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1. Téng quan vé Microsoft Powerpoint

Microsoft Powerpoint 1a mot phan mém nam trong bo phan mém van phong Microsoft Office
ndi tiéng do hang Microsoft san xuat. Microsoft PowerPoint la cong cu tuyét voi gidp nguoi
st dung c¢d duoc hiéu qua cao khi trinh bay. Mot sé wu diém cua phan mém Microsoft

Powerpoint:

+ duoc thiét ké théng nhat vé thao tac nhap va chinh sira cac ddi tuong nhu van ban,
hinh anh, bang biéu nén nhitng nguoi dé thanh thao vai Microsoft Word khdng phai

hoc thém nhiéu thao tac méi.

+ ngoai cac ddi tuong co ban da sir dung trong Microsoft Word, phuong tién am thanh,
hiéu tng doéng, cac doan phim dugc ho trg lam cho bai trinh bay tré nén sinh dong.

Nhiing y tuéong dugc dién ta qua hinh anh lun dugc danh gia cao.

Mot bai trinh dién tao ra bai Microsoft Powerpoint bao gém nhiéu trang trinh din (tiéng Anh

goi la Slide). C6 thé tom tat céc giai doan thyuc hién nhu sau:

+ Khoi tao mot bai trinh dién. Luu bai trinh dién 1én dia.

+ Khoi tao trang trinh dién. Nhap/chinh stra noi dung trén trang. Tao thém/sao chép/

sap xép trang. Luu bai trinh dién Ién dia.
+ Tao hiéu tng trinh dién cho céc ddi tugng trén trang. Luu bai 1én dia.
+ Trinh dién tha bai 1am.

+ In bai trinh dién ra gidy.

2. Khé&i déng Microsoft Powerpoint
Cach khai dong PowerPoint chinh tic nhat 1a nhu sau:

»  Kich chudt menu Start cia Windows nam & goc trai dudi man hinh

»  Kich chon tuy chon Programs

»  Kich vao Microsoft Office dé chon Microsoft Office Powerpoint

E kK=-TE Maintenance i l|f| LAC WIET mkd2002 3

- @ Wicrosoft OFfice

Microsoft Office Tools

j Microsoft OFfice Pow
= I Mazila Firsfox »

I MetWaiting 3
Panasonic KX-TA,K%-TE 3
Skype ’
l|f| Startup 3

K Micrasoft Office Excy

D ct;xl
w
U

=
o
=
=]
=3
T
)
i
un
=
o
=]
I
o

@ Microsoft Office Access 2003

@ Microsoft Cffice Excel 2003

| @] Micrasaft Office Outlook 2003
BE Microsoft Office PowerPoint 2003
[#] Microsoft Qffice Word 2003

llﬂ Unikey Yietnamese Input Method 4
D WMware 3
l|f| WinPap 3
I winRAR »

All Programs »

¥ahoo! Messenger 3

é.r? IBM Java Plug-in Control Panel 1.4.2

s start ¥

& Internet Explorer
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3. Tao bai trinh dién méi

3.1 Tao bai trinh dién mé&i ngay sau khi kh&i déng PowerPoint
Sau khi khai dong PowerPoint, dé tao ra mot ban trinh dién mai,
£+ Elank presentatiu:un’ I’f)l kich OK.

kich chon nut radio

Z2ix|

PowerPoink

—Creakte a new presenktation using

% 7 AutoContent Wwizard

-I " Design Template

i+ Blank presentation

% i Dpen an existing presentation

More Files. .. -
Y. ADeskiophBachMailMSDOS, ppk

P:\hatt\Pre.ppt

YA ThuLAR_basic.ppt
Y...%20 Graphics Creation Techni... LI

I Don't showe this dialog box again

Ok I Cancel I

3.2 Tao bai trinh dién méi khi dang st dung PowerPoint

J File Edit Wew Insert Format Tools Slide Show  SWindow ﬂelp|

JE@H|§W|J¢E®|n,n, @ i

Kich nit New
trén thanh
cdng cu chuan

3.3 Chon bé cuc trinh bay trang trinh dién (Slide)

Mai Slide trong PowerPoint c6 thé c6 mot kiéu bd cuc trinh bay riéng. B cuc tic 1a cach
bd tri cac khéi van ban, hinh anh, d6 thi... trong Slide. Truéc khi soan thao noi dung ciia méi
Slide, tuy theo noi dung trinh dién va s& thich, nguoi ding phai chon mot kiéu bé cuc trong
danh sach kiéu bé cuc cé sin cua PowerPoint nhu sau:

Mew Slide 2=

Choose an AutolLayouk:

1.Kich

chon mét
kiéu bd

cuc

2. Kich
chon OK

| bk |laSn/| |6

Bullekted Liskt

[ Don't show this dialog I:\M

| Danh séch céc kidu bé cuc Slide |

Tén cua kiéu bd
cuc duogc chon
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3.4 Lam quen vé&i giao dién chwong trinh

Microsoft PowerPoint - [Presentationl] ;|g|5|
J File Edit Wiew Insert Format Tools Slide Show  Window Help | Wietkeyz, 1 ;Iilﬂ
Dedaay|izad o -a-@aaas -|@ 2
JTlmes Mew Roman = 24 | B =& Hi
1

i— = —
= =
I— —

| EE | Common Tasks + 2

e G6 tidu dé
Click to add title cua Slide
vao 0 nay

i Click toadd tesct

G0 ndi dung cua
Slide vao 6 nay

[cho céi nhin tong thé

Cira s6 Layout J
vé toan bo céc Slide

Thanh truot

—N— Click to add notes [Cua s ghi chd
BEOsF 4 |

| Slide 1 of 1 | Default Design |

NSRE

3.5 Chuyén khung nhin soan thao

Céc trang bai trinh dién duoc hién thi theo nhiéu khung nhin khéc nhau pht hop véi nhiing
yéu cau khi soan thao va khi trinh dién.

Céch thuc hién:

Céch thir 1: BAm nhanh vao nit chuyén ¢ goc dudi bén tréai cua cira s6 chuong trinh,

Cach thtr 2: Vao thanh Iénh View, chon cach thuc hién thi cac trang trinh dién.

J Fil= Edit m Insert Format Tools
10 =2 BEr
[ Slide Sarter

=3 slide show FS

J Tirmnes Mew Rao

Master 3
P= EBlack and White

Luu y: Khi mudn hay bé mét trang thai hay mot tién trinh dang xay ra chi can bam phim
ESC. Vi du bam chon muc Slide Show, sau d6 bam phim ESC thi chuong trinh quay tré
lai khung soan thao.

4. Lwu bai trinh dién Ién dia, mé bai trinh dién da co6 trén dia

4.1 Lwu 1 baitrinh dién |én dia

Nat Save trén thanh Microsoft PowerPoint - [Presentationl]
cong cu chuan e Edit Wiew Insert Format Tools Slide Show ‘Window Help |

DEH2ey iprd|o-o-|eH
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Néu 1a 1an dau tién ghi lén dia, thi can phai chon thu muc chtra tép va dat tén cho tép trinh
dién. Thong thuong tén tép trinh dién tao bai Microsoft Powerpoint c6 dang tong quat Ia:
<tén_chinh>.ppt, trong d6 tén_chinh do nguoi soan thao tu dit, con phan dudi .ppt do
chuong trinh ty gan thém vao.

cd b3

LI kl@ K@'TDDlSv

[:I My Docurmenks
| p

1My Pictures

sir dung dé

L J nlt tao thu
chuyén dén

Chon nhanh
muc moi

thu muc

thu muc me
cua thu muc
hién hanh

0 06 181 16 Nt Save dé thuc hién
goTEniep viéc ghi lén dia

Eli Presentationl.ppt

Filz= name: ‘resentationi ;I E Save I
Save as bvpe! | Presentation (%, ppt) ;I Cancel |

Giai thich thém
+ N0t (1), (2) 1a cac nat tien ich dé di chuyén nhanh dén céc vi tri thu muyc trén dia.
+ N0t (3) sir dung khi muén tao thu muc méi chira tép trinh dién

4.2 Bong clra s6 bai trinh dién d& soan:

Microsoft PowerPoint - [Email.ppk] = =10l =l
File Edit Yiew Insert Format Tools Slide Show Window Help
Wietkey 2, 1 == x|

Agq 12% - | @/\-‘;:

