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InDesign: Text, Styles, and Page Numbering

Introaduction...

This tutorial is a step-by-step guide to a few basic tasks in Adobe™ InDesign®
2022 (InDesign). The audience is novice users who are technical and professional
writing students at UNC Charlotte. The tutorial is written for Windows PC users
and does not include instructions for use of InDesign on a Mac device.

The tutorial provides instructions on how to:

1) set up, name, and save an InDesign document;

2) create textboxes and fill them with placeholder text;

3) create a heading style in a specific typographic style;

4) apply the new heading style to headings in the document;

5) create a paragraph style;

6) apply the paragraph style to the text in a textbox; and

7) use the parent page function to apply page numbers and a running header.

The tutorial is simplified and customized to get students in UNC Charlotte
courses quickly into using InDesign for their coursework. The students in these
courses may have a wide range of experience with Adobe InDesign from no
previous experience to advanced professional experience. These students are
preparing for professional positions as technical writers, graphic designers,
usability experts, and other related careers.

The tutorial is intended to be open next to a blank InDesign document and
followed step-by-step as the student works through the tasks. By the end of the
tutorial (which should take 25 minutes to complete), students will be able to
repeat the tasks independently and build their expertise with other tutorials that
focus on other basic InDesign tasks.
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Create an InDesign Dacument...

@ Download and install Adobe InDesign on your computer.
@ Double-click the . desktop icon on your computer desktop, or, select

o
Creative Cloud t(? from your list of applications on your Windows [ menu
and open the latest version of InDesign from the list. Wait while the applica-
tion loads.

<?> Double-click on “Letter.”

Welcome to InDesign, Anne

O ] =3 e

iPad Pro Web 1920 More Presets

@ A blank letter-sized document
will open.

IpY Y
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%

N

o
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e Ed Layout ype Object  Table View  Win

<5> Click on the “File” drop-down menu and ey, ,
select “Save As.” Open... Ctri+0

Browse in Bridge... Ctrl+Alt+0

Open Recent >

Close Ctrl+W

Save Ctrl+5S

Save As... Ctrl +5hift+5

Check In...

Save a Copy... Ctrl+Alt+5

Revert

Search Adobe Stock...

Place... Ctrl+D

Place from CC Libraries...

Impart XML...

Import PDF Comments...

Adobe PDF Presets ¥

Export... Ctrl+E

Share for Review...

Publish Online...
Publish Online Dashboard...

Document Presets »
Document Setup... Ctrl+Alt+P

Click on the folder where you wish to save your document. (“Desktop”).

@ save As

« v 4 B > Anne Moore » Desktop A o A Search Desktop

Organize - New folder

Date modified Type Size

~
& OneDrive - Pers Name

2 Anne Moore No items match your search
.cisco
B 3D Objects
w Contacts
w Creative Clou
B Desktop
< Documents
# Downloads
& Dropbox (Pers:
% Dropbox (UNC
o ENGL5181 S
@ Diagostic W
e ProjectOne v
File name; My InDesign Document 1
: InDesign 2021 document
Always Save Preview

Images with
Documents

o] o

» Hide Folders

@ Type a Name for the file in the “File name:” field. Click the “Save” button.
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Jeatbox with Fillen 9
Create a I ¥ Jeat...

@ Click on the white T on the vertical “Toolbar.”

EIDYYV

@ Click in the document and hold
down the mouse button while
you drag down and to the right
to create a textbox of any size.

T,
/

2,
s,
B,
Cl,

textbox

@ Right-click inside the textbox to bring up the fly out menu.
Left-click on Fill with Placeholder Text.

The textbox will be filled with Lorem Ipsum filler text.

