1. MS Office (Microsoft Office)

1.1. Gid&i thiéu tong quan va Tinh nang

- MS Office Ia tir viét tat cha Microsoft Office, bd phan mém vin phong phé bién va néi
tiéng nhat, c6 ban quyén cta hiang Microsoft, My.
- BO phan mém nay gbm nhiéu chuong trinh thanh phan, tuy vao tirng phién ban ma cé
nhu :
Microsoft Word (soan thao van ban)
Microsoft Excel (tinh toan)
Microsoft Access (quan ly co s& di liéu)

(@]

(@]

O

o Microsoft Power Point (trinh dién tai liéu)
o Microsoft Outlook (quan ly nhan, gltri email)
(@]

1.2. Yéu cau cai dat

Hardware
CPU: 233 megahertz (MHz) processor or higher (32- or 64-bit)
' (Pentium Il or faster processor recommended)
Memory: 128 MB minimum

Available disk space: 400 MB minimum

Display: 800x600 screen resolution, 256 colors.

Software

e Windows Server 2003 or a later version

e Windows XP or a later version

e Windows 2000 Service Pack 3 (SP3) or a later version
Operating System: e Windows Vista

e Windows Server 2008
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1.1. Quy trinh cai dit, tdng quan vé mdi trwdrng lam viéc va hwdng dan s
dung Microsoft Office
1.1.1. Quy trinh cai dat Microsoft Office

Video hwéng dan cai dit Microsoft Office

1.1.2. Gi&i thiéu tdng quan vé méi treong 1lam viéc, hwéng dan sivr dung Microsoft Office
(Word, PowerPoint)

1.1.2.1. Microsoft Office Word

- P& khai ddng chuwong trinh Word, ban cé thé 1am theo mot trong cac céch sau:
o Start - Programs — Microsoft Office - Microsoft Word.
o Nhép vao biéu twgng Microsoft Word trén man hinh Desktop

o Vao Run va go |énh: winword.

- Man hinh lam viéc cda Microsoft Word

Két thic lam vige, dong cira s6
Niit diéu khién Thu nho hodc phéng to cira s6
Thu nho man hinh 1am vi¢e xuéng Taskbur\

Thanh ticu dé ] Document1 - Microsoft Word x|
Thanh Menu chinh —> | Ble Edt Yew Inset Fomat Took Table Window Heb | vietkeyoz.

Thanh cong cu — | O 6“@}‘&7\ YRR oo ‘D‘ 0%~ (2) ’.'“@’.’

Thanhdinhdqng—w'fmd v Tmeshewkonsn » 12 +|B 7 U [EEE|SEE A2

|
|
—i
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P23

Thudc ngang —
Thude doc

N 7 o Thanh cudn doc —

Ving soan thio

Thanh cuén

“|Owidq

S B | »
Thanh trang thii —> [Page 1 Sec 1 ii [A2zilm Wi cadt  |rec [iRE BT R | 4

Nguyen Khac Van — The University of Pedagogy | MS Office (Microsoft Office)



Mot s6 thanh phan chinh trén man hinh soan thao cia Word
- Thanh menu chinh (thanh bang chon)

o File (tép): Cac lénh xir ly tép van ban, nhu New....(mdi), Open...(m&), Close...(déng),
Save...(lwu), Save as...(Iwu véi tén khac, vi tri khac), Print...(in), Exit (thoat)....

o Edit (bién tap): Cac Iénh bién tdp van ban nhu Cut (xda), Copy (sao chép), Paste
(dan),...

o View (hién thi): Cac lénh hién thi nhu Normal (chudn), Print Layout (trang in),
Toolbars (thanh céng cu)...

o Insert (chén): Cac lénh chén d6i twong vao vin ban: Break (ngit), Page
Numbers...(sé trang), Picture (anh)...

o Format (dinh dang): Cac lénh dinh dang nhu Font...(phong chit), Paragrahp...(doan
van ban),....

o Tools (cong cu): Cac lénh trg gitip cong viéc soan thao....
o Table (bang): Cac Iénh lam viéc v&i bang....

Windows (clra s6): Cac l1énh lién quan dén hién thij ctra s6....

o

o Help (tro gitip): Cac hwdng dan tro giup....

- Thanh céng cu chuan

Nut Iénh Tén Chirc nang
_u_ New Tao moét van ban mai
E Open M& mot tap tin van ban
1™\ Save Lwu tap tin van ban hién hanh
= Print In tap tin van ban hién hanh
Print , .
Sy nt Xem trudc trang in
Preview
[~ Spelling Ki€m tra 16i chinh ta
& Cut Chuyé&n mot doan van ban dang chon vao Clipboard
ﬂ Copy Chép mét doan van ban dang chon vao bé nhé dém Clipboard
ﬂ. Paste Cheén néi dung duogc luu trit trong Clipboard vao vi tri con trd

soan thdo
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Format

Chép kiéu dinh dang

i Painter
Cr Undo B6 qua mét Iénh vira thi hanh
ey Redo B6 qua mot |énh vira undo
-& Insert Chén siéu lién két (Hyperlink) khi muén lién két t&i mét trang
Hyperlink Web khac
ﬂ 'gzt:(lje:r:nd Thé hién thanh cong cuy tables and borders
B Insert Table | Chén bang biéu
Insert
E Eil(icc;:)soft Chén bang biéu cla chuong trinh Microsoft Excel
Worksheet
= Columns binh dang c6t chir
ﬂ_ Drawing Hién hodc an thanh cong cu Draw
E Document | Thé hién clra s6 van ban dudi dang cau truic theo céch trinh bay
Map cla van ban
5N Show/Hide | Hién hodc &n cac ky tu khéng in
100% = igﬁ::ol Thé hién clra s6 van theo ty |1&
@ Help Huéng dan

