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PHAN IV

pOWERPOI!

~ . Introduction to PowerPoint

L ]
This 1s an overview to intreduce you to
n some PoweiPoint basics.
| It will take 5-10 minutes.
|
</ Navigate using the buttons to the left,
. < —5 g g
e Wherever you see this bution 48

l there is a link to PowerPoint Help that
will give you detailed instructions for
the feature being discussed.

Nhitng diém chinh:

IV.1. Gi6i thidu tong quan vé& PowerPoint........ccocvvcieciesiveeecreinnnn.

[V.2. Khao sdt man hinh giao tiép cia PowerPoint ........cccccoevveeenaen.
IV.3. Cdce kieu trinh DAy ....occcivceiriin i siiessiseseeseessesasmsans
TV.4. Tao phién trinh bay (Presentation) ........cccccoveeviiieviiieiseiineeane,
IV.5. Nhap va dinh dang vin ban trong phién trinh bay................
IV.6. Ap dung thiét k& ¢6 sdn cia PowerPoint cho eédc Slide ... .. ...

IV.7. Thay d6i mau nén clia mét hodc toan bo Slide........ O T D ‘

IV.8. Thém cdc hiéu ding déc biét cho ting déi tugng trong Slide ...
IV.9. Chén 4m thanh va video v20 SHAe ov..ccoorvvrerersrerrreossneressee.
IV.10. Tao hiéu dng cho su chuyén tiép giita cdc Slide ..ovevrverrennnn.n.
[V.11. Trinh dién Phién trinh bay (Presentation)........ccceceeceveiveennsn.
IVLA2! In Presentaflon . cosabnmmmmmiimmiiiimss i i
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Phan IV  POWERPOINT 2000

IV.1. Giéi thiéu tong quan vé PowerPoint

Power Point 14 mdt phdn mém cua b§ Microsoft Office, 1& phan
mém c¢hi yéu ding 4€ trinh dién mét cdch rd rang, cu thé va sinh dong vé
mdt van dé trong cdc cude hdi thao, cude hop hay budi trinh bay dé an tot
nghiép cua sinh vién, gido vién giang bai..

Ban ¢é thé thuc hién viéc trinh bay thong qua nhiéw cdch

~  Cé thé trinh bay truc tiép i may vi tinh, chiéu ra bang irdng ién
théng qua may phéng lén ndi dung hay ban chi trinh bay trén may
vi tinh cho nguoi khdce xem.

— In ra thanh cdc trang slide (duong ban) va st dung dén chiéu
(Overhead) dé chiéu ting trang slide 1én bang triang.

Power Point ¢6 thé giip ban thuc hién nhitng cdach trinh bay trén
mét ciach dé dang.

IV.2. Khio sit man hinh giao tiép cua PowerPoint

Khai dong chuong trinh PowerPoint: Ban khdi dong chuong
trinh PowerPoint giéng nhu thuc hién khdi dong mot chuong trinh caa b
ing dung Office 2000. Thuc Lién cde buée sau:

PR 3 '
1. Chon l = =~ trong thue don nit i Start|

9. Chon tiép B Microsolt PowerPoin

3. Cira s6 Power Point xudt hién nhu sau:
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T

[€] Micaesolt PowesFoint - [Presentalion1] 5 |- [5] x]

L'Ji] ER Wew lrsert Fgrmat ook musmw Wndow * Helg I =18l
D & Bl Q el =1 la. Sl + @ 2| rmeshewRoman v 24+ 7 U [E] commonTasks - ¥

& * Thanh Menu |
(thanh thue don R T
N Click to add title

cac slide.

© Clickic add subtile

N¢1 dung
cua slide.

Cac kiéu trinh
bay cdce slide.

