Trung tam cong nghé théng tin va Truyén théng S& Théng tin va Truyén théng Lai Chau

Bai 1l
KIEN THUC CO BAN VE BAI THUYET TRINH VA TRINH CHIEU

I. Bai thuyét trinh

1. Khai niém

Thuyét trinh 1a sir dung ngon ngix néi (co thé két hop véi cac phuong tién
hd trg) nham trinh bay mét van dé mot cach bai ban, hé théng trudc mot

nhom nguoi hay nhiéu nguoi dé nham cung cap thong tin, tri thic can thiét
cho nguoi nghe.

2. Céc nhén t6 dnh hwéng dén bai thuyét trinh

- Panh gia mtrc 46 anh hudng va tim quan trong ctia budi thuyét trinh.
- Phan tich nhu cau va tim 1y ctia ngudi nghe.

- Lya chon phuong cach thuyét trinh phu hop.

- Phac thao va xay dung dé cuong trinh bay.

- Chuan bi cac cong cu va dung cu lién quan.

3. Chi din d@é tao nén mot bai thuyét trinh tot

Pung trude dam dong, dé thanh cong, nguoi thuyét trinh phai lam chi moi
tinh huong va can dat cac cau hoi:

- Thuyét trinh céi gi?

- Thuyét trinh nhu thé nao?

- Nguoi nghe s& cam nhan nhu thé nao?
- Nguoi nghe s& thay d6i nhu thé nao?

Dé tra 1oi mot cach hiéu qua cac cau hoi trén, ban can giai quyét tot cac van
deé sau day:

+ Chuan bj that ki bai thuyét trinh va dja diém s& thuyét trinh
+ Sap xép noi dung theo trinh ty 1dgic

+ Tap bai thuyét trinh truéc

+ Trang phuc phu hgp véi nhip diéu

+ Am diéu giong noi thuyét phuc

+ Ngon tur thich hop

4. Cac buéc chinh trong tao va thuc hién bai thuyét trinh

* X4ac dinh muc tiéu thuyét trinh: Trudc khi bat dau mot bai thuyét trinh can
hiéu r& minh muon néi gi, doi twgng ngudoi nghe la ai, Ii do ho can nghe bai
thuyét trinh la gi?
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* Xay dyng mot bai thuyét trinh gom 3 budc: Phan tich, Cau tric va Thuc
hién.
Budc 1. Phén tich

- Thr nhét, can xac dinh muc tiéu cua viéc thuyét trinh: qua bai thuyét trinh
cai ma ban muon nguoi nghe hiéu la gi, nhirng ndi dung va ky nang can dat
duoc, vai ai va cai ban muon ngudi nghe thuc hién.

- Thir hai, can xéac dinh déi twong nguoi nghe bang cach hiy suy nghi vé chu
dé thuyét trinh dudi goc do cua ngudi nghe, tap trung vao kién thuc caa ho vé
van dé ban thuyét trinh dén dau, ngon ngit sir dung nhu thé ndo, mdi quan tam
cua ho la gi...

- Thir ba, Ia thuc hién phan tich cac y twong va cau tric: Chuan bi noi dung —
théng tin cho bai thuyeét trinh, Tim kiém chu de. ..

Budgc 2. Xay dung cu tric cia mot bai thuyét trinh

Nhin chung, mét bai thuyet trinh thuong duoc chia lam 3 phan: Mo dau, noi
dung va két thiic. Cau tric nay mang lai cho nguoi nghe cam giac c6 sy phan
tich, luan cw, c6 cam giac cua sy chuyén dong tién 1én phia trudc va dé nha.

Phan mé bai:

- Gi6i thiéu vé ban than nguoi thuyét trinh.

- Gi6i thiéu tiéu dé bai thuyét trinh.

- Loi ich cta bai thuyét trinh mang lai cho nguoi nghe.
Phan néi dung:

- Xac dinh céc ti€u dé€, nén chia ra lam hon hai phan va sau moi phan phai co6
két luan so bo hoac tom tat.

- Xéc dinh cac ndi dung chinh (khong dua quéa nhiéu ndi dung).
- Lam ndi bat cac phan quan trong.

Phan két luan: Khai quat lai cac noi dung can nhan manh.
Budc 3. Thuc hién

- Trinh bay theo phuong phap tong quat, chi tiét roi tong quat.

- Bat dau phan ma dau mot cach xac tich va c¢o dong.

- Khi trinh bay c6 diém ding tai nhiing théng tin quan trong.

- Lién tuc quan sat thai d6 va phan ng cua ngudi nghe.

- St dung nhiing tir ngit xuc tich, don gian, dé hiéu va cd vi du sinh dong.
- Trinh bay to, rd rang va cham dai.

- Phong thai tu tin va trang phuc hop ly.

II. Phin mém trinh chiéu
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1. LibreOffice Impress

Thuoc bd phan mém ma ngudn mé LibreOffice, n 1a phan mém tao bai
thuyet trinh da phuong tién nhanh nhét va dé dang nhat Ung dung nay hd trg
cac hi¢u ung anh dong dep va dac biét, giup ban gay an tuong manh véi nguoi
xem. Day 1a cong cu thuc sy ndi bat dé tao cac bai thuyét trinh da phu’O’ng tién
hiéu qua. Chinh stra cac bai thuyét trinh, tao sy linh hoat nho vao cac ché do
chinh stra va xem khac nhau.

2. OpenOffice Impress

La mot phan mém trinh chiéu thuoc bo phan mém OpenOffice.Org dugc
phat trién boi Sun Microsystems va cong ddong ma ngudn me. OpenOffice
Impress c6 tinh ning twong ty nhu Microsoft Office PowerPoint, dé hoc va dé
s dung. OpenOffice Impress ngay cang dugc ua chudong va st dung rong rai
bai tinh hiéu qua cao trong cong Viéc.

3. Microsoft Powerpoint

La mot tng dung quan trong cua Microsoft Office dé tao ra ban trinh bay
minh hoa (presentation); n6 la mdt phan mém manh, linh hoat va d¢ hoc.

- Chirc nang: mot cong cu hd trg giang day rat tot trong truong hoc, hd tro
thuyét trinh trong cac hoi thao, huéng dan s dung cac san pham trong viéc
guang cao, ...

- Cc dac diém:

Dién dat cac y tuong can trinh bay khéng chi bang 101 van ma con thé hién
qua hinh anh tinh va dong cung véi am thanh, cac doan phim mét cach song
dong.

Thug hién Cép hiéu &ng hoat hinh nhanh chong, sinh dong mot cach don gian
khong can téi kien thuc lap trinh.

Kich thudc tap tin nho, thuan loi cho luu trit va di chuyén.
Két hop duoc véi nhiéu dinh dang tap tin.
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Bai 2
SU DUNG PHAN MEM TRINH CHIEU POWERPOINT 2010

I. Lam viéc véi phin mém
1. Mé phan mém trinh chiéu PowerPoint 2010
a. Mé truc tiép:

- Cach 1: Trong man hinh Windows chon Start/Program/Microsoft
PowerPoint.

- Céch 2: Vao 6 C:/Program File/Microsoft Office/Office/POWERPNT.

- Cach 3: Nhay kép chudt Ién biéu twong P ciia MS PowerPoint trén man hinh
nen.

b. Mé gian tiép:
- Tim dén tén tép can mo luu trong may
- Nhan dtp chudt vao tén tép d¢é mo

Hogc nhan chudt phai vao tén tép, chon Open with, chon tén phan mém la
Microsoft PowerPoint 2010, roi nhan OK.

2. Péng phan mém

Nhép vao nat Close () & goc trén cling bén phai cira s6 PowerPoint,
Hodc

Vao ngan File chon Exit

Hoac

Dung t0 hop phim tit <ALT+F4>

Khi c6 su thay d6i trong noi dung bai thuyét trinh ma chua luu lai thi
PowerPoint sé hién hop thoai nhac nhé ban.

Microsoft PowerPoint

I %  Dovyou w.:jnt to save the changes you made to
Presentation1?

[ Save l [Du:ug't Save ] [ Cancel ]

e Chon Save: s€ luu lai cac thay ddi trude khi thoat PowerPoint
e Chon Don’t Save: s& thoat PowerPoint ma khong luu lai cac thay doi

e Chon Cancel: dé huy lénh thoat PowerPoint
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3. Man hinh lam viéc va cac thanh phan ciia man hinh lam viéc

Ngin File Thanh trang thai Khu vuce soan Close
thao goi 1a Maximize/Restore
Quick Access toolbar Title bar  slide Minimize ‘
= g ] |
Rlld9w-o6 Q7= POw,‘-;erPoint|2010.ppt:f - Micrdsoft PowerPoint A IJ_EJ 2&
ﬁ] Home Insert Design Transitions Animations Slide Shoy Review View Developer Add-Ins Acrobat & @
= % &=~ 5 .k = -z = - S EHa
J _J q:‘ AT = b\f] - ) #
Paste New . B 7 U S abe AV~ A B Shapes Arrange Editing
2 Slide = - = v v .
_J‘I\Cwiid Slides 'H‘:,'ﬁ\‘rl’“i‘;]r |
PN
1 Ngan Outline
| SN ey~ ~ — -
-------- 1
! Ngan Slides |
Microsqgft
POWERPOINT 2010
v
Click to add notes
:Slidelofzr Trek” | <5 | |[mElsa e 2 9% (=) @ F

v Thanh tiéu dé (Title bar): Thé hién tén cta chuong trinh dang chay la
PowerPoint va tén cua bai trinh dién hién hanh.

v" Quick Access Toolbar: Chira cac 1énh tat cia cac 1énh théng dung nhat .
Ban c6 thé thém/ bt cac 1énh theo nhu cau sur dung.

v Nt Minimize : Thu nhé ctra s6 ing dung vao thanh tic vu  (taskbar) cua
Windows; ban nhap vao nut thu nho ctua ng dung trén taskbar dé phong to lai
cua sO tng dung.

v' Nt Maximize/Restore: Khi ctra s6 ¢ ché d6 toan man hinh, khi chon nut
nay sé€ thu nho cira s6 lai, néu cua s6 chuwra toan man hinh thi khi chon nat nay sé
phong to cura s6 thanh toan man hinh

v Nt Close :Pong tmg dung lai . Ban c6 thé nhan duoc thong béo luu lai
cac thay doi cua bai trinh dién.

v Khu vuc soan thao bai trinh dién: Hién thi slide hién hanh.
v Ngin Slides: Hién thi danh sach cac slide dang c6 trong bai thuyét trinh
v" Ngin Outline: Hién thi dan bai caa bai thuyét trinh

S dung PowerPoint co ban



Trung tam cong nghé théng tin va Truyén théng S& Théng tin va Truyén théng Lai Chau

v" Thanh trang thai (Status bar): Béo céo thong tin vé bai trinh dién va
cung cap cac nut 1énh thay d6i ché d hié n thi va phong to , thu nho vung soan
thao.