- Thanh c6ng cu dinh dang Formatting

Nut Iénh Tén Chirc nang
A4 Mormal + Justif - | Style Ki€u trinh bay cla Paragraph
Times Mew Roman = Font Chon font chix.
13 = Font Size Chon kich thuéc font ch
B Bold Chitr dam
I Italic Chit nghiéng
u Underline Chir gach dudi
=
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Align left Cin dong thang hang bén trai

= Center Cin dong thang hang & tam cla hang chir

= Align Right Cin dong thang hang bén phai

= Justify Cin dong thang hang ca bén trai 1an bén phai
b= Line Spacin Khoang céch don

=. pacing g g

1= Numbering Ki€u dinh dang liét ké s6 thi ty

=

= Bullets Kiéu dinh dang liét ké ky tu d3c biét

Decrease Indent | Gidm Ié trdi cQa paragraph

Increase Indent | Tang lé trai cha paragraph

Borders Hién hodc an céc biéu tugng l1énh border
Highlight Danh dau doan van ban bang mau
Font Color Chon mau cho chir

Ff [% F mi | i |

2. Cacthao tac trén tép tin
- Tao mét vdn ban mdi:
o Chon Menu File > New (Ctrl + N)
o B&m chubt vao biéu twgng New trén thanh cong cu
- Mé& mét vén ban dé lwu:
o Chon Menu File — Open (Ctrl + O)
o Bam chudt vao biéu twong Open trén thanh céng cu
- Lwu lgi néi dung vén ban:
o Chon Menu File —> Save (Ctrl +S)
o B&m chudt vao biéu twgng Save trén thanh cong cu
o Chon Menu File — Save As ... (Lvu vdn bén vdi tén mdi)
- Doéng védn béan dang mé':
o Chon Menu File —» Close

o Bam chudt nut Close

3. Ché d6 lam viéc trong Word
o Normal: Chi hién thi phan chi¥ (Text) cta van ban, hinh anh khéng dugc hién thi.
o Web Layout View: Hién thj van ban dudi dang Web.
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o Print Layout View: Hién thj téng thé van ban giéng nhu khi dwoc in ra, gdm van ban,
hinh anh, ... (thwong dung)

o Outline View: Hién thj vin ban & dang cau tric.
4. Nhip van ban trong Word

- Dé gd duogc tiéng Viét can cé font (phdng) chir tiéng Viét twong &ng véi tirng bd
m3 va chuong trinh gd tiéng Viét.

o Hai bé m3 chit Viét phd bién dua trén bd ma ASCII |a TCVN3 (ABC) va
VNI. Unicode 1a bd m3 chung cho moi ngén ngit cac qudc gia trén thé
gidi, trong dé co tiéng Viét.

o Cac bo font (phdng) tiéng Viét
= B&m3 ABC (TCVN3) hd tro cac phdng chit bat dau bdi.Vn
Vi du: .VnTime, .VnArial...

= B6 ma Unicode hd trg cac phbéng chitr nhu: Arial, Times New
Roman...

*  B& ma VNI hd tro cac phdong chit ti€p dau ngir : VNI-
Vi du: VNI-Times, VNI-Helve...

- Céac chuong trinh gd tiéng Viét: ABC, Vietkey, Unikey... Hién nay b gb Unikey dang duwoc
sir dung rong rdi vi c6 nhiéu wu diém: Dung lvong nhd, hd tro phuong phap gé cho
nhiéu bé font (phdng),...

- Gb tiéng Viét trong Word

o Kiéu Telex:

d=aa S:/
é=ee R:?
0 =00 J:.
d=dd F:\
v =uw X:~
o =0ow aw = aw
o Kiéu Vni:

1:/ 6:0,3a
2:\ 7:0,u
3:? 8:a
4.~ 9:d

5:.
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- Céch thirc d& nhap mét van ban

o Diémchen, contrd 13 | vin ban sé dugc nhap vao.

o B&m Enter: K&t thic mot doan van ban.

o Bam Capslock: Dén Capslock sang thi ky tw gd vao sé la chit in hoa (khdng can
dung phim Shift di kem).

o Bam giir Shift d&€ danh mot ky tu in hoa hodc chon ky ty phia trén ctia phim
(néu phim dé dung dé gb hai ky ty).

o Chon khéi (bdi den khdi): Bua con trd vé diém dau mudn chon, sau dé bam va
gitt chudt trai déng thoi ré (Drag) chudt vé diém cudi. Khi dé vung dugc chon
tam thoi chuyén thanh mau den va chit thanh mau trang

- Ghi chu:
o B4t ky lic ndo déu cé thé huy bd thao tac vira thuc hién bang cach bam tréi

chudt vao nut Undo E hodc dung té hop phim Ctrl + Z.

5. Dinh dang van ban

- Dinh dang ki ty

o Tacd thé thiét 1ap cac thudc tinh dinh dang ki tw bang mat trong hai cach sau:

Céach 1. S&r dung I1énh Format = Font... dé m& hop thoai Font.

Font y
Chon =
racter Spacing
phong o
chit [Fvntine]

. ¥nTimeH

- ¥nlniverse —

- ¥nlniverseH J
-

Underine style:

[~ shadow [~ Small caps
I~ Qutine [~ alcaps

[~ Engrave - Cira 86 Mén th]

Thiét 1ap
ch& do
ngdmdinh

két qua chon

Doan TNCSHé chi minh e |

This iz & TrueType forit. This Font will be uzed on both printer snd screen,

Cach 2. St dung céc nut I1énh trén thanh cong cu dinh dang.

