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Sach hoc Powepoint

GIOI THIEU POWERPOINT

Ban l1a mot sinh vién, mudén trinh bay ndi dung bai tap 16n, d6 an tot nghiép trude
hoi dong bao vé?
Ban 1a moét can b, muon trinh bay bao cdo cong viéc clia minh trudc dong nghiép?

Ban 1a mdt nha khoa hoc, muon trinh bay nhiing y tudéng, nhitng cong trinh nghién
cttu cia minh trong nhitng dién dan, nhiing cudc hoi thao?

Va con nhiéu hoan canh khéc nira, khi ma ban muon trinh bay mot van dé nao dé
truéc dam dong. Microsoft Powerpoint s€ gitp ban lam nhiing cong viéc d6 mot cach
don gidn ma hiéu qud rdt cao.

Ban c¢6 thé dua duoc rat nhiéu loai thong tin 1én man hinh trinh chi€u nhu: vin ban;
hinh anh; 4m thanh; bang tinh; bi€u do; ...

Lam viéc trén Powerpoint 1a lam viéc trén céc tép trinh dién (c6 phan mé rong 1a
* PPT). Mbi tép trinh dién bao gém cdc ban trinh dién (Slides) ching dugc sap theo
mot tha tu. Cdc ban trinh dién nay chia ndi dung thong tin ban muon trinh bay. C6
thé minh hoa cu tric mot tép trinh dién theo cac ban trinh dién (Slides) nhu sau:

Slide 1
v

Slide 2
* .

Slide n

Mot tép trinh dién

Qui trinh d€ tao va sir dung mot tép trinh dién nhu sau:

Buéc 1: Xac dinh 16 rang cac noi dung s€ trinh bay. T d6 sé dinh ra dugc cau tric
cta tép trinh dién 1a: Chon nén ciia slide theo mau nao cho phii hop? Cdn bao nhiéu
slides? Noi dung moi Slide la gi?

Budc 2: Dung Powerponit dé xay dung noi dung céc slide dé.

Budc 3: Trinh dién Slide. Khi d6 noi dung timg Slide sé dugc phéng to 1én toan bo
man hinh mdy tinh. Néu mdy tinh ctia ban ndi véi mot may chi€u (Multimedia
Projector chiang han), noi dung céc slide trinh chiéu s& dugc dua lén cdc man hinh 16n,
nhiéu ngudi c6 thé quan sat mot cdch dé dang.
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CHUONG 1: TRINH DIEN PON GIAN

1. CACH KHOI PONG POWEPOINT

C6 nhiéu cdch c6 thé khéi dong duge phan mém Powerpoint. Tuy vio muc dich
lam viéc, s& thich hodc su tién dung ma ban c6 thé chon mot trong céc céch sau day
dé khoi dong:

Cach 1: Chon Iénh Start cua Windows nhu sau: Start | Programs | Microsoft
Powerpoint

Cach 2: Nhiy kép chuot Ién biéu tugng cia phin mém Powerpoint
Microsaft PaweiPoint | trén thanh cong cu, hodc trén man hinh nén ctia Windows;

Hop thoai dau tién cia Powerpoint xuat hién, cho phép chon huéng lam viéc:

—Create a new presentation using

%’ - Open an existing presentation

More Files. ..

™ Don't show this dialog box again

(0] 4 I Cancel |

-Open an exiting presentation dé m& mot tép trinh dién da c6 trude (chi dung cach
nay cho nhiing 1an sau, khi ma ban da c6 nhiing tép trinh dién trén may);

- AutoContent wizard — gitip tao mot tép trinh dién theo nhitng mau cho truéc véi
noi dung vé mot chi dé nao do;

-Design Template - dé bat dau tao mGi mot tép trinh dién st dung mot miu dinh
dang san da c6 trong thu vién Powerpointl

- Blank Presentation cho phép tao méi mot trinh dién;
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2. TAO MOT TRINH DIEN MOI

¥ Elank presentation

|h©p thoai trén, hop thoai New slide

Bang cédch chon muc
xudt hién, cho phép chon ban trinh dién (Slide):

il

Choaose an Autolayauk:
Cancel |
gy | [ [ [ |

Title Slide

[

[ Don't show this dislog box again

Danh sdch Choose an AutoLayout: chita cdc loai bo cuc Slide ma ban c6 thé
chon. Dung chudt chon mot méu réi nhap OK dé tiép tuc. Man hinh 1am viéc chinh
ctia Powerpoint xuéat hién:

[ Micinolt Powesi"oint - [Iresentation] |

JETpe 8 pe frest Fgmar sk S thow winde tab : =l#]x|
DE@aé% he v .. a@olalan o~ -0, ) .
[Tmestiowronn » 2 = |8 1w 3 [ W A 4] o e et Slide, noi chita cic thong tin
L cén trinh dién.
A

Heé thong thuc Heé thong thanh
don 1énh cong cu

Click to add title

Danh séch cic Click to add subtitle
Slide da tao
dugc !

TIETE Hop ghi chi -
= cho ting Slide | ]
EROETA ] s ) .
Seelot B .

Man hinh lam viéc chinh ctia Powerpoint thong thuong bao gom 5 thanh phan:

- Ban trinh dién (slide): La noi ché€ ban noi dung cdc ban trinh dién. Mbi tép trinh
dién (Presentation) c6 thé bao gébm nhiéu ban trinh dién (Slide). Tai mdi thoi diém,
man hinh chi c¢6 thé hién thi dugc 1 ban trinh dién dé thi€t k&. Ban c6 thé st dung
céc cong cu ché ban (nhu sir dung trong Word) dé dua thong tin 1én cdc Slides
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nay;

- Hé théng muc chon (menu): chia cdc lénh dé goi t6i cdc chic niang cua
Powerpoint trong khi lam viéc. Ban phai diing chuot dé m& cac muc chon nay, doi
khi ciing c6 thé str dung t6 hop phim tit dé goi nhanh t6i cdc muc chon;

- Hé thong thanh cong cu: bao gébm rat nhiéu thanh cong cu, méi thanh cong cu bao
gdm céc nit 1énh dé phuc vu mot nhém cong viéc nao do;

- Hop ghi chi (note): gitp ban Iuu nhitng thong tin chd thich cho timg Slide. Diéu
nay 1a can thiét khi ban khé c6 thé nhé duogc nhitng thong tin xung quanh slide do;

- Danh sach cac Slide da tao duogc: cho phép dinh vi nhanh dén mot Slide nao dé
chi bang cdch nhan chuot.

