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Tuyén bé ban quyén

Gi4o trinh nay sUf dung lam tai li€u gidng day n0i bd
trong truOng cao dang nghé Cong nghiép Ha NOi

Trudng Cao dang nghé Cong nghiép Ha N6i khong st
dung va khong cho phép bat ky c4 nhan hay t6 chlc nao s
dung gido trinh nay v6i muc dich kinh doanh.

Moi trich dan, s dung gido trinh nay v&i muc dich
khéc hay & nai khac déu phdi dugc su dOng y bang vin ban
cUa truOng Cao dang nghé Cong nghiép Ha Nbi
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LOI NOI PAU

Ngay nay tU mOt mau don, cdc trang sich, bdo, d€n nhlng &n phdm cao
cap hon nhu catalogue, tO gdp... déu di dugc thi€t k& va dan trang trén mdy vi
tinh qua nh(rng phan mém x{r 1y dnh, d6 hoa va dan trang. Quarkxpress 1a mOt
phan mém dan trang manh mé hién di va dang dugc s dung rOng rii tai
nh{ng trung tim thi€t k€, ch€ ban. Viéc tim hi€u d€ s dung thanh thao né
ludn 12 yéu cau dat ra cho nhling ngudi dang budc vao linh vuc thiét ké.

Quarkxpress 12 mOt phdn mém Ung dung diing soan thdo vin ban, dan
trang, v&, dinh vi hinh dnh... m6t cich tuong d6i dé dang hon nhitng phdn mém
dan trang khdc. V&i nhing tinh chdt trén di€u d6 khong c6 nghia 1a n6 chi thich
hgp v4i nhitng ngudi thi€t k€ hay dan trang chuyén nghi€p ma né con cé thé
dugc s dung bi bat ky ai ¢6 nhu cau v€ soan thdo, dan trang don gian...

Quarkxpress cung cap nhiing cong cu d€ thi€t k€ trang, tao cOt, khung
vin ban, khung hinh.., hodc tu dOng chén, thém trang mdi, cOt mbi. Di€u chinh
font ch{l, co chir, style, indents, khodng cdch dong... Ngoai ra n6 con cho phép
nhdp cdc dang vin ban tU cic phdn mém khic sang. Cung cdp céc cong cu vé
d€ tao dudng, khung hinh ch{f nhat, oval, tron, da giac theo cic kiéu, kich ¢,
hinh d4ng khdc nhau cung v3i cic 1a0i dduGng vi€n khung té6 mau... Cho phép
nhdp hinh anh t& nhing phan mém d6 hoa, phan mém x{ 1y dnh sang céc
khung hinh anh... vanhi€u tinh ning manh mé khac n{ra.

CuOn sich nay cung cap cho ngudi st dung nhiing ki€n thlc cin bdn vé
dan trang trén Quarkxpress.

Hy vong rang cudn sach nay s& mang dén cho ngudi dung nhiéu thich thi
va thanh cong.

Ngudi bién soan

Bién soan: Lé Thi Thanh HUOng 4
Trang



Trudng Cao dang nghé Cong nghiép Ha ndi Gido trinh Dan trang

P

Lé Thi Thanh HuGng

__________________________________________________________________________________________________________________________________________________________|]
Bién soan: Lé Thi Thanh HUOng 5
Trang



Trudng Cao dang nghé Cong nghiép Ha ndi Gido trinh Dan trang

P

BAI 1

GIOI THIEU VE CHE BAN PIEN TU- CHUONG TRINH QUARKXPRESS
I.Kh4i niém vé ch€ ban dién tu
1.Khdi niém trang dom va trang doi
-Trang don(page): mOi tai liéu déu dugc cdu thanh tU mOt hay nhi€u trang don.
-Trang ddi (Facing pages): hai trang don dGi di€n nhau hinh thanh mOt trang doi
Nhirng d6i tugng dat trén trang mGi dugc in ra khi in taio li€u, mOi trang trong
Quarkxpress c6 duOng bién mau den chi ra ria trang, va mOt béng d6 nam dudi
gitip phan tach n6 v&i pasteboard (n€én ddn) xung quanh.
2. Kh&i dOng va thodt khOi Quarkxpress
-Kh&i dOng: Start->Programs->Quarkxpress Passport-> Quarkxpress Passport 7.0

M@ 1 file md&i: File->New->Project (Ctrl+N)
-Thoat khdi Quarkxpress: File-> Exit (Ctrl+Q)
IL. Giao dién chuong trinh

1.Man hinh lam viéc

@ QuarkXPress (R) - [Project] : Layout 1] E|E|E|
aFile Edit Page Layout Table Wiew Utilities ‘window Help - 8 x

» Page Layout

W Style Sheets =

Trang vin ban

—

\

Pasteboar * Calors / =
d /
cac Palettcﬁ

W Layers %

<& @ Laryer

LN R

L Default £

| O Layout! |

—_— ¥
!"." start 4 L._E. guark - Microsof. .. [ L-_1 ke hoach chi tie. .. F L-_E. ki thuak in - Micr. .. 6} QuatkXPress (R... Q') e &;,L: 13 PM
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2.Lam viéc v0i file
2.1.Tao file moi
+Vao menu File->New->Project(Ctrl+N)

New Project §|

Layout Mame:

Lavouk Type: | Prink w | [ ]single Lavout Mode
Page Margin Guides
Size! | A4 Letter W Top: | 12.7 mm
Widkh: | 210 Bottam: | 12,7 mm
Height: | 297 mm Left: | 12,7 mm
Crientation: (%) Porkrait Right: | 12.7 mm
) Landscape
Column Guides
Columns: | 1
[ ]Facing Pages
[ ] Aukomatic Text Box Gutter Width: | 4,233 mm
[ (0.4 l [ Cancel

+Dbat kich thu@c gidy, 1€ cho tai li€u..vv
+N€u danh dau vao Facing Pages: dat trang d0i nhau

-Thém trang:

