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Q ban vé PowerPoint 2000.

v Dung cac ndt bén tréi dé di chuyén.
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ﬁ

m‘
.
=

/<§§ 4 Gidi thieu PowerPoint

L )
uc luc

- \
Q Gioi thigu PowerPoint
O /27 Tao mot bai trinh dién

[ &> ]
72\ Chinh siia bai trinh didn
/4] Chun bj trinh didn

T\ Tai lieu tham khio

Trin Thanh Phong 1



Chuong trinh Gidng day Kinh t&€ Fulbright

2005-2006

Vi tinh Ung dung

(J
T

m‘
.
=

Gidi thiéu PowerPoint
Trang1/8

R
D
"

e K

\j e J

g Q
St
*ar

.
‘0

0

B
.

-+ Gidi thiéu PowerPoint
Kién thiic cG ban vé PowerPoint

R«

v Moi “trang’
mot slide.

v Trong mot bai trinh dién c6 thé ¢o nhiéu
slide.

’ trong bai trinh dién dugc goi 1a
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+ Gidi thiéu PowerPoint
PowerPoint c6 thé lam

v Tao cac bai trinh dién trén man
hinh.

v' Tao cac trang Web.

v In cac trang,phim overhead
mau hodc trang den.

v In bai trinh dién ra gidy dudi
dang trdng den hodc mau

v Tao cac slide 35 mm
v Tao handout cho khach du
v' Gac ghi cha cho ngudi bao cao
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~* Gidi thiéu PowerPoint
G . Cac ché do hién thi

K

@%) v/ Ch& dd hién thi 1a c4ch hién v Chuyén d&i gilia cac ché do

thi trong qua trinh soan thao hién thi bdng cach nhap
béo céo. chut vao cac nit (View
v C6 nhiéu ch& do hién thi buttons) 6 goc trai bén dudi
trong PowerPoint: clia sO PowerPoint.
— Normal View
- Outn i -
- 1ae vView Tincidut L
— Exerci tation
<1 — Slide Sorter View 20 Loremp y
|§ﬂ| - Slide Show 5
Jex] Céc nat |~
— ché dd
| hién thi Delor it amet consectetuer adipiscing elit sed diam

Nonummy nibh euismod

Gidi thiéu PowerPoint
Trang 3/8

~» Gidi thiéu PowerPoint

@e j:- Normal View (3 trong 1)

@ v Dan bai clia bai trinh dién
nadm & khung bén tréi clia
clia s6 (Qutline Pane). : :
v Slide hién tai s& hign bén ( Outline Sde 7
khung phai clia clia s6 V6

RN

d‘éy dd hinh v, do thi, vin 1(5) Loreml
_ 2 ; Tincid
Im' ban..v.v. (Slide Pane) 2 Lorem | Exerdi tation
v" Cac ghi chi dugc bd tri trong Deor SR | . Nonummy rith e
E mot khung nhd bén dudi ~Nonu
— (Notes Pane). o
I@' 3(T) Loreml
= —Magn|
Exerci t
Exit «Noni
Jor sit amet consectetuer adipiscing elit sed diam
T EEREEE :I onummymbhajlsnod
| Notes
Gidi thiéu PowerPoint Pane

Trang4/8
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~* Gidgi thiéu PowerPoint
@ "+ Outline Pane — Khung dan bai

@ Ché do outline pane hién thi bai v Kéo va tha cic slide hodc
trinh dién dudi dang van ban cac nit dau dong dé sdp xép
khong c6 cac hinh anh. lai cac doan van ban.
v' Gilp ich cho viéc nhap, hiéu
chinh va to chiic van ban mot =
cach nhanh chong. 1Z) Lorem Ipsum o
, - 3 N . Tincidunt ut
v Kéo thanh cudn diing cta Outline | ,= Lorem Ipsum
| Back | pane vé phia b&n phai hoic *Delor sit amet J >
— nh&p chudt vao nat Outline View N omaneny rith orstome
E dé ndi rong ving lam viéc. euismod ity
] eTincidunt ut Nonummy nibh
— 3(=) Lorem Ipsum Tt
I@' —Magna aiquam bg:ﬂs:"
— 4(7) Exerci tation e ion
B v B
R EEEEE N > >
@)
. ) Nt Outline
Gidi thiéu PowerPoint .
Trang5/8 View
~* Gidi thiéu PowerPoint

Exi

I!I

[E

Gidi thiéu PowerPoint
Trang6/8

Slide Pane — Khung Slide

Khung nay hién thi hinh
dang that su clia cac slide
trong bai trinh dién.

