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Khi doc qua tai ligu nay, néu phét hién sai s6t hoic noi dung kem chat luong
xin hdy thong bdo de chding toi stra chira hoac thay thé bang mot tai liéu clng
chu dé cua tac gla khac. Tai li¢u ndy bao gom nh1eu tai liéu nho co cung chu
dé bén trong nd. Phan ndi dung ban can c0 thé nam 6 giira hodc & cuoi tai lidu
nay, hiy st dung chirc nang Search dé tim ching.

Ban c6 thé tham khao nguon tai liéu duoc dich tir tiéng Anh tai day:
http://mientayvn.com/Tai_lieu da_dich.html

Thong tin lién hé:
Yahoo mail: thanhlam1910 2006 @yahoo.com

Gmail: frowrthes@gmail.com

Theo yéu ciu cia khich hing, trong mdt nim
qua, ching t6i di dijch qua 16 mén hoc, 34
cubn séch, 43 bai bio, 5 sb tay (chua tinh céic
tai liéu tir nim 2010 tré vé truéc) Xem & diy

DJCH VU Chi sau moét lan hién lac, viéce

DICH dich duoc tién hanh
TIENG

ANH
CHUYRN Gia ca: cé thé giam dén 10

A L L —
NH.ANH

NHAT VA Chat lu'(_)'ng:Te}.o dung niém tin cho

CHINH kh’éch hang bang c6ng nghé 1.Ban

XAC thay duoc tog‘tn bé ban dich: 2.Ba’n

NHAT danh gia chat luong. 3.Ban quyét
dinh thanh toan.
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Microsoft PowerPoint 2007

TAI LIEU MON HOQC

MS POWERPOINT 2007

Muc dich : Trang bi cac chac ning chinh cua PowerPoint dé tao trinh dién bao c4o.

Tai liéu tham khao tir cac website va cdc gido trinh online
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Céac Khung Outline, Slide notes, Slide

Trén man hinh soan thao con c6 cac thanh phan sau

- Cira s6 Outline thé hién cau tric t6 chuc cac khung slide trong
phién trinh bay. C6 thé dung khung nay dé tao va sip xép céc
slide.

- Cira s6 Notes cho phép bd sung ghi cha trong mdi trang thuyét trinh.
Khung Notes thudng dung d¢é md ta chi tiét cho noi dung khung slide.

- Cira s6 Slide: noi dung can trinh bay nim ¢ khung nay. Khung Slide
bao gdm vin ban, hinh anh, cac doan &m thanh ma ching ta muén trinh
dién. Viéc soan thao hau hét tap trung & phan nay.

- Khung Task (Task Panes): chira cac lién két (link) dén cac chirc ning
co ban thuong sir dung. Khung nay dwogc sir dung rat nhidu trong  qua
trinh  soan  thao, gdm  nhiéu khung: New
File/Presentation/Document, Clipboard, Search and Insert ClipArt. Dé
md khung Task: View->Task Pane

Slides pane Work area (slide
editing area)
2 S : 7 THIRE ST |
Raising Kids
Without Raising Your

Blood Pressure

L e —
Dé di chuyén qua lai cac khung nay, ching ta nhap chuét vao khung hoic
nhan F6.

Menu va cac thanh cdng cu (toolbar)

info@NguyenQuangVinh.net www.NguyenQuangVinh.net Trang 6/ 49



info@NguyenQuangVinh.net

Microsoft PowerPoint 2007

Cac menu va thanh cdng cu chira cac Iénh dung cho viéc soan thao, trinh
chiéu... PowerPoint. Trong qué trinh sir dung, ching ta ¢ thé st dung cac
lénh tir ripbon hay sir dung cac phim néng. Mac dinh, man hinh soan thao

PowerPoint c6 c4c thanh phan sau:

Close button

Office button Status bar Work area Maximize/Restore button
Quick Access tollbar Title bar Minimize button
z'_-." !H 0 LJI v Puunmmh- Micrasoft PowetPoint T *
- T | Iset  Desian  Ammations  SideShow  Revew  View  Developg )
1. § _—E [E] Layout - 4 Find
Paste 'y || New E‘%’R&! [B77 0 e & 2 Shapes Amange Quick £ Replace -
7 || siice - % Delete = - - styles I select~
Clipboard = Slides Font Paragraph Draving Editing
Slides. x 3 | 4 2 R ' 0- | 1 -1 3 4

Click to add title

B C\ \'ﬁl( to ad:j su btitle

Click to add notes

Slidedofl "OfficeTheme™ |

www.NguyenQuangVinh.net
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d3 c6 sin v6i mau chit, mau nén, kich c&, font... s& &p vao slide cua
chdng ta.

T mot trinh dién tring. Chlng ta phai bat dau tir dau.
Tao mét trinh chiéu méi

Dé tao mot trinh chiéu mai, hoan toan khong chia gi: Chon Office => New.
Hop thopai New Presentation hién thi.

Mot slide méi, rdng s& xudt hién dé ching ta thiét ké, nhap liéu tir diu. Chon
muc Blank Presentation va bam nat Create

Viéc xay dung mot trinh chiéu méi duoc thuc hién & cac bai sau.

New Presentation =S

Templates = (2] ‘ Blank Presentation

Blank and recent
Installee Templates Blank and recent

Installed Themes

My templates..

Mew from &xisting.
Blank

Miciosott Office Online Pres entation =
Featured Recently Used Templates
Agendas

Aveard certificates
Calendars

Content shides

Design slides % F
Mmagrams

Financal performance  Young plant image slice
Plans presentation.pot

Presentations

Reports

R,
Resumes
Schedules = i
Iare catedaries - ><~ }‘ o

Create | Camesl

Tao trinh chiéu tir mdt Template c6 sin

Mot template 1a mot khudn mau d4 duoc dinh sang san véi cac thiét lap
trude vé: mau sic, font, ¢& chit, hinh nén.....

Khi chon viéc tap tir template, ching ta c6 3 tuy chon:

Installed Templates: duoc cung cap bai Microsoft va cai dat voi bo MS
Office PowerPoint 2007

info@NguyenQuangVinh.net www.NguyenQuangVinh.net Trang 9/ 49



Microsoft PowerPoint 2007

Slides/Outline pane Slides pane
| :

RELAX AT SYCAMORE KNOLL!

Lockarg v tat
WD Py
Wt waebe !

Masn e 12 1l B allence Dhat B 25000 was e 04 T rounds of Sycemare el end hona o 1o e e teakcaly oac
" how ow Ay

|
Notes pane

o Slide Sorter View: véi kiéu xem nay, ta cd thé doi, chép, x6a cac

slide, nhung khéng thé hiéu chinh van ban trong khung slide hoic
lam viéc voi cac dbi tuong slide. Kiéu nay cho mot cai nhin tong thé
vé toan bo file va thuong duge ding khi can sip xép thir tu cac trang.
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hﬂ" 9" §treme bt Bl BN g et Pieet ®
' L - — g R R - r—— -
3 TR } - Bl 7 L ) p—
:= ) ZF Bl et S e SR By SR o i oy unatl e e
e Dl e B e Sehs Lte . AN o~ - fean LT
Tlamt! Sge Sem v inew Ve ot Werve TR e e e g —~ .
At vt R ey onive i e

o Slide show: xem két qua cudi cung cua cac slide khi d& hoan thanh

o Notes Page: cung cap mdt khung ghi chi cho céc slide. Loai nay chuyén
dung khi chi lam viéc véi céc ghi cha

Dé chuyén giita cac ché do view, c6 thé sir dung céc nat Iénh (xem hinh)
hoac tir menu: chon menu: View->Normal (hay Slide Sorter, Slide Show...)

View buttons
féé)u# CBE Sycanins ¥all B4 and Breabfat. ppts - Miciasaft PowsiPent ERR—
- Home| bumt  Dmign  Ankmstens  Sidethom  Rewew | view | Developer )
FIPa B m, | ] 8= Pl = e
= == - ol Gt = Grayrcale N By Caicade —d
3l Sade Notes Side  nde Handout Hotes Toom Pt Hew Swnch | bacos
Zote  Fage how  Maite Made Lt Heikage b W i Furs Blach and White | wassew Do More S0l | winagms =
Fresertanon Viewt Shaw Haute Toom Colen Graguse v Maaor
| N OO OO T Y LI

O O I

Rural Relaxation, City Convenience

SYCAMORE KNOLL BED AND BREAKFAST

Click to add notes

Normal | Slide Show

Slide Sorter
info@NguyenQuangVinh.net www.NguyenQuangVinh.net
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Di chuyén giira c4c Slide

Dé di chuyén gitra cé4c slide, c6 nhiéu cach lam:
o Béam phim Page Up, Page Down dé di chuyén
0 Click chon slide ¢ thé Outline tab

Chung ta c6 thé di chuyén giira cac slide trong cac cach xem (view)
khac nhau.

Phdng to — thu nhe slide

Chuing ta c6 thé sir dung lénh Zoom dé thay d6i cach nhin mat slide to hay nho
hon. Lénh Zoom dya trén d6 phong tinh theo phan tram.

Céch d& nhat dé zoom slide 1a kéo Zoom slider trong thang tac vy nam

& bén phai, phia dugi man hinh.

Current Zoom Fit slide to
Zoom slider current window

D = smanio— Tl{]l
Decrease Increase
Z00Mm 700M

Chon nhiéu slide dong thai

Dé chon nhiéu slide ddng thai, ching ta c6 thé st dung ché do xem Slide
Sorter view, sau d6 chon mot hay nhiéu slide bang phim Ctrl hay phim Shift.

Hodc ching ta c6 thé chon nhiéu slide dong thoi tir cua s6 Outline hay
Slides

Thém —Xoba Slide

Dé thém 1 slide mai: Chon Home-> Slides->New Slide. Hoac ching ta c6 thé
bim phim tit Ctrl+M.
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Bai tap 2: Slide tir Theme c6 séin
1. Tao mot file PowerPoint 2007 tir theme Civic
2. Nhap ndi dung slide dau 1a “Buén chuyén” mai khoéng hét
pin Vva tén hoc vién vao 6 tiéu dé - 16p.

3. Tao thém 7 slide va nhap ndi dung nhu sau.

Budc 1: Giam anh sang man hinh
Giam d6 sang ctia man hinh dién thoai xudng khoang 50%
hodac nhoé hon

Vach pin s& giam cham hon

Budce 2: Giam thoi gian sang dén backlight

Giam bdét thoi gian phéat sang dén backlight cho man hinh va ban
phim.

C6 ging dat & ché do thap nhat

Tang 1&n néu cam thay thoi gian phét sang ciia dén qua ngan.

Budc 3: Tat nhitng &m thanh khéng can thiét Cang it
am thanh thi ciing tudi tho pin dai hon. Nén giam bét

am lugng nhac chudng.

Budc 4: Tit chtc nang Bluetooth

Khi khéng dung dén tai nghe headset thi ban nén tit ché do
Bluetooth.

Cong nghé khong day nay van ngdn dién niang ngay ca khi né khong
giao tiép véi cac thiét bi khéc.

Budc 5: Tét tin hiéu hdng ngoai-Wifi

Ciing giéng nhu Bluetooth, ban nén tét ca tin hiéu hdng ngoai, Wifi.
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N6 van “d6t” pin trong thoi gian cho tin hidu dé két ndi.
Budce 6: Dung choi game, et web va chup anh

Game, lu6t web hay chup anh doi hoi dién thoai xt Iy nhiéu

Ngbn nhiéu dién nang

Budc 7: Khong nén dé dién thoai hét kiét pin
Pung nén dé dién thoai roi vao trang thai can kiét pin.

Nén dé dién thoai & nhitng noi mat mé, khéng qué nong.

Bai tap 3: Nhap ndi dung sir dung Outline view
1. Chon theme tuy y

2. St dung thé OutLine dé tao c4c Slide nhu sau

1 @ PowerPoint Training
23 Creating Slides

* Templates
— Design
- Contents

* Barckground

= Layout
33 Objects
= Tahles
= Charts
= Graphics
43 Views
* Mormal e
= Glide Sorter
* MNotes page
« Slideshow view]

Bai tip 4: Soan thao Slide
1. Sur dung slide bai tap 3, chuyén ché do view sang slide sorter
2. Di chuyén slide 4 (View) Ién thanh vi tri 2

3. Xoba slide 3.
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Insert | Design Animations Slide Show Review View Developer Add-Ins Format

HY = e §004 3004

2L ] =l = & = :

Clip Photo Shapes SmartArt Chart Hyperlink Action Text Header WordArt Date Slide Symbol Object
At Album~ o Box & Footer o & Time Number

Illustrations | Links Text

i

Nhap ndi dung vao text box, bim Enter néu mubn xudng hang — tao
mot doan van khac. Khi mudn két thic, bAm vao bat cir chd nao trén slide bén
ngoai textbox.

Dé x6a mot textbox: chon textbox do, va bam phim delete.
Thay déi thiét 1ap vé Font

Dé thay ddi font cia mot textbox hay vin ban bén trong textbox, ching ta
chon menu Home tab-> chon menu Font tir Font group.

BLai / /A‘

Theme Fonts - EE I ‘;' /W 7\ l’\‘, = e Find [p seet~
It Constantia (Headings) | = i
 Constantia (Bod) [ ——————— 3
ANl Fonts o

B Agency

# Aharoni 0 1R
T ALGERIAN

M Andalus 204 ual

Constanta RSN P I A A ~ 2 By erevace -
e o - /L a oy

Paragraph . Wordan Styles . Eating

ycamore Knoll!

M Aagiana New

Looking for that
g special getaway
e Arabic Typesetting Jon 2h S . for the weekend?
% Arial ¢
It Arial Black

B Anal Narrow

r Arial Rounded MT Bold
B Arial Unicode MS

4 AvantGarde

i Baskerville Old Face

® Batang

M Asgranavrc

Selected font
is previewed

e _onthe slide
0 Ngoai ra, trong muc Font group ciing cho phép chung ta chon

Font Style, font size, va cac hiéu ang Bold, Italic...(twong tu cac
dinh dang cua MS Word), mau sac cua chir (color)...
Constan - |20 ~ A" A" A~ -

BIE==A-E=®i=-
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Giong hang vin ban va cac thiét 1ap khac

o Tuong ty MS Word, dé giéng hang van ban, ching ta st dung menu

Home -> chon Paragraph group, va chon nut lénh: ,

, trén thanh cong cu

L
/ Home Insert Design Animations Slide Show Review View Developer Add-Ins Format
= X Hayoutr NGEE= ny & Shape Fill - A rina
13l “i32 «~ ! Ei Rl =
B J A x| = = T J/ J

B Reset L7 shape Outline ~ 33, Replace ~

-3
Paste AV Shspei .\n Q
3 2 || shder #10see (BT T s ® LR 9 Sie O smapettease | Ly seea
Clipboard Stides Pardgraph Drawing ] Editing

Align tnxt Center  Align text Align text
night (vertically)

Font Font Increase Decrease Shape Shape Format
face size fontsize  font size fill outline  painter

\
| Arial 132 N\‘ N L
34 o

Bold Italics Ali%n text Center A|lg’1 text Font Decrease Increase Bullets
eft right color  list level  list level

0 Chlng ta c6 thé sir dung céc format khac cho textbox nhu: céac
dinh dang vé shape trong thé Drawing Tools -> Format, hoic cac
hiéu ung vé text trong muc Font cua thé Home -> Font, hodc chon
Quick Styles, hoic bdm phai chuot trén Textbox ->
chon Format Shape

Tao Bulleted List - danh sach danh sé (Numbered Lists) cho Textbox
0 Ching ta c6 thé bat — tit chirc ning danh Bulleted List — Numbered

List bang nat lénh Bullets — Numbering Paragraph
group tor menu Home
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North Shore Travel Presents:
MeXxican History

Pre-Hispanic to Today

Bai tap 2: Header va Footer

1. Mo slide vira str dung ¢ bai trudce
Thém footer vao tat ca slides gom slide number, ngay hién tai

Thém chudi: Using PowerPoint vao footer

A w0

Chon lya: not to display the footer on the title slide

5. Péng cira sé6 Header and Footer window.

6. Kiém tra viéc hién thi cua footer

7. Thay d6i font cua footer vé Arial, italic va smaller font size.

8. Luufile

Bai tap 3: Thay d6i Theme Clolor va Background

1. Mo file PowerPoint vira tao
2. Thay dbi Background cua slide

3. Thay dbi Slide Colour Scheme cua tat ca cac slide.
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4. Luu file.
Bai tap 4.
1. Tao méi mot trinh didn c6 10 trang md ta cac kién thuc da hoc
hom nay
2. Thay doi design template vé mot mau thich hop
3. Thay d6i template vé mau rong

4. Luu file.
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1/0'3 H9-0)* screenshot_example

Home | Insert Design Animations Slide Show R¢

T L EED 2 d @ L.
EEa vaall FgE) * = Ll bl
Table Picture Clip Photo Shapes SmartArt Chart Hyperlink Actior

¥ At Album~ ¥
Tables Illustrations Links |I”53'1 Picture from F”Ei

Ching ta ciing ¢ thé thém hinh vao slide bang cach chon biéu tugng
Insert Picture tir trong slide

Chinh swa hinh anh

Hinh anh sau khi chén vao PowerPoint c6 thé duoc g bo, xoay
(rotated), thay ddi kich thudc (re-sized), tao vién (borders), bong mo, hiéu
g 3-D ... véi chirc nang Picture Style. Ching ta c6 thé:

Presentationl - Microsoft PowerPoint Picture Tools
Animations Slide Show Review View Add-Ins l Format

[Fommm | [ o — e T S — @Pidure Shape ~
!j“_l ‘d‘ :] ‘ d sl - Zricure Border~

| TN & Picture Effects v
Picture Styles [

Do6i mau picture: Picture Tools | Format -> Adjust -> Recolor
Tang d¢ twong phan: Adjust -> Contrast
Tang do sang: Adjust -> Brightness

Ap dung céc hiéu Gng dat biét: d6 bong, 3-D, tao border...: Picture
Tools | Format -> Picture Styles ->Picture Effects->Preset (3 chiéu) ,
Shadow (béng mo) , Reflection (guong), Glow (vién), Soft Edges (vién), Bevel
(nat 3 chiéu), 3-D Rotation
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Choose a Smartirt Graphic

2 AV £ A

20 Process

%':,? Cycle

ofn  Hierarchy
E Relationship
Matrisc
m Basic Pyramid

= 2 Use to show propartional,

interconnected, or hierarchical
relationships with the largest component
on the bottom and narrowing up. Level 1
text appears in the pyramid segments
and Level 2 text appears in shapes
alongside each segment.

ﬁ OK J[ Cancel J

Trong qua trinh soan thao, chdng ta c6 thé nhap dit lidu truc tiép vao cac
textbox hay st dung khung soan thao.

e

-Iype your best here *® 7

The New Food Pyramid

.|
= ‘YogHoo Group
® Cirqus Peanuts Group

[BasicPyramid _ -

Cha y 1a PowerPoint 2007 cho phép ching ta chuyén dbi noi dung ctia mot
textbox thanh SmartArt

Spread with
butter, sugar,
and raisins
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@
e e 0
'1. Jot down notes
| =
: . Jcabrie~[s2 -|a M B-2-F
i2. Create slch i or.

