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Loi noi dau

Ban doc than mén,

PowerPoint 1a mot cong cu bién tap va trinh dién béo céo trén méy tinh phd bién nhat hi¢n nay.
Dung PowerPoint dé trinh bay véi khach hang, béo cao trong noi bo cong ty hay giang day sinh
vién.

Phién ban PowerPoint hién cd trén thi truong 1a PowerPoint 2007 vai rat nhiéu tinh nang méi va
giao dién mai. Do vay, nhitng nguoi da tung sir dung thanh thao hoac nhitng ngudi méi bit dau
tim hiéu PowerPoint déu phai hoc céch sir dung chuong trinh ndy. Tuy nhién, nhitng nguoi d4
ting sir dung PowerPoint s& mat it thoi gian hon so véi nhitng ngudi mai bét dau.

Tai liéu nay c6 8 chuong va céac phu luc. Céc chuong duoc td chtc theo ting nhém néi dung 16n
tuong ang voi qué trinh xay dung b&o cao cua ban trong PowerPoint. Do vay, cac ban moi bat
dau hoc nén doc tir dau dén cudi dé cé cai nhin va su hiéu biét tong quat vé chuong trinh nay.
Cac ban d4 ting st dung PowerPoint chi can doc cac ndi dung mai trong phién ban PowerPoint
2007 va nhitng van dé ma minh quan tam.

Do tai liéu chd trong vao viéc thuc hanh véi cac hinh anh huéng dan truc quan, nén céc phan noi
dung s& chi dién giai cac diém can thiét va quan trong nhat. Tai liéu c6 trén 200 hinh anh minh
hoa ciing véi nhiéu bang biéu liét ké cac tinh nang va dién giai nhitng tly chon cua chwong trinh
PowerPoint.

Hy vong tai liéu nay s& gilp ich cho ban doc trong viéc hoc cach sir dung hiéu qua chuong trinh
PowerPoint dé &p dung vao cong viéc thuc te.
Cac y kién d6ng gop vui long gui vé:

Tran Thanh Phong ’
Chuong trinh Giang day Kinh té Fulbright
Email: ttphong@fetp.vnn.vn

TP. HCM, ngay 27 thdng 08 nam 2008
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Chwong 1. Giéi thiéu PowerPoint 2007

PowerPoint 2007 14 mét phan cua bd Microsoft Office 2007. Ciing gidng nhu Word (chwong
trinh xt ly van ban), Excel (bang tinh), Outlook (trinh quan ly e-mail va quan ly cong viéc ca
nhan) va Access (co sé dir lidu), PowerPoint gilip ching ta tao nén cac bai thuyét trinh/ béo céo
sinh dong va 16i cudn.

Khi béo céo, ching ta c6 thé dung cac loai dung cu hd trg c6 thé nhin thiy nhu: slide 35mm,
phim chéu cho méy overhead, céc slide trén may tinh, ban bao c4o duoc in ra, cac ban ghi chi
cua ngudi thuyét trinh. PowerPoint c6 thé tao ra tat ca céac loai dung cu trén va co thé kém theo
cac hiéu tng hap dan va thu hat nguoi nghe.

Do PowerPoint duoc tich hop rat chat ché vai cac thanh phan khac cua bo Microsoft Office 2007,
nén ching ta cd thé chia s& thong tin giira cac thanh phan nay rat d& dang. Vi du, ching ta c6 thé
vé biéu d6 trong Excel va c6 thé chén biéu d6 nay vao slide caa PowerPoint hoic chiing ta c6 thé
chép céc doan van ban cua Word va dua vao slide caa PowerPoint,...

1. Céc diém méi trong PowerPoint 2007

Ciing gidng nhu cac chuong trinh khac cua bo Office 2007, PowerPoint 2007 da duoc thiét ké
méi vé giao dién. Véi giao dién méi s& rat tién loi trong viéc sir dung, tuy nhién doi hoi tat ca
nguoi dung, tham chi 1a nhitng ngudi d4 rat thanh thao cac phién ban truéc phai 1am quen voi
giao dién nay. Duéi day 1a mot s6 tinh nang mai ma ban s& gap trong qua trinh sir dung phién ban
nay.

Céac Tab va Ribbon

PovyerPoint 2007 xay dung thanh Ribbon c6 cac nat 1énh dd hoa d& nhan biét dugc chia thf;mh
nhiéu Tab (ngan) thay cho hé thong thuc don phuc tap cua cac phién ban trudc. Moi tab giong
nhu mét thanh céng cu vai cac nat 1énh va danh sach Iénh cho ngudi dung lua chon sir dung.

Céc tab khong dé& tiy bién d& nhu cé4c thang céng cu & cac phién ban trudc, nhung PowerPoint
2007 c6 thém mot thanh cong cu goi la Quick Access Toolbar (QAT - thanh cbng cu truy cap
nhanh) gidp ngudi dung tdy bién cac nit 1énh mot cach nhanh chong va dé dang. Ban c6 thé thém
vao thanh QAT bat ky nGt 1énh ndo biang cach nhip phai chudt vao né va chon Add to Quick
Access Toolbar.

Tab dang chon Quick Access Toolbar

_ |

Hinh 1. Thanh Ribbon

Tran Thanh Phong Trang 1
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Thuc don Office

Cac lénh trén thuc don Microsoft Office (goi tit 1a thuc don‘Office) lien quan dén viéc thao tac
véi tap tin: luu trir, in an, mo, dong tap tin,... Cac l1énh nay nam trén thuc don File cua cac phién
ban PowerPoint trudc.

I\||Ut Iénh Office

Hinh 2. Thuc don Office

Ca4c kiéu mau cho hinh anh (Graphics) va van ban (Text)

Néu ban thanh thao Microsoft Word, ban ¢6 I& da tung nghe dén khai ni¢m style. Mdi style luu
cac thong tin dinh dang ma ta c6 thé ap dung vao nhicu doan van ban trong Word nham dam bao
tinh dong nhat. Vi du nhu khi ap dung cing mot style cho cac tiéu dé dé dam bao cho tat ca cac
tiéu d¢ duoc dinh dang giong nhau.

PowerPoint 2007 mé rong khai niém style bang céch cho phéo &p dung style Ién cac doi tuong
hinh anh nhu: hinh, cac duong ke, cac khoi hinh gionh nhu van ban.

Nat Iénh Office  Nhap chon nit ndy dé ma thém style

Hinh 3. Cac kiéu mau hinh dnh va van ban

Tran Thanh Phong Trang 2
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Nhiéu lwa chen vé hinh va dinh dang hon

Céac qéi tugng hinh ve (trudc kia goi la AutoShapes, bay gio goi la cac hinh anh Office Art) dugc
cai tién rat nhiéu trong PowerPoint 2007. Ban khong nhiing c6 thé ap dung cac mau sac va to nén
cho céc doi tuong ma con cé thé d6 bong, chiéu sang, trang tri bé mat, hiéu ung 3-D, nghién va
xoay hinh.

Hinh 4. C4c lwa chon dinh dang hinh vé

Tat ca cac hiéu tng maéi cho cac d6i tuong hinh V& nay ciing c6 thé ap dung vao khung vién cua
hinh anh chen vao slide. Ngoai ra con c6 vai cdng cu méi lam viéc véi cac hinh anh gitp chung ta
thay doi tbng mau caa hinh cting nhu thém vao khung hinh.

Nhiéu tly chen dinh dang vin ban

PowerPoint 2007 thém vao nhiéu dinh dang van ban méi. Sy cai tién trong dinh dang van ban c6
y nghia nhit c6 1& 1a cdng cu WordArt, cdng cu nay cho phép ap dung vao ca cac doan van ban
thong thuong véi mot it giéi han. (Luu y tap tin phai duoc luu véi phan mé rong cia Powerpoint
2007 thi céac tinh nang ndy mai hién hiwu).

Hinh 5. Binh dang cho van bang dung WordArt

Tran Thanh Phong Trang 3
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Mau sic (Color), kiéu chix (Font), va cac mau hiéu wng (Effect Themes)

Céc style khang nhitng ¢6 thé tu dong dinh dang cac déi tugng don I¢ ma con c6 thé thay doi
dinh dang cua toan bai trinh dién. Moi theme c6 3 thanh phan do6 la: mau sac, kiéu chir va cac
hiéu ung.

|AF|[|1= -[| v

Theme Colors
H HEEEEN

Standard Colors
HN EEEER

:8) | More Colors...

Hinh 6. Céc tong mau ta c6 thé chon tir bang mau

Hinh 7. C&c kiéu font chz ta c6 thé chon tir danh sach

SmartArt

SmartArt trong PowerPoint 2007 1a mét tinh nang manh, gidp nguoi ding nhanh chéng chuyén
cac danh séch thanh céc so dd sinh dong chi vai vai ci nhap chuot.

Tran Thanh Phong Trang 4
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Vong do1 san pham

¢ Khao sat
P Khio
+ Thiét ke sat
¢ Phat ‘m?rn Dinh Thigt
* San xuat gid ké
* Thinghiém
* Danh gia
i :

Phit
trién

Hinh 8. Nhiéu kiéu SmartArt

SmartArt giéng nhu tinh nang Diagrams trong PowerPoint 2003 nhung dua trén bo may

vé hinh maéi cua Microsoft, do 1a Escher 2.0.

Cong cu vé do thi tot hon

Trong céc phién ban Office truéc, Excel Ia chuong trinh c6 kha nang v& do thi xuat sac nhat.
PowerPoint 2007 bao gom cdng cu vé do thi méi giong nhu giong nhu cua Excel 2007. Ciing
giong nhu SmartArt, no tich hgp bd may vé hinh mai la Escher 2.0 va ta c6 thé dinh dang do thi

véi nhiéu kiéu hiéu ang c6 sin.

Khao sat vé s¢ thich xem phim

o Thé loai
phim nao

25
20

0_
0_
150 1
B Nam
100 + N
50 7
0 - T T T '

Phimha Kich Hanh Hoat
déng hinh

ntt thich
xem hon?

ma nam va

Hinh 9. Vé do thj dé dang hon

Tuy bién cac mau slide

Trong In earlier versions of PowerPoint, ban chi cé thé chon lua cac mau slide ma PowerPoint
cung cap san. Trong PowerPoint 2007, ban c6 thé tu tao cac mau slide vgi cac nhicu loai

Tran Thanh Phong
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placeholders khac nhau giéng nhu cac mAu slide c6 s&n. Biéu nay gilp ta dé dang tao ra cc mau
slide phurc tap va day la tinh nang cai tién cua Slide Master.

Hinh 10. Tuy bién cho cac Slide Master

2. Tim hiéu cac thanh phan trén cira sé chwong trinh Microsoft PowerPoint

Giao dién cua PowerPoint nhin chung ciing gidéng nhu cac chuong trinh Windows khac, tuy nhién
no cing c6 mot vai diém dac trung. Cac thanh phan trén cira s6 PowerPoint nhu sau:

= Thanh tiéu dé (Title bar): The hién tén cua chuong trinh dang chay la PowerPoint va tén
cua bai trinh diéen hiﬂén hanh. Néu ctra s6 chua toan man hinh thi ta c6 thé dung chuot kéo
Title bar de di chuyén cura so.

» Ribbon: Chirc nang cua Ribbon 1a sy két hop cua thanh thuc don va cac thanh cong cu,
duoc trinh bay trong cac ngan (tab) chira nt va danh sach Iénh.

= Nut Office: M¢ thuc don Office tir do ta c6 thé truy cap cac lénh mo (open), luu (save),
in (print), va tao mai (new) bai trinh dién.

= Quick Access Toolbar: Chura céc Iénh tit cia cac Iénh thong dung nhét. Ban c6 thé thém/
bt cac 1énh theo nhu cau sur dung.

= NGt Minimize: Thu nho cua s6 ung dung vao thanh tac vu (taskbar) cua Windows; ban
nhap vao nut thu nho cua rng dung trén taskbar dé phong to lai cira s6 (rng dung.

» NGt Maximize/Restore: Khi ctra s6 ¢ ché d6 toan man hinh, khi chon nit nay sé& thu nho
ctra so lai, néu cura s6 chua toan man hinh thi khi chon nat nay sé phong to cira s6 thanh
toan man hinh

= Nt Close: Bong ng dung lai. Ban c6 thé nhan dugc thdng bao luu lai cac thay doi cua
bai trinh dien.
»  Khu vuc soan thao bai trinh dién: Hién thi slide hién hanh.

= Thanh trang thai (Status bar): Bao cao thong tin vé bai trinh dién va cung cip cac nat
Iénh thay doi che d6 hién thi va phong to, thu nhé vung soan thao.

Tran Thanh Phong Trang 6



Chwong 1. Gigi thiéu PowerPoint 2007 Chuong trinh Giang day Kinh t& Fulbright

Nuat Office Thanh trang thai Khu vyc Close
soan thao Maximize/Restore
Quick Access toolbar Titlebar  goj 13 slide Minimize

Hinh 11. Céc thanh phan trén ciza s6 PowerPoint

Céc ngan chaa lénh (Tabs) Ngan lénh theo ngit canh

Nhom Iénh Mo hop thoai
Hinh 12. Thanh Ribbon
3. Thay déi kiéu hién thij trong cira s6 chwoeng trinh

PowerPoint 2007 ¢6 4 kiéu hién thi, mdi kiéu c6 cong dung riéng trong qua trinh soan thao, chinh
sura hoac trinh chiéu. Sau day la cac kiéu hién thi:

» Normal: Ché do nay trong qué trinh soan

Tran Thanh Phong Trang 7
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« Slide Sorter: Ché do nay gilp xem téng thé bai trinh dién, bé cuc, ciing nhu trinh ty céc

slide trong bai.

» Notes Page: Ché d6 nay gilp ta thém céc ghi chl vao slide (cac ghi chi nay s& khdng

hién thi khi trinh chiéu)

» Slide Show: Pay la ché do trinh chiéu toan man hinh, cac slide sé& lan lugt xuat hién theo

thir tu cua no.

Céc kiéu
hién thi

Hinh 13. Céc kiéu hién th; cira so lam viéc

J ‘ LSIide Show

Slide Sorter

Mudn chuyén qua lai gifra cc ché d hién thi thi ban vao ngan View tréb thanh Ribbon, sau do
chon kiéu hién thi mong muon hoac chon kiéu hién thi truc tiép tur thanh trang thai. Dudi day la

cac hinh minh hoa cua céc kiéu hién thi:

Normal

Slide
Sorter

Tran Thanh Phong
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Slide
Show

Lui vé slide/ hiéu ung truse
Chon kiéu con tro
M¢ thuc don diéu kién
Tai slide/ hiéu ng ké tiép

Notes
Page

Hinh 14. Céc kiéu hién thi

Ghi chd: Nhan phim F5 dé chuyén sang ché dg trinh dién tir slide bat d@au, nhan té hop
phim <Shift + F5> dé bat dau trinh chieu tu slide hi¢n hanh.

4. Phéng to/ thu nhé
Ban c6 thé phong to hoac thu nhé viing soan thao trong cira so6 PowerPoint 2007 bang cach sit
dung thanh Zoom trén thanh trang thai hoac c{Ung hop thoai Zoom. Ban c6 thé phong to hoac thu
nho ving lam vigc trong khoang tir 10% dén 400%. Ban nén su dung tly chon Fit Slide to
Current Window dé c6 duoc vung lam viéc tot nhat.

Ty 1 hién hanh Nt truot

Thu nho Phdng to

li Diéu chinh viing lam viéc vira
vin theo cira s6 hién hanh

Hinh 15. Thanh Zoom

Dé goi hop thoai Zoom thi ban chon thanh Ribbon = chon ngan View = chon Zoom. Cach nhanh hon 1a
ban nhip chudt vao nat chi s phan tram trén thanh trang thai hoac nhan to hop phim <ALT + W + Q>.

Hinh 16. Hgp thoai Zoom

Tran Thanh Phong Trang 9
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5. Mot s6 tly chen va tinh ning hiru dung
Dudi day la cac tinh nang va tuy chon hitu dung cua chuong trinh PowerPoint
Thanh thwéoc ngang va doc (Ruler)

Céc thanh thudc ngang va doc gilp ching ta trong viéc bé 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.

Thanh thudc ngang

Thanh thudc doc

Hinh 17. Thanh thuéc doc va ngang

Thanh thuéc ngang va doc chi c6 trong kiéu hién thi Normal va Notes Page va don vi tinh trén
thanh thuéc tuy thugc vao thiét 1ap Regional Settings trong Control Panel cua Windows.

Ban c6 thé tat bét thanh thudc doc bang cach vao nat Office & chon PowerPoint Options =
chon Advance va t6i muc Display = bo chon Show Vertical Ruler.

Hinh 18. Tuy chon thanh thudc doc

Tran Thanh Phong Trang 10
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Cac dwong lwéi (Gridlines)

Cac duong ludi chia slide thanh cac 6 vudng co Kich thudc bang nhau giup ching ta canh chinh
cac doi tugng dé dang va cac duong nay s& khdng duoc in ra. Ban co thé dung cac cach sau de
bat/ tat cac duong ludi:

» Nhén t6 hop phim <Shift + F9>.

= Chon ngan View - chon nhdm Show/Hide - chon Gridlines.

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

4 —

Hinh 19. CA&c duwong ludi trén slide

Cac duong luai

Hop thoai Grid and Guides gitp thiét 1ap khoang céch giita cac duong luéi ciing nhu nhiéu tiy
chon khac. M¢ hop thoai Grid and Guides lam theo cac budc sau: Chon ngan Home —> chon
nhoém Drawing = chon Arrange - chon Align - chon Grid Settings...

Bit dinh ddi twong vao duong ludi
Bt dinh ddi twong vao ddi tugng khac

Thiét 1ap khoang céch giita cac duong ludi
Bat/ tat duong ludi

Bat/ tit duong tro gilp V&

Hinh 20. Hgp thogi Grid and Guides
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Pwong tro gitp (Guides)

Puong tro gilp ciing gidng nhu cac dudng ludi trén slide nhung ta ¢ thé kéo va tha ching dén
cac vi tri mong muén. Céc duong tro gilp nay gidp dé dang trong viéc canh chinh vi tri cua céc
dbi tuong trén slide va ciing khong duoc in ra giay.

Hinh 21. Cé&c duong tro giup ngang va doc

Ban c6 thé tao thém cac duong tro giup bang céach giit phim Ctrl trong khi dung chuét kéo duong
tro gilp ngang/ doc dén vi tri mai va bo chuot. Ban co thé tao toi da 8 duong tro gitup ngang/ doc.

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

Khi soan thao bai trinh dién, ching ta thuong soan thao trong ché dé6 mau. Tuy nhién, ban nén
kiém tra bai trinh di&n trén man hinh ¢ ché xem den/ trang (Black and White) hoic tdng mau xam
(Greyscale) khi ban muén in ra gidy trén may in tring den.

Nhép chudt vao ngan View trén thanh Ribbon - chon Greyscale hoic Pure Black and White

Hinh 22. CA&c kiéu hién thj trong ché dg Greyscale hogc Pure Black and White

Sau khi chon xong kiéu hién thi mau khi in thi ban nhap chuét vao nat Back To Color View dé
tré lai ché do day du mau binh thuong. Cac tiy chon kiéu mau Black and White hoac Greyscale
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khong 1am anh hudong dén cac mau sic dang co trén slide ma ching chi cé tac dung khi in ra gidy
trong ché do Black and White hoic Greyscale.

Sap xép cac cira so

Khi ban m& nhiéu cira s6 cung mot luc bang cach nhan ban hoac do mo nhiéu tap tin PowerPoint,
ban c6 thé dung chic niang sdp xép céc ctra s6 cho d& theo dbi. Ban 1am theo cac cach sau:

= Tile: Chon ngan View trén than‘h Ribbon = chon Arrange All. Cac cira 6 s& duoc dan
ra trén man hinh va khéng bi chong 1én nhau.

» Cascade: Chon ngan View trén thanh Ribbon = chon Cascade dé sip xép cac cira sb
theo cach xép chong 1én nhau, moi cira s6 chi thay thanh tiéu deé.

Hinh 23. Sdp xép cac cira 6 theo kiéu Tile va Cascade

Cac lénh nay khong co tac dung dbi véi cac cira s6 thu nhé nam trén thanh Taskbar cua
Windows.

Chuyén qua lai giira cac cira so

Ban c6 thé chuyén d6i qua lai gitta cac cira s6 1am viéc cua PowerPoint bang cach chon ngan
View trén thanh Ribbon = chon Switch Windows = chon tén tap tin PowerPoint cin xem.

Hinh 24. Chuyén déi qua lgi gitra cac cira sé
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6. S dung trinh tro gidp

Trinh tro gilp ciia PowerPoint giong nhu mot quyén sach tham khao toan dién nhat. Ban c6 thé
tim kiém céc huéng dan tir trinh trg gitp nay m0| khi gap kho khan trong viéc st dung céc chuc
nang cua chuong trinh. Trinh trg gidp s& cung cap céc hudng dan tiung budc rat dé theo ddi va dé
hiéu, tuy nhién ban can phai thanh thao tiéng Anh mai c6 thé sir dung tét ngudn tai nguyén nay.

Dé mo trinh tro gilp cia PowerPoint, ban nhin phim F1 hoic nhip nat Help trong cta sb
chuong trinh PowerPoint.

— Nt Help

Nhap tir khoa cua
phan muén tro gidp

Céc phan tro gitp
duoc bd cuc theo
cac chu dé

Hinh 25. Cia s6 phan tro gitp cia PowerPoint

Bang 1. Thanh thuc don cua cira s6 Help

Nat Tén nut Mo ta
Back and Di t6i va l0i trong cac bai huéng dan ma ban da xem giéng nhu trinh
Forward duyét
x Stop Dung tai noi dung mudn xem, réat hitu ich khi viéc tai qua cham va
ban muon huy Iénh tai (thdng thuong 1a ndi dung tur Internet).
12 Refresh Tai lai noi dung tur Internet
a4 Home Tré vé danh muc cha d&& mac dinh caa trinh tro gidp.
=) Print In ni dung bai huéng dan hién hanh.
A Change Font Mo danh muc céac lya chon kich thuéc chir trong bai hudng.
Size
@ Show Table of | Tat/ mé khung muc luc céc bai hudng dan bén trai cira s6 Help.
Contents
& Keep on Top Giir ctra s6 Help ludn nam trén tat ca cac ctra s6 khéc.
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Chwong 2. Céach tao bai trinh dién chuyén nghiép
Trong churong nay trinh bay 11 diém trong ké hoach xay ding mét bai trinh dién!

1. Mét bai trinh dién hiéu qua

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

= Puoc thiét ké va dinh dang phu hop véi ddi teong khan gia va hoan canh chung quanh.

» Tap trung cao d6 vao chu dé bao cao, loai bo di cac phan khéng lién quan

= Sir dunh céc kiéu mau caa PowerPoint cung cap san mét cach phu hop, chl y vé mau séc,
kiéu font chit nham giip nhan manh noi dung béo céo.

= MOdi slide nén chira dung mot luong thong tin vira phai, khéng nén c6 cac doan vin ban
qua dai.

= Sir dung c&c anh va minh hoa trén sach bao c6 muc dich nham truyén tai thdng tin tét hon
va tao nén an tugng cho ngudi xem mot cach truc quan.

= Su dung cac do thi minh hoa cho céc s liéu (tai chinh) hon Ia doan vin ban véi cac con
SO.

= Tan dung cac &m thanh va doan phim nham tao nén s thich thi cho ngudi xem, nhung
khong tao nén su 1an at noi dung bao céo.

= Sir dung céc hoat canh va hiéu tng chuyén canh trong cac tinh huéng pht hop nhung
khodng tao lam giam gié tri cua noi dung bao céo.

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

» Danh thoi gian & phan cudi bai bao céo cho viéc dat va tra 1oi cau hoi caa khan gia, nham
gip khan gia lam rd cac vin d& ma ho quan tam.

