Chen thong tin vao slide

Sau khi hoan thanh bai hoc nay, ban c6 thé:

Thay doi bé tri ciia slide.

Chén va chinh cé hinh dnh.

Chen va dinh dang m¢gt bang va chén mgt bang Microsoft Word.
Chén mgt do thi Microsoft Excel.

Cheén va chinh sira mét birc danh.

B Cheén va chinh sita mgt WordArt.

Ban c6 thé chen thong tin s6 va do hoa vao mot bai trinh bay Microsoft®
PowerPoint® bang nhiéu cich. Cach théng dung va truc tiép nhat d6 1a sao
(copy) va ddn (paste) thong tin. Mot cach khac dé chen thong tin vao
PowerPoint 12 stir dung cac 1énh trén bang chon Insert va cic thanh cong cu
chuan va thanh cong cu Drawing (V€). Nhirng 1énh nay cho phép ban chen
clip art, bang biéu, do thi, so dd, 6 hoa hodc cdc dbi twong.

Trong bai hoc nay, ban sé& hoc cch thay dbi bd tri ciia mot slide, chen céc
hinh anh clip art; thay doi ty 1¢ mdt hinh dnh, chén va chinh stra cdc bang
bi€u, mdt do thi Microsoft Excel, mdt birc tranh hay mot WordArt.

Thay d6i b6 cuc cia slide

Khi chén hinh anh, bang biéu va cdc thong tin khic, c6 thé ban can thay doi
cdch bd tri cdc dbi tuong trén slide. Ban thay ddi bd cuc hién tai cua slide
bang cdch chon mot bd cuc khéc tir ngan Slide Layout. Néu da thay d6i bd
cuc cua mot slide, nhung sau dé ban quyét dinh sir dung lai bd cuc cua slide
master, ban cling st dung 1énh Slide Layout.

Khi chén déj tugng clip art, bang biéu, biéu do, tranh anh, PowerPoint tu
dong thay doi bo cuc slide dé chira doi twong mai. Biéu tugng Smart Tag
xudt hién bén dudi ddi tuong cho phép ban loai bo cic thay ddi ty dong
do.

Cac budre thuc hién

O bai tap nay, ban st dung cac bd tri khéc nhau cho mot slide.

1. Khéi dong PowerPoint, mo t€p tin 06 PPT Lesson trong thu muc

Lesson06 (ném trong Presentation Practice) va luu véi tén
Thuc_hanh_06. Sau dd, nhay slide 4.

2. Nhdy Slide Layout trén bang chon Format. Ngan Slide Layout mé ra bén
phai véi kiéu bo tri slide hién tai da dugc chon.
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3. Cubn ngan Slide Layout xudng dudi, t6i khi thdy ddu dé Text and
Content Layouts.

4. Dudi dau dé Text and Content Layouts, nhay b cuc Title, Text va
Content (luu y ScreenTip dé nhan biét). B6 cu trén slide 4 thay doi.
Danh séch ¢6 cham dau dong chi chiém ntra trdi man hinh. O chira noi
dung chiém ntra phai. Slide by gio sin sang dé ban chén mot bang, biéu
dd, clip art, tranh anh, so d6 hodc so dd t6 chtic hodc mot doan phim.
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5. Ne&u can, chon AutoFit cho 6 chira van ban.

6. Nhay Close dé déng ngan Slide Layout.
Chen hinh danh

PowerPoint cung cép hang tram anh nghé thuét duoc thiét ké chuyén nghi¢p
trong Clip Art. Dé chen hinh anh Clip Art vao mét slide, ban c6 the. su dung
bb tri c6 mot 6 chira ndi dung va nhdy biéu twong Insert Clip Art i2! dé chon
hinh ant trong hdp thoai Select Picture. Ban cling ¢6 thé nhdy Insert Clip Art
{22! trén thanh cong cu Drawing.

