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PHAN 1: ? ‘
TAO MQT BAN TRINH BAY

Phan nay s& huéng dan cac ban cach:
- Tao mét ban trinh bay bang PowerPoint.
- Thém slide m&i vao ban trinh bay.
- Chen hinh anh vao slide.
- Dinh dang van ban.
- DPinh dang hinh anh.
- Xem lai mot ban trinh bay sau khi da hoan tat.

I. Tao mdt ban trinh bay

1. Trén thanh Taskbar, nhép nut

r//

2. Xuét hién mot menu dé chon, nhap chudt vao All Programs, Microsoft Office, sau
do6 chon Microsoft PowerPoint 2003.
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II. Cach tao no1 dung 1 slide

1. Trén mot slide trong, nhip chudt vao dong chir: “Click to add title”
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Click to add subtitle

2. G0 vao dong chii: “Let’s go to the Movies!”
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3. Sau d6 nhip vao dong chit “Click to add subtitle”

Let's Go to the Movies!
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4. GO vao “Lights! Camera! Action”



Let's Go to the Movies!
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Nhip vao khoang tréng bén ngoai dé bo chon né.

Let's Go to the Movies!

ghts! Cameral Action!
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Slide s& trong nhu thé nay:



Let's Go to the Movies!

Lights! Cameral Action!

[II. Luu mot ban trinh bay

1. Trén thanh cong cy, nhép chudt vao biéu tuong IEI
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B2 Microsoft PowerPoint - [Presentation1 ]
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Let's Go to the Moviesl!

Lights! Cameral Action!

Luu y: Mot vai biéu tuong co thé khong xuat hién trén thanh cong cy, do dé dé co
thé xem tat ca cac biéu tugng thi phai nhap vao miii t€n bén phai cua thanh cong cuy, roi
chon “Show buttons on two rows”.
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3. Khi ctra s6 New Folder xuit hién thi gb “PowerPoint Practice Files” vao hop
Name.
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4. Nhip nit
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|PowerPaink Practice Files

Thu muc PowerPoint Practice Files s& xut hién trong hop Save in
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5. Trong hop File Name, go vao “Movies”

Sau d6 nhép nut m
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Tén cua ban trinh bay “Movies” s€ xuat hi¢n trén thanh ti€u dé ndm & trén cung

cua ctra sO PowerPoint

B2 Microsoft PowerPoint - [Movies]
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Let's Go to the Moviesl

Lights! Camera! Action!

IV. Thém slide modi

1. Trén thanh cong cu, nhip vao biéu tuong | J Eﬁ""'5“:"5|
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Click to add title
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3. Khi menu xuét hién, nhe"lp chuot vao Slide Layout
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Click to add title

4. Trong 6 Slide Layout, kéo thanh cudn xudng trong ving Others Layout
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. Tools  Slide Show W Help Type a question for help
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Khi mét slide m&i xuét hién, nhiap chudt vao chit Click to add title va gd Types
of Movies
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Diouble click to add
clip art

7. Sau d6 nhip vao dong chit Click to add text va gd Comedies
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8. Nhan phim Enter trén ban phim ctia ban
Slide s€ trong nhu thé nay:

Types of Movies
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9. GO Drama ¢ muc thi 2

10.Nhan Enter

11.G06 Action 6 muc thir 3

12.Nhan Enter va gd Animation & muc thi 4
Slide s& trong nhu thé nay



Types of Movies
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13. Nhip biéu tuong El
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14. Thu nhé cira sd PowerPoint
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V. Chen hinh anh vao ban trinh bay

LUU HINH ANH TU TRANG WEB
1. Mo trinh duyét web, vao trang http://www.visibooks.com/books/ppt2003
2. Nhip chudt phai vao projector.jpg
3. Khi menu xuat hién thi nhip chudt vao Save picture As
4.

Khi cira s6 Save Picture mé ra, tim dén thu muc My pictures trong thu myc My
documents.

Save Picture

Savein |2 My Fictures ~| « @k
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Nhép niit

St dung trinh duyét

sa0 chép anh piano.jpg ¢ dia

chi

http://www.visibooks.com/books/ppt2003 vao thu muc My pictures trong may

tinh cua ban.

Sao chép cac hinh con lai trén dia chi nay vao thu muc My pictures
Sau khi tat ca cac hinh da dugc sao chép, dong trinh duyét Web lai.

Néu hinh 4anh di c6 san trong may, cic ban c6 thé bo qua 8 budc trén.

