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Bai 2: TAO VA DINH DANG VAN BAN

L CAC THANH PHAN QUAN TRONG KHI LAM VIEC VOI VAN BAN.
1.1 Thuéc
Thudc trén man hinh rat htvu ich khi sip x€p cac déi tuong trén trang.

Dé hién thi thudc View > Show ruler (Ctrl + R)

Thudc phan ra 1am 3 phan: thudc ngang, thudc doc va goc thudc.
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- Thay d6i don vi trén thwdc nhu sau: Edit > Preferences > Unit &
Increments.

- Viéc thiét 14p don vi trén thuéc anh huwdng cdc don vi do trong Palette va

Dialog box.
Gid trj Viét tat
Inch in
Milimeters mm
Pica D
Point DX
Ciceros C

- C6 thé thay d6i don vi trén thudc bang cach nhdp phai vao thudc ngang
hodc thudc doc, di tuy chon don vi st dung.

- D& di chuyén diém Zero, nhap kéo chudt tai giao diém cta hai thudc

- D& khoa hodc thoi khoa diém Zero, nhép phdi tai giao diém cla hai thudc,

va tuy chon Lock zero point hodc Unlock zero point.
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1.2 Ludi (Grids)

- Baseline grids dung cho viéc canh hang cot van ban (u6i ngang nhu hang
k& cta tap notebook chi xuat hién trén vung trang tai liéu )

- Document grids dung cho viéc canh hang cac doi twong (udi caro vudng
nhu trén gidy vé do thi xuit hién trén toan thé paste board va vung trang tai
liéu). cac lu6i khong in ra giay.

- X&c 14p ludi: Edit > Preferences > Grids. ROi tuy chon céc thong sd Baseline

grids va document grids.
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1.3 Gibng (Guide)
Khac voi dudng ludi, deong giong céd thé dat tu do trén trang dé gitp canh
chinh d6i twong. ta phan biét Page guides chi xudt hién trén trang don va Spread
guides xudt hién trén trang trai rong.
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Dat tré6 chudt vao thuéc ngang/ thudc doc, drag, va dung tai vi tri trén trang

ta sé co page guide.

- Dat trd chudt vao thudc ngang/ thudc doc, gitt Ctrl va drag, va dung tai vi
tri trén pasteboard ta sé co spread guide.

- Dé tao duong giong ngang va doc dong thoi, dat tré chudt tai giao diém hai
thuoc, gitt Ctrl rdi drag dén vi tri mong mudn.

- D8 tao mot tAp hop cac duong guides déu nhau: Layout > Create guides.

ROi tly chon s ¢t va sO hang, day 1a cac Page guides.
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- Dé &n/ hién cic guides bao gom Margin guides. Column guides, ruler
guides: view > show/ hide guides (Ctrl +H )

- Dé khoa / bd khoa cac duong guides: View - Lock/Unlock guides

- D8 chon duong guides: Dung cong cu selection va nhdp vao duong guide.
drag dé di chuyén. Nh&n phim delete dé xda.

- Duong guides c6 thé dat bén trén hay bén dudi cac doi twong trén trang.
Chon Edit > Preferences > Guides, roi tuy chon thiét 14p Guides in back.
Mac dinh duong thuéc & trén cung, 16i dén cdc doi twong trén trang, roi
dén cac duong chi dan 16 va cot, dudi cung la trang.

- DE thift 14p c4c d6i twong bat dinh vao dudng Guides hodc duong
Document grids: View - Snap to guides hodc View - Snap document girds.
buong guides phai c&n hién thi dé cdc déi twong bam vao. Ludi Document
grids c6 thé khong can hién thi nhung cac déi tuong van ludn bam vao néu
da thiét 14p Snap document girds.

. TAO VAN BAN TREN INDESIGN

CO 2 cach nhap van ban: nhap trec tiép hodc d6 van ban tir mot trinh soan

thdo van ban co san.
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2.1 Tao van ban bang cong cu text.

Nhép truc tiép: St dung cong cu Type Tool (phim tat T). Ré chudt dé vé text

box. Nhap text vao text box.

211 Text Frame

- Tat cd cac van ban trong Indesign déu dat trong nhitng Text Frame. C4c text
frame déu co thé di chuyén,thay ddi kich thudc hodc cac thao tac (xoay, X0
léch...)

- Dung Type tool dé chon va hiéu chinh van ban trong text frame

- Dung Select tool dé chon, di chuyén , resize frame

- Dung Direct select tool d& hiéu chinh hinh d4nh cta Frame

- Céc Text Frame co thé lién ké&t vi nhau dé van ban duoc dat lién tuc ti
Text Frame nay dén Text Frame Kh4c.

- M0t Text Frame cting c6 thé chia thanh nhiéu cOt dé dat van ban thanh cac
cot

- Mot Text Frame c6 hai c6ng Inport va Outport. COng Inport hoic céng
Outport réng xac dinh 13 noi bat dau hoac noi két thuc van ban, co mii tén
1a lién két van ban. Outport c6 dau cong [+jmau do 1a con van ban nhung

kich thudc ctia Text Frame khong di dé dat van ban.

4 CO he. 7‘ . A
Hoat dong da day khong tot, khi ruét va gan khong / ; : 2
the loc hét chat doc dén tir thuc pham, lvgng chat /’ Vi huaf: mot truong 0
dée du ra s& dugc bai tiét qua phai va da. Cac thuc nhi€m, bui ban bam vao da ma

pham gay hai cho sirc khoe khong chi khién rudtva khéng dugc lam sach thi dé dan
gan bi tic nghén ma con gy thiéu hut viaminva 7/ dén tac nghén lo chan Iong sinh mun.
khoang chat, 1am giam mirc do hdp thu nang | uar*a, Anh nang: nhigu nghién ciru cho
cung nhu anh huong dén sirc 3@ khang cla co thg thay rdang viéc phoi ndng qua
Pau bao t, 3n udng khé tiéu cing nén dé y dk’n phigu cung gay ra mun.
van de& mun cua minh

2111 Cdc tuy chon cua text frame

- Chon Text Frame, rdi Object > Text Frame Options. ( ctrl + B)
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- Hodc nhép phai vao Text Frame va chon 1énh Text Frame options, trong hop

thoai Text Frame options.

g N

Text Frame Options

General | Baseline Options ] Auto-Size|

Columns: Fixed Number v
Number: |1 Width: 1218 cm
Gutter: =0 cm Maximum: |--{|Nona |
["|Balance Columns
Inset Spacing
Top: : 0cm ) Left: :0 cm
Bottom: %0 cm - Right: =0 cm
Vertical Justification l
Align: Top v
. 1 |
Paragraph Spacing Limit: — 0 cm '

"] 1gnore Text Wrap

V] Preview [ ok ][ Cancel |
)

- Tao cOt trong cac Text Frame.