;Clr:kmaddmtaa j

EEOEY ' =
e[l & e N\ NOOHAE | 2-L-A-=S5E2040.
T S d ; DofokDesgn [WF Y

=
R Thanh Status
(Thanh trang thai)

IV.3. Cac kiéu trinh bay

dac kicu trinh bay cde slide ciia chuong trinh PowerPoint: BE S &8 F

B (Kiéu trinh bay Normal): day 1a ch& d¢ hién thi mac dinh, kiéu trinh
bay nay 1a ¢6 sy két hop caa kiéu trinh bay Slide véi kiéu trinh bay
Outline va ¢d thém vung chd thich (ving Notes). Véi kiéu trinh bay nay
c¢6 thé gidp ban ¢é thé xid Iy van ban, hinh anh, Am thanh va mét s§
hiéu dng khac mot cach dé dang.

= (Kiéu trinh bay Outline): gidp ban trinh bay lai b& cuc ciia cae Slide
da tao.

O (Kiéu trinh bay Slide): giip ban hién thi nsi dung cha ting Slide va
ban ¢6 thé can chinh, thao tic dé dang.

8a (Ki¢u trinh bay Slide sorter): véi kiéu trinh bay nay, né sé trinh
dién tat cd cdc slide theo thi tu tif trai qua phdi va tif trén xudng dudi.
Ban ¢6 thé diéu chinh lai th tu cla cdc slide, thay déi thdi gian chd
hodc x6a slide ban can.
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~ B (Kiéu trinh bay Slide show): kiéu trinh bay nay sé trinh chiéu Slide
ban chon 1én toan bd man hinh dé ban cé thé xem thi trude khi trinh
chiéu thuc su.

IV.4. Tao phién trinh bay {(Presentation)

K

(6, 3 cach tao phién trinh bay nhu sau:
- Create a new oresentation using

* X el
'51} " sutoContent Wizard

|

' |
' E O Desiyn Templats . i
ﬂ & Blank E}:EEEEEEEGH; ‘

Cach_1: S dung chuc ni&ng AutoContent Wizard, doi vdi cach nay
PowerPoint sé hudng dan ban ting budce gidp tao dude mot phién tiinh bay
m&i mot cach dé dang.

Khi khoi dong PowerPoint, chuong trinh s& cho phép ban chon
AutoContent Wizard

PoweiPgint

. Hoac khi ban dang lam viéc trong PowerPoint ma cé y dinh tac
phlen trinh bay mdéi thi ban thuc hién cdc budc sau:

1. Vao thuc don File chon lénh New.
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2. Xuit hién hop thoai New Presentation:

Blank Presentation, ol fleal

[ p("‘\ﬂﬁ\"’ s e

S e, _ . -

| Creates a new, blank presentation

| On I Cancel

3. Chon AutoContent Wizard.
4, Xuat hién hip thoai AutoContent Wizard:
AutdContent Wizard' - T

“AataContent
¥ L

The AutoContent Wizard gets you started by
providing ideas and an organization for your
presentation,

5. Nhdn Next dé qua hdp thoai ké&, véi hop thoai nay ban chon phién
trinh bay sé trinh bay cho vdn dé gi.
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Start
Presentation type
Fresent ation style
Fresentation options

Firish

a

AutoContent Wizaid - [Maikeling Plan]

; ! 3

Select the type of presentation you're going to give

Project Overyew
Repaosting Progress or Status
Project Post-Martiem

iellmg a Prodoct or Service

Product /Services Ovarview

Sellrg Your [deas

Motisating A Taam

Facilitating A Mestirng

Presgnting # Techniral Peport
Managing Orgamizational Chanoe
Introducing &nd Thanking A Speaks:

Add... t ﬁernnvaJ

Sales | Markstng

Genaral |
Corporate J
Projects I

Camneygie Coach

=

Canicel r Next > ! Firush ‘

6. Nhan nex

dé rnhdy 4di hép theai k€, § hjp thoai nav b

an chon

cach trinh bay eba Phién trinh bay (Presentation):

Start
Fresentation bype
Presentation styls
Presentation ophions

L Finish

<l

AutoConlent Wizaid - [Markeling Plan)

what type of output wall vou usa?
& On-gereen presentation
T web presentation
" Black and white overheads
™ Color gverheads
" 35mm sides

Carcel !

