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) Chwong 1
GIOI THIEU CHUONG TRINH POWERPOINT

1. Téng quan vé PowerPoint

PowerPoint |a mot phan mém trinh dién dé& s dung, hiéu qua cao va la
mot thanh phan ctia boé san phdm Microsoft Office. S dung PowerPoint dé tao
va hién thi cac bo slide (khung truot), ching sé két hop dwoc ndi dung van ban
v&i cac hinh vé, blrc anh, am thanh, doan phim va tham chi vé&i cac hiéu rng dac
biét sinh ddng. Sau d6 cé thé chuyén cac néi dung nay vao cac ban phim dén
chiéu va may chiéu (overhead va projector) hodc cho in ra thanh &4n phadm dé gii
thiéu trén web dwdéi dang dién t&r hay dang twong tac.

2. Khé&i dong PowerPoint

Chon Start->Programs—>Microsoft PowerPoint d& khéi dong Microsoft
PowerPoint. Khi d& man hinh Microsoft PowerPoint hién thi nhw sau:

[€] Microsoft PowerPoint - [Presentationl] ;|g|5|
J File Edit Wiew Insert Format Tools Slide Show  dindow Help ;Iilﬂ
IDEEaa¥|i2ad - | @Ba|EPams - & 2
JTimesNewRDman -4 | B I U 8 |§ = == |K FARIE I | Comman Tasks - e

13
2E||

b Clickto add text

| Chck to add notes =
BEEOsST« | v ha!

Qutline | Defaulk Design rm_ 4
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3. Cac thanh phan cua Microsoft PowerPoint

Hinh 1.1 miéu ta ctra s Microsoft PowerPoint. O ché dd mac dinh, Microsoft

PowerPoint hién thji mét hop thoai bao gdm cac tuy chon cho phép tao mét kiéu
trinh dién mai.

[€] Microsoft PowerPoint - [Presentationl]

_|o| xt
1 File Edit Wew Insert Format Tools Slide Show window  Help -5 =
—DSHL &Y 2RI v-o @B olEPZ B -[B—
jTimesNewRDman -4 - | B 5 O E |§|§§ ;E |A‘ A B | Caormrmon Tasks - E
10 =
20| f Click to add title
i Clickto addtext |
| Chick to add notes =
BEOgET A | ¢ i
DEW'[D%G) AutoShapes = ™. \DD‘|&*£*£*E_E.E,
Qutline | Defaulk Design rm_ 4
3

Ché do Slide Show
Ché do Slide Sorter

Ché do6 Slide
Ché do Outline

Ché d6 Normal

1. Thanh menu; 2. Thanh cdng cy; 3. Thanh trang thai; 4. H6p cudn;
5. Nut thay ddi kich cé&; 6. Nut tro’ gidp.

Hinh 1.1. Cac thanh phan chinh cuta ctra sé Microsoft PowerPoint

1. Thanh menu: D& thwc hién nhitng thao tac cu thé. Thanh menu cda

PowerPoint c¢6 chin nhém menu (xem hinh 1.1), méi nhém hién thi mot
danh sach cac lénh lién quan.

2. Thanh céng cu: La cac 1énh dwoc biéu dién dwdi dang dd hoa (cac nut
bam).

Chwong trinh dao tao tin hoc rng dung
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3. Thanh trang thai: Thé hién cac trang thai dang dwoc kich hoat cla

4.

5.
6.

4,

hop.

Microsoft PowerPoint.

Hép cudn: Cho phép di chuyén tir slide nay dén slide khac. Khi di chuyén
qua cac slide, Microsoft PowerPoint sé& hién thi s6 va tiéu dé cia méi

slide twong ng.

Nut thay déi kich c&: Thay ddi kich thwéc cira sé 1am viéc.

Nut trer gitip: Hwéng dan trong qua trinh s dung.

~ Chuong trinh Microsoft PowerPoint co nhiéu tiy chon dé thiét 1ap thong
s0O khi khéi déng mét rng dung.

AutoContent Wizard: 1a cach dé
nhat cho phép tao mét trinh dién
m&i, tham khao thém théng tin, va
sau do tao mét bd slide dwoc
dwng Ién dwa trén mau duoc
chon.

Design Template: cho phép ap
dung cac phac thdo duorc thiét ké
sén, cac dang mau sac va nén dé
tao ra cac bo slide theo cac dang
trinh dién chuén, nhw cac ban bao
cdo vé sw phat trién, cac danh
sach topten ...

Blank presentation: s& cho xuét
hién mot khung vé dé trébng cho
phép tao mét slide don, day la
mot tuy chon linh hoat nhat nhung
doi hoi ngudi sir dung phai cé
kinh nghiém.

PowerPoint

—iCreake a new presenkation using

£~ Elank presentation

% i Qpen an exisking presentation

More Files., .

1.0 My Dacurments| Maikkuong
1...\Presentationl

Ci:y Softwares)Waorking APTECH
[:h3ofbwares)working) 2005

C

k4

[ Don't show this dialog box again

o ]

Cancel |

Hinh 1.2. Clra sd khdi tao

Open an existing presentation cho phép chon mét trinh dién da duwoc tao

va lwu trong may tinh trwoc do.

Tim hiéu vé ché dd hién thi Microsoft PowerPoint
Trong Microsoft PowerPoint co nam ché do hién thi khac nhau (xem
hinh 1.1). Moi ché d6 la mét cach dé quan sat va lam viéc voi phan mem nay. Tay
thudéc vao tirng thoi diém lam viéc ma cé sy lwa chon ché dé lam viéc cho phu

Dé hién thi mot ché do riéng biét, hay click chudt vao nat twong (ng trong
nhém cac nut (B=D0BE %) ndm & goc dudi bén trai cia clra s6 Microsoft
PowerPoint. Nam ché do hién thj Microsoft PowerPoint gém c6 :
1. Normal: 1a ché d6 hién thi mac dinh trong Microsoft PowerPoint (xem
hinh 1.3). N6 két hop ché do hién thi Slide va Outline (phac thao), co thém mot
khung notes (chu gié[) dé chu thich. Khung slide la khung I6n nhat trong trong ba
khung. V&i ché dd hién thi Normal khdng nhirng c6 thé xt& ly van ban, d6 hoa ma

Trung tdm Céng nghé Thoéng tin Thiva Thién Hué
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con x ly dwge &m thanh, hinh dong va cac hiéu wng khac. Thong thwong nén
dung ché dd nay vi cé thé thay déi, chinh ly dwoc nhiéu khia canh cho trinh dién
> ~ X ~ « R .
chi trong mot ché dé hién thi.
Microsoft PowerPoint - [APTECH] I [m[ 3 Microsoft PowerPoint - [APTECH] =10l
J Fle Edit View Insert Format Tools Slide Show Window Help =@ x| J Fle Edt Yiew Insert Formak Took Side Show Window Help =& x]
EFEICER T R IGE [iEfam = <@ DEH2 8y (2R v-o- @PFO[EPaE = -0
32 .”?1 gﬁ‘ AA“(T—\ Q|§nmmnnTasksv JA"5| ~ 32 v”?l H’?|§§§‘§E‘A A“C‘ Q‘gommonTas)sv

36 (2 HUE - APTECH way of franchising
franchising
=+ Aprch Blvcation Seubes are 150 Ce rited.
i EnaEm S B 0415 TN Db M BheTES e

c aal =
St Manat ekt of c gsmunexuanam:ccm Click to add notes =
- a
+ boout anal
- conrsppotnaal
- SdtSatetet Mawal
- CortrHeats nponsbili b Daes izt same b behg mpknesedaid tatal
(2l Recors 2 maliahed s pe1 e Bt e b ese narval

* Tie dikrtma1vals v siEncand K dw procediies 1 be bilwed,

70
= - =
H=o= @'JJ Click to add notes =l HEOs=Z A il — »
JDraw ro|ﬁutn5hapes \\DO.‘.|& - '"f:.ev| JDraw ro‘nutushapes \\DO.‘.|& & 'Eizle'|
e | Defauk Design W é Outling \ Default Design W 4
Hinh 1.3. Ché d6 hién thi Normal Hinh 1.4. Ché do hién thj Outline
2. Ché dd hién thi Outline trinh bay cac tiéu dé va van ban cla Slide theo
kieu dinh dang phac thao (xem hinh 1.4). Ché dé hién thi Outline cling gom co6
cac khung Outline, slide va notes, nhwng v&i nhirng kich ¢& khac nhau. Trong
tdm cla ché dé hién thi nay la khung Outline v&i nhieu khoang trong dé co thé
tao mét Outline chi tiet. Ché dé nay rat hiru dung khi t6 chirc cac y twédng va sap
xep lai trat ty cac diém quan trong.
Microsoft PowerPoint - [APTECH] E P [m] 3} Microsoft PowerPoint - [APTECH] =101 %]
J@ File Edit Yiew Insert Format Tools Slide Show Window Help ;Iilﬁl J@ File Edt View Insert Format Tools Slide Show Window Help ;Iilﬁl
D@Eaa¥ iz |o-a-[@BaEur -8 2 DeHi8¥|ined|a-o @Fo|EuEes |7
JTimes MewRoman = 24 - u == 5 " L= | Common Tasks = ) J-Tj ‘ Mo Transition = Mo Effect - £| @ ‘ ‘ bt
asaj‘ -

3 @

ki

] MEEoETA] | 5
JDLEWv[kc,|Autu5hapes \\DO.‘.‘& . E-_E.m.| BEAET D
[ Slide 36 of 37 | Default Design |0 4 | slide Sorter | Defaulk Design |OF 4

Hinh 1.5. Ché dé hién thj Slide View Hinh 1.6. Ché do hién thj Slide Sorter

3. Ché d6 Slide View cung cdp mdt cach nhin can canh vé slide (xem
hinh 1.5). O’ ché dd nay, cé thé truy cap vao cac cira sb phac thao va chu giai,
nhwng chd yéu van tap trung vao chinh slide. S dung ché do slide dé diéu
chinh can ddi toan bd slide cung v&i viéc sdp xép van ban va cac phan tlr khac
cua slide do.