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

Ribbon dugc td chirc thanh nhiéu ngin theo chirc ning trong qua trinh xay
dung bai thuyét trinh. Trong mdi ngan 1énh lai dugc t6 chic thanh nhiéu nhém
1énh nho, giup ngudi dung dé hiéu va dé st dung cac chirc ning cua chuong
trinh.

v' File: Chtra cac 1énh mo (open), luu (save), in (print),tao moi (new) va
chia sé bai thuyét trinh.

v" Home: Chtra cac nat [énh thuong xuyén sir dung trong qua trinh soan thao
bai thuyét trinh nhu 1énh sao chép, cat, dan, chen slide, bo cuc slide, phéan chia
section, dinh dang van ban, v& hinh va céc I1énh vé tim kiém, thay th¢...

|E| Presentationl - Microseft PowerPoint = B3 =
m Hame Insert Design Transitions Animations Slide Show Review View authorPOINT Lite £ @
. - . R— ~ == v - D B oy
B =] A - F 05
g - I
Paste Hew B 7 U 8§ zhe A~ As \ Shapes Arrange Editing
- b Slider =37 - < ~ -
Clipboard Slides Font Paragraph Drawing

v Insert: Thuc hién cac 1énh chén, thém cac ddi twong ma PowerPoint hd
tro nhu bang biéu, hinh anh, do thi, van ban, doan phim, am thanh,...
E Home Insert Design Transitions Animations Slide Show Review View Develaper Add-Ins

= ElE 1 F ) A=| [E Br38 7] (L]
al| HE @é | ) ﬁ I'L A — 753 # | Y2 ('Q u
Table Ficture Clip Screenshot Photo Shapes SmartArt Chart Text  Header WordArt Date Slide  Ohbject | Equation Video Audio

Art < Album = = Box & Footer = & Time Mumber
Tables Images Mustrations Links Text Symbals Media

v Design:Thuc hién cac 1énh vé dinh dang kich c& va chiéu huéng cua cac
slide, handout, 4p dung cac mau dinh dang va cac kiéu hinh nén cho slide.
E Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins
ER NN ™ [ [
Speatlj; Oriefwltlgtei-:n' p— [ | - m mmEm: s - |:|Effeds' [ Hide Background Graphics
Page Setup Themes Background

v Transitions: PowerPoint 2010 t6 chic Transitions thanh mot ngin méi
trén Ribbon giup chung ta c6 thé ap

v dung va thiét 1ap céc théng sé cho cac hiéu ang chuyén slide rat nhanh
chong va thuan loi. Ngoai ra, chdng ta c6 thé xem trudc hiéu tng chuyén slide
ngay trong che do soan thao.

@ Home Insert Design Transitions I} Animations Slide Shaw Review View Developer Add-Ins - |
1 il -,[; Sound: [Mo Sound] = Advance Slide
1 =
Q = & | A = ] _ . _
e | = < & Duration: 0200 - On Mouse Click
Mone Cut Fade Push Wipe Split Reveal 5 s.ﬂ] apply To All D After: 00:0000 *
Preview Transition to This Slide Timing
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v" Animations: Danh muc c4c hiéu ang 4p dung cho cac dbi tuwong trén
slide, sao chép hiéu ung gitra cac doi tuong, thiét 1ap thoi gian cling nhu cac su
Kién cho cac hiéu ung.

prm———— I
Home Insert Design Transitions :.mmat\-:msl/\\) Slide Show Review View Developer Add-Ins Format
|
* f e - EC'.’;,.’ﬂ:.nilnati-:un Pane P Start: On Click ~ Reorder Animation
] .ﬁ'\_l’ i E - ; Trigger ~ B Duration: 0200 3
Preview : R . — | FEffect Add "
- Teeter HHl Grow/Shrink Desaturate  |< Options = | Animation = %, Animation Painter |3| Delay: 00.00 + | ¥ Move Later
Preview Animation : Advanced Animation Timing

v Slide Show: Chuén bi céc thiét Iap cho bai thuyét trinh truéc khi trinh
dien, tuy bien veé mat ndi dung cua bai thuyet trinh trong cac tinh huong bao cao
va thiét 1ap cac théng s6 cho cac man hinh hién thi khi trinh dién.

(e —| |

Home Insert Design Transitions Animations Slide Show L\\) Review View Developer Add-Ins Format

| c—
= [ _T'i;r ij. N iﬂ ":L'J Play Narrations Resolution: Use Current Resalution =

k) —\0 CE - 4

E = o —= 5 Use Timings 2z T
Fram Fram Broadcast  Custom Set Up Hide | Rehearse Record Slide .

Beginning Current Slide  Slide Show Slide Show = | Slide Show  Slide  Timings  Show = [0 show Media Controls | [ Use Presenter View

Start Slide Show Set Up Monitors

v Review: Ghi chi cho céc slide trong bai thuyét trinh, so sanh va trén noi
dung gitra cac bai thuyét trinh va céng cu kiém tra 1oi chinh ta.
Home Insert Design Transitions Animations Slide Show RE‘.-'ie-».-'L\\? View Developer Add-Ins

A NIEYd EFEELEEIEETE

A
Spelling Research Translate Language Show Mew Edit Delete Previous Mext Compare
w7 = Markup| Comment Comment w7
Proofing Language Comments Compare

v View: Chuyén doi qua lai giita cac ché do hién thi, cho hién thi hoac an
thanh thudc, cac duong ludi, dleu chinh kich thugc vung sean thao, chuyén doi
giira cac ché do mau hién thi, sap xép cac cira so,.

(uarm—
Home Insert Design Transitions Animations Slide Show Review '-r"ie-r‘L} Developer Add-Ins
(=]
H J = [ Rulter [ I & color .—_=| = Arrange Al % =
= '_,_I
[0 Gridlines = Grayscale 3, Cascade ==
Mormal| Slide Motes Reading | Slide Handout Motes Zoom  Fitto . I‘JE\r Switch Macros
Sorter Page  View Master Master Master [ Guides Window : Black and White | window l—= 3 Move Split  windows ~
Presentation Views Master Views Show 1 Zoom Color/Grayscale Window Macros

3. Cach an hién thanh Ribbon

|E| Presentationl - Microsoft PowerPoint = 57
Home Insert Design Transitions Animations Slide Show Review Wiew authorPOINT Lite 6\ & e

iy = 3 B
. =)~ - A= = .= . iE ;= ‘= I LT‘}I Hg| &
B = A EEorrE L P TR W,
Paste Mew B 7 U S e -p3- A-|E=SE==|2 Shapes Arrangs Editing
- 7 slide =7 - - M -
Clipboard Slides Font Paragraph Drawing

- Bé an thanh Ribbon, tich chudt vao miii tén phia trén bén phai cta thanh.
- D¢ hién thi lai thanh Ribbon, tich chudt vao mili tén d6 mot 1an nira.

II. Lam viéc véi bai thuyét trinh

1. M& lai bai thuyét trinh dang luu trén dia

PowerPoint luu lai dudng din dén noi luu cac tap tin ma ban 1am viéc gan
day trong muc Recent trong menu file.

* Pé mo cac bai thuyét trinh mai mo gan day, thyc hién nhu sau:
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Vao ngan File, chon lénh Recent, hop Recent Presentations xuat hién nhur
sau:

®] & 4 % 7 |+ PowerPoint 2010.pptx - Microsoft PowerPoint = = R
m Insert | Design | Transitio | Animatio | Slide She | Review | View | Develop:| Add-Ins | Acrobat e
lg Save
Recent Presentations
Save As
i@ j PowerPoint 2010.pptx
(5 Open [=l] D\Phong\Giao Trinh\PowerPaint 2010 =
O Close i@ PowerPoint 20105ample.pptx =
[=l DPhong\Giao Trinh\PowerPoint 2010
Info
US PowerPoint 2010_Password, pptx =
[=l] D:Pheng\Giac Trinh\PowerPoint 2010
R
‘ US MPPO2-521C-L00a Intro. pptx =
[=| D:APhong\Computer Applications
Mew .
@ MPP02-521C-L05a PowerPoint.ppt =
. =| D\Phong\Computer Applications
Print
=1 OCW Downloads.ppt =
= My Documents
Share
(=] IMF Presentation.ppt: =
- =| My Documents
elp /
Add-Ins ~
] Options
R Recover Unsaved Presentations
[ Quickly access this number of Recent Presentations:

- Chon tén bai thuyét trinh cAn mé tir danh sach.
* Md bai thuyét trinh da luu trén dia:
- Va0 File/Open, cira s6 xuét hién:

Open @
Lock in: | [ PowerPaink 2010 v | @ -h X CiE-
B B‘w Recent Mame Size | Type Date Modified
scuments | e s File Folder 1712010 2:32 PM
@ Desktop I Mulkimedia File Folder 12/29)2009 5:17 AM
)My Templates File Folder 1/6/2010 9:31 AM
E‘gcuments IllE:é]O|:nanSampIeOutIine.|:||:|t>c 74 KB Microsoft Office Po...  1J7/2010 4:34 AM
oy ‘i_"—;]PowerPoint 2010.pplx 7,862 KB Microsoft Office Po...  1/8/2010 12:34 PM
Computer ‘i_"—;]PowerPoint 2010_Password.ppkx 9,723 KB Microsoft Office Po...  1/7)2010 2:38 PM
. My Metwork ‘L"—'%]PowerPoint 2010aa.ppkx 9,722 KB Microsoft Office Po...  1/7f2010 2:07 PM
‘1‘4 Places ‘iﬂ]PowerPoint 20105ample. pptx 17,795 KB Microsoft Office Po...  12/19/20029 5:51 AM

Open %

Open Read-Cnly

Open as Copy

File name: | Open in Browser

Open in Protected View

Files of type: |AII PowerPoint Presentations (*, ppt;® ppk ™, pptrm; ®.pps; * . pps; * . ppsm; *, pob;®, pot;

Open and Repair

Open v] [ Cancel ]I

Tools =

- Tim dén thu muc chira tép, chon tép can mo
- Nhan Open

* Truong hop muén mo bai thuyét trinh theo yéu ciu thi lam theo cac budc
Sau:

- Vao ngan File, chon 1énh Open, hop thoai Open xuat hién
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- Tai Look in, tim dén tén nguoi ding hodc thu muc luu trir bai thuyét
trinh.

