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Trwdong Cao dang Nghé Céng nghiép Ha Noi

Tuyén b ban quyén

Gido trinh nay s dung lam tai li€u gidng day n0i bd
trong trudng Cao dang nghé Cong nghiép Ha N6i

Trudng Cao dang nghé Cong nghiép Ha N6i khong sU
dung va khdng cho phép bat ky ca nhan hay t6 chlc nao st
dung gido trinh nay v&i muc dich kinh doanh.

MOoi trich dan, s& dung gido trinh nay v&i muc dich
khéc hay & noi khic déu phai dugc sy dong ¥ bang vin ban
cla truOng Cao dang nghé Cong nghiép Ha NOi

Pé cuong Thiét k€ trinh dién trén mdy tinh 2



Trwdong Cao dang Nghé Céng nghiép Ha Noi

BAI MO PAU
TONG QUAN VE THIET KE TRINH DIEN

1. TAm quan trong cUa trinh dién

Ngay nay, bai gidng/bai dién thuyét st dung PowerPoint di trd thanh mOt
trong sO cdc bi quyét thanh cong trong thé gidi kinh doanh. Hau hét cic doanh
nghiép, céc t6 chlc, cong ty déu phu thuOc khd nhi€u vio cic bai dién thuyét
bang PowerPoint d€ gidi thi€u cic du 4n cUa ho tGi khach hang.

Céc bai dién thuy€t nay gitp cic t& chlc thuy€t phuc va thu hit khach hiang
tGi cac sdn pham va cdc dich vu cla ho. N6i mOt cich khic, cac khach hang c6
th€ hi€u dugc cac muc dich v6i mOt tdc dd nhanh hon.

B3i vi tam quan trong cUa né, rat nhi€u cdc hoc vi€n, cdc trudng dai hoc tai
nhi€u nudc trén th€ gidi tG chlic cac buli hdi thdo hodc cac 16p hoc nhd vé kY
ning 1am cic bai dién thuy€t bang Powerpoint. Chiing gitp ngudi hoc ndm dugc
cdc cong cu chinh y&u cla PowerPoint d0i vGi cdc kY ning thdng thudng. Piéu
nay cho thdy tinh uu viét gan nhu tuyét dodi hi€n nay cla mdy tinh v&i phan
mém PowerPoint vé moi phuong dién cho mOt bai bdo cdo hodc bai gidng. Tuy
nhién, tinh Uu viét d6 con phu thulc rat nhi€u vio ngudi bdo cdo va dac biét 1a
vao sU chudn bi cdc trang trinh chi€u.

2. Cac nguyén tac trong thi€t ké trinh di€n:

2.1. Cdc quy dinh vé font chir

Chit viét trong trang trinh chi€u:

a) Kiéu chir: Cic Font ch(r thudng ding 13 Times New Roman va Arial.
Vié€c dung font ndo la tuy s@ thich cUa ngudi thi€t k€. Tuy nhién, trong
vin ban ti€ng Viét c6 nhitng bat cap khi dung cic font nay:

- Arial: Font ch( nay bi€u hién sU nghiém tic, thuOng dugc mac dinh trong
phan mém PP nén khi diing n6 khong phadi thay d6i gi. Nhung néu viét
nghiéng thi Font nay khdng dugc dep mat.

- Times New Roman: Mu0n dung font nay, sau khi vi€t can chuyén tU Arial
sang Time New Roman, hoi mat thdi gian. Song, font ch(f nay dep, k€ ca
khi d€ nghiéng.

Chii y: Nén diing WordArt d€ viét dé bai hodc tiéu dé 16n (xem muc d)..

b) CO chir: Muc dich cUa vi€c chi€u céc slide 1én man anh 1a d€ ngudi doc
n0i dung chinh dugc viét trén d6, cho nén can phdi ddm bdo d€ ngudi
ng0i G hang ghé cudi cling ciing doc dugc hét ch{r. Theo tinh todn, chi€u
cao (kich thudc) chit trén man hinh c6 ti 1é khong nhé hon 1/150 (so v6i
khodng cdch dén ngudi xa nhat). Vi du, n€u ngudi xem ngdi cdch man
hinh 5 m, ch(t trén man hinh phdi cao it nhat 3,3 cm. Tat nhién, néu dat
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mdy chi€u ra xa man hinh thi ch{t s& dugc phéng 16n 1én, song, khi d6 d0
nét cUa hinh va ch(r ciing gidm theo. PGi v&i mdy thong thuGng, trong
khodng cdch gilta mdy chi€u va man hinh tUr 2,5m dén 5m (khong nén xa
hon). P6 1a néi vé mat 1i thuyét. Trong thuc t€, c6 nhi€u Ii do d€ ta c6
th€ quyét dinh c& chr, nhu:1&p dong HS (qua 40 ngudi), dd phan gidi
cUa mdy, nOi dung nhat thi€t chi th€ hién trong mOt trang nhung 1ai qua
nhi€u ch(t (hodc ngudc 1ai). Cho nén ngudi thi€t k€ phdi tu quyét dinh
c& ch{r cho phit hop d€ bai gidng dat yéu cau cd cho nguodi thiét ké 1an
ngU0i hoc. Néu khong phdi 1a dé muc cUa bai thi nén dung c& chir 24
(truGng hgp bat kha khang, phdi vi€t nhi€u ch(r trén mOt trang thid c6
th€ nhd hon) va 16n nhat 1a 28, 32. Ch{f nhd hon 20, dat may gan s€ nho,
dat mdy xa thi m0, cd hai truOng hgp déu khé doc. Chir 10n, tat nhién dé
doc song cling khong nén dfmg cO qud 16n. C6 hai Ii do: Th nhat, thi
trOng cUa mat bi phan tdn, can trd nhan thic cla ngucn doc; Th{ hai,
cling can sU tap trung ndi dung it nhat 1a clla mOt d& muc vao mot trang
Powper d€ HS theo doi bai dugc tot.
¢) SO chit trén mét trang trinh chiéu: Van dé nay ciing can luu y. Néi 1a

diung c¢@ ch(r t6i thi€u 12 20 nhung khong c6 nghia 1 cho phép viét day
kin trang PP. Thong thuOng, ch(f qua nhi€u thi ngudi ta s it tap trung
doc hodc doc khong hét, tham chi c6 th€ doc nham hang. Cho nén vé
nguyén tac, khong nén vi€t qua nhi€u hang trén trang PP, mbi hang khong
nén quéa nhi€u ch{f (trr truOng hop bat khd khang). PE khac phuc diéu
dé6, ciing nhu viét trén bang den, va d€ cic trang trinh chiéd phdi ch(ra dU
n0i dung cO ban cla bai hoc, khong nhat thi€t phdi viét nhiu, viét
nguyén cau, day dU nhu trong SGK, c6 th€ 1am nhu sau:

Thay vi viét nguyén cau, ta chon tU khéa hodc cum tUr khéa cho chinh xdc dé

dua 1én man hinh thay cho ciu ay.

Né&u khong c6 gi ddc biét, trén mOi trang nén c6 khodng tlr 10 dén 15 dong,

mOi dong khong qua 10 chit d€ trang trinh chi€u dugc tap trung va sing sUa.

Cht y: Cung mOt c& ch{t nhung ch{r Arial 16n hon Tims New Roman 1 bac.

2.2. Cdc quy uéc vé sé luong vin ban

MOi dong nén chtta nhi€u nhat 6 tUr. Qui nhi€u tU sé tao cho ngUdi
nghe cdm gidc khé hi€u dugc cic y tuéng trong mOt khodng thGi gian
ngan.

MOi trang (slide) nén chita nhi€u nhat 8 dong dé€ tranh su 16n xOn hay
bOi r6i cho ngUdi nghe. N6 gitp cho ngudi nghe ndm dudgc thong tin mOt
cdch nhanh nhat. Gilr cdc khodng céch trOng gilra cdc trang d€ cdm gidc
thodi méi cho mat cUa ngudi quan sit.
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Khéong duoc ding qua nhi€u do hoa hoac nhi€u mau sac. Nhi€u 1an
nhU thé sé 1am cho ngU0Oi nghe khé doc dugc mot cich rd rang. Qud
nhi€u mau sac s€ gy ra sU sao nhang d6i vOi ngudi nghe.

2.3. Quy uéc vé hiéu tng

- PE tao cho bai dién thuyét cUa ban hdp dan va thd vi hon, ngudi st
dung nén thém vao cdc movie clip va cdc hi€u Ung 4m thanh khdc nhau.
Tuy nhién ciing dUng lam dung né mot cach qué dang.

- Tranh s dung qué nhi€u cic hiéu Ung hoat hoa. Can phai tao ra dugc
sU tO0i Uu trong céc hinh dnh, cdc sO d6 va cic bi€u d0 d€ nhan manh
di€m ta mu6n nhan.

- NhG ddm bdo rang bai dién thuyét khong qud dai. Nam gilr di€m nhén
ngan gon va chinh xdc.

3. Gi6i thiéu mOt sé phan mém thi€t k€ trinh dién
(PowerPoint, Impress, Violet)

Pé cuong Thiét k€ trinh dién trén mdy tinh 5
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BAI 1
THIET KE NOI DUNG TRONG CAC SLIDE

1. Cac b0 cuc cla slide
1.1.Kh6i dOng va man hinh PowerPoint

a) Kh@i dOng:
Cdch 1: Chon Start/Program/Microsoft Office/Microsoft PowerPoint2007
Cdch 2: Kich chu0t vao biéu tuong PowerPoint trén thanh Shortcutbar

b) Man hinh

Man hinh PowerPoint2007 ¢6 dang sau:

ph\Hd9-0 - / Presentation2 - Microsaft PowerPoint —TEx
:L;a! ; L
| Home | Inset  Design  Animations  SlideShow  Review  View @
@ & cut \:‘ 55 Layout ~ 3 Ax == Uﬁ Text Direction SN o0 -pES R Shape Fill 44 Find |
«)[2)||[EE d=s) T :
B 33 copy 5 Reset (] Align Text AL LSS G- 8 2 oapeoutine - || 2, Replace -
Past, N w = § T k
25t 3 Format Painter || siige~ 42 Delete || BT abal & 4 An: A= 2 convertto smanart - || % YO T oy w NS 5?;; ") shape Effects [3 select~
Clipboard 5 Siides Font i Paragraph i Diawing 5| Editing
Siides " Qutiine . x IEERIRE EXRRNERE ERRRRERE EXRRRERE [EEENERE [REREERE [EERNEER EAEEREEN] EXEERERN] [XEEREEE

Click to add title

Click to add subtitle

‘ Click to add notes

Slide 2 0f 2 | "Office Theme™ | <5 |

Thanh trang théi

C4c thanh phan co ban cla cla sG Power Point

Thanh tiéu dé (Title bar): Cha tén cUa chuOng trinh Ung dung
PowerPoint va tén cUa Presentation hi€n thOi.
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Thanh thuc don (Menu Bar):Cic thuc don ch(fa cic 1énh cO ban cla
PowerPoint.

Chi€m gan chon man hinh 1 khung cUra s6 soan thdo

Bén trai khung c(ra sO thi€t k€ dOi tugng 1a vi tri dung d€ liét ké nhiing
tap tin ban v& mdi nhat cung véi bi€u tugng ch€ dd quan sit ban vé
hién hanh.

Thanh trang thai (Status Bar): chi dinh Slide hién thOi ta dang 1am viéc
(Slidel, Slide2....)

Thanh cu0n (Scroll Bar): ding d€ xem nhitng phan bi khudt trong mot
Slide hodc dung dé€ 14t Slide.