Mit khéc, trong khi dang 1am viéc véi Powerpoint ban ciing c6 thé sit dung mot
trong cdc cach sau day dé tao méi mot tép trinh dién:

- M6 muc chon File | New..;

hodc

- Nhan nat New Eltrén thanh cong cu Standard;
hoac

- Nhén t6 hop phim tit Ctrl + N.

Tiép theo, thuc hién xay dung nodi dung cho Slide méi nay:

Click to add title

Click to add subtitle

Hay gd thong tin vao hai tiéu dé cua slide nay. S& di slide trén chi ¢6 2 tiéu d¢ 1a do
viéc ban chon méu slide & hop thoai New slide. Tuy nhién ban ciing c6 thé chon cic
mau slide khac cho phu hgp theo muc dich cia minh. Sau khi go thong tin xong, noi
dung slide dau tién s& nhu sau:
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Chao mung cac ban den voi

Microsoft Powerpoint 2000

[ SN B S |
[ NSRS B SN B |

3. TRINH DIEN SLIDE

Ban c6 thé sir dung cdc tinh ning trinh dién slide d€ kiém dinh két qua. C6 nhiéu
céach c6 thé md duoc tinh nang nay:

- Nhan chuot 1én nit Slide Show & géc phai, cudi man hinh:

Nhén lén day dé bt
|m=[r 9 1;[41—'-/ d4u trinh dién!

| Slide 1 of 1

hodc
- M& muc chon Slide Show | & tiew show s |

hodc

- Bam phim FS5 trén ban phim.

Man hinh trinh dién slide hién ra trén toan bo man hinh nhu sau:
Chao mung cac ban dén voi

Microsoft Powerpomt 2000

Muén chuyén dén slide tiép theo trong khi trinh dién, ban nhan trdi chuot hoac
nhan phim Enter;

Muoén thoéat khoi man hinh trinh dién, d€ tr6 vé man hinh thiét k&€ bdm phim
ESC.
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4. GHI TEP TRINH DIEN LEN DiA
Dé ghi tép trinh dién dang 1am viéc 1én dia, c6 thé chon mot trong cdc céch sau:
- M6 muc chon File | Save..;

hodc

- Nhan nat Save Eltrén thanh cong cu Standard,;
hodc

- Nhén t6 hop phim tit Ctrl + S.

S€ c6 hai kha nang xay ra:

Néu day Ia tai liéu méi, hop thoai Save As xuat hién, cho phép ghi tai liéu nay boi
mot t&p tin méi:

savess 2]
Save in: I@ My Documents j - | o Pl i - Tools ~

) ACT Prajects
giao trinh word

| =)Mang may kinh
)My Data Sources
)My eBooks

My Music

(= My Pictures
)My Received Files
)My Webs

=) Quan ly nha truong pho thang
termnp

) Wisual Studio Projects GO tén tep
tin vao day!
Save as bype: IPresentation {*.ppt) j Cancel |

Hay go tén tép tin vao muc File name: réi nhan niit Save dé két thic viéc ghi tép
trinh dién.

Néu tai liu ctia ban da duoc ghi vao mot tép roi, khi ra 1énh ghi dir liéu, tit ca
nhitng su thay d6i trén tai liéu s& duoc ghi lai 1én dia.

& Ban nén thuc hién thao tac ghi tai liéu vira réi thudng xuyén trong khi 1am viéc, dé tranh mat dir liéu khi
gap cac su ¢ mat dién, hay nhiing truc trac clia may tinh.

5. MO TEP TRINH DIEN DA TON TAI TREN DiA

Dé m& mot tép trinh dién di c6 sin trén dia, ban c6 thé lam theo mot trong céc
céach sau dau:

- M6 muc chon File | Open..;
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hodc
- Nhan t6 hop phim tat Ctrl+O.
Hop thoai Open xuat hién:

open (x|
IB My Documents j - | o + Todls »

[C5) ACT Projects
% Auialis Librarian
[C3) giao trinh word
[C3) History

[£3) Intervideo

(£ Mang may tinh
(£ My Data Sources — . . .
9 My eBocks Giao trinh Word va Powerpoint
My Music

(2} My Pictures

[C5) My Received Files
[C5) My Webs

Tru?ng ESTITH
b iy 30-12-2003

Chon tép
trinh dién

DETE
File: name: I j = Open [r

Files of kype: IAII PowerPoint Presentations (*.ppt;*.pps;*.pot;*.htm;*.lﬂ Cancel |

Hay tim dén thu muc noi chia tép trinh dién cadn md. Chon tép, cudi cling nhan niit
ﬁ dé thuc hién mo tép.

6. THOAT KHOI MOI TRUONG LAM VIEC

Ban c6 thé thuc hién theo mot trong cdc cdch sau day dé thoat khoi moi truong
lam viéc Powerpoint:

- M6 muc chon File | Exit;

hodc
- Nhan nit Close %’(trén tiu dé ctra s6 Powerpoint;
hodc

- Nhaén t6 hgp phim tat Alt + F4.
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CHUONG 2:
XAY DUNG CAC SLIDE

2.1 QUAN LY CAC SLIDES

2.1.1 Thém mot Slide

Pé them mot Slide 1én tép trinh dién dang md, ban 1am nhu sau:

Buéc 1: M muc chon Insert | tewside... ctht |hogc bam t6 hop phim néng
Ctrl + M. Hop thoai New slide xuét hién cho phép ban chon mau bo cuc slide méi

Y
nay:
2lx|
Choose an Autolayout:
Cancel

F— py | o [ e [ _l

— e b | s [ P

o r— Leooee [ soee | eveee |

Bulleted Lisk

[

[ Dor't show this dialog box again

Budc 2: Hay chon mot mau slide r6i nhan OK, mot Slide méi da dugc cheén 1én
tép trinh dién.

