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INTRODUCTION

Welcome to Adobe InDesign: Creative Class for Beginners. This book is intended for beginners; however, it also includes details and tips for more experienced users.

Adobe InDesign can be a complex and intimidating program for first-time users. The projects in this book break down both the basic tools and required skills into small, individual steps.

The book begins by covering the interface workspace and customization available within the interface. Next, the book provides tutorials that help readers gain hands-on experience with projects. Each project builds upon the previous project to develop a strong foundation of skills.

To reinforce each project and bring in real-world experience, readers will follow a practice “Save the Sharks” marketing campaign and design projects commonly used within the industry. You can swap out the content of the project files to build your own campaign or use the existing information.

The screenshots throughout the book were taken with the version of Adobe InDesign for the Windows operating system and were current at the time of publication. There will be slight differences in the appearance of the program for some readers (primarily in the menus, item location, and key commands, and between the Mac and Windows InDesign versions). However, the basic tools and functions are the same across operating systems. This book includes a list of common default key commands for both the Mac and Windows operating systems.

There is a lot to learn, so let’s get started.

 
HOW TO USE THIS BOOK 

Projects

The goal of this book is to teach new users the basics of Adobe InDesign. We recommended that you learn each project in order, as this book is organized for each project to build upon the project before. However, each project is self-contained and can be taken out of order. Due to continuous changes in technology and updates from Adobe, we recommended that you research the latest features and information for your version of Adobe InDesign.

Project and Tutorial files

This book includes video tutorials and cross-referencing throughout to make it easy to review tools and skills. The projects follow a marketing campaign selected to highlight skills from the projects. Project and tutorial files are available for download along with the book.

Callouts

There are callouts that provide or signify additional information used throughout the book. These callouts include side notes and tips that supplement the projects. Some callouts indicate which video and files are available for reference.

These are the callouts used throughout this book:

•Key Term: The meaning of an important word or phrase

•Tip/Note: Useful information or a piece of advice

•Net Research: Evolving information that should be researched for the latest updates

Additional Files

This book includes additional companion files that range from short tutorials reviewing the projects to practice files. The figures used throughout the book are also included. Please see the Companion Files for these resources. If you do not have or can not find the Companion Files, please contact the publisher.

Some of these features include

•mini tutorial videos

•figure images

•project files

•quick skill videos

•key command and file format lists

[image: ]

Operating Systems (OS)

Adobe InDesign can be used on multiple operating systems, including Windows and Mac (macOS). The basic principles and features are mostly the same within the different OS versions. For beginners, the main differences are the locations of some menu items and key commands.

This book mostly uses the Windows version of InDesign, but if you are using macOS, you can follow along with only slight modifications. This book will use the term right-click to indicate when to open a context menu by clicking on the right mouse button. Users on macOS might need to adjust their mouse or touchpad settings to activate the right-click option.

Key Commands

Included in the book are lists of default key commands for both macOS and Windows. They are current at the time of publishing. These lists serve as a helpful guide to learning key commands (hot keys) and speeding up your workflow.

Terminology Writing Style

These projects are technical and use common computer and program terminology. Many of these actions and locations have the same name. The book uses the common and user-friendly technical writing system, where a boldface font describes menu item names, buttons, file formats, programs, interface parts, and keyboard keys. This style is used to differentiate between a work action and programs, formats, or terms. The book uses the > symbol to signify actions in a menu line.

For example, action instructions to open the Preferences Window on the Windows OS version of InDesign are as follows:

1.Go to the Application Menu, hover over Edit to open the menu list, then navigate to Preferences and select. This will open the Preferences Window.

2.Application Menu > Edit > Preferences

In addition, file formats are written using their file extension for clarity. This is how they are viewed on your computer screen, and you will be able to quickly identify them. A list of file formats and their extensions are available in the book.

CTRL (CMD) is used for showing the Windows and macOS key commands prompts. CTRL signifies the Windows OS, and CMD refers to the macOS.

The terminology used in this book is current at the time of publishing. However, terminology may change with future Adobe updates or as technology evolves.