Céc thanh cong cuU (Toolbar): gitp sU' dung 1énh nhanh. C4c Toolbar nay
c6 th€ dugc hién, gidu di hodc stra dGi theo nhu cau ngudi ding.

c. Office Button:

Pay 12 moOt trong nhing di€m mdi clia Power Point2007. Office Button bao
gﬁm: New, Open, Save, Save as, Print, Prepare, Send, Publish, close.

Office Button
P:@\ &M/Dvccment:lv\(rosoftﬂ'or( SRR
7

Review  View 7]
- Recent Documents I
| osentormamasn|[|AuBbCd AaBC Aaknc AR
Phan hién thi cic file d3d m&
b s trudc do 5
s &
L — Menu Iénh thao téc truc |
] e » ti€p
g
17 o »
] o Lua chon cho cau hinh
12 Yorg g | X ctia Word
7'y E

£l [ m
Page:1ofl

15 Start (KL

1.2. Cdc khdi niém va cdc dOi tuong

co'ban

1.2.1. Cdc khdi niém co ban:

Khi 1am viéc v&i PowerPoint ta s& lam viéc vGi cic Presentation (phién
trinh bay), céc Slide, cic Handouts, Speaker Notes va cac Outline.
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Presentation: MOt Presentation cUa PowerPoint 12 mOt file bao gbm céc
Slide, Handout, Speaker’s notes va Outline,... Khi tao c4c Slide tUc 1a ta
dang tao mOt Presentation.

Slide: 12 mOt “trang” (page) riéng biét cUa Presentation. M0i Slide ch(ra
cédc dOi tugng (Object) cO ban nhu tiéu dé (Title), text, cic dUGng théng,
dudng cong, hinh ch(r nhat, hinh tron, va cic dOi tuong d6 hoa khic.
Text c6 thé khdi tao riéng biét hodc dugc gan lién v6i cic Object khac goi
1a Text box. MOi Object trong PowerPoint dugc gan céc thubc tinh nhu mau,
ki€u dudng, ki€u t9,. ..

Handount: bao gbm cdc Slide nh0 (c6 thé c6 1,2,3,4 hodc 6 hodc 9 Slide
trén mOt trang). N€u mubn ta cé th€ in thém cédc thong tin nhu tén cO
quan, ngay thdng va d4nh s0 trang trén tUng Handount.

Notes Page: céc chu thich di kém v&i hinh dnh nhd Slide trén mot trang
chu thich (Note Pages).

1.2.2. Cdc d6i tuong co ban cUa Slide:

a) Céc doi tuong do hoa co ban:

Céc d6i tuong d0 hoa cO ban dudc tao ra bdi cic cong cu cla
PowerPoint trén cdc Slide bao gbm: dudng thang, dudng tu do, cung tron, céc
hinh ch{r nhat, hinh Oval, Text box va cdc Object d0 hoa clla Windows dugc
nhung trong PowerPoint.

b) Title va Main text:
Khi mét Slide dugc khdi tao, cic Text box ddc biét mang tiéu dé (Title) va

Text chinh (Main text) ludn luén dugc khéi tao. Hai Object ddc biét nay sé tu dOng
mang céc thuOc tinh dugc thira k€ tUr Master Slide.

2. Nhap vin ban

Ta c6 th€ gd Text trén Slide, trong cdc Shapes hodc ding cong cuU Text Tool.

Khi thuc hién cdc 1énh tao khudn cho Text (thuc don Text) chd y céc truOng
hQp sau:

TruOng hop khong c6 mOt Object hodc mOt nhém chif nao dugc chon, cic
1€nh thuc hién tUr thuc don Home/Font s€ tao cic thdng sO ngdm dinh cho
tat cd cic dOi tugng 1a Text dudc khéi tao sau d6 (ngoai trUr hai truOng
hOop 1a Title va Main Text).

Trudng hgp moOt Text box dugc chon (s dung cdng cuU Selection), cdc
1€énh tUr thuc don Home/Font sé€ dp dung cho toan bd Text cha trong Text
Box nay.
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pé

Trudng hgp mOt nhém ky tu dugc chon (bdi cong cu Text), cac 1énh sé&
dugc 4p dung chi cho nhém ky tu nay.

nhdp vin ban vao céc trang Slide chiing ta cdn nam ving céc thao tic voi

Presentation va slide.

2.1. Cdc thao tdc vOi Presentation

2.1.1. Tao mOt Presentation:

a) Tao mOt Presentation theo huéng dan cia Wizard

Vao Office Button/ chOn New

Trong phan New kich vio From Auto Content Wizard va sau d6 thuc hién
theo cdc hudng dan. PE chuyén ti€p giud cic budc hay kich chon nit
Next. Két thiic kich nut Finish.

Kich dip chudt vao Slidel d€ chuyén sang ch€ d0 Slide View, va g tiéu
dé cho Presentation.

Duing Scroll bar d€ di chuyé€n t&i céc Slide khdc va ti€p tuc go text vio Vi
tri can thiét.

Cu0i ciing kich niit Save d€ ghi lai Presentation.

b) Tao mOt Presentation dUa trén cic mau cé san

Vao Office Button/New
Trong phan New kich chon From Design Template.

Trong khung cUta sO Slide Design kich chon mau thiét k€ muln 4p dung.
Néu muOn thiét ké theo cich trinh bay khdc, tU Menu Format, chon Slide
Layout va kich chon mau thiét k& muOn dp dung.

Kich OK
Chon mot Layout cho Title Slide cUa Presentation.
Go tiéu d€ va tao nhitng dOi tUgng ma ta muOn xudt hi€n trén Title Slide.

PE& b0 sung thém Slie md&i, tU thanh cdng cu, kich chult vao nit New
Slide va chon mau thiét k& muln ap dung.

Khi két thidc kich nit Save d€ ghi 1ai Presentation.

¢) Tao mOt Presentation bang cach Importing outline.

Ta c6 th€ dé dang Import mOt vin ban cla Word ciing nhitng Heading Style d€ tao
ra mOt Presentation. PowerPoint c6 th€ dung nhiing Style nay d€ tao ra nhiing Slide
c6 hiéu qud cao. MOi Paragraph dugc dinh dang bdi Style Headingl tr3 thanh tiéu
dé cho mét Slide m&i, moi Paragraph dugc dinh dang bdi Style Heading? trd thanh
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mUc th( nhat cUa Text, Style Heading3 tr& thanh mUc th( 2 cUa Text,... Va tiép tuc
v0i céc Style khéc.

Ciac budc thuc hién:
- Vao Office Button/Open

- Trong hOp File of Type chon All Outlines.
- Kich dip chudt vao File vin badn ma ta mubn sU dung trong hOp Name.

d) Tao mOt Presentation rong.

- Vao Office Button/New.

- Kich ddp chudt vao Blank Presentation va chon mau cho Slide trong hbp
Slide Layout.

2.1.2. Ghi Presentation vao dia

- Office Button/ chOn Save hodc kich chOn nit Save trén thanh cong cu.
Néu Presentation chUa c6 tén, xudt hién hOp hodi thoai Save.

- Trong hOp Save in chon Folder thu muc ch(ra File.
- G0 tén file trong hOp File Name.

- Kich nut Save.
2.1.3. Ghi Presentation hi€n th@i vao dia v@i tén khac:

- Vao Office Button/ chon Save. Xuat hi€n hOp h0i thoai:
- Trong hOp Save in chon Folder thu muc ch(ra File va g tén File m&i.

- Kich vao nut Save.
2.1.4. M@ mOt Presentation da cé:

- Vao Office Button/ chon Open. Xuat hi€n hdp hoi thoai Open

- Chon Folder thu muc ch(a File, trong hOp Lookin kich chudt vao tén File
can mo.

- Kich nut Open.

2.2. Cdc thao tdc co'ban v6i Slide
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2.2.1. Page Setup
Page Setup EHE
Slides sized for: —Orientztion oK I
— 5Slides
C |
" Portrait il
% | andsc=pe

Heignht: — Motes, handouts & outling —

I?.S E Indes 'y Portrait
Mamber slides from: . o Landscape
o H

Lénh Page Setup ding d€ khdi tao kich thudc cUa cic Slide trong Presentation.
Cidc budc ti€n hanh:
Vio thuc don Design/Page Setup. Xudt hi€n hOp h0i thoai Page Setup:
Ta chon céc thong sO sau:

Slide sized for: chon kich thuéc cla Slide
Width, Height: chon d0 rOng va d0 cao cUa Slide theo y muOn.
Number slides from:sO th(f tu’ dau tién cUa Slide.

Orientation: chon hudng doc (Portrait) hodc ngang (Landscape) cUa
cac Slides, Notes, Handouts va Outline.
Kich OK.

2.2.2. Chén thém mot Slide

- Dung 1énh Insert/New Slide hodc kich vao nit New Slide trén thanh cong
cU. Xudt hién hdp hdi thoai New Slide.

- Chon ki€u Layout
- Kich nat OK.
2.2.3. Xoa Slide

- Chon ché d0 View/Slide hodc chon View/Sorter View.
- Kich chon vao Slide can xo4.

- Thuc hi€én 1énh Edit/Delete Slide hodc an phim Del hodc phim Back
Space.

2.2.4. Thay d@i vi tri cQa Slide trong Presentation:

Cé4c thao tac thay dGi vi tri th(r tu cla Slide nhu sau:

- Chon thuc donView, kich chuOt tai cac bi€u tugng (Icon) bén canh Slide
Title. Gi(r tay kich va di chudt tGi vi tri m&i cUa Slide va tha tay.
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- Chuyén sang ch€ d0 View/Slide Sorter, kich chon Slide can thay d6i ,
kich va di chubt chuyén tGi vi tri m&i cla Slide va tha tay.

3. Chén cac doi tuwong do hoa vao slide

3.1. Chén @nh riit nga@n (CLIP), Bl tranh (PICTURES)

- PowerPoint cho phép chén hinh anh vio bat ky Slide nao cho dit né khong
¢6 0-gil-chO cho hinh mau

- Hién thj Slide mudn chén & ché d0 Slide View

- Ne&u Slide c6 6-gi(t-chd chén anh (double-Click to add Clip art) thi kich
dip chudt vio dé, n€u khong c6 thi chon trén menu Insert

- Kich chon menu Insert: Trong nhédm cong cu Illustrations chOn:

- Picture: Chon file dnh can chén

- Clipart: Chén anh c6 san

- Photo Album: Chon file dnh trong thu' vién dnh

- Shapes: Chen cdc hinh v& cO ban

- Click vao ch( d&, pham tru (category), va double-click mOt (image) trong
sO cdc anh thudc chl dé d6 hodc chon Inert.

3.2. Mét 56 cong cu vé trong PowerPoint

Shapes: La tap hgp cic cong cuU gitp ching ta vé cdc doi tugng v&i cic hinh
dang khac nhau.

- Kich chon cong cU can vé.

- Kich va di chuOt d€ vé cac hinh theo y muOn.

Chii y: ta c6 th€ gan text vao bat kY hinh trong Shape trlf Line va Free Form bang
cach sau:

- Kich niit phdi vao Shape can chén Text.

- Kich chu0t vao nit Addtext trén thuc don ngén va go text tai vi trf con trd
text.

a) Select Objects: E

Pay 1a cong cu chon Object. PE chon dOi tugng can thi€t ta hiy thuc hién mot
trong cac thao tac sau:

Pé cuong Thiét k€ trinh dién trén mdy tinh 12



Trwdong Cao dang Nghé Céng nghiép Ha Noi

- Kich chu0t tai Object d€ chon né.