= Number - S6 c6t muoén tao ra
= Width — Chiéu 16ng cla ting cot.
= Gutter — Khoadng cach gitta cac cot
- Inset Spacing: Cac khodng canh t van ban dén cdc canh cta Text Frame
- Canh chinh van ban theo phuong doc ( chi &p dung cho Text Frame hinh
cht nhat)
- Thiét 1ap bo ché do Text Wrap d6i vdi Text Frame nay.
- Thiét 1ap Rreview dé quan sat két qua.
2112 Cdch ddat van bdn vdo text frame
- D4t van ban vao Text Frame bang cach &n truc tiép
= An phim T dé chon cong cu Type, 16i drag chudt tao mot Text Frame

16ng hinh ch nhat, 4n truc tiép van ban vao.
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» Hodc chon cong cu Type, nhap vao mot hinh shape, mot duong path
hé con trd6 xudt hién trong frame, nhap truc tiép van ban vao.
- Nhép van ban bang cta s6 Edit Story Editor.
= NhAip phai vao Text Frame va chon dong lénh Edit Story Editor dé
Xudt hién ctta s6 Editor.
= Nhap ndi dung cho tai lieu
= ROi nhdp phdi va chon 1énh Edit in Layout dé tr® vé trang thiét ké.
- Ddt van ban vao Text Frame
= Chon van ban trong cac chuong trinh soan thdo van ban — copy -
nhap van ban vao Text Frame — Paste.
212 Cong cu Type Tool
Chon cong cu Type hodc &n phim T dé chon cong cu Type, 16i drag chuodt

tao 1 Text Frame 16ng hinh ch® nhat, con trd xudt hién trong Frame, ta co
Text Frame

Hoac tao cac Frame hoic Shape 16i chon Type tool, nhdp vao Frame hodc

shape , ta cO Text Frame
Hoac bién d6i 1 frame dang chon hodc 1 shape dang chon thanh Text Frame

nhu sau: Object > Content> Text

Cach tao cac Text Frame lién két:

- Tao lién két gitta cdc Text Frame cO san: Nhap chult tai outport cia Text
Frame thtt nhat, dua trd chudt dén Text Frame tht hai, con tro c6 dang mét

xich, nhap chudt vao Text Frame thit hai nay.
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- Thuc hién tueong tw ddi véi tht hai va Text Frame thiz 3

o
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FMUN BEN NGOAI

Hoat dong da day khong tat, khi rudt va gan khong " 3 -
the loc hét chat doc dén tir thuc pham, lugng chat / VI Khuan: méi tnong 6 \
doc du ra se dude bai tiet qua phdi va da, Cac thuc b4 n.hxem, bui b?” bam ¥e0. da:ma: )
pham gay hai cho sirc khoe khong chi khiénrudtva  / Bhopg d'ugc lgm sach thi de dan \
gan bi tdc nghén ma cdn gy thidu hut vitamin va  \d&n tac nghén o chdn léng sinh mun. )

\

khoang chat, lam giam mue do hap thu nang luong \Anh ndng: nhigu nghién clru cho/
cung nhu anh hudang dén sie de khang cua co the Mthay riing viéc phoi ndng qua/
Dau bao nr, 3n udng kho tiéu cling nén dé ¢ dén \phigu cling gay ra mun. /

\

van d& mun cua minh.

- Tao mot Text Frame moi lién két voi Text Frame cd san: nhdp chudt tai
outport clia Text Frame tht nhét, con trd dat van ban xudt hién, drag chudt
dé tao Text Frame tht 2 lién két voi Text Frame tht 1.

- Hién hoac 4n cic duong mii tén gitta cac Text Frame lién k&t bang cach
sau: View> Show (hide) Text threads. (Ctrl+Alt +Y)

- Hiy bo lién két gitta hai Text Frame: double click outport clia Text Frame
thiz nhat hodc inport clia Text Frame thi 2. Con tré c6 dang mot mat xich bi

phd vo, roi nhdp chudt vao 1 trong 2 Text Frame.
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- Thém mot Text Frame trong chudi cic Text Frame lién k&t: nhap outport cia

Text Frame th® nhat, 16i drag chudt tao Text Frame moi thi text thread
(dong chdy van ban) sé tu Text Frame tht nhat dén Text Frame mdi rdi dén
Text Frame thit 2.

Hiy bd bdt mot Text Frame trong chudi Text Frame lién ké&t: Chon Text

Frame, 16i Edit > Cut

2.2 Tao v&n ban bang c6ng cu Type on a path tool

Nhép text theo dudng path: V& mot duong cong bat ky ding céng cu Pen tool

(P) dé v&. Chon cong cu Type on a path (phim tat Shift + T). Dua con trd dén

diém bat dau trén Path sao cho xuét hién con tro6 dang danh text cd ddu cong

trén dau thi nhép chudt dé xac nhan diém bat ddu. Sau doé nhap text sé tu dong

chay theo duong path.

Cong cu path Type "‘«.} 13 cong cu ghép van ban 1én duong dan.

Shift + T dé cho cong cu, r6i nhdp 1én duong dan bién duong dan thanh
path type va xac dinh vi trf bdn dau cla van ban 16i nhap van ban vao.
Hoac quét chudt 1én duong dan dé xac dinh pham vi nhap van ban, réi &n
van ban vao.

Dé hiy bd van ban trén duong path: dung cong cu select cho dbi tuong
path type, 16i st dung lénh Type > Type on a path > Delete type from path.
Dung cong cu selection nhap chon Type Path, nhip va drag vach bat dau
ctia chudi ky tw dé di chuyén diém bat dau cta chui ky tu trén duong path.

