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BAI 1. TONG QUAN VE CHU - LAM QUEN GIAO DIEN INDESIGN

1. CACH GO TIENG VIET TREN MAY TINH

- Pé mot kiéu chir nao d6 duoc hién thi va in ra dung nhu né da duoc tao ra thi can co su

tuong thich gitra phan mém tao ra kiéu chir d6 va hé diéu hanh.
- Bé gb dugc tiéng Viét trén may tinh, can co
+ c4c phdng chir tiéng Viét (unicode, VNI, ABC,...)
+ mot chuong trinh hd tro goi 1a “bo gd”.
Bang mé
- Tiéng Viét c6 nhiéu bang ma khac nhau, phd bién nhat l1a: TCVN3 (hay ABC), VNI
Windows, Unicode, VIQR.
- Mbi bang ma c6 cac bo phong tuong tng:
+ Bang m& TCVN c¢6 cac phdng bat dau bang “.Vn” nhu: .VnTime, .VnArial, dugc st dung
phd bién & mién Bic VN, véi tén goi 1a “ABC”.
+ Bang m. VNI Windows c6 cac phong bat dau bang “VNI-" nhu VNI-Time, VNIAptima,
VNI-Helve duoc sir dung phd bién & mién Nam VN
+ Bang ma VIQR thyc chét chi 1a sy sir dung céc ki ty thay cho dau tiéng Viét, vi du:
tie"'ng Vier.t = tiéng Viét;
dduto+'ng = dduto+ng’ = duong.
Kiéu chir nay thuong duoc st dung qua thu dién tir, nhung hiéu qua rat han ché.
+ Bang ma Unicode: 1 bang ma chuan duoc thiét ké dé dung chung cho tat ca cac ngdn ngi
trén thé gidi.
Bang ma nay c6 sb lugng phong chir chura nhiéu (phd bién nhét Ia Arial, Courier, Tahoma,
Times New Roman, Verdana) nhung dang 1 xu huéng phat trién tat yéu
Kicu g6
- Kiéu g6 1a phuong phap két hop cac tin hiéu ban phim dé nhap ki ty c6 dau tiéng Viét.
- C6 2 kiéu go pho bién 1a VNI, TELEX
+ Kiéu gb VNI: str dung cac phim s6 dé g8 dau tiéng Viét.
S6:1-2-3-4-5-6-7-8-9
DAau Sic - Huyén - Hoi - Nga - Ning - Mii — M6c
+ Kiéu gb TELEX: str dung céc ki tu thay thé theo hé thdng tin hiéu Morse.
SFRXJ twong dwong sdc huyén héi nga nang
d=dd a=aw aa= &, ee=é, 00=0,, Uw=u, OW= 0
- Véi ca hai kiéu g. VNI va TELEX, khi g6 thém mot Ian ki tu thay thé dau s& 1am bién mat

du va tro vé ki ty binh thuong.



+ Kiéu TELEX:

GO “Bruce Lee” => “Bruce L&”

GO “Bruce Leee” => “Bruce Lee”

+ Kiéu VNI:

Go “Mayl bay VAM1” => “M4y bay VAM”
G& “Mayl bay VAMI11” => “May bay VAM1”
BANG DPIEU KHIEN

% UniKey 3.63 %]

~ Diéu khién

Bt <] | [wtosng
- .
Kieu gb: IVN| L] | x K & thiic
Phim chuyén: CTRL + SHIFT
AT +2Z 4P Thunhd
~ Tiw chon khac |
V' Cho phép g6 dumii, méc dcudity W Vietnamese interface
[™ Phai gb diu ngay sau nguyén &m [~ Cho phép gb tét
v D&t diu o, up (thay vi da, dy) B I

. [~ 5S¢t dung clipboard cho unicode

[” BA&t hoi thoai nay khi khdi déng W Khdi ddng ciing Windows

& Huémag dan (3} Théng tin I i Mac dinh |

Bat ché do g6 tiéng Viét
- Khi chay, bo g6 xuét hién thanh chix V (Vietnamese) hoic E (English) ¢ goc dudi bén phai

man hinh (System tray).
- Nhap chudt 1&n biéu tuong nay dé chuyén doi trang théi E (bo g ngung hoat dong, tat tiéng
Viét) hoic V (b6 gd hoat dong, bat tiéng Viét).

& B™ 1137



Cac dinh dang Font:

Screen font: hién thi tot trén man hinh nhung khi in hodc phéng 16n s& bi ring cua

PostScript: gom 2 phan screen font (dign dich trén man hinh) — printer font (dit liéu cho may

in)

TrueType, OpenType: su hién thi font trén man hinh va khi in 4n twong dwong nhau, hd tro

nhiéu ngdn ngit -> thudng duoc dung trong dan trang

Al @] = 0]

Bromaps Postecriot  TrueType Coen Tvpe

Cai font
+ Céch 1: vao My Computer, copy font mudn ¢
cai dat font

+ Céch 2: Vao Start > Settings > Control Panel

ai vao thu muc C:\Windows\fonts, may sé tu

, click dap chudt I&n biéu tuong Fonts.

- Cura s Fonts xuat hién, vao menu File > Install New Font. Xuét hién cira s6 Add Fonts,

chon 6 dia chua font can cai dat, click dap chudt 1én thu muc chira font.

+ Céch 3: click phai vao ngay tap tin font
-> chon Install

Chuyén ddi m3 vin ban tir Unicode sang VNI (

nguoc lai)

- Vi file chira doan van ban: mo file (tir word,

+ Té den doan van ban muébn ddi ma

pdf...)

+ Sao chép doan van ban: Ctrl-C (hoac Edit > Copy)

- M& chuong trinh quan ly tiéng Viét Unikey
+ Nhan Ctrl-Shift-F6
-> xuat hién bang hop thoai Unikey Toolkit
-> chon trong bang hop thoai

Ma hién c6

M& muén chuyén

NGt chuyén ma

——491_‘6"

Danh sach cac bang ma

UniKey Tleit

Y

Bang ma Lwa chon

[ sang chir hoa

["] sang chir thwong
["] Loai b6 ddu
[]Knhéng diing rich text

[ Diing b6 font tdi thiéu

:Unicode

—d)iCh VNI Windows v

1]l Dao bang md

Chuyén m clipboard
File

File ngudn

File dich

Chi hé tro file text va file Rich Text Format (RTF)

S| Chuyén ma

y Dong ‘

- Tro lai vai file chira doan van ban:

+ Dan doan vian ban c6 ma vira chuyén: Ctrl-V

(hodc Edit > Paste)




2. LAM QUEN GIAO DIEN LAM VIEC CUA INDESIGN
- InDesign la mot phan mém tng dung duoc san xuit boi hé thong Adobe. N6 ¢6 thé dugc

st dung d¢é tao ra cac tac pham nhu 4p phich, to roi, tap chi, bao va sach. ..

- Adobe InDesign s& giai quyét cho chling ta nhitng cng viéc vé dan trang.

Menu bar
- e View W s W e = W D =P X
I e —T I e s ‘-
Control Palette ™. OO CEeT o oo oo TR Ooss ST POt OTOTS oS ITOTS SOTEE ST O Ceees oo -
:
Tool box T - Palette
@l &
- Control Palette ra nhanh céc tuy chon, cac Iénh, va cac Palette khac @
lién quan téi trang hién tai hay cac ddi twong ban chon. &
- Chon Window > Control d¢ hi¢n hay 4n Control Palette. Bl
- Palette (thudng ¢ bén phai man hinh) cho phép tuy chinh ting van A
o
de khéac nhau trong ID: color, paragraph... S

Weight: 121/ 0pt v |Caopte i &

- Mo Palette: chon Window > click vao tén Palette d6

Miter Limit: 5 |4 x Join: lﬁ " "
- Mo rong Palette: e BN
Click vao biéu tuong Palette (danh dau xanh) T_fef _
- Thu gon Palette: End: [ None
Gap Color: [/ [None]
Click vao hinh tam giac (danh dau do) Gep Tin: |100%

- Tool box: chira cac cong cu st dung khi thiét ké (thuong ¢ vi tri bén
trai man hinh)
- Pé hién cac cong cu an cuing loai, click vao hinh tam giac nho va cho

[[File] edit Layout Type Object Table View Window Help [

3. XAY DUNG 1 TRANG TAI LIEU = ol e

< TAO MOI TRANG TAI LIEU: et | i
- File > New > Document hoac Ctrl-N
-> xuat hi¢n hop thoai: Cho phép thiét lap : ﬁx

Save Preset...

+ Kich thuoc trang

Fewer Options

+Lé

+ Céc cot chir

+ Number of pages: sé trang

+ Chon céc thé hién: - -




- Facing Pages: thé hién 2 trang trai phai d6i xung nhau (nhu khi ta mé mot cudn
sach)
- Primany Text Frame: thé hién vung bén trong cac duong chi 1é

+ Xac dinh khd thanh pham (KTP): Khé thanh pham 1a kich thuéc cudi ciing caa san pham

in sau khi hoan thanh moi cong doan
Dbi véi 4n pham séch bia mém: KTP = kich thudc rudt sach
Déi vai 4n pham 1a sach bia cimg: KTP < kich thudc rudt sach
+ Page size: vai kich thuéc chuan c6 sin
+ Width: chiéu ngang khé thanh pham
+ Height: chiéu cao kho thanh pham
+ Orientation: hudng cua trang tai li¢u (dttng — ngang)
- Xac dinh khé bét chir (KBC): Khé bét chir 1a kich thudc trong d6 nguoi ta sap dat phan

hinh va chix cua trang in
-> KBC la toan thé dién tich caa kho thanh pham trir di phan Ié trang xung quanh
> xac dinh théng s céc 1& Margins

+ Top: 1& trén (tir trén trang gidy -> 1& trén KBC)

+ Bottom: I dudi

+ Inside: 1& trong (tir gay tinh ra)

+ QOutside: & ngoai

+ Number: s6 cot trong trang tai liéu

+ Gutter: khoang céach gitra cac cot

- Xac dinh Bleed va Slug:

+ Bleed: Ving bleed 1a viing du tri dé maé rong moi ddi twong vuot ra khoi ving cat xén cua
tai liéu duoc in.
+ Slug: vung slug duoc st dung cho viéc huéng dan cho ngudi in, dang dau hiéu (sign-off )

> cac d6i twong trén viing nay sé duoc in ra va cit bo hoan toan khi cat xén thanh pham.

% THAY DOI CAC THIET LAP KiCH THUOC CHO TRANG TAI LIEU DA CO
- Thay d6i kho thanh pham, huéng trang, khung

Document Setup

chua chit, Bleed, Slug, trang don, trang d6i: File 1o orpugess8  # facing pages
Master Text Frame Y T E—
( Cancel
\ DOCUmEnt Setup — Page Size: | A4 o

T —
[ Fewer Options
—_—

- Thay d6i khé bét chit, s cot, khoang cach gitta | Mo Z210mm - Orentaton

Height: <297 mm

CéC Cét — Bleed and Slug

Top Bottom Inside  Outside

+ Menu Window > Pages dé hién thi pages  sees ome omm omm 10m i
Palette

Slug: O mm  0mm Omm | Omm

> click dup 1én trang can can thay d6i khd bat chit, sb cot, khoang cach gitta cac cot.



->Vao Layout > Margins and Columms > nhap vao céc gia tri mai.
« Néu chon trang chui: cac xac ldp nay c6 tac dung trén céc trang tai liéu phu thuge
trang chu do.

Margins and Columns

— Margins ( oK )
Top: = 25 mm Inside: =35 mm —_——
— Outside: <o { Cancel )
Bottom: 25 mm utside: = 33 mm
IETPreview
— Columns
Number: =1 Gutter: = 4.233

<% MO TRANG LAM VIEC PA CO
- File > Open (Ctrl-O) -> chon file muén ma -> open

- M& bang Bridge: File > Browse in Bridge (Alr-Ctrl-O) -> File s& hién 1én dudi hinh dang
anh -> Click phai chon Open with > Indesign

- Luu y: nhitng canh bdo thwong gap khi me tai ligu

+ Canh b&o vé mau: Néu mot thong diép canh bao xuét hién bao rang cac thiét 1ap mau trong
tai lidu khac véi cac thiét 1ap mau trong trinh tng dung

-> click OK trong hop thoai Embeded Profile Mismatch

Khi hop thoai Profile or Policy Mismatch xuét hién, chon mét tiy chon va click OK.

