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Chuong 1. Gidi thiéu PowerPoint 2007

PowerPoint 2007 1a mot phan cta bd Microsoft Office 2007. Ciing gidng nhu Word (chuong
trinh x& ly vdn ban), Excel (bang tinh), Outlook (trinh quan ly e-mail va quan ly cong viéc ca
nhan) va Access (co s& dit liéu), PowerPoint giup chiing ta tao nén cac bai thuyét trinh/ béo céo
sinh d6ng va 16i cudn.

Khi bao cdo, ching ta cé thé dung cac loai dung cu hd tro c6 thé nhin théy nhu: slide 35mm,
phim chéu cho may overhead, cac slide trén may tinh, ban bao cdo dugc in ra, cac ban ghi chu
cua nguoi thuyét trinh. PowerPoint c6 thé tao ra tit ca céc loai dung cu trén va cé thé kém theo
céc hiéu tng hap dan va thu hit ngudi nghe.

Do PowerPoint dugc tich hop rit chat ch& véi cac thanh phan khéc cta bo Microsoft Office 2007,
nén chang ta c6 thé chia s& thong tin gitta cac thanh phan nay rat dé dang. Vi du, ching ta ¢ thé
v& biéu dd trong Excel va co thé chén bicu do nay vao slide clia PowerPoint hodc ching ta ¢é thé
chép cac doan van ban ciia Word va dua vao slide cuia PowerPoint,...

1. Cac diém méi trong PowerPoint 2007

Ciing glong nhu cac chuong trinh khac cia b Office 2007, PowerPoint 2007 da duoc thlet ké
méi ve giao dién. Vai giao dién mai s€ rat tién loi trong viée st dung, tuy nhién doi hoi tat ca
nguoi ding, tham chi 13 nhiing nguoi da rat thanh thao cac phién ban trudc phai lam quen vdi
giao dién ndy. Dudi ddy 1a mét sd tinh ning méi ma ban s& gip trong qua trinh sit dung phién ban
nay.

Cac Tab va Ribbon

PowerPoint 2007 xay dung thanh Ribbon c6 cac nut 1énh dd hoa d& nhan biét duoc chia thé’nh
nhiéu Tab (ngén) thay cho hé thong thuc don phtic tap cia cac phién ban trude. Moi tab giong
nhu mdt thanh cong cu vdi cac nit [€nh va danh sach 1énh cho nguoi dung Iira chon st dung.

Céc tab khong d& tuy bién dé nhu céc thang cong cu & cac phién ban trude, nhung PowerPoint
2007 c6 thém mot thanh cong cu goi 1a Quick Access Toolbar (QAT - thanh cong cu truy cép
nhanh) gitip nguoi ding tity bién céc niit 1énh mot cach nhanh chéng va dé dang. Ban ¢6 thé thém
vao thanh QAT bat ky nut 1énh nao bang cach nhép phai chudt vao né va chon Add to Quick
Access Toolbar.

Tab dang chon Quick Access Toolbar
!:-5_1 = g 3 __j'—=—| Presentation2 [Compatibility Mode] - Microsoft PowerPoint s =i
e’ Home Insert Design Animations Slide Show Review View Developer Add-Ins Format L7l
38, ) =~ | Calibri Headings] ~ 44 1t~ ” | B S <. S A TP
| iE I5>:
15| Us mro=es om0 2 A
Paste MNew A e | e = = Shapes Arrange Quick Editing
- slide~ % ||| 2 7 Aa~|[ AT 47|45 £z - - Styles+ =T -
Clipboard ™ Slides Font {F] Paragraph P Drawing {F]

Hinh 1. Thanh Ribbon

Tran Thanh Phong Trang 1



Chuwong 1. Gi¢i thiéu PowerPoint 2007

Chwong trinh Gidng day Kinh té Fulbright

Thue don Office

Cac 1énh trén thue don Microsoft Office (goi tit 1a thuc don Office) lién quan dén viéc thao tac
voi tap tin: luu trit, in an, md, dong tap tin,... Cac Iénh nay nam trén thuc don File cta cac phién

ban PowerPoint trudc.

I\|h’1t 1énh Office

@ﬂ

Hew

ORE) -

Recent Documents
1 OCW downloads.ppt

Open

Save

Save As b
Print L4
| Prepare #
Send 4
Publish *

Clase

Presentation2 [Compa

i_‘j PowerPoint Options | |X Exit PowerPoint |

Hinh 2. Thuc don Office

Céc Kkiéu miu cho hinh anh (Graphics) va vin ban (Text)

Néu ban thanh thao Microsoft Worgl, ban co 1€ da tl‘rpg nghe dén khai niém style. Méi style luu
cac thong tin dinh dang ma ta c6 thé 4p dung vao nhiéu doan véan ban trong Word nham dam bao
tinh dong nhat. Vi du nhu khi 4p dung cing mdt style cho céac ti€u dé dé dam bao cho tat ca cac

tiéu dé dwoc dinh dang gidng nhau.

PowerPoint 2007 m¢ rong khai ni¢ém style béng cach cho phéo ap dung style 1én cac dbi tugng
hinh anh nhu: hinh, cac duong k&, cac khoi hinh giénh nhu vén ban.

Nut 1énh Office

Nhéip chon nit nay dé mé thém style

|6"J H9-0 35 ) Presentafion2 [Compatibility Mode]
—Ly Home Insert Design Animations Stide Show Review
i Brightness = ;5{ Compress Pictures J —  pre— — by g
( Contrast - E}g Change Picture |-‘I :-‘! d ﬂ =
{‘&Recolorv "EReset Picture
Adjust Picture Styles

Hinh 3. Cdc kiéu mau hinh anh va vin ban

- [Microsoft PowerPoint

iew Developer

[y Picture Shape =

Picture Border ~

T = Picture Effects =
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Add-Ins |

3 Bring to Front = |2~
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2 Send
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Sy Selection Pane
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Format
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p =lpsz

Size

i

o [+
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Nhiéu lra chon vé& hinh va dinh dang hon

Céc 601 tuong hinh v& (trude kia goi la AutoShapes, by gid goi la cac hinh anh Office Art) duge
cai tién rat nhiéu trong PowerPoint 2007. Ban khong nhimg c6 thé 4p dung cac mau sic va to nén
cho cac d6i twong ma con co thé d6 bong, chiéu sang, trang tri bé mat, hi¢u tmg 3-D, nghién va
xoay hinh.

Beveled
Edges

—_— A
Reflection

Soft Edges

Hinh 4. Cac lya chon dinh dang hinh vé

Tat ca cac hi€u tng mdi cho cac doi tugng hinh v€ nay ciing ¢é thé ap dung vao khung vién cua
hinh anh chén vao slide. Ngoai ra con co6 vai cong cu moi lam viée voi cac hinh anh giup ching ta
thay d6i tong mau cua hinh ciing nhu thém vao khung hinh.

Nhiéu tiy chon dinh dang viin ban

PowerPoint 2007 thém vao nhiéu dinh dang van ban mdi. Su cai tién trong dinh dang van ban co
y nghia nhét c6 18 1a cong cu WordArt, cong cu nay cho phép ap dung vao ca cac doan van ban
thong thuong véi mot it gidi han. (Luu ¥ tap tin phai duge luu v6i phan mo rong ctia Powerpoint
2007 thi cac tinh néing nay mai hién hitu).

£ nik
rhay dof KIGU hidn tng
L

Normal

® Slide sorter
slide= ShQW

Hinh 5. Dinh dang cho van bang diing WordArt
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Mau sic (Color), ki¢u chir (Font), va cac mAu hiéu vng (Effect Themes)

Céc style khong nhiing cé thé tir ddng dinh dang cac dbi trong don 1é ma con cé thé thay ddi
dinh dang cuia toan bai trinh dién. M6i theme cé 3 thanh phan dé la: mau séc, kiéu chit va cac
hiéu ung.

A=

il

Theme Colors
H HEHEEEER

Standard Colors
N EEEER

28} | More Colors...

Hinh 6. Cdc téng mau ta cé thé chon tir bang mau

_ == ==
Calibii 5 R | [ =

=

Theme Fonts :
i Calibri Headngs) 5]
T Calibri (Body)

All Fonts
T T b De
i yMaEnH
" YnfArabia
" YRARABIAR
T WnArial
B nArial Narmow
T yNARIAL NARROWH
T VNARIALH
B Dectristofe
T OHARISTOTEE
T VnAvant
A VANTH
T VoBahamasB
i YNBAHAMFSBH
T MnBlack
' WNBLACKH
Ky

Hinh 7. Cdc kiéu font chit ta cé thé chon tir danh sdch

SmartArt

SmartArt trong PowerPoint 2007 la mgt tinh ndng manh, giip nguoi dung nhanh chong chuyén
cac danh sach thanh cac so do sinh dong chi véi vai cli nhap chudt.
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Vong do1 san pham

* Khao sat
P Khio
« Thiét ké sat
+ Phat mfrn e
*  San xuat ia
o

&L
* Thir nghié¢m
Th
nghiém

* DPanh gia

ke

Phit
trién

Hinh 8. Nhiéu kiéu SmartArt

SmartArt gidng nhu tinh ning Diagrams trong PowerPoint 2003 nhung dua trén by may
v€ hinh méi ciia Microsoft, do 1a Escher 2.0.

Cong cu vé dd thj tot hon

Trong céc phién ban Office trudc, Excel 1a chuong trinh ¢6 kha nang v& d6 thi xudt sac nhat.
PowerPoint 2007 bao gdm cong cu v& do thi mdi giéng nhu gidng nhu cia Excel 2007. Ciing
gidng nhu SmartArt, né tich hgp b méay vé hinh méi 1a Escher 2.0 va ta c6 thé dinh dang do thi
v6i nhiéu kiéu hiéu tng c6 sin.

Khao sat vé s¢ thich xem phim

i ¢ Theé loai

] . "
phim nao

0 manam va

O —

o
150 4 nit thich
50

eNam  Xemhon?

100 + " Nit
50 +

0 -+ T T T '

Phimhai Kich Hanh Hoat
déng hinh

2
2

Hinh 9. V& do thi dé dang hon

Tuy bién cac mau slide

Trong In earlier versions of PowerPoint, ban chi c6 thé chon lya cdc mau slide ma PowerPoint
cung cap san. Trong PowerPoint 2007, ban cé thé ty tao cac mau slide vdi cac nhiéu loai
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placeholders khac nhau giéng nhu cac mau slide c6 sin. Diéu nay giup ta d& dang tao ra cac miu
slide phuc tap va day la tinh ndng cai tién cua Slide Master.

J Picture
gl
-j Table

é;-f%' Media

J | Title

Inseit (7] Footers
Placeholder=

Hinh 10. Tiy bién cho cdc Slide Master

2. Tim hiéu cac thanh phén trén cira s6 chwong trinh Microsoft PowerPoint

Giao di¢n cua PowerPoint nhin chung cling giong nhu cac chuong trinh Windows khac, tuy nhién
nd ciling cé mdt vai dieém déc trung. Cac thanh phan trén cira s6 PowerPoint nhu sau:

Thanh ti¢u d@ (Title bar): Thé hién tén cta chuong trinh dang chay 14 PowerPoint va tén
cua bai trinh dién hién hanh. Néu ctra s6 chua toan man hinh thi ta cé thé dung chudt kéo
Title bar dé di chuyén ctta so.

Ribbon: Chiric nang cua Ribbon 14 sy Kkét hop cua thanh thuc don va céac thanh cong cu,
dugc trinh bay trong cac ngén (tab) chtra nut va danh sach 1énh.

Nit Office: Mé thue don Office tir do ta ¢ thé truy cép cac 1énh mé (open), luu (save),
in (print), va tao mdi (new) bai trinh dién.

Quick Access Toolbar: Chira cic 1énh tit cia cac 1énh thong dung nhét. Ban c6 thé thém/
bot cac 1€nh theo nhu cau sir dung.

Nit Minimize: Thu nhé cta sd tng dung vao thanh tic vu (taskbar) cia Windows; ban
nhap vao nit thu nho cua ung dung trén taskbar dé phong to lai clra s6 ing dung.

Niit Maximize/Restore: Khi cira so & ché do toan man hinh, khi chon nit ndy s& thu nho
cua so lai, néu ctra s6 chua toan man hinh thi khi chon nit nay s€ phéng to ctra s6 thanh
toan man hinh

Nt Close: Bong ing dung lai. Ban c6 thé nhan dugc thong bao luu lai cac thay ddi cua
bai trinh dién.

Khu vire soan thao bai trinh dién: Hién thi slide hién hanh.

Thanh trang thai (Status bar): Bdo cdo thong tin vé bai trinh dién va cung cp céc nut
1énh thay d6i ché dd hién thi va phdng to, thu nho vung soan thao.
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Nut Office Thanh trang thai Khu vuc Close
soan thao Maximize/Restore
Quick Access toolbar Title bar o 13 slide Minimize
Q 0= ) I= Prese..tation& [Compatibility Mpde] - Microsoft PowerPoint I_ II:| x
| Home l Insert WView Developer Add-Ins @

e Ty -
P8y (g2
=i

Shapes Arrange Quick
= Styles - =+~

il |

Click to add title

Click to add subtitle

Click to add notes

Slide1 of 1 | "Office Theme™ | English {US.) |

[EEE
Hinh 11. Cdc thanh phan trén cira s6 PowerPoint

Céc ngan chira 1énh (Tabs) Ngén Iénh theo ngit céTh

T
™ B R LQ B+ Presentationl [Compatibility Mode] - Microsoft PowerPoint Dia. | = M= %
Home | Insert Design Animations Slide Show Developer ﬁﬂd—lnsl : Format @
ﬁ # |I |Carrim [Headmg- Y,-M > [;‘T = | | é & | t}ﬁ |
| 5 | |
Paste New 3 B I U zbe AV Mg~ Shapes Arrange Quick: ||Editing |
- J | Slide ~ ‘a || bl HA‘ |I| il - ~ Styles =47 | ¥ ‘
|Cl'phuard Tl Slides | ) Fant ’;_.| Paragraph | Drawing |
Nhém 1énh Mo hép thoai

Hinh 12. Thanh Ribbon

3. Thay déi kiéu hién thi trong cira s6 chwong trinh

PowerPoint 2007 ¢6 4 kiéu hién thi, mdi kiéu c6 cong dung riéng trong qué trinh soan thao, chinh
stra hodc trinh chiéu. Sau day la cac ki€u hién thi:

Normal: Ché d6 nay trong qua trinh soan

Tran Thanh Phong Trang 7
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= Slide Sorter: Ché dé nay gitip xem téng thé bai trinh dién, b cuyc, ciing nhu trinh ty cac
slide trong bai.

= Notes Page: Ché d6 nay gitp ta thém cdc ghi chu vao slide (cac ghi chi ndy s& khong
hién thi khi trinh chiéu)

= Slide Show: Day la ché do trinh chiéu toan man hinh, céc slide s& 1an luot xuét hién theo
thir tu cia no.

i 9 - & (1§ - CADB-107 WDIR003.ppt [Compatibility Made] - Microsoft PowerPaint

- B X
r <A Home Insert Design Animations Slide Show Review ‘ View | Developer Add-Ins (7]
Cac kiéu - - i =
hidn thi — ] [ stide Sorter | &I Siide Master ‘l q . =1, = @ ‘
1ien t 1 |- I=] Motes Page | Handout Master E‘ % |
I il s Shawaldm Zoom Fitto Colqn"Glayscale New Switch Macros
g Slide Show | [Z] Notes Master | Window || - | window 53 | windows + | |
i Zaom ‘l_ _ Window |

§ Truy van di liéu (Query)

O aay chiing ta khai
b&o cdc yéu cau dé
trich loc d liéu.

D& truy vén di ligu
ching ta phalchon
cac qudc gia, cac
chitiéu va chudi thai
gian can Iy di ligu.

August 15, 2008 FETF- Tran Thanh Frang

Slide 5 of 18 | “fetptemplate” | English (U.S) | |i-ﬂ!!qsl§ 563 (=)nl)

Normal— ‘ |—Slide Show
Hinh 13. Cdc kidu hién thi cira s6 lam viée Slide Sorter

Mubn chuyén qua lai giita cic ché d6 hién thi thi ban vao ngan View tréb thanh Ribbon, sau d6
chon kiéu hién thi mong muén hoéc chon ki€u hién thi trye ti€p tir thanh trang thai. Dudi day la
cac hinh minh hoa ctia céac kiéu hién thi:

.i!n) [ 0= 5 LY B3 ) 5 CAR-(OT WIEN0E ppit {Compatitality Mode] « Microsoft PowerPoimt B 1 IE") ol g CADR-LOY WOT0OE ppt {Compatiaiity Mod] - Wicrotoft PowesPoint o
)

MBS P henop e e R pere ) v, | g L X Home

Tt Dt Ammabens  Shdeshew  Braew | View | Dispe  Aseim L4
1 saaesenr | L hce Mkt [ =] =1 = [ e o] | i sagermsner ) =1 Jeo = =]
£| 21 Mote: Page | ] Mandout Marter = _L{ |- _':. 3 i::l 3 J S ritesfage | Mansout et L{ |' Lo ,—___.!’ :.-:l 3
Imsesmow | Jhetersnn Wm e E el | "™ T cumemow | mores e | TTOTIEE ) o0 "" ik ol ,""' B e | Maeron

| Presestatian Yirw Inam wingew Magr | Presastation View nw- i hagre !

7 = = . ; -

]

e

ﬁdAy ching ta khai
bigo cac ydu cau dé
trich loc di héu.

BE truy van di lidu
chung ta phai chon
cAC QUC gia, CAC

- | chitiéu va chudi thai
gan can Ay di léu.

i
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G| 1 sesesener | i nge it
= .
—— 2] Hotes Page| | Mamdout Mhaster

Slide
Show

Presemmation Views

Lui vé slide/ hiéu tng trude
Chon kiéu con tro
Mé thyuc don diéu kién

Téi slide/ hiéu ung ké tiép

Hinh 14. Cdc kiéu hién thi

Ghi chii: Nhan phim F5 ’dé, ghuyén sang ché dp trinh dién tir slide bdt ddu, nhan 16 hop
phim <Shift + F5> dé bat dau trinh chiéu tu slide hién hanh.

4. Phong to/ thu nhé

Ban c6 thé phong to hoic thu nho ving soan théo trong cira s6 PowerPoint 2007 bing cach st
dung thanh Zoom trén thanh trang thai hodc dung hdp thoai Zoom. Ban c6 thé phéng to hoac thu
nho ving lam viéc trong khoang tir 10% dén 400%. Ban nén st dung tuy chon Fit Slide to
Current Window dé c6 duogc vung lam viéc tot nhat.

Ty 1¢ hién hanh Nt truot

biéu chinh viung lam viéc vira
vin theo ctra s6 hién hanh

Thu nhé Phong to
Hinh 15. Thanh Zoom

pé goi hop thoai Zoom thi ban chon thanh Ribbon = chon ngan View = chon Zoom. Cach nhanh hon la
ban nhdp chudt vao nit chi s phéan tram trén thanh trang thai hodc nhan t6 hop phim <ALT + W + Q>.

Zoom ko —— — -
%) Fi Percent:
) 400% |_?g_3‘_i %,
() 200%,
) 100%
) BEs
I 50%:
) 33

[ Ok ] I Cancel

Hinh 16. Hop thoai Zoom

Tran Thanh Phong Trang 9
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5. Mt so tay chon va tinh ning hitu dung
Dudi day 1a cac tinh nang va tuy chon hitu dung ciia chuong trinh PowerPoint
Thanh thwéc ngang va doc (Ruler)

CAc thanh thudc ngang va doc gitp chiing ta trong viée bd tri cac thanh phan trén slide chinh xac hon. Ban
vao chon ngan View trén thanh Ribbon, sau d6 chon Rulers tai nhém Show/ Hide.

% @ CIT |r g:“.:«::‘:; = ULBR]GH
: = Chuong trmh gidng day kinh t& Fulbright g,.,.....m..a..,.qh....

: Khdi dong va thoat )
- | cia hang g thP ( Thanh thudc ngang
i vm‘SfﬁuhIttPqu WDIHome

- inh 8, Query

, Result
o toan thé gidi frong
42 nam qua. Map

Thanh thudc doc

Hinh 17. Thanh thiéc doc va ngang

Thanh thudc ngang va doc chi ¢6 trong kiéu hién thi Normal va Notes Page va don vi tinh trén
thanh thudc tuy thudc vao thiét 1ap Regional Settings trong Control Panel ciia Windows.

Ban c6 thé tit bét thanh thude doc bﬁng cach vao nut Office > chon PowerPoint Options -
chon Advance va téi muc Display = bo chon Show Vertical Ruler.

PowerPoint Optiuns

Popular Display
Frmafing Show this number of Recent Documents: _1.5 3_ i
Save Show all windows in the Taskbar
o 2 -
i | Show shortout keys in ScreenTips
Customize Q2P e o

Open all documents using this view The view sa\ted in the file v!

Hinh 18. Tiy chon thanh thudc doc
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Cac duong luéi (Gridlines)

Cac duong ludi chia slide thanh cac 6 vudng c6 kich thudce bang nhau giup chung ta canh chinh

cac 601 tuong dé dang va cac duong nay sé khong duge in ra. Ban ¢o thé ding cic cach sau dé
bat/ tt cac duong ludi:

»  Nhén t6 hop phim <Shift + F9>.
* Chon ngan View - chon nhém Show/Hide - chon Gridlines.

= Chon ngan Home - chon nhom Drawing - chon Arrange - chon Align = chon
Show Gridlines.

ULBRIGH

— 1 eaciing Prosgrans

MAP Serles

Tai ngdn MAP nhap chon
" Series tren thanh: conc cu.
Chon chi tiéu cin xem sau dé

iriopiin At : | 2w
GMIL Wll.u t?\fli! -&u-a | = 4 198

LT S c honnam‘vanhapnurpault .....
T A s
o e s pepn et & NIap de 6 mau MAP
Inconne shaie beld by lowest 205 - &

Labor force, female (% of totsl Labor \cl el
Life e'x'nﬂ.ldl'tlu 4 bath, female (e,
Lie sxpectancy of Bith mdeLus 4

min.rywe i [per Jmlhen-uwl
- . f

' Show delbuht 1eves

L _

August 16_.:2008 FETF‘-Tran Thanh F’hong:l 18

Cac duong ludi

Hinh 19. Cac dwong ludi trén slide

Hop thoai Grid and Guides giap thiét 14p khoang cach gitra cac duong ludi cling nhu nhiéu tiy
chon khac. Md& hop thoai Grid and Guides lam theo cac budc sau: Chon ngan Home = chon
nhom Drawing = chon Arrange = chon Align = chon Grid Settings...

Grid and Guides

Snap ko -
Sniap obiects ta grid Bit dinh d6i twong vao dudng ludi
[]5nap objects to other objects Bit dinh dbi tong vao dbi tugng khac
iarid setkings
Spacing: | 0. 083 _v :Inches Thiét 1ap khoang cach giira cac duong luéi
[ ] Displary grld 0O SCEEEn Bat/ tat duong ludi
Guide settings
[ ] Display drawing quides on screen ————————1— Bat/ tat duong trg giup v€
[ Set: as Default J i ook i | Cancel J

Hinh 20. Hop thogi Grid and Guides

Tran Thanh Phong Trang 11
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Dwong trg gitp (Guides)

Pudng trg gitp ciing giéng nhu cac duong ludi trén slide nhung ta cé thé kéo va tha ching dén
céc vi tri mong mudn. Céc dudng trg giup nay gitp dé dang trong viéc canh chinh vi tri ctia cac
déi tuong trén slide va ciing khdong dugc in ra gidy.

Khai déng va thoat WDI |

World Davelapmani Indicalos P03 CO-ROM *:’ V:—flo Slal’l, Png rﬂmS,
WB DevelopmentData,
World Development
Indicators 2007 dé khdi
dong.
* Vao File, Exit dé thoat

e

August 17, 2008 FETF- Tran Thanh Phong z

Hinh 21. Cac duwong tro giup ngang va doc

Ban c6 thé tao thém cac duong trg gitp bang cach gt phim Ctrl trong khi dung chuét kéo dudng
trg giup ngang/ doc dén vi tri mdi va bo chudt. Ban cé thé tao t0i da 8 duong trg giup ngang/ doc.

Ché d6 hién thi mau sic (Color/ Greyscale/ Pure Black and White)

Khi soan thao bai trinh dién, chung ta thuong soan thao trong ché d6 mau. Tuy nhién, ban nén
kiém tra bai trinh dién trén man hinh & ché xem den/ trang (Black and White) hodc tong mau xam
(Greyscale) khi ban muén in ra gidy trén mdy in tring den.

Nhip chudt vao ngan View trén thanh Ribbon = chon Greyscale hoac Pure Black and White

ol
—-/‘ Grayscale Home Insert Design Animations Slide Show Review View

=0 EOE0 &

Automatic Grayscale  Light Inverse Gray with Blackwith [Black with

Black White Dogt Back To
Grayscale Grayscale White Fill Grayscale Fill | White Fill Shov Color View
Change Selected Ohject Close

Hinh 22. Cdc kiéu hién thi trong ché as Greyscale hodc Pure Black and White

Sau khi chon xong kiéu hién thi mau khi in thi ban nhap chudt vao nut Back To Color View dé
tré lai ché d¢ ddy du mau binh thuong. Cac tuy chon kiéu mau Black and White hoic Greyscale

Tran Thanh Phong Trang 12



Chwong 1. Gigi thiéu PowerPoint 2007 Chwong trinh Gidng day Kinh té Fulbright

khong lam anh huéng dén cac mau sic dang cé trén slide ma chiing chi co tac dung khi in ra gidy
trong ché d6 Black and White hodc Greyscale.

Sap xep cac cira s6

Khi ban mé nhiéu cira sb cung mot luc béng cach nhan ban hoac do mé nhiéu tap tin PowerPoint,
ban c6 thé ding chirc ning sip xép céc cira sd cho dé theo ddi. Ban lam theo cac cach sau:

Tile: Chon ngan View trén thanh Ribbon = chon Arrange All. Cac cira s6 s& duge dan

ra trén man hinh va khong bi chdng 1én nhau.
Cascade: Chon ngidn View trén thanh Ribbon - chon Cascade d¢ sap x¢p cac ctra sO
theo cach xEp chong 1én nhau, moi ctra s6 chi thay thanh tiéu de.

) a 2 T CANE-CDOIOAV Wandow Explorer ppt [Comgudibulity Bdode] - Mictasolt - . =
o) = e Y] et Exploror ppt [ I 1] - M e o e aE . Mica 5ol Powespomt S %
i L W e 5 ) J
Moms| dowl (Devgn oy doeSiow Grieh | vew | Sovspe miebwr B [BBICil i ighion | masins | sieiten heww ] v | Demieet wiami. @)
| 1T} il e Serter | ) Sie Mastes 3 \I [=H = =l 3 = B liF o e | 5 W = o . e
S etss vage | L anasut asete =] =" El : v Lo i
- Sowtids loam  Wto | ColcGrpan  Mew Masros I Notei Page | 5] Handsut Mister g e
7 smde Show | (5] Notes Macker il Marmat awthde feom Fitta | ColorGmpese  Mrw Switteh Magrns
Windaw il Pimdesnow | || notes master o Windew Ll | Windews -
Fresenaation views Lgom MacyH Preseptatinn Views Znom Windew Marznt
1104V Windaow Expl - B E t | -Fi]

B x
-

'-\-\.

D Inteinet ppd [Compuatitzibly Morke]

> N3 | & canaena
W e i s | | i
Intranet vi Infernet

| SdeTot1s | et | Cnglisnmisd LB =T el e ] | Sntelorze | Tetotemomate | Encah U5)

Gl 1l
Windows Explorer

T, T o .

& wH —

Hinh 23. Sép xép cdc cira s6 theo kiéu Tile va Cascade

Céac 1énh nay khong cé tic dung dbi vdi cac cira s6 thu nhd ndm trén thanh Taskbar cua
Windows.

Chuyén qua lai giira cac cira so

Ban c6 thé chuyén ddi qua lai giita cic cira s6 lam viéc ciia PowerPoint bang cach chon ngin
View trén thanh Ribbon = chon Switch Windows = chon tén tap tin PowerPoint can xem.

;él = Arrange All E!ﬂ
— % Cascade =0
Mew Macros
Window E23 Move Split | \windows =
Window 1 CADS-CDO1_Internet.ppt [Compatibility Mode]

2 CADB-CDO102Y MS Outlook.ppt [Compatibility Mode]

v || 3 CADB-CDO103V MSOfficeToals.ppt [Compatibility Mode]

oo 1okl

Hinh 24. Chuyén doi qua lai gitta cdc cira s6
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Chwong trinh Gidng day Kinh té Fulbright

6. Stir dung trinh tro giup

Trinh trg gitip ciia PowerPoint gidng nhu mot quyen sach tham khio toan dién nhat. Ban c6 thé
tim kiém céc huéng din tir trinh tro gitp nay moi khi gép kho khan trong viée str dung cac chirc
nang cua chuong trinh. Trinh tro giup s€ cung cap cac huong dan timg bude rat dé theo doi va dé
hiéu, tuy nhién ban can phai thanh thao tiéng Anh méi co thé sir dung tot ngudn tai nguyén nay.

Pé mo trinh tro gitip ciia PowerPoint, ban nhin phim F1 hoc nhdp nit Help trong cta sb

chuong trinh PowerPoint.

File management

Format slides or presentations
Using templates and masters
Creating support materials
Add sounds or movies

Import content from ather
PowerPaint versions

Review and add comments to a
presentation

Collaboration
Working in & different language

Macros

Creating a presentation
Working with graphics and charts

Deliver, distribute, or publish &
presentation

Animation effects

Import content from other
applications

Waork with photo albums

Saving and printing

Security and privacy

Add-ins

PowerPoint Help

| ottine_;

{ 6‘\‘ = 28 (A = s CADR-CDON Internet.nnt [Camnatihility Madel - Micrgsoft PowerPoint i e 3
Home | @ Poierpe i e Developer Add-Ins i@
> S A o -
EFJV [ slide < @@ aMe € = = = = | o —
5] notes + P Search - = =5
|Normal| __ Color/Grayscale New = Switch Macros
TP Slide ¢ » - Window 3 | Windows
Pres . Window Macras
T = — N—
| wv— IIULBRIGH
rowse PowerPoind ] . ¥
tE Fulbright | g T regm
What's new Getting help
Activating PowerPoint Customizing

— Nut Help

= Nhap tir khoa cia

phan mudn tro giup

| Céc phén tro gitp
duoc b cuc theo
cac chu dé

“fetptemplate” |

Slide 1 of 24

English (U.S))

IE=EE

—)— (e

Hinh 25. Cira s6 phdn tro giip ciia PowerPoint

Bang 1. Thanh thiee don cia cira s6 Help
Nut Tén nut M0 ta
Back and Di t¢i va 1bi trong cac bai hudng din ma ban d4 xem gidng nhu trinh
Forward duyét
(x) Stop Dung tai ndi dung mudn xem, rat hitu ich khi viéc tai qua cham va
ban muon hiy 1énh tai (thong thuong 1a ndi dung tir Internet).
@ Refresh Tai lai n6i dung tir Internet
i Home Tré vé danh muc chu dé mac dinh cia trinh trg giup.
=" Print In ndi dung bai huéng dan hién hanh.
Ad Change Font M¢ danh muc cac lya chon kich thudc chir trong bai hudng.
Size
@ Show Table of | Tat/ mé khung muc luc cac bai huéng dan bén trai cira s6 Help.
Contents
e Keep on Top Giif cira s6 Help ludén nam trén tat ca céc ctra sb khac.
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Chuong 2. Cach tao bai trinh dién chuyén nghiép
Trong chwong nay trinh bay 11 diém trong ké hoach xdy dung mét bai trinh dién!

1. Mot bai trinh dién hiéu qua

MGt bai trinh dién hiéu qua thi phai nhu thé nao:

»  Puogc thiét ké va dinh dang phi hop vé6i di twong khan gia va hoan canh chung quanh.

= Tap trung cao do vao chu de bao céo, loai bo di cac phan khong lién quan

» St dunh céc kiéu mau ciia PowerPoint cung cap san mot cach phu hop, cha y vé mau sic,
kiéu font chit nham giup nhan manh ndi dung bao céo.

= Mai slide nén chira dung mot lugng thong tin vira phai, khong nén cé cac doan vin ban
qua dai.

= St dung cac anh va minh hoa trén sach bao cé muc dich nham truyén tai thong tin tdt hon
va tao nén an tuong cho nguodi xem mot cach truc quan.

=  Str dung cac dd thi minh hoa cho céc s6 liéu (tai chinh) hon la doan van ban véi cac con
s0.

= Téan dung cac 4m thanh va doan phim nhim tao nén sy thich thu cho nguoi xem, nhung
khéng tao nén sy 14n at ndi dung bao céo.

» St dung céc hoat canh va hiéu tg chuyén canh trong céc tinh huéng phii hop nhung
khong tao lam giam gia tri ctia ndi dung bao céo.

= Phat cho khan gia ban in clia bai bao céo.

= Danh thoi gian & phan cubi bai bdo cdo cho viée dat va tra 10i cdu héi ctia khan gia, nham
gitip khan gia 1am ro cac vin d& ma ho quan tim.

Sau day 13 cac bude dé phat trién mot bai trinh dién c6 chit lugng.
2. K¢ hoach phat trién bai trinh dién

Néu ban khong c6 ké hoach xay dung mot bai trinh dién ngay tir dau, c6 thé ban s& mét nhiéu thoi
gian d¢ lam di 1am lai cac slide. Sau day 1a cac budc trong qua trinh xay dung bai trinh dién:

Budéc 1: Xac dinh d6i twrgng khan gia va muc tiéu bai trinh dién

Trudce khi ban tao nén bai trinh dién thi ban can phai biét vé d6i tugng khéan gid cua né, doi voi
nhitng loai d6i tugng khac nhau phai cé nhiing loai bao cdo khac nhau vi moi loai doi tuong s€ cd
kién thirc va kinh nghiém thyc té khac nhau. Ban hdy tw hoi minh cac cau héi sau:

» C6 bao nhiéu ngwoi s& tham gia trong budi bao cdo0? Néu luong ngudi nghe dong thi
man hinh va c¢ chir can phai thiét ké sao cho moi ngudi nhin 13.

= Do tudi trung binh cua khan gia? Piéu nay d61 khi kho xac dinh nhung phai b gang
xac dinh. Nhin chung néu khan gia la tre tudi (tré em hay thanh nién) thi bai bdo céo can
10 rang, trong sing va thi vi. D6i v6i khan gia 16n tudi thi bai bdo can phai thuc té va
thong tin bao cdo can co cin cir va trich dan rd rang.

»  Vai tro clia khan gia trong chit dé bio cio? Néu ban bio cdo v& mot san pham méi
hoic mot hé thong mdi, cic nha quan ly s& quan tim dén thong tin tong thé trong khi d6
céc cong nhan s& can dén cic thong tin chi tiét. N6i chung, d6i v6i nha quan 1y cép cang
cao thi ho chi can cic thong tin can thiét dé ra quyét dinh chtr khong can dén céc thong tin
qué chi tiét.

Tran Thanh Phong Trang 15



Chuwong 2. Cach tao bai trinh dién chuyén nghiép Chuwong trinh Gidng day Kinh té Fulbright

Khan gia di biét gi vé chii dé bao cao? Néu ban bao cdo cho nhiing ngudi chua hé biét
gl vé chu dé dang bao céo thi ban can phai cung cp cac thong tin that co ban va phai c6
céc giai thich (dinh nghia) vé cac thuat ngit moi. Trai lai, d6i v6i khan gia 1a cic chuyén
gia trong chu dé bao cao thi ban cém dat ra nhiéu cau héi sau khi bdo céo va ban phai du
tri thém vai slide du phong (dwogc an) dé tra 10 cac cau hoi.

