






Sorting Pages
From within the Page menu 

on the right side of your 
screen you may add pages 
to your document and sort 

existing pages.

Jump to a page by double-
clicking the icon for that 

page.

Add a new page to the docu-
ment by grabbing the A-Mas-
ter page and inserting it into 
the document. A heavy black 

line will appear to indicate 
where it will end up in the 

document. Insert a page with 
no formatting by grabbing the 

“none” page from the top.

Similarly, pages can be 
sorted by dragging and drop-
ping them into a new position 

within the page spread 
outline.



Place Object
To insert an object (graphic) 

into your document
ctrl +D or 

File menu > place. Try using 
ctrl + D to speed up workfl ow.

To keep fi le size down, insert 
.jpg or .tif fi les into the docu-

ment - not .psd fi les.
Objects will be inserted at 

the maximum dimensions for 
300dpi print resolution - do 
not try to make the image 

larger or print quality will be 
diminished!

You may resize an image 
using the black arrow and 

selecting one of the handle 
points. 

By holding down the shift 
key when resizing, the as-
pect ratio of the image will 

be maintained. 
This is desirable. 



Fitting
Once an object has been 

resized, its relationship with 
its frame has been altered.

Object > Fitting allows you to 
adjust your image or frame to 

the desired relationship.

Fit Content to Frame 
resizes the image to fi t within 

a new frame size.
Ctrl + Alt + E

Fit Frame to Content
Ctrl + Alt + C

is often useful if image crop-
ping has occurred and you 

wish to view the original 
image for accurate resizing.

To adjust the aspect ratio of 
an image (similar to cropping 
but not permanent), drag the 
edges of the image. Ctrl + Alt 
+ C to restore the frame size

before resizing the image.



Color
Towards the bottom of the 

toolbar are two overlaid 
squares. These indicate the 
color of fi ll of an object and 

its outline. By clicking on the 
curved arrow, the appearance 
can be manipulated for each 

attribute individually. 

Below these two squares are 
two smaller overlaid squares. 

The square with a red line 
through it indicates no color for 

fi ll or outline.

On the right side of the screen, 
clicking on the Color menu will 

provide access to a wide 
spectrum of colors. Double-

clicking on either box will allow 
you to make color selections.

The Stroke menu allows 
adjustments to be made to the 

width of lines drawn in an 
InDesign document.



Other useful tools

4.

1. Circular arrow = rotate object
2. The eyedropper tool on the 
main tool palette allows any 
attribute (color, line thickness, 
font and type size) to be picked 
up and set as the default for new 
objects in a document.
3. Hand tool = pan
4. Often it is desirable to overlay 
one object on another, or text on 
top of an object. Use the Object 
menu > arrange > bring to front, 
send to back, etc tools to achieve 
this. 
5. Make note of the other tools 
available in the Transform menu.

Ctrl + 0 (View menu > fi t page in 
window) allows a view of the en-
tire page.

Ctrl  + G, Shift + Ctrl + G to group 
and ungroup objects.

Clicking on any tool with a small 
arrow allows access to many 
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Links
The links menu, located on the right 

side of your screen, is the best way to 
keep track of all images inserted into 

your document.

When working with InDesign, it is 
essential that you put all of your image 
fi les into a place where they will remain. 

The path of the fi le to the InDesign 
document must remain consistent for 

images to print properly. To repair a link 
(if a question mark appears as shown at 

left) double-click the fi le name.

If you plan to work on your portfolio from 
multiple computers, it is essential that 
you work from a single fl ash drive with 

a backup of all images and the Portfolio 
fi le on another computer or disk. 

Always keep backup fi les of your work!

Create a PDF of the fi le to print from - 
this will preserve your font selections 

and all of your links will be embedded. 




