MS PowerPoint - Bai 1: Gigi thiéu vé MS PowerPoint 2003 - 14/8/2007 6h:24
MS Powerpoint la mgt trong nhitng chwong trinh thugc b Office ciia hang Microsoft. Chiic ning
chinh ciia chwong trinh 1a trinh dién tai li¢u. Tir hém nay, Quan Tri Mang sé dwa téi ban doc loat bai
hwéng din vé tién ich viin phong nay.

Bit dau véi chwong trinh PowerPoint

Kich vao nit Start, chon Programs, tiép d6 chon Microsoft Office va kich vao Microsoft Office
PowerPoint 2003.
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Chy ¥: O phién ban trudc ciia b Office — Kich vao Start, chon Programs, sau d6 chon Microsoft
PowerPoint.

Ngay lap tirc, ban s& nhin thay hinh anh cua chuong trinh nhu hinh dudi. Phia bén phai 1a thanh Getting
Started s€ trg giap ban sir dung nhanh mét so6 chirc nang thuong dung.



Click to add title

Click to add subtille
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Néu khong sir dung dé:n thanh Getting Started nay ban c6 thé tit bang cach kich vao biéu twong Close (X).
Ban cling co6 thé bat dau bang cach kich vao Create a new presentation...(Tao mét ban trinh bay mai) &
phia dudi thanh tac vu.

Thanh phan trong man hinh PowerPoint 2003:
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Pé nhap mdt vin ban trinh chiéu

Tai Slide pane trong PowerPoint, trong 6 c¢6 nhan “Click to add title”. Mot thao tac don gian 1a kich vao 6 do
va nhap dong tiéu de.

Vi du, ban c6 thé nhip “Pdy ld file trinh chiéu dau tién cia t6i”



Sau do kich vao ‘Click to add subtitle’ va dé nhap thém maot vai doan van ban vao do.
Lwu va déng mét ban trinh chiéu

Tinh ning cho phép ban luu giir ban trinh chiéu moi hodc ¢ sin trén dia, néu khong luu file, ban s& khong
thé xem ban trinh chiéu d6. Moi lan Iuu, ban c6 thé m¢ lai file d6 dé xem hodc sap xép lai.

Céch hru mét file trinh chiéu

Vao menu File, chon Save
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Néu d6 13 mot file moi, thi hop thoai Save As hién thi, ban hay chon vi tri thu muc/6 dia dé luu file bang
cach kich vao miii tén phia bén phai Save in: kich xuong va chon vi tri mong muén. Hodac kich chon theo
mot so doi tugng & bén cdt trai (Gom cd Desktop, My Documents, My Computer...)

Nhap tén file vao muc File name. Ché do mac dinh tén file 1a Presentationl, ban c6 thé st dung n6 hodc dat
mot tén khac.
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Ching ta hily dé “presentation” cho tén file dau tién, kich vao ndt Save dé luu lai. Chl y: Lic nay file duoc
ghi ¢ thu muc My Documents.

Péng file trinh chiéu
Vao menu File, chon Close. Hoic kich vao biéu tuong Close Window

Néu ban chua Iuu file thi khi dong s€ xuét hién mot hop thoai hoi co mudn luu ban trinh chiéu trude khi
dong hay khong?



Microsoft Office PowerPoint

« Kich vao Yes dé luu truéc khi dong
e Hoac Kich vao No dé khong Iuu trude khi dong.
e Kich vao Cancel dé bo qua thao tac.

Thoat khéi Microsoft PowerPoint

Kich vao biéu tuong Close (X) & goc phia bén phai trén man hinh.

Hong Ngin (Theo MS Office Tutorial Training)

MS PowerPoint - Bai 2: Tao Slide trinh dién... Bat dau tur dau? - 245812007
15h:33

CAu tra 1oi chinh 1a Task Pane. Chi cin mé chwong trinh trinh dién PowerPoint, thanh tac vu xuat
hién phia bén phai man hinh. Task Pane liét ké cic thao tac pho bién ma ban co6 thé thyce hién trong
PowerPoint. Giup dinh vi cac thao tac nhanh hon.

