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Illustrator 101 

1. New File  

Click File > New and you’ll see a dialog box with a huge selection of options. 
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You can choose whether to make document for the purposes of print, web and others. Based on 

whichever you choose Illustrator will configure its setting to maximize the quality of the file. 
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2. Artboard 

Once you your file you can choose the artboard icon on the left toolbar to add or change your current 

artboard. This is hand if you have several pages of work to complete in a single file. 
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3. Shapes & Color 

You can choose a selection of types of shapes curves from the left hand panel. If you hold down your 

mouse a larger display of shapes will appear.  

One the right hand toolbar you’ll see a Swatch panel of colors as well as a color customizer that allows 

you to change the hues of your selected color. 

4. Shape Builder 

An easy way to 

create objects is to 

use the Shape 

Builder tool to 

integrate shapes in 

order to make a 

different object. 

Just make sure 

that all your 

objects are 

properly touching 

and there is no 

space in between 

the anchor points! 
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Select all desired shapes. Then click on the Shape Builder tool. 

 

When you hover your mouse over each shape, the shapes will appear with grey fill. Drag your mouse to 

connect the two desired shapes. In this case from the smaller bottom circle to the larger right circle. 

 

You can then fill in each newly developed shape with your Swatch board on the right toolbar. 
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5. Clipping Mask 

We will now use the type tool and then insert a random image into our illustrator file.
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Readjust the image so that the picture or backdrop is behind the text. Then select both layers and right 

click to select Make Clipping Mask. 

 

Now we have created a text with a customized fill using an image we imported! 
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6. Save As 

To save, simply click File > Save as  

 

The Save As dialog box gives you the option of saving as an illustrator file or pdf, and other file formats. 

It’s important to note that pdf, like .ai files keep the layering content so that when you bring the files 

back to illustrator, the application distinguishes between your shapes and objects (as opposed to flatting 
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the image like a jpeg). 

 

7. Export 

If you want to save your file as a jpef, tiff, png, or even a Photoshop .psd file, go to File > Export 

  

Illustrator is incredible flexible and will allow you to export your image or drawing in a lot of different 

types of formats. You can even download more plugins on the Adobe website for more file extensions! 
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Thanks and happy drawing! 


