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Bai 3: St dung Slide Layout & Design Template

|. Str dung Slide Layout
1. Muc dich str dung slide layout:

Trong phan nay, ching ta sé& tim hiéu vé cach thirc s dung Slide layout. Slide
layout [& nhing céch bé tri trén slide. Nha san xuét chwong trinh da dat sdn cac khung
git? chd cho cac van ban, tiéu dé, hinh anh,...trén mét slide, bd tri ching sao cho hai
hoa thich hop. Khi st dung layout, ngw®i dung chi can dién ndi dung vao ma thoi.

Trong bai trinh dién, néu ta st dung céac layout thi bai trinh dién cta chang ta sé
mang tinh déng bd cao, thé hién tinh chuyén nghiép. Chang ta khéng phai mét thoi
gian dé chinh stra kich c& chir, cach bb tri cAc van ban, cac doan phim, so dd, dé thj
trén mét trang slide,v.v..

-Tao mét file PowerPoint méi: (File/New). )
-Trong thanh Task Pane chon Blank Presentation. Man hinh sé xuat hién nhw bén
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-Theo mé&c dinh, khi tao mét file ma&i, PowerPoint sé& cho slide du tién la Title Slide. Day
la dang slide dé thé hién twa dé cua bai trinh dién. D& thém vao twa dé, ta nhap chudt vao
khung gitr ché c6 dong chir “Click to add title” va gé tén cla bai trinh dién vao.

-Khung gitr ché phia dwdi cé dong chir “Click to add subtitle” dé& nhap tén bao céo vién hay
tén don vi trinh bay,...

Ta sé 1an lwot tim hiéu cac dang slide layout thwdng str dung.

2. Cac dang Slide Layout thuworng str dunag:

Céc dang layout thworng dwoc sir dung bao godm:

- Title Slide: day la dang slide dung dé mé dau mot bai trinh bay.
Dang layout nay c6 2 khung gir ch6. Khung I&n dung dién tiéu dé bai
trinh bay. Khung nhé dung ghi tén ngudi trinh bay, don vi trinh

- Title and Text: dang slide nay dung dé trinh bay néi dung véi mot
tiéu dé phia trén dau cla slide. Khung 1én dung dé ghi néi dung,
khung nhé dung dé dién tén tiéu dé.

- Title, Text and Clip Art: dang slide nay dung dé trinh bay noi dung
van ban vé&i mét hinh anh minh hoa di kém. Khung cé mét icon dung
d& chén mét hinh anh cla Clip Art hay hinh anh t bén ngoai |*=*
chwong trinh.

- Title, Text and Chart: dang slide nay dung dé trinh bay néi dung van ===
ban cung véi dd thi. Khung cé icon c6 3 thanh thang dirng dung dé |[. ... |[ -
chen dd thi. sigmt |-|| ﬂ

bay7v'v' - [

- Title, Text and Media Clip: dang slide nay dung d& chén mét tap tin =
media nhw video, am thanh,... s %
2

- Title and Diagram: dang slide nay thwdng dwoc dung dé chén mot e Dt
so do té churc. i i

- Blank Slide: day la mot slide “tr&ng” hoan toan, c6 nghia la khéng co
cac khung dat cho nao hét, ngwoi dung phai ty chen cac Text Box dé
danh van ban, tw diéu chinh kich c&, font chir,v.v...

U Theo y kién ca nhan toi, chdng ta chi nén s& dung loai Blank slide khi c6 mét y do dac
biét nao d6. Nhw mudn c6 mot khéng gian rc}ng dé tw minh trang tri hay dé dat mot tAm
hinh cé kich thwéc I&n, v.v...Con v&i cac yéu cau thdng thwdng thi khéng nén dung dang
slide nay.

