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Sau khi hoc xong bai nay, hoc vién s€ c¢6 kha nang:

- Nim dugc mot so thao tdc co ban véi may tinh: Thao tdc v6i chuot, ban phim,
thao tic v6i dia mém, quy tac go van ban ti€ng Viét trong mdy tinh.

- St dung dugc chuong trinh Microsoft PowerPoint dé€ thiét k€ gido dn dién tir

- Su dung dugc céac thiét bi hién dai phuc vu giang day: May tinh, may in, may
chi€u hat (Over head), mdy chiéu truc ti€p (Direct Projector), mdy chi€u da nang
(Projector).
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Huéng dan sit dung Microsoft PowerPoint 97

1. Gi6i thiéu chuong trinh Microsoft Powerpoint

1.1.

1.2

Chiic nang cua PowerPoint

Mot bai trinh bay truéc dam dong, hoi nghi, hoi thao... hdp dan dugc nguoi nghe
khong nhitng phu thudc vao kha nang néi cia ban ma con phu thudc vao ndi dung ma
ban s€ trinh bay, bo cuc clia bai trinh bay va cac phuong tién truc quan gitp ban minh
hoa cho bai trinh bay doé.

Microsoft PowerPoint 1a mot chuong trinh ting dung ctia bd phadn mém van phong
Microsoft Officce. Microsoft Powerpoint ¢6 ddy du cac tinh nang dé ngudi sit dung
c6 thé bién tap cdc trinh dién bang van ban, cic biéu do6 so liéu, cdc trinh dién bing
hinh anh, am thanh... Microsoft Powerpoint c¢6 cac chiic nang cho phép nguoi st
dung chon céc kiéu mau trinh dién da duoc thiét k& sdn hoiac tu thiét k& cho minh mot
kiéu trinh dién riéng tuy theo yéu ciu cong viéc hodc y tudng clia ngudi trinh bay.
Ban c6 thé diing Microsoft Powerpoint dé thuyét trinh, c6 thé in an cdc trinh dién cta
ban dé sir dung. Ngoai ra ban con c6 thé st dung Microsoft Powerpoint dé thiét k&
WEB, dit lich lam viéc... vv...

Trong khuén khé han ché cla tai liéu nay, chung toi chi xin dugc gidi thiéu cac thao tac co
bén nhét dé€ ngudi str dung co thé thiét ké dugc céc trinh dién thong dung nhu: gido an giang
day, bai bao cao trudc mét hoi thdo, bao céo tién do cltia mot du an...

Khoi dong Microsoft PowerPoint va giao dién ctia chuong trinh

1.2.1. Khoi dong Microsoft PowerPoint [!||EF|E.||%|@ [& ||

» C4ch 1: Kich chuot vao biéu tugng Microsoft
Powerpoint trén thanh Shortcut bar.

Microsoft
PowerPoint

» Cach 2: Kich chu6t Ién nut Start, trong nhém Programs, kich chudt vao chuong
trinh Microsoft Powerpoint

Giao dién man hinh ma ban nhin thdy dau tién nhu sau:

PowerPoint

Creake a new presentation using

Cancel

Tip Far s
nEw @
users

The AutaConkent

wizard is the guickest
@ " Open an existing presentation way to create a
presentation,

» D€ tao m6i mot Presentation, ban hiy chon Blank Presentation. Mot hop thoai
xuat hién nhu sau:

Trang 3



SaoVietITD - 141 ph6 Mai Dich, C4u Gidy, Ha Noi; E-mail: SaoVietI TD@ VietnamNet.vn

Hew Shde EHE

Choose an Autolayout:

] Cancel

HHE
:

s
B A s
s

EINE=S R .

Title Slide

-~

Microsoft PowerPoint cung cdp cho ban 24 kiéu ding dé tao mot Presentation cho
ban. Ban c6 thé chon cdc méu c6 sdn d6 tuy theo yéu cdu clia ban. Sau day 1a y nghia
clia mot s6 mau thuong dung trong hop thoai trén:

Chon mau

Y nghia

MAiu nay dung dé tao tiéu dé cho Presentation clia ban

Dong trén ciing 1a chu dé cua céc noi dung chi tiét bén dudi

Noi dung duoc trinh binh theo dang cot bao

Noi dung duogc trinh bay dang bang biéu

Noi dung trinh bay dugc chia 1am hai cot, mot cot dang van ban va
mot cot dang do thi. Mau nay thich hgp khi ban can trinh bay mot
biéu do6 ctia Excel

Noi dung dugc trinh bay dudi dang phan cap hinh cay. Mau nay
thich hop cho céc Presentation mang tinh chat mo hinh td chiic,
mo hinh phan cép chic nang...

