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PHAN I: CACH TAO BAI THUYET TRINH PON GIAN

1. Lam quen nhanh véi PowerPoint 2007
a. Lam quen véi giao dién mdéi, Ribbon

Nhirng phan thay d6i dé nhan thiy nhét 1a khu vuc phia trén ctia cira s6 PowerPoint.
Thay vi nhitng menu va toolbar nhu trudc day thi ngudi dung PowerPoint 2007 s€
thdy cach sip xép khoa hoc hon véi nhimng 1énh lién quan duoc dura vao mot nhom.
Day Iénh trén cua s6 PowerPoint 2007 dugc goi la Ribbon, né dugc xem Ia trung tam
diéu khién cho viéc tao ra cac bai thuyét trinh (Presentation) . Néu tim hiéu chi tiét
vé céch thiét ké cling nhu cAu tric cua Ribbon, ban sé& théy né rat thuan tién cho viéc
su dung.

Insert Animations Slide Show Review

Design

| )~ Calibri Meadings) - 44 - [i= - §= - [3=-|]I}-

J —J'l. B 7 U e 8 N- =221 -

New =T .
S sude-xd A ACANY EFAR T

Fomt Patagraph

Ribbon bao gom mot s6 tab véi chire ning cy thé nhu sau:

Insert: Pay la noi ban cé thé thém vao trén slide tir table, hinh anh, biéu dd, doan
text, am thanh, header va footer

Design: 12 noi 1am cho slide ¢ hinh thirc dep hon bao gdm cach thiét ké thong tin

nén, font chir va cach sap xép mau sac.

Animations: Pay 1a tab tao nén sinh khi cho bai thuyét trinh. Ban c6 thé d& dang sir
dung nhiéu hiéu tng trén tab nay.

Slide Show: Khi bat dau thuyét trinh thi chic chin riang ban phai sir dung tab nay.
Ngoai ra né con chirc nang thu lai bai twong thudt trong sudt bai thuyét trinh, bén canh
chirc ning chuan bi bai thuyét trinh.
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Review: Véi tab nay ban c6 thé kiém tra chinh ta dam bao an toan cho bai thuyét
trinh.

View: Vi Tab nay ban c6 thé xem lai bai thuyét trinh va sap xép lai bai thuyét trinh
trén cira so.
b. Tim hiéu vé thu vién (Gallery)

Animations 1
5

- - T | .} Transition Sound: | [No Sound]
! ’] g 5 !J !—J 'ﬁ] - '_#_ Transition Speed:  Fast
:2 = 1= 3 Appiy To Al

‘Imnmmn 1o This Stide

R T
Fades and Dissolves

STLCT
- AT

w

1. Mot sb hiéu tmg chuyén tiép giira cac Slide (Slide Transition) trén Ribbon.
2. Pé tim thém nhiéu mau Slide Transition, chon nut More.

3. Toan bd thu vién Slide Transition dugc thé hién trén man hinh, ré chudt vao cac
Transition dé xem thur, click vao Transition phu hop dé &p dung cho bai thuyét trinh
cua minh.

c. Kham pha nhitng chirc nang khac khong hién trén Ribbon

yout - T e L W= W .
Calib <132 - @) == |5 el *m- ‘ ,

B ibel AT || 3= i_\lill.ii.. .{J) Ty g
vete B4 U she & M- A AEF IR - . Shapes Arrange s%‘«‘:k
Paragraph [ Drawir

[Foa || chgacte soaceg
2 | Latntext font: Font style: Sze:
I Calibri ¥ | Regusr v R s
[ stricethrough [ small Caps
[ Double Strkathrough [] atcaps
[[] superserpt Offset: 0% 5 [T Egualize Character Height

1. Khi ban khong thidy mét chirc ning trong nhém nhu nhém Font nhu hinh trén, thi
hay click vao miii tén ¢ gbc dudi cua nhom.
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2. Mot hop thoai xuét hién v&i nhiéu tuy chon khac dé ban lya chon.

Thong thudng c6 nhiéu 1énh trong cic nhom, nhung vi dién tich c¢6 giéi han trén
Ribbon, nén chi c¢6 nhimg 1énh thuong sir dung nhat méi hién trén man hinh, con
trong trudng hop khong thay ban nén click vao cic mii tén tré Ribbon dé tim thém
nhiing 1énh can thiét,

d. Str dung Quick Access Toolbar

Khi ban lam viéc véi bai thuyét trinh va c6 moét vai tinh huéng ban mubn lap lai,
ch'fmg han nhu luu tai li¢u, thi nén st dung Quick Access Toolbar. N6 la mot nhom
nhd cac nat 1énh nam phia bén trai trén Ribbon. Cac nuat Iénh bao gém Save, Undo,
Repeat va Redo.

Ban ciing c6 thé thém cac 1énh thudng ding vio Quick Access Toolbar bang cach
click phai chudt vao 1énh d6 trén thanh Ribbon roi chon Add to Quick Access
Toolbar.

e. Thay doi goc nhin cho bai thuyét trinh

e Performance reviews

e Mentoring program

1. Nut view giong nhu phién ban trude day, nhung chung bi thay ddi vi tri trén ctra s6.

2. Kéo thanh Zoom dé phoéng to thu nhé slide bai thuyét trinh hodc click nat cong
hodc trtr ¢6 c6 tinh nang phdng to hodc thu nhé slide.

3. Nhén vao nt trong hinh trén dé chon goc nhin phu hop.

f. Phim tit cia PowerPoint 2007

Néu ban thich st dung ban phim hon chuét, chic chan ban can phai biét phim tat
trong Office 2007. Cach thiét ké Ribbon di kém véi cach st dung phim tat méi. Co
hai wu diém 13 c6 thé str dung mot nat don cho phim tit va st dung t6 hop phim. Pay
1a cach sir dung phim tat

Bien Soan: Wiemtin071 @Ryahoo.com 7


http://www.microsoft.com/vietnam/products/office/training/p_presentation_simple_1a.aspx
http://www.microsoft.com/vietnam/products/office/training/p_presentation_simple_1a.aspx

Tim hiéu Microsoft Office 2007 - Tap 3:Tim hiéu MS Powerpoint 2007

1. Pau tién nhan phim Alt trén ban phim.

2. Nhirng ky tu va con s6 xuit hién trén hau hét cac trén phﬁn cua Ribbon dugc goi la
Key Tips, Nhitng ky tu hién trén céc tab cuia Ribbon va nat Microsoft Office, con
nhirng con sd xuat hién trén Quick Access Toolbar. Bay gir ban c6 thé st dung nd dé
c6 thém nhiéu 1énh va nat khac. Vi du nhan nat “H” dé hién 1én Key Tip cho tit ca cac
nhom trén tab Home.

3. Sau d6 nhéan Key Tip trong nhém dé thuc hién mot léph nao do, chﬁng han ban
nhan Alt, ro1 H, r6i1 L thi ban s€ c6 1énh layout cho bai thuyét trinh.

Con nhimng phim tat trude day nhu thé nao? N6 van duoc st dung binh thuong véi
PowerPoint 2007. Chang han nhu phim tit Ctrl + C 1a 1énh copy va phim tat Ctrl + V
la 1énh dén.

2. Cac thao tac co ban

Click to add title

Click to add subtitle

Tim hiéu bang cach nao dé thém nhiing slides méi, chon mét layout cho slide va sau
d6 thém ndi dung vao. Ban ciing c6 thé st dung lai cac slide tir bai thuyét trinh khéc
va cudi cung tim hiéu bang cach nao dé chuan bi nhiing ghi cht cho bai thuyét trinh.

Bien Soan: Wiemtin071 @Ryahoo.com 8



Tim hiéu Microsoft Office 2007 - Tap 3:Tim hiéu MS Powerpoint 2007

a. Tim hi€u vé workspace (khong gian lam viéc)

Hinh anh trén dugc goi 1a Normal View, khi ban m¢& PowerPoint, thi ban s& théy
Normal View cua bai thuyét trinh. Ban lam viéc & day dé tao ra céc slide, co ba khu
vuc chinh cia Normal View:

1. Slide pane 1a khu vyc 16n & giita, ban s& lam viéc chu yéu tai dy.
2. Trén slide, nhimg hop duoc tao thanh bdi nhiing chdm dut quing dugc goi 1a

placeholders. Chinh noi nay ban nhap dit liéu, hinh anh, biéu d6 va nhimg thir khéac
nhu file &m thanh, video clip.

