So lwge cach 1am slide show pps biang Microsoft PowerPoint
voi PC

Trude hét, phai co sin software Microsoft PowerPoint & trong computer. Néu computer
loai Windows Vista thi Microsoft PowerPoint co gén s&n roi. Néu 1a loai XP hodc cii hon
(2000) thi phai kiém cai software Microsoft Office 2007, 2003 hodc 2000 trong d6 c6
PowerPoint dé gin vo computer. C6 2 loai slide show : pps va ppt (pps = PowerPoint
Show thuong dung dé trinh dién nhac véi hinh anh; ppt= PowerPoint Template ding dé
trinh bay céc tai liéu cho conference)

Chi tiét dung PowerPoint (PP) tir 2000-2007 ciing twong tu gidng nhau va duge chi din
trong nhirng websites sau day. L& di nhién, performances cia PP2007 hon PP2003 hay
PP2000, song mdt cach tuong ddi thoi. Nén doc vai tai liéu sau danh riéng véi PC théi,
trude khi lam slide show pps :

http://presentationsoft.about.com/od/powerpointtipsandfags/f/ppt_overview.htm nén
doc

http://en.wikipedia.org/wiki/Microsoft PowerPoint

http://office.microsoft.com/en-us/templates/TC102066031033.aspx : Training
presentation. Create your first presentation with PowerPoint 2007.

http://office.microsoft.com/en-us/templates/TC102275391033.aspx : Add sound effects to
a presentation dung dBpoweramp music converter :

http://www.pcworld.com/downloads/file/fid,22627-order,4/reviews.html : website dé free
download dBpoweramp music converter

http://office.microsoft.com/en-us/templates/TC102553091033.aspx : Personalize your
slide design.

http://office.microsoft.com/en-us/templates/TC103758171033.aspx : Put your photos into
PP

http://www.bcschools.net/staff/PowerPointHelp.htm : How to use Microsoft PowerPoint
2000

Nguyén tic 1am slide show véi hinh anh va music véi PC
Tém Tt

Dbi voi ngudi méi bit dau (beginners) chi can c6 Microsoft PowerPoint ciing du.

Lam slide show pps véi PC c6 4 giai doan chinh sau :

M copy hinh anh ttr My documents hay tir internet vao cac slide cua pps

- gén ban nhac vo pps

—  diéu chinh thoi gian va cach hién hinh cua mdi slide cuia pps sao cho thoi gian (time)
ctia ban nhac cham dut cung 1 luot v6i thoi gian ctia nhitng hinh anh gin vo.

~  save cai pps



1- Gén hinh anh v6 pps thi twong ddi dé lam bang cach right mouse click v6 hinh muén
copy, ro1 click copy trén khung hién ra, 10i kéo mouse vo slide cua pps, click vo slide
mudn gan, rdi click paste ndm goc trai phia trén cia PowerPoint, 1a hinh dugc gan lién.
Déi vai PP2003 hay 2000 thi dung Insert cia PP ma gan hinh. Click Insert, click Picture,
rf)i click From file. Khi hinh cua File hién ra, click insert trén hinh hién ra 1a hinh d6 sé
gin vo slide cua pps. Mudn cho hinh chozn hét chd trong slide, thi click v6 hinh do 1 cai,
4 cham sang sé& hién 1én ¢ 4 goc cua hinh. Lay mouse di v6 goc c¢6 chim sang do, roi
dung mouse kéo goc d6 vé phia goc cua slide. Lam nhu vy véi ca 4 goc sao cho 2 canh
ctia mdi goc duge kéo song song déu nhu nhau, néu khong hinh s& méo. Khi 1am hinh no
rong hodc thu hep, hinh d6 phai c6 cung dang nhu hinh nguyén thuy nghia la néu hinh
nguyén thuy la vudng thi hinh nd rong ciing van phai vuong. Cac slide dé gan hinh
thuong 14 nhiig slide tring (blank) khong c6 khung nao ndm sin trong slide. D6i v6i
PP2007, click chapter Home, click New Slide, chon Blank (coi hinh n°1). Muén c6 bao
nhiéu slide trang dé gin hinh, click v6 icon Blank hay icon c6 hinh trang gidy véi cai dén
_g_(cho New Slide goc trai PP2007), hodc goc phai PP2000 (coi hinh n°4 & 5), thi cac
slides trang s& hién ra. Mudn xo4 hay thay (101 1 kiéu trinh by cua slide, click vo Layout,
1 khung hié¢n ra, click vo kiéu trinh bay muén chon.

