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Microsoft PowerPoint 2007

TAI LIEU MON HOC

MS POWERPOINT 2007

Muc dich :

Trang bi cac chfc nang  chinh clia PowerPoint dé tao trinh
dién bao céo.

Trang 1/47



Microsoft PowerPoint 2007

o ssa1dp0 M.dnmgue.

BAI 1. CAC CHUC NANG SOAN THAO CO BAN

Trong bai nay, ching ta sé hoc cach sir dung PowerPoint
dé tao file trinh dién co ban.

1. Giéi thiéu Microsoft Power Point 2007

Microsoft PowerPoint la mét phan mém thong dung trong b6 Microsoft
Office diing ho trg dic luc cho viéc trinh chiéu, trinh dién. V4i kha néng
tao file trinh dién nhanh chéng, dep va chuyén nghiép, hién nay MS
PowerPoint la Iuva chon hang dau trén thé gidi khi thuc hién viéc trinh
chi€u. Gido trinh nay stf dung MS PowerPoint 2007 cho cac minh hoa va
hudng dan, tuy nhién sau khi hoc xong, hoc vién hoan toan c6 thé st
dung cac phién ban khac ciia Ms PowerPoint.

2. CAc cai tién ciia Microsoft Power Point 2007

Giao dién hoan toan mdi so véi phién ban trudc dd: Thay vi dua trén vo
s6 menu nhiéu tang, Office m&i bo tri hau hét chirc nang can thiét vao
mot dai bdng to goi la "ribbon” rat hitu dung

Tinh ndng xem trudc trc thdi cua Microsoft Office 2007 cho phép ban
nhanh chéng nhan biét cac két qua dinh dang

B0 giao dién (theme) mdi cia PowerPoint 2007 kém Quick Style cai ti€n
dang k& so vai bd giao dién mau (template) nghéo nan ctia PowerPoint
2003. Cong cu V& hinh SmartArt m&i manh mé han hdn phién ban ci
Ciling nhu cac ing dung Word, Excel, PowerPoint dung dinh dang file
mac dinh dua trén XML goi la Open XML, va mang dudi file la .pptx.

Mot cong cu mdi la SmartArt (cling c6 trong Word va Excel), day la
cong cu dung dé vé hinh thé hién cac méi quan hé, vi du nhu s d6 t6
chirc hay quy trinh c6ng viéc. Ban c6 thé bd sung va tao kiéu dang cho
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cac phan tir SmartArt chi vdi vai nhan chudt va khong ton nhiéu cong
sirc dé tao ra nhirng hinh hoa dep.

Ban cd thé 4p dung nhiing hiéu &’ng dudc cai tién cia PowerPoint 2007
gém tao bong, ndi, xién cho chi va hinh (bao gbm biéu
SmartArt) tryc ti€p tur ribbon.

do va

Ngoai ra PowrerPoint 2007 con c6 nhiéu cdi ti€n  dang gia khac: Tinh
ndng tao bang gid day d& sir dung hon; viéc trao  ddi dif liéu véi cac
(g dung khac trong MS Office ciing dé& dang.

3. Khéi dong Power Point

Buéc 1: Nhap vao nat Start trén thanh cong cu Windows

Buéc 2: Dinh vi con trd chudt trén muc All Programs

Bude 3: Nhap Microsoft Office, Microsoft Office PowerPoint 2007. Man
hinh Power Point  d4u tién xu&t hién va thé hién trén thanh taskbar
cua Windows.

Chay:

o NéEu thudng st dung Ms PowerPoint, ching ta sé that
shortcut cia PowerPoint 2007 trén Recently Used
Programs cta menu All Programs trén Start menu. SU

dung Short cut nay d€ nhanh chéng truy xut PowerPoint
2007.

4. C4c thanh phan co ban

Ciling nhu cac chuadng trinh Microsoft Office khac, PowerPoint c6 cac
thanh coéng cu(Toolbars), thanh thuc  don(Menu bar) va cac Iénh  don
tat khac. Ngoai ra, PowerPoint c6 nhiing cong cu, Iénh  don riéng biét.

Chung ta s€ xem xét cac thanh phan co ban  dudc st dung trong qua
trinh soan thao PowerPoint

¢ Khung Outline, Slide notes, Slide

Trén man hinh soan thao con cé cac thanh phan sau
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Cira s6 Outline thé& hién ciu tric t6 chirc cac khung slide trong
phién trinh bay. C6 thé dung khung nay dé tao va sdp x&p cac
slide.

Cira sé Notes cho phép b6 sung ghi chd trong mdi trang thuyét
trinh. Khung  Notes thudng dung d€ mé ta chi tiét cho ndi dung
khung slide.

Cira s6 Slide: ndi dung can trinh bay ndm & khung nay. Khung
Slide bao gébm van ban, hinh anh, cac doan am thanh ma chiing ta
mudh trinh dién. Viéc soan thdo hau hét tip trung & phan nay.

Khung Task (Task Panes): chifa cac lién két (link) dén cac chirc

nang cd ban thudng st dung. Khung nay  dudc st dung rat nhiéu
trong qua trinh soan thao, gom nhiéu khung: New
File/Presentation/Document, Clipboard, Search and Insert ClipArt.

DE mé khung Task: View->Task Pane

Slides pane Work area (slide
editing area)

Raising Kids

Without Raising Your
Blood Pressure

+ Nz Fa Sepzey e
o canmne (O

DE di chuyén qua lai cac khung nay, chiing ta nhap chudt vao khung
hoac nhan F6.

Menu va cac thanh cong cu (toolbar)

Cac menu va thanh céng cu chlra cac Iénh duing cho viéc soan thao,
trinh chiéu... PowerPoint. Trong qua trinh st dung, ching ta cd thé sir
dung cac Iénh tUr ripbon hay st dung cac phim néng. Mac dinh, man
hinh soan thao PowerPoint cé cac thanh phan sau:
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Clipboard T ||

Close button
Office button Status bar Work area Maximize/Restore button
Quick Access tallbar Title bar Minimize button
oy 9 - U= PresertatiohL - Mictosoft Pawe|Point L 2
Home | et  Desgn  Anmations  ShdeShow  Review  View  Developd ©)
=1 j g::y:n | [ ‘Ll |:=7_7 = H E !H |ﬂu' lL‘P D_j
Vs, -
| e #dbelete (B2 5 &2 afA||===S= X

Shdes

Font

Shapes Arrange L

Diaving

o e a2

Click to add notes

Click to add title

Click to add subtitle

Slide1ofl | "Office Theme™ |

- Title bar: thanh tiéu

mdi file trinh dién.

Dffice button

dé

Ribbon: hoat ddng nhu mot két hgp clia menu bar va toolbar

Office button: M@ Office, chlfa cac menu open, save, print, va tao

Save L,Indu Redo  Customize Quick
x l / Access Toolbar
| Homea | [nsert De

Quick Access Toolbar: chira shortcut cho mét sé tinh nay théng

dung.

dung

Close button: déng (rng dung

Minimize, Maximize/Restore button: thay d6i kich thudc clra s6 (g

Work area: man hinh Iam viéc chinh, dung d€ soan thao file

PowerPoint 2007.
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Thanh Ribbon chifa nhiéu chifc ndng  dugc nhdém véi nhau theo ting
Group.
Office button

Quick Access toolhar

Tabs Contextual tabs

i) d s

1
H Drawing Tools
Tnsert Design Animation: Shide Show R

e
| Layaut - L w 1
| B Law Calibri {Heading: = 44~ | A" A7 || 25|
1w
16

‘l*_ ) & Shape Fill =
[B £ U b & M- Aar||A -

#d Delets
ide s Fant 1 Paragraph

Group Dialog box launcher

LZ Shape Outline = || 3

Shape Effects ~

5. Tao mdt trinh dién don giin

TU PowerPoint chling ta c6 nhiéu cach dé tao mot trinh dién. Ching ta
xem xét cac céch thong dung dé tao:

TU template c6 s3n: cung cap cac khudn mau véi dang cé san.

