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Bit dau véi Microsoft PowerPoint

Sau khi hoan thanh bai hoc nay, cic ban cé thé:

Khdoi dong Microsoft PowerPoint

Quen thudc vdi cdc thanh phan ciia cita sé PowerPoint
Chon phwong phdp dé bt dau bai trinh bay

Diing céng cu hé tro' dé tao bai trinh bay

Luu giit bai trinh bay

V61 Microsoft® PowerPoint®, ban c6 thé tao ra slide, luu y dién gia, ban
trao tay thinh gia, va ban dai cuong - tat ca déu trong mot tép tin.
PowerPoint cung cip nhitng cong cu manh dé gitp ting budc tao va td chirc
bai trinh bay.

Khéi dong PowerPoint

Sau khi cai dit PowerPoint, ban d3 san sang dé bat dau chay PowerPoint.
Ciing nhu v6i cac chuong trinh khac, ¢ nhi€u cach bat dau PowerPoint.
Mot cidch don gidn 1a dung nut Start trén thanh cong viéc.

Cac budc thue hién
Trong bai tap nay, ban khdi dong PowerPoint.
1. Nhdy Start trén thanh cong viéc. Bang chon Start xuat hién.

2. Trén bang chon Start, trd vao All Programs. Bang chon Programs xuét
hién, hién thi tat ca cidc chuong trinh trén mdy tinh, ké cd PowerPoint.

Microsoft Access
Microsoft Excel

[€] Micrasoft PawerPoint

Microsaft \Ward

3. Nhdy Microsoft PowerPoint dé bit ¢au PowerPoint

Luuy

Ban ciing c6 thé bat ddu PowerPoint bang cach nhdy dip vao biéu twong tat
PowerPoint trén man hinh. Dé tao biéu tuong tat, nhdy niit Start, tré vao All
Programs, nhdy chut phai Microsoft PowerPoint, tré vao Send To va nhay
Desktop. Biéu tuong tit 1a mot biéu twong véi miii tén cong & géc tréi.
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Ciwra so0 PowerPoint

Sau khi khai dong, cira s6 ctia chuong trinh PowerPoint gidng nhu hinh
duéi day. Nhu véi moi chuong trinh chay trén Microsoft Windows, ban c6
thé didu chinh kich thudc cia cira s6 PowerPoint va cira s6 bai trinh bay
bang cdc nit Minimize =) va Restore Down/Maximize 2 va déng cira s6
PowerPoint hay cira s6 bai trinh bay bang niit Close XI.
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Phia trén cira s6 12 céc bdng chon va céc nit 1énh thudng dugc st dung nhat.
Cic nut khdc c6 thé xuét hién bén trdi va trén ddy ctia man hinh. Bdng chon
12 danh sach céc 1énh hay tity chon san c6 trong PowerPoint. Céc niit 1énh
duoc td churc trén cdc thanh cong cyu. Cac nut 1¢énh trén thanh cong cu la biéu
tuong tat toi cdc 1énh va céc cong cu dinh dang thudong dung. Ban nhdy mdt
ntt I¢nh thich hop dé thuc hién mét nhiém vu nhu dinh dang van ban hoac
Iuu gitr bai trinh bay.

Thanh cong cu

Cac thanh cong cu chudn va thanh cong cu dinh dang dugc dat truc tiép bén
duéi thanh bang chon. Khi khoi dong PowerPoint 1an dau tién, céc thanh
cong cu chuan va dinh dang xuat hién trén ciing hang dé tiét kiém khong
gian ctra s6. Chi cdc nit 1énh thuong diing nhat méi xuat hién trén thanh
cong cu. Pé xem céc nit 1énh con lai, nhay mii tén Toolbar Options = & 1
phai. Khi mot nit 1énh trén Toolbar Options duogc sir dung, né thay thé cho
nit it ding nhat trén phan thay duoc ctia thanh céng cu. Néu ban khong thiy
ndt 1énh, hiy nhdy vao miii tén > Toolbar Options dé hién thi tat ca cic niit
trén thanh cong cu.

Khi nhdy vao bang chon, chi cic 1énh thuong duoc ding nhét xuat hién trén
mot bang chon ngan. P& hién thi bang chon day du, ban c6 the dé con tro
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trén bang chon trong vai gidy, hodc nhdy dip tén bang chon, hay nhay tén
bang chon va nhay miii tén kép nho ¥ & ddy ciia bang chon ngan. Khi bang
chon ddy du dugc hién thi, cdc 1énh khong xuét hién trong bang chon ngan
¢6 mau xdm nhat.

iew | Insert  Format  Tools

rarmal

Ba| Slide Sorter

] E [ g

Slide Show F5

Master 3
B ColorfGrayscale 3

Toolbars 3

D Header and Fooker, ..

ZO0M, .,

L

Ngan cong viéc

O bén phai cta ctra s6 PowerPoint thudng xuét hién ngdn céng viéc tuong
ung véi cong viée ban dang thyc hién. Ngan cong viéce hién thi céc 1énh va
tinh nang thuong ding lién quan dén cong viéc hién thoi. Ngan cong viée
gitip ban 1am viéc v6i cic 1énh ma khong phai hién thi bang chon hay diing
ndt 1énh. Mot sb ngan cong viéc hién thi tu dong. Ch'ﬁlng han, ngan cong
viéc New Presentation duoc hién thi mdi 1an khai dong PowerPoint. Céc
ngan cong viéc khac duoc hién thi tiy theo yéu cau. Chang han, khi ban
mudn chén thém anh, ngan Insert Clip Art s& duoc hién thi dé gidp ban tim
anh.

Ban c6 thé nhanh chéng chuyén tir ngin cong viéc nay sang ngan cong vi¢c
khéc bang cdch nhdy mili tén Other Task Panes = trén bat ki ngin cong viéc
nao dé hién thi ngin cong viéc khac. Khi két thic véi mot ngin cong viéc,
nhdy niit Close X trén d6 dé an né di.

Tai géc dudi, bén phai ctra s6 1a cc nit [EB3F cho phép hién thi céc slide
cua bai trinh bay trong cic ché do khic nhau. Khi ban lan dau tién md
PowerPoint, bai trinh bay dugc hién thi theo ché do0 Normal.

Cac ngan Outline/Slides, Slide va Notes

Ché d6 hién thi mic dinh, Normal, gdm ba ngan: Outline/Slides, Slide va
Notes. Ngan Outline/Slides ¢ bén tréi, phia trén c6 cac tab cho
phép thay dbi céc cach hién thi khic nhau (outline hay slide). Ngan Slide
hién thi mot slide cu thé. Ngan Notes dugc dung dé dua cic luu y cho dién
gia. Ban c6 thé d6i mo rong hodc thu hep cic ngin bang viéc kéo thanh phan
cach chung.
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[l Microsoft PowerPoint - [Presentationd] EB|
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Cic thong bdo xuét hién trén thanh c6 tén 12 thanh trang thdi & ddy ctra so.
Céc thong bdo mo ta doi tuwong dang dugc xur ly hodc trang thai ciia chuong
trinh khi lam viéc.

Cac buéc thue hanh

Trong bai tip nay, ban tily chinh bang chon Window va hién thi ScreenTip
cho mot nut.

1. Nhdy bang chon Window. Bang chon Window xuét hién.

2. Nhdy miii tén ¥ & ddy cta bang chon Window dé bang chon dugc trai
rong. Bang chon trai rong xuat hién.

3. Nhdy Next Pane. Con tro chudt chuyén t6i ngan tiép theo.
4. Trén thanh bang chon, nhdy Window lan nita. Chi ¥ rang Next Pane bay

gio duogc hién thi trén bang chon Window. PowerPoint da dua 1énh dé
vao bang chon Window.

Trong bai tap nay, ban sir dung ngan Slides va dung bang chon Other Task
Panes.

1. Dit con tré 1én biéu tugng cua slide cua ngan Outline/Slides.
Mot thong bdo goi y (dugce goi la ScreenTip) xuat hién khi ban dét con
trd 1€n trén bi€u tuong nay.

2. Nhdy mii tén Other Task Panes = trong ngan cong vi¢c. Bang chon
Other Task Panes m¢ ra.

3. Nhdy vao bat ki chd tréng nao trong cira sé PowerPoint. Bang chon
Other Task Panes déng lai, d€ ngan cong viéc New Presentation mé ra.
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Chon phwong phap tao bai trinh bay

Ngan cong viéc New Presentation gitip ban 1am viéc vdi cdc bai trinh bay da
¢6 ciing nhu tao bai trinh bay moi. Néu bai trinh bay da duoc tao, tén ciia né
dugc liét ké trong phan Open a presentation cua ngan cong viéc. Néu mudn
tao bai trinh bay moi, ban c6 thé bat dau bang viéc cho vin ban vao slide
trbng trong ngan Slide hay ding céc tily chon trong phan New ciia ngin
cong viéc nay.

= Nhdy Blank Presentation dé bét dau bai trinh bay méi.

= Nhdy From Design Template dé 4p dung mét trong cdc mau thiét ké c6
san.

= Nhay From AutoContent Wizard dé PowerPoint gitp ndi dung trinh bay
va mau thiét ke.

Tao ban trinh bay biang AutoContent Wizard

Tao bai trinh bay bang AutoContent Wizard gitp t6 chtrc bai trinh bay.
Thuét si dua ban di qua qua trinh tirng budc, nhac ban vé thong tin trinh bay,
bat dau vai slide tiéu dé, chinh 1a slide dau tién trong bai trinh bay.

Cac buéc thue hién
Trong bai tap nay, ban tao bai trinh bay méi stt dung AutoContent Wizard.

1. Nhdy From AutoContent Wizard du¢i New trong ngan New
Presentation. Ngéan cong viéc New Presentation dong lai va hop thoai
AutoContent Wizard duoc hién thi. Phan bén trdi cia hop thoai hién thi
cdc budc can thuc hién.

2. Doc phin gidi thiéu va nhay Next. Man hinh thi hai ciia AutoContent
Wizard xuat hién, hinh vuéng bén canh Presentation type & bén trdi bién
thanh mau luc chi ra rang dy 1a budc hién thoi. AutoContent Wizard
nhic ban chon kiéu bai trinh bay. Dé gitp ban nhan dién cic kiéu bai
trinh bay nhanh chéng, cdc bai trinh bay duoc t6 chirc thanh ting nhém
theo phan loai.

3. Nhdy Projects va nhdy chon Project Overview trong danh sidch & bén
phai.

4. Nhdy Next. Thuat s AutoContent Wizard nhéc ban chon mot kiéu bai
trinh bay.

5. Nhdy tily chon On-screen presentation, néu cin, dé chon kiéu bai trinh
bay doé.

6. Nhdy Next. AutoContent Wizard by gid nhic dua thong tin vao slide
tieu dé va thong tin chan trang dé dua vao tung slide.
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7. Nhdy 6 Presentation title, g6 Chwong trinh huin luyén k§ ning cong
nghé thong tin va nhan phim Tab.

8. GO Partners in Learning trong 6 Footer.

9. Kiém tra dé chic chin rang cdc 6 Date last updated va Slide number
dugc danh dau chon.

AutoContent Wizard - [Project Overview] e |

Presentation title:

ICercmg trinb hudn luyén ki ndng cdng nghé thdng tin

Items ta include on each slide:

Foater: IPartners in Learning
¥ Date last updated
Presentation aptions

v slide rumber

Finish

@ Cancel | < Back. I Mexk = | Einish I

10. Nhdy Next va nhdy Finish. Ctra s6 bai trinh bay PowerPoint xut hién
v6i ndi dung duge AutoContent Wizard cung cip dudi dang dai cwong
trong tab Outline ctia ngan Outline/Slides va slide tiéu dé trong ngin
Slides. Tén ctia ngudi dung da ding ki khi cai dit PowerPoint xuat hién
trong slide tiéu de.

Luwu giir bai trinh bay

Cong viéc da hoan tat cho t6i gi0 chi dugc luu trong b nh¢ tam thoi cua
mdy tinh. P& luu dung vé sau, can dit tén cho bai trinh bay va luu n6 vao
dia cung ctia mdy tinh.

Lan dau tién luu giit bai trinh bay méi, khi ban chon 1énh Save, hop thoai
Save As duoc hién thi. Trong hop thoai Save As, ban c6 thé dat tén cho bai
trinh bay va chon thu muc dé luu giit né. Sau khi dit tén cho bai trinh bay,
ban c6 thé nhdy nut Save =l rén thanh cong cu chuin hay chon Save trén
bang chon File. Phién ban méi hon s€ dugc ghi de 1én phi€n ban gbc. Néu
mudn giir ca tép tin gbc va phién ban méi, ban chon 1énh Save As trén bang
chon File dé Iuu phién ban méi bang tén khic.

Cac buéc thue hién
Trong bai tap nay, ban luu gitt bai trinh bay.

1. Nhdy nit Save trén thanh céng cu chuan. PowerPoint hién thi hop
thoai Save As, nhu dugc minh hoa ¢ trang sau. Ban c6 thé go tén bai
trinh bay trong 0 File name.
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Save As @E|
Save in: |.D My Documents ﬂ @ B - Tools =
|1 Application Zips
-_, dMy Music
Histary .ﬂMy Pictures

A

My Documents

=

[l
o
3
&
o
=l

#*

Favorites

=]
]

=l Save
My Metwark

Places Save as bype: |Presentati0n j Cancel

File name:

Hew Employee Training Program|

2. Trong hop File Name, go PiLL Training Program 01.
Nhay miii tén xuéng Save In, va roi nhdy 6 dia C.

4. Trong danh sich cdc tén t€p tin va thu muc, nhdy dip thu muc
Presentation Practice va nhdy ddp thu muc LessonO1.

5. Nhdy Save hay nhan phim Enter dé luu bai trinh bay. Tén thanh tiéu dé
doi tir Presentationl sang PiL. Training Program O1.

Luuy

PowerPoint Iuu gilr bai trinh bay dé phuc héi trong truong hop chuong trinh
dirng ddp Ung hay mat dién nguon. PowerPoint luu nhitng thay d6i trong tép
tin phuc hoi dya trén céc thiét dat trong tinh ning luu AutoRecover. Trén
bang chon Tools, nhdy Options, nhdy tab Save, nhdy chudt dé danh dau 6
Save AutoRecover info, xdc dinh khoang thoi gian dé luu, va nhay OK.

Tong két bai hoc

Bai hoc nay di gidi thiéu cdch khai dong PowerPoint, cdc thanh phan cia
ctra s0 PowerPoint, phuong phdp bat dau bai trinh bay, tao ra bai trinh bay
dung AutoContent Wizard va luu gilt cong viéc.

Cau héi kiem tra

1. Céc tiy chon dé bt dau mot phién PowerPoint 13 gi?

2. Cdch tao bai trinh bay bang viéc ding AutoContent Wizard?

3. Lam thé nao dé luu cdc phién ban cua cung mét tép tin?
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Thuc hanh

Bai tap 1: Ban can tao ban ké hoach dio tao. Hay dung AutoContent
Wizard dé tao ra ban trinh bay méi véi tiéu dé Ké hoach Pio tao va phan
chan la Partner in Learning. Luu ban trinh bay nay dudi tén Training
Plan trong thu muc Lesson01 (ndm trong thu muc Presentation Practice).

Bai tap 2: Cong ty Tin hoc Mai Linh hy vong mét hop ddng cung cép 25
mdy tinh méi cho trudng hoc dia phuong, nhung mot cong ty khac bo thau
thip hon. Hiy ding mau Communicating Bad News ctia AutoContent
Wizard dé truyén dat tin nay. Hay stra d6i noi dung dugc goi y caa cdc slide
cho khép véi tinh hudng. Luru giir bai trinh bay véi tén Badnews trong thur
muc Lesson01 nam trong thu muyc Presentation Practice.

Bai tap 3: Hay sir dung mau Selling a Product or Service ctia AutoContent
Wizard va sau d6 tiry chinh cic slide dé tao bai trinh bay trong cudc hop
kinh doanh ctia mot cong ty gid dinh. Luu bai trinh bay véi tén Selling trong
thu muyc LessonO1 trong thu muc Presentation Practice dé su dung cho bai
tap tiep.



Lam vi€c véi bai trinh bay

Sau khi hoan thanh bai hoc nay, cic ban sé c6 thé:
Tao ra bai trinh bay méi bang mdu thiét ké.

Nhdp van bdn vao slide va tao ra slide mdoi.

Nhdp van bdn vao tab Outline.

Chen thém slide tir bai trinh bay khdc.

Bo tri lgi cdc slide trong ché dg hién thi Slide Sorter.
Chiéu cdc slide trong ché dé Slide Show.

Tuy chinh PowerPoint.

Trong bai hoc nay, ban sé& hoc cich ding miu thiét ké d¢é tao bai trinh bay
mdi, dua vao van ban slide, thém slide mdi, dua van ban vao ngén Outline,
cheén céc slide tir bai trinh bay khac va bd trf lai cdc slide.

Pé hoan thanh tha tuc nay trong bai hoc nay, ban sé can tao ra mot bai trinh
bay méi ding mau thiét ké. Dung tép tin c6 tén 02 PPT Lesson trong thu
muc Lesson02 trong thu muc Presentation Practice ¢ trén dia cing cua ban.

Dung méiu thiét ké sin dé tao bai trinh bay

Bén canh AutoContent Wizard, ban c6 thé bat dau bai trinh bay moi béng
cach sir dung mot mau thiét ké sin hay bai trinh bay trong Mau thiét ké 1a
bai trinh bay voi dang thirc da dugc thiét ké va ph01 mau chuyén nghiép, ban
chi can thém noi dung bang vin ban. Ban ciing ¢4 thé tao ra mau thiét ké
riéng cua minh.

Cac buére thuc hién
Trong bai tp nay, ban bat dau bai trinh bay mdi voi mot mau thiét ké.
1. Khoi dong PowerPoint.

2. Nhdy Task Pane trén bang chon View, néu cin, dé hién thi ngin cong
viéc New Presentation.

3. Trong ngan New Presentation, nhdy From Design Template. Ngan Slide
Design xuat hi¢n véi rat nhiéu mau thiét ké dugc li¢t ké theo thir ty chir
cai.

4. Trong ngan Slide Design, tré vio mot mau thiét ké. Tén ctia mau thiét ké
xuat hién nhu ScreenTip, mQt miii tén xuat hién bén phai mau thiét ke.

5. Nhdy miii tén bén phai mau thiét ké. Mot bang chon ngin xuat hién véi
cac 1énh cho phép dp dung mau thiét ke cho toan thé bai trinh bay hoac
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chi cho céc slide dugc chon hay thay d6i kich ¢& hién thi cia mau thiét
ké trong ngan Slide Design.

6. Trong ngan Slide Design, kéo hop cudn xudng cho t&i khi mau thiét ké

Maple xuét hién trong ngan cong viéc (xem ScreenTip) va nhay mau
Maple. Mau thiét ké nay duoc dp dung cho slide trong trong ngan Slide.

I8 Microsoft PowerPoint - [Presentation2]

@ File Edt Wiew Insert Format Tools  Slide Show  Window Help ‘pe a question For b - X
O & B - [BD 43%, ~  ? TmesMewRoman ~ 18 -~ A [ Desion = tew Slide

=Voyx | ' 4 © Slide Design v %

1 | Design Templates
[} Color Schemes
[5; Animation Schemes

Apply a design template:

Click to add title

Click t0 add notes

E=ei] = [ Browse...
oo [t ] Awmshopes- . W OO E 4 2 BE &-4-A-S=5B@.

Slide: 1 of 1 Maple Engish (11.5.) (E%8

7. DPéng ngin Slide Design bing viéc nhdy nit Close % ctia no.

Luuy

Dé tao ra bai trinh bay trong hay bai trinh bay ding AutoContent Wizard,
mo& ngan cong viéc New Presentation, va nhay Blank Presentation hay
AutoContent Wizard. C4c mau duoc liét ké trong ngin Slide Design ciing 1a
cdc mau trong AutoContent Wizard.

Nhap van ban vao slide

Dé thém vin ban vao bai trinh bay, ké ca tiéu dé va tiéu dé phu, trong ché do
hién thi Normal ban c6 thé dwa vin ban thing vao slide hoic trong tab
Outline. Trong ngan Slide ban dua van ban vao slide mét cach truc quan,
trong khi tab Outline cho phép dua vin ban vao bang phuong phép noi
dung. Trén Slide tiéu dé c6 hai 6 c6 tén 12 6 chita van ban. O phia trén 12
van bén tiéu dé cua slide. Sau khi dua vin ban vao 6 chira van ban, 6 chira
tré thanh déi tiwong van ban, d6i twong chtra vin ban trong slide.

Cac buéc thue hién

Trong bai tap nay, ban dit tiu dé cho slide va thém tiéu dé phu.

10
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1. Nhdy tab Outline [EY trong ngin Outline/Slides, néu can.

2. Trong ngan Slide, nhdy 6 chura c6 van ban Click to add title. Mot khung
xuat hién bao quanh 6 chtra, chi ra rang 6 chira san sang dé¢ dua van ban
vao hay sura doi van ban da c6 trong d6. Mot diém chen xuat hién.

3. G6 Tuyén chon thanh vién méi. Chi ¥ rang vin ban xuét hién dong
thoi trong tab Outline.

4. Nhdy 6 chira vin ban Click to add subtitle. Tiéu dé phu duoc chon.
5. Go Tén cia Ban va nhan Enter.

6. G& Nhém Huén luyén PiL. Cira s6 bai trinh bay s& trong gidng nhu
minh hoa sau:

[E Microsoft PowerPoint - [Presentationd] =12l xl
‘] Fle Edt Wew Insert Format Tooks  Sideshow  Window  Help Type 2 question for help [+
D= gk lo-|m0d = | # B
Outline x
1[E] Tuyéh chon

thanh vién madi

0% - 2 TimeshewRoman ~ 18 ~

£= | [ Desion "I New Slids

Tén claBan
N Hush lyén PIL

Tuyén chon
thanh vién méi

Tén cua Ban

Nhém Hudn luyén Pil.

Click o add notes
Ji=1=- R Y 3] ]
o [ ] aucstenes N N O OB A GRE2-4-A-S=506.

Slde 10f L maple

i#fstart H eSS ”H Beresenta...] Funtited -...| & windows...| Gyrresenta...|[@ipresent. |G GBI 1142am

Thém slide mai

Ban c6 thé nhanh chéng va dé& dang thém slide méi vao bai trinh bay theo hai
cach: nhdy nuit New Slide "“IMew Slide trén thanh cong cu dinh dang hay nhay
1énh New Slide trong bang chon Insert. Khi d6 PowerPoint chen thém slide mai
vao trong ban trinh bay ngay sau slide hién thoi va ngan Slide Layout hién thi
céc slide c6 bd cuc duoc thiét ké san, ban c6 thé ap dung bét ki bd cuc nao trong
s6 d6 vao slide ctia minh. Ban nhdy chudt dé chon mét b cuc cu thé. Tén goi
bd cuc xuét hién khi tré chudt trén do.

B cuc slide tao ra cic slide voi dang vé va churc nang dic biét, chéng han,
chi hién thi tiéu dé trén slide, hay ca tiéu dé va 6 chira cho d6 thi.

Cac buéc thue hién
Trong bai tap nay, ban tao slide mdi va nhap van ban vao do.

1. Nhdy nit New Slide ‘“IMew Slide trén thanh cong cu dinh dang. Mot slide
trong xuat hién sau slide hién thoi trong ngan Slide véi ki€u bo cuc Title
and Text (tiéu d€ va danh siach c6 cham dau dong) va mot biéu tuong

11
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slide m&i xuét hién trong tab Outline. Thanh trang thai hién thi Slide 2 of
2.

2. GO Trién khai ké hoach. Chi y rang slide méi va tiéu dé méi xuét hién
trong ngan Outline khi ban tao ra chung trong ngan Slide.

3. Dong ngan Slide Layout.
Nhap van ban trong ngian Outline

Ngin Outline hién thi vin ban cia bai trinh bay du6i dang dai cuong giéng nhu
céch hién thi outline trong Microsoft Word. Ban c6 thé dua van ban vao slide
trong ngan Outline. Trong tab Outline, van ban ti€u dé€ slide xuat hién bén phai
bicu tugng slide, van ban khac xuat hi¢n phia dudi tirng ti€u dé, dugc tut 1€ vao
mot muc.

Dé nhap vin ban trong tab Outline, nhdy vao chd bat ddu vin ban rdi gd. Khi
lam vi€c trong ngan Outline, ban cling c6 thé tao ra slide mé1 hoac chinh stra
tiéu d¢ va van ban.

Cac buéc thue hién

Trong bai tap nay, ban dua van ban vao slide hién c6, cheén thém slide mai
va thém van ban vao slide d6 trong ngan Outline.

1. Nhay chudt vao viing tréng bén phai tiéu dé cta slide 2 trong ngan
Outline. Diém chen nhap nhay xuat hién.

2. Nhéin phim Enter. PowerPoint thém mot slide mdi vao ngan Slide va mot
biéu tuong slide madi vao ngan Outline véi diém chen canh no.