+ Canh bao vé font chir: Néu mot thong diép canh bao xuat hién bao rang tai liéu chta cac
phong thiéu, 1am mat trong cac cach sau :

« Click OK. InDesign tu dong dinh dang vin ban véi mot phdng thay thé.

« Click Find Font dé tim va liét ké cac phong da sir dung trong tai liéu.

+ Canh béo vé hinh anh: Néu mot thong diép canh bao bao rang tai liéu chira cac lién két bi
that lac hoic da diéu chinh, l1am mét trong cac cach sau :

« Click Fix Links Automatically dé InDesign dinh vi tap tin bi that lac hay dé dinh vi lai
ching.

« Click Don’t Fix dé tri hodn viéc stra cac lién két dén sau nay.

-> ¢0 thé stra c4c lién két bat cur lc nao sir dung Links Palette.

< LUU TAI LIEU

Céc kiéu luu mot tai liéu:

*  Luu mot tai liéu binh thuong
e Luu mot ban sao cua tai liéu
*  Luu mot template
- Luu mot tai liéu dudi mot tén mai: File > Save As

-> Tap tin méi duoc dat tén tra thanh tai liéu hoat dong.



-> Sir dung 1énh Save As cd thé 1am giam kich thugce tap tin.

- Luu mot tai lidu dang ton tai vai cling tén, chon: File > Save (Ctrl-S)

- Luu tat ca cAc tai liéu mo vao vi tri va tén c6 san cua ching: Ctrl-Alt- Shift-S
- Luu mot ban sao cua tai liéu dudi mot tén mai: File > Save a Copy

> x4c dinh vi tri va tén tap tin, va nhip Save

Ban sao da luu khong trd thanh tai liéu hoat dong

; < L ) Export JPEG
% XUAT TAI LIEU THANH FILE ANH e
- File > Export g .
-> chon dinh dang muén luu file anh JPEG hay PNG =
-> xuat hién bang théng sé: m gspd
- Export: Qualty: | Medum

Format Method: | Baseline
Resolution (ppi): | 150

+ Selection: hinh anh trong viing chon duoc xuat ra file anh

Color Space:  RGB

+ Range: tirng trang thanh ting file anh Options
A . [¥1Embed Color Profile: sRG8 1ECS1566-2.1
+ All: tat ca trang vao mét file anh ¥ Antsalas
[[Juse Document Bleed Settings
- Image [[]simulate Overprint

+ Quality: chét luong file anh [ Epor

+ Resolution: do phan giai anh xuét

+ Color space: khdng gian mau cua anh xuat

I [ =)

< QUAN LY TAM NHIN KHI LAM VIEC | os%
+ Thay d6i tam nhin cta hinh anh : .
- Dung Zoom tool (2) = -
- Phim tt e

+ Phong to: Ctrl-dau (+) o

+ Thu nho: Ctrl-dau (-) o
+ Di chuyén dén vuing hinh anh muén xem -
- Dung Hand tool (H) igo
- Gitr thanh Spacebar va ré chuot 222,

3200%

+ Chon ty I¢ muén xem trén Menu bar (nhu hinh) e

Cancel

—— 0 —

<||<|| <]«




BAI 2. CONG CU TRONG INDESIGN

1. THUOC PO (RULER) - PUONG CHI DAN (GUIDE) @ oo W moe |
< THUOC PO (RULER) =
- An hién thuéc do: View > Show Rulers (Ctr] R) | gp:}“d CE 0
- Chon don vi do mong mudn: Edit > Preferences > Unit & Increments 5
> chon don vi do ==

-> Hoac click phai trén thanh thudc > Chon don vi

Extras
Grids & Guides

Structure
Story Editor

< XAC DPINH BIEM GOC TOA PO
- Mic dinh, phan giao nhau cta 2 thanh thudc & goc trén bén tréi cua trang 1a diém toa
do (0,0)

- Muc dich cua viéc xac lap

»
Digplayieerforrrrg >
Hide Rulers Ctri+R

»
»

£

T 1R T . R e R
diém toa do: dinh vi tri doi I\ J 2—
tuwong trong trang tai liéu: El n
] \\
e Dé cO diém bat dau cua N ]
. 13 E
mot trang tai liéu. 5
* Gia tri toa do chinh xac | 3

khi dat d6i twong vao trang tai
liéu
* Do gia tri d6i tuong. Thay d6i gc toa do (Di chuyén diém Zero)
+ Ré diém 0 trén thanh thudc dén vj tri méi
Sau khi thay d6i vi tri diém O:
+ Gia tri XY trén ctra s6 tai liéu s& thay doi.
+ Pbi twong nam bén trai goc toa do s& mang gia tri am va nguoc lai
- Tra diém 0 vé gia tri mac dinh (0,0): nhap dtp vao ving 6 vudng cia thudc
- Khoa diém Zero (lock): Nhap phai vao ving 6 vudng trén thanh thudc -> chon Lock
< PUONG CHI DAN (GIUDE)
- Guide hay con goi la dudng chi dan, duong giong. Nhitng duong nay dung dé quan sét,
canh chinh, dinh vi vi tri twong dbi cua cac ddi tuong trén trang.
- Mac dinh, nhiing duong giong nay khong dugc in ra
- Tao Guide:
+ Pua con tré vao bén trong cay thudc ngang hoac doc
+ Nhén va kéo ré dudng gidng tir thanh thude ra dén vi tri mong muén dé co duong

giong ngang hoac doc twong tng
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- Hién thi Guide: Mot trong cac cach sau:
+ View > Grids & Guides > Show Guides.
+ Nhap phai > chon Show guides
- Xo0a guides:
+ Click vao guide mudn x6a -> nhan delete
+ X06a hét cac guide dang cé: click phai vao 1 guide bt ky -> Delete all guides on
Spread
- Khoa guides: click phai -> chon Lock Guides

< TAO VA SU DUNG GRIDS
- GRIDS (Khung lu6i): Giéng nhu Guides, theo mic dinh nhitng duong nay ciing sé
khong duogc in ra. C6 hai loai ludi:

+ Puong ludi co so (Baseline Grid): 1a nhirng duong xanh ngang

+ Duong ludi tai liéu (Document Grid): 1a cac 6 vudng den (xam)
- Vai tro: Gitp ngudi dan trang dan va kiém tra khoang cach dong, diém bat dau cua céc
doan vin ban dé cac dong chit & mit trudc va mat sau tring nhau.
- Hién thi Grids: Menu View > Grids & Guides >
- Phim tat:

+ Ctrl “ 4n hoic hién Document grid

+ Ctrl Alt “ dé an hoac hién Baseline grid
- Bé d6i twong bam vao Grid (Guide): click phai > Grid and Guide > Chon Snap to
Document grid

- Hiéu chinh gia tri grids: Edit > Preferences > Grids === —

===} ~ Grids

+ Subdivision: Sé 6 (chia nho) —
+ Start: Phu thudc vao gia tri duoc chon tr menu |
Relative To. == e

o —

|
+ Increment Every: khoang cach gitra cac duong |z

[¥] Grids in Back

ludi. Thong thuong gia tri nay chinh la gié tri khoang

|
|
|
|
|

cach dong (leading) phan chinh vin (Body text)

( oK Cancel |
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2. HOP CONG CU (TOOL BOX) N
- Hop cong cu (tool box) thuong nam & vi tri bén trai man hinh, gom cac | [} |«

s1.2 A

nhém chinh | R 5
+ A: nhdm céng cu chon, diéu chinh trang R B

LA . 2 4

+ B: nhdm cdng cu tao hinh Sl

o B . B, &=,

+ C: nhom cong cu diéu chinh hinh S
+ D: nhdm cbng cu diéu chinh tam nhin - E" C

+ E: nhom cbng cu quan ly mau 5
- Thao tac chung: 4™ Q D

+ Click vao cong cu muén sir dung "

+ V&i ¢6ng cu an: click vao hinh tam giac nho cua nhdm céng cu E
-> chd dén khi bang céng cu 4n mé rong @ T

- biéu chinh théng sé sir dung trong cdng cu tai Control Palette maoz

8| 3,

< NHOM CONG CU CHON

- C6ng cu chon (Selection tool — miii tén den). Phim tit: V

- Cong cu chon Direct (Direct selection tool - miii tén trang). Phim tat A

- Cong cu di chuyén ca vung trang lam viéc (Page Tool). Phim tat 1a Shift + P

- Cong cu xem khoang cach (Gap Tool). Phim tit U

- Cong cu chon (Selection tool — mili tén den). Phim tit: V
+ Thao tac: chon
«  Click tryc tiép vao d6i twong muén chon
«  Chon nhiéu déi tugng: Shift - click chon cac ddi tuong
Hozc kéo ré chudt, bao phu cac ddi tuong mudn chon
« Chon hét; Ctrl-A
+ Chon timg ddi twong trong 1 group: click truc tiép vao déi tuong
+ Chon 1 diém neo hoic 1 doan trong hinh: click truc tiép vao diém neo hodc doan muén
chon
- Cong cu di chuyén ca vang trang lam viéc (Page Tool). Phim tit 1a Shift + P

+ Kéo trang 1am viéc: dua cong cu dén canh cua trang tai liéu, kéo dén vi tri mong mudn
Luu ¥: néu chon Objects move with Page (trén thanh Control Palette) thi cac d6i tugng trong
trang di chuyén theo

+ Thay ddi kich thuéc trang: Alt - kéo canh trang ra khoang cach nhu mong mudn
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- Cong cu xem khoang cach (Gap Tool). Phim tit U

+ Dit cdng cu dén ria cac dbi twong

-> ¢dng cu s& xuat hién con sb khoang cach dén

canh cua trang 1am viéc gan nhat

<» NHOM CONG CU TAO HINH
- COng cu van ban (Type Tool). Phim tat (T)
- Cong cu V& nét thang (Line Tool). Phim tit (\)
- Nhém cdng cu Pen tool (phim tit P): tao cac dudng v& ¢ hinh dang bt ky co thé dong
kin.
- Nhém cbdng cu tao khung anh (Rectangle Frame Tool)

- Nhém cdng cu vé hinh hoc (Retangle Tool)

- Cong cu vin ban (Type Tool). Phim tat (T)

Cho phép g6 van ban vao trang tai liéu Tohe Talaan
+ Thao tac:

+ Ré chuot dé tao khung bao chir
-> xuét hién du nhap ngay géc trai phia trén

* (0 van ban vao hoac dan (paste) van ban da copy tu Word...

- Cong cu van ban (Type on Path Tool). Phim tét (Shift-T): Cho phép gd van ban vao dudng
dan
+ Thao tac:
*  Chon duong dan muén chir chay theo
* (0 van ban vao hoac dan (paste) van ban da copy tu Word...

Luu y: mudn 1t vin ban, dua chudt dén diém

. . , Adobe Indesign{’)
gitia cia path (hinh dénh ddu do), kéo lat CEEIG

xudng bén dudi

- Cong cu V& nét thang (Line Tool). Phim tit (\)

tao duong thang / xién
+ Thao tac:
* Ve tudo: ré chuot

V& duong thiang ngang / dimg / cac goc 45 do: Shift-ré chuot
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- Nhém cong cu Pen tool (phim tat P): tao cac duong vé ¢6 hinh |2 B e P
, v L2 s , & 12 add Anchor Point Tool =

dang bat ky co the dong kin. BE| 2 s Ao P oo

- Pen tool: v& duong cong, thang bat ky Al e e S

- Add Anchor Point tool: thém diém neo vao hinh
- Delete Anchor Point tool: x6a diém neo & hinh

- Convert Direction Point tool: chuyén diém neo tir dang thiang sang cong (nguoc lai)

- Cbng cu Pencil / Smooth / Eraser

- Pencil tool: v& hinh bét ky

+ Chon cong cu

+ R& chudt theo hinh nhu y muén

-> V& ndi tiép: chon hinh, chon céng cu Pencil, click vao diém cudi va ré chuot theo nhu ¥
- Smooth tool: Lam min dudng cong

+ Chon cong cu

+ Ré chudt theo dudng cong mudn 1am min

(cdng cu s& bét di cac diém neo)

- Eraser tool: x6a doan

+ Chon cong cu

+ Ré chudt theo doan mudn xoa (ré tir diém neo nay qua diém neo kia)

- Nhém cbng cu tao khung chira anh (Rectangle Frame tool...) @ B Rectangle Frame Tool F
O‘ ® Ellipse Frame Tool

>€ [ ] ® Polygon Frame Tool

Nhém cong cu tao hinh hoc (Rectangle tool...)
@-" ] Rectangle Tool M

> @ Eliipsa Tool L
|- @ Potygon Tool

- Thao téac chung:

- V& tu do: ré chuot

- M6 hop thoai: chon cong cuy, Alt- click vao khung lam viéc
- V& tuir tam: Alt-ré chudt

- Rectangle tool (M) + Rectangle Frame tool(F)

tao hinh chi nhat / vuéng

+ Ve tu do: ré chudt

+ V& theo kich thudc dinh trudc: Alt-Click vao trang 1am viéc dé ra hop thoai
* Width: chiéu ngang

* Height: chiéu cao
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+ V& hinh vudng: nhap thdng sb chiéu ngang-cao bang nhau.
Hoac Shift-Ré chuot
- Ellipse tool (L) + Ellipse Frame tool

tao hinh ellipse / tron
* Width: chiéu ngang
* Height: chiéu cao

- Polygon tool (M) + Polygon Frame tool

tao hinh da giac
* Number of sides: s6 luong canh

* Star Inset: d0 ma/khép céac canh

% NHOM CONG CU PIEU CHINH HINH

- Cong cu Cdng cu cay kéo Scissors (C)

- Nhém cong cu Free tranrfom Tool (E): gom
«  Cong cu quay dbi twong Rotate Tool (R)
« Cong cu thu lon/nho Scale Tool (S)
« Cong cu x6 nghiéng hinh Shear Tool (O)
- Cbng cu Gradian Swatch Tool (G)
- Cbng cu Gradian Feather Tool (Shift + G)

- Cong cu cay kéo Scissors (C): bam cong cu 1én 1 dudng vé dé cét thanh 2 doan roi.