3. Nhitng hdp nho phia bén trai goi 1a thumbnail, khu vuc nay dugc goi la tab Slide
va ban c6 thé chon slide thumbnails (hinh thu nho cta cac slide) ¢ day dé tim va di
chuyén tdi cac slide khéc.

4. Khu vyc phia bén dudi 1a notes pane, noi ban c6 thé nhap nhiing ghi cha khi can
thiét.

b. Thém slide méi vao bai thuyét trinh

~a”
R

Click to add title

Title Slide Title and Content

. Cicktoaddtext

Shrvbsrnsenst bovassrissvosd
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Khi m& PowerPoint ra chi ¢6 mot slide trén man hinh ban mudn thém céc slide khac
thi cach thong dung la chon New Slide, trén tab Home tab, nhu hinh trén. C6 hai cach
dé su dung nut nay.

1. Néu ban click phan trén cua nit nay, mot slide méi s& xudt hién ngay l4p tirc, bén
dudi tab Slide, slide do ciing xuat hién.

2. Néu ban click phén dudi ctuia nat nay, ban sé c6 mdt thu vién layouts cho slide dé

ban c6 thé chon lwa dé thém vao bai thuyét trinh.

c. Chon kiéu dan trang (layout) cho slide

1 3
Title Stide ) “ Titie and
g - - Content .

2 4

Click to add title

C"Ck to add tlt'e * Click to add text

1. Slide tiéu dé (Title Slide) trong hinh trén co6 thé tim kiém trong Layouts Gallery.
Thuong trong Slide ti€u dé s€ ghi tén bai thuyét trinh va cic thong tin lién quan nhu
tac gid v.v...

2. Layout cua Slide tiéu dé (Title Slide) bao gom diém dinh sin (placeholder) cho
tiéu dé chinh va tiéu dé phu.

3. Layout ban sé& sur dung cho l}éu ’hét cac slide khac dugc goi la Title and Content
(tiéu dé va ndi dung), ban cé thé thay trong Layouts Gallery.

4. Trén layout cua cac slide nay c6 mot placeholder cho tiéu dé va mot placeholder
cho viéc nhap ndi dung vin ban (text), hinh anh (picture), phim anh (movie), biéu dd
(chart), ...

d. Nhap ndi dung van ban vao slide
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Home
Calibri (Body) 132 v ||| DS :§' llﬁ'
ol B 2 T & he &Y~ |iF
A- A AN EFEEAR T

Font » Paragraph

| Current products
] - (o]

"+ Outdoor gear -
— Camping
= Duffle bags
« Backpacks
— Frame packs
~ Day packs

1. Ban c6 thé sir dung nhiéu cép khéc nhau dé thé hién cac noi dung chinh va cac noi
dung phu twong ung

2. Trén Ribbon, §ir dung 1énh trong nhom Font dé co thé thay ddi cach dinh dang cho
cac ky tu, mau sac va kich cd chi.

3. Sur dung lénh trong nhom Paragraph dé thay d6i dinh dang cac doan text nhu dinh
dang danh sach, xudng dong.

e. Chén slide tir mot bai thuyét trinh khac

1 3
Home Reuse Slides v X\
3 Insert shide from: C\:Presentations... ¥ []
| l& 'I ‘
1) New
Stide ~ Reune Shies v.x
Office Theme - | '” Sestee "

Titde Shide

Tt Onhe

<= Slides from Outfine... —

. Yaep source fomn aning

2 =) Beuse Slides... [\\} | 4

Ban c6 thé sir dung nhiing slide tir bai thuyét trinh khac, cach lam nhu sau:

1. Trén tab Home, click miii tén trén New Slide, Néu ban mudn chén mot slide mai
thi chon layout cho né trudc.

2. Phia dudi layout gallery, chon Reuse Slides.

3. Trong Reuse Slides, dudi Insert slide from, chon Browse dé tim bai thuyét trinh
c6 nhirng slide ban muon chén va sau dé nhap vao miii tén dé mé nhirng slide nay.
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4. Khi da c6 nhiing slide ban can, chon Keep source formatting bén dudi cua s0.
Néu ban muon gitt nguyén slide thi trudc khi chén ban can chon Keep source
formatting. Néu khong chon thi né c6 dinh dang giong nhu slide ban dang lam viéc.

5. Chon slide ban mudn chén. Cac slide s& duoc copy sang bai thuyét trinh ma ban

dang lam.

f. Tao ra nhiing ghi chii cho nguoi thuyét trinh (speaker notes)

The Opportunity M

» How should we expand our inventory? !

‘ * Consider the concept of “just-in-time"” retail. ' 2
- * Our range will outdo the competition. )

L ]

e T

1)

1. Khi xay dung ndi dung cho slide, ban c¢é thé nhap nhimng ghi chii trong 6 Notes phia
bén dudi slide.

2. Ban c6 thé néi rong 6 notes dé dé dang lam viéc bang cach kéo thanh chia tach
(Split bar).

3. Nhirng ghi chu cta ban s& duoc luu trit trong mot trang ghi chii bao gdm ban sao
cua slide v6i nhirng ghi chu.

g. Cac mau thiét ké theo chu dé (Themes)
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MB&i bai thuyét trinh c6 mét cha dé. Chu dé xac dinh phong cach va mau sic cho slide
ctia ban. Trén hinh 1 ba kiéu slide c6 cting mét ndi dung, nhung véi ba chu dé khac
nhau. M6t cha dé bao gdm:

« Thiét ké nén

« Mau sic

» Kiéu va kich c@ font chit

« Vi trf cac Placeholder (diém dinh sin)

Chu dé mau sac anh huéng dén mau hinh nén, mau font chir, mau duong vién va

nhitng yéu t6 khac nhu bang biéu va bi€u do.

h. Cac mau thiét ké theo chu dé (Themes)

Design

1<UA3 l::l

Themes

=

Adventure Works
2008 Sales Proposal
LINDA MARTIN

SEXTOR VICL PRESIDENT
WORLDWIDE SALES

MBOi bai thuyét trinh méi bat dau véi mot chit d& mic dinh ma né duge goi 1a Office
Theme (chu dé van phong). Cach chon mot chu dé bang cach nhan vao tab Design va
tim mot chu dé cho bai thuyét trinh ciia minh.

1. Chu dé mau ban thay s& nam trong nhom Themes.

2. Bé tim thém chu &, click ntit More mili tén bén phai ctia nhom Themes.

3. Khi chi con tro vao bat ctr chu dé mau nao, ban sé thay n6 hién chu dé do 1én slide

i. Cach chén hinh anh hodc nhitng thanh phan khac
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1. Chon biéu tugng Clip Art trong placeholder.

2. Mot ctra s6 nhiém vu Clip Art mé ra, nhap tir khoa trong hop Search for véi
nhirng cha dé goi ¥ phén loai, sau d6 nhan Go.

3. Nhirng doan clip xuat hién phit hop theo yéu ciu cua tir khoa. Chon mot cai dé chén
vao trong slide.

Hinh anh s€ tu dong c6 kich thudc va vi tri trong placeholder. Ban cting c6 thé chén
bang bi€u, biéu do, hinh anh ca nhan, video va SmartArt graphics bang cach nay. Nén
luu ¥ rang ban phai gidm dung lugng hinh anh can thiét khi chen vao slide.

j. Cach chén hinh anh hodc nhiing thanh phan khac bang Tab Insert

C6 mdt cach khac dé chén nhitng thanh phan khac vao slide bang cach st dung tab
Insert trén Ribbon. T4t ca moi thi ban ¢ thé chén tir day

Home Insert Design Animations Shide Show Review View Format
| #lg g [P Shapes = 8, Hypedink | [A l _] Header & Footer [ g Side Number
— ’ | < '
: = I\ SmartArt o, Adtion A Wordart - £2 Symbol
Prcture  Cli Photo Text
z 4 1 $y0ate &Time 4 Object

At Album - W) Chart

Text

1. Text boxes rat thuan tién khi ban mudn thém doan text noi nao d6 va can cha thich
cho nd. Trudce hét chon Text Box trén tab Insert.
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2. Va sau d6 vé mét hop trén slide va nhap ndi dung.
k. Chinh stra slide

Khi chén mét hinh anh vao roi va ban mudn diéu chinh nd nhu chinh sta kich thuéc,
cat bot, chinh mau sac, St dung Picture Tools dé lam viéc nay. N6 c6 san khi ban
chon hinh anh.

