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Viét Tam Duic - Tai liéu hoc Indesign

Loi néi dau

Chao tat ca cac ban! Bén ngoai c6 rat nhiéu gido trinh huéng dan
stt dung phan mém Adobe Indesign cac ban c¢6 thé dé dang mua mot
cudn dé doc nhung dé hiéu va thuc hanh vao thuc té lai 1a mét van dé
hoan toan khac. Phan hudéng dan ma Viét TAm Pic mudén danh cho
cac ban trong cudn tai liéu ndy duoc xdy dung dua trén chinh cac bai
hoc thuc té ma ching t6i dang hudng dan cac ban trén 16p hoc cia
minh. Moi kién thirc kém theo k¥ ning sir 1y déu duogc cac ki su st
dung thudng ngay va huéng dan lai trén 16p cho cac ban hoc vién voi
hinh thtrc “Cam tay chi viéc”.

Cuén tai liéu ndy s& 1a mot cong cu hd tro hiru hidu cho cac ban sau
qua trinh hoc va luyén tap trong khoa hoc thiét ké d6 hoa bao chi tai
Viét Tam Due.

Cam on cac ban da tham gia khoa hoc tai Viét Tam D!

Nhom hwong dan hoc thiét ké Viét Tam Dirc




Viét Tam Diic - Tai liéu hoc Indesign
CHUONG I: CONG CU VA POI TUQONG TRONG INDESIGN
I. CONG CU TRONG INDESIGN

1. Thanh céng cu

Sau khi khéi dong phan mém Indesign 1én dé co thé str dung dugc cac cong cu ciing nhu céc chirc
nang trong Indesign ban can tao méi mot file lam viéc mdi. Dé tao file ban chi can nhan Ctrl+N trén ban
phim hodc, vao file chon New/ chon Document.... O day ban s€ c6 mot file moi voi o giéy Letter ban
chua can quan tdm dén cac thong sb chung ta s& diéu chinh ching ¢ phan sau

Cong cu Selection tool (V) h [:;: Cong cu Selection tool (V)
Page Tool (Shift + P) ﬁ IHI Céng cu Gap Tool (U)
Cong cu Content Collection Tool (B) I?. .f Cong cu Content Placer Tool (B)
Cong cu Typo Tool (T) T f’z Cong cu LineTool (/)
a
Céng cy Pen Tool (T) .'"-‘ 'ﬁi? Cong cu Pencil Tool (N)
ﬁ'—': + a ¥ 4
Cong cu Rectangle Frame Tool (F) E Cong cu Retangle Tool (M)
a d

Cong cu Scissors Tool (C)

}g - Cong cu Free tranrfom Tool (E)

Cong cy Gradian Swatch Tool (G) E E Cong cu Gradian Feather Tool (Shift+G)

Cong cu Note Tool Tool @ Jj’
o

Cong cu Eyedroper Tool (I)

Cong cu Zoom Tool (2)

Cong cu Hand Tool (H) ) ‘n-l':l
u I

Cong cu Fill - Stroke (X) / +-:|-
zk

H [ A

Thanh cong cu trong Indesign
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2. Tinh néng va tuy chon cia cong cu
a. Tinh nang
- Cong cu lira chon Selection tool - Phim tit: V.
- Cong cu chon Direct selection tool - miii tén tring - Phim tit A.
- Cong cu di chuyén ci vang trang lam viéc Page Tool - Phim tit 1a Shift + P
- Cong cu xem khoing cach Gap Tool - Phim tit U
- Céng cu vin ban Typo Tool - Phim tit (T) cho phép nhap vin ban bang cach tryc tiép (g5 thang vao
trang thiét ké ) hodc copy tir cc trinh xir Iy van ban (Word), xtr 1y / sira chita cac van ban.
+Cong cu an (Shift +T) cho phép gd vin ban theo dudng chung ta tao ra
- Cong cu vé nét Line Tool Phim tit (\) cho phép v& cac dudng nét thing
- Nhém cong cu Pen tool (phim tit P): tao cac duong vé c6 hinh dang bat ky c6 thé dong kin. Dung két
hop véi cac phim Control (hi¢u chinh vi tri cac nut), Alt (chinh géc nhon / min), thém bét nut, vv...
- Cong cu but chi (Pencil Tool - Phim tit N ): tao cac duong vé& c6 hinh dang bat ky va khong dong kin.
*) Cong cu an thudc nhém Pencil Tool:
+Cong cy 1am min dudng v& (Smooth tool): “vudt” cong cu doc theo doan can 1am min.
+Cong cu xoa(Erase Tool): xo4 bdt duong ve vira tao ra.
- Cong cu tao khung anh chir nhat (Rectangle Frame Tool - Cong cu Rectangle frame tool trong Inde-
sign): tao khung chtra hinh anh hinh chir nhat. Ré truc tiép cong cu dé v& , hodc bAm cong cu lén trang
thiét ké va khai bao Width (chiéu ngang ctia khung), Height (chiéu cao cta khung).
*)Cong cu 4n:
+Céng cu tao khung anh hinh Ellip. Giir phim Shift néu tao khung c6 hinh tron. Tuong tw, ¢6 thé bAm
cong cu lén trang thiét ké roi khai bao tri s6 Width va Height.
+Cong cu tao khung anh hinh da giac: Chon cong cu va click 1én trang thiét ké -> khai bao s canh va
kich thude da gidc vao hop thoai hién lén trén man hinh.
- Nhém cong cu v€ hinh hgc: V¢ hinh chit nhat Retangle Tool (M) , V& hinh elip Ellipse Tool (L) , V&
hinh da giac Polygon Tool . Cac cong cu nay cho phép v& nhiing hinh co ban, t6 mau hay c6 thé nhép
anh dugc vao khung hinh nay.
-Cong cu cdy kéo Scissors ( Phim tit C) : bam cong cy 1én 1 dudng v& dé cit thanh 2 doan roi.
- Cong cu Free tranrfom Tool ( phim tit E): Dung dé thay doi kich thudc ddi twong
Cong cu quay ddi tuong Rotate Tool - Cong cu Rotate tool trong Indesign(R) : bam tryc tiép cong cu
1én ddi twong rdi ré di dé quay, hodc chon dbi tugng roi bam doi 1én cong cu quay va khai bao goc quay
(Angle) > OK.
Luwu y: tri s6 4m, d6i twong quay theo chiéu kim dong ho.
- Cong cu Scale Tool ( Phim tat S): dung d¢ thay doi kich thue déi twong qua tam
- Cong cu Shear Tool (Phim tit O): dung dé xo6 ngh1eng doi tuong
- Cong cu Gradian Swatch Tool (Phim tat G) d6 mau chuyén
- Cong cu Gradian Feather Tool (Phim tit Shift + G) Dung dé &6 mau chuyén hoa tron cho dbi tugng
- Cong cu Note Tool - Ghi chu: thyc hién cac khung ghi chu trén trang nhung khong in ra duoc
- Cong cu 6ng hit Eyedroper Tool (Phim tit I): cho phép bam 1én bét cir d6i tugng ndo trén man hinh
¢6 mau, dé sao chép mau mau vién hodc nén. Néu dang lam viéc voi 1 khung vin ban, cong cu ndy con
cho phép sao chép kiéu chit (font) va cac thudce tinh khac (¢& chit, cach viét, canh 18 ...).
-Cong cu ban tay Hand Tool (Phim tit H): cho phép dich chuyén ving 1am viéc trén man hinh.
- Cong cu kinh lip Zoom Tool (Phlm tat Z): phong 16n man hinh quan sat ba ng cach bam cong cu 1én
ving thiét ké (zoom 1n) Gilr Alt va bam cong cu nay s€ lam cho ving lam vi¢c thu nh 0 lai (zoom out).
- Cong cu chon mau nén va mau Vlell Fill - Stroke (Ph1m tat X): bam do6i vao cong cu dé chon mau.
MaAu mau chon sé& dugc dung dé t6 nén hodc to vién cho dbi tuong.
b. Cac tuy chon cia cong cu:

Tét ca cac cong cu déu co cac tuy chon riéng cta nd, cac tuy chon nay duoc thé hién trén thanh tuy
chon cua cong cu. Thanh tuy chon ludn thay doi theo dé phu hop voi timg cong cu dang dugc chon.
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Thanh tuy chon ctia Selection Tool
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Mot vai tuy chon va bang trén thanh tily chon c6 cac tuy chon cho phép ban nhap vio cac gia tri so

bang cach su dung thanh trugt, phan dinh géc, cac ntiit mii tén hop nhap: Font chit, kiéu chir, mau hinh,
mau chi, cac chi so lién quan tdi can chinh van ban trong Indesign.

Mirion Pro v E[m W [TT T T | dy 3[mews o[ (T [Hf100% o T 2100w W] |[T] > |A.[MNene] M == == 5 =
A | [Reguler v alHeem v [T P mEe v a2 fHom T [/ > [ensishiusa MIEEEE]

Thanh tuy chon cua Type Tool
II. VE HINH, TO MAU CHO POI TUQNG TRONNG INDESIGN

1. V& hinh
*) Cong cu vé Rectangle Tool: v€ hinh chir nhat va hinh vudng
Thao tac v& dbi tuong hinh chit nhat: Ban chon cong cu Rectangle Tool (phim tat M) dung chuot vé
d6i twong bang cach giir chudt trai va kéo chudt, trong qué trinh v& ban c6 thé gitr phim Space bar ( phim
cach) dé di chuyén hinh trong qua trinh v&.
Luu y: Khong nha chudt khi chua hoan thién hinh vé.
2.2
=] )
> KL
B

Rectangle Tool {Mj| o .

Pé vé& hinh vudng ban chi can giir thém phim shift trong qua trinh v& 1a duoc.

Néu muén v& hinh chit nhat hay hinh vuong theo mot kich thudc da dinh sin ban chon cong cu vé
click chudt trai xudng nén s& c6 mot khung hop thoai hién ra (nhu hinh duéi ) ban nhap kich thude tuy
Y. V&i chiéu rong ( Width), chiéu cao ( Height) va nhan Ok nhé.

Rectangle
Options
Width: 100 mm
Cancel
Height: |50 mm

*) Cong cu v& hinh Elip, hinh tron ( Elipse Tool - phim tit L): Thao tic v& hinh véi cong cu Elipse
Tool twong tu nhu thao tic v& hinh chit nhat dé c6 thé v& hinh tron tuyét di ban chi can giir Shift trong
qua trinh kéo chuot.

Luu y: Cong cu Elips Tool 14 cong cu 4n trong bd cong cu v& hinh 1én khi 14y cong cu Elips Tool trén
thanh cong cu ban can giit chudt vao cong cu Rectangle Tool 2 gidy dé hién thi cong cu an trén thanh,

2, 2.
E‘ | = ] Rectangle Tool M

> kL |RectangIETDDI (M]|l
{_} Pobygon Tool
B I

Con dé vé hinh theo kich ¢& dinh san ban chon cong cu Ellipse
va click chudt trai xuéng nén réi nhap kich thudc vao hop Options
thoai - nhan Ok. Width: | [ —

Thao twong tu v6i cong cu Polygon Tool dé vé hinh Height: |0 mm

tam giac, da giac ....
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Pé vé& dugc hinh sao trong Indesign ban chon cong cu Polygon Tool click xuéng nén hién thi hop
thoai nhu sau:

Polygon
e 20 0 T
Opftions l-ﬂ_i
R —
Polygon Width: |15 mm P—

Polygon Height: |15 mm

Polygon Settings

Murmber of Sides:

A k|[4]®

Star Inset: o0%

Thong tin trong hop thoai:

Options: chiéu rong ( Polygon Width ), chiéu cao ( Polygon Height )

Polygon Setings: S6 canh ctia hinh da giac ( Number of sides ) s6 canh t6i thiéu 1a 3 t6i da 1a n canh.
Ddi voi hinh sao s6 canh toi thiéu cling 1a 3, dé hién thi hinh sao ban nhap $6 phﬁn tram an sau cua canh
vao 6 Star Inset, s6 phan tram cang 16n thi d n sau cia canh cang cao.

Vé hinh véi Pen Tool va Pencil Tool

Cong cu Pen Tool cho phép ta v& cac hinh v& ¢ cac dang phuc tap sir dung ca duong thang va duong
cong, cac hinh v& phirc tap déu co thé dung Pen Tool.

Cach v€ hinh vo1 Pen Tool: Ban chon cong cu Pen Tool theo hinh sau

=i Pen Tool P

B, ff’ % add Anchor Paint Tool d

>e|= 2 Delete Anchor Point Tool

. [ Convert Direction Point Tool Shift+C
I

Thao tac v& hinh ban click vi tri dat diém neo dau tién nha chudt, click diém neo tiép theo gilr chudt
kéo thanh vector vé phia dudi hodc trén dé co duoc duong cong 1én hodc xudng, néu doan tiép theo 1a
dudng thang ban ngat vector da kéo bang viéce click chudt vao diém neo tht 2, giit shift dé v& doan thing
tiép theo nhu hinh dudi.
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Khép kin dudng Pen dé duge mot hinh hoan chinh.

Str dung cac tinh ning cua cc cong cu an trong Pen Tool dé két hop chinh sira ddi tuong dugc vé ra
b1 Pen Tool hodc cac cong cu vé hinh khdi khac.

- Add Anchor Point Tool dugc sir dung dé ting thém diém neo trén hinh vé bang cach click vao duong
vién hinh v& dang duoc chon.