Faste Ctrl+V
Font »
Size »
Find/Change... Ctrl+F
Spelling » Amusa eum que ea volo odipisc itesto
Text Frame Options Ctrl+B bearum ab intianda quis idiossi taturi

. cuptatem id elesti de por molut occus aciet
Anchored Object » ) . A

) laborer iostore nusc aut istori tet harum
Change Case ¥ aut estrume nihicillis ent, officae etum dit
Show Hidden Characters Ctrl+Alt+] et erro molorer ibusam ea verions equunt,

Insert Footnote

Insert Endnote

Insert Variable

Insert Special Character
Insert White Space
Insert Break Character
Fill with Placeholder Text

Tan Text

soluptas ipsam dit volecatiis etur, voluptaest
quidis eiume nonsectur re, voluptiis expe
molupta tionectemqui officias min perupta
tibusam is as aut enditium hil iunt lam as
dem con con planit dem dollaut aliquibus
et, odi adignatem solor auditias et faciaep
erchitemqui desed ea quiam, cuptatur?
Henimporum fugiasp elleseq uiatius.
Aborepuda imporporepta vellora Eritu[iﬂ|
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Creating a New HeadingStyle...

1. Create a new blank textbox at the e
top of the page (following steps 1 and 2 Ag. Mone]
under Create a Textbox above). In the A
new textbox, type in the word “Heading” o
and center it, using the center button TE
found in Properties panel under W seoie.
Paragraph. S

2. Make sure you have the Character | HEL

Styles panel selected in the
Properties panel. It is located next to the
Paragraph Styles panel.

Bullets and Numbering

Quick Actions

You will now change the font size of
the “Heading” text.

1. Highlight “Heading.” Next, look at the
Character section in the Properties
panel. The Character section is

the second section, underneath the ' T A e |l
Appearance section. ! . P

2. You will see an icon that looks like a
little T and a big T. This is the icon for

font size. Use the drop-down arrow to
change the font size to 36pt.
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Next, you will change the font
style.

Essentials «

Properties
¢

1. While the text is highlighted, click
the drop-down arrow of the first
Character search bar.This is the
font search bar. The default font

@ Text Insertion

Text Style

Paragraph Styles

. ° ° Ag [None]
style is Minion Pro. ¢
A.
2. After clicking on the drop-down sopearance
arrow, move down the scroll bar /K

until you find Bell MT. Select it. 4 e
Character
o (TR

Fonts  Fir

Fiters: Yv & (O

Agency FB (2)
Algerian

Arial (9)

Arial Rounded MT Bold
Bahnschrift (15)
Baskerville Old Face
Bauhaus 93

Bell MT (3)

Berlin Sans FB (2)
Berlin Sans FB Demi
BERNARD

Bernard MT Condensed
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Now that you have changed the font style, you will now change the
font to Bold/Italic.

1. Underneath the first search bar,
another search bar reads Regular.
Click on the down arrow and choose
Italic, Bold, or Bold Italic. In the
example below, Bold was selected
for the Bell MT font.

Properties
Characters

Text Style

Paragraph Styles

Ag [None]

A.

Appearance

Pd =

Character
Q~ Bell MT
Regular
v
Italic

Bold
i1l e | 1UU%0

Headin g‘

The text is in a new font style and in bold.
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The final step of this task will be to change the color. Remember to
keep the text highlighted.

1. Look at the Appearance section
(above the Character section),
which is where you can change
the font color. Notice two white
squares that have a red line
running diagonally through each
one. One will be titled Fill and one n Fill
will be titled Stroke. In order to Vd -
add color to the text, use the Fill A sioce
option. Click on the square next to
Fill.

Appearance

2. A smaller window appears that
shows a variety of colors to choose

from to apply to the text. For e e
this practice, select the red that /K
has the C=15 M=100 Y=100... U= 2 o € s
properties. This will change the Sy

Apply To:  Text

color of the text. L sl

Tint:

. eqular
P4 [None] ® u -
e L

[Registration] 2 B r ol el

|| [Paper]

[Black] B -
= A T
"

nglish: USA

[ X

Good work! You have now successfully changed the font size, style,
bold/italic, and color. Now that the changes have been made, you can
name your new typographic style.
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Naming New I fic S
anung New Jypoegriap tyle...

You now know how to change your font in various ways. The next
step will be to name this new typographic style. Make sure that your
“Heading” text is highlighted. You will also want to double check that
you are still in the Character Styles tab in the Properties menu on the
right. This is particularly important in naming your new style.

1. In the Character Styles panel, you will see an A. icon like this.Click on the
A. icon. A list of options will appear. Click on the first option named Character

Styles.

2. A new, smaller window will appear. Look down at the bottom panel of this

new window for a small icon that is a square with a plus sign. This is the
Create New Styles icon. Click on it.