+M3G clw, nhdy phdi chu0t vao nén clra sG, chon

Insert Pages ¥ Page Lavout .
[ ]a-Master &

—— EI [ —————————
Bién soan: Lé T 1 7
Trang

1 Page
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Insert Pages E|
Insert: page(s)
() before page:

(%) after page:
" at end of lavout

Hoac vao menu Pages -> Insert SN . iaster 4 3

Gd sO trang can chén [ o ][ cancel |

-X6a trang: chon trang can x6a, nhdy vao nit Delete trén clta sO Page Layout

R —

¥ Page Lavouk -

i
D.ﬂ.-Master i}

2.2.M0 tai liéu da cé

-Vao menu File->Open, chOn tén tai li€u mudn md-> Open
2.3.Luu tai liéu

-Vao menu File-> Save hodc Save As

-Chon loai tap tin muOn 1Uu: Project hodc Project Template

-bat tén cho tai liéu mudn luu-> Save

Bién soan: Lé Thi Thanh HUOng 8
Trang
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BAI 2
VAN BAN- DINH DANG- TRINH BAY VAN BAN
LDua vin ban vao
-Tao mOt hOp vin ban (Text box)
-Chon cong cuU Content, nhdy 1én hOp Text box d€ chon né
-Vao menu File->Import text (Ctrl+E)
-Chon file vin ban can dua viao (cé thé 1a file Word, notepad, wordpad...)
-Chon Open
II.Lam viéc vGi vin ban
1.Lién két cdc hp vin ban
Khi vin ban dai hon 1 hOp text box, ta phdi lién két n6 vi cdc hOp Text box
khdc d€ vin bdn dugc lién mach khong bi mat hodc thi€u chr.
-Chon hdp Text box can lién két ta thdy xudt hién mOt bi€u tugng nhd mau doé

3 géc phdi dudi hOp vin ban khji hdp nay ch(ra khdi vin bdn vugt khdi pham

vi cUa hOp. . : £ iy
P Nam Hoi1 Muon Biét

Thuan Hap & Khic Ky nhu

the nao?
iDinh Hen tlr 17-02-2007 dEn 06-02-2008)

Hain Lim NGUYEN PHU THU

Sau khi ndm Binh Tudt chim dit, thi
4én nam Dinh Hei dwoc bén giao tir giy giao thiva
24t dinnghy thie bay, 17-02-2007 & cém tinh dén
14 gir ngay 06-02-2008. Mim Punh Hen nay ciing
‘hudec hanh Thd va mang Oc Thwong Thd tie Bt
Trén Mdc Mha, ndm nay thudc ﬁun, cd can Punh
hudc mang Hoa wa cd chi Het thudc mang Thuy
Tan o theo ludt thudn hap hay khic ky coa Ngi
Hanh, thi ném nay “Chi khic Can” tc Dét khic
Trii. Bé vi"Mang Thiy = Hei khic mang Héa =
Binh” (mang Thiy tic Dét dwoe khic xuét, mang
Héative Tréd bi khic nhap). Do véy, nam nay xem

1hw thng quat =iu, b3 vi dwoc Bét khic Tréi gidng nut bao

shv cée nzm : Tén Ty (2001), Qu M3 (2003) v hisuvan |
Bién soan: Lé Thi Thanh HUOng ban chua 9
Trang két thic
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-Nhdy chOn cong cu
khung nét dUt ) va nhay vao hOp Text box ti€p theo can lién két

va nhdy vao hOp Text box th(f nhat ( xudt hién

A .
Nam Hoi hfi[ué:n Biét
Thuan Hap & Khac Ky nhu

the nao?
®inh Hoi tir 17-02-2007 dén 06-02-2008)

ap Than (20047 wra qua, dabs Chi khac
;an R1eng ném Mham Ngo (20020 A8k
uﬂ.ﬂ khic Chi. Prwoc bitt nim Hei vival
nalanim At Hed thude hanh Héa, nham
ghy thir ba, 31-01-1995 dén 18-02-1996.

Cin o theo Mign Lich C3
myén A Péng zudt hign dwoc minh dinh
nang ba tir ndm thit 61 cia d Hodng
& bén Thu, bat ddu nam 2637 trrde
dng Nguyén, cho nén ching taldy 2637
2007 = 4644, 1 dem chia cho 60 thi
& kbt qua Vian Mién Luc Gidp thir 78 bat
4u tr ném 1984 cho dén ném 2043 Do
dy, nam Dinh Her 2007 nay & nam thi
4 cia Vin Mign Luc Gidp 78 va nim
o ki tiép s& laniam Ev Het thudic hanh
&c, nham nghy thi ba tinh tr 05-02
019 dén 24-01-2020,

R T s

Han Lam NGUYENPHU THU, |

Sau khi ndm Binh Tuét chém dit, thll f
dén nam Pinh Hel dwoe ban giac tu gm' giao thua' ""
%at diu ngay thie bay, 17-02-2007 d& cdim tinh den‘" i
24 gid ngay 06-02-2008. Mam Pinh Her na‘j.r cungl .'.:I
thuou: hanh Thé va mang Oc Thireng Thé e Bat' |
'Tren Méc Mha, nam nay thudc ﬁm cd can Bmh. fl
thuoc mang Hoa va cd chi Hei thude mang Thu}.r' .'.:I
Can ci¥ theo ludt thuén hap hay khic ky cia Ngu, fi
Ha.nh thi nim nay “Chi khic Can” tirc Dt kchic I.I:I

Trm B i

MNam Pinh Hoi cé ngwii thic
4c. mubn bift nim nay tudi anh hwdng
41 mang nhw the nao? Viy ching ta thiy
hén tach ndm Binh Tuét, thi thiy baviéc
hai lam nhw sau: ®

"Mang Thiy = Hei khic mang Haoa= =
ﬂf)mh (mang Thiy tyc Dét dwoe khic zudt, mangf'

Hoa tun: Trén b ldlac nhip). Do vajr ndm nay Xam.:

phu tong quét zAu, bé vi dwoc Dat khidc Tré gi onfg:
I

nhw cac ndm : Tén Ty (20013, Cuy M (2003) il

% ___________________ B mmmmmmm e 5

2.Chon mot ttr hay chon mot doan vin ban
+Theo cdch thong thuOng: bam gilt va kéo ré con tré chudt theo doan vin

ban ta muOn chon.
+Chon mOt tl: nhay dip chult vao tU cdn chon
+Chon mOt dong: nhay chult ba 1an lién ti€p
+Chon mOt pragraph: nhdy chuOt bOn 1an lién ti€p

10

Bién soan: Lé Thi Thanh HUOng
Trang
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+Chon cd vin ban : nhay chudt ndm 1an lién ti€p (Ctrl +A)
3.Xéa mOt doan vin ban

Ky tu trudc: phim Back space

Ky tu sau: phim Delete

Xo04 mOt tU sau: Ctrl+Delete

X6a doan vin ban: Chon doan vin ban, &n phim Delete
4.Tim va thay dé6i

Quarkxpress ¢6 mOt chUc ning tim va thay d6i khd manh, chlc ning nay
c6 th€ tim ki€m va thay d6i sU c6 cla bat c(t doan text nio ma ta da &n dinh...