- Delete Anchor Point Tool dugc dung dé loai bo diém neo trén hinh vé dang duogc chon, dé loai bo
diém ban chon cong cu Delete Anchor Point Tool roi click vao diém neo mudn loai bo.

- Convert Direction dugc dung dé nan chinh duong vé dugc ve boi Pen Tool, hodc nén chinh cac hinh
ve€ dugc ve bdi cac cong cu khac.

+ Céch nin chinh hinh v&: Ban chon cong cu Direct Selection Tool chon diém neo can chinh stra tai
diém neo s& xuat hién 2 can vector nhu hinh 1, ban dung cong cu Convert Direction Point Tool dé diéu
chinh tu do vector theo hudng ma ban mudn thay doi hudng nhu hinh 2 bang viée giit chudt trai va diém
vector tai phia bén ban mudn chinh stra, nha chuot khi da chinh duong dén vi tri ban can hinh c6 dugc

sé nhu hinh 3:

~

Hinh 1 Hinh 2 Hinh 3

V&1 Pencil Tool ban click chon cong cu vé tu do theo tay ban mudn. Lam muot lai duong veé ban dung
Smooth Tool vuot lai duong vira vé, con dé xéa duong vé dung Erase Tool.

1w & PerciTodl N
| EL ﬂﬁ Smooth Teool
Kt ﬁ"" Erase Tool

TR T

Luu y: V6i cac dudng vé dugc vé bdi Pen Tool hay Pencil ban nén vé kin dudng dé€ duong c6 du duong
vién, khi st dung hinh dé€ chen néi dung bén trong cé thé dinh dang r6 hinh dang cta tting khoi text
hodc anh.
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2. T6 mau cho ddi twong

Khi click vao dbi tuong, cac thudc tinh cua ddi tuong s€ duogc hién thij trén thanh tuy chon ban co thé
thay ddi cac thong s6 cua ddi tuong nhu chiéu rong, chiéu cao, mau fill, mau vién...

Vi du ban mudn thay mau ctia hinh vuéng ma chung ta da v& ban can click va dbi tuong va tim dén
biéu tuong hién thi mau cua ddi tuong do trén thanh tuy chon nhu hinh sau:

|
§E§ %[ ez mm | wiCfeermm | L iE [Floee o £ [H[e S I I N Py Homm —W[| |-5|
i 2] 52.5 mm H (2] 24 mm W m e g Sirs vl $4 % ._PJ 13 :%‘ ET T 3% -3

Thay méu nén cua déi trong ( Fill) [l [Regitaton] L
[ [Pper]
W (5=

Thay méu vién ( Stroke) ]

m C=0, M=0, ¥=0, K=100
] C=0M=0 Y=100 K=0

B c=15 M=100 Y=100 K=0
[ C=75 M=5 v=100 K=0

| a

V6i doi tugng st dung mau t6 1a mau Gradient nhu hinh sau:

Ban chi can chon hinh va sit dung cong cu Gradient Tool trén thanh cong cu 161 kéo mau vao trong
hinh dang chon hinh. Mau cua hinh s€ méc dinh ¢ ma den trang, dé¢ thay d6i mau trong dai mau ban vao
Window/ Color /Gradient mgt hop thoai hién ra:

1| [

2}‘ s Type: | Linesr w

E O Location: 9% Angle:| 0 o

}g K1 Reverse E;

| N [ = |
] (=

= ~

Khi hop thoai hién ra ban click chon dau mau trai hodc phai trong cia dai mau rdi click dup vao hop
mau Fill trén thanh cong cu bang mau pha s€ hién lén ban chon mdt mau réi click Ok dé ap dung mau do
cho dau mau minh dang chon. Pau mau con lai lam tuong tu.

— o —
4 Gradient =
(k] & [ = v
G el Locston: |0 |% Angks 0.2 |o
By Revese B3
T.~
2 2. E 5 L
=]
Color Picker
> KL
o= RGB Color Space View 0K
=
r * | Cancel
O Q =
@ Add CMYK Swatch
@R: 247
T
] OG: 236
oEm® -
B (15
cls %
OL: (92 M: |0 %
Oa 11 Y: |97 %
Ob: 87 K0 %
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Néu mudn c¢6 3 mau trén dai mau ban chi can click vao diém mau dudi thanh mau trong hop thoai
Gradient n6 s€ tu dong sinh diém mau méi cho ban.

2 Gradient

T}"P'E||Jnaa

o e

3
Reverss L@

& IS
I
5 & B
Luu y: Mau Gradient dugc hién thi theo thir tu tir trai qua phai, diém bat ddu kéo thanh diéu hudng
mau la diém mau dau tién bén trai, mau cudi la mau ¢ diém két thuc thanh diéu hudéng mau.
Trong Gradient c6 2 kiéu duong mau: Kiéu Linear ( duong thang ); kiéu Radial ( duong tron )

E
D Typel| Radisl |v
Locationf| Line=r

Reverse ™y 5
4] L]

S —

Néu mudn sao chép mau tir mot dbi twong cé sin 1a anh mau ban can dua anh vao trong file thiét ké
bang cach chon menu File chon Place... ( Ctrl+D), chon anh mau trong thu muyc tai cac 0 luu trir trén
méy tinh ctia ban rdi nhan nat Place click mot vi tri dé anh xuét hién. Dé sao chép mau ctia anh cho d6i
tuong ban click chon dbi tuong, roi chon cong cu hut mau Eyedropper Tool (I), click chudt vao mau ban
can, mau sé tu dong duogc dd vao ddi tugng dugc chon nhu hinh sau:

_;’ [ ] j Eyedropper Toal 1
lCL Gl Messwe Tool K ’] ﬁ%‘b

Néu mudn hiat mau cua anh vao dai mau Gradient cho doi tuong, ban van click chon doi tuong va
click cong cu hat mau, click dau mau muon hit mau vao r6i click diém mau mudn can hut tir anh trong
ltc hut mau nhan gitt thém phim Shift dé dua mau vao ding diém mau trong dai Gradient nhu hinh sau:

E

- Type: | Radizl
e e

| 1
Reaverss +@

—p——
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3. Lénh cit hinh

Céc hinh dugc v& ra trong Indesign ban dung Direct Selection Tool dé chinh sira v&i hinh anh hay
khung hinh bi thira c6 thé dung Iénh cat d€ lugc bo bdt cac phan thira d6. Lénh cat bao gom cac Iénh sau:

Paths:
S3 O Chinh stra dudng vé
Pathfinder
L M ®H @ [ Lénh cét hinh, anh
Convert Shape
O o O o O Lénh chinh hinh v&: bo goc,
A O L+ chinh d¢ vat goc...
‘Convert Point: ,
- | Lénh chinh diém neo

Céch cit hinh, anh ban chon hinh v€, anh can cét vé mot hinh dung dé cit bo rdi chon ca 2 hinh lua
chon chirc nang cat.

Vi du: To6i dung hinh anh 14 phong sau v€ 1 hinh mau dé dung dé cat béd mdt goc hinh 14 phong nhu
hinh dudi:

Pathfinder

Paths:

g O i
Pathfinder:
m (A B @ O
Convert Shape:
1 O o the backmest abjer
A O
Convert Point:
L A S

Chirc nang ciia timg 1énh cit:

Pathfinder:
'-_ELI Lénh cét hinh, hinh
Ay 1 '—-I dudi cét hinh trén
e AN

Lénh hop Lénh cit hinh, Lénh cit lay phan Lénh cat bé phan
hinh trén cat hinh giao nhau giira cac giao nhau giira cac
dudi hinh duoc chon hinh duoc chon

Luu y: khi sir dung 1énh cét hinh can phai cho t6i thiéu 2 hinh va hai hinh d6 phai c6 phan trong dé
1&€n nhau thi Iénh cat méi c6 tac dung.

10
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III. CHEN TEXT, ANH VAO TRONG FILE THIET KE

1. Chén text vao file thiét ké

Dé viét duoc text trong Indesign ban can vé mot form text. Form text duoc vé boi chinh cong cu Type
Tool, cach v& rat don gian ban chi viéc chon cong cu Text Tool 16i click chudt tai vi tri ban mudn dat
form text va kéo chu¢t cho t&1 khi duge khung text vura y.

Form text ciing c6 thé v& ra tir cong cu Rectangle Frame Tool hodc cac cong cu vé hinh khac: Pen
Tool, Ractangle Tool...

Khi c¢6 form text ban ciing c6 thé coppy text tir file word vao hinh thirc nay phit hgp cho viéc trinh bay
text theo doan ngrfm va tach biét voi cac doan text khac.

Trong Indesign ban hoan toan cé thé day ca mot file text vao trong file thiét ké ctia minh bang Iénh
“Place...”, trong menu File nhu hinh sau:

File | Edit Layout Type Object Table V m Place
] Mew » Look in: | |, file-chu vl @ T @
3 Open... Ctrl+0 = Mame : Date modified Type
d Browse in Bridge... AftsCirl+0 el [E doanh-nghiep.docx 25/01/201610:35...  Miicrosoft
: [ Recent places @ 4o ng-hanh.docx 25/01/2016 3:21PM Microsoft
[ Open Recent bR s @ gigi-thiew.docx 25/01/2016 11:04 .. Microsoft
4 Cloze Ctrl+W Desktop
] Save Ctrl+5 ==z
E , =
Save As... Shift+Ctrl+5 Libraries
y
Check In... 5
é u:&._‘_
i Save a Copy... Alt+Ctrl+5 This PC
Revert ‘::
X & ,
4l Place. Cirl+D Network
o L File name: doanh-nghiep docx W
Import XML...
p P Files of type: Impartable Files W Cancel
{ Adobe PDF Presets 3 [] Show Impart Options
Expurt Cirl+E Replace Selected Item
L D Create Static Captions
F Document Presets 3
3 Decument Setup.., Alt+Ctrl+P
ji Preview
n | Pp—

Khi dua text vao ban can giir phim ship va click chudt trai dé toan bo file text dugc chén day du vao
file thiét ké, néu ban sb trang trong Indesign khong du hé théng s& tu sinh thém trang cho ban. Sau khi
dua text vao ban c6 thé can chinh lai toan bo text trong bai voi cac thong tin vé text trén thanh tuy chon
danh riéng cho text trong Indesign khi chung ta click vao cong cu Type Tool.

Font chii C3 chii Giancht Do caochli Do rongchii Mau chi
| | ./
Minion Pro W 'IT: 12p ] T T pg\.f | Mamics IT | 100% ] I 1009 ] Z > | A. | [None] &
Regular W r}: -:14.|4pt:- V] Tr T, IT Ay |30 LY A% [T|0p TFEr \ @ > English: USA
Chuyén doi
Kiéu chii ian dé - . ian chii céi 4y chii 1é 5 Ju vié i
Giandong 4 o1 dng G by ’c'hu‘ lén xudng Mau vién chit
so v6i dong . A .
Do nghiéng chit
Thanh tuy chon cua Type Tool
A = = =| |+ [5|0omm El+ [3{0mm E =110 mm E =10 mm = | ®). | [Basic Paragraph] " & e
m = I§ E == = {ir’r’ = 20 mm tas 5|0 I E =[] I ;E [| Hyphenate 1+
I [ | | ]
Can le Thut dau dong Chir Drop cap Chit céi Drop Cap

Thanh tuy chon cua Type Paragraph

11
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2. Chén anh

Dé chén anh vao trong file thiét ké ban vao menu File chon 1énh “Place...” hodc nhan Ctrl + D rdi
chon téi thu muc chira birc anh ma minh muon chén vao bai nhu hinh:

File | Edit Layout Type Object Table V
7] New 3
3 Open... Ctrl+ 0
i Browse in Bridge... Alt+Ctrl+ O
i Open Recent r
P Close Ctrl+W
L Save Ctrl+S
7 Save As... Shift+Ctrl+5
Check In...
E Save a Copy... Alt+Ctrl+5
B Revert
K
- I Place... Ctrl+D Il
3 Import XML...
Adobe PDF Presets 3
N Export... Ctrl+E
} Document Presets 3
i Document Setup... Alt+Ctrl+P
1 User...
d File Info... Alt+Shift+Ctrl+|

Look in:

e =
Recent places

[|Replace Selected Ttem

|:| Create Static Captions

| hinh-anh-dedam

.Eﬂ L
i E

Desktop 1jpg
:i_.:mJ
Libraries
LY Gl
oy
This PC ._:_**
@ S.png
Netwaork
File name:
Files of type:
["]5how Impart Options

Place

2.png
-.’;,T 4 2
Ry
B.png TIPG

3ipg

Impartable Files

Preview

Pé chén anh vao file theo mot hinh khéi nhat dinh ban can v& hinh d6 ra trude, chon hinh dé nhan
Ctrl+D dé dua anh vao trong hinh. Thong thuong khi anh dugc dua vao hinh n6 sé khong ty dong can
vira khung nén ban can can lai véi cac 1€nh nhu hinh sau:

UL vy l.lU].lE
in can cin la

Cut

Copy
Paste

Paste in Place
Zoom

Transform

Arrange

Select

Lock

Hide

Stroke Weight

Ctrl+X
Cirl+C
Ctrl+V

Alt+Shift+ Ctrl+V

Transform Again

Ctel+L
Ctrl+E

LILL LG BT RLLLE LLE WAJLLE Laly

noi dung
musc nho
tieu de n

tiew de k

Fitting

Effects
Capticns
Edit Original
Edit With

Interactive

Tag Frame
Autotag

Display Performance

. Fill Frame Proportionally
Fit Content Proportionally

Fit Frame to Content
Fit Content to Frame

Center Content
Clear Frame Fitting Cptions

Frame Fitting Options...

