TRUONG CAO PANG NGHE CONG NGHIEP HA NQI
Nguyén Hong Nhung (chu bién)

GIAO TRINH

THIET KE TRINH DIEN TREN MAY
TINH

(Luwu hanh ngi bg)

Ha Noi nam 2013




Truong Cao ddng Nghé Céng nghiép Ha Noi

Tuyén bd ban quyén

Gido trinh nay st dung lam tai li¢u giang day ndi bo
trong trudng Cao dang nghé Cong nghiép Ha Noi

Truong Cao dang nghé Cong nghiép Ha Noi khong st
dung va khong cho phép bat ky ca nhan hay td chic nao sur
dung gido trinh nay voi muc dich kinh doanh.

Moi trich dan, str dung gido trinh nay véi muc dich khac
hay & noi khac déu phai dwgc su ddng y bang vin ban cua

truong Cao dang nghé Cong nghiép Ha Noi
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BAI MO PAU
TONG QUAN VE THIET KE TRINH DIEN

1. TAm quan trong ciia trinh dién

Ngay nay, bai giang/bai dién thuyét sir dung PowerPoint da trd thanh mét trong
s6 cac bi quyét thanh cong trong thé gidi kinh doanh. Hau hét cac doanh nghiép, cac
t6 chirc, cong ty déu phu thudc kha nhiéu vao cac bai dién thuyét bang PowerPoint
dé gi61 thi€u cac du an cta ho tdi khach hang.

Céc bai dién thuyét nay gitp céac t6 chirc thuyét phuc va thu hat khach hang toi
cac san pham va céac dich vu ctia ho. N6i mot cach khac, cac khach hang c6 thé hiéu
duoc cac muc dich véi mot tdc dé nhanh hon.

Bai vi tim quan trong cua no, rat nhiéu cac hoc vién, cac truong dai hoc tai
nhiéu nude trén thé gidi to chirc cac budi hoi thao hoic cic 16p hoc nho vé ki ning
1am céc bai dién thuyét bang Powerpoint. Ching giup ngudi hoc nim dugc cac cong
cu chinh yéu cua PowerPoint d6i v6i cac k¥ ning thong thuong. Diéu nay cho thiy
tinh wu viét gan nhu tuyét ddi hién nay cua may tinh véi phan mém PowerPoint vé
moi phuong di¢én cho mot bai bao céo hodc bai gidang. Tuy nhién, tinh vu viét d6 con
phu thudc rat nhiéu vao nguoi bao cao va dac biét 1a vao su chuan bi cac trang trinh
chiéu.

2. Céc nguyén tic trong thiét ké trinh dién:

2.1. Cdc quy dinh vé font chir

Chir viét trong trang trinh chiéu:

a) Kiéu chit: Cac Font chir thuong dung 13 Times New Roman va Arial. Viéc
dung font ndo 13 tiy s& thich cta ngudi thiét ké. Tuy nhién, trong vin ban
tiéng Viét co nhitng bét cap khi dung cac font nay:

- Arial: Font chit nay biéu hién su nghiém tac, thuong dugc mac dinh trong
phan mém PP nén khi ding no khong phai thay d6i gi. Nhung néu viét
nghiéng thi Font nay khong duoc dep mit.

- Times New Roman: Mubn dung font ndy, sau khi viét can chuyén tir Arial
sang Time New Roman, hoi mat thoi gian. Song, font chir nay dep, ké ca
khi dé nghiéng.

Cha y: Nén ding WordArt dé viét dé bai hodc tiéu dé 16n (xem muc d)..

b) C& chii: Muc dich cua viée chiéu cac slide 1én man anh 1a dé nguoi doc ndi
dung chinh dugc viét trén do, cho nén cin phai dam bao dé nguoi ngdi &
hang ghé cudi cing ciing doc dugc hét chit. Theo tinh toan, chiéu cao (kich
thudc) chit trén man hinh co6 ti I1¢ khong nho hon 1/150 (so véi khoang cach
dén nguoi xa nhat). Vi du, néu ngudi xem ngdi cach man hinh 5 m, chit trén
man hinh phai cao it nhét 3,3 cm. Tat nhién, néu dat may chiéu ra xa man
hinh thi chit s¢ dugc phong 16n 1én, song, khi d6 dd nét ctia hinh va chit
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cling giam theo. Dbi véi may thong thuong, trong khodng cach glua may
chiéu va man hinh tir 2,5m dén 5m (khong nén xa hon) Do 1a ndi1 vé mat 1i
thuyét. Trong thuc té, c6 nhiéu li do dé ta co thé quyét dinh ¢& chi, nhu:16p
doéng HS (quéa 40 ngudi), d6 phan giai ciia may, ndi dung nhat thiét chi thé
hién trong mot trang nhu’ng lai qua nhiéu chit (hodc nguoc lai). Cho nén
ngu’cn thiét ké phai tu quyet dinh ¢& chit cho phu hop dé bai glang dat yéu
cau ca cho nguoi thiét ké 14n ngudi hoc. Néu khong phai 1a dé muc cua bai
thi nén dung c& chit 24 (trudng hop bat kha khang, phai viét nhiéu chit trén
mot trang thid c6 thé nhé hon) va 16n nhat 1a 28, 32. Chir nho hon 20, dit
may gﬁn s& nho, dit may xa thi mo, ca hai trudng hop déu kho doc. Chir
16n, tit nhién d& doc song cling khong nén dung ¢& qua lon. Co6 hai li do:
Thir nhét, thi truong cua mat bi phan tan, can trd nhan thic ciia ngudi doc;
Tht hai, cling can sy tap trung noi dung it nhét 13 ctia mot dé muc vao mot
trang Powper dé HS theo ddi bai duoc tdt.

¢) S chir trén mot trang trinh chiéu: Van dé nay ciing can luu y. N6i 1a dung
¢ chir t6i thiéu 1a 20 nhung khong c6 nghia 1a cho phép viét day kin trang
PP. Thong thudng, chir qua nhiéu thi ngudi ta sé it tap trung doc hodc doc
khong hét, tham chi c¢6 thé doc nham hang. Cho nén vé nguyén tic, khong
nén viét qua nhiéu hang trén trang PP, mdi hang khong nén qua nhiéu chi
(trir trudong hop bat kha khang). Pé khic phuc diéu do, cling nhu viét trén
bang den, va dé cac trang trinh chiéu phai chira di noi dung co ban cia bai
hoc, khong nhét thiét phai viét nhiéu, viét nguyén cau, diy du nhu trong
SGK, c6 thé lam nhu sau:

« Thay vi viét nguyén cau, ta chon tir khoa hodc cum tir khoa cho chinh xac dé
dua 1én man hinh thay cho cau ay.

« Néu khong co gi dic biét, trén mdi trang nén c6 khoang tir 10 dén 15 dong, mdi
dong khong qué 10 chir dé trang trinh chiéu dugc tap trung va sang sua.

Chu y: Cung mot c& chit nhung chit Arial 16n hon Tims New Roman 1 bac.
2.2. Cdc quy wéc vé so lwong vin bdn

e M&bi dong nén chira nhiéu nhit 6 tir. Qua nhiéu tir s& tao cho ngum nghe
cam giac kho hiéu dugc cac y tuong trong mot khoang thoi gian ngan.

o M01 trang (slide) nén chira nhiéu nhit 8 dong dé tranh sy 16n xon hay bdi
rdi cho nguoi nghe. N6 gitip cho nguoi nghe nam duoc thong tin mot cach
nhanh nhét. Giir cac khoang cach trong giita cic trang dé cam giac thoai mai
cho mit cta ngudi quan sat.

o Khéng dwogc dung qua nhiéu dd hoa hodc nhiéu mau sic. Nhiéu 1an nhu
thé s& lam cho nguoi nghe kho doc dugec mdt cach rd rang. Qua nhiéu mau
sdc s& gay ra sy sao nhing ddi v6i ngudi nghe.
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2.3. Quy wéc vé hiéu iing

- Pé tao cho bai dién thuyét cia ban hap dan va thu vi hon, ngudi st dung
nén thém vao cac movie clip va cac hi€u ing am thanh khac nhau. Tuy
nhién cling dung lam dung n6 mdt cach qua dang.

- Tranh st dung qué nhiéu cac hi€u ing hoat hoa. Can phai tao ra dugc sy to1
uu trong cac hinh anh, cac so do va cac biéu d6 dé nhan manh diém ta muon
nhan.

- Nhé dam bdo rang bai dién thuyét khong qua dai. Nam giit diém nhan ngan
gon va chinh xéac.

3. Gi6i thiéu mot s6 phan mém thiét ké trinh dién (PowerPoint,
Impress, Violet)
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BAI 1
THIET KE NOI DUNG TRONG CAC SLIDE

1. Cac bd cuc cia slide
1.1.Khoi dong va man hinh PowerPoint

a) Khéi dong:

Céch 1: Chon Start/Program/Microsoft Office/Microsoft PowerPoint2007
Cach 2: Kich chudt vao biéu tuong PowerPoint Zll trén thanh Shortcutbar
b) Man hinh

Man hinh PowerPoint2007 c6 dang sau:

Office Th
anh thuc
Button Rt
on

ﬁ:‘gﬂ 28 / Presentation2 - Micresoft PawerPoint - 7 x
= Home | Inset  Design  Animotions  SideShow  Review  View @

@ % cut \:‘ Bli-rio - — =) |l Text Direction SNNOoO- B % Shape Fill #Find

3 Copy £ Reset =] iign Text ALL G- e L L shape Outline - || 83, Replace ~
FEe  Format Painter || anae~ 21 Delete [B 7 U e 8 & A P Convertto Smartart - ||| % L F oy [z A0 S%U‘;K < Shape Effects [ select -

Clipboard & Slides Font = Paragraph i Drawing Editing

(R R R R R R SRR R RN R RN R RN R ] [REREERREE

Click to add title

Click to add subtitle

‘ Click to add notes

Slide 20t 2 | “Office Theme™ | <5 |

Thanh trang thai

Cac thanh phan co ban cua ctra s6 Power Point

e Thanh tiéu d& (Title bar): Chira tén cua chwong trinh tng dung PowerPoint
va tén cua Presentation hién thoi.
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e Thanh thuyc don (Menu Bar):Cac thuc don chtta cic I¢nh co ban cua
PowerPoint.

e Chiém gan chon man hinh la khung ctra s6 soan thao

e Bén trai khung ctra so thiét ké ddi twong 13 vi tri dung dé 1iét ké nhimng tap
tin ban v&€ mdi nhat cung vdi bi€u tugng ché do quan sat ban v€ hién hanh.

e Thanh trang thai (Status Bar): chi dinh Slide hién thoi ta dang lam viéc
(Slidel, Slide2,...)

e Thanh cudn (Scroll Bar): ding dé xem nhiing phan bi khuat trong mot Slide
hodc dung d¢ 1at Slide.

e (Cac thanh cong cu (Toolbar): gitp st dung 1énh nhanh. Cac Toolbar nay co
thé duoc hién, giau di hodc stra doi theo nhu cau nguoi dung.

c. Office Button:

Pay 1a mot trong nhitng diém méi ctia Power Point2007. Office Button bao
gom: New, Open, Save, Save as, Print, Prepare, Send, Publish, close.

