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GIOI THIEU

OpenOffice.org 12 bd phan mém tng dung vin phong nguén mo duoc
phat trién bai Sun Microsystems va cong dong nguén mé, cd cac tinh
nang tuong ty nhu Microsoft Office. OpenOffice.org c6 thé chay trén
nhiéu hé diéu hanh, hd trg da ngdn ngir (trong d6 c6 ca phién ban tiéng
Viét), thuong xuyén dugc cap nhat va nang cap.
Phién ban OpenOffice.org 3.0 ké thira toan bd nhirng tinh ning uvu viét
ctia nhitng phién ban trude, dong thoi cai tién giao dién va biéu tuong
dep hon, truc quan va sinh dong hon, ngoai ra con thém nhiéu tinh ning
mdi nhu: ho trg Web 2.0, hd tro dinh dang ctia Microsoft Office 2007, bd
sung man hinh Welcome to OpenOffice.org va nhiéu tinh ning khac.
Nim 2008, Bo Khoa hoc va Cong nghé da bién soan bo sach huéng dan
sir dung va dia chuong trinh OpenOffice.org 2.4 cung cap cho cac B9,
nganh, dia phuong, cac to chirc va doanh nghiép 1am cim nang tra ciru.
Nam 2009, v6i bo sach OpenOffice.org 3.0, ching t6i hy vong phan
mém nay s& trd nén gan giii, than thién hon voi ngudi st dung. Cac tinh
ning dugc nang cap ctia OpenOffice.org 3.0 s& dap tng tot hon nhu cau
st dung cua dong dao nguoi dung.
Gibng nhu phién ban 2.4, bd sach OpenOffice.org 3.0 ciing bao gdbm 04
quyén tai liéu va dia chtra cac chuong trinh phan mém:
» Tai liéu hudng dan st dung phan mém Soan thdo vin ban
OpenOffice.org Writer.
W Tai liéu huéng dan st dung phan mém Béng tinh dién tir
OpenOffice.org Calc.
» Tai liéu hudéng dan sir dung phan mém Trinh dién hoi thao
OpenOffice.org Impress.
» Tai liéu hudng dan sir dung phan mém Mozilla Thunderbird
2.0, Mozilla Firefox 3.0 va UniKey 4.0.
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Trong tai lidu nay, chiing t6i s& huéng dan cic ban sir dung phan mém
Trinh dién hoi thao OpenOffice.org Impress. OpenOffice.org Impress c6
tinh ning twong ty vé mit giao dién va cach sir dung nhu Microsoft
Office PowerPoint, dé hoc va dé str dung. OpenOffice.org Impress ngay
cang dugc uva chudng va sir dung rong rai bdi tinh hi€u qua cao trong
cong viéc.
Lan dau lam quen vé&i OpenOffice.org Impress, cach hoc nhanh nhét 13
doc hét tai liéu, sau d6 tién hanh thuc hanh ngay trén may tinh khi két
thuc moi chuong, néu c6 van dé khac mic ban tra ctru lai tai liéu dé hiéu
rd rang hon. Dbi véi ngudi dung di co kinh nghiém sir dung phan mém
Microsoft Office PowerPoint, tai liéu ndy c6 gia tri dé tra ctru trong qua
trinh str dung.

Noi dung cudn sach bao gom:
Chuong 01: Lam quen v&i Impress
Chuong 02: Xay dung céc Slide
Chuong 03: St dung cac Template

Phu luc: Su khéac nhau co ban gitta Impress va PowerPoint

*® & & o o

Mot s6 cau hoi thuong gap




Huréng dan sir dung OpenOffice.org Impress

CHUONG 01: LAM QUEN VOI IMPRESS

Sau khi hoan thanh chwong nay, ban c6 thé nim dwoc:
S Cach khoi dong Impress

Cira s6 OpenOffice.org Impress

Tao mot trinh dién maéi

Trinh dién slide

Luu tép trinh dién 1én dia

M tai liéu da ton tai trén dia

Xuat khéu tai liéu ra dang tép .PDF

OO0 000

Thoat khdi chuong trinh 1am viéc

1. Cach khéi dong Impress

C6 rat nhi€u cach c6 thé khéi dong dugc phan mém Impress. Tuy vao

muc dich 1am viéc, s& thich hodc su tién dung ma ta c¢6 thé chon mot

trong cac cach sau day dé khoi dong:

Cach 1: Nhan nut Start\Programs\OpenOffice.org
3.0\OpenOffice.org Impress.

Cach 2: Nhan nut Start\Programs\OpenOffice.org
3.0\0penOffice.org, xuit hién man hinh Welcome to
OpenOffice.org. Tai man hinh nay, nhan chudt vao biéu tuong
Presentation.

Cach 3: Bam dtp chudt 1én biéu tuong ciia Impress néu nhu nhin
thdy né bat ky ¢ chd nao trén man hinh Desktop,...

Cach 4: Néu mudn mo nhanh mét tép trinh dién gan ddy nhét trén
may tinh dang lam viéc, c6 thé chon Start\Documents, chon tén tép
trinh dién (Impress) cin mo. Khi d6 Impress s& khoi dong va mo
ngay tép trinh dién vira chi dinh.
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Man hinh lam viéc chinh cua Impress xuat hién, cho phép chon huéng
lam viéc:

Presentation Wizard

c)‘

Type
@ Empty presentation

() Erom template

{:} Cpen existing presentation

Preview

[ oo miok shows this wizard again

o[ el ] [ eren [ oo

Hinh 1: Cira sé Presentation Wizard
- Empty presentation: dé bat dau tao méi mot tép trinh dién.
- From Template: dé bat diu tao m&i mot tép trinh dién str dung mot
mau dinh dang san da c6 trong thu vién Impress.
- Open exiting presentation: d¢ mé mot tép trinh dién di c6 san (chi
dung cach nay khi ma ban da c6 nhiing tép trinh dién trén may).
2. Cira s6 OpenOffice.org Impress

Cira s6 OpenOffice.org Impress gdm 3 thanh phan chinh: Ngin danh
sach cac slide, vung thao tac va ngan danh sach cac tdc vu. Ngoai ra, ctra
s6 OpenOffice.org Impress con c6 mot vai thanh cong cu va bo didu
huéng dé tro gitp cho nguoi dung tao man trinh dién.
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& Untitled 1 - OpenOffice.org Impress EEE

Eile Edit View Insert Format Tools Slide Show Window Help x
R ] B &Y 8 B e b E @ @ % @ | Biside [0S Design W
. S
PR M= | [oooem 2] [lack | @A [coor v |Ebues v = .
\
Slides % | |Normal |outine |Yotes | Handout | Slide Sorter Tasks Vigw v X
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Thanh céng cu
Slide: 1
\ Ngan danh sach
cac tac vy
Ngan danh sach H
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Vung thao tac

> Custom Animation
I Slide Transition

~

< ] 2>
]/ =0T ¢-%-¢ - 8- -H - P-&- &2 ORE | &FH-7- : B
| |4 23s3j1351 1M oooxo.00 o || side1f1 Default

Hinh 2: Giao dién Impress
2.1 Ngan danh sach cac slide (Slide pane)

Ngin danh sach cac slide bao gdm cac hinh anh thu nhé cia céc slide
trong man trinh dién cua ban. Dé hién thi slide ban nhan chudt vao slide
dé slide d6 xuat hién trong ving thao tac.

2.2 Ngan danh sach cac tac vu (Task pane)

Ngian danh sach céc tac vu gdm 5 phan:

- Céc trang chinh — Master Pages: Tai ddy ban c6 thé x4c dinh style
cho slide. Impress gdm nhiéu trang chu duoc dong goi trude. Mot
trong s6 d6 mic dinh 1a slide tre“ing, sb con lai co phong nén.

- Biéu miu — Layouts: 20 mau di dugc dong goi trude. Ban c6 thé
chon biéu mau mong muén, déng thot ban hoan toan co thé chinh stra
n6 theo yéu cau ctia chinh ban.

- Thiét ké bang — Table Design: Tai day ban c6 thé thém cac bang biéu
vao slide ctia minh va chinh stra chiing mét cach dé dang.
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- Hoat hinh tiy chinh — Custom Animation: Phan nay gom rat nhiéu
hiéu ing hoat hinh ma c6 thé duoc ap dung & bét clr thoi diém nao
d6i voi nhitng dbi tuong di chon cia timg slide.

- Dijch chuyén slide — Slide Transition: Hé théng di tich hop sin 56
cach chuyén dong cua slide. Ban c6 thé chon toc do chuyén dong
(chdm, binh thudng, nhanh). Pong thoi, ban ciing c¢6 thé lya chon
chuyén dong ty dong hay tha cong.

2.3 Vung thao tac

Vung thao tac gém cO 5 trang: Normal, Outline, Notes, Handout va
Slide Sorter.

2.3.1. Ché a6 xem théng thurong - Normal View:
La ché do xem chinh dé tao nhiing slide riéng 1¢. St dung ché d6 xem
nay dé dinh dang va thiét ké cac slide va thém cac dong text, dd hoa va
cac hi¢u tng.
C6 hai cach dé dat slide vao trong ving thiét ké slide ctia ché 46 xem
Normal:
- Céch 1: nhan chudt vao hinh thu nho cua slide trong ngin danh sach
slide — Slide pane.
- Céch 2: sir dung bo diéu hudng
o Pé md bo diéu huong, nhan chudt vao biéu tuong
Navigator “ trén thanh cong cu hodc nhin t6 hop phim
Ctrl+Shift+F5.
0 Chon mdt slide bang cach cudn xudng danh sach trong bd
diéu hudng cho dén khi nao ban tim thdy slide ma ban
mong mudn thi bam dtp chudt vao slide do.

2.3.2. Ché dj xem phdn cdp - Outline View:
Hién thi céc tiéu dé, cac muc duge danh ddu muc luc va danh s trén mdi
slide theo dinh dang phan cap. Sir dung ché d6 xem nay dé sap xép lai
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trat tu cua cac slide, chinh stra dé muc va ti€u de, sap xép lai trat tu cua

cac danh muc trong mot danh sach hodc thém mai cac slide.

Néu mét slide nam khong dung vi tri, ban co thé di chuyén né dén vi tri
ding nhu sau:

- Nhan chudt vao biéu tugng cta slide ma ban muodn di chuyén.

- Kéo va tha vao vi tri ma ban mong mudn.

a Gi¢i thiéu cach trinh bay
trrdc dam déng
* Ngoén ngilr
» Céng cu hé tro
* Ctrchi .
aCac cong cu ho tro
» May chiéu
* May tinh
* Loa, dai
* Mid|

Hinh 3: Giao dién trinh dién & ché do outline

2.3.3. Ché @6 xem c6 phan ghi chii - Notes View:

Ché d6 nay cho phép ban thém cic ghi chu cho ting slide ma khong
duoc nhin thay khi man trinh dién dugc thuc hién.

Nhén chon thé Notes trong Ving tic vu - Workspace.

Chon slide ma ban mudn thém cac chd thich bang cach bam dup
chudt vao slide d6 trong ngin danh sach cac slide hodc bam dup
chudt vao tén cua slide trong bd diéu hudng.
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Trong hop textbox bén dudi cia slide o, nhan vao dong chit “Click
to add notes” va nhap ndi dung chu y vao.

| |N0rmal || Outline |Notes |Hand0ut || Slide Sorter |

Céc ciing cy hé tro

+ My chidu
« Midy tinh
+ Loa, dai

* i

Clickto add notes

< M} ] >

Hinh 4: Giao dién trinh dién & ché do Notes

2.3.4. Ché d6 xem nhiéu slide trén mét trang in - Handout View

Ché d6 xem nay cho phép ban in cac slide trén mot trang in. Ban co thé

chon mot, hay hai, ba, bon hay sau slide trén cung mdt trang tur phﬁn mau
Layouts trong Ngan danh sach cac tdc vu Tasks. Cac hinh anh thu nhé
cta cac slide co thé duoc sip xép lai trong ché do xem nay bang cach
kéo, tha.

Pé in mét handout, thao tic nhu sau:

Chon nhiing slide muén in & ché d6 handout.

Vao menu File\Print hoic nhan t6 hop phim Ctrl+P dé mo hop hoi
thoai Print.

Trong khung Print content, chon Handouts tai 6 Content.

10
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- Nhén nat <<OK>> dé thyuc hién thao tac in.

2.3.5. Ché dé sdp xép slide - Slide Sorter View

Ché do nay hién thi cac hinh thu nho cua tung slide theo trat tu. St dung
ché d6 hién thi nay dé sép xép lai trt tu cua céc slide, xay dung mot man
trinh dién slide duoc dit gid hodc thém céc ché do chuyén dong giita cac
slide da chon.

Mormal | Outline |Mates | Handout |Slide Sorter

1 2 3
Bai1 Baiz Bai3
- Cah e met slkle -« T 44 brgry i1 - Cah ko Ny
+ Canhchinh siva side oLt UL + Cachchibh sira iy
. Camrcasiide - Chbh sira A irgm iy
dhiva
Slide 1 Slide 2 Slide 3
4 - 5 N &
Bai 4 — Bigu d3 Bai5 —fd hoa B 5 —E hinh
-« Cadhehen i hga ir - Caiien W harh
may rean g oy
< ot chlbh stra < camud cacdA
I I s hromy 05 a3 chu
Slide 4 Slide 5 Slide &

Hinh 5: Giao dién trinh dién & ché do Slide Sorter
Dé di chuyén mot slide trong mot man trinh dién st dung ché do xem
Slide Sorter:
- Nhéan chudt vao slide muén di chuyén, khi d6 xuat hién mot duong
vién day mau den bao quanh né.
- Kéo slide @6 cho dén khi duong thang mau den nay nam tai vi tri ma
ban mudn di chuyén dén thi tha chudt.

11
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2.4 Thanh coéng cu

Céc thanh cong cu khac nhau ctia Impress c6 thé dugc hién thi hodc an di
bang cach vao menu View\Toolbars.

2.5 Diéu huéng

Bo6 diéu hudng hién thi tat ca cac déi tuong nam trong mot tai li¢u. B
diéu hudng cung cip cho nguoi sir dung mot cach thirc thuan tién dé di
chuyén trong toan bd mot tai liéu nao d6 va tim ra nhitng hang myc trong
tai liéu. Nut diéu hudng nam trén thanh cong cu. Ban ciing c6 thé hién thi
bo diéu huéng bang cach vao menu Edit\Navigator hoic nhan chudt vao
biéu twong Navigator & trén thanh cong cu hay nhan t6 hgp phim
Ctrl+Shift+F5.

MNavigator @

bobl g v om -

IRECHIER YU BAN HANG -

| ] Mdidung

| ] Cacbadt todn dink khodn

| ] Truc tigp

[ slides

[ slide s

| ] Chuygn hang chér chip nhin

| slide &

[ ] frai by ki gir 3
BanHang (alpha) w

Hinh 6: Hinh minh hoa b diéu hwéng ciia Impress

3. Tao mjt trinh dién méi

C6 nhiéu cach d¢ tao mot trinh dién méi:

- Tir menu hé thong hoic tir biéu twong ctia chwong trinh Impress trén
thanh Taskbar.

- Tir bat ctr mot tai liéu OpenOffice.Org Impress dang mé san, ban ¢
thé nhan chudt vao miii tén bén phai biéu tuong New iZ ™ trén thanh
cong cy, sau d6 chon Presentation tur thuc don $0 xuéng.

12
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Khi ban bat dau véi Impress, hop hodi thoai Presentation Wizard - trinh
biéu dién théng minh xut hién:

Presentation Wizard

%

Tvpe
@ Empty presentation

") Erom template
O Open existing presentation

Preview

[] o not shawe this wizard again

Help ] [ Cancel ] [ PlEok ] [ Create

Hinh 7: Giao dién Presentation Wizard — budc 1

- Nhén nat <<Next>>, néu ban chon muc Empty presentation thi hop
hoi thoai Presentation Wizard budc thir 2 xuét hién. Néu ban chon
muc From template ¢ budc 1 thi mau slide s& duoc hién thi & muc
Preview trong hdp hoi thoai Presentation Wizard.

13
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Presentation Wizard

Select a slide design

|F‘resentatinn Backgrounds v |

<Criginal=
Dark, Blue with Orange
Subtle Accents

Select an autput mediunm

Original (%) Screen
() Overhead sheet ) slide Breview
O Paper
[ Help ] ’_ Cancel ] ’_ << Back ] L FlEsk J [ Create

Hinh 8: Giao dién Presentation Wizard — buéc 2

- Nhan nat <<Next>> dé chuyén sang budc 3.

= Presentation Wizard

Select a slide transition

Effect o Effect ~|

Speed |Medium b |

Select the presentation tvpe
(%) Default

O Aukornatic

Durakion of page 000010
Duration of pause og:00:10 Prewview

Show logo

[ Help ] I_ Cancel ] I_ < Back ] Mext ==

Hinh 9: Giao dién Presentation Wizard — budc 3
- Chon kiéu hiéu tng dich chuyén cua slide trong muc Effect.

- Chon tbc do cho hiéu tng da chon trong myc Speed. Thuong toc do
binh thuong — Medium la Iya chon t6i uu.

14
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Nhan nut <<Create>> dé tao mot trinh dién moi.

3.1 Tao slide dau tién

Slide dau tién thudng 1a slide tiéu dé. Ban c6 thé sir dung cac mau da

thiét 1ap sin trong phan Layouts cta ngin Téac vu.

Chon mot mau trong phan Layouts ciia ngin tic vu bang cach nhin
chudt vao mau can chon. Mau vira chon s& xuét hién trong vung thao
tac.

Pé tao tiéu dé, nhan chudt vao vung “Click to add title” roi nhép
ndi dung can thiét.

Mudn diéu chinh dinh dang cho tiéu dé& d6, nhan phim F11, sau do
nhan chudt phai vao style Title va chon Modify.

Néu ban dang st dung mau Title, Text thi nhan chon “Click to add
an outline” dé nhap thém thong tin cho tiéu dé phy. Cach dinh dang
tuong tu nhu véi tiéu dé chinh.

3.2 Chén thém cac slide

Céc thao tac dé chen thém céc slide v€ co ban s€ gidong nhu viéc chon

slide tiéu dé. D6 1a mot quy trinh phai thyc hién 1ap di ldp lai nhiéu lan

cho mdi slide. Trur phi ban dang sir dung nhiéu hon mot slide chinh, mdi

quan tim cta ban chi 12 phan Layouts trong ngin tac vu.

15
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% Layouts

il sl SEEEE

: ‘

iil

iil

|

[ ]

(]
H‘ ‘ .'|||‘
ilil ﬂ

=

[wa]

iil

Hinh 10: Danh sach cac layout trong ngan tdac vu

» Budc 1

- Pé chén mdt slide mdi, ban vao menu Insert\Slide, hoic nhan chudt
phai trén slide hién tai va chon Slide\New Slide, hoic nhin chon biéu
tugng Slide trén thanh céng cu man trinh dién — Presentation

toolbar.
- %) gide [F0)Side Design (=) Slide Show
Hinh 11: Thanh c¢éng cu trinh dién — Presentation toolbar
» Budc 2
- Chon slide dap tmg dugc nhu cu ctia ban nhét.
» Budc 3
- Piéu chinh cac yéu t6 trén slide.

- Loai bo nhiing yéu t6 khong can thiét trén slide.

16
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0 Nhéan chon yéu tb can bo di.
0 Nhan nut Delete.

Thém nhitng yéu t6 can thiét vao slide
0 Thém anh vao khung:

» Chon mau c6 thé chén hinh anh

= Béam dbp chudt vao hinh trong khung, hop hoi thoai
Insert picture xuat hién.

» Chon hinh anh can chén, c¢6 thé xem trudc hinh anh
bang céach tich chon muc Preview ¢ phan cudi cia
hop hoi thoai Insert picture.

= Nhin nat <<Open>>.

= Diéu chinh hinh anh néu can thiét.

0 Cheén hinh anh tir cac tép dir li¢u dd hoa vao céc vi tri khac
nhau:

= Vao menu Insert\Picture\From File. Hop hoi thoai
Insert picture xuat hién.

» Chon hinh anh can chén, nhan nat <<Open>>.
= Di chuyén hinh anh dén vi tri can thiét.
= Piéu chinh hinh anh néu can thiét.
0 Thém cac dbi twong nhiing va lién két — OLE:
= Vao menu Insert\Object\OLE Object, xuit hién

hop hoi thoai Insert OLE Object chén ddi tuong
moi1 hoan toan.
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Insert OLE Dbject

() Create From file

0 Spreadshest

g 3.0 Chart Help
OpenCffice.arg 3.0 Drawing —
CpenCffice.org 3.0 Formula

OpenOffice.arg 3.0 Text

Further objects

Hinh 12: Hop hoi thoai Insert OLE Object — Create new

* Néu mudn chén doi tugng nhing va lién két mdi
hoan toan thi nhan chon muc Create new, sau do
nhan nit <<OQK>>.

= Néu mudn chén d6i twong nhung va lién két da co
san nhan chon Create from file, xuit hién hop hoi
thoai Insert OLE Object chén ddi tuong da co san.

Insert OLE Dbject

O Create new

F"T |
] Unk to Fle

Hinh 13: Hop hoi thoai Insert OLE Object — Create from file

= Nhin nat <<Search>>, xuit hién hop hoi thoai
Open, chon tép chira dbi twong nhing va lién két
mudn chén.

= Nhin nat <<Open>>.
» Nhin nat <<OK>>.

0 Thém céac dong text vao trong mot slide:
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= Néu trong slide c6 chwra text, ban nhan chudt vao
phan “Click to add an outline” trong phan khung
text roi sau d6 nhap nodi dung text.

= Dong text ban chén vao s& tu dong phan cép.

3.3 Doi tén slide

- Nhéan chudt phai vao hinh anh slide thu nho trén ngin cac slide hoic
¢ ché d§ xem sap xép — Slide Sorter.

- Chon Rename Slide.

- Trong truong tén, x6a tén cii va nhap tén moi cho slide.

- Nhan nat <<OK>> d¢ luu giit su thay doi.

4. Trinh dién slide

Ban c6 thé st dung cac tinh ning trinh dién slide dé kiém dinh két qua.

Cé6 nhiéu cach co6 thé mé dugc tinh nang nay:

- Céch 1: Nhin chudt vao biéu tuong Slide Show trén thanh cong cu
trinh dién — Presentation toolbar.

- Céch 2: Vao menu Slide Show\Slide Show.

- Céch 3: BAm phim F5 hoic F9.

Man hinh trinh dién slide s€ hién ra trén toan bo man hinh nhu sau:

Céng ty Co phan MISA

Huéng dan thuc hanh OpenOffice.org
Impress
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Hinh 14: Giao dién slide gioi thiéu trong mot man trinh dién mau

- Mubn chuyén dén slide tiép theo trong khi trinh dién, ban nhan chudt
trai hodc nhan phim Enter.

