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GIOI THIEU

OpenOffice.org Impress 1a phdn mém soan thao vin ban thudc bo
phan mém OpenOffice.org dugc phat trién boi Sun Microsystems va
cong dong ma ngudn mé. OpenOffice.org co thé chay trén nhiéu hé diéu
hanh va hd trg da ngdn ngi, trong d6 c6 ca phién ban tiéng Viét.

OpenOffice Impress c6 tinh nang tuong tyr vé mit giao dién va cach
st dung nhu Microsoft Office PowerPoint, dé hoc va dé st dung.
OpenOffice.org Impress ngay cang dugc ua chudng va s dung rong rai
boi tinh hiéu qua cao trong coéng viéc. Phan mém OpenOffice.org
Impress dugc gidi thi¢u trong tai liu nay 1a phién ban 2.2.

Lan dau lam quen vo&i phﬁn mém, cach hoc nhanh nhét 1a doc hét
tai lidu, sau d6 tién hanh thyc hanh ngay trén méy tinh khi két thiic mdi
chuong, néu c6 van dé khic méc nguodi su dung tra ctru lai tai li¢u dé
hiéu 16 rang hon. Dbi v6i ngudi dung da c6 kinh nghiém st dung phan
mém Microsoft Office PowerPoint, tai liéu nay cé gia tri dé tra ctru trong
qua trinh st dung.

Noi dung cudn siach gdm 3 chwong va 1 phin

Chuong 01: Trinh dién don gian
Chuong 02: Xay dung cac Slides
Chuong 03: Str dung cac Template va thiét 1ap Slide Master

* & o o

Phu luc: Sy khac nhau co ban gitra Impress va PowerPoint
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Chuong 01
TRINH DIEN DON GIAN

Lam viéc trén OpenOffice.org Impress la lam viéc trén céac tép
trinh dién. Mdi tép trinh dién bao gdm cac ban trinh dién (Slides) ching
duoc sap theo mot thr tu. Cac ban trinh dién nay chtra ndi dung thong tin
ban muén trinh bay. Co thé minh hoa c4u tric mot tép trinh dién theo cac
ban trinh dién (Slides) nhu sau:

Quy trinh dé tao va su dung mot tép trinh dién nhu sau:

Budce 1: Xéc dinh 10 rang cic ndi dung s€ trinh bay. Ttr d6 s€ dinh
ra duogc cAu tric cua tép trinh dién 1a: Chon nén cia slides theo mau ndo
cho phit hop? Can bao nhiéu slides? Noi dung méi Slides la gi?

Budc 2: Dung Impress dé xay dung ndi dung cac slide do.

Buéc 3: Trinh dién Slide. Khi d6 noi dung ting Slide s& duoc
phong to 1én toan bo man hinh may tinh. Néu may tinh ciia ban néi véi
mot may chiéu (Multimedia Projector ching han), ndi dung céc slide
trinh chiéu s& dugc dua 1én cac man hinh 16n, nhiéu ngudi c6 thé quan
sat mot cach dé dang.

1.1. Cach khéi dong Impress
C6 nhiéu cach co thé khoi dong dugc phan mém Impress. Tuy vao

muc dich 1am vi¢c, s& thich hodc sy tién dung ma ban c6 thé chon mot
trong cac cach sau day d€ khoi dong:

Céch 1: Chon lénh Start cuia Windows: Start — Programs —
OpenOffice.org 2.2 — OpenOffice.org Impress

Céach 2: Nhay kép chudt 1én biéu twong ctia phan mém Impress trén
thanh cong cuy, hodc trén man hinh nén ciia Windows.

Man hinh lam viéc chinh cua Impress xuét hién, cho phép chon
hudng lam viéc:
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Presentation Wizard f'5_<|

v

Type
@ Empty presentation

() Erom template
O Dpen existing presentakion

Previem

[ oo niok show this wizard again

b ][ cocel ] ooy [ geme

Hinh 1. Cira s6 Presentation Wizard

- Empty presentation - gitip tao mdi mot tép trinh dién

- From Template - dé bat dau tao méi mot tép trinh dién str dung
mot mau dinh dang san da c6 trong thu vién Impress

- Open an exiting presentation dé mdé mot tép trinh dién da co
truée(chi dung cach nay cho nhitng 1an sau, khi ma ban da c6 nhiing tép
trinh dién trén may).