Hién thi Task Pane (trong trwomg hop da bi déng)

Tir menu View, kich vao Task Pane (hodc dung phim tit Ctrl + F1)
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Chon cac Task Panes khac nhau

Kich vao miii tén sé xudéng & phan Other Task Panes va chon Task Pane tir menu do.

Hién thi muc New Presentation

Tu menu File, kich vao New

M& ban trinh dién c6 sian
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Tir phan New Presentation, kich vao From existing presentation... dé hién thi hop thoai New from
Existing Presentation, sau d6 chon file muon mé



Vi dy, ban chon file trinh dién dau tién dd duoc tao tir bai 1.
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Kich vao nit Create New. Ban trinh dién ¢4 md va ban c6 thé thay doi néu can
Tao mét ban trinh dién méi

Kich vao Blank Presentatiop trong New Presentation Pane hoic kich vao biéu tuong New trén thanh
Standard (thanh cdng cu chuan)

Xuit hién phin Slide Layout cho phép ban chon méu trinh dién d4 c6 sin theo cac cach bd tri vin ban, ndi
dung hoac ca van ban va ndi dung
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Kich vao 1 kiéu bd tri cu thé va bit dau tao slide (ban trinh chiéu)

Outline va Slides Tabs

Tab Outline cho phép hién thi duong bao ngoai cia tiéu dé va vin ban ctia mdi slide trong ban trinh dién.
Céc Slides c6 thé dugc soan thao trong pham vi duong bao nay. Néu ban muon chinh stra van ban va slide
trong vung dudng vien, thanh cong cu Outlining s€ dugc dung dé thuc hi¢n cong viée do.

Thay déi kich thuéc Outline va Slides Tabs

Kich vao khu vuec tab Slides hoac Outline

Kich vao mui tén xuéng bén canh 6 Zoom trén thanh Standard va chon phﬁn tram ban thich.

Slides Tab hién thi tat ca nhirng slides trong ban trinh dién voi hinh dnh nhé. Vung Slides tab [a mot phuong
phap dé& dang dé diéu chinh ban trinh dién. Ban c6 thé thay d6i mot slide bang cach kich vao no

Outline ¥ Slides %, X
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4 cach hién thi ban trinh chiéu PowerPoint

Pé thiy cac cach hién thi khac nhau ciia PowerPoint, Tir thanh Menu, kich vao View, ban s& nhin thiy 4 kiéu
xem. Kich vao tung cai cu thé dé thay ro.
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1, Normal View (Ché d@é xem thong thurong): 1a cach hién thi mic dinh trong PowerPoint. T4t ca cac slide
dang can chinh s€ dugc hién thi, bao gom ca Slide Pane, Outline Slides va ca Notes Pane

2, Slide Sorter View (Ché dé sdp xép Slide): Cach nay hién thi tit ca céc slides trong ban trinh dién nho.
Giup ban xép lai tht tu, thém vao, hodc x6a bo cac slide. Ban cling ¢6 thé xem truoc cac hinh anh ap dung
cho tung slides

3, The Slide Show View (Ché dg rinh chiéu Slide): Cach nay cho phép ban xem ban trinh dién nhu ban
trinh chiéu. Ban trinh dién ctia ban hién 1€ trén tdan man hinh va ban c6 thé xem dugc cac hiéu (rng hoat anh
trinh chiéu cua no.

4, The Notes View (Ché dg xem c6 phdn ghi chii): Phan ghi chii s& hién thi nhu khi s in 4n ra. Phan chi y
nhu mot phién ban nho cua slide va ndi dung cha y dugc nhap vao trong phan Notes Pane ¢ bén dudi slide.



Hong Ngin

MS PowerPoint - Bai 3: Cac thanh cong cu cua PowerPoint - 3/9/2007 16h:6
Thanh cong cu PowerPoint diing dé Iam gi?