Office Button

Document3 - Micn

Recent Documents
j New
L A « R o r ~ >
| Phan hién thi cac file da mé
i trudce do

bl o
[

H savess | Menu Iénh thao tac truc

. tiep
- j' Print b
i L
¥ Prepare P
g s 0 Luwa chon cho ciau hinh
cua Word
/" Publish »

Lo
o LClose

] Word Options | | 2 Exit Word

1.2. Céc khdi ni¢gm va cdc déi twong co bén

1.2.1. Cac khdi niém co bdn:

e Khi lam viéc vdi PowerPoint ta s€ 1am viéc voi cac Presentation (phién trinh
bay), cac Slide, cac Handouts, Speaker Notes va cac Outline.
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Presentation: Mot Presentation cua PowerPoint 1a mét file bao gé)m cac
Slide, Handout, Speaker’s notes va Outline,... Khi tao cac Slide tic 1a ta
dang tao mdt Presentation.

Slide: 1a mot “trang” (page) riéng biét cua Presentation. Mdi Slide chira cac
dbi tuong (Object) co ban nhu tiéu dé (Title), text, cac dudng thing, dudng
cong, hinh chit nhat, hinh tron, va cac ddi tuong dd hoa khac. Text co thé
khéi tao riéng biét hodc dugc gén lién v6i cac Object khac goi 1a Text box. Mdi
Object trong PowerPoint dugc gan cac thudc tinh nhu mau, kiéu duong, kiéu
to, ...

Handount: bao gém cac Slide nhé (co thé ¢o 1,2,3,4 hoac 6 hoac 9 Slide
trén mot trang). Néu muon ta co thé in thém cac thong tin nhu tén co quan,
ngay thang va danh so6 trang trén tirng Handount.

Notes Page: cac chu thich di kém véi hinh anh nhé Slide trén mdt trang
chu thich (Note Pages).

1.2.2. Cdc doi twong co ban ciia Slide:
a) Cac do6i twong dd hoa co ban:

Céac ddi tuong dd hoa co ban dugc tao ra boi cac cong cu cua PowerPoint
trén cac Slide bao gom: dudng thang, dudng tu do, cung tron, cac hinh chir
nhat, hinh Oval, Text box va cac Object d6 hoa cia Windows dugc nhiing trong
PowerPoint.

b) Title va Main text:
Khi mét Slide dugc khoi tao, cac Text box dac biét mang ti€u dé (Title) va Text

chinh (Main text) luén luén dugc khdi tao. Hai Object dac biét nay sé tu dong mang
céc thudc tinh duoc thira ké tir Master Slide.

2. Nhap van ban

Ta c6 thé gd Text trén Slide, trong cac Shapes hoic dung cong cu Text Tool.

— Khi thye hién cac Iénh tao khuon cho Text (thue don Text) chil y cac truong hop
Sau:

— Truong hop khong c6 mot Object hodc mot nhom chir nao dugc chon, céac
1€nh thyuc hién tir thuc don Home/Font s€ tao cac thong ) ngﬁm dinh cho tat
ca cac ddi tugng 1a Text dugc khoi tao sau d6 (ngoai trir hai truong hop 1a
Title va Main Text).

— Truong hgp mot Text box duoc chon (sir dung cong cu Selection), cac 1€nh
tor thuc don Home/Font s€ &p dung cho toan bo Text chira trong Text Box
nay.
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— Trudong hop mdt nhom ky tu dugce chon (bdi cong cu Text), cac Iénh s€ dugc
ap dung chi cho nhém ky tu nay.

Pé nhap van ban vao cac trang Slide chlng ta can nim viing cac thao tac voi
Presentation va slide.
2.1. Cac thao tac voi Presentation

2.1.1. Tao mgt Presentation:

a) Tao mdt Presentation theo hwéng din ciia Wizard

¢ Vao Office Button/ chon New

e Trong phan New kich vao From Auto Content Wizard va sau d6 thuc hién
theo cac huong dan. Bé chuyén tiép giua cac bude hay kich chon nit Next.
Keét thac kich nut Finish.

e Kich dup chudt vao Slidel dé chuyén sang ché do Slide View, va go tiéu dé
cho Presentation.

e Dung Scroll bar d¢ di chuyén t6i cac Slide khac va tiép tuc gd text vao vi tri
can thiét.

e (Cudi cung kich nut Save dé ghi lai Presentation.
b) Tao mot Presentation dua trén cac mau co san

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

- Trong khung ctra s6 Slide Design kich chon miu thiét ké mudn 4p dung.
Néu muodn thiét ké theo céach trinh bay khac, tor Menu Format, chon Slide
Layout va kich chon mau thiét ké muo6n ap dung.

- Kich OK

- Chon mdt Layout cho Title Slide ctia Presentation.

- G5 tiéu dé va tao nhitng ddi trong ma ta mudn xuat hién trén Title Slide.

- Pébd sung thén? Slie mg’ri, tur thanh cong cy, kich chudt vao nit New Slide
va chon mau thiét ké muon ap dung.

- Khi két thic kich niit Save dé ghi lai Presentation.

¢) Tao mot Presentation bang cach Importing outline.

Ta c6 thé d& dang Import mot vin ban cuia Word cung nhitng Heading Style dé tao ra
mot Presentation. PowerPoint ¢ thé dung nhiing Style nay dé tao ra nhiing Slide ¢6
hiéu qua cao. Mbi Paragraph duoc dinh dang boi Style Heading! tro thanh tiéu dé cho
mot Slide méi, mdi Paragraph duge dinh dang boi Style Heading? trg thanh mirc thir
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nhit cta Text, Style Heading3 tr& thanh muc thir 2 cia Text,... Va tiép tuc véi cac
Style khac.

Cac buéc thuc hién:

- Vao Office Button/Open

- Trong hop File of Type chon All Outlines.

- Kich dup chuét vao File vin ban ma ta mudn st dung trong hop Name.
d) Tao mot Presentation rong.

- Vao Office Button/New.

- Kich dtp chudt vao Blank Presentation va chon mau cho Slide trong hop
Slide Layout.

2.1.2. Ghi Presentation vao dia

- Office Button/ chon Save hoic kich chon nut Save trén thanh céng cu. Néu
Presentation chua c6 tén, xuat hién hop hoi thoai Save.

- Trong hop Save in chon Folder thu muc chura File.
- G0 tén file trong hop File Name.
- Kich nat Save.

2.1.3. Ghi Presentation hién thoi vao dia véi tén khac:
- Vao Office Button/ chon Save. Xuat hién hop hoi thoai:
- Trong hop Save in chon Folder thu muc chura File va g6 tén File moi.
- Kich vao nut Save.

2.1.4. Mé mot Presentation da co:

- Vao Office Button/ chon Open. Xuit hién hop hoi thoai Open

- Chon Folder thu muc chua File, trong hdp Lookin kich chudt vao tén File
can mo.

- Kich nat Open.
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2.2. Cac thao tac co ban voi Slide

2.2.1. Page Setup

Page Setup HE
Slides sized fior: —orientation Ok I
Cn-5 Sho  Slides
: ko £ Portrait ﬂl
Width: =
ITE Inches & |andscape
Height: — Motes, handouts & outling —
5 & nehes b 5 Fortrait
MNumber slides from: l.'" Landscape
|

Lénh Page Setup dung dé khoi tao kich thuée cua cac Slide trong Presentation.
Céc budc tién hanh:
e Vao thuc don Design/Page Setup. Xuat hién hop hoi thoai Page Setup:
Ta chon cac thong s sau:

Slide sized for: chon kich thudc cua Slide
Width, Height: chon d6 rong va do cao cua Slide theo y mudn.
Number slides from:sd thir tu dau tién cua Slide.

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

Kich OK.
2.2.2. Chén thém mot Slide

- Dung 1énh Insert/New Slide hoac kich vao nut New Slide trén thanh cong
cu. Xuat hién hop hoi thoai New Slide.

- Chon kiéu Layout
- Kich nat OK.
2.2.3. Xoa Slide
- Chon ché d6 View/Slide hodc chon View/Sorter View.
- Kich chon vao Slide can xo04.

- Thuc hién 1énh Edit/Delete Slide hoic 4n phim Del hoac phim Back Space.
2.2.4. Thay doi vi tri ciia Slide trong Presentation:

Céc thao tac thay ddi vi tri thir tw cta Slide nhu sau:

- Chon thuc donView, kich chudt tai cac biéu tuong (Icon) bén canh Slide
Title. Giit tay kich va di chuét tdi1 vi tri moi cua Slide va tha tay.
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- Chuyén sang ché do View/Slide Sorter, kich chon Slide cin thay ddi , kich
va di chudt chuyén tdi vi tri méi cua Slide va tha tay.

3. Chén cac doi twong do hoa vao slide

3.1. Chén anh rut ngd’n (CLIP), Burc tranh (PICTURES)

- PowerPoint cho phép chén hinh anh véo bat ky Slide nao cho dui n6 khong
c6 6-gitr-cho cho hinh mau

- Hién thi Slide mudn chén & ché do Slide View

- Néu Slide c6 6-giit-chd chén anh (double-Click to add Clip art) thi kich
dap chudt vao do, néu khong co6 thi chon trén menu Insert

- Kich chon menu Insert: Trong nhdm cdng cu Illustrations chon:

- Picture: Chon file anh can chén

- Clipart: Chén anh c6 san

- Photo Album: Chon file anh trong thu vién anh

- Shapes: Chen cac hinh vé co ban

- Click vao chu de, pham tru (category), va double-click mét (image) trong
sO cac anh thuoc chu dé do hoac chon Inert.

3.2. Mt Sé cong cu vé trong PowerPoint

Shapes: La tap hop cac cong cu giup chiing ta v& cac ddi twong voi cac hinh dang
khac nhau.

- Kich chon cong cu can v&.

- Kich va di chudt dé v& cac hinh theo ¥ mudn.

Chu ¥: ta c6 thé gin text vao bat ky hinh trong Shape trir Line va Free Form bang cach
Sau:

- Kich niit phai vao Shape can chén Text.

- Kich chudt vao nut Addtext trén thuc don ngén va go text tai vi tri con tro
text.

a) Select Objects: E

Day 1a cong cu chon Object. Pé chon ddi twong can thiét ta hiy thuc hién mot trong
cac thao tac sau:
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- Kich chudt tai Object dé chon no.

- Mubn chon ddng thoi nhidu Object, bAm giit phim Shift trong khi kich
chuot tai cac Object can chon.

- Phuong phap chon theo hinh chir nhat: Kich chudt, gitt nguyén tay, kéo di
chudt td1 goc doi dién cua hinh chir nhat va tha tay. Tat ca cdc Object nam
trong vung cua hinh chit nhat nay s€ dugc chon.

b) Rectangle Tool: L]

Cong cu Rectangle Toll ding dé tao hinh chit nhat hodc hinh vudng, dong thoi 1a
Text box.

- Kich chon cong cu Rectangle Tool, kich va di chudt dé v& hinh chir nhat.

Chu ¥: Giit phim Ctrl néu mudn v& hinh ma diém bét dau 1a tam cua hinh.