Lam viéc trong slide pane dé
thém cac do thi, hinh v&, vin
ban va céac ddi tugng
khac..v.v.

Dung thanh cudn dé di
chuyén dén céc slide khac
trong bai trinh dién.

v" D& néi rong vung 1am viéc ta
kéo thanh cudn ding bén trai
clia slide pane vé phia bén
trai hodc nhap chudt vao nit
Slide View.

10

Exerci tation

2(0)

*Nonummy nibh eui

30

40

I>E=EE =] >

Nut Slide View

Trin Thanh Phong
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Gidi thiéu PowerPoint
Trang 7 /8

-+ Gidi thiéu PowerPoint

.
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: Slide Sorter View

-
s

v' Nhip chudt vao nit Slide
Sorter View dé chuyén sang
ché& do Slide Sorter View.
Ch& do nay hién thi tat ca
c4c slide trong bai trinh dién
dudi dang cac hinh nho.

v Ta c6 thé t6 chic lai thii ty
mot hodc nhiéu slide bang
cach chon céc slide & ndm
chudt kéo dén vi tri mong
mudn va tha chudt.

EE Lorem Ipsum.ppt

Nut Slide Sorter
View

@
.’ .w
‘u.f Y N

@
oy

Exi

.

]

Gidi thiéu PowerPoint
Trang8/8

~* Gidgi thiéu PowerPoint

.
.

™ Slide Show

.

v Slide Show dugc sir dung dé trinh chigu bai trinh dién
lic bao cao trudc khach du.

v Ding Slide Show dé xem trudc va dién tap bai trinh
dién trudc khi trinh chiéu.

v Bai trinh dién s& chiu & ché dod toan man hinh véi cac
hiéu (mg hoat hinh va céc phép bién ddi sinh dong.

v Sang slide k& tiép bdng cach nhap chudt hodc dung
cac phim mii tén t6i (=) va lui (€) trén ban phim.

Trin Thanh Phong
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/% Eﬁ Tao Mot Bai Trinh Dién

@

0i dung
@ @Y
Q Nhap vao day néu ban that sy chua bist

céch 0 chiic va xdy dung mot bai trinh
dién. Hoc cach sir dung AutoContent
Wizard dé xay dung mot bai trinh dién.

9

Nhap vao day néu ban da biét cach tao

@ mot bai trinh dién. Xay dung mot bai
trinh dién st dung cac cac mau thiét
k& sdn (Design Template).

=

Tao mot bai trinh dién
Trang 1/7

-+ Tao Mot Bai Trinh Dién
" AutoContent Wizard

Chon
AutoContent
Wizard

v" Chon ® AutoContent Wizard
tif clia s6 dau tién khi khoi
dong PowerPoint. ot a e rosen

v AutoContent~ Wizard tao mot @ y
bai trinh dién c6 mot slide =

PowerPoint

tidu dé chinh va nhiéu slide Wl © ooson Terplte
— ti€p theo sau dudc trinh bay :
7 PN £ Blark presentation
theo cac chil de. e
[ v Dua ra cic dé nghj va cic - o
— hinh thic t6 chiic cho bai % ST S pEsEEn

Exi

trl n h d ien. |C:'I,My Documents\PPTInka. ppk

I Don't shows this dialog bos again

N Ok Cancel |
Tao mot bai trinh dién -

Trang2/7

.