3. Nhéq Tab. Diém chen tut sang bén phai mot murc va chuyén tir slide 3
tr¢d vé slide 2. Bi€u tuong slide chuyén thanh cham xam nho trong Slide
2.

4. GO Phat trién danh sach cic méi lién hé va nhan Enter. PowerPoint
thém mot chdm dau dong mdi tai cung mirc tut 18. Bé y réng mot khi ban
nhan Enter sau khi g& van ban & muc ¢6 chim dau dong, chdm d6 tro
thanh den va diém chén ty dong chuyén sang dong tiép theo.

5. Go Lap lich bié}l cho nhirng cudc goi dinh ky dén cac thanh vién
twong lai va nhan Enter.

Go6 Thwong xuyén danh gia lai chién lwoc va nhan Enter.

7. Nhdy nit Promote @ trén thanh cong cy Outlining. PowerPoint tao ra
slide md&i véi diem chen ¢ bén phai cua biéu tuong slide.

8. Go Chit lwong dao tao 1a s6 mét va nhin Enter.

9. Nhdy Tab. PowerPoint tao ra muc tut 18 mdi cho slide 3.

10. G Hay sang tao va nhin Enter. Mot chim dau dong méi xuat hién.

12
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11. G6 Kién tri, nhan Enter, va go Luén lac quan.
12. Nhan gitt phim Ctrl va nhan Enter. Mot slide méi xuat hién.

13. Go Tém tat, nhan Enter va nhan Tab. PowerPoint tao ra muc tut 1& méi
cho slide 4.

14. G6 Tao ké hoach phu hop va nhan Enter.

15. G Ludn cap nhit nhimg Kkién thirc méi. Ctra s6 bai trinh bay sé& giéng
nhu minh hoa sau:

lsix
@] Fle Edi View Insert Formst Tools  SideShow Window Help Type aquestion for help | %
DedednEgRY tBRBY o--lOBRS 2| i e Bz
- TmesWewRoman - 32 - B Z U A & A - FDesion Fnewside
& / Outline " siides ',
> Tén clia Ban = S
Nhdim Hun luyén PL Tom 1at

z (] Trigh khai k& hoach
+ Phat righ dank séch cac mai . 2
lién hé = Tap ke hoach phiv hop
« Lgp lich bigu cho nhiing cuic
goi dinh ki &8N cac thanh vien
titing lai
« Thuting xuyén dénh gié lai
chign luioc

*
-
+ = Ludnicap nhat nhirng kién thive maéi

7

2 [ Chat lugng dao tao 1 sé mat
« Hay sang tan
« Kién tri
o Ludn lac quan
+[EJ) 16m tét
+ Tao k& hoach phil hop
« Luén c3p nhét nhiing kién thir
mdi

S| i

Click tn add notes

=
M2 < -]
o[l aostepes- N N OCEHMA G ERE S-4-A-=S=E8F.
Slide 4 of 4 Maple

Hstart||| 1A @ 51 5 V|| Eprese... | @ winda...| Bjprese... |[Eiprese.. §lunte..| LY HM e swsem

Luuy

Néu thanh cong cy Outlining khéng dugc hién thi trén man hinh, nhdy bang
chon View, tro vao Toolbars, va nhay chon Outlining.

Chen slide tir bai trinh bay khac

Ban c6 thé tiét kiém thoi gian trong khi tao ra bai trinh bay bang viéc ding

cdc slide da c6 san. Khi chen céc slide tr mgt bai trinh bay khac, céc slide

tuan theo mau sac va thiét ké cua bai trinh bay hién tai, nén ban khong phai

chinh stra nhiéu.

Cac buéc thue hién

Trong bai tap nay, ban chén thém céc slide tir bai trinh bay nay sang bai

trinh bay khéc.

1. Nhdy Slides from Files trén bang chon Insert. Hop thoai Slide Finder
xuat hién.

2. Nhdy trang Find Presentation, néu can, va nhdy Browse. Hop thoai
Browse xuat hién.
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3. Chon 6 dia cting va nhdy dip thu myc Presentation Practice roi nhay dip
thu muc Lesson02.

4. Nhay tep tin ¢ tieu dé 02 PPT Lesson va nhdy Open. Hop thoai Slide
Finder lai xuat hién.

5. Nhay Display, néu can.

6. Nhdy slide 2, slide 3, cubn sang phai va nhdy slide 4 dé chon céc slide
ban mudn chen vao. Hp thoai Slide Finder giong minh hoa sau:

Find Presentation | Lisk of Favorites I

S~ il Presenitation Practicel esson02\02 FRT Lesson,ppk Browse. .. |
Add ko Favorites | )
Display,
= |l BC
Select slides: I e 2B
Hniding muc G fifn nap Len o Doyt elannsde nede md fdn g
S g el s ok g Lin hch b i Latc i e
hin Cundt Lalnch befu oo bn b Lin
pmirerpiariy Pttt et
o rfg by s rim kém rhing mis kin h:mi
O bl ok alle o2 mghh
tZ. rhdng mgc EiSu hign nayw |3 Lich bigiu |4 Doy bri danh sach cac mi
A | i

[ Keep source Formatting Insert I Insert Al | Close |

7. Nhay Insert. PowerPoint cheén cdc slide da chon vao trong bai trinh bay
moi sau slide hién thoi.

8. Nhay Close. Slide dugc chén cubi ciing xuat hién trong ngin Slide.
Hién thi cac slide trong che d¢ Slide Sorter

Sau khi chen céc slide tir bai trinh bay khac vao trong bai trinh bay hién tai,
¢6 thé ban can bd tri lai cdc slide theo mot trat ty khac dé truyén dat hiéu
qua hon. Thyc hi¢n diéu nay tdt nhat trong ché do hién thi Slide Sorter,
trong ché d6 nay ban c6 thé kéo tha céc slide tir vi tri nay sang vi tri khac.

Cac buére thuc hién
Trong bai tap nay, ban bd tri lai cdc slide trong ché d6 Slide Sorter.

1. Nhdy nit Slide Sorter View 28. B¢ y rang thanh cong cu Slide Sorter
xuét hién phia trén cira s6 bai trinh bay.

2. Nhdy slide 4 ("Tém tit") va kéo tha vao chd trong sau slide 7 ("Duy tri
danh sich cdc méi lién he"). Pé y sy thay ddi cia con tro chudt khi kéo.
Khi tha niit chudt, slide 4 chuyén sang vi tri méi va PowerPoint danh s6
lai céc slide khac trong bai trinh bay.
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3. Kéo hop cudn 1én dinh cta thanh cudn dimg néu can va nhdy slide 4
("Nhitng muyc ti€u hién nay").

4. Kéo slide 4 vao gitra slide 1 va 2.

5. Nhdy dip slide 1 dé tré vé céch hién thi Normal.

Tao thw muc dé lwu bai trinh bay

Dé Iuu bai trinh bay mot cdch c6 to chirc va d& truy cap, ban c6 thé luu giir
chiing trong cdc thu myc tach biét. Chang han, c6 thé lvu giit tat ca bai trinh
bay huén luyén cho chuong trinh PiL trong mét thu muc c6 tén Training.
Néu sau mot thoi gian, c6 qud nhiéu tép tin trong thu muc Training, ban c6
thé tao ra céc thu muc con bén trong thu muc Training véi c4c tén khéc.

Dung nit Create New Folder Ci trén hop thoai Save As dé tao ra thu muc méi.
Trudc khi nhdy nit Create New Folder, ban c6 thé nhdy miii t€n ¢ 6 Save in dé
chon 6 dia ban muon tao thu muc mai.

Cac buéc thue hién

Trong bai tap nay ban tao ra mdt thu muc va luu bai trinh bay hién tai vao
thu muc moi.

1. Nhdy nit Save trén thanh cong cu chuan. PowerPoint hién thi hop thoai
Save As, trong d6 ban c6 thé gd mot tén mai cho bai trinh bay cling nhu
tao ra thu muc méi dé luu gitr nd.

2. Trong hop Save in, chic chén rang 6 dia cling twong (mg dugc chon.

Trong danh sach cédc tén t¢p tin va thu muc, nhdy dap thu muyc
Presentation Practice va nhdy ddp thu muc Lesson02.

4. Nhay nit Create New Folder ['i. Hop thoai New Folder xuét hién. Dé y
rang thu muc ban dang tao ra la thu muc con cua thu myc Lesson(2.
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K

i

Marne: IRecruiting| Cancel

S. GO Recruiting la tén thu muc moi va nhay OK. Recruiting tré thanh thu
muc hién thoi trong hop thoai Save As.

6. Trong hop tén File name, g0 PiLL Recruiting 02.

7. Nhdy Save. PowerPoint luu giir bai trinh bay voi tén méi Pill Recruiting
02, bay gi¢ xuat hi¢n trong thanh ti€éu dé cua so trinh bay, trong thu muc
Recruiting.

Tong ket bai hoc

Trong bai hoc nay, ban da biét cich tao ra bai trinh bay méi bang viéc dung
mau thict ke, dua van ban vao slide, tao ra slide méi, nhap van ban trong
ngan Outline, chén cdc slide tir bai trinh bay khac va bo tri lai céc slide.
Cau héi kiém tra

1. Dé tao bai trinh bay méi bang céch ding mau thiét ké sin trong
PowerPoint ban thuc hién cic buoc gi?

2. Céch dua van van tiéu dé vao mot slide?

3. Néu céch tao ra slide moi?

4. Lam thé nao dé c6 thé di chuyén ca dong vin ban?

5. Ban thyc hién céc thao tdc gi dé chen céc slide tir bai trinh bay khac?
6. Céch di chuyén slide trong ché d6 hién thi Slide Sorter?

Thuc hanh

Bai tap 1: Ban cin tao mot bai trinh bay sir dung mot mau thiét ké voi mot
slide tiéu d€, mot slide mdéi véi tieu dé va ndi dung cham dau dong. Dudi
day 1a ndi dung cua bai trinh bay:

Chuwong trinh tong két huén luyén cong nghé thong tin {tiéu d&)
Ngay thang hém nay {tiéu dé phu}

Chuwong trinh  {tiéu dé}

Gi6i thiéu {chim dau dong}

Thao luan {chdm dau dong}

Tém tit  {chidm dau dong}
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Luu bai trinh bay véi tén Summarizing trong thu muc Lesson02 ndm & thu
muc Presentation Practice.

Bai tap 2: Ban dugc yéu cau gidp dd tao bai trinh bay. Ban bat diu bang
vi€c tao ra bai trinh bay mdi bang mot mau thiét ké voi cac slide sau:

K¢ hoach chién lwoc {tiéu d&}

Nhém dw 4n {tiéu dé phu}

Chu dé {tiéu dé)

K¢ hoach cho thay déi {chim dau dong}

Nhan dién cac rao cin ddi véi thanh cong {cham dau dong}

Thu nhén ki niing va nhén thiee ding  {chim dau dong}

Chen slide 2 ("Nhitng myc tiéu hién nay") vao cudi bai trinh bay tir tép tin
02 PPT Lesson trong thu muc Lesson02 (trong thu muc Presentation
Practice). Chuyén slide nay sao cho né tr¢ thanh slide thir hai.

Luu bai trinh bay 12 Motivate trong thu muc Lesson02 nim & thu muc
Presentation Practice.

Bai tap 3: B phan nhan sy ciia mdt cong ty muon tao ra nhi€u bai trinh bay
de€ nhac nhé cdc nhan vién veé chinh sach lao dong. Bat dau bang vi¢c tao ra
bai trinh bay moéi bang mdt mau thiét ké vdi cac slide sau:

Cong ty Thing Loi {tiéu dé}

Ngay nghi 1€ va thoi gian ca nhan {tiéu dé phy}

Ngay nghi 1¢ {tiéu dé& cua slide Title Only}
Cac ngay nghi 1 chinh thirc {tiéu d& cua slide Title and Text}
Nam méi {chim dau dong}

Ngay ky niém {chiAm dau dong}

Ngay Déc lap {chim dau dong}

Ngay 18 Lao dong {chiAm dau dong}

Ngay 1€ Giang sinh {chim dau dong}

Trong ngan Outline, tao slide méi v6i tiéu d¢é Ngay nghi khac. Roi g6 cdc
khodn muc c¢6 chdm du dong sau trong tab Outline:

Chi danh cho nhén vién cip cao
Séau ngay nghi 1& chinh thirc
Ngay sau ngay 1& Lao dong
Pém Giang sinh

Pém Giao thiwra
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Luu bai trinh bay véi tén Holidays trong mdt thu muc maéi c6 tén Personnel
ma ban s€ tao ra trong thu muc Lesson02 (trong thu muc Presentation
Practice).

Bai tap 4: Tao ban trinh bay khéc cho bd phan nhén sy ciia Cong ty Thang
Loi. St dung cung mau thiét ké nhu bai tap trudc va luu bai trinh bay 1a
Vacation trong thu muc Personnel. Tao ra ndi dung slide nhu sau:

Cong ty Thing Loi {tiéu dé}

Chinh sach nghi 18 {tiéu dé phu}
Nhan vién hanh chinh  {tiéu dé}

it hon 1 nim, 0 ngay {chim dau dong}
Tir 1 t6i 5 ndm, 7 ngdy  {chim dau dong}

Tir 6 t6i 10 nim, 14 ngay {chim dau dong)
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In bai trinh bay

Sau khi hoan thanh bai hoc nay, cic ban sé c6 thé:
B Mo bai trinh bay da co.

B Thém dau trang va chdn trang.

B Xem truwoc bai trinh bay.

B [n bai trinh bay.

Ban c6 thé thém dau trang va chin trang cho cdc slide va in cdc slide, cic
ghi chu cua dién gia, c4c to phat cho ngudi nghe hodc va ban dai cuong. C6
thé dé dang tuy chinh qua trinh in bang cach chon kho gidy, huéng giay,
viing in va kiéu in dé dam bao ding y mudn. Trude khi in, ban ¢ thé xem
trudce bai trinh bay trén man hinh.

M¢ bai trinh bay da c6

Dé mo bai trinh bay di c6, trudc hét ban phai nhan biét tén tép ciia bai trinh
bay va vi tri luu né.

Cac buéc thue hién

Trong bai tap nay, ban m¢ bai trinh bay hién cé va sau d6 luu gitr bai trinh
bay nay voi tén moi.

1. Khoi dong PowerPoint.

2. Trén bang chon View, nhdy Task Pane d€ hién thi ngan cong viéc New
Presentation néu can.

3. Nhdy nit Open = trén thanh cong cu chudn; hodc trong ngin cong viéc
New Presentation, dudi Open a presentation, nhdy More presentations.

4. PowerPoint hién thi hop thoai Open. Trong 6 Look in, kiém tra 6 dia
cung da dugc chon.

5. Trong danh sdch céc tén tép tin va thu myc, nhdy dip thu myc
Presentation Practice va sau dé nhdy dip thu muc Lesson03. Cudi cung
nhdy chon 03 PPT Lesson.

6. Nhéy Open. PowerPoint hién thi bai trinh bay 03 PPT Lesson trong ché
d6 Normal.

7. Nhdy Save As trén bang chon File. Hop thoai Save As xuét hién. Kiém
tra dé chac chan thu muc Presentation Practice xuat hi¢n trong 6 Save in.
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8. Trong 0 File name, go PiL Recruiting 03 va nhdy Save. PowerPoint luu
gitlr bai trinh bay va thanh tiéu dé thay doi sang tén mdi.
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Néu ban khong thé nh¢ dugce tén cua tép tin bai trinh bay nhung ban biét
mat phan cuia tén hay phan nao d6 ndi dung cua nd, ban c6 thé tim bai trinh
bay c6 chtra m0t phan cua tén tép tin hay nhitng tir xac dinh trong tép tin dé
bang tinh nang tim kiém cua PowerPoint.

Cac budc thuc hién

Trong bai tap nay, ban tim mdt bai trinh bay dung ngédn cong viéc Basic
Search:

1. Trén thanh cong cu chudn, nhdy nit Search | Ngan cong viéc Basic

Search xuat hién. Néu ngan Advanced Search xuat hién, nhdy Basic
Search tai ddy ctia ngan cong vi¢c nay.

2. Trong 6 Search, gd van ban dé tim céc t&p tin ban mudn tim.

3. Nhdy miii tén = & 6 Search in dé chon cdc vi tri tim kiém hay chon
Everywhere dé tim tat ca cac t€p tin trong mdy tinh cta ban.
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10.
11.
12.

Duyét lai va chia sé bai trinh bay

Nhéy mili tén = & 6 Results should be va chon kiéu khoan muc can tim
hay Anything dé tim tat c4 céc kié€u tép tin.

Nhéy Advanced Search tai ddy cta ngin cong viéc Basic Search dé hién
thi ngan Advanced Search.

Nhay miii tén xuéng Property. Hop Property hién thi cdc tinh chét trong
bai trinh bay hién dang mé.

Chon mdt tinh chét trong danh séch, hay g6 tén tinh chét ban dang tim.
Trong 6 Condition, chon diéu kién tir danh séch, hay gd mdt diéu kién.
Trong hop Value, g6 gi4 tri lién két véi didu kién nay.

Néu tiéu chi tim trudc van con, nhdy And hay Or dé két hop cdc tiéu chi.
Nhiy Add dé thém tiéu chi tim.

Nhay Search. PowerPoint tim cic tép tin trong cic thu muc da chon. Khi
viéc tim kiém hoan tat, PowerPoint hién thi cdc tép tin ddp (mg tiéu chi
tim kiém trong ngan Search Results. Ban c6 thé nhdy dip cic tép tin
trong Search Results d&¢ m¢ ching.

Thém diu trang va chan trang

Trudc khi in két qua, ban <0 thé bd sung thém dau trang hay chén trang. Pau
trang va chan trang s& xudt hién trén moi slide, to phat hay trang ghi chu.
Pau trang va chan trang chira cic thong tin c6 ich vé bai trinh bay, nhu tén
tac gia hay co quan, ngay va gid va sb trang hay sb slide. Ban c6 thé c¢6 cic
dau trang va chan trang khic nhau cho cic slide va cdc to phat va luu y. Ban
thém dau trang va chan trang cho céc slide bang 1énh Header and Footer
trong bang chon View.

Cac buéc thue hién

Trong bai tip nay, ban thém dau trang va chin trang cho bai trinh bay.

1.

Trén bang chon View, nhdy Header and Footer. Hop thoai Header and
Footer xuat hién véi tab Slide.

Nhéy 6 Footer va gd Nhém huén luyén PiL. Trong hop Preview, hinh
chit nhat den trén cho ctia chan trang trén slide dugc to6 dam.

Nhdy trang Notes va Handouts. Thiét dit dau trang va chin trang cho
cdc trang ghi chud va td phat xuat hién. Tat ca bon 6 dugc chon.

Nhay hop Header va gb Tuyén chon thanh vién moi.
Nhay hop Footer va go Nhém huén luyén PiL.

Xo4 ddnh diu ¢ 6 Date and Time. PowerPoint dua dau trang, chin trang
va sO trang vao tung to ghi chu hay to phét.

21



Tao bai trinh bay voi Microsoft PowerPoint

Slide | Motes and Handouts I

—Include

Apply ko Al

dii

[ Ltnmatically Apply
[12/11/2005 =] Cancel
Lanauage: Calendar bype:
IEninsh (5.0 ﬂ IWestern ﬂ
- i:iEEd Prewisw
[ slide umber

¥ Foater

INhD’m hwdn luyén PiL

[ Don't show on title slide

7. Nhay Apply to All. Thong tin dau trang va chan trang duoc 4p dung cho
moi slide, trang ghi chu va to phét.

Xem trwoéc bai trinh bay

Print preview cho kha ning xem trudc ban trinh bay s& trong thé nao trudc
khi in né. Trong khi xem trudc in, ban c6 thé chuyén giita céc cach hién thi
khdc nhau, nhu ghi ch, slide, dai cuong va to phat, va thay d6i chleu in.
Néu ding mdy in den trang dé in ban in mau, ban can klem ching rang ban
trinh bay dugc in s€ dé doc bang cdch xem trudc slide mau & ché d6 thuan
den trang hay xam.

Pure Black and White hién thi mau du6i dang den tring, trong khi
Grayscale cho hién thi mau theo d6 xdm. Néu muén thay doi slide khi xem
dudi dang den trang, ban c6 thé thay d6i mau sang den tring trong ché do
hién thi Normal.

Cac buéc thue hién

Trong bai tap nay, ban xem trudc ban phat cua bai trinh bay, xem céc slide
theo Grayscale va Pure Black and White va sau d6 thay doi cach hién thi cac
slide voi mau den va trang.

1. Trén thanh cong cu chudn, nhdy nit Print Preview (2. Man hinh chuyén
sang ché dd xem trudc in va hién ban trinh bay theo thiét dit da dugc
chon.

2. Trén thanh cong cu Print Preview, nhdy miii tén trong 6 Print What va
nhdy Handouts (2 slides per page). Man hinh xem trudc hién thi bai trinh
bay theo dinh dang t& phat vdi hai slide trén mot trang.
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3.

4.

S.

6.

7.

8.

9.

Duyét lai va chia sé bai trinh bay

uiting 03 ppt [Previ

Tuyén chon

thanh vién moi
Tén clia ban
Nhom huan luyen Pilt

Print: Page 1 of 7

ot | A @ 59 B 7| B | Bt | Fjons | Epo.. [[Fp . e EJ S seem

Trén thanh cong cuy Print Preview, nhdy Options, tro vao Color/
Grayscale va nhdy Grayscale. Man hinh xem trudc hién thi bai trinh bay
theo ti 1€ xam.

Trén thanh cong cu Print Preview, nhay nit Next Page (4. Man hinh
hién thi to phét tiép theo.

Pua con tré chudt vao ving xem trudc (con tro ddi thanh kinh lip voi
dau cong) va nhdy vao slide. Man hinh phéng to slide.

Pua con tré chudt vao ving xem trudc (déi thanh kinh ldp véi dau trir),
va nhdy vao slide. Slide thu nho tré lai.

Trén thanh cong cu Print Preview, nhdy nit Previous Page C4. Man hinh
xem trudc hién thi to phat trude do.

Trén thanh cong cu Print Preview, nhdy nit Close Preview =58  Man
hinh xem trudc dong lai va slide xuat hién trong ché do hién thi trudce.

Nl}éy nit Normal View [E, néu can, va nhdy tab Slides dé hién thi cac
biéu tugng slide trong ngan Outline/Slides.

10. Trén thanh cong cu chuan, nhdy nut Color/Grayscale B va nhdy

Grayscale. Slide chuyén tir mau sang ché do xdm va thanh cong cu
Grayscale View hién ra. Ban van c6 thé thdy céc biéu tuong slide mau
trén tab Slides, lam dé dang viéc so sanh slide mau vdi slide den trang .

11. Trén thanh cong cu chudn, nhdy nit Color/Grayscale & va nhdy Pure

Black and White. Slide hién thi theo thuan den tring.

12. Trén thanh cong cu Grayscale View, nhdy niit Setting ***M"37 vi nhay

Black with Grayscale Fill. Nén slide doi tir tring sang xdm.

13. Trén thanh cdng cu Grayscale View, nhdy nut Setting %M~ va nhay

White. Nén slide tro lai mau tréng.
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Microsoft PowerPoint - [PiL Recruiting 03.ppt]
] Fle Edit Yiew Insert Fogrmat ool SigeShow  Window  Help preview

Dedea SRY 2R n-“'ﬂD%Zl ¥ = s - 2.
A gues\qr\ SItiew Slide

Nhung muc tiéu hién nay

+ 1 | & |8 4

» Xay dung chién ludc dé hoat déng
t6t hon

» Phat trién k&€ hoach c& nhan
* Hoc nhi’ng k¥ nang mdi

SR e |

Nhém hudn luyén PiL

14. Trén thanh cong cu Grayscale View, nhdy nut Close Black and White
View. Slide chuyén tré vé mau.

In bai trinh bay

Ban c6 thé in bai trinh bay PowerPoint ctia minh theo nhiéu cich: nhu slide,
ghi chii ctia dién gia, t& phét cho thinh gia, hay ban dai cuvong. PowerPoint
gitip viéc in bai trinh bay duoc d& dang. Kiéu mdy in - mau hoic den tréng -
dugc ty dong phat hién va in phién ban thich hop cua bai trinh bay. Chang
han, néu chon mdy in den tring, bai trinh biy ctia ban s& dugc dit dé in theo
do xam (grayscale).

Trong hop thoai Print, ban c6 thé chon mdy in hay tiy chon dé in tép tin.
Ban dat mién in, xac dinh céc slide can in, v.v.

Bang viéc nhay miii tén trong 6 Print what trén hop thoai Print, ban c6 thé
chon in bai trinh bay véi mot trong bon kiéu:

= Slides In céc slide nhu chiing xuat hién trén man hinh, mdi to mot trang.
Ban c6 thé in slide trén phim dé sur dung véi may chicu hat.