Picture Tools
Animations Stide Show Review View | Format
(o S— — 4y Picture Shape ~ %4 Bring to Front ~ [= Align ~ - i ;'J
d p— ‘ ‘ - g Picture Border ~ 4 Send to Back - : 1
: g/ = e Crop =1
T «f Picture Effects ~ iy Selection Pane 5 Rotate ~ e
Picture Styles fa Arrange Size

Crea
i-»'yh‘

1. Chon hinh anh.

2. Picture Tools xuat hién trén Ribbon. Str dung lwa chon trén tab Format dé chinh
stra hinh anh.

1. Sap xép noi dung slide
Khi ban di c6 ndi dung can thiét cho slide va ban chi muén sap xép chung ngin nap

hon dé 1am cho bai thuyét trinh an twong hon. Ban c6 thé sir dung 1énh Arrange dé
di€u chinh cac yéu to.

P{Q_EHCIOOIS
I" Format
{3 Bring to Front = jl__' » ey
4 - 24 SendtoBack ~ | & Align Left 3
"-I,Seluho.'\ Pane & Align Center
2 ) Amange ] Align Right
aj.' 3 Align Top
> Hoppy campers vt Adventare. . | I 46| Anon psca
P 11 |

1. Bé sép xép th:fmg hang ghi cht v6i hinh anh thi chon placeholder cta ca hai bang
cach nhan Ctrl r6i chon tirng cai.
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2. Tim nhom Arrange trén tab Format, trong Picture Tools.
3. Chon nut Align va sau d6 chon and then click Align Left.

Lénh Arrange c6 san trén nhom Drawing, tab Home.
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PHAN Il: CACH SU DUNG BIEU PO, PO THI VA BANG BIEU

1. Sir dung hiéu ng d6 hoa v6i SmartArt
a. Tao dd hoa SmartArt

C6 hai cach dé tao dd hoa SmartArt: Cach thir nhét 1a chuyén ddi ndi dung c6 san va
cach thr hai 1a chén thanh phan db hoa trudc rdi thém thong tin vao. Sau d6 hoc cach
str dung thém hinh dang cho ndi dung text bang cach dung Text pane. Di chuyén hinh
dang text bét ¢t vi tri ndo.

Agenda ’ f
* Review of products, profits
* 2007 sales research

* Proposed new products
+ Costs on return and investment projections Agenda

Chuyén df)i list (ni dung da dugc chia) thanh slide d6 hoa .
Ban c6 thé chuyén d61 mdt slide list thanh slide d6 hoa SmartArt bang cach chon

Convert to SmartArt Graphic trén Ribbon va chon mdt trong nhitng layout
trong thur vién. Néu ban vin chua tim thiy cai ndo vira y thi chon More SmartArt
Graphics phia dudi cia thu vién SmartArt.

b. Blank Graphic: Phuong phép tht nhét

Insert
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Khi ban muén 1am viéc voi d6 hoa thi ban phai nhap ndi dung trén slide, mé thu vién
do hoa SmartArt va chon mgt mau thich hop. Dudi day 1a nhiing budc thuc hién:

1. Trén tab Insert, nhdp SmartArt.
2. Chon kiéu dd hoa ban cam thiy hai 10ng.
3. Trén tab Insert, nhdp SmartArt.

4. Chon kiéu do hoa ban cam thay hai long.

c. Blank Graphic: Phuong phap thir hai

C6 hai cach dé tao d6 hoa SmartArt: Cach thir nhat 1a chuyén d6i ndi dung c6 san va
cach thtr hai 13 chén thanh phan dd hoa trude roi thém thong tin vao. Sau d6 hoc cach
st dung thém hinh dang cho ndi dung text bang cach dung Text pane. Di chuyén hinh
dang text bét c{r vi tri nio.

Agenda i
* Review of products, profits
* 2007 sales research
* Proposed new products
* Costs on return and investment projections Agenda

Chuyén doi list (ndi dung di dugc chia) thanh slide do hga
Ban c¢6 thé chuyén d61 mdt slide list thanh slide d6 hoa SmartArt bang cach chon

Convert to SmartArt Graphic trén Ribbon va chon mdt trong nhitng layout
trong thur vién. Néu ban vin chua tim thiy cai ndo vira y thi chon More SmartArt
Graphics phia dudi cia thu vién SmartArt.

d. Thém noi dung text vao d6 hoa
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1 Strategy and schedule
| |
Type your text here x Y
* Adopt pln
2 * 3Q0d
o [Text]
o [Tex) e T
. [Ten) ; 3 * 3Q08 I 4
[ ] | a

Mbi d6i tuong dd hoa SmartArt c6 mot cira s6 vin ban dé ban co thé thém text hodc
khong tury . Ctra s6 Text nay dung dé nhap dir liéu cho do hoa va bién tap lai d6 hoa.
Ban ciling co thé 1am viéc truc tiép voi dd hoa.

1. O cira s6 Text nam & vj tri sat bén slide do hoa.
2. Nhap dit liéu vao cira s nay.
3. Noi dung text xuét hén ty dong trong slide dd hoa.

4. Chuy réng dd hoa ludn xuét hién véi mic dinh c6 text di kém.
e. Cach thé hién noi dung van ban (text) vao cac hinh dd hoa

Type your text here Type your text here
‘ * Adopt plan * Adogt plan
| * 3Q08 ™ * 3Q08

e lmplement o Implement

Strategy and schedule Strategy and schedule

Adapt plan
« 3008

Kiéu Layout ctia SmartArt ma ban chon quyét dinh cach ma vin ban thé hién trong

cac hinh d6 hoa. Hinh minh hoa trén cho thay vin ban dugc thé hién khac nhau trong
cac layout khac nhau.
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Smartart Yooks

Gmee————
Design 1

= [+

2

Layouts

Strategy and schedule

Adopt plan 3Q08

Mudn str thir mot layout cho slide? Ban c6 thé dé dang chuyén sang cai layout khéc
bang cach:

1. Chon thanh phan d6 hoa trén slide, click tab Design trong SmartArt Tools.

2. Chon mot kiéu layout trong nhém Layouts.

3. Kiéu layout do sé dugc ap dung vdi slide dd hoa.

2. Tao trinh dién chuyén nghiép véi slide dd hoa

Bay gi¢ ban ¢6 thé kham phé thé gidi thiét ké ¢ sin trong d6 hoa SmartArt. Str dung
thu vién do hoa, mau sac lam cho slide d6 hoa chuyén nghi€p va dep d& hon. Cac
Theme (chu dé) tac dong nhu thé nao dén thiét ké d6 hoa cia ban. Cac kiéu (style) va

mau sic ton tai dudi hinh thirc cac dudng nét va van ban trong cac thanh phan d6 hoa.
Cac kiéu d6 bong va phat sang (glow) ¢ thé 1am cho slide dd hoa tré nén nbi bat.

Executive Summary

« Just-in-time retail inventory
« Expanded range of choices

l The Concept

» Reduced overhead costs

The Opportunity e e

» 20% growth in this fiscal year

» Astronomical

Cuoi cung hoc céch lam viéc véi do thi ban da cé trong bai thuyét trinh cii va ban
muon nang cap chung giong nhu d6 hoa SmartArt hodc ban mudn gitr nguyén. Hay
dua ra y tudng cho viéc ban chon lya va ban mong mudn.
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a. Chu dé bai thuyét trinh: kién thrc cin ban vé mau slide

1 2

.
Executive Summary

ST Tt « Just-o-tima retad inventory
* Expanded rarge of chowes

The Opportunity §4

The Potential B Tt b

= By —

Trude khi lam viée voi cac miu va mau sic dic biét cho dd hoa SmartArt, thi can phai
tim hiéu thém vé Theme. Mot theme cung cép thiét ké cho toan bo bai thuyét trinh va
theme 1a nén tang cho slide va phong cach (style) cua slide.

1. Slide dau tién 4p dung theme cin ban ctia PowerPoint dugc goi 1a Office Theme.

Day la theme don gian nhét va né dugce chon méc dinh.