PowerPoint ¢6 13 thanh cong cu, gdm ca Task Pane. Theo mic dinh, thanh Standard (thanh cong cu chuan),
Formatting (thanh dinh dang) va Drawing (thanh céng cu vé&) da duogc hién thi san.

Cac thanh cong cu khac chi dugc sir dung cho tung chirc nang riéng biét trong PowerPoint.
Hién mgt thanh céng cu

Tu menu View, chon Toolbars sau do vh,ra chon thanh c6ng cu ma ban mudn hién thi (ban s& nhin théy diu
chon bén canh thanh cong cu khi da hién thi)

An mjt thanh céng cu

Tu menu View, chon Toolbars

Lya chon thanh cong cu mudn 4n (ban s& khong nhin théy dau chon bén canh thanh cong cu khi n6 dugc an)

Thanh cong cu chuin

Céc biéu tuong trén thanh cong cu chuan Standard thuong 1a nhitng hoat dong thudng ding ddi véi van ban.

Khi dua con tro chudt 1en mot bicu tuong, ban s& thay rd tac dung va mo6 ta cia bicu tugng do. Kich vao bicu
tuong/hanh dong ma ban muon ap dung cho slide.

AR N~ BEY SRS NNl & Y bl 1 W RE N R - o

Céc biéu tugng trén thanh cong cu Standard va chirc ning ciia no:

New Bét dau mot file trinh chiéu méi

Open Mé& mot file trinh chiéu

Save Luu mét file trinh chiéu

Permission Th_if’:t lap su cho phép d6i v6i viee mé va thay déi mot file trinh
chiéu

E-mail Giri file trinh chiéu dudi dang email

Print In file trinh chiéu

Print Preview Xem trudce khi in

Spelling Chwong trinh kiém tra 181 chinh ta



Search

Cut

Copy

Paste

Format Painter
Undo

Redo

Insert Chart
Insert Table

Table and
Borders

Insert Hyperlink
Expand All

Show Formatting

Show/Hide Grid
Color/Grayscale

Zoom

Hién thi 6 tim Kiém co ban

Cit doan vin ban hodc di tuong Clipboard da lya chon
Sao chép doan van ban hoac dbi tuong Clipboard da lya chon
Da&n muc chon tir Clipboard

Sao chép dinh dang

B6 qua thao tac vira lam

Lap lai hanh dong vira bé qua

V& bicu do

Chén mot bang

Hién thi bang va thanh cdng cu Borders (duong vién)
Chen mot siéu lién két

M0 rong tiéu dé va van ban cho slide trén Outline tab
Hién hodc 4n ky ty dinh dang

Hién hodc 4n gridlines

Hién ban trinh chiéu véi mau, den, tring hodc grayscale

Phdng to Slide, vung tab outline hoac vung tab Slide

Thanh cong cu dinh dang

Thanh cong cu dinh dang dat ¢ vi tri gan phia trén man hinh. Mdi biéu twong thanh cong cu c6 chirc ning
riéng cho phép ban thay doi cac hi¢u irng doi tugng trong slide PowerPoit.
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Céc biéu tugng trén thanh cong cu Formatting va chirc ning:

Font Lya chon kiéu font tir danh sach tha xudng
Font Size Lwa chon kich c¢& font tir danh sach tha xuéng
Bold Ap dung dinh dang chit ddm cho vin ban
Italic Ap dung dinh dang chit nghiéng cho vin ban
Underline Ap dung dinh dang ngach chéan cho van ban
Shadow Ap dung dinh dang chit bong cho vin ban
Align Left Cin & van ban hodc d6i tuong sang bén trai
Center Cin & vin ban hodc d6i tugng ra giira dong



Align Right
Distributed
Change Text
Direction

Numbering

Bullets

Increase Font Size
Decrease Font Size
Decrease Indent
Increase Indent
Font Color

Slide Design

New Slide

Cin 1én vin ban hodc d6i tuong sang bén phai

Cin 1& vin ban hodc dbi tuong

Thay d6i hudng vin ban (ngang - doc)