1.2. Tao mjt trinh dién méi

Chon Create man hinh lam vi¢c Impress xuat hi¢n:
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‘@ Untitled1 - OpenOffice.org Impress

Fle Edt View Insert Format Tools SldeShow, Window Help

B-sH= BS 9=

- = E: +§ & - & B @ (% @ | Bitide fllsideDesion Gl Slids Show
L = v (oo 3 Eslack v| & ool @ lue & v 3

Slides * | | |Normal | oftline | Mates | Handout || Slide Sorter Tasks Wiew + %

A || b Master Pages

1
= Layouts

Slide 1

Slide, n@ chira ca’u:‘
Ds céc Slide : thong tin can trinh dién
da dugce tao

~

(b /M@ T 2 -0 Qe -0-0-#- X7 AME G-

4 5.30/ 3.76 5% 0,00 % 0.00 549 Slide 1 1 Default

Hinh 2. Giao dién chinh cua OpenOlffice.org Impress

Danh sach Layouts: chira cac loai bd cuc Slide ma ban ¢6 thé chon.
Click dup chudt chon mot miu dé tiép tuc.

Man hinh 1am viéc chinh ctia Impress thong thuong bao gdm 5
thanh phan:

- Ban trinh dién (slide): La noi ché ban ndi dung cac ban trinh dién.
MJi tép trinh dién (Presentation) c6 thé bao gdm nhiéu ban trinh dién
(Slide). Tai mdi thoi diém, man hinh chi ¢6 thé hién thi dugc 1 ban trinh
dién dé thiét ké. Ban c6 thé st dung cic cong cu ché ban (nhu sir dung
trong Writer) dé dua thong tin 1én cac Slides nay.

- Hé thdng menu: chira cac 1énh dé goi t6i cac chirc ning cia
Impress trong khi 1am viéc. Ban phai dung chudt dé mé cac muc chon
nay, d6i khi cling c6 thé sir dung t6 hop phim tit dé goi nhanh t&i cac
muc chon.

- Hé thdng thanh cong cu: bao gém rat nhiéu thanh céng cu, mdi
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thanh cong cu bao gém cac nut 1énh dé phuc vu mot nhom cong viéc nao
do.
- Danh sach cac tac vu: Bao gom danh sach Layouts, Master Pages,

V.V..

- Danh sach cac Slide da duoc tao: cho phép dinh vi nhanh dén mot
Slide nao d6 chi bang cach nhan chuot.

Mit khac, trong khi dang 1am viéc véi Impress ban ciing c¢6 thé six
dung mdt trong céac cach sau day dé tao méi mot tép trinh dién:

- M6 muc chon File — New — Presentation..

hodc:

- Nhan ntit New chon Presentation trén thanh cong cu Standard.
hodc:

- Nhan t6 hop phim tit Ctrl + N.

Tiép theo, thuc hién xay dung ndi dung cho Slide méi nay:

Click tg add title

Click to add text

Hinh 3. Phan ciwra s6 soan thao noi dung trinh dién

Hiy g thong tin vao hai tiéu dé cua slide ndy. S& di slide trén chi




Huéng dan sir dung OpenOffice.org Impress

c6 2 tiéu dé 1a do viéc ban chon mau slide & hop thoai New slide. Tuy
nhién ban ciing c¢6 thé chon cac miu slide khac trong phan Layouts cho
phu hop theo muc dich cua minh.

1.3. Trinh dién Slide
Ban c6 thé sir dung cac tinh nang trinh dién slide dé kiém dinh két
qua. C6 nhiéu cach c6 thé mod dugce tinh ning nay:

- Céach 1: Nhan chudt 1én nat Slide Show & goc phai, cudi man
hinh:

- Cach 2: M¢ muc chon Slide Show;
- Cach 3: Bam phim F5 trén ban phim.

