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TRINH DIEN DIEN TU
MICROSOFT POWERPOINT

LGI NOI bAU
Trong thoi kinh t€ thi trudng hién nay, viéc t6 chitc hoi thao, quang cédo, Demo ngay cang
duoc quan tam & mitc do cao hon trong cic doanh nghiép thudc nhiéu nganh khic nhau,
MS.PowerPoint 12 phan mém rat phé bién va dé sir dung dé hd tro tich cuc cho cong tac
nay.
O cic budi thuyét trinh, hoi hop hodc cdc 16p tap huan ngin ngay thi PowerPoint dugc
xem nhu cong cu ho tro giang day. Khi thuyét trinh ciing v6i PowerPoint ban sé cam thay
thém tu tin, cdc y twdng truyén dat duoc cu thé hoi qua cic hinh anh va am thanh mot
cach song dong...Trong cac truong hop nay nguoi ta thuong két hop mdy tinh véi may
chiéu phéng 16n man hinh Ién bang thuyét trinh cho tat ca moi nguoi dé dang theo doi.
PowerPoint ciing dugc sit dung xay dung cdc doan phim trinh dién dé quéang céo, biéu
dién hoic huéng dan sir dung san phdm cho khach hang mot cach nhanh chéng ma khong
can phai lap trinh phiic tap.
Ngoai ra, cic noi dung trong tap tin PowerPoint ciing dé dang chuyén sang dang Web
hodc in an, xuat phim duong ban dung cho den chiéu..
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GIGI THIEU POWERPOINT

Microsoft PowerPoint - [HOC . PPT]

|E] File Edit View Insert Format Tools Slide Show Window Help _|& %]
D EEEY |V Ee ¥ |[BraramE] = k%

. &' Common Tasks = =

JTlmesNewRoman - 24 v|B F 4 g|§§|§§ =

HOC POWERPQINT

= Hoe, hoc nifs, hoo mai

[E=ETeE=al Iz

JD[awv’KGj|AghDShapesv\\q|:|O"ﬁ“&vivév.e’:

[ Slide 1 of 12 [ Blush v
BPdc diém clia PowerPQn‘

PowerPoint 12 mot chuong trinh trong bo phan mém Office cia hiang Microsoft, do d6
cach st dung co ban tuong tv MS.Word hoac E

Uu diém cta PowerPoint 12 stt dung dé \a@ am duoc cac hiéu tng hoat hinh mot cach
don gian, nhanh chéng va sinh dong, ku% Gc cua tap tin nho, thuan Igi cho viéc luu trix
va di chuyén..

Trong tai liéu nay ching toi chu;@?g hudng dan céac ky nang dac trung cua PowerPoint,
cac k¥ nang tuong tu MS.Word hoidc Excel s& dugc nhic lai v6i muc dich hé thong kién
thiic mot cach ddy di nham gidp ban sit dung thanh thao PowerPoint trong thoi gian ngan
nhat.

Khdi dong va thoat PowerPoint
Khai dong:
Chuong trinh PowerPoint dugc khaoi dong tir tap tin Powerpnt.exe chita trong thu muc

Program File\Microsoft Office\Office\..., ban c6 thé kich hoat khéi dong truc tiép tir tap
tin nay, hoac thuc hién theo cach thong thudng tu Start Menu nhu sau:
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Accessones
Lackiet mtdEYé 300
@ iidms Undate [} Microsaft Reference
@ Orline Services
“WirZip (B startlp
@ Internet Explorer
ﬁ HEE Microzoft Access
Lol Shotout to Bkavd1? Microsaft PowerPoint
Mizrozoft \Word
Wigtkey 2000 #5-D0S Prompt
@ Windaws Ewplorer
Microsaft \Web Publishing
Open Dffice Document Microzoft Visual Studio 6.0
@ ACD Spstems
Programs @ Adobe
_ (B wirnZip
Faninlios i ActiveReports
Documents » Sheridan
‘WideoS oft Active Controls
Settings Y [ ActiveBar
@ D ata Dynamics
Microzoft Excel
Help D32 Antivirus
NMI's Java Code Viewer
Bun.. (5 JBuilder 4
(5} Movie Studia 51
@ ahead MNero

Shut Down... hayB ay
Microzoft Office Tools

HEr-EERCN .

Khoi dong PowerPoint
1. Click chon Start\Programs\Microsoft PowerPoint.
Néu cdc biéu tuong nay cai dat trén-man hinh Windows hay trén thanh Office bar ban c6
thé kich chuot dé khoi dong nhanh.
O clra s6 ddu tién khi m& PowerPoint ban chon céch thiét k& nhu sau:
2. C6 4 lua chon:

Autocontent Wizart: Trinh huéng tao noi dung.

o o

MHew Office Document

* ¥ ¥ ¥ v r vy v v v

Find 4

Log OIFF...

* r *r ¥y v v v

Design Template: Chon dang mau thiét ké.
Blanhk Presentation: Mau trong dé tu thiét ké.
Open an existing presentation: M& tap tin c6 san.

Ban nén chon Blank Presentation dé tu bat ddu mot thi€t k€ méi hodc chon Design
Template dé chon mau trudc khi thiét ké.

3. Chon dang trinh bay trong ctra s6 New Slide. Céc bi€u tugng trong cira s6 cho thay céc
dang trinh bay khac nhau. Néu ban chua c6 kinh nghiém vé cac dang trinh bay, nén chon
dang thit nhat hodc thit hai, (sau khi thiét k€ ban van c6 thé chon lai dang khéc) click niit
OK dé c6 mot cira s6 thiét k&€ méi.
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New Slide HE|

Choose an Autolayout:

HT = |[EE e

El] =] | s |

Title Slide
.
I Dor't show this dizlag box again
Cita 56 New Slide
Thoat
Giong nhu cdc phan mém MS.Office, PowerPoint ¢6 4 cach thoat nhu sau:
Kich chon File\Exit

Kich nit Close (dau x) gbc trén trai.
Double click biéu tugng chuong trinh & géc bén phai.
Nhan t6 hop phim Alt+F4

Man hinh PowerPoint \{¢

Microsoft PowerPoint - [Prezentation]
N N .
2.Thanh Menu: Hién thi cac trmﬁ%%m lam viéc
|E] File Edit WView Insert Format Tools Slide Show Mindow Help _|E|5||

3.Thanh cong cu: Hién thi biéu twong cdc cong cu thiét k& twong tu nhu phin mém
MS.Office khac.

IDEESEY Ry o @ pE o Ean = G,

4. Thanh dinh dang (Formatting): chita cdc nit biéu tugng thuc hién céc chiic niang dinh

dang.
B 7 U 3 |- =

JTimes Mew Roman - 24 -

= s |£ & | B o Hg Commaon Tasks =
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5. Pau bén trai thanh cudn ngang man hinh 12 cdc nit chuyén déi qua lai cdc ché do hién
thi cia man hinh PowerPoint

BEEQOED

Xem Slide — / ™

2 Xem trinh
tong quan ,i t .
dien Slide
Xem cac Slide
Xem ban Xem Slide || ¢ ché do sap
phac thao x€ép thi tu
6.Man hinh thiét ké:
|E] File Edit View Insert Format Took Slide Show Window Help ;Iiliﬂ
[DERae%|iar = = DA
|Tmessenroman w2 5B 208 =22 A4 ¢ 0 |gr commntesks -
I

Bl HOC POWERPOINT

* Hoc, hoc nita, hoc mai

[E=0E= A
oy G| A N n OOE 4| 2-L-A-=S=20@.

[ slide 1 0f 12 [ Blush

Man hinh thiét ké
7. Thanh cong cu vé&: Hién thi biéu tugng cdc cong cu vé va trang tri.
D[a'.l.rvlﬁc-j AutaShapes = ™S DD4|&'£'£'E'_ E. ev

8. Thanh trang thai: Hién thi cdc thong tin hién hanh trong tap tin.
| Slide 1 af 12 | Blush |

1=

A

Dé tang/ giam kich thudc giita cdc khung trong man hinh PowerPoint, ban cin di chuyén
trd chuot dén dudng bién gitta hai khung cho dén khi trd chuot déi sang hinh mili tén, kich
& giit & di chuot dé thay déi kich thudc.

A

C6 thé 1am 4n hodc hién céc thanh cong cu tir trinh don bing céch chon View\
Toolbars\...sau dé kich hoat thanh cong cu nao can dung, céc thanh cong cu dang hién thi
c6 biéu twong nhu sau:
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[€] Microsoft PowerPoint - [HOC.PPT]

|E] File Edit| view Insert Format Took Slide Show Window Help

| ra’:mmo_rma' [ e - H a|Era
JTimesNewRo%::E:z::’;r S EEE= T
|Gatt———

Master
P Elack and white

R siorcns |
|T For matting

[V Animation Effects ERPOINT

Zo0m.. Clipboard
Control Toolbox
* v Drawing hoc mai
Qutlining '
Pirture
|T Reviewing

Tables and Borders

Header and Footer...

Wisuzl Basic
b
‘WardArt

Customize...

Lua chon hién thi thanh cong cu
Luu y
Muon chuyén déi qua lai cac chuong trinh chi can n@o hop phim Alt+Tab.
(Nhan va gitt phim Alt, sau d6 go phim Tab cho%&khl cho biéu twong PowerPoint)

LAM V|Ec\&0| TAP TIN

Tao mdi tap tin Q)Q)
1. Chon File \ New (Ctrl + N) hoé@ch biéu tuong New trén thanh cong cu.

Biéu tuong
tao File méi

&7 Ei
Ires@dalay|t=as

JTimesNewRJ:uman M | B I 1

View Insert Format Tools

Tao moi tdp tin
2. Chon mAu trinh bay trong ctra s6 New Slide (OK)

Mbi trang trong PowerPoint dugc goi 1a mot Slide, noi dung trinh bay sé dugc thiét 1ap
trong cac Slide nay va sau do thiét 1ap cac thong s6 hiéu ting cho chiing.

Http://thegioiebook.com 8
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New Slide |

Chaoose an AutoLawout:

I EE il

Title Slide

SHENRIEE

o Lion't show this dialog box again

H

Cita s6 chon kiéu Slide moi
MS mot tép tin c6 sén
1. Chon File \ Open (Ctrl + O) hoic biéu tugng Open trén thanh cong cu c6 sin

Biéu tuong

iy |E] File Edit View Insert Format Tools
mo File

M Eda ey i=2as

B I U

JTimesNewRJ:uman - M -

~
Mé tdp&‘
2. Trong cira s6 Open, ) chon tén 6 dia va thu
muc chira tap tin can mé trong khung Loo@ sau d6 kich chon tap tin can m& va kich nat
Open, hoic kich dip chuét vao tap tin mudn ma.

Chon thu
muc chua

Chon File ook [ 50 e ®m @ X CiE - Toos -
can mo

i

HOG POWERPOINT

SN - Hoc, hoc no, hge mal
]

Tén File
da chon ‘ O
----- ey 3 [Bowe [

Web Folders

Files of type: IAII Fower Foint Fresentations (* ppt;* pps;* pot;* htm;*h j Cancel
?, 2 2, .
Cua s6 mo File

Tap tin PowerPoint c6 dang .ppt hoac .pps,...
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Luu tap tin

Luu vao thu muc ¢6 san trén dia

1. Chon File \ Save As

2. Trong cira s6 Save As, chon 6 dia va thu muc muon luu trong khung Save in. Nhap tén
tép trong khung File name.

Savein: |u3 %a0 j @& (B v Tools «

English
E‘] haoc

)

File name: |hocPowerPointI j EH save |
Save astype: [Presentation =] Canicel

Hop l@\nﬁ
3. Click nit Save dé bit dau luu. X9

o ON
Tao méi thu muc va luu tap tin vao @nuc vira tao

1. Chon File \ SaveAs Qi&
2. Chon dudng din dén thu muc chita thu muc sip tao

i
4. Hop thoai New Folder xudt hién trong phan Name g6 tén cho thu muc méi/ OK

Kich dip vao tén thu muc vira tao (Word97)
5. Phan File name g6 tén cho tép

3. Bam nut Creat new folder

6. Bam nut Save

Ghi tép dang mé duéi dang tén khac hoac sang thu muc khac

Tép can ghi dang mo

1. Chon File/ Save As

2. Chon thu muc khic thu muc hién hanh, hodc go lai tén tép trong File name
3. Bam nut Save

Ghi tép trong qua trinh soan thao

Http://thegioiebook.com 10
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Trong qud trinh soan thdo, dé tranh mat mat dit lieu do mat dién hay treo may, ban nén
thuong xuyén ghi tép trong qua trinh soan thao.

Bam nit = hodc chon File/Save hoac Ctrl + S

Biéu tuong
ghi File
|E] File\ Edit Wiew Insert Format Tools
DsBaelay|itads
JTimesNewRJ:uman M | B I 1
Luu File
Dong tép
Chon File/ Close

Hoac bam niit Close X clia clra s6 tép soan thao

LAM VIEC VGBI SLIDE
Thay déi cach khung nhin

Microsoft Powerpoint c¢6 vai ki€éu khung nhin khac nhau gitip ban trong khi ban thiét k&
trinh chiéu. Hai loai khung nhin chinh ban hay can st dung 1a khung nhin théng thuong
(normal view) va khung nhin sip xép slide (slide sorter view). Ban dé dang chuyén déi
gilta cac khung nhin bang cdch bam vao cdc niit & géc ddy trdi man hinh PowerPoint

Khung nhin thong thuong - Normal view

Chon View \ Normal

Khung nhin thong thuong chia 3 khung: khung téng quan, khung chita slide, va khung
chita chu thich. Nhitng khung nay giip bam lam viéc trén tat ca cac khia canh chuong
trinh clia ban. Ban c6 thé diéu chinh kich ¢ ctia cdc khung nay bang cdch bam va kéo cdc
duong bao cua khung.