Giir phim Shift néu muén vé hinh vudng.

Sau khi v& xong, mudn dua Text vao trong hinh, hiy ding lénh Edit/Text object

hodc kich phai chudt vao hinh vtra tao va chon 1énh Add Text.

c¢) Oval Tool: ©
bay la cong cu dé tao Oval hodc duong tron déng thot 1a Text box.

d) Text box:

Cong cu tao khung chit trén man hinh. Ta c6 thé thyc hién mét trong nhitng phuong
phép tao chir sau:

- Pé tao Text trong cac hop Title va Main Text ctia Slide hodc tao Text bén trong céc
hop Text (Text box): kich chudt vao bén trong cac hdp tuong tng, con trd text xuat
hién va go text.

* Tao mt Text box méi:

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

Céch 2: Chon cong cu Text box, kich va di chudt dé tao mot hinh chit nhat sau do g0
text trong hinh chir nhat nay.

e) Line Tool: h

Cong cu vé& dudng thing
[] Chon cong cu sau d6 kich va di chudt dé ve.

(] Giir phim Shift trong khi v& s& gi¢i han dudng thang & duong doc, ngang
hodc mot géc bdi 15 dd tir diém bat dau trong khi di chuot.

(] Gitt phim Ctrl ta s& v& duoc mot duong thang co tim 13 diém bat dau.
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f) Arrow tool: b

V& duong thang miii tén.
3.3. Tao biéu do (Chart)

Trén menu Insert/ chon Chart. Xuét hién hop hoi thoai Insert Chart.

Kich chon kiéu biéu dd can minh hoa.

Mot biéu d6 sé& ty dong hién thi.

A

Pé thay thé dir liéu mAiu, click vao mot 6 (cell) trén bang dir liéu
(datasheet), va chon kiéu thong tin. Ta c6 thé thém cot cho "pham tru"
(categories) va hang cho "Nhom dir lidu cing goc" (series) dé mo rong
bang dit ligu.

Dé tr& vé man hinh PowerPoint (ché do Slide view) thi kich chu6t ra bén
ngoai biéu do.
Thay ddi thudc tinh biéu do:
Mau sic (colours), mau to (patterns), nét v& (lines), nén (fills) va dudng vién
(borders).
e Trong man hinh Slide view / double-click 1én biéu db.
e Double-click vao muc trén biéu d6 mudn thay doi.
e Sir dung céc thuc don Design; Layout; Format dé trinh bay cho biéu d6.
Xong, kich chon nat OK
Thay ddi kiéu biéu do:
e Trong man hinh PowerPoint ché d6 Slide view, double-click vao biéu do ta
muon thay doi.

e Trén thanh menu Design chon Change Chart Type -> Hop thoai Change
Chart Type xuat hién, Chon mau trong danh sach cac kiéu biéu d6 chuan
ctia muc Standard Types (Kiéu chuan) nhu:

Column :Cot

Bar :Thanh

Line ‘Buwong

Pie :Banh hinh tron

XY (Scatter) :Tan xa, Phan bé theo truc XY
Area :vVung

Doughnut :Vanh khan

Radar :Radar

Surface :Bé mat

Bubble :Bot bong béng
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Stock :Kho
Cylinder :Hinh tru
Cone :Hinh nén

e Chon mét kiéu trong Chart Sub-Type (muirc thip, cu thé hon ctia biéu dd )
va kich chon OK.

(Ciing c6 thé chon mét kiéu biéu do trong Custom-Type, cc kiéu biéu dd trong muc
nay dugc trinh bay "phuc tap" hon).
3.4. Tao chir nghé thudt (WordArt)

e Trén thanh menu chon Insert / WordArt -> Xuét hién hdp thoai:

e Chon mot kiéu dang WordArt -> xuat hién hop thoai Edit WordArt Text
(Soan thao van ban cho WordArt)

e Trong vung Text c6 dong chir mac dinh Your Text Here (Dong van ban
ctia ta & chd nay) / tai d6 ta g nodi dung vao. Néu ta boi den ving vin ban
lac & ctia s6 PowerPoint ché do Slide View thi thay vi dong chir Your Text
Here s& 12 dong chir mang ndi dung ma ta danh dau

e Chon OK dé 4n dinh
Hiéu chinh WordArt

Double-click vao ving WordArt dé chinh stra. Xuat hién Drawing Tools.
bé trinh bay cho WordArt chon menu Format va sir dung cac nhom céng cu
sau:

Insert Shapes: Chen cac hinh vé co ban

Shape styles: Chon kiéu cho Shape
WordArt styles: Chon kiéu cho WordArt
Text Fill: mau chi

Text Outline: mau duong vién chir

Text Effects: dat cac hi¢u ung cho chir nghé thuat (WordArt)
Arrange: dong hang, sap xép

Bring to Front: Ién trén cung
Send to back: xuéng cudi 16p

Align: dong hang

Group: nhém

Rotate: xoay hudéng
Size: Pat kich cd choWordArt
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e G5 vin ban méi / st dung cac muc Font (Fong chir), Size (kich thudc) dé
dinh dang van ban / OK.

3.5. Tao Bing biéu (Table)

Kich chon thuc don Insert/chon Table/ Insert Table

Hop thoai Insert Table xuit hién, st dung nat con chay |;| I:' dé lua
chon s0 hang (Number of Column) va so c6t (Number of Row) muon
dung / OK ->Bang xuat hién trong Slide, san sang dé nhap di liéu.

Nhép dir liéu cho bang nhu trong soan thao Word, gb Tab dé doi dén 6 ké
tiép.

Dé thay ddi chiéu cao cua hang (Height of Row) hay D6 rong cua cot
(Width of Column) ta dich con trd chudt dén cac dudng vién ngang hoic
doc cho dén khi con tré chudt d6i thanh miii tén 2 chiéu thi bém-giﬁ’ chudt
phai va kéo dén khi dat kich thuéc mong mudn.

Tao dwong vién (Border) va Té bong, mau nén (Shading) cho bang:

e Chon toan bd bang hoac cac hang hodc cot can ké duong vién (N éu chi dinh
dang mdt vai 6 thi boi den vung 6 do)
e Trén menu Design chon nut Border dé ké duong vién cho bang:

Kich chuét ra bén ngoai bang dé tré' vé man hinh PowerPoint (Normal).

4. Chen cac ky hiéu dac biét vao slide
Trén thanh menu chon Insert / Symbol -> xuét hién hop thoai Symbol

Kich chon ky tu can chén va kich nat Insert.

5. Chén céc file am thanh, hinh anh vao slide

Hb trg Am thanh trong Power Point

C6 thé chén am nhac, 4m thanh hodc video trén mot Slide mudn chay trong khi
trinh dién Slide. mot cach ngam dinh, 4m thanh va video bat dau hoat dong khi
kich hoat biéu tugng ctia né trong khi trinh dién Slide. Tuy nhién c6 thé ty dat cac
tuy chon khéac nhau cho Sound, Video, music béng mot sd 1énh khac nhau cia
Power Point.

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

Néu khong tim thay Picture, music, sound, video clip, hodc animations trong
PowerPoint, ta cé thé tim va chén ching bang mdt so cach sau day:
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Dung Windows Media folder: Windows c6 phan hd tro 4m thanh va 4m nhac cho
phép str dung trong mot Presentation. Hay thuc hién cac budce sau:

e Thyc hién 1énh Insert/Movies and Sound/Movies from file. Xuat hién hop
hoi thoai Insert sound:

e Ta tim va m¢& folder Media (trong folder Windows), sau d6 chon sound (file
am thanh) can thiét va kich OK.

5.2. Chén Music hodc sound trén slide.

Trong View/Normal, hién Slide muén bé sung music hodc sound.

Vao thuc don Insert/ Media clip /chon Movies hodc Sounds.

Dé chén Sound tir Clip Gallery, kich chon Sound from Clip Organizer, va
sau do kich dtp vao sound duogc chon.

Dé chén sound tir vi tri khac, kich Sound from file, chon folder chira sound,
va sau doé kich dup sound ta muon chon. Khi d6 xuat hién biéu tuong sound
trén slide.

Ghi cht: mot cach ngém dinh, sound bat dau hoat dong khi kich biéu tuong trong
khi trinh dién slide.

5.3. Chén CD audio track trén slide

e Trong ché do View/Normal, hién slide muén bo sung CD audio track

e Trén thyc don Insert chuyén con tré téi Movies and Sounds va sau d6 kich
Play CD Audio Track. Xuat hi¢n hop hoéi thoai play options:

e Chon cac tuy chon can thiét va kich OK. Biéu tuong CD xuat hién trén
Slide.

5.4. Pt cdc tiy chon cho Sound hodc video dé chay trong khi trinh dién
Slide:

e Trong ché d6 Slide view / chon biéu tuong Video hoac Sound mudn dit lai
cac thong so.

e Thuc hién Iénh Slide Show/Custom Animation
e Chon muc Play Setting. Xuét hién hop héi thoai:

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

1. Pinh dang vin ban, nén slide, phoi mau
1.1. Dinh dang font chiy

Lam viéc voi Text Object

Ta co thé gd Text trén Slide, trong cac Shapes hoic ding cong cu Text Tool.
Khi thuc hién cac 1énh tao khuon cho Text (thuc don Text) cht y cac truong hop sau:

a) Truong hop khong c6 mdt Object hodc mot nhom chir nao duge chon, cac 1€nh
thuc hién tir thuc don Home/Font s€ tao cac thong s6 ngam dinh cho tat ca cac doi
tuong la Text dugc khoi tao sau do (ngoai trur hai truong hop 1a Title va Main Text).

b) Truong hop mot Text box dugc chon (st dung cong cu Selection), cac 1énh tir
thuyc don Home/Font s€ &p dung cho toan bd Text chira trong Text Box nay.

¢) Truong hop mot nhom ky tu duge chon (bdi cong cu Text), cac 1€nh s& dugc ap
dung chi cho nhom ky tu nay.

Sau ddy 1a mo ta cac thong s chi yéu ciia 1énh tao khudn cho Text.

* Thye don Home/ Font: Dung dé tao khudn cho cac ky tw

e Thuyc hién I¢nh Home/Font: Hop hdi thoai Font XUt hién

..... F ....... Character Spacing
Latin text font: Font style: Sizes
+Heading || |Regular w | | E
All text
Font color nderline style (nane) w
Effects
[] strikethrough [] small Caps
[] Double Strikethrough [] all caps
] Superscript Offset: (0% - ] Egualize Character Height
[ Subscript
O, l [ Cancel

Trong do:
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- Font: chon Font chir

- Font Style: chon kiéu chit. Regular: chit thudng, Bold: chit ddm, Italic: chir
nghiéng, Bold Italic: chit ddm nghiéng.

- Size: c¢& chir

- Effects: cac kiéu dic biét: Underline: chit gach chan, Shadow: chit c6 bong,
Supperscript: chit chi s0 trén, Subscript: chi s6 dudi.

- Color: mau chtr
- Kich nut OK.