THEM ANH VAO VUNG TO CHUC ANH
1. Mg ctra s6 PowerPoint
2. Nhap dup chudt vao bi€u tugng Double-click to add clip art
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- Animation |" @ "

Types of Movies
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3. Cura so Select Picture s€ xuat hién, nhap chudt vao nut



4. Khi cira s6 Add clips to Organizer xuét hién, tim anh calendar.gif, roi nhép vao

Select Picture
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5. Giit phim Ctrl va nhép chudt vao
Cat.gif
Dinosaur.gif
Film.gif
Piano2.gif
Piano.gif
Piano.jpg
Projector.jpg
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T4t ca cac hinh mau (clip art) s& duoc dua vao thu vién anh.
THEM HINH MAU VAO SLIDE

1. Trong hop Search, gd vao projector

Sau d6, nhip nat
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2. Nhip dap chydt vao projector.jpg
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3. Trén thanh cong cu, l’}hép chu6t vao biéu tuong EI
Slide s€ trong nhu thé nay

Types of Movies

Comedies
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VI. Dinh dang van ban

1. Nhép chuot vao danh sach cac muc van ban
2. Kéo chuo6t trén cac tur trong danh sach dé to6 sang chung

Types of Movies
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3. Trén thanh cong cu nhap vao biéu tuong hai lan.
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4. Nhip vao khoang tring dé bo chon van ban
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5. Nhip dtp chudt vao tir Comedies dé t6 sang

Types of Movies

P
Wff/ﬁffmfﬂﬁ

G

Sy
*

S

« Action
+ Animation

L R

R

O

6. Nhép vao biéu tuong
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8. Khi trinh don xuét hién, nhip vao 40



B2 Microsoft PowerPoint - [Movies]
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9. Nhip chudt vao mili tén sd xudng bén canh hop Font

E Microsoft PowerPoint - [Movies]
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10.Khi trinh don xuét hién, kéo thanh cudn xudng dudi tim Impact, roi nhip vao no.
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Types of Movies
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Diéu nay s& sao chep dinh dang tir Comedies cho cac tur khac
Slide s€ trong nhu thé nay

Types of Movies
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13. Nhép vao khoang tring dé boé chon né



Types of Movies

 Comedies
- Dramas

- Action

- Animation

VII. Dinh dang hinh anh

QUAY ANH
1. Nhap vao anh projector

Types of Movies
* Gomedies E
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2. Dit chubt trén 6 didu khién khich thuéc mau xanh phia trén anh, con tr6 chudt s¢
chuyén sang hinh tron xoay:
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3. Nhiép va kéo chudt dé xoay anh

Types of Movies

* Comedies
* Dramas
* Action

+ Animation
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Anh sg trong nhu thé nay:



Types of Movies

+ Comedies
* Dramas

« Action

+ Animation
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4. Xoay anh lai theo ding hudng cua néd

Types of Movies

+ Comedies
* Dramas

« Action

* Animation

CAT ANH

1. Trong thanh cong cu Picture, nhap vao biéu tuong
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2. Nhap chudt vao duong vién bén dudi vao kéo chudt 1€n phan nira anh

Types of Movies
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3. Lam nguoc lai dé khoi phuyc lai toan b hinh



Types of Movies

* Comedies
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4. Nhiap vao biéu tuong @

Types of Movies
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« Action a1
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DIEU CHT’NH KiCH THUOC
1. Nhap chudt vao anh

2. Trong thanh cong cu Picture, nhap vao biéu tuong dé bo chon no
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3. Di chuyén chyét téi 6 dicu chinh kich thudce & goc
Con tro chudt s€ doi thanh hinh miii tén 2 dau:

Types of Movies
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4. Kéo chugt ra ngoai sao cho anh mé rong




Types of Movies

* Comedies
* Dramas
* Action

* Animation
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Luu y: Sur dung 6 xu ly kich thude ¢ goc s€ bao toan ti 1¢ cua anh. Con xur Iy 6 bén
canh hoac ¢ trén s€ kéo dan hoac co anh khi chudt di chuyén.
DI CHUYEN

1. Di chuyén con trd t6i phan trung tim cta anh, né s& chuyén thanh hinh miii tén 4
dau

Types of Movies

2. Kéo anh dé cho né bang véi cac dong chir & bén trai



Types of Movies

* Comedies
* Dramas
« Action

* Animation
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Slide s& trong nhu thé nay:

Types of Movies

* Comedies
* Dramas
* Action

* Animation
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3. Nhip vao biéu tuong [] dé 1w lai ban trinh bay

VIII. Xem lai ban trinh bay

1. Nhiép chudt vao khung Slides phia bén trai
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B2 microsoft PowerPoint - [Movies]
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2. Nhip vao biéu tuong
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Click to add notes
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Slide dau tién s€ xuat hi€n trén toan bd man hinh



Let’s Go to the Movies!

Lights! Camera! Action!