4. Ché d6 hién thi Slide Sorter sé hién thi hinh &nh thu nhd cla tat ca cac
slide trong trinh dién. Hay s dung ché dd slide sorter khi mudn xem toan bd
trinh dién cla minh nhw mot tbng thé va sap xép lai thir tw xuét hién cla cac
slide.

4 Chwong trinh dao tao tin hoc (rng dung
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5. Ché dd hién thi Slide Show dwoc sir dung khi mubn xem truwéc ndi
dung cuia cdng viéc va chay toan bo trinh dién xem da dap ng dung yéu cau
chwa? O ché dd nay con co thé xem dwoc két qua cia viéc thay ddi tir slide nay
sang slide khac va cac hinh anh déng, cac hiéu (rng am thanh da b sung hop ly
vao trinh dién chwa?

5. St dung cac thanh céng cu

Theo méc dinh, PowerPoint hién thj cac thanh céng cu chuén (Standard),
thanh cbng cu dinh dang (Formatting), thanh cong cu vé (Drawing).

Gidng nhuw cac chuwong trinh (ng dung cua Microsoft Office khac, thanh
cong cu Standard gom cac cong cu dé sor dung cho cac muc dich chung. Trong
PowerPoint thanh nay nam & phia trén, dung dé tao, in va nang cap cac slide.

A IR 1 -N AR
%Dﬂﬂahg@ﬁ e A

Hinh 1.7. Menu Standard

Thanh céng cu Formatting cho phép truy cap nhanh cac dinh dang van ban.

* Formatting B
BZ UGS SEE=12=5|K 4|+ 2|5 commonTastks-

Times Mew Roman - 44 =

Hinh 1.8. Menu Formatting

Thanh cong cu Drawing giup chén thém van ban, q’6 hoa va cac hiéu ng
dac biét khac vao slide. Thanh nay xuat hién & day ctra sO PowerPoint phia trén
thanh trang thai.

D[anIEc-j AutoShapes = ™ \DD‘@|&'£*&'E_E.E

Hinh 1.9. Menu Drawing

Thanh cong cu Animation Effects gdm cac cong cu dung dé tao cac hinh
déng va am thanh cho van ban hoac do hoa trong slide
E @ | &= = ¢k 2 - | % &

Hinh 1.10. Menu Animation Effects

Dé l1am thay dbi sy hién thj cac thanh céng cu tién ich, vao menu View,
chon TooIQars sé xuat hién danh sach cac thanh cong cu, chon vao thanh céng
cu muon hiéen thi.

& ETTY
ng': |u?i' AEC

Trung tm Cong nghé Thoéng tin Thira Thién Hué 5
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6. Str dung hop thoai Options dé tuy bién PowerPoint
Hop thoai Options chiva cac diéu khién hd tro cac tinh nang cla
PowerPoint. Cac diéu khién bao gom:

2|

» Nhan View déu khién cac hop

thoal xuat hlen khi khoi dong Wiew |GeneraIIEdit IPrint ISave ISpeIIingandSterI

PowerPoint va cac phan giao  _
dlen’ nhw thanh trang thai va i st
thU’O’C. ™ Mew slide dialog

= Nha&n General diéu khién viéc IV Status bar
dinh c& danh sach liét ké cac file [ vertical ruler
st¢ dung gan nhat trong menu V' Windows In taskbar
Flle' s . —3lide show

. lean Edlt dleU khlen cac daC ¥ Eopup menu on right mouse click
diém soan thao nhw ky thUét ré ¥ show popup menu button
nha chudt va s6 lwgng cao nhat ¥ End with black side
cac phép huy bé 1énh co san.

= Nhan Save tao dinh dang file mac
dinh cho cac trinh dién cua

PowerPoint va dinh khoang thoi s
gian gian cach cho c—ll

AutoRecover. Hinh 1.11. Hop thoai Option

6 Chwong trinh dao tao tin hoc (rng dung
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. Chu’o’ng 2 3 .
NHAP VA HIEU CHINH VAN BAN

Khi soan mét tai liéu trong PowerPoint, ngoai cac hinh vé&, dd hoa, biéu db,
mau sac va cac mau nén dep mat dé minh hoa cho y twéng thi phwong phap thé
hién ndi dung bang van ban cla tai liéu d6 déng gép khéng nhd vao thanh céng
cla trinh dién. V&i sw hd tro cia PowerPoint, cac trinh dién sé& dwoc minh hoa
sinh déng hon, gitp nguoi trinh bay ndi bat nhirng y twéng ctia minh.

1. Nhap van ban

Khi bat dau trinh dién méi bang cach chon mét mau thi viéc nhap néi dung
van ban thwc chat la viéc thay thé nhitng goi v (Placeholder) ma PowerPoint
dwa ra trong méi slide. Con néu bat du bang cach chon mét AutoLayout thi viéc
nhap ndi dung twong tw nhw khi chon mét mau ctia PowerPoint.

1.1.Nhap van ban bang cach str dung Placehoder
Céac Placehoder (goi y) — Xem hinh 2.1. - that ra la cac mau nam trong

mfau. Chung dugc tao vién bang cac nét gach hoac nét bong va dwoc dinh dang
san voi cac kieu va c& phong (font size) nhat dinh. Ching co6 chtra cac ndi dung
goi y dé thay thé. Bé nhap ndi dung van ban hay thao tac nhw sau:

= Chon Placehoder

=  Nhap ndi dung.

= Sau khi nhap noi dung, nhan vao moét vi tri nao dé bén ngoai khung

Placehoder dé lam mat dwong vién.

Khi nhap van ban qua nhiéu‘ vao Placehoder, theo rT)éc dinh IfowerPoint sé
khéng mé rong khung theo chiéu doc cho van ban. Mudn thay doi dé réng cua
khung Placehoder, thao tac nhuw sau:

= Nhap vao nét vién clia Placehoder, dwa con tré 1én cac vi tri co hinh 6

vudng mau trang, khi con tro tré' thanh hinh mdi tén hai dau thi ré con tr6 ra
dé dieu chinh Placehoder theo nhw y muon.

= Dua con trd chudt vao mét goc clia Placehoder dé thay doi kich c& theo
chiéu dai va chiéu rng.

Trung tdm Céng nghé Thoéng tin Thiva Thién Hué 7
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[£] Microsoft PowerPoint - [Presentation2] o =] |
J File Edit Wiew Insert Format Tools Slide Show ‘Window Help -|5'|£|‘

B 7 O = HEE EIELK AT|¢' IP|;§'5’ Comman Tasks « _
DEsEeay iR v-o- |@aBDWm 3|E% %
1@ Pay latiéu dé

= Mhdp ndi dung vin by
vao day

J Times Mew Roman = 32 =

Déy 1 tiéu dé
/////////////////////////////AU"/////////////////////////////@
Hhip néi dung van ban vao I:'iaj.rl

g
?
é
f/i
é
s

B

ﬁ:\\\\\\\\\\\\\\\\m\\\\\\\\\\\\\

o R o A A

Chele to add notes —
hd
\\‘DD."@‘& Z-A-==EBE .

Slide 1 af 1 | Defaulk Design r@i.i_ v

Hinh 2.1.  Placehoder (Vung goi y)

1.2.Nhirng diém can Iwu y khi nhap néi dung

= Khi s dung AutoLayout, ndi dung nhap vao sé tw thay thé noi dung goi y
trong Placehoder.

. Khi sir dung mot mau, hay chon n(f)i~dung goi y trwde khi nhap ndi dung,
néu khéng hai néi dung nay sé chén lan nhau.

= Khi mudn chén mét biéu twong hodc mét ky tw dac biét vao trong
Placehoder, chon Symbol tr menu Insert, chon ky ty can hién thj trong

danh sach tha xudng Font va nhan vao biéu twong can chén trong clra s6
hién thi, sau dé nhan Insert.

= Néu mudn bd sung thém mét Placehoder rong vao slide, chon Textbox
trong menu Insert, ré chudt trén Slide dé tao ra mét Placehoder mai, sau
dé nhap ndi dung.

1.3.Nhap van ban bang cach sir dung Outline (phac thao)
Dé lam viéc voi mot phac thao trong PowerPoint, hay bat dau trong khung
phac thdo & ché do hién thj Outline View.