Thém/bét dinh dang s6 vao dau dong doan van ban duoc lua
chon

Thém/bét dinh dang ky tu vao dau dong doan vin ban dugc
lua chon

Téang cd chir

Giam cd chir

Giam 1& ciia doan van ban

Tang 1& ctia doan vin ban
Chuyén d6i mau chi

Hién thi Slide Design Task Pane

Chén mot slide mai

Chén thém mgt slide méi

Tur menu Insert, kich vao New Slide.

Hoic kich vao biéu thuong New Slide trén thanh cdng cu Formatting
Chén mégt ban sao Slide

Tir menu Insert, kich vao Duplicat Slide

Sao chép va dan Slides

Ban c6 thé sao chép va dan cac slide trong phdn Normal View véi tab Outline va Slides hozc trong ché do
xem Slide Sorter

Sao chép slide véi Outline

Kich vao biéu tuong slide ma ban mudn sao chép

Kich vao biéu tuong Copy trén thanh céng cu Standard.

Hoic kich chudt phai 18n biéu twong slide va chon Copy

Dén slide

Kich vao biéu tuong slide hoac vi tri mudn dit slide vira sao chép

Kich vao biéu tuong Paste trén thanh cong cu Standard. Hoic kich chudt phai 18n biéu tugng slide va lya



chon Paste

Chu ¥: Ban ciing c6 thé copy va paste slide véi tab Slides hoic trong ché do Slide Sorter.

Xoa Slides

Ban c6 thé x0a slide trong ché d6 xem Normal véi tab Outline va Slides hodc ché d6 xem Slide Sorter
Xoa slides véi Outline

Kich vao biéu tuong slide ciia slide ma ban mudn x6a

Tu menu Edit, kich vao Delete Slide.

Hoic kich chudt phai 18n biéu twong slide cta slide ma ban mudn x6a va lhra chon Delete Slide
Xo0a Slide véi tab Slides

Kich vao Slide thu nhé cua slide ma ban mudn x6a

Tu menu Edit, kich vao Delete Slide

Hoac kich chugt phai trén slide thu nhé cua slide ban mudn x6a va lya chon Delete Slide

Xo6a slides trong ché d9 xem Slide Sorter

Kich vao slide thu nho cua slide ban mudn x6a

Tu menu Edit, kich Delete Slide.

Hoac kich chudt phai vao slide thu nhé cua slide ban mudn x6a va lya chon Delete Slide

Hong Ngin

MS PowerPoint - Bai 4: Mau thiét ké PowerPoint - 22/1/2008 oh:47

Mau thiét ké PowerPoint 12 thiét ké c6 san bao gdm phoi mau, slide va tiéu dé chinh véi cac kiéu font
va dinh dang tuy chinh, tat ca déu dwgc thiét ké cho m¢t muc dich cu the.

Sau khi 4p dung mot mau thiét ké PowerPont, thi m&i khi ban thém vao mét slide thi slide méi d6 s& cé giao
dién tuong tu nhu mdt b cia slide mau. Ban c6 thé sir dung muc New Presentation dé tao mot ban trinh
chiéu mai tir mau thiét ke.

Tao mdt ban trinh chiéu méi tir mu thiét ké

Kich vao From design template trong 6 New Presentation



: New Presentation ¥ X
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|1 Blank presentation
&l Fromdesign template
@ Fromt—dtoContent wizard. ..

g.gﬂ From existing presentation. ..
Photo album. ..