Hodc md& rdng, thu hep pham vi nhap van ban.
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- Dung cong cu selection nhap chon Type Path, nhap va drag vach gitta cua
chudi ky tu dé di chuyén chudi ky tu trén duong path. Néu drag vach ngang
qua duong path thi chudi Ky tu sé 1at doi xtng qua dudng path.
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$$ P ,@
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Z ol Iy<u
g = > re 1RO,
E,\ / \j a
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Ngoai ra con c6 thé chon cac tuy chon Path Type Option nhu sau: Type > Type
On A Path > Options.

Effect: [Rainbow k‘i " 1Flip
Align: [Baseline M To Path: [C—enter M (Cancel)
Spacing: =+ 0 2 ( Delete )

E Preview

- Tuy chon cac Effect

- Tuy chon canh chinh van ban trén duong path

- Thay d6i khodng cach Ky tu trén duong path.

2.3 NhAp van ban ti cAc phAn mém soan thdo vin ban KhAc .
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Tao text tr mot file van ban co san:

Vao menu File chon Place (phim tat Ctrl + D) chon file van ban nguon 16i nhap

nut Open. Sau do db text bang cach ré chudt v& vang can db hodc nhdp chudt

dé do tu dong. N&u nhu text box khong du dé chtra text thi & goc phai bén
dudi sé xuat hién ddu cong do, néu hét text s& xudt hién mai tén xanh.

Ddt van ban vao frame ti text file

Chon file > Place, chon van ban nhap open. ( ctrl +D)

Chi y:

a. Cap nhat mot text file lién két

Khi dat mot file van bdn vao Text Frame thi mic dinh file van ban duoc lién két.
dé quan 1y va xem cAc file lién ké&t, 1am hién palette links: windows > links

- Hiéu chinh file text bang chuong trinh géc, nhdp nut Edit Origin.

- Cap nhat mot file text da sta doi( thdy d&u chdm than ), nh&p update link

- B& su lién k&t dén file text. Nhap nut menu clia palette, réi chon 1énh uplink
thl van ban hoan toan thudc Indesign.

Dé b thiét 14p mac dinh vé lién két cdc file van ban, ta thuc hién : Edit >

Preferences > Type, 161 bO thiét 14p Create Links when placing text and

Spreadsheet files.

b. Tao text frame “ xem tiép” va “ tiép theo”

Trong cac Text Frame lién k&t & nhiéu trang khac nhau ta can dat thém mot

Text Frame nhd & cudi Text Frame 1 vdi dong chlt “ xem tiép trang so- “ va

mot Text Frame nhd & dau Text Frame 2 voi dong chit “ tiép theo trang s -“

dé nguoi doc dé dang theo doi su tiép dién clia van ban.

- Dung type tool tao mot text frame mai dat chong 16n Text Frame 1 & phan
cudi, va &n dong chit “ Tiép theo trang sO #”. ROi dat diém chén sau chit s6,
vao 1énh Type > Insert Special Character > Next Page Number dé chén ma
dénh s6 trang k€.

- Dung Type Tool tao mot text frame madi va dat chong 1én text frame 2 &

A1

phéan d4u, va &n dong chit “ tiép theo trang s6”. ROi dit diém cheén sau chi
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s6, vao 1énh Type > Insert Special Character > Next Page Number dé chén
ma danh so trang trudec.
- Dé phong ngra cac text frame nho nay dich chuyén, ta chon Textframe 16m
101 gitr shift cho thém Textframe nho, 16i vao 1énh Object > Group (Ctrl + G).
2.4 Chen 1 s6 d6i tugng van ban khac

241 Cdc ky tir déc bigt

- Hién/an cac ky tu diéu khién: Type- Show hidden character (Ctrl + Alt + 1)

- Chen cac ky te Symbol: Type-Glyphs.-Chon Font -Wingdings,
Webdings,...vv. Ri chon ky tu dac biét. Nhap kép vao ky tu nay dé chén
vao text frame.

x

Glyphs
‘Wingdings

Entire Font

Q& </t & w X
® 8IS H= R M~

=
@

3

e

© 8 Q) *x & m D
® D x & % @i

- Cheén céc symbol thong dung: Type > insert special Character. Roi tly chon:
= Auto Page Number (Ctrl + ALT + N) — dénh s0 trag ti dong
= Copy right symbol
= Register trade mark symbol

= Trademark symbol
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- Cheén c4c ddu ngat: Type - Insert break character.

= Column break ( phim Num enter)

Page break (Ctrl + num enter)
Frame break (shift + num enter)
Force line break (shift + enter )
Paragraph return (phim enter),...vv

242 7Tab stop

- Trong Text frame ta thiét 14p c4c tram dung clia Tab dé can van ban thang

hang theo chiéu doc cot. M6i 14n &n phim Tab thi diém chén sé chuyén sang

phai dén tram Tab stop gan do nhat. Khi 4n van ban thi van ban sé duoc

canh trai hodc canh gitta, phai tai vi tri tram Tab stop nay.

- Thuc hién:

Chon khoi van ban can thiét 14p tram Tab stop

Va0 1énh Type> Tab dé xuét hién palette Tab. Co nhdp nut hinh § khoa dé

cay thudc Tab neo ngay phia trén cua Text Frame.

- Thiét 1ap cdc tram tab stop trén thuoc tab

- K&t qua:
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Néu khoi van bdn da c6 an san cac budc Tab thi tu dong dan ra canh theo
chiéu doc tai cac vi tri tram tab stop.
Né&u khéi van ban chua cd &n sdn phim tab, bdy gior dat diém chén tai vi tr
can &n tab rdi 4n phim tab thi van ban dan ra canh theo chiéu doc tai cac vi
tri tram Tab stop

2.4.3  Bullets & Numbering

- Ky tu Bullet hodc kv s6 tht tw duoc dit & ddu moi doan dé 1am 16 rang
timg muc ctia bai viét.
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.E.:»m- - TP T | A asex ﬁ-:.»a 'VI'-""' ->[‘_1‘10A.=:-’v + B S AW 4 o Bk b 4 b
v v BT ¥ ORI v | A} Hom T 2o A Ergihs USA < e E& gt B, B

ot Tyoe: Bubsts
254 DU N L

Eulet Cramcter

RELEATTTTT) S

sEEEEEEEE

GO
e simie|al
e|o|ejcie]|e

©6/600a

Taxx Aften) ~t -t
Character Style: (Noa) -

Bubst of Nurrber Position
Algterent: LRt -
Laft pdant: 2 0 em
Fest Lne ndent: D 0 om
Tah Postion: [T 1.27 om

tils thich ing noby & o0 sy S8 chinh ph hgp. O el

rhia yi cac chi met chinh B ngue heli 1 nhik thiv guen, soh haat Sing ngdy cia minh