8 Chwong trinh dao tao tin hoc rng dung
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[€] Microsoft PowerPoint - [Presentation] [Recovered]] i =] 4
J File Edit Yiew Insert Format Tools Slide Show \Window Help _|E|£||
B 7 U S|§§§ $= —|A
W EIER T i Y =

J Times Mew Roman  + 54 =

-

2.

hq ma 3% -

“| 1@ Outline Level 1| r
&> .
’Y * Outline Level 2 Outline Level 1
& —Outﬁge Level 3 « Outline Level 2
0 " Outline Level 4 —Outline Level 3
- Out]me.LevelS u Chatline Lewal 4
&= # Chatline Lewel | — Cratize Lowels
TE
1E
EE | 2 (D)
A
fﬁ Chele to add notes =l
EHEDO®T 4 hd
Dranl_c; \\QDD.“.|& "‘i’r A':_‘_.m
| Ckline | Defaulk Design r@:f_ 4

Hinh 2.2. Nhap van ban st dung khung Outline

D& nhan thdy rang st dung phac thdo sé td chirc cac dwoc cac y tuwéng
trong khi q’ang tép trung vao viéc tao cac sI[de. Bén canh d6 sw thut véo’cﬂa cac
dau tiéu de (bullet) sé giup cho ngw&i doc hieu dwoc cac y twdng dwoc thé hién.

DPé tao mot slide bang cach st dung phac thdo dwoc soan thdo trong méi
trwo'ng Microsoft Word. Hay thwc hién cac thao tac sau:

= Trong khung soan thdo Outline View, dung t6 hop phim Ctrl + Enter dé
chén mot slide m&i hodc mdt muc danh dau (bullet).
o Néu van ban dwoc nhap la mot tiéu dé cua slide thi khi nhan Ctrl +
Enter sé tao mot muc dwoc danh dau.
o Néu ndi dung cudi cung dwoc nhap 1a mét muc dwoc danh dau thi
viéc nhan Ctrl + Enter tao ra mot slide mai.
= Sau khi da soan thao xong tiéu dé hodc doan thi nhét, thi viéc nhan phim
Enter sé tao ra mét tiéu dé hoac moét doan van ban cé bd cuc twong tw nhw
trwdc do.
= Néu mubn tao mét phac thao cé nhiéu dang phan cap tiéu dé nhw hinh 2.2

thi hay st dung nat ting cép (® | - nat Promote) hay ha cép (%
Demote) trén thanh cong cu Outlining.

Trung tm Cong nghé Thoéng tin Thira Thién Hué 9



Giao trinh Microsoft PowerPoint 2000

~ (@
@ Dich chuyén dong sang phia trai
B Dich chuyén dong sang phia phai
T Dich chuyén dong 1&n trén
¥ Dich chuyén dong xudng dudi
- An di dong chi¥ nhé
s Hién thi dong chir nhd
5= | | Chixem tidu @& cac slide
Iz Xem nodi dung chi tiét ctia moi slide
g
” Thay doi c& chir to nho ]
A Hi

nh 2.3. Cac cdng cu trén thanh Outliining

= Nhan nat  ® | dé tang mot murc tiéu d& doan van ban va nat  ® | dé thao
tac nguwoc lai

1.4.Sr dung Microsoft Word dé tao mét phac thao
S dung Microsoft Word dé tao ra cac doan van ban dé tv dé hinh thanh

nén céc tiéu dé cha cac slide trong PointPower. Sau d6, s dung hai nat « |vé

% | g& didu chinh cac murc phac thao trong PowerPoint.
Dé st dung mét tai liéu Word co6 s dung cac thé tiéu dé lam co s& cho
mot trinh dién, hay thao tac nhw sau:

= Nhan nat New (1) trén thanh céng cu Standard.

= Chon mét AutoLayout, r6[ nhan nut |L| Theo mac dinh viéc chon
moét AutoLayout mé dau bang mét slide tiéu de.

» T& menu Insert, chon Slide From Outline, sé& xuat hién nhw hinh 2.4 dwoi
day

10 Chwong trinh dao tao tin hoc (rng dung
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2%

Look in: II:l Huesaft j =) | & X O * Tools -

e KiennghixaaCMOS
Lichginithiewebsite
Mau
MunnPCHuetanic
. ® | PhieudieutraCHTT
“ W |Bien bien ban ban giao cong viec QDTraqu:ung
My Documents i EX quyetdinhl{l‘-’lr Tri-khuon dau)
| Dangkythanhnienkhos Suduphungcungnghe
TailieuPDwerpDint
TritueHuesu:uFt
Tru:-ngu:a*;.-’nhu:ul:uau:
Tudanhgia
LIniu:u:u:Ie

4 |Hanhhuong
@ |Hanhhuong?
'-_E. HanhhuongquedaituonghCT

File: marme: I j = Insett I
Files of tvpe: [all Outlines = cancel |

Hinh 2.4. Chon tai liéu Word dé tao mét phac thao
= Chon tai liéu Microsoft Word mudn dwa vao PowerPoint.

= Nhan nat

= Sau khi PowerPoint chuyén noi dur)g tw té}i liéu Word va tao mét trinh diélj
st dung phac thao dé, hay dung ché d6 hién thi Nomal ctia PowerPoint dé
hiéu chinh néi dung cua trinh dién.

2. Sr dung d6i twong WordArt
DPbi twong WordArt hé tro hiéu &ng van ban dac biét, thao tac theo cac
bwéc sau:
= Hién thij slide mudn thay déi & ché dd hién thi Slide.

= Chon Insert WordArt (ﬂ) trén thanh cong cu Drawing (néu thanh céng
cu chuwa xuat hién thi kich hoat né bang cach chon Toolbars trén menu
View va chon Drawing), h6p thoai WordArt Gallery xuat hién nhw hinh
2.5.

= Chon hiéu 'ng WordArt tir hop thoai WordArt Gallery.

= Chon .

» Nhap doan van ban vao hop thoai Edit WordArt Text, sau dé chon cac
phong chir va c& chir thich hop.
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WordArk Gallery ilil

Select a ‘Worddrk skyle:

W\mw wordA,, lﬂlrml Wordart | % w
Moyt [WordArt [Wordrt [v--2 Wondet| 5 ™
—

fordint wl wardart |-WordArt Ek'rﬂfdlﬂl[‘[
Wordet [ ForCAre Wardbo\ | Wil ooz
Teir: |t |% 'W —

(0] 4 I Cancel |

Hinh 2.5. HOp thoai WordArt Gallery

'm“ seBha®R] ~
F

= Nhéan dé chén WordArt vao slide, sau do di chuyén né t&i vi tri
thich hop.

[] Microsoft PowerPoint - [Presentationl] - |D|ﬂ
J File Edit Wew Insert Format Tools Slide Show ‘Window Help -|5|ﬂ‘

- "|B I 0 E|§’;E = :|A &' Common Tasks = .
BHL @Y 2RI - |@BOW D[ 1E"4 %

O

‘+ |‘<:= :;>|.g,{,~.[

—l —p
iitil] I

i
i

A

-

_IJ>IEE S=ER=E >
NNOOEAE &-2-A-==8

Slide 1 of 1 | Defaulk Design r@i.f_ 5

Hinh 2.6. Két qua cua viéc sir dung dbi twong WordArt

Draw -
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3. DPinh dang van ban
Céc kiéu thiét ké cia PowerPoint bao gém cac yéu t6 nhw mau séc, phong
chi, c& chir va cac thong so dinh dang khac dwoc thiét ke dé phoi hop véi nhau
mot céph hoan héq. Day chinh la mét loai cdng cu gi}]p tiet kiém dwoc thoi gian va
cling rat hiru ich doi v&i nhirng nguwoi str dung bat dau lam quen véi trinh dién.
Trong hau hét cac trudng hop, ngudi st dung cé thé sir dung nguyén kiéu
dinh dang duwoc goi y bdi kiéu mau thiét ké hodc chi thuc hién mét vai chinh sira
nhd. Du&i day la mét s thay doi ma ngwdi str dung coé thé thye hién
= Tang thém hoéc giam bét kich cé& cho vira voi trang trinh dién.
= Thay thé mét phéng chi» bang mét phéng chi khac
= Tao kiéu chir dam, nghiéng hodc mau séc
C6 thé dinh dang bang hai cach khac nhau:
= S dung hop thoai phong dé thwc hién mot sé thay ddi va dé thiét 1ap cac
mac dinh cho phéng chir.
= Ap dung kiéu dinh dang van ban riéng biét bang cach st dung cac nut trén
thanh cong cu Formatting.
S dung hop thoai Font
Sau khi chon van ban can dinh dang, chon Font tir menu Format (hinh

O 21
Fonfk: Faonk skyle; Size;

2.7).

imes MNew Foman IReguIar |24
Cancel
" Monotype Corsiva - 14 &
M Palatino Linotype 16
T Symbol L 13
T Tahoma ] -
Times Mew Romarn
Colar

Effects

[ undetline [ Superscript I_ 'I
[ shadow Offset; II:I E o

[ Emboss ™ Subscripk ¥ | Default For mew obijecks

This is a TrueType font,
This same Fonk will be used an bath waur printer and your screen.