Sau day la cac bugc dé phat trién mot bai trinh dign cé chét luong.
2. Ké hoach phat trién bai trinh dién

Néu ban khdng c6 ké hoach xay dung mat bai trinh dién ngay tir dau, cd thé ban s& mat nhiéu thoi
gian dé lam di lam lai céc slide. Sau day la cac budc trong qua trinh xay dung bai trinh dién:

Bwéc 1: Xac dinh déi twong khan gia va muc tiéu bai trinh dién

Trugc khi ban tao nén bai trinh dién thi ban can phai biét vé ddi tuong khan gia cia n6, doi voi
nhitng loai doi tuong khac nhau phai c6 nhirng loai bao cao khac nhau vi moi loai doi twong sé co
kién thirc va kinh nghiém thuc té khac nhau. Ban hdy tu hoi minh céc cau hoi sau:

» CO6 bao nhiéu ngudi sé tham gia trong budi bao cao? Néu luong nguoi nghe dong thi
man hinh va c& chix can phai thiét ké sao cho moi ngudi nhin rd.

»  P§ tudi trung binh caa khan gia? Piéu nay do6i khi kho xac dinh nhung phai ¢ ging
xéac dinh. Nhin chung néu khan gia 14 tré tudi (tré em hay thanh nién) thi bai béo céo can
rd rang, trong sang va tha vi. Déi voi khan gia 16n tudi thi bai bao can phai thuc té va
thong tin bao cao can co can cir va trich dan rd rang.

= Vai tro ciaa khan gia trong chi dé bao ca4o? Néu ban bao céo vé mot san pham méi
hodc mot hé théng méi, cac nha quan Iy s& quan tam dén thdng tin tong thé trong khi d6
cac céng nhan s& can dén céc thong tin chi tiét. N6i chung, ddi véi nha quan Iy cap cang
cao thi ho chi can cc thong tin can thiét dé ra quyét dinh chir khdng can dén cac thong tin
qua chi tiét.
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Khan gia da biét gi vé chia dé bao cao? Néu ban béo cao cho nhiing nguoi chua hé biét
gi vé chu dé dang bao cdo thi ban can phai cung cp céc thdng tin that co ban va phai co
cac giai thich (dinh nghia) vé cac thuat ngir méi. Trai lai, ddi vai khan gia 1a cac chuyén
gia trong chii dé b&o céo thi ban can dit ra nhiéu cau hoi sau khi bao cdo va ban phai du
tru thém vai slide dy phong (duoc an) dé tra 10 cac cau hoi.

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

Khéan gia c6 thanh kién tiéu cuc hoic tich cuc ddi véi chia dé hay khong? Hay nho
rang, y nghi caa khan gia duoc hinh thanh trude tir nhitng kinh nghiém thanh cong hay
that bai thuc té cua ho.

Khan gia c6 dang ban rén hogc co viéc gi gap hay khong? Khan gia cé danh thoi gian
ca budi dé nghe ban bao cdo hoic phai tro lai cong viéc thuong ngay trong mot khoang
thoi gian ndo d6? Néu bai bao co khong cung Cap théng tin hitu ich nao ho sé cam thay
rat buc tirc va khong thé kién nhan ngoi ca budi de nghe ban noi trong khi cé cac viéc gap
can phai giai quyét. Do vay, ban can phai biét vé lich 1am viéc cua khan gia va sy quan
tam cua ho dé cd thé chuan bi chu déo cac thong tin bao cao.

Diéu tiép theo 1a ban mudn biét két qua cua sau bai bao céo s& nhu thé nao. Mic dii ban mudn dat
duoc nhiéu két qua nhung ban can phai xac dinh mét muc tiéu chinh cho bai bao cao. Sau dau la
cac muc tiéu ban can xem xét:

Khan gia nghi tét vé chin dé béo cdo: Mot vai bao céo thiét ké cho cac budi hop va dugc
thiét ké dé 1am thay doi ¥ nghi va quan diém cua khan gia. Cac béo céo nay thdng thuong
ma& dau 1 sy chao don ctia nhém bao céo va két thiic 13 mot vai meo hay nao do.

Khan gia hiéu théng suét. Doi khi ban can phai truyén dat théng tin cho mot 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 co cac quyét dinh riéng biét. Pay 1a loai béo cao thuong dung nghién ctu
tiép thi, ban can thu thap thong tin tir phia khan gia nhung mdi nguoi can c6 cau tra i
riéng cua minh sau khi nghe bai bao céo.

Khan gia quyét dinh theo nhom. Day 1 loai bdo cdo ma ban can thu thap thdng tin tur
cac nhom nguoi sau khi nghe bao céo.

Bwoc 2: Lwa chon phwong phap béo cao

C6 3 cach trinh bay béo céo cho khan gia va ban can lya chon cach trinh bay phi hop: speaker-
led, self-running, va user-interactive va vi mdi cach ban s& c6 thém céc lua chon. Trudc khi bat
dau tao bai béo céo trén PowerPoint, ban can biét phuong phép ma ban s& 4p dung vi nd s& tao
nén céc slide véi noi dung rat khéc biét.

B4&o cao c6 nguoi dién thuyét (Speaker-Led): Day la loai bao céo truyén thdng: ban dung
truéc khan gia (hoic théng qua cau truyén hinh) va dién thuyét. Cac slide ban tao trong
bai trinh dién tré thanh tai liéu tham khao cho ban. Théng tin cung cap cho khéan gia cha
yéu 1a do ban noi, céc slide va ban in chi 1a tai liéu tham khao.

Vi loai bao cao nay, cac slide chi chira cac thong tin chinh va ban c6 thé dién giai thém
trong qua trinh dién thuyet. Déi khi ban can guiri trudc cho khan gia cac ban in cua bai bao
cao, va trong truong hop nay thi ban can phai chuan bi k§ noi dung bao céo.
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e BA&o c4o tw chay (Self-Running): Loai b4o céo tu chay nay ban can chuan bj tit ca céc
thong tin trinh bay. Nhin chung, loai bao cao nay dung dé béo cao cho cac ca nhan hodc
méot nhém nho khan gia. Do loai béo céo nay khong c6 dién gia nén né can phai cung cap
day du thong tin va tinh nang nhu: am thanh, doan phim, cac hi¢n tng hap dan va giong
thuyét minh.... Luu y ban can thiét 1ap thoi gian chuyén tiép gitra cac hiéu tng, hoat canh
va céc slide phu hop va can phai kiém tra lai nhiéu lan trugc khi trinh chiéu cho khan gia.

e Bao cao twong tac (User-interactive): Gidng nhu bao cdo tu chay nhung & day nguoi
xem c6 the dieu khién toi lui trong noi dung bai. Loai bao cao nay thuong ap dung cho
mot nguoi xem tai mot thoi diém va thuong phat hanh trén Internet, Intranet hoac trén
CD.

Bwéc 3: Lwa chon phwong phap truyén dat thong tin
PowerPoint cung cap nhiéu lya chon dé truyén dat thdng tin. Dudi day 1a mot sé lua chon:

= May tinh trinh chiéu béo c4o bang chwong trinh PowerPoint. Phuong phéap nay c6 thé
dung cho speaker-led, self-running, hoac user-interactive.

= May tinh trinh chiéu bao céo théng qua trang Web. Ban c6 thé luu bai trinh dién dudi
dinh dang Web va phét hanh trén Internet. Ban c6 thé ding phuong phap nay cho cac kleu
bao cao speaker-led, self-running, hoic user-interactive ma khéng can thém phan mem
dac biét ndo ngoai mot trinh duyét Web. Tuy nhién, phuong phép nay lam mat di mot sé
hiéu tng chuyén slide va cac hoat canh. Phuong phap nay dung chu yéu cho kiéu béo co
self-running hoac user-interactive.

= May tinh trinh chiéu béo céo lwu trén. Ban cd thé tao CD chua tap tin trinh chiéu va
tién ich PowerPoint Viewer. Bai trinh dién s& ty dong trinh chiéu khi ban chén CD vao
dau doc cua may tinh. Phuong phap nay phi hop cho kiéu bao cao self-running hoic user-
interactive.

= Phim chiéu trén may Overhead. Ban c6 thé tao cac phim chiéu trén may overhead.
Trong qué trinh béo cao, ban lan luot dat ching trén may chiéu overhead.

= Céc phim chiéu 35mm. Phuong phép nay ton kém hon phim chiéu cho may overhead
nhung do phan giai caa hinh anh cao hon va chét luong hinh tét hon. Cac slide dugc cudn
bén trén mot vong tron va ban khdng can thay ching bing tay. Tét nhién, phuong phép
nay ciing lam mat di cac hiéu tng dic biét nhu hoat canh, am thanh,... giéng nhu ding
phim chiéu cho may chiéu overhead.

»  Gidy. Néu khong c6 san may chiéu, khi 6 ban phai dung dén phuong cach cudi cing la
in bai bao céo ra gidy va phat cho khan gia.

Bwoc 4: Chon bg dinh dang phu hop hoan canh

PowerPoint cung cip rat nhiéu bd dinh dang dé dam bao ban tim thay kiéu phu hop cho tinh
hudng béo céo cua ban. Mét bd dinh dang (theme) 12 tap hop cua cac thiét 1ap vé hinh nén, font
chit, mau sic va cac hiéu tng hinh anh. PowerPoint 2007 c6 rat nhiéu bo dinh dang dung sin cho
ban diing hoic ban c6 thé tao bo dinh dang méi va luu thanh mot tap tin riéng biét. Mot mau thiét
ké (template) 12 mot tap tin PowerPoint day du cac thanh phan ma ban c6 thé tao bai béo cao moi
tir ching. Mot mau thiét ké c6 thé moi thr ma mot béo céo yéu cau, bao gdm céc slide. Mot
template c6 thé c6 nhiéu theme nam trong slide master cua template. Khi ban tao mot bai béo céo
méi dua trén mot template, thi bai béo cdo d6 sé& thira hudng tit ca cac theme va céc slide mau co
trong template do.

Theme nao duoc sir dung la tét nhat? Mau nao 1a tét nhat? Tat ca diéu d6 tly thudc vao tinh
huong va hoan canh trinh bay bao cdo cua ban. Sau day la mot vai goi y:
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May chiéu Overhead (Overhead projector)

Str dung may chiéu thdng thuong khéng do nguoi dung lya chon ma do hoan canh thuc té. May
chiéu cho chét luong hinh chiéu thap va ban can luu y dén diéu kién anh sang trong phong vi né
c6 thé 1am cho hinh chiéu rat mo nhat. Sau day 1a mot vai meo nho khi ban soan thao slide dung
cho may chiéu overhead:

« Font chix: Tiéu dé dung font chit in dam nhu 1a Arial Black nham gidp khi chiéu lén s& it
bi méo mé. Pdi véi cac doan van ban thi ding cac font chit rd rang va dé doc nhu Arial
hoac Times New Roman.

= Mau chir: Mau den 13 sy lua chon tét nhat, tranh cdc mau nhat nhu xanh nhat vi rat dé bj
mo nhat khi chiéu trén may overhead du6i 4nh séng manh.

= Mau nén: Tranh mau nén téi, vi nén mau tdi s& lam khan gia mat tap trung vao noi dung
dang trinh bay Ban nén st dung nén mau trang khi dung phim chiéu may va dic biét 1a
ban c6 thé viét chix thém vao phim chiéu khi nén mau trang.

» N@i dung: Cang don gian cang tét. Phim chiéu overhead chi thich hop cho néi 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 dé doc nhu Arial va Times New Roman cho phan ni dung.

= Mau chir: Dung mau chit sao cho tuong phan véi mau nén nhu 1a ding mau chix sang doi
vé6i nén mau téi. Riéng t6i thi thich dung chit mau vang (yellow) trén nén mau xanh nuéc
bién (navy blue).

» Mau nén: Dung mau ti nhung khdng nén ding mau den. Mau nén séng s& 1am man anh
qua chdi. Mau xanh tham (dark blue), xanh la cay (green) va mau tia (purple) la cac mau
nén dung. Tranh ding nén 1a céc hinh v&, d6 bong va clipart.

» Noi dung: C6 thé dung bt ct loai van ban hozc hinh anh nhung phai & ché do tinh.

Trinh chiéu béo c4o trén may tinh

Day la phuong phap 1y tuéng nhat khi trinh chiéu béo cao, ban cd thé chiéu bao co trén man
hinh vi tinh, man hinh TV hodc s dung may LCD projector d€ phong hinh 1én man anh rong.
Dudi day la mot vai goi y ve dinh dang:

» Font chir: Cé4c hinh anh va chit trén may tinh thuong rd rang va sic nét, vi thé ban c6 thé
dung tat ca cac font chit. Tuy nhién, ban nén thir nghiém truéc béo céo trén may tinh dé
kiém tra do rd nét cua cac font chir. Néu ban bao céo cho rat nhiéu nguoi nghe va man
hinh thi lai nho, khi d6 nén cho cac font chix kich thudéc to.

» Mau chir: Dung mau chir sao cho tuong phan véi mau nén. Néu ding mau chix sang thi
ding mau nén tdi va nguoc lai.

» Mau nén: Mau nén nhu xanh tham, xanh 14 cdy, mau tia déu dugc. Ban c6 thé ding nén
la gradients, shading, patterns, pictures, va cac nén dic biét déu tot.

» N@i dung: Ban c6 thé dung tat ca cac kiéu chit va hiéu tng cho phan noi dung: hinh anh,
hoat canh, hiéu tng chuyén slide, &m thanh va doan phim.

Bwéc 5: Phat trién ndi dung

Noi dung bao céo bao gom vin ban, db thi hoac cac chuong trinh nhu Excel, ...
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Khi béo co, ban chi nén cung cap day du thong tin ma khan gia dang can chu khong nén cung
cap qué nhiéu théng tin du thtra khéng can thiét. Sau day la mét vai goi :

= Ban can kiém tra lai k§ cac noi dung trudc khi gui bai cho khéan gia nham dam bao khdng
¢ ndi dung du thira.

» Khéng nén cé cdng ghi noi dung that chi tiét cho cac slide, thay vao d6 cac slide chi nén
chuta cac diém chinh can trinh bay va khi dién thuyét s& néi rd hon

» Nén dung SmartArt thay cho cac gach dau dong nham gilp thong tin trén slide dé nhé va
dé hiéu hon.

» Cung cip ban in chi tiét cho khan gia ¢ dau budi thuyét trinh nham gitp khan gia tap
trung hon trong khi nghe thuyét trinh va khoi tén cong ghi chép.

= T6m tat noi dung bai trinh dién & céc slide cudi.

Bwoc 6: Tao cac hinh anh truc quan

Sau khi hoan tit cac noi dung, ban nén xem xét dua vao cac slide mot sé hinh anh minh hoa truc
quan nham tao 4n twong manh dbi voi khan gia. Ngoai hinh anh, ban nén tan dung tinh tuong
phan ciia cAc mau sac chir, mau nén trong cac slide nham lam noi bat cac noi dung quan trong.
WordArt ciing rat tot trong viéc 1am hinh anh héa cac doan van ban ngan nham muc dich nhan
manh.

Bwoc 7: Thém cac hiéu &eng da phwong tién

Thém cac hiéu tng da phuong tién vao slide théng thuong lam tang hiéu qua va su thich tha cua
khan gia d6i vai bai thuyét trinh. Ban c6 thé sir dung cac doan phim, flash, &m thanh, nhac, cac
hiéu tng cho dd thi, van ban, hiéu ung chuyén tiép gitra cac slide, hiéu ung ddi mau,... cho bai
thuyét trinh cia minh. Ban khéng nén &p dung mot kiéu hiéu tng cho tat ca cac slide hoic giira
cac slide vi diéu d6 rat dé gay nham chan cho khan gia, thay vao d6 hay &p dung linh hoat nhiéu
loai hiéu tng cho bai trinh dién caa minh.

Bwoc 8: Tao cac ban in phat cho khan gia va ghi cha cho slide

Budgc ndy chi thich hop ddi véi phuong phép bao céo c6 nguoi dién thuyét (speaker-led). Ban nén
phat cac ban in noi dung bao cao (handout) cho khan gia dé ho d& theo ddi trong subt qué trinh
nghe bao céo. Céc handout ndy cd thé in trang den hoac mau va PowerPoint cung cap san rat
nhiéu tily chon cho viéc in 4n handout.

Ngoai ra, nguoi bao cao nén’chuén bi san cho minh mot ban in handout dic biét chira cac ghi chi
cho moi slide trong bai thuyét trinh (notes pages)

Bwoéc 9: Kiém tra lai bai va bao céo thir

Ban nén béo céo thir va xem lai bai thuyét trinh trude khi trinh chiéu thuc su trudc khéan gia. Doi
véi moi phuong phéap bao céo (speaker-led, self-running, hoac user-interactive) sé c6 mot vai luu
‘riéng

Bé&o cao cd nguoi dién thuyét trudc khan gia (Speaker-led)

Kiém tra lai tat ca cac slide trong bai trinh din nham dam bao céc néi dung day du, chinh xac, va

dlng trinh tu. Ban c6 thé s& phai sap xép lai hodc an bét cac slide cho muc dich dy phong (du
doan trudce cac cau hoi caa khan gia va chuan bi san cac slide chira s6 liéu hoac tra 1oi cau hoi).
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Kiém tra lai cc nit diéu kién trén slide, chiéu thu toan bo céc slide trong ché do Slide Show
nham kiém tra cac hiéu ung gitta cac thanh phan trén slide va gitta cac slide xem c6 hop ly hay
khong? On lai cac phim tat théng dung trong qué trinh bao céo trén may tinh bang PowerPoint.

Béo cao tw chay (self-running)

Véi phuong phap béo céo speaker-led, ban con ¢ co hoi khic phuc cac I18i (vé noi sung, hiéu
ung,...) phat sinh trong qué trinh bdo cao. Vi phuong phap bao céo self-running ban sé khéng
c6 co hoi giai thich vi bai bao cdo s& duoc trinh chiéu mét cach tu dong. Do vay, ban can phai
danh nhiéu thoi gian hon dé kiem tra that ky tat ca noi dung ciing nhu cac higu ang, ... truéce khi
cong bo.

Mot diém dic biét quan trong doi vsi loai bao cdo nay chinh la viéc thiét Iap thoi gian (timing).
Ban phai thict 1ap thoi gian cho hop ly sao cho khan gia c6 du thoi gian doc hét cac ngi dung ma
ban cung cap trén slide va luu y thoi gian cho ciing khéng nén qué dai sé lam khén gia chan nan.

PowerPoint cung cip tinh niang Rehearse Timings nham gitp cho ban giai quyét khé khin vira
néu. Tinh niang nay sé& ghi lai thoi gian ban dung lai & mdi slide va théng bao két qua cho ban,
néu ban ddng ¥ n6 s& ap dung thoi gian ding ¢ mdi slide nay cho bai trinh dién caa ban (vao
ngan Slide Show trén thanh Ribbon va chon Rehearse Timings).

Béo cao twong tac (User-Interactive)

Véi loai bdo cdo nay, ban thiét két cac nat 1énh dé ngudi dung di chuyén xuyén suét bai trinh
dién trong céac slide va vi thé van dé thoi gian khong con quan trong nira. Vin dé quan trong ¢
day chinh 1a d6 chinh xac cua cac lién két trong bai trinh dién.

Khi muén phat hanh bai trinh dién 1én Internet, ban c6 thé dé bai trinh dién dudi dinh dang
PowerPoint nham dam bao ngudi xem thay duoc hét tat ca cac tlnh nang va hiéu ing ma ban d&
thiét 1ap. Tuy nhién do khong phai tit ca nguoi dung déu cé cai sdn phan mém, nén c6 mét cach
khac ma ban c6 thé xem xét chinh 1a luu bai trinh dién dudi dinh dang HTML. Khi & dinh dang
HTML, mot s tinh ning caa bai trinh dién s& bi mat (mét s hiéu tng, hoat canh,...) nhung s&
dam bao moi may tinh déu c6 thé xem duoc ndi dung mién 1a may cé cai mét trinh duyét web nao
do.

Bwoc 10: Phat hanh bai bao cao

Cac phuong phap bao cao user-interactive hoac self-running presentation mang lai it hiéu qua
hon so véi phuong phap speaker-led. Cac phuong phap nay don gian chi la viéc phat hanh dén
ngudi xem nén rat dé gay chan nan cho nguoi xem. Phuong phép bao cao speaker-led s& rat hiéu

qua néu duoc chuan bi ky vé ndi dung va ngudi béo cdo da luyén tap chu dao.

Bugc nay ban chi can bé tri cac viéc con lai nhu 1 thiét 1ap cac chd ngdi tai phong hop va cb
gang lam quen vai viéc dung trudc ddm dong.

Bwdéc 11: Tién dén thanh cdng va cai tién bai bao céo

T4t ca cac budc chuén bj trén néu duoc thuc hién cin than thi chic chin budi bao cdo cua ban s&
thanh céng tot dep. Nham chuan bi tot hon cho céc buoi bao cao khéc trong tuong lai, ban nén tu
hoi va tra loi cac cau hoi sau:

= Cac mau sic va thiét ké cua cac slide c6 hop Iy hay khdng?
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Tat ca moi ngudi ¢d dé dang doc ndi dung trén slide hay khong?

Khén gia nhin ban, nhin man hinh hay nhin ban in (handout) nhiéu hon? Biéu dé c6 gidng
nhu mong dgi caa ban hay khong?

Khén gia c6 ghi chd lai trong khi ban trinh bay béo cao hay khong? Néu co, ban c6 gui
cho khéan gia ban in (handout) vgi cac duong k& danh cho viéc ghi chd bén canh hay
khong?

Thoi gian béo cao ¢ hop ly hay khdng? Cé diém nao trong bay bao cao lam ngudi nghe
chan nan hoac thich tha hay khéng?

C6 slide nao ban dyu dinh thém vao bao cdo nhung d& khong lam hay khéng?

C6 slide nao ban tinh bo qua nhung da chuan bi qua ky hay khong?

Céc ghi chd cho slide ma ban chuan bi c6 da dap ung hay khong?

C4c hoat canh va hiéu tng thém vao c6 1am bai bao cao hap dan hon hay lam nguoi nghe
mat tap trung?

Chat luong cac &m thanh va doan phim c6 dat hay khong? Ching c6 hitu ich hay khéng?

3. Giir cho khan gia ludn cam thay thich tha

Sau day la mét sé budc co ban nham gidp ngudi dién thuyét tao nén sy 16i cubn va 1am cho bao
cao thanh céng.

CA4c k¥ thuat dién thuyét

Dang dirng chic chan, khong di téi di lui. Viéc di toi di lui s& 1am nguoi nghe dao mat
nhin theo ban va Iam ho mat tap trung. Tuy nhién ban nén dung tay va phan trén co thé dé
minh hoa cho bai néi chuyén caa minh.

Dung cac cir chi dé hd tro giong ndi cia ban. Néu ban dang néi dén ba diém cua mot
viéc ndo do thi co thé dung cac ngon tay dé minh hoa tirng diém dd. Néu ban dang n6i dén
mét su lién két cua cac su viéc véi nhau thi ban cé thé dung hai tay ndm lai véi nhau dé
minh hoa.

Pirng hoc thugc 1ong bai dién thuyét. Néu mot ai d6 dat cau hoi cit ngang bai thuyét
trinh caa ban thi ban s& rat dé quén minh d4 néi toi dau.

Nguwoc lai, phai thuyét trinh chit khdng nén dec tir cac ghi cha caa ban. Cac ghi chi
thuong chi chtra cac tir khoda va cac so liéu, do vay ban can dién thuyét tir cac tir khoa nay
chur khdng phai chi don gian la doc ching ra.

Khoéng dién thuyét ma mit dan vao té ghi chd. Dung mat dé nhin cir toa trudc khi ban
bat dau noi.

Chon loc mét vai ngudi & cac vi tri khac nhau trong khan phong va ding mit giao
tiép truc tiép véi ho. Trinh bay mot diém nao dé trong bai béo céo véi mdi ngudi trong
khi ban nhin ho va nhé cuoi véi ho.

Pirng ngai tam dirng bai dién thuyét. N6i cham va thinh thoang dirng mét 14t dé nhin
vao ban ghi chd 1a mét phuong phap dién thuyét hay hon 1a bao cdo mot cach hap tap.
Khéng nhin cham cham hoic doc céc slide. Tap trung sy chi cua ban vaocir toa va han
ché cang nhiéu cang tét viéc doc cac ghi chd trong khi dién thuyét. Ban phai 1am cho cir
toa thay rang cac loi ban ndi ra 1a xuat phat tir trong suy nghi cua ban.

