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Gido trinh nay st dung lam tai li¢u giang day ndi bo
trong trudng cao dang nghé Coéng nghiép Ha Noi

Trudong Cao dang nghé Coéng nghiép Ha Noi khong st
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Truwong Cao ddng nghé Cong nghiép Ha ngi Gido trinh Dan trang Quarkxpress

LOI NOI PAU

Ngay nay tir mot mau don, cac trang sach, bao, dén nhitng an pham cao cap
hon nhu catalogue, to gap... déu da dugc thiét ké va dan trang trén may vi tinh qua
nhitng phan mém xi 1y anh, d6 hoa va dan trang. Quarkxpress 1a mot phan mém
dan trang manh mé hién da va dang duoc sir dung rong rai tai nhitng trung tam
thiét ké, ché ban. Viéc tim hiéu dé st dung thanh thao no6 luén 1a yéu cu dat ra
cho nhiing ngudi dang budc vao linh vuc thiét ké.

Quarkxpress 1a mot phan mém tng dung dung soan thao vin ban, dan trang,
v&, dinh vi hinh anh... mot cach twong ddi dé dang hon nhiing phin mém dan trang
khéc. Vi nhiing tinh chét trén diéu d6 khong c6 nghia 1a n6 chi thich hop véi
nhitng nguoi thiét ké hay dan trang chuyén nghiép ma né con c6 thé duoc sir dung
boi bat ky ai o nhu cau vé soan thao, dan trang don gian...

Quarkxpress cung cip nhitng cong cu dé thiét ké trang, tao cot, khung van
ban, khung hinh.., hodc tu dong chen, thém trang maéi, cot moi. Diéu chinh font
chit, co chir, style, indents, khoang cach dong... Ngoai ra n6 con cho phép nhap
cac dang vin ban tir cdc phan mém khac sang. Cung cip cac cong cu vé dé tao
duong, khung hinh chit nhat, oval, tron, da giac theo cac kiéu, kich ¢&, hinh dang
khéac nhau cing véi cac lagi ddudng vién khung t6 mau... Cho phép nhap hinh anh
tlr nhitng phan mém db hoa, phan mém xur Iy anh sang cac khung hinh anh...
vanhiéu tinh nang manh mé khac nira.

Cudn sach nay cung cap cho nguoi st dung nhitng kién thirc cin ban vé dan
trang trén Quarkxpress.

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

Nguo1 bién soan

Lé Thi Thanh Huong

Bién sogn: Lé Thi Thanh Huong Trang 1



Truwong Cao ddng nghé Cong nghiép Ha ngi Gido trinh Dan trang Quarkxpress

BAI 1

GIOI THIEU VE CHE BAN PIEN TU- CHUONG TRINH QUARKXPRESS
I.Khai niém vé ché ban dién tir
1.Khdai niém trang don va trang doi
-Trang don(page): moi tai liéu déu duogc cau thanh tir mot hay nhiéu trang don.
-Trang dbi (Facing pages): hai trang don d6i dién nhau hinh thanh mét trang d6i
Nhiing d6i twong dit trén trang mdi duoc in ra khi in taio liéu, mdi trang trong
Quarkxpress c6 duong bién mau den chi ra ria trang, va mot bong d6 nim dudi
gilp phan tach no véi pasteboard (nén dan) xung quanh.
2. Khoi dong va thodt khoi Quarkxpress
-Khoi dong: Start->Programs->Quarkxpress Passport-> Quarkxpress Passport 7.0

Mo 1 file méi: File->New->Project (Ctrl+N)
-Thoat khoi Quarkxpress: File-> Exit (Ctrl+Q)
I1. Giao dién chwong trinh

1.Man hinh lam viéc

@ QuarkXPress (R) - [Project1 : Layout 1] E|E|g|
aFile Edit Page Layout Table Wiew Utilities ‘Window Help - 8 X

@ » Page Layouk
ﬂ - N W Style Sheets %
Trang van ban
=N ——
—F
(Fj’asteboar v i Ve
m A A
Hop cong cu
-
50 cac
W Lavyers =
B Layer
o= Default ¥
ﬁ; Layout 1 |
f [ 5l quark - Microsaf. .. [ i3l ke hoach chi tis. .. F 5 ki thuat in - Micr... 3 QuarkyPress (R... Ql ) e "GrE: 913 PM

Bién sogn: Lé Thi Thanh Huong Trang 2



Truwong Cao ddng nghé Cong nghiép Ha ngi Gido trinh Dan trang Quarkxpress

2.Lam viéc vdi file
2.1.Tao file moi

+Vao menu File->New->Project(Ctrl+N)

Mew Project

— =

Layaout Mame: |

Layout Type: |F‘rint W | [ ]single Layout Mode
Page Margin Guides
Size: | Ad Letter v| Top: | 12.7 mm

width: | 210 mm | Bottorn: | 12,7 mm

Height: | 297 mim | Left: | 12.7 mm

Crientation: (%) Partrait Right: | 12,7 mm
() Landscape

Colurn Guides

Colurmns: | 1
[ ]Facing Pages

[ ] Automatic Text Box Gukker Width: | 4,233 mm

[ Ok l [ Cancel

+Dat kich thudce gidy, 1€ cho tai lidu..vv
+Néu danh dau vao Facing Pages: dat trang d6i nhau
-Thém trang:
+Mé cira sO Page Layout(an F4), nhay phai chudt vao nén ctra s6, chon

Insert Pages
¥ Page Layouk -

o

‘ [ ]a-Master & ‘

|E| Insert Pages
1
Insert: pageis)
() before page:
1
(%) after page:

1 Page () at end of layout

%]

Hodc vao menu Pages -> Insert

Master Page: | A-Masker & 4 |

(G0 so trang can chen

[ O, l [ Cancel ]

Bién sogn: Lé Thi Thanh Huong TTang
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Truwong Cao ddng nghé Cong nghiép Ha ngi Gido trinh Dan trang Quarkxpress

-X6a trang: chon trang can x0a, nhay vao nut Delete trén ctra s6 Page Layout

[

W Page Layout =

Q%
D.ﬁ.-Master A

2.2.Mo tai liéu da co

-Vao menu File->Open, chon tén tai liéu muén ma-> Open
2.3.Lwu tai liéu

-Vao menu File-> Save hodc Save As

-Chon loai tap tin muén luu: Project hoic Project Template

-Dbit tén cho tai liéu mudn luu-> Save

Bién soan: Lé Thi Thanh Huong Trang 4



Truwong Cao ddng nghé Cong nghiép Ha ngi Gido trinh Dan trang Quarkxpress

BAI 2
VAN BAN- PINH DANG- TRINH BAY VAN BAN

[.Dwa van ban vao

-Tao mot hop van ban (Text box)

-Chon cong cu Content, nhay 1&én hdp Text box dé chon nd

-VVao menu File->Import text (Ctrl+E)

-Chon file vin ban can dua vao (c6 thé 1a file Word, notepad, wordpad...)

