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Gidao trinh PowerPoint

CHUONG I. LAM QUEN VOI POWERPOINT

I. Giéi thiéu vé PowerPoint

- PowerPoint duoc dung 1am cong cu hd trg gidng day trong céc budi thuyét
trinh, hoi hop hoic cac 16p tap hudn ngan ngay.

- PowerPoint ciing duoc st dung dé xay dung céc doan phim trinh dién dé quang

cao.

I1. Khéi dong va thoat khoi PowerPoint
1. Khoi dong
- Chon Start\Programs\Microsoft PowerPoint

PowerPoint @ E|

Create a new presentation using

" Blank presentation

% (" Qpen an existing presentation

[ Don't show this dialog box again

(0] 4 | Cancel |

- O ctra s8 ddu tién khi m& PowerPoint ¢6 4 muc lua chon :

+ AutoContent Wizard : Trinh hudng din tao noi dung. Cho phép ban chon kiéu
mau thiét k€ phit hop vdi trinh dién ctia minh, dong thoi cung cap cho ban nhiing
g0i y v€ ndi dung va cach trinh bay cac slide. St dung AutoContent Wizard c6
thé gidp ban tiét kiém thoi gian va cung cip su hd tro thi€t k& néu nhu ban khong
biét thiét ké.
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Gido trinh PowerPoint

+ Design Template : Chon cic dang mau thié€t k€. Phuong phdp nay cho phép
ban bé sung céc slide vao noi dung riéng clia minh nhung van gitt dugc khuon
mau nhét quan (layout, cic mau, font chi ...).

+ Blank Presentation : MAu trong dé tu thiét k&

+ Open an existing presentation : M4 tép tin da c6

2. Thoat

- Chon File\Exit

II1. Man hinh PowerPoint

1. Thanh tiéu dé : Hién thi tén tép tin hién hanh

2. Thanh Menu : Hién thi cdc muc lam viéc

3. Thanh cong cu : Hién thi bi€u tuong cdc cong cu thiét ké tuong tng véi cdc
1énh.

4. Khung trai : Hién thi céc trang thiét ké

5. Khung phai : Man hinh thiét k&

6. Thanh cong cu vé : Hién thi biéu tugng céc cong cu vé va trang tri

7. Thanh trang thai : Hién thi c4c thong tin hién hanh

Microsoft PowerPoint - [Tep Day]
File Edit \Wiew Insert Format  Tools  Slide Show  ‘Window  Help Tvpe a question for help = 3¢

B s - 2.

- | (A Desion "Elnew Slide

FUWERFUINI

H E'LI ] |Click o add notes ﬂ
D[aw'@ngtoShapes'\ \DO‘?:‘I i*-“"'A'EﬁEl@,
Slide 1 of 1 High Yoltage English {U.5.) 1E]]
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IV. Lam viéc vdéi tép tin
1. Tao mot tép moi
- Chon File\New. Xuat hién hop thoai
New Presentation ?X]

General Design Templates lF‘resentetiens ]

Expeu:litien Netwerk Blit= I
Fectery Netel:ueek
Firel:uell F‘est Modern e
Gesture F‘ulse
Glebel Fteu:ler
High Yoltage E‘:l Ribbons Lore r [psurn
Japanese Waves Rin:epeper < Doz it amm oo msns o tmz adipscing okt
E!l Laverne Remenesque s oil diam
Lu:u:k And Key Sekure 'l:'m”:h'““i
Merl:ule Sendstene « Lo et sl =
Meuntein Seering R S »
Neture Streight Edage 'f‘:‘::f‘?;{‘;’.";;’ﬂ‘.‘:‘.f
Neen Frame Strategic
>

K Cancel

- Chon méu trinh bay trong ctra s6 New Presentation
Mobi mot trang trong PowerPoint duoc goi 1a moét Slide, noi dung trinh bay sé&
dugce thi€t 1ap trong cac slide nay
2. Mo mot tép da co
- Chon File\Open. (Tép Powepoint c6 dudi la : .ppt hoac .pps)
3. Luu tép
- Chon File\Save

V. Lam viéc vai cac slide
1. Di chuyén giita cdc slide

Mot tép Powerpoint thudng duoc thiét k& thanh nhiéu slide (trang), dé biét
dugc so lugng slide trong tép hién hanh ta nhin vao thanh trang thai hoac khung
trai man hinh. Muon di chuyén dén slide nao, bAm vao so6 thit tu cia slide d6.
2. Thay doi cdch hién thi
a. View\ Slide Sorter : Hién thi tat ca cdc slide theo thi tu. Day 1a ché do xem va