Khung téng quan: St dung khung tdng quan dé t6 chic va phat trién noi dung chuong
trinh ctia ban. Ban c6 thé go toan bo van ban va sau d6 dinh dang lai diém niit, doan van,
va céc slide

Khung Slide: Khung ndy gidp ban xem van ban hién trén méi slide ra sao. Ban c6 thé
thém anh, hoat hoa, phim va am thanh, tao cac két béi cling nhu cac hiéu tng cho moi
slide riéng 1¢.

Khung ghi chi: khung nay giip ban thém cac chu thich cho ngudi dién thuyét hoac cac
thong tin mudn chia sé véGi thinh gia. Néu ban muoén thém tranh trong khung ghi chi, ban
can chuyén ghi chd sang khung nhin notes page (notes page view)

Http://thegioiebook.com 11
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Yiew Insert Format Tools
12 Marmal

Slide Sorter

-]

E] siide show FS

Chon ché’dé hién thi Slide
Ba khung nay ciing duoc hién thi khi ban ghi tai liéu ctia ban dudi dang trang Web. Su
khac biét duy nhat 12 khung téng quna hién thi bidng noi dung nhu vay ban cé thé diéu
hudng nhanh dén trang ndi dung ctia ban.

Khung sap xép slide (Slide sorter view)

Chon View\Slide Sorter

Trong khung sap xép slide, ban xem tat cac slide trong tai liéu clia minh trén man hinh &
cung mot thoi diém, hién thi dudi dang thu nho. Piéu nay dé dang hon trong viéc thém,
x04, va di chuyén céc slide, b sung thoi gian, va chon hiéu tng di chuyén giita cdc slide.
Ban ciing c6 thé xem hiéu ting clia nhiéu slide bang cdch chon nhiing slide mudn xem sau
d6 chon Slide Show/ Animation Preview

Khung trinh chiéu Show view

Chon View \ Slide Show
Chuyén sang ché do trinh chi€u (chay chuong trinh). Khi dang & ché€ do trinh chi€u, nhan
phim Esc néu muon thodt.

Thay déi ty 1&é phong

View \ Zoom: Thay déi ti 1¢ phéng. Khi hién thi & ché do quan 1y cac Slide va ché do thiét
k€, tuy tirng muc dich muc dich cong viéc ma chon céc ty 1&€ khac nhau, thong thuong la
66%. Ciing c6 thé thay déi ti 1é¢ nhanh bing céch click m& khung Zoom trén thanh cong cu
va chon ti ¢ c4n thiét hodc nhap vao s6 tuy .
Yiew Insert Format Tools

[E MNormal

"[E8 slide sorter

[ H Motes Page

!EI Slide Show F5

Master b
P Elack and Whits

Slide Mini=tune

Toolbars k
Ruler

Guides

Header and Footer...

T
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Thay doi ti 1é nhin

Chon cac Slide
Pé quan 1y cdc Slide mot cdch dé dang, ban nén chuyén sang ché do sap xép Slide Sorter
(View\ Slide Sorter).
Chon 1 slide: Bam vao slide can chon
Chon nhiéu Slide: Bam vao slide dau tién, giit phim Shift va bAm vao slide cudi cling
Chon nhiéu Slide rdi rac: Gilt phim Ctrl va baAm chuot vao cac Slide muén chon

Tao thém Slide.

1. Chon Insert\ New Slide, hodc nhén t6 hgp phim Ctrl + M
Vi tri cua Slide vira tao sé ding sau Slide hién hanh, do d6 dé chén thém mot Slide méi
gitta cac Slide da cd, ban nén kich chon Slide ding trude vi tri muon cheén thi Slide méi s€
cO vi tri ngay sau do.

IE Format Tools Slide

] e Siide...  Cirlm

Duplicate Slide

Slide Mamber
Date and Time...
Symbal.,.,

ﬁ Comment

Slides from Files...

Slides from Qutline. ..

Picture 4
Text Box

Movies and Sounds 4

il chart...
] Table...

Objert...
B Hperlink., Ok

Chen Slide moi

2. Chon mau cua slide

3. Kich OK

Thay déi vi tri cac Slide

Dé thay doi thit tu ctia Slide, trong man hinh Slide Sorter, kich va giit va ré chuot dén vi tri
muon di chuyén, sau dé tha tay giit chuot, khi d6 cac Slide khac s& tu dong thay déi lai s6
thit tu.

Sao chép Slide.

Kich chuot phai tai Slide muén sao chép va chon Copy hoac chon tir Menu Edit \ Copy
(Cul + O).
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Kich chon Slide ditng truéc vi tri muén sao chép dén (c6 thé sao chép dén mot tap tin
PowerPoint khic cling duoc), kich chudt va chon Paste hoac chon tr Menu Edit\ Paste
(Ctrl + V).

Microsoft PowerPoint - [HOC.PPT] M= E3
J. File | Bdit View Insert Format Tools Slide Show Window Help ;Iilﬂ Bué 2 .
|0 & 2 weaTping crivz Eg‘n.r‘x |%Mulmu S C .
1= ‘ m O Canlt Repeat.  Chl+Y, Hfact % ‘ @ | | = » Chon COpy
| & cut Cirl4x i BAI MO DAL B A
| L | = hoc mé khing ting dung dugs cing khd tren Menu
|8 1 g Pasts adip [ I8 = Céi cén phai hoo lai khdng mudh hoc,
bl 5 ,ﬂ cai mudn hes thlai khng tng dung
L Fata oael dugc hatkakng
Paste as bhyperlink: = Mudn hoc ma khorg co kinh phi d€ hoe
that khed b
Clear Del = Hoc mé khong wimue dich higu bigt thi
SelectAll  Chri+A SEEkl
| Dupljcate Cirl+D \
Delete Slide 1 2 B . 1
L — .
BT # Fina.. Cirl+F B uoc 1 : Chon
el . -
(s | Bk | Slide muén
ot Property,.
1 4 ti | B - hoc 14 khé, kharg hoc cing khd N— 2
| s Lirkss,; | ‘j = muifin ho ma khing thé hos duds céang Sao0 chep
] = ma L knd
5lide Object - phai hoc makhéng mudn hoo cén khd
= Ba cowitl Tru!'g *@ hdi md coi thudng hon nita
vithc: hoe i chang thefkhd hon dus - hoe mi khéng higu thatkhéng gikhe =l
HE0E D >
[ Slide Sorter | Blush 7
. .
Sao chép Slide

Xoa Slide

Kich chon Slide muon xod va go phim Delete hoac kich chuot phai tai Slide mudn xoa va
chon Cut (Edit \ Cut).

An Slide

Khi trinh chiéu, dé “chita chdy” ban c6 thé 4n mot s6 slide néu thiéu thoi gian hoac hién
cac slide nay khi du thoi gian
Pé lam diéu d6 ta Iam nhu sau:

o Trong khung nhinh sorter, chon mot hodc nhiéu slide ma ban mu6n 4n. Sau dé
chon Slide Show/ Hide Slide.

o Trong khung nhinh sorter, chon mot hoac nhiéu slide muén 4n, 4n nit Hide slide
=l

o D¢ huy tinh ning 4n slide: trong khung nhin Sorter, chon lai cdc slide bi 4n, bdm lai
nut Hide slide hoac chon Slide Show/ Hide Slide.

Hién thi slide 4n trong khi trinh chiéu

o Khi trinh chiéu, kich chu6t phai vao slide dang trinh chiéu, chon Go, By Title, chon
slide 4n (c4c slide 4n phan s6 thit tu cta slide c6 dau ngoic don)
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Mexk ; ] L gl w3
Previous

By Title v 1 Hoc powerpoint

Meeting Minder ... — )
[2) Hoc powerpoink

Speaker Motes ;
(3} Hoc powerpoint
Pointer Options r (41 Hoc powerpoink
Screen b — h (5 Hoc powerpoint
& Hoc powerpaink
e C nua, nt i
7 Hoc powetpoink
End Show )
& Hoc powerpoint

9 Hoc powetpoint
10 Hoc powerpaink
11 Hoc powerpoint

Slide Mavigator

o Ngoai ra ban c6 thé tao niit diéu huéng dén slide 4n

THIET KE VG| POWERPOINT
» >
Tao nén \{w‘
Q

Chon mau Template (mau mau nén) \QQ N!“ cua
N . : s0 chon
1. Vao trinh don Format\ Apply Design plate miu
[€] Microsoft PowerPoint - [HOC.PPT] o N
| File Edit View Insert Tools Slide Show Window Help & x| m\au
D= ES| 8 YAt LEBEOWa|» -|B2 nen

= Blilletsand I mberig e =
JT\mes Mew Roman = 24 i 2 == J/KA | ;{% Commaon Tasks = ),’

e e e | EiEmNEE Ea5e
FE= :

&gl Slide Layout...
Slide Caolor Scheme..,
Background...

[E=FE =l il
JD[aw-’ECoj|AgboShapes'\ \DO“&'iv&vET.ef
[ Slide 1af 12 | Blush i

Chon mdu trang tri

2. PowerPoint c6 nhiéu Template khdc nhau, kich vao tén cidc Template trong clia s
Apply Design Template dé xem miu mau nén trudc khi kich nit Apply dé chap nhan
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Apply Design Template EHE
Look in: I[:l Presentation Designs j L | @ X @ = Tools -
-

Elends pot
Elueprint.pot

Histary s
ChOIl Bold Stripes.pot
% 1 Capsules.pot Larem Ipsum
mau & e

Dad’s Tiepot
mau nén

My Documents Expedition.pot
Factory.pot
Lock And Key,pot

Marble pot s
Mountain.pot it susdpk Ichors ksl ut Kich

Mature.pot o
Metwork Blitzpot Apply
. Motebook pot 2 g
ELLE | ) Office 97 Templates de chap
Ribbons pot LI — nhf:ln

= File pame: I x
= mau
Cancel |

e
LS s of type: [Desion Tempiates ¢+ pot)

Cuta s6 chon mdu trang tri
Luu y:
Trong mot tap tin PowerPoint chi sit dung dugc mot Template, tic 1a tat ca cac Slide trong

mot tap tin déu sir dung chung mot Template, nhung c6 thé thay déi mau ctia Template
cho céc Slide khac nhau.

Chon mau cho Template (9@

1. Format\ Slide Color Scheme &b‘

|E File Edit Wiew Insert | Format Tonls Slide Show Window Help

DB Eds &Y At @ HCc
iJTimes T — T E= Bllets and (e e = EE |A
| J CHEnEE Ease, Tl iy

Badiground...
Apply Design Template... \]T

P Obipct.,

£

Mau ciia s6 chon mau chii dao cho Slide
2. Kich chon dang mau trong khung Color Schemes.

C6 thé kich m& bang Custom dé tu chon mau theo y thich. Trong bang Custom, kich chon
muc muodn déi mau trong khung Scheme Color, sau d6 4n nit Scheme Color dé md bang
mau tu chon...
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Color Scheme I

—Calor sche mes Apply to All

Title Title Title
| - Bullet - Bullat - Bullet Apply
Bl © ) Sl Cancel
Title
= Bullet Freview:
B i [

| Tip for
NEW USErs

‘ Standard |Cusb3rn|

il

Use a light badkground for
overheads and a dark

Delete Scheme | badkground for an-saeen
- presentations and Z5mm

slides,

Cita s6 chon mau chii dao
3. Sau khi chon mau xong, kich nit Apply dé déi mau cho Slide hién hanh, hoac kich nit
Apply to All dé doi mau cho tat ca céc Slide trong tép tin.
Chon mau nén cho Template

1. Vao trinh don Format\ Background

Format Tools Slide Show  Wing
A Font..
= Billets e TN mEering s
EEHE Eas ey,

S5l Slide Layout..,
Slide Colaor Scheme, .,

Background...
Apply Design Template..,

P Obect.,

¥

M cita s6 dinh dang nén
2. Kich mé khung mau. Trong khung nay cé 02 muc lua chon: More Colors va Fill Effects

Background | 7]

— Badkground fill

appiyto Al |

< Title of Slide
= Bullet text

Cancel
> [

Erevie |
| [ |
I: |“:| Ak | m master
—EEEON
Maore Colors...
Eill Effects...

Cita s6 chon mau nén

More Colors: m& bang mau tiéu chuin va chon mau tuy y.
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l Colors

Custom I

Colars:

) e

Current

Ciia s6

Fill Effect: cic dang mau hiéu ting

Fill Effects

chon thém mau

Gradient | Texture | Patbern | Ficture I

& Horizontal

" vertical

¢ Diagonal up
" Diagonal down
" From cormer
€ From title

ol
Colar 1 |
= Cancel
2 [—]
" Two colors
C meset e B
Dark Light
~Shading style Variants

-
;: sample:

Trong ctra s6 Fill Effect c6 04 bang
Gradient: ciac dang pha mau (ctra s6 ngam dinh Fill Effects)

Cita s6 chon cdch thé hién mau theo do

Texture: mau mau nén Texture (mau nén dang ké)
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| Fit Effects ﬂ!:{
ient {1 i] pattern | picture |
Texture: LI
’ Cancel |
Sample:
Cther Texture.., |

Ctta s6 chon cdch thé hién mau theo kiéu vdi
Pattern: dang méu Pattern (miu mau nén dang vach mau)
[Fit Effects ﬂi:i

Gradient I Texture  Pattern | Ficture I

SRS
LEEERR
>
pes

Pattern:

8].9 |
_Canel |

Cancel

L

N2\ ]

Foreground: Badkground:

Sample:

(— - [ -]

Cita s6 chon cdch thé hién mau kiéu vach mdu

Picture: 14y 4nh c6 sdn 1Am mau nén. Kich chuot vao nit Select Picture dé chon File
hinh anh
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Phong Dao tao va CGCN - Vién CNTT- Trung tdm KHKTCNQS

Fill Effects HE l

Gradientl Texture | Pattern  Picture |

Picture:
Cancel |
flower-135
Select Picture... |
Sample:

Chon dnh lam nén
Nhap van ban

Nhap van ban vao khung chir cé san

|J File HEdit ¥iew Insert Format Tools Slide Show Window BHelp

DRa &Y i2ad n-c- @B -[@2
R _Jlmpact -2 ~|B I U ”%% E= IE|A‘ 5% Common Tasks ~ 2
Duong IS E ===,
bién cua
khu vuc — E S —————
soan { B : Clickto addtitle
thao

o
é
7
=

e

JE=EoEe ]
JD[E'W'IEC'} AutoShapes » \IZIO‘|®M£Y&,

| Slide 2of 13 [ Blush

Nhap

van ban
vao khu
vuc nay

Nhdp van ban

Cédc dang mau thiét k& déu c6 sidn c6 cac khung chit véi tieu dé “Click to Add...” (Kich

vao dé nhap...) Néu mudn nhap vao cac khung nay c6 thé thuc hién nhu sau:

Kich tré chuot vao 6 mudn nhap chit

Néu can chon lai kiéu chit va ¢& chit, ban chon trong khung Font va khung Size trén thanh
cong cu hoac chon tir Menu Format\ Font (Tuong tu nhu Word)Néu mudn nhap Tiéng
Viét ban nhé chon Font Tiéng Viét va kiéu go thich hop. (Thong thudng 12 cdc Font c6

chit VN & dau nhu .VnTime...)
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Format Tools Slide Show Winc

A

EE Bullets and Mumbering...

