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Bai 1. Gidi thiéu PowerPoint

Microsoft PowerPoint 12 mot phdn mém trinh dién (presentation) chuyén nghiép dé
soan thdo cdc loai bdo cdo trong nhiéu linh vuc: khoa hoc k¥ thuit, nghién ctu kinh t&, gido
duc dao tao.. v6i cdc hi€u tng (effects) da dang nhu phim hoat hinh (animation), audio,
video... manh mé.

Céc hinh minh hoa trong tai liéu nay dudc chup tir man hinh ctia Microsoft Poweroint
2000, do vay c6 mot sd khdc biét so vdi cac phién ban sau.

1. Nhitng kha niing ctiia PowerPoint

- Tao trinh dién biing cdch st dung trinh huéng din (wizard) va cdc miu dung sin.

- Tao cdc doan van ban (text), bang biéu (table) vao ndi dung bai trinh dién.

- Co6 nhiéu ch& dd hién thi rat thuin tién nhu: Normal, Outline, Slide, Slide Sorter va
Slide show d€ soan tho, t& chic, hiéu chinh va xem truéc trinh dién.

- Pinh dang mot trinh dién bing: phdi mau (color scheme), mau nén (background) va
céc biu miu dugc thi€t k&€ sdn (Design template).

- St dung cdc may chiéu (overhead projector, LCD projector) d€ trinh dién.

- Tao va in cdc ghi chu (notes), cling nhu céc tai li€u phdt cho ngudi nghe (handout).

2. Khao sat giao dién PowerPoint Thanh thuc don

Microzoft PowerPoint - [baitap2]

J File Edit Yiew Insert Format Tools Slide Show Window Help - =] x|
DeEey i oo @Ol oiFarnsx =@

JTimesNewRoman -4 - B I U & | == |,At PR o= |§{\‘,7 Common Tasks =

Thanh cong cu

Hinh 1.1. Cdc thanh céng cu co bdn ciia Powerpoint Thanh dinh dang

a. Thanh thuc don (menu bar)

N N N —
dit Wiew Insert Format Ioolsiew Insert Farmat 11nsert Format Tools Fgrmat Iools Side S Iools Slide Show  Winde
‘h

Mew... Chrl+M T e s (brlH-2: | B tormal Mew Slide,.,  Ctrl+M A Fant,..
= Open... Chrl+0 O Repeat Mew  Chrl+y | Slide Sorter Duplicate slide {2= Bullets and HumBering ..
Close Bl mates page ) Alignment 3
) Gt e Slide Murnber | - )
: - E Slide Shaw F5 ) Lime Spacing. ..
E save CrHs (SO, (] e - - Date and Time...
— Change Case...
Save fs,., R paste Chrl+y Master 3 Symbl. .,
Replace Fonts...
Save as Web Page... Paste Special... P Black and whits {3 Comment
Pack and Go... Paste as Hyperlink Slide Miniature ) ) &g Slide Layaut, .
Slides fram Eiles. ..
) ) sSlide Color Scheme. .
Web Page Preview Clear Del Toolbars » Slides Fram Outling...
= | = Background. ..
Page Setup... Selecké Gl Ruler Bicture 3 apply Design Template, ..
% Prit.. ufkeE Duplicate Chrl 4D Guides Text Bore .
Delete Slide ‘ : prr— ; Colors and Lines. ..
e — Maoyies and Sounds .
Send To > Header and Foater % ne
’ tbh Find... Ctr+F A Comments ol chert...
Properties = El
Replace...  Chrl+H —— Table...
1 WMy Documents|ba kelbaitapz 0 b Property, . Object...
2 \My Documentsiba kelBaitapl B Hneren, Ghrin |
Lirks. ..
object
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Iic_le Shaow ﬂindow-ﬂindow Help
v Speling. ..

F7 &3] view Show F&

G

Rehearse Timings

Record Marration...

Language. ..
AutoCarrect, ..
Online Broadcask

Online Collaboration »
Set Up Show, ..

Meeting Minder. ..

| I Microsoft PowerPoint Help 1

| e Yindow ]
Arrange Al Shows the Office Assistant
it ko Page
I = 8 | K2 wwhat's This? Shift-+F1
Cascade )
Office on the Web
Mext Pane  Fo

—’Q Action Buttons

Macro 3 i .
Ay fiction Settings...
Add-Ins. ..
Preset Animation
Custamize, .,

E@ﬁ] ST AT O e

Detect and Repair. ..

B9 ; Fresentationt

About Microsoft PowerPoint

Anirnation Presiew

Slide: Transition. ..

Hide Slide

Custom Shows. ..

Hinh 1.2. Cdc thanh phdn trong thuc don

0 phan nay chi liét ké gidi thiéu cdc thanh phin cla thanh thuc don, cdc phan ti€p theo sé&
trinh bay cdch d4p dung nhitng chifc ning cu thé.

b. Thanh céng cu chudn (standard toolbar)

S 2
g 55 ef .. T 53
z 2 3 & EE g 52 98 &_- T3 =
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rf f 7 £ f fF P 27 oF T
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Hinh 1.3. Thanh cong cu chudn
¢. Thanh dinh dang (formatting toolbar)
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S 3 2 ., 23 g g
) = = 5} gz S g
- =] o = ) = =1 g =i
g S = it 1= = o5 © S &
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Hinh 1.4. Thanh dinh dang

Thanh Phong
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d. Cdc ché dp hién thi ciia PowerPoint (Views)

- Céc ch€& @6 hién thi cia PowerPoint gitip cho viéc thiét k& bai trinh dién dugc thuan

1gi va dé dang hon.

R R R s~ 2 N FIA <R . A ~ A N 2 2 N
- Dé chuyén doi giita cdc ché d6 hién thi chi viéc nhap chudt vao cdc nit mong mudn G

goc dudi bén trdi cia man minh.

[ = 01 88 - Siice show

Slide sarter viesw
Slide view
Crtline: wiesn
Mormal wiew

- Cé hai ch& dd hién thi thudng hay st dung nhat khi soan thdo la ch€ do Normal view
va Slide sorter view.

Microzoft PowerPoint - [Prezentationl]

J File Edit WYiew Insert Format Tools Slide Show Window Help =] =]
D2Ee a8y | eadv-o eBDm o (Fram =+ ~|0.

J YMI-Times 4 | B I O = |§ = = |i= = | A & 5 o | Y Common Tasks -
1 3 Blide 1
2 2 slide 2 )
3 3 slide 3 Khung Slide 1
4 2] slide 4 chua slide
5 2 slide 5
& (2 slide 6
Khung
dan
bai
Click to add notes Khung =
ghi
chu j
0 HIE=Eo 8T ¥
| Outlir||e | Blank Presentation | i
Normal view Slide show
Outline view | Slide sorter view
Slide view

Hinh 1.5. Ché A Normal view ciia PowerPoint

Thanh Phong 3
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w. Normal view: Ché& dod nay c6 03 khung chinh: khung chita dan bai, khung chda slide va
khung ghi chd cho slide. O ch& d6 soan thio nay cung cip ddy dd cdc phuong tién cin thiét va
thuin tién d€ tao nén mot trang slide hoan chinh.

Khung chita dan bai (Outline pane): Dung d€ t3 chifc va soan thdo ndi dung clia toan
bai bdo cdo, dinh dang van ban, thit tu cac slide.

Khung chita slide (Slide pane): Trong ch& do nay cho ta thdy hinh dang that sy clia cic
noi dung trén méi slide. O ch& do nay ta ¢6 th€ chén thém hinh anh, d6 thi, am thanh,
céc doan phim, hoat hinh vio mdi slide.

Khung ghi chii (Notes pane): Chita cac thdng tin ghi chi cho ndi dung cia céc slide.

. Slide sorter view: Ché& do hién thi nay gitip xem ndi dung clia tit ci cic slide trén ciing
mdt man hinh. N6 gidp cho viéc thém, bét, di chuyén, sip x&p cic slide ciing nhu viéc hiéu
chinh thdi gian va cdc hoat hinh giita c4c slide thém phan sinh dong. o) day ciing c6 thé xem
truc cdc hoat hinh trén cdc trang bing cdch chon cdc trang mudn xem va nhap nit Animation

preview & (rén thanh cong cu.

[€] Microsoft PowerPoint - [wWBRuralweek04-2001] =1 E3
] File Edit View Insett Format Tools Slide Show  Window Help = Iﬁllﬂ
" : F R
[mi=2 = S R A AR e R RSl = PACTE | @)
|§ | Mo Transition - - | | e Common Tasks = .
=
CHALLE MGE'S F R MG WA B GLIC “Aﬁ::s:l.i.f,:::ﬁ
1 Iraresae chee o eiey of e eed ol Yok che
rAnflrgriciore 4 el e Gl I v, ra b ST e
2 Wreresse byl oghe. sred seorarale s by Am e focad preadiicron gra wchi
SPRAEAT IV 4 Gater P arefaTing oA of ki an .
<r Wrramk ol ored Ineliword | deras rels whils Pead p iy 2red N | ireirasy ¢
e indrggrinl fessd prackcdan ared |rcares g CH0h € o LGt G WDAT T
Intumuhizned Feod Pelisy + b ndwios mulky: :.'-'ahr:-lrm ool b B A chbes L ng-carma focel
i i et s
) B et 0 e ey
3
SUILINE GF (1SRN LGN (L4 RS PN SRR ) HEHEH g SATRIAL UM IR AN B
WaaradraLpka e el (SR, 8 IRl g ingg atfaccie
4 el g froras work ke for Imigechon sred rinded rrckicoan b wd on
ER FPT e AR e s rstary, I smen e sndpaiy
4 Medredeescarorks ok b Irpams, core bering
= Loas e miene In s oA Infrasmeors sl = S con e el e derw ke sechehoein
k] i S AT ARt A
- Iilm:.l;:::;.lmh rankipe Laind Honch; Pt o iz a1l
I
= wiEE =] L2
Slide Sarter | Defaulk Design | i
Hinh 1.6. Ché d¢ Slide sorter view ciia PowerPoint
3. Mé va déng chuong trinh Powerpoint
a. Khoi dong chuong trinh Powerpoint
B1. Vao Start (gbc trdi phia dudi man hinh)
Thanh Phong 4 Microsoft PowerPoint
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B2. Chon Programs
B3. Chon & Microsoft PowerPoint, man hinh sau hién ra

[€] Microsoft PowerPoint == x|

JEiIe Edit Wiew Insert Format Tools Slide Show ‘Window Help

.

B I I |§ | Common Tasks »

InN=EE = AR E <@ 2 ..

PowerPoint

—Create anew presentation using

Eﬁw " AutoContent Wizard

" Design Template
& Blank presentation

% - Open an existing presentation

More Files...

™ pon't shaw this dialog box again

JD[awv hc-j|ﬂgtoshapesv\ \DO‘|&v£v&vE:§.e,
| | |

Hinh 1.7. Giao dién ciia PowerPoint

B4. Tit man hinh nay ta c6 thé bit ddu viéc tao nén mot bai trinh dién mdi hoic mé mot bai
trinh dién ¢6 s&n trén may.
- Céc thao tdc d€ tao mdt trinh di&én mdi sé trinh bay trong bai 2.
- DPé& md mot tap tin c6 sdn trén mdy ta chon ® Open an existing presentation, sau d6
chon tén tip tin cAn ma.
Ta c6 thé chon M Don’t show this dialog box again dé 1in sau khi khd dong
PowerPoint s& vao tryc ti€p man hinh 1am viéc bd qua giai doan nay.

B5. Nhap OK d€ vao man hinh 1am viéc ctia PowerPoint.

b. Déng chuong trinh PowerPoint

B1. Vao thanh thuc don (Menu), chon File

B2. Chon Exit d€ thoat chuong trinh. o) day, n€u Anh/ Chi chua lvu tip tin thi s& xuit hién
théng bdo nhic nhd. Chon Yes d€ luu tap tin, chon No dé€ khong luu va chon Cancel sé trd vé
man hinh lam viéc ctia PowerPoint

Microsoft PowerPoint

& Do wou want to save the changes you made ko Presentationl?

Mo | Cancel |

Thanh Phong 5 Microsoft PowerPoint
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Bai 2. Tao mdt trinh dién co bdn

Bai 2. Tao Mt Trinh Dién Co Ban

1. St dung AutoContent Wizard

B1. Khéi dong PowerPoint biing cdch chon Start, Programs, Microsoft PowerPoint. Hop

thoai PowerPoint xuat hién nhu hinh 2.1

Ghi chi: Ta ciing c6 thé khdi dong
AutoContent Wizard tit bén trong
PowerPoint bang cdch: Vao thuc don
File, chon New dé mé hop New
Presentation. Chon AutoContent
Wizard trén thé General va nhdp vao
nit OK. Hop thoai AutoContent
Wizard hién ra nhuw hinh 2.2.

PowerPoint EHE |

—iCreate a new presentation using

" Blank presentation

% [ Open an existing presentation

More Files. .. -
1. \PowerPoint PPTZ2000-loop
I...\PowerPaoint) PowerPoink2000

|y Docurnentsiba ke\baitap2

|y Documentsiba kel Baitapl Ll

™ Don't show this dislog box again

o]

Hinh 2.1. Hop thoai PowerPoint

B2. Chon niit © AutoContent Wizard va nhap OK. Hop thoai hinh 2.2 hién ra.

_ AutoContent \Wizard
Skart

Presenktation type
Presentation style B

Presentation options

Finish

Zancel |

2|

The AutoContent Wizard gets vou starked by
providing ideas and an organization Far wour

AutoContent Wizard - [Genenc] EE |

= Bachk | Mext = |

Hinh 2.2. Hop thoai AutoContent Wizard (budc Start)

Thanh Phong 6
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B3. Nhip vao nit Next dé qua budc ti€p theo nhu hinh 2.3

AutoContent Wizard - [Generic] B

Select the bype of presentation you're going to give
Stark

GENErC
Recommending a Strategy

Presentation bype Gereral Communicating Bad Mews

Business Plan

............................................

entation Corporate Financial Cverview
Project Overview
Presentation options Projects Rep_u:urting Progress or Sl:_atus
- Selling a Product ar Service
Finish Sales [ Marketing | |Marketing Plan
nish - Product)Services Owerview
Carnegis Coach Selling Your Ideas
Mativating & Team
Add. .. | Remove |

@ Cancel | < Back | Mext = | Finish |

Hinh 2.3. Hop thoai AutoContent Wizard (budc Presentation Type)

Tai buéc nay PowerPoint dua ra cdc miu trinh dién khdc nhau phan theo tiing nhém cu thé
cho ban lva chon.

B4. Ta chon mdt miu trinh dién phil hdp yéu cau nhat va nhap niit Next dé€ qua budc ti€p theo
nhu hinh 2.4.

AutoContent Wizard - [Generic] B

ot What bype of output will wou use?
Skark

(¥ (Cn-screen presentation

Presentation type " Web presentation

entation 3 (" Black and white overbeads
" Color overheads

Presentation options
" 38mm slides

Finish

Einish |

@ Cancel | < Back

Hinh 2.4. Hop thoai AutoContent Wizard (budc Presentation Style)

Thanh Phong 7 Microsoft PowerPoint
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“ A A A - R A, A
O day ta can chon mot ki€u két xuit
sau:

® On-screen presentation:
®© Web presentation:

N N « X N 2 A A1 R A, 2,
cho bai trinh di€n cua minh. C6é mot s6 ki€u két xuat nhu

Pé trinh dién bang PowerPoint
Xudt ra dang Web xem bang trinh duyét Web

©® Black-and-white overheads: Xudt ra dang Overhead dé in den trdng

® Color overheads:
® 35mm slides:

Xudt ra dang Overhead dé in mau
Xudt ra dang phim dwong bdn 35mm

B5. Ta chon mdt ki€u két xudt mong mudn va nhap nit Next qua budc k€& ti€p nhu hinh 2.5.

Stark
Presentation type
Presentation stvle

Presentation options

Finish

[l

AutoContent Wizard - [Generic] EH

Presentation kitle:

|Nhap tieu de chinh o krang dau tien

Items ko include on each slide;

Fooker: |Nha|:| dong ghi chu phia duai Hlide
[v Date last updated

[+ Slide number

Zancel | < Back | Mexk = | Einish |

Hinh 2.5. Hop thoai AutoContent Wizard (budc Presentation Options)

PowerPoint d€ nghi chiing ta nhip vao tiéu dé cho Slide dau tién trong bai trinh dién va nhip

va0 ndi dung cho dong tiéu dé cudi

mdi slide (footer). Ngoai ra, néu mudn c6 ngay thang va

s6 thif tu slide xuAt hién trén slide thi nhap chon M Date last updated va M Slide number.

B6. Sau khi nhdp ndi dung va

chon Iya xong ta nhap nit Next
sang budc k& ti€p (xem hinh 2.6)
r6i nhap nit Finish d€ hoan tat
qué trinh AutoContent Wizard.
Ta ciing c6 thé nhap niit Finish &
cédc budc trude d€ hoan tit nhanh
qud trinh nay.

Hinh 2.6. Hop thoai AutoContent
Wizard (budc Finish)

AutoContent Wizard - [Generic]

AutoContent Wizard

Those are all the answers the wizard needs
. to create your presentation!
Finish Choose Finish to view the document.

O

@ Cancel < Back | |
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Chuong trinh Gidng day Kinh t& Fulbright

Bai 2. Tao mdt trinh dién co bdn

2. Tao trinh dién dya trén mot trinh dién dang cé

Ta dang c6 mot bai trinh dién, chiing ta mudn giit lai ciu tric cta bai nay va thay vao dé noi
dung méi thi day 1a cdch nhanh nhat va tién 1¢i nhat d€ tao mot trinh dién mdi.

B1. Vao thyc don File ta chon Open, tim va md bai trinh dién ma ta mudn 14y cau tric.
B2. Vao thuc don File va chon Save As, hop thoai hinh 2.7 hién ra

Save As

|[:| ba ke

Save in:

.

j ¢=|@>(ﬁ'hol_5v

Presentationl
PresentationZ

Hinh 2.7. Hop

Kiéu dinh dang
cla tp tin

Vi tri thu muyc chita
tap tin trinh dién

GOo tén tap tin mdi
vao khung nay

File name:

thoai Save As

Ibaitapz

u Save I

Save as bype: IPresentation

,

[
j Cancel |

B3. Trong khung File name ta nhap vao tén tap tin cho bai trinh dién méi.
B4. Nhap niit Save. Sau d6 ta vao céc slide va nhap ndi dung mdi vao.

3. Tao trinh di&n béing cach sit dung mot miu dung sin (Design Template)

B1. Vao thuc don File ta chon New, sau d6 chon vao ngin Design Template.