Quarkxpress c¢6 th€ ki€m tra toan b0 chuli vin ban c6 nbi két vEi text box
dang hoat ddng. Quarkxpress s€ tim tU vi tri con trd Insert d€n cudi vin ban. D&
tim trong toan bO viin ban ta dat con trd insert trén ddu vin ban.

*Cdch thuc hién tim kiém

-Vao menu Edit-> Find/ Change (Ctrl+F)

-Chon Layout trong h@p thoai -> Find Next

*Cdch thay doi vin ban

-Vao menu Edit-> Find/ Change (Ctrl+F)

Find/Change

Find ‘What Change To

ta tao

Layout [ ]whole word Ignore Case Ignore Attributes
[ ]search Lacked Cantent

Find Mexxk

-G tUr can thay thé vao hOp Find What va tU m&i d€ thay thé vao hOp
Change to

Bién soan: Lé Thi Thanh HUOng 11
Trang
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+NE&u d4nh dau viao hOp Whole word: thi chi tim ding tU da nhap vao
hopp Find, con néu khong ddnh ddu né sé tim tlr d6 c6 th€ gdn thém céc ki tu
khac.

+NE&u danh dau vao hOp Ignore case: tim doan text di nhdp vao bat k€ né
viét bang chit hoa hay ch{f thuOng.

-Chon niit Change, then Find hodc nit Change hodc Change All

-Find Next: tim ti€p xuOng dudi dén tU can tim gan nhat.

-Change, then find: giGng nhU sur k&t hgp hai niit change va find next.
5.Kiém tra 16i chinh t&
SU dung 1&nh Check spelling tU menu Utilities. C6é ba ch€ d0 ki€m tra: Word,
Story va Document. QuarkXpress chi cho phép ki€m tra 16i chinh ta cho ti€ng
Anh v&i mot tU di€m 80000 tLr.
6.Dinh dang ki tw
6.1.Chon Font chil: c6 hai cdch
+Dung menu Style->Font-> chon font can diing.

+Chon tU cUta sG Measurement

W | 57,504 mm | oe ﬁ auko % . Times Mew Rorman w || 20pE W
-
H: | 212.902 mr | Cols:| 1 ANo @ [

6.2.Chon co chu:

+Dung menu Style->Size-> chQn ¢ chr

+Dung clfa sO Measurement

+Dung hOp thoai Character Attributes (Ctrl+Shift+D)

+Ngoai ra c6 th€ ding t6 hop phim néng:
Ctrl+Shift+d&u chdm: ting 1én m6t ndc trong chubi co ch{f cho san
Ctrl+Shift+\: d€ dat mot co chif khac khong cé san trong chubi.
Ctrl+Shift+ddu phdy: gidm xudng mOt ndc trong co ch{f c6 san.

Ctrl+Shift+Alt+dau chdm: ting 1én mOt point

Bién soan: Lé Thi Thanh HUOng 12
Trang
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Ctrl+Shift+Alt+ddu phdy: gidm xubng mot point.
6.3.Pinh dang kiéu ch(r
V3o Style->Type Style-> chon ki€u dinh dang
-Hoac chon trong cUa sO Measurement
-Hodc nhan t0 hop phim tudng Ung v&i cic chlc ning cla no.
Plain: Ctrl+Shift+P:ch{r thang binh thudng
Bold: Ctrl+Shift+B: ch( dam
Italic: Ctrl+Shift+I: ch(r nghiéng
Underline: Ctrl+Shift+U: ch(f gach chan
Word Underline: Ctrl+Shift+W: gach chan tUng tur
Strike Thru: Ctrl+Shift+/: gach ngang ch(r
Outline: Ctrl+Shift+O: ch(f duOng vién
Shadow: Ctrl+Shift+Y: tao béng cho chlr
All CAPS: Ctrl+Shift+K: chuyén tat ca thanh chif in hoa
Small Caps: Ctrl+Shift+H: chuyén thanh ch{t hoa nhd
Superscript: Ctrl+Shift+0: chi sO trén
Subscript: Ctrl+Shift+9: chi s6 dudi
Superior: Ctrl+Shift+V: chi s0 trén
6.4.Mau sac va d0 dédm nhat (sac dd)
-Cé thé€ dung cUa s6 Color
-Hodc vao menu Style->Color: chOn mau
Style->Shade: chon sac d6 mau
6.5.Thu phdng theo chi€u ngang
Vao menu Style->Horizontal
Tri s6<100%: thu hep doan Text

Tri s6>100%: m3 rOng doan Text

Bién soan: Lé Thi Thanh HUOng 13
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ThuOng st dung trong céc trudng hop: tao mOt ki€u ch{f khic thudng d€ nhén
manh, hay moét ki€u dac biét cho minh hodc thu nhd doan vin ban vlra 10t vio
mOt khodng trOng nao dé.
Phim tat:  Ctrl+] : € mG rOng 5%
Ctrl+[ : thu hep 5%
III.Lam viéc vOi Paragraph
1.Canh chinh Paragraph
1.1. Alignment
+Horizontal Alignment (canh chinh paragraph theo chi€u ngang): c6 3 phuong
phap
Cl: -Vao Style->Format(Ctrl+Shift+F) xuat hién mot clra sG

-Canh hinh trong hOp Alignment

Paragraph Attributes

Formats | Tabs | Rules

Left Indent: [Jorop Caps
First Line: | O mm
Right Indent: | 0 mm
Leading: | auto ~ [ Ikeep Lines Together
Space Before: | 0 mm
Space Afker: | 0mm

alignment: | Left W
[ ]keep with Mext 9§

H&1: | Standard i []Lack to Baseline Grid

[ (n] 4 l[ Cancel ][ Apply

C2: -Vao Style->Alignment c¢6 4 ché d0:

Bién soan: Lé Thi Thanh HUOng 14
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Left: canh déu paragraph vé bén trdi
Right: canh déu paragraph v€ bén phai
Center: canh paragraph gi(ra textbox hay gi(a c6t
Justified: canh d€u paragraph cd hai bién tral va phal cUa textbox
hay cOt.
C3: -SUr dung phim tat:
Ctrl+Shift+L: canh déu paragraph v& bén trdi
Ctrl+Shift+R: canh déu paragraph vé bén phai
Ctrl+Shift+C: canh paragraph gi(ta textbox hay gi(ta cOt
Ctrl+Shift+]J: canh déu paragraph cd hai bién tral va phal cla
textbox hay cOt.
C4: -SUrdung Measurement pallét: nhdy chudt vio mOt trong bOn icon canh
chinh nao ma ta mu0n.
+Vertical Alignment(canh chinh Paragraph theo chiéu doc): ¢6 4 cich
Cl: -Chon textbox can canh chinh
-Vio menu Item-> Modify xudt hién cUta s