- Cong cu Free tranrfom Tool (E): Dung dé thay dbi kich thugc di tugng

Thao tac:
+ Kéo cac niit handle dé diéu chinh kich thuéc
+ Pé bao toan ty 1& chiéu ngang/doc cua hinh: Giir Shift - kéo cac nit handle

- Cdng cu xoay (Rotate tool) — R

+ Xoay tu do

- Chon ddi tugng, chon cdng cu

- Pua chudt dén gan 1 trong cac diém neo, di chuyén chudt dé xoay hinh

-> hinh xoay véi truc la tdm

- Di chuyén tam: dua chudt dén tdm (mau xanh), kéo tdm dén vi tri nhu ¥ mudn

- Cong cu xoay (Rotate tool) — R: click Alt dé hién bang théng sé

+ Xoay theo thong sé dinh sin:

- Angle: géc mudn xoay

- Preview: chon thi sé xem trudc hinh trude khi dong hop thoai
- Copy: hinh s€ xoay va gitr lai

hinh & vi tri ¢l (c6 2 hinh)
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- Cong cu thay ddi kich thudc (Scale tool) - S

+ Thay dbi kich thudc to, nho ty do

- Chon déi tugng, chon cdng cu

- Pua chudt dén gan 1 trong cac diém neo, di chuyén chudt dé phong to, thu nho
-> hinh thay dbi véi truc la tam

- Di chuyén tim: dua chudt dén tdm (mau xanh), kéo tdm dén vi tri nhu ¥ mudn

- Cong cu thay ddi kich thudc (Scale tool) - S

+ Thay d6i theo thdng s6 dinh sén:

- Scale X: thay ddi chiéu ngang

- Scale Y: thay dbi chiéu doc

- Néu hinh day xich duoc bat (nhu hinh): ty 1¢ ngang/doc duoc bao toan
<100%: thu nho

>100%: phong to

- Cong cu kéo xién hinh (Shear tool). Phim tat (O)

+ Kéo xién hinh tu do

- Chon déi tugng, chon cdng cu

- Pua chudt dén gan 1 trong céc canh, di chuyén chudt dé kéo xién sang trai, phai (hoic
trén, dudi)

-> hinh thay doi véi truc la tam

- Di chuyén tam: dua chudt dén tm (mau xanh), kéo tam dén vi tri nhu ¥ mudn

+ Thay d6i theo thdng s6 dinh sén:

- Shear Angle: goc kéo xién

+ Horizontal: kéo xién theo truc ngang

+ Vertical: kéo xién theo truc doc

- Cong cu Gradian Swatch Tool (G): t6 mau chuyén sic

- Cong cu Gradian Feather Tool (Shift + G): Dung dé d¢6 mau chuyén hinh anh tron trong

suét cho ddi tugng V&

% NHOM CONG CU THAY BOI TAM NHIN

- Céng cu Note Tool

- Cong cu dng hat Eyedroper tool (1)

- COng cu thude do Mesure tool (K)

- Cbng cu ban tay Hand Tool (H)

- Cong cu kinh Itp Zoom Tool (2)

- Cong cu ghi chd Note tool: thyc hién cac khung ghi chii trén trang nhung khong in ra dugc
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- Cong cu 6ng hat Eyedroper Tool (1): hiit cac dic tinh dé sao chép (mau nén, vién, kiéu chit,

mau chit, kich ¢ chtr...)

- Cong cu thude do Mesure tool (K): kéo ré chudt tir diém nay -> diém kia cua dbi twong,

xuat hién bang théng bao théng sé kich thuéc

- Cong cu ban tay Hand Tool (H): cho phép dich chuyén ving lam viéc trén man hinh

- Cong cu kinh 1ap Zoom Tool (Z): phong I6n/ thu nhé man hinh quan sat

% NHOM CONG CU QUAN LY MAU

Maunén « l 9

Mau vién

L_J T 16 mau chir

T6 mau hinh

To mau fill «——— W A —— Khong t6 mau

l

T6 mau chuyén sac (gradient)
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BAI 3. VAN BAN

LAM VIEC VOI CHU

1. Phan biét khung viin ban va khung dd hoa:

Khung van ban (Text Frame, Text Box) la khung

dung dé chua chir

- Céach tao khung chtta chix (Text Frame)

+ C1: chon cong cu Type tool (T)
-> kéo ré chuot 1 doan dé dinh chiéu cao/ngang cua khung
+ C2: chon cdng cu tao hinh hoc (Rectangle tool...)

-> v& hinh hoc nhu mong mudn

-> chon c6ng cu Type tool, nhap vao dau khung (phia trén, bén trai)

-> hinh hoc bién thanh khung chua chit
- Tinh chit khung chira chit:

+ Khung chta chir dugc xem nhu 1a 1 ddi twong hinh

-> ¢6 thé dung céc cong cu (Free transform, Rotate, Scale...)
dé bién hinh khung chira chix

+ Dung codng cu Direct Selection tool (miii tén trang) dé di
chuyén cac diém neo -> bién hinh khung chi

- Thay dbi thudc tinh khung chia chii:

+ Chon khung chir chir da co
+ Object > Text Frame options

« Columns: xé&c lap cot chir: number (sé cot), gutter

(khoang cach cot), Width (bé ngang cot)

Luu ¥: Chon Fixed Width dé duy tri d6 rong cot khi thay doi
kich thuéc khung. (Khi tiy chon ndy diwoc chon, thay déi kich
thuéc kKhung = thay doi S6 Cot, nhung khong thay doi chiéu

rong cot).

Adobe Indesignf
Adobe Indesign?
Adobe Indesign®
Adobe Indesign
Adobe Indesign

Adobe Indesign# |

Columns: | Fixed Numt

Nymber: 31

Balance Columns

Inset Spacing

Top: = |0p0

Bottom: </ 0p0

Vertical Justification

]1gnore Text Wrap

[VIpreview

Adobe Indesigit
Adobe Indesigrt
Adobe Indesigri
Adobe Indesigri
Adobe Indesigri
Adobe Indesign

Text Frame Options

General | Baseline Options | Auto-Sze

ber

Width:

£.7.6729 ar

Gutter: - 0.4233 ar Ma

Left:
Right:

Soem

2o

Algn: | Top

Paragraph Spacng Limit:  [0p

OK Cancel

* Inset Spacing: nhap khoang cach gitra van ban va cac canh caa khung

«  Vertical Justification: canh vin ban theo chiéu doc cua khung

2. Tao van ban:

- G& truc tiép: st dung cdng cu vian ban (Type Tool). Phim tat (T)

+ Thao tac:
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« Ré chudt dé tao khung bao chit -> xuét hién dau nhap ngay goc o Tols
trai phia trén
* (G0 van ban vao hoac dan (paste) van ban da copy tir Word. ..
- COng cu vin ban (Type on Path Tool). Phim tit (Shift-T): Cho phép
gd vin ban vao duong dan
+ Thao tac:
«  Chon duong dan muén chit chay theo
* (G0 van ban vao hoac dan (paste) van ban da copy tir Word. ..
Luu y: mubn 1at vin ban, dua chudt dén diém gitra | .
ctia path (hinh danh déu do), kéo 1t xung bén dudi Amm‘ﬂg%

- Nhap véan ban tu file khac cé chra van ban

Nhap bang lénh Place
+ Tao khung chtra van ban
+ File > Place > chon tap tin c6 chira van ban

Luu y: nén kich hoat tinh nang Show Import Options dé chon thém mat sé C

tinh nang.

3. Glyphs Palette ‘
- Cho phép g& nhiing ky tu dac biét vao vin ban - el =
- Mo Glyphs Palette: 5 |
+ Window > Type & Tables > Glyphs (Alt-Shift-F11)

+ Type > Glyphs =

- Thao tac: chon ky tu -> nhap dup vao ky tu ¢ bang

4 Glyphs | TextWrap | RS T

ST ITTT|®

Lwa chon cac kiéu hién thij chir 6.~w e o v f

Vo[ " # | #]|4 2=

4. Character Palette ! RN LARR $ $.0| m|

$ $ A). %_ &_ & (_ [5

- Cho phép hiéu chinh nhitng thudc tinh cta chir trong van ban QAP h D+, g

Slel ) & Sl I N B

- M¢& Character Palette: —[['[.T-[.[r]ofe]o =

+ Window > Type & Tables > Character (Ctrl-T) A v ““““ -
Kieu chir

+ Type > Character
- Bang thong s6 cua Character trén Control Palette

| A | Minion Pro v 3 2m v [TT T T | Ay |Memis o|[ T 3100% v T 3)100% v ]Z) A, | [Nong] v
9 | | Regular vigAlEeem v T T |z v]| a2 Fom T e = > Engiish: USA v

i

oI
ol o
3|3

oy
T
°
3
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- Bang diéu khién Character Palette

N Y=y - e e
Kiéu chiv
Minion Pro v
Dang chiv Regular v @
- = Khodng cach cac dong
Co chir | 1O 52, v 2 (144 1) v A
Khodng cach gitra 2 ky tw | AV | Meris v | BN 7|0 v | Khodng cach gitra cac ky tw
Thay déi chidu cao chir |I']_" sl v |5 100% v | Thay déi chiéu ngang chiv
, A X PN =) 240°
DPay ky tw 1én/ xudng so v&i dong | 7 T - | > ~
| Language: | English: USA v Ko xién chir
5. Dit tab (thut dau dong) =
F 4+ 3 ¢ X0em Leaden: Align On: x=

- Cho phép thut dau dong trong vin ban

B Q@
o P P P P F T

- Thao tac:

+ Pua con tro dén dau dong mudn thut dong
->kéo con trugt trén thanh thudc
+ Chon ddu nam cham: thudc s& canh véi chiéu ngang cua khung chia chix

Hiéu chinh hién tuong dong cut

- Trong 1 s truong hop canh déu, may tinh ty dong chén thém nhitng khoang tring
hoa gian chit tao ra cac hién tuong nhu:
«  Céc dong cut: 1a doan van ban bj ngat xudng dong, hay dau trang giay ma chi c6 1
tu
«  Céc chir da am (tiéng nudc ngoai) khi xudng dong khong khéo sé gay khd hiéu cho
nguoi doc
Successful designs describe the content fully and as simply as
possible.
Color should be used in the same way that type size is used:
to emphasis importance, not decorate a page.

There are three types of balance: Symmetrical, Asymmetri-
cal and Mosaic.

- Céch khic phuc 13i ngét chit da Am

+ O Paragraph Palette tit tiy chon Hyphenate i
- Céch khic phuc dong mb cdi
+ Vao Menu cua Paragraph Palette hay Control Palette Woa 8888 DH pone puagaoh Comporer
i SO~ EHeS0m~ Adobe Single-line Composer
it T .14 4 nly Align First Line to Gri
-> Chon Keep Option (Ctrl-Alt-K) L e T
& e e usfication.. o)
Hyphenation..
Drop Caps and Nested Styles... XXR
S:VEAPQIS::;:‘R.;IQ;W )

Bullets and Numbering...