'3. Practice! —
I & | Cut p— .
l 2| Copy —
'? a Paste
' Exit Edit Text -
i A | Font. g %
I =Y | Paragraph... : o,
i S| Bullets | » é e
: |§__EJ Humbering | » ’ o9
| |E_ Convert to SmartArt » i
é— ______________ a, Hyperlink.., k

Synonyms 3

Faormat Text Effects... E

S

Farmat Shape...

E More SmartArt Graphics...

| Bai tap: Organization Chare 8§

: : : : : Reneeé Gauchﬁ ] : : : :
: : : : Washington, D.C. : : :

[ Sylvia Southpaw
................ Asistant T LD
[ ]
"""" Gi«éta'iml;.s"":" Y LemeraSmith - || -
. Director, California . . - Director, New York
I_J—I ’ [ T 1
Nancy . Tiffany : Mary i ‘Eve © Steve’

.
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Microsoft PowerPoint 2007

Bai tip 2. Tao slide véi am thanh
1. Tao méi slide nhu hinh, nhang file &m thanh vao slide nay
2. Chay thir va kiém tra
3. X6a file am thanh nay, va thay thé bang file video

4. Chay thir va kiém tra

Learn to Play the Pipe Organ
¢

* Learn Bach’s Creepy Toccata!
* Play in Old Gothic Churches!
* Scare Your Friends!

¢ Click to hear the organ

Bai tap 3. Tao slide véi hinh danh
1. Thém slide vé&i hinh anh nhu hinh v&, cac hinh anh lay tir Clip Art hay l4y tir
file hinh c6 san

2. Chen thém Word Art hinh anh quang cao cho truong ban.

Tours for the New Millennium
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Microsoft PowerPoint 2007

Vi du 1: Sir dung Motion Paths dé tao
chuyén dong 1 qua banh dang Freeform
xung quanh man hinh.

Trén mot slide c6 nhiéu animation, ching ta
c6 thé quyét dinh th ty cua chuyén dong,
thoi diém bat dau chuyén dongbang céc

tdy chon vé Start; After
Previous, With Previous, On Click.

Dé 1 animation lap lai mai: tir thiét lap vé
Time cua animation, chon gia tri Until End of

Slide cua muc Repeat.

L

Custom Animation ®

[:{;? Add Effect '] [K_{.} Remove ]

Modify: Fade

Start: B on Click |-
Properby:

Speed: Mediurn |E|

[ 1“3 % Three confere...

I
2 “a * Full-service cabering ‘1
|

fol
)

. 0 Tao4 autoshape
- -:I-Chod-i-chill-yénf o

[ 10. Bai tap Custom animation 9

: ‘ 10. Bai tap: Custom animation3 - g%

| w:l Click to add text

www.NguyenQuangVinh.net
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Microsoft PowerPoint 2007

Str dung bat vé

Sir dung bat v& khi ching ta muén tap trung nhan manh vao mot sé
c4c thong tin nao d6 trén man hinh. Bé st dung bt vé:

0 Thuc hién ché d6 slide show, click vao biéu tuong Pen & bén trai, phia
duéi man hinh.

0 Trén menu hién thi, chon loai but v& (chan han Ball Point Pen).
Con tro chut s& bién doi thanh hinh cay viét.

Vg
4
e

gallpoint Pen
Feit Tip Pen

Highlighter
e Acces:

Ink Color 4 e Delivery/Speed

e General Usability/Interfaces
e Assessing Learning

l

Arrow Qplions »

P L9 #

0 Bam chudt tréi va v& trén man hinh(xem hinh)

Sau khi vé& xong, chling ta c6 thé qua vé trang thai chudt ban dau (hinh nii tén)
bang cach chon biéu tuong Pen -> Arrow.

Tao ghi chu

Trong qué trinh biéu dién, ching ta c6 thé st dung PowerPoint dé ghi nhan
cac ghi chd cua minh hodc cua ngudi nghe bang cach s dung chic ning
Speaker Notes.

Dé sir dung Speaker Notes:
) Speaker Notes @
0 Bam phdi chugt trén man hinh fsies
bidu dién, Tx menu hién thi, A
chon Screen -> Speaker Notes.
Hop thoai Speaker Notes hién thi
(xem hinh). |

Close

Nhap noi dung can ghi nhé va bAm nit Close dé két thic viéc nhap
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Microsoft PowerPoint 2007

In nhanh

Chuing ta c6 thé in tat ca slide mot cach nhanh chong ma khong can lra
chon gi bang céch cach:

0 Click nat 1énh Print trén Standard toolbar.
0 Chon menu File->Print, va chon OK.

o Bam ohim Ctrl+P va chon OK.
Tuy chen ndi dung in va dang in

Trong nhiéu trudng hop, ching ta nén xem trude két qua in, sau d6 méi ra
lénh in. St dung thé Print Preview dé xem trudc va tly chinh noi dung can in
nhu sau:

Budce 1. Chon nit Office -> Print -> Print Preview
»6..3 = = I raising_kids_2.pptx [Preview] - Micros
o Print Preview
€ [ ;
|°L,—J' _é Next Page

ation Zoom Fitto “) Previous Page | Close Print
Window || : Preview
Print Page Setup Zoom Preview

‘ [
@ Print What:

Print Options || sjides v || Orie

Chon muc Print What dé chon dinh dang in: Néu can in dang handouts, sir dung
Handouts dé thiét 1ap sé luong slide trén mdi trang in.

Chiang ta c6 thé chon huéng in cho céc trang nay (Portrait hay
Landscape).

Chon lya tir danh sach Color/Grayscale dé xac dinh mau sic mudn in 1 color,
grayscale, black hay white tir muc Options.

Néu thiy di vira y, ra Iénh in bang cach bam Print.
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Microsoft PowerPoint 2007

5. Thuc hién Slide Show dé kiém tra xem animation da duoc g& bo

hay chua )
Bai tap 2. Trinh chieu va sir dung cong cu khi trinh chieu

1. Thuec hién trinh dién tir Slide hién tai

2. Di chuyén céc slide. Str dung c6ng cu ghi chi va but vé& trong qua trinh
biéu dién

3. Nhay dén slide 3. Nhay dén slide 8.
4. Luu file thiét 1ap dudi dang PowerPoint Show (pps file).

5. St dung My Computer hay Windows Explorer , double-click Ién
file dé xem trinh dién tur file pps
Bai tap 3. In an
Thiét lap cac thong sé cho viéc in 4n va luu thiét lap vao file. Khong thuc
hién in 4n, thay vao d6 st dung chirc nang Print Preview dé xem trudc trang
in.
1. Thiét 1ap dinh dang in la handouts, 6 slides /1 trang, va xem két qua in

2. Chon dang in 1a handouts voi 3 slides /1 trang, va xem két qua
in

3. Thiét lap dé in cac ghi chi cua silde

CHUC CAC BAN THANH CONG TRONG CONG VIEC
XIN CAM ON!
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Hudéng dan sir dung PowerPoint 2007 - Lam viéc véi cac

hiéu wng, hoat canh

3.1. Hiéu &rng cho vin ban (Text animation)

Chon slide s 3 trong bai (¢ phan 2.3 chung ta d4 sap xép lai bai trinh dién
vai slide Types of Movies 1a slide tha 3).

ons  SlideShow  Review  View “

| | D B (g g e
e & 8- hac][A] [0S W [W] || Shaves Amange Quiek T oy |
| | um; Editing |

Fawvorite Movies Survey

|l

Py

e e o e
el ]
vt

Chon doan van ban, sau d6 chon ngan Animations trén thanh Ribbon



Open the Custom Animation Task
Pl_h! 50 that you can animate
individual abjects on the slide.

Chon nut [#r addeffect ~]



"' V| On Mouse Click

Khi danh sach cac hiéu tmg x6 xudng, nhap chon Entrance, sau d6 chon kiéu

Fly In.



@

¢ Review \ﬂi.-i[
i&,mo&ounu]
Emt

ﬂ -y CIH 3 o

Transition to This Slide

E Zfonnmuem l
0000 : |

© Automatically After: Im 0000 =

vies
===

%, Remove

| % 1.Blinds
F 2.Box

.......

w

?'.;,'.':'Q Fast

= aqll Apply To AN

- % [Ne Sound]

MSH!
rﬁ“ Dﬁﬂumﬂqk
MM‘W m

- |1
B




Nhén nut Save dé luu lai bai 1am, néu mudn xem hiéu (mg vira thiét 1ap thi

nhan nut =.

3.2. Hi¢u trng cho hinh anh

Trong bai nay chdng ta s¢ thuc hanh chen thém 1 hinh vao slide, sau d6 thuc
hién hiéu tng di chuyén cho hinh d6. Ban hdy mé bai thuc hanh lan trudc ra,

sau d6 thuc hién theo cac budc sau, néu ban 1am duoc ban da thanh cong!
a. Lam nén hinh trong suét

Chon slide s6 2 Famouse Examples, sau d6 vao Insert Clip Art, khung Clip

Art s€ hién ra nhu hinh sau

= ____....--"ffl 3
: =]
xamples
:;withﬂ:.e Jurassic Park Dumbo

Trong hop Search for, ban hdy g6 vao tir dinosaur va nhan nat Go dé tim
hinh



Khi hinh dugc tim thay, hiy chon hinh va chén vao slide, sau d6 hay nhap

chuot chon hinh

Famous Example




Nhép ngan Format trén thanh Ribbon, sau d6 chon Recolor va chon tiép Set

Transparent Color

FOLLEE) - Comomes (el
s SideShow  Review  View | Format |

Home Insert Design Animations

w ; =
S Brightness ~ Jf Compress Pictures | | = swm - P Picture Shap
(D Contrast = % Change Picture | d ‘ = [ Picture Bord:
= wf Picture Effec

ﬁm' “ﬂnurthﬂurt
No Recolor Picture Styles

Nhép chudt vao viing nén trang ciia hinh dé 1am nén trg thanh trong sudt.



i

_—

H

Két qua hinh trong subt nhu sau (c6 thé thay dugc phan bang biéu bi khuat

bén duoi):




Sau d6 dung chudt di chuyén hinh dén goc dudi bén tréi caa slide

— : = _jf
Famous Examples
Comedy ___[Drama ____JActon | Animation __
Charlie Chaplin Gone with trh: _4;&5@‘-:1?1:* Dumbo

Wind T

2

Luu bai lai bang niit Save
b. Ap dung hi¢u ting

Chon hinh vira hoan thanh & phan trude, chon ngan Animations trén thanh

Ribbon, sau d6 chon tiép Custom Animation.



Open the Custom Animation Task
Pane 5o that you ¢an animate
individual objects on the slide.

Tir khung Custom Animation, nhip chon nut [# aéffet ~| say @6 chon
Motion Paths, Draw Custom Path, va Curve.

*\ 1. Diagonal Down Right
~ 2. Diagonal Up Right
I

3. Down

a.Left

3. Right

6. Up

DrawCustomPath  »
More Motion Paths..  ((/\ Curve

il =

% Scribble




Dung chudt vé mdt duong cong tir goc dudi bén trai slide kéo dai 1én goc trén

bén phai cua slide.

Charlie Chaplin

Gone with the Jurassic Park
ind —

H

Sau khi V& dén goc trén bén phai, ban nhap chudt 2 1an dé két thuc. Khi do

hinh dinosaur s& tu dong di chuyén theo duong cong nay.



— ___,,..ﬂ-"‘J

_—

Famous Examples
Comedy | Drama | Action

Chailie Chaplin  (Gomewiththe  Jurassie®ark #  Dumbo
Wind

H

Tai muc Speed, chon Very Slow dé giam toc d6 di chuyén cta hinh



Ban c6 thé xem hiéu tng trén slide tai bat ky thoi diém ndo bang cach nhan

vao nat Play hoic Slide Show tai cudi khung Custom Animation.

Nhan nat Hdé luu bai lai.

3.3. Hiéu trng cho do thj



Trong bai nay chiing ta s& thue hanh céch tao hiéu ung cho cac thanh phan
trén d6 thi. Ban hdy mé tap tin thuc hanh & cac phan trude, sau d6 chon slide

b 5 ¢6 chira o thi. Ban hdy dung chudt chon 1én db thi.

g

Favorite Movies Survey

* Which types of movies
do men and women
prefer?

250 7

200 -

150 1

100 1 B B =Men !
g B Women

=

9] T T T |

chon ngin Animations trén thanh Ribbon, sau d6 chon tiép Custom
Animation. Tir khung Custom Animation, nhap chon n(t [ Aseffec =] gy

d6 chon More Effects... d¢ PowerPoint liét ké tat ca hiéu ung.



! ik nnds

& 2Box
2 3. Checkerboard

& 4. Diamond
# 5Fyln
# & RiseUp

X

e, Remove

Chon hiéu tmg Wipe va nhan OK.



Lo CRIRL - LR P BT L T N R

Tai khung Custom Animation, chon Direction la From Bottom va tai

Speed chon lai 1a Medium.



Nhap chon 1&n hiéu tng trong danh sach hiéu tmg dang ap dung cho slide,
sau d6 chon tiép Effect Options...

Custom Animation * X
S |3 on ik bed]
Direction: | Froen Bottom ;-
o

[199 3k Content Placeholde... B |

4 start On Click
Start With Previous

&) Start After Previous

Careaomons D |
[;3.

Timing...

Show Advanced Timeline

Bemove




Trong hop thoai vira mé ra (Wipe), chon ngan Chart Animation va chon By

Element in Category tai Gropu chart. Sau d6 nhan OK dé hoan tat.

Effect | Timing | Chart Animation

Element in Category
R e

E O, ][ Cancel ]

Ban c6 thé xem hiéu tng trén slide tai bat ky thoi diém ndo bang cach nhan

vao nat Play hoic Slide Show tai cudi khung Custom Animation.

> Play | [EJ Side Show

/] AutoPreview

Nhan nat Hdé luu bai lai.
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KHOI PONG

L — ‘W' T——

Programs & Internet Explorer

@ Windows Media Player
Documents B Microsoft Office @ Microsoft Office Excel 2003
| M BE Microsoft Office PowerPaint 2003

W] Microsoft Office Word 2003

v L

Settings >

A

/J Search 3 ¥
Q)/} Help and Support
2=] Run...

h "} Log OFf pcl...

@ Turn OFf Computer...

‘4 start c Q@ E

| Windows XP Professional
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TOAN BO CUA SO POWERPOINT

E2 Microsoft PowerPoint - [Presentation3]
D] File  Edit Miew  Imsert  Format  Tools  Slide Show  Window  Help Type a question for help (= 2

dﬁﬂ&@ﬂd&l?ﬁilﬁ o @ A9 - - 49| LE Al e 'IE@!

=E=| - - A a|E = A | FDesign ] New Slide -

1

—_’?
o
4
—
(]
4
-}
by
=
w
1

: Slide Layout *

Apply slide layout:
Text Layouts 5
I
]
|
Content Layouts
EH &
bl <3
H & HE|(ES
bl % ool | bl
L
a0 1 Click to add notes Show when inserting new slides
oo



CHON MOT SLIDE TRONG

EE Microsoft PowerPoint - [Presentationd] |- ” ” X|
(L] Fle Edit  Wiew Insett  Format  Tools  Slide Show  Window  Help Type a guestion for help (= %
N EEH RS TEI S B 9 E AR Ea e - of
: Arial -1 - B I U § |§E|§E S A A | E | A - | S Desion | New Slide =
E’ 0 X ESlidE Layout v
. ©|0|a
Apply slide layout:
Text Layouts b |
I E
I I Tl
Content Layoukts
H &
bl 5
H & || |[ESES
O | A L L5
a]
Click to add notes [+] show when inserting new slides
===
ED[EIW'||':'|UtDS|'Ia|:IES"H\DDQ&K-J@@'G» "f ﬁ. _.._"__:iﬂ




|. CHEN WORD ART

-Chon nut Insert Word Art, Chon médt kiéu trinh bay.

-OK

WordArt Gallery

select a Wordart style:

WopelArt ﬂﬂ"wt wordar WordAr{ WordAr! j w
Wl WordArt | WordArt] v+ Wiowdliet w
.;r;;:-a;mm vt | WordArt] WordA W
Wordaet Wortr | Hardh Wity o] W
o bt e |

[ox J[ cacel |

THCS Lwong Thé Vinh - Krong Ana
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-Chon font chir.

-Xoa Your Text Here

Size:

T Impact

[ ] (o] (4]

" WNI-Ariston
WNI-Auchon

T NI-Avo

T yI-awchon

T vI-Azkek

T WNI-Bandit

3L |

Eaonk: I

] [ Cancel

| T vMI-Auchon

3| = § (5] [£]

Texk:

Font: Size: I

] [ Cancel
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-Nhap chir.
-OK

Edit WordArt Text

Font: Size: I
F WNI-Auchon vi|3% v [B][Z]
Text:

GIAO AN BIEN TU
LICH SU 9

0] 4 ] [ Zancel
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I1. HIEU UNG PUA POI
TUQNG VAO SLIDE

. - - Chon nut:Add Effect
TRINH CHIE ’
NHIC Y /Entrance/ More Effect...
-Chon Slide Show/
Custom Animation...
= Entrance b (| Z% 1. EBlinds
%% Emphasis v | E 2 Box
Slide Shaow | Window — Hel 4
2 — o Y= Exit ¥ | E% 3. Checkerboard
CLE i
| 52 Miew Show s =% Motion Paths » Z% 4. Diamond
Sek Up Show, .. -f' . Fly In
_I % Bnimation Schemes, ., r Mare EFfects. ..
‘Eg_ﬂ _uskom Animation. . ‘
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-Khi @6 Add Entrance Effect xuat hién.
-Chon cac kiéu hiéu @ng tuy y.

-OK

Add Entrance Effect 1*

Basic "
* Appear Zh EBlinds

i Box ¥ Checkerboard

e Circle f Crawl In

# Diamond i Dissolve In

& Flash Once f Fly In

Z PeckIn e Plus

# Random Bars * F.andom Effects B
e Split e Strips

Sk Wedge S Wheel

% Wipe

Subtle

ﬁ Expand ¥ Fade

.f f Faded Zoom
Moderate

W

] Breview EFfect | (] 4 | [ Cancel



II1. PIEU CHINH HIEU UNG
-Start: Yéu to tac dong doi twong xuat hién.
-Direction: Piéu khién doi twong xuat hién.
- Speed: Toc dd ciia doi twong.

Modify: Fly In

Start: 3 On Click

Direction: | From Boktam

Speed: Yery Fast b

143 .f Rectangle 1 b

4| Re-Order |4

| » Play | |ET side Show

AutoPreview



Tai Start gom cé:

-On Click: Nhap chuot doi tweng méi — 14i Direction: ¢cé6 nhicu hwong
xuat hién. 5y 2 .