<gock |[[Wext> | eish |

7. Nhan next dé€ sang budc ké, & bude nay ban nhap tiéu dé cho phién

trinh bay:

AutoContent Wizaid - [Maiketing Plan] [*Ix) - Presentation title: Tiéu
202 Bt de Slide.
S L )
E — Footer: Ghi chi cuol
Presentation bype A
Items toinchsde on each shda: Shde'
Presentation style
i Footer: [ —  Muc Date last updated:
gsentation ppticns w . ~ A -
dYs 7 pats lest updetsd Hién thi ngay cap nhat
b= = e = - .
- cudi cung cua Slide.
— Slide number: Hién thi
) so thit tu cha Slide.
_@] Cocol | <ok |[[Hextiz || Eosh |
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8. Nhan Next dé tiép tuc

AutoConlent Wizaid - [Maiket

s
Start

@l Fresentation tops '

Present ation style:

Fl.hl:#l

F‘n‘:-.‘-e& options

ing Plan] b s e e 1 ) : :-:'|

_ AutoCaontent Wizard

Those are all the answers the wizard needs
to create your presentation)
Choose Finish ta view the document.

O

Concel | <pack | uesrs | [[TEmsH]

9. Nhan nit Finish dé hoan tat qud trinh tao phién trinh bay méi.

Cach 2: Tao Phién trinh bay mdi theo khudén méu c6 san (templates).

Khi khdéi doéng PowerPoint, chuong trinh hién thi hop thoai
PowerPoint va cho phép ban chon Design Templates

PowerPoint i EIE3|

[ Create a new presentation using—

ESE

Hoac khi ban dang lam viéc trong PowerPoint ma muén tao phién
trinh bay méi véi khudn mau c¢6 sdn thi ban thue hién cédc budc sau:

1. Vao thuc don File chon 1énh New.
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2. Xudt hién hop thoai New Presentation, ban chon thé Design
Templates va chon mot kiéu c6 thiét ké mau sdn dé tao mdot Phién
trinh bay mdi, ban chi viéec dua ndi dung vao; hodc ban chon the
Presentations dé tao ra Phién trinh bay cé nhiéu Slide miu, mé:
Slide ¢6 cang hinh thie trinh bay va ¢é sin ndi dung, ban c¢6 thé
sl lai noi dung cta timg Slide khi thay can thiét:

ew Pictentalion

Geraral mTwﬂ-M'kmrtm[

i [z xpedian B rictwork Btz
2 Facioy [N atebuow
ghm: 2 1Pt Mode
3 |Gesture Pulse

) clabat Radar

B g viokage H|rblons

1l | aianiess Wanes _._ Rizaoaper
:i}La\'mrt %hﬁm
Wliock ang ey  Bl]sakes
Jraarbie %wmms
gjmm | Soanng

B |Mature & St asght Edge
jaa-k Te Meon Frame Sifategc
1| il

AR
e Bl s

Cach 3: Tao Phién trinh bay rong
Slide chua ¢6 dinh dang va ndi dung, véi cach nay ban phai st dung théng
thao cdc cong cu cia PowerPoint dé tao ndi dung va dinh dang cho céc

Slide.

