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InDesign is the layout software we will use to put together our graphics

and create our story board. It is a part of the Adobe Creative Suite and so it
is compatible with Photoshop and Illustrator. The software has the ability

to produce high quality yet small size PDFs to be used either as interactive
online materials or as ready to print files. This handbook is an introduction to
the software.
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Adobe InDesign (Id) is a vector based desktop publishing software application. It is used by
graphic and web designers to create works such as posters, flyers, brochures, magazines,
newspapers and books. Adobe InDesign can create digital artwork for all kinds of media: print,

web, interactive and mobile.

Adobe InDesign unlike other software packages within the Adobe Creative Suite is not limited
to one specific graphical input. Users can import and place Raster (bitmap) Graphics as well as
Vector Graphics. Nevertheless, it is worth remembering that Raster (bitmap) Graphics unlike
Vector Graphics cannot be rescaled without affecting the quality of the images. Rescaling raster

graphics will cause them to become pixelated.

For an excellent introduction to the software please see the video tutorials:

https://www.youtube.com/watch?v=iHDy_nEvgd4&list=PLYfCBK8IplO7YoUHtYKxavLH

0-31C-Vky

Adobe InDesign Interface

Zoom Workspace appearance

| Control Panel
\ (tools properties

Panel Group / .

Error checking
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Introduction to InDesign Tools

InDesign features a variety of tools enabling you to create, edit and manipulate your

page/s including: selection tools, drawing and type tools, transformation tools as well as

modification and navigation tools.

Toolbox overview
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For further  information  on of  these tools please  see

https://helpx.adobe.com/indesign/using/toolbox.html.
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DOCUMENT SET-UP

Setting up a New Document: Introduction

e Launch InDesign, when it opens click File>New (Ctrl+N) or click on Create a New File. You
will be presented with the New Document window below. Just as in Adobe Ai, go to Print,
view all presets, select custom size and create a new Al custom size (841*594). Make the

orientation landscape. Create six columns.

New Document «

@ G Saved Print Mobile

YOUR RECENT ITEMS (12 RESET DETAIL

Untitled-6

2 841mm Millimeters

J 594mm

Z 4233mm

New Document window

This window will enable you to set up the pages on which you will create your portfolio.

A description of the components contained within this window are outlined below:
Document Preset

This is where your stored presets are kept.

Intent

You can select whether you are creating a document for Print, Web or Digital Publishing

(Stick with Print for now).
Facing Pages

Ticking this option allows you to work on two pages at once side by side. Keep this



ticked for now.
Primary Text Frame

Checking this option automatically draws you a text box on the Master Page. The Master
Page is a special page which when altered effects every other page in the document.

Keep unchecked for your purposes.
Columns

Columns are the purple guides placed on your page to assist you in laying out your

document.
Gutter
The Gutter is the amount of space between each column.
Margins
Margins are guides placed around the edges on the inside of your document.
Bleed

The Bleed area allows you to print objects that are arranged at the outer edge of the

defined page size*.

Slug

The Slug area is discarded when the document is trimmed to its final page size*.
*Objects outside the Bleed or Slug area (whichever extends farther) do not print.
Make All Settings the Same (Chain Link Logo)

This icon when selected allows you to change all margins/bleeds etc. simultaneously.

Deselecting it allow you to edit each margin/bleed individually.

If you are confused about any of these please do not worry as they are not tremendously
important. Should you want any further information on any of the options within the

New Document window please see: http.//helpx.adobe.com/indesign/using/create-new-

documents.html#new document options



http://helpx.adobe.com/indesign/using/create-new-documents.html#new_document_options
http://helpx.adobe.com/indesign/using/create-new-documents.html#new_document_options

Setting up a New Document: Selections

e After hitting Create you will now be presented with a document similar to below:

( ¢ty Publish Ontine ) Essentials Classic
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e You have now created an Al landscape document with six guiding modules to ease
the layout process —simple as that. Please feel free to play around with the New
Document settings so as to understand their editability (adding pages, columns and

amending margins sizes etc.).

e Should you wish to change or amend your document at any point following your

selection, you can do so by clicking Layout>Margins and Columns.

e ORyou can click File>sDocument Set Up (Alt+Ctrl+P)

Guides and Pasteboard

e Your screen will appear with Guidelines. These lines represent the different components of
your page structure i.e. Margins, Columns and Smart Guides. Hit W to hide/show them. To
edit them Click>Edit>Preferences>Guides and Pasteboard, you will the following window.