Alignment ]
Line Spacing...

Change Case...

Replace Fonts...

&gl Slide Layout..,
Slide Color Scheme...
Background..,

Apply Design Template...

Calors and Lines...
% Placehalder...

MG cita s6 chon Font

M Heettenschweiler

Font HB
Font: Font style: Size:
[ mpact lREguIar |32
Canoz| |
T Courier New =] 15 =
T Garamond ]
W GarmdITC Bk BT =i i; = | Preview |
-

— Effects Color:
[ Underline ™ Superseript |_ 'i
[~ Shadow offset |0 =%
[ Emboss N Subsaipt I Default for new objects

This is a TrueType font.
This same font will be used on both your printer and wour seen,

Crta s chon Font

Sau d6 nhap chit binh thuong nhu trong Word. Khi chit chiém hét khoang trong trong

khung, khung sé tu dong gian ra theo chiéu doc.

C6 thé kich chuodt vao dudng bién ctia khung dé hiéu chinh kich huéng khung giong nhu

mot doi tuong TextBox trong Word.

Néu khong sir dung ban c6 thé xod chiing bang cach kich vao dudng bién cta khung dé

chon, sau d6 nhin phim Delete dé xo4 bo.
Luu y:

Cic chit nhap trong khung chit c6 sin s& hién thi & clra s6 bén trdi, do d6 ban c6 thé md
rong khung anh, Click vao ving chit cua Slide hién hanh va nhap ch binh thuong nhu

trong Word
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Cheén khung nhap chit (TextBox)

Chon tir Menu Insert\ TextBox hoac kich biéu tuong Textbox trén thanh vé

Kich chuét vao

day dé nhap hop
van ban
E=EDE=Z A - :
Dmwe |y | amsepese N W I OE4IE - L-A-SEEEBal
| Slide 1 of 13 | Blush |
Chén khung nhdp chir

Kich va giit va ré chudt trén man hinh thiét k& dé tao khung nhap chit, sau d6 nhap chit
binh thuong.

Néu ban chua nhap bat ky ki tu nao vao khung TextBox vira tao ma kich chon doi tuong
khéc thi Textbox vira tao sé€ tu mat di.

Pinh dang cho van ban

Panh dau van ban: Thuc hién theo mot trong ba cach sau

B4m va ré chuot tir ddu doan van ban dén cudi doan van ban.

bit con trd6 & diu doan van ban, gitt phim Shift va ding cidc phim mii tén dé ddnh dau
doan van.

Dat con tro & dau doan vin ban can dianh dau, gitt phim Shift va bAm chuot vao cudi doan
van can danh dau.

Muon dinh dang cdc doan chit trong TextBox, can ddanh dau doan van can dinh dang hay
kich tai dudng bién ctia khung dé chon ca TextBox va thuc hién dinh dang nhu sau:

Hiéu chinh dinh dang chix

Vo trinh don Format \ Font (m& ctra s6 Font)

Font HE
Font: Font style: Size:
M |Regular |32
Canoel |
T Courier Mew =] 15 |a
T Garamond Bold il i -
T GarmdITC Bk BT e 24 ﬂl
T Heettenschweiler Bold Italic 23 z
Effects Calar:
o Underline I Supersaipt |_ "I
I~ Shadow offet [0 =%
H Emboss I Subsaipt | Default for new objects

This is a TrueType font.
This same font will be used on both vour printer and your soeen.

Dinh dang Font
Trong ctta s6 Font ¢6 céc muc chon sau:
Font: chon céc loai font chit

Http://thegioiebook.com 22



Phong Pao tao va CGCN - Vién CNTT- Trung tdm KHKTCNQS

Font Style: dang chit
Size: C& chit
Color:chon mau
Underline: gach duéi
Shadow: tao bong mo
Emboss: tao chit ndi

Canh dau dong (Alignment)

Dinh dang canh 1€ cia doan van ban. Chon Format \ Alignment\...

Format Tools 5lide Show Window Help

(A Font.. @ O IE
2= Bullets and Mumbering... [ R
Line Spacing... = Center Cirl+E
| Change Case... = Align Right Cirl+R
Replace Fonts... E Justify
&0l Slide Layout..,
Slide Color Scheme... DWE RPOI I
Background...
Apply Design Template... e M
Colors and Lines... nLral hoc mail
% Placeholder...

Canh dau dong
Align left: canh déu trdi
Center: canh giira
Align right: canh déu phai
Justify: canh déu hai bén
Khoang cach giita cac dong (Line Spacing)
Chon Format \ Line Spacing

Http://thegioiebook.com
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Format Toaols Slide Show  inc
i A e Hién thi

1= Bullets and Mumbering... hop thoai

Alignment / 3 Dlnh
Line Spacing. dang

| khoano

Change Case...
Replace Fonts...

gl Slide Layout..,
Slide Color Scheme...
Badiground...

Apply Design Template...

Colors and Lines...
% Placeholder...

Pinh dang khodng cdach dong
Trong cira s6 Line Spacing c6 cdc khung hiéu chinh sau:
Line Spacing: Khoang céach giita cic dong
Before Paragraph: khoang cach phia trén doan vanban
After Paragraph: khoang cach phia duéGi doan van-ban
Line Spacing E |

- Line spacing

|1 E ILines j E |
Freview |

— Before paragraph

0.2 = [unes =]

— After paragraph

IIII E ILines j

Cita s6 chon khodng cdch dong

Ddi dang chir (Change case)
Daéi chit hoa thanh chit thudng hoic ngugc lai. Chon Format \ Change Case

24
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Format Toaols Slide Show  inc

A Font...

1= Bullets and Mumbering... Mo cua so

Alignment 3 doi dang
Line Spacing... chir
| Change Case...
Replace Fonts...
gl Slide Layout..,

Slide Color Scheme...
Badiground...
Apply Design Template...

Colors and Lines...
% Placeholder...

M cita s6 doi dang chit
Trong ctta s6 Change Case c6 céc dang sau:

Change Case I
@ gentencecosey | ok |
" lowercase

Cancel |
" UPPERCASE
i Title Case
" tOGGELE cASE

Ciia-s6 doi dang chit
Sentence Case: Viét hoa dau cau
LowerCase: Viét thuong
UpperCase: Viét hoa
Tittle Case: Viét hoa dau chit
Toggle Case: Viét thuong dau chit
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To6 mau
Giong nhu trong Word, c6 thé kich m& céc cira s6 chon mau cho TextBox (khu vuc chita

chi)bang cac biéu twong thanh v& (néu khong thdy hién thi thanh vé, c6 thé chon tir trinh
don: View \ Toolbars \Drawing)

EE R
JD[avaEGj AutmShapes + ™. \DD‘@|&’*£17£¥-E:§.@,

| Slide 1 of 13

Blush |

Fill

Line Font

Font Color: chon mau chix

Line Color: chon mau dudng vién cho TextBox
Fill Color: chon mau nén cho TextBox
(Kich vao mili tén bén biéu twong dé md bang mau)

Tao Bullets (dinh dang dau dong)

Chon Format \ Bullets
ullet . ﬂ
Chon Bullets from: Calar: Size:
ky hiéu [ mor mat Texty =] [o— ] [100 2] o of text
dinh [ Ta s [ '()*+,-.xo123456739;;3
dang < == 7@ A CIDIE|F|G(H[ I [J[K|L|MIN|O|P|Q|R[S|T U]V
d} YISV alb|c|d|le|(flglh|i|i|k|{!|m|n|la]lp|g]|r|s
au tu\\.'*w\:ayz{l}wl:ll]l],f,,..Ti'%oS-:CEEIEIEI
o [ 1" - ™[ e[ 0] 0] Y Aelalolulelala]e]e
dfuld : alalg|alal |a|&|4|4 4|4
gla|s|a|e slale|s|E|5(8|a|1]|T ililila|l [&]8]|é
old|ala|s|alaldlalalalal| [Ofa]a ||| dfa|e]|iF]d|y|yr =
Canoell
DPinh dang ddu dong

Trong phan Bullets from chon dang phong chira nit, kich chon dang nit ung y trong céac 6
mau. Chon mau trong khung Color, hiéu chinh kich ¢ trong khung Size

Doi véi PowerPoint 2000, dé thay d6i dang nit cé sin, bim vao nit Picture hoic
Character & goc day phai cua hop thoai Bullets and Numbering.
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N ~ V4 2?
LAM VIEC VOI BANG
Tao bang
Béam niit Insert Table |3 trén thanh cong cu, bam va kéo dé x4c dinh s6 hang va cot.
Tha chuot bang véi s6 hang cot da dinh xuat hién trén man hinh soan thao.

O o 1E %A 5w -

HEEEEEEE
- IEEEEEEE
HEEEEEEE
HEEEEEEE
Mq [ | [ [ | |||

h Tas

cn 1 5 x 8 Table
Tao bang 5 hang 8 c®
Sau khi tao bang thanh cong cu Tables and Bord{a{s@ﬁt hién
F @ | mmmmme—— vapt v L E - &y Table - B EEY.
C6 thé 4n hién thanh cong cu Table al&@grders bing lénh View/Toolbars/Tables and
Borders N
>

Cac thao tac trong bang QQ

Di chuyén con tré qua cac 6 trong bang
- Go phim TAB dé chuyén con trd lan luot t6i cdc 6 lién sau 6 hién thoi, SHIFT +
TAB dé di chuyén vé 6 phia lién truéc 6 hién thoi. Khi con trd & 6 cudi cung clia
bang, gb phim TAB, mot hang méi s€ duoc thém vao cudi bang.
- Ding cdc phim <, T, —, | dé di chuyén giita cic 6 trong bang
- Bdm chuot vao 6 can dit con tro.
Chon cac 6 cua bang
- Chon 6: Ré chuot tir dau 6 dén cudi 0.
- Chon khoi chit nhat nhiéu 0 lién tuc: Ré chuot tir 6 ddu dén 6 cudi
- Chon hang: Ré chuot tir 6 dau ctia hang dén 6 cudi cung.
Hoac dat con tro trong hang, trén thanh Tables and Borders chon Table/Select Row

- Chon cot: Pua chuot 1én dinh hang, khi chudt xuat hién mii tén mau den thi bAm
chudt.

Hoac Ré chuot tir 6 dau cua cot dén 6 cudi cung.
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Hoac dat con tro trong cot, trén thanh Tables and Borders chon Table/Select Column
- Chon toan bang: Pat con tro vao bang, trén thanh Tables and Borders chon
Table/Select Table
Nhap néi dung cua o
Dat con tro tai 6 can nhap noi dung (ndi dung c6 thé 1a s6 hay van ban), gd noi dung. Khi
do dai dong nhap vao 16n hon d6 rong 6 nd sé tu dong xudng dong, do cao hang cia bang
dugc tang 1én. Van ban trong tung 6 cling dugc dinh dang font va paragraph giong nhu
vin ban & ngoai. (c4c canh trai, phai 6 giong nhu Ié trdi, 1€ phai cta trang). Mdi 6 c6 thé
¢6 mot hay nhiéu doan vian ban, cdc bic anh, ky hiéu,.... Stta chita van ban trong timg 6
thao tac giong nhu véi van ban thuong.
Thay déi do rong cot, do cao dong
Thay doi do rong cot
DPua chuot dén dudng ngin cach cot, khi chuot chuyén sang dang miii tén hai chiéu thi
bam va kéo dé dugc do rong ung y
Thay doi do cao hang
Pua chuot dén dudong ngin cdch hang, khi chuot chuyén sang dang miii tén hai chiéu thi
bam va kéo dé duoc do cao ung ¥
Chd y: D€ thanh déi kich thudc toan bang, baAm chuot vao bang, quanh bang xuat hién cac
0 vuong, dua chudt vao vi tri cac 6 vuong d6, chuot s& chuyén sang trang thai miii tén 2
chiéu, Iic nay bam va kéo, kich thudc ctia bang s& bi thay déi nhung ty 1¢ kich thuéc cua
céc 0 1a khong doi.
Chén, xoa hang hoac cot

Chen hang, cot
Table - iz | E[ E[ ];[ -
3 Insert Table. ..

n!. Insert Columns ko the Left
#—, Insert Calurmns ko the Right

g Insert Rows Above
2 Insert Rows Below

Borders and Fill...

Select Table
Select Column

Select Row

¥

Thanh lénh Table
bat con tro trong hang hoac cot can chén hang hoac cot bén canh hang, cot dé
Chon Inser Columns to the Left: chén cot sang bén trdi cOt chita con tro
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Inser Columns to the Right: Cheén c6t sang bén phai cot chita con tro
Insert Rows Above: Chen hang 1én trén hang chita con tro
Insert Rows Below: Cheén hang xuong dudi hang chita con trd

Xoa hang, cot

Chon hang, cot can xod

Edit/ Cut

Tron va chia 6

Tron o
- Cach 1: Chon cédc 6 can gop, chon 1énh Table \ Merge Cells
- Céch 2: Chon cédc 0 can gop, bam nit Merge Cells i

- C4ch 3: Bam ndt Eraser £ | sau d6 b4m vao cic dudng phan 6 cin xod. Sau khi
hoan thanh bam lai vao niit Eraser dé thoat khoi 1énh xo04.

