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Bit dau véi Microsoft PowerPoint

Sau khi hoan thanh bai hoc nay, cic ban cé thé:

Khdoi dong Microsoft PowerPoint

Quen thudc vdi cdc thanh phan ciia cita sé PowerPoint
Chon phwong phdp dé bt dau bai trinh bay

Diing céng cu hé tro' dé tao bai trinh bay

Luu giit bai trinh bay

Vo1 Microsoft® PowerPoint®, ban co thé tao ra slide, luu y dién gia, ban
trao tay thinh gia, va ban dai cuong - tat ca déu trong mot tép tin.
PowerPoint cung cip nhimg cong cu manh dé gitp ting budc tao va td chirc
bai trinh bay.

Khéi dong PowerPoint

Sau khi cai dit PowerPoint, ban d3 san sang dé bat dau chay PowerPoint.
Ciing nhu v6i cac chuong trinh khac, ¢ nhi€u cach bat dau PowerPoint.
Mot cidch don gidn 1a dung nut Start trén thanh cong viéc.

Cac budc thue hién
Trong bai tap nay, ban khdi dong PowerPoint.
1. Nhdy Start trén thanh cong viéc. Bang chon Start xuat hién.

2. Trén bang chon Start, trd vao All Programs. Bang chon Programs xuét
hién, hién thi tat ca cidc chuong trinh trén mdy tinh, ké cd PowerPoint.

Microsoft Access
Microsoft Excel

[€] Micrasoft PawerPoint

Microsaft \Ward

3. Nhdy Microsoft PowerPoint dé bit ¢au PowerPoint

Luuy

Ban ciing c6 thé bat ddu PowerPoint bang cach nhdy dip vao biéu twong tat
PowerPoint trén man hinh. Dé tao biéu tuong tat, nhdy niit Start, tré vao All
Programs, nhdy chut phai Microsoft PowerPoint, tré vao Send To va nhay
Desktop. Biéu tuong tit 1a mot biéu twong véi miii tén cong & géc tréi.
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Ciwra so0 PowerPoint

Sau khi khai dong, cira s6 ctia chuong trinh PowerPoint gidng nhu hinh
duéi day. Nhu véi moi chuong trinh chay trén Microsoft Windows, ban c6
thé didu chinh kich thudc cia cira s6 PowerPoint va cira s6 bai trinh bay
bang cdc nit Minimize =) va Restore Down/Maximize 2 va déng cira s6
PowerPoint hay cira s6 bai trinh bay bang niit Close XI.

@ Elle Edit iew Insert Format  Tools  Slide Show  Window Help
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Phia trén cira s6 12 céc bdng chon va céc nit 1énh thudng dugc st dung nhat.
Cic nut khdc c6 thé xuét hién bén trdi va trén ddy ctia man hinh. Bdng chon
12 danh sach céc 1énh hay tity chon san c6 trong PowerPoint. Céc niit 1énh
duoc td churc trén cdc thanh cong cyu. Cac nut 1¢énh trén thanh cong cu la biéu
tuong tat toi cdc 1énh va céc cong cu dinh dang thudong dung. Ban nhdy mdt
ntt I¢nh thich hop dé thuc hién mét nhiém vu nhu dinh dang van ban hoac
Iuu gitr bai trinh bay.

Thanh cong cu

Cac thanh cong cu chudn va thanh cong cu dinh dang dugc dat truc tiép bén
duéi thanh bang chon. Khi khoi dong PowerPoint 1an dau tién, céc thanh
cong cu chuan va dinh dang xuat hién trén ciing hang dé tiét kiém khong
gian ctra s6. Chi cdc nit 1énh thuong diing nhat méi xuat hién trén thanh
cong cu. Pé xem céc nit 1énh con lai, nhay mii tén Toolbar Options = & 1
phai. Khi mot nit 1énh trén Toolbar Options duogc sir dung, né thay thé cho
nit it ding nhat trén phan thay duoc ctia thanh céng cu. Néu ban khong thiy
ndt 1énh, hiy nhdy vao miii tén > Toolbar Options dé hién thi tat ca cic niit
trén thanh cong cu.