TU theme 6 san: cung cap giao dién chuyén nghiép tir khudn

mau da c6 san véi mau chif, mau nén, kich cd, font... s& &p vao
slide ciia ching ta.

TU mot trinh dién trdng. Ching ta phai bat dau tir dau.

Tao mét trinh chiéu méi

PE tao mdt trinh chiu mdi, hoan toan khéng chifa gi: Chon Office =>
New.

HOp thopai New Presentation hién thi.

MOt slide mdi, rong s& xuat hién dé& ching ta thiét k&, nhap liéu tir d4u.

Chon muc Blank Presentation va bam nut Create

Viéc xay dung mot trinh chiéu mdi dugc thuc hién & cac bai sau.
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New Presentation 7]
et |+i] Blank Presentatian
Blank and recent
Installed Templates Blank and recent
Installed Themes 5 |
Iy templates.. {

Mew from &xisting.
Blank
Miciosoft Office Online Prasentation
EesElred Recently Used Templates
Agendas
Award certificates R
Calendars — —
Content shdes -
Dasign slides ?( }I(
Diagrams
Finandal perfermance  foung plant imageslice
Flans presentation pot
Presentatians
Reports \
ke
Maore cateqaries % r
Create | Cancel

Tao trinh chiéu tir mdt Template c6 sin
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MOt template 1a mét khudn mau da dugc dinh sang san vai cac thiét 1ap

trudc vé: mau sdc, font, cd chit, hinh nén

Khi chon viéc tap tir template, ching ta cé 3 tay chon:

Installed Templates: dugc cung cap bdi Microsoft va cai dat vai

bo MS Office PowerPoint 2007

My Templates: Template do chiing ta tao hay download trugc dé
tir Microsoft Office Online

Microsoft Office Online templates: download tur Microsoft website

Chung ta c6 thé lua chon cac template khac nhau d€ quyét dinh dinh

dang nao thich hgp nhat cho trinh chi€u ciia minh. Trong phan nay chi
trinh bay vé Installed Template, cac template con lai st dung tuang tu.

DE tao slide tir Installed Template:

Budc 1: Chon Office -> New. HOp thoai New Presentation hién thi.

Budc 2. Trong danh sach Templates, chon Installed Templates dé hién
thi danh sach installed template.

Budc 3. Click chon mdt template tir danh sach cé san, xem trudc va
bam nut Create. PowerPoint sé dinh dang slide s dung template nay.
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Microsoft PowerPoint 2007

Tao trinh chiéu tir mét Theme c6 siin

PE tao slide tir Installed Theme:

Budc 1: Chon Office -> New. HOp thoai New Presentation hién thi.

Budc 2. Trong danh sach Templates, chon Installed Themes dé hién thi
danh sach installed template.

Budc 3. Click chon mot template tir danh sach cé san, xem trudc va
bam nut Create. PowerPoint sé dinh dang slide sir dung theme nay.

Tao trinh chiéu tir file ¢ siin

MOt cach khac dé tao trinh chiéu la 18y t&r mot trinh chiéu cd san.

Budc 1. Chon Office ->New. HOp thoai New Presentation hién thi.

Budc 2. Chon lién két New from Existing, sau

dé chon file PowerPoint
da c6 san trudc dé.

6. Luu — dong va mé file PowerPoint

Sau khi tao mét trinh chi€u, chling ta can phai luu trit n6

Budc 1. Chon Office->Save(Close - Open). Hp thoai hién thi. Nhap tén

file va chon nai muodn luu trit, sau do click nit Save.

7. Lam viéc vai Slide

E Céc ché dp view clia PowerPoint

Trong phan nay, chiing ta sé xem xét cac khung nhin khac nhau cua
mot trinh dién trong qud trinh soan thao. PowerPoint cd thé hién thi
trinh chi€u clia ching ta véi nhiéu cach khac nhau: Normal view, Slide
Sorter view, Slide Show, Notes Page. Mdi cach thiét k&
cac nhiém vu khac nhau tuy theo yéu cau.

dé thuc hién

P& chuuyén qua gilra cac ché do view: chon View tab, hodc chon view
buttons & bén phai phia dugi ciia man hinh
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o Normal View: ché d6 mac dinh, cho phép xem va soan thao tat
ca thanh phan chinh cua slide vdi danh sach cac trang cua file.
DE chon slide, ching ta chon slide can nhay dén trong danh
sach. Trong ki€u xem nay, ta c6 thé lam viéc véi vén ban, cac
hinh anh, biéu dd cho ting slide mdt. O' ché dd nay chiing ta c6

thé& soan thao slide vdi su trg gilp cua Slides pane hay Outline
Pane.

Slides/Dutline pane Slides pane
| |

e —1r

1
-

RELAX AT SYCAMORE HNOLL!

L T L R e Ll i - o P e e P R Iy g =
T b o ey

Hu[af.l pane
Slide Sorter View: v3i ki€u xem nay, ta cé thé ddi, chép, xéa cac
slide, nhung khong thé hiéu chinh van ban trong khung slide
hodc lam viéc véi cac  ddi tugng slide. Ki€u nay cho mét cai nhin
tdng thé vé toan b file va thudng
th(r tu' cac trang.

swh - dnospueund

dugc dung khi can sdp xép

o ssa1dp0 M.dnmgue!d
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o Slide show: xem két qua cudi cling cla cac slide khi da hoan

thanh

o Notes Page: cung cap mot khung ghi chi cho cdc slide. Loai nay
chuyén dung khi chi lam viéc véi cac ghi chd

DE chuyén gilta cAc ché  dd view, cd thé s dung cac nit 1énh (xem

hinh) hodc tr menu: chon menu: View->Normal (hay Slide Sorter, Slide
Show...)

View buttons

pcamars Kol Bed and BrodFatppte - Micrsaaf PownPens

s Didefhom  Raew | View | Deelipe

......

uuuuu

Rural Relaxalion, Gily Convernence
S SYCAMORE KNOLL BED AND BREAKFAST

| Cllck to add notes

Shdeiofs e

=
I

Slide Show

Normal

Slide Sorter
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Chon nhiéu slide dong thoi

Microsoft PowerPoint 2007
Di chuyén giira cac Slide

PE di chuyén giira cac slide, ¢ nhiéu cach lam:
o B&m phim Page Up, Page Down dé di chuyén

0 Click chon slide & thé Outline tab

Chung ta c6 thé& di chuyén giita cac slide trong cac cach xem (view)
khac nhau.

Phdng to — thu nhé slide

Chiing ta c6 thé sir dung I1énh Zoom dé thay ddi cach nhin mét slide to
hay nhd han. Lénh Zoom dua trén do phdng tinh theo phan tram.

Cach dé nhat dé& zoom slide 14 kéo Zoom slider trong thang tac vu ndm
G bén phai, phia dudi man hinh.

Current Zoom

Fit slide to
zoom slider current window
[E= Pleean— S
Decrease Increase
zoom zoom

DE chon nhiéu slide  ddng thdi, ching ta c6 thé sir dung ché

do xem
Slide Sorter view, sau dé chon mét hay nhiéu slide bang phim Ctrl hay
phim Shift.