Khan gia c6 quan tim dén chi dé nay khong? Néu chu dé cung cép cac thong tin quan
trong lién quan dén nguoi nghe (thong tin vé& bao hiém, phuc lgi, ...) thi ngudi nghe s&
thich tha va cha tam ling nghe. Nguoc lai thi ban can phai tim cach thuyét phuc va 1am
cho ho lang nghe.

Khan gia ¢6 thanh kién tiéu cwc hoic tich cye ddi véi chit dé hay khong? Hiy nhé
rang, y nght cua khan gia dugc hinh thanh trude tir nhimg kinh nghiém thanh céng hay
thét bai thuc té ciia ho.

Khan gia c6 dang ban ron hodc c6 viéc gi gp hay khang? Khan gia ¢ danh thoi gian
ca budi dé nghe ban bao cao hodc phai tro lai cong viéc thuong ngay trong mét khoang
thot gian nao do? Néu bai bao cdo khong cung cép thong tin hiru ich nao ho s& cam thay
rat buc tirc va khong thé kién nhan ngoi ca budi de nghe ban noéi trong khi c¢é cac viéc gap
can phai gidi quyét. Do vdy, ban can phai biét vé lich 1am viéc ctia khan gia va sy quan
tam cua ho dé c6 thé chuin bi chu ddo cic thong tin bao céo.

Diéu ti€ép theo 1a ban muon bict k&t qua cia sau bai bao cao s€ nhu thé nao. Mac dii ban muon dat
dugc nhiéu két qua nhung ban can phai xac dinh mot muc ti€u chinh cho bai bao cdo. Sau dau la
cac muc tiéu ban can xem xét:

Khin gia nghi tot vé chi dé bao cdo: Mot vai bao cdo thiét ké cho cac budi hop va dugc
thiét ké dé 1am thay ddi y nghi va quan diém cua khan gia. Cac bao cdo nay thong thuong
mé dAu 1a su chao don cia nhom béo cdo va két thiic 1a mét vai meo hay nao do.

Khan gia hiéu thong subt. Doi khi ban can phai truyén dat thong tin cho mét nhom
nguoi va can phai thiét ké bai thuyét trinh sao cho moi nguoi hiéu théng sudt thong tin
can truyén dat.

Cac khan gia c6 cac quyét dinh riéng biét. Day 12 loai bao céo thuong dung nghién ciru
tiép thi, ban cin thu thap thong tin tir phia khén gia nhung mdi ngudi cin c6 cdu tra 1oi
riéng cia minh sau khi nghe bai bao cao.

Khan gia quyét dinh theo nhom. Pay 1a loai bao cdo ma ban can thu thap thong tin tir
cac nhém nguroi sau khi nghe bao cao.

Budc 2: Lya chon phwong phap bao ciao

C6 3 céch trinh bay bao cdo cho khan gia va ban can lua chon cich trinh bay phil hop: speaker-
led, self-running, va user-interactive va véi mdi cach ban s& cé thém cac lwa chon. Trude khi bét
dau tao bai bao cao trén PowerPoint, ban cin biét phuong phap ma ban sé ap dung vi né s& tao
nén céc slide v6i ndi dung rat khac biét.

Bdo cio cé ngwoi dién thuyét (Speaker-Led): Dy 1a loai bao cdo truyén thdng: ban dung
trude khan gia (hodc thong qua ciu truyén hinh) va dién thuyét. Cac slide ban tao trong
bai trinh dién tr& thanh tai liéu tham khao cho ban. Thong tin cung cap cho khan gia chu
yéu 1a do ban néi, cac slide va ban in chi la tai liéu tham khao.

Vi loai béo cdo nay, cac slide chi chita céc thong tin chinh va ban c¢6 thé dién giai thém
trong qua trinh dién thuyet. Doi khi ban can gui trude cho khan gia cac ban in cua bai bao
céo, va trong truong hop nay thi ban can phai chuan bi ky ndi dung béo cao.
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e Bdo cdo tw chay (Self-Running): Loai bao cdo tu chay nay ban cAn chuén bi tat ca céac
thong tin trinh bay. Nhin chung, loai bao cio niay dung dé bio céo cho cac ca nhan hodc
mot nhém nho khan gia. Do loai bdo céo nay khong ¢ dién gia nén né can phai cung cAp
day du thong tin va tinh nang nhu: am thanh, doan phim, cac hién ting hép dan va giong
thuyét minh.... Luu y ban can thiét 1ap thot gian chuyen tiép gita cac hiéu ung, hoat canh
va cac slide pht hop va can phai kiém tra lai nhiéu lan trudc khi trinh chiéu cho khan gia.

* Bdo cdo tuwong tac (User-interactive): Giong nhu bdo céo tu chay nhung & diy nguoi
xem ¢0 thé dicu khién t6i lui trong ndi dung bai. Loai bdo cdo nay thuong ap dung cho
mot nguoi xem tai mot thoi diém va thuong phat hanh trén Internet, Intranet hodc trén
CD.

Buwéc 3: Lua chon phwong phap truyén dat thong tin
PowerPoint cung cép nhiéu lya chon dé truyén dat thong tin. Dudi day 1a mot s6 lua chon:

= Mady tinh trinh chiéu bao cio bang chwong trinh PowerPoint. Phuong phép ndy c6 thé
dung cho speaker-led, self-running, hodc user-interactive. '

= May tinh trinh chiéu bdo cdo thong qua trang Web. Ban c6 thé Iuu bai trinh dién dudi
dinh dang Web va phat hanh trén Internet. Ban c6 thé ding phuong phap nay cho cac kleu
bao cdo speaker-led, self-running, hoac user-interactive ma khong can thém phan mem
ddc biét ndo ngoai mot trinh duyét Web. Tuy nhién, phuong phép nay lam méit di mot sé
hiéu tng chuyén slide va cac hoat canh. Phuong phép nay dung chu yéu cho kiéu bao céo
self-running hodc user-interactive.

= Mady tinh trinh chiéu b4o cdo lvu trén. Ban cé thé tao CD chira tap tin trinh chiéu va
tién ich PowerPoint Viewer. Bai trinh dién s& tw dong trinh chiéu khi ban chén CD vao
dau doc ctia may tinh. Phuong phap nay phit hop cho kiéu béo cdo self-running hoac user-
interactive.

» Phim chiéu trén may Overhead. Ban c6 thé tao cic phim chiéu trén may overhead.
Trong qué trinh bdo c4o, ban lan lugt dat ching trén may chiéu overhead.

» Céc phim chiéu 35mm. Phuyong phap niy ton kém hon phim chiéu cho may overhead
nhung d6 phan giai ciia hinh anh cao hon va chat lugng hinh t6t hon. Céc slide duoc cudn
bén trén mot vong tron va ban khong can thay ching bang tay. T4t nhién, phuong phép
nay ciling lam mét di cdc hiéu tng dac biét nhu hoat canh, am thanh,... giéng nhu dung
phim chiéu cho may chiéu overhead.

»  Gidy. Néu khong c6 san may chiéu, khi d6 ban phai dung dén phuong cach cudi cung 1a
in bai bao cdo ra gidy va phat cho khan gia.

Bude 4: Chon b dinh dang phu hgp hoan canh

PowerPoint cung cip rat nhiéu bd dinh dang dé dam bao ban tim thdy kiéu phu hop cho tinh
huéng bao cédo cua ban. Mot bd dinh dang (theme) 14 tap hop cua cac thiét lap vé hinh nén, font
chi¥, mau séc va cac hiéu ung hinh anh. PowerPoint 2007 c6 rat nhiéu bo dinh dang dung san cho
ban dung hoéc ban co thé tao bd dinh dang méi va luu thanh mot tap tin riéng biét. Mot mau thiét
ké (template) 1a mot tap tin PowerPoint ddy du cac thanh phan ma ban c6 thé tao bai bédo cdo méi
tir chiing. Mot mau thiét ké c6 thé moi thir ma mot bao cédo yéu cau, bao gdm céc slide. Mot
template ¢o thé c6 nhiéu theme nam trong slide master cta template. Khi ban tao mét bai bao cao
moi dua trén mdt template, thi bai bao cao do s& thira huong tat ca cac theme va céc slide mau cé
trong template do.

Theme nao dugc st dung la tot nhat? Mau nao 13 tdt nhat? Tat ca didu dé tuy thudc vao tinh
huong va hoan canh trinh bay bdo cao cta ban. Sau day 1a mgt vai goi y:
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May chiéu Overhead (Overhead projector)

St dung may chiéu thong thuong khéng do ngudi ding lua chon ma do hoan canh thyc té. May
chiéu cho chét lwong hinh chiéu thap va ban can luu ¥ dén diéu kién anh sang trong phong vi né
¢6 thé 1am cho hinh chiéu rat md nhat. Sau day la mét vai meo nhé khi ban soan thao slide duing
cho may chiéu overhead:

Font chit: Tiéu dé dung font chit in ddm nhu 12 Arial Black nham giup khi chiéu 1én s& it
bi méo mé. Pdi véi cac doan van ban thi dung céc font chit rd rang va dé doc nhu Arial
hodc Times New Roman.

Mau chir: Mau den 14 sy lua chon t6t nhét, tranh cdc mau nhat nhu xanh nhat vi rat dé bj
mo nhat khi chiéu trén may overhead dudi 4nh sang manh.

Mau nén: Tranh mau nén téi, vi nén mau téi s& lam khan gia mat tap trung vao ndi dung
dang trinh bay. Ban nén sir dung nén mau trang khi dung phim chiéu may va dic biét 1a
ban ¢6 thé viét chit thém vao phim chiéu khi nén mau tring.

Néi dung: Cang don gian cang tot. Phim chiéu overhead chi thich hop cho ndi dung van
ban, tranh dung nhiéu hinh anh.

May chiéu slide 35mm (Slide projector)

Dudi day 1a mot vai goi y vé dinh dang khi dung slide 35mm:

Font chir: Dung font chit d& doc nhu Arial va Times New Roman cho phan néi dung.
Mau chif: Ding mau chit sao cho tuong phan véi mau nén nhu la ding mau chit sang doi
v6i nén mau téi. Riéng toi thi thich ding chit mau vang (yellow) trén nén mau xanh nudc
bién (navy blue).

Mau nén: Dung mau ti nhung khong nén ding mau den. Mau nén sang sé lam man anh
qua chéi. Mau xanh tham (dark blue), xanh 1a cdy (green) va mau tia (purple) la cac mau
nén dung. Tranh dung nén 13 cac hinh v&, &6 bong va clipart.

Noi dung: C6 thé ding bat cir loai vin ban hodc hinh dnh nhung phai & ché d6 tinh.

Trinh chieu bao cao trén may tinh

Day 14 phuong phap ly twong nhat khi trinh chiéu béo céo, ban ¢6 thé chiéu bao cao trén man
hinh vi tinh, man hinh TV hodc st dung may LCD projector d€ phong hinh Ién man anh rong.
Dudi day 1a mét vai goi y vé dinh dang:

Bwéc 5

Font chir: C4c hinh anh va chir trén may tinh thuong ro rang va sac nét, vi thé ban c6 thé
dung tat ca cac font chit. Tuy nhién, ban nén thir nghiém trudc bao céo trén may tinh dé
kiém tra do rd nét cua cac font chit. Néu ban bdo cdo cho rat nhidu ngudi nghe va man
hinh thi lai nho, khi 6 nén cho cac font chir kich thudc to.

Mau chir: Dung mau chi sao cho tvong phan véi mau nén. Néu ding mau chir sang thi
ding mau nén t6i va nguoc lai.

Mau nén: Mau nén nhu xanh thdm, xanh 14 cdy, mau tia déu dugc. Ban co thé dung nén
1a gradients, shading, patterns, pictures, va cac nén dac biét déu tdt.

Noi dung: Ban c¢6 thé dung tat ca cac kicu chir va hi¢u tmg cho phan noi dung: hinh anh,
hoat canh, hiéu ting chuyen slide, am thanh va doan phim.

: Phat trién noi dung

Noi dung bao céo bao gém van ban, d6 thi hodc cac chuong trinh nhu Excel, ...
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Khi bdo cdo, ban chi nén cung cap ddy du thong tin ma khén gia dang can chu khéng nén cung
cap qua nhiéu thong tin du thira khong can thiét. Sau day 1a mot vai goi :

»  Ban cn kiém tra lai k§ c4c ndi dung truée khi giri bai cho khan gia nham dam bao khong
¢6 noi dung du thira.

=  Khong nén c¢b cong ghi ndi dung that chi tiét cho cac slide, thay vao dé céc slide chi nén
chira céc diém chinh can trinh bay va khi dién thuyét sé néi rd hon

» Nén ding SmartArt thay cho cac gach dau dong nham gitp théng tin trén slide d& nhé va
dé hiéu hon.

= Cung cp ban in chi tiét cho khan gia & dau budi thuyét trinh nhim gitp khan gia tap
trung hon trong khi nghe thuyét trinh va khoi tén cong ghi chép.

= Toém tit ndi dung bai trinh dién & céc slide cudi.

Budce 6: Tao cac hinh dnh truc quan

Sau khi hoan tat ‘cac ndi dung, ban nén xem x¢ét dwa vao cac slide mot s6 hinh anh minh hoa tryc
quan nham tao in tuong manh d01 v6i khan gia. Ngoai hinh anh, ban nén tin dung tinh twong
phan cia cac mau sac chir, mau nén trong céc slide nham lam ndi bat cac noi dung quan trong.
WordArt ciing rat tot trong viéc 1am hinh anh héa cdc doan vin ban ngin nhim muc dich nhin
manh.

Budce 7: Thém cac hiéu ing da phwong tién

Thém cac hi€u tng da phuong tién vao slide thong thuong lam tang hi€u qua va sy thich thu cia
khan gia dbi voi bai thuyét trinh. Ban c6 thé su dung cac doan phim, flash, 4m thanh, nhac, cac
hiéu tmg cho db thi, vin ban, hiéu Gmg chuyén tiép gitra cac slide, hiéu tng d6i mau,... cho bai
thuyét trinh ctia minh. Ban khong nén 4p dung mét kiéu hiéu tmg cho tit ca céac slide hoac giira
céc slide vi diu d6 rat dé gay nham chan cho khan gia, thay vao dé hiy ap dung linh hoat nhiéu
loai hi¢u mg cho bai trinh dién ctia minh.

Budc 8: Tao cac ban in phat cho khan gia va ghi chi cho slide

Budc nay chi thich hgp d6i véi phuong phéap bao cio co nguoi dién thuyét (speaker- led). Ban nén
phat cac ban in ndi dung bao cao (handout) cho khan gia dé ho dé theo ddi trong sudt /qua trinh
nghe bao cdo. Cac handout nay c6 thé in tring den hodc mau va PowerPoint cung cap sin rat
nhiéu tiy chon cho viéc in 4n handout.

Ngoai ra, nguoi bao cdo nén chuén bi sin cho minh mét ban in handout dic biét chira cac ghi chu
cho moi slide trong bai thuyét trinh (notes pages)

Buwéc 9: Kiém tra lai bai va bao cdo thir

Ban nén bdo cdo thir va xem lai bai thuyét trinh trude khi trinh chiéu thuc sy trude khan gia. Déi
v&i moi phuong phéap bdo cdo (speaker-led, self-running, hoac user-interactive) s€ cé mét vai luu
riéng

B4o c40 ¢6 ngudi dién thuyét truwée khan gia (Speaker-led)

Kiém tra lai tat ca céc slide trong ba‘li trinh dién nhém dam bao cac ndi dung day du, chinh xéc, va

dung trinh tw. Ban c6 thé s& phai sip xép lai hodc an bot céc slide ccho myc dich du phong (dy
doan trude cic cau hoi ctia khan gia va chudn bi sin cic slide chira s6 liéu hodc tra 101 cau hoi).
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Kiém tra lai cac nut diéu kién trén slide, chiéu thtr toan bo cac slide trong ché d6 Slide Show
nham ki€m tra cac hi€u ang gitia cac thanh phan trén slide va gilta cac slide xem c6 hgp ly hay
khong? On lai cac phim tat thong dung trong qua trinh bao cao trén may tinh bang PowerPoint.

Bao cao tu chay (self-running)

Vi phuong phép bao céo speaker-led, ban con cé co hoi khic phuc cac 15i (vé ndi sung, hiéu
ung,...) phat sinh trong qua trinh bao cdo. Véi phuong phap bao cao self-running ban s& khong
co co hdi giai thich vi bai bao cao s€ dugc trinh chiéu mot cach tu dong. Do vay, ban can phai
danh nl}iéu thoi gian hon dé kiém tra that ky tat ca ndi dung ciing nhu céc hiéu tng,... trudc khi
cong bo.

Mot diém dic biét quan trong ddi véi loai bdo cédo ndy chinh 13 viée thiét 1ap thoi gian (timing).
Ban phai thiét 1ap thoi gian cho hop ly sao cho khan gia c6 du thoi gian doc hét cadc ndi dung ma
ban cung cap trén slide va luu y thoi gian cho cling khong nén qua dai s€ 1am khan gia chan nan.

PowerPoint cung cap tinh ning Rehearse Timings nhim gitp cho ban giai quyét khé khan vura
néu. Tinh nang nay s€ ghi lai thoi gian ban dung lai ¢ moi slide va thong bdo két qua cho ban,
néu ban dong ¥ n6 s& ap dung thoi gian dimg ¢ mdi slide nay cho bai trinh dién cua ban (vao
ngén Slide Show trén thanh Ribbon va chon Rehearse Timings).

Bao cao twong tac (User-Interactive)

V6i loai bao cdo nay, ban thiét két cac nut 1énh dé nguoi dung di chuyén xuyén sudt bai trinh
dien trong céc slide va vi the van d¢ thoi gian khong con quan trong nita. Van dé quan trong &
day chinh la d¢ chinh xéc cta cac lién két trong bai trinh dién.

Khi muén phdt hanh bai trinh dién 1én Internet, ban ¢4 thé dé bai trinh dién duéi dinh dang
PowerPoint nham dam bao ngudi xem thdy dwoc hét tat ca cac tinh néng va hiéu img ma ban da
thiét 1ap. Tuy nhién do khong phai tit ca ngudi dung déu cé cai sdn phan mém, nén c6 mot cach
khac ma ban c6 thé xem xét chinh 1a luu bai trinh dién dudi dinh dang HTML. Khi & dinh dang
HTML, mdt sb tinh ning cua bai trinh dién s& bi mét (mot sb hiéu ung, hoat canh,...) nhung sé&
dam bao moi may tinh déu c6 thé xem duoc ndi dung mién 1 may c6 cai mdt trinh duyét web nao
do.

Bwée 10: Phat hanh bai bao cao

Cac phuong phap bao cdo user-interactive hoac self-running presentation mang lai it hiéu qua
hon so v6i phuong phdp speaker-led. Cac phwong phép nay don gian chi la viéc phat hanh dén
ngudi xem nén rit dé gay chan nan cho ngudi xem. Phuong phép béo cdo speaker-led s& rat hiéu
qua néu dugc chuin bi k§ vé ndi dung va nguoi bao cdo di luyén tap chu déo.

Budc nay ban chi can bo tri cac viéc con lai nhu 14 thiét l4p cac cho ngoi tai phong hop va co
gang lam quen vé&i vi€e ding trudc dam dong.

Buéce 11: Tien dén thanh cong va cai tién bai bao cao

T4t ca cac bude chudn bi trén néu dugc thuc hién cén than thi chic chin budi bo céo cua ban s&
thanh céng tot dep. Nham chuan bi tét hon cho cac budi bao cao khac trong tuong lai, ban nén tu
héi va tra 1oi cac cau hoi sau:

= Céc mau séc va thiét ké cua cac slide c6 hop 1y hay khong?
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= Tit ca moi ngudi c¢6 d& dang doc ndi dung trén slide hay khong?

» Khén gia nhin ban, nhin man hinh hay nhin ban in (handout) nhiéu hon? Piéu d6 c6 giong
nhu mong doi cua ban hay khong?

» Khén gia c6 ghi chu lai trong khi ban trinh bay béo cdo hay khong? Néu co, ban ¢ gui
cho khan gia ban in (handout) véi cac duong ké danh cho viéc ghi chi bén canh hay
khong?

= Thoi gian béo cdo c6 hop 1y hay khong? Cé diém nao trong bay béo cdo lam ngudi nghe
chan nan hodc thich thu hay khong?

= (o slide nao ban du dinh thém vao bao cdo nhung da khong 1am hay khong?

» (6 slide nao ban tinh b qua nhung da chuan bi qué k§ hay khong?

= Céc ghi chu cho slide ma ban chuén b c¢6 du dap ung hay khong?

»  Cac hoat canh va hiéu tmg thém vao c6 lam bai béo cdo hp din hon hay lam nguoi nghe
mat tap trung?

»  Chiét lugng cic 4m thanh va doan phim c6 dat hay khong? Chiing ¢6 hitu ich hay khong?

3. Giir cho khan gia ludén cam thay thich thi

Sau day 1a mot s6 budc co ban nhim giup ngudi dién thuyét tao nén sy 16i cudn va 1am cho bao
c4o thanh cong.

Cic ky thuat dién thuyét

» Dang dirng chic chin, khong di t6i di lui. Vice di téi di lui sé [am nguoi nghe dao mit
nhin theo ban va 1am ho mat tip trung. Tuy nhién ban nén dung tay va phan trén co thé dé
minh hoa cho bai néi chuyén cia minh.

=  Dung cac cir chi dé hd trg giong néi ciia ban. Néu ban dang néi dén ba diém cua mot
viéc nao do thi cé thé dung cic ngoén tay dé minh hoa timg diém d6. Néu ban dang néi dén
moét su lién két cua cac sy viée v6i nhau thi ban ¢6 thé dung hai tay nim lai v6i nhau dé
minh hoa.

= Dirng hoc thudc 1ong bai dién thuyét. Néu mot ai d6 dat cau hoi cit ngang bai thuyét
trinh cua ban thi ban s& rat d& quén minh da néi tdi dau.

» Nguoe lai, phai thuyét trinh chir khéng nén doc tir cac ghi chii ciia ban. Céc ghi chu
thuong chi chita cac tir khoa va cac s6 lidu, do vy ban can dién thuyét tir cic tir khoa nay
chu khong phai chi don gian 1a doc ching ra. ‘

» Khong dién thuyét ma mit din vao to ghi chii. Ding mét dé nhin cir toa trudc khi ban
bét dau noi.

= Chon lgc mot vai nguoi ¢ cac vi tri khac nhau trong khan phong va dung mit giao
tiép truc tiép véi ho. Trinh bay mét diém nao dé trong bai bdo céo véi mdi ngudi trong
khi ban nhin ho va nhé cuoi voi ho.

= Dirng ngai tam dirng bai dién thuyét No6i cham va thinh thodng dung mdt 14t dé nhin
vao ban ghi chi 1a mét phuong phap dién thuyét hay hon 1a bao cdo mét cach hap tap.

= Khong nhin cham cham hoic dgc cac slide. Tap trung su chi cta ban vaoct toa va han
ché cang nhiéu cang tot viée doc cc ghi chii trong khi dién thuyét. Ban phai lam cho cir
toa thay rang cac 10i ban néi ra la xuat phét tir trong suy nghi cia ban.

» Nhin manh cic dgng tir trong bai thuyét trinh.

‘
A

Cac goiy ve noi dung

= Néu khan gia khong ban ron thi ban s& khong bi don ép vé thoi gian béo céo, khi d6 ban
c6 thé bit dau bai béo cdo voi mot cau chuyén vui.

= Nén cudn hit khan gia vao cac bai tip/ tinh hudng trong bai bao cdo nhim lam ting kha
ning hiéu vé chi dé trinh bay.
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= Hoi cac cau hoi dé kiém tra xem khén gia co hiéu nhimg gi ban dang trinh bay hay khong
va ting mot mén qua nho cho nguoi ¢ cau tra 101 dung. Khong c6 tha gi hap dan khan
gia tham gia vio cha d¢ trinh bay hon 1a cc phan thuéng, mic du ching cé gia trj thap
nhu mdc khoa, khan tay,..

= Nén chia phan trinh bay thanh hai hodc vai budi va nén co phan dat cau hoi va tra 101 cu
hoi & rn01 budi, va gitta cac budi thi €0 gio giai lao ngan.

= Trong sudt phan hoi va tra 101 hdy tit may chiéu (slide projector, overhead, LCD projector
hoac man hinh may tinh) dé giup nguoi nghe tap trung vao cau hoi va dién gia. Néu
khong thé tat may chiéu thi ban c6 thé tao thém mot slide don gian véi twa dé “Hoi dép”
va chiéu slide nay trong sudt qua trinh nay.
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Chuong 3. Tao va luu tip tin trinh dién

1. Khéi dong chuong trinh Microsoft PowerPoint

Tir ctra s6 Windows > chon Start > chon All Programs > chon Microsoft Office = chon
Microsoft Office PowerPoint 2007
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Hinh 26. Giao dién chinh cua chirong trinh PowerPoint 2007

2. Tao m&i bai trinh dién
PowerPoint cung cap nhiéu cach thiric tao mgi mot bai trinh dién, sau day 1a cac cach do:
Tao bai trinh dién réng (blank)

Khi ban khoi dong chuong trinh PowerPoint thi mot bai trinh dién rong da mic dinh dugc tao ra,
ban chi can tiép tuc soan thao ndi cho céc slide. Néu ban mudn tao méi mot bai trinh dién rong tir
day thi lam theo cac budc sau:

Chon nut Office > chon New. Ctra s6 New Presentation xuét hién

Tran Thanh Phong Trang 23



Chuwong 3. Tao va lwu tap tin trinh dién

Chwong trinh Gidng day Kinh té Fulbright

New Presentation

RIX

Blank and recent

Installed Templates
Installed Themes
My templates..,
Mew from existing...
Microsoft Office Online
Featured

Agendas

Award certificates
Calendars

Content slides
Design slides
Diagrams
Invitations

Plans

Presentations

Templates fad

| © |

[>|

Blank and recent

F

Blank
Presentation

Recently Used Templates

Urban

Blank Presentation

Hinh 27. Hgp thoai New Presentation

Chon Blank Presentation va nhan nat Create dé tao méi. T6 hop phim tdt dé tao bai trinh dién
mdéi 1a <Ctrl + N>,

Tao bai trinh dién tir mau c6 san

Céc mau thiét ké sdn (template) khong nhiing chira cac thiét 1ap vé dinh dang ma cé thé chira
ludn céc nodi dung co ban. Co nhidu loai mau thiét ké dé ban chon lia ty theo nhu cau ciia minh:

Dung cic miu dwge xay dung sin kém theo phin mém Microsoft PowerPoint

Cac miu trong phan nay khong nhiéu vi Microsoft con cho phép ban chon mau tir cic ngudn
khac, dic biét la tu Internet. Lam theo cac budc sau:

o Chon mit Office = New. Hop thoai New Presentation xudt hién (xem hinh trén)

o Chon Installed Templates tir danh muc Templates bén trdi ciia s6

o Chon mot mau tir danh muc & khung nam giita va xem hinh minh hoa phia bén phdi ctra
s6. Chon mot mau ung .y sau dé nhan nut Create
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Templates ¥

Blank and recent

Installed Templates |
Installed Themes

My templates...

MNew from existing...
Microsoft Office Online
Featured

Agendas

Award certificates
Calendars

Content slides

Design slides

Diagrams

Invitations

Plans

Presentations

®@> F 1=l |
Installed Templates
]
Widescreen
Presentation =
¥

Quiz Show

Hinh 28. Cdc mau kém theo phan mém

Dung cac mau tir Internet

Ban c6 thé str dung cdc mau tir trang web ctia Microsoft. Lam theo cac budc sau:

o Chon nut Office 2 New. Hjp thoai New Presentation xudt hién
o Chon Microsoft Office Online tir danh muc Templates

o Chon phdn logi va doi trong gidy lat @é chicong trinh cdp nhdt danh sdch cdc mau

o Chon mot mau & khung giita va xem hinh minh hoa phia bén phdi cira s6. Néu dong y thi

nhan nut Download dé tiai mau vé sir dung.

New Presentation

RIX

Templates -
Blank and recent

Installed Templatas
Installed Themes

My templates..,

Mew from existing...
Microsoft Office Online
Featured

Agendas

Award certificates
Calendars

Content slides

Design slides =
Diagrams

Greeting cards

Invitations

Plans

B

<

Vista Theme

Dark Swirl

A

~

Dark Swirl =

. This template has been submitted by a
member of the community, not by
Microsoft. Microsoft does not guarantee it
in any way. Please read the following
agreements before proceeding.

= Office Online Terms of Use
License Agreement
Report this template to Microsoft
F Jimjam
== 195 KB (<1 min @ 56 Kbps]

K= (688 Votes)

Download Cancel

Hinh 29. Cdc méu tir Internet
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Dung cic miu thiét ké ciia ban tao hodic cic miu swu tim dang lru trén dia

Khi ban sir dung mot mau tir Internet thi chuong trinh PowerPoint tu dong luu mau d6 vao danh
muc Saved Template dé ban st dung lai sau nay. Lam theo céc budc sau dé su dung mét mau

dang luu trén dia:

o  Chon nut Office = New. Hop thoai New Presentation xudt hién

o  Chon My Templates. Lwa chon méu mong muén va nhén nit OK dé tao tdp tin trinh dién

moi.

New Presentation

|- My Termplates |

|\ bl 0
| I@ZDD?—ZDDB schiool year calendar, pob:
| | 21 Basic organization chart, potx:
| 1=
!@Employee petformance award. pakx
|

REE

Previem

Title of Orga

nization Chart

Hinh 30. Cdc mdu dang heu trén dia

Tao bai trinh dién tir m§t tap tin c6 sin

Néu ban c6 san mot bai trinh dién ma nodi dung né twong ty véi bai ma ban sap tao. Khi d6, ban

nén tao bai trinh dién mdi dua trén tap tin c6 sin. Lam theo cac budc sau:

o  Chon nut Office = New. Hop thoai New Presentation xudt hién
o Chon New from Existing.

e Hay tim den noi chita tap tin trinh dien mau va chon no.

o Nhdn niit Create dé tao mdi bai trinh dién dua trén tdp tin co san.
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Mew from Existing Presentation

Look in: | |'C_'| My Documents v| =B x> = e
l:b My Recent !I',-'_’| AdobeStockPhotos |CZiNero Homa
Documents [ase |E2iNeravision

@ Desktop ;i.:jbuttons I|'_;_'|Project Plar

g = |I|j|Camtasia Studio |21 Setup Fackory 7.0 Projects

'f__:'l I\Dqgcumants ;I’Dchaat i;:anagIt
il|j Corel Liser Files |Za5naglt Catalog

E‘gmputar ilﬂ Downloads IL5150L Server Management Studin Express

|ZIExcel Problem Set |2 Thuchanh

.~ mﬁg’:tmrk !l’fj FETP 253 Wisual Studio 2005
Ii|:|GF'E I ¥isual Studia 2008
i|'|'-_=;|IDR | AnFWETINH, bt
|25 My Data Sources iﬁ_‘} W downloads.ppt
II|:| My eBooks B k
ii’;ﬂMy Music I:—ﬂPresen ationz.ppkx
Iiﬂl‘ﬂy Pictures ;jTIEN.pps
I5My Yideos
IE21My virtual Machines
Ii.j My W'ebs

|

File name: | vl

i Files of bype: !F\H PowerPoink Presentations (*.ppt;*.pps;* pok;®, pobx; *, pptm; *, pps; *, ppsm; * pots; ™ potm; * htn V‘l

\_ Create Mew v] I Cancel

Hinh 31. Hgp thogi New from Existing Presentation

Tao bai trinh dién tir ndi dung ciia mét tip tin irng dung khac

Ngoai nhiing céch trén, PowerPoint con cho phép tao bai trinh dién mdi tir cac tap tin clia cac Ung
dung khac nhu tdp tin dan bai cia Word. Sau khi nhap ndi dung vao PowerPoint ban co thé hiéu
chinh lai tuy y. Cac budc thuc hién nhu sau:

o Chon nut Office = chon Open. Hop thoai Open xudt hién.
o  Chon nut Files of type, sau do chon mgt kiéu tdp tin nao do. Vi du nhie ban chon All
Outlines.

o Chon tdp tin mong muon va chon Open dé mor

Lok in: |Ifj Downloads V| @-3 X oiE

i 2 B BB B

@Desktup Compressed  Documents Music Programs video
= My
ID Documents
My
Compuker

‘f! Ty Network
Places

File name:

Files of bypes | ny) Qutlines (* . bk rtF;* wpd; ®. docy * . docxg ™, dacm; *, wps)

|| |=

PowerPoint ¥ML Presentations (*,xml)

PowerPoint Templates (*. pobx;*. pot; *. potm)
All web Pages (*.htm; *.beml; *.mbk; *.mbtml)

Office Themes (% thmsx

nall

PowerPoint Add-Ins (*,ppam;*, ppa)

Hinh 32. Hop thoai Open
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3. Lwu bai trinh dién
Luwu lan déu tién

Khi lan dau tién ban luu tap tin trinh dién thi chuong trinh s& mé& hop thoai Save As. Tir hdp thoai
ndy ban hdy dit tén, loai tip tin va vi tri luu trir. Lam theo c4c hudng dan sau:

o Nhdn nut Office = chon Save. Hop thogi Save As xudt hién.
o Nhdp tén tdp tin vao hép File name, chon kiéu tdp tin tai hép Save as type va nhdp niit
Save dé lru.

Save As
Savein: i |D Iy Documents hd i -._'}.\_;
i = My Recent I AdobestackPhotos ICIMero Home
| == Documents | =y a5p | Meravision
@ Diesktop | buttons I Project: Plan
e @Camtasia Studio BSetup Factory 7.0 Projects
=] I\Dﬂgcumants I)cheat I)5naglt
B I Corel User Files |C)Snaglt Catalog
i I\ngmputar () Downloads (350U Server Management Studio Express
\[Z)Excel Problem Set I3 Thucharh
g tetverk | iy (50 visuel Studio 2005
=) 6PE |2 Wisual Studio 2008
@IDR Illi'ﬂPnasentatiunz.|:||:t><
@ My Data Sources
()M eBooks
ﬁ [y Music
qﬂ My Pictures
My Yideos
I My Yirtual Machines
)My Webs
File name: Eresentationg.pptx J
Save as bype: | o o

Hinh 33. Hop thoai Save As

Lwu y: Tén tap tin cd thé dai t6i 255 ky tu va ban co thé dung tat ca céc loai ky hiéu dé dat tén
ngoai trur cac ky hiéu sau <, >?, * / va\.

Luwu cac lan sau

Sau khi d3 luu tap tin trinh dién, khi ¢6 hiéu chinh va muén luu tap tin lai ban c6 thé lam theo
mot trong cac cach sau:

o Chon it Office = nhdn mit Save
o Nhan t6 hop phim <Ctrl + S>

o Nhdn mit Save ( E| ) trén thanh Quick Access Toolbar.