- Chon tén tap tin muén mé va nhan nat Open
2. Tao bai thuyét trinh méi tir miu c6 sin
PowerPoint cung cip nhiéu cach thic dé tao mot bai thuyét trinh méi.

Vao File/New, chon muc Sample templates hoac My templates, nhu hinh
sau:

lEI Presentationl - Microsoft PowerPoint = = 22
Home | Insert | Design | Transition: | Animation | Slide Shov | Review | View | authorPOl 9
FY
[ save
Available Templates and Themes
E save As
+ Home
[ Open f
F.
I_j Close
Info C L=
1 &Y Pl -
Recent Blank Recent Sample =
presentaticn templates templates

Print Aa & y

Save & Send Thermes My templates Mew from
existing
Help Office.com Templ... Search Office.co | =
=] Options — =

11 4

Cira s6 xuat hién cac mau bai thuyét trinh c6 sin hoic cac mau do minh tao
ra trudc do va da dugc luu trén may. Nhap dap chudt @€ chon mét mau thich
hop.

3. Luu bai thuyét trinh

a. Luu bai thuyét trinh lan dau tién
Cac buéc thuc hién nhu sau:

1/Vao ngan File

2/Chon Iénh Save, hop Save As xuat hién
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Save As @@

e, oo 2010 v @ @ X CiE-
5 My Recent | (2)Backup
Documents | = mMulkimedia

@ Desktop QMyTemplates
‘lﬂ_]OpenSampleOutline. pptx

5 Lo PowerPoint 2010, ppt
L‘—"Documents —] ! PR
k4| PowerPoint 20104, pptx
Iy e )
J Computer _1P0werPo|nt 20105ample. ppt:

k<t PowerPoint_2010.pptx
\3 Iy Mekwork _] - PP
~ Places

File narne: TenBaiThuyet Trinh, pptx

ELLER R n e Point: Presentation (*,

[ Save ] [ Cancel

3/ Nhap tén tap tin bai thuyét trinh tai hop File name
4/ Chon kiéu dinh dang tap tin tai Save as type.

* PowerPoint méac dinh kiéu tap tin 13 PowerPoint Presentation (*.pptx),
day la ki€u dinh dang dung cho PowerPoint 2007 va 2010.

e Ching ta coé thé Tuu tap tin theo dinh dang PowerPoint 97-2003
Presentation (*.ppt) dé cac phién ban PowerPoint 2003 tré vé trudc c6 thé mo
duoc bai thuyét trinh tao trén PowerPoint 2010. Tuy nhién, cac hi€u img va céc
kiéu dinh dang dac thu cua PowerPoint 2010 s€ khong hoat dong.

5/ Tai hop Save in, tim dén thu muc can luu tap tin
6/ Nhan nut Save dé luu.
b. Lwu bai thuyét trinh bang tén cii

Sau khi da luu tap tin trinh dién , khi c6 hiéu chinh, thém noi dung va muén
luu bai thuyét trinh lai thi 1am theo mot trong cac cach sau:

e VaoFile / chon nut Save, hodc

e Nhan nut Save (i) trén Quick Access Toolbar, hoic
e Nhén t6 hop phim tit <Ctrl+S>

c. Lwu bai thuyét trinh da c6 bang tén méi

Vao File / Save as, ctra s6 xuat hién:
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|:| Save As @
O | - ¥ Computer » Local Disk ( 3 - | +y | | Search Local Disk (F: jo |
Organize ~ New folder = - (7]
& Music " Name Date modified Type i
=L Pictures - -
) 2011 08/07/2013 4:30 PM  File folder
& Videos
2012 28/03/2014 918 A...  File folder B
) access 06/08/2013 10:13 ...  File folder [
& Computer
) anh 26/07/2013 2:09 PM  File folder
& WIN XP3 (C:) s s e
) ) DAIHOC TU XA 12/12/2014 2:49 PM  File folder
& Local Disk (D) |2
) ) giao trinh theo 03 14/07/2015 3:47 PM  File folder
& Local Disk (E3)
S mam non 29/10/2013 8:13 A..  File folder
w Local Disk (F:)
) Mew folder 10/10/2013 10:57 ... File folder )
«* My Web Sites on
- |9 1 3
SHiE i =al>u dung Powerpont trong day hoc THPT MCC -
Save as type: lPowerPoint 97-2003 Presentation v‘
Authors: Thanh Thu Tags: Add a tag
<) Hide Eolders Tools - Save l l Cancel ‘

- Chon thu muc méi cén luu.

- Nhap tén mai trong hop File Name.

- Chon kiéu tép méi trong hop Save as type.
- Chon n(t Iénh Save dé luu.

4. Hién thi bai thuyét trinh

- Normal: Ché d¢ nay dung rat nhiéu trong qua trinh bién soan bai thuyét
trinh.

- Slide Sorter: Ché d6 nay gitp xem tong thé bai trinh dién , bd cuc, ciing
nhu trinh ty cac slide trong bai thuyét trinh.

- Notes Page: Ché d6 nay giup ta thém cac ghi chu vao slide  (cac ghi chu
nay s€ khong hién thi khi trinh chiéu).

- Reading View: Xem trudc bai thuyét trinh trong giao dién soan théo.

- Pé chuyen qua lai gitra cac che d6 h ién thi, vao ngan View tren Ribbon,
sau d6 chon kiéu hién thi mong mudn hodc chon kiéu hién thi truc tiép tr  g6cC
dudi bén phai thanh trang thai.

5. Péng bai thuyét trinh

Vao menu File/close, hoic nhan nat Close B trén thanh tiéu dé cira sb cia
bai thuyét trinh.

Trong qué trinh déng bai thuyét trinh, néu xuat hién ctra s6 sau:
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Microsoft Office PowerPoint @
! Do you want to save the changes you made to Presentation1?
[ s ] | Mo | | Cancel |

Chon Yes dé luu lai su thay ddi cua bai thuyét trinh trudc khi dong, hoic
chon No dé dong bai thuyét trinh ma khong Iuu.

II1. Lam viéc v6i trang thuyét trinh (Slide)
1. Kh4i niém va vai tré ciia trang thuyét trinh

Slide 14 mot trang trinh dién, chita mot phan noi dung twong ddi chon ven, ¢6
thtr tu, duoc danh sb mac dinh theo tht tu duoc tao ra, mdi slide c6 cac thudc
tinh riéng. Slide déng vai tro chinh trong bai thuyét trinh, khong cé Slide thi
khong c6 bai thuyét trinh.

2. Cac khai niém di kém:
- Tiéu dé (Title) caa slide la thanh phan nham lam noi bat noi dung can trinh bay.

Mau thiét ké san (Design Template) quy dinh thudc tinh ciia mot hay nhiéu
slide:Mau séc, font, anh nén,...Kiéu va kich thudc cac nit va van ban,...Tao ra
cac slide mang tinh chuyén nghiép hon. C6 thé sir dung mot s6 mau san cé hoac
tai thém vé tir Internet.

Bé cuc (Layout) 1a mau bb tri trén slide, quy dinh céch sap xép cac d6i tuong
trén slide.

Higu tng (Animation) c6 tac dung nhan manh nhimg diém quan trong, diéu
khién dong théng tin, tao tinh sinh dong cho trinh dien.

3. Thay d6i b cuc (layout) cho slide

Pé thay d6i layout cua slide, ban lam theo cac budc sau:

- Trong ché do Normal View, Chon slide can thay d6i layout

- Vio ngan Home / nhom Slides / nhan nit Layout, ctra s6 xuat hién:
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Home Insert Dresign Transitions Animations Slide Show
j # |_—, =l Layout ~ . A B 4
B Bz~ Office Theme
Paste Mew =
- F | slide~
Clipboard = ||
] = ] 1]
1 Section Header
k
2 g ......
Two Content Comparison Title Only
-
o
Blank Content with Picture with
Caption Caption
w
@

- Nhip chudt chon kiéu layout méi cho slide.

* Thém mét Slide méi véi b cuc cu thé

- Vao ngan Home chon nhém Slides

- Nhan nat New Slide, hop chtra cac kiéu layout xuat hién

- Nhép chudt chon mot kiéu layout, slide mdéi s€ duge chén vao bai thuyét
trinh theo kiéu layout vira chon.

File Haome Insert Design Transitions =
o ENY _I -
Paste i . I 8§ abe 4
- =) 3ection -
Clipboard 1= || Office Theme
il =
1l | b ) e ||

Title Slide

........

4. Chon miu thiét ké sin cho slide

Vao ngan Design, nhém Themes, nhap chudt chon kiéu Theme thich hop.
Home Insert Design Transitions Animationis V . 7 7

O @

lage Slide

wetup  Orientation

Page Setup

Slide Shaw Review

Aa

Wiew

o

Themes

H Colors -

|- FontS'
= Effects 5
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Dé chon mau khac cho mau thiét ké da chon, nhap chon nit 18nh Colors va
chon b6 mau thich hop.

Dé d6i sang bo font chir khéc, chon ndt Iénh Fonts va chon bo font chir thich

hop.

Dé d6i sang kiéu hiéu ang khéc, chon nat 1énh Effects va chon kiéu hiéu

ung thich hop.