Y nghia mot s bi€u tugng trén hop thoai New slide nhu sau:
(mmss - Ban c6 thé chén mot dong vin ban da dugc dinh dang sin vao 6 nay;
|m e : Ban c6 thé chen dong van ban dang Bullet;

:zz|  Ban ¢6 thé chén danh sdch dang Bullet

@ Ban ¢6 thé chén mot anh vao 6 ndy;

=== | Ban c6 thé chén mot so d6 to chic

M, |. Ban c6 thé chén mot biéu d6 (Chart)

==t Ban c6 the chén mot bang dit liéu (Table) 1én 6 nay.
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2.1.2 Di chuyén dén cac Slides
Dé di chuyén dén céc Slide ban c6 thé thuc hién theo 2 céch:

Cach 1: Dung chudt, nhan 1én thi tu Slide can dinh vi dén & danh sach céac Slide
bén trai man hinh;

Cach 2: Dung chuot di chuyén thanh cudn doc & bén phai man hinh.

[€] Microsoft PowerPoint - [Presentationl [Recovered]] - Ellll
J File Edit Yiew Insert Format Tools Slide Show ‘Wwindow Help |2 x|
JD@E|§" I I I%?EI|43% v|@’,’JgommonTasksv’,7

Cach 1: Dung chuot
chon slide muén
chuyén dén!

1 ] Chao mirng g
wdi
Microsoft Po

201

33
43

=0 Chao mmrng cac ban dén voi

Microsoft Powerpoint 2000

Cach 2: Dung chuot
di chuyén thanh
cudn doc!

l(ilick to add notes =

[/

K0 I rE=osEw ol

| Slide 1 of 5 | Default Design ’_ 4
2.1.3 Xoa mot slide

Dé xo04 mot Slide ra khoi tép trinh dién, ban 1am nhu sau:

Budc 1: Nhan phai chudt 1én tén slide can xod & danh sach cac slide- bén trai
man hinh;

Budc 2: Chon Cut dé xo4 Slide nay.

1 Z) chao mirg cac ban d
wai
Microsoft Powerpoint
2000

Al | 1. Nhan phai chuot
3 (3 zsdfsf /

| ____—1 2. Chon Cut (hoac nhén
phim Delete)

[
E Baste

A Font...
Insert Tab

Collapse
Expand

% Hypetlink., . .

EEO=94 |

| Outline:
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2.2 DPUA THONG TIN LEN SLIDE

2.2.1 Chen van ban, hinh vé

Trén Powerpoint, ban phai ding dén thanh cong cu Drawing dé dua vin ban
(thong qua cac Textbox) ciing nhu dua cac khoi hinh v€ 1én Slide
Céch sur dung thanh cong cu nay hét nhu st dung chiing trén phadn mém Word,
nén ching to6i khong dua ra chi tiét huéng dan & day:

D[anIEGj Autoshapes - ™ w [ O 4l

2.2.2 Chen hinh anh, am thanh

Ban ciing c6 thé chén anh tir nhitng tp tin bdi muc chon: Insert | Picture |
' Erom File... | hoac tir thu vién anh Clip Gallery cua windows tir muc chon: Insert
| Picture | Bideat..  |nhy da timg lam trén phan mém Word.

2.2.3 Chen bang

Trén Powerpoint, dé chén mot bang dit liéu (table) 1én Slide ban phéi st dung
muc chon Insert | B Tatle.. | ti€p theo qui trinh xay dung cau tric bang, nhap noi
dung va dinh dang bang dugc dién ra nhu lam trén Word.

2.2.4 Tao tiéu dé dau, tiéu dé cuoi

Dé tao tieu dé dau va tiéu dé cudi cho slide, ban m& muc chon: View | Header
and Footer, hop thoai sau day xuét hién gidp ban xay dung tiéu dé dau, tiéu dé
cudi cho céc slides:

Header and Footer ﬂﬂ

I Motes and Handouts I

—Inchude on slide apply o &l

[apal]
v Date and kime
{* Update automatically Lljl’:-“l
|23,f11;2003 =] Cancel |
Languane; Calendar bype;
IEninsh (L.5.) j IWestern j
" Fixed

I Presiew

[ slide number
Iv Enoker

[ Don't show on Litle slide

11
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Thé Slide cho phép thiét 1ap mot s6 cac thong tin 1én tiéu d€ cudi cua Slide nhu:
Thong tin ngay, gio (Date and Time): Néu ban chon muc [ Date sndtime| | thong
tin vé ngay gio c6 thé dugc dua lén tiéu dé cudi slide. Khi d6, néu chon Update
automatically- thong tin ngay gio sé duoc tu dong cap nhat 1én tiéu dé ding
theo ngay gio trén mdy tinh; né€u chon Fixed- ban phai nhap vao mot gia tri
ngay gid c6 dinh. Gia tri nay s& khong tu dong duoc thay déi theo ngay thang.
Néu chon muc ¥ Slidenumber]  mgy s& tu dong dién s6 thi tu slide 1én tieu dé cudi;
Néu chon muc ¥ Esster || ban c6 thé gd vao dong vin ban hién thi & giita tiéu
dé cudi slide;

Nhan nit Apply, cac thiét 1ap nay s€ chi ap dung cho Slide hién tai (slide dang
chon);

Néu nhan Apply All, thiét 14p nay s€ dugc ap dung cho tét ca cac slides cua tép
trinh dién nay.

Vi tri cua 3 gia tri: Date/Time; Slide number va Footer trén tiéu d€ cudi trang
nhu sau (ban xem & 0 Preview):

—Preview

-----------

Date and Time ———t Slide number

Footer

Thé Notes and Handouts cho phép thiét 1ap mot s6 cac thong tin 1én tiéu dé dau

va tiéu dé cudi trang in (thong tin nay chi hién thi khi ban in ra may in):

Header and Footer ilil

glide  Mokes and Handouts |

—Include on page Apply to Al
d Cancel |

|28r11f2003 =|
Language; Calendar bype;
IEninsh(U.S.) j IWestern j
" Fixed
| —Presview
¥ Header

IDéy 13 tigu d& dau trang (Page)
v Page number
¥ Eooter

IE@;-' 13 tiéu d& cudi trang
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- Thong tin ngay, gio (Date and Time): st dung tuong tu nhu 6 thé Slide;

- Header: noi ban c6 thé nhap dong van ban cho tiéu dé dau trang (page);

- Néu chon ¥ Page umber] | cho phép chén so thi tu trang 1én tiéu dé cudi trang in;

- Footer: noi ban c6 thé nhap vao noi dung tiéu dé cudi trang in;

- Nhan ndt Apply, cac thiét 1ap nay s€ chi d4p dung cho trang in hién tai (trang
chtta slide dang chon);

- Né&u nhan Apply All, thi€t 1ap nay s€ dugc ap dung cho tit ca cac trang in cua

tép trinh dién.