=  Handouts In mot, hai, ba, bén, séu hay chin slide trén mot trang.
= Notes Pages In ting slide v&i ghi chi ctia dién gia trén dé.

* Outline View In ban dai cuong v6i dinh dang tuong tng thiég dat theo
cach hién thi hién thoi. Nhitng gi thay trong tab Outline 1a di€u thu duogc
0 ban in.

Vi du vé tung ki€u in dugc néu dudi day.
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Tuyén chon
thanh vién moi

Tén clia bam
Nihem huzmn [uyen Pilt

Slide (nam ngang)

Turen chm thinb i oxil

Tuyén chon
thanh vién moi

ihombum lups FIL |

Trang luu y
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Trang Pai cuvong

Béng viéc nhay miii tén trong 6 Color/Grayscale trén hop thoai Print, ban c6
thé chon in bai trinh bay v4i mot trong ba tuy chon mau:
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Duyét lai va chia sé bai trinh bay

Color Dung tuy chon nay dé in bai trinh bay theo mau trén m4y in mau.
Néu chon mdy in den tring véi tity chon nay, bai trinh bay in ra & ché
do xam.

Grayscale Diing tity chon nay dé in bai trinh bay ¢ ché d xam trén
mady in mau hay den trang.

Pure Black and White Dung tity chon nay dé in bai trinh bay & ché d¢
den trang khong xdm trén mdy in mau hay den trang.

Cudi cung, tai ddy ctua hop thoai Print, ban c6 cdc tly chon sau dé ning cao
chat lugng ban in:

Scale to fit paper Dung tuy chon nay dé ddi ti 1¢ slide cho khop voi c&
giay trong mdy in néu gidy trong mdy in khong tuong ung voi kich ¢
slide va thiét dat chiéu giay.

Frame slides Ding tily chon nay dé thém khung quanh slide bai trinh
bay khi ban in.

Include comment pages Ding tity chon nay dé in bat ki chd thich nao
da dugc cheén thém trong toan bd bai trinh bay.

Print hidden slides Dung tiiy chon nay dé in tit ca céc slide an.

Cac buére thuc hién

Trong bai tap nay, ban xem lai cac kiéu va tuy chon in ra. Roi ban in slide
bai trinh bay, to phat cho thinh gia, va ghi chi dién gia.

1.

Nhdy Print trén bang chon File, (néu hop thoai Print chua dugc hién thi).
Hop thoai Print hién ra.

Print EE|
Prinker
Mame: |hp officejet g series j Properties
Status: Ide - -
Type: hp officejet g series Find Printer ...
Where: OfficeletGas
Comment: [~ Print to File
Print range Copies
fs all " Current slide Mumnber of coples
J |
" slides: |
Enter slide numbers andjor slide ranges. For example,
1,3,5-12
v Collate
Print what:
Slides - |
Colorfgrayscale: = e )
[
Grayscale -
[ Scale ta fit paper r
[ Frame slides
[ Include comment pages
Preview Ok | Cancel
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2. Nhay chon Current slide trong Print range.
3. Nhdy mii tén trong 6 Print what va sau d6 nhdy Slides.

4. Nhdy mii tén trong & Color/Grayscale va chon Grayscale, réi nhdy OK.
PowerPoint hién thi slide hién thoi trong bai trinh bay. Mot biéu tugng
mdy in nho trén thanh trang thdi cho biét trang thai in.

S. Nhay Print trén bang chon File. Hop thoai Print hién ra.
6. Nhay miii tén trong 0 Print what va sau d6 nhdy Handouts.

7. Nhdy mui t€n trong 0 Slides per page va nhdy chon 2. Pé y rang
PowerPoint ddnh dau 6 Frame slides khi ban chon to phat.

8. Nhdy OK. PowerPoint in slide nhu céc to phat.
9. Trén bang chon File, nhday Print. HOp thoai Print hién ra.
10. Nhdy miii tén trong 6 Print what va nhdy Notes Pages.

11. Nhay tiry chon Slides trong 6 Print range. Diém chén xuét hién trong hop
pham vi canh tuy chon Slides.

12. Go 1-3, 5. PowerPoint s€ in cac trang ghi chd 1 t61 3 va 5.
13. Nhdy OK. PowerPoint in trang ghi chi 1, 2, 3, va 5.

Luuy

Moi mdy in in van ban va dd hoa khéc nhau chit it. PowerPoint dat ¢ slide
theo mdy in ban chon. Dung phong chit TrueType, PowerPoint cho phép ban
in bai trinh bay trén cdc mdy in khéc véi ciing két qua tét. Khi ban in bai
trinh bay v6i phong chir nay, PowerPoint giam hay tang kich ¢ cua van ban
trong bai trinh bay cho tirng mdy in dé c6 két qua nhét quén.

Ban c6 thé luu giit slide nhu hinh anh dé ding trong cdc chwong trinh khdc.
Hién thi hay chon slide ban mudn luu giit, va nhdy Save As trén bang chon
File. Trong hop Save As Type, nhdy Windows Metafile, va nhdy nut Save.

BAy gid ban c6 thé chen slide nhu ban mudn bat ki hinh anh nao.

Tong két bai hoc

Bai hoc nay cho biét cich mé bai trinh bay da c6, thém vao dau trang va
chan trang, xem trudc céc slide, va in bai trinh bay.

Cau hoi kiém tra
1. Neéu thao tic ddi sang ché do hién thi Pure Black and White?

2. Boén tiy chon c6 thé x4c dinh trong phan dau trang hay chan trang 1a gi?
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3. Cho biét c4c kiéu in ban trinh bay?
4. Ban in to phdt voi bdn slide trén mot trang cho thinh gia nhu thé nao?

5. Lam thé nao dé xem trudc dai cuong ban trinh bay trudc khi in?
Thuc hanh

Bai tap 1: Mo bai trinh bay PiL Recruiting 03 ¢ thu myc Lesson03 duoc dat
trong thu muc Presentation Practice va in hai slide cho m6i mot trang ma
khong dung khung.

Bai tap 2: Mo bai trinh bay PiL. Recruiting 03 ¢ thu muc Lesson03 dugc dat
trong thu muc Presentation Practice va in cac to phét cho thinh gia str dung
sdu slide theo & ché d6 xdm dbi véi mot trang theo thir tw chiéu dimg.

Bai tap 3: Mo bai trinh bay Holidays ban da tao ra trong Bai tap 3 cho Bai
hoc 2. Thém chan trang cho tat ca cdc slide dé hién thi ngay thang (chon tiy
chon ngay thang cap nhat tw dong), s slide, va vian ban chan trang Cong ty
Thing Loi. D6i véi cdc chd ¥ va trang tin thong bdo, thém dau dé c6 chira
ngay thang (cap nhat ty dong) va dong chit Ngay nghi 1€ va Thoi gian ca
nhan, va chén trang voi dong chit Cong ty Thing Loi.

Bai tap 4: Mo bai trinh bay Holidays va hién thi bai trinh bay nay trong
Print Preview. D04i sang cédch hién thi Outline. Phong to dé xem dau trang va
chan trang. In ban trinh bay nay nhu ban dai cuong.

Bai tap 5: Mo bai trinh bay Vacation ban da tao ra cho Bai tap 4 trong Bai
hoc 2. Hay hién thi cdc slide trong ché d6 Normal va Pure Black and White.
Doi céch hién thi sang Grayscale. In trang luu ¥ theo ti 18 xdm v&i khung
bao quanh trang.
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Chinh siwra van ban tren slide

Sau khi hoan thanh bai hoc nay, ban sé c¢é thé:

B Nhdp van badn vao slide.

W Diéu chinh vi tri cdc déi twong van bén va dinh dang vin bdn
B Thay déi khong gian va cin 1é vin bdn.

B Tim kiém, thay déi vin ban va phong.

PowerPoint cung cap nhiéu lya chon khic nhau dé dwa van ban vao slide: O
chtra viin ban diing cho viéc thém tiéu dé va phu dé, nhin ding cho céc doan
ghi chi va cdc 6 vin ban cho ndi dung 16n hon. Ban ciing ¢6 thé nhiing vin
ban vao cac dbi tuong nhu vong tron, hinh chit nhat, v.v.

Trong bai hoc nay, ban s€ hoc cidch nhap van ban vao slide, diéu chinh vi tri
doi twong, thay doi cach the hién van ban, tim kiém va thay thé van ban, doi
phong, v.v.

Thém van ban vao slide
Thong thuong trén slide c6 sin cdc 6 tiéu dé va 6 chira van ban dénh diu
dau dong dé ban dua vao cic y tuéng cia minh.

Ban da biét cdch thic dua van ban vao cic 6 chira van ban trong mot bai
hoc trudc. Vé ban chit, 6 chira van ban 1a céc ddi tuong duoc thiét ké sén,
voi vi tri va kich thude cho trudc, sin sang dé ban dua van ban vao (mac du
ban c6 thé x6a hodc chinh stra cdc 6 chira vin ban). Ngoai ra con cé cac
cich sau ddy dé thém vin ban vao cdc silde:

=  Dung nit Text box = trén thanh cong cu Drawing.
=  Gian vin ban vio cdc ddi tuong duge v& bang cdc cong cu Drawing.
=  Chen van ban dudi dang WordArt (str dung nut Iénh WordArt 41).

Ban dung nit Text box =l trén thanh céng cu Drawing dé thém céc 6 van
ban. O van ban cling thuong dugc dung dé chi gidi hoac chira ndi dung phu.

Ciing c6 thé thay ddi cdc 6 vin ban duoc tao ra bang nit Text box = dé c6
vi tri, kich thudc thich hop, tu dong ngat dong hay phdng chit tuy chon, v.v.

Luuy

Van ban ban tao ra trén slide sir dung cong cu Text Box = khong xuét hién
trong ngan Outline. Chi ¢6 nhitng van ban dugc nhap vao 6 chira van ban
m&i xuat hién trong ngan Outline.
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Cac buéc thue hién

Trong bai tap nay, ban s€ thém van ban vao mgt 6 chura van ban, sau d6 tao
0 van ban bang Text box =)

1.

8.

9.

Khéi dong PowerPoint, mé thu muc Lesson04 trong thu muc
Presentation Practice, ro1 mo tap tin 04 PPT Lesson va luu voi tén
Thuc_hanh 04.

Kéo thanh cudn d¢ hién thj slide 5.
Nhdy ngay sau tir cdch trong doan thir nhat.

Nhan phim céch, sau d6 g tir lam ngwoi. Poan van s€ nam trong 6 chua
van ban, man hinh s€ nhu sau:
sl

@] Fle Edi View Insert Formst Tools  SideShow Window Help

&
@
o ® | Hoc tap trong lich str...

o Viéc hoc xoay quanh hoc cach sbng,
hoc vé& cach lam nguai

o Khi x& hgi tré nén phu:c tap, mét sé loai
hinh trwdng hoc bat dau xuat hién

o X4 héi phong kién sé‘rr] dua viéc day va
hoc tré thanh mét chuan muc

o Hé théng thi ¢t quan truirng xudt hién

e
i

[ |

=]
=

wil ﬂ\chckmadd notes
doaw [ | steshepes~ N WO OB A B S-L-A-==E0a.
Slide 4 of 12 Echo
start||| 1A @ (515 || Byry computer [EMicrosoft PowerPoint . S@E  soeem

Nhdy bt ky vi tri no bén ngoai 6 bao quanh dé bo lwa chon ddi tuong
van ban.

Trén thanh cong cu Drawing, nhay Text Box &, con tro chuyén thanh
miii tén nguoc.

Dit con trd nam chinh giita phia dudi slide. Nhdy va kéo tha chudt dé
tao 0 van ban. Mot 6 rong c6 duong vién ké nghiéng mau xdm xuat hién
voi diém nhdy dé nhap van ban vao.

Nhép Méi truong hoc tip méi dwgce trinh bay trén slide 11. Man hinh
giong nhu thé hién ¢ trang sau.

Nhdy vao vung trong bén ngoai dé bé chon 6 van ban.

10. Nhdy vao nit Next Slide ¥ ¢ thanh cudn doc dé t6i slide 9.

11. Trén thanh cong cu Drawing, nhay nit Text Box =)
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[El Microsoft PowerPoint - [Thuc_hanh_04.ppt] T fd 5[

‘@] Fle Edt Yiew Insert Format Tooks  SideShow Window Help Type aquestion forhelp = X

DEHRY[ERY s mAT o- o [MOBR | FUH 18
ol 1z [ BH = §§1§E = A 2| =35 | A - Hpesion (TINew Side 1= |
=y - .

T,

B | e o e | Hoc tap trong lich str...

£+

o Viéc hoc xoay quanh hoc cach séng,
hoc vé cach lam nguoi

o Khi x& héi tré nén phirc tap, mét 56 loai

hinh trugrng hoc bat diu xuat hién

o X3 hai phong kién so'm dua viéc day va
hoc tré thanh mét chuan muwe

o Hé théng thi ctr qua trwong xuat hién

!

HME! trrdng hoc tap md duo trink bay trén slide 11

= =
ﬂ|chckmadd notes =)
o[l ] auoshenes- S N DJCEHA G EE S-L-A-==2B8@ .,

Slide 4 of 12 Echa

i start “ T @ B ”H (3 My Computer | & urtitled - Paink | B Presentation_,.. |Mi(rusnl’t Po. |GG siam

12. Pua con tro chudt xuéng dau ddu dong cubi cling, khoang giita muc
duoc danh ddu dau dong véi ddy cua slide, sau d6 kéo tha chudt dé tao 6

van ban. Khi tha chudt, 6 c6 vién ké nghiéng xuét hién, sin sang dé nhap
van ban.

13. G Hoc tap 12 bi quyét ciia thanh cong. Chiéu rong 6 khong thay doi
nhung khi chir duge dua vao, chiéu dai 6 tu dong tang cho phi hop. Cura
sO trinh bay s€ thé hién nhu minh hoa sau.

=lex|
. File Edit view Insert Format Tools  Shide Show  Window Help Type a question For help &%
DBEInJ!iSﬁJ séaga«ammgmng s
- B[f]u s E = EE - [ Design “TINew Side

e o e | Hoc tap trong xa hoi tri thie

o Trong xa hoi phat trién co thém cac co
cau dao tao va giang day v& céc nghé
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14. Nhdy vao khoang trong bén ngoai dé bo chon d6i twong vin ban.
Piéeu chinh vi tri van ban

Sau khi khéi tao, ban c6 thé di€u chinh vi trf cia van ban trong cdc doi
tuong. Ban hoan toan kiém soat dugc vi¢c dat van ban trong PowerPoint,
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diéu chinh ddi tugng vin ban cho khép véi s6 luong ky tu hay vira véi kich
thude cia doi tugng

Cac buéc thue hién

Trong bai tap sau, ban s€ diéu chinh déi tugng van ban va 6 chtra van ban.

1.

2.

9.

Trén slide 9 nhdy 6 van ban phia dudi, sau d6 nhdy vao duong vién dé
chon 6 van ban.

Nhay 1énh Text Box trén bang chon Format. Hop thoai Format Text Box
xuat hién.

Nhay trang Text Box.

Format Text Box

Colors and Lines I Size ] Position I

Text anchor paink: |Top
Internal margin

Left: o.1" E|: Top: 0.05" =

Right: o1 = Enttomn: 0.05"

v “Ward wrap text in SutoShape
v Resize Autoshape ko fit text
[ Rotate kext within AutoShape by 90

o4 I Cancel | |

B¢ dét} chon & 6 Word wrap text in AutoShape va nhdy OK. O vin ban
thay do6i kich thude cho phu hgp véi van ban.

Nhay niit Undo 3 trén thanh céng cu chuan.

Pua con tro téi dau doan gach dau dong cudi trong slide 9 va nhay
chuot.

Nhay Placeholder trén bang chon Format. Hop thoai Format AutoShape
xuat hién.

Nhdy trang Text Box. Chon 6 Resize AutoShape to fit text, sau d6 nhdy
OK.

Nhdy chudt vao mot viing tréng bén ngoai dé thodt ché d6 6 vin ban.

Pinh dang phong chir

Sau khi dd nhdp thong tin xong, ban c6 thé thay dbi dinh dang ctia chir viét
nhu phong, ¢& chit, kiéu chir hay danh s tht ty hodc hoa thi, v.v... bang
cdch danh diu doan van ban rdi nhdy céc nit trén thanh cong cu dinh dang.
Ban c6 thé thém céc s thir ty cling nhu cdc dau dau dong cho mot doan vin
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ban. Khi thém hay b6t mot s6 thir tu thi Power Point s& tu dong chinh lai thi

tu.

Cac buéc thue hién

Trong bai tip nay, ban s& thém va bot phan vin ban, danh sb, dién dau dau

dong va dinh dang chir viét.

1. Nhdy vao vién ctia 6 van ban danh du khuyén tron trén slide 9 dé chon
0 ¢6 chira doan van ban.

2. Trén thanh cong cu dinh dang, nhay nit Bullets "=. Déu diu dong cua
cac dong van ban bién mat.

3. Trén thanh cong cu dinh dang, nhay nit Numbering = dé chuyén diu
dau dong thanh so thir ty. Poan van ban chuyén thanh mdt danh siach c6
56 thir tu.

4. Trén thanh cong cu dinh dang, nhay nit Bullets "= l4n nita. Poan van
ban chuyén thanh mét danh sach c¢6 dau dau dong ¢ dau.

5. Nhdy niit Next Slide ¥ trén thanh cuén dtmg dé chuyén sang slide 10.

6. DPua con tro t6i gn vi tri vién khung vin ban cho t&i khi con tro chuyén
sang dang con trd lya chon (cé dang %) va nhdy chuot. Mot khung vién
quanh vung van ban thé hién khung van ban da dugc chon.

7. Nhdy nut Italic f trén thanh cong cu dinh dang. Chi trong van ban
dugc chon chuyén sang chir nghiéng.

[E] Microsoft PowerPoint - [Thuc_hanh_04.ppt] 18] x|
] Fle Edt  Wiew Inssrt Fommat Tools  Sldeshow  Mindow  Help Type a question for help = 3¢
DFMERSRAV IiRS - | BTOHAR = |15 gl

a0 - B 7 U g |E] = A A ~ | HDesian Elbew side 1S |

e o o | Nguweoi hoc la trung tam

) Ngu@i hoe tich cwe chi dong trong trao
ddi va truy tim tri thirc

o Day hoc la sy nghiép cua xa hdi va hoc
la sy nghiép ca doi cua moi nguoi

o Phat trién thé&m nhiéu hinh thirc truyén
thu tri thikc qua céng nghé, khang nhét
thiét phai co thay

QA S .
I COrat nhiguhinh thiy M Automatic E
: kién thive cha mol ng
Spmmmmmmmnmeny MM EDENEE|
COmE
|
e | ek to ac n More Colors..,

Coran~ [ ] Autoshapes- . N OB 4l 2 M & - LA -

slide 10.of 12 Echo

iHlstart “ 1] @ 31 &5 ”H [Ggmy Compter | $junttied - pant | Ejeresertation... |[Emicrosoft o | B GME L] st

8. Trén thanh cong cu dinh dang nhdy nit Decrease Font Size & dé giam
c0 chir xudng 20.
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9. Trén thanh cong cu Drawing, nhdy miii tén bén canh nit Font Color =
Mot bang chon mau chit hién dung dugc hién thi. Chon mau xanh. Mau
phong trong 6 van ban doi sang mau xanh.

10. Chon cac ttr hinh thirc hoc.

11. Trén thanh cong cu dinh dang, nhdy ndt Italic £ . Vin ban chuyén vé
dang khong in nghiéng.

12. Nhdy vao ving trong ngoai 6 van ban dé thodt ché do lua chon 6 vin
ban.

Thay doi khoing cach doan van va can lé

PowerPoint cho phép ban thay doi vi trf vin ban trong khung vin ban dugc
chon. Ban c6 thé can 1 van ban thang trai, phai hodc gitta khung vin ban.
Ban cin thang hang cho vin ban bang cich chon vin ban, sau d6 nhdy cic
nit can 18 trén thanh cong cu dinh dang.

Ban ciing c6 thé diéu chinh khoang cach giita cic dong va giita cdc doan vin
ban bang cdch chon phan vin ban, nhay nit diéu chinh khoang cich céc
dong (tang hay giam khoang cach doan van) trén thanh cong cu dinh dang
hay stir dung I€nh trén bang chon Format.

Cac buéc thue hién

Trong bai tap nay, ban s€ can I¢ cho mot doan van ban dugc chon, gidm
khoang céach gitta cidc doan va di€u chinh khoang céch gitra cidc dong:

1. Chon khung vin ban phia cudi slide 10.

2. Nhay nut Center = trén thanh cong cu dinh dang. Van ban trong viing
duoc chon dugc can gitra.

3. Nhdy chudt vao mot viing tréng mgoai 6 van ban dé thodt ché do lua
chon 6 van ban.

4. Trén slide 10, nhdy vao vién cua 6 van ban dé chon.

5. Nhdy ntt Toolbar Options > & cudi thanh cong cu dinh dang, tro toi
Add or Remove Buttons, va sau dé tré vao Format. Mot danh sach cac
nit dugc st dung d¢ dinh dang van ban xuat hién.

, .= . R axe 4 o A
6. Chon ntt Decrease Paragraph Spacing += trén danh sach dé dat n6 xuat
hién trén thanh cong cu. Dau chon xuat hién bén canh nat I€nh.

7. Nhdy nit Toolbar Options v dé doéng danh sich.

8. Trén thanh cong cu dinh dang, nhdy niit Decrease Paragraph Spacing
i=. Khoang céch giira cdc doan van ban giam 0,1 dong tir 1,0 xubéng

0,9.
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9. Nhay chudt vao mot ving trong ngoai 6 vin ban dé thoat ché do lyua
chon 6 van ban.

10. Nhdy vién cta viing vin ban dénh dau dau dong trén slide 10 dé lya
chon né.

11. Trén bang chon Format, nhdy Line Spacing. Hop hoi thoai Line Spacing
xuat hién.

12. Nhay nut hinh mui tén dudi 6 Before Paragraph cho toi khi s6 0,1 xudt
hién r6i nhdy OK. Khoang céch gilra cidc doan van ban da giam 0,1

dong.

Line spacing

08 3 |tnes ~|
Before paragraph

= [ires ]
After paragraph

|III il |Lines ﬂ
| (0] 4 | Cancel | Previgm

13. Nhdy chudt vao mét viing trong ngoai 6 vin ban dé thodt ché do lua
chon 6 van ban.

Luu y

Ban c6 thé thuc hién moi thao tic chinh stra néi trén cho bat cir ving soan
thdo nao, ké ca tiéu de€, vung van ban,v.v.

Tim va thay thé viin ban va phong chir

Lénh Find and Replace trong bang chon Edit cho phép tim va thay d6i diy
céc ky tu nhat dinh trén slide. Lénh Find gitp tim, xdc dinh vi trf va s lan
duoc str dung mot tir hodc mdt cum tur. Lénh Replace x4c dinh vi tri va )
lan dugc sir dung mot tir hodc mot cum tir nhat dinh sau d6 thay thé bang
mot tir hodc mot cum tir khéc. Ban c6 thé thay thé tung lan don 16 tai tung vi
trf nhat dinh hodc thay thé mot 1an cho tat ca cdc tir va cum tir dugc dung.

Pé tim kiém mot cum tir xdc dinh, ca cum tlr, hodc chi mot bd phén cta cum
tir, hay gidng hét vé dinh dang chir, ban danh diu vao céc Iira chon tuong
ung trong cic hop thoai Find va Replace. Lénh Replace Fonts trong bang
chon Format cho phép thay thé dinh dang phong chi ctia toan bo bai trinh
bay.
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Cac buéc thue hién

Trong bai tip nay, ban sir dung 1énh Replace dé tim va thay thé mot tir va
sau d6 thay thé mot phdng chir.

1. Nhdy Replace trén bang chon Edit. Hop hoi thoai Replace xuét hién.
2. Nhdy 6 Find what r6i go hiéu biét.

3. Nhén phim Tab, hoic nhdy 6 Replace.

4. G0 tri thire.

Find what:
| higl biét| =

Replace with: Clase: |
ftri thire E e |
[ Match case

= Find whole words only Replace Al |

5. Nhay Find Next. PowerPoint tim va danh dau tir hiéu biét trén slide 2.

6. Nhdy Replace. Mot hdp canh bdo xuat hién thong bio PowerPoint di tim
xong.

7. Nhay OK, rdi nhdy Close trong hop hoi thoai Replace. Hop hoi thoai
Replace dong lai.

8. Nhdy chudt vio mot viing trong ngoai 6 vin ban dé thodt ché do lya
chon 6 van ban.

9. Nhdy Replace Fonts trén bang chon Format. Hop héi thoai Replace Font
xuat hién.

10. Nhdy nut hinh mii tn trong canh 6 Replace r0i chon Tahoma va nhdy
nit hinh mii tén trong 6 With r6i chon Arial.

11. Nhdy Replace. Toan b vin ban c6 phong Tahoma duoc chuyén sang
phong Arial.

12. Nhdy Close trén hop hoi thoai Replace Font.

Kiém tra chinh ta

Chirc nang kiém tra chinh ta cia PowerPoint s& kiém tra chinh ta trén toan
bd vian ban ké ca hinh chiéu, dé cuong, trang ghi chd, to roi. Dé gitdp ban
nhan biét cdc tir sai chinh ta hay cdc tir khong c6 trong cdc tir dién duoc cai
dat véi PowerPoint, céc tir 6 dugc gach chan mau dé. bé tit chuc nang
nay, ban can bo ddnh diu chon Check spelling trén trang Spelling and Style
cua hop thoai Options (xuét hién khi nhdy bang chon Tools).