Colors =
&ﬂ Barkoround Stules =

Built-In

][
[ e ]
[
]
s
HOEEEENE
NN EEEEN
HOEEEEEN
[ ]
ECOEEEEEN
]

C ]
A

Office
Grayscale
Adjacency
Angles
Apex
Apaothecary
Aspect
Austin
Black Tie

Civic

Clarity
%DmpDSitE

Concolrse

rF

nCnlors -

Built-In

Office
Calikri
Calibri

Aa

Office 2
Calibri

Carnbria

Aa

| Background Styles ~

Office Classic

A Aral
= Times Mew %ma.n

Arial
Aa |

Office Classiy Office Classic

»
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M = @Eﬁects > Hide Background Graphics
:Built-ln
(@@ @y 3
I Office Adjacency Angles Apex
@@ (& (a»
Ap—cihecar}f Aspect Austin Black Tie
SlE]E J&
Civic Clarity Compaosite Concourse
DY (D@
Cauture Elemental Equity Essential
EyCy @)@

5. Slide Master

Executive

Flow

Foundry

Grid

~ Slide master la slide qui dinh dinh dang va kiéu dang cac slide. Moi thay
doi trén Slide Master déu anh hudng dén cac Slide khac tao tinh nhat quan
trong trinh dién.

Do céc hi¢u chinh va thay doi trong slide master anh huéng dén toan bo bai
thuyét trinh nén chung ta chi thuc hién c&c hiéu chinh va thay doi trong ché do
man hinh Slide Master.

a. Tao Slide master

Vao ngan View, nhom Master Views va chon Slide Master.

RlA9-~_QTVE= ThuchanhPowerPoint2010_Chap4.pptx - Microsoft PowerPoint o B R
File ! Slide Master : Home Insert Transitions Animations Review View Developer Add-Ins Acrobat & o
e N ® = 1 e Colors ~ s :
ws| = ; [¥] Titte n i) .3'5
E? Fonts ~
Insert Slide Insert Master  Insert [7] Footers | Themes Background  page Slide Close
Master  Layout Layout Placeholder . ! E]Effects Y Setup Orientation v | Master View

Edit Master |

Master Layout ‘ Edit Theme | ‘ Page Setup | Close ‘

Slide _ [
Master
Secondlevel
Third level
Fourthlevel
Fifth lavel
Slide
layout

([EEEs s =0 @G |
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- Chen va xo0a slide master

+ Chén: Vao ngin Slide Master, &én nhoém Edit Master, chon Insert Slide

Master.

+ X6a: Nhan chudt phai vao Slide Master mudn x6a, chon Delete Master.

- Sap xép va dinh dang placeholder trén céc slide master

‘ Dl]r)g chudt chon placeholder va gitr trai chuot kéo’dén vi tri khac theo nhu
cau. Bé thay doi kich thudc placeholder, dua chudt dén vi tri mot trong 8 not
tron xung quanh placeholder dang chon. Sau d6 gitr trai chudt va keéo Ién, xuong,

sang trai hoic phai dé diéu chinh kich thudc placeholder.

binh dang lai font chir va c& chit cho placeholder tai ngan Home

Thuce hién viéc diéu chinh twong tu cho tat ca cac placeholder trén céc slide

master va slide layout néu can.
b. Péng cira s6 slide master tré vé ché do soan thao:

Nhap vao nut Close Master View trong ngin Slide Master.

Slide Master l Home Insert Transitions Animations Review View Developer Add-Ins Acrobat @ 9
e ] - ) Colars ~ * =
B @ g o . a [ &3
0w [A]Fonts - —
Insert | Master  Insert Foogters | Themes Background|  page Slide Close
Layout ] Layout Placeholder = - |E|EffEcts" M Setup Orientation ~ | Mastgr View
Master Master Layout | Edit Theme | Page Setup C&e |

Close Master View

B Close Master View and ret
edit the slide show.
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c. Chinh swa Slide master da co:

Vao ngan View, nhom Master Views va chon Slide Master, thuc hién viéc
chinh stra trong tu nhu nhitng thao tac da lam trong phan tao maéi trudce do, roi
thoéat khoi ctra s6 Slide master.

d. Ap dung nhiéu trang thuyét trinh chia trong mét bai thuyét trinh:

Trong mot bai thuyét trinh c6 thé st dung hon mot slide master. Sau khi tao
ra cac slide master thi Slide master dau tién dugc mic nhién &p dung cho bai
thuyét trinh. Muén ciing &p dung céc slide master khéac cho bai thuyét trinh ta
lam nhu sau:

- Nhan chudt phai vao Slide mudn &p dung slide master khac.

- Di chuyén chudt dén muc Layout, sau do tich chudt chon slide master can ap
dung.

6. Sao chép, cit, dan va dich chuyén slide

a. Sao chép, cit va dan

- Trong ché dd Normal View, chon cac slide trong ngin Slides muén sao
chép

- Nhép phai chudt 1én mot trong s6 cac slide dang chon dé m¢ thue don.

- Chon Duplicate Slide tir danh sach 1énh dé nhan dbi slide d6

Hoac:

- Chon Copy hoac Cut

- Pua chudt dén vi tri can dan, nhép chudt phai, menu xuét hién

- Trong muc paste option dé déan, c6 cac lua chon:

+ Use destination theme: chi dan phan chu dé

+ Keep source formatting: dan noi dung slide bao gébm ca phan dinh dang.
+ Picture: chi dan hinh anh.

* Truong hop mudn sao chép slide tir bai thuyét trinh khac, ta chon 1énh New
slide trong thé Home, c6 cac lya chon sau:

- Muc Slides from outline dé tim dén va chén toan bd cac slide ciia mot bai
thuyét trinh da co.

- Muc Reuse slides dé chén mdt vai slide tir bai thuyét trinh duoc chon.

Reuse Slides v X

Insert slide from:
Ci\Users\hai\Desktop\dfdddd. pptx E

a

‘ Browse ¥ ‘

Slides: 6 | Browse Slide Library...
H ) | ghhhhhhh?"
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Khi tich chon muc Reuse slides hop thoai xudt hién nhu trén, vao Browse,
chon Browse file d& md bai thuyét trinh can sao chép slide. Hop thoai mé ra nhu
Sau:

Reuse Slides v X

Insert shide from:

C:\Users\hai\Desktop\dfdddd. pptx |Z|

Slides: &
Slide 2 »
- ghhhhhhhhhhh
Slide 4
ghhhhhhhhhhh

D Keep source formatting

Tich chon muc Keep source formatting dé giit nguyén dinh dang cta cac
slide khi sao chép (néu can).

Tich chudt vao slide can sao chép trong danh sach céc slide hién thi trong
hop thoai. Slide dugc chon s€ hién thi tai vi tri slide dang chon cta bai
thuyét trinh hién hanh.

b. Dich chuyén slide

- Tgong ché d6 Normal View, chon slide trong ngan Slides mudn dich
chuyén

- Nhan c},lu(f)t, gilt va kéo slide dén vi tri mai trong ngan Slides va tha chudt,
slide s€ xuat hién ¢ vi1 tri moi.

Hoac:

- M ché d hién thi slide sorter bang cach: vao View/Slide sorter

- Dung chudt thuc hién viéc kéo tha twong tu nhu trén.

7. Xoa slide

- Trong ché dd Normal View, chon slide trong ngin Slides mudn x6a

- Nhan phim Delete trén ban phim dé x06a slide hozc nhap phai chudt lén
slide va chon Delete Slide.

C0 thé thuc hién viéc x6a slide trong ché do Slide sorter.
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Bai 3
XAY DUNG NOI DUNG BAI THUYET TRINH

I. Tao va dinh dang van ban

1. Cac chi din khi xAy dung ndi dung bai thuyét trinh

a. Kiéu va c& chir

Trong vin ban word thudng chon kiéu chir c6 chan Times New Roman c&
13-14. Nhung trong powerpoint thuong chon kiéu chir khong chan Arial don
gian la d€ de doc. Tranh dung nhi€u kiéu chir trong mot slide hay trong ndi dung
bai thuyet trinh trir truong hop tai liu trich dan bang file hinh anh va nhé ghi
nguon trich dan bén dudi. C& chit phu thude vao:

. Tiéu dé: c& 40-50

« NOi dung: co tu 18 tré Ién

« Ghi ch(, ngudn trich dan: ¢& 12-14
b. S6 lwong chir trong mot slide

Van phong trong poweroint khac voi trong word, nghia la khong can day du
cau ci ma chi can vai chir sao cho néu bat ndi dung can chuyén tai. Thuong thi
mdi slide khong qua 6 dong va mdi dong khong qua 7 chit. Thuc té nhiéu bao
c40 vién sao chép hét tir file word sang file poweroint nén day chit trong mdi
slide. Khong nén dé qua nhiéu chir trong mot slide va qua nhiéu slide trong mot
bai thuyét trinh..

c. Noi dung trong mot slide

Mbi slide chi chuyén tai 01 ndi dung, néu chira qua nhiéu ndi dung trong
slide nguoi nghe rat kho tiép nhan. Truong hop ca biét chira hon 02 ndi dung thi
thiét ké sao cho mdi ndi dung nam trong mét vi tri khac nhau trong slide.

d. Mau nén va mau chir

Piéu nay 1a rat quan trong, mau nén va mau chir phai tuong phan nhau, vi du
nén mau xanh dam thi chon chit mau trang hay vang, nén mau trang chon chir
mau den la thich hop nhat. Tranh chon chit mau do trén nén xanh dam hodc chir
vang trén nén trang vi kho doc.

2. Nhap van ban vao Slide
- Trudng hop chon miu bd cuc ¢6 sin trong Slide Layout:
Tich chudt vao dong chit Click to add title trong 6 dé nhap tiéu dé chinh.

Tich chudt vao dong chir Click to add Subtitle hodc Click to add text trong
0 dé nhap ti€u dé phu.

- Trudng hop sir dung Textbox dé chén vin ban:
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Vao thé Insert, chon 1énh Text box, sau dé tich chudt trai vao vi tri can dat
no trén Slide va ré chuot dé tao mot khung nhap, roi thuc hién nhap noi dung
cho Textbox.

- Trudng hop ldy vin ban di c6 tir bai thuyét trinh khac:
+ M¢ bai thuyét trinh chira khdi van ban can lay.