Postraetilii condius peconequedii pubi furobses invero, me etre, norudemus vit gra maciem, caed re, publii
am poraris omnesis simodit, quas Ad defenat.

Mus vendiem sedo, que terei ius publius pertem, num alicon viriviv eriussul hactua L. Ivica re tam mis
nonequemus essullerfit is. Senteat urobus, Catu quos fic o essitraedies publi teroponsunum diessul tem,
publisquam dintescit int. Mor iae, vit factua vivemni ssupes et, quod consimus effrevid ine nonsulicae con-
tinu liquit pl. Iqui se curnimis, consulique ca; hores? Vide aucide noctum dem norum, norsupe rrarbi sed
hitrael leritil ciendel iissena, idesi popor quon dienatiam. Ad nos, nostroxing s =
menitere quideordius pat fex sere ac inte tam quam intis; nules bonsultus.
teside rribus; nos num, ut Catusa re condet, que intra nostus acertere, ne ifslel =TT S 80 EH
prae hostum. Nihilne fatussim egerobul vitatiem P. Habem inatquam ad p
videt vivid ponsultiem qui intiam me aucernum nontude tiliam ut re addud@yIETEy|
dam uroximusce dem publin pecerion publia det essente atil videora sed ag
nostiam oruntiu me iam Patemol issinverum iam quam is. Satuam.
Dbus la accie coneres igilint imussig natquas consta aucotiam merorum vis
cus, ut viris vis is hilis, nestrarit, que ciemori fuit; nostra re rehebatuus tur
Olum dum et pontremorbem diem ipses hil hiliqui pris.

Unculinaris. Am unum, sitalarimmod conficienit. Habis auceris ina Si et vi
des bon simmoluderis orum pricomnequa omni in virmilius audam te, C.
wvisquidem pericies? Morum hostrist grae nonst virtem, me non sente et avy
sed inclute publibuntus cre effreba tudeniciena, or ad inatquam im a nos cg
menam merit, noc, nosu sum tendum intient idefenatuit. Hus mentrum paj
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3. A new name will show up in the list, Character Style 1. Double-click
Character Style 1 and a new window will open.

4. Replace the name Character Style 1 with a new name for the typographic

style.

[Charaner Style Options

General Style Name: [Character Style 1 ‘

Basic Character Formats Location:

Advanced Character Formats General

Character Color

sased on: [T

Shortcut:

OpenType
Underline Options
Strikethrough Options

it T Style Settings: i Reset To Base |

[None] + Bell MT + size: 36 pt + color: C=15 M=100 Y=100 K=0

WARNING: Before you rename, check that the properties you
applied to the new font type have remained the same. Otherwise, all
of your hard work won’t be saved!

5. In order to check this, look at the left panel and find the names Basic
Character Formats and Character Color. Click on each option on the
menu, starting with Basic Character Formats. Verify the selections for
size, font style, and bold/italic.
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6. If everything is correct, click OK. Then, rename the font type in the
Style Name bar. In the example, the new style is named with the default

Character Styles 1.

7. Once you rename the new typographic style, click OK to save and then close
the Character Styles panel. Notice that the new font type is visible in the
Properties panel under the Character Styles panel.

dolupt con nesequi denis doles et Lament; osst sed modior solorem et wsin-
s doluptineitunt res audi debis e rec I
it i luptt tate

inepo fpdendar vel moluplatur aut

in porepracped quam rem. Alibea comai cuptam, comniet aut am quasinis que vel eni dolorecerro ent.

uibusandit alitature, ut pore eictatu sdaecumquia pos volestia nis molorectori dolore laut quate se mol-
¢ reriaspe poribea arum rem fique volore endam eium sinvellaborro eata num

i fugitatem et aut uta santi perum, occul-
arum ra poriasp ellique vent, que est liquam, sunt fugiate pa sed que siti tet ad militiunt lab in rat do-
luptasped endam, excea voluptatur aditium illis dolam fum lt, Il lab

Properties

Appearance

ﬁ Fill
W s Clopt |~

Character

Qv gell MT

Bold

English: USA OpenType

IT Tr

Paragraph

Bullets and Numbering

Quick Actions

Congratulations! You have now learned how to make a new
typographic style and name it! Now you can move on to the next
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a Sarvagraph Style

1. Select and highlight the text. Open the Paragraph Styles panel on the right

side and select New Paragraph Style.