Ngoai tiéng Anh, PowerPoint cling dugc 18p trinh v&i mot s6 bd tur dién
khéc nén ban cé thé duoc kiém tra cic bai trinh bay soan véi mdt sO ngdn
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ngit khdc. Tuy nhién, PowerPoint chua c6 tir dién kiém tra chinh ta tiéng
Viét.

C6 hai céch dé chira 18i chinh ta trong vin ban. Ban c6 thé st dung nit
Spelling trén thanh cong cu chuan dé kiém tra toan bd vin ban hodc khi gip
mot tir bi gach chan do, ban nhan chudt phai lén tir d6 va chon céch viét
ding trén danh sich goi y cua Power Point.

Tong ket bai hoc

Bai hoc nay huéng dan cdch thém vin ban vao slide, thay doi vi tri cia 6
van ban, dinh dang phong chit, can 1€ va khoang céch, tim va thay thé ky tu
va phong chit, kiém tra chinh ta trén van ban.

Cau héi kiém tra

1. Lam thé nao dé tao mot 6 vin ban tu dong ngét dong c6 chiéu rong 1a 2

inch?
2. G& bo sb tht ti va dién ddu diu dong cho mét danh sach nhu thé nao?
3. Thuc hién cdc thao tic gi dé d6i mau phong chir?
4. Piéu chinh khoang cich dong ciia doan vin ban 1én 1,3 nhu thé nao?
5. Tim va thay thé mét tir nhu thé nao?
Thuc hanh

Bai tap 1: Mo t¢p tin Thuc_hanh_04 trong thu myc Lesson04 (bén trong
thu muc Presentatior} Practice). Hién thi slide 3 & ché d¢ binh thuong sau dé
thuc hién cédc thay doi sau:

= Thém mot 6 van ban véi ndi dung Tao hinh anh tryc quan giy an tuong!
= Thay dbi dinh dang phong, c& chit 36, nghiéng, mau do.

= Cin hop van ban vé phia dudi va vao giira cia slide.

Bai tap 2: Mo tép tin 04 Holidays. Thay d6i 18 cua tiéu dé phu trén slide 1.
(Néu dang 1a can 1& trai thi d6i sang phai hodc vé giita, v.v...) Thay thé mot
phong trong van ban bang mot phong ban ua thich. Thay d6i mau cua cac
tiéu d¢ slide (trur slide 1) vé 1 mau trong cing nhém mau c6 san trong cdc
biéu mau. Luu céc thay doi va thoat.
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Sau khi hoan thanh bai hoc nay, cic ban sé c6 thé:

Hiéu va sir dung cdc mau thiét ké.

Hiéu bdn chit va vai tro ciia cdc slide master.

Thay déi bai trinh bay bang cdch dp dung slide master.

Chinh sira slide master.

Luwu ban trinh bay nhw mét mau.

Mot mau 12 mot bai trinh bay (t€p tin) c6 mot tap hop mau va thudce tinh van
ban dugc dinh nghia trude. Ban ¢6 thé tao mot bai trinh bay méi tir mot mau
c6 trude hodc c6 thé sir dung mot mau vao mot bai trinh bay c6 san. Khi dp
dung mot mau viao mot bai trinh bay, céc slide trong bai trinh bay s& nhan
céc thudc tinh ciia mau d6, vi thé ban c6 thé dam bao thiét ké chung trong
toan bo bai trinh bai. Microsoft® PowerPoint® sur dung cac slide dac bi¢t
goi 1 slide master dé kiém sodt dién mao céc dbi tugng ciia toan bo bai
trinh bay, bao gém dinh dang, mau sdc, hinh hoa va vin ban. Moi bai trinh
bay déu c6 mot tap hop céc slide master.

Sir dung cic miu thiét ké

PowerPoint ¢6 nhiéu mAu thiét ké gidp ban nhanh chéng c6 dugc bai trinh
bay vé6i ding vé mong mudn. Khi ban str dung mot mau vio mot bai trinh
bay, PowerPoint sao luu thong tin tir cdc slide master trong mau sang cic
slide master tuong tng trong bai trinh bay. Tat ca cdc slide trong mot bai
trinh bay s& ¢6 duoc dién mao chung giéng nhu dinh nghia trong mau.

Ban c6 thé ding mét trong céc mau thiét ké di cling véi PowerPoint hay ban
c6 thé tao ra mau riéng cuia minh tir cdc bai trinh bay hién c6. B¢ str dung
mot mau vao mat bai trinh bay c6 san, ban m¢ bai trinh bay, hién thi ngan
Slide Design va chon mau ban muon.

Cac buérc thuc hién

O bai tap nay, ban st dung mat mau tr mét bai trinh bay c6 san.

1. Khéi dong PowerPoint, m¢ thu muc Lesson05 trong thu muc

Presentation Practice, m¢ tap tin 05 PPT Lesson va luu voi tén
Thuc_hanh 05.

2. Nhdy nit Slide Design [ Desian trgn thanh cong cu dinh dang. Ngan
Slide Design dugc hién thi.

3. Nhdy Browse ¢ phia cubi ngan Slide Design. Hop thoai Apply Design
Template xuat hién.
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4. Chon thu muc Presentation Practice va nhdy ddp vao thu muc Lesson05.

5. Nhdy dip chudt dé¢ mé 05 PPT Template.

2%

My Documents

=

=]
Il
in
=
=}

o

*

Favarites

=) ‘l ﬂ

Look in: ID LessonS j &= @ O ~ Toals ~

Mame / | Sizel Tvp
=4 [&05 PPT Lessan.ppt BZKE  Micr
Histary Bos FRT Marx: Tem... S1KE  Micr
05 PPT Marx.ppt 46 KB Micr

Fartiars

o 05 PPT Template. ... S3KB  Micr | e Lealig
& Thuc_hanh_05.ppt GIKE  Micr

(] & |
gﬁ File name: - Apol
Iy Metwark I J 2

Places Files of bype: IAII PowerPaint Files (*,ppt;* . pok;* pps) j Cancel
4

6. Nhdy Apply. PowerPoint sir dung hodc sao luu thong tin tir tép tin mau
05 PPT Template sang cic slide master trong bai trinh bay. Kiéu ding va
dinh dang van ban, mau séc slide va cdc d6i tugng nén thay d6i dé phu
hop v6i mau. Noi dung bai trinh bay van giit nguyén nhu cii. Cira s6

trinh bay giéng minh hoa sau:

Microsoft PowerPoint - [Thuc_hanh_05.ppt]
‘E] Fle Edt View Insert Format Tools  SlideShow Window Help

=lal x|

Type & question For help =1 %

NeHRYSRY (iR | o-c-|MOHAR |1 R o)
STmeshewroman -2+ - |B 2 U 8 |[E[E= 5 A &7 == A | Foeson Cmensise 1S 1S

/;_, x +| & % slide Design - x
& - Design Templates

5 [zt Color Schemes

B [E#; Animation Schemes

i Pariners Apply a design template:

= in Learning =
% Giao duc va 7 J
= < T

= Chwong trinh PIL e

s

I Nudm bovin Pif

9 | z D
=Zal ‘Chck o0 add notes j BB e
EDLaw' Autoshapes = ™. \\DOA] 2‘:3@.] &'i'A_'E;‘ i.-
shide 1 of 12 05 PPT Template: Arrow Style

Wstort| | A @ 15 7| BJessoros | Funtived - | Epresentet. .| [E1Thuc_ha..

3G v 1nasem

7. Nhdy niit Close trong ngin Slide Design dé déng ngin nay.

Cac slide master cua PowerPoint

PowerPoint c6 hai loai slide dac biét goi la slide master va title master. Slide
master va title master trong mot bai trinh bay hoac mot mau dugc goi la cap
slide-title master. Ban c6 thé tao nhiéu slide master va title master trong mot
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bai trinh bay. Diéu nay c6 loi cho viéc tao cdc phan tich biét trong cling mot
bai trinh bay. Dé tao ra nhiéu slide master trong mot bai trinh bay, ban c6
thé chen mot slide master va title master hodc sir dung nhiéu mau trong bai
trinh bay.

Slide master diéu khién céc thudc tinh cua tat ca céc slide trong bai trinh
bay. Tét ca cic dac diém cia slide master (mau nén, mau chit, phong va c&
phong) xuat hién trén moi slide trong bai trinh bay. Khi thay dbi trén slide
master, nhitng thay doi d6 s& anh hudng dén moi slide khac. Vi du, néu
mudn c6 biéu tugng clia co quan, cic anh minh hoa khic hodc ngay thang
trén moi slide, ban c6 thé dat ching trén slide master. Slide master cé cac 6
chtra cho ndi dung tiéu dé, doan vin, ngay gid, thong tin chan trang va sb
slide. Néu mudn thay d6i ca bai trinh bay va bai trinh bay c6 nhiéu slide
master, ban can thay ddi moi slide master. Vi du, khi ban thay ddi dinh dang
tiéu dé slide master thanh chir in nghiéng, tiéu dé trén mdi slide déu chuyén
thanh chir in nghiéng theo slide master. i voi mot slide nhat dinh, néu
mudn ghi de cac thiét lap mac dinh trén slide master, ban c6 thé sir dung céac
Iénh trén bang chon Format. Vi du, néu mudn bo cic do hoa nén trén mot
slide, ban c6 thé st dung lya chon d6 trong hop thoai Background ddi véi
slide da chon.

Slide tiéu d& c6 slide master riéng, goi 1a Title master. Céc thay doi thuc
hién doi vdi title master chi anh huong dén slide tiéu dé cua bai trinh bay.
Giong nhu slide master, title master cling c6 cac 6 chtra van ban.

Ban hién thi slide master va title master trong ché d6 Slide Master view. Khi
nhdy 1€nh Slide Master View, thanh cong cu Slide Master View xuat hi¢n.
Thanh cong cu nay c6 nit Close Master View, giup tr¢ lai cdch hién thi binh
thuong.

Cac buéc thue hién

O bai tap nay, ban hién thi slide master va title master, chuyén d6i gitra hai
loai nay, bao vé€ cdc slide master, chen slide master va title master thir hai,
sau d6 lam viéc véi Handout master va Notes master.

1. Trén bang chon View, tro vao Master, sau d6 nhdy Slide Master. Title
master xuat hién cling véi thanh cong cu Slide Master View. Céc biéu
tugng cua title master va slide master xuat hién trong ngan slide & phia
bén trai ctra s6 (xem hinh minh hoa tht nhét trén trang sau).

2. Trong ngan Slides & phia tréi cira s6, nhdy slide 1. Slide master xudt
hién, nhu trong hinh minh hoa thtr hai & trang sau.

3. Trén thanh cong cuy Slide Master View, nhdy ntt Preserve Master G,
Mot dinh ghim mau xdm xuét hién bén canh ca hai slide master trong
ngan slides, bdo v¢ ching khdi bi x6a hodc thay doi béi PowerPoint.
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[El Microsoft PowerPoint - [Thuc_hanh_05.ppt] X (=1
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4. Trén thanh cong cu Slide Master View, nhdy nut Insert New Slide

Master 1. Slide 3 xut hién bén dudi Slide 2 véi mot thiét ké ngam
dinh.

5. Trén thanh cong cu Slide Master View, nhdy nut Insert New Title

Master ‘1. Slide 4 xuét hién bén dudi Slide 3 véi mot thiét ké slide tidu
dé trong va cap Slide master — Title master dugc ndi véi nhau.
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| dstehimes dnotars P &
! Datedreal | Footer Areal | Number Area

Es== 4] |
ED[aw"AgtuEhaDES' NNOCEJY B - L-A-==E8d.

Slide Master 05 PPT Template

i#istart H o @ 5 ”“ [Gjtessorcs | Efjuntted - ... | Eeresertat...|[ @] Thuc_ha.. @M Y] 1ssem

6. Trén thanh cong cu Slide Master View, nhdy nut Preserve Master G,
Mot thong bdo xuat hién, hoéi ban c6 mudn x6a céc slide master nay
khong vi ching hi¢n khong dugc su dung & bat ctr slide nao.
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7. Nhay No. Dinh ghim mau xdm bén canh c4 hai slide master moi bién
mat va cdc slide nay khong con dugc bao vé khoi bi xéa hoac thay doi.

8. Trén thanh cong cu dinh dang, nhdy nit Design P59 dé m¢ ngan
Slide Design.

9. Trong ngin Slide Design, bén dudi Apply a Design Template, cuén
xuong toi mau Clouds va nhdy chon mau thiét k& nay. Slide master moi
xuat hién vai thiét ké Clouds.

[El Microsoft PowerPoint - [Thuc_hanh_05.ppt] =151 x|
‘G Ele Edt View Insert Format  Todls  ShideShow  Window  Help Type 3 question for help = %
NEEHEH|SGRAY| LBRY o-~- |[OBR =|1: 4 B =% A&
- TimesMewRoman - 2¢ ~ B J U & = A - | [F Design {7 New Side Master [— 1=

2| & % slide Design > x

U E

Design Templates
[z= color Schemes
[} Animation Schemes

= )

Apply a design template:

+ 1

pa—1

| o

[Slide Masterview ___~|
1= 2 2 53 2 [ dose Master view

[ Browse...

Ee== d
;D;awv auroshapes e N W 1 O & 4l o2 26 | B - -4 -
Slide Master Clouds Dash Style
iR start “ T @ 5 3 ”“ 13 Lesson0S | @untitled-.ul @Presentat”.l (& Thuc_ha... G 1zozam

10. Nhay niit Close trong ngin Slide Design dé d6ng ngan nay.

11. Trén bang chon View, tré vao Master, sau d6 nhay Handout Master.
Handout Master va thanh cong cu Handout Master View xuat hién.

12. Trén thanh cong cu Handout Master View, nhdy vao nit Show

o=
o=
o=,

positioning of 3-per-page handouts
tay trén mot trang.

Slide master hién ba ban in phét

13. Trén bang chon View, tr6 vao Master, sau d6 nhdy Notes Master. Notes
Master xuat hién, cling v6i thanh cong cu Notes Master View, hién thi
slide va vi tri chd thich van ban cho céc trang chu thich.

14. Trén thanh cong cu Notes Master View, nhdy Close Master View.
PowerPoint tré vé slide ban dau trong ban trinh bay véi ché do Normal
vView.

15. Trong ngan Slides, kéo hdp cudn sang slide 7.

16. Trén thanh cong cu dinh dang, nhéy nit Design 2/ Pes9n ¢¢ hién thi
ngan Slide Design.
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17. Trong ngin Slide Design, bén dudi Used in This Presentation, chon miu
Clouds, nhay mii tén bén phai va nhay Apply to Selected Slides.
PowerPoint chi 4p dung mau Clouds cho slide 7.

18. Trong ngin Slide Design, nhay niit Close dé déng ngin cong viéc.

Luuy

Ban c6 thé cho phép chi dp dung mot slide master trong mot bai trinh bay.
Trén bang chon Tools, nhdy Options, va nhdy Edit. Bén dudi Disable New
Features, ddnh dau 6 Multiple masters dé chi cho phép dp dung mét mau.

Mai slide master c6 céc 6 chtra dé c6 thé thém ddi tugng nén (van ban va dd
hoa) va ching s€ xuat hién trén tat ca céc slide. Vi du tén co quan, biéu tuong
hodc tén san pham. Tuy nhién, c¢6 trudong hop ta khéng mudn céc ddi tuong
trén slide master hién thi trén mot sd slide nhét dinh.

Cac buére thuc hién
Trong bai tip nay, ban bo chén trang trén slide tiéu dé.

1. Trén bang chon View, nhdy Header and Footer. Hop thoai Header and
Footer xuat hién.

2. Dénh diu 6 Don’t show on title slide.

Header and Footer 2lx|
Slide | Maotes and Handauts I
~Include on slide apply Eo Al
v Date and time
" Update automaticall Apply |
2005/12(15 - Cancel |
Language: Calendar bype:
IChinesa (Taivian) j IWestErn j
+ Fixed X
I Preview
I Slide number
¥ Eooter

[ MR bur wan PiL

J¥ Don't show on title slidei

3. Nhdy Apply to All. Thong tin chn trang slide bién mat khoi slide tiéu
de.

4. Nhdy vao nut Next Slide ¥ trén thanh cubn ding dé xem slide 2. Thong
tin chan trang slide van con trén cdc slide con lai cua bai trinh dién.
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Chinh stra slide master

Chinh sira 6 chira trong slide master

Ban c¢6 thé chinh stra va sap xép cdc 6 chtra van ban, thoi gian, va so slide
trén master slide va ching xuat hi¢én trén moi slide ¢ vi tri nhu nhau.

Cac buéc thue hién
Trong bai tap nay, ban chinh stra cac 6 chtra trén slide master.
1. Hién thi slide 2 néu can.

2. Trén bang chon View, tré vao Master, sau d6 nhday Slide Master. Ché do
Slide Master view xuat hién.

3. Nhdy vao bién cua 6 chira Date Area & géc cudi bén phai. Pam bao rang
ban nhdy vao bién cua 6 chira dé bién cham xuat hién. Néu bién khéc,
hay nhdy vao canh cua né.

4. Nhian Delete.

5. Chon bién cua 6 chira Footer Area.

Gir phim Shift, va kéo 6 chira Footer Area sang phai té1 khi canh cua
cho chura thang v6i canh cta 6 chlra van ban chinh. Gilt phim Shift trong
khi doi tugng s€ han ché chuyén dong cua doi tugng theo chiéu thang
ding hodc chi€u ngang.

7. Nhdy vao viing tréng cia slide dé bo chon 6 chua.

Luuy

Néu vo tinh x6a mot 6 chtra, ban c6 thé nhdy vao Master Layout [ tren
thanh cong cu Slide Master View, ddnh dau 6 chura thich hop va nhdy OK dé
ap dung lai 6 chtra, hodc c6 thé nhdy nit Undo *7.

Pinh dang phong chir

Dinh dang van ban trong cdc 6 chira cua slide master tao ra su théng nhat
trong mot bai trinh bay. Cac 6 chira tiéu dé, van ban chim dau dong, ngay
thang va thoi gian, s0 slide va chan trang trén slide master quyét dinh kiéu
va vi tri cua cac ddi tuong nay trén moi slide. pé dinh dang, ban can chon 6
chtra van ban va str dung 1énh dinh dang thich hop, con v6i van ban cé chdm
dau dong, ban phai dat mdt diém chen vao trong dong cua van ban.

Cac buérc thuc hién

Trong bai tap ndy, ban dinh dang van ban trong cic 6 chtra Footer Area
(chan trang) va Number Area (s thu tu cua slide).
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1. Nhay 6 chtra Footer Area, gitr Shift va nhdy 6 chira Number Area dé
chon cé hai doi tugng.

2. Nhdy mii tén Font Size # ~

chon 20.

3. Nhén giit phim Shift va nhdy 6 chira Footer Area. O chita Footer Area
duoc bo chon.

trén thanh cong cu dinh dang va nhay

4. Nhdy nit Bold B trén thanh cong cu dinh dang. O Number Area tré
thanh in dam.

5. Nhay vao ving tréng bén ngoai cc & chira dé bo chon.
6. Nhdy chudt bén phai dong Second level.

7. Nhdy nut Italic £ trén thanh cong cu dinh dang. Van ban muc hai
chuyén thanh in nghiéng.

8. Nhdy vao ving trong bén ngoai 6 chira dé bo chon. Slide master cia ban
trong giong minh hoa sau:

[€] Microsoft PowerPoint - [Presentation2] =18 x|
Eﬂe Edt View Inssrt Format  Tools  Shids Show Window Help Type a question for help = 1%
DEl@ mad o-(@o | v P TmesNewRomsn v 20++ B 7 O g 'A = = | Fesian {NewSide Master 15 15 ¥
CJ. 1

&

& . . .

R | parners — Click to edit Master title

2= in Learning

B Rias stvle

=

% . * Click to edit Master text styles

'

— Second level

* Third level
- Fourth level
» Fifth level

Slide Master view i

i) 7 02 T T4 [ | Closs Master View

ooter

EESI i
oran~ [Ty | Autoshapes~ . % O B 4l 1 @ - L-A-=E=TRE.
Slide Master PL template English (U1.5.) 27

Wsrart]|| 0] @ G @ || Byoinsin. | € window..| Bycaony..| Funtisd .| Bipresent, .| Epreser...|[&7

Pinh dang chim dau dong

PowerPoint cho phép tity chinh cdc chdm dau dong trong bai trinh bay cho
cic doan riéng 1¢ hoac toan bd doi tugng. Ban ¢ the thay th¢ mot cham dau
dong bang mot ki tu trong phong thich hgp, mdt biéu tugng do hoa hodc mot
chir so.

Cac buéc thue hién

Trong bai tap nay, ban dinh dang céc chidm dau dong véi céc ky hi¢u va cac
biéu tuong do6 hoa khac nhau.
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Trén slide master, nhdy vao dong dau tién c6 chir Click to edit Master
text styles va nhdy lan nita vao van ban. PowerPoint dat diém chen vao
trong doan van ban.

Nhay Bullets and Numbering trén bang chon Format. Hop thoai Bullets
and Numbering xuat hién véi ky hiéu cham dau dong dugc chon.

3. Nhdy Customize. Hop thoai Symbol mé ra.

4. Nhdy mii tén trong & Font, cuén xudng va nhay chon Wingdings.

5. Nhdy chon chdm hinh qué trim nhu minh hoa bén duéi:

10.

11.
12.

13.

Symbol E]@

Font: ‘Wlngd\ngs

&

>
H
©

X == § (o0 B 14

0§$&Elm

Ol# % mE
L IEEEIN

Q| o e m| K
< |S|e| e m| ¥

*|p|&|e m|
+ ERNEE
DI x| & |5 |©
AR

alkle|®|n [
& e|s @My

a

B
?

b

o= 7|0
D@qr@@%
o 0X ||k

e
"
-

*

B

Recently used symbals:
—|-|€|£]|¥|o|® o
wingdings: 117 Character code: |117 From: |Symbol {decimal) j

Cancel
Nhay OK dé tro lai hop thoai Bullets and Numbering.

et

IEBSE

Color: |

Nhday miii tén bén canh 6 Color , sau d6 nhdy mau tim.

Nh4y miii trong 6 Size 225 |!9% =1 % oft=xt 11 8no 6 khi xudt hién 85.
PowerPoint gidm c& cham dau dong méi bang 85% trén slide.

Nhdy OK. Chdm d4u dong mau tim hinh qua tram xut hién tai dong dau
tién cta van ban.

Nhay chuot phai vao dong van ban Second level trén slide master.
PowerPoint chon van ban va mot bang chon tat xuat hién.

Nhdy Bullets and Numbering trén bang chon tit.

Nhay Picture. Hop thoai Picture Bullet m¢ ra. Hop thoai nay 1a mét phan
cua Clip Organizer. N6 chira cdc anh ban c6 thé sir dung lam cham dau
dong.

Dung thanh guén va chon hinh qué trdm mau xanh nhat. Nhay OK dé
cheén cham dau dong vao slide.
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Picture Bullet

Searchtext: [ P
El
> & &
—
* * *
. [ | u
] ] n
El
Import... | oK Cancel |

14. Nhdy nat Normal View [B va nhdy nut Next Slide ¥ t6i khi slide 3 dugc
hién thi. Cham dau dong md&i xuat hién trén slide 3, nhu trong hinh minh
hoa sau:

I =181 %]

File Edt Wiew Insert Format Tooks  SideShow Window  Help Type & question for help = X

Microsoft PowerPoint - [Thuc_hanh_05.ppt]

= | A - HDeson Ctewside 7
4| & # slide Design - X

Design Templates
(=t Color Schemes
(&% Animation Schemes

F & BRARY o- @0z #Eeew - ¥ TmesNewRoman =~ 24 -
* /cutline ¥ slides ' %

o f]

b

Apply a design template:

~

Partners
in Learning Day hOC

Recently Used

®Day va hoc dé cap t6i qua trinh chuyén
glao tr1 thire

TR ]2
w

IS

Available For Use

# M&i quan hé gifta ngwdi chuyén giao tri thire
v ngeoi thy huéng tri thire 1a binh ding

# Trong nén kinh t& hang hoa, vige day va hoe
tr& thanh trao d&i mua ban tri thite, nhung
viée day va hoc cén mang tinh loi ich chung
toan x& hoi.