Bam nit nay
dé dong bai

trinh dién da
soan

B EEIEIEEC- IR
| arial . 74 'lﬂ I”EE

1 [3) Email 8 Applic=
MouySn Mam

2 B Th- @®iln tb vy

C v phlr

giEy 18 =
EETOET O Moo o a0 oot =
| Slide 2 of 4 Recommending a Strategy (Online) | L

Thao tac véi thanh Iénh:

+ Vao thanh 1énh FILE, chon muc CLOSE.
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4.3 M& mét bai trinh dién da co trén dia

J File Edit ‘iew Insert Format Tools Slide Show  Window uelp|
ZH2EY| RS- -
B Z US|

J

Kich nat Open trén
thanh cong cu chuan

Mew Rorman - 44 =

2%

Look. in: II:l My Dacurnents Q = | @ > @ - Tools ~

[ Flash
(] Hatt

(] My Pictures

[ My Webs

[ Paint Shop Pra Files
[C] Pictures — PO SO L
(] ThongtinME HiEr—=r .
(] THUVIEN
[ WITTI_ files
[ Wolcano
(] Web Gr3
) R

YITTI,htm

thu muc chira
tép

chon tép
muon mé

Fawvarites

File narne: I j = Open |-

Files of bype: I.ﬁ.ll PowerPoint Presentations {*.pptj*.pps;*.pntj*.htm;*.lﬂ Cancel |

5. Tao bai trinh dién theo kich ban c6 san

5.1 St dung céng cu AutoContent Wizard
C6 nhiéu cach thire khai tao bai trinh dién nhung dé tién thao tac khi thuc hanh trong tai liéu
chi néu mét cach chuan muc nhat va yéu cau dong tat ca cac bai trinh dién dang soan thao.

Céac buac thuc hién:

+ Vao thanh Iénh FILE, chon muc NEW. Trong hop thoai xuét hién chon AutoContent
Wizard.
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New Presentation 7 ,k _?Jﬂ

General |Design Templates | Presentations I

Blank Presentation l

€y AutoContent Wizard

i~ Preview

Gets you started with suggested
content for your presentation.

oK I Cancel I

+ Trong cac hop thoai tiép theo chon lya muc Next cho dén khi gap nat Finish.

6. Thao tac véi trang soan thao

6.1 Tao mé&i/ chinh stra/sao chép/di chuyén/x6a bé trang

C4c trang cua bai trinh dién duoc phép tao mai/ chinh stra/sao chép/ di chuyén/ x6a bo chi cé

thé thuc hién khi 1am viéc trén cac khung nhin :
(1) Normal View (2) Outline View (3) Slide View (4) Shorter View
va khong thuc hién duoc khi dang & Slide Show.

DPbi vasi khung nhin Normal View

File Edit Yiew Insert Format Tools Slide Show Window Help ‘ CMTT_Utilities  Acrobat

D=2zR&EY &R @ HOm o =|1ERan o

K) v (4 «

1=

== ‘A A" I ‘:ﬂ; Common T

J NI

chon trang va thao tac sao chép
bang nut cong cu COPY va

‘O TRAINING

iti_hanoi

d-lntroduction

State the purpose of the disc

» State the main ideas you'll be talking
ahout

4+ Topic One
= Details about this topic
= Supporing information and examples
= How it relates to your audience o
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+ Thao tac chon:
- dung phim va chuét may tinh dé chon mét trang & ctra s6 bén trai.

- mudn chon nhiéu trang lién tuc, bAm chon trang dau tién, gitr phim Shift va bam
chon trang cudi. Cha y khéng chon duoc céc trang roi rac trong khung nhin Normal.

- mudn xo6a bé danh dau chon trén cac trang da thuc hién chi can bam phim chuot
vao vung bat ky cta cira s6 soan thao.

+ Thao t4c sao chép: can phai chon trang trude khi sao chép va thao tac tiép theo nhu sau:

- bam nit COPY hogc nhan t6 hop phim Ctrl-C. Sau d6 nhan nit PASTE hogc nhén
to hop phim Ctrl-V.

+ Thao di chuyén trang: chon trang va thao tac tiép theo nhu sau:

- bdm chon nat biéu dién trang va kéo 18n trén hoic xubng dudi.
+ Thao t4c x6a trang: chon trang va thao tac tiép theo nhu sau:

- nhan nit DELETE.

Dbbi véi khung nhin Slide Sorter View

@‘Cut v Mo Effect - sﬁ‘@‘@‘ gornmonTasksv,I
Bdroduction Topics of Discussion
TR‘MG = Shk e pupose of be diausion = Shk e mainidear youll be KHryg
B R e | pet

iti_hanoi

N
b
w

Topic Three Real Life What This Means

» A4d 33 kory 2 kkmen! bal
summanize s how you wel of Bnk aboul
s kgle

» Amanze bey poink you wanl your
aulence oremember

w Deldlz abaul i kpke
= Zpporing Inimakon avl examples
» Howlirelak s b your aulene

» Glve anexample of red IR arecdok

» Sympabize wih be aodlerce’s
sihakniTappropriake

™E i
#

™E i T

Rl e

5 6 5 7 5 8

Céc thao tac dugc thuc hién tuong ty nhu trong khung Normal View. C6 b sung thém
thao tac nhu sau:

+ Chon nhiéu trang roi rac:

- mudn chon nhiéu trang rai rac, bAm chon trang dau tién, gitr phim Ctrl va bAm chon
tung trang tiep theo.
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+ Chen thém mot trang méi : Vao thuc don Insert, chon New Slide. Trong truong hop
da chon mot trang va muon sao chép trang d6 thanh trang méi thi chon Duplicate
Slide.

|@] File Edit View | Insert Format Tools Slide Show
A= = = BRE vcw side... Crl+m

Duplicate Slide

J Times MNew Roman

Slide Number

6.2 Dat mau thiét ké chung (temlate) cho céc trang
Chuyén trang vé khung nhin Normal View.

Microsoft PowerPoint - [Presentationl]
J Eil= Edit “ew Insert | Format Tools Slide Show  Windd

D= HES| &% Ao, |

f= Bullets and Mumbering. . . I

J Times Mew Roman - 24

Lime Spacing.. . |
1 Replace Fonts. .. r
Chon
=l Slide Layout... Apply Design Template
Slide Colar Schere)
Background. ..
apply Design Template. ..

Py ohiject. ..

£

Apply Design Template

Look in: I[:l Presentation Designs j - | o e i ~ Tools - Hinh xem trudc
Arksy . pok - cua template da

chon

/

3. Kich chon
\ mot template

-,Lorem Ip=um

= Delor sit amet consectetuer adipiscing
dit sed diam
= Morurnnny ribh euisrod
. Temgidunt ut.

i Marbie.pot e Nt Apply
Mounkain.pot - e o dlamcoper ek oborta i ut de ap dung
Nature.pot — template da

= MNetwork, Blitz. pot
- Matebook. pat
Favorites Ribbons.paok

Ricepaper.pot ;I
File marne: I = apply I
Cancel |

chon

Lef Ll

Files af type: IDesign Templates (*.pok)
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6.3 Soan thao va dinh dang néi dung
Viéc soan thao noi dung cho trang chi thu:c:~ hién dugc grén ‘khung Normal Vjew, Outline )/iew
va Slide View. Tur cac khung khac c6 thé dé dang chuyén vé ba khung trén bang nut chuyeén.

Trong man hinh soan thao, viing soan thao duoc bao boc boi cac dudng chim chdm. Ving
trén cung la vung danh cho tiéu d¢, cac vung con lai danh cho y tuwéng can trinh bay.

Noi dung van ban do ngudi dung nhap vao dugc phan thanh 5 mirc khac nhau, moi muc ¢
thé c6 mot tap cac dinh dang riéng (phéng chix, can 18, mau chix, kiéu gach dau dong...) tuy
theo mau template dugc chon. Viéc soan thao vin ban tuan theo nhitng qui cach co ban duoc
su dung trong Microsoft Word.

Mot tinh chét rat quan trong cua trang trinh dién 1a cac dong van ban duoc soan thao ludn gan
lien véi cac doi tuong hinh anh, bang biéu.

6.3.1 Thay déi Slide Layout (kiéu dang trang)

J File Edit ‘Wiew Insert I;Drmat Tools  Slide Show  Wind:
J O = n A Eont...

= Bullet d Numbering. ..
J Tirmes Mew giuflets and hurnbering
Line Spacing...

Chon Format trén thanh 1énh Bl g S

=B Slide Layout, .,

Slide Color Scheme. ..