* Tao/huy Bullet:

Dung dé tao /huty Bullet cho cac Paragraph: Trén thanh céng cu Home
Kich chon biéu tuong Bullet anh Numbering . Xuit hién hop hoi thoai Bullet:
Trong do:

- Use a bullet: lya chon nay néu mudn gan Bullet cho cac doan Text duoc
chon. Huy chon néu mudn x6a cac Bullet dang ton tai.

- Bullets From: chon font cho cac bullet.
- Color: chon mau cho bullet

- Size: co Bullet

- Kich OK

* Dong hang: Dong hang cho cac dong trong Text box.
e Trén thanh cong cu Home/Chon Paragraph/ Align Text hoac
e Chon mot trong cac luya chon sau:
- Left: dong hang tréi
- Right: dong hang phai
- Center: dong hang gitra
- Justify: dong hang déu hai bén
* Picu chinh khoing cich ciia Paragraph:
Trén thanh cong cu Home/Chon Paragraph: xut hién hop hoi thoai Paragraph
Trong do:
- Line Spacing: khoang cach gitta cac dong trong mdt Paragraph.
- Before Paragraph: khoang cach trudc Paragraph
- After Paragraph: khoang cach sau Paragraph.
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* Vi tri cia Text trong khung Text box

Kich niit phai chut vao khung Textbox.

Chon Format/ chon Shape. Xuét hién hop hoi thoai

Chon nhan Text box:

Trong do:

e Text Layout: vi tri cua Text trong hop:

Top - dinh hdp;
Middle — gitra hop;
Bottom - day hdp;
Top Centered — text dwgc dong hang gitra ¢ dinh hop;
Middle Centered — text dugc dong hang gitra ¢ gitra hop;

Bottom Centered — text dugc dong hang giita & day hop;

Text Direction: quay huong Text

Internal margins: ting hodc giam khoang cach giira text va hop theo chiéu
ngang va doc.

Resize autoShape to fit text: diéu chinh kich thudc ctia object vira khit text.

Wrap text in shape: text ty dong xudng dong mdi khi gip canh phai cua
Object.

1.2. Pinh dang nén slide
1.2.1. Thay d6i mau nén cia slide

Sau khi tuy bién mau sac, thi cting nén thém mau nén cho slide. Thuc ra, tat ca
slide déu c6 mau nén, con slide mac dinh c6 mau nén 1a mau trang.

Pé thay d6i mau nén, chon menu Design/ Background Styles. Kiéu nén duoc
x4c dinh béi theme, khi theme thay d6i, thi mau mau nén trong thu vién ciing thay
doi.

1.2.2. B6 sung mau nén cho Slide

e Chon thuc don Design/Background. Xuit hién hop hoi thoai Format
Background:

e Trong hop Fill chon kiéu t6 mau cho Slide
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- Solid fill

- Gradient fill: kiéu pha mau theo
Gradient.

- Picture or texture fill: st dung
1 hinh anh lam nén cho slide

- Hide background graphics: 4n
mau nén

e Hop Color: chon mau t6

e Transparency: diéu chinh do

sang toi mau nén (lua chon gia

tri trong suot cho mau neén

dang duoc lua chon)

Kich nat Reset Background: dé

ap dung cho Slide hién thoi.

Kich nat Apply To All: dé ap
dung cho tat ca cac Slide.

Format Background

S |
Picturs | | (& solid il
) Gradient fill

) Picture or texture fil
] Hide background graphics

g
Transparsncy: ]7 0% =

Apphy to Al

[ Reset Background l ’ Close ] [

Sir dung mét hinh anh lam hinh nén cho slide

IO Background Styles =

SN Format Background. ..
) Reset Side Background

Trong hop hoi thoai Format Background:

Format Background

Fill
O Sold f

O Gradent fi

® Prtre or texture fil = 2
[C] Hce background graphics

Ingert from:
ri.e... ][QWC][CV.»A-_:“.]

L a J

v

e Chon Picture or texture fill: Dé str dung 1 hinh anh lam hinh nén.

e Dé chén mdt hinh anh tir mot file, chon File va sau d6 dat hinh anh va xéc
dinh vi tri hinh anh mudn thém vao. Pé dan mot hinh anh
tu Clipboard hodc chuong trinh nao khac, thi sao chép mot hinh anh, sau
d6 chon Clipboard. Pé str dung clip art, thi chon Clip Art va sau d6 nhap
ndi dung mo ta clip trén hdp Search text.
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1.2.3. Thay ddi Layout
- Kich chon Slide can thay d6i Layout.
- Thuc hién Iénh Home/Layout (hoac kich ntit phai chudt)
- Kich chon kiéu layout mdéi trong hop hoi thoai.
1.3. Phoi mau giita cdc déi twong trong Slide
1.3.1. Ap dung hiéu ing phéi mau dyng sin
Pé ap dung mot hiéu tmg phdi mau duoc dyng sin ta thao tac:

e Chon Menu Design.

O—, \ H92-0 = Presentation2 - Microsoft PowerPoint Drawing Tool

3

-/ Home Insert Animations Shde Show Review View Adddns Format

I . ” ; ! | nColou

L]

Page Stide

Setup Orientation *

Page Setup Themes

e Chon tiép cac mau dugc phdi sin trong cac 6 Themes , nhén tiép vao biéu
tugng 1énh More ~ dé xem tiép cac mau dung sin khac.

|

Céc mau dung san ndy ap dung cho cd nén, cic doi twong chit . . ., mot mau
dugc chon sé dugc ap dung cho tat ca cac Slide dang hién co.

>

|

1.3.2. Tao mot hi¢u ing phdi mau
Dé tao mot hiéu ung phéi mau riéng ta thuc hién:

e Chon Menu Design.

7 Home Insert Design Animations Skde Show Review View Add-Ing
LB i cotors -
U Aa Aa ‘ Al Aa Aa = [AlFonts -
Page Slide M P .- camuns weamen 7
Setup Orientation * e R _— = |O]Effects -
Page Setup Themes

e Chon tiép lénh I colors "Colors, mot danh muc hién thi:
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e Chon 1énh Create New Theme Colors. Hop thoai Create New Theme

Colors hién thi:
- Theme colors - Sample

Text/Background - Dark 1

Text/Background -Light1 | | = |

Text/Background - Dark 2

Text/Background - Light 2

Accent 1

Hyperlink
Hyperlink

Accent 2

Accent 3
Accent 4

Accent 5

Accent 6
Hyperlink (| ~

Followed Hyperlink . ~

Name: ICustoml
Reset I Save | Cancel I

Theme Colors

Standard Colors
| J EEEERN
More Colors, ..

Ta thay d_éi cac théng sb mau trong 16p Theme colors, chon cac 6
mau M ~ | cia ting thong s6. Mot bang cac 6 mau hién thi:

Chon mdt méau thich hgp cho thong sb.

- Sau khi d thuc hién xong céc Iya chon mau, ta dit tén mau can thuc hién
phoi mau trong 6 Name

Nhan Save d¢ luu lai thong sb véi tén ta vira dit.

- Mubn quay lai cic thong sé ban dau trudc khi thay d6i, ta nhan nut
lénh Reset.

Pé ap dung hiéu ung ta di phdi mau, ta hdy lwa chon tén cho thong sb
trong Themes ctiia Menu Design.

1.3.3. Ap dung mdt mau nén

Pé thuc hién ap dung mot mau nén cho Slide:
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Chon Menu Design trén thanh thé 1énh.

Ta chon tiép 1énh 2 Background Styles.

Mot danh sach cac mau hiéu ung nén thiét 1ap san hién thi, ta lya chon mot
mau thich hop cho Slide ta dang thiét keé.

Néu khong mudn sir dung cac mau co sin, ta chon 1énh Format Background.
Hop thoai Format Background hién thi:

Format Background ' ﬂl‘

=
Picture i
" Gradient fil
" Picture or texture fil
[ Hide backaround graphics
Color: S -
Transparency: Ji IO% 3‘
la-aad, | ] r,.s..-u.h-"« oy P GURPIPT S PR T TRPSPTY N ey ,_.,o".__' oanmii
G T -.-__”______v/ o e e
Reset Background | | Close I Apply to All

- Tachon 16p Fill.
- Chon tiép 1énh Solid fill.

&yv ] N Yy
- Ta chon Color ‘”_Iva lga chon mdt mau nén dé ap dung.

- Néu muén d6 trong sudt cho mau nén, ta thay doi thong sd trong
0 Transparency.

Transparency: |

- Khi kéo thanh truot, gid tri cang cao thi do trong subt ctia nén cang
16n. Thuc hién xong, ta nhan Apply to All d¢ ap dung va nhan Close dé¢ dong
hop thoai Format Background.

- Mudn quay lai mau nén mic dinh ban dau trudc khi thay ddi ta nhan
chon Reset Background.

1.3.4. Ap dung hiéu rng Texture cho mau nén
Hiéu ung Texture sé& tao cho ta mot 16p van nén lam Background:

e Chon Menu Design /chon tiép 1énh @Background Styles:
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- Mot danh sach cac mau hiéu ung nén thiét lap san hién thi, ta lya chon mot
mau thich hop cho Slide ta dang thiét keé.

e Néu khong mudn st dung cac miu c6 sin, ta chon 1énh Format Background
Hop thoai Format Background hién thi:

- Ta chon I6p Fill 21 x|
- Chon tiép lénh Picture or ™ Fill
texture fill. Picture. || € Solid fil
" Gradient fill
- Texture: chira cic hi¢u Ung ¥* Picture or texture fil: |
Texture dugc tao san, nhan I Hide background graphics
=R , size: [ v|
chudt vao 0 dé chon cac ; :
o nsert from;
hi€u ting Texture. fle.. | ciead | cipar.. |
- Insert from: lua chon cac hinh V' Tie picture as texture
) \ A v 2R 1a A Tiling options
anh tir bén ngoai dé lam nén. ?
Offset X: |0 pt 5‘ Scale X: |100% E‘
- File: chi duong dan dén thu offsety: [opt = scaley: [100% =]
muc chtra ‘hinh anh dé lua Alignment: |Top eft .I
Ch()l’l lam nén. Mirror type: INone vI
- Clipboard: l'ely lzmh anh tf;l R— T
dang thuc hién I¢énh Copy tur -
ung dung khac dé lam nén.
Reset Backaround | Close Apply to All l

- Clip Art: lya chon cac Clip

Art dé 1am nén, cac Clip Art dugc cung cip san dé ta lya chon.

- Tile picture as texture: nén nhé van nén cia mau Texture ta dang chon khi 6
nay dugc danh dau tuy chon.

- Tiling options: gdm céc lwa chon:
o Offset X: dich chuyén Texture vé& hai phia ciia Slide, gia tri 4m
vé phia trai va gia tri duong vé phia phai.
o Offset Y: néu gid tri 1a am thi Texture dich chuyén xudng
dudi Slide va nguoc lai.
o Scale X: nén Texture theo chiéu ngang cua Slide.
o Scale Y: nén Texture theo chiéu dung cua Slide.
- Transparency: lira chon gia tri trong sudt cho Texture ta dang lya chon.
- O tuy chon Hide background graphics khi dwgc danh déu chon s& an hinh
nén ta dang ap dung lam nén cho Slide.
- Lya chon xong cac gid tri, ta nhan Apply to Alldé 4p dung va
nhan Close dé dong hop thoai Format Background.
Mudn quay lai mau nén mic dinh ban dau trude khi thay ddi ta nhin
chon Reset Background.
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1.3.5. Ap dung hiéu ng hinh anh cho nén

DPé dua hinh anh 1am nén cho Slide, ta thao tac:

Chon Menu Design / chon tiép 1énh 2 Background Styles.