[P

Microsoft Clip Organizer phan loai cdc hinh clip art, anh, &m thanh va clip
dong thanh nhiéu loai. Clip Organizer cho phép ban t6 chirc va chon céc clip
tor Microsoft Office, Web, va tir b suu tap clip cua riéng ban.

Ban ciing c6 thé tim thém cdc hinh anh trong Design Gallery Live, mot
phong tranh clip ma Microsoft luu gilr trén Web bang cdch nhdy nit Clips
Online @ Cips Onine: (rén thanh cong cu Clip Organizer.

Cac buére thuc hién
O bai tap nay, ban chén hinh anh tir Clip Organizer vao mdt slide.

1. Vi slide 4 da hién thi, trén bang chon Insert, tré vao Picture, sau dé
nhdy Clip Art. Ngan Insert Clip Art xuat hién voi cac tuy chon tim kiém.
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2. Nhay miii tén bén canh 6 Results should be va chi danh diu chon 6 Clip
Art.

3. Trong 0 Search, g6 computer va nhdy Search. Tét ca cdc hinh anh lién
quan dén computer sé& Xudt hién.

4. Nhdy chon anh gidng voi anh trong hinh minh hoa sau. PowerPoint chen anh
dé6 vao slide va thanh cong cu Picture dugc hién thi. Khi mét anh dugc chon,
PowerPoint ty dong hién thi thanh cong cu Picture.
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5. Nhay ra ngoai hinh anh dé bo chon né. Thanh cong cu Picture 4n di.

6. Nhay niit Close dé déng ngan Insert Clip Art.

Chinh ¢6 m§t hinh anh
O bai tap nay, ban chinh kich thuéc mot anh.

1. N}léy chon slide 8 va chon hinh énh.’ Thanh cong cu Picture Xuét hién,
néu thanh cong cu Picture khong xuat hién, nhay bang chon View, tro
Toolbars va nhdy Picture.

2. Trén thanh cong cu Picture, nhdy nit Format Picture ) hodc nhay
Picture trén bang chon Format. Hop thoai Format Picture xuat hién.

3. Nhay trang Size.

4. G0 120 trong 6 Scale. Vi 6 Lock aspect ratio dugc chon, ndi dung 6
Width ciing s& ty dong chuyén thanh 120% khi nhdy OK. Néu khong
chic chén véi kich thudce méi, ban c6 thé nhdy Preview (canh Cancel) dé
xem ddi twong trude khi déng hop thoai.

5. Nhdy OK.
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6. BO chon ddi twong. Cira so trinh bay ciia ban trong giéng minh hoa sau:
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Chen anh tir mot tép

PowerPoint cho phép ban chén anh, d6 hoa, anh quét, nghé thuét, anh chup
dudi dang tép tin vao slide.

bé chen mot blrc anh tr mot tép tin trén dia cliing, hodc trén mang, ban st
dung Iénh From File trén bang chon phu Picture . Néu ban c6 mdy quét noi
voi mdy tinh dang dung, ban c6 theé quét va chén mdt birc anh str dung Iénh
From Scanner hodc Camera. St dung thanh cong cu Picture ban c6 thé chinh
stra moi loai anh.

Khi chén anh tir cdc tép tin, PowerPoint cho phép chon nhiéu anh va chén
ching cung mot lic, diéu nay day nhanh qua trinh.

Cac buéc thue hién

Trong bai tap nay, ban chén mot anh, mé mot an bum anh moi va chen
nhi€u anh vao an bum anh.

1. Nhdy chon slide 10.

2. Trén bang chon Insert, chi vao Picture va nhdy From File. Hop thoai
Picture xuat hién.

Chon m¢ thu myc Lesson06 trong thu muyc Presentation Practice.
Trong danh sach tén tép tin va thu muc, nhay 06 Future Picture.

Nhay Insert. Anh duoc chen va thanh cong cu Picture xuét hién.

S wm oA W

Trén bang chon Insert, chi vao Picture va nhdy New Photo Album. Hop
thoai Photo Album xuat hi¢n.