Hew Presentation

Generd  Design Templates resentatiuns I
ol |Artsy Expeditiu:un Netwurk Elitz |
d |Azure Factury Natebuuk ;
Bl |Barmboo Fireball F‘ost Modern [ Preview
2 |Blends Gesture Pulse
Blue Diagonal Glabal Radar
IE!_l Blueprint High Yolkage Ribbons
=] |Bold Stripes Japanese Warves Ricepaper Carsmiipsum
Cactus La'\.-'erne Ramanesque ' t 1t n
Lnu:k and Key Sakura Wi
Marble Sandstane
Citrus Muuntain Saaring
=] | Construction Nature Straight Edge
Dads Tie Nean Frame Strategic
Hinh2.8. Hop 14l | B
thO(]i New K I Cancel |
presentation
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Chuong trinh Gidng day Kinh t& Fulbright

Bai 2. Tao mdt trinh dién co bdn

Nhap vao tén cia mot miu dung sin trong danh sdch & khung bén trdi va xem hinh 4nh minh

hoa cho miu nay & khung bén phai.

B2. Chon mdt miu ung y nhat va nhap nit OK. Hop thoai New Slide xuit hién va dwa ra mot

s0 ki€u bd tri cho ta chon lva.

Mew Slide

Choose an Autolawaout;

— — ] B Cancel
= = N
M| |=2=| || =

Title Slide

[T Don't show this dialog boz: again

|

Hinh 2.9. Chon mot kiéu bo'tri (layout) cho slide
B3. Chon mdt kiéu bd tri (layout) mong mudn va nhap nit OK.

B4. Nhip vao tiéu dé, va noi dung cho slide.

B5. D€ thém vio slide mdi ta vao thanh dinh dang (formatting toolbar) va nhip nit Common

Tasks, sau d6 nhap New Slide va chon kiéu bd tri cho slide mdi nay (Xem hinh 2.10)

il [&] Microsoft PowerPoint -

[Presentationd]

J File Edit Yew Inserk Format Tools Slide Show  Window Help | Acrobat | Wigkkey

I [=] E3
==l ]

D= ..|§J|gshg@’|nvnv@@ngml_mm

| J Tahama -4 - | B £ O 8 | = i= = Cormmon Tasks ~
1
. = Apply Design Template

airiim=o0ssE= 4| [Z
JDran \\QDD.-‘.|& -f A'E:E.mv

| Slide: 1 of 1 | Blusprint | Y

Hinh 2.10. Chen thém slide vao bai trinh dién
Thanh Phong 10
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Chuong trinh Gidng day Kinh té Fulbright Bai 2. Tao mét trinh dién co bdn

Lutu §: D€ thém slide méi ta ciing c6 thé vao thuc don Insert/ New Slide...
B6. Nhap vao tiéu dé, va ndi dung cho slide.
B7. Lap lai bu6c 5 va 6 d€ thém slide va ndi dung mdi vao bai trinh dién.
B8. Khi da hoan tat bai trinh dién vao thuc don File va nhip Save.

B9. Dit tén cho bai trinh dién trong khung File name, chon vi tri luu trit bai trinh dién, sau dé
nhap niit Save. (Xem lai hinh 2.7)

4. Ty thiét k&€ mét trinh dién

Doi khi ching ta mudn ty thiét k& tir ddu dén cudi bai trinh dién khong theo bat ky miu dung
sdn nao cua PowerPoint, khi d6 ching ta cé thé 1am nhu sau:

Cach 1.

B1. Khédi dong PowerPoint: Start, Programs, Microsoft PowerPoint, hop thoai
PowerPoint xuat hién (xem hinh 2.1).

B2. Chon © Blank Presentation va nhap nit OK
B3. Chon kiéu b6 tri mong mudn tir hop thoai New Slide (xem hinh 2.9), sau d6 nhap OK.

B4. Ta bit dau thi€t k& bai trinh dién theo ¥ minh.

Cach 2.

B1. Vao thanh thyc don File/ New, hop thoai New presentation xuit hién (xem hinh 2.8).
B2. Vao ngin General va chon Blank Presentation, sau d6 OK.

B3. Chon kiéu b6 tri mong mudn tir hop thoai New Slide (xem hinh 2.9), sau d6 nhap OK.
B4. Ta bit dau thi€t k& bai trinh dién.

5. Cac thao tac vdéi tap tin (files) va thu muc (folders)

Béng 2.1. Giai thich cdc nit trén thanh cong cu Standard

w Standard

DEES 8% tbad v-o- @H0W 3 TEamsse - 0
Nuit Tén Chiic ning
Tao mot trinh dién mdi vd md hop thoai New Slide,
[ New dé ban c6 thé chon mot trong nhitng cach trinh bay
slide khic nhau.

Thanh Phong 11 Microsoft PowerPoint



Chuong trinh Gidng day Kinh t& Fulbright

Bai 2. Tao mdt trinh dién co bdn

M4 hop thoai Open, d€ ban c6 thé m3 mot trinh dién

= 0 .
pen da c6 san.
E Save M4 hop thoai Save As, dé ban c6 thé luu trinh dién
hién hanh qua email.
= Print In trinh dién trén m4y in mic dinh.
e . Kiém tra chinh t4 va style (kiu ddng) ctia trinh dién
Spell
v peting hién hanh.
I Cut Cit d6i tugng hodc khoi vin ban duge chon, d€ xod né
khdi trinh dién va dua vao Clipboard.
Co Sao chép doi tugng hodc vin bdn dude chon va dua né
24 vao Clipboard (nhung khong xo4 khdi trinh dién).
i) Paste Dén ddi tugng da dudc sao chép hodc cit vio mot vi
tri dd dudc chon trong trinh dién.
— Fomat Sao chép kiu dinh dang cdia d6i tugng hoic vin bin
Painter dudc chon va 4p dung ki€u dinh dang d6 cho ddi
tugng khac khi ban click vao.
R Undo Huy bo tac dung cda thao tdc sau cuing.
a4 - Redo Thuc hién lai thao tdc vira bi huy bd trude do.
Insert M4 hop Insert Hyperlink, d€ ban c6 thé thyc hién mot
2 hvoerlink siéu lién két (hyperlink) dé€n mot trang Wed, mot dia
yp chi email, mot trinh dién document khéc.
Tabl d o L.
. B?)d:rsan Hién thi thanh cong cu Table anh Boders.
- Inser Cheén mot bang vao slide hién hanh theo s& dong va
Table cOt lya chon.
m Insert Chart Kich hoat Microsoft Garph d€ ban c6 thé chén mot
biéu db vao trong trinh dién ctia minh.
5 New Slid Hién thi hop thoai Ne~w Slide, d€ ban c6 thé thém mot
ew Slde slide mdi vao trinh di&n hién hanh.
I? Expand Al M4 rong khung outline d& hién thi tit ca cdc tiéu dé

cling nhu thin vdn ban cila ting slide.

Hién thi theo ding dinh dang vin ban trong khung

A Show Formatting outline

A Grayscale Xem trudc trinh dién dang grayscale (thang do xdm).
Preview

59 = Zoom Cho phép l’)an chon mot ti 1& phan trim d6 phéng dai
(tt 25% dén 400%) trong danh sach drop —down.
S Microsoft Kich hoat Office Assistant.

(z) PowerPoint

Help

Thanh Phong
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Chuong trinh Gidng day Kinh t& Fulbright Bai 2. Tao mét trinh dién co bdn

Bing 2.2. Mot s& phim tit thong dung trong PowerPoint

Thao tac Phim tit

Nhap chi s dudi, vi du H,O CTRL+ dau “=”
Nhiap chi s8 trén, vi du x* CTRL+ diu “+”

Chit dam CTRL+B

Chif nghién CTRL+I

Gach chéin vin ban CTRL+U

Chit hoa (nhip nhiéu 1dn sé& d6i xoay vong) SHIFT+F3

Sao chép vao clipboard (copy) CTRL+C

X6a mot tir truSe ddu nhdy CTRL+BACKSPACE
Dén ndi dung tu Clipboard vao CTRL+V

Luu tip tin CTRL+S

Chon tat c3 CTRL+A

Thut doan vin ban vao trong ALT+SHIFT+mii tén sang phai (=)
Kéo doan viin bdn ra ngoai ALT+SHIFT+mii tén sang trdi (€)
Tim ki€m CTRL+F

Chém mot lién két (hyperlink) CTRL4K

Cheén mot slide méi CTRL+M

Tao mot slide méi gidng y slide hién hanh CTRL+D

M4 hop thoai Open CTRL+O

M4 hop thoai diéu chinh Font CTRL+T

In 4n CTRL+P

Ldp lai thao tdc sau cing F4 hoic CTRL+Y
Trinh dién (Slide show) F5

Nhay dén khung lam viéc khéc trong man F6

hinh PowerPoint

Trd lai khung lam viéc truée do SHIFT+F6

Bé 1énh vira thuc hién CTRL+Z

a. Luu mét tdp tin trinh dién

B1. Nhap vao niit Save = trén thanh cong cu (Standard toolbar). Hop thoai Save As s€
xudt hién (xem hinh 2.7). Ta ciing c6 thé g t6 hop phim tit Ctrl+S d€ md hop thoai nay
hoidc vao thuc don File va chon Save.

B2. Vo Save in d€ chon vi tri thw muc ma ta mudn dit tap tin vao doé.
B3.0 muc File name, ta nhip vao mot tén cho tap tin trinh dién.

B4. Chon kiéu dinh dang tap tin tir danh sdch x4 xudng tai Save as type. (Xem bang 2.1)

Thanh Phong 13 Microsoft PowerPoint



Chuong trinh Gidng day Kinh té Fulbright

Bai 2. Tao mdt trinh dién co bdn

Béng 2.3. Céc loai file cia powerpoint

Loai tap tin (file) Phanmd | o qua
rong

Presentation PPT Luu nhu mdt tap tin (file) trinh dién binh thudng clia
PowerPoint.

Trang wed (wed HTM Luu nhuy mot tap tin (file) trinh dién dugc md trong

page) mot trinh duyét Web.

PowerPoint 95 PPT Luu du6i mot dang cda phién ban PowerPoint truGe
day.

Presentation cla PPT Luu nhu mot tp tin (file) trinh dién ma ban cé thé mé

PowerPoint 97 — 2000 trong PowerPoint 95, 97, hoac 2000.

va 95

PowerPoint 4.0 PPT Luu nhu mot tap tin (file) trinh dién clia PowerPoint
4.0

Kiéu miu thiét k& POT Luu nhu mdt ki€u mau thi€t k&€ ma ban c6 thé s dung

(Design Template) cho cdc tap tin (file) trinh dién sau nay.

PowerPoint Show PPS Cho phép ban van hanh trinh dién mdt cich tryc tiép
nhu trinh chi€u mot slide.

PowerPoint Add-In PPA Luu nhu mot add — in tuy y.

Dang GIF (graphical | GIF Luu nhu mot tap tin (file) dd hoa d€ diing trén Web.

interchange format)

Dang JPEG IPG Luu nhu mt tip tin (file) dd hoa d€ dung trén Wed.

Dang PNG (portable | PNG Luu nhu mdt tap tin (file) 4nh dd hoa d€ dung trén

netword garphic Wed.

Dang Bitmap BMP Luu nhu mdt dnh dd hoa bitmap.

Windows Metafile WMF Luu nhu mot dnh d6 hoa.

Outline/RTF RTF Luu nhu mot dan bai.

Dang TIF (tag image | TIF Luu nhu mot dnh dd hoa dang TIFF.

file)

b. Mé mot tdp tin trinh dién

Tu

B1. Tir bén trong man hinh ciia PowerPoint ta nhip vao niit Open trén thanh cong cu
(Standard toolbar). Hop thoai Open s& xuit hién nhu hinh 2.11. Ta ciing c6 thé md hop
thoai ndy biing t6 hgp phim Ctrl+0 hoic vao thuc don File va chon Open.

Thanh Phong 14 Microsoft PowerPoint



Chuong trinh Gidng day Kinh t& Fulbright Bai 2. Tao mét trinh dién co bdn

Delete
Search the Web Create New Folder
Up One Level Views
Back Tools

Look in: II:lF‘ j ®|@}(ﬁvhnl§v

o
A Gigithigutdng quat

“ -~ FowerPoint 2000
‘ e.‘:.

v Documents IR R Bai vy idit 0y vl 5f 60§ dige en
My Docurnents B v’éyl’gm-lerﬂut';l. SR

n O3 A0-15 pri 08 age 1EL B ddy.
ity oz 0G4 BEW L O 0 gd

L

- Q: TR T T TRV |
= 3B IR GELQEW SL Bai Nubag 0dd e
|

LEL 100 o W0 OB dady xed ol

Favarites

ﬁ' File: name: I j Fo B |-
Web Folders . i i
Files of bype: I-':'-ll PowerPoint Presentations l{"‘-II'II"IJ"‘-l:'l:'si*'lz":":"*'l-'t'-'-"'*'lj LEE"

Hinh 2.11. H)p thoai Open

B2. Chon thu muc chifa tip tin trinh dién tai danh sdch x& xuong Look in.

B3. Chon tap tin trinh dién va nhap niit Open d€ m4 tap tin.

C6 nhiéu tily chon khi mé tap tin: Nhap vao diu x8 xudng tai nit Open LE_ZEE B

- Open Read-Only: M3 tap tin chi cho phép doc. (N&u ta c6 thay ddi trén tap tin va
mudn luu tAp tin ndy thi vao thuc don File, Save As dé luu v6i mot tén khic.)

- Open As Copy: M tap tin trinh dién nhu mdt ban sao clia ban géc.

- Open in Browser: M& mot tip tin trinh dién & dang trang Web bing trinh duyét mic
dinh trong mdy tinh cda ban.
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Chuong trinh Gidng day Kinh t& Fulbright Bai 2. Tao mét trinh dién co bdn

c. Xoa (delete) tdp tin

D€ x6a mot tap tin trinh dién ching ta luu y tip tin d6 phai dudc déng lai. C6 thé x6a theo
cach sau:

B1. Nhap niit Open = tir thanh cdng cu hoic vao thuc don File, Open (Ctrl+0) d€ md
hop thoai Open.

B2. Chon tap tin can x6a va nhap niit Delete X dé x6a tap tin.

B3. Nhip niit Cancel d€ d6ng hop thoai lai.

Luu ¥: Ta ciing ¢6 thé st dung trinh qudn 1y thu muc va tip tin Windows Explorer ctia
Windows hoic bat ky cong cu nao khic d€ thuc hién cdng viéc nay.

d. Ddi tén (remane) tdp tin

B1. Nhap niit Open = tif thanh cong cu hoic vao thuc don File, Open (Ctrl+0) € md
hop thoai Open.
B2. Chon tap tin can ddi tén va nhap phdi chudt, mot thyc don tit hién ra nhu hinh 2.12.

open ()

Lok in: II:lF‘ j - |@ X 5 E3 - Tooks ~
—

PPTZ000-loop.  DPen
Open Bead-Only

g Open az Copy #
e i Gidi thigu tng quat

“' - - FowerPoint 2000
S how e

My Diocurments Quick Yiew [ Eda: '-\?Ey ﬂi:ﬁ:lfgﬁ. TR

e (i e, n G 10-15 puid 08 age 1EL i vdy.

Diod g csiic did, BEW Lo O Qi ooy,

& Addtoarchive... o
1] 2 " KEjiLE P ELwd I
& Add to "PowerPoint2000.rar ﬂ "y 1;.%;?.:.5.2:5[ b ,.m .:]g adi e
LEL i o W0 0E gy e il
Send To r
Cuit
Copy

Create Shartcut

File marne: I Delete j (= Open *I
: Rename
Files of tvpe:  |all F * pob;*. htm;*.| = Cancel |

Properties

Hinh 2.12. Thuc don tdt
B3. Nhiap chon Rename
B4. Nhap vao tén mdi cho tap tin xong gd phim Enter.

Ghi chii: Ta ciing c6 thé chon tap tin, nhAp chudt cham rii 2 1an vao tap tin (hoic gd phim
tat F2) va ddi tén mdi cho tap tin.
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e. Sao chép (copy) tdp tin

B1. Nhap niit Open ~ tir thanh cdng cu hoidc vao thuc don File, Open (Ctrl+0) d€ md
hop thoai Open.

B2. Chon tip tin cin sao chép va nhap phdi chudt dé md thuc don tit (xem hinh 2.12)
B3. Nhap chon Copy.

B4. Nhap phdi chudt vio viing trong bat ky trong khung bén trdi clia hop thoai Open dé
md lai thuc don tit.

B5. Nhap chon Paste.

Ghi chii: Ta ciing c6 thé chon tap tin, g6 t& hgp phim tit Ctrl+C sau d6 gd Ctri+V.

f. Di chuyén (move) tdp tin
B1. Nhap niit Open - ti thanh cdng cu hoic vao thuc don File, Open (Ctrl+0) d€ md
hop thoai Open.

B2. Chon tip tin cin di chuyén va nhap phdo chudt dé md thuc don tit (xem hinh 2.12)
B3. Nhap chon Cut.
B4. Chon vi tri thu muc (folder) cin di chuyén dén.

B5. Nhap phai chudt vao viing trong bat ky trong khung bén trdi cia mot thoai Open dé
md lai thuc don tit.

B6. Nhap chon Paste.

Ghi chii: Ta ciing c¢6 thé chon tp tin, go t& hop phim tit Ctrl+X, chon thu muc mudn di
chuyén dén va go Ctri+V.

g. Chon nhiéu tdp tin dé mé, xéa, di chuyén

B1. Nhap niit Open = ti thanh cdng cu hoidc vao thuc don File, Open (Ctrl+0) d€ md
hdp thoai Open.

B2. Nhap chon tip tin dau tién.

B3. Nhan phim Shift (hoic Ctrl) @éng thdi diing chudt nhap vao tén céc tap tin khic dé
chon.

B4. Sau d6 ta c6 thé thyc hién cic thao tdc nhu di trinh bay & trén d€ md, x6a di chuyén
céc tap tin.

Ghi chii: Giit nhan phim Shift + nhép trdi chuét d€ chon céc tap tin mot cach lién tuc. Giit
phim Ctrl + nhép trdi chugt d€ chon céc tap tin cdch khodng nhau.
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h. Thay déi thu muc lam viéc mdc dinh trong PowerPoint

bé thay d6i thu muc 1am viéc mic dinh ctia PowerPoint ta 1am nhu sau:
TU man hinh lIam viéc ciia PowerPoint:

B1. Vao thyc don Tools, chon Options. Hop thoai Options hién ra nhu hinh 2.13

B2. Vao thé Save ctia hop thoai.