Ban sé théy ngay cac mau thiét ké sdn duoc hién thi bén dudi. Vi dy, néu kich vao mau Mountain Top ban sé
thay slide dugc thay bang mau nhu hinh dudi:

Click to add title

Click to add subtitle

Clck o 20 rodes
Bz =,

Mau nén cua slide ¢6 sdn va ban chi cAn chén vin ban vao

Trinh AutoContent Wizard ctia PowerPoint

AutoContent Wizard cho phép ban tao mot trinh chiéu dua trén noi dung va thiét ké duoc goi y sin. Tinh
nang nay s€ cung cap y tuong tao trinh chiéu san cho ban va chi can chinh stra nhitng thong tin can thiét hoac
thém vao nhirng diém riéng ma ban can nhan manh.

Tao mdt ban trinh chiéu méi sir dung Autocontent Wizard

- Kich vao From AutoContent Wizard... trong 6 New presentation

- Hién thi hop thoai AutoContent Wizard, kich vao Next dé tiép tuc.



AutoContent Wizard - [Generic]

Selact the bype of presentation you're going to give
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- Ban can lwa chon mot kiéu trinh chiéu mudn tao. Néu kich vao nit All, sau d6 ban c6 thé str dung thanh
cudn dé di chuyén xuong nhitng danh sach va lya chon kiéu trinh chiéu.

Ch y: Mot vai lya chon hién thi ¢ thé chua duoc cai dat trén hé thong va ban s& duoc hoi dua dia cai dat
Microsoft Office vao dé cai dat thém trudce khi st dung.

- Kich vao nit Next dé tiép tuc

- Budc tiép theo 1a quyét dinh cach ban s& sir dung ban trinh chiéu. Mic dinh On-screen presentation duoc
chon.

- Kich vao Next dé tiép tuc.

- Ban c6 thé nhap mot tiéu dé va thdng tin cudi trang (footer) cho ban chinh chiéu
- Kich vao nit Next dé tiép tuc

- Kich Finish dé hoan thién qua trinh tao thong qua AutoContent Wizard.

- Sau d6 ban ¢6 thé cin m& tung slide ra, dya theo cac hudng din ma AutoContent Wizard d4 tao dé chinh
stra ndi dung cho phu hop.
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Cac bai méi nhét:

Cép phép thir nghiém WiMAX cho 4 doanh nghiép - 24/3
Béc Ninh s& "bat dén xanh" cho Samsung trong thang 3? - 24/3
Safari xép thir hai trén thj truong di dong - 24/3

Ouv 1, gid DRAM sé& xubéng mire thip ky luc - 24/3

An D6: Chuin Office Open XML lai khong qua duoc cura ai - 24/3
Windows Server 2008: TOP 10 1y do dé ning cép - 24/3
CCNA Lab: Copy to TFTP Server - 24/3

Can bang tai trong céc tng dung Web - 24/3

Céc model Dual Core cua Pentium - 24/3

Trang méi cua Chinh phu dién tir - 24/3

Microsoft sta 16i Excel tinh ra s “0” - 24/3

Quan 1y hé thdng v&i System Properties - 24/3

Khi phéi yéu hanh nghé CNTT - 24/3

Trung Qudc chinh thirc dong cira cac website video - 24/3
TP.HCM: Nhan luc CNTT nhiéu nhung chua manh - 24/3
Firefox 3 d4 san sang cho download - 24/3

iPhone gilp thi truong smartphone "bay nhu tén lira" - 24/3
Gia PC 'binh chan' khdng giit ndi sitc mua tudt ddc - 24/3
Nhirng tro dua vui nhdn ciia Google - 24/3

90% phin mém bén trén eBay khong cé ban quyén - 24/3

Xem toan bé >>

Cac bai cung chu dé nay:

410 meo lam viéc hiéu qua hon véi PowerPoint

#Hudng dan st dung Microsoft Power Point

4MS PowerPoint - Bai 3: C4c thanh cdng cu cua PowerPoint
#MS PowerPoint - Bai 2: Tao Slide trinh dién... Bét dau tir dau?
#MS PowerPoint - Bai 1: Gigi thiéu vé MS PowerPoint 2003