Interface and Menu Terminology

Interface and menu terminologies for user interfaces and programs can change over time and with updates. Different sources might have different names for the same elements or actions. For example, a “dropdown menu” in one media source could be called a “fly-out menu” or “pull-down menu” in another. This book uses these common names for the selected interface or menu items:


•Dialog box: The interface window that opens for user interaction

•Dropdown menu: When clicked, this button opens a list of options that are selectable

•Icon button: An image graphic that also acts as a function button

•Menu Options bar: A bar commonly located on the top of the interface that has selectable dropdown options and generally controls the overall program

•Right-click menu: A menu that will open when the right mouse button is clicked

•Window: An area holding a program, dialog box, or user interface that can pop up and overlay another area

•Wizard: A dialog box that walks the user through a set series of steps



Context Menus

Context menus change to match the task you are working on and item you have selected. For example, when selecting different tools in InDesign, the Options bar will change to match the current tool adjustment options.

System Requirements

Adobe InDesign should run on most computers, but it does require some computing power. The more powerful your computer, the higher quality and more complex the projects you can create. Computing power also affects rendering speed. For the most up-to-date minimum system requirements and installation directions, check the Adobe website and tech support documentation.
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By Galyna_Andrushko

CHAPTER 1

Learning the Workspace

IN THIS CHAPTER

♦1.1 - Opening and Creating a New Document

♦1.2 - The Workspace Overview

♦1.3 - Customization

♦1.4 - Page Overview

♦1.5 - Using Rulers, Guides, and Grids

♦1.6 - Navigation

Before we start the projects, we need to learn and become familiar with the workspace, also referred to as an interface. InDesign can be a complex program, and the workspace is no exception. In this chapter, we provide the essentials to get you started on designing projects. While there are additional workspace features, menus, customization, and navigation, the focus of this book is to highlight what you will need to get started designing.

Note: The more you know about your Workspace, how it works, and how it can be customized, the more efficient your workflow will be. We recommend that once you feel comfortable with the highlighted features, you should explore the additional options of the workspace.

1.1 – Opening and Creating a New Document



When you first open Adobe InDesign, you are presented with the Welcome Screen, as shown in Figure 1.1. This screen has options to start a new document or open a pre-existing file. It also has quick-launch selections, including premade templates and recently opened documents. Additionally, there are links to your Adobe account and online tutorials.
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Figure 1.1: Adobe InDesign Welcome Screen

1.Left menu bar: Contains the New file and Open buttons, along with Home, and on some versions, Learn links

2.Quick Selections: An area to swiftly launch premade presets or recent documents

3.Top left menu bar: Options mostly for when a document is created or opened, but it also includes New File and Open selections

4.Top right menu bar: Holds Search, What’s New, and Account Information options

5.Recent documents: Highlights recent files that have been opened

Note: Adobe updates the Welcome Screen often by highlighting new features and tutorial videos. It is a good place to explore.

How to Open or Create a New Document

From the Welcome Screen, there are a few ways to open or create a new file. Any of these will bring up the New Document or Open a File windows. You can use any option that fits best in your workflow. However, we will focus on the option located in the Left Menu bar on the left-hand side of the interface.

BRIEF REVIEW OF TERMS


Workspace – Contains the tools, menus, and panels of the application 

Welcome Screen – The first screen of a program that provides start options, such as create a new file, open a pre-existing file, or open links

Preset – A saved set of settings that can be quickly selected


Note: The additional options for opening or creating a new document are shown in the Quick Skills and Mini-Tutorials. For example, the top menu bar and key commands can also be used.

As a new user, the easiest place to start is with the left menu bar. In it, New File and Open are the first two options (See Figure 1.2).
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Figure 1.2: The left menu bar contains the New File and Open options.

Creating a New Document

To start a new document, click on New File from the left menu bar to reveal the New Document window, as shown in Figure 1.3.
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Figure 1.3: Adobe InDesign’s New Document window

1.Top menu bar: This bar has Recent, which shows a list of recent documents, Saved, which shows saved document presets, and Print, Web, and Mobile, all of which include common preset selections

2.Preset Details: A side menu where you can manually enter the information needed to create a new preset or document

3.Your Recent Items: A list of documents you have opened recently

4.Collapsible banner: An informational banner location. The banner might not show if you close it or have been working in InDesign after a time

5.Adobe Stock search link: A search field that opens to the Adobe Stock website

Note: Adobe sometimes changes the layout of this window in software updates, but the important Preset Details remain the same.

The top menu bar of the window works as a set of tabs. When you select one of the other options, it changes the middle and right-side information to match the tab selection. For example, the Print tab shows the print preset templates and units used for printing, while the Web tab shows common sizes and units for use on the Web (See Figure 1.4).
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Figure 1.4: Example of tabs showing common template settings. The Print tab settings are shown in the top screenshot, and the Web tab settings are shown in the bottom screenshot.