Alt+Shift+ Crl+ C
Alt+Shift+Ctrl+E

Alt+ Crl+ C
Alt+Ctri+E
Shift+Ctrl+E

Luwu y: Khi di chuyén anh ban can click chon anh dua con tro chudt vao goc anh cho t6i khi con tro
chudt bién doi thanh mili tén mau den dé c6 thé di chuyén dugc ca anh va khung. Khi dwa con tré chudt vao
anh ma no6 xuét hién ban tay ban chi c6 thé di chuyén duoc anh con khung hién thi thi s& duoc giir nguyén.

Khi chén anh vao gitta khung text ban can chon mét vai tiiy chon danh riéng cho hinh trén thanh tuy

chon theo cac ché d6 khac nhau phu hop voi vi tri dat anh ciia minh. Cac ché do can anh bao gém:

- Anh nam duéi text
- Anh nam gitra text
-Text bao quanh anh

- Anh ndm giita va chia text thanh 2 doan

Cac ché dd can anh

12



Viét Tam Diic - Tai liéu hoc Indesign

Véi ché do text bao quanh anh ban c6 thé chon thém chirc ning Text wrap dé kiém soat khoang cach
gitra hinh va text mdt cach chinh xac nhat. B¢ lay dugc chirc nang Text wrap ban vao Windown chon
Text Wrap mot hop thoai s€ hién thi ban tang khoang cach ctia khung hinh véi text nhu hinh sau:

% Text Wrap =

T
[
B
el
i
[
i

=3 mm FE =3 mm
=3 mm E*l =3 mm

Ngoai viéc dua hinh va cac khung Frame c6 sin ban ciing c6 thé tao ra cac khung hinh theo ¥ minh
bang cong cu Pen Tool hodc can chinh theo hinh anh minh c6 dé c6 dugc mdt khung hién thi phu hop
tuong ty nhu hinh dudi day:

3. Thém hi¢u ung cho hinh vé trong Indesing

V6i cac hinh vé trong Indesign ban ¢ thé thém cho chung cac hiéu tmg nhu: Téa sang, bong do, 1am
mo... B¢ lay hiéu tng ban chi can chon hinh v& d6 vao menu Object/Effects/chon hi¢u &rng, hodc click
chudt phai chon Effects va chon hi€u ung ban can bang thong tin hiéu ing sé hién ra nhu hinh sau:

I Effects iI Transparency...
TS " Drop Shadow... Alt+ Ctrl+ M
Edit Original Inner Shadow...
B g Outer Glow...
Interactive 3
Inner Glew..,
Tag Frame ] Bevel and Emboss...
Autotag Satin...
Display Performance J Basic Feather...
Directional Feather...
k
| InCopy Gradient Feather...
Graphics 3 1

Cac hi¢u ung bén trong Effects:

- Transparency... ( Trong sudt) - Satin... ( Lam bong )

- Drop Shadow.. ( Béng d6 ra ngoai) - Basic Feather.... ( Lam mém bién )

- Inter Shadow... (Béng d6 vao trong) - Directional Feather...( lam m¢& bién theo
- Outer Glow... ( Phat sang ra ngoai) g6c)

- Inter Glow... ( Phat sdng vao trong ) - Gradient Feather... ( Lam mo bién theo
- Bevel and Emboss... ( Tram ndi ) hudng kéo)

13



Viét Tam Diic - Tai liéu hoc Indesign

Effects
Settings for: | Object W Drop Shadow ) . )
_ Che d¢ hoa tron Che d¢ trong suot
Blending : :
Transparency \ LLI
mose: wukoh\ |l opactr 5%k >
[] 1nner Shadow
[ Outer Glow Position bg cun
[ 1nnes Glow Distance: */3.492 mm | Po nohiéne X Offset: || 2.460 mm
[] Bevel and Emboss = il Do nghleng - g
[] sstin Angle: @ 1357 Y Offset: [2]2.460 mm
[ Basic Festher []Use Global Light
[] Directional Feather
Gradient Festher Do ron
u Options ) rong
OBJECT: Normal 100%; Drop Shadow Sge: = 1.764 mm Object Knocks Out Shadow
STROKE: Normal 100%:; {no effects)
FILL: Normal 100%:; {no effects) Spread: 0% > [ ] shadow Honors Other Effects
Noise: 0% 2 Tao san cho bong
[ Preview Cancel

Bang thong tin cta hi¢u ung Drop Shadow

4. Cin déng d6i twong

Dé cin dong cac di twong trong file thiét ban can sir dung t6i bang cong cu Align. Cac ddi tuong
duoc lya chon s€ dong theo mot ddi tuong duoc chon.

Vi du: T6i ¢6 2 hinh chit nhat mét hinh 16n va mot hinh nho, t6i mudn hinh nhé nam ddi xudng va
bang chan véi hinh hinh to, t6i s& quét chon ca 2 hinh hoic gitr shift chon ting hinh r6i click lai hinh 16n
mot 1an lac ndy hinh lon s& c6 trang thai dudng vién xanh 16n ban click lai va biéu trong dong bang chan
trén bang cong cu Align, nhu hinh sau.

o
Align bottorn edges »

Cac chirc nang trong bang Align

Doéng bang phai ~ Dong bang trén .
Déng bang tdm ngang

Déng bang tam doc \ /
\ % Align ! ’ ==

L s N\ ) ‘
Dong bang trdl—— |2, 2 2 @7 4+ B.—t+——— Dong bang chan
Distribute Objects:
= = = bk Gz 0
[Juse spacing = |0 mm
Align Tor [ Align to Selection ———— Dong theo lya chon
Distribute Spacing: Align to Key Object — Déng theo 1 déi tugng
= Yu Align to Margins ——— Dong theo duong 1é
[JUseSpacing = Align to Page ———— Dong theo trang gidy
Align to Spread ——+—Doéng theo trang gidy

14



Viét Tam Diic - Tai liéu hoc Indesign

TONG KET CHUONG I:

- Yéu ciu ndm rd cong cu trong Indesign

- Ném 16 cach tao hinh véi cac cong v& hinh nhu: Pen Tool, Rectang Tool...
- Ndm duoc cach t6 mau don sic, gradient trong Indesign.

- Chén duoc anh va text vao file thiét ké.

- Tao dugc hiéu cho d6i tuong.

Bai tap thuc hanh: Ap dung nhiing kién thire da hoc dé thyuc hién thiét ké lai bai tap $6 1 trong file

bai tap Indesign

Goiy thao tac:

1, Trudc tién chen anh du lich hoa ky

2, Dung Pen Tool v¢ lai khdi mau xanh duong.

3. Nhan ban khéi xanh duong t6 vién mau xanh 14 bé mau nén.
4, Chén 4nh vao cac khung tron duogc vé sin.

5, Viét text véi khung text riéng biét

6, lay hiéu Outer Grow cho khdi hinh phong canh bén dudi.

e 1l 1= V
SV al |2
LA SRS N N R SO A Q)| !Kfy/’

NEW, Y(DRI}'_ —= \'N;\SHINC%T()N DE—IPASSVEGAS
.OS ANGILES — SAN FRANGCISCO

www.viettamduc.net

@ 0982.512.785

viettamduc.edu@gmail.com

CONG TY CP THUONG MAI VA GIAO DUC VIET TAM PUC
Try s& chinh: P1201-2C téng 12 Toa nha Landmark 72 Keangnam, khu E6, Mé Tri,
Nam T Liém, HN

VP1: Phong 1114, Toa nha CT.A 789 Bo Quéc Phong, My dinh,Ha Noi (sau bén xe my
dinh, d6i dién san van dong quéc gia.)

VP2: Phong 601, Toa nha C1+C2, Ngé 106 Lé Trong Tan,Thanh Xuan, Ha Noi

Dién thoai: 0462.97.98.96|Hotline: 0975.252.437

Email: viettamduc.edu@gmail.com

VIET TAM DUC NOI TAO NEN SU KHAC BIET CONG TY CO PHAN THUONG MAI VA GIAO DUC VIET TAM BUC
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Viét Tam Duic - Tai liéu hoc Indesign
CHUONG II: QUAN LY PAGE VA DAN TRANG TU PONG
I. QUAN LY PAGE (TRANG GIAY)

1. Tao file, trang méi theo quy chuén

Indesign 13 mot phan mém thiét dan trang sach bao tap chi 1én sb lugng trang trong file thiét ké cua
n6 c6 thé 1én tdi 1000 trang, nhung tiy thudc va cdu hinh may vi tinh ma ban dang c¢6 chung ta c6 thé 1a
dugc céc file co dung lugng t6i da 1a bao nhiéu. S6 luong trang gidy va déi tugng dugc thiét ké ra trong
d6 s& anh huong t6i dung lugng ciia file. S6 lugng trang cang nhiéu thi dung luong File cang 16n.

Trudce khi ban tao file méi chung ta cin 1am mot budc nho dé chuyén ddi cac thong sé trong file thiét
ké ctia minh vé dinh dang mm, ban tat tAt ca cac file dang thur nghiém hodc form tao file theo mac dinh
khi khoi dong Indesign 1én, nhan Ctrl + K chiing ta c6 bang cai dit sau:

Preferences

General Units & Increments
Interface
Type Ruler Units
Advanced Type Drigin: | Spread A4
Composition . -~ .
_II HDFIIEII'IL?L Millimeters W points
Grids Vertical: | Milimeters W points
Guides & Pasteboard
Dictionany .
i Other Units
Spelling
Austocomect Stroke: | Milimeters W
Motes
(EL L= Point/Pica Size

Story Editor Display

Displzy Parformance Points/Inch: | PostScript (72 ptsfinch) W
Appearance of Black
File: Handling Keyboard Increments
Clipboard Handling
Cursor Key: |0.353 mm Baseline Shift: |2 pt
SizefLeading: |2 pt Kerning/ Tracking: |20 f1000 em
Cancel

Dit lai cac thong sé vé thudc ngang (Horizontal) va thude doc (Vertical) vé dang Millimeters, dudng
vién clia cac dbi twong ban ciing nén d6i vé Milimeters dé dé tinh toan vao sira doi hon trong qua trinh
thiét ké. Sau d6 ban tao File mé&i ban nhan Ctrl+ N. Chiing ta can dit mép cin 1& cho kho gidy ctia minh,
ban ¢6 thé tham khao tiéu chuan chira 1& danh cho mot cudn tap chi ban theo form sau:

16



Viét Tam Driic - Tai liéu hoc Indesign

New Document

Tén file
Docurment Preset: | [Custom] W | oK
c)l:é do luu file
Intent: | Print |
So-tyong trang gidy e
Mumber of Pages: 10 V4 | Facing Pages
Save Preset...
Start Page #: 1 [IPrimary Text Frame
Sé trang bat dau -
ALk Fewer Options
Page Size: | A4 _.| Kho gidy 4
Chiéu rong kho gidy
Width: =210 mm Crientation: 2
Height: =297 mm Kho gidy dimg/ngang
Chiéu cao kho gidy
Columns
Number: 21 Gutter: = |4.233 mm
S6 cot trén trang Khoang cach giit cac cot trén trang
Margins Lé trén Lé dong gay
Top: {15 mm Inside: = |30 mm
=ifh:
Bottorm: =15 mm e Outside: |>15 mm
Lé dudi Lé ngoai
Bleed and Slug
Top Bottom Inside Dutside
Bleed: |3 mm 3 mm 3 mm 3 mm Mg Chura xén gidy
Slug: |0 mm 0 mm 0 mm 0 mm - 3

Véi viée tao file theo thong s trén ching ta s& c6 1 file gdbm 10 trang gidy. Trong qua trinh 1am néu
coO phat sinh thém trang giay chung ta s€ tao thém bang viéc bat Panel Page va click vao biéu tuong tao
trang tai chan Panel do. D€ m¢& Panel Page ban vao Window/Page hoac nhan F12 trén ban phim, Panel

Page s¢€ hién thi tai goc phai man hinh lam viéc cta cac ban.

44 X

Mobi mot trang trong Indesign duoc tinh nhuw mot ving 1am

-=

Trang quan

LT

ly chung

% Pages |
viéc ddc lap, cac trang doi khi duoc nam trén cung mdt vung Noe]
1am viéc ban c6 thé coppy cac doi twong text, hinh vé tir trang e
bén trai sang trang bén phai voi mot thao tac gitr Alt va dung
chudt di chuyén qua. A
Véi trang nam trén ving lam viéc bén trén hoic bén dudi |_J
ban phai st dung 1énh coppy ( Ctrl+C), dan vao trang trén . n _

hoic trang dudi bang 1énh Paste (Ctrl+V).