45 meo sir dung PowerPoint chuyén nghiép

4Thu thuat Powerpoint

#“Truy tim” slide trong khi dang trinh chiéu PowerPoint

#Tao CD trinh chiéu doc lap

$NXPowerLite - Tbi uu héa dé giam dung lugng cho céc file PowerPoint
$~Chuvén ddi File PowerPoint sang PDF khong so xung dot Font chit
#Chuyén ddi PowerPoint thanh dinh dang video chét lugng cao
#Hudng dan st dung Microsoft Power Point

#Trinh dién biéu d6 3D trong PowerPoint

4106 thu thuat véi Microsoft Office - PowerPoint

#Chuyén tép tin PowePoint sang dinh dang Word

4Tao Photo Album trong PowerPoint véi Add In Album

S dung video sb trong Power Point

$C4c td hop phim hitu dung trong PowerPoint

#Thu thuat thuyét trinh bang Powerpoint

MS PowerPoint - Bai 5: Tao Slide trinh chi€u thi cong - 30/1/2008 13h:2

Trong bai trudc chung toi da hu’o‘ng din cho cac ban cach tao trinh chiéu theo mot miu thiét ké ¢6 san
V6i cac kiéu chir, phdi mau va bo cuc ph hep. Trong bai ndy chiing ta sé hoc dinh dang slide trinh



chiéu mgt cach thi cong dya trén mau sic va layout ma chwong trinh c6 hd trg.
Chon Layout cho slide ciia ban trinh chiéu
Slide layout trong PowerPoint Ia viéc sip xép vi tri cac thanh phan trong mot giao dién slide. Mdi mot slide
chra cac thanh phan khac nhau di kem véi ndi dung va Kiéu chit khac nhau. Mt slide co ban dugc phan tach
thanh tiéu deé (title) va ndi dung co ban.
Hién thi lai phan Slide Layout (néu d4 bi déng)
e T menu Format, kich vao Slide Layout
Ap dung layout vin ban cho mjt slide
« Tir phan Slide Layout, phan Text Layouts, kich vao layout ddc biét ma ban muén
o Text Layout thong thudng chi chira van ban. Cac layout do bao gom: Text Slide (Chi c¢6 ndi dung vin
ban), Title Only (Chi c6 tiéu d€), Title and Text (Tiéu d¢ va noi dung), Title and 2-Column Text
(Ti€u d¢ va 2 ¢t ndi dung), Title and Vertical Text (Tiéu d€ va noi dung theo chicu doc), va Vertical
Title and Text (Ti€u d€ doc va van ban)
Ap dung layout ngi dung cho mét slide

« T phan Slide Layout, phan Content Layouts, kich vao kiéu layout ma ban muén

« Content layouts bao gdm: Charts, Clip Art, Pictures, Tables, Diagrams or Organization Charts, hoic
Media Clips

Ap dung layout néi dung va vin ban cho mét slide

« Tir phan Slide Layout, tai Text and Content Layouts kich vao layout ma ban muén

« Text and Content Layouts bao gom vin ban, ngodi ra ¢ can ban do, bang... trong cling mot slide.
Ap dung cic layout khac cho mot slide

« Tur phan Slide Layout, tai Other Layouts kich vao kiéu layout ma ban muén

e Other Layouts la cac layout khac ngoai van ban, ndi dung, va van ban kém noi dung.
Pinh dang nén cho ban trinh chiéu

Céc nén co thé ap dung cho ban slide, ban ghi cha, thong bao trong PowerPoint. Tuy chon nén (Backgroud)
6 thé thay do6i duogc mau sac, Gradient, Texture, Pattern, hodc Picture.

