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Muc tiéu cia bai giing

Sau khi hoc xong bai nay, hoc vién s€ c6 kha nang:

- Nim dugc mot sé thao téc’co ban véi méy tinh: Thao tadc vdi chudt, ban phim,
thao tac véi dia meém, quy tac gd van ban tieng Viét trong may tinh.

- Sir dung duoc chuong trinh Microsoft PowerPoint dé thiét ké gido an dién tir

- Thiét ké bai trinh dién, giao an béng PowerPoint dé st’ dqu duoc céac thiét bi
hién dai phuc vu giang day: May tinh, may in, may chiéu hat (Over head), may
chiéu truc tiép (Direct Projector), may chi€u da nang (Projector).
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Huwéng dén sir dung Microsoft PowerPoint XP

1. Giéi thiéu chwong trinh Microsoft Powerpoint
1.1. Chirc nang ctia PowerPoint

Mot bai trinh bay trude dam dong, hoi nghi, hoi thao... hdp din dugc ngudi nghe
khong nhiing phu thudc vao kha nang noéi ctia ban ma con phu thudc vao ndi dung
ma ban sé trinh bay, b cuc cta bai trinh bay va cac phwong tién truc quan gitp ban
minh hoa cho bai trinh bay do6.
Microsoft PowerPoint 1a mot chuwong trinh ng dung ctia bd phin mém vin phong
Microsoft Officce. Microsoft Powerpoint ¢6 day du cc tinh nang dé ngudi str dung
6 thé bién tap cac trinh dién b?mg van ban, cac biéu dd sb liéu, cac trinh dién b?mg
hinh anh, am thanh... Microsoft Powerpoint c6 cac chiic nang cho phép nguodi s
dung chon cac kiéu mau trinh dién da duoc thiét ké sin hodc tu thiét ké cho minh
mot kiéu trinh dién riéng tuy theo yéu ciu cong viéc hodc ¥ tudng cua ngudi trinh
bay.
Ban c6 thé dung Microsoft Powerpoint dé thuyét trinh, c6 thé in 4n céc trinh dién cta
ban dé sir dung. Ngoai ra ban con co thé sir dung Microsoft Powerpoint dé thiét ké
WEB, dit lich lam viéc... vv...
Trong khuén khé han ché cta tai liéu nay, chiing t6i chi xin duoc gidi thiéu cac thao tac co
ban nhat dé nguwoi st dung co thé thiét ke dwoc cac trinh dien théng dung nhw: gido an
gidng day, bai bao céo trwéc mét hoi thao, bao céo tién dd cia mét duw an...

1.2. Khéi déng Microsoft PowerPoint va két thiic 1am viéc véi PowerPoint

1.2.1. Khéi dong Microsoft PowerPoint ﬁ” ||

» Cach 1: Kich chudt vao biéu tuong Microsoft
Powerpoint trén thanh Shortcut bar.

L) i e
@l <

Microsoft
PowerPoint

» Cach 2: Kich -
chudt 1én nut ® windows Media Plays Microsoft FrontPage
Start, trong Microsaft PawerPaint _|
nhém Set Program Access f
: Defaulks (W Microsoft Word
Programs, kich
~ \ - w MSH Explorer .
chuot vao @ Notepad Microsoft
chu’ong trinh Lﬁ] Ctlook, Express PowerPoint
Microsoft .. Remote Assistance
i All P
Powerpoint R & windows Media Player

ﬂ Windows Messenger

E' ahoo! Messenger
a P ~
1y Start e 8 AuUtCAD 2000

1.2.2. Thoat khéi Microsoft PowerPoint

» Céch 1: Ban hay kich chudt vao thyc don File va chon Exit. - .”'E_" ”'S_(
» Cach 2: Ban c6 thé kich chudt vao nat Close trén thanh tiéu dé |
cua cira s6 chuong trinh. Close

1.3. Man hinh giao di¢n ciia PowerPoint

Sau khi khoi dong xong Microsoft Powerpoint, man hinh lam viéc xuat hién nhu sau:

Trang 3



Lé Khac Quyén - QuyenSp@ Yahoo.com

Microsoft PowerPoint - [Presentation1]

E File Edit Wiew Insert Format  Tools  Slide Show  Window Help  Adobe PDF s
D d &LV B Wi 3§ s -@ 7=
=/0 Mew Prese ¥ X
1 | Open a presentation

Eai giang Inkernet
Eai giang Internet
T 1 --------------------------------- : (& More presentations,

Click to ad(d title

MNew
[ Elank Presentation
From Design Templa
@j From AukoContent »

Click to add subfitle

Mew from existing
presentation

Ej Choose presentatior

Mew from template

Balloons. pok:
Click to add notes Pl Quadrank. pok
=1 . .
= v
Dgaw*.ﬁ.gtDShapes*\\\DC:l‘g:: &7£v£v=:E};}
Slide 1 of 1 Default Design English (U.5.)

1.3.1. Thanh tiéu dé

Thanh tiéu dé nam & trén cung cua cua so, chira tén tép cua Presentation ma ban
dang soan théo.