Noi dung trinh bay dugc chia 1am hai cot, mot cot thé hién hinh
anh minh hoa cho néi dung trinh bay

Mau nay cho phép ban chén mot doan video clip vao Presentation
cua ban

Dé chon mot Presentation, ban hay thuc hién theo cdc budc sau:

»  Kich chuot vao mau can chon
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Huéng dan sit dung Microsoft PowerPoint 97

» Cudi cung, kich chudt vao nit OK.
1.2.2. Thoat khoi Microsoft PowerPoint
P - s o : =18l =]
» Cach 1: Ban hay kich chudt vao thuc don File va chon Exit |
» Cé4ch 2: Ban c6 thé kich chuot vao niit Close trén thanh tiéu dé cta Close
clra s6

1.3.  Man hinh giao dién cua PowerPoint

1.3.1. Thanh tiéu dé

Thanh tiéu dé nim & trén cling cla clta s0, chifa tén tép clia Presentation ma ban dang
soan thao.

1.3.2. Thanh thuc don (Menu bar)

File Edit Mjew Insert Format Tools Slide Show  Window Help

Thanh thuc don chita cic nhém Iénh cta chuong trinh. Trong d6:

Nhom lénh Y ng}ﬁa

File Chita c4c 1énh dé thao tdc v6i tép va mdy in
Edit Chta cdc 1énh ho trg cho soan thao presentaion
View Chita cac lénh cho phép lua chon céc cdch hién thi presentaion dang

soan thao, cho phép bat/tit cdc thanh cong cu clia chuong trinh

Insert Chita cdc lénh dé cheén thém cédc doi tugng (slide, cdc do6i tugng do
hoa, video clip...) vao presentaion dang soan thao

Format Chita cdc Iénh dung cho dinh dang phong chit, thay déi kiéu déng,
mau sic cla Presentation

Tools Chita cdc cong cu hd trg cho soan thao nhu: kiém tra ngit phap tiéng
Anh, g6 toc ki...

Slide Show  Chita cdc lénh dé tiét lap cach trinh dién Presentation clia ban: cdc
hiéu ting hoat hinh, hiéu ting khi chuyén tiép giita céc trang

Window Chita céc lénh d€ trinh bay cira s6 néu ban dang 1am viéc v6i nhiéu
Presentation cing mot lic

Help Chtta céc Iénh trg gitp bang tiéng Anh
1.3.3. Thanh cong cu chuan (Standard)

NEESY ¥ BRI o-c- & FE
e
2

3 4 5 6 7 8 9

Chita céc biéu tuong lién két dén cic lenh thuong ding trong thanh thuc don. Y nghia
cuia cdc bi€u tugng nhu sau:
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Bi€u tuong Y nghia

1

2

Tao méi mot Presentation

M& mot Presentation ¢6 san trén dia
Ghi n61 dung Presentation vao dia
In Presentation ra mdy in

Cit phan noi dung van ban hodc d6i tuong da bi ddnh dau (boi den)
vao b dém (clipboard)

Sao chép phan noi dung van ban hoac doi tuong da bi danh dau (boi
den) vao bo dém (clipboard)

Chép ndi dung trong bd dém ra man hinh tai vi tri clia con tro
Hoan thuc hién Iénh (Undo)

Thuc hién lai c4c 1énh da hoan (Redo)

1.3.4. Thanh cong cu dinh dang (Formatting)

MnTime

-4  -|B I U
||
1 2 3 4 5

o—| @2
~(m
o — [l

Chita céc biéu tuong lién két dén cic lenh thuong ding trong thanh thuc don. Y nghia
clia cdc bi€u tugng nhu sau:

Biéu tuong Y nghia

1

2

Ban c6 thé kich chuot vao day dé chon phong chit (Font)

Ban c6 thé kich chudt vao day dé chon ¢ chit (Size) sao cho phil
hop

Tao chit dam (Bold)

Tao chit nghiénh (Italic)

Tao chit gach chan (Underline)

Tao chit béng (Shadow)

Diéu chinh van ban thang mép trdi (Left Alignment)

Diéu chinh van ban can vao gitta dong (Center Alignment)
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Bicu tugng Y nghia

