
ADOBE ILLUSTRATOR
PROGRAM BASICS

DOCUMENT SET UP
Adobe Illustrator is primarily used for vector and logo design. Illustrator is a vector 

based application, which means a design can be the size of a business card but also 
be printed to the size of a billboard with no loss of quality.

STEP ONE:
-Open Illustrator
-Select CREATE NEW from the start 
up window.
-Choose INCHES from the drop 
down menu to more easily set a 
standard size.
-Set your size in the WIDTH and 
HEIGHT boxes. (start with 8.5" x 
11" a standard size sheet of paper.
-Select CREATE.

ADDING ELEMENTS
You can add images, color shapes, decorative lines, text, and more to your document. 

STEP ONE:
-Open Illustrator
-Create a new
document.
-Select the TYPE
TOOL from the
left toolbar.
-Click on the
document and
drag the size
text box you
want.
-The tool will automatically add highlighted, gibberish text to the box.
-Start typing to edit the text.
-Change the text CHARACTER, STYLE, and SIZE in the top menu bar.



CREATING SHAPES:
-Try adding lines and shapes to
your document.
-Select the RECTANGLE
TOOL from the left toolbar.
-TIP: Hold down the triangle in the
bottom right corner of the tool to
prompt a menu to pop out with more
shape options. To create a circle, select
the ELLIPSE TOOL. Hold SHIFT while
you draw the shape to create a circle,
rather than an oval.
-Click on the document and drag your
 mouse to create the shape. 

-Double click the top color box in the left toolbar to select a color for the FILL of your
shape. The top color box edits the FILL of the shape, the bottom, outline box edits
the STROKE, or outline, of your shape.

FILL COLOR

STROKE COLOR

SELECT YOUR SHAPE COLOR HERE

-Select the SELECTION
TOOL, or the black arrow,
from the left toolbar to
click the shape and move it
around your page.

-TIP: Use shapes to block out areas
and emphasize text, images,
headers, or similar. Shapes can
help divide up the space in an
interesting way.
-Try overlapping your text box and
shape. With the SELECTION
TOOL, right click the shape.
Select ARRANGE from the menu
that pops out and SEND TO
BACK from the secondary menu
that pops out.
-Move the text over the shape to
create an interesting look.



ADDING IMAGES:
-Try adding images to your document.
-Simply drag and drop images into your document from your computer.
-With the SELECTION TOOL click on your image, hold the SHIFT key, and
drag the corner of the image to resize it. If you don’t hold SHIFT when you resize 
the image it will not resize in proportion.

Hold your shift key and drag the corner to resize.

EDITING AND EMBEDDING IMAGES:
-When you select an image in your Illustrator document, you will see options pop up 
in the top menu bar.
-EMBED: Unlike Photoshop, images are not saved directly into Illustrator files, 
instead they are linked to the location they are saved on your computer. That means, 
if you move the image you added to your Illustrator document, the link connection 
will be broken. Next time you open your document an error message will pop up 
and your image will disappear from your document. You can opt to EMBED your 
images, which saves them in the document, but that greatly increases file size. The 
EMBED option will come into play in the future, but for now leave your images un-
embeded to prevent your file from being too large and to enable editing.
-EDIT ORIGINAL: This option will open up the application you have set to 
automatically open image documents. If you don’t have Photoshop as your default 
application, skip this step and read below on editing images using Photoshop.
-CROP IMAGE: You can easily crop your image in Illustrator. However, after you crop 
your image, Illustrator will automatically embed your image into the document. This 
will create a large file size. After cropping, select the image and click UNEMBED in 
the top menu bar (once your image is embedded the EMBED option turns into 
UNEMBED). This will open a window that asks where to save a Photoshop version of 
the file. Save to the location where other images for this document are saved.