quan 1y cac trang mot cach nhanh chong. Muon chon slide nao, baAm chuot vao
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slide d6 hodc nhdy kép dé chuyén sang ché do thiét keé.
b. View\ Slide Show : Chuyén sang ché do trinh chi€u, néu muon thoat nhin
phim ESC.
c. View\ Normal : Chuyén vé ché do thiét ké.
3. Thay doi khung nhin
- Chon View\ Zoom : Thay doi ti 1¢ khung nhin khi hién thi & ché€ do quan Ii cdc
Slide va ché& do thiét ké.
4. Tao thém Slide
- Chon Insert\ New Slide : Chen thém mot Slide méi vao sau Slide hién hanh.
5. Thay doi vi tri cdc Slide
Trong man hinh Slide Sorter, kéo va ré Slide mu6n di chuyén dén vi tri mdi.
Sau d6 cac Slide khac s& tu dong thay déi lai so thi tu.
6. Xod Slide
- C1 : Bam chon Slide muon xo4a va nhan phim Delete
- C2 : Bam phai chuot vao Slide muon xod, chon Cut
7. Sao chép Slide
- Bam chon Slide mu6n sao chép
- Chon Edit \ Copy
- Bam chon Slide ding trude vi tri muon sao chép dén

- Chon Edit \ Paste

CHUONG II. THIET KE VGI POWERPOINT

I. Chon mau nén
1. Chon mau Template (mau mau nén)
- Chon Format\ Apply Design Template

Trong trudng hop khong c6 mot kiéu mau sin c6 nao thuc su vira y, ban c6 thé
chinh sira mot trong cac kiéu mau do, hodc tu tao mot kiéu méiu cho chinh minh.
Sau day 12 mot vai huéng dan dé ban c6 thé tuy bién hodc thém vao mot Slide

trong :
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+ Thay d6i kiéu dinh dang cua tiéu dé chinh hodc vian ban thanh mot font chit
khéc : View\ Master\ Slide Master
+ Thay d6i mau nén : Format\ Background
+ Thay d6i cdch phoi mau cua Slide : Format\ Slide Color Scheme
+ Thém céc do6i tuong nhu logo, hinh anh
Viéc luvu mot mau thiét k€ tu tao dé€ dung vé sau dugc thuc hién nhu sau :
+ Chon File \ Save As
+ Trong khung Save As Type, chon Design Template
+ Trong khung File Name : Nhap tén cho ki€éu mau thiét ké ctia ban
* Chii y : Trong mot tép PowerPoint chi sit dung duoc mot Template (cac Slide
trong mot tép déu sir dung chung mot Template), c6 thé thay déi mau cho cic
Slide khac nhau.
2. Chon mau cho Template
- Chon Format\ Slide Color Scheme. Xuat hién hop thoai

?X

Color Scheme

Standard l Custom ]

Color schemes Spply ko Al

Apply
E=N
[ e

Cancel

Tip Far new 03
UsErs

Use a light background For
overheads and a dark

Dielete Scherme backaround for on-screen
- presentations and 35mm

slides,

- Chon dang mau trong khung Color Scheme
C6 thé click m& bang Custom dé tu chon mau theo y thich
- Sau khi chon mau xong, click Apply dé d6i mau cho Slide hién hanh, hoic

Click Apply to All dé d6i mau cho tit ca cac Slide trong tap tin.
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3. Chon mau nén cho Template

- Chon Format \ Background. Xuat hién hop thoai

Background Fill Apply ta Al |

@ Title of Slide apply

« Bullet kext

- |:| Cancel |
| =~

r Automatic

n masker

Maore Colors, .,
Fill Effects. ..

- Click m¢ khung mau. Trong khung nay c6 2 muc lya chon :

+ More Color : M& bang mau tiéu chuén va chon mau tuy y

+ Fill Effects : Cac dang mau hiéu ting - C6 4 dang

. Gradient : C4c dang pha mau

. Texture : Mau mau nén Texture

. Pattern : Dang mau Pattern

. Picture : LAy anh c6 sin 1am mau nén

- Ap dung hiéu ting Gradient cho mau nén :

+ Chon mau cho hiéu tng trong khung Color véi céc tuy chon sau :
. One Color : Ap dung v6i 1 mau duy nhat

. Two Colors : Ap dung v6i 2 mau

. Preset : Hién thi mot danh séch cac két hép mau ¢6 sdn

+ Ti€p theo, chon cach ap dung hiéu tng trong hop Shading Styles :
. Horizoltal : Nam ngang

. Vertical : Thang ding

. Diagonal Up : Xién lén

. Diagonal Down : Xién xuong

. From Coner : Tu goc

. Form Title : Tur tiéu dé

G/v Tboang Thi Lam - Té Tin hoe - Teuong Dai hoe Tiy Bde
Trang 6



Gidao trinh PowerPoint

- Ap dung hiéu tng Pattern cho mau nén :
+ Chon mau chit trong khung Foreground
+ Chon mau nén trong khung Background