-With Previus: Pdi twong dieu khien doi twong.

tu dong xuat hién.

—ATTer PTevius. Xuat hien

sau mdt doi twong khac. L
Lirection: | From Botkom v

Speed: From Bottam

Frorm Left

4

= ‘5 on Click v 09 .

From Right
@ r.Id

Direction:

With Previous
L) After Previous

Speed: From Top

From Baoktom-Left

From Bokttorm-Right

From Top-Left

X ¥ ANt L]

From Top-Right

(.
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Tai Speed: gom c6:
-Very Slow: Rat cham.; Slow: Cham; Medium: Trung binh;
Fast: Nhanh; Very Fast: Nhanh hon.

Speed: Wery Fask l*{,
Ivery Slow

Slnw

o | Medium
"'Fast
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IV. HIEU UNG LAM NOI BAT POI TUQNG
Chon Slide Show/

Custom Animation...

J |55 addEffect v| % Remove

Slide Show | Window  Help =¥ Entrance 4 Lf-,r: Fly In
4 -:ilér Wiew Show F5 :E::f Emphasis A 1. Change Fank ;
| ki .
: V= Exit v | A 2 Change Font Si J
Set Lip Show... A 2. change Font Size |
<% Motion Paths » | B 3. Change Fant Skyle |
I % Animation Schemes. .. F3 4. Gromshrink '
= . . I:I .'.i
\-5."3 Cuskorm Anirmation, .. ‘ v 5. 5pin
More Effects..,
-Chon Add Effect, chon

Emphasis, chon More

Gigo vién thyc hién: Pham Thankodeh Eﬁ£8g .o
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r

Add Emphasis Effect xuat hién.
-Chon ki€u hiéu ing tuyy.
-OK

Add Emphasis Effect |

Basic A
ﬁ “hange Fill Calar A
A A
B :E Zhange Line Caolor
ﬁ GarowShrink ﬁ:g Spin
iﬁ Transparency
Subtle
B 2
B _ﬁj? Calor Blend
.f .ﬁ*:" Caomplementary Color
.35.‘5*\" Complementary Color 2 .3555' Contrasting Color =
.;55?" Darken .;55? Desaturate
£ Flash Bulb .ﬁ':" Lighten
4. vertical Highlight
Moderate v
Preview Effect Ok, l [ Zancel




V. HIEU UNG THOAT
Chon Slide Show/

Custom Animation...

-Chon Add Effect, chon

Exit, chon More Effects...

Slide Show | Window  Help

- &y addEffect v| 7

= Yiew Show F5
Set Lp Show, .,

> |

I =% Animation Schemes. ..

|Eg_[| Custom Animation, .,

S Entrance
%7 Emphasis k|
& Exit v 45 1. Blinds
ﬁgx Motion Paths » [ 48 2, Box
| +2 3. Checkerboard
1% 4, Diamond
. 5. Fly Out

Gido vién thyc hién: Pham Thanh Tuén - Truwdng
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More Effects, .




Add Exit Effect xuat hién.
-Chon kiéu hiéu éng tuy y.
-OK

Add Exit Effect B
Basic 2
+Z Blinds +E Box
42 Checkerboard +E Circle
'% Crawl Cuk +% Diamond
* Disappear * Dissolve Out
* Flash Orce 'x Fly Ok
+E Peek Out 4 Plus
<% Random Bars * Random Effects
& split ¥ Strips
+% Wedge +% Wheel
‘E Wipe
Subtle
n. Conkrack F¢ Fade
ﬁ. ’%. Faded Zoom
Moderate v

| [v] Preview Effect Ik ] ’ Cancel




VI. HIEU UNG CHUYEN PONG THEO PUONG DAN
- Chon Slide Show/ Custom Animation...
-Chon Add Effect, chon Motion Path, chon More Motion Path ...

- |55 AddEffect v 7

Slide Show | Window  Help | Ertrance b |
l:*.:T Wieww Show FS % Emphasis > |
Set Up Show, ., wE Ext dii
%  Motion Paths » ™. 1. Diagonal Down Right
% Animation Schemes, .. /| 2. Diagonal Up Right
‘Eg_ﬂ Cuskomn Animation. . . 1 2 bevm
—l 4, Left
— 5, Right
| & Up
™ Draw Custom Path 3
| More Maotion Paths. ..
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Add Motion Path xuat hién.
-Chon kiéu hi€¢u ung tu

-OK

A)

(]
r

yy.

Add Motion Path

Basic

= 4 Poink Star
I.Z & Paink Star
{3 Circle

# > Diamaond

+_» Football

O He:agon

= Parallelogram
[, Right Triangle
& Teardrop
Lines & Curves
e Davn

o Arc Right

wi” Bounce Left

@ Cuprwy Left

<% 5 Paint Star

{"% & Paint Star

l’\t Zrescent Moon
&, Equal Triangle
L") Heart

O Dckagan

{r} Pentagon

D aguare

[y Trapezoid

{ Arc Left
+7 arc Up
“n Bounce Right

Cgtl Curyy Right

| ¥

[ £

Prewiew Effect

K, ] ’ Cancel




*Lwu y: Méi lan thue hién xong nén nhap chudt vio nut sau,
*Hoac Shift+ F5 dé quan sat két qua vira lam dwgrc
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VII. THUC HANH

1. Chuyén dong don lé:

Chon AutoShapes, chon Block Arrows, chon Right Arrow
Vé mot doi twong

% Elock EerWE b |[EETEYEYTYYYY
To Flowchart " I

Fight Arrow

Stars and Bannets 3

, Ca .|:||_| 5 @ @ > T
| Ackion Buttons b | I:[} Eﬁ} = =
ﬁ More AutoShapes. .. [# *H] Iﬁ @
.ﬁ.gI:DShapes*l"Hh “w O ey o
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2. T6 mau cho d6i twong

L Chon niit Fill Color - Chon More Fill Color
Mo Fill
':'-I:-!:-.:‘ --.-'.-l'll - Aukomatic
I |
H B H N
i . i FI" |::I:I||:I|" More Fill Colors...
Fill EFfect-

More Fill Calc
b el - A= =

Gido vién thyc hién: Pham Thanh Tuén - Truwdng
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-Biang mau xuat hién, chon mau do.
-OK
-Doi twong sé chuyén sang mau do

Skandard

Colors: Cancel

Prewvigw

Color model;

Red:

Gareen:

Blue:

Transparency':

(| 0w 3 Current

Giao vién thwc hién: Phgm Thanh Tuén - Truwdng
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-Chon Slide Show/ Custom Animation...

-Chon Add Effect, chonMotion Path, chon Drow Custom Path,
chon Line

. : o -
Slide Show | Window  Help ‘j |ty Add Effect »| 7
e . = Entrance 3
1 &= Wiew Show F5 §
L = %% Emphasis  »
Set Up Show, .. ¥ Exit b
_ _ ¥y Motion Paths » || 1. Diagonal Down Right
=% Animation Schemes. .. A . biagonal up righ
\5.'1. Cuskom Animation. .. ‘ 11 3 Down
— 4, Left
— &, Right
| 6 Up
|“x Line =|||PJ Draw Custom Path 3
5 Curve More Mation Paths. ..
(5 Freeform (5= -1t oW |
% Soribble itaPreview

Giao vién thwc hién: Phgm Thanh Tuén - Truwdng
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- Ké mt dwong ké diém xuat phat tir dau miii tén

-Piém xuit phat ciia doi twong 1a diém dau ciia dwong ké
Diém dirng 1a diém cuoi cung cia dwong ké. Khi do doi twong
c0 dang nhw sau:

- Thue hién xong nhap chudt vao @

Hogc Shift+ F5 dé guan.sat k&t.and, vira 1am dugc

THCS Lwong Thé Vinh - Krong Ana




3. Hai d6i twong chuyén dong dong thoi:

-Vé d0i twong thir nhat: Chon AutoShapes, chon Block Arrows, cl

Right Arrow.Td mau dé cho doi twong

5| <A 4 <

% Elock Arrows b
T Flowchart b
%3 Stars and Banners b
%,h Callouts .
—‘H Action Butkbons 3
Eﬂ More AutoShapes. ..
AukoShapes *l N w [ ]

¢&igﬁzﬂrrnw£‘
R
6 o W
gy =x O 2o

[» ] &

I e I

Block Arrowws

Nt A ok

<1

€%

=

Fl.gtn:uShapes'l N w [ ]

Flowchart
Stars and Banners
i_allouks

Action Buttons

More Auktoshapes...

- Vé d6i twong thir hai: Chon AutoShapes, chon Block Arrows,

chon Left Arrow va vé ﬂi‘yﬁm%

"Rl

Inh - Krong Ana

wden cho doi twong



-| Ta c6 hai ddi twong nhw sau:

-Giir phim CTRL, dong thoi nhap chudt vao déi twong thir
nhat va d6i twong thir hai

o] (Slo (o] (L o
o o o O'O o

-Chon Slide Show/ Custom Animation...

——— Slide Show | Window  Help
| & View Show FS
Set Up Show, .,

I =% Animation Schemes. ..

yng

_|E.§."_E| Custom Animakion. ..



-Chon Add Effect, chon Motion Path, chon Drow Custom Path,
chon Line

‘j |5 addEffect v| 7

Entrance k h
ﬁ? Emphasis b
¥ Exit b L
% Motion Paths » ™. 1. Diagonal Down Right
2. Diagonal Up Right
I 3. Dawn
— 4, Left
— | 5, Right
[ & Up
., Line ™ Draw Custom Path b
5 Curve More Mokion Paths., ..
. A Frecform Pl [l;;l SNdE SA0E ]
% Seribhle LboPreview




- Ké mt dwong ké xuat phat tir dau miii tén mau dé

o 1 , .

Khi @6 hai d6i twong sé c6 nhw sau:
il o & 'C' I 10 I én o ‘

-C6 mot miii tén nhé mau do6 ¢ cuoi miii tén mau den va
nhap chudt vao mii tén nho nay

! l o
"
L] o ¢ 3iao viénthwc hién: Pham The

THCS Lwong Thé Vinh - Krong Ana



-Khi d6 dwong ké nay xuat hién hai dau tron tring.

|

-Dat chuot vao dau tron trang ¢ mui tén nho mau do va re
chuot kéo vé dau miii ten mau den

1 _ : _ U “
. r;'i_.r
.r"f‘.-
- Trwdng

n
n
-
na

- - v - -~




- Thue hién xong nhap chudt vao

Ho:ic Shift+ F5 dé quan sat két qua vira lam dwoc

Giao vién thwc hién: Phgm Thanh Tuén - Truwdng
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4. Chuyén déng lién tiép véi nhic¢u doi twong
- Vé mot so d6i twong, muon doi twong niao chuyén dong trude

thi tao hiéu irng chuyén ddng trwéc, doi twong nao chuyén dong
sau thi tao hiéu wng chuyén dong sau.

——
1 |
‘s> O
v b 4 v
h 4 w h h 4

- Thi¥ tw chuyén dong sé xuat hién ngay bén cach doi tuong.
Vi dl.l Ilhll’ 4 dﬁi tqungilmérﬂu’débéham Thanh Tuén-Truc‘yng

THCS Lwong Thé Vinh - Krong Ana



5. Chuyén dong va bién mat:
-Sau khi tao hi€éu wng chuyén dong nhu mot so thao tac trén, deé
cho doi twong vira chuyén dong xong va bién mat ta thwc hi€én

Nhw sau:
- [;{lz Add Effect '-'| |&3 FLemmo

Entrance ¥ jFy: Custom Path

Ernphasis k| ﬂﬁ o Click
Exzit k 1. Blinds

e | Br| 5 &

Mokion Paths »

I~

Box

. Checkerboard

il

. Diamond

. Fade

i

FEXERED

i

. Fly Sk

are Effects, .,

Nhap chudt vao doi twong mudn bién mat: Chon Add Effect,
ch(.)ll EXit’ Ch(.)n Morr%gﬁﬁ&mlén Pham Thanh Tuén - Truwéng

THCS Lwong Thé Vinh - Krong Ana



Chon hi¢u wng thoat Fade, OK

Add Exit Effect

L4 (x|

Basic

+Z Blinds +Z Box

$% Checkerboard +2 Circle

%. Crawl Cuk +Z Diamond

* Dizappear * Dissolve Cuk

* Flash Onice x Fly Ok

+Z Peck Out +Z Plus

+% Random Bars * Random Effects

+Z Split +Z Strips

+Z wedge +Z wheel

'E Wipe

Subtle

ﬁ Conkrack B Fade

x x Faded Zoom

Moderate v
[v] Preview Effect oK l ’ Cancel




6. Tac dong 1 ddi twong dé 1am chuyén dong doi twong khac

Vé 3 d6i twong sau:

1 hinh vuodng.

1 hinh tron.

1 hinh chir nhat.

Trong d6 hinh chir nhat 1a hinh dé tac
dong cho hinh vuong va hinh tron
chuyén dong.

Thuc hién: Tao chuyén dong cho hinh
vuong truéec.
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-Chon nut Rectanglel, chon Effect

Options...

T % e e "o el 1 ‘:l T e

lﬁ ™I Rectangle 1 W

gk

D

Skark On Click,
Skark With Previous

Skart Afker Previous

Effect Cptions. .,

|

Timing. ..
Shiow Advanced Timeline

Femowve

Gido vién thyc hién: Pham Thanh Tuén - Truwdng

THCS Lwong Thé Vinh - Krong Ana



Custom Path xuit hién

Custom Path

Effect | Tirning |

Setktings

Path: | Unlocked
Smiookh start smooth end

[ ] Auto-reverse

Enhancements

Sound: [Mao Sound] w

FAN

After animation: | Don't Dim W

8] 4 | | ancel

UIAU VICTTUTU U THCTL. T TIANTT TTIArmn rudarl II\JUIIH

THCS Lwong Thé Vinh - Krong Ana



-Chon nut Timing

Custom Path

Effect | Tirning |

Setktings

Path: Unlocked
Smooth start Smoath end

|:| Aubo-reverse

Enhancerents

Sound: [MNo Sound] "

EEN

After animation:  |Don't Dirn W

4 | | iZancel




Chon nut Triggers

Custom Path

Skark:
Delay:
Speed:

Fepeat:

| Effect | Timing |

E on Click

0 % | seconds

2 seconds (Mediur) W
(none)

[ rewind when done playing

Ik, | | Zancel

UIidU VICTTUTUC THETL T Tidarit 1ridarirm ruart II\JUIIH

THCS Lwong Thé Vinh - Krong Ana



Chon Start effect on click of

Custom Path

| Effect | Timing |

Start: ‘3 on Click v
Dielay: 0 % | seconds
Speed: 2 seconds (Medium) w
Repeat: | {none)

[ ]Rewind when done plaving

|Irigger5 ry |

() Animate as part of dick sequence

(#) Start effect on click of: (IS

| | Zancel




Chon Rectangle3,
OK

Custom Path ['K
| Effect | Timing |
Start; ‘3 on Click w
Delay: 0 % | seconds
Speed: 2 seconds (Mediurm) v
Repeat: | (none)
[ ] rewind when done plaving
() Animate as part of dlick sequence
(%) Start effect on click of: | Rectangle 3 Iv;
Rectangle 1
Creal 2
leckangle 3
Ok, | | Cancel

THCS Lwong The Vinh

- Krong Ana

Nhan Shift+ F5.
Lic nay chi can
nhap chudt vao hinh
chir nhat 1a hinh
vudng chuyén dng.



7. Poi twong chuyén dong kém theo 4m thanh

-Chon doi twong.

Chon nut Rectanglel, chon Effect Options...

143 ™J Rectangle 1 L'

gk

)

Skart Cn Click.
Skart \With Previous

Skart After Previous

Effect Cptions. ..

Timing. ..
Shiowy Advanced Timeline

F.emove

Giao vién thwc hién: Phgm Thanh Tuén - Truwdng
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-Custom Path xuat hién

Tai Sound chon kiéu 4m thanh,
OK

Custom Path

Effect | Tirning |
aekkings
Path: Unlocked W
Smookh start Smookh end
|:| Aubo-reverse
Enhancements
Sound: [MNa Sound] | | ¢
.. |[Mo Sound] -
2 ey e [Skop Previous Sound] 3
AEEIause B
Bomb
Breeze b’
| K, | | Cancel

MO TUUTIy 11

INTUTTY 7T



8. Chen hinh anh:

-Chon Iénh don Insert, chon Picture, chon From File.

Insert | Format  Tools  Slide Show  Window  Help

—|  Mew Slide CEr|4M [, | ) - . | Iﬂ ;
Slide Nurnber B = El == | A s
Dake and Time. ..
Picture 3 Lg__| Clip Art, ..

2% Diagram... & Erom File...

2 Text Box [ﬁ} Autoshapes




Tai Look in chon 6 dia, Folder cé chira hinh anh

Insert Picture

D

Mw Recent
Documents

My Documents

My Mebwark,
Flaces

e THANH TUAMN (D)

@ Desktop

¢ My Computer
I pel's Documents
I Shared Documents
e THANH MIEN (C:)
S THAMH TUAN (D3 )
e MINH HOANG (E:)
o DWDYCD-RAW Drive (F:)
age MIMNH T (130

) s CD Drive (H:)

LJ My Mebwork Places

B My Docurnents

E} FTP Locations
AddiMadify FTP Lacations

@'Lﬂ|'ﬁ}{ u@'Tnnlﬁv

Lt:ﬂ ft_hacho
Ltj ft_ngubio
£

a_Mang_iti_le_17.500)

%] ho-03

Ltﬂ hoangho

Ltﬂ images1489522 _damcunich
Ltﬂ images1489524_ruocden
|:'j llo gl

Lo G0

Lo G0

Ltﬂ o gl

E‘j logo 2

™)L GO CHUAR

E]LO GO CHUAN

] Lo GO MOI

Ltﬂ Men-xon Man-de-la

f‘j Pickurel

=] TRANH

File narme:

Files of tvpe: | all pictures

THCS Lwong Thé Vinh - Krong Ana




Chon 1 file hinh anh, chon nut Insert

Insert Picture

I7) poster_serie_5

Pame -~

IE cenkbea_poster 51

Mw Recent
cenktea posker 5 2
Documents % P Frevieees

centea_paster_5_3
— lﬂcentea _poster 5 4
L' lﬂcentea _poster 5 5
lﬂcentea _poster 5 &

£

File name:

Inserk

My Metwark,
Places Files of type: | all Pictures Cancel




Khi d@6 birc tranh dwoc chén sé xuat hién trén Slide

LL\i L_ \

A Kiong ¢ 1, /|° ived. ki the
Thay memwai '
¥rong bAY ky Cong viee g,
’Cﬁnnwclm’raﬁnmdélimg. |
VA Ching +a dang €5 dat 16 cdi g .

eé'wpdrdi



9. Chen thém Slide

- Chon Iénh don Insert, chon New Slide

Inserk

Formar

Tools

=

=] Mew Slide

CErl-I

Slide Murmber

Ciate and Time. ..