Man hinh trinh dién slide s& hién ra trén toan bo man hinh nhu sau:

Céng ty Co phan MISA

Huéng dan thuc hanh OpenOffice.org
Impress

Hinh 4. Man hinh trinh dién
Mudn chuyén dén slide tiép theo trong khi trinh dién, ban nhan trai
chudt hodc nhan phim Enter.
Mubn thoat khoi man hinh trinh dién, dé tré' vé man hinh thiét ké
thi bAm phim ESC.
1.4. Lwu file trinh dién 1én dia

bé ghi tép trinh dién dang lam viéc 1én dia, c6 thé chon mot trong
cac cach sau:
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- Mé muc chon File — Save..

hodc:

- Nhén nat Save trén thanh cong cu Standard;

hoac:

Nhén t6 hop phim tat “Ctrl + S”.

S€ co6 hai kha nang xay ra:

Néu day la tai liéu méi, hop thoai Save As xuét hién, cho phép ghi
tai liéu nay bdi mot té&p tin mai.

Savein ||} MyDocuments | e =5 -
Y C)Adobe
€ LMy eBooks
MyRecent | A My Music
Doc'ff‘w* Ay Pictures
t‘ g_.} pickure
JSnaglt Catalog
Deskiop
My Documents
58
My Computer
My Metwork :
yNework e name: e e = [ _sae |
Save as lype: | OpenDocument Presentation [.odpl =] Cancel
[+ Automatic file name extension
[~ Save with password
=

Hinh 5. Hop thoai Save As
Hay gd tén tép tin vao muc File name, roi nhan nut Save dé két
thuc viéc ghi tép trinh dién.
Néu tai liéu cua ban da dugc ghi vao mdt tép réi, khi ra Iénh ghi dir
lidu, tat ca nhitng su thay ddi trén tai liéu s& duoc ghi lai 1én dia.
Ban nén thuc hién thao tac ghi tai liéu vira roi thudng xuyén trong
khi 1am viéc, dé tranh mét dir liéu khi gip cc sy cd mét dién, hay nhiing

8
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truc trac ciia may tinh.
1.5. Mé mét file trinh dién da ton tai trén dia

bé m& mot tép trinh dién da c6 sin trén dia, ban co thé 1am theo
mot trong cac cach sau:

- M6 muc chon File — Open...

hodc:

- Nhén t6 hop phim tit Ctrl+O hop thoai Open xuat hién:

Open k @
Loaok in: |lD My Documents j EF '
N ChAdobe
\Aﬁ My eBooks

My Recent hf_‘.My Music
Documents .:'_’]|My Pictures
'_':‘_ | Sipicture
|C)5naglt Catalog

Deskiop | Y

. ff, wiriter
ty Documents
5
tdy Computer
S
tdy Metwark,
FiEes File: name: |tlinh dien j Open |
Files of type: |AII files [*.7] j Cancel
Version: | Current version j

[~ Read-only

Hinh 6. Hop thoai Open

Hay tim dén thu muc noi chta tép trinh dién can m¢. Chon tep,
cudi cung nhan nat Open dé thuc hién mo tép.
1.6. Thoat khéi chwong trinh lam viéc

Ban c6 thé thuc hién theo mot trong cac cach sau day dé thoat khoi
moi truong lam viéc Impress:

- Mé muc chon File — Exit.




Huéng dan sir dung OpenOfffice.org Impress

hodc:

- Nhan nut Close trén tiéu dé cira so Impress 4odc nhan t6 hop
phim tat Alt + F4.

10
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Chuong 02
XAY DUNG CAC SLIDES
2.1 Quaén ly cac Slides
2.1.1 Thém mot Slide

Dbé thém mét Slide 1én tép trinh dién dang mo, ban lam nhu sau:

Bude 1: Mo muc chon Insert — Slide hodc bAm chudt phai 1én noi
chira danh sach cac slide da duogc tao, chon New Slide, mot Slide moi da
duoc chén 1én tép trinh dién.

Budc 2: Hiy chon mot mau slide, bang cach bdm dup chudt vao
danh sach Layouts.
Y nghia mot sb biéu tugng trén hop thoai Layouts nhu sau:
: Ban c6 thé chén mot dong van ban di dugc dinh dang san
vao 0 nay.

: Ban ¢6 thé chén dong vin ban dang Bullet.

N : Ban ¢6 thé chén mot anh vao 6 nay.
nﬂ%ﬂ - Ban c6 thé chén mot biéu do6 (Chart)
=EE . Ban c6 thé chén mot bang dit lidu (Table) 1én 6 nay.

