MS POWERPOINT - BAI 5: TAO SLIDE TRINH CHIEU THU CONG

Trong

Trong bai truéc ching t6i dé huéng dén cho céc ban céch tao trinh chigu theo mét mau thiét ké c6
s@n véi cdc kidu chi, phdi mau va bd cyc phi hop. Trong bai ndy ching ta s& hoc dinh dang slide
trinh chi€u mét cach thd cdng dya trén mau sdc va layout ma chuong trinh 6 hé trg.

Chon Layout cho slide cda ban trinh chiéu

Slide layout trong PowerPoint l& viéc sdp x&p vi tri cdc thanh phén trong mét gico dién slide. Mbi
mét slide chra cdc thanh phén khdc nhau di kem véi néi dung va kiéu chir khdc nhau. Mét slide co

bdn duoc phan téch thanh tigu dé (title) va ndi dung co bén.

Hién thi lai phén Slide Layout (néu da bi déng)
T menu Format, kich vao Slide Layout
Ap dung layout van ban cho mét slide

TU phén Slide Layout, phan Text Layouts, kich vao layout déc biét ma ban muén

Text Layout théng thudng chi chda van ban. Céc layout d6 bao gém: Text Slide (Chi c6 néi dung
van ban), Title Only (Chi 6 tiéu dé), Title and Text (Tiéu dé va ndi dung), Title and 2-Column Text
(Tiéu dé va 2 c6t ndi dung), Title and Vertical Text (Tiéu dé va néi dung theo chiéu doc), va Vertical
Title and Text (Tiéu dé doc va vén ban)

Ap dung layout néi dung cho mét slide

T phén Slide Layout, phan Content Layouts, kich vao kiéu layout ma ban muén



Content layouts bao gém: Charts, Clip Art, Pictures, Tables, Diagrams or Organization Charts,
hodc Media Clips

Ap dung layout néi dung var véin bén cho mét slide

TU phéan Slide Layout, tai Text and Content Layouts kich vao layout ma ban muén

Text and Content Layouts bao gém van bdn, ngodi ra ¢é cén bén d6, bang... trong cing mét slide.

Ap dung céc layout khdc cho mét slide

T phén Slide Layout, tai Other Layouts kich vao kiéu layout ma ban mudn

Other Layouts | cac layout khéc ngodi van bén, néi dung, va van bén kém néi dung.

Dinh dang nén cho bén trinh chiéu

Cdc nén c¢6 thé dp dung cho bén slide, ban ghi chy, théng béo trong PowerPoint. Tuy chon nén
(Backgroud) c6 thé thay déi dvoc mau sdc, Gradient, Texture, Pattern, hodic Picture.

Lya chon mawu nén cho ban trinh chiéu

T menu Format, kich vaio Background

Kich vdio mii tén s8 xuéng va lya chon mau ma ban thich, sau dé kich vao Apply.

Kich véio More Colors d& chon mau thém



Lya chon hiéu ing nén cho bén trinh chigu
T menu Format, kich vaio Background
Kich vaio mi #n xudng va chon Fill Effects. Hop thoai Fill Effects xudt hign

Chon thé Gradient, Texture, Pattern, hodic Picture d& dp dung higu tng. Chon mau ma ban thich.

Sau khi da lya chon xong méu phu hop, kich OK

Tré lai cva s8 Background, cé 4 nit sau:

Apply to All: Ap dung dinh dang cho t&t c& ban trinh duyét
Apply: Ap dung dinh dang nén cho bén trinh duyét hién tai

Cancel: B qua dinh dang nén
Preview: Xem trudc mau nén dd chon

Kich vdao ndt ndo ma ban céan

Dau trang va chén trang ban trinh chigu

Dau trang (Header) va chan trang (Footer) bao gém van ban, slide hodc s6 trang, va ngay théng
ban muén hién thi & trén hodc duéi mét trang slide. Ban cé thé s& dung header va footer trén tirng
slide riéng 1é hodic dp dung cho toan bd ban trinh chiéu.

Cheén Headers and Footers

T menu View, kich vaio Header and Footer. Hop thoai Header and Footer xuét hién

D& cheén ngay va gio, tich vaio hép Date and time
D& ddnh s trang cho ban trinh chiéu, tich vao hdp Slide number

N&u ban chén vao chan trang, phdi chéc chdn rdng phén Footer dé duoc chon va gd néi dung

vao.



Kich véio Apply dé ép dung cho slide hién hanh. Kich vao Apply to All d& dp dung cho tét cé céc
slide.

Ddnh s& ty dong (Bullets and Numbering)

Bullets and Numbering la céng cu dung dé dénh s6 ty déng. Bullets and numbering cho ban lya
chon cdc kigu déng, c& va mau sdc khéc nhau cé thé dp dung.

Thém hogc bd ky dénh ty dau dong

Dé lam ndi bat doan vén ban, ban ¢é thé muén thém hodic bd céc ky ty phan myc déu dong

Kich vaio biéu tvong Bullets trén thanh cong cy Formatting

Thay di kiéu ky ty dau dong

T menu Format, kich vaio Bullets and Numbering

Kich vaio kigu ndo ma ban mudn.

Kich OK

Tao bullets tuy y

T menu Format, kich vaio Bullets and Numbering

T hop thogi Bullets and Numbering, kich vaio nit Customize dé hién thi hép thogi Symbol

Lya chon mét kigu bullet phu hop va kich OK

Thém hodic bé s6 ty déng

Dé lam ndi bat doan véin bdn cé the ban mudn thém hodic g bd & ty dong
Kich vaio biéu tvong Numbering trén thanh céng cu Formatting

Thay d&i kiéu s& tvy dong

TU menu Format, kich vao Bullets and Numbering.

Kich vio Numbered. Chon kigu s& ty dong ma ban muén.



Kich OK

Thay d&i mau ky ty dau dong hodc s6 ty déng

T menu Format, kich vaio Bullets and Numbering
Kich vdio mii tén xudng dé hép menu Color x3 xudng.
Lya chon mdau ma ban thich

Kich vao OK.