-Chon thé Text, trong hOp Vertical chon 1 trong 4 ché d0

Modify 3

Box Text | Frame | Runaround || Drop Shadow

First Baseling

Text Angle: E Minirmurn: | Ascent w
Text Skew: | 07 Offset: | O mm
Columns: | 1

Wertical
Gukter Width: | 4,233 mm
Type: |Top w
Text
[CIrmultiple Insets

Al Edges: | O pt [Jrun Text around &l Sides
[]Flip Harizontal

[CIFlip vertical

| |
Bién soan: Lé Thi Thanh HUOng 15
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Top: 14 ché d0 mdc dinh, vin ban trong text box dugc canh sat 1€ trén cla
box.
Bottom: viin bdn trong text box dUgQc canh sit 1& dudi cla box.
Center: vdn ban trong text box dugc canh gilrta box.
Justified: viin ban trong text box dugc canh d€u so vdi 1€ trén va 1& dudi
box.
1.2.Indent: khodng céch gilta paragraph va text box
-Vao Style->Formats (Ctrl+Shift+F)xuat hién cUlra sO

Paragraph Attributes E

Formats | Tabs | Rules

Left Indent: [ |Drop Caps

First Line: | 0 mm

Right Indent: | 0 mm

Leading: | auto Y| [Jkeep Lines Together

Space Before: | 0 mm

Space after: | 0 mm

Alignment: | Centered W
[ |keep with Mext q
H&J: | Standard e []Lock ta Baseline Grid
Ik ] [ Cancel ] [ Apply

-Trong dé:

__________________________________________________________________________________________________________________________________________________________|]
Bién soan: Lé Thi Thanh HUOng 16
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Left indent: khodng céch tU Paragraph d€n 1€ tral cUa text box hay 1€ tral
cUa cOt.
Right indent: khodng cach tU Paragraph dén 1€ phdi cUa text box hay 1€
phai cla cOt.
First line indent: khodng cédch thut vio cla dong dau tién v&i 1€ Paragraph.
1.3.Leading: khodng céch dong
C6 3 cach dat khodng cédch dong
Cl: -Vao Style->Formats (Ctrl+Shift+F)xudt hién cUa s6
-Nhap gi4 tri vao hOp Leading->Ok
C2: -Vao Style->Leading (Ctrl+Shift+E)
-Nhap gia tri vao hOp Leading->Ok

Paragraph Attributes g

Formats | Tabs | Rules

Left Indent: [ ]orop Caps

First Line: | 0 mm

Right Indent: | O mm

Leading:

[ Ikeep Lines Together

Space Before:

Space After: | o mm

alignment: [ Centered w
[ Jkeep with Mext §
HET: | Standard ¥ []rockto Baseline Grid
I l [ Cancel ] [ Apply
Bién soan: Lé Thi Thanh HUOng 17
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C3: Trong cUa sO Measurements g6 gid tri vao hOp Leading Decrease

20097 mm | we 86207 mm | A 00 Th| auto EEERES ~|[10pt w (W] [100% ~
¥i 15,787 mm | H: | 186,003 mir | Colsi| 1 EE EELEREEERFEEEE  opady: | 100% v
Leading Decrease

-Auto leading 13 ch& d® mac dinh cla bat ki text box m&i nio.
MOt sO phim tat:

Ctrl+Shift+’ ting khodng cdch dong 1 point

Ctrl+Shift+Alt+  ting khodng cdch dong 0,1 point

Ctrl+Shift+; gidm khodng cdch dong 1 point

Ctrl+Shift+Alt+; gidm khodng cach dong 0,1 point
+Khodng céch trén va dudi paragraph

-Vao Style-> Formats

-Trong d6: Space Before: khodng cédch trén paragraph

Space After: khodng cdch dudi paragraph.

2.Tab
Budc nhdy cla con trd khi an phim Tab

-Vio Style->Tabs xudt hién clra sO

Paragraph Attributes

Formats | Tabs | Rules

- - ¢ )L

Left Center Right Decimal Comma align On

Position:

Fill Characters: Clear all

| - |
Bién soan: Lé Thi Thanh HUOng 18
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Trong do
Left tab: canh tréi
Right tab: canh phai
Center tab: canh gi(ra
Decimal tab: ban dau n6 giGng Right tab cho d€n khi n6é gdp dau
cham thap phan, khi dé cic ki tU ti€p tuc s& dugc canh nhu Left
tab.
Comma tab: tuong tU nhu Decimal tab nhung dugc canh theo dau
phdy thap phéan
Align on: tuGng ty nhu Decimal tab nhung tab s& dugc canh theo ky
tU' ma ta nhap vao trudng Align on (chi dugc nhap mOt ki tu)

-Tao Tab:

ChoOn loai diém dung tab (Left, Right, Center, Decimal, Comma,
Align on)
Nhén chubt vio viing trén thudc nol vi tri muOn dat tab hodc go gid
tri vao hOp Position.
Trong hOp Fill Character nhap mOt ki tU vao (cac ki tU ddnh ddu nhu
+, -,%...vV)

Chon Apply va OK

Bién soan: Lé Thi Thanh HUOng 19
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-Hiéu chinh Tab: kéo bi€u tugng cla Tab doc theo thuGc trong Paragraph Tabs
hodc Paragraph Format ma khong thé€ thay dGi bang cdch danh gid tri khdc vao
h&p Position.
-X6a Tab: nhdy chu0t vao bi€u tugng tab va kéo né ra khoi thudc. PE x6a tat
cd céc tab trong mOt paragraph, an gi(f phim Ctrl va nhdy chudt trén thudc
3.Drop Caps: ki tu'16n dau dong

-Vao Style-> Formats (Ctrl+Shift+F), chOn Format

-P4nh dau vao muc Drop Caps

Trong d6 Character Count: sO ki tu dat to

Line Count: s6 dong ma ki tu' d6 chi€m.
Paragraph Attributes X

Formats | Tabs | Rules

Left Indent: | 0 mm Crop Caps

Firet Li 0 mm Character Count: | 1
irsk Lire:

Right Indert: | O mm Line Count: | 3

Leading: | auto | [Jkeep Lines Together

Space Before: | 0 mm

Space after: | 0 mm

Alignment: | Left hd
[ Keen with Mext §
H&d: | Standard | [JLock to Baseline Grid
oK ] [ Cancel ] [ apply

__________________________________________________________________________________________________________________________________________________________|]
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BAI3
XU LY HINH ANH
I.Pua hinh anh vao
-Tao mOt hOp hinh dnh (picture box) c¢6 hinh dang tuy y
-ChOn cdng cuU Item