+ Nhip chudt vao van ban, sau d6 nhap tiép vao duong vién khbi dé chon ca
doi tugng van ban d6 hoac ré chudt dé chon mot phan van ban trong khoi.

+ Nhan t6 hgp phim Ctrl + C dé copy

+ Chuyén sang bai thuyét trinh hién hanh va nhan té hop phim Ctrl + V dé
dan.

3. Xo0a van ban

- Chon dbi twong vin ban dé xda bang cach tich chudt vao duong vién cua
doi twgng van ban d6 (duong vién van ban chuyén thanh nét lién) hodc boi den
mot phan van ban can xoa.

- Nhan phim Delete dé x0a.
4. Thay d6i phong chir, c& chit, kiu chir va mau chir
- Chon ddi tuwong van ban hay doan vin ban can thay doi.

- Vao thé Home, ving Font, tich chudt vao cac biéu twong lénh sau dé ap
dung:

Chon phéng chir C6|Chfr
Calibri (Headings] - 44 -~ A" A7 &)

B 7 U 8§ abe V. pz- A -

| } Faont
Chﬁ': dam  Chi nghiéng gihfr gach chan = Mau chir

Hodc tich chudt vao mili tén mo rong trong ving Font l1am xuat hién hop
thoai sau:
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I - i 1
Font color ‘2 - | Underline style |(nane)

Font @
Font | Character Spacing
Latin text font: Font style: Size:
+Heading E Regular EI 44 =
All text

Effects
Strikethrough Small Caps
Double Strikethrough All Caps

E Underline color |

Superscript 0% = Egqualize Character Height

Offset:
Subscript

[ 0K ] ‘ Cancel

+ Chon phong chir trong hop Latin text font
+ Chon kiéu chix trong hop Font style

+ Chon c& chir trong hop Size

5. Chon mau cho van ban

- Chon phén vian ban can &p dung mau

- Nhap chon miii tén den bén canh biéu tugng Font color (< ) trong thé
Home trén Ribbon.

- Chon mét mau thich hop.
6. Canh 1¢ phan viin ban trong khung

Nhap chudt vao duodng vién khung dé chon, sau d6 nhan cac biéu tuong
trong thé¢ Home trén Ribbon d¢ canh 1€ nhu sau:

- Align left = dé canh & trai (Ctrl + L)

- Center = d¢ canh giira (Ctrl + E)

- Align right = dé canh 1& phai (Ctrl + R)

- Justify = dé canh déu 2 bén (Ctrl +J)

Il. Danh sach

1. Trinh bay ngi dung dang li¢t ké (Bullet)

- Chon phén vin ban can trinh bay dang liét ké.

- Tich chudt vao mili tén den trong biéu tuong Bullet trén thé Home, xuat
hién ctra s sau:
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= 1= = s= | M= llﬁ Text Direction -
Hemll B - i = == =
L ]
None .
L ]
" d B
" d B
[ | :I -
P v
P v
e v

:=  Bullets and Numbering...

- Chon mot kiéu bullet hién trong cua s6 hodc chon muc Bullets and
Numbering dé chon céac ki€u bullet khac.

Pé thay doi kiéu ky hiéu da chon: chon phan vin ban vira tao bullet va thuc
hién lai cac budce trén d€ chon kiéu ky hiéu khac.

2. Trinh bay néi dung dang danh sé thir tw (Numbering)
- Chon phén vin ban can trinh bay dang danh so thu tu.

- Tich chudt vao miii tén den trong bi€u twong Numbering trén thé Home,
xuat hién ctra s6 sau:

=l = = 1= |If Text Direction ~ h
1. 1)
None 2. 2)
3. 3)
| A. a)
I B. b)
I C. ¢)

i=  Bullets and Mumbering..

- Chon mdt kiéu Numbering hién trong ctra s6 hodc chon muc Bullets and
Numbering dé chon cac kiéu Numbering khac.

Dé thay déi kiéu ddanh so thir tw dd chon: chon phan vin ban vira dugce danh
sO thur tu va thuc hién lai cac budce trén dé chon kiéu danh so6 thir tu khac.

3. Gian dong, thut I1& cho danh sich
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a. Gian dong:
- Chon phén van ban can gian dong, thut 18

- Nhép chuét vao miii tén mé rong trong viing Pragraph trong thé Home, cira
s xuat hién:

Paragraph P || £2

Indents and Spacing |

General

Alignment; | Centered EI

Indentation

Before text: 0.3 | Spedial; (none) By:
Spacing

Before: 0 pt +| Line Spacng: | Single EI At [0
After: 0 pt =

Tabs... | 2K | | Cancel

- Hop Before dé gian dong véi doan trudc.

- Hop After dé gi&in dong véi doan sau.

- Hop Line Spacing dé chon khoang cach gidn gitra tat ca cac dong duogc
chon. Néu can thiét 1ap thém thong so trong hop At bén phai.

- Tich chudt vao miii tén den 1én hodc xudng dé ting hoac giam khoang cach dan.
b. Thut I3:

- Tich chudt vao mii tén den trong hop none chon:

+ First line: dé thut 1& cho dong dau tién caa doan.

+ Hanging: dé thut I& cho tat ca cac dong.

- Khoang cach thut I& duoc quy dinh trong hop by phia bén phai.

I11. Bang

1. Chén bang, nhap va bién tap van ban trong bang

Vao thé Insert chon Table, ré chuot dé dat s6 dong va cot tuong Gng roi
nhan chuot hoac vao Insert Table @ hién hop thoai, nhap s6 dong va so6 cot, sau
d6 nhan OK d¢ chen bang.

- Tich chudt vao ting 6 trong bang dé nhap dit liéu.

- Thyc hién can chinh dit liéu bang céch sir dung céc ndt lénh va thao tac
nhu trong muc 1.4.

2. Chon dong, c¢0t va toan by bang
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Pua chudt 1én phia trén cot hodc phia trude dong, khi con chudt xuat hién
miii tén den thi nhan chudt dé chon dong hoac cot do.

Muén chon ca bang thi nhap chudt va ré dén cot cudi cung hodc dong cudi
cung caa bang.

3. Chén, x6a dong/cot
*Chen dong/cot
Vao Table Tools, thé Layout, nhém Rows & Columns va chon Iénh:

\E Presentationl - Microsoft PowerPoint

PG Home  inset  Design  Transitions  Animations  SlideShow  Review  View | Design | Llayout
- - N B - : .
=N EE ﬁ e ] L b 8] eigne 041 3 3F Distrioute Rows ‘“fl\l 510 Heioht: 243
o7 Width: 6,67

View Delete | Insert Insert Insert Insert Split :1 Width: 023 : 'II' Distribute Columns | | [=] ] Text Cell . i
Gridlines - Above Below Left  Right Cells Direction * Margins ~ Lock Aspect Ratio
Table Rows & Columns Merge Cell Size Alignment Table Size

]
I
]

- Insert Above: Chén dong ngay trén 6 dang chon
- Insert Below: Chen dong ngay dudi 6 dang chon
- Insert Left: Chen cot bén trai 6 dang chon

- Insert Right: Chén c6t bén phai 6 dang chon

* Xo6a dong/cét

- Tich chudt vao mai tén trong 1énh Delete, chon:
+ Delete Columns: Xdba cac cot dang chon

+ Delete Rows: X6a cac dong dang chon

+ Delete Table: X06a ca bang chira 6 dang chon

4. Sira d6i chiéu rong ciia cot va chiéu cao ciia dong
* Chon dong/cdt can sira doi

- Chon m¢t dong/cét: dua con tro chudt 1én trén dong hoac 1én trudc cot, khi
con tro chuyén thanh miii tén den thi nhan chudt.

- Chon nhiéu dong/cét: dua con tré chudt 18n trén dong hodc 1én trudc cot,
khi con tro chuyén thanh miii tén den thi ré chudt dé chon nhiéu dong/cot.

* Sira doi chiéu rong cot:
- Chon cot can stra doi

- Tai nhom Cell size trong thé layout, nhap chudt vao miii tén den 1én hoic
xuong trong hop Distribute Rows dé tang hoac giam do rong cot.

* Sira ddi chiéu rong hang:
- Chon hang can stra doi.

- Tai nhom Cell size trong the layout, nhap chudt vao mii tén den 1én hoic
xuéng trong hop Distribute Columns dé ting hodc giam d6 rong hang.
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Bai 4
PUA BIEU PO, SO PO TO CHUC VAO TRONG TRANG THUYET TRINH
|. Biéu db
Mot bang dit liéu c6 thé dugc bicu dién béi mot biu do, do 1én nho cua dix
li¢u dugc bi€u dién boi su to/nhd, cao/thap, dai/ngan ... cua biéu do.
1. Cac dang biéu do
Cé céac dang biéu db sau: dang c0t, dang banh tron, dang duong ...

- Dang banh tron: dugc sir dung dé mo ta co cu, ty I¢ cac thanh phén trong
mot tong the.

- Dang cot: dugc sir dung dé chi su khac biét vé quy mo khdi lugng ciia mot
hay mot s0 doi tugng dia 1y hoac st dung dé€ thuc hién tuong quan vé do lom
gilra cac dai luong hodc qua moc thoi gian.

- Dang duong: duoc st dung dé vé su thay ddi cua cac dai luong dia 1y khi
s0 nam nhiéu va tuwong doi lién tuc.

