


Thwe hanh MS Powerpoint 2003 Special Edition

Sir dung tai liéu nay dé tham khao khi thuc

hién cac bai thwe hanh trong quyén bai tap.

1. Thiét 1ap ché dd gd theo cho bang MA TCVN3 ........coviviiiceeeeeeee e 3
2. Thiét 12 Ché 0 A0 MELTIC ..o, 3
3. Tat ché do Kiem tra ChiNh A ............co.ooooieeeeeeeeeeeeeeeeee et 4
4. Bat cac thanh céng cu va nlt bam trong PowerPoint 2003..................coocoooeveevrvernnnne, 4
5. Tao m&i mot bai trinh di@n POWEIPOINt...............c.covvevieeeeeeeeeeeee e, 5
6. Thay d6i kiéu chir, c& chir vamau chib, canh 18 .............cocoooovveeeiieeieeeeeeeeeeeeeen, 6
7. Gidn dong van ban, danh s6 vatao bullets.............c..cc.cocoveveveieceecieeeeeeeeeeeeeeennan, 6
8. Bang chon mau phu hop véi luat twong phan.................ccocii e, 7
9. Chon MAU NEN ChO SHIUE ..ot 7
10. Kiéu chir va c& chir va cach trinh bay thich hop trén slide..........ccccoooveeececeverenennn. 8
11, ThIEL 1AP SIA@ MASLEN ...ttt 9
12. Cheén teXthOX VAO SHIAE@ ...oc.oiiiiicee e et 10
13. Diéu chinh bé tri cac déi twong (textbox, hinh anh) trén slide..........c..cc.ccccoevvenneee. 10
14. Chén hinh AN VA0 SHE ........ccooiiiicc e 11
15. DI@U ChINN ANN ... 11
16. Cat anh trwc tiép tlP POWEIPOINt ............cc.coocovieieieeeeceeeeee e, 12
17. CREN DANG BIU ...t 12
18. Chén ch@P ngh@ thU@t.................ccooii e 13
19, CHEN BIEU BPOMIQ ...ttt 13
20. Chén so d6 (50 dd t6 ChPC, SO A0 VONT...) c..ovoviececeeieeeeeeee e 14
21. Chen Video — @m thann ... e 14
22. Chén Video c6 cac nat diéu khién (play, StOp...)......ccccoovvrrieieveererieesesseresesiennen, 15
23. Chen CAC ChU thiCH ..o et ens 15
24. Chen cONG thPC tOAN...........ccoiiiii s 16
25. HI@U tPNG ho@at NN ..ot 16
26. Chinh hiéu trng — CAc [0@i RI@U NG ...........ociiiii e 17
26. LIBN Kt CAC SIUE. ..o 18
27. Cheén CAC BN KEEt MAC AINN.........c..ooovieiceeeeeeee e, 18
28. TO Mau cho NéN VA CAC GO0 tPONQ............c..ooevceeeeeeeeeeeeeeeee e 19
29. KY thU@t CO SUNQG TIIgOEI .c.uiiiiiiieieieee ettt srenneens 19
BT IR 3 T T30 {3 1= o o PSSR 20
Trwéng TH Xay dwng Ha Noi 2

Pao Xuan Thu



Thwe hanh MS Powerpoint 2003

Special Edition

1. Thiét 1ap ché dé go theo cho bang ma TCVN3

Nhén phai chu@t@

FastCormect
Autatext
Betype if Emors Do

Bl Vietkey Panel . C+ShP
< Exit
@ Help

Unicode

WHI code table
- o VIR code table
|F4ll1CVN3 code table

2
="-"=H Vietnamese

Englizh

2. Thiét l1ap ché dé do metric

@ :estart| =>»Chon Control Pannel
d‘.-'stwt| = Setting=}> Control Pannel

Hurdimg dfin
Cong cuy.. JCS+FE]
Chusyén mé nhanh - [CS+F9]

+ Bt kiém tra chinh t3
Bit tink ndng of tat
Soan bing gd ti...
Kigu g b

w Unicode dung s8n

TCWMS (ABC)

Wi Windows

Biéng ma khac 3
Bing ditu khign..JC5+F5]

Hiét thiic

2)

| Cach 2 |
Bam phai
chudt vao
biéu twong

Vietkey hoac

Unikey @

7200... | <1 Adobe Read... | |0y V|32 OPo@ Y 1105

Regional and Language
Options

Regional and Language Options

Regional Dptions | Languagesl Advancedl

~ Standards and formats

Thiz option affects how some programs format numbers, cunencies,
dates, and time.

Select an item to match itz preferences, or click Customize to choose
wour own formats:

| Engish [Urited States]

j Customize.
%

Samples

Number:  |123 456,789.00

Currency:  [4123,456,789.00

Time: |319:05 AM

Shart date: |1 B/3/2004

Long date: |Mgnday, March 15, 2004
r~ Location

To help zervices provide you with local information, such az news and
weather, select pour prezent location:
=

United States

Murmbers |eren-:_|,-| Time I Date |

Customize Regional Options

21 x|

Sample

Piogitive: |1 23.456,783.00 MNegative: |-1 23.456,789.00

Decimal symbal;

Mo, of digits after decimal:
Diigit grouping symbol:
Digit grouping:

Meqative sign symbaol;
Meqative number format:
Dizplay lzading zeros:

List zeparatar;

Meazurement spstem:

| =
|2 Fi
I ¥
123 456,759 =l
I =
|11 ¥
{07 =l
| [

oK. Cancel | Aol

Trwong TH Xay dwng Ha Noi
Pao Xuén Thu
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3. Tat ché do kiém tra chinh ta

7| x
® Tools = Options... e
view | General |  Edi | Pt |
Save I Security Spelling and Style @
Spelling
I check spelling as you type

¥ Hide &ll spelling errors
[ -ghways suggest corrections
[ 1 words in UPPERCASE

Pay la font chir: .VnTimes i ds with numbers
Style
DAY LA FONT CHU* .VNTIMES C mm\

