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PHAN 1. CACH TAO BAI THUYET TRINH PON GIAN

1.1. Lam quen nhanh véi PowerPoint 2007

1.1.1. Lam quen v@i giao dién mé&i (Ribbon)

e Nhiing phan thay d6i dé nhan thdy nhat 1a khu vuc phia trén cia cira s6
PowerPoint. Thay vi nhitng menu va toolbar nhu trudc day thi nguoi dung
PowerPoint 2007 s& thay cach sip xép khoa hoc hon véi nhitng 1énh lién quan
duogc dua vao mot nhom. Day 1€nh trén ctra s6 PowerPoint 2007 duoc goi la
Ribbon, n6 dugc xem Ia trung tam diéu khién cho viéc tao ra cac bai thuyét
trinh (Presentation) .

Animations Slide Show Review
) ok i)~ Calibri Headings) ~ 44 ~ - d=~{13=-1lI}- y G

—' %y [Brz g e @ X [EEm-] @ &
sge- »d A-A AN EmTE P

Fonmt

Design

m

IDDOAI .

Paragraph

e Ribbon bao gdm moét sb tab véi chirc nang cy thé nhu sau:

+ Insert: Pay 13 noi ban c6 thé thém vao slide nhiing table, picture(hinh
anh), Chart(biéu do), clip art (thém vao nhiing doan text, 4m thanh,
hinh v&-drawing,...), photo alblum (chon hinh nén cho slide), shapes,..

+ Design: 1 noi 1am cho slide c¢6 hinh thirc dep hon bao gdm cach thiét
ké thong tin nén, font chit va cach sip xép mau sic.

+ Animations: Pay la tab tao nén sinh khi cho bai thuyét trinh. Ban c6
thé dé dang st dung nhiéu hiéu tng cho bai thuyét trinh trén tab nay.

+ Slide Show: Khi bat dau thuyét trinh thi chic chin rang ban phai sir
dung tab nay va lwa chon cac muc sau day cho bai trinh chiéu ctia ban.

- From Beginning (F5): Néu ban mudn bat dau 1 bai thuyét trinh

- From Current Slide (Shift + F5): Khi mubn biéu dién slide hién
hanh.

- Custom Slide Show: Chi biéu dién nhitng Slide ma ban chon.
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- Set up Slide Show: Thiét 1ap nhiing slide can biu dién( vd: ban
mudn biéu dién tir slide 1> Slide 5 ctia bai thuyét trinh)
- Record Narration: Ban c6 thé thu 4m lai toan bo bai thuyét

trinh cua ban.

+ Review: Véi tab ndy ban c6 thé kiém tra chinh ta dam bao an toan cho
bai thuyét trinh.

+ View: Véi Tab nay ban c6 thé xem lai bai thuyét trinh va sip xép lai
bai thuyét trinh trén cira so.

1.1.2. Tim hiéu vé thw vién (Gallery) trong tab Amination

Animations 1
|

I

¥e Transition Sound:  [No Sound]

|
J J -l] .4‘ | .‘l r.# = Y Taansition Speed:  Fast
- — J - 2 1 = s Apply To All
- s Stde

Fades and Dissolves

i

Wipes

A e T

o)
>

e MOt sb hiéu tng chuyén tiép giira cac Slide (Slide Transition) trén Ribbon.

e Dé tim thém nhiéu mau Slide Transition, chon nat More. Toan bo thu vién
Slide Transition duoc thé hién trén man hinh, ré chudt vao cac Transition dé
xem thtr, click vao Transition phu hop dé ap dung cho bai thuyét trinh cta
minh.

1.1.3. Cac trinh soan thao co’ ban dwoc sir dung trong qua trinh soan thao
powerpoint
e Céac Khung QOutline, Slide notes, Slide
e Trén man hinh soan thao con ¢6 cac thanh phan sau
e Cira s6 Outline thé hién ciu tric to chirc cac khung slide trong phién trinh
bay. C6 thé dung khung nay dé tao va sap xép cac slide.
e Cira s6 Notes cho phép bo sung ghi chi trong mdi trang thuyét trinh. Khung
Notes thuong dung dé mé ta chi tiét cho noi dung khung slide.
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e Cira s6 Slide: ndi dung can trinh bay nim ¢ khung nay. Khung Slide bao gém
van ban, hinh anh, cac doan am thanh ma chung ta mudn trinh dién. Viéc soan
thao hau hét tip trung & phan nay.

e Khung Task (Task Panes): chita cac lién két (link) dén céc chirc ning co ban
thuong st dung. Khung nay dugc st dung rat nhiéu trong qua  trinh  soan
thao, gdm nhiéu khung: New File / Presentation / Document,
Clipboard, Search va Insert ClipArt. Dé mo khung Task: View->Task Pane

Slides pane

Raising Kids

Without Raising Your
Blood Pressure

TR T a—

e Dé di chuyén qua lai cac khung ndy, chung ta nhip chudt vao khung hodc nhin
F6.

1.1.4. Kham pha nhirng chirc nang khac khéong hién trén Ribbon

YOUr®  crnbr <132 - AW == e E’":"'u-n' ql}) L:'_ll o

et
B JZ Uade &N -A Al EFIANRN- g Shl_oesmtnoesQ;zk
it Drawir

rlete

Paragraph

2 ) Latn text font: Font style: Saze:
I | Calloei v| |Regusr a2 B
[ strigethrough [ smatl Caps
[[] Double Strkathrough (] atcaps
[[) sugerscrpt Offset: 0% 5 [[] Equaize Character Height
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e Khi ban khéng thidy mot chirc ning trong nhém nhu nhém Font nhu hinh trén,
thi hay click vao miii tén & goc dudi cua nhom. Mot hop thoai xuét hién voi
nhiéu tuy chon khac dé ban lya chon.

e Thong thudng c6 nhiéu 1énh trong cic nhom, nhung vi dién tich c6 gi6i han
trén Ribbon, nén chi ¢ nhing 1énh thuong sir dung nhat méi hién trén man
hinh, con trong truong hop khéng thiy ban nén click vao cac miii tén tré
Ribbon dé tim thém nhitng 1énh cin thiét.

1.1.5. St dung Quick Access Toolbar

e Khi ban lam viéc véi bai thuyét trinh va c6 mot vai tinh huéng ban muén lip
lai, chéng han nhu luu tai li¢u, thi nén sit dung Quick Access Toolbar. N6 la
mot nhom nhd cac nat 1énh nim phia bén trai trén Ribbon. Cac nuat I¢énh bao
gdém Save, Undo, Repeat va Redo.

e Ban ciing c6 thé thém cac 1énh thuong dung vao Quick Access Toolbar bang
cach click phai chudt vao 1énh d6 trén thanh Ribbon rdi chon Add to Quick
Access To.

1.1.6. Thay doi géc nhin cho bai thuyét trinh

e Performance reviews

e Mentoring program

1. NGt view giéng nhu phién ban truéc day, nhung ching bi thay
doi vi tri trén ctra so.

2. Kéo thanh Zoom dé phong to thu nho slide bai thuyét trinh
hoac click nut cdng hoac trir ¢6 ¢6 tinh nang phong to hoac thu nho
slide.

3. Nhan vao ndt trong hinh trén dé chon g6c nhin phi hop.

Trang 8



Tai licu MS PowerPoint 2007

1.1.7. Phim tat ctia PowerPoint 2007

Home

ugg _Jfg,:’,:"

Paste

r cdﬁ m SDLJ

e Néu ban thich sir dung ban phim hon chudt, chic chin ban can phai biét phim
tat trong Office 2007. Céach thiét ké Ribbon di kém véi cach sir dung phim tat
méi. Co hai vu diém 1a ¢6 thé sir dung mot nit don cho phim tit va sir dung t6
hop phim. Pay la cach sir dung phim tit.

+ Dau tién nhan phim Alt trén ban phim.

+ Nhitng ky tu va con s6 xuét hién trén hau hét cac trén phan cua Ribbon
duoc goi la Key Tips, Nhitng ky tu hién trén cac tab cua Ribbon va nut
Microsoft Office, con nhiing con s xuat hién trén Quick Access
Toolbar. Bay gid ban c6 thé sir dung no dé co thém nhiéu 1énh va nut
khac. Vi du nhan nat “H” dé hién 1én Key Tip cho tt ca cac nhom trén
tab Home.

+ Sau d6 nhin Key Tip trong nhém dé thuc hién mot 1énh nao dé, ching
han ban nhén Alt, rdi H, rdi L thi ban s& c6 1énh layout cho bai thuyét
trinh.

e Con nhitng phim tit truéc day nhu thé nao? N6 van duoc sir dung binh thudng
v6i PowerPoint 2007. Chang han nhu phim tat Ctrl + C 13 1énh copy va phim
tat Ctrl + V 1a 1énh dan.
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1.2. Cacthao tac cor ban

Qiick to 3dd notes g
T o m—

Tim hiéu bé“mg cich nao dé thém nhiing slides mé1, chon mot layout cho slide
va sau d6 thém nodi dung vao. Ban ciing c6 thé s dung lai cac slide tir bai
thuyét trinh khac va cudi cung tim hiéu bang cach nao dé chuan bi nhimng ghi
chu cho bai thuyét trinh.

1.2.1. Tim hiéu vé workspace (khong gian lam viéc)
i 1
J. 3 .' !

Adventure Works
sales proposal

2

Click to add notes | 4
(587 el

Hinh anh trén dugc goi 12 Normal View, khi ban m¢ PowerPoint, thi ban sé&
théy Normal View cua bai thuyét trinh. Ban lam vi¢c ¢ day dé tao ra céc slide,
¢0 ba khu vuc chinh cia Normal View:
+ Slide pane 1a khu vuc 16n & giira, ban s& lam viéc chii yéu tai day.
+ Trén slide, nhitng hop duoc tao thanh boi nhitng cham dut quing duoc
goi 1 placeholders. Chinh noi nay ban nhap dit liéu, hinh anh, biéu
dd va nhiing tha khac nhu file am thanh, video clip.
+ Nhitng hop nho phia bén tréi goi la thumbnail, khu vuc nay dugc goi
1a tab Slide va ban c6 thé chon slide thumbnails (hinh thu nhé cua cac
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slide) & day dé tim va di chuyén t6i cac slide khéc.
+ Khu vuc phia bén dudi 1a notes pane, noi ban ¢6 thé nhap nhing ghi
cht khi can thiét.

1.2.2. Lam viéc v¢i Slide

Céac ché do View ctia Powerpoint: Trong phan nay, chiing ta s& xem xét cac
khung nhin khac nhau ctia mot trinh dién trong qua trinh soan thao.
PowerPoint c6 thé hién thi trinh chiéu cta chiing ta véi nhidu cach khac nhau:
Normal view, Slide Sorter view, Slide Show, Notes Page. Mdi cach thiét ké
dé thue hién cac nhiém vu khac nhau tuy theo yéu cAu.

o Dé chuyén qua giita cdc ché dp view: chon View tab, hodc chon view buttons
¢ bén phai phia dudi cia man hinh
+ Normal View: ché d6 mic dinh, cho phép xem va soan thao tat ca
thanh phan chinh cia slide véi danh sach céc trang cia file. Dé chon
slide, chung ta chon slide can nhay dén trong danh sach. Trong kiéu
xem nay, ta co thé lam viéc voi vin ban, cac hinh anh, biéu docho tung
slide mét. O ché d6 nay chung ta c6 thé soan thao slide voi su tro gitp

cua Slides pane hay Outline Pane.

Slides/Outline pane Shides pane

RELAX AT SYCAMORE KNOLL!

L L Ll e R e ] e L e e T T L e )
o My

Notes pane
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+ Slide Sorter View: véi kiéu xem nay, ta co thé doi, chép, x0a céac
slide, nhung khong thé hiéu chinh vin ban trong khung slide hoic lam
viéc voi cac dbi tuong slide. Kiéu nay cho mét cai nhin tong thé vé
toan b file va thuong dugc dung khi can sap xép thir tu cac trang.