Hhérmn tr win PiL

jl @ Fo—

ﬂ ‘Chck o add notes

@ |
“oran- [t ] Auosepes~ N x DO E 4l @ H.d-A-EEEBaE.
Slide 3of 12 0S5 PPT Template

I
i#Mstart H 8 E S ”H 8 JFresentation_..| Eciipocument... | [[EMicrosoft Po... #fjuntited -pant | #untted -part | | BB BMOEDY =2 | - 1208 pm

Luuy

Ban c6 thé sir dung hinh anh dugc quét hoac mot birc anh dé thay thé chdm
dau dong. Trong hdp thoai Picture Bullet, nhdy Import, chon hinh anh ban
mudbn nhéap vao trong Add Clips vao hop thoai Organizer, va nhdy Add.
Hinh anh s& xuit hién trong hop thoai Picture Bullet.
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Diéu chinh lé

PowerPoint st dung cac nit Increase indent =

Duyét lai va chia sé bai trinh bay

i=

(tang thut 18) va Decrease

indent = (giam thut 18) dé diéu chinh khoang cach giita cic ddu ddu dong

va le.

Diéu chinh 1¢ trong PowerPoint ciing giéng nhu trong Microsoft Word. Dé
thay ddi khoang cich gitra mot ddu dau dong va vin ban tuong tng véi nd,
trude hét ban hién thi thudc do dé thay vi tri van ban va ddu dau dong hién
tai, sau d6 diéu chinh céc dau tang thut 18 trén thude do.

l?el?ell2l3

T P N R - TR I IR TR

Céc dau tang thut 18 trén thude do didu khién cdc muc ting thut 18 cia dbi
tuong slide master. Mdi murc ting thut 18 gdm c6 hai tam gidc, goi 1a cdc ddu
ting thut Ié va mot hop nho, goi 1a ddu Ié. Dau tang thut 18 bén trén diéu
khién dong dau tién cta doan vin. Mdi mirc tang thut 18 déu dugc dit sao
cho dong dau tién kéo dai sang phia trdi doan van véi phan con lai ciia doan
van “treo” bén dudi né. Thiét dat thut 18 nay goi la thut 18 treo. Dé diéu
chinh mot dau thyt 18, ban di chuyén hinh tam gidc trén thudc do sang mot
vi trf m&i. Ban c6 thé di chuyén toan bo murc - diu dau dong va van ban -

bang céch st dung du 18.

Cac buére thuc hién

O bai tap nay, ban hién thi thuéc do, diéu chinh cdc dau thut 1& va diéu chinh

muc 1€.

1. Tro vao Master trén bang chon View, sau dé nhdy Slide Master. Slide

master xuat hién.

=]

Microsoft PowerPoint - [Thuc_hanh_05.ppt]
Fle Edt View Insert Format Tools Slideshow  Window Help
S BRS 9o @0 |
L 1e000 i 8 e

e | einm

Partners
in Learning

- TimesNewRoman - 32 -

e?a?e?au 3

==l xi

Type a question for help [+ 1%

[ Desian = New Slide Master

B ruElE[E] A
VA L B T

-7 [

Click to edit Master title
stvle

Title Area For Autel avats

CE o

- ol
oran Iy ] Atoshepes~ \ W OB Al 2 L & - LA

Slide Master

lstart|| 2] @ 21 @ »|| Bpresentan. .| 5)cioocum..,|[EMicrosoft... Futtled - .. | Flunuted- ... |

@ Click to edit Master text styles

# Second level

* Third level
— Fourth level
» Fifth level

Qbtect frea for Aol ayouts)
R RS

db |

Number Area’

=EEua-

FPT Template o

RSB w5 - s
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50

Nhdy vao 6 chtra van ban c¢6 ndi dung Click to edit Master title style va
nhdy lai vao van ban.

Nhay Ruler trén bang chon View. Cira so trinh bay giéng minh hoa trén.

Nhay vao dong van ban Click to edit Master text styles trén slide master
va nhdy lai vao van ban. Nam muc ky hi¢u thut dong - phia trén va phia
dudi - xuat hién trén thudc.

Kéo ky hiéu thut 18 & mirc thut 18 tht nhat sang phai, bang véi ky hiéu
thut 1€ thap hon, nhu 1a minh hoa. Khi ban tha nut chudt, van ban cho
murc thut 1€ dau tién chuyén sang bén trai.

©] Fle Edt View Insert Formst Tools  SlideShow Window  Help

D= &8 BT o- lm 3|7

Type a question F

[ Design = New Slide Master

L 1o 29

@1 |G

P

v .

b il - = . . .
= : parmers — Click to edit Master title
B i | [ in Learning

;? frmmm— = StVle Titl: Arexn For Autrl it
é = - = b :’//////////////////////////(////////////////////WW{&WWW/{/{/{/////////////////////////////////A
a L 4Click to edit Master text styles

k| # Second level
* Third level
— Fourth level
» Fifth level

Slide Master view

Object Area for Autolayouts
P

E== |
ton~ [ atostepes- . OO E 4 Q@ &-L-Bl===8a.
Slide Master 05 PPT Template Font Calor h
start]| 1) @ 1 @ || Bpresentati.| Gyciporm.. | [Emicrosoft... Fluntiled - .. | Funstied- .. | G BASMBIE ©5 v - 12usem

Kéo tir tir ky hiéu 1& ciia mirc thut 1& thir nhét sang 18 trdi cta thudc.
Cham dau dong, van ban va ky hi¢u thut I¢ chuyén sang 1€ trdi. Di
chuyén ky hi¢u I¢ dau tién dua 1€ trdi vé vi tri cli trong slide master.

Kéo ky hiéu thut 18 bén dudi & mirc thut 1& du tién dén diém 0,5 inch
trén thudc do. Muc thut 1€ dau tién cua thudc do dugce dinh dang lai 1a
thut 1€ treo. Ctra s0 trinh bay cua ban trong giong minh hoa & trang sau.
Nhdy chudt phai vao khu vuc tréng ciia Slide master, sau d6 nhdy Ruler
trén bang chon View. Thudc s€ khong dugc hién thi nira.

Nhay nat Normal View. PowerPoint tr¢ lai slide 3.
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[E Microsoft PowerPaint - [Thuc_hanh_05.ppt] I =]
"@] Ele Edt Yiew Insert Format Jooks  SideShow  Window  Help Type a question for help = X
NE g bR oo x| - 2 TimesNewhRomen -2 - B 7 U [E|E [E]A [ Desian = New Side Master [= 1= 7
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I paners  Click to edit Master title
: in Learning
StVle s

s ” 7 ' #Click to edit Master text styles

# Second level

¢ Third level
4 — Fourth level
» Fifth level

ik R R

] Close Master View

Object Area for Autolayouts
R

<Hooters ; b
Footer Area! Number Area’

Es® | i
oo [B] achepes- . N DO B G QE 2 L-A-S=584a .
Siide Master 05 PPT Templats =7 ]
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Ap dung lai b6 cuc slide

Néu ban da thay ddi dinh dang cua mot slide nhung sau dé lai quyét dinh su
dung dinh dang cua slide master, ban c6 thé ap dung lai slide master cho
slide bang céch sir dung ngan Slide Layout. Ban ciing c6 thé thay dbi dinh
dang hién tai cua slide béng cdch chon bd cuc mai tr ngan Slide Layout.

Cac buérc thue hién
O bai tap ndy, ban sir dung cich bb tri slide.

1. Trén slide 3, chon 6 tiéu dé va kéo sang canh phai cua slide.

[€ Microsoft PowerPoint - [Thuc_hanh_05.ppt] I — (&l
Ele Edt View Inssrt Fomet TInoks  SidsShow  Window  Help Type aquestion for el [+ X
NE & 2R o @z 7™ + P TmesMewRoman - 44 « B 7 O % == [ Design "I New Slide 1= 1= 2
= Sider | X
Ol W
ik oo

Clowag AP
2
° Partners

in Learning

#Day va hoc dé cip 16i qua trinh chuyén
giao tri thire
# M&i quan hé gitta ngudi chuyén giao tri thire

A

va nguoi thu huéng tri thire 1a binh déng

@ Trong nén kinh té hang ho4, viée day va hoc
tr& thanh trao d61 mua ban tri thire, nhung
vige day va hoc con mang tinh loi ich chung
toan x4 hoi.

13
Nhém tu vén PiL 2
= ﬂ‘chckwmd rotes ﬁl
agoshapes™ N WD OE A1 Bl d-ZL-A-S=5 8@ .
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2. Trén bang chon Format, nhdy Slide Layout g‘ié hi’e;n thi ngan Slide
Layout. Ngan Slide Layout xuat hién véi ki€u bo tri slide hi¢n tai da
duoc chon.

3. Nhdy miii tén ¥ bén canh bd cuc slide da dugc chon.

4. Trén bang chon tit, nhdy Reapply Layout. PowerPoint sir dung lai bd
cuc slide dé dua d6i tugng tiéu dé vé lai vi tri ban ddu cua né trén slide.

5. Nhay nit Close trong ngin Slide Design dé déng lai.
Giau cac doi twong cua slide master

Doi voi mat so slide nhat dinh, ban cé thé muon dau cac doi twong nén nhu
ngay gio, dau trang va chan trang, cdc 0 chua so slide, d6 hoa, hinh anh va
duong ké dé ching khong xuat hién.

Cac buéc thue hién

Trong bai tip nay, ban ddu cdc d6i tuong cia slide master.

1. Nhdy vao nidt Next Slide ¥ dé chuyén sang slide 4.

2. Nhdy Background trén bang chon Format. Hop thoai Background xuat
hién.

3. Nhdy chudt dé danh dau 6 Omit background graphics from master.

Background ed .4
r—Background Fill fpphy ta Al |
Title of Slide: Apply
+ Bullet text

D i:.] Cancel

Preview
I jv

v omit backoround graphics From master:

Il

4. Nhay Apply. Cic d6i tugng nén duoc loai bo khai slide.

5. Trén thanh cong cu chudn, nhdy niit Save dé luu céc thay doi vira thuc
hién.

Luu ban trinh bay nhu mot miu

Sau khi tiy chinh cdc slide master, ban c6 thé Iuu ban trinh bay nhu mot
mau moi dé d4p dung doi véi cac ban trinh bay khéc.

Cac buéc thue hién

Trong bai tip nay, ban luu mot bai trinh by thanh mau.
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1. Nhay Save As trén bang chon File. HOp thoai Save As hién ra. Tén tép
Thuc_hanh_05 xuat hién trong 6 File name.

2. Trong hop File name, g6 PiL. Template.

3. Nhdy mii tn trong & Save as type, va nhdy chon Design Template.
PowerPoint hién thi thu muc Templates.

4. Trong 6 Save in, chon thu muc Lesson05 trong thu muc Presentation
Practice.

5. Nhdy Save. PowerPoint luu mau trong thu muc Lesson05.

Tong ket bai hoc

Bai hoc nay d trinh bay c4ch sir dung mau trong PowerPoint, xem va
chuyén doi slide master, thay doi cach thirc hién thi céc doi tugng cua slide
master, chinh stra va dinh dang van ban trong slide master, st dung lai bd tri

cua slide master, an cac doi tugng cua slide master va Iuu bai trinh bay nhu mot
mau.

Cau héi kiém tra

Neéu cac budc sir dung mot mau trong PowerPoint?

N

Lam céch nao dé chon mét biéu tuong dd hoa l1am diu dau dong trong
slide master?

3. Dé hién thi thudce do can thuc hién thao tic gi?

4. Ban dé diéu chinh muc 18 bang cong cu gi va nhu thé nao?
5. Lam thé nao dé luu bai trinh bay nhu mot mau?
6

Dé hién thi Title master can thuc hién thao téc gi?
Thuc hanh

Bai tap 1: M6 Thuc_hanh_05 trong thu muc Lesson05 (nim trong thu muc
Presentation Practice). Thay dbi slide tiéu dé dé hién thi thong tin du trang
va chén trang cua slide: hién thi ngay trén slide, thém 6 chtra ngay vao slide
master, chuyén 6 chtra ngly xudng giira ddy slide master, sau d6 luu va
doéng bai trinh bay.

Bai tip 2: M6 Thuc_hanh_05 trong thu muc Lesson05. Thay déi cdc thudc
tinh dinh dang chan trang va chd chira s6 thanh kiéu d4m va c& phong thanh
18 diém, thay d6i ddu ddu dong mitc hai bang mot dbi twong do hoa, 4n céc
dbi twong nén slide trén slide 5, sau d6 luu va déng bai trinh bay.

Bai tap 3: Mo 05 PPT Marx va luu n6 thanh 05 Marx trong thw myc
Lesson05 (nam trong thu muc Presentation Practice). Ap dung mau thiét ké
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cua 05 Marx Template trong thu muc Lesson05 vao bai trinh bay nay. Gitr
lai hai slide master va thém mot Slide master va Title master moi. Ap dung
mau thiét ké Edge cho céc slide master méi. Ap dung slide master Edge cho
v6i slide tiéu dé va slide cudi cling trong bai trinh bay. Luu giit va déng bai
trinh bay.

Bai tap 4: M bai trinh bay 05 Marx PPT trong thu myc Lesson05 (ndm
trong thu muc Presentation Practice). Hién thi Slide Master View va ap
dung mau Edge . Thay d6i phong vin ban tiéu dé thanh Book Antiqua, ddm
va mau den. Thay doi phong ctia vin ban c6 diu dau dong thanh Book
Antiqua. Hién thi Title master va thay d6i dé toan bo vin ban trén slide tiéu
dé c6 kiéu chir Book Antiqua. Thay ddi cdc 6 chira vin ban khac thanh kiéu
Arial 14 point cho hop véi cdc 6 chira vin ban trong mau Marx trén ca hai
slide master. Trén slide master, thay ddi c4c biéu twong diu dau dong cho
hop véi cic biéu tuong diu dau dong st dung trén slide master Marx. Néu
mudn, hay chon ddu ddu dong 12 mét bic tranh cho cdc muc chinh. Thay ddi
thut 1& néu can dé hién thi cic ddu ddu dong ma khong gy x4o tron vin ban.
DPam bao ring ngay va sb slide hién thi trén tit ca cdc slide. Luu bai trinh
bay thanh mot mau véi tén 05 Marx New Template. Déng bai trinh bay.
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Chen thong tin vao slide

Sau khi hoan thanh bai hoc nay, ban c6 thé:

Thay doi bé tri ciia slide.

Chén va chinh cé hinh dnh.

Chen va dinh dang m¢gt bang va chén mgt bang Microsoft Word.
Chén mgt do thi Microsoft Excel.

Cheén va chinh sira mgt birc danh.

B Cheén va chinh sita mgt WordArt.

Ban c6 thé chen thong tin s6 va do hoa vao mdt bai trinh by Microsoft®
PowerPoint® bang nhiéu cich. Cach théng dung va truc tiép nhat d6 1a sao
(copy) va ddn (paste) thong tin. Mot cach khac dé chen thong tin vao
PowerPoint 12 st dung cac 1énh trén bang chon Insert va cic thanh cong cu
chuan v thanh cong cu Drawing (V€). Nhirng 1énh nay cho phép ban chen
clip art, bang biéu, do thi, so dd, 6 hoa hodc cc dbi tuong.

Trong bai hoc nay, ban sé& hoc cch thay dbi bd tri ciia mot slide, chen céc
hinh anh clip art; thay doi ty 1¢ mdt hinh dnh, chén va chinh stra cdc bang
bi€u, mdt do thi Microsoft Excel, mdt birc tranh hay mot WordArt.

Thay d6i b6 cuc cia slide

Khi chén hinh anh, bang biéu va cdc thong tin khic, c6 thé ban can thay doi
cdch bd tri cdc dbi tuong trén slide. Ban thay ddi bd cuc hién tai cua slide
bang cdch chon mot bd cuc khéc tir ngan Slide Layout. Néu da thay d6i bd
cuc cua mot slide, nhung sau dé ban quyét dinh sir dung lai bd cuc cua slide
master, ban cling st dung 1énh Slide Layout.

Khi chén déj tugng clip art, bang biéu, biéu do, tranh anh, PowerPoint tu
dong thay doi bo cuc slide dé chira doi twong mai. Biéu tugng Smart Tag
xudt hién bén dudi ddi tuong cho phép ban loai bo cic thay ddi ty dong
do.

Cac budre thuc hién

O bai tap nay, ban st dung cac bd tri khéc nhau cho mot slide.

1. Khéi dong PowerPoint, mo t€p tin 06 PPT Lesson trong thu muc

Lesson06 (ném trong Presentation Practice) va luu véi tén
Thuc_hanh_06. Sau dd, nhay slide 4.

2. Nhdy Slide Layout trén bang chon Format. Ngan Slide Layout mé ra bén
phai véi kiéu bo tri slide hién tai da dugc chon.
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3. Cubn ngan Slide Layout xudng dudi, t6i khi thdy ddu dé Text and
Content Layouts.

4. Dudi dau dé Text and Content Layouts, nhay b cuc Title, Text va
Content (luu y ScreenTip dé nhan biét). B6 cu trén slide 4 thay doi.
Danh séch ¢6 cham dau dong chi chiém ntra trdi man hinh. O chira noi
dung chiém nira phai. Slide bay gio sdn sang dé ban chen mot bang, biéu
dd, clip art, tranh anh, so d6 hodc so dd t6 chtic hodc mot doan phim.
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5. Ne&u can, chon AutoFit cho 6 chira van ban.

6. Nhay Close dé déng ngan Slide Layout.
Chen hinh danh

PowerPoint cung cép hang tram anh nghé thuét duoc thiét ké chuyén nghi¢p
trong Clip Art. Dé chen hinh anh Clip Art vao mét slide, ban c6 the. su dung
bb tri c6 mot 6 chira ndi dung va nhdy biéu twong Insert Clip Art i2! dé chon
hinh ant trong hdp thoai Select Picture. Ban cling ¢6 thé nhdy Insert Clip Art
{22! trén thanh cong cu Drawing.

[P

Microsoft Clip Organizer phan loai cdc hinh clip art, anh, &m thanh va clip
dong thanh nhiéu loai. Clip Organizer cho phép ban t6 chirc va chon céc clip
tor Microsoft Office, Web, va tir b suu tap clip cua riéng ban.

Ban ciing c6 thé tim thém cdc hinh anh trong Design Gallery Live, mot
phong tranh clip ma Microsoft luu gilr trén Web bang cdch nhdy nit Clips
Online @ Cips Onine: (rén thanh cong cu Clip Organizer.

Cac buére thuc hién
O bai tap nay, ban chén hinh anh tir Clip Organizer vao mdt slide.

1. Vi slide 4 da hién thi, trén bang chon Insert, tré vao Picture, sau dé
nhdy Clip Art. Ngan Insert Clip Art xuat hién voi cac tuy chon tim kiém.
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2. Nhay miii tén bén canh 6 Results should be va chi danh diu chon 6 Clip
Art.

3. Trong 0 Search, g6 computer va nhdy Search. Tét ca cdc hinh anh lién
quan dén computer sé& Xudt hién.

4. Nhdy chon anh gidng voi anh trong hinh minh hoa sau. PowerPoint chen anh
dé6 vao slide va thanh cong cu Picture dugc hién thi. Khi mét anh dugc chon,
PowerPoint ty dong hién thi thanh cong cu Picture.
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5. Nhay ra ngoai hinh anh dé bo chon né. Thanh cong cu Picture 4n di.

6. Nhay niit Close dé déng ngan Insert Clip Art.

Chinh ¢6 m§t hinh anh
O bai tap nay, ban chinh kich thuéc mot anh.

1. N}léy chon slide 8 va chon hinh énh.’ Thanh cong cu Picture Xuét hién,
néu thanh cong cu Picture khong xuat hién, nhay bang chon View, tro
Toolbars va nhdy Picture.

2. Trén thanh cong cu Picture, nhdy nit Format Picture ) hodc nhay
Picture trén bang chon Format. Hop thoai Format Picture xuat hién.

3. Nhay trang Size.

4. G0 120 trong 6 Scale. Vi 6 Lock aspect ratio dugc chon, ndi dung 6
Width ciing s& ty dong chuyén thanh 120% khi nhdy OK. Néu khong
chic chén véi kich thudce méi, ban c6 thé nhdy Preview (canh Cancel) dé
xem ddi twong trude khi déng hop thoai.

5. Nhdy OK.
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6. BO chon ddi twong. Cira so trinh bay ciia ban trong giéng minh hoa sau:

[ Microsoft PowerPoint - [06 PPT Lesson.ppt] —18] x|
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Chen anh tir mot tép

PowerPoint cho phép ban chén anh, d6 hoa, anh quét, nghé thuét, anh chup
dudi dang tép tin vao slide.

bé chen mot blrc anh tr mot tép tin trén dia cliing, hodc trén mang, ban st
dung Iénh From File trén bang chon phu Picture . Néu ban c6 mdy quét noi
voi mdy tinh dang dung, ban c6 theé quét va chén mdt birc anh str dung Iénh
From Scanner hodc Camera. St dung thanh cong cu Picture ban c6 thé chinh
stra moi loai anh.

Khi chén anh tir cdc tép tin, PowerPoint cho phép chon nhiéu anh va chén
ching cung mot lic, diéu nay day nhanh qua trinh.

Cac buéc thue hién

Trong bai tap nay, ban chén mot anh, mé mot an bum anh moi va chen
nhi€u anh vao an bum anh.

1. Nhdy chon slide 10.

2. Trén bang chon Insert, chi vao Picture va nhdy From File. Hop thoai
Picture xuat hién.

Chon m¢ thu myc Lesson06 trong thu muyc Presentation Practice.
Trong danh sach tén tép tin va thu muc, nhay 06 Future Picture.

Nhay Insert. Anh duoc chen va thanh cong cu Picture xuét hién.

S wm oA W

Trén bang chon Insert, chi vao Picture va nhdy New Photo Album. Hop
thoai Photo Album xuat hi¢n.

7. Nhay File/Disk. Hop thoai Insert New Pictures xuét hién.
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8. Chon thu muc Lesson06 trong Presentation Practice.

Nhdy Picturel, nhan giit phim Ctrl va nhay vao Picture2, Picture3, va
Picture4. Tat ca bon anh déu duoc chon.

10. Nhdy Insert. Hop thoai Photo Album xuét hién véi bdn birc anh duoc liét
ké dudi Pictures trong an bum.

11. Trong viing Album layout, nhay miii tén canh 6 Picture layout, rdi nhdy
chon 4 pictures.

12. Nhdy mili tén canh 6 Frame shape, sau d6 nhdy Beveled. Anh trong an
bum s€ xuat hién vdi cac khung nghiéng.

Photo Album

Album Content

Insert picture from: Pictures in album: Presview:
File/Disk. .. 1 Pickure4.jpg
Pickurel.jpa T

_semericoners.. | e

Insert text:

Tiew Text Box

Picture Options:
[~ Captions below ALL pictures
[ aLL pictures black and white

1 ‘ 1 ‘ Remove ‘ AQ‘SL‘ OT‘OL| -Z@Z-T":O?l‘

Albunn Layout
Picture layaut: |4 pictures LJ |:| |:|
Design template: | Browse, .. |:| |:|

Create | Cancel |

13. Nhay Create. Hop thoai Photo Album déng lai va mdt bai trinh bay
PowerPoint méi mo ra voi mot slide tiéu dé va slide ¢6 bon anh méi.

14. Luu bai trinh bay nay trong thu muc Lesson06 véi tén méc dinh cia nd.

15. Péng cira s6 va trd vé bai trinh bay Thuc_hanh_06.

Chinh swra anh

Néu ban chén mot anh chup hodac mot hinh anh quét vao trong mot slide, ban
c6 thé tang d) sang, tuong phan va di€u khién chuyén d6i. Poi khi ban chi
cAn mot phin birc anh cho bai trinh bay. Véi nit 1énh Crop #, ban c6 thé
cat bot cac phan cua anh. Buc anh khong thay doi, chi bi che bot.

Cac buéc thue hién

Trong bai tap nay, ban diéu chinh kich thudc, di chuyén, xén va nén mot birc
anh.

1. Chon va mé slide 10.
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10.

11.

12.

13.
14.

60

Nhdy vao anh dé chon, néu can, va hién thi thanh cong cu Picture.
Giit phim Shift va kéo tha 6 tron & mot gée trén tranh dé phéng to birc
tranh trén slide.

Trén thanh cong cu Picture, nhdy nut Color «s, va nhdy chon Washout.
Anh duogc doi thanh hinh nén mo.

Trén thanh cong cy Picture, nhay hai 1an niit Less Brightness ©+. Do
sdng anh giam xudng dé birc anh nhin rd hon.