Note: The presets and top tabs are for convenience. You can change any of the settings at any time, even after your document is made.

Preset Details

If you are not using an available document preset, you can enter the desired document information in the Preset Details section, which has all the starting information you need to create your document.

You can save these settings as your own presets. They appear under the Saved top menu item and can be changed once you create your document. The presets are there to help you quickly start your new document.

Note: Depending on the size and resolution of your monitor, you might need to use the side scroll bar to see all the options.

A closer look at the Preset Details section is illustrated in Figure 1.5.
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Figure 1.5: A closer look at the Preset Details section

1.Document Name

2.Save Preset

3.Width and Height

4.Units

5.Orientation

6.Pages, Facing Pages, and Start #

7.Primary Text Frame

8.Columns and Column Gutter

9.Margins

10.Linked Chain

11.Bleed

12.Slug

13.Unlinked Chain

14.Preview

15.Create or Close

1. Document Name

The first editable field is for the new document name. The default generic name is listed until it is changed.

Tip: It is a good habit to give a descriptive name to any new document so that it is easier to find later.

2. Save Preset

The box with the downward arrow symbol indicates the option to save your settings into a preset for future use. If you are going to use or design documents with the same custom settings, you can create a faster workflow by saving your setting into a preset for a quick launch option.

3. Width and Height

Next is the Width and Height of your document. You can type in specific numbers or use the upward and downward arrows to adjust the size of your document (See Figure 1.6).
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Figure 1.6: The units of measurement avalable for selection in the document.

4. Units

The Units section has a dropdown arrow that opens a list of available units of measurement. The premade templates will change the units when selected.

Note: The default unit is Picas. You can change the default measurements in the Preferences window. This action is shown in the Quick Skills section.

5. Orientation

The icons with the person in a portrait or landscape box represent the Orientation of the page. Selecting an icon will change the Height and Width numbers accordingly.

6. Pages, Facing Pages, and Start #

Next is the Pages field. You can type in the number of pages required for the new document. Choose Facing Pages if you want to create a document layout like a book, with the pages facing each other, or a single page(s) document. For example, a booklet has pages that face one other (like a spread), whereas a two-sided flyer consists of two single pages that do not face each other. The Start # is the page number you would like your document to start with.

7. Primary Text Frame

The Primary Text Frame checkbox adds a starting text box to your document.

8. Columns and Column Gutter

The Columns and Column Gutter set up your document with the selected number of columns and space between the columns.

Note: The column options can be used for more than just body copy. For example, when designing a book cover with a Spine, you can set the document for two columns and the gutter as the width of the spine.

9. Margins

In the Margins section, you can set the amount of space you would like between your workspace or live area and the edge of your page or document. The next fields change depending on if you have Facing Pages selected. If this checkbox is not selected, you will see options to adjust the Top and Bottom and Right and Left margin spaces for individual pages.

If Facing Pages is checked, the right and left options will change to Inside and Outside margins. The terms “inside” and “outside” are used instead of “right” and “left” because of the multiple-facing page document. For example, if you have two pages of a book facing each other, there will be an inside margin where the two pages are side-by-side and an outside margin along the opposite edge.

10. Linked Chain

The Linked Chain icon represents a toggle where you can link together a group of settings so they are the same or so they can be changed at the same time. A broken chain indicates the fields can be adjusted individually.

11. Bleed

The Bleed setting is important for any design that will be printed and has graphics or text extending to the edge of the page. Presses and printers require extra space around the edge of the pages, as they cannot print ink to the edge of the paper.

To print a design with graphics that extend to the edge, the paper needs to be trimmed. The bleed refers to extra space around the sides of the paper that will be trimmed so you know where you can extend your graphics. At press, cutting paper is not exact, so adding a bleed will prevent any blank paper showing along the edge once it is trimmed.

12. Slug

A Slug is extra space outside your document area where you can include notes or instructions. They are outside of the live and bleed areas and will not be part of your final design. You will have the option to include a slug in your export if you want to send the slug information and instructions with your design. This is typically done if special instructions need to be conveyed to the prepress workers at a printer press.

BRIEF REVIEW OF TERMS


Spine – The width of the book, including binding materials.

Bleed – Extra space, past the trim of the document page, that will be trimmed when the paper is cut to size. A portion of the image or graphic is extended into this space to ensure that no white space is visible after the page is trimmed

Slug – Extra space outside of the document used to show instructions or notes for the printer that will not be printed



13. Unlinked Chain

An Unlinked Chain symbol indicates that the connected fields can be changed or modified independently.