Chia 0

- C4ch 1: Chon 6 can chia, chon 1énh Table/ Split Cells, 6 vira chon dugc chia thanh
hai 6 theo chiéu ngang ctia 0

- C4ch 2: Chon 6 can chia, bam nut Split Cells e

- Céach 3: Badm nut Draw Table 7 ,.V€ cac duong phan cach cho 6 duoc chia. Sau
khi hoan thanh bam lai vao niit Draw Table dé thodt khoi 1énh vé bang.

Http://thegioiebook.com 29



Phong Dao tao va CGCN - Vién CNTT- Trung tdm KHKTCNQS

Tao dudng nét cho bang
1. Chon toan bang
2. Table/ Border and Fill...

Format Tahle El E|

Borders |Fil | Text Box |

Click on diagram below ar use buttons
to apply borders

Color
[— -] |
Wldth Ft
[p———— ~]

oK ‘ Cancel | Preview

Hop thoai tao duong nﬁ{)@o bang
Phan Slyte: chon ki€u dudong ké A
Phan Color: chon mau cho duong ké Q\,QQ

Phan Width: chon do day cho dudng ké -
an thi€t =

N/ —
Sau d6 bam lai cdc nit dinh vi du%?s%% T, o, = B S c6 thé se phai
hi

bam hai 1an, chd y khung nhin tru hoan thanh.
3. Két thic bam OK.

Ban c6 thé dung thanh Tables and Borders dé tao duong nét cho dong ké
F @ | mmmmme—— roipt v L E - & Table - B EEY.

/ \—\ Border Color
Border Style

Border Width

Tru6c hét chon kiéu dudng thang trong hop Border Style
Chon bé day duong ké trong Border Width

Chon mau trong Border Color

Chon nit Draw Table sau d6 vé cac duong trong bang
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VE CAC HINH BDON GIAN
Hién thi thanh céng cu vé
Céc cong cu vé€ trong PowerPoint khong c6 gi khac v6i MS.Word. Thanh vé (Drawing)
thong thudng hién thi & phia bén dudi man hinh, c6 thé lam hién thi hoac 4n thanh nay tir
trinh don: View \ Toolbar\ Drawing.
Vé cac dai tugng
V& c4c doi twong don gidn: duong thang, mili tén, hinh tron, chit nhat
Click chon biéu tugng cin vé trén thanh cong cu

B B
J DLanIEGj

AutnShapes = . D4|@'*£*ﬂ*5%§lev

| Slide 1 of 13 | Blush |
. ong\u vé
Line SN Oval

\¥‘

Arrow . Rectangle
S
Line: duong thang «QQ
Rectangle: hinh chit nhat

Oval: hinh tron

Arrow: mii tén

Pua trd chuot dén vi tri muon vé trong Slide, kich va ré chuot dé vé.

Truéc khi v&, néu nhan va giit phim Shift ban s& chi v& dugc dudng thang, hinh vuong,
hoic tron tuy theo chon biéu twong ban da chon, néu nhan va gitt phim Ctrl thi tam cta d6i
tuong s& & ngay vi tri bat dau ve.

Trong trudng hop muén vé nhiéu doi twong lién tiép, thay vi kich dé chon biéu tuong Ve,
ban can kich ddp chuot va sau d6 vé binh thuong cho dén khi hoan thanh, kich dip chuot
tai diém vé dé két thiic.

Vé cac doi tuong phiic tap

Trong muc AutoShapes trén thanh v& c¢6 rat nhiéu hinh mau, muén vé miu nao ban kich
chon biéu tuong d6 va kich dong thoi ré chuot trén man hinh thiét k& dé vé binh thudng.
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|
5 I
5 %

:\iT Connectors L4
EF Basic Shapes  F
S, Block Arrows  »
T Flowdhart b
—’j Action Buttons k
B = I_
Dra'.l.rv S w |:| D . 4 . |

Vé hinh dinh dang sdn

Khi kich chon cdc déi tuong dugc vé bang AutoShapes, thuong hién thi cic ndt mau vang
dé hiéu chinh hinh dang, c6 thé kich va ré cdc nit hiéu chinh.

Luu y:

bé v; duéng cong ban nén chon biéu tuong v& dudng cong trén AutoShapes, sau do kich
trén Slide dé tao thanh cac duong cong, khi két thiic ta kich dup chuot

Dinh dang cho déi tugng

Chon doi tuong ®

Chon mot doi tuong: BAm chuot vao doi tuong can @n

N e - N , ,., . o A . 2, A A
Chon nhiéu doi tuong: BAm chudt vao nit m rén thanh Drawing, sau d6 dua cuot 1én
man hinh soan thao kéo qua Vung cac d01 t duo’c chon

Draw - [ﬁg (] .ﬁ.utDShapESv ~ OO E

Slia—ln 1 ~F A

Default Desig
em— 1ot ODIECtS —

Nt miii tén trén thanh Drawing dé chon doi tuong

- Chon cac doi tugng i rac: gitt phim Shift va bAm vao cac doi tugng can lua chon
Nét vé

Shadow

3D

NNOOE 4 - £-A-=5p

[ Slide 1 of 1 [

Blush

Line Style

Arrow Style

Dash Style

Click chon d6i tuong mudn thay déi va chon cac bi€u tuong sau:
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Line Style: m6 bang chon kiéu nét vé
Dash Style: m& bang chon kiéu nét vé
Arrow Style: chon dau nét vé (hinh mdii tén...)
Shadow: tao bong
3D: tao hinh néi ba chiéu
T6 mau doi tuong

Chon doi tugng mudn t6 mau, sau do kich vao hinh mili tén & cdc biéu tuong t6 mau nhu
sau:

e =
|| Mo Fill |

] Automatic |
e A

(MO ECN

Mare Fill Calars...
= ==

B

JDEE'W'IEG AutoShapes « ™, \DD‘|£'£'£'=:E.ET
| Slide 1 of 13 | Blush |
T6 mau d y g
Line Color:T6 mau dudng vién . é)Q
Fill Color: T6 mau nén \0\

Sau khi m& bang mau, n€u muoén &g& mau dé chon, kich muc More...Color,...
Mau duong ké

Chon d6i tugng can thay déi mau dudng ké

Bam nat Line Color

Chon mau ung y trong bang c6 san

Hoic c6 thé chon More Line Colors ... dé chon mau

Dé d6i tuong khong c6 dong ké: Kich No Line
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e —

Ma Line

[ | Aukormatic
EREERENR

More Line Colars, ..

Patterned Lines. ..

Chon mau cho duong ke

Quan ly cac déi tugng
Sap xép doi tuong
Khi c6 nhiéu d6i twong vé, ban can phai sap xép cdc d6i tuong theo truc quan dé cic doi
twong nodi bat khong bi che khuat, dé€ 1am dugc diéu d6 ta 1am nhu sau:
1. Chon d6i tuong cin sap x€&p
2. Trén thanh Drawing chon Draw/Order/Bring to Front: Lén trén cac d6i tugng

Sent to Back: Xuong dudi cac doi tugng

Bring Forward: Lén trén mot doi tugng

Sent Backward: Xuong dudi mot doi tugng

Order
— ﬂ Bring ko Fromt
R.okate or Flip v B3 Send to Back
Lh Bring Eorward
Change AutoShape g L& send Backward
Set AutoShape Defaults
1 ¥ |

Draw = | [z % | AutoShapes » W [ OO -
Sdp xép doi tuong
Tao nhom cac doi tuong

1. Chon cédc d6i tugng can tao nhom
2. Trén thanh Drawing chon Draw/Group

Sau khi cac doi tugng dugc tao nhom, may tinh coi nhom doi tugng dé nhu 1a mot doi
tuong, moi tic dong lén doi tuong déu thuc hién dugc nhu doi véi cac doi tuong da tao
nhém
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DEE|§J|%E®'|¥7N‘“

gmﬁ ﬂmh@l
A‘a'

: = | = =
E— = =

Click to add boi
tuong
da duoc
chon

Biéu
tuong
chon
Vﬁng “Drngc,|ﬁut35hapesv\\|:|0.4|®‘ Z-A-=E=E58B @
| Slide 1 of 1 Blush Al l__
Nhoém cac doz({g%g
Bo nhém cac déi tuong \QQQ
1. Chon nhém can bé nhém . \
2. Trén thanh Drawing chon Draw/U
Sao chép cac doi tuong ’®

1. Chon mot hodc nhiéu cac d6i tugng can sao chép
2. Edit/ Copy
3. Edit/ Paste

Di chuyén cac doi tuong
Chon d6i tugng cin di chuyén
Bam va kéo dén vi tri phu hop
Xoa cac doi tuong
Chon d6i tugng can x6a
Bam phim Delete hoac Edit/Cut
Thay doi kich co cho cac déi tuong
Chon d6i tugng can thay déi kich c&

Pua chuot tai vi tri cidc 6 vudng nhd quanh déi tugng vira chon, khi chudt chuyén sang
hinh miii tén hai chiéu thi baAm vao kéo dé c6 kich ¢& ung y.
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Xoay cac doi tuong

Chon mot hoic nhiéu cdc doi tuong cin xoay

Trén thanh Drawing bam niit Free Rotate G

Quanh d6i tuong la cac hinh tron nhd, dua chudt vao cac hinh tron nho d6, bam va
xoay theo mot géc phu hgp

File Edit “iew Inzert Format Tools Slide Show Window Help —|ﬁ'|5|
S H Sy se g@lmml@a@la Bla
-|lBrus|s=E=|="
Bon goc
Bid xuat hién
ieu tlrgng nut tron
quay doi
tuong
AN
O=EEa2Y ! 3
“Drekac,|ﬁmushepesv\ \ADO.‘|& f AvE))
Position the pointer over a round handle and drag ko rokbate. A
01 tiuong
Bam lai vao nit Free Rotate dé t hoi ché do quay d6i tugng

Tao van ban cho déi tuong ’®

Dé nhap van ban vao trong cdc doi tugng, truéc hét chon d6i twong cin nhap vin ban,
bam chuodt phai vao doi tugng, tir thanh 1énh (menu) hién ra chon Add Text sau d6 nhap
van ban tir ban phim

CAC TiNH NANG NANG CAO

Chén chir nghé thuat

Cheén chit nghé thuat trong PowerPoint cling giong nhu trong cdc phan mém Office khac
ctia Microsoft. Viéc st dung chit nghé thuat gitp ban lam sinh dong cho céc slide cta
minh.
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0=

= g5 =L =]
[ cowe s &

| Slide 1 of 1 [ / Elush [
WordArt

Chén chir nghé thudt

Kich chon biéu tugng WordArt trén thanh v& (Néu khong thdy hién thi thanh v&, ¢ thé
chon tur trinh don: View \ Toolbars \ Drawing)

ordArt Gallery | x| |

Select a Wordart skyle:

I T W
W&@mﬁ&mgﬂuw worda,, WordArt Woraar! | &
ozt | WordArt [WordArt o2 ot | £ #¥

YT

w wordar || -WordArt |WordAt|| W
 (WardAre araheh | Wil i

e

oK I Cancel |

L

A paver| ~-mu-ewf o
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Ctra s6 chon kiéu chit
Trong ctra s6 Edit WordArt Art Text, chon ki€u chit trong khung Font, ¢& chit trong khung
Size... kich OK.

dit WordArt Text 21|
Font:

Size:
| Avisl Black RIEIR il il

Text:

our Text Here

ok | Cancel |

Soan thao noi dung chit nghé thuat

Madi doi twong WordArt déu c6 mot niit hiéu chinh mau vang, kich va ré nit nay dé hiéu
chinh hinh dang cta d6i tuong WordArt.

Trén man hinh thiét k&€ PowerPoint khi muon hiéu chinh d6i tugng WordArt, can kich
chon d6i twong, lic nay sé& hién thi thanh WordArt, ban céan kich chudt phai trén déi tugng
va chon WordArt Toolbar)

.‘|E:||tTe:[t q%ﬁu«‘c} Aa bEE

o 4&4&%&3

Thanh cong cu WordArt
1- Chen thém WordArt
2- Stra ndi dung
3- Chon lai dang WordArt
4- Binh dang WordArt
5- Chon kiéu hiéu ting
6- Xoay WordArt (kich va ré dé xoay)
7- Doi dang chit thudong thanh chit hoa va ngugc lai
8- Déi chit hang ngang hang doc va ngugc lai
9- Canh dau dong (trai, phai, giira,...)
10- Hiéu chinh dang WordArt.

Chén hinh anh, am thanh
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Chen anh ClipArt

Chon Insert \ Picture \ ClipArt
Insert Format Tools Slide Show Window  Help

7] Mew Slide,.,  CHrl+M a
Duplicate Slide P e T T
o E = === |A £
Slide Mumber

i Date and Time...
ﬁ Comment |

S| Text Box om File..
& Text Fram Fil
Mowies and Sounds 4
ﬂ I @ AutoShapes
art...
s T_I:ul % Organization Chart
able
3 whordart.,,
W Hyperlink...  Cirl+k Al v
" @ From Scanner or Camera..,
- éqgi FF Miosoft Ward Table. .
L

Mé ciia s6 chen Clip Art

Trong ctra s6 ClipArt, kich chon dnh mu6n chén. Sau d6 kich chu6t vao nit Insert dé chén
anh vao Slide

[fl Microsoft Clip Gallery 3.0 HE3

@ Clip Art |§ Pictures | $as Sounds |'E.): Videos |

[&]l Categories Inzert I
Academic
Animals Close |
Buildings =
Cartoons
Entertainment Find... |
Gestures —
Houzehold
Industry
People at \whark
Plants
Screen Beans
Shapes I~ Magrify
Signz
Sports & Leisure Clip art ity this
Transpartation categony: 77
Scroll dovin to view
g LI more clip art
Edit Categaries... Clip Properties... | Impart Clips... | @
|C\ip At Kepwords:  Feward Accomplizhment Milestane Guarantee
&
2 2 .
Cua so Clip Art

Tuwong tu ta c¢6 thé chén am thanh (Sounds), doan phim (Videos).