9 Diéu chinh van ban thang mép phai (Right Alignment)

1.3.5. Thanh cong cu tao cac hiéu itng hoat hinh (Animation effect)

IEEIEE XY ¥ - | &
uEEEEEE |
34

5 6 l 8§ 9 10

()
Biéu tuong Y nghia
1  Animate Title Bat/tat hiéu ting hoat hinh clia dong tiéu dé
2 Animate Slide Bat/tat hiéu tng hoat hinh ctia phan noi dung trinh bay
Text

3 Drive - In Effect  Hiéu tng trinh dién chit bat dau tir bén trdi man hinh.
4  Flying Effect Hiéu tng chit bay

5  Camera Effect Hiéu tng chit trinh bay tir gita man hinh

6  Flash One Noi dung trinh bay trong mot trang xuat hién cung lic

7  Laser Text Effect Hiéu ting chit roi nhanh

8 Typerwriter Text  Hiéu tng ddnh may chit
Effect

9 Reverse Text Hiéu ting chit roi tir trén xuong
Order Effect

10 Custom Bat hop thoai chon thém céc hiéu tng khac
Animation

1.3.6. Thanh cong cu vé (Drawing)

Draw ~ | [ astoshapes - . W [J O E 4l d-Z-A- == B
~ ~~ =1 |
Cac ddi tugng hinh vé 1 2 4

Biéu tuong Y nghia

1 Tao chit nghé thuat
2 T6 mau nén
3 T6 mau cho dudng vién cla hinh v&
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Biéu tuong Y nghia

4 To6 mau chir

Muoén vé doi tuong nao ban thuc hién theo cac budc sau:

- Kich chuot vao biéu tuong tuong tng trén thanh cong cu Drawing

- Bam chuot lén vi tri can V&, gilt nguyén phim bam va ré chuot dé diéu chinh kich

thudc cua hinh vé

1.3.7. Thanh cong cu cac tac vu chung (Common tasks)

Mew Slhide. — Thém mot slide méi
Siide Layout... |— Thay d6i kiéu ddng cta slide hién thoi
Apply Design... | — Chuyén d6i kiéu dang clia Presentation

theo cdc mau co san
1.3.8. Bat/tat cac thanh cong cu

Dé bat/tit cdc thanh cong cu trong Toolbars
PowerPoint, ban thuc hién theo cac | Buler

budc sau: Guides

- Kich chuot Ién thanh thyc don Header and Footer, .,

View va chon Toolbars, mot thanh |23 commerts
thuc don sé& dugc tha xudng nhu
hinh bén. Zoam. ..

- Kich chu6t vao cac thanh phan trén
thanh thuc don dé bat/tat cic thanh
cong cu nay. Cac thanh phan duoc
danh dau |v] 14 c4c thanh phin dang
O trang thai bat, cac thanh phan con
lai & trang thai tat.

2. Thiét ké Slide Presentation

2.1. Tao méi mot Blank Presentation

Standard

Formakting
Anirmation Effects
Camrnon Tasks
Control Toolbox
Drawing

Picture
Feviewing
Wisial Basic
WWeb

WordArt
PDFMaker 5.0

Customize. ..

Trong qua trinh dang lam viéc v6i PowerPoint, n€u ban mudn tao mot Presentation

khéc, hay thuc hién theo cic budce sau:

» Kich chuot vao thuc don File va chon New. Mot hop thoai xuat hién nhu sau:
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Huéng dan sit dung Microsoft PowerPoint 97

Mew Presentation [ 7]

GEneral ] Presentation Designs ] Presentations l Wweb Pages l

Preview

Lowern Ipsui

= Delw il avnel triecteba = adipsn et
s -hanm

= Heaummy ikl rwzmed
= Tkl ul
- Lottt s
+ My un
r Eoteds latd i e e ikt 11 ke il
abgarma we

Qi | Cancel

» Trong thé General, ban chon muc Blank Presentation va nhan ndt OK. Khi dé
mot hop thoai quen thuodc s€ xuét hién:

Hew Shde EHE

Choose an Autolayout:

] Cancel

EINE=S R .

Title Slide

HE

-~

» Ban hiay chon mot mau Presentation trong 24 mau c6 san va kich chuét vao nut
OK.