14. Preview

The Preview checkbox will, when selected, show a live preview of how your document will look with the settings you have entered.

15. Create or Close

Click Create to make your new document or Close to close the window without creating a new document.

Once you have filled in the settings, click the Create button to make your new document.

Opening an Existing Document File

To open an existing file, select the Open button from the left menu on the Welcome Screen, or use one of the other available options, such as the top menu bar or key commands. With InDesign open, you can also drag-and-drop your InDesign file onto the Welcome Screen to open it directly.

Once clicked, the Open Window or Open a File window will appear. This window will look like a typical Open a File window used by different operating systems and programs (See Figure 1.7).
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Figure 1.7: Windows Open a File image

Navigate the fields in the Open a File window to find the location of your InDesign file on your computer.

Note: When naming and saving your files, it is good practice to use a descriptive name and a chosen location to easily locate them later.

The main file extension for InDesign is .indd, although there are other file extensions that InDesign can open. Your OS may or may not show the file extension, but any file that can be opened in InDesign will be shown and able to be selected.

Once your file is selected, click Open to launch your file in InDesign.

1.2 – The Workspace Overview



The workspace/interface for Adobe InDesign is dynamic and can be customized to fit different configurations. Because of this, it is important to know that most tools, panels, and menu items can change location or be hidden. However, at any time, the workspace can be changed back to the original default setting.

Note: Some of the terminology of the interface elements has changed over time and you might see them named differently in other sources. This is acceptable, as the names might have changed over time, but their function has not.

Much information and many selections are in the application workspace. This book focuses on the basic menus, options, and tools to get you started.

Getting Started

Once a new document is created or an existing file is opened, InDesign will open with the document in the center area of the screen. This is your workspace. It consists of groups of menus, tools, and panels and is fully customizable. This workspace group is also referred to as the Application Frame. For this book, we will continue calling it the workspace.

Note: InDesign looks slightly different in the Mac and Windows versions, but has the same features and functions. You can accomplish the same tasks regardless of which OS you are using.

One of the differences between the Windows and Mac versions of InDesign is the top Application Menu bar. In the Windows version, it is included within the workspace group and moves or resizes along with the application frame. In macOS, the top application bar is separated by default and moves independently from the application frame (See Figure 1.8).
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Figure 1.8: Windows version showing the connection of the top application bar and Application Frame (top) and Mac version showing the disconnect of the top application bar and Application Frame (bottom).

 Workspace Presets

Once a document is created or opened, we now need to change from the current default workspace setting. InDesign opens the Essentials workspace by default. This is a slimmed-down workspace with many of the menus hidden to make it more streamlined for new users. We need some of these hidden items to be revealed for the work on our projects and to match your workspace to the book images and mini tutorials.

InDesign has a list of premade presets available for selection. It also can save a custom workspace that you can configure for future use.

Note: Changing the workspace preset settings changes the active workspace to reveal additional menu options. Because the InDesign Workspace is fully customizable, most of the menus, tools, and panels can be moved or hidden as well.

Note: InDesign is “smart” and remembers your workspace layout from your last session. You can use a premade reset, save preset, reset a workspace to quickly change, or revert to a desired workspace.

BRIEF REVIEW OF TERMS


Application Frame - A grouping of the workspace elements that all move and resize together as one window



The easiest and fastest way to do this is to change from the Essentials workspace to the Typography workspace preset.

In the upper right portion of the current Workspace is a dropdown menu with Essentials and a downward arrow. Click on the dropdown menu, and a list of workspace presets will show. Now select the Typography option (See Figure 1.9).

[image: ]

Figure 1.9: The location of the workspace settings. The location on the right side of the Application menu (left) and the workspace dropdown selections that includes the typography selection (right).

 You should now see that the workspace has changed from the initial Essentials to the Typography workspace, with some menu items and panels now appearing or changing (See Figure 1.10).

[image: ]
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Figure 1.10: The Essentials workspace (top) and the Typography workspace (bottom)

If at any time a menu, tool, or panel is not showing or is moved, you can always return to the workspace presets and select the Typography preset to reset the workspace. This can be done with any of the premade or saved workspace presets.

The Workspace

Once we have selected the Typography preset, we can take a closer look into the item groups that make up the workspace, as shown in Figure 1.11.