-Chon Open
II.Lam viéc véi van ban
1.Lién két cdic hp vin bdn
Khi vin ban dai hon 1 hop text box, ta phai lién két n6 voi cac hop Text box khac
dé van ban duoc lién mach khong bi mat hodc thiéu chit.
-Chon hop Text box can lién két ta théy xuit hién mét biéu tuong nhé mau do &

goc phai dudi hop vin ban khji hop nay chira khdi vin ban vuot khoi pham vi cua

hop. . : J.
Nam Ho1 Muon Biet

Thuan Hap & Khic Ky nhu

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

Hin Lim NGUYEN PHU THU

Sau khi ndm Binh Tudt cham dit, thi
4én nim Dinh Hoi dwoc bin giao tir gid giao thira
»4t du ngay thie bay, 17-02-2007 dé cim tinh dén
14 giér ngay 06-02-2008. IMam Pinh Ho nay ciing
‘hude hanh Thd va mang Oc Thwong Thé tic Dit
Trén Méc Nha, ndm nay thudc ﬁun, cd can Pinh
hudc mang Héa wa cé chi Hed thudc mang Thuy.
Zan o theo ludt thuin hap hay khic ky cia Mg
Hanh, thi ném niy “Chi khic Can” tic Dét khic
Tréi. B wi - "Mang Thiy = Hoi khic mang Hoa =
Binh” (mang Thuy tikc it dwoc khic zudt, mang

Héatic Tréd bi khic nhip). Do vy, nim nay zem nyt bdo h|éu
ahr téng quat ziu, béi vi dwec Dét khic Trid gidng v >
_ van ban ch
ahw cac ndm - Tén Ty (20010, Quy M (2002) va ? ba chua
& két thyc
Bién soan: Lé Thij Than 'E'! Trang 5




Truwong Cao ddng nghé Cong nghiép Ha ngi Gido trinh Dan trang Quarkxpress
va nhay vao hop Text box thir nhat ( xuét hién

-Nhay chon céng cu
khung nét dut ) va nhay vao hop Text box tiép theo can lién két

ap Than (2004% wira qua, da by Cho khac
Gran . R1eng ném Mham Ngo (2002 3k
IL,an khic Chi. Pwoc bigt nim Hoi vival
valanim At Hoi thudc hanh Héa, nham
gay thit ba, 31-01-1995 dén 18-02-1996,

Cin ci¥ theo Mign Lich C3
myén A Bing zuét hign dwoc minh dinh
nang ba tl ndm th 61 cia d& Hodng
& bén Thu, bat ddu nim 2637 trxdce
&ng Mauyén, cho nén ching taliy 2637
2007 = 4644, réi dem chia cho 60 thi
& kBt qua Vian Mién Luc Gidp thi 78 bit
4u tlr ndm 1984 cho dén nam 2043 Do
gy, ndm Einh Her 2007 nay 1a nam thi
4 cia Vin Mign Luc Giap 78 va nam
ol ki tifp 58 lanam K7 Hel thudc hanh
4c, nhim ngay thir ba tinh ti 05-02
019 dén 24-01-2020,

L .
Nam Hoi Muégn Biét
Thuan Hap & Khiac Ky nhu

theé nao?
(Binh Hoi ti 17-02-2007 dén 06-02-2008)

Han Lam NGUYEN PHU TH

___9;__________________45

! Sau khi nam Binh Tudt chim dit, th1| |
dEén nam Pinh Hel dwoc bin giao ti g1o' giao thual ""
":'bat diu nghy thit bay, 17-02-2007 d& cém tinh den‘" I
24 gir ngay 06-02-2008. Mim Dinh Ha nay cungl ""
thuou: hanh Thé va mang Oc Thueng Thé tirc Bat' I
'Tren Maéc Mha, ndm nay thudc Am, cé can Binh. |
i:huoc mang Hoa va cd chi Het thudc mang Thuy' |
Can ot theo ludt thuén hap hay khic ky coa Ngu, I
Hanh thi nam nay “Chi khic Can” tic Dét ldqam I

II'r-::-'l B vi "Mang Thiv = Hoi khic mang Hoa= ,"
ﬂf)mh (mang Thiy trc Dat dwoc khic zudt, mangf'
Hoa tun: Trin by khan: nhép). Do vay nim nay XEII]..:
p.hu tong quét zéu, bé vi dwec Dat khac Tré gmn{}I

nhw cac ndm : Tan Ty (2001), Qud Mo (2003) e

% ___________________ o X

2.Chon mot tir hay chon mot doan van bdn
+Theo cach thong thuong: bam giit va kéo ré con tré chudt theo doan vin

Nam Pinh Hen codngwin thic
4c. mubn bift ndm nay tudi anh huwdng
an mang nhw the nao? Viay ching ta thi
hén tach ndm Binh Tuét, thi thiy bawiéc
hai lam nhw san: &

ban ta mudn chon.
+Chon mét tir: nhay dtp chudt vao tir can chon

+Chon mot dong: nhay chudt ba lan lién tiép
+Chon mot pragraph: nhay chudt bén 1an lién tiép

+Chon ca van ban : nhay chudt nam lan lién tiép (Ctrl +A)

3.Xoa mot dogn van ban
Ky tu trude: phim Back space
Ky tu sau: phim Delete
Xoa mot tu sau: Ctrl+Delete

Xo6a doan vin ban: Chon doan vin ban, 4n phim Delete
Trang 6

Bién sogn: Lé Thi Thanh Huong



Truwong Cao ddng nghé Cong nghiép Ha ngi Gido trinh Dan trang Quarkxpress

4.Tim va thay déi

Quarkxpress c6 mot chirc nang tim va thay doi kha manh, chitrc nang nay co
thé tim kiém va thay doi su cb cua bat cir doan text nao ma ta da 4n dinh...

Quarkxpress c6 thé kiém tra toan bo chudi van ban c6 nbi két voi text box
dang hoat dong. Quarkxpress s& tim tir vi tri con tro Insert dén cudi van ban. Dé
tim trong toan bg van ban ta dat con tro insert trén d4u vin ban.

