5 MEO SU' DUNG POWERPOINT CHUYEN NGHIEP

Phdn mém PowerPoint cla héing Microsoft da rét phé bign véi nguoi dung Viét Nam. Déic biét véi
nhiing ngudi hay phdi thuyét trinh, gidng day bdng PowerPoint. Duéi déy xin gisi thigu céc meo
gitp ban su dung chuyén nghiép Microsoft PowerPoint 2003.

1. S& dyng cdc m&u PowerPoint sén cé cla Microsoft dé tén dyng céc thiét k& chuyén nghiép
(Microsoft PowerPoint templates)

Céc méau thiét k& sdn nay ngodi viéc cé céc trang tri d6 hoa chuyén nghiép, né con da duoc dinh
nghia cdc font ch¥, cén €, s8 trang, ngay théng,....

Céch chon céc template ndy nhu sau: T menu cia Microsoft PowerPoint 2003 Chon Format Chon
Slide Design... Bén phia tay phdi cia Microsoft PowerPoint 2003 s& xudt hién céc mdu thiét ké& sdn
va ban c6 thé chon bét ky méu ndo hop véi néi dung trinh bay cda ban.

Phia duéi cng cda céc template ndy c6 2 6 vudng déic biét sau (xem hinh).

- Additional Design Templates: Day la chic néing cho phép ban thém cac template vao thu vién
template sén c6 cda PowerPoint. Céc template nay ban ¢é thé ¢é tr nguén download trén mang

internet hodc copy tr méy tinh khdac

- Design Templates on Microsoft Office Online: Chic ndng nay cho phép ban tim va ldy thém céc

mdau PowerPoint nta trén website cda Microsoft.

Sau khi chon duoc mét template ndo dé dé dung réi, ban vén cé thé chinh sta né cho hodn todan
thich hop véi yéu cau cia minh. Céch lam nhy sau:

T menu cba Microsoft PowerPoint 2003 Chon View Chon Master Chon Slide Master. Lic nay
PowerPoint s& hién ra céc thiét k& géc cia template. T déy ban c6 thé chinh séa moi thi trong
template ndy va khi két thic, ban @n nit Close Master View trén thanh Slide Master View.

Két qud chinh sta nay s& duoc ép dung cho tét cé céc slide hién cé céc cho céc Slide tao méi.

2. St dyng céc higu ¢ng hoat hinh (Animation)



Mét bai thuyét trinh t8t ngodi viéc c6 céc hinh dnh minh hoa tryc quan thiviéc mé t& céc quy trinh
bdng céc chuyén déng, am thanh, ky xdo hinh dnh (duoc goi chung la Animation) ciing ¢ téc
dung 18t cho ngudi xem.

D& thiét lap mét di tuong trong Silde cia ban c6 thé chuyén déng hoat hinh theo y muén. Ban tré
phdi vao déi tvong dé Chon Custom Animation

Bén tay phdi man hinh s& xuét hién hép thoai dé& ban c6 thé thém cdc hiéu tng hoat hinh cho dai
tvong ndy. An nit Add Effect Chon céc hiéu ¢ng (Nhép nhdy, bay t trdi sang phdi, roi tir trén
xudng dudi,...).

3. Luu cdc font chir s dung trong Slide cia ban di theo file PowerPoint

Viéc nay rdt hir ich khi Slide cia ban cé soan thdo bdng cdc font chr khéng phd bign (TCYN,

VNI, font thu phdp,...), né gitp ban khi mang file PowerPoint nay dén mét may tinh khdc trinh
dién ma médy nay khéng cé céc font dé Slide cda ban van hién thi duoc néi dung nhu mong muén.

Céch lam: Khi soan thdo Slide xong, trén menu File cda PowerPoint Chon Save as. Tai hp thoai
Save as, chon Tools (bén tay phdi, phia trén cung), Chon Save Option...

Hép thoai méi mé ra va phia duéi cing ¢ lya chon Embed Truetype fonts. Sau khi lya chon 6
ndy, ban ti&p tuc chon mét trong hai lya chon phia duéi:

- Embeb characters in use only (best for reducing file size): Lva chon nay gitp PowerPoint luu céc
font can d& hién thi Slide cho ban, nhung nguoi dung khéng soan théo, thay déi céc chiv ¢6 si
dung céc font déic bigt nay duvoc. Nguoc lai né gitp kich c& file PowerPoint nhé gon.

- Embeb all characters (best for editing by others): Lya chon nay gidp PowerPoint luu céc font cén
dé hién thi Slide cho ban va cho phép nguoi dung cé thé soan théo, thay ddi céic chir ¢é st dung
céc font ch nay. Nguoc lai né lam kich ¢& file PowerPoint I6n |én khé nhiéu.

4. Cheén céc doan video, énh, ... vao Slide

Né&u ban muén trinh dién mét doan video trong bai thuyét trinh cia minh thi nén lam theo cach
sau: T menu Insert cia PowerPoint Chon Movies and Sounds Chon Movie from file T déy ban cé
thé chon file video ndio ban muén chén vao Slide.

Céch chén &nh, @m thanh vao Slide tvong ty nhu trén.

5. Su dung cdc phim tat mét cach htu dyng

- Chuyén d8i chi hoa chiy thuong nhanh: Béi den nhitng ky ty cén chuyén déi va nhan déng thoi



Shift+F3

- Tét man hinh trinh di&n tam thai: An phim B Man hinh den: An lai phim B Man hinh tr& vé binh
thudng. Tuong ty &n phim W Man hinh tréng: An lai phim W Man hinh ré v& binh thuong.

- An phim F5 d& bét ddu trinh dién Slide. Mudn trinh dién Slide hién tai, dn dong thoi Shift+F5.
- D& quay v& Slide ddu tign: An 1 + Enter
- D& nhdy t6i Slide ndio dé: An s6 slide can nhdy t4i + Enter

Phan Anh Chuyén