Lua chon mau nén cho ban trinh chiéu

e Tiur menu Format, kich vao Background



Backaround Fill apply to Al
| Tt of side Sk

+ Bullet kext

= Hlly

Preview

] ©mit background graphics From master

« Kich vao miii tén s6 xudng va lya chon mau ma ban thich, sau d6 kich vao Apply.
« Kich vao More Colors d chon mau thém
Lwa chon hiéu ing nén cho ban trinh chiéu
e Tu menu Format, kich vao Background
« Kich vao miii t&n xudng va chon Fill Effects. Hop thoai Fill Effects xuat hién

« Chon thé¢ Gradient, Texture, Pattern, hoic Picture dé 4p dung hiéu ing. Chon mau ma ban thich.
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e Sau khi d& lya chon xong mau phu hop, kich OK

e Tro lai ctra so Background, c6 4 ntt sau:
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« Kich vao ndt ndo ma ban can

Pau trang va chan trang ban trinh chiéu

Apply to All: Ap dyung dinh dang cho tat ca ban trinh duyét
Apply: Ap dung dinh dang nén cho ban trinh duyét hién tai
Cancel: Bo qua dinh dang nén

Preview: Xem trudc mau nén da chon

Dau trang (Header) va chan trang (Footer) bao gém vin ban, slide hodc sb trang, va ngay thang ban muén
hién thi ¢ trén hoac dudi mot trang slide. Ban c6 thé sir dung header va footer trén tung slide riéng lé hoac ap

dung cho toan bd ban trinh chiéu.

Cheén Headers and Footers

« Tirmenu View, kich vao Header and Footer. Hop thoai Header and Footer xuit hién

Header and Footer

Slide | Motes and Handouts
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Include on slide
Date and Lime
) Update automatically

(%) Fixed
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Fooker

[ ]Don't show on title slide

Apply to Al

apply

« Dé chén ngay va gio, tich vao hop Date and time

o Dé danh sb trang cho ban trinh chiéu, tich vao hop Slide number

« Néu ban chén vao chan trang, phai chic chin riang phan Footer d4 dugc chon va gb ndi dung vao.

« Kich vao Apply dé ap dung cho slide hién hanh. Kich vao Apply to All d ap dung cho tat ca cac

slide.



Panh s6 tu dong (Bullets and Numbering)

Bullets and Numbering la cong cu dung dé danh sb tu dong. Bullets and numbering cho ban lya chon céac
Kiéu dang, c& va mau sac khac nhau co6 thé ap dung.

Thém hoic bé ky danh tw diu dong
o Dé 1am ndi bat doan vin ban, ban c6 thé mudn thém hoic bo cac ky ty phan muc dau dong
« Kich vao biéu tuong Bullets trén thanh cong cu Formatting

Thay déi kiéu ky tw diu dong

e Tu menu Format, kich vao Bullets and Numbering
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o Kich vao kiéu ndo ma ban muén.
e KichOK
Tao bullets tuy y
e Tu menu Format, kich vao Bullets and Numbering

e Tir hop thoai Bullets and Numbering, kich vao nat Customize dé hién thi hop thoai Symbol
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o Lua chon mdt kiéu bullet phu hgp va kich OK
Thém hogc bé sb tw dong
o D& 1am nbi bat doan vin ban co thé ban mudn thém hoic g0 bo s6 tu dong
« Kich vao biéu twong Numbering trén thanh céng cu Formatting
Thay ddi kiéu s tw dong
e Tu menu Format, kich vao Bullets and Numbering.
« Kich vao Numbered. Chon kiéu sé ty dong ma ban mudn.
e KichOK
Thay déi mau ky ty dau dong hoic so tw dong

Tu menu Format, kich vao Bullets and Numbering

Kich vao miii tén xubng dé hop menu Color x4 xudng.

Lua chon mau ma ban thich

Kich vao OK.
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Thanh c6ng cu Drawing trong PowerPoint sé cung cap nhiéu Iénh cho viéc tao va hiéu chinh do hoa.
Thanh cong cu nay dwgc dat ¢ phia dwéi man hinh PowerPoint.
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Hién thi thanh cong cu drawing
Tur menu View, vao Toolbars va chon Drawing

Pay 1a mot sb biéu tugng va chirc ning ciia thanh cong cu Drawing

Draw

Select Objects

AutoShapes

Line
Arrow

Rectangle

Oval

Text Box
Vertical Text Box
Insert WordArt

Insert Diagram or
Organization Chart

Insert Clip Art
Insert Picture
Fill Color

Line Color
Font Color
Line Style
Dash Style
Arrow Style
Shadow Style
3-D Style

Cho phép ap dung cac diéu chinh thanh khac nhau cho d6i
tuong ve.