Trang quan ly chung (Master Page) khong dung dé dan
n6i dung, chi ding dé chén tiéu dé chung, s6 trang cho tat ca F
cac trang con lai trong file. Mot cudn tap chi thong thuong
s& ¢0 t6i thiéu muc chinh: Tiéu diém, su kién, thong tin cap
nhat. Mot file luén mac dinh v&1 mot trang quan 1y (Master sl A
A) ban c6 thé tao thém trang quan 1y chung bang viéc click
chon trang quan 1y sau do click vao biéu twong tao trang méi.
Nhung trang quan 1y sau s€ co6 thtr ty 1a B, C, D... cac trang
quan 1y nay chi hién thi khi ban cho ap dung trén céc trang

-

Tao trang moi

10 Peges in & Spreads (), l_i———Xoa trang

ndi dung nao do.
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Viét Tam Duic - Tai liéu hoc Indesign

Néu ban mudn thay d6i kho gidy da dugc dinh sin cua gidy khi tao file thiét ké ban chon cong cu Page
v6i biéu tuong trang gidy trén thanh coéng cu, ban sé thay doi duoc chiéu rong chiéu cao theo y minh
mudn, hodc c¢6 thé chon khé gidy khac.

wt  Type Object Table View Window Help 43.8% ‘r :Iir‘r El‘r

W: |5 210 mm Ad W @ Liquid Page Rule: [ ]Objects Move with Pag
H: =297 mm Controlled by Master W |:|5h:u.-.- Master Page Owe
75% [Overprint Preview] x | Untitied-2 @ 48% x |
100 L] L] L] 100 150 200

s Tt L]

44 X

Gl

Ay M

Luu y: Khi diéu chinh trang gidy véi cong cu Page ban chi chinh duoc 1 trang néu mudn tat ca cic
trang déu duogc diéu chinh ban hiy chinh lai thong s kich thudc cia trang Master A trang quan 1y tong
va nhé chinh ca trang trai 1an trang phai dé dugc ca trang chin va trang 1¢ nhé.

Thong thuong véi mot trang bao chung ta thuong phan text theo cac cot, trong Indesign ban c6 thé
dé dang tao ra cac cot bao d6 voi hinh thirc nhap sb ¢ot cho trang ngay khi tao file véi muc Columns,
khi nhap muc nay tat cac trang trong file déu sé& c6 cot theo sb liéu ma ban da nhap. Néu ban chi muén
phan cot mot trang ndo d6 ban hiy dung chirc ning phan cot va hiéu chinh 1& gidy trong menu Layout/
Margins and columns.

Margins and Columns

Margins QK
Top: | iRul 2 Inside: =30 mm Cancel
Bottom: =15 mm Qutside: =15 mm _
[¥] Preview
Colurmns
Number: |21 Gutter: =|4.233 mm

[]Enable Layout Adjustment

S6 lugng cot s& duoc tinh trong phan di chira 1 néu ban mudn cot duge phan déu trén trang ching ta
can dé phén chia 1& vé gia tri 0 mm. Khi c6 cot san ban c6 thé chén text theo cac cot hodc v& hinh theo
cOt nhu vay cac hinh v€ va doan text dugc chén theo s€ c6 khoang cach déu nhau.

Bai tap thwe hanh: Thyc hanh thiét ké lai bai 2 va 3 trong file bai tap dinh kém véi muc Catalog.

Goiy lam bai 2:

- Tao méi 1 file véi 1¢ bang 0 va s cot trong trang 1a 8 ¢ot vi ¢ 4 anh bén phai c¢6 kich thude va
khoang cach bang nhau.

- V& hinh chit nhat truée khi dua anh vao, chon kiéu khung vién hoa van cho hinh chit nhat trén
thanh tity chon véi biéu tuong |71 v

- Coppy text dua va cac cot di dinh san.

- Can chinh text véi thanh tuy chinh cua text khi chon cong cu Type Tool.
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V7

education

Viét Tam Ditc thuong hiéu cia ching toi chinh a gid trj ciia ban

VIET TAM DUC NANG TAM GIA TRI

tré ludn ¥ thic duge tréch nhiém va nghia vy ctia

Vi-vay, chiing to1 ludn tich cic

t dong xa hoi y nghia vi cong déng.

Gop phén cong siic nhd bé ciia minh ciing Ding va Nha

ic chitm lo t6i th hé tuong lai cita dit nudc, va chi

4n nhiing gia dinh c6 cong trong hai cude khang chién
ciia dan tc

Nghy 29/5, chuong trinh ting qua tif thi

duiong cho em” do cong ty Viét Tam Bric phdi hop v6i
triding Mim Non Triding Son t6 chic da du

tai truding Mam Non Trudng Son. Day 14 chiidng trinh
hudng ting Quyét dinh 6 647/QD-TTg nghy 26/4/2013
ctia Thi tui6ng chinh phit phé duyét D& &n chitm s6c tré
em mbi coi khong noi nuong tya, tré em bj bo roi, tré
em nhiém HIV/AIDS, tré em 1 nan nhan chét doc da

cam, tré Khuy

chuong trinh tif thién “Dinh dudng cho em” da dugc
difn ra tal tridng Mdm Non Trudng Son thudc xa
Trudng Son, huyén Luc

du chudng trinh c6 cic can

can bé lanh dao xa Tr
Non Trutding Son, cic b gido dang cong tac
céc em thiéu nhi ciing céc bic phy huynh. Trong chuong
trinh céc em thiéu nhi ctia tridng da c6 nhiing tiét myc
miia dan ca ba mién dic sc chao miing cic thanh vién
trong doan.

‘Tyi bubi trao qua thay mat cho dodn Gidm d¢

Viét Tam Diic éng Duong Vin Bén da phat biéu: “cam
thong chia s& véi nhiing hoin canh kho khin cira cd
em nho tai dja phuong, dong thoi ciing 12 sy quan

dén cic chii nhan tuong lai cia dit nui6e, nhiing ngudi
s& gop cong xdy diing non song viét nam try lén tuoi
dep.

Viét Tam Diic 1d mdt trong nhiing doanh nghiép tré luon
¥ thiic duige trich nhiém va nghia vy cita minh d6i v6i
cong déng. Vi viy, ching to1 luon tich cuic tham gia cic
hoat déng xa hoi y nghia vi cong déng. Gép phin cong
siic nh bé cila minh cling Dang va Nh nudc cham lo
t6i thé hé tuong lai cia ddt nuidc, va chi an nhiing gia
dinh ¢6 cong trong hai cuoe khang chién ciia dan toc.

Goi y bai 3:

V& hinh trudce khi chén anh vao file thiét ké

- V& khdi hinh vat nhon véi hinh chir nhat va sir dung Pen tao thém diém nut, dung cong cu Direct

thim hoa giai doan 2013-2020, vA ngdy quéc t& thiéu
nhi miing 1 théng 6 dang té

Cong ty ¢6 phan thuong mai va gido duc Viét Tam Bric
tuyén dung cong tic vién nhap liéu, quan tri website
Nham ddp ting nhu ciu vé cong viéc trong thoi diém
hién tai va tao diéu kién cho cac ban sinh

n dang heo
hoc tai cic triding PH, CB, TC 6 c0 hi tiép vi moi
trudng lam viéc thyic té

Tao trang méi trong file dang lam bai 2, phan lai trang thanh 6 c6t

Selection Tool chon nut d6 dung phim di chuyén dé tao do vat nhon cho hinh
- Can chinh text voi thanh tuy chinh cua text khi chon cong cu Type Tool.

4 y NGUOT CON PAT VIET LAM VIEC
/ BANG TAM VA PAM ME BUC TRONG NGHE NGHIEP

CONG TY CO PHAN THUONG MAI VA GIAO DUC VIET TAM PUC
VIETTAMDUC EDUCATION AND TRADING JOINT STOCK SOMPANY

website: daotaolaptrinh.edu.vn | viettamdue.net | dayhocdohoa.com | viettamduc.com

PHAN THUONC
Tru 56 chinh: P1201-2C tang 12 Toa nh Landma

5 106 Lé Trong Tin, Thanh
96 Hotline: 0975.252.437 - 0942.459.521

mduc.edug

TAM PUC

Cang binh di hon khi n6 chtia dung trong minh nhiing ¥ nghia hét siic to 16n. N6i dén chit Tam 1a néi dén cudc
séng dao diic, biét lam theo & phi diing véi dao lam Ngusi. Tam léch lac thi cuse séng dién dio do dién, Tam gian
i thi cudc séng bit an. Tam ghen ghét thi cudc séng han thit. Tam d6 ky thi cuéc séng mét vui. Tam tham lam thi
cudc séng ddi trd. Vay nén hay dé tim clia minh dit lén nguc € yéu thuong, dit 1én tay d€ gitip do nguoi khéc, mat
¢ thély dugc ndi khé cta tha nhan, chan dé may mén chay dén véi ngudi ciing khé, miéng d€ néi 161 an b v6i ngudi
bét hanh, tai dé nghe 15 g6p ¥ clia ngudi khac, vai dé chiu trach nhiém... Va dé chia sé véi moi diéu khé khan ma
ta di gap.

NHUNG HINH ANH HOAT PONG CUA CONG TY

CHAT LUQONG

. GIARE

Viét Tam Diic - Tai liéu hoc Indesign
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Viét Tam Diic - Tai liéu hoc Indesign

2. Chén tiéu dé muc va danh sé trang tu dong

Nhu d3 néu & muc tao file va trang cac trang Master chi duoc sir dung dé chén céc tiéu dé muc va
sd trang cho file thiét ké, cach trinh bay tiéu dé va s trang cho file s& dugc tién hanh véi cac bude sau:

- Ban click dip vao tranng A - Master phan khung lam viéc s& chi hién thi 2 trang d6i doi, trang bén
trai 1a trang chan, bén phai 1a trang 1¢. Noi dung va s6 trang ban phai trinh bay trén tat ca 2 trang thi n6
s& hién thi day du trén cac trang ndi dung trong file thiét ké.

Viét Tam Dic - Tai ligu hoc Indesign Viét Tém Dic - Tad lifw hoc Indesign

Trang chan Trang 1¢

 Pages =

[Mane]

Phan phia trén la Header, ban c6 thé dua vao tén sach, cac chuong muc trong sach, hodc céc ti€u dé
muc cua tap chi. Mot file sach hodc tap chi co thé c6 t&i 10 Master nhung tat ca cac trang chi mac dinh
nhan 1 Master duy nhét 12 A-Master, cac Master con lai s& duogc ap dung béng viéc chi dinh trang hién
thi thong qua Iénh sau: Click chon Master can chi dinh (vi du t61 chon B-Master) chudt phai vao Master
do va chon Aply Master to page....

& Pages =
.A
A-Mlaster
T
- Duplicate Master Spread "B-Master

Delete Master Spread "B-Master”

Mew Master...
Master Options for "B-Master”...

Apply Master to Pages...
Owverride All Master Page ltems Alt+Shift+ Ctrl+ L

Allow Document Pages to Shuffle
M

Page Attributes L

Panel Options...
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Viét Tam Diic - Tai liéu hoc Indesign
Mot hop thoai s€ dugc hién thi chiung ta nhap $0 trang can chi dinh cho B-Master theo hinh thirc nhu
hinh sau:

Apply Master
Apply Master: | B-Master v
To Pages: | 10-20| v Cancel

Gi4 tri s6 “10-20” duoc hiéu 1a ap dung B-Master tir trang 10 dén trang 20
*) Pang sb trang tw dong

Dé sb trang duoc hién thi trén cac trang ndi dung trong file Indesign ban can chén s trang trén Master,
sd trang trén Master duoc goi 1a s6 goc khi né & trén Master nao thi s& hién thi theo tén Master do.

Vi du: Khi ta chsd trang trén Master A thi $6 trang s€ hién thi 1a chir “A” hoa cht khong hién thi sb,
khi xudng céc trang ndi dung no s& hién thi sb.

L
= ¥
Sy 0
S trang trén A-Master S trang trén ndi dung

Thao tac tao sb trang dugc thuc hién nhu sau: Ban click chon cong cu text v& mot form text dé con
tré chudt trong form text nhung khong viét bat ky mot ky tu nao. Ban vao menu Type/Insert Special
Charater/ Markers/ Current Page Number dé hé thong tu dong chén sb trang ky tu xut hién s& 1a “A”
néu ban lam trén Master A.

i

. Insert Special Character 4 Symbols » i
. Insert White Space 3 Markers 3 Current Page Mumber Alt+Shift+ Ctrl+ N
Insert Break Character 2 .Hyphens and Dashes 2 . Mext Page Number
Fill with Placeholder Text Cuotation Marks » Previous Page Mumber
Show Hidden Characters Alt+Crl+| e ' el
Footnote Mumber

Chung ta tién hanh cin chinh d6i tuong text vira dugc chén vao nhu mot form text binh thudng dé co
dugc phan trinh bay so trang theo ¥ muon. Cac ndi dung khac muon dugc hién thi trén tat ca cac trang
thi s€ phai trinh bay trén Master va ¢ ngoai khung chtra I€ cua trang giay.

Neweai thire hién: Ddng Minh Dung A

Chan trang khi hién thi trén trang Master
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3. Dan trang tu dong

Indesign cho phép chung nhiing truc tiép mot file text, PDF bat ky vao file thiét ké chi voi mot 1énh
Place... trong menu File, khi nhiing ca file word vao trong Indesign ban khong can phai tao ra cac gidy
v6i s6 lugng trung khép voi sd luong trang trong file word, vi néu sé trang trong file thiét ké khong du
dé co6 chira hét noi dung trong file text hodc file PDF d6 né s& ty dong sinh trang khi chiing ta giit shift

dé day text vao.