Giao vién thwc hién: Phgm Thanh Tuén - Truwdng
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10. Pinh dang nén cho Slide:

- Chon Iénh don Format, chon Slide Design...

Formak | Tools  Slide Show

A Fort...

‘ «—N Bullets and Nurbering. ..

L& Slide Design. ..

“=| Slide Layout,,,

Giao vién thwc hién: Phgm Thanh Tuén - Truwdng
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Slide Design xuét hién. Tai Apply a slide template, chon nén
tuy y bang cach nhap chuot vao slide template

* %

slide Design
€8 | a

=l Design Templates
L=at Color Schemes
L% Animation Schermes

Apply a design template:




11. Luu tai li€u
- Nhan phim F12, hop thoai Save As xuat hién

My Documents

. I AlbumCD
\ ) My Music
My Recent | |2} My Pictures
Dacurments IE]MH’_FLF'.SH
== I Merovision
@ @]F‘resentatinnz
Deskkop
My Docurnents
My Compuker
-
g' File: name: 'resentation? w |_ ave J
My Mebworl, =
Places Save as bype! | presentation 3 [ Cancel ]

rreo LUUTIY TTIT VITIFT = INTUTTY AT



-Tai Save in chon 0 dia deé luu tai li¢u

) pcl's Documents

- @ Deskkop
| ! Ea :} My Cormpuker

My Recent I pcl's Documents

Diocuments Iy Shared Documents
age THAMNH MIEM (C:)

S THANH TUARN (D)
e MINH HOAMNG (E:)
o DVDJCD-RMW Drrive (F:)
e MINH TU (G))
__ o CD Drive (H:)
- My Mebwork Places

My Documents My Documents
I~ FTP Locations

AddjModify FTP Locations

My Computer

File name: Presentation? Save

My Mebwork,
Places Save as bype! | presentation Cancel




-Tai File name: nhap tén tai liéu.
-Chon nut Save

File: marne:

b Save

Dave a5 VPR | Presentation v Cancel

:
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12. M§ tai liéu c6 san:

-Chon nut Open:
-Chon 0 dia co tai liéu, chon tai liéu, Open

=

e THAMNH TUAH (D1

My Recent
Cocurents

Py Mekwark,
Places

Mame
IC)BAC HO _opf_Files
|CJDU LIEU 1
|C)DU LIEU 2
|C)DU LIEU 3

ICIETWM

[EHD _HI MIMH TOAM TAP
ICIHOCHIMIMH

[EKE CHUYEMN BAC HO
EKiSE.D.E.EHEH-I.E.EDD?
)poster_serie_4
[E]pnster_serie_S

[ESF'.I"-.IG FIEM KIMNH NGHIEM

< |

File name:

Files of Evpe: | Al PowerPoint

Type: Microsoft PowerPoint Presentation
Author: datarmini

Title: Slide 1

Date Modified: 23/02/2003 1:31 PM
Size: 7.08 MB

THCS Lwong Thé Vinh - Krdng Ana

Cpen

T|

Zancel

|




13. M¢ trang tai liéu mai:
- Chon nut New:

Gido vién thwc hién: Pham Thanh Tuén - Trwéng
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14. Chen phim
-Chon 1énh don Insert,chon Movies and Sounds, chon Movie
From file...

Insert | Formak  Tools  Slide Show  Window  Help

—| Mew Slide  Ckrl4M 5 |.:E:| - "'“ﬂ- ~ ,ﬂ'

Fickure FIEIE == s | AN AT | E
Mowies and Sounds  » Maovie Ffrom Clip Crganizer. .. I
| Tahle... Mavie From File. ..
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- Chon 0 dia hoic Folder c6 chira phim

Insert Movie 1 |
Loak in: ) TULIEULICH SU 7 F @ - A | ﬁ Y i B - Tods~
_ @ Deskbop
53 3 My Computer 9 ndm {1428-1527), quisc hidu ai Vigt, kinh da Bang BE
My Recent [7) pcl's Documents
Diocuments () Shared Documents
<o THANH NIEM {C:)
F e THANH TUAN (D)
) DULIEU 1
Desktop 5 TAILIEU
) TULIEU GIAG DUC
> TU LIEU LICH SU 7
s/ e MINH HOANG (E:)
My Docurments _2h DWDJCD-RMW Drive (F:)
e MINH TU (50
g! . €D Drive (H:)
iy LJ My Mebwork Places
My Computer B My Documents
— [ﬁ FTP Locations
ﬁg AddModify FTP Locations
) Flle narme, | 3 oK

My MNetwiork,
Places Filzs of Evpe! | Maovie Files 3 =




- Chon File phim can chén, OK

Insert Movie

I.) HCM toan tap v @ -3 Q X T B oToos -

- [+ 101209 &2 04415 & 091580
| @ 01227 &2 05004 &2 09226

My Recent || & 01306 & 05005 & 10356
Documents || &% pzong 205011 2 10454

= 02213 & 05051 & 10579
L4 2 02240 &2 05018 & 11383
& 02337 & 05104 & 11465
&2 02440 & 06115 & 12107
05196 i@ 05153 & Ma dau
&2 03507 &2 07157

My Docurments ﬂ 03553 ﬂ 07266

& 04007 & 05011

& 04175 & 05076

&2 04208 & 05445
&2 04240 & 09005

File name:

My Mebwark
Places Files of type: | Movie Files Cancel

THCS Lwong Thé Vinh - Krong Ana



-Khi @6 xuat hién thong bao sau:
Automatically: Poan phim tw dong chay khi trinh chiéu.
When Click: Poan phim chi chay khi nhap chuot.

Microsoft Office PowerPoint

"
. | ) Howy do wou wank Ehe movie to skark in Ehe slide show?

‘ Aukomatically \ [ When Clicked

Giao vién thwc hién: Phgm Thanh Tuén - Truwdng
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Khi a6 File phim dwoc chén sé xuat hién, dung chudt ré kéo
man hinh phim rong ra. Poan pham dwoc chén sé nhw sau:

.-




15. Chen nhac:

- Chon 1énh don Insert, chon Movies and Sounds, chon

Sound from File...

Inserk | Format  Tools

— MNew Slide  Ckrl4+M

Ficture b

™

Slide Show  Window  Help

| 9 - 4 - |l 3 4

E=R=r. -

Movies and Sounds  k

1 Table...

byt
byt

Movvie From Clip Qrganizer. ..

Movvie From File, ..

Sound From Clip Qrganizer. ..

Sound From File, ..
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-Chon 6 dia hoiic Folder c6 chira File nhac, chon File nhac.

-OK

Insert Sound

?)X]

Look in: 53 MHAC HOA TAU @ - Q X Cu B Tools-
L ﬂ beautiful_sunday ﬁ thanh-pha-tinb-yeu-va-noi-nho ﬁ Fhuong-c
L"}b ﬂ O LA, ﬂ thanks_lowve ﬂ Fhuong-t
My Recent &2 dancing_all_night &2 that_tinh & thuven_s
Cocuments || @8 n vanG &2 thats_why_vou_go_away @ TL_amMo
— ﬁ dong_xanh ﬂ the_power_aof_love ﬁ kien-ban-
|. ﬂ em_dep_nhat_dem_nay ﬂ the-name-of -the-game ﬁ kien-em-r
Deskbop & hoa-su-nha-nang &2 there_s-a-kind-of-hush & tieng_m
ﬂ neu_dung_dang_do ﬂ thien_thai ﬂ kieng_m.
vy ﬁ Mgo-%ang-xon-xa0 ﬂ thi-tharm-mua-xuan ﬂ kiew_lonc
____/ & quvnh_huong & THRILLER & TIM_DaL
Py Documents ﬁ sleeping-child ﬁ THU_CA ﬂ kinb_bio_
ﬂ sound-of-silence ﬂ thu_co_don ﬂ kinh_cha,
- ﬂ skill-lovirng-wou ﬂ thuo-ban-dau ﬂ TIMH_CiC
L ﬁ telephone ﬂ thuong_maok_nguoi ﬂ kinh_co_)
Py Computer |\ @3 tell |aura i love_her & thuong_nhau_ngay_mua & tinh_dau
= S5 | 4
‘g File narne: | a i
My Mebwark
Places Files of tvpe! | s5aund Files N Cancel




-Khi @6 xuat hién thong bao sau:
Automatically: Poan nhac tw dong chay Kkhi trinh chiéu.
When Click: Poan nhac chi chay khi nhap chuot.

Microsoft Office PowerPoint

"
. | ) Howy do wou wank Ehe movie to skark in Ehe slide show?

‘ Aukomatically \ [ When Clicked
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-Khi di man hinh trinh chiéu s& xuat hién biéu twong chiéc loa

Giao vién thwc hién: Phgm Thanh Tuén - Truwdng
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HeOng «h sddng PowerPoint 2007

Cachot di thgyyinhijn din
l.Lam quen bDhandwerPoint 2007

Lam gUéemivao diRibbon,

. TimMivA ¥@n (Gallery)

Khamad imlp chéc n ng khéac lEmdRgblbicchn tr

.iISdang Quick Access Toolbar

. Thayi géitnndho b &jttitminy

OO (WIN (-

Phitmeca PowerPoint 2007

Cac thaofiac cj b
. TinrMhivA workspace (mogig) gian |

. Thém sUiideo nbai 4hifyh

. Ch kidan trang (layout) cho slide

Nh nUi dung vaa blidev

. Chen &limbatbthutyitrth khac

.o ra nhing ghi ¢Ni thhojntatfspeaker notes)

. Caeumthi¢st k¢, theo che A (Themes)

NGO WN (P —

. Ch mUt theme cho slide cc¢ca bijn

9. Cach ch&mhimd-¢c nhimhg &rh khac

10Cach cherErmhinho-¢c nkRimo&mh khadc b+xtng Tab Inse

11. Ehh sia slide

12 Sp x¢p nUi dung slide

Cach dang biAu O,a BnoghBiku

I11.iSdang hiCu éng O hia vUi SmartA
1.Tio O hia SmartArt

2. Blank Graphic: PR img¥phap th

3Blank Graphic: Ph°énlgaphap th

4. Théuni Wung aeXx kia

5. Cach hhCn nUi dung v aobégac(t@x) av

6.idang thi mUt sN layout khac nhau

V. iD tnh An cBmyn@gpi vUi slide O hia
1. @h Aab thamyitrh:¢ghi théc ¢ n bEn vA m«u slide

2. Mu SmartArt: Vi da 1




Mu SmartArt: Vi da 2

. Th&yi au s cho m«u (style)

. TimMmhadmA shapehimg)

. TimMMmh@BmMA m«u cho v.n bEn (text style)

~N (O |01 AW

. mt mUt biAu O ci

Thém am tha@nhyhohoji
V. ChijUinfile @&m thanh

. Chén amihgnddbh si dang tab Insert

. Chén Aam#handdbh si ddng Slide Placeholder

B Sujclnmanh

. Chiji am thanh trén Slide

. Tati l-p thYi gian cho &m thanh ngéng

. Thd&yi cAch am thanh bt 8§u

. Cat pPPhng éb kich hojt (triggeénashidbanh tr

File am ¢hamjlardikt ha»¥ic nhiung

OOIN O Ul WIN |-

Lang &@o A thiic hiCn éackfile Ii

VI Chiji am &hayeh @D
Thit I-pYng d«n cho CD

ThayOi Enh &ijntdqalayitrh
VIl Ca4 nhankEhaad jaigthetyitrh
Cim theme A phé&c v cho Enhcdibgnthuye¢t tr

Cac th&8mhcgla mUt theme

Tha®i houy bh theme

Tuys hianu s theme

Tha®i au An cca slide

Sdang mbEmAm hidn ctho slide

LAmYnEmAn cca slide

Leui tfile vUi mUt theme mUi

IHI(ham ebamsnh cca Custom layout
8c mijnh cc¢ca layout

Lavouts va Placeholders

Xemi ISile Master

Jo ra mUt custom layout

Sdang custom layout cca bjn

on|swld e < o~ oo oo -

L°uitrmUt template




Ch®n bE thitmhet tr
BEo vC, ia E®uv bE &g sho bat ity

Thétindung footdali Chom@arndowd@uli notes

Cim mu's A in ¥n

1. KAm chéng,dncE®m WE thimhet tr

2. D@t liéntrmay tinh

3. KAm tra ngidphifag Nmhun (commeémt)s ktird e
4. 1¥nat Ciu

5. I1dn ghi chu

6.

7.

8.

ong goéi baiitmuy

l.Lam quen DhahdwerPoint 2007
1. Lam gwengvao diCRilrbin

Nfing ph&n thay Oi dA nh4«hidk¥yhdngmlcia sO
PowerPoint. Thray memitoolbar Qit° &y oty i hg
PowerP0|nt1/206¥yscach S p Xdp 6 aneh imig EChn g ulan
°dc°a vatmnhodmyCh tréim s O PowerPoPét 200071
Ribbon, @6 x®dntrung tumkhiAn cho viCltaijohpiyink
(Presentattmmm.ﬁlkl chi ti¢gt VA cach thigu kry cinga
Ribbonn 8% th¥y nd r¥t thu-n tiCn cho viCc si da

Ribbon tao mmUt sN tab vUi chét sang c& thA nh
Insertay la njjn b6 tBA thao trém® shiblentEmh, biAu (
text, am thanh, header va footer

Desigli@: nji lam cho isihdebcépgmhba®mny cach thigt k
nAn, fontalAelp ¢ @ uns.



Animatiody:|la tiobén sinh khi chgthbh .iBugd thAnd
si dang nhiAu héQuta@&mog ay.

Slide SHohw:bb 8u thuwynhtttricch n rtng bin phfiay
Ngoai ra néécom rcdh thai lying thu-t troag tdhedNitrh, b
cinh chéc n ng caiut@utybEh b

RevieWJi tabymnm c6 thA kiAm tra chamhtofanEfeh ddu
trinh.

ViewUi Tadbypm c6 thA xamthgityirth vp ¢ p ajithaty
trinh tians®.

2. TimMbaivR v&n (Gallery)

1. Mt sN hiCu éng chuyAn ti¢p giia cacésliRlio§8h
2. Aim thémwmmm«u Slide Transition, chin nat Mor
3. Todhthvin Slide TratasditibA hd@ mérn hinhUtéaée «
Transitiorxem thi,aolitkansitiofppARlap darmg thaayb
trintkgac inmh.

3. Kham phagné&lt n ng khac khorg lRidpmdn

1. Khinbkhéng th¥y mUt chéc n fignhrom gF ahbmhhr hé
thi hay clicik &d3ogdeUd cca nhdom.



2. Mt hUp thoji xu¥t hign émUkhéltiAA bijn Ifia chin.
Thongwwhg c6 nhiAu ICnh troriggdadimhdah, ah g i
Ribbon, m@rdécmhing°NMhmghsthdang nh¥témnUmn anCminl
trongtnyg hap khong eém¥glicikhn vap éactmd RiAdonth
nfing ICnh ¢8n thi

4.iSdang Quick Access Toolbar

Khijbhdm @t v@i bhatyitth va 0éamtintNmg bijn muNn
chng hijrm nhu t&iulithéh csdng Quick Access a abtlma
nth cdc naGt ICnh xrmtr@hitréon Ribbo@inhChaongOim <
Undo, Repead.va Red

Bin cing coémAc&mh°¥mgidg vao Quick Accetsrsg Tk
clickfphchudaChnh éntrthanh RObibomim Add to Quick
Toolbar.

5. Tha®Qi géoénnbho bagthnkp

1. NGt viemg giphiéfnitoc aysnmhchiabgttbay OiéwHe
sO.

2. Kéo thaohA phong to thu aihihgtyideh bcoclick nut
hoc tré c6 c6 tinh n ng phéng to ho-c thu nhl slic
3. NMmaw nat trong hAnbhtimé mde pHaEph

Phimttcca PowerPoint 2007

Neu bin thich sind@mignbhpt,cblh c ch™n bjn c&n ph
trong Office 2007t KadhihbomWii kdch si dang phir
hai lAmalcoAtlsi dang mijht i phtiemigsdang tO héap
ay la cécddg phim t



1. 8ué&n ¥h phim éxtbtan phim.

2. Nihg ky aficeN su¥t hdgguth¢t @acpth cca RiBdon
la Key Tipsg Ky ti BnCoatr ¢abRébbomwt Microsoft
nfing con sN xuetnh@@mck Access TdobbarchatyAgs
A coéth i ICahndt khad.nhi¥d nat H éA KegnTIli¥
cE cac nhdmtab Home.

3. Sau ¥nnkey Tip trong nhém A thdie hiCogmyn |
nk¥n AIQ,i H, rQifn tdhs c¢c6 ICnh laydbgtéthb. b
Conimg phime°tJUt tAy rnh @o0? NoOnvac si démd Whng
PowerPoint 22007 hiGhmhim Ctrl &2 Cnlh copyphim €t
+ V I@nlh dan.

II. Cac tlh@ocfrb

Tim Ai bxng &ébock #@m iihg slides mUi, chin mUt 13
sau 6 th@mdomrag .MB cing c6 thA si dang ljaicthuty
trinh khacNvanmoutimuhbtng &éock mhu©n bE nhing
bathuyt itmwh .

1. TimMaivA workspace (lkmdr@cpgian |



HinBnhétm &c gid Normal View, rkBiFoowerR ofimts ¥ ht
Normal Viawbicthatyitmrh.jBadm @c B ay A tjo ra cac
khufie chinh cca Normal View:

1. Slide pandaid¢althuBvgiiaamj@cs¥hl y¢ @yt

2. Trén slide,hihbc ticanhBbh nhing ch¥mngitiqug i |
placeholders. Chinm mhimay bnunhh biAa rihg thé
khdc nh° file @am thanh, video clip.

3. Nimg hUp nhiémhimdibdg thumbnaiRckiyu®c gi tab
vaim c6 thA chin slide itrhhu rtbin et ¢bc slide)i® &
chuyn tUi cac slide khac.

4. Khfucvph @ bilial notes panje, aGitbA rilmg ghi chu
thdt.

2. Thém sUdaombai ghuiyn h

Khi BtnPowerPoint ra chE & mat |§hhde bilémticac sl
khdc thi cachlrnbdlniin New Slédetat Home tabh trey
hai caédhsi dadg nay.