B3. Tai Default file location ta nhap vao dudng din méi cho thu muc mic dinh l1am viéc
ctia PowerPoint. Vi du trong hinh 2.13, ta thdy thu muc lam viéc mic dinh ctia PowerPoint

la C:\My documents\

Options |

Wig I General I Edit I Print  Save |5pelling and Skyle I

—Save options
¥ allow Fast saves
™ Prompt For file properties

v Save AutoRecover info every |1III E minukes
v Convert charts when saving as previous version

Save PowerPoink files as:
IF‘DwerF‘Dint Presentation j

Ciefaulk File location:
IC:'I,My Documents),

Cancel |

Hinh 2.13. Hjp thoai Options ctia PowerPoint
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Bai 3. Hiéu Chinh Trinh Dién

Sau khi da tao mot bai trinh dién, ching ta ti€n hanh cdc chinh stra va tuy bié€n cho phu
hdp. Trong bai ndy trinh bay cdch thao tdc va 4p dung mdt s6 chic ning chinh cla
PowerPoint.

1. CAC THAO TAC VOI CAC SLIDE
a. Chen thém slide

Cédch 1. Tu thanh thyc don Insert, chon New Slide, hdp thoai New Slide hién ra. Chon
ki€u bd trf mong mudn va nhap niit OK.

Cé4ch 2. Nhap nit New Slide = tur thanh cong cu (Stadard toolbar), hdp thoai New
Slide hién ra. Chon kiéu bd tri va nhap niit OK.

Céch 3. Nhap nit Common Tasks, chon New Slide tir thanh dinh dang (Formating)

Ciéch 4. G6 t6 hdp phim tit Ctrl+M d€ md hop thoai New Slide. Chon kiéu bd tri va nhap
nit OK.

Mew Slide |

Choose an Autolawyouk;

Bulleted Lisk

[T Don't show this dialog box again

[

Hinh 3.1. Hop thoai New Slide

b. Nhdén ban (duplicate) slide
P& nhan ban cic slide trong bai trinh dién ta 1am nhu sau:

B1. Vao ché& d6 hién thi Slide Sorter B =5/
B2. Chon mdt hoic nhiéu slide mudn nhan ban. (Gii Shift hodc Ctrl khi nhdp chon slide).
B3. Vao thyc don Edit, chon Duplicate hoic gd t6 hgp phim tit Ctrl+D.
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c. Di chuyén va sao chép cdc slide giita cdc trinh dién

B1. M4 hai trinh dién.

B2. Viao Window, chon Arrange All d€ sip x&p 2 bai trinh dién cho dé& nhin.
B3. Chuyén c3 hai bai trinh dién sang ch& do Slide Sorter (xem hinh 3.2)

Microsoft PowerPoint
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Hinh 3.2. Hai trinh dién & ché dé Slide Sorter

B4. D€ di chuyén slide ban d6 trong bai trinh dién bén khung trdi sang bai trinh dién bén
khung phai ta nhap chudt chon slide ban d6 d6 va nim giif chudt kéo d&n bai trinh dién &
khung bén phai rdi tha chudt ra. Slide ban d6 di dudc di chuyén (xem hinh 3.3).

Miciosoft PowerPoint
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Hinh 3.3. Slide bdn dé sau khi da di chuyén
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B5. D€ sao chép Slide bdn d6 tr bai trinh dién & khung bén trdi sang bai trinh dién &
khung phai ta nhap chudt chon Slide bdn d d6, sau d6 nhip niit Copy trén thanh
cong cu, nhap chudt vao vi tri mudn dan Slide vao & trinh dién bén khung phdi va nhap
nit Paste & trén thanh cong cu. Slide da dudc sao chép (xem hinh 3.4)

& Microsoft PowerPaint BEE:

]Eile Edit Miew Insert Format Tools Slide Show Window Help

IDNed[&F|s=ns oo e BE0m e =

7o -|@,

IE“ i '&|@|@‘|E Common Tasks «
& WBRuralweek04-2001 [Read-Only] M[=1E3|| 5§ PowerPoint2000 [_[O]
=L Giink g gua J
&  rawaiFainzom
2
! | Fa

£ @0 il oo

e ——— F v 0 o £ 130 nl v o dils -
m=oED A HZ|lm=oEe | a7
| Slide Sarter | IntraPPT

Hinh 3.4. Slide bdn do sao khi dugc sao chép
d. Xéa bo cdc slide
C6 nhiéu cdch x6a slide trong PowerPoint, sau diy 1a cdch don gidn

B1. Vio ché do hién thi Slide Sorter B = (&)=
B2. Chon mdt hoic nhiéu slide mudn x6a. (Giit Shift hodc Ctrl khi nhdp chon slide).
B3. Nhian phim Delete tit ban phim hoic vao thuc don Edit, chon Delete Slide.

Ghi chii: Nhan nit Undo '*? ™ hoic phim tit Ctrl+U hoic vao thuc don Edit, chon Undo
dé hity bd 1énh vira thuc hién.

e. Sdp xép lai cdc slide

Khung outline gitip ta c6 thé sip xé&p lai cic slide bing cdch: chon biéu tudng clia slide
mu6n di chuyén va nim giit chudt kéo né t6i vi tri méi trong khung outline va th3 chudt ra.

N&u c¢6 sy thay d6i 16n trong trinh ty giita cdc slide, chiing ta nén vao ch& do hién thi Slide
Sorter dé sip xé&p lai. Cach 1am nhu sau:
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B1. Vao ch& d6 hién thi Slide Sorter bing cich nhdp vao nit B=C5)F
thuc don View, Slide Sorter (xem hinh 3.5)

Microsoft PowerPoint - [PowerPoint2000. ppt]
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Hinh 3.5. Ché dé hién thi Slide Sorter
B2. Nhap phim trai chudt 1én Slide mudn di chuyén (khong tha chudt)
B3. Dung chudt kéo slide dén vi tri méi va thd chuodt ra.

B4. Lip lai buSc 2 va 3 cho dén khi hoan thanh cong viéc sip x€&p.

\ A~ N [N .
J. Lam an va hi¢n slide
\ A~ .
Lam an slide

B1. Vao ch& d6 hién thi Slide Sorter bing cich nhdp vao nit B= i“ hoic vao
thuc don View, Slide Sorter (xem hinh 3.5)

B2. Nhap phai chudt 1én slide ma ta mudn 4n, mot thuc don tit hién ra nhu hinh 3.6.
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Hinh 3.6. Thanh thyc don tdt trong ché dé Slide Sorter

B3. Chon Hide Slide d€ an slide. C4c slide bi 4n s& khong dugc trinh chi€u & ch& do Slide
Show va trong ché Slide Sorter cdc slide an ¢6 ky hiéu 2l & géc dudi bén phai.
B4. Lip lai budc 2 va 3 dé 4n céc slide khéc.

A FA A .
Bo ché do an slide

B1. Vao ch& d6 hién thi Slide Sorter bing cich nhip vao nit B=LEE)F  hoic vao
thuc don View, Slide Sorter (xem hinh 3.5)

B2. Nhap niit phdi chudt vao slide c¢6 c6 ky hiéu Bl § géc dusi bén phdi, mot thuc don tit
hién ra.

B3. Nhap chudt vao Hide Slide, ky hiéu & géc dudi bén phai sé€ bi€n mat.

B4. Thyc hién buéc 2 va 3 cho cic slide 4n khac.
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2.SU DUNG SLIDE MASTER & TITLE MASTER
Slide master

PowerPoint cung cAp mot ki€u slide rit dic biét 1a Slide master. Slide master diing dé quan 1y
cic dic tinh clia vin ban (master text) nhu: ki€u font, size, mau chit ciing nhu quin 1y mau
nén va cdc hiéu tng, ... Ngoai ra slide master con quin 1y ddi tugng footer, ngay, thdi gian va
ddnh s0 slide.

Khi ching ta mudn thuc hién mdt sy thay ddi vé hinh ddng clia tit ca cdc slide khong nén thao
tdc riéng 1& trén tiing slide ma nén dung slide master. Ban chi cin thay ddi trong slide master
thi PowerPoint s& ty dong cip nhat sy thay d6i d6 cho tit ci cdc slide va ca cic slide thém
vao sau do.

Placeholder for
zlide title

Third lewel

= : Flacehalder for
Foarth lewl zlide text

Fifth leve]

Picture appears
on all slides.

Footer placeholders

Ban nén dung slide master dé 1am cdc viéc sau: thém hinh 4nh, thay d6i nén, mau nén, kich
thudc cac placeholder (footer, date/time, slide number), thay d6i kiéu font, kich thudc font va
mau font,... va ddc bi€t la d4p dung c4c hiéu ing.

Title master

Lam cho Title Slide khic vdi cdc slide khdc trong trinh dién ta dung Title master. Sy hiéu
chinh Title master chi 4nh hudng dén cdc Title Slide, diéu nay rat c6 ich khi t4 mudn nhin
manh slide md dau cho cdc phan nodi khdc nhau trong trinh dién. Luu ¥ nén thuc hién hiéu
chinh Slide Master trudc khi hiéu chinh Title Master vi cic dinh dang cua Slide master sé
ap dung cho ca Title Master.
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[iH]
ik
EHH

Title Slide

ﬂ
T

Hiéu chinh Slide Master hoic Title Master
B1. Vao View, chon Master, va chon Slide Master hoic chon Title Master

B2. Thyc hién céc thay d6i theo y mudn nhu di néu & trén. Tham khdo cdc phidn huéng din
khac vé hiéu chinh slide dé thyc hién & bu6c nay. Luu y trong ché do Slide master hoic Title
master ta c6 thé thuc hién hau hét cdc sy hiéu chinh giéng nhu d6i v6i ché do hiéu chinh
slide binh thudng.

B3. Nhép vao nit Close trén thanh cong cu Master thodt khdi ch&é do Master

Luu ¥: N&u thanh cong cu Master khong hién ra, ban c6 thé€ goi né ra biing cdch vao thuc don
View, chon Toolbars va chon Master.

3. THAY POI DANG VE CUA TRINH DIEN SUDUNG MAU DUNG SAN

Ching ta c6 thé dé dang thay ddi mot ki€u miu dyng sin ma ban didu di dp dung cho trinh
dién. Cdc budc thuc hién nhu sau:

B1. M& hop thoai Apply Design Template c6 nhiéu c4ch:
C1. Vao thuc don Format, chon Apply Design Template.
C2. Nhap niit Common Tasks, chon Apply Design Template tir thanh dinh dang.

Hop thoai Apply Design Template sé xuat hién nhu hinh 3.7.
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Apply Design Template EE
Loak in: I[:I Presentation Designs j = | @ w ﬁ Iv Tools =
FY

Artsy - st sk

Azure =2 Details

'3' | Properties
nds = .

Blue Diagonal [ iy EPFEL

Blueprink |T by Mame

Bold Stripes by Type

Cactus by Size

Capsules

al | adars
Checkﬂrs = Waqra alquam
Cikrus . Everd baHon ulamoopeer susdpk kobos nld o

Alulp = =4 com
Construckion
Dad" s Tie
Expedition
Fackory
Fireball ;I

File name: I j (= Agply |

Files of bype: IDesign Templates j Cancel

irng

nibh edsmod

Wie |:| Fo I Ij 2r's

:

Hinh 3.7. Hop thoai Apply Design Template

Cdc tuy chon cia nit View:

List: Chi liét ké danh sdch cdc tén cia cdc mau dung sin

Details: Liét ké danh sich cdc tén cda cdc miu dung sin c6 keém theo thong tin vé
kich thudc, loai, va ngay cip nhat clia miu dyng sin.

Properties: Liét ké danh sach cdc tén clia cdc mau dung sdn c6 kém theo thong tin vé cic
thudc tinh clia mAu dung sin.

Preview*: Cho phép xem truéc mau dung sin khi ta nhap vao cdc tén clia cdc miu dyng

sdn & khung bén trdi.
Arrange Icons: Céc tuy chon sdp x&p cdc mau dung sdn theo: tén, loai, kich thudc va ngay.

B2. Nhap vao tén cdc miu dung sin va xem trude ting ki€u mau dung sin gitip ta c6 thé dé
dang chon mot ki€u miu thich hop.

B3. Khi dd chon dugc mdt ki€u mau thich hop, nhap niit Apply. PowerPoint s& 4p dung ki€u
mau duge chon cho trinh dién va thay ddi toan bo céc slide theo ki€u miu mdi nay.

Ghi _chi: Noi chita cdic miu dung sin trong thu muc sau: C:\Program Files\Microsoft
Office\Templates\Presentation Designs\
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4. TAO CAC HIEU UNG PHOI MAU VA MAU NEN
a. Ap dung hi¢u ving ph6i mau dung sdn

B1. Chon thuc don Format, Slide Color Scheme d€ mg hop thoai Color Scheme va chon
thé Standard nhu hinh 3.8 duéi day.

Color Scheme EHE |

Standard | Custom I

—icolor schemes Apply to Al
Titla Titla Title |
= Bullet = Bullet = Bullet Apply
= |:|:D] > H:I] » H:D:l Cancel |
Title Title Title
= Bullat = Bullet = Bullat Preview |

B jpll] | il | B9 ]

Title Title in f e
= Bullet = Ballet Tip Far mew @
sers
IUse a light background For

B il | B T
overheads and a dark

Delete Scheme | background For on-screen
- presentations and 3Smm

slides,

Hinh 3.8. Hop thoai Color Scheme dé chinh sita cdch phéi mau cho trinh dién

B2. Trong khung Color Schemes, ta nhap chon cdch phdi mau méi. Mudn xem tru6c hiéu
ting clia sy thay ddi ta nhap nit Preview.

B3. Nhap chudt vao nit Apply dé€ dp dung ki€u phSi mau vira chon cho Slide hién hanh.
Nhap chudt vao nit Apply to All &€ 4p dung kiéu phdi mau cho toan bd trinh dién.

b. Tao mot hi¢u ving phoi mau

B1. Chon thyc don Format, Slide Color Scheme dé md hdp thoai Color Scheme va chon
thé Custom nhu hinh 3.9 dudi day.
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Color Scheme |

Standard “ustom |

B Title text

I_ Fills Erevies

I_ Accent

I_ Accent and byperlink.
I_ Accent and Followed byperlink

 Scheme colors apply ko Al
Background
g : Apply |
Text and lines
I_ Shadows Ln:ell

Title of Slide
= Bullet kext

Change Calar. .. | D

Eddlfs Standard Seheme |

=

Hinh 3.9. Thay doi mau ciia cdc viing trong bai trinh dién

B2. Chon ddi tugng mudn thay d6i mau, trong khung Color Schemes c6 cic ddi tugng sau:

Background: Mau nén clia slide

Text and lines: Mau cida vin ban va cdc dudng ké

Shadows: Mau ctia bong md

Title text: Mau cda tiéu dé

Fills: Mau t6

Accent: Mau cta ky hiéu diu dong.

Accent and hyperlink: Mau ctia ky hiéu dau dong va siéu lién két.

Accent and followed hyperlink: Mau ciia ky hiéu diu dong va siéu lién két theo sau.

B3. Nhap vao nit Change Color dé md hop thoai diéu chinh mau tuong ng, vi du ta mg
hop thoai diéu chinh mau cia Background Color nhu hinh 3.10

Background Color 7 x| Background Color 2=l
| Custom | Standard ~ Custom |
Colors: Colors
Cancel
o] conl |
Hue: [170 = Red:  [175 = hlew
* ‘ sat: [255 = Green: [175 =
Lum: [215 = Blug: |z55 =
Current Zurrent

Hinh 3.10. Chon mét mau chudn trong s6 256 mau hodc ty tao mau méi
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B4. Ta chon mot mau tir bang mau chuén (Standard) hoic tao mot mau mdi tir bang mau
ty tao (Custom). Hop New — Current s€ gilp ta so sinh mau mdi (New) chon va mau
hién hanh (Current).

B5. Nhap niit OK d€ quay trd lai hop thoai Color Scheme.

B6. Nhap niit Preview d€ xem tru6c mau mdi trong bai trinh dién.

B7. Nhip nit Apply d€ ap dung phdi mau méi cho Slide hién hanh hoic nhip nit Apply
to All @€ 4p dung phdi mau cho tat c3 céc slide trong bai trinh dién.

B8. Vao lai hop thoai Color Scheme, chon thé Custom va nhip vao nit Add As Standard
Color Scheme néu ta mudn thém phdi mau nay vao danh sdch cdc phdi mau co ban trong
thé Standard. P& x6a mot phdi mau, ta chon phdi mau va nhap nit Delete Scheme.

c. Ap dung mot mau nén

Ap dung mau nén cho cic slide chiing ta 1am theo cdc buéc sau:
B1. Vao thuc don Format, Background d€ mé hop thoai Background nhu hinh 3.11.

Background EE3

—Background Fill

Apply to All |
<& Title of Slide Apply
+ Bullet bext
Cancel |
Erewien |
=

[ omit background graphics From masker

Hinh 3.11. Hép thoai Background dé chon mau nén cho slide
B2. Nhp vio nit x3 xung ¥l dé hién ra bing mau, hiy chon mot mau mong mudn.

B ackground Ed E2 |

—Background fill ——— apply ko Al |

<@ Title of slide Apply
« Bullet texk
D |:| Cancel |

ErEiE |
| [

|:|||:| Automatic |
UNUOEBEOU

ONOEO00 .

masker

More Colors, ..
Eill EFfects. ..

Hinh 3.12. Cdc mau tix danh sdch xé xudng
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Né&u bidng mau khong ¢6 mau vira ¥, hdy nhap vio More Colors... d€ md hop thoai Colors
cho ta tha hd lya chon. Trong hop thoai Colors c6 hai thé Standard (mau chuin) va
Custom (mau ty tao) nhu hinh 3.13. Hay chon mot mau cé sdn tir bAng mau chuin hoic
tao ra mot mau méi tif bAng mau ty tao va nhap niit OK dé€ trd vé hop thoai Background.

Colos IS
! custom | Standard | Custom’
Colrs: Colrs:
i i . Zancel |
Hue: |42 = Red: [255 =] Mew
" ‘ sab [255 = green: [255 2
Lorn: (230 = Bluer 204 =
Current Current

Hinh 3.13. Bang mau chudn va bdng mau tu tao

B3. Nhap niit Apply d€ dp dung cdc hiéu &ng di chon cho slide hién hanh, hodc nhap nit
Apply to All &€ 4p dung cho toan b trinh dién.

d. Ap dung hi¢u ving Gradient cho mau nén

D& 4p dung hiéu ting gradient ta 1am cdc budc sau:

B1. Vao thuc don Format, Background dé mé hop thoai Background (xem hinh 3.11)
B2. Nhap vio niit =l ag hién bang mau, ta chon Fill Effects € md hop thoai Fill Effects.
B3. Chon thé Gradient nhu hinh 3.14

Fill Effects EE
: | Texture I Pattern | Pickure |

Colors LI

Cancel

" one calor
" Two colors
" Preset

Shading styles CMariants
" Horizontal

" Werkical

" Diagonal up :l

" Diagonal down Sample:

- From corner
" From title

Hinh 3.14. Hop thoai Fill Effects — Hiéu ung Gradient
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B4. Trong khung Colors c6 mot s6 ty chon sau:

® One Color:

® Two colors:

®© Preset:

® Horizontal:

® Vertical:

® Diagonal Up:

® Diagonal Down:

Ap dung mét hiéu tng gradient v6i mot mau duy nhit. Hiy chon
mau tir danh siach x6 xudng va dung thanh cudén ngang d€ chinh
d6 dam nhat.