7. Nhay File/Disk. Hop thoai Insert New Pictures xuét hién.
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8. Chon thu muc Lesson06 trong Presentation Practice.

Nhdy Picturel, nhan giit phim Ctrl va nhay vao Picture2, Picture3, va
Picture4. Tat ca bon anh déu duoc chon.

10. Nhdy Insert. Hop thoai Photo Album xuét hién véi bdn birc anh duoc liét
ké dudi Pictures trong an bum.

11. Trong viing Album layout, nhay miii tén canh 6 Picture layout, rdi nhdy
chon 4 pictures.

12. Nhdy mili tén canh 6 Frame shape, sau d6 nhdy Beveled. Anh trong an
bum s€ xuat hién vdi cac khung nghiéng.

Photo Album

Album Content

Insert picture from: Pictures in album: Presview:
File/Disk. .. 1 Pickure4.jpg
Pickurel.jpa T

_semericoners.. | e

Insert text:

Tiew Text Box

Picture Options:
[~ Captions below ALL pictures
[ aLL pictures black and white

1 ‘ 1 ‘ Remove ‘ AQ‘SL‘ OT‘OL| -Z@Z-T":O?l‘

Albunn Layout
Picture layaut: |4 pictures LJ |:| |:|
Design template: | Browse, .. |:| |:|

Create | Cancel |

13. Nhay Create. Hop thoai Photo Album déng lai va mdt bai trinh bay
PowerPoint méi mo ra voi mot slide tiéu dé va slide ¢6 bon anh méi.

14. Luu bai trinh bay nay trong thu muc Lesson06 véi tén méc dinh cia nd.

15. Péng cira s6 va trd vé bai trinh bay Thuc_hanh_06.

Chinh swra anh

Néu ban chén mot anh chup hodac mot hinh anh quét vao trong mot slide, ban
c6 thé tang d) sang, tuong phan va di€u khién chuyén d6i. Poi khi ban chi
cAn mot phin birc anh cho bai trinh bay. Véi nit 1énh Crop #, ban c6 thé
cat bot cac phan cua anh. Buc anh khong thay doi, chi bi che bot.

Cac buéc thue hién

Trong bai tap nay, ban diéu chinh kich thudc, di chuyén, xén va nén mot birc
anh.

1. Chon va mé slide 10.
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10.

11.

12.

13.
14.

60

Nhdy vao anh dé chon, néu can, va hién thi thanh cong cu Picture.
Giit phim Shift va kéo tha 6 tron & mot gée trén tranh dé phéng to birc
tranh trén slide.

Trén thanh cong cu Picture, nhdy nut Color «s, va nhdy chon Washout.
Anh duogc doi thanh hinh nén mo.

Trén thanh cong cy Picture, nhay hai 1an niit Less Brightness ©+. Do
sdng anh giam xudng dé birc anh nhin rd hon.

Trén thanh cong cu Picture, nhdy hai 1an nit More Contrast D7 po
tuong phan anh tang Ién dé buc anh nhin rd hon.

Kéo tha anh téi khi né cin thang vi phia trén ciia hop van ban trén
slide.

Trén thanh cong cu Picture, nhay nit Crop + . Con trd déi thanh cong cu
xén.

Dit con trd 1én mot dinh cia tranh va kéo tha chudt dé xén mot phan b
anh. Trong khi ban kéo, cdc vach cham xuat hién d€ cho ban thay phan
con lai sau khi xén.

Trén thanh cc}ng cu Picture, nhdy lai nit Crop +#_ Con tro chuyén lai
dang thuong thay.

Trén thanh cong cu Picture, nhay nit Compress Pictures #. Hop thoai
Compress Pictures xuat hién.

Apply to

Change resolution
" web/Screen
= prink Resolution: 200 dpi
" Mo Change

Options
Iv¥ Compress pictures

Iv Delete cropped areas of pictures

o]

Cancel |

Nhay OK. Mot hop canh bdo xuat hién cho ban biét rang nén anh c6 thé
giam chat lugng hinh anh cia ban.