Define Lists...
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- Keep with Next: Boan van ban dang dugc chon ludn di cung véi Gt A
doan vin ban ké sau no trong cling mot trang, mot cot hay mot D:ih;mh ines C:K' ‘
khung chtra van ban. o -

- Keep lines Together: chirc ning nay dung dé diéu khién dong cut o

- All lines in Paragraph: Toan bo doan vin ban s& Khong bi ngat | .o s .

ra.

- At Start/End of Paragraph:

+ Start: Xac 1ap sb dong tdi thiéu ¢ phan dau cua doan van ban nim & trang trudc, ¢t trudc
hay khung chiza van ban truoc.

+ End: X4c lap s dong téi thiéu ¢ phan cudi cia doan vin ban nim & trang sau, cét sau hay

khung chiza van ban sau

6. Paragraph Palette
- Cho phép hiéu chinh cac doan trong vin ban =
2l [2] o0 i
- Mo Paragraph Palette: = 200 = oo Al
+ Window > Type & Tables > Paragraph B 500 E T A
1as |20 A3 (20 L
+ Type > Paragraph (Alt-Ctrl-T) Hysberme

¢ Paragraph | Paragraph Styll
Cacdangcanhdong |[=l= = = = = =—
—_—== =FF== -
Thut |& trai van ban S e =S @ Thut 12 phai vin ba
: 3= [51/0p0 =l 121{/0p0 ut |é phai van ban
; 3 e g -m)Th & phai dé
Thut 1é trai dong dau == 15 0p0 =_ (51000 ut |é phai dong cuoi
oy — AR ,
Khoang tréng trén doan van ban *= [+l op0 = [2/opo Khoang trong dwéi
€= e -w doan vin ban
1AS 5[0 Aas |50
/= — \—
Chiéu cao drop cap/ [V] Hyphenate [6g| == Sé ky twlam drop cap
(tinh theo s6 dong)

7. Tao xau chudi van ban

- Xau chudi vin ban cho phép cic doan vin ban tran

onvert the results we go

qua C(.A)t Chfr khéc . .- . let’s tak : mh[hemaikingmalsimo
1 -L ‘Instead be hidden m such 3
- Thao taC 'I" 22 n I;:L%é‘:;ﬁ[;aﬁj:::m bring
llow us to fix areas that didn’t ow that you know how to
N . . ~C A <z . N N equite look right and to modify
+ Dung Direct selection tool (mili tén trang) click vao hinh e qui of e maee

tam giac nho (danh dau do)

+ Ré chudt qua -> click vao vi tri dau khung chuta chir con lai
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- B tao x&u chuoi van ban g N—

Photoshop’s masking fen.

13t betore we can play witl
Fl Layer mase, we i Tieea K
onvert the resu o

with the masking tools into
Layer Mask so that the area:
hat have been delsted wil
‘Instead be hidden m such &
way that you can easily bring
hem back into view.

ow that you know how to
se the Pen tocl, be sure to

- Thao tac: nhu thao tac tao xau chudi

leleting them. That will al
llow s to fix areas that digy

+ Dung Direct selection tool (miii tén trang) click vao hinh tam
giac nho (danh déu do)

+ Ré chudt qua -> click vao vi tri dau khung chira chir con lai => xau chudi duoc g& bod

8. Panh Sé) - déu dé\iu dong (Bullets — Numbering) Justification.. AltsShifts Ctl+)
Keep Options... Alts Ctrl+K

Cho phép tao nhitng ddu — con sb dau dong e
Drop Caps and Nested Styles... Alt+Ctrl+R
- Thao tac chung e ) i

+ R& chudt, quét doan vin ban can danh diu — sb

+ Click vao pop-up cua Paragraph Palette pene .

-> chon Bullets and Numbering
- Panh du dau dong (Bullets)

+ List Type: chon Bullets

+ Bullet Charater: chon dau nhu ¥ hodc nhan Add chon cac ky tu khéac

+ Bullet Position: tiy chinh vi tri diu

Bullets and Numbering

- Panh s dau dong (Numbering)

+ List Type: chon Numbers
+ Level: tly cap do danh sb

+ Numbering Style: tiy chinh kiéu sé

+ Bullet Position: tiy chinh vi tri dau

6. Character Style - Paragraph Style

- Character Style - Paragraph Styles la mot nhom B =
, A s = R ~ ~ ~ Danh SéCh [Basic Paragraph]

cac thugc tinh (kiéu chi, co chi, dang chtr...) Céc CAp 46 €—  uma
duogc luu gitr dé &p dung cho cac doan van ban van ban o
duoc chon trong tai liéu. o
-> Character Styles - Paragraph Styles dac biét \ —
hizu dung khi dan tai liéu dai, givip nguoi dan "
trang rit ngan thoi gian dan trang. _

P
% Mg Paragraph Styles — Character Styles Tao nhém style &~ ‘1’

’ Xoa style

- Type > Paragraph Style (F11) / Character Style X6a cac cap dé van ban g

(Shift-F11) Tao style méi
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«» Tao Paragraph Styles SO

- Tao Style méi tir mot doan van ban da dugc dinh

Based On: | [No Paragraph Style]

Next Style: | [Same stye]
shortcut:

dang: thao tac
+ Tao mot doan van ban

+ Dinh dang doan van ban vira tao

Apply Style to Selection

+ Click vao pop-up cua Paragraph Style
-> Chon New Paragraph Style
-> xuit hién hop thoai
» Thé General: tuy chon chung
*  Basic Character Formats: dinh dang chit co ban

* Advanced Character Formats: dinh dang chi nang cao

Indents and Spacing: khoang cach chir trong doan van ban

«  Muc Tabs: xéc lap thut dau dong

«  Muc Paragraph Rules: xac 1ap doan thang nim trudc hay sau doan vin ban
«  Muc Keep Option: diéu khién dong cut

«  Muc Hyphenation: xac lap ngat tir trong doan vin ban

Justification: xac 1ap nhiing canh chinh khoang cach doan vin ban theo chiéu doc

«  Dropcaps: xac lap ky tu 16n dau doan

Bullets and Numbering: danh dau va danh sé thtr tw cho doan vin ban.

Character Color: xac lap mau cho doan vén ban

- Ap Paragraph Style d3 ¢6 cho doan vin ban

-> Thao tac:

+ Chon doan van ban

+ Type > Paragraph Style (F11)

-> Chon mot trong nhitng Style da tao trong Paragraph Style Palette
Chinh stra Paragraph Styles: thao tac

- Double click vao tén Paragraph Style can chinh sira

-> xuat hién hop thoai Paragraph Style Otion gidng nhu hop thoai New Paragraph Style &
phan trén.

-> x4c 1ap céc théng sb can chinh sira

7

«» Xo0a Paragraph Styles: thao tac

- Chon Paragraph Style can x6a
-> ré chudt dua Style d6 bo vao nuat Delete (hinh thung rac, phia dudi Paragraph Style Palette
- Hoac click phai vao tén Style ¢ danh sach Paragraph Style Palette -> chon Delete Style

«» GJ& bo Paragraph Styles cho doan van ban

- Thao tac:
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+ Chon doan van ban

+ Vao pop-up cua Paragraph Style Palette > Break Link to Style

- Hoac click phai vao tén Style & danh sach Paragraph Style Palette

-> chon Break Link to Style

Luu y: Sau khi doan van ban dugc gd bo su phu thudc vao Paragraph Style

-> N6 s& khong bi anh huong khi Paragraph Style thay doi.

-> Tuy nhién, tit ca c4c thudc tinh ctua doan vin ban ma dugc gan tir Paragraph Style trudc

d6 van duogc gitr nguyén khong thay doi.
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BAI 4. HINH - SUKET HQP HINH VA VAN BAN

1. HINH TRONG DAN TRANG

- Hinh sir dung trong dan trang 13 néi dén 2 dang di tuong:

+ Hinh v& vector (cac hinh duoc tao tir nhitng ¢ong cu v& hinh trong cac phan mém dé hoa
— gdm ca chiy)
+ Hinh anh bitmap (dang hinh diém anh)

« Dac tinh cua hinh vé

- Hinh V& trong Indesign dwoc xem 1a 1 ddi twong

-> ¢4 thé duing céc cong cu hiéu chinh di twong, t6 mau, hiéu tng...cho hinh v&

- Mdi hinh v& duoc dat trén 1 mat phang (goi 1a 16p — layer) va duoc quan ly trong Layer
Palete

Layers Palette

- Layer la khai niém chi cac 16p hinh c6 trong mot tap tin 1d. Mat file c6 thé c6 1 hay nhiéu
16p.

- Layer cho phép ta quan Iy cac d6i tuong dé dang.

- Mbi dbi twong vé ra dugc nam trén 1 16p trong 1 layer nhat dinh

- Mo Layers Palette: Window > Layers (F7)

- Layer bj khoa: khong tac dong bt ky thao tac nao vao layer duoc

- Thao tac vai Layer tai Layers Palette

+ Poi tén: double click vao tén layer

+ Nhan ban layer: click vao layer — kéo ré xubng nit Tao mai (Create new layer)

+ Di chuyén dbi twong sang layer khac: click vao 16p c6 @i tugng mudn di chuyén — kéo ré
vao layer khac

+ Copy d6i twong sang layer khac: thao tac nhu trén kém nhan Alt

Thu gon/ mé& rong danh sach layer

Khoéa

Hién/an laver D&u hiéu déi twong

€ : . dwoc chon
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@_ [ Rectangle Tool M
>€ O Ellipsa Tool

= O Polhygon Tool

R/
A X4

St dung hinh vé trong dan trang

- Tao hinh v&: (xem lai bai 2 — Cong cu) :

+ Nhom céng cu tao hinh hoc
+ Tao hinh bang céng cu Pen

- Hiéu chinh hinh vé:

ORAS

. N
m ZJ Pen Tool

. add Anchor Point Tool
z
/> Delete Anchor Point Tool

[\ Convert Direction Point Tool Shift+C

*x TV

«  Bién ddi hinh dang cuaa hinh vé: > | Koi Fres Transfom Teol E
, p ~ PSRN A ~ ) Rotate T
+ Str dung nhém cong cu bien hinh (xem bai 2 — Cong cu) B ) D Rotme Too i
) Scale Tool S
+ Str dung cong cu Direct Selection tool (miii tén trang): chinh stra ' m (77 Shear Tool o

tung diém neo, doan vé

- Cit xén — Hop nhét cac ddi twong hinh vé (Pathfinder Palette)

- Pathfinder 1a Iénh cho phép cit xén hoic hop nhat cac dbi twong thanh
hinh nhu y muén.

- M¢ Pathfinder Palette: Window > Object & Layout > Pathfinder

J

- Thao téac chung:

+ Chon tir 2 d6i twong muén thuc hién tro 1&n
+ Click vao nat phu hgp cho cong viéc ¢ Pathfinder Palette.
1- Add: hop nhét cac d6i tugng thanh 1 “de"i
-> hinh dang ¢ duoc la phan hop cua tat ca ddi tuong

2- Subtract: hinh trén cit hinh bén dudi

> hinh ¢6 duoc 1a phan du ra cia d6i tuong dudi

3- Intersect: Iy phan giao cua cac dbi tuong

-> hinh dang c¢6 duoc |a phan giao nhau cua tat ca dbi tuong
4- Exclude Overlap: bo phan giao cua cac ddi tuong

> hinh ¢ duoc 1a phan du ra cua tat ca ddi tuong

5-Minus Back: lay phan khong giao cua ddi tuong trén

- Canh hang céc ddi tuong (Align Palette)

- Align 12 Iénh canh hang cac dbi twong nhu ¥ mudn.