Nhan manh cac déng tir trong bai thuyét trinh.

Cé&c goi y vé ndi dung

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

Nén cudn hat khan gia vao céc bai tap/ tinh hudng trong bai béo céo nham lam ting kha
nang hiéu vé chu dé trinh bay.

Tran Thanh Phong Trang 21



Chuwong 2. Céach tao bai trinh di&n chuy&n nghiép Chuong trinh Giang day Kinh t& Fulbright

»  Hoi cac cau hoi dé kiém tra xem khan gia c6 hiéu nhitng gi ban dang trinh bay hay khéng
va ting mot mon qua nhé cho ngudi c6 cau tra 1oi ding. Khdng cé thir gi hap dan khéan
gia tham gia vao chu dé trinh bay hon Ia cac phan thuong, mac du chdng c6 gié tri thap
nhu méc khéa, khan tay,...

= Nén chia phan trinh bay thanh hai hoic vai budi va nén c6 phan dat cau hoi va tra 1oi cau
hoi & mdi budi, va giita cac budi thi cd gio giai lao ngan.

» Trong sudt phan hoi va tra loi hdy tit may chiéu (slide projector, overhead, LCD projector
hodc man hinh may tinh) dé gilp nguoi nghe tap trung vao cau hoi va dién gia. Néu
khong thé tat may chiéu thi ban c6 thé tao thém mat slide don gian véi tya dé “Hoi dap”
va chiéu slide nay trong sudt qua trinh nay.
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Chwong 3. Tao va lwu tap tin trinh dién

1. Khéi dgng chwong trinh Microsoft PowerPoint

Tir cira s6 Windows = chon Start = chon All Programs = chon Microsoft Office = chon
Microsoft Office PowerPoint 2007

Hinh 26. Giao dién chinh cua chwong trinh PowerPoint 2007

2. Tao méi bai trinh dién
PowerPoint cung cp nhiéu cach thuc tao méi mot bai trinh dién, sau day 1a cac cach do:
Tao bai trinh dién réng (blank)

Khi ban khai dong chuong trinh PowerPoint thi mét bai trinh dién réng d¢& mac dinh duoc tao ra,
ban chi can tiép tuc soan thao ndi cho cac slide. Néu ban muébn tao mai mot bai trinh dién réng tir
day thi lam theo cac budc sau:

Chon nat Office > chon New. Cira s6 New Presentation xuét hién
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Hinh 27. Hgp thogi New Presentation

Chon Blank Presentation va nhan nat Create dé tao mai. T6 hop phim tit dé tao bai trinh din
mai la <Ctrl + N>,

Tao bai trinh dién tir mau co sian

Cac mau thiét ké sin (template) khéng nhitng chira cac thiét 1ap vé dinh dang ma c6 thé chua
lubn cac noi dung co ban. C6 nhiéu loai mau thiét ké dé ban chon lya tly theo nhu cau caa minh:

Dlng cac miu dwgc xay dung sin kém theo phan mém Microsoft PowerPoint

Cac mau trong phan nay khéng nhiéu vi Microsoft con cho phép ban chon mau tir cAc ngudn
khéac, dac biét la ti Internet. Lam theo cac buéc sau:

e Chon nit Office = New. Hgp thogi New Presentation xudt hién (xem hinh trén)

e Chon Installed Templates tir danh muc Templates bén trai cia so

e Chon mét mau tir danh muc ¢ khung nam giiza va xem hinh minh hea phia bén phdi cia
s6. Chon mét mau wng .y sau dé nhan nit Create
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Hinh 28. Cé&c madu kém theo phan mém

Dung cac mau tir Internet
Ban c6 thé sir dung cc mau tir trang web cua Microsoft. Lam theo cac budc sau:

e Chon nit Office = New. Hgp thogi New Presentation xuat hién

e Chon Microsoft Office Online ter danh muc Templates

e Chon phan logi va doi trong gidy lat d@é chirong trinh cdp nhdt danh sach cac mau

e Chon mét mdu ¢ khung giiza va xem hinh minh hoa phia bén phdi ciza sé6. Néu dong y thi
nhan nat Download dé tdi mdu vé si dung.

Hinh 29. C&c mau tir Internet
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Dung cac méu thiét ké ciia ban tao hodc cac 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 str dung lai sau ndy. Lam theo c4c budc sau dé st dung mot mau
dang luu trén dia:

e Chon nit Office = New. Hgp thogi New Presentation xuat hién

e Chon My Templates. Lua chon mau mong muon va nhan nat OK dé tqo tdp tin trinh dién
moi.

Hinh 30. Cé&c mdu dang lieu trén dia

Tao bai trinh dién tir mgt tap tin c6 san

Néu ban cé sin mét bai trinh dién ma nodi dung né tuong tu véi bai ma ban sip tao. Khi do, ban
nén tao bai trinh dién méi dya trén tap tin c6 san. Lam theo cac buéc sau:

e Chon nat Office = New. Hgp thoai New Presentation xuat hién

e Chon New from Existing.

e Hay tim dén noi chiza tdp tin trinh dién mdu va chon né.

e Nhdn nit Create dé tao méi bai trinh dién dya trén tdp tin c6 san.
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Hinh 31. Hgp thoai New from Existing Presentation

Tao bai trinh dién tir ndi dung ciia mét tap tin wng dung khac

Ngoai nhitng céach trén, PowerPoint con cho phép tao bai trinh dién méi tir c4c tap tin cua cac tng
dung khac nhu tap tin dan bai cia Word. Sau khi nhap néi dung vao PowerPoint ban cé thé hiéu
chinh lai tuy y. Cac budc thuc hién nhu sau:

e Chon nit Office = chon Open. Hgp thogi Open xuat hién.

e Chon nat Files of type, sau @6 chon mét kiéu tdp tin nao d@6. Vi du nhu ban chon All
Outlines.

e Chon tdp tin mong muén va chon Open dé mog

Hinh 32. Hgp thoai Open
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3. Luu bai trinh dién
Lwu lan dau tién

Khi 1an dau tién ban luu tap tin trinh dién thi chuong trinh s& mé hop thoai Save As. Tir hop thoai
nay ban hay dat tén, loai tap tin va vi tri luu trir. LAm theo cac huéng dan sau:

e Nhdan nat Office = chon Save. Hgp thogi Save As xuat hién.
e Nhdp tén tdp tin vao hép File name, chon kiéu tdp tin tai hép Save as type va nhap nit
Save dé luu.

Hinh 33. Hgp thogi Save As

Luu v: Tén tap tin c6 thé dai ti 255 Ky tu va ban c6 thé dung tat ca cac loai ky hiéu dé dat tén
ngoai trir cac ky hiéu sau <, >,2, *, /, va\.

Lwu cac lan sau

Sau khi d4 luu tap tin trinh dién, khi ¢ hiéu chinh va mudn lueu tap tin lai ban cé thé 1am theo
mot trong cac cach sau:

e Chon nt Office = nhdn nat Save
e Nhdn té hop phim <Ctrl + S>
e Nhdn nit Save ( lﬂ) trén thanh Quick Access Toolbar.

Luu y: Dé thém nit Save vao thanh Quick Access Toolbar ban vao nat Office > nhip phai chuot
vao nit Save va chon Add to Quick Access Toolbar.
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Hinh 34. Thém ndt Save va thanh Quick Access Toolbar

Poi thu muc khi lwu va thiét 1ap the muc leu mic dinh

Dé thay doi thu muc luu mac dinh cho céc tap tin PowerPoint hdy 1am theo cac budc sau:

e Chon nut Office =2 chon PowerPoint Options...
e Chon Save tir danh sach bén trai cira sé
e Nhdp tén dwong dan mdac dinh tai hép Default file location

Hinh 35. Hgp thoai PowerPoint Options
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Luuy:

e Bancéthé qui dinh logi dinh dang tap tin mac dinh tai hgp thogi Save files in this format.

e Thiét Igp thoi gian luwu dir phong tai Save AutoRecover information every

minutes

11 -

e Néu muén nhing céac font chiz vao tdp tin trinh dién thi hay chon Embed fonts in the file.

Poi dinh dang khi luu

Khi leu tap tin trinh dién, ban c6 thé chon cac kiéu dinh dang tir hop Save as type. Sau day la
danh sach céc kiéu tap tin:

Bang 2. Cac kiéu dinh dang cua tap tin

Pinh dang

Phan mé réng

Ghi chu

PowerPoint
Presentation

.pptx

Mac dinh, chi c6 the mé bang PowerPoint 2007 (hogc
phai cai thém phan bo sung cho cac phién ban cu thi
ma&i mo dugc)

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

Enabled Presentation

PowerPoint 97-2003 | .ppt binh dang tuong thich ngugc vai cac phién ban

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

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

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

Enabled Template

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

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

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

PowerPoint Macro- .ppsm Giong nhu trén nhung c6 thé luu md Macro va VBA

Enabled Show

PowerPoint 97-2003 | .pps Gidng nhu trén nhung day la tap tin dung trong céc

Show phién ban cu

PowerPoint XML xml Luu tap tin dudi dinh dang XML

Presentation

Single File Web Page | .mht, Luu toan bo cac thanh phan cua tap tin trinh dién trong

.mhtml moét file duy nhat va c6 thé mé bang trinh duyét web.

Thich hop khi mudn dua Ién trang web hoic gui e-mail

Web Page .htm, Luu tap tin duéi dinh dang HTML, cac hinh anh s¢ luu

html thanh c&c tap tin riéng. Binh dang nay thich hop cho

viéc dua lén trang web.

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

XPS XpS Tuong tu PDF nhung day la dinh dang cta Microsoft.
Windows Vista c6 san trinh xem tap tin XPS.

Office Theme thmx Giong nhu template, nhung nd chi chtra cac thiét 1ap
dinh dang (theme) nhu (fonts, mau sac, va hiéu tng).

PowerPoint Add-In .ppam Tap tin chira cac mé thyc thi (thuong 1a ma 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 dong, gidi han trong 256 mau

Interchange Format

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

Network Graphics caa hinh GIF va JPG.

Format

JPEG File Jpg Hinh tinh, chat lwong t6t cho web

Interchange Format

TIFF Tagged Image | .tif Hinh tinh, chat luong va do phan giai rat cao

File Format

Device Independent | .bmp Hinh tinh, dung nhiéu trong Windows

Bitmap

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

Enhanced Windows .emf Phién ban cai tién cia WMF.

Outline/RTF rtf Dinh dang toan van ban, loai bo tat ca cac thanh phan
khac. Chi chira cac Text trén slide nam trong
(placeholders) méi dugc chuyén outline, cac Text
trong phan Notes khong duoc luu.

Bang 3. Cac tinh nang maéi trong PowerPoint 2007 ma cac phién ban cii khong hé tro

Tinh nang

Khi chuyén sang phién ban ci

Hinh anh SmartArt

Chuyén thanh hinh khdng cho phép hiéu chinh

Do thi (trir Microsoft Graph charts)

Chuyén thanh ddi tuong OLE ¢ thé hiéu chinh,
nhung cac do thi co thé bi bién dang déi chat

Cac mau slide tu tao (Slide Layouts)

Chuyén thanh multiple masters (nhiéu slide master)

Céc kiéu d6 bong

Céc kieu bong meém (soft shadows) s& chuyén thanh
cac kiéu do bong don gian (hard shadows)

Céc biéu thic (Equations)

Chuyén thanh hinh khdng hiéu chinh duoc

Font chit cho Heading va phan noi dung

Chuyén thanh font chit binh thuong

Hiéu irng mai:

= 2-D hoic 3-D cho van ban

= Gradient cho cac hinh vé& hoac van
ban

»  Gach ngang chix bang nét don
hoac kép

» T6 nén bang gradient, picture, va
texture cho van ban

= D4 béng mém mai va twong phan

Chuyén thanh hinh khong hiéu chinh duoc

Cac thiét lap dinh dang (Themes) Chuyén thanh styles
Mau Theme Chuy@n thanh styles
Hiéu irng Theme Chuyeén thanh styles

Cac font cua Theme

Chuyén thanh font chit binh thuong

4. Bao vé tap tin trinh dién bang mat ma

Khi tap tin trinh dién cé chira cac thdng tin nhay cam thi ban c6 thé dung chac niang bao vé tap
tin bing mat ma caa PowerPoint. C4 hai loai bao vé 1a mat mé truy cap khi md (Open password)
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va mat ma hiéu chinh (Modify password) va ban c6 thé s dung ca hai néu thiy can thiét. Ban
lam theo cac budc sau dé thiét 1ap mat ma bao vé cho tap tin cia minh:

e Md tdp tin muon dat mdt ma trén man hinh PowerPoint, sau @6 chon nit Office = chon
Save As. Hgp thogi Save As xudt hién.

Hinh 36. Hgp thogi Save As vdi General Options...

e Chon Tools 2 chon General Options...

Néu chon s& loai bo cac
thdng tin c& nhan cua nguoi
dung trong tap tin.

Thiét 1ap céc tuy chon dbi
véi ma Macro va VBA

Hinh 37. Hgp thogi General Options...

e Néu muon dat mdt ma mé tdp tin thi ban hay nhdp vao hgp Password for open
e Néu bgn mudn dat thém mdt ma hiéu chinh tdp tin thi nhdp vao hép Password ro modify
e Xac nhdn lgi cac mdt ma khi c6 yéu cau
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Hinh 38. Hgp thogi xac nhdn mdat ma
e Nhdn n(t Save ¢ ghi @& Ién tdp tin hién hanh.

Macro Security:

Khi chon nat Macro Security, hop thoai Trust Center xuat hién nhu hinh sau

Hinh 39. Hgp thoai Trust Center

 Disable all macros without notification: Khoa tdt ca macro va khéng cé thong bao

 Disable all macros with notification: Khoa tdt ca macro va kém theo théng béo

o Disable all macros except digitally signed macros: Khoa tit ci cac macro ngogi trir cac
macro da c6 chi ky dién tir. Xem chi tiét thém tai (http://office.microsoft.com/en-
us/excel/HP052495581033.aspx).

e Enable all macros (not recommendedI potentially dangerous code can run): Cho phép tat
ca c&c macro chay, nguy co nhiém virus kha cao.

e Trust access to the VBA project object model: Xac thuc quyén truy cdp vao cac doi tuwong
trong VBA project.

5. Pong va mé lai tap tin trinh dién
Pong tap tin trinh dién

Khi d¢éng chuong trinh PowerPoint thi cac tap tin dang mé sé tu dong dong theo, tuy nhién néu
ban chi mudn déng mét 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 chuwong trinh s& ¢6 théng bao nhic nhg ban.
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M@ lai tap tin trinh dién dang luu trén dia

M& nhanh céc tap tin st dung gan day thi ban vao Office = chon tén tap tin muén mé tir danh
sach bén phai.

Hinh 40. Mg nhanh tdp tin tir danh sach Recent Documents

Néu tap tin muén ma khong c6 trong danh sach hién hanh thi ban 1am theo céac buéc sau:

e Vo Office = chon Open. Hgp thogi Open xudt hién
e Tim dén noi luu triz tdp tin tai Look in va chon tdp tin muén mé, sau d6 nhan niat Open.

Hinh 41. Hgp thoai Open
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Bang 4. Cac tuy chon Open

Nut Muc dich

Open Mic dinh, dung dé mo tap tin.

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

Open in Browser Chi c6 tac dung khi chon mét bai trinh dién luu dudi dang trang web.
Open and Repair | M& tap tin va kiém cac tra 15i va sira 16i dang cd trong tap tin.
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Chuwong 4. Xay dung ndi dung bai trinh dién

Chuong nay s& trinh bay tung buéc xay dung mét bai trinh dién véi day du tat ca cac thanh phan
théng dung nhat ma PowerPoint cung cap. Trong chuong nay, ddi véi cac ban con mai véi phan
mém PowerPoint thi nén hoc va thuc hanh cac muc tir dau dén cudi chuong. B4i vai cac ban da
thanh thao thi chi can doc cac phan ma minh chua biét.

Bai thuc hanh xuyén subt chuong nay 1a bai gidi thiéu vé cac thé loai phim anh véi tua dé chinh

“Let’s Go to the Movies!”. C4c nguyén ligu can thiét cho chuong nay la céc hinh anh, am thanh,
doan phim, ... ma cac ban c0 thé tai vé tir dia chi sau http://www.fetp.edu.vn/download/

1. Tao slide twa dé

Truéc khi bat déu’, ching ta hay m¢ chuong trinh PowerPoint va tao moi mét bai trinh dién rong
(khéng &p dung bat ky mau thiét ké nao).

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

Vao Office = chon New = chon Blank Presentation dé tao mai

Slide tya d¢ thong thuong I slide dau tién cua bai thuyét trinh, slide tya dé thuong chira cac
thdng tin ve tua dé cua bai thuyet trinh, thong tin tac gia, ngay thang, ... Ngoai ra, ching ta co the
thém logo cong ty vao slide tya d€. Tuy nhién luu y la khong nén dua qua nhicu ndi dung vao
slide tua dé.

T slide tréng, nhan chudt vao ving chir Click to add title dé nhap twa dé cho slide

Click to add title

Click to add subtitle

Hinh 42. Nhdp twa dé cho bai trinh dién

DAu nhic s& nhip nhay nhu hinh dudi va ban hdy nhap tua dé cho slide Ia Let's Go to the
Movies!
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Click to add subtitle

Click to add subtitle

Hinh 43. Ddu nhdc tai placeholder

Nhép chudt vao viing Click to add subtitle dé nhap tya dé phy, thong thuong day la cac dién giai
vé ndi dung chi tiét cho tua dé. Sau d6 nhap vao cum tir Lights! Camera! Action!

Let’s Go to the Movies!

Let’s Go to the Movies!

ot — e

Lights! Cemmrnfs"‘«ttiow.‘l

Hinh 44. Nhdp twa dé phu

Nhép chudt vao ving tréng bén ngoai cac Textbox dé hoan tat viéc nhap van ban cho tua dé va
tua dé phu. Sau khi hoan tat budc trén cac ban sé nhan dugc két qua nhu the nay.

Let’s Go to the Movies!

Let’s Go to the Movies!

Lights! Camera! Action!

Hinh 45. Hoan tdt Slide twa de
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2. Lwu bai thuyét trinh

Nhan nat Save (ld) trén thanh QAT cua cira s6 PowerPoint dé

luu bai dang soan thao.

‘n% =] 1p-0)+ Presentationl - Microsoft PowerPoint
N < =
s | i Design Animations slide Show Review  View
= =| Layout ~ . = i—
| Vo ~ |52 - ||| || ==
e’ 5 Reset . S
Past N AV =
o ¢4 sn::' 4 Delete B 7 U e 8 2 Aa ||£ | ==
Clipboard & Slides Font IF]
el {“\LE x
t ]

Let’s Go to the Mq

Hinh 46. Ra Iénh liu bai trinh dién

Ctra s6 Save As xuit hién, ban chon New Folder dé tao thu muc mai luu trix bai thuyét trinh. Ban

ciing c6 thé chon mét ther muc c6 san nao do trén may dé luu.

(@ Save As

O_O |E_ <« lsers »

~ aes
& Organize + £3¢

asn

Your Compuyte Documents » » | +3 | | Search

Favorite Links

E Decuments
B Desktop

Gl RecentPlaces
& Computer
[E Pictures

m' Music

Mare »

Folders A

File name:
Save as type: [Pmrl’uint Presentation

Authars: Your Computer Tags: Add atag

£ Hide Folders Tools v [ Save | I Cancel ]

Hinh 47. Ddt tén va tgo the muc méi chiza bai trinh dién

Néu ban nhan n(t tao thu muc méi, khi d6 ban hay dat tén cho thu muc nay, vi du thu muc dat

tén la: PowerPoint Practice Files
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[@ Save As W
% T.« Users » Your Computer » Documents » --|&||Search )

By Organize = £58 Views ~ [ Mew Folder

Mame Date modified Type Size Tags

Favorite Links

[E| Documents

B Desktop
%Gl Recent Places

j.l PowerPoint Practice Files |
Updater

™ Computer

Hinh 48. Dgt tén thu muc

Sau khi nhap tén cho thu muc ban héy nhan Enter dé hoan tat. Khi do tai Save in s& xuat hién tén
thu muc ban vira tao d¢é luu tap tin:

3 Save As w
- __'.,rl""_._-__—-""l-.._'__
@ | | « PowerPoint Practice Files - | ¥f| | Search p|

——————
By Organize = 2 Views ~ B NewFolder

Namef Date modif... Type Size Tags
This folder is empty.

'-J vorte Links
[E Documents
Bl Desktop

Hinh 49. Chon thur muc dé chura tap tin lieu triz

Tai hop File Name ban nhap vao tén tap tin la: Movies (tat nhién ban c6 thé dat tén khac tay ).
Ban hay chon ki€u tap tin tai Save as type la PowerPoint Presentation. Sau d6 nhan nat Save
dé ra Iénh luu tap tin

File name: 00 -
Save as type: '?PuwerPoint Presentation v]
Authors: Your Computer Tags: Add a tag
~ Hide Folders Tools = [ Save 'I:EL' Cancel |

Hinh 50. Luu tgp tin

Khi @6 tén cua tap tin thuyét trinh Movies ma ban vira dit s& xuat hién phia trén thanh Ribbon
cua cua s6 chuong trinh PowerPoint.
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@ H9-0)~

@icmsoﬂ: PowerPoint

J Home | Insert Design

Animations

Slide Show Review View

=r ¥ : =] Layout = | T EniE 5
| ] A A ‘./| |=
= Fr o) Reset ‘: -
Paste g || N o petete || R mbe o A A (]
|| Clipboard ™= Slides Font Paragraph

- x| —

Let’s Go to the M1

Hinh 51. Tén tdp tin hién hanh sé hién thj trén thanh tiéu dé cia chuwong trinh

3. Chen slide mai

Dé chén thém mot slide méi vao bai thuyét trinh, tir thanh Ribbon = chon ngan Home = nhén

vao nut New Slide.

Mowies - Microsoft PowerPoint

Design Animations Slide Show Review View

Fant . Paragraph

B EE )

£

A

Hinh 52. Chén slide

Danh muc céc kiéu slide xuat hién, ban hay chon vao mot kiéu Layout phu hop, vi du ¢ day hay
chon vao kiéu Two Content. Nghia la slide mai nay sé co 3 khung nhdp liéu vao: 1 khung nhap

twa dé slide, va 2 khung nhdp ngi dung béo céo cua slide.

Movies - Microsoft PowerPoint

@ H9-0)+

Home | Insert Design Animations Slide Show Review View
B, | o—— EvI o o) I E=sy =
4 N Office Theme — : [
Paste ew = = E-
- Slide~ || |
|| Clipboard ™= ) Paragraph
;‘ y | =}
4 Title Slide Title and Content Section Header
[ -
- a 11\ e o add tit
| E3E 3 ‘r e
2! | H s ] By
| I '
i' T\uoCcmteni‘b omparison Title Only . Chck 14
Blank Content with Picture with
Caption Caption =
TR -

Hinh 53. Chon layout Two Content
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Tai khung tua dé cua slide méi, bgn nhap chudt vao chit Click to add title, sau d6 nhap vao tua
slide 1a: Types of Movies va nhap chudt vao khung bén trai tai chir Click to add text, sau d6

nhap vao: Comedies

Types of Movies

1+ Comedies

Types of Movies

Hinh 54. Nhdp ngi dung cho slide mgi

Nhéan phim ENTER xuéng dong, khi d6 slide giong nhu hinh sau. Sau d6 nhap tiép ngi dung cho
slide & khung bén trai giong nhu hinh dudi, dung phim Enter dé xuong dong.

- Types of Movies

'+ Comedies

'+ Comedies

' Dramas
* Action
' Animatiod

Types of Movies

Hinh 55. Nhdp ngi dung vao céc placeholder trén slide

Nhéap chuét vao nat Save (=) dé luu két qua 1am viéc lai.