Luu y: Dé thém nut Save vao thanh Quick Access Toolbar ban vao nat Office = nhép phai chudt
vao nut Save va chon Add to Quick Access Toolbar.
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Qpen

Save

Save As

Print

Prepare

Send

Publish

Close

e M= Presentationl [Compatibility M

Recent Documents

1 CADS-L0502V TypesOfslide ppt =
2 Effective Computer Presentations.ppt =]
3 BaitapPP.ppt 4=
4 CADS-LOS01V IntroPowerPoint.ppt =
Add to Quick Access Toolbar s
Customize Quick Access Toolbar... _L:J
Show Quick Access Toolbar Below the Ribbon i
&Miﬂimize the RiEEJ—on o
CADB-LOT WDIZ003.ppt =i
" CAQS-L07 WDI2003.ppt {=i
Let's go to the Maovie!.pphx =
’ PresentationZ.ppt =i
OCW downloads.ppt 1=

3

||__‘] PowerPoint Options ! |X Exit PowerPoint |

Hinh 34. Thém nut Save va thanh Quick Access Toolbar

Poi thuw muc khi hru va thiét 1dp thu muc lvu mic dinh

Dé thay ddi thu muc luu mic dinh cho cac tap tin PowerPoint hay lam theo cac budc sau:

Chon nut Office 2 chon PowerPoint Options...
Chon Save tir danh sdch bén trdi cira s6

o Nhdp tén dwong dan mdc dinh tai hép Default file location

PowerPoint Options E]

Popular

Proofing

Add-Ins

Save o
Advanced

Customize

Trust Center

Resources

H Customize how documents are saved.

Save presentations

save files in this format: | PowerPoint Presentation 97-2003 v |
Save AutoRecover information every Ill % | minutes
Default file location: |C:\Dncument5 and Settings\ttphong\hy Documents!|

Offline editing options for document management server files

Save checked-out files to:()
@ The server drafts location on this computer
G The web server

Server drafts location: ‘C:'\Documents and Settings\ttphong\My Documents\SharePoint Dri! [ Browse... J

Preserve fidelity when sharing this presentation: |@] Presentationl [Compatibility Mode] |

[[] Embed fonts in the file (i

Hinh 35. Hop thoai PowerPoint Options
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Luuy:

e Ban cé thé qui dinh logi dinh dang tdp tin mdc dinh tai hop thoai Save files in this format.

o Thiét lgp thoi gian luu dw phong tai Save AutoRecover information every

minutes

11 -

o Néu muén nhing cdc font chir vao tdp tin trinh dién thi héy chon Embed fonts in the file.

Doi dinh dang khi luu

Khi lwu tip tin trinh didn, ban c6 thé chon cac kiéu dinh dang tir hop Save as type. Sau day 1a
danh sich cac kicu tap tin:

Bdng 2. Cac kiéu dinh dang cua tdp tin

Pinh dang Phan mé rong | Ghi chu
PowerPoint pptx Mac dinh, chi c6 thé m¢ bang PowerPoint 2007 (hodc
Presentation phai cai thém phan b6 sung cho cac phién ban cu thi

moi mo duge)

PowerPoint Macro- .pptm Nhu trén nhung c6 cho phép luu ma Macro va VBA

Enabled Presentation

PowerPoint 97-2003 | .ppt Dinh dang tuong thich ngugc véi cac phién ban

Presentation PowerPoint 97, 2000, 2002 (XP), hoac 2003.

PowerPoint Template | .potx Tap tin mau dinh dang (template) cia PowerPoint
2007

PowerPoint Macro- .potm Nhu trén nhung c6 thé luu ma Macro va VBA

Enabled Template

PowerPoint 97-2003 | .pot Tap tin mau dinh dang (template) ctia cac phién ban

Template PowerPoint 97, 2000, 2002 (XP), hodc 2003.

PowerPoint Show .ppsx Giong nhu mot tap tin PowerPoint binh thudng nhung
& ché d6 Slide Show; rat hitu ich khi phan phéi cho
nguoi xem.

PowerPoint Macro- .ppsm Giong nhu trén nhung ¢6 thé lvu ma Macro va VBA

Enabled Show

PowerPoint 97-2003 | .pps Gidng nhu trén nhung day 1a tap tin ding trong cac

Show phién ban cu

PowerPoint XML xml Luu tép tin duéi dinh dang XML

Presentation

Single File Web Page | .mht, Luru todn bo cic thanh phan cua tap tin trinh dién trong

.mhtml mot file duy nhat va c6 thé mo bang trinh duyét web.

Thich hop khi mudn dua Ién trang web hodc giri e-mail

Web Page Jhtm, Luu tip tin dudi dinh dang HTML, céac hinh anh s¢ luu

html thanh cdc tdp tin riéng. Dinh dang nay thich hop cho

vigc dua 1én trang web.

PDF .pdf Luu dudi dinh dang PDF, ban phai cai thém PDF and
XPS tur trang web Office Online.

XPS XPpS Twong tv PDF nhung day 1a dinh dang ctia Microsoft.
Windows Vista cé san trinh xem tip tin XPS.

Office Theme .thmx Gidng nhu template, nhung né chi chira cac thiét lap
dinh dang (theme) nhu (fonts, mau sic, va hiéu img).

PowerPoint Add-In .ppam Téap tin chira cac ma thyc thi (thuong 1a md VBA)

PowerPoint 97-2003 | .ppa Giong nhu trén nhung dinh dang nay dung trong cac

Add-In

phién ban PowerPoint cu
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GIF Graphics gif Hinh dng, gidi han trong 256 mau

Interchange Format

PNG Portable .png Hinh tinh, d6 phan giai cao, né bao gom cac uu diém

Network Graphics cua hinh GIF va JPG.

Format

JPEG File jpg Hinh tinh, chat lwong tot cho web

Interchange Format

TIFF Tagged Image tif Hinh tinh, chit lugng va do phén gii rat cao

File Format

Device Independent .bmp Hinh tinh, ding nhiéu trong Windows

Bitmap

Windows Metafile wmf Hinh tinh, ho dinh dang vector vi thé cé thé diéu chinh
kich thudc ma khong lam v& hinh (khong tuong thich
v6i may chay hé diéu hanh Mac).

Enhanced Windows .emf Phién bén cai tién cia WME.

Outline/RTF atf Dinh dang toan vén ban, loai bd tat ca cac thanh phé”m
khac. Chi chira céc Text trén slide ndm trong
(placeholders) mdi dugc chuyén outline, cac Text
trong phan Notes khong duoc luu.

Bdng 3. Cdc tinh ning méi trong PowerPoint 2007 ma céc phién ban cii khéng hé tro

Tinh ning

Khi chuyén sang phién ban cii

Hinh anh SmartArt

Chuyén thanh hinh khong cho phép hiéu chinh

P thi (trir Microsoft Graph charts)

Chuyén thanh doi turgng OLE c6 thé hiéu chinh,
nhung cac d6 thi c6 the bi bién dang d6i chit

Cac mau slide tu tao (Slide Layouts)

Chuyén thanh multiple masters (nhiéu slide master)

Céc kiéu do bong

Cac kiéu bong mém (soft shadows) s& chuyén thanh
cac ki€u 6 bong don gian (hard shadows)

Céc biéu thiic (Equations)

Chuyén thanh hinh khong hiéu chinh duoc

Font chir cho Heading va ph?ln ndi dung

Chuyén thanh font chit binh thudng

Hiéu ting mai:
= 2-D hoic 3-D cho vin ban

Gradient cho cac hinh vé hoac vin

ban

Gach ngang chit bang nét don

hodc kép

T6 nén bang gradient, picture, va

texture cho van ban

D3 bong mém mai va twong phan

Chuyén thanh hinh khong hiéu chinh duoc

Cic thiét 1ap dinh dang (Themes) Chuyén thanh styles
Mau Theme Chuyén thanh styles
Hiéu g Theme Chuyén thanh styles

Cac font cua Theme

Chuyén thanh font chit binh thudng

4. Bao vé tap tin trinh dién bang mat ma

Khi tap tin trinh dién c¢6 chira cac thong tin nhay cam thi ban cé thé dung chirc nang bao vé tip
tin bing mat ma cua PowerPoint. C6 hai loai bao vé 1a mat ma truy cap khi m& (Open password)
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va mat ma hiéu chinh (Modify password) va ban c6 thé sit dung ca hai néu thdy can thiét. Ban
lam theo cdc buéde sau dé thiét 1ap mat ma bao vé€ cho tap tin clia minh:

o Mo tdp tin muén dat mdt ma trén man hinh PowerPoint, sau d6 chon niit Office = chon
Save As. Hop thoai Save As xudt hién.

Save As
Savein: ||:| PowerPaint: v @ @ X chE-
IE}) My Recent i{jinsart picture
Documents (=) template
@ Desktop ll--_%Let’s go ko the Mavie!.ppbx
aw
== Documents
My
Computer
\3 Iy Metwork
Places
% Delete

Print

Map Metwork Drive...
Properties

Save Options...

Seneslttans % |Let's go ko the Movie! ppkx ~ |
Web Options...
g ] |PowerP0\nt Presentation (* pptx) ~ |
Comprass Pictures..,
T

Hinh 36. Hgp thoai Save As voi General Options...

o Chon Tools = chon General Options...

General O ptions

| Gereral Options

| File encryption sektings For this docurment — —

Password to opent [

File shating setkings For this document — = —

Password ko modify':

|
[
|
‘ [ pemove automiatically created personal information From this file on sayve thong tin ca nhan ctia nguoi
[
[

Privacy options - Néu chon s& loai bo cac
| Macra security - | dung trong tap tin.
adjust the security lewel For opening Files that might M ; A 1A 1 s £.
acro Security.,..
contain macra viruses, and specify the names of = ¥ Thiét 1ap cac tuy chon doi
krusted macro developers, v61 ma Macro va VBA
| o i | | Cancel I

Hinh 37. Hop thoai General Options...

o Néu mudn ddt mit ma mé tdp tin thi ban hdy nhdp vao hép Password for open
o Néu ban muon dat thém mat ma hiéu chinh tdp tin thi nhdp vao hop Password ro modify
o Xdac nhdn lgi cac mdt ma khi co yéu cau
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Confirm Password

Reenter password bo oper;

Caution: If vou lose or Forget the passward, it cannot be
recovered, It is advisable to keep a list of passwords and their
corresponding document names in a safe place. (Remember
that passwords are case-sensitive, )

[ =4 ]l Canicel J

Hinh 38. Hgp thoai xdc nhdn mdt md
o Nhdn nit Save dé ghi dé lén tdp tin hién hanh.

Macro Security:

Khi chon nmiat Macro Security, hdp thoai Trust Center xuét hién nhu hinh sau

Trust Center @

Trusted Publishers T P

Trusted Locations s o ’
For macros in documents not in a trusted location:

add-ins 'i:? Disable all macros without notification
y . @ Disable all macros with notification
ActiveX Settings e
i) Disable all macros except digitally signed macras
||' Maero Settings | (':) Enable all macros (not recommended; potentially dangerous code can runj
Message Bar

Developer Macro Settings

Pri j Opti
TRELY PN |:| Trust access to the VBA project object model

Hinh 39. Hgp thoagi Trust Center

e Disable all macros without notification: Khéa tdt ca macro va khéng c6 thong bdo

e Disable all macros with notification: Khéa tdt ca macro va kém theo théng bdo

e Disable all macros except digitally signed macros: Khéa tat ci cdc macro ngoai trir cdc
macro da co chix ky dién tu. Xem chi tiét thém tai (http.//office.microsoft.com/en-
us/excel/HP052495581033.aspx).

e Enable all macros (not recommendedl potentially dangerous code can run): Cho phép tdt

ca cde macro chay, nguy co nhiém virus khda cao.
o Trust access to the VBA project object model: Xdc thuc quyén truy cdp vdo cdc doi tirong
trong VBA project.

5. Péng va mé lai tip tin trinh dién
Déng tap tin trinh dién

Khi déng chuong trinh PowerPoint thi cac tip tin dang mé s& tu dong dong theo, tuy nhién néu
ban chi mubn déng mot tap tin cu thé nao d6 thi cho tap tin d6 hién hanh va vao Office chon
Close. Néu tap tin chua duoc luu thi chwong trinh s& ¢6 thong béao nhéc nhé ban.
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Mé lai tip tin trinh dién dang liru trén dia

Mé nhanh cac tap tin sir dung gan ddy thi ban vao Office = chon tén tip tin mudn mé tir danh
sach bén phai.

F\E 9 -0 (A Presentationi [Compatibility Mad
r - Wiew
=} Recent Documents F
L] tew =
1 Let's go to the Moviel.pphx % 1=l 'I !
-~ i g l;' = E
5 Open 2 CADB-L0502V TypesOfslide.ppt i B3
e 3 Effective Computer Presentations.ppt 1= l
4 BaitapPP.ppt L= -
B~ [ a_
5 CADS-LO501V IntroPowerPoint.ppt =
— 6 CA0B-CDOL02V MS Outlook.ppt l=
ld Save As ¢ =
7 CADB-CDOL1 Internet.ppt =
= & CA05-CDOL03V MSOfficeTools.ppt =
@ Brint  * | g CA08-CDOL04V Window Explorer.ppt =
Presentation2.pptx f=
[ Prepare » CAD8-LOT WDI2003.ppt S0 |
CADS-L07 WDI2003.ppt =k
'_@ Send L Presentation2.ppt {=i ICk
QCW downloads.ppt =
.7 publish »
- A |
5 lick
LClaose
| 2] PowerPaint Options | |X Exit PowerPointl

Hinh 40. Mo nhanh tdp tin tuw danh sach Recent Documents

Néu tép tin mudn mé khong c6 trong danh sach hién hanh thi ban lam theo céc budc sau:

o Vao Office 2 chon Open. Hop thoai Open xudt hién
o Tim dén noi lheu triv tdp tin tai Look in va chon tdp tin muén mé, sau dé nhéan niit Open.

Lookin: | () Lecture Motes v| @ -0 X i E-
5 My Recent = = =t =k = = =T, —
EjDutumEnts __J @ 3 @ = @ = @ - @_ @ I @ -
@DESktDD Practices CAOG-C0O,,, CADS-CDOL.,. CAOG-CDO1.,. CAODS-CDO1... CADS-LOla CADE-LO1b ZANG-L01c
M5 Outlook, .. MSOfficeTo... Window Ex... Intro.ppt  FETPINtro.ppt ExcelBasic. ppt

ay

e || @Y By B By By &y By &

My = = = = = = = =

o g CADS-LOZ CADB-LD3  CADSLO4  CA0S-L06 CADS-LO7  CADG-LOG CADS-LD9  CADS-L10
.':4 I¥ly Metwork Formular_a...  Chart.ppt Advance ... SolveProble.., WDIZOO3.ppt RiskAnalysi... Eviews.ppt  Review.ppt

Places

CAD3-LOS01Y  CADS-LOSOZY
IntroPower... TypesOfsl,..

Qpen
Open Eead-OnIy%

File name: Open as Copy

Open in Bro

Files of bype: IF\I\ PowerPoint Presentations (%, ppbx;* ppt;®, ppkm;* ppsi;® pps;* ppsm; * potx * pot; 3

Open and Repair

o ) [

Hinh 41. Hgp thoai Open
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Chwong trinh Gidng day Kinh té Fulbright

Bang 4.  Cac tity chon Open

Nut Muc dich

Open Mic dinh, dung dé mo tap tin.

Open Read-Only MG chi doc, cho phép thay d6i va phai luu thanh mot tap tin khéc.
Open Copy M¢ dudi dang mot ban sao.

Open in Browser Chi c6 tic dung khi chon mét bai trinh dién lyu dudi dang trang web.
Open and Repair M tép tin va kiém céc tra 13i va sira 15i dang c6 trong tap tin.
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Chuong 4. Xay dung ndi dung bai trinh dién

Chuong nay sé trinh bay ting budc xay dung mét bai trinh dién véi day di tit ca cac thanh phén
théng dung nhat ma PowerPoint cung cip. Trong chuong nay, dbi Vi cac ban con mdi véi phan
mém PowerPoint thi nén hoc va thuc hanh cac myc tr dau dén cudi chuong. Di vdi cac ban da
thanh thao thi chi can doc céc phan ma minh chua biét.

Bai thye hanh xuyén sudt chuong nay 1a bai gidi thiéu vé cac thé loai phim anh vdi tya dé chinh
“Let's Go to the Movies!”. Cac nguyén li¢u can thi€t cho chuong nay la cac hinh anh, am thanh,
doan phim, ... ma céc ban co thé tai vé tir dia chi sau http://www.fetp.edu.vn/download/

1. Tao slide twa dé

Trudce khi bit ddu, chung ta hdy mé chuong trinh PowerPoint va tao méi mot bai trinh dién rdng
(khdng ap dung bat ky mau thiét ke nao).

Vao Start = All Programs = Microsoft Office = chon Microsoft Office PowerPoint 2007 dé
khéi dong chuong trinh.

Vao Office = chon New = chon Blank Presentation dé tao méi
Slide tya q?e thong thuong la slide dau tién cua bai thuyét trinh, slide tya dé thuong chira cac
thong tin vé tura d€ cua bai thuy€t trinh, thong tin tic gid, ngay thang, ... Ngoai ra, chung ta ¢d thé

thém logo cong ty vao slide tya dé. Tuy nhién luu y 1a khong nén dwa qué nhidu ndi dung vao
slide twa dé.

Tur slide tréng, nhén chudt vao vung chit Click to add title dé nhdp tira dé cho slide

Click to add title

Click to add subtitle

Hinh 42. Nhdp tira dé cho bai trinh dién

Dau nhic s& nhap nhdy nhu hinh dudi va ban hiy nhdp tua dé cho slide 13 Let's Go to the
Movies!
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o

Click to add subtitle

Let’s Go to the Movies!

Click to add subtitle

Hinh 43. Ddu nhdc tai placeholder

Nhéip chudt vao V@mg Click to add subtitle dé nhap tua dé phuy, thong thuong day la cac dién giai
vé ndi dung chi tiét cho tya d€. Sau d6 nhéap vao cum tir Lights! Camera! Action!

Let’s Go to the Movies!

Let’s Go to the Movies!

Hinh 44. Nhdp tua déphu

Nhép chudt vao ving tréng bén ngoai cac Textbox dé hoan tat viéc nhap vin ban cho tya dé va
tua dé phu. Sau khi hoan tat budc trén cac ban s€ nhdn duoc két qua nhu thé nay.

Let’s Go to the Movies!

Let’s Go to the Movies!

Hinh 45. Hoan tat Slide tia dé
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2. Luu bai thuyét trinh

Nhan nit Save (I trén thanh QAT cuia cira s6 PowerPoint dé lru bai dang soan thio.

Presentationl - Microsoft PowerPoint

Fime | Tn Design Animations Slide Show Review View
Save (Ctrl+ S —
T 0l o Y - — 1
¥ -[32 - |jas]| 2]l =8
— BojReset : 5
Paste New § AV A =
> || siige~ $Aoeiete ||[B LT e & K- Al )| (S

Clipboard ™

Slides

Font {F Paragraph

Let’s Go to the M

Hinh 46. Ra lénh luu bai trinh dién

Cira s6 Save As xuét hién, ban chon New Folder dé tao thu muc mdi luu trix bai thuyét trinh. Ban

ciing co thé chon mot thi muc co san nao do trén may dé leu.

[ save As

N
{ ;U |!?_« Users » Your Compite
‘ Organize = E_g Views

Favorite Links

Documents » | +y || Search o

I Documents
Bl Desktop

&l RecentPlaces
™ Computer
[E Pictures

m’ Music

More »

Folders -~

File name:
Save as type: [PmrPoim Presentation v]

Authors: Your Computer Tags: Add atag

“ Hide Folders

Tools‘[SawllGumd]

Hinh 47. Pt tén va tao thi muc mdi chira bai trinh dién

Néu ban nhén nut tao thu muc mdi, khi d6 ban hay dit tén cho thu muc nay, vi du thu muc dat

tén la: PowerPoint Practice Files
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i@ Save As “

C)_O ﬁ'..“ Users » Your Computer ¢ Documents » vl‘yHSearch 2|

‘ Organize ~ E:E Views + B MNew Folder

Favorite Links Mame Date modified Type Size Tags

E, Documents

B Desktop
G Recent Places

” PowerPaint Practice Files |
Updater

™ Computer

Hinh 48. Ddt tén thir muc

Sau khi nhép tén cho thu muc ban hiy nhin Enter dé hoan tit. Khi d6 tai Save in s& xuét hién tén
thu muc ban vira tao dé luu tap tin:

@ Save As ﬁ
— e —
@ ' .. « PowerPoint Practice Files - | *y | | Search Fe |

EEE——
‘ Organize = EEE Views = B MewFolder

E - Name’ Date modif... Type Size Tags

Favorte Links
'F TR This folder is empty.

B Desktop

Hinh 49. Chon thw muc dé chura tdp tin luu triv

Tai hop File Name ban nhap vao tén tap tin 1a: Movies (¢t nhién ban c6 thé ddt tén khac tity ).
Ban hay chon kicu tép tin tai Save as type la PowerPoint Presentation. Sau d6 nhan nat Save
de ra 1énh luu tap tin

File name: [0 -
Save as type: | PowerPaint Presentation v]
Authors: Your Computer Tags: Add a tag
+ Hide Felders Tools [ Cave E}_l/ Cancel ]

Hinh 50. Luu tdp tin

Khi d6 tén cua tép tin thuyét trinh Movies ma ban vira dat s& xudt hién phia trén thanh Ribbon
cua cua s0 chuong trinh PowerPoint.
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@\.3 = 'li\ = @oviaicmsoﬂzpuwerpoim
L J

Home | Insert Design Animations Slide Show Review View
k L

=l & =) Layout ~ = = (||| [
»_ - |[aw)Z)|E
I =D SN &)
Paste New  pete ||[BZ U sbe & 8- Aa-[A ]
| Clipboard ™ Slides Font

x|

Let’s Go to the M

Hinh 51. Tén tdp tin hién hanh sé hién thi trén thanh tiéu dé cia chuong trinh

3. Cheén slide moi

Pé chén thém mdt slide méi vao bai thuyét trinh, tir thanh Ribbon = chon ngan Home - nhén
vao nat New Slide.

Movies - Microsoft PowerPaint

Design Animations Slide Show Review View
A
= |“u '
S

L

N BIERE

|B £ U she & - pa-|A | |E & = 5|5

Font . Paragraph

Hinh 52. Chen slide

Danh muc cg’tc kiéu slide xuat hién, ban hay chon vao mét kiéu Layout phu hop, vi du & day hay
chon vao kiéu Two Content. Nghia la slide mdi nay sé co 3 khung nhap liéu vao: I khung nhap
tiea dé slide, va 2 khung nhap noi dung bao cdo cua slide.

@‘-, H9-0)= Movies - Microsoft PowerPoint
) | -
I | -
Home | Insert Design Animations Slide Show Review View
D == -l - IR
=3 Office Theme
Paste New
Slide~ || || e b
| Clipboard ™
"
& = ]
B Title Slide Section Header
R

e L
o %
| s || R s B I L
| T Two Contentk Title Only * Click tq
Content with Picture with
Caption Caption L
A

Hinh 53. Chon layout Two Content
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Tai khung tua dé cua slide mdi, ban nha?ip chuét vao chit Click to add title, sau d6 nhép vao tua
slide 1a: Types of Movies va nhap chudt vao khung bén trai tai chit Click to add text, sau do

nhép vao: Comedies

Types of Movies

.

Comedies

- Types of Movies

' * Click to add text

Hinh 54. Nhdp noi dung cho slide méi

Nhan phim ENTER Xuépg dong, khi d6 slide gidng nhu hinh sau. Sau d6 nhép tiép ndi dung cho
slide ¢ khung bén trai giong nhu hinh dudi, dung phim Enter d¢ xudng dong.

- Types of Movies

1+ Comedies

K
.
|

'+ Comedies

- Types of Movies

" Click to add text
Dramas |

Action

Animation|

Hinh 55. Nhdp ndi dung vao cdc placeholder trén slide

Nhép chudt vao nut Save (k) dé luu két qua lam viéc lai.

4. Chén hinh vao slide

O phan truée ching ta da hoc cdc chén slide méi va nhdp néi dung vao khung bén trdi cia slide,
0 phan nay chung ta sé chen mot hinh minh hoa vao khung bén phai.

Nhép chudt vao biéu tuong Insert Picture from File
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¢ Comedies ‘
* Dramas
* Action

* Animation

Types of Movies

C o -}

'

Hinh 56. Lénh Insert Picture from File

Cua so Insert Picture xuét hién, ban hay tim dén thu muc luu trlt hinh trén mdy cda minh va
nhap chudt chon mgt hinh nao dd, sau d6 nhan nut Insert d¢ chén hinh vao Slide.

Insert Picture E”El
Look in: |UE.I My Pictures vi @ -3 = G
(4, My Recent . ~ T
Documents : ﬁ
i@ Desktop t")‘|
{ )
| oy My 'M&
iﬂDocumants —3A 3 -IFH E
My : . E i 3 .
| it calendar . gif cat.gif dinosaur jpg piano2,gif
W) My Metwark
| Places R
(— 0
=
]
piano.jpg projectar.jpg Sample Pickures anicif.gif
File name: - |
Files of bype! | Al pickures (* emf;* wmf; . jpg;® joeg;® JFiF* jpe: ™. prgy . brapy* diby* e binz:*.gify*.of 2, emz q

Hinh 57. Chon hinh chen vao slide

Khi hinh da chén vao slide, cac ban chon hinh cho xuét hién 8 6 vuong nho xung quanh hinh, dua
chudt vao 6 @ mot gdc nao do va giit trai chudt kéo ra phia ngoai hinh dé phong to hinh. Ban co
thé dung chuot dé di chuyén hinh dén vi tri mong muon trong slide.
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Types of Movies

* Comedies

* Dramas

* Action \
> & o
| 4
|

* Animation

Hinh 58. Phong to hinh
5. Pura hinh suu tim vio trinh quan Iy hinh Microsoft Clip Organizer

Khi lang lang trén Internet va thay nhitng hinh hay, ngd nghinh cé thé can cho céng viée ctia
minh, ching ta thudng luu nhitng hinh nay vao may dé st dung sau nay. Trong bd Office khi cai
dat ddy du s& cé trinh quan 1y hinh ciing kha tién dung, dé chinh 1a Microsoft Clip Organizer.
Trong bai nay ching ta sé hoc cdch tao mot album hinh trong phan mém néy dé khi can sé chen
vao slide mot cach nhanh chong.

Pé khoi dong Microsoft Clip Organizer thi ching ta 1am theo céc cach sau:

Tir slide dang mé & phan trudce, thay vi nhan Insert Picture from File thi ban hiy nhin vao nit
Clip Art.

Types of Movies

* Comedies » Click to add text
* Dramas

* Action

* Animation

Hinh 59. Nut Iénh Clip Art
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Khung Clip Art s& xudt hién phia bén phai cira s PowerPoint, ban hiy nhip chon Organize
clips... @€ goi chuong trinh Microsoft Clip Organizer

Clip Art R
Search for:
(s ]
Searchin:
Selected collections E]
Results should be:
All media file types E

Hinh 60. Hgp thoai Clip Art

Ngoai ra ban c¢6 thé khéi dong Microsoft Clip Organizer thong qua Start > All Programs >
Microsoft Office = Microsoft Office Tools > chon Microsoft Clip Organizer. Ctra s6 Microsoft
Clip Organizer xuat hicn nhu hinh sau:

P My Collections - Microsoft Clip Organizer

© Fle Edit Yew Tools Help
i ¥ search... (jcollectionList... | E3 % X 4g

Type aguestion for help. =

Clips Qnline  _
B i

: Collection List -

El-ﬂ My Collect

i ﬁ Favarite

* &5 Unclassified Clips
-} Office Collections
(#-#5 web Collections

0 Ikems

Hinh 61. Cita sé Microsoft Clip Organizer
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Vao File = chgon New Collection... = dat tén cho Album méi [a GPE

Type aguestion for help =

ew Callection. ., 3‘ Clips Online =

. Add Clips bo Organizer
':J'u Send to Mail Recipisnt (as Attachment)...

Collection Properties.

T
> Exit
R Uniclassiied Cips
& & Office Collactions
-2 Web Collections

0 lkems

Hinh 62. Tgo Album moi

Chon Album vira tao, sau d6 vao File 2 Add Clips to Organizer - chgon On My Own...

B GPE - Microsoft Clip Organizer =18

‘| Elle | Edit  Yiew Tooks Help Type aquestion For help | w
4 Wew Collection. ..

. Add Clips to Organizer 3
o2 st Mail Fecipient {as Attachment)... < £ onMy Own.., )
% Collection Properties. .. W

K Ext
Ty Unclassified Cips
i3y GPE
-2 Office Callactions
[#-8 Web Collections

0 lkems

Hinh 63. Cheén hinh vao Album

Chon cac hinh can chén vao Album, sau d6 nhan nut Add, xem hinh dudi
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GPE - Add Clips to Orpanizer E]
¥ @ o XCiE-

Look in:

[, My Recent
=~ Documents

@ Deskkop

2
Dacuments
My
Computer

oMy Metwark
5 Places

Clip name: | [ Add To... ]

6
Files of type: | Al Cip Drganizer file bypes (*pca;*.ema;* wma; *.cgm; *cdri* eps;*.gify* ofa; *,pet;* pick * emf;* vl

Hinh 64. Chon hinh chén vao Album

Céc hinh da chén vao Album GPE. Két qua nhu hinh sau:

B GPE - Microsoft Clip Organizer EHE”gl

 Fle Edit Yiew Ioos Help Type aquestion for help. =

i ¥, search... [y Collection List... || B3 (% K | 4g

: Collection List - B » - -
* e SR %%f
=25 My Callections ‘ = ix & : =

i a Favaorites -

2 Clips Onling s

e

Y
2,

&5 Unclassified Clips
- GPE
#-#§ Office Collections
-2 web Collections

&
%

9 lkems

Hinh 65. Hinh trong Album GPE

6. Chén hinh twr Clip Art vao slide

Ttr slide hién hanh cua bai trudc, chung ta s€ chén thém mot hinh ¢d té€n "projector” vao slide.
Hinh nay dang luu trong Microsoft Clip Organizer.

Vao thanh Ribbon = chon ngan Insert 2 chon Clip Art
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@ |5 S d 2 Let's go to the Moviel
Hon | Inseri Diesign ‘Animations Sinie Show Review View Developer
e PE@ Qi@ E

'to Shapes SmartArt Chart Hyperlmk Action || Text Header WordArt Date
| Box & Footer z B Tim

Text

_links

¢ Comedies
* Dramas
* Action

* Animation

Hinh 66. Chon nut Iénh Clip Art

Mot ngin Clip Art xuét hién bén phai cia so, tai 6 Search for ban nhap vao tir khoa projector
va nhan nat Go de tim.

Clip Art v x
Search for:
|projector ﬂ | Go [
Searchin:
[Seler:ted collections ]Zl _
Results should be: Cﬁp Art v ¥
[AJI media file types E DA
projector | | Go |
Search in:
Selected collections B
Results should be:
All media file types
|8] Organize dips...
5& Clip art on Office Online
@) Tips for finding dips

Hinh 67. Tim hinh trong Clip Art va chén vao Slide
Ghi chi: Néu ctra s6 canh bao xuét hién thi nhin nut Yes
Kich chudt hai 1an vao hinh projector.jpg dé chén viao slide

Sap xép cac hinh va chinh dg 16n nho néu can. Luu két qua lai bang cach nhan nut Save.
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Types of Movies

* Comedies
* Dramas

*= Action "4 L 4

» Animation - { :
\‘jf
'y

Hinh 68. Két qua chén hinh tir Clip Art

7. Cheén am thanh vao slide

Microsoft PowerPoint cho phép ban chén rat nhiu dinh, dang nhac,khéc nhau vao slide, thong
thudng chung ta chén nhac mp3 hay wma vao slide vi chat lugng chap nhan dugc va dung luong
nho.

Tt slide hién hanh cua bai trude chung ta s€ chén mot ban nhac vao dd, ban vao thanh Ribbon -
chon ngan Insert = chon Sound tai nhom Media Clips

Let's go to the Moviel.pptx - Microsoft PowerPoint

ns Slide Show Review View Developer Add-Ins

- TheEw As] [=2 = = o
M8 LA D4 EE) Qe
Chart Hyperlink Action Text Header WordArt Date Slide Symbol Object Movig Sound

Box & Footer 5 & Time Mumber S %
Links Text MediaLlips J
e - — = -
3 4 ' 3 ' z 1 1Raaga 2 ' 2z | FEA A 4 '

Types of Movies

* Comedies
* Dramas T

+ Action (Z_NR
» Animation P » J :
X
i |
y |

Hinh 69. Chon mit Iénh Sound

Chon tap tin nhac mong mudn sau d6 nhan OK dé chén vao Slide
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Insert Sound

o My
DDDEumEnts (

] I\C’Igmputer £ Believe (Cher] HF3
2 Black magic woman (Santana).MP3
- T ey heart (Micheal Learn Ta Rock).MP3
i £ Breaking my heart (Micheal Leam To Rad
& Can you Feel the love tonight (Elkon John) MP3
g Careless whisper (George Micheal),MP3
£ Carrie (Euro).MP3
& Casablanca (Berthe Higgins).MP3
& Do it again (Greates).MP3
& Don't know what you got (Cinderalla) MP3
A Don't let me down (The Beatles), HP3
é Don't kell me goodnight (Lobo).mp3
& Endless love (Diana Ross - Lions! Richie) MP3

£ |

s | love you (Stevie B

Look in: (=) English v! @3 X o
BMy Recent | | & Against all odds (Phil Collins).MP3 £ Everything i do. T do it For you (Bryan Adams),HMP3
Daocuments ,-g Al for love (Adams-Sting-Steward) . mp3 £ Everytime you go away (Young),MP3
(@ pestop £ Allout of love (air Supphy). MP3 £ Feliz navidad (Boney M).MP3

é Foalish beat (Debbie Gibson).mp3

£ Frankie (Lauren).mp3

£ Gimme gimme gimme (ABBA].mp3

% Girl ' gonna miss you {Mialli Yanilly, MP3
£ Goodbye (Air Supply).MP3

£ Goodbye girl (Davis Gates).MP3

24 Happy birthday ta you (New Kids On The Block). MP3
é HappyNewYear_Abba.mp3

£ Hard to say ' sorry (Chicaga). MP3

£ Hazard (Richard Marx). MP3

£ Heaven (Bryan Adams) mp3

2 Hello (Lionel Richig). MP3

24 Hey Little girl (Emil).MP3

é Holiday (Scorpions). MP3

24 Hotel calfornia (Eagles) MP3

I3 [gs-[ge- s~ [g-[E5- 05~ g5~ 0~ [s- fs- {0~ g~ C3- [f5- s 05~ s {0~ 4

ot

|

Chwong trinh Gidng day Kinh té Fulbright

Files of bype: :Snund Files (%, aiF; *,aiFc; *,aFF; *,a0; *.snd; *,mid; *.midi; *.Fmi; *.mpa; #,mau; *,waw; *.wma; * v v\

oK -Cancel

Togls 7|

Hinh 70. Chon bai nhac chen vao slide

Mot hop thoai xuét hién hoi ban ¢6 muén ban nhac nay s€ tu ddng phat khi trinh chiéu dén slide
nay hay phai cho 1énh nhap chudt. Ban chon Automatically

Microsoft Office PowerPoint k g|

- | ) How da you wank the sound ko start in the slide show?

Show Help ==

| ihen Clicked

[ Automatically

Hinh 71. Chon thiét ldp Automatically cho ban nhac

Mot biéu tegng hinh loa xuét hién trén slide dai dién cho tap tin nhac, ban hay di chuyén no vao
gbc cua slide. Nhan nut Save dé luu két qua lai.