- Muén thoat khéi man hinh trinh dién, dé tré vé man hinh thiét ké thi
nhan phim ESC.

5. Luu tép trinh dién 1&n dia

Pé luu tép trinh dién dang lam viéc 1én dia, c thé chon mot trong cac

cach sau:

- Céch 1: Vao menu File\Save.

- Céich 2: Nhan chudt vao biéu tuong Save = trén thanh cong cu.

- Céch 3: Nhin t6 hop phim Ctrl+S.

S€ c6 hai kha nang xay ra:

- Néu day la tai liéu mo1, hop thoai Save As xuét hién, cho phép luu tai
liéu nay boi mot tép tin moi.
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Save As
Save in: u:'l My Documents v ¢ ¥ = -
) IL)BAMG_LUGOMNG )My Received Files
:3 [C3)BHYH Ery shapes
My Recent L) Camkasia Studio ] bty videns
Docurnents |2 Dowenloads My Web Sites

= |5 Droppix Label Maker Misc ICh5naglt
£ L) Droppix Label Maker Projects  [C2)Snaglk Cakalag

Desklop I Handbook |21 Theme Windows
I)kien thuc [C5) Updater
. [)License |2 visual Foxpra Projects
_—) I License #1
Masker Cn
ty Documents (D Master Doc
LMy Google Gadgets
My Maps
-_:_‘)J'g .,E_D|My Music
.ﬂMy Pictures
ty Computer
‘,‘] File narne: B i trinh bay w
-

kA Metwork Save as lupe: ODF Prezentation [.odp) w

Automatic file name extension

[ 5ave with password

Hinh 15: Giao dién hop hoi thoai Save As

0 bDat tén tép tai 6 File name.

0 Chon phan mé rong cia tép tai 6 Save as type. Mic dinh
phan m¢d rong 1a ODF Presentation (.odp), tuy nhién ban
c6 thé chon luu tép dudi dang .ppt,...

0 Nhén nut <<Save>> dé két thuc viéc luu tép trinh dién.

- Néu tai liéu cta ban di duoc luu vao mot tép roi, khi ra 1énh luu dix
lidu, tit ca nhitng su thay doi trén tai liéu s& duogc luu lai 1én dia.

Ban nén thuc hién thao tdac luu tai liéu thwong xuyén trong khi lam viéc,
dé tranh mat dir lidu khi gap cdc sy co mat dién, hay nhitng truc trdc cua
mady tinh.
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6. M6 mét tép trinh dién da ton tai trén dia

Impress cho phép ban khong chi m¢ dugc nhiing tép trinh dién duoc tao
ra bang chuong trinh nay, ma con m¢é dugc ca nhitng tép trinh dién dugc
tao ra bang chuong trinh MS PowerPoint (t€p .ppt, tham chi 1a .pptx).

Pé md mot tép trinh dién d3 c6 san trén dia, ban c6 thé lam theo mot
trong cac cach sau:

- Cach 1: Vao menu File\Open.

- Cach 2: Nhin t6 hop phim Ctrl+0, hop hoi thoai Open xuét hién:

Hay tim dén thu muc noi chua tép trinh dién can moé. Chon tép, cuoi

Look i | (5 My Documents v QT &
N =y shapes ] pAfH MUC PHIM CAN
uﬁ (B pty videos 2] DANH SACH NHAN VIER
My Fecent My web Sites Danh_sach_dinh_khoar
Documents |73 5naglt L danhgianphanmeerpyie
= L2 5naglt Cakalog Cefault.rdp

: 15 Theme Windows IEﬂf)ia chi cac vign taihan
Daskiop () Updatar B DIEL LE MISA THANG &

i,

by Documents

|5 Visual Foxpro Projects
a.ﬂnniversary.xls

.,"_q Application_Form_CRE-Inkernet, pdf
IEﬂﬂan dich film cua Terrasoft.doc
) Bia b3 ligu, doc

(=] BTOZ e

.,r__-DIEU LE MISA THAMG &
%’jDoc thiu xem, PPS

EDS co dong misa, 02,04,
IE’JEmail Glossary . doc

L Excel specifications and
Export_Mirnosa2006., <n

‘_‘jg Cén nang cia tré,doc B Format tai liew, doc
- ham cong.ods @GIEY KT.doc
My Computer B Chiec xe Lexus va cay Oliu,doc {Z)Ham Calc,adt
- < >
:_!)] File name: Charn cong.ods A
by Hetwork,
Places Files af tupe: Al files (%) hd
Werzion; Current version b

[]Read-only

Hinh 16: Giao dién hop hoi thoai Open

cing nhin nat <<Open>> dé thyc hién mé tép.
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7. Xuét tai li¢u ra dang tép .PDF

- Tai mot vj tri bat ky trén van ban mudn xuit ra tép dang .PDF, nhéan
chudt vao biéu tuong Export Directly as PDF & trén thanh cong cu.

- Nhap tén cho van ban trong myc File name ctia man hinh hop hoi
thoai Export.

8. Thoat khéi chwong trinh lam viéc

Ban c6 thé thuc hién theo mot trong cac cach sau day dé thoat khoi moi

trurong lam vi¢c Impress:

- Céch 1: Vao menu File\Exit.

- Céch 2: Nhan chudt vao biéu tuong Clese trén tiéu dé cira s6 Impress
hodc nhan t6 hop phim Ctrl+Q.
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CHUONG 02: XAY DUNG CAC SLIDE

Sau khi hoan thanh chwong nay, ban c6 thé nim dwoc:
S Quan ly cac slide

Dua thong tin 1én slide

Thiét 1ap hiéu tmg trinh dién

Cira so Sorter

K§ thuat trinh dién

O 00 00

In an

1. Quan ly cac slide

1.1 Lam viéc véi slide chinh

1.1.1. Slide chinh la gi?

Slide chinh 1a mdt slide dugc st dung dé khoi dau cho cac slide khac.
Tuong tu nhu style cia trang trong OOo Writer. Slide chinh quan 1y toan
bo nhitng dinh dang cua tat ca cac slide dua trén nd. Mot man trinh dién
c6 thé c6 hon mot slide chinh.

Mot slide chinh c6 mot tap hop cac thudc tinh dinh san bao gém mau
nén, d6 hoa hay d6 dbc, ddi twong (nhu logo, dudng trang tri va cac do
hoa khac) trong phong nén, tiéu dé dau, tiéu dé cudi trang. ..

Tat ca cac thudc tinh cua slide chinh duge quan 1y boi cac style. Céc
style cua bat ctr slide mdi duoc tao ra déu duogc ké thira tir slide chinh.
Noi cach khéc, céc style cta slide chinh dugce 4p dung va tich hop san
cho tat ca céc slide dugc tao ra tir slide chinh. Bét cir sy thay doi style
nao trong mot slide chinh thi s& kéo theo sy thay do6i ¢ tat ca cac slide
duoc tao trén co sé cua slide chinh do.
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1.1.2. Thao tac voi Slide chinh

Impress c6 mot sb slide chinh da duoc dong gbi san. Cac goi slide chinh

nay duoc hién thi trong phan Master Pages trong ngin tac vu. Phan nay

gdbm c6 3 muc con: Use in This Presentation, Recently Used va
Available for Use.

Tao slide chinh:
o Dé bit dau hay chinh sta slide chinh, ban vao menu

View\Master\Slide Master.

Trén thanh cong cu nhdn chudt vao biéu tuong New
Master |- hozc nhan chudt phai vao slide chinh thi nhat
trén ngan céc slide rdi chon New Master.

Mot slide chinh thit hai xuit hién trén ngan cac slide.
Chinh sira slide chinh nay theo ¥ mudn. Ban nén d6i tén
cta slide chinh méi ndy bang cach nhin chudt phai vao
slide trén ngan céc slide va chon Rename master.

Nhan biéu tugng Close Master View dé dong thanh cong
cu Master View.

Ap dung moét slide chinh:
0 Pam bao phan Master Pages dang duogc hién thi trén thanh

tac vu.
Dé 4p dung mot trong sb cac slide chinh cho tit ca cac
slide trong man trinh dién, nhan chon slide chinh d¢ trong
danh sach
Dé ap dung mot slide chinh khac cho mot hay nhiéu slide
duoc lua chon.

» Trong ngéan céc slide, chon cac slide ma ban mubn

thay doi.
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* Trong thanh tac vy, nhan chuot phai vao slide chinh
ma ban mudn 4p dung cho tat ca cac slide da chon,
sau d6 nhan chon Apply to All Slides.

- Chinh stra slide chinh:
bé thay dbi slide chinh, ban thuc hién nhu sau:
DPam bao cira sd Styles and Formatting dang mo.
Chon slide chinh dé thay doi.
Vao menu View\Master\Slide Master.

Nhén chon muc Master Pages o ngin tac vy.

O O O O

Chon slide chinh ma ban muoén chinh stra trong s6 nhiing
slide co san.

0 Tién hanh chinh sira, sau d6 nhan biéu twong Close Master
View trén thanh cong cu Master View.

- Chon phong nén va tng dung phong nén trong slide:

0 Vao menu Format\Page, sau d6 chon th¢ Background
hodc nhan phim F11 dé m¢ ctra s6 Styles and Formatting,
sau do nhan chuot phai vao muc Background, sau do chon
Modify.

0 Chon hinh thirc d6 mau nén:

= None: khong tao mau nén.

» Color: chon mau nén.

» Gradient: chon kiéu t6 déc.

= Hatching: chon ché do duong gach bong trén hinh
VE.

= Bitmap: chon anh bitmap dé tao phong nén.
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Background

Area

Fil
Cobr B
I Elack ~
I Elue
B Green
I Turquoise
Il Red
I ragenta
I Erown
B cray
[ Light gray
I Light blue

[ Light green
T LiaktE Fwan v

l

Ok,

H Cancel H Help ” Reset

- Thém cac d6i twong 1am phong nén:

Hinh 17: Giao dién hop hoi thoai Background

0 Nhin nit <<QK>>,

Dé thém cac dbi twong hay do hoa lam phong nén nhu logo, duong trang

tri, ... OpenOffice.org cung cip cho ban mét sd luong 16n cac dinh dang

anh.

Vao menu View\Master\Slide Master.

Vao menu Insert\Picture\FFrom File.

Tim dén noi chira hinh anh ma ban muodn chén vao slide,

chon hinh anh do.

0 Nhin niit <<Open>>.

- Chinh stra kich ¢& va hinh dang ctua vung van ban

Khi mét slide chinh duwoc mé dé chinh sira thi slide d6 s& gom 5 vung:

» Vung ti€u dé cho ché d6 miu tu dong — Title area for

AutoLayouts.
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» Vung d6i tuong cho ché d6 mau ty dong — Object area for
AutoLayouts.
» Vung chén ndi dung ngay thang — Date area.
» Vung tiéu dé cudi trang — Footer area.
® Ving so trang slide — Slide number area.
0 Céch 1: Str dung chuét
= Nhén chudt trai vao bat cir viing ndo trong s6 5 ving
n6i trén dé hién thi 8 nat vudng mau xanh xung
quanh hinh chir nhét, ban dung cac nat ndy dé chinh
stra kich thuéc va vi tri cta ving can chinh stra.
= Di chuyén chudt dén mot trong nhitng nat vudng
mau xanh, cho dén khi con tré thay ddi hinh dang.
Sau d6 nhan chudt trai va kéo ving van ban dén vi
tri mong muén.
0 Céch 2: Stir dung hop hoi thoai Position and Size
= Nhén chudt vao mot diém bat ky trong viing vin ban
can chon.
= Nhin phim F4 hoic vao menu Format\Position
and Size, xuat hién hop hoi thoai nhu sau:
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Position, and| Size

Position and Size | Rotation | Slant & Corner Radius
Paosition
Base poink
Position % 0.55" - g
{ { {
. " -~ | |
Position ¥ 0,38 £ o~ -~ -
Size
Base point
tWidth 9.92" - N
{ { {
n I I
1.28 F—
Protect Adapt
[ Position ] Eit width to kext
[ 5ize Fit height ko text
[ (0] l [ Cancel ] [ Help ] l Reset

Hinh 18: Hop hoi thoai Position and Size
= Thiét lap cac thong tin can thiét:
e Position: xac dinh vi tri doc, ngang cua vung
chir nhat.
e Size: xac dinh chiéu rong va chiéu cao cia
vung chir nhat.
= Nhéin nat <<OK >>.
- Cac chinh stra khac:
Ngoai viéc chinh sira vé& hinh dang, kich c& va vi tri, ban ciing c6 thé
chinh stra cac yéu t6 khac trong 5 ving van ban cta slide chinh nhu
phéng nén, duong vién, can chinh,. ..
Ban c6 thé thuc hién viéc chinh sira cac yéu té nay theo nhiing cach sau:
» Thiét 1ap cac thong sd va chinh stra vé style ciia phong nén
va duong ké ¢ trong menu Format.

» Ngoai ra ban con cé thé thuc hién viéc chinh stra voi thanh

29



Huéng dan sir dung OpenOffice.org Impress

cong cu Drawing.
o Pé hién thi thanh cong cu Drawing ban vao menu
View\Toolbars\Drawing.
N/ EST|2 % -9 @« @ P % K/ EORBE 8.
Hinh 19: Thanh céng cu Drawing

0 Nhén chon vung hinh chit nhat can chinh sira.
0 Nhin chudt vao miii tén bén phai cia biéu tuong
Alignment hoac Arrange trén thanh cong cu Drawing.

- Chén text vao tat ca cac slide:

Mot s6 slide chinh dugc cung cdp co nhitng ddi tugng text & phan tiéu dé

cudi trang. Ban co thé thém cac ddi twong text khac vao trang chinh —

Master page cho cic slide ciia ban nhu 1a mot tiéu dé dau trang hoic

tiéu dé cudi trang.

- Vao menu View\Master\Slide Master.

- Nhéan chudt vao biéu twong Text 4 trén thanh céng cu Drawing va
kéo dén trang chinh dé v& mot ddi tuong ¢ dang text, sau d6 nhap noi
dung text can thiét hodc dan ndi dung text vao noi mong mudn.

- Vao menu View\Normal khi hoan thanh viéc chén text

- Pé chén mot truong nhu ngay thang hay sb trang vao mot ddi tuong &
dang text trong viung dau trang hoic cudi trang, vao menu
Insert\Fields va chon truong can thiét tir menu phu. Néu ban mudn
stra mot trudng nao d6 trong slide, trudc hét chon slide co trudong
mudn stra, sau do vao menu Edit\Fields.

1.2 Lam viéc véi style

Style 1a mot tap hop cac dinh dang ma ban co thé ap dung cho cac hang
muyc trong trinh dién cua ban dé thay d6i nhanh chong su xuét hién cua
chung. Khi ban 4p dung mot style tirc 1a 4p dung mdt nhém cac dinh
dang cung lac. Vi du: mot style xac dinh kiéu phong, kich thude, thyt 18
va khoang cach, diém dimg tab hay cac dic tinh khac cua text..
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Viéc sir dung style s& gitp cho ban kiém soat toan b man trinh dién tot
hon .

Pé mo cira so6 Styles and Formatting ban c6 thé vao menu
Format\Styles and Formatting, hodc nhan chon biéu tuong Styles and
Formatting #+ trén thanh cong cu hay nhan phim F11. Xuat hién ctra s6
Styles and Formatting.

Styles and Formatting X]

EE

MNotes

Ctline
Cutline 2
Cutling 3
Cutline 4
Cutline 5
Cutling &
Cutline 7
Cutline &
Ctline 9 _
Subtitle Graphics

Presentation
Styles

all Skyles w

Hinh 20: Cira s6 Styles and Formatting

1.2.1. Style trinh dién

Style trinh dién anh hudng 3 yéu té ctia mot slide master: nén, di twong
1am nén (chang han biéu tugng, duong trang tri va khung text) va dong
text dugc dit trong slide. Ban khong thé tao nhirng style trinh dién méi
ma chi co thé chinh stra dua trén céc style cil.

1.2.2. Style d6 hoa
Céc style @ hoa dnh huéng dén nhiéu yéu t6 trong mot slide. Chui y rang
style ctia text xuat hién & ca style trinh dién 1an style d6 hoa.

- Tao style dd hoa: Style dd hoa co thé tao béng hai cach:
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» Tao mot style mdi bang cach ding hop hoi thoai Style:
0 Chon biéu twong Graphics Styles trong ctra s6 Styles and
Formating.
o Dé két ndi mot style moi voi mdt style da ton tai, dau tién
chon style do, sau do nhan chuot phai va chon New, Xuat
hién hop hdi thoai nhu sau:

Graphics Styles

Texk Text Animakion Dirnensioning Connectar Alignrent Tabs
Organizer |Line | Area | Shadowing | Transparency | Font | Font EFfect | Indents & Spacing
Mame Inkitled1
Linked with Texk body 4
Cakegary Custam Styles W
Cankains
[ (a4 ] [ Cancel ] [ Help ] [ Reset ] l Standard

Hinh 21: Giao dién hop hoi thoai Graphics Styles
0 Thay doi mot sb thiét 1ap cho style méi dugc tao dua trén
style da c6 san.
0 Nhén nit <<OK >>.
» Tao style dd hoa tir vung lua chon:
0 Ban c¢6 thé tao mot style moi tur dd hoa va text dugc dinh
dang mot cach thu cong.

o Chon dbi tuong ma ban mudn lvu dudi dang mot style.
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Trong cira so Styles and Formatting, chon biéu tuong
New Style from Selection 7

Trong hop hdi thoai Create Style, nhap tén cho loai style

mol.

Create Style

Skwle name

My shyle

Hinh 22: Hop héi thogi Create Style

0]

Nhan nat <<OK>> dé luu cét style méi.

- Chinh stra style:

0]

0]
0]

Pé thay d6i style dang ton tai, nhan chudt phai vao style d6
trong cira sO Styles and Formatting va chon Modify.
Chinh stra cac thong tin can thiét trong hop hoi thoai

Nhén nut <<QK>>,

- Céap nhat mot style tir muc lya chon:

0]
0]

0]

Chon muc c6 dinh dang ma ban mudn tao style.

Trong cira s6 Styles and Formatting, chon style mudn cap
nhat.

Nhén biéu twong Update Style &,

- Ap dung cac style:

Trong Impress ban c¢6 thé ap dung céc style bang hai cach, ca hai cach
déu bat dau tir cira s6 Styles and Formatting.
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o Dau tién nhan chudt vao mot trong s6 céac biéu tuong nam
goc trén cung bén trai (style dd hoa hodc style trinh dién)
dé hién thi cac style trong danh sach ma ban mudn.

0 Sau do6 thuc hién mot trong sb céch sau:

»  Céach 1: bat diém chén vao trong doan van hoac dd
hoa, rdi bim dap chudt vao té€n cua style ma ban
mudn ap dung.

= Cach 2: Nhan chudt vao biéu twong Fill Format
Mode &. Khi con tré6 chudt chuyén sang biéu
tugng nay thi di chuyén biéu tuong d6 vao doan vin
dé tao style va nhan chudt. B bo Fill Format
Mode, nhén chuot vao biéu tuong Fill Format
Mode lan nita hodc nhan phim Esc.

» Xoa style:
Ban khong thé x6a hay loai bo bat cir style dd dung sin ciia OOo. Ban
chi c6 thé xo6a nhiing style do nguoi dung ty tao. Tuy nhién, trudc khi
x6a ban phai chic chin rang nhimg style d6 dang khong duoc st dung.
- Chon style can x6a trong cira s6 Styles and Formatting.
- Nhén chudt phai vao style can x6a rdi nhan Delete.
- Nhan nat <<Yes>> dé xac nhan x0a style khong can thiét do.

1.3 Cac thao tac co ban vai slide

1.3.1. Thém mot slide moi
C6 mdt vai cach dé thém mét slide vao trong mot man trinh dién
» Cach 1: Vao menu Insert\Slide.
» Cach 2: Nhan chudt phai vao ngin céc slide va chon New
Slide.
» Cach 3: Nhan chudt phai vao ving thao tac chinh & ché do
xem Slide Sorter va chon New Slide.
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W Cach 4: Trong ving thao tac & ché do xem Normal, nhan

chudt phai vao slide dang thao tac va chon Slide\New Slide.

1.3.2. Tao mot slide téng hop

Chon slide s& 1a slide ddu tién trong phan tong két man trinh dién

bang cach nhan chudt vao slide do trong ngan cac slide hodc nhan

chudt chon ché d6 xem Slide Sorter.

Vao menu Insert\Summary Slide.

Di chuyén slide nay dén noi ma ban muon n6 xuat hién trong man

trinh dién do.

1.3.3. Chén mét slide tir mot trinh dién khdc

- Ban c6 thé cheén cac slide tir cac trinh dién khac bang ba cach sau:

0o Cachl:

=  Vao menu Insert\File.

=  Nhan chon nit <<Browse>>, chon té€p c6 chura slide

muén chén rdi nhin nat <<Insert>>. Hop hoi thoai
Insert Slide/Objects xuat hién.

Insert Slides/Objects

= m fFile: [ 1T IDocuments 2 0and%s205ettingsn | (o] 4
Al
T
[owg]  Object 1
£ >
[ ] Link

Delete unused backgrounds

Hinh 23: Hop hoi thoai Insert Slide/Objects

= Trong hop hoi thoai Imsert Slide/Objects, nhin
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chudt vao nut mé rong céc file trinh dién, sau do
chon slide ma ban muon cheén.

» (6 thé tich chon muc Link.

* Nhéin niat <<OK>>.

o Cach2:

0]

= Nhin chudt phai vao slide muén sao chép ndi dung
dé chén vao mot trinh didn khac, réi vao menu
Edit\Copy hoic nhin vao biéu tuong Copy = trén
thanh cong cy hodc nhan t6 hop phim Ctrl+C.

» Mo trinh dién muén chén slide vao, dit con tro
chudt vao vi tri mudn chén slide, r6i nhan vao biéu

tuong Paste ©° trén thanh cong cu, hoic nhin
chudt phai chon Paste hay nhan t6 hop phim
Ctrl+V.

Cach 3:

* Nhan chudt vao slide ¢6 ndéi dung mudn chén vao
trinh dién.

= Giilr chuot va kéo tdi1 vi tri muon cheén, roi tha chuot.

bé sao chép va dan cac slide gitia céc trinh dién:

0]
0]
0]

Mo trinh dién ma ban muén sao chép va dan.

Vao menu View\Slide Sorter.

Chon céc slide can thiét, sau d6 vao menu Edit\Copy hoac
nhan chon biéu tugng Copy trén thanh cong cy hay nhan to
hop phim Ctrl+C hoic nhan chudt phai va chon Copy.
Chuyén sang trinh dién ma ban mudn dan cac slide méi sao
chép vao, sau d6 vao menu View\Normal.

