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Muc dich : Trang bi cac chac ning chinh cua PowerPoint dé tao trinh dién bao c4o.

Tai liéu tham khao tir cac website va cdc gido trinh online
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BAl 1. CAC CHU'C NANG SOAN THAO CO BAN

Trong bai nay, chdng ta sé hec cach sir dung PowerPoint
dé tao file trinh dién co ban.

1. Gidi thiéu Microsoft Power Point 2007

Microsoft PowerPoint 1a mot phan mém théng dung trong bd Microsoft
Office dung hd trg dic luc cho viéce trinh chiéu, trinh dién. Véi kha nang tao
file trinh dién nhanh chdng, dep va chuyén nghiép, hién nay MS PowerPoint
Ia lya chon hang dau trén thé gisi khi thuc hién viéc trinh chiéu. Gido trinh
nay str dung MS PowerPoint 2007 cho cac minh hoa va huéng dan, tuy nhién
sau khi hoc xong, hoc vién hoan toan co thé st dung cac phién ban khac cua
Ms PowerPoint.

2. CAc cdi tién cua Microsoft Power Point 2007

Giao dién hoan toan mai so véi phién ban trudc d6: Thay vi dua trén vo
s menu nhiéu tang, Office mai bd tri hau hét chic nang can thiét vao mot dai
bang to goi & "ribbon" rat hitu dung

Tinh nang xem trudc tire thoi cua Microsoft Office 2007 cho phép ban nhanh
chéng nhan biét cac két qua dinh dang

B0 giao dién (theme) méi ciia PowerPoint 2007 kém Quick Style cai tién
dang ké so véi bo giao dién mau (template) nghéo nan caa PowerPoint
2003. Cong cu v& hinh SmartArt méi manh mé hon han phién ban cii

Cung nhu cac ung dung Word, Excel, PowerPoint dung dinh dang file mac
dinh dya trén XML goi la Open XML, va mang duéi file la .pptx.

Mot cdng cu mai la SmartArt (cting c6 trong Word va Excel), day la cong
cu ding dé v& hinh thé hién cac méi quan hé, vi du nhu so dd td chirc hay quy
trinh cdng viéc. Ban c6 thé bd sung va tao kiéu dang cho
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cac phan tir SmartArt chi voi vai nhan chudt va khong tén nhiéu cong

st dé tao ra nhitng hinh hoa dep.

Ban c6 thé &4p dung nhitng hiéu Gng duoc cai tién cua PowerPoint 2007 gdom
tao bong, ndi, xién cho chir va hinh (bao gém biéu d6 va SmartArt)
truc tiép tir ribbon.

Ngoai ra PowrerPoint 2007 con c6 nhiéu cai tién dang gia khac: Tinh ning
tao bang gio day d& s dung hon; viéc trao ddi dir liéu véi cac tmg dung
khac trong MS Office ciing dé dang.

3. Khoi dong Power Point

Bude 1: Nhip vao nit Start trén thanh céng cu Windows
Buéc 2: Pinh vi con tré chudt trén muc All Programs

Budéc 3: Nhép Microsoft Office, Microsoft Office PowerPoint 2007. Man hinh
Power Point dau tién xuét hién va thé hién trén thanh taskbar
cua Windows.

Chuy:
o Néu thuwong st dung Ms PowerPoint, ching ta s& thit
shortcut cua PowerPoint 2007 trén Recently Used
Programs cta menu All Programs trén Start menu. Sir dung

Short cut nay dé nhanh chéng truy xuat PowerPoint
2007.

4. CA&c thanh phan co bdn

Ctng nhu cac chuong trinh Microsoft Office khéac, PowerPoint c6 cac

thanh cong cu(Toolbars), thanh thuc don(Menu bar) va cac Iénh don tit
khac. Ngoai ra, PowerPoint cd nhimg cong cu, Iénh don riéng biét. Ching ta
s& xem xét c4c thanh phan co ban dugc st dung trong qua

trinh soan thao PowerPoint
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Good Not so good

Avoid Crowding Over-Crowding

Kden all fext &nd -'.'L!] BT away from e

Slide phai doc duoc d& dang. Tranh sir dung mau séc, font kho doc hay quéa
noi.

Good Not so good

Easy to Read Hard to Read

= Dark background with light font

« Light background with dark font } Light background®gh light font |

« Avoid flashy

¢ in use of color

8. Bai tdp

Bai tip 1. Transitions va animations

1. Chon scheme animation 1a Appear ap dung cho tat ca slides trong
file trinh dién

2. Thuc hién Slide Show dé xem trinh dién

3. Chon mét animation khac sao cho tir hang noi dung hién thi theo thi
tu. Thuc hién xem slide show

4. G6 bo animation ra khoi slide
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5. Thuc hién Slide Show dé kiém tra xem animation da duoc g& bo

hay chua )
Bai tap 2. Trinh chieu va sir dung cong cu khi trinh chieu

1. Thuec hién trinh dién tir Slide hién tai

2. Di chuyén céc slide. Str dung c6ng cu ghi chi va but vé& trong qua trinh
biéu dién

3. Nhay dén slide 3. Nhay dén slide 8.
4. Luu file thiét 1ap dudi dang PowerPoint Show (pps file).

5. St dung My Computer hay Windows Explorer , double-click Ién
file dé xem trinh dién tur file pps
Bai tap 3. In an
Thiét lap cac thdng sé cho viéc in 4n va luu thiét lap vao file. Khong thuc
hién in 4n, thay vao d6 st dung chirc niang Print Preview dé xem trudc trang
in.
1. Thiét 1ap dinh dang in la handouts, 6 slides /1 trang, va xem két qua in

2. Chon dang in 1a handouts voi 3 slides /1 trang, va xem két qua
in

3. Thiét lap dé in cac ghi chi cua silde

CHUC CAC BAN THANH CONG TRONG CONG VIEC
XIN CAM ON!
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