Mot danh sach cac mau hiéu tng nén thiét lap san hién thi, ta lya chon mot
mau thich hop cho Slide ta dang thiét keé.

Néu khong mudn stir dung cac mau cé sin, ta chon 1énh Format Background
Hop thoai Format Background hién thi:

Ta chon 16p Fill.
Chon tiép 1énh Picture or texture fill.

Pé dua hinh anh 1am nén, ta chon nut 1énh File B« hop thoai Insert
Picture hién thi, ta Iyra chon hinh anh dé lam nén va nhan Insert dé thuc hién
chen.

Tiling options: gdm céc Iya chon:
o Offset X: dich chuyén hinh anh vé& hai phia cia Slide, gia trj 4m vé
phia trai va gié tr1 dwong v€ phia phai.
o Offset Y: néu gia tri 1a 4m thi hinh anh dich chuyén xudng
dudi Slide va nguoc lai.
o Scale X: nén hinh anh theo chiéu ngang cua Slide.
o Scale Y: nén hinh anh theo chiéu dimg cua Slide.
Transparency: lya chon gia tri trong su6t cho hinh anh ta dang luya chon.

O tuy chon Hide background graphics khi duoc danh ddu chon s& an hinh
nén ta dang ap dung lam nén cho Slide.

Lua chon xong cic gia tri, ta nhan Apply to Alldé ap dung va
nhan Close dé dong hop thoai Format Background.

Mudn quay lai mau nén mic dinh ban diu trude khi thay ddi ta nhan
chon Reset Background.

2. Pinh dang cac d6i twong dd hoa, so dd, biéu dd

2.1. Thanh cong cu Drawing

D)\ 9-0 )+
—~ Home I

s

NNOIOO - £z et shape -

AL LDE G- Abc “ n ~ [ shape Outline - A A ; - {2 Text Outline ~ | B Send to Ba

G Ty s B Tetne = @ Shape Effects ~ T [A\ TextEffects ~ | By Selection Pan
LF]

Insert Shapes Shape Styles & WordArt Styles

Presentationl - Microsoft PowerPoint Drawing Tools
sert Design Anima tions Slide Show Revie View Add-In Format

w v
.| &% shape Fill -

A Te - Ly gto Front = |2 Align ~ .
A Text Fill L} Bring to Front = |3 Align 5 o8

=
=IFED

Nhom cong cu Insert Shapes: V& céc hinh co ban

Nhom cong cu Shape styles: trinh bay cho déi trong d6 hoa.
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- Shape fill: t6 mau cho d6i twong dd hoa

- Shape outline: Chon mau dudng vién, kiéu nét duong vién cho dbi tuong.

- Shape Effects: Chon hiéu tng cho ddi twong d6 hoa.

e Nhom cong cu WordArt Styles:
- Textfill: t6 mau chir

- Text outline: t6 mau duong vién chir

- Text Effects: Chon hiéu Gmg cho chit, cac kiéu chit nghé thuit

e Arrange: Sip xép, dong hang cho cac dbi tuong.

- Bring to front: dwa déi trong 1én 16p trén cing

- Send to back: dua dbi twong xudng 16p cudi cung.

- Align: Déng hang cho céac d6i tuong
- Group: nhém céc d6i twong d6 hoa

- Rotate: xoay d6i twong d6 hoa

e Size: bit kich thude cho dbi tuong d hoa.

2.2. Thanh cong cu Picture

:’E‘E;{'. e 9~ Presentation1 - Microsoft PowerPaint Picture Taols
d
J Home Insert Design Animations Slide Show Review View | Format
% Brightness = 1% Compress Pictures

(D Contrast - Elg Change Picture
fpgRecolor g Reset Picture
Adjust Ficture Styles

- - A e e wdd e

= < Picture Effects =

[ Picture Shape ~

] Arange

3, Bring to Front ~ | Align -

- [ Picture Border || By Send to Back ~ [ Group ~

Ziy selection Pane %l Rotate v

e Nhom cong cu Adjust: diéu chinh mau sic, do sang tdi, tao do trong subt

cho anh.

e Nhom cong cu Picture Styles: tao kiéu
dang va hi¢u trng cho khung anh.

e Arrange: Sap xép, dong hang cho cac
doi tuong.

- Bring to front: dua ddi tuwong 1én 16p
trén cung

- Send to back: dua doi twong xuong
16p cudi cung.

- Align: Déng hang cho céac d6i tuong

- Group: nhém céc d6i twong dd hoa

- Rotate: xoay d6i twong d6 hoa

e Size: Pit kich thudc cho d6i twong do
hoa.
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Crop: cit anh
2.3. Thanh cong cu WordArt

e Nhom cong cu WordArt Styles:
- Text fill: t6 mau chir
- Text outline: t6 mau duong vién chir

- Text Effects: Chon hiéu ung cho chir, cac kiéu chit nghé thuat

2.4. Thanh cong cu Organization Chart (Chart Tools)

- LA Presentationl - Microsoft PowerPoint Chart Tools
i)
7 Home  Inset  Desion  Animstons  SideShow  Review  View | Dssign  layout  Format
@ oo 5% =
n 8 | . =
Change Save As Select  Edit i & e | = 1 I 1 I I I =
Chart Type Template Data Data § B

Nhom cong cu Type: thay doi kiéu cho biéu d6.
Nhom cong cu Data: chon dir liéu minh hoa, chinh stra dir liéu cho biéu dd.
Nhom cong cu Chart Layout: chon cac dang trinh bay b cuc cho biéu do.

Nhom cong cu Chart styles: Chon céac kiéu biéu do.

3. Cong cu Slide Master

Do)\ H - )+ Drawing Tools ~ Presentationl - Microsoft PowerPoint
)|
=/ Slide Master Home Insert Animations Review View Format
Colors ~ s
i ¥/ Title [ = ) Background Styles ~ ]:l
A Rename Fonts =
Insert Slide Insert Inset  [¥] Footers | Themes Hide Background Graphics || Page slide a
Master  Layout Placeholder = - [O]effects - Setup Orientation~ || Master View

Edit Master Master Layout Edit Theme Background \Fi Page Setup Close

3.1. Master Slide

C6 hai loai Master ddi v4i mdi Presentation: Slide master va Title master.
* Title Master: diéu khién dinh dang dbi vé6i Title va Subtitle ctia Presentation.

* Master Slide: 1a Slide dac biét chira cac thong s6 chuan cua Title, Main Text va
nhitng Background Item ma ta muon xuat hién trong tat ca céc Slide.

Muc dich ctia Slide Master 14 1am cho ngudi sir dung dé dang thay d6i tong quat
— nhu thay d6i phong ky tu — va phan hoi nhitng thay d6i di dugc thyuc hién trong
tat ca Slide trinh chiéu cta ban thiét ké.

Trong Slide Master, ta co thé:
- Thay d6i phong ky tu hodc cac diém danh dau dé muc.
- Chén hinh anh — nhu logo — mudn xuét hién trong nhiéu Slide trinh chiéu.
- Thay ddi cac vi tri khung anh, kich thuéc va thudc tinh.

Master Slide co chirc nang dac biét sau day:
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e Title va Main Text c6 chirc nang khoi tao cac thudc tinh cho toan bd céc
thudc tinh cua Title va Main Text ctia cac Slide khac. Khi Title va Main
Text ciia mot Slide dugc khéi tao, no6 s€ tu dong gan céac thudce tinh cua text
trong Gmg trong Master Slide nhu Font chit, kiéu chit, Line Spacing,
Bullet.... (ngoai trir trudng hop cac théng sé Follow Master cua Slide nay
khong dugc gan va trudng hop ta thuc hién cac 1€nh tao khuon khac trén
cac Object nay).

e Cic Object khac duoc khoi tao trén Master Slide cling nhu cic ma sd trang,
ma ngay thang, ma thoi gian,... s€ dugc hién trén tat ca cac Slide cua
Presentation hién tai

3.1.1. Tao Object trong Master Slide
e Vao View/Slide Master.

e Tao ddi tuong

e Chon Close Master View trén thanh cong cu Slide Master dé tro vé Slide
cuia minh.

3.1.2. Pit lai cac thong so cia Title va Main Text ciia Slide Master cho mot
Slide

e Hién Slide mudn ap dung lai cac thong sé cua Slide Master.
e Kich nat phai chuot/ chon Reset Slide.
3.1.3. Hiiy/ hién tit ca cac Background Item cho mét Slide
e Chon Slide mudn hién/huy cac Backgroup Item (chix, hinh anh, ...¢ nén).
e Vao menu Design/ Chon/huy lya chon Hide Background Graphics.
e Kich nat Apply.

3.2. Lam viéc voi Notes Master

Notes Master la slide dac biét cac thong s6 chuin cta cac cha thich di kém véi
hinh anh cua Slide trén cac trang chu thich.

Moi diéu chinh dugc thyc hién trén trang Notes Master nhu thay di cac thong sb
cua chit, chén thém cac Object khac, chén cac ma so trang, ma ngay thang,... sé
co tac dung té1 moi trang chu thich cta tat ca cac Slide.

3.3. Lam viéc voi Handout Master

Powerpoint cho phép in nhiéu Slide trén mot trang gidy. Tinh ning nay duoc goi
12 Handout Print. Moi diéu chinh & ché d6 Handout Master nhu b sung text, bod
sung Object, tao khudn Text va Object, chén cac mi s trang, md ngay thang, ...
diéu nay anh hudng toi moi trang Handout cua tit ca cac Slide.
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Chu y rang cac Object dugc bod sung khong nam trén vi tri ctia cac Slide.
3.4. Chén thoi gian, ngay thdng, dinh sé trang hodc Footer Text

e Chon Insert chon Header and Footer. Xuét hién hop hoi thoai:

Header and Footer

Slide | Motes and Handouts

Include on slide &pply to Al
.............................. apply
| |

[]slide nurnber S
|:|E|:u:|ter "I::::::::_E‘

| | — /— —/—

[ 1Don't show on title slide

bé dua nhirng thong tin vao Slide cua minh ta chon lga chon Slide.

Pé dua nhimng thong tin vao Notes Pages va Handout, chon Notes and handouts.
e Chon nhirng Iya chon:
- Date and Time: chén thoi gian va ngay thang
- Slide Number: chén so trang

- Footer: chén ti€u dé dudi.
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BAI 3
HIEU UNG TRINH DIEN

1. Hiéu trng cho cac doi twong trong slide
1.1. Hiéu vng hinh danh
Hiéu tng dic biét trén viin ban va cac ddi twong (anh, biéu ds...)