[image: ]

Figure 1.11: Overview of the Typography preset

1.Application Menu Bar (left)

2.Control Panel or Option Tool Bar

3.Tools Panel

4.Document Window

5.Panel Group

6.Status Bar

7.Application Menu Bar (right)

1. Application Menu Bar (left)

Depending on your OS, the Application Menu Bar (left) may or may not be attached to your Workspace/Application Frame. However, most of the menu options remain the same. This menu will include most of the important settings, options, and views you will use when working within InDesign (See Figure 1.12).

[image: ]

Figure 1.12: PC (top) and Mac (bottom) Application Menu Bar

Although this menu will have the same selection across InDesign OS versions, some of the menu items might be located under different selections. For example, the Preferences selection is under Edit for the Windows OS and under InDesign in macOS.

2. Control Panel or Options Tool Bar

The Control Panel will change depending on what tool you have selected from the Tools Panel. With the Selection Tool active, for example, the Control Panel will show settings and options needed for the Selection Tool (See Figure 1.13).

[image: ]

Figure 1.13: The Control Panel shows the settings and options necessary for the Selection Tool.

If we activate the Type Tool, the Control Panel will change to the settings and options required for the Type Tool (See Figure 1.14).

[image: ]

Figure 1.14: The Control Panel changed to the settings required for the Type Tool

3. Tools Panel

The Tools Panel groups most of the tools you will use for your designs. It includes tool settings and adjustments, along with Document Window view options.

Some tool icon buttons have a small triangle in the bottom right corner, which indicates there are more tools stacked within the icon button. To view the additional tools, click on the icon and hold the mouse button to expose a dropdown menu of the additional tools (See Figure 1.15).

[image: ]

Figure 1.15: Click and hold to reveal a dropdown menu of additional tools.

4. Document Window

Your active and opened documents will be displayed in the Document Window. This is where you will do most of your design work on your document (See Figure 1.16).

[image: ]

Figure 1.16: The Document Window

If you have multiple documents open, they will be tabbed in the upper left side of the Document Window. From here, you can quickly switch between your open documents. Click X to close your document (See Figure 1.17).

[image: ]

Figure 1.17: Multiple documents tabbed in the Document Window

Unit measurements are also part of the Document Window. If you right-click on the ruler, you can select new units of measurements. You can adjust the height and width individually or together (See Figure 1.18).

[image: ]

Figure 1.18: You can adjust the unit measurements by right-clicking on the ruler.

5. Panel Group

The Panel Group is a group of collapsible panels that show settings, adjustments, and actions to take when designing. Open these panels to reveal important tools and settings by clicking on the icon button. Click it again to close the selected panel (See Figure 1.19).
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Figure 1.19: The Panel Group is collapsible.

Some of the panels show the same functions as the Control Panel, but the Control Panel also works independently of your active tool. The organization and grouping of the Panel Group makes it fully customizable to your workflow.

Note: If at any time you cannot find a panel that you are looking for, go to the Application Menu Bar (left) and click on View to select the Panel to open.

6. Status Bar

The Status Bar is located at the bottom of the Document Window. This houses the page zoom and number controls for navigation. It also holds a multiple document view. Another feature is the Preflight Check Indicator, which shows the status of the document and whether there are any errors within the document when it is exported for upload or print (See Figure 1.20).
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Figure 1.20: InDesign’s Preflight Check Indicator shows the status of the document. 

7. Application Menu Bar (right)

The Application Menu Bar (right) is mostly the same between OS versions, although it does have some differences. The main feature of this menu bar is the Workspace dropdown list of premade or custom workspaces (See Figure 1.21).
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Figure 1.21: Part of the Application Menu Bar showing different workspaces: Windows OS (top) and macOS (bottom)

When first learning InDesign, using the list of default workspace presets is a good place to start. These presets allow for a quick change in the application window by showing the more commonly used menus and panels associated with different tasks. Remember that some of these preset workspaces might not show all the available menus.

You can customize your own workspaces and save them for future use so that they fit your workflow.

1.3 – Customization



You will want to customize your workspace to fit your individual workflow. There are a few ways you can customize your workspace, including moving the location of menu bars and panels. Once you set up your workspace, you can save it as a preset. You can also save multiple workspace presets. This will enable you to quickly change to them for future projects.

Tip: Streamline your workspace by regrouping and rearranging the tools you use most for quick and easy access. Then save your customized workspaces for future use.

One of the common frustrations for new users is not understanding how the customization and flexibility of the workspace works. Accidentally moving or closing tools and panels can hide them from view or change their remembered location. Before we start working on the projects, it is helpful to understand how the customization works, how to find the tools and panels you are looking for, and how to reset the workspace.