Praview | oK
Cing Sy mdt gudn bt hotmons, MO gec 000 sau G 13 c2n thist & 1030 bd oo thil aghy ngod, ¢
t ) B4, 180 G D O o

- Thuc hién dat ddu bullet tredc dau mdi doan trong text frame:
= Chon khéi cac doan
» Trén palette Control, dé tuy chon dinh dang Paragraph. Tiép tuc nhap
nut menu cda palette va chon 1énh Bullets and Numbering dé hién
hop thoai Bullets and numbering.
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Hide Options

Adobe World-Ready Single-line Composer
| Adobe World-Ready Paragraph Composer
| v Adobe Paragraph Composer

A
+
ko

E]

) : =5 = obe Single-line Composer
PNy = Eoem [oem Adobe Single-line Comp
s (3]0 ez (2o
— H| — H| Only Align First Line to Grid
] Hyphenate ==
k- = = Balance Ragged Lines
FN TRONG
i . ~ ) N Ignore Optical Margin
Ing tinh vdi quan diém stress gdy ra mun. Néu
o dai cé thé |am anh hudng dén su can bang h stificafian® Alt+Shift+ Ctrl+)
&, vién man, it lo toan da s& dep han nhifng ng Keep Options... Alt+ Crl+ K
Span Columns...
Hyphenation...
béo, chat gdy nhiét (ca phé, nudc ngot, banh gy Drop Caps and Nested Styles... Alt+Ctrl+R
GREP Styles...
UGi 3n x0di, mit, s3u riéng bi mun. C6 nguai ud Paragraph Rules... Alt+Ctrl+)

hg ciia minh hang nody dé cd su' digu chinh pha [ i eve W melramgy-

Eu rd nhat théi quen, sinh hoat hang ngay cda Restart/Centinue Mumbering [
Convert Bullets and Mumbering to Text

5t giSC ngU sau I3 it c3n thist d& todn bd co th Do ne Lists--

e. [ [ | o

R0 DTl 1

gl

BIG DOG KD o IP

DIGITAL SURVEILLANCE SYSTENS

w_nstam g Wy The Lot nrwt DAty « KhLay ptwemym Exomany
~ogt Cortrososn v Queality o Cotraty Moty T
 Sutone |BEE wn g, 47T + Roywcne Aeras

Lorpetom Prceg on VO &8 - Ntaon Dpantam

~Langw Mat v « St K Artes K |y

DETER THEFT & FRAUDULENT CLAIMS
¥ SEARCH , ARCHIVE

St o 07wt et e W 1e0ned SOOLage Quel e Sate
P vt diow gm0 il by Carvena dufls and (e with . Soagym
Ty rresta bt ge vl any eewma e ekdy

v noTion
DETECTION

= ', 675
St gtss 56 “5

-ll' TECMOLOCES
! " ALt Lt Rh ) ———

O UV S it SN

= Trong list type: chon Bullets

» Nhép nuit Add dé hién hop thoai Add Bullets, chon font chi (vi du:
Wingdings) 16i chon ky tu dac biét, xong nhdp nut Add réi OK dé
doéng hop thoai Add Bullets.
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= Trd lai hop thoai Bullets And numbering, chon ky tu Bullet vira thém.
ROi chon mau khac (méac dinh 13 mau text color) chon cac tri cho Left
indent, firt line indent, tab position. Thiét 14p Preview dé quan sat két
qQud. vua v thi OK.

- Thuc hién dat danh s6 tht tu Numbering truéc dau moéi doan trong text
Frame:

= Chon khoi cac doan

= Palette control,dé tuy chon dinh dang Paragraph.

» Nhép nut menu cta Palette - chon 1énh Bullets and numbering dé
hién hop thoai Bullets and numbering.

= Trong List type chon Numbers dé chén s6 tht tu tredc dau moi doan.

- Chuyén déi bullet hoic numbering
= Chon khdi van ban cé Bullet hodc Numbering
= Nhép phéi vao khoi van ban dang chon, rdi chon 1énh Convert Bulets to
Text hoac Convert Numbering to text.
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m *NC_ take Cave your txceindd @ 130% =
? s E E B E

1 WY | I WMDY e e o
EPOTGEIRECREICGCEIRORID GRADRC & &

Stress
MGt s6 bac si co thé khong dong tinh vdi quan diém stress gay ra mun.
Néu chi dé cap dén mot yéu to stress thdi thi ho ding, nhung nhiéu cang
dén mun.

Thudng nhithg ai co cudc song vui ve, vien man, it lo toan da sé dep hann

Che do @an uong:
Ché dd an nhiéu dudng, nhieu chat béo, chat gay nhiét (ca phe, nudc ngot,
g timg ngudi.

Cé ngudi uéng ca phé bi mun. C6 ngudi &n xoai, mit, sau riéng bi mun. Cé
bl mun v.v

Cac chi can dé y dén thoi quen an udng cla minh hang ngay dé co sur diéu ¢
chinh 1a ngudi hiéu r& nhat thoi quen, sinh hoat hang ngay cia minh.

