
Opening a New File

Under File -> New

Choose Letter size - 8.5 x 11

Choose CMYK (this will display colors as they will 
be printed. RGB would display colors as they ap-
pear onscreen only) under Advanced Options.

Changing Units

Under Illustrator or Edit -> Preferences -> Units

Set Units as inches for best understanding.

Command+R (Mac) / Control+R (PC) will give you 
a ruler on the screen.

Changing Stroke and Effect Scaling (so when you 
resize the strokes either do or don’t resize)

Under Illustrator or Edit -> Preferences -> General 
(it’s a checkbox on the General page)

Also - it’s not necessarily a bad thing. sometimes 
you might want it, sometimes you might not, it de-
pends on what you’re building.

How to Resize and Duplicate your Document

You can either click on Document Setup on your 
hot bar (the horizontal tool bar under the menu 
items), or you can choose the tool that looks like 
this. It will allow you to resize your artboard man-
ually by clicking the edges and pulling, or if you 

just press your “Enter/Return” key it will give you 
a window you can inout a new size to. This button 
will also allow you to create multiple artboards. just 
draw a new one new to the one you already have 
with your cursor. When you press enter you can 
determine the size. You can also duplicate your 
artboard with all of its content by pressing “Option/
Alt” while you click and drag your artboard. To Du-
plicate while keeping the artboards level with one 
another press “Option/Alt” + “Shift” + click and 
drag. You can delete the artboard by just clicking 
on it to select the one you want to delete and click 
the delete button on your keyboard. Multiple dart-
boards can act like multiple pages when you cre-
ate a pdf, or you can use it as I did just to organize 
segments of something you are working on.

Quick keys: 

Duplicate = “Option” / “Alt”, click and drag

Duplicate and Keep Aligned = “Option” / “Alt” + 
“Shift” + click and drag

Bezier Points, Grouping, and Selection Tools

Anything you create in Illustrator is made by con-
necting a series of points, called Bezier points. 
When you create a shape like a rectangle, you can 
see that it is constructed by four points. You can 
select individual points with your white direct se-
lection arrow (A) whereas the black selection ar-
row (V) selects the full shape. The black arrow will 
also select a full group of items (you make a group 
by clicking “Command/Control” and “G” togeth-
er), whereas the white arrow tool will still select 
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individual points if you click directly on them. If 
you click on the center of a filled object with the 
white arrow, it will select the full object and all of 
its points. 

Quick keys:

Group Items = Select the items with the black ar-
row and then press “Command” / “Control” + “G”

Ungroup Items = Select the items with the black 
arrow and then press “Command” / “Control” + 
“Shift” + “G”

Moving around your Artboard

With the black arrow selected, press “Spacebar” 
or “H”, click and drag.

Or select the hand icon in the lefthand toolbar.

Undo Quick Keys and History

“Command” / “Control” + “Z” is now your best 
friend to undo an action. Note that when you 
continue pressing this key combination you don’t 
“redo” an action, you keep going back in history. 
To redo an action press “Shift” at the same time.

Changing Colors

On the lefthand tools bar there are squares repre-
senting the fill color and the outline color. You can 
toggle these back and forth by pressing “X”. 

Double-click the one you wish you change and a 
color window will pop up (You will only change the 
color objects you have pre-selected or have not 
yet drawn). You can change the colors you see 
by moving the diamond along the hue spectrum 
in the middle. You can create your own color by 
putting in the percentage number of (C)yan (M)
agents (Y)ellow and Blac(K) you want. Also note 
that when you just select a color from the spec-
trum on the right that is particularly vibrant you 
might see a little warning sign with an exclama-
tion point appear in the top right. This is because 
you have selected a non-printable color. Click the 

warning and it will give you the closest color that 
is printable.

Swatches

To see a preselected range of colors for your use, 
go to Window in the top menu and select Swatches 
from the dropdown. You can also access a huge 
library of swatches based on themes. To do this 
go to the small Swatches window you have just 
opened. Click the small button in the upper right 
that looks like a downward facing arrow with four 
lines next to it. Select “Open Swatch Library” and 
select a theme. It will open up the library for you to 
pick and choose your colors.

Adding a swatch

Open up the Swatches window as described 
above. Using the fill on the lefthand toolbox, se-
lect whatever color you wish to add. Then click 
on the fill box and drag your desired color into the 
Swatch window. It should add your swatch. Alter-
natively, at the bottom of the Swatch window there 
is a “New Swatch” button that you can find by 
hovering over the options. 

Shapes

To create a shape such as a rectangle, simply se-
lect the shape tool from the lefthand toolbox (M). 
Other shapes than rectangles can be found by 
clicking and holding down the shape tool option 
on the toolbox. Once the shape is selected you 
want, click and drag on your artboard to draw the 
shape. If you press “Shift” while drawing, it will 
constrain the shape to make a perfect square or 
circle. 