Preferences

General

Interface

UI Scaling

Type

Advanced Type
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Grids

Guides & Pasteboard
Dictionary
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Autocorrect
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Track Changes

Story Editor Display
Display Performance
Appearance of Black
File Handling
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Publish Online

e This Window provides you with a clear description as to what each colour represents.
The Colour of these Guidelines can be changed by clicking the corresponding drop

down arrow.

Guides & Pasteboard

Colour

Margins:
Columns:
Bleed:
Slug:

Preview Background:
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Guide Options
Snap to Zone: 4

Smart Guide Options
Align to Object Centre
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[ Light Grey
[ Grid Green
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Smart Dimensions

Smart Spacing
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e You can also Edit the Smart Guide Options in this Window.

Using Guides and Grids

e Guides are an essential tool in InDesign. Using guides can help speed up the design

process whilst also ensuring accuracy.

e There exist a variety of different guide types to choose from, click View>Grids and

Guides.
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e Turn Smart Guides and Snap to Guides on, these will assist with layout, allowing you
to click the text boxes and images next to your rulers, columns and margins. They

also create a snap-to function when placing images/maps.

e The two Lock Guides stop you from accidently moving/editing your guides. Use of

these depends on personal choice.

e To Hide / Display Guides click Ctrl+; Hiding guides is useful if you wish to see the

document design.

e Thetwo Gird Options will also assist with layout (similar to Ai and Ps). To select these

simply click on them.

Using and Editing Rulers
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e Edit Layout Type Object Table View Window Help

e To show rulers click View>Hide/Show Rulers. Editing the ruler start point gives you
greater control over your document layout. It is also quite useful if you want an

object to be a particular size (scale) or distance from another object.

e To edit the ruler start point simply select the Selection Tool (V)>Click on the Top Left

Corner of the Ruler>and Drag to where you would like your measurements to start

from.

e Right click on the ruler to change its units.

Align

e As with Ai, Id has an Align function, which along with Snap-to (discussed above), can
greatly assist and speed up the Layout Process. Go to Window/Object and

Layout/Align to show the align panel.

e This Function will allow you to Align all of the Text Boxes/Images/Objects contained

within your Document.
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Layers



e Aswith Aiand Ps, Id has a Layers Function>Click Window>Layers (F7) to view the Layers

Panel. Unlike Ai and Ps you do not need to create a New Layer for every



Import/Object/Image (you can actually create the whole Id document on one Layer

without the need for any other layers).

e The main reason you would use Layers in Id is if you want to overlay one

Import/Object/image over another.
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e As always Label your Layers — simply double click on the text and rename
appropriately.
Undo/Redo and Zoom In/Out

e Click Crtl+Z for Undo and Shift+Ctrl+Z for Redo.

e Click Ctrl+ for Zoom In and Ctrl- for Zoom Out.



LAYOUT

Page Layout and Pages

e Creating a Page Layout in InDesign is very easy all that is required is the use of a couple

of Tools (you will already be familiar with these how these tools work from Ai):
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1) Line Tool — Drawing Lines (or Annotating). However, | would advise you to annotate
in Ai.
2) Pen Tool — Creating shapes etc.

3) Pencil Tool.



4) Shape Tools — To create Banner Boxes etc.
5) Gradient Tool.

6) Fill and Stroke.