Khi khoi dong PowerPoint, chudng trinh cling cho phép ban chon

Blank Presentation nhu sau:

nghia

la trong Phién trinh bay nay cdc

oK l
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Hoac khi ban dang lam viéc trong PowerPoint ma mudn tac Phién
trink bay rong thi ban thuc hién céc budc sau:

1. Viao thye don File chon lénh New.
9. Xuat hién hop thoai New Presentation, ban chon thé General.

Creates a new, blank preseniation

| . Cance! ]

3. Dé tao Phién trinh bay réng ban chon Blank Presentation.
4. Xuat hién hop thoai New Slide:

New Slide 3 . 7TX] '

Ch-ousean&utcuymt:_ TR 3, SEr e T A oK |
— o= I —— :'J Cance
— | |[I= EEE
=R rEI ey —1] Rf :
E| B |sBel] o)

| % 2 cohimn Text

™ Don't show this dialog hgxaquﬁ :

bR

5. Ban chon mot trong nhitng kiu trén, danh cho Slide can tao dau
tién cua Phién trinh bay mdi. Nhan Ok khi chon xong.
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IV.5. Nhap va dinh dang van ban trong phién trinh
bay
Nhap ban phac thao cac tiéu dé Slide trong Phién trinh bay:
Cédc bude thue hién:

1. Ban tao phién trinh bay mdi theo cdc cach duge trinh bay ¢ phan
rén.

1o

Trong vung trinh bay cdc Slide. ban nhap néi dung tiéu dé cho
Slide va nhdn phim Eunter dé két thue viée nhap mot tieu dé. Vdi
cdch tao phién trinh bay thong qua céng cu AutoContent Wizard
PowerPoint tao sin cdc tiéu dé cho cdc Slide, cé thé ban nhap
chon va thay déi tén ching.
Hiéu chinh ban phac thao cua ecae Slide:

Sau khi nhép ndi dung cho tung Slide, ban nén bé tri lai cdc Slide
vdi cac tiéu de hgp ly bang cong cu Outlining:
Dé hién thi thanh céng cu Qutlining ban thic hién cde bude sau:

1. Nhéan phim phai-chudt 1én vi tri bat ky céa thanh céng cu Standard
hodc Formatting trong cia sé PowerPoint.

o

Xuét hién thuc don tat, Ban chon Outlining.

3. Bén trdi clta s6 Power Point sé xuat hién thanh cong cu Qutlining
nhu sau:

v Cutlining -

@ > ® o=+ |=E

@ | 24

Bung mo ta chic ndng cde nit lénh cia thanh céng cu Qutlining:

Nut 1énh ' Chue nang
¥ | Biaranie Tang tidu dé 1én mot mic (c6 5 muc).
i o Giam tiéu dé xudng mot miic.
& Chuyén tiéu dé hodc tiéu dé phu lén mot dong
Move P i phia trén trong viung phdc thdo néi dung.
Chuyén tiéu dé hodc tiéu dé phu xuéng mot dong
 Move Down phia dudi.
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ot 5. 8 i ; " .
An céde mie khde, chi hién thi mde 1 cua Slide.

‘ Collapse
‘ e Hién thi toan bd cdc mic cua Slide.
l Expand
[ r= An cdc mie khde, chi hién thi mic 1 cha céc Slide
\ Collapse All trong phién trinh bay.
7= Hién thi toan bd cdc muc cia cdc Slide trong
~ Expand All phién trinh bay.

Tao Slide mdi véi ndi dung 1a tiéu dé cha cdc Slide

. Suminary Slide ban chon va chén Summary Slide nay trudc cac
Slide ban chon.
Ay Hién thi/An dinh dang Font trong ché dé xem
== Show Formatting Outline.

Nhéap néi dung cho tirng Slide
Théang thutng cdch d& dang nhap vin ban cho Slide dé 14 nhap
chon va nhap truc tiép vao bat ci Text box cé sén (PlaceHolder) da duge
trinh bay trén Slide. Ban c6 thé thay ddi cdc placeholder bang cach 4p
dung Slide Layout (trong thuc don Format) khdc cho Slide ma thong tin
khong hé bi that thoat. Ban con ¢6 thé nhap bén ngoai placeholder bang
ciach dung hop Text box, dung AutoShape va Word Art trén thanh cong
cu Drawing (cdc cong cu ndy Word ciing cung cdp nén ban tham khdo
thém 6 phan Tim hiéu.thanh céng cu Drawing cia Word). Nhdp van bdn
théng qua héop Text box:
1. Nhap chon hép vin ban, néu chua ¢6 hdp van ban ban can chén hop
van ban vao thong qua thanh ¢éng cu Drawing hay chon 1énh Text
box trong thuc don Insert.