Types of Movies

* Comedies
* Dramas

* Action

* Animation

Hinh 72. Slide da dwoc chen dm thanh
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8. Chén doan phim vao slide

Bai nay ching ta sé chen thém mot slide moi, slide nay chi can cé 2 phan dé la tia dé va phan
noi dung. D¢ chén slide mdi, ban vao Ribbon = chon ngan Home = chon New Slide = chon
ki€u slide 1a "Title and Content"

I.:”ci_,a'/\i H9 uv_lE) - Let's go to the Maviel.pptx
- Home Insert Design Animations Slide Show Review
(e
L 4 e — | |2 Layout = | |
B 3 | Y | A a2 |3
=8 | | [B=] Reset =
Paste New r . & AV z A f=
- F Slidevl?'i] Delete | i e = Aa || IS

_C_Ii_pb_a_ar:_ii__ Office Theme e
i, =

1

el

taragatae

Title Slide Title and Contelﬁ_ Section Header

Two Content Comparison Title Only

Hinh 73. Chen slide moi voi layout la Title and Content

Nhip chudt vao nut Insert Media Clip trong phan ndi dung

Click to add title

* Click to add text

Hinh 74. Chon nut lénh Insert Media Clip

Chon doan Video Clip can chén vao slide, vi du nhur chon chocol.mpg va nhip nut OK.
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Insert Movie 3]

Lookin: () PowerPaint2007 v @-@3 XoE-

Size  Type Date Modified

[y Recent g
1,953 KB WLC mediafils (.mpa)  10/24/00 5:34 PM

Documents

[ pesktop %

ey
Documents

Ll
Computer

My Network
Places

Fiename: | v

Files oF E¥DE: | avie Files (*,asF; *. a5 *.wpl; * wim; *.wmmc; *.amel; *.wmz; *.avi; *.dvr-ms; *.mpea; *.mp; *.1 v |

(.
e

Hinh 75. Chén doan phim vao slide
Khi hop thong bao hién 1én, ban chon Automatically hoac When Clicked tuy y. Nhap tua dé cho

slide 1a "Video clips" va kéo to ving hién thi cho doan phim.

Microsoft Office PowerPoint El

- | ) How do you want the maovie ta skart in the slide show?

Show Help ==

] automatical, | when Clicked

9 Video clips 1 U
b- e e ol

Hinh 76. Doan phim da chen vao slide
9. Chén bang biéu vao slide

Cac bai trén da hudng dan cach chén hinh anh, nhac, doan phim vao slide. Bai nay s& huéng dan
cac ban cach chén bang biéu vao slide.
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Chén mot sl@de méi vao bai thuyé',t trinh, slide nay bao gém mét tya dé va noi dung bén dudi la
mdt bang bi€u nham liét ké mot so thong tin li€n quan deén chu d€ trinh bay. Ban vao Ribbon >
chon ngan Home = chon New Slide = chon kiéu layout 1a Title and Content.

!-”' ‘z'!"a H9-uvR_iE) - Let's go to the Maviel.pptx
Home Insert Design Animations Slide Show Review
A

= K e 22| Layout ~ P | BrE |
j ] i_] | A ATk || 3=

: =3 | |E Reset =
Paste New x . & AV g A =
o {P' SlidE'-H] Delete | B &I U ke L7 Aa || l =

Cliphoard ™= Office Theme
-1

1

iRt

_Typ¢

Two Content Comparison Title Only

Hinh 77. Chen slide mdi

Vung tua dé ban nhap vao Famous Examples

____________________________________________________________

s

CClicktoaddted

Hinh 78. Nhdp tua dé cho slide moi

Tai phan ndi dung, ban nhap vio nit Insert Table dé chén bang biéu vao slide
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Hinh 79. Chon nut lénh Insert Table

Hop thoai Insert Table xpét hién, ban nhép vao s6: 4 trong hop Number of columns (nghia la
bang sé co 4 cot). Nhap tiép so: 2 trong hop Number of rows (nghia 1a bang s€ ¢ 2 dong).

F 1 F
Insert Table o 3 | [ 1nsert Table P ]

MNumber of columns: @ : Mumber of columns: 4 =
Number of rows: 1 = Number of rows: @ =
W [—se—— —T— y——

Hinh 80. An dinh s6 dong v ¢ét cho bang biéu

Nhép nit OK dé dong ¥ tao bang 4 ¢ot 2 dong. Sau d6, ban hiy nhap ndi dung nhur hinh sau vao
bang vira tao

Famous Examples

: Charlie Chaplin Gone with the Jurassic Park Dumbao
Wind

Hinh 81. Nhdp néi dung vao bang biéu
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Trong thire té, khi lam bdo cdo thuyét trinh chiing ta thuong ¢é sdn cdc bang biéu trong Word
hodc Excel. Chung ta co thé chép cac bang do vao PowerPoint ma khong can phai nhdp lgi.

10. Cheén biéu dé vao slide

Bai nay ching ta sé chén thém mét slide moi vao, slide nay cé 3 phan: Twa dé slide, mét biéu do
va mot doan van ban bén canh. Ban vao thanh Ribbon - chon ngan Home - chon New Slide

- chon kiéu slide 1a Two Content.

_‘@ H@9-0 = Movies - Microsoft PowerPoint
J Home Insert Design Animations Slide Show Review View
Ty =
sl =) | 15 - |[a W)= [
\n=] Reset
Paste g || New | peere |[B 2 U e 8 8- aa-f[A-|[E=
Clipboard ™ Office Theme = Faragraph

Title Slide Title and Content Section Header

S

Two Content /‘:Dmparisun Title Only

e | [
-
]
Blank Content with Picture with
Caption Caption

[Z] Duplicate Selected Slides
E5) slides from Outline...
=] Reuse Slides..,

nous Examp

A £

ith the Jurassic Park

Hinh 82. Chen slide moi

Nhép tira dé cho slide méi la: Favorite Movies Survey

O-=--0---0

Hinh 83. Nhdp tua dé cho slide moi
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Tai khung bén trai, nhép chudt vao nat Insert Chart dé chén db th.

i Favorite Movies Survey

ésm Chart

]

Hinh 84. Chon nut lénh Insert Chart

Hop thoai Insert Chart xuat hién > chon kiéu d6 thi 1a Stacked Column in 3D = chon OK.

rlnserlCharl M
T3 Templates Column -
” Line | ' \_Eﬂ I_Hﬂ | 3

& Pie

£ o ) s8] 03] 33

Q- Area

i xrea || I | a8 ] JAA

Qp" Surface Line

Tl ==

#y Radar Pie

Al el an] (-] [l -

| Manage Tempiates... | | getas Default chart | [ & || coedl

Hinh 85. Chon kiéu do thi Stacked Column in 3-D

Khi ctra s6 bang tinh xuat hién hdy xoa tat ca cac dit liéu c6 san trong bang vao nhap vao thong

tin nhu bang sau:

Women Men
Comedy 100 120
Drama 50 97
Action 92 77
Animation 87 34
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.@ - o~ )= Chart in Microsoft Office PowerPoint - Microsoft Ex... Table Tools
S ar
- Home Insert Page Layout Formulas Data Review View Design
& Calibri -[11 - ditional Form 3
3 ||B £ U -~||A A $ | t as Table =
Past o
7 7 ||[E A i 5} Cell Styles =
Clipboard ™= Font (P Alignment Number Styles
] v (» K v J|34
A B C D E F G H 1
1 Women  Men
2 |Comedy 100 120
3 Drama 50 97
4 |Action 92 77
5 |Animation 87| 34
6
7
8 To resize chart data range, drag lower right corner of range.
9
10
4 4 > M| Sheetl <¥J o m
Enter | Scroll Lock |_|§ ]

Hinh 86. Nhdp s6 liéu vé do thi

Dong cira s0 bang tinh lai d¢ tro vé man hinh soan thao PowerPoint.

Chart in Microsoft Office PowerPoint - Microsoft Ex... Table Tools ‘E%
age Layout Formulas Data Review View Design Q) =
o= g £ Conditional Formatting 3 [ - A
. T B r.f
A E + ||| 5% Format as Table I Delete - =
o |25 =) || 050 =) Cell Styles B Format ~ || <2~ Filter~ Select~

P} Alignment Number Styles Cells Editing

Hinh 87. Déng cira s6 bang tinh

Lic d6 db thi tir s6 liéu ban vira nhap s¢& xuét hién trén slide nhu bén dudi. Ban nhép chudt vao
khung bén phai va nhdp vao doan van ban Which types of movies do men and women prefer?

Favorite Movies Survey

250
200
150
100 Men I
m Women
50
0 .
B
o -
(_’o@ [ vy
=

250 !
I menand women
200
~-prefer?
150 i
!
100 Men i
mWomen |
50 !
|
0 i i
| I
B & 5 |
L& o I
o o "!}\5‘@ E |
W i !
i H

Favorite Movies Survey

Which types of movies do }

Hinh 88. Thém doé thi vao slide

11. Chén SmartArt vao slide

Bai nay chiing ta sé hoc cdch chén mét so do hinh cdy vao bai thuyét trinh. Trudce tién ching ta
s& chen slide moi bang cach vao thanh Ribbon > vao ngdn Home > chon New Slide > chon
kiéu Title and Content. Nhép tua d€ vao cho slide la: Oscars, 79th Academy Awards.
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(0a) B9 6Q5)

13

Title Slide Title and Contelit Section Header

Famaus Bramples

T e S e

Two Content Comparison Title Only

Home Insert Design Animations Slide Show Review Vi
e =
=l & tut — | [ Layout - = Fi2 TS
_1 7 |J - 18 | A A \| .
= =3 Copy | |55 Reset =
Paste = Newr | _ &5 AV A
- F Farmat Painter ||| gjige - | %2 Delete | B £ U =k e Aar| | A
Clipboard | oOffice Theme e
slides | Qutline N
£ Vides cip t

@Eth Academy AwardD

L

* Click to add text

Hinh 89. Chen slide méi va nhdp tua dé cho slide

Nhap chudt vao nut Insert SmartArt Graphic

Oscars, 79th Academy Awards

* Click to add text

Hinh 90. Chon nut lénh Insert SmartArt Graphic

Cira 6 SmartArt Graphic xuat hién. Chon nhém kiéu 12 Hierarchy = chon ki¢u Organization

Chart = nhéap Ok dé chén vao slide.

Choose a SmartArt Graphic

- : |
2 g

Matrix

£ Pyramid

Organization Chart

Use to shaw hierarchical information or
reporting reltionships in an
organization. The assistant shape and
the Org Chart hanging layouts are
available with this layout.

Co Dl o= ]

Hinh 91. Hop thoai Choose a SmartArt Graphic

Tran Thanh Phong

Trang 57



Chuwong 4. Xay dwng ndi dung bai trinh dién Chwong trinh Gidng day Kinh té Fulbright

Mot so do cay dugce chén vao slide nhu hinh dudi, ban chon hdp trén cuing ctia so do va nhép vao
ndi dung sau: Fearture Films.

IOscars, 79th Academy Awards

(7ot e et

Hinh 92. Nhdp noi dung cho cdac hdp vin ban

Chon hop dugc khoanh vong tron nhu hinh dudi va nhén phim Delete dé xo4 bo.

Oscars, 79th Academy Awards

Feaure
films

._ _' |

Hinh 93. Xoa hdp van ban khéong sw dung

Chon hop dau tién & cép hai cta so d0 cay (xem hinh dudi), sau @6 vao Ribbon = SmartArt

Tools > Add Shape = chon Add Shape Below dé chén thém mot Textbox bén dudi cap dang
chon.
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Let's go to the Moviel.pptx - Microsoft PowerPaint SmartAttT. - = X

—" Home Inset  Design  Animstions  SlideShow  Review  View  Developer  Adddns | Design | Format (@)
D [E) Add Buliet: | & =] :?‘a - | |
2 rgnttoLert | % ||| é d:D -l:= =0 g I =] 2 || A= |
hape'.d?ﬁ Layout ~ Engll L 7 Ezmﬁf ——— i | G?;;:(
L[ Add Shape After ! y et
Lf_'] Add Shape Before

. ] Oscars, 79th Academy Awards

Feature
films

a9 B
ACal = S e

Click to add notes

Slide 707 | “Office Theme™ | |

Hinh 94. Chén hép van ban vao so do cay
Chon lai hdp dau tién & cip hai cia so d6 cdy (xem hinh duéi) va vao thanh Ribbon -
SmartArt Tools = Add Shape - chon Add Shape Below dé chén thém mot Textbox bén dudi

cap dang chon.

Let's go to the Moviel.pptx - Microsoft PowerPaint SmartAttT. - = X

'1 Dasign. Format (@)

Aoy 9 - BT

W)

~—"  Home Inset  Design  Animations  SlideShow  Review  View  Developer  Add-ns |
] dd Buliet | < : ‘9,';' g -

| =5

L = RignttoLett | % || é chD e (e | L} e = &=
i (O ==& || change | | eset |

| Engll T || Colors= T || Graphic

| 5 5 Reset

L[ Add Shape After
@ Add Shape Befare

Oscars, 79th Academy Awards

Feature
films
1

‘ Click to add notes

Slide70f7 | “Office Theme™ | |

Hinh 95. Chén thém hop vin ban vao so dé cdy

Lam tuong tw va chén vao cc Textbox dé cho két qua nhu hinh sau
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Oscars, 79th Academy Awards
Feature
fllms

Hinh 96. So do cdy

Nhéap ndi dung vao cho céac Textbox, va ket qua cudi cung nhu hinh sau:

Oscars, 79th Academy Awards

Feature films
Best foreign e Best animated
Best picture e
language film A feature

TheDeparted | M@ The Livesof An Inconvenient i il Davis
P Others Truth Guggenheim
Graham King GrahamKing B HappyFeet [l George Miller

Hinh 97. Nhdp néi dung cho so' doé cdy

Nhan niit Save dé luu bai thuyét trinh.
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Chwong 5. Tuy bién, hiéu chinh bai trinh dién

Trong phan mét ching ta da di qua cdc bude can thiét dé xdy dung mét bai trinh dién c¢é nhiéu
thanh phan khdc nhau nhw vin ban, hinh anh, so do, do thi, bang biéu, am thanh, doan phim...
Trong phdn nay ching ta sé tién hanh viéc tuy bién va hiéu chinh bai bdo cdo sao cho linh hoat
vao dep mdt véi cdc kiéu chit, mau sdc, hinh dnh nén... bang cdach dp dung cdc méau dinh dang cé
san di kém theo trong bg Office hodc ldy tir Internet.

1. Ap dung cac miu dinh dang cé siin

Pay 1a cdc mau dinh dang da duogc thiét ké sin (design template) kém theo trong bd Office hodc
do chiing ta 14y tir Internet. Cac mau nay rat da dang duoc thiét ké v6i nhidu chi dé khac nhau
(Business, Education, Finance, Holidays, Inspirational, Religion, Social, Sports, Science,
Technology) phit hop cho rit nhiéu tinh hudng béo céo trong thuc té.

Ngoai cdc miu co san trong bo Office (cai dit day du bo Office méi co), cac ban c6 thé tai thém
cac mau moi tai:

hitp://office.microsoft.com/en-us/te...s/default.aspx
http://powerbacks.com/
http://www.presentationhelper.co.uk/

pé tiép tuc bai hoc, ban hdy mé lai tap tin thuc hanh & cac phf?m trude. Sau do nhéip chuot vao
ngin Design trén thanh Ribbon.

E?ziﬂ =9 - i-"‘"—.__-"""-\. Movies - Microsoft PowerPoint
[ =l
J‘HJ Home Ingert Design Animgtions Slide Show Review View
| E F 3 B¢
‘B Aa g Aa ‘ LAa S
Page Slide mmEEn — [—— - -
Setup Orientation -~ = - E
Page Setup Themes

Hinh 98. Ngan lénh Design

Chon kiéu Flow nhu trong hinh bén dudi
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@ﬂ -

Movies - Microsoft PowerPoint

Mare Themes on Microsoft Office Online...

&) Browse for Themes...
4 Save Current Theme..,

Home Insert Design Animations Slide Show Review View
1 I =] All Themes ¥
This Presentation
Page Slide
Setup Orientation~ | ||| Ao
Page Setup -
I & X Builtdn
! R p r
Aa B2 Y| [Aawsl | Aa eu—
"m“"m‘"/ PEE G mE | { m
1§

Hinh 99. Chon mau Flow

Nhép chudt vao nut Colors dé chon tiép tong mau cho bai bao céo

Movies - Microsoft PowerPoint

ons Slide Show

Review View

Themes

Background Styles ~

Hide Background Graphics

Background

]

Hinh 100. Chon tong mau

Cac nhém mau s€ hién 1én nhu hinh dudi, ban hdy chon mét tdng may ung y nhat. Vi dy & day,
ban chon tong mau Technic
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Movies - Microsoft PowerPoint

ons

5lide Show

Review View

~ | Built-In
HOEEENEE office
HLOCE NN Grayscale

4l

vigeeigeipeer . ADDDENNE Apex
HLONEEEEE Aspect

8

L R
PR~ il
zb*oaw‘h

HEONENmEN Ccivic

HC N NENNENE Concourse
N NENEN Equity
ML MEEEEE] Flow
EOEOOEEE  Foundry

vorite Movies Sy |soommmms vedn

EODEDEEE Meto
EODEEEEE Module
Wl prmmmmms opuent
do/ ROEEETEE orie
r IOMECOEE  origin
P g mmm R
HCIHNEE solstice
< | o[ [ [ ]| Tecnmch

HOENNNNEN urban
HONEEEEN Vere

Create New Theme Colors...

- n Colors ~ 5 =

HEEE  Trek

-

-

Hinh 101. Cdc téng mau dung san

Nhén nat Save (k) dé luu két qua lai.

2. Hi€u chinh cac Master Slide

Khi lam viéc voi PowerPoint ma khéng biét dén cdc Master Slide thi qud la mét thiéu sot nghiém
trong. Cdc Master Slide giup ching ta thuc hién dwoc rat nhiéu viéc vé dinh dang, ap dung hiéu
ung, chén hinh nén, ... mot cach nhanh chong va hiéu qua. Bai nay sé trinh bay mot so thao tdac

voi Master Slide

Mé bai 1am & cc phén trude ra va nhap vao ngin View tir thanh Ribbon = chon Slide Master.

Movies - Microsoft PowerPoint

ﬂ@.ﬂ '?"1,\‘

Home Insert Design Animations Slide Show Review View
M@ =11 | ¥ Ruler Q & Color
i |[=1Cs! =] L,_I
"~ Gridlines & Grayscale
Mormal| Slide MNotes Motes : Zoom Fitto
[ Sorter Page Master Message Bar Window || i Pure Black
[ Presenta Show/Hide Zoom Color/Gra
Hinh 102. Ngan lénh View
Trong khung Slides (xem hinh bén dudi), chon slide master trén cung.
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N

(0a H9-0 Y= Movies - Microsoft PowerPoint
]
—-/ Slide Master Home Insert Animations Review View
] l A Delete 7 Title I:lCnIors T
4 Rename T [A]Fonts ~
Insert Slide Insert ~ Master Insert 7| Footers Themes
Master Layout + Presemve || avaut Placeholder = .Eﬁe‘“ &
Master Layout

Edit Theme

@ Background Styl

Hide Backgroun
SRS
B T N

Hinh 103. Chon slide master dé hiéu chinh

Chon vung twa dé cia Slide Master "Click to edit Master title style"

it Mastertext styles

» Second level
Thirdlevel
« Fourth level

« Fifthlevel

Hinh 104. Chon tiéu dé cua Slide master

Chon ngan Home - chon tiép nit 7 dé dinh dang tya dé thanh chir in nghién.

I@ =H9-0 b = Movies - Microsoft PowerPoint Drawing Tools
= ‘41 -
—/l Slide Master Home Insert Animations Review View Format
= Layout e = — = === = =
j * CalipeiHeading: = 50 = A A I|%')| (== 2 55|€5'|“P
< FeY © 55| Reset Ly
Paste Mew AV . - - = = |EE-
sl e || ) sbe 8 A Aa-|A - EEES 8
Clipboard ™ Slhides Font fa Paragraph I
Hinh 105. Chon kiéu chit nghién
Chon hdp Footer (xem hinh dudi) va nhép tén cua ban vao.
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—e . — —--..’J-

| —

o Clicktoedit Master text styles
s Second level
Third level

« Fourth level
« Fifthlevel

Click to edit Master title style

Hinh 106. Nhap tén tdac gia vao chdan cua slide

Chung ta muén chén thém mét hinh anh tir Clip Art vio Slide Master thi lam nhu sau:

Nhip ngin Insert > chon Clip Art trén thanh Ribbon. Tai 6 Search for nhdp vao chir: "film" dé
tim hinh ¢6 tén film chén vao Slide Master va nhap nit Go d¢ bat dau tim.

Hit Master text styles
level

level

Hinh 107. Tim hinh tén Film

Nhép chudt hai l4n lién tiép 1én hinh vira tim dugc dé chén vao Slide Master, sau d6 thu nho kich
thudce hinh lai va két qua nhu bén dudi. Sau do, ban di chuyén hinh vao géc dudi bén phai.
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Click to edit Master title style Click to edit Master title style
* Click to edit Maste' - P [ * Click to edit Master text styles
« Second level 0 + Second level
Third level 8 Third level
« Fourth level - Fourth level
- Fifthlevel E - Fifthlevel
0 i
- \ .
1xzeey — I . 133887 uryame H H}

Hinh 108. Chén hinh vao Slide master va sdp xép hinh

Chon ngan Slide Master va chon Close Master View tir thanh Ribbon dé thoat khoi ché do Slide
Master.

Microsoft PowerPoint Drawing Tools _l_lé‘: =)

imations Review View Format i)
: Col - I
Title .l I:I - {2] Background Styles - [ I ] 2 E
E @ants '
Footers || Themes — Hide Background Graphics Page Slide Close
ler - Eh‘eds o Setup Orientation Master View
Layout Edit Theme Background F] Page Setup

Hinh 109. Thodt ché do Slide Master

Vio ngian View = chon Slide Sorter dé xem két qua. Khi d6, mdi slide déu c¢6 tua dé in nghién
va ¢d hinh film ¢ goc dudi bén phai.

- " . |
Tvpes of Movies Favarite Mowvies Survey
=Comedies o Whach types of movies
domeen and women
«Dramas e ‘ prefer?
«Action it i
«Animation - e
ﬁf,{x
H H

Hinh 110. Két qua hiéu chinh slide master
Luu két qua lai bang cach nhan nat Save.
3. Sip xép céc slide trong bai trinh dién

Ban c6 thé S'Zip xép thir tu cac slide trong bai trinh dién bat ky khi nao ban muén. Dé thuc hién
hay lam theo cac budc sau:

. [=]=] . )
Nhap chugt vao nut Slide Sorter ( ﬂ_n:) trén thanh trang thai ¢ cudi ctra s6 PowerPoint.
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e

Hinh 111.  Chuyén sang ché dg Slide Sorter

Chon céc slide can di chuyén (muén chon nhiéu slide cing luc thi nhan va gitr phim ALT hodc
CTRL khi nhap chudt 1én céc slide).

Khéo chudt sang vi tri mdi khi ma xuét hién duong k& ding thi tha trai chudt, cac slide duoc
chon s€ dugc di chuyén dén vi tri mai.

_@ﬁ_ﬂ ) _i;  Movies - Microzoft PowerPoint [E=E)
\‘._/| Home | Inset  Design  Animations  ShideShow  Review  View @_
» i = g |- a X)) E e i'JIEiE: 0P 2y (4 = Bt

pate | New o [ 0 ake &% ac[A ] (B ] | srapes amnge Quoc TR 5L

Clipboard = Shdes Forit & Paragraph - Drawing &

Famous Exampies
T ———
et

_@'ﬁ d9-05) © Movies - Micrasoft PowerPoint

5 Home | Insen  Design  Animstions  ShdeShow  Review  View @
BN | S - [Fas === :guﬁ ) = o D AAFina
= [ W@ (EE s Y T g

. - 2 Replace =
New a [3 I U oabe & - mv!l,\ ] EEIE “.i 7 || Shapes Amange Guick

¥ sige v Syl =l

Cliphoard || Shides

Hinh 112.  Sip xép trinh ti cdc slide

Nhén nut Save dé luu két qua lai.

4. Dinh dang van ban

Khi ban muén dinh dang lai van ban (text) trén mdt slide nao do (muén dinh dang vin ban trén tat
ca cac slide thi vao ché d6 Slide Master dinh dang) thi [am theo cac goi y sau:

Chon slide can dinh dang, quét chon viing vin ban can dinh dang (xem hinh bén dudi).
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_ Types of Movies

Hinh 113.  Chon van ban can dinh dang

Trén thanh Ribbon nhip vao nut chir A 16m dé tang kich thudce chit hodc nhan vao nit chir A nhé

dé giam kich thudc chit.

_I-_”EI%\ H9- bR Movies - Microsoft PowerPoint Drawing Tools

Home Insert Design Animations Slide Show Review View Format

_jl & =) Layout ™ | [ Coipri @ocy)  + |28 IE NS =N E EPlIE*'“fﬁ'
3 ) Reset N i (==
Paste o Mew et |[B 4 U e 8 INLAA | [EEEsE] o

Clipboard s Slides Fomnt IFi Paragraph L]

U]

[[

Hinh 114. Tang giam kich thudc chir

Kich thude chit s& 16n hon sau khi nhan nut chir A 1én

Types of Movies

Hinh 115. Kich thucc chir sau khi tang
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Nhap chudt ra ngoai ving tréng trén slide dé bé chon ving van ban va nhép chudt hai lan vao chir
Comedies dé chon né. Sau do, nhap nut chir B dam trén thanh céng cu dé dinh dang chitr dam.

Types of Movies Types of Movies

D Y
. Comedles i |
1 ) |
]
'« Dramas : i
1 1 |
'+ Action '+ Action |
5+ Animation §* Animation ¢
! | |
1 1 |
1 1 |
1 1 |
! 1 |
1 1 |
1 1 |
O-———— === O—————=——— o] O-———— == O-———————— o]
,l:!n ‘\". = 9 - t_j | = Mavies - Microsoft PowerPoint Drawing Tools
. Home | [nsert Design Anlmatlons 5I|de 5how Rewew ‘-l"lew Furmat

s

Layout ~ n = i
_ELI & j = Layo alipri (Body) *36  |A A ||_| |._w iI= ~||iE a._||«'-_v Uu
~— H3 &5 Reset =
Paste B 7| U abe e = E=EEIE
- ‘; S!IdE ~ %) Delete l 8 Aa~ “ — _|| — %'

Clipboard ™ Slides Font ] Paragraph ]

Hinh 116.  Chon doan van ban d@é dinh dang thanh chir in dam

Nhap niit miii tén huéng xudng bén canh hop Font Size va chon 40.

D4 "-: = l)_- (LI Movies - Microsoft PowerPoint Drawing Tools
\-—a/ Home Insert Design Animations Slide Show Review View Format
- _ A
= &) B e -[m ) i
B 33 B Reset 5 |3 = E=f
v M e B 7 ua ] el Es w2
Clipboard ™ Slides Foi 10 F] Paragraph T
N os
1 12
14
16
13
m -
Ty=of Movies
32
* ComedigS « >
44
* Dramas =
‘ 60
* Action %
. . 72
* Animation =
g8
05 v

Hinh 117. Dinh dang kich thucc chir tir danh sach Font Size
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Nhap chudt vao nut mili tén hudng xudng tai hop Font, sau dé chon Font chir [a Impact.

%] ;‘?v u_ 5 Movies - Microsoft PowerPoint Drawing Toals
"—Pf Homie nsert D_(‘sign Animations Shde Show Review View Format
_j il =] VU= ||y oy | 140 - (A [ 3= =5 E!;IE-IHFV
Paste L Mew =i [} AV (= -

= JF  siide- & Delete il BoL U e - AaA-|IEEES |- -
| [ Cliphoard T= Slhides Fant T Paragraph la

Eﬁ; ‘I'_d ll’ : U Vi Movies - Microsoft PowerP aint Drawing Toals

: ~—ﬂ} Home Insart Design Animations Shde Show Bevlew WView Format

- =| Layouit = - =1 SEe o e e -

' [ * = ;_‘l VOUR™ ||| I=lao - | AT A7|| 25 [5E) ;:'H;—ZEFI#E'[_Uﬁ~
cate A\ o PGt T GIRGSUNUHE “m -

B 0| =
- S siges IDSEE e aprtpnsohweler =i
ICllpp_caTd ~ Slides iy oarow Solid Tsals farsgraph Fl
PR =T
- " Harrington
4 Iy p High Tower Text
J =
| : S
W Breemal Leman
iy urc win
. cﬂ iy Iskoola Pota
' JasmineUPC aJam
¢ Dr T Fokerman >

Hinh 118. Pinh dang kiéu font chit

Mubn sao chép dinh dang cho cc doan vin ban khac thi ban hiy nhap chudt vao nut hinh "cdy co
v€" Format Painter trén thanh cong cu (luu y lic nay dong van ban Comedies van dang dugc
chon).

-'/E!;a\,;" H29-0 P = Movies - Microsoft PowerPoint Drawing Tools
Home Insert Design Animations Slide Show Review View Format
= ¥ |55] Layout ~ il a=|_ 1= = = e
Bl j - Impact ~40 ~/|A A |[%')| =kl =lE S EFIHE‘IM?I
[53) Reset =

TN o (B 7 We & - A (EE A w5
| Clipbo'wgd b Slides Font i Paragraph (]

Format Painter

= =
1 Copy formatting from one place
«{ and apply it to another.
Double-click this button to apply
the same formatting to multiple

places in the document.

@ Presc i for more heo. . Types of Movies

O====—————= o S
|
|
|
|

A

(i

- Comedies

Hinh 119.  Sao chép dinh dang bang Format Painter

Kéo chudt vao ving van ban can ap dung dinh dang la cac tir Dramas, Action, va Animations.
Két qua sau khi sao chép dinh dang cta tir Comedies cho cic tit Dramas, Action, va
Animations nhu hinh sau:
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_ Types of Movies

D

=
P
4‘0
O‘Q

_ Types of Movies

. Comedies

- Dramas
.+ Action e 3
- Bnimation Sy

Hinh 120. Két qua sao khi sao chép dinh dang

Nhén niit Save trén thanh cong cu dé Tuu két qua lai.

5. Dinh dang hinh anh

Phan nay trinh bay mot s6 thao tac thuong gap dbi véi hinh anh (picture) trong bai trinh dién nhur;
xoay hinh, di chuyén hinh, thay do6i kich thude hinh va cat tia hinh.

Xoay hinh (Rotate)

Nhap chudt chon hinh can xoay. Khi dé xung quanh hinh dwoc chon sé& xuét hién 4 nit tron nhé &
cac goc, 4 nit vuong nhd & gifta cac canh va mgt mit tron nam phia trén dung d€ xoay hinh.

Tran Thanh Phong Trang 71



Chwong 5. Tuy bién, hiéu chinh bai trinh dién Chuwong trinh Gidng day Kinh té Fulbright

Types of Movies

- Comedies
+ Dramas

+ Action

- Animation

Hinh 121. Hinh dang duoc chon

Nhap chudt vao nit nam tron mau xanh & bén trén cua hinh, khi d6 con tré s& bién thanh hinh
mdt vong tron xoay (xem hinh):

Types of Movies

- Comedies
- Dramas

- Action

- Animation

Hinh 122.  Nit ndm tron duy dé xoay hinh

Giit trai chudt va kéo theo hudng nguoc chiéu kim dong ho, két qua xoay nhu hinh sau:
(xem hinh)
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Types of Movies Types of Movies

- Comedies - Comedies
- Dramas . « Dramas

+ Action + Action

+ Animation - Animation

Hinh 123.  Hinh sau khi xoay

Xoay hinh lai vé& diing vi tri ctia né (xem hinh). Sau @6, ban hiy luu bai trinh dién lai.

Types of Movies

 Comedies
- Dramas

- Action

- Animation

Cit tia hinh (Crop)

Chon hinh can cit tia, sau d6 nhép chuot vao ngdn Format trén thanh Ribbon va chon ntt Crop.

ec - Microsoft PowerPoint =&
ons Slide Show Review )
] frr || I =R _ * 3 Find
A a|[#5]] (3= [ = ;.ﬂ #
= i L8 5. | s peplace -
— ac Rep
abs & M- Ax-||A | |EE E H B Shapes Arrange Quick
— — - - 5t}"|€5" - T g Select -
Font Paragraph Drawing ] Editing
1es - Microsoft PowerPoint Picture Tools E@lﬁ
ions Slide Show Review View | Format L7
— —— — _:r:' Picture Shape = =.'_h Bring to Front = |2 -‘J o =
— — d - L& Picture Border - | 2} Send to Back - -
= ) Picture Effects ~ "'1,'3 Selection Pane 5 s >
Picture Styles (] Arrange ]

Hinh 124. Chon lénh Crop
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Nhap chudt vao canh bén dudi ctia hinh va kéo 1én trén, két qua nhu hinh sau:

Types of Movies

- Comedies

- Dramas o
* Action 0
« Animation 1

s

Hinh 125.  Thuc hién lénh cdt hinh tir bén dudi lén

Nhap chudt vao canh bén dudi cia hinh va kéo hudéng xudng dé tra hinh vé hinh dang ban dau,

két qua nhu hinh sau:

Types of Movies

- Gomedies
- Dramas

- Action

« Animation

Types of Movies

Comedies

Dramas _

Action % N
- - | >\l

Animation L\

Hinh 126.  Tra hinh vé kich thuéc ban dau

Nhan nat Save d¢é luu két qua lai.

Thay d6i kich thwéc hinh (Resize)

Chon hinh can thay ddi kich thudc, sau d6 ding chudt chon vao nit nim tron & goc trén bén phai
cua hinh. Khi do, con tré bien thanh mii tén 2 chi¢u (xem hinh dudi).
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Types of Movies

- Comedies
+ Dramas

+ Action

- Animation

Hinh 127. Thay doi kich thuée hinh

Kéo chudt huéng ra phia ngoai hinh s& phéng to hinh, ngugc lai s€ thu nho hinh. (Ban ¢6 thé két
hop thém phim ALT, SHIFT hodac CTRL khi phong to hay thu hinh dé biét thém cong dung cua

ching.)
Types of Movies
- Comedies +
+ Dramas 'f /
« Action

e _.;*.r

e
-+ Animation "ﬂi‘ J

O—D0—0

Hinh 128.  Thuc hién phong to hinh

Di chuyén hinh (Move)

Chon hinh can di chuyén, sau d6 di chuyén chudt vao gitta hinh. Khi d6, con trd s& ¢6 thém hinh

miii tén 4 chiéu (xem hinh dudi).
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Types of Movies

- Comedies
+ Dramas

+ Action

- Animation

Hinh 129.  Con tré xudt hién thém hinh miii tén 4 chiéu

Giir trai chudt va kéo hinh di dén vi tri mong mudn. Sau d6, ban hay tha trai chudt ra va két qua

s& nhu hinh sau:

Types of Movies

Q

- Comedies
+ Dramas

+ Action

- Animation

Types of Movies

- Comedies
+ Dramas

+ Action

+ Animation

Hinh 130. Két qua sau khi di chuyén hinh

Nhan niit Save dé hru két qua lai.
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Chuong 6. Lam viéc véi cac hiéu ung, hoat canh

Trong chuong nay, ching ta sé cung nhau tim hi¢u céc loai hiéu tng va cac kic¢u hoat canh dé ap
dung vai bai trinh dién cua minh.

1. Hiéu rng cho van ban

Chon slide “Types of Movies” trong bai, sau d6 chuyén sang ché d6 Normal.