2.2.5 Mau sic cho cac thanh phan trén slide (Color scheme)

Tinh ning nay gitp thay déi bo mau hién thi thong thi trén cac slide cta tép trinh
dién. C6 rat nhiéu bo mau c6 thé chon, mat khdc ciing c¢6 thé thay doi mau sic chi
ti€t doi voi ting loai thong tin trén slide mot cach dong bo trén toan bo slide hoac

chi cuc bo véi slide dang chon.

Dé 1am viéc nay, hiy 1am theo cdc budc sau day :

Budc 1: M0 Slide can thiét 1ap trén cira s6 thiét k&, kich hoat thuc don: Format |
Slide Color Schemes.., hop thoai Color Scheme xuat hién :

Color Scheme

Standard I Cuskom |

— Color schemes

Title
= Bullet

= Bullet

L il

[ &= |
=

Apply

Cancel

Breview

2%

Delete Scheme |

Tip For new
UsErs

Use a light backgraund Far
overheads and a dark
background Far on-screen
presentations and 35mm

slides,

Budc 2: Thé Standard hién thi danh sach cac gam mau (Color schemes) ma ban
c6 thé chon cho céc slide bing c4ach nhan chudt 1én gam mau mudén chon.

Mit khdc, thé Custom cho phép thiét 1ap lai mau sac trén ting doi tugng cua
moi gam mau. Céch sir dung thé nay nhu sau:

Tac gia: Nguyén Son Hai, Trung tam Tin hoc — B0 Gi4o duc va Dao tao. Email: nshai@moet.edu.vn
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Color Scheme 2

Standard Custom |

—Scheme colors Apply ko Al

Background . . X .
- Text and lines LF"‘:-"' Luon quan sat hop nay
Shadows p—— | dé r}hin trude két qua da
itle tet thiét lap!

I_ Fills BrEiER //]
. Accent

I_ Accent and byperlink
I_ Accent and Followed hyvperlink

Title of Slide

Change Color ... | -
-1 II

add &5 Standard Scheme |

- Dung chuot nhin 1én muc cin thay d6i mau tir danh sach Scheme colors (hinh
trén dang chon muc Shadows- mau bong);

- Nhan nit Change Color... hop thoai chon mau xuit hién:
2lx

Cancel |

Ban c6 thé chon mau wua thich cho muc
e dang thiét 1ap (mau bdong) trén bang mau
bing cdch nhan chuot 1én mau cin chon.
Tiép theo nhan OK dé chdp nhan mau vira
chon.

Current

- MB&i lan chon xong mau, c6 thé xem két qua & hop két qua bén phai, géc dudi
hopt hoai.

Budc 3: Nhan nit Apply dé thiét 1ap gam mau vira chon cho slide dang kich
hoat. Nit Apply to All dé thiét lap gam mau ndy cho tat ca céc slide trén tép trinh
dién dang m&. Nt Preview dé xem trudc két qua dang thiét 1ap trén céc slide. Nuit
Cancel dé dong hop thoai va huy bo viéc chon gam mau méi.

2.3 THIET LAP HIEU UNG TRINH DIEN
Mot trong nhitng diém manh ctia Powerpoint 1a kha nang thiét 1ap cdc hiéu tng
dong (Animation effect). V6i cac hiéu tng nay, thong tin trén slide cua ban s€ duoc
sinh dong hon, hap dan va thu hidt ngudi theo doi hon. Tuy nhién cdi gi cling c6

14
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mat thuan va mat nghich cta nd, rang ban ciing khong nén quéa lam dung vao céc
hiéu tng hoat hoa nay, tranh truong hop ngudi xem cam thdy nham chan.

Dé kich hoat tinh niang hoat hoa, ban m& muc chon Slide shows |

&4 Custom "‘”‘mat‘D”"'I, hop thoai sau day xuat hién:

Check ko animate slide objects:

Order & Timing  EFfects |Chart Effects | Multimedia Settings |

—Enkry animation and sound —Introduce text

IFI\,.:' j IFrDm Left ﬂ I.C'.II at once j
I[Nu Sound] ﬂ [ Grouped by Ilst vI

level paragraphs

— After animaticn ™ &pimate attached shape

|Dnn't Dirn ﬂ I | Inreverse arder

Danh sach Check to animation slide objects: chita danh sich cac doi tugng
thong tin trén Slide ctia ban. Muo6n thiét 1ap hiéu tng cho doi tuong thong tin nao,
ban phai chon né (checked) trén danh sach nay.

Hay luén quan sdt man hinh bén canh dé biét duoc chinh xdc doi tuong dang chon.

The Effect & dudi, gitdp thiét 1ap hiéu tng hoat hoa cho doi tuong dang duoc
chon & danh sach Check to animation slide objects: Cach thiét 1ap nhu sau:

- Hop [Fiy =l cho phép chon ki€u hiéu ting. Vi du nhu: Fly — bay; Split
— phan nho; ...
- Hop [FromBottom =l chon huéng trinh dién d6i tuong bat dau tir dau?

{ Mo Sound]

- Hop c6 thé chon mot doan nhac khi hiéu
ung nay xuat hién;

Nh¢é nhan nit Preview dé xem trudc két qua sau moi 1an thiét 1ap hiéu ting!
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Cuztom Animation

Check to animate slide objects:
[w Title 1

[ Group 2

[ Group 3

ops

Order & Timing | Effects | chart Effects | Multimedia Settings |

Animation arder: — Skart anirnakion

" On mouse click

£ automatically,

seconds after previous
event

Thé Order & timing cho phép thiét 1ap thit tu trinh dién giita cdc d6i tugng trén

slide.

Thit tu dugc danh s6 1, 2,.. & danh sich Animation order: doi tuong nao ding

trudc s& dugc trinh dién trude. Tuy nhién ban c6 thé thay déi thit tw ndy khi sir

dung cac nit & muc Move;

(khong phai nhin chuot).

Cuoi cung nhin Preview dé xem lai céc két qua da thiét 1ap; nhan OK dé hoan

tat cong viéc.