2. Nhap dir liéu dé tao biéu do

Vao thé Insert, chon Chart, xuat hién ctra so sau:

Insert Chart ' E
Cd Templates |’CTJ_3‘I| |m}| |Jb__‘}‘| |J:}’}| |i!_’| 2
[l column Line
¢ Line y e 2 B e
I = Pi ‘."ﬂ""' |__/",_-‘f- | _'/- J: s L] l:}‘:\:ﬂ _I}.h iﬁ
& Pe | | [ [ | | (-

E Bar Pie

[ Area A1 P A0 ]
25 %Y (Scatter) | \9 | l&-‘::'i |@‘D |I\

lis - stock Bar Exploded pie in 3-

b8 Surface f="

_ - L

@ Doughnut | % | g | . l% |% |g | -

22 Bubble . ; )

. N = 2
Wy Radar % ;“:5 Cﬁ"- :rtb_;‘__ :ht k% ;!—
| | = = == =]

[ Manage Templates. .. ] l Set as Default Chart ] I K l [ Cancel l

Chon mot kiéu biéu dd va nhan OK. Cira sé Excel xuat hién dé nhap bang sb
liéu.
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IE Presentationl - Microsoft PowerPoint — @ &z @ o 9 - N Chart in Microsoft Pov
Home | Insert | Design | Transitiol | Animatiol| Slide Shc | Review | View | @ (2] Home Insert Page Layout Formulas
5 & = Calibri (Body) -12 - = D & _3 &% Calibri -1 - =
Ba - B 7 U § abe AV i » la- B I U-| A A E
Paste Slides Paragraph| Drawing Editing Paste
- - A A A B - < - - T E DA =
Clipboard s Font Fl Clipboard = Font ]
= 9 - - B8 A Jx
SE XK A B C D
- 1 Series 1 Series 2 Series 3
1| e
2 Category 1 4.3 2.4 2
45 3 Category 2 2.5 4.4 2
4 | Category 3 3.5 1.8 3
35—
. Serie 1 5 Category 4 4.5 2.8 5
zs—
B Series 2 5]
15— Series 3 7
115— ]
Ca:egnry cmgnry cmgnry Ca:egnry ‘ Q9
1n

Gia st chon biéu d6 dang cot nhu hinh trén, sau khi biéu d6 duoc chon thi
man hinh xuat hién nhu hinh trén. Viéc nhap dir liéu dugc thuc hién trong bang

excel hién Ién & nta ctra s6 bén phai.

D¢ nhap dir liéu cho biu do, ta tich chuot vao timg 6 dé nhap dir liéu moi
thay cho‘dﬁ: liéu méc di‘nh.,Dﬁ: liéu dugc nhap maéi dén dau sé lam thay doi cac
thanh phan trong biéu d6 dén do. Gia su dir liéu nhap nhu bang sau:

Presentationl - Microsoft PowerPoint

IEI — @ 2 @| 49 - r-\ |= Chart in Microsoft Pow
Home | Insert | Design | Transitiolr| Animatior| Slide Shc | Review | View | é e Home Insert Page Layout Formulas
_‘—j & = Calibri (Body) 12 - = 2 &4 __j & Calibri - 11 -
B s | B F LW ke R h D Editi B-BIO-AL "
Paste ides aragraph Drawing Editing Paste
- 4 - A A A A B - - - - | EH A
Clipboard s Font ] Clipboard u Font u Alignment
[ = B11 hd &
OIE KR A B C D
a0 1 Nam 2013 Ndm 2014 N&m 2015
2 Quy1l 5 6 7
04 3 Quy2 6 6 8
a1 4 Quys 8 7 9
7+ .
6 mN&m 2013 5 Quya 8 3 10,
51 mNEm 2014 6
4~ "
2] N&m 2015 7
24
1 8
0 \ \ 9
Quil  Qui2z  Qui3 Qw4
i i i i ‘ 10

|

Trong biéu dd duoc tao, c6 cac nhin gia tri trén hai truc va phﬁn cha giai
(Legend), ngoai ra con c6 thé bo sung phan tén biéu do va cac tiéu deé truc ...

3. Thay doi kiéu biéu dd

- Tich chudt vao biéu db dé 1am xuét hién nhdm thanh cong cu Chart tools.

- Chon the Design trong nhom thanh cong cu va chon Iénh change chart type

va chon lai kiéu d6 muén thay doi.
- Chon OK.

1
A

4. Thém, x6a, bién tap tiéu dé biéu do
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- Chon the Layout trong nhom thanh cong cu Chart tools, chon Iénh Chart
title, chon muc Above chart, phia trén cua biéu do sé xuat hién 6 Chart Tilte.

- Tich chudt vao & Chart Title va nhap tiéu dé vao tir ban phim.

BIEL DO SAN LU'ONG TUNG QUY QUA CAC NAM

=
[=]
|

mMam 2013
mMam 2014
Mam 2015

[ TN R TY R T - R R - Y-
L

=+

Quy 1 Quy 2 Quy 3 CQuy 4

- Dé can chinh phan tiéu dé: tich chon phan tiéu dé sau d6 nhan chuot vao
cac duong vien cua phan tiéu dé va kéo tha dé dat duoc kich thudc va vi tri
mong muon.

- Dé xéa tiéu dé: tich chudt chon phan tiéu dé can x6a va nhan phim Delete.

- Tiéu dé truc (Axis Titles): 1a phan tiéu dé trén hai truc caa biéu do. Bé thay
doi tiéu de truc, ta chon 1énh Axis Titles trong nhém thanh céng cu Chart Tool:

+ Primary Horizontal Axis Title: Tiéu dé truc dung

+ Primary Vertical Axis Title: Tiéu dé truc ngang

5. Thay d6i mau cho bi¢u dé:

- Thay mau nén: tich chudt phai vao nén biéu do va chon biéu tugng Shape
fill trén thanh cong cu dé chon mau thich hop.

- Thay d6i mau cac thanh phan cua biéu do: tich chuot phai vao phan biéu
do can thay doi va chon biéu tuong Shape fill trén thanh cong cu d¢ thay doi
mau.

- Thay déi mau chit cdc tiéu dé: nhan chudt phai vao phan tiéu dé can thay
doi va chon biéu tuwgng Font color dé thay d6i mau.

1. So d6 to chirc

1. Khai niém, cich tao so' dd to chirc

- Khai niém: So d6 t6 chirc 12 mot cong cu dé truyén tai thong diép va quan
1y.

- Céch tgo so do to chirc: Vao thé Insert, chon lénh SmartArt, xuét hién cira
SO sau:
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Choose a SmartArt Graphic , X7
List -
= e — -
<o Process -. -
o,
%, Cycle
LI = e
B Hierarchy - (—
L
Relationship
| L
el | | e —
A Pyramid =
[ Ficture . Basic Block List
m . - ﬂ Use to show non-sequential or grouped blocks
. - ﬂ I of information. Maximizes both horizontal and
wvertical display space for shapes.
) [ EEN
— 1 (s K=
— 1 (. EE
— Y S -

o]¢ I ’ Cancel

- Chon moét kiéu so do, nhan OK.

- Tich chudt vao ting 6 cua so do dé nhap néi dung.

2. Thém bét thanh phan trong so dd

- B¢ thém 6 vao so do: tich chuot chon so do, chon Iénh Add shape trén
thanh cong cu Design, dé thém 0.

- Pé bot 6: nhan chudt chon 6 can bot va nhan delete trén ban phim.
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Bai 5
PUA CAC POI TUQNG PO HQA VAO TRONG TRANG THUYET TRINH

I. Chén va thao tic véi d6i twong d6 hoa da cé

1. Chén

a. Chen hinh anh tw Clip Art

Pé chén céac Clip Art vao Slide ta 1am nhu sau:

- Vao the Insert chon Clip Art, xuat hién mét cira s6 nhé bén phai man
hinh, chon Go, chon Clip Art can chen, ngay lap tic Clip Art d6 duoc chén vao
Slide.

b. Chén céac hinh anh luu trong may

- Vao thé insert, chon Iénh Picture, cira s6 xuét hién:

[P]Insert Picture @
7 . _» = - = = = - |
Uv' » Libraries » Pictures » Sample Pictures vI 4y ll Searc le Pictures pe
Organize v New folder = - 1l 9
l¢ Download ~ - .
A rct e Pictures library e
Arrange by: Foider ~

. =
=» Recent Places Sample Pictures

—a Libraries
‘. Documents -
4. Music »’i%
~. Pictures 1 g
i B -
8 videos Chrysanthemum Desert Hydrangeas

& Computer

Ly = - > .
& WIN XP3 (C) & | ‘ A W
& Local Disk (D:) l_. /“

& Local Disk (E:)

& Local Disk (F:) s Koala Lighthouse Penguins Tulips
File name: ¥ IAII Pictures ']
Tools ¥ l Open |VI 1 Cancel ]

- Tim dén thu muc chtra d6i twong do hoa can chén.

- Chon ddi twong can chén, nhan Insert dé chén.

2. Chon, sao chép va dich chuyén hinh

* Chon hinh: tich chudt trai vao hinh dé chon, xuat hién 4 nit vudng va 4 nit
tron vien quanh hinh.

* Sao chép hinh:

- Chuét phai vao hinh can sao chép, chon copy

- Chon slide can sao chép téi trong bai thuyét trinh hién hanh

Hogc mo bai thuyét trinh khac va chon slide can sao chép téi trong bai
thuyét trinh do6.

- Nhan t6 hop phim Ctrl + V dé dan.

29
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* Di chuyén hinh:
- Tro chudt vao hinh cho téi khi con tré chudt chuyén thanh dang‘g'.
- Nhén va gii phim chudt trai, dwa hinh dén vi tri can dat thi nha chuot.

- Nhan chuot vao mot diem bat ky trong Slide hodc nhan phim ESC dé bo
viéc chon hinh (hinh khdng con cac nut vien quanh).

3. Thay doi kich c& va xéa hinh
* Chinh kich ¢& hinh:

- Tro chudt vao mot trong bdn nat & gdoc hinh téi khi con tré chudt chuyén
thanh dang #* hoac ™ .

- Nhan va giit phim chuot tréi, kéo chuot cho téi khi hinh ¢6 kich c& mong
muon thi nha chuot.

* Xéa hinh:
Nhéan phim Delete dé x6a cac hinh d chon.
4. Quay, 1at va chinh vi tri d6i twong dd hoa

- Quay, lat: chon (‘,Iéi tugng d6 hoa, sau do tich chudt chon nut Iénh Rotate
trén thanh céng cu, xuat hién mot danh sach cac kiéu lat:

+ Rotate right 90°: 14t déi twong sang phai 90°
+ Rotate left 90° lat dbi twong mot goc 90°

+ Flip vertical: 14t dbi tugng 180° tir trén xubng
+ Flip horizontal: 14t d6i tugng 180° tir trai sang
Tich chudt chon mot kiéu 14t theo yéu cau.