2. Nhap van ban vao Text box.
3. Khi nhap vin ban xong, ban nhidn phim trdi chugt & phia ngoai
Text box dang nhép.
Ban ¢6 nhap néi dung cua t@p tin Word sang Slide trong Power
Point theo cac budc sau:
1. Sau khi nhip noi dung ban phédc thdo bén Word, ban luu tip tin dé
lai. '
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2. Chuyén sang Power Point, dit diém chén ta: vi 7 cdn dus nbdi
dung cta tai lidu Word vio.

3. Chon lénh Slide from Qutline trong thue don knsert, xuit hién
ndp thoai Insert Guthnp

T S [ g SN e ‘.-' ._.‘-;‘_.7 R -
A B ." SRSy - - X A
' ]'_‘, My Documests _J ¢s [_'“" l ﬂ * {:: - Tods -
- T = |
My Pictures !
T80k !

‘: -. Fhuﬂrll‘-.::!l\ff = Jﬂlr Trmere _]
R Fies of Lypet. fal Outlines _J I
o 5 ..' . P # A # 1
4. Tim va nhap chon tai liéu Word cé chia ndi dung phdc thao ban
mudn nhép.

5. Nhian nit Insert dé chen vao.

Chi y: Néu lan diu ban chén ndi dung cia tai liéu Word vac Slide cia
Power Point thi chuong trinh Power Point sé yéu cdu ban dua dia
cai dat Office 2000 vao dé c6é thé chuyén ddi ndi dung tap tin Word
sang cho tap tin ¢6 dinh dang Power Point.

IV.6. Ap dung thiét ké cé sin ctia PowerPoint cho
cac Slide
Power Point ¢6 cung cdp mdt s6 thiét k& sdn, ban chi viéc trinh bay
noi dung lai. Cde bude thuc hién:
1. Ban chon Apply Design Template trong thuc don Format hay
nhan nat SommonTasks v tyan thanh céng cu Formatting hodc nhan

phai chudt trén Slide can thay déi réi chon lénh Apply Design
Template.

2. Xuat hién hop thnal Apply Design Temp]ate
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| __j Prasentation C-w;rﬁ

-
o2,
]
(o3
7]
= 4]
=

I Lorem Ipslm
Pz

I sbedor o gom corsectetium sdipisong
£t sead dham
n Moy rddh eumnied
o T, il
& ST e
& W

v Bt U A e WO DN Rl
A p O

U |Dasgn Teniplates ;] Cancel |

3. Chon thiét k& c¢6 sin rdéi nhan Apply dé chdp nhéan thay déi.

Chu y: khi ban chon mot thiét k& c6 sdn cho 1 Slide, né sé& cé anh
hudng trén toan bo cac Slide caa Phién trinh bay nay.

IV.7. Thay d6i mau nén cua mdt hodc toan bj

Slide

Cac bude thuc hign:

1. Chon 1 ho#c nhiéu Slide cin thay ddi (dé chon Slide ban chi viée
chon céc tén tiéu dé cha Slide trong vung trinh bay cdc Slide).

2. Vao thuc don Format hay ban nhan phim phai chuft 1én Slide can
thay ddi roi chon lénh Background.

3. Xuit hién hop thoai Background, ban nhap chon

: Backgiound

l Background f-——

i_ | Titie of Shds
+ Bullet text

|L Wommon

f_ mbaci.wandnqitshmﬁsm

Nt _'OEIT_E,U: Chap nhan thay déi tat cé
cac Slide trong Phién trinh bay.

