THU THUAT POWERPOINT

Ban dang chudn bi mét bai thuyét trinh thét dn tvong bdng Power Point va néu nhy trong tai ligu
trinh dién cda ban cé chén thém mét video clip hay Flash minh hoa thi bugi thuyét trinh cta ban
chdc chén s& thanh cong hon va s& thuyét phuc hon cho ngudi xem. DE |

Ban dang chudn bi mét bai thuyét trinh that dn tvong bdng Power Point va néu nhy trong tai ligu
trinh dién cda ban 6 chén thém mét video clip hay Flash minh hoa thi bugi thuyét trinh cta ban
chdc chdn s& thanh cong hon va s& thuyét phuc hon cho ngudi xem. D& lam viéc nay khong khe,
ban chi can thyc hién theo céc huéng dén sau:

1. Chen Video Clip hay Flash vao trong Power Point

Buéc 1: Bdm vaio menu View -> Toolbars, chon Control Toolbox, thanh c¢éng vy Control Toolbox
xuét hién, ban hay bém vao biéu tvong More Controls va chon Windows Media Player (néu muén
chén videoclip) hay Shockwave Flash Object néu muén chén Flash.

Buéc 2: Khi nhdp chon mét trong hai tuy chon trén thi lic ndy con tré chuét cda ban s& bién thanh
ddu cong, ban héy di chuyén con chuét Ién vi tri hién thi thich hop va sau dé kéo chudt tao khung
hién thi trén Slide. Sau khi da diéu chinh kich thuéc va vi tri thich hop cda khung hién thi theo y
mudn trén Slide, ban nhdp chon va nhdn chudt véio né, trong menu ngi cdnh vira xuét hién hay
chon Properties va trong hép thoai Properties ndy ban hay dién duong dan tvong ong dén file
minh hoa trong & cing cda ban vao URL (Chén video clip) hay Movie (chén Flash), ngodi ra ciing
trong hép thoai nay ban ciing cé thé diéu chinh lai céc thong sé cho thich hop vé& khung hién thi
trén Slide show cda ban. Sau dé ban hay déng hép thoai lai va nhéin F5 dé xem két qué thé ndo.

Luu y: Khi chay ché& dé slide show ma khéng hién thi video clip (Flash) thi ban can kiém tra lai
dudng dén dén file minh hog.

2. Luu ludn cé phéng chi vao bai soan PowerPoint

Gid s mot ngdy ndo dé ban dang chudn bi thuyét trinh, nhung trén méy tinh l6c nay lai khong cé
dd cac phéng chtr ma minh da soan thdo & nha. Déng thei lam cde cdu chi trong loc ban thuyét
trinh c& hién [én lung tung v& mét di y nghia cda nd, thilic nay van dé nay thyc sy tré nén khé
nghiém trong. D& tranh truong hop ddng tiéc nay cé thé xdy ra, ban hay dp dung qua thd thuat

nay sau:

Buéc 1: Sau khi sogn thdo bai gidng xong, ban nhép vao File (trén thanh céng cy) > Save, trén
thanh Toolbar chon Tools -> Save Options.

Buéc 2: Hop thoai Save Options xudt hién, trong myc Font options for current document only ban
danh déu check vao tuy chon Embed True Type fonts. Lic ndy s& cé hai lya chon danh cho ban:

+ Embed characters in use only (best for reducing file size): Véi tuy chon nay danh cho ngudi quan
tém dén dung luong cla tdp tin (vi dung lvong téing thém khéng déng k&) nhung lai khéng cho



phép chinh sta & méy khéc vé sau.

+ Embed all characters (best for editing by others): Vi tuy chon nay danh cho nguai khéng quan
tém dén dung luong cda tap tin. Nhung né rét thuan tién cho viéc chinh sva lai & may khac sau
nay.

Sau khi lya chon xong ban bém OK va luu lai tép tin binh thuong
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