- Muln chon d6ng thGi nhi€éu Object, bam gilt phim Shift trong khi kich
chuOt tai cic Object can chon.

- Phuong phdp chon theo hinh ch{t nhat: Kich chudt, gilt nguyén tay, kéo di
chudt tdi géc dbi di€n cUa hinh ch{f nhat va thd tay. Tat ca cdc Object
nam trong vung cUa hinh ch{t nhat nay s& dugc chon.

b) Rectangle Tool: L]

Cong cU Rectangle Toll ding d€ tao hinh ch(t nhat hodc hinh vudng, ddng thoi 1a
Text box.

- Kich chon cong cu Rectangle Tool, kich va di chu0t d€ vé hinh ch(r nhat.

Chd y: Gilf phim Ctrl n€u mu®n vé& hinh ma di€m bat dau 1 tim cUa hinh.

Gi(r phim Shift néu mudn v& hinh vudng.

Sau khi vé& xong, muOn dua Text vao trong hinh, hiy ding 1€nh Edit/Text object
hodc kich phdi chu0t vao hinh vUa tao va chon 1énh Add Text.

¢) Oval Tool: ©

Day 12 cdng cuU d€ tao Oval hodc dudng tron dOng thai 1 Text box.

AL
d) Text box:
Cong cU tao khung ch(f trén man hinh. Ta c6 thé thuc hi€n mdt trong nhitng phuong
phdp tao chir sau:

- D€ tao Text trong cdc hOp Title va Main Text cUa Slide hodc tao Text bén trong cac
hOp Text (Text box): kich chudt vio bén trong cic hOp tuong Ung, con trd text xudt
hi€n va go text.

* Tao mOt Text box m0i:

Céch 1: Chon cong cu Text box, kich chult vao vi tri can tao khung text va gd text.

Céach 2: Chon cong cuU Text box, kich va di chult d€ tao mOt hinh ch{t nhat sau dé
g text trong hinh ch(t nhat nay.

e) Line Tool: h

Cong cu v& dudng thang
§Chon cong cU sau dé kich va di chuOt dé vé.

§ Gi(r phim Shift trong khi vé& s& giGi han dudng thang & dudng doc, ngang
hodc mOt géc boi 15 dO tUr di€m bat dau trong khi di chudt.

§ Gilr phim Ctrl ta s& v& dugc mOt dudng thang c6 tam 1a di€m bat dau.
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kY

f) Arrow tool:
V& dudng thang miii tén.
3.3. Tao biéu dé (Chart)

Trén menu Insert/ chon Chart. Xudt hién hOp h0i thoai Insert Chart.
Kich chon ki€u bi€u d6 can minh hoa.
MOt bi€u d6 sé tur dOng hién thi.
PE thay thé dr liéu mau, click vdo mOt 6 (cell) trén bang di liéu
(datasheet), va chon ki€u thong tin. Ta c6 th€ thém cOt cho "pham tri"
(categories) va hang cho "Nhém d{f liéu cuing gbc" (series) d€ m& rOng
bang d{r liéu.
D€ trd vé man hinh PowerPoint (ch€ d6 Slide view) thi kich chult ra bén
ngoai bi€u do.
Thay d&i thudc tinh bi€u dé:
Mau sac (colours), mau td (patterns), nét vé& (lines), nén (fills) va dudng vién
(borders).
Trong man hinh Slide view / double-click 1én bi€u do.
Double-click vao muc trén bi€u d0 muOn thay doi.
St dung cac thuc don Design; Layout; Format d€ trinh bay cho bi€u do.
Xong, kich chon nit OK
Thay do@i ki€u bi€u do:
Trong man hinh PowerPoint ch€ d0 Slide view, double-click vao bi€u d0
ta muOn thay doi.

Trén thanh menu Design chon Change Chart Type -> HOp thoai Change
Chart Type xudt hién, Chon mau trong danh sich cic ki€u bi€u db
chudn clUa muc Standard Types (Ki€u chudn) nhu:

Column :Cot

Bar :Thanh

Line :‘Buwong

Pie :Banh hinh tron

XY (Scatter) :Tan xa, Phan bd theo truc XY
Area :Vung

Doughnut :Vanh khan

Radar :Radar

Surface :Bé mat
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Bubble :Bot bong bong

Stock :Kho
Cylinder :Hinh tru
Cone :Hinh nén

Chon mot ki€u trong Chart Sub-Type (mUc thdp, cu th€ hon cla biéu
d0 ) va kich chon OK.

(Ciing c¢6 th€ chon moOt ki€u bi€u d0 trong Custom-Type, cic ki€u bi€u d0 trong
muc nay dugc trinh bay "phUc tap" hon).

3.4. Tao chir nghé thudt (WordArt)

Trén thanh menu chon Insert / WordArt -> xudt hién hOp thoai:

Chon moOt ki€u diang WordArt -> xudt hién hQp thoai Edit WordArt
Text (Soan thdo vin ban cho WordArt)

Trong ving Text c6 dong ch(t mac dinh Your Text Here (Dong vin ban
cUa ta & chO nay) / tai d6 ta gb ndi dung vao. N€u ta bdi den viing viin
ban lic & cla s6 PowerPoint ché d0 Slide View thi thay vi dong ch(f
Your Text Here sé€ 13 dong ch(f mang ni dung ma ta danh dau

Chon OK d€ &n dinh

Hi€u chinh WordArt

Double-click vao viing WordArt d€ chinh stta. Xuat hién Drawing Tools.
DE trinh bay cho WordArt chon menu Format va s dung cdc nhém cong
cu sau:

Insert Shapes: Chen c4c hinh v& cO bdn
Shape styles: Chon ki€u cho Shape
WordArt styles: Chon ki€u cho WordArt
Text Fill: mau ch

Text Outline: mau dudng vién chit

Text Effects: dat cac hi€u Ung cho ch(f nghé thuat (WordArt)
Arrange: déng hang, sap x€p

Bring to Front: 1€n trén cung

Send to back: xudng culi 18p

Align: dong hang

Group: nhom

Rotate: xoay huGng

Size: Pat kich ¢ choWordArt
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G vin ban m&i / st dung cidc muc Font (Fong chil), Size (kich thudc)
d€ dinh dang viin ban / OK.

3.5. Tao Bang biéu (Table)

Kich chon thuc don Insert/chon Table/ Insert Table

HOp thoai Insert Table xudt hi€n, sU dung nit con cha;h @ dé lua
chon sO hang (Number of Column) va sO cOt (Number of Row) muln
ding / OK ->Bdng xudt hién trong Slide, san sang d€ nhap dir liéu.
Nhap di{t li€u cho bang nhu trong soan thdo Word, gé Tab d€ doi dén 6
k€ tiép.

P& thay d6i chi€u cao cUa hang (Height of Row) hay PO rong cla cbt
(Width of Column) ta dich con trd chudt dén cic duOng vién ngang hodc

doc cho dén khi con tr® chult d0i thanh mii tén 2 chi€u thi bAm-gilr
chudt phai va kéo d€n khi dat kich thuGc mong muOn.

Tao dudng vién (Border) va Té béng, mau nén (Shading) cho bang:

Chon toan b0 bang hodc cic hang hodc cOt can k& dudng vién (N€u chi
dinh dang mOt vai 6 thi bdi den ving 6 do)

Trén menu Design chon niit Border d€ ké dudng vién cho bang:

Kich chu0t ra bén ngoai bang d€ tr& vé man hinh PowerPoint (Normal).

4. Chén cac ky hi€u dac biét vao slide
Trén thanh menu chon Insert / Symbol -> xudt hi€n hOp thoai Symbol

Kich chon ky tU can cheén va kich nit Insert.

5. Cheén cac file am thanh, hinh @nh vao slide

HO tro am thanh trong Power Point

C6 th€ chen 4m nhac, Am thanh hodc video trén mOt Slide mudn chay trong khi
trinh dién Slide. mOt cich ngdm dinh, 4m thanh va video bat ddu hoat dOng khi
kich hoat bi€u tugng cUa né trong khi trinh dién Slide. Tuy nhién c6 thé tu dat
cé4c tuy chon khic nhau cho Sound, Video, music béng mOt sO 1€énh khic nhau
cUa Power Point.

5.1. BO sung Clip art, Pictures, music, sound, video clips va animations

Néu khong tim thdy Picture, music, sound, video clip, hodc animations trong
PowerPoint, ta c6 th€ tim va chén chiing bang mOt sO cich sau day:
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Ding Windows Media folder: Windows c6 phan h® trg 4m thanh va 4m nhac
cho phép sU dung trong mOt Presentation. Hay thuc hién cdc budc sau:

Thuc hi€n 1énh Insert/Movies and Sound/Movies from file. Xuat hién
hOp hOi thoai Insert sound:

Ta tim va m& folder Media (trong folder Windows), sau dé chon sound
(file Am thanh) can thiét va kich OK.

5.2. Chén Music hoac sound trén slide.

Trong View/Normal, hién Slide muOn bo sung music hodc sound.
Vao thuc don Insert/ Media clip /chon Movies hodc Sounds.

DE chen Sound tU Clip Gallery, kich chon Sound from Clip Organizer, va
sau do kich dip vao sound dugc chon.

DPE chen sound tU vi trf khdc, kich Sound from file, chon folder ch(ta
sound, va sau d6 kich ddp sound ta mudn chon. Khi d6 xudt hién bi€u
tuong sound trén slide.

Ghi chii: m6t ciach ngdm dinh, sound bat dau hoat dOng khi kich bi€u tuong
trong khi trinh dién slide.

5.3. Chen CD audio track trén slide

Trong ch€ dd View/Normal, hién slide muOn bd sung CD audio track

Trén thuc don Insert chuyén con trd t&i Movies and Sounds va sau d6
kich Play CD Audio Track. Xuat hi€n hOp hoi thoai play options:

Chon céc tiy chon can thiét va kich OK. Bi€u tugng CD xudt hién trén
Slide.

5.4. Pat cdc tiy chon cho Sound hodc video d€ chay trong khi trinh dién
Slide:

Trong ch€ d0 Slide view / chon bi€u tugng Video hodc Sound mudn dat
1ai cdc thong sO.

Thuc hién 1énh Slide Show/Custom Animation
Chon muc Play Setting. Xuat hi€n hOp h0i thoai:

Kich chon céc tiy chon can thiét.
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BAI 2
PINH DANG CAC SLIDE

1. Pinh dang vin ban, nén slide, ph6i mau
1.1. Dinh dang font chir

Lam viéc vOi Text Object

Ta c6 th€ go Text trén Slide, trong cc Shapes hodc dung cong cu Text Tool.
Khi thuc hién céc 1énh tao khudn cho Text (thuc don Text) chud y céc truOng hgp sau:

a) TruOng hop khong c6 mOt Object hodc mOt nhém ch(t nao dugc chon, cic 1énh
thuc hién tU thuc don Home/Font s€ tao cdc thong sO ngam dinh cho tat cd céc
d0i tugng 1 Text dugc khdi tao sau d6 (ngoai trlr hai truGng hop 1a Title va Main
Text).

b) TruOng hgp mOt Text box dugc chon (s dung cong cu Selection), c4c 1€nh
tU thuc don Home/Font s€ ap dung cho toan b0 Text chlra trong Text Box nay.

¢) TruGng hgp mOt nhém ky tU dugc chon (bGi cong cuU Text), cac 1€nh sé€ dugc
4p dung chi cho nhém ky tu nay.

Sau day 1a mo ta céc thong sO chU yéu cUa 1énh tao khudn cho Text.