Sau khi ban nhan Ctrl + D trén ban phim ban chon file ndi dung dugc chén vao nhu hinh sau:

m Place
Look in: ) tai lisu corel v & T e m-
I ~
o
Recent places | g j -
- L 3
Desktop Photo Video ~$A0 TRINH
— CORELDRAW.doex
Libraries . s
w-l -
y =~ |
This PC
A ~5A0 TRINH GIAO TRINH ~%ao trinh Giao trinh
Network CORELDRAW-vt... :CORELDRAW-vtd. ! lllustrator CS6.doc  CorelDRAW.pdf ¥
or
File ame: GIAO TRINH CORELDRAW-vtd docx v
Files of type: Importable Files W Cancel
Show Impart Options
Replace Selected Item
|:| Create Static Captions
Khi tao file chung ta
chi chon s0 lugng trang s =
la 1 trang, khi ddy text Nore] [ ]
vao néu ching ta chi click N Dj
chuot thi chi dua duoc noi
N N LetterV -
dung 1 trang vao file va =
noi ciing khong tu dong A
tao cac trang ti€p theo.
1 Page in 1 Spread s, @l I
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Khi day text vao ban giir shift ddng thoi click chudt chiing s& day duoc tit ca cac trang trong file word
cua minh vao Indesign nhu hinh dudi:

GIED TRINA CORSLDREW .n.

% Pages
BAI 1: GICA THIEU 2 HQ& VECTOR vA PHAM MEM CORELDRAW
1 Wacior » o hoa vecto Ia ab hga Jwgc dinh ra bing tga of, qwtmg a6 tas ra hinn , OB .
J5C TNEO CAC priang Phap tEN NC (KNac vl 28 Y33 DRTISP 2 bl 030 br NG F?"-"' Do [None]
iAnh (Plel)). - e3c @lem: — Cac hinh dnk vecto fwrs dé dang sla adl vé Finn wa kioh oo,
o wich fwedrc, minh anh vecto 52 khang bl thay odi chit leong va chuyen o8 ob gang gilla cac thiat
I. = g cynig: — D3 va2 @30 albm cla e hoa vecto, né oé ng dyng § bedng cne il k8 logo. — A-Master
ung rang ral e nganh Tst ke o hoa, gl ki quang cad.
LAW Iz i » CoreDRAW 2 1 phdn mém thig? & o8 noa veoto rél ndl éng coba Corel Corporation. - Lette -
1 Az dyng rat Iém Tong glerl thig? ké @b hoa wa quang cao Bl nnlng finf nEng ndd V
1F by cang wigs Cua no. » CorelDRA Co thé lam gaoc: — ThisL ké Iogo, Teong higu san pridm, do- 1
... — Thikt ki &n pndm cho In An, bac B, nhEn mac. - Thiét kb quing cao: Card VIl 7D cudl, do :%
...—Thiét k& dan irang cho Bach bao, tapchi_
¢ vl Corsl DRV 1233
Clzo din &hdd afng cla CorzIDRAN vl cic ving lam vise dinh
K - i T gy Siarcand
i THE Froperty
H 24
I 24 Pages in 13 Spreads 5],

Sau khi chén ndi dung vao file chiing ta sé tién hanh cin chinh noi dung theo Paragraph, mdi Pargraph
s€ dugc dung cho mot kiéu dinh dang khac nhau trong file van ban cua Indesign, déu tién 1a Pargraph
ctia tiéu dé, gan nhu mdi trang bao tap chi s& c6 mot bai viét voi cac tiéu dé khac nhau. Nén chung ta co
thé dinh dang trude 1 tiéu dé va ap dung né cho cac bai viét con lai. Cach tao 1 Paragraph méi: Ban vao
menu Type/ Paragraph Styles/ mot hop thoai Paragraph hién ra tai goc phai man hinh lam viéc cta ban.

% Paragraph Styles -

[Basic Paragraph)]

-x

Tao moi

O 9+ =l A

Trong Indesign cac Paragraph tiéu dé s& duoc dung trong viéc tao muc luc ty dong sau khi hoan thanh
viéc dan trang 1én can chu ¥ 1am chuan xéac cac Paragraph tiéu de.

Véi viée dan mot cudn sach thi tiéu dé s& c6 cac muc nhu: Tiéu dé chuong, muc mot nho, hai nho...
Mobi muc chiing ta s& dit mot Paragraph véi dinh dang riéng.

Muc ndi dung bai chiing ta s dé dinh dang theo mot form ¢ dinh ap dung cho toan bo ndi dung cudn
sach. Sau ddy 1a phan dinh dang cho cudn giao trinh hudng dan hoc Indesign ciia toi céc ban c6 thé tham
khao va tao cho minh cac Paragraph phu hop.
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Paragraph tiéu dé 16n: Sau khi tao méi Paragrph ban tién hanh diéu chinh cac mic dinh bang viéc
click dup vao Paragraph vira dugc khoi tao, mot bang can chinh ndi dung s€ dugc hién ra nhu hinh dudi:

T R RS
v 3 aesp W |"I‘r T

ign.indd @ 100% [Overprint Preview] =

TN VOO i OOV DT OO

T L [ ki -], T Ll i = - ° )] ——— = | =1 =

| ! Paragraph Style Options

| Gemeral | I Style Mame: tieu de lon I Tén Paragraph

Basic Character Formats =
Advanced Character Formats « R ol 2 o .
— el Kiéu dinh dang theo- dé mac dinh
Tabs
FEEpE s Based On: | [No Paragraph Style] v
Keep Options
Hyphenation Mext Style: | [Same style] v
{ Paragraph Styles Tt .
tieu de lon 5 Span Columns

[Basic Paragraph] Drop Caps and Nested Styles

—

Bullets and Numbering
Character Color
( OpenType Features
T Underline Options
Strikethrough Options
O 9% E & e Bl | Evon Tagorg

Style Settings: Reset To Base

[No Paragraph Style] + nest: [Same style] + Times New Roman + Bold

Apply Style to Selection

Céng

Céng ¢

Cénga

[IPreview Caricel

Céng

Pinh dang Kiéu chit, Font chir cho Tiéu dé 16m

Paragraph Style Options

Genersl Style Name: |tieu de lon
i

Advanced Character Formats ]

Indents and Spacing Basic Character Formats

Tabs

Paragraph Rules

Keep Options Eont Family: | Times New Roman v

R Font Style: | Bold v

Justification

Span Columns Size: S| 14 pt v Leading: = | (16.8 pt) v
Drop Caps and Nestad Styles Kerning: | Metrics v Tracking: = 0 v
GREP Style

Bullets and Mumbesing Case: M Position: | Normal v
Character Color

CrpenType Festures

Uinderiine Options [l underline Ligatures [ INo Break
Smm_h S [] strikethrough

Export Tagging
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Dinh dang hién thi chi myc cho tiéu dé chuong muc:
Dinh dang kiéu s6 (Numbers), ky tur dac biét (Bullets), ban can chon va diéu chinh cac chi muc theo
hinh bén duéi dé c6 duge dmh dang kiéu s6 cho cac muc nhu: LIL 1, 2...
Véi 6 Format 12 kiéu sd chi dinh ban ¢6 thé chon céac kiéu sb theo thuong hoac s6 la ma cho chi muc

cua minh.

IT T |4y 2o
T, F | B 30
b4

Genersl
Basic Character Formats
Advanced Characer Formats

Indents and Spacing
Tzbs
Paragraph Rules
Kesp Options
Hyphenation
Justification
= Span Columns
& Drop Caps and Nested Styles
BEP Syl
I Bullets and Humbering I
sracter Lok
OpenType Features
Congcu§ Underline Options
EE— Strikethrough Optians
Export Tagging
Page Tool
Cong cu Content
Céng cu Typo |
Cong cu Pen To
Céng cu Rectan
- | Preview
(TAna ~1 Sricon

Paragraph Style Options

Style Name:

Location:

Bullets and Mumbering

tieu de lon

List Type:l Numbers

List: | [Default]
Mumbering Style
Format: |1, 2, 3, 4... ]
Murnber: | ~#,~t

Character Style:
Mode:

| Restart Nurmbers at This Level After:

[Mone]

Bullet or Mumber Position

Continue from Previous Mumbe w

Level: 2|1

]

1

Any Previous Level

Alignment: | Left v
Left Indent: |0 mm
First Line Indent: \={ 0| mm
Tab Position: =5 mm

Phéan chi myc nhé ban ciing s& dit cac thong tin tuong tu nhu chi muyc 16n nhung nhé ¢ chir d&é nho
hon va lever cua n6 phai 1a lever 2 nhé. Lever 1, 2 s€ 1a vi tri khi sap xép trén muc luc ctia chung ta.

P ey B
v S ap v [Tr T, T |BY 30 Paragraph Style Options
sign.indd @ 100% [Overprint Preview] = X
2. o, P Jio 0] T O O Generzl Style Name: tieu de nho
L L L L L : L Basic Character Formats Locati
Mo
Advanced Characer Formats .
Indents 2nd Spacing Bullets and Mumbering
Tabs
I. CONG C Paragraph Ruks
Ke=p Options List Type: | Numbers w
1. Thanh Hyphenation =
CIE hS =
::g':p = P Span Columns Numbering Style
teu de ni
Divpicys il Nesteditvies Format: |1, 2, 3, 4... v
[Basic Paragraph] GREP Style
Bules s tumbering omber; 7.7t
tiew de fon D Character Style: | [None]
‘OpenType Features
Céng cu Undesiing Options Mode: | Continue from Previous Numbe v | |1
Strikethrough Options
Export Taaging Restart Numbers at This Level After: | Any Previous Level w
I Page Tod
Bullet or Number Paosition
Cong cu Conter Alignment:  Left
Left Indent: = |0 mm
Céng cy Typ First Line Indent: = 0 mm
Tab Position: || 5 mm
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tri nao trén doan ndi dung can dinh dang. Tao m&i mot Paragraph véi tén 1a

Pinh dang ndi dung dénh viéc dinh dang cac doan ndi dung trong bai viét, trang sach bao, tap chi cia
chung ta. NO1 dung cling gidng nhu tiéu dé ban co the dinh dang tat ca noi dung v6i mot Paragraph duy
nhat. Néu c6 nhiéu doan ndi dung khac nhau ban can tao nhiéu Paragraph theo cac kiéu ndi dung cho
pht hop v6i bé cu trinh bay cua trang béo tap chi.
Céch dinh dang mot doan n6i dung nhu sau: Ban sir dung cong cu text dit con tré chudt vao bat ky vi

dinh dang giéng nhu hinh sau:

bordlonm o1

Can chinh font chit kiéu chit

Gererzl

Advanced Character Formats
Indents and Spacing

Tzhs

Paragraph Rules

Keap Options

Hyrphenation

Justification

Span Columins

Drop Caps and Nested Styles
GREP Style

Bullets and Mumbering
Character Color

OpenType Festures
Unidedine Options
Strikethrough Options

Export Tagging

Can chinh doan text

Ganerzl

Basic Character Formats
Advanced Character Formats
Tabs

Parzgraph Rules

Kesp Options

Hyphenation

Justification

Span Columns

Drop Caps and Mested Styles
GREP Sty

Bullets and Numbsring
Character Color

OpenType Featres
Underline Options
Strikethrough Options

Export Tagging

Paragraph Style Options

Style Mame: |noi dung

Location:

Basic Character Formats

Font Family:
Font Style:
Size:
Kerning:

Case:

Times Mew Roman W

Reqular v

12 pt w Leading: || (14.4 pt) v
Metrics w| Tracking: = 0 v
Mormal W Position: | Normal

[ Junderline [+] Ligatures [ 1Mo Break

[ strikethrough

Paragraph Style Options

Style Mame: noi dung

Location:

Indents and Spacing

Alignment: | Left Justify W

[ ]Balance Ragoed Lines

NG

Can theo 1€ trai

Thut ca doan van

[J1gnore Optical Margin
| Left Indent: = 0 mm |/ Right Indent: =

| First Line Indent: =5 mm |Th1_1t dau d(‘)ng Last Line Indent:

Space Before: =|0 mm

Align to Grid: | Mone

Space After:

0 mm

= |0 mm

= |0 mm

noi dung” va co cac cai dat
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Véi mot doan ndi dung ban bit bude phai chon “Keep Options” vi chlic ndng nay ho trg viéc can
chinh text trong doan khong bi day mot tir cudi xubng dong trong doan. Viéc c6 mot tir bi day xuong
dong trong doan duogc g01 la “1‘0’1 chit” néu dé chir bi roi nhu vay s& khién doan vin cua ching ta xau vé
mit thim m¥ va tir bi ddy xudng bi v6 nghia khi doc. Bang Keep Option dugc dinh dang nhu hinh dudi:

Ganerzl
Basic Character Formats

Paragraph Style Options

Style Name: noi dung

Location:

Advanced Character Formats )
T T— Keep Options
Tahs
RaaachiRlies [[IKeep with Previous
: |
I Keep with Mext: -0 lines
{EfEm Keep Lines Together
Span Cohsmns
Drop Caps and Nested Styles () All Lines in Paragraph
GREP Sove ® At Start/End of Paragraph
Bullets and Numbering -
Character Golor Start: 2|2 lines
Snelpeliestn= End: =2 ines
Uniderline Options =
Strikethrough Options
Export Tagging

Start Paragraph: | Anywhere ]

Tao chit Drop Cap (chit cai to ddu doan vin) cho doan ndi dung dau tién trong bai bao, phan ndi dung
nay ban nén tao riéng mot Paragraph chuyén danh cho doan ndi dung dau nhu vay s& dé quan 1y hon.

= General
Saan| Basic Character Formats
=ucd Advanced Character Formats

Indents and Spacing
Tabs

Ciper] Paragraph Rules
Urse Keep Options
S Hyphenation
— Justification
Span Columns
J:
GREP Stylke
Bullets and Numbsring
alo Character Color
Tﬂlf OpenType Festures
Undesline Options
Strikethrowgh Options
Export Tagging

Paragraph Style Options

Style Name: |noi dung
Location:
Drop Caps and Nested Styles

oop caps a0 hai dong

Linas Characters Character Style
>z =ih [Mone] v
[¥] Align Left Edge \ [[] Scale for Descenders
’ \
Nested Styies 1 ky cao 2 dong

Click New Mested Style button to create a nested style.