Chon vi tri mudn dan slide, vao menu Edit\Paste hoic
nhan chon biéu tugng Paste trén thanh cong cu hay nhin
chon t6 hop phim Ctrl+V hoac nhan chudt phai chon
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Paste.

- Bé sao chép hoac di chuyén slide gitra cac trinh dién:

0]
0)

MG trinh dién mudn sao chép hoic di chuyén slide.

Sap xép cac cira s6 dé ca hai déu c6 thé nhin thay, vao
menu View\Slide Sorter trén mdi cira so.

Trong trinh dién c6 chira slide ma ban mudn sao chép hoic
di chuyén, chon slide mong muén.

Pé di Chuyén slide, ban kéo va tha ching vao mot trinh
dién khac.

Dé sao chép slide, giit phim Ctrl trong khi kéo va tha céac
slide.

1.3.4. Nhan ban mot slide

Cach 1:

Cach 2:

Nhén chon thé Normal hodc vao menu View\Normal.
Pam béo rang slide dé nhan ban dang nam trong ving thao
tac.

Vao menu Insert\Duplicate, slide dugc nhan ban s€ dugc
chén vao dang sau slide gdc va dugc hién thi trong ving
thao téc.

O ché d6 Normal, dua tré chudt vao slide ma ban muén
chén slide méi vao dang sau né.

Mé bd didu hudng va chon slide mudn nhan ban

Kéo slide d6 vao trong ving thao tac va tha nat chudt, xuat
hién hop hdi thoai Name Object.

Nhép tén cho slide méi dugc nhan ban.

Nhin nit <<QOK>>.
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1.3.5. Doi tén cia mét slide

- Cach 1:
Nhén chudt phai vao hinh nhé biéu tugng cia slide trong ngin céc
slide hodc trong ving vin ban chinh ctia ché do xem Sorter, rdi chon
Rename Slide.

- Cach2:
0 O ché d6 xem Normal, nhin chuot phai vao slide can thiét
trong vung thao tac, sau d6 chon Slide\Rename.
O Hop hoi thoai Rename xuét hién, nhap tén mai cho slide.

0 Nhin nit <<QOK>>.

1.3.6. Xoa mot slide

- Cach 1: O ché @6 xem Normal, Outline hoic Slide Sorter, chon
slide mudn xoa, sau d6 vao menu Edit\Delete Slide hoic nhan phim
Delete.

- Cach 2:
o O ngin cac slide, nhan chudt phai vao slide mudn xo6a va
chon Delete Slide hodc nhan phim Delete.
0 O ché do Normal, nhan chudt phai vao vung thao tac, chon
Slide\Delete Slide.

1.3.7. Tao slide ttr mot outline

- Gui mot outline tir Writer sang Impress:
Véi mot tai liéu van ban ¢ dang text chira cac ti€u dé dinh dang véi
cac style Heading mac dinh, tai chuong trinh Writer, vao menu
File\Send\Outline to Presentation dé tao mot trinh din méi chua
cac tiéu d& nhu mét outline.

- Gui mot ban tom tat tu dong trtru twong tir Writer vao Impress:
Néu mot vin ban dang text trong Writer gdm cac tiéu dé dinh dang
voi cac style Heading mac dinh, ban cé thé sir dung dac tinh
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AutoAbstract dé sao chép nhimg tiéu dé va mot sd doan vin tiép
theo vao mot trinh dién mdi. Ban c6 thé xac dinh muc do phan ca”ip
cling nhu s6 cac doan van duoc hién thi

0 Vao menu File\Send\Auto Abstract to Presentation.

O Trén hop hoi thoai Create AutoAstract, chon ) lugng
phan cép. Vi du: Néu ban chon 4 cép thi tat ca cac doan
vin duoc dinh dang tir Heading 1 dén Heading 4 cung véi
s6 cac doan vin dugc quy dinh & cip Subpoints per level.

Create AutoAbstract

Propetties
Included outline levels 3 |& K
Subpaoints per level 1 A Cancel

The abstract contains the selected number of paragraphs From
the included outline levels,

Help

Hinh 24: Giao dién hop hoi thoai Create AutoAbstract cua Writer

0 Nhin nit <<QK>>,

1.3.8. Sao chép va dan mot outline

Tao mot slide méi va chon mau “Title, Text” = trong danh sach
mau slide tir trong danh séach.

Dan vao trong vung text outline duoc tao bang Writer.
Khi dan, ciu tric phan cap ciia outline c6 thé bi mat, néu can hay sir
dung biéu tuong giam cap Demote trén thanh céng cu dinh dang text.

1.3.9. Dinh dang slide hay vung trang

Nhén chon thé Normal hoic vao menu View\Normal.

Vao menu Format\Page hoic nhin chudt phai chon Slide\Page
Setup, xuat hién hdp hoi thoai Page Setup.

Chon thé Page.
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Page Setup

Page | Background

Paper Format

Farrnat
Wtidth 11.02" E,
Height g.27" e
Orienkation O Parkrait

(*) Landscape Paper tray [From printer settings] b

Margins Layout settings
Left 0.o0" e
Right o.o0" e Format 1,2,3, ... w
Top 0.on" 2 Fit object to paper format
Bottom 0.00" &
[ (0] l [ Cancel ] [ Help ] l Reset ]

Hinh 25: Hép héi thoai Page Setup - Thiét ldp dinh dang trang
- Thé Page gom 3 phan:
0 Paper format: thiét lap cac thong sé c6 lién quan dén viéc
dinh dang trang.
= Format: chon kiéu dinh dang trang bang cich nhan
miii tén bén phai cua muc Format.
=  Width: chiéu rong cua trang gidy.
= Height: chiéu cao cia trang gidy.
= Orientation: huéng in.
e Portrait: theo chiéu doc.
e Landscape: theo chiéu ngang.
0 Margins: thiét 1ap khoang cach 18 trai, phai, trén, dudi cta
trang.
0 Layout settings: thiét 1ap vé mau trang.

0 Nhin nit <<QK>>.
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» Thay d6i nén ciia mot slide
0 Chon thé Normal, roi chon slide mudn thay doi.

0 Vao menu Format\Page hoic nhin chudt phai, chon
Slide\Page Setup.

0 Chon thé Background.

Page Setup

Page Background |

Fil

I Elack ~
I Elue =
B Green B
I Turquoise

Il Red

I ragenta

I Erown

B cray

[ Light gray

I Light blue

[ Light green
T LiaktE Fwan v

[ (0] H Cancel H Help ” Reset

Hinh 26: Hop hoi thoai Page Setup-thiét lap mau nén
0 Chon céac ché d6 t6 nén bang cach nhan phim miii tén trong
muc Fill, ri chon kiéu t6 trong danh sach db xubng.
Nhan niit <<OK>>.
Xuét hién canh béao nhan nat <<Yes>> néu mudn thiét lap
cho tét ca cac slide, nhin nut <<No>> néu chi thiét lap cho
slide dang chon.

41



Huéng dan sir dung OpenOffice.org Impress

Page Setiings

@ Background setkings for all pages?

Hinh 27: Hop thong bdo xdc nhdn thiét ldp mau nén cho tdt ca cdc slide

1.3.10. Thém va dinh dang phan chii y

- Thém phan cha y:

0 Trong ngin céc slide, chon slide mudn thém chu y

0 Chon thé Notes hoac vao menu View\Notes.

0 Nhan chudt vao hop text hién thi dong chir “Click to add
notes”, sau d6 nhap hodc dan dong text hay doé thi can thiét
Vao.

o Pé thém cha v vao mdt slide khéc, chon slide do trong
ngan cac slide. Ché do xem c6 phan chi y chuyén sang
hién thi slide da duoc lua chon.

0 Khi hoan tit viéc thém céac cht ¥, quay tré vé ché do xem
thong thuong Normal.

- Pinh dang phan chu ¥:

0 Nhéan chudt vao thé Notes hodc vao menu View\Notes.

0 Vao menu Format\Page hodc nhan chudt phai va chon
Slide\Page Setup.

0 Thiét 1ap cac thong sé6 mong mudn trong hop hoi thoai
Page Setup.

0 Nhén nit <<OK>>.

- Thiét 1ap cac tiy chon mau tu dong:

0]

O ché do xem c6 chu y, Impress tao ra 4 viing ma ban c6
thé dit cac thong tin cia man trinh dién

=  Vung ddu trang

42



Huréng dan sir dung OpenOffice.org Impress

= Vung Ngay thang va thoi gian
= Vung cudi trang
= Vung sb cua slide
o bé tuy chinh cac truong nay, thyc hién nhu sau:
» Nhian chudt chon thé Notes hoic vao menu
View\Notes Page.

* Vao menu Insert\Date and Time, hop hdi thoai
Header and Footer xuit hién:
= Chon thé Notes and Handout.

Header. and Footer 3]

glide |Motes and Handouts

Include on page ’
Header:

Header text

Apply to Al ]

l Cancel ]

l Help ]

Date and time
(®) Fixed
() variable

________________

o6f09j0E English {LIS&)

i
i

Footer -_:::::::::::::::i_l

i

i

Foaker text

[] page number )

Hinh 28: Hop hoi thogi Header and Footer — Notes and Handouts
= Thiét 1ap cac thong sb mong mudn trong cac muc
Header text, Footer text va muc Date and time.
= Nhén chon <<Apply to All>>,
In cac chu y:

0 Vao menu File\Print.
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Print [
Prinker
Mare ‘Adobe PDF v||  propertes... |
Status Default printer; Ready
Type Adobe PDF Converter
Location My Documents
Camment
[ prirt ko File

Prink conkent

Content

Print range Copies

() all pages Mumber of copies
S
ﬁlj Iﬁj [+#] Collate
1

Cpkions. .. [ o] 4 ] [ Cancel ] l Help

Hinh 29: Hop hoi thoai Print voi tuy chon in Notes
0 Trong phan Content, nhin chon Notes.
0 Thiét 1ap nhiing thong s6 khac trén hop hdi thoai Print
(néu can).
0 Nhén nit <<OK>>.
- Xuét chu ¥ ra tép dang .PDF:

0 Vao menu File\Export as PDF, xuét hién hop hoi thoai
PDF Options:
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PDFE Dptions

General | Initial Yiew | User Interface | Links || Security

Range
® al
{:} Pages

Images
() Lossless compression

{i} JPEG compression

Cality 90%: =

[ reduce image resalution 300 DPT
General

[ ]POF/A-1
[ ] Tagged POF
Create POF form

Submit Format FDF w
Export bookmarks
Export notes!

[ Export ] [ Cancel ] [ Help

Hinh 30: Hop hoi thogi PDF Options
0 Chon thé General.

0 Tich chon muc Export notes.

0 Nhén nit <<QOK>>,

1.3.11. Handouts
» Thay mau
0 Nhin chuot vao thé Handout hoic viao menu
View\Handout Page.

0 Néu ving tic vu khong hién thi thi vao menu View\Task
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Pane, chon thé Layouts.

0 Chon mau mong muon.

» DPinh dang mau

0 binh dang th¢ Handout

» Chon ché d6 xem Handout.

= Vao menu Format\Page hoic nhan chudt phai vao

ban in — handout, chon Slide\Page Setup, xut hién

hop hoi thoai Page Setup.

= Thiét 1ap cac théng sb vé kich thude, hudng, 18 va

cac thong so khac cua trang in.

» Nhin nat <<OK>>,

o0 Thiét lap céc tiy chon mau tu dong

» O ché 36 xem Handout, Impress tao ra bon vung dé

thém thong tin vé man trinh dién

Vung déau trang
Vung ngay thang va thoi gian
Vung cudi trang

Ving s6 slide

= (Cach thao tac va tily chinh cac ving nay giéng nhu

dbi voi Notes trang 42.

» In cac Handouts

0 Vao menu File\Print, xuit hién hop hoi thoai:
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Printer
Name
Status
Type
Location
Zomment
[ print to File

Print conkent
Conkent
Slides per page

Crder

Prink range
(@) all pages

O Pages

YcthalHP LaserJet P300S PCL Se v

Ready
HP LaserJet P300S PCL Se
LPT1:

] b

(%) Harizonkal
() Wertical

Copies
Mumber of copies 1 =
1 I [
\jﬂﬂ \jﬂﬂ Collate
1 1
[ OF l ’ Cancel ] [ Help ]

Hinh 31: Hop hoi thoai Print voi tuy chon in Handouts

0 Trong phan Print content:

Tai muc Content, chon Handouts.
Tai muc Slide per page, nhap s6 slide mudn in trén
mot trang.

Tai muc Order, chon Horizontal dé in theo chiéu
ngang hodc Vertical dé in theo chiéu doc.

0 Nhin nit <<QK>>.

1.3.12. Di chuyén dén cdc slide
Dé di chuyén dén cac Slide ban c6 thé dung chudt nhan 1én thw ty Slide

can dinh vi & danh sach cac Slide bén trai man hinh.

2. Pwa thong tin 1én slide

2.1 Thém va dinh dang text

Phan nay huéng dian ban cich thém va dinh dang text trong cac slide.

Text trong slide dugc chira dung trong cac hop text—Textbox. Ban hoan
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toan c6 the tao, chinh stra, st dung vao xo6a cac hdp text va cach thuc dé
dinh dang.

2.1.1. Thao tac voi cac hop text — Textbox
- St dung cac hop text dugc tao ra tir ngan layout
o O ché do xem thong thuong — Normal View, nhan chuét
vao hop text ¢ hién thi cac dong chir nhu Click to add
text, hay Click to add an outline hay cac dong chir tuong
tu nhu vay.

0 Nhap hodc dan cac dong text can thiét vao trong hop
textbox.

- St dung céac hop text dugc tao béng cac cong cu textbox

0 O ché d6 xem thong thuong — Normal View, nhan chon
biéu trgng Text 4 trén thanh cong cu Drawing.
Nhan chon va kéo vao slide dé vé hop text, roi tha chudt.
Nhéap hodc dan text vao trong hdp textbox.
Nhén chudt ra bén ngoai hop textbox dé loai viéc lya chon
no.

2.1.2. Di chuyén hop textbox

Trong ché d6 xem thong thuong — Normal View, ban phai cha ¥ sy thay

d6i hinh dang cua con tré chudt tr hinh mii tén sang hinh chir I khi ban

di chuyén n6 qua dong text trong hop textbox.

- Nhéan chudt khi con tré ¢ hinh chit 1. Hop textbox bay gid dang ¢
ché d6 stra v&i mot duong vién mau xam va cac nit diéu chinh kich
thudc mau xanh.

- Di chuyén con tr6 hinh chit I qua cac dudng vién mau xam.

- Khi mili tén 4 dau xuét hién, nhin chudt va kéo dé di chuyén hop
textbox.

- Tha chudt khi hop textbox da ¢ vi tri mong mudn.
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2.1.3. Piéu chinh kich thudc ciia hdp textbox

O ché d6 xem thong thudng - Normal View, khi cac nat diéu chinh kich
thuéc mau xanh xuat hién, di chuyén con trd dén bat ¢t nit nao. Cac nut
& goc sé thay d6i hai chiéu ciia ving vin ban cung lac trong khi 4 nit &
giita ctia cac 1& chi chinh stra mot chiéu.

Khi mili tén hai dau xuat hién, nhan chon va kéo d¢ chinh stra kich thuéc
cua hop textbox.

2.1.4. Xoa hop textbox

- Nhén chon vao hop textbox dé hién thi cac nat diéu chinh kich thuéc
mau xanh.

- Nhén phim Delete d¢ xoa.

2.1.5. Cheén va dan dong text
Dong text c6 thé duoc chén vao trong hdp textbox bang cach sao chép nd
tor mot tai liéu khac va dén vao trong Impress. Tuy nhién, dong text co
thé s& khong tuwong thich véi dinh dang ciia cac dong text xung quanh
hay cua céc slide khac trong man trinh dién. Do vy, ban nén dan dong
text chua dinh dang vao Impress sau d6 tién hanh dinh dang.
- Dan dong text chua dugc dinh dang
0 Dé dan dong text khong dinh dang ban c6 thé nhan t6 hop
phim Ctrl+Shift+V hoic nhan chudt vao mili tén bén phai
biéu tuong Paste B2 - trén thanh cong cy, sau d6 chon
Unformatted text.
- Dinh dang dong text dugc dan vao
0 Dan dong text vao vi tri mong muén.
0 Chon dong text ma ban vira dan.

0 Vao menu Format\Default formatting.
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0 St dung bon nut miii tén trong thanh coéng cu dinh dang
text — Text Formatting dé di chuyén dong text d6 dén vi
trf thich hop va dit né vao ché d¢ phan cap thich hop.

0 Ap dung cac dinh dang thu cong cho ving vin ban di chon
dé thay d6i cac thudc tinh cua phong chit, tab,... Néu ban
dang dan dong text vao trong hop text, ban van co thé sir
dung cac style dé dinh dang nhanh dong text do.

2.1.6. Chen ky tw dac biét

Pé chén cac ky tu dic biét nhu ban quyén, ky hiéu toan hoc, hinh hoc

hodc ky hi¢u don vi tién t&€ hay ky hi€u ngén ngir khac, ban c6 thé thao

tac nhu sau:

- Nhan chudt vao vi tri ma ban mudn chén ky tu.

- Vao menu Insert\Special Character, hop hdi thoai Special
Characters xuat hién.

- Chon phdng va tap hop phong con tir muc Font va Subset.

- Chon ky tu mudn chén.

- Nhén nit <<OK>>.

Special Characters

Font Mndrial Marrow w | Subset Latin Extended-A A
alalelololuvlolalalelalalulal |- 2
tlrlo]falajalalalc|ajala]a)|h
AlA|A|ala|ala|la|d|lalelilelele]e —
dlEé|&|é|eli|T|OfOo)Olr]ililalals
dlolo|d|a|dg|lalalalalalaglu|ls|i]|n
o [ufululealuly [y ]y [y ]y . = | 02
S{s|®]F]|" - “lal- |- .

@ » ™ 5
IERE Bo| ¢ |0 g g ¥ L+0153
Characters: (Foe

Hinh 32: Hop hoi thoai Special Characters
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2.2 Pinh dang ky tu

- Vao menu Format\Character hoic nhin chudt vao biéu tuong

Character #4 trén thanh cong cu dinh dang text — Text Formatting.
Khi d6 hop hoi thoai Character xuat hién.

Character

Font |Font Effects | Position

Tvpeface Size

Reqgular 32
¥n3DH A 20 A
MnArabia Italic 22
MnArabiaH Biold 24
Amarial Bold Ikalic 26
MnArial Narrow
AnArial MarrowH 3
W feial

Language

PES English {USA) w

This Font has nok been installed. The closest available Font will be used.

[ (0] H Cancel H Help ” Reset

Hinh 33: Hop hoi thoai Character
- Chon loai phong chir, kich thudc, kiéu hién thi trong thé Font.
- Thiét 1ap cac hiéu tng phong chir trong thé Font Effects va vi tri
phong chit trong thé Position.
- Nhan nat <<OK >>.
2.3 Dinh dang doan van

- Vao menu Format\Paragraph hoic nhan chudt vao biéu tuong
Paragraph # trén thanh cong cu Text Formatting.

- Hop hoi thoai Paragraph xuét hién.
- Thiét 13p cic thong sb vé thut 1& va khoang cach trong thé Indents
and Spacing.
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Paragraph %]
Indents & Spacing | Alignment || Tabs
Indent
Before bext 0.47" =
after text
First line -0,35" E ]
|
]
Spacing
Below paragraph
Line spacing
v [ 5]
[ [o]4 l [ Cancel ] [ Help ] l Reset ]

Hinh 34: Hop hi thoai Paragraph — thiét ldp Indents & Spacing

= Indent: xac dinh khoang cach thut 1& cta dong text
so voi dong trudc — Before text va dong sau — After
text hay dong dau tién — First line.

= Spacing: xac dinh khoang cach trudc va sau moi
doan van dinh dang theo style nay.

» Line spacing: xac dinh khoang cach gitra hai dong
dinh dang theo style nay.

- Thiét lap cac thong sb cin chinh dong text trong thé Alignment

= Left: can trai.

= Right: can phai.

= Center: can giira.

= Justified: cin déu hai bén.

- Thiét lap cac thong sb vé tab trong thé Tabs
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» Pé x6a modt diém dung tab da tdn tai, chon diém
dimg tab do6 trong danh siach va nhin nut
<<Delete>>.

= Pé xoda tit ca cac diém dung tab, nhan nit <<Delete
All>>,

» Pé tao mot diém dirng tab mai, thao tac nhu sau:

e Thiét 1ap kich thuéc ctia diém dimg tab trong
hdp chinh stra ¢ bén trai trong muc Position.
e Chon kiéu diém dung tab.
e Chon kiéu ky tu dién vao giita cac diém dung
tab.
Paragraph ®

Indents & Spacing | Alignment | Tabs
Position Type

0.05 @ Left L e
) Centerad L
) Decimal I

Fill character

@ Mone

) Character

[ (0] H Cancel H Help ” Reset ]

Hinh 35: Hop hoi thoai Paragraph — thiét ldp dinh dang tab

- Nhén nat <<OK>>.
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2.3.1. Tao danh sach danh s6 va danh déau dau hang

- Tao danh sach trong cac hdp textbox ctia ché do AutoLayout

0 Tu ngan Layout, chon mot thiét ké slide c6 chira hop
textbox.

0 Nhén chuét vao hop textbox co xuat hién dong chit “Click
to add an outline”.

0 Nhap dong text c6 lién quan vao, sau d6 nhan phim Enter
dé bat dau mot dong danh dau méi.
0 Kiéu danh sach mic dinh 1a danh sach dugc danh dau dau
dong.
- Tao danh séach tir cac hop textbox khac
0 bDat con trd vao trong hop textbox.
0 Nhan chudt vao biéu tuong Bullets On/Off 5= trén thanh
cong cu dinh dang text.
0 Nhap ndi dung text va nhin phim Enter dé sang dong danh
dau dau dong moi.
0 Kiéu danh sach mic dinh 13 mot danh sach danh diu dau
dong.
2.3.2. Tao mét cap bé cuc méi(outline)
- Néu can thiét, nhan phim Enter dé bat ddu mot dong méi
- Nhéan phim Tab. M&i ldn nhan phim Tab thi dong s& thut vao cip bd
cuc tiép theo.
- Nhéan phim Enter dé tao mot dong méi & ciing cip voi dong trude do.

- Pé quay trd vé cip bd cuc trude do, nhan td hop phim Shift+Tab.