Chon Slide Layout

6.3.2 Soan néi dung cho cac déi twong chuan

Sau khi chon Slide Layout, céc ddi twong chuan cua trang duoc xuat hién véi cac dong thong
bao nhu " Click to add text". Chi can bam dup chuét vao cac doi tugng dé chuyén doi tuong
sang trang thai nhap noi dung.

Click to add title

Mot Text Box thudc ddi
tuong chuan cua Slide
Layout

ick to add text

Noi dung soan trong c&c ddi twong chuan dugc quan ly va thé hién trong cira s6 Layout & bén
trai man hinh.

P-11



6.3.3 Chén thém Text Box
Ngoai cac Text Box thudc ddi twong chuan, ngudi sir dung c6 thé chén thém céc Text Box
khéc vao trang trinh dien bang céch:

— —*

N\NZOCEHJ4E 2-L-A-=E=50 0.

B4m chon n(t Text Box J

Trén thanh cong cu Drawing, chon ndt Text Box. Di chuyén chuét vao ving soan thao kéo
mot hinh chir nhat, sau d6 gd van ban vao trong hinh chir nhat do.

aNastal
B

Céc nut dinh dang trén thanh cdng cu Drawing cho Text Box:

ding dé dang ba
chiéu cho chir
hoac hinh anh

NZOOCEH4E 2-L-A-==50W.

Fill Color, ding Line Color, dung Font Color, dung diing dé tao bong
dé dinh dang nén dé dinh dgng dé dinh dang chir cho chit hoac
duong vién hinh anh

Thao tac véi Font Color

+ Chon cac dong chit trong Text Box (b6i den van ban nhu da lam trong Microsoft Word)

+ Sau d6 bam chon nat Font Color dé ap dung mau d4 cé cho chir duoc chon hoic bam
vao mii tén chon mau mai cho chir dugc chon.

Thao tac véi Line Color
+ Bam chon ddi twong Text Box bang cach bAm vao duong vién cua dbi tuong.
+ Bam chon mau da c6 trong muc Line Color hoic bdm vao miii t&n chon mau mai cho

duong vién..
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Thao tac véi Fill Color
+ Chon d6i twong Text Box

+ Bam nGt Fill Color trén thanh céng cu 1am xuat hién hop thoai.

|| Mo Fill |
|! Automatic |
Wi B §F B § BEEN

Moare Fill Colors...

Fill EFfects. ..

+ Chon muc Fill Effects 1am xuét hién cta sé Fill Effects

Fill Effects

Gradient | Texkure | Pattern I Pickure |

Pl

—Colors
Color 1
= Cancel
e | -
£+ Two colors Preview
Color 2;
" Preset
[ —
—Shading stvles———— ~Mariants
" Horizontal
™ Yertical
" Diagonal up

" Diagonal down Sample:

(8 From corner

(8 From cenker

Trong trang Gradient c6 thé chon lua cac cach hoa mau: One Color, Two Colors, Preset. Phan
Shading Styles cho phép chon lya cac kiéu dang hoa mau. BAm chon mau mau trong phan
Variants va chon Preview dé xem truéc mau mau duoc ap dung cho ddi tuong Text Box. Cudi
cuing bdm chon OK néu dong y ap dung, bam nat Cancel dé huy bo nhitng thao tac da lam.

6.3.4 Chén thém chir nghé thuat

+ B&4m chon nat WordArt trén thanh cong cu Drawing lam xuét hién hop thoai tao chit
ngh¢ thuat.
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Select a Wordark skyle:

- T W
Wordart yordA"® wordar, [Wordart Woraart |
Wil (Word Art [Wordaet o722+ (Wordter | 5 2

w wardart | -WordArt (WOrdArt| ¢

+ Bam chon mau soan chir 1am xuat hién cira s6 nhap ndi dung:

Edit Wordart Text 2 x|
Fonk:

Sizes
|r mBiodonit === = ll il

Text:

CAC NOI DUNG
CO BA

K | Caniel |

Chon phdng chix thich hop dé gd noi dung (chon phong TCVN3 dé gd noi dung tiéng Viét).

+ St dung thanh cong cu WordArt dé chinh stra ndi dung

 WordArt E

chinh stra
noi dung

Tién ich Tién ich Hién thi day T
UNDO REDO Tao trang du hay thu Hién thi tang/ giam
moi gon phén noi dinh dang do 16n

dung chir Viét khung nhin
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6.4.1 Pinh dang vé chir va nén

Nt khoi NUt dua ,Vﬁo hOElC xoa Nt téng
Nut sao chép phuc trang b(‘S cac dau gach dau giam, c& chit
dinh dang thai cii dong

DEHE &V

‘TimesNEMRﬂman I

i %E@‘ﬂhm

3

.’5@54’;‘% T B'

il
-
2
'

amnon Tasks =

Céc nat thay doi
dang chir

bong chir

Luu y: Céc thay ddi dinh dang (phdng chir, mau nén...) chi c6 tac dung trén di twong van
bang dugc chon cua trang hién thoi, khdng anh hudng toi cac Slide khac.

6.4.2 Thay d6i phdng chip, c& chir, kiéu chip:

[€] Microsoft PowerPoint - [Presentationl]
J File Edit Miew Insert Format Tools Slid

DEa 8y | 2|y

JTimes Mew Ru:uman/ 24 X B 5 U
Kﬂl'chwvéo day
de doi phong /* ("ich vao day
chir khac dé thay déi c&
chir
Foat 20 x]
Fonk: Font style: Sze: oK
ITimcs New Roman I Reguar [32
p PCW-Times

Tp Symbol
T Tahoma
E Times

Effects
[ Undetline ™ Suparscript |_ "I
[~ shadow offsst: [ =% W Auvtomarc ]

This i & TrueType font.

ove Colors...
This same fork wil be used on both your printe o
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6.4.3 Thay dbi kiéu danh sé hodc gach dau dong

[€] Microsoft PowerPoint - [Presentationi]

|E] File Edit Wiew Insert | Format Iools Slide Show  wind

DEeES| S v A .
=)

Chon

Bullets and Numbering

| Eulleks and Mumbering. ..
Line Spacing. ..
Replace Fonts., ..

Sgl Master Lasyouk, ..

lide —olar Scherne

Bullets and Numbering d B4
Bulleted | pumbered
. o =
Hone * ° -
- o [
a < > '
O < » v
O < » v
Size: IIDD E %o of text  Color: I_ 'l Picture. .. | Character, .. |
el |

7. Chén anh vao trang

7.1 Chén anh tw Clipart

Clipart 12 bo suu tap anh phan loai theo cha d&, ¢6 san trong Microsoft Powerpoint.

Pé cheén anh tir Clipart, 1am nhu sau:

J.Fﬂe Edi Yiew

1. Kich chon
Insert

2. Kich chon
Picture

ek Bo

Miwirs and Sannrs

}

Insert Format Tools Slide Show

3. Kich ch(_)n
Clipart

Window H

'@ From Fle. .

-

P-16
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— ({e
Favorites Academic Animalz
rders & Frames Buildings Business

5. Kigh chon
anh can chén

6. Kich chon nit
Insert clip dé keét
thac viéc chén anh




7.2 Chén anh tr tép da co san trén thw muc
Néu da cd mot tép anh trén dia thi c6 thé chén anh d6 vao trang.
Céch thuc hién:

+ Vao thanh Iénh Insert, chon Picture --> From File.

Yiew | Insert Formab Tools Slide Show ‘Window Help
‘ E'#EI NewSids... Cbl 1 v cu - | i
i

T—
I

Slide Murnbey ‘ = =

Date and Time. .. _

Text Box E From File. .,

+ Chon tép can chén trong thu muc trén may. Bam chon Insert dé két thic.

Insert Picture i |
Look i I[:l MMy Pictures '\j - | & X ~ Tools -
ﬁ Chon tép can Kich chon
o chen thu muc
chura tép
Favorites
ﬁ File name: I j Insert vI
Files of type: |All Pickures (*.emf;* winf;* jpg;*. jpegy* I+ jpes*.pno; = | Cancel |

7.3 Chén hinh anh tt» muc AutoShape

Trén thanh c()nvg cu Drawing c6 h trg sin cac doi tuong hinh co ban nhu: hinh chtr nhat, hinh
Elip, duong thang,.. Ngoai ra thu vién cac hinh khéc rat phong pha dugc cung cap trong muc
AutoShapes.