2.4 CUA SO SORTER

Ban da biét mot s6 cac thao tic quan 1y cac Slides cho mot tép trinh dién qua
muc 2.1 Quan ly slides. Nhung ctta s6 Sorter s& gitip ban don gian hon nhiéu
trong viéc quan 1y cdc slide trén tép trinh dién. Dé md cira sé Sorter, ban m& muc

Slide Sorter I;

chon View

Tac gia: Nguyén Son Hai, Trung tAm Tin hoc — B0 Gido duc va Dao tao. Email: nshai@moet.edu.vn

Muc Start animation dé thiét 1ap su kién dé€ trinh dién cdc doi tuong trén
slide: néu chon On mouse click — tic 1a dé hién thi va trinh dién d6i tugng
nay trén slide ban phai nhan chudt trai; n€u ban nhip thoi gian vao muc
Automatically thi sau khoang thoi gian d6, doi tuong s€ tu dong trinh dién
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Microzoft PowerPoint - [Prezentation2] =lolx]
J Eile Edit Wew Insert Format Tools Slide Show Window Help ;Iill“
DeEa8¥ |t o - @ FHOWD|iE al s -0,

Jg| - vﬁ|||§0mmonTasksv,

the desired chjective:
« Uz rmudtiple poinks If necewcary

e by benedits provicesd by = Specify the actions required of your
, servics, or idea being audience

E=EOEZ A
| sSlide Sorter | Selling a Product or Service

a =l

Str dung ctra s6 ndy nhu sau:

Nhén phdi chuét 1én Slide cin lam viéc, ban ¢6 thé 1am dugc nhitng viéc sau:

- Cut — Slide d6 s€ bi xo4 ra khoi tép trinh dién;

- Chon Copy- dé sao chép Slide nay;

- Chon Paste - dé ddn Slide da copy thanh mot slide mdi;

- Chon Hiden slide- s& an slide nay. Powerpoint s& khong hién thi noi dung
slide 4n khi trinh dién;

- Chon Slide Transition.. dé thiét 1ap thong tin trinh dién cho Slide qua hop
thoai sau:

Slide Transition 2x|

—Effect Apply ko All |
Apply

Cancel

0

|B|:u>< In j

" Slow % Medium © East

—Advance —————— ~Sound

v on mouse click IDrum Rol ﬂ
Iv Automatically after

o1

™ Loop until nest sound

- Hop Efect, cho phép thiét 1ap mot s6 hiéu tng khi trinh dién slide. Hay chon
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kiéu hiéu tng & hop chon nay: °™ ~l'. Tiép theo c6 thé chon toc
do trinh dién céc hiéu tung d6: Slow- t6c do cham; Medium- t6c do vira phai;
Fast- toc do nhanh;

Hop Advanced cho phép thiét 1ap su kién dé chuyén dén trinh dién slide nay tir
slide tru6c n6. Chon On mouse click — s& chuyén dén trinh dién slide nay khi
ban bam chuot trdi (ngdm dinh); ban ciing c6 thé thiét 1ap khoang thoi gian tu
dong trinh dién slide 6 muc Automatically after (s& duoc tu dong trinh dién
sau ... mm:ss (phut:giay);

Hop Sound cho phép chon ki€éu am thanh méi khi dich chuyén dén céc slide;
Néu nhan Apply- thiét 1ap trinh dién vira roi s€ chi cho slide dang chon;

Néu nhan Apply All- tit ca cic slide s& dugc chon kiéu thiét 1ap trinh dién nay.

Ban ¢6 thé dung chuot kéo tha (Drop & Drag) céc slides trén man hinh nay dé
hoén chuyén vi trf ctia chiing.

Dé dong cira s6 ndy trd vé cura so thiét k& ban dau, ban c6 thé 1am theo mot trong
hai céch sau:

Cach 1: Nhéin ddp chuodt 1én mot slide nao d6 trén cira s6 Shorter, slide d6 s&
duogc hién thi trén ctra s6 thi€t k€ ban ddu (ché do Normal).

Cach 2: Ban nhan chudt 1én nit Normal view & géc cudi bén trdi man hinh
Powerpoint:

T

BfE = 1

IRAN

Slide Sorter [

\ Nhaén Ién day dé trd vé man hinh

thiét k& ban dau !

2.5 KY THUAT TRINH DIEN

Trinh dién 12 qua trinh thé hién noi dung cac slide da thiét k€ duoc trong tép trinh
dién lén toan bo man hinh. C6 nhiéu cach dé thuc hién trinh dién céc slides:

- Nhan chuot 1én nit Slide Show & géc phai, cu6i man hinh:

E =[] o= E’tl/ du trinh dién!

Nhan lén day dé bat

Slide 1 af 1

- M& muc chon Slide Show | 5 tiew show s

hodc

- Bam phim FS5 trén ban phim.

Man hinh trinh dién xuat hién. V6i man hinh trinh dién ndy, ban c6 thé 1am duogc céc
cong viéc bang cach nhan chuodt phai I1én man hinh trinh dién, mot muc chon xuét hién:

Tac gia: Nguyén Son Hai, Trung tAm Tin hoc — B0 Gido duc va Dao tao. Email: nshai@moet.edu.vn
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Mexct
Previous
Go 3

Meeting Minder. ..
apeaker Nokes

Painker Options 4
Screen »

Help
End Show

- Next- dé€ chuyén dén trinh dién Slide ti€p theo (ban c6 thé nhan phim Enter
hoéc bam chuot trdi dé 1am viéc nay);

- Previous- dé chuyén dén slide vira trinh dién ké truéc (st dung trong trudng
hop ban mudn quay trd lai trinh dién slide trudc do);

- Go- dé chuyén dén trinh dién mot slide bat ky. Tiép theo néu ban chon Slide
Navigator, mot danh sach cac slide duoc x€p theo thit tur xuat hién:

[l Slides ]
Cancel |
Slide titles:
1, Slide 1

2, Objective

3. Customer Requirements
4, Meeting the Needs

5, Cost Analvsis

&, Our Skrengths

7. key Benefits

&, [exk Steps

—Last slide viewed

Hay chon slide can trinh dién r6i nhian Go To.
- Néu chon By title, mot danh sach tiéu dé cac slide xuat hién cho phép ban chon
slide can chuyén dén trinh dién.
- Pointer options- cho phép chon kiéu con tr6 chudt trén man hinh trinh dién.

|T Automatic

Hidden
Brrony
Pen

Pen Color  k

- Dic biét, khi ban chon kiéu con chuot 1a Pen, ban c6 thé thuc hién v& minh hoa
trén man hinh trinh dién (nhu cong cu bt vé trong cdc phan mém d6 hoa). Khi
dé, c6 thé chon mau vé& & muc Pen color.