2.3.3. Thay doi dién mao cia danh sdch
- DAbi voéi toan bod danh sach
0 Chon danh sach hodc nhan chudt vao duodng vién xam cua
hop textbox.
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0 Vao menu Format\Bullets and Nlﬂllnbering hoic nhan
biéu trong Bullets and Numbering “ trén thanh cong cu
dinh dang text. Khi dé xuat hién hop hoi thoai Bullets and
Numbering gom c6 5 trang;

= Bullets: chon kiéu danh dau dau dong.

= Numbering style: chon kiéu danh s dau dong.

= Graphics: chon cic d6 hoa dé danh diu dau dong.

= Position: xac dinh vi tri va khoang céch thut 1é cho
cac kiéu danh dau hay danh s6 dau dong.

= Customize: tiy chon danh diu hay danh s6 dau

dong.
Bullets and Numbering
Bullets | Mumbering type | Graphics || Position | Customize
Selection
= ® * |
. ® * |
= ® * |
> 4 rs X v
> ” X v
> g X v
[ (0] l [ Cancel ] [ Help ] l Reset ]

Hinh 36: Hop hoi thoai Bullets and Numbering — dinh dang Bullets
0 Nhan niit <<OK>>,

- Panh dau dau dong cho timg dong trong danh sach
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0]

0]

Pua con tro chudt vao dong can danh diu bang cach nhan
chudt vao vi tri bat ky trén dong do.

Céc thao tac tiép theo twong ty nhu phan danh diu dau
dong cho toan by danh sach.

Nhin nit <<QOK>>.

- Thay d6i trat ty hay cac cp b cuc

Dua con tro dén dong can chinh stra, sau d6 nhan chuot vao thé bo

cuc — Outline trong Ving thao tic ctia Impress va si dung biéu

twgng Promote/Demote < = T & trén thanh cong cu dinh dang

text dé di chuyén dong text dén vi tri thich hop va cap cho né cap bd

cuc thich hop.

2.4 St dung cac truong

2.4.1. Chen mot truong

- Vao menu Insert\Fields

0]
0]

O O O O

0]

Date (fixed): chén ngdy thang tai thoi diém chén trudng.
Date (variable): tuy thudc theo viéc tai t€p dir li¢u, trudong
nay s& cap nhat va chira ngay thang tai thoi diém mo tép
do.

Time (fixed): hién thi thoi gian vao lac chén.

Time (variable): cap nhat vao thoi diém mé tép dir ligu.
Author: tac gia cia man trinh dién.

Page number: chén sé trang cua slide.

File name: chén tén cua tép do.

Cac truong noi trén mac dinh hién thi vd1 mot nén mau xam. DE xo6a bo

kiéu t6 bong, vao menu View, bo chon Field Shading hozc nhin t6 hop
phim Ctrl+F8.
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2.4.2. Tuy chon cdc truong
- Di chuyén con tré chudt dén truong can tiry chon va chon no.
- Vao menu Edit\Fields, xuat hién hop hoi thoai Edit Field.

Edit Field
Field tvpe

(%)
) Fixed | ol¢
© s

Language English {115A) W

Farrmak

Standard [shork)

Standard (long)

0527 /08

05/27/2006

May 27, 2003

May 27, 2005 v

Hinh 37: Hop hoi thoai Edit Field
- Chon dinh dang mong muén trong hop hoi thoai.
- Nhin nit <<OK>>.
Viéc chinh stra cac truong sd trang c6 thé duoc thyc hién bang hai cach
sau:
- Cach 1: Chon truong can chinh stra va 4p dung cach dinh dang thu
cong.
- Céch 2: Chuyén slide chinh sang ché do chinh stra bang cach vao
menu View\Master\Slide Master, sau do tién hanh chinh stra.
2.5 Sir dung siéu lién két
Khi chen mot dong text (nhu dia chi ciia mot website hay URL) duoc
df’mg nhu mot siéu lién két. Impress s€ ty dong giinh dang, tao ra s,iéu lién
két, t6 mau va gach chan cho dong text d6. Néu ban khong mudén OOo

lam diéu d6 thi vao menu Edit\Undo Insert hodc nhan td hop phim
Ctrl+Z.
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- DPé chén mét siéu lién két hodc tuy chinh sy xuét hién ctua mot siéu
lién két, vao menu Imsert\Hyperlink. Khi d6 xuat hién hop
Hyperlink:

Hyperlink 3]

F Hyperlink type
g @ weh O FTP O Telnet
Intermet Target b/

Mail & Mews

Further settings

Frarne: 4 | Form Text N
Document

Text

Marne

[}

Mew Document

[ Apply l [ Close ] ’ Help ] ’ Back.

Hinh 38: Hop hoi thoai Hyperlink
- Bén tay trai chon mot trong s 4 loai siéu lién két sau:
o Internet: lién két tGi mot dia chi trén internet.
0 Mail & News: lién két dén mét dia chi email.
0 Document: Siéu lién két chi dén mot tai liéu khic hodc
mot vi tri khac trong man trinh dién.

2.5.1. Sira cdc siéu lién két text

- Pé sira mot mot siéu vin ban, chon siéu lién két d6 bang cach kéo
ngang qua dong van ban, sau do vao menu Edit\Hyperlink.

- Stra cac thong sb can thiét.

- Nhéan nat <<Apply>>.

- Nhéan nit <<Close>> d¢ dong hop hai thoai.

2.5.2. Lam viéc véi cde nit siéu lién két

Mét nat siéu lién két duge chén vao chinh gitra cua slide hién tai. Trong

hau hét cac truong hop d6 khong phai 14 vi tri ma ban mudn nd xuat
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hién. D€ stra van ban hay kich thudc ciia mot nut si€u lién két hoac di
chuyén né dén vi tri khac trong slide do, ban thao tac nhu sau:

- Vao menu View\Toolbars\Form Controls.

- Nhén chon biéu tuong Design Mode On/Off | trén thanh cong cu
diéu khién Form, kéo nat d6 dén mot vi tri khac hodc nhan chuot phai
dé mo hop thoai noi ma ban co thé thay doi dong text, kich thudc
cling nhu cac thugc tinh khéac ctia nat do.

2.6 Thém va dinh dang hinh dnh

Hinh anh thudng duoc sir dung trong cdc man trinh dién dé tao mot hinh

anh chuyén nghiép.

2.6.1. Chen hinh anh

- Chén hinh anh tir mot file

Chén mdt hinh anh vao trong slide rat dé va nhanh chong néu nhu trong
mau slide da c6 san cho dé chen hinh anh.

Click to add title

Diouble-click to add graphics . Clle tO add an Outline

1

Hinh 39: Mau slide chén hinh anh
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0 Béam dip chudt vao vi tri bat ky trong khung d6 hoa, xuat
hién hop hdi thoai Insert picture.
0 Chon hinh anh can chén.
0 Nhin niit <<Open>>.
Du ban st dung biéu mau tu dong — AutoLayout cho viéc sép dat hinh
anh can chén hay don gidn ban ty chén mot hinh anh vao slide, ban s€
thao tac nhu sau:

0 Vao menu Insert\Picture (néu dang dung AutoLayout thi
bam dbp chudt vao khung d6 hoa). Hop hoi thoai Insert

Picture s€ xuat hién:

Insert picture

Lok, in: | h'ﬂ iy Pictures
By e
ty Recent ]
Documents
Dezktop
ty Documents ”J
1 L
-—'Tg CiuickiZam devainlove. jpg Fart-wrhite-Flower-Clo,
My Computer
= T : bl
My Metwork | File name: | b’ | I Open l
Pl .
A Files of type: | <Al formats> [=bmp:=.duf* emf;” eps=.gif." jpa; + | ’ Cancel ]
[ Lirk,
[ Preview

Hinh 40: Hop hoi thoai Insert picture

0 Tim dén thu muc c6 chira hinh anh muon chén dé chon
hinh anh do.

0 Nhin niit <<Open>>.
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- Chen hinh anh tor mdy quét- scanner

0]

Chuan bi hinh anh trén mdy quét va dam bao may quét
dang hoat dong.

Vao menu Insert\Picture\Scan\Request.

Thiét 1ap cac thong s co lién quan dén hinh anh quét vao.
Khi hinh 4nh d6 d3 chuén bi xong, thi Impress s& dwa hinh
anh do6 vao trong slide.

- Cheén hinh anh tr Gallery.

0]

0]

Vao menu Tools\Gallery hoac nhén chudt vao biéu tuong
Gallery ! trén thanh cong cu v€ Drawing.

Chon hinh anh mubn chén trong Gallery.

Kéo ré va dit hinh anh vao vi tri mong mudn trong ving
thao tac cua slide.

Tha chuot.

2.6.2. Binh dang hinh anh
» Di chuyén mét hinh anh

0]

0]
0]

Nhén chudt vao hinh anh cin di chuyén cho dén khi xuét
hién cac nat diéu chinh kich thude mau xanh.

Di chuyén con tro 1én hinh dnh cho dén khi né chuyén d6i
hinh dang thuong 13 mili tén 4 dau.

Nhan chudt va kéo ré hinh anh t&i vi tri mong mudn.

Tha chuot.

» Diéu chinh kich thudec ciia hinh anh

0]

0]

Nhén chudt va hinh anh mudn diéu chinh kich thudc cho
dén khi xuét hién cac nat diéu chinh kich thuéc mau xanh.
Dua con tré dén mot trong s cac nit diéu chinh kich thudce
mau xanh.
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»

»

0 Nhan va kéo ré chudt dé thay doi kich thudc cua hinh anh.
0 Tha chudt khi hoan tat viéc chinh sira.

Xoay mgt hinh dnh
0 Chon hinh anh dé xuat hién cic nat mau xanh bao quanh.

0 Nhan biéu twong Rotate @ trén thanh cong cy vé -
Drawing.

0 8 nit tron mau do thay thé cho cac nut vudng mau xanh, di
chuyén chudt dén mot trong sb cac nat tron d6 va khi con
tré thay d6i hinh dang thi nhan chudt va di chuyén theo
huéng ma ban mudn xoay hinh anh.

0 Tha chudt khi hoan tat viéc xoay hinh.

Pinh dang bing cach sir dung cong cu Picture

Khi mdt hinh anh duogc lya chon, thi thanh cong cu Picture s€ trd nén
san sang cho ngudi str dung thao téc.

a7 |Defaul v Bl Plow @ & & & £

-

Hinh 41: Thanh cong cu Picture
Ap dung cong cu loc

0 Chon hinh anh d¢ xuat hién cac nat diéu chinh mau xanh
xung quanh no.

0 Nhan biéu tuong Filter ™~ 7 trén thanh cong cu Picture,
khi d6 thanh cong cu s& dugc trai rong ra nhu sau:

v

70 A #
FEEE
AL

Hinh 42: Thanh cong cu Picture — Filter mo rong
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0 Chon kiéu loc dé thuc hién.
Thay doi ché do d6 hoa
0 Default: khong thay doi so v6i d6i twong dd hoa di chon.
0 Grayscale: hinh anh duoc chuyén dbi sang dang anh den
tréng.
0 Black/White: mdi mét diém anh cua hinh anh dugc
chuyén sang mau tring hodc den phy thudc vao do sang toi.
0 Watermark: diéu chinh d6 sang tdi ctia hinh anh va duoc
st dung nhu mot hinh anh mo.
Diéu chinh mau sic
0 Nhén chudt vao biéu tuong Color 4 trén thanh cong cu
Picture. Hop diéu chinh mau xuat hién.
Color * X

o= %

4

e

=0 e

4

0 %

o=

L1000 [&

4

L1

Hinh 43: Thanh céng cu Picture - Color
0 Sir dung hop hoi thoai ndy dé diéu chinh cac hop mau don
1€ cho hinh anh do.
0 Nhan t6 hop phim Ctrl+Z dé quay trd vé ché d6 mic dinh.
Thiét 1ap hiéu ing lam trong dbi tuong
O Sta gia tri ty 1& lam trong bang hop Transparency
?l0% % trén thanh cong cu dé lam cho hinh &nh do trong
hon.
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- Piéu chinh céc thiét 1ap vé d6 bong, ving va dudng
0 Céc thiét 1ap nay thudong khong duoc st dung cho cac hinh
anh, ngoai trtr thiét 1ap d6 bong cho hinh anh.
- Cit xén hinh anh
0 Chon hinh anh can cét xén.

0 Nhan chudt vao biéu twong Crop Picture &1 trén thanh
cong cu Picture, xuat hién cac 6 vién mau xanh xam xung
quanh hinh anh.

0 Pua chudt vao cic 6 vién nay va cit hinh anh nhu mong
muén.

- Xo6a mot hinh anh

0 Nhén chon hinh anh can x6a cho dén khi xuit hién cac nit

diéu chinh kich thuéc mau xanh.

o Nhin nut Delete.

2.6.3. Quan Iy cdc chi @é do hoa trong Gallery
Db hoa trong Gallery duoc nhom theo cac chi & nhu Panh diu dau
dong - Bullets, Thudc ké - Rulers va Am thanh — Sound ...

- Thém hinh anh vao Gallery
0 Cach I:
= Nhén chon biéu tuong Gallery trén thanh cong
cu vé Drawing.
= Nhin chudt phai vao tén cta chu dé trong danh sach
cac chu dé trong ctra s6 danh sach Gallery va chon
Properties.

= Nhén chon thé Files néu can.

= Nhén nit <<Add>>.

= Chon mdt tép va nhéan nat <<Open>>.
0 Céch 2: Kéo va tha
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= Nhin chon biéu tuong Gallery trén thanh cong
cu v€ Drawing.

= Md tai liéu c6 chia hinh anh ma ban muén thém
vao Gallery va hién thi chi diém cia Gallery ma
ban mudn chén hinh anh dé vao.

* Pua con tré chudt 1én phia trén hinh anh d6 ma
khong nhéan chudt.

= Néu con tré chudt chuyén sang biéu tuong ban tay,
hinh 4nh d6 am chi mot siéu lién két. Trong trudng
hop nay, nhan phim Alt dong thoi khi ban nhan
chudt vao hinh anh dé lya chon. Néu con tré chudt
khong do6i thanh hinh ban tay thi don gian ban c6 thé
nhéan chon hinh anh d6.

» Khi hinh anh d3 duoc chon, cic nat didu chinh kich
thudc mau xanh xuit hién vong quanh hinh anh thi
tha chudt.

» Nhén chudt vao hinh anh lan nira.

=  Giit, nhan chudt va kéo hinh anh vao trong vin ban

= Tha chuot

- Xo0a hinh anh khéi Gallery
0 Nhin chudt phai vao hinh anh trén cira s6 Gallery.
0 Chon nut Delete.
0 Nhén nut <<Yes>> khi xuat hién canh b4o xac nhan c6 x6a
dbi tuong hay khong.
- Thém mot chu dé mai vao Gallery.
0 Nhan chon nit <<New Theme>> phia trén danh sach céc
chu dé.

0 Nhén chon thé General va nhap tén cho chu dé moi.
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0 Nhan chon thé Files.

0 Nhan chon nit <<Find Files>>, xuit hién hop hoi thoai
Select Path, chon dudng dan t&i tép c6 chira cac hinh 4nh
mudn thém vao trong chil d& méi nay.

0 Nhin nit <<QK>>,

Properties of New Theme

Gereral |Files
File type <l Files = (*.%) “ | Find Files, .| |
Mo Files = [ Add ]
[ Ok ] [ Zancel ] [ Help ] [ Resat ]

Hinh 44: Hop hoi thoai Properties of New Theme - Files

- Nhéan chon lai thé Files hodc kich nut <<Add All>> dé cai tat ca cac
file trong t€p da chon hoac vao muc File Type hodc chon mot hay
nhiéu t&p tir danh sach hién thi roi nhan nit <<Add>> dé cai cac tép
d6 vao chu dé méi.

- Nhén nat <<OK>> dé két thc.

2.7 Tao cac ddi twong do hoa

2.7.1. Thanh cong cu dé hoa

Thanh coéng cu d6 hoa gdm hai phan:

- Phén tht nhit gdm céc d6i twong v& nhu sau:
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k| /- E@T L " %@ -@-®-W-P-%-
Hinh 45: Thanh céng cu Drawing - cdc déi twong vé

o & Select: nhan bidu turong nay dé chon ddi tugng.

o “ Line: nhin bidu tugng nay dé vé& duong thang.

0 7 Line Ends with Arrow: nhan biéu tuong nay dé vé
hinh mii tén.

0 [ Rectangle: nhin biéu twong nay dé vé& hinh chir nhat.
< Ellipse: nhan biéu tugng nay dé vé& hinh elip.
L' Text: nhin biéu tuong nay dé tao mot hop textbox trong
d6 cac dong text duoc can thiang theo chiéu doc.

0 ¥~ Curve: nhin chudt vao mii tén bén phai cta biéu
tugng nay dé chon kiéu dudng cong dé vé.

0 =" Connector: nhdn chudt vao miii tén bén phai cua
biéu trong nay dé chon dudng két ndi gitra hai hinh.

o © ~ Basic Shapes: nhan chudt vao miii tén bén phai cta
biéu twong nay dé chon hinh mudn vé.

o ©- Symbol Shapes: nhin chudt vao miii tén bén phai
hinh nay dé chon biéu trgng mudn vé.

0 % ~ Block Arrows: nhan chudt vao miii tén bén phai cta
hinh nay dé chon hinh mili tén mudn vé.

o [~ Flowcharts: nhan chudt vao miii tén bén phai cua
biéu tuong nay dé chon biéu dd mudn vé.

o = Callouts: nhin chudt vao miii tén bén phai cia bicu
tuong nay dé chon kiéu hinh 161 thoai mong muén.

0 ¥ 7 Stars: nhin chudt vao mili tén bén phai cia biéu
tugng nay dé chon kiéu hinh sao mudn vaé.

- Phan thtr hai cia thanh cong cu v& gdm cac cong cu
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(L EBRE @ Fd- 7~ &

o £% Point: nhin chon biéu twong cong cu ndy, sau d6 nhan

chudt vao dbi twong hinh can chinh sira.

# Glue Points: nhan chon biéu twong cong cu nay dé
chinh stra cac diém két dinh caa mot d6i tuong dd hoa. Cac
diém két dinh 1a nhiing vi tri ma cac duong két ndi két thic
hogc bét dau.

Fontwork Gallery: nhin chon biéu twong cong cu nay
dé mo hop hdi thoai Fontwork Gallery.

B From File: khi nhin chon biéu twong coéng cu nay
tuong ty nhu khi ban vao menu Insert\Picture\From file.
Gallery: khi nhan chon biéu twong cong cu nay ban sé
m¢ Gallery hinh anh. Thao tac nay tuong duong véi viée
ban vao menu Tools\Gallery.

@ Rotate: nhan chon biéu tuong cong cu ndy dé xoay mot
dbi tuong.

el - Alignment: nhan chon biéu tugng cong cu ndy dé cin
chinh ddi twong d6 hoa

- Arrange: nhin chon biéu tuong cong cu nay dé sip
xép cac ddi tugng dd hoa.

% Extrusion On/Off: nhin chon biéu tugng cong cu nay
dé mo hodc tat hidu timg 3D cho dbi twong.

& Interaction: nhin chon biéu tuong nay khi ban mudn
mo mot hdp hdi thoai ma & doé ban cod thé chi dinh sy tuong
tac gitta nguoi dung va ddi twong dd chon. Khi ban nhin
mili tén bén phai cua thanh céng cu v& Drawing, xuit hién
mot menu cho phép chon Visible Buttons dé chon céc biéu
tugng c6 thé hién thi hay khong hién thi trén thanh cong
Ccu.
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2.7.2. Tao hinh va duong ké

- Chon cong cu tao hinh hay duong mong mudn.

- Nhén chon cong cu do6 va kéo ré vao vung van ban dé tao ddi tuong
trong slide.

2.7.3. Lam viéc véi cdc két néi

Cac két ndi 1a nhitng duong vé ma cé thé bi neo & nhitng vi tri cu thé

dugc goi 1a cac diém két dinh — glue points trén dbi twong do hoa da

chon.

Impress cung cap rat nhiéu két ndi c6 sin. Khong giébng nhu cac duong

nét thong thuong, khi mot két ndi duoc v& hodc duge chon thi Impress sé&

hién thi cac nat d6 dé diéu chinh. V& mot két ndi tuong ty nhu vé mot
dbi tuong bat ky.

- Pau tién chon kiéu két ndi tir thanh céng cu Connector.

- Di chuyén con tré6 qua mét trong sb cac dbi twong di dugc két ndi.
Khi con tro chudt duoc mang dén gan mot d6i twong nhimg dau thap
nhé mau den xuit hién vong quanh d6i twong d6. Nhitng du thip nay
tuong trung cho cic diém két dinh co thé két ndi.

- Nhéan chudt vao diém két dinh theo yéu cau dé dinh kém mot diém
cudi cta két ndi sau d6 giir chudt va kéo két ndi sang dbi twong thir 2
roi nhan chudt vao diém két dinh trén ddi tugng d6 dé noi sang diém
két khéc.

2.7.4. Lam viéc véi cdc hinh ba chiéu
Cac dbi tuong dd hoa 3 chiéu c6 thé duoc tao béng nhiéu cach khac
nhau:

- Tu thanh cong cu 3D Objects. Vao menu View\Toolbars\3D-
Objects dé hién thi thanh cong cu nay.
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3D-Objects = X
g @agao
4 o @ @

Tu menu chuyén ddi nhu Rotation. Chon mot dbi tuong, nhéan chuot
phai vao d6i twong d6 sau d6 chon Convert roi chon To 3D Rotation
Object.

Nhén chon biéu tuong % trén thanh cong cu Drawing dé kich hoat
ché d6 day ra. Hinh dang cua ddi twong do hoa s& thay ddi va do day
mac dinh dugc thém vao. Déng tho1 thanh cong cu thiét 1ap 3D ciing
s& xudt hién, trong trudng hop thanh coéng cu nay khong xuat hién,
ban c6 thé vao menu View\Toolbars\3D-Settings.

3D-5ettings * x

S SedS 7-d-9-w-8-

Hinh 46: Thanh céng cu thiét Igp 3D

Str dung cac cong cu sau dé thay d6i hinh dang cta déi twong 3D

o % Extrusion On/Off: tao do day cho mot dbi tuong va
kich hoat cac thudc tinh 3D.

o] & Tilt Down: xoay nghiéng d6i twong d6 hoa vong
xudng dudi tryc ngang.

o & Tilt Up: xoay nghiéng ddi twong d6 hoa vong Ién trén
tryc ngang.

o] P® Titl Left: xoay nghiéng d6i trong dd hoa sang bén trai
truc thang dang.

o @ Tiu Right: xoay nghiéng d6i twong d6 hoa sang bén
phai tryc thang dung.

o] W - Depth: xac dinh d§ day cua hinh.
7 Direction: chon hudng cho hinh phéi canh .
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o ¥° Lighting: xac dinh huéng cua d§ sang cling nhu
cuong do cua nd tur thanh cong cu mé rong s€ xuat hién khi
ban nhan chon biéu tuong nay.

o ¥~ Surface: chon gitta Wire frame, Matt, Plastic hay

Metal.

o £ " 3D color: chon mau cho d¢ day cua ddi tuong dd hoa.