%‘, Movies - Microsoft PowerPoint - e

lons Slide Show Review View
A ~ ]E | == E,_‘.= = ik~ I-[_J) D\Lﬁ ‘ ) &r - fFlnd
- L2 - | 2, Replace ~

AV . - i
e 8§ A pn-|[A 1; == -] - Snapes Arrange S?y‘i"e(sk 9+ ||y setet-
Drawing i Editing

Font = ,I Paragraph i

Faverite Movies Survey

llll =

ammm
.n(’-"

[EEE R

MNormal

Hinh 131. Chon slide can dp dung hiéu img

Chon doan van ban, sau dé vao ngan Animations trén thanh Ribbon

E ER H92- 03 ] ‘ ’_____Mm@lcmsoftl’ower?oint 3_ _ Drawing Tools |

Home lnser! Desifin l Anlmat\onsT 5l Show Review I Format I

_'Ef 1.3 Animate: Mo Animation ~ I L‘é_, Q] L;I ‘J D
Preview | 339 Custom Animati ' 1 4' g

Animations Transition to This 4

o _Eiiini_éiilei _________ 1

[ g
Tyoes o Movies

Hinh 132.  Ngan lénh Animations
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Chon 1énh Custom Animation tir nhém Animations.

m H9 05) Movies - Microsoft PowerP oint

L

Drawing Tools

Animations Slide Show Review

|

Home Insert

124 Animate:

Egﬂ Custom Animation |

Design

L Mo Animation -

Previey

View Format

e

|| Preview

!'M.gﬂ%

Transition to This §

Custom Animation

r--e-l---].---l---z---lv-

Open the Custom Animation Task

ETy

Pane so that you can animate
individual objects on the slide.

(&) Press F1 for more help.

Hinh 133.  Chon lénh Custom Animation

Chon nut Sy AddEffect v iy, khung Custom Animation bén phai cira s6 PowerPoint.

osoft PowerPoint Drawing Tools @M
de Show Review View Format @
. g& [No Sound] ~ | Advance Slide
j -' ZI | -! ﬁ = 33 Fast | W] On Mouse Click
- | 4ad Apply To All Automatically After: 00:00
Transition to This Slide
i b d s e e E e E T R P stnra-Aaknation %
By Add Effect v
pE
Shark:
X /4—. Propethy:
Speed:
/lovies Selct 1 loment of te ke, ten
________ o diick "Add Effect” to add anmation.
1
1
I
1
1
I
1
1
I
1
I
|
|
|

Hinh 134. Chon lénh Add Effect

Khi danh sach cac hi¢u ting x0 xuong, nhap chon E

ntrance, sau d6 chon kiéu Fly In. (Céc ban

nén ty tim hiéu cac kiéu hiéu ting nay bang cach nhap chon ching va xem trudc két qua minh hoa

trén slide).
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pwerPoint

Drawing Tools

m@g

Review

View

Format

4 [No Sound]

~ || Advance Slide

J=E L

T il Apply To Al

iif]_ Fast <

v| On Mouse Click
Automatically After: 00:00

&

Transition to This Slide

R BN KR D T - ey O O R o Custom Animation v x
57 Add Effect »

Entrance

[
Emphasis 3
Exit LI
Motion Paths »

| % % @

Select an elemer|
dlick Add Effect

Hinh 135.  Chon kiéu Fly In

Tai hop Speed chon toc do 1a Medium trong 5 mirc toc d6 ma chuong trinh cung cap.

osoft PowerPoint Drawing Tools LE‘EM
de Show Review View Format ©
- - ity [No Sound] - || Advance Slide
| - -] -
j | | A - i Fast - || ¥ on Mouse Click
= | 5 Apply To All Automatically After: 00:00 5
Transition to This Slide
I R R N - IO SR I PPN IO TR = IO Custom Animation R
[isf& Add Effect V] I’m Remave]
Modify: Fly In
Start: E'
. ____.,// Direction: | From Bottom lz‘
Speed: ‘ery Fast lz‘
—_—
———————— o
[
|
|
1
|

Hinh 136.  Chon téc d@é thuc hién ciia hiéu ing

Nhén nut Save dé luu lai bai lam, néu mubn xem hiéu ung vira thiét 1&p cho slide hién hanh thi

T £ £ LA A a1 A,
nhan nut , néu ban mudn xem & ché dd toan man hinh thi nhan vao nut & slide show |

2. Hiéu wng cho hinh anh

Trong bai nay chung ta s€ thuc hanh chen thém mét hinh vao slide, sau dé thuc hién hiéu ting cho
hinh di chuyén tir di€ém nay dén diém khac trén slide.

Lam nén hinh trong suot

Chon slide s6 hai Famouse Examples, sau d6 vao Insert Clip Art, khung Clip Art s& hién ra
nhu hinh sau:
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xamples
S —T—
n;wlth the Jurassic Park

Search for:

Search in:
|Sele:hed collections
Results should be:

| All media file types

’IE@<

Hinh 137.  Goi hop thoai Clip Art

Trong hdp Search for, ban hiy gb vao tir khéa “dinosaur” va nhan nat Go dé tim hinh

ples
r(—m

e with the Jurassic Park

el

|Sebeclzd collections
Results should be:
|AJI media file types

Hinh 138.  Tim hinh trong Clip Art

Khi hinh duoc tim théy, hay chon hinh va chén vao slide, sau do hay nhép chudt chon hinh

Hinh 139.  Chon hinh can dp dung hiéu iing
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Nhap ngan Format trén thanh Ribben, sau do ban chon Recolor va chon tiép Set Transparent

Color
@ H9-0 j\- = Movies - Microsoft PowerPoint Picture Tools
M
- Home Insert Design Animations Slide Show Review View Format
& Brightness ~ jﬂ: Compress Pictures — — —— . — 4_';) Picture Shap
(P Contrast - %Change Picture -“ -‘ d‘ ; d - E_)Pi(lure Bord
g Recolor ~ ‘ERE;(—( Picture =| < Picture Effec|
No Recolor a Picture Styles
[ - . 1 10 (I R RN | 1 [ E- RN KRN
= |
Color Modes
™ . l
ol =l o | I ot
| e —————— SRR
Dark Variations |
s . LN e | Rog) 1
-
==l Fygmples
Light Variations
-l

Hinh 140. Chon lénh lam hinh trong subt

Nhap chudt vao ving nén trang cua hinh dé lam nén tré thanh trong sudt. Két qua hinh trong subt
nhu sau (co thé thay dugc phan bang biéu bi khuat bén dudi):

y — ___Ey‘/ : — ___/
Famous Examples Famous Examples
Comedy — [Drama —Acion | Animation
Charlie Chaplin ~ Gone with# | Jurassic Park Dumbo
Wind T

L

Hinh 141. Lam hinh nén trong suot

Sau d6 dung chudt di chuyén hinh dén géc dudi bén trai cua slide
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P

Famous Examples
Drama o Action Animation
Charlie Chaplin Gone with the | Jurassic Park Dumbo

‘Wind

py.

Hinh 142. Di chuyén hinh xuong goc duéi bén trdi

Ap dung hiéu g

Chon hinh vira hoan thanh ¢ phan truée, chon ngin Animations trén thanh Ribbon, sau d6 ban
chon tiép 1énh Custom Animation.

|@ H92-05 )= Maovies - Microsoft PowerPoint Picture Tools
) - |
Home Insert Design Animations Slide Show Review View Format
i3 Animate: Mo Animation - I e =
- - ] i1 -I] .‘I—I l-h .ﬁﬂg;
Pre :30 Custom Animation | [ l | d = =

Transition to This §

N custom Animation oo o rDeangeaalore foraQurafocalonr joesBanajony

Open the Custom Animation Task
Pane so that you can animate
individual objects on the slide.

(@) Press F1 for more help. E

e ———— -

Jr Famous Examples

Hinh 143. Chon lénh Custom Animation

Tir khung Custom Animation bén phai cira sé PowerPoint, ban nhap chon nut ,
sau do chon Motion Paths 2 Draw Custom Path = va chon Curve.
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Sk Entrance
7 Emphasis » =
PE  Exit ’ I
+% Motion Paths »

~, 1. Diagonal Down Right
2. Diagonal Up Right

| 3.Down
| Animation | ~ S
Dumbo g = ot
| &Up

N Draw Custom Path »
More Motion Paths...

%  Scribble

Hinh 144. Chon lénh Curve

Dung chudt v& mét duong cong tir goc dudi bén trai slide kéo dai 1én gdc trén bén phai cua slide
giong nhu hinh sau day.

—F'""_—F'_---

| —-~

Charlie Chaplin ~ Gone with the
Wind

Jurassic Park

H

Hinh 145. Ve dwong cong dé qui dinh dwong di ciia hinh

Sau khi v& duong cong dén géc trén bén phai, ban nhdp chudt hai lan dé két thic 1énh v&. Khi do,
hinh dinosaur s¢ ty dong di chuyén theo duwong cong nay.
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"

Famous Examples

Drama
Charlie Chaplin Gone with the

Wind

> — e I

H

Hinh 146. Hinh di chuyén theo dwong cong

Tai muc Speed, chon Very Slow dé giam tde d6 di chuyén cua hinh

1 1 1 [u] 1 pree@de 3 ' 4 1 Custom Animation X
[F{tz Add Effect v] [’S’; Remove]
Mody: CustomPath
Start: B On Click (=]
ey __/ Path: Urlocked m
—_— e “ |1 Speed: /umﬁ_\g\
amples RO TR M—
i Thcton — Linimaton | ey
ich e Juraséic Park DT
--------- /‘;

Hinh 147. Qui dinh téc do thuwe hién hiéu ung

Ban co thé xem hiéu tng trén slide tai bat ky thoi diém nao bang cach nhan vao nut Play hoac

Slide Show ¢ cudi khung Custom Animation.

> play | |EJ side show |

/| AutoPreview

Hinh 148. Nut lénh Play va Slide Show

Nhan nat Save (l=l) dé luu bai lai.
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3. Hiéu trng cho do thi

Trong bai nay ching ta s€ thyc hanh cach tao hiéu ung cho cac thanh phan trén do6 thi (Chart
animation). Ban hdy md tap tin t}}uc,hér‘lh 0 cac phan trudce, sau d6 chon slide ¢6 chira do thi. Ban
hay dung chudt chon 1én do thi dé bat dau ap dung hi¢u tng.

/‘:_

Favorite Movies Survey
( * Which types of movies

do men and women
prefer?

Hinh 149.  Chon do thi ap dung hiéu ung

Chon ngan Animations trén thanh Ribbon, sau d6 chon tiép Custom Animation. Tir khung

Custom Animation, nhp chon nut Sy Add Effect ~ , sau d6 chon More Effects... d¢ PowerPoint
1iét ké tht ca hiéu (mg,

4 1 Custom Animation
— B |5 addEffect | %o Remove
% 3’ 1. Elinds :_‘k Entrance 3

Er 2 Box ¥=  Emphasis b

& 3 Checkerboard W Exit ]

&' 4. Diamond {:; hotion Paths »

# 5 Fyln

# 6 Rise Up Safact an alameant of tha slida, Hhan

: ol ol Effect” Fo ada’ animadion.
les 3k
More Effedts...

Hinh 150. Chon lénh More Effects...
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Chon hiéu ung Wipe va nhan OK. Tai khung Custom Animation, chon Direction la From
Bottom va tai Speed chon lai 1a Medium.

Change Entrance Effect

e Basic ted

o > # Appear Z Blinds

Favorite Movieg = 3 rdrost
3' Circle I Crawil In
1 lement S N
2 250 7 Zk Diamond # Dissolve In
g # Flash Once FFlyIn
4
= 20 e Peek In r Plus
: s [Custom Animation * X
8 120 Fy Random Bars * Randam Effecks
7 5 - [:ﬁ Change v] [Ki; Femove ]
g S Split r Strips
Muodify: Wi

3 100 = Sk whel Modily: ¥eipe —

Skark:

50 Direction:
o Speed:
! J J * Expand # Fade e
z’&-\ ‘b&b QQQ .-000 F Faded Syivel # Faded Zoom ! | ] -'{\
& < -
C_,o& Q v \',6\ Moderate
V"{\ o ‘ “ery Fast

[¥] Preview Effect [ ik ] [ Cancel ] |

Hinh 151. Chon hiéu irng Wipe cho dé thi véi toc @6 Medium

Nhép chon 1én hiéu tng trong danh séch hiéu tng dang ap dung cho slide, sau d6 chon tiép
Effect Options...

Custiom Animation s i

[;ﬁ Change v] [K : Remaove

Modify: ¥Wipe -

stati [ on Click v

Direction: :Fru:um Eoktam )
1

[ —
Speed: i'-.-'er';.r' Fast [

i-l 1%  Zk Content Placeholde,,, & I
" Start On Click
Start With Previous
IS Start After Previous
N
Timing...
Show Advanced Timeline

Eemove

Hinh 152.  Goi hdp thoaqi tuy chon hiéu irng

Trong hop thoai vira m6 ra (Wipe), chon ngan Chart Animation va chon By Element in
Category tai Gropu chart. Sau d6 nhan OK dé¢ hoan tat.
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| Effect | -Ti-mi|:|g Chart Animation

| Group chart: 'F'.S Jne E_:)EI]EEt _\1%‘
St = rfds Eine Object. 5 ‘

Bv Series
By Caktegory

B y
By Element in Category = |
R —— |

|_ (=]4 ] I Cancel I

Hinh 153.  Ap dung hiéu itng cho tirng thanh phan trong cdc nhom trén do thi
Nhan nit Save (k) dé lwu bai lai.

Ghi chi; Khi thuc thi hiéu Gng

o As one object: Hién toan bé do thi

® By series: Hién theo tirng chudi sé liéu

e By category: Hién theo tirng loqi

e By element in series: Hién tirng thanh phan trong timg chudi sé liéu
e By element in category: Hién tirng thanh phan trong timg logi

4. Hi¢u trng chuyén slide

Qua cac bai trén cac ban da tao dugc hiéu tng cho cac ddi tuong Text, Chart, Picture. Bai nay s&
hudng dan céch tao hiéu {tng khi chuyén tir mot slide nay sang slide khac (slide transitions) trong
bai thuyét trinh.

. og|
Trudce tién, ban hiy md tép tin thuc hanh & phin trude. Sau dé chon nit Slide Sorter B8 (nut
nay nam keé thanh Zoom & gdéc dudi bén phai man hinh).

Tir ngan Home trén thanh Ribbon, chon Select va chon tiép Select All (phim tit [a <Crl + A>).

Movies - Microsoft PowerPoint = | 5] |
e Show Review View (7]
= I“ll [=h % Shape Fill &4 Find
= = Outline #3¢ Replace ~

=] C7 s

es Arrange Quick

el | | :g Seled =

Drawing

I ect All
L e : Select All (Ctrl=4)
Favorite Maovie: SErcomorrrores
. Jech ooee of meia —
=i

Hinh 154. Chon lénh Select All

Nhap chudt chon ngin Animations, sau d6 nhap chudt vao ky hidu miii tén hudng xudng dé tim
den hiéu tmg mong muon 1a Uncover Left-Up (xem hinh).
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Movies - Microsoft PowerPoint

h | Animations l Slide Show Review

A ﬂ [No Sound] Advance Slide

VTWHWWJTPW :

| On Mouse Click

Fades and Dﬁsﬂm El

— (el

MR = T

@@@@EWWEGB
AL

Famous Examples

e ewiie emehes e
-

@@

_Push and Cover

SN DFLEL -
o Movies - Microsoft PowerPoint ﬂ

h | Animations | SlideShow  Review View Stripes and Bars

"‘i;mll'*Hﬂl BB B = = N g

3

e
T EApplyTo All | | Automatically Aft]

pr—— .

" |l Fovorite Mowies Survey
e e ot e

--l |

P

Famous Exemples

el

Hinh 155.  Ap dung hiéu ig Uncover Left-Up cho cdc slide

Nhép chudt chon hiéu tng Uncover Left-Up, sau do nhan nut Save dé Iuu bai thuyét trinh lai.

5. Tu dong hoa viéc chuyén slide

Bai nay s& hudng dan cach thiét lap sao cho viéc chuyén tir slide nay sang slide khic s& duoc thuc
hién tu dong sau mét thoi gian qui dinh trude.

Trudce tién, ban hidy mé tap tin thuc hanh & ph?m trudc. Sau do, ban chon nut Slide. TU ngan
Home trén thanh Ribbon, chon Select va chon tiép Select AlL

Nhép chudt chon ngan Animations, tai Advance Slide nhép chudt vao chon Automatically
After (xem hinh).
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T - : — [ s
anes = Mlcrosoﬂ: Powerpmnt h L=l L
e Show @
- J.L [No Sound)

uwﬂm%w

i3l Apply To All
Transition to This Shide

Automatically After

THJS of Movies Favorite Mavies Survey Move to the next slide after a

T

Rlc/d

oETS

Hinh 156. Chon thiét lap tw dong thuc thi hiéu ung theo thoi gian

Nhap céc nut mili tén 1én/ xudng E' dé thiét 1ap thoi gian chuyén slide (tinh bang phit:gidy). Vi
du nhu ching ta thiet 1ap 1a 5 gidy.

Mwies-MicrosoﬂPmerPoint - (= | B |

~ i& [NoSound)  ~|
BE F e
= ;jApplyrom

Transition to This Shde

Advance Slide
V| On Mouse Click
V| Automatically Afte

Typsaj‘Maws Favorite Movies Survey

Hinh 157.  Thiét lgp thoi gian 5 gidy

Mubn xem két qua nhu thé nao thi chon vio nut Slide Show hoic nhén nut Save dé luu bai lai.

6. Tao b nut di chuyén trong bai thuyét trinh

Trong bai nay cic ban s& dugc hudng dan cach tao 5 nit 1énh (Action buttons) cho bai thuyét
trinh bao gom:

o Nt [2: khi nhén vao né thi bai thuyét trinh s& dugc chuyén vé slide bat dau

« Nt . khi nhén vao né thi s chuyén dén slide ké tiép slide hién hanh

o Nt [<€: khi nhén vao n6 thi se chuyén vé slide trude slide hién hanh

o Nt [9): khi nhan vao né s& chuyén dén slide chira dd thi trong bai thuyét trinh
o Nut El khi nhn vao né s& mé g dung Excel 1én.
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B6 nut nay s& xuét hién trong tat ca cac slide cua bai thuyét trinh, do vay cach thuc hién nhanh
nhat la tao cac nut nay trong ché dé Slide Master.

Trudce ti€n ban hdy ma tap tin da lam & cac phﬁn trudc, sau do ban chon ngan View va chon nut
1énh Slide Master.

DN H2-0QE )7 Let's go to the Moviel.pptx - Microsoft PowerPaint i L 4
L e

Home Insert Design Animations Slide Show Review |View| Developer 4ddins @

o e — el
| G th O B =]

1=l Motes Page {| Handout Master [ - . = |
|Show/Hide | Zoom | Caolor/Grayscale Wlnﬂmii Macros |

‘T slide Show | [&] Notes Master | - -

‘ Click to add notes

Slidelof6 | “Flow™ | <3 English (US) | EEEE

Hinh 158. Chon lénh Slide Master

Ché d6 hién thi Slide Master cua bai thuyét trinh nhu hinh sau. Tai ddy c6 rit nhiéu Master
Layout. Do vay, ban chon Title Layout d¢ tao cac nut trudc:

H9-uyE - Let's go to the Moviel.pptx - Microsoft PowerPoint SRR

| siidemaster | Home  Insert  Animations  Review  View  Developer  Add-ns @
P S oo e |
| [ =) o | =} o | [A]Fonts - | il =1

| Insert Slide Insert

|| Master  Insert
| Master Layout -+

|| Layout Placeholder =

Page Slide Close
| setup Ul:entatmn'l Master View

| - Close.

@] || Themes Background
W| Footers [ @Eﬁemv E'

Hinh 159. Ché dg hién thi cua Slide Master

Chon ngan Insert, sau d6 chon Shapes tir nhém Illusstrations dé mo danh sach céc hinh vé& xdy
dung san ctia chuong trinh.

Tran Thanh Phong Trang 90



Chuong 6. Lam viéc véi cac hiéu (rng, hoat canh

Chuwong trinh Giang day Kinh té Fulbright

Slide Master Hame | _Insert | Animations
- B il
i+ |
|| Pickure - Clip ShapesismpartArt Chart Il
At Album Y

| 3

| IF'USM Used Shapes

—e (1] =] ™ (1@ O

10 edit masterse swe | | O0 % VL D

‘Coull Maner Col nliie =,

fow i Lines

R S I T

Hinh 160. Chon nhom lénh Shapes

Céc nit 1énh Action nam & cudi danh sach cac nhom hinh vé:

mm ‘\/
it e :
Flowchart

Od@<elldEBRFoeay

coONVD X ¢ AVEDR
Qoo

Stars and Banners
el R A RIS ROROL S 2 2
st 2 (5 B3 T 1) R0

Callouts
[ D2 €3 A A5 ga At il s n
L+ A0 AD O

Action Buttons

(= (=] [ 1] L] [0 [s] o] [ [ 2 ]

Hinh 161. Nhom cac lénh Action buttons

Chon nut E] va v& Ién Title Layout v6i kich thude vira phai (xem hinh). Khi hép thoai Xudt
hi¢n, ban chon OK d¢ chap nhan thi€t 1ap c6 san 1a Hyperlink to: First Slide

Click to edit Master subtiti

Hinh 162.  Tao nit lénh vé slide dau tién

Action Settings IEIIEI

Mouse Click | Mouse Cver

Action on click
) Mone

|First Slide A

O Run program:
| Broass,

BUR macio

[CIrlay sound:

[Fmsaurd |

L f Hiahiliohit glice

L [a]4 J[ Zancel ]
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Ban chon nut E va v€ 1én Title Layout. Khi hop thoai xuét hién, ban chon OK dé ché'p nhan
thiét lap c6 san 1a Hyperlink to: Previous Slide. Tuong tu, ban, chon nut IE] va vé 1én Slide
Master. Khi hgf)p thoai xuat hién, ban chon OK d& chap nhén thiét 1ap co san l1a Hyperlink to:
Next Slide. K&t qua nhu hinh sau:

Action Settings

Mouse Click IEUSE Over

Action on click

3l k to edit Master ‘tit!eé

Browise,,

Click to edit Master subtitle style

[Cplay sound:
|||"-' ST

Hiatiliaht cic<

Hinh 163. Tao cac nut Next va Previous

Tiép theo, ban chon nuat va v& 1én Title Layout, hop thoai Action Settings xuat hién. Tai hép
Hyperlink to, ban chon Slide... hdp thoai Hyperlink to Slide xuét hién cho phép ban chon slide
muén lién ké‘; dén. Ban hay cho lién két vdi slide “Favorite Movies survey” c6 chira d6 thi. Nhan
OK hai 1an dé hoan tét.

Mouse Click, | Mouse Ower
Action on click A
Omone
(&) Hyperlink ko
Mext Slide |~
End Show ”
o Custom Show, .. &
S ey o e :
[T hg =
Other PowerPoint Presencation. ., = -
Cther File... el
Ohiect action: pe D e
| | s
[Cplay sound: 1. Let’s go ko the Movie!
(e Sounel] | 2. Famous Examples
Highloht cic 3. Types of Movies
4. Yideo clip e
5, Favarite Maovies Survey i) -:-"'_w‘_—""'
rante v ey Sury
6, Oscars, 79t Academy fwards i .:...:_f‘.._.
e I T
Al =
A

Hinh 164. Thiét lap lién két véi mét slide xdc dinh trong bai

Cudi cung, ban chon va v€ nut IE 1én Title Layout, hdp thoai Action Settings xuét hién. Tai
hép Run Program, ban chon nat Browse... dé tim dén tap tin Excel can tao lién két.
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Action Settings |E| |g|

Mouse Click | Mouse Ower |
Action on click — . =
Select a Program to Run @
) None

tookin: |2 Chart v] @-3 X o @

Hyperlink to:
O ovp @My Recent | |E]5s Office Auditl.xls

| ek Slide Documents | B chapternswarkbaok.xls

- (B Deskion 2 GroupChart. s
[OF:1 H B croupChart.zip

= L ancaster County2000-2004 x5
[ | (| © 5 s
art xls

S
fLim pacre: S

&) My Netwark
|

| Blay sound:
| [Mei it
Higklight lick.

File name: | - ‘

Files of type: |l Fies ¢+ %) &

Hinh 165. Tao lién két dén tdp tin Excel
Nhén OK hai 1in dé hoan tat.

Céc buéc trén ban di thuc hién tao céc nut diéu khién cho Title Layout, khi d6 cac nat 1€nh sé&
chi xuat hi¢n trén Title Slide khi thoat khéi ché do Slide Master. Do vay ban dung chudt chon tat

¢4 nam nut 1énh nay va nhan 1énh Copy () tr ngan Home cua thanh Ribbon (Ctrl + C). Sau

d6, ban chon céc Layout khéc tir khung bén trai ctia ctra s6 Slide Master va Paste (@) (Ctrl +V7)
cac nut vao (xem hinh).

Copy

« Fourth level
« Fifthlevel

Paste

Hinh 166. Sao chép cdc mit lénh sang cac Layout khdc trong ché dg Slide Master
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Nhan nat Close Master View dé trd vé ché d6 soan thao binh thuong. Két qua céc slide sau khi

chén cac nat diéu khién nhu hinh sau:

Lights! Camem! Action!

Types of Movies
« Comadias

* Dramas

‘.l\n_inm.

Favorite Movies Survey
- Which types of movies
‘do men and women
z

—
= i nrefer:

Slide Master l Home Insert ﬁmmﬂhuns Review "u"ew Developer
] |=_-. ! |
Lt e CT e E e
lide Insert ‘ Master Bal:kgmund Page Slide | [Inse -
Br - Layout Led Layout = 'ﬂ'.eme'| - Setup Dr’:entaﬁon'l Master‘u"h
dit Master | | (& Set ﬂuse

Famous Examples
T T

[T ——

Oscars, 79th Academy Awards

Hinh 167. Cdc slide sau khi chén cdc mit diéu khién
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Chuwong 7. Chuan bij trinh dién

Trong chwong nay chiing ta s€ cung nhau tim hi€u cac cong tac chuén bi cho buéi trinh dién trude

khén gia hodc phat hanh bai trinh dién dudi dang tw hanh hoic tuong tac véi nguoi ding.

1. Chuin bj cac loai ban in phat cho khén gia

Chuén bi cic ban in phat cho khan gia

Ban chi can x4c dinh layout cho cac tai li¢u phat cho khan gia (handout) muén in. Néu mudn hiéu

chinh layout thi vao Handout Master dé hiéu chinh trudc khi in.

Handout ¢6 cac lya chon nhu: 2, 3, 4, 6 hoac 9 slide in trén mot trang,. Chiéu cua trang giéy ban
c6 thé chon 1a nam ngang hodc doc. Thong thudong, ngudi ta in handout 1a 2 slide trén mdt trang

gidy khd A4 véi chiéu doc.
Dé in handout, ban lam theo céac budc sau:

e Chon Office = Print. Hop thoai Print xudt hién

Prinker
Mame: | 2F HP Laserdet 2430 PS 8 |l Braperties
St e Find Printer. ..
Tvpe: HP Laserlet 2430 PS
Where: IP 192.68.5.58
Comment: [ P¥int ta File
Print range Coples
&l " current slide Sl Muriber of copies:
Loritiem |08 = . &
(T 5lides: 11
Enter slide numbers andfor slide ranges. For example,
1,3,5-12
Collate
Frint what: Handouts
bracdopie: gm0 |
|Handouts ¥ Slides per page: | %
EC.'ln_rl'l gravs_c_a_l,a:_ - arder; {JHorizonkal (%) Yertical =
| Gravscale o
[ J=cale ta fit paper Bk hlddar=lidz
[ High quality

Frame slides

TErE= A ik rarkun

o] (o

Hinh 168. Hgp thogi Print

e Chon may in, tai Print Range cé cac tuy chon sau:
= Al in toan bé bai trinh dién.
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»  Current Slide: chi in slide hién hanh (slide dang chon trudc khi vao 1énh in).

= Selection: chi in c4c slide dang chon trude khi vao 1€nh.

= Custom Show: chi in c4c slide trong custom show ma ban da thiét lap

= Slides: in cdc slide ma ban nhap vao hop bén canh. Vi du d¢ in tir slide 1 dén 6 thi
nhap vao 1-5, dé in céc slide 2, 4, 5, 6, 7, 8 thi nhap vao 2, 4-8.

e Nhap s6 lwong ban in can thiét vao hop Number of Copies (mic dinh 1a 1). Chon tity chon
Collate néu mudn céc b in ra lan luot tron bd nay 101 dén bo khéc.

e Tai hop Print What, ban chon Handouts. Tai hop Slides Per Page, ban chon sé luong slide
s& in trén mdt trang gidy, chon thém tiy chon huéng gidy in 1a ndm ngang (Horizontal) hodc
doc tai Order (Vertical).

e Tai hop Color/Grayscale, ban chon kiéu in mau séc khi in:

» Color: In day du mau sic, mau sic cic slide in ra (trén may in mau) s& gidng vdi cac
slide ma ban chiéu trén may tinh.

= Grayscale: In v6i tong mau xam, cic mau nén s& khong duge in ra, cac mau sic s&
dugc PowerPoint diéu chinh sao cho ban in ra dep va rd rang nhat.

= Pure Black and White: Tuy chon nay thich hgp cho viéc gui fax hodc in Ién phim
may chiéu overhead (xem bang sau dé dbi chiéu cic mau sau khi in).

Bdng 5. Péi chiéu mau sdc giita Greyscale va Pure Black and White

Poi twong Grayscale | Pure Black and White
Text (van ban) Black Black

Text Shadows (bong cuia van bén) Grayscale | Black

Fill (t6 nén) Grayscale | Grayscale

Lines (cac duong k&) Black Black

Object Shadows (Céc kiéu bong ciia d6i twong) | Grayscale | Black

Bitmaps (hinh bmp) Grayscale | Grayscale

Clip Art Grayscale | Grayscale

Slide Backgrounds (nén cua slide) White White

Charts (d6 thi) Grayscale | White

e Cac tuy chon hitu ich khac
= Scale to Fit Paper: Phong to kich thudc céc slide (nén dung)
»  Frame Slides: C6 thém khung cho céc slide trén handout (nén ding khi nén slide 1a
mau tring)
*= Print Comments: In cac chu thich trén slide
= Print Hidden Slides: In ci céc slide dang 4n
» High Quality: T4i wu héa chat lwong ban in
e Néu muén, ban c6 thé nhin nat Preview dé xem trudc hinh dang cda ban in, sau do nhin nat
Print d¢é tro vé hop thoai Print.
e Nhin OK dé in handout ra gidy.

St dung Handout Master
Gidng nhu Slide Master, Handout Master gitip ban diéu chinh layout ciia handout. P& vao

Handout Master, ban chon ngan View va nhép Handout Master, ctra s6 Handout Master nhu hinh
sau:
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(o) Let's go to the Moviel.pptx - Microsoft PowerPaoint
o
S ‘ Handout Master Home Insert Review View

Developer Add-Ins

e

I‘Ha“dm“ Orientalion ™ | & yesner ) Date l = {4 Background Styles -
= 41 slide Orientation = |

‘ Setup ] Slides Per Page - I | Footer
__ Page Setup n

‘ eme |
___ Placeholders. _‘I_I._

_Background

# Page Number ‘ Edit | |_/ Hide Background Graphics |

| Master View

Close |
|
Close

ERrETS

Handout Master | “Flow™ | English (US) |

Hinh 169. Cira sé6 Handout Master

o |
|
|

Chon s06 slide trén moi trang in, ban vao Slides Per Page va chon s0 slide trén moi trang in

[ Cac placeholder

0= Ve
-—-j| Handout Master | Home Insert Review View Developd
M B Tl e |
_ _.J- Header ¥ Date 1
Page  Handout Siide  [Slides P Pﬂ“ || ¥ Footer @ page Number | The
| | Setup Orientation » Orientation ~| Page~ || : |
FogeSetip | [ ]| 1slide ceholders ==
) umﬁﬁi~ 5 2Slides
5= 3 slides -
= - . oo T —]
oo| ASdes  f i
123 eslides N PRGSO
393 9 Slides
= slide Qutline

Hinh 170.  Chon s6 slide trén méi trang in va cdc placeholder trén handout

Handout Master c6 bon placeholders theo mac dinh la: Header, Footer, Date, va Page Number

duoc bo tri & bon gde cuia handout.

= Header: O gbc trén bén trai, ban co thé nhdp doan vin ban vao day.

= Footer: O gbc dudi bén trai handout, ban c6 thé nhap doan vin ban vao day.

= Date: O goc trén bén phai, nd s€ hign ngay thang hi¢n hanh néu duoc chon.

= Page Number: O goc dudi bén phai va c¢o sin ky hiéu <#>. Ky hiéu nay s& duoc thay

bang so trang in in.

Tai mdi placeholder ban ¢6 thé nhap thém vin ban vao néu can va (Date va Page thi di c6 san
thong tin). Ban xem thém phéan tao Header, Footer cho slide va handout ¢ phan sau.
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In each placeholder box, you can type text (replacing, if desired, the Date and Page codes already
there in those). You can also drag the placeholder boxes around on the layout.

Ban c6 thé dung chudt di chuyén va sip xép lai cac placeholder hodc xéa ching di bang phim
Delete hoac bo chon cac placeholder nay trén thanh Ribbon.

Dé diéu chinh huéng trang in cho handout, ban vao thanh Ribbon - chon Handout Orientation
tai nhém Page Setup = chon hudng la Portrait (doc) hodc Landscape (ngang).

IL"g;: Handaut Crientatian 1%

|
| s Fortrait
| _I

= landscape

25/08/2008

Hinh 171. Huwdng handout Portrait va Landscape

Pé diéu chinh hudng trang in cho céc slide trén handout, ban vao thanh Ribbon = chon Slide
Orientation tai nhdm Page Setup = chon hudng 1a Portrait (doc) hoac Landscape (ngang).

i_ff;"; Handout Orientation =

“4 Slide Orientation §|

-

|§ Paortrait
1

|==] Landscape &

Hinh 172. Huong slide trén handout

Ban c6 thé dinh dang kiéu nén, cic bd mau, font chit va cdc miu (theme) va cac hiéu tng cho
handout tr nhém Edit Theme trén thanh Ribbon. (Cac Theme cho handlout it khi dugc st dung vi
trén handout thuong khong c6 cac ddi tuong dé ap dung).
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[/ Header ¥ Date

7 Foater | Page Number Thevm 25 NEEENEE ofe
_ Placehalders : | Edj MO OO MMEE Grayscale
HOENENEE Apex
HOEEENEE Asped
HOEEENEE Cvic
HOENEEEN Concourse
Equity
[l Flow
HEEEEEE  Foundry
HOENEEEE Median
JHECOENENEE Metro
HOEENNEE Module
HONEEENE opulent
: B EENTEE  oriel
HOEECOCNE Crigin
: HOEEEENE Paper
s e NOECEEEE sostic
HCONENNEE Technic
HOENEENEE ek
HONEEEEE Uuban
HOENENEN veve -

LCreate New Theme Colors..,

1
%] Backaround Styles = | ’-tﬂ

eset Slide Theme Colars #

Be | BesetSlide Backaraun

Hinh 173. Dinh dang handout

Thém tiéu dé diu va chin slide va handout

Vépo thanh Ribbon = chon Insert = chon Header and Footer, hdp thoai Header and Footer
xuat hién nhu hinh sau:

Header and Footer Header and Footer

Include on slide Include on page
Date and time Date and time
(%) Update autamatically (%) Update automatically
|25/08/2008 | 25/08/2008 ¥ |
Language: 5 Language: SalandEr s
[EngishUs) % [0 | [Engishusy A [ie = |
) Fixed ) Fixed
| = {20 | = (i 2 | Presyiew
[#] 5lide number ﬂeaaer
[+ Footer [Bai thire hanh PowerPoint 2007 |
| Tran Thanh Phongl Page number
Don't show on Litle slide gooter
|Tr§n Thanh Phang| |

Hinh 174. Hop thogi Header and Footer: ngan Slide va Note and Handouts

e Date and time: thiét 1ap thoi gian s& hién trén slide hay trén notes and handouts.