- Cu6i cung, néu nhan End show- s€ két thic phién trinh dién (ban ciing cé
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thé nhan phim ESC d€ 1am viéc nay).

2.6 IN AN

Viéc in an trén Powerpoint gan giong nhu in trén word. Ban phai dinh dang trang
in, r6i mGi thuc hién in an.

2.6.1 Dinh dang trang in

Pé dinh dang trang in, m& muc chon File | Page setup, hop thoai Page Setup
xudt hién:

Page Setup ed |
Slides sized Far: —Orientation ————————
0297 mim) g —Slides ——————————
r ; Cancel |
widkh: Porkrait
[10.83 = Inches ' Landscape
Height: —Mates, handouts & outline -
I?.S E Inches @ Partrait
Murmber slides Fram: i~ Landscape
|

- Hop Slides and sized for: chon khé gidy in ra mdy in;

- Muc Width va Height dé nhap vao chiéu rong va chiéu cao khé gidy in (chi
stt dung muc nay khi kho gidy in cia ban khong niam trong danh sdch Slides
sized for:

- Muc Orientation dé thiét 1ap huéng in: Portrait — in theo chiéu doc hoic
Landscape — in theo chi€u ngang. Trong d6

- Slides- thiét 1ap huéng in dit liéu trén cac Slides;

- Notes, handout & outline — thiét 1ap hudng in cho phan chu thich di kém céc
slide

- Nhéin OK dé dong y céc thiét lap.
2.6.2 In an

DPé in noi dung céc slide ra mdy in, ban c6 thé thuc hién lénh in theo 2 cach:
Cach 1: M6 muc chon File | Print
Cich 2: Nhén t6 hop phim Ctrl + P

Hop thoai Print xuét hién:
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Print 21x|

r— Prinker

Marne; IHP Laserlet 1200 Series PCL j Properties |

Skatus: Idle

Type: HF Laserlet 1200 Series PCL

Where: DOT4_001

Carmment: [~ Print ko File
—Prink range —Copies

O al " Current slide € Selection Mumber of copies:

3

| Custom Show: I j

[T
* Slides: |

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

Print what: Handouts
sSlides per page: IG 'I Ll E]
Order: % Horigontal  © Wertical C=1E

[V Grayscale v scale ko fit paper
" Pure black and white W Frame slides
" Include animations I™ | Erint hidden slides Ok I ancel |

- Muc Printer dé chon may in s€ in;

- Muc Print range- chon pham vi in:

- All- in toan b céc slide;

- Current slide- chi in slide hién tai (dang chon);

- Slides- dé in mot pham vi cdc slide nao d6. Vi du: 1,3,5-12 — tic 1a s€ in ra

cac slide 1, slide 3 va céc slide tir 5 dén 12.

- Muc Print what- chon n6i dung can in trén cac slide:

- Slides- in n6i dung cdc slide, moi slide s€ in ra mot trang gidy;

- Handouts- in noi dung céc slide, c¢6 thé in nhiéu slide I1én trén cing mot trang
gidy. SO slide dugc in trén mot trang gidy ban c6 thé chon & muc Slides per
page;

- Note page- chi in ra nhitng thong tin chd thich cac slide;

- Outline- chi in ra nhitng thong tin chinh (outline) trén cic slide.

- O Copies- dé chon s6 ban in;
- Ngoai ra con ¢c6 mot s cac tuy chon in nhu sau:

- ¥ Grayseale |- In theo cdc mau da thiét k€ trén slide;

- ¥ Sealetofit paper |- iy dong can chinh noi dung in vira khit véi trang in;

- ¥ Framesiides | jn ca khung bao quanh méi slide (frame);

_ ¥ Pure black and white |- chi in mau den tréng.
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- Cu6i cung nhan nut Print dé€ thuc hién 1énh in.

CAU HOI VA BAI TAP CHUONG 2

1. C6 bao nhiéu mau bd cuc slide (AutoLayout) trén phan mém Powerpoint ma ban
dang str dung?

2. Néu cdc bude 1am dé c6 thé chén anh tir mot tép tin anh ¢6 sin trén dia lén slide?

3. C6 mdy cdch dé xod bo mot slide ra khoi tép trinh dién? Hay néu timg budc 1am
trong moi cdach dé?

4. Néu cac budc can thiét dé c6 thé hodn doi vi tri gitta 2 slide v6i nhau?

5. Néu cdch thiét 1ap khoang thoi gian tu dong trinh dién giita céc slide (vi du sau
10 giay)?

6. Khi dang trinh dién, c6 thé ding lai va ding chuot v& mot s6 hinh minh hoa trén
man hinh trinh dién dugc khong? Néu duoc, hdy néu cach lam?

7. Mué6n in 6 slides trén mot khé gidy A4 ndm ngang, phai thiét 1ap cac hop thoai
Page setup va Print setup nhu thé€ nao?

8. Xay dung mot tép trinh dién khoang 10 slides dé gidi thiéu vé ngoi trudng ma
ban dang hoc tap.

9. Xay dung tép trinh dién khoang 5 slides dé gidi thiéu nhitng tinh niang noi bat
ctia phan mém MS Powerpoint 2000.

10. Gia st ban dang c6 mot y tudng trong cong viéc nghién ctu va hoc tip cla
minh. Hay xay dung mot tép trinh dién d€ gidi thiéu y tudng clia ban trudc moi ngudi.
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CHUONG 3:
SUDUNG CAC TEMPLATE VA THIET LAP SLIDE MASTER

Trong chuong trudc, ban da biét cdc k§ thuat dé soan thdo cac loai thong tin Ién slide. D6
12 nhitng kién thitc co ban gitip ban c6 thé xay dung nhitng ban trinh dién theo y tudng cla
minh. Phan nay s€ gidi thiéu cdc ban cich sit dung nhitng mau slide dinh dang san
(Template Slide) di kém v6i phdn mém Powerpoint va cédch thiét 1ap dinh dang slide mic
dinh khi dang lam viéc (Master Slide).

3.1 SUDUNG CAC MAU SLIDE DINH DANG SAN (TEMPLATE)

Powerpoint cung cip rat nhiéu cac mau slide dinh dang sin trén nhiéu linh vuc béo
cdo khac nhau nhu: bao cdo tai chinh, bdo cdo doanh thu clia cong ty; gidi thiéu san
phdm mdi; trinh dién céc khod dao tao;... Ban nén st dung t6i da cdc mAiu c6 sdn nay
vao slide ctia minh vi n6 rat da dang vé mau ma va duoc thiét két rat cong phu, hop 1y.