* Thuc don Home/ Font: Diing dé tao khuén cho cac ky tu

Thuc hi€én 1énh Home/Font: HOp hi thoai Font xudt hién

Character Spacing

Latin text font: Font style: Size:

+Heading % | | Regular w | (4 #
all text

Font color Underline style (none) w
Effects

[] strikethrough [] small Caps

[ ] Double Strikethrough [] all caps

[] Superscript Offeet: 0% = ] Egualize Character Height

[] subscript

Ok, l [ Cancel
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Trong do:

- Font: chon Font ch(

- Font Style: chon ki€u chil. Regular: ch{t thuOng, Bold: ch(t dam, Italic:
ch{ nghiéng, Bold Italic: cht d@m nghiéng.

- Size: c@ chr

- Effects: cdc ki€u ddc biét: Underline: chit gach chan, Shadow: chit ¢
béng, Supperscript: chit chi sO trén, Subscript: chi s& dudi.

- Color: mau ch(r

- Kich nat OK.

* Tao/hUy Bullet:

Duing d€ tao /hQy Bullet cho céc Paragraph: Trén thanh cong cu Home

Kich chon bi€u tugng Bullet anh Numbering . Xudt hién hdp hoi thoai Bullet:

Trong do:

Use a bullet: 1ua chon nay n€u mu6n gian Bullet cho cdc doan Text dugc
chon. HUy chon néu mudn x6a céc Bullet dang tOn tai.

Bullets From: chQn font cho cac bullet.
Color: chOn mau cho bullet

Size: ¢G Bullet

Kich OK

* Dong hang: Dong hang cho cac dong trong Text box.

Trén thanh cong cu Home/ChQn Paragraph/ Align Text hodc
Chon mOt trong céc 1ua chOn sau:

Left: dong hang trai

Right: déng hang phai

Center: déng hang gi(ra

Justify: déng hang d€u hai bén

* Pi@u chinh khodng cach cia Paragraph:

Trén thanh cong cu Home/Chon Paragraph: xuat hi€n hOp hdi thoai Paragraph

Trong dé:

Line Spacing: khodng céch gi(ta cdc dong trong mOt Paragraph.
Before Paragraph: khodng c4ch truéc Paragraph
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- After Paragraph: khodng céch sau Paragraph.
* Vi tri cla Text trong khung Text box

Kich nut phdi chult vao khung Textbox.
Chon Format/ chon Shape. Xuat hién hOp hoi thoai
Chon nhan Text box:
Trong do:
Text Layout: vi tri cUa Text trong hOp:
Top - dinh hOp;
Middle — gi(ta hOp;
Bottom - ddy hOp;
Top Centered — text dugc déng hang gilta & dinh hOp;
Middle Centered — text dugc déng hang gilra & gi(ta hOp;
Bottom Centered — text dUQc déng hang gilta & ddy hOp;
Text Direction: quay huéng Text

Internal margins: ting hodc gidm khodng céch gilra text va hOp theo
chi€u ngang va doc.

Resize autoShape to fit text: di€u chinh kich thudc cla object vUra khit
text.

Wrap text in shape: text tu ddng xudng dong moi khi gdp canh phai cla
Object.

1.2. Dinh dang nén slide

1.2.1. Thay dOi mau nén cUa slide

Sau khi tuy bi€n mau sac, thi cling nén thém mau nén cho slide. Thuc ra, tat ca
slide d€u c6 mau nén, con slide mac dinh c6 mau nén 12 mau trang.

P& thay dGi mau nén, chon menu Design/ Background Styles. Ki€u nén dugc
xé4c dinh bdi theme, khi theme thay dGi, thi mau mau nén trong thu vién ciing
thay dGi.

1.2.2. B sung mau nén cho Slide

Chon thuc don Design/Background. Xudt hi€n h&p hOi thoai Format
Background:

Trong hOp Fill chon ki€u t6 mau cho Slide
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- Solid fill Format Backsround
- Gradient fill: ki€u pha mau |[a | fpy
theo Gradient. Picture | | @ sold fil
. . > ) Gradient fil
- Picture or texture fill: sU' dung O Bicturs or texture fil
1 hinh anh 1am nén cho slide [] ide background graphics

IE:TI

- Hide background graphics: &n
Transparency: Ji 0% e

mau nén
Ho&p Color: chon mau t6

Transparency: di€u chinh d0
sang tOi mau nén (lUa chon
gia tri trong sudt cho mau nén
dang dugc 1ua chon)

Kich niut Reset Background:
d€ 4p dung cho Slide hién

thoi. (sttoczom] (o= ] [ _remun ]

Kich niit Apply To All: d€ 4p dung cho tat ca cic Slide.

S dung mOt hinh dnh 1am hinh nén cho slide

|4l Background Styles '-_

| 1
‘ ‘ . Format Backgraund

L — .
i Brs | Fill

S ] e

(O Gradent A
o (&) Bicture or textirs il —{ 2
Format Background. ..
*] Eesst Side Bacdkground

U Hcle badoground graphics

[ngert from:
Fie... | [goborrd ] [ coage... |

I I
&

Trong hOp hoi thoai Format Background:
Chon Picture or texture fill: D& s dung 1 hinh dnh lam hinh nén.

PE& chen mOt hinh dnh tU mot file, chon File va sau d6 dat hinh dnh va
xdc dinh vi trf hinh dnh mubn thém vao. PE dan mOt hinh &nh
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tUr Clipboard hodc chuong trinh nao khéc, thi sao chép mOt hinh anh,
sau d6 chon Clipboard. D€ st dung clip art, thi chon Clip Art va sau dé
nhap ndi dung md ta clip trén hOp Search text.

1.2.3. Thay doi Layout
- Kich chon Slide can thay d6i Layout.
- Thuc hién 1énh Home/Layout (hodc kich niit phdi chu0t)
- Kich chon kiéu layout m&i trong hdp hdi thoai.
1.3. Phéi mau giita cdc d6i tuong trong Slide
1.3.1. Ap dung hiéu Ung ph&i mau dung san
P& 4p dung mOt hiéu Ung phdi mau dugc dung san ta thao tic:
Chon Menu Design.

Cial Ho-3 s Presentation? - Microsoft PowarPaint Drawing Tood

Y
-"'J Haome Insert animations Shde Show Review Widw Add-dng Format
Is [ = —— q i il - HColnrs'

U]

- [&]Fonts-

Fage Shide P

Setup Ornentation = 19 Effecis =
Page Setup Themes

Chon ti€p cdc mau dugc phOi san trong cic 6 Themes , nhan ti€p vao
biéu tugng 1énh More ~ d€ xem ti€p cic mau dung san khic.

oy

Céc mau dung san nay dp dung cho cd nén, cic doOi tugng chir . . ., mbt
mau dudc chon s& dugc 4p dung cho tat cd cic Slide dang hi€n cé.

1.3.2. Tao mOt hiéu Ung ph6i mau

Dé tao mOt hi€u Ung phOi mau riéng ta thuc hién:

Chon Menu Design.
-
Home Insert Design Animations Slide Show Rewiew Wiew Add-Ins
Ly, 1 -
1 T Aa | i Aa - [A]Fonts -
Page Side e — mn | | cnmmn= eea— f=n
Setup  Orientation - - - - = '.EH'h'.t'l- v
Page Setup Themes

Chon ti€p 1énh B cotors = oo ors, mOt danh muc hién thi:
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Chon 1énh Create New Theme Colors. HOp thoai Create New Theme

Colors hién thi:

r Theme colors ~ Sample
Text/Background - Dark 1 Text
TextBackground -Light 1 | | = | J
Text/Background -Dark 2 [H| = | :m
Text/Background -Light2 [ | = ﬂ
ftd ‘:: i Hyperlng
Accent 2 |___| - Hvperlink
Accent 3 ::: -
Accent 4 !:! -
Accent 5 i;i -
Accent 6 |[!_E| - |
Hyperlink [ R
Eollowed Hyperlink . -
MName: ICustoml
Reset | Save | Cancel |
- Ta thay d6i cic thong sO mau trong Theme Colors
ldp Theme colors, chOn ciac 0 mau v | L}
cUa tUng thong sO. MOt bdng cdc 6 mau
hién thi: I
- Chon mOt mau thich hgp cho thong s0. | I I I I I I I I I
A Standard Colors
- Sau khi da thuc hién xong cac lua chOn
! a e hieh xong el | EEEEN
mau, ta dat tén mau can thuc hién phOi
- : : More Colors...

mau trong 6 Name
- Nhan Save d€ 1uu 1ai thong sO vdi tén ta vira dat.

- Mubn quay lai cdc thong sO ban dau trudc khi thay d6i, ta nhan nit
1énh Reset.

D€ 4p dung hiéu Ung ta di phOi mau, ta hiy lua chon tén cho thong sO
trong Themes cUa Menu Design.

1.3.3. Ap dung mOt mau nén
DE& thuc hién 4p dung mOt mau nén cho Slide:
Chon Menu Design trén thanh thé 1énh.

Ta chon ti€p 1€nh & Background Styles.

- MOt danh sach cdc mau hi€u Ung nén thi€t 1ap san hién thi, ta 1ua chon
mOt mau thich hgp cho Slide ta dang thiét k€.

Dé cuong Thiét k€ trinh di€n trén may tinh 23


http://www.truongdinh.edu.vn/forum/uploads/images/2010/khoai_nuong/2010/5/20/truongdinhi_Attachments_p03s03_clip_image007_thumbAutosave_60056508.jpg
http://www.truongdinh.edu.vn/forum/uploads/images/2010/khoai_nuong/2010/5/20/truongdinhi_Attachments_p03s04_clip_image003_thumbAutosave_423548758.gif

Trwdong Cao dang Nghé Céng nghiép Ha Noi

Né€u khong mubn s& dung cdc mau c6 san, ta chon 1énh Format

Background.

- HOp thoai Format Background hién thi:

Format Background j el B
Al il
Picture | | (& isgiid il
i~ gradient fill
" Picture or texture fil
™ Hide background graphics
Color: Lty T|
Transparency: Ii IIZI % E‘
Aocan, [ g ssBiots o primstn o bt ittt
AT T T e e T Tl T e e e
Reset Background | | Close I Apply to all
- Ta chon 16p Fill.

Chon ti€p 1énh Solid fill.

0 Transparency.

Transparency: |

Ta chon Color Mvé lua chon mOt mau nén d€ 4p dung.
Néu muOn d6 trong subt cho mau nén, ta thay dOi thong sO trong

Khi kéo thanh trugt, gid tri cang cao thi d0 trong sudt cUa nén cang

16n. Thuc hién xong, ta nhan Apply to All € dp dung va nhan Close d€
dong hOp thoai Format Background.

chon Reset Background.

MuOn quay 1ai mau nén mac dinh ban dau trudc khi thay d6i ta nhan

1.3.4. Ap dung hiéu Ung Texture cho mau nén

Hi€u Ung Texture s€ tao cho ta mOt 13p van nén lam Background:

Chon Menu Design /chon ti&p 1énh 2 Background Styles:

- MOt danh sich cdc mAu hiéu Ung nén thiét 1&p san hién thi, ta 14a chon
m&t mau thich hgp cho Slide ta dang thiét ké.