Style Options. ..
Dﬁyﬁ:@m B tAt ca cac dau kiém @

DPudng 1an xuat hién do
ché d6 kiém tra chinh ta

=18l x|
) Be €t [ yow [ et Fomet Took sideshow window beb Tye st forba =%
Qg biormel -l s = : iF iF | G Degion i Mew Shde E
/Outine ) Shides| &l Sie Sorter e =
1_ Bl Skde Show F5 .
oy vao biéu twong vién ding. Khichudt  koft office online
B thanh chir thap thi bAm va kéo thanh  jsttemccsstonee
————| Iochas Fi[v] stended =
] Header and Footer... Formatting cong cu. . ;cﬁmmm
| By TR
i S e
: E oreiie Customize [ 2=l
4 | Cuthring Toolbars | Commands ] Options l
Picture
S
Revisions
| Tables and Borders
=] Taskpane
I vioualBasic
Web
Wordast
G 1) | [ Sl ™ anh déu kid potten
Ly FE—”E"“'”‘“ BPanh dau kiém cho:
= Revioss Standard, Formatting,
[~ Revisions : :
e s Drawing, MenuBar va
™ shertcut Menus Task Panel
™ Tables and Borders —

;

Click to add notes —
E=w L d
e[ ] aostpes- N N OO A @A O-L-A-===aaf

Trwérng TH Xay dwng Ha Noi 4
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Thwe hanh MS Powerpoint 2003 Special Edition

5. Tao m&i mét bai trinh dién powerpoint
B Microsolt PowerPoint - [Present ationd] - =12l =]
) pe B Yew [wet Fomat Jook SkeShow Wndow el Type s questinfor e+ X

GHLAREGRAYR LRS- BOI8 THERe - @]

T EF EF | A - | X Design 5t Side

Bam chuét vao biéu

twong dia mém

: Lwu y: Sau khi bAm Save file s&
duoc lwu trén dia. D& co thé mo lai
Bam s lan sau hodc copy dén cac may
chudt vao — 4khac. Trong qua trinh soan thao va
biéu nﬁgﬂ awa | tregre khi dong lai PowerPoint ludn
tong tao o 5w kich chuét vao Save (buéc 2) dé
moi ©) |- S U NhiPNg gi d3 lam dugc.
Desttop  |aHistory E3upd =
- e v =
Q) Lite L Visual Studky 2005 -
KTTC vher on Cut bl < |
-P) = jwurmﬂ _:
: HR8(E8
il ke e
@\ i s
= Sove ) || B3]l
concel L
Text and Content Layouts
Gb tén file dé lwu ban EErlEa b

Click 1o add notes

Eswl » trinh chiéu

Duow » [ ] Auoshepes= N N DO 2] A Bror———m—m—=—
Shde 1 0f 1 Defoult Design
5lide Design b 0 4
© Format = L S
i2l) Design Templates
(=xs Color Schemes

&k Animation Schemes

Apply a design template:

Recently Used

Available For Use

—(6)

Trong giai doan ma&i lam quen voi =
PowerPoint nén st dung mot mau Tim mét mau
dwng san thich hop (template). Vi du dwng san —ﬂ
nhw mau Stream, cé nén xanh chi¥ thich hop rdi
trang dugc thiét ké kha phu hop voi bam chuét.
viéc tao bai giang. -

Tuy nhién, khi da thanh thao thi nén fw
dinh dang phong cach cua riéng minh
bang cach dinh dang slide master sé

huéng dan & phan sau.

£ Browse...

Trwong TH Xay dwng Ha Noi
Pao Xuén Thu
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6. Thay déi kiéu chir, c& chir va mau chir, canh lé
E Microsoft PowerPaoint - [PP] : L
Bat bang chon méu@

8] Ge Edt Wew [nsert Formet Jooks  SkdeShow Window Help
NEEHIR DR TE $DB S 90 WD S8 T R B 3] |
A -] i Desgn jbiew side B

=181

iE iE

-NvBIﬂSIEIiIt——A-A'

H fwtomatic
OEEECOEEE, | custom |
l.l.[i]ll.r e

DAY A FO

SGH

& Chon kleu chir

@ Co& chiy @)

binh dang: dam,
nghiéng, can 1&

Hir: 5)

Day la font chit: .VnTimes
s DAY LA FONT CHU: .VNTIMES
. Bay la font chu: \VnArial
YN PAY LA FONT CHU: VNARIALH
Qe ) EE LR ITEREL
7 @ E)AY LA FDNT CHU .VNARIALH
& AL O L E R L e A L R QL R e
i Size 20 Size 18 Size 16 Size e :
IZe Ize e 16 Size 14 Size 12 @Chqn ﬂél tqug
- clnckluaddmtes =
n:aw.m.mwus \NOOCHAG @l »-2-A-===ad]
Shda 7 of 7 Defauk Design
7. Gidn dong van ban, danh sé va tao bullets
2 Microsolt PowerPaint - [Slide master] =181
- X
..l'l”. x ! ore i
1 = j xm B&m chu6t dé Panh
- N sb hodc tao Bullet -
P g
I?.EE!:;'. HELRHEHAEE e [EHEH
3 «  Kién triic B‘_film crnut}t véoxrli wong
ien dé chon doi twong.
4 te Kétcau [ TT==]
_ o Chu y: il
Thi cdng 3. Thicdng Néu c&n chon nhiéu déi
: P IITIL. | S —— twong thi gitr phim Shift
o g trong qué trinh chon.
6
Gian dong voi
mot gia tri thich
hop rdi bAm OK ,| c -
Eew i g7 b
EDr.aw'Mn.'-“ml ok | concal || e I-.&.-Eﬁi—:ﬂﬂﬁ
SideScf 6 Defauk Design
Trwéong TH Xay dwng Ha Noi 6

Pao Xuan Thu



Thwe hanh MS Powerpoint 2003 Special Edition

8. Bang chon mau phu hop vé&i luat twong phan

Chon mau nén, mau chi cho slide rat quan trong. Mau sac 106e loet gay khé chiu
cho nguwdi xem. Can tuan tha nguyén tac twong phan (contrast). Chi nén st dung
mau ch® sam (den, xanh dam, dé dam...) trén nén don sang (trdng) hodc ngwoc
lai. Khéng nén st dung nén nhiéu mau, hinh tréi bién vi chat lwgng may chiéu
bang projector thworng khéng phan anh dang nhw mau trén man hinh may tinh.