Khi nhdy vao bang chon, chi cic 1énh thuong duoc ding nhét xuat hién trén
mot bang chon ngan. P& hién thi bang chon day du, ban c6 the dé con tro
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trén bang chon trong vai gidy, hodc nhdy dip tén bang chon, hay nhay tén
bang chon va nhay miii tén kép nho ¥ & ddy ciia bang chon ngan. Khi bang
chon ddy du dugc hién thi, cdc 1énh khong xuét hién trong bang chon ngan
¢6 mau xdm nhat.

iew | Insert  Format  Tools

rarmal

Ba| Slide Sorter

] E [ g

Slide Show F5

Master 3
B ColorfGrayscale 3

Toolbars 3

D Header and Fooker, ..

ZO0M, .,

L

Ngan cong viéc

O bén phai cta ctra s6 PowerPoint thudng xuét hién ngdn céng viéc tuong
ung véi cong viée ban dang thyc hién. Ngan cong viéce hién thi céc 1énh va
tinh nang thuong ding lién quan dén cong viéc hién thoi. Ngan cong viée
gitip ban 1am viéc v6i cic 1énh ma khong phai hién thi bang chon hay diing
ndt 1énh. Mot sb ngan cong viéc hién thi tu dong. Ch'ﬁlng han, ngan cong
viéc New Presentation duoc hién thi mdi 1an khai dong PowerPoint. Céc
ngan cong viéc khac duoc hién thi tiy theo yéu cau. Chang han, khi ban
mudn chén thém anh, ngan Insert Clip Art s& duoc hién thi dé gidp ban tim
anh.

Ban c6 thé nhanh chéng chuyén tir ngin cong viéc nay sang ngan cong vi¢c
khéc bang cdch nhdy mili tén Other Task Panes = trén bat ki ngin cong viéc
nao dé hién thi ngin cong viéc khac. Khi két thic véi mot ngin cong viéc,
nhdy niit Close X trén d6 dé an né di.

Tai géc dudi, bén phai ctra s6 1a cc nit [EB3F cho phép hién thi céc slide
cua bai trinh bay trong cic ché do khic nhau. Khi ban lan dau tién md
PowerPoint, bai trinh bay dugc hién thi theo ché do0 Normal.

Cac ngan Outline/Slides, Slide va Notes

Ché d6 hién thi mic dinh, Normal, gdm ba ngan: Outline/Slides, Slide va
Notes. Ngan Outline/Slides ¢ bén tréi, phia trén c6 cac tab cho
phép thay dbi céc cach hién thi khic nhau (outline hay slide). Ngan Slide
hién thi mot slide cu thé. Ngan Notes dugc dung dé dua cic luu y cho dién
gia. Ban c6 thé d6i mo rong hodc thu hep cic ngin bang viéc kéo thanh phan
cach chung.



Tao bai trinh bay voi Microsoft PowerPoint

[l Microsoft PowerPoint - [Presentationd] EB|
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Cic thong bdo xuét hién trén thanh c6 tén 12 thanh trang thdi & ddy ctra so.
Céc thong bdo mo ta doi tuwong dang dugc xur ly hodc trang thai ciia chuong
trinh khi lam viéc.

Cac buéc thue hanh

Trong bai tip nay, ban tily chinh bang chon Window va hién thi ScreenTip
cho mot nut.

1. Nhdy bang chon Window. Bang chon Window xuét hién.

2. Nhdy miii tén ¥ & ddy cta bang chon Window dé bang chon dugc trai
rong. Bang chon trai rong xuat hién.

3. Nhdy Next Pane. Con tro chudt chuyén t6i ngan tiép theo.
4. Trén thanh bang chon, nhdy Window lan nita. Chi ¥ rang Next Pane bay

gio duogc hién thi trén bang chon Window. PowerPoint da dua 1énh dé
vao bang chon Window.

Trong bai tap nay, ban sir dung ngan Slides va dung bang chon Other Task
Panes.