+ Chon mau Pattern trong s6 nhitng mau Pattern ¢4 san

I1. Nhap van ban
1. Nhdp vdn ban vao khung chit cé san
Céac dang mau thiét k€ déu c6 san cac khung chit véi tieu dé "Click to add...".
Dé nhap chit vao cdc khung ndy ta thuc hién nhu sau :
- Bam tr6 chu6t vao 6 mudn nhap chit
- Néu can chon lai ki€u chit va ¢& chit thi chon trong khung Font va khung Size
trén thanh cong cu hoac chon Format \ Font.
- Nhéap chir binh thuong nhu trong Word
2. Chén khung nhdp chir
- Chon Insert\ Text box
- Bam va ré trén man hinh thiét k€ dé tao khung nhap chit, sau d6 nhap chit binh
thuong.
3. Hiéu chinh vdin bdn
Muoén hiéu chinh cac doan chit trong Text box, can bam va ré chuot chon cac
chit can hiéu chinh.
a. Hiéu chinh dinh dang chir
- Chon Format\ Font. Xuat hién hop thoai

Font

Fonk stwvle:

|Regular

14~
16
18
20
Times Mew Roman bt
Effects Color:
[ Underline [ Superscript I -
[ Shadow Offset: |IZI EI U
[ Emboss [ Subscripk [ Default For new objects

This is a TrueTwpe Font.

This same Font will be used on both wour printer and vour screen.
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Trong hop thoai c6 cdc muc chon sau:
+ Font : Chon Font chit
+ Font Style : Chon kiéu chit
+ Size : Chon c¢& chit
+ Color : Mau chit
+ Effects : Chon hi¢u ting cho chit:
. Shadow : C6 bong & bén duéi
. Emboss : LAm néi van ban
b. Tao Bullets va danh s6 dau dong
- Chon Format\ Bullets and Numbering. Xuat hién hop thoai

Bullets and Numbering

Bulleted lr'-.luml:uered ]
- e ]
HMone * E -
. o n
QO X 2 v
O " = v
O o 2 v
I_E ] Ricture... | Character. .. |
oK | Cancel |

- Chon dang can thiét trong cac 6 mau, chon mau trong khung Color, hiéu chinh
kich c& trong khung Size

c. Can dau dong

- Chon Format\ Alignment

d. Khoang cach gitra cac dong

- Chon Format\ Line Spacing. Xuat hién hop thoai
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Line Spacing

Line spacing

8] 4 |
%l |Lines j Cancel
2

Before paragraph

|III g |Lines j

After paraaraph

|III El |Lines j

Trong hop thoai c6 cidc muc sau:
+ Line Spacing : Khoang cach giita cac dong
+ Before paragraph : Khoang cach phia trén doan van ban
+ After paragraph : Khoang cach phia dudi doan van ban
e. D6i dang chir
- Chon Format\ Change Case
f. T6 mau cho Text Box
Dung cic biéu tuong trén thanh vé
- Font Color : Chon mau chit
- Line Color : Chon mau duong vién cho Text Box

- Fill Color : Chon mau nén cho Text Box

III. Cac cong cu vé
1. Su dung cdc cong cu vé

Ban ¢6 thé sur dung thanh cong cu vé Drawing dé€ thém nhiéu loai d6i tuong
truc quan vao trinh dién PowerPoint cia minh, chiang han nhu c4c hinh chit nhat,
hinh oval, cdc AutoShape, WordArt va ClipArt. Ban ciing c6 thé sir dung cdc niit
cong cu dé chinh sira cdc doi tugng hién hanh, 4p dung cdc hiéu tng tao bong
mo, 3D, mau sic, cling nhu nhitng hiéu ting khéc.

Draw~ [x @  Aucshapes- > W [JOE 42 d-Z-A-==ZE2 8B @

a. V& duong thang, hinh chit nhat, hinh tron
- Click (bam) chon biéu tuong cin vé trén thanh cong cu

+ Line : Pudng thing
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+ Rectangle : Chit nhat

+ Oval : Hinh tron

+....

- Pua tr6 chuot dén vi tri muén vé trong slide, bam va ré chuot dé ve.

- Truéc khi v&, néu nhan va gitt phim Shift ban sé& chi v& duoc dudng thang, hinh
vuong, hinh tron tuy theo biéu twong ban da chon, néu nhin va giit phim Ctrl thi
tam cla d6i tugng sé€ & ngay vi tri bat ddu vé. Trong trudng hop muon vé nhiéu
doi tuong lién tiép, Double click (b4m kép) dé chon biéu tuwong vé, sau dé vé
binh thudng, Double click tai diém vé dé két thiic.

b. Stt dung cac hinh mau (AutoShapes)

Trong muc AutoShapes trén thanh vé& c6 rat nhi¢u hinh mau, muén vé mau nao
ban bam chon biéu tugng dé va bidm va ré chuot trén man hinh thiét k& dé vé
binh thuong.