Bang goi y chon mau nén va mau chiy

Mau nén Mau chiv két hop v&i nén

Trang (255 255 255)
Xanh dwong dam (0 0 115) Vang (255 255 0)

Xanh la cay (0 255 0)
cam (255 165 0)

Den (0 0 0)
Xanh (0, 0, 255)
Xanh dam(0, 0, 102)
Nau (128, 0, 0)
Do (204 0 0)

Tréng (255 255 255)
Hodc nén sang néi chung

9. Chgn mau nén cho slide

e
1] Ble Edt Vew Inset |qum& | Took  Skgeshow  Window Help - stion For . %
JEd ’M,JJ',-..| - | i 3B VI SA g W e -@f
; Arial % 18 x A A GF F | A - | G Degon 3 bew Side
Outine " Slides ', X dhpmact Y EESERT e
1 @y

A i z
Replace Forts... pply slide layout .
— s [l [rotores B
o Shde Design...
S5l Shids Layout... Gradent l'l'e\xtl.le | Pattern I Picture | PR—
[ = -
[ Background.. [» (2 Colors
Cobor I: |
| Sl O el e
€ Do D.‘.‘::"".". q
" Pregat
:
Clic e - "y
o 1] ol =
w4 i) = -
= st o ]
S | e o |
Background fil Aoty to Al I ™ Horigontal
= 3 " Vertical -
Tt B  Dlogonslip 5 Chon mau
+ Budllak bexk ¥
Sl han OK
1 Erom conmer nnan
¥ Froq btls
r ] Automatic letar T e o e
L
—aisl 11 IS — we
More Colors. .. E ]—]
Click tcl Fill Effects... [} _ 3 et
Em@ I ¥ = 4

DIW.MQ?% \xOCH A @Al d-L-A-===adf
Side 1 6F 1 Defauk Design

Trwong TH Xay dwng Ha NG 7
Pao Xuén Thu
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10. Kiéu chir va c& chir va cach trinh bay thich hop trén slide

=  Chon font chiz:  VnArial, VnTime (han ché), .VnHevetins, khdng gach dudi

= Chon cd chir: T 22-44 pt. Khong nén chon kich ¢& dudi 20 pt vi chir s€ nho khi nhin tir xa
(trr khi trinh bay bang so6 li¢u thi co thé chon cd thap nhat 1a 20 pt).

=  Apdung: Luat 7 x 7, luat trung tam, luat 3/8

= Trinh bay slide: ludn trinh bay c6 mét phan vién, chiéu rong dudng vién khoang 1/10 cua slide.

VnArial Khi trinh bay bang s6 liéu thi c6 thé chon c& thap nhat 14 20 pt

VnArialH KHI TRINH BAY BANG SO LIEU THI CO THE CHON C3 THAP NHAT
LA 20 PT

VnTimes Khi trinh b ybangs li uthic th chonc th pnh tl 20pt

VnTimesH KHI TRINH BAY BANG SO LIEU THI CO THE CHON CG THAP NHAT
LA 20 PT

VnHelvetins Khi trinh bay bang sé liéu thi co thé chon cd thap nhat 1a 20 pt

VnHelvetinsH | KHI TRINH BAY BANG SO LIEU THi CO THE CHON CO THAP NHAT LA 20 PT

Trinh bay: Luén dé lai cac dudng
vién, rong 1/10 kich thwoc slide

NGUYEN TAC XAY _ 7
Luat 3/8: Néu slide c6 khodng
8 dong, thi 3 dong dau tién
théng tin dugc ngurdi nghe

Ngang bang nho lau

Thfmg ding
Mat phéng

Goc vudng

Mach vira khéng trung j«-,_..._

Khéi xay dac chac

Pam béo luat 7x7: Mét slide trinh bay Sl Luat trung tam: D6i trgng &
khéng qua 7 v, m&i v khéng qua 7 t gitra slide sé S}ff{c nguoi nghe
nno lau

Trwéng TH Xay dwng Ha Noi 8
Pao Xuén Thu
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11. Thiét lap slide master

3 ticrosoft PowerPoint - [baid] =181 x|
‘] Ele Edt Miew Inset Fomst Took SideShow  Window Hebp Type & question for belp — + %
BRI YT SALALRY =TT AR e e 1 R -ef

<18 -|B 7 gy s (| W = A A F A D0 Ittewsice [

Luén c6 mot slide tiéu dé
cho mét ban trinh chiéu, dung
dé dan nhap vao bai thuyét

trinh

b ? ? A
ANH HUUNG CUA MOI TRUUNG SINH THAI VA
m Slide master dugc hiéu 13 slide chd, né
quy dinh phong cach (mau nén, phéng
GiEpien: chi¥, c& chi¥, mau chir... ) cho tét ca cac
GIa0 VIeN: | ige knac. Co hai loai slide master. Mot
danh cho slide dau tién cGa phién trinh
chiéu (goi la slide tiéu dé) va mot master
cho céc slide khéc (goi 1a slide chu). Bang
viéc dinh dang hai loai slide nay, no sé tao
ra phong cach nhat quan cho mét ban trinh