File Edit Layout Type

Object Table View Window Help

oup 1Project 1 Rebekah Edits.indd @ 94%X

1 0

1

Next, you will change the font st_vleT

1. While the text 1s mghhghted, you
will click the drop-down arrow of the
Character search bar. The current font
style 1s Minion Pro.

2. After clicking the drop-down arrow,
you will use te scroll bar to find the
font Bell MT. Select this font.

Maseite
M GO
Marer
Mk T Scipe Captas
Mesite std

Ficrasalt Himolay

Phcrasalt biew Tai Lue (2)

Miciosaf PhagsPa (2)

2. The Paragraph Style window will appear with a default name
highlighted. Enter a new name. Click on OK at the bottom-right of the
window.

Micrsaft Sans Serf
Permeafe Tai L (2)
Phermsafe ¥i Bt

Mrica o (10}

apence
%
u

Celected Text

Heading
054
BSeading
R
ockmy
Heading
Heading
Heading
Heading
Heading

Heading

» b ™. [Basic (working) 10 erors

!V Q . l. [ [}

A Fle Edit Layout Type

“Group 1 Project 1 Rabekah Editsindd @ 94%X

Next, you will change the font
style

1. While the text is highlighted, you
will click the drop-down arrow of

the Character search bar. The cur-
vent font style is Minion Pro.

2. After clicking the drop-down
arrow, you will use te scroll bar to
find the font Bell MT. Select this
font

icading

10 emrs

BEoEmp

@ mE =

Georgia (4)

Bell NT (3)

Microsoft New Tai Lue (2)
Mesqute Std

Segoe UL Emoji

Acumin Vaniable Concept (91)
Papyrus

Agerian

Magneto

EmojOne

Noto Color Emoji SVG

Segoe UL Emoji

Acumin Variable Concept (91)

Arial (9)

Arial Rounded MT Bold

Bahnschrift (15)
Baskerville Old Face
Bauhaus 93

Bell MT (3)

Berlin Sans FB (2)
Berlin Sans FB Demi
BERNARD

Bernard MT Condensed

Birch Std

Properties
Ag [None]

A

Aopesrance

T
W s

Characer

Heading 0
Heading = %0
Heading 0
am [¢
Heading 0
Heading G
Heading 0
HEADING 0
SHHeading (¢

OO G
SR ) G
Heading 0
Heading

Properties

Paragrap

Ag [iwne]
A

Appearance

/I

Character

Qv

Next, you will change the for
Next, you will change
Next, you will change the font
Next, you will change the 1
Next. you will change t
Next, you will change
Next, you will change the
Next, you will change t!
edeat, goc 10l chnge the fot
Next, you will change the it
Next, you will ciange the font
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Upplying a Jaragraph Style

1.Apply the style to any paragraph. Highlight the text and then click on the name
of the style you saved in the Paragraph Styles panel.

4 File Edit layout Type Object Table View Window Help

*How did | get here draft 1.indd @ 65% %
12 18 2 2

Properties

Hea d1ing

Paragraph st

‘Temporenetlabo T p tafius idenis abo. Neque inctur spernatur? Ag [None]
Ebit eicit cossum ipsumquatus.
Seque eatiatectur sundunte et dolorat ibeatis iminvendant qui quae quam quae conse es dolupidem inis
vero molupit, volupta temporp orrovid qui omnis cone nam, et quidebit autem nim none corum rem. Post, A
s doles atem ratem. Cum, quac. Rupides alibusanius d mos dol Lab,
ume pa proresed et doluptiusdae la quia con rehenes voluptamet pra cusandam sedis minulpa nonsequam,
voluptatur?
Damuscipid ulparei psandusciet aliberion corempernat qui blabo. Nam cullique venduci psumqui de veli- L7
juan eium quiasi quis et peri doluptate nonsequi dis alignis etur? Quis eaquia con cum ut liqui dioratatur /I
" N

d qui i, torehendis quam sent e ]

Appearance

Agency FB (2)

Algerian SAMPLE
Arial (9) Sample
Arial Rounded MT Bold Sample
Bahnschrift (15) Sample
Baskerville Old Face Sample
Bauhaus 93 Sample
Bell MT (3) Sample

Berlin Sans FB (2) Sample

Berlin Sans FB Demi

BERNARD

Bernard MT Condensed
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‘@wate a Sarent Sage...