,;“&T Lines k

E Conneckors k

E;‘ Basic Shapes L3

% Block Arrows J

Sn Elowichart 3 Et} <::I ﬁ‘ {L’
%3 Skars and Banmers {:::} i:t "%" AL,
%ﬁ Callouts » [|:'.' @ J 7
| Action Buttans L A B S
ﬁ More AuktoShapes.., "Et} Z::} B,
Autoshapes = ™ s [] B {:'J'] ﬁ g
1= 10 of 10 ':D:' f‘;‘ i‘:} e
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Thao tac chén mii tén

+ Chon hinh mdi tén sang phai trong nhém céc hinh Block Arrows

mili tén sang phai

+ Kich n(t chudt phai vao miii tén va chon muc Add Text dé chén thém dong chit nhu hinh
minh hoa.

Ngoai ra c6 thé chén hinh chit nhat, hinh Elip, duong thang theo cac ndt san c6 trén thanh
cong cu Drawing.

JD[aw-r % G,

AutoShapes = ™ \DD‘E‘GLTE'j'i'EEE.ﬂT

7.4 Thay d6i cac dinh dang nén
C6 thé 1am thay doi mau hoic kiéu hoa van trang tri nén cua cac trang va cac dbi tuong co
mat trén trang nhu sau:

[&] Microsoft PowerPoint - [Presentation6]

|E] File Edit wiew Insert | Format Tools Slide Show Wind

O E’;g|§ﬂ A Fort...

= Bullets and Mumbering. ..
J Times Mew Rorman = E

Muc Format trén
thanh Menu

Line Spacing. .. Chon muc

Background

Replace Fonts. ..

) Master Layout, ..

Slide Colar Scheme. ..

Apply Design Template. .

%’ Placeholder...

w
"

« Thay doi mau nén:

' Nut Apply dé

~Background fill 1 anply ko Al | hoan tat viéc

thay doi
Title of Slide Apply | T\
= Bullet kext
Cancel
2l =
|

p| Kich ~vao
—1 day de thay

I d6i nau nén
L : .
r IE] Automatic | e
—OmEERECOED

Chon ngay cic mau dang hién thi
CNENLN J/hay dé chon thém mau nén ¢ day

Fill Effects. .. |
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Thay déi mau sdc va hoa van:

| =T
[ Sukomakic | A
Kic vao
= § N 8 =) f= Giy dé thay
=l R Iml | d@)ihoavén

nén

Maore Calors. ..
Fill EFFects. ..

Kich vao thé Texture hodc
Pattern dé chon céc hoa
van nén

Fill Effecks

21k I

—Colors

Cancel
" one color

= Two colors KiCh VéO thé
i Preset Gradient dé Ch()n
cach t6 mau nén

Chon nit OK

—Shading styles———— Marianks——————————————— . R .,
" Horigontal dé hoan 5 tat
£ Mertical viée thay doi
" Diagonal up
" Diagonal down E: SemEles
L From corner
" From kitle

7.5 M6t sé thao tac déi véi anh

Nhom (group) cac déi tweng hinh dnh: bam chon cac doi twong, kich nit phai chugt dé
xuat hién hop lya chon. Chon muc Group dé nhom cac déi twong thanh mot ddi tuong.
Chon Ungroup dé pha bo nhoém da tao. Viéc nhom cac doi twong anh rat can thiét khi
muén thao tac dong thoi trén nhiéu dbi tuong hinh anh.

AT -
5ip|

Crder » LIngraup

ﬁ' Regroup

Set Autoshape Defaulks
E'g% Cuskom Animation. ..

Thay déi kich thudc ciia dnh sau khi chén: kich chon anh, dinh vi chuét vao cac nat diéu
khién kich thudc anh, nhan & gitr phim chudt tréi, roi kéo ré chudt theo cac hudng sao cho
dat duoc kich thugc mong mudn (kéo ré chudt vao phia trong anh sé thu nho anh, kéo ré
chuét ra phia ngoai sé phdong to anh)
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cac nit diéu
khién kich thudc
anh

« Dich chuyén dnh: kich chon ddi twong anh, dinh vi chudt vao trong anh, nhan & gii phim
chuot trai, roi kéo ré dén vi tri mong muon.

« X0 dnh: kich chon déi teong hinh anh, 4n phim Delete.

« Sa0 chép/cat dan dnh: chon dbi tuong hinh. Sau d6 thao téc voi nit COPY (hay Ctrl+C).
Thuc hién dan hinh anh bang nat PASTE (hay Ctrl-V).

e Bt thujc tinh cho dnh: Hinh anh c6 thé dat trén / hodc dudi van ban bang cach dit thuc
tinh: Bring to Front, Send to Back,...

Grouping 3 I

Order g Ering ko Fronk

Set AutoShape Defaulks @ Send bo Back
fa% Custom Animation. .. Lh Ering Forward
% Action Setkings... [y send Backward
% Format Placehalder. ..
% Hypetlink. ..

8. Chén bang biéu vao trang

8.1 Céch chén bang biéu
Chon Insert -> Table trén thanh Iénh. Trong hop Insert Table chon sé cot va dong.

1. Pién sb Insert Table 2] x|
cot vao da
i Y Mumber of calumns:
— B 3
2. bién s Cancel |
hang vao day Mumber af pows:
B =

8.2 Soan thao bang
»  Kich chudt vao céc 6 can soan thao, gb van ban

3. Kicnh
OK @é
két thuc

o De thay doi kich thudc cac hang, cot: dinh vi chuot vao cac dudong bién roi kich va giit
phim chudt trai, ré chudt sang tréi, phai, I&én trén xuong dudi cho dén khi dat duoc kich
thudc mong muon

»  Déthém maot hang: kich chudt phai vao vi tri hang can thém, chon Insert Rows

»  Dé x0a mot hang: boi den hang can xo4, kich chudt phai 1én viing bdi den, chon Delete
Rows
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»  Déthém 1 cot: bdi den 1 cot tai vi tri can chén, kich chudt phai vao viing bdi den, chon
Insert Columns

»  Dé x0a mot cot: bdi den cot can xda, kich chudt phai 18n ving bdi den, chon Delete
Columns

»  X04 dit liéu trong bang: bdi den phan dit liéu can xo4, n phim Delete

»  Dé& nhap mot s6 6 thanh mot 6: bdi den cac 6 can nhap, kich chudt phai vao vung boi
den, chon Merge Cells

»  Dé phan tach 1 6 thanh 2 &:
Mg thanh cdng cu Tables & Borders: chon View -> Toolbars -> Tables & Borders
Chon 6 can phan tach, bam nat Split Cell trén thanh cong cu

+ Tables and Borders ]
B e — I Nl 2 <
Table -

===
E\mt Merge Cell i ﬁ\lﬂt Split Cell j

s  Céac nut chirc nang khac cua thanh cong cu Tables & Borders:

5. Nut dung
thay d6i mau
cua duong bién

6. NUt dung chi dinh
v& hay khong vé&
mdt s duong bién

8. Nut dung nhap
cac0thanh 16

= Tables and Borders

o —— e Y Ora-

1. Nat dung ) [2- Nt dung
ké cac X04 Cac
duong bién ||duong bién

3. NL'JtAd'l‘Jr!g 4. Nut dung thay
thay doi .lfleu doi do day cua
duong bién duong bién

9. Ba nit can 1& trén,
can gilta, can 1€ dudi
van ban trong 6

»  Dé x04 toan bo bang: Chon bang sau d6 bam vao nat CUT.

o De dich chuyén toan bo bang c6 thé sir dung chudt bam chon duong bién ciia bang va
kéo dén vi tri mai.
»  Dé thay doi kich thudc caa bang: kich chuét trai vao bang, tim nat diéu khién kich

thudc xuat hién trén cac duong bién ngoai cung. Diéu khién cac nat dé dat duoc kich
thudgc mong muon.

8.3 Swrdung thanh céng cu Tables and Boders

bé hién thi thanh cdng cu, vao thanh 1énh View, chon Toolbars--> Tables and Borders. Viéc
che dau thanh cong cu ciing dugc thuc hién tuong tu.