MNew Nested Style Delete A ¥

Ngoai ra, néu ban khong tao Paragraph ban c6 thé chon chit Drop Cap ngay trén mot doan vin bat
ky voi1 chtic nang tao Drop Cap trén thanh thudce tinh bang céach click chon doan van bang cong cu Type
Tool/ chon sang thudc tinh Paragraph truc ti€p dé tao Drop Cap.

Tao coOt bao

= {0 mm Ele (5[0 mm E /|0 mm E <0 mm = | 4], | noi dung v ISE
- B tfoom |z o | us o Rz 2o I = | [V]Hyphene ¢ | = | f [e]e
Paragraph Thut dau dong Dong Drop Cap Ky tu Drop Cap Khoéng cach cot bao
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Trén thanh thudc tinh Paragraph ban c6 thé thiy ca chirc nang phan cot bao danh cho form text dang

s6 luong cot bao ban nhap vao 6 bén phai nd s& tu dong phan thanh s6 cot ma ban da nhap.

et 1am hec 1a mot trong nhimg doanh nghigp
re luon v thitc dweoc trach nhiém va nghia vu
ninh do1 v cong dong. Vi vay, ching 61

cong sitc nho bé cua minh cing
tén thé heé trong lai cua dat

khang chién cua dan 1764 mm

s
>
s
-

AS

Ngay 29/5. chwon 5 [~ =

e

. | Narmal {web)+

trinh cac em thieu nli cua tnrong da co nhitng tist muc
mma dan ca ba muén dac sac chao nng cac thanh vién
trong doan.

Tai buéi trao qua thay mat cho doan Giam déu:_ cong v
Viét Tam Dirc 6n 7Q§ o5t bao 44 phat biéu: “cam|
théng chia s& v caweeep, cevwN\eewnns ko khin cua cac

LD el Ao : :

o FRpI——

sc, nhitng ngwcn
1am tro 1én tieot

Hyphenate

duéng cho em™ do cong ty Viet Tam Dire phot hop var
treomg Mam Non Tredmg Son 6 chite d3 dwoc didn ra
tai treong Mam Non Trieong Son. Day 1a chwong trinh
huong teng Quyét dinh s6 647/QD-TTg ngay 26/4/2013
ciia Thu teéng chinh phn phé duyét P2 an cham sdc tré
em méi c6i khéng noi nuong tia, tré em bi bo roi. tré

bm nhiém HIV/AIDS. tré em 14 nan nhén chat déc da

cam, tre khuy#t tit va tre em bi anh hiromg boi thién tai,

- AmA A AAmA . a

dep. . A
Khoang cach cdt bao

Rét vinh d cho toi 1a ngudl con sinh ra va ldn 1én ti
qué hrong nay lai dwoe trd vé gdp mot phén nho bé cua
minh vao viéc cham lo cho cac em. td1 that s vui ming
va xuc déng. Po ciing 14 déng hec d8 té1 phat trién hon
nita.

Trong chirong trinh “Dinh dedng cho em™ ban t6 chirc

4. Pat cha thich cho doan van

Thong thudng cudi cac trang sach chiing ta thuong thiy c6 mot vai chi thich nhd cho mot sé tir dic
biét trong trang sach do, ban hoan toan cé thé tao nhitng chu thich nhu vy mot cach dé dang trong doan
van khi 1am viéc voi Indesign. Chu thich trong Indesign duoc goi 1a Footnote. Mdi trang c6 thé c6 dat
duoc nhiéu cha thich. Céch tao cht thich nhu sau: Ban dat con tro text tai vi tri mudn dat chu thich rdi
vao menu Type/ Insert Footnote... Mot dong chi thich s& xuat hién ngay dudi chan doan vin cia cic ban.

Quyet dinh cta Tha Tudéng Chinh Phﬁ‘

Character Styles Shift+F11
Paragraph Styles T yay 29/5, churong trinh tang qua tir thiés
R shit-Ce-0 ryn o Mam Non Trudme Sen td chire da dh
Find Font... ., L, 3- X , .
S . long tng Quyet dinh s0|647/ QB-TTgf ngd
ange Case Ao e " . . 2
] . _ |emmo61 o1 khong no1 nuong toa, treem
ype on a Pa . I . . . - .
N m. tré khuyeét tat va tré em b1 anh huong ¢
ctes L \ . ;e 2
S — . 1mung 1 thang 6 dang té1 gan.
Insert Footnot . . R . ,
e e : rong trinh tr thién “Dinh dwéng cho em”
Document Footnote Options... = . z T L.
m. huyén Luc Nam, tinh Bac Giang. Toi f
Hyperlinks & Cross-References »
Text Variahbles k

Eh dao xa Trurong Son, lanh dao treong M
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Can chinh Footnote sau khi chén Footnote: Béi den Footnote da tao vao Type/Document Footnote
Options... O day ban c6 thé dat lai cac ché do hién thi cua Footnote.

Create Outlines Shift+Ctrl+0 :'5112 q11§i l'ff Thiéﬂ “D]I.I]
Find Font... on to chire da duoc dié
Change Case

" 47/QD-TTol ngay 26/«
' rong tira, tré em bi bo r
b1 anh huong bon thié

| gan.

Type on a Path

Motes
Track Changes

Inzert Footnote

Document Footnote Opticns...

dudng cho em” da dug

Hyperlinks & Cross-References 4 f’;.“ (tiana Ta& tham A
Footnote Options Y
Mumbering and Formatting | Layout
anh nghie
Murnbering . .
iyt (1237 tich cuc
er 1,2, 3, 4... W . .
Start at: |1 va N:.hﬂ Hﬂ
[ ] Restart Numbering Every: Page : chién ct
Show Prefiy Suffix in: Footnote Reference W Ch
_ r thién I
Prefi: |{ b _

Suffo: |} 3 dﬂ dll’Q’C

ol ngay
Formatting | E em bl ]:
Footnote Reference Number in Text . .
Position: | Apply Superscript W ['D’Ilg bUl

Character Style: | [None] W
Footnote Formatting yem”™ dﬁ i
Paragraph Style: | [Basic Paragraph] W TD’l thﬂl]
Separator: |4 b me Man
ng chwot
> thanh v
1am doc
y khan cu
[v|Preview Cancel

1hitng ng
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II. MUC LUC TU PONG

Muc luc ty dong dugc rit ra tir cac Paragraph da dugc tao trong qua trinh can chinh ndi dung cua cudn
sach hay tap chi. Moi mdt Paragraph sé & mot lever khac nhau.
Céch tao muc luc ty dong trong Indesign nhu sau: Ban vao menu Layout/Table of contents...

Layout | Type Object Table View Window Help [Ed]

Pages 3

Margins and Columns...
Ruler Guides...

Create Guides...

Create Alternate Layout...
Liquid Layout

First Page Shift+Ctrl+Page Up
Previous Page Shift+Page Up
Mext Page Shift+Page Down
Last Page Shift+Ctrl+Page Down
MNext Spread Alt+Page Down
Previous Spread Alt+Page Up
Go to Page... Ctrl+)
Go Back

Go Forward

Mumbering & Section Options...

. Table of Contents...
Update Table of Contents
Table of Contents Styles...

Ban dat tén cho myc luc va lwa chon cac dé muc theo tht tu da dit trong khi tao Paragraph va dua vao
phan hién thi myc luc nhu hinh bén dudi.

TOC Style: | [Default] v 0K |
Title: |Muc Luc Style: | [Mo Paragraph Style] W Cancel
Styles in Table of Contents
Save Style...
Include Paragraph Styles: Pua vao Other Styles:
muc hién thi [eidere S Fewer Options
<< Add X
Pé muc duoc chon
Remove >
Style:
Entry Style: W
Page Mumber: W Style: W
Between Entry and Number: 3 Style: W
[]Sort Entries in Alphabetical Order Level:
Options
Create PDF Bookmarks ] Run-in
Replace Existing Table of Contents [ lInclude Text on Hidden Layers
Include Book Documents
Mumbered Paragraphs: | Include Full Paraaraph W
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Tht tu cac muc da tao trong file huéng dan nay cia toi nhu sau:

Table o

TOC Style: | [Default]
Title: Muc Luc Style:
Styles in Table of Contents

Include Paragraph Styles:

f Contents

[Mo Paragraph Style] W Cancel
Save Style...

Other Styles:

[Mo Paragraph Style] Fewer Options

noi dung

[Basic Paragraph)

tieu de chuong
tieu de lon
< Add
tiew de nho
BTN | [ Remove>> ||
Loai bo dé muc
da chon
Style: muc nho
Entry Style: | [Same style] W
Page Number: W

Between Entry and Number:l ~t ||~

[]Sort Entries in Alphabetical Order

Tabs trang khoang cach
gilt sO trang va dé muc

Options
Create PDF Bookmarks
Replace Existing Table of Contents

IR

Include Book Documents

MNumbered Paragraphs: | Include Full Paragraph

[JInclude Text on Hidden Layers

S6 & sau

Style: | [None] W
Style: | [Mone] v
Level: =||4 w

un-in

Sau khi da dinh dang xong cac ban nhén OK dé khéi tao muc luc. Ban chon trang dé déy muc luc ra,
t6i day muc luc ctia minh ra trang cudi cuing ctia file huéng dan nay. Khi day ra s& c6 trang thai nhu sau:

.QUANLY PAGE (TRANG G-IAY} 14
. Tao file, trang mdi theo quy chuin 14
civhaid: 17
. Chén tizu dé muc va danh sb trang tw déng 18
. Dan trang t dong 20
bit chn thich cho doan vin 16

HUONG III: MUC LUC TU PONG 28

Viét lam Dic - 1ai éu hoc Indesign TrmmmT ——
vcLue ) B = (Mosed) P
H[;()'NG I: CONG CU VA poI1 TUQNG TRONG INDESIGN 2 [Basic Paragraph]
. CONG CUTRONG INDESIGN2 tizu de chuong
. Thanh congen 2 =
. Tinh ning vi tiy chon ciia céngen 3 e
. Tinh ning 3 musc nho
» Cac tiy chon ciia cong cy: 3 tieu de nha
1. VE HINH, TO MAU CHO pO1 TUQNG TRONNG INDESIGN 4 )
R tieu de lon
.Véhinh 4
.Iﬁmég:hoﬂﬁihmg 7 X
II. CHEN TEXT, ANH VAO TRONG FILE THIET KE 9
. Cheén text vao file thiet ké 9
. Chén inh 10 O 9+ &l oW
. Thém hieu tng cho hinh vé trong Indesing 11
Cin dong doi twong 12
ic chike ning trong bang Align 12
ONG KET CHUONGI: 13

HUONG II: QUAN LY PAGE VA DAN TRANG TU PONG 14
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Can s6 sang bén phai v6i viée x6a bo tab Character thay bang tab phai (Right Indent Tab) nhu hinh
anh dudi:

Table of Contents

TOC Style: | [Default] v [l 0K |
Title: |Muc Luc Style: | [Mo Paragraph Style] W cancel
Styles in Table of Contents Save Styl
Ve ...

Include Paragraph Styles: Bullet Character
tizu de chuong Tab Character Fewer Options

tiew de lon . Right Indent Tab

<< A

tieu de nho

| mucnho | Remove

Forced Line Break

End Mested Style

Em Dash
Style: muc nho En Dash
Entry Style: | [Same style]
Em Space
Page Mumber: | After Entry
En Space

Between Entry and Mumber: |~y r
Monbreaking Space

Meonbreaking Space (Fixed Width)

[]sort Entries in Alphabetical Order

Options

Hair Space
Create PDF Bookmarks .
Sixth Space
Replace Existing Table of Contents .
Include Book Documents Thin Space
Mumbered Paragraphs: | Include Full Paragr Quarter Space
Third Space

Sau khi da déy s6 trang vé bén phai ban chon dinh dang muc luc vé Basic Paragraph dé no loai bo
dinh dang da c6, chiing ta s€ tao m&i mgt Paragraph c6 tén 1a muc luc d€ can chinh lai muc luc cia minh.