-Vao menu File->Import Picture (Ctrl+E) xuat hién cUa s

Look in: | \Z2 anh kich thuoc nho » T = -

T IME_6749_1
! ’ 3 &1 nhim3

]
My Recent '@nhimlﬂ )]
Documents '@58000439

Desktop

D

Ea
4,8

by Computer
.1_1] File name: tibirn3 »
My Netwark | Files of type: Al Picture Files v
Farmat: RiGE JPEG Preview:
File Size: 23K
Dake: 11/26/2007 7:58 AM

Dimensions: 140,753 mm = 99,836 mm at 72 dpi

L."'l { |

- S

Color Depth:  True Col ﬁﬁ;
olor Depl rue Color :.e!‘ B

Maintain Picture Attributes

OPI POF Import | Insert Chart
Lise OFI

-Chon hinh dnh can nhap->Open
-MuOn di chuyén n0i dung hinh dnh, diing céng cuU Content nhdy 1én hinh dnh
-DE€ thay dGi kich cG hinh dnh nhdy dip vio hOp ty 1& X% va Y% G cUa sO

Measurement, gd vao gia tri ty 1& mdi
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D& xoay hinh, nhdp géc xoay vao hOp Picture Angle trong c(fa sG Measurement
-D€ kéo xién (Skew) anh: nhap géc xién vao hOp Picture Skew trong clra sO
Measurement
-P€ tao mOt hinh trong nhu nam ngang trén mat ban

+Xoay hinh anh mot géc -15°

+Lam nghiéng hinh dnh (Skew) mOt géc 45°

+Thu nhO chiéu dUng hinh vé&i ty 1& 70%
I1.Quan Iy hinh dnh nhap

-Vao menu Utilities->Usage chOn Picture

B Usage for Layout 1 @

Fants Pictures

IPickures

Wiska Print J Marmne Page Type Skatus |
Prafiles «  [hanh giadinkianh kich . ..\nhim3.jpg 1 JPEG (0] 4
Composition Zones ¥ Dilanh giadinhianh k...158000439.ipg 2 JPEG oK

OPI

Placeholders

Tables

F Mare Info

Close

-Trong hOp Pictures
+COt Print cho biét 1i€u hinh dnh c6 dugc quyét dinh cho in ra hay khong
+COt Name chi ra tén va duOng dan cUa tap tin hinh dnh
+COt Page: cho bi€t hinh dnh xudat hién trén trang nao
+COt Type: loai hinh anh
+COt Status: trang thal cUa hinh dnh, n€u 12 OK hinh dnh & trang th4l tOt,

Modified: hinh dnh da dugc hi€u chinh, Missing: hinh anh da bi that lac, Wrong
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Type: dang thlc cUa tap tin hinh dnh di thay dGi, In Use: tap tin dang G trinh
Ung dung khéc, No Access: khong thé€ truy cap cac ddc quy€n danh cho tap tin,
Can’t Open: Quark khong con dU b0 nhG d€ md tap tin.
-Nhap tén hinh dnh va nhdy vio niit Show d€ xem hinh dnh
II1.Hiéu chinh hinh anh
1.Piéu chinh mau sac
-Chon hinh anh.
-Vao menu Style->Picture Effects-> chOn Adjustment
-Chon cédc hiéu Ung canh chinh
2.Pao chiéu hinh anh
-Chon hinh anh
-Viao menu Style->Flip Horizontal d€ ddo chi€u hinh anh theo chi€u ngang

hodc Flip Vertical d€ ddo chi€u hinh anh theo chiéu doc

__________________________________________________________________________________________________________________________________________________________|]
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BAI 4
LAM VIEC TREN CAC POI TUONG

I.Cong cu vé
1.Tao duong ké
-Cong cU+' dung d€ vé& doan thdng ndm ngang hay thdng dUng hodc nghiéng
45°
-Cong cy /" ,nhdy 1 di€m dau va nhdy di€m cubi dé tao doan thang
-Cong cu[+’] diung d€ vé& dudng cong bat ki
-Cong cy §° dung d€ vé& dudng cong Bezier.
II.Tao vin ban chay trén dudng dan
-Cong cu [¥): dung d€ tao vin ban chay trén dudng d&n dang nghidng mOt géc
bat ki
-Cong cuy diing d€ tao vin ban chay theo dudng dan nam ngang hay thang
dUng hodc nghiéng mot géc 45°
-Cong cu 2’ diing d€ tao vin ban dang dudng cong Bezier
-Cong cu diing d€ tao vin ban dang dudng cong cé hinh dang bat ki.
II1.Hiéu chinh ddi tuong

Khi tao xong d6i tugng tuy theo né l1a d0i tuong gi ma c6 th€ hiéu chinh
né6 theo nhi€u cich khic nhau.
-Vao menu Item-> Modify ( Ctrl+M)
-Né&u d0i tugng dugc chon 1a dudng ké thi phan muc dau tién sé 1a Line hodc
né€u 12 hinh hOp thi sé& 1a Box..vv
-SO lugng va tén phadn muUc  bén trén hOp thoai Modify thay ddi tuy theo doi
tuong duQc chon.
IV.Céc 1énh 1am viéc véi cac dOi tuong

1.Di chuyén déi tuon
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-Céch dé dang nhat 1a dung cong cu Item d€ di chuyén d0i tuong

-Hodc c6 th€ g gia tri chinh x4c toa d0 cUa vi tri dinh doi d6i tugng dén trong
Palette Measurements

-Hodc nhap gi4 tri vao hOp Origin Across va Origin Down trong menu Item-
>Modify-> -> Box/Line

2.Thay d6i kich thudc va hinh dang cla d6i tuong

-Chon d6i tugng

Modify X]

B Text | Frame || Runaround || Drop Shadow
Box
Origin Soross: Color: | [ Abne -
Crigin Daown: | 20 mm
Width: | 68,271 mm
Blend
Height: | 5502 mm
Skvle: | Solid W
&ngle: | 0°
Skew: | 07
Corner Radios: | O mim
|:| Suppress Outpuk
Ik, l [ Zancel l [ Apply

-Vao menu Item->Modify->Box/Line

-Nhap kich thudc vao hOp Width (chi€u rOng) va Height (chi€u cao)

-Hodc c6 th€ nhap truc ti€p vao hdp W va H trong palette Measurements

*P0Oi vGi dudng thang thi trong Palette Measurements hién thi vi tri va chi€u dai

cla dudng ké theo bOn cach khic nhau
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il | 34221 | X2 125,237 m | |Endpoints W

¥1:|165.543m | ¥2:| 176.39 mmr
Left Paint

Midpoink
Right Poink

O Layoutd

- s

-Endpoints: hi€n thi toa d0 X,Y cho cd hai dau nit cla dudng ké (X1,Y1 va
X2,Y2)

-Left Point: hién thj toa d6 X,Y cho di€m dau tién dugc tao khi tao dudng ké
(X1,Y1) cuing v&i géc va chi€u dai clla duOng ké

-Midpoint: hi€n thi toa d0 X,Y cho trung diémt cla dudng ké (XC va YC), cling
vGi géc va chiéu dai cla dulng ké.