Hodc chlng ta cé thé chon nhiéu slide dong thdi tir cia s6 Outline hay
Slides

hém —Xda Slide

PE thém 1 slide mdi: Chon Home-> Slides->New Slide. Hodc ching ta
c6 thé bam phim tat Ctrl+M.
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Microsoft PowerPoint 2007

P& xda mdt hay nhiéu slide: chon cac slide nay tir clra sd Outline ->
bam delete.

8. Nhap liéu ndi dung vao Slide

C6 nhiéu cach nhap dir liéu vao slide.
+ Chuing ta nhap dir liéu truc ti€p vao textbox trong Slide

+Chuing ta nhap dir liéu truc ti€p vao Outline Pane
Sir dung Outline Pane dé nhip ndi dung

+Chuyén dén Outline view: click vao thé Outline tab.

+DE thut hang vao cho cac hang, st dung phim Tab. Ngugc lai, st
dung phim Shift + Tab .

+DE di chuyén cac doan van hay ndi dung: chon  doan can di chuyén,

bam phim phai chudt-> chon Move Up hay Move Down
9. Bai tap

Bai tap 1: Tao Slide tir Template c6 san
Tao trinh chiéu theo cac budc sau:

1. Tao mét trinh chiéu sir dung Installed Template — chon loai
template la Classic photo Album. Luu v@i tén file la PhotoAlbum.
Chuyén ndi dung cac slide sang tiéng Viét — font Unicode.

3. Slide cudi cung ghi tén ngudi thuc hién

Chuyén vé dang Normal view, va chuyén qua thé

Outline dé
xem tat ca slide

5. Thuc hién slide show.

i tap 2: Slide tir Theme c6 sin

% 1. Tao moét file PowerPoint 2007 tur theme Civic
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2. Nhap ndi dung slide dau la  “Budn chuyén” méi khong hét
pin_va tén hoc vién vao 6 tiéu dé - 16p.

3. Tao thém 7 slide va nhap ndi dung nhu sau.

Budc 1: Giam anh sang man hinh
Giam do6 sang cla man hinh dién thoai xudng khoang 50%
hoac nho han

Vach pin sé giam cham han

Budc 2: Giam thai gian sang den backlight

Giam b6t thai gian phat sang  dén backlight cho man hinh va
ban phim.

CG6 gang dat & ché do thap nhat

Tang Ién néu cam thdy thai gian phat sang cla dén qua ngan.

Budc 3: Tat nhitng am thanh khong can thiét
Cang it am thanh thi cling tudi tho pin dai han.

Nén giam bét am lugng nhac chudng.

Budc 4: Tat chirc ndng Bluetooth

Khi khong dung dén tai nghe headset thi ban nén tit ché  do
Bluetooth.

cong nghé khong day nay van ngén  dién néng ngay ca khi né
khong giao ti€p vdi cac thiét bi khac.

Budc 5: Tat tin hiéu hdng ngoai-Wifi
Cling giéng nhu Bluetooth, ban nén tat ca tin hiéu héng ngoai,
Wifi.

N6 van “d6t” pin trong thdi gian chd tin hiéu dé két noi.
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Budc 6: DUng chaoi game, Iuét web va chup anh

Game, luGt web hay chup anh doi héi dién thoai xur ly nhiéu
Ng6n nhiéu dién ndng

Budc 7: Khdng nén dé dién thoai hét kiét pin
Pirng nén dé dién thoai roi vao trang thai can kiét pin.
Nén dé dién thoai G nhitng nai mat me, khéng quéa néng
Bai tip 3: Nhip ndi dung sir dung Outline view
1. Chon theme tuy y

2. SUr dung thé OutLine dé€ tao céc Slide nhu sau

1 @ PowerPoint Training
23 Creating Slides

* Templates

- Design
- Contents
* Background
E = Layout
=y 33 Objects
=
= Tables
g * Charts
po * Graphics
. +3 Views
% * Mormal e
. = Slide Sorter
g = Notes page
:_g « Slideshowview]
o
(=
=
-
§—ai tap 4: Soan thao Slide
% 1. SU dung slide bai tip 3, chuyén ché& do view sang slide sorter
. 2. Di chuyén slide 4 (View) lén thanh vi tri 2
% 3. Xoa slide 3.
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BAI 2. PINH DANG SLIDE

Trong bai nay, ching ta sé hoc cach sir dung PowerPoint
dé dinh dang file trinh dién.

1. Sir dung Slide Master

PowerPoint cung cap cho ching ta nhiéu mau chuyén nghiép dung san,
V@i cac mau sac, ¢ chil, font chif, thiét k&

da dugc tinh toan hoan
hao.Tuy vay,

doi khi chiing ta can tao mot slide theo dinh dang riéng

cua ching ta. Viéc nay dudc thuc hién théng qua Slide Master.

Slide Master khdng phai la mot slide, nhung né gibng mot slide. N6 la
mot mau chuén dang Iudi, dung  dé tao mau cho tat ca slide trong file

trinh dién. Khi chling ta thay d6i Slide Master, tat ca céc slide cuia file
PowerPoint sé dugc cap nhat theo.

D& ma Slide Master: chon View-> Slide Master

i,: \ Presentationl - Microsoft PowerPoint
_ﬂ) Slide Master | Home  Insert  Animations

- =X
Review View Add-Ins L7
A T = ETy
E LRl Delete H 4 . Colars ~ 3
f T ﬁ gog | Title I] q@Backgrcvum:{ Styles ‘ l& E
\_A Rename - L F{mts'
Insert Slide Insert . Master Insert | Footers || Themes — | Hide Background Graphics Page Slide Close
Master  Layout “# Preserve || |ouoii placeholder ~ > Effects' kg i Setup Orientation ™ || Master View
| Edit Master Master Layout Edit Theme Background & Page Setup Close
FEIEEE |
[

- TITLESTYLE

Clickto edit Master text styles

- = Click to edit Master text styles

- Secondlevel : .
- Third level
- Fourthlevel
- Fifth level

Slide Master  "Solstice” | Q:ﬁ‘ |
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Sau khi dinh dang xong Slide Master, ching ta phai

dong nd lai bang
nut Close Master View.
¥ ‘ Bfli t“i\lp: “'Ol"d ‘('ll“t ¥ R T Yoliia B Pia Bk ......... *\hg;

2 Tao wordart DuLich tir Master Page
""" Diéu chinh word :

CLICK TO EDIT MASTER
TITLE STYLE

+ Click to edit Master text styles
— Second level
» Third level
— Fourth level
» Fifth level

Unﬂw - dnmﬂueunﬂ
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2. Chon lai Theme

Chuing ta c6 thé thiét 1ap lai theme khac ¢ san vao mot hay nhiéu slie
trong fie trinh dién ctia minh. D& chon lai mot thems:

Chon mét hay nhiéu slide trong file trinh dién
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Microsoft PowerPoint 2007

Chon menu Design->tlr Themes group, bam phai chu6t vao theme ban
mudn ddi dé hién thi shortcut menu

Chon muc : Apply to All Slides: néu mudn thay déi tdoan bd slide.

Chon muc: Apply to Selected Slides: néu mudn thay

ddi nhitng slide

dang chon
el i Presentation] - Microsoft PowerPaint
K2y
-/ Home Insert Design Animations Slicle Show Review View
— — B cotors -
L= Aa | Aa Aa g Aa ’ Aad |2 [Alrents-
;p:\:: O”e:]\tljlgm || [z smamn [pmmm= Rl L E—— JEfffl,h .
Page Setup Themes |
Click here

3. S dung Theme Color

Néu chiing ta mudn gilta nguyén céc thiét k&, va chi thay déi mau sic,
chiing ta c6 thé chon cadc mau dinh dang mau tir color scheme.