*Cdach thuc hién tim kiém

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

-Chon Layout trong hdp thoai -> Find Next

*Cdch thay déi van ban
-VVao menu Edit-> Find/ Change (Ctrl+F)

Find,/Change
Find ‘that —hange To
ta tan
Lavout [] wehole whord Ignore Case Ignore Attributes

[ ]search Locked Content

Find Mexk

-G tur can thay thé vao hop Find What va tor méi dé€ thay thé vao hop

Change to

+Néu danh dau vao hop Whole word: thi chi tim ding tir 4 nhap vao hopp
Find, con néu khong danh dau né sé& tim tir d6 co6 thé gan thém céc ki tu khac.

+Néu danh dau vao hop Ignore case: tim doan text dd nhip vao bat ké né
viét bang chit hoa hay chir thudng.

-Chon nut Change, then Find hodc nat Change hoac Change All

-Find Next: tim tiép xudng dudi dén tir cdn tim gan nhat.

-Change, then find: gidéng nhu sy két hop hai nut change va find next.
5.Kiém tra 16i chinh ti
Str dung 1énh Check spelling tr menu Utilities. Co ba ché d6 kiém tra: Word,
Story va Document. QuarkXpress chi cho phép kiém tra 15i chinh ta cho tiéng Anh

v&i mot tir diém 80000 tur.

Bién soan: Lé Thi Thanh Huong Trang 1



Truwong Cao ddng nghé Cong nghiép Ha ngi Gido trinh Dan trang Quarkxpress

6.Dinh dang ki tw
6.1.Chon Font chir: co hai cach
+Dung menu Style->Font-> chon font can dung.

+Chon tir ctra sO Measurement

Wi | 27,504 mm 502 ﬁ auko % - Times Mew Raman W | 20pE W
-
H: | 212,902 mrr | Cols:| 1 Ao wp EEmsnppeeExcEEE

6.Z2.Chon co chu:
+Dung menu Style->Size-> chon ¢& chir
+Dung cira s6 Measurement
+Dung hop thoai Character Attributes (Ctrl+Shift+D)
+Ngoai ra co6 thé dung t6 hop phim néng:
Ctrl+Shift+ddu cham: ting 1én mot nac trong chudi co chit cho sin
Ctrl+Shift+\: dé dit mot co chir khac khong cé san trong chudi.
Ctrl+Shift+dau phay: giam xudng mot nac trong co chir c6 san.
Ctrl+Shift+Alt+dau cham: ting 1én mot point
Ctrl+Shift+Alt+dau phay: giam xudng mot point.
6.3.Dinh dang kiéu chir
-Vao Style->Type Style-> chon kiéu dinh dang
-Hodc chon trong ctra s6 Measurement
-Hodc nhéan t6 hop phim twong tmg véi cac chirc ning cua no.
Plain: Ctrl+Shift+P:chir thang binh thudng
Bold: Ctrl+Shift+B: chir dam
Italic: Ctrl+Shift+I: chit nghiéng
Underline: Ctrl+Shift+U: chit gach chan
Word Underline: Ctrl+Shift+W: gach chan tung tu
Strike Thru: Ctrl+Shift+/: gach ngang chit
Outline: Ctrl+Shift+O: chit dudng vién
Shadow: Ctrl+Shift+Y: tao bong cho chir
All CAPS: Ctrl+Shift+K: chuyén tit ca thanh chit in hoa
Small Caps: Ctrl+Shift+H: chuyén thanh chit hoa nho

Bién sogn: Lé Thi Thanh Huong Trang 8



Truwong Cao ddng nghé Cong nghiép Ha ngi Gido trinh Dan trang Quarkxpress

Superscript: Ctrl+Shift+0: chi s trén

Subscript: Ctrl+Shift+9: chi s6 dudi

Superior: Ctrl+Shift+V: chi s trén
6.4.Mau sdc va do ddm nhat (sdc do)
-C6 thé dung cira s6 Color
-Hodc vao menu Style->Color: chon mau

Style->Shade: chon sic d6 mau
6.5.Thu phéng theo chiéu ngang

Vao menu Style->Horizontal

Tri s6<100%: thu hep doan Text

Tri $6>100%: mo rong doan Text
Thuong stir dung trong céac truong hop: tao mot kiéu chir khac thuong dé nhan
manh, hay mot kiéu dic biét cho minh hodc thu nhé doan vin ban vira lot vao mot
khoang tréng nao do.
Phim tit:  Ctrl+] : @& mé rong 5%

Ctrl+[ : thu hep 5%

ITII.Lam viéc véi Paragraph
1.Canh chinh Paragraph
1.1.Alignment
+Horizontal Alignment (canh chinh paragraph theo chiéu ngang): c6 3 phuong
phap
Cl: -Vao Style->Format(Ctrl+Shift+F) xuit hién mot cira sd

-Canh chinh trong hop Alignment

Paragraph Attributes

Formats | Tabs | Rules

Left Indent: [Iorop Caps

First Line: | 0 mm

Right Indent: | 0 mm

Leading: | auto ¥ [Jkeep Lines Together
Space Before: | 0 mm
— f—
Bién soan: Lé Space After: | 0 mm Trang 9
alignment; | Left W

[ keep with Mext |
H&1: | Standard W []Lack to Baseline Grid




Truwong Cao ddng nghé Cong nghiép Ha ngi Gido trinh Dan trang Quarkxpress

C2: -Vao Style->Alignment c6 4 ché do:
e Left: canh déu paragraph vé bén trai
e Right: canh déu paragraph vé bén phai
e Center: canh paragraph gitra textbox hay gitra cot
e Justified: canh déu paragraph cé hai bién tral va phal cua textbox hay
cOt.
C3: -Su dung phim tat:
e Ctrl+Shift+L: canh déu paragraph vé bén trai
e Ctrl+Shift+R: canh déu paragraph vé bén phai
e Ctrl+Shift+C: canh paragraph gitra textbox hay gitra cot
e Ctrl+Shift+J: canh déu paragraph ca hai bién tral va phal cua textbox
hay cdt.
C4: -Sir dung Measurement pallét: nhay chudt vao mot trong bén icon canh
chinh nao ma ta muén.
+Vertical Alignment(canh chinh Paragraph theo chiéu doc): ¢6 4 cach
Cl: -Chon textbox can canh chinh
-Vao menu ltem-> Modify xuat hién cira so

-Chon thé Text, trong hdp Vertical chon 1 trong 4 ché do

Modify B3

Box Text | Frame | Runaround | Drop Shadow
First Baseline
Text Angle: E Minimurn: | Ascent W
Text Skew: | 0° Offset: | O mm
Bién soan: Lé Thi 1 Columns: | 1 Trang 10

Yertical

Gutter Width: | 4,233 mm
Type: |Top b

Text
T 1mlkinle Treske




Truwong Cao ddng nghé Cong nghiép Ha ngi

Gido trinh Dan trang Quarkxpress

e Top:la ché @6 mic dinh, vin ban trong text box dugc canh sat 18 trén cua

box.

e Bottom: vin ban trong text box dugc canh sat 1& dudi ciia box.

e Center: van ban trong text box dugc canh gitra box.

e Justified: van ban trong text box dugc canh déu so voi 1€ trén va 1€ dudi

box.