-Right Point: hi€n thj toa d0 X,Y cho di€m th( hai dugc tao khi tao dudng ké
(X2,Y2) cung v&i chiéu dai cla duGng ké.

*Thay dGi hinh dang cUa d6i tugng

-Chon d0i tugng

-Vao menu Item-> Shape->chon hinh dang can bi€n d6i thanh

Cuplicate Chi+D |
Step and Repeat. .. Chrl+AlE+HR |
Delete ChrlHK
i
-
]
h:
Lock, r :
OF
Send Backward Ckrl+Shift+HFS @
Send to Back Shift+F5 |
/// u
Space/Align »
B

3.Xoay, kéo xién dOi tuong

*Xoay dOi tugng
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-Chon d0i tugng

-Vao menu Item->Modify->Box

-Nhap géc quay vao hOp Angle

“Ho&c ¢6 thé nh&p géc quay vao hdp Angle <!~ trong palette
Measurements

*Kéo xién dOi tUgng

-Chon d0i tugng

-Vao menu Item->Modify->Box

-Nhap géc xién vao hOp Skew

o

|9 L 2 A . . . a « A 0
-Hoac c6 the nhap goc kéo xién vao hOp Skew = trong palette

Measurements
4.Két hop cdc hinh dang
-Khi c6 hai d6i tugng tré 1én ta phdi k&t hop ching 1ai thanh 1 d0i tugng
-Chon cé4c d0i tugng can két hgp
-Vao menu Item -> Merge-> chQn 1 trong 7 tily chQn cUa 1é€nh Merge
+Intersection: LAy phan giao gilta cic d6i tugng
+Union: Han cdc d6i tugng thanh 1 d6i tugng duOng bién bi mat di
+Diference: gi(r 1ai phan khong giao nhau cUa cic ddi tugng dugc chon
va huy bo tat ca nhig gi con l1ai.
+Reverse Diference: tao mOt hinh dang Union rdi huy b dién tich do d6i
tuong chon trudc chi€m gilr.
+Exclusive Or: tao mOt hinh dang Union r6i huy bé moi viing giao nhau,
dat hai di€m tai géc bat ki noi hai d6i tugng dé 1én nhau
+Combine: giOng Exclusive Or nhung chi tao mOt di€m tai viing giao

nhau.
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+Join Endpoints: tao mOt duOng Bezier tU hai duOng ké hodc hai duOng

ghép chil, dugc chon khi di€ém dau miit cUa dudng ké th(f nhat cat hodc nam

canh diém dau miit cUa duénﬁ ké th( hai.
Inkersection

IJnion
Difference
Send Backward Ckrl+Shift+FS )
] Reverse Difference
Send to Back, Shift-+F5 ]
i Exclusive Cr
Bring Forward kel +FS )
) Zombine
Ering ko Fronk FS
Space) alian »

* Lénh tach roi:
Viao menu Item->Split-> Outside Path: tich r&i nhitng d0i tuong khong
cham vao nhau hodc chon All Paths tdch r&i moi dGi tugng.
5.Bi€n d0i chir thanh hinh hép
-Chon hdp vin ban hodc dudng ghép chir r6i nhdp chubi ki tu bat ki
-Chon chu6i ki ty mu®n bién d6i (dat Font chlr, c& chit trude)

-Vao menu Style-> Text to Box

HA NOT
ERE W

6.Hiéu chinh hinh dang Bezier

-Chon dbi tugng Bezier can chinh

-Chon céc nit can hi€u chinh va chon céc 1€nh trén thanh Measurements
+Symmetrical Point:
+Corner Point

+Smooth Point
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-Thém va huy di€m

__________________________________________________________________________________________________________________________________________________________|]
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I.Co ban vé mau

Mau trong Quarkxpress th€ hién ¢ muc mau s€ dugc in ra gidy. Mau hién
thi trén man hinh mdy tinh dugc tao thanh tU 4nh sang khong phdi muc mau. Nén
khi in mOt tai li€u khong th€ cho hién thi ddng mau muc in trén man hinh.
1.Mau pha va mau Process

-Mau Process (Process color) 1a mau duQc t6ng hQp tU 4 mau cO ban
CMYK

-Mau pha (Spot color) 1a mau duQc pha ri€ng ngoai mdy in. mau pha duQc
tao bang cdch ding tlng muc mau don 1& di dugc pha theo mau mong muln,
thay vi k€t hgp bdn muc mau c0 ban CMYK. Ngudi ta thudng ding mau pha vi
hai 1y do th( nhat mau pha 1a cdch duy nhat gitip ddm bdo mOt mau nao dé sé&
dugc tii tao chinh x4c, vi th€ ngudi ta dung mau pha d€ in logo cong ty va
nh{ing mau thiét k€ c6 mau ddc biét khac. Th( hai n€u mOt ban in ch(fa khong
d€én 4 mau (mau den cling dugc tinh 12 mOt mau), thi in v4i mau pha s& gidm bdt
chi phi, vi can it bAn k€m hon va mdy in s€ chay it 1an hon.

Vi man hinh mdy tinh khong th€ téi tao chinh x4c mau dugc in ra, nén
ngUdi thi€t k€ s dung tdp mau mau (Swatch Book) hodc bang mau (Color
Chart) d€ chon mau cho ban thiét ké.
2.Hé mau luc sac

BOn mau cUa mau Process trén thuc t€ khong th€ tao thanh tat ca cdc mau
cUa quang phO vi thé di tao ra hé mau Hexachrome, mOt hé mau process st
dung 6 mau thay vi chi c6 4. Hexachrome dung 4 mau truyén théng C, M, Y, K
va b0 xung thém mau cam (Orange) va xanh 14 (green). In 6 mau di nhién sé& ting

phi tGn vi phdi tOn thém muc in va 2 ban k€m n(ra. Nhung két qua in ra v&i hé
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Hexachrome that tuy€t v0i- nh{ing mau tUoi sdng, sOng dOng ma ban khong bao
gi0 gidm mo dé€n khi in 4 mau process. Hexachrome c6 th€ md phdng hon 90%
mau pha Pantone, gap hai 1an khd ning cUa quy trinh in CMYK.