Nit L_*®¥ _|. Chdp nhan thay d8i cho
cac Slide duge chon trong Phién trinh bay.
Muc Omit background graphics from
master: Chon chitc ning nay khi muén
mau nén sé che.

- Nut __E_mr_ew_lz Xem trudc su thay déi cGa Slide trong Phién trinh bay.
~  Ving Background Fill: Dung dé chon mau nén cho cédc Slide duge chon

trong Phién trinh bay.
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IV.8. Thém cdac hiéu dWng dic biét cho tung doéi
tugng trong Slide
Dé thu hut su chd y va tao nén sy hap dan cho ngudi xem. ban nén

su dung nhing hiéu \dWng dong (Animation Effects) cia Power Point.
Ciach tao hi¢u dng dong sé duge trinh bay dugi day:

Cac bude thue hién:
1. Chon d6i tugng trong Slide can tao hiéu ing dong.
2. D& hien thi thanh cong cy Animation Eifect: ban nhap phai chudt
d vi tri bat ky trén thanh cong cu Standard hay Formatting r’'

ban chon Animation Effects hodc nhan nut %% trén thanh cong
cu Standard.

3. Xudt hién thanh céng cu Animation Effect:
» Animation Effects
| aees s
BB &% %G
LRSN R x
Bang mé ta chite ndng cde nit lénh cua thanh céng cu Animation Effects:

Niit 1énh Chic ning

Text box chita ndi dung tiéu dé cia Slide

Animate Title sé ¢6 hiéu tng dong 1a roi tir trén xudng.

Text box chia ndi dung phu cua Slide
clng sé ¢é hiéu dng dong.
Dol tugng 6 hidu dng ddong 13 ting

Amimate Slide Text

¥ Dpivein Bffsct chubi vin ban sé di chuyén tir phai qua
trai.
D61 tugng ¢6 hidu ung dong la ting
%% Flying Effect chudi van ban s& di chuyén ti trdi qua
phai.

béi tugng c¢6 hidu dng dong la timg
Y Camera Effect chudi vin bdn s& duge cho hién dan tu
trong ra ngoai.

bdi tugng ¢6 hiéu ung dong la nhip

A
‘A Flash Once nhdy.
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&
" Laser Text Effect

P61 tugng ¢6 hiéu ung dong la roi tung
ky tu theo hudng nghién ti trén xudng.

= Typewriter Text Effect

Péi tuong c6 hiéu dng dong la giong nhu
ban gé védn ban nghia 14 hién thi tiung
ky tu tir trdai qua phai.

=" Reverse Text Order Effect

Péi tugng ¢6 hiéu ing dong 1a hién thi
vian ban cua text box phu theo trit tu
dao.

"¢ Drop-In Text Effect

béi tugng c¢é hiéu dng déng la tung
chudi vin ban sé tir trén rét xudng.

Animation Order

Ban chon ting déi tugng va gdn cho né
s& dé sap dat thd tu cde hiéu ung dong |
cia déi tuong trén mot Slide.

2&

Custom Animation

Hién thi hop thoai Custom Animation.

w Animation Preview

Xem thi cdc hiéu Ung tng dong cua céc
déi tugng trong ving Animation
Preview.

Hop thoai Custom Animation:

- Thé Effects: ban thay doi hiéu Ung dong cia déi tugng da chon, gédn
am thanh cho hiéu ung, ¢é thé déi mau hay khong sau khi hiéu ung

thuc hién xong thong qua chifc ndng After animation.

