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Chuwrong I: DANH THIEP

Danh thiép duoc str dung nhu mot céng cu ghi nhé hitu ich dé trao d6i cac thong
tin. Danh thiép kinh doanh thong thuong gdm céc ndi dung: ho tén ca nhén, cong ty
(di kém v6i logo), va thong sb lién lac nhu dia chi, s6 dién thoai, fax, E-mail. Danh
thiép truyén thdng duoc 1am trén nén tring, chit mau den. Ngdy nay, cong nghé in
hién dai cho phép thiét ké va ché ban danh thiép v6i nhiéu hiéu ing hinh anh, mau
sdc. Danh thiép duoc sir dung thudng xuyén trong cic budi gip g& voi dbi tac, hay
khach hang tiém ning. Sau khi hoc xong churong nay sinh vién sé trinh bay dugc cac
yéu cau cta danh thiép va thiét ké duoc mot sé danh thiép theo yéu cau cia khach
hang.

Hinh: 1.1. Danh thiép ngin hang Vietcombank

I. CAC LOAI DANH THIEP, VA YEU CAU POI VOI DANH THIEP
1. Cac loai danh thiép

Vén d& ma nhiéu doanh nghiép gip phai 1 ho biét duoc cach nao dé thiét ké danh
thiép cho dang. Vi danh thiép dong vai tro quan trong trong xay dung thuong hiéu, gitip
khach hang biét tim ban & dau khi ho can. Ngoai ra, con gitp ban mé rong khach hang
tiém nang, khi ho can dich vu cong ty ban thi thong tin trén danh thiép s& 1a lya chon dau
tién. Hién nay trén thi truong c6 4 loai danh thiép can thiét voi cac khach hang cu thé nhu
sau:
- Danh thiép kinh doanh

Danh thiép kinh doanh ra doi 1a két hop cua thiép tham hoi (visiting card) va thiép
thuong mai (trade card). Thiép tham hoi xuat hién dau tién ¢ Trung Qudc vao thé ky 15.
Nguoi chau Au bat dau dung thiép tham hoi tir thé ky 17. Nha qui toc hay thanh vién
hoang gia chau Au giao nguoi hau chuyén thiép tham hoi cia minh téi ngudi phuc vu
ctia chi nha dé thong bao trude viée dén tham ciia minh. Thiép tham hoi tro thanh cong
cu khong thé thiéu trong phép xa giao clia gii thuong luu tai Anh va Phap véi cac qui
tic stir dung rat phuec tap. Gi6i qui toc Biac My va phan con lai ctia chau Au sau d6 ciing
hoc theo phong cach nay. Thiép thim hoéi thuong duoc trang tri tinh t& va c6 gin huy
hiéu, hay biéu twong ctia dong ho. Thiép tham hoi dugc sir dung nhu bang ching hiru
hinh ctia cac budi gip mit theo nghia vu xa hoi. SO luong thiép trong hop dung treo trén
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tuong 1a danh sach chinh x4c nhiing nguoi da dén va nhiing ai can dap 1&. Thiép tham
hoi con duoc ding nhu mot thu gidi thiéu. Theo thoi gian, thiép thim héi trd thanh thi
khong thé thiéu vé6i bat ky qui 6ng hay qui ba nao thudc tng 16p trung luu trong thé ky
19. Trude d6, thiép tham hoi khong duge sir dung rong rai trong giai cap lao dong va &
mién qué.

Danh thiép kinh doanh duoc thiét ké nho gon, thong tin lién lac ngan gon nhung
day du, thuong in thém biéu twong cong ty, thich hop voi nhan vién kinh doanh hay
giam dbc doanh nghiép khi di gip khach hang.

Hinh: 1.2. Danh thiép kinh doanh

- Danh thiép trinh bay k¥ ning: Sir dung dé giéi thi¢u vé cong viéc, k§ ning ndi
bat, vi tri dang 1am. Danh thiép dang nay pht hop véi c4 nhan hay cong ty nho hoat
dong trong linh vye sang tao nhu d6 hoa hay nhiép anh.