1.2.Indent: khoang cach giira paragraph va text box

-Vao Style->Formats (Ctrl+Shift+F)xuét hién cira s6

Paragraph Attributes

Faormats | Tabs

Left Indent:
First Line:
Right Indent:
Leading:
Space Before:

Space After:

Alignment

He&d:

Bién soan: Lé |

Fules

[ rim

0 ram

0 ram

auko

0 ram

0 ram

Centered

Standard

[ ]orop Caps

[ Ikeep Lines Together

[ keep with Mext q
[ ]Lock ko Baseline Grid

Trang 11

Ik H Cancel H apply




Truwong Cao ddng nghé Cong nghiép Ha ngi Gido trinh Dan trang Quarkxpress

-Trong do:
e Left indent: khoang cach tir Paragraph dén 18 tral cuia text box hay 18 tral cua
cOt.
e Right indent: khoang cach tir Paragraph dén 18 phai cuia text box hay 1& phai
cua cot.
e First line indent: khoang cach thut vao ctia dong dau tién véi 18 Paragraph.
1.3.Leading: khoang cach dong
Co 3 cach dat khoang cach dong
Cl: -Vao Style->Formats (Ctrl+Shift+F)xuat hién cira so
-Nhép gia tri vao hop Leading->Ok
C2: -Vao Style->Leading (Ctrl+Shift+E)
-Nhép gia tri vao hop Leading->Ok

Paragraph Attributes E

Formats | Tabs | Rules

Left Indent: []orop Caps

Firsk Line: | 0 mm

Right Indent: | O mm

auko

Leading: [ ]keep Lines Together

Space Before:

Space After: | 0 mm

Alignment: [ Centered w
[ keep with Mext 1

H&d: | standard ¥ [JLock to Baseline Grid

Ik H Cancel H apply

Bién sogn: Lé Thi Thanh Huong Trang 12
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C3: Trong ctra s6 Measurements g6 gia tri vao hop Leading Decrease

i [20097 mm |y (6207 0m | A 00 T auto BEEREE «|[1opt (W) [100% »
vi[ 15,787 mm | i [ 186,003 mrr | Cols:| 1 EE FEDUYEDERFEEEE orady: | 100 v
Leading Decrease

-Auto leading la ché @6 mic dinh cua bat ki text box méi nao.
Mot s6 phim tat:

Ctrl+Shift+’ tdng khoang cach dong 1 point

Ctrl+Shift+Alt+> tang khoang cach dong 0,1 point

Ctrl+Shift+; giam khoang cach dong 1 point

Ctrl+Shift+Alt+; giam khoang cach dong 0,1 point
+Khodang céach trén va dudi paragraph

-Vao Style-> Formats

-Trong d6: Space Before: khoang cach trén paragraph

Space After: khoang cach dudi paragraph.

2.Tab
Buéc nhay cia con tro khi an phim Tab

-Vao Style->Tabs xuat hién cira sd

Paragraph Attributes

Formats | Tabs | Rules

B ¢ ) )L ¢ )L ¢ JC ¢

Left Zenter Right Drecimal Zamma Align on

Position:

Fill Characters: Clear all

— P ——
Bién soan: Lé ' Trang 13
K, l [ Cancel ] [ Apply
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Trong do

-Tao Tab:

Left tab: canh trai

Right tab: canh phai

Center tab: canh gitra

Decimal tab: ban dau n6 giéng Right tab cho dén khi n6 gip dau cham
thap phan, khi d6 cac ki tu tiép tuc s€ duoc canh nhu Left tab.

Comma tab: tuong ty nhu Decimal tab nhung dugc canh theo du
phay thap phan

Align on: tuong ty nhu Decimal tab nhung tab sé dugc canh theo ky

tu ma ta nhap vao truong Align on (chi dugc nhap mdt ki ty)

Chon loai diém dung tab (Left, Right, Center, Decimal, Comma,
Align on)

Nhan chudt vao vung trén thudce nol vi tri mudn dit tab hodc g0 gia tri
vao hop Position.

Trong hop Fill Character nhap mot ki tu vao (cac ki tu danh dau nhu
+, -, %.vv)

Chon Apply va OK

-Hiéu chinh Tab: kéo biéu tuong ctia Tab doc theo thudc trong Paragraph Tabs

hodc Paragraph Format ma khong thé thay doi bang cach danh gia tri khac vao

hop Position.

-X6a Tab: nhay chudt vao biéu twong tab va kéo n6 ra khoi thude. Dé xoa tat ca

céc tab trong mot paragraph, an giit phim Ctrl va nhay chuét trén thuéc

3.Drop Caps: ki ty 1on dau dong
-Vao Style-> Formats (Ctrl+Shift+F), chon Format

-Panh dau vao muc Drop Caps

Trong d6 Character Count: sd ki tu dit to

Bién sogn: Lé Thi Thanh Huong Trang 14



Truwong Cao ddng nghé Cong nghiép Ha ngi

Line Count: s6 dong ma ki ty d6 chiém.