A Parent (or Master) Page is a nonprinting page that serves as
a template that can be applied to some or all of the pages in your
document. Parent pages contain text and graphic elements like page
numbers, headers, footers, etc. that you want on all or most pages.
You can have as many parent pages as you want in a document and
apply them to individual or groups of pages.

<]> On the upper right side of
the InDesign document
screen, click on the Pages panel. e

If the Pages panel is not showing, [} — 2 % Properties

click on the Window drop-down dli Pages

menu and click on Pages. izl % CC Libraries

Essantials «

: Double-click on A-Parent in the
Pages panel to display the Parent
Page.

Udd Uutematic Page Numbens...

<]> With the A-Parent still highlighted, create a textbox large enough to hold
the longest page number and any text you want to appear with it. Position
the textbox where you want the page number to appear, normally in the

lower-right margin of the document. \
|

@ In the page number textbox, add any text that will come before or after the
page number (such as “Page ”) and format it using the Paragraph Style
set up previously.

@ Position the insertion point the page number should appear, and from the
Type drop-down menu select Insert Special Character > Markers >
Current Page Number. See image below.
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Font
Size
Character

Paragraph

Tabs

Glyphs

Story

Character Styles

Paragraph Styles

Create Outlines

Find/Replace Font...

Change Case

Type on a Path

MNotes

Track Changes

Insert Footnote

Document Footnote Options...
Insert Endnote

Document Endnote Options...
Convert Footnotes and Endnotes...
Hyperlinks & Cross-References
Text Variables

Bulleted & Numbered Lists

Insert Special Character

Insert White Space

Insert Break Character

Fill with Placeholder Text

Show Hidden Characters

InDesign: Text, Styles, and Page Numbering

Ctr+T
Ctrl+Alt+T InDesign Tips and Tricks
Ctrl+Shift+T
Alt+Shift+F11
Shift+F11
F11
Ctrl+Shift+0
"4
>
v
>
¥
>
& Symbols >
X Markers > Current Page Number Ctrl+Alt+Shift+N
# Hyphens and Dashes > Next Page Number
Quotation Marks > Previous Page Number
Ctrl+Alt+| Other > Section Marker

Footnote Number

Character

Language:  English: USA

Page 1
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Udd a Running FHead...

@ With the A-Parent still highlighted, create a textbox large enough to hold
all the text of the running head in the desired location, usually above the
frame of the document in the margin and aligned right.

C Type the text to appear at the top of every page. Format it using the
Paragraph Style set up previously.

Upply the Farent te your Sages...

<1> Right-click on a page to which
you want to apply the Parent

Essantials

Page in the Pages panel.
=5 Properties
[Mone]
ik Pages
Select Apply Parent to R O cc Libraries

Pages. Apply the Parent Page
to any or all pages.

Insert Pages...
Move Pages...
Duplicate Spread
Print Spread...

Apply Parent to Pages...
Override All Parent Page Items Ctrl+Alt+Shift+L

Create Alternate Layout..
Mumbering & Section Options...

<

Allow Document Pages to Shuffle
~ Allow Selected Spread to Shuffle

Page Attributes >

View Pages >
Fanel Options...

Congratulations! You have now learned how to add page numbers,
a running head, and a parent to your InDesign document!
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In this tutorial for novice technical writing students, you learned how to perform
the following tasks in Adobe™ InDesign® 2022 on a Windows PC or laptop
device:

1) set up, name, and save an InDesign document;

2) create textboxes and fill them with placeholder text;

3) create a heading style in a specific typographic style;

4) apply the new heading style to headings in the document;

5) create a paragraph style;

6) apply the paragraph style to the text in a textbox; and

7) use the parent page function to apply page numbers and a running header.

If you need additional information on how to use InDesign, visit the Adobe
InDesign User Guide, which is continuously updated. If you cannot figure out
how to perform a specific task, search on Google or another search engine to find
a variety of videos.

You have successfully completed this tutorial!
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