7) Apply Colour / Gradient.

e With these tools you can create something like this:

Tltle — Student Name - Student Number - Project Name References

e When you have created a Page Layout you can easily Duplicate it to make up your
document. To do this Click Window>Pages (F12)>Click Expand Options>Duplicate. You

can also Insert, Delete or Move Pages in the ExpandOptions Window.
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InDesign also has a Master Page feature, this feature will allow you to create a separate
editable Layout/Spread to your normal page layout. On the Expand Options

Window>Click New Master:
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e You will see the following display on Page Panel and a New Master Page will have been

created:



Essentils - | [P l=1=] x |

0 [400

& |-=
¢ Pages | Layers | Links | T T
- Pages
b ] |4 '
[ | &8 Lavers
- N
Links
Normal H -
= A . E Stroke
3 Colour
1
B swatches
2 Masters | i: i

Click on the B-FRNT Page and Drag it below Al then Drag Al below B-FRNT:
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The B-FRNT Master Page was hidden/separate from the rest of your pages. By Dragging it,

itis now visible alongside the rest of the pages on screen. Play around with Master Pages to

get used to it these settings.

When you do you will be able to create different Page Layouts and Page Spreads like

below:
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e For additional information on Pages/Layout including Master Pages please see:_

http://helpx.adobe.com/indesign/using/pages-spreads.html

Insert Page Number and Contents Page

e Toinsert Page Number please see: http://helpx.adobe.com/indesign/using/layout-

design-9.html

e Toinsert a Contents Page please see: http://helpx.adobe.com/indesign/using/creating-

table-contents.html

Placing Images/Maps/Graphics/Objects

e To import an image or map etc. to InDesign click File>Place (Ctrl+D). Please also select

Show Import Options as this provides you with greater control as to what you import.
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The Show Import Options Window will allow you to preview the Import, select a Cropping

Area, keep a Transparent Background as well as choose the Layers you wish to Import. It

is an extremely useful Window but the settings can take a little getting used to so do have

a bit of a mess around with it.

InDesign is compatible with both Vector and Bitmap files and can easily handle large PSD,

Al or Layered PDF files. It is this compatibility as well as the robustness of the software

which make it the ideal tool for large document design. Unlike Word or Publisher which

will crash and lag as the file size gets bigger.

When you are happy Click OK.

You will see a mini version of your selection>Click and Drag so that the Import fits your

Column Width (below).




M Rl BB Lyout Tpe Object Tabe Viw Winkw Mp B e v | [ v Ee Eremniah < | [ profusences [=lm| x |
B - AfF ~ i

B OO0 p AR -8 A E R I
e — —
x O O L ) 2., i
ko]
[+3
o :
7B &
.‘32}' e
af TITLE OF PAGE
ot — g
Ll 2
S
¥
0 [3
a [
Falis
E’F
of
g
i
£
¥
d
e Your Import will appear as below.
Id Rl = o - Esontos - | (Doproferences ] Lemil@lixe]

03k 8| R~ B0 HHE R 2 S B e
Qlow s WX - e T g b

=" o wase
e e e
L3 Joe Po Lo [m [m e Jo ik
&
o %
& coom
e

R L E T R T

5 e e s 5 O i s 5 . i 5 i 7

Moving and Resizing Images and Objects

e Select the Selection Tool (V)>click on the Image (the outline of the box will turn Blue). You
can move this Box by simply dragging it to another area of the document or you can
transform the shape and size of the box by clicking and dragging one of the corners (same

as Ai and Ps).

e When moving Objects (Hold Shift). This will maintain the correctshape.
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When Transforming Objects (Hold Shift). This will maintain the correct shape.
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e Alternatively you can also resize any image within its boundary box, allowing you to

zooming into/out of the image.

e Todo this select Direct Selection Tool (D)>click on the image (the outline of the box
will turn orange). The orange boundary box indicates that you have selected the
image, not the actual box (see overleaf). Double clicking on any image will also

deploy the Orange Boundary Box.
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e You can move and transform this object/image as above (Hold Shift). By doing so you will

end up with something like this.
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e This is a very useful feature in page design.

e Another useful feature is the ability to move the Image/Object around within Boundary
Box. Select Direct Selection (D)>Click in the centre of the image (or the lense)>Drag to

move the image around (see overleaf).
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Links Panel

Unlike Ps or Ai, InDesign uses Links i.e. when you place a map or object InDesign Links to
where that file is saved on your computer — it does not fully copy it*. As a result it will
display a rough/pixelated image not a fully robust glossy version so as to provide you with
an indication as to what is contained on that page. It is for this reason that Id can handle

large files.