Khi bam chon céc doi twong duoc vé bang AutoShapes, thudng hién thi cdc
nit mau vang dé hiéu chinh hinh dang, c6 thé bdm va ré cac nit ndy dé hiéu
chinh.

c. Thay déi nét vé

- Bam chon d6i tugng muon thay déi va chon cac biéu tuong sau:

+ Line Style : M& bang chon do 16n nét vé

+ Dash Style : M& bang chon kiéu nét vé

+ Arrow Style : Chon dau nét vé€ ( hinh mii tén, ...)

+ Shadow : Tao bong

+ 3D : Tao hinh néi 3 chiéu

d. T6 mau doi tugng

- Chon d6i twgng muodn t6 mau, sau d6 bAm vao hinh miii tén & c4c biéu tuong to
mau nhu sau:

+ Line Color : T6 mau dudng vién

+ Fill Color : T6 mau nén

e. Thiét 1ap thi tu ctia cac do6i tuong

- Bam phai chuot vao doi tugng. Chon Order, cé cac muc

+ Bring to Front : Pem d6i tugng duoc chon 1én 16p trén cuing va dat tat ca cac

do6i tuong khac xuong dudi né.
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+ Send to Back : Chuyén d6i tuong duoc chon xuéng dudi ciing va dat tat ca cdc
doi tuong khac 1én trén nd.
+ Bring Forward : Pua d6i tugng dugc chon Ién trén mot 16p.
+ Send Backward : Pua doéi tuong dugc chon xuéng dudi mot 16p.
f. Nhom cac doi tugng lai véi nhau

Ban ¢6 thé nhém hai hay nhiéu d6i tuong PowerPoint lai v6i nhau dé xur 1y
ching nhu véi mot doi tuong.
- Nhém cac doi tuong : Bam chon cac doi tuong, sau dé bam phai chuot trén
ching, chon Grouping\ Group. Cac doi tuong sé duogc hop nhat thanh mot doi
tuong duy nhat.
- Tach cac doi tuong ra khoi nhém : Bam phai chudt vao doi tugng, chon
Grouping\ Ungroup.
2. Stt dung WordArt

WordArt cho phép ban tao ciac anh d6 hoa dua trén co s van ban, bao gom
céc hiéu ting dac biét, chang han nhu c4c chit cdi c6 béng, tao hinh va dugc quay
theo nhitng géc do khac nhau. WordArt dac biét hitu dung trong viéc tao cic
logo va céc tiéu dé.

- Bam chon biéu twong WordArt trén thanh v&. Xuat hién hop thoai

WordArt Gallery

Select a Wordark skyle:

Wordart fyordA™ fwordar, (Wordart Worar

Warililrt (WordArt [WordAet [wora2 -+ (Wovdirt
Mﬂ wordArt |-WorcArt "I'Ur{lr‘ll[‘:

aantveE| #vpa gi

wesdrar R [y  [ooties | § [

- Trong ctra s6 WordArt Gallery: Chon dang WortArt
- Bam chon OK, xuat hién hop thoai ti€p theo
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Edit WordArt Text

Font: Size:
| e vnarial RIE ﬂ ﬂ
Texk:

Hoang Thi Lam|

(04 | Cancel |

- Trong ctra s6 Edit WordArt Text : Chon ki€u chit, ¢& chit, gd noi dung chi...
Mbi doi tuong WordArt déu ¢ mot niit hiéu chinh mau vang, badm va ré nit

nay dé hiéu chinh hinh dang cuia doi tugng WordArt.

IV. Chén hinh anh, 4m thanh
1. Chén dnh ClipArt

Microsoft Clip Gallery ctua Office 2000 cung cap san hang nghin hinh anh
minh hoa, anh chup, file 4&m thanh va hinh anh video tao sian dé su dung trong
céc trinh dién cta ban. Ban c6 thé duyét gallery nay bing cdch sir dung tir khod
hoic viéc phan loai dé tim ra nhitng hinh 4nh vira .

- Chon Insert\ Picture\ ClipArt. Xuat hién hop thoai

Eil Insert ClipArt

R lmpnrt Clips @gips Cnline @uelp f+
Search for clips: | Type one ar mare wards. =l &
Fictures l 4@ Sounds ] kA ation Clips l
Categoriez 1 - 51
-
‘ J
& L
[RI= CateEDrE Favarites Acadernic Animals Eackarounds
il | . =
Borders & Frames Buildings Busineszs Buttonz & lcons Cartoons
@ = 9
| R U g IR DD R Y | | | R . — bt
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- Trong ctra s6 Insert ClipArt : Chon 16p ClipArt

- Chon hinh cén chen, Click Insert Clip dé chén

2. Chén mét tép tin hinh

- Chon Inserf\ Picture\From File. Xuat hién hop thoai

Insert Picture

Look in: |liil Car ﬂ = & X o ~ Tools »
=, 2901C0~1 A
§ 7 =, 23003
) 29005
[» 29011
) &) 29011
) 029012
(= 29016
GE

=, 29022
] 29022
] 29025

=, 029025
i) 029025
| 29029
e |E5) 29029 w

=1 File name: | j Inserk = |
Files of type: |,|:.,|| Pictures j Cancel

- Trong ctra s6 Insert Picture : Chon 6 dia, thu muc chia tép tin hinh trong
Lookin
- Chon tén tép tin hinh cin cheén va click Insert dé chen.