1. Dit con tré 1én biéu tugng cua slide cua ngan Outline/Slides.
Mot thong bdo goi y (dugce goi la ScreenTip) xuat hién khi ban dét con
trd 1€n trén bi€u tuong nay.

2. Nhdy mii tén Other Task Panes = trong ngan cong vi¢c. Bang chon
Other Task Panes m¢ ra.

3. Nhdy vao bat ki chd tréng nao trong cira sé PowerPoint. Bang chon
Other Task Panes déng lai, d€ ngan cong viéc New Presentation mé ra.
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Chon phwong phap tao bai trinh bay

Ngan cong viéc New Presentation gitip ban 1am viéc vdi cdc bai trinh bay da
¢6 ciing nhu tao bai trinh bay moi. Néu bai trinh bay da duoc tao, tén ciia né
dugc liét ké trong phan Open a presentation cua ngan cong viéc. Néu mudn
tao bai trinh bay moi, ban c6 thé bat dau bang viéc cho vin ban vao slide
trbng trong ngan Slide hay ding céc tily chon trong phan New ciia ngin
cong viéc nay.

= Nhdy Blank Presentation dé bét dau bai trinh bay méi.

= Nhdy From Design Template dé 4p dung mét trong cdc mau thiét ké c6
san.

= Nhay From AutoContent Wizard dé PowerPoint gitp ndi dung trinh bay
va mau thiét ké.

Tao ban trinh bay biang AutoContent Wizard

Tao bai trinh bay bang AutoContent Wizard gitp t6 chtrc bai trinh bay.
Thuét si dua ban di qua qua trinh ttirng budc, nhac ban vé thong tin trinh bay,
bat dau vai slide tiéu dé, chinh 1a slide dau tién trong bai trinh bay.

Cac buéc thue hién
Trong bai tap nay, ban tao bai trinh bay méi stt dung AutoContent Wizard.

1. Nhdy From AutoContent Wizard du¢i New trong ngan New
Presentation. Ngéan cong viéc New Presentation dong lai va hop thoai
AutoContent Wizard duoc hién thi. Phan bén trdi cia hop thoai hién thi
cdc budc can thuc hién.

2. Doc phin gidi thiéu va nhay Next. Man hinh thi hai ciia AutoContent
Wizard xuat hién, hinh vuéng bén canh Presentation type & bén trdi bién
thanh mau luc chi ra rang dy 1a budc hién thoi. AutoContent Wizard
nhic ban chon kiéu bai trinh bay. Dé gitp ban nhan dién cic kiéu bai
trinh bay nhanh chéng, cdc bai trinh bay duoc t6 chirc thanh ting nhém
theo phan loai.

3. Nhdy Projects va nhdy chon Project Overview trong danh sidch & bén
phai.

4. Nhdy Next. Thuat s AutoContent Wizard nhéc ban chon mot kiéu bai
trinh bay.

5. Nhdy tily chon On-screen presentation, néu cin, dé chon kiéu bai trinh
bay doé.

6. Nhdy Next. AutoContent Wizard by gid nhic dua thong tin vao slide
tieu dé va thong tin chan trang dé dua vao tung slide.
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7. Nhdy 6 Presentation title, g6 Chwong trinh huin luyén k§ ning cong
nghé thong tin va nhan phim Tab.

8. GO Partners in Learning trong 6 Footer.

9. Kiém tra dé chic chin rang cdc 6 Date last updated va Slide number
dugc danh dau chon.

AutoContent Wizard - [Project Overview] e |

Presentation title:

ICercmg trinb hudn luyén ki ndng cdng nghé thdng tin

Items ta include on each slide:

Foater: IPartners in Learning
¥ Date last updated
Presentation aptions

v slide rumber

Finish

@ Cancel | < Back. I Mexk = | Einish I

10. Nhdy Next va nhdy Finish. Ctra s6 bai trinh bay PowerPoint xut hién
v6i ndi dung duge AutoContent Wizard cung cip dudi dang dai cwong
trong tab Outline ctia ngan Outline/Slides va slide tiéu dé trong ngin
Slides. Tén ctia ngudi dung da ding ki khi cai dit PowerPoint xuat hién
trong slide tiéu de.