DE& thay d6i mau sic cua file trinh dién:

0 Chon menu Design ->Themes ->Colors.

o Click chon Color Schemes tir danh sach hién thi

Thay d6i mau nén

Viéc thay ddi mau nén la kha quan trong, bdi n6 can phai hop véi mau
chir. P& thay ddi mau nén cia mét hay nhiéu slide:

o Chon menu Design ->Background Styles HOp thoai Background

hién thi (xem hinh)

o Chon mau tr danh sach
tha xudng, va bam nut
Apply to All.

0 Chung ta c6 thé tiy bién

Colors = | 17 ey 1
b‘ H Cotor 1859 Backaround Styles -
|

[

i

—

"

-

Jﬂ Farmat Backaraund
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muc Format BackGround

nén bang cach chon

Tie-Dying Made Simple

=15

Picture @ Solid fill
) gradient fil

() Fickure or bexture fil
|| Hide background graphics

Colar:

Remove T-shirt
Transparency: D—

ve rubber bands

4. Textbox

MOt trong cac thanh phan cd ban quan trong khi xay dung slide la cac
textbox. Textbox dung d€ nhap ndi dung van ban can trinh bay. M6t
o slide dugc cau thanh tir mot hay nhiéu textbox. Do do, viéc dinh dang
%, textbox chinh la cdng viéc thuc hién nhiéu nhat khi dinh dang slide.

=

% polsiges

ﬂ

' Dé tao text box:

0 Chuyén dén ché dé Normal view (chon menuView, Normal).
0 Chon menu Insert -> Textbox

o Click trén slide, mét hdp text box sé hién thi

Cmnsert | Design  Animations  SideShow  Review  View  Developer  Adddns

Format

# S ; 1l cloA ] l =k i =1 1 T .
B2 Q4 2435 Qs
: ‘Phote Shapes SmartArt Chart || Hyperlink Action
At Album~ T

Header WordArt Date Slide Symbol Object
Box & Footer - & Time Number

Text

:
g
=
2
3
g
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Nhap ndi dung vao text box, bam Enter néu mudn xuéng hang — tao
mot doan van khac. Khi mudn két thic, bam vao bat cif chd nao trén
slide bén ngoai textbox.

Dé& xda mdt textbox: chon textbox do, va b&m phim delete.
Thay déi thiét 1ap vé Font

DE thay d6i font cila mdt textbox hay van ban bén trong textbox,
ching ta chon menu Home tab-> chon menu Font tir Font group.

. Y S T T e T =. |00 - I slage =
b n A SEDEE - E [ s |uJ A AN f",-f_\\ SRz Yt
Sl== = Pl N LMY O Find G sue -
't Constantia U"“qu’}; Faragraph s Wordan Strles ] Editing
 Consmanfia (Body) T SRS . .- 4 » - - |
ANl Fonts o
B Agency
1 Aharoni 117 1IN
' ALGERIAK
‘B Andalus

Theme Fonts

ycamore Knoll!

spa ma/l

D hegrans Hew il

Looking for that
special getaway
for the weekend?

T asgrnavrc wii
T Arobic Typesetting ey
& Arial

T Arial Black

B Asial Marow

"t Arial Rounded MT Bold
B Arial Unicode MS

2 AvantGarde

it Baskerville Old Face

B Batang

D
3
% :
ﬂ
L] Selected font
is previewed
on the slide

o Ngoai ra, trong muc Font group cling cho phép chlng ta chon
Font Style, font size, va cac hiéu Ung Bold, Italic...(tudng tu cac
dinh dang ctia MS Word), mau sac cua chir (color)...

|Canstan - |20~ A A i‘dul___u " J

g

®

e

% < B I(E=
g

il
=
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Giong hang vin ban va c4c thiét lap khac

o Tuong tu MS Word, dé gidng hang van ban, ching ta st dung

menu Home -> chon Paragraph group, va chon nut Iénh

on nit lénh: [,
, trén thanh cong cu

(e~ )
-} Home Insert Design Animations Slide Show Review View Developer Add.Ins Format
"I'"'_] # ] ayout =y z = =i il -
7 B Reset 3
P“f:

[=5 \ . 2% Shape Fill = 3 Find
: 1J/ J # 7 shape Outiine -
J' sme w1 Detete B I U s & M- As- A

3 2ae Replace -
LI 3 Smpe e Q;ulg v wl Shape Effects - o Select
Clipboard = Sloces Font Drawing Editing
Alﬁn text Center  Align text Align text
‘ nght (vertically)
Font Font |Increase Decrease Shape Shape  Format
face size fontsize  font size fill

outline  painter

\
[Aial  -[32 -TA° A" & -~
LEx A xe
r’-\iign text Center

r Aligntext Font
|left right color

Bold ltalics

Decrease
list level list level

- _\-‘_‘—‘-n_\_\_
Increase  Bullets

0 Chung ta c6 thé sir dung céc format khac cho textbox nhu: cac
dinh dang vé shape trong thé Drawing Tools -> Format, hodc
cac hiéu Ung vé text trong muc Font cua thé Home -> Font

hodc chon Quick Styles, hodc bam phai chudt trén Textbox ->
chon Format Shape

% Tao Bulleted List - danh sach danh sé6 (Numbered Lists) cho Textbox

2
=
3
G
(=]
=
ﬂ
=

i
g

0 Chuang ta cé thé bat — tdt chirc ndng danh Bulleted List —
Numbered List bang nut Iénh Bullets — Numbering Paragraph
group tU menu Home
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) d9-08 = Presentation? - Microsoft PowerPoint Drawing Tools
—/  siideMaster  Home | Insert  Amimations  Review  View Farmat (7]
ey = e e - 2 o =
1 & i Qo -2 - A || BF =FEEE ‘:?iﬂu u 1) T‘-‘_l v L shape Fill 42 Find
— o7 e~ A D shape outline - | 35, Replace -
Paste New Ao Al A | (@
st e /B I U a8 M-Ar A~ |EE 1 1) o) shapeEffeds~ | g Selec=
lipboard = Slides F MNong i 2) — p = Ediiting
3 3)

@

b ii
¢ il

E=  puliers and Humbering

5. Doi tuwong Shape

DE vé them ddi tugng shape hay line: chon Insert ->lllustrations -

Shapes|

e Connectors
Scperily 1 ! il
DOE N LVEPDALLD
AT TN
Lines
NN N i &3‘_"*' -Scribble
Reclaeiples H [~~Freeform
oonoobLnoo T cun
Basic Shapes urve
BoAMNIACOROO®
@GoOOr Lywuaio
HO@ALUOCARC SN
LIAFEL 34 >
Block Arrows
SERTQNRLPMR IS

Tai clra s6 Insert Shape cé nhiéu nhém khac nhau. Chi y, ching ta c6
nhdm Connector dung dé vé& dudng néi gilta cac d6i tugng shape.

6. Str dung Header — Footer

Headers va footers ch(ta cac ndi dung hién thi & d&u hay cudi mdi trang
nhu: tén bao cdo, ngudi bao cdo, s6 trang...

Headers va footers  dudc soan thao tu Slide Master, hodc bang cach
thém Header — footer. D& thém Header va Footer:

Chon mot hay nhiéu Slide mudn thém Header va Footer

TU menu Insert -> chon group Text -> Header & Footer
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Nhap thong tin vao Header — Footer tuy theo ché
Handouts

Header and Footer

dé Slide hay

Slide | Motes and Handouts |

Include on slide

Apply to All |
[Joate and time
Update aukamaticalky Apply
|iﬁ.’adr&ﬁsda~;, Ocbaber 11, 20 |
ar. bvpes:
Preview

[ 1011j2008
[Jslide pumber | ey
|:| Fooker

---------

[ IDaon't show on ttle slide:

7. Bai tap

E Bai tap 1. Slide Master

1. M@ file PPT da lam G bai truGc

2. Chuyén dén slide th(r 2, va md Slide Master

3.