Cho phép lya chon mot déi twong v&. Néu mudn chon nhiéu
doi tugng, gitr thém phim Shift

Kich vao biéu tuong AutoShapes dé xem danh sach cac d6i
tugng v&. Di chuyén con trd chudt dé thiét 1ap va chon hinh
dang

Str dung dé v& dong. Bé v& dong ngang hay doc, giir phim
Shift trong khi kéo

Stru dung dé v& dong c6 miii tén
Str dung v& hinh chit nhat. Bé v& hinh vudng, gitt phim
Shift trong khi kéo.

Str dung v& hinh bau dyc. Dé vé& dugc hinh tron chinh xac,
gir phim Shift trong khi kéo.

Pugc sir dung dé vé 6 chira van ban.
Dung dé vé 6 chira van ban doc

Dung dé chén kiéu dang khac nhau ciia WordArt
Dung dé chén so d6 hodc biéu do t6 chirc

Str dung dé chén hinh V& c6 sén

Str dung dé chén anh tir vi tri ma ban chi dinh

Str dung dé t6 mau ddi twong dang v&

Str dung dé t6 mau cho dbi tuong dang chon.

Dinh dang mau chir cho vin ban trong dbi twong vé.
Str dung dé x4c dinh kiéu dong v&

Str dung dé xac dinh kiéu dong nét dt

Str dung dé xac dinh kiéu dong mii tén

Kich vao kiéu bong ma ban mudn dung cho di tugng.
Kich vao kiéu 3D ma ban muén dung



Thém AutoShape

- Kich vao biéu tuong AutoShape trén thanh cong cu Drawing dé hién thi menu AutoShape
- Kich vao AutoShape ban mudn st dung

- Kich vao vi tri ban muén bét dau vé ddi tuong.

- Giit chu6t trai dong thoi kéo dé dbi twong duge vé theo ¥ mubn

- Nha chudt ra khi hinh d& can dbi

- Bé diéu chinh hinh, lya chon hinh va kéo méc diéu chinh

Vé mjt dong

- Kich vao biéu tuong Line tir thanh cong cu Drawing. Con tro chudt thay dbi thanh dau cong
- Kich vao vi tri ma ban mudn dé bit dau kéo. Nha chudt khi ndo ban mudn két thac

V& mot miii tén & dau

- Kich vao biéu tuéng Arrow trén thanh cong cu Drawing. Con tré chudt thay déi thanh déu cong khi ma
con tré chuyén 1én slide

- Kich vao vi tri ma ban mudn diém bat dau va kéo. Nha chudt khi mudn két thic
Vé mgt hinh chir nhat
- Kich vao biéu tuong Rectangle trén thanh cong cu Drawing. Con tro chudt thay ddi thanh diu cong

- Kich vao vi tri ma ban mudn dit hinh chit nhat hay hinh lap phuong dé bat dau. Khi két thic, nha con trd
chuot

V& hinh bau duc

- Kich vao biéu tuong Oval trén thanh cong cu Drawing. Con tro chudt thay d6i thanh déu cong

- Kich vao vi tri ma ban mudn hinh bau duc hay hinh tron duoc bat dau. Khi hoan thanh, nha con tré chudt
Tao mgt Text box (hgp chira van ban)

- Kich vao biéu tuong Text Box trén thanh cong cu Drawing

- Tir vi tri dau con tro, nhan chudt trai. Kéo chudt cho dén khi vira du, sau d6 nha chudt

- Hop ky tu s€ hién thi trong tai liéu, ban co thé g0 noi dung hoac nhap anh vao do.

Tao mt hop vian ban doc