Trén thanh cong cu Picture, nhdy hai 1an nit More Contrast D7 po
twong phan anh tang Ién dé buc anh nhin rd hon.

Kéo tha anh ti khi né cin thing vi phia trén ciia hop van ban trén
slide.

Trén thanh cong cu Picture, nhay nit Crop + . Con trd déi thanh cong cu
xén.

Dit con trd 18n mot dinh cia tranh va kéo tha chudt dé xén mot phan b
anh. Trong khi ban kéo, cic vach cham xuat hién d€ cho ban thay phan
con lai sau khi xén.

Trén thanh cc}ng cu Picture, nhdy lai nit Crop +#_ Con tro chuyén lai
dang thuong thay.

Trén thanh cong cu Picture, nhay nit Compress Pictures #. Hop thoai
Compress Pictures xuat hién.

Apply to

Change resolution
" web/Screen
= prink Resolution: 200 dpi
" Mo Change

Options
Iv¥ Compress pictures

Iv Delete cropped areas of pictures

o]

Cancel |

Nhay OK. Mot hop canh bdo xuat hién cho ban biét rang nén anh c6 thé
giam chat lugng hinh anh cia ban.

Nhay Apply dé nén hinh anh.

Bo chon birc anh. Ctra s6 trinh bay ctia ban tréng giéng minh hoa & trang
sau:
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Chen va dinh dang bing

Mot bang to chirc thong tin trong cdc hang va cot. Phan giao ctia hang va cot
goi la 6. Ban c6 thé tao ra mot bang vai cdc 0 c6 kich thude ngém dinh, hoac
¢6 thé v& mot bang véi céc 6 ¢6 kich thude khac nhau. Ban nhap vin ban
vao cdc 6 nhu 12 g6 cdc doan vin ban va diing phim Tab dé di chuyén tir 6
nay sang 6 khac. Dong dau tién cua bang thudng duoc sir dung lam tiéu dé
cho céc cot. Cot cudi cling bén trai thuong dé nhap nhan dong.

Ban c6 thé tiy chinh va dinh dang cdc 6 don 1é ciing nhu toan bd bang. C6
thé gop cdc 6 dé tao thanh mot 6 16n hon. Piéu nay s& c6 ich khi mudn dan
chir theo chiéu ngang & phia trén cling ctia bang. Ban ciing c6 thé chia mot &
thanh hai. Véi cdc thanh cong cu dinh dang, Tables va Borders, ta c6 thé to
mau nén va duong vién cling nhu thay d6i cin 1& vin ban trong bang biéu.

Cac buéc thue hién

Trong bai tap nay, ban cheén va dinh dang mét bang.

1. Mo slide 11. B cuc Table AutoLayout dd duoc dp dung vao slide 11.
2. Nhdy diip vao biéu twong bang M. Hop thoai Insert Table xuét hién.
3. Nhdy vao miii tén trong & Number of rows t&i s6 3.
4

. Nhdy OK. PowerPoint chen m{t bang trong dé ban c6 thé nhap van ban.
Thanh cong cu Tables and Borders ciing xuét hién trong ctra s6 bai trinh
bay.

5. Go nhitng chit sau vao bang, sir dung Tab dé di chuyén tir 6 nay sang &
khéc.
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Truong Théanh céng

100% gido vién sit dung

PTCS Kim B
ong thanh thao méay tinh

Tang 10% iF 1§ gisio

PTITH Lé Anh Xudin on
vién day gioi

6. Chon céc tiéu dé cot, Truong va Thanh cong trong bang rdi nhdy nit

Bold B trén thanh cong cu dinh dang.

7. Trén thanh cong cu dinh dang, nhay nit Center = va nhdy nit Center

Vertically H trén thanh cong cu Tables and Borders.

8. Kéo tha chudt dé chon hai 6 trén dong dAu tién. Trén thanh cong cy
Tables and Borders, nhdy mii tén trong 6 Fill Color D rdi nhdy chon

mau xdm nhat bén phai.

9. Nhdy vao nit Draw Table 7 trén thanh cong cu Tables and Borders, roi
v€é mot duong bén dudi PTCS Kim Dong. Cura s6 trinh bay cua ban

trong giong minh hoa ¢ trang sau:
SEIE
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10. Nhdy vao nit Erase <2 trén thanh cong cu Tables and Borders, roi nhdy

vao dudng thang bén dudi PTCS Kim Pong.

11. Nhdy lai nit Erase <2 dé bo chon cong cu nay.

12. Bam bdo rang khong 6 nao dugc chon. Nhay vao duong doc gitra hai cdt
va kéo sang trdi t&i khi van ban cdt bén trai vira khit chiéu rong cdt.

13. Nhdy ngoai bang dé bé chon nd.
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Cheén bang trong Microsoft Word

Ban c6 thé chén mét bang tir vin ban Microsoft Word vao slide bang cach
chén bang nhu 1a mét doi tuwong nhbing Vﬁ’O n}(f)t §lide. (Xem “Chén mot biéu
do6 Microsoft Excel” ngay dudi day dé biét veé doi tugng nhing.)

Cac buéc thue hién

1. Trong PowerPoint, trén bang chon Insert, nhdy Object.

2. Trong hop thoai Insert Object, nhdy Create new.

3. Trong 6 Object type, nhay chon Microsoft Word document rdi nhay OK.
Mot cira s6 Word mo ra trong slide PowerPoint va ban lam viéc véi ctra
s0 nay y hét nhu véi van ban Word.

4. Su dung céc Iénh trén bang chon Table dé tao ra bang minh mubn.

5. Nhay ra ngoai bang d¢é trg lai PowerPoint.
Chen mot biéu do Microsoft Excel

PowerPoint don gian héa qua trinh chén mét biéu d6 Excel vao trong slide
bang céch nhting biéu 46 dé nhu la mot d6i tuong trong slide. Mot doi twong
nhiing 12 mot d6i tuong giur mdi quan hé truc tlep v6i chuong trinh tao ra no,
goi la chuong trinh nguén. Sau khi chen mot ddi tuong nhing, ban c6 thé dé
dang chinh stra né bang cich nhdy ddp vao né dé ma.

Céc d6i tugng nhing l1am ting d4ng ké dung luong cua bai trinh bay vi cic
dbi twong nhiing duoc chira trong bai trinh bay. Dé giam kich thudc tép tin,
ban c6 thé tao lién két dbi twong thay vi nhiing n6. Mot doi tueong lién két
xuat hién trong slide, nhung né thyc su bao gém mot “lién két” téi van ban
gbc duoc goi 12 van ban nguon. Khi lién két mot ddi twong, ddi twong dugc
chura trong vin ban ngudn noi né duoc tao ra. Bai trinh bay chi chira lién két
t6i van ban ngudn. Chuong trinh ngudn sé& cap nhat dbi twong khi ban chinh
sira van ban nguon.

Cac buéc thue hién

Trong bai tip nay, ban chen mot dbi tugng biéu dd Excel vao trong slide va
chinh stra d6i tugng Excel da dugc nhing.

Nhay mo¢ slide 7.

Trén bang chon Insert, nhdy Object. Hop thoai Insert Object xuat hién.
Nhay Create from file trén hop thoai.

Nhéy Browse. Hop thoai Browse xudt hién, gidng nhu hop thoai Open.

Chon m¢ thu myc Lesson06 trong thu muyc Presentation Practice.

AN O

Nhay chon 06 PR Budget, r6i nhay OK dé déng hop thoai Browse.
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Insert Object
" Create new File:
@ Creake from file |C:'I,PiL'I,Presentation Practice\Lesson0&06 PR Budget, x: Cancel |
Browse. .. [~ Link
[ Display as icon
Result
§ . Inserts the contents of the file as an object into your
presentation so that vou can activate it using the
application that created it

7. Nhdy OK. PowerPoint nhiing biéu d6 (mot biéu d6 hinh cot) vio trong
slide moi.

8. Nhdy diip vao biéu d6 Excel da duoc nhing. Excel m¢ va hién thj trang
tinh Biéu do 1. Cac thanh cong cu chuan va dinh dang thay doi thanh cédc
thanh cong cu cua Excel, va thanh cong cu Excel Chart xuat hi¢n.

9. Nhdy nhén trang tinh Biéu d6 2. Péi twong nhiing ctia ban trong gidng
minh hoa ¢ trang sau:

-
Buan b dia bis
100,00%
B0.00% — \
B0.00% / —+— Cluan b
trupf thiing
]
A0L00% / \ —— Inkernek
20.00%
-H""-F-FF
0.00% T T T T
200z 2003 "2004  "2005  "2006
M 4 ¢ W[ Eigudd1 % Bifudd 2 { Shestl £ Sheetz f

10. Nhdy vao ving trong cta slide dé thoat Excel va bo chon ddi tuong
Excel nhing. Thanh cdng cu PowerPoint va cic bang chon tré lai, va doi
tuong Excel nhing dugc cap nhét trén slide, nhu minh hoa sau:
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Chen va chinh sira mgt WordArt

Ban c6 thé chen mot van ban dep va c6 phong céch an tugng vao trong bai
trinh bay bang WordArt. WordArt cho phép thém cac bd sung tryc quan
ngoai tinh nang thay doi phong chir hodc cd phong chit. Ban thém vén ban
WordArt bang céch nhdy nut Insert WordArt 4l trén thanh cong cu
Drawing.

Cac buéc thue hién

Trong bai tap nay, ban chen WordArt vao mét slide, dinh dang van ban
WordArt va thoat khoi WordArt.

1. Kéo hop cudn dén slide 12.

2. Trén thanh cong cu Drawing, nhdy nut Insert WordArt 4l Hop thoai
WordArt Gallery xuat hién.

WordArt Gallery

Select a Wordart skyle:

Wordist: jyordAt fworda,,

wil'dl!l WordAr!

Wit [WordArt [Wordart [moran s ‘m

| nannveE| sapatod

I , : T W
tecrman Mﬂ wardar [| -WordArt ".".-{erAri )

Wordaet (WarlAre |Wardhet (Wil (ol =
e ™ T e

0K I Cancel ]
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3. Nhay vao Kiéu & cOt thtr ba, dong ba, nhu 1a minh hoa trén hinh trén.

4. Nhdy OK. Hop thoai Edit WordArt Text Xuét hién.

5. Go Va chiing toi ciing khing dinh trong 6 Text. Vin ban WordArt mic

dinh ding phong Times New Roman véi c¢& 36 diém.

6. Nhay OK. Vin ban ban g6 va thanh cong cu WordArt xuat hién.

7. Kéo nit & géc dudi phia phai sang trai dé giam kich thudc cta dbi tuong

10.
11.
12.

13.

14.
15.

16.

17.
18.
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WordArt cho vira trén slide.

Trén thanh cong cy WordArt, nhday nut WordArt Shape 4 va nhdy vao
biéu tugng thir ba, bén phai, nhu l1a minh hoa sau:

]

QAVANWES
d o PR N P R AR
L1 J T 151

.“"\"—', Double Wave 2

Trén thanh cong cu WordArt , nhdy nut WordArt Character Spacing =4
Mot bang chon phu xuat hién voi cac ki€u khoang céch ky tu.

Nhay Loose trén bang chon tat.
Trén thanh cong cu WordArt , nhdy nidt Format WordArt %’

Nhay m¢ trang Colors and Lines, nhdy vao miii té€n trong 6 Color & muc
Fill va nhdy vao mau xanh dam ¢ hang mau dau trong hdp thoai.

Nhday vao miii tén trong 6 Color trong muc Line va nhdy vao hdp mau
xanh ddm & hang dau cua hop mau.

Nhdy OK.

Trén thanh cong cu Drawing, nhdy vao nit Shadow B va nhdy vao
Shadow Settings. Hop thoai Shadow Settings xuat hién.

Trén thanh cong cu Shadow Setting, nhdy vao nit miii t€n canh Shadow
Color L} 7, va nhdy vao hop mau xanh nhat.
Nhay nut Close trén thanh cong cu Shadow Settings.

Kéo d6i tugng van ban WordArt vao gitra cua slide va nhdy vao vung
trbng cua ctra sb trinh bay dé thodt khoi WordArt. Thanh cong cu
WordArt dong lai.
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Tong két bai hoc

Bai hoc nay trinh bay cach thay dbi bd tri ctia mét slide, chén céc hinh anh
clip art; thay doi ty 1€ mot hinh anh, chén va chinh stra cac bang bicu, do thi
Microsoft Excel, anh tir mgt t€p hay mot WordArt.

Cau héi kiém tra

1. Ban c6 thé chinh stra mot d6i tuong khong ddi ximg dwoc khéng? Bang
cach nao?

2. Lam céch nao dé tao béng cho dong cudi cling ctia mot bang?

3. Dé chen mot biéu do trong Excel vao slide, ban thuc hién céc thao tac
gi?

4. Liét ké cac budc chuyén mot hinh anh sang mot hinh nén mo?

5. Ban xén mot birc anh nhu thé nao?

6. Céc thao tic dé chen mot ddi tuong WordArt vao slide?
Thuc hanh

Bai tap 1: M6 tép Thuc_hanh_06 trong thu muc Lesson06 nam & thu muc
Presentation Practice. Chen mot slide méi & cudi bai trinh bay voi bd cuc
tiu dé, van ban va ndi dung, tim kiém clip art véi tir khéa communication,
va chén mot hinh anh clip art. Chinh ¢ hinh anh 50 phan trim, t6 lai mau
cho hinh anh, luu va déng bai trinh bay.

Bai tap 2: M6 tép Thuc_hanh_06 trong thu myc Lesson06 nam & thu muc
Presentation Practice. Hién thi slide 11, chon tt ca vin ban trong bang va
thay d6i phong thanh Arial, dbi tiéu dé cot, mau trong bang sang mau tim

nhat, luu va dong bai trinh bay.

Bai tap 3: M6 tép Thuc_hanh_06 trong thu myc Lesson06 nam & thu muc
Presentation Practice. Hién thi slide ¢6 dbi twong nhing Excel, mo d6i
tuong Excel nhing, hién thi Sheet, thoat Excel. Chen mot slide mai vao cudi
bai trinh bay véi bd cuc trong, chén WordArt vao slide ¢6 ndi dung Bat ky
cdu héi nao? véi dang phdng, Iuu va déng bai trinh bay.

Bai tap 4: Su dung. bat ky mau thiét ké nao hodc mau ban da sir dung trong
céc bai hoc trudc dé tao mot bai trinh bay méi. Trong ving tiéu dé cia slide
tiéu dé, chen dbi twong WordArt v6i ndi dung Hoi thao Hwéng din dong
nghiép va sira theo ¥ mu6n. Thém phu d& Chwong trinh PiL. Thém mot
slide str dung bé cuc Title va Table va go tiéu d& Chwong trinh héi thao.
Chen vao bang sau:

Nguoi trinh bay Ngay Thang Thoi gian
Nguyén Ngoc Mai 28 Thang Tu 9:00 séng
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Hoang Anh Tuan 28 Thang Tu 10:00 séng
L& Phuong Thao 29 Thang Tu 09:00 sang

Dinh dang bang dé ndi bat trén slide. Tim cac birc anh chi sir dung tir khéa
presentation. Chén mot birc anh phit hop 1én slide. Chinh ¢& birc anh néu
can. Nén anh. Luu bai trinh bay voi tén Hoi_thao_06 trong thu muc
Lesson06 & thu muc Presentation Practice.
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Trinh chiéu

Sau khi hoan thanh bai hoc nay, cic ban sé c6 thé:
Dién gidi khi trinh chiéu slide.

Diit cdc chuyén tiép cho slide.

Hoat hinh van bdn trong slide.

Hoat hinh cdc doi twong trong slide.

An slide trong khi dang trinh chiéu.

V61 Microsoft® PowerPoint®, ban c6 thé hién thi cac slide trén toan man
hinh mdy tinh va/hodc man chiéu bang cich sir dung ché do Slide Show. Bai
trinh bay c6 thé thiét dat dé trinh chiéu slide mot cach thu cong hodc lién tuc
khong can diéu khién. Dé bai trinh bay hip dan va thd vi hon, ban c6 thé
thém céc hiéu img dong vao vin ban va d6 hoa trén céc slide trong thoi gian
trinh chiéu. Khi trinh bay, ban ciing c6 thé ghi chi nhitng diém thao luin véi
nguoi nghe.

Trong bai nay ban s€ hoc cdch vé trén mat slide trong khi trinh chiéu, thém
hi¢u tng chuyén ticp slide, van ban dong, doi tugng hoat hinh ciling nhu an
mot slide trong khi dang chiéu.

Dién giai khi trinh chiéu

Trong khi trinh chiéu slide, ban c6 thé dién giai ndi dung cua céc slide bang
cich vé& tu do bang tay dé nhin manh diém can chi y. Dé 1am viéc nay, ban
chon cong cu Pen trong bang chon tit. Ban c6 thé thay d6i mau but bat ky
lic nao trong khi trinh chiéu bang céch chon mau mdi tir bang chon tit.

Cac buéc thue hién

Trong bai tip nay, ban sir dung cong cu biit dé gach chan tiéu dé slide trong
khi trinh chi€u va thay d6i mau but.

1. Khoi dong PowerPoint, m¢ tép tin 07 PPT Lesson trong thu muc
Lesson07 (nam trong Presentation Practice) va luu voi tén
Thuc_hanh_07. Kéo hop cudn téi slide 8 va nhdy vao nit Slide Show &
(6 gbc trdi, bén dudi cira s6). PowerPoint hién thi slide hién thoi trong
bai trinh bay trén toan man hinh.

2. Nhdy chudt phai 1én noi bat ky trén man hinh, chi téi Pointer Options, va
nhdy vao Pen. Con tré d6i thanh cong cu bit. By gio ban da sin sang v&
trén slide.
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[k
Brevious
Go 3

Meeting Mindar. ..
Speaker Motes

Paointer Cptions 3
Screen 3

Help
End Showe

V& mot duong gach dudi “Y tuong”.

Nhdy chudt phai tai noi bat ky trén man hinh, tré t6i Screen trong bang
chon tit va nhdy Erase Pen. PowerPoint x6a chi giai. (Ban ciing c6 thé
an E dé x6a chi giai.)

5. Nhdy vao nit Show Popup 2> & géc dudi, bén trdi man hinh, tré dén
Pointer Options va chon Pen Color. Bang chon Pen Color xuat hién véi
mot bang chon mau.

Trén bang chon Pen Color, nhdy chon Cyan.
V& mdt dudng tron bao quanh muc “Thyc hién”.

Nhay chudt phai, tro téi Pointer Options va nhdy vao Automatic. Cong
cu bt doi tr¢ veé con trd cho phép ban nhdy chudt dé chuyén sang slide
tiep.

9. Nhian Esc. Trinh chiéu slide két thiic va PowerPoint hién thi slide 8 trong
ch¢ do Normal view.

Luuy

Khi cong cu Pen da duoc chon trong ché do Slide Show view, nhdy chuot s¢
khong chuyén sang slide tiép theo. Ban can thay ddi cong cu Pen tré vé con
tré dé chuyén tdi slide tiép theo néu str dung chudt. Khi dang hién thi céng cu
Pen, dé chuyén céc slide, ban c6 thé st dung cdc phim mili tén.

Thiét 1ap hiéu ing chuyén tiép giira céc slide

Hi¢u tng chuyén tiép 1a cach thirc slide xuét hién ban dau khi ban nhdy
chudt dé chiéu slide d6. Hiéu mg nay gép phan tang tinh hap din cua bai
trinh chiéu. PowerPoint ¢6 nhiéu hiéu tng chuyén tlep khi ban st dung 1énh
Slide Transition trong bang chon Slide Show. C6 thé dat hiéu tmg chuyén
tiép cho mot slide hoac mét nhém slide, thoi lugng chuyén tiép gitra cic
slide, c4ch chuyén tlep va thoi diém chuyen tiép xay ra. St dung ngan Slide
Transition 12 cdch d& va nhanh nhat dé 4p dung mét hiéu tmg chuyén tiép
slide.

70



Duyét lai va chia sé bai trinh bay

Cac buéc thue hién

O bai tap ndy, ban 4p dung mot hiéu timg chuyén tiép slide cho mot va nhiéu
slide va thay doi toc do chuyén tiép.

1.

2.

Nhay nut B8 dé hién thi bai trinh bay trong ché do Slide Sorter va chon
slide 1.

Nhay Slide Transition trén bang chon Slide Show. Ngén Slide Transition
xuat hién.

[El Microsoft PowerPaint - [Contoso Company Pres 07.ppt] E][EI@
@] Fle Edt view Inset Format  Tools  SldsShow  Window Help  Acrobat . X
NEEEs GRY sme B - B, B R

> 2 4 ¢ slide Transition * X

Apply to selected slides:
Taw o wrong Enb onlh

sinln - ; Mo Transition
C i Blinds Horizonkal

Blinds Vertical

1 2 3 Box In
Bo Out:
Checkerboard Across

A * o 3 Checkerboard Dawn
= * . ) 2l Comb Hotizankal
- Comb Vertical

Modify transition

Speed: Fast [+
Sound: [No Sound] [+
= e B

Advance slide

¥ on mouse click
9 10 11 12 [ Automatically after

Apply to All Slides
[EeT T ———
- — [» EJ Slide shaw

T W AutoPreview

mET |

Slide Sorter Contoso Company Templake

Bén dudi Apply to selected slides, cudn xubng va nhdy chon Dissolve.
PowerPoint minh hoa hiéu (mg chuyén tiép va dit ky hiéu chuyén tiép
bén géc trdi phia dudi slide 6. Ky hiéu thé hién rang hiéu tng chuyén
tiép da dwoc 4p dung slide cho slide nay.

Nhay vao biéu tugng chuyén tiép ¥ bén dudi slide 1. PowerPoint thé
hién hi¢u ing Dissolve transition trén slide 1.

Nhay nit Slide Show =. Slide 1 duoc hién thi véi hiéu tng chuyén tiép
Dissolve.

Nhan phim Esc dé két thic chiéu slide.

Trén bang chon Edit, nhdy Select All. Tét ca céc slide trong bai trinh bay
duoc chon.

Gitr phim Ctrl va nhdy vao slide 1 de bo chon né. Bo chon slide 1 boi vi
né da c6 hiéu ung chuyén ti€p slide roi.

Trong ngan Slide Transition, bén dudi Apply to selected slides, cudon

xuong va nhdy vao Random Bars Horizontal. Céc hinh dnh thu nho slide
thé hién hi¢u trng chuyén tiép.
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10. Bén dudi Modify transition, nhdy vao miii tén & 6 Speed va nhdy chon
Medium. PowerPoint 4p dung hiéu tmg chuyén tiép cho cic slide dugc
chon. Chi y rang moi slide déu c6 mot biéu tugng chuyén tiép & géc tréi
bén dudi.

11. Nhdy niit Slide Show . Slide 2 dugc chiéu slide v6i hiéu g Random
Bars Horizontal.

12. Nhdy chudt vai 1an dé chuyén tdi céc slide va xem hiéu ting chuyen tiép,
sau d6 nhan Esc dé két thic trinh chiéu. PowerPoint s& tré lai ché do
Slide Sorter view.

13. Nhin Ctrl+A dé chon tat ca céc slide.

14. Trong ngan Slide Transition, bén dudi Apply to selected slides, cudn 1én
va nhdy No Transition. PowerPoint b6 céc hi€u tng chuyén tiép doi voi
tat ca céc slide.

15. Nhdy nit Close dé déng ngan Slide Transition.
Tao cac hiéu ing sinh djong

Ban c6 thé 1am cho bai trinh dién thi vi va hdp din hon bang céch thém cic
hi€u ing sinh dong cho van ban va do hoa trén cdc slide. Trong khi trinh
chi€u, van ban trén slide c6 thé xuat hién tirng doan, tung tir hodc tirng chi.

Cach dé nhat dé dp dung cdc hiéu Gng sinh dong 12 str dung Animation
Schemes c6 trong ngin Slide Design. Animation Schemes bao gdm cic thiét
ké chuyén nghiép va dugc chia thanh 3 loai: Subtle, Moderate va Exciting.
Hau hét c4c hiéu Gmg nay déu c6 4m thanh di kem.

Ban c6 thé thiét dit c4c hiéu ing sinh dong trong ché do hién thi Slide
Sorter hodc trong ché do Normal. N éu ap dung mot hi¢u trng trong ché do
Slide Sorter, PowerPoint 4p dung hiéu tmg cho tat ca moi ddi tugng trong
slide tri tiéu d& va cdc ddi tugng nén. Néu dp dung mot hidu tmg trong ché
d6 Normal, ban can chon cdc ddi tuong trén slide.

Néu can tao hiéu ing sinh dong riéng, ban chon I¢nh Custom Animation
trén bang chon Slide Show. Céc hiéu g bao gém di chuyén nhiéu ddi
tugng ciing lic, chuyén céc ddi tuong theo theo duong dan va 4p dung chudi
thir ty cho cédc hiéu tng trén slide.