Sau khi chén mot hinh anh ClipArt (hodc anh tir mot tép) vao trinh dién
PowerPoint, ban c6 thé chinh sira né cho phii hop véi nhu cdu ctia minh. Sir dung
thanh cong cu Picture, ban c6 thé diéu chinh nhiéu yéu t6 ciia mot hinh anh dugc

chén - chang han nhu thay déi mau sic hoac do tuong phan.

A |
Tl OGOt Gl = 8% ¢ g

3. Chén so do to chiic (Organization Chart)
- Chon Insert \ Picture \Organization Chart. Xuat hién hop thoai
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&2 Microsoft Organization Chart - [Object in Presentation3]

@ Fle Edit ‘View Styles Text Bowes Lines Chart Window Help L n"
|T A‘ Q ‘ Subordinate: & ‘ CF:Co-worker ‘ Co-worker 4 ‘ Manager: (2 ‘ Assistant O ‘

A

S d8 té chit: Trudng Dai hoc Tay Bic
Ban Giam hiéu
| | | |
Phéing Bo tao Préng QLKH va QHAT Phéng HCTH Khea Toan Khoa Ngltvén
| |
Té Giaitich | | TéTinhoc | | Té Vatl

v
¢ ¥
oize: G0%

- Trong cira s6 tao so do t6 chic, chuong trinh Mirosoft Organization Chart s&
giup ban tao ra cac so do tuy y. Khi tao xong so d6 can chon File \ Close and
Return to ...

a. Thay d6i Font chit

- Chon khoi van ban trong hop hoac toan bo so d6

- Chon Text \ Font

b. Thay d6i mau ctia vin ban

- Chon khéi vian ban ma ban mu6n thay déi kiéu dinh dang

- Chon Text \ Color

c. Pinh dang cac hop

- Thay d6i mau nén cuia hop

+ Chon hop cin thay d6i mau nén

+ Chon Boxes \ Color

- Ap dung béng md cho hop

+ Chon hop can tao bong mo

+ Chon Boxes \ Shadow

- Thay doi dudng vién ciia hop

+ Chon hop can thay d6i ki€u ddng dudng vién

+ Chon Boxes \ Border Style
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4. Cheén phim, am thanh

- Chon Insert \ Movies and Sounds. Chon cdc muc sau

+ Movie from Gallery : Cheén phim tir thu vién cua chuong trinh Ms. Office

+ Movie from file : Chen tép tin phim tu chon

+ Sound from Gallery : Chén am thanh tlr thu vién clia chuong trinh Ms. Office
+ Sound from file : Chen tép tin am thanh tu chon

+ Play CD Audio Track : Chen am thanh tu dia Audio

+ Record sound : Ghi am

5. Chén biéu do
- Chon Insert \ Chart : Man hinh thiét k& chuyén sang ché do hiéu chinh biéu dé

Microsoft PowerPoint - [Presentationd] EJE|E|
File Edit Wiew Insert Format Tools Data Chart Wwindow Help ;lilﬂ
== - ] % = I T -0 - B I U &

1E

Bdng k& hoach

S0

40

30

EGidy vun
20 B Phe liéu

10

I] fo
S5A 5B sC

A ad B @i & D E -~
Ay yun | Phe lieu

1 54 20.4 27.4 -

) 2 5B 30.5 386
Click to add no 3 s 450 460 =
A o
4 | r|I[BE =008 T« >
Slide 1 of 1 Default Design

- Nhap dit liéu vao bang Datasheet

- Chon dang bi€u d6 : Chart \ Chart Type

+ Trong ctra s6 Chart Type, chon dang bi€u d6 trong khung Chart Type

+ Chon biéu d6 trong khung Chart Sub - Type. Click OK

- Nhap tiéu dé cho biéu dé : Chon Chart \ Option. Sau dé nhap tieu dé va cic
thong s6 tuong tng trong cira s6 Chart Option

- Chon font chit : Format \ Font
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*Luuy :

- Khi mué6n chon Font cho ca biéu d6, phai baAm chudt chon biéu d6

- Mu6n chon Font, mau cho déi tugng nao trong biéu dé, cin bam chon doi
tuong d6 roi chon lai Font, mau binh thuong

- Khi hiéu chinh xong bi€u d6, cAn bam vao vi tri trong trén man hinh thiét k& dé
két thiic, bang Datasheet s& 4n di va man hinh thiét k& s& trd lai binh thuong. Khi
muon tai hiéu chinh, bAm kép chudt vao biéu do dé chuyén sang ché do hiéu

chinh.