Chen tap tin anh
Chon Insert \ Picture \ From File

Trong ctra s6 Insert Picture chon tén ¢ dia va thu muc chita tap tin trong khung Look in,
kich chon tén tap muo6n cheén va kich niit Insert dé chén anh vao trang thiét k€.
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Insert Picture HE
Look in: I[:I Flower j = |@ 5 + Toaols =
@ flower-032,jpg ;|

E Tlower-083.pg
L Tlower-054.g
L Tlower-085, g
I flower-086. g
I flower-057.JPG
E Tlower-083.JPG
I Tlower-059.1PG
I flower-090.1PG
[ flower-091.JPG
E flower-092.pg

Flower-093.1PH
I flower-034.1PG
I flower-095.PG
£ Tlower-096. g

L Tlower-097.jog |

File name: I j Insert vI
Files of type: IAII Pictures ("‘.emf,;"‘.wrnf,;"‘.j:g,;*‘.j:ueg,;"‘.jfif,;"‘.j:ue,;"‘.png,;"‘.j Cangel |

Hop thoai chon File anh cheén vao Slide

Web Folders

Ciac dang tap tin anh duéi day dé chén
.bmp; .jpq; .tif; .gif; .emf; .wmf;...

Chén nhac, am thanh, video, va anh GIF dong

Am thanh, ca nhac, video, va anh dong dd c6 sin‘trong Clip Gallery. D& st dung Clip
Gallery, chon Insert/Movie and Sound sau d6 hoac 1a kich Movie from Gallery dé chén
phim va anh dong hoac 1a kich Sound from Gallery dé chén ca nhac va am thanh.

Néu ban khong thé tim thay cdc miu c6 sidn hodc cdc anh, am thanh, video hay céc tranh
dong ban muén trong Microsoft PowerPoint, sau day 1a mot s6 dia chi ma ban ¢6 thé tim
duoc cdc thé loai ban muon (Dé sit-dung Clip Gallery Live hodc sit dung cdc méu trén
Web, ban cam truy cap t6i Internet va mot trinh duyét Web nhu 1a Microsoft Internet
Explorer)

¢ Thu muc Windows Melia

Microsoft Windows c6 kém theo am thanh va nhac dé ban c6 thé sit dung trong
qua trinh trinh chiéu, chi can chon Insert/Movies va sau d6 kich Sound from File.
Pinh vi dén thu muc Media (trong thu muc Windows), va sau dé6 chon am thanh
ma ban muon.

¢ Clip Gallery Live

Néu ban cai dat Clip Gallery, ban c6 thé két noi dén Clip Gallery live - mot trang
Web chita cac hinh anh, am thanh, doan phim ngan. Kich nit Insert Clip Art
trén thanh cong cu Drawing dé md Clip Gallery, sau d6 kich Clips Online.

Khi ban chén am nhac, doan phim trén slide dé chay trong qua trinh trinh chiéu.
Ban c6 thé chon hoac 1a am thanh hoac doan phim chay tu dong khi ban chuyén dén
slide, hoac 1a chay khi ban kich vao biéu tuong ctia né trong khi trinh chié¢u. Dé thay
dé6i cach ma doan phim hay am thanh bit dau hoac chén vao né mot siéu lién két
chon Slide Show/ Acttion Settings.
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Ban ciing c6 thé bo sung cac hiéu ting hoat hoa va thay doi cac thiét lap choi bang
cach kich vao Custom Animation trong thanh lénh Slide Show. Chang han nhu ban
c6 thé thiét 1ap cho am thanh hay video choi tu dong trong mét chudi cac hoat hoa.

Am thanh, ca nhac va video ducc chén vao nhu 1a mot déi tuong cua Microsoft
PowerPoint. Néu PowerPoint khong ho trg cho tinh nang hay kiéu am thanh, hinh
anh dé, ban c¢6 thé muén sir dung Media Player dé choi n6. Pé choi am thanh hoac
video nhu 1a mot doi tuong Media Player, chon Insert/Object, sau dé chon Media
Clip. Cach thirc nay sé st dung Media Player - duogc cai dat voi Microsoft Windows
95 - dé chay am thanh hay video. Media Player choi cic tép da phuong tién va diéu
khién cho cac thiét bi choi lai thiét bi choi dia CD hay dia video.

Chen nhac hoac am thanh lén slide

1. Hién thi slide ma ban mu6n chén nhac hoac am thanh.
2. Chon Insert/ Movies and Sounds.
3. Thuc hién mot trong cac cong viéc sau:

Pé chén am thanh tir Clip Gallery, kich Sound tir Gallery, sau d6 dinh vi va
chén am thanh ma ban muon.

Pé chén am thanh tir mét vi tri Khac, kich Sound from File, dinh vi dén thu
muc chita Am thanh, va sau dé kich diip vao 4m thanh ma ban mudn.

Biéu twong am thanh ¢ xuat hién trén slide.

4. Moét thong bao duoc hién thi. Néu ban muén am thanh duoc choi tu dong khi
ban chuyén dén slide, kich Yes; Néu ban muén am thanh choi chi khi kich vao
biéu tuong am thanh trén slide, kich No.

5. Xem tru6c am thanh trong ché dé hién thi thong thuong (normal view), kich
dip vao biéu tuong 4am thanh.

Ban c6 thé thay doi cac thuéc tinh ctia né bang ctra s6 Custom Animation
Chen video lén slide
1. Hién thi slide ban mu6n chén am thanh vao.
2. Chon Insert/ Movies and Sounds.
3. Thuc hién mot trong cac cong viéc sau:
Dé chen video tir Clip Gallery, kich Movie from Gallery, sau dé dinh vi va chén
video ma ban muon.
Pé chen video tir mot vi tri khac, kich Movie from File, dinh vi dén thu muc
chira video, sau do kich dip vao tép video ma ban muon.
4. Mot thong bao xuat hién. Néu ban muon doan phim choi tu dong khi ban
chuyén dén slide, kich Yes; néu ban muon doan phim chi choi khi ban kich
chuot vao biéu tuong ciia né khi trinh chiéu, kich No.
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5. Pé xem doan phim trong ché do thong thuong (normal view)kich didp vao biéu
tuong doan phim.
Ban c6 thé thay déi cac thuéc tinh ctia né bang ctra sé6 Custom Animation
Chen cac doan am thanh CD (CD audio track) lén slide
Luu y 12 ban khong can phai dua dia CD vao 6 CD-ROM dé thuc hién duoc cong viéc nay.
1. Hién thi slide muo6n chen.
2. Chon Insert/ Movies and Sounds, sau d6 kich Play CD Audio Track.

3. Chon doan am thanh va cac lua chon thoi gian ma ban mudén, va sau do kich
OK.

P
Biéu tuong CD L‘-.ﬁ xuat hién trén slide.

4. Mot thong bao xuat hién. Néu ban muén CD choi tu dong khi ban chuyén dén
slide, kich Yes; néu ban muon CD chi choi khi ban kich chuét vao biéu tuong
cua n6 trong qua trinh chinh chiéu, kich No.

5. Pé nghe thir trong ché d¢ théong thuong (normal view), kich dip vao biéu
tuong CD.

Ban c6 thé thay doi cac thuéc tinh ctia né bang cira sé6 Custom Animation
Thiét lap cac lua chon cho am thanh va video choi trong khi trinh chiéu slide

1. Chon biéu tuong video hoac am thanh ma ban muén thiét lap lua chon.

2. Chon Slide Show/Custom Animation,sau do kich chon thanh Multimedia
Settings.

3. Chon cac lua chon ma ban muén, hoac kich More Options.

Custom Animation @g]

Check bo animate slide objects: =
[w Title 1 Hot FOWERFQINT
W Text 2 R 5 Cancel
O 0 Prewview
Ca iy e ki b e e
[m] [m] m]
aE

Order & Timing ] Effects ] Chart Effects Multimedia Settings

- : oy
W Play using animation order Mare Options. . ‘

while playing: ' Pause slide show

* Continue slide show

Stop plaving:  * After current slide
™ After ’_ 5 ks I Hide while nat playving

Xdc dinh thuoc tinh phim va dm thanh
Play using animation order: xuat hién theo tha tu
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While playing: Pause slide show: nguing trinh chi€u cac slide k€ ti€p trong khi choi

Continue slide show: ti€p tuc trinh chiéus cac slide k€& tiép trong khi choi

Stop playing: After curent slide: ngling choi sau slide hién hanh

After ... slide: ngting choi sau mot so slide

Hide while not playing: 4n khi khong choi

Mowvie Options E]g

Play options
[+ Loop until stopped

[ Rewind movie when done playing

Taokal plaving time: 00
File: E\SACIPTHOD ~1\PTHOD, AYT

(] 4 | Cancel

Xdc dinh lua chon cho phim va dm thanh

Loop until stopped: lap cho dén khi dirng

Rewin movie when done playing: tua lai hinh anh khi két thic
Chen anh GIF dong lén slide

anh Gif dong la mot tép chita moét loat cac anh Gif (Graphic Interchange Format)
ma duoc hién thi lién tuc rat nhanh béi trinh duyét Web dé sinh ra hiéu ing hoat
hoa.

1.
2.

Luuy

Hién thi slide ban muén chén anh dong.

Lam mot trong cac cong viéc sau:

Pé chén mot anh dong Gif tir Clip Gallery, kich nit Insert Clip Art trén
thanh cong cu Drawing va sau do chon thanh Motion Clips.

Pé chen anh Gif tir mot tép tin, chon Insert/ Picture/ From File.

. Thuc hién mot trong cac cong viéc sau:

Néu ban chon Insert Clip Art trong buée 2, kich vao anh Gif don ma ban mudn

chen vao slide, va sau do6 kich nit Insert Clip £l trén thanh lénh méi xuat
hién.

Néu ban chon From File (Insert/ Picture) trong buéc 2, dinh vi dén thu muc
chita anh dong Gif ma ban mudn chén, va Kich dip vao bic tranh.

. Dé xem truée anh dong sé hoat dong ra sao khi trinh chiéu, chon ché do trinh

chiéu Slide Show.
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o anh dong GIF chi choi trong khi trinh chiéu, hoac khi ban xuat tai liéu lén
trang web va xem & trinh duyét web. Ban khong thé xem né khi ¢ khung nhin
thiét ké hoac thong thuong.

« Khong thé chinh sira anh dong bing cac cong cu cu cua PowerPoint.

Chén so dd td chirc: (Organization Chart)

” File Edit Mew | nsert Format Tools Slide Show Window Help

“ 0= |§ 23 MewSlide.. CEWM | v o | B @ |
” Times MNew Roman Duplicate Side I u & | =
Slide Number ]

Cate and Tme...
Tgn
Syl

Ll to add title

Slides from Files...

Slides from COufline. ..

IR (7o

Teuit Box '@ Erom File...

Moyies and Sounds @

AutoShapes
(il chart.. =
) Organization Chart
Chbpct...

) Al niordart..
WY Hinerlink.,  GHHE

@ From Scanner
m hMcrosoft ifiard Table...

Vs
Cheén so do té chiic

Chon Insert \ Picture \ Organizati’w

Trong clra s6 tao so do t6 chifc, chuong trinh Microsoft Organization Chart s& gitip ban tao
ra cac so do tuy y. Khi tao xong so do, can chon File \ Close and Return to... Trén man
hinh PowerPoint, khi muén hiéu chinh so d6, ban kich diip chudt vao so dé dé md lai cira
s6 Microsoft Organization Chart

=% Microsoft Organization Chart - [Dbject in Presentation2]
[f Fila Edit “iew Styles Text Boxes Lnes GChart Window  Help — =] x|

IT Al Ql Subordinate: £5 I —:Co-worker Eo-worker:—l:ll tanager: 03 I Assistant: I:I-||

Chart Title

Type name here

Type title here

=Camment 1= —
=Comment 2=
Type name here R SI=R =TT =R T=r= Type name here
Type title here Type title here Type title here

] | L'Ll

o | Size: 505 | [ [

Cita s6 so do té chiic
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THIET LAP BIEU PO

Chén biéu dé

PowerPoint ciling giong nhu Word hoac Excel. Trong phan nay chi gidi thiéu lai nhiing
budc chinh nhu sau:

Chon Insert \ Chart.

Man hinh thiét k€ chuyén sang ché do hiéu chinh biéu d6

|87 Fle Edit Vlew | jnsert Format Tools Side Show indow He

D@ H| & Dtewsice.. crvm [ - | @ &[]
” Tirnes Mew Raoman Dopicate Side P | | £
Slide Mumber [
Cate and Time...
Tam
Syl

3 Comment Io a[l[l

Slides fom Fles.. |
Slides from Cutiine... |

to add te)

-

Ficture
Text Box

Mowies and Sounds

Object...
WL onerinh.. Gl

-
M& cita s6 biéu do

Nhap di liéu vao bang Datasheet, ﬁlixong phap nhap giong nhu trong Excel.

90
o\ |———— 7T
70
60
1 O East
. 40 — o West
i a0 — O Mertk
20 —
10 ]
oL
H 151017 g Prezentation2 - Datasheet
i7///////I/III/III///////A A B C D E F
1st Otr Znd Otr |3rd Ot |4th Otr
-------------------------- 20.4 27.4 90 20,4
30,6 38,6 346 31,6
459 46,9 45 43,9
I |
17|
| Blush

Nhdp dit liéu cho biéu do
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Chon dang biéu dé
Menu Chart \ Chart Type.

Trong ctta s6 Chart Type, chon dang biéu d6 trong khung Chart Type va chon kiéu biéu do6
trong khung Chart sub-type. Sau d6 kich nut OK

I= Microzoft PowerPoint |0 =
File  Edit Mew Insert Format Tools Data | Chart Window Help

W= | & Chart Area 0 chertTpe. @ 7
Chart Cptions... [ —r—
[iveac e | v, w
EE Presentation2 Add Treie...
3-DViaw...