Trin Thanh Phong
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-+ Tao Mot Bai Trinh Dién
"+ AutoContent Wizard

v Lam theo cé&c huéng dan vt n
N 7. 2 . 1 arl
tiing b,u’dc cua Wizard. = Ma;a?a Market Summary
H A A N eVviey
v Khllden, bu’gm_ sau cung e | | Market st Present &
nhap nUt FInISh, marke Fl:nuRr:/iewchang&sinmke(
. ~ pricin share, leadership, players,
AutoContent Wizard sé 3() Produdt D e s s s | |
—_— n n p N . competition
|m| tao nén mot bai trinh 4 (=) Describeq
X P ~ . R S being mar|
dién c6 mot slide tieu de | —

chinh va nhiéu slide tiép
theo sau dugc trinh bay
theo chi dé.

m‘
.
=

Tao mot bai trinh dién
Trang 3/7

-+ Tao Mot Bai Trinh Dién
"+ AutoContent Wizard

v Ta chon cac doan van - ]
” . \ 1 M

ban do Wizard tu tao va 20 M| [ Backgrownd |

nhap thay vao do la ndi 'Mm% —

Future Y

13 2 2

dung van ban cua ban. | R e
|
|

v" Sl dung thanh cudn 3% P e e oo g, | |
Frd . g 4 competition
|m| (scroll bar) dé di chuyén bel

t6i slide ké tiép. _ p——

Exi

.

Tao mot bai trinh dién
Trang4/7
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Design Template

v' Chon ® Design
Template tUi clia so xuat
hién d4u tién khi khoi
dong PowerPoint.

v Nh&p vao cac mau thiét
k& s&n nay dé xem trudc

PowerPoint

3
| > |

[ Create a new presentation using

" AutoContent wizard

" Blank presentation

Chon Design
Template

kiéu ddng clia mau va
chon mot kiéu phu hgp
nhu cau nhat. Nhap nat
0K.

m‘
.
=

& e Open an existing presentation

C:iMy Documents\PRTINtra. ppt

El

Tao mot bai trinh dién

™ Don't show this dislog box again

Cancel

Trang5/7

~+ Tao Mét Bai Trinh Dién
v’ K& tigp, chon kiéu bd tri

clia cac doi tugng trén
slide. PowerPoint’s

Design Template

/

Chiase s Akt

PowerPoint’s
AutoLayouts

| =]

AutoLayouts dua ra

nhiéu kiéu slide cho ban

chon lya: van ban, hinh

anh, do thi, ban biéu...
v Chon mot AutoLayout

T Dt show s chokng b

SEE
=l=lml=]

al
| =]
Cancnd

2 Cobren Test

phi hgp nhu cau nhat va
nhap nit OK.

Exi

.

Nhap thanh cudn dé
xem thém cac kiéu
AutoLayout khac

Tao mot bai trinh dién
Trang 6 /7
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-+ Tao Mot Bai Trinh Dién

: Design Template Khung dinh truée
dé nhép tua dé
v’ Theo céc hu6ng dan trén : :
man hinh va nhap vao cac Click to add tie
doan van ban theo céc vj tri
da dinh trudc trén cac slide. + Click to add text
— Cac nat (bullets) dau dong
dugc ty dong thém vao. \
|
Tl L
Khung dinh
<1 :
= truéc dé nhap
Iﬁﬂ' van ban
v Chon New Slide tir thuc don Viow p—
— Insert dé thén slide mGi vao
|| bai trinh dién.
U Thém vao
Tao rrjrgrta:gl;r;n; dién Sllde mdl

N

\

% hinh Stra Bai Trinh Dién
@ Qi dung

\ Cac/ndi dung trinh bay trong phan nay:
Q Thay d6i hinh dang bai trinh dién

@ v" Thém hinh V&, hinh anh

v Them do thi
[ ] |

v Thé&m logo vao cac slide

v" Thém ban biéu, WordArt, cong thiic, va
multimedia

.