Néu khong mubn s dung céc mau c6 san, ta chon 1énh Format
Background HOp thoai Format Background hién thi:
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- Ta chon 16p Fill 2
- Chon ti€p 1énh Picture or | Fil Fill
texture fill. Picture | | (™ solid fil
s , N s " Gradient fill
- Texture: chUa cac h~1$u U’I}g [(;- EEiEﬁ:lFé"EF"{Ei'ﬂFé"ﬁii‘é]
Texture dUOC taO sdn, nhan ™ Hide background graphics
) = s .
chuOt vao O: de chon EE ij
L, LA ’ ) Insert from:
cdc hi€u ung Texture. de.. | cipbord | cort |
- Insert from: Iua chOn céc V' Tile picture a5 texture
Tiling options

hinh &nh tU bén ngoai d€ lam
né‘n g Offset X: IIZI pt 5‘ Scale X: IIDEI% 3‘
' Offset ¥: ||:| pt E‘ Scale ¥: |1n|:|=s-fu 5‘

- File: chi duong dan dén thu Mgrment: [roplert 7]

muc ch(fa hinh dnh dé€ lua . [ 5]

- A . Mirror type: |Maone -
chOn lam nén.
o , Transparency: Ii ID% 3‘

- Clipboard: lay hinh anh ta -

dang thuc hién 1énh Copy tU

Reset Background | Close Apply to Al |

Ung dung khéc d€ 1am nén.

- Clip Art: 1ua chon céc Clip Art d€ 1am nén, cic Clip Art dugc cung cap
san dé€ ta 1ua chon.

- Tile picture as texture: nén nhO van nén clla mau Texture ta dang chon khi
6 nay dugc danh dau tity chon.

- Tiling options: gdm céc 1uta chon:
0 Offset X: dich chuy@n Texture v€ hai phia cUa Slide, gi4 tri Am
v€ phia tri va gia tri duong v€ phia phai.
0 Offset Y: n€u gia tri 12 4m thi Texture dich chuyén xulng
dudi Slide va ngugc 1ai.
0 Scale X: nén Texture theo chi€u ngang cUa Slide.
0 Scale Y: nén Texture theo chi€u dUng cUa Slide.
- Transparency: 1Ua chOn gid tri trong suOt cho Texture ta dang 1ua chon.

- O tuy chon Hide background graphics khi dugc dédnh ddu chon s€ &n hinh
nén ta dang 4p dung lam nén cho Slide.

- Lua chon xong céc gid tri, ta nhan Apply to Alld€ dp dung va
nhan Close d€ déng hOp thoai Format Background.

Muln quay l1ai mau nén mdc dinh ban dau trudc khi thay d6i ta nhan
chon Reset Background.

1.3.5. Ap dung hiéu Ung hinh anh cho nén

P& dua hinh dnh 1am nén cho Slide, ta thao téc:
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Chon Menu Design / chon ti€p 1énh A Background Styles.

MOt danh séch cic mau hiu Ung nén thi€t 1&p san hién thi, ta Iua chon
mOt mau thich hgp cho Slide ta dang thiét ké.

Né€u khong mubn s& dung cdc mau c6 san, ta chon 1énh Format
Background HOp thoai Format Background hién thi:

Ta chon 16p Fill.

Chon ti€p 1€énh Picture or texture fill.
PE& dua hinh anh lam nén, ta chon nit 1énh File B hdp thoai

Insert Picture hi€n thi, ta Iua chon hinh dnh d€ 1am nén va nhan Insert dé
thuc hién chen.

Tiling options: gdbm cic 1ua chon:
0 Offset X: dich chuyén hinh anh vé& hai phia cUa Slide, gia tri 4m vé
phia trdi va gia tri duong v€ phia phai.

0 Offset Y: n€u gia tri 1a 4m thi hinh dnh dich chuyén xulng
dudi Slide va ngugc 1ai.

0 Scale X: nén hinh dnh theo chi€u ngang cUa Slide.
0 Scale Y: nén hinh anh theo chi€u dUng cUa Slide.
Transparency: 1Uta chon gid tri trong sudt cho hinh dnh ta dang 1ua chon.

O tiy chon Hide background graphics khi dugc ddnh ddu chon s& &n hinh
nén ta dang 4p dung lam nén cho Slide.

Lua chon xong cdc gid tri, ta nhdn Apply to Alld€ 4p dung va
nhén Close d€ déng hOp thoai Format Background.

Muln quay lai mau nén mdc dinh ban dau trudc khi thay doi ta nhén
chon Reset Background.

2. Pinh dang cac ddi tuong do hoa, so do, biéu do

2.1. Thanh cong cU Drawing

" Nhém cong cU Insert Shapes: V& cdc hinh cG ban
Nhém cong cU Shape styles: trinh bay cho d6i tugng dO hoa.
- Shape fill: t6 mau cho d0i tugng d6 hoa
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- Shape outline: Chon mau duOng vién, ki€u nét dudng vién cho dbi

tuong.

- Shape Effects: Chon hi€u Ung cho d0i tugng d6 hoa.

Nhom cong cu WordArt Styles:
- Text fill: t6 mau chir

- Text outline: td mau dudng vién ch(r

- Text Effects: Chon hi€u Ung cho chl, cic ki€u chit nghé thudt

Arrange: Sap x€p, déng hang cho cdc d6i tugng.

- Bring to front: dua d0i tugng 1én 16p trén ciing

- Send to back: dua d0Oi tugng xudng 16p cudi ciing.

- Align: Déng hang cho cic d0i tugng
- Group: nhém céc dOi tugng d6 hoa
- Rotate: xoay d0i tugng d0 hoa

Size: Pat kich thudc cho doi tugng d6 hoa.

2.2. Thanh cong cU Picture

Presentationl - Microsoft PowerPaint Picture Tools

Animations Slide Show Review View | Format

LF]
color~ ¥ Reset Picture

Adjust Picture Styles

cho anh.

[{¥ Picture Shap

; ; Q ; ; .‘- g g Q :ZP\c{uleBmd:lv'

T Picture Effects ~

7}

T4 Bring to Front = |2 Align ~
@3 Send to Back ~ g Group ~

&y selection Pane S Rotate -

||||| g

:'Jﬁi 1] Height: 2.73

Crop 723 width: |2.2°

Nhém cong cu Adjust: di€u chinh mau sdc, dd sang t6i, tao dO trong subt

Nhém cong cU Picture Styles: tao ki€u dang va hiéu Ung cho khung anh.

Arrange: Sap x€p, déng hang cho
cc d6i tugng.

- Bring to front: dua dGi tugng 1én 18p
trén cung

- Send to back: dua d0i tuong xulng
16p cubi cung.

- Align: Déng hang cho céc d0i tugng

- Group: nhém céc dOi tugng d6 hoa

- Rotate: xoay d0i tugng d0 hoa

Size: Pat kich thudc cho d06i tugng
do hoa.

Crop: cat anh

A Text Fill -
&2 Text Outline ~

-__‘J Bring to Front ~ |= Align =
:JbSendt-:u Back ~ : : Group

il jror

Text Effects =] || By Selection Pane Sk Rotate = || =37 (474

Arrange

Size

Shadow ]
Reflection ]
Glow ]
J.r__ Bevel »

3-D Rotation »

=

ﬂ'm Transform L3

_

5 add subtit
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2.3. Thanh cong cu WordArt

Nhom cong cu WordArt Styles:
- Text fill: t6 mau chir
- Text outline: td mau dudng vi€n chit

- Text Effects: Chon hi€u Ung cho ch, cdc ki€u chit nghé thuat

2.4. Thanh cong cU Organization Chart (Chart Tools)

”E;J\"u HY-o = Presentation1 - Microsoft PowerPaint Chart Taols

esign yout  Forma

Desigl L t
B /R
a W T BT i | | -
Change  Save As Switch  Select Edit Refresh TS 1 I | I I =
Chart Type Template || Row/Column Data  Data  Data -

Type Data Chart Layouts Chart Styles

Nhém cong cu Type: thay d0i ki€u cho bi€u do.

a
—/ Home Insert Design Animations Slide Show Review View

Nhém cong cu Data: chon dit li€u minh hoa, chinh stta d{t li€u cho bi€u do.
Nhém codng cuU Chart Layout: chOn céc dang trinh bay bd cuc cho biu do.
Nhém cong cU Chart styles: Chon céc ki€u bi€u do.

3. Cong cu Slide Master

3.1. Mas;er Slide

C6 hai loai Master dBi v&i mOi Presentation: Slide master va Title master.
* Title Master: di€u khi€n dinh dang d6i v4i Title va Subtitle cUla Presentation.

* Master Slide: 1a Slide dac biét ch(fa céc thong sO chudn cUa Title, Main Text va
nh(rng Background Item ma ta mu®n xudt hién trong tat cd cic Slide.

Muc dich cUa Slide Master 13 1am cho ngu0i s& dung dé dang thay dGi tOng
quit — nhU thay d0i phong ky tu — va phdn hOi nhiing thay d6i da dugc thuc
hién trong tat cd Slide trinh chi€u cla bdn thi€t k€.

Trong Slide Master, ta c6 thé:
- Thay d6i phong ky tu hodc cic di€m danh dau dé muc.

- Cheén hinh anh — nhU logo — muOn xudt hién trong nhi€u Slide trinh
chiéu.

- Thay dGi céc vi trf khung anh, kich thuGc va thuOc tinh.
Master Slide c6 chtrc ning dac biét sau day:

Title va Main Text c6 chlc niing kh@i tao céc thudc tinh cho toan bd cic
thuOc tinh cUa Title vA Main Text cUa cdc Slide khic. Khi Title vA Main
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Text cUa mOt Slide dugc khdi tao, né sé tu dOng gan cac thuQc tinh cla
text tuong Ung trong Master Slide nhu Font ch(f, ki€u ch{t, Line Spacing,
Bullet.... (ngoai trlr truGng hgp cic thong sO Follow Master cla Slide
nay khong dugc gan va truOng hop ta thuc hién cdc 1énh tao khuodn khéc
trén cac Object nay).

Céc Object khiac dugc khdi tao trén Master Slide cling nhu' cdc ma sO
trang, ma ngay thang, ma thOi gian,... s& dugc hién trén tat cd cac Slide
cUa Presentation hién tai

3.1.1. Tao Object trong Master Slide

Vao View/Slide Master.
Tao d6i tuong

Chon Close Master View trén thanh cong cuU Slide Master d€ trd vé Slide
cUa minh.

3.1.2. Pat 1ai cic théng sO cua Title va Main Text cUa Slide Master cho mot
Slide

Hién Slide muOn 4p dung lai cdc thong sO cUa Slide Master.
Kich nit phdi chult/ chon Reset Slide.

3.1.3. Huy/ hién tat ca cac Background Item cho mot Slide

Chon Slide mu6n hi€én/hUy cdc Backgroup Item (ch(, hinh anh, ...3
nén).
Vao menu Design/ Chon/hUy 1uta chon Hide Background Graphics.
Kich nut Apply.
3.2. Lam viéc voi Notes Master
Notes Master 1a slide dac biét cdc thong s6 chudn cla cic chi thich di kem véi
hinh @nh cUa Slide trén cdc trang chd thich.

Moi di€u chinh dugc thuc hién trén trang Notes Master nhU thay d6i cac thong
sO cla chil, chén thém cic Object khic, chén cdc ma sO trang, ma ngay thang,. ..
s& c6 tac dung tGi moi trang chd thich cUa tat cd céc Slide.

3.3. Lam viéc v6i Handout Master

Powerpoint cho phép in nhi€u Slide trén mOt trang gidy. Tinh ning niy duogc
20i 1a Handout Print. M0Oi di€u chinh & ch€ d0 Handout Master nhu b8 sung
text, b8 sung Object, tao khudn Text va Object, chén cic ma sO trang, ma ngay
thang,... di€u nay dnh huéng t&i moi trang Handout cUa tat cd cdc Slide.
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Chi y rang cdc Object dugc bo sung khong nam trén vj tri cUa cdc Slide.