Nonetheless, when you Export your document everything will be clear (we will return to

this).



e Toimprove the display of the graphics Click View>Display Performance>High Quality

Display (Alt+Ctrl+H). You should see a big improvement in the graphics.
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*It is extremely important that you keep all of the files you have imported into the Id

document together in one single folder.

document Click>Window>Links (Shift+Ctrl+D). The Links panel will be displayed:

Re-Linking Files

Essentials - | Py L=l®l x|
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53 Manchester ... bhysis).pdf -

< ¥ = Stroke
7 1 Selected =2 A S L & Colour
Link Info 4

Name: Manchester City ...ty Anahysis)pdf » E J—

Format: Adobe PDF

zer ey 458316 bytes)
Layer Overrides: lo
Title: EDINA MasterMap Map
Creator: Adobe Thusvator C56 (Windows)  _
Place Date: 09 December 2014 11:05

As you can see in this example Status is OK i.e. it is linked.

Sometimes your Imports are not Linked correctly:

To check to make sure all of the Imported files are correctly Linked to your InDesign



When this happens you need to Re-Link the Files. To do this Select Selection Tool

(V)>Double Click on the Broken Link. The Locate Window will appear:
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Manually search for the Original File (which should be easy if you stuck to the advice and

kept everything in one folder)>Select it>Click OK. The Link should be successfully restored

and its Status will be displayed as OK (as shown in the Links Panel on pg 28).




TEXT AND TEXT BOXES

Importing Text

e Whilst InDesign is extremely good at recognising file formats it rarely manages to

import a text document, such as a Word doc. without creating formatting issues.

e When importing text into InDesign remove all formatting and manually reformat if

yourself in InDesign.

e To do this click File>Place, select your text document and as you did with the

Image/Object, select Show Import Options an alternative pop up window willappear.

Microsoft Word Import Options (Justification for the Research (Started to Edit).docx)

Preset: [ Custom ] -

Include nce
[#] Table of Contents Text Save Preset...

[¥] Index Text

QOptions
[¥] Use Typographer's Quotes

Formatting

@ Remove Styles and Formatting from Text and Tables

Convert Tables To: Unformatted Tables -
() Pregerve Styles and Formatting from Text and Tables
Manual Page Breaks: | Preserve Page Breaks

Import Inline Graphics Track Changes

Import Unused Styles Convert Bullets & Numbers to Text

Style Mame Conflicts: 0 Conflicts
Import Styles Autormatically

Pa

raph Style Conflicts: | Use InDesign Style Definiti

cter Style Conflicts: | Use InDesign Style Defi

Char

Customise Style Import Style |

e Select>Remove Styles and Formatting from Text and Tables>OK. As before simply

Click and Drag to Place your text. The text will need to be reformatted manually.
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e Alternatively, you can Copy and Paste text from a Word doc. into an InDesign
Text Box>to do so Ctrl+C to copy and Ctrl+V to Paste.
e |tis advised that text is created in Word and then Placed on your document>the
main reason for this is that Word’s Spell Check function is much more robust than
InDesign’s.
Inserting Text Boxes
eTo insert a Text Box simply click Type Tool (T)>and as with pretty much anything in
InDesign Click a start point and Drag to an end point (see below).
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e  With the Type Tool (T) selected you can then enter your text. Alternatively, you can
Copy and Paste text from a Word doc. into an InDesign Text Box>to do so Ctrl+C

to copy and Ctrl+V to Paste.