»  Néu chon Update automatically thi thoi gian s€ la ngay hién hanh cia mdy tinh dang
diing va sé tir dong thay déi thoi gian trong nhitng lan mé sau. Ban ¢ thé chon thém kiéu
dinh dang theo ngon ngit tai hop Language.

»  Néu chon Fixed thi ban phai ty nhdp thoi gian vao
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e Slide number (ngan Slide) hoic Page number (ngin Notes and Handouts): Néu chon sé& hién
s0 trang trén slide hodc trén Notes and Handouts.
o Footer/ Header: nhip vao doan van ban ma ban muon xuat hi¢n trén cac Slide hoac Notes

and Handouts.

e Apply: néu chon thi chi 4p dung céc thudc tinh header and footer cho cac slide hién hanh

(dang chon).

e Apply to All: ap dung cac thudc tinh header and footer cho toan b bai bao céo.

Chuan bi cic ban in c6 kém ghi chi cia cic slide danh cho dien gia

Gidng nhu handout, nhung trude khi in cac ban in 0 ghi chi (notes pages) thi ban phai kiém tra
hodc nhap thong tin ghi chi cac cac slide. Trude hét, ban phai chuyén sang ché d6 Notes Page
bang cach vao thanh Ribbon = chon ngén View = chon Notes Page.

Animations

@ Let's go to the Moviel.pptx - Microsoft PowerPoint
)
‘ Home  Insert  Design

Review \\)mT\ Developer

Drawing.. | = & X

Zoom Fitto  |Color/Grayscale

Add-ns Format @

| 23] Stide Sorter | [£1 Slide Master | Ruler - |
) e s (O =
[Z] Motes Page | | | Handout Master | || Gridlines | = | |

| Normal =S i New Switch || Madros ||
T Slide Show | [Z] Notes Master [[] Message Bar pirection ~ | Wik E=r Al Windous = |
Presentation Views g Show/Hide Windaw Macros ||

-0 356 - |

Notes2of7 | “Flow' | < English (US) |

Hinh 175.  Ghi chii cho slide trong ché dg Notes Page

Ban c6 thé thay d6i dinh dang cho cic Notes Page bing cach vao Ribbon > View = Notes

Master. Céc hiéu chinh c6 thé 1a:

= Di chuyén céc placeholder cho slide, cho viing ghi chti hodc céc header va footer.

= Thay d(f)i font chit cho cac van ban.
= Thay do6i kich thude cua placeholder.
*  Thém ClipArt hodc hinh anh vao.

= Thém mau, nén dang két cAu (textured) hoidc hoa van (patterned) vao céc trang ghi chu.

Sau khi hi¢u chinh xong thi nhédn nat Close Master View dé trg vé ché do soan thao Normal.
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@ Let's go to the Moviel.pptx - Microsoft PowerPoint S
() —
> | Notes Master | Home Review  View Add-Ins (7]

Insert Developer
I cotors - ) E

(Vi % i ¥| Header [V Date
] 5

V| slide Image | Body [a]Fonts -
|| Page MotesPage  Slide : = Themes Background|  Close |
Setup Orientation - Orientation - || ¥ Footer ! Page Number - [O]etreds - = Master View
Page Setup Placeholders F Edit Theme | |l Close |
CETINEI i)
© B3I thyc hanh PowerPoint 2007 : 25/08/2008

i

= ";—7 - 7_/
Click to edit Master title style

+ Clickto edit Master text styles
* Secondlevel
- Thirdlaval
« Fourth leval
« Fifthlaval

o e e

Clickto edit Master textstyles
second level
Third level
Fourth level
Fifth level

Motes Master | "Flow™ | f  English (U.S) |

Hinh 176. Hiéu chinh trong Notes Master
Mudn in Notes Pages thi ban vao Office = Print, hdp thoai Print xudt hién. Tai Print What,

ban chon Notes Pages, sau d6 thiét 1ap thém cac tiry chon khac nhu phan hudng dan trén va nhan
nut OK d¢ in.

Thém va hi¢u chinh cha thich cho slide
Chung ta co thé thém va hiéu chinh céac chu thich (comment) cho slide. Cac budc thuc hién:
e Thém méi: Chon slide cin thém comment > Chon ngan Review va nhép chon nut New

Comment - Nhap nodi dung chu thich vao hdp vin ban >Nhép chudt ra khéi ving comment
dé hoan tat.

Insert Design Animations Slide Show | Re\rie\; | View Developer Add-Ins
== A W ot 7 & L & [
Ll 8 P -'_ﬂ.,‘ 1 A4 xatat =
esadrus Translate Language |||"Show Mew Edit Delete Previous MNext Protect
Markup! ' Comment Comment  + Presentation = . a A
Proofing Comments Protect CaC nut 1en'h trong
E— nhém Comments
' |_TP1,J Thanh Phong 25,/08/2008
e Ligt ke cac thé‘:[nai phirn trén slide nay
e o ——
= _,/

i T 1 = o4

Types of Movies

* Comedies

* Animation

)
P, N

Hinh 177. Thém chu thich vao slide

® Dramas |~ ¥
@ Action \ s
"
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e Hiéu chinh: Chon comment cin hiéu chinh bang cich nhin nut Show Markup trong ngin
Review ctia thanh Ribbon = sau d6 nhin nut Next (di chuyén t6i) hodc Previous (di chuyén
lui) trong céc comment c6 trén slide dé dén comment can hiéu chinh = nhin nat Edit
Comment va bit dau hiéu chinh = nhép ra khoi viing comment dé hoan tat viéc hiéu chinh.

e Xoba: Chon comment can x6a = nhan phi Delete trén ban phim dé x6a hodc vao ngin Review
=> chon Delete. C6 céc tuy chon sau:

= Delete: x6a comment dang chon.
» Delete All Markup on the Current Slide: x6a tt ca comment trén slide hién hanh.
= Delete All Markup in this presentation: x6a tit ca comment trong bai thuyét trinh
nay.
e Sao chép ndi dung comment: chon comment can sao chép = nhép phai chudt = chon 1énh
Copy Text > nhin nut Paste tai ngin Home ctia Ribbon dé dan doan vian ban vao slide.

3
— Ly Edit Comment L —
.

53| Copy Text

Insert Comment

< ‘ e |
_-.; ():I: M(}\;leh‘. 1| Delete Comment

es

h .
ion

)

; ~
|

o

Hinh 178. Sao chép noi dung comment

In an dan bai

Khi bai trinh dién cé chira nhiéu doan vin (nim trong cac placehoder), ban cé thé s& in né dudi
dang dan bai (outline) cho dé theo ddi. Cac budce in dang outline nhu sau:

Viao Office 2> ghQn Print, hop thoa_tri Print >5u€it hién. Tai Print What, ban chon Outline View
- chon cac thiét 1ap khac sau d6 nhan OK d¢ in.
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El 11| B3 Slide Sorter | Slide Master " O
_';I Motes Page

Handout Master

{Mormal| __
e Slide Show

Show/Hide  Zoom
=| Motes Master -

Preseniation Views o
Slides | Outline x|
1 Let’s go to the Movie!
Lights! Camera! Action!
2} | Famous Examples
3 Types of Movies
* Comedies
® Dramas
* Action
* Animation I
4 Video clip
Favorite Movies Survey
s Which types of movies do men and
women prefer?
& 0Oscars, 79th Academy Awards
7/ Thiét ldp thudc tinh mac dinh

Hinh 179.  Xem trong ché dé Outline

Chuyén handout hoiic notes pages sang Word

Viéc chuyen cac Handout hodc Notes Pages sang Word s& giup ban co thé thém céc dinh dang
mong mudén khac ma PowerPoint khéng hd trg true khi in. Cac budc thuc hién viée chuyén
Handout hoac Notes Pages sang Word nhu sau:

= Chon Office > Publish > Create Handouts in Microsoft Office Word, hop thoai s& Xuat
hién nhu hinh sau:

Send To Microsoft Office Word EHE]

Page layout in Microsoft Office Ward ——————

[ : 3

(%) Mokes next to slides L. ,
b ks Ban in phat cho
= = khan gia
.; () Blank lines next to slides
and 1
gy O Notes below slides Ban in kém ghi chi
= _J danh cho dién gia

i1 Blank limes below slides

e ]7 Dung cho khan gid
= ) outline only va dién gia

add slides ko Microsoft Office Word document

'@} Paste

(") Paste Tink

ioox i [ Cancel

Hinh 180. Chuyén handout hodc notes pages sang Word

= Chon kiéu layout dé chuyén dang Word.
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» Néu Paste dugc chon, thi cac handout hodc notes pages s€ doc 1ap véi tai liéu Word, ngugc
lai thi ban cho Paste link dé mdi khi ¢ su hiéu chinh trén slide thi cac hiéu chinh nay s€ tu
dong cap nhét sang tai licu Word. '

= Nhép OK, Word s& m¢ 1én va céc slide s& duoc 1an luot chuyén sang Word (xem hinh).

oo 00 AFT Dicamantl = Mirocol Word
!

Outiining | Home  Edert  Fageimmm  Refeences  Malings  Revew  View  Deveopn Ado.

Ciose

Slide 2

Slide 3 | |

Hinh 181. Handout sau khi chuyén sang Word.

2. Chuan bi cho dang bao cao trwée khan gia
Thiét 14p cho budi trinh dién

PowerPoint cung cap nhiéu tuy chon cho viéc trinh chiéu bao cao. Khi khong mudn trinh chiéu
toan bo bao cdo thi ban co thé qui dinh cac slide s€ bao cdo hoac a 4n di bét cac slide. Ban con ¢6
thé thiét 1ap cho bao cao trinh chiéu mot cach tyu dong va lién tuc.

Set Up Show
Shiow type Show slides
(%) Presented by a speaker (Full screen) (OF
) Browsed by an individual {window) ) Erom: | < |'|'.;.: ! =

St scvmillbas

) Browsed at a kiosk (Full screen)

Showe options

[ ILoop continuousle unkil ‘Esc’
[ ] shiow without: narration
[ 1 5how without animation

Pen color: | S v |

Petformance

[ TUse hardware graphics acceleration

Slide show resolution: | S00x600

=Liskmmsiim
P S—— e ==

Advance slides

(7 Manually
G} Using Limings, if present

Mulbiple monitors

l Ok _l[ Cancel I

Hinh 182. Thiét ldp cac tiy chon trinh chiéu bdo cdo
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Ttr thanh Ribbon - chon ngan Slide Show = chon tiép nut Set Up Slide Show, mot hop thoai
Set Up Show xuat hién.

Tai Show type: chon loai trinh chiéu phi hop
e Presented by a speaker: trinh chiéu & ché do toan man hinh.
e Browsed by an individual: trinh chiéu trong ctra s6 va cho phép truy cadp mét vai 1€nh cia
PowerPoint.
e Browsed at a kiosk: tao trinh chiu ty hanh khéng c6 nguoi di¢u khién.
Tai Show options:
e Loop continuously until 'Esc': trinh chiéu béo céo va tu dong phat lai cho dén khi nhin
phim ESC.
e Show without narration: trinh chiéu khéng c6 thuyéet minh.
e Show without animation: Trinh chiéu khong cé cac hoat canh.

Tai Show slide:

e AIl: Trinh chiéu tat ca céc slide
e From ... To... : trinh chiéu tu slide ... dén slide ...
e Custom show: chon Custom show can trinh chiéu (néu cd)
Tai Advance slides:
e  Manually: di¢u khién céc slide bang tay
e Using timings, if present: céc slide tw dong thuc thi theo thoi gian thiet 1ap trudc hoac
béng tay.

Tai Multiple monitors

e Chon man hinh d¢ trinh chiéu bao céo tai Display slide show on
e Néu muodn bat ché dg man hinh cho nguoi thuyét trinh thi chon Show Presenter View.

Tai Performance
e Chon Use hardware graphics acceleration dé dung d6 phan giai theo thiét 1ap cia phin
ciing may tinh.

e Chon d¢ phan giai man hinh khi trinh chiéu tai Slide show resolution.

Nhap OK dé hoan tit viéc thiép lap trinh chiu bao cdo.

An/ hién céc slide

Mubn 4n slide thi xem bai trinh dién trong ché do Slide Sorter hoic Normal, sau d6 vio ngan
Slide Show va chon Hide Slide. Slide an thi s6 thir tu slide s&€ c6 khung vudng xam bao quanh.

Pé hién lai slide, ban vao ngén Slide Show va chon lai nat Hide Slide lai mét lan nixa.
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() M- Q& 7 Let's go to the Moviel.pptx - Microsoft PowerPoint = e
J e 2 e -
- Home Insert Design Animations | Slide Show Review View Developer Add-Ins @
| TN o Nb& Recard Marration (@l] Resalution: 800%500 e
y = | |57

v Rehearse Timings =& Show Presentation On

| Fom . | setup |THide: 1= - |
| Beginning == | siide Show]| Siide | ¥ Use Rehearsed Timings || [ Use Presenter View
Start Slide Show SetUp Maonitors

|
pes of Movies
+ Comedlies

-

I,

]

Video clip

Slide dang an

Thiét [3p thudc tinh mic dinh
)
e

Slide Sorter | “Flow™ | g‘ﬁ English (US) |

Hinh 183. An slide

Tuy bién n¢i dung bao cao

Khi mét bai thuyét trinh dugc ding cho nhiéu ddi twong khan gia khac nhau, ban nén ding tinh
nang tuy bién ndi dung bao cao (custom show) d¢ tiy bién bao cao cho phu hop véi tung loai doi
tugng.

Pé tao mot Custom Show, ban chon ngan Slide Show trén thanh Ribbon - nhép chon Custom

Slide Show = chon tiép Custom Shows... hop thoai quan 1y danh muc Custom Shows xuit
hién.

Custom shows:

It Design Animations | SlideAhow
i Record M3
= REmidie
| (57 Rehearse S
| Custom Set Up 2
slide Show ~!|| Slide Show( Slide ¥ Use Rehe -t
Pl 53 custom Shows... Fh Set Up

Hinh 184. Cira s6 Custom Shows
Nhép New... dé tao Custom Show mdi, hop thoai Define Custom Show xuét hién.

o Slide show name: dat tén cho Custom Show

e Chon cac slide va nhan niat Add dé thém vao Custom Show ndy. Mudn bo bét slide ra
khoi Custom Show thi chon né tir danh muc & khung Slides in custom show va nhén nut
Remove.

e Nhén OK va nhan tiép Close dé dong cac hop thoai.
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Define Custom Show

Slide show narme: | Customn Show 1

Slides in presentation:

2. Famaus Exarnples
|3, Types of Mavies

1, Let's ga b the Mavie!

4, Widea clip

|(5) Favorite Mavies Survey
| 6. Oscars, 7oth Academy Awards
| 7. Thigt 14p thudic tinh m&c dink

Slides in custam shiow!

Cancel

Hinh 185.

Hop thoai Define Custom Show

Dé hiéu chinh Custom Show cé sin, ban vao ngan Slide Show = chon Custom Slide Show >

chon Custom Shows...

¢ Chon Custom Show ma ban muén hiéu chinh tir hop thoai Custom Show
e Nhén nat Edit ... dé mo hép thoai Define Custom Show

e Chon céc slide tir khung Slides in presentation va nhin nit Add dé thém vao Custom

Show

e Chon cac slide tir khung Slides in custom show va nhan nit Remove dé x6a khoi Custom

Show.

e Dung 2 phim mi tén hudng 1én va xudng E] dé sap xép trinh tu cua céc slide.
e Nhin OK, sau d6 nhén tiép nut Clese dé hoan tat viéc diéu chinh.

Define Custom Show

Slide shoi name; | Custam Siﬂgw_l

Slides in presentation:

| 2, Famous Examples

ES. Types of Movies

|4, Yiden clip

;(5} Favarite Mavies Survey

|6, Oscars, 79th Academy dwards
??. Thiét 1ap thude tinh mac dink

1. Let’s go to the Movie!

|
‘ Remove

Slides in custam shiows

s

| 2, Famous Examples
|3. Types of Mavies
|4, Video clip

t Cancel

Hinh 186. Hiéu chinh Custom Show

Pé trinh chiéu mot Custom Show, baq vao ngan Slide Show - chon Custom Slide Show 2 va
chon tén Custom Show ma ban muon trinh chiéu (hodc chon Custom Shows... = chon tén

Custom Show tir hop thoai Custom Shows = nhin ntt Show).
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3. Chuin bi cho loai bdo cdo twong tac nguwdi dung va ty hanh

Trong phan nay, ching ta s& tim hiéu cach xay dung céc siéu lién két, cac nut diéu khién nhim
giup cho viéc dinh hudng va di chuyén trong bai trinh dien dugc d€ dang.

Tao siéu lién ket cho doan van ban va hinh anh

Cac siéu lién két (hyperlink) 1a yéu td quan trong nhat trong loai bao cdo twong tic ngudi dung,
trong phan nay, ching ta s€ tim hicu cach tao siéu lién két cho van ban.

Cac dia chi internet, e-mail hodc dia chi ftp sau khi nhip vao hop vin ban s€ dugc PowerPoint ty
dong chuyén thanh cac si€u lién két:

* Dia chi web: dia chi bat dau bang http:// hoac WWW
= Dia chi e-mail: chu6i ky tu khong co khoang trang va co ky hi€u @ ¢ gitra.
* PDia chi may chia FTP: dia chi bat dau bang ftp://

Cac nguon tham khao

http:/www.inpics.net
www.microsoft.com/powerpoint

support(@microsoft.com

http:/'www.fetp.edu.vn

ftp://ftp.wilev.com

thir be, 26 fhan = tam 2008 Tram Tharh Pmz ... -. g

Hinh 187. Cdc logi siéu lién két tu dong dwoc nhdn dang

Ngoai ra, ta con ¢6 thé tao hyperlink dén céc dia chi sau:

= Cic slide khéc trong cung bai thuyét trinh

= Céc slide trong bai thuyét trinh khac

= Tai li¢u cta cac ung dung khac, vi du nhu tép tin Excel, Word, Acces , trang web...
= C4c tap tin hinh anh

= Mo tdp tin mdi trong céc loai ung dung

»  Pia chi email kém thuc tya dé

Viéc tao hyperlink c6 thé 4p dung cho nhiéu loai dbi twong trén slide nhu van ban, hinh anh hay
cac hinh vé tir cong cu Drawing cla chuong trinh va cach thuc hién 1a nhu sau.
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Tao lién két cho doan vin ban dén mét slide trong tip tin hién hanh

Nhép doan van ban can tao hyperlink, sau dé quét chon né (c6 thé chi can dat ddu nhay

[ ]
vao doan van ban)

e Vio ngin Insert > chon Hyperlink hoic nhan t6 hop phim <Ctrl + K>, hop thoai Insert
Hyperlink xuét hién.

e Do mudn tao hyperlink dén slide du tién trong bai trinh dién nay, ban hiy chon Place in
This Document ¢ khung bén trai (xem hinh dudi). Sau do tai khung Select a place in this
document, ban chon slide s 1 ¢6 tua dé Let’s go to the Movie!

¢ Nhén niat OK d hoan tat.

Insert Hyperlink

Lirk ta Text to display: ,L-\nE d | ScreenTip,..
Eﬂ Look.in; _=| ineernt | =] 3
Existing File or ; = = _‘_ D [1
‘Web Page | |nsert picture
e R _| template 2 2
: | i BaiTH,ppt Set Hyperlink ScreenTip
Place in This BaiTH.rar
Document Erowsed |= -] Effective Computer Presentations. ppt ScreenTip bext:
+ Ll e
S ! Games'pps Nhap vao cTa\,f d‘é cll chuyen den sl|c|e d“u t|en|
q-\_a‘ Games,tar
Erasr e Recent sﬂ Gini thisu PowerPoint, ppt Maoke: Customn ScreenTips are supported in Microsof tE Internet
baRt Rl Inkeractive PowerPoint, doc Explarer(® version 4 or later,
JapéneﬂaFlshlngStnry Zip
o Addrgss‘ _Games.pps T I K J I Cancel
E-mail Address
Canicel |

Edit Hyperlink

Link to:

| i Select a place in this document;
Exjsting File or
‘Web Page

Slide prevyiew:

Previous Slide
= slide Titles
@ 1, Lets

o ko Ehe Moviel

g "2 Famous Examples
Place in This 3., Types of Movies
Document 4, Wideo clip
(5] Favorite Movies Survey
’\3 6, Oscars, 79th Academy Awards

7. Thigt 18p thudc tinh mac dinh
8, Cac ngudn tham khaa
9, Text Hyperlinks

(= Custam Shows

Create MNew
Document

—
| oK Cancel

£
| :
i E-mail Address |

Hinh 188. Tao hyperlink trong tdp tin hién hanh

v' Tai hop Text to Display: chinh 13 n6i dung doan vin ban ma ban chon, néu thay do6i
trong khung nay thi doan van ban trén slide ciing thay déi theo.

v' ScreenTip mic dinh cho hyperlink chinh 1a dia chi cia né (URL) hodc dudng dan cta
dén tap tin, néu ban mudn thay doi ScreenTip thi nhan vao nit ScreenTip... va nhap
phan tro giup vao.

Tao lién két dén dia chi Web hoic may chia FTP

Trong phﬁn trudce, ban da taorhyperlink dén mot slide tir mot doan van ban. Trong phém nay, ban
s€ thuc hanh tao hyperlink dén mot trang web hay mdy chu FTP tir mét hinh anh logo. Ban lam
theo hudéng dan sau:

Chon logo trén slide, nhap phai chudt va chon Hyperlink, hop Insert Hyperlink xudt hién.

[
e Tai hop Address ban hdy nhép vao dia chi http://office.microsoft.com
e Nhép nit OK dé hoan tat
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T —

i —

S

Text Hyperlinks o

e —
; t"-; ffice Online |

¢ Link dén slide dau tién

Cut

Copy

Paste

Change Picture...

Bring to Front b
Send to Back b

® gF o E R e

Hyperlink...

Save as Picture...

o+

|| | size and Position...

Trin Thevh Bims . W

e be, 26 than s tam 2008

Farmat Picture...

Insert Hyperlink E| E|

Lirk, kg Text to display: | , ScreenTip...
j}j Look in; |5) PowerPoint | =] Q) (=]
Exjsting File or | __ _.lT——— == = _[:.’_ _E_J g
Web Page ] | |5} insert picture | Bookmark. ..
1 Current | == ¢ late =
e (=R |
Folder | 38 paitH.ppt I
| Place in This E Balhia: =
Docurnent Browsed B Effective Computer Presentations, ppt
Pages | %, Games.pps
- | Games, rar
L1 | 8] ioi thieu PowetPoint. ppt
Create Mew Recent — PP
Dacument Files kl'-ﬂ. Inkeractive PowerPoint, doc
:‘\ JapaneseFishingStary, zip V|
C [Addrgss: :http:,l’,l’office.microsoft.c0m| w I
| E-mail Address
| l Ok l | Caricel

Hinh 189. Tao hyperlink dén trang Office Online ciia Microsoft
Tao lién két dén tap tin dang hru trén dia hoiic trén LAN
Viéc tao lién két dén céc tap tin ciing twong tw nhu céc cach trén nhung thay vi nhdp dia chi trang

web thi ban tim dén tap tin dang luu trit trén may tinh hoac trén LAN. Cac budc thuc hién nhu
sau:

e Chon doan vin ban hodc hinh can tao lién két, sau d6 nhén td hop <Ctrl + K>, hop thoai
Insert Hyperlink xuét hién.
e Tai Look in, ban chon thu muc hodc 6 dia mang chira tap tin
= Current Folder: Thu muc chira tip tin ma ban dang soan thao
= Recent Files: liét ké cac tap tin dugc sir dung gan day trén may tinh
e Chon tap tin can lién kén va nhan OK dé hoan tat.

Lién két dén mot img dung va tao mot tai lidu moi

Ban lam theo céac budc sau:

Chon doan van ban ’hoaftc hinh cén tao lién két, sau d6 nhin t6 hop <Ctrl + K>, hop thoai
Insert Hyperlink xuét hién.

Chon Create New Document tir khung bén phai, ndi dung hép thoai Insert Hyperlink
bién doi thanh hinh sau.
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Insert Hyperlink

Lirk, b Texk to display: iL.ink taﬁ t3p tin -Excel- | ScreenTip...
@ l Mame of new document:
Existing Filz o | [gai t.ap.x.l.s 7 s
‘web Page = — =
Full path:
Ci\Current StudyiPowerPoint),
Place in This
Document
|
| | Wihien to edit:
Create Mew
Dacument
:L\.
E-mail Address |
Ok | Caricel

Hinh 190. Tao tai liéu méi bang hyperlink

e Tai hop Name of new document: Nhép tén tip tin can tao kém theo phﬁn mé rong cua
n6. Cac phan mg rong thong dung duoc liét ké & bang bén dudi.

e Tai Full path: nhan nut Change... va chon noi lwu tap tin néu can

e Tai When to edit: chon Edit the new document later &é khi goi thi tmg dung phu hop
(theo phan m& rong) s& md tép tin dé hidu chinh, chon Edit the new document now thi Gng
dung pht hop (theo phan mé rong) s& md tap tin 1én dé hidu chinh ngay.

Bang 6. Cdc phan mé réng théng dung

Phin mé rong

Chuwong trinh twong rng s€ dwoc sit dung

DOCX, DOCM, | Trinh xu ly vin ban Microsoft Word, hodac WordPad khi khong c6 Word
hodc DOC trén may.

WRI Trinh xtr Iy vin ban Write (phién bén trudc cia WordPad), Word

TXT Trinh xir 1y van ban tho Notepad

WPD Trinh xu 1y van ban WordPerfect

BMP Microsoft Paint hoac m¢t chuong trinh xu ly anh dugc thiét lap mac dinh
MDB H¢ quan tri co s¢ dir liéu Microsoft Access

MPP Trinh quan ly du an Microsoft Project.

PPTX hoac PPT Microsoft PowerPoint

XLSX, XLSM, | Bang tinh Microsoft Excel

hodc XLS

Tao lién két dén mot dia chi e-mail

Ban c6 thé tao mot hyperlink dé md mét chuong trinh quan 1y e-mail mic dinh trén may tinh va
tao méi mot e-mail dé gt cho ai d6 vai dia chi va tua @& do ban thiét lap san.

e Chon doan vin ban hodc hinh cn tao lién két, sau d6 nhén to hop <Ctrl + K>, hop thoai
Insert Hyperlink xuat hién.
e Chon E-mail Address tir khung bén trai hdp thoai (xem hinh dudi)

= Tai hop E-mail address: ban nhap vao dia chi e-mail nguoi nhan

=  Tai Subject: nhap vao tua dé cho e-mail

= Néu tap tin ndy d3 timg c6 st dung hyperlink thi s& xuét hién trong Recently used
e-mail addresses.
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Link to:
=

| WebPa

| Existing Filz or | |majlka: ttphong 77 @amail.com

Place in This | Recently used e-mail addresses:
Document mailta: tkphong7 7@vy.ahoo, com?subjeck=Goy

Creafe [ew
Docurnent

j E-mail Address

Text to display: |Link d&n mét dia chi e-mail

E-mail address:

e
. Subjeck:

Gop vy ve kai lieu PowerPoint 2007

[ oK l | Cancel

Hinh 191.  Sir dung hyperlink dé goi trinh quadn ly va giti e-mail

Hiéu ¢

Dung

hinh hodc x0a hyperlink

Higu chinh hyperlink: chon doan vin ban hodc hinh ¢6 hyperlink = nhép phai chudt va

chon Edit Hyperlink ... > tién hanh hi¢u chinh.

Xoa hyperlink: chon doan van ban hodc hinh c¢6 hyperlink = nhép phai chudt va chon

Remove Hyperlink ... khi d6 doan vin ban hoic hinh van con trén slide.

cac nut diéu khién

Céc nut diéu khién trong khi thuyét trinh (Action Buttons) dd duoc trinh bay ¢ phin trudc, phan
nay chi trinh bay thém mdt so chi tiét 1ién quan.

Bang 7.

Cac nut lénh dung san
Tén Hyperlink dén
Back hoac V¢ slide lién trude trong bai thuyét trinh
Previous

Forward hoic | Pén slide lién trudc trong bai thuyét trinh
Next

Beginning Vé slide dau tién trong bai thuyét trinh

End Dén slide cudi cung trong bai thuyét trinh

Home Vé slide d4u tién trong bai thuyét trinh

Information Maic dinh la khéng lam gi, ban phai tw thiét 1ap hanh dong cho né.

Return Trd vé slide méi xem trude do.

Movie Mic dinh la kb(”)ng lam gi, ban phai tu thiét 1ap hanh dong cho no (phat
doan phim chang han) .

Document Mic dinh 1a khong lam gi, ban phai ty thi€t 1dp hanh dong cho no (mo

tap tin nao do).

Sound Phat Am thanh do ban chon, néu ban khong chon thi PowerPoint s€ phat

4m thanh dau tién trong danh sich 4m thanh chudn ctia n6 (Applause).

~| A B TCleRTE V| Al

Help Mic dinh 1a khong 1am gi, ban phai tu thiét 1ap hanh dong cho n6 (link

dén mat tap tin hudng dan nao do) .

None Mic dinh 13 khong lam gi, ban c¢6 thé nhap van ban vao va thiét 1ap hanh

dong cho no.
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Bang 8. Cdc tuy chon Hyperlink to

Hyperlink to Thurc hi¢n

Previous Slide Céc tiy chon nay thuc hién hanh dong gidng nhu tén ctia no (xem lai
Next Slide bang trén)

First Slide

Last Slide

Last Slide Viewed

End Show Dung trinh chiéu

Custom Show ...

Mo hop thoai Link to Custom Show, tir d6 ban chon custom show mudn
chuyén tdi.

Slide ... Mo hop thoai Hyperlink to Slide, tir 6 ban chon slide mudn chuyén t6i

URL ... M¢ hop thoai Hyperlink to URL, tir d6 ban nhéap vao dia chi trang Web
mudn chuyén t6i.

Other PowerPoint Mo hop thoai Hyperlink to Other PowerPoint Presentation, tir 6 ban

Presentation ... chon cac tap tin thuyét trinh khac mudn chuyén t6i.

Other File ... M¢ hop thoai Hyperlink to Other File, tu d6 ban chon tap tin mudn mé

1én. Néu 1a tap tin khac PowerPoint thi tmg dung tuong tmg s& duoc mé

1én dong thoi véi tap tin.

Long tieng cho bao cao

Khi phéat hanh béo cdo dudi dang tu hanh hodc twong tac véi nguoi dung, thong thuong ta c6 thé
long tiéng (narration) dé trinh bay ndi dung cac slide nham gitp nguoi dung s€ nam bat thong tin

hon. Céac budce thue hién nhu sau:

e Vao ngin Slide Show chon Record Narration, hdp thoai xuét hién nhu sau

Current recording quality | ok

Ciaality [untitled]

Disk use; 10 kbyjsecond I Cancel

Free disk space: 5007 ME (on D)

Max record bime: 7937 minutes [ Set Microphone Level..

I Change Quality...

|
J
|

Tip

s Adjust guality settings bo achieve desived sound quality and disk usage. Higher

% recording quality uses more disk space. Large narrations should be linked For better
: performance,

[Link narrations in:  DilCurrent Study\PowerPaint] Browse..

Hinh 192. Hp thoai Record Narration

. Th@ét 1ap am lugng tai Set Microphone Level... va
nhan OK dé dong hdp thoai Microphone Check lai.

chon mirc 4m lugng phu hop, sau do

e Nhin nut Change Quality.. .7dé thay dbi chat lugng 4m thanh s& thu va luu triy trong bai
trinh dién, sau d6 nhan OK dé dong hop thoai Sound Selection lai.
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Sound Selection [g|
Marme;

Telephane Huality Save bz, ‘ Bemove J
Farmat: |F'EM _v_J
Attributes:  |11.025 kHz, 16 Bit, Mono 21kbisec |

k. | Caricel

Hinh 193.  Chon chat luong dm thanh

e (o thé chon thém Link narrations in dé chén Am thanh thu duoc dudi dang mot doi tuong
trong lién két trong slide (khong nhiing trong tap tin).

e Nhin OK dé bét dau trinh chiéu va thu am. Ban cho cic slide trinh chiéu giéng nhu 14
trinh chiéu thye trudc khan gia va trinh bay cac ndi dung trén slide dé thu 4m vao.

e Khi két thuc bai trinh chiéu, PowerPoint s& thong bao ban c6 luu am thanh léng tiéng hay
khong. Ban hady chon Save dé Iuu lai.

Microsoft Office PowerPoint

i The narrations have been saved with each slide. Do vou want ko save the slide timings
'-..,,) as well?

[ Save J | Don't Save

Hinh 194. Hop thoai nhdc nhé hew trinh chiéu

Luuy:
e Néu mudn tam dimg trong qua trinh ghi 4m, ban hiy nhap phai chudt vio bat ky viing nao
trén man hinh.
e Néumuén ghi am tiép, ban nh’?ip phai chudt trén man hinh va chon Resume Narration.
e Néu mudn tit 4m thanh 16ng tiéng khi trinh chiéu, ban vao Slide Show - Set Up Show
- chon Show without narration.

Cic thiét 1ap cho loai bio cdo ty hanh

Loai bao cdo nay s& tu dong trinh chiéu tir ddu dén cudi va lap di lap lai cho dén khi ban nhén
ESC dé thoat. Cac budc thuc hién:

Vao Slide Show, chon Set Up Slide Show, hop thoai Set Up Show xuét hién
Chon Browsed at a kiosk (full screen)

Chon All, céc slide hodc Custom Show tur vung Show slides

Chon Using timings, if present

e Chon d6 phan giai sau d6 nhan OK hoan tit.
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Set Lp Show 7%

Shiow type Show slides

() Presented by a speaker (Full screen) & all

() Brawsed by an individual {window) ) Erom: | o |IU! i ;_
I TR () Custom show:

(%) Browsed at a kiosk (Full screen) I’Caara Shl-Zl-L-\.ll—v.i

Advance slides

() Manually
{(%11sing kimings, iF present:

Shiow options

b cuUrERyuIsy Jm i

[ shiow without: narration

[ show withowt animation Fultiple monitars

Petformance

Use hardware graphics acceleration

slide show resolution: !SDDxISEIEI - |

[ Ok J[ Cancel ]

Hinh 195. Thiét ldp Slide Show tw hanh

Luu bao cdo duéi dang Slide Show

Tap tin PowerPoint dudi dinh dang Slide Show s& tu dong trinh chiéu khi dwgc mé ra. Dé luu tap

tin dudi dinh dang nay lam theo huéng dan sau:

Savein; | [ PowerPaint he i @

@ X E-

DD My Recent i{:’.‘|insart pickure
Documents I[jtemplate

@ Deskkop

My
ID Documents

.
Computer

o 1y Netwark File fiarme: \Let's ga ko the Movie! pplx

Places

Save as byps: | PavserPoink Presentation (*.ppt)

PowerPoint 97-2003 Templake (*.pok)
Office Theme (. thi

BiotetPaint S
4 FowerPoint Ma
|PowerPoint 97-2003 Show (*.pps)
|PowerPoint Add-In (* ppam])

File pame: |Let's go ka the Mavie! ppsx

Save as bype: |PowerP0\nt Show (*, pps)

Tools x

Save Cancel

Hinh 196. Hop thoai Save As, chon dinh dang Slide Show

[}

e Chon PowerPoint Show tai Save as type

e Chon noi lvu va daflt tén tdp tin khac n€u can
¢ Nhan nut Save dé hoan tat.