2- Mubn gz‘m bén nhac vo slide show, thi nén chon ci slide diu tién dé gén. Véi
PP2007, click trén khung c6 chit Animation, roi kiém khung c6 chit No sound, click vo.
M6t khung hién ra, kiém chit Other sound & hang cudi, click vo, 1 file vé music hién ra,
double click vo ban nhac mudn ghép, nghe thay ban nhac d6 noi 1én, 1a gan xong rdi. Vi
PP2000-2003 (coi hinh 7), trude hét, click trén chir Slide Show hang trén cung cua PP,
roi click vo Slide Transition cua khung méi mé ra. Mot khung Transition hién ra, kiém
hang chir Sound & phia dudi goc phai, click vo cai miii tén canh chit Sound. Mot khung
hién ra, di chuyén kiém chit Other Sound, rdi click vo. Mot trang document vé cac ban
music wave hién ra. Double click v6 ban mudn chon. Mot tiéng nhac ctia ban d6 ndi 1én.
Click v6 chit Apply & hang thir 2 goc phai, ban nhac d6 nhu vay da dugc gin vo slide
show r6i. Chi gén ban nhac cho cai slide dAu tién thoi, nhac s& tiép tuc cho cac slide sau.
Nhac wave la nhac duoc ddi tir nhac mp3 (duoc nam sin trong cac CD van nghe) qua 1
cai software duoc download tir trudc vo may computer. Mudn biét cach 1am d6i nhac
mp3 sang nhac wave thi xem & phan sau. D6i v6i nhitng nguoi beginners, lic dau nén
dung nhitng ban nhac wave c6 san trong My documents hodc bang copy qua nhitng pps
cli hodc di mugn ban be (nén nhé khong c6 nhac wave san trén internet). Véi Windows
Vista, PowerPoint 2007 ¢ thé chép nhén nhac mp3 dé gan vo pps, song gin nhac mp3 vo6
pps dé gu’l di nguoi khac, thi so rang 1 sé ngudi s& khong nghe dugc nhac da gin (xem
phan giai thich & phan sau). Con Windows XP thi khong dugc.

3- Mubn diéu chinh théi gian ciia mdi hinh (slide) va 1am cho hinh (slide) nhay tu dong.
Véi PP2007, click vo Animation, kiém hang cui cting goc phai c6 chir Advance Slide,
click v6 khung c6 chir «Automatically after», day mili tén 1én cho ding véi time (sec)
mudn chon, 14 xong, nghid la slide d6 s& nhay sang slide khac sau 1 time la x sec. Cir tiép
tuc nhu vay t6i slide cudi cing. Néu mudn time cia tit ca cac slide déu nhay nhu nhau thi
click vo chir Apply to All (hang 3 sau No Sound). Déi véi PP2000-2003 (coi hinh 7),
click vo chir Slide Show, click v6 Slide Transition. Mot khung hién ra, click v chir




«Automatically after», réi dy miii tén 1én cho t6i s6 seconde mudn chon, réi click v6 chir
Apply ¢ gbéc phai hang 2, hay Apply to all & hang dau. Khi chon Apply to All thi tat ca cac
slide déu dugc m¢ cung thoi gian va cach mé nhu nhau.