CHUONG IIL THIET LAP CAC HIEU UNG

L. Thiét lap hiéu tng

1. Thiét lgp hiéu ting

a. M§ ctra s6 Custom Animation

- CI: Chon Slide Show \ Custom Animation

- C2 : Bam phai chuot vao doi tuong, chon Custom Animation

Hop thoai Custom Animation xuat hién

Custom Animation

Check to animate slide objects: L 'I“

k n SRR et oK
[ wordArk: wave 1 "
— Text 2 v ] Cancel

Prewview

Order & Timing  Effects lChart Effects ] Multimedia Settings ]

Entry animation and sound

|N|:| Effect j | J | J

I = =
=

I =

b. Thiét 1ap the tw hieu tng
- Khi d6i tugng duoc chon dé tao hiéu ting, ching s& hién thi theo thit tu trong

khung Animation Order
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Custom Animation

Check ko animate slide objects:
[w Wordares wave 1

[v Text 2

FGroup 3

[ ]
I ATETR N

-
il

Animation order: Skart animation

1. Wordart: wave 1 * On mouse click,

2, Text 2
3. Group 3 &+ " Autoratically,
Mowe | El
¥ seconds after previous

event

- Muén thay déi thtt tu ctia doi tugng nao, bam chon d6i twong d6 va bam niit
Move dé thay doi vi tri thit tu.

c. Thiét 1ap thoi gian bat dau thuc hién

- Trong khung Start Animation c6 2 luya chon :

+ On mouse Click : Khi badm chudt tai vi tri bat ki trén man hinh, hiéu ting s& bat
dau duoc thuc hién

+ Automaticaly : Tu dong thuc hién hiéu Gng sau thoi gian an dinh

2. Chon dang hiéu irng

- Chon bang Effects trong cira s6 Custom Animation dé€ thi€t 1ap hiéu tng cho
cac doi tugng theo cac budc sau :

Custom Animation

Check to animate slide objects:

Cancel

Prewview

[w Wordark: wave 1
v Text 2

Order & Timing

l Chart Effects ] Multimedia Settings ]

Entry animation and sound

|Fly = |From Left | | |
|[N|:| Sound] ﬂ I

After animation [

| Dot Dim | m

G/v Tboang Thi Lam - Té Tin hoe - Traong Dai hoe Tiy Bie
Trang 17



Gidao trinh PowerPoint

a. Chon doi tuong

- Bdm chon tén do6i tuong can xac lap hiéu dng trong khung Check to animate
slide objects

b. Chon hiéu ting hoat hinh va am thanh di kem

- Chon dang hiéu ting va am thanh cho hiéu tng trong khung Entry Animation
and sound

- Mot s6 dang hiéu tng thuong dung :

+ Appear : Xuat hién

+ Fly : Bay (chon kem theo huéng bay)

+ Dissolve : Hién thi tir tir

+ Peek : Hién thi tiing phan

+ Spiral : Bay lugng vong tron

+ Zoom : Phéng to, thu nho

- Cac dang am thanh thuong dung : Bam chon va nghe thir
- Other sound : Chon t&p tin &m thanh khéc

Néu doi tuong 12 dang chir (Text), c6 thé tao hiéu tng cho ca doi tuong cing
mot luc (All at one) hoac theo tht tu tung chir (By word), tung tir (By letter)
trong khung Introduce text.
c. Chon bién co6 sau hiéu tng

- Trong khung After Animation (c4ch hién thi sau hiéu tng), c6 céc lua chon
sau :
+ Bang mau : Doi tuong d6i sang mau duoc chon
+ Don't Dim : Khong thuc hién gi
+ Hide after animation : An sau hiéu tng

+ Hide on next mouse click : An sau khi bAm chuot

3. Kiém sodt biéu do
a. Thiét lap thi tu hiéu Gng
Biéu do6 ciing 12 mot d6i twong trong Slide, nén ban véan thiét lap thi tu hiéu
ung mot cach binh thuong trong bang Order & Timing
b. Thiét 1ap hiéu tng cho biéu d6
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- Bdm chon tén biéu do, chon bang Chart Effects trong ctta s6 Custom
Animation dé thié€t 1ap hiéu tng

- Trong khung Introduce chart elements, chon cach thuc hién hi¢u tng theo céc
thanh phan khdc nhau cua biéu do

* Chii y : Tuy tig loai bi€éu d6 ma c6 nhiing lua chon khac nhau. Vi du biéu do
theo cot (Column chart) s€ c6 cdc muc sau :

+ All at one : Hiéu ting mot 1an cho ca biéu do6

+ By Series : Theo tirng loai cot

+ By Category : Theo tung nhom cot

+ By Element in Series : Theo thit tu ting loai cot

+ By Element in Category : Theo thit tu tirng nhom cot

- Chon dang hiéu tng trong khung Entry Animation va chon bién c6 sau hiéu

ting trong khung After Animation.