Luwu giir bai trinh bay

Cong viéc da hoan tat cho t6i gi0 chi dugc luu trong b nh¢ tam thoi cua
mdy tinh. P& luu dung vé sau, can dit tén cho bai trinh bay va luu n6 vao
dia cung ctia mdy tinh.

Lan dau tién luu giit bai trinh bay méi, khi ban chon 1énh Save, hop thoai
Save As duoc hién thi. Trong hop thoai Save As, ban c6 thé dat tén cho bai
trinh bay va chon thu muc dé luu giit né. Sau khi dit tén cho bai trinh bay,
ban c6 thé nhdy nut Save =l rén thanh cong cu chuin hay chon Save trén
bang chon File. Phién ban méi hon s€ dugc ghi de 1én phi€n ban gbc. Néu
mudn giir ca tép tin gbc va phién ban méi, ban chon 1énh Save As trén bang
chon File dé Iuu phién ban méi bang tén khic.

Cac buéc thue hién
Trong bai tap nay, ban luu gitt bai trinh bay.

1. Nhdy nit Save trén thanh céng cu chuan. PowerPoint hién thi hop
thoai Save As, nhu dugc minh hoa ¢ trang sau. Ban c6 thé go tén bai
trinh bay trong 0 File name.
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Save As @E|
Save in: |.D My Documents ﬂ @ B - Tools =
|1 Application Zips
-_, dMy Music
Histary .ﬂMy Pictures

A

My Documents

=

[l
o
3
&
o
=l

#*

Favorites

=]
]

=l Save
My Metwark

Places Save as bype: |Presentati0n j Cancel

File name:

Hew Employee Training Program|

2. Trong hop File Name, go PiLL Training Program 01.
Nhay miii tén xuéng Save In, va roi nhdy 6 dia C.

4. Trong danh sich cdc tén t€p tin va thu muc, nhdy dip thu muc
Presentation Practice va nhdy ddp thu muc LessonO1.

5. Nhdy Save hay nhan phim Enter dé luu bai trinh bay. Tén thanh tiéu dé
doi tir Presentationl sang PiL. Training Program O1.

Luuy

PowerPoint Iuu gilr bai trinh bay dé phuc héi trong truong hop chuong trinh
dirng ddp Ung hay mat dién nguon. PowerPoint luu nhitng thay d6i trong tép
tin phuc hoi dya trén céc thiét dat trong tinh ning luu AutoRecover. Trén
bang chon Tools, nhdy Options, nhdy tab Save, nhdy chudt dé danh dau 6
Save AutoRecover info, xdc dinh khoang thoi gian dé luu, va nhay OK.

Tong két bai hoc

Bai hoc nay di gidi thiéu cdch khai dong PowerPoint, cdc thanh phan cia
ctra s0 PowerPoint, phuong phdp bat dau bai trinh bay, tao ra bai trinh bay
dung AutoContent Wizard va luu gilt cong viéc.

Cau héi kiem tra

1. Céc tiy chon dé bt dau mot phién PowerPoint 13 gi?

2. Cdch tao bai trinh bay bang viéc ding AutoContent Wizard?

3. Lam thé nao dé luu cdc phién ban cua cung mét tép tin?
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Thuc hanh

Bai tap 1: Ban can tao ban ké hoach dio tao. Hay dung AutoContent
Wizard dé tao ra ban trinh bay méi véi tiéu dé Ké hoach Pio tao va phan
chan la Partner in Learning. Luu ban trinh bay nay dudi tén Training
Plan trong thu muc Lesson01 (ndm trong thu muc Presentation Practice).

Bai tap 2: Cong ty Tin hoc Mai Linh hy vong mét hop ddng cung cép 25
mdy tinh méi cho trudng hoc dia phuong, nhung mot cong ty khac bo thau
thip hon. Hiy ding mau Communicating Bad News ctia AutoContent
Wizard dé truyén dat tin nay. Hay stra d6i noi dung dugc goi y caa cic slide
cho khép véi tinh hudng. Luru giir bai trinh bay véi tén Badnews trong thur
muc Lesson01 nam trong thu muyc Presentation Practice.