Paragraph Attributes

Formats | Tabs | Rules

Left Indent: | 0 mm

Drop Caps

Firsk Line: | 0 mrm

Character Count:

Right Indent: | 0 mm

Line Counk:

Leading: | auta

[ ]keep Lines Together

Space Before; | 0 i

Space After: | 0 rm

[2 ] enei[2 ]

Alignment |LEFI:

[ keep with Mext

He.J: | Skandard

b | [ ]Lock ko Baseline Grid

nls H Cancel ][ Apply

&3

Gido trinh Dan trang Quarkxpress

Bién sogn: Lé Thi Thanh Huong
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BAI 3
XU LY HINH ANH
|.Dwa hinh anh vao
-Tao mot hop hinh anh (picture box) c6 hinh dang tuy ¥
-Chon cong cu Item

-Vao menu File->Import Picture (Ctrl+E) xut hién cira s6

Import Picture

Look in: | I3 anh kich thuoc nho “ ) ¥ ¢ -

TG _674a 1
L 2? hj nihim3
My Recent @nhimlﬂ (4
Documents ‘@53000439

=

Dezktop
b
=
5,8
My Computer
‘;_‘] File name: tikirn3 hd
—
by Metwork Files of type: All Picture Files w
Farmat: RGE JPEG Preview:
File Size: 23K
Drate: 11/26/2007 7:58 AM

Dimensions: 140,758 mm = 99,836 mm at 72 dpi

L"‘l i |

- - ]

Color Depth:  True Col ﬁ%\;
olar Depl rue Color :‘.._ =
g

Maintain Picture Attributes

OPI POF Import | Insert Chart
lse 0PI

-Chon hinh anh can nhap->Open

-Mudn di chuyén noi dung hinh anh, dung cong cu Content nhdy 1én hinh anh
-Dé thay d6i kich c¢& hinh anh nhay dap vao hop ty 18 X% va Y% 6 cira s6
Measurement, go vao gia tri ty 1€ mai

-Dé xoay hinh, nhap goc xoay vao hdp Picture Angle trong cira s Measurement
-Dé kéo xién (Skew) anh: nhap goc xién vao hop Picture Skew trong cira s6

Measurement
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-Dé tao mot hinh trong nhu ndm ngang trén mit ban
+Xoay hinh anh mot goc -15°
+Lam nghiéng hinh anh (Skew) mot goc 45°
+Thu nhé chiéu dting hinh véi ty 1& 70%
I1.Quéan ly hinh anh nhap

-Vao menu Utilities->Usage chon Picture

B Usage for Layout 1 @

Fants Pictures

IPictures

Wicka Prink J Marme Page Tvpe Skatus |
Profiles +  [ihanh giadinhianh kich £...\nhim3.jpg 1 JPEG O,
Composition Zones ¥ Dilanh giadinhianh k...158000439.1pg 2 JPEG oK,

CPT

Placeholders

Tables

¥ More Info

-Trong hop Pictures

+Cot Print cho biét liéu hinh anh c¢6 dugc quyét dinh cho in ra hay khong

+Cot Name chi ra tén va duong dan cua tap tin hinh dnh

+Cot Page: cho biét hinh anh xuat hién trén trang nao

+Cot Type: loai hinh anh

+Cot Status: trang thal cua hinh anh, néu 13 OK hinh anh & trang thal tdt,
Modified: hinh dnh da dugc hi¢u chinh, Missing: hinh anh da bi that lac, Wrong
Type: dang thtrc ctia tap tin hinh anh da thay doi, In Use: tap tin dang & trinh tng
dung khéc, No Access: khong thé truy cap cac dic quyén danh cho tap tin, Can’t
Open: Quark khong con di bo nhé dé mé tap tin.
-Nhép tén hinh anh va nhay vao nat Show dé xem hinh anh
II1.Hi€u chinh hinh anh

1.Diéu chinh mau sac
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Truwong Cao ddng nghé Cong nghiép Ha ngi Gido trinh Dan trang Quarkxpress

-Chon hinh anh.
-VVao menu Style->Picture Effects-> chon Adjustment
-Chon cac hi¢u ung canh chinh
2.Dio chiéu hinh dnh
-Chon hinh anh
-Vao menu Style->Flip Horizontal dé d4o chiéu hinh anh theo chiéu ngang

hoac Flip Vertical dé dao chiéu hinh anh theo chiéu doc
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Truwong Cao ddng nghé Cong nghiép Ha ngi Gido trinh Dan trang Quarkxpress

BAI 4
LAM VIEC TREN CAC POI TUQONG
I.Cong cu vé
1.Tao duwong ké
-Cong cu+] dung dé vé doan thang nim ngang hay thang dting hoic nghiéng
45°
-Cong cu[ ~* ,nhay 1 diém dau va nhay diém cudi dé tao doan thing
-Cong cu | dung dé vé duong cong bat ki
-Cong cy §* dung dé v& duong cong Bezier.
I1.Tao viin ban chay trén duwong din
-Cong cu 7 dung dé tao van ban chay trén duong dan dang nghiéng mot goc bat
Ki
-Cong cu dung dé tao vin ban chay theo duong din nam ngang hay thang
dung hoidc nghiéng mot goc 45°
-Cong cu b dung dé tao vin ban dang duong cong Bezier
-Cong cu dung dé tao van ban dang dudng cong c6 hinh dang bat ki.
II1.Hiéu chinh ddi twong
Khi tao xong dbi tuong tuy theo no 1a d6i tugng gi ma ¢ thé hiéu chinh nd
theo nhiéu cach khac nhau.
-Vao menu ltem-> Modify ( Ctrl+M)
-Néu d6i tuong duoc chon 1a dudng ké thi phan muc dau tién sé& 13 Line hoic néu
1a hinh hop thi sé& 1a Box..vv
-S6 luong va tén phan muc bén trén hop thoai Modify thay doi tuy theo dbi
tuong dugc chon.
IV.Céc 1énh 1am viéc véi cac ddi twong
1.Di chuyén déi twong
-Cach dé& dang nhat 13 dung cong cu Item dé di chuyén ddi tuong
-Hoic c6 thé g0 gia tri chinh xac toa d0 cua vi tri dinh doi ddi tuong dén trong
Palette Measurements



Truwong Cao ddng nghé Cong nghiép Ha ngi Gido trinh Dan trang Quarkxpress

-Hodc nhép gia tri vao hdp Origin Across va Origin Down trong menu Item-
>Modify-> -> Box/Line

2.Thay doi kich thwéc va hinh dang ciia d6i twong

-Chon dbi tuong

Modify [X]

B Text | Frame | Runaround | Drop Shadow

Biox
Crrigin Across: Color: | (£ aione v
Crigin Doven; | 90 mm
Wideh: | B2.2F1 mm
Blend
Height: | &.602 mm
Skwle: | Saolid W
&ngle: | 0°
Skew: | 07

Corner Radius: | 0 mm

|:| Suppress Cubput

[ o] 4 H Cancel H Apply

-VVao menu ltem->Modify->Box/Line

-Nhap kich thudc vao hop Width (chiéu rong) va Height (chiéu cao)

-Hodc c6 thé nhap truc tiép vao hop W va H trong palette Measurements

*P6i v6i duong thang thi trong Palette Measurements hién thi vi tri va chiéu dai
ctia duong ké theo bdn cach khac nhau

wiv | 34221 mmr | ®2: | 125,237 m Endpoints w

Y100 165,543 m | Y2 176,39 mmr
Left Paint

Midpoint
Right Paink

O Layoutd
= =

-Endpoints: hién thi toa d6 X,Y cho ca hai dau nat cia duong ké (X1,Y1 va
X2,Y2)
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-Left Point: hién thi toa 36 X,Y cho diém dau tién duoc tao khi tao duong ké
(X1,Y1) cung véi goc va chiéu dai cua duong ké

-Midpoint: hién thi toa d6 X,Y cho trung diémt cua duong ké (XC va YC), cung
v6i goc va chiéu dai cua duong keé.

