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Layout - left toolbar
Contains tools like textbox, mediabox, line etc.

Textbox tool 

Mediabox tool 



Layout - top toolbar
Edit size, style, color of textboxes, mediaboxes and other items 

Mediabox editing

Textbox editing (Tab 1)

Textbox editing (Tab 2)



Layout - right toolbar
Add pages, add layers, change colors, etc. 

Add pages and create master pages

Add layers   

Change colors



First Steps

1. Open InDesign
2. Go to ‘File’ – ‘New’ – ‘Document’
3. Select the settings for your document (you can 

change the settings later)
4. Click ‘OK’

Important!
Make sure you save your InDesign file and all media you 
link to the file (images, video etc) in the same folder. 



Textbox (Type tool)

1. Click on the ‘T’ in the toolbar on the left
2. Click and drag on the document to create a textbox
3. You can now write into your textbox
4. In the toolbar at the top you can change the font, 

alignment etc. In the toolbar on the right you can 
change the color of your text

 
You can let text flow from one textbox into another 
textbox on the same or the next page:

1. Fill the textbox with text
2. Make the textbox smaller
3. Now click on the red ‘+’ button at the bottom right of 

the textbox
4. Now either click on  another textbox to add the text 

there (or click and drag to make a new textbox to put 
the overset text there)

Important!
Make sure to deselect the tool when you are done using 
it by clicking ‘v’ or clicking the black arrow in the toolbar 
on the left.



Mediabox (Frame tool)

1. Click on the square with the cross on it
2. Click and drag on the document to create a media 

box
3. Press ‘v’ or click on the black arrow to begin editing 

your media box
4. Select the media box and press ‘cmd d’ or go to ‘File’ – 

‘Place’
5. A new window opens where you can select the file 

you want to put in your media box
6. Click ‘OK’

Important!
Make sure to deselect the tool when you are done using 
it by clicking ‘v’ or clicking the black arrow in the toolbar 
on the left.

Note
You can change empty mediaboxes into textboxes (and 
vice versa) by selecting the text tool and clicking on a 
media box or selecting an empty textbox and placing 
media in it. 



Shapebox (Rectangle tool)

1. Click on the square without the cross on it
2. Click and drag on the document to create a shape 

box
3. Press ‘v’ or click on the black arrow to begin editing 

your media box
4. Select the shape box and select a color to fill the 

shape or color the stroke

Important!
Make sure to deselect the tool when you are done using 
it by clicking ‘v’ or clicking the black arrow in the toolbar 
on the left.

Note
You can add text to shape boxes. Select the type tool and 
click on the shape box. Then start typing.



Layers

You can use layers to add background images or colors 
into the document on one layer, then add another layer 
to edit text and other images. 

You find the layers tool on the toolbar on the right side.

Click on Layers and add a new layer at the bottom right 
of the layers window. 



Add pages

You can add more pages to your document on the 
toolbar on the right side under pages. 

There at the bottom right is a button to add more pages.



Master pages

You can create master pages to add items like page 
numbers or background colors to all pages in the 
document. 

1. Go to ‘Pages’ 
2. Double click the page next to ‘A master’. 
3. Then go back to the document (which should now be 

empty) 
4. Add background color, page numbers and other 

items you want to appear on every page in the 
document at the same position on every page

5. When you are done go back to the pages window 
6. Double click on the page with the ‘A’ on it
7. Then go back to the document to view the effects of 

the masterpage

If the changes from the master page do not show up 
then right click on the master page in the pages window 
and click ‘Apply master pages’ then apply to all pages. 
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Create guides

You can create lines on the document to use as guides 
for your boxes. 

1. Click on the ruler (at the top and the left of the 
window)

2. Drag over your document
3. Then let go

You can add as many lines as you want and change their 
position with click and drag later.

Important!

The lines will not show up in your exported document.

If you want the guides on all pages in the same position, 
create the lines on the master page.

For lines not on master page:
If you don’t accidentally want to move the line, add a 
layer and lock the layer with the guide lines on it).   



Add page numbers

You can add page numbers to your document (preferably 
on the master page to have it in the same position on 
every page).

1. Make a textbox in the position you want the page 
number to be

2. Then go to ‘Type’ – ‘Insert special characters’ – 
‘Markers’ – ‘Current page number’ 



Export as PDF

Export your document as PDF.
1. Click on ‘File’ – ‘Export’
2. A new window opens
3. Now give your file a name, change the destination if 

necessary and select the format you want to export 
your file in

4. Click ‘Save’
5. A new window opens
6. Now change settings if necessary
7. Click ‘OK’
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