- M¢& Align Palette: Window > Object & Layout > Align (Shift-F7)
+ Align Objects: canh hang tréi, phai, gitta cac d6i twong

+ Distribute Objects: phan bd déu cac dbi twong theo truc ngang, doc
+ Distribute Spacing: phan b6 déi tugng theo khoang cach dinh sin

- Thao téac chung:

+ Chon céc ddi twong can canh hang

LIS |

X

7N

e, aXi|
Align | Pathfinder

Paths:

“

il |

$ Align |
Align Objects:
&

Distribute Objects:

2 -1
=

| =

2 & T g Do
-
=

= (L1 E R E
[[Juse Spacing 7 |0p0

Align Tor F;
Distribute Spacing:

=2
= g

[[Juse Spacing 2 |0p0

+ Click chon ddi tugng neo (hinh nay khong di chuyén ma céc hinh khac canh theo hinh



26

nay)
+ Chon niit canh hang nhu y mudn

- Distribute Objects:

. . Z. ¢ Align | F | «v;
+ Align to Selection: canh theo do6i twong chon Aign Objecs:
E & &8 T 4 o
+ Align to Key Object: canh theo doi tugng dugc neo — e w e
+ Align to Margins: canh theo cac 1é Pjvm e oo
. Aign To: {1, | Align to Selection
+ Align to Page: canh theo trang Devtuse Spscnz: || Align o Key Object
IS , = ‘lu Align to Margins
+ Align to Spread: canh theo khung thiét ké Vimsees [l AligntoPage

Align to Spread

- Use spacing: dat khoang céach nhit dinh
-Sép xép cac ddi tugng hinh: thao tac chung

+ Chon d6i twong hoic nhom ddi tugng mudn sap xép

+ Object > Arrange > chon kiéu xép

+ Bring to Front (Shift-Ctrl-]): d6i twong nam trén tat ca cac d6i twong khac
+ Bring Forward (Ctrl-]): ddi twong nam trén 1 ddi twong khac

+ Send Backward (Ctrl-[): déi tugng nam dudi 1 d6i twong khac

+ Send to Back (Shift-Ctrl-[): d6i twong ndm duéi tat ca cac déi twong khac
D) e v winiow_tip

F Transform

i S— Y
i Arrange

Group

viv v ¥

Bring to Front Shift+Ctrl+]
Bring Forward Ctrl+]
Send Backward Ctrl+[
Send to Back Shift+Ctrl+[

«»» D4c tinh cua hinh anh (hinh bitmap)

- Hinh anh trong Indesign dugc xem 1a 1 ddi twong

-> ¢6 thé dung cac cdng cu hiéu chinh dbi twong, hiéu tng. ..cho hinh anh (nhung khong t6
mau duoc)

- Mdi hinh anh ciing dugc dat trén 1 mat phing (goi 1a 16p — layer) va duoc quan ly trong
Layer Palete

- Nhitng dinh dang anh phan mém dan trang InDesign chap nhan: PSD, TIFF, GIF, JPEG,
hay BMP -> cac dinh dang: Tiff, PSD s€ gitr nguyén thudc tinh Transperency (hiéu tng
trong sudt) cho anh géc

Str dung hinh anh trong dan trang

- Nhéap hinh anh: 3 cach

+ Dung Iénh Place

+ Lénh Copy-Paste, hoic kéo ré hinh tir chuong trinh phan mém khac

+ Chon tén tap tin (file) roi kéo ré vao phan mém dan trang dang sir dung
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- Nhap hinh anh bitmap bing Iénh Place:

- Thao tac: Nhap hinh anh db hoa ma khong tao truéc khung chia hinh:
+ File > Place (Ctrl D) > chon mét tap tin do hoa

+ Kéo ré chuot dé dinh vi tri va kich thudc anh nhu

Luu y: sau khi chon tap tin, néu khéng ré chuot ma chi click chudt

-> anh xuat hién véi kich thuéc von co

- Thao tac: nhap hinh anh d6 hoa vao mot khung chira hinh c6 sin:

+ Chon khung hinh c6 san
+ File > Place (Ctrl D) > chon mét tap tin db hoa
+ Object > Fitting > chon Iénh lam khit

-> @& 1am cho hinh anh dat vao vira khit véi khung chira hinh

- Lénh fitting (1am day hinh trong khung)
- Object > Fitting

+ Fill Frame Proportionally (Alt-Shift-Ctrl-C): Hinh s& phong 16n / thu nho tu 1am day khung
hinh (ty 18 chiéu ngang-doc hinh dugc bao toan)

+ Fit Content Proportionally (Alt-Shift-Ctrl-E):Hinh s& phéng 16n / thu nhé tu lam day theo
chiéu cao khung hinh (ty 1& chiéu ngang-doc hinh dugc bao toan)

+ Fit Frame to Content (Alt-Ctrl-C)

+ Fit Content to Frame (Alt-Ctrl-E):Hinh va khung tu diéu chinh dé vira day véi nhau

-> nén han ché sir dung, vi:

+ lam bién dang hinh anh (ty Ié ngang/doc khong duoc bao toan

+ lam bién dang khung chi hinh

- Clipping path:

- Cit xén mot phan cua hinh dé chi phan con lai caa hinh xuét hién

- Tao clipping path dé an cac phan khdng mong mudn caa hinh

- C6 3 céch tao clipping path:

+ Tao duong path va su dung I1énh Paste Into

+ Dung Detect Edges trong lénh Clipping Path

+ Dung hinh d4 luu v6i kénh alpha dugc xtr Ky boi phan mém Adobe Photoshop
C1. Tao duong path va su dung I1énh Paste Into:

- Thao tac:

+ Dung pen vé duong path nhu y

+ Copy (Ctrl-C) hay Cut (Ctrl-X) hinh anh
+ Chon duong Path

+ Edit > Paste Into
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C2. Dung Detect Edges trong l1énh Clipping Path:

- Néu muén g& bo phdng nén tir hinh, c6 thé lam diéu d6 mot cach tu dong st dung tiy chon

|

Detect Edges trong hop thoai Clipping Path.
- Ty chon Detect Edges 4n cac viing sang nhat hozc téi nhat caa hinh

-> thy tueng hinh thich hop ma cach nay mai hiéu qua

Khé thyuc hién cach nay vi do twong phan hinh-nén khdng cao

Hinh nay c6 d6 twong phan hinh-nén cao

-> thuc hién duoc

C2. Dung Detect Edges trong I1énh Clipping Path:

- Thao téac:
+ Chon hinh anh
+ Object > Clipping Path > Options (Alt-Ctrl-Shift-K)

+ Type: chon Detect Edges Clipping ath
. . . , R . Type: v [ ok ]
+ Threshold: Xac dinh mirc d6 twong dong ctia mau sac dé tao nén el
Threshold: |25 IPreview
cac duong cat

Inset Frame: |00

+ Tolerance: Po chinh xac cua duong vién duoc tao ra. Gia tri

Clinvert
[[Jincude Inside Edges
[CJ Restrict to Frame

cang nho cang chinh xac. e et e

+ Inset Frame: N&i rong hay thu hep duong cat

+ Invert: Pao nguoc duong cat.

+ Include Inside Edges: Khdng chi cit ngoai bién cua hinh ma cét ca bén trong caa hinh.

+ Restrict to Frame: Cat bo tat ca cac dudng cat nam ngoai khung hinh anh.

+ Use High Resolution Image: Hién thi anh véi d6 phan giai cao. Lya chon nay gilp cho
nguoi ding dé quan sat khi tao cac dudng cat.

C3. Dung hinh d3 luu v&i kénh alpha duoc xi ky béi phan mém Adobe Photoshop:

- Phuong phap nay thong qua phan mém Ps xir Iy 1am mét phan phong nén trudc (danh cho
nhitng hinh anh nhiéu chi tiét nho nhu toc, 1ong th...)

> dua vao phan mém dan trang

- Thao tac:

+ Mo hinh & Ps LLAYERS | CHANNELS | PATHS

N n m Work Path
+ Dung c6ng cu Pen cua Photoshop vé duong Path bao quanh

phan hinh muén git lai

N 4 ~ A ’ X4z N @ O S
Hoac dung cac k¥ thuat khac dé tach hinh -> tao path bao =
xung quanh =
+ Luu Path nay lai: click vao menu cua Path Palette Name; [Path 1 | et )

-> chon Save Path



29

+ Vao Menu cua Path Panel > chon Clipping Path
- Luu hinh lai véi dinh dang . Tiff hoac .Psd
+ Tai Id: Place hinh vao vaéi tuy chon mac dinh trong
Show Import Options la Apply Photoshop Clipping
VVVVV Path
I + Chon anh
+ Object > Clipping Path > Options (Ctrl-Alt-Shift-K)

-> Type: chon Photoshop Path

- Link Palette:

- Cho phép quan ly hinh anh khi dua vao trang tai liéu

- Khi place 1 hay nhiéu hinh anh -> ching xuat hién trén trang thiét ké véi dang hinh lién
két co dung lwong thap (chu yéu 1a dé cho thay hinh anh trén d6 ma thiét ké)

- Hinh sé& khéng dugc nhing vao (embed) vi:

+ Dung luong file 1d s& rat nang, rat kho lam viéc

+ Khi file anh gbc c6 su chinh stra, ching s& khong duoc tu dong cap nhat trong tai liéu dan
trang.

=> sau khi dan trang xong, phai thuc hién viéc nhung hinh day du (tranh tinh trang mat link
hinh khi mang qua may khéc)

-> quan ly viéc nhang hinh nay tai Link Palette

S]]
- Mé Link Palette: Window > Links (Ctrl-Shift-D) o =5
A. Tén tap tin hinh anh dugc lién két 2 i :*;
B. Trang chira hinh anh lién két i 8t
C. Biéu tuong canh bao hinh anh lién két da duoc hiéu chinh I F
D. Biéu twong canh bao hinh anh lién két that lac g J |i Ji

E. Biéu twong hinh anh lién két da duoc nhing

F. Biéu tuong cho biét van duy tri cac thiét Iap an hién cuaa layer trong hinh

G. Nut Relink H. Nut Go To Link

I. NUt Update Link J. Nt Edit Original.

C. Biéu trong cdnh bao hinh dnh lién két da dwoc hiéu chinh: Khi anh géc bi chinh sta

- Can phai cap nhat lai hinh da dugc chinh sua:

+ Menu cua Links Panel > Update Link hay bam vao biéu tugng Update Links Panel (biéu
tuong ).

D. Biéu twong canh bao hinh dnh lién két that lac

- Phai tim va cap nhat lai hinh d3 bj that lac duong dan bang cach:
+ Click chon hinh can cap nhat trong Link Palette
+ Menu cua Links Panel > Relink (biéu twong G)
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-> Tim lai dung hinh bi that lac d& cap nhat lai.
E. Biéu tirong hinh dnh lién két dd diwroc nhlng

-> Hinh anh géc co6 thay d6i thi hinh anh dwoc nhling vao trang tai liéu dan trang ciing s&
khéng tu dong duogc cap nhat.

=> budc nay nén duoc thuc hién khi da hoan thanh thiét ké

- Thao téc:

+ Chon hinh hay nhirng hinh can nhang.

+ Vao Menu cua Links Panel > Embed Link Ta s6ng i trong tinh thuong nbi nhd,

Thtia tung hoanh héng héch nhiing ngay xua.
Nhé canh son lam, béng c3, cay gia,
- . Véi tiéng gidé gao ngan, véi giong ngudn hét nii,
TeXt Wra - o Vi khi thét khiic trudng ca dit déi,
7 Ta budc chan lén, dong dac, dudng hoang,
' Luon tim than nhu séng cuén nhip nhang,
Von béng 4m thém, 14 gai, c6 sic.
.. Trong hang t&i, mit thin khi da quic,
La khién cho moi vat déu im hai,
Ta biét ta chia té ctia muén loai
Giita chén thao hoa khéng tén, khéng tudi.

- Cho phép thuc hién hiéu tmg van ban chit chay quanh hinh
- M& Text Wrap Palette: Window > Text Wrap
(Ctrl-Alt-W) > chon kiéu

+ No text wrap: Cho phép van ban chay xuyén qua hinh.

-> hinh c6 thé dat trén / dudi van ban

dé 5
mubdn lodi
0a khang tén, khéng tudi.

+ Wrap Around Bounding Box : Cho phép van ban chay xung quanh khung chura hinh (theo

hinh vuéng hay hinh chir nhat).

i thét khi wiing ca dit déi,

c tr .
Tabude chan len, L% ! dong dac, dusnghoang, | =
Lugn tim thin nhu séng cudn nhip nhang,
Von béng dm 4 thim, 14 gai, o sic.
Trong hang i, mit thin khi di quic,

0 hoa khang tén, khon

+ Wrap Around Object Shape: Van ban chay xung quanh hinh

Ta sdng mii trong tinh thudng ndi nhé,
‘Thila tung hodnh hdng hch nhilng ngay xita.
Nhé cinh son lim, béng ¢, ciy gid,

anh theo hinh dang dudng cét cta hinh

Véi khi thét khic o trudng ca it dgi.

