Designing from a Tewmplate

Activity 3—Designing from a Template

Learn how to:

* Use a pre-designed template

* Place text and graphics in frames
* Fit an object to a frame

* Select and edit text

* Save the document

* Save a document as a template

About Templates

A template is a pre-designed document that is used as a starting point for creating many versions of
the same document. Anyone doing a regular newsletter or periodical should learn to save steps by
using a template including master pages, character or paragraph style sheets (covered later), as well
as any repeating elements.

A template can also be used as a quick design helper rather than starting from scratch. There are no
templates currently being shipped with InDesign CS, unless the PageMaker Edition is installed.
There are over 80 templates in various categories provided with the PageMaker Plug-ins for
InDesign CS.

Creating a Flyer from a Template

Creating a flyer from a template will make an easy first project and provide practice for using text
and graphic frames. The project is to create a flyer for the local zoo, asking zoo patrons to adopt an
animal. The finished project will look similar to the sample below.

Zw

Adoptions

Give A Wild Gift!

Adoptions make perfect gifts anyime, whether for
birthdays, anniversaries, graduations, Mother's or
Father's Day, door prizes, or any other spacial occasiont

With your adoption fea of $25, $30, $50, or $100, you
will receive a centificate of adoption with a photo of your
animal, a letter signed by the 200's Executive Director,
a wallet-sized proof of adoption card, and a special
behind-the-scenes visit with your amimall

For more information:
www.lincoinzoo.org

page 24 CLICKstep Teacher Training — Adobe InDesign CS




Designing from a Template

D Open the template
1. Choose File>Open. In the resulting window, navigate to the InDesign Training Files folder.
2. Open the Zoo flyer folder, and then open the file named one-page flyer.indt.
3. The Missing Fonts alert box will probably appear. Click OK and don’t worry about finding

missing fonts for now.

Because the one-page flyer.indt is a template, it opens as a new Untitled document.

FYl—

When a template is opened, it actually opens a copy of the document as a
new untitled document. When the new document is saved, a Save As...
window automatically appears to force the new document to be saved
under another name, preventing the template from being altered.

3. Size the window, if necessary, to comfortably fill the work area on the screen. Choose
View>Fit Page in Window, if necessary, to see the whole document in the window.
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Graphic frames
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Designing from a Template

2 Import images into graphic frames

L
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With the Selection Tool (arrow), click on
the large blue frame on the left side of
the page to select it.

Choose File>Place. Navigate to the Zoo
flyer folder (if necessary), and choose
200 sidebar.psd to select it.

Make sure that the box Replace Selected
Item is checked. This puts the imported
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image inside the selected frame. e Tshow ;,m,, Options

Click Open. This image is inserted into
the frame.
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Select the graphic frame in the lower right corner of the page.

Choose File>Place. Navigate to the Zoo flyer folder (if necessary), and choose seal. tif to
select it.

Make sure that the box Replace Selected Item is still checked.
Click Open.
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Designing from a Template

2 Fit the graphic to the frame

The seal.tif image is too large for the graphic frame so part of the image is cut off.

One way to size the image in the frame is to eTVeR : ' l AL

choose the Direct Selection tool (white arrow), b ll:;ehq{&t ut pracssi 'b!a]a.ht p;f‘es“ 'gtf‘seq“'f‘ |

and then, holding the SHIFT key to constrain lutpat. Ut no L R e
. cipit luptatin ut

the proportions, drag a corner handle of the

seal image.

A muc:h fa§ter way is to let I{lDesigll tit t_he hddress.here | eI
graphic object to the frame size automatically. e I ST

1. Make sure the graphic frame is still
selected.

2. Choose o
Object>Fitting>Fit Content to Frame. -

Transform »
Arrange »
Select >

» Fit Content to Frame I X&E
Content » i Fit Frame to Content TXRC
1 Center Content O ME

Drop Shadow... UM %
Feather... 1 Fit Content Proportionally O XE

Corner Effects...

Clipping Path... NGO HK
P G L = . . — -
Interactive > pat. Ut nostrud minim i{ in vel eugiat augiat
Compound Paths > luptatin ut i
Pathfinder > i
e veree Falk 4
Display Performance » lormation
Iress.here
The image now fits inside the frame. —l
——

FYl—

If the frame and the graphic aren’t the same relative sizes, the graphic
will distort. If this happens, choose Object>Fitting>Fit Content
Proportionately.
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Designing from a Template

2 Shortcuts for text selection

In order to change any of the text on the page, it must be selected (highlighted) first. A common
way to select text is to click the cursor and drag through the desired amount of characters, words or
lines. Practice the following shortcuts for selecting various amounts of text.

Select the Type Tool and use the flyer’s paragraph of body text to try the following:

1. Double<lick on a word — selects just the word

Subject Header Here -

’oster body text herg Min VCHul smolorts ali . i
ehit veliscidunt at volut wissim volestrud erostie tis
aliquismodo et augait niamet am, sim num nis duip

A triple-click selects a line.

2. Triple-click on a line — selects the whole line.

3. Four clicks anywhere in the paragraph —selects the
whole paragraph. (The clicks do not have to be fast.)

4. Click in any text and press COMMAND (CT RL)-A to select all of the text (even if the text
flows into multiple frames).