1.3.2. Thanh thuc don (Menu bar)

&

] File Edit ‘iew Insert  Format  Tools  Slide Show  Sindow uelp‘

Thanh thyc don chira cac nhém 1€nh cua chuong trinh. Y nghia cua cac nhom I¢nh
nhu sau:

Nhém Iénh Y nghia

File Chtra céc 1énh dé thao tac véi tép va may in
Edit Chutra cac 1énh ho tro cho soan thao presentaion
View Chtra cac 1énh cho phép lua chon céc cach hién thi presentaion dang

soan thao, cho phép baflt/tét cac thanh cong cu cia chuong trinh

Insert Chtra cac 1énh dé chén thém cac d6i tuong (slide, cac ddi twong d6
hoa, video clip...) vao presentaion dang soan thao
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Hwong dan st dung Microsoft PowerPoint XP

Nhém I¢nh Y nghia

Format Chira cac 1énh ding cho dinh dang phong chit, thay dbi kiéu dang,
mau sac cua Presentation

Tools Chira céc cong cu hd tro cho soan thao nhu: kiém tra ngit phap tiéng
Anh, g0 toc ki...

Slide Show  Chira cac 1énh dé tiét lap cach trinh dién Presentation ciia ban: cac
hiéu tng hoat hinh, cac hiéu ung khi chuyén ti€p gitra cac trang

Window Chtra cac I¢nh dé trinh bay ctra s6 néu ban dang lam vi¢c v6i nhiéu
Presentation cung mdt luc

Help Chira céc 1énh trg gitp cua chuong trinh bang tiéng Anh

1.3.4. Thanh céng cu chuén (Standard)
D LAY B o-c- [@O0HR
T L, TTE T

1 l 3 4 41

Chtra cac biéu tuong lién két dén cac 1énh thuong ding trong thanh thyc don. Y
nghia cta cac biéu tugng nhu sau:

Biéu twong Y nghia

1 Tao madi mot Presentation
2 Mo mdt Presentation ¢6 san trén dia
3 Ghi ndi dung Presentation vao dia
4 In Presentation ra may in
4.1 Xem Presentation trudc khi in
5 Cit phan noi dung van ban hoic dbi twong da bi danh dau (boi den)

vao by dém (clipboard)

6 Sao chép phan noi dung vian ban hodc ddi tuong da bi danh dau (boi
den) vao bo dém (clipboard)

7 Chép ndi dung trong bo dém ra man hinh tai vi tri ctia con tro
8 Hoan thyc hién 1énh (Undo)
9 Thuc hi¢n lai cac 1énh da hoan (Redo)
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1.3.5. Thanh cong cu dinh dang (Formatting)

MrTime - 44 B I o0 8
.
5 6

~— I
oo—| il
— il
|
.
1]
N
I

Chtra cac biéu tuong lién két dén cac 1énh thudong dung trong thanh thuc don. Y
nghia cua cac biéu tuong nhu sau:

Biéu twong Y nghia

1 Ban c6 thé kich chudt vao day dé chon phong chir (Font)
2 Ban c6 thé kich chudt vao day dé chon ¢ chit (Size)

3 Tao chir dam (Bold)

4 Tao chit nghiénh (Italic)

5 Tao chir gach chan (Underline)

6 Tao chit bong (Shadow)

7 Diéu chinh vin ban thang mép trai (Left Alignment)

8 Diéu chinh vin ban can vao giita dong (Center Alignment)
9 Diéu chinh vin ban thang mép phai (Right Alignment)

1.3.6. Thanh cong cu vé (Drawing)

Drraw - [fg Butoshapes = ™, "w [ (OO [&F

\| (]

-

'

Cac déi twong hinh vé

14[2-L-A-==500
O B .
1 2 3 4

Biéu twong Y nghia

1 Tao chit nghé thuat

2 T6 mau nén

3 T6 mau cho dudng vién cua hinh vé
4 T6 mau chix

Mubn vé dbi tuong nao, ban thuc hién theo cac budc sau:
- Kich chuét vao biéu twong tuong tng trén thanh céng cu Drawing
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Huwéng dén sir dung Microsoft PowerPoint XP

- Bam chudt 1én vi tri can v€, gilt nguyén phim bam va ré chuot dé di€u chinh kich
thudc cua hinh vé Mew Presentation v X

Open a presentation
Bai giang Inkernet

1.3.7. Cira s6 Task pane

N . Eai giang Inkernet
Ctra s6 Task pane liét ké cac G Mare presentations. .

1énh thuong dung giup ban thao

: . N
tdc nhanh hon v&i PowerPoint. =

[ Elank Presentation

From Design Templake

&Y From AutoConkent Wizard
Task Mew from existing presentation
Pane Ej Choose presentation, ..