Thiéu nad:

2.5 Dinh dang van ban.

Chon kh6i van ban
- Chon khéi bang Type tool dé x Iy cac dac tinh nhu: Size, font, character,
paragraph,...vv
= Chon 1 Ky tu trong chudi ky tu: Dung céng cu Type nhédp va drag Ky
tw can chon.
= Chon 1 t@r trong van ban: dung cong cu Type nhdp dup vao tir can
chon, hodc dung céng cu Type nhap va drag dé chon tu do.
= Chon 1 doan van ban: dung céng cu Type nhdp 3 1an (Triple — click)
vao doan van ban cin chon. Hoac dung coéng cu Type nhdp va drag
doan van ban can chon.
- Chon Textframe bang Selection Tool khi muén x& 1y voi cac dac tinh nhu
move, rotate, scale...
2.6 Dinh dang van ban bang thanh Control palette, palette character, palette
paragraph
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261 Control palette ddi voi text frame

- Kni chon textframe bang cong cu selection thi control palette cho cac tuy

i e THYT VY M

s TIYT Y & weo « [T v -
ar s

NN
»

chon thao tac vé frame nhu:

Vi tri va kich thuéc

GOC x0ay, goc x0 1éch

Bé day nét vién va kiéu nét vién

SO cot van ban va canh chinh van ban theo phuong thitc doc

- Tuong tu khi chon textframe bang cong cu selection thi Transform palette

cho ta céc tly chon thao tac vé frame nhu:

= Vi tri va kich thuéc

=  GOC x0ay, goc x0 lech
2.6.2 Palette character

- D& dinh dang ky tu ta dung Character paleete hodc Character Control

Palette.

= Chon khéi van ban

= Nhép nut Character trén Control Palette, hodc vao Windowns > Type

& Table > Character (hoic &n phim tat Ctrl+ T) dé hién thi Character

palette.

- Cac tuy chon trong Character palette hodc Character Control Palette.

Font: Tty chon font chit

Style: kiéu chi

Font Size: co chty

Leading: khoang cdach gita cac dong
All caps: chit in hoa

Small caps: Cht in hoa nhd
Superscript: Chit chi s6 trén

Subscript: Chtt chi s6 dudi
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» Underline: Chit gach duoi

= Straightthrough: Gach ngang than chf

= Kerning: Khoang céch gilta hai ky tu

= Tracking: Khodng c4ch cac ti

» Vertical scale: Phong chiéu cao cac Ky tu

= Horizontal scale:Phéng chiéu rong cac Ky tu

» Baseline shift: Di chuyén duong co s& theo chiéu doc

=  Skew: X0 1éch chir

:-;’:l
lmd Hide Options

l Tahoma _'_I OpenType »
[ Regular >  AlcCaps Shift+CtriK
= — Small Caps Shift+CtrieH
TEee o] g Bt <] Superscript  Shift+Clridm

v meres o] wg B0 =] subscript ARsShifteClrise

ITE o ST E1w% «]  ndedne  shift+Ctrsu

AS (00 T B Striketheough  ShFt+Chrl+/
i : - - v Ligstures
Language; lEnqlch:USA _._] SRR
Strikethrough Options. ..
No Break
. Luuy

= Em 1a don vi do trong nganh in cé do réng bang do 16ng cht m (don
vi nay duoc 4p dung cho cac tuy chon Kerning va Tracking)
= (& menu palette Character con cho phép dinh dang chita cao, chit
thdp, gach dudi ch, gach ngang than ch, céc tuy chon thém vé
gach dudi chlt va gach ngang than cht...vv
26.3 Palelte paragraph
- D6 dinh dang doan ta dung Paragraph paleete hodc Paragraph Control
Palette
- Chon c4c doan hodc chi dat diém chén trong doan
- Nhép nut Paragraph trén control Palette, hodc vao windows > Type & Tables
> Paragraph (hodc ctrl +M) dé hién thi Paragraph palette.
- Cac tuy chon trong Paragraph palette.

= Left align text: canh trai van ban.
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Center text: canh gitta van ban.

Right align text: canh phai van ban.

Justify last left: canh thdng hang hai bén, tr dong cudi cung canh
trai

Justify last centered: canh thdng hang hai bén, tr dong cudi canh
gitra.

Justify last right: canh th&ng hang hai bén, trt dong cudi canh phai.
Justify all: canh thang hang hai bén bat budc, ké cd dong cudi cung.
Left, right indent: thut 1& tréi, thut 16 phai

First line indent: Thut vao dau dong

Space before, space after: Khoang cach truéc, sau 1 doan van ban

Dropcaps: SO dong va s ky tu

. F— i
| ¢ Paragraph | &1 Hide Options
;g* 4 nw ‘ i e ﬂ Adobe World-Ready Single-line Composer
| +|E =000 £+ <000 Adobe World-Ready Paragraph Composer
g a2 B, 5000 v Adobe Paragraph Composer
;'_i o E o 5 Adobe Single=line Composer N
g0 = e Only Align First Line to Grid
| @ rphenate 5z [N Balance Ragged Lines
: Ignore Optical Margin
Justification... X0%)
Keep Options... HEK
Span Columns...
Hyphenation...
Drop Caps and Nested Styles... &R
GREP Styles...
Paragraph Rules... )

Menu

Bullets and Numbering...
Restart/Continue Numbeéring

Canvert Bullets and Numbering to Text
Define Lists...

Palette paragraph con cho phép xac 1ap cac dudng phan cach gitta

cac doan - Paragraph rule, ddu hoa thi Bullet anh numberings. ..
264 Pinh dang vdn bdn bang hop thoai Style
2641 Style
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- CO 2 loai Style dinh dang van ban duoc ta thiét 1ap trudc, do 1 Character
style va Paragraph style.

- MOAi Character style la t4p hop cac dinh dang cho méi chubi ky tu duoc
thiét 1ap san sang ap dung cho mdi chudi van ban duoc chon. Cac Character
style duoc Quan ly trong Palette Character style.

- MOi Paragraph Style bao gém cac dinh dang cho mot doan duoc thiét 1ap
sdn dé sdn sang 4p dung cho méi doan duoc chon. C4c Paragraph Style
duoc quan ly trong palette Paragraph Style.

- Viéc xt dung style dinh dang rat thuén tién trong viéc dinh dang mot tai
liéu dai. Mot khi hiéu chinh lai style thl viéc hiéu chinh s& cap nhat lai cho
toan bo tai liéu da duoc dinh dang bdi style nay.

- Hién thi Palette Character Style hodc Palette Paragraph Style:

= Vao windown > type & table > character style (hodc shift + F11)
= Vao windown > type & table > Paragraph Style (hoac F11)

- Khi chon van ban hoic nhap moét diém chén, thi kiéu style da &p dung cho
van ban sé ndi bat trong Style palette. Néu chon khéi van badn bao gém
nhiéu style thi chr Mixed sé hién & canh dudi clia Style palette.