D Edit text in frames
Edit the text in the placeholder frames with appropriate text for your Zoo flyer:

1. With the Type Tool selected, triple~click on the Main Header text and replace it by typing
Adoptions.

2. Triple-click on the Subject Header Here text and replace it by typing Give a Wild Gift!
3. Triple-click on the web.address.here text and replace it by typing www.lincolnzoo.org,

4. Triple-click on the Flyer Headline Here text and replace it by typing The ZOO Needs you!

FYl—

Simply highlight the text and choose appropriate fonts and sizes from the
choices in the POp-up menus, or use the up/down arrows by the size

choices to move one point at a time.
sizes
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Designing from a Template
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) Import text into a frame
The flyer’s body text has already been typed into a word processor and saved in advance.
1. Click four times in the Poster body text area to select the whole paragraph.

2. Choose File>Place, and open the file Adoptions.txt (make sure the box is still checked beside
Replace Selected Item).

NOTE: If the Missing Fonts alert appears, click OK. Don’t worry about finding missing
fonts. A paragraph style will be applied with similar fonts.

Apply a Paragraph Style a v pacagrash state]
’ Foster Body 16

To apply appropriate text formatting, use a pre-defined Paragraph Style. § scbmead 12

. . Subhead 1K
1. Click the mouse anywhere in the new text and press ‘g < hesd 24

COMMAND (CTRL)-A to select all the text.

2. Click the palette tab on the right side of the screen marked
. Paragraph Styles to view the palette. ; _
¥ b v Fovly see-Ohe. Window shyles ¥ Pavagrapn SINISIE qrag 4o right sicke
3. With all of the text highlighted, choose the style named Poster Body 16. of 50‘: zt’& gﬁ,}a b~
Paragraph styles are defined with many formatting attributes. In this case, the style will forvre e
format the text with Arial font, 16 pt., and adds .25" space after each paragraph.
(Paragraph Styles are covered in more detail later.)

st Stdes f P

% Hide or Show Frame Edges or Margin and Column Guides
To view the document %rithout seeing the edges of the frames or the margin guides:
o XXyas > Y
1. Choose View>Hide Frame Edges [keyboard shortcut: COMMAND (CTRL)-H]

2. Choose View>Hide Guid@oard shortcut: COMMAND (CTRL)-;]
L bvids 4 wides 7
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Designing from a Template

B Change graphic frame fill

The blue fill in the graphic can be changed to another color
or plain white, as another way to customize the template.

1. With the Selection Tool, click the graphic with the
blue fill and the z00 sidebar. tif on the left side of the
poster to select it.

Fill icon
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2. Click the Fill icon in the toolbar.

R S

3. Click the Swatches palette tab to view the palette.

4. Choose Paper fill for a white fill.

A ARSI 455 A

 Remove the border from the frame
1. With the graphic frame still selected, click the Stroke ico% tool bar.

2. Click the Apply none icon in the tool bar to take the border ~
away from the graphic frame.

The customized version of the document should look similar

— .
to the one below: Stroke icon

_,%

e /Apply none

(1] [

"

Adoptions!

Give a Wild Gitty

Adoptions make perfact gifts anytime, whether for
birthdays, anniversarigs, graduations, Mothar's or

r’ 2 - Father's Day, door prizes, or any other special occasion! ;
/ "/ m With your adoption fee of $25, $30, $50, or $100, you ]

., e = will raceive a certificate of adoption with a photo of your
I Need You for animal, a letter signed by the zo0's Executive Director,
a wallet-sized proof of adoption card, and a spacial

behind-the-scenes visit with your animalj

For more information:

www.lincolnzoo.org
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Designing from a Template

;? Save the document

1. Choose File>Save.
2. Make sure the Format says InDesign Document.

3. Replace the name Untitled.indd with zoo flyer.indd

Save As

Save A3 zoo fiyer.indd f:%
Where: . 200 fiyer B B2
Format _ InDesign €S document —3‘%

’ . 7 . . Pomaneer S MW . i jg“i } %? {) ;
Xsop heve ~ A 7 ERouvy Yo Save as oo pdf - Cooy DAL 0 | Arades”
R ¥ Y wd

Save a document as a template ’1;:@3 / Infoymahon  on ’\&,}5

Any document can be made into a template by first creating the all the items on the document that
need to remain the same each time the document is used. These items would include:

* Master pages
* Character and Paragraph Styles
* Any other repeating objects

During the saving process:

1. Choose File>Save As...

2. Give the file an appropriate name. It helps to put the word template in the filename so you
can quickly see which files are templates in a document list.

3. Choose InDesign Template from the Formats, then click Save.

Notice the file extension for templates is different. Regular InDesign documents have an
extension of .indd, while the template extension is .indt.

Save Ax

Save As: flyer template.indt ' vl

where:  zooflyer TR}

Formar inDesigﬁ s iémb!éi&

{ Cancel © [ Save-}

-+ For Practice

Use this template, but replace the graphc and text frames with information and images of your own
to make a flyer to publicize a charity or some upcoming event.
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