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Bat dau voi Microsoft
PowerPoint

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

B Kh&i dong Microsoft PowerPoint.

Quen thudc véi cac thanh phan cla ctra sd PowerPoint.
Chon phwong phap dé bat dau bai trinh bay.

Dung coéng cu hd tror dé tao bai trinh bay.

Lwu gilr bai trinh bay.

Véi Microsoft® PowerPoint®, ban ¢ thé tao ra slide, luu y dién
gid, ban trao tay thinh gia va ban dai cuong - tat ca déu trong mot
tap tin. PowerPomt cung cip nhiing céng cu manh dé gidp ting
budc tao va td chirc bai trinh bay.

Khéi dong PowerPoint

Sau khi cai dit PowerPoint, ban d3 sin sang dé bat dau thuc hién
chuong trinh PowerPoint. Ciing nhu véi cac chuong trinh khéc, c6
nhiéu cich bit dau PowerPoint. Mot cich don gian 1a dung nit
Start trén thanh cong viéc.

Cac bwéc thye hién
Trong bai tdp nay, ban khoi dong PowerPoint:
1. Nhdy Start trén thanh cong viéc. Bang chon Start xuét hién.

2. Trén bang chon Start, tr6 vao All Programs. Bang chon
Programs xuat hién, hién thi tat ca cidc chuong trinh trén may
tinh, ké ca PowerPoint.

Microsoft Access
Microsoft Excel

[€] Micrasaft PowerPoint

Microsoft Word

3. Nhay Microsoft PowerPoint dé bat dau PowerPoint.
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Luuy

Ban ciing c6 thé bit diu PowerPoint bang cich nhay dip vao biéu
tuong tat #3 trén man hinh. Pé tao biéu twong tit, nhdy nit Start,
tro vao All Programs, nhdy chudt phai tai muc Microsoft

PowerPoint, tré6 vio Send To va nhdy Desktop. Biéu twong tit 12
mot bi€u tugng véi miii t€n cong ¢ goc trai.

Cira sd PowerPoint

Sau khi khoi dong, cira s6 cua chuong trinh PowerPoint giéng nhu
hinh dudi day. Nhu véi moi chuong trinh thuc hién trén Microsoft
Windows, ban cé thé diéu chinh kich thudc cua cira s6 PowerPoint
va clra sO bai trinh bay bang céc ndt Minimize =/ va Restore
Down/Maximize B va déng cira s6 PowerPoint hay cira s6 bai
trinh bay bang niit Close X,

Microsoft PowerPoint - [Presentationd ]
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Slide 1 of 1 Default Design English {L1.5.)

Phia trén ctra sb 1a céc bang chon va cac nit 1énh thuong duoc su
dung nhét. Cdc nit khdc c6 thé xuat hién bén trai va bén dudi man
hinh. Bdng chon 1a danh sich cic 1énh hay tiy chon sin c6 trong
PowerPoint. C4c ndt 1énh duge td chirc trén céc thanh cong cu. Céc
nit 1énh trén thanh céng cu 1a biéu tuong tit toi cdc 1énh va céc
cong cuy dinh dang thuong dung. Ban nhdy chudt tai mot niit 1énh
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thich hop dé thuc hién mot nhiém vu nhu dinh dang van ban hodc
Iuu gifr bai trinh bay.

Thanh céng cu

Cac thanh cong cu chudn va thanh cong cu dinh dang dugc dat truc
tiép bén dudi thanh bang chon. Khi khoi dong PowerPoint 1an dau
tién, céc thanh cong cy chuan va dinh dang xuat hién trén cing mot
hang dé tiét ki¢ém khong gian ctra s0. Chi céc niit 1énh thuong diing
nhat méi xuat hién trén thanh cong cu. Bé xem céc niit 1énh con lai,
nhdy miii tén Toolbar Options > & 1& phai. Khi mot niit 1énh trén
Toolbar Options dugc s dung, né thay thé cho nit it diing nhat
trén phan thay dugc ciia thanh cong cu. Néu ban khong thiy niit
1énh, hay nhdy vao miii tén = Toolbar Options dé hién thi tat ca céc
ntt 1énh trén thanh cong cu.

Khi nhdy vao bang chon, chi cic 1énh thuong dugc diing nhat xudt
hién trén mot bang chon ngan. Dé hién thi bang chon diy du, ban
c6 thé giit con trd trén bang chon trong vai gidy, hodc nhdy dip tén
bang chon, hay nhdy té€n bang chon va nhay mii t€n kép nho ¥ &
phia dudi bang chon ngan.
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Ngan cong viéc

O bén phai ctia cira s6 PowerPoint thudng xuat hién ngdn céng viéc
tuong mg voi cong viéc ban dang thuc hién. Ngin cong viéc hién
thi céc 1énh va tinh nang thudng ding lién quan dén cong viéc hién
thoi. Ngan cong viée gidp ban lam viéc véi cac 1énh ma khong phai
hién thi bang chon hay ding nit 1énh. Mot s6 ngin cong viéc hién
thi tu dong. Chang han, ngan cdng viéc New Presentation dugc
hién thi mdi 1an khoi dong PowerPoint. C4c ngin cong viéc khic
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dugc hién thi tuy theo yéu cau. Chéng han, khi ban mudn chén
thém anh, ngan Insert Clip Art s& dugc hién thi dé gitip ban
tim anh.