2.2. St dung cac mau Presentation c6 san

PowerPoint ¢6 nhiéu Presentation dugc thiét k& sdn dé ngudi ding c6 thé sir dung, dé
chon cac Presentation mau c6 san, ban hay thuc hién theo cac budc sau

» Kich chudt vao thuc don File va chon New. hop thoai New Presentation s& xuét
hién:
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Hew Prezentation
General ] Presentation Designs | F
TEAM - O... OvervIEw ... JvervIew ... Fage [JTeE] ﬂ ’i
[Es]
Preview
Personal Home Presentation  Presenting & Produck
Page (Stand... Guidelines -... Technical ... Overvi. .,
...... ...... ...... ...... I
{._@) Project Status
Produck Project Project Prajeck Status .
Overvie.., Overvi. ., OVErvig... (Onling)
|Project Nema)
........................................ PresEnter Mare
ey e
H Recommen... Recommen... Reporting
& Skrateqgy ... a Skrategy ... Proqgre... J
-
o4 | Zancel |

» Ban hdy chon muc Presentation Designs va hiy lua chon mot kiéu miu ¢ sin

roi kich chuot vao nit OK

Khi ban chon mét méu Presentation nao thi kiéu dang va ndi dung cla Presentation d6 sé

dudc hién thj thu gon ngay bén phai.

Ban co thé€ kich chudt vao muc Presentations trong hop thoai trén dé tham khdo cac
Presentation bang tiéng Anh dugc thiét ké rat “chuyén nghiép”. Do la cac Presentation dugc
thiét k& cho cac chi dé khac nhau. NEu ban muén dung lai cac Presentation nay, ban co thé

stra lai n6i dung cho phu hop véi yéu céu cla ban.

2.3. Luu Presentation lén dia

Pé luu lai Presentation vao dia, c6 hai cach Iua chon 1a luu Presentation vdo 6 dia

cting hoic luu Presentation vao 6 dia mém.

2.3.1. Luu Presentation vao 6 citng

- Dé luu Presentation vao 6 dia ciing, ban hiy thuc hién theo cdc budc sau:
» Kich chuodt vao thuc don File, chon Save As. Hop thoai Save As xuét hién nhu

sau:
Sarve [ 7]
Save in: ||:| My Documentts ﬂ 5| [
Save |
Cancel
[ Embed
TrueType
File name: |iao an du thi Thanh phol |
Save as type: |Presentatiu:un [*.ppt) ﬂ
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» Ban hay g0 tén tép Presentation cua ban vao 6 File name va kich chudt vao nut
Save.

Presen(ation cla ban sé dugc luu mac dinh vao C:\My Documents. D& chon mét thu muc
khéac cén luu Presetation, ban co thé kich chuét vao mdi tén trong 6 Save In dé chon thu
muc.

2.3.2. Luu Presentation vao dia mém

- Dé€ luu Presentation vao dia mém, trudc tién ban phai c6 dia mém trong 6 dia A
(Floppy Disk), 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 A
» Tiép theo ban go tén t&p vao 6 File name va kich chuot vao nut Save

Save HE

Savein: |4 3% Floppy (A1)

Cancel

[ Embed
TrueType

File name: | Giao an du thi Thanh pho.ppt ]|

Save as bype: |Presentati0n *.ppt) ﬂ

2.4. Mo Presentation co san trén dia

Dé m& mot Presentation ¢ sin trén dia, ban hiy thuc hién theo cdc budc sau:

» Kich chuot 1én thuc don File va chon Open. Hop thoai Open s€ xuat hién nhu
sau:

Open

2 a5 1]eal 3

Look in: |[:| My Docurments

(L] z001-2002
[C] CaulacBo
(] Daotaotuxa
[C] Day nghe

[Z] Dieu Tra

[Z] sia pha

[C] Giaa vien NTT
(3 Temp T3, Vuoag Duin g Wian.
i

Bao cao khoa hoo
Report Mathemetics

Zancel
fdvanced. ..

Find files that match these search criteria:

File name: | ﬂ Text or property: | ﬂ Find Moy
Files of type: |Presentatiu:uns and shows (*.ppt;*.pps)ﬂ Last modified: |an3-' time ﬂ Mew Search

3 filefs) Found,
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3. Dinh dang Presentation

3.1.

» Danh séach céc Presentation trong thu muc My Document xuat hién dé ban lua
chon. Ban hay kich chuot vao Presentation can md. Noi dung trang dau cua
Presentation s& duoc hién thi thu gon trong hop thoai ngay bén phai. Tiép theo,

ban kich ti€p chuot vao niit Open dé md Presentation nay.

Néu ban da Iuu Presentation clia ban trong 6 A hodc & thu muc khéac thi ban phai kich
chudt vao 6 Look in dé chon 6 A hodc lua chon thu muc ma truéc dé6 ban da luu

Presentation clia ban.