2. Slide th{r hai giéng noi dung nhu slide thir nhat, nhung theme thi khac nhau, nd
duoc goi 1a Module.

Nhu ban thay trong hinh trén, d6 hoa trong rat khac nhau boi vi theme khac nhau.
Theme xéac dinh thiét ké hinh nén, mau sic slide, layout cua placeholder, vi tri van ban
va kiéu chir.

b. Mau SmartArt: Vi du 1

Giéng nhu mot bai thuyét trinh ¢6 nhiéu theme dé lya chon, mdi layout cho dd hoa
SmartArt ciing c¢6 chira nhiéu miu (style) khac nhau.

Executive Summary

« Just-in-time retail inventory
The Concept Rty s |
: » Reduced overhead costs |
The Opportunity o J
/
: m'
J
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Khi chén mot thanh phﬁn dd hoa vao no s& duge 4p mot mau mac dinh, tuy nhién ban
hoan toan ¢6 thé chon mot mau khac tuy y. Vi dy, hinh trén cling la dd hoa kiéu Office
theme, nhung né lai ing dung mau khac, mau mic dinh goi 1a Simply Fill, con bay
gio n6 da dugce thay thé bang mau Intense Effect. Miu méi nay c¢6 mau cin ban cta
theme mac dinh, nhung no lai c6 hinh dang ndi, c6 hinh phan chiéu va rd nét hon.

¢. Mau SmartArt: Vi du 2

Executive Summary

» Just-in-time retail inventory
« Expanded range of choices

» Reduced overhead costs
» Increased customer satisfaction

pte ? » 20% growth in this fiscal year

Trong vi du ndy mot trong mau 3-D duoc tng dung goi 1a Cartoon. N6 lam cho hinh
dang trong c6 vé dugc nang ra khoi slide mot chit. Hinh dang chinh ¢6 géc canh va
ndi bat tir dau dén day.

d. Thay d6i mau sic cho mau (style)

Giéng nhu mot bai thuyét trinh ¢6 nhiéu theme dé lua chon, mdi layout cho dd hoa
SmartArt cting c6 chira nhiéu mau (style) khac nhau.

Design

= ma
/=
= N -
e Oppo Accent1 Colorful Range - Accent Colors 4 to 5
» H__ =
4 H—IE (. = =
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Ban c6 thé thay ddi mau sic cho slide bang cach sir dung thu vién nhu hinh trén. Thu
vién nam trén tab Design tab véi SmartArt Tools trén Ribbon, trong nhom
SmartArt Styles. B¢ thay d6i mau sac cho mau, lam nhu sau:

1. Chon Change Colors.

2. Chi vao bat ctr miu mau sic nao.

3. Nhin phén xem lai trén d6 hoa, chon mdt mau dé ung dung mau sac do.

e. Tim hiéu thém vé shape (hinh dang)

Format ©w

2 Shape Fll =
Z shape Outline ~
:_l?h;peiffvi;;-— 2
hape Sty — — -
’j V_I Preset » I
Executive Su | Mo shad =
The Concept  «j— padva Sl
| Outer
e 3 5
The Opportunity sis— > ]—J | | L_
R —— _—

Mau ban ung dung dd hoa trong c6 vé tuy€t voi, nhung ban co thé 1am hon thé b:?mg
cach sir tac dong 1én tirng shape (hinh dang) riéng 1. Ban c6 thé lam diéu nay trén tab
Format tab voi SmartArt Tools.

1. Chon mdt hay nhiéu shape (hinh dang) ban thich.

2. Trén tab Format, nhin vao nhém Shape Styles dé chon Shape Effects va nhin vao
mili tén.

3. Chon cac hiéu tmg, chang han nhu Shadow (d6 bong).

f. Tim hiéu thém vé mau cho vin ban (text style)

Format w

42

Quu

Bule Y
2 Appue to Selected Text

-k

)

Executive Summ /. A A

l\VordAn Style

1\
g

A“AAA

Applies to All Text in the Shape
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Ban cling co6 thé héu chinh ndi dung text trong dd hoa SmartArt. Bé dinh dang
WordArt véi ndi dung text, lam nhu sau:

1. Chon hinh dang bao ndi dung text ma ban muén dinh dang.

2. Trén tab Format, nhan vao miii tén trén Quick Styles (Pay 1a nhom WordArt
Styles). q

3. Chon mot kiéu WordArt dé tirng dung cho ndi dung text.

g. Cap nhat mot biéu db cii

Mot biéu d6 cii ban da tao trong phién ban cii cia PowerPoint s¢ dugc xur 1y nhu thé

nao trong phién ban PowerPoint 2007. Trong hinh trén cho thy hop thoai cho ban hai
su lua chon.

Our sales staff

Diagram Conversion

'} To edt this dagram in the 2007 Microsoft Office system, you must convert it to a SmartArt graphic or Shapes.
.

© [Convert to SmartArt graphic]

() Conwert to Shapas

[ Convert ][ Concel ]

Khi ban 1an dau tién mé biéu do ban di tao ra trong PowerPoint 2003 hodc phién ban
truée day thi biéu d6 khéng dugc chinh stra lai. Khi ban nhip déi (double-click) biéu
d6 thi hop thoai Diagram Conversion xuat hién v6i hai chon lya:

Luya chon dau tién 1a convert the diagram to a SmartArt graphic (chuyen d6i biéu
dd sang do hoa SmartArt). Biéu d6 chuyén doi ludn c6 sin cho tat ca thiét ké va cong
cu dinh dang cua bat cir do hoa SmartArt nao. Sy chuyén héa tng dung layout thich
hop, miu mic dinh va mau séc tir theme hién tai, nhung ban c6 thé thay d6i chung.

Luu ¥ 13 lya chon nay cé thé 1am thay d6i biéu dé mot cach khong doan trude duoc.

Sy Iya chon thir hai 1a convert the diagram into shapes (Chuyén d6i biéu d6 sang
hinh dang) ma ban c6 thé dinh dang. Néu ban mudn duy tri nguyén ven biéu do, thi
day 1a sy lya chon cua ban.

Khi ban chon convert the diagram into shapes ban c6 thé chon dinh dang cho bat cir
hinh dang nao trong PowerPoint (nhitng phan nay thudc vé Drawing Tools, ¢6 thé
mg dung cho hinh dang va placeholders, chir n6 khéng phai 1a mét phan cta
SmartArt Tools).
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PHAN III: THEM AM THANH HOAC LOI THOAI

1. Choi mét file Am thanh

.

£3 Movie -
& Swnoa |
| Sound trom File...

Sound from Clip Organizer...

Ban c6 nhiéu cach dé chén thong tin trong slide ctia minh va sir dung cong cu am
thanh trong PowerPoint dé quan 1y am thanh choi nhu thé nao. Ban c6 thé st dung ctra
s0 tac vu Custom Animation va dua ra nhitng 1énh chinh xac véi PowerPoint cach
bat dau hodc ngimg 4m thanh nhur thé nao.

a. Chén am thanh bang cach st dung tab Insert

= Insert Sound
£3 Movie -

2 )
¢ Sound 41 ~
_'s._i‘l_d' My Recent

| | ) Ssound from File :.3 e bz | | Wb B
| e Loqument s mid
: Sound from Clip Organizer () Desktop
! — @Sldclmo.wav
= v x

J Soundfrom Fe... 4 \

Sound from Clip Organizer. ’ ~
— ‘eull@l
{ mellow | ]

Ban c6 thé chén am thanh tir may tinh cia ban hodac chén am thanh tor mdt file trén
mang ndi by hodc chén mot file trong thu vién clip. Nhiing file nay c6 tén nhu
MySound.wav hodc Atmospheric.mid. Nhitng budc sau chi cho ban céch chén am
thanh bang tab Insert.

Look n: l‘-J Sounds

1. Click vao tab Insert.

2. Chon ntit miii tén trén hdp Sound.
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3. Pé chon mét file 4m thanh tur may tinh cua ban hodc file tr mang ndi bg, chon
Sound from File. Tim file va nhap d6i chugt dé chén n6 vao slide.