Shapes of Particular Size

If you want a shape of a particular size, or you 
want to change the parameters of a shape, such 
as how rounded the corners of a rounded rect-
angle are, simply select the shape tool you want  
from the lefthand toolbox, and double-click on 
your artboard. 



Stroke/Outline

You can change the color of your stroke as men-
tioned above, but you can also change the thick-
ness of your stroke.

Under Window -> Stroke

This should pop up a small window. By clicking 
the button on the top right (looks like an arrow and 
four lines) you can show more options. 

The weight is your line thickness. You can enter 
in a specific weight, or select a weight from the 
dropdown. 

You can change how the stroke appears by chang-
ing the cap, the corner, or the alignment. 

Dotted Lines

The Stroke window also gives you the ability to 
make dotted lines. If you click “Dashed Line” in 
the Stroke window any stroke will become dashed. 
You can change the width of the dash by changing 
the point value you see listed in the first “dash” 
window. You can also create an irregular dash by 
adding different point widths in the following “gap” 
and “dash” windows. 

Arrows

There are many ways to create arrows in Illustrator.
Using the Stroke window above, you can add ar-
rowheads to the beginning or ending of any line 
by just selecting the arrowhead you want from the 
dropdown.

To make a simple triangle arrowhead you can 
draw a square by selecting the rectangle tool (M) 
from the lefthand toolbox. Hold down shift as you 
a making the rectangle to constrain it to a square. 
Then select your white selection arrow (A) from 
the lefthand toolbox. Click on one of the corners 
of the square and delete it. This makes a triangle. 
You can alter its appearance by using the white 
arrow selection tool (A) to move around the points. 
Or rotate it by selecting the full shape with your 

black selection arrow (V) from the lefthand tool-
box, then hovering over a corner until you see a 
curved arrow. You can then click and rotate the 
arrow. If you hold down shift while rotating you will 
rotate the arrow only at 45˚ angles.

To make a triangle, you can select the “Star” tool by 
clicking the Rectangle tool (M) from the lefthand 
toolbox and holding to see a dropdown. Select the 
star tool. Then doubleclick on your artboard and 
you can select the number of points on your star. 
Three points makes a triangle. 

To add a pre-designed arrow, go to Window -> 
Brushes. Select the button at the top right of the 
Brushes window (looks like an arrow and four 
lines), go down to “Open Brush Library”, and then 
select “Arrows”, and then “Arrows_Standard”. To 
utilize any of the arrows in this library, simply drag 
and drop the arrow you want onto your artboard. 
To change the color of your arrow, simply used the 
white arrow selection tool (A) on the lefthand tool-
box to select the arrow first, then you can change 
the color using the lefthand toolbox. 

Type

To add type to your artboard, select the Type tool 
(T) from the lefthand toolbox, then click on your 
artboard. Be sure not to click on a shape, or a line 
you have already drawn at this may convert you 
shape to holding the type. To create a type box, 
select the Type tool and then click and hold on 
your artboard. You can then draw the shape of the 
type box you want. 

Altering Type

To alter your type, go to Window -> Type & Tables 
-> Character. This opens up a window that will al-
low you to change the typeface and size, as well 
as make other modifications if you show all of the 
options by clicking the top right button (looks like 
arrow and four lines) on the Character window. Be 
sure not to ever stretch your type! If you are resiz-
ing by clicking a corner and pulling the selection 
larger, be sure to hold down shift so any changes 
you make to the size are proportional. 



Paragraphs

If you are making paragraphs of type, you can al-
ter the paragraph style by going to Window -> Type 
& Tables -> Paragraph. If you select the button on 
the lower right hand side of the window, all of your 
paragraph boxes will display the type on a grid so 
all or your paraagraph lines will line up together.

Glyphs

If you need to add in a character symbol such as 
alpha ɑ, beta ß, or the degree symbol ˚, but don’t 
know how to find it, you can view all the glyphs of a 
particular typeface by going to Window -> Type & 
Tables -> Glyphs. Doubleclick the glyph you want 
and it will appear in your typing. 

Alignment

If you select any two or more text boxes or shapes 
with the black selection arrow, you can align them 
on any side using the align tools found under Win-
dow -> Align. You can also center or distribute 
shapes in this way.

Image Trace

You can expedite tracing an image into vector 
shapes by utilizing the Image Trace tool found un-
der Object -> Image Trace -> Make and Expand. 
You can alter the “exposure” of the black and 
white outline by going to the tool bar under Win-
dow -> Image Trace and moving the arrow bar to 
alter the Threshold.   