- Chinh v tri: chon d6i tugng do hoa, sau d6 tich chon Iénh Align trén thanh
cong cu, xuat hién mét danh sach cac nat chinh:

+ Align left: Can dbi twong bén 18 tréi slide

+ Align right: Can dbi twong bén 18 phai slide

+ Align center: Can ddi twong ¢ giita slide theo phuong ngang
+ Align top: Can ddi tuong sat trén cing slide

+ Align bottom: Can ddi tuwong sat dudi cung slide

+ Align Middle: Can d6i twong ¢ giita slide theo phwong ding
Tich chudt chon mot kiéu can 1é theo yéu cau.

I1. V& hinh

1. Pua cac hinh vé vao trang thuyét trinh

Pé vé céc hinh trén Slide ta stir dung cac nit Iénh trén ngan Drawing caa thé
Home
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B~ NOoO - Ha

ALLDG 6. 7
DRTAREDE 15 e
Drawing

- Pé v& cac dbi tuong nhu: duong, mii tén, mii tén dang khéi, hinh chit
nhat, hinh oval, ta nhan chudt vao biéu ‘tuong V€ trén ngdn Drawing, sau d6 di
chuyen con chudt 1én vi tri can v&, nhin va ré chudt dé dat kich thuédc mong
mudn, rdi nha chuét.

- Bé v& hinh vuong va hinh tron: ta chon biéu tuong hinh chit nhat va hinh
oval dé v€, nhung trong qua trinh thyc hién thao tdc v€ phai két hop voi viée
nhan phim Shift.

- Pé vé& Textbox: chon biéu tuong Textbox, v€ 1én slide mot khung nhap dé
nhdp van ban.

* Nhdp van ban vao hinh veé:

Chon hinh vé can nhap van ban, sau d6 thuc hién nhip van ban tir ban phim
hoac dan phan van ban da sao chép vao hinh.

2. Thay d6i mau nén va mau nét vé

- Chon hinh can td mau va chon thé Home trén Ribbon

- T6 mau nén:

+ Nhap chon biéu twong 25hapeFil~ tran nean Drawing d& mé bang mau,

sau d6 tich chudt vao mau can chon hoic vao muc More Fill colors dé chon mau
khac hoac vao muc Picture dé chon mot bic anh lam nén cho hinh...

+ Dé bo td mau: chon No Fill.

- T6 mau dudng vién:

+ Nhap chon biéu twong =& shape Outiine * trén ngan Drawing dé mé bang mau,
sau do tich chudt vao mau can chon hoac vao muc More outline colors dé chon

mau khac. Vao muc Weight dé chon d6 rong duong vién va muc Dashes dé chon
Kiéu duong vién cho hinh.

+ Dé bo td mau chon No outline.
3. Thay d6i nét vé, hinh dang miii tén
- Chon dbi twong can thay doi

- Chon [énh Shape Outline trong ngan Drawing cua the Home dé chon céc
kicu thay doi:

+ Weight: thay d6i do rong nét vé
+ Dashes: thay doi kiéu nét vé&
+ Arrows: thay doi hinh dang miii tén

4. Tao béng cho ddi twong vé
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- Chon dbi tugng can tao

- Chon Iénh Shape Effects trong ngan Drawing cua thé¢ Home dé chon céc
kiéu bong muon tao.

5. Nhém cac dbi twong
- Chon céc d6i twong can tao nhém, chon thé Home trén Ribbon.
- Chon Arrange/Group hoic nhan chudt phai, chon 1énh Group/Group

Dé gé cdc doi twong di tao nhom: chon nhom ddi twong can ga, chon biéu
tugng Arrange hoac nhan chudt phai, chon Iénh Ungroup.

6. Sap xép cac ddi twong

Khi trén mot Slide c6 nhiéu déi tugng goi Ién nhau, ta phai thuc hién viéc
sap xép cac d6i twong nay sao cho phi hop. Bé sap xép mot ddi tuong, ta lam
nhu sau:

- Chon dbi twgng can sap xép, chon thé Home trén Ribbon.

- Chon biéu twong Arrange, xuat hién mot danh sach gom cac lua chon sau:
+ Bring to front: Xép d6i twong lén trén tat ca cac déi twong khéc.

+ Send to Back: Xép d6i tuong xudng lam nén cho slide.

+ Bring Forward: Xép d6i tuong dugc chon 18n trén mot doi tuong.

+ Send backward: Xép dbi tuong duoc chon xudng mot dbi tuong.

Dé chon mot kiéu sap xép ta chi viéc nhap chudt vao kiéu do.
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Bai 6: CHUAN BI, TRINH CHIEU VA IN BAI THUYET TRINH
I. Chuin bi trinh chiéu
1. Thiét 1ap hiéu &ng trinh dién
a. Thiét 1ap hiéu &ng chuyén tiép giira cac Slide
- Chon slide can &p dung hiéu ung chuyén slide.

- Vao ngan Transitions trén Ribbon, vao nhom Transition to This Slide
va chon kiéu hiéu urng thich hop trong danh muc dung san.

Hame Insert Design Transitions Animations Slide Sho
- - — b} -
| Em | O &

Effect
Options =

Cube Doors Box Zoom

Transition to This Slide

- Chuyén dén nhém Timing dé thiét 1ap thoi gian cho hiéu tng Transition:

iy, Sound: chimes.wav ~ | Advance slide
9 Duration: 0200 L | [¥] On Mouse Click
s-ﬂ] Apply To All J| After: 00:08.00

Timing

-
-

+ Sound: chon &m thanh khi chuyén slide

+ Duration: thiét 1ap thoi gian thyc thi hiéu tng chuyén tur slide nay sang
slide khac.

+ Chon On Mouse Click: nhap chudt trai dé chuyén sang slide khac (Nén
chon tuy chon nay).

+ Pé lap lai hiéu ung da thiét 1ap cho Slide khac, nhan nat Apply To All
trong nhom Timing. Khi do, tat ca cac slide sé cd hiéu tng Transition giong
nhau.

* X6a bé hiéu &ng chuyén slide
- Chon mét hay nhiéu slide can xo4 hiéu tng chuyén slide

- Vao ngan Transitions, nhém Transition to This Slide va chon None. Néu
chon thém I¢nh Apply To All bén nhom Timing thi s& x6a het hi¢u tng chuyen
slide trong bai thuyét trinh.

b. Thiét lap hiéu wng cho tirng ddi tweng trén Slide
* PowerPoint cung cap rat nhiéu hiéu ing va dwoc chia lam 4 nhom:

- Higu @ng hién thi (Entrance): Cac doi twong &p dung hiéu ang s& xuat
hién trén slide hoac c6 xu hudng di chuyén tir bén ngoai slide vao trong slide.

- Higu tng thoat (Exit): Cac doi twong &p dung hiéu Gng s& bién mat khoi
slide hoac c6 xu hudng di chuyén tir trong slide ra khoi slide.

- Hiéu &ng nhan manh (Emphasis): Nhan manh ndi dung ap dung hiéu wng
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- Hiéu @ng di chuyén (Motion Paths): Hiéu tmg lam céc doi tuong di
chuyén theo mot duong di qui dinh trudc.

* Pé 4p dung nhom hiéu @ng hién thi cho cac ddi twong (cac nhém hiéu
wng khac lam twong ty) ta thuc hién nhw sau:

- Chon déi twong can &p dung hiéu tng.

- Vao ngan Animations trén Ribbon, nhap chon nut miii tén tré xudng trong
nhém Animation dé mé danh muc céac hiéu ang.

'_,'-'.' 4 L
¢ > g .4 o -
Mone Appear Fade Fly In Float In T}S
Animation

Mone —
Mone 1

Entrance
x X X 1A ¢
Appear Fade Fly In &_ Float In Split

K ) o wK = .

Wipe Shape Wheel Random Bars Grow & Turn
LI i [
e w YL‘ .
Zoom Swivel Bounce -

'5* Mare Entrance Effects...
{k Maore Emphasis Effects...
H#E  More Exit Effects..,

Mare Maotion Paths...

- Tich chudt chon mot kiéu higu tng hién c¢6 can 4p dung hodc nhap chuot
chon More Entrance Effects...d¢ mé cua s6 chira danh muc hiéu tng hién thi
nhu sau:

~

Subtle

ﬂ Expand iy Fade

F Swivel A Zoom

Moderate

,;* Easic Zoom *:* Center Revolve

,;* Flaat Dawn *:* Float Up

* Grow & Turn ,p* Rise Up

rﬁ Spinner

Exciting

* Basic Swivel ,p* Boomerang

# Bounce A Credits

,;* Curve Up *:* Drop

# o

* Pirwhes! ,p* Spiral In

iy whip 7
[#] Presview Effect [ oK ] ’ Cancel
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- Chon mét kiéu hiéu ung va nhan OK dé ap dung.

* Pé thay doi tiy chon nhanh cho kiéu hiéu tmg da chon, ta nhap chuét vao
Iénh Effect Options trong vung Animation cua ngan Animation.

* Pé 4p dung thém céac hiéu &ng cho cung mat déi tweng thi vao ngin
Animations, nhdm Advanced Animation chon Iénh Add Animation.

* Xo0a bo hiéu ung

- Chon déi twong can hay bo hiéu ung.

- Vao ngian Animations trén Ribbon, chon None.
2. Thém phan ghi chu cho trang thuyét trinh

~ Nhép chut vao dong chit Click to add notes ¢ phia dudi trang thuyét trinh

dé nhap cac noi dung can ghi cha cho trang thuyeét trinh.

3. Thiét dit dau ra cho bai thuyét trinh

PowerPoint 2010 cung cap cac dinh dang dau ra ciing nhu cac dinh dang
dugc thict ke d€ in trén giay. Thong thudng may tinh st dung mot man hinh méac
dinh véi kich thuéc cho mot trang man hinh véi ty 1€ chicu rong va chicu cao la
4:3 (10 x 7,5 inch), cac trang trinh bay dugc dinh hudng theo chiéu ngang, voi
so trang trinh bay bat dau tur 1.