2.1.2 Di chuyén dén cdc Slides

bé di chuyén dén cac Slide ban c6 thé dung chuot nhéan 1én tht tu
Slide can dinh vi dén & danh sach cac Slide bén trai man hinh.
2.1.3 Xoa mot slide

Dé xo04 mot Slide ra khoi tép trinh dién, ban lam nhu sau:

Budc 1: Nhan phai chudt 1én tén slide can xoa & danh sach cac
slide bén trai man hinh.

Budc 2: Chon Delete Slide (hodc nhan phim Delete trén ban phim)
dé xo4 Slide nay.

11
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2.2 Dua thong tin 1én Slide
2.2.1 Chen van ban, hinh vé

Trén Impress, ban phai dung dén thanh cong cu Drawing dé dua
van ban (thong qua cic Textbox) ciing nhu dua cac khdi hinh vé& 1én
Slide.

Céch st dung thanh cong cu nay hét nhu sir dung chung trén phan
mém Writer, nén ching t6i khong dua ra hudng din chi tiét ¢ day.

2.2.2 Chen hinh anh, am thanh

Ban cling co thé chén anh tur nhirng tép tin bédi muc chon: Insert —
Picture — From file, hodc bAm dap chudt vao vi tri mudn chén hinh anh,
am thanh, chon duong din dén noi chua file can chén, nhan nut OK dé
hoan tat.

2.2.3 Tao tiéu dé dau, tiéu dé cuoi
bé tao tiéu dé dau va tiéu dé cudi cho slide, ban m¢ muc chon:

View — Header and Footer, hop thoai sau day xuat hién gitp ban xay
dung tiéu dé dau, tiéu dé cudi cho cac slides:

12
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Header and Footer ﬁ|

Slide | Motes and Handouts

Include on slide
Date and time

(%) Fixed
) Variable

fipply to sl

fipply

Cancel

03118107 English (154} Help

Foater

Footer text

(] slide number

[] oot show on first slide

Hinh 7. Hop thoai Header and Footer - Slide

Thé Slide cho phép thiét 1ap mét sd cac thong tin 1én tiéu dé cudi
cua Slide nhu:

Thong tin ngay, gio (Date and Time): Néu ban chon muc nay,
thong tin vé ngay gio co thé duge dua 1én tiéu dé cubi slide. Khi d6, néu
chon Variable thong tin ngay gid s& duoc tur dong cip nhat 1én tiéu dé
dung theo ngay gid trén may tinh; Néu chon Fixed ban phai nhip vao
mot gid tri ngay gio ¢d dinh. Gia tri ndy sé& khong ty dong dugc thay ddi
theo ngay thang.

- Néu chon muc Slide number, may s€ ty dong dién sb thr tu slide
1én tiéu dé cudi.

- Néu chon muc Footer , ban c6 thé g0 vao dong van ban hién thi &
giira tiéu dé cudi slide.

- Nhan nat Apply, cac thiét 1ap nay s& chi ap dung cho Slide hién
tai (slide dang chon).

- Néu nhin Apply All, thiét 1ap nay s& duoc ap dung cho tit ca cac
slides cua tép trinh dién nay.

13
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Header and Footer §|

Slide |Notes and Handouts

Inchude on page ’

Header
Header text C8ng by < phén MISA

Apphy to Al ]

’ Cancel ]

| Help l

Date and time
(%) Fixed
() Variable

03f16/07 Endlish (IS8}

EDDtBI’ ...'::::::::::::::fl..|

Footer bext Hurdng dén Impress|

[ page number

Hinh 8. Hop thoai Header and Footer — Notes and Handouts

Thé Notes and Handouts cho phép thiét 1ap mot sd cac thong tin 1én tidu
dé dau va tiéu dé cudi trang in (thong tin nay chi hién thi khi ban in ra
may in):

- Thong tin ngay, gio (Date and Time): st dung twong tu nhu & thé
Slide.

- Header: noi ban c6 thé nhap dong vin ban cho tiéu dé dau trang
(page).

- Néu chon Page number cho phép chén sé thir ty trang 1én tiéu dé
cudi trang in.