Custom Animalion’

Check to animate slide objects:
[V Title 1

R

Order & Timing  Effects | Chart Effects | Multimedia Settings |

Il
[Cox ]
Cancel |
Freview |

- Entry animation and sound —————————=—————-" ~[niroduce text ————

i |j |Fram Tap _:_I i r iEly Word _ﬂ
ﬁu Sound)] :I ‘ || ¥ Grouped by m |

bgee P T e | level paragraphs

f After animation ————————— AP § el I I apimate altactied <hate

| ]Ean't Dim | | [ Inteverse nrde;r
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~ Thé Order & Timing: ding dé sdp xép thd tu trinh dién hiéu dng
dong cta cac doi tugng trong Slide, chuyén qua hiéu tng déng cha déi
tugng khdc sau khi nhdn phim trdi chudt hay sau mét khoang thoi giar
thi tu dong chuyén.

Custom Ahimatiofy . »7 -0 % T e ﬂ
Chack to animate slide objects: ! L
[ Title | L R
; i ' Cancel J
E‘ Previcw ’
T8 e
Crder & Timing lEFfects | Chart Effects | Multimedia Settings |
An major ordet; , Star: asimatinn ; ] :
. Thtie 1 | % O mouse dlick &

—J | 7 automatically, L: : 1 ='
| oo é.

seconds after previous
‘ event

%

- Thé Chart Effects: hiéu ing nay chi ¢é tde dung doi vdi Slide chua dé
thi, ban phai chon déi tugng la do thi trude khi mé hop thoai va chon
thé nay dé diéu chinh. .

Custom Animation : 7] I
Check to animate slide objects: ' : e oK
: deif '
v Title 1 o &
@ Text 2 -~ Cancel
i METRL N
= - - T
~ o Eh e
x | Preview |
o pprr-agrerea U-.- P O

Order & Timing | Effects Chart Effects ] Mukimedia Settings | N
Introduce chart elements —— Enl:ry anhmtinrtarﬂm‘nd;" — -
{’Vlnﬂ at once __I_l |Fly __"_] : |From Bottom . :_]

i

¥ arimzate gric and [ aend ] I[ND Sound]

i - After animation — =5

% IC:nn't Dim =

|
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- Thé Multimedia Settings: hiéu ing nay chi ¢6 tédc dung doi v6i Slide
chia doan film hay doan 4m thanh, ban chon trude déi tuong film hay
am thanh roi m¢ hop thoai va chon thé nay dé diéu chinh.

Custom Animation E)
Check to animate slide objects: OK
7 Title 1 it
[~ Chart 3 S : |
edas ﬁ&g preview
. | ST =

e e e i

Order & Timing | Effects | Chart Effects Multimedia Settings I

¥ Play using animation order More Options... l
while playing: € Pause slide show [% yg o
@ Continue side show; Pl it
Stop playing: ' After current shide I ;J
@ After Il_ E T [T Hide while net piaying

IV.9. Chén Am thanh va video vao Slide

Chue hién cac bude sau:
1. Chon Slide cin chén.

2. Chon lénh Movies and Sounds trong thuc don Insert.
3. Xuat hién thue don con:

Movie from Gallery...
Movie from Eile...

gound from Gallery...
Sound fromFle,..
Play CD Audia Track...
Record Sound

4. Ban chon:

~ Movie from Gallery va Sound from Gallery: dé chén doan
Movie hay Sound ti thu vién Gallery cé sin trong bd
Microsoft Office, hodc ban c¢é thé nhap thém doan Movie hay
Sound cho thu vién Gallery. Hop thoai Gallery xuat hién khi
ban chon lénh nay nhu sau:
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El inseit Movie ‘ |10 ]
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Movie from File va Sound from File: cing dé chen vao Slide
doan Movie hay Sound nhung ching duge luu dusi dang mot
tap tin. Ban chi viéc chon tdp tin chda doan Movie hay Sound
trong hdp thoai Insert Movie sau:

Inzeit Movia : EE
tookr | &) My Documents Jem QX550 Tok -
_hduc
_ 1My Pictures

Fl!w:lf.lgé ’ :J ¥ b" o I
B Fies of typa:  [Movie Fies _vj | Cancel l

Play CD Audio Track: dung dé chén doan am thanh ti dia
nhac Audio, khi can phdt ban chi viéc nhap lén biéu tugng:

Xuat hién hop thoai Sound Options khi ban chon chie nang
nay, ban ¢6 thé chon cho play tit track nao d6 ctia dia Audio:

224



_thm IV: PowerPoint 2000

Sound Dphona | ]

ROV RN
™ Loop undd stoprad
[ raenitme S s

Play €O sudic track
| Stan: End:

rege [0 e I 3
& e HAwx o H

File;  [C0 Audio]

e

~ Record Sound: cho phép ban thu doan a4m thanh ciia minh va
chen vao Slide dang chon. Xuat hién hop thoai Record Sound
bén dudi dé ban dat tén va thu doan 4m thanh, khi cin play
ban chi viéec nhdp 1én biéu tuong trong khi trinh dién Sfide.

Diung thu doan am thanh.

Name: IRf:wrr.led Sound

Thu doan am thanh cia ban
Total spund length: O

Play lai doan 4m thanh
ctia ban da thu

IV.10. Tao hiéu ing cho su chuyén tiép giia cdc
Slide

bé su chuyén ti€p gitra cdc Slide thém phan sinh dong ban cén tao
nhang hiéu ung Transition cho Slide.

Thue hién cdae bude sau:

1. Chon Slide can tao hiéu tng.
2. Chon lénh Slide Transition trong thuc don Slide Show.
3. Xuat hién hop thoai Slide Transition, ban nhap chon:

e el - Nt fVRA] . Chgp nhin hitu dng
Transition cho toan bo Slide.

Guad | =l - Nat L2 |. Chip nhin hitu ung
O a—] Transition chi cho Slide dang chon.
Fio Ciaa Pral — Viung Sound: Play d4m thanh khi su chuyén
Advance Sod i tiép ctia Slide xdy ra va muc chon Loop
F G mause tih o Sound; »| i P a -
r :,.mmm ,[- T O until next sound cho phép tu dong Play lai

doan am thanh dé cho dén khi cé doan am
thanh khac Play.
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- Viung Advance:

o Muc chon Automatically after: Tu dong thuc hién Transition sau
khoang thoi gian ban chi dinh.

o Muc chon On mouse click: Chi thuc hién Transition khi ban nhau
phim trdi chudt.

- Ving Effect: Cho phép ban chen kiéu Transition cho Slide va toce &9
hién thi Transition. C6 ba loai toe dd: Slow (cham), Medium {(binh
thuong), Fast (nhanh)

IV.11. Trinh dién Phién trinh bay (Presentation)
Y T6 chite lai cac Slide

Truge khi tién hanh trinh dién thuc sy, ban ding quén duyét lai nji
dung, tiéu dé cde Slide va ¢6 thé che gidwhién, sao chép, di chuyén, xéa
cdc Slide ban can.

Dé chinh sita ndi dung trong Slide ban nén chuyén sang kiéu trinh
bay Slide View, roi nhdp chon titng Slide dé duyét lai ngi dung.

Dé sap xép, té chite lai cac Slide, ban thue hi¢n cae bude:

1. Ban nén chuyén sang kiéu trinh bay Normal dé thdy duoc hét céc
tidu dé va noi dung cua céc Slide. |

2. Chon Slide cin thao tdc: di chuyén chudt dén s6 thd tu ctia Slide
roi nhan phim trai chudt, ban sé thdy noi dung tiéu dé dugc bdi den
nghia la ban dang chon Slide d6. D€ chon nhiéu Slide lién tuc ban
thue hién chen Slide dau, nhdn gi phim Shift réi thyc hidn tiép
chon Slide cudi.

~ Di chuyén Slide
1. Chon Slide can di chuyén.

2. Di chuyén chudt 1én vung Slide da chon, nhan va git phim
trdi chugt roi ré dén vi tri khdc, tha phim trdi chudt. Xem
hinh minh hoa duci day:
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