I1.Quan Iy mau- hi€u chinh mau

Mau hién ra nhu th€ nao dudi mat ngudi con tuy thuOc vao nhi€u yéu t6
cho dén d gan nhu khong thé du dodn két qud chinh x4c. Céc yé€u td sau:

-4nh sdng moi truOng

-Mau tGng hop trlt (mau vat th€) hay tOng hgp cong (mau dnh sing)

-Chat 1i€u td6 mau : muc, sap,...vv

-Phuong tién hodc chat li€u nén ( nhu gidy,...vv)

-Céch nhin mau cUa riéng ban

-C4c mau xung quanh.

C6 vai cach gitp du dodn mau, sao cho mau ban thay trong hinh dnh gbc
cting chinh 12 mau hi€n thi trén man hinh sau khi ta quét dnh vio mdy, va mau ta
thdy trén man hinh 1ai chinh 12 mau thé hién trén ban in ra. BAng mau mau rat
c6 ich khi dung mau pha; mdc dit khong hoan hdo, nhung chiing c6 th€ han ché
dugc khodng cach biét gilta mau hi€n thi trén man hinh va mau trén bdn in ra.

Pac tinh quan 1y mau cai san trong Quarkxpress s dung hé quan 1y mau
ky thuat s& Kodak d€ dat dugc muc dich cla ban in. Phdn mém nay ding céc
profile thi€t bi ch(ra thong tin vé ddc di€m mau cla tUng thanh phan phan clng
trong hé thOng, bao gdm man hinh, mdy in mau, may quét dnh va mdy ghi phim
(imagesetter).
1.Tao mau méi

-Vao menu Edit->Colors (Shift+F12)

-Xuat hién hOp thoai Default Colors
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-CUra sO th(& nhat chi ra tdt cd ciac mau dinh r6 trong tai li€u, day nit bén
dudi cho phép tao mau m&i (New), nhan ban (Duplicate) hodc hi€u chinh (Edit)
mau dang tOn tai, huy mau (Delete), gan thém mau tU tai li€u khic (Append),
huy b0 (Cancel) hodc 1uu (Save) cac thay d6i. CUra sO th(f hai mo ta thanh phan
mau cho mau dang chOn; menu Show cho phép 1ua chon gilra cdc tiy chOn xem
tat cd cac mau (All Colors), hay chi mau pha (Spot Colors), mau process (Process
Colors), mau tOng hop (Multi-Ink Colors), mau dang s dung (Color In Use),
hodc mau khong dugc dung (Colors Not Used) trong tai li€u.

*Tao mau m&i

-Nhay vao niit New d€ m& hOp thoai Edit Color

-Phan Name: nhap tén mau md&i

-Ph&n Mode: chon hé mau CMYK, RGB, Pantone...

-Né&u danh dau chon vao Spot Color s€ tao mau pha riéng, con n€u khong
chon thi tao mau m&i & dang process (dugc tOng hgp tU 4 mau CMYK)

*Hi€u chinh mau

-M@ cUra s6 Default Color

-Chon mau can hiéu chinh trong danh sach mau

-Nh4y vao nit Edit xuat hién hOp thoai Edit Color
*X6a mau

-M@ cUra s6 Default Color

-ChOn mau can x6a trong danh sich mau

-Nh4y vao nit Delete xudt hi€n hOp thoai Edit Color
*COng thém danh sdch mau cUa tai li€u khéc

-M@ cUra s6 Default Color

-Nhdy vio niit Append, chon tai li€u khéac va chon Open d€ m@ danh sich

mau cUa tai li€u d6 s€ cOng thém vao trong danh sach mau cUa tai li€u dang lam.
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IT1.G4n mau cho cac dOi tuong

-Chon d6i tugng can t6 mau

-Chon bi€u tugng ding loai d0i tugng trén Color Palette (duOng k€&, vin ban
hay nén)

-ChOn mau can td trong danh sdch mau & Color Palette.
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BAI 6
QUAN LY TAI LIEU DAI
I.Tao va sir dung trang chu
1.Khdi niém:

Trang chU diing d€ thiét 1ap viéc 18p 1ai c4c thanh phan phG bién trén
mOi trang tai 1iéu nhu: ddnh sO trang ty dOng, header/footer, duOng vién khung,
cdc mau d6 hoa 1ap 1ai... Trong Quarkxpress cac trang chU con gOi 1a cdc trang
mac dinh (default pages)

2.Vi sao phadi sUr dung trang chu

Néu trong tai li€u khong trang nao gibng trang nao thi khong can phdi
diing dén trang chU (master page).

Trang chU d&c biét hitu ich d6i vGi cdc tai liéu nhiéu trang, chang han
nhU sdch, tap chi va catalog. C6 th€ ph&i hgp trang chU, style, thong tin c0 s& dit
liéu,...vv d& tu ddng héa h&u nhur hoan toan viéc thiét k& bat ky tai liéu dai
nao.
3.Tao trang chu

Quarkxpress cho phép thiét 1ap dugc nhi€u trang chU trén cliing mOt tai
liéu , tOi da la 127 trang chU. Ngoai ra & Quarkxpress nh{ing thanh phan thulc
trang chU ndm trén trang tai liéu c6 th€ dudc chon, hi€u chinh, huy bd va cé thé
ap dung trang chU md&i cho trang tai li€u ma khong x6a bd dong 1Uu chuyén viin
ban trén cic trang nay.

Khi chon OK trong hOp thoai New xuat hi€n 2 diéu xdy ra dOng th0i:
Quarkxpress s€ tao ra mOt trang chU g0i 13 “A-Master A” va dOng thdi tao ra
trang dau tién cUa tai li€u. Gan nhU hai trang nay 12 dong nhat.N&u chon Facing
pages, Quarkxpress ciing van tao ra mOt trang tai 1iéu, nhung c6 hai trang chU 1a:

L-Master A (trang chU trdi) va R-Master A (trang chU phai).
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C6 thé€ hién thi c4c trang ch( bang 3 céch:

-Dung Page Layout Palette: cdc bi€u tugng cUa trang chU nam trén ngin
th(r hai cUa Palette nay. D€ hién thi trang chU muOn xem nhan dip chult trén
bi€u tugng trang chU doé.

-S& dung menu: SU dung 1€énh Display trén menu Page va chOn vao tén
trang chU can hién thj.