Céc slide ndi dung tiép
theo lubn ty ddng duoc
dinh dang theo mét

slide chi (slide master) chiéu :
. Ak - . .
B 1k 10 add rotes Cach thiet lap cho slide master nhw sau: B
I E
MCH A Bl S-Z-A-=E=2 A'TE
@Views:} Master => Slide master
T =121x]
-18 - | B £ U1 @! i= = | A | iE EE | o Design | LyNew Side Master E
i O el e e = T x
== - _
- T il i, L—— Chii y:
2 Sau khi tao ra 2 slide piing
cvenianre | 53 CoPY . to edit Master title stylgd master. Tiénhanhainn |
tovsanctions | Y Pasts .. meamsatesed dang nén, font chir, mau
A Newside e ecilt Master text styles chi rdi kich vao
3 Close Master View
Mastet '\ nd level oo
Slide master | 27" d level Khi soan thao. Ngay sau khi
Sl Preserve Master  Fourth level tao slide néi dung dau tién
tleutﬂs gLPQ’C acata i » Fifth level thi dat ngay font mac dinh
a S4de Design.. Soan thao danh sb trang Format -> Fonts

slide, vi du: Trang <#=>

5| Master Layout...
Background.. .

Binh dang Footer

s Slide Transition,..

iz A=l L
oow- [l ] Asostapes- N N OO AT EBE - L-A-===agf
Shde Master Default Design (%~ ]
Trwéong TH Xay dwng Ha Noi 9
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12. Chen textbox vao slide

& Microsoft PowerPoint - [Slide master] _‘[ﬂﬁ[

8] Ble Edt Yew [nsert Format  Tools  Shde Show El"dw Help Type a question forhelp = %

NEHRR IR TR DAY - BAUR Tasm™ -]
iF EF | A - | G Dedign ] HewSide @

i
jif 9

“rdurial Narrow .m.n:us@I!§£5:Aa

| 0 %
TR Chu y:
Chon font chir, cO = =
Néu can tao mot
chir can thiét cAc MUN Hoc taxtbox mét o6 dinh
2 P Réi tién hanh go dang theo textbox
dong vén ban [y thuat sén co, thi thuc hign

lénh copy va paste
sau dé chinh sira sé

Ky thuat thi céng nhanh hon

Két cau xay dung

Bam chudt vao vi
tri can chén textbox

Du toan

Chinh tri

Bam chudt vao
7 | biéu twong chen

textbox
Ew‘l"_l
: Dpaw .m&ms N I:ID-iv fd &-ZL-A-=E== @ ﬂ!
Side £ of 19 Defauk Design
13. Piéu chinh bé tri cac doéi twong (textbox, hinh anh) trén slide
B2 Microsoft PowerPoint - [Shide master] 3 =181 x|
() Fle Edt Yew [nsert Fomat  Took  SideShow  Window  Help Type & question forhelp  » X
DEHRRERA VR LAY - WTURTasm™ - o)
| Wnarisl -2 -|B 7 U S ([E|EBESIE A A IFFE|A - F0ein liowskde
/ Outine 1 A X 1 =
s ll Bam va gilr chudt vao duong
vién. Réi kéo va tha cho phu
hop v&i vi tri mét cach twong dbi GAG DN ch

F{tl R ER R HE P DI SIS T NI F IR RS | RE ) ORI E IR 2R {EHEELE ISR LR SR LR

cVé ky ﬂluat

|-
S T R ST T

hon nhiéu déi twong:
Giir phim shift va nhan

y “I chuét vao cac doi twong

T
R SO R O R

5 RERNE eTREN
B gow
k‘:ﬁ o e = = TP E i e R e ST R v L e A g E R S L b L B R e M e R e
e 4 Chon mét Iénh 1
[ L R T L
Grid and Guides. ., T e i:J‘.
I Algn sft i
mm : i & Algn Center L} h‘:% Cén théﬂg Ié tré| !!E*_{%‘-!I OIS T RO
Ratate o Fig v | Sl Algn Right B
2 W Adon Top Can thang hang B
o Algn [dde 3
Change AuboShags: 3 b Algn Bottom =
Set Defauks i Distribute Horizortally ~ 2 &L T
ﬁiw' S| e Phan déu ?_OI twong :
Gof B Felative to Jde o o
Trwéong TH Xay dwng Ha Noi 10
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14. Chén hinh anh vao slide

[ Microsoft PowerPoint - [Slide master]

EH=T E

ZDLN'HWT\ s\Oodd @dE

Shde 7 of 7

15. Piéu chinh anh

B Microsolt PowerPaint - [Slide master]

5| Click t0 add rotes

AT DON
T&i thw
muc chira

123 That Caravat | = =lelx|

LT — e - x

£ THED2007
) That Caravat
i CD-RW Drive (E:) —

‘M) ple Edk Yew [nset Fomat Tooks ShgeShow  Window Help

NEHRB ARIVE OB S I-™-
| SN A

i il B s U s

E ==

Nhan va giir chudt
vao cac nut. Kéo
anh dén c& can

thiét thi nha chu

Nhan chudt vao
anh dé xuét
hién cac nut

e e e =
Default Design ox -
=laix]|
o e helpy - X
WE e asme -l
" AE EE | A - | G Desion 1] New Side
XX
. 2 ol S
Apply a design
Phéi chudt vao Used in This =]

Piéu chinh

.4 anh. Bét thanh
cong cu Picture

Cut
L3 Copy
|f% Paste

Save as Pickure, .,

[ Hide Picture Toobar [

Grauping
Order

30 Custom Animation, .
Action Settings. ..
% Format Picture. ..

% Hyperlink. ..

3

3

Chu y: Néu thanh cong cu
Picture da dugc bat. N6 tw
ddng &n khi khéng chon anh
nao, va ty dong xuat hién khi
b&m chudt vao anh (khéng
can thue hién buse @

twong Tao duong vién
phan cho anh
Chinh mau L A z
WO el 2= Wd %
~ | Automatic \\\\
Pen trdng ESUSIY
Black & white |Cét énh| Xoay anh
Washout

Trwong TH Xay dwng Ha Noi
Pao Xuén Thu
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16. Cat anh trwec tiép tir PowerPoint

E Microsoft PowerPoint - [Slide master] E ‘Jﬂ_’ﬁl
‘8] Ble Edt Yiew Insert Fomat ook SkisShow Window el e S T

_'I...eH..!.&-'IJ.l‘-‘?ii a.uasfn ™ - 1.1:1.1& s - el
: JE_IF=REI A' S Degion _lunwﬂde!