4. Pé chén am thanh tir thu vién clip, chon Sound from Clip Organizer va tim kiém

clip trong cira s6 nhiém vu Clip Art. Chon clip ban mudn chén vao slide.

b. Chén 4m thanh bang cach sir dung Slide Placeholder

0 Click to add title

» Clck 1o add rext :
iy i

v, :

Jk ;

| dnetlieds e,

e { Click to add title ':
-dxi( io add text SR

(cup Ant] % melow
ooy slassiisanss | mellow

% Plan

Ban c6 thé s dung nhiing biéu twong nhu hinh trén dé chén vao file 4m thanh. Két
qua cling tuong tu nhu ban st dung tab Insert, nhung ban st dung content
placeholder nhu hinh trén.

1. Click vao biéu twong Insert Media Clip dé tim file 4m thanh trén may tinh hodc
trén mang ndi bo.

2. Click vao biéu tuong Clip Art dé mé cira sé nhiém vu Clip Art dé file 4m thanh
chén vao clip.

c. Bit dau choi Am thanh

Yearly goals

Microsoft Office PowerPoint

-
\l) How do you wank the sound to start in the side show?
Show Help >>

[mmd [ whenCided |

Trong qué trinh chén am thanh, mot ctra s6 nho hién ra v6i hai sua lua chon 13 ban
muon am thanh s€ bat dau mot cach ty dong hay ban mudn bat dau am thanh bang
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cach click chudt. Chon Automatically néu ban muén 4m thanh tu dong choi khi slide
dugc thuyét trinh. Néu trong slide da c¢6 cac hiéu irng khac nhu dm thanh, doan video
clip, thi am thanh s€ bat dau choi khi cac hi€u ing da co6 két thuc.

Chon When Clicked néu ban mudn 4m thanh bét diu choi khi ban nhan vao biéu
tuong trén slide.

d. Choi am thanh trén Slide

.\\d9-0 ¢ Picture Tools  Sound Tools
o/ ’
. .) Cptions

2!y Play Sound: When Clicked
Automatically

When Clicked
Play across skdes [%

=

N
3

Am thanh di chén trén slide va mic du ban chon cach choi tu dong hay chon cach
nhap chudt vao biéu twong 4m thanh, thi 4m thanh s& choi tir dau dén cubi bai thuyét
trinh, trir khi ban click trén slide dé ngimg am thanh. Ban c6 thé choi 4m thanh tir dau
dén cudi bang cach:

1. Chon biéu tuong am thanh.
2. Trén Ribbon, dudi Sound Tools, chon tab Options.
3. Trong nhdm Sound Options, trong danh sach Play Sound, chon Play across

slides.

Pay 1a cach bat diu am thanh mot cach ty dong khi slide bit ddu thuyét trinh va no s&
khong ngimg mic du ban c6 click chudt 1én slide. N6 s& nging khi két thic doan am
thanh hozc bai thuyét trinh két thiic. Néu ban mudn nod ngirg nhu thé nao thi sir dung
trinh nhiém vy Custom Animation.

e. Thiét lap thoi gian cho 4m thanh nging
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4 Custom Animation X
Play Sound
Modify: Play Effect
Rart O After Previous v
Yearly goals
1
- IO O D LongerFhie.wav | o
3 D O ondidk
O after qurent side
) @after: |83 3 sides
Effect Options...
2]

Ban c6 thé chon cach ngimg 4m thanh trong bai thuyét trinh bang ctra s6 nhiém vu
Custom Animation. Véi mét file phim anh ban ciing st dung cira s6 nhiém vy nay.
Pé lam cho 4m thanh choi, nhung nglmg trong mot s6 slide, dau tién mé ctra s6 nhiém
vu Custom Animation trong tab Animation va sau d6 lam nhu sau:

1. Am thanh trong bai thuyét trinh c6 hiéu (mg boi tén cia né trong ctra s6 nhiém vu,
vi du trong hinh trén tén cua né la LongerFlute.wav. khi hi€u tng dugc chon trén
slide, thi n6 cling dugc chon trén ctra s6 nhiém vu.

2. Click vao miii tén trong hop hiéu tng 4m thanh dé thé hién né trén menu.

3. Trén menu, chon Effect Options.

4. Trong hop thoai Play Sound, ban c6 mot vai lya chon cach ngirng am thanh nhu
thé nao. Pé xac dinh ngurng am thanh sau mot s6 slide thi chon mii tén trong hop
After. Trong hinh trén, thi am thanh s€ choi chi trong 3 slide.

f. Thay ddi cach am thanh bat dau

Custom Animation woX |
"Cmomnnlnuuon vy Xx
Moddy: Play i |® [ Custom Animation v X
SRat: |5 Afver Previous ¥ Modify: Play i i
I Rart: S Ater Previous ¥ Moddy: Play
1 St J'a On Chtk v
0 D D Longerfite, way ¥
| = 3
0 Rort On Ok 2 _ 3 D LongerFite wav ¥
Start Wrth Pravious
o) art After Provious
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Ban ciing st dung Custom Animation dé thiét lap ché d6 am thanh bit dau nhu thé
nao trong bai thuyét trinh. Chang han ban da chon am thanh bat dau tu dong, nhung
sau do lai quyét dinh n6 nén bat dau bang cach click chudt. Cach lam nhu sau:

1. Néu 4m thanh bét dau ty dong thi ban s& thdy giéng nhu hinh trén, trong hop Start
hién ra mot chiée dong ho véi dong chir After Previous.

2. Chon miii tén trong hop Start va chon Start On Click.

3. Hiéu tmg di duoc thay ddi bang biéu twong con chudt trong hop Start, ban c6 thé

click chugt dé bat dau am thanh.
g. Cai dat phuong thirc kich hoat (trigger) &m thanh trén slide

Ban di biét mot sd cach bat dau 4m thanh trong slide va day 1a mot cach thay ddi vui
vui la thay déi biéu tugng am thanh (trigger).

4 (uﬂomknhnation v x
| Play Sound
Effect | TENQ | Sound Setting:
1 [0 o D SoundEffectl.wav .V'] Iriggers 2
1
e i) 2 O animate as part of cick sequence
3 =®) Start effect on ghek of :
:) ¢

1. Biéu twong 4m thanh duoc chén vao slide.

2. Trong ctra so6 tac vu Custom Animation, chon nut miii tén trong Sound Effect va
sau d6 chon Timing trén trinh don.

3. Trong hop thoai Play Sound, dudi Triggers, chon Start effect on click of.

4. Chon mili tén va chon biéu tuong am thanh khac thay thé cho cai loa. Vi du ban
chon Right Arrow 6.

h. File Am thanh ctia ban lién két hay dugc nhing
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Look in: ) My sound files

Name Size
e
Qﬂ Arenos pheric,mid 7KB
@ (@) Background.mid 6K8
Gﬂ LongerFite.way 154 KB
- (23] Shdalntro.wav 16KB _
2 (23 SoundEffectd.wav  25KB <

1. Nhiing file ndy s& két ndi dén bai thuyét trinh bai vi né khong phai 1a file .wav hodc
c6 dung lugng 16n hon 100KB.

2. Nhiing file nay dugc nhing trong bai thuyét trinh béi vi ching 1a file .wav va c6
dung luong dudi 100KB.

Pé dam bao 4m thanh s& dugc choi trong bai thuyét trinh ctia ban thi hiy quan tdm
dén chi tiét vé& dung luong cua file 4m thanh. Mic du file 4m thanh dugc két ndi dén
bai thuyét trinh bang cach két ndi hay duoc nhung. Nhung diéu quan trong hon 13 hay
quan tam PowerPoint ¢6 thé tim thay file &m thanh ma bai thuyét trinh co lién két
dén.

Nhiing file lién két

Mot file lién két thyc sy khong phai 1a ndi dung ciia bai thuyét trinh, thay vao d6
PowerPoint tao ra mot duong lién két dén file nay bang cach chén nd vao trong bai
thuyét trinh. Vi du file nay co thé & trén may tinh hodc trén mang ndéi bd ma may tinh
ctia ban c6 thé lién két duoc. Chinh vi vay, khi ban chen n6 thi thyc su ban da tao
dugc duong lién két dén no. PowerPoint dya trén dudng lién két nay dé choi am
thanh. Khi ban di doi hodc x6a bo file 4m thanh nay, thi duong lién két khong con
hién hiru, vi vay bai thuyét trinh s& khéng c6 am thanh, vi PowerPoint khong tim thay
file am thanh nay.