4- Cach mé& hinh : Déi voi PP2007, first click Animation, r6i mudn hinh mé theo kiéu
nao thi click vo méy cai hinh chit nhat dé chon cach mé hinh. Thuong thuong, nén chon
cach md hang thir 2 ¢6 2 hinh chir nhat chéng 1én nhau, hodc céac kiéu khac thi click vo
miii tén chi xudng ( phia phai ctia may hinh chir nhat) thi s& kiém thy nhiéu cach mé
khac (coi hinh n°2). Bbi véi PP2000-2003, thi click vo mili tén ¢ khung dau tién phia
trai, dudi hinh con choé (coi hinh n°7), 1 hang chit hi¢n ra, chon cach mé nao thich hop,
click vo, roi click Apply hay Apply to All

Mudn biét thoi gian clia ban nhac va thoi gian cia cac slide ctia pps ¢6 dn khép véi nhau
khong, thi trudc ti€n click v6 hinh cua slide s6 1 cho hién ra, 10i click vo icon c6 hinh cai
ly (Slide show) (hinh 3) nam & goc phai hang cubi canh 2 icon khac ¢ (PP2007) hoac goc
trai hang cudi cia PP2000. Slide dau tién s& bat dau hién ra cung tleng nhac gan vo, roi
nhirng slide sau cing tu dong hién ra voi tiéng nhac cir tiép tuc cho dén slide cudi cling.
Phan 16n lac dau nhac va 10i khong thé dn khép lién ngay dugc, phai diéu chinh thoi gian
ctia moi slide sao cho nhac va hinh an khop voi nhau dé cho ca 2 nhac va hinh hét cung 1
lac. Diéu nay can kién nhan, nhét 1a lai mubn ca phu dé ciing dn khép ludn véi 161 ca thi
lai cang vat va hon nita. C6 1 cach gian di 1a coi time cta ban nhac gin vo 1a bao nhiéu
seconde, roi chia cho s slide thi s& biét dwoc 1 cach phong chimng time can phai gin vo
cho mdi slide, r6i xé xich time ctia mdi slide sao cho an khdp véi time ctia ban nhac.
Mudn biét time cua 1 ban nhac wave thi m¢ ban d6 1én, qua 1 software nhu iTunes, n6 sé
cho time ban d6. Mud6n géin phu dé hay tén ban nhac, tén ca si, 1am tape giong nhu
Word. C6 thé copy 10i ca, tén ban nhac tir Word sang slides cua pps. C6 thé tape direct vo
slide bang cach click vo Insert, roi click vo Text Box hoic WordArt (PP2007). Ciing c6
thé tape vo phan Click to add note, r6i cat (cut) cdu dé, réi click vo slide ¢ phia trén, click
paste. Mudn open phan Click to add note, click vo Outline. Déi véi PP2000-2003, 1am
cling tuong tu nhu vay, song TextBox (hinh A ¢6 vach ngang mau den), WordArt (hinh A
nam nghiéng mau blue c6 shadow), tit ca nam & hang tan cing cua slide.

Mubn t thay d6i hinh dang ciia kiéu viét, click vo hang chit mubn ddi, 4 chim sang hién
1én, click vo Format, kiém cach doi trong WordArt Styles hay Shape style (PP2007).

Muon xé dich 1 cau trén slide, click v6 cau do, roi dung mouse di vao cau d6 de di
chuyén cau do téi cho muon doi.

Mubn trang diém méu cho slide (PP2007), click khung Design, 1di click Background
styles, click Format Background (hang cudi). 1 khung mé ra, chon hodc Solid Fill,
Gradient fill, hodc Picture or Texture Fill. Thuong nén chon Gradient Fill hay Preset
colors ctia Gradient Fill cho nhiing beginners. Cé thé thay d6i Type, Direction hay Colors
bang cach click vo cac khung d6. Dbi voi PP2000-2003, click vo Format, roi click vo
Background, roi kiém vo trong d6 cac kiéu mau sac, hinh anh cho slide, réi click Apply
(cot hinh n°6).

Mubdn lam khung (frame) cho hinh, click v6 hinh do, 4 chim sang hién 1én, click
Format, click Shape outline, click Weight dé chon bé day ctia khung t r 4 pt d én 6 pt
hodc hon nita bang cach click vo More lines. 1 khung hién ra, click v céc kiéu trinh bay
trong khung do6 nhu: Width cho Line, Compound type, Color cho Frame, Shadow cho



frame, vv. Ddi voi PP2000-2003, lam cling twong tu nhu vay. Co thé click Insert, r0i
click Image (Draw, Picture), 1 ctra s6 hién ra (Drawing tools), click v6 hinh c6 may vach
ngang den la dé lam khung.