Hinh 2.7 Hop thoai Font hién thj cac thong sé hiéu chinh van ban
'Co thé st dung hop thoai nay dé tién hanh thay déi cac dinh dang tuy y va
mot sO hiéu (rng dac biét khac nhw tao chi so trén, chi s6 dudi...

Str dung thanh céng cu Formatting
Thanh céng cu Formatting (hinh 2.8) hé tro cac dinh dang riéng biét cho

van ban dwoc chon.

- Formatting ]

Times MewFoman =~ 24 - | B 7 U & HEE
= = |K & | e |§f\“{ Comman Tasks =
Hinh 2.8 Thanh dinh dang Formatting
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Dé ap dung mét kiéu dinh dang nao dd, hay chon khoi van ban can dinh
dang roi click vao nut twong tng trén thanh céng cu.

4. Thay déi khoang cach dong
Pé thay dbi khoang cach dong va khoadng céach gitra cac doan van ban
trong mét Placehoder ctia PowerPoint, thyc hién th tw nhw sau:

= Chon van ban can thay ddi. Néu chon cac muc can danh dau, hay chon
toan b6 doi twong van ban.

*= Chon Line Spacing trong menu Format dé hién thi hop thoai Line
Spacing (hinh 2.9)

—Line spacing —— oK I
I E ILines j
—Befare paragraph

0.2 & [tnes =]

—After paragraph

IIII E ILines j

Cancel |

Eresiem |

Hinh 2.9. HOp thoai line Spacing

» Nhan vao nut mii tén (E) hodc nhap moét sb cu thé dé thay ddi khoang
cach gilra cac dong va cac doan van ban dwoc chon.

5. St dung cac Bullet va Numbering

Cac Bullet (déu) rat tién ich khi trinh bay mot danh sach déc lap véi nhau.
Numbering (danh so0) dwoc dung khi sap xép thr tw cho cac muc. Khi str dung
mot Placehoder c6 danh dau thi PowerPoint sé ty dong dat cac bullet cho cac
doan van ban.

Muébn chén mot danh muc co sq’ dung bullet hoac numbering ,hoén toan
twong tw nhau. Mot bullet cling c6 thé dugc tao tr moét file anh. Muon th cac
kieu khac nhau ctia moét bullet, hay tuan ty thao tac cac bwéc sau:

» Chon ddi twong can gan hodc thay dbi bullet.
=  Chon Bullets and Numbering trong menu Format.
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Bullets and Mumbering d |

Bulleted | Mumnbered I

. o ]
Mone * v -
. o [ ]
D ) } v
D ) } v
| e b v
Siget IlEIEI E o of bext  Colar: I_ vI Rickure. .. | Character. .. |

(4 I Cancel |

Hinh 2.10 HOp thoai Bullets and Numbering
= Nhap céac théng sb vao hdp Bullets and Numbering néu can

= Chon mot kiéu bullet, hodc nhan chon _E®&: | §& xem cac hinh anh

bullet ciia PowerPoint.

= Chon |

Trung tdm Céng nghé Thoéng tin Thiva Thién Hué
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. . ‘Chwoqg3 o .
SU DUNG BANG, PO HOA, AM THANH VA HINH ANH

Ngoai néi dung cua trinh d[én, nguoi str dung co théﬂsfy dung cac phac
th‘éo cla slide va chén thém cac doi twgng do hoa vao trinh dién nhuw : bang, biéu
do, hinh anh, am thanh... dé tang thém tinh hiéu qua cuda trinh dién.

1. Str dung bang trong PowerPoint

Trong qua trinh thiét ké trinh dién, bang (table) dwoc st dung dé hd tro
biéu dién cac théng tin hay médi quan hé gitra cac nhém dir lieu. D& s dung bang
trong PowerPoint, thao tac theo thu ty cac bwéc sau:

= Chon hién thj slide can tao bang trong do.

*= Nhén nut Insert Table () trén thanh céng cu Standard hodc chon

Table trong menu Insert.
= Hay chon s6 dong va sb cot clia bang:

Microsoft PowerPoint - [Presentationl ] - |I:I|£|
J File Edit Wew Insert Formak Tools Slide Show Window  Help _|ﬁ’|£|
J.ﬁ.riaINaerw ~ 2 - B I O & |§ = = |£ A | @ |:'sj‘\? Common Tasks = 2
DEES @Y iRy - le0malzfarn =+ (@2
a i@
>
-
<
+
TE
=
e
|
4
il Ad ﬂ
[T Falll -1 it =
K ] l[%‘ =E0s=ET 4| v
JD[anIEGj AutoShapes - Y DD4|&'£'£'E: E. mv
| Slide 1 af 1 | Cackus r@:f_ v

Hinh 3.1. Tao bang trong PowerPoint
Trong bang réng, hay nhan chuét vao 6 dé nhap dir liéu. Khi mudn chuyén
sang 6 khac hay nhan phim Tab hoac phim mi tén. Khi chuyén dén 6 cudi cung,
neéu nhan phim Tab thi PowerPoint sé tao thém mét hang méi trong bang.
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2. DPinh dang bang trong PowerPoint

Cling gibng nhw viéc dinh dang cac van ban trong trinh dién. binh dang
bang sé lam cho cbéng viéc dwgc dé dang hon. Mudn lam noi bat moi quan hé
gilra cac nhom di liéu, co thé diing phuong phap tao bong do cho cac tiéu dé cot.
S dung cac gam mau khac nhau dé tao sy khac biét gira ~céc nhom di liéu, gitra
céac 6, hoac dung nét ké dam cho vién ngoai ctia badng dé dé phan biét.

Ch'on bang can dinh dang, chon Table tir menu Format, hdp thoai Format
Table xuat hién(hinh 3.2)

Format Table 2| x|

Borders |Fil | Text Box |

Shyle

ko apply borders

1j Click on diagram below or use bukkons

O I Cancel | Presviem

Hinh 3.2. HOp thoai Format Table

Hép thoai Format Table con c6 thém hai nhan khac nira la Fill dé chon
mot mau nén hodc mau td dac cho bang hodc cac thanh phan khac cta bang va
nhan Textbox cho phép thay déi phan canh |& van ban, diéu chinh tam diém, quay
van ban trong cac 6 cta bang.

3. Str dung biéu dé trong PowerPoint

~ Biéu d6 duoc ding dé thé hién cac di liéu phirc tap thay vi dung bang.
biéu d6 cho phép ngudi doc dé so sanh cac so liéu va phan biét cac xu hwéng.

DPé sir dung biéu dd trén mét slide, trwdc hét cAn chon phéac thdo slide

chtra Placehoder phu hop. Trong PowerPoint c6 3 kiéu gitp cho nguoi st dung
Ia chon (hinh 3.3). Chén mét Slide m&i va chon mét phac thao Slide trong hop
thoai New Slide. Ngoai ra, ciing c6 thé chuyén dbi mét slide hién hanh bang cach
chon SlideLayout trong menu Format.

Trung tdm Céng nghé Thoéng tin Thiva Thién Hué 17
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2l x|

N — Cancel |

i
i
:
HAE
:

II| mﬁ %r—l'l ﬂ”ﬂn -

] | |

2

[ Dor't show this dialog box: again

— “hart

=l

Hinh 3.3. Ba phac théo Slide c6 biéu d6

Sau khi da chon dwgc mét phac thdo slide co chira khung biéu do, nguoi
st dung c6 thé chén biéu dé dé vao slide theo hai cach sau:

» S dung Microsoft Excel dé tao mét biéu dd, sau d6 sao chép va
dan vao slide. biém thuan loi clia phwong phap nay la co thé st
dung tat ca cac cong cy ctia Microsoft Excel dé diéu chinh cac dir
liéu va tao biéu d6.

. SL:P dung Microsoft Graph 2000, mét tién ich c6 trong Office2000.
Dé mé& Graph, nhap dup vao khung biéu do trén slide hoac nhan

vao nut Insert Chart (ﬂ) trén thanh céng cu Standard cua
PowerPoint.

Khi Graph m& trong PowerPoint, xuat hién mét thanh menu mé&i, mét
thanh cong cu méi va mét bang dir liéu (Datasheet) cé chira cac sb liéu bang ky
tw chir va sb trong cac khung dé& dung cho viéc tao biéu dd. Phia dwdi Datasheet
la mot bidu dd (hinh 3.4).