3. Nhép vao chuot, slide ké tiép s& xuAt hién

Types of Movies

4. Nhip tiép chudt s& dén slide cudi cing



5. Nhép chudt tiép theo, Power Point s& vé man hinh ban dau (Normal View)

3 Microsoft PawerPaint - [Movies)
i) Bl Edk View  [nssrt  Format  Tooks  Side how  Wirdow  Help
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Apply slide layout:
2 IE —

Let's Go to the Moviesl!

Lights! Camera! Action!
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Content Layouts
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Click o add notes
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Ban ciing c6 thé bidm phim ESC dé trd vé.

trén ctra sO Power Point

Nhip vao biéu tuong

Let's Go to the Movies!

Lights! Cameral Action!




PHAN 2: 9 9 ’ 9 ‘ ‘
CHINH SUA CAC BAN TRINH BAY

Trong phéan nay ching ta s& hoc lam thé nao dé:
- Chén céac bang va biéu d6
- Sir dung cac mau thiét ké
- St dung cac slide chuyén nghi¢p
- Sap xép lai cac slide

I.  Chén bang va biéu d6

CHEN BANG
1. Khéi dong PowerPoint
2. Trén thanh trinh don (menu) chon File, rdi chon Open
3. Trong cua s6 Open, tim thu muc PowerPoint Pratice Files, sau d6 nhip dup
chudt vao Movies

Open
Look in: PosserPoint Practice Files vl @ @A X a5~ Tooks~
Mame -~

. :
| -“} G%
Iy Recent
Documents '34_5’;&_____/
Deskto

7 Let's Go to the Movies!

,..J Lightsl Camers Actiod

= < ?
‘3 File marme: W | Open

My Mtk =
Places Files of type:  all PawerPaint Presentations bt @

4. Nhip chudt vao slide thir hai trong khung Slides



£F Microsoft PowerPaint - [Movies]

T Let's Go to the Movies!

5. Trén thanh cong cu, nhip vao biéu tugng | ) New Siide

- [Movies|

6. Trong 6 Slide Layout, nhap vao Title and Content layout



Click to add title

Click to add text
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Click icon to add content

8. Trong hop ndi dung, nhip vao biéu tuong
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9. Khi cira s6 Insert Table xuét hién, g5 s6 4 trong hop Number of columns

Insert Table

11. Nhap nat o |

12. Nhaftp vao 0 phia trén bén trai cia bang go Comedy
13.Nhan phim TAB trén ban phim va gé Drama
14.bién tat ca cac 6 con lai theo bang sau

Comedy Drama Action Animation
Charlie Gone with |Jurassic  |Dumbo
Chaplin the Wind Park




15. Trén thanh cong cu nhép vao biéu tuong EI dé Iuu ban trinh bay
Slide s€ trong nhu thé nay:

Famous Examples

Comedy Drama Action Animation
Charlie Zone with |Jurassic Dumbo
Chaplin the Wind Park
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2. Trong khung Layout, nhap vao biéu tuong ' du6i phan Other Layouts
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2. Trén thanh trinh don, chon View/Master/Slide Master.
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5. Nhiap chuét vao hop Footer Area
6. To6 sang <footer> va go vao tén cua ban
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7. Nhiap chudt vao khoang tring trén slide dé bo chon ving Footer Area
CHEN HINH ANH VAO SLIDE

1. Khi dang mo slide, nhip chudt vao Insert/Picture/Clip Art

B3 Microsoft PowerPoint - [Movies]
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7. Trong thanh cong cu Slide Master View, nhip vao Close Master View.
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9. Nhip chybt vao biéu tuong =l va xem lai ban trinh bay




Types of Movies
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10. Nhin phim ESC dé tr¢ vé khung nhin ban dau.

IV. Sap xép lai cac slide

1. Nhiap chuét vao biéu tuong
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5. Nhiap chuét vao slide dau tién
6. Nhip chudt vao biéu tuong dé xem lai ban trinh bay

Famous Examples

Comedy Drama JaXeiifely Animation

Charlie | Gone with .Jurassic 'Dumbu
Chaplin the Wind Park

Your Name

7. Nhip vao biéu tuong ERT lai ban trinh bay
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LAM VIEC VOI CAC HINH PONG

Trong phan ndy chung ta s& hoc lam thé nao dé:
- Lam van ban chuyén dong
- Lam anh chuyén dong
- Tao su chuyén dong cho cac slide

I.  Lam vin ban chuyén dong

1. Trong ban trinh bay Movies vira tao, dam bao ring biéu tuong dang duoc
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1. Trén thanh trinh don, chon File/Print
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2. Trén thanh trinh don, nhap chudt vao File/Package for CD
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