Mubn d6i slide tir vi tri no sang vi tri khéc, click hinh c6 4 6 vudng nhé (slide sorter)
(hinh 3) canh hinh cai ly (slide show), 1 16 slide nho hién ra, click v6 slide mudn di
chuyén, roi 14y mouse di vo slide d6 va day toi vi tri khac. Mudn slide trd vé hinh
Normal, click 0 trai, canh 4 6 vudng nho.

5- Cudi cung, save cdi slide show bang cach click vo cai icon tron c6 4 hinh vudng mau,
nam phia trai cia PP2007, 1di click Save as — PowerPoint Show la xong. Nhé gin tén
cho cai pps dé trude khi save nd vo My documents. Bdi vai PP2000, 2003, kiém File
hang dau goc tréi, 1 khung File Menue hién ra, kiém chir Save as, click vo, 1 khung hi¢n
ra, trong d6 c6 2 cira s6: cira s 1 dung de dat tén cho pps, cura s6 2 dung dé chon loai nao
pps hay ppt. Kéo mili tén cua cira s6 2, rdi kiém chit pps, rdi click, sau d6 click Save phia
goc phai ciia khung, 1a xong. Nén nhin xem pps s& duoc Save & chd nao, trudce khi click
Save. Thuong thudng, nén save trong My Documents.

Ghi Chu
Muon lam slide show v&1 music can co6 software sau day gan trong computer :

1 — Software goi 1a Music Converter and Compressor dung dé d6i music tir dang mp3
(ttc 1a loai nam trong cac CD) sang loai wave hay wav. Cai software nay vira d6i music
mp3 sang wave, vira compress cai size cua music cho nhe di. Vi du size nguyén thiy cua
mp3 13 6.2 Mo, sau khi d6i sang wave no s& con 1a 900 Ko hay 0.9 Mo. Muc dich phai
dung cai software converter and compressor vi 2 1y do chinh :

Thir nhat, 1 s6 16n computer hién ding hiy con 1a XP, windows XP khong thé phat 4m
khi gan music mp3 vo slide show pps. Ngoai ra, cic loai PowerPoint 2000 hay 2003
khong chép nhén nhac loai mp3, chi c6 PowerPoint 2007 véi Windows Vista chép nhan
nhac mp3 va ca nhac wave ntra.

Thu 2, size cua mp3 thuong nang tir 5-8 Mo, nhu vay, slide show khong con chd chua
hinh 4nh vi mdi pps gui bang email khong duoc ning qua 10Mo. Software cho music
converter and compressor thuong dung cho loai nay tén la dBpoweramp Music
Converter, co thé free download qua Google :
http://www.pcworld.com/downloads/file/fid,22627-order,4/reviews.html

Cach xir dung dBpoweramp Music Converter

Sau khi download xong dBpoweramp Music Converter, click vo icon cai loa den
Speaker , n6 s& hién ra 1 Table dé tén dBpoweramp Music converter : Select audio file
(s). Roi bén Look in co khung dé chit My documents. Kiém trong bang d6 File My
Music , click v6 né , 1di click Open. Né sé& hién ra nhiing files trong d6 ¢6 ban nhac mudn
chon dé ddi no ra tir mp3 sang WAV. Click v6 ban nhac d6 , rdi click Open. 1 new Table
hién ra véi title : dBpoweramp Music converter . Hing ddu co tén : Converting to
Wave , hang sau c6 Uncompressed bo n6 di. Kiém hang c¢é chir Compressed , click vo
khung tron. Rdi click Settings ; 1 table méi hién ra tén 13 Choose Wave Compression
Format. Kiém hang tén Format , Click vd6 miii tén , chon hang tén MPEG Layer 3.
Xubng hang duéi Attributes , click vo miii tén : 116 cac hang c6 con s hién ra. Lia
hang tir 24 kBit/s dén 48 kBit/s stereo. Vi du chon 24 kBit/s 12.000Hz , stereo. Click vo
hang do , roi click OK. Rdi click Convert. DPgi dd 15-30sec , né s& convert xong. Click




Finished 12 c6 ban nhac mu6n doi sang Wave nam trong My Music. Click v6 My music
s& thiy ban Wave d6. Ban d6 sé duoc dung dé gan vo pps khi click Other sound nam
trong Animation cua PPS.