Nhirng file nhing

Mot file nhung 14 mot phan ciia bai thuyét trinh. Néu ban mudn sao chép bai thuyét
trinh dén mot vi tri khac trén may tinh thi file 4m thanh van choi duoc trén bai thuyét
trinh.

i. Lam thé nao dé thuc hién céc file lién két
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=Y Atmospherc_.mid

o | Background. mid
=Y LongerFiute wav
S Y| Sidelnkro. wav

Duéi day 1a hai bai thyc hanh dé lién két file sm thanh dén bai thuyét trinh:

Bai thuc hanh thir 1: Khi ban tao ra mdt bai thuyét trinh va trudc khi chén file am
thanh, nén copy file am thanh vao cing mot folder. Sau d6 chén nd vao bai thuyét
trinh, PowerPoint s& tao ra duong lién két voi file 4m thanh trong folder c6 chua ca
file thuyét trinh va file m thanh. Khi ban di chuyén hoic sao chép folder d6 dén mot
may tinh khac, thi &m thanh van duoc choi trong bai thuyét trinh.

Bai thwc hanh thir 2: Khi bai thuyét trinh di duoc lam xong va ban mudn sao chép
n6 thi nén sir dung Package for CD. Chirc ning nay sao chép tat ca cac file dén mot vi
tr trén CD hodc mot folder ndo d6 va nd tu dong cip nhat nhitng dudng lién két cho
file am thanh, hinh anh.

Pé dam bao am thanh s& duoc choi trong bai thuyét trinh ciia ban thi hdy quan tim
dén chi tiét vé dung luong cua file 4m thanh. Mic du file 4m thanh dwoc két ndi dén
bai thuyét trinh bang cach két ndi hay dugc nhung. Nhung diéu quan trong hon 13 hiy
quan tam PowerPoint c6 thé tim thdy file &m thanh ma bai thuyét trinh c¢6 lién két
den.

Nhiing file lién két
Mot file lién két thuc su khong phai 1a ndi dung cua bai thuyét trinh, thay vao do
PowerPoint tao ra mot dudng lién két dén file nay bang cach chén nd vao trong bai
thuyét trinh. Vi du file nay co thé & trén may tinh hodc trén mang ndéi bd ma may tinh
ctia ban c¢6 thé lién két duoc. Chinh vi vay, khi ban chen no thi thyc sy ban da tao
dugc duong lién két dén nd. PowerPoint dwa trén dudng lién két nay dé choi am
thanh. Khi ban di doi hodc x6a bo file am thanh nay, thi duong lién két khong con
hién hiru, vi vay bai thuyét trinh s& khong c6 am thanh, vi PowerPoint khéng tim thiy
file @m thanh nay.

Nhirng file nhung

Mot file nhung 1 mot phan cia bai thuyét trinh. Néu ban mudn sao chép bai thuyét
trinh dén mot vi tri khac trén may tinh thi file 4m thanh van choi duoc trén bai thuyét
trinh.,

2. Choi am thanh tw dia CD
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Insert CD Audio

Choi 4m thanh tir dia CD cho bai thuyét trinh cho ban mét sy lwa chon 4m thanh nén
khac da dang hon. Ban c6 thé chon duong din dé choi 4am thanh trong sudt bai bai
thuyét trinh hodc thiét 14p ché do bat dau va két thic cho file 4m thanh. Vi cach nay
thi khong anh hudng dén dung luong cua bai thuyét trinh, nhung mot diéu dang luu ¥
13 ban phai luén mang theo dia CD khi ban thuyét trinh.

Thiét 1ap dwong din cho CD

Insert

I A ' £3 Morte -
i { 1 )4 Sound =y

J)  Sound from File..

Sound from Clip Organizer, b
|

Q Play CD Audio Track..,

Insert CD Audio
Chp sedection
Sat tbrack: |1
End sttrack: |4
o cotions 4 5
[Jioop untd stopped

Pé thiét 1ap duong dan dén CD:

1. Trén tab Insert, trong nhdm Media Clips, chon miii tén trong hop Sound va chon
Play CD Audio Track.

2. Ké bén hop Start at track, chon track (bai hat hay am thanh theo thur tu).

3. Trong hop time, xéc dinh thoi gian CD bat dau choi. Néu thoi gian 1a 00:00 ¢6
nghia 1a 4&m thanh s& dugc choi khi bai thuyét trinh bat dau.

4. K& bén hop End at track, chon track ban mudn két thuc. Ban ciing c6 thé két thuc
vo1 track bat dau.

5. Trong hop time, xac dinh thoi gian track ngimg. Dé choi tat ca cac track, chon choi
hét thoi gian. Luu ¥ khi bai thuyét trinh két thuc trudce, thi 4m thanh ciing ngimg theo.
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PHAN IV: PINH DANG BAI THUYET TRINH

1. C4 nhan héa dinh dang bai thuyét trinh
a. Chon theme dé phuc vu cho dinh dang thuyét trinh cua ban

Gia sir rang ban lam viéc cho Cong ty du lich Margie va cong ty dang c6 chién dich
mo rong tour dén cac nudc nhiét doi va va ban mudn lam mot bai thuyét trinh ndi bat
bﬁng cach tao ra slide c6 mdt phong cach dac biét. Cach nhanh nhat dé lam dugc diéu
nay 1a ban c6 thé sir dung chirc ning theme.

Theme c6 thé d& dang tao ra bai thuyét trinh chuyén nghiép nhung ton it thoi gian cho
ting phan trong slide nhu nén, ndi dung text, bang biéu va hinh dang. Chi véi mot vai
céi click chudt don gian, ban c6 thé thay d6i bai thuyét trinh mot cach nhanh chong.
Trong ba slide ¢ hinh trén cho thdy mau sic dugc thay ddi rat d& nhan thdy duoc.
Nhung néu ban nhin k¥ phia bén trai slide, thi tiéu dé placeholder xuat hién ¢ phia
dudi slide, mic du ba slide déu str dung ciing mét layout Title and Content.

Néu ban di tung st dung PowerPoint 2003 hodc phién ban trude day, co thé ban da
quen sit dung voi thiét ké template. Nhung v6i PowerPoint 2007, thiét ké template da
dugc thay thé bang chirc ning theme linh hoat hon.

b. Cac thanh phan ctia mot theme
Theme that sy quan trong dé tao ra su khac biét trong cudc canh tranh, chinh vi vay
ban khong mudn bai thuyét trinh cho tour du lich dén cac nudc nhiét déi giong nhu

bat clr mot bai thuyét trinh cua cac cong ty khac. Thay doi va tiiy bién theme c6 thé
lam cho bai thuyét trinh ctia ban dé nhé va an tugng hon.
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Design | Animations Siide Show Review View Add-Ins

[E= 9[22 lAa It’ (e
| B L L LR Emamsm I J = 'O E"eds'

Aa

Theme 1a su két hop bao gém mau sic, font chit, hiéu ung, hinh nén dugc ung dung
cho mot hay nhiéu slide hodc toan bo bai thuyét trinh. Theme ndm & trong thu vién
Themes trén tab Design. Khi chi con tré mot lac vao mot mau theme trong thu vién,
ban c6 thé xem qua theme ma ban mudn str dung cho bai thuyét trinh, chirc ning nay
duogc goi la Live Preview (xem thir tryc tiép).

c. Thay d6i hodc tuy bién theme

Chon Colors, Fonts, hodc Effects dé thay doi hodc tiiy bién cac yéu td ciia theme

‘n Colors % . n Colors =

Custom

COMEEENEN Custom1 Eftects /|

BuiltIn v Q—
| NREEEE orrice ‘Calibri — oo
M CEEEEE Gyl calibri J@ c
|.13Elllll. Apex Office 2 L ) |
/N ENEEDN  Apect Calibri i
N EEEEEE Cambria [ | G
N EEEEEE Concoure I | a |
| NEEEEE cquty Arial s A-E'dﬁ-'t'y“ -
|ENEEEEE flow Times New Roman — vl
| BOEDEEEE foundy S [@ }e’ C
| MODEEEEE Median Arial b iR «dibh
| T b taten Arial Me_dun Metro [}

Mot cach khac dé 1am cho bai thuyét trinh ciia ban an twong hon cac bai thuyét trinh
ctia cong ty du lich khéc 14 thay d6i hodc tiry bién theme bang cach sir dung chirc ning
tly bién trén tab Design. Ban ciing c6 thé thay ddi theme bang cach sir dung su két
hop gan lién ctia mau sic, font chit va hiéu tng hodc tiiy bién theme bang cach tao ra
mot su két hop maéi dé sau nay ban co thé sur dung theme riéng cua minh.

