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Chuwong V

Microsoft Powerpoint

|. Gidi thiéu

= PowerPoint la chudng trinh giup tao
cac bai trinh dién véi cac hiéu ng
hinh dnh, @m thanh dé lam tang suc
thuyét phuc cho céc bao céo.
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1. Man hinh lam viéc
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apply slide layout:

Text Layouts =)

Click to add title T

Click to add subtitle

Click to add notes =
¥ Show when inserting new slides
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2. Tép cua powerpoint:

= Mot bao cao trong Powerpoint duoc goi la
mot presentation. Mot presentation co thé
gom nhieu slide.

= Tao tép:
File > New - Blank Presentation

= Luu tép: File > Save

e *.ppt: powerpoint presentation
Tép chtra cac thiet ké clia 1 bdo cdo, cd thé chinh stra, trinh
dién.

e *.pps: powerpoint slideshow
Tép trinh dién caa bdo cdo, tw dong chay khi duoc kich hoat, tw
dong thoat khi két thuc trinh dién.
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1. Thiét ké cac presentation

Nguyén tac 6x6: “Méi trang
khong nén cé qua 6 dong,
méi dong khéng qua 6 tu”

1. Thém, x6a, di chuyén slide

= Thém: Menu Insert > New Slide

= X0a: chon slide trong ngan slide,
delete

= Di chuyén: kéo va tha slide téi the tu
mong muon.



www.huudungle.net 12/9/2009

2. Ap dung mau thiét ké

= Right click vao
slide trong ngan
Slides, chon Slide
Design ...

= Chon mau thiét ké
thich hop trong
khung Apply a
design template

3. Thay ddi b cuc 1 slide

Slide Layouk

= Right click vao slide, chon B

Apply slide kml:%

slide layout — |

= Chon 1 layout thich hop
trong khung Apply slide
layout
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4. Nhap van ban vao slide

= Click vao vung muon nhap (tiéu
de/néi dung/....)

=« Nhap van ban truc tiép vao vung do.

= C6 thé dinh dang sau khi nhap

5. Chén hinh anh vao slide

= Menu Insert - Picture
e Clip Art: hinh vé c6 san
e From File: hinh ttr file bén ngoai
e Auto Shape: nhirng hinh cc ban
e Word Art: chir nghé thuat
e Organization Chart: sg dé té chirc
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I1l. Trinh chiéu & in an

1. Hiéu &ng chuyén dong cho

thanh phan trong slide

Chon thanh phan can dat

hiéu &ng.

Menu Slide Show

- Custom Animation

Chon hiéu rng tir nat Add

Effects

Thiét lap théng sb cho hiéu

ng:

e Start: onclick/ with previous/
after previous.

e Speed: téc do

Custom Animation

ENNEA]

5% AddEffect «| |7 Remove

# 1, Ascend

%'Zﬁhj

# 3B
%k 28

# & Descend

% & Fad
# 9Pl

% 5. Checkerboard

¥ 7. Dissolve In

Mare Effects...

]
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2. Hiéu trng chuyén trang

Slide Transition

= Menu Slide Show @0

Apply Lo selecbed slidess

- Slide Transition
= Chon hiéu &ng
= TUy bién:

e Speed: téc do

e Sound: am thanh

e Cach chay
= On mouse click
= Automatic T
. ’m ] sids show
= Apply to All Slide s

3. Trinh chiéu

» Trinh chiéu tir dau slide
Slide Show -2 View Show (F5)
= Trinh chiéu ti Slide hién tai:
Shift + F5
= Trong qua trinh trinh chiéu:
e Chuyén trang: space bar/ phim mii tén / click
chuot
e Chuyén con tré chuét thanh Pen dé vé truc tiép
trén slide: right click > pointer option
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4. In an (Ctrl +P)

Printer:

chon may in

Print range: vung in
Copies: sb ban sao
Print what:

slides/handout/note
page/outline view

Color/grayscale: mau
in

i)

[~Printer

Mame: [ 22 hp Laserlst 1300 FCLS »| _ Eroperties
Status:  Ide

Fing Printer...
Type:  hplaserlet 1300PCL6

where: LPT:PSFSZA-1

Comment: ™ Print to file
- Print range Copies
@ al  current slide  © Selection Mumber of copies:

€ Custom Show; -

© Slides: |

[
Enter siide numbers and/or slide ranges. For example, ﬂ ﬂ
1,3,512

Fink what:

Slides -

Colorjarayscale:
Colar

Preview

B v Callate
Handaut:
Slides per page: |6 %
Order; @ Horizontal ) Yertical GE
™ scale to fit paper ™| print bidden slides

I” Frame slides
I Brint comments and infk markum
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