Khi chay Slide Show c6 thé cho hién dan timg muc, timg ddi twong cua slide giup
ngudi theo ddi tap trung khi ta hién thi va dé cap dén timg van dé mot hodc ngin
khong cho moi nguoi doc trudec ndi dung. Tién trinh d6 duoc thuc hién trén
Custom Animation (DPdt tuy thich tinh sinh dong)

e Trong ché d6 View/Normal, chon mot
Slide . 48 Custom Animation - x

|5ty addEffect »| %o Remove

e Chon ddi tuong (object) can dat hiéu ung
trén Slide d6 Modify selected effects

. ) Start: |“B On Click -
e Chon thyc don Animation / Custom Speed:

Animation -> xuat hién hop thoai -
Custom Animation:

i 14f  Z sund
e Kich nat Add Effect dé chon céac hi¢u trng 298 #* Shape 3: Dich cum dang. ..
chuyén dong cho céc doi tugng ma ta da 39— sun4 -

chon: Dung nhiing kiéu chuyén dong 4
nhu: Entrance, Emphasis, hodc Exit dé
gan duong chuyén dong.

Zy Thao luan ve thit ga

e Ngodi ra, ta cling c6 thé gan nhiéu dic
tinh chuyén dong vao mot ddi tuong, cho
nén co thé lam cho ddi tugng tir nho dan
dén 16n dan va nguoc lai.

e Trong muc Modify Selected effects chon
mot d6i tuong (Title: Tiéu dé, Text: Vin 4 4
ban, Chart: biéu do,...) dé thiét 1ap Hiéu
ung

| |I* Play | |E Slide Show

e Kich Start: Chon On mouse click néu | " AufePreview

mudn object hodc text dang chon hién
cho dén khi kich chudt, hoac chon After previous néu muon cai dat thoi
gian hién cho text hodc object.

e Trong myc Speed: chon tde do chuyén dong.
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Cha y: C6 thé kich chon vao ting ddi tugng mot
O phia dudi muc Modify Selected effects. Sau
d6 kich vao miii tén & bén phai tén cua ddi
tuong dang dugc chon dé cai dat cac hiéu ung

cho dbi tuong do.

start: <8 oOn Click

4 Custom Animation * X
S Change +v| |®:: Remaove
. Modify: Fly In

e Chon muc Effect Options: dé cai dat cac
hi€u tng xuat hién cua cac Text va
Object.

e Kich chon nhan Effects : chon cac hiéu
ung can tao. Fly From Left: text va |

object bay tir bén trdi man hinh sang
phai; Fly from right: text va object bay
tr bén phai man hinh sang trai.

e Vi1 hiéu ing (Effect) co

- No Effect:Khong c6 hi¢u trng

- Appear :Xuét hién

- Fly From Bottom:Bay tir dudi 1én

- Blinds Horizontal:Lam mo¢ theo duong
ngang

- Blinds Horizontal(Vertical):Manh che
theo chiéu ngang (doc)

- Boxin(out)  :Hinh hop di vao (ra)

| Direckion:

Speed:

Fraom Botkam ¥ | Very Fast

1 Sun4

i 2 ,.;* shape 3... ﬁ

=1

3 — Start On Click

4 3% Skark Wikth Previous
(L) Skark Afker Previous
Effect Options, ..
Timing. ..

Hide Advanced Timeline

Remove

Seconds v| 1 @ s

|4|p

EI Re-Order EI

&3 Slide Show

= Play

| v AukoPreview

- CheckerBoard Across/ (Down): Ban cd ngang qua (Lan xu6ng)

- Dissolve :Lamtanra

- Trong muc Sound c6 tuong tu trong Slide Transition, trong muc Sound (dm
thanh) dang dé ché dé mdc dinh 1a No Sound (Khong c6 am thanh trong

?)x

buéc chuyén tiép) ta chon

trong danh sach mot kidu am [HEAR

thanh nhu:

Camera: May quay phim

Drive By: Tiéng xe chay

Laser: &nh sang Laser
TypeWriter: Nguoi danh may
chir

Other Sound : &m thanh khéc

Effect lTiming ] Text Animation ]

Setkings
Direction: |Fru:|m Botkam j
[ Smookh skark [ Smooth end
Enhancements
Sound: |[ND Sound] ﬂ
After animation: |D|:|n't Cim j
Animate bexk: |.¢\|| at once j
=]

ﬂ

=]

Cancel ‘
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After animation: chon mau hodc 4n céc object, text sau khi ching da dugc hién
trén man hinh.

Hide after animation: an text hodc object sau khi chiing d3 hién trén man hinh;
Hide on next mouse click: an bai lan kich chudt ti€p theo.

Thuc hién lai cac budc trén dé tao hiéu ung cho cac text hodc cac object khac.
Kich nat OK.
e Thiét lap hiéu tmg véi anh (cach lam tuong tu)

Chu y: Néu muén tao hiéu tmg dong cho mot object bét ky ta c6 thé chon object d6
va chon kiéu xuat hién bo1 1énh Slide Show/Animation Schemes.

Ta c6 thé bd sung thém phong canh (movies), 4m thanh (sounds) va cac OLE Object vao
Slide Show trén thuc don Slide Show/Custom Animation dé chi cho PowerPoint cach
nhiing va thoi gian nhing cac phong canh, am thanh, cac object va céc slide cia cac
Presentation khéc trong sudt qua trinh “trinh dién” (Slide Show).

¢) Thay d6i thir tw xuat hién ciia Text va Object trong Slide.

e Chon thuc don Animation/Custom Animation.

e Trong Animation Order chon ddi tugng hoic text can thay doi.

e Kich nut Up hoac Down.
1.2. Hiéu vrng am thanh

1.2.1. Cheén file am thanh

e Click vao tab Insert.
e Chon nit miii tén trén hop Sound.

o Dé chon mdt file &m thanh tir may tinh cua ban hodc file tr mang ndi bg,
chon Sound from File. Tim file va kich chudt dé chén n6 vao slide.

e D¢ chén 4m thanh tir thu vién clip, chon Sound from Clip Organizer va tim
kiém clip trong ctra s6 nhiém vu Clip Art. Chon clip mudn chén vao slide.

Chu y: Click vao biéu tuong Insert Media Clip dé tim file am thanh trén may tinh
hodc trén mang ndi bg. Trong qué trinh chén am thanh, mot ctra s6 nho hién ra véi
hai sua lva chon 1a ban mudn am thanh s& bat dau mét cach tu dong hay ban mudn
bit dau Am thanh béng cach click chudt. Chon Automatically néu ban mubén 4m
thanh ty dong choi khi slide dugc thuyét trinh. Néu trong slide da c6 cac hiéu tng
khac nhu am thanh, doan video clip, thi am thanh s& bat dau choi khi cac hiéu ung
da c6 két thc.

Chon When Clicked néu muén 4m thanh bét dau choi khi ban nhan vao biéu tuong
trén slide.
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1.2.2. Choi am thanh trén Slide

Am thanh di chén trén slide va mic du ban chon cach choi tu dong hay chon céach
nhap chudt vao biéu twong 4m thanh, thi Am thanh s& choi tir dau dén cubi bai thuyét
trinh, trir khi click trén slide dé ngimg am thanh. C6 thé choi am thanh tir ddu dén
cudi bang cach:

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

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

1.2.3. Thiét 1ap thoi gian cho Am thanh ngirng

Chon cach ngirng am thanh trong bai thuyét trinh bing cira s nhiém vu Custom
Animation. Vi mot file phim anh ban ciing st dung ctra s6 nhiém vu nay. Dé lam
cho am thanh choi, nhung ngimg trong mot sd slide, dau tién mé cira s6 nhiém vu
Custom Animation trong tab Animation va sau d6 lam nhu sau:

e Am thanh trong bai thuyét trinh c6 hi€u Uing bdi tén ctiia nd trong cua so
nhiém vu. Khi hiéu tng dugc chon trén slide, thi no cling dugc chon trén
cua sO.

e Click vao miii tén trong hop hiéu ing 4m thanh dé thé hién né trén menu.
e Trén menu, chon Effect Options.

e Trong hop thoai Play Sound, c6 mot vai lya chon cach ngirng &m thanh nhu
thé nao. B¢ xac dinh ngung a4m thanh sau mdt so slide thi chon mii tén
trong hop After.

1.2.4. Thay d6i cach Am thanh bit dau

St dung Custom Animation dé thiét 1ap ché 36 am thanh bat diu nhu thé nao
trong bai thuyét trinh. Chang han da chon am thanh bat dau ty dong, nhung sau
doé lai quyét dinh n6 nén bat dau bang cach click chudt. Cach lam nhu sau:

e Néu 4m thanh bat dau tu dong thi s& thay gidng nhu hinh trén, trong hop
Start hién ra mot chiéc dong ho voi dong chir After Previous.

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

e Hiéu ing d3 duoc thay ddi bang biéu tugng con chudt trong hop Start, c6
thé click chudt dé bat dau am thanh.

1.2.5. Cai dat phwong thirc kich hoat (trigger) 4m thanh trén slide

e Biéu tuong am thanh duoc chén vao slide.

e Trong cua s6 tac vu Custom Animation, chon nit mii tén trong Sound
Effect va sau d6 chon Timing trén trinh don.
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e Trong hop thoai Play Sound, dudi Triggers, chon Start effect on click of.

e Chon miii tén va chon biéu tuong am thanh khac thay thé cho céi loa.
1.3. Hiéu vrng vin ban

Hiéu tmg cho vin ban: Vin ban (Textbox) 1a d6i tugng duoc sir dung nhiéu
nhit trong bai thuyét trinh. Do vy, Powerpoint xdy dung san rat nhiéu kiéu
hiéu tng rat tha vi cho d6i twong nay va ching ta cé thé thiét 1ap hiéu Gmg dén
timg dong, timg chit hodc timg ky tu trong doan vin ban. WordArt thuc chat
cling 1 vin ban nén cach ap dung hiéu tmg cho ddi tuong nay hoan toan tuwong
tu voi Textbox.

Do véy, phan nay chi minh hoa 4p dung hiéu tng trén ddi tuong Textbox.

Custom Animation v X

[:{k Change v] ["::; Remove]

| Effect || Timing | Text Animation

Group text: | By 1st Level Paragraphs  |v|

Maodify: Fly In

Start: ’ li =
[[] Automati|As One Object conds I "B on ik l
1 7 All Paragraphs At Once T Direction: ‘me Bottom = l
Animate {8y 1st Level Paragraphs. ] e l
eed:
o | [Jin revers By 2nd Level Paragraphs P | Very Fast ‘4

By 3rd Level Paragraphs
By 4th Level Paragraphs
By Sth Level Paragraphs

| 13 #¥ TextPlaceholder 2:... v |

¥

4| ReOrder | @
[» Play | [T side Show |

>
AutoPreview
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Bang 1. Ty chon hiéu wng cho cac doan van ban trong Textbox

Nhom van ban Mo ta

As One Object Ca Textbox thuc thi hiéu tmg mot lan

AllParagraphs  Tat ca cdc doan vin bép {dong) trong Textbox thyc thi hiéu vmg

AsOne riéng 1é nhung dien ra dong thoi.

By 1st Level Thuc thi hiéu tmg dén cdc doan vin ban thudc cip thi nhat trong

Paragraphs Textbox. Cdc dong 1a cap con cua cap thi nhat khong cd hiéu tng
riéng.