- Footer: noi ban c6 thé nhap vao ndi dung tiéu dé cudi trang in.

- Nhan nat Apply, cac thiét 1ap nay sé& chi ap dung cho trang in hién
tai (trang chura slide dang chon).

- Néu nhén Apply All, thiét 1ap nay s& duoc ap dung cho tat ca cac
trang in cua tép trinh dién.
2.3 Thiét lap hiéu tng trinh dién

Mot trong nhimng diém manh cua Impress 1a kha nang thiét 1ap cac

14
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hiéu trng dong (Animation effect). V&i cac hi¢u ing nay, thong tin trén
slide ctia ban s& dugc sinh dong hon, hap dan va thu hat nguoi theo ddi
hon.

Pé kich hoat tinh ning hoat hoa, ban mé muc chon Slide shows —
Custom Animation, hdp thoai sau day xuét hién:

= Custom Animation

Mo v effect
ﬁ

First select the slide elerment and then click 'add..." to add
an animation effect,

[ play | [ slide show |

Automatic preview
Hinh 9. Cira s6 Custom Animation
Mudn thiét 1ap hiéu g cho d6i twong thong tin nao, ban phai:
Budc 1: Bam chudt 1én ving dbi tuong do.

Budc 2: Nhan chudt vao Add, hop thoai sau xuét hién

15
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Custom Animation E|

Entrance |Emphasis | Exit | Makion Paths

Basic ~

Appear

Box
Checkerboard
Circle

Diagonal Squares
Ciarnond
Dissalve In
Flash Once

Fly In

Fly in Slows
Peek In

Plus

Random Bars
Random Effects
Splie

‘enetian Blinds
Wedge

Whaal

Medium
Bukomatic preview

’ (a4 ][ Cancel H Help ]

Hinh 10. Hop thoai Custom Animation - Entrance
Chon céc hiéu tmg cho ving ddi tuong trén cac thé ciia hop thoai
trén.

Hiy ludn quan sat man hinh bén canh dé biét dugc chinh xac ddi
tugng dang chon.

Cudi cung nhan OK dé két thuc cong viéc.
2.4 Cira so Sorter

Ban d3 biét mot s cac thao tac quan 1y cac Slides cho mot tép trinh
dién qua muc 2.1 Quén 1y slides. Nhung cira s6 Sorter s& giup ban don
gian hon nhiéu trong viéc quan 1y céac slide trén tép trinh dién. Dé mo
ctra s6 Sorter, ban chon thé Silde Sorter. Str dung ctra s0 nay nhu sau:

Nhan phai chugt 1€n Slide can lam viéc, ban c6 thé lam duoc
nhiing viéc sau:

- Delete - Slide d6 s& bi xo04 ra khdi tép trinh dién.
- Chon Copy - dé sao chép Slide nay.
- Chon Paste - dé dan Slide d copy thanh mét slide moi.

16
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- Chon Hiden slide - s& an slide nay. Impress s& khong hién thi noi
dung slide an khi trinh dién.

- Chon Slide Transition.. dé thiét 1ap thong tin trinh dién cho Slide

qua hdp thoai sau:

= Slide Transition

Apply to selected slides

Mo Transition

Wipe Lp

wWipe Right

wipe Left

wipe Down

W'heel Clockmise, 1 Spoke
wheel Clockwise, 2 Spokes
wheel Clockwise, 3 Spokes
wrhieel Clockwise, 4 Spokes
wrheel Clockmise, & Spokes
Uncover Down

Uncover Left

Uncover Right b
Modify transition

Speed . |medium -
Sound | pyg Sound v

Advance slide
(%) On mouse click

() Awtomatically after | 1sec

apply bo Al Slides

[ Plary ] [ Slide Show ]

Autornatic preview

Hinh 11. Cira 56 Slide Transition

Tiép theo c6 thé chon téc do trinh dién cac hiéu ung d6: Slow- tdc
dd cham; Medium- toc do vira phai; Fast- tdc d6 nhanh;

- Hop Advance slide cho phép thiét 1ap su kién dé chuyén dén trinh
dién slide nay tir slide truéc nd. Chon On mouse click — s& chuyén dén
trinh dién slide nay khi ban bam chudt tréi(ngﬁm dinh). Ban cling co thé
thiét 1ap khoang thoi gian tu dong trinh dién slide & muc Automatically
after (s& dugc tu dong trinh dién sau ... mm:ss (phut:gidy);

- Hop Sound cho phép chon kiéu 4m thanh mdi khi dich chuyén

dén cac slide.

