator.com
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