- Danh thiép pha cach: Thuong thich hop véi cude gip chdp nhoang, khong co
chu dich tir trude. Thiét ké danh thiép nay thuong pha cach hay vui nhén, tao 4n tugng
cho nguoi nhan. Phit hop véi cac doanh nghiép méi & giai doan dau cua viée phat trién
kinh doanh (Startup) mu6n huéng dén khach hang tré, hién dai.

- Danh thiép dic biét: C6 thiét ké khac la, khong theo khuon mau chit nhat cta
danh thiép truyén thdng, ciing khong nhét thiét 1am bang gidy. Hinh dang danh thiép
khong hé c6 khudn miu nao ma phy thude vao tri tuong tuong cua ban. Dang danh
thiép nay phu hop vdi cong ty hoat dong trong linh vurc ¢6 tinh canh tranh cao, nhitng
ngudi mudn ndi bat gitra cong chung.

Hinh: 1.3. Danh thiép c6é hinh dang dic biét
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2. Yéu cau ddi véi danh thiép

Trong thiét ké danh thiép, tinh nghé thuit duoc bao ham trong cac ban thiét ké 1a
mot yéu té phan anh sy thanh cong cta chinh san pham do. Vi vay, thiét ké danh thiép 1a
viéc tao ra mdt ban vé hodc quy udc mang tinh nghé thuat cao nham tao dung mot doi
tuong, mot hé théng hodc mot twong tac gitra ngudi véi ngudi cd thé do ludng duoc
trong cac moi quan hé kinh doanh. Danh thiép can phai c6 day du nhiing thong tin nhu
tén ngudi st dung, tén cong ty, logo, slogan, dia chi, s6 dién thoai...Tuy theo phong cach
va c4 tinh cua chi nhan chiéc danh thiép ma thiét ké sao cho phu hop.

Hinh: 1.4. Mt s6 miu danh thiép

3. Théng tin co ban phai cé khi thiét ké danh thiép
3.1. Péi véi danh thiép cd nhin
- Ho tén, nghé danh, biét danh hodc tén tiéng Anh.
- Nghé nghiép, vi tri, chirc vu...
- Thong tin lién h¢: di dong, email, zalo, facebook, instagram... it nhat ban can
¢4 s6 di dong va email ctia ban.
- Pia chi van phong, cira hang, studio, cong ty, to chic. ..
- M6t s hinh anh trang tri hodc logo c4 nhan, t6 chtc, cong ty...

©

JOHE DOE
@ SLOGAN HERE
. @ ssssssssss
COMPANY NAME Gy 558588588
SLOGAN HERE B sss-s85-8888

888-838-8888

Hinh: 1.5. Miu danh thiép c4 nhan
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3.2. Poi vdi danh thiép cho cong ty, doanh nghiép, to chirc
Ngoai phan thong tin ca nhin & trén, danh thiép cho cong ty cn c6 thém céc
thong tin sau:
- Logo cong ty, tén cong ty (nhat thiét phai co).
- Théong tin lién hé cuia cong ty: hotline, email, dia chi, ma s6 thué.
- Céc thong tin chimg minh nganh nghé ctia cong ty.

Hinh: 1.6. Miu danh thiép cho cdng ty, doanh nghiép, té chirc

4. Quy chuin kich thuéc danh thiép (name card, card visit)

Tai Viét Nam, pho bién véi kich thude danh thiép vao khoang 90 x 55mm hodc
88 x 53 mm. Con véi My thi tinh toan kich thudc danh thiép theo s6 kiéu dinh dang
inch, tuc 1a 3.5 x 2 inch ngang hoac doc. Hodc str dung tiéu chuan ISO kich thude A8
74 x 52mm hoac ID-1 85.6 x 53.98mm.