Pé tuy bién biéu d6 nay bang théng tin ctia minh, hay Ian lwot thay déi cac
di liéu trong cac 6 cua Datasheet hoac chon nut select all & goc trén bén trai
ctia Datasheet, nhan phim Delete dé& xo6a toan bd théng tin goi y trén Datasheet
va nhap di liéu vao dé dyng lai bidu dd.
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Microsoft PowerPoint - [Presentationl ]

J File Edit Miew Insert Format Tools Data Chark Window Help

D= | - B R 2
A B C D 2]
1st Otr Znd Otr  |3rd Otr 4th Otr
1 | a|East 20.4 274 a0 20.4
2 |ad|West J0.6 386 3.6 6| T
3 |afd|North 43.9
1|
T 4
) 4
g0 4
40 H
= 4
o H
10 H
1] T
Select All 16t @tr ond agr 3rd 4t ar
| |
lE]ick to add notes
] | MEEOET (|

Slide Z of 2

Cackus

AR DI

ox

Hinh 3.4. Tién ich Graph s& m& mdt datasheet khi mé& mét biéu db trong

4. Chen Clip Art vao Slide

PowerPoint

Chén thém cac hinh anh dé cho trinh dién sinh dong hon bang cach chon
mot Clip Art. PowerPoint co mét thw vién cac hinh anh dé hé tro ngudi st dung
trong qua trinh thiét ké trinh dién.

DPé& chén mot Clip Art tir Clip Gallery vao slide, thao tac theo cac buéc

Sau:

= Hién thi slide mu6n chén thém mét khung ClipArt. Néu can thiét co thé bd
sung mot slide méi bang cach ding nut Insert New Slide, hoac chuyén doi
slide hién cé bang cach st dung Iénh Slide Layout tr menu Format.

= Nhan vao khung ClipArt sé& xuét hién hop thoai Microsoft Clip Gallery,
sau d6 chon Categories dé xem cac kiéu clip bang cach nhan vao khung
doi twong do6 (hinh 3.5)

= Nhan vao Clip can chén, mét thanh cong cu c6 cac nit cho phép chén Clip
xuat hién, nhan Insert Clip.

Trung tdm Céng nghé Thoéng tin Thiva Thién Hué
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Bl Microsoft Clip Gallery 21x]
J = lmpu:urt Clips I@Qips Cnline @uelp
J Search for clips: IT_I,lpe ore of mare words, j J
Fictures
Clipg 1 - 9in Buildings
[
Ok | Cancel | Y

Hinh 3.5. HOp thoai Mirosoft Clip Galery dé chon mot ClipArt

5. Vé cac doéi twong do hoa

Méc du trong PowerPoint co rat nhiéu cac doi twong do hoa thiét ké san,
ngudi st dung co thé vé lai cac doi twgng trén cho phu hop véi yéu cau bang
cach str dung thanh cong cu Drawing. Thanh cong cu Drawing thudng xuat hién
& day clra s6 PowerPoint. Cac chirc nang trén thanh cong cu nay cling giong
nhw & trén Microsoft Word va Microsoft Excel, do do rat dé st dung.

Ngoai ra, PowerPoint hé tro thw vién cac hinh co ban trong AutoShapes.

Sau khi da xay dwng xong hinh minh hoa, nguoi str dung co6 thé st dung
cac lénh trong praw cua thanh céng cu Drawing dé dinh dang, hiéu chiqh d{)i
twong. Vi du, néu mét AutoShape da dup’c tao ra @rén moét slide nhung muodn doi
né thanh mot AutoShape khac thi chi can chon doi twong dé, nhan menu Draw
trén thanh céong cu Drawing, dwa con tré t¢i Change AutoShape, chon mét
AutoShape mai tr menu con.

Chtrc nang Group trong menu Draw cho phép tao cac nhém déi twong
bang cach gdp mot nhém déi twong thanh mot déi twong dé cé thé st dung mot
lénh dé thay dbi tat ca chung cung mét luc. Vi du, khi muén thwc hién mét thao tac
nhw bd sung mau t6 cho nhiéu déi twong cling mot luc, chi can chon dbi twong
th(r nhat sau do gitr phim Shift trong khi chon cac déi twong tiép theo. Sau dé
chon Group trong menu Draw, lic nay cac déi twong da dwoc nhom thanh moét.
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Microsoft PowerPoint - [Presentationl ] - |I:I|5|
J File Edit “iew Insert Format Tools Slide Show indow Help _|ﬁ’|5|
JTimesNewRDman -2 - B I U & |§ == |A‘ a4 [ 2 |:§‘g Common Tasks = 2
DEE2 Y saB o- a0l o Eam= - 02
< | 1@ AutoShapes
£
. Autoshapes
S
Lhs
=+
TE
IE
e,
ha
4
| Chel to add notes =
BEECsETa | =

AutoShapes » ™. DG‘|&*£*£'E_ = Ba.
Slide 1 of 1 | Zackus r@:f_ v

Hinh 3.6. Cac dbi twong dwoc tao bang AutoShapes
6. Tao mét so doé té chirc

Trong PowerPoint, nguwdi st dung c6 thé chén thém cac so db té chirc
duoc tao trong Microsoft Organization 2.0, day la mét tng dung c6 giao dién
tryec tiép v&i PowerPoint.

Céach nhanh nhat dé tao mét so dd t6 chirc trong file trinh dién cla
PowerPoint |a dung Organization Chat Layout trong hép thoai New Slide.

New Slide |

Choose an Autolayout:
| | ] b
: — Cancel |

JD[aWTIEG}
|

TE = [l

Organization Chart

A=

[ Don't show this dialog boz: again

[

Hinh 3.7. S& dung tuy chon Organization Chart AutoLayout trong hdp thoai
New Slide
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~ Tuong tw nhw cong viéc tao mét biéu do, hay nhap dip vao so do to chirc
dé mé cua Microsoft Organization Chat nhuv hinh 3.8

4 Microsoft Drganization Chart - [Object in Presentationl] -0 x|
@ File Edit Wiew 3tvles Text Boxes Lines Chark Window Help _||5’|£|

m ﬁl Ql Subordinate: £ | :Co-warker | Co-worker: -3 | Manager: 52 |.-'-‘-.ssistant:|:|-||

Chart Title

=M ame=

4 el

|Size: B0% | | |

Hinh 3.8. So d6 t6 chirc Organization Chart
Cac th tuc co ban dé khéi tao mot biéu doé té chire:

= Chon mét hdp: chon vao nut Select (IE) va nhan vao hdp can chon.
= Thém méi mét hop: nhan nit dung cho loai quan hé mudn mé ta nhu:
Cap dwdi, cung cap bén trai, cung cap bén trai, quan ly hodc trg’ ly va chon
hép hién c6 mudn gan thém hop maoi.
»  Xéa mét hdp: chon hop do va xda bang phim Delete.
* Di chuyén hop: chuyén mot hdp, nhan nut Select rdi di chuyén hop tdi vi
tri khac.
= Chinh stra van ban: dé chinh sira van ban trong mét hop hodc tiéu dé biéu
do, chon Enter Text r6i chi vao van ban tai vi tri muon thém hay hiéu chinh
cac ky tw.
Co thé thay dbi loai biéu db bang menu Style, kiéu dinh dang va canh 1&
doan van ban bang menu Text, hinh dang hop bang menu Boxes, kieu duwong
bang menu Lines va nén cua biéu do bang menu Chart.

7. Chén am thanh

Cac hiéu ’ng am thanh, chang han nhw am nhac va ghi am giong néi lam
cho trinh dién slide tr& nén chuyén nghiép hon. Cé thé thém hiéu ng am thanh
may bay dé& hoat ddng ctia n6 thém thuyét phuc va tha vi. Cling c6 thé mé mot bai
hat nhw nhac nén cho slide. Hay c6 thé thuwc hién mét doan ghi am quang céo ...
Cé hai loai file am thanh co ban — WAV (thwdng goi la file “wave”) va MIDI. Sau
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khi thém am thanh cho slide sé& th4y cé biéu twong cai loa (

day la cac budc dé& chén am thanh vao slide:

» Hién thj slide mudn dwa am thanh vao.

= Néu mudn duyét Clip Gallery cho mét file am thanh, dwa dia CD Office vao
b CD-Rom, chi vao Movies And Sounds trén menu Insert, va sau d6 chon
Sound From Gallery. Trén nhan Sounds, trong hép thoai Insert Sound,
nhan dup vao muc am thanh dé tim loai muén thém vao slide. Hoac dé
chén am thanh t&r mot file trén dia, chi vao Movies And Sound trén menu
Insert, va chon Sound From File. Hop thoai Insert Sound xuét hién nhw
hinh 3.9

= Chon file &m thanh , sau d6 nhan OK.