Exi

Chinh stra bai trinh dién

Trang 1/10
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Bai gidng 4
Power point 2000



Chuong trinh Gidng day Kinh t&€ Fulbright Vi tinh Ung dung

2005-2006

25 ¢~ Chinh S{ia Bai Trinh Dién
. (& ™1 Thay déi hinh dang bai trinh di&n

L

..‘..Q__
v

@ Cac mau thiét k& sdn v Tir thyc don Format vao Apply
(Design Templates) la cac Design Template, chon mau
mau rat chuyén nghiép, ta thich hgp &p dung cho bai trinh
nén dp dung ching vao bai dién. Cac ndi dung clia bai
trinh dién clia minh. trinh dién van gili nguyén khi

v M3i Design Template co silde 4P dung mau thiét k& khc.
diéu kién (Silde Master) no
dung dé kiém soat cac yéu to
clia toan bai trinh dién nhu:
mau nén, kiéu thiét k&, cac
mau sc, font chii, nat dau

3 Lorem [psum I|

.

* 4 Delor st e ¢oo e ol

T sddam Lorem Ipsum
=

Dol 5it amet comectetue o pacimg
bt 5= dam
- Menummsy nlbh eugmod

e A 7 L dakae
B dong va cG chii. e o
. Enmich Labion ullamempe susd gt
I Exit | I — — ks ssl o afqip = ms cm
— Bai trinh dién T T
Aernmr it i
o % i i
Il vGi 4 mau thiét e e 1
~ - anaalior: . bR Bk bl
. ké khac nhau Enmc tatian ullamei e 513 o ik
Chinh stia bai trinh dién habaitis ns | abgua e ma (08 =
Trang 2 /10

-+ Chinh Stia Bai Trinh Dién
% & ™ Thay d8i hinh dang bai trinh dién

Chinh stra bai trinh dién

g
Q

."‘.Q"“

gy v Mot ki€u phdi mau (color scheme) 1a mot tap hop 8 kiéu mau
k&t hop lai v6i nhau dung dé ap dung cho tya d&, vin ban va céc

loai hinh hoa.
— M®di méu thiét k& co thé ap dung rdt nhidu cach phdi mau khéc
nhau.

— MB&i kiéu phdi mau co thé dp dung riéng Ié cho timg slide, mgt nhom
slide hodc tat ca cac slide trong bai trinh dién.

o Lorem fpsim

Mot mau thiét
k& véi 4 cach

« Delor sit amet consedetuer adipiscing

Loram Ipsum elit sed diam

héi mau kha e - Norurarey ribh evismod
& + Tonsdunt i
= phol mau ac elitsed diam « Lt b
I | nhau ~ Fonurarg nih ~ Magn 2 aliquam
+ Toaduntut.

« Exerci kation ull amcorper suscipit

fleetahe lobartis nisl ut diquip ex ea cam

~ Magnia aliquarn
+ Exerci bation ulla

E

lobortis nisl ut diquip ex ea com

Trang 3/10

Trin Thanh Phong
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=

Chinh sira bai trinh dién

Trang 4 /10

cac hinh anh theo nhu cau.
v P& thém van ban vao hinh ta chi viéc nhap chudt 1&n
hinh va nhap véan ban. Van ban sé tu dong dugc gan

vao hinh ve.

v Sl dung chiic ndng AutoShapes clia PowerPoint dé vé

.

Exi

[E

Chinh stra bai trinh dién

Trang 5/10

Vao thuc don Insert chon
New Slide, sau do chon kiéu

slide 1a do thi.

Nh&p 2 [an vao ving hién thj v/
do thi trén slide dé tao do

thi.

Thay thé’\céc s0 liéu vi du
san co bang dif liéu clia ban.

Choose an Autolayout;

v Nhap chudt ra ngoai vung do
thi trén slide dé trG lai man

hinh lam viéc PowerPoint.

Nhap 2 [4n vao do thi néu
mudn hiéu chinh lai do thi.