Custom Animation

Check ko animate slide objects:

v

Order & Timing | Effects Chart EFfects |Multimedia 5ettings|

Introduce chart elements

II:q.f Elerment in Series j IStrips j ILeFt-DDwn j

¥ animate grid and legend
—After animation

| pan': i |

—Enkry animation and sound

4. Kiém sodt phim va dm thanh

- Trong ctlra s6 Custom Animation, chon Multimedia settings va chon céc thong
sO sau :

+ Play using animation order : Chay theo thit tu c4c hiéu ting trong slide

+ Pause slide show : Tam dung cédc hiéu tng khéic trong khi chay

+ Continue slide show : Van ti€p tuc chay cac hiéu ting khac

+ After current slide : Dung sau khi trinh chiéu xong slide hién hanh
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+ After ... slide : Dung sau khi trinh chi€u thém bao nhiéu slide

+ Hide while not playing : An trong luc khong chay

- Trong muc More Option c6 2 lua chon :

+ Loop until stop : Chay lap lai cho dén khi c6 1énh dung

+ Rewind Movie while playing ut one : Trd lai khung hinh dau khi chay xong

* Lyu y : Doi tuong phim va am thanh van c6 thé thi€t 1ap cdc hiéu ting binh

thuong nhu cac doi tugng khac.

5. Chen nut diéu khién
PowerPoint cho phép chén cac niit diéu khién chuong trinh mot cdch tu dong
ma khong can phai lap trinh thém.
- Chon Slide Show\ Action Buttons
- Chon loai Button, sau d6 kéo va ré chudt trén man hinh dé tao Button
- Sau khi tao Button xong, xuat hién clra s6 Action Setting dé thi€t 1ap cong dung

cho button ( c6 thé m& clra s6 Action Settings tir Slide Show\ Action Settings )

Mause Click, l Maouse COver ]

ackion on click.

|Next Slide

" Run program:

[ Play sound:

=
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6. St dung hop thoai Action Settings

Str dung hop thoai Action Settings dé khoi dong mot thao tdc bang cidch bam
chudt vao mot doi tugng hodc di chuyén con trd chudt ngang qua doéi tuong do.
- Chon do6i tugng ma ban muon gan thao tac
- Chon Slide Show\ Action Settings :

Chon muc Mouse Click néu ban mu6n khoi dong thao tic bang ciach bidm
chuot, chon Mouse Over dé khdi dong thao tic bing cdch dua Mouse ngang qua
doi tuong.

Trong khung Action on click c6 cac lua chon thao tac :

- None : Khong c6 thao tac nao xuat hién

- Hyperlink to : Tao mdt siéu lién két dén mot slide, mot trinh dién PowerPoint
khic, mot file khac hoac mot trang Web

+ Next Slide : Pén trang sau

+ Previous Slide : V€ trang truéc

+ First Slide : V€ trang dau

+ Last Slide : Bén trang cuoi

+ End Show : Két thic trinh chiéu

+ ...

- Run Program : Chay mot chuong trinh tng dung. Nhap duong dan va tén tép tin
hoiic bAm chuot tai Browse dé tim chon tép tin

- Play Sound : Phat mot am thanh

+ Highlight click/ Highlight when mouse over : T6 sang cac doi tugng dugc
chon khi ban thuc hién thao tac chudt.

- Khi thiét 1ap xong, chon OK

IL. Thiét lap trinh dién

Trué6c khi trinh chi€u, ban can thiét 1ap hiéu ting chuyén déi tir trang nay sang
trang khac va cdc dang kiém sodt. Ban c6 thé thiét 1ap cdc hiéu ting chuyén tiép
slide dé 4p dung cho toan bo trinh dién, hodc chi cho slide hién hanh.
1. Chuyén doi giita cdc trang
- Chon Slide Show\ Slide transition. Xuat hién hop thoai
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Slide Transition

Apply bo Al

apply

tlt x

Cancel

f'“ f_“ {+

Advance Sound

v Onmouse click |[N|:| Sound] j
[ Automatically after —

- Chon hiéu tng chuyén déi trang va toc do trong khung Effect
+ C4c hiéu tng :
. Blinds: TAm man
. Box : HOop
. Checkerboard : Ban co
. Cover : Che phu
. Cut : Cat
. Dissolve : Tan bién
. Fade : Mo dan
. Random bars : Cac thanh ngau nhién
. Split : Ché
. Strips : Tudc bod
. Uncover: Vén lén
. Wipe : Xo4a
Trong moéi nhém chinh nay, ban sé ¢6 nhitng lua chon theo nhitng huéng khac
nhau.
+ T6c do chuyén ti€p :
. Slow : Cham
. Medium : Vura phai
. Fast: Nhanh

- Trong khung Advanced c6 2 lya chon :
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+ On mouse click : Bam chuot tai vi tri bat ki dé chuyén sang slide ké tiép

+ Automatically after : Tu dong chuyén trang sau mot thoi gian xac dinh. Thoi

gian trong khung nay duoc tinh bing gidy. Nén xdc 1ap sao cho thoi gian nay 16n

hon t6ng s6 thoi gian hiéu tng cuia cic d6i tuong trong trang.