Nhay Apply dé nén hinh anh.

Bo chon birc anh. Ctra s6 trinh bay ctia ban tréng giéng minh hoa & trang
sau:



Duyét lai va chia sé bai trinh bay
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Chen va dinh dang bing

Mot bang to chirc thong tin trong cdc hang va cot. Phan giao ctia hang va cot
goi la 6. Ban c6 thé tao ra mot bang vai cdc 0 c6 kich thude ngém dinh, hoac
¢6 thé v& mot bang véi céc 6 ¢6 kich thude khac nhau. Ban nhap vin ban
vao cdc 6 nhu 12 g6 cdc doan vin ban va diing phim Tab dé di chuyén tir 6
nay sang 6 khac. Dong dau tién cua bang thudng duoc sir dung lam tiéu dé
cho céc cot. Cot cudi cling bén trai thuong dé nhap nhan dong.

Ban c6 thé tiy chinh va dinh dang cdc 6 don 1é ciing nhu toan bd bang. C6
thé gop cdc 6 dé tao thanh mot 6 16n hon. Piéu nay s& c6 ich khi mudn dan
chir theo chiéu ngang & phia trén cling ctia bang. Ban ciing c6 thé chia mot &
thanh hai. Véi cdc thanh cong cu dinh dang, Tables va Borders, ta c6 thé to
mau nén va duong vién cling nhu thay d6i cin 1& vin ban trong bang biéu.

Cac buéc thue hién

Trong bai tap nay, ban cheén va dinh dang mét bang.

1. Mo slide 11. B cuc Table AutoLayout dd duoc dp dung vao slide 11.
2. Nhdy diip vao biéu twong bang M. Hop thoai Insert Table xuét hién.
3. Nhdy vao miii tén trong & Number of rows t&i s6 3.
4

. Nhdy OK. PowerPoint chen m{t bang trong dé ban c6 thé nhap van ban.
Thanh cong cu Tables and Borders ciing xuét hién trong ctra s6 bai trinh
bay.

5. Go nhitng chit sau vao bang, sir dung Tab dé di chuyén tir 6 nay sang &
khéc.
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Truong Théanh céng
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6. Chon céc tiéu dé cot, Truong va Thanh cong trong bang rdi nhdy nit

Bold B trén thanh cong cu dinh dang.

7. Trén thanh cong cu dinh dang, nhay nit Center = va nhdy nit Center

Vertically H trén thanh cong cu Tables and Borders.

8. Kéo tha chudt dé chon hai 6 trén dong dAu tién. Trén thanh cong cy
Tables and Borders, nhdy mii tén trong 6 Fill Color D rdi nhdy chon

mau xam nhat bén phai.

9. Nhdy vao ntt Draw Table 7 trén thanh cong cu Tables and Borders, roi
v€é mot duong bén dudi PTCS Kim Dong. Cura s6 trinh bay cua ban

trong giong minh hoa ¢ trang sau:
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10. Nhdy vao nit Erase <2 trén thanh cong cu Tables and Borders, roi nhdy

vao dudng thang bén dudi PTCS Kim Pong.

11. Nhdy lai nit Erase <2 dé bo chon cong cu nay.

12. Bam bdo rang khong 6 nao dugc chon. Nhay vao duong doc gitra hai cdt
va kéo sang trdi t&i khi van ban cdt bén trai vira khit chiéu rong cdt.

13. Nhdy ngoai bang dé bé chon nd.
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Cheén bang trong Microsoft Word

Ban c6 thé chén mét bang tir vin ban Microsoft Word vao slide bang cach
chén bang nhu 1a mét doi tuwong nhbing Vﬁ’O n}(f)t §lide. (Xem “Chén mot biéu
do6 Microsoft Excel” ngay dudi day dé biét veé doi tugng nhing.)

