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File Menu →  New →

   ⬤     InDesign CC     File     Edit    Layout    Type     Object    Table     View     Window    HelpFile

 Document ⌘N
 Book
 Library

New
▶
   Open…
▶
   Browse in Bridge…
   Open Recent
▶

   New
▶



File Menu →  New →  Document 
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InDesign New Document

File Menu →  New →  Document 



File Menu →  New →  Document 

InDesign New Document



Create a New 
Document and specify 
the page dimensions…

InDesign New Document



Create a New 
Document and specify 
the page dimensions, 
number of pages…

InDesign New Document



Create a New 
Document and specify 
the page dimensions, 
number of pages, 
number of columns…

InDesign New Document



Create a New 
Document and specify 
the page dimensions, 
number of pages, 
number of columns, 
and margins…

InDesign New Document



Create a New 
Document and specify 
the page dimensions, 
number of pages, 
number of columns, 
and margins, then click 
Create

InDesign New Document
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Hand Grab/Drag Tool

InDesign Navigation → View Tools



Quick-Toggle Hand Grab/Drag

InDesign Navigation → View Tools



Zoom Tool

InDesign Navigation → View Tools



Zoom with Cursor

InDesign Navigation → View Tools
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View Menu → Zoom In 

InDesign Navigation → View Menu



View Menu → Zoom Out 

InDesign Navigation → View Menu



View Menu → Zoom to Fit Page in Window

InDesign Navigation → View Menu



Toggle Normal/Preview Screen Modes

InDesign Navigation → View Menu



Toggle Presentation Screen Mode

InDesign Navigation → View Menu



Show/Hide Toolbars/Palettes

InDesign Navigation → View Menu
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Select Tool

InDesign Navigation → Selection



Direct Select Tool

InDesign Navigation → Selection



Add to/remove from selection, 
lock axis (move), lock aspect ratio (scale)

InDesign Navigation → Selection



Drag-and-duplicate the selected object

InDesign Navigation → Selection



Select All

InDesign Navigation → Selection



Deselect All

InDesign Navigation → Selection
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[Advanced]
[Book]
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[Essentials]
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-----------------------------------
Reset
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Window Menu → Workspace
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Workspace
▶

[Advanced]
[Book]
[Digital Publishing]
[Essentials]
[Interactive for PDF]
[Printing and Proofing]
[Typography]
-----------------------------------
Reset
New Workspace
Delete Workspace

A Workspace is a particular arrangement of 
toolbars and palettes (types of controls).
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Workspace
▶

[Advanced]
[Book]
[Digital Publishing]
[Essentials]
[Interactive for PDF]
[Printing and Proofing]
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-----------------------------------
Reset
New Workspace
Delete Workspace

By default, the Workspace will stay the 
same…



   ⬤     InDesign CC     File     Edit    Layout    Type     Object    Table     View     Window    HelpWindow

Arrange
▶
Workspaces
▶
Find Extensions…

Workspace
▶

[Advanced]
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-----------------------------------
Reset
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Unless you select a different Workspace…

[Book]
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Or Reset your Workspace

Reset
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▶
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Workspace
▶

[Advanced]
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[Digital Publishing]
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[Interactive for PDF]
[Printing and Proofing]
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Reset
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If you get accustomed to a particular 
arrangement of palettes and toolbars, you 
might want to create a New Workspace, so 
that you can easily set-up that workspace.

Reset
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InDesign Pages Palette

Window Menu →  Pages 



InDesign Pages Palette

Window Menu →  Pages 



InDesign Pages Palette

Click-and-drag page 
icons in the Pages 
Palette to reorder the 
pageflow… 



InDesign Pages Palette

Click-and-drag page 
icons in the Pages 
Palette to reorder the 
pageflow, click the 
page icon to add new 
pages…



InDesign Pages Palette

Click-and-drag page 
icons in the Pages 
Palette to reorder the 
pageflow, click the 
page icon to add new 
pages, or the trash icon 
to remove selected 
pages 
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InDesign Master Page

Window Menu →  Pages 



InDesign Master Page

Double-click on the 
A-Master to edit the 
master page.



InDesign Master Page

Double-click on the 
A-Master to edit the 
master page. The 
Master Page is a 
template style that will 
automatically be 
applied to all pages.



InDesign Master Page

So, for instance, you 
might place a 
decorative border, the 
title of the book, or the 
name of the author into 
the Master Page, to 
quickly apply those 
elements to all pages.



InDesign Master Page

To automatically insert 
page numbers, draw a text 
frame on the Master Page, 
then…



InDesign Master Page

To automatically insert 
page numbers, draw a text 
frame on the Master Page, 
then: 
Type Menu →





InDesign Master Page

To automatically insert 
page numbers, draw a text 
frame on the Master Page, 
then: 
Type Menu →
Insert Special Character →





InDesign Master Page

To automatically insert 
page numbers, draw a text 
frame on the Master Page, 
then: 
Type Menu →
Insert Special Character → 
Markers →





InDesign Master Page

To automatically insert 
page numbers, draw a text 
frame on the Master Page, 
then: 
Type Menu → 
Insert Special Character → 
Markers → 
Current Page Number
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InDesign Rectangle Frame Tool

Use the Rectangle 
Frame to Place other 
assets (like images) 
on the page.



InDesign Rectangle Frame Tool

Use the Rectangle 
Frame to Place other 
assets (like images) 
on the page.



InDesign Rectangle Frame Tool

Use the Rectangle 
Frame to Place other 
assets (like images) 
on the page. With 
the Rectangle Frame 
selected, go:
File Menu →
Place
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