: wJﬁ»/mf13M»ﬂ/ﬁ///////////////////////////////#

H an oEast
P00 m e oiest
P n ollerik

; Istfir 2md §ir 3rd Br 40k 7
) ]
O=mogq

| Slide 1 of 1 | Elush
®
Mo cita sé’@? dang biéu do

o\

R RN

-

S
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Chon kiéu biéu do thich hop, kich niit OK.

IS Microsoft PowerPoint - |O] x
“ File Edit “Wew Insert Format Tools [Data | Chart Window Help

“ O | & Chart Area

Chart Options. ..
“ Impact -l =B gt
EE Presentation2 A Trendlife..

3-Diew...

. mjt%/tm]ta”g/nnﬁ//////////////I//I//I//I///////‘ ]
o .
0"
1]
0
_ an oEast
| £ 1] miest
Q n Olerth
n e
1]
(]
ISt Zmd Qi 3nd QI AIW QK [ |
‘A 1 % %
ERaT | W
A Sl 1 of 1 | Blush i
M cita s6 noi dung ciia biéu do
Chatt bype: Chatt sub-type:

i

.

Clustered column with a 3-D visual effect,

ptions
I™ Apply to selection
I™ Defaulk Formatting

Press and hold ko view sample |

El et as defaulk chart | o4 I Cancel |

Ctta s6 chon kiéu biéu do

Nhap tiéu dé cho biéu dé:
Chon Menu Chart \ Chart Option
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Nhap tiéu dé va noi dung Chart vao ctta s6 Chart Option

Vao trinh don Format \ Font.

Chon lai kiéu chit, kich ¢8,...click OK

Luuy:

Khi mu6n chon Font cho cé biéu do, phai kich chon biéu do.

Muén chon Font, mau cho d6i tuong nao trong biéu do6, can kich chon doi tugng do roéi
chon lai Font, mau binh thuong.

Khi hiéu chinh biéu dé xong, kich vao vi tri trong trén man hinh thiét k& dé két thic, bang
Datasheet s& 4n di va man hinh thiét k€ trd lai binh thudong. Khi muén téi hiéu chinh, kich
dip chuot vao biéu d6 dé chuyén sang ché do hiéu chinh.

THIET LAP HIEU UNG

Thiét 1ap hiéu img cho ddi tugng trén slide.

Nhu ban di thdy qua cdc chuong trinh Demo, PowerPoint c¢6 thé tao hiéu ting hoat hinh
cho tiing doi tuong theo thit tu trén moi Slide.Do d6, néu ban dang & ché do thiét k& (View
\ Normal)ban c6 thé thuc hién nhu sau:

MO ctra s6 Custom Animation:

Kich chon Slide Show \ Custom Animation (hoac Right Click tai d6i tuong va chon

o N 1 7 XI
Tiéu de
bléu do ; | fes | Gridlines | Legend | Data Labels | Daka Tablel
Cham title:
| ¥ 100
Category (1) axis: 0
Tiéu dé 60 it
t Series (%) axis: 40 OEAS
ru\c | 20 m West
hoanh Yalug (2) axis: o JHAHLEL O Harth
| 55 8 2
LN A Mt = = =
Tiéu de ==X &
truc
tung
@ | Ok, I Cancel

Nhdp néi dung ciia biéu do

Custom Animation)
Trong ctra s6 Custom Animation, kich chon bang Order & Timing.
Thiét lap thi tu hiéu dng:
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Trong cira s6 Custom Animation

Custom Animation 7]

Animation order

3. Freeform 3

Timing |EFFects I Chart Effects I Play Settings I

Slide objects without animation - Start animation
Freeform ¢ - Don't animate
Freeform 5 :

Freeform & o~ Animate
Fresf 7
F:::Fg;m 3 & on mouse click

 Aukomatically, I_E

seconds after previous

event
Thiét ldp hiéu ting

Chon doi tuong : phan Slide objects without animation - chon déi tugng tao hiéu tng, sau
d6 bam nit Animate

Cac doi tuong duoc chon xuat hién trong cira s6 Animation order, cdc doi tuong s& xuat
hién trén slide theo thit tu tir trén xudng dudi, tai day ban c6 thé thay déi thit tu xudt hién
doi twong bang hai nit Move up va Move down (hai niit hinh mii tén bén canh hop doi
tuong)

Doi v6i PowerPoint 2000 tit ca cdc doi tuong trong Slide hién hanh s& hién thi trong
khung Check to Animate Slide Objects, ban can kich ddanh d4u vao khung vuong cua cac
do6i tugng muon tao hiéu tng.

Khi kich vao tén ctia doi tuong, bén clra s6 View doi tugng duoc chon, diéu nay giip ban
phan biét dugc cac doi tugng trén Slide, nhd d6 dé dang thiét 1ap thit tu hiéu dng thich hop
cho chiing

Thiét lap thoi gian bat dau thuc hién:

Custom Animation =

(o4 I
| { Click kD i O O, O
' R o Mo _conea |
1
o o kn DE Prewview |
NP 4

Timing Effects IChart Effects | Play Settings |

Animation order

[£]

—Entry animation and sound ———— - Introduce Eexk
IP.II at once LI
I[No Sound] LI I Erouped by I ']

lewel paraaraphs

= after animation
I | Iy reverse arder

IDDnt Crirn ;I I | nimate atbached shiape

1w-|§@j|ﬁgﬁ:5hgpes- S Tw DO‘|®I-£v£-=
Slide 1 of 1 [ Elush

i
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Sau khi da sap dat ddang vi tri thit tu, kich chon timg d6i tuong va thiét 1ap thoi gian bat
dau thuc hién hiéu tng bén khung Star Animation, c¢6 02 lua chon:

On Mouse Click: khi kich chudt tai vi tri bat ky trén man hinh, hiéu tng s& bat dau dugc
thuc hién. Ché€ do nay rat thich hop dé thiét lap cdc bai thiét trinh.

Automatically: tu dong thuc hién hiéu tng sau thoi gian 4n dinh (sau hiéu tng trudc). Thoi
gian dugc tinh bing giay, kich vao hai nit miii tén dé chinh thoi gian. Néu thoi gian bing
00:00 hiéu tng s& duoc thuc hién ngay sau hiéu tng trudc thuc hién xong.

Sau khi chon xong ban kich niit Preview dé xem thir c4c thit tu vira thiét lap.

Luu y:

B0 hiéu tng cho doi tugng: trong khung Animation order chon doi tugng, sau d6 bam nuit
Don’t Animate

boi v6i PowerPoint 2000 do6i tuong nao khong duge danh dau chon trong khung Check to
Animate Slide Objects s& khong c6 hiéu tng, nhu vay dé xod hiéu ting ctia doi tuong ndo
ban kich vao 6 da danh d4u dé xo4 ddu chon ctia doi tuong doé.

Chon dang hiéu tng

Sau khi thiét 1ap thit tu trong bang Order & Timing, kich chon bang Effects clta s6 Custom
Animation (Slide Show\ Custom Animation) dé thiét lap hiéu tng cho céc ddi tuong theo
cac budc sau:

Chon do6i tuong

Kich chon tén d6i tuong can xac lap hiéu tng trong khung phia trén

C6 thé chon nhiéu déi tuong bang cach Giir Shift hodc Ctrl va bam vao doi tugng chon
Chon hiéu ting hoat dinh va am thanh-di kem.

Chon dang hiéu ttng va am thanh‘cho hiéu tng trong khung Entry Animation and Sound.
Mot s6 dang hiéu ting thuong dung (Animation)

Appear: xuat hién

Fly: bay, n€u ban chon Fly thi nén chon lai huéng bay: From left: tir bén trai, Right: tir
bén phai, Top: tir trén, Bottom: tir phia dudi,...

Dissolve: hién thi tir tir.

Peek: hién timg phan.

Spiral: bay luon vong tron

Zoom: (in, out...) phéng to, thu nho...

Cac dang am thanh thudong dung (Sound)
Applause

Breaking

Camera

Clapping

Drive By
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Drum Roll
Explosion
Glass
Gunshot
Laser

Other Sound...: chon tap tin am thanh khéac, néu ban cé tap tin am thanh riéng, ban chon
muc nay dé dua vao. Du ban dé tap tin am thanh & bat ct thu muc nao, khi chép tap tin
PowerPoint di, tap tin &m thanh s€ dugc chép theo.

Néu doi tuong 12 dang chit (Text). C6 thé tao hiéu ting cho ca doi tuong cliing mot lic (All
to One) hoac theo thit tu tung chit (By Word), tung tir (By Letter) trong khung Introduce
Text.

Chon bién co6 sau hiéu tng:

Khung After Animation (cdch hién thi sau hiéu ting) c6 céc lua chon sau:

Custom Animation EdE3

Animation order

OK I
£ol Cancel |
Breview |

3. Fresform 3

Timing Effects I Chark EFfects I Play Setkings I

—Enkry animation and sound Introduce kext
IFIy From Left vI INI at once vI
|[Mo Sound] | I croupedby [0 ]
level paragraphs
— &fker animakion
I Inrewverse order
IDDn t Gim LI T | Enimate atbached shape

Chon bién c6 sau hiéu iing
Bang mau: d6i tuong déi sang mau dugc chon.
Don’t Dim: khong thuc hién gi
Hide After Animation: 4n sau hiéu tng
Hide on Next Mouse Click: 4n sau khi kich chuot

Xem thu:

Khi chon hiéu ting ban nén kich niit Preview dé xem thir va sau d6 c6 thé chon lai céc hiéu
ting khéc, hoic c6 thé kich biéu tuong Show dé chay thir Slide hién hanh.

Luu y:
Khi thuc hién chon cdc hiéu tng am thanh, ban nén gin loa (Speakers) vao mdy tinh dé
kiém am thanh.

Tao hiéu itng cho biéu dé

Sau khi tao biéu do, c6 thé thiét 1ap hiéu tng cho ting chi tiét trong biéu d6 nhu sau:
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Thiét lap thi tu hiéu Gng:

Biéu do ciing 1a mot d6i tugng trong Slide, nén ban van thiét lap thit tu hiéu tng mot céch
binh thuong trong bang Order & Timing.

Thiét 1ap hiéu itng cho biéu do

Sau khi kich chon tén biéu d6 ban m& bang Chart Effects dé thiét 1ap hiéu tng.

Chon céch thuc hién hiéu tng theo cdc thanh phan khdc nhau ctia biéu d6 trong khung
Introduce Chart Elements.

Tuy timg loai biéu dé6 ma cé nhitng lva chon khdc nhau. Vi du loai biéu d6 theo cot
(Column Chart) s& cé cdc muc sau:

All At One: hiéu tng mot 1an cho cé biéu do.

By Series: theo ting loai cot

By Category: theo ting nhém cot

By Element in Series:theo thit tu ting loai cot

By Element in Category: theo thit tu titng nhom cot

Ban c6 thé kich chon tiing muc va kich niit Preview dé xem tru6c cach thuc hién hiéu tng
cua tung lua chon.

Chon dang hiéu tng trong khung Entry Animation va khung After Animation ciing giong
nhu chon hiéu tng cho cac doi tugng khac da trinh-bay trong trang trudc.
Tao hiéu ung cho phim va am thanh

Khi chén mot tap tin phim va 4m thanh vao trong Slide (Insert\ Movie and Sounds), mac
dinh doi tuong nay da duoc thiét 1ap cde thong so dé hoat dong, tuy nhién van c6 thé kiém
soat tung chi tiét cua cac doi tuong nay nhu sau:

Chon bang Multimedia Settings trong ctta s6 Custom Animation va chon céc thong so sau:
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Custom Animation

Check ko animate slide objects: . =
Iw Title 1 HOC FOVE RFOINT
I Text 2 o TE™ o ﬂ
] o Preview
s iy e cphim by i
m] [m} m]
N
Crder & Timing | Effects | Chart Effects  Multimedia Settings
" i o
[+ Plawv using animation order More Optians. .. |
While playing: © Pause slide shiow
f* Continue slide show | J
Stop playing:  ©* Afker current slide
 fter g clides [ Hide while nok playing

Tao hiéu ung cho phi
Playing Using Animation Order: chay theo thu tu cé_g:}@gu ung trong Slide.
Pause Slide Show: tam dung céc hiéu ting khac @ﬂ‘g khi chay.

Continue Slide Show: van ti€p tuc chay céc*l@ tng khac trong khi chay.
After Current Slide: dirng sau khi trinh ¢ } xong Slide hién hanh.

Hide While Not Playing: 4n trong lﬁc@png chay

Trong muc More Option c6 2 h'ra'&l. n

Mowie Options E| PX|

Play options
[v Loop until stopped

[ Rewind movie when done playing

Taokal plaving kime: 06
File: ENSACVPTHOD ~1\PTHOD, AYT

] 4 | Cancel

Loop Until Stop: chay lap lai cho dén khi c6 1énh ding

Rewind Movie While Playing Done: tr6 lai khung hinh dau sau khi chay xong.

Luu y:

D6i tugng phim va am thanh van c6 thé thiét 1ap cdc hiéu tng binh thudng nhu cic doi
tuong khac

Néu thiét l1ap thoi gian trinh chi€u cta Slide 16n hon thoi gian clia phim dé dam bao khong
bi lat trang khi phim dang chay...
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CHEN NUT DIEU KHIEN

PowerPoint cho phép chén céc niit diéu khién chuong trinh mot cdch tu dong ma khong
can phai lap trinh thém. Dé cheén céc niit (Button) c6 thé thuc hién nhu sau:

Chén nut diéu khién trén toan bo cac trang

View/ Master/ Slide Master

PowerPoint kém theo mot kiéu dic biét cua slide duoc goi 1a Slide Master. Trong ché do
Slide Master cdc thuoc tinh ctia vian ban duoc diéu khién nhu phong chit, c& chit, mau chit,
ciing nhu mau nén, cdc hiéu tng dic biét nao d6 nhu 1a tao béng hay kiéu cuia niit.