= r x
Nhan phai chudt
g, 2o vao anh bat menu
== va chon I1énh
[ ..-:""" v % |
=4 Biéu tuong 7]
7 xoay anh
1= -0 R
ipawr L3 (mgostepes N\ W OO AG B EH S-Z-A-S=5
17. Chén bang bieu
& Microsoft PowerPaint - [Slide master] = =181%|
) fle Edk lew [msert Format  Jools  ShisShow Window  Heb Type & question for help = 3¢
DEdRE @GR VE LD S 9- n-mJJg e B -.@B
TN B £ U s | EEE(SE AN A- 7 vogon tiewside J§
LAY 0 ' v x
Nhan phai chudt
A vao anh bat menu
== va chon I&nh
6 [t ;
= Biéu twong [
xoay anh
Nhan chuét vao biéu twong cat anh -
EHzwd
foaw i goshepess N NDOMU A G S-L-A-===aof
Trwéong TH Xay dwng Ha Noi 12
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18. Chén chir nghé thuat

‘jﬂl_l
-@]m Edt Miew Insert Format Jools ShdeShow  Window  Helbp Type & question for help = %

'JUHAGJJJ'?I:-. Al F 9-0- M T 8T A --@!
A A EE R | A +| GDegign Jhew Side

CHEN CHU' NGHE THUAT VA CAc B

Truong THXD Ha Nbi

‘WordArt Gallery x| Edit WordArt Text = x|

¢ Eont: Siee:
Select & Wordrt style: |'Fr.\rrmrial |35 j l‘ il

MM”M orda,, |Ilrllﬂr%rd.aﬂ| t W TU
: Trong Tht

Chon phong chir, co va
gb dong chir - rbi nhan
OK

Chon lai kiéu

Wozelied “‘0 At

Chon mdt mau
1 frinh bay chir nghé
Wordiet [Toi0Art [War{ thudt roi nhén OK

e e 3

Coc ] con |

_l Click 10 add notes

Nhan chudt

Shide 11 of 11 sk Design

ﬁml_@mumw...ﬂaﬂsuemmwum Photoshon | @ bang - Tin v ... | [£]Huong danz-... | L Powerpoirt | 1] Adobe Readsr -...| [« &7 v[@ 634 am

9 ¥

19. Chén biéu twong
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20. Chén so do (so’ do té chire, sor do vong...)

B Microsolt PowerPoint - [Slide master] =& %]
] Ele Edt Wew [Insert Fomat Took SheShow Window Hep Type aquastionforhelp = X
SHRRERTH s A Y -0 - BODAR Tasm - e
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22. Chén Video c6 céac nuat diéu khién (play, stop...)

3 Microsoft PowerPoint - [Slide master] _.d_ﬂﬂ
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15! | Click 1o ackd rotes — Topwns v
12 == hd :
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24. Chen cong thirc toan
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25. Hiéu trng hoat hinh
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26. Chinh hiéu t&rng — cac loai hiéu trng

Diéu chinh cach thire suét hién
e On click : Hiéu trng chay khi bAm chuét. Day 1a cach xuét hién hay dung
nhét. Vi -::!1_1 xét hiéu (rng 3, sau khi chay hiéu (rng 2, man hinh sé& dirng lai,
Wl 5 e Jask F doi khi bam thi hiéu &rng 3 chay. s
QG 2e g With Preview : Ty dong chay néu hiéu ting tredc né chay. @
Cwmaaineron - 24 - Bl ®  After Preview: Ty chay khi hiéu Gng truée né chay xong

. Custom Animation

@y
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8
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26. Lién két cac slide

Phai chudt ( 14 actionsettiogs ...

Cut

Copy
Paste

B &

Save as Picture...

Edit Text
Eont... £ Objact aotion:

Bullets and Mumbering. .. | m B
P TRE Chon Other File... néu

Grouping 2 [(55590 | cén lién két dén file trinh
Order > -h](; I bighight chek chiéu khac

Set AutoShape Defaults
1, I K I Cancel I
30 Custom Animation. ..

[ aconsemngs. T\ 2
% Farmak Text Box...
% Hyperlink...

i #

Chon slide
can lién két

27. Chén céc lién két mac dinh
Bat thanh céng cu AutoShapes nhw muc Chen cac chu thich

Diéu khién
quay ve slide
dau tien

AutoShapes

& o] 1 B Zo ¥ WO

* Dén slide
trudrc

« Dénslidekétiép | Of [

Action Butkton: Movie
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28. T6 mau cho nén va cac doi twong

Khi cén trinh bay bat mat, cé thé thwe hién té mau cac dbi twong T6 nén: Chon mau nén nhir muc 9. Toi
hép thoai Fill Effects thi lam nhw sau

KY THUAT TO MAU — KY THUA e

Khi xay tuong chiu luc dugdc
mo nao?

Hai mau nay ludn
|  mot mau sang

con mot mau toi

B Chon dbi tvgng can 2 B (vidu xanh dam
16 mau va xanh nhat)

b) Mo nanh

Chon Fill Effects tlr menu :

hign 18n Chon cff dirérng bao (3pt)

Chon mau dudng bao
(trang)

Gan cho nut Hiéu drng B mét hiéu rng nao dé. Théng
thwérng, hidu (rng s& chay khi bAm chudt, nhén space bar.