Pinh dang trang tiéu dé (Title master)

Chuahg 1: Winchws 58

Cac thanh phan o ban cha
Windows

Vi du: Ban hdy quan sét Presentation sau:

Tim hi€ u1hanh t4c vu

« i thigu thanh 13 vy
« Wit Zarl
+ Gac chuang 1rinh t'ng dung trén

meznu Harl

+ Thay d3icac thidt lip1rén thanh ts

wu vamenu San

Trang tiéu dé thudng 1a trang diu clia mot chi dé trinh bay. Ban c¢6 thé dinh dang
trang tiéu dé c6 dién mao khéc véi cac trang noi dung nhim 1am néi bat cdc noi dung
cén trinh bay.

Man hinh nén Deskiop

« Cac bigu Wwgng {kean] rén man hinh
« Cach taomid Bharcul
« Thay 4&iman hinh nén

Choehg 2- Microsoft Word

HZ =oan thaa vin ban

Giao dién ciia chuding frinh

+ Thanh tizu &

« Thanh thyc dgn

+ Thanh cang cu chuin

+ Thanh cang cu dinh dang
+ Thurds k&

+ Thanh cudn

« Thanh trang thai

Sirdung ban phim

+ Caz phimding irang =aan thao
+ Quy the g Tizng Vit

Dé dinh dang trang tiéu dé, ban hay thuc hién theo cic budc sau:

b

Presentation trén gém c6 2 trang tiéu dé (trang 1 va trang 4). Cic trang 2, 3, 5, 6
chinh 1a phan noi dung trong méi trang tiéu dé do. Trang tieu dé & day duoc thiét k&
c6 dién mao hoi khac mdt chiit so véi cac trang noi dung ding sau no.

» Kich chuot 1én thuc don View, kich ti€p chudt vao nhom Master va chon Title
Master. Khi d6, man hinh soan thao chuyén sang ctta s6 nhu sau.
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Click to edit Master title
style

Title Area for AutoLawouts

Click to edit Master subtitle
style

Subtitle Area for Autolavouts

4octefaoter Area | Mumber Are%>:

» Clta s6 gébm c6 mot s6 0 Textbox. Dé dinh dang cho 6 nao ban chi can kich
chudt vao 6 dé va chon phong chit, mau sic... Chiing ta s& tim hiéu cu thé cic
thao tic dinh dang trong phan 3.2.

3.2. Pinh dang tong thé (Slide Master)

Dinh dang tong thé c6 tic dung doi véi tat ca céc Slide trong Presentation. Ban chi
can thay doi phong chit, mau sic, cdc hiéu tng... trong cidch dinh dang ndy thi cic
Slide trong Presentation s& thay ddi theo. Pinh dang theo cach nay gidp ban quan ly
va diéu chinh dinh dang cho Presentation t6t hon. Dé dinh dang Slide Master, ban
hay thuc hién theo céc budc sau:

» Kich chuot 1én thuc don View, kich ti€p chudt vao nhém Master va chon Slide
Master. Khi d6, man hinh soan thdo chuyén sang ctta s6 nhu sau.

‘Click to edit Master title

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

I Click to edit Master text styles
I Second level

I Third lewel
« Fourth leval
if Fifth level
et et eemenaneaceeteete et eaneaseaseeseese et eameaneennenrenseeres Object Area for Autolayouts
datel tinfrate Arem focteFonter Area Ty mber Are@i

» Trong clra s6 trén c6 mot s6 doi tugng Textbox (cac 6 chia van ban). Dé lua
chon d6i tuong nao ban hay kich chuot vao duong vién cta doi tuong dé. Tiép
theo ban c6 thé dinh dang phong chit, c& chit, mau sic... cho van ban chita trong
cac doi tuong nay.

Cdc thao tac dinh dang:
3.2.1. Dinh dang Font
Ban hay thuc hién theo cic budc sau
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4

Chon d6i tugng cin thay déi ki€u font - kich chuot vao d6i tugng. Néu muon
chon nhiéu d6i tugng ciing mot lic, hay nhan phim Ctrl va kich chudt vao cac
doi tuong con lai.