d. Tuy bién mau sac theme
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p———

Agenda

* History of company * History of company
* Tours * Tours

* Dates ¢ Dates

1. Slide st dung theme Flow.

2. Cung mét slide nhung dugc tiiy bién mau sic.

Chon nit Colors, thu vién Theme Colors xut hién véi tiiy chinh mau sic tir cac
theme. Dé tao ra mot mau sic riéng, chon Create New Theme Colors ¢ phan duéi
cua thu vién Theme Colors.

e. Thay d61 mau nén cua slide

(3]

Agenda Agenda

* History of company * History of company
* Tours 9 * Towss

» Dates « Dates

Agenda

* History of company
* Tours

¢ Dates

1. Theme voi tén goi Flow v4i mau nén mac dinh.

2. Kiéu mau nén c6 mau sac dong nhat.

3. Hinh nén cua bé mat go.

Sau khi tuy bién mau sac, thi cling nén thém mau nén cho slide. Thuc ra, tat ca slide
deu c6 mau nén, con slide mac dinh c6 mau nén 1a mau trang. B¢ thay d61 mau nén,

chon nut Background Styles trén tab Design. Kiéu nén dugc xac dinh bai theme, khi

theme thay doi, thi miu mau nén trong thu vién ciing thay doi.
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f. St dung mét hinh dnh lam hinh nén cho slide

{@ Background Styles =

&Y Format Background, ..
) Reset Side Backgrourd

Format Background

S | Fil

1 ‘p":ﬁlt H O Sokd 4

O Gradent &

® Prtre or texture il = 2
[[] Hde background graphics

o
Ingert from:
([ ](gobond](c0e.]

| |
3

Ban ciling c6 thé chon mot hinh anh nao d6 dé 1am hinh nén cho bai thuyét trinh cua
ban thay vi chi str dung mau nén.

1. C6 mot s6 tab va cira s6 nhiém vu cho hop thoai Format Background, chuyén qua
ctra sO nhiém vu dé thay doi lya chon.

2. Bé str dyng mot hinh anh 13 hinh nén thi chon chtic ning nay.

3. Bé chén mot hinh anh tir mot file, chon File va sau d6 dat hinh anh va xac dinh vi
tri hinh anh ban muén thém vao. Pé dan mét hinh anh tir Clipboard hodc chuong
trinh ndo khéc, thi sao chép mot hinh anh, sau d6 chon Clipboard. Dé st dung clip art,
thi chon Clip Art va sau d6 nhap ndi dung mo ta clip trén hop Search text.

g. Lam mo anh nén cua slide

Agenda

* History of company
* Tours
* Dates

-
F L i gy & R

1. Slide v6i hinh nén gdc.

2. Slide sau khi sir dung chtrc nang Washout (Iam mo).
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bé thay ddi su ruc & hay su tuong phan ctia mot tdm hinh, ban sit dung tuy chon
trong ctra s6 Picture trén hop thoai Format Background. Click vao Recolor dé mé thu
vién, noi ma ban c6 thé ap dung mot hi¢u tng stylized nhu lam mo mat tdm hinh va
sau do under Color Modes, click Washout.

h. Luu trir file vé1 mot theme moi

All Themes ¥
This Presentation

Aa

Custom

Built-In
ﬁa !
| e 0N e

() rowse for hemes...
=3 Save Cunent Theme...

s
(2]

1. Chon mit More dé mé thu vién Theme.

2. M6 hop thoai Save Current Theme, noi ban co thé luu trit theme cua ban.

3. Nhitng Theme ban d tiry bién va luu trir xuat hién tai noi nay.

2. Kham pha sirc manh cua Custom layout

a. Strc manh cua layout

3-23/3-38
3334

>34

20-130-17

1-sxaall
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Nhitng layout ¢6 sin trong thu vién trong c6 vé tot, nhung chung khong han 13 nhimng
layout ban mudn st dung. Chinh vi ban mudn c¢6 mot bai thuyét trinh 4n tuong trudc
sép ctia ban hay khach hang. Ban c6 thé thém hinh anh, logo cta cong ty ban dé tao ra
su khac biét véi nhimg bai thuyét trinh khic. Chinh vi vy, ban hay tan dung sirc
manh cia layout dé tao nét riéng ctia minh.

b. Layouts va Placeholders

1. Title placeholder (ving chta tiéu d&) va Subtitle placeholders (viing chira tiéu dé
phu)
2. No1 dung text placeholder véi placeholder dugce chon

3. No1 dung placeholder dugc sir dung cho ndi dung text va ndi dung slide nhu clip
art, SmartArt graphics, tables, shapes, pictures va do thi.

4. Header and footer (Ngay, chén trang, sé thi tw slide) placeholders

c. Xem lai Sile Master

Cung moét side nhung & ché do Normal view va Slide Master view.
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Dé m¢ Slide Master view, trén tab View, trong nhém Presentation Views, chon Slide
Master.

d. Tao ra mot custom layout

2| o

Insernt
Layout
Edit Master |

@

Pé thém mot custom layout:
1. Chon Insert Layout.
2. Chén mé&i mot custom layout c6 bén placeholder bao gdm mét placeholder cho

Title va ba placeholder Footers cho Ngay, Chan trang va S6 thir ty slide. Ban ciing
c6 thé x6a nhitng placeholder nay trong nhom Master Layout trén tab Slide Master.

3. Bé dé dang st dung lai custom layout sau ndy, chon nat Rename, nhap mot cai tén
dé ban d& dang nhé trong hop Layout name trong hdp thoai Rename Layout va sau
do chon Rename.

e. Str dung custom layout cta ban

=1 e | ot
B, =

-
o3 Reset
Paste New
. ide = | 5 Delete
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1. Trong slide thir hai trong bai thuyét trinh trude khi thém layout.
2. Custom layout duoc chen sau slide thur hai.

Dé chén mot custom layout trén tab Slide Master, trong nhém Close, chon Close
Master View. Cach d& nhit dé thém custom layout vao bai thuyét trinh ctia ban 13 trén
tab Home, trong nhom Slides, chon New Slide va sau d6 chon Tropical vacation
layout.

f. Luu trir mot template

Dé luu trit bai thuyét trinh nhu mot file template, ta lam nhu sau:

(Da
1. Chon nut Microsoft Office |, chi vao Save As va sau d6 chon Other Formats.
2. Trong hop File name, nhap tén file.

3. Trong danh sach Save as type, chon PowerPoint Template (*.potx) va sau do

chon Save.

Template xuat hién tai My Templates trong thu vién New Presentation khi duoc luu

trtr vao mot vi tri mac dinh.

New Presentation @

My Templates

@EG
Prev

¥ (L

i

Margie's Travel Company
2008 Tropical Vacation

Tours

EEEEEEEE

23 Tropical Yacations Tours.potx i

E

C=] (o
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PHAN V: CHUAN BI THUYET TRINH

Bao vé, in an va chuén bi san sang cho bai thuyét trinh

a. Kiém ching, in an va chuan bi thuyét trinh

Adventure Works
2008 Sales Proposal

e
Mhewn i s esbiaans
weereiee sanse

Ban da biét cach tao ra cac slide cho bai thuyét trinh va ban phai chuén bi cho bai
thuyét trinh trudc cong ty. Hay bit diu xem lai bai thuyét trinh trén may tinh cua ban,
kiém tra chinh ta, kiém tra ghi chu. Sir dung ché d6 xem trudc khi in dé xem ban in
nhu thé nao va chon ché d in 4n cho phu hop.

Khi moi thir d3 chun bi, chuyén bai thuyét trinh cta ban qua CD hay trén mot may
tinh nao d6 dé ban co6 thé truy cap cho budi thuyét trinh. Chirc nang packaging s€
giup ban lam di€u nay.

b. Duyét lai trén may tinh

Khi da c6 mot bai thuyét trinh ban c6 thé xem lai n6 bat ky thoi diém nao bﬁng chirc
nang Slide Show view.