- Dinh dang doan vin ban

o DE dinh dang mét doan van ban, trudc hét ta xac dinh doan van ban can dinh

dang bang mot trong cac cach sau:

Cach 1. B3t con trd van ban vao trong doan van ban.
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Cach 2. Chon mot phan doan van ban.
Cach 3. Chon toan bd van ban.
o Sau khi xac dinh doan van ban can dinh dang, thuc hién mot trong céc cach sau:

Cach 1. S dung |énh Format -> Paragraph..dé md& hodp thoai
Paragraph.

Paragraph 2] x]
Indents and Spacing l Line and Page Br Canle

/
Alignment: Wﬂ Qutline level: |Body text vl - da

tén

1 g = Special: By:
T
phai Becees [t = Line spacing: _ At:
After: fopt =] [snge =] T =
I™ 0t add space betwaen paragraphs of the same S
74 e )
N - i:\e‘:}:
Khoang cach gitra
cach gitra Fo e cac dong
cic doan |
van
Tabs.. | [k ] conce |

Céch 2. S dung cac nut Iénh trén thanh cong cu dinh dang.

Pinh dang trang
o Trong céc thudc tinh dinh dang trang van ban, chdng ta chi xét hai thudc tinh co
ban nhat 13 kich thudc céc [é va hudng gidy.

o Viéc thiét 1ap cac thudc tinh dinh dang trang duoc thyc hién bang [énh File >
Page Setup...dé md hop thoai Page Setup.
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FPage Setup HE

Dit lé

| poper | cavou |
Margins
Top: .54 cm E Bottom: I2.54 cm 3‘
Left: 2 cm E Right: |2 cm E
Gutter: 0 cm E Gutter position: |Leﬂ: vl
= hong
Portrait Landscape giay
Pages
Multiple pages: |Nnrmd - |
Previaw
Apply to: ——————
Whole document - :=
o N

6. Sao chép, di chuyén, xéa khéi van ban

- Sao chép khéi:

O

O

O

O

B1: Chon khéi can sao chép (béi den khai).
B2: Menu Edit = Copy (Ctrl+C) hoic Click biéu twong Copy
B3: Di chuyé&n diém nhday dén vi tri can sao chép.

B4: Menu Edit — Paste (Ctrl+V) hoic Click biéu tuwgng Paste

- Di chuyén khéi:

O

O

O

O

B1: Chon khéi can di chuyén (bdi den khéi)
B2: Menu Edit — Cut (Ctrl +X) hoac Click biéu twong Cut
B3: Di chuyén diém nhay dén vij tri mdi.

B4: Menu Edit — Paste (Ctrl+V) hoic Click biéu tugng Paste

- Xod khdi: Chon khéi can xoé va bam phim Delete

7. Thoat khéi Microsoft Word

- Dé& thoét khdi MS Word ta phai theo cac trinh ty sau:

O

O

O

Luwu van ban.

Dong tat ca cac clra s6 dang soan thdo. Néu vin ban dugc md ra dé lam thém
hodc slra chita nhuwng chua duoc luu nhitng ndi dung vira Iam thém hodc stra
chita thi s& xuat hién théng béo : Do you want to save changes you made to
“document name”? Chon Yes dé lwu thém ; No dé thoat ma khong Iwu thém
gi ; Cancel dé tiép tuc soan thao.

Péng chuong trinh MS Word: Menu File — Exit (Alt + F4).
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8. M4t sO quy tac soan thao vin ban
- Khoéng cé khoang trang truwdc dau phay (,), ddu cham (.), ddu hai chdm (:), ddu cham
phay (;)...
- C6 moét khoang trang sau cac dau trén.

- Cac diu nhay don, nhay kép, m& ngodc, déng ngodc, phai &m sat van ban.

1.1.2.2. Microsoft Office PowerPoint
DE khdi déng chuong trinh PowerPoint, ban ¢ thé lam theo mét trong cac cach sau:

o Start - Programs — Microsoft Office - Microsoft PowerPoint

o Nhép vao biéu twgng Microsoft PowerPoint trén man hinh Desktop

o Vao Runva go |énh: powerpnt

- Man hinh lam viéc cta Microsoft PowerPoint

2 Type a question for help = X

EZ Microsoft PowerPoint - [Presentationi]

(] File  Edit  Wiew Insert Format  Tools  Slide Show  Window  Help
NSRRGSR TE g aE e o D e Eamee  -ofl 3
-~ 18 '|B I O 8 | = .E|AA A Aﬂ.ﬂDegign 'ﬂuewslide!

 Getting Started

Eaaﬁ"fce Online

Click to add title

*  Connect ko Microsoft Office
Cnline

*  Get the latest news sbout using
PowerPoink

* Autormatically update this list
from the web

Click to add subtitle

Mare. ..

Search for:

Click to add notes 8 ; :
EE - |

EDLBW'ml-QHtUShaDES' NwOJOoOEAdS: BlE@d S-2-A-==2 @ i! 9

Slide 1 of 1 Default Design

Cac thanh phan cta man hinh PowerPoint 2003 duoc danh s lan lwot theo thi tyw

nhu hinh bén trén:
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1. Thanh tiéu dé (Title bar): Cho ching ta biét tén chuong trinh (Microsoft PowerPoint)
va tén cla tap tin dang lam viéc (Presentation 1).