. Ve JEraT——

+ Slide show: xem két qua cubi cung cua cac slide khi dd hoan thanh
+ Notes Page: cung cdp mot khung ghi chi cho cac slide. Loai nay
chuyén dung khi chi lam viéc véi céc ghi cha

bé chuyén gilta cac ché d6 view, c6 thé su dung cac nuat 1é€nh (xem hinh) hoac
tir menu: chon menu: View->Normal (hay Slide Sorter, Slide Show...)
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View buttons

Rurat Hetaaton, Gy Corvenverce

SYCAMORE KNOLL BED AND BREAKFAST

179 Tumnl o

Normal | Shde Show

Sheda Sarter

Di chuyén giita cdc slide:
Dé di chuyén giita cac slide, c6 nhiéu cach lam: Bam phim Page Up, Page
Down d¢ di chuyén

+ Click chon slide ¢ thé Outline tab .

+ Chang ta c¢6 thé di chuyén giita cac slide trong cac cach xem (view)

khéc nhau.

+ Phoéng to — thu nho slide:

- Chung ta c6 thé sir dung 1énh Zoom dé thay doi cach nhin mot
slide to hay nhé hon. Lénh Zoom dua trén d¢ phong tinh theo
phan tram.

- Cach d& nhit dé zoom slide 1a kéo Zoom slider trong thang tac
vu nam & bén phai, phia dudi man hinh.

Current Zoom Fit slide to
zoom slider current window

Decrease Increase
Z00m Z200m

Trang 13



Tai licu MS PowerPoint 2007

e Chon nhiéu slide dong thoi:

+ Dé chon nhiéu slide dong thoi, ching ta c6 thé st dung ché d6 xem
Slide Sorter view, sau d6 chon mét hay nhiéu slide bang phim Ctrl
hay phim Shift.

+ Hodc chiing ta c6 thé chon nhiéu slide dong thoi tir ciia s6 Outline hay
Slides.

o Thém hodac xoa slide:

+ Dé thém 1 slide méi: Chon Home-> Slides->New Slide. Hodc chiing
ta c6 thé bAm phim tat Ctrl+M.

+ Dé x6a mot hay nhiéu slide: chon cac slide nay tir ctra so6 Outline ->
bam delete.

o Nhap liéu noi dung vao slide:

C6 nhiéu cach nhap dir liu vao slide.
+ Chung ta nhap dir liéu truc tiép vao textbox trong Slide

+ Chung ta nhap dit liéu truc tiép vao Outline Pane.

o S dung outline pane dé nhap noi dung:

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

+ Dé thut hang vao cho cac hang, st dung phim Tab. Nguoc lai, st
dung phim Shift + Tab .

+ Dé di chuyén cac doan vin hay nodi dung: chon doan can di chuyén,
bam phim phai chudt-> chon Move Up hay Move Down

1.2.3. Thém slide mé&i vao bai thuyét trinh

-

| e
3
i

»

‘_7_ Click to add title

Title Slide Title and Content

« Click to add text ‘
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Khi mé PowerPoint ra chi c6 mét slide trén man hinh ban mudn thém céc slide
khac thi cach thong dung la chon New Slide, trén tab Home tab, nhu hinh trén.
C6 hai cach dé st dung nat nay.
+ Néu ban click phan trén caa nat nay, mot slide méi s& xuat hién ngay
lap tuc, bén dudi tab Slide, slide d6 cling xuét hién.
+ Néu ban click phan dudi cua ndt ndy, ban s& ¢ mot thu vién layouts
cho slide dé ban c6 thé chon lya dé thém vao bai thuyét trinh.

1.2.4. Chon kiéu dan trang (layout) cho slide

Title $lice r " Titie and r
2 Content
w I‘ Click to add title
Click to add title

* Click to add text

e Slide tiéu dé (Title Slide) trong hinh trén c6 thé tim kiém trong Layouts
Gallery. Thuong trong Slide tiéu dé s& ghi tén bai thuyét trinh va cac thong tin
lién quan nhu tac gia v.v...

e Layout cua Slide tiéu dé (Title Slide) bao gém diém dinh sin (placeholder)
cho tiéu d& chinh va tiéu dé phu.

e Layout ban sé& sit dung cho hau hét cac slide khac dugc goi 1a Title and
Content (tiéu dé va ndi dung), ban co thé thay trong Layouts Gallery.

e Trén layout cua cac slide nady c6 mot placeholder cho tiéu dé va mot
placeholder cho viéc nhap ndi dung van ban (text), hinh anh (picture), phim
anh (movie), biéu do (chart), ...
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1.2.5. Nhap ndi dung van ban vao slide

[vome DR RS A TR R e
Calibri (Body) -132 - tp{ 0—_-_][10. |
B I U 8 e | [E il!ul- - (3) 8
(A HA‘ a‘ll"—l EE=am o

Current products

-------------------- mo
'+ Qutdoor gear '

— Camping
= Duffle bags
= Backpacks
— Frame packs
~ Day packs

e Ban co thé sur dung nhidu cép khéc nhau dé thé hién cac noi dung chinh va céc
ndi dung phu tuong ing

e Trén Ribbon, sir dung I¢nh trong nhém Font dé co thé thay ddi cach dinh dang
cho cac ky tu, mau sdc va kich ¢& chir.

e Sir dung lénh trong nhoém Paragraph dé thay d6i dinh dang cac doan text nhu
dinh dang danh sach, xuéng dong.

1.2.6. Chen slide tir mot bai thuyét trinh khac

.Ramsldes

Ban c6 thé sir dung nhitng slide tir bai thuyét trinh khac, cach 1am nhu sau:

e Trén tab Home, click miii tén trén New Slide, Néu ban mudn chén mot slide
mai thi chon layout cho no trude.
e Phia dudi layout gallery, chon Reuse Slides.
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e Trong Reuse Slides, dudi Insert slide from, chon Browse dé tim bai thuyét
trinh c¢6 nhitng slide ban mudn chén va sau d6 nhip vao miii tén dé mo nhimg
slide nay.

e Khi d3 c6 nhirng slide ban can, chon Keep source formatting bén duéi cira
s6. Néu ban mudn giir nguyén slide thi truéc khi chén ban can chon Keep
source formatting. Néu khong chon thi né ¢ dinh dang giéng nhu slide ban
dang lam viéc.

e Chon slide ban muén chén. Céac slide s& duoc copy sang bai thuyét trinh ma
ban dang lam.

1.2.7. Tao ra nhirng ghi chi cho ngwoi thuyét trinh (speaker notes)

(G x o
T The Opportunity N
3
The Potential .
Treautive ammary
R — :
+ 8 :

-
-
» How should we expand our inventory? !

* Consider the concept of “just-in-time"” retail. 2
* Our range will outdo the competition.

4

e Khi xay dung noi dung cho slide, ban c6 thé nhap nhitng ghi chi trong 6 Notes
phia bén dudi slide.

e Ban c6 thé ndi rong 6 notes dé d& dang 1am viéc bing cach kéo thanh chia
tach(Split bar).

e Nhimg ghi chii ctia ban s& dugc luu trit trong mot trang ghi chii bao gdm ban
sao cua slide voi nhitng ghi cha.
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1.3. DPinh dang slide

1.3.1. Sir dung slide Master:

e PowerPoint cung cap cho chiing ta nhiéu miu chuyén nghiép dung sin, véi cac
mau séc, ¢& chit, font chit, thiét ké da duge tinh toan hoan hdo.Tuy vay, doi khi
chung ta can tao mot slide theo dinh dang riéng cua chung ta. Viéc nay duogc
thue hién thong qua Slide Master.

e Slide Master khong phai 13 mét slide, nhung né giébng mot slide. N6 13 mot
mau chuin dang ludi, dung dé tao mau cho tat ca slide trong file trinh dién.
Khi ching ta thay doi Slide Master, tat ca cac slide cta file PowerPoint s&
dugc cap nhat theo.

e Dé mo Slide Master: chon View-> Slide Master

% Preserteos ] MNIOAR SoverDare - X
¥ J
L Gdenuster | deem  bast asmstion  Mevew  View  AdSis “
3 N Ovhetx — | | Rdcessorr = o :
| | ) v A—';‘l‘x . 3
byrTY. LA et B |A [rom
gt S Iment Martat ot 7 Focters ey —— 7 Hade Background Graphic Page Lhde Qe
Madte Lapowt # TR o Macendder ~ v OB T " Seep Overtason Maste View

£52 Maaiter Master Layout L3 The=e Lachgreund - Face Letup Gttt

CLICK TO EDIT MASTER
TITLE STYLE !

CHA 0 60 M st it

+ Click to edit Master text styles
Second level
* Third level

- Fourthvel 4l
* Pl eved

e Sau khi dinh dang xong Slide Master, chiing ta phai dong n6 lai bang nat Close
Master View.
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Bai tap: word art 's&

a Tao wordart DuLich tir Master Page
a Diéu chinh word art dé ap dung toan b slide

"~ CLICK TO EDIT MASTER

TITLE STYLE

+ Click to edit Master text styles
-~ Second level
* Third level
- Fourth level
» Fifth level
14

10/10/2006 ‘:' . _? o

1.3.2. Chon lai theme
e Chung ta co thé thiét lap lai theme khac c6 san vao mot hay nhiéu slie trong fie
trinh dién ctia minh. Dé chon lai mot thems: Chon mét hay nhiéu slide trong
file trinh dién.
e Chon menu Design->tir Themes group, bam phai chudt vao theme ban mudn
ddi dé hién thi shortcut menu
+ Chon muc : Apply to All Slides: néu muén thay ddi tdan bo slide.
+ Chon muc: Apply to Selected Slides: néu mudn thay ddi nhiing slide
dang chon
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o) FLEEE Frensmshan] - Lo Paera
< Hamy Pt N PR Mty Sharv Eiprigem VHrw
Ta | [re— - . ; B -
= E‘x_.—! | A Ha Aa [ | A - [E o=
:H-.: b — - - ——— - moes | e -
° Click here

1.3.3. Str dung theme color:

e Néu chung ta mudn gitta nguyén cac thiét ke, va chi thay doi mau sac, chung ta
c6 thé chon cadc mau dinh dang mau tir color scheme.
e D¢ thay d61 mau sac cua file trinh dién:

+ Chon menu Design ->Themes -

>Colors.

+ Click chon Color Schemes tir danh sach hién thi

1.3.4. Thay d6i mau nén:

e Vi¢c thay d6i mau nén la kha quan trong, boi nd can phai hop véi mau chir. Bé
thay d61 mau nén cua mdt hay nhiéu slide:

e Chon menu Design ->Background Style, hop thoai Background hién thi (xem

@ -

hinh)
‘ Design Animations Slide Show Review View
S [
R Lo _ [T

Themes

E Colors ~ [@ Background Styles ']

o
LICI=E

&4 Format Background...
o

|
-

=
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e Chon mau tr danh sach tha Xuéng, nhén chudt phai vao mau muén chon va
va bam nut Apply to All Slides.

I E colars - [@ Background Styles *]
[ | | |

Apply to All Slides
Apply to Selected Slides

Add Gallery to Quick Access Toolbar

&4 Format Background...

™

e Chung ta c6 thé tiy bién nén bang cach chon myc BackGround Styles

=

5

H Lolaes = [{2] Background Styles *

B

[

|

i) Format Background...

"

S

Format Background

.

Show the Format Background
dialog box.
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1.3.5. Textbox:
o Dinh dang textbox:

+ Mot trong cac thanh phan co ban quan trong khi xay dung slide 1a céac
textbox. Textbox dung dé nhap ndi dung vin ban can trinh bay. Mot
slide dugc cdu thanh tir mot hay nhiéu textbox. Do d6, viéc dinh dang
textbox chinh la cong viéc thuc hién nhiéu nht khi dinh dang slide.