Insert Sound

Look im:

o

ﬁ'

My Documents

_) trén slide . Sau

21x

II:l Pinball j - |@ X 5 ER - Tooks -

PINBALL 4]50UND13 ]50UND30 @]50UMDS3 b sour
PINBALLZ @]50UND181 4]s0UND34 @] 50UMDS4 @] sour
0] s0UND1 4] 50UND19 4]50UND3S @] 50UMDSS

0] SOUND 104 @] 50UND20 4]50UND36 @] 50UNDSED

0] SOUND10S @]s0UND21 4]s0UND3s @] 50UNDSES

0] SOUND 103 @]50UNDz2 4]50UND39 @]50UMNDS7

0] SOUND 111 @]50UND24 @]s0UND4 @]s0UMDSa

0] SOUND112 @]50UND240 4]s0UNDez @]50UMDE

D) SoUND 12 g]s0UnDz43 g s0UND43 @] 50UNDES

D) SOUND13 g]s0uUnDEs g s0UND4S @] s0UNDES

D) SOUND 131 g)sounDze g s0UND49 @] 50UND7

D) SOUND 136 g)sounDE7 g 50UND49D F]50UNDT13

D] S0UND14 @] s0UNDzE @] soUNDS @] 50UNDTIS

0] S0UND16 @] s0UNDZ9 ] soUNDS0 @]s0UNDE

0] S0UND17 @] 50UND3 @] s0UNDS2E @] s0UNDEZT

1] | na
File: narne: I j = ok

Files of tvpe: [sound Files | Cancel |

Hinh 3.9. HOp thoai Insert Sound
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_ Chuong 4 . )
DINH DANG CAC SLIDE TRONG TRINH DIEN

Sau khi da xay dwng xong trinh di&n viéc tao thém, xéa bd, sap xép lai, sao
chép, hodc di chuyén céc slide déu la nhivng viéc dé& dang dwoc thuc hién trong
PowerPoint. Ngoai ra, cdn c6 thé chinh stra ca nhirng chi tiét lién quan dén kiéu
dinh dang ban du cua trinh dién. Chéng han c6 thé ap dung mét kiéu mau thiét
ké mdi, thay dbi cac mau sac va cac phwong an phdi mau hodc dung cac phéng
nén dac biét. D& thuan tién cho viéc kiém tra va danh gia trinh dién, PowerPoint
con cho phép nhirtng nguei khac nhap cac nhan xét va dé nghi cta ho trén méi
slide.

1. Chén thém cac slide

Sau khi tao mét file trinh dién, néu mudn thém vao dé mot sbé slide mai. Bé
m& hdp thoai New Slide, hay click nit New Slide (- =/He#3ld& ) tran thanh céng cu
Standard. Mét slide méi sé dwgc chén thém vao ngay sau slide hién hanh.

Khi hop thoai New Slide da mé ra, chon kiéu AutoLayout can ding va
chon OK. PowerPoint sé& tao moét slide mai, 6 kiéu trinh bay (layout) nhw da chon.

2. X6a bé cac Slide
~ Néu khong con can dén mét slide nao d6, hodc do tao mét slide bj 16i va
muon quay lai tir dau thi co thé xéa noé. Chon slide dé trong khung outline, roi
nhan phim Delete dé xda.
Dé x6a nhiéu slide lién tiép nhau, gil phim Shift va chon cac slide can x6a
béd triwéc khi nhan phim Delete.

3. Sap xép lai cac slide

Ngoai ra, co thé §ép xép lai cac slide trong khung outline. Chon biéu twong
CL’]a’S“d’e muon di chuyen va di chuyén n6 dén vi tri moi trong khung outline. Néu
muon to chire lai phan I6n trinh dién, nén dung che d6 slide storer bdi vi dieu nay
sé giup ngudi str dung dé dang quan sat ndi dung cac slide khi sap xép lai chung.

4. Thay d6i miu cua slide
Mot mAu thiét ké la mot file gom cac yéu t6 do hoa, mau sac, kiéu phong,
c& phong, nén cua slide va cac hiéu rng khac.
_ Khi tao mét trinh dién méi, PowerPoint s& hé tro' nguoi st dung chon mot
m,éu. Ngoai ra, céNthé tw chon mau va dwa vao slide sau khi hoan thanh viéc thiét
ké. Dé thay di mau slide, thao tac theo cac budc sau:

* Nhéan vao Apply Design Template trén menu Format, hop thoai xuét hién
nhw hinh 4.1

= Chon mét mau trong danh sach
» Nhéan Apply dé dwa mau dwoc chon vao trinh dién hién tai.
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Apply Design Template ilﬂ
Look ins II:l Presentation Designs j = | @ > @ * Tools -
Y

Arksy

Azure
=nced

Blends
. Blue Diagonal Lorem ||IS!III'I
“’ Blueprink ] o
My Dacuments Bold Stripes lll jilzgjﬂdﬁnﬁ“ﬂ corgectatyar adipiscing

Cartus - Nowwmmy v & 1kmod
Capsules o Trdguni g
Checkers - "';'“""m
Citrus * Exm tdan iereagn syl Moo
Canstruckion

ﬁ' Dad’ s Tie
Expedition

Favorites Factory

Fireball LI
File: marne: I j = Apoly I
Files of type: IDesign Templates =l e |

Hinh 4.1. HOp thoai Apply Design Template

5. Thay dbéi mau nén va béng

Dé 1am cho trinh dién tr& nén xinh dong hon, co thé thay déi mau nén va

dd béng cho mét slide hoac cho tat cac cac slide. pé thay dé,i mot gam mau, chon
muc Slide Color Scheme trong menu Format. Hop thoai xuat hién nhw hinh 4.2

Color Scheme 2l

Standard | Custarm I

—Color schemes &pply ko Al

Title Title ol
Bullzt = Bullet apply

.H:. D |j:. Cancel

Breview

Tip For new
users

Idse a light background Far
overheads and a dark

Delete Scheme | background for on-screen
- presentations and 35mm

slides.

!

Hinh 4.2 Hop thoai Slide Color Scheme
= Nhéan vao mét trong cd gam mau chuan trong khung Color schemes.

= Nhéan _feplvto Al dé st dung gam mau nay cho tat ca cac cac slide trong
trinh dién.

= Nhén L”'""‘ dé ap dung cho slide hién hanh.
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6. Tao mot nén mé&i
Trong PowerPoint, c6 thé thay d6i mau nén dé tao ra mot nén déc trung
riéng cho cac slide trong trinh dién. Bé tao mét thiét ké nén mdi, thao tac theo thw
tw cac budc sau:
= Chon Bac!(ground trong menu Format hodc nhan phim th phai chudt vao
bat clr chd nao trén slide mudn thay dbi. Hop thoai s& xuét hién nhw hinh
dwoi day:

Background ilil

— Background Fill

apply bo Al |

@ Title of Slide Apply
- Bullet kext |

- |:| Cancel

Presiemn |
| =

[ Cmit background graphics from masker

Hinh 4.3 Hop thoai Background

= Tw hép darjh sach tha xudng cac tuy chon Background Fill, chon mét mau
[am mau nén.

= D& chon mot hiéu (rng t6 mau co hiéu tng cho nén slide, nhan vao danh
sach tha xudng, sau do6 chon F‘iII Effects. H6p thoai vé hiég ng mau xuat
hi(fgn, trong d6 ¢6 cac nhan diéu chinh kiéu t6 dic tdng dan, t6 dac theo
mau va mot burc hoa tuy chon (hinh 4.4).

* Nhén vao cac thiét lap cho mau nén méi, nhan OK dé déng hop thoai Fill
Effects.

= Nhan nat _2PP¥EAL | n&4 muén mAu nén méi nay duoc st dung cho tat ca

cac slide trong trinh dién. Con mudn nén mai nay chi dwoc st dung cho
slide hién hanh, nhan Apply.
~ O hinh 4.5, mét mau nén nhw hinh qua dia cau minh hoa cho thdy mot méu
nen hinh anh dwoc tao bang phwong phap nhap mét file bitmap (.bmp) st
dung nhan Picture cta hop thoai Fill Effects.
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| Texture | Pakttern I Pickure |

2l x|
—"alars

Color L: Cancel

O e [E—

" Two colars

(8 Preset ﬂ J ﬂ

Dark Light

—Shading styles——— Mariants———————————————

£+ Harizontal

£ Yertical

" Diagonal up :
i~ Diagonal down | : Sample:
" From corner

" From kitle

Hinh 4.4. Hop thoai Fill effects

[€] Microsoft PowerPoint - [Presentationl]

J File Edit Wiew Insert Format Tools Slide Show Window Help

=10l x|
== x|

BIHE|§§§|A¢&T

JTimes Mew Foman = 494 =

Cal | ' Common Tasks ~

>

-

(2)

>

-

Dedaay|rzrdo- el a|Elarn = -
P
2 23 PowerPoint 2000 PowerPoint 2000
+
5
%
TE
I
5
A4
| Click to add notes
BEOEF 4| |

atoshapes - . W 1O E 40| &-L-A-=E=8

JDLanIEGj
|

Cutline | Defaulk Design |'Q'.¥_

B

Hinh 4.5. Két qua cla viéc thay dbi nén slide
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7. Hiéu chinh Slide Master (slide chu)

Tat ca cac slide trong trinh dién ban dau déu dwoc dinh dang dwa vao
Slide Master. Slide quyét dinh phan dinh dang phéng va vi tri cac dbi twong van
ban cho cac slide. Mac du slide dé cé chira danh sach danh dau, bang, van ban,
dd hoa hay biéu dd t6 chirc hay khong thi cac phan dinh dang cGa né van phu
thudc vao Slide Master. Vi vay, cé thé dung cac Placehoder trén Slide Master
dé diéu khién phan dinh dang va vi tri cia tiéu dé ciing nhw van ban trén tat cac
cé4c slide trong trinh dién.