Duplicating or Deleting an Object/Image/Text Box etc.

e To duplicate any object, image, text box etc. click Selection

Tool(V)>Layers(F7)>Expand Layer Options>Select Duplicate Layer OR Delete

Layer.
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e As with many of the processes contained within this hand-out the InDesign
interface is almost identical to Ps and Ai. As you already have a robust
knowledge of both of these software programmes you should take to InDesign

like a duck to water.

Linking Text Boxes

e Rather than having lots of individual text boxes which all require separate
editingLink your Text Boxes>this will provide you with more control over your
content and will reduce your workload. You can Link all Text Boxes regardless

as to whether they have been imported or manually drawn.

e Todothis select the Selection Tool (V)>Click on the Text Box>You will see Small
Blue Box Symbols in the Top Left and Bottom Right of the Boundary Box

(below):



e The Bottom Right symbol represents where you would like to Link FROM whereas

the symbol in the Top Left represents where you would like to Link TO.

e Click on the Blue Box in the Bottom Right (1) (in this example Text Box on the
Left)>now Click inside the Text Box on the right or in the Top Left Symbol toLink

them (2)>Select Type Tool (T) (3).
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e Copy the Text you wish Copy>Hit Ctrl+V to Paste. Your Screen should look similar to below:
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Kince the 1970, the econempes of North Ameris, Europe and the UK have sees a shifl away from the manufac- | O the whole, research (n this eld s frag Tand 15 18 roeed Of consolid T develop
turing services, which had long dominated as the means of production and exchange, towards service and knowl- y by architects, urban geographers and urban sociologists, o
dge-b Thi Jisation. The decline of | httention from the disciplines of planning, finance and real estate (Parris and Henncberry, 20] # coour
ities lcaving an array of | uence it is disjointed from the array of research associated with the re-use of brownficld land
His-used and unwanted vacant and derelict sites (Amin, 2003; Jessop, 2003; Knox and Pinch, 2009) ritical exploration and detailed examination of temporary uses on brownfield sites. This is th
Interest in finding new uses for these previously developed sites in urban arcas in England is longstanding; particu- | bl research will scrutinise in detail,
Jarly in the industrial heartlands of the Midlands and the North (Knox and Pinch, 200%; Barber and Hall, 2008).
For over twenty years palitical attention and planning policy has focused on bringing previously developed land (or
b it is otherwise known brownfield land) back into productive use through regeneration. A strategy which direct-
kd public subsidy toward treating contaminated land or generating gap funding in order to restore local land and Eee— =
property market lity by attracting p property development (Healey, 1991; Jones. 1996; Jones - =
2014: Adams et al., 2012).
Nevertheless, retrenchment in public finance and lethargic property market conditions, following the market crash
in the spring of 2008 and the resulting recession, have left limited scope for the continued recycling of brownfield
pites. Which up until immediately before the credit crunch were the location of around three in every four new
dwellings being buik in England (Adams et al., 2012)
Mhilst a large body of rescarch concerning brownfield regencration has been undertaken, fow studies provide lon-
itudinal case sdy analysis of urban brownfield regencration during the recent recession (Dixon et al. 2010; 2011;
Adams et al, 2012). This is the first area of importance that this study is concerned with.
'The loss of pablic subsidy, liquidity and overall confidence in the wider economy as a result of the recession left
little chance of regaining the momentum towards regeneration (Dixon etal, 2011). Consequently, more innovative
practices in re-using brownfield sites began to emerge, leading to the second area of importance, namely ‘mean-
while land’ or as it is more commonly known temporary lind use (SQW Consulting, 2010; Bishop and Williams,
2012; Andres, 2013 .
The mulitude of stalled projects characteristic of the recession as well as the hardcore vacancy littering the pos
Hustrial landscape encouraged an altogether different type of land use planning to that of the overt national growth
agenda (Hescltine, 2012 Adams and Watkins, 2014). Instead, some began to envisage what a city can become with-
brut new development. I is this mind-set the temporary use agenda secks to encourags.
Advocates of temporary use have argued that such practices offer a more dynamic, flexible urbanism, where the city
kan become mare responsive to the needs and preferences of its users (Bishop and Williams, 2012). To date, a small
by of work has shawn such uses to encourage social, environmental and economic benefits, creating a perception
bof vibrancy on what was previously vacant or derelict land (Németh and Langhorst, 2013; Andres, 2013; Bishaps
and Williams, 2012; Oswalt et al, 2013)
Nonetheless, this body of work is limited in its remit and as of yet temparary use has not been the subject of rig
nic critique. Temporary use remains an under researched and conceptualised planning issue. To date
there is little theoretical p ol limited Lstudy concerned with the p of temporary
{particularly within the English context). Despite what is a clear link, research an temporary use remains discon-
ected from the existing literature I d with property development and more specifi-
ally, regeneration.