Cac buéc thue hién

1. Trong PowerPoint, trén bang chon Insert, nhdy Object.

2. Trong hop thoai Insert Object, nhdy Create new.

3. Trong 6 Object type, nhay chon Microsoft Word document rdi nhiy OK.
Mot cira s6 Word mo ra trong slide PowerPoint va ban lam viéc véi ctra
s0 nay y hét nhu véi van ban Word.

4. Su dung céc Iénh trén bang chon Table dé tao ra bang minh mubn.

5. Nhay ra ngoai bang dé tro lai PowerPoint.
Chen mot biéu do Microsoft Excel

PowerPoint don gian héa qua trinh chén mét biéu d6 Excel vao trong slide
bang céch nhting biéu 46 dé nhu la mot d6i tuong trong slide. Mot doi twong
nhiing 12 mot d6i tuong giur mdi quan hé truc tlep v6i chuong trinh tao ra no,
goi la chuong trinh nguén. Sau khi chen mot ddi tuong nhing, ban c6 thé dé
dang chinh stra né bang cich nhdy ddp vao né dé ma.

Céc d6i tugng nhing l1am ting d4ng ké dung luong cua bai trinh bay vi cic
dbi twong nhiing duoc chira trong bai trinh bay. Dé giam kich thudc tép tin,
ban c6 thé tao lién két dbi twong thay vi nhiing n6. Mot doi tueong lién két
xuat hién trong slide, nhung né thyc su bao gém mot “lién két” téi van ban
gbc duoc goi 12 van ban nguon. Khi lién két mot ddi twong, ddi twong dugc
chura trong vin ban ngudn noi né duoc tao ra. Bai trinh bay chi chira lién két
t6i van ban ngudn. Chuong trinh ngudn sé& cap nhat dbi twong khi ban chinh
sira van ban nguon.

Cac buéc thue hién

Trong bai tip nay, ban chen mot dbi tugng biéu dd Excel vao trong slide va
chinh stra d6i tugng Excel da dugc nhing.

Nhay mo¢ slide 7.

Trén bang chon Insert, nhdy Object. Hop thoai Insert Object xuat hién.
Nhay Create from file trén hop thoai.

Nhéy Browse. Hop thoai Browse xudt hién, gidng nhu hop thoai Open.

Chon m¢ thu myc Lesson06 trong thu muyc Presentation Practice.

AN O

Nhay chon 06 PR Budget, r6i nhay OK dé déng hop thoai Browse.
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Insert Object
" Create new File:
@ Creake from file |C:'I,PiL'I,Presentation Practice\Lesson0&06 PR Budget, x: Cancel |
Browse. .. [~ Link
[ Display as icon
Result
§ . Inserts the contents of the file as an object into your
presentation so that vou can activate it using the
application that created it

7. Nhdy OK. PowerPoint nhiing biéu d6 (mdt biéu d6 hinh cot) vio trong
slide moi.

8. Nhdy diip vao biéu do Excel da duoc nhing. Excel m¢ va hién thj trang
tinh Biéu do 1. Cac thanh cong cu chuan va dinh dang thay doi thanh cédc
thanh cong cu cua Excel, va thanh cong cu Excel Chart xuat hi¢n.

9. Nhdy nhén trang tinh Biéu d6 2. Péi twong nhiing ctia ban trong gidng
minh hoa ¢ trang sau:

-
Buan b dia bis
100,00%
B0.00% — \
B0.00% / —+— Cluan b
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]
A0L00% / \ —— Inkernek
20.00%
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0.00% T T T T
200z 2003 "2004  "2005  "2006
M 4 ¢ W[ Eigudd1 % Bifudd 2 { Shestl £ Sheetz f

10. Nhdy vao ving trong cta slide dé thoat Excel va bo chon ddi tuong
Excel nhing. Thanh cdng cu PowerPoint va cic bang chon tré lai, va doi
tuong Excel nhing dugc cap nhét trén slide, nhu minh hoa sau:
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