4. Chen hinh vao slide

0] phén truoc chung ta da hoc cac chén slide mai va nhdp ngi dung vao khung bén trai cua slide,
o phan nay chdng ta sé chén mgt hinh minh hea vao khung bén phai.

Nhép chudt vao biéu tuong Insert Picture from File

Tran Thanh Phong

Trang 41



Chuwong 4. Xay dwng néi dung bai trinh dién Chuong trinh Giang day Kinh t& Fulbright

Hinh 56. Lénh Insert Picture from File

Ctra s6 Insert Picture xuat hién, ban hdy tim dén thu muc luu trir hinh trén may caa minh va
nhap chudt chon mot hinh nao do, sau @6 nhan nut Insert dé chen hinh vao Slide.

Hinh 57. Chon hinh chen vao slide

Khi hinh da chén vao slide, cac ban chon hinh cho xuét hién 8 6 vudng nho xung quanh hinh, dua
chudt vao 0 ¢ mot goc nao do va giir trai chudt keo ra phia ngoai hinh dé phong to hinh. Ban c6
thé dung chugt deé di chuyén hinh den v tri mong muon trong slide.
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Hinh 58. Phdng to hinh
5. Pwa hinh swu tam vao trinh quan ly hinh Microsoft Clip Organizer

Khi lang lang trén Internet va thiy nhitng hinh hay, ngé nghinh c6 thé can cho cong viéc cia
minh, chling ta thuong leu nhitng hinh ndy vao may dé sir dung sau nay. Trong bo Office khi cai
dat day du s& co trinh quan ly hinh ciing kha tién dung, d6 chinh 1a Microsoft Clip Organizer.
Trong bai nay ching ta sé hoc cach tzo mét album hinh trong phan mém nay dé khi can sé chén
vao slide mgt cach nhanh chéng.

Dé khai dong Microsoft Clip Organizer thi ching ta lam theo cac céch sau:

Tu slide dang mé ¢ phan trudc, thay vi nhan Insert Picture from File thi ban hdy nhan vao nt
Clip Art.

Types of Movies

* Comedies * Click to add text
* Dramas

* Action

* Animation

Hinh 59. Nt Iénh Clip Art
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Khung Clip Art s& xuat hién phia bén phai cira s6 PowerPoint, ban hdy nhap chon Organize
clips... dé goi chuong trinh Microsoft Clip Organizer

Clip Art v X
Search for: @
Search in:

Selected collections IE]
Results should be:

:AII media file types E

b% ° @ =) ﬁ g

Hinh 60. Hgp thoai Clip Art

Ngoai ra ban c6 thé khai dong Microsoft Clip Organizer thdng qua Start = All Programs -
Microsoft Office = Microsoft Office Tools > chon Microsoft Clip Organizer. Cwra s6 Microsoft
Clip Organizer xuat hién nhu hinh sau:

Hinh 61. Cira sé Microsoft Clip Organizer
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Vao File & chon New Collection... 2 dat tén cho Album mai la GPE

Hinh 62. Tgo Album mdi

Chon Album vira tao, sau dé vao File = Add Clips to Organizer = chon On My Own...

Hinh 63. Chén hinh vao Album

Chon céc hinh can chén vao Album, sau d6 nhan nat Add, xem hinh dudi
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Hinh 64. Chon hinh chén vao Album

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

Hinh 65. Hinh trong Album GPE

6. Chen hinh tir Clip Art vao slide

Tu slide hién hanh cua bai truéc, ching ta s€ chen thém mét hinh ¢ tén “projector” vao slide.
Hinh nay dang luu trong Microsoft Clip Organizer.

Vao thanh Ribbon - chon ngan Insert - chon Clip Art
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Hinh 66. Chon nat Iénh Clip Art

Mot ngan Clip Art xuat hién bén phai cua s, tai 6 Search for ban nhap vao tir khda projector
va nhan nat Go dé tim.

Clip Art ¥y X
Search for:
.pmjectar @ 1
Search in:
Selected collections -
Results should be: Clip Art v X
All media file types El Search for:
projector [E]
Search in:
Selected collections E
Results should be:
All media file types |Z|
|&] Organize dips...
oi‘ Clip art on Office Online
(@) Tips for finding dips

Hinh 67. Tim hinh trong Clip Art va chén vao Slide
Ghi chii: Néu cira s6 canh bao xuét hién thi nhan nat Yes
Kich chuét hai 1an vao hinh projector.jpg dé chén vao slide

Sép xép cac hinh va chinh do 16n nho néu can. Luu két qua lai bang cach nhan nit Save.
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Hinh 68. Két qua chén hinh tir Clip Art

7. Chen am thanh vao slide

Microsoft PowerPoint cho phép ban chén rat nhiéu dinh dang nhac khac nhau vao slide, thdng
thuong ching ta chén nhac mp3 hay wma vao slide vi chat lugng chap nhan dugc va dung lugng
nho.

Tu slide hién hanh cua bai trudc ching ta s€ chen mét ban nhac vao do, ban vao thanh Ribbon >
chon ngan Insert - chon Sound tai nhom Media Clips

Hinh 69. Chon nut Iénh Sound

Chon tap tin nhac mong muébn sau ¢6 nhin OK dé chén vao Slide
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Hinh 70. Chon bai nhac chén vao slide

Mot hop thoai xuét hign hoi ban c6 mudn ban nhac nay s& tu dong phét khi trinh chiéu dén slide
nay hay phai cho 1énh nhap chut. Ban chon Automatically

Hinh 71. Chon thiét lgp Automatically cho ban nhac

M6t biéu tuong hinh loa xuét hién trén slide dai dién cho tap tin nhac, ban hay di chuyén n6 vao
goc cua slide. Nhan nat Save dé luu két qua lai.

Hinh 72. Slide da dwoc chén am thanh

Tran Thanh Phong Trang 49



Chuwong 4. Xay dwng néi dung bai trinh dién Chuong trinh Giang day Kinh t& Fulbright

8. Chen doan phim vao slide

Bai nay chiing ta sé chén thém mgt slide méi, slide nay chi can ¢6 2 phan d6 1a tya dé va phan
ngi dung. Bé chen slide méi, ban vao Ribbon - chon ngan Home - chon New Slide = chon
kieu slide la "Title and Content"

Hinh 73. Chén slide mdi véi layout la Title and Content

Nhap chuét vao nut Insert Media Clip trong phan noi dung

Hinh 74. Chon nat Iénh Insert Media Clip

Chon doan Video Clip can chén vao slide, vi du nhu chon chocol.mpg va nhap nat OK.
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Hinh 75. Chén dogn phim vao slide

Khi hop thong bao hién Ién, ban chon Automatically hoac When Clicked tuy y. Nhap tua dé cho
slide 1a "Video clips" va kéo to vung hién thi cho doan phim.

Hinh 76. Dogan phim da chén vao slide
9. Chén bang biéu vao slide

Cac bai trén da husng dan cach chén hinh anh, nhac, doan phim vao slide. Bai nay s& husng dan
cac ban cach chen bang biéu vao slide.
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Chén mot slide mgi vao bai thuyét trinh, slide nay bao gom mot twa dé va noi dung bén dusi la
mot bang bieu nham i€t ké mot so thong tin lién quan dén chu dé trinh bay. Ban vao Ribbon >
chon ngan Home > chon New Slide - chon kiéu layout la Title and Content.

Hinh 77. Chén slide mai

Vung tua dé ban nhap vao Famous Examples

* @us Exam@

s Clicktoadd tedt

Hinh 78. Nhdp twa dé cho slide mdi

Tai phan noi dung, ban nhap vao nat Insert Table dé chén bang biéu vao slide
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Hinh 79. Chon nut Iénh Insert Table

Hop thoai Insert Table xyét hién, ban nhap vao s6: 4 trong hop Number of columns (nghia la
bang sé c6 4 cot). Nhap tiép so: 2 trong hop Number of rows (nghia la bang sé cé 2 dong).

Insert Table D3 | [ 1nsert Table LD [

Number of golumns: @ : Number of columns: :4 =
MNumber of rows: 1 _%_ Number of rows: @ _%_
| ok ][ cancel | | ok | [ cancel |

Hinh 80. An dinh sé dong va cét cho bang biéu

Nhap nit OK dé dong y tao bang 4 cot 2 dong. Sau d6, ban hay nhap noi dung nhu hinh sau vao
bang vira tao

Famous Examples

 Charlie Chaplin Gone with the Jurassic Park Dumbo
Wind

Hinh 81. Nhdp ngi dung vao bdang biéu
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Trong thuc té, khi 1am béo cdo thuyét trinh chiing ta thirong c6 san cac bang biéu trong Word
hoac Excel. Chang ta cé thé chép cac bang @6 vao PowerPoint ma khéng can phdi nhdp lai.

10. Chén biéu d6 vao slide

Bai nay chiing ta sé chén thém mét slide méi vao, slide nay c6 3 phan: Tua dé slide, mét biéu do
va mot dogn van ban bén canh. Ban vao thanh Ribbon - chon ngan Home - chon New Slide
- chon kiéu slide la Two Content.

Movies - Microsoft PowerPoint

EE? o)

Home | Insert Design  Animations
‘3 & ] |55 Layout ~ .
- a3 | |“_§|Reset
Paste Mew _ B 7 U e S
- F |||slide - &7 Delete | u

Slide Show Review View
A x|[=)=

8- Aa-||A )| =

Clipboard ™ Office Theme

= Paragraph

-

1

Title Slide T|t|eand(ontent Section Header n O u S E Xa m p

vith the Jurassic Park

Two Content

=

Title Only

C——

Blank Content with
Caption

[[Z] Duplicate Selected Slides
CL] slides from Outline...
=] | Reuse Slides...

Picture with
Caption

Hinh 82. Chén slide mai

Nhap tua d& cho slide méi 1a: Favorite Movies Survey

T

|

|
7

|

I
I

i

| Q==eO===0

Hinh 83. Nhdp twa dé cho slide mdi
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Tai khung bén trai, nhap chudt vao nit Insert Chart dé chén do th.

; Favorite Movies Survey

]

F

Hinh 84. Chon n(t Iénh Insert Chart

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

rInserlChart M
Cd Templates Column -
e | g | o] 88 i 03])8) |35
& Pie _
e« || ) el 03 D=
B Area - - . ~ ~
o) ] ] 8] b
W Surface Line
@ wom ||| | ] ] e [ ,V,I l;@‘
W Radar Pie
Al o] o ]laAn] [ an] el -
| Manage Templates... | | Setas Defoultchart | [ o || coxe

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

Khi cira s6 bang tinh xuat hién hdy xo4 tt ca cac dit liéu co san trong bang vao nhap vao théng
tin nhu bang sau:

Women Men
Comedy 100 120
Drama 50 97
Action 92 77
Animation 87 34
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/x j h!) B - Chart in Microsoft Office PowerPoint - Microsoft Ex... Table Tools
—/ Home Insert Page Layout Farmulas Data Review View Design
& Calibri seneral 5% Conditional Formatting 3
=3 |B I O~ 1'% 571 as Table o)
Paste = s
- 7 |[ES %0 gma| S Cell Styl Fa
Clipboard ™= Font Number Styles
Cc5 v(» X v f |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 3?' 34
6
7
8 To resize chart data range, drag lower right corner of range.
2
10
a1
4 4 » M| Sheetl /%] o] m
Enter | Scroll Lock =o |

Hinh 86. Nhdp sé liéu vé do th;

Doéng ctra s6 bang tinh lai dé tré vé man hinh soan thao PowerPoint.

Chart in Micrasoft Office PowerPoint - Microsoft Ex... Table Tools E@
age Layout Formulas Data Review View Design @ — fClose
- Ll GEN :e,'l-f-:militi-:mal Formatting ¥ - A [ﬁ

— : 7
a |l 3 b _U_j,' Format as Table " Delete g =
= is e . Sort& Find &
| |2 o M ) Cell Styles Bl Fomat ~ || &2~ Filter- Select~
F] Alignment Number Styles Cells Editing

Hinh 87. Dang cira sé bang tinh

Lac d6 d6 thi tir s6 liéu ban vira nhap s& xuat hién trén slide nhu bén dudi. Ban nhip chudt vao
khung bén phai va nhap vao doan van ban Which types of movies do men and women prefer?

Favorite Movies Survey

250 + 250 +

200 200

150 - 150

. 100 + m Men e ! 100
u Women !

50 i 50

0 0

£
& é‘g:

é“" é“"

il

£
& é‘Qo

Favorite Movies Survey

{\Which types of movies do |
men and women
prefer?

Men

| Women

Hinh 88. Thém d6 th; vao slide

11. Chen SmartArt vao slide

Bai nay ching ta sé hoc cach chen mot so do hinh cay vao bai thuyét trinh. Trudc tién ching ta
s€ chen slide méi bang cach vao thanh Ribbon - vao ngan Home - chon New Slide - chon
kieu Title and Content. Nhap tua dé vao cho slide la: Oscars, 79th Academy Awards.
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Hinh 89. Chén slide mdi va nhdp twa dé cho slide

Nhap chudt vao nat Insert SmartArt Graphic

Hinh 90. Chon nit Iénh Insert SmartArt Graphic

Cura 56 SmartArt Graphic xuét hién. Chon nhém kiéu Ia Hierarchy - chon kiéu Organization
Chart - nhap Ok dé chen vao slide.

Hinh 91. Hgp thogi Choose a SmartArt Graphic
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Mot so dd cay dugc chén vao slide nhu hinh dudi, ban chon hop trén ciing caa so do va nhap vao
noi dung sau: Fearture Films.

Hinh 92. Nhdp néi dung cho cac hgp van ban

Chon hop duoc khoanh vong tron nhu hinh dudi va nhan phim Delete dé xoé bo.

Hinh 93. Xo6a hép van ban khéng si dung

Chon hop dau tién & cip hai cia so do cdy (xem hinh dudi), sau d6 vao Ribbon - SmartArt
Tools - Add Shape - chon Add Shape Below dé chén thém mot Textbox bén dudi cap dang
chon.
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Hinh 94. Cheén hgp van ban vao so do cay
Chon lai hop dau tién & cdp hai cua so dd cdy (xem hinh dudi) va vao thanh Ribbon >

SmartArt Tools - Add Shape - chon Add Shape Below dé chén thém mot Textbox bén dudi
cap dang chon.

Hinh 95. Chén thém hép van bdn vao so do cay

Lam tuong tu va chén vao cac Textbox dé cho két qua nhu hinh sau
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Hinh 96. So do cay

Nhap noi dung vao cho cac Textbox, va két qua cudi cting nhu hinh sau:

Hinh 97. Nhdp ngi dung cho so do cay

Nhén nat Save dé luu bai thuyét trinh.
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Chwong 5. Tuy bién, hiéu chinh bai trinh dién

Trong phan mét ching ta ¢ di qua cac budc can thiét dé xay dung mét bai trinh dién c6 nhiéu
thanh phan khac nhau nhu van ban, hinh anh, so d, do thi, bang biéu, &m thanh, dogn phim...
Trong phan nay ching ta sé tién hanh viéc tuy blen va hi¢u chinh bai bao cao sao cho linh hoat
Vao dep mdt véi céc kiéu chiz, mau sdc, hinh anh nén... bang cach &p dung cac madu dinh dang c6
san di kém theo trong bg Office hodc ldy tir Internet.

1. Ap dung cac miu dinh dang c6 sin

Pay 14 cac mau dinh dang da duoc thiét ké sin (design template) kém theo trong bo Office hoic
do ching ta ldy tir Internet. Cac mau nay rat da dang duoc thiét ké véi nhiéu chu dé khac nhau
(Business, Education, Finance, Holidays, Inspirational, Religion, Social, Sports, Science,
Technology) pht hop cho rét nhiéu tinh huéng béo céo trong thuc té.

Ngoai cac mau c6 sin trong bo Office (cai dit day du bo Office méi c6), cac ban cd thé tai thém
Cac mau mai tai:

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

Dé tiép tuc bai hoc, ban hdy ma lai tap tin thuc hanh & céc phan truéc. Sau d6 nhap chudt vao
ngan Design trén thanh Ribbon.

-'“.E:;\ﬁ = Y- f-"'""—_-“"“'-.. Movies - Microsoft PowerPoint
Home Ingert Design Animptions Slide Show Review View
1 = Bac
_] U] Aa ‘ Aa E ‘ Aa H:Qa - [AlF
Page slide T - L LB T TEEEE LBCL O e _
Setup Orientation~ | o E
Page Setup Themes

Hinh 98. Ngan lénh Design

Chon kiéu Flow nhu trong hinh bén dudi
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@ J@9-0)= Movies - Microsoft PowerPoint
S )
Home Insert Design Animations Slide Show Review WView
f I B All Themes *
This Presentation
Page Slide
Setup Orientation~ ||| AE!
Page Setup —
R = Builtn
1 K ) i
Aa Ba 1 [Aa—| | Aa v—
s ST || [

im|

More Themes on Microsoft Office Online...

) Browse for Themes...

4 Save Current Theme..,

Hinh 99. Chon mdu Flow

Nhap chuét vao nat Colors dé chon tiép tdng mau cho bai bao céo

Movies - Microsoft PowerPoint = | =]
ans Slide Show Review WView @
B Background Styles ~
a : “q h
- . | B = El Effecks = " Hide Background Graphics
Themes Background ]

Hinh 100. Chon tdng mau

Cac nhém mau s& hién 1én nhu hinh duéi, ban hdy chon mét tong may ung y nhat. Vi du ¢ day,
ban chon tbng mau Technic
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Movies - Microsoft PowerPoint E@g
ans Slide Show Review View @
- n Colors = A -
Built-In - l
T | HCONENENE office aphics
EOCOED NN Grayscale | I
S HECOCDENEEE Apex TR

HONEEEEE Aspect
EOEEEEEE Cchic
HCONEENENENE Concourse
——— E(EEEEEE cquiy
EORECEEE Flow
. = BEOROCOECOE Foundry
VOFITE [VIOVIES S LI|/mem—i
B OECEEE  Metro
EDEEEEE Module
- Wl g mmmemm opuen
- do/EOEEETEE orie
-] p(MCNECCEE orgin
P g mmm e
HCHNEE Solstice
<.E|.I:I...- 1“"""%
L INENEE T _——
EOEEEEEE Uba:n
EOEEEEEE veve -

LCreate New Theme Colors...

8
(\etb

g & &

P X

Hinh 101. Céc tdng mau ding san
Nhan nat Save () dé luu két qua lai.

2. Hiéu chinh cac Master Slide

Khi 1am viéc véi PowerPoint ma khong biét @én cac Master Slide thi qua 12 mét thiéu s6t nghiém
trong. Cac Master Slide gilp chdng ta thuc hién duwroc rat nhiéeu viéc ve dinh dang, ap qlung hiéu
ung, chen hinh nén, ... mgt cach nhanh chong va hiéu qua. Bai nay sé trinh bay mét so thao tac

vdi Master Slide

M& bai 1am & cac phan trude ra va nhip vao ngan View tir thanh Ribbon = chon Slide Master.

@ H9-0 )+ Movies - Microsoft PowerPoint
_'.l ':ﬂ 1 —
Home Insert Design Animations Slide Show Review View
7] | ¥ Ruler q & Color
~= || |7 Gridlines [ Grayscale
Mormal| Slide MNotes MNotes : Zoom Fitto
[ Sorter Page Master Message Bar Window | il Pure Black
[ Presentatia ; Show/Hide Zoom Color/Gray

Hinh 102. Ngan lénh View

Trong khung Slides (xem hinh bén duéi), chon slide master trén cung.
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6_1\\‘ TRE Movies - Microsoft PowerPoint
d
——/ Slide Master Home Insert Animations Review View
— | Delet Col =
W, DElete v Title B colors %) Background Styl
R I{ Rename [a]Fonts ~
Insert Slide Insert o Master Insert | Footers Themes . Hide Backgroun
Master Layout w FTESenve || |avout Placeholder - .E"e‘:ts
Master Layout Edit Theme Background
R R R E N R EE R RN R R O

&) ﬂwk fn edfr Maq’rer rexT -0 Clwk

Hinh 103. Chon slide master ¢ hiéu chinh

Chon viing tya dé cua Slide Master ""Click to edit Master title style"

it Mastertext styles

= Second level
Thirdlevel
« Fourth level

« Fifth level

Hinh 104. Chon tiéu dé cua Slide master

Chon ngan Home = chon tiép nit | dé dinh dang twa dé thanh chit in nghién.

|® H9-0 ' = Movies - Microsoft PowerPoint Drawing Tools
LU= e T ; i
Slide Master Home Insert Animations Review Wiew Farmat
= Layout ==
j * yau deading: = 50 = [A° A ||£§J| [i= ~ '_ .,l ,-—-|+_..|“‘1
i Fr * [oz]Reset
Paste Mew AV . - - EEEEE
- F || slide~ ' Delete ) cbe & Ax~| 4 || ==
Clipboard ™ Slides Font fa Paragraph I

Hinh 105. Chon kiéu chi nghién

Chon hop Footer (xem hinh dudi) va nhap tén cuaa ban vao.
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_...u-""'”-f'l

=

Click to edit Master title style

o Clicktoedit Mastertextstyles
+ Second level
Third level

« Fourth level
«+ Fifth level

Hinh 106. Nhdp tén tac gid vao chan cua slide

Chung ta mudn chén thém maét hinh anh tir Clip Art vao Slide

Master thi lam nhu sau:

Nhap ngan Insert > chon Clip Art trén thanh Ribbon. Tai 6 Search for nhap vao chi: "film" dé
tim hinh c6 tén film chén vao Slide Master va nhap nat Go dé bat dau tim.

Results should be:
All media file types

Selected collections

Hit Master text styles

level

level

Hinh 107. Tim hinh tén Film

Nhap chuét hai lan lién tiép I1&n hinh vira tim duoc dé chén vao Slide Master, sau d6 thu nho kich

thudc hinh lai va két qua nhu bén dudi. Sau d6, ban di chuyén

hinh vao goc dudi bén phai.
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Click to edit Master title style Click to edit Master title style
* Click to edit Maste' o= - * Click to edit Master text styles
» Second level « Second level
Third level Third level
- Fourth level - Fourth level
« Fifth level : « Fifth level
£ B
/273007 nrvame 5 o l3t307 pursvame H%

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

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

Microzoft PowerPoint Drawing Tools @Elg

himations Review View Format '3@
: Colors ~ [ £
Title l Kl {4 Background Styles ~ | I i E
@ Fonts ~
[ Footers || Themes Hide Background Graphics Page Slide
Her = Effects ~ Setup Orientation Master View
Layout Edit Theme Background P Page Setup

Hinh 109. Thoat ché ds Slide Master

Vao ngan View = chon Slide Sorter dé xem két qua. Khi d¢6, mdi slide déu c6 twa dé in nghién
va c0 hinh film ¢ goc dudi bén phai.

- —-""'P--- - - — —
Types of Movies Favaorite Movies Survey
«Comedies i Which rypees of movies
o ey aned women
«Dramas iy prefer?
«Action et i
«Animation - i e
Wi/ 4
H H

Hinh 110. Két qua hiéu chinh slide master
Luu két qua lai bang cach nhan ndt Save.
3. Sap xép céac slide trong bai trinh dién

Ban c6 thé sip xép th ty cac slide trong bai trinh dién bat ky khi nao ban muébn. Bé thyc hién
hay lam theo céac budc sau:

. og . X .
Nhap chuét vao nat Slide Sorter (ﬂ_ﬂl) trén thanh trang thai ¢ cuoi ctra s6 PowerPoint.
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Hinh 111. Chuyén sang ché @ Slide Sorter

Chon céc slide can di chuyén (mudn chon nhiéu slide cting Itic thi nhan va gitr phim ALT hoic
CTRL khi nhap chuét 1én cac slide).

Khéo chuot sang vi tﬂl’l’ moi khi ma xuat hién duong k& dang thi tha trai chuot, céc slide duoc
chon s& dugc di chuyén dén vi tri méi.