- TablesandBorders B
Jo|l —— -1 ~L|E-D-

i il = |

Table -
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9. Chén dé thi vao trang

9.1 Chén dé thj

»  Kich chon nat Insert Chart trén thanh céng cu chuan (hoic chon Insert -> Chart trén
thanh menu)

J Eile|§u:|it Yiews Insert Format Tools Slide Show  Window ﬂelp|

DEEa &V :=ad - @@FO

Nut Insert Chart

» Do thi va bang sé liéu mic dinh twong tng hién ra. Co thé sira cac sé liéu trén bang s6
liéu mac dinh bang cach kich chuot vao céc 6 so liéu cua bang va gd so liéu mai. Bo
thi sé thay doi twong rng theo cac so liéu mai.

9.2 Chinh stra dé thij
« CA&c phdn tir ciia dé thi:

L area

16. Tick
Mark Label

I

’\-\\'\’-‘\’\'\'\i.\\

15. Floor 7. X Axis 6. Major 5. Minor
Title Tick Mark Tick Mark

1. Chart Area: Viing nén ngoai cting ciia do thi. Thong thuong viing ny dugc
dung dé chua tiéu de (Chart Title) & chu thich (Legen) caa do thi.

2. Chart Title: Tiéu dé caa do thi.
Legen: Chu thich caa db thi.

4. Data Series: Biéu dién cac hang muc dit liéu chu yéu trong do thi, vi du trong
dd thi trén I cac cot. S6 cac hang muc (Data Series) bang sb cac cot khac mau
duoc ghi trong phan cha thich caa do thi, vi du trong d6 thi trén sé céc Data
Series 1a 3 bao gdbm: Toan, Ly, Hoa.

5. Minor Tick Mark: Cac vach chia chinh trén truc toa do.
6. Major Tick Mark: C&c vach chia phu trén truc toa do.
7. X Axis Title: Tiéu dé cua truc X.
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10.

11.
12.
13.
14.

15.
16.

X Axis: Truc X.

Plot Area: Viing nén dé vé do thi chira cac phan tir chinh ciia do thi nhu: Tiéu
dé cac truc toa do, cac truc toa do, do thi, ludi ...

Gridline: Ludi qé thi, 1a nhitng duong song song vai céc truc toa do giup
nguoi xem dé hiéu hon. Cé 2 loai duong ludi: duong ludi chinh va duong ludi
phu.

Z AXis: Truc Z hay con goi la truc gia tri.
Z Axis Title: Tiéu dé cua truc Z.
Wall: Nén luéi d6 thi.

Data Label: Phan nhan cua di liéu, duoc biéu hién trén do thi bang cac chi sé
gia tri trén cac cot.

Floor: Phan nén chan va mat bén caa do thi 3 chiéu.

Tick Mark Label: Nhan dit liéu ghi trén truc X, thong thuong la cac nhan cot
trong bang dir liéu cua do thi.

Thay doi kich thwéc ciia d@6 thi, dich chuyén do thi: kich don chudt trai vao do thi dé
chon @6 thi, sau dé lam cac budc twong tu nhu doi véi anh.

Thay doi kiéu dé thi: Microsoft Powerpoint cung cip rat nhiéu cac kiéu do thi khac nhau.
Va&i moi kiéu lai cd mot so6 cac kiéu con tuong wng vai nd. Bé thay doi kiéu do thi, lam

nhu sau:

»  Kich dap chudt tréi trén db thi dé chuyén sang trang thai soan thao db thi.

»  Kich don chudt phai Ién ving Chart Area hoac Plot Area, chon Chart Type

Format Chart Area. ..

Zhart Tvpe. ..

Chart Cpkions. ..

a-0 Wiew, .,
1 Datasheet

Clear

»  Trong cira so chon kiéu do thi 1am nhu sau:
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1. Chon thé
Standard
Types

2. V’Ch(_)‘n
kiéu do thi
mai

Chark Type

Chart tvpe:

e WY (Scatker)
|l ~r==

& Doughnut

@r Radar
@l Surface

@ EBubble
lha Stock

—opkions

Standard Twpes I Cusktom Twpes I

iZhart sub-tvpe:

il

3. Chon kiéu
do6 thi con

I apply ko selection
[T Default Formatking

Clustered column with a 3-D visual effect.

4. Chon OK

d8 Kkét thuc |

Wisw Sample

@I Set as default chark I V ok I Cancel I

Duwra vao tidu dé da thi, tiéu dé cho céc truc toa dé:

»  Chuyén db thi sang trang théi soan thao bang cach kich ddp chuét vao db thi.

»  Kich don chuot phai vao vung Chart Area hoac Plot Area, chon Chart Option. Thuc
hién cac budc nhu hinh minh hoa:

1. Chon thé
Titles

3. G6
tibu dé
truc X
vao day

Chart Options

Chart title:

[th ng Vao

Series (Y axis:
value (2) axis:
|§iém &

4. GO tiéu dé
truc Z vao day

MI Axes I Gridlines I Legend I Data Labels I Daka Tablel

e R
|54 the ®idm 5&‘ 2169 tiéu
Category (X)) axis: dé do thi

2] x|

day

5. Nhin nat OK
dé két thuc

4 I Cancel
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Hién thi hodgc che ddu cac dwong lwéi dé thi:

Chart Options il

Iudi chinh
truc X

Cateqory (X)) axis
v Major gridines
v Minor gridlines

1. Chon the |-
Gridline [

4. Kich vao
day dé hién
cac duong
luoi chinh
truc Z

3. Kich vao day
| @€ hién cac duong
lu6i phu truc X
O R S S ol
[ Minar gridlines | iy — — B

5. Kich vao day
dé hién céc
duong ludiphu
truc Z

W 2-D walls and gridlines

Kkét thiic

@l T K, I Cancel |

o Luu y: d6i véi cac hop kiém tra, néu da c6 dau kiém tra, vi dy ™ Mineraridines ¢4 nghta
Ia s& hién thi phan tir dugc chon (duong ludi phu). Néu kich chuot 1 lan nira, dau kiem

nes

tra s bién mat: tc 1a khdng hién thi phan tir duoc chon nira.

Hién thi hogc khdng hién thi cha thich do th:

2. Kich vao
day dé hién
hoac xo0a
cha thich

¥ show legend

Placement
() Eottom
() Carner
" Top
£~ Right
£ Left

3. Kich chon vi tri cho chi :
thich: b e

- Bottom: phia du¢i dd thi |t S hortond SSHEN

Corner: goc trén bén phai ﬁ Jrteenn:
- Top:phiatréndothi —  MECESEELIS : DHOE )
Right: bén phai db thi
- Left: bén trai do thi

] \_ o | coned |
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o Dwavao cac nhan di ligu (Data label):

Chart Options

Data labels e b
 None B I i
% Show value | 1. chon thé :
™ shixwpercent Data Labels
" Show

2. Chon nut

= Show I-al:u
Show value

€ show bub

[T Legend key next ko label

o)

o X0& cac phdn tir khdng cdn thiét ciia do thi: kich don chudt phai vao phan tir do thi
muon X04, chon Clear.

o Thay déi vi tri ciia 1 phdn ti¢ 6 thi: Kich chuét trai vao phan tu, gitt & kéo ré chudt dén
vi tri mai. Cac phan tir sau c6 thé thay doi duoc vi tri: tiéu de, chd thich, nhdn di liéu, Plot
Area.

« PONg va mé bdng sé ligu twong g véi do thi:
»  Md bang sb liéu: kich chuot phai vao ving Plot Area hoic Chart Area, chon Datasheet.
»  Doéng bang sb liéu:

X
A B C D /| E =
Thang 1 Thang 2 Thang 3 /
I_ad[Toan 10 ) 71[ Kich chuot
2 adiLv 5 (1 7|l vao day de
3 aflHoa 8 8 g dong bang
4 (\_s0 liéu ) -
1| | Ll |-

« Dinh dang cho cac phdn tir ciia do thi: Khi d6 thi dang & ché d6 soan thao (kich dup vao
b thi dé chuyén sang ché d6 soan thao), kich dp vao 1 phan tir can lam dinh dang (chang
han Plot Area). Cira s6 dinh dang cho phan tir d6 c6 céc thé dinh dang nhu: Font dé thay
dbi kiéu font chix, Pattern dé thay d6i mau vién, hoa van nén, mau nén, Alignment dé thay
ddi hudng chit... Sau day 1a mot sé kiéu dinh dang:

P-26



Format Chart Title el b

| Alignment I
For

3. Chon dang chi
1. Chon

thé Font

T .¥narabiaH

T . ¥ndrial

T . vndrial Marrow
Mndrial BarrowH

LInderline: Color: Background:
IN:::ne J I Aukormakic 4 I.ﬁ.utumatlc j
fFects FENiE