Tuy nhién, néu mudn higu trng dé chi chay khi bdm chudt
vao dbi twgng cu thé nao dé thi dung ky thuat cé sing

trigger. chon

e g2
Direction: | - Z]
]
eed: Very Fa T+l
Effect  Tring | Teat Animation | * [very P -
Start: |'r3 on Chick, - | 1G5 sk Flnwchart:,..‘@

Delay: [0 =] seconds [B] start on cick

| e Spead:  |0.5 seconds (Very Fast) = Start With Previous
BO' tLl’Ung A Repeat:  |(none) ¥ &) Start After Pravious
I~ Rewind when done playing

Triggers tl Effect Options...
3

f I - n , : M
EJH Hleu ng B i ﬁ . Show Advanced Timeline

Remove

L

Chon hiéu rng da gan cho
déi trgng

Chon ddi twgng ma khi

nhan chudt vao né thi higu
wng da chon & bwdc 1 sé
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30. boc thém

Nhirng nhwoc diém & bwéc khéi dau xay dwng bai giang trén PowerPoint
[Tac gia: NGUYEN BUC HIEP]

L&i & khau chuén bi:

1. V& ndi dung, cé thé do chwa biét chat loc va tinh gidn kién thirc can trinh bay trén cac slide
ho&c do tam ly so day thiéu chwong trinh, so hoc sinh khéng ndm da kién thirc. Ciing cé
thé do khéng co kinh nghiém va ky nang tém lwoc ndi dung, hodc tdm ly sinh chi¥, khoe
khoang.

2. V& cAu truc, bt chwdc nguyén xi cau trdc bai hoc trong sach gido khoa, thiéu sang tao ra
cac cau tric méi, don gidn va hop vdi qui luat nhan thirc ctia HS trong méi trwdng giang
day c6 thiét bi. Dwérng nhw viéc stv dung slide la chi @& minh hoa thay cho phan, bang.

3. Vé tw liéu hinh anh va multimedia, thwdng roi vao hai tinh hubng, thira hodc thiéu. Qua
nhiéu thi gy mat tap trung, rwdm ra khdng can thiét; qua it hoac khéng cé thi tha dirng
lam PowerPoint.

Ther hai 12 18i & khéu thiét ké:
4. Sb lwong slide thwéng nhiéu hon mirc can thiét, tbc do 1at nhanh gay cho HS cam giac

khéng kip tiép thu. Trong khi chi can it slide (10-12 slide/ tiét) v&i nhirng ndi dung va hinh
anh that co dong va dat.

5. Slide chva qua nhiéu chi, kich c& nhd, ngwdi xem khéng thy hodc phai cang mét ra gay
maoi mét, hoc sinh khéng ghi chép kip.

6. Viéc phdi hop mau séc khong chuan va thiéu cac nguyén tac co ban vé do sang/ téi, o
dam/ nhat, do twong phan khién cho céc slide khéng dat t¢i sy hai hoa can thiét, gay trc
ché tam ly cho hoc sinh.

7. Lam dung cac hiéu rng chuyén dong 1a van dé thwong gap nhat & cac GV mai bat dau st
dung. Céc hiéu wng vé text va graphic (hinh anh d6 hoa) co thé gay sw “chu y khdng chi
dinh” noi hoc sinh, néu qua nhiéu thi sé gay phan tac dung. Am thanh 1a mét yéu té kich
thich t6t cho giac quan, nhwng ddng thoi ciing 1a mét yéu td gay nhiéu bai giang ctia GV
néu bi lam dung.

Thdr ba Ia 16i & khau day hoc trén |6p:

Qua phu thudc vao thiét bj va cong nghé, dén mirc méat kha néng linh hoat, coi viéc chuan
bi ndi dung ctia minh Ia cb dinh, ctr thé ma lam bt ké tinh hudng trén 1&p doi hdi phai diéu
chinh thay d6i. Nguy&n nhan sau xa la do chwa lam chi dwgc cong nghé, ngai dirng lai
viéc trinh chiéu dé bd sung, stra chira bai gidng ngay tai I&6p, khong két hop dwoc cac
phwong phéap gidng day khac. GV mai siv dung thwong mét nhiéu thdi gian cho cac thao
tac ky thuat nhw dau néi thiét bi may tinh, loa, man hinh, ...
Loi két

Dé tiét day that sy dat hiéu qua cao hon, can st dung CNTT “ding luc, dung chd, dung
mirc d0” dé tao hiéu (rng tét nhéat cho tiét gidng. Theo y kién cta nhirng thay cd gido coé
kinh nghiém thi dé tiét day that sw dat hiéu qua, gido vién can phdi hop gitra cac phuong
phép truyén théng va hién dai d& lam méi hon, hdp dan hon, hiéu qua hon gi& day ma
khéng lam mét di, ho&c sai léch vé& muc dich, muc tiéu gidng day trong nha trwéong.

Trwéng TH Xay dwng Ha Noi 20
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Mot s6 tha thuat khi trinh dién
Pén 1 Slide tiép: Nhan phim mii tén phai hoac phim Enter hodc Spacebar
Tré vé Slide trurée do: Nhan phim mii tén trai hodc mii tén 1én hodc Backspace
Pén 1 Slide bét ky: Gd sb thi tw clia Slide mubn chuyén dén rdi nhan Enter.

Két thic trinh dién: Nhan phim Esc hodc phim dau tri (-)

o ~ 0w DN PRE

Béat den man hinh khi tam dirng trinh chiéu (giai lao): Nhan phim B hodc ddu cham

Copy tir Word sang PowerPoint van giir nguyén Word
M& van ban Word, bdi den doan van ban can copy sang Powerpoint
Thuc hién Iénh copy (b&ng cach nhan Ctrl + C hoac Edit = Copy hodc bam vao =2
Chuyén sang PowerPoint
Chon Edit = Past special...

Chon muc Microsoft Office Word Document Object va nhan OK

o 0 bk~ w N PE

Khi can chinh stra thi bAm kép chuét vao déi twong.