Hinh: 1.7. Miu danh thiép theo s6 kiéu dinh dang Inch

Tuy nhién mét s6 ngudi mudn sir dung nhitng mau danh thiép cudn hat, ca tinh,
phong cach...nén thuong khong di theo nhitng tiéu chuan cta kich thude danh thiép.
Tuy viéc d6 dem lai mot sé co hdi nang tim vé mat thuong hiéu, nhung ciing c6 mit
bat loi trong k¥ thuat in 4n. Vi hau hét cac xudng in hién nay déu in danh thiép theo
quy trinh céng nghiép, chat liéu va mau sic 1an kich thudc danh thiép 1a c¢b dinh. Néu
kich thuéc khac di, budc cac nha san xuit phai 1am khuén riéng, vay nén du 1a in
nhanh hay in offset thi thoi gian va chi phi cling s& dan ting 1én.
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* Nhitng luu y khi thiét ké danh thiép

Hinh: 1.8. Miu danh thiép

- Kich cd:

Kich ¢& chuan cuia danh thiép 1a 5,08cm rong x 8,9cm dai (2 x 3,5 inches).
Trong qua trinh cho ra doi danh thiép, nguoi thiét ké nén vu tién lay kich c¢& chuan,
tic 2 x 3,5 inches cho danh thiép. Han ché kich thudc nho hon kich ¢& chuan trén vi
rat kho thé hién dil thong tin va phai thu nhé kich ¢& chit, lam ngudi nhan danh thiép
kho quan sat thong tin.

- Pinh dang hoac hudng:

Danh thiép thuong dugc thiét ké theo huéng ngang. Nhiéu doanh nghiép ciing
thiét ké danh thiép ctia minh theo hudng doc. Nhung lai c6 nhitng doanh nghiép thich
mot kiéu danh thiép khac, vi du nhu hinh trai tim, dang gap d6i v.v. Thiét ké danh
thiép theo hudng nio ciing dugc, hay bat ky dinh dang nao ciing dugc, tuy nhién phai
dap Gmg dwoc nhu cau cta khach hang ciing nhu c6 thé truyén tai thong tin, thong
diép dén cho khach hang mdt cach tron ven nhét va thu hit nhat

- T6 chirc thong tin

Thong tin trén danh thiép nén dugc to chiic theo hé thong phan cip. Co nghia
1a nhitng thong tin quan trong hon s& noi rd hon. Thong tin duoc in trén danh thiép
phai c6 mbi quan hé v6i nhau. Khong dua thong tin dai dong. Thong tin & day phai
that stc tich, ro rang va hai hoa 1a nhiing ti€u chi budc phai tuan theo khi trinh bay
thong tin trén danh thiép.

-B6 cu mau sic

Cang don gian cang t6t. Pay 1a chuan muc mau sic cho danh thiép. Mau sic
cho danh thiép thudng chi t6i da 4 mau 13 du. Mau sic can c6 phai hai hoa. C6 thé
lya chon cac mau sic tuong phan dé chung lam noi bat cho nhau, tranh su dung cac
gam mau quéa doi 1ap nhau vi chiung khién tim danh thiép tré nén mat gia tri.

- Chir

Lua chon kiéu chit va font chit phd bién va d& doc dé trinh bay trén danh thiép,
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tranh nhing kiéu chit, font chit kiéu va 1i trinh bay qué phirc tap, cau ky. Diéu nay
dé gay hiéu 14m hodc khé hiéu cho ngudi nhan danh thiép. Kich c& chit: toi thiéu 1a
6 pt. Nho hon kich thudc nay, chir s& rat kho dé co thé doc dugc.

- Chon gidy in danh thiép:

Gidy dung dé in danh thiép thudng c6 chét luong tdt, co do day va trong luong
161 hon so véi cac loai gidy in théng thuong. Bé mit danh thiép c6 thé bong hodc mo
va danh thiép c6 thé duoc in trén ca hai mat hodc chi mot mat tuy thudc va s¢ thich,
nhu cdu va muc dich cia mdi doanh nghiép.

- Vung chtra xén:

Trong qua trinh thiét ké, phai tao mot ving chira xén, hay con goi 1a bleed cho
danh thiép. Tuy nhién, néu danh thiép c6 nén trang, ving chira xén 1a khong can thiét.
Tao vung chira xén la vi¢c tao ra mot vung bao quanh danh thiép mong mubn, véi do
rong thong thuong khoang 3mm va duoc d6 mau khac so vi mau nén danh thiép. Vai
tro ctia viing chira xén chinh 1a gitp cho danh thiép khong bi mat canh hodc léch ving
mudn cit trong qué trinh dugc cit ra thanh pham.

