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Bai 2: TAO BAI TRINH DIEN
1. Gi&ithiéu:

Trong bai nay, ta sé bat dau s» dung chuong trinh PowerPoint 2003 thdng qua viéc
tao mot bai trinh dién, thém vao céc slide, chinh stra van ban va lwu trir bai trinh dién.

2. Tao m&i bai trinh dién:

-Kh&i dong chwong trinh PowerPoint 2003.
-Man h|nh khO’I dong cua PowerPomt 2003 sé gibng nhuw bén dudi:
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-Click con tré ctia chudt vao khung cé dong chi “Click to add title”, cum tw nay sé bién
mét. Ban gd vao dong chir “Gi¢i thiéu chwong trinh” Enter xuéng hang va g6 tiép dong
chi» “Microsoft PowerPoint 2003".
-Click con tré cda chuét vao khung cé dong chir “Click to add subtitle”, cum tlr nay sé
bién m4t. Ban gd vao dong chir “B4o cdo vién” Enter xubéng hang va go tiép tén cla
ban vao.
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-Ré chudt dé boi den dong chir “Gigi thiéu chwong trinh” va déi c& chir xudng 36. Boi
den dong chir “B&o cao vién” va doi c& chir xudng 28.

U
Pé gb duoc tiéng Viét trong bai trinh dién, ban cén cé mét churong trinh gé tiéng
Viét nhw Vietkey hay Unikey. Theo y kién ca nhan tdi, ban nén st dung chuong
trinh Unikey, chuwong trinh nhd gon, khéng cén cai dat va chay rét 6n dinh. Ban
c6 thé vao trang web http://www.echip.com.vn dé tai chwong trinh vé.
Sau khi tadi chuwong trinh vé, ban chi cdn bung nén va double-click 1&n file
UniKey.exe la str dung dwoc chwong trinh.
Khi danh tiéng Viét, ban c6 thé chon céac font chi? Unicode (nhw Arial, Times
New Roman,...) khi trong chwong trinh Unikey, ban chon bang ma Unicode.
Hodc ban c6 thé chon céac font ch@ bat dau bang ché VNI (nhw VNI-Times,
VNI-Centur,...) khi trong chwong trinh Unikey, ban chon bang ma VNI
Windows.

Theo kinh nghiém ca nhan, ban nén st dung font ch Unicode.

Dé thay d6i mau séc cGia van ban, ban lam nhw sau:
- B6i den dong chi¥ “Gi¢i thiéu chwong trinh” va nhap vao mii tén nho bén canh chir
A trén thanh céng cu dinh dang. Sau d6 chon “More Colors...”, chon mau sac ban
mudn cho dong chir.
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(Hinh 2.2)
3. Piéu chinh — Di chuyén khung:

Khéng phai bao gi& kich thwéc cua cac khung cling vira v&i lwvgng van ban ma ban
mudn nhap vao, va déi khi ban ciing can di chuyén cac khung nay dén céc vi tri ma ban
mong muén.

Mudn di chuyén céc khung, ta phai chon né trwéc bang cach nhap chuét 1én
khung. Sau d6, dwa chudt dén cac dwérng bién, lic nay chudt sé cé dang mii
tén 4 dau, luc do ta nhap gitr chudt, ré va tha khung dén vi tri mong muén.

Dé thay dbi do rong cta khung, ta nhap chon khung, sau d6 dwa chudt dén mot
trong 8 vong tron xung quanh khung. Luc nay, chudt sé cé dang mii tén 2 dau,
nhép gitr chudt, ré va tha dén dé réng mong muén.

4. Lwu trir ban trinh dién:

Pé Iwu lai file PowerPoint, ban lam nhw sau:
B - Vao menu File/Save, man hinh sé xuat hién nhw bén dwoi
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- Ban chon noi lwu trir trong khung Save in va dat tén cho tap tin trong khung
File name.

U Trong PowerPoint, ban c6 thé Iwu tri¥ v&i nhiéu dinh dang khac nhau, nhwng théng
thwérng cac dinh dang sau day dwoc st dung nhiéu:

Presentation (*.ppt): khi ban Iwu file trinh dién, may sé& chon méac dinh dé lwu 1a dang nay.
Khi lwu file & dang nay, dé trinh chiéu, ban phai m& chwong trinh PowerPoint trudc rdi méi
ra lénh trinh chiéu.

PowerPoint Show (*.pps): dé trinh dién file lwu v&i dinh dang *.pps ching ta chi cAn nhap
dup vao file ma théi.
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Web Page (*.htm): khi Iwu file véi dinh dang nay, ban c6 thé dé dang dwa lén mang dé
nhiéu nguwdi cung xem.

5. Chén thém — X6a bét slide:

Dé thém vao mét slide sau slide dang hién hanh ban vao menu Insert/New
Slide.

Dé x0a slide ban vao ché do Slide trong Normal View (thanh bén trai man hinh)
hoac Slide Sorter View (nut 5= nam phia dwdi thanh Normal View ), chon slide
muon x0a va bam Delete trén ban phim.

6. Trinh chiéu:

Sau khi da thye hién hoan chinh file PowerPoint, dé trinh chiéu tir dau ban vao
menu Slide Show/View Show (hay nhan phim F5).

Pé trinh chiéu tw slide dang hién hanh, ban bdm vao nat ¥ trong thanh Normal
View (hay nhan Shift + F5).

Khi dang trinh chiéu, néu muén quay vé ché dé chinh stra, ban nhan Esc trén ban
phim.

Néu mudn man hinh trinh chiéu chuyén hoan toan sang mau den thi nhan phim B,
dé quay lai man hinh trinh dién thi nhn phim B mét 1an niva.

Néu mudn man hinh trinh chiéu chuyén hoan toan sang mau den thi nhan phim W,
dé quay lai man hinh trinh dién thi nhan phim W mét 1an nira.

Khi dang trinh chiéu, néu muén quay lai slide dau tién: nhan phim Home.

Khi dang trinh chiéu, néu muén t&i slide cubi cting: nhan phim End.
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