» Nhom hinh hga

- Chon nhiing dbi tuong hinh hoa mudn nhom. Pé thuc hién viée nay
thi st dung cong cu chon trén thanh cong cu Drawing va vé mot hinh
chit nhat xung quanh cac hinh dd hoa duoc nhém hodc nhan chudt
vao mdi hinh dé bd sung vao trong nhom trong khi nhan phim Shift.

- Khi c4c nit diéu chinh kich ¢& mau xanh xuit hién, ban vao menu
Format\Group\Group hoic nhan t6 hop phim Ctrl+Shift+G.

0 Nhin chudt vao bat c hinh dd hoa nao trong nhom dé
chon nhoém do.

0 Dé stra cac thanh phan ciia nhém thi nhan phim F3 hoic
vao menu Format\Group\Enter group.

0 Dé thoat khoi ché do nhom cac ddi twong hinh dd hoa,
nhin t6 hop phim Ctrl+F3 hoic vao menu
Format\Group\Exit Group.

0 B0 ché d6 nhom cac ddi tugng d6 hoa:

»  Chon nhém hinh dd hoa
= Khi xuét hién céc nit diéu chinh kich thuéc mau
xanh, vao menu Edit\Format\Group\Ungroup.
» Sap xép cac hinh do hoa
Impress bd tri cac ddi tugng dd hoa trong mot ngan xép dé cac dbi tuong
can sap xép ¢ murc cao 1én trude cac d6i twong & mirc thip hon. Pé chinh
stra vi tri ciia mot ddi tuong dd hoa trong ngan xép, ban nhéan chudt vao
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mili tén bén phai biéu twong Arrange trén thanh cong cu Drawing dé
m¢ thanh cong cu mé rong nhu sau:

OO @ s
9 ©
-
Bdn cong cu dau tién dung dé thao tac trén ting d6i tuong :
- Bring to front: nhan chon biéu tuong nay dé di chuyén d6i tuong da
chon 1én trudc cac d6i tuong khac trong ngan xép.
- Bring forward: nhin chon biéu trong nay dé di chuyén ddi tuong da
chon 1én trudc mot cap trong ngan xép.
- Send backwards: nhan chon biéu tuong nay dé di chuyén d6i tuong
d3 chon xudng dudi mot cip trong ngin xép.
- Send to back: nh4n chon biéu twong nay dé di chuyén d6i tuong da
chon vé vi tri cudi cung trong ngin xép.
Ba cong cu khac dé thao tac vai vi tri twong dbi cua hai ddi tugng
- 1In front of Object: nhin chon biéu twong nay dé dua ddi tuong da
chon 1én trudce ddi tugng duoc chon thi hai.

- Behind Object: nhan chon biéu tuong nay dé dua ddi tuong da chon
ra sau doi tuong duoc chon th hai.

- Reverse: nhan chon biéu twong nay dé hoan doi trat ty sip xép cla
hai d6i twong da chon.

Dé sir dung hai biéu twong cong cu In front of object va Behind object,

ban thao tac nhu sau:

- Chon d6i tuong thir nhat béng cach nhan chudt vao no.

- Khi xuét hién cac nut diéu chinh kich thudc mau xanh, chon thao tic
sap xép mong mudn.
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- Con tré chudt chuyén sang hinh ban tay thi nhan chon ddi twong thir
hai.

» Lat d6i twong dd hoa

Dé 1at mot dodi tuong dd hoa hodc mot nhém dd hoa, ban nhan chudt phai

va chon Flip\Vertically hoac Flip\Horizontally.

» Cin chinh ddi twong dd hoa

Str dung cong cu can chinh Alignment dé diéu chinh vi tri ctia mot ddi

tuong do hoa so voi mot doi tugng khac.

- Nhéan chon biéu tugng Alignment trén thanh cong cu Drawing dé
mé rong cong cu Alignment nhu sau:

ol 6 fod

[n@- A\

- Cong cu ndy c6 6 biéu tugng, 3 biéu twong dau xac dinh cin chinh
dbi twong da chon theo chiéu ngang (Trai — Left; Giira — Center,
Phai — Right). Con 3 cong cu khac cian chinh d6i tuong di chon theo
chiéu thang dimg (Bén trén — Top, O chinh giita — Middle, O dudi
day — Bottom)

» Chuyén ddi mot ddi twong thanh mot kiéu khac

- Nhan chudt phai vao dbi twong can chuyén doi, chon Convert. Mot
menu gom nhimg tiy chon sau xuét hién.
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Line...
Area.,,
Texk...

Pasition and Size. ..

Characker., ..

L5 % 9=

Paragraph. ..

Arrange [

Aligrrment ¥

Elip 3

Conyert wp=  TO Curve

Q}? To Polygon
Description. ..

Mame. .. To Conbour
&F Toap
@?. Custam Animation, .. %ﬂ} To 3D Rotation Cbject
g Inkeraction. .. To Eitmap

Edit Style... T Metafile
o8 UL
S5 Copy
EE; Paste

Hinh 47: Popup menu — chuyén doi doi twong do hoa

To Curve: chuyén d6i tugng di chon thanh dudng cong Bézier.

To Polygon: chuyén d6i d6i tugng di chon thanh mét hinh da giac.
Sau khi chuyén d6i chon Edit Points d¢ stra hinh dang.

To Contour: chuyén dbi twong di chon thanh mot hinh da giac hay
mot nhém céc hinh da gidc. Néu chuyén doéi thanh mgt nhém hinh da
giac thi d€ vao nhom hinh dé ban phai nhan phim F3 trudc khi ban c6
thé chon tirng hinh da gidc don 1¢.

To 3D: chuyén doi déi tuong da chon thanh mat doi tuong 3 chiéu.
To 3D Rotation Object: tao ra hinh 3 chiéu bang cach xoay dbi
tuong da chon xung quanh tryc tung cia no.

To Bitmap: chuyén ddi tuong da chon thanh anh bitmap.
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-  To Metafile: chuyén ddi tuong da chon thanh dinh dang Metafile
ctra sO bao gém cac anh bitmap va dir liéu dd hoa vector.
» Tao hoat hinh cho cac hinh d4nh
- C6 nhiéu cach dé tao hoat hinh, tuy nhién c6 hai céach tiéu biéu sau:
O Frame by frame animation
= Tao hinh anh ma ban dinh hoat hinh bﬁng cach dung
cac cong cu Vve.
= Vao menu Insert\Animated Image, xuét hién hop
thoai Animation.

1 Max,
Image

Mumber 0

Animation group
(%) Group object

) Bitmap object

Hinh 48: Hop hoi thoai Animation
= Nhin vao biéu tuong Apply Object [,

= Thuc hién mot vai thao tac bién doéi doi voi doi
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»

tuong. Vi du: xoay dbi tuong, thay d6i mau, néu ban
dang hoat hinh mét ky tu text thém hoac bé mot
chir...

= Khi ban d3 san sang, tao khung hoat hinh tht hai va
nhan chudt vao biéu tuong Apply Object 1an nita.

= Lap lai bude 3 va 4 cho dén khi ban tao duoc nhiing
khung hoat hinh mong muén.

= Chon Bitmap object trong phan Animation group
cua hop hoi thoai Animation. Thao tdc nay cho
phép ban tuy chinh thoi gian hoat hinh cua tung
khung va s 1an 1ap lai cho cac hoat hinh.

= Nhin nat <<Create>> d¢ dit hinh anh dugc hoat
hinh vao trong slide.

0 Tao hoat hinh bang mt budc

» Pdi véi mot vai hoat hinh don gian co thé tao tat ca
cac khung hoat hinh truéc va dat chung vao trong
slide. Cach thao tic nay sé gitp ban xoay dudng,
thay d6i mau dang ké cho hinh, ting hodc giam
hinh. B¢ thuén tién ban vao menu Edit\Duplicate.
Khi tit ca cac khung da dugc chuan bi san, thi sir
dung Apply objects individually dé tao mot khung
cho timg ddi tuong.

Str dung Fontwork

Mo Fontwork Gallery & bang cach nhan chudt vao biéu tugng trén
thanh cong cu Drawing.

Nhin chon kiéu Fontwork mong mudn trong hop hoi thoai
Fontwork Gallery.

Nhin nit <<QK>>,
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Fontwork Gallery

Select a Fonbwork style:

i | fontwops  Foifyork Ryl
For N il o™
UG SRR TP
Fonfrmk

[ (a4 ] [ Cancel ] [ Help l

Fapfyork

[ £

Hinh 49: Hop hoi thoai Fontwork Gallery
- BAam dtp chudt vao ddi tuong dé sira Fontwork text, roi nhap text va
phan Fontwork xuét hién bén trén déi tugng.
- Nhéan nit Esc hodc nhan ra bén ngoai ving cac nut diéu chinh kich
thudc mau xanh.

» Sir dung thanh cong cu Fontwork

Fontwork v X
?II_‘.-'- - H E - % -
Hinh 50: Thanh cong cu Fontwork

Ngoai biéu tuong Fontwork Gallery, thanh cong cu Fontwork gdom cac
biéu tuong:
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.
[}

™ : thay d6i hinh dang cta ddi twong duoc chon,
chon mot hinh trong thanh cong cu mé rong.

- Fontwork Shape

‘E:ffv

—Noody
AVPdavw
el IR
LG DS
~nv ()OE

Hinh 51: Thanh cong cu Fontwork shape

- Fontwork Same Letter Heights Aa . thay d6i chiéu cao cua cac ky
tir trong ddi twong.

- Fontwork Alignment

Fontwork alig... [X]

Left align

": can chinh dong text trong khung.

Cenker
Right align

Word Justify

{11

Stretch Justify

Hinh 52: Cong cu Fontwork Alignment

- Fontwork Character Spacing & - chon khoang cach mong mubn.

Fontwork Charact...[X|

Yery Tight
Tight

& Mormal
Loose
Very Loose

Cuskarm,.,

kern Characker Pairs

Hinh 53: Cong cu Fontwork Character
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- Déi v6i khoang cach tiiy chon, nhan chon Custom rdi nhép ty 18

thich hgp vao muc Value.

Fontwork Character Spacing

Yalue ok

0% S = |
ance

Help

i

Hinh 54: Hop hoi thoai Fontwork Character Spacing

- Nhén niit <<OK>>.
2.8 Pinh dang cac d6i twong d6 hoa

2.8.1. Binh dang cac dwong nét

- B¢ dinh dang vé cac duong nét, ban vao menu Format\Line, xuat

hién hop hoi thoai Line gom 3 thé:

Line | Line Styles || Arrow Styles

Line properties

Arrow styles

Style Style
=
Color Wwidth

| Elack v| | [oaz g [0 ]
Wjdth [ center [ center

[J svnchronize ends

Transparency Carner style

Style

A

(0] 4 H Cancel H Help H Reset ]

Hinh 55

. Hop hoi thoai Line — thé Line
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0 Thé Line

Line Properties: cac thudc tinh cua duong nét

e Style: nhan vao miii tén bén phai cua muc
Style dé chon kiéu dudng nét.

e Color: nhan vao miii tén bén phai myc Color
dé chon mau cho dudng nét.

e Width: nhin chon muc nay dé xac dinh do
rong cia duong nét.

e Transparency: nhan chon muc nay dé xac
dinh d¢ trong cua dudng nét.

e Sau khi chon cac thudc tinh cho duong xong,
nhén chon nut <<OK>>.

0 Thé Line Styles: Thé nay cho phép ban tao cac kiéu dudng

va dinh dang cac kiéu duong mong muon.

Vao menu Format\Line.

Chon kiéu duong mong muén trong muyc Line style.
Nhén chon nt <<Add>>, nhap tén cia kiéu duong
méi, roi nhan nut <<OK>>.

Chon dinh dang kiéu nét cho duong trong muc
Type.

Chon sd luong va chiéu dai cua mdi loai duodng,
thiét 1ap khoang cach giita cac yéu t6 khac nhau.
Nhén chon nat Save Line Styles , sau d6 nhap
tén ctia kiéu dudng trong hop hoi thoai Save As.

0 Thé Arrow Styles: Thé nay dung dé tao méi, chinh sira

hay tai nhitng kiéu hinh mdi tén.

V& mot dudong cong véi nhitng hinh dang ma ban
muon tao cho dau mii tén. Vi du: hinh ngdi sao,
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Line | Line Styles |Arrow Styles

Organize arrow skyles

Title o)
i yl bt
prow skyle ol — Arrow Modify, .,

#dd a selected object to create new arrow styles,

hinh vudng, hinh chir nhat...
= Nhin chudt chon duong cong c6 lién quan, vio
menu Format\Line hodc nhan chuét phai va chon
Line, hop hoi thoai Line xuat hién.
= Vao thé Arrow styles, nhin nut <<Add>>, nhip tén
cho kiéu miii tén méi.
®

Delete. ..

E

- VN AN

[ Ok, H Cancel H Help H Reset ]

Hinh 56: Hop hoi thoai Line — the Line Style

» Nhin nat <<OK>>.

2.8.2. Dinh dang vung

Impress cung cap nhi€u tuy chon khac nhau dé¢ dinh dang vé vi¢c t6 nén

cho mot vung.

Chon déi tuong mudn ap dung dinh dang.

Khi xuét hién cac nut diéu chinh kich thuéc, vao menu Format\Area,
hop hoi thoai Area xuat hién gdm cé cac thé Area, Shadow,
Transparency, Colors, Gradients, Hatching va Bitmaps.
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Area 3]
Area |Shadnw Transparency || Colors | Gradients | Hatching | Bitmaps

Fill

II'lE' ."'.
[ white
Il Gray 50%
B Gray 70% -
B Gray 60%
[ Gray 40%
[ Gray 30%
[ Gray 20%
[ aray 10%
[ Blue gray

B Red 1
B ped v

[ (0] H Cancel H Help ” Reset

Hinh 57: Hop hoi thoai Area- to mau nén cho viung
» Té nén cho viing
0 Nhéin chu6t vao thé Area.
0 Chon kiéu t6 nén mong muén tir danh sach d6 xudng.
0 Lua chon kiéu to nén va céc thong s6 can thiét, sau d6 nhan
nut <<OK>> dé dong hop hoi thoai.
» Tao mau cho ddi twong
0 Nhén chon thé Colors trong hdp hoi thoai Area ¢ tao mau
cho dbi tuong.
0 Nhép tén ciia mau vao trong muc Name.
0 Tuy chon ciu phan d6, xanh 14 cdy, xanh lyc.
0 Nhén nat <<Add>>.
» Do doc
0 Chon kiéu t6 d¢ déc

= T6 do doc cung cap mot sy chuyén dich mau nay
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sang mOt mau khac. B¢ thuc hién viéc t6 do doc,
vao menu Format\Area, xuat hi¢n hdp hoi thoai
Area.

* Trong muc Fill cua thé Area, chon Gradient.

Area 3]

Fil

Area |Shad0w Transparency || Colors | Gradients | Hatching | Bitmaps

Increments

boradient Aubomatic I:I

[ Gradient 1 A
I :radient 2 3
3 Gradient 3

[ aradient 4

I Gradient S

™ Gradient &

I Linear bluefwhite

I R adial greengblack B
[ Rectangular redwhite

[ square yellowwhite

I Linear magentajgresn

. W
1 1inear wallmwthenan —

[ (0] H Cancel H Help ” Reset

Hinh 58: Hop hoi thoai Area — t6 do déc
0 Tao kiéu t6 d6 ddc méi

= Nhén chon th¢ Gradient, xuat hién hop hoi thoai
Gradient.
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Area

Area | Shadow | Transparency | Colars |Gradients |Hatching Bitmaps

Properties

Tvpe

Anale

Border

From

Linear

0degrees &

o) [}
#| &
<

[}
#
4

m
100%

lack. w

m

il

White hd

»

100% £

s Gradient 1
I radient 2 :
2 radient 3

[ aradient 4

I Gt adient S

™ Gradient &

I Linear bluefwhite

I Fadial green/black
[ rectangular redfwhite
[ square yellowwhite
I Linear magentagreen

[ Lirear yellow/brown
[ _ [ T T s I | ey =

Plodify. ..

Delete, .,

ﬁiFIIH

[ Ok H Cancel H

Help ] l Reset

Hinh 59: Hop hoi thoagi Area — the Gradients

* Chon mau trong myc From.... To.

= Chon kiéu d¢ ddc trong muc Type.

= Thiét lap cac thong tin khac cho do doc.

» Nhéin nat <<Add>> dé tao thém d6 déc méi tao vao

danh sach.

» Tao dwong gach bong trén hinh vé - Hatching.

Chon kiéu duong gach bong

0]
0]

Chon thé Area trong hop hdi thoai Area.

Trong muc Fill cta thé Area, chon kiéu duong gach bong

trong danh sach.

Tich chon Background color.

Chon mau phu hop trong muc Background color.
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Area |Shadow | Transparency | Colors | Gradients | Hakching | Bitmaps

Fil [J Background color

v [ vellow

E== Black 0 degrees

Black 45 degrees

= Black -45 degrees
|]I|I|I|] Elack 90 degrees

EEE Red crossed 45 degrees
% Red crossed 0 degrees
Blue crossed 45 deqgrees
RS Blue crossed O dearees
EEEFH Elue triple 90 deqgrees
[ Black 45 degrees wide

[ (0] H Cancel H Help ” Reset ]

Hinh 60: Hop hoi thoai Area — tao gach bong Hatching
0 Chon kiéu duong gach trong danh sach.
0 Nhén nit <<OK>>.
- Tao méi cac mau duong gach
0 Nhén chon thé Hatching trong hop hoi thoai Area.
0 Chon mau duong gach trong danh séach.
0 Thiét 1ap hodc diéu chinh cac thudc tinh cho mau dudng
gach.
Nhan niit <<Add>>.
Nhap tén cho miu mdi tao trong hop hoi thoai Name va
nhan nit <<QK>>.
0 Nhén nat <<OK>> trén hop hoi thoai Area.
» Hinh anh Bitmap
- Chon kiéu hinh anh bitmap
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O Vao thé Area trong hop héi thoai Area.

Area ]
Area |Shadnw Transparency | Colors | Gradients | Hatching | Bitmaps
Fil Size
TE | oo &
Sy F
= \Waker Positian
B Coarse arained f;'—f‘—f'l'
BBl -rac: - &
SR Metal B g I
- ‘' Droplets
55 Linen
¥ Offset 0%,
BEEE store LTSS
Mercury [#] Tile
EEEEE oraoeel !
Offset
O Row
[ Ok, l [ Cancel ] [ Help ] [ Reset ]

Hinh 61: Hop hoi thoai Area — hinh anh bitmap
Chon Bitmap trong muc Fill.
Thiét 1ap cac thong s6 co lién quan dén anh bitmap trong
cac muc Size, Position, Offset.
0 Nhén nat <<OK>>.
- Tao vanhap khau anh bitmap
O Tao anh bitmap
= Nhén chudt vao thé¢ Bitmaps trong hop hoi thoai
Area.
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Area
Area | Shadow

Properties
Pattern Editor

Foreground color
I Elack
Backaround color

1 white

HEHEE Linen

oa Stone

3]
Transparency | Colors | Gradients | Hatching |Bitmaps

— A

Sk

Moy ..

B Coarse grained
B Metal
Ry

Marble Delete, .,

E

Mercury
B cravel 2
w AT -l
“
[ (0] l [ Cancel ] [ Help ] l Reset

Hinh 62: Hop hoi thoai Area — thé Bitmaps

Chon kiéu hinh anh bitmap trong danh sach la
Blank dé kich hoat muc Pattern Editor.

Chon mau Foreground va Background.

Nhan chudt trai vao cac 6 vuong trong muc Pattern
Editor dé son mau chit Foreground.

Nhén nut <<Add>> dé lvu mau.

0 Nhap khau anh bitmap

Trong thé¢ Bitmaps cua hop hoi thoai Area, nhan
nut <<Import>>.

Trong hop hoéi thoai Import, chon thu muc c6 chtra
anh bitmap can nhap khau.

Chon hinh bitmap can nhap khdu, nhdn nat
<<Open>>.

Nhép tén cho anh bitmap nhap khau
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»  Nhén nit <<OK>>.
» Pinh dang d6 béng cho doi twong dd hoa
- Nhan biéu tuong danh bong Shadow = trén thanh cong cu Line and
Filling.

v | UUU" ! 3 [ Black | &) ?LCoIor V:I:l Blue 3 v| @'.—ﬂ .

WA s |
Hinh 63: Thanh cong cu Line and Filling - Shadow
- hodc vao menu Format\Area.

Area 3]

Area (Shadow | Transparency | Colors | Gradients | Hatching | Bitmaps

Properties
Position - - - I
{ { {
{ £ *
Distance 0.1z" &
Color B Gray w
Transpatency 0% E

[ (0] 4 H Cancel H Help H Reset

Hinh 64: Hop hoi thoai Area — the Shadow
- Tich chon muc Use shadow.
- Thiét lap cac thong s6 vé vi tri, khoang cach, mau, dj trong lan luot
trong cac muc Position, Distance, Color, Transparency.
0 Position: chon huéng d6 bong cho ddi tugng d6 hoa.
o Distance: xac dinh khoang cach giita dbi twong d6 hoa va
bong.

= Color: thiét lap ché d6 mau cho bong.
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= Transparency: chon ty I¢ d0 trong cho bong.
» Dinh dang vé dj trong
- Vao menu Format\Area.
Area %]

Area | Shadow |Transparency |Colors | Gradients || Hatching | Bitmaps

Transparency mode
O Mo Eransparency

Ok
() Gradient

S0%

4

Linear
S0%:
S0%:

0 degrees
0%

0%

100%:

[ Ok, H Cancel H Help H Reset

Hinh 65: Hop hoi thoai Area — thé Transparency
- Chon thé Transparency: C6 hai kiéu tao do trong.
o Kijéu 1: chon muc Transparency, sau d6 chon ty 1€ vé do
trong mong mudn
0 Kiéu 2: chon muc Gradient, thiét 1ap céc thong s6 vé kiéu
t6 doc, vi tri, goc d6 bong, dudng vién, gia tri ban dau, gia
tri két thuc.