Colar 1:
' L ]
& Two colors I j
" Preset j J ﬂ
Drark Light

. < ~ N . e e ~
Chon hai mau mong muon tif hai danh sdch x6 xudng.

olors

Color 1
€ one oo [—]
& Two colors

Colar 2;
" Preset

[

Hién thi mot danh sach x8 xudng clia cdc tiy chon két hgp mau
dung sin. Chon va xem két qud phia dudi.

—Colors
Preset caolars:
:’: One caolar Early Sunset -
Two colors Eatly Sunset -
% Preset b
MightFall
Daybreak -
Horizon
Desert ;I
B5. Trong khung Shading Styles c6 cédc tily chon hiéu @ng tuong (ng nhu sau:
Nim ngang
Thing ding
Xién lén
Xién Xu6ng
Tu gbc

® From corner:
® From title:

Tir tiéu dé

Céc hop Variants va Sample s€ cho ta xem trudc nhitng tdc dung ctia nhitng chon lua.

B6. Nhap vao nit OK d€ quay lai hop thoai Background.

B7. Trong hdp thoai Background c6 thé chon Preview d€ xem tru6c cdc hiéu dng trudc khi
4p dung ching. Nhap nit Apply d€ 4p dung hiéu ing cho slide hién hanh hodc nhap nit
Apply to All &€ 4p dung hiéu ng cho toan bai trinh dién.

B8. Nhap vao nit OK d€ déng hop thoai.
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e. Ap dung hiéu ving Texture cho mau nén

Pé€ 4p dung hiéu ing Texture 1am theo cic budc sau:

B1. Vio thuc don Format, Background d€ md hop thoai Background (xem hinh 3.11)
B2. Nhap vao niit x§ xudng ~l dé hien ra bang mau, ta chon Fill Effects € md hop thoai
Fill Effects.

B3. Chon thé Texture nhu hinh 3.15

Fill Effects |

Gradient  Texture IF‘attern | Picture I

Texture:

Zancel |

Recvcled paper

Sample:

Other Texture. .. I

Hinh 3.15. Hop thoai Fill Effects — Hiéu vng Texture

B4. Dung thanh cudn dé€ xem cic texture phia dusi va tim miu ua thich. Chon miu dé va
nhap vao nit OK d€ quay lai hop thoai Background.

BS5. Trong hop thoai Background, nhap Preview dé xem trudc hiéu tng trudc khi 4p dung
chiing. Nhap Apply dé€ ap dung hiéu tng cho slide hién hanh hodc nhip Apply to All dé
4p dung hiéu ng cho toan bai trinh dién.

B6. Nhap nit OK dé déng hop thoai.

Ghi _chii: N&u khong c6 texture vira ¥, ta c¢6 thé nhap mot hinh tir ngoai vao lam texture.
Nh4p vio niit Other texture dé md hop thoai Select Texture nhu hinh 3.16.

Sau d6 tim dén thu muc chita cdc hinh 4nh mong mudn, chon hinh d6 va nhap niit Insert
dé chap nhan hinh d6 1am texture mdi. Ban c6 thé st dung né nhu cdc miu texture khac.
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Lok in: ll:l Windows j = | & ¥ O + Tools -

Content.gif =]
B Hinbell, gif

By Hipcd  aif

E’ Hlpaglobe. gif

E’ Hiplogo. gif

E’ Hlpstepl.gif

E’ Hlpstepz.gif

B Hipstepa.gif

#7] Houndstooth, bmp

7] Pinstripe bmp

Setup.bmp)
3] Straw Mat,brap
371 Tiles bmp
¥ Triangles. bmp
¥ Warves, bmp
@ winlogo, gif -

; § File name: I j |Inserl:| _I

Web Folders :
Hid Files of type: |P.II Pictures (*.emf,'*.me,‘*.jpg,‘*.jpeg;*.jFiF;*.jpe,‘*.pngj:j Cancel |

Hinh 3.16. Hop thoai Select Texture

f. Ap dung hiéu iing Pattern cho mau nén

Pé 4p dung mot hiéu tng pattern 1am theo cic budc sau:

B1. Vio thuc don Format, Background d€ md hop thoai Background (xem hinh 3.11)
B2. Nhip vao niit x§ xudng T| dé hién ra bing mau, ta chon Fill Effects d& md hop thoai
Fill Effects.

B3. Chon thé Pattern nhu hinh 3.17

Fill Effects |

Patkern: Ll

Zancel

Sample:

Foreground; Background;

[ =] =

Hinh 3.17. Hop thoai Fill Effects — Hiéu wing Pattern
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B4. Chon cidc mau Foreground (mau chif) va Background (mau nén), rdi sau d6 chon
kiéu Pattern trong s cic pattern c6 sin.

B5. Nhip OK d€ quay lai hop thoai Background

B6. Trong hop thoai Background, nhap Preview dé xem trudc hiéu tng trudc khi 4p dung
chiing. Nhap Apply dé€ 4p dung hiéu tng cho slide hién hanh hodc nhip Apply to All dé
4p dung hiéu ng cho toan bai trinh dién.

B7. Nhap niit OK dé€ déng hop thoai.

g. Ap dung higu ving hinh anh (Picture) cho mau nén

DE 4p dung hiéu tng Picture cho trinh dién 1am theo cdc budc sau:

B1. Vio thuc don Format, Background d€ md hop thoai Background (xem hinh 3.11)

B2. Nhip vao niit x§ xudng ™| dé hién ra bing mau, ta chon Fill Effects d€ md hop thoai
Fill Effects.

B3. Chon thé Texture nhu hinh 3.18

Fill Effects |

Gradient | Texture | Pattern  Picture |

Pickure:

Zancel |

BACKGRMND

Select Picture. .,

Samnple:

Hinh 3.18. Hop thoai Fill Effects — Hiéu ving Picture
B4. Nhap vao niit Select Picture dé mé hop thoai Select Picture (xem hinh 3.19)

B5. Tim dén thu muc c6 chita hinh mudn 1am hiéu @ng picture bing cdch nhip vao nit x6
xudng *| & muc Look in.
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B6. Chon hinh mong mudn va nhip niit Insert dé€ quay lai hdi thoai Fill Effects.

B7. Nhip OK dé quay lai hop thoai Background

B8. Trong hop thoai Background, nhip Preview dé xem trudc hiéu Wng truéc khi dp dung
chiing. Nhdp Apply d€ 4p dung hiéu ting cho slide hién hanh hoic nhap Apply to All d€ 4p
dung hiéu tng cho toan bai trinh dién.

B9. Nhip niit OK d€ déng hop thoai.

Select Picture

Look.in:

|l_:| Windows j = | @ X [ Ef - Tools -
] Twain32 =]

[ web

@ 1sthoat.brmp

. Eiackarnd, gif

7] Black Thateh.bmp
@ Blue Rivets.bmp
@ Bubbles.brmp

@ Carved Stone.bmp
W) Circles bmp

@ Cloud. gif

@ Content. gif

@ Hipbel gif

@ Hlpcd. qif

@ Hlpglobe:. gif

@ Hiplogo. gif

@ Hlpstepi .qif

|

=l

File: mame: I

Files of type: |n|| Pictures (*.emF;*.me;*.jpg;*.jpeg;*.jfif;*.jpe;*.pngj:j

Insert | T I
Cancel |

Hinh 3.19. Hjp thoai Select picture
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5. THEM VA PINH DANG VAN BAN TREN SLIDE
a. Thém vdn bdn vao slide
Truong hop 1. Céc placeholder ¢6 sdn trén céc slide

Trong hinh 4.20. c6 2 loai placeholder trén slide 1a title placeholder va text placeholder, dé
nhdp vin ban vao cdc placeholder lam nhu sau:

Title placeholder ——[——"Click to add title

Click to add text
|

Text placeholder

Hinh 4.20. Thém vdn bdn vao slide tai cdc placeholder

B1. Nhap chudt vio mdt placeholder trén slide, dong chit huéng din sé& bié€n mat.
B2. Nhap ndi dung mdi vao
B3. Sau khi dién xong noi dung, nhap chudt 1&n slide nhung bén ngoai khu vic hop vin ban.

Truong hop 2. V& thém cac hop vin ban (text box) vao slide

9’//////////////////////////////////////////A:V///////////////////////////////////////////9

@ @
B W e oo i

Hop vin ban
vé 1én slide
dé ta nhap
ndi dung vao

Hinh 4.21. Vé thém hdp vdn bdn vao slide
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B1. Nhap vao niit Text box trén thanh cong cu Drawing hodc vao thuc don Insert chon
Text Box. Sau d6 dung chudt vé mot khung 1én trén slide. Ta thdy ddu xuit hién trong khung.
B2. Nhip ndi dung vao hdp vin ban do.

B3. Nhap xong ndi dung ta nhap chudt 1én slide bén ngoai khu vyc ctia hop vin ban.

b. Dung hop thoai Font dinh dang vin bdn

B1. Lya vin badn mudn dinh dang rdi chon thuc don Format, Font. Hop thoai Font xut hién
nhu hinh 3.22.

Font EE
Font style: Size:
IReguIar |24
Cancel

T WNI-Free ;I 14 _l

H wMI-Garam 16 :

T WMI-Goudy 18 Erewvien |

T WMI-Helve 1" |Bold Ttalic 20

YNI-Helve-Condense i
Effects Color:

™ Underline [ Superscript I_ 'I
[ shadow Offset: IIZI E %o

I~ Emboss [ Subscript [~ Default For new objects

This is a TrueType Fonk,
This same fonk will be used on both wour prinker and wour screen.

Hinh 3.22. Hjp thoai Font

B2. Chon font thich hgp tir danh sdch cudn ding § khung Font.
B3. Chon kiéu font tai khung Font style

Regular: Kiéu binh thudng
Bold: Ki€u chit dam

Italic: Kiéu chit nghién
Bold Italic: Kiéu chit dam nghién

B4. Chon kich thuéc chit 8 muc Size trong pham vi tir 8 d€n 96 point hodc nhap mot kich c&
chinh xdc vao hdp nhap.
B5. Chon cic hiéu ttng mong muén & muc Effects:

M Underline: Gach duéi khoi vin bdn dugc chon
M Shadow: Tao béng cho vin ban

M Emboss: Tao hiéu tng lam ndi vin ban

™M Superscript: Tao chi s6 trén, vi du x>

™M Subscript: Tao chi s6 dudi, vi du H,O

B6. Chon mot mau tir bAng mau trong niit xd xudng. Mudn chon cdc mau khiac ma bing mau
khong c6 ta nhap chon More Color... dé mé hop thoai Colors.
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rdl Customi Standard | Custom |

Colors:
Cancel | Cancel |

Colars;

Hue: [170 = Red: IIZI 5‘ Mety
Sat: m Green: H
IEI E" Blue: IEI 5‘

Current Current

Hinh 3.23. Chon mau cho van bdn

B7. Nhap chon mot mau tir bAng mau chuin (Standard) hay tu tao mot mau mdi tif bAng mau
Custom. Sau khi chon hoic tao xong nhap niit OK dé trg vé hop thoai Font.

B8. Nhap niit OK d€ déng hop thoai va dp dung ki€u dinh dang Font vira chon.
c. Dung thanh dinh dang (Formatting)

Chtic ning cua cdc nit trén thanh cong cu dinh dang (Formatting) nhu bang 3.1. Lwa chon vin
ban va nh4p vao cdc niit tuong tng trén thanh cong cu dé dinh dang.

Béng 3.1. C4c niit ctia thanh céng cu dinh dang

B 7F U = ”EE i= -E|ﬁ: AT|¢ =3 ”%QnmmunTaskSv

Times Mew Roman = 24 =

Niit Tén Chic ning
Times Nevi Roman g} | Font Ap dung mot font cho vin ban dugc chon.
T Font Size T/h1et lap\klch\c()‘ cua f?nt - 8 d?n 9? point, hodc bat ct
kich ¢ nao ma ban nhip vao hdp sua.
B Bold Lam didm van ban dudc chon.
4 Italic Lam nghiéng van ban dudgc chon.
u Underline | Gach duéi vian ban dudc chon.
Text
5 SE: dow Tao béng md cho vin ban duge chon.
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= Aglign Canh 1€ trdi cho vin ban.
Left

= Center Canh gitta cho viin ban.

— Agli N

= £hen Canh 1& phai cho van ban.
Right

HHB

Numbering | Pdnh s& cho vin ban dugc chon.

= Bullets P4nh dau bullet cho vin ban dugc chon.
A Increase Tiang kich ¢d font chi¥ ctia vin ban dugc chon 1én mot
Font Size bac.
R Decrease | Gidm kich cd font chif clia vin ban dugc chon xudng

Font Size mot bac.

Pua diém bullet dugc chon dich sang trdi (ting 1én mot

« P t .
romote cdp do).
o> Demote Déjy dAi,é’mAbullet dudc chon dich sang phai (gidm xudng
mot cap do).
Mé ho o e . .
- Animation I E_)p thoai A\mmatlonvEffeocts, 0{10 p’hepAl?an ap du~ng
ok hiéu tng hoat hinh cho vin ban hodc cdc doi tugng da
Effects
chon.
o Common Cho phép ban thém mdt slide mdi, diéu chinh céch trinh
Common Tasks - . S ~ >
Tasks bay slide, hodc 4p dung mot ki€u mau dung san.

d. Thay thé font chii trong bai trinh dién

C4ch thay thé font dinh dang cho vin bin 1am nhu sau:
B1. Vao thuc don Format, Replace Font dé mé hop thoai Replace Font nhu hinh 3.24

Replace Font EHE |

I YHI-Helve-Condense j
Close

[~

Hinh 3.24. Hop thoai Replace Font

B2. Lya font cin thay thé tir danh sdch x8 xudng ctia muc Replace. Chi hién thi nhitng font
dang dugc dung trong trinh dién.

B3. Lya font d€ thay thé tir danh sach x8 xudng ctia muc With. Hién thi tit cd cdc font c6 cai
trong mdy.
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B4. Nhap niit Replace d€ ti dong thay thé tit ci cac font tuong tng trong trinh dién.
B5. Nhap niit Close d€ déng hop thoai Replace Font
e. Thay doi dang ctia chit

P& thay d6i dang ctia chif trong trinh dién lam theo cach sau:
B1. Lya viin bin ma ta mudn thay ddi
B2. Vio thuc don Format, Change Case d€ md hop thoai Change Case nhu hinh 3.25.

Change Casze K |

@ peneence case | o LMek
" |lowercase

Zancel |
" UPPERCASE
i~ Title Case
™ bOGGELE cASE

Hinh 3.25. Hop thoai Change Case dé thay doi dang chit

B3. Chon dang chit ma ta mudn dung d€ thay d6i. Cé cdc tiy chon sau:

® Sentence case: Chi c6 chit cdi ddu cda tir ddu tién trong mdt cau dugc viét hoa.
® lowercase: TAt ¢ céc chit déu & dang chit thudng.

® UPPERCASE: T4t c céc chit déu § dang CHU HOA

@ Title case: Chit dau tién clia mdi tif nim trong tiéu dé déu dudc viét hoa.

Ngoai trlt nhitng tit nhu: the, and, to,.. vAn giit nguyén dang chir
thudng trong céc tiéu dé.
® tOGGLE cASE: ~ Chuyén ddi dang hién tai clia tit c4 cdc chif cdi. Chit cdi thudng
s€ thanh chir hoa va chit cdi hoa s€ thanh chi thudng.
B4. Nhip niit OK d€ 4p dung nhitng thay ddi vé& dang chif cho vin bin dugc chon.

f. Thiét lgp khodng cdch dong (paragraph)

Thiét 1ap khodng cdch dong 1am nhu sau:
B1. Lya chon viin bin muén dinh dang
B2. Vio thuc don Format, Line Spacing d€ md hop thoai Line Spacing nhu hinh 3.26.

Line Spacing 7] |

—Line spacing ———— QK I
EE 2 [tnes x|

—Befare paragraph

[o.e5 & |tnes =]

—After paragraph

IIII E ILines j

Zancel |

Erevien |

Hinh 3.26. Hop thoai Line Spacing
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B3. Trong khung Line spacing (khodng cdch giita cdc dong trong doan vin ban dang chon) ta
chon mot gid tri s6, sau d6 chon ki€u spacing 12 Lines hoic Point.

B4. Trong khung Before paragraph (khodng cich phia trén ctia doan vin) ta chon mot gia tri
50, sau d6 chon ki€u spacing 12 Lines hoic Point.

BS. Trong khung After paragraph (khodng cach phia trén clia doan vin) ta chon mot gid tri
50, sau d6 chon ki€u spacing 12 Lines hoic Point.

B6. Nhap niit Preview d€ xem trudc nhitng thay d6i x3y trudc khi chdp nhan ching.

B7. Nhap niit OK d€ déng hop thoai Line Spacing va dp dung nhiing thay ddi.

g. St dung bullets

B1. Chon doan vin ban can thém bullet
B2. Vao Format, Bullets and Numbering hinh 3.27 xuit hién. Vao thé Bulleted

Bullets and Humbering 7| x|
Bulleted |Numbered I

L] 0 ]
Mone . o "
L] 0 ]
(W o ¥ v
g ] * v
a o ¥ v

Size: IlDEI E % of text  Color: o Picture... | Character... |

Ok, I Zancel |

Hinh 3.27. Hop thoai Bullets and Numbering — Thé Bulleted
B3. Chon kiéu Bullet mong mudn c6 sin.
Chiing ta c6 thé dua cdc hinh (Picture) hoic dua cic ky ty (Character) vao lam Bullet.

Dua hinh vao lam bullet
Nhap vao niit Picture... d€ md hop thoai Picture Bullet nhu hinh 3.28.
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5] Picture Bullet Ei1E
J‘Q‘“ = JlmportCIips @Qlipsﬂnline @ﬂelp
| Ee| vl
Pictures | Motion Clips |
Clipz 1 - 80
- & @ & J
@ L ]
= | [ |
|
1] 8 | Cancel |

Hinh 3.28. Hjp thoai Picture Bullet
Nhap chudt 1én hinh mong mudn va chon Insert Clip hoic nhap niit OK.

Dua ky tu vao lam bullet
Nhap vao niit Character... d€ md hop thoai Bullet nhu hinh 2.29.