Ta bubc chan lén, . dong dac, dudng hodng,
, , \ A . . Lugn tim than nhit séng cudn nhip nhang,
-> Luu y: Thao tac va chon Type nhu bén Clipping path Yon_bing im %'vé .
. Trong hdng téi, mit thin khi da quic,
La khién“cho moi vit déu im hoi,
Ta biét ta chia té clia muén loai
Giiia chén thio hoa khong tén, khong tudi.

+ Jump Object: Cho phép van ban chay bén trén va bén dudi hinh anh.

Ta 361 mi troag tink thiong adi ahd,
y i

lab
Giia chén thin hoa khéng tén, khang tusi

+ Jump to Next Column: Cho phép chit nim bén dudi hinh s&

Vi K Thet Khiic tniding e di a,

chuyén qua cot hay trang ké tiép. [uressehe S kit

Vo bang am thim. 14 gai, ¢b skc.
Trong hang t8i. mit thin khi db quic.
La khicn cho mol vt & im her,

Ta bidt ta chila 1 clia muda Jodd



31

BAI 5. MAU SAC

CAC CONG CU DUNG TO MAU

- C6 2 dang td mau phd bién:

Mau nén l a9
+ T6 mau day (Fill) | Mau vién
.l
+ T6 mau chuyén sic (Gradient) AT AR
T6 mau hinh =] - T6 mau chir
« @T__

T6 mau fill

ol

N

2 Khdéng td mau

T6 mau chuyén sac (gradient)

7
L X4

DPédi tuong td mau:

- Khi muén t6 mau cho ddi twong nao nén chua y: d6 1a dbi twong hinh hay chir

% Thanh phan t6 mau cua 1 dbi twong

- 1 d6i twong c6 2 thanh phan t6 mau chinh: Mad
+Nén

+ Vién (stroke)

-> hinh vuéng nao nam trén cho biét thanh phan dé s& dugc to

L X4

Dang t6 mau phd bién: ¢6 2 dang

+ T6 mau day (Fill)

+ T6 mau chuyén sic (Gradient)
Va khong té6 mau

- T6 mau day (Fill): Thao tac

+ Chon d6i twong mudn t6 mau

nén
Mau vien

+ Chon mau bang 1 trong cac cach sau: 14 2./ ian

O Color | Strok Swat{ Gradi ¥ |
* St dung Color Palette \q Co 0
. g . _ - 0 || =
Str dung Swatches Palette T6 hinh / chiv G =

Chon mau tir hop Color Picker

-> Luu y: hé mau nén chon la CMYK (vi ddy la nhirng san

pham s& dugc in)

Str dung Color Palette:

Koy s 0

o —

Day mau

- Cho phép t&6 mau bat ky bang cach nhap thdng sé hoac hit mau tir diy mau bén dudi

Théng sé

[l c=0M=100 Y=0K=0

» Sur dung Swatches Palette: T6 hinh / chir Chinh dé sang cho mau
- Swatches Palette cho phép t6 cac mau co-880an / vidn o :tat:-; )%»-I-E -
- C6 thé tw mau mau méi va luu trir lai trong Swatches Palette 21 sl 2 @-|h
Ml (Regisaton] r ¢ =
- M@ Swatches Palette: [ tpeper &
. Mau mau W e=cd Lt
Window > Color > Swatches (F5) C=100 M=0 V=0 k=0 '-;'

- Tao mau mai & Swatches Palette:

] c=0M=0Y=100K=0
[l C=15M=100 Y=100 K=0
[ c=75M=5Y=100 k=0
Ml C=100M=90 Y=10K=0
[l C=0M=100 Y=20 k=0

=, 3
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+ T6 mau méi ¢ dbi tugng
+ Chon déi twong

+ Click vao nut New Swatch (hinh danh dau do)

7z
B c=100 M=0 Y=0K=0 @Ax
W C=0M=100 Y=0K=0
[] c=0M=0Y=100k=0 Bx
[ c=15M=100 Y=100 K=0 x
[ c=75M=5 Y=100 k=0 Ex
M C=100 M=50 Y=10 K=0 x
Ml C=0M=100 Y=20 k=0 am
C=100 M=70 Y=0K=0 @ < [V

Cancel

+ Chon dél tu'O'ng mU6n tﬁ mau Add CMYK Swatch

»  Chon mau tir hop Color Picker: Thao tac: B ke spnes e

+ Double click vao hop mau trén thanh cong cu
+ Hat mau tir hop Color Picker — Hoac nhap théng sb
- Td mau chuyén sic (Gradient): Thao tac

+ Chon d6i twong mudn t6 mau

+ Mo Gradient Palette:

Binh vi Kiéu to
« Click vao 6 t6 biém trung
. . . tam | Cold Stra B
mau Gradient tai cta 2 mau ._ Type:| Linear v/ GoC 16 ti
gy = =l 6c to tiw
hop cong cu t | - 2 e 17. 2 > mau dau->
) Reverse B o CUéi
* Window > Color . o
Nut
> Gradient chon
ma

- Bé chon mau chuyén: double click vao nit mau (bén duéi thanh chuyén) sao cho dau nut

mau den (nhu hinh danh dau xanh) - lasrli. iy
-> Gitr Shift-click vao nut Fill trén Control Panel (hinh danh
dau do)

-> cho ra bang théng sé dé chon mau

- Muén thém 2-3-4 mau: dua tré chudt dén dudi thanh chuyén, click chudt
- Mudn bét mau, click vao nat mau va kéo ra ngoai man hinh

- Muén chuyén hudng t6 mau (bang tay): chon céng cu Gradient,
click va kéo chudt theo huéng mudn td

- T® mau chuyén sic cho nhiéu ddi turong

+ Chon cac d6i tugng muén to

+ Chon cong cu t6 mau Gradient
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> dwa chudt vao nhom ddi twong nay

-> kéo ré chuot

CAC HIEU UNG HINH - MAU
- 1d cho phép tao nhiing hiéu ng cho hinh — mau — chit, chii yéu

gom 2 dang:

+ Ché do hoa tron mau (blending mode)

+ Hiéu tng cho timg ddi twong riéng (bong do, 1am mo vién, toa
séng cho ngoai, téa sang vao trong, tao do ndi khdi...)

% Ché d6 hoa tron mau (blending mode)

- Cho phép 16p hinh (layer) phia trén hoa Ian vao 16p bén dudi
- Biéu kién bat budc:

+ Phai ¢6 tir 2 16p (hodc 2 dbi twong tro 1én)

+ Céc 16p phai nam chong I1&n nhau 1 phan hay toan bo

+ Lop tao ché do hoa tron phai nam trén va duoc td mau

- Thao tac:

+ M¢ Effect Palette: Window > Effect (Ctrl-Shift-F10)

+ Chon d6i twong mudn thuc hién hoa tron

-> chon kiéu hoa tron (blending mode)

- Opacity: d6 trong sudt cua dbi tuong

0

% Hiéu tng dic biét cho ddi twong: Thao tac

+ Chon d6i twong mudn dat hiéu tng

+ Click vao nut fx (bén dudi Effect Palette)
-> chon hiéu tng

-> chinh théng sé phi hop

- Céc hiéu tng chu véu:

+ Shadow: tao bong do

+ Glow: tao vang sang

+ Bevel & Emboss: tao d6 ndi khoi
+ Satin: tao khéi (d6 bong)

+ Feather: lam nhoe

¢ Effects | Object Styles |

| =

® Opacity: [100% >

00%

Hard Light

Color Dodge

Muhiply Po
Pe

Knockout Group

A B T

5 1] | & (R)

| Color Burn

Darken
Lighten
Difference
Exclusion

Hue
Saturation
Color
Luminosity

Stroke:

Fll:

[ 1solate Blending

Transparency...

Drop Shadow...
Inner Shadow...
Outer Glow...

Inner Glow...

Bevel and Emboss...

Satin...

Basic Feather...

Directional Feather...
Gradient Feather...

Normal 100%
Normal 100%
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BAI 6. LAM VIEC VOI DAN TRANG DAI

1. LAM VIEC VOI TRANG TAI LIEU: €
- Khi chon Facing Pages trong hop thoai File > EI -
Document Setup, cac trang tai liéu dugc sip xép e f3
trong céc dai (spread) 5
- Quan ly cac dai, trang tai liéu, trang chu tai Pages
Palette
- Mg Pages Palette: Window > Pages 5 trang tai lieu - L'ﬁlﬁl—i'—j
(F12) trong 1 dai A-Master D] ;

DS A 10 O iA Ach: spread % ==

% Thém trang mai: ¢ nhiéu céch: ;P ,) . '3 -
1. Click vao nut Create new page (bén were ap theo % A -

- trang cha A _| %
duai Pages Palette) EMPE
2. Layout > Pages > Add Page (Ctrl- “"95'“25"‘”5&9" -1 #* dang
Shift-P) -> tao thém 1 trang ngay sau Chinh trang dwoc
trang hién hanh Tao trang ma v chen

Xbéa trang
3. Layout > Pages > Insert Pages
-> tao thém 1 hay nhiéu trang trudc/sau trang hién hanh
- Pages: s6 luong trang tao thém Insert Pages
- Insert: vi tri cac trang tao thém Pages: 10 ok |
, ] . . Insert: | After Page |v| 23 v r]
+ S0 3: trang hién hanh la trang 3 aster; [N
, , . , ” At Start o% Document
- Master: céac trang tao mai dugc ap theo trang chic ™At end of Document
< Xoa trang: c6 nhiéu cach: e ——
1. Chon 1 hay nhiéu trang can x06a I~ an
-> Click vao nit Delete selected pages i 3
(bén duai Pages Palette) fij
2. Layout > Pages > Delete Pages ﬁ—l
-> chon trang va nhdm trang muon x6a Bhumh gt .
Delete Pages

Delete Pages: | i3 v ok ]

Cancel E‘:j" D

5 . - e 08

3. Chon 1 trang can x6a -> Click phai vao trang -> Delete Page R,
- Mubn x6a dai -> Chon dai -> Click phai vao dai -> Chon Delete ﬁ —

Spread

“1  Rotate Spread View
Page Transitions

=55 Aoply Master o Pages.
E Override All Master Page ltems T OXL

& Alow Document Pages to Shuffle
st ¥ Allow Selected Spread to Shuffle

I I Numbering & Section Options
o he

BT
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+ Di chuyén tht tu trang: Move Pages
1. O Pages Palette: Kéo biéu twong trang can chuyén | =7 % S T
dén vi tri mgi e
2. Layout > Pages > Move Pages 5 [
-> chon trang va nhém trang muén x6a

+ Move pages: chon trang

+ Destination: vi tri mai

+ 56 7: cot mbe dinh vij tri
méi cho céc trang di chuyén

Xem trang trén man hinh thiét ké

R/
L X4

- O Pages Palette: double click vao biéu tuong trang mudn xem

-> ngoai man hinh thiét ké s& hién ra trang d6

2. LAM VIEC VOI TRANG CHU:

10
11
12
13
14
15

- Trang chu (Master) giéng nhu mot phdng nén ma

c6 thé nhanh chéng 4p dung cho nhiéu trang. Bieu twong trang
chin R

<€

- Céc d6i tugng trong mot trang chu xuat hién trén

tat ca cac trang tai liéu ma no ap dung.
-> Cac thay d6i v6i mot trang chu duoc ty dong cap

nhat cho céc trang tai liéu lién két.

¢ Pages | Layers | Links | » | -=
TiNone] I:]
[ 1]
L]
v
1
2 Masters o, &l W

=> Céc trang thudng chtra cac logo 1ap lai, s trang,
dau dé va chan trang.

Hién thi trang chu:

R/
A X4

- O Pages Palette:
-> Double click vao tén trang cha
nao mudn hién thi trong ving trang cha

«* Tao trang chu mai:

5]
1. Trong Menu Pages Palette -> chon New Master st
2. Click phai vao vung Master (trén Pages Palette)
-> chon New Master

+ Prefix: Ky ty ding trudc tén trang chu.

prefi: [

Name: | Master

Based on Master: (TSN v

+ Name: Tén trang chu

Number of Pages: |2

Page Sze: | Letter

+ Based on Master: Trang cha mai tao sé phu thudc vao
Width: 5 51p0

trang cha nao ma duoc chon & muc nay.