Bai tap 3: Hay sir dung mau Selling a Product or Service ctia AutoContent
Wizard va sau d6 tiry chinh cdc slide dé tao bai trinh bay trong cudc hop
kinh doanh ctia mot cong ty gid dinh. Luu bai trinh bay véi tén Selling trong
thu muyc LessonO1 trong thu muc Presentation Practice dé su dung cho bai
tap tiep.
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Sau khi hoan thanh bai hoc nay, cic ban sé c6 thé:
Tao ra bai trinh bay méi bang mdu thiét ké.

Nhdp van bdn vao slide va tao ra slide mdoi.

Nhdp van bdn vao tab Outline.

Chen thém slide tir bai trinh bay khdc.

Bo tri lgi cdc slide trong ché dg hién thi Slide Sorter.
Chiéu cdc slide trong ché dé Slide Show.

Tuy chinh PowerPoint.

Trong bai hoc nay, ban sé& hoc cich ding mau thiét ké d¢é tao bai trinh bay
mdi, dua vao van ban slide, thém slide mdi, dua van ban vao ngén Outline,
cheén cdc slide tir bai trinh bay khac va bd trf lai cdc slide.

Pé hoan thanh tha tuc nay trong bai hoc nay, ban sé can tao ra mot bai trinh
bay méi ding mau thiét ké. Dung tép tin c6 tén 02 PPT Lesson trong thu
muc Lesson02 trong thu muc Presentation Practice ¢ trén dia cing cua ban.

Dung méiu thiét ké sin dé tao bai trinh bay

Bén canh AutoContent Wizard, ban c6 thé bat dau bai trinh bay moi béng
cach sir dung mot mau thiét ké sin hay bai trinh bay trong Mau thiét ké 1a
bai trinh bay voi dang thirc da dugc thiét ké va ph01 mau chuyén nghiép, ban
chi can thém noi dung bang vin ban. Ban ciing ¢4 thé tao ra mau thiét ké
riéng cua minh.

Cac buére thuc hién
Trong bai tp nay, ban bat dau bai trinh bay mdi voi mot mau thiét ké.
1. Khoi dong PowerPoint.

2. Nhdy Task Pane trén bang chon View, néu cin, dé hién thi ngin cong
viéc New Presentation.

3. Trong ngan New Presentation, nhdy From Design Template. Ngan Slide
Design xuat hi¢n véi rat nhiéu mau thiét ké dugc li¢t ké theo thir ty chir
cai.

4. Trong ngan Slide Design, tré vio mot mau thiét ké. Tén ctia mau thiét ké
xuat hién nhu ScreenTip, mQt miii tén xuat hién bén phai mau thiét ke.

5. Nhdy miii tén bén phai mau thiét ké. Mot bang chon ngin xuat hién véi
cac 1énh cho phép dp dung mau thiét ke cho toan thé bai trinh bay hoac
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chi cho céc slide dugc chon hay thay d6i kich ¢& hién thi cia mau thiét
ké trong ngan Slide Design.

6. Trong ngan Slide Design, kéo hop cudn xudng cho t&i khi mau thiét ké

Maple xuét hién trong ngan cong viéc (xem ScreenTip) va nhay mau
Maple. Mau thiét ké nay duoc dp dung cho slide trong trong ngan Slide.

I8 Microsoft PowerPoint - [Presentation2]

@ File Edt Wiew Insert Format Tools  Slide Show  Window Help ‘pe a question For b - X
O & B - [BD 43%, ~  ? TmesMewRoman ~ 18 -~ A [ Desion = tew Slide

=Voyx | ' 4 © Slide Design v %

1 | Design Templates
[} Color Schemes
[5; Animation Schemes

Apply a design template:

Click to add title

Click t0 add notes

E=ei] = [ Browse...
oo [t ] Awmshopes- . W OO E 4 2 BE &-4-A-S=5B@.