@".ﬂ"]'l"ﬁ]‘ Mavies - Micrasoft PowerPaint = = =
- Heme | Insert Design Animations Slide Show Rewiew  Vigw 7]

=TI | [ [ e ey || i (= | ey = Do #AFind

-| e I R = - | B= | Y
p'_]_u NJ_.__‘” | (=] I |_ e J N:_LI = PR
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e 3 || dew o | A [A ] (][] 5 | shepes Amnge Quia: |

Clipboard Slides Font ] Paragraph . Drawing ] Editing

e
|| Fomous Erampies i

L — T — — -
T

Hinh 112. Sdp xép trinh tir céc slide

Nhan nit Save dé luu két qua lai.

4. Pinh dang van ban

Khi ban muén dinh dang lai van ban (text) trén mot slide nao d6 (mudn dinh dang van ban trén tat
ca céc slide thi vao che d¢ Slide Master dinh dang) thi lam theo cac ggi y sau:

Chon slide can dinh dang, quét chon viing van ban can dinh dang (xem hinh bén dudi).

Tran Thanh Phong Trang 67



Chuwong 5. Tuy bién, hiéu chinh bai trinh di&n Chuong trinh Giang day Kinh t& Fulbright

_ Types of Movies

Hinh 113. Chon van ban can dinh dang

Trén thanh Ribbon nhap vao nit chix A lén dé tang kich thuéc chir hogc nhan vao ndt chir A nhé
dé giam kich thudc chi.

jﬁ__a\\"-. H9-@ h Movies - Microsoft PowerPoint Drawing Tools
i
—r-/l Home Insert Design Animations Slide Show Review View Format
=L ]
il Layout = = = = o
B - = L2y Calibri (Bedy) - 28 = gz [1=- |10
B Reset =~
Paste MNew = |E=-~
- 7 || slide~ % Delete B L U e & =i |.== J P_r
Clipboard ™ Slides Font P Paragraph IF]

Hinh 114. Tang giam kich thuoc chir

Kich thuéc chit s& 16n hon sau khi nhan nGt chir A 16n

Types of Movies

Hinh 115. Kich thudc chir sau khi tang
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Nhap chudt ra ngoai viing tréng trén slide dé bo chon viing van ban va nhap chudt hai lan vao chix
Comedies dé chon nd. Sau dd, nhap nat chir B dam trén thanh cong cu dé dinh dang chr dam.

Types of Movies Types of Movies
. Eaama 0 0
. Comedles | |
| |
'+ Dramas i i
i . ! |
'+ Action i i
! . -
&+ Animation E:’ E:’
1 | |
i | |
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1 | |
| | |
O —mm e O-—mmmmm o] O m e O-—mmmmm o]
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_d] & Hltayo ri Body) |36 - [A" A ||_| el
= EE _‘|Reset
Paste B 7| U abe - par| A SE=E ==
- “f sg,dEv % Delete l : Aav/| Q| —_—— E
Clipboard ™ Slides Font Fl Paragraph IF]

Hinh 116. Chon dogn vén ban @é dinh dang thanh cha in dgm

Nhap nit mii t&n hudng xubng bén canh hop Font Size va chon 40.

@‘3 H9-3 )~ Movies - Microsoft PowerPoint Drawing Tools

L)

Home Insert Dresign Animations Slide Show Review View Format

_ﬁj * = j:‘::‘t CalibriBody) - |38 ||| A" n7|[%5] [=|- =)= ﬁlﬂé]u‘ﬁ:
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Hinh 117. Dinh dang Kich thudc chir tir danh sédch Font Size
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Nhép chudt vao ndt mii tén hudng xudng tai hop Font, sau d6 chon Font chit 1a Impact.

Hinh 118. Binh dang kiéu font chi

Muén sao chép dinh dang cho cac doan van ban khac thi ban hdy nhap chudt vao nit hinh "cay co
vé" Format Painter trén thanh céng cu (luu y 1Gc nay dong van ban Comedies van dang dugc
chon).

D"ﬂ '| H9-0 N Movies - Microseft PowerPoint Drawing Tools
R
—-/ Home Insert Design Animations Slide Show Review View Format
(=L == A
b =| Layout al = —_ = = = b
_,] g d i Impact ~40 - |A A ||ﬁ)| [:=|- = -8 =?|+=-|“:J-
- So) Reset x
Pastj MNew AV . - - - ‘
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Clipbos Slides Font P Paragraph ]
— 3 Format Painter
1 Copy formatting from one place

«{ and apply it to another.
Double-click this button to apply
T the same formatting to multiple
2 .| places in the document.
] — .
3 P y—— Types of Movies
" Q

o P — Om—m—————— -0

I I

| N Comedies i

| ]

Hinh 119. Sao chép dinh dang bang Format Painter

Kéo chudt vao vung van ban can ap dung dinh dang la cac tir Dramas, Action, va Animations.
Két qua sau khi sao chép dinh dang cua tor Comedies cho cac tir Dramas, Action, va
Animations nhu hinh sau:
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Hinh 120. Két qud sao khi sao chép dinh dang

Nhan nut Save trén thanh cong cu dé luu két qua lai.

5. Pinh dang hinh anh

Phén nay trinh bay mot s6 thao tac thuong gap déi véi hinh anh (picture) trong bai trinh dién nhu:
xoay hinh, di chuyén hinh, thay d6i kich thuac hinh va cat tia hinh.

Xoay hinh (Rotate)

Nhap chudt chon hinh can xoay. Khi d6 xung quanh hinh dwoc chon s& xuat hién 4 nit tron nhé ¢
cac goc, 4 nat vudng nho ¢ gitra cdc canh va mot ndt tron nam phia trén dung dé xoay hinh.
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- Dramas
- Action

- Animation

Types of Movies

« GComedies

Hinh 121. Hinh dang dwoc chon

Nhap chudt vao nat nim tron mau xanh & bén trén caa hinh, khi d6 con tré s& bién thanh hinh
mot vong tron xoay (xem hinh):

- Dramas
- Action

- Animation

Types of Movies

- Comedies

Hinh 122. NGt ngm tron duy @é xoay hinh

Giir trai chuot va kéo theo huéng nguoc chiéu kim ddng hd, két qua xoay nhu hinh sau:

(xem hinh)
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Types of Movies

+ GComedies
« Dramas 7
« Action ¥ s,
- - Ty ‘;' ‘:;4‘}]
« Animation g
O—= =

Types of Movies

+ Comedies
+ Dramas

+ Action

+ Animation

Hinh 123. Hinh sau khi xoay

Xoay hinh lai vé dng vi tri ciia nd (xem hinh). Sau d6, ban hay luu bai trinh dién lai.

Types of Movies

+ Gomedies
- Dramas

+ Action

+ Animation

Cit tia hinh (Crop)

Chon hinh can cit tia, sau d6 nhap chudt vao ngan Format trén thanh Ribbon va chon nat Crop.
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Hinh 124. Chon Iénh Crop
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Nhép chudt vao canh bén dudi caa hinh va kéo 1én trén, két qua nhu hinh sau:

Types of Movies

- Comedies

- Dramas -
. Action L..E?-!i
« Animation f

s

Hinh 125. Thuc hién 1énh cat hinh tir bén duwdi 1én

Nhéap chudt vao canh bén dudi cua hinh va kéo huéng 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
- . | T AL

+ Animation I_‘l_‘- )

Hinh 126. Tra hinh vé kich thuéc ban dau

Nhén nat Save dé luu két qua lai.

Thay ddi kich thwéc hinh (Resize)

Chon hinh can thay ddi kich thudc, sau d6 diing chudt chon vao niit nam tron & géc trén bén phai
cua hinh. Khi d6, con tré bién thanh mai tén 2 chiéu (xem hinh dudi).
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Types of Movies

- Comedies
- Dramas

« Action

- Animation

Hinh 127. Thay dsi kich thuéc hinh

Kéo chudt hudng ra phia ngoai hinh s& phong to hinh, ngugc lai s& thu nho hinh. (Ban c6 thé két
hop thém phim ALT, SHIFT hoac CTRL khi phong to hay thu hinh dé biét thém céng dung cua

ching.)
Types of Movies
« GComedies -
- Dramas N Qb /
« Action |

- Animation

Hinh 128. Thyc hién phong to hinh

Di chuyén hinh (Move)

Chon hinh can di chuyén, sau d6 di chuyén chudt vao gitta hinh. Khi d6, con tré s& c6 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 mai tén 4 chiéu

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

sé& nhu hinh sau:

Types of Movies

+ Gomedies
+ Dramas

+ Action

- Animation

Types of Movies

+ Gomedies
+ Dramas

+ Action

- Animation

Hinh 130. Két qud sau khi di chuyén hinh

Nhan nit Save dé luu két qua lai.
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Chwong 6. Lam viéc véi cac hiéu wng, hoat canh

Trong chuong ndy, chling ta s& cling nhau tim hiéu cac loai hiéu tng va cac kiéu hoat canh dé ap
dung vai bai trinh dién caa minh.

1. Hiéu @wng cho van ban

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

~ Movies - Microsoft PowerPoint (2

lons Slide Show Review View @
B e EE Uﬁ' _ N = o & 4AFind
L e ) B (g
e & AV- Aa- "j ‘E I -l- P | Shapes Amange S?y‘::sk O ||y setect
Drawing £ Editing

Font , Paragraph i

Fowvarite Movies Survey

|ll| =

S v
I//

Hinh 131. Chon slide can &p dung hiéu itng

Chon doan van ban, sau d6 vao ngan Animations trén thanh Ribbon

E } H9 05 ‘ _._M- Microsoft PowerPoint '5 | Drawing Tools |

: Horne : lnsert ] Des n _[ Anlmatlonsg SI Show ; Rwim Y : : Format I
W2 { 1.4 Animate: No Animation = —

Preview || 23 Custom Animation 1L

| Preview || ! A ﬂ'_!l!?_tﬂf!’_ ___________ J Transition to This.

5
Hinh 132. Ngan Iénh Animations

Tran Thanh Phong Trang 77



Chwong 6. Lam viéc v&i cac hiéu &ng, hoat canh Chuong trinh Giang day Kinh t& Fulbright

Chon Iénh Custom Animation tir nhom Animations.

@ L E 9 o [i b Movies - Microsoft PowerPoint Drawing Tools
s Home Insert Design Animations Slide Show Review View Format
; e &
L4 -4 Animate: Mo Animation - e il
3 || Wiiﬁ:hzh&j@
Previey Egﬂ Custom Animation | L - = | =1 (= o

-

Transition to This §

Custom Animation r"a'""1"""'2"'""3"""'4"""'5'

Open the Custom Animation Task

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

(&) Press F1 for more help.

Hinh 133. Chon Iénh Custom Animation

Chon nit ¥ Addeffect +| khung Custom Animation bén phai ctra s PowerPoint.

osoft PowerPoint Drawing Tools =)

de Show Review View Format @

= || Advance Slide

—— s& [No Sound]
j -'] il -I [ﬂw - i Fast = | ¥ On Mouse Click

= | jad Apply To Al Automatically After: 00:00 &
Transition to This Slide
I T T O . e Y - IO b AR RN - JERCRC (R = I et Cua-AvrkEaation v
5y AddEffect =
]
Stark:
g5 /4—' Fropetty:
I —
Speed;
.AOV,'eS Select an element of the side, then
________ o dick "Add Effect” to add anmaton.
I
1
1
|
|
|
|
|
|
|
|
]
]
I

Hinh 134. Chon lénh Add Effect

Khi danh séch cac higu ing x0 xudng, nhap chon Entrance, sau d6 chon kiéu Fly In. (Céc ban
nén tu tim hiéu cac kiéu hiéu trng nay bang cach nhap chon ching va xem truéc két qua minh hoa

trén slide).
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pwerPoint Drawing Tools —

Review View Format (7]

£y [MoSound] - | Advance Slide

1 i _
g - l-I 'ﬁl - 3 Fast - | ¥/ on Mouse Click
; - = 12l Apply To All Automatically After: 00:00 =

Transition to This Slide

Voo g T e e P e ey Custom Animation v X
Iy AddEffect v| |
& Entrance » | 8% 1.Blinds
#2  Emphasis b | S 2.Box
— / ¥F  Exit » | B 3. Checkerboard
s e % Motion Paths » T Diamon
i [ # 5.Flyln N
vies St o
gk Add Effect —

Hinh 135. Chon kiéu Fly In

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

fosoft PowerPoint Drawing Tools ===

de Show Review View Format (7]

#h [NoSound] - ||Advance Slide

ﬂ gl % ‘Q] ﬁ, - 3 Fast ~ || ¥/ on Mouse Click :

= ;j Apply To All Automatically After: 00:00
Transition to This Slide

IR I T SN - R IR - OO IO AR IR - SERIC IO O Custom Animation S Bt
[Efy AddEffect v| (%) Remove |
Modify: Fly In
Start: E‘
— __'__/ﬁ:: Direction: | From Bottom lz‘
Speed: Very Fast E|
—_—
viovies O

f Animation El

Hinh 136. Chon tac dg thuc hién cua hiéu iing

Nhan nat Save dé luu lai bai 1am, néu muén xem hiéu tng vira thiét 1ap cho slide hién hanh thi

nhan nit , néu ban mudn xem & ché do toan man hinh thi nhén vao nat |52 Side shaw |

2. Hiéu wwng cho hinh anh

Trong bai nay chling ta s& thuc hanh chén thém mot hinh vao slide, sau do thyc hién hiéu tng cho
hinh di chuyén tir diém nay dén diém khac trén slide.

Lam nén hinh trong suét

Chon slide sé hai Famouse Examples, sau d6 vao Insert Clip Art, khung Clip Art s& hién ra
nhu hinh sau:
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— /
xamples
ST —T—
Ine with the Jurassic Park
Ind

Clip Art
Search for:

Search in:
|Seleched collections
Results should be:

| All media file types

& =

Hinh 137. Goi hgp thogi Clip Art

Trong hop Search for, ban hdy gd vao tir khéa “dinosaur” va nhan nit Go dé tim hinh

ples
L

e with the Jurassic Park

S
|Sefeclzd collections
Results should be:

| Al media file types

Hinh 138. Tim hinh trong Clip Art

Khi hinh duogc tim thay, hdy chon hinh va chén vao slide, sau d6 hay nhap chuét chon hinh

Hinh 139. Chon hinh can &p dung hiéu ing
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Nhap ngan Format trén thanh Ribbon, sau d6 ban chon Recolor va chon tiép Set Transparent
Color

|® ﬂ )~ 5 ﬁ Y= Movies - Microseft PowerPoint Picture Tools
- Home Insert Design Animations Slide Show Review View | Format

i Brightness ~ :}_ﬂ: Compress Pictures 45) Picture Shap

(D Contrast - g Change Picture ﬂ‘ — “ ; d - [ Picture Bord
{&Recolcr' "HResel Picture = ) Picture Effect
n

No Recolor Picture Styles
[ e 1 | UEEERERRS1 | 2 i
Color Modes
- —

Dark Variations

€ varliations

| ¥ setTransparent Color %

Hinh 140. Chon lIénh 1am hinh trong sudt

Nhép chudt vao viing nén trang cua hinh dé 1am nén tre thanh trong suét. Két qua hinh trong suot
nhu sau (co thé thay dugc phan bang biéu bi khuat bén duai):

|

Hinh 141. Lam hinh nén trong sut

Sau d6 dung chuét di chuyén hinh dén géc dudi bén trai cua slide
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Famous Examples
Animation
Charlie Chaplin Gone with the Jurassic Park Dumbe

Wind 0

Hinh 142. Di chuyén hinh xuéng goc dui bén trai

Ap dung hiéu ing

Chon hinh vira hoan thanh ¢ phan trudc, chon ngian Animations trén thanh Ribbon, sau d6 ban

chon tiép lénh Custom Animation.

I@ H9-0E)+F Movies - Microsoft PowerPoint Picture Tools
— Home Insert Design Animations Slide Show Review View Format
154 Animgte: No Animation - | e
Pre E_;’ﬁCustomAnimatiom | l | = =

Transition to This §

“| Custom Animation ERARNAREY SERLARRE SRR RN RERL RS SN LA SRR AR

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

@) Press F1 for more help.

e — |

I Famous Examples

Hinh 143. Chon Iénh Custom Animation

Tir khung Custom Animation bén phai cira s6 PowerPoint, ban nhap chon nit ,

sau do chon Motion Paths = Draw Custom Path = va chon Curve.
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I RN PR TR PR Custom Animation v x
 |ESuAddEffectzf % Remove
% Entrance »
¥  Emphasis 3 -
____-"_,_/4:' E Exit y _____._\ =

¥% Motion Paths » 1. Diagonal Down Right

N
/" 2.Diagonal Up Right
I

Salect an elemer 3. Down
didk "Add Effect Left
"~ animation | N
Dumbo =
I &up

N Draw Custem Path 3
More Meotion Paths...

%% Scribble

Hinh 144. Chon Iénh Curve

Dung chudt vé mot duong cong tir goc dudi bén trai slide kéo dai [én goc trén bén phai cua slide
giong nhu hinh sau day.

ﬂ—-""'r-_-

Charlie Chaplin Gone with the Jurassic Park

]

Hinh 145. Vé dwong cong dé qui dinh duwong di cua hinh

Sau khi v& dudng cong dén géc trén bén phai, ban nhap chugt hai lan dé két thic Iénh v&. Khi do,
hinh dinosaur sé tu dong di chuyén theo dudng cong nay.
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— =

Famous Examples

Charlie Chaplin Gone with the
Wind

=

JurassiePa

H

Hinh 146. Hinh di chuyén theo dwong cong

Tai muc Speed, chon Very Slow dé giam téc do di chuyén cua hinh

Custom Animation

v x

[I{k Add Effact v] [’S-_; Remwe]

B R —_ _/“ Path:

Modify: Custom Path
Start: ﬁ On Click lz‘
Unlocked FJ

amples 19 e

!

/ Fast
na  Acion lanimation | very st

withthe  JurasSicPark Dumbo
i /

Hinh 147. Qui dinh téc @6 thuc hién hiéu ing

Ban c6 thé xem hiéu &ng trén slide tai bat ky thoi diém nao bang cach nhan vao nat Play hoic

Slide Show & cudi khung Custom Animation.

V| AutoPreview

Hinh 148. Nt Iénh Play va Slide Show

Nhan nat Save (l=) dé luu bai lai.

Tran Thanh Phong

Trang 84



Chwong 6. Lam viéc v&i cac hiéu &ng, hoat canh Chuong trinh Giang day Kinh t& Fulbright

3. Hiéu wng cho db thi

Trong bai nay ching ta s& thuc hanh cach tao hi¢éu tng cho cac thanh phan trén db thi (Chart
animation). Ban hay mo tap tin thyc hanh & cac phan trudc, sau do chon slide c6 chira do thi. Ban
hay dung chuot chon Ién d6 thi dé bat dau ap dung hiéu ung.

Hinh 149. Chon do thi &p dung hiéu iing

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

Custom Animation, nhip chon nit [y addEffect ¥ say g6 chon More Effects... dé PowerPoint
liét ké tat ca hiéu ung.

Hinh 150. Chon Iénh More Effects...
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Chon hiéu ung Wipe va nhian OK. Tai khung Custom Animation, chon Direction 14 From
Bottom va tai Speed chon lai la Medium.

E\Iement
Serie

Category

Hinh 151. Chon hiéu itng Wipe cho do thi véi toc dé Medium

Nhép chon 1&n hiéu tng trong danh sach hiéu ng dang ap dung cho slide, sau dé chon tiép
Effect Options...

Hinh 152. Goi hgp thogi tuy chon hiéu #ng

Trong hop thoai vira m¢ ra (Wipe), chon ngan Chart Animation va chon By Element in
Category tai Gropu chart. Sau @6 nhan OK d¢ hoan tat.
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Hinh 153. Ap dung hiéu #ng cho tirng thanh phan trong cac nhdm trén do th;
Nhan nat Save (l=) dé luu bai lai.

Ghi chu; Khi thyc thi hiéu tng

Hi¢n toan bg do thi

As one object:
By series: Hién theo tirng chudi sé liéu
By category: Hién theo ting logi

By element in series:
By element in category:

Hién tirng thanh phdan trong tieng chudi sé liéu
Hién tirng thanh phan trong tieng logi

4. Hiéu wng chuyén slide

Qua céc~bai trén cac ban da tao duoc hqiéu ng cho cac ddi tugng Text, Chart, Picture. Bai nay s&
huéng dan cach tao hi¢u ung khi chuyén tir mot slide nay sang slide khac (slide transitions) trong
bai thuyeét trinh.

. . oo
Trudc tién, ban hady mé tap tin thuc hanh ¢ phan truéc. Sau do chon nit Slide Sorter B8 (nit
nay nam ke thanh Zoom & goc dudi bén phai man hinh).

Tir ngan Home trén thanh Ribbon, chon Select va chon tiép Select All (phim tit 1a <Ctrl + A>).

Movies - Microsoft PowerPoint

:l@i:h

e Show Review WView

Shapes Armrange Quich

©
34 Find

a
tac Replace -

[=
L]

Drawing

l

Hinh 154. Chon Iénh Select All

Nhép chugt chon ngan Animations, sau d6 nhap chudt vao ky hiéu mii tén huéng xudng dé tim
den hiéu tng mong muon la Uncover Left-Up (xem hinh).
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Maovies - Microsoft PowerPoint

h | Animations [ Slide Show  Review

o] '[No Sound] - || Advance Slide
Fast ~ || [¥] on Mouse Click

Apply To All [T Automatically AT|
is Slide

\fﬂl@lﬂﬁlﬂ\

pw 3 of 10

Fomous Exomples o & hoose a special effect that will be

| ppplied during the transition
between the previous slide and the
urrent slide.
Pt

Py

s i e ae

Movies - Microsoft PowerPoint

| Animations | SlideShow  Review  View

.| & [MoSound] || Advance Slide

-| 3 Fast

| On Mouse Click

=| Sl Apply To Al | 7] Automatically Af]

"Emam

Famous Examples

Pt D ekl S

Hinh 155. Ap dung hiéu izng Uncover Left-Up cho céc slide

Nhap chuét chon hiéu tng Uncover Left-Up, sau d¢6 nhan nat Save dé luu bai thuyét trinh lai.

5. Tw dong hod viéc chuyén slide

Bai nay s& hudng dan céch thiét 1ap sao cho viéc chuyén tir slide nay sang slide khac s& duoc thuc

hién ty dong sau mot thoi gian qui dinh trudc.

Trudc tién, ban hdy mo tap tin thuc hanh ¢ phan truge. Sau d6, ban chon nit Slide. T ngan

Home trén thanh Ribbon, chon Select va chon tiép Select All.

Nhép chudt chon ngin Animations, tai Advance Slide nhip chudt vao chon Automatically

After (xem hinh).
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; i : E = | = [l
MIZNIS - Mlcroscvft PowerPoint g | — -

& Show @

. Mo Sound]  ~
Pl

T |3l Apply To All

Transition to This Slide

* | Advance Slide

Automatically After
W Fovorite Mowies Survey

Move to the next slide after a
I 2'.:“’.‘; = certain number of seconds.
AL

Typ5 of Movies

Hinh 156. Chon thiét ldp tir déng thuc thi hiéu izng theo thoi gian

Nhép cac ndt mai tén 1&n/ xudng (] dé thiét lap thoi gian chuyén slide (tinh bang phat:giay). Vi
du nhu chdng ta thiet 1ap 1a 5 gidy.

Ml:mie; & Microsoﬂ PowerPoint

PEF o

ijAppero All
Transition to This Slide

Advance Slide
¥ On Mouse Click
V| Automatically Afte

| Favorite Movies Survey

Hinh 157. Thiét Igp thoi gian 5 gidy

Mudn xem két qua nhu thé nao thi chon vao nat Slide Show hoac nhan nit Save dé luu bai lai.

6. Tao bd nut di chuyén trong bai thuyét trinh

Trong bai nay cac ban s& dugc huong dan céch tao 5 nat lénh (Action buttons) cho bai thuyét
trinh bao gom:

o Nt 2] khi nhdn vao né thi bai thuyét trinh s& dugc chuyén vé slide bét dau

« Nt P khi nhn vao né thi sz chuyén dén slide ké tiép slide hién hanh

o Nat [ khi nhén vao no thi s chuyén vé slide trudc slide hién hanh

o Nt [ khi nhan vao no s chuyén dén slide chtra d thi trong bai thuyét trinh
o Nt [3]: khi nhén vao né sz mo ung dung Excel 1én.
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B nit ndy s& xuat hién trong tat ca cAc slide cta bai thuyét trinh, do vay cach thuc hién nhanh
nhat la tao cac nat nay trong ché d6 Slide Master.