+ Tao textbox:

- Chuyén dén ché do6 Normal view (chon menuView, Normal).
- Chon menu Insert -> Textbox
- Click trén slide, mot hdp text box s€ hién thi

Insert Destgn Animations Shde Show Review View Developer Add-ins Format

! o - v = —

B % () @ il A | 4 3 | € &
k) g ¥ 43 “ e o = J Ly L e ) 51]
Chip  Photo Shapes Smartant Chart Hyperlink Action Text Header WordAnt Date Shide Symbol Object

At Album - - Box & Footer - & Time Number
Mustrations Links Text

- Nhap ndi dung vao text box, bam Enter néu mudn xuéng hang -
tao mot doan van khac. Khi mudn két thuc, bAm vao bat cir chd
nao trén slide bén ngoai textbox.

+ Dé x6a mot textbox: chon textbox do, va bam phim delete.
o Thay dbi thiét lap vé font

+ Dé thay d6i font ctia mot textbox hay vin ban bén trong textbox, ching
ta chon menu Home tab-> chon menu Font tr Font group.
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Calibri M-S EZ SR =
Theme Fonts -
T Calibri (Headings) =
T Calibri iBody)
All Fonts

T fgency M

% Aharoni 71 TIaN
T ALGERIAN

H anaalu 38 gl
W inziana Mew adan
W ingianallFc adan
T Aparajita CEGEIGR
T Arabic Typesetting a2
T Arial

T Arial Black

B Arial Narrow

T Arial Rounded MT Bold

H Arial Unicode MS

T Baskerville Old Face

T Batang

% BatangChe

T Bavhaus 93 -

+ Ngoai ra, trong muc Font group cling cho phép chung ta chon Font
Style, font size, va cac hi€u ting Bold, Italic...(tuong tu cic dinh dang
ctia MS Word), mau sic cua chit (color)...
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1.3.6. Giong hang van ban va cac thiét 1ap khac:
e Tuong tu MS Word, dé giéng hang vin ban, ching ta sit dung menu Home ->
chon Paragraph group, va chon nut 1énh trén thanh cong cu

(=)

o Puent  Oengm  Amimsboes  ShéeShew  Revew  Vaw  Devwaper  Adtdm fona
= > ’ ot

L& _Jur\l B T IR P i~ o e m T _J-J v hapeta n

. port -~ O Shape Ovtnnn « £, Taplais ~
Past Now e Pape Mrsnge Qua

o P || sase- LJC ovie ||| Bl lidhe- 8 e A/- T s+ = TRage e q Sewn v
Oevsend Ovewng 3 t9amg

Farmat
rormat

painter

e Chiing ta c6 thé sir dung cac format khac cho textbox nhu: cac dinh dang vé
shape trong th¢ Drawing Tools -> Format, hodc cac higu ung vé text trong
muc Font cua thé Home -> Font, hodac chon Quick Styles, hoac bam phai
chudt trén Textbox -> chon Format Shape.

e Tao Bulleted List - danh sach danh s6 (Numbered Lists) cho Textbox :

+ Chung ta c6 thé bat - tat chirc nang danh Bulleted List
+ Numbered List bang nut 1énh Bullets - Numbering Paragraph group
tor menu Home

Oy ®- 0 0 : it Frourd ool [ G
-i-. e el - vt i b B b Vit (9
b By B Aot e R = R — ot b - b
= = : = ANl B2 = -] T Y-
P || BT ok WMo A (A ; i e T
L Font d Hisra 2 4 | . -
3
A
p
I I
a i
b [l
. "
ST ——
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1.3.7. Poi twong shape

Dé v& thém dbi twong shape hay line: chon Insert ->1llustrations -> Shape

Connectons

|

| Recenty Ued $nages | |
DOQ} t‘r YPALLD

Iy

[ e Cz \ /'lk ‘-EJ

| | i

NSNS 2 %A g -sobs

] . -“h\»""f’"b""

|m( e le ] mim ) | un
Basic Shapes ¥"

BOAMNITOCOOOO®
eocoonrL/Zo0en
jUOOAJOv\ﬁiO\
(GRS AGRE S
Block Arrows
IDERTONS LA™ I I

1.3.8. Str dung Header va Footer
e Headers va footers chtra cac ndi dung hién thi & dau hay cubi mdi trang nhur:
tén béo cdo, ngudi bio cdo, sb trang. ..
e Headers va footers duoc soan thao tir Slide Master, hodc bang cach thém
Header - footer. Dé thém Header va Footer:
+ Chon mot hay nhiéu Slide muén thém Header va Footer
T menu Insert -> chon group Text -> Header & Footer

+ Nhap thdng tin vao Header - Footer tuy theo ché do Slide hay

Handouts
Header and Footer @ Z(__
Shide E}Motesmdl-lmdoutsr
Inchude on shde
i
e D nel 0% Cancel
E ] El
Preview
[:IEootef ":::::::::,:'
._ 1) |} § Pl
[JDon't show on title skde!
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1.3.9. Cac mau thiét ké theo chu dé (Themes)

Adventuyre Works
2008 Sales Proposa

Adventure Works 2008 Sales ey
RS I PR Y
WARE VIR pelan

Pr

e MGJi bai thuyét trinh c6 mot chu dé&. Chu dé xac dinh phong cach va mau sic
cho slide cua ban. Trén hinh 1a ba kiéu slide c6 cung mot ndi dung, nhung véi
ba chii dé khac nhau. M6t chu dé bao gom:

+

+
+
+

Thiét ké nén

Mau séc

Kiéu va kich ¢& font chit

Vi tri cac Placeholder (diém dinh sin)

e Chu dé mau sac anh hudéng dén mau hinh nén, mau font chit, mau duong vién
va nhiing yéu t6 khiac nhu bang biéu va bi¢u do.

1.3.10. Cac mau thiét ké theo chu dé (Themes)

Design \

[y ™

Themes

Adventure Works
2008 Sales Proposal

LINDA MARTIN
SENTOR VICE PRESIDENT
WORLDWIDE SALES

e MOdi bai thuyét trinh méi bat ddu véi mot chii dé mac dinh ma n6 duge goi 1a
Office Theme (chu dé vin phong). Cach chon mét chu dé bang cach nhan vao
tab Design va tim mét cha dé cho bai thuyét trinh ctia minh.
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e Chu dé mau ban thay s€ nam trong nhém Themes.

e D¢ tim thém chu d¢, click nut More miii tén bén phai cia nhom Themes.

e Khi chi con tro vao bat ctr chu dé mau nao, ban s€ thay né hién chu dé do lén
slide

1.4. Bang biéu

Ty thude vao loai slide, chung ta can sip xép nodi dung trén mdi slide theo
nhiéu cot, hodc & céac vi tri khac nhau trén slide. Khi tao slide mé&i, PowerPoint
2007 cho phép chung ta chon slide layout nhu sau:

+ Tao slide méi (khong click 1én bat ctr ddi twong nao trén slide)

+ Chon Home -> Slides ->Layout

+ Chon loai layout thich hop.

Home Insert Design Animations Slide Show

e o= Layout ~ [
j == Lay e
Eﬁeset

% Delete
) Y ——
‘|| Office Theme |
atiig
Jut 1
Section Header
— “all “all - -
115 15 “«r. “i
Two Content Comparison Title Only
w7
]
Blank Content with Picture with
Caption Caption
(2] Duplicate Selected Slides
E5]  slides from Outline..,
=] PReuse Slides...

Trang 27



Tai licu MS PowerPoint 2007

1.4.1. Tao bang:
e Bang (Table) dugc sir dung dé dit cac ndi dung vao dudi dang hang -cot. Dé
tao mot bang trén slide:
+ Tu Insert-> Tables -> Table.
+ Reé chudt dé chon sd hang - ¢t va click chuot dé tao table.

il
—/' G Home Insert Design Animations Slide Show Review [

B B @ S A

Table Picture Clip Photo Shapes Smarthrt Chart Hyperlink Action Text He

- At Album - - Box &F
10x8 Table o - -
| s“‘“’ H:ld wm‘ “n
k
Jan-March 5,000 3,000 2,523
Apr-June 5,250 3,500 3,110
E July-Sep E,500 4,200 4,239
Oct-Dexc 7,333 6,430 5,274

I InsertTable...

¥ DrawTable Total Yearly 24,203
'-EI Excel Spreadsheet -

e Sau khi da tao xong bang, dé hiéu chinh Table, khi chung ta chon table,
PowerPoint 2007 s€ tu dong hién thi thé Table Tools v&i cac 1énh cho phép
ching ta tuy chinh. Viéc tuy chinh table thyc hién tuong ty nhu trong MS
Word 2007.

1.4.2. Pwa WordArt vao Slide:

WordArt ding dé tao cac hiéu ung hinh anh trén cac ndi dung text nhap vao.
Diém méi ctia PowerPoint 2007 1 khong c6 sy khac biét giita WordArt va cac
textbox: chung ta chi viéc ap dung WordArt Styles vao cic textbox. Pé dua
WordArt Styles vao PowerPoint 2007: Chon Insert ->Text group->WordArt.
Chon loai Wordart va nhdp ndi dung vao textbox moi hién thi. Hodc chung ta
thiét 1ap mot textbox v6i wordart styles nhu sau:

+ Chon ndi dung text can dinh dang.

+ Tu thé Drawing Tools Format, trong WordArt Styles group, chon

thu vién WordArt Styles. Néu chon Quick Style, chung ta chi ¥ s&
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c6 2 nhom khéac nhau Chung ta cé thé hiéu chinh lai cac tuy chon cho
Wordart sau nay.

1.5. Hinh anh

1.5.1. Cach chén hinh anh hoac nhirng thanh phan khac

e Chon biéu twong Clip Art trong placeholder.

e Mot cira s6 nhiém vy Clip Art mé ra, nhap tir khoa trong hop Search for véi
nhing chu dé goi y phén loai, sau d6 nhan Go.

e Nhimg doan clip xuét hién pht hop theo yéu cau cta tir khoa. Chon mét cai dé
chen vao trong slide.

e Hinh anh s& ty dong co kich thudc va vi tri trong placeholder. Ban ciing ¢6 thé
chén bang biéu, biéu dd, hinh anh ca nhan, video va SmartArt graphics bang
cach nay. Nén luu ¥ rang ban phai giam dung luong hinh anh can thiét khi
chén vao slide.
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1.5.2. Cach chén hinh anh hodc nhirng thanh phan khac bang Tab Insert
e C6 mot cach khac dé chén nhitng thanh phan khéac vao slide bang cach sir dung
tab Insert trén Ribbon. Tat ca moi thi ban c6 thé chén tir dy

Home Insert Design Animations Shde Show Review View Format
| =l g Y Shapes = 8, Hyperlink A I o] Header & Footer 8] Slide Number
— 2 . 20 SmartArt y Adtion A WordAst ~ £ Symbol
Picture Clip  Photo 1 Tet =
25 Date & Time *44 Object

At Album - Rl Chart

o Text boxes rat thuan tién khi ban mudn thém doan text noi nao dé va can chi
thich cho né. Trude hét chon Text Box trén tab Insert.
e Vasau do vé mdt hdp trén slide va nhip ndi dung.

1.6. Chinh stra slide

Khi chén mét hinh anh vao roi va ban mudn diéu chinh né nhu chinh stra kich
thudc, cét bét, chinh mau sic, Sir dung Picture Tools dé 1am viéc nay. N6 ¢o

san khi ban chon hinh anh.

Picture Tools
Animations Stide Show Review View | Format
8} » 2. a = .
—— S— p— 4y Picture Shape ~ 54, Bring to Front ~ | Align » }J
d ) d ‘ * z Picture Border ~ 4 Send to Back - H G
A - A .} Crop =
~ @ - - ol
- Picture Effects ~ We Selection Pane 5 Rotate ~
! Size

Picture Styles Armange

Creating
happy

customers

e Chon hinh anh.
e Picture Tools xuat hién trén Ribbon. Str dung lua chon trén tab Format dé

chinh stra hinh anh.
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1.7. Sap x€p noi dung slide

e Khi ban dd c6 ndi dung can thiét cho slide va ban chi mudn sip xép ching
ngin nip hon dé 1am cho bai thuyét trinh 4n twong hon. Ban c6 thé s dung
lénh Arrange dé diéu chinh céc yéu to.