[ sStrikethrough
I Superscripk
[ subscript

5. Chon
mau chir

¥ auto scale

6. Kich OK
This iz a TrueType Fonk, Th 48 Kkét thac

Waur sCreen.

sed on both wour printer and

(0] 4 I Cancel

Format Chart Title 21 =]

patterns | Font | alignment |

5. Chon mau

1. Chon CBorder - nén
thé Pattern e Aukomatic 2. ‘Ch(.)n kiu |
" Mone vién
£ Cuskom EEEEE
Style: - | IR B R B O B
- 3. Chon NN E 6. Chon
Color: Aukomatic N N e v
mau vién hoa vin
ight: OB O A
4. Chon Al hul nén
o [T SEE
cho vién 3. Chon dé /
p=m— day cho vién E Fill Effacts. .. |
(0] 4 I Cancel I

Thao tac dinh dang nay c6 thé ap dung cho hau hét cac phan tir d6 thi. Riéng cac truc
toa d6 va ludi khdng cé dinh dang vé nén.
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Thay d6i huéng chir:

Formakt Chark Title ?| X|

Patterns I Fank

Text alignment / —Orienkakion

Horizontal; Center - I
Werkical: ICenter = I

TH DA

Chon thé
Alignment
ID E‘ Degress
Kich nat OK
dé két thuc
I
(] I _ancel I

10.Chén so d6 té chipc vao trang

So d6 t6 chirc 1a so do phan cap hinh cay tir trén xuéng dudi. Cac thanh phan cua so do
bao gom: tiéu d¢ cua so do, cac nut so do, duwong noi gitra cac nut, nén so do6. Sau day la mot
vi du mé ta cac thanh phan cua so do:

TIEU PE CUA PO THI

—E—
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10.1 Tao so dd t6 chipc bang céac hinh san c6
Sir dung cac hinh dang duoc hd tro sau:

+ Hinh chir nhat:

+ Hinh Elip:
+ Céc duong thang, dudng miii tén va cac hinh sin c6 trong Autoshapes.

10.2 Tao so d6 t6 chirc bang céng cu tw dong
»  Chon Insert -> Picture -> Organization Chart nhu sau:

[&] Microsoft PowerPoint - [Presentation2]
|E File Edit Wiew | Insert Format Tools Slids

|0 @ E & | Tuewside...  Crisn

J Tirmnes MNew Roman Slide Mumber

Dakte and Time. ..

Texk Box m From File. ..
Mowies and Sounds 3

@ Autoshapes

— Table... =

. | Crganization Chark

% Hypetlink. .. CErlH-k

4 Wordart, ..
%
¥ |

\ b b I - N -
0 M:‘im hinh soan thao so d6 gom 1 so d6 méc dinh (c6 4 nat chia thanh 2 muc) hién ra.
Moi nat ¢ 4 hang cé thé g6 van ban vao nhu sau:

Hang tht nhat
Hang tha 2

Hang thir 3
Hang thir 4

Dé gd van ban vao nit so d, kich chudt vao nit d6 va gé vin ban.

Luwu V: d6i v6i 2 hang dau, néu ban khdng gé van ban vao thi can phai x0a 2 hang
chir mac dinh tuwong (tng néu khéng muén chang hién ra.

10.3 Nhap tiéu dé so do
B6i den dong chir “Chart Title” trén dinh so d6, rdi gd noi dung tiéu dé.



10.4 Chén thém cac nit so’ do
o Trudc khi thuc hién dua thém mot nit vao dé thi can:
Xéc dinh mét nat 1am méc trong trong so do.
Sau d6 xac dinh vi tri twong déi cua nit méi so vai nat 1am méce. C6 5 vi tri twong
doi c6 thé c6: nut muc trén, nut muc dudi, ndt cung mac bén trai, nut cung mac bén
phai, nat trung gian.
»  Thao tac dua thém 1 ndt moi vao so dd nhu sau: kich chudt vao mét nat cong cu
(twong wng vai vi tri twong doi cua nat mai) trén thanh céng cu caa man hinh (xem
hinh sau), sau d6 kich chuot vao nat lam méc trén so do.

Kich vao day dé
dua vao nat cung
e bén tréi

Kich vao day dé
dua vao nut cung
mirc bén phai

Kich vao day
dé dua vao
Ut mirc dudi

Kich vao day
dé dua vao
Ut murc trén

Kich vao day
dé dua vao
Gt trung gian

IT ﬁl Ql Subordinate: | :Co-worker I:D-wcurker:—lzll tanager 3 |.-“-‘-.$sistant:|:|-|| + | /l :-||:||

10.5 Céc thao tac khac
Thao tac chgn:

e Chon 1 nit so d: kich vao nat do.
e Chon mdt nhém céc nat so dd:
Ré chuot v& 1 hinh chit nhat bao tron cac ndt mudn chon.

Néu cdc nit mudn chon khong thé nam trong 1 hinh chir nhat, nhan & gitr phim
Shift, dong thoi kich chudt vao cac nat muon chon.

Chon toan b cac nit so do: bam Ctrl + A.
e Thao tac chon cac dudng néi gitra cac nlt 1am tuong tu nhu vai cac nat

Chon toan b cac duong ndi: kich chuot phai trén phan nén man hinh soan thao
(phan trong khéng cé vé so do), chon Select -> Connecting Lines

Background Color, .. |

all

Seleck Levels, .. Al Assiskants

All Co-Managers
All Managers

All Mon-Managers
Lowest Lewvel

Connecking Lines
EBackground Objects

Xo4 1 nat hogc 1 nhom nut:
o Kich chon nat hozc nhém ndt d6, bAm phim Delete.
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Thay déi kiéu dang se do:
»  CO thé thay dbi kiéu dang caa 1 phan hoic toan bo so dd
»  Thao tac:
+ Chon toan b hoic 1 phan so dd
+ Trén thanh Menu chon Styles, sau d6 kich chon kiéu dang trong danh sach

Thay doi phdng chiz, kiéu chi, kich thuéc chi:
»  Chon céc ndt mudn thay doi
¢ Chon Text -> Font trén thanh Menu
9 Sau do6 lam cac budc nhu trong hinh minh hoa.

Font style: Size:

3. Chon co
chir o day ]

Eockrman Old Stule dé két thic

T Century Gothic

2. Chon kidu r
chir o day

Thay doi mau chi:
»  Chon cac nat mudn thay ddi.
s Chon Text -> Color trén thanh Iénh.
»  Kich dp vao mau mudn chon trong bang mau.

Thay doi mau nén va vién cia nit:
»  Chon cac nat mudn thay doi.
»  Kich chudt phai 1én mét nat.
»  Sau d6 lam theo cac budc sau day:

Cuk

Copy
Paste Boxes

1. Thay dbi
mau nén

2. Thay doi
kieu bong

3. Thay ddi
kiéu vién

4. Thay dbi Shada

mau vién

Border Style
Border Color,.,
Border Line St

5. Thay ddi kiéu
lién nét, dut
uang cua vién

Thay déi dinh dgng ciia cac dwong noi:
»  Chon cac duong néi mudn thay doi
»  Kich chudt phai trén 1 duong néi da chon
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Thay déi mau nén so do:

0

0

0

Kich chuét phai 1én vang nén tréng cua so d6
Chon Background Color
Kich dup vao mau mudn chon trong bang mau dé quay vé man hinh soan thao Slide

Sau khi d4 soan thao hoan chinh so do, d& quay vé& man hinh soan thao Slide, kich vao
ndt dong ctra 56 soan thao so dd Xl (goc trén bén phai cira sd).

Trong hop thoai Microsoft Organization Chart, chon Yes

Microsoft Organization Chark X|
This object has been changed, Do you want to Update Object in Presentation] before
proceeding?

[a] Cancel

Trong man hinh soan thao Slide, so d6 to chiic duoc coi nhu mot ddi tuong do hoa,
cac thao tac dich chuyén, phdng to, thu nho, xoa lam hoan toan tuong tu nhu doi vai 1
buc anh.