A [

B

C

[[__D

East

20.4

27.4

90

20.4

West

30.6

38.6

34.6

31.6

North

45.9

46.9

45

43.9

4 |

5 \

920

80

70

60

50

EEEE
=a) (28] [

—
llls | "

30

20

10

o

d 1st Qtr

1

2nd Qtr

3rd Qtr

fll

4th Qtr

Trin Thanh Phong
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“ (& "+ Thém hinh anh

@ v Thém hinh tir album Clip Art: Vao thuc lddn Inselrt chon Picture

va chon Clip Art. Chon hinh mong mubn va nhap Insert clip.

v" Thém mot tap tin hinh c6 san trén § cing may: Vao thuc don
Insert chon Picture va chon From file, tim dé&n thu muc chia
hinh va chon hinh. Nhan Insert dé chén hinh vao slide

v Ta c6 thé di chuyén, cit tfa va chinh kich thudc cla hinh sau khi
thém vao slide.

m‘
.
=

El

Chinh sira bai trinh dién

Trang 6 /10

25 -~ Chinh Siia Bai Trinh Dién
00 9 -"0. A b 7 .
: Thém logo vao céac slide

@ v S dung Slide Master l\(hi ching ta mudn thém hodc
thay doi ndi dung cho dong loat tat ca cac slide trong
bai trinh dién.

v" Slide Master luu gili cdc thong tin dinh dang clia cac
doi tugng nhu: tiéu dé, van ban, cac nit dau dong, va
mau nén. Cac dinh dang nay dugc ap dung cho tat ca
cac slide co trong bai trinh dién.

“
.
=

el

Chinh stra bai trinh dién
Trang 7 /10

Trin Thanh Phong
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@5 ¢« Chinh Slia Bai Trinh Dién
OO 9 “”0 n ~ 7 .
= (& " Thém logo vao céc slide

N v Nhép thuc don View, chon Master, va sau do nhap
Slide Master. Chén logo cong ty clia ban vao Slide
Master tai vi tri mong mudn. Xong nhap nit Close dé
trd lai man hinh lam viéc binh thuding.

..va logo sé
> Thém logo va Sggié%acr}a
Slide Master... N
H cac slide -
= Click to edit Master title style \ 23
] IEE
= Click to edit Master text styles
Second level
e - Del

Fifth level elit|

m‘
.
=

El

Chinh sira bai trinh dién
Trang 8 /10

25 ¢+ Chinh Sira Bai Trinh Dién
“ (& " Thém céc d6i tuong khac

) v’ Ching ta c6 thé thém nhiéu loai déi tugng khac vao
slide nhu sau: P
— S0 db t8 chic clia cong ty

Ban biéu

WordArt

Cong thiic

in f(zon-Le?

Am thanh (z0,) \/Ee

.

Exi

=

Chinh stra bai trinh dién
Trang 9 /10

Trin Thanh Phong 13
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“ (& "+ Thém céc d6i tugng khac

2

So do td chic: Insert > New slide > Organization Chart

Ban biéu: Insert > New slide > Table

WordArt: Insert > Picture > WordArt 4

Cong thdc: Insert > Object >Microsoft Equation 3.0 ﬁ

Video clip: Insert > Movies and Sounds > Movie from Gallery

hodc Movie from File

Am thanh: Insert > Movies and Sounds >Sound from Gallery

m‘
.
=

El

hodc Sound from File

Chinh sira bai trinh dién
Trang 10 /10

&§ 4 Chuan Bj Trinh Dién
%
0i dung

Q.

v' Kiém tra trinh dién

_ TN
P Q i dung trinh bay trong phan nay:

— v Ap dung céc hiéu ting

v In 4n (Handout,Notes, phim chiéu)
v" Dua cdc slide |&n Web

“
.
=

Chuén bj trinh dién
Trang 1/13

Trin Thanh Phong

Bai gidng 4
Power point 2000

14



Chuong trinh Gidng day Kinh t&€ Fulbright Vi tinh Ung dung

2005-2006

@@iﬁ

o
D
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C
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. 0‘

0 R
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-+ Chuan Bi Trinh Dién
Kiém tra trinh dién

v’ S dung ch& do Slide Show dé& xem trudc va dién tap
bai trinh dién va chiéu bai trinh dién khi béo cao.

v Kiém tra cé4c hiéu (ing hoat hinh d& dam bao thé hién

ding nhu cau.