3.4. Chen thoi gian, ngay thdng, ddnh s0 trang hodc Footer Text

Chon Insert chon Header and Footer. Xudt hi€n hOp hdi thoai:

Header and Footer

Slide | Motes and Handouts

Include on slide

apply ko all
Apply

| Zancel
Presiew

[1slide nurber
|:| Footer

---------

[Joon't show on Eitle slide

Pé dua nh(tng thong tin vao Slide cUa minh ta chon Iuta chon Slide.

P& dua nhing thong tin vao Notes Pages va Handout, chon Notes and handouts.

Chon nh{fng 1Ua chon:

- Date and Time: chén thOi gian va ngay théng

- Slide Number: chén sO trang
- Footer: cheén tiéu dé dudi.
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BAI 3
HIEU UNG TRINH DIEN

1. Hiéu Ung cho cic dOi tuwong trong slide
1.1. Hiéu Umng hinh anh

Hiéu Ung dac biét trén viin ban va cic doi tuong (dnh, bi€u do...)

Khi chay Slide Show c6 thé cho hi€én dan tUng muc, tUng d6i tuong cla slide
gitip ngUdi theo doi tap trung khi ta hi€n thi va dé cap dén tlng van dé mot
hodc ngin khong cho moi ngudi doc trudc ndi dung. Tié€n trinh dé dugc thuc
hién trén Custom Animation (Dat tuy thich tinh sinh d0ng)

Trong ché d0 View/Normal, chon mOt

Slide. | 48 Custom Animation v X

. . » . A | |;‘ﬂ? add Effect v| |K_{3 Femove
Chon doOi1 tugng (object) can dat hi€u
p A . e Modify selected effects
Ung trén Slide do.

start: |8 on Click -

Chon thuc don Animation / Custom Speed:
Animation -> xudt hién hOp thoai M
Custom Animation: AR
Kich nit Add Effect d€ chon cédc hiéu 2B Shape 3: Dich cum dang. .
Ung chuy€n dOng cho cdc d6i tugng ma 38— Sun4 b
ta di chon: Dung nh(ing ki€u chuyén 4“8 Sk Thao luan ve thit ga
dOng nhu: Entrance, Emphasis, hodc
Exit d€ gan duOng chuyén dong.
Ngoai ra, ta cling c¢6 th€ gin nhi€u dac
tinh chuyén dOng vio mOt d6i tugng,
cho nén cé th€ lam cho d6i tugng tUr
nhO dan dén 16n dan va ngudc 1ai.
Trong muc Modify Selected effects = =

chon mOt doi tugng (Title:Tidu dé,
Text: Vin ban, Chart: bi€u do,...) dé
thiét lép Hléu L'J‘ng v AukoPreview

| |F Play | |E Slide Show

Kich Start: Chon On mouse click néu
mudn object hodc text dang chon hi€n cho dén khi kich chult, hodc chon
After previous n€u muOn cai dat thOi gian hién cho text hodc object.

Trong muc Speed: chon tOc d0 chuyén dOng.
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Chii y: C6 th€ kich chon vao tUng dbi tudng |4 - Custom Animation v x
mOt & phia dudi muc Modify Selected
effects. Sau do kich vao mii #&n & bén phai
tén cUa d6i tugng dang dugc chon dé€ cai ¢ Medify:Fly In

&% Change - ¥.. Remove

dat cdc hiéu Ung cho d6i tugng do. start: 8 on Click -
ons: d& cai d5¢ | Drectin: Speed
Chon muc Effect Options: dé cai dat :E': ";"'tt upEEF :
cdc hiéu Ung xudt hién cla cdc Text | Bry Fas
va Object. Y
Kich chon nhan Effects : chOn cac 1 2 7 Shape 3... [ E

hiéu Ung can tao. Fly From Left: text 7 | 3 j Start On Click

va object bay tU' bén trdi man hinh sang 43 Start With Previous
phdi; Fly from right: text va object bay @®
tU bén phdi man hinh sang trai.

V&i hi€u Ung (Effect) c6

Skart After Previous

Effect Options. ..

Timing. ..
N 7 !
- No Effect:Khong c6 hi€u Ung Hide Advanced Timeline
- Appear :Xudthién Remaove
- Fly From Bottom:Bay tu duGi 1én
. . Secandsv|1E| 1oz o 4|r
- Blinds Horizontal:Lam mO theo duOng [#] re-order [¥]
ngang '
. . . . > Flay | BT slide show
- Blinds Horizontal(Vertical):Manh che
theo chiéu ngang (dOc) | ¥ autopreview

- Boxin (out)  :Hinh hOp di vao (ra)
- CheckerBoard Across/ (Down): Ban c0 ngang qua (Ldn xu0ng)

- Dissolve :Lam tanra

- Trong muc Sound c6 tuOng tu trong Slide Transition, trong muc Sound
(dm thanh) dang d€ ché dd mac dinh 12 No Sound (Khong c6 am thanh

trong budc chuyén ti€p) ta :
chon trong danh sich mot

héu am thanh nhu: Effect lTiming ] Text Animation ]

Camera: Mdy quay phim settings

Drive By Tléng xe Chay Direction: |Fru:|m Boktom ﬂ

Laser: 4nh sane Laser [ Smookh stark [ Smooth end

: . g . L L Enhancements
TypeWriter: Ngu0Oi didnh mdy
hir Sound: |[ND Sound] ﬂ \E,
C
Other S d : am thanh kha After animation: |Du:un't Lirn ﬂ
er dounda : am than ac
Anirnate bext: |.¢\II at ance ﬂ
lTl Cancel ‘
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After animation: chOn mau hodc 8n cic object, text sau khi chiing da dugc hién
trén man hinh.

Hide after animation: an text hodc object sau khi chiing dd hi€n trén man hinh;
Hide on next mouse click: an bdi 1an kich chut ti€p theo.

Thuc hién lai cac budc trén d€ tao hi€u Ung cho cic text hodc cic object khac.
Kich nut OK.
Thié€t 1ap hi€u Ung vGi dnh (cdch 1am tuong tU)

Chii y: Néu muln tao hiu Ung ddng cho mOt object bat kY ta c6 th€ chon object
d6 va chon ki€u xudt hién bdi 1€nh Slide Show/Animation Schemes.

Ta c6 th€ b0 sung thém phong cdnh (movies), 4m thanh (sounds) va cic OLE Object
vao Slide Show trén thuc don Slide Show/Custom Animation d& chi cho PowerPoint
céch nhiing va thOi gian nhiing cdc phong cdnh, Am thanh, céc object va cic slide cUa
c4c Presentation khéc trong suOt qud trinh “trinh di€n” (Slide Show).

¢) Thay d@i thi tu xudt hién cla Text va Object trong Slide.

Chon thuc don Animation/Custom Animation.
Trong Animation Order chon d0i tugng hodc text can thay dGi.

Kich nit Up hodc Down.

1.2. Hiéu Ung dm thanh

1.2.1. Chen file am thanh

Click vao tab Insert.
ChoOn niit miii tén trén hOp Sound.

D& chon mot file 4m thanh tU mdy tinh cUa ban hodc file t& mang ndi
b6, chon Sound from File. Tim file va kich chudt d€ chén né vao slide.

DE chén am thanh tU thu vién clip, chon Sound from Clip Organizer va
tim ki€m clip trong cUfa s nhiém vu Clip Art. Chon clip mu0n chén vao
slide.

Chii y: Click vao bi€u tugng Insert Media Clip d€ tim file 4m thanh trén mdy tinh
hodc trén mang ndi bO. Trong qud trinh chén 4m thanh, m6t clta sG nho hién ra
v0i hai sUa 1ua chon 12 ban muOn 4m thanh s€ bat dau mot cach tu dOng hay ban
mubn bat ddu 4m thanh bang cich click chudt. Chon Automatically néu ban
mubn am thanh tu dOng chdi khi slide dugc thuyét trinh. Néu trong slide da c6
cdc hiéu Ung khdc nhu Am thanh, doan video clip, thi 4m thanh s& bat dau choi
khi cdc hiéu Ung di c6 két thiic.
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Chon When Clicked néu mu6n 4m thanh bat ddu choi khi ban nhan vao biéu
tugng trén slide.

1.2.2. Choi am thanh trén Slide

Am thanh d3 chen trén slide va mac du ban chon cdch choi tu dbng hay chon cach
nhap chult vio bi€u tuong am thanh, thi 4m thanh s& choi tU dau dén cubi bai
thuy&t trinh, trt khi click trén slide d€ ngltng Am thanh. C6 th€ chdi 4m thanh tUr
dau dén cudbi bang cach:

Chon biéu tugng am thanh.
Trén Ribbon, dudi Sound Tools, chon tab Options.

Trong nhém Sound Options, trong danh sach Play Sound, chOn Play across
slides.

1.2.3. Thiét 1ap thoi gian cho 4m thanh nguing

Chon cich ngling 4m thanh trong bai thuy&t trinh bang clra s nhiém vu Custom
Animation. V&i mOt file phim dnh ban ciing st dung c(fa s6 nhi€ém vu nay. D&
lam cho 4m thanh choi, nhung nglng trong moOt sO slide, dau tién m& clra sO
nhiém vy Custom Animation trong tab Animation va sau d6 lam nhu sau:

Am thanh trong bai thuy&t trinh c¢6 hiéu Ung bai tén cla né trong clra sG
nhiém vu. Khi hiéu Ung dugc chon trén slide, thi nd cling dugc chon
trén cUa s0.

Click vao mii tén trong hOp hi€u Ung 4m thanh d€ th€ hién né trén
menu.

Trén menu, chOn Effect Options.

Trong hOp thoai Play Sound, c6 mOt vai 1ua chOn cich ngUng 4m thanh
nhU thé nao. PE x4c dinh nglng 4m thanh sau mOt sO slide thi chon miii
tén trong hOp After.

1.2.4. Thay d®i cach Am thanh bat dau

St dung Custom Animation d€ thi€t 1ap ch€é d6 am thanh bat dau nhu thé nio
trong bai thuyét trinh. Chang han di chon 4m thanh bat ddu tu ddng, nhung
sau d6 1ai quyét dinh né nén bat dau bang cach click chudt. Cach lam nhu sau:

Néu 4m thanh bat ddu tu dOng thi sé thdy giGng nhu hinh trén, trong
hOp Start hi€n ra mOt chi€c dong ho v&i dong ch( After Previous.

Chon miii tén trong hOp Start va chon Start On Click.

Hiéu Ung da dugc thay d6i bang bi€u tugng con chudt trong hdp Start,
c6 thé click chudt d€ bat dau am thanh.
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1.2.5. Cai dat phuong thuc kich hoat (trigger) 4am thanh trén slide

Bi€u tuong am thanh duQc chen vao slide.

Trong cUa sO tac vy Custom Animation, chOn ndt mii té€n trong Sound
Effect va sau d6 chOn Timing trén trinh dOn.

Trong hdp thoai Play Sound, dudi Triggers, chOn Start effect on click of.

Chon miii tén va chon bi€u tugng 4m thanh khéc thay thé cho cdi loa.
1.3. Hiéu Umng vin ban

Hi€u Ung cho vin ban: Vin ban (Textbox) 1a dOi tuong dugc si dung
nhi€u nhat trong bai thuyét trinh. Do vy, Powerpoint xdy dung san rat
nhi€u ki€u hiéu Ung rat thi vi cho d6i tugng nay va chiing ta c6 thé thiét
1ap hi€u Ung dén tUng dong, tUng ch(r hodc tlng ky tu trong doan vin ban.
WordArt thuc chdt ciing 12 vin bdn nén cich 4p dung hiéu Ung cho dbi
tUong nay hoan toan tuong tU v&i Textbox.