Bullet 2]

Bullets From: Colar: Sizes
[wingdings = =] [0 = of text

|- laco|@ e |2 |o|@@|® oo lm e a0 g 8| 2| @ |e| 8-
B(E|@|z|a|t|a|lb|a|=|=|d|F || |D|S (& |||+ |c|e|E|¥F|+]|t
= (O w0y | TR w2 L] AWz |a|& e |0 ({0000 *
# (| e |E(E|E(E| @@ |20 | D@D S| G G| S| @) ]| D[] ] D
GG G| O P | w0 (50| 6 [ | [ SO Q|| @O O+ ®
LA IR AR RSl ol ol l) g o) Doy RC Dol ol R0R pol R Eo e RO s -3 - - -
s || lwEE weldgle|lzslealalE|<|l=|a]v|c]|a|njule|+]|+|+]=
7‘EN+-}14'R1K2¢'¢1}94P3RFI2H“"Iﬂﬁmﬂ

Hinh 2.29. Hop thoai Bullet

Nhap chon mot ky tw mong mudn va nhap niit OK.
B4. Chon kich thuéc cta Bullet tf muc Size. Thong thudng nén bing kich thudc cia font chi
(méc dinh 1a 100%).
B5. Chon mau cho Bullet tir muc Color.
B6. Nhap OK dé€ chap nhin
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h. St dung chiic ndng ddanh s6’ddu dong

B1. Chon doan vin ban can thém bullet

B2. Vao Format, Bullets and Numbering hinh 3.30 xuit hién. Vao thé Numbered

Bulletz and Mumbering

Eulieted Mumbered |

2]x]|

1)

&)

Size: Iﬁ E % of kext

Mone 2. 2] I
g a1 .

A a) a. i.
B. by b. .

Start at: 1 =

Cancel |

Hinh 3.30. Hjp thoai Bullets and Numbering — Thé Numbered

B3. Chon mdt trong cic kiéu c6 sin

B4. Chon kich thudc (Size) (mic dinh 12 100% bing véi kich thudc cla font chit).

B5. Tt muc Color hiay chon mau mong mudn

B6. N&éu muon danh s6 bt dau bing mot s6 khac 1, hidy nhip s6 d6 vao muc Start at va nhap

vao s6 mdi.

B7. Nhip niit OK d€ 4p dung viéc d4nh sd.
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6. THEM CAC WORDART
Chen mot WordArt vao slide

B1. D& md hop thoai WordArt ta tho thuc don Insert, Picture, WordArt hozic nhip vao niit

WordArt 4 trén thanh cong cu WordArt. (Xem hinh 3.31).

WordArt Gallery HE |

Select a Wordart skyle:

I Y W
wworda,, (WordAr{ WordArt |
W [ Word Art ordiet [yor2.+ (wontiee| & ®¥

mm WordArt WD? Jj|.r"t :'.'..;-i:'kl.jil-a I

Wordawt [ WordAr | Hardht wrili] ¢
¥ | iy, ; o P

Hinh 3.31. Hop thoai WordArt Gallery dé chon loai WordArt

B2. Chon ki€u WordArt vao nhap vao nit OK. Hop thoai Edit WordArt Text s& xuit hién
nhu hinh 3.32.

Edit WordArt Text 7 | x|

Fonk: Size:
| avial Black =] = il IT

Texk:

Your Text Here

ok | Cancel

Hinh 3.32. Hop thoai Edit WordArt Text
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B3. Nhap noi dung vin bdn ma ban mudn dinh dang bing WordArt.
B4. Chon kiéu Font, Size va ki€u chif nghién hoic ddm cho vin ban.
B5. Nhap vao nit OK dé chén WordArt vao slide.

Béng 3.2. Cédc nut trén thanh cong cu Wordart

» SordArt
4|EditTe;t...|q%unbc ¢ a3t = &
Nt Tén Chic ning
M4 hop thoai WordArt Gallery d€ ban c6 thé thém
1 A C : :
4 nsert WordArt mot hinh &nh WordArt,
cabtestn] | Bedit Text M4 hop thoai Edit WordArt Text d€ ban c6 thé chinh
stra ndi dung cia WordArt hién c6.
M& WordArt Gallery dé ban c6 thé 4p dung ki€u ding
WordArt Gall : :
- OrEArtBaliely | méi cho WordArt hién c6.
8y Format WordArt 1\/916 h(f)\p thj)ai F/orma\t Wor?dAft, dé ba\n c‘c’) t,hé' chinh
sta mau sac, cac dudng ke, kich ¢d va vi tri.
Lam hién thi mot bang (palette) chifa cdc hinh ddng
ahz WordArt Shape b3 sung, ma ban c6 thé 4p dung cho WordArt clia
minh.
¢ Free Rotate Cho phép ban quay ty do mot WordArt.
i WordArt Same Lam cho tat cd cdc miu tu trong WordArt ¢6 ciing
Letter Heights chiéu cao.
it WordArt Vertical Quay WordArt mot géc 90° d€ dwa n6 vé tu thé thing
: Text ding.
— ho phé h1é ch Art — 0 h1é
= WordArt Alignment C,,O phép tlan coe%n €c o/Wo@~ rt\ bao goA\m c?lnA [
trdi, canh 1€ phai, canh chinh gitta va canh dé hai bén.
Cho phép ban diéu chinh khodng céch giita cdc ky tu,
A WordArt Character | d€ chiing trd nén thua hon hogc khit hon binh thudng,
= Spacing hoic d€ thiét 1ap mot ty 1& phan trim theo mdt khodng

cach dac biét nao do .
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Cdc budc dinh dang lai WordArt

B1. Nhip chon WordArt cAn dinh dang

B2. Nhap vao niit Format WordArt trén thanh cong cu WordArt hop thoai nhu hinh 3.33

hién ra.

Format WordArt |, =

I Size | Pasitian | Pickure I Text Box D EEEEEOD
ENEEEEEN
EEEEEEEN
Color: I|:| vl ™ Semitransparent : g g E g E : g
: C OO E
Line More Colors, .
Color: Skyle: I j EB"' E:“s“d'
EBackgroun
Dashed: I j YWeight: IEI.?S pk i
Conneckor:
I J > Aukomatic
Brross OEEEENCOO
Begin styvle: I j End skyvle: I j : : : : : : : :
EOONEDENENE
Beqin size: End size: - EOORCOEEO
I J I J I N
[ Default for new objecks More Colors..,

oK I Zancel | Presiew |

Hinh 3.33. Hot thoai Format WordArt

Patterned Lines. ..

B3. Tai khung Fill, ta nhdp vao niit x3 xuéng & muc Color va chon mau nén cho WordArt tir

bang mau.

B4. Tai khung Line, ta nhdp vao nit xd xudng & muc Color va chon mau dudng ké cho

WordArt tir bAng mau.

B5. Qua thé Size va thé Position dé€ chinh kich thudc va vi tri cia WordArt.

B6. Nhap OK dé€ hoan tit viéc dinh dang.

Canh 1é cho WordArt

B1. Chon WordArt

B2. Nhip vao nit WordArt Alignment trén thanh cong cu WordArt, cic kiéu canh 1&

dugc X6 xudng.
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» SWordark

Al | Edit Text... |q By e G |I£Ei L= Ay

S YT
Cenker

Right &lign
Word Juskify:
& b |etber Justify

&E Stretch Justify

Hinh 3.34. Canh 1é cho WordArt
B3. Nhap chon mot ki€u canh 1€ thich hop.
Hiéu chinh khodng cdch giita cdc ky tu trong WordArt

B1. Chon WordArt

AV
B2. Nhdp vao nit WordArt Character Spacing = trén thanh cong cu WordArt, mdt danh
sach cdc ki€u dinh dang hién ra.

- ‘Word#art

4l | Edit Text... |q B we G |'§;§ ib §|,ﬂ'
Tight T Khit
| v Mormal I — Binh thudng
Loose — Thua
Yery Loose +— Rat thua
Cuskom: 100 % — Tutao
IT kern Character Pairs

Hinh 3.35. Canh khodng cdch giita cdc ky tw

B3. Nhap chon kiéu thich hgp.

7. VE CAC HINH TREN SLIDE
D& vé cdc hinh trén slide ta st dung thanh cong cu Drawing

Bang 3.3. Cdc ndt trén thanh c6ng cy Drawing

w Drawing

D[anIEGj|.ﬁ.gtnShap85v S \DD4|&v£v£vEf:.@
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Nuit Tén Chifc ning
S« Draw Lam hién thi mo6t menu vdi nhiéu tity chon vé, ching
- han nhv sip x&p va dinh dang
IE Select Objects Kich hoat mot pointer (con trd) cho phép ban chon
cdc doi tugng vé
] Free Rotate Cho phép ban quay tu do mdt d6i tudng
utoshapes = | AutoShapes Lam hién thi m6t menu gdm cdc dang AutoShape dé
Iva chon
Line Cho phép ban vé mdt dudng
. Arrow Cho phép ban v& mdt mili tén
Cho phép ban vé mot hinh ch@ nhat vao slide cta
] Rectangl ' ' '
ectangle minh
- Oval Cho phép ban v& mdt hinh oval vao slide ciia minh
- Cho phép ban tao m6t hop vin ban trong slide cia
T t B . . . .
E] ext Box minh
4l Insert WordArt Md WordArt Gallery
Insert Clip Art M4 Microsoft Clip Gallery
Lam hién thi palette Fill Color, d€ ban c6 thé chon
- Fill Color mdt mau nén, mau cia biéu dién chudi dit liéu, hoic
mdt pattern (miu mau)
5. Line Color Lam hién thi Line Color, d€ ban c6 th€ mdt mau hoic
- mot pattern cia dudng ké
A . Font Color Lam hién thi palette Font Color, d& ban c6 thé chon
- mot mau cho font chit
— Line Stvle Lam hién thi cdc ki€u ddng dudng ké ma ban c6 thé
J ap dung cho dudng dugc chon
— Dash Stvle Lam hién thi cdc ki€u dudng khong lién nétma ban c6
Y thé 4p dung cho mdt dudng dudc chon
= Arrow Style Lam hien t~h'1 cAac ki€u mi tén ma ban c6 thé dp dung
cho mdt mii tén dugc chon
o Shadow Lam hién thi palette Shadow, dé ban c6 thé 4p dung
mot kiéu bong md cho d6i tugng dude chon
= 3D Lam hién thi palette 3D, d€ ban c6 thé 4p dung mdt

hiéu tng 3D cho doi tugng dugc chon

Bdng 3.4. Cédc nit trén thanh cong cu Shadow Settings

w Shadow Settings E

%

gt
EF .id-- .--|~|=1'r
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Nut Tén Chiic ning
%a Shadow On/Off C6 tac dung nhu mot cong tdc tao va x6a cdc bong mJ
3 Nudge Shadow Up | Dich chuyén béng md 1én mot it
Nudge Shad > . .
=, nege Shadow Dich chuyén béng mg xudng dudi mot it
Down
B Nudge Shadow Left | Dich chuyén béng md sang trdi mot it
=, Nudge Shadow Right | Dich chuyén béng md sang phai mat it
Cho phép ban chon mdt mau chuén, 4p dung mot 4nh
B - Shadow Color ban trong sudt (semitransparent), hoic mg hop thoai

Color @€ thuc hién thém cdc chon lwa vé mau sic

Béng 3.5. Céc niit trén thanh cong cu 3D Settings

» 3-D Settings

IR SR EIE- R R B

Nt Tén Chic ning
Eg 3D On/Off C6 tac dung nhu mdt cong tic d€ bat tit hiéu tng 3D
S Tilt Down Xoay déi tugng xudng dudi mot it
£ Tilt Up Xoay doi tugng 1én trén mot it
@ Tilt Left Xoay doi tugng sang trdi mot it
<P Tilt Right Xoay ddi tugng sang phdi mot it
= Depth Cho phép ban diéu chinh dd sau tir 0 point d&n vo tin
Cho phép ban thiét 1ap huéng, thong qua viéc st dung
w7 Director céc tlly chon Perspective (phdi cdnh) hoic Parallel
(song song)
& Lighting C/ho phép ban thiét 1ap hudng va cudng do clia 4nh
sdng
Cho phép ban sir dung c4c tlly chon vé bé mit nhu
e Surf phep b4 ng y chc :
9 urtace Wire Frame, Matte, Plastic, hoic Metal
Cho phép ban mdt mau chuén, 4p dung mot hinh dnh
& - 3D Color trong su6t, hoic mé hop thoai Color d€ cé thém cic
lwa chon vé mau sic
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8. THEM CAC CLIPART
D& cheén cédc Clip Art vao slide ta 1am nhu sau:

B1. Vao thyc don Insert, Picture, Clip Art. Hop thoai Insert Clip Art hién ra nhu hinh 3.36.
B2. Nhap chudt vao hinh 4nh mong mudn, mot thyc don tit hién ra.

Inzert clip

B3. Nhép vao nit Insert Clip &) dé chen hinh vao slide.

Bl Inzert ClipArt =]
J N J Impot Clips @Elips Orlire @ﬂelp [T+
J Search for clips: ITypE! ane ar more wards, | j J [E

Pictures (b Sounds | b ction Clips |

Cateqgariez 1 - 54

o || e PR

u
M ew EateEDrE Favarites Acadermic Arimals
Mhnlntnhnn W _‘
Backgrounds Borders & Frames Buildings Business
O FeEey)
Buttons & [cons Cartoons Communication: — Dividers & Decor... ;I

Hinh 3.36. Hop thoai Insert Clip Art

D& chinh stta cdc hinh 4nh Clip Art ta diing thanh cong cu Picture
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Béng 3.6. Cac nut trén thanh c6ng cu Picture

S Aot oL =R 13

Nut

Tén

Chic ning

'

Insert Picture from
File

M4 hop thoai Insert Picture, tif diy ban c6 thé chon
mot dnh khéc.

Cho phép ban bién d6i hinh dnh sang thang dd xam

. Image Control (Grayscale), tring den (Black & White), hodc dnh
Watermark (nhing vao nudc).

a More Contrast Tang do tuong phan cta hinh dnh dugc chon

ol Less Contrast Gidm d6 tuong phén ctia hinh dnh dugc chon

ot More Brightness Tang d6 sdng cta hinh dnh

O Less Brightness Gidm d0 sdng cda hinh dnh

# Crop Cho phép ban xén hinh anh thanh mot kich cd khéc
Hién thi mot danh séch gdm nhiéu kiéu ddng va do
= Line Style day nét khidc nhau ctia dudng vién quanh hinh anh, dé

ban chon lua

Recolor Picture

Cho phép ban thay d6i mau sic cia mdt hinh 4nh clip
art

Format Picture

Cung cip nhiéu tiiy chon dé dinh dang cic dudng
vién, mau sit, kich ¢d va vi tri ca mot hinh dnh

B | |

Set Transparent
Color

g R A N N A~
Bién d6i mot mau thanh trong sudt

Reset Picture

Pua hinh 4nh trd lai trang thdi ban dau cda né
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9. THEM PO THI VAO SLIDE

Dé chén @6 thi vao slide, ching ta 1am theo cdc budc sau:

B1. Vao thuc don Insert, Chart... hoic nhip nit Insert Chart il trén thanh cong cu chuin
(Standard) man hinh sau hién ra (hinh 3.37)

[€] Microsoft PowerPaint - [Presentation1] HE R
|G Fle Edt View Insert Format Tooks Data Chart Window Help == 5[‘
[vritimes DEEI A = ® %, B w®

D= :

1stQir nd Qi 3nd Qtr dth Qur

A B c D
1st Qtr  |20d Qtr  |3vd Qtr | 4th Qtr
1 A0 East 204 274 204
2 @l west 306 86 36
3 [0 |North 459 469 439

[ slide 1 of 1 [ Default Design

Hinh 3.37. Chen dé thi vao slide

B2. Nhip dif liéu vao bang dif liéu biing cdch x6a cac dit liéu vi du thay vao dif liéu ctia ban.
B3. P& chon ki€u dd thi khic ta vao: Chart, Chart Type hop thoai Chart Type hién ra (xem
hinh 3.38. Xem xét cic ki€u d6 thi va nhap chon mot ki€u, nhap niit OK.

Chart Type

Standard Types | Cuskom Twpes I

Chart tvpe: Chart sub-type:

o RY (Scather)
by Frea |
@ Doughnut L

@ Radar

@ Surface o
®s EBubble

[ﬁiﬁ Staock j

~ioptions

_ Clustered Colurnn, Compares values across
I &pply to selection cateqaries.

™ Default Farmatting

Press and Hold to Yiew Sample |

Set as default chart | [n] 4 I Cancel |

Hinh 3.38. Chon kiéu do thi mong mudén tit hop thoai Chart Type
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BS5. P€ thay d6i cic mau sic, nét k&, mau nén, font clia trong dd thi ta vio Format, Selected
Chart Area... hop thoai hinh 3.39. hién ra. Sau khi Iwa chon xong nhap OK.

Format Chart Area HE |

Fattermsl| Font |

~Border rArea

™~ Automatic " pukomatic ©
 None  Mane Mau nén

¢ Custom

Kiéu nét ké Style: I ,l EEEEEEENRN

N EDdOEEEEN
Mau nétké ———— colar: I Automatic "I EOOEDOENED
D6 déy nét ké ———  Weight: I — vl D D D I:‘ D D DE
Béng md cho — | T ' Shadaw ERCCNNEN]
A EEEEEN
do thi
p— Fill Effects. . | Thém céc

hiéu Ung

nén

(0’4 I Cancel |

Hinh 3.39. Hiéu chinh mau va font cho do thi

B6. P& thém hoic thay ddi tiéu dé, nhin,... cho dd thi ta vio Chart, Chart Options... Hop
thoai 3.40 hién ra v6i nhiéu thé tly chon:

Chart Dptions BHE

Titles I Aves | Gridlines | Legend | Data Labels I Drata Table |
Chart kitle:

cn e Category (%) axis:
Tiéu dé truc X ——— I

Nhap tiéu dé

100 l Déng
R Series () axis:
Tiéu dé trucY — I S0 [ Tdy
alue (2) ax 0 fioing
alue axis: ui ui =
Tiéu dé truc Z - q. l:\:“ OBac

(04 I Cancel
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Chart Dptions | 7]
Titles | Gridlines | Legend | Data Labels I Data Table |
) Primaty axis
Thong tin truc X W Category () axis
' Automatic
o Zategary
) " Time-scale 100 = ijﬂg
Thong tin tryc Y —F¢ ¥ Series () axis 0 )
Thong tin truc Z W yalue (Z) axis s BTHy
oang
0 Qui  Qui ] BE‘iC
1 m
(0] 4 I Cancel |
Chart Dptions EE3
Titles | fixes Grldllne | Legend | Data Labels I Diata Table |
Pudng ké ngang X Category (%) axis
¥ Major gridlines
[ Minar gridlines
Pudng ké diing Y Seties (¥) axis 100 = Dﬁﬂg
[ Maijor gridiines
™ Minor aridlines S0 - [ TEi_}"
N A oang
Budng ke truc Z Yalue (Z) axis 0 Qui  Qui OBse
V¥ Major gridiines 1 m
[ Minor gridlines
™ z-0 walls and aridines
QK I Cancel |
Chart Options EH
Titles | fxes | Gridlines | Drata Labels | Data Table |
Hién chd gidi —" show legend
Placement
. Bokkom
" Cormer
& Top 100 E Doéng
(" Right S0 -
O Left . L TEI.}’
0 fioing
Qui  Qui O Bﬁc
1 m
(o] 4 I Cancel
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Chart Options EH

Titles | Axes | Gridlines I Legend  Datalabels |Data Tablel

" Show value
= Show percent

" Show label 100 | Dﬁﬂg
{~ show label and percent 20
" show bubble sizes [ | TEi_}f
0 .
wi  GQu OBac

™ Legend key next ko label

(o] 4 I Cancel I

Chart Options EHE

Titles | Axes | Gridines I Legend | DataLabels  Daka Table |

™ Show data table
¥ show legend keys

100 HPéng
il W Ty
0 fAoing i
wi  Qu OBAac

(] 4 I Cancel

Hinh 3.40. Cdc thé cuia hop thoai Chart Options

Sau khi chon lya c4c tiy chon xong nhip vao niit OK.
B7. Nhap ra ngoai ving trong trén slide d€ dua d6 thi vao slide.
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10. THEM CAC BANG BIEU

a. Chén mot bang vao slide
B1. Vao thuc don Insert, Table... dé€ mé hop thoai Insert Table nhu hinh 3.41.