Ban c6 thé nhanh chéng chuyén tir ngian cong viéc niy sang ngin
cong viéc khic bang cich nhdy mili tén Other Task Panes = trén bat
ky ngin cong viéc nao dé hién thi ngin cong viéc khac. Khi két
thiic voi mot ngan cdng viée, nhdy niit Close % trén d6 dé an né di.
Tai géc dudi, bén phai ctra sé 12 cdc nit [E88F cho phép hién thi
céc slide ctia bai trinh bay trong cdc ché d¢ khac nhau. Khi ban lan
dau tién mo PowerPoint, bai trinh bay dugc hién thi theo ché do
Normal.

Cac ngan Outline/Slides, Slide va Notes

Ché d6 hién thi mic dinh, Normal, g6m ba ngan: Outline/Slides,
Slide va Notes. Ngan Outline/Slides & bén trdi, phia trén c6 cic tab
cho phép thay doi cdc cich hién thi khac nhau (outline
hay slides). Ngan Slide hién thj mot slide cu thé. Ngén Notes duoc
dung dé dua céc luu y cho dién gia. Ban c6 thé mo rong hoac thu
hep cdc ngin bang viéc kéo thanh phan cich chiing.

Microsoft PowerPoint - [Presentationd]
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Céc thong bdo xudt hién trén thanh trang thdi & phia dudi cira s6
mo ta doi tuong dang dugc xur Iy hodc trang thai ciia chuong trinh
khi lam viéc.
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Cac bwéc thye hién

Trong bai tap nay, ban hoc cdch tuy chinh bang chon Window va

hién thi ScreenTip cho m{t nut.

1. Nhay bang chon Window.

2. Nhdy mii tén kép ¥ & phia dudi bang chon Window dé bang
chon duogc trai rong.

3. Nhdy Next Pane. Con tro chudt chuyén téi ngan tiép theo.

4. Trén thanh bang chon, nhdy Window lan nra. Cha y rang Next
Pane bay gio dugc hién thi trén bang chon ngan cua Window.

Trong bai tdp nay, ban st dung ngan Slides va dung bang chon

Other Task Panes.

1. Pit con tro6 1én biéu tuong cua slide cua ngan
Outline/Slides. Mot thong bdo goi y (dugc goi 1a ScreenTip)
xudt hién khi ban dit con tr6 1én trén bicu tugng nay.

2. Nhdy miii t€n Other Task Panes = trén ngan coéng viéc. Bang
chon Other Task Panes mé ra.

3. Nhdy vao bat ky chd tréng nao trong clra s6 PowerPoint. Bang
chon Other Task Panes dong lai, d¢é ngin cOng viéc New
Presentation mo ra tré lai.

Chon phwong phap tao bai trinh bay

Ngéan cdng viéc New Presentation gitip ban lam viéc vdi céc bai

trinh bay da c6 cling nhu tao bai trinh bay mdi. Néu bai trinh bay

da duogc tao, tén cua n6 dugc liét ké trong phan Open a presentation

cua ngédn cong viéc. Néu muon tao bai trinh bay mdi, ban c6 thé bat

dau bang viéc cho van ban vao slide trong trong ngan Slide hay

dung céc tuy chon trong phan New cta ngan cong viéc nay.

= Nhdy Blank Presentation dé bat dau bai trinh bay méi.

= Nhdy From Design Template dé 4p dung mot trong cdc mau
thiét ké c6 san.

= Nhay From AutoContent Wizard dé PowerPoint gitip ndi dung
trinh bay va mau thict ke.

Tao bai trinh bay bang AutoContent Wizard

AutoContent Wizard (thuat si) gitip ban t6 chtic bai trinh bay.
Thuét s7 dua ban di qua qud trinh tirng budc, nhic ban vé thong tin
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trinh bay, bat dau voi slide tiéu dé, chinh 1a slide du tién trong bai
trinh bay.

Cac bwéc thye hién

Trong bai tap nay, ban tao bai trinh bay mai sit dung AutoContent
Wizard.

1.

Nhdy From AutoContent Wizard dudi phan New trong ngin
cong viéc New Presentation. Ngian cong viéc New Presentation
dong lai va hop thoai AutoContent Wizard dugc hién thi. Phan
bén trai cia hop thoai hién thi cic budc can thyc hién.

Doc phan gi6i thiéu va nhdy Next. Man hinh thi hai cua
AutoContent Wizard xuat hi¢n, hinh vudéng bén canh
Presentation type ¢ bén trdi bién thanh mau luc chi ra rang day
1a budc hién thoi. AutoContent Wizard nhac ban chon kiéu bai
trinh bay. B¢ gidp ban nhan dién c4c kiéu bai trinh bay nhanh
chong, céc bai trinh bay dugc t6 chic thanh tirng nhém theo
phén loai.

Nhdy Projects va chon Project Overview trong danh sich &
bén phai.

Nhdy Next. AutoContent Wizard nhéc ban chon mot kiéu bai
trinh bay.

Nhdy tily chon On-screen presentation, néu can, dé chon kiéu
bai trinh bay do.

Nhdy Next. AutoContent Wizard by gio nhic dua thong tin
vao slide tiéu dé va thdng tin chan trang dé dua vao tung slide.

AutoContent Wizard - [Project Overview] ﬂil
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