By 2nd Level Thuc thi hiéu tmg dén cdc doan vin ban thudc cip thi hai trong

Paragraphs Textbox. Cdc dong 1a cap con cua cap thi hai khéng cé hiéu ung
riéng.

By 3rd Level Thyc thi hiéu vng dén cic doan vin ban thudc cép thiz ba trong

Paragraphs Textbox. Cdc dong 1a cap con cua cap thi ba khéng cé hiéu vmg
riéng.

By 4th Level Thyc thi hiéu tmg dén cic doan vin ban thudc cép th® tw trong

Paragraphs Textbox. Cdc dong 1a cap con cua cap thi tw khéng cd hiéu vmg
riéng.

By 5th Level Thyc thi hiéu tmg dén cic doan vin ban thudc cip th nam trong

Paragraphs Textbox.

Bang 2. Tiy chon higu ung cho cac tir trong cac dong van ban

Dongvanban Mota

All at once Ca dong thuec thi hiéu tmg mét lan
By word Thuc thi hiéu tng dén madi tir trong dong vin ban
By letter Thuc thi hiéu tmg dén mdi k¥ ty trong dong van ban

Bang 3. Tiy chon hanh dong sau khi thuec thi hiéu ung

Hanh dong Mo ta

Mau Thay doi doi teong (van ban, shape) sang mau lwa chon sau khi
More Colors thuye thi hiéu tmg.

Don’t Dim Khong co hanh dong gi thém sau khi thyc thi hiéu tmg.

Hide After An &di twong sau khi thyc thi hiéu tmg.

Animation

Hide on Next An &éi twong sau khi nhap chudt.

Mouse Click
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e Tai nhan Text Animation:

- Group text: thiét 1ap cap do vin ban trong hop Textbox duogc ap dung hiéu
ung.

- Automatically after: thiét 1ap thoi gian cho trude khi thye hién hiéu tng,
day chinh 1a Delay bén nhén Timing.

- Animate attached shape: chi xuét hién khi ban dinh dang shape cho hdp van
van. Va néu tich chon tuy chon nay thi shape sé thuc thi hi€u ung trudc, sau
d6 moi dén cac hiéu trng cua van ban chira trong shape.

- Inreverse order: cac hi¢u trng s€ thyc thi theo trinh tu nguoc lai, van ban co
nhi€u dong thi s thuc thi hiéu tng cho dong cuoi trudc, dong dau sé thuc
thi hi€u ing sau cung.

1.4. Hiéu wng cho video

Viéc chén audio va video vao Powerpoint dugc thuc hién kha dé bﬁng menu Insert
> Movies and Sounds Tuy nhién cach trén c6 nhuoc diém 1a khong thé dicu khién
file theo y mudn ciia minh dugc trong trudng hop ban ding chuong trinh bit hinh
Iru thanh file video va nhiing vao Powerpoint dé thuyét trinh hay dé huéng dan
thuc hién mot tac vu cu thé.

Pé khic phuc viéc trén, Microsoft cung cap mot add-in vao Powerpoint, gitip ban
c6 thé thém Windows Media Player (WMP) vao file trinh dién dé diéu khién file
audio va video.
1.5. Hiéu ikng cho biéu dé

e Chén biéu d6 minh hoa sd liéu.

Chon thuc don Animation / Custom Animation -> xuit hién hop thoai
Custom Animation:

e Kich chon biéu d6
- Kich chon Add Effect > Entrance - More Effects >Wipe > OK

- Sau d6 kich vao miii t€n & bén phai tén ctia doi twong dang duoc chon dé
cai dat cac hiéu ung cho doéi tuong do.

- Chon Effect options > xuat hién hop hoi thoai Wipe:
- Chon nhan Chart Animation:
- Trong muc Group Chart: chon kiéu xuat hién cho biéu db (vi du chon By
Category) - OK.
1.6. Thir tw xudt hién cdc doi twong higu irng
- Chon thuc don Animation/Custom Animation.

- Trong Animation Order chon ddi tugng hodc text can thay doi.
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- Kich nat Up hodac Down.
1.7. Ché dp kich hoat hi¢u irng
1.7.1. Cai dit thoi gian xuit hién cho mét Slide Show
Co hai cach cai dat thoi gian xuét hién cho mot Slide Show:
- Manual (cai dat bang tay)
- Rehearsing (cai dit thoi gian & ché d6 duyét Slide Show).
Cai dit thoi gian xuat hién Slide Show bang Manually:

- Trong ché d6 Slide View/Normal hodc View/Slide Sorter chon mdt hodc
nhic€u Slide ma ta mudn cai dit thoi gian hién cho ching.
- Thuc hién 1€énh Animation/Slide Transition.

- Chon Automatically after va g& sb gidy (phut) ma ta mudn Slide xuat hién
trén man hinh.

Kich nat Apply to All

Cai dit thoi gian hién Slide Show bang ché dd Rehearsing:

- Thyc hién Slide Show/Rehearse Timings d’é Rehearsal HE
bat dau Show trong ché dd rehearsal. Xuat
hién hop cong cu Rehearsal. [} 00:00:14 o] |DD:DD:14

- Trong hop Rehearsal nhitng con sé ¢ bén Ry |@ | L

trai thé hién thoi gian cua toan b
Presentation, nhitng con s6 ¢ bén phai thé hi¢n thoi gian cia Slide hién thoi.
Kich nat Repeat néu ta thuc sy muon chuyén sang Slide ti€p theo.

- Két thuc, kich nit yes dé chap nhan thoi gian ma ta vira cai dat (hoic kich
No néu muon cai dat lai).

1.7.2. SetUp Slide Show
e Chon Slide Show/Set Up Show. Xuat hién hop hoi thoai:
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Show bype Show slides

(#) Presented by a speaker (full screen) @ al

() Browsed by an individual (window) () Fram: * 102 %
() Browsed at a kiosk (full screen)

Show options Advance slides

[ ] Loop continuausly until 'Esc’ O Manually

[ 5how without narration (%) Using timings, if present

[ ] show without animation Mulkiple manitars

Pen color: | I
[]show Presenter Yiew

Performance
[ Use hardware graphics acceleration
Slide show resolution: |Use Current Resolution v

Ok ll Cancel l

e Dudi Show Type chon:

- Presented by a speaker (full screen): hién thi cac Slide trén toan bd man
hinh.

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

- Browsed at a kiosk (full Screen): hién thi Slide Show nhu mét Self running
show. Qua trinh show cac slide s€ dugc 1dp lai sau 5 gidy. Nguoi st dung co
thé tu dicu khién cac Slide.

- Loop continuously until “Esc”: Cac Slide xuét hién 1an luot va lién tuc theo
chu ky kin cho t&i1 khi an phim ESC.

- Show without narrations: Trinh bay cac Slide Show khdng c6 narrations (ta
c6 thé dua narrations vao slide ciia minh bang cach chon Slide show/Record
narrations).

- Show without animation: trinh bay cac slide Show khong c6 animations, tat
cd cac hiéu tng animation trong slide cia minh déu khong hoat dong ma
hién thi ngay trén man hinh.

e Dudi Slide ta chon:

- All: hién tat ca cac Slide

- From... To: hién cac slide tir slide. .. dén....
- Dudi Advance Slide chon:

- Manualy: Slide tiép theo s& duoc 1at sau mdi 1an kich chuot (hoac sur dung
cac phim miii tén, SpaceBar, PgUp, PgDn).
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Using timings, if present: chi c¢6 tac dung khi ta da dat thoi gian hién cho
tung slide bang cach dung Iuya chon Rehearse Timings hodc chon lya chon
Automatically after...seconds trong hop hoi thoai slide Transition.

e Kich nut OK.
1.7.3. Khéi tao Slide Show

Pé trinh dién céc Slide cta Presentation, ta hay thuc hién Iénh sau:

View/Slide Show hoac kich nit Slide Show trén thanh trang thai.
Dung cac phim miii tén hay PgUp, PgDn dé chuyén canh.
An phim ESC dé két thuc.

2. Hi¢u wrng 14t trang slide

2.1. Hiéu vrng hinh anh

Chuyén tiép giira cac Slide (Transition)

Transition (chuyén tiép) 13 cach thirc xuat hién cta ting Slide, mot cach dé khién
cac Presentation hap dan hon

Trong ché d6 View /Normal hoic View /Slide sorter, chon mét Slide.

Chon thyc don Animation/ chon Transition to this Slide -> man hinh xuét
hién cac hi¢u tng cho Slide. Muc “Apply to Selected Slides” dang d¢ & che
do mac dinh No Trasitton (slide dang chon Khong ¢ ché d§ chuyén tiép).

Click chudt chon cac kiéu hiéu ung cho Slide hodc kich vao More dé chon
tiep.

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

Trong muc Transition Sound (tiéng dong): dat &m thanh cho budc chuyén tiép.
trong muc Sound (4m thanh) dang dé ché d¢6 mic dinh 12 No Sound (Khong
c6 am thanh trong budc chuyén tiép) ta chon trong danh sach mot trong cac
kiéu 4m thanh nhu:

Camera :May quay phim

Drive By :Tiéng xe chay

Laser :anh sang Laser
TypeWriter :Nguw&i danh may chir
Other Sound :am thanh khac

Chon Apply to All Slides: dé b6 sung budc chuyén tiép cho tat ca Slide.

- Dé 4n dinh thoi gian cho budc chuyén tiép:
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- Chon ché d6 mic dinh 1a On mouse Click (Chuyén tiép duogc thuc hién khi
Click chuot)

- Néu ta danh déu x4c dinh vao hop chon cua ché d6 Automatically after (Tu
dong thuc hién cac slide sau do) thi s€ xac 1ap thoi gian cho cac Slide tu
dong chuyén trong Presentation (phién trinh bay).

- Chon Apply to All nhu trén...

- Kich nut Preview dé xem hiéu tng. Nut Slide Show dé xem cac Slide
chuyén tiép.

Chu y: Dé g& bo Transition: O ché d6 View/Normal hay View/Slide Sorter
chon thuc don Animation ta chon ché do mac dinh No Trasitton (slide dang
chon khong ¢ ché do chuyén tiép).

e Dé viéc trinh chiéu 1ap di lap lai:
- M& menu "Slide Show", chon "Set Up Show"

- Trong cira s6 "Set Up Show", phan "Show Options", chon "Loop
continuously until ESC"

- OK

2.2. Hiéu wng dm thanh

2.3. Ché dp kich hoat hiéu iing
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BAI 4
MOQT SO CONG CU KHAC

1. Sao chép slide, sao chép ddi twong

1.1. Sao chép cic doi twong trong ciing mot slide
- Kich chon dbi twong (object) can sao chép

- Trén thanh cdng cu Home/chon 1énh Copy hoac kich nat phai chudt chon
copy.
- Chon Paste.

1.2. Sao chép slide

- Kich chon Slide can sao chép
- Kich nut phai chu6t/ chon copy.
- Kich nut phai chuét/ chon Paste.