‘parary use has been pursued mai

of cities resulted in mass deindust
-« industrial

traditional heavy manufacturing industry and major plant closers transfors

=1

5o 0 5 W

ISR R

T

prous acad

s W s W O i W s W

e SN Green - ¢ I ] 7]

e Now you can edit the contents of both Text Boxes at the same time:

WEEK 12 : FINAL

fince the 19705, the economies of North America, Europe and the UK have scen a shift away from the manufac-
uring services, which had long dominated as the means of production and exchange, towards service and knowl-
dge-based economies. This economic restructuring of cities resclted in mass deindustrialisation. The decline of
kraditional heavy manufacturing industey and major plant closers transformed industrial cities leaving an areay of
His-used and unwanted vacant and derelict sites ( Amin, 2003; Jessop. 2003; Knox and Pinch, 2009).
Iinterest in finding new uses for these previously developed sites in urban areas in England is longstanding: particu-
Jarly in the industrial heartlands of the Midlands and the North (Knox and Pinch, 2009; Barber and Hall, 2008).
JFor over twenty years political attention and planning policy has focused on bringing previously developed land (or
s itis otherwise known brownfield land) back into productive use through regeneration. A strategy which direct-
d public subsidy towand treating contaminated land or generating gap funding in order to restore local land and
property market functionality by aftracting private soctor property development (Healey, 1991; Jones, 1996; Joncs
014; Adams et al., 2012).
Fievertheless, retrenchment in public finance and lethargic property market conditions, following the market crash
I the spring of 2008 and the resy have left limited scope for the continued secycling of brownfield
ites. Which up wntil immediately before the credit crunch were the location of around three in every four new
twellings being built in England (Adams et al., 2012).
Vhilsta large body of rescarch has been undertaken, few studies provide lon-
bitudinal case study analysis of urban brownfield regeneration during the recent recession (Dixon et al,, 2010; 2011;
dams etal, 2012). Thisis the firstarea of importance that this study is concernad with.
[The loss of public subsidy;, liquidity and overall confidence in the wider economy as a result of the recession left
Jttle chance of regaining the momentum towards regeneration (Dixon et al., 2011). Consequently. more innovative

tices in re-using. ites began to emerge, leading to the second area of importance, namely ‘mean-
bvhile land' or as it is more commonly known temporary land use (SQW Consulting, 2010; Bishop and Williams,
ndres, 2013) .
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Overset Text

e When dealing with large amounts of text (which you really should not be
dealing with for the purposes of your posters/portfolio) it is possible that you

will Overset your text:
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tools you will need to make alterations to your text:

It
I
i
e When Text is Overset the Blue Symbol used to Link Text Boxes turns into a Red
Cross>To solve this problem you should either Resize the text box by
Transforming it Or Link the box to a new Text Box.
Character Styles
e Animportant aspect of graphic design is learning how to deal with text correctly — it
can be the difference between a smart, easy to follow document or an illegible
mess.
e Click Window>Types and Tables>Character, the following window showcases all the

% Character =
Minion Pro -
Regular -
4T 12 2 o« 22 (44 +
Ay 2 Mevis ~ EY (20 v
IT 2 wre - T 3 0% -
A% T|0p T |2

Language: English: UK -

Play around with the various functions to see how they alter your text.