Docking and Undocking Panels

Most menus and panels within InDesign can be undocked and moved to float individually or re-docked to another part of the Workspace or Panel Group.

BRIEF REVIEW OF TERMS


Dock/Undock – Allows you to group, ungroup or move panels and menus to a different location or grouping.


 
A double-dotted line on a panel indicates that you can pull the panel away from where it is located and move or Dock the panel in a different location or grouping.

To Undock and move the panel, click on the dotted line, and hold the mouse button down. Then, move the panel to a new location and release the mouse button (See Figure 1.22).

[image: ]

Figure 1.22: Undock and move the panel by clicking the double-dotted line.

The released panel will remain floating, or you can re-dock it in the original position, or even dock the panel into a new location. To see new locations where you can dock the panel, click and hold the mouse button on the dots again and move the panel to the side of another panel or application window. If a blue line appears, then you can dock the panel to this location (See Figure 1.23).
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Figure 1.23: A blue line indicates the panel can be docked to that location. The two dotted lines indicates the panel can be undocked

You can only dock a panel when you see the blue line. Once you see a blue line in the new location, release the mouse button. The panel is now docked into its new location. Not all locations are available to all panels.

Grouping, Rearranging, and Expanding Panels

Panels in the Panel Group have two dotted lines at the top of the panel and can be removed and docked into different locations. These panels can be grouped or collapsed for quick access.

There are additional panels that are not part of the preset workspaces. To open and dock these panels, select the Window menu option from the Application Bar. A dropdown window will open with a list of selections. In Figure 1.24, the arrow on the right is pointing to the additional menu options.

[image: ]

Figure 1.24: Additional menu options under the Window menu option

 Select a new panel from the list. If you select one that is already in the workspace, it will open in place. The new panel will show fully extended, floating in the middle of the Document Window.

If you open a panel that has two or more panels grouped together, you can easily switch between them using the tabs at the top of the panel (See Figure 1.25).

[image: ]

Figure 1.25: Tabs allow you to switch between panels.

The double arrow icon (>>) in the upper right corner indicates that the panel is collapsible. This helps save space when you are not using the panel. Click >> again to expand the panel to show the tools. The double-dotted line shows that the panel can be docked to another panel group or can be used to create a new grouping (See Figure 1.26).
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Figure 1.26: The “>>” symbol indicates the panel is collapsible, where the double-dotted line indicates the panel can be docked or undocked.

You can also undock a panel from a group by clicking on the name icon button and dragging it out of the group. You can then dock the panel back in its original group or on its own (See Figure 1.27).
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Figure 1.27: Re-docking a panel to its own group

Panels that are grouped together will show as one unit or as a tab, while docked panels that are not grouped will have a separation line (See Figure 1.28).
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Figure 1.28: Undocked panels collapsed (top) and expanded and redocked (bottom).

The panels can be further collapsed and resized. To do this, hover your cursor over the edge of the panel until you see a white double-edged arrow. Now you can stretch the panel or collapse it until just the icons are showing (See Figure 1.29).
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Figure 1.29: Reveal icons by stretching out a panel.

Click the icon or name of the panel to open or close it at any time. Click the double arrow in the upper right corner to extend the panel. When the panel is floating, click the upper right X to delete the panel from the workspace. You can open the panel again from the Windows menu.

With docking and grouping, you can fully customize your panel group to fit your workflow. You can set your workspace to have quick access to the panels and tools you are designing with (See Figure 1.30).
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Figure 1.30: Quick access panels

The default preset workspaces have the tool panel in one line. This bar can be collapsed into two columns by clicking the arrows. With this option, the tools are closer together. However, it takes space away from the Document Window (See Figure 1.31).
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Figure 1.31: Collapsed bar into two columns

When the Tool Panel is floating, it can be turned into a horizontal layout. Click the double arrow icon to toggle the orientation (See Figure 1.32).
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Figure 1.32: Floating Tool Panel in a horizontal layout

Depending on the size or resolution setting of your screen, you may want to change the Tool Panel to fit the screen size and your workflow.

Saving the Workspace Customization

Once you get your workspace to where you like it, you can save the workspace for quick access or reset it for future use (See Figure 1.33).
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Figure 1.33: The workspace

Save your workspace by clicking on the Workspace Switcher on the right side of the Application Menu Bar. From the dropdown, select the option for New Workspace… to bring up the New Workspace window. Name your new workspace and select what customizations you want to capture in the workspace (See Figure 1.34).
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