1. Nu bin clickémg@nntétynli slide mUi s% xu¥t hiC
bén dP tab Slide, slide ¢ cing xu¥t hiCn.

2. Nu bijn cllck°Lp)h§gaday|1|h s¥% c6 ‘migntlhayouts ct
A bin c6 thA chiamiAa bA itdithitmh



3. dh kiAandtrang (layout) cho slide

1. Slide AiéTitle Slidéhhro@ag Atiédn thin trong Layout
ThYng trong SuiAles¥ @mibti ghiiyh va cac thong tir
nh° ta€ giv.

2. Layagat $liée Ai (Title Slide) bao gOm iAm Enh
tieuA chiahtiveA pha.

3. Layguatsds si ddng cho h8u h¢Ytacagihis Motéekhdd
(tieh & Bi dung), bjn c6 thA th¥gatteng Layouts
4. Trén lagpoetic sdiyded mplaceholdéeu Acdvotdtti place
choQad nh-p nUi dung v antEsrh (tecturke), phim £nt
O (chart), &

4. Np nUi dung v @ob<£inde

1.iB co6 thddrmsg nhiAu c¥p khdc nhau A thA hiCoa
nUi dung°phéng

2. Trén RibwWdadm,gsiCnh trong nhém Font A cé thA
cho cadikau s & kich chi.

3.iSdang ICnh trong nhom Pafeigriaph dAnthagc °oj
Enh ding danh séaxmhg.xuNng d

5. Chén flichdaibthygyinh khac



Bin c6 thA si dadng nhamghghyidreh téhthc, cachslam nl
1. Trén tab Honeérclic&knmMew ¢;lidpn MOENUM slide
thi lohlayout cR@ a6 tr

2. Phi®@idrayout gallery, chin Reuse Slides.

3. Trong ReuseUSlidssrtdslide from, chmnbBui i steyl
co iimg slide bjn emuNa shwpévoliménA mR nisindge |
4. Khd c6inlg slide bjn c&n, chin Keep €autldecfar:
Neu bin muNn gmi slgdie,Uci kKhérciim c8n chin Keep ¢
formattigg. kMong ¢hia dinh dijng g?Nslgdjghb a ngml

vCc.
5.1€En slide bijn @muNEG&h 4Pde sopy S ntdglyitmh miar
ang lam.

6. To ra nhing ghi ch¥icthuwigthtr(speaker notes)

1. Khi »idyg chUi dung cho slide, bjn ¢c6 thA nh-p n
phia beélsdide.

2. co6 thA nUi rUng amgtiespchkbdAhgdcach kéo th
(Split bar).

3. Nihg ghi chd cc¢adxiru s¥irong mUt trang ghi chu



saoca slide vUi nhing ghi cha.
6. Cagunthi¢gt k¢ the(@llcadg)e s

Mx i &i thatyitmth c&@tmche A. Che A xac Exnmabosed
slideacbinénmhinh A balkdea&rcgla nUi duwmg,Omba c
A khéac nhau. MUt ch¢ A bao gOm:

" Tht k¢ nAn

" Maucs

" KNuavkicafa@ntich

" ¥ tri cac Placeholder (iAm Enh sun)

Clk Aam s £nhRhg ¢aumhindn am fonit, eéhu Yng vidr
nfing y¢eu tN kKhgregnthid udiv O

7. Cagunthi¢t k¢ theo chg A (Themes)

Mxi &i thatyithh Ui bt vBu mUt che A mi-m0BEdhgi Of
Themec(ch v mmg). Calohmebt cheg A bingawatabnh
va timdtmche Aachbabjitrhca mh.

1. @h A m«u bjn th¥y s% n+m trong nhém Themes
2. Aim thém dblick nat Mioéde méfiphica nhom Them
3. KhEcdion api¥y cé che Aanidu stz th¥y né hiCaénc
slide.



8. Cach chefinhihlo-c nhamd thh khac

1. ¢ biRdantg Clip Art trong placeholder.

2. Mtia sO nhiCm va& Clip Art mRB ra, nh-p té khoda
nfing ch¢ A gdi y phan loji, sau 6 nh¥n Go.

3. Nmg ojn clip xu¥it &hgQhdén8wu cca té khoa. Chir
chen vao trong slide.

Hinfnh s% tiAd Ung°0o6akkcthrittirong placeholder. B
cherEbg biAu, biR&EN® ,ch nhana \3daotArt grapdic
nay. Néw ¥ug bijn ph£i giEmgimiEgqnH c8n thigmnkhdo
slide.

9. Caclheam hifithh ho-c nhamd thh khac bxtng Tab Incs
CO tht cach kh&n hhghmh $m khé&o slidegocach si
Insetrtén RibBdnc£Tmii thé bjrerét thyA ch

1 Text bokeshu-n tiCn khi B jmutégithao oO8wacht
thich cho W&. gt Thki Bo&n talert

2Va sau¥%omuUt Bdpstirde -panihi dung

k. Emh sia slide

Khi chdntimEnhaowGiavpn muNnchith nd ¢Bnh sia ki



th®c, ¢t bUt,achEntsimdAincgure TAdls @cary. NO pad
khijb chihnniEnh.

1.Chn tnEnh.

2Picture kadldidm tRibbowad®Sg Ifia émin&larmak ch
sita hniEnh.

10 Sp x¢p nUi dung slide

Khijb @ cdJndung c8n thi¢a ghochEdmulNn s p x¢p
npijn Adm cho b&jtitwtn°&ingih. B c6 thA si dang
Arrangle iAu chEnh cac y¢u tN.

1. A s p x¢p dmonghi OhimEnhitieim placeholder cci
btng cachQitmOn chin téng cai.

2.Tim nh®dmangén tadrmatroRgcture Tools.

3Chn niigna sau i@ aimd thellégick eft.
LCnArrang@usn én nhbDmawingathome

Thém am tha@nhyhohoji
IILChijiun file &m thanh



Bin ¢c6 nhiAu cé@ahthAnaghtin trgagmshidi@dsing cdng
thanh trong Powle gRiEimtly AmjihmamYztéb.;{B c6 thA
cia sO t&uséom AnimatienranghiCnh chinh xac vU
cachtb 8u ho-c ngéng amthhimonh nh

1. Chén am thaghchch si dang tab Insert

Bin c6 theh é@hm thtéamtay tinh cca bgn Am-ahéshmUt fél
mng nUi bU &o Wfidle trongCm°chMip. Nhiayg €idetédn n
MySound.wavAhmospheric.midlcNhdngchE cho énna
thanknyg tlansert

1Click vaonsabt

2Chn nat réni tr&hBSlound

3. A chin mUt file &m thanh té may tinh cca bijn |
Sound fromTkmefile¥pa dihchuUdn Adclvao slide.

4. A ém am theatthv@n clip, Schdnd from Clip Qrdami
clip troimgs® nhiClip vA&r€im clip bjn nmewmNwaohslide.
2. Chén am thaghchch si dang Slide Placeholder



Bin c6 thA si dang Ahigghlmindhutr@dném vao file anmg
q& cingjngitnthhn si dangnsebbh°niq i d&@oogtent
placehonthérhh trén.

1Click vlAarBingnsert Medidi@lipile &m thanh tréwm
tréenjmg nUi bU.

2Click vAaBENEIlip AAtmR cia sO cHigmMmMAtdile am
chén vao clip.

3. Bt 8ujéghamhanh

Trong qua trinh chéramiaha@hnhh hiCn ra vUi dha
bin muNn am thanh s% bt 8u mUt cach tAi Ung |
btng cach click chuUt. Chin Automatically n¢ujbbj
khi slithec thuyighigN trong &liode c&au hdng kK aakmnhh
oin video dlipm ttthé&nb $ §u ki c&wu Rigc@ tkthuc.
Chn When Clicked ngu bin muNn jdnk jpndmin ¥rot\vB B
t’angétm slide.

4, Cih am thanh trén Slide



Am thaahchén trén slé¢d@® pnachin cédélii cbbng hay cf
nk¥p chudbt Au°adng am tharsm thangihg 8Su ¢n auN
thuyt itmh ,étkhi bjn @lmcklihengéng am thanh. BjAnc
than®& t8§u ¢MNicluxng céach:

1.Chn biR&ntg &m thanh.

2Trén RibbOiBs,odhd Todmstadptians

3Trong nBémnd Optiomrsg danmhlasychoudimPlay acro:
slides.

ay la catch ®u am thanh mUt cach tid Ung khnlslw
n6¥%s khong ngénghmed click &rhslidéNnag&ng khi |
ojn Aam thanhahdhgtytrh¢elt thdc. Ngu bin muRNenthdn
thiisdandmtrn@m Castom Animation.

5 Thit I-p thYi gian cho 4m thanh ngéng

Bin c6 thA chin cadch ngéngd@nthgihatmh+tbrgcgabsO r
Custom Anim@dtioUtMile phim £nh bjn cing si d&pn
Aadm cho am thanh chgngntméomg mgUt sNeéslikhe,ass
nhm va CustomoAntmoag tab Animation va sau 6
1. Am thanh trord iwdhi ¢Gulyiéng &nkmtno trong cia
va, vi da tiromdrBnctéméc LongerFlute.wiaw € kKic haihi



trén slide, ing °46 chi@ntmsO nhiCm va.

2. Click viabnmrog mMiCu éng am thanh éh trhAnhii.C
3. Trén médnuEfédct Options.

3. Trolp hhoji Play Soundaifa cbimUdéch ngéng
thk M0.A x4c Enh ngéng am thanhisdm migtt stXo &g
Aftefrong hinh trén, tht imcthhtriomgs 3 slide.

6. ThaQi cach am thamuh bt

Bin cing si ddng Custom Animation A thi¢t |-p ¢t&
nao trong bgtiithuy@ly hijn Wirdm a&m thanh bt §u -
nh°ng sapi guly¢st E@h hd68u bxtng cach clickaohut
sau:

1.Nou am thanh bt 8Supfs¥Bnidh¥lh §iRmg tnBn, Upn
StartChira mUt chi¢gc OmgidHfteUiPdevious.

2. Cihh miérn trog IStardiw Start On Click.

3. Biu érag°ac thay Oi b+dg g icdwn talomgdipt Start, b
thA click chuUt A bt 8u &am thanh.

7. Cait phing ekt kich hojt (trigger)é mstheenh tr
Bin & kit mUt sN cadch bt 8u am ah ayh lBrtongchl itd
vui vui laQhaydang am thanh (trigger).

1. Bucdng am thh@chém vao slide. )
2. Trohg £O tac va Custom Animatémntrdhdo nd( £ fnf



sau OmHimiq ttrinh,

3. Trobp hhoji Play °®durdgglers, chin Start effec
4. Cihh miénn vidrchiR&ntg Am thanh khéac thay th¢ cl
chin Right Arrow 6.

8. File @am thamh &in &kt hayac nhung

1. Nimg fikey¥ ket nNai ghathitthBbivnd khohiggfhle . v
hec c6 diagg IUn hOOKB.

2. Ning finay &t nhung taonigulyitthBbhivchuang la file
dungalfg°di 100KB.

A £m bfo am tfaxnbhhs¥ong b&itiirhga bjni by qu
tam¢n chi ti¢gt VAnduogalfile am thiahihe Bnc tdaank
nNi ¢aikhutyitmth+mg cach k¢t ¥@Ni mhayn §n NAiu quan
hin ldyhquan tam PoweARmi¥ly ddléeham ©Bhéah gyt
coO lién k¢n.

Nhing filéenlik

MUt filenkk thfic sfi kh&ngipherigbagcaluymh, thayov
PowerPgimtra mWYingéhi¢ck ¢n Biyeomg cacm ahd vao t
bai thhayrh. Aifdlaync @A tRétyr may tiochéhomg nUi HU
may tiga kin coérhigtac. Chiinty v khi bgméhthiichsf
bin & jto dc °Yngéhi¢k ¢n né. PowerRmintndd b ¢krary /
chii am thanhn BhiYoi ho-c x6a bl fidg, atrfYrhgemhkn
khdédng c@n hiuvw di thatyitmhYss khéng c6 am Rloareh P
khong t¥m thHe am élyanh n

Nfing file nhung

MUt file nadtdg gh8n &icahdatyitmh.cN bijn muNn saiotbd
tringn mUt vE téh khayg tinh thi filenagh thadéim bai
thuyt itrh .

9. Lam¢thmo Atiic hiCn caénfilie |i



DUi ay hai b@é dhhA éin¢k file am than ht hagyitnth
Baiftbanhéhl: Khi bjn tjoara hmtytrib vaUtr khércHile
thanh, nén copy file am thtahdl d/érad Smégn mé va o, t
trinh, PowetPdjottangéhi¢k vUi file a&m thanh tron
cE file thuyhtver file &m thandi. dhhuiyBn ho-c sao ct
¢n mUt may tinhakhékcamiiac ¢htrong b&itthrty.
Baiftbanhé&h: Kai bhutyitthd °dcalm xongjwammNn sa
né thi mémhmsg Package for CDayCh&a cdtegtncac fil
mUt VE @&ni @D-chonUt fodderénvaindmg c-p nh-ttYimgn
lién,kho file am thdnh, hinh

A £m bfo am ttaxnhhs¥ong b it itwhga bijni hiy qu
tam¢n chi ti¢gt VAnduogalfile am thiahihe Bnc tdaank
nNi ¢aikhutyitmth+mg cach k¢t ¥@Ni mhayn §n NAiu quan
hin l&yhquan tdAm PoweARmi¥ly ddleham théah gyt
coO liént ken.

Nfing filéenlik

MUt fikenkk thfic sfi kh&nyipduen gl &ic ahdtyitmh, thayov
PowerPgimtra mW¥ihgéhi¢k ¢n Biyebmg caem ahd vao t
bai thayrh. Aifdlaync A tRétr may tiochéhomg nUi HU
may tigaim co6 t@AMI°ac. Chiintyy khi bén ald thd &ff
bin & jto “dc°Yngéhi¢k ¢n nd. PowerRmintnd)d b sirary /
chii @am thanhn HhiYoi ho-c x6a bl fidg, atrRYrhgmihykn
khéng c@n hiuyvyw di thatyitmh’ss khéng cé6 am Rloareh P
khong t¥m thHhe am &élyanh n

Nfing file nhung

MUt file nadtdg gh8n &icahdutyitmh .o N bijn muNn saiotbd
tringn mUt vE tén khayg tinh thi filenagh thadin bai
thuyt itmh.

V. Chji am tBanf tCD



Chiji am tkantm tCD ahohdptyitth cha mUt si Ifia chin
nAn khac ajdini 6 thA thig d«n jiAdoh thanh NDI
bai bai¢ghimygh fheothigt |-p che 8 $pttthBao gho file a
cach nay tgErktir®ng ¢n déng t@d bhatyitrh, °miy Wnt

iAu angyllajm ph£i ludn mang theo )a Cilhtkhi bj
Thit |-pYng d«n cho CD

A thi¢gt°¥pg d«n ¢n CD:

1. Trén tab Insert, trong nhbmm Mérd ita o@gppIS 0 ah din
Play CD Audio Track.

2. Kdbnlthp Start at track, ahhhatraak §m thanfi)the
3. Trotp hime, xa4c Enh thYi gijan duDthYi a§aeacho
nghaal am th&nlic ¢h khi bhagyt itmth b 8Su.

4. Ké&nlthp End at track, chin track bjn muNn k¢t
thadlv track b™t 8u.

5. Trolp hime, xadc Enh thYi gianjtMetckEngéadgra
chiji¢h thYi gian khi bag thmulyck thP&drithm thamd c
ngng theo.

Ca nhan lkhah djag thgt tnh

1. Cim theme A phdc vd cho Enimdgagbthuy¢st tr



GE si rtngabmm@it cho Cong ty du daEchni aygianignc
dEch mB rUng torlUcemhi@é & b mu M m lht ab  t heutyitrr
nOi b-t bxtng cach tjo ra slide c6 mUt phong cach
lam &c iAaynn c6 thA si dadng chéc n ng theme.

Theme Adédtndyd raibthatyitth chuyé@pnihgNin it thy
chodng ph&n trong flmdendh dung texta hfnjmn d.i A |
mUtavy céai clidgkijohdin, bjn céatydhiad thetyitmh Ui céach
nhanh chéng. TroRghba tsBinleépamhs °dc thay Oi r
nhn th¥ydc. Nrhgeru bijnmk phi@nbtrai slide, Attpil @ céeth
X¥t hiCn R°Phialidle, imba dlAde si damgndt layout T
Content.

Neu biadng si dadng PowerPointé2a@m3tho -cAphicod t
g4 quednddéing vUi thi¢gt k¢ °negp |BbevedBoint 2007,
templade’dc thay thg bxtng chéc n nginheme linh h
2.Cac than®nphca mUt theme

Themettdii quan tring A tjo ra sii khac biCt troin
v-y bin khongamuhyibrth cho tokichdugh °®dcc mhiCt  (
nh°¥i cé maltthgutyitmhca cac céng ty kh&d. thlyalyi hi
co Arlm cho bijttimhga bijn dAa¥mbirng;h.



Themefdl&k st hap badug® miamt chi, hii@hAntdc ng
ddng cho mUt hay nhiAun &4 o et hpadyittho Thetme Rntro
the @n Tes trén tab De $HgananKtril efilot W cmwu ther
the @n, bijn cé thA xemaghnanib&lm esind aaig t bdgitrbh
ctc n nggyn&c ghi Live Preview t(nfeemtithp).

3. Tha®i houogy thin theme

Chn Colors, Fonts, ho-c Effectay Aithcaac YgjuhoNcc

MUt cach khéae cAol bitiimhga bijn ¥mdih cac bagdtth
trinftac cong ty du BEtha®héody Hh theme bxtng ca
cktcn ng tuynkdin tab DesngoinB c6 thA thay Oi the
ddng sf k¢t hdp g auliédnfooa ahfiv éng hy-git ther
btng cach tijo ra mUt sii k¢ &yhap aoUtih AA s§ adid négn gt
cca nmh

. Tuy biaus ¢ theme

1. Slideldng theme Flow.

2. Cungtnslidenqmbcuty bn au s.

Chin nut Coldng,ntfheme Colors xu¥t&mgamvdlié ce
themeA tijo ra &nWJs @ing,ichCreate New Theme CedJi
cca thvin Theme Colors.

4 Tha®i &au An cca slide



1. Themigtvig Flow vdliAm m-c Enh.

2. Ruaw An caums Ong nh¥t.

3. Hinhnncca bA m-t gx.

Sau khi ginyabis, itficng &n thém AAiwmo slide. Thiic
sliddhu cdurhin oo slide ncnh Z®Amalmauntg. A thay
mauAm, chin ndt Backgréuanth ISt eshgirn ABic xac E
theme, khi ehyelieitimu &u An trofgwd@h cing thay Oi
5. 8dang mithtEmham hinAnncho slide

Bin cing c6 thA cimifnmmdot A am himnm rchdd bhetyitm h

cca bin thakh i daangAm.

1. CAmsN aaita withgm va cho hUp thoji Format Ba
quaix sO nhiCm va A thay Oi Ifia chin.

2. A si dangimfrtbhlhinAnntlkim chéc nayg n

3. A @&@n Wtihi€Enh té mUt file, &llau Fi@GntE nhavxagEn
VE triin€nh bjn méfknvahd. dan miMnh té Clipboard

cheijngnth nao khéac, thiUdsabmiEahépsau 6 chin Clipk
dang clip ardm t@lip Arsau épnhUi dung moé nihg | e
text.