- Sai s6 thuc té:

Khéng c6 loai may moc, thiét bi hay ngudi thg ki thuat ndo c6 thé cit thanh
pham ra giéng tuyét d6i tAm danh thiép qua man hinh may vi tinh. Trong qua trinh
cit ra thanh pham, s& c6 sai s6 nhét dinh so véi thiét ké danh thiép ban dau. Tat nhién
sai 86 s& rat nho, khong anh hudng nhiéu nhung nguoi thiét ké cling nén biét va ludong
trude didu nay.

II. CHE DANH THIEP CA NHAN

o=

LOGO

COMPANY NAME
TEL:1212121212 JACK CH EN

MOBILE:120398771928 PROFESSIONAL DESIGNER
E-MAIL: 1212111@.COM

Hinh: 1.9. Miu danh thiép c4 nhan

1. Thiét ké danh thiép trén microsoft
Budc 1: M6 trng dung soan thao van ban Microsoft Word, tai giao dién chinh,
nhan vao Tap tin -> Mdi.
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Layout References

g ¥ Format Painter

Clipboard T Font

wiksilaptop

Hinh: 1.10. Giao dién chinh ctiia Microsoft Word
Giao di¢én méi s€ xuat hién ¢ bén phai man hinh Microsoft Word.

bai viet.do

Dovwnload.com.vn

New X

Search for online templates

Suggested searches:  Business Cards Flyers Letters Education Resumes ar

wikilaptop)
Hinh: 1.11. Giao dién trang méi trén Microsoft Word
Lay tir khoa Danh thiép va nhap vao bi€u tuong tim kiém.

New

Business Cards

Suggested searches:  Business Cards  Flyers Letters Educati

Hinh: 1.12. Tim kiém trong thw vién danh thiép
Budce 2:
Mot cira 6 mdi hién ra véi cac mau danh thiép c6 san trén Microsoft Word cho
dé lya chon, rat nhiéu mau danh thiép dep dé co thé lya chon yéu thich bé‘mg cich nhan
chudt trai vao mau danh thiép do.
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New Dowvwnload.com.vn

€ All | Business Cards 0 [ X

Hexagon business cards Lotus business card Earth tones business cards

Hinh: 1.13. Cac miu thé ¢6 sin trén Microsoft Word

Bén canh d0, chung ta ciing ¢6 thé xem cac méu danh thiép theo timg chu dé, cac
chu dé nay déu co6 chu thich kem theo ma so.

+| Category ]
Business Cards 35
Bvery 15

' Cards 15
Business 14
Design Sets 1
Paper 6
Technology 6
Event 3
Personal 3

Hinh: 1.14. Tim kiém thé theo chi dé
Budc 3:
Tai giao di¢én cua danh thi€p da chon, nhan tao ra.

Business cards (Bamboo, 10
per page, works with Avery
5371 and similar)

Provided by: - Microsoft Corporation

Use this Avery-compatible business card template to
create personal business cards with a natural theme, The
cards are standard 3-1/2 x 2 inch size and work with
Avery 5371, 5911, 8371, 8471, 8359, 28371, 28877, and
28878, Prints single-sided, 10 per page. This is an

accessible template.

Download size: 109 KB

;‘,(»i

Create

Hinh: 1.15. Tai miu thé xudng thiét bi
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Mot ctra s6 méi thong bao mau danh thiép dang tai xudng, hiy doi vai gidy dé

hoan thanh.

| e R e R T
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nimwa _m sasar

[E ok T = i e
1 r 1 r
- e
g

'._i...: _.a.l.|_|'| ! _-.-::-._." [ ¥

Downloading your template

Playful business cards

Cancel

Hinh: 1.16. Qua trinh tai miu danh thiép da chon

Budc 4:

4

mol.