Kich chudt vao thuc don Format va chon Font. Hop thoai Font xuat hién nhu

sau:

Font
Eont: Font style: Size;
|.'u'nTirne |Regu|ar E
Cancel

T .vnTeknicalH -] 28 -

T vnTifani Heawy BDIc_l 32

T .WnTifani HeawyH — |Italic 36 |

Biold Ikalic

T vnTimeH | 44 |

Effects Colors

™ Undetline ™ Supetscript I -

[ shadow Offset: |0 g %

[~ Emboss [ Subscript [+

This is a TrueType Font,
This same Ffont will be used on both your printer and your screen,

Dé chon font chit ban hdy lua chon trong muc Font

Dé chon kiéu chit ban hiy chon trong muc Font style. Trong do:

Regular : Kiéu thong thudng
Bold : Kiéu dam

Italic : Kiéu nghiéng

Bold Italic  : Kiéu dam + nghiéng

Dé chon ¢ chit ban hdy chon muc Size.
Dé chon mau sic ban hay kich chuot vao 6 Color
Sau khi Iua chon xong cdc dinh dang vé Font ban hay kich chuot vao nit OK.

& Chu y: Cdc phong chit tiéng Viét thuong bdt ddu bdang cum tir ".Vn". Cdc
phong chit hoa thuong két thiic bang chii cai "H".

3.2.2. PDinh dang nén (Background)

4

Kich chuot I1én thuc don Format va chon Background. Xuat hién mot hop thoai
nhu sau:

Background
Background Fill Apply to al
Title: of Slide fpply
. Bullet text ﬂ
| |
-
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» Tiép theo, ban kich chuot vao hop Combo (hop c6 mii tén) dé lua chon mau
séc.

» Cuoi cung, ban kich chudt vao mot trong hai nit Apply to All hoac Apply.
(Apply chi ¢6 tac dung véi slide hién thGi con Apply to All ¢6 tic dung véi tat
ca cac slide trong Presentation).

3.2.3. Thay ddi kiéu dang thiét ké ciia Presentation (Apply Design)
Day 1a cdch lam ma ban ¢6 thé thay d6i kiéu ddng ctuia Presentation trong qué trinh
thiét k& hoac sau khi ban da hoan thanh noi dung. Thay ddi kiéu thiét k& s& khong
lam thay d6i noi dung trong Presentation clia ban. Ban hdy thuc hién theo cdc budc
sau:

» Kich chuot 1én thuc don Format va chon Apply Design. Mot hop thoai s€ xuat
hién nhu sau:

Apply Design HE I

Look in: |_| Presentation Designs

Angles.pod
Artsy.pot
Blends.pot
Blueprint.pot
Blush,pot

Baold Stripes.pat
Capsules pot .
cnntemporary Portraitlpnt * e st nborts nikd ot
Contempaorary.pot
Dad’s Tiepot
Dads Tiepot LI

Find files that match these search ariteria:
File pame: || j Text or property: I

Eind Mows

i

[
Files of type: IPreseniztion Templates (* pot) j Last modified: Ian\,r time j Mew Search

| 3 file(s) found.
» Ban hdy chon mot kiéu thiét k€ trong s6 cdc mau c6 sidn va kich chuot vao niit
Apply.
3.3.  Thiét lap cac hiéu iing hoat hinh, 4m thanh, thoi gian trinh dién

3.3.1. Cac hiéu ting hoat hinh, 4m thanh (Custom Animation)

Ban c¢6 thé sit dung thanh cong cu Animation Effect d€ thiét 1ap cho Presentation clia
minh cac hiéu ting hoat hinh va am thanh. Ty nhién, d€ c6 thém nhiéu lua chon, ban
nén st dung 1énh trong thanh thuc don. Ban hay thuc hién theo cac budc sau:
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» Kich chudt 1én thuc don Slide Show va Custom Animation. Mot hop thoai sé
xuat hién nhu sau:

Cusztom Animation

Animation order
Tm hlduthanh taz v

i il

- 044 Lhlgu thanh Lae vy Cancel
El - Mol Star
- Gae ehwanglrinh img ynaLn
manu Slarl .
E - Thay 3% car Lhi#Ll3p én thanh e Preview
Wl WA manu Slarl

Timing Effects ]chart Effects | Play Settings |

Entry animation and sound

Chon hiéu ting

hoathinh —T T |r'-.I|:| Effect ﬂ | J
Chon hiéu tng ——- | | r
am thanh
-

| MENe

» Trong 0 Entry animation and sound, ban c6 thé Iua chon c4c hiéu ting hoat hinh
va am thanh. Ban c6 thé kich chuot vao nit Preview dé xem thir.