Picture Tools

Format

{3 Bring to Front - |I= - 1l m

24 SendtoBack ~ | | Align Left 3

"-j, Selection Pane & Align Center

2 ) Amange 2] Align Right
':-‘ | 57 Align Top

}hppycan:pui“{mAd\ﬁnue o oF Align Middle

7B\

e D¢ sap xép thang hang ghi cht vé6i hinh anh thi chon placeholder cua ca hai
bang cach nhan Ctrl réi chon timg ci.

e Tim nhom Arrange trén tab Format, trong Picture Tools.

e Chon nut Align va sau d6 chon Align Left.

e Lénh Arrange c6 sin trén nhom Drawing, tab Home.
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PHAN 2. CACH SU DUNG BIEU PO, PO THI VA BANG BIEU
2.1. St dung hiéu &rng d6 hoa véi SmartArt
2.1.1. Tao d6 hoa SmartArt

C6 hai cach dé tao dd hoa SmartArt: Cach thtr nhét la chuyén ddi noi dung co
san va cach thir hai 1a chén thanh phan dd hoa trudc roi thém thong tin vao.
Sau d6 hoc cach sir dung thém hinh dang cho ndi dung text bang cach ding
Text pane. Di chuyén hinh dang text bat ¢ vi tri nao.

Agenda ’ F
* Review of products, profits
* 2007 sales research

* Proposed new products
* Costs on return and investment projections Aqenda

e Chuyén ddi list (ndi dung di dugc chia) thanh slide dd hoa
e Ban c6 thé chuyén doi mot slide list thanh slide d6 hoa SmartArt bang cach

H F el . \ A
chon Convert to SmartArt Graphic trén Ribbon va chon mdt trong
nhitng layout trong thu vién. Néu ban van chwa tim thiy céi nao vira y thi chon
More SmartArt Graphics phia dudi cua thu vién SmartArt.

2.1.2. Blank Graphic: Phwong phap thir nhat

Insert
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Khi ban mudn 1am viéc véi dd hoa thi ban phai nhap ndi dung trén slide, m&
thu vién dd hoa SmartArt va chon mdt mau thich hop. Dudi day 1a nhiing budc
thuc hién:

e Trén tab Insert, nhap SmartArt.
e Chon kiéu d6 hoa ban cam thay hai long.

2.1.3. Blank Graphic: Phwong phap thir hai

Céch thtr hai 14 chén thanh phan d6 hoa trudc roi thém thong tin vao.

1 Strategy and schedule
| |
Type your text here x
* Adopt pbn
2 * 3Q0d
o [Tex] Adopt plan [Text] [Text]
o [Text]
o [Text]
o [Tex) 3)e 3QO8

Mdi dbi tuong dd hoa SmartArt c6 mot cira s6 vin ban dé ban c6 thé thém text
hodc khong tuy y. Cira s Text nay ding dé nhap dir liéu cho d6 hoa va bién
tap lai dd hoa. Ban cling co thé lam viéc truc tiép véi do hoa.

o O cua s6 Text nam & vi tri sat bén slide dd hoa.

e Nhip dir liéu vao ctra s6 nay.

e NOoi dung text xuat hén tu dong trong slide dd hoa.

e Chuy rfing dd hoa ludn xudt hién v&i mic dinh co text di kém.
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2.1.4. Cach thé hién ndi dung vian ban (text) vao cac hinh dé hoa

'lwc your text here Type your text here
‘ ® Adopt plan ‘ ® Adopt plan
3 * 3q08 : " * 3008 ’

* Implement o Implement
Strategy and schedule Strategy and schedule

sl

e Kiéu Layout ciia SmartArt ma ban chon quyét dinh cach ma van ban thé hién
trong cac hinh dd hoa. Hinh minh hoa trén cho théy van ban dugc thé hién
khéc nhau trong céc layout khac nhau.

Smartart Tooks

Design

Strategy and schedule

e Mudn st thir mot layout cho slide? Ban c6 thé d& dang chuyén sang cai layout
khac bang cach:
+ Chon thanh phan d6 hoa trén slide, click tab Design trong SmartArt
Tools.
+ Chon mét kiéu layout trong nhom Layouts.
+ Kiéu layout do6 s€ dugc ap dung vdéi slide dd hoa.
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2.2. Tao trinh dién chuyén nghiép véi slide do hoa

e Baiy gio ban c6 thé kham pha thé gidi thiét ké co sin trong d6 hoa SmartArt.
Str dung thu vién dd hoa, mau sic 1am cho slide d6 hoa chuyén nghiép va dep
d& hon. Cac Theme (cha dé) tac dong nhu thé nao dén thiét ké dd hoa cua ban.
Céc kiéu (style) va mau sic ton tai dudi hinh thirc cac dudng nét va van ban
trong cac thanh phan do hoa. Cac kiéu do bong va phat sang (glow) ¢ thé 1am
cho slide dd hoa trd nén ndi bat.

Executive Summary

» Just-in-time retail inventory
» Expanded range of choices

I The Concept

» Reduced overhead costs

The Opportunity

[ The Potential « 20% growth in this fiscal year

e Cudi cuing hoc cich lam viéc véi dd thi ban da co trong bai thuyét trinh cii va
ban mudn nang cép ching giéng nhu d6 hoa SmartArt hodc ban mubn giir
nguyén. Hay dua ra y tudéng cho viéc ban chon lya va ban mong mudn.

2.2.2. Chu dé bai thuyét trinh: kién thirc cin ban vé mau slide

1 2
I

.
Executive Summary

Executive Summary

The Concept  [Etanonabamssmk

’ The Concept

« Expanded range of choices

* Reduced overtesd costs

The Opportunity .

The Potential » 20% growth in s flacal year

The Gains « Astronemical

’ The Opportunity

’ The Potential
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e Trudc khi 1am viéc v&i cdc mau va mau sic dic biét cho dd hoa SmartArt, thi
can phai tim hiéu thém vé Theme. Mot theme cung cap thiét ké cho toan bo
bai thuyét trinh va theme 13 nén tang cho slide va phong cach (style) cua slide.

1. Slide dau tién ap dung theme cdn ban cua PowerPoint dugc goi la Office
Theme. Bay la theme don gian nhat va né dugc chon mac dinh.

2. Slide thir hai gidng ndi dung nhu slide thir nhat, nhung theme thi
khac nhau, n6 duoc goi la Module.

e Nhu ban thay trong hinh trén, d6 hoa trong rat khac nhau béi vi theme khac
nhau. Theme xé4c dinh thiét ké hinh nén, mau sic slide, layout cta placeholder,
vi tri viin ban va kiéu chit.

2.2.3. Mau SmartArt: Vidu 1

° Giéng nhu mot bai thuyét trinh ¢6 nhiéu theme dé lua chon, mdi layout cho dd
hoa SmartArt ciing c6 chira nhiéu mau (style) khac nhau.

Executive Summary

« Just-in-time retail inventory
» Expanded range of choices

» Reduced overhead costs
« Increased customer satisfaction

The Potential « 20% growth in this fiscal year

e Khi chén mot thanh phén dd hoa vao no s& duoc ap mot mau mic dinh, tuy

The Opportunity

nhién ban hoan toan co6 thé chon mdt mau khac tuy y. Vi du, hinh trén cling 1a
dd hoa kiéu Office theme, nhung né lai g dung mau khac, mau mic dinh goi
la Simply Fill, con bay gid n6 da duoc thay thé bang mau Intense Effect. Mau
ma&i nay c6 mau can ban ctuia theme mac dinh, nhung né lai c6 hinh dang ndi,
¢6 hinh phan chiéu va rd nét hon.
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2.2.4. MAu SmartArt: Vi du 2

Executive Summary

= » Just-in-time retail inventory
¥ P « Expanded range of choices |

» Reduced overhead costs
» Increased customer satisfaction

e Potentia » 20% growth in this fiscal year

« Astronomical

e Trong vi du ndy mot trong mau 3-D duoc ing dung goi 1a Cartoon. N6 lam
cho hinh dang trong c6 vé dugc nang ra khdi slide mgt chit. Hinh dang chinh
¢ goc canh va ndi bat tir dau dén day.

2.2.5. Thay d6i mau siac cho mau (style)
° Giéng nhu mot bai thuyét trinh ¢6 nhiéu theme dé lua chon, mdi layout cho dd
hoa SmartArt ciing c6 chira nhidu miu (style) khac nhau.

The Opportunity

de v ’ g Design Format
wJ
';;ol ‘_
Change E E E
Coloes ;-
1 Primary Theme Colors
: !
Executive S | I
.
The Concept J = = = = =
- =2 = &a
Accent 1

Colorful Range - Accent Colors 4 to 5
=
5 | .. e a0
— — —
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e Ban c6 thé thay d6i mau sic cho slide bang cach sir dung thu vién nhu hinh
trén. Thu vién nam trén tab Design tab v&i SmartArt Tools trén
Ribbon, trong nhdém SmartArt Styles. Pé thay d6i mau sic cho mau, lam
nhu sau:

+ Chon Change Colors.
+ Chi vao bat ctr mau mau sic nao.
+ Nhin phﬁn xem lai trén d6 hoa, chon mdt mau dé ung dung mau sic do.

2.2.6. Tim hiéu thém vé shape (hinh dang)

Format v
S Shape Fill -
4 Shape Qutline =
o Shape Effects ++— 2

Shape Style |
l Preset »

Executive Sum
. B

-
£
3
»

e Miu ban tmg dung d6 hoa trong c6 vé tuyét voi, nhung ban c6 thé 1am hon thé
bang cach sir tac dong 1én tirg shape (hinh dang) riéng 1¢. Ban c6 thé lam diéu
nay trén tab Format véi SmartArt Tools.

+ Chon mdt hay nhiéu shape (hinh dang) ban thich.

+ Trén tab Format, nhin vao nhdm Shape Styles dé chon Shape Effects
va nhan vao miii tén.

+ Chon cac hiéu tmg, chang han nhu Shadow (d6 bong).

Trang 38



Tai licu MS PowerPoint 2007

2.2.7. Tim hiéu thém vé mau cho vin ban (text style)

Format L

A.

yes;—i [ I
2 Appumomeaeamt

oExecutlveSumm .m -~x A A /

/ A \Wo.dm Style
l - % /_}.\ //\\ JA)
The Cencept l . R M\ ™
=
O . L 4 A A
‘ = Applies to All Text in the Shape

e Ban ciing c6 thé héu chinh ndi dung text trong d6 hoa SmartArt. Bé dinh dang
WordArt véi ndi dung text, lam nhu sau:
+ Chon hinh dang bao ndi dung text ma ban mubn dinh dang.
+ Trén tab Format, nhin vao mii tén trén Quick Styles (Pay 1a nhom
WordArt Styles).
+ Chon mot kiéu WordArt dé ung dung cho ndi dung text.

2.2.8. Cap nhit mot biéu do6 cii
e Mot biéu dd cii ban da tao trong phién ban cii cia PowerPoint s€ dugc xu 1y

nhu thé nao trong phién ban PowerPoint 2007. Trong hinh trén cho thay hop
thoai cho ban hai su Iua chon.