2.8.3. Dinh dang text cho cac doi tuong do hoa
Impress cung cap hai hop hoi thoai riéng biét c6 lién quan dén viéc dinh
dang text
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- D¢ chinh stra dinh dang nhu phong chir, hiéu tmg phong chi,...vao
menu Format\Character.
- Pé dinh dang dong text duoc chén vao cac dudng nét hay ddi tuong
dd hoa, thao tac nhu sau:
0 Caéc thao tac trudc khi dinh dang text

= Chon d6i twrong ma ban s& chén thém dong text vao.

» Khi xuit hién cac nat diéu chinh mau xanh, biAm
dap chudt vao dbi tuong do va cho khi con tré chudt
chuyén thanh hinh chir I hoac bat dau nhap li¢u.

* Nhép ndi dung dong text. Khi nhdp xong ndi dung
text, nhan chudt ra bén ngoai doi tuong dd hoa hodc
nhan phim Esc.

o Dé dinh dang noi dung dong text trong hinh hoa, thao tac
nhu sau:

= Chon d6i tuong c6 chira ndi dung dong text da duoc
thém vao.

» Vao menu Format\Text hoic nhan chuot phai vao
hinh hodc chon Text trong menu d6 xudng. Xuit
hién hop hoi thoai Text:
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Text X
Text | Text Animation
Text
L&t taframe:
[] adjust ko conkour
Spacing to borders Text anchar
Left o.10" E= £
Right 0.10" z l & i
Top 0.05" £ | |
'S r r
Bottom 0.0s" =
- (] Full width
[ (0] l [ Cancel ] [ Help ] l Reset

Hinh 66: Hop hoi thoai Text — the Text

= Phan Text trong hop hoi thoai Text cung cdp cho
ban mdt sb tiy chon. Mot sd tiiy chon bi mé di, diéu
nay phu thudc ddi tugng c6 dong text dinh kém.

e Fit width to text: nhin chon muc nay dé mo
rong hinh d6 hoa hodc duong nét néu dong
text dai hon d6i twong do hoa do.

e Word wrap text in shape: nhin chon muc
nay dé tu dong bat dau mot dudng nét moi
khi 1& cua hinh cham dén.

¢ Fit height to text: nhan chon muc nay dé mo
rong chiéu cao cua ddi tuong bat ctr khi ndo
n6 nho hon dong text.

e Resize shape to fit text: nhan chon muc nay
dé tuy chinh hinh dang khi dong text dugc
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chén vao trong hinh qué lon.

e Fit to frame: nhan chon muc nay dé mo rong
dong text dé nd c6 thé phu kin mot khoang
khong gian thich hop.

e Adjust to contour: nhin chon muc ndy dé
lam cho dong text chay theo mot duong bi
ubn cong.

Trong muc Spacing to borders: Ban c6 thé xac
dinh s6 lugng khoang cach giita duong vién cua d6i
tugng dd hoa va dong text. Thao tac twong tu nhu
phan thiét 1ap thyt 1& va khoang cach cho doan.
Trong muc Text anchor: Ban co thé quyét dinh dat
mo neo cho dong text.

» Tao hoat hinh cho dong text

- Nhén chon thé Text animation dé thiét lap cac hiéu ing cho dong

text.
Tex=t

Text | Text Animation

Texk animation effects

Properties
[] start inside

Anirnakion cvcles

Continuous
Increment

Pixels
Dielay

Automnatic

Effect Scroll Thraugh Direction

[ Text visible when exiting

3]

1 Pixel I

[ uls H Zancel ” Help H Reset

Hinh 67: Hop hoi thoai Text — the Text Animation
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Chon kiéu hoat hoat cho dong text trong muc Effect

O Blink: tao hi¢u Ung tao nhép nhdy cho dong text.

0 Scroll through: tao hiéu ting 1am dong text s& di chuyén
vao trong hinh, sau d6 di ra theo hudng da tuy chon.

0 Scroll back and forth: tao hi¢u tmg lam cho dong text s€
khong di ra dudong vién cua hinh, dau tién di chuyén theo
hudng da tuy chon.

O Scroll in: tao hi¢u ting lam cho dong text s€ cudn vao trong
theo hudng d3 duoc thiét lap, bat dau tir 1& cua hinh.

Thiét 1ap cac thudc tinh

o Start inside: chon thudc tinh nay khi muén hoat hinh bt
dau tir bén trong hinh.

0 Text visible when editing: chon thudc tinh nay khi mudn
nhin thdy dong text trong khi dang chinh stra.

O Animation cycles: bao gém 3 tuy chon khac dé thiét 1ap
tan suit cia hoat hinh.

0 Increment: xac dinh budc nhay gitra hai vi tri cua hoat
hinh.

0 Delay: x4c dinh thoi gian tri hodn trude khi hoat hinh bat
dau.

Pé xem mdt sb hoat hinh, nhan phim F9 hoic chon Slide Show\Slide
Show. Dé quay tré lai ché do chinh sira nhan Esc.

2.8.4. Di chuyén cdc doi tuong do hoa

Nhén chudt vao dbi tuong dd hoa néu can dé hién thi cac nat diéu
chinh kich thuéc mau xanh.

Di chuyén con tré qua ddi twong d6 hoa cho dén khi con tré thay dbi
hinh dang.

Nhan va kéo ré doi twong dén vi tri mong mudn, roi tha chudt.
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2.8.5. Thay doi kich thuéc ciia doi trong

Nhéin chon d6i tuong dd hoa.
Pit con tro chudt vao mot trong sé nhitng nat diéu chinh kich thudc
mau xanh.

Khi con trd thay dbi hinh dang thi nhin va kéo ré chudt dé thay doi
kich thuéc cta d6i tuong dd hoa, roi tha chuot.

2.8.6. Xoay cdc déi twong do hoa

Chon dbi tuong dd hoa dé cac nut diéu chinh kich thuéc mau xanh
xuét hién.

Nhin biéu tugng Rotate @ trén thanh cong cu Drawing.

Tam nGt diéu chinh kich thuéc mau do thay thé cho cac nut diéu
chinh kich thuéc mau xanh, sau do di chuyén con tré chuot 1én mot
trong sb cac nat diéu chinh & goc va hinh dang con tro khi d6 s& thay
d6i. Nhan chudt va di chuyén theo hudéng ma ban mudn xoay dbi
tuong dd hoa.

Tha chudt khi hoan tat thao tac xoay d6i tuong.

Position and Size

Position and Size |Rotation | Slant 8 Corner Radius
Pivat paint
Default settings
Position % .00 = T - fl‘
Position ¥ 350" - " @« ra
{ { "
Rotation angle
Defaulk settings
Angle 0,00 degrees = { - i
{" %ﬁ'
{ " o
[ a4 l [ Cancel ] [ Help ] [ Reset ]

Hinh 68: Hop hoi thoai Position and Size — thé Rotation
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2.9 Chén bang biéu, bang tinh, biéu do

2.9.1. Bang biéu

» Chén mot bang biéu

- Dé thém mot bang biéu vao slide, chon muc Table Design trén ngan
tac vu.

Tasks View = X

[ Master Pages
[» Lawouks
% Tahle Design

Skyles

Shiow
Header Row
[] Tatal Fow
Banded Rows
[ First Column
[] Last Calumn

[] Banded Columns
[ Cuskom Animation
[» Slide Transition

Hinh 69: Ngan tdac vu

- Tai 6 Style, nhan chon ki€u bang biéu mudn chen, xuat hién hdp hoi

thoai:
Insert Table
mumber of colurns: 5 &
Mumber of rows: 2 &
Help ] [ Ok, l [ Cancel
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Hinh 70: Hop hoi thoai Insert Table

Nhéap s6 cot mudn chen tai 6 Number of columns, s6 dong mudn chen
tai 0 Number of rows.

Nhin nit <<QK>>,

2.9.2. Bang tinh
» Chén mot bang tinh

Pé thém mot bang tinh vao slide, chon mau tuong Gmg trong danh
sach cac mau da xdy dung san trong ngin tac vuy.

Dé chén dit liéu va chinh stra dinh dang ctia bang tinh thi can phai
kich hoat n6 va chuyén vao ché d6 chinh stra bang cach bim dup
chudt vao bén trong khung véi nhitng nut diéu chinh kich ¢& mau
xanh.

Tasks Wigw * X

[+ Master Pages

% Layouts
bl | | 222 | =
EIRE RIS
| . | =] &

[ Table Design
[ Cuskom Animation

[ Slide Transition

Hinh 71: Ngan tdac vu
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Ngoai ra, ban c6 thé chén mot bang tinh vao trong slide bang cach
vao menu Insert\Spreadsheet. M0t bang tinh nho s€ dugc chén vao
chinh gitta slide. Khi mot bang tinh duoc chén bang phwong phap
nay, thi nd ciing & trong ché do chinh sira. Ciing hoan toan c6 thé
chén mot bang tinh & dang mot dbi tugng nhiing nhu phan chén doi
tugng khac.

Click to add title

Daouble-click to add a spreadshest

Hinh 72: Man hinh thao tac chen bang tinh vao slide

» Thay doi kich thwéc va di chuyén bang tinh

Pé thay d6i kich thudc ctia viing bang tinh nam trong bang tinh hodc
thay ddi vi tri ctia n6 thi vao ché do chinh sira va sir dung cac nut dicu
chinh mau den voi dudng vién xam bao quanh bang tinh do.
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»

Click to add title
'ﬂsc|o|s|'F|s|H|x:K

2

', Sheet1 / < |

Hinh 73: Vung nhdp liéu cho bang tinh dwoc chen vao trong vung thao tac

Di chuyén chudt qua cac nat diéu chinh dé thay d6i kich thuéc ving
bang tinh. Cac nut & goc s& thay dbi dong thoi kich thudc hai bén
hinh thanh goc d6 trong khi cac nat didu chinh ¢ chinh giita cac bén
chi diéu chinh theo mot hudng.

Vi trf ctia bang tinh trong slide c¢6 thé duoc thay doi ca khi trong ché
d6 diéu chinh 1an khi khong & trong ché d6 diéu chinh. Trong ca hai
truong hop do, ban thao tdc nhu sau:

0 Di chuyén chudt qua dudng vién bang tinh cho dén khi con
tré chudt thay doi hinh dang (thong thudng 13 hinh mii tén
bbn dau).

0 Nhan nat chudt trai va kéo ré bang tinh dén vi tri mong
muén, roi tha chuot.

Di chuyén xung quanh bang tinh va nhép liéu

Sép xép mot bang tinh
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Mot bang tinh thudng gom nhiéu bang. Impress chi gdm mdt trong sd
cac bang d6 duoc hién thi vao mot thoi diém dugc thiét 1ap bat ky
trén mot slide. Mic dinh d6i v6i mbi bang tinh dugc nhing vao trong
Impress 1a mdt bang don goi 1a “Sheet 1”. Tén cua bang nay duoc
hién thi & cudi bang tinh. Ban hoan toan c6 thé thém cac bang tinh
khac nhu sau:

0 Nhan chudt phai vao ving day ctia bang tinh, chon Insert

Sheet, xuit hién hop hoi thoai Insert Sheet.

Insert Sheet

Position

© EEfoE S
O After current sheet
(%) Mew shest

Mo, af sheets 1 e

Mame Sheet3
) Erom file

Hinh 74: Hop hoi thogi Insert Sheet

0 Ciing giéng nhu Calc, ban co thé d6i tén mot bang tinh
hodc di chuyén bang tinh d6 dén mét vi tri khac bang cach
dua chudt xudéng phan day cia bang tinh, nhan chudt phai
chon cac chirc ning twong (mg hodc vao menu Insert, roi
chon céc chirc ning mong mudn.

Di chuyén con tré dén mét 6 bang tinh
O St dung cac phim milii tén.

O Nhan chudt trai trén 6 mong muodn.
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0 Sir dung t6 hop phim Shift+Enter va phim Enter dé di
chuyén 1én mot 6 hoac xuéng mot 0.

0 Sir dung t6 hop phim Shift+Enter va phim Enter dé di
chuyén sang bén trai mot 6 hodc sang bén phai mot 0.

- Nhép liéu vao 6 bang tinh da chon

0 Chon 6 bang tinh mudn kich hoat, sau d6 nhap li€u vao 6
do.

o0 Impress s& cd ging ty dong nhan cac kiéu ndi dung cua
mot 6 bang tinh va ap dung dinh dang mac dinh cho 6 do.

0 Hay cha y biéu tugng thanh cong cu thay doi theo kiéu loai
dir liéu nhép vao, hién thi nut chip nhan va loai bo bét cir
khi nao.

- Chon mot ving bang tinh gdm nhiéu 6

0 Nhan chudt vao 6 dau tién trong vung can chon (hoic 6
trén cung bén trai hodc 6 dudi cung bén phai trong ving
hinh chir nhat).

0 Nhan giir chudt trai va di chuyén chudt dén goc dbi dién
cua vung hinh chir nhat do r0i tha chuot.

- Mot vai phim tét hiru ich 1am ting toc d6 chon ving béang tinh.

o Dé chon toan bd bang tinh c6 thé nhin théy, nhan chudt &
diém giao cét giita cac chi muc dong va cot hodc nhan to
hop phim Ctrl+A.

0 Dé chon mot cot, nhan chudt vao chi muc cta cot d6 & phia
trén cung cua bang tinh .

o Dé chon mot dong, nhén chudt vao chi muc caa dong nam
O bén trai cua bang tinh.

- Dinh dang 6

0 Khi vung bang tinh da dugc chon, ban co thé chinh stra

dinh dang vé phéng chit, kich ¢&, cin chinh, mau phong
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chit, dinh dang chit s6, duong vién. Dé thiét 1ap cho céc
dinh dang nay ban vao menu Format\Cells.
Format Cells [

Murmbers |anl: |F|:|nt Effects | Alignment || Borders | Background | Cell Protection

Eont Tvpeface
arial Black Italic
Arial Marrow Bold
Bitstream Yera Sans = | |Bold Italic
Bitstream Vera Sans Mono
Bitstream Yera Serif
=2 L fekic o
Language
%3 Engish (USA) v
Avrial

The same font will be used on bath your prinker and wour screen,

[ Ok, H Cancel H Help H Reset

Hinh 75: Hop hoi thoai Format Cells - thé Font

0 Tién hanh cac thiét 1ap dinh dang bang cach chon cac tuy
chon tuong Ung trong tung thé cua hop hoi thoai Format
Cells.
2.9.3. Biéu do
» Chén mét biéu dd
- Chén biéu d6 bing cach chon biéu mau da duoc xy dyung sin trong
ngan tac vu

0 Trong ngan tac vy, chon mot biéu mau cé chira biéu do
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Tasks Wigw - X

[» Masker Pages

+ Layouts

(B2

[0 1]
[ ]
‘ 2 ‘

=
[
===]

= I0ong
Qg0gs
Q0gng
([T
Q0gng
iiil

1111

iiil
=
[w ]
(]
iiil

ills

[» Table Design
[» Cusktarm Animation
[ Slide Transition

Hinh 76: Ngan tac vu - layout Title, Chart

0 Bam duap vao biéu tugng & trung tdm cua vung bi¢u do.
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B Coburrn |
B Colurmn 2 (]
0 Coburrn 2

Hinh 77: Biéu mdu biéu dé chén vao slide
0 Nhap dit liéu vao trong biéu do.
- Str dung tinh nang Insert Chart

0 Vao menu Insert\Chart hoic nhan chudt vao biéu tuong
Chart & {rén thanh cong cu. Mot biéu d6 xuét hién véi dit
liéu mau.
0 Nhap dir liéu vao trong bicu do.
- Chon kiéu biéu dd
0 Bam dap chudt vao biéu do.
0 Nhan chudt vao biéu tuong Chart Type b trén thanh

cong cy hodc vao menu Format\Chart Type, Xuét hién
hop hoi thoai Chart Type.
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Chart Type =
Mormal
& Line
[#5¢ %Y (Scatter) [Jap Lok [simpie |
[E5] Met
t';t Stock,
I{_ﬁ] Column and Line _C';.-'Iinder
Cane
Pryramid
[ GK ] [ Cancel ] ’ Help

Hinh 78: Hop hoi thoai Chart Type
Chon kiéu biéu do.
Mudn biéu dd & ché do 3 chiéu thi tich chon vao muc 3D
Look.
0 Chon kiéu hinh dang cho biéu do & muc Shape.
0 Nhén nit <<OK>>.
» Nhap li¢u
- Mo& mot ctra s6 dit liéu biéu d6
0 Bam dup vao bicu db.
0 Nhin chudt vao biéu tuong Chart Data Table B hoac

vao menu Edit\Data Table, hop hoi thoai Data Table Xuat
hién.
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Data Table )

E s E =5
@ |C|:|Iumn 1 ||i |C|:|Iumn 2 ||i |Cu:u|umn 3 |
Categories | ¥-Yalues | ¥-Yalues | ¥-Yalues |
1 9.1 3.2 4,54
z 2.4 g8 9.65
3 3.1 1.5 3.7
4 4.3 9.0z 6.2

Hinh 79: Cira s6 Data Table

- Nhip licu

0 Nhap cac sb liéu can thiét trong bang dit liéu.

0 Thém méi, x6a, di chuyén dong va cot bang cac nit chirc

» Dinh dang biéu do

- Pinh dang bang menu Format

0 Bam dip chudt vao biéu do.

0 Vao menu Format.
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obiject Properties. .,
Efk  Position and Size... Fd4

Arrangement

Title
Az
arid
Legend...

Chart Wwall. ..

Chart grea. ..

:i:'ﬂ Chart Tvpe...

.3

.3

.3

.3

Hinh 80: Popup menu Format ciia biéu do

Title: dinh dang cac tiéu dé cho biéu dd, truc X va
truc Y.

Axis: dinh dang cac duong tao ra biéu dd ciing nhu
phong chir dong text xuat hién trén cac truc X va
truc Y.

Grid: dinh dang cac dudng tao ludi cho biéu db do.
Legend: dinh dang vi tri, dudng vién, phong nén,
kiéu chu giai.

Chart Area: dinh dang ving biéu db.

Chart Type: thay d6i kiéu biéu do duoc hién thi va
hién thi & ché do 3 chiéu hay khong.

- Thay d6i kich thudc biéu dd
0 Nhén chudt trén biéu d6 dé chon khi d6 cac nut diéu chinh
kich ¢& mau xanh xuét hién xung quanh biéu dd do.

0 Tang hoac gidm kich thudc ctua biéu do6, nhan va kéo mot
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- Di chuyén cac yéu té cua biéu d6

0 Bam dup chudt vao biéu @6, khi d6 s& xuét hién mot dudong
vién mau xam xung quanh biéu dé.

0 Nhan chudt vao mot yéu to bat ky nhu tiéu dé, chia khoa
hay d6 hoa biéu d6 dé chon dbi tuong. Khi d6 cic nut diéu
chinh kich thuéc mau xanh xuét hién.

0 Di chuyén con tré chudt qua yéu t6 duoc chon. Khi con tro
xuat hién hinh miii tén bén dau thi nhan va kéo ré dé di
chuyén yéu t6 do.

0 Tha chuot khi yéu td do da duoc dit vao vi tri mong mudn.

- Thay d6i phong nén cho ving biéu dd

0 Vung biéu do 1a ving xung quanh d6 hoa biéu d6 bao gdm
tiéu dé chinh va chia khoa.
Bam dtp vao biéu dd.

Vao menu Format\Chart Area.
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Chart Area

|Bu:urders |.n.rea | Transparency |

Fill

|CCI|DI’ w

[ Blue gray A~
I Fed 1 B
I Red 2

B Fed 3

B Fed 4 y
I reds

Il Red &

B Red 7

B Red &

Il Magenta 1

I ragenta 2
I Manenka

£

[ (0] H Cancel H Help ” Reset

Hinh 81: Hop hoi thoai Chart Area — thé Area

0 Chon cac thiét 1ap dinh dang mong mudn.

0 Nhin nit <<OK>>,
- Thay d6i mau nén cho d6 hoa biéu d6

0 Bam dup chudt vao biéu do.

0 Vao menu Format\Chart Wall.

0 Chon ché d9 thiét 1ap dinh dang.

0 Nhén nit <<OK>>.
» Chén cac ddi twong khac
Impress cung cap kha niang chén nhiéu loai d6i twong khac vao trong mot
slide chéng han nhu am nhac, video clips, van ban, cong thurc toan hoc,...
Mot man trinh dién dién hinh thuong gém cac video clips, clip 4m thanh,
cac d6i tuong nhung, cac cong thuc toan hoc, cac doi tuong khac duoc
st dung it hon vi chiing khéng xudt hién trong sudt qua trinh trinh chiéu
slide.
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- Chen phim va am thanh
0 Chen phim va am thanh tr menu

» Vao menu Insert\Movie and Sound, xuit hién hop
hoi1 thoai Insert Movie and Sound.

= Chon tép can chén trong hop hoi thoai.
= Nhén nat <<Open>>.
0 Chén phim va am thanh tryc tiép tir Gallery

=  Pé mo Gallery vao menu Tools\Gallery.

= Chon cac cha diém chira cac tép da phuong tién can
chen.

» Nhéan chudt vao phim hodc am thanh dé cheén va kéo
tép do vao slide.

- Chén cac ddi tuong nhung va lién két OLE

0 Tao va chén mot dbi tuong OLE

= Vio menu Insert\Object\OLE Object, xuat hién
hop hoi thoai Insert OLE Object:

Insert OLE Dbject

() Creake From file
(CpenCffice.org 3.0 Spreadsheet
CpenCffice.org 3.0 Chart
Opendffice.arg 3.0 Drawing —

CpenCffice.org 3.0 Formula
Cpendffice.org 3.0 Text
Further objects

Hinh 82: Hop hoi thoai Insert OLE Object
* Chon Create New.
= Chon kiéu ddi tuong can chén trong muc Object
type.
» Nhén nat <<OK>>, mot khung chira rong duoc dit
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vao trong slide.
* Bim dap chudt vao doi tuong OLE do dé nhap kiéu
mAu chinh stra ctia d6i twong do.

0 Chén mot dbi tuwong c6 san
= Vao menu Insert\Object\OLE Object, xuit hién
hop hoi thoai Insert OLE Object:

= Nhén chon muc Create from file.

Insert OLE Dbject

© Greate new
File
[ Link to file

Hinh 83: Hop héi thoai Insert OLE Object — chén déi tieong nhiing c6 san
» Pé chén mot ddi tuong & dang mot duong link, tich
chon Link to file.

* Nhan nut <<Search>>, chon t¢p can thiét, sau do
nhan nut <<Open>>.