Xem thir khi dang soan thao (khéng phai ché dé Full Screen)

Khi can xem nhanh ban trinh dién, va dé& hinh dung d& hon dd thAm my, bd cuc slide c6 thé chon
xem thi» & ché do dang soan thdo bang cach gil phim Ctrl va bAm vao ndt trinh chiéu: &

L&i khuyén khi dung PowerPoint dé thuyét trinh
(Ngudn: HRvietnam)

Thwdng céac bai dién thuyét hay di kém véi sir dung phan mém PowerPoint clia Microsoft. Va mot
sb lieu thdng ké tir khach hang cta hang nay gay bat ngd: tir thang 1-2001 dén thang 12-2004,
trong sb cac bai di&n thuyét thi 60% la chan ngat, chi cé6 19% khién ngwei nghe cam thay thich
tha. Theo cubn Dién thuyét dé thanh cong cltia Jerry Weissman, mét ngay c¢6 khodng 30 triéu bai
di&n thuyét trinh bay st dung PowerPoint trén khdp toan cau va rat nhidu trong s6 dé dwoc mo ta
la té hai.

Mét vi du dién hinh 1& bd phim An Inconvenient Truth (Hanh tinh xanh kéu ctvu) néi vé& cwu phd
tbng théng My Al Gore. Ong mubn moi ngwdi lam gi d6 sau khi xem phim. Vi vay éng bat dau
bang nhirng trinh bay dé hiéu, dwa ra nhirng sb liéu va bang chirng dé thuyét phuc ngudi nghe.
Va cudi cung la kéu goi hanh déng. Trong khi d6 nhiéu nguoi khac quén méat mot yéu té co ban
ctia mot bai dién thuyét: phai dé hiéu.

Edward Tufte, mét chuyén gia vé dién thuyét - trng dwoc New York Times goi 1a “Leonardo da
Vinci cta sb liéu” - chi ra rang cé thé 16i trinh bay |a mét trong nhitng nguyén nhan gay ra tham
hoa khang khiép cho tau khéng gian Columbia vao ngay 1-2-2003. Truwéc vu tai nan, cac ky sw
gi¢i thiéu 28 tdm anh dong (slide) cho cac quan chirc NASA thay nhirng van dé nguy co cla tau
con thoi nay. That khéng may, phan trinh bay cé qua nhiéu chd, nén khéng gay dwoc an
tirong dé budc nguwei ta phai liu y va stra chiva. Két qua 1a toan bd 7 phi hanh gia thiét mang.

Nhirng s6 liéu khac cho thay thudng thi ngwdi nghe chi tiép thu tét nhivng bai néi chuyén ngén
hon 15-20 phdt. “Cang ngén gon cang tét”. Birng "bd bom" ngudi nghe véi qua nhiéu théng tin.

Trwéng TH Xay dwng Ha Noi 21
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L&i khuyén

1. Né&u c6 nhiéu thong tin thi dung thém mét box phu tro, khdng nhét qua nhiéu chir vao moét slide.
2. Méi dong trong slide nén ngén gon, téi da 6-8 chi, gibng nhw twa céc bai bao.

3. Méi slide chi nén c6 téi da 6 -7 gach dau dong.

4. Dung phong chi I&n di d& ngwoi nghe c6 thé doc.

5. S dung nhiéu dd hoa va hinh anh vi “mét birc anh c¢é gia tri hon ngan 1&i néi’.

6. Mau ch ni bat trén nén phéng.

7. Khéng dé phan PowePoint lan &t vi I&i néi van 1a cha dao.

8. Danh sb thir tw cac slide dé nguoi nghe tién theo doi.

Vé trinh bay ndi dung trén nén hinh

Gi4o vién khong nén trinh bay ndi dung tran 14p day nén hinh tw trén xudng tlr trai qua phai, ma
can chira ra khoang trébng déu hai bén va trén dudi theo ty 1& thich hop (thwerng 1a 1/10), dé dam
bao tinh my thuat, sw sac nét va khdng mét chi tiét khi chiéu 1én man. Ngoai ra, nhitng tranh, anh
hay doan phim minh hoa du hay nhwng m& nhat, khéong ro rang thi cling khéng nén str dung vi
khéng c6 tac dung cung cép thong tin xac dinh nhw ta mong muén.

Giao an dién ti: Lam coéng phu!

Thuc ra, mudn “click” chudt dé tiét day that sw cé hiéu qua thi nguoi gido vién phai vat va gap
nhiéu 14n so v&i cach day truyén thdng. Ngoai kién thirc can ban vé tin hoc, st dung thanh thao
phan mém PowerPoint, nguwdi gido vién con can c6 niém dam mé that sw véi vai viéc thiét ké von
doi héi sw sang tao, sw nhay bén, tinh thAm my dé “san tim” tw liéu tlr nhiéu ngudn.

Ong Tran Mau Minh ké: D& cé hinh &nh céap treo minh hoa trong GADT mén Dia ly, t6i phai tim
chuc dia VCD chi dé& st dung 5 gidy hinh anh can thiét. Cac céng doan cat nhac, cat phim, chup
hinh, tao chi¥ ndi, lam khung... d& phan trinh dién thém sinh ddng, hap dan... budc gido vién mat
nhiéu cong strc.

Ciing theo thay TrAn Céng Khanh, muédn trinh bay bai gidng bang GADT, nguwdi thiét ké phai ndm
rd muc tiéu bai gidng, ddm bao ndi dung c6 dong nhwng van day dd y ctia bai hoc. Ngoai ndi dung,
con phai lwu y dén hinh thire, mau séc, kiéu chir, bd cuc ndi dung phu hop, cac hiéu rng hop ly
dé cho bai giang séng dong.