Our sales staff

Diagram Conversion

'E To edt this diagram in the 2007 Microsoft Office system, you must convert it to a SmartArt graphic or Shapes.
- (® [Convert to SmartArt graphic|

O Convert to Shapas
-
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e Khi ban lan dau tién mod biéu d6 ban d3 tao ra trong PowerPoint 2003 hoic
phién ban trudc day thi biéu d6 khoéng duoc chinh stra lai. Khi ban nhip d6i
(double-click) biéu d6 thi hop thoai Diagram Conversion xuét hién véi hai
chon lva:

+ Luya chon dau tién 1a convert the diagram to a SmartArt graphic
(chuyén d6i biéu d6 sang dd hoa SmartArt). Biéu d6 chuyén doi luon
¢6 san cho tat ca thiét ké va cong cu dinh dang cua bat ca dd hoa
SmartArt nao. Su chuyén héa tmg dung layout thich hop, miu mic
dinh va mau séc tir theme hién tai, nhung ban c6 thé thay doi ching.
Laeu v: 12 lya chon ndy c6 thé 1am thay d6i biéu d6 mot cach khdng
doan trude dugc.

+ Su lya chon thir hai 14 convert the diagram into shapes (Chuyén di
biéu do sang hinh dang) ma ban c6 thé dinh dang. Néu ban mudn duy
tri nguyén ven biéu dd, thi day 1a su lya chon cua ban. Khi ban chon
convert the diagram into shapes ban c6 thé chon dinh dang cho bat ctr
hinh dang nao trong PowerPoint (nhitng phan nay thudc vé Drawing
Tools, ¢d thé tng dung cho hinh dang va placeholders, chir n6 khong
phai 1a mot phan ciia SmartArt Tools.

2.3. Cong cu trong qua trinh biéu dién

PowerPoint cung cap nhiing cong cu cung cap cac chirc nang rat c6 ich trong
qua trinh biéu dién. Chung ta s& xem xét 3 chic ning thong dung nhat. Cac
cong cu nay thé hién qua cac biéu tugng ¢ bén dudi man hinh.

2.3.1. Str dung but vé:
e Sir dung but v& khi chiing ta mudn tap trung nhdn manh vao mot sé cac théng
tin ndo do6 trén man hinh. Pé st dung but vé:
+ Thuc hién ché d¢ slide show, click vao biéu twong Pen & bén trai, phia
dudi man hinh.
+ Trén menu hién thi, chon loai bat v& (chan han Ball Point Pen). Con
tré chudt s& bién d6i thanh hinh cay viét.
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Berom Internet Cons \
e Acces
Eni. Coloe » (e Delivery/Speed 7

o General Usabiity/Interfaces
¢ Assessing Leaming

7 Y J

+ Bam chudt trai va vé trén man hinh(xem hinh)
+ Sau khi v& xong, chiing ta c6 thé qua vé trang thai chudt ban dau (hinh
mili tén) bang cach chon biéu tuong Pen -> Arrow.

2.3.2. Tao ghi chu:
Pé sir dung Speaker Notes: Py

e Béam phai chudt trén man hinh bidu dién, Tir menu
hién thi, chon Screen -> Speaker Notes.
e Hop thoai Speaker Notes hién thi (xem hinh).

Nhap ndi dung can ghi nhé va bam nat Close dé két thiic

viéc nhap

Speaker Hotes

2.3.3. Tim va chuyén dén mét file:
e Trong qua trinh biéu dién, d6i khi ching ta can nhay dén mot slide nao do6
ngay lap tirc. Cach dé dang nhét 1a sir dung chirc niang Go to Slide.

e Dé sir dung chirc ning Go to Slide:

+ Trong ché d¢ slide show , chon biéu twong Menu & bén dudi
man hinh -> chon muc Go to Slide.

Ta| iéu huwdng dan PowerPoint

2007

Go to Slide

3
I
Screen 3
Pointer Options *

Help

End Show

v

1 Tai liéu hudng din PowerPaint 20
2 Slide 2

+ MOt menu xuat hién bi€u dién tat ca cac slide.
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PHAN 3. THEM AM THANH HOAC LOI THOAI

3.1. Chen mdét file am thanh

e Ban c6 nhiéu cach dé chén théng tin trong slide cia minh va sir dung cong cu
4m thanh trong PowerPoint dé quan 1y 4m thanh choi nhu thé niao. Ban c¢6 thé
sir dung ctra sb tac vu Custom Animation va dwa ra nhiing 1énh chinh xac véi
PowerPoint cach bit dau hodc ngimg 4m thanh nhu thé nao.

3.1.2. Chén Am thanh bang cach sir dung tab Insert

Insert Sound

3 Movie ‘@ Look n: lqs«nds

{ Sound =4’ =
~ e il e | [
" om File..-— - Docu -
I {r Documents reprr
4 Sound from Clip Organizer (&) pesktop
A — (@ S¥delntro.wav
- Chip Art v X

Searchfor: | fazz | e

J Soundfrom Fie.. 4 '
Sound from Clip Organizer..”

| pr———_]

e Ban c6 thé chén am thanh tir may tinh ctia ban hodac chén am thanh tr mot file
trén mang ndi bd hodc chén mot file trong thu vién clip. Nhiing file nay c6 tén
nhu MySound.wav hodc Atmospheric.mid. Nhitng budc sau chi cho ban cach
chén 4m thanh bang tab Insert.

+ Click vao tab Insert.
+ Chon nut mii tén trén hop Sound.
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+ Dé chon mét file am thanh tir may tinh ctia ban hodc file tr mang
ndi bd, chon Sound from File. Tim file va nhap doi chudt dé chén n6
vao slide.

+ Dé chén am thanh tir thu vién clip, chon Sound from Clip Organizer
va tim kiém clip trong ctra s6 nhiém vu Clip Art. Chon clip ban muédn
chen vao slide.

3.1.3. Chén Am thanh bang cach st dung Slide Placeholder

0 Click 'to'add tiﬁe
o Clck 1o add rext : :

iy i

Jk ;

| inuedMeds o) -

(20 Giciosddutie ]
us
- 2

[cup ant] ;

e Ban c6 thé st dung nhirng biéu twong nhu hinh trén dé chén vao file 4m thanh.
Két qua ciing twong tu nhu ban st dung tab Insert, nhung ban st dung
content placeholder nhu hinh trén.

1. Click vao biéu tugng Insert Media Clip dé tim file am thanh trén may
tinh hoac trén mang ndi bo.

2. Click vao biéu tuong Clip Art dé mo cira so nhiém vu Clip Art dé file
am thanh chén vao clip.

3.1.4. Bat dau choi Am thanh

Yearly goals

Microsoft Office PowerPoint

\l') How do you wank the sound to start in the skde show?

Show Help >>

[mmﬂlm«ml
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e Trong qua trinh chén am thanh, mét ctra s6 nho hién ra véi hai sua lua chon 1a
ban mudn Am thanh s& bat ddu mét cach tu dong hay ban mudn bit dau Am
thanh bang cach click chudt. Chon Automatically néu ban muén 4m thanh ty
d6ng choi khi slide dugc thuyét trinh. Néu trong slide di c¢6 cac hiéu tmg khac
nhu am thanh, doan video clip, thi &m thanh s¢€ bét dau choi khi cac hiéu ung
da co két thuc.

e Chon When Clicked néu ban muén am thanh bat dau choi khi ban nhan vao
biéu tuong trén slide.

3.1.5. Choi am thanh trén Slide

(e H9-0 = Picture Tools . Sound Tools
¥

S
/1 Options

Automatically
When Clicked

Play across shdes [{

l Yearly goals

e Am thanh d3 chén trén slide va mic du ban chon cach choi tu dong hay chon

»

cach nhép chudt vao biéu tuong am thanh, thi am thanh s€ choi tur dau dén
cudi bai thuyét trinh, trir khi ban click trén slide dé ngirmg 4m thanh. Ban c6
thé choi 4m thanh tir dau dén cudi bang cach:
+ Chon biéu tugng &m thanh.
+ Trén Ribbon, dudi Sound Tools, chon tab Options.
+ Trong nhém Sound Options, trong danh sach Play Sound, chon Play
across slides.

e Day la cach bat dau am thanh mot cach tu dong khi slide bat dau thuyét trinh
va nd s€ khong ngirng mac du ban co click chudt 1én slide. N6 s€ ngung khi
két thac doan 4m thanh hodc bai thuyét trinh két thac. Néu ban mudn né
ngimg nhu thé nao thi sir dung trinh nhiém vy Custom Animation.
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3.1.6. Thiétlap thoi gian cho Am thanh ngirng

| Custom Animation v X
( Play Sound

Modify: Play Effect

Rart: D After Previous v
Yearly goals

1
| 00 D LongerFhite.wav & |
oy ~

= 1 Stop playing
1)1 3 211 O ondids
‘ O after qurent side
- @after: 3 3 sides

~

o
Effect Options...

Ban c6 thé chon cach nglmg 4m thanh trong bai thuyét trinh bing cta sb
nhiém vu Custom Animation. Vi mét file phim anh ban cling st dung ctra
s6 nhiém vy nay. Pé 1am cho 4m thanh choi, nhung ngimg trong mét sé slide,
dau tién mo ctra s6 nhiém vu Custom Animation trong tab Animation va sau
dé lam nhu sau:

+ Am thanh trong bai thuyét trinh c6 hiéu (mg bdi tén cta nd trong cira
s6 nhiém vu, vi du trong hinh trén tén cia n6 1a LongerFlute.wav. khi
hiéu tng dugc chon trén slide, thi nd ciing dugc chon trén cua s6
nhiém vu.

+ Click vao mii tén trong hop hiéu ang am thanh dé thé hién né trén
menu.

+ Trén menu, chon Effect Options.

+ Trong hop thoai Play Sound, ban c6 mét vai lya chon cach ngirng &m
thanh nhu thé nao. Bé xé4c dinh ngirng &m thanh sau mét s slide thi
chon miii tén trong hop After. Trong hinh trén, thi &m thanh sé& choi chi
trong 3 slide.
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3.1.7. Thay ddi cach Am thanh bat dau

Custom Animation X

0 D D Lorgerfite way ¥

| Custom Animation

&) Alter Previous v Moddy: Play
| Rart: 2 After Previous ¥

| | 0.9 D LongerFhte wav & ‘

2
3
D setongapy (2) |

Sart With Pravious

vx’

fcm«-» Asmateon v x"

Moddy: Play

Rart l")CnCltﬁ )

v

o art Ater Proviows

Ban ciing st dung Custom Animation dé thiét 1ap ché d6 am thanh bat dau
nhu thé nao trong bai thuyét trinh. Chéng han ban di chon 4m thanh bat dau tu
dong, nhung sau d6 lai quyét dinh n6 nén bt dau bang cach click chudt. Cach

lam nhu sau;

+ Néu am thanh bat dau tu dong thi ban s& thiy giéng nhu hinh trén,
trong hop Start hién ra mot chiéc dong hoé véi dong chir After

Previous.

+ Chon miii tén trong hop Start va chon Start On Click.

+ Hiéu tng da duoc thay doi bang biéu tuong con chudt trong hop Start,
ban ¢6 thé click chuot dé bat dau am thanh.

3.1.8. Cai dat phwong thirc kich hoat (trigger) am thanh trén slide

Ban da biét mot s6 cach bat dau am thanh trong slide va ddy 1a mot cach thay
do6i vui vui 1a thay d6i biéu twong 4m thanh (trigger).

4 { Custom Animation v

1 [09 D Soundiffectimav 8]
)
. % 2
5.e ; =
0 t

t  Tenng

Play Sound

O Animate as part of chck sequence
3 =& Start effect on ghck of':

1. Biéu tuong am thanh duoc cheén vao slide.
2. Trong ctra s6 tac vu Custom Animation, chon nat mii tén trong
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Sound Effect va sau d6 chon Timing trén trinh don.