Néu 4p dung ca hiéu g chuyen tiép va hiéu g sinh ddng cho mat slide,
hiéu tng chuyén tiép s& xut hién trudc, sau d6 1a hiéu ing hoat hinh.

Cac buéc thue hién

Trong bai tap nay, ban m¢ Animation Schemes trong ngan Slide Design, ap
dung mot lugc do hiéu tng dong cho mot slide don 1¢ va nhicu slide, sau dé6
tuy bién hiéu ing cho van ban.

1. Trong ché do Slide Sorter, chon slide 8.
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2.

3.

Duyét lai va chia sé bai trinh bay

Trén bang chon Slide Show, nhdy Animation Schemes. Ngén Slide
Design m¢ ra ¢ bén phai man hinh.

Trong ngan Slide Design, bén dudi Apply to selected slides, nhdy chon
Fade in all. PowerPoint dp dung hi¢u tmg do6 cho slide da chon. Mot ky
hiéu ¥ xuat hién dudi gdc tréi cua slide 8.

Microsoft PowerPoint - [Contose Company Pres 07.ppt]

G Fle Edt view Inset Format Tools SideShow Window Help  Acrobat - x
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EET |
Slide Sorter Caontoso Company Template [E7)]

Nhdy slide 2, nhan giit phim Shift va nhéy slide 3 va 4. Slide 2, 3, va 4
duoc chon.

Trong ngan Slide Design, bén dudi Apply to selected slides, nhdy Faded
wipe. PowerPoint dp dung hi€u ing nay cho ca 3 slide da duoc chon. Ky
hiéu ¥ xuét hién dudi géc trai ciia mdi slide.

Trong ché do Slide Sorter, nhdy dip vao slide 1 dé chuyén sang ché do
Normal va hién thi slide 1.

Trén bang chon Slide Show, nhdy Custom Animation. Ngan Custom
Animation mé ra.

Nhay vao tiéu dé silde “Ban va Chuong trinh PiL” va nhdy vao Add
Effect @ trong ngin Custom Animation. Bang chon ngan Add
Effect xuat hién v4i bon loai hi€u ing: Entrance, Emphasis, Exit va
Motion Paths.

Tro vao Entrance va nhdy chon Fly In. Hi€u ing nay dugc ép dung cho

tiéu dé cua slide 1. Tiéu dé (muc 1), va mot biéu twong mo ta hiéu ting
xudt hién ¢ trong 6 bén dudi.
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[El Microsoft PowerPoint - [Contoso Company Pres 07]
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10. Nhdy 6 phu dé “Nhém tu van PiL”. Trong ngin Custom Animation,
nhdy Add Effect, tro vao Emphasis va nhdy chon Spin. Hi¢u tng dugc
ap dung cho phu dé. Phu dé (muc 2) va biéu tuong mo ta hiéu ung Xuét
hién trong 6 bén dudi.

11. Nhdy nit Slide Show . Slide 1 xuét hién ma khong c6 tiéu dé. Nhay bat
ky noi nao trén man hinh. Tiéu d& xut hién vé6i hiéu tng da dp dung cho
né6 (Fly In). Nhdy chudt lan thir hai. Phy dé quay tron.

12. Nhdy chudt dé hién thi slide 2. Tiéu dé hién dn ra nhung céc ndi dung
cham dau dong khong hién thi cho téi khi ban nhdy chudt.

13. Nhay chuot nhiéu 1an dé hién thi tit ca cdc muc c¢6 chAm dau dong trén
slide 2, twong tu véi slide 3 va slide 4.

14. Nhin Esc dé thodt ché do trinh chiéu.

Tao hiéu vng sinh dong cho cac doi twong do hoa

Ngoai kha ning thém cic hiéu (mg sinh ddng cho vin ban, ban con c6 thé
tao cac hi€u ung tuong ty cho cac doi tugng do hoa trén slide. B¢ dp dung
hiéu ing, ban phdi ¢ ché d¢ hién thi Normal.

Vin ban va déi tuong d6 hoa c6 thé 4p dung hi¢u irng cung nhau hodc riéng
r&. Mic dinh, cdc dbi twong d6 hoa va van ban gin trong chung duoc ap
dung hiéu Gmg cing ldc. Nhung néu mudn, ban c6 thé dp dung chi hiéu ting
cho vin ban trong mot ddi tuong.

Mot cich khéc dé tiry chinh hiéu ing ctia cdc d6i twong trén slide 1a thay doi
thir ty xuat hién cua chung khi trinh chiéu.
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Cac buéc thue hién

O bai tap nay, ban tao hi¢u ing sinh dong cho cac ddi tuong trén slide va
thay do6i thtr ty cia cac hi€u ung do.

1. Trong ché d6 Normal view, nhdy chudt vao slide 6.

2. Kéo tha chudt dé v& mot duong chon xung quanh 3 hinh chir nhat va cic
duodng nodi ching.

3. Trong ngan Custom Animation, nhdy Add Effect, tro vao Entrance, nhay
More Effects, nhdy Peek In va nhdy OK. Ba d6i twong va 3 dudng ndi da
dugc dp dung hiéu Gmg. Trong 6 bén dudi, s6 1 xuat hién ciing v6i nim
md ta hiéu tng cho biét tit ca ching dugc dp dung hiéu Gmg cling mot
ldc.

4. Nhdy Slide Show 53 Slideshow & cyéi nedin va nhdy chudt. Ba déi tuong
va cac duong noi xuat hién cung ldc.

5. Nhén Esc dé két thic chiéu slide.

6. Trong danh sich Animation Order, nhdy Elbow connector 6, nhdy miii
tén Re-Order ¢ cudi thanh tdc vu hai 1an, va nhady miii tén xudng Start,
va nhdy After Previous. Thu tu hoat hinh Elbow connector 6 thay doi tu
4 1én 2.

7. Trong danh sach Animation Order, nhdy Elbow connector 7, nhdy miii
tén sap xép [#] mot 1an, nhdy miii tén ¥/, va nhdy After Previous. Thtr tu
hi¢u tng cua Elbow connector 7 thay doi tur 5 1én 4.
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8. Trong danh sich Animation Order, nhdy Bevel 4: Panh gi4, nhdy miii
tén ~/, va chon After Previous.

9. Nhdy Bevel 5: Thuc hi¢n, nhdy miii tén =1, , va chon After Previous.

75



Tao bai trinh bay voi Microsoft PowerPoint

10.

11.

Nhéy Slide Show 52 5lide 5h0 v nhay chudt trén man hinh dé xem toan
bd ndi dung slide. Cac doi tuwong va cac duodng noi xuat hién tiép theo
nhau.

Nhén Esc dé két thic chiéu slide.

An mot slide trong khi dang trinh chiéu

Bé‘mg cach sur dung 1énh Hide Slide, ban c6 thé 4n céc slide ma ban khong
muon hién thi khi trinh chiéu nhung khong muon xéa ching.

Cac buére thuc hién

Trong bai tap nay, ban an mot slide trong bai trinh chiéu hién tai.

1.
2.

3.

® N ;o

76

Nhdy nut Slide Sorter View.
Chon slide 10.

Trén thanh cong cu Slide Sorter, nhay nut Hide Slide &, Ky hiéu an
slide xuat hién cling véi so slide the hién rang né da bi an trong phan
trinh chiéu.
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Chon slide 9.

Nhdy niit Slide Show, rdi nhdy vao noi bat ky trén man hinh.
Trong khi trinh chiéu slide 10 bj 4n di va slide 11 hién thi .
Nhdy P dé tro lai slide 9.

Nhay chudt phai 1€n noi bét ky trén man hinh, chi t6i Go, chi toi By
Title va nhdy (10) Lap ké hoach cho tuong lai. Slide da bi an xuat hién
(hoac nhdy phim H).



Duyét lai va chia sé bai trinh bay

9. Nhan Esc dé két thic chiéu slide.
Tong ket bai hoc

Bai hoc nay dé cap cich sir dung Pen (but) dé dién giai noi dung khi trinh
chiéu, tao céc hiéu (mg chuyén tlep slide, cdc hiéu tmg sinh dong cho van
ban, di tuong dd hoa va cdch thiét dat dé an mét slide khi trinh chiéu.

Cau héi kiém tra
1. St dung I¢énh gi dé xem céc hiéu ung sinh dong da duoc thiét dat cho
mot slide?

2. Ban c6 thé loai bo mot hiéu tng chuyén tiép khoi tit ca céc slide trong
mot bai trinh bay bang cidch nao?

3. St dung nit I¢nh nao dé chuyén sang ché do hién thi Slide Show?
4. Céch két thic mot bai trinh bay & ché do Slide Show?

5. Lam thé nao dé thay d6i mau caa but chd giai?
6

Can thiét dat nhu thé nao dé an mot slide trong khi trinh chiéu?
Thuc hanh

Bai tap 1: Mo Thuc_hanh_07 trong thu muc Lesson07 nam trong thu muc
Presentation Practice . Thay dbi hiéu ung chuyén tiép slide 1 thanh Box in
v6i tbe do cham, 4n slide 13, bt dau chleu slide, chuyén mau muyc sang mau
do, v& mdt duong dudi chit Nhom tuw van PiL trén slide 1, hién thi moi slide
trong trinh chiéu, luu va déng bai trinh bay.

Bai tip 2: M6 Thuc_hanh_07 trong thu muc Lesson07 nam trong thu muc
Presentation Practice . Tao cdc hi¢u trng sinh ddng trén slide 4 v6i Fly In tir
phia dudi, tao va chiéu mot trinh chiéu véi céc slide 1, 4, 6,7, 8,9, va 14,
Iuu va déng bai trinh bay.
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Tao bai trinh bay da phuwong tién

Sau khi hoan thanh bai hoc nay, cic ban sé c6 thé:

B Cheén dm thanh va doan phim vao mgt bai trinh bay.
W Thiét dat phdt am thanh va phim anh khi trinh chiéu.
W Thiét lap dinh gio cho slide.

B Tao m¢t bai trinh bay tw dong.

Vi Microsoft® PowerPoint®, ban ¢6 thé tao bai trinh bay da phuong tién
bang cdch thém Am thanh va phim anh, tao két ndi véi cdc slide khac va thiét
1ap dinh gio cho slide. Ban c6 thé thiét dat dé diéu khién thii cong tién trinh
phat am thanh va chiéu phim hodc PowerPoint ty dong thuc hi¢n.

Chen am thanh vao bai trinh bay

V6i PowerPoint, ban ¢6 thé 1am cho bai trinh bay thi vi hon bang cdch thém
am thanh khi trinh chiéu. Am thanh c6 thé dugc chén tir Microsoft Clip
Organizer hodc tir mot t€p tin béng Iénh Movies and Sounds trén bang chon
Insert. Dé phét dugc 4m thanh, may tinh can c6 thé am thanh va loa.

PowerPoint chén 4m thanh nhu 12 cdc dbi tuong khéc va ban c6 thé thay doi
va hi¢u chinh ching.

Cac budrc thuc hién

Trong bai nay, ban thém am thanh vao phan chuyén tiép slide va chén 4m
thanh vao mot slide.

1. Mo 08 PPT Lesson trong thu muc Lesson08 (ném trong thu muc
Presentation Practice). Hién thi slide 1, sau d6 nh:ély Slide Transition trén
bang chon Slide Show. Ngan Slide Transition xuat hién.

2. Nhdy mui tén ¢ 6 Sound, sau d6 nhdy chon Applause. PowerPoint sir
dung 4m thanh nay cho slide thir nhat.

3. Nhdy nit Slide Show =. Am thanh phit ra trong qu4 trinh chuyén tiép
cua slide dau tién.

4. Nhén Esc dé thoat khoi ché d6 Slide Show.
5. Kéo thanh cudn va chon slide 10.

6. Trén bang chon Insert, tré dén Movies and Squnds va nhdy vao Sound
from Clip Organizer. Ngan Insert Clip Art xuat hién.

7. Trong ngan Insert Clip Art, nhdy chon mot am thanh tuy y trong vung
Results . Mot hop thong bao xuat hién hoi xem ban ¢c6 mudn am thanh tu
dong phat trong khi trinh chi€u slide khong.



Duyét lai va chia sé bai trinh bay

8. Nhdy Yes. Mot biéu twong am thanh € xuit hién ¢ giita slide. Biéu
tuong nho, nhung ban c6 thé chon va kéo tha mot géc dé phong to ra cho
de thao téc.

9. Kéo biéu twong 4m thanh téi géc thap bén phai cua slide.

10. Nhdy dup vao biéu tugng am thanh. Am thanh phit ra.
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Luu y

Pé chon cdc 4m thanh khéc, nhdy Other Sound trong danh sdch & 6 Sound.
Trén hop thoai Add Sound, chon vi tr{ luu tin &m thanh ma ban mudn thém.

Chen doan phim vao bai trinh bay

V&i PowerPoint, ban ciing c¢6 thé phat cic doan phim trong bai trinh bay.
Nguyén tic hoat dong ctia doan phim ciing gidng nhu 4m thanh. Ban c6 thé
chen doan phim tir Microsoft Clip Organizer hodc tir mot tép tin bang 1énh
Movies and Sounds trén bang chon Insert.

Cac buéc thue hién

Trong bai tdp nay, ban chen va phit mdt doan phim va thay ddi thiét dat
phat lai.

1. Kéo hop cudn dén slide 13.

2. Trén bang chon Insert, tro chudt dén Movies and Sounds va nhdy vio
Movie from File. Hop thoai Insert Movie xuat hién.
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Tao bai trinh bay voi Microsoft PowerPoint

3. Chon m¢ thu muc Lesson08 trong thu muc Presentation Practice va
nhdy chon doan phim c6 tén Arrowhit.avi. Poan phim xuat hi¢n trén
slide.

Kéo doan phim vao gitra slide va phéng doan phim néu can.

5. Nhay nit Close dé déng ngan Insert Clip Art.
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Thiet dat phat am thanh va phim anh khi trinh chiéu

Sau khi chén ddi twong 4m thanh va phim, ban c6 thé thay doi cach kich
hoat ching. Ban c6 thé thiét d3t diéu chinh cdch PowerPoint phét doan phim
va Am thanh. Thém vao d6, ban c6 thé thay ddi thtr tu hién thi cua céc ddi
tuong khi trinh chiéu.

Cac buére thuc hién

Trong bai tap nay, ban thay ddi thiét dat phdt va thay doi thiét dat hanh dong
de phat trong Slide Show view.

1. Nhay slide 2.

2. Nhdy chudt phai vao dbi twong phim va nhdy Edit Movie Object trén

bang chon tat. Hop thoai Movie Options Xuét hién, hién thi téng s6 thoi
gian phat ciia doan phim dé va cac lya chon khac.

Play options
di

™ Rewind movie when done playing

Total playing bime:  00:04
File: C:h...\Lesson08\Arrowhit, avi

oK Cancel |

3. Danh diu 6 Loop until stopped. Vi thiét dat nay, khi trinh chiéu, doan
phim s& dugc 1dp lai téi khi ban ding né bang cach nhdy chudt trén do.
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4.

6.

9.

Duyét lai va chia sé bai trinh bay

Nhéy OK dé déng hop thoai Movie Options.

Nhdy chudt phai vao déi tugng phim va nhdy vao Custom Animation
trén bang chon tat. Ngan Custom Animation xuat hi¢n.

Nhay Add Effect, tro vao Entrance, sau d6 nhdy Dissolve In. Pdi twong
phim xuat hién trong danh sdch Animation Order.

Nhdy mili tén xudng Start, sau d6 nhay With Previous.

Véi dbi tuong phim van duoc chon, nhay Add Effect, nhdy Movie
Actions va nhay Play.

Nhdy miii t€n bén phai 6 Start, sau d6 nhdy After Previous.

10. Nhday muc Text 2 trong danh sdch Animation Order va nhdy miii tén 1€n

[#] & ddy ngan mot 1an. Vin ban ldc nay 12 muc dau tién trong danh
sach.

11. Nhdy muc Cogs.avi dau tién trong danh séch va nhdy mii tén 1én | #]

mot 1an.

12. Nhday muc Cogs.avi thir hai va nhdy miii tén 1én [#] mot 1an. Céc d6i

tuong phim ldc nay dang ¢ dudi muc van ban, nhu trong minh hoa sau:
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13. Nhéy biéu trong am thanh 4 trén slide 2.

14. Trén bang chon Slide Show, nhdy Action Settings. Hop thoai Action

Settings xuét hién.

15. Nhay trang Mouse Over, sau d6 nhdy chon 6 Object action. Tuy chon

Play xuét hién trén danh sich.

16. Nhay OK, sau d6 nhdy nit Slide Show =.
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17. Di chuyén con tro sang biéu twong 4m thanh dé phat tiéng, sau d6 nhdy
chuot dé hién thi cic doi tugng khdc cua slide.

18. Nhan Esc dé dung tiéng va phim, sau d6 nhan Esc mot lan nita dé dimg
trinh chiéu slide.

bat gio cho slide

Ban tién hanh trinh chiéu slide bang mot trong hai cich: Trinh chiéu thii
céng, khi d6 ban nhdy chuot dé diéu khién su xuat hién cia céc slide; hoic
trinh chiéu tw ddng, khi d6 ban dat khoang thoi gian dé slide xuét hién trén
man hinh va ty dong tu chuyén sang slide tiép theo.

Ciing gidng nhu cic hiéu tmg chuyén tiép, ban c6 thé dat gid cho mot, mot
nhdom slide hodc toan bo bai trinh bay.

Cac buéc thue hién
Trong bai tip nay, ban dit thoi gian trong ché do hién thi Slide Sorter.
1. Nhdy nuat Slide Sorter View &a ¢ goc dudi, bén trdi man hinh.

2. Nhdy vao nit Slide Transition [=* trén thanh cong cu, hodc Slide ,
Transition trong bang chon Slide Show. Ngan Slide Transition xuat hién.

3. Trong vung Advance slide, nhdy chudt dé danh du 6 Automatically
after, nhdy mili tén 1én = hai lan téi 00:02. Boi vi ca On mouse click
ciing duoc danh déu, céc slide chuyén tiép sau hai gidy hodc khi ban
nhdy chuot trong khoang 2 gidy.
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4. Nhay Apply to All Slides. PowerPoint dp dung thiét dat thoi gian cho
moi slide va ca cho céc slide méi s€ dugc chén thém vao.

5. Cubn Ién (néu can) va nhdy vao Slide 1.
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6. Nhay nit Slide Show F va quan st céc slide tu dong chuyén tiép.

Duyét lai va chia sé bai trinh bay

Luuy

Trong khi trinh chiéu, mot thao tic nhdy chudt ludn chuyén tiép mot slide,

ké ca khi thoi gian dd duoc dit chua trdi qua.

Tao bai trinh bay ty trinh chiéu

Cac bai trinh bay ty trinh chiéu dugc sir dung dé chuyen tai thong tin ma
khong can diéu khién. C6 thé str dung chiing & cic ki 6t thuong mai hodc
trén mang intranet ctia co quan. Khi tu trinh chiéu, cic cong cu diéu khién

khong duogc hién thi.

Cac buéc thue hién

Trong bai tap nay, ban thiét dat mot bai trinh chiéu tu dong.

1. Trén bang chon Slide Show, nhdy Set Up Show. Hop thoai Set Up Show

xuat hién.

2. Nhdy chon Browsed at a kiosk (full screen). Khi d6 6 Loop continuously
until ‘Esc’ tu dong dugc danh dau va chuyén mau xam.

Set Up Show

Show type

™ Presented by a speaker (Full screen)

" Browsed by an individual (window)
I

{* Browsed at a kiosk (Full screen)

Show options

=
I sShow without narration

I Show withaut animation
]

Performance

[ Use hardware graphics acceleration

Show slides
" all

21X

" From: | iITD: |

" Custom shaw:

=

|C-:-ntc-sc- Cuskom Shaw 10

Advance slides
" Manually
* Using timings, if present

Multiple monitars

[~

-

Slide show resolution: |[Llse Current Resolution]

Zancel

3. Nhdy OK.

Trong ché do hién thi Slide Sorter, nhdy slide 13 va nhdy nut Slide Show
Z. Bai trinh bay duogc trinh chi€u lién tuc véi thoi gian chuyeén da tiép da

thiét dat trude.

5. Nhén Esc. Bai trinh chiéu ngimg lai.
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Tao bai trinh bay voi Microsoft PowerPoint

Tong ket bai hoc
Bai hoc nay bao gdm cdch chén 4m thanh va phim vao bai trinh bay, thiét
dat phat am thanh va doan phim khi trinh chiéu, dat thoi gian va thiét 1ap bai

trinh bay tu trinh chiéu.

Cau héi kiém tra

1. Ban chén 4m thanh tir Clip Organizer nhu thé nao?

2. Ban str dung céc thiét dat thoi gian va chuot dé trinh chiéu nhu thé nao?
3. C6 thé x6a mot ddi twong Am thanh trong mét slide duoc khong?

4. Lam cdch nao dé cai dit trinh chiéu slide chay lién tuc?

Thuc hanh

Bai tap 1: Mg tép tin Thuc_hanh_08 trong thu muyc Lesson08 nam trong thu
muc Presentation Practice. Thay d6i 4m thay chuyén tiép slide, dat tat ca céc
slide c6 thoi gian 13 4 gidy, dat thoi gian trinh chiéu cho céc slide, sau d6 luu
va dong bai trinh bay.

Bai tap 2: M6 tép tin Thuc_hanh_08 trong thu muc Lesson08 ndm trong thur
muc Presentation Practice. X6a dd hoa trong slide 5, chén mdt doan phim
hodc 4m thanh tir Clip Organizer lién quan t6i noi dung slide, thay d6i hiéu
ung sinh dong, tao mot bai trinh bay ty dong, trinh chiéu, luu va dong bai
trinh bay.

Bai tap 3: Mo 08 Marx trong thu muc Lesson08 (thu muc Presentation
Practice). Ghi 16i chao trén slide 1 chao ming Marx va dong nghiép t6i
qudn ca phé 5 sao va ty dong hién thi. Hién thi slide 6 va chén mét birc tranh
dong trong Clip Organizer str dung tir khéa coffee. Thiét dit cho trinh chiéu
tu chay. Luu cdc thay d6i va déng phan trinh bay.
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Tao bai trinh bay Web

Sau khi hoan thanh bai hoc nay, cic ban sé c6 thé:
B Tao slide muc luc.

B Tqo siéu lién két dén mét slide khdc.

B Xem truwoc va tao mt bai trinh bay Web

B Luu va xudt bin mt bai trinh bay nhw mgt trang Web.

Vo1 Microsoft® PowerPoint®, ban c6 thé xuét ban mot bai trinh bay trén
Web bang céch st dung cdc mau truc tuyén. PowerPoint ciing ¢6 cdc cong
cu gitip luu mot bai trinh bay dé tai 1én Internet, truy cip Internet va tao cic
siéu lién két dén cdc slide va tép tin khdc.

Tao slide muc luc

Mot slide muc luc 1a mot danh sach danh ddu dau dong gdom céc tidu dé cla

cdc slide dugc chon trong bai trinh bay. Slide muyc luc dugc st dung nhu 1a

mot slide tom tat ndi dung chuong trinh hoac nhu mdt trang chu cua bai

trinh bay tryc tuyén. Véi slide muc luc, ban c6 thé lién két td1 mat slide lién

quan trong mQt bai trinh bay hodc tré lai chinh slide muc luc tir bat cu slide

nao.

Pé tao mdt slide muc luc, ban chon céc slide can thiét trong ché do hién thi
I

Slide Sorter, sau dé sur dung nit 1énh Summary Slide trén thanh cong cu

Slide Sorter. PowerPoint chén mot slide méi vao trude slide dugc chon thir

nhat vd&i danh sdch gom céc tiéu de lay tir c4c slide dugc chon.

Cac buéc thue hién

O bai tap nay, ban tao mdt slide muc luc.

1. M6 Thuc_hanh_09 trong thu muc Lesson09 (nim trong thu muc
Presentation Practice). Nhdy niit Slide Sorter View &a.

2. Nhdy Select All trén bang chon Edit.
Trén thanh cong cu Slide Sorter, nhay nit Summary Slide =I. Mot slide

mdi dugce chén vao trude slide dau tién véi cdc muc danh dau dau dong
la cac tiéu de lay tur cac slide dugc chon.

el

Nhay nit Normal View. Slide 1 xuét hién trong ché d6 Normal view.
Chon tiéu dé Summary Slide.

G6 Chwong trinh PiL va nhan Enter, sau d6 g& N¢i dung.

AU S

binh dang Néi dung v6i kich thudc phong 28, chir ddm va nghiéng. Sau
d6 nhdy chudt ngoai 6 chira. Ctra s6 trinh bay trong giéng minh hoa sau:
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Tao mét siéu lién két cho mét slide

Strc manh cua bai trinh bay trén Internet 12 kha ning lién két t6i cac noi
khac: dén mot slide khéc trong bai trinh bay, dén cic slide hodc tép tin khac
trén mdy tinh hodc mang ndi bd ctia co quan, hodc dén céc dia chi Web (goi
l1a Uniform Resource Locators, hoac URLSs)

Pé tao siéu lién két, ban su dung 1énh Action Settings. Ban c6 thé thém siéu
lién két vao doi tugng van ban, do hoa, bang bi€u, do thi hay tranh anh.