Slide: 1 of 1 Maple Engish (11.5.) (E%8

7. DPéng ngin Slide Design bing viéc nhdy nit Close % ctia no.

Luuy

Dé tao ra bai trinh bay trong hay bai trinh bay ding AutoContent Wizard,
mo& ngan cong viéc New Presentation, va nhay Blank Presentation hay
AutoContent Wizard. C4c mau duoc liét ké trong ngin Slide Design ciing 1a
cdc mau trong AutoContent Wizard.

Nhap van ban vao slide

Dé thém vin ban vao bai trinh bay, ké ca tiéu dé va tiéu dé phu, trong ché do
hién thi Normal ban c6 thé dwa vin ban thing vao slide hoic trong tab
Outline. Trong ngan Slide ban dua van ban vao slide mét cach truc quan,
trong khi tab Outline cho phép dua vin ban vao bang phuong phép noi
dung. Trén Slide tiéu dé c6 hai 6 c6 tén 12 6 chita van ban. O phia trén 12
van bén tiéu dé cua slide. Sau khi dua vin ban vao 6 chira van ban, 6 chira
tré thanh déi tiwong van ban, d6i twong chtra vin ban trong slide.

Cac buéc thue hién

Trong bai tap nay, ban dit tiu dé cho slide va thém tiéu dé phu.
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1. Nhdy tab Outline [EY trong ngin Outline/Slides, néu can.

2. Trong ngan Slide, nhdy 6 chura c6 van ban Click to add title. Mot khung
xuat hién bao quanh 6 chtra, chi ra rang 6 chira san sang dé¢ dua van ban
vao hay sura doi van ban da c6 trong d6. Mot diém chen xuat hién.

3. G6 Tuyén chon thanh vién méi. Chi ¥ rang vin ban xuét hién dong
thoi trong tab Outline.

4. Nhdy 6 chira vin ban Click to add subtitle. Tiéu dé phu duoc chon.
5. Go Tén cia Ban va nhan Enter.

6. G6 Nhém Huén luyén PiL. Cira s6 bai trinh bay s& trong gidng nhu
minh hoa sau:

[E Microsoft PowerPoint - [Presentationd] =12l xl
‘] Fle Edt Wew Insert Format Tooks  Sideshow  Window  Help Type 2 question for help [+
D= gk lo-|m0d = | # B
Outline x
1[E] Tuyéh chon

thanh vién madi

0% - 2 TimeshewRoman ~ 18 ~

£= | [ Desion "I New Slids

Tén claBan
N Hush lyén PIL

Tuyén chon
thanh vién méi

Tén cua Ban

Nhém Hudn luyén Pil.

Click o add notes
Ji=1=- R Y 3] ]
o [ ] aucstenes N N O OB A GRE2-4-A-S=506.

Slde 10f L maple

i#fstart H eSS ”H Beresenta...] Funtited -...| & windows...| Gyrresenta...|[@ipresent. |G GBI 1142am

Thém slide mai

Ban c6 thé nhanh chéng va dé& dang thém slide méi vao bai trinh bay theo hai
cach: nhdy nuit New Slide "“IMew Slide trén thanh cong cu dinh dang hay nhay
1énh New Slide trong bang chon Insert. Khi d6 PowerPoint chen thém slide mai
vao trong ban trinh bay ngay sau slide hién thoi va ngan Slide Layout hién thi
céc slide c6 bd cuc duoc thiét ké san, ban c6 thé ap dung bét ki bd cuc nao trong
s6 d6 vao slide ctia minh. Ban nhdy chudt dé chon mét b cuc cu thé. Tén goi
bd cuc xuét hién khi tré chudt trén do.

B cuc slide tao ra cic slide voi dang vé va churc nang dic biét, chéng han,
chi hién thi tiéu dé trén slide, hay ca tiéu dé va 6 chira cho d6 thi.

Cac buéc thue hién
Trong bai tap nay, ban tao slide mdi va nhap van ban vao do.

1. Nhdy nit New Slide ‘“IMew Slide trén thanh cong cu dinh dang. Mot slide
trong xuat hién sau slide hién thoi trong ngan Slide véi ki€u bo cuc Title
and Text (tiéu d€ va danh siach c6 cham dau dong) va mot biéu tuong
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slide m&i xuét hién trong tab Outline. Thanh trang thai hién thi Slide 2 of
2.