2642 Tao mor style mor

- Buoc 1. Truoc tién khi khoi dong Indesign 1én can tao cho minh mot phién
lam viéc moi va dinh dang mot file ma&i ( tai liéu moéi) moéi duec tao ra do.

- An Ctrl + N > chon tham s6 cho file moi
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-
New Document C—
Document Preset: [Custom] v
Intent: Print v
Number of Pages: ‘13 j Facing Pages !
=
Start Page #: |1 ] Primary Text Frame :
|| Page Sze: A4 v Fawer Options
.- Orientation:
| .
|
Columns
\ Number: %1 Gutter: |=/0.5cm |
| Margins i
Top: [2]1.27 em |
— §
Bottom: !-3-3‘1.27 cm
Bleed and Slug
Top Bottom Inside Qutside
Bleeg:ib cm HO cm HU cm iIO cn \
Slua: [T) cn ] |0cm | (0 cm \ I0 cm | &

- Budc 2: Tao style

Vao Type / Styles / Paragraph style (F11) > Chon Create new style > Double

click vao Style vtra tao.

Heading 2+

% Paragraph Styles

Marmal

Marmal

[Basic Paragraph] A

[Weh) =

H

O Wil @ s

- Ddt tén va chon tham s6 cho Style > OK

@GV bien soan: ThS. H6 Ngoc Chi — Bai gidng Ché bdn dién t& v6i Indesign

22



Paragraph Style Options

General A Style Name: |mau1

Basic Character F s
g

Advanced Character Formats
Basic Character Formats

Keep Options Font Family:  Minion Pro -
Fpheni Font Style

: Regular v

T sie: [2] 13 pt »  Leadng: 3] (15,6 pt) -
Drop Caps and Nested Styles Kerning: Metrics v Tracking: {%{ 0 -
Bullets and Numbaring Case: Normal - Position: Normal -

OpenType Festures
Underline Options Underline Ligatures ["INo Break

Strikethrough

Export Tagging

Preview L 0K J

S —— —— — — —

- Tuong tu tao style ndi dung > chon cac tham s6 cho style nhu hinh v& >

Chon Drop caps and newsted style :Line :3> Character: 1. > Chon
character style...

Parsgraph Sty'e Optians e —— — - —— =
G - Style Hame: maul
.:mmm
Sndies 04 5 Dvop Caps and Nested Styles
Taze
Pyagus e Drop Caps
Yaez Ozooma 2
. yu Cranowr : Canaw e
s, 3 n Character Style 1 .
¥ Aign L Edge (i scal for Dascandess
GREP Sty
Dy st Nurerng
OparType Faatorss Click Nuw Nastad Style button 1 crusts & nested style.
Loowcize Do
Srhetvouh Ootors
Loport Tageey
law Hested Dae A Y
Hested Line Stylkes
Chick New Line Style button to crwate 2 low style,
| Hew Lng Styls | Dajite A ¥
Vipreview Lk ] Goncel | |

Tao mau cho character style thuic hién nhu hinh veé.
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‘ Paragraph Style ptlons‘

General -
Basic Character Formats
Advanced Character Formats
Indents and Spacing

Tabs

Paragraph Rules

Keep Options

Hyphenation

Justification

Span Columns

Drop Caps and Nested Styles
GREP Style
Bullets and Numbering
OpenType Features
Underine Options
Strikethrough Options
Export Tagging

Preview

- e S— e ———
Style Name: imau 1 |
Location:
Character Color
7 mionel 7
.. [Registration] 7
[ rpepeq
W e
| =100 M=0¥=0K=0
[l c=om=100Y=0k=0
[ c=om=0v=100K=0
Tint: |5 100% ~ [ Overprint Fil
Weight: =1 pt  ~| [_|overprint Stroke
Miter Limit: =4 | x® & ®
Stroke Alignment: £ T
|
([ ok ][ cancel |

- Tuong tu cho cac style ndi dung nhd > thuc hién nhuw hinh vé..

Rasc Owracter Forran
Advinced Oracwe Foman
Lnderty s Specng

Taba

Facagrach foles

Koep Optones

Hyphwratce

JuFcaton

Spen Columes

Orop Cage 90d Nemnd Soyden
GREP Style

- Style fame: maul
\ocatons
Bullets ané Nummbamng

L=t Type: Bulats -
Lee: | [Datat]
Bulet Character

H.‘on».':\"a}/ ’

Text After; "¢
Character Style: Character Style 2

Bullet or Nurrber Postion
ARpment:
Laft ndent: ©
Fest Lng Indant: -:;urm
Tah Poston:

ipravew
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2643 Higu chinh lai mot style

Trong 1 Palette Paragraph Style, nhdp kép mot style can hiéu chinh lai. Hop
thoai Paragraph style opitions xuét hién.
& phia bén trai clia hop thoai Paragraph style opitions, tuy chon nhém thudc
tinh cdn thay d6i R6i thay d6i cac thudc tinh chi tiét & phan bén pahir.
Xong OK.
K&t qua thi viéc dp dung sé cip nhat cho toan b0 tai liéu da duoc dinh dang
b&i style nay.

265 Cdc dinh dang khdc

2651 Xoay vadn bdn

Co nhiéu céch thuc hién:

Céch 1: Nhép chon vao text box chita van badn. Chon cong cu Rotate tool (R)
trén thanh cong cu. Ré chudt dé xoay text box. Ban co thé thay dbi tam
qQuay bang cach kéo tAm dén vi trf mong mudn.
Céch 2: Vao menu Object, chon transform 16i chon Rotate. Nhap goc quay.
Nhén copy dé copy ra 1 text box mdi Nhap chon muc Preview dé xem
tre¢c hinh xoay cia text box. Nhap Oki dé 4p dung g6c xoay nay.