Tt man hinh soan thao Slidse, mudn soan thao so dd, chi can kich dap chuét vao so dd

11.Thiét 1ap céac hiéu rng déng (animation)

11.1 Hiéu tng déng cho cac thanh phan

Mot tinh nang dugc nhiéu nguoi ding wa chudng trong céc bai trinh dién caa PowerPoint, 6
la céc trang trinh dién khong chi bao gém cac dong chir dung yén budn té, trai lai ching co
thé “nhay mtia” dudi su diéu khién cua nguoi trinh dién cing véi su phét ra cac am thanh vui
tai, sinh dong. Cu thé hon, ngudi dung cé thé dua vao céc hiéu wng dong sao cho Iic trinh
dién, sau mdi lan nhan phim hay kich chuét, cac thanh phan van ban lan luot hién ra theo
nhiéu kiéu khac nhau: bay ra tir bén tréi, tir bén phai, tir trén xubng, duéi Ién, theo kiéu xoay
tron &c... kém theo nhiéu loai &m thanh.
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Céch thuc hién:

J File Edit Wiew Insert Format Ioolsl

IE=E"EIEE AR ) 7

Chon

T .
J Times Mew Foman - 24 - 1 B RETED MR muc
online Broadcast » Custom
Chon Side Set Up Show. . Animation

Show trén
thanh Menu

| Action Butkons
'ﬁ"_'g Ackion Setkings. ..

Preset Animaktion
=l

Zuskorn Animakion. ..

Slide Transition. ..

chon thanh
phan cua Slide
de tao hi¢u ‘tom Animation

chon xem
trude cac
hiéu tng

2l x|
ERREREEH N Cancel |
Presview |

eck to animate slide objects:

chon thé
Effect

chon kiéu
hiéu tng

chon thudc
Order & Timing ~ EFfects IChart Effacts t’lnh cua hiéu

—Enkry animation and sound — Introduce bext

IStretch j IFru:um [alddaly]

[~ Grouped by Ilst vl

/ level paragraphs

IScreeching Brakes

- After animation A ™ &nimate attached shape
.. chon kiéu &m thanh
IDunt Dirn

™ Inreverse order

N

Custom Animation 2=

Check to animate slide objects:
[V Title 1
W Text 2

ickure Frame 3

atz Cancel

_Breview |

% Presiew
i odno

chon cach hién thi tu
dong hay doi gb
phim/kich niat chuot

Ordler & Timing | Effects | Chart Effects | Multimedia Settings |

Animation order; —atark anim

é- Ptletlz & on mouse click
. Tex

3. Picture frame 3 &+ | " Automatically,

[Mowe I E
4 | seconds after previous

event

thay dbi trinh tu hién
thi
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11.2 Hiéu ng chuyén tiép gilra cac trang
Cac hiéu tng dong ciing c6 thé duoc dua vao dé chuyén tiép gitta cac trang ldc trinh dién.

Céch thuc hién:

+ Chon Slide Show -> Slide Transition trén thanh Menu

Slide Transition

Chon viéc
ap dung
cho Slide
hién tai

apply o

Chon viéc
ap dung

cho tat ca
cac Slide

Chon c4c cach
chuyén Slide

Apply

Bl e

Zancel

Chon céc hiéu ung
vé am thanh

€ Slow ) Medium, * Fast
— 4

Chon tbc do chuyén \,_ — \
Slide:

~hAd ——— Sound
Slow - cham, vancs . @ \ /
Medium - vira, v on mouse dlick I[N,:, Sound] 1% j
Fest - nhanh r P-I—thcumatically EFE I Loop untillnesxt sound

12.Tao ndi dung chan trang (footer)

Microsoft Powerpoint cho phép nguoi dung c6 thé dua vao cudi mdi Slide cac thong tin nhu:
so hiéu Slide, ngay thang tao 1ap Slide, va tiéu de chan trang (footer). Tiéu de chan trang la
mot doan van ban ngan bat ky, thong thuong la cac thong tin ve ca nhan nguoi tao lap hoac
trinh dien Slide, chang han nhu ho tén, co quan ...
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Céch thuc hién:
Chon View -> Header and Footer trén thanh Menu, sau d6 lam cac buéc nhu hinh vé sau:

21|

Shde l Notes and Handouts |

Include on slide Apply to All
[V Date and time

(¢ Update automatically Apply q ;
|9/s/2001 ~] Cancel - Kich .
Lanauage! Calendar fyps Apply de
English (1,5, ~| [Western = ap dung
= L R = cho Slide
chon muc nay > hién thoi

Preview
néu khoéng mudn |
s higu  Slide
trén trang tiéu dé

v slide number
vV Footer
| Trinh Thanh Ha

Don't show on title slide

noi nhap tiéu dé chan
trang

13. Str dung Slide Master ~— _

Slide Master la cong cu cho phép tao dinh dang chung cho toan b cac trang trinh dién. Céc
dinh dang trén Slide Master phai dugc phan tich va tinh toan can than trude khi thuc hién.

J Fil= Edit | ¥iews Insert Formak Tools Sl :
p/ | rormal

y Slide Sorter

&3 slide show F5

Master

Fo Black and white Title Master

Handout Mastsr] 3. Chon Slide Master
Toolbars 3
Mokes Masker
Ruler

Guides

Header and Footer. ..

Zoom...

£«
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Slide Master hién thi nhu sau:

[&] Microsoft PowerPoint - [Presentationl] - |I:I|5|
J File Edit Wiew Insert Format Tools Slide Show window  Help ietkeyi0Z, 1 -Iﬁ’lﬂ

DE28¥| 4" a~@'|nvnv|@@==a|e,ﬁm @ 2
JTahnma - 24 |B = H_

s ; Title &rea For Aokolayouts
Tiéu dé chinh ;Cllck to edit Master title style

in Click to edit Master text styles

« Second level

= Third lewel
FouiLn el

Céc tiéu dé murc . RO el
nho hon :

1i— =—

I— —

G T M|

Slide Master | Blends |

Nén thuc hién nhirng cong viéc sau trén Slide Master:
(1) Chén mét dong chix, hinh anh can duoc xuét hién trén tat ca cac trang.

(2) Thay ddi phong chit, d6 I6n chix trén cac khuén dang van ban.

14. Tao cac nut hanh déng (Action Button)
¢ NGt hanh dong 1a nit ma khi duoc bam thi s& kich hoat mét hanh dong nao do, ching
han nhu chuyen con tré ve dau bai trinh dién, vé cuoi bai trinh dién, chay mot tép trinh
dien khac... Sau day la cach dé dua vao trang hién tai mot nut hanh dong, c6 tac dung
kich hoat m¢ mot tép trinh dién khéc:

|E] Fle Edit Wiew Insert Format Tools | Shde Show Window Help | Vietkey(02. 1

D& &8y i ap EiewShn:lw s Dpm o=
: ) Rehearse Timings T—
J Times Mew Raoman - 24 - 1 Chon 1 ndit

2nline Eroadcast »

[ ChonslideShow ] SetUpSha..

ﬂh dction Settings. ..
Preset gnimation 3 ﬂ H
e'% Cuskom Animatior. .. E E

Slide Transition. ..

tac dong

Chon Action Button
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¢ Kho khan
* Thuan lo1

Tong ket cuoi nam

Action Setktings

Mouse Click | Mouse Ower I
— Action on click
" pMone
& Hyperlink ko:

21|

Kich vao day dé mo danh sach cac
hanh dong cé thé gan cho nit

Mexk Slide

¢~ (Mext Slide

Prewvious Slide

First slide

Last Slide

" |Last slide viewed

End Shaows

Custom Show, .
Slide...

~ LIEL.,..

ioEher PowerPoint Presentatiorn. ..

Okher File. ..

Chon hanh dong lién két
dén mot file trinh dién
khac d@é gan cho nat

[~ Play sound:

Chon OK dé hoan
tat viéc gan hanh

N2

2
Kich vio day d&
= i ich vao day dé

dwa vao hiéu

déng cho nat

ung am thanh
cho nat

=
Ok I

Hyperlink to Other PowerPoint Presentation

=

=2 ¢'|®X|ﬁvmo|_sv

2=

noi chon thu muc
chira tép lién két

noi chon tép
lién két

File name: I - I

Files of bype: IAII PowerPoint Presentations (*.ppt,‘*.pps,‘*.pot,‘*.htm,‘*.ILI

= oK

Cancel |
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»  Néu mudn dua vao ndt mot dong chir 1am nhén cho nat, vi du nhu “OK”, “Chuyén”...
lam nhu sau:

Kich chudt phai Ién nut.
Kich chon Edit Text.
G0 vao dong nhén cho nat.

Sau khi gb xong, kich chuét ra viing Slide bén ngoai nit dé két thic viéc gb nhan
nat.