2. GO Trién khai ké hoach. Chi y rang slide méi va tiéu dé méi xuét hién
trong ngan Outline khi ban tao ra chung trong ngan Slide.

3. Dong ngan Slide Layout.
Nhap van ban trong ngian Outline

Ngin Outline hién thi vin ban cta bai trinh bay dudi dang dai cuong giéng nhu
céch hién thi outline trong Microsoft Word. Ban c6 thé dua van ban vao slide
trong ngan Outline. Trong tab Outline, van ban ti€u dé€ slide xuat hién bén phai
bicu tugng slide, van ban khac xuat hi¢n phia dudi tirng ti€u dé, dugc tut 1€ vao
mot muc.

Dé nhap vin ban trong tab Outline, nhdy vao chd bat ddu vin ban rdi gd. Khi
lam vi€c trong ngan Outline, ban cling c6 thé tao ra slide mé1 hoac chinh stra
tiéu d¢ va van ban.

Cac buéc thue hién

Trong bai tap nay, ban dua van ban vao slide hién c6, cheén thém slide mai
va thém van ban vao slide d6 trong ngan Outline.

1. Nhay chudt vao viing tréng bén phai tiéu dé cta slide 2 trong ngan
Outline. Diém chen nhap nhay xuat hién.

2. Nhéin phim Enter. PowerPoint thém mot slide mdi vao ngan Slide va mot
biéu tuong slide madi vao ngan Outline véi diém chen canh no.

3. Nhéq Tab. Diém chen tut sang bén phai mot murc va chuyén tir slide 3
tr¢d vé slide 2. Bi€u tuong slide chuyén thanh cham xam nho trong Slide
2.

4. GO Phat trién danh sach cic méi lién hé va nhan Enter. PowerPoint
thém mot chdm dau dong mdi tai cung mirc tut 18. Bé y réng mot khi ban
nhan Enter sau khi g& van ban & muc ¢6 chim dau dong, chdm d6 tro
thanh den va diém chén ty dong chuyén sang dong tiép theo.

5. Go Lap lich bié}l cho nhirng cudc goi dinh ky dén cac thanh vién
twong lai va nhan Enter.

Go6 Thwong xuyén danh gia lai chién lwoc va nhan Enter.

7. Nhdy nit Promote @ trén thanh cong cy Outlining. PowerPoint tao ra
slide md&i véi diem chen ¢ bén phai cua biéu tuong slide.

8. Go Chit lwong dao tao 1a s6 mét va nhin Enter.

9. Nhdy Tab. PowerPoint tao ra muc tut 18 mdi cho slide 3.

10. G Hay sang tao va nhin Enter. Mot chim dau dong méi xuat hién.
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11. G6 Kién tri, nhan Enter, va go Luén lac quan.
12. Nhan gitt phim Ctrl va nhan Enter. Mot slide méi xuat hién.

13. Go Tém tat, nhan Enter va nhan Tab. PowerPoint tao ra muc tut 1& méi
cho slide 4.

14. G6 Tao ké hoach phu hop va nhan Enter.

15. G Ludn cap nhit nhimg Kkién thirc méi. Ctra s6 bai trinh bay sé& giéng
nhu minh hoa sau:

lsix
@] Fle Edi View Insert Formst Tools  SideShow Window Help Type aquestion for help | %
DedednEgRY tBRBY o--lOBRS 2| i e Bz
- TmesWewRoman - 32 - B Z U A & A - FDesion Fnewside
& / Outline " siides ',
> Tén clia Ban = S
Nhdim Hun luyén PL Tom 1at

z (] Trigh khai k& hoach
+ Phat righ dank séch cac mai . 2
lién hé = Tap ke hoach phiv hop
« Lgp lich bigu cho nhiing cuic
goi dinh ki &8N cac thanh vien
titing lai
« Thuting xuyén dénh gié lai
chign luioc