EDITING AND EMBEDDING IMAGES:
-Illustrator doesn’t have the photo editing capabilities that Photoshop has, but 
because they are from the same program you can edit your image in Photoshop 
and it will automatically update in Illustrator.
-To edit an image you have added to Illustrator, simply open the file in Photoshop, 
edit it, and save it (it needs to overwrite the original image in order to update in 
Illustrator.)
-Once you complete your edits, go back to your Illustrator document and a 
message should pop up that says “Some files are missing or modified in the Links 
panel. Would you like to update them now?” Click YES and your image will update.

DECORATIVE ELEMENTS
TYPING ON A LINE OR CURVE:

-Illustrator works well with adding text to a document. There are multiple ways to 
edit your text in Illustrator.
-If you try to turn your text box vertically, the text will stack rather then flip. To type 
vertically, you have to draw a line then type on the line.

-Select the LINE SEGMENT TOOL from the left tool bar.
-Click on your document and draw a vertical line (hold shift while drawing).
-Select the TYPE TOOL, click and hold the triangle in the bottom right corner 
of the tool icon, select TYPE ON A PATH TOOL from the menu that appears.

-Click on the line you drew and a text box will appear!
-Type your text. Don’t forget you can change the CHARACTER, STYLE, and 
SIZE in the top menu when the TYPE TOOL is selected.

After you type your text and click away from the 
text box, the original line will disappear, leaving 

just your vertical text. 



TYPING ON A LINE OR CURVE:
-The TYPE ON A PATH TOOL also works for typing on curves.
-Simply select the RECTANGLE TOOL from the left toolbar, click and hold the
triangle in the bottom right corner of the tool, and select the ELLIPSE TOOL from
the menu that pops up.
-Click on your document, hold the SHIFT key on your keyboard, and drag your
mouse to draw a circle. If you don’t hold shift you will create an oval shape.
-Select TYPE ON A PATH TOOL from the TYPE TOOL in the left side toolbar.
-Click on the edge of the circle and a text box will appear!
-Type your text, edit the CHARACTER, STYLE, and SIZE in the top menu.

-After editing your text, select the SELECTION tool, or the black arrow, from the left
toolbar.
-Click on the text. Two lines intersecting the circle will appear (or it may look like
one line if they are overlapping). Slide these along the circle to move your text
along the outside edge to place it where you want on the circle.



DECORATIVE LINES:
-One of my favorite parts of
Illustrator is how easy it is
to create decorative lines.
-Lines can be used to draw
attention to a specific area,
to divide space, emphasize
headers, or to simply add a
decorative element.
-Start by selecting the
paintbrush tool.
-Set a color in your stroke
box (the lower color box in
the left toolbar).
-Draw a line with the
paintbrush.

-Click on WINDOW in the top menu.
-Click on BRUSHES to open the brushes panel.
-In the bottom left corner of the brushes panel, click the icon with books to pull up
the BRUSH LIBRARY.

-This brings up a menu of various brush styles already stored in Illustrator.
-To turn your line into an arrow:

-Click the line you drew with the SELECTION TOOL.
-Click on the BRUSH LIBRARY icon, then ARROWS, and select which style
arrow you want to try out. For example, select ARROWS_STANDARD to
bring up a second brushes panel with arrow options.
-Click on one, your line will turn into an arrow!

-Go through the library to try out different styles for your lines. I also regularly use
the ARTISTIC options in the brush library.



FINISHING UP:
-Once you are all finished with your document go to FILE, SAVE AS.
-Title your document and save it as a .AI file, or an Illustrator file. I always save a
copy as an Illustrator file to allow me to edit my documents if needed.
-To save as a PDF go to FILE, SAVE AS, title it if needed, then select PDF from the
FORMAT drop down menu.
-If you need to save your document in a JPEG format you have to export the
document.

-To do this go to FILE, EXPORT, SAVE FOR WEB (LEGACY) from the menu
that appears.
-Set the pixel size on the right hand side of the document.
-TIP: For the web, pixels should be between 1500 and 2500.
-Click SAVE.

SAVING YOUR DOCUMENT
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