= Nhin nit <<OK>>.
0 Chén nhiing d6i twong OLE khéc
= Vao menu Insert\Object\OLE Object, xuit hién
hop hoi thoai Insert OLE Object.
= Bam dap chudt vao Further objects trong danh
sach Object Type s0 xudng.
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Insert Object

Object Tepe:

{E}' Ereate NEW ..'l'...j.:.l:.e .":".I::rl:ll:lElt |:| acument

Adobe Photozhop Image

Create fram Fil Bitmap Image
() Create from File Modin Cli

ticrozaft Equation 3.0
Microzoft Graph Chart .
Microzaft Office Excel Chart [ Display As leon
Microzoft Office Excel Workshest %

Reszult
Inzerts a new Adobe Acrobat Document object

b .
inko wour document,

Hinh 84: Hop hoi thoai Insert Object — Create New

» Tich chon muc Create New dé chén mot d6i tuong
moi cua kiéu dbi twong da chon trong danh sach
Object Type hoic tich chon Create from File dé
tao mot ddi tuong moi tor mot file.

= Néu tich chon Create from File, xuat hién hop hoi
thoai Insert Object:

Insert Object

Ok, |

" Create New !
File: Cancel

{* [Create from File |E:'xF'rcugram Files\Openlffice.arg 2.44hpro

Browsze...

[ Display &z lcan

Result
Ingerts the contents of the file az an object into

F M wour document so that you may activate it using
E the program which created i,

Hinh 85: Hop hoi thoai Insert Object — Create from File
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» Nhén chon nit <<Browse>> dé chon tép can chén,
nhin <<Open>>.
» Pé hién thi tép da chén dudi dang mot biéu tuong,
tich chon Display As Icon.
- Cheén Cong thuc
0 Vao menu Insert\Object\Formula dé tao mot cong thirc
toan hoc trong mat slide.
0 Dé thay dbi thudc tinh phong chit cua cong thirc toan hoc
vao menu Format\Font Size.

0 Dé thay doi kiéu phong vao menu Format\Fonts.
2.10 Tao tiéu dé dau, tiéu dé cudi
Dé tao tiéu dé dau va tiéu dé cudi cho slide, vao menu View\Header and
Footer, hop thoai sau ddy xuat hién gitip ban x4y dung tiéu dé dau, tiéu
dé cubi cho cac slide:

Header and Footer, 23]

Slide | Motes and Handouts

Incluc!?.?_ljmslide [ apply ta Al l
Dat :
(%) Fixed [ SEa l
() Yariable [ Cancel ]
29/04)09 Vietnarmase [ Help ]
Footer

Foaker text

[] slide number

[] Do not show on firsk slide

Hinh 86: Hop hoi thoai Header and Footer — the Slide

Thé Slide cho phép thiét 1ap mot sd cac thong tin 1én tiéu dé cudi cia
Slide nhu:
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Thong tin ngay, gid (Date and Time): Néu ban chon muc ndy, théng tin

vé ngdy gid co thé dugce dua lén tiéu dé cudi slide. Khi do, néu chon

Variable thong tin ngay gid s€ dugc tuy dong cap nhat 1én ti€u dé ding

theo ngay gid trén mdy tinh; Néu chon Fixed ban phai nhap vao mot gia

tri ngay gio ¢d dinh. Gia tri nay sé& khong tu dong dugc thay doi theo

ngay thang.

- Néu chon muc Slide number, may s€ tu dong dién sb thir tu slide 1én
tiéu dé cudi.

- Néu chon muc Footer, ban c6 thé g0 vao dong van ban hién thi &
giita tiéu d& cudi slide.

- Nhan nut <<Apply>>, cac thiét 1ap nay sé& chi ap dung cho Slide hién
tai (slide dang chon).

- Néu nhin nut <<Apply All>>, thiét lap nay s& duoc ap dung cho tat
ca cac slide cua tép trinh dién nay.

Header and Footer: ®)

glide |Motes and Handouts

Include on page [

Apply to Al ]

Header text [ Cancel ]

[ Help ]

Date and time
(®) Fixed
() variable

________________

Zain4i09 Wigknamese

i
Footer -_:::::::::::::::i_l
i
i

Foaker text

[] page number )

Hinh 87: Hop hoi thoai Header and Footer — thé Notes and Handouts
Thé Notes and Handouts cho phép thiét 1ap mot s6 cac thong tin 1én
tiéu dé dau va tiéu dé cudi trang in (thdng tin ndy chi hién thi khi ban in
ra may in):
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- Date and Time — thong tin ngay, gio: st dung tuong tu nhu & thé
Slide.

- Header - dau trang: noi ban c6 thé nhap dong van ban cho tiéu dé
dau trang (page).

- Page Numnber — s trang: cho phép chén sd thir ty trang 1én tiéu dé
cudi trang in.

- Footer — cubi trang: noi ban c6 thé nhap vao nodi dung tiéu dé cudi
trang in.

- Néu nhan nat <<Apply>> thi cic thiét lap nay sé& chi ap dung cho
trang in hi¢n tai (trang chtra slide dang chon).

- Néu nhan <<Apply All>>, thiét 1ap nay s& duoc 4p dung cho tit ca
cac trang in cua tép trinh dién.

3. Thiét 1ap hi¢u ng trinh dién

Mot trong nhitng diém manh ctia Impress 1a kha ning thiét 1ap cac hiéu

ung. Vi cac hi€u Ung nay, thong tin trén slide s€ dugc sinh dong hon,

hap dan va thu hiit ngudi theo ddi hon.

3.1 Sir dung chuyén dich slide

Chuyén dich slide 13 nhimng hiéu tng dién ra khi mét slide dua ra cach

thirc cho mot slide khéc trong trinh dién nhu cudn tir duéi 1én trén hoic

bay tu trai vao. Ban c6 thé thém cac chuyén dich trong ché d6 xem Slide

Sorter hodc ché 46 xem thong thuong Normal. Pé xem hiéu ung cia

mot phan ban phai vao ché do xem Normal va tich chon Automatic

preview trong thé Slide Transition ctiia ngan tac vu.

3.1.1. Thiét ldp thoi gian cho si thay déi cua slide tw dong

Ban c6 thé thiét 1ap mot trinh dién slide dé chay ty dong. Dé thiét 1ap
thoi gian mic dinh cho céc slide duoc hién thi trudc khi chuyén sang
slide ké tiép:
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- Chuyén vao ngan Slide Transition, chon Automatically After trong
phan Advance slide, thiét 1ap thoi gian va nhdn chudt vao nut
<<Apply to All Slide>>.

+ Slide Transition

Apply to selected slides

Mo Transition

Wipe Up

Wipe Right

Wipe Left

Wipe Down

wheel Clockwise, 1 Spoke hd

Modify transition

Speed medium W

Sound | oyg Sound = v

Advance slide
) on mouse dlick

() Automatically after |1sec E

[ apply to All Slides ]

[ Play: ][ Slide Show ]

Aukomatic preview

Hinh 88: Ngan tac vu - Slide Transition

- Pé thay d6i thoi gian cho mot s slide, vao menu Slide
Show\Rehearse Timings hoac nhén chudt vao biéu tuong Rehearse
Timings &1 trén thanh cong cu Slide Show.

- Trinh dién slide bat diu vé6i ché d6 toan man hinh, mot bé dém thoi
gian xut hién goc trai bén dudi ciia man hinh.

- Khi ban mudn vu tién chuyén sang slide ké tiép nhin chudt vao bod
dém thoi gian. Dé duy tri thiét 14p mic dinh cho slide nay, nhan chon
slide d6 chir khong phai bo dém gid. Tiép tuc thuc hién cho tat ca cac
slide trong man trinh dién. Impress ghi lai thoi gian hién thi cho mdi
slide. Luu gitr lai man trinh dién cua ban.
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3.1.2. Ap dung hiéu iing dich chuyén cho mét slide

Trong ngan tac vy, chon Slide Transition.

Trong ngan cac slide hodc ¢ ché do Slide Sorter, chon nhitng slide
mudn ap dung ché d6 chuyén dich. Néu muén ché do chuyén dich do
ap dung cho tit ca cac slide, ban khong can thiét phai chon chung
trudec.
Chon mdt kiéu hiéu tng dich chuyén trong danh sich Apply to
selected slide.
Chinh stra ché do chuyén dich d3 chon bang cach thay d6i téc do
chuyén dich hodc thém am thanh vao trong muc Modify transition.
Chon cach wu tién chuyén sang slide ké tiép
0 On mouse click: nhan chon muc nay dé chuyén sang slide
ké tiép bang cach nhan chudt.
O Automatically after: xac dinh khoang thoi gian dé hé
thdng tu dong chuyén sang slide ké tiép.
Néu mudn hiéu g ma ban vira méi thiét 1ap ap dung cho tat ca céc
slide trong trinh dién, nhan chon nit <<Apply to All Slide>>.
Pé xem trude hiéu ung chuyén dich, tich chon Automatic Preview
va nhan vao nut <<Play>>.

Pé bat dau trinh chiéu slide tir slide hién hanh nhin nut <<Slide

Show>> .

3.1.3. Bo mot hiéu wng dich chuyén cho mot slide

Chon céc slide mong muon

Chon No Transition trong danh sach & thé Slide Transition cua
ngan tac vu.

3.2 Sir dung hi€u &ng hoat hinh

Céc hoat hinh slide twong ty nhu cac chuyén dich nhung ching duoc ap

dung cho timg yéu t6 riéng 1¢ trong mot slide don nhu tiéu d¢, biéu do,
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hinh anh hay diém danh ddu dau dong. Hoat hinh lam cho mdt trinh dién

thém sdng dong va kho quén.

3.2.1. Ap dung mot hiéu irng hoat hinh

- O ché 36 xem thong thuong Normal, hién thi slide mong mubn.
Chon dbi twong ma ban mudn hoat hinh.

- Trong ngén tac vy, chon Custom Animation.

- Nhén nat <<Add>>, xuat hién lai hop hoi thoai Custom Animation :

Custom Animation

Entrance |Emphasis Exit | Mation Paths

Basic e

'

B

Checkerboard

Circle

Diagonal Sguares

Diamond

Dissalve In

Flash Once

Flv In

Fly i Slow

Peek In

Plus

Random Bars

Random Effects

Splie

Wenetian Blinds

Wedge
WWhaal

| Wery Fast
Aukomatic preview

[ Ik H Cancel H Help ]

Hinh 89: Hop hoi thoai Custom Animation
- Chon mot hi¢u ing tir mdt trong s6 cac thé trong hop hoi thoai do

- Chon toc do hay khoang thoi gian cho higu ing d6
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0]

0]

Pé chon hoat hinh bat diu cho d6i twong, viao thé
Entrance dé chon hiéu tng. Vi du: Fly In hoic Dissolve
In.

Dé chon mot hiéu tng nhu mau phong khac hay dong text
nhap nhay, vao thé Emphasis.

Dé chon hiéu tmg khi di chuyén dbi twong nay, vao thé
Exit.

Pé chon huéng di chuyén ctia moét hoat hinh, vao thé
Motion Paths.

Nhan niit <<OK>>.

3.2.2. Bat dau mot hiéu ung hoat hinh

C6 3 lua chon dé bit dau mot hiéu ung hoat hinh:

- On click: Hoat hinh s& dirmng ¢ hiéu Gmg nay cho dén khi nhan chuot.

- With previous: Hoat hinh nay chay cing thdi diém véi hoat hinh

trudc.

- After previous: Hoat hinh ndy chay ngay khi hoat hinh truéc két

thuc.

3.2.3. Chon céc thudc tinh bé sung cho mot hiéu wng hoat hinh

- Nhiéu hoat hinh c6 thudc tinh ma ban c6 thé thiét 1ap hodc thay doi.

0]

0]

Néu ban chon hiéu ung Change Font Color trong thé
Empbhasis, ban c6 thé xac dinh duoc mau phong.
Néu ban chon Fly In trong th¢ Entrance, ban co thé xac
dinh duoc dbi tugng bay vao slide tir hudng nao.

- Vidu: st dung nhiéu hiéu ung hoat hinh

(0]

Buéc 1: Ap dung hiéu tng “Fly in”
= Hién thi th¢ Custom Animation trén ngin tic vu.

=  Tao mdt slide véi mdt vai muc ddnh dau dau dong
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8l Untitled 1 - BpenDffice.org Impress

Eile Edit Wew Insert Format Tools Slide Show  Window Help x
‘EEBH= & ¥ & - i b - @ 5 @R @ i Telside Wsidereson |
ol vz M B/UM|[s|l===s=-=F . A@E A

Slides % | | |Normal |cutline | Motes | Handout | Slids Sarter Tasks View ~ X

4| || i Master Pages

1

< 2
i/ >EST|¢-%-¢ -8 - % H-P-%- X/ DRE &5 -F- |0 F |

TextEdit: Paragraph 4, Row 4, Column 35 140 4.91 :1 25,20 % 13.86 65 | * Slide 1 1 Default

[ Layouts
[ Table Design
7 Custom Animation
A Modify effect s
N&i dun
= Lam quen voi Impress
» Xay dung cac Slide
* Su dung cac Template j [ &
» So sanh gitra Impress va PowerPoint ||
First select the slide element and
then dick'Add..." to add an
animation effect.

v
| 3 | Shids Transition

3

Hinh 90: Giao dién cira sé slide khi tao hiéu ung Animation

» Chon bén muc danh diu dau dong. Nhin nat
<<Add >> trong ngan Custom Animation.

* Chon Fly In trong thé Entrance cta hdp hdi thoai
Custom Animation. C6 thé thiét lap tdc dd hoat
hinh 12 Medium trong muc Speed, sau d6 nhan nut
<<OK>>.

0 Budc 2: Ap dung hiéu ung “change font color” cho danh
sach cac myc danh dau dau dong trong slide.

= Chon 3 muc trong slide mubn d6i mau

= Nhin nat <<Add>> trong ngin Custom
Animation.

* Chon Change Font Color trong th¢ Emphasis cua
hop hoi thoai Custom Animation.
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Custom Animation

Entrance |[Emphasis |Exit

Zhange Fill Calar
Zhange Fonk

Change Fonk Caolor
Change Font Size

Change Fonk Style
Zhange Line Calar

Mation Paths

Easic

Spin
Transparency

Blast

Blink.

Baold Reveal
Style Emphasis
Wave

Flicker
Grow With Calor

Shiraraar

Speed

Automatic preview

Exciting

Moderake

Medium

[

Ik

H Cancel H Help ]

Hinh 91: Hop hoi thoai Custom Animation — thé Emphasis

Nhan nit <<OK>>.

Néu mubn ban co thé chon bit clr hang muc nao
trong s6 3 hang muc cudi va chon mot mau khéc
trong danh sach mau phong chitr Font Color trong
ngan Custom Animation.

Stt dung Change Order: Véi cic miii tén 1én,
xuéng dé thay doi tht tu cua hang muc danh dau
dau dong.

0 Budc 3: Thay ddi thoi gian cho mét s6 hang muc danh sach

tir hiéu Gmg bat dau 13 With previous thanh On click.

Chon nhitng hang muc nay, sau d6 chon On click tir
trong danh sach Start.
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= Luu tép.
= Kiém tra tdp hop cac hoat hinh bang cach nhan nut
<<Slide Show>>.

3.2.4. Xoa hiéu ung hoat hinh

- Trong thé Custom Animation cia ngan tac vy, chon doi tuogng mong
muon.

- Nhéan nit <<Remove>>.
3.3 Sir dung twong tac
Tuong tac 1a nhiing thu xay ra khi ban nhan chudt vao mot ddi tuong
trong slide. Chung thuong dugc su dung voi cac nat hodc hinh, tuy nhién
cac ddi tuong text cling c6 thé c¢6 nhitng twong tac nhu: Chuyén vé slide
trudc, chuyén dén slide sau, chuyén dén slide dau tién, ...

- Dé 4p dung mét tuong tic cho mot ddi twong (hodc thay ddi mot
twong tac 4p dung cho mot dbi twong), nhan chudt phai vao ddi tugng
do va chon Interaction.

Interaction X

Help

Ackion at mowse click -

Hinh 92: Hop hoi thoai Interaction — buoc 1

- Chon mdt tuong tac bang cach nhan chudt vao miii tén bén phai ctia
muc Action at mouse click va chon trong danh sach s6 xudng.
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Interaction )]
fction at mouse click bao to page or object
Target .:_.2 Slide 1
" Side 1 (iotes)
9 slide 2

Slide 2 {Mokes)
Default {Handouts)
Default

Default {Motes)

Slide | Object

Hinh 93: Hop hoi thoai Interaction — buoc 2
- Nhén nit <<OK>>.
4. Cira so Sorter
Cira s6 Sorter s& giup ban don gian hon nhiéu trong viéc quan Iy cac
slide trén tép trinh dién. Pé mé cira sd Sorter, ban chon thé Silde
Sorter. Sir dung cira s0 nay nhu sau:

Nhén chudt phai vao Slide can lam viéc, ban c6 thé 1am duoc nhiing vi¢c

sau:

- Chon Delete: dé x6a slide ra khoi tép trinh dién.

- Chon Copy: dé sao chép slide nay.

- Chon Paste: d¢ dan slide da copy thanh mét slide méi.

- Chon Hiden slide: dé an slide nay. Impress s& khong hién thi noi
dung slide an khi trinh dién.

- Chon Slide Transition: dé thiét 1ap thong tin trinh dién cho slide qua
hop thoai sau:
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= Slide Transition

Apply to selected slides

Mo Transition

Wipe Lip

wifipe Right

Wifipe Left

Wipe Do

wheel Clockwise, 1 Spoke
w'heel Clockwise, 2 Spokes
w'heel Clockwise, 3 Spokes
W'heel Clockwise, 4 Spokes
w'heel Clockwise, & Spokes
Uncover Down

Uncover Left

Uncover Right W’
Modify transition

Speed |edium w
Sound |y Sounds g

Advance slide
(%) On mouse click.

) dutomatically after |1sec

Apply to All Slides

[ Flay ] [ Slide Show l

Subornatic preview
Hinh 94: Ngan tac vu - Slide Transition

Tiép theo c6 thé chon tdc dd trinh dién cac hiéu ung do: Slow - tde do
cham; Medium - tbc d6 vira phai; Fast- tdc d6 nhanh;

Hop Advance slide cho phép thiét lap su kién dé chuyén dén trinh
dién slide nay tir slide truéc né. Chon On mouse click — s& chuyén
dén trinh dién slide nay khi ban bam chudt trai (ngﬁm dinh). Ban
cling c6 thé thiét 1ap khoang thoi gian tu dong trinh dién slide & muc
Automatically after (sé¢ dugc tu dong trinh dién sau ... mm:ss
(phut:giay);

Hop Sound cho phép chon kiéu 4m thanh mdi khi dich chuyén dén
cac slide.

Nhéan <<Apply All>> dé ung dung kiéu thiét 1ap nay cho tt ca cac
slide trong man trinh dién.
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Ban c6 thé dung chudt kéo tha (Drop & Drag) cic slide trén man hinh

nay dé hoan chuyén vi tri ctia chiing.

Dé dong cira sb nay trd vé ctra sb thiét ké ban dau, ban c6 thé lam theo

mot trong hai cach sau:

- Cach 1: Bim dap chudt 1én mdt slide nao do trén cua s6 Shorter,
slide d6 s& dwoc hién thi trén ctra so thiét ké ban dau (ché do
Normal).

- Céch 2: Ban nhin chudt 1én thé Normal.

5. K¥ thuit trinh dién

Trinh dién 13 qué trinh thé hién ndi dung cac slide da thiét ké duoc trong

tép trinh dién 1én toan bd man hinh. Co nhiéu cach dé thuc hién trinh

dién cac slide:

- Céch 1: nhan chudt 1én nut Slide Show & goc phai, cudi man hinh.

- Céch 2: vao menu Slide Show\Slide Show.

- Céch 3: nhan phim F5 trén ban phim.

Man hinh trinh dién xuét hién. Vi man hinh trinh dién nay, ban c6 thé

lam duogc cac cong viée bang cach nhan chudt phai 1én man hinh trinh

dién, mot muc chon xuét hién.

[ Mext

¢l Previous

EI:I ta Slide » |]'<] Eirst Slide
[#] Last Slide
Screen 3
Slide 1
End Show
' Slide 2
Slide 3

- Next: nhan chon dé chuyén dén trinh dién slide tiép theo (ban c6 thé
nhan phim Enter hodc nhan chudt trai dé lam viéc nay).

- Previous: nhan chon dé chuyén dén slide vira trinh dién ké trudc (str
dung trong truong hop ban mudn quay tré lai slide trude do).
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- Go to Slide: nhin chon dé chuyén dén mat slide bat ky.
- End Show: nhin chon dé két thuc phién trinh dién (ban cling c6 thé

nhan phim ESC dé lam viéc nay).

5.1 Chon cac thiét 1ap co ban cho trinh chiéu slide

- Vao menu Slide Show\Slide Show Settings, xuat hién hop héi thoai
Slide Show:

Slide Show
iy
) Al slides
Twpe Opkians
() Default [] change slides manually
() window [ Mouse pointer visible
® P.yntu:u [ Mause pointer as pen
00:00:10 A [ mavigatar visible
Animations allowed
[] shiow lage de
Change slides by clicking on background
|:| Presentation always on top
Multiple monitors

Hinh 95: Hop hoi thoai Slide Show
- Thiét 1ap céac thong sb can thiét trong hop hoi thoai Slide Show.

0 All slide: bao gdm tit ca cac slide ngoai trir nhitng slide
dugc danh dau an di.

0 From: bit diu man trinh dién v&i mot slide khac véi slide
dau tién. Vi du: C6 vai slide giéi thiéu vé ban va cong ty
cua ban nhung khi ban trinh chiéu, ban mudn truot qua dé
bét ddu phan gi6i thidu do.

0 Custom Slide Show: chiéu céc slide theo mdt trinh tu khéc
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voi thiét 1ap trude cua ban.

0 Default: chiéu slide toan man hinh khong can hién thi cac
diéu khién chwong trinh cia OOo va két thuc viéc trinh
chiéu ¢ slide cudi cung.

0 Window: chiéu slide trong cira s6 chuong trinh OOo va
thoat khoi chuong trinh trinh chiéu sau khi chiéu slide cudi
cung.

0 Auto: bit dau lai viéc chiéu slide sau slide cudi cung. Mot
slide tam ngung duoc hién thi giira slide cubi cing va slide
bt ddu. Nhan nat Esc dé dimg viéc trinh chiéu.

- Nhan chon cac tiy chon khac trong muc Options.

- Nhan nit <<OK>>.

5.2 An nhing slide khong mudn xuét hién trong mét tép trinh dién
- An mot slide

0 Trong ngan cac slide hoac & ché do6 xem Slide Sorter,
chon slide mudn an.

0 Nhén chon biéu tuong Hide Slide trén thanh cong cu
hoac vao menu Slide Show\Hide Slide.

- Hién mot slide bi an
0 Trong ngan cac slide hodc & ché @6 xem Slide Sorter,
chon slide an ma ban muon hién thi.
0 Nhan chon biéu twong Show Slide trén thanh cong cu
Slide View hoac vao menu Slide Show\Show/Hide Slide.