» Sau khi thi€t 1ap xong cac hiéu tng hoat hinh va am thanh cho Presenttion, ban
kich chudt vao nit OK. Ban c6 thé kich chuot vao niit Preview dé xem truéc céc
hiéu ting.

3.3.2. Kiéu chuyén tiép trang (Slide Transition)

» Ban hay kich chuot vao thuc don Slide Show va chon Slide Transition. Mop hop
thoai s€ xuat hién nhu sau:

Slide Transition EH

Effect Apply bo Al

apply

il

Cancel

. s g
Advance Sound
W ©nmouse dick |[|'-.,|.;. Sound] j

[ Automatically after —

| seconds
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Y nghia ciia cdc lua chon trong hop thoai nhu sau:

Effect Chon hiéu ting khi chuyén tiép trang
Advance Thiét lap viéc chuyén trang bang cach bam chuot hodc tu

dong chuyén trang
Apply to All - Ap dung cho tét ca cic trang
Apply Ap dung cho trang hién thoi

Sound Chon hiéu tng am thanh khi trinh dién

» Ban hay thiét 1ap cac lua chon trong hop thoai, sau dé kich chudt vao nit Apply
to All hoac Apply.

Moi thay do6i vé ki€u xuat hién céc Slide s& dugc biéu dién ngay sau khi ban thuc hién
thao tac chon lua.

4. Mot so cac thao tac voi Presentation

4.1. Cac ché do hién thi Presentation khi soan thao

Khi tao méi mot Presentation, PowerPoint mac dinh lam viéc & ch€ do Slide. Ban c6
thé thay déi cdc ché do nay theo mot trong hai cdch sau:

» Kich chuot lén thuc don View sau d6 chon cdc ché do hién thi.
» Kich chuot 1én cdc niit biéu tugng trén thanh cuon ngang:

Slide Hién thi theo ch€ d6 mac dinh thong thudng.

Outline Ché do tong quan. Presentation s& dugc hién thi theo dang
tom tat ciia cac muc 16n

Slide Sorter Cic Slide s& duoc hién thi dang thu nho

Notes Page Trang soan thao s€ duoc chia lam hai phan, phan phia duGi
danh cho cac chi thich trong Slide ctia ban

Slide Show Trinh dién trang Slide hién tai

Yiew Insert Format Tools
=
Slide Slide Show Outine

EE] Slide Sarter

ﬂ Mokes Page
Slide Sorter E slide Show

Outline Notes Page

4.2.  Chen thém mot Slide, x04, sao chép, di chuyén Slide

Trudc khi thuc hién céc thao tdc nay, ban nén chuyén vé ché do lam viéc Slide Sorter
dé dé quan sat cdc Slide du6i dang thu gon:
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. = . . =
Tim hieuihanhléc vu Man hinh nen Deskiop
Chiodhg 1: Windows 58 + Gigi thidu thanh 13 vy + £aa bi¥u Wrang {lean) rén man hinh
+ Hit Star + Cach amdt Sharaut
« €ac chugng trinh wng dung 1r&n « Thay d@iman hinh nén
LCac thanh phan oo ban cla meznu Barl
Windaws + Thay 3icac thidt lip1rén thanh ta
wu vameny S
1 2 3
Giao dién ciia chirgng irinh Sirdung ban phim
Chishg 2: Microsaoft Word + Thanh tiéu & + Cac phimding trong =oan thas
+ Thanh thua dan + Quy tha g Tigng Wist
« Thanh cang cu chuan
Hé=oan thaa vdn ban « Thanh cong cu dinh dang
+ Thuss ke
+ Thanh cudn
+ Thanh trang thai
4 5 b

4.2.1. Chen thém mot Slide vao Presentation
Ban thuc hién theo céc budc sau:
» Chuyén dén trang cin chen. Slide méi s& duoc chén vao trang phia sau cla trang

hién thoi.
Vi du: Can chén thém mot Slide vao sau trang 5 thi chuyén dén trang 5.
»  Kich chuot Ién thuc don Insert, chon New Slide. Hop thoai New Slide xuét hién.
» Ban chon mot mau Slide trong 24 mau c6 san va kich chudt vao nit OK.
4.2.2. Xoa Slide

Ban thuc hién theo céc budc sau:
» Chuyén dén Slide can xo4

» Kich chuot 1én thuc don Edit va chon Delete Slide
4.2.3. Sao chép Slide

Ban thuc hién theo cac budc sau:

» Chon Slide cén sao chép - kich chuot vao Slide. Néu mudén sao chép nhiéu Slide,
nhan phim Shift, dong thoi kich chuot vao cac Slide con lai.