1.3.8. Bat/tit cac thanh cong cu
Pé bat/tit cac thanh coéng cu

trong PowerPoint, ban thuc hién . Standard
theo cac budc sau: Ruler . Formatting
» Kich chugt 1én th‘anh thuc Grid and Guides... Cortrol Toolbox
don View va chon S _
Toolbars, mot thanh thuc Vigw Direction ' . BRI
don s€ dugc tha xudng nhu |[Z] Header and Foater... Outlining
hinh bén. Pickure
> Klgh chudt vao cac thanh — STy
phan trén thanh thyc don = Revisions P
A A M r A evisions Hane
de bat/tat cac thanh cong
cu ndy. Cac thanh phan Tables and Borders
duoc danh dau v 1a cac . Task Pane

thanh phan dang & trang
thai bat. Cac thanh phan con lai & trang thai tat.
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2. Thiét ké Slide Presentation
2.1. Tao méi mdt bai trinh dién (Blank Presentation)

Trén cira s6 Task Pane, Click chudt vao muc Blank Presentation. Véi lya chon nay,
ban phai ty thiét ké mau sac, bo cuc va cac hiéu hiing cho bai trinh bay cua ban.
New

[ Elank Presentation —_—
From Design Template \LTaO mo1 mot
BN From AutoContent Wizard presentation

2.2. Tao méi mdt bai trinh dién sir dung miu thiét ké cé san (Design Template)

Trén ctra s6 Task Pane, Click chudt vao muc From Design Template
New

[ Elank Presentation

From Design Template 4—‘ Sl'l" dur,lg mau
@i Fraom AutoContent \Wizard thiét ke c6 san

Apply a design template:

Mot ctra s xuat hién cho

phép ban chon mot mau Click chudt vao =k [ ”
thiet ké tor danh muc ciac | mau thiet ke d€ tao
mau thict ké c6 sin rat da mai mot )

Presentation theo
mau ma ban thich

dang vé chung loai va
mau sac.

2.3. Sir dung ciac mau
Presentation cé san

Trén ctra s6 Task Pane,
Click chudt vao muc
General Template

New from template Tao mot Presentaion

Balloons theo mau cd san

ascade, pot
General Templates. ..

@ Templates on my Web Sites. ..
@ Templakes on Microsoft,com
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Huwéng dén sir dung Microsoft PowerPoint XP

Hop thoai New Presentation xuét hién nhu sau:

Templates

General l Design Templates  Presentations l

TE,ZI Erainstorming Session A I
I,Ei;l Business Plan @,l Mativating a Team

lETl Certificate F‘resenting a Technical Repork Previen

lETI Communicating Bad Mews Preu:lucts and Services Overvie

ETI Camparty Handboaok F‘reject Crveryism

lng Campany Meeting F‘mject Past-Markem

ETI Employes Orientation Recemmenu:ling a Strategy

lETI Facilitating a Meeting Reporting Progress or Status E:ﬁ?ﬁiﬁﬁ
& |Financial Overview Selling & Product o Service
= | Generic Selling Your Ideas [Ham ¢]

ETI GGroup Home Page Treining
Gl |Introducing a Speaker
5[ |Managing Organizational Change

0K | Cancel

» Ban hidy chon muc Presentation va hiy lya chon mdt mau c6 san roi kich chudt
vao nut OK
PowerPoint XP c¢6 cac Presentation dugc thiét ké sin dé nguoi dung c6 thé st dung
cho cac muc dich khac nhau nhu: Bdo cdo ké hoach kinh doanh; Bdo cdo tién dé
thuwe hién mét D dn; Bdo cdo tong quan vé tinh hinh tai chinh ciia Cong ty v.v ...

Khi ban chon mét mau Presentation nao do thi kiéu dang va néi dung cta Presentation dé
sé duoc hién thj thu gon ngay bén phai.
Ban c6 thé kich chuét vao muc Presentations trong hop thoai trén dé tham khao cac
Presentation bang tiéng Anh duoc thiét ké rat “chuyén nghiép”. D6 la céc Presentation duoc
thiét ké cho céc chu dé khéc nhau. Néu ban muén dung lai céc Presentation nay, ban c¢é thé
stra lai n6i dung cho phu hop véi yéu cau riéng cua ban.

2.4. Luu Presentation 1én dia

Pé luu lai Presentation vao dia, ban c6 thé luu Presentation vao 6 dia cung, luu
Presentation vao 6 dia mém hoic 6 dia USB.

Pé phén biét cac loai 6 dia trong may tinh cua ban, trén man hinh nén (Desktop), ban
kich dup chudt vao biéu tuong My Computer dé xem cac tai nguyén hién c6 trong
may tinh ctia ban. Céc 6 dia trong cira s6 My Computer hién ra nhu sau:
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- --E SAOVIETL (C1) @ SAOYIETZ (D)

<~

Devices with Removable Storage

Metwork Drives

E\"Q@ Mau VB Sao Viet on 'server’ (X}

— NG
N

. S ppp—— -

< ]

' * Odiadotrén
' maychucua

1 A~ ~ 1
. mangndibd

2.4.1. Lwru Presentation vao 6 cirng
Dé luu Presentation vao 6 dia cung, ban hay thuc hién theo céc budce sau:
» Kich chudt vao thuc don File, chon Save As. Hop thoai Save As xuat hién nhu

sau:
Save As @
Sawve ni | E’ My Docurnents j @ @ - Tools =
LT FinePrint files ) RSN .
() My eBooks \:\\
Histary Mg.-' Music "_\_ ’*\____A___‘_\
(2} My Pictures Kich chudt vao !