6. LamYmEnh nAn d¢ega sli



1. SlideiwhAm gNc.

2. Slide sawW&hg £héc n ng SMasout (I

A thay Oi sf riic’rédghfly s@at mUtntémb 8§ d &nyg &t
trongacsO Picéwrdptthoji Format BackgaouRec oo
the @n,jinmgrmco thA ap dadng mUt hiCuUadmygms Uyl it
hinh va darnder Color Modes, click Washout

7. L°uitfile vUi mUt theme mUi

1. ¢h mat More AVe® Theme.

2. MhUp thoji Save Curjriepricd htdflnetrtheme cca b
3. Nimng Themeabfoy, bavi°ui tru¥t hiCin njayn

VIII. Khaméph@aish cca Custom layout
1. & mjnh cc¢ca layout



Nfing layout c6 sifnv@monigdnly c6 Imgtiehanh Kméhg
nfing layout bijn muNn siidgno.u®hio b imtbdgtytr ¥ n
tAng°thc s¢p cca bin hanyg kiBaooh theAn thifrhh, logo ¢
ty im A tjo racsiiki&i nRinghltyitth khéac. Chynphbyi
hayrn dang séc minh cca lay®dudcaAimiho nét ri

2. Layouts va Placeholders

1. Title placeholderaAhay Shbtitle placeholdardsi
A pha)

2. Mdung text plackihpldeetlGaicdechin

3. Mi dung placéBoldedang cho nU&a dundunegxshidé
art, SmartArt graphics, tables,OshlaBes, pictures
4. Header and footer (NgMythéhtdfinstided ,psaceholt
3. Xemi ISile Master



cCungUmsidengghche U NormalSvieew Master view.
A mR Slide Maseéer tailew,idw, trong nhém Prebrent
Slide Master.

4, To ra mUt custom layout

A &8m Wt custom layout:

1. Ch Insert Layout.

2. Chéhi mUt custom layout cé6 bNn plaglateled &
Title va ba placeholder Footers chd Niga vt GHéde
c6 Ahxda nhing plaaghtobdey mhém Master Layout t
Master.

3. A dAndyi ldng lji custom lay,olmh s@tu Mename, adh
ténA bijn dAgddhtrong hUp Layout name trong hUp
sau OmrciRename.

5. 8dang custom layout cca bjn



1. Trong iteaittramnghgtyitrh°tc khdmhlayout.

2. Custom la&ayoeim Sau sleidei.

A @&m Ut custom l@arydab tglide Master, tronign Mo
Master View ACdcht dA tdustom layout yaimh@d bha
trén tab Home, trong rhoéNe 8| bedsa whin chropical
vacationutayo

6. L°uitmUt template

A°lu tridi thatyitth hvt file tempdatenhtaslau:

1. G nut Microsoft Otifiaee Save As vaira@th&erclFo
2. Trobg File nameén nfhle. t

3. Trong danh sach Siav® asetnpeincMemplatea(t.r
chhn Save.

Templatd huCn tii My Tempftakes NewgPthsentdtdo
|°u itndo tht VvVE tri m-c Enh.

Cachh dédng biAu 03 £QgthkEAw
Si ddng hiCu éng O hlia vUi Smart



1.To O hia SmartArt

CoO hai cActio O hia SmartArt: @axchimh & nm¥ti Idu
va cach hbi thén thdnh @hhiBcrrGdnmhthdéng tin vao
hic cach si ®&dmdiitthhgdcho nUi dung textniy+enxd p.ab
chuynihhjdget¥b cé vEBdri n

Chuyn Oi list (n®iraaurgianhbhslidehia

Bin c6 thA chuyAn Oi &riht sli@ehilasSmartArt bxng
Convert to SmartArt tGéapRibbohnvathtrong nhiny
trong tiEnviNsu birfavidm ¥h caiordva yiteimMore Smai
Graphpdsda Wi°ccad Whn SmartArt.

2. Blank Graphic: Pheeimg¥phap th

Khijb mulm @t vOi OihdreplEh nh-p nUi é&usbide
vCin O hla Snaadihmh Wt m«u thithi hag .dilg °c thn
hCn:



1.Trén taBertpSmartArt

2Chn kiAu O hia bjnadflmntd.¥y h
3Trén tab Ingpr,mmertArt.

4Chn kiAu O hia bjnadflmnth¥y h

3. Blank Graphic: Phéjhgiphap th

CoO hai cActio O hia SmartArt: @axchimh & nm¥ti Idu
va cach hbi thén thdnh @hhiBcrrGdnmhthdéng tin vao
hic cach si ®&dmdiitthhgdcho nUi dung textniy+exd pad
chuynihhjdget¥b cé vEBdri n

Chuyn Oi list (n@icdanghianhhslidehia

Bin c6 thA chuyAn Oi &t sli@ehllasSmartArt bxng
Convert to SmartArt Gréarp lRiidbbohnvia Wthtrong nhin
trong tiEnviNsu bijrfavidm ¥h cdiordva yiteimMore Smai
Graphpdsia Wi°cca n SmartArt.

4. Théw dung aexXx kla



Mxi NEmng O hia SmartArt c6 bEdt Aid inOcé mhtle xi
hoc khdooy yiaCsO Taytdnumgnh p di liCu chaobl@mhli
O hia. Bjn cingmnd@thtkdlc ticp vUi O hia.

ca sO Text ntm RBwvKklidiebéd.b

O

Nhp di ligoia s@yn ‘ )
NUi dung text xu¥t hCn ti Ung trong slide O h
Chat $ng O hia luén xu¥t hiCn vUiémc Enh c6

5. Cach WhCn nUi dung v aob€ac(tdxk)a

KAu Layout cca Smpnrtodritnmyuy ¢t Eanh nefwhthA hiC
cac hiohhlainH mihd #rn ch¥ytlv n b°fic thA hiCn kh
trong cac layout khac nhau.



. $dang thi mUt sN layout khéac nhau

MWNnN si thi mUt layout cho slidafgB¢hoys athdd ai
khacimg cach:

1.Chn &hnh M O héa tylide, cOekitlambnymartArt Toc
2Chn mUt kiAu layoutLtapogtsihém

3KAuU layout °@csé&p dang vUi slide O hia. ) )
Tio tmh An cBuyn@gpi vUi slide O hi,

BayYWibijn c6 thA kham phéa th¢ giUi thi¢gt k¢ co6 s
ding°thGn O hba, sidm cho sOidhda émuggpavip ¥%nt
Cadhemeb A) tac U®ng adhe¢en thicgt ke O hia cca
(style) va ena@nstWiiidhh &b cacyng n&tvvrEm trong &4
pn O hia. Cac kiAu phabéhmag g (gheim) clhotsdidd a
tR @ani b-t.



CWNiungih ca@mli@ec vUi O takdimong Raitthiugd pn
mlINn nang c¥p chuﬁgOghNIagSmhartArt ho-c bjnémuR
°a ratRng cho viCc bjnacni mbiag vmuRNn.

1. ©h Aab thatyitrth:¢ki thém 8n VA m«u sli

TrOc khml@t vUi cd@ mauics -¢ biGt cho O hial $m
pEilTm Au&@mAThemélt theme cung c¥p &milbtdk 4 hgh
trinh va theAmetfaaqa cha plhdegr cachcbssylde.c

1Slid€u &n aandy theme ¢ n bEn cc¢a’Pooghir Poiicte
Theme. Ay la thE&menh@itnga¢é chin rkch.

2Slidet thhai giNng ni duchd min¥tsnghtheme&htac nhe
°4c gl Module.

Nheib th¥y triomgthén,hia trong r¥t khédicthame kBia
Theme £&ad thighkgnham s slide, layout cca place



bEnav liu chi.
2. Mu SmartArt: Vi da 1

GNng°nhtah thatyitmth c6Amhiheme A Ifia chin, mxi
SmartAntgccd chéa nhiAu m«u (style) khac nhau.

Khi chdhnt ahh M O hda m% Sc ap mUt m«u m-c ék
bin n toan A&hhn mUt may ¥h&dihh trémgal O hia
kAu Office tifemenjonbng ddng m«u khac, m«u Sinrce
Fill, con Way@gfac thay th¢ bbrte nms e uEMkeuw tm Giy nc ¢
mau c finbcca theme m-°ngEmd ,tédhhjdg nOi,rck fin

chiguavrd njt. h

3. Mu SmartArt: Vi da 2

Trong &fag tht trong3M@«Wc éng dangCgftdoNo lam |
hinhimdg trong ¢acvmang ra khli slideéenmjudg cdhinhHc
cinhavO@i b-t té 8u ¢n ay.



4. Th&yi au s cho m«u (style)

GNng°nhtah thatyitth c6Amhiheme A Ifia chin, mxi
SmartAntgccd chéa nhiAu m«u (style) khadc nhau.

Bin c6 thA thay sOcho slide b+ng céach@ai tdfimty tiré
The @nh nténtr®esignvia®dmartArt TrdodsRibbon, tror
SmartArt StAlelsay ali sncho nmaamh?f sau:

1.Chn Change Colors.

2CH a0 ¥t cé m&u s &o.

3Nhingnhxem éniGrhia, chin mUt m«u &uéngdédanc
5. TimMihéadMm A shapeh(g)

M«u bin éng dadng O hia tréong°ngib»ctouyidd Wiy, th
btng cach si tanérigngi(@inhnd)émig | Bijn cd& mhAiul
nay ttab Formavlt@martArt Tools

1.Chn mUt hayshhaigduinhndg) bin thich.

2Trén Foormamnhin vaoShmlapre StAlehiSmape Efvdcin



vaoimén.
3CHn cédc hiCu éng, chShgd mong).
6. TimAbhidm A m«u cho v n bEn (text sty

Bin cing c6 thA hCu chEnh nUi dSmg rtéuwt .tEomrhg d G
WordAUt mUi dungmenxhi® kau:

1.Chn inhjdg bao nUi dungntextNm Enh djng.
2Trén Fadormamtnaw imén tr@nick Styégssla nWomdATr
Styles

3CHn mUt kiAu WordArt A éng ddng cho nUi dun
7. nh-t mUt biAu O ci

MUt biAu O @ijtbjirong@mfm ci cca PowerParci ki 4%

th, @o trong pfhriéMolwerPoint 2007h Tmédm gthohthp th
bin hai si Ifia chlin.

Khijbh 18n 8a RmbiAu Oahtpnra trong PowerRocnpéd



bEn tWc A&y Wau O kh@rcgchEnh sia Iji. Khi bjn nh:
clickAbi Q bhp thDjagram Conwa¥tsitoicn vUi hai ch

Lia chin &mu kbnvert the diagram to a S(mlammrog
o sang O hia SmartArt). BiAu O chuyAn Oi &ui
coOng cEnh ding cca b¥t cé QhhiSchmpArAhntéa énc
layout thighnh«u m-ca mAlhceté theme hiQuythicahh
thayd chang.

Low |&d chimyncAéhm thdyi biAu O mUt cach°Wkdn
°ac.

S Ifia chin théomaiett the diagram(Ohédysh@pdsAu
hinhrdg)ampn c6 thA Enh djng. N¢ui mjgug@niNi Aw yi
ay la sfia chin cca bijn.

Khijb chtmnvert the diagrambjntoésttedehin Enh
cé hnhijdgamo trong Powerimgipdn@wh tdo DAawing T ox
tlhA éng dangnbhoglvplaceholdend, kcthhéngi pthEiph §n
SmartArt Jlools

Ch@n bE thimhet tr

BEo vC, ia E@uv bE &g sho bat itinhuy
1. KAm chéng, Bnc¥@nvblEuyt inh

Bin & it cach tio ra caaistiduyitalmovn pph£i chu®©na
thuwyt itmh°thc congaty bhH8uU xemailjtihdtyitmrh trén maga
bin, kiAm tra chinh t£, kiAm tra ghi chlic 8hidin g
bEn im°ngh&o vairctkche U in ¥n &fho ph

Khiilmth& c®wn bE, crauytAncmftyhrrhga bin qua C B n hudaty
may tinh ndobi® c6 thA truy c-p chohbéthintimgy ¢t
packagiagyisip dmnAiuary .



2. Dyt ljemmay tinh N
Khid coéUmab theutyitmrhib c6 thA xem |ji nd b¥aokibngh'
cltc n ng Slide Show view.

1. A mR chéc n ng Slide Show view,acdin | Cabh Srial
nhom Start SlidebStho8w slide gahitieChitji.

2. @kt n ng Slide Show wiew & Ipimh tmay tinh.

3. Mlin chuyAn té@yglndelide k& hg thanh cdng cé
bén trai pbiammdhinhi. 8 Ehd«n xu¥t hiCé &hh bgn k
viicay. Wt cach khac A chuayAgnntélisded&tng Icach |
con dhtu

4. A thodat khii ch¢g U Slide Shaw Rhim¥ ¥y ip hi fom
trén ban ph¥mtrBovd che U Nornaalimbcohth AU i u
nfing thay Oi c8&n thigt.

Cach khdchuyAn sang chinhUSthdg ¢S htdrw ghimhF5
§u té slidénshmtih¥n tO hap phim Shift + Fanht
slideChitji, ho-c bjn caamXitcStid& 8mgm°di an hi
3. KAntra iigphapm wimg imh 4m (commea@n) sthide

Bin muNn [ji tré b¥t céabx haimnimyE cdi sai ng@nc
khi thaytrh, hadyw ¢hb Review A thfic hiCn kiAq réa
Nt rtndach6 c@ngiBm tranbfitcho tigng ViCta @y
xem binh tga°yigkhéac hi xem slide cca bjn.



1. Trén tab Review, trong nhom Proofing, click S
2. B cing co6 the°Miukmacgxemi ofhatyiimhca bja gho |
lun t0c Khin thuyinthtrTCmhl New Comment, trong n
trén tab ReWitetgi Mm binm lwhE viCéaoddindk wip imh
lun ccanm ckBoag slide. Khi xemidhi-lnhiyn,gbbsi dang
Previous va Next trong nhoém Comments.

4.1n¥nati Ciu

Cheingnth ipacPowerPoint prefitrogiicagbhhandout. |
c6 Ahco mUt hay nhiAu slide trong anBtsiidag, nhi

CaclNtt nh&tdbrn@nh Print Preview A chinfkd A iheam
Bt 8u bxtng cach click RmnrnURrElveiewwsorft Office.
1. Trong Print Pimewéiwt tcbilp PPrint What.

2. Ch mUt kiAu handout trong danh sach.

3. Ehcon choUkuvhanddat thluliy phéng tpnchemb E
dingary.Ni vUi nhing Enh djnigcé®g3hglidgehthchu.
5 |1¥n ghi chu



Bin 4 in t&ulchdYmgham gia bubnhhvggohulNn i@ n¥én
chd cho chinA thimin tiCn diAn jt tromly.ikQyi b haodgg
chhn Print Pre@memitrMicrosoft Office.

1. A in ghi é¥iil chidn thuy¢t, chin Notes Pages tro
2. Ghi clubghidc hiAné&mBnam hinh.

6. Thémindung footeaitCmunpatndauttdaiC i notes

Print Previgwcho phé@rmihothAu chEnh foateiutro
handoutc o Ciu note. M-d tECHi im ¥n handa@tiwnode
copn sN trang. Ngu bin muNn muNn thay Oiidiam
nfing *c sau:

1. Ch Opticnsau ¥nnHeader and Footer.

2. Ch Footrsau dpniojn text bjnémularodnhirhd
"Confidential"niN m@kn ntdhdy idnicim Date andatsme w
Enh dimg niddtrong hUp thoji.

7. Cim au s A ¥n



Toy thaaw may injme&n bhA an Maityitnh cé6 mahs-c t
en. Sau ay lZmrdach in

1. OFi Print Preview, chiil B0 gtno@elur/Grayscale,
Neu bin trong may ini en déirpndichim &u thitkqufe ra
mau emgr

2. Mu xem ljaic€ia t@um

3. Mu xem lji cca lidu xi@m¥ndvdad ma dntg.

4. Mu xem ljkicCia in tr ng en.

8 Cim rau s A in ¥n

Bin muNn sao dhi@€ftamtUg¢p ¢n mUt )a CD. NguC
¢n muUt follcpercth thA dar@bDwnbcing c6 thA copy fil
bU A truy c-p té maynhiAh creg ad it tgutyitmhca bjn:

1. Click vao nut Microsoft Office
2. h ¢n Publidiih Rackage for CD.
3. Trop hhoji mB ra, chin goéi tin sao chép ¢n n
cn CD.
Ngnh: Internet DS:Ende



HUONG DAN SU DUNG POWERPOINT 2007
Céch tao bai thuyét trinh dom gian
1.Lam quen nhanh véi PowerPoint 2007
a. Lam quen vai giao dién mai, Ribbon

Nhitng phan thay doi dé nhan thay nhét 1a khu vuc phia trén cua cira s6 PowerPoint. Thay vi nhitng menu
va toolbar nhu trude day thi ngudi ding PowerPoint 2007 sé& thay cach sap xép khoa hoc hon véi nhitng
Iénh lién quan duge dua vao mot nhdm. D&y Iénh trén cira s6 PowerPoint 2007 duoc goi la Ribbon, nd
duogc xem la trung tdm diéu khién cho viéc tao ra cac bai thuyét trinh (Presentation) .

Néu tim hiéu chi tiét vé cach thiét ké ciing nhu cau trdc caa Ribbon, ban s& thay nd rat thuan tién cho viéc
sur dung.

) d O =
o

Insent

Design Animations Slide Show Review

Ribbon bao gém mot sé tab

r J - A = v Calibni (Heads - 44 -
véi chire ning cu thé nhu sau: { & T S i
' — &y (B Z U e & A-
Laste New

Slide * »d A'Al' A‘A' 5‘/ EEIEE

Font

Insert: Pay 1a noi ban c6 thé
thém vao trén slide tur table,
hinh anh, biéu dd, doan text, &m
thanh, header va footer

lipboare

Design: la noi lam cho slide co
hinh thic dep hon bao gom
cach thiét ké théng tin nén, font
chir va céch sap xép mau sac.

Animations: Day 1 tab tao nén sinh khi cho bai thuyét trinh. Ban c6 thé d& dang s dung nhiéu hiéu tng
trén tab nay.

Slide Show: Khi bat dau thuyét trinh thi chic chin rang ban phai st dung tab nay. Ngoai ra nd con chic
ning thu lai bai tuong thuat trong sudt bai thuyét trinh, bén canh chirc ning chuan bi bai thuyét trinh.
Review: Véi tab ndy ban c6 thé kiém tra chinh ta dam bao an toan cho bai thuyét trinh.