{ Paragraph Styles | -

Viét Tam Diic - Tai liéu hoc Indesign
T £ . 0 [:IL [Basic Paragraph]

R ———

L. Céng cy trong Indesign =~ 2

~= [l

L. Thanh congecy 2 el
2. Tinh néng va tiy chon cha cong cy3 i chung
a. Tinh ning 3 muc nho
b. Cac tity chon caa cong a3
tieu de nho

1L V& hinh, t& mau cho 461 tudng tronng Indesign 4
1. V& hinh 4 tieu de lon
2. Té mau cho d6i tigng 7

I1L Chén text, inh véo trong file thiftké 9
L. Chén text vio file thiftké 9

2. Chénanh 10

3. Thém hiéu dng cho hinh v# trong Indesing 11 . i
4. Cin déng 46l tigngl2

Céc chific ning trong bing Align 12

Téng kétchuong I: 13

Chuong 1L Quan Iy Page va dan trang ty dong 14
L. Quén Iy Page (trang gidy) 14

1. Tao file, trang mdéi theo quy chudn 14

Goiyhbai 3 17

2. Chen tiéu d€ migc v ddnh s6 trang tu déng 12
3. Dan trang td ddng 20

4. B4t chi thich cho dogn vin26

Chuiong ITE Mic lyc ty déng 28

Tao mai Par?graph

] ]
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Viét Tam Diic - Tai liéu hoc Indesign

Lua chon cac muc can chinh danh cho muc luc nhu sau:

7 v v e
Paragraph Style Options
General | Style Name: |muc luc
fuc Luc Basic Character Formats -
huiong I: Cong cu va i tug Advanced Character Formats
Céng cy trong Indesign Indents and Spacing General
Thanh céng cu 2 Tabs
Tinh niing va tiry chon ciia
Tinh néng 3 pa""’ap'f = Based On: | [Mo Paragraph Style] v
Cde tity chon ciia cdng cw: R .
Ve hinh, t6 miu cho déi b Hyphenation Mext Style: | [No Paragraph Style] v
Véhinh 4 HerE Ly Shorteut:
Tos ﬁu cho dﬁ;m;ing Span Cokimins a
L Chén text, anh vao trong |
Chén text vio file thidtke || D r v = Nesd Sves e
Chénanh 10 GREPSbde
Thém higu 13].:Lg cho hinh v Bullers and Numbering [Mo Paragraph Style] + neat: [Mo Parsgraph Style]
Ciin dong d6i tugngl2 Character Color
dc chiic ning trong bing Al CpenType Features
b mffémﬁi:- ragera ] | imio=Orees
uong LT T Fage Sui h Ot
Quin Iy Page (trang gidy) b
Tao file, trang mdi theo quy Export Tagging
giybaid: 17 Apply Style to Selection
Chén tiéu dé myc va dinh
Dan trang ty ding 20
Bt chi thich cho doan vir
huiong I1E Muc lyc ty déng

Can chinh Font chi, kiéu chit

Genersl
Basic Character Formats

Paragraph Style Options

Style Name: |muc luc

Loscation:
Advanced Character Formats
Indents and Spacing Basic Character Formats
Tabs
Paragraph Rules
Kesp Options Font Family: | Times New Roman W
gl Font Style: | Regular v
Justification
Span Cokumns Size: - 14 pt v Leading: > (16.8 pt)
Drop Caps and Nestad Styles Kerning: | Metrics w| Tracking: =0
GREP Styke
Bullers and Numbssing Case: Mormal W Paosition: | Mormal
Character Color
CrpenType Festures
Undzrline Options [l underline Ligatures [ 1Mo Break
Emm_h Oens [] strikethrough
Bxport Tagging
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Dit tabs chim bén phai cho muc luc

B v & [Hfe v | O e ol 2 4w 1 [AS | Elomm
s V@J:w EsE
] | *Untitled1 @ 150% x |

Ganarz|

0 [230 |240 [250 [280 [270 [280 [230 300

Basic Character Formats
Advanced Character Formats

Indents and Spacing

uc Luc

2 PRy Paragraph Rules
hueong I: Cong cu va ddi fwong trong =it
G i Ke=p Options
I. Céng cu trong Indesign. .. =
. p—
1. Thanh cong cu _\PH._nfDn
2. Tinh nang va ty chon cia cong cu., SS‘ '::'ID"
a. Tinh niang Dp=ncE .r"-ns ) o
b. Cac tiuy chon cia cong cw: ... Yop psl:-: ested Sty
I V& hinh, 6 méu cho dbi trong trons | | SREP = _
1. V& hinh Bullets and Mumbesing
Character Color

2. Té mau cho déi twong ...
MI. Chén text, anh vio trong file thiét b
1. Chén text v 30 file thiét ké

OpenType Festures
Unederline Options
Strikethrough Options
Export Tagging

3. Thém hiéu g cho hinh vé trong In
4. Can dong doi twong........ooooove

Cac chirc nang trong bing Align
Téng két chwong I:
Chuong II: Quin 1y
I. Quén 1y Page (trang gm;) .................
1. Tao file, trang mdi theo quy chuin .|
G ¥ bai 3:
2. Chén tiéu dé muc va dinh sb trang t
[lﬁ Dan tra.ug m dong ........

Bai tap thuc hanh: Thiét lai file tap
chi Thuong Hi¢u & Hang Hoa

G6i ¥: - Thiét ké bia trén trang 1.

- Tao mdi cac trang ndi dung.

- Tao Master Page quan ly, dat tiéu
dé muc theo chuyén muc cua tap chi.

- Tao s trang tu dong

- Phan trang thanh cac cot bao

- Can chinh ndi dung theo mau
hinh 4nh da cho

w‘s

Wl £ ||SE] fEE | TE e 134

Paragraph Style Options

4,233 mm

Style Name: 'muc luc u

Location:

Tabs phai 1

Tabs

P4 ¥
0 |1a |za |m |4a |50_|?n |?a

Align On:

aly
,sa_l‘ao_ﬁo |11a |1za |1m |14a |150_|TF- |1?a

Repeat Clear Al M

Do dai tabs
kiéu Tabs chim

HANG HOOA & 3

THUONGHIE

CO QUAN NGON LUAN CUA HIEP HOI CHONG HANG GIA VA BAO VE THUONG HIEU VIET NAM

SuxuanZ[ﬂB Mt
%mwng/ nam maot

Yoin Bivk Than
2016

W‘

ey’

< XUAN HOI NHAP

==

+ TAP DOAN NUMBER 1
TOP BRAND 2015

++ BAN 389
Hiéu qua chi dao trong cong
tac chéng buén lau, hang
gia va gian lan thuong mai

+ TRUNG TAM CRASAM
B3i méi khoa hoc cong
nghé nang cao hiéu
qua kham chtia bénh

L
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Can chinh ndi dung theo mot

hodc Paragraph dé khoi tao muc luc
theo biéu mau

DOANH NGHIEP - DOANH NHAN

DOANH NGH

CHU TICH HOI PONG BIEN TAP
Duong Van Bon

TONG BIEN TAP
Vo Thity Duong

PHO TONG BIEN TAP
Lé Hién Thu
Pang Thi Dung

DOANH NHAN CO VAN
Lé Hién Thu
Pang Thi Dung

TRUONG BAN TRI SU
Ding Thi Dung

THU KY
Nguyén Thanh Tuyén

BAN BIEN TAP
Vin Cudng, Hoang Tinh
Duy Trung, Tién Hii

THIET KE
Pang Dung

Lam trén Master page

YNG HIEU

THONG TIN TAP CHI

MUC LUC

TIN TUC & N I(IEN
2 Nhiing sy kién ding chu y trong nim 2015
3 Cdc sy kién tiéu bi€u nghanh d6 hoa nim 2015

XUAN HOI NHAP
4 Nhitng san pham thuong hiéu Viét
3 Viét Tam DPic - Nim cla thanh céng

DOANH NGHIEP - DOANH NHAN

5 Giap g Doanh Nhin Cyu chién binh

6 Thuong Hiéu Viét Tam Pic

7 Doanh nhin Dudng Vian Bén séng d€ yéu thuong
8 Xay dung Thuong Hiéu

SUC KHOE DOI SONG
9 D61 méi cong nghé nang cao hiéu qua stic khoe
10 Ung dung ché d6 dinh dusng

SAN PHAM DICH VU TIN CAY

12 D4i mdi cong nghé nang cao chét luong
13 Thuong hiéu Viét Tam Diic

14 Xu huéng qua ting tét

Paragraph ni dung c6 chtra chir
Drop Cap ban c¢6 thé tao tryc tiép
khong can dit trong Paragraph noi
dung do chi c6 doan dau c6 con cac

doan con lai khong cé.

Céch tao lya chon doan text can
chen Drop Cap, chon cong cu Type
clich vao doan do, chuyén thudc
tinh sang ché d6 Paragrap chon chirc

nang Drop Cap
Thudc tinh Paragraph

AlE
El

0 imim

15

TRU SO

Tru s& chinh: P1201-2C tdng 12 Toa nha Landmark
72 Keangnam Hanoi, khu E6, Mé Tri, Nam Tu Liém,
Ha Noi
VP1: Phong 1114, nha CT.A 789 B¢ Quéc Phong,

DOANH NGHIEP- DOANH NHAN

id Tam Diic 1a mét trong nhiing doanh nghiép tré ludn y
thfiic dugc trach nhiém va nghia vu ciia minh doi voi cong

dfng. Vi vay, ching toi luén tich cyc tham gia cac hoat

. dong xa hoi y nghia vi cong dong. G6p phan cong stic nhé bé ctia
Chtr mpa@apa nuidc cham lo t6i thé hé tuong lai cira dat
nuidic, va chi an nhiing gia dinh c6 céng trong hai cu6c khang chién

ctia dan toc

Ngay 29/5, chuong trinh ting qua tii thién “Dinh dudng cho em”
do cong ty Viét Tam Diic phai hop v6i trudng Mam Non Trudng Son
t6 chiic da dugc dién ra tai trung Mam Non Truong Son. Day la
chuong trinh huéng ting Quyét dinh s6 647/QD-TTg ngay 26/4/2013
ctia Tha tuéng chinh pha phé duyét Dé an cham soc tré em moi coi
khéng noi nuong tya, tré em bi bo roi, tré em nhiém HIV/AIDS,
tré em la nan nhén chit doc da cam, tré khuyét tat va tré em bi anh
hudng bei thién tai, tham hoa giai doan 2013-2020, va ngay quéc té

thiéu nhi mung 1 théng 6 dang tGi gin.

chuong trinh tii thién “Dinh dudng cho em” da dugc dién ra tai
trudng Mdm Non Trudng Son thugc xa Truong Son, huyén Luc
Nam, tinh Bic Giang. T6i tham du chuong trinh c6 cac can bo Doan
huyén Luc Nam, can b lanh dao xa Trudng Son, lanh dao trudng
Min Non Truong Son, cic cé gido dang cong tac tai trudng, cic em
thi€u nhi cting cic bac phu huynh. Trong chuong trinh cic em thiéu
nhi cta triong da c6 nhiing tiét myc mia dan ca ba mién dac sic

chao miing cac thanh vién trong doan.
Tai budi trao qua thay mat cho doan Giam déc cong ty Viét Tam Diic
6ng Duong Vén Bn da phit bi€u: “cam thong chia sé véi nhiing hoan

canh kho khan cta cac em nho tai dia phuong, dong thoi ciing la su

Khing dinh uy tin bing cong nghé

Hotline: 0982.512.785

DOANH NHAN
DUONG VAN BON

o diic trong kinh doanh dé
doanh nghiép phit trién bén viing

sl 200 TR 1 ? s
Doanh nhin: Duong Van Bén tham dy dém héi trang rim cho em

g6p cong xay dyng non séng viét nam trd lén tuoi dep.

Rét vinh dy cho t6i 1a ngudi con sinh ra va 16n lén tii qué
huiong nay lai dugc tré vé gop mot phan nhé bé ctia minh
vao viéc cham lo cho cic em, t6i that sy vui miing va xac
dong. 6 ciing la dong luc dé toi phat trién hon niia.”
Trong chuong trinh “Dinh dudng cho em” ban t6 chiic da
phit ting 150 xudt qua cho cac em nhé dang theo hoc tai
truong, niém vui khi dugc gop mot phan nho cong stic ctia
cho sy thanh cong ctia chuong trinh hién 16 trén anh mét

ctia tat ca cac thanh vién trong doan.

Qua day cong ty Viét Tam Diic xin dugc gii 16i cim on

t6i cac déng chi lanh dao Pang Uy, UBND xa Trudng Son,
Lanh dao nha truong, Cac déng chi lanh dao huyén doan,
cdc ca nhan da ang ho va tao diéu kién tot nhét cho chuong

trinh dugc thanh cong tot dep.
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CHUONG III. BANG VA CAN CHINH BANG

Pé tao va st dung bang trong Indesign ban can hiéu rd vé menu Table ( bang ) trong menu Table
chung ta c¢6 chitc nang nhu: Chén bang, thém cdt can chinh bang... Nhung dé chén dugc bang ra ban can

1am mét viéc d6 vé& khung Text voi cong cu Type Tool trude. Cach thire tién hanh nhu sau:

Ban chon cong cu Type Tool vé trudc mot form text dé con tré chudt & trong Form va vao menu Table

chon Insert Table mot bang sé& hién ra

Table | View Window Help [B]  75% v |

| Insert Table.. Alt+Shift+Ctrl+T |
Convert Text to Table...

I Convert Table to Text I
Table Options 2
Cell Options 2
Insert r
Delete r
Select r
Merge Cells
Unmerge Cells
Split Cell Horizontally
Split Cell Vertically
Convert Rows 2

Distribute Rows Evenly
Distribute Columns Evenly
Go to Row...

Edit Header
Edit Footer

Insert Table
Table Dimensions
Body Rows: =
— = Cancel
Colurnns: 15| 8
Header Rows: 2|0 Hang
Footer Rows: |2 0 Cot

Table Style: | [Basic Table]

Bang sau khi nhap s6 luong cot, hang

Can chinh va kéo dan dong va cdt trong bang
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Noi dung ctia ban ban nhap vao tuong ty nhu véi1 Word. Viée kéo hang hay cot rong ra
ban phai ding cong cu Type Tool néu mudn cin déu hang ban chon nhiing hang can cin
nhéan chudt phai chon Iénh Distribute Row Evenly. Nhu hinh dudi:

H Table Options

Cell Options

Insert
Delete

Select

Merge Cells
Split Cell Horizontally
Split Cell Vertically

Distribute Rows Evenly

Distribute Celumns Evenly
Rotate
Go to Row...