day dé chon thu:
muc khac

m My Wehs
[ )

ocuments

= File name:  |Bai giang C3DL | . |
My Metwork, =
Places Save as bype: |Presentation ﬂ Cancel

» Ban hdy g0 tén t¢p Presentation cuia ban vao 6 File name va kich chudt vao ntt
Save.
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Huwéng dén sir dung Microsoft PowerPoint XP

Presen{ation cua ban sé dwoc lwu mdc dinh vao My Documents. Dé chon mé’t the muc
khac can lwu Presetation, ban c6 thé kich chudt vao mdi tén trong 6 Save In dé chon thw
muc.

2.4.2. Lwu Presentation vao dia mém

Pé luu Presentation vao dia mém, trudc tién ban phai c6 dia mém trong 6 dia A
(Floppy Disk), ban hay thuc hi¢n theo cac budc sau:

» Trong hdp thoai Save As, ban hay kich chugt vao 6 Save in dé chon 6 dia A
» Tiép theo ban gd tén tép vao 6 File name va kich chudt vio nit Save
2.4.3. Luu Presentation vao 6 USB
Ban hay thuc hién theo cac budc sau:
» Trong hop thoai Save As, ban hay kich chudt vao 6 Save in dé chon 6 dia USB
» Tiép theo ban gd tén tép vao 6 File name va kich chudt vao nit Save

2.5. Mé Presentation c6 sin trén dia

Pé m& mot Presentation c6 san trén dia, ban hay thuc hién theo cac budc sau:
» Kich chu¢t Ién thuc don File va chon Open. Hop thoai Open sé xuat hién nhu

Sau:

Look in: |[D My Documents ﬂ @ * ﬁf = Tools -
Mame
[CIFinePrint files
Histary My eBiooks
[f:jM\,f Iusic
,@\ hﬂMv Pictures
- M\,-' Webs
My Documents |IESEEE R RIS

[ Fisiness plan

[Sao Viet ITD]

Business Plan

4 |

File name: | ﬂ Open

|

Ty work

Places Files of bype: |.ﬁ.|| PowerPoint Presentations ﬂ Cancel

» Danh sach cac Presentation trong thu muc My Documents xuat hién dé ban lwa
chon. Ban hiy kich chudt vao Presentation can mo. Noi dung trang dau cia
Presentation s& duoc hién thi thu gon trong hop thoai ngay bén phai. Tiép theo,
ban kich tiép chudt vao niit Open dé mé Presentation nay.

Néu ban da lwu Presentgtlon cuq ban trong 6 A hodc & thu muc khéc thi ban phai kich
chudét vao 6 Look in dé chon 6 A hodc Ilwa chon thw muc ma triréc dé ban da lwu
Presentation cta ban.
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3. Dinh dang Presentation

Trudce khi soan thao ndi dung cho Presenation, ban nén tién hanh dinh dang ngay tu
dau va sir dung cac dinh dang nay théng nhét trong toan bo Presentation ciia ban.
Viéc dinh dang phai dam bao sao cho khi ban thay d6i kiéu thiét ké thi cac Slide phai
tu dong thay doi dinh dang theo kiéu thiét ké moi. Mot presentation néu duoc thiét
ké chuyén nghiép thi nén dugc dinh dang tong thé (master) ap dung cho tat ca céc
Slide.

3.1. Dinh dang tong thé (Master)

Mot Presentation thuong c6 2 loai trang (Slide): trang tiéu dé (Title) va trang noi
dung. Trang tiéu dé thuong 1a trang dau ctia mot chu dé trinh bay. Ban c6 thé dinh
dang trang tiéu dé c6 dién mao khac véi cac trang ndi dung nham 1am ndi bat cac nodi
dung cua bai trinh bay.

Vi du: Ban hay quan sat Presentation sau:

. = . . _
Tim he uihanhiéc vu Man hinh nén Deskiop
Choeng 1 Windows 58 « @i thigu thanh Léc vy « Cac bigu Wigng {leon] trén man hinh
« HitHarl « Cach tao mid Fhorlcul
+ Gac churang trinh ing dung 1rén + Thay 33imdan hinh n&n
L£ac ihanh phan oo ban ciia meznu Far
Windows + Thay d3icic il Bp tran thanh tc
vu w3 manu Farl
1 2 3
Gido dién cia chudng fninh Sidung ban phim
Ching 2: Microsoft Wond + Thanh tizu & + Lac phimding irang =oan thax
+ Thanh ithyc dgn + Quy the g Tidng Vidl
+ Thanh cang cu chudn
H&=aan thao van ban + Thanh cang cu dinh dang
+ Thudc ke
+ Thanh <un
+ Thanh trang thai
4 5 b