[€] Microsoft PowerPoint - [Presentationl] =-10| x|
J File Edit “jew Insert Format Tools Slide Show  Window Help -|5’|5|
JTimesNeanman ~24 - | B I O & HEEE = |A‘ A |G o |;§i}; Common Tasks « %
IDFEHS &Y | iR o- a0l a|zamy |32

BEl Close

te Click to edit Master text styles

— RBecond lewel
» Third lesel

— Fonoth lewrel

EHEOSET A 3
JD[anIEGj Aukoshapes = ™, \DG‘@|£*£*£*ETE.E,
| Slide Master | Defaulk Design r@:f_ v

Hinh 4.6 Dinh dang Slide Master
Dé thay dbi tuy y Slide Master, hay thao tac cac buéc sau:

* Dua con trd t6i Master trén menu View, sau do nhan Slide Master t»
menu con. Luc nay Slide Master sé xuat hién nhw hinh 4.6
‘Chu y rang Slide Master co mot s vung khac biét nhau. Co6 thé dinh dang
phan tiéu dé cho cac slide va thong tin xuat hién & cac vung Date, Footer va
Number. Slide Master ciing hién thi mét sb néi dung trong than bai chinh cla
slide.

* Nhan vao khung Placehoder cho ving muén thay di, ho&c chon van ban
cho mirc phac thdo sé dwoc thay ddi

» S& dung cac phuong thire diéu khién cltia thanh cdng cu Formatting hoac
cac 1énh ctia menu Format dé thuc hién cac thay dbi, hoac dung thudc dé
dieu chinh mép lé trai.

= Khi chinh ly xong, chon nut Close trén thanh cong cu Master (thanh nay tha
ndi phia trén Slide Master) dé chuyén veé slide.
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8. Tao cac nut thao tac

Bang cach thém mét nit thao tac cho mét slide, co thé danh dau cho mét
slide cu thé hoac mC),t trinh dién trong mét Slide Show khac, nap mét &rng dung
khac hoac truy cap dén mét trang web trén Internet.

Microsoft PowerPoint - [Presentationi | - |EI|5|
J File Edit Wew Insert Format Tools Slide Show Window  Help -|ﬁ’|£|
JTimesNewRDman 12 - | B I O 3 HEEE = |A‘ 4 |5 W |;ﬂ3 Comman Tasks =
IDEEa &Y | i2ad o- a0l aliEan s -3 2

< | 1@ Internation
2 i
— 2000 International Soceer 2000
1 * Rule Chatiy
T = Ewvent Sche '-ETIE"} * Rule Changes
e = Word Cup ; ."'%-“- X » Ewvent Schedules
= Wormen's H_:/f i = Word Cup
+ - Qualifying
T_E < - » Women's 3occer
— & :
Iz ¢ =N
=]
Aa
‘ L Niit thao tée
[~
A | riE=ocsEz y
JD[anIEGj .ﬁ.gtnShapESv\\ﬁDC:'4|&'£'£'=%E.ev
| slide Mokes | Default Design L3 A

Hinh 4.7. NGt thao tac cho phép nhay t&i mét vij tri xac dinh.

Khi tao nut thao tac trong slide, hay xac dinh nu,t mudn st dung, xac digh
svw di chu,yén chudt dé kich hoat thao tac va vi tri muén t&i. Khi chay trinh dién
trong ché dd Slide Show, cac nut dwgc kich hoat va khi nhan mét nut,
PowerPoint 1ap tirc chuyén téi vi tri da xac dinh. D& tao mét bwdc nhay toi mot
slide hoac file cu thé, thwe hién cac thao tac sau:

= Trong ché d6 Normal. hién thj slide muén tao buéc nhay.

= T menu Slide Show, chi vao Action Buttons va chon mét trong cac nut
thao tac trén menu con (cac nut thao tac c6 mét hinh dang dac trwng riéng,
nén chon nut cé hinh twong ng véi bwédc nhay).

= Ré chubt tré,n slide dé& tao nut thao tac. Khi tha chudt hop thoai Action
Settings xuat hién nhw hinh 4.8.

= Néu mubdn kich hoat bwdc nhdy bang cach nhan, hdy dung nhan Mouse
Click. Néu thich dung ndi két hay chon nhan Mouse Over (ca hai nhan
déu cb hiéu lyc nhw nhau)
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Action Settings il .4

Mause Click | plause Crver

—Action on click
i~ pone
' Hyperlink to:

™ Run program:

I Erawse. .. |

| Rum macta;

| 5
= Chijeck action;

| ~
™ EBlay sound:

I[Nu:u Sound] j

¥ Highlight: click

I, I Cancel |

Hinh 4.8. HOp thoai Action Settings

* Trong hdp danh sach Hyperlink to: chon tuy bwdc nhdy dé tao thao tac
cho nat. Néu mudn nhady téi mét slide khac trong trinh dién hién thoi hay
chon tuy chon Slide hoac Other PowerPoint Presentation dé mé mot
trinh dién da lwu trong dia. Ngoai ra, c6 thé dinh rd mét loai file khac bang
cach chon Other File, hoac mét dia chi Internet hop 1é béng tuy chon URL.
Trong tirng trwdng hop, sé co thédng bao vi tri cha siéu lién két can tao.

* Néu muén chay file &m thanh trong sudt qua trinh nhay, hay chon hop kiém
Play sound va mét am thanh trong hdp danh sach tha xudng.

» K&t thlc viéc cAu tao nut thao tac, chon OK.
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~ Chuwong 5 .
TAO CAC HIEU UNG HOAT HINH

~ PowerPoint cung cap rat nhiéu tiy chon hé tro' cho hiéu trng hoat hinh. C6
thé str dung hiéu ng hoat hinh dé chuyeén tiép tir slide nay dén slide khac trong
trinh dién, hoac dé gidi thiéu cac doi twong va van ban trong mét slide.

1. Thiét lap cac hiéu trng chuyén Slide

Hiéu (ng chuyén slide 1a mot trong nhitng hiéu tng hoat hinh thong
thwong nhat cla PowerPoin~t. Co thé thiét Iap cac hiéu wng chuyeén tiép slide dé
ap dgng (;ho ’goén b6 trinh dién, hoac chi cho slide hién hanh. Cac dang tuy chon
chuyén tiép gom co:

Blinds (tAm man) Fade (m¢& dan)

Box (hop) Random bars (cac thanh ngau nhién)
Checkerboard (ban c&) Split (ché)

Cover (che phu) Strips (twdc bo)

Cut (cat) Uncover (vén 1én)

Dissolve (tan bién) Wipe (x04)

Dé thiét 1ap hiéu trng chuyén slide, thao tac theo nhirng bwéc sau day:

= Trén menu Slide Show chon Slide Transition, hop thoai Slide Transition
sé& xuat hién nhw hinh 5.1.

slide Transition 2lx

Apply to Al

apply

Cancel

i

" gSlow O Medium % Fast

—fdvance—————————— 1~ Sound

¥ on mouse click I[N.;. Sound] j
[ Aukomatically after

4

Hinh 5.1. HOp thoai Slide Transition
= T danh sach tha xudng trong vung Effect, chon kiéu chuyén tiép muébn ap
dung.
= Chon toc do chuyén tiép 1a Slow (cham), Medium (vira phai), hoac Fast
(nhanh), tay thudéc téc dd6 mudn str dung.

[T Loop unkil next sound
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= Danh dau vao hop chon On mouse click dé cho phép chuyén sang slide
ké tiép khi click chuét hoac nhan mét phim.

= Néu mudn cho PowerPoint tv dong chuyén tiép dén slide ké tiép sau mot
thoi gian xac dinh, danh dau chon vao hop Automatically After, va nhap
mot khoang thdi gian cu thé vao muc ndm & bén duoi.

= Dé thém cac hiéu (ng &m thanh vao giai doan chuyén tiép, chon mét tuy
chon tlr danh sach tha xudng cia muc Sound.

= Nhan Apply to All dé ap dung cac hiéu (ng chuyén tiép nay cho toan b
trinh dién hoac nhan Apply cho slide hién hanh.

2. Tao hiéu trng chuyén tiép trong ché dd Slide Sorter
Co thé thiét 1ap hiéu (ng chuyén tiép gilra cac slide trong ché d6 Slide
Sorter. Ché do nay cho phép xem tat ca slide cung mét luc (hinh 5.2)

[€] Microsoft PowerPoint - [DYERYIEW [Read-Only]] - | I:Ilﬂ
J Fil= Edit Yew Insert Faormat Tools Slide Show ‘Window Help 18] x|
DSEa8 8V iR @l o|=Pakes: -|B 2
JE | Split Wertical Cut - |F‘eek From Top | 4 | i
F
At +" * Preset .ﬁ.nimatiDnL o LR AR L
“wd MEdnc b ‘x _:.,ﬁ_ </ T B el
E g\. Fa Ead ‘pagr Fapiemrlics 1ol
.. .- E 18
:::n:m-qb;:um-m & i ﬂ ok brom FoamPoe | R biwaa s bd Bl Al e
I!l:::-:'rl::bﬂ. 'S |n G Cinabioutia pramseicn e | EA g
ey Prbakea o brHL '5. Cudkra® (oul b dpismeh kv -
e B P wgmeis -
:::::‘b::z;::b"“ 'E!"- APHEC HTAR i i
[N] 2 I+ 3
Bl (UL T B UL T =l e b
‘_f'ﬁ'_': L BT TR "ﬂ' LT "'E Wiz M ... s 1
ol ::::::: n E.'IE‘::.E.".‘.:,".'."" E?EEE:’ R et r M ery e
Coded wrn B cosibiama LLFTE YL ﬂwﬂ'iwmﬁ
.l Codct mrn B2 paps .l i =
Mrksb
= RS = ]
- Hamrorbarackb - -
Ipsabw roia H H
=7 4 = 5 = b
|_ B e e | | =k v ki | | — v b kel | ﬂ
E=EoET o
| Slide Sarter | IntroPPT | y

