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1 LI GI'I THIU

ba t* lau PowerPoint va caAc ph™n m m dang tao bang trinh bay (presentation) khéc da tr nén ph bi'n. N6
gitup ngu’i dung tao ra nh™ng tai liu h"p d™n @ 6 th in ra va trinh bay trén méy chi’u (Overhead), hay biu
di"n t° may tinh thong qua mt thi“t bi hin dai Projector, hoc in ra thanh cac ban tin (handout).

Giéo trinh nay duc bién soan nh m gi ‘i thiu nh™ng dc tinh co ban cua Microsoft PowerPoint 2000 chay
trén h di*u hanh Windows 9x. Tai liu nay con cung ¢“p nhi*u vi du va bai tp thc hanh nh*m gitp hoc vién
hiu sau hon t*ng dc tinh, s dung cé hiu qua cac cong cu cua Microsoft PowerPoint 2000. Toan b, gido trinh
duc bién soan tuong d ‘i ky lu"ng va cong phu, bao g'm 6 chuong v i nh™ng nji dung chinh nhu sau:

Chuong 1: Bt d"u tao presentation trén Microsoft PowerPoint 2000: Ly do s dung Microsoft PowerPoint
2000, tao va t ch“c mt presentation, tr giup cua Office; cac kiu hin thi cua Microsoft PowerPoint 2000.

Chuong 2: Cai ti'n va in presentation: Sa presentation dang t n tai; s dung b nh” tam (Clipboard) d
chép, x6a, dan; thém, sa, x0a cac slide (mt trang trong presentation); s dung kiu hin thi sorter (Slide Sorter
View); thém chua thich; thay di kich ¢ ch™ va thay th” cac d°i tung trén mt slide; cach in presentation ra
gi’y.

Chuong 3: Hinh anh v mau n"n cua presentation: Thém hinh anh vao cac slide; lam vic v “i slide master
cua presentation d lam anh hung d 'n t“t ca cac slide khac; tao mau n n b ng nhi*u cach.

Chuong 4: Tao biu d°, bang, phuong trinh toan hoc: Tao cac biu d* d~ liu; tao cac bang d”™ liu don gian;
tao biu @° t ch’c; thém céc ky t dc bit khong n*m trong b ma ASCII; tao cidc phuong trinh todn hoc.

Chuong 5: Nh™ng hiu "ng dng cua presentation: S chuyn ti“p gi~a céc slide; thuc tinh dng trén céc slide
(animation); thém lién k "t siéu vin ban (hypertext link) cho cac slide; chuyn di (convert) presentation thanh
trang web.

Chuong 6: S chuyn di gi~a Microsoft PowerPoint va cac ‘ng dung khéac: Nhp (import) cac trang van ban
t* word vao PowerPoint; xu’t (export) t* PowerPoint ra word; nhp s liu t° Excel.

Mong duc s gép y chan tinh cua cac ban d tai liu nay tai ban duc t“t hon.
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