Slide master chtra cdc ving van ban, cudi trang nhu la ngay thang, gio, va so trang cho
slide. Khi ban cin c6 su thay déi trén toan bo cdc slide, ban khong can phai thay déi trén
céc slide riéng 1€, chi viéc tao su thay déi trén mot slide trong ché do slide master, va
PowerPoint s& tu dong thay ddi trén toan bo céc slide con lai, va trén cdc slide méi thém
sau d6. D€ thay déi dinh dang cho vin ban, hiy chon vin ban trong cdc khung vin ban va
thay déi cdc dinh dang ban mu6n, diéu d6 s& an dinh choan bo cic slide hién tai va cdc
slide méi s& thém sau d6. Chang han, néu ban thay mau clia viing van ban tiéu dé thanh
mau xanh, thi toan bo tiéu dé cua tat ca céc slide s& 12 mau xanh.

St dung Slide master dé thuc hién nhitng cong viéc sau: chén tranh, thay déi mau nén,
diéu chinh kich c¢& cac khung vin bane, bi€u do..., thay déi vé kiéu, kich c¢d va mau.

Néu phdi thém anh hay van ban - chang han nhu-tén cong ty hay logo - xuat hién trén tat
ca cac Slide, hay thuc hién n6 trong ché€ do slide master. Doi tuong xuét hién trén toan bo
céc slide va & cing mot vi tri nhu ban da thiét k&. D€ nhap mot doan van vao tat ca cdc
slide, hdy nhap doan van trong ch€ do slide master bang cach kich vao nit Text Box trén

thanh Drawing = | khong nén go trén cdc hop van ban cé san.
ChonView/ Master/ Slide Master
Chon Slide Show\ Action Button \...

Slide Show  Window  Help

T view Show F5 il e

Cnline Broadcast 4
Set Lp Show. ..

4

-

' —H Ackion Butkons

Preset Animation k
- Eg% Cuskom Animation, ..

A
il
=]
o

Custaorm Shows, ..

»
W

Chen nuit diéu khién

Kich chon loai nit (Button), sau d6 kich va ré chuot trén man hinh dé tao button
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Title Area Far Autolayout:

Click to edit Master title style

- Click to edit Master text styles
I Second level
m Third level

m Fourth level
Fifth lewel

Oblectﬁreaforﬂg e
T TDateArea t T Footer Area : #
+ odatetime: i+ H Amitar: H ]

Tao niit trén tdt cd cdc slide
Sau khi tao Button xong ban s& thdy hién thi ctra s6 Action Setting dé thiét lap cong dung
cho Button.
(Ban c6 thé goi clta s6 Action Setting tit Menu Slide Show \ Action Setting)
Trong Action Setting c6 02 bang Iua chon dé thiét 1ap bién c6:

Action 5ettings

| Mouse Crver I

—Action on click
" Mone
& Hyperlink to:

[ et siide i

I Wse relative path Far by perink:

 Run program:

| BFotse, |

£ T machas

| I~
= Shiect action:
| =
™ Play sound:
I[No Sound] LI
I | Highiliahi click
Cancel |

Thiét ldp kiéu hanh dong ciia niit diéu khién
Mouse Click: Bién co6 kich chuot
Mouse Over: dua tro chuot dén
Tiic 12 phéi kich trén d6i twong (Mouse Click) hay chi cin dua trd chudt dén doi tuong dé
thuc hién 1énh.
Trong khung Action On... c6 c4c 1énh sau:
Hyperlink to: (Lién két dén...)
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Click m¢ khung Hyperlink dé lua chon lénh:
Next Slide: dén trang sau

Privious Slide: vé trang trudc

First Slide: vé trang dau

Last Sldie: dén trang cuo6i

End Show: két thic trinh chiéu

Run Program: (chay chuong trinh khac)

Nhan duong dan va tép tin chay chuong trinh, hodc kich nit Browse dé tim chon tép tin
Object Action: tuy ban chon loai doi tugng nao ma s€ cé cac 1énh khac nhau

Play Sound: am thanh

Kich m& khung dé chon loai am thanh

Khi thi€t 1ap xong, kich nit OK

Chén nut diéu khién trén 1 trang

Trong ché do thiét k& ®
Chon Slide Show\ Action Button \... ()Q
[E Microzoft PowerPoint - [Presentationd] N —|Of = %
” File Edit Miew |nzert Format Tools | Slide Show Window  Help _|5|i|
IDEd &V & @@ Hiewsor 2
Rehearze Timings E o= :
“ Impact : = | = ;
Record Marration...

Set Up Show...
Wiew On Two Screens...

Freset Animation
fg% Custom Snimation...

Animation Freview

Action Button: Return
Slide Transition... :

Hide Siide

Custom Shows...

Cheén nuit diéu khién

Kich chon loai nit (Button), sau d6 kich va ré chu6t trén man hinh dé tao button
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- [ Microsoft PowerPoint - [Presentation4]
File Edit “Wew |hsert Format Toolzs Slide Show Window  Help

nvﬁvl%%ﬂﬂ-lﬁ

Times Mew Roman | £ | B 7 U = |— = =

[
Q Il

IID

\;rq
|Auh08hapesv\\q|:|0-‘| ‘_ﬁ‘&

| o

Dat niit diéu khién trén Slide

Cac bude duge tién hanh hoan toan tuong tu nhu doi véi viéc thém nit cho toan bo cac
slide

Chi y: Ban c6 thé kich chon Button hoic bt ci d6i tuwgng nao trong man hinh thiét k& dé
thiét lap diéu khién bang cach chon déi tugng c’ﬁQJ\ao diéu khién, sau d6 vao Slide Show\
Action Settings va thiét 1ap diéu khién. 0

Pé x04 c4c doi tugng ma ban da tao tron @ do slide master ban can phai xoa doi tugng
dé6 trong ché do slide master (View/Mas lide Master)

Thoat khoéi ché do Slide Master: l}&@h Ot vao niit thiét ké€ hoac View/ Normal

LAM VIEC VGI ANH VA PHIM KY THUAT SO

Ban c6 thé chén anh va phim ki thuat s6 dudi dang cdc tép tin va cdc bang video da dugc
ghi lai, va d6 1a cach lam thong thuong nhit ma ban da duoc biét qua phan Cheén nhac, am
thanh, video, va anh GIF dong. Tuy nhién, cé nhiing trudng hgp ching ta can trinh chiéu
nhitng hinh anh chua thé chuyén thé sang cdc dang tép tin. Va phin nay sé gitip thuc hién
diéu do.

Quét anh

Pé 1am duogc diéu nay, thi€t bi clia ban (mdy quét hodc camera s6) phai dugc két néi dén
mady tinh cuia ban va thuong thich TWAIN. Ban ciing nén kiém tra xem phan mém thiét bi
c6 tuong thich TWAIN hay khong.

TWAIN: I giao dién xuyén nén stt dung dé thu nhitng hinh anh dién tir da dugc thu bdi
may quét hay camera s0, va cdc bo mach thu anh tir video. V6i viéc ho trg TWAIN, ban

c6 thé quét anh truc ti€p vao chuong trinh Microsoft Office tir mdy quét hodc canera so
ctia ban.
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Mot s6 thiét bi ¢6 nhiéu hon mot chuong trinh phdn mém cai dat. Néu ban khong chac
chén phan mém nao twong thich TWAIN, hdy kiém tra tai liéu di kém hodc lién hé véi nha
cung cap thiét bi.

1. Hién thi slide ma ban mudn chén anh da quét.
2. Thiét 1ap anh trong thi€t bi quét.
3. Chon Insert/ Picture/ From Scanner or Camera.

Néu ban c¢6 nhiéu hon mot thiét bi két ndi dén may tinh ctia ban, phan dudi Device chon
thi€t bi ma ban muoén st dung.

4. Lam mot trong nhitng cong viéc sau:

Neéu thiét bi Iya chon 1a may quét va ban mudn su dung cac thiét 1ap mac dinh cho viéc
quét anh, kich Web Quality (n€u ban trinh chi€u tai liéu trén man hinh) hoac Print Quality
(néu ban in tai liéu), va sau d6 kich Insert dé quét anh.

Néu nhu thiét bi clia ban khong phai 1a mdy quét (chiang han 12 mot camera s6) hoic ban
muon tuy chinh bt cit mot thiét 1ap nao trudc khi quét anh, kich Custom Insert. Va thuc
hién theo huéng dan di kem thiét bi ban dang sir dung.

Khi hinh anh duoc hién thi, c6 thé thuc hién mot vai thay doi ma ban muon.

Biang cich sir dung cdc cong cu trén thanh cong cu Picture, ban c6 thé cit anh, diéu chinh
do sang, do twong phan, va mau sac, va thuc hién cac dié€u chinh khac.

Ghi chii: Nt Insert c6 thé khong kich hoat v6i mot s6 may quét do phdn mém mdy quét
khong hé tro trinh quét tu dong. Hay sir dung it Custom Insert d€ thay thé.
TAO CAC KET NOI SIEU LIEN KET
Tao dudng két ndi t6i mot d&n mot phan cua tai hiéu
1. Chon doan vin ban hoic doi tugng ban muon thé hién két noi.

2. Kich nut Insert Hyperlink %
3. Kich nut Place in This Document.
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Edit Hyperlink

Lirk £ Text to display: |HE||: ScreenTip. ..

o, Select a place in this dacument: Slide preview:
£l
rg Firsk Slide ~ b
Leoc sl HoC FOWERFOINT
Mext Slide

; . m Hige. hige nika, hge m 3
Previous Slide

—|- Slide Titles
1. Hoc powerpioink

(2} Hoc powerpoint
{3} Hoc powerpoint ¢

Y Hee meisiarmmink

Remove Link O, | Zancel

%
Tao két noi tron@iéu
z . - pe LNd RS [ N e
4. Trong danh sach, chon slide hodc cic dléktrmh chiéu ma ban muodn

5. D¢ dn dinh chi thich khi ban dimg
sau d6 gb nodi dung chd thich. .
O

Néu ban khong xac dinh chd thi

Set Hyperlink ScreenTip

ScreenTip bext:

Mobe: Custom ScreenTips are supported in Microsoft
Internet Explorer version 4.0 or later,

Ok | Cancel

Tao chii thich cho két noi siéu lién két

6. Kich OK.

7. Dé xem két noi hoat dong ra sao, chuyén sang ché do trinh chiéu Slide Show

Tao mot két néi téi mot dia chi e-mail

ot tai vi tri két noi, kich nut Screen Tip va

ch thi duong dan hoic dia chi clia né dugc sir dung.

Khi ban kich mot két n6i dén mot dia chi e-mail, néu ban ¢6 mot chuong trinh e-mail da
duoc cai dat, mot thong bao e-mail message dugc tao véi dia chi chinh xac trong dong To:

1. Chon doan van hoac d6i tugng ban muon hién thi két ndi.

2. Kich Insert Hyperlink %
3. Duéi Link to, kich E-mail Address.
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4. Trong hop E-mail address, go dia chi e-mail ma ban muén két ndi tGi
5. Trong hop Subject, gd chu dé cta E-mail.

Nhé ring trinh duyét Web va chuong trinh E-mail c6 thé khong nhan ra dong
Subject

6. D€ 4n dinh chu thich khi ban dimg chuot tai vi tri két néi, kich nit Screen Tip va
sau d6 g6 ndi dung chu thich.
Néu ban khong xdc dinh chi thich, dia chi e-mail va dong chu dé dugc sir dung 1am
chu thich.

7. Kich OK.

8. Dé xem két noi hoat dong ra sao, chuyén sang ché do trinh chiéu Slide Show.
Ghi chi: Ban ¢6 thé tao két n6i dén dia chi e-mail bing céch gd dia chi 1én slide va
mot két noi duogc tao tu dong.

Tao két ndi dén trang khac, tép khac, hay dia chi web

Ban c6 thé tao két noi dén bat cit kiéu tép tin ndo da dugc tao, nhu lad tép vin ban word,
tép tin PowerPoint, Excel, Access hay trang Web. Ban ciing c6 thé tao két n6i dén mot tép
mdi. Sau khi ban da xdc dinh mot tén cho tép mdi, ban c6 thé md tép d6 dé sira ngay lap
tic, hoac md lai n6 sau d6. Du sao thi, mot tép méi cling duogc tao ra.

1. Chon doan vin ban hodc d6i twong ban muén hién thi két noi.

2. Kich nit Insert Hyperlink %
3. Thuc hién mot trong cic cong viéc sau:

Dé két noi dén mot dén mot tép tin c6 sdn hoidc trang Web, dudi phan Link to, kich
Existing File or Web Page.

Dé két noi dén mot dén mot tép tin mdéi, dusi phan Link to, kich Create New
Document.
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Edit Hyperlink

Lirk, ko Text to display: |H.§|: ScreenTip. ..

=

=

FQ Type the file or Web page name:
Y |

Or select From lisk;

Recent
Files

Browsed
Pages

Inserted
Links

Remaove Link, Cancel

Browse For:

Aimyself,doc - File. ..
CileTemp.doc —

E:iMy Documents From C Drivel My Documents!Sar Web Page...
E:giaootrinhl A0 CoSolPhand_Ward doc =

A TempdS, Doc

E:\My Docurmnents From C DrivelMy DocumentsiSa

E:giaookrinbl SAC baikap) word, doc
ANExcelz, doc

Zi\Program FilesiMicrosaft Office TemplatesiPres
E:\giaootrinki 340 baitapt power point 1. pp ﬂ Bookmark. ..

4. Thuc hién ti€p mot trong cac cong viéc

Tao két noi déh@l’ khdc

A

Néu ban chon Existing File or Web\@e trong budc 3, Xéac dinh va chon file ban

muon két noi.

\

Néu ban chon Create New Do \ent 0 budc 3, gb tén cho tép tin mdi. Banc @ing c6
thé xdc dinh dudng din c
lap tic hay s€ m& sau do.
5. D€ 4n dinh chu thich khi ban dimg chuot tai vi tri két néi, kich nit Screen Tip va
sau do6 go nod1 dung chi thich.
Néu ban khong xac dinh chd thich, thi duong dan hoac URL cua file duoc st dung.