. m
+paces ||
None] D
A-Master

Delete Master Page
Rotate Spread View
Apply Master to Pages...
Override All Master Page Items N {8L

+ Allow Document Pages to Shuffle

o

New Master

0K

Cancel

Orientation: Uﬂ ﬁ

+ Number of Pages: S6 luong trang chu s& duoc tao ra (t6i da 10 trang)

+ Page Size: dinh kich thudc trang chu
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% Hiéu chinh trang chu: click phai vao trang cha

- Béi tén trang chu: Chon 1énh Master Options for “A-Master”

- Nhan d6i trang cha: Chon Iénh Duplicate Master Spread “A-Master”

- Xo0a trang chu: Chon Iénh Delete Master Page

- Str dung trang chu tur tai liéu khac: Chon 1énh Load Master Pages

< Gan trang chu cho trang tai lieu: c6 nhiéu cach

1. Click phai vao trang tai liéu hoac trang chu: chon apply Master to Pages

Apply Master

Apply Master: | A-Master vl [ oK |

To Pages: |l ¥ Cancel

- Apply Master: chon trang cha mudn ap

- To pages: chon 1 trang hozc nhiéu trang tai liéu s& dwgc gan trang chu

0,

% Gan trang chu cho trang tai liéu: ¢é nhiéu cach

2. Click chon biéu tugng trang cha mubn &p

-> Kkéo ré chudt tha vao trang tai liéu

3. DPANH SO TRANG
- Id cho phép danh sé trang dé quan ly céc trang tai liéu

-> Viéc danh dau trang duoc cap nhat tu dong

-> ngay ca khi c6 thao tic x6a, thém, thay di tht ty trang
- Theo mic dinh, trang dau tién (trang bén phai) déanh s6 1
-> Trang bén phai: s6 1&; Trang bén trai: s6 chan

< Dénh sb trang tu dong cap nhat

- Thao tac:

+ Pung ¢ trang chu

-> V& khung chira chit tai vi tri muén hién thi sé trang tu dong
+ Type > Insert Special Character > Marker > Current Page
Number (Ctrl-Shift-Alt-N)

-> Lic nay mot ky tu dai dién xuat hién (tén cua trang chi)

% Thay d6i dinh dang danh sd trang : Thao tic:

+ O Pages Palette, chon trang dau tién trong muc mudn thay doi
+ Trong Menu cua Pages Palette
-> chon Numbering & Section Options

-> diéu chinh lai dinh dang

[ Pages 0
[Mone]
A-Mastar
BeMastir

Bl
45

A

B r

1

23 bl

|3 Pages in 2 Spreads Al 3
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Numbering & Section Options

. ’ \ \ [¥] start Section oK

- Start Section: bat dau dé muc it —
rt Page Numbering at: I

. I3 A A Page Numbering

+ Automatic...: danh so tu dong Sacton prof:
Style: (1, 2, 3, 4... v
+ Start Page...: bat dau danh so tur trang e e Ty
- SeCtlon Preﬁx: ghl Chﬁ dé muC Document Chapter Numbering
Style: A, B, C,D... v

+ Style: kiéu danh so trang trong dé muc e e e

+ Chon Include Prefix...: ghi cht d& muc xuét hién khi danh s trang | s
- Document Chapter Numbering: dénh s chuong

< BO danh sd trang

+ Chon trang chu
+ Click vao khung cht chit c6 s6 trang
+ Bam nat delete

-> c4c trang tai lidu trai / phai theo trang chu d6 sé bi bo danh s trang
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BAI 7. BANG — MUC LUC

1. BANG

- Ciing nhu b Office, Id cho phép tao bang

-> |a tap hop céc cot, hang va cd ndi dung trong cac cot / hang do
- C6 2 chch co ban dé thiét 1ap bang va noi dung:

+ Tao bang trudc -> nhap noi dung sau

+ Tao bang cho noi dung da cé

+» Tao bang trudc -> nhap nodi dung sau

- Chon cbng cu Type (T) tao 1 khung chtra chi

-> bang s& nam trong khung chira chit d6 véi kich thuée theo chiéu ngang caa khung
- Table > Insert Table (Ctrl+Shift+Alt+T)

-> xuat hién bang théng s6 tao bang

->nhap dir ligu trong bang nhu bén Bo Office

+ Body Rows: sb hang

Insert Table

+ Columns: s cot TaieDimesin
+ Header Rows: s6 hang dau bang (s& dugc lap lai trén tat o ::: (s )
ca céc trang c6 chua bang) ot 2

+ Footer Rows: s6 hang chan bang e T

«*» Tao bang cho ndi dung da cbd

- Chon doan chit can chuyén thanh bang
- Table > Convert Text to Table

- Xuét hién hop thoai Convert Text to Table cho phép xac lap dé

Convert Text to Table

chuyén chir duoc chon thanh bang: Column Separator:  Tab 2 o)

Row Separator: Tab ( Cancel ,

- Column Separator: C4c cot dugc tao ra dua vao Numbem;;f::: *ml —
- Row Separator: Cac dong dugc tao ra dua vao D
+ Tab: diém dimg vin ban
+ Comma: dau phay trong van ban
+ Paragraph: doan van ban
- Number of Columns: Sé cét tao ra
-> Lya chon nay chi c6 tac dung khi ca Column / Row Separator déu duoc lya chon 1a Tab
- Table Style: Chon Style dé dinh dang bang

«* Chinh stra bang

- Chon bang: Muén chinh sira dugc bang, trudc tién chiing ta phai biét cach chon duoc bang
+ Chon mét hay mét sé 6 (cell) trong bang:Dat con trd vao dau 6 va kéo dén cubi 6
» Table > Select > Cell (Ctrl-/)
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+ Chon nhiéu 6: Pt con tré vao mot 6 rdi kéo dén & khac trong bang. Cha v 1a cach nay
khong tinh cho cac dong dau va cudi bang.
+ Chon mét dong: Pua con tro dén dau dong mudn chon dén khi con tré tro thanh hinh mii
tén (=) thi bAm chudt dé chon dong.

» Table > Select > Row (Ctrl-3)

+ Chon nhiéu dong: Sau khi chon dugc mot dong, tiép tuc kéo chudt dén cac dong khac dé

chon thém cac dong khéac

«  Céch khac: Sau khi chon dugc mot dong -> gitr phim Shift va bAm vao dong khac
+ Chon mot cot: Pua con tré dén dau cot mubn chon dén khi con tré tré thanh hinh mii tén
() thi bdm chudt dé chon cot.

e Table > Select > Column.

+ Chon nhiéu cot: Sau khi chon dugc mét cot, tiép tuc kéo chudt dén cac cot khac dé chon

thém cac cot khac.
«  Céach khac: Sau khi chon dugc mét cot -> gitr phim Shift va bam vao cot khac

+ Chon toan bd bang Pua con tro dén goc trén bén trai cia mang dén khi con tro trg thanh

hinh miii tén (N) thi bdm chudt dé chon bang.
* Table > Select > Table

+ Chon cic dong dau bang, chan bang: Chon gidng nhu chon cac dong binh thuong

* Table > Select > Header Rows(Footer Rows)

+ Chon tit ca cac dong bén trong bang (khéng tinh cdc dong dau bang, cac dong chan bang)

«  Chon giéng nhu chon cac dong binh thuong
» Table >Select > Body Rows
- Chinh sura bang trong hop thoai Table Setup
+ Table > Table Option > Table Setup (Ctrl+Alt+Shift+B)

-> xuit hién hoi thoai Table Option véi cac thé ki Options
e n . lm Row Strokes Column Strokes Fills  Headers and Footers )
+ Table Setup thlet Iap bang Table Dimensions
N Body Rows: <4 Columns: =4
+ ROW Strokes net V|én Cﬁa hang Header Rows: < 1 Footer Rows: < 1
\ Table Border
+ Column Strokes: nét vién cua cot Weight: T1pt ) Type: | — )
Color: | M (Black] Z] Tint: < 100% || Overprint
+ Fi”s- tﬁ mau ChO béng Gap Color: [Paper] +  GapTint: < 100% Overprint

Preserve Local Formatting

Table Spacing

+ Headers and Footers: dinh dang cho dau va

Space Before: < 1.411r Space After: %‘-1.411

A A Stroke Drawing Order
Chan bang Draw: gBelenins ?
- Thé Table Setup: thiét 1ap bang

‘_?] Preview " Cancel oK )

+ Table Dimensions: Chinh sira s6 dong sé cot trong
bang: Body Rows/Columns — Header/Footer Rows

- Table Border: Puong vién xung quanh bang:
Weight — Type — Color-Tint - Gap Color - Gap Tint
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+ Preserve Local Formatting: Giit nguyén dinh

dang duong vién da duoc thiét 1ap cua cac 6 (An)

+ Table Spacing: Khoang cach phia trudc (Space

Before) va phia sau (Space After) cua bang.

+ Stroke Drawing Other: Thiét lap ché do khi

duong vién cua bang giao véi dudng vién cua

dong hay cua cot

+ Best Joins: Chon dé dam bao dudng vién cua bang khi giao voi dudng ngang hay duong
doc nét ddi, nét ba... van lién nét

+ Row Strokes in Front: Vién caa dong nam trén cing.

+ Column Strokes in Front: Vién cia c6t nam trén cung.

+ InDesign 2.0 Compabitility: Vién cua dong nam trén cung, nhung khi st dung duong doi,
duong ba... dén chd giao nhau véi cac duong khac thi nét van lién.

- Thé Row Strokes: nét vién caa hang

+ Alternating Pattern: Thiét lap duong vién cho hang
« None: Khong thiét 1ap, gitt nhu mit dinh ban dau
«  Every Other Row: Cho phép thiét lap su khac biét gitra hai duong ké nhau.
-> Vi du: cir hai duong ké nhau thi mot duong dugc td mau hong, mot dudng duoc td mau

den. Lic d6 hop thoai s& dugc thiét 1ap nhu sau:

Table Options

Row Strokes | Column Strokes _Fills _Headers and Foaters |

Com) e > Két qua:
+ Custom Row: diéu chinh tiry theo nguoi ding
+ Alternating: Thiét 1ap su khac biét gitra cac duong trong bang.
+ First: S6 duong cung thudc tinh dau tién.
+ Next: S6 duong cung thugc tinh tiép theo. Sy thiét 1ap nay sé lap di 1ap lai trong bang
cho dén khi hét cac duong
+ Skip First: Bo qua thiét lap cho cac dong dau cua bang.
-> Chte ning nay thuong duoc dung khi cac dong dau cua bang duoc ding dé chu thich
cho bang, khong duoc dinh dang giéng nhu cac dong khac trong bang.
+ Skip Last: twong ty skip frist
+ Preserve Local Formatting: Gitr nguyén dinh dang dudng vién da duoc thiét 1ap trong

tung 6.
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+ Overprint: Cho phép dudng vién in chong Ién cac mau khac.
- Thé Column Strokes: Chinh stra duwong vién caa cot trong bang

«  Céc thiét lap trong hop thoai Table Options, thé Column Strokes giéng nhu Row
Strokes. Chi khéc la thay vi cé tac dung trén cac dong thi co tac dung trén céac cot.
- Thé Fills: chinh stra mau t6 trong bang.
« Alternating Pattern: Thiét 1ap mau t6 cho dong va cot trong bang.
-> Tuong ty nhu phan thiét 1ap chinh saa dong, cot
- Thé Headers and Footers: chinh sira dong dau va dong chan bang.

- Table Dimentions: Thiét Iap sé dong dau (Header Rows) va sé dong chan cua bang
(Footer Rows).

- Header: Thiét lap sy xuét hién caa dong dau bang.

+ Every Text Column: Dong dau bang xuat hién trén tat ca cac cot caa khung vin ban.
+ Once per Frame: Dong dau cua bang chi xuat hién mét lan trong mot khung chia van
ban.

+ Once per Page: Dong dau ciia bang chi xuat hién mot lan trong maot trang.

+ Skip First: Dong dau caia bang s& khéng xuat hién trong bang dau tién caa cac bang co
lien két voi nhau.

Tuong tu: dinh dang cho Footer

®,

«* Chinh stra van ban trong bang

- C6 2 cach dé chinh stra c4c thiét 1ap vé chir trong bang:
+ Str dung hop thoai Cell options

+ Str dung Table Palette

-> chua yéu thuc hién:

Xac lap khoang cach tir chir dén céc 1& caa 6 chua chir

Cell Options

Canh vin ban theo chiéu doc trong 6 chua chi

[Text | Strokesand Fills  Rows and Columns _ Diagonal Lines
” ~ . . Cell Insets
+ Sir dung hop thoai Cell options: o Shm o
- Table > Cell options > chon the: e et om0
+ Text: xt ly chit trong 6 e
+ Strokes and Fills: thiét lap duong vién va mau to b et || s (0

+ Rows and Colummns: thiét 1ap vé hang / cot — I
+ Diagonal Lines: thém nhirng duong gach xeo -
- Thé Text: xur ly chir trong 6

« Cell Insets: KC tir chir dén cac canh cua 6.