3. Trong hop thoai Play Sound, dudi Triggers, chon Start effect on
click of.

4. Chon miii tén va chon biéu tuong am thanh khac thay thé cho cai loa.
Vi du ban chon Right Arrow 6.

3.1.9. File Aam thanh cta ban lién két hay dwoc nhiing

Look in: ) My sound files

5 Name Size
— \
(2 Armospheric,mid 7KB
& (2] Background .mid 6KB
. d LongerFite.way 154 KB
-J (23] ShdaIntro.wav 16KB 5
g (23 SoundEffectd.wav  25KB ~
9

1. Nhiing file nay s& két nbi dén bai thuyét trinh boi vi né khong
phai la file .wav hoac c6 dung lugng 16n hon 100KB.

2. Nhiing file nay duoc nhiing trong bai thuyét trinh boi vi ching l1a
file .wav va c6 dung luong dudi 100KB.

Pé dam bao am thanh s& duoc choi trong bai thuyét trinh ctia ban thi hdy quan
tam dén chi tiét vé dung luong cua file Am thanh. Mic du file 4m thanh dugc
két ndi dén bai thuyét trinh bang cach két ndi hay dwoc nhung. Nhung diéu
quan trong hon 13 hiy quan tdm PowerPoint ¢ thé tim thiy file 4m thanh ma
bai thuyét trinh c6 lién két dén.

e Nhirng file lién két
Mot file lién két thyc sy khdng phai 12 noi dung cua bai thuyét trinh,
thay vao d6 PowerPoint tao ra mot duong lién két dén file nay bang
cach chén nd vao trong bai thuyét trinh. Vi du file nay cé thé & trén
may tinh hodc trén mang ndi bd ma may tinh cua ban c6 thé lién két
dugc. Chinh vi vay, khi ban chen né thi thuc sy ban da tao duogc
duong lién két dén nd. PowerPoint dya trén duong lién két nay dé
choi @m thanh. Khi ban di doi hodc x6a bo file &m thanh nay, thi
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duong lién két khdng con hién hitu, vi vay bai thuyét trinh s& khdng
c6 am thanh, vi PowerPoint khong tim thay file &m thanh nay.

e Nhitng file nhing
Mot file nhing 13 mot phan coa bai thuyét trinh. Néu ban mudn sao
chép bai thuyét trinh dén mét vi tri khéc trén may tinh thi file am thanh
van choi duoc trén bai thuyét trinh.

3.1.10.Lam thé nao dé thwc hién cac file lién két

2 )| Atmospherss_.mid

2| Badkground.mid [
. LongerFiute, way

Sidelrkro,wav

Dudi day 14 hai bai thuc hanh dé lién két file Am thanh dén bai thuyét trinh:

+ Bai thwe hanh thir 1: Khi ban tao ra mot bai thuyét trinh va trudce khi
chén file &m thanh, nén copy file &m thanh vao cung mot folder. Sau do
chén nd vao bai thuyét trinh, PowerPoint s& tao ra dudng lién két voi
file am thanh trong folder c6 chira ca file thuyét trinh va file &m thanh.
Khi ban di chuyén hoic sao chép folder d6 d¢én mot may tinh khac, thi
am thanh van duoc choi trong bai thuyét trinh.

+ Bai thuc hanh thi 2: Khi bai thuyét trinh di dwgc 1am xong va ban
mudn sao chép no thi nén sir dung Package for CD. Chirc nang nay sao
chép tat ca cac file dén mot vi tri trén CD hodc mot folder ndo d6 va n6
tu dong cip nhat nhitng duong lién két cho file am thanh, hinh anh.
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3.2. Choi am thanh tir dia CD

Insert CD Audio

e Choi am thanh tir dia CD cho bai thuyét trinh cho ban mot su lua chon am
thanh nén khac da dang hon. Ban co thé chon duong dan dé choi 4m thanh
trong sudt bai bai thuyét trinh hodc thiét lap ché d6 bat dau va két thic cho file
am thanh. Véi cach nay thi khong anh huong dén dung luong cia bai thuyét
trinh, nhung mot diéu dang luu ¥ 14 ban phai luon mang theo dia CD khi ban
thuyét trinh.

e Thiét lap dudng din cho CD

Insert

l A ey 8 £3 Monte ~
i _ { 1 )& sound =

J  Sound from File...
Sound from Clip Organizer.. "
|

% Play CD Audio Track.., |

Insert CD Audio

Cip sedection
St tbrack:
Endsttrack: |4
Flay options 4
[Jioop unti stopped

1. Trén tab Insert, trong nhom Media Clips, chon mili tén trong hop
Sound va chon Play CD Audio Track.

2. K& bén hop Start at track, chon track (bai hat hay am thanh theo
th ty).

3. Trong hop time, x4c dinh thoi gian CD bét dau choi. Néu thoi
gian 1a 00:00 co6 nghia la &m thanh s& duoc choi khi bai thuyét trinh
bt dau.
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4. Ké& bén hop End at track, chon track ban muén két thic. Ban ciing
c6 thé két thiic vai track bat dau

5. Trong hop time, xac dinh thoi gian track ngirng. Dé choi tat ca cac
track, chon choi hét thoi gian. Luu y khi bai thuyét trinh két thic
trudce, thi &m thanh cling ngung theo.

PHAN 4. PINH DANG BAI THUYET TRINH
4.1. Canhan hoéa dinh dang bai thuyét trinh

4.1.1. Chon theme dé phuc vu cho dinh dang thuyét trinh ctia ban
e Gia st rang ban lam viéc cho Cong ty du lich Margie va cong ty dang cé chién
dich mé rong tour dén cac nude nhiét ddi va va ban mudn lam mot bai thuyét
trinh noi bat béng cach tao ra slide c6 mot phong cach dac bi¢t. Cach nhanh
nhit dé lam duoc diéu nay 14 ban co thé sir dung chirc ning theme.

pany history and vision

* Yeor company was founded
* Vision and mussion statement

* Products and services

e Theme c6 thé d& dang tao ra bai thuyét trinh chuyén nghiép nhung tén it thoi
gian cho ting phan trong slide nhu nén, ndi dung text, bang biéu va hinh
dang. Chi v&i mét vai cai click chudt don gian, ban co thé thay doi bai thuyét
trinh mot cach nhanh chéng. Trong ba slide & hinh trén cho thdy mau sic dugc
thay d6i rat d& nhan thdy duoc. Nhung néu ban nhin k¥ phia bén trai slide, thi
tieu dé placeholder xudt hién & phia dudi slide, mac du ba slide déu su dung
cung mdt layout Title and Content.

e Néu ban da tirng st dung PowerPoint 2003 hodc phién ban trude day, co thé
ban d3 quen st dung véi thiét ké template. Nhung véi PowerPoint 2007, thiét
ké template di duoc thay thé bang chtc nang theme linh hoat hon.
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4.1.2. Cac thanh phan ciia mot theme
e Theme that sy quan trong dé tao ra su khac biét trong cudc canh tranh, chinh
vi vay ban khong mudn bai thuyét trinh cho tour du lich dén cic nudc nhiét
d6i giéng nhu bat cir mot bai thuyét trinh cua cac cong ty khac. Thay d6i va
tly bién theme c6 thé 1am cho bai thuyét trinh ctia ban dé nhé va 4n tuong

hon.
Design | Animations Siide Show Review View Add-Ins
W I cotors -
Aa rA a Ba 1 [Aa Aa o - [A]roms~
mmsmae - | | mmmna= L L EE ] < @ Effects ~

e Theme la sy két hop bao gém mau séc, font chit, hiéu ung, hinh nén duoc ung
dung cho mot hay nhiéu slide hodc toan bd bai thuyét trinh. Theme nim ¢
trong thu vién Themes trén tab Design. Khi chi con tré mét lic vao mot mau
theme trong thu vién, ban cé thé xem qua theme ma ban mubn st dung cho
bai thuyét trinh, chirc ning nay duoc goi 1 Live Preview (xem tht truc tiép).

4.1.3. Thay d6i hodc tuy bién theme
e Chon Colors, Fonts, hoic Effects dé thay dbi hodc tuy bién cac yéu t6 cia

theme

s Cotors - IS cotors - . g cotors +

Custom W8 [A]Fonts = - [A]Fonts -
COMEEEEE Custon] Buitt-In S * [Oletteas ]

BuiltIn ’ ottice CBuitin S

| NNEEEE office i A ‘Calibri = =
|MOEEEEE Gyl wonon i@ .G
‘.DE-.... Apex "” | Oftike 2 L — IO L3
BONENERE o | Ay | Calibn B LIS
|EONENEEE v : Cambria l jQ
!(]“.... Concourse 1 office Classic La {
| EEEEEE o Ay | Anal Concourse  Equity
| MEEEEE Flow L2251 Times New Roman = 7
|l3lUDDDD Foundsy ] otmcecrassic2 [@ {E’ ‘C
el | B (S
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e Mot cach khiac dé lam cho bai thuyét trinh ciia ban 4n twong hon cic bai
thuyét trinh ctia cong ty du lich khac 1a thay doi hodc tiy bién theme bang
cach sir dung chirc ning tiy bién trén tab

e Ban ciing c6 thé thay ddi theme bang cach st dung sy két hop gan lién cua
mau sic, font chit va hiéu ung hodc tuy bién theme béng cach tao ra mot su
két hop méi dé sau nay ban c6 thé st dung theme riéng ctia minh.

4.1.4. Tuy bién mau sic theme

Agenda Agenda

* History of company * History of company
* Tours * Tours
* Dates * Dates

e Slide str dung theme Flow.

e Cung moét slide nhung duoc tuy bién mau sic.

e Chon nut Colors, thu vién Theme Colors xuét hién véi tuy chinh mau sdc tur
cac theme. Dé tao ra mot mau sic riéng, chon Create New Theme Colors ¢
phan dudi cia thu vién Theme Colors.

4.1.5. Thay d6i mau nén cua slide

(3]

Agenda Agenda

* History of company @ * History of company
* Tours = Towss
« Dates « Dates

Agenda

* History of company
* Tours

* Dates
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e Theme vdi tén goi Flow v61 mau nén mac dinh.
e Kiéu mau nén c6 mau sac dong nhat.
e Hinh nén cua bé mat go

Sau khi tly bién mau sic, thi cling nén thém mau nén cho slide. Thuc ra, tit ca
slide déu c6 mau nén, con slide mic dinh c6 mau nén 1a mau tring. Bé thay doi
mau nén, chon nat Background Styles trén tab Design. Kiéu nén dugc xac dinh boi
theme, khi theme thay déi, thi mau mau nén trong thu vién ciing thay doi.

4.1.6. Str dung mot hinh anh lam hinh nén cho slide

- Format Background

: s o B Sen N | Fill
R 1
|

¥ Format Background. ..
| 1) Resat Side Backgrourd

O Background Styles =

) Sold &
Prtre U ok

O Gradent i
® Prture or texture fil = 2

[T] Hce background graphics
Texure:
Ingert from:
ri‘e,., ] [anoa—c] [C =] -'c_:.“J
B e

S
v

Ban ciling co thé chon mot hinh anh nao dé dé lam hinh nén cho bai thuyét trinh
ctia ban thay vi chi str dung mau nén.

e CO mdt sd tab va cia sO6 nhiém vu cho hop thoai Format Background,
chuyén qua ctra s6 nhiém vu dé thay ddi lya chon.

e Dé st dung mot hinh anh 13 hinh nén thi chon chirc nang nay.

e Dé chén mdt hinh anh tir mot file, chon File va sau d6 dat hinh anh va xéac
dinh vi tri hinh anh ban muén thém vao. Pé ddn mot hinh anh tir Clipboard
hodac chuong trinh nao khac, thi sao chép mot hinh anh, sau d6 chon
Clipboard. Bé sir dung clip art, thi chon Clip Art va sau d6 nhip ndi dung
mo ta clip trén hop Search text.
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4.1.7. Lam m¢ anh nén cua slide

Agenda

* History of company

Tours
* Dates

-~

1. Slide véi hinh nén gbc.
2. Slide sau khi stir dung chirc nang Washout (Iam mo).

Dé thay ddi sy ruc r& hay su twong phan ciia mot tim hinh, ban st dung tiy chon
trong ctra sd Picture trén hop thoai Format Background. Click vao Recolor dé
mé thu vién, noi ma ban c6 thé ap dung mot hi¢u tng stylized nhu lam mo mot
tam hinh va sau d6 under Color Modes, click Washout.