InCopy

Céc chire nang can chinh bang

Tuy chon can chinh
text, hang, cot...

Xo6a bo hang, cot ————

Table Options
Cell Options

Insert
Delete
Select

Merge Cells
Split Cell Horizentally
Split Cell Vertically

Tuy chon bang

Chén thém hang, cot

Hoa c0t, hang

Can hang bang nhau

Distribute Rows Evenly

Distribute Columns Evenly
Rotate
Go to Row...

InCopy

Can cot bang nhau
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Can chinh bang v6i Table Option
Table Options

Table Setup | Rowr Strokes | Column Strokes | Fils Headers and Footers

Table Dimensions S6 hang, ¢t

Body Rows: = I Columns: =8
Header Rows: =0 Footer Rows: =0
Table Border Diéu chinh dudng vién bang
Weight: =|0.353r v Type: I
Color: | I [Black] w Tint: |2|100% | [ Overprint
Gap Color: [][Paper] Gap Tint:  [100% Overprint
Preserve Local Formatting
Table Spacing Khoang céch dong trong bang
Space Before: = 1.411 1 Space After: | -1.411r
Stroke Drawing Order
Draw: | Best Joins W
[Preview Cancel

Can chinh duong vién theo hang cot
Table Options

Table Setup | Row Strokes | Column Strokes | Fils | Headers and Footers

Alternating Pattern: «| Diéu chinh duong vién cla hang
Alternating
First: =1 Rows Mext: =1 Rows
Weight: 2| 0.353r1 Veight: 2 0.088r1 w
Type: | I Type: | I
Color: | I [Black] w Color: | I [Black] w
Tint: 2 100% | [ ] Overprint Tint: |2/100% | []Overprint
Gap Color: [][Paper] Gap Color: [][Paper]
Gap Tint: = |100% Overprint Gap Tint: = |100% Owverprint
Skip First: =0 Rows Skip Last: =0 Rows

Preserve Local Formatting

[ Draviaer al's Manral
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CHUONG IV: XUAT FIEL VA PONG GOI FILE
I. XUAT FILE PDF PE XEM VA CHUYEN FILE IN

Sau khi hoan thién file thiét ké dan trang trong Indesign ban can xuét file dang PDF dé cho khach xem
va chuyén xudng xudng in, file PDF thudng dugc xut voi chit luong t6t nhat dé dam bao vé hinh anh
va noi dung.

Luu ¥: trude khi xuit file ban 1én cha y téi phan Checking bén dudi khung 1am viée nd phai bao dén
xanh

w b M B, @ Noemors - £

—— S s o]

Cach xuat file PDF cua In- g edit Lsyout Type Object Table View Window Help
design nhu sau: Ban vao menu New ;
. IT T T Aiv:Met'iva'
File/Adobe PDF Presets/ 0 Chrl+0 1
pEn... rl+ ™ T T |mw 2o ol
[High Quality Print] 8 ey e r—— z = vl 2
rowse in Bridge... t+Ctrl+ vl x| “Untitled-1 @ 100% x|
Open Recent b |[s0 [i7o |10 150 [a00 |30 220
Cloze Chrl+W
Save Ctrl+5
Save As... Shift+Ctrl+5
Check In...
Save a Copy... Alt+Ctrl+5
Revert
Place... Ctrl+D
Impoart XML...
Adobe PDF Presets 3 Define...
S e [High Quality Print]...
Document Presets 3 [PDF/X-1a:2001]...
Document Setup... Alt+Ctrl+P [PDF/%-3:2002]...
User... [PDF/X-4:2008]...
File Info.. Alt+ Shifts Ctrl+| L= T
[Smallest File Size]...
. X Export Adobe PDF
Sau khi chon chat °
lugng file s€ xuat hién ! Adobe PDF Preset: | [High Qualty Print] v
mot béng chon version ! Standard: | None v | Compatibiity: | Acrobat 5 (PDF 1.4) v
( phién ban PDF) ban Gener Phién ban luu
cO thé lya chon phién |  comsession
R A , N R Marks and Bleads Description: Use these settings to create Adobe PDF documents for guality printing on
ban trén may ma Xxuong desktop printers and proofers. Created PDF documents can be opened
. A .. 2 Cutput with Acrobat and Adobe Reader 5.0 and later.
noi ban gui di in dé Advanced
dam bao n6 c6 thé mo | s
\ \ ] mmary P
binh thuong. S =0
Al
O Range: v Tuy chon trang luu
(_) Spreads
Options
[[]Embed Page Thurmbnails [[]view PDF after Exporting
Optimize for Fast Web View Create Acrobat Layers

; Create Tagged PDF

Export Layers: | Visible & Printable Layers v

Include
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Trong mot sb truong hop khach hang cua ching ta khong str dung phan mém PDF dé doc noi dung
cling nhu kiém tra mau thiét ké cua chung ta, ban c6 thé xuat file anh v6i quyén lua chon ting trang nhu
sau: Ban vao menu File/Export...

File | Edit Layout Type Object Table m Export
| New ' Savein: | [l Desktop v @ il
Open... Ctrl+0
o = - . = e Y
Browse in Bridge... Alt+Ctrl+ 0 -;r_‘}‘ Q l% . ! | _J &E
Open Recent b Recent places & s, ™
Close Chrle W ’—‘ Homegroup DungDivEm  This PC Libraries Metwork
Save Ctrl+5 -—
. Desktop | .
Save As... Shift+ Ctrl+5 _—‘_ ‘& h e | E‘ ]
Check In... . # 4 ol _..,_L._ g
{1l [
Save a Copy... Alt+Ctrl+S Libraries Epson User's anh-gc-hue bia mau hinhf Searches
R Guide L30... bac
level !
Ly ! i i i
Place... Ctrl+D : b
This PC
L “ | O O O O
* Qy’ Wechat_Setu... 1.pdf bang-ma-.. mau-catal... OnasaVoH..
Adobe PDF Presets 4 OK.pdf
T Metwork
Export... Ctrl+E |
Document Presets 3 m m l'_&.l
FlGn
Document Setup... Al Ctrl+P OnasaVoH... tai-lieusind.. This PC- .
User... Shortcut Tén anh
File Info... Alt+Shift+Ctrl+| /
Package... Alt+Shift+Ctrl+P File nama: trang-3 v
Print Presets 3
) Save as type: Adobe POF (Print) ¥ Cancel
Print... Ctrl+P Adobe InDesign Tagged Text
: Adobe PDF {Interactive)
Print Booklet... Adobe PDF (Prirt)
. EPS
Exit Ctrl+Q . ) EFLB
binh dang 4nh Fiash CS6 Professional (FLA)
: : Flash Player (SWF)
HTML
InCopy Document
InDesign Markup (IDML
= 1Rich Text Format
Thong tin vé s6 trang anh dugc xuét ra: - T i
g g : Export JPEG |
Export I
Selection L
z Z () Range: v
SO luong trang xuat ra -
anh: All ( tat ca cac trang)
r A ®) Pages
~Range ( Cl:lO phép nhap O Spreads
sO trang bat ky)
Image
Quality: | Medium v
Chﬁt lu,o,ng él'lh dLYQC i Format Method: | Baselne v
A Resolution (ppi): | 72 ¥
Xuat ra: :
. . 4 Color Space: RGB v
Quality: Medium ( chat
luong trung binh ) Options
Resolution (ppl)72 (do [¥]Embed Color Profile: sRGE 1ECE1966-2.1
nét cia anh khi xuat ra ) [¥] Anti-alas
COIOI‘ Space' RGB ( hé [Juse Document Bleed Settings
ma‘lu hlél’l thl cﬁa énh) [ simulate Overprint
| Cancel
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II. PONG GOI DU LIEU VA FILE THIET KE

Trong qua trinh 1am viéc khong phai luc nao ching ciing 1am viéc trén mot may tinh duy nhat. Khi
chuyén file thiét ké chiing ta can chu ¥ vi file c6 chtra anh va ndi dung dugce nhiing vao véi 1énh Place...
chtr khong dugc viét truc tiép trén trang thiét ké, nén khi chuyén may tinh chiing ta can chuyén toan bo
nhirng hinh anh, file text hay font chir da duoc st dung trong file thiét ké cia minh.

Thong thudng cac file anh, text khong dugc chira trong cing mot thu muc, néu mudn chuyén toan bo
ban can dong géi dir liéu va file thanh mot thu muc va chuyén di.

Céch dong goi file trong Indesign nhu sau: Ban vao menu File/ Package...

File | Edit Layout Type Object Table Pa Ckage
Mew 3
umma
Browse in Bridge... Alt+ Ctrl+ O ¥
Fonts
0 R t 3 1
pen Recen Links and Images Scope: Entire Publication
Close Ctrl+W : Colors and Inks
Save Ctrl+5 1 Print Settings Fonts: 1 Fonts Usad, § Missing, 0 Embedded, 0 Ino
Save As.. Shift+ Ctrl+S : Esternzl Phug-ins D Protected
Check In...
| i dikem ki ===
Revert X ' '
* _ xudt file
Place... Ctrl+D |
aee i ! Colors and Inks: 4 Proczss Inks: 0 Spot Inks
Import XML... j CMS is ON
Adobe PDF Presets [ Externzl Pleg-ins :
Export... Ctrl+E
Non Crpague Objects :None
Document Presets 3 . Number of Documents :1
Document Setup... Alt+Ctrl+P ] Pagination Options : Nome
User... ] | Show Data For Hidden and Mon-Printing L
File Info... Alt+Shift+ Cel+1 i
Package... Alt+Shift+Ctrl+ P 1 Package... Report...
Print Presets 3

LSS T AT AR ST T T e Aes

Khi nhan Package... hé thong s& hoi ban c6 mudn luu file Indesign d6 luén khong, ban hiy nhan Save
deé hé thong tu dong luu file d6 vao file dong goi cia no.

Publication must be saved before continuing. Save it ]
[ now?

Save Cancel

Gio thi hay chon 6 luu va dat tén cho file luu ctia minh nhé. Sau d6 chi viéc nhan Continew dé hé
thong tiep tuc chay la ok.
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Printing Instructions

Filename: Continue

Contact:

Cancel
Company:

Address:

Phone: Fax:
Ermail:

Instructions:

Hay xuét file thiét ké ctia ban va guri lai vao mail truyenthong.vtd@gmail.com ching toi s& xem lai
file thiét ké cho ban.

Hay dong gdi lai file coppy vao USB va mang téi vin phong ching t6i s& hd tro ban stra lai no sao
cho hop ly va dep hon.

Néu ban chua 1am dugc hodc ¢6 thic méc hay truc tiép lién hé t6i sb may hotline k¥ thuat: 0982.512.785
hodc 0975.252.437 dé duogc hd tro truc tiép va nhanh nhat!
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MUC LUC

CHUONG I: CONG CU VA POI TUQNG TRONG INDESIGN........ccccooen...... 3
L. Cong cu trong INAeSi@N.............cccoooviiiiiiiiiiii e e 3

L. Thanh CONE CU...cecuviieiiieeiie ettt ete ettt e et eeetaeeeraeesaseeensneennneas 3

2. Tinh nang va tiy chon cla CONG CU ...ooooviiieiiieeiieeieeee e 4

Q. TINR NANG ..eeiiiie e e et 4
b. CAc tly ChOn CUA CONE CU: ..vvviieiiieeiie ettt et e e e 4

II. V& hinh, t6 mau cho ddi twong tronng Indesign ...................ccococvveeveeeeeennnn. 5

Lo VE NINN ...ttt st 5

2. TO MAU CHO AOT TUONE ... 8

3. LENM CAE MINN covooeiie e 10

II1. Chén text, anh vio trong file thi€t K&................ccocoooovvieiieeeeeeeeeeeee, 11

1. Chen text VA0 file thIEt KE .....vuuvvrrieniirriieiieeiseceiee et 11

2. Chen QNN ...eiiiccc e et e e e e 12

3. Thém hiéu ung cho hinh v& trong Indesing ............cccccvvevviieeriienciieniieeeeee. 13

4. CAN AONG AOT THOIIZ ..o, 14

Céc chlrc nang trong baAng AlIGN........cccvvieiiiiiiiieiie e 14
TONG K&t CRUONE L., 15
CHUONG II: QUAN LY PAGE VA DAN TRANG TUPONG.........ccceoeeueun.... 16
I Quan 1y Page (trang SIAY) ...........coouovoimeeeieeeeeeeeeeeeeeeeeee oo 16

1. Tao file, trang MAi theo qUY CHUAN ..........co.ovoveieeeeeeeeeeeeeeeeeeeeee e, 16

GOT Y DAL 31 ettt et ns 19

2. Chén tiéu dé muc va danh sb trang tw GONE ....oeevvveeeiieeieeeeeee e 20

3. DAN trang tl AONE .....veeeeiieeiieeciee ettt e e enaeas 22

4. Dat chui thich cho G0an VAN...........ooooiiiiiiiiiie e 28

TL MIUC TUC E AOME ..ottt e et e e enaeeesaneas 30
CHUONG II1. BANG VA CAN CHINH BANG .......cooooviniiriieeeens 36
CHUONG IV: XUAT FIEL VA DONG GOI FILE .........ccoooooniinininins 39
I. Xuit file PDF dé xem va chuy@n file in..............coooovivoiiveeeeeeeeee e 39
I1. Péng gbi dir liéu va file thit K& ...............o.coovoiviiieeeeeeeeeeeeee e 41
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