Do vay, phan nay chi minh hoa 4p dung hiéu Ung trén d6i tugng Textbox.

Custom Animation >

e [;ﬁ& Change V] [x:!s Remove]

B . Moaodify: Fly In
Group kext: |By 1st Level Paragraphs s ;
: £ Start: '/ on diick v |
[ ] Automati As One Object
1 = all Paragraphs At Once Direction: |Frum Botbom - |
Animate By 1st Level Paragraphs e | |
By 2nd Level Paragraphs pEEd: ery Fask w
g | Oinreyers By 3rd Level Paragraphs
By 4th Level Paragraphs 7 r
By Sth Level Paragraphs | 1'f .f Texk Placeholder Z:... vI
bl

w

]

[8]4 l [ Cancel

4| Re-Order |4

[I- Play ] ['E' Slide Show

AuboPreview
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Bang 1. Tiy chon hiéu wung cho cac doan van ban trong Textbox

As One Object Ca Textbox thiec thi hidu tmg mot lan

AllParagraphs  Tat ca cic doan vin ban (déng) trong Textbox thic thi hiéu tmg

AsOne rieng le nhumg dien ra dong thoi.

By 1st Level Thwe thi hiéu ing dén cic doan vin ban thudc czfp thit nhat trong

Paragraphs Textbox Cac dong la cap con cua cap thit nhat khéng co hiéu tmg
riéng.

Bv 2nd Level Thwe thi hiéu tng dén cdc doan vin ban thudc czfp thi® hai trong

Paragraphs Textbox Cac dong la cap con cua cap thi® hai khéng co hiéu img
riéng.

By 3rd Level Thyc thi hiéu vmg dén cdc doan vin ban thudc cﬁp thir ba trong

Paragraphs Textbox. Cac dong la cap con cua cap thi ba khéng co hidu img
riéng.

By 4th Level Thyc thi hiéu vng dén cic doan vin ban thudc cﬁp thw twe trong

Paragraphs Textbox. Cac dong la cap con cua cap thi tw khéng co hidu img
riéng.

By 5th Level Thye thi hiéu vng dén cic doan vin ban thudc Cﬁ:.p thir ndm trong

Paragraphs Textbox.

Bang 2. T chon hidu umg che cac tir trong cac dong van ban

Dingvinban Mota

All at once Ca déng thec thi hidu tng mét lan
Bvword Thue thi hidu tmg dén mai tir trong dong vin ban
By letter Thuc thi hiéu tmg dén moi kv te trong dong vin ban

Bang 3.  Tig chown hanh déng sau khi thue thi hiéu ung

Hanh déng M ta

Mau Thav doi doi twong (van ban, shape) sang mau lwa chon sau khi
More Colors thiee thi hiéu tmg.

Don’t Dim Khong co hanh dong g1 them sau khi thye thi hiéu vng.

Hide After An ddi turong sau khi thee thi hiéu tmg.

Animation

Hide on Next An déi teong sau khi n.h.ip chuot.

Mouse Click

Tai nhan Text Animation:
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- Group text: thi€t 1ap cap d0 viin ban trong hdp Textbox dugc dp dung
hiéu Ung.

- Automatically after: thi€t 1ap thOi gian chO truGc khi thuc hién hiéu Ung,
day chinh I1a Delay bén nhan Timing.

- Animate attached shape: chi xudt hién khi ban dinh dang shape cho hdp
vin van. Va néu tich chon ty chOn nay thi shape sé€ thuc thi hiéu Ung
trudc, sau d6 méi dén cac hi€u Ung cUa vin ban cha trong shape.

- Inreverse order: c4c hi€u Ung sé€ thuc thi theo trinh tU nguQc 1ai, vin ban
c6 nhi€u dong thi s& thuc thi hi€u Ung cho dong cudi trudc, dong dau sé
thuc thi hi€u Ung sau cling.

1.4. Hiéu Umng cho video

Viéc chén audio va video vao Powerpoint dugc thuc hién khd dé bang menu
Insert > Movies and Sounds Tuy nhién céch trén c6 nhugc di€m 1a khong thé
di€u khién file theo y muOn clla minh duQc trong truGng hgp ban ding chuong
trinh bUt hinh IUu thanh file video va nhiing vao Powerpoint d€ thuy€t trinh hay
d€ hudng dan thuc hién mot tac vu cu thé.

P& khac phuc viéc trén, Microsoft cung cdp mOt add-in vao Powerpoint, gitp
ban c6 thé thém Windows Media Player (WMP) vao file trinh dién d€ di€u khi€n
file audio va video.

1.5. Hiéu Utng cho biéu dé

Chen bi€u d0 minh hoa s0 liéu.

Chon thuc don Animation / Custom Animation -> xudt hién hOp thoai
Custom Animation:

Kich chon bi€u d6
- Kich chon Add Effect = Entrance = More Effects 2> Wipe 2 OK

- Sau d6 kich vao miii tén 3 bén phai tén cUa d6i tuong dang dugc chon dé
cai dat cdc hi€u Ung cho dbi tugng do.

- Chon Effect options = xudt hi€n hOp hdi thoai Wipe:
- ChoOn nhan Chart Animation:
- Trong mUc Group Chart: chon ki€u xudt hién cho bi€u do (vi du chon By
Category) - OK.
1.6. Thir twr xudt hién cdc d6i tuong hiéu Umng
- ChoOn thuc don Animation/Custom Animation.
- Trong Animation Order chon d6i tuOng hodc text can thay doi.
- Kich nit Up hoac Down.
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1.7. Ché dé kich hoat hiéu Umng
1.7.1. Cai dat thoi gian xudt hién cho mot Slide Show
C6 hai c4ch cai dat thoi gian xudt hién cho mot Slide Show:
- Manual (cai dat bang tay)
- Rehearsing (cai dat thdi gian & ché d0 duyét Slide Show).
Cai dat tho&i gian xudt hién Slide Show bang Manually:

Trong ché d6 Slide View/Normal hodc View/Slide Sorter chon m&t hodc
nhiéu Slide ma ta muOn cai dat thdi gian hién cho chiing.

Thuc hién 1énh Animation/Slide Transition.

Chon Automatically after va g s gidy (phtit) ma ta muOn Slide xudt hién
trén man hinh.

Kich nut Apply to All

Cai dat tho&i gian hién Slide Show bang ché dd Rehearsing:

- Thuc hién Slide Show/Rehearse Timings
o 2. A Rehearsal EHE
de bat dau Show trong che dO rehearsal.
Xuat hién hOp cong cu Rehearsal. #]) 00:00:14 [w¥] [o0:00:14

- Trong hOp Rehearsal nhitng con sO & bén Repeat | @ L

trdi th€ hién thOi gian cUa toan b0
Presentation, nh{ing con s& & bén phdi th€ hi€n thdi gian cUa Slide hién
thdi. Kich niit Repeat néu ta thuc s muOn chuyén sang Slide ti€p theo.

- KEét thiic, kich nit yes d€ chap nhdn thdi gian ma ta vlra cai dat (hodc
kich No n€u muOn cai dat 1ai).

1.7.2. SetUp Slide Show

Chon Slide Show/Set Up Show. Xudat hién hOp h0i thoai:
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Show type Show slides

(%) Presented by a speaker (full screen) & al

() Bromsed by an individual (window) ) From: * | To S
() Browsed at a kiosk (full screen)

Showw options Advance slides

[JLoop continuoushy until ‘Esc’ ) Manually

[]show without narration (3) Using timings, if present

[ show without animation Mulkiple manitars

Fen color: | I
[ 5how Presenter Views

Performance

[Juse hardware graphics acceleration
Slide show resolubion: | Use Current Resolution w
Ok ] [ Zancel ]

Dudi Show Type chon:

- Presented by a speaker (full screen): hi€n thi cdc Slide trén toan b0 man
hinh.

- Browsed by individual (window): hién thi Slide Show trén mOt man hinh
Window cung v@i thanh menu va nhing thanh cong cu.

- Browsed at a kiosk (full Screen): hién thi Slide Show nhu mOt Self running
show. Qua trinh show céc slide s& dugc 1ap 1ai sau 5 gidy. Ngu0i sUf dung
c6 thé ty diéu khién céc Slide.

- Loop continuously until “Esc”: Céc Slide xudt hién 1an 1uot va lién tuc
theo chu kY kin cho t&i khi an phim ESC.

- Show without narrations: Trinh bay c4c Slide Show khong c6 narrations (ta
c6 th€ dua narrations vao slide cUa minh bang cich chon Slide
show/Record narrations).

- Show without animation: trinh bay cic slide Show khdng cé animations, tat
cd cédc hiéu Ung animation trong slide cUa minh déu khong hoat dOng ma
hién thi ngay trén man hinh.

Dudi Slide ta chOn:
- All: hién tat cd céc Slide
- From... To: hién céc slide tU slide... dén....
- Dudi Advance Slide chon:

- Manualy: Slide ti€p theo s& dugc 1at sau mOi 1an kich chult (hodc s{
dung cac phim miii tén, SpaceBar, PgUp, PgDn).
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Using timings, if present: chi c6 tdc dung khi ta da dat thdi gian hién cho
tUng slide bang cach dung Iua chon Rehearse Timings hodc chon 1ua
chon Automatically after...seconds trong hOp hOi thoai slide Transition.

Kich nuit OK.

1.7.3. Kh@i tao Slide Show

DE trinh dién cic Slide cUa Presentation, ta hdy thuc hién 1énh sau:

View/Slide Show hoadc kich niit Slide Show trén thanh trang thai.
Duing cdc phim miii tén hay PgUp, PgDn d€ chuyé&n canh.
An phim ESC d€ két thiic.

2. Hiéu Ung l1at trang slide

2.1. Hiéu Ung hinh anh

Chuyén ti€p gilta cac Slide (Transition)

Transition (chuy&n ti€p) 1a cich th(c xudt hién cla tlng Slide, mOt cich dé
khi€n cdc Presentation hap dan hon

Trong ché d0 View /Normal hodc View /Slide sorter, chon mOt Slide.

Chon thuc don Animation/ chon Transition to this Slide -> man hinh
xuat hién c4c hiéu Ung cho Slide. Muc “Apply to Selected Slides” dang
d€ & ch€ d0 mac dinh No Trasitton (slide dang chon Khong & ché dd
chuyén tiép).

Click chult chon céc ki€u hiéu Ung cho Slide hodc kich vao More dé
chon ti€p.

Trong muc Transition Speed: Chon tO0c d6 cla budc chuyén:
Slow(cham), Medium (Trung binh), Fast (Nhanh)

Trong muc Transition Sound (ti€ng dOng): dat am thanh cho budc chuyén
ti€p. trong muc Sound (dm thanh) dang d€ ché€ d0 mac dinh 1 No Sound
(Khong c6 4m thanh trong budc chuyén ti€p) ta chon trong danh sach mot
trong cdc ki€u am thanh nhu:

Camera :May quay phim

Drive By :Tiéng xe chay
Laser :anh sang Laser
TypeWriter :Ngui danh may chir

Other Sound :am thanh khac
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Chon Apply to All Slides: d€ b6 sung budc chuyén ti€p cho tat ca Slide.
- DE an dinh thdi gian cho budc chuyén tiép:

- Chon ch€ d0 mac dinh 12 On mouse Click (Chuyén ti€p dudc thuc hién
khi Click chuOt)

- Neéu ta ddnh ddu x4c dinh vao hOp chon cla ché d0 Automatically after
(Tu dOng thuc hién céc slide sau d6) thi s€ xac 1ap thOi gian cho céc Slide
tur dOng chuyén trong Presentation (phién trinh bay).