ﬂl.“\ Q -9 )= Presentationl - Microsoft PowerPoint ~ Picture Tools

pEeed i d

el ——
- [@1 Home Insert Design Animations Slide Show Review View l Format ]

i Brightness ~ ;1 Compress Pictures a pr Pict

T p— . g— o — pr R e
| b Contrast~ B Change Picture il | d el ‘ d - Zpict
@. Recolor *.r] ‘g Reset Picture ~ O Pict

No Recolor A Picture Styles

;

Color Modes

ad 4 -

Dark Variations

1T R R PR R

Light Variations

- s

| ol | ot ol || e =

|_/ Set Transparent Color
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4.1.8. Lwu trir file véri mot theme mé&i

() Browsefor Themes...
-'a Save Current Theme...

1. Chon miat More dé mé thu vién Theme.

2. Mo hop thoai Save Current Theme, noi ban c6 thé luu trir theme
cua ban.

3. Nhitng Theme ban d4 tly bién va luu trit xuat hién tai noi nay.

4.2. Kham pha sirc manh ctia Custom layout

4.2.1. Strc manh cua layout

Nhitng layout c6 sén trong thu vién trong co vé tdt, nhung ching khong hin 1a
nhirg layout ban mudn st dung. Chinh vi ban mudn c6 mdt bai thuyét trinh an
tugng trudc sép ciia ban hay khach hang. Ban c6 thé thém hinh anh, logo ctia cong
ty ban dé tao ra sy khac biét véi nhirng bai thuyét trinh khéac. Chinh vi vay, ban
hay tan dung sttc manh cia layout dé tao nét riéng cuia minh.
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4.2.2. Layouts va Placeholders

1. Title placeholder (ving chta tiéu d&) va Subtitle placeholders (viing
chua tiéu dé phu)

2. No6i dung text placeholder vai placeholder dugc chon.

3. Noi dung placeholder dugc sir dung cho ndi dung text va ndi dung
slide nhu clip art, SmartArt graphics, tables, shapes, pictures va dd
thi.

4. Header and footer (Ngay, chan trang, sd thu ty slide) placeholders

4.2.3. Xem lai Sile Master

Cung mot side nhung ¢ ché 6 Normal view va Slide Master view. Dé mg Slide
Master view, trén tab View, trong nhom Presentation Views, chon Slide Master.
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4.2.4. Tao ra mot custom layout

e O
|| stidemaster | :
,j.?*;l « Del :te(3) :
'._A Renam S L
t‘:;:::t 2 Prese \‘ - Rename Layout
 |eormaster || | Layout name
' » Tropial vacaton |
Q)

Dé thém mot custom layout:
1. Chon Insert Layout.

2. Chén m¢i mot custom layout c6 bén placeholder bao géom mot
placeholder cho Title va ba placeholder Footers cho Ngay, Chan
trang va S6 thi tw slide. Ban ciing c6 thé x6a nhitng placeholder
nay trong nhom Master Layout trén tab Slide Master.

3. DPé d& dang str dung lai custom layout sau nay, chon nit Rename,
nhap mot cai tén dé ban d& dang nhé trong hop Layout name trong
hop thoai Rename Layout va sau d6 chon Rename.

4.2.5. Str dung custom layout ctiia ban

e
r r;llde' »d Delete

T Ttle Shide ‘mpwuwm'
‘ layout

* Section Header Two Content

1. Trong slide thir hai trong bai thuyét trinh trude khi thém layout.
2. Custom layout dugc chen sau slide thir hai.
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4.2.6.

Dé chén mot custom layout trén tab Slide Master, trong nhdm Close, chon Close
Master View. Céach d& nhit dé thém custom layout vao bai thuyét trinh cua ban 12
trén tab Home, trong nhom Slides, chon New Slide va sau d6 chon Tropical
vacation layout.

Lwu trir mot template

Dé luu tri bai thuyét trinh nhu mét file template, ta 1am nhu sau:

(Da
1. Chon nit Microsoft Office * , chi vao Save As va sau dé chon

Other Formats.

2. Trong hop File name, nhap tén file.

3. Trong danh sach Save as type, chon PowerPoint Template
(*.potx) va sau do6 chon Save.

Template xuat hién tai My Templates trong thu vién New Presentation khi duoc
Ivu trir vao mot vi tri mac dinh.

New Presentation @

My Templates

& @EE

= Preview

d' . Margie's Travel Company

@l 2008 Tropical Vacation

l Tt

il . 4APeice

O : L d
o] (o)
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PHAN 5. CHUAN BI THUYET TRINH
5.1. Bao vé, in 4n va chuin bi san sang cho bai thuyét trinh

5.1.1. Ki€m chirng, in 4n va chuin bi thuyét trinh

Adventure Works
2008 Sales Proposal

e Ban di biét cach tao ra cac slide cho bai thuyét trinh va ban phai chuén bi cho
bai thuyét trinh trudc cong ty. Hiy bat dau xem lai bai thuyét trinh trén may
tinh cta ban, kiém tra chinh ta, kiém tra ghi chu. Str dung ché d6 xem trude
khi in d& xem ban in nhu thé nao va chon ché d6 in 4n cho phu hop.

e Khi moi thir da chuén bi, chuyén bai thuyét trinh cua ban qua CD hay trén mot
may tinh ndo d6 dé ban co thé truy cip cho budi thuyét trinh. Chirc ning
packaging s& gitup ban 1am diéu nay.

5.1.2. Duyét lai trén may tinh

Khi da c6 mdt bai thuyét trinh ban c6 thé xem lai no bat ky thoi diém nao
bang chirc ning Slide Show view.

insert Design Animations  ShceShow | Review  View

" @1 ‘? :gr .2e [ 1 »YRecord Namation ﬁf?::::
From

From Custosm

Beginni 97 Current Side ' Slide Show =] l 95 Use Pres
k Start Stide Show 2 ) Adventure Worlo
@
Esc
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e Dé mo chirc ning Slide Show view, chon tab Slide Show va chon 1énh trong
nhom

e Start Slide Show dé bat dau slide dau tién hay slide hién tai.

e Churc nang Slide Show view s€ phu toan bd man hinh may tinh.

e Mubn chuyén tir slide nay dén slide khac 1a sir dung thanh cong cu Slide
Show & bén trai phia dudi man hinh. Mili tén chi dan xuét hién khi ban ré con
tré6 dén khu vuc nay. Mot cach khac dé chuyén tir slide nay dén slide khac 1a
bang cach click con chudt.

Tai liéu hudng dan

=

e D6 thoat khoi ché d6 Slide Show ¢ bat thoi diém nao thi ban nhan phim ESC
trén ban phim, n6 s€ tro vé ché d6 Normal. O ché dd nay ban cé thé diéu
chinh nhiing thay doi can thiét.

e Cich khac dé chuyén sang ché do thuyét trinh Slide Show 14 nhan phim F5 dé
bat dau tir slide dau tién hodc nhan t6 hop phim Shift + F5 dé bat dau thuyét
trinh tir slide hién tai, hodc ban c6 thé click vao nut Slide Show & bén phai
dudi man hinh.
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5.1.3. Ki€m tra ngiv phap va nhirng binh ludn (comment) trén slide
e Ban mudn lai trir bit ¢ 16i chinh t4 nao hodc tim nhitng cai sai ngé ngan
trwée khi thuyét trinh, hiy chon tab Review dé thuc hién kiém tra chinh ta,
nhung nén nhé rang chua cé céng cu kiém tra 18i chinh ta cho tiéng Viét. Pay

cling 1a noi1 xem binh luan ctia nguoi khac ho xem slide cua ban.

{ Ca 49 -0
o |
Home Insert Review {Shde Show Review View Format
[ \ ?
i 3 ! - A K o -
v, my=Eqa#danana
Spelling Research Thesaurus Tr Edn New Eait Delete Previous Nent
| Comment, Comment -
Comments hiowmtnu
aa1_(Amy Rusko 1/3/2007 |
Nancy, you need to add “cookware”
to the kst for camping products,

e Trén tab Review, trong nhom Proofing, click Spelling.

e Ban ciing c¢6 thé mudn nguoi khac xem qua bai thuyét trinh cua ban va cho
binh luan trudc khi ban thuyét trinh. Tim 1énh New Comment, trong nhom
Comments, trén tab Review. Mot nguoi thém binh Iuan chi viéc click vao
1énh va nhép binh ludn ctia minh cho tung slide. Khi xem lai nhitng binh luén
nay, ban st dung Previous va Next trong nhdm Comments.

5.1.4. In an tai liéu
e Chuong trinh in ctia PowerPoint printout ra thuong dugc goi la handout.
Handout c6 thé c6 mdt hay nhiéu slide trong mét trang, nhiéu nhét 1a 9 slide.

Print Preview

.- XY e) - X

b A Print What: 4 . - Next Page a

b ! 1} U= 2 Yo e ?

Print Oplions  Handouts 3.. = | Orientation Zoom Fitto y Pre Page | Close Print
. - - Window Preview

r—
Shides Zoom Preview

| Handouts (1 Shide Per Page)
Handouts (2 Skides Per Page)
Handouts (3 Shdes Per Page) e

2 =1 |Handouts {4 Skides Per Paqe':ug

Handouts 6 Siides Per Page) p _— 3
Handouts @ Slides Per Page) o -

Notes Pages e — |

Print

et Outline View
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e Céch tbt nhat 12 ding 1énh Print Preview dé chon kiéu handout trudc khi
in an. Bit dau bang céach click Print Preview trén nit Microsoft Office.

e Trong Print Preview, chon miii tén trong hop Print What.

e Chon moét kiéu handout trong danh séch.

e Chi con chudt vao kiéu handout nao, thi kiéu nay phong to cho ban xem dinh
dang nay. Ddi v6i nhirng dinh dang c6 3 slide thi ¢6 ca phan ghi chu.

5.1.5. In an ghi chu

Print Preview
‘LA A i ) '
s ik Print What - o 5 & Next Page
o Ui - A Y S0
Print  Options  Handouts B Orientation Zoom Fitto Close Print
- - — - Window Preview
Print Slides Z00m Preview

Handouts {1 Slide Pet Page)
Handouts (2 Slides Per Page)

HMandouts (3 Slides Per Page) ."
Handouts i Slides Per Page) 9000 ks Prapenst
Handouts 5 Stides Per Page) sl
Handouts 9 Slides Per Page)

Notes Pages [\ 1
Qutline View Q ]

e Ban d3 in tai liéu cho nguoi tham gia budi thuyét trinh va ban muén in an
thém ghi cha cho chinh minh dé thuén tién dién dat trong khi thuyét trinh.
Ciing bang cach chon Print Preview trén ndt Microsoft Office.

e D¢ in ghi cht nguoi dién thuyét, chon Notes Pages trong hop Print What.

e Ghi chu ciia ban dugc hién thi trén man hinh.

N

5.1.6. Thém noi dung footer trong tai liéu handout va tai liéu notes

Print Preview

Header and Footer

amiane’” 4
- A AN

i (= Print What - Handout:
wed | ' ) Shde  Notes and s

Print [Options]  Handouts 3... = Orientation Enchude on page

o ™ pote and time
P ) Heacer ana Footer.. Q,
Qs G

»

Solot/Grayscale

I Heoder
V' Page number
[V Footer| Corfidertin] | 2

Print Preview ciing cho phép ban thém hoic diéu chinh footer trong tai liéu
handout hodc tai liéu note. Mic dinh thi tai liéu in 4n handout va tai liéu note
d3 O san s trang. Néu ban mubén muén thay d6i chiing bang mot doan text
thi lam nhiing budc sau:
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1. Chon Options va sau d6 nhan Header and Footer.

2. Chon Footer va sau d6 nhap doan text ban mudén thém vao
vi du nhu "Confidential". Néu ban muén thém ngay gio thi chon
Date and time va sau do6 dinh dang ngay gio trong hop thoai.