6. Kich OK.

ép mdi, va chon xem ban muén ma tép do ngay

7. Dé xem két noi hoat dong ra sao, chuyén sang ché do trinh chiéu Slide Show.
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Tao két ndi dén mét slide xac dinh trong mot tap tin PowerPoint khac

1.

© NN E B

Chon doan van hoac doi tugng ban mudn tao két noi.

Kich nut Insert Hyperlink %

Duéi Link to, kich Existing File or Web Page.

Dinh vi va chon mot tép trinh chi€u khac c6 slide ma ban muoén két néi.

Kich Bookmark, va sau d6 chon tiéu dé cta slide ma ban muon.

Kich OK.

Pé an dinh chi thich khi ban ditng chuot tai vi tri két n6i, kich nit Screen Tip va
sau d6 g6 ndi dung chu thich.

Néu ban khong xéc dinh chd thich, tiéu dé cta slide dugc sir dung.

Kich OK.

THIET LAP TRINH DIEN

Trudc khi trinh chi€u, ban can thiét 1ap ché do chuyén doi tir trang nay sang trang khac va
céc dang kiém soét trinh chi€u nhu sau:

Chuyén dai giira cac trang:
Mo trinh don Slide Show \ Slide Transition...

Chon hiéu ting chuyén doi trang trong khung Effect. Trong khung nay con c6 03 muc
chon vé t6c do chuyén doi trang:

Slide Transition EE
rEffectc——— Apply ta Al |
Apply

5 5law ) ediuny ) Fast
— Adwvance Sound

V' on mouse dlick I[ND Sound] j

I™ Automatically after I= | L il ek s

I seconds

Ciia s6 chon kiéu chuyén doi Slide

Slow: cham

Medium: Trung binh
Fast: nhanh
Sau moi khi chon lua hiéu ting s& duogc chay thir ngay trong khung Effect.

Trong khung Advance c6 02 lua chon:
On Mouse Click: kich chuot tai vi tr bat ky dé chuyén sang trang ké ti€p.
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Automatically After: tu dong chuyén trang sau mot thoi gian x4c dinh. Ban xéc lap thoi

gian ngay trong khung bén dudi, thoi gian hiéu tng ctia cac d6i tuong trong trang.

Thiét 1ap am thanh di kém hiéu tng trong khung Show. Cong viéc nay ciing tuong tu nhu
chon am thanh hiéu tng cho céc doi tugng khdc, vin c6 thé chon mot am thanh ngoai

danh sich tir muc Other Sound trong khung nay.

Ngoai ra trong khung Sound con c6 thé chon dugc Loop Until Next Sound (Lap lai cho
dén khi c6 am thanh k€ ti€p).

Sau khi thiét lap xong kich niit Apply dé x4c lap céc thong s6 cho trang hién hanh hoic
Apply to All dé x4c lap cdc thong s6 vira chon cho tat cd trang trong tap tin

Néu man hinh ctia ban dang & ché€ do Sorter ban sé dé dang nhin thay thong s6 thoi gian

clia cac trang.

Thiét lap trinh chiéu:

Mo trinh don Slide Show\ Set Up Show.

Trong khung Slide ctia ctra s6 Set Up Show ¢6 cac lua chon sau:

Set Up Show K B

—Show type
' presented by a speaker (Full screen)
" Browsed by an individual {window)
€~ Browsed at a kiosk (Full screen)

™ Loop continuousky until 'Esc’

[~ Show without: narrations

[ Show without animation

I | shiavs seralltiar

—Slides

Lo

" From: I_E ji=H I—E

€5 GUsham shiows I LI
—fAdvance slides

T Manually Pen color:

i) Using timings, if present Iﬁ

Ok I Cancel |

Thiét ldp trinh chiéu

All: trinh chiéu tat ca cac trang trong tap tin.

From...to...: trinh chiéu tur trang...dén trang...

Trong khung Advance c6 02 lua chon:

Manully: khong chuyén déi trang theo thoi gian da xdc lap, chuyén déi trang béng trinh

don.

Http://thegioiebook.com

63



Phong Pao tao va CGCN - Vién CNTT- Trung tdm KHKTCNQS

O ché do ndy, sau khi trinh chiéu xong, cdc hiéu tng cia cdc d6i tuong trong trang hién
hanh, man hinh s& dimg lai va hién thi mot nit m& ¢ géc bén trai dé ban kich md trinh don
kiém soat. Trong trinh don nay ¢4 cdc muc sau:

Next: sang trang k€& tiép.

Previous: vé trang truéc

Go\ By Tittle\...: dé trang tuy chon.

End Show: két thic trinh chiéu.

Using Timing, If Present: trinh chi€u véi thoi gian trang da duoc thiét 1ap

Trong khung Show Type c6 cac lua chon sau:

Presented By a Speaker (Full Screen): trinh chi€u ddy man hinh

Loop Continuouslly Until “ESC”: chay lap lai lién tuc cho dén khi gd phim ESC.
Show without Animation: khong trinh chi€u hiéu ting

Tuy titng muc dich ma ban thiét 1ap cac lua chon khac nhau.
Sau khi thiét 1ap xong kich nit OK

D¢ trinh chi€u ban nhan phim F5 hodac mo trinh don Slide Show\ View Show dé bt dau
trinh chiéu.
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LUU VA DONG GOI TAP TIN
Chuan bi va trinh dién

Luu thanh tap tin dé trinh dién (.pps)

Khi thi€t k& xong, dé tién st dung trong viéc trinh dién, ban nén luu tap thanh dang
PowerPoint Show nhu sau:

Chon File \ Save as

Save As

Save in: ID PhangT

Cancel

1

[~ Embed
TrueType

File name:  |nut j

Save as bype:

Windows MekaFle
Oouting/RTF
Presentation Template
PrawerPaink Show

PowetPoint 95 & 97 Presentation "| Blush 4

Luu tdp tin
Trong hop thoai Save As, chon dang tap tin PowerPoint Show (.pps) trong khung Save as
Type
Sau do6 kich nut Save

=

Tap tin dang .pps chinh 1a tap tin ban dung dé trinh dién, vi khi chay tap tin ndy ban khong
can md lai PowerPoint.

Dé dua chuong trinh di trinh dién & mdy tinh khac, ban chi can chép theo tap tin dang .pps
(mdy tinh trinh dién can phai ¢6 san chuong trinh MS. PowerPoint, néu khong ban phai
dong goi tap tin - xem ké ti€p)

Tao biéu tuong cho tap tin:

Dé viéc trinh dién c6 tinh chuyén nghiép, ban nén tao cho tap tin can trinh dién mot biéu
tuong trén man hinh Windows, khi muén trinh dién chi cin kich vao biéu tugng nay la
chuong trinh c6 thé bat dau ngay. Céc budc tao biéu tuong nhu sau:

Kich chudt phai tai khoang trong man hinh Windows va chon New\ Shortcut.

Kich nit Browse va tim chon tén tap tin dang.pps muon trinh chiéu (trong cira s6 Browse
ban nhé chon muc All File trong khung File of Type dé hién thi tén tap tin dang.pps).Kich
chudt vao nut Next.
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Nhap tén cho biéu tugng trong khung Select A Name for the Shortcut (néu mudn déi tén)
sau do6 kich chudt nut Finish.

Bi€u tuong vira tao s€ hién thi trén man hinh Windows, kich vao biéu tugng nay dé bat diu
chay chuong trinh.

Chuyén tap tin thanh Web

Dé dé dang chuyén tai nhiing trang trinh dién clia PowerPoint Ién Internet ban s& chuyén
cac trang nay thanh dang trang Web (dang .htm).

Tru6c khi chuyén tap tin thanh dang Web ban c6 thé xem cac Slide duéi dang Web bing
cach chon File\ Web Page Preview.

Chuyén tap tin thanh dang Web

Chon File \ Save as.

Trong hop thoai File\ Save as, chon dang Web Page (*.htm, *.html)

Click OK dé bét dau chuyén déi

Khi chuyén doi xong, chuong trinh s& tao ra 02 phan chinh:

01 tap tin xxx.htm(xxx 12 tén tap tin PowerPoint ban da chuyén thanh dang Web). Tap tin
nay giong trang chu cuia mot Website, moi 1an can chay chuong trinh ban chay tur tap tin
nay

01 thu muc ndm cung thu muc chia tap tin néi trén, thu muc nay chita cdc thanh phan can
thi€t dé€ chay chuong trinh.

Su dung tap tin.htm

Tap tin dang.htm thong thudng duoc mo bang cidc phan mém trinh duyét Web nhu Internet
Explorer, Nescape...

C6 thé md tap tin bang cach Click chuot va tén tap tin trong ctra sé Window Explorer hodc
tlr cic phan mém trinh duyét Web binh thudng.

Tap tin PowerPoint hién thi & dang Web ciing giong nhu thé hién trong man hinh thiét k&
ctia PowerPoint. Céac thao tac trinh duyét cac trang giong nhu cac trang Web binh thuong.

Pé trinh dién c4c trang Web cuia PowerPoint trong moi trudng Web ban click niit Full
Screen Slide Show & gbc phai dudi man hinh trinh duyét Web, cac trang Web sé trinh dién
giong nhu trong PowerPoint.

XUAT TAP TIN
Tao thanh tap tin anh:

C6 thé chuyén céc Slide trong PowerPoint thanh cac tap tin anh bing cdch sau:
Chon File\ Save as

Chon dang tap tin anh trong khung Save as Type

Ciac dang tap tin anh c6 thé xuat hién nhu: .bmp, .tif, .gif,...
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Sau khi click chudt vao nit OK, chuong trinh sé& hoi: Ban ¢c6 muon chuyén céc Slide thanh
dang anh hay khong ? Néu dong y, click chuot vao niit Yes. Chi chuyén Slide hién hanh

thanh dang anh, Click chu6t vao nit No

Né&u ban chon Yes, PowerPoint s& tao ra mot thu muc cétén trung véi tén cla tap tin, va

cac tap tin anh vira tao s€ duoc luu trong do

In cac Slide

Chon File\ Print hoic click chuot vao biéu tugng Print trén thanh ToolBar

Trong hop thoai Print, chon loai mdy in trong khung Name

I Print - nut HE
| r—Printer

Mame:  [EpsonLQ-L170 ESCIF 2 | Properties |

Status: Idle

Type: Epson LG-1170ESCIP 2

Where:  LPT1:

Comment: I™ Print ta file

—Prink range: —Copies
@ 8l Murmber of copies:

" Current slide

= Selection IEI E

= Gustom Shows I

" Slides: I

1,3,5-12

Enter slide numbers andfor slide ranges. For example, ¥ Collate

|

Print what: ISIides j = | Brinit: e slides:
¥ Black & white ™ Scale to fit paper
I Pure black & white [ Frame slides Cancel |
. .
Incac Slide

Chon Properties dé thiét 1ap trang in

Trong khung Print Range, chon All (in tit ca), Current Slide (in trang hién hanh), Slide

(nhap s6 cac Slide muon in)

Chon dang in trong khung Print What: Slide (in trang thiét k&), Notes Page (chi in ghi
chd), Outline View (chi in cdc noi dung tém tit bén khung trai)

Click chuot vao muc Grayscale néu muo6n in trang den.

Sau khi chon xong, click OK dé bat dau in.
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sU DUNG E-MAIL DE GUI TAI LIEU

TRONG MICROSOFT POWERPOINT

Dé glti mot tai lieu vao e-mail truc ti€p tir PowerPoint, don gian ban chi cin kich vao niit

E-mail &=, Mot thong bdo (message) xuét hién cho phép ban gt tai liéu PowerPoint bang
mot trong hai cich sau:

Gtri mot ban sao chép mot slide don: Khi ban gui mot ban sao chép cia mot slide trong e-
mail, slide duoc gtri di du6i dang HTML 1a phan chinh cua message. Nguoi nhan thu ¢6
thé xem slide clia ban trong cdc chuong trinh e-mail ma c6 thé doc céc thong bdo e-mail
dudi dang HTML. Nguoi nhan thu khong can cai PowerPoint trén mdy ctia ho dé xem
slide, du vay thi van c6 mot vai yéu cau vé hé thong cho viéc xem slide ciing nhu 1a gui,
dinh hudéng, hay gii mot slide hoac toan bo dit liéu. Khi ban giri ban sao chép clia mot
Slide, thi message header dugc hién thi trong PowerPoint dé cho phép ban nhap dia chi va
céac lua chon khéc.

(= 5end this Slide | (] £, ' 1 ¥ 2]oOptions Bce From
Ta...
CC...

Subject: First Quarter Resulks

Sau khi gui slide , message header dong lai va tr¢ vé man hinh soan thao PowerPoint.
Danh sdch nguoi nhan, cung véi cdc lra chon va cich tap tin dinh kem duogc ghi cung véi
tai liéu. Néu ban gti lai slide, cdc thong tin cii s& dugc hién thi lai trong phdn message
header. Di€u nay rat hitu ich néu ban gui cdc cap nhat dinh k¥ cua slide cho nhitng ngudi
nhan do.

Néu nguoi nhan dan st dung Micrrosoft Office 97 hoac sém hon, tot hon hét la nén gui
slide nhu 1a moét thanh phan dinh kém trong mot e-mail message. Néu ban gui slide nhu 1a
mot than ctia message, thi cac dinh dang s€ bi mat di.

Gtri tai liéu trong e-mail ¢ thé khong l1am viéc thong qua céng mail dién ti.

Gui ban sao cua toan bo tai liéu: Khi gui toan bo tai liéu, ban phai giri n6 nhu mot
tap tin dinh kém trong mot e-mail message. Ban ciing ¢6 thé muén lam diéu nay khi
nguodi nhan khong c6 chuong trinh e-mail tuong thich HTML. Dé xem tai liéu dinh
kém ban guri, nguodi nhan can c6 PowerPoint 97 hoic cac phién ban méi hon.
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