17
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Nhéan Apply All: tit ca cac slide s& duoc chon kiéu thiét 1ap trinh
dién nay.

Ban c6 thé dung chudt kéo tha (Drop & Drag) céc slides trén man
hinh nay dé hoan chuyén vi tri ctia chiing.

Dé dong cira s6 nay trd vé cira sb thiét ké ban dau, ban co thé lam
theo mot trong hai cach sau:

Céch 1: Nhén dap chudt lén mot slide nao do trén cira s6 Shorter,
slide d6 s& duoc hién thi trén ctra s6 thiét ké ban dau (ché d6 Normal).

Céach 2: Ban nhan chudt 1én thé Normal.

2.5 K¥ thuit trinh dién

Trinh dién 14 qua trinh thé hién noi dung cac slide da thiét ké dugc
trong tép trinh dién 1én toan bd man hinh. C6 nhiéu cach dé thuc hién
trinh dién céc slides:

- Nhan chudt 1én nit Slide Show & goc phai, cudi man hinh:

hoac

- M6 muc chon Slide Show — Slide Show ;

hoac

- Bam phim F5 trén ban phim.

Man hinh trinh dién xuit hién. Vi man hinh trinh dién nay, ban co
thé 1am dugc cac cong viéc bang cach nhan chudt phai 1én man hinh
trinh dién, mot muc chon xuat hién.

- Chon Next dé chuyén dén trinh dién Slide tiép theo (ban cé thé
nhan phim Enter hoic bam chudt trai dé 1am viéc nay).

- Previous dé chuyén dén slide vira trinh dién ké trudc (st dung
trong trudng hop ban mudn quay tré lai trinh dién slide trude do).

-Nhan Go to slide dé chuyén dén trinh dién mot slide bat ky.

- Néu nhan End show thi s& két thiic phién trinh dién (ban ciing c6
thé nhin phim ESC dé 1am viéc nay).
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2.6 In 4n

Viéc in an trén Impress gan giong nhu in trén Writer. Nén dinh
dang trang in, 161 mdi thuc hién in an.

2.6.1 Pinh dang trang in

bé dinh dang trang in, m¢& muc chon Format — Page, hdp thoai
Page Setup xut hién:

Page Setup E|
Page | Background
Paper Format
Format
Width 11.02" =
Height: 8.27" =
Orientation () Partrait
(&) Landscape Paper tray [From printer settings] et
Margins Layouk settings
Left 0.00" A
Right o.00" = Format 1,2,3 ... L2
Top o.o0" B Eit object ko paper format
Eottam 0.o0" -

I Ok ][ Cancel ][ Help ][ Reset ]

Hinh 12. Hop thoai Page Setup

Hop Format: chon kho gidy in ra mdy in.

Muc Width va Height dé nhap vao chiéu rong va chiéu cao khd
gidy in (chi str dung muyc nay khi khé gidy in ciia ban khong nam trong
danh sach Format.

Muc Orientation dé thiét 1ap hudng in: Chon Portrait — néu mudn in
theo chiéu doc hodc chon Landscape khi mudn in theo chiéu ngang.

Nhén OK dé dong y céc thiét 1ap.
2.6.2Indn

Pé in nodi dung cac slide ra may in, ban c6 thé thuc hién 1énh in
theo 2 cach:

19



Huéng dan sir dung OpenOfffice.org Impress

Cach 1:Chon File — Print
Céch 2: Nhan t6 hop phim Ctrl + P
Hop thoai Print xuat hién:

Print

]

Printer

Marme Snaglk 7 Properties. .. ]

Skatus Default prinker; Ready
Tvpe Snaglk 7 Printer
Location SNAGIT?

Comment

[ 1 Print to file

Print range Copies
@ al Murnber of copies 1 P

) Pages |1 |

Cptions. .. [ Ik ] [ Cancel ] [ Help ]

Hinh 13. Hop thoai Print
- Muc Printer dé chon may in s€ in.
- Muyc Print range chon pham vi in.
- All in toan bd cac slide;

- Page dé in mot pham vi céc slide nao d6. Vi du: 71,3,5-12 — ttic 1a
s& in ra cac slide 1, slide 3 va cac slide tir 5 dén 12.