-Right Point: hién thi toa d6 X,Y cho diém thr hai dugc tao khi tao dudng ké
(X2,Y2) cung véi chiéu dai cua dudng ké.

*Thay d6i hinh dang ctia ddi tuong

-Chon dbi tuong

-Vao menu Item-> Shape->chon hinh dang can bién ddi thanh

Cuplicate Chri+D |
Step and Repeat. .. Chrl+al+R I
Delete ChrH-K

Lok, »

Send to Back, Shift+F5

Space/Align »

()
-
(7
O
Send Backward  Ctr4-Shift4FS <)
/
+
2|

3.Xoay, kéo xién déi twong

*Xoay ddi tuong

-Chon dbi tuong

-Vao menu Item->Modify->Box

-Nhap goc quay vao hop Angle

-Hodc c6 thé nhap goc quay vao hop Angle <™ trong palette Measurements
*Kéo xién doi tuong

-Chon d6i tuong

-VVao menu Item->Modify->Box

-Nhép goc xién vao hop Skew
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Truwong Cao ddng nghé Cong nghiép Ha ngi Gido trinh Dan trang Quarkxpress

o

-Hoic c6 thé nhap goc kéo xién vao hop Skew = : trong palette

Measurements
4.Két hop cdc hinh dang
-Khi c6 hai d6i tuong trd 1én ta phai két hop chung lai thanh 1 ddi tuong
-Chon céc dbi tuong can két hop
-VVao menu Item -> Merge-> chon 1 trong 7 tiy chon cua 1énh Merge
+Intersection: Lay phan giao giita cac ddi tuong
+Union: Han céac d6i twong thanh 1 d6i tuong dudng bién bi mat di
+Diference: giit lai phan khong giao nhau cua cac ddi twong duoc chon va
huy bo tit ca nhitg gi con lai.
+Reverse Diference: tao mot hinh dang Union 1oi huy bo dién tich do doi
twong chon trudc chiém giir.
+Exclusive Or: tao mot hinh dang Union rdi huy bé moi ving giao nhau, dit
hai diém tai goc bat ki noi hai doi twong dé 1én nhau
+Combine: giéng Exclusive Or nhung chi tao mot diém tai ving giao nhau.
+Join Endpoints: tao mot duong Bezier tir hai duong ké hodc hai duong
ghép chit, duoc chon khi diém dau mut cua dudng ké thir nhat cit hodc nam canh

diém dau mat cua duong ké thir hai.
Merge Intersection

mian
Difference

Send Backward Ckrl+Shift+FS )
) Reverse Difference

Send to Back Shift-+F5 ]

i Exclusive Or
Bring Forward Chrl+FS )

] Zombine
Ering to Fronk F2
Space)align | . -

* Lénh tach roi:
Vao menu Item->Split-> Outside Path: tich roi nhitng d6i tuong khong
cham vao nhau hodc chon All Paths tach roi moi doi tuong.
5.Bién déi chiv thanh hinh hép
-Chon hop vin ban hodc duong ghép chir rdi nhap chudi ki tu bat ki
-Chon chudi ki tw muén bién d6i (dit Font chir, c& chit trude)

-VVao menu Style-> Text to Box

Bién sogn: Lé Thi Thanh Huong Trang 22
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HA NOT
ENE ]

6.Hi¢u chinh hinh dang Bezier

-Chon dbi tuong Bezier can chinh

-Chon céc nut can hiéu chinh va chon céc 1énh trén thanh Measurements
+Symmetrical Point:
+Corner Point

+Smooth Point

2 El =]
l7amm | we [ 4423emm | A 00 [ | [AJE s [54mm | A &
.| 47.416 mm | H: | 37.428 mm Opacity: vp: |47.416mm | ¢ | 0mm o0
Symmetrical Point
-Thém va huy diém
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Truwong Cao ddng nghé Cong nghiép Ha ngi Gido trinh Dan trang Quarkxpress

BAI 5
MAU SAC
I.Co ban vé mau

Mau trong Quarkxpress thé hién ¢ muc mau s& duoc in ra gidy. Mau hién thi
trén man hinh may tinh dugc tao thanh tir 4nh sdng khong phai muc mau. Nén khi
in mot tai liéu khong thé cho hién thi ding mau muc in trén man hinh.
1.Mau pha va mau Process

-Mau Process (Process color) 1a mau duoc tong hop tir 4 mau co ban CMYK

-Mau pha (Spot color) 1a mau dugc pha riéng ngoai may in. mau pha dugc
tao bang cach dung tirng muc mau don 1¢ da dugc pha theo mau mong mudn, thay
vi két hop bén muc mau co ban CMYK. Nguoi ta thuong dung mau pha vi hai 1y
do thtr nhat mau pha la cach duy nhat gitip dam bao mot mau nao d6 s& duoc tai
tao chinh xé4c, vi thé nguoi ta ding mau pha dé in logo cong ty va nhitng miu thiét
ké c6 mau dic biét khac. Thir hai néu mot ban in chira khong dén 4 mau (mau den
cling dugc tinh 1a mot mau), thi in vd1 mau pha s€ giam bt chi phi, vi can it ban
k&m hon va may in s& chay it lan hon.