Cach stir dung mot slide da dugc dinh dang san nhu sau:

£ Bit ddu tao mot tép trinh dién méi st dung mot mau slide da dinh dang sin :

Budc 1: M muc chon File | New, trén hop thoai New Presentation ban hay chon
thé Design Templates:

General Design Templates |Presentatiens |
Expedition Network Elitz
Factary Netebeek .
FirebaII Pest Madern A= . »
& Gesture & Jpulse Xem truéc bo cuc
B ] =1 ] :
] clobal T]radar g va dinh dang ctia
ngh Yoltage Rlbbens Laorera Tpeurn méu dan Chon 6’
] @l |pj
Japanese ses Rlcepaper mDe ks hanet oo s ectetee radphs g g *
La'\-'erne Romanesque & Iitsed dlam v A !
— = ™ » ay .
] Lack And Key & ] sakura S P
Marble Sandstone I _—I
Mountain Soaring —
Mature Straight Edge _l
Meon Frame Strategic
| 2
oK, I Canel |

Budc 2: Dung chuot dé chon mot méu slide ban muén. Chi y: khi chon mau nao,
hop Preview s& hién thi b6 cuc va dinh dang mau slide do, ban c6 thé tham khao
nhanh & day (hinh trén dang chon miu Dads Tie). Chon xong, nhan OK dé ti€p tuc;

Budce 3: Thuc hién chon bé cuc (Layout) ting slide can chén 1én tép trinh dién va
soan thao noi dung cho cac slide nhu da trinh bay 6 Chuong 2:
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£ Dang tao tép trinh dién, muon dp dung mot mau slide dinh dang sin cho tép
trinh dién nay:

Bude 1: M6 tép trinh dién can lam viéc, mé muc chon Format | Aplly Design
Template, hop thoai Apply Design Template xuat hién:

Apply Design Template
Loak in: I@ Presentation Designs j - | @ ¥ 5 ~ Toals =
= —

Blends.p —
Blueprink. pot
Bald Stripes. pat
Capsules.pat
“’ Dad” = Tie pot
My Documents Expedition. pat
Fackary.pak
Lock And Key.pot
Marble. pat .
Mountain,pot =" ::l;:.-:mtrfu-:nlll-:l-:tlsrklul
Mature, pok |
Mekwork Blitzpot
Mokebook, pot
Ribbons. pot
Ricepaper.pok j

File name: I j = apply I
Files of bype: IDesign Templates (*,pak) j Cancel |

Budc 2: Dung chuot dé chon mot méiu slide ban muén. Ban cé thé tham khao
nhanh & day (hinh trén dang chon mau Artsy.pot). Chon xong, nhan Apply dé dong
y. Khi d6 toan bo céc slide trén tép trinh dién dang md sé€ duoc tu dong chuyén theo
mau dinh dang slide vira chon.

2l

Xem trude bo cuc
va dinh dang cta

mau dang chon &
day !

3.2 SLIDE MASTER

Slide master ¢ thé hi€éu nhu mot slide chii cho mot tép trinh dién. Thong thudng
khi tao mot tép trinh dién, muon thay d6i dinh dang dit liéu clia toan bo cac slide theo
mot dinh dang chudn nao d6, ban phai thay déi lan luot dinh dang dit liéu trén tiing
slide. C6 cach nao dé tao mot slide c¢6 dinh dang chudn, 16i dp dat toan bo cdc slide
trén tép trinh dién theo dinh dang nhu vay?? C6 cach lam, d6 1a Slide Master!

Nhu vay, mdi mau slide dinh dang sdn vira n6i ¢ muc 3.1 (template slide) c6 thé
hiéu 12 mot Slide master. Vi mdi méu slide ndy c6 sin cdc dinh dang cho truéec va c6
thé ap dat kiéu dinh dang do cho toan bo céc slide trén mot tép trinh dién cho trudc.

V6i slide master, ban c6 thé thay déi cac dinh dang vian ban, dinh dang biéu do,
dinh dang bang biéu, dinh dang hinh v& theo cdc b6 cuc slide chuin (AutoLayout) ctia
Powerpoint. Hon nita ban c6 thé thiét 1ap cdc tieu dé dau, tiéu dé cudi, chén s trang,
cheén thém hinh anh vao slide. Khi d6, dinh dang va bd cuc toan bo cac slide trén tép
trinh dién s& dugc thay d6i theo nhu slide master. Cach thiét 1ap slide master nhu sau:

Budc 1: M6 tép trinh dién cn thiét 1ap lai Slide master. Kich hoat muc chon View
| Master | Slide master, man hinh lam viéc véi slide master xuat hién véGi cac thanh
phan nhu sau:
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Thanh cong cu Master.

1§ Vidu MasterSlide.ppt

Title Area For Autolayvouts &

Click 0 ed(\}aster tltle style  ®2=] || nan hinh Preview cho

: | phép xem trudc két
# Click to edit Master text styles qua dang thiét lap!

#Second level slide Miniature

S Ry AT T, S SIS U o R e e e E

* Third level
ourth level

+ Fifth level

Céc thanh phan trén
slide master- noi ban
s€ thiét 1ap cac dinh
dang slide chuén.

Obiject Area for Auty

Chen ngay thing Facter 123 .| Chen s0 thit tu slide,

dppter

vao day néu can. | s néu can.

Chen tiéu dé cuoi,
néu can.

Budc 2: Thiét 1ap cac dinh dang thong tin trén bo cuc slide, soan thao néi dung cho
nén slide bao gom:

e (1)- Toan bo Master slide, noi ban sé thiét 1ap cdc dinh dang slide chuén;
e (2)- Cira s6 cho phép xem trudc két qua;

e (3) Thanh cong cu Master. Khi nao thié€t 1ap xong noi dung ciling nhu dinh dang
cho slide master, hdy nhan nit Close trén thanh cong cu nay dé tr& vé véi tép
trinh dién dang soan thao;

e (4) Tieu dé cha slide. O day ban c6 thé thiét lap dinh dang cho tiéu dé nay nhu
1 : phong chit, mau sic, kich ¢d, vi tri,..;

e (5) Cac cdp Bullet cua slide. Noi s& chita phan 16n noi dung vin ban sé hién thi
trén méi Slide. O day ban c6 thé thiét lap dinh dang cho timg cip bullet nay;

e (6) Noi ban c6 thé chén thong tin ngay gid cho slide;
e (7) Noi ban c6 thé chen thong tin tieu dé cudi cho slide;
e (8) Noi ban c6 thé chén so thit tu ciia méi slide.