Black, va gidng hang trai, mau dé

4. Chuyén bullet vé hinh vuéng

5. Chuyén vé Normal view dé kiém tra cac thay ddi
6. Luu file.

St dung Slide Master dé chuyén font cua tiéu dé vé size 44, Arial
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North Shore Travel Presents:
MeXxican History

Pre-Hispanic to Today

Bai tap 2: Header va Footer

1. M4 slide vira st dung G bai trudc

2. Thém footer vao tat ca slides gom slide number, ngay hién tai
3. Thém chudi: Using PowerPoint vao footer

Chon lya: not to display the footer on the title slide

Pbng clra sd Header and Footer window.

2
)
-

o o k&

Kiém tra viéc hién thi cua footer
]

3

1=
=.
3
G
(=]

7. Thay d6i font cia footer vé Arial, italic va smaller font size.

8. Luu file
Bai tap 3: Thay ddi Theme Clolor va Background
%
-".é 1. Md file PowerPoint vira tao
%_ 2. Thay ddi Background cua slide
% 3. Thay ddi Slide Colour Scheme cla tat ca céc slide.
'% 4. Luu file.
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Bai tap 4.

Microsoft PowerPoint 2007

1. Tao mdi mot trinh dién cd 10 trang mo ta cac kién thirc  d& hoc
hém nay

2. Thay d6i design template v& mdt mau thich hgp
3. Thay d6i template v& mau rong
4. Luu file.
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BAI 3. BANG BIEU- HINH ANH - AM THANH

Trong phan nay, ching ta sé hoc cach sir dung tab dé tao
cac cot (columns) ciia cac textbox, danh sach va danh so

danh sach

1. Dinh dang Slide véi Slide Layout

Tuy thudc vao loai slide, chiing ta can sdp xé&p ndi dung trén mdi slide
theo nhiéu cot, hodc G cac vi tri khac nhau trén slide. Khi tao slide mdi,

PowerPoint 2007
p , 9} s
chophépchingta = Home | mnsert

I;{t_zii?n Anirr.}_a_niions slide Stlo_uz Rs\-‘
; = M| e |[EE Layout - = =1 (L
c:(_)n slide layout =) g | ﬂ@l
nhu sau: afte F Sﬁgquxj Delete — .I.___U Al _ﬂ.v Aa~ _A "_!
o Tao slide EUEEINED 0 Sifioe Thefne E
E mai (khong - :
B click 1&n bat
= ’ e
cu doi
tugng ngo |
= A« .
trén slide) .
. %
o Chon Home AU
-> Slides - Two Content Comparison Title Only  E....
Q >Layout
=

o Chon loai
layout thich

hap.

Elank

T T

Beuse Slides...

o ssa1dp0 M.dnmgue.

Content with
Caption

Duplicate Selected Slides

Slides from Cutline...

Picture wit
Caption
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Microsoft PowerPoint 2007

2. Tao bang (Table)

Bang (Table) dugc sir dung dé dat cac ndi dung vao dudi dang hang —
cot. D€ tao mdt bang trén slide:

0 TU Insert-> Tables -> Table.

0 Ré chudt dé& chon s6 hang — cdt va click chudt dé tao table.

[

ome :Insert ' Design 1
0 e -
Picture  Clip

Fhoto Shape Jan-March 5,000 2,523
At Album~= o~

Apr-lune 5,250 3,500 3,110
%DDDDD iz

0000 " July-Sep 6,500 4,200 4,233

0/ N |

R tet-Dec i
E Insert Table...

| L_ﬁ Draw Table

| LEI Excel Spreadsheet

6,430 5,274

Total Yearly 17,250
Sales

dé€ hiéu chinh Table, khi chiing ta chon
table, PowerPoint 2007 sé& tu’ ddng hién thj thé Table Tools vdi cac 1énh

cho phép chiing ta tuy chinh. Viéc tuy chinh table thuc hién tucng tu
nhu trong MS Word 2007.

Sau khi da tao xong bang,

Pwa WordArt vao slide

WordArt dung d€ tao cac hiéu (ng hinh anh trén cac ndi dung text
nhép vao. Biém mdi clia PowerPoint 2007 1a khong cé su' khac biét gitra
WordArt va cac textbox: chiing ta chi viéc ap dung WordArt Styles vao
cac textbox. D& dua WordArt Styles vao PowerPoint 2007:

0 Chon Insert ->Text group->WordArt

o Chon loai Wordart va nhip ndi dung vao textbox mdi hién
thi
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Hodc chung ta thiét I[ap mot textbox vdi
wordart styles nhu sau:

o Chon ndi dung text can dinh dang.

o T thé Drawing Tools Format,
trong WordArt Styles group, chon
thu vién WordArt Styles. Néu chon
Quick Style, chiing ta chi y sé c6
2 nhom khac nhau

Chung ta c6 thé hiéu chinh lai cac tuy chon cho
Wordart sau nay.

4. Hinh énh

Applies to Selected Text

A A
7\

A A A A ﬁ
A A A A A
Applies to All Text in the Shape

A /L\‘\_

Viéc str dung hinh anh vao file trinh dién gitip cho bai trinh dién trd nén

song dong, dep va co sic thuyét phuc hon.

Thém hinh anh twr Clip Art

2
)
-

3
g
>

;h
2
3
g

Khung Clip Art cho phép truy xuat dé dang vao thu vién hinh
kém v&i Microsoft Office. Khi thém hinh phai dé€ & ché do Slide view.

DE chén hinh tr Clip Art, chiing ta phai dé

0 Chon Insert -> lllustrations-> Clip Art.

anh di

o Nhap hinh can tom trong muc Search for, va click chon hinh can

chen.

Thém hinh anh tir mét file c6 sin

Chuing ta c6 th& thém vao slide mdt hinh anh tUr file ¢ sdn nhu sau:

0 Chon Insert -> lllustrations ->Picture

o Chon hinh file hinh ching ta mudn thém vao va click nat Insert

dé hoan tat
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f H "'f i T screenshot_example
..-ﬁ f
- Home [nsert Design Animations

e B8 8 D P ¢ w
i i
Table Picture Cllp Photo Shapes SmartArt Chart

HJ,JeHmr Actior
At Album = e

Slide Show R

Tables IHustrations

Links |Ins-‘:|‘t Picture from Filei

Chung ta cling c6 thé& thém hinh vao slide bang cach chon biéu tugng
Insert Picture tU trong slide

Chinh sira hinh anh

Hinh &nh sau khi chén vao PowerPoint cé thé dugc g8 bd, xoay
(rotated), thay ddi kich thudc (re-sized), tao vién (borders), béng m&

hiéu (g 3-D ... v6i chirc ndng Picture Style. Ching ta cé thé:
Presentationl - Microsoft PowerPoint

Picture Tools
Animations Slide Show

Review View Add-Ins | Format

@ Picture Shape =

'ﬂl "‘d‘ "l ﬂ ‘ ‘“ = [ Picture Border~
|7, = Picture Effects =

B Picture Styles AE!