Vi man hinh may tinh khong thé tai tao chinh xac mau duoc in ra, nén nguoi
thiét ké str dung tdp mau mau (Swatch Book) hodc bang mau (Color Chart) dé
chon mau cho ban thiét ké.
2.Hé mau luc sic

Bbn mau cua mau Process trén thuc té khong thé tao thanh tit ca cac mau
ctia quang pho vi thé d3 tao ra hé mau Hexachrome, mot hé mau process st dung 6
mau thay vi chi c6 4. Hexachrome dung 4 mau truyén thong C, M, Y, K va bd
xung thém mau cam (Orange) va xanh 14 (green). In 6 mau di nhién s& ting phi ton
vi phai tén thém muc in va 2 ban k&m nira. Nhung két qua in ra voi hé
Hexachrome that tuyét voi- nhitng mau tuoi sang, song dong ma ban khong bao
gid giam mo dén khi in 4 mau process. Hexachrome c6 thé mé phong hon 90%
mau pha Pantone, gap hai 1an kha ning ctia quy trinh in CMYK.

I1.Quén ly mau- hi¢u chinh mau
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Truwong Cao ddng nghé Cong nghiép Ha ngi Gido trinh Dan trang Quarkxpress

Mau hién ra nhu thé ndo dudi mat ngudi con tuy thudc vao nhiéu yéu t cho
dén d6 gan nhu khong thé du doan két qua chinh xac. Cac yéu té sau:

-anh sang moi trudong

-Mau tong hop trir (mau vat thé) hay tdng hop cong (mau anh sang)

-Chét liéu t6 mau : muc, sap,...vv

-Phuong tién hodc chat liéu nén ( nhu gidy,...vv)

-Cach nhin mau cua riéng ban

-Cac mau xung quanh.

C6 vai cach giup du doan mau, sao cho mau ban thiy trong hinh anh gdc
cling chinh 13 mau hién thi trén man hinh sau khi ta quét anh vao may, va mau ta
thay trén man hinh lai chinh 1a mau thé hién trén ban in ra. Bang mau mau rat co
ich khi dung mau pha; mic du khong hoan hao, nhung ching ¢6 thé han ché duoc
khoang céch biét gitta mau hién thi trén man hinh va mau trén ban in ra.

Dic tinh quan 1y mau cai san trong Quarkxpress st dung hé quan 1y mau k¥
thuat s6 Kodak dé dat dugc muc dich ctia ban in. Phian mém nay dung cac profile
thiét bi chtra thong tin vé dic diém mau cta ting thanh phan phan ctng trong hé
théng, bao gdm man hinh, may in mau, may quét anh va may ghi phim
(imagesetter).
1.Tao mau maoi

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

-Xuét hién hop thoai Default Colors

-Ctra s6 thtr nhét chi ra tat ca cac mau dinh rd trong tai liéu, ddy nat bén
dudi cho phép tao mau méi (New), nhan ban (Duplicate) hodc hi¢u chinh (Edit)
mau dang ton tai, huy mau (Delete), gan thém mau tir tai liéu khac (Append), huy
bo (Cancel) hoic luu (Save) céc thay doi. Ctra s6 thir hai mo ta thanh phan mau
cho mau dang chon; menu Show cho phép lwra chon giita cac tiy chon xem tt ca
cac mau (All Colors), hay chi mau pha (Spot Colors), mau process (Process
Colors), mau téng hop (Multi-Ink Colors), mau dang st dung (Color In Use), hodc
mau khong duge dung (Colors Not Used) trong tai li¢u.
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*Tao mau moi

-Nhéy vao nat New dé mé hop thoai Edit Color

-Phan Name: nhép tén mau moi

-Phan Mode: chon hé mau CMYK, RGB, Pantone...

-Néu danh dau chon vao Spot Color s& tao mau pha riéng, con néu khong
chon thi tao mau méi & dang process (duoc tong hop tir 4 mau CMYK)
*Hiéu chinh mau

-M& ctra s6 Default Color

-Chon mau can hiéu chinh trong danh sach mau

-Nhay vao nut Edit xuat hién hop thoai Edit Color
*Xo0a mau

-M& ctra s6 Default Color

-Chon mau can x6a trong danh sach mau

-Nhdy vao nut Delete xuat hién hop thoai Edit Color
*Cong thém danh sach mau cua tai li¢u khac

-M& ctra s6 Default Color

-Nhay vao nut Append, chon tai liéu khac va chon Open dé mo danh sach
mau cua tai liéu do sé cong thém vao trong danh sach mau cua tai li¢u dang lam.
I11.G4n mau cho cac doi twong
-Chon dbi tuong can t6 mau
-Chon biéu tuong dung loai d6i tuong trén Color Palette (dudng ké, van ban hay
nén)

-Chon mau can to trong danh sach 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 chi dung dé thiét 1ap viéc 1ap lai cac thanh phan phd bién trén mdi
trang tai liéu nhu: danh $b trang tu dong, header/footer, duong vién khung, cac
mau d6 hoa lap lai... Trong Quarkxpress cac trang chil con goi 1a cac trang mic
dinh (default pages)

2.Vi sao phdi swr dung trang chu

Néu trong tai liéu khong trang nao giong trang nao thi khong can phai dung
dén trang chu (master page).

Trang cha dic biét hitu ich ddi véi cac tai liéu nhiéu trang, chang han nhu
sach, tap chi va catalog. C6 thé phdi hop trang chu, style, théng tin co s¢ di
liéu,...vv dé tu dong hoa hau nhu hoan toan viéc thiét ké bat ky tai liéu dai nao.
3.Tao trang chu

Quarkxpress cho phép thiét 1ap dugc nhiéu trang chil trén ciing mot tai lidu ,
t6i da 1a 127 trang chi. Ngoai ra & Quarkxpress nhitng thanh phan thudc trang chii
nam trén trang tai li¢u co thé dugc chon, hiéu chinh, huy bo va co thé ap dung
trang chit moi cho trang tai liéu ma khong x6a bo dong luu chuyén vin ban trén
cac trang nay.

Khi chon OK trong hdp thoai New xudt hién 2 diéu xay ra déng thoi:
Quarkxpress s& tao ra mot trang chu goi 1a “A-Master A” va dong thoi tao ra trang
dau tién cta tai liéu. Gan nhu hai trang nay 1a dong nhat.Néu chon Facing pages,
Quarkxpress cling van tao ra mot trang tai li¢u, nhung c6 hai trang chu la: L-
Master A (trang chu trai) va R-Master A (trang chu phai).

C6 thé hién thi cac trang chii bang 3 cach:

-Dung Page Layout Palette: cac biéu twong cua trang chii nam trén ngén thi
hai ctia Palette nay. Dé hién thi trang chit mudn xem nhan dup chudt trén biéu

tuong trang chu do.
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-Str dung menu: St dung 1€nh Display trén menu Page va chon vao tén trang
chti can hién thi.