5.1.7. Chon mau sac dé€ in 4n

Print Preview

Print What: N '¥{ " Next Page

[XT]

Options| | slides » | | Orientation || Zoom Eittn _} Previous Page
ks Window
] Header and Footer... L Zoam Preview
&= Color/Grayscale * | @ Color(On Black and White Printer)
Scale to Fit Paper E Grayscale
Frame 5lides E Pure Black and White
Printing Crder »

Tuy thudc vao may in, nén ban cé thé in 4n bai thuyét trinh ¢6 mau sic hodc tréng
den. Sau day la cach in an:
1. Dudi Print Preview, chon Options va chi dén Color/Grayscale,

sau d6 chon hra. Néu ban trong may in den trang, thi mic di ban da
chon mau thi két qua ra van la mau den trang.

2. Mau xem lai cua tai liéu in mau

3. Maiu xem lai cta liéu in 4n mau xam, mau nén 1a mau trang.

4. Mau xem lai cta tai liéu in trang den.

5.1.8. Sao chép dén CD

7 Ch
£ 1
. Distribute the document to other people

»
m 4.4 Package for CD 2 k ‘
s
!
s Puptsh Package for CD v RR

.) Copy presentations to a CO that wil play on computers running
= Microsoft Windows 2000 or Iater, even without Powerfoint.

tame the CD: | Ssles Proposal

»

Files to be copled:
SalesProposal pptx Add Fles...
Copy to Folder, .. I Copy to CD | Closa |
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Ban muén sao chép mot file tryc tiép dén mot dia CD. Néu ban sao chép tai ligu
den mot folder thi ban c6 thé burn vao CD, ban ciing ¢ thé copy file den mang
ndi bo dé truy cap tir may tinh cia minh. Bé dong goi bai thuyét trinh cia ban:

PHAN 6.

6.1.

6.2.

6.3.

6.4.

1. Click vao ndt Microsoft Office

2. Chi d&én Publish va chon Package for CD.

3. Trong hop thoai mé ra, chon gai tin sao chép dén mot file khac hay
sao chép dén CD.

CAC THU THUAT TRONG MS OFFICE POWERPOINT
Thay d6i Theme mét cach nhanh chéng:

Néu ban tu tao mot ban trinh chiéu tir mot theme c6 san va sir dung cac
Style da co trong theme, thi viéc thay ddi mot giao dién hoan toan khac cuc
ky don gian. Chi can chon lai theme trong danh sach sin c6 nam trén tab
Design.

Str dung cac font pho bién

Pé tranh nhitng van dé phuic tap khi chuyén mat file PowerPoint tir mdy
tinh nay sang may tinh khac, ban hay st dung cac font nhu Arial, Verdana,
hodc Times New Roman. Cac may tinh v4i cac phién ban Office cii khong
phai luc nao cling luén c6d cac font mac dinh ctia PowerPoint 2007 (Vi du
nhu Calibri, Corbel,...)

Gitr cac layout cho riéng minh

Néu ban mudn giita mot s slide layout cho ban than minh, hiy tao mot tap
con cho chiing dé str dung bang cach chon View | Slide Master va tir danh
sach slide layout ¢ phan bén trai man hinh x6a cac layout khong co kha
ning str dung trong trinh dién nay.

Gitr cac layout cho riéng minh

Néu ban mudn gitra mot sb slide layout cho ban than minh, hay tao mdt tap
con cho chiing dé str dung bang cach chon View | Slide Master va tir danh
sach slide layout & phan bén trai man hinh x6a cac layout khong co kha
ning str dung trong trinh dién nay.
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6.5.

6.6.

6.7.

6.8.

6.9.

Nhing cac font d€ soan thao dwoc dé dang

Khi chuyén mot file trinh chiéu sang mot may tinh khac dé chinh stra, hiy
nhlng cac font bén trong trinh chiéu dé chung s& c6 khi ban tao cac thay
d6i. Pé thuc hién diéu nay, ban hiy chon File | Save As, chon Tools | Save
Options va kich hop kiém “Embed fonts in the file”.

D€ lai comment cho cac dong nghiép

Néu ban dang cung 1am viéc v&i cac dong nghiép trén ciing mot trinh chiéu
slide va can truyén thong véi ai do, hoac néu ban can nhic nhé chinh ban
than minh vé tht gi do, hiy st dung comment. Chon Reviewing | New
Comment va danh vao comment cta ban trude khi kéo nd vao vi tri trén
slide.

Thém tuy chinh anh: Céac anh chén vao co thé duoc tao shadows, cac thu
hinh, kiéu dang va hi¢u tng moi, bén canh d6 con cod thé duoc crop (cét
vién anh) khi can. Trén tab Insert, kich Picture dé thém vao mot anh. Chon
nd va tab Format lic d6 sé c6 sin, & day ban c6 thé thir nghiém véi Picture
Styles hoic chon cac kiéu tuy chinh.

Cach diéu hoa cac bang dir liéu

Céc bang dir liéu co san kiéu trong PowerPoint 2007. Chon bét ctr bang nao
va vao tab Table Tools (dugc goi 1a Design and Layout) xuat hién trén
ribbon. Kich Design dé nhap vao cac kiéu cho Table Styles. Tao nhiing san
pham cua riéng ban theo cac diéu khién trén tab do.

Nén anh

Céc anh da dugc chén c6 thé dugc nén riéng dé giam kich thudc cua toan bo
file PowerPoint, phu thudc vao cach noé s€ dugc hién thi nhu thé nao. Trong
tab Format c6 san khi ban chon mot anh nao d6, kich Compress Pictures.

Cheén biéu d6 powerpoint

Cac biéu do khong don gian 1a cho Excel nita. Tab Insert ciia PowerPoint
2007 cb mot biéu tugng Chart, ¢ day ban co thé chon Line, Bar, Pie, Area,
va Surface dé bat dau. No s& ty dong mo Excel va hién thi cho ban dir liéu
miu ma ban co thé tuy chinh. Khi thay d6i xong, hiy kich tro vé
PowerPoint dé cap nhat tuc thi.
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Tao mau trinh chiéu

DPoi bat ky mot trinh chiéu PowerPoint nao thanh mot mau dé s dung lai
khi can bang cach remove cac slide khong can thiét hodc cung cip thong tin
tr n6. Chon Save As, sau do Other Formats, va chon tuy chon
PowerPoint Template (*.potx) tir danh sach kiéu luu trit dé luu mau tuy
chinh.

Str dung Excel dé dinh dang cac biéu do

Pé sir dung mot mau biéu dd nhim muc dich dinh dang biéu dd cho
PowerPoint, kich vao d6i tuong biéu do trong trinh chiéu dé chon né. Chon
Chart Tools | Design | Change Chart Type, kich vao tuy chon Templates
va chon mau duoc luu tir danh séach.

Nhém va lwu dé st dung lai

C6 thé luu mot thanh phﬁn hoac mdt nhém cac thanh phén ma ban c6 trén
slide PowerPoint thanh mot picture dé su dung lai trong mot trinh dién khac
hoic tng dung khac. Dé thuc hién, hiy chon dbi turong, kich chudt phai vao
n6 va chon Save As Picture. Chon dinh dang dd hoa va vi tri luu, danh tén
file, cudi cung 1a kich OK.

Canh Ié cho cac dé6i twong trén moét slide

Pé canh 1& nhiéu ddi twong trong mot slide PowerPoint, kich vao d6i tuong
dau tién va gitt Ctrl kich vao moi dbi tuong bo sung mdt cach lan luot.
Chon Drawing Tools | Format va kich nat Align. Tir menu, ban hay chon
tuy chon nhu Align Left, Align Right, Align Top, hodc Align Bottom.

St dung kKhung lwédi cho layout

C06 thé hién thi khung luéi layout cho viéc gidng cac dbi tuong trén cac slide
bang cach chon View | Gridlines. Bé c4u hinh cac duong gridlines, ban hiy
vao Tools | Format | Align va chon Grid Settings.

Hién thwoérc ké

Pé diéu chinh chir 1ui vao cho mdi mot doan riéng trén slide PowerPoint,
trude tién ban can hién cac thude do bing cach chon View | Ruler. Chon
cac doan dé thay d6i va kéo cac diém thudc First Line Indent va Left Indent
trén thudc dé thay doi.
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Tao nut action

Str dung mot nut action dé lien két vai slide thong tin hodac tro giup. Chon
Insert | Shapes va tr nhom Action Button chon Action Button:
Information hodc Action Button: Help. Kéo nit nay trén slide, tir
Hyperlink ctia hop thoai dén danh sach, chon slide dé lién két dén.

Chen cac background chung

Pé b6 sung thém background cho tat ca cac slide, hiy chon View | Slide
Master va chon slide chi. Kich vao bd marker dé mé nhom Background va
hién thi hop thoai Format Background. Chon Picture, kich nit File, chon
anh va kich Close.

Tao nhiéu cot van ban

Dé tao nhiéu cot ctia mot van ban bén trong PowerPoint, hdy chon van ban
va tir nhdm Paragraph cua tab Home, hiy kich nat Columns. Chon s6 cot
dé st dung cho vin ban. Thao tic nay ciing lam viéc cho vin ban di dugc
dat bén trong cac hinh hay cac hdp van ban.

Tuy chinh hinh vé

Pé chuyén mot hinh vé ¢6 san (vudng, tron...) sang mot hinh c6 thé tuy
chinh bang chudt, hiy chon n6 va kich vao Drawing Tools | Format. Tt
nhom Insert shapes, kich nat Edit Shape va chon Convert to Freeform.
Chon Edit Points khi d6 ban c6 thé thay d6i hinh bang cach bo sung thém
céc nat, x6a hodc kéo hinh dé tao cac duong khac.

Xem va stra trinh chiéu

Dé hién thi mot trinh chiéu trén man hinh khi ban 1am viéc, hay kich tab
View va giir phim Ctrl khi ban kich nut Slideshow. Thao tic nay sé& hién thi
trinh chiéu trong phan trén bén trai ciia man hinh, cho phép ban chuyén giira
viéc xem trinh chiéu va soan thao né.

Str dung ché do Kiosk dé tw dong chay

bé chay mdt trinh chiéu tu dong, hay chon tat ca slide trong thumbnail
pane; chon Animations, thiét 1ap Automatically vé6i thoi gian chuyén thich
hop. Chon Slide Show | Set Up Show, chon Browsed at a Kiosk (full
screen), va trong phan Advance slides, chon Using timings néu c6 xuét
hién.
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Tao SmartArt tir nhirng thit c6 san

Chi c6 trong PowerPoint 2007 ban méi co thé tao d6i tuong SmartArt tir
vin ban t6n tai. Dé thyuc hién, ban hiy chon vin ban va tir tab Home, nhom
Paragraph, chon nat Convert to SmartArt Graphic va chon kiéu
SmartArt.

HACK: Khong st dung tit ca slide ctia ban

Néu ban c¢6 mot trinh chiéu cé dén hang tan slide nhung chi c6 mot nhém
phu hop véi thinh gia hién tai, khong nén lang phi thoi gian bang cach cudn
qua tat ca cac slide. Trén tab Slide Show, kich Custom Slide Show, chon
cac slide can thiét, kich Show dé khai chay trinh chiéu di dugc lugc bét.

Tab Developer

Tab Developer duoc yéu cau dé thyc hién nhitng thir nhu bd sung thém nhu
céc file Flash vao mot trinh chiéu va chay cac macro. Pé cAu hinh xuét hién
trén ribbon, ban hay kich nut Microsoft Office, chon PowerPoint Options |
Popular, va kich tab Show Developer trong hop kiém Ribbon. Kich OK.

Chen Flash vao trong cac trinh chiéu

Pé trinh chiéu file Flash, kich tab Developer, trong phan Controls, kich
More Controls, va chon Shockwave Flash Object. Kich chudt trai va kéo
trén slide dé tao mot hinh chir nhat vao noi ban muédn bd sung thém diéu
khién; kich chudt phai vao no, chon Properties va thiét 1ap thudc tinh
Movie v6i duong dan day du cua file Flash.
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