5.3 Chiéu slide theo trat tw khac nhau
- D¢ thiét 1ap mot trinh chiéu slide tiy chinh

0 Vao menu Slide Show\Custom Slide Show, xuit hién hop
hoi thoai Custom Slide Show:
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Custom Slide Shows

Mew Cuskam Slide Show

[] Use Custom Slide Show

Hinh 96: Hop hoi thoai Custom Slide Shows

0 Nhén chon nut <<New>>, xuit hién hop hoi thoai Define
Custom Slide Show:

Define Custom Slide Shows

Marne | Wew Cuskom Slide Shaw |
Existing slides Selected slides Cancel
Slide 1

Hinh 97: Hop hoi thoai Define Custom Slide show

Nhép tén cho tuy chinh méi vao trong muc Name.
Trong muc Existing slide, chon nhiing slide muén trinh
chiéu.

0 Nhan nut [22) d¢ chon slide sang muc Selected Slide.

0 Nhan nit <<OK>>.

Chinh sira, x6a hodc sao chép mot trinh dién slide tuy chinh
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0 Dé chinh stra mot trinh chiéu slide tuy chinh (thém, di
chuyén hoac thay ddi trat tu cia cac slide hodc thay ddi tén

cua trinh chiéu), chon slide can stra trong hop hoi thoai

Custom Shows r6i nhan chudt vao nut <<Edit>>.

0 Dé xda mot trinh dién slide tuy chinh, chon slide trong hop

hoi thoai Custom Show va nhan chon nut <<Delete>>.

o Dé sao chép mot trinh dién slide, chon slide trong hop hoi

thoai Custom Shows r6i nhan nut <<Copy>>.

6. In 4n

Viéc in 4n trén Impress gan gidng nhu in trén Writer. Nén dinh dang

trang in, r0i modi thuc hi¢n in an.

6.1 Dinh dang trang in

Pé dinh dang trang in, vio menu Format\Page, hop thoai Page Setup

xuat hién:
Page Setup
Page | Background

Paper Format

Farmak
kb
Height

Qrientation

Margins

Left
Right
Top

Eokkom

SCreen

11.02" %
8.7 -
() Portrait

(%) Landscape

o.00"
o.00"
o.00"

o.00"

LEARELANE

4

Paper tray [From printer settings]

Layouk setkings

Formak 1,2, 3, ...
Fit object to paper Format

[ Ok, H Cancel ][

Help

J

Reset

Hinh 98: Hop hoi thoai Page Setup - the Page

0 Format: chon kho gidy in ra may in.
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o

Width: chon chiéu rong cua kho gidy in.

o

Height: chon chiéu cao cua khé gidy in.

O Orientation: Chon hudng in.

= Portrait: chon muc nay dé in theo khd doc.

= Landscape: Chon muyc nay dé in theo kho ngang.

0 Nhan <<OK>> dé dong ¥ cac thiét 1ap.

6.2 In 4n

Dé in ndi dung céc slide ra may in, ban c6 thé thuc hién 1énh in theo 2

cach:

» Cach 1: chon File\ Print.
® Cach 2: nhan t6 hop phim Ctrl+P.

Hop thoai Print xuét hién:

Print

Prinker
Mame

Skatus Default printer; Ready
Type SnaglIk 7 Printer
Lacation SNAGITY

Camment

[ print to File

Prink range Copies
@ al Number of copies 1 ~

{:}Pages 1
T T T

3

[ Properties... ]

Hinh 99: Hop hoi thogi Print
O Printer: chon mdy in trong muc Name.
0 Print range: chon pham vi in.

0 All in toan b0 cac slide.
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0 Pages: dé in mot pham vi céc slide nao d6. Vi du: 1,3,5-12

— tirc 1a s& in ra cac slide 1, slide 3 va céc slide tir 5 dén 12.
Muc Copies dé chon sb ban in.
Chon mot sb tuy chon khac béng cach nhin nat
<<Options>>, r6i chon cac thong sé6 mong mudn khac
trong hop hoi thoai Printer Options, nhin nut <<OK>> dé
quay trd lai hop hoi thoai Print.

0 Nhéin <<OK>> trén hop hoi thoai Print.

Ban ¢6 thé in nhanh cdc trang tinh dwoc chon bdng cach nhan chudt vao
biéu twong &3 trén thanh cong cu.

Néu may in cua ban hé tro ché dé in hai mat, ban cé thé chon ché dé nay
dé tiét kiém gid'y in. Khi do, may in cua ban sau khi in mat thir nhat sé tu
dong kéo gidy tré lai dé in mdt tié'p theo. Cach thwc hién nhu sau:

- Trén hdp héi thoai Print, nhdn niit <<Properties>>.

- Chon trang Finishing roi tich chuét vao é Print On Both Sides.

() Pt

O Landscags

[ Fiotste by 100 degress

G [ he ]
I |

Hinh 100. Chon ché dg in 2 mdt trén mdy in hé tro chire ndng nay

- Nhdn niit <<OK>> r6i thiee hién in an nhie binh thwong.
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CHUONG 03: SUDUNG CAC TEMPLATE

Sau khi hoan thanh chwong nay, ban c6 thé nim dwoc:
S Su dung cac mau slide c6 san

Str dung cac mau tir ngudn khac

Thiét 1ap mot template mic dinh

Thiét 1ap template ciia chinh ban

Chinh stra mgt template

O 00 00

T4 chirc cac template

1. Sir dung cac miu slide c6 siin (Template)
Impress cung cap cho ching ta thu vién cac slide dinh dang san.
Cach sir dung mdt slide da duoc dinh dang san nhu sau:
- Tao mot tép trinh dién m&i str dung mau slide da dinh dang san.
Presentation Wizard {Introducing a New Product)

Vs

Type
O Empty presentation

nfmducing 2 Mew P ucf
(%) Erom template

O Open existing presentation

|F‘resentatinns

Introducing a Mew Produck
Recommendation of a Strategy

Preview

[] Do nat shave this wizard again

Help ] [ Cancel ] I Mewk = ] [ Create

Hinh 101: Hop hoi thogi Presentation Wizard
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0 Budc 1: vao menu File\New, trén hop thoai New
Presentation ban hay chon thé From template.

O Budc 2: dung chudt dé chon mot mau slide theo v mubn
(Chu y: khi chon mau ndo, hop Preview s& hién thi bd cuc
va dinh dang miu slide d6), chon xong, nhdn nut
<<Create>> dé tiép tuc.

0 Budc 3: Chon bd cuc (Layout) ting slide can chén lén tép
trinh dién va soan thdo ndi dung cho céc slide nhu da trinh
bay & Chuong 2.

- Mudn ap dung mot mau slide dinh dang san cho tép trinh dién c6 san
thi:

0 Budc 1: M& tép trinh dién can lam viéc, vao menu

Format\Slide Design, hop thoai Slide Design xuét hién:

Slide Design X
Select a slide design
04 |
F
L
Default
[ ] Exchange background page
[ ] pelete unused backgrounds

Hinh 102: Hop hoi thogi Slide Design

0 Budc 2: Nhan chudt vao nat <<Load>>, hop thoai Load
Slide Design xuét hién:
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Load Slide Design x)

Categatias Templates
Dark Blue with Orange
Subtle Accents

Description
Title

Subject

ey words

Descripkion

Hinh 103: Hop hoi thogi Load Slide Design

- Pé chon modt mau slide mong mudn, nhan chudt vao danh sach
Categories va nhan chon muc Preview dé xem truéc mau slide trong
khung phia dudi bén trai cia hop hoi thoai Load Slide design.

- Nhan nat <<OK>> dé dong y. Khi d6 toan bo cac slide trén tép trinh
dién dang mé s& duoc ty dong chuyén theo mau dinh dang slide vira
chon.

2. Sir dung ciac miu tir ngudn khac

Néu ban vira tao ra mau trinh dién cua chinh minh hodc nhdp tr mot vi

tri khac, thi cac biéu mau d6 c6 thé dugc luu trong tép My Templates

trong muc Templates and Documents ciia cira sO Templates.

- Tai cac biéu mau tir ngudn khac vé may cia ban.

- Vao menu Tools\Extension Manager.
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T Extension Manager

ﬁ. English spelling and hyphenation dictionaries and thesaurus 20

EO French "Classic and Reform 1990 spelling and hyphenation and the... 2.3.3 Dicollecte :_

IEO Spanish spelling dictionary 2005.07.01 O

ek more extensions here...
[ add...} H Check for Updates. .. ] [ Close

Hinh 104: Hop hoi thogi Extension Manager

- Nhén nat <<Add>> trong hop hoi thoai Extension Manager.
- Hop hoi thoai Add extension xuét hién, tim va chon g6i mau trinh
dién ban mudn cai dat, rdi nhan nat <<Open>>.

- Trén hop hoi thoai Extension Manager, chon goi mau trinh dién ma
ban vira thém vao roi nhan chon <<Enable>>.

3. Thiét 1ap mot template mic dinh

Ban c6 thé thiét 1ap mic dinh cho bt cir template ndo. Cach thao tac nhu
sau:

- Vao menu File\Templates\Organize, xuat hién hop hdéi thoai
Template Management.

134



Huréng dan sir dung OpenOffice.org Impress

Template Management

3 My Templates |=] Untitled2; [ Close ]

3 Presentation Backgraunds

3 Presentations [ Commands - ]
[ Hep |
[ Address Book, .. ]

Templates v| |Dncuments v| [ File... ]

Hinh 105: Hop hoi thogi Template Management

- Chon tép c6 chira mau trinh dién trong phan bén trai ciia hop thoai

bang cach bam dup chudt vao tép do.

- Nhan miii tén bén phai nit <<Commands>>, chon Set As Default

Template.

- Nhéan nit <<Close>> d¢ dong hop hai thoai.

4. Thiét 1ap template ciia chinh ban

Dé tao mot template tir mot man trinh dién, ban thao tic nhu sau:

- Mé tép trinh dién ma ban muén st dung cho mdét template.

- Vao menu File\Templates\Save, hop hoi thoai Templates xuét hién

Templates ]
Mew kemplate
|template 1| |
Templates
Cateqories Templates
My Templates rvLetker Templake
Presentation Backgrounds
Presentations

Hinh 106: Hop hoi thogi Templates
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Trong truong New Template, nhdp tén cho template maoi.

Trong danh sach Categories, chon t¢p ma ban muén luu trit template
moi tao nay. Thong thuong 13 tép My Templates, trir phi ban mudn
tao nhiing t&€p khac.

Nhin nit <<QK>>,

5. Chinh stra mgt template

Pé chinh stra mot template, ban thao tac nhu sau:

Vao menu File\Templates\Edit, hop hoi thoai Open xuét hién.

Chon template ma ban mudn chinh stra, sau d6 nhan niit <<Open>>,
khi d6 template vira chon s€ mé trong Impress.

Stra template, sau d6 vao menu File\Save dé luu sy thay d6i cua

template vura sura.

6. To chirc cac template

Ban c6 thé phén tach cac tép template thanh cac template cho nhitng muc

dich khac nhau hodc du an khac nhau. Ban ciing c¢6 thé nhdp va xuat cac

template.

- Vao menu File\Templates\Organize, xuat hién hop hoi thoai

Template Management dé thao tac. TAt ca cac thao tac dugc thuc
hién béng nit <<Commands>> trén hdp hodi thoai Template
Management, ciing c6 thé bang cach nhan chudt phai vao template
hoac cac tép.
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Template Management

3 My Templates |=] Untitledz Close

3 Presentation Backgraunds
3 Presentations [ Commands: - ]

Help

Address Book, ..
Templates | |Documents w File...

Hinh 107: Hp héi thoai Template Management-Té chirc cdc template

6.1 Tao mot tép template

Nhan chudt vao mét tép bat ky trong hop hoi thoai Template
Management.

Nhén chudt vao mili tén bén phai niit <<Commands>>, chon New.
Mot tép méi 6 tén 1a Untitled 1 xuét hién.

Nhép tén cho tép méi do, tiép dén nhan phim Enter. OO0 s& luu tép
do voi tén ma ban vira nhéap.

6.2 Xo6a mot tép template

Ban c6 thé khong x6a dugc nhiing tép template ma OOo cung cap hoic

duoc cai dat bang cach su dung Extension Manager. Ban chi c6 thé x6a

nhimg tép ma ban tu tao. Pé x6a mot tép template, ban thao tac nhu sau:

Nhin chon tép ma ban mubn xda trong hdp hoi thoai Template
Management.

Nhén chudt vao mii tén bén phai nit <<Commands>>, chon Delete.
Nhin nat <<Yes>> dé xda tép khi xuét hién thong bao xac nhan xo0a
tép template.
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6.3 Di chuyén mot template

Dé di chuyén mot template tir mot tép nay sang mot tép khac, ban thao

tac nhu sau:

- Béam dup chudt vao tép chira template ma ban muén di chuyén trong
hop hdi thoai Template Management. Xuét hién danh sach tat ca cac
template trong té€p do.

- Nhan chon template ban muén di chuyén va kéo né dén tép mong
mudn. Néu ban khong co quyén x6a cac template tir tép ngudn, hanh
dong nay s& sao chép template d6 thay vi di chuyén no.

6.4 X6a mot template

Ban khong thé x6a nhiing template do OOo cung cap hodc dugc cai dat

bang cach s dung Extension Manager. Ban chi c¢6 thé xéa nhiing

template ma ban tu tao. Dé x6a mot template ban thao tac nhu sau:

- BAam dap chudt vao tép co chira template cAn x6a. Mot danh sach cac
template chira trong tép d6 xut hién.

- Nhén chon template mudn xoa.

- Nhén chudt vao miii tén bén phai nit <<Commands>>, chon Delete.

- Nhén nit <<Yes>> dé xac nhan x6a template khi xuat hién thong béo
xac nhan x6a template.

6.5 Nhap mot template

Néu template ma ban muén str dung dang nim ngoai OOo Impress, ban

phai nhdp nd vao trong tép template cia OOo. Pé nhap khau mot

template, ban thao tac nhu sau:

- Nhén chon tép ma ban muén nhap khéau template vao trong hop hoi
thoai Template Management.

- Nhéan chudt vao mili tén bén phai nit <<Commands>>, chon Import
Template. Hop hoi thoai Open xuét hién.
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Tim va chon template ma ban muon nhdp khau, sau d6 nhan nut
<<Open>>,

Nhén nit <<Close>> dé dong hop hoi thoai.

6.6 Xuiat mjt template

Pé xuit khau mot template tir mét t€p nao do6 sang noi khac, ban thao tac

nhu sau:

Bam dup chudt vao tép chtra template ma ban mudn xuat khau trong
hop hoi thoai Tempale Management. Danh sach cac template chira
trong tép d6 xudt hién.

Nhén template ma ban mudn xuét khau.

Nhén vao miii tén bén phai ctia nit <<Commands>>, chon Export
Template. Xuat hién hop hoi thoai Save As.

Tim tép ma ban mudn xuit khau template vao d6 va nhan nut
<<Save>>.
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PHU LUC: SU KHAC NHAU CO BAN GIUA IMPRESS
VA POWERPOINT

» Truy cip vao cic ché dd xem khac nhau

Impress cung cap cac ché d6 xem tuong tu nhu PowerPoint. Su khac
nhau co ban d6 1a Impress cho phép ban truy cap dén tat ca cac ché do
xem ciia nd tir cira s6 chinh

& Untitled 1 - OpenOffice.org Impress

File Edt View Insert Format Tools Slideshow Window Help x
‘B-EH= @ & P - B hE-@® B @R @ | Bisikde FEsideDesgn &
B - ‘ V‘ [0.00em %] ‘-E\ack vl Q ‘Color V|I:IEIue8 vl [~

Tasks Yiew * X

Slides x

« Master Pages

Noi dung

slide 1

Lam quen véi Impress
Xiéy dumg céc Slide

Str dung cac Template

So sanh gifta Impress va PowerPoint

[ Layouts
I> Table Design
Iz Custom Animation

£

< i | a 1> Slide Transition
§\E|/—>|:JOT -G -@-e - FH-P-i- <X ERE -0 0
[ | 4izszez330 i 0.00x0.00 Wl*ifihhdelm Iyt-book

Hinh 108: Giao dién cira s6 Impress
Cira s6 chinh cta Impress gdm c¢6 3 phan chinh: ngin céc slide, ving
thao tac va ngan tac vu.
0 Ngin cic slide: hién thi cac slide va cho phép ban thuc
hién mét s thao tac cu thé véi tung slide riéng €.
O Vung thao tac: 1a noi ma hau hét cac thao tac dugc thuc
hién dé tao tumg slide riéng 1é. Gom c6 5 thé Normal,
Outline, Notes, Handout va Slide Sorter.
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0 Ngin tac vu gdm cac tac vu lién quan dén slide chinh, dinh
dang kiéu, mau, hoat hinh va dich chuyén giira cac slide
trong man trinh dién ctia ban.

» Mau dé bong va dwong vién.
Khéng giong nhu Microsoft PowerPoint, Impress khong hd trg cac d6
bong ba mau, dudng vién dbi va ba, hoic cac dudng vién chdm xung
quanh.
» Da phuong tién

0 Impress khong hd trg viée thuyét minh trc tiép.

0 Impress cho phép chén am thanh vao mdt slide cu thé.
» Biéu dd cac hoat hinh
Trong Impress khong c6 kha nang tao “cac hiéu img biéu d6” nhu trong
PowerPoint, nhu trinh dién mot chudi céc loai trong cting mot thoi diém.
» Dong goi va tach roi
Vi déc tinh nay trong PowerPoint cho phép luu cac tép Powerpoint vao
mot 6 dia CD hay tach ra dé luu vao vai 6 dia mém. Dic tinh nay khong
c6 trong Impress va Impress ciing khéng mo duoc nhitng tép nhu thé
nay.
Impress co thé xuit khdu mot man trinh dién thanh tép dang flash, dac
tinh nay khong co6 trong Powerpoint.
» Trwong dir li€u
Céc truong dir liéu cua Impress duoc xuit khiu ra ¢ dang text, vi vay
chiung khong ty dong cép nhat.
» Thiét ldp hanh dong va twong tac
PowerPoint cung cép céc thiét 1ap hanh dong thong qua chudt (nhay vao
slide, chay chuong trinh). Impress khong ¢ liwa chon nay ngoai trir thiét
1ap on mouse click. PowerPoint c6 mdt tuy chon lam ndi bat ddi tuong
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bang on mouse click hoic mouse over, con Impress khong cé tinh ning
nay vi vay khi nhap no s€ bo qua.

» Cheén text vao khung

Chen text vao khung hoac vao hdp text trong hai chuong trinh cach thao
tdc khac nhau. Trong chuong trinh PowerPoint, chuong trinh tu dong
diéu chinh kich thuéc phong chir khi vuot qua kich thudc cia hop text.
Trong khi d6 véi Impress chi khi ban tich chon tuy chon Fit to frame thi
chuong trinh mai cho phép nhap text ngoai hdp textbox.
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MOT SO CAU HOI THUONG GAP
Cau 1:
Téi c6 thé dung OpenOffice.org Impress dé md tép dinh dang méi cua
Microsoft Office PowerPoint 2007 (t€p .pptx) hay khong?
Tra 1o1:
Hoan toan c6 thé. OpenOffice.org 3.0 cho phép ban mé& cac tép dinh
dang méi dugc tao ra b1 Microsoft Office 2007, chinh vi thé ban co thé
dung chuong trinh Impress dé mé tép .pptx. Ciing twong tu nhu viy, ban
c6 thé dung chuong trinh Writer dé mé tép .docx hay chwong trinh Calc
dé mo tép .xlsx.

Cau 2:

Téi ¢6 blrc hinh rat dep, mudn léy lam hinh nén cho slide cua minh thi
phai lam thé nao?

Tra 1o1:

Dé chén hinh 1am nén cho slide, ban thuc hién nhu sau:

- Nhan chudt phai vao slide, chon chtrc ning Slide\Set Background
Picture for Slide.

Page Setup...
Slide Design
Insert Snap PointfLine. .. IiEI =
[T Slide Layout
(& Wavigator Sef Background Picture For Slide ...
iarid . Rename Slide
Snap Lines y ¥ Display Background of Masker
- v Display Objects From Masker
Cutling View
Slide Sorter | Mew slide
(| sSlide Show
[—?';i Paste

Hinh 109: Chon chirc nang Set Background Picture for Slide
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Xuat hién hop hoi thoai:

Set Background Picture for Slide. ...

Laok i |lf}Hoa v| Qo ¥+ @
3 IS
o i g .-
My Recent ’} ,__,‘.;:;!}\I * b’ v £
Documents -t ] ill
- A
=
I- S—
Deskiop 1.jpa 2.jpg
: / .—-"""'H-'_' L]
— % Pl
My Documents % ‘ B~
» : ad
— By
fy Computer rd ipa ipa
bt
‘_.- File nane: |4_ipg v| [ Open l
by Netwark, Files of tppe: | <Al formats> [*.bmp;* dsf;" emf;” eps:. aif,* jpa; v| [ Cancel l
[ Link
[ Preview

Hinh 110: Hop hoi thoai Set Background Picture for Slide
Tai muc Look in, tim dén thu muc chia birc hinh ma ban mudn léy
1am hinh nén.
Nhén chon buc hinh dé.

Nhén nit <<Open>>, xuat hién thong béo:

Page Settings

@ Background settings for all pages?

J{

Hinh 111: Xdc nhén c6 thiét Idp hinh nén cho tat ca slide hay khéng

Nhan nat <<Yes>> néu ban muon birc hinh do6 1a hinh nén cua tat ca
cac slide, nhan nut <<No>> néu ban chi mudn birc hinh dé 1a hinh
nén cua slide hién tai.
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Cau 3:

T6i mubn chén ngay thang vao tiéu dé cua slide, ddng thoi ngay thang d6
ludn 1 ngay hién tai (bat ky ngdy nao t6i mo bai trinh dién ctia minh) thi
phai lam thé nao?

Tra loi:

Ban thuc hién nhu sau:

- Vao menu View\Header and Footer.

- Tich chon 6 Variable nhu hinh sau:
Header and Footer 3]

Slide | nrotes and Handouts

Inchude on slide

apply to All
Diate and time ’ l
O Fixed [ Apply |
© ¥ariable; Language: l Cancel |
05/05/03 v | Vietnamese v | Help |
Eooker

Fooker bext

[ slide number

[ oo not show on First slide

Hinh 112: Cheén ngay hién tai vao slide
- Nhéan nat <<Apply to All>> néu ban muén ap dung thiét 1ap nay cho
tat ca slide, nhan nut <<Apply>> néu ban chi muén ap dung thiét 1ap
nay cho slide hi¢n tai.
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