Presentation trén gdm co 2 trang tiéu dé (trang 1 va trang
4). Céc trang 2, 3, 5, 6 chinh la phén ndi dung sau moi
trang tiéu dé d¢6. Trang tiéu dé ¢ day duoc thiét ké co
dién mao hoi khac mét chit so voi cac trang ndi dung |,
tiép sau no.
9 9 9 = Ik to editMaster tents ks
bé dinh dang tong thé cho presentation, ban hay thuc ~Secand lewe
hién theo cac budc sau: -
» Kich chudt 1én thuc don View, kich tiép chudt vao
nhom Master / Slide Master. Khi d6, ctra s6 bén trai
man hinh soan thdo c6 dang nhu hinh bén.
Néu cira s6 bén trai cua ban chi c6 1 slide, ban hay chén
thém Slide ndi dung hodc Slide tiéu dé theo cac 1énh
sau:

File  Edit Miew Insert Formak

=EH & =R 2

Click to edit Master title style

Click to edit Master title style

» Insert / New
Insert | Format  Tools -
Shde Master Sk to edltMaster & it 5 1k

= Mew Slide Master  Chrl+M -
i New hoac Insert / New

Mew Title Master Title Master
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Hwong dan st dung Microsoft PowerPoint XP

3.1.1. Pinh dang téng thé cac trang ngi dung (Slide Master)

Click to edit Master text styles
. —Second level

« Third level
— Fourth level
» Fifth level
__________________________________________________________________ Object Area For Autolayouts:
cdatetimes S doers S !
Dake Area: Footer Area: . Murmnber Area:

» Cua s6 gdm c6 mot s6 6 vian ban (Textbox). Dé dinh dang cho 6 nao ban chi
can kich chudt vao 6 d6 va chon phong chir, mau séc... Chung ta s€ tim hiéu cu
thé cac thao tac dinh dang trong phan 3.1.2.1; 3.1.2.2; 3.1.2.3; 3.1.2.4.

3.1.2. Pinh dang tong thé cac trang tiéu dé (Title Master)

Pinh dang tong thé c6 tac dung dbi véi tit ca cac Slide trong Presentation. Ban chi
can thay d6i phong chit, mau sic, cac hiéu ung... trong cach dinh dang nay thi cac
dinh dang trong mdi Slide cua Presentation s& thay ddi theo. Pinh dang theo cach
nay gitp ban quan 1y va diéu chinh dinh dang cho toan bd Presentation mot canh
nhanh chéng ma mém déo khi ban thay d6i kiéu dang cua Presentation. Pé dinh dang
Slide Master, ban hay thuc hién theo cac budce sau:

» Kich chudt 1én thuc don View, kich tiép chudt vao nhom Master va chon Slide

Master. Khi d6, man hinh soan thao chuyén sang ctra s6 nhu sau.

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

ot : i ol |
Fooker Area : : Mumber Area:
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» Trong ctra sb trén c6 mot sd ddi twong Textbox (cac 6 chira van ban). Pé lya
chon d6i twong nao ban hay kich chudt vao duong vién cua dbi tuong do. Tiép
theo ban c6 thé dinh dang phong chit, ¢& chit, mau sic... cho van ban chua
trong cac dbi tuong nay.

Cac thao tac dinh dang:
3.1.2.1. Dinh dang Font
Ban hay thyc hién theo cac budc sau
» Chon d(")i‘ tuong can thay ddi kiéu font - kich chudt vao dbi tuong. Néu mudn
chon nhi€u doi tuong cung mot luc, hdy nhan va gitr phim Ctrl, dong thoi kich
chuot vao céac doi tuong con lai.

» Kich chudt vao thuyc don Format va chon Font. Hop thoai Font xuét hién nhu

sau:
Font 33

Latin text font: Font skyle: Size:

Verdan: ﬂ |Regular |44
v Cancel |

- Bald 43
Arial ! frtalc =4 |

Bald Italic )

Effects Color:

[ Underline [ Superscript I -
v Shadow Offset: |IZI 3: o

[ Emboss [ subscript

Compley scripks Fonk:

[ Defaulk for new objects

»  Dé chon font chit ban hay lga chon trong muc Font
=  Pé chon kiéu chit ban hiy chon trong muc Font style. Trong do:

Regular : Kiéu thong thuong
Bold - Kiéu dam
Italic : Kiéu nghiéng

Bold Italic  : Kiéu d4m + nghiéng
= Pé thay d6i c& chit, ban hiy chon muc Size.
= Pé thay d6i mau sic phong chit, ban hiy kich chudt vao 6 Color
» Sau khi Iya chon xong céc dinh dang vé Font ban hay kich chudt vao nat OK.

¢~ Chu y: Khi lam viéc voi PowerPoint, ching ta nén st dung phong chi
Unicode. D61 voi PowerPoint, néu ban soan thao bang Font Unicode thi ban khong
phai dinh dang phong chir. Tuy nhién, néu ban van muon thay déi phong chir khac
thi ban c6 thé chon mot trong cac phong chir sau: Times New Roman, Arial,
Arial Narrow, Tahoma, Courier, Courier New...