15. Tao céac siéu lién két (Hyperlink)
»  Dé dua vao maot siéu moc ndi dén mot trang Web khac, chon Insert -> Hyper Link
trén thanh Menu

»  Trong cira so Insert Hyperlink lan luot dién cac tham sé sau:

Insert Hyperlink ed

Lirk. ko Text ko display: IOnlinE Clip ﬂrmcreenﬂg. a0 |
1.Govanban [————

Type the File or Web page name; ] hién thi cta
Ihttp:,l',l'dgl.micmsaft.cumll'

Hyperlink

EEIERE O select From lisk: fwse For:
ate e "
= Recent File.... |
é‘l Files

http:jj172.16.0.40
http: fimail, wahoo, com;
Browsed  [hbkp: /e, gooagle. comn
Pages JLocal Disk (D)

JLocal Disk {C:)
Inserted 131% Floppy (A

; httpsffval. vnn.vn
L htkp: f feal wenn.vny ﬂ Bookmark., .. |
3. Kich OK d¢
két thic

Yeb Page. ..

2. GO dia chi
trang Web
moéc ndi dén

Place in This
Cracument

E-mail Address

Cancel |

»  Céc thao tac dinh dang chir cua Hyperlink l1am tuong ty nhu di véi chi.

»  Néu mudn stra d6i cac tham sb ddi véi Hyperlink, kich chudt vao Hyperlink, sau d6
Iap lai cac thao tac hai buéc dau.

16. Thwc hién in an

Truge khi in, nguoi ding can thay doi cac thong sé cua trang in nhu: hudng in, kich thugc
trang in ... néu khong muon dung cac théng so mac dinh.
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16.1 Thay déi cac théng sé trang in

Cac budc thuc hién nhu sau:

Page Setup

& Print. ..

Slides sized For;

44 Paper (210297 mm)

—Crrienkakion
—3Slides

Chon
File -> Page Setup

Page Setup.

Chon hudng in
theo chiéu doc

21|

Ik

Width: Chon kiéu A
= Chon hudng in
ry { ] ¥ <
IEE' =] cm / LT theo chiéu dqc
- Chon Ve cho khi in kiéu
Height: _ huréng in tes, handouts Handout
|18 =1 cm theo chiéu b (* Porkrai
orkrait
ngang khi -
Mumnber slides From: |in ting " Landscape
= Slide
= Y,
16.2 In theo trang trinh dién
s Chon File -> Print trén thanh Menu
»  Sau d6 lam cac budc nhu sau:
|
— Prinker

ChOH in Marme: |606HP LI wl

tét Cé Cé'c ?:fzt::S: IHdFI'BLaser:let ChOl’l in Sllde

Slide where: Room&06Pr hlél’l thoi - -

Comment: I Print ta file

:Print range

i« all

Bam chon muc
Pure blqck and
white dé inra

" Slides:

1,3,5-12

£ Custom Show: I

Chon

© Current slide )

\__

A —Copies ————————————
A . . Mumber of copies:
lan in lap =

— |t

CH

Enter slide nuw
Chon in tur

ban gdc chi c6

Print what:

Slide nao dén

mau den&tring

Mokes Pages
Dukline Wiews

-

Slide nao

W Grayscale

I scale ko fit paper

¥ Collate

' € Yerkical

[fe] -]
[lfe] o

I Pure black and white

I Include animations

I Frame slides
I Brint hiddemn slides
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16.3 In theo kiéu Handout
C4c thao tac gidng nhu in mét Slide trén mot trang, ngoai trir cac thao tac sau:

2l x|
—Prinker
Mame: |606HP ;I Broperties |
Skatus: Idle
Type: HP LaserJek 5000 Series PS
Where: Room&d&Prinker
Comment: [ Print to File
—Prink range Zopies
o« Al © Current slide € Selection Murnber of copies:
|1 =
| Cuskom Shows I ;I 3
4m chon © shid 2 !1
P 2. Chon s0
muyc Fure Erter sijf Handout Hor slide rang Slide in trén
black and 1,3,5-1 M cCollate
R 1 tran
white dé in L 9 -/
5 A Print whak Handouts
ra ban goc \
chi ¢6 mau Handout// =1 | siides per page: [e =] Y|
. Slides / ]|
den&trang Order: € Horizonkal 0 Wertical =l
Mokes Pages
Cutline Wiews
v Gravscale [ Scale to fit paper
™ Pure black and white v Frame slides
[T Include animations [T Print hidden slides Ok I Cancel I

17.Trinh dién két qua

17.1 Thao tac vé&i trang trinh dién

Pé trinh dién can hay chon khung nhin Slide Show, thao tac nhanh bang phim F5:

Microsoft PowerPoinkt - [Presentations] — 1Ol =]
File Edit WYiew Insert Format Tools Slide Show wWindow Help
Wietkey Oz, 1 e =]

IDEeEHS (S| f |- o
JTimes Mews Roman

1 E

Kich ndt nay dé
chuyén sang khung
nhin Slide Show

EBEE=EOSE S| Ml o oo ot
[ Slide 1 af 1 [ Defaulk Design [

il

Cach trinh dién nhu sau: Trong khung nhin Slide Show, cac trang trinh dién dugc phong to
chiém hét dién tich man chiéu. Mdi thoi diém chi 1 trang duoc thuc hién.
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Dé dich chuyén tién lui gitra c4c trang, nguoi trinh dién dung 1 s nat bdm hoac kich chudt:
+ Tién: kich chudt hozc bam phim N hoac phim PgUp.
+ L0i: bAm phim P hoac phim PgDn.
+ Dung trinh dién: bam phim Esc.
+ Dich chuyén dén 1 Slide bt ky:

- Kich chugt phi tai vi tri bat ky cua man hinh dang trinh dién Iam xuét hién hop chon.
Chon muc Go -> Slide Navigator, sau d6 chon Slide can chuyéen dén roi kich nut Go

To.
E 21l
il Slides -
Cancel |

Slide kitles:

1. Email & Applications
Z. Th ®ion kb vy @ng ddng

3, MEi duni

—Last slide viewed

+ Thao tac nhanh bang cach: bim s trang va bam phim ENTER. Day la cach thudng duoc
sur dung va c6 hiéu qua cao.

17.2 Str dung but vé khi trinh dién
Microsoft Powerpoint hé trg san cong cu bt v& khi trinh dién gidp nguai trinh dién gach chan
nhirng cau can thiet.

Céch thuc hién:

+ Khi dang ¢ khung Slide Show, kich m]t,chu@t phai 1am xuét hién hop thoqi va chon muc
Pointer Options --> Pen. Con tro chudt bién doi thanh dang but cho phép viét, vé Ién trang
trinh dién.

Meeting Minder...
Speaker Motes
Paointer Options » [7 Automatic
Screen » Hidden
Arrow
2 [EE )
End Show —_—
Pen Color »
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+ Viéc x6a bo cac dau bat da viét, vé don gian nhu sau:

Mext
Previous
Go »

Meeting Minder...
Speaker Notes

Pointer Options 14

Black Screen

Help
End Show

+ Mudn con tré chudt trd vé trang thai binh thuong chi can chon Pointer Options -->
Automatic

17.3 Trinh dién trang tw déng
Céch thuc hién:

+ VAo thyc don Iénh Slide Show -> chon Setup Show lam xuét hién hop chon lya.

+ Bat lya chon vao muc: Loop continuosly until 'Esc’

2l

—Show tvpe —Slides

¥ Presented by a speaker (Full screen) gl

" Browsed by an individual {window) " From: I E To I E

™ Browsed at a kiosk {Full screen) T i S

¥ Loop continuoushy until 'Esc’ I ﬂ

I~ Sh

[ Show without animation - Advance slides

[T Show scrollbar " Manualty

i+ Idsing timings, iF present

Pen color: Shiows o

|_j |PrimaryMonitor j Projectorﬂizard...l Ok I Cancel |

+ Va0 thuc don Iénh Slide Show -> chon Siled Transition 1am xuat hién hop chon lya.

+ Thiét I’ap muc Effect theo s& thl’cr] vé} chon muc Automatically After vagi thoi gian thich
hop. Nhan chon muc Apply to All dé keét thuc.

2l x|
Apply to Al |
Apply
|Dissolve ﬂ
* Slow Medium " Fast
—advance Sound
I onmouse click [Ma Saund] -
¥ putomaticaly sfter ™| Loop until next sound
mE 3
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