Inzert Table

Murber of columns;
E =

Mumber of roves:

R

Cancel |

Hinh 3.41. Hop thoai Insert table

B2. Nhip vao s6 lugng cic cot va dong cho bang. Nhap niit OK d€ chén bang vao slide.
B3. Nhip ndi dung vao bang.

Bédng 3.7. Céc nut trén thanh cong cu ctia Tables va Borders

w Tables and Borders

7o < ML O & T |[FEFEE
Nt Tén Chitc niing
7 Draw Table Vé mot bang.
2 Eraser Xoé cac dudng ké cla codt va hang trong bang.
| | Boder Tyles Ap dung mot trong nhiéu ki€u dudng vién cia bang.
lpt = Boder Width Ap dung @6 day dudng vién ctia bang dugc chon.
=Z Boder Color Ap dung mau dudng vién clia bing dugc chon
- - Outside Borders gg;é:l;izicéc dudng ké bén trong va cdc dudng vién
& - Fill Color Ap dung mot mau t6 cho cac 6 trong bang dugc chon
Table ~ Table Liét ké su khdc nhau cuia cédc tuy chon menu cho
viéc dinh dang bang
il Merge Cells Hop nhat cdc 6 dude chon thanh mot 6.
[ Split Cells Tach 6 dugc chon thanh hai 6.
IE Align Top Canh 1€ viin ban ctia 6 1én dinh 6.
= Center Vertically | Canh 1€ vin ban nim chinh giita 6.
=l

Align Bottom

Canh 1€ vin ban cla 6 xudng day 0.
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b. Dinh dang bang
B1. Chon bang hoic cdc 6 trong bang can dinh dang.
B2. Vio thuc don Format, Table... 4 md hop thoai Format Table nhu hinh 3.42.

Format Table EHE |
Borders |Fil | Text Box |
Shyle
- Click. on diagram below or use buttons

to apply borders

O, I Zancel | ==

Hinh 3.42.Dinh dang nét ké

B3. Nhip vao thé Borders dé dinh dang khung ctia bang.
- Tai Style ta chon kiéu dudng ké ctia khung bang.
- Tai Color ta chon mau cho nét ké cia khung bang.
- Tai Width ta chon do day ctia nét ké khung.
- Nhap chon (hoic bd) céc nit dai dién cho cdc nét ké trong bang.

B4. Nhap vao thé Fill d€ t6 mau nén cho bang.
j Format Table E3

Eorders Fil I Text Box I

¥ Fill calar:
| j [ Semitransparent
] Automatic |
CONMEEN .ﬁ O

Mare Colars., ..

Fill Effects...
Background

(o] 4 I Cancel Prewview

Hinh 3.43.T6 mau nén
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Chon mau thich hgp tir bing mau x& xudng & muc Fill color. C6 thé nhip vao niit More
Color d€ chon thém c4dc mau khéc.

B5. Nhip vao thé Text Box dé€ dinh dang vin ban trong cdc 6 clia bang.

Format Table |

Borders I Fill Texk Biox |

Text aignment; :
Internal margin

Left: [o.1" = 1op: [pos =
Right: [o.1" =] Battam: [pos =

[T Rotate kexk within cell by 90 degrees

(a4 I Cancel Bresyien

Hinh 3.44. Dinh dang cdc 6 vdn bdn

- Chon kiéu canh 1€ cho vin ban tir danh sdch x6 xudng & muc Text alignment.
- Hiéu chinh bién bén trong clia viin bin doi véi cdc canh 6 chira viin ban.
- Chon muc Rotate text within cell by 90 degrees d€ xoay vin ban 90° trong 0.
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11. THEM SO PO HINH CAY VAO SLIDE

B1. Vao Insert, Picture, Organization Chart, hinh 3.45 hién ra

£ Microsoft Organization Chart - [Object in Presentation?]
@Eile Edit  “Wiew  Styles Tewt Bowes  Linez  Chat ‘Window  Help _|E’|5|

IT Al Ql Subardinate: £ | D—:En-workerl Eo-worker:—l:ll Manager: 57 | Assistant:l:l{l

Chart Title

Type name here

4 o

\Size: 50% | | |

Hinh 3.45. Chen so do t6 chiic vao slide
B2. Chon mdt kiéu so dd t6 chitc: Chon cdy sd dd, sau dé nhap vao niit Styles va chon kiéu.

=% |
| || [
Assistant. oo
MaE;;ler: Eﬁ'

Hinh 3.46. Chon kiéu so dé té chitc

B3. BG sung cdy sd db
Pé€ b6 sung mdt cAp nao d6 vio ciy sd dd, truSe hét ta nhap vao nit bi€u thi cho cip d6 trén
thanh cong cu, sau d6 chon vao hdp tuong tng trén ciy sd d6. Mot s cip nhu sau:

Subardinate: £ C’a‘,’p con
C:Co-worker  Conworker 3 Ngang cap
M anager: o Cap quan Iy

Azgistant: H | Cip trg 1y
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B4. Pinh dang font chif: Chon ciy so dd, vao thuc don Text, Font. Hop thoai Font hién ra nhu
hinh 3.47. Chon mdt loai font, chon ki€u ky tu va chon kich thudc chit. Xong nhap niit OK.

Font |

Fant: Fant style:

I Regular

&nial Black Italic Cancel

ol

B Arial Maraw =1 |Baold
T Arial Rounded MT Bole Bold Italiz
B AvantGarde Bk BT "
B fvantGarde Md BT 24 Help
H Balthazar j ;I 76 j

—Sample

AaBbYyZz
Scrpt:
I‘W’estem LI

Thiz iz a TrueType font. Thiz zame font will be uzed on both
your prinker and your screen.

Hinh 3.47. Hjp thoai dinh dang font

B5. P€ thay d6i mau cla vin ban: vao thuc don Text, Color. Hop thoai Color hién ra (xem
hinh 3.48), ta chon mau thich hgp va nhap nit OK d€ chip nhan.

Color |

p_..l_l_.-.
i |

I [
I .

ok I Cancel |

Hinh 3.48. Chon mau cho van ban

B6. Pinh dang cdc hop trong ciy sd do: Chon hdp cin dinh dang, vao thuc don Boxes.

- Color: Pé€ thay ddi mau nén

- Shadow: P& thay d6i béng md

- Border Style: Thay d6i nét ké khung hop

- Border Color: Thay d6i mau ciia nét ké hop

- Border Line Style: Thay ddi kiéu ctia nét ké
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Color va Border Color

[l (i ||

(i (o

I 5 T
I I T

Cancel |

Shadow Border Style Border Line Style
=} None | Hair v
=] S
] =) r|lr - -
| & | ™
- | T
| r

Hinh 3.49. Dinh dang cdc hop

B7. Dinh dang dudng ké ndi cdc hop: Chon dudng ké, vao thyc don Lines.

- Thickness:
- Style:
- Color:

Thickness
Style 4
Color... V]

Mone
Hairlire

Chon d6 day ctia nét ké
Chon ki€u cho nét ké
Chon mau cho nét ké

Thickress » |
Style prllrrlll
Color.. ... i
ERNNEN
=== NN
Qk. I Cancel |

Hinh 3.50. Dinh dang nét ké

B8. Vio thuc don File chon Close and Return to... d€ chén sd dd vao slide.
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12. THEM AM THANH (AUDIO) VA PHIM (VIDEO)

a. Thém tdp tin am thanh va phim dnh tit Microsoft Gallery vao trinh dién

Chen tap tin Am thanh va phim 4nh vao trinh dién theo cdc budc sau:

B1. Cheén slide mdi vao trinh dién: Tir thyc don Insert, New Slide, hop thoai New Slide hién

ra.
Mew Slide EHE

Choose an Autolayouk:
I

ii

Text & Media Clip

{0
L]

| =

I Don't show this dislog bos again

Hinh 3.51. Chon kiéu slide dm thanh va phim dnh

B2. Nhap chon kiéu slide 4m thanh va phim 4dnh nhu hinh trén, nhap OK. Mot slide méi hién
ra nhu hinh 3.52.

n o Click o add text

Double click toadd media clip

IR Y

Hinh 3.52. Slide dm thanh, phim dnh

B3. Nhdp chudt 2 14n vao vang placehoder bén phai (c6 ky hiéu ) d€ thém 4m thanh hoic
phim dnh vao silde. Hop thoai Microsoft Gallery xu4t hién nhu hinh 3.53.

B4. Nhap vao thé Sounds, nhip chon loai Am thanh thich hdp, mot thuc don tit hién ra, nhap
ndt Insert Clip d€ chén 4m thanh vao trinh dién. Nhap nit Colse Xl d& déng hop thoai
Microsoft Gallery.
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El Microsoft Clip Gallery

2] ]
J S J 1mport Clipz @Qlips Orline @ﬂelp
J Search for clips: IT}Ipe one of more words, | . j J IE
(Ea Sounds M ation Clips |
Categories 1 - 26
& >3 2 i @ Ensert clip
s a N
(§
Mew Category Favorites Aimals Business .
?
d = @ il
Buttons & lcohs Cartootz Communications — Downloaded Clips
Emotions Entertainment Food & Dining Healthcare & Me... j
] | Cancel | A

Hinh 3.53. Chén dm thanh vao trinh dién

B5. Nhap vao thé Motion Clips, nhap chon loai phim 4nh thich hdp, mot thyc don tit hién ra,
nhap nit Insert Clip d€ chén am thanh vao trinh dién. Nhap nit Colse Xl d€ déng hop thoai

Microsoft Gallery (hinh 3.54)

Ed Microzoft Clip Gallery

E
J A J 1mp0lt Clipz @Qlips Orline @ﬂelp
J Search far clips: IT_I,Ipe oRe of more words, | . j J [E
(E@ Sounds Mation Clips
Categoriez 1-50
W m § g:: b
Food & Dining Gestures Government Healthcare & Me...
§ %[ J >
2\ 0o
Home & Family Household Induestry Lozt & Found
@ & E é
Maps Metaphors Music Mature

Hinh 3.54. Chen phim dnh vao trinh dién

b. Thém tdp tin ém thanh ctia riéng ban vao trinh dién

B1. Vao thyc don Insert, Moyies and Sound, Sound from File. Hop thoai Insert Sound hién

ra nhu hinh 3.55.
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Inzert Sound 2|
Look in: I[:I Media j I=] | & X o + Tools -

|1 Microsoft OFfice 2000 @Jungle Errar.way @Musica '

Bach's Brandenburg Concerta Mo, 3.rmi @Jungle Exclamation. wav @Musica r

Beethoven's Sth Symphon, rmi @Jungle Maximize waw q'-@Musica 0

Becthoven's Fur Elise.rmi @Jungle Menu Cormmand. way @Musica [

Zanyon.mid @Jungle Meny Popup. way @Musica f

Chimes.wav @Jungle Mirirnize . way @Musica £

4'-E'Chnrcl.wew @Jungle Open. way q'-@Musica f

Diance of the Sugar-Plurn Fairy . roi @Jungle Cuestion. waw @Musica !

Debussy's Claire de Lune.rmi <@Jungle Recycle, way <@r\’lusica f

@Ding.wav @Jungle Restore Down, way @Musica f

In the Hall of the Mountain King. rmi @Jungle Restore Up.way @Musica t

@Jungle Bskerisk.way @Jungle Windows Exit way @Musica t

@Jungle Close.way @Jungle Wwindows Skart,wav @Musica F

4'-EJungle Critical Stop.wav @Logoff.wav q'-@Musica f

@Jungle Doefault way Mozart's Symphony Mo, $0.rmi @Musica f

| | ol

File name: I j = ok I

Files of Evpe: ISu:uund Files (*.mid,'*.rmi;*.wav;*.aif,'*.ati;*.aiFF;*.au;*.rﬂ Cancel |

Hinh 3.55. Chen tdp tin ém thanh vao trinh dién

B2. Tim dén thu muc chita tip tin Am thanh ctia ban va chon tap tin Am thanh, sau d6é nhap
vao nit OK.

B3. Mot hop thoai hién ra héi ban ¢6 mudn tap tin Am thanh nay dugc phét ty dong khi ban
trinh dién slide chita n6 hay khong.
Microzoft PowerPoint

Do wou want wour sound ko play automatically in the slide show? IF not, it will play
when you click it.

Hinh 3.56. Hjp thoai xdc nhdn

Nhap vao niit Yes n€u dong ¥, nhap vao niit No d€ mdi khi ban nhip vao tap tin Am thanh d6
n6 mdi phat Am thanh.

Tap tin 4&m thanh sé& dudc chén vio slide sau khi ban nhap nit Yes hodc No. Ta c6 thé di
chuyén tiy y bi€u tugng ctia né vio vi tri mong mudn.

c. Thém tdp tin phim dnh ctia riéng ban vao trinh dién

B1. Vao thyc don Insert, Movies and Sound, Movie from File. Hop thoai Insert Movie hién
ra nhu hinh 3.57.
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Inzernt Movie 7| x|
Laok in: I[:l avi j = |@X % E - Tooks -

[:I_vti_an

@grinder.avi

sample, avi

My Documnents

File narme: I j = o

Files af Eype: IMovie Files (*.avi;*.cda;*.mlv;*.m3u;*.midi;*.mov;*.mp:ﬂ Cancel |

Hinh 3.56. Chen tdp tin phim dnh vao trinh dién
B2. Tim dén thu muc chia tip tin phim dnh, chon tip tin, sau d6 nhap vao nit OK.

B3. Mot hop thoai hién ra hdi ban ¢6 mudn tip tin phim dnh nay dudc phat ty dong khi ban
trinh dién slide chita n6 hay khong.

Microsoft PowerPoint Ed

@ Do waou wank your movie ko play automatically in the slide show? IF not, it will play when

woul click it
Mo |

Hinh 3.56. Hjp thoai xdc nhdn

Nhap vao nit Yes néu dong ¥, nhdp vao nit No d€ mdi khi ban nhap vao tap tin phim anh d6
n6 mdi phat Am thanh.

Tap tin Am thanh s& dugc chén vao slide sau khi ban nhip niit Yes hodc No. Ta c6 thé di
chuyén tiy y biéu tugng ctia n6 vao vi tri mong mudn.
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Bai 4. Tao Céc Hiéu Ung

1. Thié't 1ap cac hiéu @ng chuyén tiép slide (Slide Transition)

Hiéu tng chuyén ti€p slide 1a hiéu tng hoat hinh phd bién nhat ctia PowerPoint. P& 4p dung
hiéu ng nay vao trinh dién ta lam theo céc budc sau:

B1. Vao thuc don Slide Show, Slide Transition. Hop thoai Slide Transition xuat hién nhu
hinh 4.1

Slide Transition E |

—Effeck

Apply o Al

apply

Cancel

i

% Slow  Medium © Fast

—advance———————— [~ Sound

¥ On mouse click ISIide Projectar j
V¥ automatically after

[o0:15 =]

[ Loop until next sound

Hinh 4.1. Hop thoai slide transition

B2. Tir danh s4ch x6 xudng trong khung Effect, hiay chon ki€u chuyén ti€p mudn 4p dung. C6
mot s6 ki€u chuyén ti€p chinh nhu sau:

Blinds: T4m man Fade: MJ dan

Box: Hop Random bars: Céc thanh ngiu nhién
Checkerboard: Ban cG Split: Ché

Cover: Che phu Strips: Tudc bd

Cut: Cit Uncover: Vén lén

Dissolve: Tan bién Wipe: X6a

B3. Néu ban mudén hiéu tng chi c6 tdc dung khi nhap chudt hoic 4n mot phim tir ban phim
nhu: Spacebar, Enter, Page Up, Page Down thi ban ddnh diu chon vao hop M On mouse
click.

B4. Néu mudn PowerPoint ty dong chuyén ti€p dén slide k& ti€p sau mot thdi gian xdc dinh
trudc thi ban ddnh dau chon vao hdop ¥ Automatically by after va nhap mot khodng thdi gian
cu thé vao muc nim & bén dudi.
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B5. P& thém cdc hiéu tng Am thanh vao giai doan chuyén ti€p, ban hiy chon mot ki€u Am
thanh tir danh s4ch x8 xudng ctia muc Sound.

B6. Nhap vao nit Apply d€ 4p dung hiéu tng cho slide hién hanh hoic nhiap Apply to All @&
4p dung hiéu tng cho toan trinh dién.

2. S dung cdc hiéu ing hoat hinh dung sin

Ap dung cdc hiéu ing hoat hinh clia Preset Animation nhiim dp dung cho cdc déi tugng trén
slide mot cach nhanh chéng. C4c budc thyc hi€én nhu sau:

B1. Nhip chon d6 tugng cin tao hiéu Gng
B2. Vao thyc don Slide Show, Preset Animation, mot thyc don liét ké cdc hi€u tng hoat hinh
sdn c6 xuat hién nhu hinh 4.2.

ET wiew Show F5
Cnline Broadcask k
Set Up Shaw,..

—E Ackion Buttons L

T Action Settings...

Preset Animation v Off
fa% Custom Animakion. ..
Slide Transition. ..