Vao Office = chon Save As, hdp thoai Save As xuét hién (xem hinh trén)
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4. Cac vin dé khac

Kiém tra cac thong tin c6 trong bai thuyét trinh

Khi lam viéc, PowerPoint tu dng luu lai mét s6 thong tin nguodi dung va cac thong tin an nhu
cac chu thich, phién ban, cac diém stra chiia, cac chu giai, thudc tinh tai liéu,... Ban nén dung

tinh nang Inspect Document d¢ kiém tra va loai bo cac thong tin néu thay can thiét.

Vao Office > Prepare - Inspect Document

Lua chon céc chi tiét kiém tra va nhan nit Inspect

Nhan cic nit Remove All dé xda cic thong tin néu thiy can thiét.
Nhan Reinspect dé kiém tra lai hodc nhan Close dé déng hop thoai Document Inspector.

—

_@ 2- 0 Q@7

Let's go to the Moviel.p

HNew
J QOpen

Save

1

N
lﬁ Save As | |IEAS
&3

Print r

?;:L Prepare  *
h 1
==

Publish »

i

Prepare the document for distribution

Properties
View and edit presentation properties,
such as Title, Author, and Keywaords,

Inspect Document

Check the presentation for hidden %
metadata or personal information,

Encrypt Document

| Increase the security of the presentatio

adding encryption.

Resfrict Permission

Grant people access while restricting tH
ability to edit, copy, and print.

Add a Digital Signature

Ensure the integrity of the presentatior
adding an invisible digital signature,
Mark as Final

Let readers know the presentation is fi
and make it read-only.

Run Compatibility Checker

Check for features not supported by ed
wersinns of PowerPaint.

Document Inspector

To check the document for the selected content, dick Inspect.

ents and ink annotations.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.

Custom XML Data
Inspects for custom XML data stored with this document.

Invisible On-Slide Content

Inspects the presentation for objects that are not visible because they have been formatted as
invisible. This does not include objects that are covered by other objects.

[] off-slide Content

Inspects the presentation for objects that are not visible because they are outside the slide area.
This does not indude objects with animation effects.

|jj PowerPoint Qptions | |X Exit Po|

Document Inspector;

Review the inspection results.

ion Notes
Inspects the presentation for information in the presenter's notes.,

* Comments

*Document properties

Custom XML Data

Mo invisible objects found.

1 Presentation Notes

Invisible On-Slide Content

Presentation notes were found

¥ Comments and Annotations
The following items were found:

¥ Document Properties and Personal Information
The following document information was found:

No custom XML dats was found.

Remove All

Remove All

A

Remove All

/B, Mote: Some changes cannot be undone.

Hinh 197. Inspect Document
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Thiét lAp mit mi mé tip tin

Ban c6 thé dit mat ma md tap tin thuyét trinh nhim ngan chin ngudi ding bat hop phap truy cap
vao tai liu cda ban. Ngoai cach dung cac tuy chon trong hdp thoai Save As, ban c6 theé bao vé
tap tin theo hudng dan sau:

e Vio Office > Prepare > Encrypt Document, hop thoai Encrypt Document xuat hién
e Ban nhip mat ma vao va nhap nut OK
e Xac nhan lai mat ma mdt 1an nita va nhan niut OK dé hoan tat.

3 L= = T Let's go to the Moviel.p

5 Properties
_Q-F,_'J View and edit presentation properties,
7 Open such as Title, Authar, and Keywaords.
Inspect Document

Check the presentation for hidden
metadata or persanal information.

&
f j Prepare the document for distribution
Mew
“u

Save

—l =] Encrypt Document
Savels b L_!j'l;' Increase the security of the presentation by
" adding encryption.

Ly Restrict Permission Encrypt Document
| & Grant people access while restrict
ability to edit, copy, and print. Encrypt the contents of this file

=

[ .l s

ke Prepare %  Add a Digital Signature Password:
LR 7

E &

Print ]

Ensure the integrity of the presen| | |

adding an invisible digital signat (R R = e e

Send .4 S Caution: If you lose or forget the password, it cannot be

ﬁ% M b \ recovered, Itis advisable to keep a list of passwords and
LEtdread':“_tkno'g’ thel RrEsentatig their corresponding document names in a safe place.

Ly Fublish SR EIAREAL EAR RN (Remember that passwords are case-sensitive,)

% Run Compatibility Checker

* Check for features not supported

J Close versinns nf inerpf:inf. oK ] I Cancel J

2] PowerPaint Options | !X Exit PowerPoint

Hinh 198.  Encrypt Document

o Mudn xéa mdt md, ban vao Office = Prepare = Encrypt Document, hop thoai Encrypt
Document xuat hién. Ban xoa di mdt md trong hop thogi va nhan nut OK dé dong lai.

Panh diu hoan thanh vao bai bio cdo
Khi hoan thanh bai thuyét trinh, ban nén danh dau hoan thanh cho bai nham han ché nguoi ding
vO tinh lam thay d6i ndi dung cua bai. Muon thay d6i ndi dung thi phai bé danh dau hoan thanh

nay. Cac budc thyuc hién:

e Vio Office > chon Prepare > Mark as Final > hop thong bio xuit hién
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P ) - Let's go to the Moviel.p

Prepare the document for distribution
Mew
1 Properties
View and edit presentation properties,
Open such as Title, &uthor, and Keywords.
Inspect Document
Save Check the presentation forhiddan
= metadata or personal infg z X o
= Microsoft Office PowerPoint
g ‘*‘J Encrypt Document
Save As b E

Increase the security of t
adding encryption,

== (]
Print ¥ § 3 Restrict Permission
!

! E This presentation wil be marked as final and then saved.

Grant people access whilg
ability to edit, copy, and g LA QK | I Cancel
Add a Digital Signature
Ensure the integrity of the presentation by

&
G
e
-

oy
| 4 Prepare #

adding an invisible digital signature,

_ﬁ Send L3
= Mark as Final
b

| Let readers know the presentation is final
Publish. ¥ and make it read-only.

@ “  Run Compatibility Checker
Check for features not suppaorted by earlier
Clase wversinns nf PowerPaint,

2] PowerPoint Options | iX Exit PowerPaint

Hinh 199. Mark as Final

e Ban nhan OK. Mot hop thong bao khac sé xuét hién dé giai thich cho ban cong dung cta
tinh ndng nay. Ban nhan tiép OK d¢ hoan tat.

Microsoft Office PowerPoint

This document has been marked as final to indicate that editing is complete and that this is the final version of the document,

{.:.

‘When a document is marked as final, the status property is set to "Final" and typing, editing commands, and proofing marks are turned off.
‘You can recognize that a document is marked as final when the Mark As Final icon displays in the status bar,

[ pon't show this message again

Hinh 200. H¢p thong bdo xudt hién khi dong ¥ ddanh dau hoan thanh
Kiém tra tinh twong thich vé tinh ning sir dung trong bao c4o giira cac phién ban

Khi ban chia s€ bai thuyét trinh PowerPoint vdi nhiéu doi tugng khac nhau va ban muon dam bao
tat ca moi nguoi déu cd thé mod ra xem va hi€u chinh duge ndi dung cia no, ban nén dung tinh
nang kiém tra su tuong thich giita cac phién ban PowerPoint dé co6 thé hiéu chinh lai cho phu
hop.

Khi chuyén d6i dinh dang tir PowerPoint 2007 xudng cic phién ban thap hon thong thudng mot
sO tinh nang s¢ bi mat hoac mdt so doi tugng s€ khong cho phép hi€u chinh nhu SmartArt, do
thi... Cac budc thuc hién viéc kiém tra tinh tuwong thich nhu sau:

e Vao Office = chon Prepare = chon Run Compatibility Checker, hdp thoai Microsoft
PowerPoint Compatibility Checker xuat hi¢n.
e Doc céc thong tin va néu chua hiéu rd thi nhdn nit Help dé c6 thém thong tin tro gitp.
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Ty chon Check Compatibility When Saving in PowerPoint 97-2003 Formats nén dung khi ban
luu tdp tin durdi dinh dang PowerPoint 97-2003.

.Jdl
h

i

=]
)
-

= ] Il ] T ¥ | 1
W ks R Microsoft Office PowerPoint Compatibility Checker ?] " |
The following features in this presentation are not suppaorted by earlier
i Prepare the document for d versions of PowerPoint, These features may be lost or degraded when you
DEw Pl s save this presentation in an earlier file format,
. Properties
[D) view ana ea presed SUmMETY oo e e
Qpen such as Title, Authorl | a4 chart jn this document may contain data in cells outside of the row 1 =~
[=5, Inspect Document | and column limit of the selected file format. Data beyond 256 {Iv) Hel
o = check the presentat] | Fulumns !3_1; 65,536 rows cannot be saved. (_Slide 5_)_ H=n
~ tadat | o 3 ; :
MEsACALE RLARD | The shape and any text in it cannot be edited when using earlier 2
[{i=] Encrypt Document I versions of PowerPoint, (Slide 1, 7) Hel
Save As b L_'jle Increase the security] | - S
adding enayption. | | The SmartArt graphic and any text in it cannot be edited when using 1
B N (E:ﬂrid Per:n[ssion : earlier versions of PowerPoint. (Slide 6) Help,
& Grant people accessl| | — : : : o
ability to edit, copy, ! Animations on uneditable shapes may be removed when using earlier 1
Frepare * | [Ty  Add a Digital Signaty Check compatibility when saving in PowerPaoint 97-2003 formats
_R Ensure the integrity
adding an invisible A
Send .4
T % Mark as Final
| Let readers know the presentation is final
Publish » and make it read-only.
@ Run Compatibility Checker
- | Check for features not supported by {arlier
Close = versinns of PowerPaint.

_‘j PowerPoint Options | |X Exit PowerPaoint |

Hinh 201. Kiém tra tinh tirong thich giita cdc phién ban

Chuyén PowerPoint sang dinh dang PDF va XPS

Tinh ning nay chi co khi ban cai thém phan bo sung Publish as PDF or XPS add-in for Microsoft
Office 2007 cho bo Office 2007 (xem thém phan Tai nguyén Internet). Cac budc thuc hién rat

don gian
e Vao Office > Save As - chon PDF or XPS
e Tai Save as type chon PDF (*.pdf)
e Dit tén tép tin vao hop File name
e Chon Open file after publishing thi tip tin PDF sau khi chuyén s& dugc mé 1én (bang

phﬁn mém doc PDF mic dinh).
Tai Optimize for c6 hai lya chon:
»  Standard: khi muén phat hanh truwc tuyén véi chdt lwong cao vé hinh anh hodc
diing cho viéc in an (kich thuée tap tin Iém).
»  Minimum size: dung cho viéc doc truc tuyén la chu yéu vi khi in ra cac hinh sé bi
mo (kich thudce tdp tin nho).
Nhén nut Option d¢é thiét 14p cac tiy chon:
= Tai Range: chon céc slide can chuyén ddi hodc chon tir custom show
= Tai Publish options: chon hinh thitc ma slide sé€ in trén giéy nhu handout, slide,
notes pages hay outline va cac tity chon khac nhu k& khung cho slide, in céac slide
bi an, in cac thong tin chu thich hay thong tin chinh sira...
»  Include non-printing information:
v' Chon Document properties thi cac thudc tinh cua tap tin Powerpoint s&
chuyén sang thanh thudc tinh cua tap tin PDF.
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v' Chon Document structure tags for accessibility: dua cic thong tin vé cdu
trac sang tap tin PDF.
PDF options: tuy chon vé tinh tuong thich véi tiéu chuan ISO va qui dinh cach

chuyén van ban thanh dang chit bipmap (lam ting kich thudc tap tin) néu cac font
khong thé nhiing vao tap tin PDF duoc.

Publish as PDF or XPS

Save in: | 123 PowerPoint: ¥ @
|L5 My Recent i{jinsart picture
Documents Il-i'ltemplate
(& Desktop
=y M
I'—\ Documents
:‘ L2
Computer
\3 My Metwark,
Places
File name: |LePs go o the Movie! > |
Save as type! |PDF *.pcf) w |
Open file after publishing
Optimize for: (%) Standard (publishing onling and printing)
() Minimum size (publishing onling)

Options EHE
Range

(5l (T Currert slide I
) Custom show:

slidefsy oo [ | ATE .

Publish options
Publish what:
i-Handu:uuts o | slides per page: |5 y—| 1
[¥] Framz slides Order: (%} Hotizorikal %
[ Indude hidden slides () Werkical

[ tnclude comments and ink markup

Include romn-printing information

-Dacument structure.i:‘ags for accessibility

FOF options

[]150 19005-1 compliant (PDF/A)

Bitrap kext when Fanks may not be embedded

(0] 4 ] \_ Cancel

Hinh 202.  Chuyén bai thuyét trinh sang dinh dang PDF
Dong goi bao cao

Viée dong goi bai trinh dién gitp ban dé dang trong viéc phat hanh cho ngudi dung vi khong s¢
thiéu bat ky tap tin dinh kém hay lién két nao c6 sir dung trong bai. Ngoai ra tinh ning nay con ¢6
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tich hop thém trinh PowerPoint Viewer rét tién dung khi may nguoi dung khong co cai dit
PowerPoint. Cac budc thuc hién nhu sau:

e Vio Office > Publish > Package for CD. Khi nhan duoc hop thoai thong béo vé tinh

twong thich thi ban nhan nat OK dé tiép tuc.

(S EE )= Let's go to the Moviel.p

L

Distribute the document to other people

Mew
. Package for CD J%
| i i
« Copy the presentatiorrand media links to a
QOpen folder that can be burned to a CD.
[ -_-=| Microsoft Office PowerPoint
Save - -
To ensure that vour presentation package will run in PowerPoint viewer, some of the files that vou are adding will be updated to compatible file
formats, Formats suitable to run in the PowetPoint Yiewer include the Following:
=
e ﬂ{; iy + PowerPaink 97-2003 Presentation files { ppt)

» PowerPoint 97-2003 Template files ( pot)
+ PowerPaink 97-2003 Shaw files {.pps)

pint | B ...
W =—T Share the presentation oy saving Lo a
document management seng
Prepare  * | (@l Create Document Workspad Package for CD i _|

=] %
& 4 Create a new site for the pr 2 5
keep the local capy synchra (+) Copy presentations ko g C0 that will play on computers

Send b :-4553 rumning Microsaft Windows 2000 or laker, ven without
= PowerPaint,

T — Marne the 0 iP_re_senEatiﬁ-nl.C_E)_ - i
ublis L S
Files ko be copied:

Clase Let’s go to the Moviel . ppt &dd Files, .,

Linked files and the PowerPoint Viewer are

! ] PawerPoint Options | included by default, Ta change this, click Options. BRUOGSe

Copy to CD I | Close

Hinh 203. Péng gbi bai thuyét trinh

bit tén cho CD thdng tin cua ban tai Name the CD

Thém cac tép tin khac vao CD thi nhén nut Add files... va chon céac tap tin dé thém vao

sau @6 nhan nut Add.
Nhan nit Option dé mé hdp thoai Options

= Tai Package type: chon kiéu Viewer package (ding dé thuyét trinh) hodc Archive

Package (ditng cho muc dich luu trit).

Tai Include theses file: néu muon goi nay chira luén cac tép tin lién két vdi bai

thuyét trinh thi chon Linked files va nhé chon thém Embedded True Type fonts

dé dam bao mé trén may khac khong bi thiéu font chit.

* Ban c¢6 thé dat thém mat ma bao vé céc tap tin thuyét trinh néu théy can thiét tai
hai hop Password to open each presentation va Password to modify each

presentation.

Inspect presentation for inappropriate or private information.
= Nhan nut OK d¢ hoan tat cac tuy chon.
C4 hai tuy chon dong goi la:

C6 thé chon thém tinh nang kiém tra céc thong tin trong bai thuyét trinh tai

= Copy to Folder.... Néu chon thi hop thoai Copy to Folder xuit hién va yéu cau
ban cung cap tén thu muc chira géi bao cao cung vdi noi luu trit trén dia. Sau khi

thiét 1ap thi nhan OK dé bat diu qua trinh déng géi vao thu muyc.
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= Copy to CD: May ban phai ¢ dau ghi CD/ DVD, sau khi nhan nat nay thi ban lam
theo cac hudng dan cua chuong trinh dé ghi géi thong tin ra dia.
e Nhin nut Close khi hoan tat

Options |E| |E|
Package tyvpe -

(%) Viewer Package (update File Formats ko run in PowerPoink Yiewer)
Select how presentations will play in the viewer:

!Play all presentations aukomatically in the specified order |

(") Archive Package (do not update File Formats)
Include these Ffiles

(These files will not display in the Files to be copied lisk)
Lirked Files

[¥]Embedded TrueType Fonks:

Enhance security and privacy

Copy to Folder

Password to open each presentation: | |

Copy files bo a new Folder with a name and location you specify,

Folder name: | PresentationcD |
Locatiars EC:'I.IZ)_DCI:lments and Settings'l,ttphong'l,M:' Browse. .,
[ oK ] [ Cancel ] [ Ok I | Zancel |

Password to modify each presentation: |

|:| Inspect presentations For inappropriate of privake information

Hinh 204. Tuy chon Options va hop thoai Copy to Folder
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Chuong 8. Trinh dién bo cdo

Khi moi su chuin bi da hoan tit va bay gio ban dang dung trude khan gia dé thuyét trinh v& bai
bao cdo cuia minh. PowerPoint cung cap san mot s6 tinh nang ho trg cho viéc bao cao ciing nhuw di
chuyén de dang gifia cac ndi dung trong khi ban thuyét trinh.

1. Bit diu trinh dién
Dé bat dau trinh chiéu, ban vao ngan Slide Show trén thanh Ribbon va chon From Beginning

(chiéu tir dau — phim tit F5) hoic From Current Slide (chiéu tir slide hién hanh - phim tat Shift
+ F5) tai nhom Start Slide Show.

|/C'1 D-V QSR+ Let's ga to the Moviel.pptx - Microsoft PowerPoint g
(2 e — ==
Home Insert Design Animations | Slide Show | Review View Developer Add-Ins L7}
.-55 T @ I.;;it]. i;M b Recard Marration Resolution: S00KE00 -
oy Tt = &3’ Rehearse Timings 7 Show Presentation On
From From Custom SetUp Fide = f = ! e
Beginning Current Slide | Slide Show ~ || Slide Show  Slide V| Use Rehearsed Timings || | | Use Presenter View

Start Slide Shaw Set Up Monitars

Let’s go to the Movie!

Lights! Camera! Action!

| Click to add notes

slidel of9 | “Flow” | 36 English [US) |

Hinh 205. Bdt dau trinh chiéu

PowerPoint cung cdp sin thanh cong cu dung dé dinh hudéng va chon cac kiéu con tré chudt

Mext

Arrow Previous

EBallpoint Pen
Eelt Tip Pen Goto Slide 3

Highlighter Custom Show #

Ink Color Screen [

Help

End Show
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Hinh 206. Thanh céng cu trong ché dp trinh chiéu

Mot sb tity chon cho ché d9 Slide Show

Vao Office > PowerPoint Options. .. - chon Advanced tir danh sach ¢ bén trai hop thoai va di
chuyén khung bén phai dén phan Slide Show.

PowerPoint Options

Popular |
i Praafing
I Save
i Advanced {
i Customize

Add-Ins
l Trust Center

Resources

'(j Advanced options far working with PowerPaint.

Editing options

When selecting, automatically select entire word
Allow text to be dragged and dropped

|:| Automatically switch keyboard to match language of surrounding text

Maximum number of undaos: '20_ _fl

Cut, copy, and paste
Use smart cut and paste
|:| Show Paste Options buttons

Display

Show this number of Recent Documents: |15 % : i
Show all windows in the Taskbar

Show shorteut keys in ScreenTips

[ Show vertical ruler

Slide Show

Show menu on right mouse click

Show papup toolbar i

Prompt to keep ink annotations when exiting
End with black slide

Frint

Print in background
|:| Print TrueType fonts as graphics

A

OK

] I Cancel

Hinh 207. PowerPoint Options cho Slide Show

Mot s tiy chon cho ban:

o Show menu on right mouse click: Néu duoc chon va khi ban nhap phai chudt trong khi

trinh chiéu thi mot danh muc 1énh tét s& xuét hién.

o Show popup toolbar: Néu chon thi sé hién thém thanh cong cu & goc dudi bén trai trong
khi trinh chiéu.
o Prompt to keep ink annotations when exiting: Néu chon thi PowerPoint s& hién hop thoai
nhéc nhd ban luu bai lai néu trong khi trinh chiéu ban ¢ thém, t6 nén 1am noi noi dung

nao do.

o End with black slide: Néu chon thi khi ban bdo cdo dén hét bai thi s& chuyén sang mot
slide mau den.

Nhép nut OK dé déng hop thoai.
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2. Sir dung cac nit diéu khién trong ché d Slide Show

Pén mt slide xac dinh

Nhap chon nit Slide (hodc nhap phai chuét 1én man hinh) > Go to Slide > chon slide can di

chuyén deén.

Let’s go to the Movie!

Mext

Previous

Go to Slide »
Custom Show »
Screen »

Help

End Show

Lights! Camera! Action!

| __ 1 Let's go to the Movie!

2 Famous Examples

3 Types of Movies

4 Video clip

(5) Favarite Movies Survey

& Oscars, 79th Academy Awards
7 Thiét Iap thudc tinh mac di

8 Cac ngudn tham khido

9 Text Hyperlinks

Hinh 208. Di chuyén nhanh dén slide xdc dinh

Sir dung céc t6 hop phim tit

Bang 9. Danh muc phim tit thwong ding trong khi trinh chiéu

Hanh d¢ng Két qua
Nhap trai chuét bén slide ke tiep hodc hoat canh ke trong slide
Nhap phai chudt V¢ slide lién trudce (chi ¢o tac dung khi tuy chon Shortcut Menu On

Right bi tit)

Nhéan Enter

Di chuyén dén slide ké tiép

Nhén Home Di chuyén dén slide dau tién
Nhén End Di chuyén dén slide cudi cing
Nhén Page Up Di chuyén vé slide lién trudc
Nhan Page Down Di chuyén dén slide ké tiép

Nhép con s0 va nhan
Enter

Di chuyén dén s slide do ban nhap vao nhan phim Enter

Nhan B Hién thi man hinh den, nhin 1an nita dé tro lai man hinh cii
Nhan W Hién thi man hinh #rdng, nhan lan nita d€ tr¢ lai man hinh cii
Nhan Esc Thoat ché d6 Slide Show
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Slide Show Help

During the slide show:

W', left click, space, right or down
arrow, enter, o page down

'F, backspace, left ar up arrow, or
page up

Mumnber Followed by Enter

‘B or')

W' or '

‘B ar'="

'S or '+

Esc, Ctrl+Break, or '-'

m

g

=

o

Hold both the Right and Left Mouse
buttons down For 2 seconds
Chrl+F

Chrl+A

Ckrl+E

Ctrl+H

Chrl+L

Right mouse click

Chrl+5

CErl+T

Zkrl+1

L]

Advance to the next slide
Return ko the previous slide

G0 ko that slide
Blacks/lUnblacks the screen
Whites/Unwhites the screen
ShowjHide the arrow poinker
StopfRestart automatic show
End slide show

Erase drawing on screen

5o ko mext slide iF hidden
Rehearse - Use new time
Rehearse - Use original time
Rehearse - Advance on mouse click,
Return ta First slide

Change pointer ko pen
Change pointer ko arrow
Change pointer ko eraser

Hide pointer and button
Automatically shovefhide arrow
Popup rmenufPrevious slide

Al slides dialog

Yiew task bar

ShiowHide ink. markup

Hinh 209. Cira s6 trg gitip trong Slide Show

Chuyén dén mot Custom Show

T man hinh trinh chiéu, ban nhép nat Slide > Custom Show = chon Custom Show mudn

chuyén tdi.

Mext

Previous

Goto Slide kb
Custom Show ®
Sereen b

Help

End Show

Custom Show 1

Hinh 210.  Chuyén dén Custom Show
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3. Tao ch giai trong Slide Show

Cac tuy chon con tré

Trong ché do Slide Shqw, ban chon Pen trén thanh cong cu = chon Arrow Options = chon tuy

chon con tré mong muon.

EBallpoint Pen
Felt Tip Pen
Highlighter

Ink Color

Erasel | ;
: _ I _»{, Automatic %I
LEREE:Ri ; Visible

Arrow Options Hidden

Hinh 211.

Tuy chon con tré

Automatic: 4n con tro dén khi ban di chuyén chudt
Visible: con tro uén luén duge hién thi trong khi trinh chiéu
Hidden: con tré luén luén duoc bi an trong khi trinh chicu

St dung Pen dé chu giai hoac lam noi n¢i dung

Trong ché d6 Slide Show, ban chon Pen trén thanh cong cu = chon kiéu Pen ((Ballpoint Pen,
Felt Tip Pen) hodc chon ki€u t6 nén lam n6i (Highlighter) = vé& 1én man hinh dang trinh chiéu.

Ban c6 thé thay d6i mau tai Ink Color.

E o= — e e,
— ‘/-)7
Comedy Action Animation
Charlie Chaplin Gone with the Jurassis Park Dumbo
Wind

[] arrow
#  Ballpoint Pen
| # EeitTippen
# Highlighter

Ink Color »
7| Eraser
[34 Erase All Ink on Slide

Arrow Options v
s 27 thingtim 2008 Trin Thanh Fhong, . .. . .

2

Hinh 212.  Sur dung Pen trong Slide Show
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Luu cac cha giai

Khi ket thic bao cao va trong qua trinh bdo cdo ban c6 tao cac chu giai thi PowerPoint s& hién

thong bao nhic nhé ban luu lai (Keep) hay hay bé (Discard).

Microsoft Office PowerPoint

| "j Do wou wank o keep vour ink annokations?

ueep H [ Discard ]

Hinh 213. Théng bdo nhdic nhé heu chit gidi

bé lam xuat hién cac chu giai trong ché do soan thao, ban vao ché d6 Nermal > vao ngan

Review = chon Show Markup.

4. Trinh chiéu bao cao v&i nhiéu man hinh

BAt tinh niing hd treg' nhiéu man hinh trén may tinh
Tir ctra s6 Windows, ban vao Start > Control Panel > chon Display

Display Properties

| Themes | Desktop | Sereen Saver | Appearance | Settings

Dirag the rmonitor icons to match the physical arangement of your monitors,

.

2 F'Iug and F'Ia_I.J Munltu:ur an Mu:ul:ule InteI[H] 345Gk E:-:press Ehlpset Fa Ll

1024 by 7E8 pixels [ e e

Lze thiz device as the primary maoritor.

Extend mywindows deskiop onto this moritor.

[ Identify J| Troubleshoot... I [ Advanced J

[ 0k H Canicel I Sy

Hinh 214. Bt tinh ning nhiéu man hinh
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Chon man hinh thir 2, sau d6 ddnh dau chon vao Extend my Windows desktop onto this monitor.
Ti€p theo, ban chinh lai d6 phan giai cho man hinh thu hai nay. Sau khi thiét lap xong, ban nhan

nat OK dé déng hop thoai Display Properties lai.

Vao ngén Slide Show —> chon Set Up Slide Show = chon man hinh thir 2 (Monitor 2 Plug and
Play Monitor) dé chiéu cho khan gia xem. Man hinh Primary Monitor 1a danh cho nguoi thuyct

trinh. Sau d6 nhap chon Show Presenter View va nhin nit OK.

Set Up Show

Shiow byvpe Show slides

%) Presented by a speaker (Full screen) = all

() Browsed by an individual ¢window) ) From: | i |IU= | & |
Show scrollbar ) Custom show:

() Browsed at a kiosk (Full screen) iCustu:um Show 1 B |

Show options Advance slides

[ ILoop continuausly unkil 'Esc’ (2 Manually

[ 15how without narration (%) Using timings, if present

[ ] shiow withouk animation Mulkiple monitars

Display slide show on:

Pen color: | |Nonitur 2 Plug and Play Monitor |+ |

Show Presenter Wiew

Performance
[ 1use hardware graphics acceleration
Slide show resolution: |SDDXEDD “ |

[ Ok l[ Cancel ]

Hinh 215. Thiét ldgp man hinh trinh chiéu

Si dung tinh ning Presenter View khi trinh chiéu

[’E.. -8 QSR Let's go ta the Moviel.ppts - Microsoft PowerPaint '
) = o
= Home Insert Design Animations | Slide Show | Review View Developer Add-Ins '3@
_@ ® | = L._é:g. iib ¥ Record Narration (@8l Resolution: 500x500 -
o S
= - = (& Rehearse Timings [=8) Show Presentation On: | Monitor 2 Plug and Pl.. ~
From From Custom Set Up Hide =
Beginning Current Slide | Slide Show~ || Slide Show  Slide ¥ Use Rehearsed Timings | (V| Use Presenter View
Start Slide Show Set Up Manitors

Let’s go to the Movie!

Lights! Camera! Action!

| Click to add notes
Slide1 of 9 | “Flow™ | gﬁ English (U.S) |

Hinh 216. Thiét lgp Use Presenter View cho Slide Show
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Ban vao ngan Slide Show = chon d6 phan giai tai Resolution - chon man hinh s& hién thi bai
thuyét trinh cho khan gia xem tai Show Presentation On = chon Use Presenter View.

Tai nhom Start Slide Show = chon From Beginning dé bét dau trinh chiéu

L.et’s go to the Movie!

Lights! Camera! Action!

Hinh 217.  Man hinh khdn gid nhin thdy trong ché dp Slide Show

@ PowerPoint Presenter View - [Let's go to the Moviel.pptx] = 4

Speaker notes

Let’s go to the Movie!

Lights! Cameral Action!

] Hinh céc slide thu nho

Slide: of 9

Hinh 218.  Man hinh nguoi thuyét trinh nhin thdy trong ché dg Slide Show

Tt man hinh danh cho nguoi thuyét trinh, ban c6 thé diéu khién cic ndi dung trinh chiéu mot
cach dé dang dong thoi co thé doc duogc cac thong tin ghi chu cho cac slide ma minh dang trinh
bay.
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St dung céc thanh phan trén man hinh danh cho ngudi thuyét trinh (Presenter View)

¢ (Cac hinh Slide thu nhé: Chra danh muc cac slide trinh ban, ban nhép chudt 1én slide dé
di chuyén nhanh dén slide d6 trong qua trinh bao céo.

e Slide dang trinh chiéu: Hién thi n6i dung gidng nhu man hinh dang chiéu cho khan gia
xem.

e So slide va thoi gian: Hién thi s6 cua slide hién hanh va thoi gian da trinh chiéu cting nhu
thoi gian hién tai.

e Speaker notes: Phan chu thich ciia ngudi thuyét trinh.

e Thanh cong cu: Di chuyén, chon loai bt, mau sic ...

e Slide Show. Click to navigate to other locations in the presentation.

Nhin ESC hodc nhan nit Close dé thoat ché do Slide Show.
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Phu luc

1. Céac cau héi va tra 11 pho bien

Cau 1. Gid st ban ¢6 USB chtra tap tin PowerPoint dung dé bao cdo va khi dén noi bao céo, thi
méi biet mdy tinh dung dé thuyét trinh khong c6 cai Ms. Office. B¢ tranh rui ro néu trén, ban can
phai st dung chirc ndng nao ctia phan mém PowerPoint trudce khi di? Cho biét cach thuc hién.

Tra 1oi

Dung Package for CD dé déng géi toan b bai bao céo kém theo cic tap tin link kém theo, ngoai
ra con cé ca chuong trinh PowerPoint Viewer di theo dé co6 thé bao céo trén cadc may tinh khong
c6 chuong trinh PowerPoint (I¢nh xin xem hinh).

— TR
@l Ly Loy Em

j - Distribute the document to other people

Package for CD b
Copy the presentation and media linksto a |
DOpen faolder that can be burned to a CD.

1| Publish Slides

Sae =] Save slides to a Slide Library or ather
= " location to reuse later, l

ﬂ;‘.':—‘-' Create Handouts in Microsoft Office Word

save fs F ‘@J Open the presentation in Word and
prepare custom handout pages,

-]
=
|'—]| Print v 1 Document Management Server
u’l’l"" = _;_-Elj Share the presentation by saving it to a
B document management server,
7]
B

Prepare k| (@5 Create Document Workspace

p & Create a new site for the presentation and
" keep the local copy synchronized.
Send 4

Publish *

‘

Llose

=y

!5] PowerPoint Options ! iX Exit PowerPoint i
Hinh 1. Package for CD

Ciau 2. PowerPoint ¢6 cho phép chén mot doan video hay mét ban nhac mp3 vao slide hay
khong? Néu duoc xin néu cach thuc hién véi yéu cdu sao cho co thé nhing luén tp tin
multimedia vao slide. (Nghia 1a khi chép tap tin PowerPoint nay sang may khéac thi khong can
phai chép kém theo céc tap tin nhac va video).

Tra 16

Cho phép chén nhac va phim. Tuy nhién PowerPoint chi cho phép nhiing cac tap tin &m thanh co
dinh dang wav, mid (midi — 4m thanh mono) con ddi vai cac dinh dang am thanh khac nhu wma
hay mp3 thi PowerPoint cho phép nhiing bing cach chén ching vao véi dang Object va khi béo
cao thi cac tap tin am thanh nay s& dugc phat thong qua mdt trinh Media Player bén ngoai.
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Insert Design Animations Slide Show Review View

I
Bk

Developer

=5 4 B3

Clip Photo Shapes SmartéArt Chart typerlink Adion Text Header WordArt Date Slide Symbaol (Objgct Movie Soynd
At Album ™ - Box & Footer b G Time Number
Tlustrations Links - Text
I ] 1 o | 3 | 2 1 1 1 |
L

Add-Ins

Insert Object E|E|

) Create new F_ilg_:

Browse, .. [-:

ResLlt

E

Inserts the contents of the File as an object inta your presentation
=0 that you can activate it using the application that created it.

| Cancel

Hinh 2. Nhiing multimedia vao slide

PowerPoint cho phép chén Video clip dudi dang Link ma thoi, mudén nhung thi ciing phai Insert
Object va khi bao cao thi Video clip s¢ dugc phat théng qua mét trinh Media Player bén ngoai (vi
du nhu Windows Media Player), hoac mot giai phap tot hon 1a chuyén Video Clip thanh Flash

Video r6i nhing vao tap tin.

CAu 3. C6 thé chén Flash vao slide duoc khéng? Néu duge thi néu cach thue hién.

Tra 10i:
Dugc phép chén Flash vao PowerPoint. Cach thuc
Developer chon More Controls...

hién rat don gian nhu sau: Vao ngéin

gt‘!g\‘. H9-03EE )7
- Home Insert Design Animations Slide Show Review
z - 3 5] & e Ly F H
_--j _! A (] ﬁ — I& g | " Fropertes fﬂ?g
WVisual Macros Macro ¥ @ _E =8 er View Code || Document
Basic Security z = Panel
Code Caontrols Maodify
Slides [ Outline . x|
1!
o

i e

Presentationl [Compati

View Developer

Hinh 3. Chon lénh More Controls ...