» Kich chuot 1én thuc don Edit va chon Copy.
» Chuyén vé trang cin Copy téi
Vi du: Can Copy tGi vi tri ngay phia sau trang 5 thi kich chuot 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 cic budc sau:
» Chon Slide cin di chuyén
» Kich chuot 1én thuc don Edit va chon Cut
» Chuyén vé trang can di chuyén t6i
» Kich chuot 1én thuc don Edit va chon Paste

4.3. In an Presentation
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» Ban hay kich chudt Ién thuc don File va chon Print, mot hop thoai s€ xuat hién
nhu sau:

Print - Bao cao khoa hoc.ppt [ 7]
Prinker
Marmne: |HF‘ Laserlet ﬂ Properties
Skakus: Idle
Tvpe: HPF LaserJat
Where: LPT1:
Carmment: [~ Print to file
Prink range Copies
* p MNumber of copies:

" Current slide - El

: Slides: | | -

Enter slide numbers and/or slide ranges. For example, ¥ Collate
1,3,5-12

Print what:  |Slides ﬂ M

W EBlack & white [ Scale o fit paper

[ Pure black & white [ Frame slides 2k | Cancel
» Trong 6 Print what, ban kich chuot vao day dé chon cdc kiéu trang cin in:

Sl =]
e
Handouts {2 slides per page)
Handouts (3 slides per page)
Handouts (& slides per page)
Mokes Pages

Cutline Wigw

Slide In moi trang gidy mot Slide
Handouts (2 slide per page) In 2 slide / 1 trang gidy in
Handouts (3 slide per page) In 3 slide / 1 trang gidy in
Handouts (6 slide per page) In 6 slide / 1 trang gidy in

Notes Pages In slide lén trang gidy va cé phan trong bén
canh dé ban c6 thé ghi chi thich vao d6

Outline View In theo dang cdc dé muc chinh

»  Né&u mudn in mot s6 trang cu thé, ban kich chuot vao 6 Slides va g s6 trang can
in vao.

Vidu: 3,4,5,6,9 hoac 3-6,9
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» Ban c6 thé kich chuot vao nit Properties dé chon cu thé loai gidy céan in: A4,
A3...

» Cudi cung ban kich chudt vao nit OK
4.4. Trinh dién Presentation cia ban

Day la cong doan cudi ban trinh dién, trinh bay Presentaton ctia ban trudc hoi thao,
hoi nghi hoac "dam dong"... Ban can c6 mot may vi tinh PC (Pesonal Computer), mot
mdy chi€u da nang (Projector), mot but chi Laser hoac thudc angten. Bai trinh bay
cuia ban can dugc in ra va phét tay (Handout) cho moi ngudi xem dé€ tién cho viéc
theo ddi khi ban trinh bay. Ban ciing cidn du phong mot ban in dé€ tién tra cttu cac
thong tin khac khi trinh bay.

- D& trinh dién Presentation, ban hiy kich chuot 1én thanh thuc don Slide Show va

chon View Show.

- DEkét thic trinh bay, ban nhan phim ESC.

- Trong qua trinh trinh bay, trinh dién, n€u ban mudn quay
vé trang trudc hodc chuyén dén mot trang bat ky trong bai
trinh dién..., ban hay thuc hién theo cdc budc sau:

revious

B
G

o »

» Trén man hinh ma ban dang trinh dién, bAm chuot phai,
mot menu xuat hién nhu hinh bén. Y nghia cia mot s6
lua chon trong menu nhu sau:

Meeting Minder. ..
Speaker Motes, .,

Slide Meter
, ; . W Arrow
Next Chuyén dén trang ti€p theo Pen

. A s P Pointer Cptions k
Previous  Quay vé trang truéc dé

Screen L4

End Show Két thic trinh dién End Show

» Né&u ban muoén chuyén t6i mot trang bat ki trong bai trinh bay, ban hdy kich
chuot vao lénh Go, chon By Title va chon trang cin chuyén dén.

Mext

Previous

Meeting Minder. ..,

Slide Mavigator

Speaker Motes, ., 1 Ch-=ng 1 windows 98
slide Meter 2 Txm hidu thanh £ _c v
v 3 Mun h=nh ndn Desktop

4 Ch--ng 2: Microsoft Word

& Giao difn cfia ch-=ng tr=nh

W Arrow
Pen

Painter Options + .
= : A 56 ddng bun phim

Screen 3 Slide Mavigator

End Showe
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