View: Vi Tab nay ban c6 thé xem lai bai thuyét trinh va sap xép lai bai thuyét trinh trén cta so.

b. Tim hiéu v& thu vién (Gallery) foimons i :
A A iAry A 4 Pr— _ ¥ Transition Sound:  [No Sound]
_~1. Mot 50 hiéu ang chuyér) tiep ' =| | J' B - 9 ranston speee: o
gitra cac Slide (Slide Transition) J ol J U] e e
A . ? = s Apply To Al
trén Ribbon. Transition to This Siide
Y A A X H 4 -
2. bé tim thém nhiéu mau Slide Fades and Dissolves
Transition, chon nat More. L D
3. Toan bo thu vién Slide : J J J ﬁ:
Transition dugc thé hién trén man ' Wipes
hinh, ré chudt vao cac Transition .
A ' : - \ - e aid < - 3
dé xem thu, click vao Transition ¢ ‘[ , ]‘ e ﬁg 4

phd hop d 4p dung cho bai
thuyét trinh cua minh.



c. Khdm pha nhirng chirc nang khac khong hién trén Ribbon

YO catibr * 132 <~ ATNAT |"'_|).§ == *rl:'.‘lm- qJ) L-‘]._l.l —j

et ; Shap

vete B4 Ushe 8 M- A A EFEEE N - “m‘-nqesqt;i‘:k
Paragraph > Orawit

[ FO'“ || Character Spacng |
2 | Latn text font: EFont style: Sze:
l Calibi ¥ Regusr v 2 s
[ strikethrough [ smatl Caps
[[] Double Strkethrough [ atcCaps

[[] supersorpt Offset: 0% 5 [[] Equsiize Character Height

1. Khi ban khong thiy mét chirc ning trong nhém nhu nhém Font nhu hinh trén, thi hay click vao miii tén
& goc dudi caa nhom.

2. Mot hop thoai xuét hién véi nhiéu tly chon khac dé ban lra chon.

Thong thuong ¢d nhiéu lénh trong cac nhoém, nhung vi dién tich ¢6 gigi han trén Ribbon, nén chi c6
nhitng lénh thudng sir dung nhat mai hién trén man hinh, con trong treong hop khdng thay ban nén click
vao cac mili tén tré Ribbon dé tim thém nhirng lénh can thiét.

d. Str dung Quick Access Toolbar Khi ban 1am viéc vai bai thuyét trinh va c6 mot vai tinh huéng ban
muén lap lai, chang han nhu Iuu tai liéu, thi nén sir dung Quick Access Toolbar. N6 1a mét nhém nho céc
nat 1énh nam phia bén trai trén Ribbon. Céc nit Iénh bao gom Save, Undo, Repeat va Redo.

Ban ciing c6 thé thém céac lénh thuong dung vao Quick Access Toolbar bing cach click phai chudt vao
[énh d6 trén thanh Ribbon rdi chon Add to Quick Access Toolbar.

e. Thay doi goc nhin cho bai thuyét trinh

1. NGt view giéng nhu phién ban trude day,

nhung ching bi thay d6i vj tri trén cira so. e Performance reviews

2. Kéo thanh Zoom dé phong to thu nho slide

bai thuyét trinh hoic click nat cong hoac trir

¢6 co tinh nang phong to hoac thu nho slide. ¢ Mento ring program
3. Nhan vao nat trong hinh trén dé chon goc |
nhin phi hop. — [r—

f. Phim tat caa PowerPoint 2007 Néu ban

thich sir dung ban phim hon chuét, chic chin ban can phai biét phim tét trong Office 2007. Cach thiét ké

Ribbon di kém véi cach sir dung phim tat méi. Co hai wu diém Ia c6 thé sir dung mot nat don cho phim tat

va SLr dung t6 h0'p ph1m Day la cach str dung phlm tat
; -

n‘ ‘U‘

1. Pau tién nhan phim Alt trén ban phim.


http://www.microsoft.com/vietnam/products/office/training/p_presentation_simple_1a.aspx
http://www.microsoft.com/vietnam/products/office/training/p_presentation_simple_1a.aspx

2. Nhitng Ky tur va con s6 xuat hién trén hau hét céc trén phan cia Ribbon duoc goi 1a Key Tips, Nhitng
ky tu hién trén céc tab caa Ribbon va nat Microsoft Office, con nhitng con sé xuét hién trén Quick
Access Toolbar. Bay gid ban cd thé sir dung n6 dé c6 thém nhiéu Iénh va nat khéc. Vi dy nhin nat “H”
dé hién I1én Key Tip cho tat ca cac nhom trén tab Home.

3. Sau d6 nhin Key Tip trong nhém dé thyc hién mot lénh nao dé, chang han ban nhin Alt, réi H, rdi L
thi ban s& c6 Iénh layout cho bai thuyét trinh.

Con nhitng phim tat trude day nhu thé ndo? N6 van duoc st dung binh thuong véi PowerPoint 2007.
Chang han nhu phim tat Ctrl + C Ia Iénh copy va phim tat Ctrl + V 1a lénh dan.

Cach sir dung biéu dd, @é thi va bang biéu
1. Sir dung hiéu ing dd hoa véi SmartArt
a. Tao dd hoa SmartArt
C6 hai cach dé tao d6 hoa SmartArt: Cach thir nhat 1a chuyén d6i ndi dung c6 san va cach thir hai 13
chén thanh phan d6 hoa trudc roi thém thong tin vao. Sau do hoc cach sir dung thém hinh dang cho
ndi dung text bang cach dung Text pane.
Di chuyén hinh dang text bat ci vi tri no.

Agenda i
* Review of products, profits
* 2007 sales research
* Proposed new products
* Costs on return and investment projections Agenda

Review of products, profits

i

Costs on retun and investment projections

Chuyén déi list (ni dung di dwoc chia) thanh slide dé hoa Ban c6 thé chuyén d6i mot slide list

thanh slide 46 hoa SmartArt bang cach chon Convert to SmartArt Graphic trén Ribbon va
chon mét trong nhirng layout trong thur vién. Néu ban van chua tim thay céi ndo vira y thi chon More
SmartArt Graphics phia dudi cua thu vién SmartArt.

b. Blank Graphic: Phuong phéap thir nhat

Insert

=
Smartrt

Choose a Smartart Graphic

= N

List e 3

-~ 4 I
2.» Process | |.a | i - ‘
$F Cyde Q |

5 Herarchy

Khi ban mudn lam viéc véi dd hoa thi ban phai nhap noi dung trén slide, mé thu vién 6 hoa SmartArt
va chon mot mau thich hop. Dudi day 1a nhitng budc thyc hién:

1. Trén tab Insert, nhap SmartArt.

2. Chon kiéu dd hoa ban cam thay hai long.

3. Trén tab Insert, nhip SmartArt.

4. Chon kiéu db hoa ban cam thay hai long.



c. Blank Graphic: Phuong phap thur hai

C6 hai cach dé tao dd hoa SmartArt: Cach tht nhit 1a chuyén d6i noi dung c6 sin va cach thir hai la
chén thanh phan do hoa trudc rdi thém thong tin vao. Sau d6 hoc céch sir dung thém hinh dang cho
ndi dung text bang cach dung Text pane. Di chuyén hinh dang text bat ci vi tri no.

Agenda

* Review of products, profits
* 2007 sales research

* Proposed new products

* Costs on return and investment projections Agenda

/

Review of products, profits

i

Costs on retun and investment projections:

Chuyén doi list (ndi dung da dwoc chia) thanh slide d6 hoa Ban c6 thé chuyén doi mot slide list

thanh slide d6 hoa SmartArt bang cach chon Convert to SmartArt Graphic trén Ribbon va
chon mét trong nhitng layout trong thur vién. Néu ban van chua tim thy céi nao vira y thi chon More
SmartArt Graphics phia dudi cua thu vién SmartArt.

d. Thém noi dung text vao d6 hoa

1 Strategy and schedule
| |
Type your text here x ¥ .
* Adopt pn
2 * 3Q0d
o [Text] Adopt plan [Text] [Text]
o [Text] .
o [Text) = T
. [Tex) . 3 © 3Qus ] 4

Mbi dbi twong d6 hoa SmartArt c6 mot cira s6 vin ban dé ban co thé thém text hoac khdng tly y. Cira
s6 Text nay dung dé nhap dir liéu cho do hoa va bién tap lai d6 hoa. Ban ciing c6 thé lam viéc truc tiép
V6i db hoa.

1. O cira s6 Text nam & vi tri sat bén slide dd hoa.

2. Nhap dir liéu vao cira s6 nay.

3. Noi dung text xuat hén ty dong trong slide do hoa.

4. Chl y rang db hoa ludn xuét hién véi mic dinh c6 text di kém.



e. Cach thé hién noi dung van ban (text) vao cac hinh db hoa

§

l

Type your text here
* Adopt plan
* 3Q08
e Implement

b |

—

Type your text here
* Adogt plan

* 3Q08
® Implement

Strategy and schedule

Strategy and schedule

Adept plan
« 3008

Kiéu Layout cua SmartArt ma ban chon quyét dinh cach ma vin ban thé hién trong céc hinh d6 hoa.
Hinh minh hoa trén cho thay van ban duoc the hi¢n khac nhau trong cac layout khac nhau.
f. St dung thir mot so6 layout khac nhau

Smartart Yooks
[- 'U
[~ S b g §

Layouts

Design

Strategy and schedule

3 oy
30%
A N

Muén sir thir mot layout cho slide? Ban c6 thé d& dang chuyén sang cai layout khac bang cach:
1. Chon thanh phan d6 hoa trén slide, click tab Design trong SmartArt Tools.

2. Chon mét kiéu layout trong nhém Layouts.

3. Kiéu layout d6 s& dugc ap dung véi slide dd hoa.

2. Tao trinh dién chuyén nghiép véi slide dé hoa

Bay gid ban c6 thé kham pha thé gioi thiét ké c6 sin trong dd hoa SmartArt. Sir dung thu vién dd hoa,
mau sic lam cho slide do hoa chuyén nghiép va dep d& hon. Cac Theme (chu dé) tac dong nhu thé
nao dén thiét ké do hoa cua ban. Céc kiéu (style) va mau sic ton tai dudi hinh thirc cac duong nét va
van ban trong cac thanh phan dd hoa. Cac kiéu d6 bong va phat sang (glow) cé thé 1am cho slide d6
hoa tré nén noi bat.

Cubi cuing hoc céch 1am viéc voi do thi ban da
co trong bai thuyet trinh cii va ban mudn nang

Executive Summary

cép ching gidng nhu d6 hoa SmartArt hoc [ The Concept | -bmmiiiuinbimpioruioni
ban mudn giir nguyén. Hiy dua ra y tuong cho
viéc ban chon lya va ban mong muon. [ The Opportumity :Reducedmhudcm

a. Chu dé bai thuyét trinh: kién thirc can ban
vé mau slide

The Potential « 20% growth in this fiscal year




1 2

.
Executive Summary

| Executive Summary

The Concept * Just-in-time retad inventory | The Concept
* Expanded range of chaices \

The Opportunity B stseshane ‘The Opportunity

* [niressed customer satifaction

The Potential o 2% growth i ta facal year

The Gains « Atroncemical

’ The Potential

Trudc khi 1am viéc véi cac mau va mau sic dac biét cho d6 hoa SmartArt, thi can phai tim hiéu thém
vé Theme. Mot theme cung cép thiét ké cho toan bo bai thuyét trinh va theme Ia nén tang cho slide va
phong cach (style) cua slide.

1. Slide dau tién ap dung theme cin ban ciia PowerPoint dugc goi 1a Office Theme. Pay 14 theme don
gian nhat va nd dugc chon mic dinh.

2. Slide thtr hai giéng ndi dung nhu slide thir nhat, nhung theme thi khac nhau, né dwoc goi la
Module.

Nhu ban thay trong hinh trén, d6 hoa trong rat khac nhau boi vi theme khac nhau. Theme xac dinh
thiét ké hinh nén, mau séc slide, layout cua placeholder, vi tri van ban va kiéu chir.

b. Mau SmartArt:

Vidu 1 Giéng nhu mot bai thuyét trinh co

nhiéu theme dé lya chon, mdi layout cho do Executive Summary

hoa SmartArt ciing c6 chtra nhiéu mau (style) ——
o, . N R \ £ » Just-in- retail inventory

khac nhau. Khi chen mot thanh phan do The Concept E,,,:.',,:" ,.,,..,ficm |

hoa vao né s& dugc a4p mdt mau mic dinh, tuy g

nhién ban hoan toan c6 thé chon mot mau khac LT LTS * Reduced overhead costs |
< . p \ ~ ~ \ A =R « Increased customer satisfaction

tly y. Vi dy, hinh trén ciing 1a do6 hoa kiéu J
Office theme, nhung né lai tng dung mau
khac, mau méc dinh goi la Simply Fill, con bay
gio n6 di duoc thay thé biang miu Intense
Effect. Mau mé&i nay c6 mau cin ban cua
theme mac dinh, nhung nd lai cd hinh dang
ndi, ¢ hinh phan chiéu va rd nét hon.

The Potential * 20% growth in this fiscal year

J

The Gains « Astronomical

_~

c. Mau SmartArt: i Executive Summary
Vidu2 Trong vi du nay mot trong mau 3-
D duogc ing dung goi la Cartoon. N6 lam cho S CArCRn © Just-in-time retail inventory

hinh dang trong c6 vé duoc nang ra khoi slide S Eipsied e i ok

mdt chut. Hinh dang chinh c6 géc canh va néi e e ok
bat tor dau dén day A\l = Increased customer satisfaction

e Potentia » 20% growth in this fiscal year

» Astronomical




d. Thay d6i mau sic cho mau (style) " ) ‘
Giong nhu mét bai thuyét trinh cé nhiéu theme dé lya chon, moi layout cho d6 hoa SmartArt ciing cé
chtra nhiéu mau (style) khac nhau.

Design

Looe ] ||
Change / !Z

COIOIS

T n
l!
nn

Executive Su

2

oem
]

=22

- g [253]
| R 10
1 Accent1 Colorful Range - Accent Colors 4 to 5

i

Ban c6 thé thay d6i mau sic cho slide bang céch sir dung thu vién nhu hinh trén. Thu vién nam trén
tab Design tab vai SmartArt Tools trén Ribbon, trong nhdm SmartArt Styles.

Dé thay d6i mau sic cho mau, lam nhu sau:

1. Chon Change Colors.

2. Chi vao bat cir mau mau sic nao.

3. Nhin phan xem lai trén d6 hoa, chon mot mau dé wng dung mau sic do.

e. Tim hiéu thém vé shape (hinh dang)

Format v
S& Shape Fill =
‘-L Shape Outline ~
‘ﬁnpe !ffects — 2

hap et
J = -] Erm ’ I
Executive Sum | No Shadow -

S ]

The Concept  wpe 3 Beflection  »

The Opportunity =HESSSS——— | Show ¢ _J | ‘ L
Jr— I \—

SoftEdoes [Q |

-

Mau ban (ing dung dd hoa trong 6 vé tuyét voi, nhung ban c6 thé lam hon thé bang cach sir tac dong
I&n tung shape (hinh dang) riéng Ié. Ban co thé lam dicu nay trén tab Format tab vai SmartArt
Tools.

1. Chon mét hay nhiéu shape (hinh dang) ban thich. ’

2. Trén tab Format, nhin vao nhdm Shape Styles de chon Shape Effects va nhan vao mdi tén.
3. Chon céc hiéu tng, chang han nhu Shadow (d6 bong).



f. Tim hiéu thém vé& mau cho vin ban (text style)

Format L0

4

Quick 3
Styles ] -
2 i Applies to Selected Text 3
o Executive Summ /M [~ A /M~ 5
‘: ' i".'t.foyd.&_vf ':T,-'It
The Cencept e
=
The Opgortunity A A A A A

. Applies to All Text in the Shape

Ban ciing c6 thé héu chinh noi dung text trong dd hoa SmartArt. Bé dinh dang WordArt véi ndi dung
text, lam nhu sau:

1. Chon hinh dang bao néi dung text ma ban muén dinh dang.

2. Trén tab Format, nhan vao mili tén trén Quick Styles (Pay la nhém WordArt Styles).

3. Chon mét kiéu WordArt dé ng dung cho ndi dung text.

g. Cap nhat mot biéu do cii

MGt biéu d6 cii ban da tao trong phién ban cii cia PowerPoint s& duoc xu Iy nhu thé ndo trong phién
ban PowerPoint 2007. Trong hinh trén cho thay hop thoai cho ban hai su lya chon.

Our sales staff

Diagram Conversion

'E To edt this dagram in the 2007 Microsoft Office system, you must convert it to a SmartArt graphic or Shapes.
© [Convert to Smertart graphic]

O Conwvert to Shapas

[ Convert ][ Cancel J

Khi ban lan dau tién mé biéu db ban da tao ra trong PowerPoint 2003 hoic phién ban trudce day thi
biéu d6 khong duoc chinh sira lai.

Khi ban nhip déi (double-click) biéu d6 thi hop thoai Diagram Conversion xuat hién vai hai chon
lya: Lya chon dau tién la convert the diagram to a SmartArt graphic (chuyén ddi biéu d6 sang do
hoa SmartArt). Biéu db chuyén doi ludn cé sin cho tét ca thiét ké va cong cu dinh dang cua bét ct 46
hoa SmartArt nao.

Sy chuyén hda ung dung layout thich hop, mau mac dinh va mau sic tir theme hién tai, nhung ban c6
thé thay d6i ching. Luu ¥ 1a lya chon ndy c6 thé lam thay doi biéu d6 mot cach khong doan trudc
duoc.

Sy lya chon thir hai 1a convert the diagram into shapes (Chuyén doi biéu do sang hinh dang) ma ban
c6 thé dinh dang. Néu ban muén duy tri nguyén ven biéu d, thi ddy 1a su lya chon cua ban. Khi ban
chon convert the diagram into shapes ban c6 thé chon dinh dang cho bét c& hinh dang nao trong
PowerPoint (nhitng phan nay thuoc vé Drawing Tools, c6 thé ung dung cho hinh dang va
placeholders, chir nd khdng phai 1a mot phan caa SmartArt Tools).



Thém am thanh hoac loi thoai

1.Choi mét file &m thanh

Ban c6 nhiéu cach dé chén thong tin
trong slide cia minh va sir dung cong
cu am thanh trong PowerPoint dé quan
ly &m thanh choi nhu thé ndo. Ban c6
thé sir dung cira s6 tdc vu Custom
Animation va dua ra nhitng 1énh chinh
X4c vGi PowerPoint cach bat dau hoac
ngirng 4m thanh nhu thé nao.

a. Chén am thanh bang cach su dung
tab Insert

Ban c6 thé chén am thanh tir may
tinh cua ban hodc chén am thanh tir
mét file trén mang noi bo hoac chen
mot file trong thu vién clip. Nhirng
file nay c6 tén nhu MySound.wav
hoac Atmospheric.mid. Nhitng budc
sau chi cho ban cach chén am thanh
bang tab Insert.

1. Click vao tab Insert.

2. Chon nat mi tén trén hop Sound.

3. Pé chon mot file &m thanh tir may
tinh cua ban hoac file tr mang ndi

£3 Movie -

| $ Souna 3

| Soundfrom Fie..

sound from Clip Crganizer...