Truéc tién ban hdy maé tap tin da 1am & cac phan trudc, sau dé ban chon ngin View va chon nit
Iénh Slide Master.

Hinh 158. Chon Iénh Slide Master

Ché do hién thi Slide Master cua bai thuyét trinh nhu hinh sau. Tai day c6 rat nhiéu Master
Layout. Do vay, ban chon Title Layout dé tao cac nut trudc:

Hinh 159. Ché d hién thi cia Slide Master

Chon ngan Insert, sau d6 chon Shapes tir nhdm Ilusstrations dé mé danh séch céc hinh vé xay
dung san cua chuong trinh.
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Hinh 160. Chon nhém Iénh Shapes

Céac nat Iénh Action nam & cudi danh sach cac nhém hinh vé:

Hinh 161. Nhdm céac Iénh Action buttons

Chon nat El va V& Ién Title Layout véi Kich thuéc vira phai (xem hinh). Khi hop thoai XUt
hién, ban chon OK @é chap nhan thiét Iap c6 san la Hyperlink to: First Slide

Hinh 162. Tgo nat Iénh vé slide dau tién

& Cver

(o[
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Ban chon nit [ va v 1en Title Layout. Khi hop thoai xut hién, ban chon OK dé chip nhan
thiét 1ap c6 sin la Hyper]ink to: Previous Slide; Tuong tu, ban’ chon nt]tJEl va vé |én Slide
Master. Khi hg}p thoai xuat hién, ban chon OK dé chap nhan thiét 1ap co san la Hyperlink to:
Next Slide. Két qua nhu hinh sau:

158 Owver

C
I

Hinh 163. Tgqo cac nit Next va Previous

Tiép theo, ban chon nat va vé 1&n Title Layout, hop thoai Action Settings xuat hién. Tai hop
Hyperlink to, ban chon Slide... hop thoai Hyperlink to Slide xuat hién cho phép ban chon slide
mudn lién két dén. Ban hay cho lién két véi slide “Favorite Movies survey” c6 chia d6 thi. Nhan
OK hai lan dé hoan tat.

Hyperlink to Slide

Slide title:

. Let’s go ko the Maovie!

, Famous Examples

. Types of Movies

. Mideo dlip

. Favorite Movies Survey

, Oscars, 79th Academy Awards

=3, RN

Hinh 164. Thiét Idp lién két véi mét slide xac dinh trong bai

Cubi ciing, ban chon va vé nit [3] 1en Title Layout, hop thoai Action Settings ,xuét hién. Tai
hop Run Program, ban chon ndt Browse... dé tim dén tap tin Excel can tao lién két.
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Hinh 165. Tqo lién két dén tap tin Excel
Nhan OK hai lan dé hoan tat.

Céc budc trén ban da thuc hién tao céc nit dicu khién cho Title Layout, khi d6 cc nit Ignh s&
chi xuat hién trén Title Slide khi thoat khoi ché @6 Slide Master. Do vay ban dung chuét chon tat
ca nam nat 1énh nay va nhan Iénh Copy () tr ngan Home cua thanh Ribbon (Ctrl + C). Sau

d8, ban chon céc Layout khéc tir khung bén trai cua cira sd Slide Master va Paste ( dﬂ") (Ctrl +V)
cac nut vao (xem hinh).

Copy

Paste

Hinh 166. Sao chép cac nat Iénh sang cac Layout khac trong ché dg Slide Master
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Nhan niit Close Master View d¢ trg vé ché do soan thao binh thuong. Két qua céc slide sau khi
chen cac nuat dieu khién nhu hinh sau:

Hinh 167. CAc slide sau khi chén cac nit diéu khién
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Chwong 7. Chuan bj trinh dién

Trong chuong nay chiing ta s& cung nhau tim hiéu c&c cong tac chuan bi cho budi trinh dién trude
khén gia hodc phat hanh bai trinh dién dudi dang tu hanh hoic tuong tac véi ngudi dung.

1. Chuan bi céc loai ban in phat cho khan gia

Chuén bi cac ban in phat cho khan gia

Ban chi can xac dinh layout cho céc tai liéu phét cho khan gia (handout) muén in. Néu muén higu
chinh layout thi vao Handout Master dé hiéu chinh trugc khi in.

Handout c6 cac lya chon nhu: 2, 3, 4, 6 hoac 9 slide in trén mot trang. Chiéu cua trang giy ban
cé’thé chon la nam ngang hoac doc. Thdng thuong, ngudai ta in handout la 2 slide trén mot trang
giay kho A4 vai chiéu doc.

Pé in handout, ban 1am theo céc budc sau:

e Chon Office & Print. Hop thoai Print xuit hién

Hinh 168. Hogp thogi Print

e Chon may in, tai Print Range cé cac tuy chon sau:
= All: in toan bo bai trinh dién.
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= Current Slide: chi in slide hi¢n hanh (slide dang chon trudc khi vao Iénh in).

= Selection: chi in céc slide dang chon trudc khi vao 1énh.

»  Custom Show: chi in céc slide trong custom show ma ban d4 thiét Iap

= Slides: in cac slide ma ban nhap vao hop bén canh. Vi du dé 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 sé luong ban in can thiét vao hop Number of Copies (mac dinh Ia 1). Chon tly chon
Collate néu muén céc bo in ra lan lugt tron bo nay rdi dén bo khac.

e Tai hop Print What, ban chon Handouts. Tai hop Slides Per Page, ban chon sé lugng slide
s& in trén mét trang gidy, chon thém tuy chon hudéng gidy in 1a nam ngang (Horizontal) hozc
doc tai Order (Vertical).

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

= Color: In diy du mau sic, mau sic cac slide in ra (trén may in mau) s& giéng véi cac
slide ma ban chiéu trén may tinh.

» Grayscale: In véi tong mau xam, cac mau nén s& khong duogc 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 hoac in Ién phim
may chiéu overhead (xem bang sau dé di chiéu cac mau sau khi in).

Bdng 5. Déi chiéu mau sdc giiza Greyscale va Pure Black and White

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

Text Shadows (bong cta van ban) Grayscale | Black

Fill (t6 nén) Grayscale | Grayscale

Lines (cac duong ke) Black Black

Object Shadows (Céc kiéu bong cua doi tuong) | Grayscale | Black

Bitmaps (hinh bmp) Grayscale | Grayscale

Clip Art Grayscale | Grayscale

Slide Backgrounds (nén cua slide) White White

Charts (do thi) Grayscale | White

e Cac tuy chon hiru ich khac
= Scale to Fit Paper: Phdng to kich thuéc cac slide (nén dung)
» Frame Slides: C6 thém khung cho cac slide trén handout (nén dung khi nén slide Ia
mau tring)
= Print Comments: In cac cha thich trén slide
= Print Hidden Slides: In ca céc slide dang an
» High Quality: Téi wu hoa chat lugng ban in
e Néu mubn, ban c6 thé nhan nat Preview dé xem truéc hinh dang cua ban in, sau d6 nhan nit
Print dé tro vé hop thoai Print.
e Nhin OK dé in handout ra gidy.

Swr dung Handout Master

Gidng nhu Slide Master, Handout Master giip ban diéu chinh layout cua handout. B¢ vao
Handout Master, ban chon ngan View va nhap Handout Master, ctra s6 Handout Master nhu hinh
sau:
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Hinh 169. Cura s6 Handout Master

Chon sb slide trén mdi trang in, ban vao Slides Per Page va chon sé slide trén mdi trang in

[ Tcac placeholder

Hinh 170. Chon s¢ slide trén méi trang in va cé&c placeholder trén handout

Handout Master c6 bén placeholders theo mac dinh 1a: Header, Footer, Date, va Page Number
duoc bo tri & bon goc cua handout.

» Header: O goc trén bén trai, ban c6 thé nhap doan van ban vao day.

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

» Date: O goc trén bén phai, né s& hién ngay thang hién hanh néu duoc chon.

» Page Number: O g6c dudi bén phai va cd sin ky hiéu <#>. Ky hiéu nay s& duoc thay
bang sé trang in in.

Tai mdi placeholder ban c6 thé nhap thém vin ban vao néu can va (Date va Page thi da c6 sin
thong tin). Ban xem thém phan 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 hoiac xda ching di bang phim
Delete hoac bo chon céac placeholder nay trén thanh Ribbon.

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

| ’/v

—

Hinh 171. Hwdng handout Portrait va Landscape

bé diéu chinh hudng trang in cho cac slide trén handout, ban vao thanh Ribbon = chon Slide
Orientation tai nhém Page Setup = chon huéng la Portrait (doc) hoac Landscape (ngang).

Hinh 172. Huwong slide trén handout

Ban c6 thé dinh dang kiéu nén, cac bo mau, font chir va cac miu (theme) va cac hiéu tng cho
handout tir nhdm Edit Theme trén thanh Ribbon. (Cac Theme cho handlout it khi dugc st dung vi
trén handout thuong khong c6 céac ddi tugng dé ap dung).
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Hinh 173. Dinh dang handout

Thém tiéu dé dau va chan slide va handout

Vapo thanh Ribbon - chon Insert > chon Header and Footer, hop thoai Header and Footer
xuat hién nhu hinh sau:

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

o Date and time: thiét 1ap thoi gian s& hién trén slide hay trén notes and handouts.
= Néu chon Update automatically thi thoi gian sé 1a ngay hién hanh cia may tinh dang
ding va sé ti déng thay doi thoi gian trong nhaiing lan mé sau. Ban c6 thé chon thém kiéu
dinh dang theo ngbn ngir tai hgp Language.
= Néu chon Fixed thi ban phdi tir nhdp thoi gian vao
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e Slide number (ngan Slide) hoac Page number (ngan Notes and Handouts): Néu chon s& hién
so trang trén slide hoac trén Notes and Handouts.

e Footer/ Header: nhap vao doan vin ban ma ban mudn xuat hién trén cac Slide hoac Notes
and Handouts.

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

e Apply to All: 4p dung céc thudc tinh header and footer cho toan bo bai bao céo.

Chuan bi cac ban in c6 kém ghi chd cia cac slide danh cho dién gia

Gidng nhu handout, nhung trude khi in cac ban in c6 ghi chi (notes pages) thi ban phai kiém tra
hodc nhap théng tin ghi chl cac cac slide. Trudc hét, ban phai chuyén sang ché do Notes Page
bang céch vao thanh Ribbon = chon ngin View - chon Notes Page.

Hinh 175. Ghi chu cho slide trong ché dé Notes Page

Ban c6 the thay doi dinh dang cho cac Notes Page bang céch vao Ribbon - View -> Notes
Master. Cac hiéu chinh c6 thé la:

= Di chuyén céc placeholder cho slide, cho ving ghi chi hoic cac header va footer.

= Thay d6i font chit cho cé4c vin ban.

= Thay d6i kich thugc cua placeholder.

= Thém ClipArt hoac hinh anh vao.

= Thém mau, nén dang két cau (textured) hoic hoa vin (patterned) vao cac trang ghi ch.

Sau khi hiéu chinh xong thi nhan nat Close Master View dé trg vé ché do soan thao Normal.

Tran Thanh Phong Trang 100



Chwong 7. Chuan bij trinh dién Chuong trinh Giang day Kinh t& Fulbright

Hinh 176. Hiéu chinh trong Notes Master
Muén in Notes Pages thi ban vao Office & Print, hop thoai Print xuat hién. Tai Print What,

ban chon Notes Pages, sau d6 thiét lap thém céc tly chon khac nhu phan huéng dan trén va nhan
nut OK de¢ in.

Thém va hiéu chinh chu thich cho slide
Chiing ta c6 thé thém va hiéu chinh céc chi thich (comment) cho slide. Cac buéc thyc hién:
e Thém méi: Chon slide can them comment = Chon ngian Review va nhap chon ndt New

Comment - Nhap ndi dung chu thich vao hop van ban > Nhéip chuét ra khoi viing comment
dé hoan tat.

Cac nat Iénh trong
nhém Comments

Hinh 177. Thém chu thich vao slide
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e Hiéu chinh: Chon comment can hiéu chinh bang cach nhan nit Show Markup trong ngan
Review cua thanh Ribbon = sau d6 nhan nat Next (di chuyén t6i) hoac Previous (di chuyén
lui) trong cac comment c6 trén slide d¢& dén comment can hiéu chinh = nhan nut Edit
Comment va bat dau hiéu chinh = nhap ra khoi viing comment dé hoan tat viéc hiéu chinh.

e Xo0a: Chon comment can x6a = nhan phi Delete trén ban phim dé xda hoic vao ngian Review
- chon Delete. C6 céc tuy chon sau:

= Delete: x6a comment dang chon.
= Delete All Markup on the Current Slide: x0a tat ca comment trén slide hién hanh.
= Delete All Markup in this presentation: x0a tat ca comment trong bai thuyét trinh
nay.
 Sao chép ngi dung comment: chon comment can sao chép > nhap phai chugt = chon lénh
Copy Text = nhan nlt Paste tai ngan Home cua Ribbon dé dan doan van ban vao slide.

Hinh 178. Sao chép néi dung comment

In 4n dan bai

Khi bai trinh dién c6 chtra nhiéu doan vin (nam trong cac placehoder), ban cé thé s& in né dudi
dang dan bai (outline) cho de theo ddi. Cac budc in dang outline nhu sau:

Vao Office > phon Print, hop tho%i Print >§uét hién. Tai Print What, ban chon Outline View
-> chon cac thiét 1ap khac sau d6 nhan OK dé in.
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Hinh 179. Xem trong ché dg Outline

Chuyén handout hosc notes pages sang Word

Viéc chuyén cac Handout hoac Notes Pages sang Word s& gilp ban c6 thé thém cac dinh dang
mong muon khac ma PowerPoint khong ho tro trudc khi in. Cac budc thuc hién viéc 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:

Ban in phat cho
~ khan gia

Ban in kém ghi chd
_ danh cho dién gia

Dung cho khan gia
va dién gia

J

Hinh 180. Chuyén handout hodc notes pages sang Word

= Chon kiéu layout @ chuyén dang Word.

Tran Thanh Phong Trang 103



Chwong 7. Chuan bij trinh dién Chuong trinh Giang day Kinh t& Fulbright

= Néu Paste duoc chon, thi cac handout hoic notes pages s& doc 1ap vai tai lisu Word, nguoc
lai thi ban cho Paste link dé mdi khi c6 su hiéu chinh trén slide thi cac hiéu chinh nay sé& tu
dong cap nhat sang tai liéu Word.

= Nhip OK, Word s& mé lén va céc slide s& duoc 1an lugt chuyén sang Word (xem hinh).

Hinh 181. Handout sau khi chuyén sang Word.

2. Chuan bi cho dang béo céo truéc khan gia
Thiét 1ap cho buéi trinh dién
PowerPoint cung cip nhiéu tly chon cho viéc trinh chiéu béo céo. Khi khdng muédn trinh chiéu

toan bo bao cao thi ban c6 thé qui dinh cac slide s& b4o céo hoic an di bét céc slide. Ban con ¢6
thé thiét 1ap cho bao céo trinh chiéu mot cach tu dong va lién tuc.

Hinh 182. Thiét ldp cac tay chen trinh chiéu bao cao
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Tu thanh Ribbor) - chon ngan Slide Show > chon tiép nit Set Up Slide Show, mot hop thoai
Set Up Show xuat hién.

Tai Show type: chon loai trinh chiéu phu hop
« Presented by a speaker: trinh chiéu & ché d6 toan man hinh.
o Browsed by an individual: trinh chiéu trong cira s6 va cho phép truy cap mot vai Iénh cua
PowerPoint. ’ . 7
o Browsed at a kiosk: tao trinh chiéu ty hanh khéng cé nguoi dieu khién.
Tai Show options:
« Loop continuously until "Esc’: trinh chiéu bao cao va tu dong phat lai cho dén khi nhan
phim ESC. ’ )
« Show without narration: trinh chieu khong c6 thuyet minh.
o Show without animation: Trinh chiéu khdng c6 cac hoat canh.
Tai Show slide:
e All: Trinh chiéu tat ca cac slide
e From ... To... : trinh chiéu tu slide ... dén slide ...
e Custom show: chon Custom show can trinh chiéu (néu c6)

Tai Advance slides:

e Manually: diéu khién céc slide bang tay
e Using timings, if present: céc slide ty dong thyc thi theo thoi gian thiét I1ap truéc hoic
bang tay.
Tai Multiple monitors

e Chon man hinh dé trinh chiéu béo cao tai Display slide show on
e Néu mudn bat ché @6 man hinh cho ngudi thuyét trinh thi chon Show Presenter View.

Tai Performance
e Chon Use hardware graphics acceleration dé dung do phan giai theo thiét Iap cia phan
cing may tinh.

e Chon dd phan giai man hinh khi trinh chiéu tai Slide show resolution.

Nhap OK dé hoan tat viéc thiép lap trinh chiéu béo céo.

An/ hién céc slide

Mudn an slide thi xem bai trinh dién trong ché d¢ Slide Sorter hoac Normal, sau d6 vao ngan
Slide Show va chon Hide Slide. Slide an thi so tha tu slide sé c6 khung vudng xam bao quanh.

Dé hién lai slide, ban vao ngan Slide Show va chon lai nat Hide Slide lai mét lan nita.
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Slide dang 4n

Hinh 183. 4n slide

Tuy bién ndi dung béo céo

Khi mot bai thuyét trinh dugc ding cho nhiéu doi tuong khan gia khac nhau, ban nén ding tinh
nang tuy bien noi dung bao cao (custom show) d¢ tuy bién bao cao cho phu hgp véi ting loai doi
fuong.

bé tao mot Custom Shqw, ban chon ngin Slide Show trén thanh Ribbon = nhéap chon Custom
Slide Show - chon tiép Custom Shows... hop thoai quan ly danh muc Custom Shows xuat

hién.

Hinh 184. Cira s6 Custom Shows
Nhap New... dé tao Custom Show m&i, hop thoai Define Custom Show xuat hién.

e Slide show name: dat tén cho Custom Show

e Chon céc slide va nhan nit Add dé thém vao Custom Show nay. Muén bo bét slide ra
khoi Custom Show thi chon né tir danh muc ¢ khung Slides in custom show va nhan nat
Remove.

e Nhan OK va nhén tiép Close d¢ dong céc hop thoai.
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Hinh 185. Hgp thogi Define Custom Show

Dé hiéu chinh Custom Show c6 san, ban vao ngan Slide Show = chon Custom Slide Show >
chon Custom Shows...

Chon Custom Show ma ban mudn hiéu chinh tir hop thoai Custom Show

Nhén nat Edit ... d& mé hop thoai Define Custom Show

Chon céc slide tir khung Slides in presentation va nhan nit Add dé thém vao Custom
Show

Chon céc slide tir khung Slides in custom show va nhan ndt Remove dé x6a khoi Custom
Show.

Dung 2 phim miii tén huéng 1én (2] v xudng [#] 4 sap xép trinh tu cua cac slide.
Nhan OK, sau d6 nhan tiép n(t Close dé hoan tat viéc diéu chinh.

Hinh 186. Hiéu chinh Custom Show

Dé trinh chiéu mot Custom Show, ban vao ngan Slide Show > chon Custom Slide Show > va
chon tén Custom Show ma ban muon trinh ch[éu (hodac chon Custom Shows... = chon tén
Custom Show tir hop thoai Custom Shows = nhan nat Show).
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3. Chuan bi cho loai béo céo tweng tac nguoi ding va tw hanh

Trong phan nay, chiing ta s& tim hiéu cach xay dung céc siéu lién két, cac nit diéu khién nham
giup cho viéc dinh hudng va di chuyén trong bai trinh dién dugc dé dang.

Tao siéu lién két cho doan vin ban va hinh anh

Céc siéu lién két (hyperlink) Ia yeu t6 quan trong nhat trong loai bao céo twong tac nguoi dung,
trong phan nay, chling ta s& tim hiéu cach tao siéu lién két cho van ban.

Céc dia chi internet, e-mail hoac dia chi ftp sau khi nhap vao hop van ban sé dugc PowerPoint tu
dong chuyén thanh céc siéu lién keét:

= Dia chi web: dia chi bat dau bang http:// hoac www
= Pia chi e-mail: chudi ky tu khong cQ khodng trang va c6 ky hi¢u @ ¢ gira.
= Pia chi may cha FTP: dia chi bat dau bang ftp://

Hinh 187. Céc logi siéu lién két tir déng diroc nhdn dang

Ngoai ra, ta con ¢ thé tao hyperlink dén cac dia chi sau:

= Céc slide khéc trong cung bai thuyét trinh

= Céc slide trong bai thuyét trinh khac

= Tai liéu cua cac ung dung khéac, vi du nhu tap tin Excel, Word, Acces , trang web...
= CA&c tap tin hinh anh

= Mo tap tin méi trong cac loai tng dung

» Dia chi email kém thuc tua dé

Viéc tao hyperlink c6 thé ap dung cho nhiéu loai di twong trén slide nhu vin ban, hinh anh hay
cac hinh vé tir cbng cu Drawing ctia chuong trinh va cach thuc hién la nhu sau.
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Tao lién két cho doan vin ban dén mét slide trong tap tin hién hanh

e Nhap doan vin ban can tao hyperlink, sau d6 quét chon né (c6 thé chi can dit diu nhay
vao doan van ban)

e Vao ngan Insert = chon Hyperlink hoac nhan té hop phim <Ctrl + K>, hop thoai Insert
Hyperlink xuét hién.

e Do muén tao hyperlink dén slide dau tién trong bai trinh dién nay, ban hdy chon Place in
This Document & khung bén trai (xem hinh dudi). Sau do tai khung Select a place in this
document, ban chon slide sb 1 c6 tya dé Let’s go to the Movie!

e Nhan nit OK dé hoan tat.

\ 4

A\ 4

Hinh 188. Tao hyperlink trong tdp tin hién hanh

v' Tai hop Text to Display: chinh I1a ndi dung doan vin ban ma ban chon, néu thay doi
trong khung nay thi doan vin ban trén slide ciing thay dbi theo.

v" ScreenTip mic dinh cho hyperlink chinh la dia chi cua n6 (URL) hoic duong dan caa
dén tap tin, néu ban muén thay d6i ScreenTip thi nhan vao nat ScreenTip... va nhap
phan tro gilp vao.

Tao lién két dén dja chi Web hoic may chia FTP

Trong phén trudc, ban da tao hyperlink dén moét slide tir mot doan van ban. Trong phan nay, ban
s€ thuc hanh tao hyperlink den mot trang web hay may chu FTP tr mét hinh énh logo. Ban lam
theo hudng dan sau:

e Chon logo trén slide, nhap phai chuét va chon Hyperlink, hop Insert Hyperlink xuét hién.
e Tai hop Address ban hdy nhap vao dia chi http://office.microsoft.com
e Nhip nit OK dé hoan tat
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Hinh 189. Tgo hyperlink dén trang Office Online ciia Microsoft

Tao lién két dén tap tin dang lwu trén dia hoic trén LAN

Viéc tao lién két dén cac tap tin ciing twong tw nhu cac cach trén nhung thay vi nhap dia chi trang
web thi ban tim dén tap tin dang luu trix trén may tinh hozc trén LAN. Cac budc thyc hién nhu
sau:
e Chon doan vin ban hoic hinh can tao lién két, sau d6 nhan té hop <Ctrl + K>, hop thoai
Insert Hyperlink xuat hién.
e Tai Look in, ban chon thu muc hoic 6 dia mang chira tap tin
= Current Folder: Thu muc chaa tap tin ma ban dang soan thao
= Recent Files: li¢t ké cac tap tin duoc sir dung gan day trén may tinh
e Chon tap tin can lién kén va nhan OK dé hoan tat.