2. Thanh trinh don (Menu bar): Gdm 9 muc tU File dén Help. M&i muc sé& chira nhiéu
muc khac néu ta nhap vao chung.

3. Thanh cong cu chuan (Standard Toolbar): Chira biéu twong cla céc 1énh thudng dung.

4. Thanh cdng cu dinh dang (Formatting Toolbar): Chira cac biéu tugng dung cho viéc
trinh bay vdn ban nhu font chit, c& chi*, mau sic, canh bién,... Ngoai ra, ching ta
con cé thé md thém nhiéu thanh céng cu khac tir menu I1énh View/Toolbars/

5. Normal Pane: Dung chon cach xem cdc slide hay dan bai cta bai trinh dién. Phia dudi
Normal Pane cé 3 biéu tugng:

- Normal View: Trinh bay theo kiéu théng thuong, dung dé x ly tirng slide.

- Slide Sorter View: Trinh bay toan thé cac slide c6 trong bai trinh dién, dung
dé theo ddi vi tri, th&r tw cac slide.

- Slide Show: Trinh chiéu bai trinh dién tir slide dang chinh stra.
6. Khu vire cta slide dang duoc chinh sira.
7. Task Pane: Chira nhiéu thanh phan khac nhau nhu:

- New Presentation: Tao file mai.

- Slide Layout: Chon kiéu bd tri cho mdi slide.

- Slide Design: Chon cac kiéu trang tri slide cé san, cdc hé mau, cac hiéu t&ng cho
toan bd bai trinh dién.

- Custom Animation: Chon cac hiéu (rng cho mdi thanh phan cla bai trinh dién.

- Slide Transition: Chon cac hiéu rng khi chuyén tir slide nay sang slide khac dé
dong hay mé Task Pane, ta vao View/Task Pane.

8. Trang ghi chu (Notes Page): Dung dé ghi cac ghi chu cho slide dang dwoc chinh sira.

9. Thanh céng cu vé& (Drawing Toolbar): Dung dé v& va chinh slra mot s8 hinh don gian,
chén cac cac chit nghé thuat, thay d6i mau sic cla van ban,...

10. Thanh trang thai: Thong bao vé s6 luong slide cé trong bai trinh dién va mot s6 thong
tin khac.

Mot sé thuit ngir can lwu y:

- Khi sir dung chuong trinh PowerPoint 2003, ta s& thudng xuyén gap mot s6
thuat ngili sau:
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o Presentation: (bai trinh dién) day 1a mét file PowerPoint, chra dwng nhitng
théng tin can trinh bay.

o Slide: M6t trang trinh chiéu. Tap hop nhiéu slide s& thanh mét presentation.

o Blank Presentation: Mot bai trinh dién duoc tao ra tir nhitng slide tring,
khoéng chira sin cac hudng dan hodc dinh dang nao.

o Blank Slide: Slide trdng, khong chita san bat ky hwédng dan hodc dinh dang nao.

o Slide Show: Lénh trinh chiéu bai trinh dién.

o Layout: Cach bé tri cac van ban, hinh anh va cic thanh phan khac trén slide.

o Design Template: Cic mau thiét ké sdn cla chuong trinh PowerPoint. Cac
mau nay duoc thiét k& san vé su phdi mau, hinh nén, font chi*, mau sic cla
van ban, vi tri cha van ban.

o Animation: Hiéu (rng. Cac hiéu (rng nay s& gilp d6i twong trén slide xuat
hién, bién mat, tao cdc chuyén déng. Hiéu (ng gilp 16i kéo sy chd y cla
ngudi xem, dem lai sy uyén chuyén, linh hoat trong ltc trinh dién.

o Slide Transition: cach thirc chuyén tir slide nay sang slide. Khi st dung cac kiéu

chuyén slide nay, bai trinh dién cla ching ta s& uyén chuyén va dé xem hon.

Tao bai trinh chiéu biang PowerPoint
Khoi dong chuong trinh PowerPoint 2003.

Man hinh khéi dong cia PowerPoint 2003 sé gidng nhu bén dudi:

& Microsoft PowerPaint - [Presentation] El
EE] File Edit Wiew Insert Format Tools  Slide Show  Window  Help Type a question for help = %
AR BENET= RN A S-S SRR W= R N e 'I@!
: Arial -8 -|B L U SIEE = | | A - | [ Desion JMewShde!
/[ZY 0N X Getting Started v x
1 (® 8| 4|
Cla e )
(/2. Office Online
= Connect to Microsoft Office
""""""""""""""""""""""" Online
“ (Get the latest news about using
PuovierPoink
""""""""""""""""""""""" *  Automatically update this list
From the web
Mare...
Click to add notes SR =
=] [ ~ 1
7 - - = — —
ipraw - [l ] Auoshapes - \ W O M dz @l & -L-A-==2 4 .j!
Slide 1 af 1 Default Design

Ndi dung van ban sé dwoc hién thi va trinh bay trong cac khung Textbox

o (6 thé slr dung cac khung textbox cé san hodc ty cac khung textbox do ching ta
ty thém vao.
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o Thong thudng kich thuwdc cta cac khung khéng vira véi lugng van ban ma ban

mudn nhap vao, va déi khi ban cling can di chuyén cac khung nay dén cac vi

tri ma ban mong mudn.

Muén di chuyén cac khung, ta phdi chon né trudc bang cach
nhap chudt lén khung. Sau d6, dua chudt dén cac dudng bién, luc
nay chuét s& cé dong miii tén 4 dau, ltc d6 ta nhidp gilt chudt, ré va
tha khung dén vi tri mong muén.