Chon Shockwave Flash Object va OK, v€ mdt vung hinh chit nhat vao slide to nho tuy theo ban

muodn kich thudc cua video clip khi chiéu.
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More Controls

SOProj\iz2 Class A
Search Assistant Control
SelectFile Class

[ Shockwave Flash Ohject
Slider Class

Snapshot Yiewer Contral 10.0
S0AcCtveX Class
SoundBox Control

StopButton Class

ST5Upld CopyCH Class -

[&egister Custom... J | DKJ}J [ Cancel
L

Hinh 4. Vé Shockwave Flash Object vao slide

Nhiap phai chudt chon Properties = tai Movie nhdp tén day du cta tap tin Flash va dwong dan
vao, luu y chon EmbedMovie 1a True
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Properties

|ShockwaveFlashi ShockwaveFlash
Alphabetic ] Cateqorized ]

(Cuskom) [
(Marne) |ShockwarveFlash
alignMode 0

AllowFullScreen False
AllowMetworking | all
AllowScripticcess
BackgroundCalar |-1

Base
BGColar
CrerviceFonk

Flash¥ars
Frammehurn
Height

left

Loop

Embediovie @

-1
|342
10z
\True

MovieData |

Playving | True
Profile | True
Profilefddress |
ProfilePart | 1667845468
Cuality i
Qualityz |High
Salign |

SCale | Showsal
ScaleMode |0
SeamlzssTabhing | True
SWRemote |

top |96
Yisible | True
Widh 516
Wivode Window

Hinh 5. Khai bdo théng tin trong cira s6 Properties

Céu 4. Mudn chén Logo vao tit ca cac Slide trong mot bai bao céo c6 rat nhiéu slide thi phai lam

sao?

Tréa loi

C6 nhiéu cach 1am, tuy nhién cach lam nhanh va it 1am ting dung lwong tap tin 1a chén Logo vao
Slide Master cuia tap tin.

__ Presentation

slides |_Outline

) H9- 05 -

rr |
]
Home Insert Design Animations Slide Show
V| Ruler
= Gridlines
Mormal| Slide Motes Slide andout Motes
Sorter Page Show Aaster Master

Show/Hide

Presentati

Review View

Zoom Fitto
Window

Zoom

IR IRRNE
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2 NS+ Presentation1 [Compatibility Mode] - Microsoft PowerPoint i

| Slide Master | Home Insert Animations Review  View Developer  Add-ns @
I S = @me || B cotors - | &0 Background styles - |
It & || I [a]Fonts - | |
Insert Slide Inset || Master Inset (g Footers || Themes .|| I Hide Background Graphics | Page Slige [ Coze |
I Master Layout ‘# | Layout Placeholder = ‘ ~  [O]Effects Setup Orientation = Masﬁtr\hew‘
| Edit Master | Waster Layout EditTheme || Background 5| PageSetup || Close

Click to edit Master title style

Click to edit Mastersubtitle style

Slide Master | “Office Theme™ | <% |

Hinh 6. Chén logo vao cdc Layout trong ché dj Slide Master

Cau 5. Mot tap tin PowerPoint c6 rat nhiéu slide, gia st chi mudn thuyét trinh mét s slide trong
dé ma khong mudn xod bdt cac slide khac thi phai lam sao? Trinh bay cach lam.

Trd 16i

Co ban la ¢6 2 cach lam:

e Dung chtic ning Hide Slide d¢ an céc slide khong mudn xuat hién trong khi béo céo, cach
lam nhu hinh sau (cach nay rat bat tién khi 1 bai thuyét trinh phai bao cdo cho nhiéu dang ddi
tugng khac nhau va yéu cau ndi dung cé su khac nhau vé ndi dung trinh bay = ching 1& phai
hiéu chinh hoai trude khi bao cdo)

e e e e

e S s g
TELERERETERTS

Mew Slide
Cruplicate Slide
Drelete Slide
Publish Slides
Check for Updates

T TR T Al |

Layout

| - sosiinang wbnhe chapkn csbced
e s
s Reset Slide
e T T e i
i e S g e

sxreiiEves ke ) Format Background...

Hinh 7.  An slide

e Do yéu diém cua Hide Slide nén theo t6i nén sir dung tinh nang Custom Slide Show
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utli Custom Slide Show

Create or play a custom slide show.

WS A TS TAI 2l vET

A custom slide show displays only
the slides you select.

This enables you to have several
different shows [for example a
30-minute show and a 60-minute
show) within the same
presentation,

Define Custom Show

(D) W20 35
~ Hume Insed Animations | Slide Show

- =
. T R d i

| » & Bos O [N i
Bk (ﬁ’ Rehears

From Fram | Set Up Hide
|| Beginning Current Slide | Slide show Slide ¥| Use Reh
| Start Slide Sho Set Up

Custom Shows

Custom shows:

Remitie

Slide: show name: | Cgsﬁ_mimki

Edu:les in Qresentahgn

1.
|2,

WTO \l'P. HE THONG TAI CHINH WIET NP.M—I

HE THONG TAI CHINH 'u'IET Tar

Slides in cuskom shiow

L HE THEME TAI CHINH VIET MM

] HE THEMGE TAT CHINH 'u'IET I

A HE THEM:E TAT CHINH 'u'IET MAM 4 525
. HE THENE TAT CHINH \I'IET TAM ==

« HE THEME TAT CHIMH VIET NaM

=l T L

Zancel

Hinh 8. Chon cac slide cho vao Custom Show [

Khi bdo cdo thi chi cin vao chon tén Custom Slide Show nao tir trong danh sach ma ban mudn

bao cdo.
(= HO -0 QS PP_Binh2.ppt [Compatibilit
i he— i
Home Insert Desrgn Anlmatmns | Slide Show |
E EE (@ | i:'ij |5 ] 5 Recard Marr
— — ‘ =g (&% Rehearse Tin
From From Set Up Hide - —
|| Beginning Current Slide | Slide Show ~||| Slide Show Slide ¥| Use Renears
[ Start Slide Sho| | Set Up
m 'L Custom Shows... f

. MTO wh UL Tiodes Thi QIR VT AR

P

Hinh 9.

Chon Custom Show dé bdo cdo
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Cau 6. C6 thé ty dong hod 100% bai thuyét trinh hay khong? (Nghia la tir lic Show ta khong hé
diéu khién ma bai van tiép tuc chay cho dén hét va tu dong phat lai tir dau). Néu cac di€ém chinh
can thue hién.

Tra 10i:

C6 thé, luu ¥ khi thiét 1ap hiéu tmg cho céc slide, cac thanh phan trén slide phai thiét 1ap thoi gian
tu dong Show khi khdng co hi€u Iénh tir chudt hay ban phim. Ngoai ra con phai vao Set Up
Show chon thém All tai Show slides va chon Loop continously until ‘Esc’.

e Thiét lap thoi gian tu dong Show cho cdc thanh phan cua slide (néu khong dp dung hiéu img
thi khoi lam budc nay)

Custom Animation fy 3

" [:ﬁ Change V] [xa RemuveJ

= —
Direction: | % ¥
Speed: |M Bh"ds

11._—.“—;;3 S Lo 1 05 =1 || | effect | Timing | Text Animation
- a n Clicl " T — =3
. Start With Previous Shark: |
& Start After Previous — e T o
S Delay: |IZI :E seconds
; — > e
;Ct’y %m Spesd; |E| o seconds I:'-.-'ery Fast]l W |
Remove EEDEEI':: | |:|'IEI|'IE:| w |
ewind when done playing
[]rewind when d ey
4 PEDdEn B
T | T

Hinh 10. Thiét Igp thoi gian cho cdc doi twong trén slide

e Thiét 1ap thoi gian chuyén slide tu dong

Animations Slide Show Review Dwe\uper Add-Ins Format

<, Transition Sound: [No Sound]

Wq 1 ] ) S

™ | Advance Slide
v | [# OnMouse Click
7 ;JApplyTu All | ¥ Automatically After: |00:05 =

Transition to This Slide

Hinh 11. Thiét ldp thoi gian chuyén déi giika cdc slide

e Thiét 13p trinh chiéu
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Slide Show

Animations

Review
W5 Record Marration
._@'Rehearse Timings

slige ¥ Use Rehearsed Timings

View Drevel

iml| Resolutio
&t Show Pre

Lise Prese

S Ae e

Set up advanced options for the
slide show, such as kiosk mode.

Set Up Show

7]

Show type

(%) Presented by a speaker (Full screen)

3 Browsed by an individual {window)
Shicitf sz

i Browsed at a kiosk (full screen)

Shiow options

[¥]ioop continuoushy unkil 'Esct

[] show withaut animation

Pen color: | N .|

Petformance

[ Juse hardware graphics acceleration

Show slides

) From: 5 | To: | v
(T Custom show:
;rCustnm Show 1 - |

fidvance slides

(T Manually
E} Isira kimings, if present

Multiple monitors

Slide shiow resalution: | Use Current Resolution

Hinh 12. Thiét ldp trinh chiéu

Céu 7. C6 cach nao cho mot ban nhac hat tir dau dén cudi bai thuyét trinh hay khong? Néu duoc

thi néu cach thuc hién.

Tra 16i:
Cé. Cac budc thuc hién nhu sau
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il 5 Custom Animation x

[;{? Change v] [K_-;; Remove.]

Muodify: Play
Skark: | 5 After Previous w |

2 = | |

ID'.Q [> Believe (CherimPs &
“B  start On Click

Start With Previous
W

q Effect Options... D
Timing..,

Show Advanced Timeline

Bemove

Hinh 13. Chon lénh mo hop thoai tuy chon cho hiéu ung

Chon s6 slide ma ban nhac sé& hat, chon thém Hide sound icon...

Play Sound [1|E| Play Sound
Effect | Timing | Sound Settings | Effect | Timing | Sound Settings -
Start plaving Play options
© From beginring Sound wolurme:

) From last position
) From time: | | seconds y Displ c
| E - q u Hide sound icon during slide shiow
Stop plaving = e e A

Information —
o elick
) After current slid

Total playing time: 0359
File: Duh...\Endlish\Believe (Cher).MR3

Enhancernents — ———u —
Sound: |.’."-'--'-"-‘-‘i | of
After animation: iDDn't Cim L |
R |
[ ok [ cancet | [ ok ][ concet |

Hinh 14. Thiét lgp tity chon cho dm thanh
2. Poi chiéu tinh niing PowerPoint 2003 — 2007
Heé thdng giao dién méi ciia PowerPoint 2007 rat khac biét véi cac phién ban trude. Trong phan

nay s€ liét ké cac d4i chiéu so sanh vé thuc don va céc thanh cong cu cua PowerPoint 2003 va
2007.
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Cac thanh thyc don

Thuye don File (File menu)

PowerPoint 2003 PowerPoint 2007 Ghi chi

New Office, New

Open Office, Open

Close Office, Close

Save Office, Save Nt ndy thudng cé san trén Quick
Access toolbar (QAT).

Save As Office, Save As

Save as Web Page Khong co C6 thé chon 1énh nay tir hdp thoai
Save As

File Search Khong cé C6 thé dung tinh ning Search caa

Windows

Package for CD Office, Publish, Package for CD

Web Page Preview Khéng ¢ C6 thé thém nut ndy vao QAT
Page Setup Design tab, Page Setup group

Print Preview Office, Print, Print Preview

Print Office, Print

Send, Mail Recipient
(for Review)

Khéng cé

Khéng con ho trg

Send, Mail Recipient
(as Attachment)

Office, Send, Email

Send, Exchange Folder

Khéng cé

C6 thé thém nut ndy vao QAT

Send, Online Meeting
Participant

Khoéng cé

C6 thé thém nat ndy vao QAT

Send, Recipient Using
Internet Fax Service

Office, Send, Internet Fax

Send, Microsoft Office
Word

Office, Publish, Create Handouts in
Microsoft Office Word

Properties

Office, Prepare, Properties

Thye don Edit (Edit Menu)

PowerPoint 2003 PowerPoint 2007 Ghi chu
Undo Quick Access Toolbar
Redo Quick Access Toolbar
Repeat Quick Access Toolbar
Cut Home tab, Clipboard group, Cut button
Copy Home tab, Clipboard group, Copy button
Office Clipboard Home tab, Clipboard group, Dialog box
launcher
Paste Home tab, Clipboard group, Paste button

Paste Special

Home tab, Clipboard group, Paste button

Chon Paste Special tir ntit mii tén
ke nut Paste

Paste as Hyperlink

Home tab, Clipboard group, Paste button

Chon Paste as Hyperlink tir ntit
mili tén k& nut Paste

Clear Not available by default C6 thé thém nut ndy vao QAT
Select All Home tab, Editing group, Select, Select

All
Duplicate Home tab, Clipboard group, Paste button | Chon Duplicate tir nut miii tén ké

nut Paste

Delete Slide

Home tab, Slides group, Delete

Co6 thé dung phim Delete trén ban
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phim
Find Home tab, Editing group, Find
Replace Home tab, Editing group, Replace
Go to Property Khéng cé C6 thé thém nut ndy vao QAT
Links Office, Prepare, Edit Links to Files Chi xuat hién khi trong tap tin co
lién két véi mot déi trong.
Object Khéng cé Khi chon ddi twgng thi mét ngan

1énh theo ngit canh s& xut hién

Thyc don View (View Menu)

PowerPoint 2003

PowerPoint 2007

Ghi chu

Normal Slide Sorter
Slide Show Notes Page

View tab, Presentation Views group

C6 thé dung cac nut 1énh & goc
dudi bén phai ctra s6 chuong trinh

Master (Slide Master,
Handout Master, Notes
Master)

View tab, Presentation Views group

Color/Grayscale (Color,
Grayscale, Pure Black

View tab, Color/Grayscale group

and White)

Task Pane Khéng ¢o Task Pane dugc thay bang ngin
Iénh nglt canh Ribbon.

Toolbars Khoéng cé Toolbars dugc thay biang Ribbon

Ruler View tab, Show/Hide group, Ruler

Grids and Guides To change settings: Home tab, Drawing

group, Arrange, Align, Grid Settings

To toggle gridlines: View tab, Show/Hide

group, Gridlines

Header and Footer

Insert tab, Text group, Header & Footer

Markup Review tab, Comments group, Show
Markup
Zoom View tab, Zoom group, or slider in

bottom right corner of screen

Thuwe don Insert (Insert Menu)

PowerPoint 2003 PowerPoint 2007 Ghi chu

New Slide Home tab, Slides group, New Slide

Duplicate Slide Home tab, Slides group, New Slide, Nhép nut miii tén bén canh nut
Duplicate Selected Slides New Slide

Slide Number Insert tab, Text group, Slide Number

Date and Time Insert tab, Text group, Date & Time

Symbol Insert tab, Text group, Symbol

Comment Review tab, Comments group, New

Comment

Slides from Files

Reuse Slides

Home tab, Slides group, New Slide,

Nhap nat miii tén bén canh nut
New Slide

Slides from Outline

Slides from Outline

Home tab, Slides group, New Slide,

Nhép nat mii tén bén canh nut
New Slide

Picture, Clip Art

Art

Insert tab, Illustrations group, Clip

Picture, From File

Insert tab, Illustrations group, Picture

Picture, From Scanner or
Camera

Khong co

Scanner and Camera Wizard c6
trong Clip Organizer.
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Picture, New Photo Album

Insert tab, Illustrations group, Photo
Album

Picture, AutoShapes

Insert tab, Illustrations group, Shapes

Picture, WordArt

Insert tab, Text group, WordArt

WordArt c6 thé 4p dung cho Text

Picture, Organization Chart

Insert tab, Illustrations group,
SmartArt, Hierarchy

Diagram Insert tab, Illustrations group,
SmartArt
Text Box Insert tab, Text group, Text Box

Insert tab, Ilustrations group, Shapes
gallery, Text Box

Home tab, Drawing group, Shapes
gallery, Text Box

Movies and Sounds, Movie
from Clip Organizer

Insert tab, Media Clips group, Movie,
Movie from Clip Organizer

Movies and Sounds, Movie
from File

Insert tab, Media Clips group, Movie,
Movie from File

Movies and Sounds, Sound
from Clip Organizer

Insert tab, Media Clips group, Sound,
Sound from Clip Organizer

Movies and Sounds, Sound
from File

Insert tab, Media Clips group, Sound,
Sound from File

Movies and Sounds, Play
CD Audio Track

Insert tab, Media Clips group, Sound,
Play CD Audio Track

Movies and Sounds, Record
Sound

Insert tab, Media Clips group, Sound,
Record Sound

Chart Insert tab, Illustrations group, Chart
Table Insert tab, Tables group, Table
Object Insert tab, Text group, Object
Hyperlink Insert tab, Links group, Hyperlink

Thyc don Format (Format Menu)

PowerPoint 2003 PowerPoint 2007 Ghi chu
Font Home tab, Font group Co¢ trong Mini Bar.
Bullets and Numbering Home tab, Paragraph group, Bullets C¢ trong Mini Bar.

OR Home tab, Paragraph group,
Numbering

Alignment

Home tab, Paragraph group,
alignment buttons (Left, Center,
Right, Justified)

Co¢ trong Mini Bar.

Line Spacing

Home tab, Paragraph group, Line
Spacing

Change Case

Home tab, Font group, Change Case

Replace Fonts

Home tab, Editing group, Replace,
Replace Fonts

Slide Design Design tab, Themes group

Slide Layout Home tab, Slides group, Layout

Background Design tab, Background group, Co thé nhap phai chudt 1én slide
Background Styles va chon Format background.

Object Khoéng c6 Khi chon ddi twong nao do thi trén

thanh Ribbon s& xudt hién ngin
1énh méi theo ngii canh

Thyc don Tools (Tools Menu)
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PowerPoint 2003 PowerPoint 2007 Ghi chu
Spelling Review tab, Proofing group, Spelling
Research Review tab, Proofing group, Research
Thesaurus Review tab, Proofing group,
Thesaurus
Language Review tab, Proofing group,
Language
Shared Workspace Office, Publish, Create Document
Workspace
Compare and Merge Khéng cé Tinh nang nay da bi bo
Presentations
Online Collaboration, Meet | Khong co C6 thé thém nut nay vao QAT
Now
Online Collaboration, Khoéng cé C6 thé thém nut nay vao QAT
Schedule Meeting
Online Collaboration, Web | Khéng cé Tinh ning nay da bi bo
Discussions
Macro, Macros View tab, Macros group, Macros OR
Developer tab, Code group, Macros
Macro, Record New Khéng co Tinh ning nay da bi bo
Macros
Macro, Security Developer tab, Code group, Macro
Security
Macro, Visual Basic Editor | Developer tab, Code group, Visual
Basic
Macro, Microsoft Script Khoéng co Tinh ning nay da bi bo

Editor

Add-Ins

Office, PowerPoint Options, Add-Ins,
PowerPoint Add-Ins.

AutoCorrect Options

Office, PowerPoint Options,
Proofing, AutoCorrect Options

Customize Office, PowerPoint Options, C6 thé thém nut nay vao QAT
Customize
Options Office, PowerPoint Options

Thuyc don Slide Show (Slide Show Menu)

PowerPoint 2003 PowerPoint 2007 Ghi chu
View Show View tab, Presentation Views group,

Slide Show OR Slide Show tab, Start

Slide Show group, From Beginning
Set Up Show Slide Show tab, Set Up group, Set Up

Slide Show

Rehearse Timings

Slide Show tab, Set Up group,
Rehearse Timings

Record Narration

Slide Show tab, Set Up group, Record
Narration

Action Buttons

Insert tab, Shapes group

Action Settings

Insert tab, Links group, Action

Animation Schemes

Khong cé

Custom Animation

Animations tab, Animations group,
Custom Animation

Slide Transitions

Animations tab, Transitions to This
Slide group

Hide Slide

Slide Show tab, Set Up group, Hide
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Slide

Custom Shows

Slide Show tab, Start Slide Show
group, Custom Slide Show

Thyc don Window (Window Menu)

PowerPoint 2003 PowerPoint 2007 Ghi chi
New Window View tab, Window group, New
Window
Arrange All View tab, Window group, Arrange
All
Cascade View tab, Window group, Cascade
Next Pane Khoéng cé C6 thé thém nut nay vao QAT
List of Windows View tab, Window group, Switch
Windows
Thuc don Help (Help Menu)
PowerPoint 2003 PowerPoint 2007 Ghi chi

Microsoft PowerPoint Help | Click the question mark icon in the

top-right corner

Show the Office Assistant Not available

Tinh ning nay da bi loai bo

Microsoft Office Online Office, PowerPoint Options,

Resources, Go Online

Contact Us Office, PowerPoint Options,
Resources, Contact Us

Check for Updates Office, PowerPoint Options,
Resources, Check for Updates

Detect and Repair Office, PowerPoint Options,

Resources, Diagnose

Activate Product

Office, PowerPoint Options,
Resources, Activate

Customer Feedback
Options

Office, PowerPoint Options,
Resources, Trust Center, Trust Center
Settings, Privacy Options, Sign up for
the Customer Experience
Improvement Program

About Microsoft Office Office, PowerPoint Options,

PowerPoint

Resources, About

Cac thanh lénh

Standard Toolbar

PowerPoint 2003 PowerPoint 2007 Ghi chu
New Office, New

Open Office, Open

Save Office, Save

Send Email Office, Send, Email

Print (Quick Print) | Office, Print, Quick Print

Print Preview Office, Print, Print Preview

Spelling Review tab, Proofing group, Spelling
Research Review tab, Proofing group, Research
Cut Home tab, Clipboard group, Cut
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Copy Home tab, Clipboard group, Copy

Paste Home tab, Clipboard group, Paste

Format Painter Home tab, Clipboard group, Format Painter

Undo Quick Access Toolbar

Redo Quick Access Toolbar

Ink Annotations

Review tab, Inking, Start Inking

Tinh nang nay chi c6 trén
Tablet PCs.

Chart Insert tab, lllustrations group, Chart

Insert Table Insert tab, Tables group, Table

Tables and Borders | Not available Tinh nang nay chi co trén

Toolbar Tablet PCs.

Hyperlink Insert tab, Links group, Hyperlink

Expand All Not available by default C6 thé thém 1énh vao

QAT
Show Formatting Not available by default C6 thé thém 1énh vao
QAT

Show/Hide Grid View tab, Show/Hide group, Gridlines C4 trong Arrange/Align

Color/Grayscale View tab, Color/Grayscale group

Zoom Status bar Zoom controls OR View tab, Zoom group

Help Help button (?) in upper-right corner

Formatting Toolbar

PowerPoint 2003 PowerPoint 2007 Notes

Font Home tab, Font group, Font Co trong Mini Toolbar.

Font Size Home tab, Font group, Font Size C¢ trong Mini Toolbar.

Bold Home tab, Font group, Bold Co trong Mini Toolbar.

Italic Home tab, Font group, Italic Co¢ trong Mini Toolbar.

Underline Home tab, Font group, Underline

Shadow Home tab, Font group, Shadow

Align Left Home tab, Paragraph group, Align Left OR Layout Co trong Mini Toolbar.
tab (with table selected), Alignment group, Align Left

Center Home tab, Paragraph group, Center OR Layout tab C¢ trong Mini Toolbar.
(with table selected), Alignment group, Center

Align Right Home tab, Paragraph group, Align Right OR Layout | C6 trong Mini Toolbar.
tab (with table selected), Alignment group, Align
Right

Change Text Home tab, Paragraph Group, Text Direction OR

Direction Tools tab (with table selected), Alignment group, Text
Direction

Numbering Home tab, Paragraph group, Numbering C6 trong Mini Toolbar.

Bullets Home tab, Paragraph group, Bullets Co¢ trong Mini Toolbar.

Decrease Font Size

Home tab, Font group, Decrease Font Size

C¢ trong Mini Toolbar.

Increase Font Size

Home tab, Font group, Increase Font Size

C¢ trong Mini Toolbar.

Decrease Indent

Home tab, Paragraph group, Decrease Indent

C¢ trong Mini Toolbar.

Increase Indent

Home tab, Paragraph group, Increase Indent

C¢ trong Mini Toolbar.

Font Color Home tab, Font group, Font Color C¢ trong Mini Toolbar.
Design Design tab, Themes group

New Slide Home tab, Slides group, New Slides
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Drawing Toolbar

PowerPoint 2003 PowerPoint 2007 Ghi chu
Draw, Group Home tab (or Format tab), Arrange group, Group

Draw, Ungroup Home tab (or Format tab), Arrange group, Ungroup

Draw, Regroup Home tab (or Format tab), Arrange group, Regroup

Draw, Order, Bring | Home tab (or Format tab), Arrange, Bring to Front

to Front

Draw, Order, Send | Home tab (or Format tab), Arrange, Send to Back

to Back

Draw, Order, Bring | Home tab (or Format tab), Arrange, Bring Forward

Forward

Draw, Order, Send | Home tab (or Format tab), Arrange, Send Backward

Backward

Draw, Grid and Home tab (or Format tab), Arrange group, Align, Grid

Guides Settings

Draw, Nudge (Up, | Not available by default C6 thé dung ban phim

Down, Left, Right)

hoac thém vao QAT

Draw, Align or
Distribute

Home tab (or Format tab), Arrange group, Align

Draw, Rotate or
Flip, Free Rotate

Use the rotation handle on the object.

Draw, Rotate or
Flip, Rotate Left
90°

Home tab (or Format tab), Arrange group, Rotate,
Rotate Left 90°

Draw, Rotate or
Flip, Rotate Right
90°

Home tab (or Format tab), Arrange group, Rotate,
Rotate Right 90°

Draw, Rotate or
Flip, Flip
Horizontal

Home tab (or Format tab), Arrange group, Rotate, Flip
Horizontal

Draw, Rotate or
Flip, Flip Vertical

Home tab (or Format tab), Arrange group, Rotate, Flip
Vertical

Draw, Reroute
Connectors

Drawing Tools Format tab, Insert Shapes group, Edit
Shape, Reroute Connectors

Draw, Edit Points

Drawing Tools Format tab, Insert Shapes group, Edit
Shape, Edit Points

Draw, Change

Drawing Tools Format tab, Insert Shapes group, Edit

AutoShape Shape, Change Shape
Draw, Set Right-click and choose Set as Default Shape. C6 thé dung ban phim
AutoShape Defaults hodc thém vao QAT
Select Objects Home tab, Editing group, Select, Select Objects Tinh ning nay ciing co
trong Slide Master
AutoShapes Home tab, Drawing group, Shapes gallery OR Insert
tab, Illustrations group, Shapes
Line Insert tab, Shapes group
Arrow Insert tab, Shapes group
Rectangle Insert tab, Shapes group
Oval Insert tab, Shapes group
Text Box Home tab, Drawing group, Shapes gallery OR Insert
tab, Text group, Text Box
WordArt Insert tab, Text group, WordArt C6 thé p dung WordArt
cho vin ban thuong
Diagram Insert tab, Illustrations group, SmartArt
Clip Art Insert tab, Illustrations group, Clip Art
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Picture Insert tab, Illustrations group, Picture

Ink Drawing and Review tab, Ink group, Start Inking Tinh nang nay chi cd trén

Writing Tablet PCs.

Fill Color Format tab, Shape Styles group, Shape Fill Tuy thudc vao kiéu ddi

tugng dang chon

Line Color Format tab, Shape Styles group, Shape Outline OR Tuy thudc vao kicu ddi
Format tab, Picture Styles group, Picture Border tuong dang chon

Font Color Format tab, WordArt Quick Styles group, Font Color | Tty thude vao kiéu dbi
OR Home tab, Font group, Font Color tugng dang chon

Line Style Format tab, Shape Styles group, Shape Outline, Tuy thudc vao kiéu ddi
Weight OR Format tab, Picture Styles group, Picture | twong dang chon
Border, Weight

Dash Style Format tab, Shape Styles group, Shape Outline, Tuy thudc vao kiéu ddi
Dashes OR Format tab, Picture Styles group, Picture tuong dang chon
Border, Dashes

Arrow Style Format tab, Shape Styles group, Shape Outline, Chi ¢6 thé ding cho cac

Arrows

duong k& va cac diém ndi

Shadow Style

Format tab, Shape Styles group, Shape Effects,
Shadow

3-D Style

Format tab, Shape Styles group, Shape Effects, 3-D
Rotation

3. Tty bién thanh QAT

Ban c6 thé thém nhanh cac nat 1énh duge tich hop san cho thanh QAT béng cach nhéip trai chuot

vao nut * trén thanh QAT. Sau do6, ban chon hodc bo chon cac nat 1énh cho hién hoac an trén
thanh QAT.

:d'-f;" Hadne Tz ek i stomize Quick Access Toolbar 1
0y = Mew |
Py |
Paste || New | Save |

- | sige~ % :
Cliphoard T slides BN L
Quick Print 1

: ,,f Print Preview

spelling
[+ || Undo
».r‘ Redo

Slide Show From Beginning

Mare Commands...

Show Below the Ribbon

| Minimize the Ribbon

Hinh 15. Thém hodc bot nhanh cdc nut lénh trén thanh QAT

Tran Thanh Phong Trang 148



Phu luc

Chwong trinh Gidng day Kinh té Fulbright

Ban ciing c6 thé thém cic nut 1énh khac vao thanh QAT bing hudng din sau:

e Chon nat Office > chon PowerPoint Options... 2 Hdp thoai PowerPoint Options xuat hién
e Cho Customize tir danh sach bén trai

PowerPoint Options

Popular
Proofing
Save
Advanced
Customize
Add-Ins
Trust Center

Resources

@ Customize the Quick Access Toolbar.

Choose commands from: i

iPopuIar Commands

<Separator>

| & Acdtion

Bring Forward
Bring to Front

[y custom Animation..,

Draw Table

Draw Vertical Text Box
Duplicate Selected Slides
E-mail

Format Background...
Format Shape

Group

Insert Hyperlink
Insert Picture from File
Layout

MNew

New Slide

Open

Paste Special...

v

|

|:| Show Quick Access Toolbar below the Ribbon

For all documents (default) v |

Customize Quick Access Toolbar (i

¥} Undo »
3 Redo

|3 Print Preview

!j Open
| Paste

|

e Chon cac nhom Iénh tir hgp Choose commands from .... Sau d6, ban chon céc nut 1énh

tir hop bén dudi va nhdn nut Add >> dé thém vao hop danh sach bén phai.

e Néu ban mudn bo mdt nat 1énh nao d6 khoi QAT thi chon n6 tor hdp Customize Quick
Access Toolbar bén phai va nhan nat Remove.

e Détra thanh QAT vé trang thai mac dinh thi nhén nut Reset.

e Ban chon Show Quick Access Toolbar below the Ribbon thi thanh QAT s& xuat hién
bén dudi thanh Ribbon.

e D& hoan tit viéc tiiy bién thanh QAT thi nhan nut OK.

4. Tuy bién thudc tinh cho cac ddi twong dwoe tao trén slide

Khi ban tao mdt hdp vin ban (text box), PowerPoint s& ap dung céac thudc tinh méc dinh cho no
nhu font chit mac dinh, kich thudce chit va cac dinh dang cho chit nhu in dam, nghién, gach
chan... Khi ban v& mot d6i tugng, PowerPoint cling ap dung céc thude tinh mic dinh cho déi
twong d6 nhu: t6 mau nén (fill color), d6 bong (shadow), va kiéu nét vé& (line style). Ban ¢6 thé
thiét lap cac thudc tinh mic dinh cho d6i tugng theo hudng dan sau:
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Thiét 1ap thudc tinh mic dinh cho hdp vin ban

I

Thiét lap thx defeitied

Times Me -~ 24

I

dinh

o)
[Thlet lap 'shuoc tinh
Lm_ ¢ dinh cho Text bo
&

= b

®FEE DR =D

3l
%

Cut
Copy
Paste

Edit Text

Bring to Front
Sendto Back

Hyperlink...

Sawve as Picture...

Set as Default Text Box

Size and Position...

Farmat Shape...

Mini Toolbar

b

Hinh 16. Tiy bién hop vin ban

e V& mot hop van ban trén slide

e Dinh dang font chit, cé chit, mau sic, kiéu va kich thude,... va dinh dang hdp van ban
nhu t6 nén, mau nén, dd bong,... theo mong mudn

e Chon hdp van ban, sau do nhép phai chuét va chon Set as Default Text Box

Thiét 1ip thudc tinh mic dinh cho hinh vé

Constan ~ 18

Tluet lap thuoc 1;11111

7
N4

Thiét lap thudc tinh
maic dinh cho Text box

ﬂﬁd,*

—s

& I":H

® &

o
L=

Cu

=8

Copy

Paste

Edit Text

Bring to Front
Send to Back

Hyperlink...

Save as Picture...
Set as Default Shape
Size and Position...

Format Shape...

ks

Hinh 17. Tiy bién cho hinh vé
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e V& mot hinh vE trén slide

e Thay doi cac thudc tinh theo mong mudn nhu mau sac, hiéu tng, ki€u nét ve, font chir,

mau chit, kiéu cht, kich thudc chit ....
e Chon hinh v& va nhép phai chudt, sau do chon Set as Default Shape

5. Tty bién thanh trang thai

Nhéip phai chudt 1én thanh trang thai, tir 6 chon hodc bo chon cac tinh nang cho thanh trang thai.

f View Indicatar

Theme

|| Spell Cheek

English [U.5.]

Language

off

iv'| Signatures

|7| Information Management Palicy Off
|7| Permissions Off
(V] view Shorteuts
V| zoom 6%
Click to add not|| v | zoom siider
|V | ZoomtoEit
idel of 7 | “Flow" | English (L.5)] | [\ e

Hinh 18. Cdc tuy chon cho thanh trang thai
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Tai nguyén Internet

1. Template, Themes va Background

Mot s6 dia chi cho phép tai PowerPoint Template, Theme va Background

e http://office.microsoft.com
http://powerbacks.com
http://www.presentationhelper.co.uk
http://www.poweredtemplates.com
http://www.ppted.com
http://www.indezine.com
www.powerpointbackgrounds.com/
www.powerfinish.com/
www.graphicsland.com/powerpoint-templates.htm
WWW.powerpointtemplatespro.com/
www.abetterpresentation.com/
www.slidesdirect.com/
www.zapitmedia.com

o www.digitaljuice.com

2. Add-Ins va tai li€u tham khao

e 2007 Microsoft Office Add-in: Microsoft Save as PDF or XPS
http://www.microsoft.com/downloads/details.aspx?Familyld=4D951911-3E7E-4AE6-B059-
A2E79ED87041&displaylang=en

Add-Ins gitp chuyén dbi tap tin PowerPoint sang dinh dang PDF hozc XPS.

¢ Thermometer Add-in for PowerPoint
http://www.indezine.com/addin/thermometer/index.html

Tao thém mdt thanh cong cu & phia dudi man hinh trinh chiéu dé cho biét ban da bao cdo
duogc bao nhiéu va con lai bao nhiéu.

o WebAIM: PowerPoint Accessibility Techniques
www.webaim.org/techniques/powerpoint/

Office Accessibility Wizard gitup chuyén ddi tap tin PowerPoint thanh dinh dang web rat tién
lgi va dé st dung.

e Steve Rindsberg/RDP
www.rdpslides.com/

Trang nay ctiia mot PowerPoint MVP va ¢ chira nhiéu add-ins hitu ich.
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e Crystal Graphics
www.crystaleraphics.com/

Add-Ins cung cép thém cac hiéu ting hoat canh, 3-D, hiéu ttng chuyén canh, dd thi...

e Office Tips
www.mvps.org/skp

Cung cap cac add-ins cho PowerPoint va nhidu tai liéu tham khao phong phil, dic biét 13
VBA cho PowerPoint.
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