Con nhiéu rao can

Hién nay cac trwéng déu quan tam cai tién viéc gidng day theo phwong tién hién dai. Tuy nhién
mirc dé rng dung CNTT hau hét chi méi dirng lai & céc tiét hoc thao giang. Trwdng nao
quan tam 1am ciing chi dwa GADPT dén HS vai ba lan/mén/nadm. Uéc tinh & bac THCS, chi cé
khodng 50% truong cé diéu kién lam GABT. O bac THPT, nhiéu trwdng khong da didu kién dé ap
dung GADT. Theo 6ng Huén, tré ngai Ién nhét trong gidng day bang GAPT chinh la co s& véat
chét. Nhiéu trwong khéng da phong hoc cho HS, |dy déu phong danh cho multimedia, chwa ké 1a
kinh phi dau tw luén thiéu.

Nhiéu y kién cho rang, d& cé6 mét phong multimedia don gian, phai tdn khoang 70 triéu déng. Néu
ca trwdng chi cé mot phong multimedia thi viéc thue hién ng dung CNTT vao giang day nhiéu khi
mang tinh hinh thiee. S6 GV ranh ky thuat tin hoc & méi trwdng cling réat it i, gido vién lai chua
dwoc tap huan vé thiét ké bai giang GADT nén ty may mo la cha yéu. Ong Nguyén Hoang Viét,
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hiéu trwdng trwdng THPT Phi Nhuan, cho biét: “Khi nha trwdng phat ddng phong trao lam GABDT,
GV ngai nhét |a khau ky thuat”.

M&c du GADPT chua tré thanh cudc “cach mang hoc dwong”, thé nhung gid hoc véi GADT da tao
ra mot khéng khi khac han véi gid day truyén théng, cho du phwong tién ky thuat chi hd tro viéc
giang day chr khong thé thay thé vai trd chi dao ctia ngudi gido vién trong gi® 1&n 16p. Dé tiét day
that sw dat hiéu qua cao hon, gido vién phai biét phéi hop gira cdc phwong phap truyén théng
va hién dai d& 1am ma&i hon, hap dan hon, hiéu qua hon gi&» day ma khéng lam mét di, hoac sai
léch vé muc dich, muc tiéu gidng day trong nha truwdng.

Ung dung CNTT vao gidng day la diéu nén lam. Mudn vay, phai sém thao g& rao can kinh phi
song song Vv&i viéc tap huan, huwéng dan cho gido vién, dwa trén tiéu chi “dang lic, dung ché,
ding cwong dé” dé tao hiéu (rng tdt nhét cho tiét giang.

Tai mau PowerPoint chuyén nghiép: http://www.graphicsland.com/powerpoint-templates.htm

Kinh nghiém PowerPoint

Diéu dau tién phai ludn ghi nhé 1a style consistency, tam dich la théng nhat trong phong céch.
Font nao dung cho Title, font nao cho content, mau sac ra sao, background thé nao, bullet hinh gj,
tat tn tat déu phai thdng nhat hoan toan tir dau t&i cudi slideshow. Diéu nay c6 thé dé dang thuc
hién néu dung Slide Master (View>Master>Slide Master).

C6 thé xem Slide Master la khudn mau cho tat c& moi slide trong slideshow. Slide Master gém c6 2
slide la Title Master (cho slide twa dé) & Slide Master (cho néi dung). Bang viéc format 2 slide nay,
ta tac dong dén toan bd cac slide trong slideshow. Do d6, khac véi Word, thwdng gé xong van ban
thd mai tién hanh format, trong PowerPoint ta nén format Slide Master truéc (ké ca Animation) roi
m&i nhap ndi dung, sau dé tinh chinh riéng trong tirng slide va cho Custom Animation sau cung.

1. Background & mau font

T&i ky lam dung mau meé cho phdng nén nhw hinh bién, hinh trdi... Bong dén may chiéu ko thé
nao thé hién chi tiét nhw trén man hinh ké& ca la loai may tét nhat. Mau font thi phai twong phan
mau nén, nén trang thi font den, ma nén den thi font tréng.

Ko nén:
e Mau background loe loet.
e Hinh nén phtrc tap.

e Mau font gan gibng mau nén.

Nén:
e Mau background don, that nhat hoac that dam.
e Khong c6 hinh nén, hoa tiét néu cé chi vién xung quanh.
e Mau font & nén twong phan.
2. Font face
Khdng nén:
e Dung nhiéu font.
Nén:
e Dung tbi da 2 font.
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e Dung font Unicode Arial. Néu mau mé thi Palatino, Times hay Verdana g td hop.

e Dung font VNI, ABC thi phai chép font theo.

3. Font style

NoGi t&i font style tirc 1a cac dang bold, italic, underline va mau séc font. Mt han ché thwong gép
la d6i khi ta lai bold tdan bd van ban tir dau dén dudi. Diéu dé dé gay chuwéng mét ngudi doc. Céac
dang bold, italic, underline chi nén ding d& nhn manh, hoac dung trong Title. Hiéu (rng shadow
nén dung han ché chi trong slide mé dau ma thoi.

S& dung chi¥ VIET HOA cling nén cho muc dich nhdn manh, hodc cho Title. M6t didu lwu y |a
khéng clr nhat thiét Title phai viét hoa. Néu khéo format thi viét dang Title Case hay tham chi
Sentence case ciing rat bat méat.

Ko nén:

e DuUng qua mic can thiét cac dang bold, italic, underline va CAPS (VIET HOA)

Nén:
e Dung dé nhadn manh y quan trong, ding cho TITLE SLIDE.
4. Font size

R4t khé dé déan xem nguwdi doc cé doc dwoc ndi dung hién thj trén man hinh ko. Cé mét phép thir
don gian la khi format thé xong, ta drng cach xa man hinh d& xem nhin rd ndi dung ko. Déi v&i
man hinh 15 inch thi khéang cach nay khéang 1,5 -2 m tuy kich c& phong sé trinh bay & khdang
cach tir bang chiéu téi khan gid. Nhwng gidi han font nhé nhét cé thé ding la 20 pts. Chi dung size
nhd hon khi nao that sw ko thé tinh gian néi dung dwoc niva.
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