Dé thay d6i d6 réng cua khung, ta nhdp chon khung, sau dé dua
chuét dé€n mot trong 8 vong tron xung quanh khung. Lic nay, chudt sé
c6 dong miii tén 2 dau, nhap gilr chudt, ré va thd dén d6 rong mong

muén.

Chén thém - Xéa bét - Thay ddi vi tri slide:
o DE& thém vao mot slide sau slide dang hién hanh ban vao:

Menu Insert / New Slide.
Nhan t6 hop phim: Ctrl + M

o DEé xda slide ban vao ché d6 Slide trong Normal View (thanh bén trdi man

hinh) hodc Slide Sorter View (nuit ndm phia duéi thanh Normal View)

chon slide mudn xba va bam Delete trén ban phim.

Lwu tri¥ ban trinh chiéu PowerPoint

o DE& luu lai file PowerPoint, ban 1am nhu sau:

Vao menu File/Save, man hinh s& xu3t hién nhu bén duéi

Ban chon noi lwu trir trong khung Save in va dat tén cho tap tin
trong khung File Name.

o Trong PowerPoint, ban cé thé lwu trit v&i nhiéu dinh dang khac nhau,

nhung théng thudng cac dinh dang sau day duoc sir dung nhiéu:

Trinh chiéu:

Presentation (*.ppt): khi ban lwu file trinh dién, may s& chon mdc
dinh lwu la dang nay. Khi luu file & dang nay, dé trinh chiéu, ban phai
m& chuong trinh PowerPoint truéc réi mdi ra lénh trinh chiéu.
PowerPoint Show (*.pps): dé trinh dién file lwu v&i dinh dang *.pps
chiing ta chi cAn nhap duip vao file ma thoi.

o Sau khi d3 thuc hién hoan chinh file PowerPoint, dé trinh chiéu tir dau

ban vao menu Slide Show/View Show (hay nh&n phim F5).

o DEé trinh chi€éu tir slide dang hién hanh, ban badm vao nut trong thanh
Normal View (hay nhan Shift + F5).
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o Khi dang trinh chiéu, néu muén quay vé ché dé chinh sira, ban nhan Esc
trén ban phim.

o Né&u muén man hinh trinh chiéu chuyén hoan toan sang mau den thi nhan
phim B, d& quay lai man hinh trinh dién thi nhan phim B mét [an nita.

o NE&u mudén man hinh trinh chiéu chuyén hoan toan sang mau den thi nhan
phim W, dé quay lai man hinh trinh dién thi nhan phim W mét lan nita.

o Khi dang trinh chi€u, n€u muén quay lai slide dau tién: nhan phim Home.

o Khi dang trinh chi€u, néu muén tdi slide cudi cung: nhan phim End.

2. St Dung Slide Layout & Design Template
2.1. Slr dung Slide Layout
- Muc dich str dung slide layout:

Trong phan nay, ching ta s& tim hiéu vé cach thirc sir dung Slide layout. Slide
lay out ld nhitng cdch b6 tri trén slide. Nha sdn xuat chwong trinh d3 ddt sdn cac khung
gitr chd cho cac van ban, tiéu dé, hinh anh,...trén mot slide, bd tri ching sao cho hai hoa
thich hop. Khi st dung layout, ngudi dung chi can dién ndi dung.

Trong bai trinh di&n, néu ta s& dung cac layout thi bai trinh dién cla ching ta s& mang
tinh déng bd cao, thé hién tinh chuyén nghiép. Ching ta khéng phai mat thoi gian
dé chinh silra kich c& chit, cach b6 tri cac van ban, cac doan phim, so d6, d6 thi trén mot
trang slide, ...

D& ma& clra s6 lam viéc cla Slide Layout, ban chon Format va chon Slide Layout

A Fort..,

=1 Eullets and Mumbering. ..

== | Slide Design...

| =| Slide Lavout...

ohject, ..

£
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Slide Layout  x

Apply slide layout:
Text Layouts

e

Content Layouts

o

&
et

]
L1}

&

B4
=™
ol

& L~
S ||| |ES
m -
%ol Ei

gEsg) [ElEs
7[5 & &

Text and Content Layouts

i ———1l

[¥] show when inserting new slides

Cac dang Slide Layout thwéng str dung:

Title Slide: D3y |a dang slide dung dé md& dau moét bai trinh bay. Dang
layout nay cé 2 khung gitt chd. Khung Ién dung dién tiéu dé bai trinh bay. Khung nhé
dung ghi tén nguoi trinh bay, don vi trinh bay,...

Title and Text: Dang slide nay dung dé trinh bay ndi dung v&i mét tiéu dé phia
trén dau cda slide. Khung I&n dung dé ghi ndi dung, khung nho dung dé dién tén
tiéu de.

Title, Text and Clip Art: Dang slide nay dung dé trinh bay néi dung van
ban véi mét hinh anh minh hoa di kém. Khung cé6 mét icon dung dé chén modt hinh
anh cda Clip Art hay hinh anh tir bén ngoai chuong trinh
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Title, Text and Chart: dang slide nay dung dé trinh bay ndi dung van ban
clng véi do thi. Khung cé icon cé 3 thanh thdng ding dung dé chén do thi.

= nﬂﬂ

Title, Text and Media Clip: dang slide nay dung dé chén mét tap tin media

nhu video, am thanh,...

* e || 321

Title and Diagram: dang slide nay thuong dugc dung dé chén mot so do to
chtrc.

s e

I

Blank Slide: day la mot slide “trdng” hoan toan, cé nghia la khéng cé cac
khung dat chd nao hét, ngudi dung phai tw chén cac Text Box dé danh van ban, ty
diéu chinh kich c&, font chi, ...