Cac buéc thue hién

O bai tap ndy, ban tao mot siéu lién két téi mot slide.
1. Hién thi slide 2.

2. Chon vin ban Cdc mai quan hé.

3. Trén bang chon Slide Show, nhdy Action Settings. HOp thoai Action
Settings xuat hién vdi trang Mouse Click nhu minh hoa & trang sau.

4. Nhdy chon Hyperlink to. Nhdy vao milii tén bén phai Next. Cubn xudng
va nhdy chon Slide.... Hop thoai Hyperlink to Slide xuat hién véi danh
sach cdc slide trong bai trinh bay.
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Action Settings

Mouse Click | Mouse Qwer

Action on dlick.
" Mone
* Hyperlink to:

Next Slide -]

[Mexk Slide
Prewvious Slide
Firsk Slide
Last Slide
Last Slide viewed
IEncl Shiow

I

[~ Play sound:

| I
I

-

o4 | Zancel |

5. Trong danh sich Slide Title, nhdy chon Cdc méi quan hé.

lide title:

1. Chirang trinh FiL M&i dung - : :
. Surmary Slide {cont,) Cancel |
. Thénag tin w& Churang krinh FiL

2
3
4, Cac muc kiéu hi tro clia PiL

5. M&m bt phurang tién Cang nghé trong gid
6

7

5]

. Ba chif R trong khi 18p K& hoach gidng day
. Guan hé Cdng tac cla Ban
, K& hoach g dung cdng nghé

9, ZAC midi guan he

6. Nhéiy OK. Tiéu dé cua slide da chon xuat hién trong 6 Hyperlinh to trén
hop thoai Action Settings .

7. Nhay OK, sau d6 nhdy vao mgt khoang trong cua slide. Van ban siéu
lién két dugc gach chan va c6 mau xanh nhat, phut hgp véi mau sac va
diém nhan si€u lién két trong phoi mau slide.

8. Nhdy nit Slide Show Z.

9. Dua con tré chudt 1én dong Cdc moi quan hé, con trd chuyén thanh ban
tay c6 ngén dang tro.

10. Nhdy chuét. Slide lién két, slide 9 “Cac mbi quan h¢”, duoc chiéu.

11. Nhén Esc dé két thic chiéu slide.
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Xem trwdc bai trinh bay nhw 1a mt trang Web

Vi PowerPoint, ban ¢6 thé luu mot bai trinh bay dudi dang trang Web véi

dinh dang HTML (ngdn ngit danh dau siéu van ban) véi dudi .html.

Lénh Save as Web Page trén bang chon File tao mot trang Web tir mot bai trinh
bay, cung cap cho bai trinh bay mot khung diéu huéng ¢ phia trdi trang. Ban
cling c6 thé md mot bai trinh bay ma ban dé Ivu véi dinh dang HTML trong
trinh duyét Web. Dé xem bai trinh bay s& trong nhu thé nao khi 13 mot trang
Web, ban c6 thé xem n6 trudc bang cach sir dung 1énh Web Page Preview

trén bang chon File.

Ban c6 thé chon dé luu cdc d6 hoa trong mét bai trinh bay véi dinh dang
PNG. Cic tép tin d6 hoa PNG nho hon, vi thé c6 thé luu va tai ching xuéng

nhanh hon.

Cac buéc thue hién

O bai tap ndy, ban xem trude mot bai trinh bay nhu mot trang Web va luu

cdc d6i tuong dd hoa véi dinh dang PNG.

1. Nhdy Web Page Preview trén bang chon File. Sau khodng thoi gian

2. Nhdy tiéu dé Ké hoach iing dung cong nghé & bén trdi. Khung bén phai
hién thi slide dé trong bai trinh bay, nhu hinh minh hoa sau:

ngan, trinh duyét mo ra va hién thi bai trinh bay nhu mot trang Web.
Trong khung phia tréi ctra s6, PowerPoint liét ké tat ca cac ti€u dé slide.

J Give Your Image Impact - Microsoft Internet Explorer _1ol x|
Fie Edt View Fawortes Tooks  Help ‘

GBack » = - (@D 2] & | Qoearch GiFavorites Eivedia oF | 54 S [T - B -

Address I@ C:\Documents and Settingshadministr atoriLocal Settings| TempiPowerPaintwebPagePreview!|Thuc_hanh_09_files\frame. htm :_] G0 iLinb@ 2z
T - 2 =] searchweb|<| <0 B+ - @ | vy web - gmal - @y vahoot - (7] Shopping =

1 Chuweng trinh PiL
Nai dung

Partners Ké hoach u’ng dllng

2 Summary Slide (cont) in Learning

3 Théng tin vé Chweng trinh GOTg nghe
PiL

4 Cac myc tigu hé troy
cia Pil

5 Nam bat phwong tién Cing +Y tuérng

nghé trong giang day . Céng il
£ Ba chiv R trong khi lap K& -.,\
hoach giang day # Thl_!c hl@n

7 Quan hé Cong téc cia Ban

8 g dung
céng nghé

9 Cac méi quan heé

10 Lép ké hoach
cho Tueng lai

11 Nhitng céu chuyén

Motes

Slide Show
S my Computer 7

Slide 8 of15

Hstart]|| @ 5 0] © > |[Elgive v.. Gycomparch] @ipresent.. | Funvties.. | [Eerose., | [§ S olee — G5 o[ amrem

3. Nhdy Close trén bang chon File cta trinh duy¢t, .

4. Nhdy Options trén bang chon Tools cua PowerPoint. Nhdy trang
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5. Nhay trang Browsers va nhdy chudt dé danh dau 6 Allow PNG as a
graphics format. Nhdy OK. Hop thoai Web Options dong lai.

6. Nhay OK trong hop thoai Options.

Lwu va xuét ban bai trinh bay nhue mét trang Web

Khi luvu mot bai trinh bay nhu mot trang Web, PowerPoint tao mot thu muc
ciing ¢ tén nhu t€n bai trinh bay Web. Thu muc nay chira cic tép tin duoc
str dung dé hién thi bai trinh bay trén Web. Néu di chuyén bai trinh bay Web
dén vi tri khéc, ban ciing can di chuyén ca thu muc nay.

Cac buéc thue hién

O bai tap ndy, ban xudt ban mot bai trinh bay nhu mot trang Web va mé bai

trinh bay trong trinh duyét.

1. Nhdy Save as Web Page trén bang chon File. Hop thoai Save As hié¢n ra.
Luu y 6 Save as type dudi ddy hop thoai.

2. Nhay chudt 6 File name, dé diém chen cudi tén tép tin hién tai, nhén diu
cach va gd Web Page. PowerPoint s luu bai trinh bay 1a Thuc_hanh_09
Web Page.

3. Trong 6 Save in, chon thu muc Lesson09 trong thu muc Presentation

Practice.
4. Nhay Publish. Hop thoai Publish as Web Page Xuét hién, nhu minh hoa
sau.

Publish what?

o Zomplete presentation

£ slide number I 3: through I 3:

£ Cuskor show: I

[
[V Display speaker notes web Oplions., . |

Browser suppoark
" Microsoft Internet Explorer 4.0 or later (high fidelity)

" Micrasoft Internet Explorer 3.0, Netscape Navigator 3.0, or later

@l browsers lisked above (creates larger Files):

Publish a copy as

Page title: Give Your Image Inpack Change... |

File nanne: IC:'I,Dl:n:uments and SettingstadministratoriDesktoplPiLiPre Browse, .,

EI ||- Zipen published web page in browser Publish I Cancel |

5. Nhay chon Complete presentation, néu can, va nhdy tity chon All
browsers listed above (create lager files).
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6. Nhay Web Options. Hop thoai Web Options xuét hién. Nhdy trang
General, nhay chon Add slide navigation controls, néu can. Nhay miii
tén trong 6 Colors va chon mot kiéu phdi mau.

7. Dénh diu chon 6 Show slide animation while browsing va nhdy OK.

8. Xé6a danh diu trong 6 Open published Web page in browser, néu can, va
nhdy Publish.

9. Trén thanh cong cu chuan, nhay niit Open. Hop thoai Open hién ra.
Trong phan Look in, chon thu muc Lesson09 trong Presentation
Practice. Chd y rﬁng mot thu muc moéi duge tao ra cung tép tin html ma
ban vira luu.

10. Nhay chon Thuc_hanh_09 Web Page.htm. Nhdy mii tén trong 6 Open
va chon Open in Browser. Bai trinh bay m¢ trong trinh duyét cua ban.

11. Nhéy Close trén bang chon File cua trinh duyét. Trinh duyét déng lai va
tr¢ vé PowerPoint.

Tong ket bai hoc
Bai hoc bao g@)m cach tao mot slide muc luc; tao siéu lién két dén mot slide,

xem trude va tao mot bai trinh bay Web; luu va xuat ban mot bai trinh bay
nhu mot trang Web.

Cau héi kiém tra

1. Neéu cdc bude can thuc hién dé tao ra slide muc luc?

2. Ban tao mot siéu lién két toi mot slide khdc bang 1énh gi?

3. Goi tén ba dbi twong ma c6 thé thém siéu lién két.

4. Bing cich no dé xem trudc mot bai trinh bay nhu mot trang Web?
Thuc hanh

Bai tap 1: M6 Thuc_hanh_09 trong thu muc Lesson09 (ndm trong
Presentation Practice). Trén slide 2, tao mot siéu lién cho doan van ban Ldp
ké hoach cho twong lai téi slide 10, tao mot nidt am thanh véi am thanh
Applause trén slide 10, sau d6 luu va dong bai trinh bay.

Bai tap 2: Xem trudc cic slide cta bai trinh bay Thuc_hanh_09 trong trinh
duyét Web, luu bai trinh bay nhu 1a trang Web c¢6 tén PiL. 09 trong thu muc
Lesson09 va déng bai trinh bay.
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Sau khi hoan thanh bai hoc nay, cic ban sé c6 thé:
B Thém cdc chu thich vao mgt bai trinh bay.
B Giri mgt bai trinh bay qua thw dién ti.

B Sir dung Pack and Go Wizard va PowerPoint Viewer.

Sau khi tao bai trinh bay, ban mubn cdc d@)ng nghiép cho nhan xét. Viéc hgp
tac s€ gilp tao ra nhiing bai trinh bay day du va chinh x4c.

Ban c6 the gui bai trinh bay cho nhiing nguoi khac dé ho doc, chinh stra va
g6p ¥ vé bai trinh bay ma khdng can phai in ra. Khi ho gui tra cdc bai trinh
bay, ban c6 thé theo ddi cdc chinh stra, chd thich, chap nhan hoac tu chdi
chiing va 16ng chiing vao ban trinh bay géc.

PowerPoint con bao gdm cc tinh ning gitip ban déng gbi bai trinh bay dé
phét ¢ dia diém khéc.

Thém cac chi thich vao mét bai trinh bay

Ban thém mot chi thich bang cich nhdy 1énh Comment trén bang chon

Insert. D€ stra hodc x6a mot chu thich ban nhay chudt phai vao van ban chu

thich va nhday vao Edit Comment hodc Delete Comment. B¢ an hoac hién

mot chu thich, ban cadn m¢ thanh cOng cu Reviewing va nhay vao nut

Markup, dé bat hodc tat né. Ban cling c¢6 thé sir dung céc chirc nang trén

thanh cong cu Reviewing d€ chen, x6a hodc chinh stra cic chu thich.

Khi 1am viéc véi cdc chi thich, ban ciing c¢6 thé md ngan Revisions dé xem

cdc chu thich da viét trong moi slide. Ban mé ngén Revisions bang cich

nhdy chudt phai 1€n bat ky thanh cong cu nao va chon Revisions Pane tur

bang chon tat.

Cac buéc thue hién

Trong bai tap nay, ban thém va stra cac chu thich, m¢ thanh cong cu

Reviewing va ngan Revisions, an va hién cic chu thich trong bai trinh bay

va x0a chu thich ma ban khdng can nira.

1. M¢6 Thuc_hanh_10 trong thu muc Lesson10 (ném trong thu myc
Presentation Practice). Kéo hop cuon dé hién thi slide 6.

2. Trén bang chon Insert, nhdy Comment. Mot hop chi thich mé ra véi tén
cua ban, ngay hom nay va con tré nhdy dé c6 thé go chu thich.

3. Trong hdp chu thich, g6 Cé cach nao lam slide nay dep hon khong?
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4. Nhdy ngoai hop chu thich. Hop chi thich dong lai va mot 6 nho voi chir
cdi dau tén ban va mot sd xut hién trén gbc trén cung bén trai.

5. Nhdy dip vao hop nhd. Hop chi thich mé tré lai, cho phép ban chinh
stra chu thich.

6. Nhdy sau tir nay dé dat con tré chén, nhan phim céch, gé nhin, va nhay
ra ngoai hdp chi thich. Viéc chinh stra da dugc thyc hién va hop chd
thich dong lai.

7. Trén bang chon View, tro vao Toolbars, sau d6 nhdy Reviewing néu can.

8. Trén thanh cong cy Reviewing, nhdy nit 1énh Markup ey Hop chi thich
nho trén slide 2 bién mat.

9. Trén thanh cong cu Reviewing, nhdy lai nit Markup F. Nt Markup bat
1€n, va hop chd thich lai xuat hién.

10. Kéo hop cudn sang slide 7 va nhdy nit Insert Comment L4 trén thanh
cong cu Reviewing.

11. Trong 6 chi thich, g& Yéu cau Mai cip nhit so' dd nay, néu can va
nhdy bén ngoai 6 chu thich.

12. Kéo hop cudn sang slide 12 va trén thanh cong cu Reviewing, nhdy nit
Insert Comment L4,

13. Trong 6 chi thich go Chiing ta cip nhat nhirng cau chuyén thanh
cong nay dwoc khong?

14. Nhdy chudt phai 1én thanh cong cu bit ky va nhdy vao Revisions Pane.
Ngan Revisions md ra & bén phai, hién thi chd thich ¢ 6 Slide changes.

92



Duyét lai va chia sé bai trinh bay

[E] Microsoft PowerPoint - [Thuc_hanh_10.ppt] =& x|
BI] Fle Edt Yew Insst Fomat Tooks  SideShow  Window  Help Type & question for help [+ X

DEHEH S BER < il X |# o + P TimesMewRoman - 24 + | AL £= [ Desian ZINew Slde
/ s | @R B-B -l X[,

'~/ Revisions Pane - x

Partners \]Ilu‘ng cau chu Shide changes:
in Learning . ~ p [C3 Ter Ching ta cap nhdt g .|
¢ ) ta cdp nhét nhing ...
Thanh cong cua
N
EEE=El Presentation changes:
IEERE —
Double click to add table o presentation changes:
4
Eee ) 4 I 'Lli =
D[aw' Autoshapes~ N W [ O & 4l < B H-F-A-=E=ZE8BH.
Slide 12 of 16 Contoso Comparry Template English {U.5.)
M“ & 5o ”lj (3] Lessono? | Eeresent. .| Hluntited.. | [E{Thuc .. |G RS susem

15. Nhay chudt phai trén 6 chi thich va nhdy Delete Comment. Chu thich
duogc xda khoi slide va ngan Revisions.

16. Trong ngan Revisions, nhay nit Previous O cudi ngan. Slide 10
xuat hién voi chi thich trong ngan Revisions.

17. Nh4y 14n nita it Previous 72 ] Slide 6 xut hién véi chd thich trong
ngan Revisions.

18. Nhdy nt Close dé déng ngin Revisions.
Giri bai trinh bay dé duyét qua thw dién ti

Ban c6 thé gtri bai trinh bay cho ngudi khdc duyét bang thu dién tir ngay
trong PowerPoint ma khong can phai mo chuong trinh thu dién tir cta. Dé
guri bai trinh bay, nhdy bang chon File va chi vao Send To. Bang chon Send
To bao gém céac I¢énh Mail Recipient (for Review) va Mail Recipient (as
Attachment). Nhdy vao mot trong nhing 1énh nay d¢é mé mét cira sb thu
dién tr trong d6 bai trinh bay da dugc li¢t ké nhu 1a mot tép tin dinh kem.
Néu ban sir dung Mail Recipient (for Review), thu c6 sin dong chit Please
review the attached document. D& giri mot bai trinh bay, nhap dia chi thu
dién tir & giri dén va dia chi thu dién tir dong giri cuia nhitng ngudi cin nhan
dugc mdt ban sao va cac tép tin dinh kem. Dong chu dé cua thu dién t da
bao gdm tén tép tin bai trinh bay dang duoc giri.

Cac buére thuc hién
Trong bai tap nay, ban giri mot bai trinh bay gin kém vai thu dién tir.

1. Trén bang chon File, chi dén Send To, va nhay Mail Recipient (for
Review). Ctra s6 thu dién tir mo ra, san sang dé gd dia chi ngudi nhan.

2. Nhdy vao hop To: n€u can va go dia chi nguoi nhan.
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3. Nhdy nit Send. Thu dién tir v6i bai trinh bay dinh kem duoc gui di dé
duyét va tr¢ lai voi1 bai trinh bay PowerPoint. Ban s€ nhan mot thu phan
hoi trong hop thur.

Str dung Pack and Go Wizard

Néu ban trinh chiéu bai trinh bay ctia minh trén mgt mdy tinh khac, ban c6
thé sao vao céc thiét bi luu trir nhu dia mém, dia CD. Tuy nhién can phai dé
phong hai trudng hgp: PowerPoint chua dugc cai dat trén may tinh dung dé
trinh chiéu, hodc trén may d6 khong c6 cdc phong chit sir dung trong bai
trinh bay. Khi d6 ban c6 thé sir dung Pack and Go Wizard.

Vi Pack and Go Wizard, ban c6 thé “déng g6i” va sao céc tép tin lién két
va cdc phong dugc str dung trong bai trinh bay. Pack and Go Wizard mac
dinh déng géi cac tép tin lién két, va néu ban chon tuy chon Embed
TrueType Fonts, cac phong TrueType trong bai trinh bay s¢ dugc luu. Nhu
vay, khi ban mé va chiéu bai trinh bay trén mot may tinh khac khong c6
phong TrueType, bai trinh bay s€ trong gidng nhu chiéu trén mdy tinh cua
ban. Ludn nhé rang cic phong nhing trong bai trinh bay s€ lam tang kich
thudc cua tép tin.

Luuy

Ban ciing c6 thé nhiing phdng ngay khi luru mot bai trinh bay. Trong hop
thoai Save As, nhdy Tools, nhdy Save Options, danh diu 6 Embed TrueType
fonts, va nhdy vao Embed characters in use only (cdch t6t nhat dé giam kich
thudc tép tin) dé chi nhiing cic ky tu duoc sir dung trong bay trinh bay hoic
nhdy Embed all characters (cdch tot nhat cho ngudi khéc chinh stra) dé
nhiing tat ca cdc ky tu trong bo phong.

PowerPoint c6 mot chuong trinh dac biét 1a PowerPoint Viewer, cho phép
chiéu mot bai trinh bay trén mot mdy tinh khong duoc cai dit PowerPoint.
Ban c6 thé d& dang cai PowerPoint Viewer trén moi mdy tinh tuong thich.
Khi chay Pack and Go Wizard, ban thé chon hoic khong chon PowerPoint
Viewer.

Khi hoan thanh, PowerPoint tao ra hai t¢p tin: Pngsetup va Pres0.ppz.
Pngsetup 12 mot tép tin cai dit s& g& déng gbi va trinh chiéu bai trinh bay
ctia ban va Pres0.ppz 12 ban nén bai trinh bay. Dé g0 goi va trinh bay chiéu,
ban nhdy dip vao tép tin Pngsetup va lam theo chi dan. Cic tép tin Pngsetup
va Pres0.ppz phai & trong cling mot thu muc dé c6 thé trinh chiéu.

Cac buéc thue hién

Trong bai tap nay, ban khoi dong Pack and Go Wizard, nhing céc phong
trong bai trinh bay, dong bai trinh bay va sir dung PowerPoint Viewer dé
trinh chiéu.
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1. Nhdy Pack and Go trén bang chon File. Pack and Go Wizard hién thi
mot hop thoai gidi thidu.
2. Poc phan giéi thiéu va nhdy Next. Pack and Go Wizard hoi ban mudn

dong goi bai trinh bay nao. Bai trinh bay hién tai (dang m¢) méc dinh
dugc chon, mic dau vay, ban c6 thé chon bat ky bai trinh bay khéc.

3. Nhdy Next. Pack and Go Wizard héi ban mu()n luru bai trinh bay & 6 dia
nao, nhu 12 6 ctimg hay 6 ctng trén mang. O dia A mic dinh xuat hién.

4. Nhdy chon tuy Choose destination, nhdy Browser, chon thu muc
Lessonl0, nhdy Select, va nhdy Next. Pack and Go Wizard hoi ban
mudn bao gdm cdc tép tin lién két va phong st dung trong bai trinh bay
cua ban khong.

5. Dénh diu chon 6 Embed TrueType Fonts va nhdy Next. Pack and Go
Wizard héi ban ¢6 mudn bao gom ca PowerPoint Viewer. Pack and Go
Wizard méac dinh khong bao gom PowerPoint Viewer .

Pack and Go Wizard

To give the presentation on a computer that does
Start not have PowerPoint installed, include the
-| . PowerPoint Wiewer,

Fick Fles to pack f+ Don't include the Yiewer

| -
UL EE I T nclude the viewer in vour packaged
presentation, vou must First install it on wour
Links machine. After the viewer is downloaded, you

can package it by selecting Yiewer for Microsoft
Windows on this wizard screen.

Download the Yiewer |
Finish

6. Nhdy Next va nhdy Finish. By gio ban da san sang dé mang bai trinh
bay ra trinh dién.

7. Nhay Close trén bang chon File, .

8. Néu hop thoai xuat hién hoi ban ¢6 mudn luu nhing thay dbi dbi véi bai
trinh bay ctia ban hay khong, nhdy Yes.

Trinh chiéu bang PowerPoint Viewer

Trudc hét ban phai chay tép Pngsetup dé g& déng gébi bai trinh bay. Céc tot
nhét 12 tao mot thu muc tréng va chon thu muc d6 trong qu4 trinh g& déng
g0i.
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Cac buéc thue hién
1. Tao thu muc mdi c6 tén Test trong thu muc Lesson10.

2. Trd lai thu muc Lesson10 va nhdy dup t€p Pngsetup. Khi dugc hoi thu
muyc luu cdc tép sau khi g& dong g6i, chon thu myc Test. Chuong trinh
s& hoi ban c6 mudn trinh chiéu ngay khéng, nhdy No.

3. Nhay Start trén thanh cong viéc, tré tdi Programs, va nhdy vao Microsoft
PowerPoint Viewer 97. Chuong trinh Microsoft PowerPoint Viewer xuat
hién.

4. Chon thu muc Test trong thu muc Lesson10.

Trong danh sach céc tép tin va thu muc, nhdy chon Thuc_hanh_10.

@ Microsoft PowerPoint ¥iewer ﬂll

Look ir: I@ Test j "~ £F B

c_hanh_10.ppt

File name: IThuc:_hanh_1 0.ppt Show I
Files of type: IPresentations[".ppt;".pps;".pnt] j Exit |

Print... | Dptionz. .. | Ahbout |

Advance slides
" Manually

¢ Using Timings, if present

Mo Preview Available

[ Password Locked Shide Show

6. Nhéay Show. Chuong trinh PowerPoint Viewer trinh chiéu bai trinh bay
Thuc_hanh_10.

Nhay chudt dé xem céc slide trong bai trinh bay.

8. Khi qud trinh trinh chiéu slide két thiic, hop thoai PowerPoint Viewer
xuat hién lai.

9. Nhdy Exit.
Tong ket bai hoc
Bai hoc nay bao gém céch thém chu thich vao mdt bai trinh bay, gtri bai

trinh bay qua thu dién tir, theo di thay ddi trong bai trinh bay va str dung
Pack and Go Wizard.
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Duyét lai va chia sé bai trinh bay

Cau héi kiem tra

1. Sirdung tinh ning gi ciia PowerPoint dé giri mot bai trinh bay bang thu
dién tu?

2. Lam cdch nao dé trinh chiéu bai trinh bay trén mdy tinh khong cai dat
PowerPoint?

Thuc hanh

Bai tp 1: M6 Thuc_hanh_10 trong thu muc Lesson10 (nim trong
Presentation Practice). Gui bai trinh bay nhu 1a tép tin dinh kem trong thu
dién tir.

Bai tap 2: St dung Pack and Go Wizard dé nén va luu bai trinh bay vao 6
cung, dong bai trinh bay va trinh chiéu st dung PowerPoint Viewer.
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