» Dé dinh dang mau nén cho Sligle, ban kich chudt Ién thuc don Format va chon
Background. Mot hdp thoai xuat hién nhu sau:
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3.1.2.3. Thay d6i kiéu dang thiét ké ciia Presentation (Apply Design)

Background

Background Fill

apply to Al |

Title of slide
- Bullet bext

Apply
Cancel

] Tiép theo, ban kich chudt vao hgp Combo (hdp c6 miii tén) dé lua chon

mau sac.

= Cubi cling, ban kich chudt vao mot trong hai niit Apply to All hodc Apply.
(Apply chi c6 tac dung voi slide hién thoi con Apply to All co tac dung voi
tat ca cac slide trong Presentation).

Pay 1a cach 1am ma ban co thé thay doi kiéu dang ciia Presentation trong qua trinh
thiét ké hodc sau khi ban di hoan thanh noi dung. Thay d6i kiéu thiét ké s& khong
lam thay d6i noi dung
trong Presentation cua
ban. Ban hay thuc
hién theo cac budc

Sau:

»

Kich chudt 1én
thuc don Format
va chon Slide
Design. Mot hop
thoai s& xuét
hién nhu hinh
bén:

Kich chuot vao
mau thiét ké can
chon.

Apply a design template:

Available For Use

o Chu y: Né'u’Pre,sentation ctia ban khong sir dung phong Unicode thi mdi khi
thay doi kicu thiét ke, ban phai dinh dang lai phong chir.

3.1.2.4. Thiét 1ap céc hiéu &ng hoat hinh, Am thanh, thoi gian trinh dién

a. Cac hi¢éu ing hoat hinh, Am thanh (Custom Animation)

Mot Presentation dugc thiét ké v6i cac hiéu ing hoat hinh va 4m thanh hop 1y s& hap
dan dugc nguoi theo doi. Tuy vay, nguoi thiét ké cling khong nén lam dung dua vao
Presentation qua nhiéu cac hi¢u Uing.

Trang 15




Lé Khdc Quyén - QuyenSp@ Yahoo.com

Ban c6 thé su dung thanh cong cu Animation Effect dé thiét 1ap cho Presentation cua

minh cac hi¢u tng hoat hinh va am thanh. Tuy nhién, dé c6 thém nhiéu lya chon, ban
nén st dung Iénh trong thanh thyc don. Ban hay thuc hién theo cac budce sau:

» Chon céac 6 Textbox can tao hiéu tng (chon tit ca: nhan Ctrl + A; chon mot sd

0: Gilr phim Ctrl + Click chudt)

» Kich chudt Ién thuc don Slide Show va Custom Animation. Mot hdp thoai s€

xuat hién nhu sau:

&

Custom Aniniation bl

|§§:; Add Effect v | %

x

Safact an efameant of e sids,
fhan olick “Aad ERfact™ fo add
Armation.

-

v

4 +

ET slide Shaw

AutaPreview

» Click chudt vao nit Add Effect, danh muc cdc nhom hiéu ung hoat hinh Xuét
hién nhu sau:

% Entrance | Sk 1 Einds

#%  Emphasis v | Sy zoBox

W= Exit ¥ | 3% 3. Checkerboard

+7 MationPaths » | S 4. Digmond
& S FlyIn

; Maore Effects. .,

» Trong 6 Entry animation and sound, ban c6 thé
lga chon céac hi€u tng hoat hinh va am thanh.
Ban c¢6 thé kich chudt vao nut Preview dé xem

thtr.

» Sau khi thiét 1ap xong cac hiéu tng hoat hinh
va am thanh cho Presenttion, ban kich chudt
vao nit OK. Ban c6 thé kich chudt vao nit
Preview dé xem trudc cac hiéu tng.

4 Slide Transition - ¥

Apply to selected slides:

Mo Transition b

EBlinds= Yertical

Box In
O b b
Modify transition
Speed: Fast -
Sound: [Mo Sound] -

r

Advance slide

v onmouse click,

[ Automatically after

=

Apply to All Slides

B plzy | | & Slide Show
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b. Kiéu chuyén tiép trang (Slide Transition)
» Ban héy kich chuft vao thyc don Slide Show va chon Slide Transition. Mop
hop thoai s€ xuat hién nhu hinh dudi:
Y nghia cua cdc lva chon trong hop thoai nhw sau:

Apply to Selected Slides  Chon hiéu tng khi chuyén tiép trang

Speed Chon tdc d chuyén trang

Sound Chon ban nhac khi chuyén trang

On mouse click Chuyén sang trang méi khi bAm chudt

Automatically after Tu dong chuyén sang trang méi sau khoang thoi gian
..... giay

Apply to All Slides Ap dung lya chon nay cho tét ca cac Slide

Play Chay thu Slide

Slide Show Trinh dién tht

Moi thay d6i vé kiéu xut hién cac Slide s& duoc Powerpoint biéu dién ngay sau khi
ban chon céac hiéu ung.