-Str dung Popup menu: Nhay chudt vao tam giac biéu tuong sb trang & goc
dudi bén trai cira s6 tai lidu s& xuat hién Popup menu cho phép c6 thé chon tai liéu
hoac trang chu.
4.Cdc phén ciia trang chii

Céc trang chu trong khong khac gi 1am so véi trang tai liéu, ngoai trir mot sd
diém khac ma can luu y 1a trang chu c6 Master guide box, c6 biéu tuong lién két
van ban tu dong va co6 box lién két van ban tu dong.

-HOp thoai Master guide:

Hop thoai nay chi truy xuat dugc khi hién thi trang chu trén man hinh. Hop
thoai Master guide dung thay d6i 1& cot cia tai liéu (noi chinh xéc 14 thay doi 1¢
cOt cua cac trang tai li¢u phu thudc vao trang chu dang hién thi) dugc truy Xudt tir
1énh Master guide trén menu Page.

-Biéu tugng lién két vian ban tu dong: 1a mot hinh nho c6 ba mat xich lién
két voi nhau ¢ goc trén bén trai moi trang chil. N6 dung lién két tu dong cac hop
vin ban nam trong mdi trang tai liéu phu thudc vao trang cha nay. C6 thé str dung
cong cu Link hodc Unlink trong khi dang hién thi trang chu dé bat hoac tat lién két
tu dong.

-Hop lién két van ban tu dong: khi chon chirc nang “Automatic text box”
trong hop thoai New dé lién két nhiing trang tai liéu lai v&i nhau..

Cac phén tr trén trang chui duoc chia lam hai loai: mot 1a hdp van ban lién
két tw dong, cho phép bd tri khdi van ban luu chuyén trén ting trang; va hai 13 moi
phan tir khac, cac phan tir nay c6 thé la:

+Chudi ki tu hay khoi van ban

+Hinh anh nhap

+S6 trang tu dong (Céc ki ty dac bi¢t cheén sb trang vao khéi van ban)

+Nhiing phz‘in tir dd hoa cua Quarkxpress nhu hinh hdp, hinh dang Bozier,

duong ké...vv
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5.Tao trang chu maoi

-M& ctra s6 Page Layout

-Nhdy chudt vao biéu tuong Blank Single Pages va Blank Facing Pages &
goc trén bén trai Palette sau do kéo ré chudt xudng ving trang chu cho dén khi
xuét hién miii tén tao trang dé tao trang chu don hodc trang chi d6i moi.

-bé tao mot trang chi mdéi dua trén mot trang chu da co6 trong tai li€u: chon

trang chu can nhéan do6i, bAm chudt vao biéu tuong Duplicate trén Page

Layout.

¥ Page Layout =

0o @)

DE-Master B
DA—Master 1)

& & ‘

1 2 3

6.Hiéu chinh trang chu
*X6ba trang chu

-Chon trang can x6a
-Nhéy vao biéu tuong Delete ¥%) trén Page Layout
*Poi tén trang chil
-Nhay dtp chudt vao tén cua nd
-Con tro Text xuét hién cho phép nhap vio tén mdi.
*Sap xép lai trang chu
Kéo biéu tugng ciia chiing trong Page Layout dén vi tri méi.

I1.Thiét lﬁE mot s ché do tu dﬁng
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1.Ddnh sé trang tw dpng
-Tao mot Textbox & goc dudi phia 18 ngoai trang chil
-Chon cong cu Content. Chon Textbox méi vira tao, an to hop phim Ctrl+3
-Ta sé& khong thay sd trang trong khung Textbox ma thay vao dé 1a ky tu
<#>.
-Khoéng dugc danh sd trang thang vao trang chu, vi né s& tao cling sd trang
l1ap lai trén tAt ca cac trang tai li¢u phu thudc .
-Néu khong muén sb trang bit dau 1a 1 ma bang mot sd nao khéc ta hién thi
trang tai liéu dau tién roi chon 1énh Section, nhdy chon Section Start. Trong
hop Page Number, muc Number danh sé trang bat ddu ma can nhap. Trong
hop Prefix: 1a tién t6 tirc 1a cac ky tu di trude s trang. Trong hop Format 13

dinh dang cho sb trang

A

- e

Mewy Single Page Master

Seckion Stark

Page Mumber - o

Insert Pages...
Move Pages...
[ ik ] [ Cancel ] Section...

Goto...

2.Tao dong nhin “Xem tiép trang...” va “Tiép theo trang...”
Viéc nay chi &p dung cho céc tai li¢u dai co nhiéu bai nhu tap chi, bao...
*Pé tao dong nhin “ Xem tiép trang...”

-V& mot Textbox nhé nim trong Textbox nhé nam trong Textbox cudi cung
chira doan dau cua bai viét.

-Chon cong cu Content va chon textbox vira tao. Panh dong nhin “Xem tiép
trang...” sau d6 4n t6 hop phim Ctrl+4.

*Pé tao dong nhin “Tiép theo trang...”
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-V& mét Textbox nhod nim trong Textbox dAu tién chira doan sau cta bai
viét.

-Chon cong cu Content va chon textbox vira tao. Panh dong nhin “Tiép theo
trang...” sau d6 an t6 hop phim Ctrl+2.

Uu diém nodi bat ctia Quarkxpress trong ché do nay 1a né luu gitr duge moi
lién két gitra cac phan roi nhau nay cua bai viét. Do d6, néu ban di chuyén mot
phan cua bai viét sang trang khac, Quarkxpress van cép nhat dugc s trang “Xem
tiép” va “Tiép theo”.

II1.Quan ly tai li¢u dai
1.Tao bing chii din (Index)

-Chén céc diu chu dan vao tai liéu, cho biét nhitng thuat ngit gi s& duoc dua
vao bang chi dan.

-Tao mot tap tin chu dan, véi trang chi va style thich hop.

-Chon 1énh Build Index trong ctra s6 Index palette.

*Cac budc dé tao bang chu dan

-Chon tir hodc nhom tir can dua vao bang chu din xuét hién 1an dau tién

trong tai liéu.

-Hién thi cira s6 Index bang cach vao Window->Index.

-Nhay vao nut Add trong ctra s6 Index
e T N S
¥ Index =
Enkry

Texk: hinh nha

Sork

Level: |First Level P |
Reference
Skyle: | Enfrre Sda - |
SCope! |Selectiu:un Skart 7 |
‘+ Entries: 1 OCcurrence
A+ hinh nho 1
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-Nhay vao nut Find Next Entry dé tim cum tir nay tiép va
4n vao nat Add All * IFind Next Entry
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