«  Vertical Justification: Canh chi trong 6 theo chiéu doc

«  First Baseline: Khoang cach tir chit trong 6 dén I& trén cua 6
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«  Clipping: Khi dat hinh vao trong 8, néu hinh 16n hon 6 c6 thé nam tran qua céc 6
khac ké bén.

-> Clip Contents to Cell cho phép cét bo phan hinh du ra d6, d&é hinh chi nam trong &

duoc dat vao.

+ Text Rotation: Xoay chit bén trong 6.

- Thé Strokes and Fills: thiét lap duong vién va mau to

« Cell Stroke: T vién cua cac 6 dugc chon
* Cell Fill: T6 mau cho cac 6 dugc chon

- Thé Rows and Columns: xac lap kich thuéc cho cac dong, cot.

* Row Height: Kich thudc cia dong dugc chon.

+ At Least: TUy vao noi dung nhap vao bén trong dong nhiéu hay it. Kich thuéc ciia dong
duogc xac 1ap tu dong dya trén gia tri nho nhat (At Least) va gia tri Ion nhat (Maximum).
+ Exactly: Kich thudc cia dong dugc Xac 1ap gia tri chinh xac bang véi gia tri nhap vao
trong 6 Exactly. (Néu ngi dung nhdp vao khéng dii chiva thi sé bi che khuat).

¢ Column Width: Kich thudc cua cot duoc chon.

» Keep Options: Giir cho cac dong di cung véi nhau

+ Star Row/Anywhere: Dong duoc chon c6 thé nam bt ky vi tri no.

+ In Next Text Column: Dong dugc chon s& nam & cot vin ban tiép theo.

+ In Next Frame: Dong dugc chon s& nam & khung vin ban tiép theo khi cac khung van
ban nay c6 lién két vgi nhau.

+ On Next Page: Dong dugc chon s& nam & trang tiép theo.

+ On Next Odd Page: Dong duoc chon s& nam ¢ trang 1¢ tiép theo.

+ On Next Even Page: Dong dugc chon s& nam & trang chan tiép theo.

+ Keep with Next Row: Dong dugc chon s& ludn di cung véi dong ké tiép nd

(Néu dong ké tiép phai chay qua cot khac, khung van ban khac, trang khac thi dong duoc
chon cling s€ chay theo).

- Thé Diagonal Lines: thiét lap duong gach chéo cho 6 duoc chon.

» Line Stroke: Cac thugc tinh cua duong gach cheo:
Weight — Type — Color — Tint — Overprint - Gap Color - Gap Tint
* Draw

+ Diagonal in Front: Noi dung trong 6 s& nam duéi duong gach chéo.

+ Draw\Content in Front: nguoc lai Table | Table Sty Cell Style ) | ~=
=R NE=E

+ Sur dung Table Palette:
j Atleast W <1914

- Mo Table Palette: EECE

+ Window > Type & Tables > Table (Shift-F9) === 116
& 15]oe ER=
& 12{oes B (5004

pa i, i




43

+«»+ Chén thém dong, cot Tang / giam s6 hang Tang / giam s6 cot
A
- Cheén thém dong: T ; |
o P . Table [ Table Sty Cell St W | ~=
+ Dat con tro vao 6 muon chen = =1 m =1k |
thém dong. Dinh kich thuwe is 3
pang S
+ Table> Insert Row (Ctrl+9). M 5 eee2 5
-> xuat hién hop thoai Insert €—== = = [P
Canh chinh &) [=]ops [ [2]ope Xoay
Row: chirtrong 6 =k 8l - = chiv
Lo . t = > i~ trong 0
+ Number: S6 dong chén \ 9
thém vao. Khoang cach tir chiv

L s R dén cac lé cna b
+ Above: Cac dong chén € ect

thém vao niam bén trén dong dang chon.
+ Below: Céc dong chén thém vao nam bén dudi dong dang chon
- Chén thém cot; Bat con tré vao 6 mudn chén thém cot.
+ Table > Insert Column (Ctrl-Alt-9)
-> Xuat hién hop thoai Insert Columns
«  Number: sé ¢6t muén thém
«  Left: cot duoc thém nam bén trai cot dang chon
+  Right: cot duoc thém nam bén phai cot dang chon

Xba hang, cot, bang

- X6a hang trong bang: Chon dong hay cac dong can xda -> Table > Delete > Row
- X06a cot trong bang: Chon cot hay cac cot can xoa.

-> Table > Delete > Column

- X6a bang: Chon bang can x6a

-> Table > Delete > Table

«»» Nhép, tach cac 6 trong bang

- Nhap céc 6 trong bang: Chon céc 6 can nhap lai véi nhau (Merge).

-> Table > Merge Cells.

- Tach céc 6 trong bang: Chon cac 6 can tach ra (UnMerge) -> Table > Unmerge Cells
- Chia dbi 6 theo chiéu ngang: Chon 6 hay cac 6 mudn chia theo chiéu ngang.

-> Table > Split Cell Horizontally

- Chia dbi 6 theo chiéu doc: > Split Cell Vertically

% Tao cic dong, cot cb kich thudc bing nhau

- CO thé thay d6i kich thuéc cac dong, cot trong bang bang cach:
+ Pua con tro dén cac duong vién dén khi hién mudi tén “ €=

+ Kéo duong vién dé thay doi kich thuge dong, cot trong bang.
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- Canh déu chiéu cao cac dong:

Chon cé&c dong mudn c6 chiéu cao bang nhau.
-> Table > Distribute Rows Evenly

- Canh déu chiéu rong cac cot:

Chon cac cot mudn c6 chiéu rong bang nhau.

-> Table > Distribute Columns Evenly

2. MUC LUC

- Muc luc 1a danh séch cac muc quan trong caia cudn séch, tap chi.

- Nho ¢6 muc lyc ma nguoi doc dé dang tim dwoc nhitng myuc ma minh quan tam trong
cudn sach.

-> Mét cudn séch, tap chi hoan chinh khéng thé thiéu di phan muc luc

0,

¢ Tao muc luc tu dong.

- Muc luc cta sach nén duoc tao tu dong
-> mdi khi thay d6i s6 luong trang sach, muc luc s& duoc cap nhat sé trang mot cach
chinh xac.

- Piéu kién dé tao dugc muc luc tu dong l1a toan bo cudn sach phai dugc dan bang
Paragraph Style

- Thao tac:

+ Sau khi dan xong tai liéu.

-> Layout > Table of Contents
-> xuat hién hop thoai Table of Contents cho phép khai béo

dé tao muc luc

+ TOC Style: Chon Style cho muc luc.

+ Title: Dat tiéu dé caa muc luc.

+ Style: Chon Style dé dinh dang cho tiéu dé cia muyc lyc.
+ Other Styles: Chtra cac Style cua tai liéu.

-> Chon Style nao can lam muc luc

-> Add dé dua vao Include Paragraph Style

Table of Contents

7 y ~ h( le: | [Default =] —o—
+ Include Paragraph Style: Chira cac Style da e R
Style. ts
A1 flce Paragraph styles: N i i
duoc chon dé lam muc luc. =L e
-> Vi du: Chung ta sé chon céac Paragraph Style U
sau dé lam muc luc: “Chuong”, “ten chuong”, ™ ow s @
Page Number: | After Entry ‘l Style: | [None] ]
“lama”, “mot nho” e B -
A - Options
HOp thOaI Table of Contents 4 Create POF Bookmarks Run-in

Replace Existing Table of Contents [ Include Text on Hidden Layers
Include Book Documents

Sé Ié. (nhu’ hinh) Numbered Paragraphs: [ Include Full Paragraph 19}
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-> Style nam sat bén trai c6 cip do cao hon, twong (g véi d& muc 16n hon cua tai liéu
C6 thé d6i cap do cho céc Style trong muc Include Paragraph Style bang céch chon Style va
thay d6i tai muc Level caa hop thoai nay
+ Entry Style: Chon Paragraph Style dé dinh dang cho Style dugc chon trong Include
Paragraph Style trén bang muc luc.
+ Page Number: Chon vi tri dé dit s trang trén dé muc caa bang muc luc.
After Entry: Sb trang nam sau dé muc.
Between Entry and Number: Khoang céch giira d& muc va sb trang duoc xac dinh trong muc.
Before Entry: S6 trang nam trudc d& muyc.
No Page Number: Khéng chén sb trang trén d& muc
+ Between Entry and Number: Chon mat hinh thirc dé trang tri cho khoang cach gitta dé
muc va sé trang trén bang muc luc
+ Sort Entries in Alphabetical Order:
Sap xép cac muc tuong (ng véi Style duoc chon trong Include Paragraph Style theo thu ty
Alphabet (A,B,C..))
-> Binh thuwong, khéng chon muc nay thi s& sap xép theo thir tu s trang. Néu chon: khi d6
sb trang sé& b sap xép khong theo thi tu, rat kho theo dai va quan ly.
+ Replace Existing Table of Contents: Lwa chon nay chi cé tac dung khi da ¢6 muc luc. Cho
phép muc luc méi tao ra thay thé muc luc c6 sin trude do.
+ Include Book Documents: Tuy chon nay cho phép tao mot bang muc luc cho toan b cac
chuong trong Book.
-> tly chon nay chi ¢0 tac dung khi dang lam viéc voi Book.
+ Run-in: Ty chon nay cho phép cac dé muc trong mot Style s& nam cing trong mot doan
vin ban. Chung duoc phan cach nhau bai dau ;.
-> Thong thuwong, khbng chon tuy chon nay.
+ Include Text on Hidden Layers: Pua vao muc luc ca phan chit nam trong nhitng Layers bj
an.
-> Théng thuong, khong chen tiy chon nay (vi cac layer dé an thuong khong duogc ding toi)
+ Numbered Paragraphs: Néu Paragraph Style dugc dua vao muc luc c¢d st dung sd.
Numbered Paragraphs cho phép lua chon viéc dua sé cua Paragraph vao muc luc nhu thé
nao.

« Include Full Paragraph: Pua ca phan s6 va phan noi dung cua doan vin ban vao muc

luc.
« Include Numbers Only: Chi dwa vao muc luc phan s cua doan vin ban. Khong dua
phan noi dung.

«  Exclude Numbers: Bé phan sb ciia doan van ban, chi dua vao phan chit.
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< Cap nhat muc luc sau khi thay ddi ndi dung

- V& nguyén tic, muc luc chi duoc tao sau khi dd dan hoan tit phan noi dung.
-> C6 mot sb trudng hop, sau khi dd tao muc luc, lai phai chinh stra ndi dung
-> Can phai cap nhat lai myc lyc.

- Thao tac:

+ Chon muc luc da duoc tao ra tir truéc

+ Layout > Update Table of Contents.

% Cap nhat muc luc bi phét hién 15i

- Khi phét hién muc luc tao ra b 16i nhu sai cap do, sai dinh dang cho mdi dé muc, sai vj tri
s trang...
-> C6 thé stra, cap nhat lai ma khong can phai tao muc luc mai.
- Thao tac:
+ Chon muc luc
+ Layout > Table of Contents > Chinh stra cac ndi dung can thiét

«» Tao style cho muc luc

- Save Style ¢ hop thoai Table of Contents: cho phép tao thanh Style muc luc (Table of
Contents Style).

-> Style nay c6 thé duoc dung dé tao muc luc trong chinh tai liéu sau nay bang céch chon tai
muc TOC Style trong hop thoai Table of Contents.

C6 thé tao Table of Contents Style bang céch:

- Layout > Table of Contents Styles.

-> Xuat hién hop thoai Table of Contents Styles dang chon:

Table of Contents Styles

Styles: ( OK )
[Default] —_—
TOC Style 1 Cancel

( New... )

( Edit...

{ Delete )

Style Settings: (" Load.. )

Title: Contents O

Styles in Table of Contents
chuong

Include book documents: Off .-
Create PDF Bookmarks: On v

Chon New dé tao Table of Contents Style mi

-> Hop thoai tao mai xuat hién gidng nhu hop thoai Table of Contents
- Chon Edit dé chinh sira Table of Contents Style dang chon.

- Chon Delete dé xo6a Table of Contents Style dang chon.

- Chon Load dé mé céc Table of Contents Style cua tai liéu khéc.
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