3.2. Tao lién két giira cac Slide (Hyper link)
Vidu 1: Mot Slide gidi thi€u cdc ndi dung chinh trong bai trinh bay nhu sau:

Cac ndéi dung chinh

Mang may tinh

Mang théng tin toan cau Internet

Mé&t sé dich vu trén mang ciia Internet
Tim kiém théng tin trén Internet

Bow N =

Khi ban kich chudt vao cic ndi dung ¢ trang nay thi Powerpoint s& ty dong chuyén dén
Slide ¢6 ndi dung tuong ung ) ’
Vi du 2: Mot Slide dat cau hoi cho nguoi nghe, nut lién két s€ troé dén Slide dép an

3.2.1. Tao lién két

Dé lién két Slide “Noi dung chinh” dén céc Slide chi tiét, ban hay thuc hién theo cac budc
sau.
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» Danh dau (bdi den) dong can tao lién két (xem hinh bén duéi):

rd M ra
Cac n6i dung chinh
e
i \ang may tinh

2. Mang théng tin toan cau Internet
3. Mét sé dich vu trén mang cua Internet
4. Tim kiém théng tin trén Internet

BEES s

» Kich chudt vao thuc don Insert va chon Hyperlink, mot hop thoai xuét hién nhu
sau:

Insert Hyperlink

Limk, ks Text ta display: |Mang ridy kinh ScreenTip. ..

Zelect a place in this document: glide preview:
Egisting Filz ar [ = slide Titles ~
Web Page

1. Gigi thigu chung w& Interr
2. iZac ndi dung chinh

3. 1.1, Két ndi cac may tinh
4. 1.2, Khai nigm mang may
5. 1.3, Phan loai cac mang r
&, 1.4, Truvén thdng krang
7
g
e
1

Document

. 1.4.1, Giao thir kruyEn b
. 14,2, TruyEn dif liEu kol
. 2. Mang thdng tin todn o
0. Lich sir phat trign cha Ir »

Create New
Document

< * »
E-mail Address
Cancel

Y nghia mot s6 lwa chon trong hdp thoai nhu sau:

Text to Display Noi dung hién thi tai dong lién két

Exist file or Web Page Lién két dén mot tép khac hodc mot trang web

Place in This Document  Lién két ngay trong tai liéu dang soan thao

Create New Document Lién két t6i mot tai liéu moi

E-mail Address Lién két dén mot dia chi E-mail

Screen Tip... Noi dung nay s& xuit hién khi ban di chuyén chudt toi

dong lién két (Hyperlink)

3.2.2. Chinh sira lién két
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3.2.3. Tao nut lién két

4. Mot s6 cac thao tac véi Presentation
4.1. Cac ché d9 hién thi Presentation khi soan thao

Kl}i tao mg’ri mot Prpsentation, PowerPoint mic dinh 1am viéc & ché d6 Slide. Ban c6
thé thay doi cac ché do nay theo mdt trong hai cach sau:

» Kich chudt 1én thuc don View sau d6 chon cac ché do hién thi.

» Kich chudt 1én cac nit biéu tuong trén thanh cudn ngang:

Normal Hién thi theo ché dd mac dinh thong thuong.

Outline Ché d6 tong quan. Presentation sé& dugc hién thi theo dang
tém tat cia cac muc 1én

Slide Sorter Céc Slide s& duoc hién thi dang thu nho
Slide Show Trinh dién trang Slide hién tai

Notes Page Trang soan thao s& duoc chia 1am hai phan, phan phia duéi
danh cho céc cht thich trong Slide cua ban

Normal Slide Show

Slide Sorter

Wigsa | Insert  Formak  Tools

5| oo
E Mormal Hos & |

Slide Sorter EDEE'W' Autoshapes = ™. "
EJ slide show F5 Slide 1 of 25

ﬂ Mokes Page

4.2. Chén thém mét Slide, xo4, sao chép, di chuyén Slide

Trudce khi thyc hién céc thao tadc nay, ban nén chuyén vé ché d6 1am viéc Slide Sorter
deé dé quan sat cac Slide dudi dang thu gon:
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. = . . _
Tim he uihanhiéc vu Man hinh nén Deskiop
Choeng 1 Windows 58 « @i thigu thanh Léc vy « Cac bigu Wigng {leon] trén man hinh
« HitHarl « Cach tao mid Fhorlcul
+ Gac churang trinh ing dung 1rén + Thay 33imdan hinh n&n
L£ac ihanh phan oo ban ciia meznu Far
Windaws + Thay d3icic il Bp tran thanh tc
vu w3 manu Farl
1 2 3
Gido dién cia chudng fninh Sidung ban phim
Ching 2: Microsoft Wond + Thanh tizu & + Lac phimding irang =oan thax
+ Thanh ithyc dgn + Quy the g Tidng Vidl
+ Thanh cang cu chudn
H&=aan thao van ban + Thanh cang cu dinh dang
+ Thudc ke
+ Thanh <un
+ Thanh trang thai
4 5 b

