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Work out your Design & Layout on paper First!   

 

 

 

 

 

 

Tips for Working with InDesign 



. 

Edit > Preferences (PC) 

InDesign > Preferences (Mac) 

 

The advantage to using small increments such as Picas or Points ( 72 points = 1 inch) is this 

allows you to make fine adjustments in small increments to your documents. This can be much 

easier to work with when adjusting things like Text. 

There are 12 points in 1 pica.  

For many, the measurement system of choice for typesetting and publication design is picas and 

points.  

 A point is a unit of measurement that is the standard for measuring type and is used for 

measuring depth of printing. One point is equal to .013836 of an inch and 72 points are 

approximately 1 inch. 

 

 A pica is a typesetting unit of measurement commonly used for measuring lines of type. 

One pica equals 12 points. There are 6 picas to an inch.  

 

 A standard US letter size page is 8.5 by 11 inches or 51 by 66 picas. (6 picas are 

approximately 25 mm)  



 

 The letter p is used to designate picas as in 22p or 6p. With 12 points to the pica, half a 

pica would be 6 points written as 0p6. 17 points would be 1p5 (1 pica = 12 pts, plus the 

leftover 5 pts).  

 

 

 

Poster: 24X 36 in points 

 

Poster: 36X 48 in points 

 

 

 

 



Just remember 72 points to an inch—this allows for finer adjustments- this is important when working 

with text and with limited space. 

You adjust your units of measurements in  

PC :      Edit > Preferences > Units and Increments 

Mac:     InDesign > Preferences >Units and Increments 

 

Character and paragraph formatting 

icons 

Type tool 



 

 

 



 

 

 

 

 

 

 

 

 



 

 

Colors or Fills on Shapes can be selected through the “Color picker” or the “Swatch” 
panel. 

Color picker: 

Double click on the small box at the bottom of the tool bar to access the color picker. 

 

 

 

 



 

 

Swatches: 

Window> Color> Swatches 

 

 

You can create custom swatches based on images here with a free Adobe Account. 

https://kuler.adobe.com/create/color-wheel/ 

 

 

 

 

 

 

 

 

 

Don’t forget you can access 

panel options from this little 

drop down menu. – this is 

where you can “Load Custom 

Color Swatches” 

https://kuler.adobe.com/create/color-wheel/


. 

Utilize the Pen tool, Anchor Points and Convert Direction tool. 

Create your basic starter shape or line:  utilizing one of the shape or drawing tools. 

Drop Anchor points on the edge of your line or shape with “Add Anchor Point tool” 

 

 

Click and drag on the Anchor point with the “Convert Direction point tool” -Then utilize the “Convert 

Direction Point tool” handles to modify the line or edge. 

 

 



 

 

 

 



Character and paragraph formatting 

icons 

Type tool 



 

 

 

 

 

In order to thread text from one text box 

to the next, click on the red plus sign – 

This loads your cursor with the 

remaining (or over-set ) text. Then drop 

the text into the text box you want it to 

flow into. 



In Illustrator : 

Windows> Symbols 

Use the menu options from the Symbols panel to Open Symbol Library 

 

 

Frames can be used as placeholders for images.  



Draw out a frame- Select the frame and then Place the image into the frame. 

Tip* if you need a circular frame- Use the Ellipse Frame tool and hold the shift key to 

constrain your proportions while drawing it out – you will have a circle. 

 

From there you can use Fitting Controls to size your image to the space you have 

designated for it. 

Object > Fitting 

 



The number controls how close the 

text is to the image or object. 
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