Drive-In
Elving
Hide Slide Camera

Cuskom Shows. .. Flash Cnce

¥ Laser Text

Twpewriter

Reverse Order

Drop-In

Fly From Top
animate Chark
Wipe Right:

Dissolyve

Split Wertical Ouk
Appear

Hinh 4.2. Sit dung hiéu ting hoat hinh dung sdn

B3. Tily thudc vao d6i tugng ma ta chon dé 4p dung hiéu tng ma céc ki€u hiéu @ng tuong ng
s& ¢6 hiéu Iyc. Nhap chon vao mot ki€u hiéu {tng hoat hinh mong mudn.

Ghi chi: P& g& bd mot hiéu ting hoat hinh c6 sin khdi mot ddi tugng, hiy chon Slide Show,
Preset Animation, Off
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3. Ty tao cac hiéu dng hoat hinh

Cung cap rt nhiéu hiéu ting kh4c nhau gitp ta tao dugc cdc bai trinh dién that hap din. Qui
trinh ty tao hi€u ng nhu sau:

B1. Vao thuc don Slide Show, Custom Animation, hop thoai nhu hinh 4.3. xuit hién

Custom Animation EdE3

Check to animate slide ohjects:

c'| thiiu b
I-TE.'Xt 3 . Al ¢ Tae i b ok ciém
™ Text 4 - 2 Chioh ais b 1w cin Preview
™ Texts g & thin bineh din

¥ Text & LI B Wosi 1 s e Foves R

Order & Timing | EFfects | Chart Effects | Multimedia Settings |

Animation order: —Skark animation
1. Action button: Custom 12 * On mouse click
2, Texk & —
" automatically,
seconds after previous @
event

Hinh 4.3. Thiét ldp thit tu va thoi luong

B2. G thé Order & Timing:
- Ving so 1: Hay d4nh d4u chon vao hop chon nim bén trdi cdc doi tudng ma ban mudn
tao hi€u tng hoat hinh.

- Viing s& 2: Nhap chon ddi tugng, nhap cdc ndt ¥

cia doi tugng.

- Vung s6 3: Chon tily chon ® On mouse click thi hiéu tng hoat hinh s& kich hoat mdi
khi nhap chuot khi dang trinh dién. P& hiéu tng tu dong kich hoat ta hdy nhip vio tuy
chon ® Automatically va nhap vio thdi lugng cu thé.

dé sdp x&p thit ty trinh dién

B3. Nhap vao thé Effects d€ 4p dung céc hiéu tng.( Xem hinh 4.4)

Custom Animation K E4

Check to animate slide objects:

I_TEXt 3 . LA 5 Toe i bii ek i
[ Text 4 = 2 thih 2in b urh dén Preview |
[ TextS a & thin b urhdin

[ Text 6 ;I . Wonin 1 B e P Piem

Order & Timing Effects |chart Effects | Multimedia Settings |

—Enkry animation and sound ~Intraduce textOE
|F|\," j IFru:um Left m j |.°.II at once 4 -
|[N0 Sound] \2/ j [ Grouped by Ilst vl

level paragraphs

~After animation = | animate attached shape
IDon't Dir ( 3 ) ﬂ =i [EVErSE GraEr

Hinh 4.4. Thiét lap cdc hiéu ving
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- Ddnh dau chon mdt ddi tugng & viing s 1 d€ dp dung hiéu ting
- Chon mdt ki€u hiéu ting trong viing s8 2, c¢6 thé chon Am thanh kém theo hiéu tng.
- Trong ving s6 3 c6 cdc tlly chon sau:
= Don’t Dim: P6i tugng sé& ti€p tuc hién thi sau hiéu tng hoat hinh
» Hide After Animation: D01 tudng s& bién mat sau hiéu tng hoat hinh.
* Hide on Next Mouse Click: Gidu doi tugng khi ta nhap chudt.
- Trong vung s6 4 ¢6 mot sd tiy chon:
Néu doi tugng 12 viin bin, muc Introduction text s& dudc kich hoat
» All at once: Hién tit c4 cling lic

* Byword: Hién tirng tir
* By letter: Hién titng mau tu.

Ta chon M In reverse order d€ tao cic hiéu tng hoat hinh theo chiéu ngudc lai.

B4. Vao thé Chart Effetcs dé€ tao hiéu ting cho db thi, thé nay chi c6 hiéu lyc khi trén slide
c6 chita dd thi. (Xem hinh 4.5)

Cugtom Animation 7 |
Check to animate slide ohjects:
FTiEIe 1 : g e
O O O
v A Cancel |
: » 9 =HHH H ﬂ' Preview |
o ‘o O

I Multimedia Settings I

Introduce chart el —— —Entry animation and sound
Al &k once - |Flv j |Fr0m Left 3

I¥ | animate arid andllegend I[N':' Siound] ﬂ

—&fter animation {
= { 4
Dot Dim -

Hinh 4.5. Thiét lap hiéu ving cho do thi

- Danh dau chon mdt dd thi & viing s& 1 d€ 4p dung hiéu tng
- Chon mot kiéu hiéu tng trong ving s6 2, c6 mdt s tity chon

=  All at once: Hién toan bo d6 thi

* By series: Hién theo cac loat

* By category: Hién theo loai

* By element: Hién theo thanh phian

* By element in series: Hién theo thanh phan trong loat
= By element in category: Hién theo thanh phan trong loai

Nhap vao hop M Animate Grid and Legend d€ hién c4 khung luéi va chi thich
cda do thi.
- Chon mot kiéu hiéu tng trong viing s6 3, ¢6 thé chon 4m thanh kém theo hiéu ting.
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- Trong ving s6 4 ¢6 céc tly chon sau:
=  Don’t Dim: P&i tugng sé& ti€p tuc hién thi sau hiéu Gng hoat hinh
» Hide After Animation: P0i tudng sé& bién mat sau hiéu tng hoat hinh.
» Hide on Next Mouse Click: Gidu d6i tugng khi ta nhap chuot.

B5. Nhip vio thé Multimedia Settings d€ 4p dung cédc hiéu ng cho d6i tugng Am thanh va
phim anh. (Xem hinh 4.6).

Custom Animation

Check to animate slide objects:
[ Title 1

v Media 2 o E Cancel

- Presiew
.

&

8]

EcaEl:

Order & Timing | Effects | Chart Effects Multimedia Settings |

- ' _—
W Play using animation order et

While plaving: © Pause slide show

: e [=1 e [
, , | [~
Stop plaving:  © After current slide

v e =1 lides ™ Hide while not playing
) T3

Hinh 4.6. Thiét lap hiéu iing cho multimedia

- Nhap chon media cin 4p dung hiéu tng trong ving sd 1.
- Trong vung so 2:
= Pdnh diu chon M Play using animation order d€ chay media clip trong trinh dién
hi€n hanh.
= Nhip chon ®© Pause slide show dé tam ditng viéc trinh dién ndi dung cic slide.
= Nhip chon ® Continue slide show dé cho phép ti€p tuc trinh dién ndi dung cic
slide. N&u chon thém ® After current slide thi media sé& bi két thic tai thdi diém
chuyén sang phan trinh dién cla slide khac, hoic c6 thé chon ® After va go vao
céc so slides.
- Trong vung s6 3, chon nit More Options...

Movie Options EHE |

Play options

[~ Rewind movie when done playing

Total plaving time:  :01

File: il \samplesisampsitel avilcup, avi

o, I Cancel

Hinh 4.7. Movie Option
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M Loop until stopped: Chon s& cho phép media ph4t di phat lai lién tuc cho dén khi
chuyén sang phin trinh dién cta slide khac hoic khi nhap chuot.

M Rewind movie when done playing: Cho phép hién thi khung hinh dau tién cta phim
sau khi da phédt xong.

4. St dung hop thoai Action Settings

D€ gdn mdt thao tidc cho mot ddi tugng trong PowerPoint ta 1am nhu sau:
B1. Chon ddi tugng mudn gan thao tic.

B2. Vao thuc don Slide Show, Action Settings, hop thoai hinh 4.8 xuit hién.

Action Settings |

Maouse Click. | Mouse Chver I

—fction on click

IGiﬁllli thie&u PowerPoint Kiean thadc of balin ved Po j
i Fun prograrm:

I Rl |

" Run Macro:
ICaIIHEIpTDpic j
) Gfject action:

| 2

[ Blay sound:
I[I"-.Iu:u Sound] j
¥ | Highilight elick

Ok, I Cancel |

Hinh 4.8. Hop thoai Action Settings

B3. Chon thé Mouse Click néu ban mudn khdi dong thao tdc bing cdch nhap chuot. Chon thé
Mouse Over d€ khdi dong thao tdc biing cdch dua chudt ngang qua ddi tugng.

B4. C6 mot sd tuy chon trong thé Mouse click:

® None: Khong c6 thao tdc nao xuat hién.
® Hyperlink to: Tao mot siéu lién k&t d€n modt slide dude chon trong pham vi trinh dién

cda ban, mot trinh dién PowerPoint khdc, mot tap tin trén mdy tinh hoiic
mot trang Web.
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®© Run program:

® Run macro:

® Object action:

® Play sound:

Chay mot chuong trinh véi dudng din dugc xdc dinh bén dudi. Nhap nit
Browse va dian dén chuong trinh mudn chay.

Chon dé€ chay mot macro tir danh sdch macro da tao.
Cho phép md, hiéu chinh, hoic phit mot doi tugng nhing nhu media
clip hoiic sd @b t8 chrc.

Cho phép phdt mot 4m thanh dugc chon tir danh sich x6 xudng, hoic
mot Am thanh cda riéng ban tir muc Other Sound.

®© Highlight click/ Highlight when mouse over: T6 sang d6i tugng dudc chon khi ban thuc hién

thao tac nhap hoic di chuyén chuot 1én d6i tuong.

B5. Nhap niit OK d€ déng hop thoai Action Settings.

5. St dung c4c niit tac dong

Thiét 1ap céc nit tdc dong (action button) rat giong khi thiét 1ap tdc dong (action settings). Qui
trinh thuc hién nhu sau:

B1. Vao thuc don Slide Show, Action Buttons. Mot bang cdc ndt hién ra nhu hinh 4.9.

_| 4l 2| 8
4l Bf Ml
| B & =

Hinh 4.9. Cdc nut tdc dong

PowerPoint cung cdp mjt sé niit tdc dong nhu sau:

[ | Custom

| Home

7| Help

@ Information

| Back or Previous
B Forward or Next
= Beginning

= End

| Return

0| Document

o Sound

| Movie

Ty tao thao tdc gidng nhu Action Settings
Vé slide diu tién cta trinh dién (mic dinh)
Ty tao thao tdc gidng nhu Action Settings
Ty tao thao tdc gidng nhu Action Settings
Vé slide k& tru6c trong trinh dién (mic dinh)
Dén slide k€ tiép trong trinh dién (mic dinh)
V¢ slide dau tién cta trinh dién (mic dinh)
Dén slide cudi cung clia trinh dién (mic dinh)
Tr§ lai slide vira xem gan ddy nhat

Ty tao thao tdc gidng nhu Action Settings
Ty tao thao tdc gidng nhu Action Settings

Ty tao thao tdc gidng nhu Action Settings

Thanh Phong

72 Microsoft PowerPoint



Chuong trinh Gidng day Kinh t& Fulbright Bai 4. Tao cdc hiéu ing

B2. Chon mdt nit tic dong va vé 1én slide, hop thoai Action settings hién ra (xem hinh 4.8).
B3. Thiét lap cdc ty chon, sau d6 nhap nit OK.

Vi du ta chon niit tic dong Home, k&t qua nhu hinh 4.10 sau:

e
V4

Sample Multimedia

<
#]

Erll

Hinh 4.10. Ap dung niit tdc déng
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Béng 4.1. Cdc niit trén thanh cong cu Animation Effects

+ Animation Effects

B O & 2 % | of B - | % o
Nut Tén Chic ning

Animate Title AP dung hiéu ¢ng hoat hinh mic dinh cho tiéu dé
slide

Animate Slide Text Ap dunvg hi?u ung ho§t hinh mic dinh cho phin noi
dung van ban trong slide

g Drive  in Effect Hién thi' in(f)f hiéu\ ing drive;in .tArén inét:]él} b%qlil du’(_f‘c
chon. Hi€u ting nay dugc thé hi€n bat dau tir bén trai

= Flying Effect Hién thi mot hiéu ng bay trén vin ban dugc chon.

Hiéu ng nay dugc thé hién bit dau tir bén trdi

Camera Effect

Lam cho doi tugng xuat hién xuyén qua mot mang
trAp camera, cling vé6i hiéu tng ti€ng click clia camera

A Flash Once Lam cho vin ban dugc chon chép sdng 1én mot 1an
2 Hién thi vin ban dudc chon nhu thé vin ban nay dudc
et Laser Text Effect i : i y Qe

in bing mot mdy in laser

Typewrite Text
Effect

Hién thi vin ban dugc chon nhu thé viin ban nay dugc
danh trén mot mdy danh chir

Resever Text Order
Effect

Hién thi vin ban dugc chon theo trinh tw ddo ngugc

il
HEC

Drop-in Text Effect

Tha vin badn dugc chon tit phia trén cda slide xudng

Animatiton Order

Hién thimdt danh sach drop-down d€ thiét 1ap thi ty
céc doi tugng slide dudc tao hiéu ng hoat hinh

54

Custom Animation

M4 hop thoai Custom Animation

Animation Preview

Xem true hiéu tng hoat hinh slide trong mot cita s&
preview nhd
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Bai 5. In Cdc Trinh Dién

1. Thiét lap cdc tuy chon trong page setup

Tru6e khi in chiing ta can thi€t 1ap mot s6 thudc tinh cho trang in nhu kich thuéc trang in,
huéng trang in.

B1. Chon File, vio Page Setup d€ md hop thoai Page Setup nhu hinh 5.1.

Page Setup K E3 |
Slides sized For: —Crientation ——————————

—Slides
Cancel
i Porkrait 4|
% | andscape

—Maokes, handouts & outline -

: ¥ portrait
mumber slides From: " Landscape

"3

Hinh 5.1. Qui dinh khé gidy va hudng trang in

B2. Chon kich thudc trang in tir danh sdch x6 xudng ctia muc Slides sized for. Céc tiy chon
trong danh sich nay gdm: On-screen Show, Letter Paper, A4 Paper, 35mm Slides, Overhead,
Banner va Custom nhim phuc vu cho nhiéu muc dich in 4n khic nhau.

B3. Néu chon Custom, ta phdi nhip cdc con s6 vao cic muc Width (bé rong trang in) va
Height (chiéu cao trang in) theo don vi inch.

B4. Trong muc Number slides from, hiy chon con s& bit diu d€ danh s6 k& tir slide dau tién.

B5. Chon huéng in (Orientation) clia cdc slide: chon Portrait (in thing ding) hoic chon
Landscape (in nim ngang). Mic dinh hudng trang in 1a Landscape.

B6. Chon huéng in cho cdc ghi chd (notes), handout va dan bai (outline) 1a Portrait hodc
Landscape.

B7. Khi di hoan thanh ta chon OK d€ déng hop thoai.

2. Cac tuy chon trong hop thoai Print

Nhim ti€t kiém gidy va muc in chiing ta cin lam theo cdc budc sau dé thiét 1ap cdc thudc tinh
céc trang in phit hgp vé6i nhu cau.
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B1. Chon File, vao Print d€ md hop thoai Print nhu hinh sau

Print EHE |
—Prinker

Mame: IF'rintE:r 4 j Properties |

Skakus: Idle

Tvpe: HF Laserlet 1100

Where: 11Harvard\printers

Comment: [ Prink ko fils
—Prink range —Copies

&« g ™ Current slide ) Selechion Mumber of copies:

|1 %
" Custom Show: eSS

=
" Slides: |

Enter slide numbers andfor slide ranges. For example,
1,3,5-12 v | Collate

Prink what: HiEnHGLS
|5|i'j'35 =l Slidesiper pages: IE' "I

Grders ) Hotigontal £ ) yerkical

L] ][]
[«][=] [

¥ Grayscale [ Scale to fik paper
[ Fure black and white [~ Frame slides
[ Include animations I | Erint: hiddem slides K I Cancel |

Hinh 5.2. Hop thoqi Print dé thiét l4p cdc thong sd'in

B2. Trong khu vuc Printer clia hdp thoai, hiy chon mot mdy in tif danh sdch mdy in c6 két
ndi v6i mdy tinh ctia ban.

— Printer

Marne: Printer 1 j Froperties |

Skatus: Acrobat Distiller
Type: acrobat PDEWriter

Where:
Cornmenk; [~ Prink ko filz

Hinh 5.3. Chon mdy in c6 két néi véi mdy tinh

Né&u nhap chudt vao nit Properties mot hop thoai sé& hién ra cho ta hiéu chinh cdc thudc tinh
ctia mdy in nhu khé gidy, chat lugng in (dd phan gidi),...

B3. Trong khu vuc Print range, hiy chon céc slide mu6n in nhu sau: Chon
®© All D¢ in tit ca cdc slide trong bai trinh dién
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®© Current Slide Chi in slide hién hanh

® Seletion In cac slide da dudc chon

® Custom Show Cho phép chon in mdt custom show. Lya chon nay chi c¢6 hiéu
luc khi ban da tao ra it nhat mot custom show.

© Slides Ta nhap vao s6 thit ty cla céc slide cin in § khung bén phii. Céc

slide cdch nhau biing dau phdy. Vi du: 1,5,6,8

B4. Trong khu vuc Copies, nhap vao s6 bdn in muén in vaio muc Number of copies va xem
c6 chon Collate khong.

M Chon Collate: C4c bdn in dudc theo thit ty tir slide 1 dén slide cudi cung, sau dé
mdi 1ap lai
0 B4 Collate: In hét s6 luong trang 1, rdi in hét s& lugng trang 2 va tiép tuc nhu

vay cho dé&n hét so slide da ra 1énh in.

B5. Tai Print what, ta cAn x4c dinh loai tai liéu ma ta mudn in bing cdch chon tir danh sich
x8 xudng. Céc lya chon nhu hinh 5.4.

Prink what:

|Slides j

Slides

Motes Pages
Ctline Wisw

Hinh 5.4. Cdc tity chon logi tai liéu mudn in

Khi chon mot loai tai liéu cin in thi cdc chiic ning can thi€t cho loai tai liéu d6 sé& c6 tdc
dung. Khi chon Print what 1a Handouts thi cdc chiic ning cia Handouts phia bén phai méi
cO tac dung nhu hinh 5.5 dudi day.

Print what: Handouts

Slides per page: IEu vI C1[E]
Order: © Horizonkal ¢ Wertical L=l el

Hinh 5.5. Cdc tity chon in én cho kiéu in handouts

Trong muc Slides per page ta cin xic dinh s6 lugng slide cin in trong 1 trang gidy
theo khé di chon & phan trén (xem hinh 5.1).

