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Bai 1: GIO1 THIEU TONG QUAN VE POWERPOINT 2003

1. Gi¢ithiéu:

PowerPoint 2003 la mét phan mém trong bd Microsoft Office 2003 dwoc st dung dé
trinh bay mot van dé, tiép thi mot san pham soan thao mot bai glang . Chuwong trinh
la mot cong cu cd tinh chuyén nghiép cao dé dién dat cac y twéng can trlnh bay khbng
chi bang I&i van ma con thé hién qua hinh anh tinh va déng cung véi am thanh, céac
doan phim mét cach séng déng. Vi thé né 1a mét cong cu hd tro gidng day rat tét trong
trwdng hoc, hd tro thuyét trinh trong cac hdi thdo, hwéng dan st dung cac san pham
trong viéc quang cao, ...

Phan mém PowerPoint c6 cac dac diém:
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Dé s&r dung dbi v&i ngudi bat du dung va rat dé st dung véi ngudi da st dung
WINWORD, EXCEL vi c6 cung thao tac, ...

Thwe hi(:an cac hjéu trng hoat hinh nhanh chéng, sinh dong mét cach don gian
khéng can t&i kién thiec 1ap trinh

Kich thwéc tap tin nhd, thuan loi cho lwu triv va di chuyén

Két hop dwoc véi nhiéu dinh dang tap tin.

2. CAu hinh may téi thiéu dé cai dat:

Pé cai dat va s dung dwoc chuong trinh Microsoft PowerPoint 2003 (ciing nhw
cac chwong trinh khac trong bo Microsoft Office 2003 nhw Word, Excel, Access,...),
may tinh cta ban can c6 cau hinh tdi thiéu nhw sau:

1.

oahwn

B& vi x&r ly (CPU): tbi thiéu 233MHz hodc cao hon (tét nhat tr Pentium 1l tr&
lén).

Hé diéu hanh (Operating system): Windows XP hodc cao hon.

B& nhé (RAM): t6i thiéu 64MB (tét nhét tr 128MB).

Dia cirng con tréng khoang 245MB.

Man hinh cé d6 phan giai kich thwéc 800x600, tr 256 mau tré lén.

O dia CD, chudt, ban phim.

3. Gi¢i thiéu man hinh PowerPoint 2003 va cac thanh céng cu:

Sau khi s&r dung dia CD Microsoft Office 2003 cai dat cAc chwong trinh day dd. Ta khdi
ddéng chwong trinh PowerPoint 2003 nhw sau:
Vao menu Start/Programs/Microsoft Office 2003/

Nhép chon biéu tuo’ng Lu;'_'j Microsoft Office PowerPoint 2003

Tuy theo cac thay d6i ma ban da thwc hién trong qua trinh st dung, man hinh PowerPoint
2003 xuat hién sé hoi khac nhau mét chat. Tuy nhién, thong thwong man hinh cla
PowerPoint 2003 sé xuat hién nhw hinh bén dui:
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Céc thanh phan ctia man hinh PowerPoint 2003 dwgc danh sé lan lwot theo thi tw nhw
hinh bén trén:
1. Thanh tiéu dé (Title bar): Cho ching ta biét tén chwong trinh (Microsoft
PowerPoint) va tén cua tap tin dang lam viéc (Presentation 1).
2. Thanh trinh don (Menu bar): gdm 9 muc t File dén Help. M&i muc sé& chira nhiéu
muc khac néu ta nhap vao ching.
3. Thanh c6ng cu chuan (Standard Toolbar): chtra biéu twong cla cac l1énh thwdng
dung.
4. Thanh céng cu dinh dang (Formatting Toolbar): chira cac biéu twong dung cho
viéc trinh bay van ban nhuw font ch¥, c& chir, mau sac, canh bién,...Ngoai ra, chiing
ta con c6 thé mé thém nhiéu thanh cdng cu khac t&r menu 1énh View/Toolbars/
5. Normal Pane: ding chon cach xem céc slide hay dan bai cla bai trinh dién. Phia
dwéi Normal Pane c6 3 biéu twong:
a. Normal View: Trinh bay theo kiéu théng thwéorng, dung dé xi Iy tieng slide.
b. Slide Sorter View: Trinh bay toan thé cac slide cé trong bai trinh di&n, ding
dé theo d&i vj tri, thir tw cac slide.
c. Slide Show: trinh chiéu bai trinh dién t slide dang chinh stra.
Khu vwc cua slide dang duogc chinh stra.
Task Pane: chtva nhiéu thanh phan khac nhau nhu:

No
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a. New Presentation: tao file méi.
b. Slide Layout: chon kiéu bd tri cho méi slide.
c. Slide Design: chon céc kiéu trang tri slide c6 sén, cac hé mau, cac hiéu tng
cho toan bo bai trinh dién.
d. Custom Animation: chon cac hiéu &ng cho médi thanh phan cla bai trinh
dién.
e. Slide Transition: chon cac hiéu ng khi chuyén twr slide nay sang slide khac
DPé déng hay mé Task Pane, ta vao View/Task Pane.
8. Trang ghi chi (Notes Page): dung dé ghi cac ghi chi cho slide dang dwoc chinh
swra.
9. Thanh céng cu vé (Drawing Toolbar): ding dé& vé va chinh stra mét sé hinh don
gian, chén céc cac chi¥r nghé thuat, thay dbi mau séc cla van ban, ...
10. Thanh trang thai: théng bao vé sé lwong slide co6 trong bai trinh dién va mot sb
thoéng tin khéc.

4. Mét sé thuat ngie can lwu v: ,
Khi str dung chwong trinh PowerPoint 2003, ta sé thwd'ng xuyén gap mét so thuat ngly
sau:

Presentation: (bai trinh di&n) day Ia mét file PowerPoint, chira dwng nhirng thdng tin can
trinh bay.

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

Blank Presentation: mét bai trinh dién dwoc tao ra tir nhirng slide trdng, khdng chira sdn
cac hwéng dan hoac dinh dang nao.

Blank Slide: slide trdng, khéng chira s&n bat ky hwéng dan hoac dinh dang nao.

Slide Show: Iénh trinh chiéu bai trinh dién.

Layout: cach b tri cac van ban, hinh &nh va cac thanh phan khéac trén slide.

Design Template: cdc mau thiét ké s&n cta chwong trinh PowerPoint. Cac mau nay dwoc
thiét ké sdn vé sw phdi mau, hinh nén, font chi¥, mau séc cta van ban, vi tri cla van ban.

U Theo kinh nghiém cda ca nhan, khi tao mét bai trinh dién, ching ta nén s& dung cac
Design Template dé bai trinh dién cda ching ta thé hién duoc tinh chuyén nghiép cao va
quy cd. Nén tranh st dung Blank Presentation va Blank Slide vi ching ta ph&i mat céng
thiét ké, chinh stra mau sdc,...va bai trinh dién cda ta khdng dong nhat trong phéi mau, két
cau.

Animation: hiéu &rng. Cac hiéu rng nay sé giap dbi trong trén slide xuat hién, bién mat,
tao cac chuyén dong. Hiéu &ng gilp 16i kéo sy cha y cta nguwdi xem, dem lai sy uyén
chuyén, linh hoat trong IGc trinh dién.

Slide Transition: céach thirc chuyén tir slide nay sang slide. Khi st dung céac kiéu chuyén
slide nay, bai trinh dién clia ching ta sé uyén chuyén va dé& xem hon.
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