2. Sao chép cac slide tir trang trinh dién khac

2.1. Sao chép cdc slide tir bin trinh chiéu khdc
- Mo file chira Slide can sao chép
- Kich chon vao Slide can sao chép
- Kich nat phai chuét/ chon copy. Hoac chon Copy trén thanh céng cu Home.
- Chuyén téi file dich, file chira Slide can sao chép t6i.
- Kich nat phai chuét/ chon Paste.
2.2. Sao chép noi dung tir file word, cac file text

Céch sao chép tuong tu nhu trén.

3. Header va Footer

Chon Menu Insert /Header and Footer: xuat hién hop hoi thoai Header and Footer:
- Chon Header: dé nhap noi dung cho tiéu dé trén
- Chon Footer: dé nhap noi dung cho tiéu dé dudi.
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Heacler and Foote E.E
| Slide | Motes and Handouts |
Include on page
apply to Al

[ pate and time

Cancel

Pressiew

Header
BE cuang
Page nurmber
Footer
Trudng T

4. AutoCorrect
Pit ché d6 g tit:

e Kich nut Office Button / Power Point Options / Proofing / Auto correct
Options. Xuat hién hop hdi thoai:

Chon nhan Auto correct:

Trong hop Replace: gb cum tir go tat

Trong hopWith: nhap noi dung can thay thé.
Chon OK.
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BAI 5
TRINH DIEN

1. Trinh dién thanh phan Custom show

- Mubn chuyén nhanh dén 1 Custom Show trong ché d6 Slide Show:

- T man hinh trinh chiéu, kich phai chudt 1én man hinh.

Chon Custom Show

- Kich chudt dé chon tén 1 Custom Show mudn chuyén to1.
2. Trinh dién ty dong

An phim F5 hodc vao View/ Slide Show.

Luu file trinh dién dudi dang PowerPoint Show (*.pps). Sau do6 chi can kich
dup vao file can trinh dién.

3. Cac cong cu trong khi trinh dién

3.1. Dung but mau dénh diu

e Cac tuy chon con tro: Automatic Pointer la con tro mac dinh trong trinh
chiéu slide. Khi thiét 1ap tu dong, con tro s€ bi€n mat sau 15 phut.

St dung con tré mili tén: Con tré mili tén (Arrow) ludn luén hién thi trong
sudt qua trinh trinh chiéu.

e Luya chon con tré miii tén
- Kich chudt phai vao slide hién hanh (trong khi dang trinh chiéu)
- Chon Pointer Options va kich vao Arrow

e Doi con tro thanh cai but: Bang cach do6i con tro thanh cai bit, ta c6 thé viét
vao slide ca trong luc trinh dién slide

- Kich chudt phai vao slide hién hanh (trong khi dang trinh chiéu)
- Chon Pointer Options va kich vao Pen

e Thay d6i mau sic but

- Kich phai vao slide hién hanh (trong khi dang trinh chiéu).

- Chon Pointer Options va kich vao Ink Color

- Lvya chon mau ma ban muon
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Next

Go to Skde »
N

égreen i
pointer Options » [T arrom
Help /7 Balipoint Pen

3 7 FEekTipPen
End Show /| Highlighter

Ink Color T m avomste
EAE EN

i HEEEEREEEN
Arrow Options » l.l..l%\l:'

COEEEEEE

5 EEEN

3.2. Chuyén dén mét trang bit ky trong khi trinh dién

Vay sau khi tao xong mot ban trinh chiéu thi viéc can 1am tiép 14 ta phai trinh
chiéu PowerPoint. Trinh chiéu PowerPoint 14 cho slide chay trong ché do
“toan man hinh”. Théng qua man hinh d6 tit ca nhiing ngudi trong nhém co
thé xem noi dung ma ban tao mot cach co tha tu va dé chay ta chi can kich
chudt hodc hodc 4n mot nit.

o Dé xem mot Slide Show tir slide dau tién: Tir menu View, kich vao Slide
Show

e Dé xem mét Slide Show tur slide hién hanh

- Kich vao biéu tuong Slide Show & phia bén trai ciia man hinh PowerPoint
hoac nhan phim Shift + F5.

=S |
gDLaw =l kaShaneey N N 1 :_J
Slide Show from current slide (Shift+FS)

Dé chuyén sang mot slide tiép theo trong khi trinh chiéu
- An phim Enter
Dé chuyén vé mét slide truéc do6 trong khi trinh chiéu : An phim Backspace

Dé chuyén dén mot slide dic biét trong khi trinh chiéu: Kich chudt phai vao
slide hién hanh va chon Go to Slide
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e Chon slide muén tam dung trinh chiéu Slide: Kich chudt phai vao slide
hi€n hanh (trong khi dang trinh chi€u) va lya chon Pause

e Tré vé mot man hinh den: Kich chuét phai vao slide hién hanh (trong khi
dang trinh chiéu) . Tro vao Screen va chon Black Screen

e Tré vé mot man hinh tring

- Kich chudt phai vao sile hién hanh (trong khi dang trinh chiéu)

- Tro vao Screen va chon White Screen.

3.3. Dt ché ¢ man hinh trong khi trinh dién

4. Thiét 1p cac thong sé trinh dién

Chuyén tiép giira cac Slide

Viéc chuyén tiép giita cac Slide 1a cac hiéu ing dugc dat khi ban chuyén tir mot Slide
sang Slide tiép theo. P& thém hiéu ng chuyén Slide:

« Lua chon Slide ban mudn ap dung dé chuyén tiép

» Kich tab Animations

* Chon hoat anh thich hgp hodc kich vao hop thoai Transition

Animations Slide Show Review View Developer Add.Ins Acrobat

iy Transition Sound: | [No Sound]

i = B m T R ——
BEC DT B

3 s B3

Transition to This Shide

Pé diéu chinh viéc chuyén tiép cac slide:
» Thém am thanh bang cach kich vao miii tén bén canh Transition Sound

Br Add-Ins Acrobat

& Transition Sound: Breeze | el e
% ?;]_ Transition Speed: | [No Sound]
= ;J] Apply To All [Stop Previous Sound]
Applause
Arrow
Bomb
Breeze

ansition to This Slide

l

Camera

Cash Register
Chime

Click

Cain

Drum Roll
Explosion

Hammear

Pé cuong Thiét ké trinh dién trén may tinh 46



Truong Cao ddng Nghé Céng nghiép Ha Noi

« Chinh stra tbc do chuyén tiép bang cach kich vao mii tén bén canh Transition Speed

Add-Ins Acrobat

b Transition Sound: Breeze ¥
_—‘,ﬂ_ Transition Speed: Fast |

1ad Apply To All

Slow
sition to This Slide Medium

Fast !

Pé ap dung viéc chuyén tiép cho tit ca cac Slide:
« Kich nat Apply to All trén tab Animations

Animations Slide Show Review View Developer Add-Ing Acrobat Format

% Transition Sound: ' [No Sound]

] - e
' ! -l ‘] jI _:.E‘: . '_‘-'é Transition Speed:  Fast .
v ’ - J - 5 ) Apply To All 4—

ransition to This Slide

Dé Ira chon cach chuyén dong tiép theo cho mét slide:

« Chon Advance on Mouse Click (chuyén sang slide tiép theo bang cach kich vao
chudt), hodc

« Automatically Apter (chay tuy dong sau mot sd gidy nhat dinh)

Advance Slide
v On Mouse Click

-

Automatically After: 00:00

v

Hoat anh Slide Hi€u trng hoat anh Slide duoc xac dinh trude cac hi¢u ing dac biét ma
ta co thé thém vao cac dbi tuong trén mot Slide. pé ap dung mot hi¢u ing hoat anh:

« Lya chon ddi twong trén slide

* Kich tab Animations trén vung Ribbon

* Kich Custom Animation

« Kich Add Effect

* Chon hiéu ung thich hop

_

Lot an sloment of the 1, Dhen
A AT EVet” (0 23T rwmation
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Xem trudc cac hoat anh Pé xem trude cac hoat anh trén mot slide:
« Kich nat Preview gan tab Animations

]@,, H9-0 -
-’

— Home Insert Design

.
')_’(]'Mm& Mo Animation
|| Preview | 1299 custom Animation |

Preview Animations

Tiy chon trinh dién Slide Tab Slide Show chira mot s6 tiy chon dé trinh chiéu. Nhiing
tiy chon nay bao gdm:

« Xem trude trinh dién tir dau

« Xem trudc trinh dién céc slide tur slide hién thoi

« Thiét 1ap Slide Show

Op 490

Thiét 1ap Slide Show Tuy chon nay cho phép ban thiét 1ap cach trinh chiéu cac slide.
Tuy chon gom co:

« Trinh chiéu céc slide s& ty dong chay hodc boi nguoi trinh bay

* Tuy chon vong lap

* Tuy chon tuong thuat

* D) phan giai man hinh
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Animations Slide Show Review View Developer Add.ins
B ?:j D Record Narration =) Resolution: Use |
o #i_'lwmme Timings 2% Show Prasentation On:
Set Up Hide
Siide Show Slige ¥ Use Rehearsed Timings Use Presenter View
Set Up Monitors
Set Up Show i3
Show type Show shdes
() Presented by a speaker (full screen) ©a 7
O Browsed by an indrvidual (window) OFrom: | 2 | T0: -
(O Browsed at a kiosk (full screen)
Show options Advance shdes
[Joop continuousty until Esc’ O Manually
[] Show without parration (® Wsing timings,  present
Display sde show on:
Pen color: | I Primary Moritor v
[T] show Presenter view
Performance
[TJuse hardware graphics acceleration
Shide show resolution: |Use Current Resohustion v
Lok J [ coancel |

Ghi sy twomg thuit Khi mudn ghi lai sy tuong thuat cho slides:
+ Kich nit Record Narration
* Kich Set Microphone Level d¢ kiém tra cac mirc do am thanh

« Kich OK dé ghi
Animations Slide Show Review View Developer Add-Ins Acro
gaty I | Record Narration -ifemimes o ution: Use Current F
\l-j & I 1‘°~ b\g
—= (&Y Rehearse Timings [=E Show Presentation On:
Set Up Hide o .
Slide Show Slide V! Use Rehearsed Timings Use Presenter View
Set Up Monitors

Record Narration

Current recording quality li oK -I
Quality: [untitled]
Disk use: 10 kbfsecond [ Cancel ]

Free disk space: 53650 MB (on C:\)

Max record time: 85044 minutes [ Set Microphone Level. .. ]

[ Change Quality... ]

Tip
s Adjust quality settings ko achieve desired sound quality and disk usage. Higher
@ recording quality uses more disk space. Large narrations should be linked For better
\/ petformance.

] Link narrations in: ... \jsparrowiMy Documents), [ Browse... ]
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Thoi gian dién tap St dung Rehearsed Timmings dé dién tap thoi gian slide v6i 4m
thanh.

« Kich nat Rehearse Timings

« Thuc hanh néi va chuyén tiép giita cac Slide nhu khi ban dang trinh bay that su

« Khi hoan thanh, kich vao dé két thiic

« Chon gitr hodc khong giit thoi gian hodc dién tap lai mot lan nita.

Animations Slide Show Review Vi

Dy = 3 \ i
‘._.zv‘__.]. .. DC) Record Narration
) : (&7 Rehearse Timings
Set Up Hide
Slide Show Slide V| Use Rehearsed Timings

Set Up
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