L= | v Kiém tra thoi gian cho gilia cdc higu tng va gilla cAc
<1 slide.
5] v Kiém tra cdc ndt didu kién dé dam bao hoat dong
dang.
Chuén bij trinh dién
Trang2 /13
& ¥ 2

~+ Chuan Bj Trinh Dién
"+ Hiéu ting cho Slide

&
%»

v Hiéu Ung tu tao cho Slide Master, Title Master: khi ap
dung hiéu (ng cho slide master, title master thi hiéu
ing nay sé tu dong ap dung cho cac slide co cac
thanh phan tudng (ng.

a0

L = | Vao View > Master > Slide Master hoic Title Master
< Sau d6 vao Slide Show > Custom Animation > Chon
&3] doi tugng trén slide va ap dung hiéu @ng cho no.

v Hiéu (mg cho mdi slide: Ap dung [an lugt cho tiing
(@] slide: Slide Show > Custom Animation

Chuén bj trinh dién
Trang3/13

Trin Thanh Phong

Bai gidng 4
Power point 2000
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%& ~» Chuén Bi Trinh Dién
"+ Hiéu Ung cho Slide

/N v Ngén Order & Timing: Ding dé chon ddi tugng can p
dung hiéu (ing, sdp x&p tha tu va thdi gian xudt hién
ctia van ban, hinh anh.

Custom Animation

i 1|

O I
Cancel

Breview

Check to animate slide objects:

I Action button: Information 4
MTexts

Order & Timing |Effects| Chatt Effects | Multimedia Settings |

Animation order: Start animation
" On mouse dick

- * | | & automaticaly,
Exit ==
Move 0: 0z =
+ seconds sfter previous
vent

El

Chuén bj trinh dién
Trang 4 /13

/7N v Ngan Effects: Ding dé chon kiéu higu (ng, &m thanh,
cach xuat hién cla vin ban, hinh anh.

Custom Animation x|

Ok I
Cancel

Breview

Check to animate siide objects:

™ Action butkon; Information 4
I Texts 1 = H
[ Picture Frame & BU.. r———— ot

Order & Timing  Effects |Chart Effects | Multimedia Eemngsl

Entry animation and sound——————————————  ~Introduce text
I@l [Pt | [FromLeft ]| | et onee =l

Tho Sound] = | | ™ roupedby m
level paragraphs

After animation ™ Apimate attached shape
ﬁ T | e

Chuén bj trinh dién
Trang5/13

Trin Thanh Phong

Bai gidng 4
Power point 2000
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%@ ~+ Chuén Bj Trinh Dién

Hiéu ting cho Slide

/7 v Ngén Charts Effects: Dung dé chon ki€u higu ing, am
thanh, cach xuat hién cla do thi.

Check ta animate slide objects:

I Title 4 -
¥ Text 5

=

Text 6
T Text?
™ Picture frame 3
=

Order & Timing | Effects Chart Effects |Mulmmed|a Settings |

Introduce chart slements Entry animation and sound———————————————————
|E|| PED = | | pre =] oo =
I¥ fnimate qrid and legend e 5ound] |
I Exit | After animation
|_| ’VIDon't Tim |

Chuén bj trinh dién
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50 Chuéan Bj Trinh Dién

“+ Hiéu tng cho Slide

/) v Ngan Multimedia Settings: Ding dé chon kiéu higu
ting cho &m thanh va video clips.