2.2.Str dung Design Template
- Muc dich sir dung Design Template

Design Template (mdu t6) la cdc kiéu mdu trang tri cho slide. Cac kiu mau nay
bao gdm mau nén, mau chit, hoa van hinh anh,...Cac kiéu mau nay dugc Microsoft
ldm s3n va ngudi dung chi cdn chd y dén nodi dung ma thdéi. Khi si dung
PowerPoint, néu ta si dung cadc Design Template thi bai trinh dién cla chung ta
s& c6 tinh dong bo cao va chuyén nghiép. Ching ta khong con lo I3ng dén cac van dé
phdi mau cho slide.

D& ma& clra s6 Design Template, chon Format = Slide Design
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Font...

Bullets and Mumbering. ..

Slide Design...

il r i

Slide Layout. ..

|~_\,

Ohject...

£

Clra sé lam viéc cla Slide Design duwgc md ban chon

§|5Iide Design | x

izl) Design Templates
Lzak Color Schemes
=y Animation Schemes

Apply a design template:

<

3. Hiéu irng hoat hinh
3.1.Tao hiéu &ng cho tirng déi twong (Custom Animation)

Mét Textbox chira yan ban, 1 hinh dnh, 1 doan phim,... déu dugc xem la mét
d&i twgng (object) trén trang trinh chiéu. C6 thé duoc tao mdt hodc nhiéu hiéu tng
hoat hinh trén déi twong dé.
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Thue hién tao hiéu trng cho déi twong:

- Chon man hinh thiét k& dang: Slide View

- Chon trang trinh chiéu (Slide) can thyc hién

- Chon d6i twong can tao hiéu rng

- Chon Iénh Slide Show / Custom Animation(hodc bam mouse phai vao déi
twgng chon Iénh Custom Animation), khi dé xuat hién bén phadi man hinh
menu lénh Custom Animation

Custom Animation * x

5% AddEffect v

Salact an efement of the sliae,
fhen click “Add Effect” fo add’

animation.

4 +
.

AukoPreyiew

Trong hép Custom Animation ta thurc hién:
- Chon lénh Add Effect: dé tao hiéu (rng cho d6i tuwgng bang cach chon:
*

twgng vao trong slide trinh chiéu.

Entrance: (hinh ngéi sao mau xanh |& cdy) hiéu &ng dua doi

W Emphasis: (hinh ngdi sao mau vang) hiéu &ng dé nhan manh va
lam ndi bat d6i twong trong khi trinh chiéu.

W Exit: (hinh ngbi sao mau d6) hiéu &rng dé dua ddi tuwgng ra khoi
trang trinh chiéu.
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pA Motion path: (hinh ngdi sao rdng) hiéu ng cho ddi twong
chuyén déng trén mét quang dudng ty tao

Sau khi d3 4p hiéu (rng vao déi twong, ta s& thay lénh Add Effect d6i thanh
I&énh Change. L&nh Change dung dé déi hiéu (rng cla d6i tuong.

Vi du: Khi d6i twong dang mang hiéu &ng Diamond, bay gi® ta mudn
thay thanh hiéu &ng Blind thi ta chi cdn nh3p vao Change va sau d6 chon hiéu

tng Blind.

Custom Animation v X

5y add Effect v| [%e Remove

Mouodify: Blinds
Start: ‘B on Click ¥
Direction: | Harjzantal .
Speed: Very Fast
1  study s
& +

[I'- Play ] ['E' Slide Show

BuUboPreyiew

Chu y:
Néu ta dung change dé chon lai hiéu (rng cho d6i tuwgng thi hiéu ng cii s& bi thay
thé& bai hiéu rng méi. Nhung cling vdi déi tuwong do ta dung Add Effect dé tiép tuc chon
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hiéu rng cho d6i tuwgng thi déi twong s& cé thém 1 hiéu rng nita sau hiéu rng d3 chon
trwdc d6. Nghia 13 mét d6i twong s& cé thé dwoc ap nhiéu hon 2 hiéu rng.

Remove: dung dé xdéa bd hiéu &ng cha ddi twong, thuc hién chon moét hiéu tng
d3 4p vao déi twong trong hdp hiéu (rng, nhap vao Remove (hodc nhdn phim Delete trén
ban phim hodc nh3n chuét phai vao hiéu rng réi chon Remove)

Sau chi* Modify: La tén hiéu (rng ma d6i twgng dang mang
Vi du:
Modify: Fly In nghia |a d&i twgng dang mang hiéu (ng ¢ tén |a Fly In
Trong hop Start:
+ On Click: hiéu &ng xuat hién khi bAm chuét
+ With Previous: hiéu &rng xuat hién cung vdi hiéu &ng trudc

+ After Previous: hiéu (rng xudt hién sau khi hiéu &ng trudc thuc
hién xong.