DGi mau picture: Picture Tools | Format -> Adjust -> Recolor
Tang do6 tuaong phan: Adjust -> Contrast
Tang do sang: Adjust -> Brightness

Ap dung cic hiéu (ng dat biét: d6 bong, 3-D, tao border...: Picture

Tools | Format -> Picture Styles ->Picture Effects->Preset (3 chiéu) ,

Shadow (bong mag) , Reflection (guang), Glow (vién), Soft Edges (vién),
Bevel (nut 3 chiéu), 3-D Rotation
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5. Trinh dién véi Am thanh

Thém am thanh vao céc trinh chiéu gilip ngudi nghe hiéu rd thém
thong tin can trinh bay. Ching ta c6 thé  dua 4m thanh vao slide dudi

Lo

3

: - 2 - A~ . N . . Y ’ A ~

g dang biéu tugng (icon) trén slide, va khi click vao né, am thanh sé dugc
ﬂ

phat ra. Hodc c6 thé gan 4m anh vao mdot

d6i tuong (chan han nhu

. mot hinh anh) ma khi click vao d6i tugng nay, am thanh sé phat ra.

._é Puwa 4m thanh vao slide

Am thanh dua vao slide cd thé str dung khung Clip Art (nhu d8i véi hinh
anh) hodc &m thanh tir mot file ¢d s3n, nhu sau:

:a.

=

8

% 0 Chon Insert-> Media Clips-> Sound from Clip Organizer hodc
= Sound From File.

_% 0 Chon 1 file am thanh tr danh sach.

DE nghe trudc, bam ndt
Preview/Properties (xem hinh).
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Sau khi chon mét file &m thanh, click vao file d6. Mt hdp thoai hién thi

dé& hoi xem &m thanh c6  dudc tw dong phat khi thuc hién trinh dién
slide nay. Chon Yes hay No tuy theo yéu cau cla chung ta. File am
thanh s& hién  thi dudi dang biu tugng trén Slide.

Relax at Sycamore Knoll!

Looking for that
special getaway
for the weekend?

Sound icon
Chuing ta c6 thé tly chon thiét 1ap v& am thanh dua trén muc Action

setting hay custom animation.

6. Duwa Video vao Slide

Viéc nhing file video vao slide tuong tu nhu viéc nhing file am thanh:

st dung menu Insert-> Media Clips-> Movies from Clip Organizer, hodc
Movie from File

7. Thém Biéu Do

Bi€u dd (Chart ) la phan quan trong trong cac bao cdo. D& thém Chart:
Vao thé Insert ->lllustrations ->Chart.
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w il
—-J, Home Insert Design Animatians Slide Show I!e\rie\-r View Add-Ins

’f:iujgu@kyij N 4E000 89
TII'!|E Picture CA‘N:: Al::m' S!u‘pes Smart, H,pe\:m; Action Text Header WordArt Date  Slide Symbol Object

Box &Footer & Time Number
Text

Movie Sound
Tables Diustrations

Media Clips

Chon loai biéu d8, va nhap s6 liéu vao Sheet hién thij trén man hinh.

Chung ta c6 thé double — Click l1én biéu  dd dé chinh stra loai biéu  do:
Chart type, chinh stra dif liéu trong datasheet.

: 5:, Clickto add teXt . [Frit | 1998]1999]2000] 2001] 2002
. . - |spples [s675|5800]6784]7684[0870] -
: : ' : : . |Bananas | 7898|7985| 8056|8143 8454 -
Gl el 7874 7976] 7015 6782[5765] | -

" 10000 : : : : : ; ; ' ' '

| [oApples |-
m Bapanas| |

- 1998 1999 2000 2001 2002

8. Thém SmartArt

Smartart & chirc ndng thém céc sc do t& chirc, luu do ...

TU Insert ->lllustrations ->SmartArt.
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Choose a Smartirt Graphic

. AV EA

=

=o0  Process

2:.8 Cyde

oIn  Hierarchy
@ Relationship
Matrix

Basic Pyramid

Use to show proportional,
interconnected, or hierarchical
relationships with the largest component
on the bottom and narrowing up. Level 1
text appears in the pyramid segments
and Level 2 text appears in shapes
alongside each segment.

L oK J[ Cancel ]

Trong qué trinh soan thado, ching ta cé thé nhap dir
cac textbox hay st dung khung soan thao.

liéu truc ti€p vao

|u The New Food Pyramid
1 ) v -

| Type your beut here x 7
o
* Yoghoo Group
® Ccus Peanuts Group

| [Bascpyramic 1 -

I.-n_

Cha y la PowerPoint 2007 cho phép chiing ta chuyén
mot textbox thanh SmartArt

N \ \ Spread with “\_ \
: N ), B butter, sugar, N 3
/ v and raisins /
r 4y 4 AR

ddi ndi dung cla
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'1. Jot down notes

| i feaibrig-[s2 A R-B-F
2. Create slic IEERA EEE-

'3. Practice!

& | cut
Ha| Copy
[ Paste

Exit Edit Text
Font...
Paragraph...
Eullets

Humbering

® 9 i i % >

Convert to Smartart

o e = P

Hyperlink..

Synonyms

Farmat Text Effects...

Ca

Farmat Shape...

v v w

k - [-1=] ‘== O

£ R & @

. ; ; . : ' Renee Gauche ‘ : : ; ;
: : : : ‘Washington, D.C. : : :
L Sylvia Southpaw
......... ot ot = ol o Pl reien s mEne) sou e Soem roihe
B | - - : 1

Greta Links
. Director, California

Lenora Smith

. Director, New York
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Product Life Cycle

* Survey
* Design .

\.
* Develop G;;e
* Produce -
* Test
* Evaluate

(—"mduce
9. Bai tap

Bai tap 1. Tao table

Tao file trinh chi€u vdi cac slide, st dung table nhu hinh sau

2
)
-

Canada Tour Survey Results

3

Destination Avg.Cost Avg.Days Projected Projected

Bookings Income
Quebec $2,000 14 150 $300,000
Nova Scotia ~ $1,350 10 60 $81,000
Vancouver $1,600 15 90 $144 000
Winnipeg $1,200 12 50 $60,000
Toronto $1,050 1.5 65 $68,250

2
=
2
3

%i tap 2. Tao slide véi &m thanh
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Tao mdi slide nhu hinh, nhing file am thanh vao slide nay
2. Chay th(r va kiém tra

X6a file &am thanh nay, va thay thé bang file video
4. Chay thir va kiém tra

Learn to Play the Pipe Organ
4§

» Learn Bach’s Creepy Toccata!
* Play in Old Gothic Churches!
= Scare Your Friends!

¢ Click to hear the organ

Bai tap 3. Tao slide voi hinh anh

1. Thém slide vdi hinh anh nhu hinh vé&, cac hinh anh 13y tu Clip Art
hay 18y tir file hinh c6 s&n

2. Chen thém Word Art hinh anh quang cao cho trudng ban.

2
)
-

3

Tours for the New Millennium

2
=
2
3
g
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BAIl 4. TRINH DIEN

Trong bai nay, ching ta hec cach trinh dién PowerPoint va
in 4n file.

1. Xem trinh dién

Trudc khi trinh chiu trudc  dam dong khan gia, ching ta phai trinh
chiéu cho minh nhiéu [&n dé phat hién cac sai x4t, bat hap ly. D& xem
trinh dién, cé nhiéu cach:

o Bam nut Slide Show View & goc phai bén dudi

0o Chon thé View -> Slide Show

Chon thé Slide Show -> From Beginning hodac From
Current Slide

Bam phim F5 hodc Shift+F5

o DE hién thi slide k& tiép, ching ta cé thé bam chudt trai (left
mouse click), hay bam phim Page Down, hay ban phim spacebar

o ssa1dp0 M.dnmgue.

o DE hién thi slide k& trudc, ching ta cd thé bdm chudt phai (rioht
mouse click), hay bam phim Page Up.

o DE két thic viéc trinh dién, b&m phim Esc key.
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2. Str dung Animation

Animation la cach mét d6i tugng chuyén  ddng, xudt hién hay bién mét
trén man hinh. PowerPoint 2007 cung cap 3 thiét 13p san vé animation:
Fade, Wipe, Fly In.