- Chon Apply to All nhu trén...

- Kich nit Preview d€ xem hiéu Ung. Niit Slide Show d€ xem céic Slide
chuyén tiép.

Chi y: D€ g3 bo Transition: O ché d6 View/Normal hay View/Slide Sorter
chon thuc don Animation ta chon ch€ d6 mdc dinh No Trasitton (slide dang
chon khong G ché d6 chuyén ti€p).

PE viéc trinh chiéu 1ap di 1ap lai:
- MG& menu "Slide Show", chon "Set Up Show"

- Trong c(ra s6 "Set Up Show", phan "Show Options", chon "Loop
continuously until ESC"

- OK

2.2. Hiéu Ung am thanh

2.3. Ché do kich hoat hiéu tmg
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BAI 4
MOT SO CONG CU KHAC

1. Sao chép slide, sao chép dOi tuong

1.1. Sao chép cdc dO6i tuong trong ciing mot slide

- Kich chon d6i tugng (object) can sao chép

- Trén thanh cong cu Home/chon 1énh Copy hodc kich nit phai chult chon
copy.
- ChOn Paste.

1.2. Sao chép slide
- Kich chon Slide can sao chép
- Kich nit phdi chudt/ chon copy.
- Kich nit phdi chudt/ chon Paste.

2. Sao chép cac slide tir trang trinh di€n khac

2.1. Sao chép cdc slide t&r ban trinh chiéu khdc

- MG file chlra Slide can sao chép
- Kich chon vao Slide can sao chép

- Kich nit phdi chudt/ chon copy. Hodc chon Copy trén thanh coéng cu
Home.

- Chuyén tdi file dich, file ch(ra Slide can sao chép tGi.
- Kich nit phdi chudt/ chon Paste.

2.2. Sao chép nOi dung tu file word, cdc file text

Céch sao chép tuong tu nhu trén.

3. Header va Footer

Chon Menu Insert /Header and Footer: xudt hién hOp hoi thoai Header and
Footer:
- Chon Header: d€ nhap ndi dung cho tiéu dé trén

- Chon Footer: d€ nhdp n0i dung cho tiéu dé dudi.
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Header and Foatel EE
glide | Mokes and Handouts |
Include on page Apply ta Al
[] Date and time
5j9/2012
Language: Calendar type;
English {L1.5.) Western
5;9;2012 Preniew
Header
B cuiang
Page number
Fooker
Truiing TCM|
4. AutoCorrect

Dat ché do go tat:

Kich nut Office Button / Power Point Options / Proofing / Auto correct
Options. Xuat hién hOp hoi thoai:

- ChOn nhan Auto correct:

- Trong hOp Replace: go cum tUr go tat

- Trong hOpWith: nhap n0i dung can thay thé.
Chon OK.
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BAI 5
TRINH DIEN

1. Trinh dién thanh phan Custom show

Mu6n chuyén nhanh dén 1 Custom Show trong ché d0 Slide Show:

TU man hinh trinh chi€u, kich phdi chult 1én man hinh.

Chon Custom Show

Kich chuOt d€ chon tén 1 Custom Show mu®n chuyén tdi.
2. Trinh dién tu dOng

An phim F5 hodc vao View/ Slide Show.
Luu file trinh dién dUC"JiNdang PowerPoint Show (*.pps). Sau dé chi can kich
didp vao file can trinh dién.

3. Cac cong cu trong khi trinh dién

3.1. Diing biit mau ddnh dau

Céc tiry chon con tr®: Automatic Pointer 12 con tr@ mdc dinh trong trinh
chi€u slide. Khi thiét 1ap tu dOng, con trd s& bi€n mat sau 15 phuit.

SU dung con tr® mii tén: Con trd mii tén (Arrow) ludn ludn hién thi
trong sult qua trinh trinh chiéu.

Lua chon con trd mili tén

Kich chuOt phdi vao slide hi€n hanh (trong khi dang trinh chi€u)

Chon Pointer Options va kich vao Arrow

DGi con trd thanh céi bit: Bang cach d6i con tro thanh cdi buit, ta ¢6 thé
viét vao slide ca trong lic trinh dién slide

Kich chudt phdi vao slide hién hanh (trong khi dang trinh chi€u)

Chon Pointer Options va kich vao Pen

Thay d0i mau sac biit

- Kich phai vao slide hi€n hanh (trong khi dang trinh chi€u).
- Chon Pointer Options va kich vao Ink Color

- Lua chon mau ma ban mudn
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Pt
G0 bo Shde ¥
b
sgeen
Painter Options r] Brrow
Help # Ballpoint Pen
| Eekt Tip Pen
End Show o Highlighter
Ink Giodor ¥ [] Automatic
' EEN EN
EEEEEEEN
Arrow Options * EEEEERNEN

] (]

3.2. Chuyén dén mot trang bat ky trong khi trinh dién

Vay sau khi tao xong mOt ban trinh chiu thi viéc can lam ti€p Ia ta phai
trinh chi€u PowerPoint. Trinh chi€u PowerPoint 13 cho slide chay trong ché
d0 “toan man hinh”. Thong qua man hinh d6 tat ca nhitng ngudi trong nhém
c6 th€ xem nOi dung ma ban tao moOt cich cé th(F tu va d€ chay ta chi can
kich chu0t hodc hodc an mot nit.

DE& xem mOt Slide Show tU slide dau tién: TU menu View, kich viao Slide
Show

PE& xem mOt Slide Show tU slide hi€n hanh

- Kich vao bi€u tugng Slide Show G phia bén trdi cla man hinh PowerPoint
hodc nhan phim Shift + F5.

=k |
E Dtaw ...x | Ankashanes » ™ W 1 LJ
Slide Show From current slide (Shift+FS)

D& chuyén sang mOt slide ti€p theo trong khi trinh chi€u

- An phim Enter

D& chuyén vé mot slide trudc d6 trong khi trinh chiu : An phim
Backspace

D& chuyén dén moOt slide ddc biét trong khi trinh chi€u: Kich chult phai
vao slide hién hanh va chon Go to Slide
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Chon slide mu6n tam dung trinh chi€u Slide: Kich chu0t phai vio slide
hi€n hanh (trong khi dang trinh chi€u) va Iua chon Pause

Trd v€ mOt man hinh den: Kich chuOt phdi vao slide hi€n hanh (trong khi
dang trinh chi€u) . Trd vao Screen va chon Black Screen

Tré vé mOt man hinh trang
- Kich chuOt phdi vao sile hién hanh (trong khi dang trinh chi€u)

- Troé vao Screen va chon White Screen.

3.3. Pat ché€ d6 man hinh trong khi trinh dién

4. Thi€t 1ap cac thong sO trinh dién

Chuyé€n ti€p giita cic Slide

Viéc chuyén ti€p gilta céc Slide 1a cac hiéu Ung dugc dat khi ban chuyé&n tir mot
Slide sang Slide ti€p theo. D€ thém hiéu Ung chuyén Slide:

« Lua chon Slide ban mu®n 4p dung d€ chuyén ti€p

* Kich tab Animations

 Chon hoat anh thich hgp hodc kich vao hOp thoai Transition

Animations Slide Show Review Wiew Developer Add.Ins Acrobat

. ¢t Tranmsition Sound: [Mo Sound] -
| Ji | | - | - ’_"5* Transition Speed:  Fast -
] oy ) - e

Transition to This Slide

PE di€u chinh viéc chuyé@n ti€p cac slide:
* Thém am thanh bang céch kich vao mii tén bén canh Transition Sound

ar Add-Ins Acrobat

gf_.'., Transition Sound: | Breeze - -“-‘*iaﬂ-i-i-ilide
- E_ijl_ Transition Speed: | [Mo Sound]

= E__;u Apply To All [Stop Previous Sound]
Applause

ansition to This Slide
Arrow

Bamb

Breeze
Camera

Cash Register
Chime

Click

Zain

Crrum Rall
Explasion

Hammar
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* Chinh stra tOc d6 chuyén ti€p bang céch kich vio mii tén bén canh Transition
Speed

Add-Ins Acrobat
b Transition Sound: Breeze ad
" |
iijl_ Transition Speed: Fast |-
130 Apply To All Slow
sition to This Slide Medium
Fast I
——

PE€ ap dung viéc chuy€n tiép cho tat ca cac Slide:
* Kich nut Apply to All trén tab Animations

Animations: chide Shigw Py Wiewy Develogper Add-Irng Acrobat Farmak
e Transition Sound: Mo Sound]
_ _j] J L | = '_‘.*.,g Transithon Speed: Fast x
J J E .ff-_zu
z o 4 = - 4 1 _

¥ |+I.-.{|:|:_'|-:-;
Transition to This Slids

pé Iua chon cach chuyén ddng ti€p theo cho mot slide:

* Chon Advance on Mouse Click (chuyén sang slide ti€p theo bang c4ch kich vio
chu0t), hodc

* Automatically Apter (chay tu ddng sau mOt sO gidy nhat dinh)

Advance Slide
¥ On Mouse Click

-

Automatically After: 00:00

-

Hoat anh Slide Hiéu Ung hoat anh Slide dugc x4c dinh trudc céc hi€u Ung dac biét
ma ta c¢6 th€ thém vao cdc d6i tugng trén mot Slide. PE dp dung mOt hiéu Ung hoat
anh:

* Lua chon d6i tugng trén slide

* Kich tab Animations trén vung Ribbon

 Kich Custom Animation

» Kich Add Effect

e Chon hiéu Ung thich hgp
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W

_

| SEET et a0 R, P
| ol AT BT et

Xem trudc cic hoat @anh D€ xem truGc céc hoat dnh trén moOt slide:
« Kich niit Preview gan tab Animations

o) 90 -
3)

— Home Insert Design

- |
';.E]".L...@m.te Mo Animation -

|| Preview fﬁ. Custom Animation |

Preview Animations

Tiy chon trinh di€n Slide Tab Slide Show ch(fa mot s tily chon d€ trinh chiéu.
Nh{mg tiy chon nay bao gbm:

* Xem tru@c trinh dién tr dau

* Xem trudc trinh dién céc slide tU slide hién thoi

* Thiét 1ap Slide Show

fo W90 tationd - Microsoht Powerpoint
4,

- some Imsert Detign Animaticns thde Tho Bty e Developer Adddne Acrobat Far
T T e ety = | D Recadd Marabam ull Rialution

L3 -""1.- 'I'. L e =

o e = & Rehearve Timings gt Fhow Preventabion O

From Froes Custom Sef Uip Hide
Begirning Curtent Shde | Slide Show = | Shde Show  Shide ¥ Ut Rehearsed Timeng e Presenter Vie

Thi€t 1ap Slide Show Tuy chon nay cho phép ban thié€t 1ap cach trinh chi€u cic slide.
Tuy chon gdm c6:

« Trinh chiéu céc slide s€ tu ddng chay hodc béi ngudi trinh bay

e Ty chOn vong lap

 Tuy chOn tuOng thuat

* D) phan gidi man hinh
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Animations

. -;‘:-_T k.5 Record Narration
Ty Qw‘m: Timings

Set Up Hide

Slide Show Slhde ¥ Use Rehearsed Timings

Set Up
Set Up Show

Shows type
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