Text Frame Options

e Text Frame Options allows you to apply columns and margins to each individual Text
Box. To do this select the Selection Tool (V)>Click on the Text Box>Select

Object>Text Frame Options (Ctrl+B):
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e You will see the following window, here you can edit Columns, Margin, Gutter etc. to

suit your needs:



Text Frame Cptions

General | Baseline Options | Auto-Size |

Colurnns:

Fixed Mumber

Mumber:

Gutter:

Inset Spacing

o orm | o
gosor: Jomm | D)

Vertical Justification

CER
s

Balance Columns

Align:

Paragraph Spacing Lirnit:

Ignore Text Wrap

Maximum:

Top -

with: 2.2
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e 2o |

Preview

J |

Cancel |

Your Text will appear as follows:
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e Saving

1. In Id you should save your Document in two formats 1) InDesignDocument and 2)

Export as a PDF (this is explained below).
2. To Save as an InDesign Document Click Ctrl+Shift+S>Select a Save Location>Click OK.

3. Save as an InDesign Document when it is still a Working Document. When you are
close to completion (or alternatively wish to check Layout etc.) Export as a PDF

(below).

4. Save and Export each time you finish working on the document>that way you will be
checking what has been completed to date (this may reduce your Proofing time at the

end).

e Export

5. Inorderto Print or Upload (e.g. as part of an online web portfolio) the Id Document you
must Export it. Click File>Export (Ctrl+E). From here you will be given a choice of file

formats:
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e  You will almost always choose PDF. Normally for printing you would select PDF (Print)

but you can also select PDF (Interactive):
PDF Print:

Select the same as below>Click Export. Now Open in Adobe Acrobat for Proofing.

zsu v | B Sy WY Essent

Export Adobe PDF =6
Adobe PDF Preset: [ ERNESa000] E
Standard: None - Compatibilty: Acrobat 5 (PDF 1.4) - &0
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Select the same as above*>Click OK. Now Open in Adobe Acrobat for Proofing.



*Play around with resolution — if you can go higher than 96 and still be under the
Maximum Size for online Submission then do so. Vector Graphics (i.e. those created
through Ai or Id) will not be effected by this, the point of increasing the resolution is
to improve the quality of your Bitmap Graphics/Images (i.e. Ps or JPEG files)

contained within the document?.

Printing

e Open your Exported PDF (in Adobe Reader/Acrobat)>Ctrl+P>Check Settings>Click

OK to Print?.

Essential Note:
In order to keep your file small, do NOT link to Ai files. Link to JPEG to make the file lighter.

1Vector Graphics can be resized, shrunk, warped, stretched and altered in almost any way and they will not
reduce their image quality. This is because they are not made of Pixels. Bitmap Graphics are made up entirely of
pixels and therefore adhere to rules of resolution. By increasing/decreasing the Resolution (Pixels Per Inch PPI)
you effect the quality of the graphic.

2When laying out your pages it is more than likely you will have changed the scale of the maps. If your maps
were 1:2500 at A2, it is recommended you include 1:2500 @ A2 on your pages alongside the maps as this is the
original scale.



Adobe Acrobat is an application software and web service used to view, create, manipulate,
print and manage files in Portable Document Format (PDF). Adobe Acrobat is the perfect
application for proofing your document, it can handle large files without crashing and permits

the user to edit text, switch or replace pages, reduce the file size (typically for sending via

Email) as well as create online web portfolios.

Acrobat unlike other Adobe software (Ps, Ai or Id) is user friendly with a simple and

straightforward interface.

Adobe Acrobat Interface
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Adobe Acrobat Tools

e Acrobat unlike other Adobe Software does not feature a toolbox, but rather a series of

Options. All of these options are self-explanatory such as: content editing; pages;

interactive objects; forms; text recognition.
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CONTENT EDITING

Open a New Document

e Acrobat unlike other Adobe Software does not feature a toolbox, but rather a series of

Options. All of these options are self-explanatory such as: content editing; pages;

interactive objects; forms; text recognition.

e Launch Acrobat, when it opens click Ctrl+0. Locate the file you wish to work on and

click Open. Your screen will appear as below:
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Undo/Redo and Zoom In/Out
e Use Crtl+Z for Undo and Shift+Ctrl+Z for Redo.

e Click Ctrl+ for Zoom In and Ctrl- for Zoom Out.