YOUR MNAME
Elroel Acdvess, Dy, ST L0 Code
T e || Emad | 'astkar haralis
Weh o

YOUR MNAME
Elroel Acdvess, Dy, ST L0 Code
Tidepin=x| Enad | T'vtkar harelz
el mddic=s

i

YOUR MNAME
Elroel Acdvess, Dy, ST L0 Code
Tidepin=x| Enad | T'vtkar harelz
Weh o

V

Khi mau danh thiép duoc tai xuéng, no s€ tu dong mdé mot trang Microsoft Word

YOUR NAME
Elroel Adfipsn, Uy, ST 20" Code
Tidapdmr=a | Emwad | 'astkar harals
WWeh edlioem

YOUR NAME
Elroel Adfipsn, Uy, ST 20" Code
Tidepn=s | Emad | T'adtkar harelz
Wb e

y
y

YOUR NAME
Elroel Adfipsn, Uy, ST 20" Code
Tidepn=s | Emad | T'adtkar harelz
WWeh edlioem

w

V

Hinh: 1.17. Giao dién danh thiép sau Khi tai xudng trén trang méi

Tai mau danh thiép m&i, ban s& chinh stra thong tin trén danh thiép theo ¥ mudn

sau d6 tién hanh in danh thiép.
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2. Thiét ké danh thiép trén phan mém indesign
Budce 1
M¢ Adobe InDesign va vao File> New> Document.
Trong Intent chon in , dat Number of Pages thanh 1 va bé chon Facing Pages. Tu
trinh don Page Size, chon US Business Card, dat Width 1a 3,5 in, chiéu cao =2 in.
Margins = 0.1875 in va Bleed trén tit ca cac canh = 0.125 in va nhan OK .

New Document

Document Preset: | [Custom] - [ OK J
Intent: | Print s Cancel |
Number of Pages: |1 | Facing Pages
Start Page #: |1 Primary Text Frame i 5
—Page Size: | US Business Card = B Qion s,
Width: F13.5 in Orientation: | [ [

Height: [+12 in

— Columns

Number: El Cutter: F(}.lﬁﬁ? in
— Margins
Top: %D.IB?S in Left: EU.]B?S in
Bottom: [510.1875 in v Right: [£10.1875 in
Bleed and Slug
Top Bottom Left Right
Bleed: [0.125in | 0.125in |0.125in | 0.125in | '@
Slug: 0 in 0in 0in 0in £ 3

* Po thiét 1ap thé vai kich thude tiéu chuan My, 3,5 x 2 inch, tuy nhién chung ta
c6 thé thiét 1ap thé véi kich thudc khac nhau néu khach hang yéu cau.

Budc 2

Mo rong bang diéu khién Layer (Window> Layers), va nhap dup vao tén Layer 1
mic dinh trong bang diéu khién dé mé cira sd Layer Options. Ddi tén layer your
background color here va nhin OK.

Nhap vao nut Create New Layer ¢ dudi cing ciia bang diéu khién dé tao ra mot
16p méi thir hai. Nhip dap dé doi tén thanh your image here.

Tao thém hai 16p, your border color here, va & dau ngin, your text here.
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11
= a4
Pages | ¢ Layers | Links | —
@ | ||» YOUR TEXT HERE A
@ [ ||» YOUR BORDER COLOR HERE
® [ ||» YOUR MAGE HeRE
® [ ||» YOUR BACKGROUND COLOR HERE
Page: 1, 4 Layers Al e 1
Layer Options
Name: YOUR TEXT HERE 0K |
Color: | Il Red & Cancal
@Shaw Layer l'ﬂShnw Cuides
| Lock Layer | Lock Guides
@ Print Layer
| Suppress Text Wrap When Layer is Hidden

Nhap vao khoang trang & bén trai tén ctia mdi 16p dé khoa tat ca cac 16p trén
cung, chi dé lai mau nén duy nhat YOUR BACKGROUND COLOR HERE m¢ khoéa
va hoat dong ¢ phia dudi.

Pages | ¢ Layers | Links |
® @ ||» vour TexT rere ¥
® & ||» YOUR BORDER COLOR HERE

® @ ||» your MAGE Here
® | ||» YOUR BACKGROUND COLOR HERE AmD

i |2

Budce 3

Mo rong bang diéu khién Swatches (Window> Color> Swatches) va chon New
Color Swatch tir trinh don tha xudng ciia bang diéu khién (c6 thé truy cap & trén cling
bén phai ctia bang diéu khién). Dé tao lai cac mau thir duge sir dung & day, dat tén cho
mau mau Sau Do va dit mrc CMYK 1a C=4 M =13 Y =91 K = 0. Nhip vao Add va
sau d6 OK .