3. Cach st dung layout va quan ly cac slide:
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3.1 St dung layout: dé st dung moét dang slide layout nao dé, ta can thwc hién cac
bwéc sau:
- Chon slide muén st dung layout.
- M& bang Task Pane (néu chwa c6 bang Task Pane trén man hinh thi vao menu View,
danh dau chon chi» Task Pane).
- Click vao mii tén mau den hwéng xudng dwéi trén bang Task Pane va chon Slide
Layout trong menu bung ra trén man hinh.
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(Hinh 3.2)
- Trén bang Task Pane, IGc nay lia chon kiéu layout mong muén va click vao dé.
Kiéu layout d6 sé& dwoc ap dung cho slide ma ching ta da chon. Céac slide khac sé
khong bi anh hwdng bdi Iwa chon nay.
* Néu mudn chon cung IGc nhiéu slide, chiing ta bAm phim Ctrl trong lic click chon slide
trong bang Normal Pane.
3.2 Cach thre quan ly slide:
DPé quan ly céc slide, xem xét vij tri cia méi slide trong bai trinh dién, thém vao hay x6a
b&t cac slide, ta thwdng str dung Slide Sorter View.
- Pé chuyén vao ché d6 Slide Sorter: ta nhan nat 2 trong thanh Normal Pane. Lic
nay man hinh PowerPoint sé c6 dang twong ty hinh dwdi

Gidi thidu chweeng trinh 40 hinh cai dit
= Charerg M QI e o ba Kk,
Gidi thidu = Lamé chirory pinhmath ua d¥ ding.
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- P& tr& v& man hinh chinh stra, ta nhap double vao slide muébn chinh sira hay nhan

vao nut [iz] trong bang Normal Pane. ]
- Muon thay doi vi tri slide, ta chon slide va ré dén vi tri maoi.

.S dung Design Template

1. Muc dich s&r dung Design Template

Design Template (m4u td) 1a cac kiéu mau trang tri cho slide. Cac kiéu mau nay bao
gdm mau nén, mau chi¥, hoa van hinh anh,...Cac kiéu mau nay dwoc Microsoft [am sén
va ngudi dung chi can cha y dén nodi dung ma thdi. Khi str dung PowerPoint, néu ta st
dung cac Design Template thi bai trinh dién ctia ching ta sé c6 tinh ddng bd cao va
chuyén nghiép. Chuang ta khéng con lo lang dén cac van dé phéi mau cho slide.

2. Céch chon va thay dbi Design Template:

DPé sir dung Design Template: ta tién hanh theo cac bwéc sau

- Chon slide mudn &p dung mau tb.

- M& bang Task Pane (néu chwa c6 bang Task Pane trén man hinh thi vao menu
View, danh diu chon chir Task Pane).

- Click vao mii tén mau den hwéng xudng dwai trén bang Task Pane va chon Slide
Design- Design Templates trong menu bung ra trén man hinh.

% 4 + slide Design (vl x
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(Hinh 3.4)

- Trong bang Task Pane, lwa chon kiéu mau t6 mong muén, nhap vao mii tén den
bén canh mau t6, ta sé c6 cac lwa chon giébng hinh bén dudi.

apply ko All Slides

apply to Selected Slides

Shows Large Previews |
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(Hinh 3.5)

- Khi ta chon “Apply to All Slides”: thi mau t6 sé& &p dung cho tat ca céac slide trong bai
trinh dién.

- Khita chon “Apply to Selected Slides”: thi mau t6 sé& chi &4p dung cho nhirng slide
dang dwgc chon.

3. Céach thirc chinh stra mét Design Template:

Mac du trong phan I&n trwong hop, cac Design Template déu thda man yéu cau cla
chung ta, nhung doi khi ching ta cling muon chinh stra cac mau t6 nay de phu hop
hon vé&i y db thwe hién bai trinh dién. D& chinh stra dwoc cac mau to, ta can phai can
thiép vao Slide gbc ctia mau td (Slide Master)

- Trong menu View, chon Master/Slide Master. Man hinh sé twong tw bén du&i

[€] Microsoft PowerPoint - [baitapl.ppi]
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- Luc nay, bén thanh Normal Pane, ta thay 2 slide: Slide phia trén ding dé chinh stra
cho Slide twa dé (Title Slide), slide phia dwéi dung dé chinh stra cho cac slide
thwdng.
Trong ché dé chinh stra Master Slide, moi thay déi ctia ching ta sé tac déng lén tat ca cac
slide trong bai trinh dién.
- Sau khi chinh sira xong, dé théat ra ché d6 binh thwong ta nhap “Close Master
Slide Master Yiew -

=) I 02 (2] Close Master Wisw

View".
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