2652 Bién dang van ban
Céach 1: Chon c6ng cu Shear tool (O) trén thanh céng cu sau do ré chudt dé
bién dang van ban. Thay dfi tdm bién dang twong tu nhu trén. Bién dang
theo nhiéu huéng khac nhau.
Céch 2: Vao menu chon Object, chon Transform 16i chon muc Shear. Nhap
cac thong sO sau: Shear Angle (goc bién dang), Axis (toa dd bién dang).
Nh&n copy dé copy ra 1 text box md&i Nhdp chon muc Preview dé xem

tredc hinh xoay cda text box. Nhép Oki dé 4p dung goc xoay nay.
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Shear Angle: |0 E Eﬁ

Axis (  Cancel )
@Horizontal
( Copy )
)  Preview

( ;‘/Objects __ Patterns

Co dan van ban

- Cé&ch 1: Chon cong cu Scale Tool (S) trén thanh cong cu sau do ré chudt dé

1am co dan van ban. Thay déi tAm scale tuy v.
- Céch 2: Vao menu Object trdo dén muc Transform, chon Scale. Nhap vao gia

tri Scale (ty 16 co dan).

Scale

Scale X: 100% - TTI—

Scale Y: 100% : (  Cancel )
( Copy )
@Preview
B

2653 Hiéu chinh van ban tong hoo

St dung hop thoai Text Frame Options dé hiéu chinh vin ban. Vao menu Object,

chon muc Text Frame Options (hodc nhén t6 hop phim tat Ctrl + B).

- Thé General:
» Muc Communs: Cho phép thiét 1ap s6 cot cho van ban. Gutter: khodng

cach gitta hai cOt. Fixed Column Width: cho phép c6 dinh chiéu
ngang cta cot khi thay déi s cot.

»  Muc Inset Spacing: thiét 1ap khodng cach tr text box dén van ban

= Muc Vertical Justification: Canh 1& theo chiéu doc

» Ignore Text Wrap: bd qQua ché do Text Wrap
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Text Frame Options

Ceneral = Baseline Options  Auto-Size
Columns: Fixed Number »

Number

Gutter: =

Balance Columns

Inset Spacing
Top
Sottom: o | in |
Vertical Justification
Align

Paragraph Spacing Limit

Ignore Text Wrap

Cancel

- Thé Baseline Options:
» Muc First Baseline: Thiét 1ap khodng cach gitta mép trén clia text box so
voi dudng chan chit clia dong dau tién.
=  Muc Baseline Grid: ¢6 hiéu luc khi tick chon vao Use Custom Baseline Grid.

Thiét 14p khodng cach cho ludi chan cht.

Text Frame Options
General ne Optior Auto-Size  Footnotes

First Baseline

Offset: Leading

Baseline Grid

[T Use Custom Baseline Grid

2654 Cdch st dung align panel trong adobe indesign
Néu dang lam viéc véi mot tai liéu moéi chon mot trong cac céng cu hinh
dang (Rectangle, Ellipse hodc Polygon) va vé mot sO hinh dang khac nhau & céc vi

trf ngau nhién teong tw nhu vi du duosi day.
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o s Jro a0 [ [ioo il Jize |30 [ 156 [ie0 [0 [ie [is0 [aoe a0 a0 e [&e [0 e e

ghe/ BT err

20 Rectangle Frame Tool 1\
R EFoe Frame Tool
okl m @ Poigon Frame Too!

M¢& bang Align bang cach vao Window> Object va Layout> Align. C4c bang

diéu khién, nén co thé nhin thay.

Window M0

Arrange
Workspace

Colour
v Control
Editorial
Effects
Extensions
Info
Interactive
Layers
Links
Mini Bridge
| Object & Layout
Pathfinder
#r2  Transform

Text Wrap

v Toals
Type & Tables
Utilities

Application Frame
| v Application Bar

v *Align Panel.indd @ 125%

Cac bang diéu khién sé duoc chia thanh ba phdn. Nam ¢ phia trén 14 cac
déi twong Align khu vgc. Chung ta hdy nhin vao nut dau tién, Align tréi

canh.
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Q ALICN

() UseSpacing 10 mm

{ Align to Selection

%)

BIQbjects

()& & & o 5| [E S

W Objects. stributb;ects:

= & = o H = = = b G @

[} Use Spacing 10 mm

o

Chon doi twong va &n nut Distribute canh trén. Néu dang phan phdi cac vat
thé co kich thuoc twong tw nd cd vé rang cac lénh dwoc khodng cach cac déi
tvong déu. bay khong phai 1a treong hop. Chon mot sd doi twong cod kich thudc
khac nhau va lap lai cac budc. Bay givr sé thdy rang cic doi tuong chinh ho 1a
khong khodng cach déng déu nhung noé 1a canh hang dau cla cac doi tewong duoc.
Céc duong mau dé trong vi du dudi day cho thdy khodng cach.

2.7 Tao cOt cho &n pham
Chia c¢t trong Indesign

- Trong sach, bao hay tap chi, nhng doan van ban duoc chia thanh cac cot dé co

cuc dep hon, nhin khong bi 16i mat va tinh thdm mi cao hon.

Cong cu Margins and Column cho phép chtta 1& khi thiét k&, chia cot va cd thém
lya chon 13 khodng cach gitta cac cot. Co thé chia cot cho tat ca cac trang luc khi

tao mot Documents mai va nhap s6 cot trong muc Column.

- Khi thi€t k& sach, bdo hay tap chi thi khodng céch tr 1& t&i ndi dung gitta bén
tr&i, phdi, trén dudi thi c6 thé khac nhau tuy vao muc dich. VD: Khi thiét k& mot
khodng cach that day thi phai chira 18 bén trai nhiéu dé khi dong gdy sach thi
phan néi dung khong bi che di méat. Twong tu 13 nhiéu khi thiét k& mot quyén sach
ma phia trén, mudn chira mot khodng tréng nhiéu dé dat Logo chéng han, thi ta lai

chia phan Top khodng cach 16n hon v.v

Layout - Margins and Columns, nhap théng s6 vao hop thoai.
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= Margin: Dung dé canh 1& trén (top), 16 dudi (bottom), 1& tréi/trong

(Inside), 1é phéi/ngoai (Outside)
» Columns: Chia van ban thanh nhiéu cot.
«  Number: S8 cot can chia,

» Gutter: Khodng cach gitta cac cot

| Margins and Columns

Margins

Top:

Bottom: 12.7 mm

Columns

Number: 1

[] Adjust Layout

2.8 Tao bang trong Indesign.

Cancel )

& Preview

Tao frame chtta noi dung bang cong cu Rectangle Frame Tool, chon céng cu Type

Tool
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R vew  wnom nnp M deaw v
= 1 | insetTable. Al Shift- Ctrte T

Coreent Text to Table..
Corvert Table to Test...