Lip lai qua trinh tao ra mot mau méi thtr hai. Dit tén 12 Salmon Pink va diéu chinh
C=0M=41Y=28K=0.
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Swatch Name: Salmon Pinkl | [ ok ]
[ Name with Color Value | Cancel |
Color Type: o Preview
~ Color Mode: | CMYK i—

C<0 M=100 Y=0 KeD
[] Ce0 Ma0 ¥a100 K0 ax
C-15M-1007-100K-0 [
C=75 Ma$ Ya100 K= a@x
€100 M) ¥o10 K= a3
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Budce 4

Trén layer your background color here, liy céng cu hinh chit nhat (M) kéo qua
trang, kéo dai dén canh cho tit ca cac mat.

Ttr bang diéu khién Swatches, dat Fill cua hinh chit nhat thanh mét trong nhitng
mau moi ctia ban, & day la Pink Salmon .

[IEEETPEAYA ELT TR -1 |

€0 M= 100 V= K0
Gl M) V1080 ) ax=
Ca 15 b 100 T V00 Kl a=
G bl 100 Kal) am
G0 MaBO Va6 Kl am
e Yalos

Khoa your background color here, va m& khéa your image here. Dé lam cho mau
thé duoc linh hoat, c6 thé thém khung hinh anh trén 16p nay gitp ta c6 thé d6i mau dong
bang cho anh hodc minh hoa. Chon cong cu Rectangle Frame (F) va kéo qua trang, khop
v6i kich thude cua hinh chit nhat mau trén 16p dudi day.
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Bude 5

Khoa layer your image here va mé khoa layer tiép theo, your border color here.

Chon cong cu hinh chir nhat (M) va kéo 1én trang, 1am t6 hinh chit nhat véi dong
18. Tir bang diéu khién Swatches, dit Stroke Color cua hinh dang sang mau mau khac,
o day c6 Deep Yellow, va bt Fill 1a [None].

Chuyén dén Window> Stroke. Tir ddy c6 thé diéu chinh d6 day cta dudng vién
bang cach ting hodc giam Weight cua stroke. O déy, chung ta dat Weight xudng 0.353
mm.

fr:omuT/ 22zl =2cnE 5 20 Q708

Vi dudng vién duoc chon, di chuyén tdi Object> Corner Options. Chon Rounded
cho Shape va dat Size 1a 0,01 in, dé nhe cac canh cua duodng vién, nhan OK dé thoat
khoi cira sb.
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Budce 6

Khoa layer your border color layer here va mo layer your text here.

St dung Cong cu Type Tool (T) dé tao mot khung vin ban qua trung tdm cua thé,
nhép tén hodc tén cia doanh nghiép.

Ttr bang Diéu khién chay doc theo dau khong gian 1am viéc hodc cic bang Nhan
vat va Poan (Window> Loai & Bang> Nhan vat hodc Poan), co6 thé diéu chinh Font,
Font Size, Tracking (khoang cach gitra cac ky tu, duoc dat thanh 250), va Alignment
(dat van ban vao Align Center), st dung Portico lam phong chit, mot sans serif sach s€
va dep mat.

Tir bang diéu khién Swatches thiét 1ap Font Color cho mdt trong hai mau, & day
Deep Yellow .

Budc 7


https://graphicriver.net/item/portico-typeface/17783554?_ga=2.106902987.935839306.1505557092-554146872.1504141498/?ref=thgroup
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Khoa your text here va m¢& khoa layer dudi cung, your background color here
va dat lai phia sau cua thé. Dé thuc hién viéc nay chung ta chuyén toi bang (Window >
Pages) va nhap vao nit Create New Page ¢ cudi bang diéu khién.

ZFages | Layers Links -B
- []
. L]

Lam viéc trén Page 2 cua tai li€u, léy Cong cu Hinh Chir nhat (M) va tao mdt
hinh dang trén toan bo trang, thiét 1ap Fill vao mot trong cic mau vira tao d6 1a Deep
Yellow.
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Budc 8

Khoa your background color here va mé khoa your border color here.

Str dung cong cu Rectangle Tool (M) dé tao ra mot duong vién doc theo cac
duong 18, thiét 1ap Stroke Color cho mau mau khac va Fill to [None].