-SU dung Popup menu: Nhdy chudt vao tam gidc bi€u tugng sO trang & géc
dudi bén trdi clra sO tai 1i€u s€ xuat hién Popup menu cho phép c6 thé chon tai
liéu hodc trang chl.
4.Cdc ph@n cUa trang chu

Céc trang chU trong khong khac gi 1dm so v&i trang tai 1i€u, ngoai trlf mOt
sO di€m khdc ma can luu ¥ 1a trang chU c¢6 Master guide box, c6é bi€u tugng lién
k€&t viin ban tU dOng va c6 box lién k&t viin ban ty dOng.

-HOp thoai Master guide:

HOp thoai nay chi truy xudt dugc khi hién thi trang chU trén man hinh.
HOp thoai Master guide ding thay ddi 1€ cOt cUa tai li€u (néi chinh xdc 12 thay
dGi 1€ cOt cla cdc trang tai li€u phu thudc vao trang chl dang hién thi) dugc
truy xudt tU 1énh Master guide trén menu Page.

-Bi€u tugng lién k&t viin ban ty dOng: 12 mOt hinh nho c6 ba mat xich lién
két v&i nhau & géc trén bén trai mOi trang chl. N6 dung lién két tu dOng céc hOp
vin ban nam trong moi trang tai 1iéu phu thudc vao trang chl nay. C6 thé st
dung coéng cu Link hodc Unlink trong khi dang hi€n thj trang chU d€ bat hodc
tat lién két tu dOng.

-HOp lién k&t vin ban tu dOng: khi chon chlc niing “Automatic text box”

trong hOp thoai New d€ lién k&t nhimng trang tai li€u 1ai v&i nhau..
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Céc phan tU trén trang chU dudc chia Iam hai loai: mOt 12 hOp vin ban
lién k&t tu dOng, cho phép bO tri khdi vin ban 1uu chuyén trén tUng trang; va hai
12 moi phan t khac, cdc phan t& nay c6 thé€ la:

+Chu0i ki tu hay kh6i vin ban

+Hinh @nh nhap

+S0 trang tu dOng (Céc ki tu' ddc bi€t cheén sO trang vao khoi vin ban)

+Nh{rng phan t(* d0 hoa cUa Quarkxpress nhU hinh hOp, hinh dang Bdzier,
duOng ké...vv
5.Tao trang chu moi

-M@& clra sO Page Layout

-Nhay chut vao bi€u tugng Blank Single Pages va Blank Facing Pages G
géc trén bén trai Palette sau d6 kéo ré chuOt xuOng viing trang chU cho dén khi
xudt hién mii tén tao trang d€ tao trang chU don hodc trang chU d6i mdi.

-DE tao mOt trang chl mGi dua trén mOt trang chU da c6 trong tai liéu:

chon trang chU can nhan d6i, bam chudt vio bi€u tuong Duplicate trén

Page Layout.

¥ Page Lavout =

0o @)

DB-Master B
DA—Master 1)

a a

1 2 3
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6.Hiéu chinh trang chu
*Xda trang chU

-Chon trang can x6a

-Nhay vao bi€u tugng Delete trén Page Layout
*PQ0i tén trang chU
-Nhay dip chu0t vao tén cla né
-Con tr Text xudt hi€n cho phép nhap vao tén mdi.
*Sap x€p lai trang chl
Kéo biu tugng cla ching trong Page Layout d€n vi tri mdi.
II.Thi€t 1ap mOt s6 ché do tu dong
1.Ddnh s6 trang tur déng
-Tao mOt Textbox & géc dudi phia 1€ ngoai trang chU
-Chon cong cu Content. Chon Textbox mGi vUa tao, an t6 hgp phim
Ctrl+3
-Ta sé& khong thdy s0 trang trong khung Textbox ma thay vao dé 1a ky tu
<#>.
-Khong dugc danh s6 trang thang vao trang chU, vi nd sé tao cung sO
trang 1ap 1ai trén tat cd cdc trang tai li€u phu thudc .
-N€u khong mubn sO trang bat dau 1a 1 ma bang mot s6 nao khéc ta hién
thi trang tai li€u dau tién rbi chon 1€nh Section, nhdy chon Section Start.

Trong hOp Page Number, muUc Number d4nh sO trang bat ddu ma can

e E . oo R G <G ang. Trong

L T |

ssh@pstHormat 12 dinhf dang cho s@ trieig Singls Page Master
|

Page Murber |

]| || |
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2.Tao dong nhan “Xem tiép trang...” va “Tiép theo trang...”
Viéc nay chi 4p dung cho céc tai li€u dai c6 nhi€u bai nhu tap chi, bdo...
*PE€ tao dong nhan “ Xem ti€p trang...”

-Vé& mOt Textbox nhG nam trong Textbox nh® nam trong Textbox cuOi
cting chlta doan dau cUa bai viét.

-Chon c6ng cu Content va chOn textbox vUa tao. Danh dong nhan “Xem
ti€p trang...” sau d6 an tG hop phim Ctrl+4.

*PE tao dong nhan “Ti€p theo trang...”

-V& mOt Textbox nh® nam trong Textbox dau tién ch(a doan sau cUa bai
viet.

-Chon cong cu Content va chOn textbox vUa tao. Pdnh dong nhan “Tiép
theo trang...” sau d6 an t6 hgp phim Ctrl+2.

U'u di€m nGi bat cla Quarkxpress trong ch€é d6 nay 1 né 1uu gilt dugc
mOi lién k&t gilra cdc phan rOi nhau nay cUa bai vi€t. Do d6, n€u ban di chuyén
mOt phan cUa bai viét sang trang khac, Quarkxpress van cap nhat dugc sO trang
“Xem ti€p” va “Tié€p theo”.

II1.Quan ly tai liéu dai

1.Tao bang chii dan (Index)
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-Chen céc ddu chid dan vao tai liéu, cho biét nhing thudt ng(F gi s€ duoc
dua vao bang chi dan.

-Tao mOt tap tin chd dan, vGi trang chU va style thich hop.

-Chon 1&nh Build Index trong cUa sO Index palette.
*C4c budc d€ tao bang chi dan

-Chon tU hodc nhém ttr can dua vao bang chd dan xudt hién 1an dau tién
trong tai li€u.

-Hién thi cUra sO Index bang cich vao Window->Index.

-Nhay vao nut Add l trong cUfa sO Index
w Index
Erkry
Texk: hinh nkho
Sork
Level: |First Level v|
Reference
Stvle: | Enfep T Shda - |
SCope: |53Iectiu:un Skart 7 |
=
+ Entries: 1 Occurrence
=+ hinh nha 1
-Nhdy vao nut Find Next Entry dé tim cum tU nay tiép va
&n vao nit Add All * i Next Ertry
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