Lién két dén mét ng dung va tao mot tai liéu méi

Ban lam theo cac budc sau:
e Chon doan vin ban hoic hinh can tao lién két, sau d6 nhan té hop <Ctrl + K>, hop thoai
Insert Hyperlink xuat hién.
e Chon Create New Document tir khung bén phai, néi dung hop thoai Insert Hyperlink
bién ddi thanh hinh sau.

Tran Thanh Phong Trang 110



Chwong 7. Chuan bj trinh di&n

Chuong trinh Giang day Kinh t& Fulbright

Hinh 190. Tgo tai liéu mai bang hyperlink

e Tai hop Name of new document: Nhap tén tap tin can tao kém theo phin mé rong cua
n6. Cac phan ma rong théng dung duoc liét ké & bang bén duéi.

e Tai Full path: nhan nit Change... va chon noi luu tap tin néu can

e Tai When to edit: chon Edit the new document later dé khi goi thi tng dung phu hop
(theo phan mé rong) s& mé tap tin dé hiéu chinh, chon Edit the new document now thi tng
dung pht hop (theo phan mé rong) s& ma tap tin 18n dé hiéu chinh ngay.

Bdng 6. Cac phan me réng thong dung

Phan mé réng

Chwong trinh twong @ng sé dwec sir dung

DOCX, DOCM, | Trinh xt ly van ban Microsoft Word, hoac WordPad khi khéng c6 Word
hoac DOC trén may.

WRI Trinh xtr ly van ban Write (phién ban truéc caa WordPad), Word

TXT Trinh xtr ly van ban thd Notepad

WPD Trinh xtr ly van ban WordPerfect

BMP Microsoft Paint hoic mot chuong trinh xir Iy anh duoc thiét Iap mac dinh
MDB Hé quan tri co s¢ dir liéu Microsoft Access

MPP Trinh quan ly du &n Microsoft Project.

PPTX hoac PPT Microsoft PowerPoint

XLSX, XLSM, | Bang tinh Microsoft Excel

hoac XLS

Tao lién két dén mat dia chi e-mail

Ban c6 thé tao mot hyperlink dé md mot chuong trinh quan Iy e-mail mac dinh trén may tinh va
tao m&i mot e-mail dé guri cho ai d6 véi dia chi va tua dé do ban thiét ap san.

e Chon doan van ban hoc hinh can tao lién két, sau d6 nhan to hgp <Ctrl + K>, hop thoai
Insert Hyperlink xuat hién.
e Chon E-mail Address tir khung bén trai hop thoai (xem hinh dudi)

» Tai hop E-mail address: ban nhap vao dia chi e-mail ngudi nhan

= Tai Subject: nhap vao tya dé cho e-mail

= Néu tap tin ndy d4 ting co sir dung hyperlink thi s& xuat hién trong Recently used
e-mail addresses.
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Insert Hyperlink

Link bo:

Text to display: |Link dén mdt dia chi e-mail | [

Existing File or
‘Web Page

Place in This
Dacument

Create Mew
Document

E-mail Address

E-mail address:

|mai|t0:ttphong??@gmail. cam |

Subjeck:

|G0|3 v we kai lieu PowerPaint 2007 |

o

Hinh 191. Su dung hyperlink @ goi trinh quan Iy va gui e-mail

Hiéu chinh hoic x6a hyperlink

Hiéu chinh hyperlink: chon doan van ban hoac hinh c6 hyperlink = nhap phai chudt va
chon Edit Hyperlink ... = tién hanh hiéu chinh.

Xoéa hyperlink: chon doan vin ban hoic hinh c6 hyperlink = nhip phai chuét va chon
Remove Hyperlink ... khi d6 doan van ban hozc hinh van con trén slide.

Dung cac nat diéu khién

Céc nit diéu khien trong khi thuyét trinh (Action Buttons) da duwoc trinh bay & phan trude, phén
nay chi trinh bay thém mat so chi tiét lién quan.

Bang 7. Cac ndt Iénh dung san

Z
N
~+

Tén Hyperlink dén
Back hoic V¢ slide lien trude trong bai thuyét trinh
Previous

Forward hoac
Next

Dén slide lién trudc trong bai thuyét trinh

[I] Beginning Vé slide dau tién trong bai thuyét trinh
[}] End Dén slide cudi cung trong bai thuyét trinh
E Home Vé slide dau tién trong bai thuyét trinh
[D Information Muic dinh 1a khong lam gi, ban phai tu thiét Iap hanh dong cho né.
E Return Tro vE slide méi xem truée do.
E Movie Mic dinh I3 khdng 1am gi, ban phai ty thiét 1ap hanh déng cho né (phat
doan phim chang han) .
E Document Mac dinh 1a khdng 1am gi, ban phai tu thiét 1ap hanh dong cho né (mo
tap tin nao do).
I£ Sound Phat am thqnh do ban chon, néu ban khdng Ch(_)nqth‘l PowerPoint sé€ phat
B am thanh dau tién trong danh sach am thanh chuan cta n6 (Applause).
? Help Mac dinh 1a khong lam gi, ban phai ty thiét 1ap hanh dong cho né (link
dén mot tap tin huéng dan nao do) .
None Mic dinh 1a khéng 1am gi, ban c6 thé nhap vin ban vao va thiét 1ap hanh

dong cho nd.
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Bang 8. CAc tuy chon Hyperlink to

Hyperlink to Thuc hién

Previous Slide Cac tuy chon nay thuc hién hanh dong giong nhu tén cuia nd (xem lai
Next Slide bang trén)

First Slide

Last Slide

Last Slide Viewed

End Show Dung trinh chiéu

Custom Show ...

Mo hpp thoai Link to Custom Show, tir 6 ban chon custom show muén
chuyén tai.

Slide ...

Mg hop thoai Hyperlink to Slide, tir &6 ban chon slide mudn chuyén téi

URL ...

Mo hop thoai Hyperlink to URL, tir d6 ban nhép vao dia chi trang Web
muon chuyeén téi.

Other PowerPoint
Presentation ...

Mo hop thoai Hyperlink to Other PowerPoint Presentation, tr d6 ban
chon cac tap tin thuyét trinh khac muon chuyén toi.

Other File ...

Mo hc}p thoai Hyperlink to Other File, tir d6 ban chon tap tin muén mo
1én. Néu la tap tin khac PowerPoint thi ing dung tuong (ng sé dugc Mo
Ién dong thoi vai tap tin.

Long tiéng cho béo cao

Khi phat hanh bao cao dudi dang tu hanh hodc tuong tac véi nguoi dung, thdng thuong ta co thé
Iong tieng (narration) d@é trinh bay noi dung cac slide nham gitp nguoi dung sé nam bat thong tin
hon. Cac budc thuc hién nhu sau:

e Vao ngan Slide Show chon Record Narration, hop thoai xuat hién nhu sau

Hinh 192. Hép thogi Record Narration

e Thiét 1ap am luong tai Set Microphone Level... va chon mac &m lugng phi hop, sau d6
nhan OK d déng hop thoai Microphone Check lai.

e Nhin nat Change Quality... dé thay d6i chat lrong &m thanh s& thu va luu tri trong bai
trinh dién, sau ¢6 nhan OK dé dong hop thoai Sound Selection lai.
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Hinh 193. Chon chdt lirong &m thanh

e CO thé chon thém Link narrations in dé chén am thanh thu duoc duéi dang mot déi tuong
trong lién két trong slide (khéng nhing trong tap tin).

e Nhin OK dé bat dau trinh chiéu va thu am. Ban cho céc slide trinh chiéu giéng nhu 1a
trinh chiéu thyc trude khéan gia va trinh bay cac noi dung trén slide dé thu am vao.

e Khi két thuc bai trinh chiéu, PowerPoint s& théng bao ban c6 leu am thanh 16ng tiéng hay
khong. Ban hdy chon Save dé luu lai.

Hinh 194. Hgp thogi nhdc nho lu trinh chiéu

Luu y:
e Néu mudn tam dirng trong qué trinh ghi am, ban hdy nhap phai chudt vao bét ky ving nao
trén man hinh.
e Néu muén ghi &m tiép, ban nhap phai chudt trén man hinh va chon Resume Narration.
e Néu mudn tit am thanh ldng tiéng khi trinh chiéu, ban vao Slide Show = Set Up Show
- chon Show without narration.

CA4c thiét 1ap cho loai bao céo tw hanh

Loai béo céo ndy s& tu dong trinh chiéu tir dau dén cudi va lap di lap lai cho dén khi ban nhan
ESC @é 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 hoac Custom Show tir vang Show slides

Chon Using timings, if present

Chon d6 phan giai sau d6 nhan OK hoan tat.
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Hinh 195. Thiét Igp Slide Show ti hanh

Lwu béo cdo dwéi dang Slide Show

Tap tin PowerPoint dudi dinh dang Slide~Show s& ty dong trinh chiéu khi dwoc ma ra. Bé luu tap
tin dudi dinh dang nay lam theo hudng dan sau:

Hinh 196. Hgp thogi Save As, chon dinh dang Slide Show

Vao Office = chon Save As, hop thoai Save As xuat hién (xem hinh trén)
Chon PowerPoint Show tai Save as type

Chon noi luu va dit tén tap tin khac néu can

Nhan nat Save dé hoan tat.
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4. Céc van dé khac
Kiém tra cac thong tin c6 trong bai thuyét trinh

Khi 1am viéc, PowerPoint ty dong luu lai mot sé théng tin nguoi ding va cac thong tin an nhu
cac cha thich, phién ban, cac diém sura chira, cac chu giai, thudc p’nh ;ai liu,... Ban nén dung
tinh nang Inspect Document dé kiém tra va loai bo cac théng tin néu thay can thiét.

Vao Office = Prepare - Inspect Document

Lwa chon cac chi tiét kiém tra va nhan nit Inspect

Nhén cac nat Remove All dé x6a cac thong tin néu thiy can thiét.

Nhén Reinspect dé kiém tra lai hoic nhan Close dé dong hop thoai Document Inspector.

Document Inspector

To check the document for the selected content, dick Inspect.

iComments and Annotations:
Inspects the document for comments 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 indude 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 incude objects with animation effects.

Presentation Notes
Inspects the presentation for information in the presenter's notes.

Document Inspector

Review the inspection results, Inspect ][ Close

¥ Comments and Annotations Remove Al

The following items were found:
* Comments

¥ Document Properties and Personal Information Remove All

The following document information was found:
* Document properties

A

@ Custom XML Data
No custom XML data was found.

& Invisible On-Slide Content
Mo invisible objects found.

¥ Presentation Notes Remove All

Presentation notes were found

/%, Note: Some changes cannot be undone.

Reinspect ] | Close |

Hinh 197. Inspect Document
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Thiét Iap mat ma mé tap tin

Ban c6 thé dat mat ma m tap tin thuyét trinh nham ngan chin ngudi diing bét hop phap truy cap
vao tai liéu cua ban. Ngoai cach dung cac tuy chon trong hop thoai Save As, ban cd thé bao vé
tap tin theo hudng dan sau:

e Vao Office > Prepare > Encrypt Document, hop thoai Encrypt Document xuat hién
e Ban nhap mat ma vao va nhap nit OK
e Xac nhan lai mat ma mot 1an nixra va nhan nat OK dé hoan tat.

Hinh 198. Encrypt Document

e Muosn xda mdt ma, ban vao Office = Prepare - Encrypt Document, hop thoai Encrypt
Document xuat hién. Ban x6a di mdt ma trong hgp thoagi va nhan nat OK dé déng lai.

Panh dau hoan thanh vao bai béo cao

Khi hoan thanh bai thuyét trinh, ban nén danh dau hoan thanh cho bai nham han ché nguoi diing
v0 tinh lam thay d6i noi dung caa bai. Muon thay doi noi dung thi phai bo danh dau hoan thanh
nay. Cac buac thuc hién:

e Vao Office = chon Prepare = Mark as Final = hop thdng b&o xut hién
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Hinh 199. Mark as Final

e Ban nhan OK. Mot hop thong béo khac s& xuét hién dé giai thich cho ban cdng dung cua
tinh nang nay. Ban nhan tiép OK dé hoan tat.

Hinh 200. Hgp théng béo xuat hién khi dong y danh ddu hoan thanh
Kiém tra tinh tweng thich vé tinh niang sir dung trong bao céo giira cac phién ban

Khi ban chia s& bai thuyét trinh PowerPoint vé&i nhiéu ddi tugng khac nhau va ban mudn dam bao
tat ca mpi nguoi déu co the ma ra xem va hiéu chinh duoc ndi (jung cuaa no, ban nén dung tinh
nang kiém tra su tuong thich gitta cac phién ban PowerPoint dé cé thé hiéu chinh lai cho phu
hop.

Khi chuyén doi dinh dang tr PowerPoint 2007 xudng céc phién ban thap hon thdng thuong mot
so tinh nang s& bi mat hodc mot so doi tugng s€ khong cho pheép hi¢u chinh nhu SmartArt, do
thi... Cac budc thuc hién viéc kiém tra tinh twong thich nhu sau:

 Vao Office > chon Prepare - chon Run Compatibility Checker, hop thoai Microsoft
PowerPoint Compatibility Checker xuat hién.
e Doc cac thong tin va néu chua hiéu rd thi nhan nat Help dé c6 thém théng tin tro gidp.
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Tuy chon Check Compatibility When Saving in PowerPoint 97-2003 Formats nén dung khi ban
lueu tap tin dwdi dinh dgng PowerPoint 97-2003.

Microsoft Office PowerPoint Compatibility Checker E'E'

The following features in this presentation are not supported by earlier
versions of PowerPoint. These features may be lost or degraded when you
save this presentation in an earlier file format.

summary Mumber of occurrences
A chart in this document may contain data in cells outside of the row 1
and column limit of the selected file format. Da_ta beyond 256 (IV) Help
columns by 65,536 rows cannot be saved, (Slide 5)
The shape and any text in it cannot be edited when using earlier 2
versions of PowerPoint, (Slide 1, 7) Help
The Smartart graphic and any text in it cannot be edited when using 1
earlier versions of PowerPoint. (Slide &) Help
Anirqaﬁu:unsrugn une_u:lit_al_:ule rs_qupei may be removed when using earlier

Check compatibility when saving in PowerPaint 97-2003 formats.

Hinh 201. Kiém tra tinh twong thich giiza cac phién ban

Chuyén PowerPoint sang dinh dang PDF va XPS

Tinh ning nay chi co khi ban cai thém phan b6 sung Publish as PDF or XPS add-in for Microsoft
Office 2007 cho by Office 2007 (xem thém phan Tai nguyén Internet). Cac budc thuc hién rat
don gian

Vao Office & Save As = chon PDF or XPS
Tai Save as type chon PDF (*.pdf)
bat tén tap tin vao hop File name
Chon Open file after publishing thi tap tin PDF sau khi chuyén s& dugc maé 18n (bang
phan mém doc PDF mic dinh).
Tai Optimize for c6 hai lya chon:
= Standard: khi muén phat hanh truc tuyén véi chdt luong cao vé hinh anh hodgc
diing cho viéc in an (kich thuéc tap tin lon).
= Minimum size: dung cho viéc doc tric tuyén 1a chi yéu vi khi in ra cac hinh sé bi
mo (Kich thueoc tdp tin nho).
Nhan nat Option dé thiét lap céc tly chon:
= Tai Range: chon cac slide can chuyén di hodc chon tir custom show
= Tai Publish options: chon hinh thirc ma slide s& in trén gidy nhu handout, slide,
notes pages hay outline va cac tuy chon khac nhu k& khung cho slide, in cac slide
bi 4n, in cac thong tin chu thich hay thong tin chinh sta...
» Include non-printing information:
v Chon Document properties thi cac thugc tinh cua tap tin Powerpoint sé
chuyén sang thanh thuoc tinh cua tap tin PDF.
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v' Chon Document structure tags for accessibility: dwa cac théng tin vé cau
trdc sang tap tin PDF.

= PDF options: tly chon vé tinh tuong thich véi tiéu chuan 1SO va qui dinh cach
chuyén van ban thanh dang chir bipmap (lam tang kich thuac tap tin) neu cac font
khong thé nhing vao tap tin PDF duoc.

Hinh 202. Chuyén bai thuyét trinh sang dinh dang PDF
Pong goi bao cao

Viéc dong goi bai trinh dién gilp ban dfz dang trong viéc phat hanh cho nguoi dung vi khéng so
thicu bat ky tap tin dinh kem hay lién két nao c6 st dung trong bai. Ngoai ra tinh nang nay con co
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tich hop thém trinh PowerPoint Viewer rat tién dung khi méay ngudoi dung khdng cé cai dat
PowerPoint. Cac budc thuc hién nhu sau:

e Vao Office 2 Publish > Package fpr CD. Khi nhan duogc hop thoai théng béo vé tinh
tuong thich thi ban nhan nat OK dé tiép tuc.

Hinh 203. Pdng goi bai thuyét trinh

e Dat tén cho CD théng tin caa ban tai Name the CD
e Thém cac tap tin khac vao CD thi nhin nat Add files... va chon cac tap tin dé thém vao
sau d6 nhan nat Add.
e Nhan nat Option dé md hop thoai Options
= Tai Package type: chon kiéu Viewer package (dung dé thuyét trinh) hoac Archive
Package (dung cho muc dich luu trix).
Tai Include theses file: néu muén goi nay chira ludn cac tap tin lién két véi bai
thuyét trinh thi chon Linked files va nhé chon thém Embedded True Type fonts
dé dam bao ma trén may khéc khong bi thiéu font chir.
= Ban c6 thé dat them mat ma bao vé céc tap tin thuyét trinh néu thay can thiét tai
hai hop Password to open each presentation va Password to modify each
presentation.
C6 thé chon thém tinh ning kiém tra cac thdng tin trong bai thuyét trinh tai
Inspect presentation for inappropriate or private information.
= Nhan nit OK dé hoan tat c4c tiy chon.
e C0 hai tuy chon d@bng goi la:
= Copy to Folder...: Néu chon thi hop thoai Copy to Folder xuat hién va yéu cau
ban cung cap tén thu muc chaa g6i bao céo cing véi noi luu trir trén dia. Sau khi
thiét 1ap thi nhian OK dé bit dau qué trinh dong goi vao thu muc.
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= Copy to CD: May ban phai c6 dau ghi CD/ DVD, sau khi nhan nit nay thi ban lam
theo cac hudng dan cua chuong trinh dé ghi goi thong tin ra dia.
e Nhin nat Close khi hoan tat

Options

Package type

(%) Yiewer Package (update file Formats ko run in PowerPaint Yiewer)
Select how presentations will play in the wiewer:

|Pla3-' all presentations automatically in the specified order |« |

(") Archive Package {do not update file formats)
Include these files

(These files will not display in the Files to be copied list)
Linked Files
[v]Embedded TrueTvpe Fonts:

Enhance security and privacy

Password to open each presentation: | |

Password o modify each presentation: | |

|:| Inspect presentations For inappropriate or private information

[ Ok ]l Cancel ]

Hinh 204. Tuy chon Options va hgp thogi Copy to Folder
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Chwong 8. Trinh dién béo céo

Khi moi su chuan bi d hoan tat va bay gio ban dang dung trugc khan gia dé thuyét trinh vé bai
bao céo ciia minh. PowerPoint cung cip sin mot s6 tinh nang hd tro cho viéc bao céo ciing nhu di
chuyén dé dang gitra cac noi dung trong khi ban thuyét trinh.

1. Bat dau trinh dién
Dé bat dau trinh chiéu, ban vao ngan Slide Show trén thanh Ribbon va chon From Beginning

(chiéu tir dau — phim tat F5) hoic From Current Slide (chiéu tur slide hién hanh - phim tit Shift
+ F5) tai nhém Start Slide Show.

Hinh 205. Bt dau trinh chiéu

PowerPoint cung cap sin thanh cng cu ding dé dinh huéng va chon cac kiéu con tré chuot
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Hinh 206. Thanh cdng cy trong ché @ trinh chiéu
M@t s6 tly chon cho ché dd Slide Show

Vao foice > PowerPoipt Options... -> chon Advanced tir danh sach ¢ bén trai hop thoai va di
chuyén khung bén phai dén phan Slide Show.

Hinh 207. PowerPoint Options cho Slide Show
M6t s tiy chon cho ban:

« Show menu on right mouse click: Néu duoc chon va khi ban nhap phai chugt trong khi
trinh chiéu thi mot danh muc Iénh tat s& xuat hién.

« Show popup toolbar: Néu chon thi s& hién thém thanh céng cu & goc dudi bén tréi trong
khi trinh chiéu.

« Prompt to keep ink annotations when exiting: Néu chon thi PowerPoint s& hién hop thoai
nhic nhé ban leu bai lai néu trong khi trinh chiéu ban c6 thém, t& nén 1am ndi ndi dung
nao do.

« End with black slide: Néu chon thi khi ban bao céo dén hét bai thi s& chuyén sang mot
slide mau den.

Nhép nit OK dé déng hop thoai.
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2. Sir dung cac nat diéu khién trong ché @é Slide Show

Pén mot slide xac dinh

Nhap chon ndt Slide (hodc nhap phai chudt 1én man hinh) > Go to Slide > chon slide can di

chuyén dén.

Hinh 208. Di chuyén nhanh dén slide xac dinh

Sir dung céc té hop phim tat

Bang 9. Danh myc phim tdt thwong dung trong khi trinh chiéu

Hanh dgng

Két qua

Nhap trai chuot

Pén slide ké tiép hoac hoat canh ké trong slide

Nhap phai chuét

Ve slide lien trudc (chi c6 tac dung khi tiy chon Shortcut Menu On
Right bj tht)

Nhan Enter Di chuyén dén slide ké tiép
Nhan Home Di chuyén dén slide dau tién
Nhan End Di chuyén dén slide cudi cung

Nhan Page Up

Di chuyén vé slide lién truge

Nhan Page Down

Di chuyén dén slide ké tiép

Nhap con s6 va nhan
Enter

Di chuyén dén s6 slide do ban nhap vao nhan phim Enter

Nhan B Hién thi man hinh den, nhan lan nita dé tré lai man hinh cii
Nhan W Hién thi man hinh trang, nhan lan nira dé tr¢ lai man hinh cii
Nhan Esc Thoat ché d6 Slide Show
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5lide Show Help

During the slide show;

'™, left click, space, right or down
arrow, enter, of page down

'P', backspace, left ar up arrow, or
page up

Mumber follmwed by Enter

‘B or'

W' ar ',

‘B or'='

'S or '+

Esc, Ckrl+Ereak, ar -

M

I

—

]

"
Hold both the Right and Left Mouse
buttons down For 2 seconds

Chrl+P

Chrl+8

Chrl+E

Chrl+H

Chrl+L

Right mouse click,

Chrl+5

Chrl+T

Chrl+M

Advance to the next slide
Return to the previous slide

G0 ko that slide
Blacks/Unblacks the screen
whites/Unwhites the screen
ShowHide the arrow pointer
StopjRestart aukomatic show
End slide shiow

Erase drawing on screen

G0 ko next slide if hidden
Rehearse - Use new kime
Rehearse - Use ariginal kime
Rehearse - Advance on mouse click
Return o First slide

Change pointer to pen
Change pointer to arrow
Change pointer to eraser

Hide pointer and button
Automatically showfhide arrow
Popup menufPrevious slide

&ll slides dialog

Wiew bask bar

ShowfHide ink markup

Hinh 209. Cura sé tre gilip trong Slide Show

Chuyén dén mét Custom Show

T man hinh trinh chiéu, ban nhap nat Slide & Custom Show = chon Custom Show muédn

chuyén téi.

Hinh 210. Chuyén dén Custom Show
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3. Tao chu giai trong Slide Show

Cac tuy chon con tré

Trong ché do Slide Shqw, ban chon Pen trén thanh cdng cu = chon Arrow Options = chon tuy
chon con tr6. mong muon.

Hinh 211. Tuy chen con tro

« Automatic: 4n con tro dén khi ban di chuyén chuét
e Visible: con troé ludn ludn dugc hién thi trong khi trinh chiéu
e Hidden: con tré ludn lubn dugc bi an trong khi trinh chiéu

Sir dung Pen dé chi giai hodc 1am néi ngi dung

Trong ché do Slide Show, ban chon Pen trén thanh cong cu - chon kiéu Pen ((Ballpoint Pen,
Felt Tip Pen) hodc chon ki€u té nen lam noi (Highlighter) > v& 1én man hinh dang trinh chicu.
Ban c6 thé thay d6i mau tai Ink Color.