Editing Text

e Click Tools>Content Editing>Edit Text and Images*.

Tools Fill & Sign Comment
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e Now simply click on the text you want to edit and make the change:
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*For those who are using Acrobat (Version 7 —9). Click Tools>Advanced



PAGES

Insert/Delete/Extract/Replace Pages

5 URBED Tran: Basin DAS pdf - Adobe Acrol

Click Tools>Pages>Select Insert/Delete/Extract/Replace Pages etc*.

File
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You will be presented with a new window, enter what it is you want Acrobat to do then
click OK.

*For those who are using Acrobat (Version 7 — 9). Click Document>Select
Insert/Delete/Extract/Replace Pages. This will allow you to do exactly the same as
above.



SAVE AS REDUCED FILE SIZE

Reducing File Size

e Click Tools>Content Editing>Edit Text and Images*.

e Click File>Save As Other>Reduced Size PDF*.

Edit View Window Help
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*For those who are using Acrobat (Version 7 — 9). Click File>Reduce File Size. This will

allow you to do exactly the same as above.



COMBINE FILES INTO A SINGLE PDF

Combining PDF Files

e Click Create>Combine Files into a Single PDF*.
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e You will be presented with a pop-up window. Click Add Files.

r
£5) Combine Files ==

[&) Add Files... = = EH Options | [ Help |

Add files using the dropdown or drag and drop them here.
You can then arrange them in the order you want.

Cornhins Filee Cancel

e Select the files you wish to Combine>Click Open.
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e You have now created a Single/Merged PDF.

*For those who are using Acrobat (Version 7 — 9). Click Create PDF>From Multiple
Files>Browse>Select the files you want to Combine>OK. This will allow you to do

exactly the same as above.



SAVING AND PRINTING

Saving as a PDF

To Save as a PDF Click Ctrl+Shift+S>Select a Save Location>Click OK.

Creating a PDF Web Portfolio

To create a PDF Web Portfolio (fantastic for CV, Job Applications etc.)>Click File>Save as

Other>HTML Web Page.
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e Create A New Folder in the Save Location>Click Save.

e You have now created a Web Page to showcase your Portfolio. For further information
about Publishing and Sharing PDF Portfolios please see the following link:

http://helpx.adobe.com/acrobat/using/publish-share-pdf-portfolios.html.

Printing

To Print your PDF>Ctrl+P>Check Settings>Click OK to Print.


http://helpx.adobe.com/acrobat/using/publish-share-pdf-portfolios.html

FURTHER INFORMATION
Adobe InDesign CS6 Tools/Options

1. InDesign Help_
http://helpx.adobe.com/indesign/topics.ht

ml Official Adobe InDesign Help.

2. InDesign Tutorials_

https://helpx.adobe.com/indesign/tutorials.ht

ml Official Adobe Id Tutorials.

3. InDesign YouTube Channel_

https://www.youtube.com/channel/UCFZOtakYohPkTvwtFu7 U2g

YouTube Channel Dedicated to InDesign.

Adobe Acrobat Pro XI Tools/Options

1. Adobe Pro Xl Help_
http://helpx.adobe.com/acrobat/topics.ht

ml Official Adobe Acrobat Help

2. Adobe Pro Xl YouTube Channel_

https://www.youtube.com/user/acrobat

Official Adobe Acrobat YouTube Channel


http://helpx.adobe.com/indesign/topics.html
http://helpx.adobe.com/indesign/topics.html
https://helpx.adobe.com/indesign/tutorials.html
https://helpx.adobe.com/indesign/tutorials.html
https://www.youtube.com/channel/UCFZOtakYohPkTvwtFu7_U2g
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https://www.youtube.com/user/acrobat
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