- O Copies dé chon sb ban in.
- Ngoai ra con c6 mdt s6 cac tuy chon in trong hop thoai Options
- Nhén OK d¢ thyc hién Iénh in.
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Chuong 03

SU DUNG CAC TEMPLATE VA THIET LAP SLIDE
MASTER

Trong chuong trude, ban da biét cac ky thuat dé soan thao cac loai
thong tin 1én slide. P 1 nhitng kién thirc co ban gitp ban cé thé xay
dung nhitng ban trinh dién theo y tuong ctia minh. Phan nay sé& giGi thiéu
cac ban cach sir dung nhirng mau slide dinh dang san (Template Slide) di
kém voi phﬁn mém Impress va cach thiét 1ap dinh dang slide mac dinh
khi dang lam vi¢c (Master Slide).

3.1 Sir dung cic miu slide c6 sin (Template)
Impress cung cap cho chung ta thu vién cac slide dinh dang san.

Cach str dung mot slide da dugc dinh dang san nhu sau:

Tao mot tép trinh dién mdoi sir dung mau slide da dinh dang san:

Presentation Wizard (Introducing a New Product)

I

Tvpe
{} Empty presentation

Infmducing & Mew Pmoduct
(%) From template

{} Open existing presentation

|F‘resentatiu:uns

Introducing & Mew Product
Recommendation of a Strategy

Preview
[] Do nat show this wizard again

[ Help ] [ Cancel ] | mexts> | [ Create

Hinh 14. Hop thoai Presentation Wizard — chon Template

Budce 1: Chon File — New, trén hop thoai New Presentation ban hay
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chon thé From Template:

Budc 2: Dung chudt dé chon mot mau slide theo ¥ mudn (Chu ¥:
khi chon mau nao, hop Preview s& hién thi bd cuc va dinh dang mau slide
do6, chon xong, nhan Create dé tiép tuc

Budc 3: Chon bd cuc(Layout) timg slide can chén 1én tép trinh dién
va soan thao ndi dung cho céc slide nhu da trinh bay & Chuong 2.

Mudn ap dung mot mau slide dinh dang san cho tép trinh dién co
san thi:

Budc 1: M6 tép trinh dién can 1am viéc, m& muc chon Format —
Slide Design, hdp thoai Slide Design xuét hién:

Slide Design

Select a slide design
Ok
A
L
Defaulk
[] Exchange background page
[ ] pelete unused backgrounds

Hinh 15. Hop thogi Slide Design

Budc 2: Nhan chudt vao nat Load..., hop thoai Load Slide Design
xuét hién
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Load Slide Design X
Categatias Templates
My Templates Dark Blue with Orange
Presentation Backgrounds Subtle Accents
Presentations
FVEYJEW Description
Title

Subject

Key words

Descripkion

Hinh 16. Hop thoai Load Slide Design

Pé chon mot mau slide ban mudn, ban bAm chudt vao danh sach
Categories va xem trudc mau Slide phia dudi nhu trén hop thoai. Chon
xong, nhin OK dé dong y. Khi d6 toan bd céac slide trén tép trinh dién
dang mo s€ duogc ty dong chuyén theo mau dinh dang slide vira chon.

3.2 Slide Master

Slide master c6 thé hiéu nhu mot slide chii cho mot tép trinh dién.
Thong thuong khi tao mot tép trinh dién, mudn thay ddi dinh dang dir
liéu cua toan bg cac slide theo mdt dinh dang chuin nao dé, ban phai
thay ddi 1an luot dinh dang dir li€u trén tung slide. Vay c6 céach nao dé
tao mot slide c6 dinh dang chuén, roi ap dat toan bg cac slide trén tép
trinh dién theo dinh dang nhu vay? Slide Master s& giup ban giai quyét
van dé nay.