C6 thé thay doi cac thiét 1ap mac dinh bang céach:

- Vao thé Design, chon Page Setup, ctra s6 xuat hién nhu sau:

N

10 = Inches

1 Y

-

Page Setup % || 23
Slides sized for: Orientation oK
On-screen Showe (4:3) EI Slides .
Cancel
Width: \—I

Portrait
Q) Landscape

Height: Motes, handouts & outline
7.5 = Inches P

A @/ Fortrait
Number slides fram: Landscape

- Chon lai trang trinh bay trong muc Slides sized for.

- Nhén OK dé chap nhan.

4. An hién cac trang thuyét trinh

Pé an slide, nhan chudt phai vao biéu tuong slide trong ngan slide bén trai,
chon Hide slide, chon lai thao tac nay mot lan nira dé hién slide da an.

I1. Kiém tra, in, trinh dién

1. Thay d6i hwéng va kich ¢& trang thuyét trinh

- Thay d6i huéng: vao thé Design va chon Iénh Slide Orientation dé chon
huéng trang thuyét trinh doc (portrait) va ngang (Landscape).
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- Thay doi kich ¢&: vao thé Design va chon Page Setup, hop thoai xuat hién.

+ Thay d6i bé rong slide trong hop Width

+ Thay d6i chiéu cao slide trong hop Height

2.1n

Vao ngan File, chon Print, ctra sd man hinh nhu sau:

me  Inset  Design  Transitions  Animations  Slide Show Review

s
Print
[ savess {3
, = Copies: |1
el
L& Print
& ao
e Printer
9] e Laserlet 1320 series UPD PCL 5 0n 1021681100
Recent = Read
Printer Properties
Ne
Settings

-, Print All Slicles
h Print entire presentation

Slices:

save & Send

Help Full Pag

L3 Print 1

] Options
] Print o
(XL == Fiip pag

Edit Header & Footer

- Slides sized for: Chon khé gidy can
in hodc vao muc Width dé thiét lap
chiéu rong va muc Heigh dé thiét 1ap
chiéu cao cho trang in néu khéng
tim duwoc khé gidy hop ly.

- Orientation: Chon hudng gidy in.
- Number slides from: chon sé trang
bat dau in.

- Nhan OK dé chap nhan cac thong
s6 da thiétlap

4 2 ofdp

- Chon tén may in trong muc Printer.

- Chon sé trang in trong hop Slides.

- Chon sé Slides in trén mét trang gidy in trong muc Full Page Slides.

- Muc chon Printer Properties: khi tich vao muc chon nay s& xuat hién mot

hop thoai sau:

9 11192.168.1.199\ hp Laser)et 1320 series UPD PCL 5 Document Properties [mE3m]
| Advanced I Frinting Shortcuts I Paper/Quality I Effects | Finishing Ser\-'ic:es|
Document Options
| Prirt on both sides g E—i
Flip pages up § m:ﬁy}
Booklet layout: =
(s Al
Pages per shest:
| 1 page per sheet e |
Orientation
Portrait
@ Landscape
Rotate by 180 degrees
(ﬁF] | About... | | Help |
[ oK ] | Cancel |
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+ Chon kho gidy A4: Vao thé Paper/Quality, tich vao miii tén den trong hop
Paper size va chon A4.

+ Thiét 1ap in 2 mat: Vao thé Fnishing, tich chon muc Print on both sides.
+ Nhap OK dé chap nhan va thoat khoi hop thoai.

- Nhép Iénh Print dé bat dau in.

3. Trinh chiéu bai thuyét trinh

Trinh chiéu la qué trinh thé hién noi dung cac Slide da thiét ké duoc trong bai
thuyet trinh Ién toan bé6 man hinh. Trugce khi thuc hién mot bai thuyet trinh ta can
duyét lai tat ca cac noi dung thiét ké trong bai. C6 nhiéu cach dé thuc hién trinh
chiéu cac Slides.

- Trinh chiéu toan bo bai thuyét trinh: vao ngan Slide Show, chon Iénh
From Beginning hoac nhan phim F5 trén ban phim.

- Trinh chiéu tr trang hién hanh: vao ngan Slide Show, chon lénh From
Current Slide hodc nhan chuét 1én nut [énh Slide Show = ¢ goc phai, cudi man
hinh.

- Chuyén t6i trang thuyét trinh tiep theo: nhan chudt phai Ién man hinh
trinh chiéu, chon Next.

- Chuyén toi trang thuyet trinh truée do: nhan chudt phai 1én man hinh trinh
chiéu, chon Priveous.

- Chuyen toi trang thuyét trinh dwoc chi dinh: nhan chuot phai lén man
hinh trinh chiéu, chon Go to Slide, sau d6 chon tén Slide can trinh chiéu.

- Chon kiéu bat vé& trén man hinh trinh chiéu: nhan chuét phai 1én man
hinh, chon Pointer options, sau d6 chon mot kiéu but can str dung.

- Thoat khoi man hinh trinh chiéu: Nhan phim ESC hoic nhan chudt phai 1&n
man hinh, chon End Show.
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MUC LUC

Bai 1: KIEN THU'C CO BAN VE BAI THUYET TRINH VA TRINH
(@] o 1 ) 01 PSSRSO 1
L. BAT TNUYEE TINN ...ttt 1
I ST I 41T 1 TSSO 1
2. Cac nhan t6 anh huong dén bai thuyEt trinh..........ccocoveeveeveeeceeeeeeeceeeees 1
3. Chi dan dé tao nén mot bai thuyét trinh ot .........cocevevevieeeeeeee s 1
4. Cac budc chinh trong tao va thyuc hién bai thuyét trinh.............cccovveeveeeeenee. 1
I1. PRAN MEM NN CRIU........vvveeececeeeceee e 2
1. LiDreOffiCe IMPIESS ....oiiii ettt 3
2. OPENOTTICE IMPIESS ....vieiieciiecie et 3
3. MICrOSOft POWEIPOINT .......ooiiiiiiieiieciee e nne s 3
Bai 2: SU DUNG PHAN MEM TRINH CHIEU........ccooooiiiieieeeeeeeeeee e 4
I. LAM VIEC VAT PRAN MEM ..ottt 4
1. M& phan mém trinh chiéu PowerPoint 2010 ............ccoveeeeerveeeeeeeeeeee e, 4
2. DONG PHAN MBM ..ottt s e 4
3. Man hinh 1am viéc va cé4c thanh phan caa man hinh 1am Viéc............cc......... 5
3. CACh 4N hieN thanh RIDDON ....c.cvieeeeeeeeeeee ettt 7
1. LAM ViéC Vi bAT tNUYEL EHANN ..o 7
1. M lai bai thuyét trinh dang Tt trén dia ........cceveevereeeeereeeeeeeseeee e, 7
2. Tao bai thuyét trinh MG tr MAU CO SAN ......veveeeceeeee e 9
3. Lut bai thuy@t trINN....c..cvcececeeeceece et 9
4. Hién thi bai tRUYEE trNN ...t 11
5. DONG AT tNUYEL LN ..o 11
11. Lam viéc vai trang thuyét trinh (SIAE).........covvvveeviieeieieeeeeeseeeeeeeeseeens 12
1. Khai niém va vai tro ctia trang thuy&t trinh ............co.cooeeeeeeeveeeeceeeeeeens 12
2. CaCc Khai NIEM G KEM: ..cvviiiiic e 12
3. Thay d6i bb cuc (layout) Cho SHAE...........c.cveeeeeeeeeceeeeeee e, 12
4. Chon mMAU thiét K& SAN CNO SIIE «.....eeeeeeeeeeeeeeeeeee e 13
5. SHAE IMASTET ...t ettt sbe s 15

St dung PowerPoint co ban 38



Trung tam cong nghé théng tin va Truyén théng S& Théng tin va Truyén théng Lai Chau

6. Sao chép, cat, dan va dich chuyén SHAe.............ccvvevveeeeeeeeeeeeeeeee e, 17

T, o T- ] [ [ USSR 18

Bai 3: XAY DUNG NOQI DUNG BAI THUYET TRINH ...cocooovveevceecceean, 19

I. Tao va dinh dang van DaN...........ccoviiii i 19

1. Céc chi dan khi xay dung noi dung bai thuyét trinh.............cccoveveeveieeeenns 19

2. NNAp van ban Va0 SHAE ........cceiieii e 19

3. X0a VAN DAN ..o 20

4. Thay dbi phéng chit, c& chit, Kiéu chit VA MAu Chil.........co.ovevveeeerreeceseene, 20

5. Chon mau cho VAN DAN.......ocveiiie ettt e e 21

6. Canh 1& phan van ban trong KNUNG ...........cceveeeieeeeeeeeeeeeeeeee s 21

I ] T Ul o USSR 21

1. Trinh bay noi dung dang liét K& (BUIIEt) .......ccvevvveiieiieieeceece e, 21

2. Trinh bay nodi dung dang danh s6 thir tu (NUMDEFING) ..., 22

3. Gidn dong, thut 18 cho danh SACH ............c.oveeveeeeeeeee e, 22

HL BANG e nar e 23

1. Chén bang, Nhap va bién tap van ban trong bang ...........cccccevevveiv e, 23

2. Chon dong, cot vatoan b bang ..o 23

3. Chen, X0a dONQ/COL .......eoiveeiie e 24

4. Sira ddi chiéu rong cta cot va chiéu cao clia dong.........cco.ceeeeeervreeeereeeennn. 24
Bai 4: PUA BIEU PO, SO PO TO CHUC VAO TRONG TRANG

THUYET TRINH ..ot et 25

L BIEU @0 ..v.vvoveiiei ettt 25

1. CAC daNG DIEU A0t 25

2. NhAp dit 1i6u d€ a0 DIGU A0 ......cvoeeeeeeeeeeee e 25

3. Thay doi KIiGU DIGU A0 .......eveeveeececeeeeeeeeee et 26

4. Thém, x6a, DIBN tAp tiéu d& DIEU A0 ....cv. v, 26

5. Thay d6i MAU CNO DIGU A0: ...vvvvevceceeeeeeee e, 27

TL SO A0 10 CNTIC....vvevviviieieisie s 27

1. Khai niém, CACh tao 50 d0 t0 ChIC .......c.vvviieiieiieiceese e 27

2. Them b6t thanh Phan trong SO A0 .......cveeeveeeeeeeeeeeeeeeee e 28
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