Hinh 212. Su dung Pen trong Slide Show
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Lwu cac chu giai

Khi két thic bao cdo va trong qua trinh bao cao ban cd tao cac chu giai thi PowerPoint s& hién
théng bao nhac nho ban luu lai (Keep) hay huy bo (Discard).

Hinh 213. Théng b&o nhdc nhd lieu cha gidi

Dé lam xuat hién céc cha giai trong ché do soan thao, ban vao ché d6 Normal = vao ngin
Review = chon Show Markup.

4. Trinh chiéu bao cao véi nhiéu man hinh

Bt tinh nang héd tre' nhidu man hinh trén may tinh

T cira s6 Windows, ban vao Start > Control Panel = chon Display

Hinh 214. Bat tinh nang nhieu man hinh
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Chon man hinh th 2, sau d6 danh dau chon vao Extend my Windows desktop onto this monitor.
Tiep theo, ban chinh lai d6 phan giai cho man hinh thar hai nay. Sau khi thict 1ap xong, ban nhan
nat OK dé déng hop thoai Display Properties lai.

Vao ngén Slide Show > chon Set Up Slide Show = chon man hinh tha 2 (Monitor 2 Plug and
Play Monitor) d@é chiéu cho khan gia xem. Man hinh Primary Monitor la danh cho nguoi thuyét
trinh. Sau d6 nhap chon Show Presenter View va nhan nit OK.

Set Up Show

Show bype Show slides

(%) Presented by a speaker (Full screen) = al

(O Browsed by an individual (window) ) Eram: | = |I'2'= | - |
) Cuskom show:

) Browsed at a kiosk (full screen) |Custu:um how 1 = |

Show options Advance slides

[ Loop continuously until 'Esc’ O Manualky

[] Show without narration (%) Using timings, if present

(] shiow withaut animation Multiple manitars

Display slide show an:

Pen color: |1‘~‘1u:unitur 2 Plug and Play Monitar — § |

Shiove Presenter Yiew
Performance
[]Use hardware graphics acceleration
Slide show resolution: |BDU><EDD v |
[ Ok, l [ Cancel ]

Hinh 215. Thiét Igp man hinh trinh chiéu

Sir dung tinh ning Presenter View khi trinh chiéu

Hinh 216. Thiét Idp Use Presenter View cho Slide Show

Tran Thanh Phong Trang 129



Chuwong 8. Trinh di&n bao céo Chuong trinh Giang day Kinh t& Fulbright

Ban yao ngan Slide Show = chon do phan giai tai Resolution = chon man hinh sé& hién thi bai
thuyét trinh cho khan gia xem tai Show Presentation On - chon Use Presenter View.

Tai nhém Start Slide Show = chon From Beginning dé bat dau trinh chiéu

Hinh 217. Man hinh khan gid nhin thdy trong ché dg Slide Show

Slide dang chiéu ¥
Speaker notes
\/ p

. Hinh cac slide thu nho
| S slide ﬁ Thanh céng cu \/

Hinh 218. Man hinh nguoi thuyét trinh nhin thdy trong ché ¢ Slide Show

T man hinh danh cho nguoi thuyét trinh, ban c6 thé diéu khién cac noi dung trinh chiéu mét
cach d& dang dong thoi cé thé doc dugc cac thong tin ghi chd cho céc slide ma minh dang trinh
bay.
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Str dung cac thanh phan trén man hinh danh cho ngudi thuyét trinh (Presenter View)

e Cac hinh Slide thu nhé: Chira danh muc céc slide trinh ban, ban nhap chuét 1én slide dé
di chuyén nhanh dén slide d6 trong qué trinh bao céo.

e Slide dang trinh chiéu: Hién thi noi dung giéng nhu man hinh dang chiéu cho khan gia
xem.

e Sb slide va thoi gian: Hién thi sé cua slide hién hanh va thoi gian d4 trinh chiéu ciing nhu
thoi gian hién tai.

e Speaker notes: Phan chu thich ciia nguoi thuyét trinh.

e Thanh cong cu: Di chuyén, chon loai bat, mau sic ...

e Slide Show. Click to navigate to other locations in the presentation.

Nhan ESC hoic nhan nit Close dé thoat ché do Slide Show.
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Phu luc

1. Cac cau héi va tra loi pho bién

Cau 1. Gia sir ban c6 USB chua tap tin PowerPoint ding dé bao céo va khi dén noi béo céo, thi
mei biet may tinh dung dé thuyeét trinh khong c6 cai Ms. Office. D tranh rui ro néu trén, ban can
phai st dung chirc nang nao caa phan mém PowerPoint truéc khi di? Cho biét cach thuc hién.

Tra loi

Dung Package for CD dé d6ng goi toan bo bai béo céo kem theo cac tap tin link kém theo, ngoai
ra con co ca chuong trinh PowerPoint Viewer di theo @é cé thé bao cao trén cac may tinh khéng
c6 chuong trinh PowerPoint (I1énh xin xem hinh).

Hinh 1. Package for CD

Cau 2. PowerPoint c6 cho phép chen mét doan video hay mot ban nhac mp3 vao slide hay
khong? Néu dugc xin néu cach thuc hién véi yéu cau sao cho c6 thé nhing ludn tap tin
multimedia vao slide. (Nghia 1a khi chép tap tin PowerPoint ndy sang may khac thi khéng can
phai chép kém theo cac tap tin nhac va video).

Tra loi

Cho phép chen nhac va phim. Tuy nhién PowerPoint chi cho phép nhing céc tap tin &m thanh cé
dinh dang wav, mid (midi — &m thanh mono) con déi véi céc dinh dang &m thanh khac nhu wma
hay mp3 thi PowerPoint cho phép nhing bang cach chén ching vao véi dang Object va khi bao
cao thi cac tap tin am thanh nay sé duoc phat thdng qua mét trinh Media Player bén ngoai.
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Hinh 2. Nhiang multimedia vao slide

PowerPoint cho phép chén Video clip duéi dang Link ma théi, muén nhing thi ciing phai Insert
Object va khi bao céo thi Video clip sé dugc phat théng qua moét trinh Media Player bén ngoai (vi
du nhu Windows Media Player), hoic mét giai phap tét hon 1a chuyén Video Clip thanh Flash
Video réi nhing vao tap tin.

Cau 3. C4 thé cheén Flash vao slide dugc khdng? Néu duoc thi néu cach thuc hién.

Tra loi:
Puoc phép chén Flash vao PowerPoint. Cach thuc hién rat don gian nhu sau: Vao ngin
Developer chon More Controls...

O

Hinh 3.  Chon Iénh More Controls...

Chgn Shockwave Flash Object va OK, v& mét vung hinh chir nhat vao slide to nho tuy theo ban
muon kich thudc cua video clip khi chiéeu.
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Hinh 4. Vé Shockwave Flash Object vao slide

Nhap phai chudt chon Properties > tai Movie nhap tén day du cua tap tin Flash va duong dan
vao, luu y chon EmbedMovie la True
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Properties

Alphabetic lCategDrized ]

|shockwaveFlash1 ShackwaveFlash

K=

(Cuskom])

AlignMade 1]
AllowFullscreen  (False
Allowhetworking | all
AllowScripthcoess
BackgroundCalor -1

Ease

BaCalor

DeviceFonk alse
EmbedMovie @
Flashars

Frarneium -1
Height: 342

left 102
Loop True

MovieData

Plaving True
Profile True
ProfileAddress

ProfilePort 1667545468
Cality 1
Cualityz High
Salign

Scale Shiowwal
ScaleMode ]
SeamlessTabbing | True
SWRemate

top 96
Visible True
\width 516
etode ‘Window

[Marme) ShockwaveFlashil

Hinh 5. Khai bao thong tin trong ciza sé Properties

Cau 4. Mubn chén Logo vao tét ca cac Slide trong mét bai bao céo c6 rat nhiéu slide thi phai 1am

sao?

Tra loi

C6 nhiéu cach l1am, tuy nhién cach 1am nhanh va it 1am tang dung leong tap tin 1a chén Logo vao

Slide Master cua tap tin.

Tran Thanh Phong

Trang 135



Phu luc Chuong trinh Giang day Kinh t& Fulbright

Hinh 6. Chén logo vao céc Layout trong ché dg Slide Master

Cau 5. Mot tap tin PowerPoint c6 rat nhiéu slide, gia sir chi mudn thuyét trinh mot s6 slide trong
d6 ma khéng muon xoa bat cac slide khac thi phai lam sao? Trinh bay cach lam.

Tra loi

Co ban la c6 2 cach lam:

e Dung chic niang Hide Slide dé an céc slide khong mudn xuat hién trong khi bao céo, cach
lam nhu hinh sau (c&ch nay rat bét tién khi 1 bai thuyét trinh phai bao céo cho nhiéu dang doi
tugng khac nhau va yéu cau noi dung c6 su khac nhau vé ngi dung trinh bay = chang 1& phai
hiéu chinh hoai trudc khi bao céo)

>

Hinh 7. 4n slide

e Do yéu diém cua Hide Slide nén theo t6i nén sir dung tinh nang Custom Slide Show
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Hinh 8. Chon céac slide cho vao Custom Show 1

Khi bdo céo thi chi can vao chon tén Custom Slide Show nao tir trong danh sach ma ban muén

béo cao.

>

Hinh 9. Chon Custom Show dé bao cao
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Cau 6. C6 thé tw dong hod 100% bai thuyét trinh hay khong? (Nghia la tir ltic Show ta khong hé
dicu khién ma bai van tiep tuc chay cho deén hét va tw dong phat lai tir dau). Néu cac diém chinh
can thuc hién.

Tra loi:

C6 thé, luu y khi thiét 1ap hiéu ung cho cac slide, cac thanh phan trén slide phai thiét lap thoi gian
tu dong Show khi khéng cé hiéu Iénh tir chudt hay ban phim. Ngoai ra con phai vao Set Up
Show chon thém Al tai Show slides va chon Loop continously until ‘Esc’.

e Thiét lap thoi gian tu dong Show cho cac thanh phan cua slide (néu khéng &p dung hiéu wng
thi khoi lam budc nay)

Hinh 10. Thiét Idp thoi gian cho cac doi tuwong trén slide

e Thiét ap thoi gian chuyén slide tu dong

Hinh 11. Thiét Idp thei gian chuyén doi giira cac slide

e Thiét lap trinh chiéu
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Hinh 12. Thiét Idp trinh chiéu
Cau 7. C6 cach nao cho mot ban nhac hat tir dau dén cudi bai thuyét trinh hay khdng? Néu duoc
thi néu cach thuc hién.

Tra loi:
C4. Cac budc thuc hién nhu sau
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D >

Hinh 13. Chon Iénh mé hgp thogi tuy chen cho hiéu ing

Chon s6 slide ma ban nhac sé& hat, chon thém Hide sound icon...

Hinh 14. Thiét Idp tly chon cho &m thanh
2. Péi chiéu tinh niang PowerPoint 2003 — 2007
Hé thong giao dién mai cua PowerPoint 2007 rat khéc biét véi cac phién ban trudc. Trong phan

nay sé liét ké cac ddi chiéu so sanh vé thuc don va céc thanh cdng cu ciaa PowerPoint 2003 va
2007.
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Cac thanh thuc don

Thuc don File (File menu)

PowerPoint 2003 PowerPoint 2007 Ghi cha

New Office, New

Open Office, Open

Close Office, Close

Save Office, Save Nut nay thuong cé san trén Quick
Access toolbar (QAT).

Save As Office, Save As

Save as Web Page Khéng c6 Co6 thé chon 1énh nay tir hop thoai
Save As

File Search Khoéng cé C6 thé dung tinh nang Search caa
Windows

Package for CD Office, Publish, Package for CD

Web Page Preview Khéng c6 C6 thé thém nat nay vao QAT

Page Setup Design tab, Page Setup group

Print Preview Office, Print, Print Preview

Print Office, Print

Send, Mail Recipient
(for Review)

Khéng co

Khong con ho trg

Send, Mail Recipient
(as Attachment)

Office, Send, Email

Send, Exchange Folder

Khéng c6

C6 thé thém nat ndy vao QAT

Send, Online Meeting
Participant

Khéng ¢6

C6 thé thém nat nay 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

Thuc 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 tur nit mai tén
ké nut Paste

Paste as Hyperlink

Home tab, Clipboard group, Paste button

Chon Paste as Hyperlink tr nut
mii tén ke nut Paste

Clear Not available by default C6 thé thém nit nay vao QAT
Select All Home tab, Editing group, Select, Select
All
Duplicate Home tab, Clipboard group, Paste button | Chon Duplicate tir nit miii tén ké
nut Paste
Delete Slide Home tab, Slides group, Delete C6 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 c6 C6 thé thém nit nay vao QAT
Links Office, Prepare, Edit Links to Files Chi xuét hién khi trong tap tin c6
lien két voi mot dbi tugng.
Object Khéng c6 Khi chon dbi tuong thi mot ngan

Iénh theo ngir canh s& xuét hién

Thuc 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 ndt lénh & goc
dudi bén phai cira 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 Khong c6 Task Pane dugc thay bang ngan
Iénh ngir canh Ribbon.

Toolbars Khéng c6 Toolbars dugc thay bang 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

Thwc 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,
Duplicate Selected Slides

Nhap ndt mii tén bén canh nat
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

Home tab, Slides group, New Slide,
Reuse Slides

Nhap ndt mii tén bén canh nat
New Slide

Slides from Outline

Home tab, Slides group, New Slide,
Slides from Outline

Nhap ndt mii tén bén canh nit
New Slide

Picture, Clip Art

Insert tab, Illustrations group, Clip
Art

Picture, From File

Insert tab, Illustrations group, Picture

Picture, From Scanner or
Camera

Khong c6

Scanner and Camera Wizard cé
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, Illustrations 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

Thuc don Format (Format Menu)

PowerPoint 2003

PowerPoint 2007

Ghi chu

Font

Home tab, Font group

C6 trong Mini Bar.

Bullets and Numbering

Home tab, Paragraph group, Bullets
OR Home tab, Paragraph group,
Numbering

Co trong Mini Bar.

Alignment Home tab, Paragraph group, Cé trong Mini Bar.
alignment buttons (Left, Center,
Right, Justified)

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, C6 thé nhap phai chudt Ién slide
Background Styles va chon Format background.

Object Khéng c6 Khi chon d6i tugng nao d6 thi trén

thanh Ribbon s& xuat hién ngan
Iénh mai theo ngir canh

Thuc 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 Khong c6 Tinh nang nay da bi bo
Presentations
Online Collaboration, Meet | Khéng c6 C6 thé thém nit nay vao QAT
Now
Online Collaboration, Khong c6 C6 thé thém nit nay vao QAT
Schedule Meeting
Online Collaboration, Web | Khéng c6 Tinh nang nay da bi bé

Discussions

Macro, Macros

View tab, Macros group, Macros OR
Developer tab, Code group, Macros

Macro, Record New
Macros

Khong cé

Tinh nang nay da bi bo

Macro, Security

Developer tab, Code group, Macro
Security

Macro, Visual Basic Editor

Developer tab, Code group, Visual
Basic

Macro, Microsoft Script
Editor

Khéng c6

Tinh nang nay da bi bo

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 n(t nay vao QAT
Customize
Options Office, PowerPoint Options

Thuc 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

Khéng c6

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

Thuwc don Window (Window Menu)

PowerPoint 2003

PowerPoint 2007

Ghi chu

New Window View tab, Window group, New
Window
Arrange All View tab, Window group, Arrange
All
Cascade View tab, Window group, Cascade
Next Pane Khéng co C6 thé thém nit nay vao QAT

List of Windows

View tab, Window group, Switch
Windows

Thuc don Help (Help Menu)

PowerPoint 2003

PowerPoint 2007

Ghi chu

Microsoft PowerPoint Help

Click the question mark icon in the
top-right corner

Show the Office Assistant

Not available

Tinh nang 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
PowerPoint

Office, PowerPoint Options,
Resources, About

Cac thanh Iénh

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, Illustrations group, Chart

Insert Table

Insert tab, Tables group, Table

Tables and Borders
Toolbar

Not available

Tinh nang nay chi c6 trén
Tablet PCs.

Hyperlink Insert tab, Links group, Hyperlink

Expand All Not available by default C6 thé thém lénh vao
QAT

Show Formatting Not available by default C6 thé thém lénh vao
QAT

Show/Hide Grid

View tab, Show/Hide group, Gridlines

Co 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 C6 trong Mini Toolbar.
Font Size Home tab, Font group, Font Size C6 trong Mini Toolbar.
Bold Home tab, Font group, Bold Cé trong Mini Toolbar.
Italic Home tab, Font group, Italic Co6 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 Ca 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 Co trong Mini Toolbar.
Bullets Home tab, Paragraph group, Bullets Co trong Mini Toolbar.

Decrease Font Size

Home tab, Font group, Decrease Font Size

Co6 trong Mini Toolbar.

Increase Font Size

Home tab, Font group, Increase Font Size

Co trong Mini Toolbar.

Decrease Indent

Home tab, Paragraph group, Decrease Indent

Co trong Mini Toolbar.

Increase Indent

Home tab, Paragraph group, Increase Indent

Co6 trong Mini Toolbar.

Font Color Home tab, Font group, Font Color Cd 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
to Front

Home tab (or Format tab), Arrange, Bring to Front

Draw, Order, Send
to Back

Home tab (or Format tab), Arrange, Send to Back

Draw, Order, Bring
Forward

Home tab (or Format tab), Arrange, Bring Forward

Draw, Order, Send
Backward

Home tab (or Format tab), Arrange, Send Backward

Draw, Grid and
Guides

Home tab (or Format tab), Arrange group, Align, Grid
Settings

Draw, Nudge (Up,
Down, Left, Right)

Not available by default

C6 thé dung ban phim
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
AutoShape

Drawing Tools Format tab, Insert Shapes group, Edit
Shape, Change Shape

Draw, Set
AutoShape Defaults

Right-click and choose Set as Default Shape.

C6 thé dung ban phim
hoac thém vao QAT

Select Objects

Home tab, Editing group, Select, Select Objects

Tinh nang nay ciing cé
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 van 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 c6 trén

Writing Tablet PCs.

Fill Color Format tab, Shape Styles group, Shape Fill Tuy thudc vao kiéu doi

tuong dang chon

Line Color Format tab, Shape Styles group, Shape Outline OR Tuy thudc vao kiéu doi
Format tab, Picture Styles group, Picture Border tuong dang chon

Font Color Format tab, WordArt Quick Styles group, Font Color | Tuy thudc vao kiéu doi
OR Home tab, Font group, Font Color tuong dang chon

Line Style Format tab, Shape Styles group, Shape Outling, Tuy thudc vao kiéu doi
Weight OR Format tab, Picture Styles group, Picture | twong dang chon
Border, Weight

Dash Style Format tab, Shape Styles group, Shape Outling, Tuy thudc vao kiéu doi
Dashes OR Format tab, Picture Styles group, Picture tugng dang chon
Border, Dashes

Arrow Style Format tab, Shape Styles group, Shape Outling, Chi c6 thé dung cho céc
Arrows duong ké va cac diém nbi

Shadow Style Format tab, Shape Styles group, Shape Effects,
Shadow

3-D Style Format tab, Shape Styles group, Shape Effects, 3-D

Rotation

3. Tuy bién thanh QAT

Ban c6 thé thém nhanh cac nat 1énh duoc tich hop san cho thanh QAT bing cach nhap trai chuot
vao nit * trén thanh QAT. Sau dd, ban chon hoic bo chon cac nit Iénh cho hién hoic an trén

thanh QAT.

Hinh 15. Thém hogc bdt nhanh cac ndt Iénh trén thanh QAT
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Ban ciing c6 thé thém cac nut 1énh khéac vao thanh QAT bang huéng dan sau:

e Chon nit Office > chon PowerPoint Options... = Hop thoai PowerPoint Options xuat hién
e Cho Customize tir danh sach bén trai

e Chon cac nhom lIénh tir hop Choose commands from .... Sau do, ban chon cac nut Iénh
tir hop bén duéi va nhan nat Add >> dé thém vao hop danh sach bén phai.

e Néu ban mudn bo mot nat Iénh nao d6 khoi QAT thi chon nd tir hop Customize Quick
Access Toolbar bén phai va nhan nat Remove.

e Détra thanh QAT Vé trang thai mic dinh thi nhin nit Reset.

e Ban chon Show Quick Access Toolbar below the Ribbon thi thanh QAT s& xuét hién
bén dudi thanh Ribbon.

e Dé hoan tit viéc tly bién thanh QAT thi nhin nit OK.

4. Ty bién thudc tinh cho cac ddi tweng dwoc tao trén slide

Khi ban tao mot hop van ban (text box), PowerPoint sé¢ ap dung cac thudc tinh mac dinh cho né
nhu font chir mac dinh, kich thudc chir va cac dinh dang cho chit nhu in dam, nghién, gach
chan... Khi ban vé& mét dbi tuong, PowerPoint ciing ap dung céc thudc tinh mac dinh cho ddi
tuong d6 nhu: t& mau nén (fill color), &6 bong (shadow), va kiéu nét v& (line style). Ban c6 thé
thiét 1ap cac thudc tinh mic dinh cho déi tuong theo huéng dan sau:
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Thiét 1ap thudc tinh mic dinh cho hop vin ban

Mini Toolbar

Hinh 16. Tuy bién hgp van ban

e V& mot hop van ban trén slide

e Dinh dang font chi, cé chir, mau sic, kiéu va kich thudc,... va dinh dang hop van ban
nhu t6 nén, mau nén, d6 bong, ... theo mong muén

e Chon hop van ban, sau d6 nhap phai chudt va chon Set as Default Text Box

Thiét 1ap thugc tinh mic dinh cho hinh vé

Hinh 17. Tay bién cho hinh vé
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e V& mot hinh vé trén slide
e Thay d6i cac thudc tinh theo mong mudn nhu mau séc, hiéu ung, kiéu nét ve, font chit,

mau chit, kiéu chit, kich thugc chir ...
e Chon hinh v& va nhap phai chuét, sau d6 chon Set as Default Shape

5. TOy bién thanh trang thai

Nhap phai chudt 1&n thanh trang théi, tir &6 chon hoic bo chon céc tinh nang cho thanh trang thai.

Hinh 18. CAc tuy chon cho thanh trgng thai
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Tai nguyén Internet
1. Template, Themes va Background

Mot sb dia chi cho phép tai PowerPoint Template, Theme va Background

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.qgraphicsland.com/powerpoint-templates.htm
www.powerpointtemplatespro.com/
www.abetterpresentation.com/
www.slidesdirect.com/
www.zapitmedia.com
www.digitaljuice.com

2. Add-Ins va tai ligu 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 gilp chuyén d6i tap tin PowerPoint sang dinh dang PDF hozic XPS.

e Thermometer Add-in for PowerPoint
http://www.indezine.com/addin/thermometer/index.html

Tao thém mét thanh cong cu & phia dudi man hinh trinh chiéu dé cho biét ban da bao cao
duoc bao nhiéu va con lai bao nhiéu.

e WebAIM: PowerPoint Accessibility Techniques
www.webaim.org/techniques/powerpoint/

Office Accessibility Wizard gitp chuyén d6i tap tin PowerPoint thanh dinh dang web rét tién
loi va dé st dung.

e Steve Rindsberg/RDP
www.rdpslides.com/

Trang nay caa mot PowerPoint MVP va c¢6 chira nhiéu add-ins hitu ich.
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e Crystal Graphics
www.crystalgraphics.com/

Add-Ins cung cap thém céc hiéu ang hoat canh, 3-D, hiéu @ng chuyén canh, db thi...

e Office Tips
WWW.mvps.org/skp

Cung cip cac add-ins cho PowerPoint va nhiéu tai liéu tham khao phong phu, dic biét 1a
VBA cho PowerPoint.
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