Nhu vy, mdi mau slide dinh dang san vira néi & muc 3.1(template
slide) co thé hiéu 1a mot Slide master. Vi mdi mau slide ndy c6 sin cac
dinh dang cho trudc va co thé ap dat kiéu dinh dang d6 cho toan bd cac
slide trén mot tép trinh dién cho trudc.
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Véi slide master, ban c6 thé thay doi cac dinh dang vin ban, dinh
dang biéu dd, dinh dang hinh vé theo «cac bd cuc slide
chuan(AutoLayout) ctia Impress. Hon nita ban c6 thé thiét 1ap céc tiéu dé
dau, tiéu dé cuéi, chén sb trang, chén thém hinh dnh vao slide. Khi do,
dinh dang va bd cuc toan bo cac slide trén tép trinh dién s& duoc thay ddi
theo nhu slide master. Cach thiét l4p slide master nhu sau:

& trinh dien - OpenOffice.org Impress |;”E”g‘

File Edit “iew Insert Format Tools Slide Show window Help
BreHe [P RE P YRR d b0 (BEB @G- D, Tk [ |Glsdshon
Ph| A -

Slides * | | |Normal | Qutline | Notes | Handout | Slide Sorter Tasks iew v X

v|[oo F (MEEak v &y [coor v |EEGreen: v

= Master Pages
1

| Cingty U phin MISA

Eused in This Presentation

Eioug din thrchank Opm Offimare.
Tupra:

Slide: 1

Vidu slide master

I Wi duslide master
*[armeeEnL e + Bay la noi soan thao ndi dung ctia slide.

Slide 2

b Layouts

I Custom Animation

v
3| || P Slide Transition

< | £
k] /Mm@ T £-u-C-@-0-0-0-%-& 2| akE G -0 5%

Hinh 17. Giao dién Slide Master

Buéc 1: Mo tép trinh dién can thiét 1ap lai Slide master. Chon View —
Master — Slide master, man hinh lam viéc véi slide master xuét hién véi
cac thanh phan nhu sau:

Buégc 2: Thiét 1ap cac dinh dang thong tin trén bd cuc slide, soan
thao ndi dung cho nén slide bao gdom:
Sau khi tao xong slide master, nhin nat Close trén thanh cong cu

Tasks, toan b slide trén tép trinh dién dang soan thao s& co dinh dang
hét nhu slide master vira tao.
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Phu luc: Sy khac nhau co ban giira Impress va PowerPoint
% Giao dién cta Impress c6 3 phan chinh:
Sildes pane hién thi cac Slide ban di tao ra

Workspace 13 noi soan thao noi dung trinh dién. N6 bao goém 5 thé
Normal; Outline; Notes; Handout va Slide Sorter.

Taskspane bao gom 4 tac vu Master Pages; Layouts; Custom
Animation; Slide Transition trong ban trinh dién ctia ban.

< Mau d6 bong va duong vién.

Khong giéng nhu Microsoft PowerPoint, Impress khong hd tro cac
d6 bong ba mau, duong vién do6i va ba, hodc cac duong vién chdm xung
quanh.

% Chen bang

Trong Impress khong c6 chltc nang chén mot bang (Table), trong

PowerPoint c¢6 churc nang nay.
% Da phuong tién

Impress khong hd trg viéc thuyét minh tryc tiép

Biéu dd céac hoat hoa

Trong Impress khong c6 kha ning tao “cac hiéu tng biéu d6” nhu
trong PowerPoint, nhu trinh dién mot chudi cac loai trong cting mot thoi
diém.

bong goi

Chtrc ndng “Doéng go61” trong PowerPoint cho phép mot tép tin cta
PowerPoint tach ra nhiéu ban va bao dam réng tat ca cac tép tin bi ro1 di
da dugc dong goi lai. Pac tinh nay khong c6 trong Impress, Impress cling
khong thé mo nhiing tép tin tuong tu.

Cac cai dat hanh dong va anh huong

PowerPoint cung cip céc cai dit hanh dong thong qua chudt, nhung
Impress khong c6 tuy chon nay, chi trong viéc kich chudt, vi vay
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mouseovers lay cac anh xa tur vi¢c kich chudt. PowerPoint c6 mot tuy
chon cho viéc chon doi tugng trong vi¢e kich chudt hoac mouse over;
Impress khong c¢6 chiic nang nay, vi vay khi nhap no s€ bo qua.
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