-

Exi

el
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%& -~ Chudn Bj Trinh Di&n
Hiéu ting chuyén slide

/NN v Higu ting khi chuyén tir slide nay sang slide khdc goi
[a Slide Transition

Slide Show > Slide Transition

2l
Apply to All
Cancel

andom Transition

& Slow " Medum " Fast

~ Advans ~Sound

¥ On mouss dlick slide Projector -

¥ Automatically sfter

m‘
.
=

El

™ Loop until next sound

Chuén bj trinh dién
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~+ Chuan Bj Trinh Dién
" Set Up Show
v Set Up Show: Dung dé thiét 1ap kiéu trinh dién, trinh

dién ty dong, tit m& thuy&t minh, tdt mg hiéu (ng, tét
md& thanh cudn, chon viét...Slide Show > Set Up Show

e

_ CIMETE— 21x
e " presented by a speaker (full screen) & al

= Browsed by an individual (window) C From: H 1o | =

" Browsed at a kiosk (Full screen)

€ Custom show:

™ Loop continuously until ‘Esc' -
™ Show without narration
I~ Show without animation - Advance slides

¥ Show scrollbar © Manually
& Using timings, if present

.

Exi

Pen color: Show on?

I ~ | [Frivary fontor <] [Brojector Wizard.| K Cancel

el
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"+ In phim chiéu

@ v In céc trang overhead du6i dang mau, hodc trdng den.

v Xem trudc céc trang in du6i dang tring den dé biét
dugc hinh dang va mau sdc that su clia cac slide khi
in ra mdy in trdng den (Nhap nit %= - Graysacle
preview dé chuyén qua lai gitia 2 ché do))

] ==

I;ﬂ' Lorem Ipsum Lorem Ipsum
e ﬁ m Delor sit amet conssctetuer acipiscing ] Drelor sit amet consedtetuer acdpiscing
— it zed ciam I elit sedf diam
Exit . = Nonummy nibh evizmod — Monummy nibh euismod
- Tinckdunt u. . - Tinciduh, o,
+ Laaed dake + Lared dake
— hagna aliquam — agna aliquam
@ m Exerci tation ullamcorper suscipit Exeri tation ullamcorper suscipit
lobortis nisl ut aliguip ex ea com lobortis nisl ut aliguip ex ea com
Chuan b trinh dién
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{ " In Handout

@%) v" In cac handout cho khach tham du hoi nghi.
v’ Ching ta co thé chon va in nhiéu slide (vi du: 2, 3, 4,

6, 9 slide) trén mot trang gidy theo chiéu ngang hodc
chiéu doc.

File > Print > Qhon Handouts tai Print what > chon
so Slide trén moi trang.

_— o—
o —— o—
o —— o—
6 —
6 —

‘ oooo‘

h
(hJ
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Exi

e |1
11| ge]| ||

.
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"+ Cac ghichd

/

""""

v In cé&c ghi chd dé& tham khéo trong qué trinh bo cdo
hodc bd sung chi tiét han cac thong tin vé ndi dung
trinh bay cla silde.

v D& xem trudc cac ghi chd sé dugc in ra nhu thé nao ta
vao thuc don View va chon Notes Page.

> Hinh
dang cua
|E|| — slide
Exit ; " -
— —_— Cac ghi
[@] he
Chuén bj trinh dién
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“: Pua céc slide 1én Web

L
oy

A

v Ching ta Iuu bai trinh dién theo dinh dang HTML clia
cac trang Web va c6 thé dua I&n Internet/ Intranet.
v" Nhiing nguoi ban dong nghiép, nhiing ngudi quan tam
dén bai trinh dién clia ban c6 thé xem no trén

Internet/ Intranet bdng céc trinh duy&t Web.

[ > ] v Cothé md cac tap tin dudi dinh dang HTML bang
_ PowerPoint d& cap nhat hodc chinh slia ndi dung khi
< can.

5] File > Save as Web Page...
[®]
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A\ Liéu Tham Khao
u dung Help & Tai ligu hudng dan truc
tuyen (http://www.microsoft.com).

v Trinh dién bao cdo bing PowerPoint,
Tran Thanh Phong

v" Thuc hanh va Ung dung Microsoft Office
2000, Nguy&n Tién — Nguy&n Hiu Binh -
Nguyén Vin Tam, NXBGD

\ P

e
9@@

v" D0 hoa va multimedia trong vdn phong
v6i Microsoft PowerPoint, Nguyén Dinh
Té, NXBGD
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.
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