Table Optiors ’
Cell Options ’
Insert 0
Delete 0
Select '
Merge Cells

| Unmesgye Cols

) ) ] Splt Ce¥ Horxontally

Split Cell Verticaly

Convert Rows ’

Distnbute Rows Evenly
Destrbute Columng Evenly
fio fo Row..

tdit Header

Edit Footar

Nhép s6 cOt va s hang - Ok

Table Dimensions
gosyfowss [T
cons S4

A
Fotefows: 20|

Table Style: | [Basic Table]

Két qua

Hiéu chinh bang: Table/ Table Options/ Table
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Table Setup |Row Strokes | Column Strokes | Fils | Headers and Footers
Table Dimensions
Body Rows: =& Columns: 2{4
Header Rows: (=0 Footer Rows: |20
Table Border
Weight: = 0.353 1 v Type: | I
Color: | Il [Black] v Tint: [5|100% | []Owverprint
Gap Color: [][Paper] Gap Tint: - [100% Owerprint
Preserve Local Formatting
Table Spacing
Space Before: =|1.411m Space After: = -1.411r
Stroke Drawing Order
Draw: | Best Joins [¥]
[ Preview Cancel

Bang Table Options bao gom mot s6 tinh nang co ban sau:
» Table Dimensions: bang Kich thudc
» Body Rows: SO hang
= Columns: SO cot
» Header Rows: Hang tiéu dé
= Footer Rows:; Hang cudi bang
= Table border: budng vién clia bang
= Type: Kiéu hién thi duong vién
» Table Spacing: Khodng céch gitta cac bang

» Space Before: Khoang cach truéc

Space After: Khodng canh sau

Thém mot dong hay cot: chon cot hodc dong muoén x6a vao menu Table/ Insert
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B e Window bep @ mes - | [ M- E-
Insert Table... AlsShifteCtrteT -
Convert Text to Table..
Convert Table to Text...

Table Options ’
Cell Options »
C lnsert ’ Row. Ctrie
Delete »| Column..  AleCtre
Select b
Merge Cells
Unmerge Celis
Split Cell Horizontally
Split Cell Vertically
Convert Rows »

e Suy temp wmn gy o=

Distnbute Rows Evenly
Distnbute Columns Evenly

Go to Row...
Edit Header
Edit Footer
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Xda bét mot dong hay cot: Chon cot hodc dong mudn x6a vao menu Table/ Delete

[Table | View Window Help [ s2s% v | Fv =~ @&
L

Insert Table...
Convert Text to Table..
Convert Table to Text..

Table Options
Cell Options

Insert

Alt+Shift+ Ctrl+T

>
>

=

: v
— |

Delete

Row Ctrl+Backspace

Select

Merge Cells
Unmerge Cells

Split Cell Horizontally
Split Cell Vertically

Convert Rows

Distribute Rows Evenly

Distribute Columns Evenly

Go te Row...
Edit Header
Edit Footer

Column Shift+Backspace
Table

2.9 Lénh Tim ki€m/Thay th§

Mot tinh nang cuc ky httu dung cho nhitng vdan ban nhiéu ch chinh la tinh nang Tim

kiém/Thay Thé. Can khi thay tdt cd nhtmg phan 16i cia mot cum tr hoac tiéu dé xac dinh.

Khi ban co cd mot quyén sach 192 trang voi chan trang, chu gidi, dé muc ...

Menu Edit- Find/Change (Ctrl F): nhap nguyén van cta doan van goc sau do nhap chudi mai

can thay thé vao bén dudi, sau d6 nhan nut “Replace All”. Cé mot vai tiy chon cao cdp hon

dé thay thé cac ky tw dac biét nhu diu ndi, gach ngang, hay ddu ngoac kép....

Find/Change
Query: [Custom] v = I
| Text | GReP | Glyph [ Object]
Find what: - Done
ngoc chi - |
15 @
Qhange to: ) , _
| Ngoc Chi i@ L Change |
Search: Document v
%k 2RE A= [ changefFind |

Find Format: Fewer Options

~ | &

k|
Change Format:

-5

v |93
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BAI TAP THUC HANH

Bai s6 1

Sv thuc hién 1 bia tap chi theo mAu sau ( cho phép chon hinh dnh, Font tuong tu

theo v tudng c4 nhan, thong tin, noi dung giéng mau)

Chu y- SV st dung phdn mém Adobe Indesign va van dung thém kién thirc va ky nang dd hoc ¢

cdc hoc phén trdc dé hoan thanh bai t4p ( Color, Layout. Idea, PS. AlL..)

' ® ¢ bl

4 ML EEI01S - DA SAN TBA 80 LAD DO - THIR
: ~4“" A
BUA COM GIA BINH

mon gan a thét nhung
&p va tron day finh
thuong

» STEP-BY-STEP

Vén la chocolate quen
thuse, them chit v béo
ti hat digu, mon banh tro
nén mai la cho boa fiée
cude ném thém thi v

IVG NGIE QY0P QLD DR Rva

. AN LANH

b' : S |
Con gi hanh phuc hon khi ducc 6 bén nguoi than, cing nhau sé chia nhing
mon an ngot ngao va cam nhan tron ven nhat huong vi mua Giang Sinh ém ap!

Ciing chia sé bi quyét ndu an véi chuyén gia dm thiic Vo Quéc ,ﬁﬁlj"f!ullll
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Bai s6 2
Sv thuc hién 1 bia tap chi theo mau sau ( cho phép chon hinh 4nh, Font twong tu,
phoi theo 1 gam mau khac theo v tudng cd nhan, thong tin, noéi dung giong mau)

Chu y- SV st dung phdn mém Adobe Indesign va van dung thém kién thirc va ky ndng da hoc &
cdc hoc phan trioc dé hoan thanh bal t4p ( Color, Layout. Idea, PS, AlL...)

L\KM(LAMMD(‘I-LO‘
CO OUAN B0 (OMS THLEONG

Vltamln
nam moi

© Nam dong c6 nhol thit
@ Trung g6i nhan ngo vi
© Cha ca sot chanh day
© Sodiép nudng ba tol

-
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