Trong hdp Direction: Dung dé chon hudng xuat hién cda hiéu &rng:
+ In: hiéu &ng di vao trong
+ Out: Hiéu &rng tda ra ngoai
+ From Left: Hiéu (rng xu3t hién tir bén tradi qua phai
+ From Right: Hiéu (rng xuat hién tir bén phai qua trai
+ From Top: Hiéu (rng xuat hién tir trén xuéng
+ From Bottom: hiéu (rng xuat hién tir dudi l1én

Trong hop Speed: Dung dé chon t&c dd trinh dién cta hiéu ¢ng

+ Very Slow: Rat chdm
+ Slow: Cham
+  Medium: Trung binh
+  Fast: nhanh
+ Very Fast: rat nhanh

Re - Order: Dung dé thay doi trat ty cla cdc hiéu ng. Khi ta quan sat céic
trang trinh chiéu & ché do Slide View, ta thay déi twgng sau khi da 4p hiéu (ng thi
duoc ky hiéu bdi mot sé & phia bén trén trai déi twong, do chinh 13 s8 thir ty ma hiéu
(rng s& xuat hién. Ta s& thay d&i s6 thi tu nay bang cach:
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- Chon hiéu rng can thay déi thir ty xudt hién, nhan vao mii tén

(mau xanh) néu mudn hiéu &ng xuat hién sau, nhap () (mau
xanh) néu mudén hiéu rng xuat hién trudc.

- Play: Dung dé xem trang trinh chiéu & ché& d6 Slide View
- Slide Show: Dung dé xem trang trinh chi€u toan man hinh

- Auto Preview: N&u kiém nhan thi hiéu (rng s& tu trinh chiéu sau
mdi 1an thay d6i, néu khong ki€m nhan thi hiéu ng chi xuat hién
khi nhap vao nuat Play

3.2. Tinh chinh hiéu tng cho déi twong:

Nhan chudt phai vao hiéu &ng can chinh stra thém, chon Effect Option,
thay xuat hién 1 bang Iénh mang tén hiéu &ng cta d6i twong ma ta dang thuc
hién:

11*{3 { Study W
Skart On Click

Start With Previous

L5 | Start After Previous

| Effect Cptions. ..

Tirning. ..
Show Advanced Timeling

Eemove

Fly In E3
EFfect | Timing | Text Animation
Setktings
Direckion: |Fr|:|m Biokkar e |
[]Smoath start []smocth end
Enhancernents
Sound: |[N|:| Sound] w | ¢
Afker animation: |D|:|n't i w |
Animate kext: |F'.II at once L |
e
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- Trong menu Effect
o Sound: Tao am thanh di kém hiéu tng
o After animation: trang thai &n hién sau hiéu (ng
o Animatext: cach xay ra hiéu tng cho van ban
- Trong menu Timing
o Delay: Xac dinh thoi gian hiéu ng xay ra sau bao nhiéu giady
o Repeat: L3p lai hiéu rng vai sé lan xac dinh
- Trong menu Text Animation
o Automatically After: Xac dinh khoang thoi gian van ban xuat hién sau
hiéu &ng trudc
o In Reverse Order: Cho noi dung vian ban xuat hién theo thu tu
nguoc lai

3.3.Tao hiéu rng chuyén tiép giira cac slide (Slide Transition)

Hiéu ng chuyén tiép gilta cac slide |1a mét trong nhitng hiéu (ng thoéng
thwong nhat cda Powerpoint. Ta cé thé thyc hién cac hiéu &ng chuyén tiép slide dé
ap dung cho toan bd trinh dién hodc chi cho mét slide hién hanh.

Thwe hién hiéu rng chuyén tiép cho slide:

- Chon Slide Show / Slide Transition, hop thoai Slide Transition
xuat hién.

e yiew Show FS
Set Up show, ..

=% Animation Schemes. ..

gﬂ Zuskom Animation.. .

zp  Slide Transition...

¥
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! glide Transition - x

Apply to selected slides:

Mo Transition

Blinds Horizonkal

Blinds wertical

Box In

Boo Cuk

heckerboard Across

Checkerboard Down

Zomb Horizonkal

Zomb wertical

Cover Down

Cover Left

Crver Rinht
Muodify transition

Speed: |Fast

Sound: |[Mo Sound]

<

Advance slide

on mouse click
[ ] automatically after

~
bl

Apply ta All Slides

[F Play l [E Slide: Show ]

AutaPreview

- Trong Apply to selected slide, chon hiéu (rng chuyén tiép cho slide
- Trong Modify transition:
* Speed (chon t&c d6 chuyén tiép cda slide)
= Sound (chon 4m thanh di kém khi hiéu &ng chuyén ti€p thuc
hién). N&u kiém nhan vao hdp Loop until next sound thi 4m thanh
do s& 13p lai cho dén khi c6 mdt 4m thanh méi dwoc phat
- Trong Advance slide: N&u kiém nhan vao On mouse click thi hiéu (rng
chuyén tiép chi xuat khi click chuét: NEu mudn dinh mot khodng thoi
gian cho slide tu dong chuyén tiép thi kiém nhan vao hép Automatically
after va nhap thoi gian xac dinh vao hop trang bén dudi.
- N&u mudn ap hiéu ng chuyén ti€p vira chon cho tat ca cac slide thi
chon Apply to All Slides

Chu y: Ta c6 thé thuc hién viéc chuyén tiép gilta cic slide trong ché do Slide
Sorter hodc ché do Slide View
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4,

Lién két, tinh chinh bai trinh chiéu
4.1.Lién két
DE lam cho bai trinh dién PowerPoint linh hoat va phong phu ching ta can s&t dung céc lién
két (hyperlinks) nham tao ra kha ning di chuyén gitta cac slide, gitta cac bai trinh dién hay mé&
mot trng dung bén ngoai chuong trinh PowerPoint.
4.1.1. Lién két giira cac slide:
- Gid sl ta ¢c6 mot bai trinh dién géom 10 slide va ta can tao mdt lién két tur
slide 1 nhay truc tiép tdi slide 8, ta thyc hién nhu sau:
o Chon mét ddi tugng trén slide dé tao lién két. DSi twgng tao lién
k&t c6 thé |a mot dong van ban, moét hinh va, ...
o Vao menu Slide Show/Action Settings. Man hinh Action Settings
s& xuat hién nhu bén dudi:

Action Settings f'5__<|

Mouse Click, | Mouse COver

Action on click
@ are:
) ”Hyperlink to:

{:} Run prograrn:

[Jrlay sound:

[JHighlight click

oK ]l Cancel ]

- Co hailya chon

o Mouse Click: khi nhap chuét vao dbi tuong thi Iénh s& duoc
thuc hién.

o Mouse Over: khi di chuyén chuét qua déi tuong thi lénh s&
duoc thuc hién.
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- Tachon Mouse Click . Trong phan Mouse Click s& cé cac lya chon sau:
o None: Khong thuc hién gi ca.

o Hyperlink to: Cho phép lién két dén cac slide khac trong
cung bai trinh dién, lién két dén cac bai trinh dién khac,
lien két dén cac dang tai liéu khac nhu Word, Excel, lién
két dén trang web, ...

o Run program: Chay mot chuong trinh ung dung (c6 duoi
.exe).

o Ta chon Hyperlink to. Trong khung bén duéi chon Slide...

4.1.2. Lién két véi mot bai trinh dién khac:

4.1.3.

- D& tién hanh lién két véi mét bai trinh dién khac ta thyc hién cic budc
twong tu bén trén nhung trong muc Hyperlink to thi chon Other PowerPoint
Presentation...

Lién két véi cac dang tai liéu khéc:
- Cac tai liéu khac cé thé 13 mét file Word, Excel, trang web...

- Thuc hién cac budc tuong tu bén trén nhung trong muc Hyperlink to thi
chon Other File...

4.1.4. Chay mot chwong trinh:

- Trong ldc trinh dién, chang nhitng ta cé thé lién két véi cac slide khac, bai
trinh dién khac ma con cé thé chay cac tng dung khac nhuw Word, Excel,
Calculator, bat cu file nao c6 dudi la exe.

- D& thyc hién Iénh goi chuong trinh ta thuc hién cac budc twong ty bén
trén nhuwng khong chon_muc Hyperlink to ma chon muc Run program.

4.2. Tinh chinh ban trinh dién

1. Tuy bién ban trinh dién:

N&u ban c6 mot bai trinh dién dai gobm nhiéu slide, khi can trinh bay trudc doi
twong A Ban chi muén trinh bay mét sé slide nhat dinh, con khi trinh bay trudc doi
twong B ta lai can trinh bay mét s6 slide khac, lGc nay ta phai tly bién bai trinh dién
cua ban.

Tuy bién bai trinh dién tic |3 tao ra nhiéu bai trinh dién khac nhau, phu hop véi cac
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muc dich va d6i twong khac nhau nhung van chi can dya trén duy nhat mot bai soan
ban dau.

Cach tién hanh nhu sau:

- Sau khi soan bai trinh dién hoan tat.
- Trong menu Slide Show/ Custom Shows... Man hinh s& xuat hién twong tu bén
dudi

Custom Shows

Custam shows:

Close

Nhap chon New

slide show name: |Shu:uw 1 |

sSlides in presentation: Slides in custam show:

. Shudy s
. Slide 2 T
. Slide 3
. Slide 4
. Slide 5
. Slide &
. Slide 7 W
, Slide &
, Slide 9

B

OO0 =] T R e G e

£

Cancel

o Dat tén cho Show trong 6 Slide show name.

o Chon céac slide muén trinh dién réi bAm nat Add >>
o BAam OK.

o Bam Close.

o Sau ndy, khi mudn trinh dién Show d3 tao. Ching ta vao lai menu
Slide

o Show/Custom Shows...Chon tén show can trinh dién roi bAm Show

o Né&u mudn chinh stra show d3 tao thi nhan Edit...
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o Né&u mudn xéa show d3 tao thi nhan Remove.

o NE&u mudn tao show mdi thi chon New...

Custom Shows

Cuskarm shows:

I
=
L
e

o]
=
=}
=

5. Thiét lap trinh chiéu

Chon Slide Show = Set Up Show

Set Up Show
Show bype Show slides
() Presented by a speaker (Full screen) [OF]
() Browsed by an individual (window) ) From: | S |ID= | & |

Show scrollbar Custom show:

() Browsed at a kiosk (Full screen) | |

Shows opkions Advance slides

[TLoop continuousky until ‘Esc’ O Manually

[15haw withaut narration (%) Using timings, if present
[ shiows withaut animation Multiple monitors

o —] | |

Show Presenter Wisw

Performance
[Juse hardware graphics acceleration
Slide show resolution: |[USE Current Resalution] w |

[ Ok ll Cancel ]

- All: Chon trinh bay tat ca slide

- From ...to...: Chon biéu dién tir slide nao dén slide nao.
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Presented by a speaker: Dé trinh chiéu slide I1én toan bd man hinh

Browsed by an individual: Dé trinh chiéu slide chi trong cira sé.

Loop continuously until ‘Esc’: Lap lién tuc cho dén khi nhan Esc.

Show without narration: Trinh chi€u ma khéng cé 13p lai

Slide show resolution : chon dé phan giai cho slide

Show without animation :Hién thi ma khéng cé hoat hoa

Pen Color: Chon mau cho but

Use Hardware Graphic acceleration dé dung mau cta phan cing hd tro.

Advanced Slide, chon Using timings, if present : S& dung dinh thoi gian trinh
chiéu.
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