*
-
+ = Ludnicap nhat nhirng kién thive maéi

7

2 [ Chat lugng dao tao 1 sé mat
« Hay sang tan
« Kién tri
o Ludn lac quan
+[EJ) 16m tét
+ Tao k& hoach phil hop
« Luén c3p nhét nhiing kién thir
mdi

S| i

Click tn add notes

=
M2 < -]
o[l aostepes- N N OCEHMA G ERE S-4-A-=S=E8F.
Slide 4 of 4 Maple

Hstart||| 1A @ 51 5 V|| Eprese... | @ winda...| Bjprese... |[Eiprese.. §lunte..| LY HM e swsem

Luuy

Néu thanh cong cy Outlining khéng dugc hién thi trén man hinh, nhdy bang
chon View, tro vao Toolbars, va nhay chon Outlining.

Chen slide tir bai trinh bay khac

Ban c6 thé tiét kiém thoi gian trong khi tao ra bai trinh bay bang viéc ding

cdc slide da c6 san. Khi chen céc slide tr mgt bai trinh bay khac, céc slide

tuan theo mau sac va thiét ké cua bai trinh bay hién tai, nén ban khong phai

chinh stra nhiéu.

Cac buéc thue hién

Trong bai tap nay, ban chén thém céc slide tir bai trinh bay nay sang bai

trinh bay khéc.

1. Nhdy Slides from Files trén bang chon Insert. Hop thoai Slide Finder
xuat hién.

2. Nhdy trang Find Presentation, néu can, va nhdy Browse. Hop thoai
Browse xuat hién.
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3. Chon 6 dia cting va nhdy dip thu myc Presentation Practice roi nhay dip
thu muc Lesson02.

4. Nhay tep tin ¢ tieu dé 02 PPT Lesson va nhdy Open. Hop thoai Slide
Finder lai xuat hién.

5. Nhay Display, néu can.

6. Nhdy slide 2, slide 3, cubn sang phai va nhdy slide 4 dé chon céc slide
ban mudn chen vao. Hp thoai Slide Finder giong minh hoa sau:

Find Presentation | Lisk of Favorites I

S~ il Presenitation Practicel esson02\02 FRT Lesson,ppk Browse. .. |
Add ko Favorites | )
Display,
= |l BC
Select slides: I e 2B
Hniding muc G fifn nap Len o Doyt elannsde nede md fdn g
S g el s ok g Lin hch b i Latc i e
hin Cundt Lalnch befu oo bn b Lin
pmirerpiariy Pttt et
o rfg by s rim kém rhing mis kin h:mi
O bl ok alle o2 mghh
tZ. rhdng mgc EiSu hign nayw |3 Lich bigiu |4 Doy bri danh sach cac mi
A | i

[ Keep source Formatting Insert I Insert Al | Close |

7. Nhay Insert. PowerPoint cheén cdc slide da chon vao trong bai trinh bay
moi sau slide hién thoi.

8. Nhay Close. Slide dugc chén cubi ciing xuat hién trong ngin Slide.
Hién thi cac slide trong che d¢ Slide Sorter

Sau khi chen céc slide tir bai trinh bay khac vao trong bai trinh bay hién tai,
¢6 thé ban can bd tri lai cdc slide theo mot trat ty khac dé truyén dat hiéu
qua hon. Thyc hi¢n diéu nay tdt nhat trong ché do hién thi Slide Sorter,
trong ché d6 nay ban c6 thé kéo tha céc slide tir vi tri nay sang vi tri khac.

Cac buére thuc hién
Trong bai tap nay, ban bd tri lai cdc slide trong ché d6 Slide Sorter.

1. Nhdy nit Slide Sorter View 28. B¢ y rang thanh cong cu Slide Sorter
xuét hién phia trén cira s6 bai trinh bay.

2. Nhdy slide 4 ("Tém tit") va kéo tha vao chd trong sau slide 7 ("Duy tri
danh sich cdc méi lién he"). Pé y sy thay ddi cia con tro chudt khi kéo.
Khi tha niit chudt, slide 4 chuyén sang vi tri méi va PowerPoint danh s6
lai céc slide khac trong bai trinh bay.
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