Hinh 5.2. Thiét Iap hiéu &ng chuyén tiép trong ché d6 Slide Sorter

Nhan vao nut Slide Sorter View (8) nam & goéc dwdi bén trai clra sb
PowerPoint d& mé& trinh dién trong ché dd Slide Sorter. Chon slide hodc nhirng
slide ma mubdn thiét lap hiéu ng chuyén tiép, sau dé chon kiéu chuyén tiép twv
danh sach tha xuéng ctia muc Slide Transition Effects trén thanh céng cu Slide
Sorter. Cac hiéu &ng nay déu gidbng hét cac hiéu tng c6 thé ap dung trong hop

thoai Slide Transition.
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3. Sir dung cac hiéu trng hoat hinh cé san

Ngoai kha nang tao hiéu (rng hoat hinh cho viéc chuyén tiép gitra cac slide,
con co thé‘ tao cac hiéu wng hoat hinh pho nhirng doi twgng cua slide, chang han
nhuw tiéu de, van ban, hoac doi twong do hoa.

Co thé tao cac higu trng nay bang cach s dung Iénh Preset Animation
(hiéu rng hoat hinh cé san) tr menu Slide Show. Cac tuy chon cua Iénh nay gom
co:

= Drive-ln * Drop-in

= Flying * Fly from top

= Camera = Wipe Up

= Flash Once = Wipe Right

= Laser Text = Dissolve

= Typewriter = Split Vertical Out
= Reverse Order = Appear

Pé str dung mot hiéu (rng hoat hinh c6 san, hay chon dbi tweng mudn tao
hiéu ng, roi chon Slide Show, ‘Preset Animation. MQt menu xuat hién, trong doé
liet ké moét danh sach tuy chon vé hiéu wng hoat hinh san cé.

4. Tw tao cac hiéu trng hoat hinh

Hép thoai Custqm Animation cung cép nh[éu tuy chon tao hiéu ng hoat
hinh cao cap hon, chang han nhw kha nang thiét 1ap t’hu’ tw va xac dinh thoi
lvong. Ngoai ra, con co thé sir dung hop thoai nay dé thiét lap cac hiéu tng hoat
hinh cho cac biéu dé va cho cac media clip.

Chon Custom Animation tir nenu Slide Show d& mé& hop thoai Custom
Animation (hinh 5.3).

Khi diing hop thoai nay dé thiét 1ap cac hiéu tng hoat hinh, c6 thé s dung
nut Preview dé xem hiéu qua dat dwoc trwwée khi lwu. PowerPoint cho phép xem
trwdc cac hiéu ing trong hép Preview. Chon OK dé& hoan thanh viéc tao hiéu
ng.

* Trong thé O‘rder’and Timing, cé thé xac dinh tht tw cac hiéu ng hoat
hinh cho nhiéu doi twgng trong maét slide, cling nhw thdi gian cho gilra cac
hiéu ng do.

= Trong thé Effects, co thé thém nhirng hiéu (ng chuyén tiép va am thanh
vao hiéu rng hoat hinh ctia cac doi twong riéng lé.

= Trong thé Chart Effects, co thé tao nhirng hiéu &ng hoat hinh dac biét cho
cac do thi.

= Trong thé Multimedia Settings, c6 thé kich hoat cac media clip- chdng han
nhw cac am thanh va phim anh.
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Custom Animation ﬂﬂ

Check o animate slide objects: L
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IFru:um Right j I j
[ o Scund] =] | | arauped by | *I

|esel paraaraphs
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IDl:nn'I: Dim j I Inreverse arder

Hinh 5.3. HOp thoai Custom Animation

5. St dung hop thoai Action Settings

S dung hop thoai Action Settings dé khdi dong mét thao tac bang cach
nhan chudt vao mét doi twong, hoac don gian la dwa con tré chudt ngang qua doi
twong.

_ Viduy, co thé dat mot doi twong, chang han mét hinh chir nhat, vao trinh
dién va cho né két noi v&i mét trang V\{eb, phat mot am thanh, chay mét Macro,
hoac mé mét chwong trinh khac khi nhan chuét vao né hoac khi dwa chuét ngang
qua.

DPé& gan mot phac thdo vao mét dbi twong PowerPoint, hay theo cac budc
sau:

= Chon dbi twong mudn gan thao tac.

* Chon Action Settings trén menu Slide Show d& mé& hop thoai Action
Settings (hinh 5.4)

* Chon thé Mouse click néu muén khé&i dong thao tac bang click mouse;
chon thé Mouse over dé khdi dong thao tac bang cach dwa chudt ngang
qua doi twong

= PowerPoint cung cdp nadm lwa chon thao tac chinh trong hdp thoai nay,
cling nhw cung cap kha nang kich hoat mét am thanh. St dung mét trong
cac tuy chon sau:

o None: khéng c6é thao tac nao xuét hién. St dung tuy chon nay dé g&
bd cac thao tac da gan tw trwde.

o Hyperlink to: Tao mét siéu lién két dén mét slide dwoc chon trong
pham vi trinh dién, mét trinh dién PowerPoint khac, mét file khac trén
may tinh cta nguwoi st dung hoac mét trang Web.

o Run Program: Chay chuwong trinh véi dwérng dan dwoc xac dinh rd
trong hop thoai & ngay bén dwéi.
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Action Settings ﬂﬂ

Mause Click | plause Crver

—Action on click
i~ pone
' Hyperlink to:

™ Run program:

I Erawse. .. |

™ Run macro:

IMacr-:ul j
™ Object action:

[Edic =]
™ EBlay sound:

I[Nu:u Sound] j

[ Highlight: click

I, I Cancel |

Hinh 5.4. HOp thoai Action Settings

o Run macro: Cho phép chon ra mét danh sach cac Macro
PowerPoint da dwoc tao ra.

o Object action: Cho phép mé, hiéu chinh hodc phat mét dbi twong
nhung.

o Play sound: Cho phép phat mét am thanh dwgc chon tir danh sach
thd xudng. C6 thé chon am thanh khac dé& phat bang cach chon
Other Sound.

= Nhan nut OK dé déng y chon.

6. Chon mét loai show va chay thor

Khi tao xong mét slide va hoan thiép nd, hay xem lai trinh dién dé yén tém
véi ndi dung, sw tréi chay va thoi gian dien ra cua slide show d6. Sau dé quyét
dinh chon loai phwong tién dé trinh bay cac slide.

Néu mudn chay slide show trén may tinh sach tay, chi can ding Pack And
Go Wizard dé nén trinh dién va chép né vao dia. Sau dé bat ky ai cling cé thé
dung PowerPoint Viewer dé chay slide show tir may tinh sach tay.

Trong PowerPoint bao gdm mét so tily chon trinh dién cho phép tiy bién
loai slide show sé dwoc tao ra. Co thé thiét Iép show dé trinh bay trén toan bd
man hinh hay trong mét qL’Pa §6 V@i cac diéu khien dinh hwdng, hoac tai mQt Kios,k
tw dong. Ngoai ra, co thé kiem soat cac slide nao dwoc dwa vao trinh dién cuoi
cung, cach st dung thuyét minh va chuyén déng cling nhw cach xuat hién cua cac
slide.

Dé chon kiéu show, hay lam theo cac bwéc sau:
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* T& menu Slide Show, chon Set Up Show. Sé& thdy hop thoai nhw hinh

5.5.

Set Up Show

—Shaw kvpe
¥ Presented by a speaker (full screen)
£ Browsed by an individual {window)

" Browsed at a kiosk (Full screen)

[T Loop continuously until 'Esc!
[ Show without parr akion
[~ Show without animation

I™ | show scrollbar

Pen caolar: Shiow @

—Slides
= al

" Erom: ||_§ To I_E

£ Cusbom show;

| -

—fdwance slides

" Manually

is Ising timings, if present

I_j IF‘rimary ronitor

j Projector ﬂizard...l (a4 I Zancel |

Hinh 5.5. HOp thoai Set Up Show

* Quy dinh kiéu cla Show: La Speaker (trén toan man hinh); la
Individual (trong ctra s0) hay Kiosk (trén toan man hinh).

= Quy dinh cac slide nao mudn dwa vao trong show. C6 thé chira tat ca
cac slide (mac dinh), mét day cac slide (trong trwong hop muodn rat
ngan show ctia minh ngay lap ttrc).

= Khi két thiic qua trinh thiét 1ap show, nhan OK. D& xem Iwa chon da tac
d(f)r)g toi trinh dién ra sao, chon View Shpw ttr menu Slide Show hoac
nhan nut Slide Show roi xem né chay thé nao.
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