DE chon animation cho 1 d&i tugng, ching ta phai chon d6i tugng do,

va muc Aniate tu the Animations Ee0aulin) *  Sycamore Knoll Bed a

N ! ‘ i:ﬁ
(Xem hlnh) —/} Hame Insert Design Animatia
-"-Q]I M; Animate: Al At Once ’—|
D& c6 thé tiy chon sau hon vé Preview | 3 Custom s Mo Animation
) Mo Animation
animation, chiing ta c6 thé su Preview AN Fade
dung Custom animation. iyl it '
By 1st Level Paragraphs
Wipe
All At Once
g o By 1st Level Paragrapt
Ching ta chon d6i tugng | . [-— _1|  ° ‘;I;m el Ll
PowerPoint, sau dé chon nat Add 1 e 1
:— By 1st Level Paragraphs ™
Effect. 3 B : e |
= Custom Animation.., 1
I T T R TT Y
PowerPoint 2007 chia Animation effects Click here Selected Description of effect
. are numbered on slide to expand list  animation for selected animation
lam 4 loai nhém | _ _ _
Effect: Entrance (cach \
doi tugng xuat hlén), || Have Your Next Meefing with Us!
EmphaSIS (Cé.Ch thé’ ! ?a :I:i;-:::onn rooms,laccommaodating 12 to 200 .
N VN . . N '» Full-service catering
hlen khl ton tal)’ EXIt § i Small rooms available for break-out sessions

(cAch  bién  mat),
Motion Paths (di
chuyén theo dudng

e

hinh hoc). Trong moi

wr i o Custarn Animation b
nhém Effect cé nhiéu
Effect. Ching ta c6 * L Appear L E“"“”“ >
o . o Sy 2 Blinds ¥ Emphasis »
thé chon loai chuyén S 3 Box #5=  Exit v
déng tl]y theO y = S 4 Checkerboard 'E:‘{ Pffﬂhﬂ“_gilt[“ L4 _:
) ~ ,_ 2 S. Diamond
muon. i ¥ 4 Dissolveln Sefect an e;‘e'mm(afr.‘lem
W 7. Fade then ofiok ﬂﬂ;‘%—#’fv acs’
& 8 FlylIn
A 3 Pinwheel
: Bdare Effects...
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Vidu 1: S&r dung Motion Paths dé tao
chuyén ddng 1 qua banh dang Freeform
xung quanh man hinh.

Trén mot slide c6 nhiéu animation, ching
ta co thé quyét dinh th( tu cla chuyén
dong, thai  diém b3t dau chuyén ddng
bang cac tly chon vé Start: After

Previous, With Previous, On Click.

DE 1 animation I3p lai mai: tir thiét 1ap vé
Time cua animation, chon gia tri Until End
of Slide cia muc Repeat.

Custom &nimation by 5

[Eﬁ add Effect 'F] [‘_{.} Remove ]
Muodify: Fade

Start: " on Click =]

Froperty:

Speed;

: Medium |E|

(1B W Three carfere,.. [«
ﬂ 2 “a :.* Full-service cabaring ]
| 3“3 #F small rooms availa... |

2

. a Tao4 autoshape
... a Cho d-i-chu-yén ..... .

[ 10. Bai tap Custom animation i.

‘ 10. Bai tap: Custom animation3 -~ “‘{}

| o Click to add text
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3. Slide Transition

Slide transition thiét Iap cach chuyén canh tir slide nay sang slide khéac.

Chung ta thiét lap tir Transition to This Slide group trong thé
Animations.

Mo Transition

L]

0 PowerPO|nt 2007 Cé . Fades and Dissolves
nhiéu nhém  Silde | = map - ) S
y , =k L ES
Transition cho chung ta _
Wipes
- '
o Dé thay déi tdc do, chon =
tlr danh sach Transition i ;:.

Speed cac gia tri Slow,
Medium, or Fast. |

tuy chon.

o DE thiét 1ap thdigianty ||
ddng chuyén canh, tir
muc Advance Slide, chon
muc Automatically After
va nhap vao sb gidy mdi

A & F

H
B

| »

slide dung.

o NEu mudn ap dung cac thiét 1ap nay cho toan bo slide, click vao
nat Apply to All Slides.

swh - dnospueund

4. COng cu trong qua trinh biéu dién

PowerPoint cung cap nhifng cong cu cung cap cac chdc nang rat cd ich
trong qua trinh biéu dién. Ching ta s& xem xét 3 chifc ndng théng
dung nhét. Cac cdng cu nay thé hién qua cac biéu tugng & bén dudi
man hinh.

o ssa1dp0 M.dnmgue!d
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Str dung but vé

Su dung but vé khi ching ta mudn tap trung nhan manh vao mot s
céc thdng tin ndo doé trén man hinh. DE s dung but vé:

o Thuc hién ché& do slide show, click vao bi€u tugng Pen & bén trai,
phia dugi man hinh.

o Trén menu hién thi, chon loai but v& (chan han Bal Point Pen).
Con tro chudt s& bién ddi thanh hinh cay viét.

arrow Internet Cons
# Bdlpoint Pen
# EsltTipPen
& tahighter e Acces!
I Cokr . ® Delivery/Speed
e General Usability/Interfaces
e Assessing Learning
Arrow Ophions »
= % y

o Bam chuot trai va vé trén man hinh(xem hinh)

Sau khi v& xong, chiing ta cd thé qua vé trang thai chudt ban dau (hinh
niii tén) bang céach chon biéu tugng Pen -> Arrow.

Tao ghi cha

B
é-
g

ﬂ

Trong qué trinh biéu dién, ching ta cé thé str dung PowerPoint dé ghi
]

nhan cac ghi chd cia minh hodc cla ngudi nghe bang cach st dung
chlrc nang Speaker Notes.

DE sir dung Speaker Notes:

! Speaker Notes @
o Bam phai chudt trén man hinh Side: 5
X - X Y - . .|
bieu dién, Tu menu hién thi,
chon Screen -> Speaker Notes.
thi (xem hinh). - '

Nhép ndi dung can ghi nhé va bdm nit Close dé két thic viéc nhap

=
[y
=]
=
o
'§__ HOp thoai Speaker Notes hién
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Tim va chuyén dén mét Slide

Trong qué trinh biéu dién, dbi khi chling ta cdn nhay dén mot slide nao
do ngay 13p tirc.Cach dé dang nhét 1a s dung chirc ndng Go to Slide.