Home insert Design Animations | ShoeShow | Review  View
' = ';_]'. :‘;]- .2y o1 K9 Record Namation @ Resonti
(1 = ST Show P
From"..~ From Custom
Beginning Current Side ~ Siide Show | | g5 | UsePres
k Start Stide Show ( 2 ) Adventure Works
- . 2008 Sales Proposal

Esc
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1. Pé mo chuc nang Slide Show view, chon tab Slide Show va chon 1énh trong nhom
Start Slide Show dé¢ bat dau slide dau tién hay slide hién tai.

2. Chuc nang Slide Show view s€ phu toan b man hinh may tinh.

3. Mudn chuyén tir slide nay dén slide khac 13 sir dung thanh coéng cu Slide Show &
bén trai phia dudi man hinh. Miii tén chi dan xuat hién khi ban ré con tré dén khu vuc
nay. Mot cach khac dé chuyén tur slide nay dén slide khac 1a bang cach click con
chuot.

4. Dé thoat khoi ché d6 Slide Show & bt thdi diém nao thi ban nhan phim ESC trén
ban phim, né s& tré vé ché d6 Normal. O ché d6 nay ban c6 thé di€u chinh nhiing thay
doi1 can thiet.

Céch khac dé chuyén sang ché do thuyét trinh Slide Show 13 nhan phim F5 dé bat dau
tir slide dau tién hodc nhan t6 hop phim Shift + F5 dé bat dau thuyét trinh tir slide hién
tai, hodc ban c6 thé click vao nat Slide Show & bén phai dudi man hinh.

c. Kiém tra ngir phap va nhiing binh luan (comment) trén slide

Ban mudn lai trir bat cir 16i chinh ta ndo hodc tim nhiing céi sai ngé ngan trudc khi
thuyét trinh, hay chon tab Review dé thuc hién kiém tra chinh ta, nhung nén nhd réng
chua c6 cong cu kiém tra 16i chinh ta cho tiéng Viét. DAy ciing 1 noi xem binh luan
cua nguoi khac ho xem slide cta ban.

¥

(o b9-0 (

i i
Home Insert Review | | Shide Show Review View Format |

v@ W Y=l adEans

Spelling Research Thesaurus Tra 2 : New Eait Delete Previous Nent
! Comment, Comment
Lomments

Comments

AR1_(Amy Rusko 1/3/2007 | |
! [rmy. you need to add “cookware” !

Not in Dactionary;  &gre ! | to the kst for camping products, ‘

e |
g ~ e 7 i

!
i

1. Trén tab Review, trong nhém Proofing, click Spelling.

2. Ban ciing c6 thé muén nguoi khac xem qua bai thuyét trinh ctia ban va cho binh
luan trude khi ban thuyét trinh. Tim 1énh New Comment, trong nhém Comments,
trén tab Review. Mot nguoi thém binh luan chi viée click vao Iénh va nhap binh luan
cta minh cho ting slide. Khi xem lai nhitng binh luén nay, ban st dung Previous va
Next trong nhom Comments.
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d. In an tai liu

Chuong trinh in ciia PowerPoint printout ra thuong duoc goi 1a handout. Handout ¢6
thé c6 mot hay nhiéu slide trong mét trang, nhiéu nhat 14 9 slide.

Print Preview
bty N print Wist A Y : 3 Nedt B
i~ - i 3 1 - = et Page
e Wil B Q)N TR W1 * 3
Print Oplions  Handowts 3.. = | Orientation Zoom Fitto b Pre Page | Close Print
. o’ — - Window Preview
Print Slides Zoom Preview

| Handouts (1 Shide Per Page)
Handouts (2 Siides Per Page)
Handouts (3 Shdes Per Page)
2 =] | Handouts {4 Skides Per P.wc'x[;k
:Hanaoun 5 Slides Per Page)
| Handouts (9 Slides Per Page)
Notes Pages
s Outline View

J
W

Céch t0t nhat 1a dung lénh Print Preview dé chon kiéu handout trudc khi in an. Bét
dau bang cach click Print Preview trén nut Microsoft Office.
1. Trong Print Preview, chon miii tén trong hop Print What.

2. Chon mot kiéu handout trong danh séach.

3. Chi con chudt vao kiéu handout nio, thi kiéu nay phéng to cho ban xem dinh dang
nay. Ddi véi nhimg dinh dang c6 3 slide thi ¢6 ca phan ghi chu.

e. In 4n ghi chu

Print Preview
.;-:J X Print What “- « % H 3 Next Page a
S v - | - - - el
™, e «__.} X - o
Print  Options  Handouts 3..!= Orientation Zoom Fitto & Pre Page | Close Print
v —dd - Window Preview
Print Slides 200m Preview
| Handouts (1 Slide Per Page)

Handouts {2 Slides Per Page)

HMandouts (3 Slides Per Page)
Handouts (4 Slides Per Page) 2008 Salp Praponst
Handouts 5 Stides Per Page) e

| Handouts 9 Slides Per Page)

o]
L
| Motes Pages Q 1
Qutline View I
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Ban di in tai liéu cho ngudi tham gia budi thuyét trinh va ban mudn in 4n thém ghi
chua cho chinh minh dé€ thuén tién dién dat trong khi thuyét trinh. Cling bang cach chon
Print Preview trén nat Microsoft Office.

1. B¢ in ghi chi ngudi dién thuyét, chon Notes Pages trong hop Print What.

2. Ghi cha cua ban dugc hién thi trén man hinh.

f. Thém ndi dung footer trong tai liéu handout va tai li¢u notes

Print Preview

Header and Footer

A v 1 AN
bl 148 Print What: 5
b L} PSR - Side | Motes and Hundouts
Print [Options|  Handouts 3. =  Orientation Inchode on page
[T pote and time

Pl ) Heacer ana Footer... [% o
»

. Solot/Grayscale

o

[ Heoder
N ¥ Page number
¥ Eooter| Corfidertin] | 2

Print Preview ciing cho phép ban thém hodc diéu chinh footer trong tai liéu handout
hogc tai liéu note. Mac dinh thi tai li¢u in 4n handout va tai liéu note da c6 sin s6
trang. Néu ban muén mudn thay d6i chiing biang mot doan text thi 1am nhiing budc
sau:

1. Chon Options va sau d6 nhan Header and Footer.

2. Chon Footer va sau d6 nh3p doan text ban mudn thém vao vi du nhu
"Confidential". Néu ban muon thém ngay gio thi chon Date and time va sau d6 dinh
dang ngay gio trong hop thoai.

g. Chon mau sac dé in an

Print Preview

Header and Footer

N 1 Y
bl 148 Print What: 5
= e PR - S Motes and Hundouts
Print [Options|  Handouts 3. =  Orientation Inchode on page
[T pote and time

P ) Heacerana Footer... [{( =
G
»

. Solot/Grayscale

-

[ Heoder
N ¥ Page number
¥ Eooter| Corfidertin] | 2
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Tuy thudc vao may in, nén ban c6 thé in 4n bai thuyét trinh c6 mau sic hodc tring
den. Sau déy 1a cach in 4n:

1. Dud6i Print Preview, chon Options va chi dén Color/Grayscale, sau do chon lya.
Néu ban trong may in den tréng, thi mac du ban da chon mau thi két quara van 1a mau
den tring.

2. Mau xem lai cua tai liéu in mau.
3. Mau xem lai cua li€u in an mau xam, mau nén 1a mau trang.
4. Mau xem lai cua tai li¢u in trang den.

h. Sao chép dén CD

. eria
-‘ Distribute the document to other people l

»
@ | 4.4 PackageforCp | 2 N
4
2
A PPN Package for CD - @@

- «) Copy presentations to a CD that wil play on computers running
< Microsoft Windows 2000 or Iater, even without PowerPoint.

Name the CD: | Ssles Proposal
Files to be copled:

SalesProposal. pptx Add Fles...
Copy to Eolder. .. CopytocD | Closs |

Ban mudn sao chép mot file truc tiép dén mot dia CD. Néu ban sao chép tai ligu dén
mot folder thi ban c6 thé burn vao CD, ban cling c6 thé copy file dén mang ndi bo dé
truy c@p tir may tinh ciia minh. D& dong goi bai thuyét trinh cua ban:

(Ca
1. Click vao nat Microsoft Office *
2. Chi dén Publish va chon Package for CD.

3. Trong hop thoai mé ra, chon géi tin sao chép dén mot file khac hay sao chép dén
CD.
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