- Khung Sound : Thiét 1ap am thanh di kém hiéu tng.

Ngoai ra c6 thé chon muc Loop until next sound : Lap lai cho dén khi ¢6 am

thanh k€ tiép.
- Nit Apply to All : Ap dung hiéu tng chuyén tiép cho toan bo trinh dién
- Nut Apply : Ap dung hiéu ting chuyén ti€p cho slide hién hanh.

2. Thiét ldp trinh chiéu
- Chon Slide Show\ Set Up Show. Xuat hién ctra s6 Set Up Show

Set Up Show PIX

Show bype Slides

{*+ Presented by a speaker (full screen) ol

" Browsed by an individual (sindow) " From: || El To El
(" Browsed at a kiosk (Full screen) '

[ Loop conkinuously until 'Esc’ | J

[ Show without narration

| Show without animation Advance slides
|— " Manually

{* Lsing timings, if present

Pen color:

| j | J Projeckor ﬂizard...| I | Cancel

- Trong khung Slides c6 cédc lua chon sau :

+ All : Trinh chiéu tat ca cac trang trong tap tin

+ From ...To ... : Trinh chiéu tur trang ... dén trang ...

- Trong khung Show Type c6 cac lua chon :

+ Presented by a speaker (full screen) : Trinh chi€u ddy man hinh

+ Loop continuously until 'Esc' : Chay lap lai lién tuc cho dén khi gé phim Esc
+ Show without animation : Khong trinh chi€u hiéu tng.

+ ...
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Tuy trng muc dich ma ban s€ thi€t 1ap cac Iwa chon khac nhau.
- Sau khi thiét 1ap xong, chon OK
D¢ trinh chi€u ban nhan phim F5 hoic chon Slide Show \ View Show dé bit

dau trinh chiéu.

ITI. Luu va dong goi tép tin
1. Luu thanh tdp tin dé trinh dién
- Chon File\ Save As
- Trong hop thoai Save As chon dang tap tin PowerPoint Show (.pps) trong
khung Save As Type

Tap tin .pps 1a tap tin dung dé trinh dién, khi chay tap tin nay khong ciAn mo
lai PowerPoint

Dé dua chuong trinh di trinh dién & mdy tinh khac, chi can chép theo tap tin
dang .pps (mdy tinh trinh dién cin phai c6 san chuong trinh PowerPoint)
2. Tao biéu twong cho tdp tin

Pé viéc trinh dién c6 tinh chuyén nghiép, ta nén tao cho tap tin can trinh dién
mot bi€u tuong trén man hinh Windows, khi mu6n trinh dién chi can nhdy kép
vao biéu tugng nay 1a chuong trinh c6 thé bat diu ngay. Céc budc tao biéu tuong
nhu sau:
- Bam phai chuot tai khoang tréng man hinh Windows va chon New\ Shortcut
- Bam nut Browse va tim chon tén tap tin dang .pps muon trinh chiéu.
- Bam Next
- Nhap tén cho biéu tuong trong khung Select a name for the shortcut
- Bam nut Finish
3. Dong gaoi tdp tin

Khi mdy tinh trinh dién khong c6 san PowerPoint, ta cdn phai déng géi tap tin
- Chon File\ Pack and Go dé md cira s6 Pack and Go Wizard
- Bam Next
- Budc thit 2 — Pick Files to Pack : C6 2 lua chon :
+ Active Presentation : Chon tap tin hién hanh
+ Other Presentation(s) : C6 thé déng g6i mot hay nhiéu tap tin khac

- Bam Next

G/v Tboang Thi Lam - Té Tin hoe - Teuong Dai hoe Tiy Bde
Trang 24



Gidao trinh PowerPoint

- Buéc thit 3 — Choose Destination : Chon vi tri dé ghi tap tin déng g6i
- Budc thit 4 — Link : C6 2 muc c6 thé chon hoac khong :
+ Include Linked : Chép theo céc tap tin c6 lién két véi tap tin dang dong goi
+ Embed True Type Fonts : Chép theo cic Font chit c6 dung trong chuong trinh
- Bu6c thi 5 — Viewer ( chuong trinh chay tap tin dang .pps): ¢6 2 lua chon
+ Don’t include the Viewer : Khong chép theo chuong trinh Viewer
+ Viewer for Windows95 or NT : Chép theo chuong trinh Viewer
- Bam Finish
Sau khi déng ga6i xong, tai thu muc ma ban chon & budc tha 3 s& ¢6 2 tap tin:

mot tap tin duoi .exe va mot tap tin duodi .ppz

4. Gidi nén
Muon chay tap tin da dong goéi can phai giai nén nhu sau:
- Chay tap tin .exe
- Trong ctra s6 Pack and Go Setup : Nhap tén 6 dia va thu muc mu6n chép dén
trong khung Destination Folder
- Bam OK
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