Cac muc (6), (7), (8) s& dugc hién thi trén man hinh nén (Background) ctia méi
slide. Hon nita, ban c6 thé chén cdc hinh anh (vi du nhu 16 g6 ctiia cong ty) hodc cdc
biéu bang, hinh v&,.. 1én slide. Khi d6 cédc thong tin nay sé& duoc hién thi 1am nén cho
mbi slide (ban khong thé chinh sira dugc khi thiét k& cac slide, chi stta dugc trén man
hinh Slide master nay)
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Duéi day 1a mot mau Slide master sau khi da dugc thiét 1ap:

Title Area For AukoLavouks &

Chck to edlt Master tltle style

# Click to edit Master text styles
| eSecond level

» Third level
+ Fourth level
+ Fifth level

Footer P.rea : Mumber Area !

23.3.2004 | | Truong ESTIH Ha Noi b

Sau khi tao xong slide master nhu trén, nhan niit Close trén thanh cong cu Master,
toan bo slide trén tép trinh dién dang soan thao s€ cé dinh dang hét nhu slide
master vua tao.

| Ioﬁce()nlme
Slide Master

« Thiét lap dinh dang chuin cho cic loai
thong tin trén cac slide;
+Cho phép thiét lgp théng tin tiéu dé dau, tiéu
dé cudi, chén sé thiv tw slide;

* Cho phép chén thém cac hinh anh, cac nguén théng
tin khac 1én nén slide;

* Con nira..

23-3-2004 Truéng ESTIH Ha Noi 2
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CAU HOI VA BAI TAP CHUONG 3

1. Néu nhitng loi ich cua viéc su dung cac Template ?

2. Thé nao la Slide Master?

3. Phan biét su giong va khac nhau gitta mot Template vGi Slide Master ?

4. C6 thé chén mot hinh anh 1am man hinh nén cho tat ca céc slide trén tép trinh
dién dang m& dugc khong? Néu duoc, néu céc budc dé 1am.

5. C6 thé vira sir dung cdc Template, vira dung Slide master cho mot tép trinh dién
duoc khong? Vi sao?

6. Hay néu tén mot s6 mau Template ma ban wa thich. Hay sit dung mot trong so
ching dé€ tao mot tép trinh dién huéng dAn moi ngudi cdch st dung Slide master?

7. St dung mot mau Template phut hop dé x4y dung mot tép trinh dién (khoang 5
slides) dé néi vé nhitng s& thich ctia ban
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MOT SO THUAT NGU TIENG ANH

Duéi day ching t6i cung cdp mot s6 thuat ngit ti€ng Anh hay gap phai khi cac ban
stt dung phan mém Microsoft Word va Powerpoint dé tham khéo.

Tén thuat ngit  Nghia

Background Mau nén. C6 thé 1a mau nén trang van ban, mau nén cua slide hodc mau nén ctia
mot doi tuong nao do

Border Khung vién ctia trang van ban hoac cdc dudong trén mot bang (Table)

Bullet Dau dau dong dau tién mot doan van ban

Case Chit viét in hoa

Chacracter Ky tu

Choice Chon mdt lya chon nao dé. Vi du chon menu File, ti€p theo chon Open.

Collumn Cot tai liéu

Color scheme

Gam mau. C6 thé gom rat nhiéu mau sic dé t6 cho tap hop cic d6i tugng tuong
tng. Vi du: tap hop mau cac doi tugng trén moi slide 1a mot Color scheme

Copy Thao tac sao chép ndi dung thong tin dang dugc chon vao bo nhé dém Clipboard

Cut Thao tac sao chép ndi dung thong tin dang dugc chon vao bd nhé dém Clipboard
dong thoi xod bo cac thong tin dang chon

Document Tai liéu, bao gébm toan bo cic loai thong tin c6 trén cira s6 Word dang soan thao.

Equation Biéu thic todn hoc

Formating Dinh dang thong tin trén tai liéu

Line Dong van ban; nghia khéc 12 cong cu vé dudng thang trén word

Master slide La mot slide chinh ma khi thay déi dinh dang cdc thong tin trén slide ndy, toan
bo dinh dang thong tin twong tng trén tép trinh dién dang m& s& tu dong thay ddi
theo no.

Notes Loi ghi chi. Hay duge st dung & cudi trang van ban Word hodc trén méi slide
ctia Powerpoint ciing ¢6 thé ¢ nhitng 16i ghi chii nay

Numbering Chi s6 dau dong dau tién mot doan van ban

Page Trang van van

Page Footer Tiéu dé cuoi trang van ban

Page Header  Tiéu dé dau cta trang van ban

Page setup Thao tac dinh dang trang gidly dé€ in 4n
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Paragraph

Paste

Picture
Presentation
Print

Print preview

Ruler

Save

Save as
Select
Shading
Slide

Symbol
Text
Word
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Doan vin ban, mdi khi két thic mot ddu xuéng dong (Enter) s tao thanh mot
doan van ban.

Thao tac din dir liéu ti bd nh& dém ra vi tri dang chon trén tai liéu
Tranh, anh trén may tinh

Su trinh dién (trinh dién bdo cédo dién tlr trong Powerpoint)

Lénh in

Thao tdc xem noi dung tai liéu trude khi in

Thudc ké trén man hinh lam viéc Word, gidp don gian va truc quan trong cac
thao tdc dinh dang tai liéu

Cat noi dung tai liéu dang ma 1én tép méi — néu tai liéu nay chua cét lan nao;
hoac cat noi dung dang md 1én tép chita né.

Cat noi dung tai liéu dang mé dudi mot tén tép khac
Thao tic chon cdc thong tin trén tai liéu (boi den van ban ching han)
Thao tic t6 mau nén cho bang

Mot ban trinh dién trong Powerpoint. Trén d6 c6 thé chita rat nhiéu thong tin cin
trinh chiéu.

Ky hiéu dac biétnhu: a f 16 ©
Van ban, loai thong tin bao gdm cédc ky tu trén tai liéu

Tu
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