PE sir dung chirc ndng Go to Slide:

o Trong ché dd slide show, chon biéu tugng Menu & bén dudi man
hinh-> chon muc Go to Slide.

o Mot menu xuét hién biéu dién tat ca cac slide

M@t s6 phim tit sir dung khi trinh chiéu

pé
Nhay dén slide ké
Nhay dén slide ké trudc
Nhay dén 1 slide
Stop/Restart Automatic Show
K&t thic trinh dién
X6a man hinh sau khi vé
o VE slide dau
.  Chuyén chuét thanh viét
= Chuyén viét thanh chudt
g An tré chudt

ﬂ

:

g
=
2
3
g

tit
Click chuot
Phim Backspace
Nhap s0 slide->bam Enter
Phim S
Phim Esc

E Phim
Gilr 2 phim chu6t trong 2 giay
Ctrl+P
Ctrl+A
Ctrl+H

Méc du céc file PowerPoint dugc ding @& trinh dién trén may tinh,
nhung trong nhiéu trudng hgp, chiling ta can phai in an file nay ra gidy.
Chan han, céc chi thich cho tirng slide can dudgc in ra gidy dé st dung
trong qua trinh biéu dién, khi d6, mdi trang dugc in riéng biét véi phan
chu thich dugc in bén dudi. Hodc khi ching ta mudn ngudi nghe cé thé
theo ddi chi ti€t hon bai bao cdo.
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In nhanh

Chung ta c6 thé in tt ca slide mét cach nhanh chéng ma khéng can lua
chon gi bang cach cach:

0 Click nat Iénh Print trén Standard toolbar.
0 Chon menu File->Print, va chon OK.

o Bam ohim Ctrl+P va chon OK.
Tuy chon ndi dung in va dang in

Trong nhiéu trudng hgp, ching ta nén xem trudc két qua in, sau

mdi ra Iénh in. SI dung thé Print Preview dé xem trudc va tly chinh ndi
dung can in nhu sau:

do

Budc 1. Chon nut Office -> Print -> Print Preview

.ﬁgﬁ Lﬂ = st T
il

raising_kids_2.pphx [Preview] - Micros
Print Preview |

[ :.o - - By { - _‘ﬁ -
: ,‘ gy | PrintWhat = \{ WEF | b mext Page
Print  Cptions Zoom  Fitto L Previous Page | Close Print
- Window ||~ © L Preview
Print Page Setup Zoorm Preview

Slides - | | Oriegntation

Chon muc Print What d€ chon dinh dang in: Néu can in dang handouts,
str dung Handouts dé thiét 1ap s6 lugng slide trén mdi trang in.

Chiing ta cé thé chon hudng in cho cac trang nay (Portrait hay
Landscape).

Chon Iua tir danh sach Color/Grayscale d€ xac dinh mau sdc mudn in la
color, grayscale, black hay white tir muc Options.

Néu thay da vira y, ra Iénh in bang cach bam Print.
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o ssa1dp0 M.dnmgue.

Print
Prinker
Mame: 2 pp Officejet 6200 series vl|
RlaklE: e ooy : Find Printer. ..
Tvpe: HP Officejet 6200 series
Where: LISBEO01
Zamrment: D Prink ko FIl_E
Prink range Copies
& al (icurrent shide () Selection MNumber of copies:

- : | i ~
Cuskorn Shiow: | fud

(3 Slides: | |
Enter slide numbers andfor slide ranges. For example,
1,3,5-12

Collate

Prink what: Handouts
gt
E Slides El
Colorfgravscale: vertical  [RAICEICE
iCu:qu:ur

[15cale to fit paper Prink hidden slides

[ ]Frame slides [T High qualits

Prink cornments and irk markup

=

] [ Cancel

Budc 2. NEu cd nhiéu may in, chon may in tir danh sach Name

Chon slide can in trong muc Print Range:
o Chon All d€ in tét ca slide
o Chon Current Slide d€ in slide dang hién thi

o Nhap day céc slide can in trong 0 Slides; vi du: nhdo 2—4 dé€ in
slide 2, 3, va 4.

Chon muc lua ndi dung can in tir danh sach Print What. Chdng ta c6
thé& chon in slides, handouts, note, hay outlines.

NEu muodn in nhiéu hon 1 ban, nhap s6 lugng ban in vao muc Number
of Copies.

6. Luwu mét trinh dién dang Slide Show — PowerPoint 2003

Sau khi file trinh dién da hoan tat, ching ta chi con viéc trinh chiéu va
khéng mudn thay déi nao, chang ta cé thé luu trif file nay dudi dang
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PowerPoint Show (file c6 dudi la .pps extension). File pps dugc ma truc
ti€p ma khong can Ms PowerPoint

0 TU menu Office ->Save As.

o Trong hop thoai, & vitri Save as Type, chon loai

PowerPoint
Show *.pps) hodc chon Power Point 97-2003 Presentation dé

chuyén vé dinh dang cho vertion trudc dé

7. DE tao mot trinh dién tot

D& tao mét trinh dién tét, ching ta phai chl y mot s& diém nhu sau

0 Tao cdc slide dan gian, khdng qua nhiéu chif trén 1 trang, khéng

qua nhiéu y khac nhau trén mét trang. Thudng, mét slide khong
qua 25-30 tLr.

ood

Not so good

Simplicity is Effective

= Contrasting colors
—Dark b

with light text
- Ligk

cacKkgro

* Large text
« Brief statements

with dark text

= Limited amount of text per slide

o NOi dung va hinh anh dugc dat véi mot khoang cach nhat  dinh
dbi vGi cac bién ngoai cua slide.
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Good Not so good

Avoid Crowding

Over-Crowding

Kaen all fexi and objecis awa
area w."hir wh vour slide sh

5 wour fiend

Slide phai doc dugc dé dang. Tranh sir dung mau sc, font khé doc hay
qué ndi.

Good Not so good

Easy to Read Hard to Read

schemes

n use o

2
)
:

8. Bai tap
% Bai tap 1. Transitions va animations

1. Chon scheme animation la Appear ap dung cho tat ca slides

trong file trinh dién
2. Thuc hién Slide Show dé& xem trinh dién

Chon mét animation khac sao cho tr hang ndi dung hién thi theo

=
()
=]
=
Bo
-§‘_ th(r tu. Thuc hién xem slide show

4. GG bo animation ra khaoi slide

Thuc hién Slide Show dé ki€ém tra xem animation da dugc g& bo
hay chua
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Bai tap 2. Trinh chiéu va sir dung cdng cu khi trinh chiéu

1. Thuc hién trinh dién tir Slide hién tai
2. Di chuyén céc slide. S& dung cdng cu ghi chd va bat vé trong
qua trinh biéu dién

3. Nhay dén slide 3. Nhay dén slide 8.

4. Luu file thiét lap dudi dang PowerPoint Show (pps file).

5. s dung My Computer hay Windows Explorer , double-click I&én
file d€ xem trinh dién tr file pps

Bai tap 3. In 4n

Thiét lap cac thong s6 cho viéc in an va luu thiét l1ap vao file. Khong

thuc hién in an, thay vao dé st dung chirc nang Print Preview

dé xem
trudc trang in.

1. Thiét Iap dinh dang in la handouts, 6 slides /1 trang, va xem két
qua in

Chon dang in la handouts vai 3 slides /1 trang, va xem két qua
in

3. Thiét Iap d€ in cac ghi chl cla silde

2
)
-

3

2
=
2
3
g
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5. Phu luc: Bai Tap Lon

Yéu cAu: tao file trinh dién PPT véi cac yéu ciu sau

o Mdi nhém nhiéu nhat 3 sinh vién
o Cac nhom khong dugc chon tring ndi dung dé tai.

o Bai dugc ndp vao trudc budi cubi cung ctia mdn hoc. Cac bai qua
han sé khong dudc chap nhan véi bat cr ly do gi.

0 Bai nOp bao gobm CDROM chra file PPT.
0 Mdi fie trinh dién ch(fa it nhat 40 slide

o Céc file trinh bay phai c6 minh hoa chira: am thanh, hinh anh, va
video

0 SU dung header - footer cho biét s6 trang, tén nhom
o Trong bai phai st dung table, wordart
o Trong bai phai d€ danh sach hoc vién ctia nhém

o NOi dung trinh bay hgp ly, dep.

Trinh bay dia diém du lich tai Viét Nam: Vinh Ha Long, Sapa, Nha
Trang, Hon Ngoc Viét, Viing Tau, Mii Né, ba Lat...
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