Toém tit, sau khi software mé ra, click vo Converting to wave, r6i click Compressed,
click Settings: 1 cira s6 md ra, chon Format MPEG Layer3, roi Attributs: 24 kBit/s,
24.000 Hz, Mono hay Stereo. C6 thé thay doi tir 16-48 kBit/s. Chon xong Settings, click
OK, rdi click Convert la xong. Phai nghe lai ban Wave xem ¢ gidng ban original mp3
khong. Néu khong gibng thi thay d6i Settings tir 16-48 kBit/s.

Tuy nhién c6 1 cAch gian tiép dé c6 nhac wave ma khong can ding software néi trén 1a
copy ban nhac wave d6 tir 1 slide show cii ¢6 chira ban nhac d6. Trudc hét, dung
PowerPoint PP (cht khong phai PowerPoint Viewer) dé open slide show d6 bang cach
click vo icon cua PP. Bdi voi PP2007, sau khi PP mé ra, click vo cai icon tron c6 4 hinh
vudng mau ciia PP2007, r6i click Save As — Other Formats, 1 khung Save As cia My
Documents hién ra, kiém khung c6 chit Save as type, kéo miii tén ctia khung dé ra, kiém
hang chit c6 d¢ Web Page, click Save. Dbi vi PP2000 hay 2003, sau khi PP mo ra, click
v6 Open an existing slide show, rdi kiém tén cai slide show cii. Double click v6 cai tén
slide show cii d6, n6 s€ hi¢n ra. Sau save cai slide show d6 dudi dang «Save as Web
page». Sau khi save xong, kiém trong My documents cai file hay folder mau vang mang
tén slide show d6, double click dé open, rdi kiém ban nhac d6 mang tén «sound001» hay
sound002 nam & phia tan ciing cua cai list nhitng hinh anh. Click nhe 1én icon
“sound001” hay sound002, rdi copy cai ban nhac d6 vo computer (My documents), rdi
dat tén cho ban nhac do, 1a xong.

Ngoai ra, trong vai truong hop dac biét cling nén c6 2 software sau day :

1/ Software image resizer. Software nay dung dé lam cho hinh anh bt ning di. Size
trung binh ctia 1 s6 hinh anh 13 vao khoang tir 60-200Ko . Néu 1am nhe qua, hinh anh
cling mét r& di. N6 chi can thiét khi hinh anh qua nang tir 500- 1500 Ko thoi. Nhiing hinh
di dong dung software nay s& mat hét tinh di dong di. Software nay ciing c6 thé free
download qua Google. Software thuong duge dung cho loai nay tén la VSO image
resizer. Software nay it can thiét cho nhirng nguoi méi bat dau

2/ Photoshop. Photoshop 1a software dung dé d6i hinh mau ra den, hay den ra mau, hodc
dé cat hinh cho hop voi khuon khé minh mudn, hodc dé lam hinh 16ng vao nhau, hinh m&
40, v..v.. Photoshop thuong c6 sin trong 1 sé computer. PP2007 ciing c¢6 thé stra hinh qua
Microsoft Office Picture Manager, song chirc nang hoi gi6i han. Déi véi PP2000-2003,
c¢6 thé download qua Google voi tén Microsoft Photo Editor hay cac hiéu khac nhu
Photoshop cua Adobe rat t6i tan va day du, song ciing rat dat tién,. Software nay tuong
dbi it can thiét cho nhiing nguoi méi bat dau.



1/ Hinh so d6 ciia PP2007
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2/ Hinh so dd cich 1am slide mé (slide Animation) ciia PP2007
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3/ Hinh so dd cic cich coi slide hién hinh

slide View) cua PP2007
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4/ Hinh so d6 ciia PP2000-2003
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5/ Hinh so d6 ciia PP2000-2003
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6/ Cach trang diém mau cho slide véi PP2000-2003 (arriére plan = background)

Arriére-plan i

i
~Remplissage de l'arriére-plan Appliquer partout
appligler
Annuler
EEErEU

™ Cacher les graphiques du masque



7/ Céch mé automatic slide va gin music véi PP2000-2003
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