4.2.1. Chén thém mot Slide vao Presentation
Ban thuc hién theo cac budc sau:
» Chuyén dén trang can chén. Slide méi s& duge chén vao trang phia sau cia
trang hi¢n thoi.
Vi du: Can chén thém mot Slide vao sau trang 5 thi chuyén dén trang 5.
Kich chudt 1én thuc don Insert, chon New Slide. Hop thoai New Slide xuat
hién.
» Ban chon mdt mau Slide trong 24 mau c6 san va kich chuot vao nit OK.
4.2.2. Xoa Slide
Ban thuc hién theo cac budce sau:
» Chuyén dén Slide can xoa
» Kich chudt Ién thuc don Edit va chon Delete Slide
4.2.3. Sao chép Slide
Ban thuc hién theo cac budc sau:
» Chon SliQe can sao chép - kich chudt vao Slide. Néu mudn sao chép nhiéu
Slide, nhan phim Shift, dong thoi kich chudt vao cac Slide con lai.
Kich chudt lén thyc don Edit va chon Copy.
Chuyén vé trang can Copy téi. Vi du: Can Copy tdi vi tri ngay phia sau trang 5
thi kich chudt vao trang 5
» Kich chuot 1én thuc don Edit, chon Paste.
4.2.4. Di chuyén Slide
Ciing tuong tu nhu thao tac sao chép, ban thua hién theo cac budc sau:
» Chon Slide can di chuyén
» Kich chudt 1én thuc don Edit va chon Cut
» Chuyén vé trang can di chuyén t6i
» Kich chudt 1én thuc don Edit va chon Paste

4.3. In 4n Presentation

» Ban hay kich chudt 1én thuc don File va chon Print, mgt hop thoai sé& xuat hién
nhu sau:
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Prinker
Marne: HF LaserJet 1100 (M5) ﬂ Froperties
Status: Idle ) ]
Type:  HP Laserlet 1100 (MS) Find Printer ...
Where: LPT1;
Comment: I_ Prink ko FIl_E
Prink range Copies
o al " Current slide Mumber of copies:
r~ | | 4
" Slides: |
Enter slide numbers and/or slide ranges. For example,
1,3,5-12
v Collate
Print what;
|5Iiu:|es j Lzl
, L4
Colorfgravscale: i =
Csl[el
|Grayscale j
[ 5cale to fit paper B
[ Frame slides
[ Include comment pages
Presview | Ik | Cancel

» Trong 6 Print what, ban kich chudt vao day dé chon cac kiéu trang can in:

Slide
Handouts

Notes Pages

Outline View

Print what:
|Slide

Sl
Handouts
Mokes Pages
Cukline Migw

~|

In mdi trang gidy mot Slide
In nhiéu Slide trén 1 trang gidy in

In slide 1én trang gidy va c6 phan trong bén
canh dé ban c6 the ghi cht thich vao dé

In theo dang céc dé muc chinh

» Né&u muon in mot sO trang cu thé, ban kich chudt vao 6 Slides va go so trang

can in vao.
Vi du: 3,4,5,6,9 hoac 3-6,9

» Ban c¢6 thé kich chudt vao nut Properties dé chon cu thé loai giéy can in: A4,

A3...

» Cudi cing ban kich chudt vao niit OK
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4.4. Trinh dién Presentation ciia ban

Pay 1a cong doan cudi gitip ban trinh dién, trinh bay Presentation ctia ban trudc hoi

thdo, hoi nghi hodc "ddm dong"...

Ban can c6 mot may vi tinh PC (Pesonal

Computer), mdt may chiéu da nang (Projector), mot but chi Laser hodc thudc angten.
Bai trinh bay cua ban can dugc in ra va phat tay (Handout) cho moi ngudi xem dé

tién cho viéc theo doi khi ban trinh bay. Ban cling can du Mext
phong mdt ban in dé€ tién tra ctru cac thong tin khac khi trinh Previols
bay. o ,

Pé trinh dién Presentation, ban hay kich chudt lén thanh
thuc don Slide Show va chon View Show.

mot menu xuat hién nhu hinh bén. Y nghia cia mdt so lua

chon trong menu nhu sau:

Next

Previous

Meeting Minder...

D¢ két thuc trinh bay, ban nhin phim ESC. Speaker Notes
Trong qua trinh trinh bay, trinh dién, né'u, ban mubn quay vé Pointer Options  »
trang truGe hoac chuyén dén mot trang bat ky trong bai trinh e ,
dién..., ban hdy thuc hién theo cac budc sau:
» Trén man hinh ma ban dang trinh dién, bdm chudt phai, SELIDSI-.
nl [l

Chuyén dén trang tiép theo

Quay vé trang trudc do

End Show K&t thiic trinh dién

Néu ban muén chuyén téi mot trang bat ki trong bai trinh bay, ban hay kich
chudt vao 1énh Go, chon By Title va chon trang can chuyén dén.

Mexk

Presvious

Slide Meter

W Arrow

Pen

FPointer Options

Screen
End Show

Meeting Minder ...
Speaker Makes, ..

k

Slide Mavigator

. 1 Gidi thigu chung w& Internet
2 Cac ndi dung chinh
3 1.1, KEk ndi cac may tinh
4 1.2, Khai nigm mang may knh

5 1.3, Phan loai cac mang méay tinh

& 1.4, TruyEn thdng trong mang
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