Trong muc Order: Ta chon d€ sip xé&p céc slide trén trang in.

2l [E] (IR
® Horizontal: % ® Vertical: %
(Thit ty theo chiéu ngang) (Tht tu theo chiéu doc)
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B6. Tiép theo ta chon cédc tuy chon sau:

M Grayscale:
In trinh dién theo tong mau xdm (den, tring va xdm). PAy 1a tuy chon
t6t nhat khi in mot trinh dién mau bing mdy in tring den.

M Pure Black and White:
In trinh dién chi biing hai mau den va tring.

M Include animations:
Hién thi cic hinh dnh hoat hinh tong trinh dién cdia ban nhu 13 nhitng biéu
tugng trén trang in.

M Scale to fit paper:
Thay d6i kich thuéc cia céc slide cho vira v6i khd gidy.

M Frame slides:
Tao dudng vién quanh cic slide. Tuy chon nay s& khong cé hiéu Iyc khi in
trong ch& do Outline View.

M Print hidden slides:
Ty chon nay chi ¢6 hiéu lyc khi trinh dién c6 cdc slide bi an.

Ghi chii: N€u mudn in trinh dién mau ra mdy in mau ta phdi b cdc ty chon Grayscale va
Pure Black and White

B7. Nhip niit OK dé€ in

Bing 5.1. K&t qua khi in va cdc d6i tugng theo tong mau x4m va den tring

Doi tugng Tong mau xam Pen tring
Bitmap X4am X4m

b6 thi X4am Xam
Hinh ndi Khong c6 Khong c6
Fill X4m Tring
Khung ben ben
Pudng ké Pen Pen
Pattern X4m Tring
Béng md clia d6i tudng Xédm Pen
Bong md ctia vin ban Khong ¢6 Khong ¢6
Nén cda Slide Tring Tring
Vin ban Pen ben
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3. Dong tiéu dé dau trang (header) va cudi trang (footer) khi in 4n

Khi in cdc outline, notes va handout, chiing ta c6 thé thém cdc header va footer vio trang in.
Cic thao thac bd dung nhu sau:

B1. Vao thyc don View, chon Header and Footer, hdp thoai Header and Footer hi€n ra va ta
vao thé Notes and Handouts nhu hinh 5.6.

Header and Footer EE

Slide  Motes and Handouts |

—Include on page Apply ko All

¥ Date and time

Cancel |
¢ Update automatically
|?j25j|:|1 =]

=g [n)ilf{n (= Ealendar Bymes
IEninsh (.53 j I'-.-'u'estern j
" Fixed
I —Previsw
¥ Header

¥ Page number
v Foater

Hinh 5.6. Hop thoai Header and Footer

B2. Trong khung Include onpage cé mot s6 cédc tity chon cho hién thi ndi dung khi in ra gidy
nhu sau:

M Date and time:

N&u mudn hién thi ngdy va gid khi in ra gidy ta phai chon vao hop nay. Phia

dudi c6 2 lya chon:

® Update automatically: Né&u chon, mdi khi in thi ngdy va thdi gian in ra chinh
12 ngay va thdi gian hién tai (theo thi€t 1ap clia mdy
tinh dang ra 1énh in). C6 mot s6 lwa chon kiéu hién

ednesd av, July 75, 7001 E thi ngay va thdoi gian nhu hinh 5.7 sau.
25 July 2001
July 25, 2001
25-1ul-01
July 01
JLIl-I:Il N 7’ \ N N
7/25{01 1:07 AM Hinh 5.7. Cdc tuy chon ngay va
;’Eg;ﬂl L0736 AM thoi gian hién thi trén trang in
01:07:36
1:07 A
1:07:36 AM

IZEIDl =]
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® Fixed: Néu chon muc nay, ta hay nhip vio mot ngdy gid
nao d6, gia tri nhap vao nay sé dudc gilf nguyén mdi
khi in ra gidy.
M Header:
Cho phép in dong tiéu dé dau trang (header) ma ta di nhip vao hop vin ban
bén dudi.
M Page number:
Cho phép in s6 trang trén mdi trang in.
M Footer:
Cho phép in dong tiéu dé cudi trang (footer) ma ta da nhip vao hop vin bin
bén dudi.

Ghi chii: Khung Preview bén phdi cho ta xem trudc hinh dang trudc khi in ra cia cdc thudc
tinh thi€p lap.

B3. Nhap niit Apply to All d€ 4p dung cic thudc tinh vira hiéu chinh cho tit c céc slide trong
bai trinh dién va déng hop thoai.
4. Chuyén bai trinh dién qua Word d€ in 4n

Do c6 mdt s6 han ché khi in 4n trong PowerPoint nén chiing ta c6 thé chuyén bai trinh dién
sang phan mém Microsoft Word d€ in an. Ta thuc hién cic budc sau:

B1. Vao thuc don File, chon Send To va chon Microsoft Word... nhu hinh 5.8.

File Edit Wew Insert Fopmat Tools 5

[ Hew. .. CErl+Hh

= Open... Chrl+o

I save Chel+3
Save As...

Save as Web Page...

Page Setup...
&F Print... Ctrl+P

@ Mail Recipient {as Atkachment). ..
Routing Recipient. ..
ﬁ Exchange Folder. ..

online Meeting Patticipant

1 PowerPoink2000, ppk

2 \DakalPPYP PowerPointZ000, ppk
3 PPT2000-loop. ppt

4 PowerPaint20001 ., pps. ppk

Sl Microsoft Word. .,

Exit

(} Genigraphics. ..

L4

Hinh 5.8. M& hop thoai Write-Up
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Chd mot 14t hop thoai Write-Up hi€n ra nhu hinh 5.9.

Wwrite-Up |
—Page layout in Microsaft Word
=§ % Nokes next ko shides Cancel |

" Blank lines next to slides

" Motes below slides

Hf;n

" Blank lines below slides

" outline only

— add slides bo Microsaft \Waord document
g Paske
™ Paste link

Hinh 5.9. Hop thoai Write-Up
Trong khung Page layout in Microsoft Word chifa cdc tily chon vé cdch bd tri bai trinh dién
trong Word.

®© Notes Next to Slide: Céc ghi chi (notes) cia slide s& xuat hién phia bén
phdi ctia slide khi xuat sang Word.

® Blank Lines Next to Slides:  Bén phdi ctia mdi slide s& c6 thém cdc dudng ké
ngang cho khén gia ghi chi thém khi nghe bao céo.

® Notes Below Slides: Ghi chi (notes) cho slide s& xuit hién bén dudi mdi
slide.

® Blank Lines Below Slides: Cédc dudng ké ngang sé dudc thém vao bén dudi mdi
slide.

® Qutline Only: Chi xudt qua Word dan bai cta bai trinh dién.

Trong khung Add slide to Microsoft Word document c6 2 tuy chon.

® Paste: Néu chon tuy chon nay, bai trinh dién dudc xuit qua Word, néu sau
ndy c6 chinh stta ndi dung bai trinh dién bén PowerPoint thi cdc hiéu
chinh sé khong dugc cip nhiat qua Word.

®© Paste link:  Né&u chon, ndi dung bai trinh dién xuit qua Word s& dugc cip nhat
mdi khi ta thay d6i ndi dung bai trinh dién bén PowerPoint.
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Bai 6. Trinh Dién & Cac Ky Thuat Trinh Dién

Trudc khi thuc hién mot cudc trinh dién ta cAn duyét lai tit cd cdc ndi dung trong bai
trinh dién va thi€t k€ trinh dién.

1. Thiét k& mot cudce trinh dién

Céc budc thiét k€ trinh dién nhu sau:

Set Up Show

—Show bype

= Presented by a speaker (Full screen:

™ Browsed by an individual (window)

™ Browsed at a kiosk (Full screen)

¥ Loop continuously until ‘Esc’
[ Show without narration

[ show without animation

B1. Vao thuc don Slide Show, Set Up Show d€ m& hop thoai Set Up Show nhu hinh 6.1.

—5lides
o Al

" Fram: I_E To! I_E

£ Euskam shaw;

| =

—fdvance slides

™ | Stiow serollbar

" manually

Pen colar;

o LIsing kimings, if present

SHaE @

I_j IF'rimar':.f Manikar

j Projector ﬂizard...l Ok I

Cancel

Hinh 6.1. Hop thoai Set Up Show

B2. Chon mot trong cdc tlly chon sau trong vung Show type:
®© Presented by a speaker (full screen) — Pay 1a tly chon miic dinh cho viéc trinh dién. N6 cho
phép thuc hién trinh dién trén toan man hinh. (Xem minh hoa hinh 6.2)

. > Tao Mét Bai Trinh Dién
-\ A
""" K& tiép, chon kidu b tri
clia cdc doi tugng trén f AutoLayouts
slide. PowerPoint's :
AutoLayouts chi trong == = }
vao vigc canh I8 va vi tri — —
> | c4c doan vin ban, hinh
anh ..trén slide.
«| Chon mét AutoLayout
2 phit hgp nhu ciu nhat va T
Py P anl
. nhap nat OK. cuﬁnpdé xem
o thém cac
Autolayout
[Feengharm <0

Hinh 6.2. Trinh dién toan man hinh béi dién gid
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® Browse by an individual (window) — (Trinh dién bdi tiing ngudi theo tiing ctta sd) Ty chon
nay cho phép mdi khan gia c6 thé tu diéu kién viéc trinh dién ctia PowerPoint theo nhu cau
riéng ctia minh. (Xem hinh minh hoa 6.3).

Microsaft PawerPoint - [PawerPoint Slide Shaw - [PPT2000-lacp.pptl]

|E] Ele Edt Browse window Help =ls] x|
& = | @ [ @ @ Foverkes - | Go - | || CiDstalpPIPPT2000-00p.ppt .|l

¢+ ~~Tao Mot Bai Trinh Dién

L § K& tiép, chon ki€ b6 tr :
n ’E 1ep, C-‘QI'I iéu bo tri
cla cac ddi tugng trén f AutaLaynuts

slide. PowerPoint's

AutoLayouts chi trong E . . -
Va0 viéc canh 8 va vi tri
| ¢dc doan vin ban, hinh

= anh _.trén slide. = [==
| Chon mot AutoLayout ' 7
al phlih(jp nhu cau nhat va —
= nhap nit OK. Eﬁgnpégaxlhm
“"“ thém cde
Autolayout

Tga mgt bal trinh dién
Trang ¥ /e

Slide Show 19 of 41 IntroPPT

“ |

Hinh 6.3. Trinh dién trong cita s6 Window

® Browed at a kiosk (full screen) — (Trinh dién tai gian hang) Tuy chon nay cho phép ban tao
mot trinh dién ty dong thé hién ma khong can phai c6 ngudi diéu khién. Viéc trinh dién sé tu
dong ldp di ldp lai.

M Loop continuously until ‘Esc’ — Chon muc ndy néu ban mudn viéc trinh dién dudc lip lai
lién tuc cho dén khi nhan phim Esc.

M Show without narration — Chon muc nay dé tam thdi tit bat cit giong thuyé&t minh nao di
kem.

M Show without animation — Chon muc nay dé tam thoi khong cho trinh dién céc slide hoat
hinh di kem.

M Show scrollbar — Chon muc nay néu mudn xudt hién mot thanh cuén & canh bén phdi cia
ctra s§ trinh duyét trong khi xem.

B3. Trong muc Slides, ta x4c dinh s& slide mudn st dung trong trinh dién. C4c tiy chon gdm:

® All: St dung tat cd céc slide.

®© From va To: St dung mot nhém cdc slide lién tuc nhau.

® Custom show: Cho phép chon Custom show tif danh sdch x&8 xudng. Chi c¢6 hiéu luc khi da
c6 it nhat mot custom show trong trinh dién.

B4. Chifc niing Pen color chi c6 khi trinh dién & ché do ® Presented by a speaker. Pay 1a
chitc ning bit ddnh ddu khi trinh dién.
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BS. Trong khung Advance Slides c6 hai tuy chon:
® Manually: Diéu khién bing cdch nhan phim hoic nhap chudt.
® Using Timing if present: Céc slide sé dugc diéu khién theo thdi gian.

B6. Nhap nit OK d€ déng hop thoai.

2. Tao mot Custom Show
Pé tao mot Custom show theo cic budc sau:

B1. Vio thuc don Slide Show, Custom Shows d& md hop thoai Custom Shows nhu hinh

Cuztom Shows Ed |

Custom shows:

Edliti.
BETEWE

EOpy,

[z
e

Close | Shiat |

Hinh 6.4. Hop thoai Custom Shows

B2. Nhap vao niit New dé md hop thoai Define Custom Show nhu hinh 6.5.

Define Custom Show |

Slide show name: | SiE

sSlides in presentation: Slides in cuskom show;

1. Gidi thiedu tofing quatit Po j

. Gididi thiedu PovwerPoint ML

» Gidli thiedu PowerPaoint Kies

. Gifli thiséu PowerPaint Pow Hefe] | +* |
. Giditi thiedu PowerPoint Cal

. Gidli thiedu PowerPaink Che REemave | . |
(71 Gidioi thiedu PowerPaoint Cu
(8} Giditi thiedu PowerPaoint Slic

9, Gidii thiedu PowerPoint Che ¥ |

[n T B S L I

Ik

Cancel I

Hinh 6.5. Hop thoai Define Custom Show

B3. Nhap tén cho Custom Show vao muc Slide show name.

B4. Tir danh sich Slides in presentation, hiy chon slide dau tién ma ban mu6n dua vao
custom show clia minh. Sau d6 nhap nit Add>> dé dua slide d6 vao khung Slides in custom
show bén phai.
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BS. Lip lai budc 4 @€ dua thém cdc slide khic vao khung Slides in custom show. D€ x6a bét
slide khdi danh sidch & khung Slides in custom show, ta chon slide d6 va nhap nit Remove.
B6. Nhap niit OK d€ luu custom show va quay trd vé hop thoai Custom Shows.

B7. Tir hop thoai nay, ban c6 thé nhap vao cic nit Edit, Remove, hoic Copy dé chinh sira,
x6a, hoidc sao chép bat cit mdt custom show nao dudc chon.

B8. P€ xem trudc custom show clia minh, ban hiy nhap vao niit Show. Ban sé& dudc quan st
n6 trong ch€ do Slide Show.

B9. Nhap niit Close d€ déng hop thoai Custom Shows.

3. Trinh dién

Khi muén trinh dién mot bai trinh dién ta 1am theo cdc cdch sau:

Céch 1. M3 tap tin trinh dién can trinh dién, sau d6 vao thuc don Slide Show va chon View
Show.

Cdch 2. M4 tap tin trinh dién can trinh dién, nhap nit Slide Show = & géc duéi, bén trdi clia
man hinh.

Cidch 3. M4 tap tin trinh dién can trinh di&n, nhan phim tit F5.

Bdng 6.1. C4c thao t4c trong khi trinh dién

Thao tac Phuong phap

Dén slide k€ tiép Click phim trdi ctia muose
Nhan phim Spacebar
Nhan phim N

Nhan phim mii tén phdi
Nhan phim miii tén xudng
Nhan phim Page Down
Nhan phim Enter

Quay lai slidde truée dé Nhan phim Backspace
Nhan phim P

Nhan phim mii tén trai
Nhan phim mii tén Ién

Nhan phim Page Up
Pé&n mot Slide nao d6 G s0 thit ty clia slide va nhan phim Enter

Bat/Tit ch€ do bdi den man hinh | Nhan phim B
Nhén phim (,)
Bat/ tit ch€ do 1am tring toan man | Nhan phim W

hinh Nhén phim (,)
Hién thi/gifu nit miii tén (& géc Nhan phim A
duéi bén trai man hinh) Nhan phim (=)
Dirng/ti€p tuc trinh dién Nhan phim S
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Nhan phim (+)
K&t thic trinh dién Nhan phim Esc

Nhan t6 hdp phim Ctrl+Break
Nhan phim (-)

Xod nhitng nét v& trén man hinh | Nhan phim E
Pé&n mot slide 4n Nhan phim H
St dung thdi lugng méi Nhan phim T
St dung thdi lugng da 4n dinh ban | Nhan phim O

dau

Quay vé di€ém khdéi dau cia trinh
dién

Nhan c4 hai phim chudt cing liic trong khodng 2
gidy

Kich hoat biit ddnh diu

Nhan t8 hgp phim Ctrl +P

Kich hoat con tré mouse hinh miii
tén

Nhéan phim Ctrl+A

Giau con tréd muose va nit miii tén

Nhin t8 hgp phim Ctrl+H

Ty dong hién thi / gidu con trd
muose

Nhéan t6 hgp phim Ctrl+U
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Soan thao mot bao cao hiéu qua
trén may tinh

Trinh bai mot cdu tric dién hinh cho mot
bao céo trén may tinh hiéu qua

Thiét ké
e Mau nén sam va mau chir sang
— Mau trang hodc vang trén nén den, xanh
sam hodc xam sam
— TG6i da su’ tuong phan
e Tranh dung cac bong mo
e Tranh ké khung, dudng vién




Ki@u chir

 Dung kich thuGc chir I6n
—>36 point cho tiéu d€, >32 point cho cac
dau muc I6n
— 24 point cho cdc muc nho nhat
Dong nay dung cd chif 24 point
- Nén dung céac kiéu chil sau

— Arial, Helvetica, Tahoma, Impact, Verdana,
Vni-Helve, Vni-Times, .VniTimes,.VniHelve

= Khéng dung ALL CAPS (Tat ca chir HOA)

Van ban
e Dung mot chu dé trén mot slide
e Dung tiéu dé slide dé lam ndi bat
— Céac n0i dung chi ti€t sé trinh bay
— GiGi han noi dung tUr 5-7 dong




Biéu do

w
o
o

o

Number of Abstracts

1999 2000 2001

Year

— Poster — Oral — Total

Bang biéu

Thai gian S6 slide S6 slide
trinh bay t0i uu toi da




Kich thudc bai bao céo

SO slide trinh bay gidi han bdi thdi gian
— Qui tac chung la 1 slide/ phat
— Dung 20 slides cho mo6t bao céo trong 15
phat la rat kho trinh bay hét y tudng
» Kich thudGc tap tin giGi han thdi gian tai
|En may
— Tap tin nén gidi han & 15 MB




Pinh dang tap tin

- Tap tin nén dugc dinh dang sao cho
Power Point 2000 c6 thé doc dudc dang ndi
dung, tranh luu & cac dinh dang qua mdi.

 Tap tin nén chuyén sang dinh dang cua
Power Point 2000 néu chay trén Office 2000.

- T4t ca fonts, hinh, bang, va biéu dé phai
dugc nhung vao PowerPoint, tranh dung link