£3 Movte - -/
| Sound i
| Sound from File..>

Sound from Clip Organizer

J Soundfrom Fie...
Sound from Clip Organizer...

bd, chon Sound from File. Tim file va nhip doi chudt dé chén né vao slide. ’ 7
4. bé chen am thanh tu thu vién clip, chon Sound from Clip Organizer va tim kiem clip trong ctra s6
nhiém vu Clip Art. Chon clip ban muén chén vao slide.

b. Chén am thanh bang céch sir dung Slide Placeholder

O T
e RS
' ad

‘.
[insert Media Cip) !

2N Clicktoaddtitle |
ey

Ban ¢ thé sir dung nhitng biéu twong nhu hinh trén dé chén vao file &m thanh. Két qua ciing tuong tu
nhu ban st dung tab Insert, nhung ban sir dung content placeholder nhu hinh trén.

1. Click vao biéu tuong Insert Media Clip dé tim file &m thanh trén may tinh hozc trén mang noi bo.
2. Click vao biéu tuong Clip Art d& mé cira s6 nhiém vu Clip Art dé file am thanh chén vao clip.



c. B4t diu choi Am thanh

Trong qua trinh chén &m
thanh, mot cia sé nho hién ra Yearly goals
vai hai sua lua chon la ban
mudn am thanh s& bat dau

, Microsoft Office PowerPoint
mot cach tu dong hay ban
muébn bat dau am thanh bang ) o doyou wan the sound o start nthe s show?
cach click chuot. Chon =y
Automatically néu ban muédn
am thanh ty dQng choi khi ( m«naxalyd [ when Cicked |
slide dugc thuyet trinh. Néu wr
trong slide da c6 céc hi¢u ung

khac nhu am thanh, doaﬁ . )
video clip, thi am thanh s& bat dau choi khi cac hiéu ing da co ket thic. 7
Chon When Clicked néu ban muon &m thanh bat dau choi khi ban nhan vao biéu tuong trén slide.

d. Choi am thanh trén Slide
Am thanh di chén trén slide va mac du ban chon cach choi tu dong hay chon céch nhap chuot vao
biéu twong am thanh, thi am thanh

s& choi tir dau dén cudi bai thuyét | ‘3/: D=0y * Ricture Jogk ,5°“"°’°°"
trinh, trir khi ban click trén slide | e
dé ngirng &m thanh. Ban c6 thé | Zy Play Sound: When Cicked |

choi am thanh tr dau dén cudi MEDN. | =

béng CéCh:v J Sound Options Play ar0ss shides VQ

1. Chon biéu twong am thanh. e W] o141 3

2. Trén Ribbon, dusi Sound | = = :

Tools, chon tab Options. | Yearly goals

3. Trong nhém Sound Options, :

trong danh sach Play Sound, chon | l )58

Play across slides. Day la cach
bat ¢au &m thanh mot cach tu dong khi slide bat dau thuyét trinh va né s& khdng ngirng mac du ban co
click chuot 18n slide. N6 s& ngirng khi két thac doan am thanh hoic bai thuyét trinh két thic. Néu ban
muébn nd ngirng nhu thé ndo thi sir dung trinh nhiém vu Custom Animation.

e. Thlet Iap thol glan cho am thanh ngtrng

l(uslom Animation v X
: Play Sound
Modify: Play Effect
Rt O After Previous v
Yearly goals
1 ,
[00 D LongerFirewer  ¥| —
08 % 2 O Ondick
' 4 O after qurrert side
0) ~ @after: |3 (3 sides
o
| Effect Options...
: |

Ban cd thé chon cach ngirng Am thanh trong bai thuyét trinh bang cira s6 nhiém vy Custom
Animation.



V&i mot file phim anh ban ciing st dung cira s6 nhiém vy nay. Dé lam cho 4m thanh choi, nhung
ngung trong mot s6 slide, dau tién md ctra s6 nhiém vu Custom Animation trong tab Animation va
sau d6 l1am nhu sau:

1. Am thanh trong bai thuyét trinh c6 hiéu tng boi tén cia né trong cira s6 nhiém vy, vi du trong hinh
trén tén cua no la LongerFlute.wav. khi hiéu ing duoc chon trén slide, thi n6 ciing dugc chon trén
ctra s6 nhiém vu.

2. Click vao mili tén trong hop hiéu ing am thanh dé thé hién n6 trén menu.

3. Trén menu, chon Effect Options.

4. Trong hop thoai Play Sound, ban c6 mot vai lya chon cach ngirng 4m thanh nhu thé nao. Dé xac
dinh ngirng &m thanh sau mot sé slide thi chon mili tén trong hop After. Trong hinh trén, thi am thanh
s€ choi chi trong 3 slide.

f. Thay doi cach &m thanh bét dau 7 —

Ban ciing st dung Custom Animation dé ‘ ~ o e ——

thiét lap ché d6 am thanh bat dau nhu thé e =t [ AT
nao trong bai thuyét trinh. Chang han ban Bt | ate eviusyvi || | Modiy: oy :

da chon am thanh bat dau ty dong, nhung ] o |ONw owos S8|| | pesdia Py

sau do lai quyét dinh n6 nén bat dau bang
cach click chudt. Cach lam nhu sau:

0 D D Longerfite way ¥

0 9 D LongarFhte war ¥

1. Néu am thanh bét dau tu dong thi ban sé 9 seronga (2 [m]
thay giong nhu hinh trén, trong hop Start Sart yKh Previous

o art Ater Proviows

hién ra mot chiéc déng hd véi dong chix

After Previous.

2. Chon miii tén trong hop Start va chon Start On Click.
3. Hiéu tmg d duoc thay d6i bang biéu twong con chudt trong hop Start, ban c6 thé click chuot dé bat
dau am thanh.

g. Cai dat phuong thuc kich hoat (trigger) am thanh trén slide 9 7
Ban da bict mot so cach bat dau &m thanh trong slide va déy 1a mot cach thay doi vui vui la thay doi
biéu tugng am thanh (trigger).

1. Biéu twong 4m thanh dugc ANRK Custom Animation v x| m

chén vao slide. - ‘s — -

2. Trong ctra s6 tac vu Custom i

Animation, chon nat mii tén

trong Sound Effect va sau do

chon Timing trén trinh don. ' [ Rowind W

3. Trong hop thoai Play Sound, ‘ Lo D _soniester W Irggers 2]

dudi Triggers, chon Start effect g;.‘ 2 2  Bamdnleidpriasar
. o 3 =0 Shart effect on ghk of:

on click of. : 5

4. Chon miii tén va chon biéu

tuwong &m thanh khac thay thé cho T ... 4

cai loa. Vi du ban chon Right
Arrow 6.



h. File &m thanh cua ban lién két hay duoc nhing

Look in: ) My sound files

_b C‘r:f Name ~ Size

R @) mmosphericmid  7KB
(3w | | @) Background.mid 6KEB 1
o EEE— Q]Lonoerﬁxe.wav 154 K8
|| @) SSdelntro.wav 16KE . (5
) — (23] SoundEffectd.wav  25KB

S

1. Nhitng file nay s& két néi dén bai thuyét trinh bai vi nd khdng phai la file .wav hoic c6 dung lwong
I6n hon 100KB.

2. Nhiing file nay duoc nhling trong bai thuyét trinh bai vi chung 1a file .wav va c¢6 dung luong dudi
100KB.

Pé dam bao am thanh s& dugc choi trong bai thuyét trinh cua ban thi hdy quan tim dén chi tiét vé
dung luong cua file &m thanh. Mic du file 4m thanh duoc két ndi dén bai thuyét trinh bang cach két
ndi hay duoc nhiing. Nhung diéu quan trong hon 1a hiy quan tdm PowerPoint c6 thé tim thay file &m
thanh ma bai thuyét trinh c6 lién két dén.

Nhiing file lién két Mot file lién két thuc su khong phai 1a ndi dung cua bai thuyét trinh, thay vao d6
PowerPoint tao ra mot duong lién két dén file nay bang cach chén né vao trong bai thuyét trinh,

Vi du file ndy cd thé o trén may tinh hoac trén mang ndi bo ma may tinh caa ban cé thé lién két duoc.
Chinh vi vay, khi ban chén né thi thuc sy ban d3 tao dugc duong lién két dén né. PowerPoint dua trén
duong lién két nay dé choi 4m thanh. Khi ban di doi hoic x6a bo file 4m thanh nay, thi duong lién két
khong con hién hiru, vi vay bai thuyét trinh s& khdng c6 am thanh, vi PowerPoint khong tim thay file
am thanh nay.

Nhitng file nhing Mot file nhiing 1a mot phan cua bai thuyét trinh. Néu ban muén sao chép bai
thuyét trinh dén mat vj tri khac trén may tinh thi file &m thanh van choi duoc trén bai thuyét trinh.

i. Lam thé nao dé thuc hién cac file lién két

c Armosphensc_.mid

0| Backgrourd mid
LongerFiute, way
5 Shdelnkro, wav

Dudi day 1a hai bai thyc hanh dé lién két file 4m thanh dén bai thuyét trinh:

Bai thuc hanh thi 1: Khi ban tao ra mot bai thuyét trinh va trude khi chén file &m thanh, nén copy
file am thanh vao cing mot folder. Sau d6 chén né vao bai thuyét trinh, PowerPoint s& tao ra dudng
lién két vai file &m thanh trong folder c6 chua ca file thuyét trinh va file am thanh. Khi ban di chuyén
hozc sao chép folder d6 dén mot méy tinh khéc, thi &m thanh van duoc choi trong bai thuyét trinh.

Bai thwc hanh thir 2: Khi bai thuyét trinh da duoc Iam xong va ban muébn sao chép né thi nén st
dung Package for CD.



Chirc ning ndy sao chép tat ca cac file &&n mot vi tri trén CD hodc mot folder nao d6 va né tu dong
cap nhat nhitng duong lién két cho file &m thanh, hinh anh.

Dé dam bao &m thanh s& duoc choi trong bai thuyét trinh cia ban thi hdy quan tam dén chi tiét vé
dung luong cua file &m thanh. Mac du file 4m thanh dugc két nbi dén bai thuyét trinh bang cach két
ndi hay duoc nhiing. Nhung diéu quan trong hon 14 hiy quan tdm PowerPoint c6 thé tim thay file am
thanh ma bai thuyét trinh ¢ lién két dén.

Nhiing file lién két Mot file lién két thuc sy khdng phai 1a ni dung caa bai thuyét trinh, thay vao d6
PowerPoint tao ra mot duong lién két dén file nay bang cach chén né vao trong bai thuyét trinh.

Vi du file ndy c6 thé ¢ trén may tinh hoic trén mang noi bd ma may tinh caa ban c6 thé lién két duoc.
Chinh vi vay, khi ban chén n6 thi thuc sy ban da tao duoc duong lién két dén no.

PowerPoint dua trén duong lién két nay dé choi 4m thanh. Khi ban di doi hoic x6a bo file am thanh
nay, thi duong lién két khdng con hién hiru, vi vay bai thuyét trinh s& khong c6 am thanh, vi
PowerPoint khéng tim thay file &m thanh nay.

Nhitng file nhing Mot file nhiing 1a mot phan cua bai thuyét trinh. Néu ban mubn sao chép bai
thuyét trinh dén mat vj tri khac trén may tinh thi file &m thanh van choi duoc trén bai thuyét trinh.

2. Choi am thanh tur dia CD
Choi am thanh tur dia CD
cho bai thuyét trinh cho ban
mot su lya chon am thanh
nén khéc da dang hon. Ban
c6 thé chon duong dan dé
choi 4m thanh trong sudt bai
bai thuyét trinh hozc thiét
lap ché do bat dau va két
thuc cho file &m thanh. Vi
cach nay thi khong anh
huong dén dung luong cua
bai thuyét trinh, nhung mot
diéu dang luu ¥ 1a ban phai
luén mang theo dia CD khi
ban thuyét trinh.

Thiét 1ap dwong din cho CD

Insert CD Audio,

Dé thiét lap duong dan dén CD: Insed

1. Trén tab Insert, trong nhém | : €3 Movie + P‘_
Media Clips, chon miii tén trong ; . 1) souna o] |f

hop Sound va chon Play CD - Bpmd ol

Audio TraCk. Sound from Clip Organizer

[%P!ay CD Audio Track..,

2. Ké bén hop Start at track, chon
track (bai hat hay am thanh theo
tha tu).

Insert CD Audio

Chp ssdection 2 3

3. Trong hop time, xac dinh thoi Retastsck |1 S tme: 00:00 3 seconds

gian CD bat dau choi. Néu thoi s Ly °*°1°2r_) i) Seconds

gian 12 00:00 c6 nghia 13 4m thanh e ' ‘
[ILoop untd stopped

s& dugc choi khi bai thuyét trinh
bat dau. o o ]
4. Ké bén hop End at track, chon track ban muon két thic. Ban ciling c6 thé két thic vai track bat
dau.

5. Trong hop time, xé4c dinh thoi gian track ngimg. D& choi tat ca céc track, chon choi hét thoi gian.
Luu y khi bai thuyet trinh ket thac trude, thi am thanh cling ngurng theo.



Thay ddi dinh dang bai thuyét trinh
1. Ca nhin héa dinh dang bai thuyét trinh

a. Chon theme dé phuc vu cho dinh dang thuyét trinh caa ban

Gia str rang ban 1am viéc cho Cong ty du lich Margie va cong ty dang c6 chién dich mé rong tour dén
cac nudc nhiét di va va ban muén lam mot bai thuyét trinh ndi bat bang cach tao ra slide c6 mot
phong cach dic biét. Cach nhanh nhat dé lam duoc didu nay 1a ban c6 thé st dung chirc ning theme.

Theme c6 thé d& dang tao ra bai thuyét trinh chuyén nghiép nhung tén it thoi gian cho tirng phan trong
slide nhu nén, noi dung text, bang biéu va hinh dang. Chi véi mot vai céi click chudt don gian, ban cé
thé thay doi bai thuyét trinh mat cach nhanh chéng. Trong ba slide & hinh trén cho thay mau sic duoc
thay d6i rat dé nhan thiy duoc. Nhung néu ban nhin ki phia bén tréi slide, thi tiéu dé placeholder xuat
hién & phia dudi slide, mic du ba slide déu sir dung cting mét layout Title and Content.

Néu ban d tirng sir dung PowerPoint 2003 hoic phién ban trude day, ¢ thé ban di quen sir dung véi
thiét ké template. Nhung v&i PowerPoint 2007, thiét ké template di dwoc thay thé bang chiic ning
theme linh hoat hon.

b. Cac thanh phan caa mot theme

Theme that su quan trong dé tao ra sy khac biét trong cudc canh tranh, chinh vi vay ban khdng mudn
bai thuyét trinh cho tour du lich dén cac nuéc nhiét d6i gidng nhu bat cir mot bai thuyét trinh cua cac
cong ty khac.
Thay doi va tly bién theme c6 thé lam cho bai thuyét trinh ciia ban d& nhé va an tuong hon.

Design Animations Slide Show Revi Add-Ins

T ez
| lae | B L L |Mramew Emamsm a E"«“ >

Aa

Theme la su két hop bao gom mau sic, font chit, hiéu wng, hinh nén duoc tng dung cho mot hay
nhiéu slide hoac toan bo bai thuyet trinh. Theme nam & trong thu vién Themes trén tab De3|gn Khi
chi con tré mot luc vao mot miu theme trong thur vién, ban c6 thé xem qua theme ma ban muén st
dung cho bai thuyét trinh, chirc ning nay duoc goi la Live Preview (xem thi truc tiép).



c. Thay ddi hoic tly bién theme
d.
Chon Colors, Fonts, hoic Effects dé thay dbi hoac tuy bién cac yéu té cua theme.

Custom

COMEEEEE Custom1 3

Built-In

B OEEEEEE O B -
B THNNEE Gyscale calibri @ C
B OOEEEEE oo sy . N
B EEEEED spect As Calibri O"L | Apex
BEONENEEE Cvc Cambria P Q
NONEEEEE Concoust orfce Classc {@ a [
B EEEEEE couty Aa Anal Concourse  Equity
B EEEEEn flow Times New Roman "
ROROESED founsy S @ E
NOEEEDEE tedn A | And

e ——— 8 | adal Meden  Mewo 1

Mot cach khac dé lam cho bai thuyét trinh caa ban an twong hon cac bai thuyét trinh ctia cong ty du
lich khac 1a thay doi hozc tly bién theme bang cach st dung chic ning tury bién trén tab Design.
Ban ciing c6 thé thay doi theme bang cach su dung su két hop gan lién cua mau sac, font chir va hiéu
ng hoic tly bién theme bang cach tao ra mot su két hop méi dé sau ny ban c6 thé str dung theme
riéng caa minh.

d. TUy bién mau sic theme
1. Slide str dung theme Flow.
2. Cung mot slide nhung . — 2
dugc tuy bién mau sac.

Chon n(t Colors, thu vién Agenda Agenda
Theme Colors xuét hién véi

N , Sl e 2 * History of com * History of compan
tiy chinh mau sac tir cac ey pany y pany
theme. D€ tao ra mot mau * Tours * Tours
sac riéng, chon Create New * Dates « Dates

Theme Colors & phan duéi
cua thu vién Theme Colors.

e. Thay d6i mau nén cua slide
1. Theme vai tén goi Flow véi
mau nén mac dinh.

©

2. Kiéu mau nén co mau sac Agenda Agenda
dong nhat.

~ A , A < X * Hi of * History of
3. Hinh nén cua bé mat gd. il onmd a = et ot
N e N z N * Tours * Touss
Sau khi tay bién mau sac, thi
N . N . N « Dates « Dates
cling nén thém mau nén cho Agenda
slide. Thuc ra, tat ca slide déu o iy
cd mau nén, con slide mac dinh B
cO mau nen la mau trang. bé « Dates

thay d6i mau nén, chon nit
Background Styles trén tab
Design. Kiéu nén duoc xac dinh
boi theme, khi theme thay di, thi mau mau nén trong thu vién ciing thay doi.




f. Sir dung mot hinh anh 1am hinh nén cho slide

[@ Background Styles = [

Fill
| | O Soid
| | O gadentss
® Prture or texture fil = 2
] Hce background graphics

e

Ingert from:

&N Format Background, ..
) Resat Side Background X

[ ste... |[Gobord] (0 act...|

3

Ban ciing c6 thé chon mot hinh anh nao d6 dé lam hinh nén cho bai thuyét trinh caia ban thay vi chi sir

dung mau nén.

1. C6 mdt s6 tab va cira s6 nhiém vu cho hop thoai Format Background, chuyén qua cira sé nhiém

vu dé thay ddi lya chon.

2. Bé st dung mot hinh anh 1a hinh nén thi chon chirc ning nay.

3. Bé chén mat hinh anh tir mot file, chon File va sau d6 dat hinh anh va xéac dinh vi tri hinh anh ban
muén thém vao. DPé dan mot hinh anh tir Clipboard hoic chuwong trinh ndao khéc, thi sao chép mot
hinh anh, sau d6 chon Clipboard. Pé sir dung clip art, thi chon Clip Art va sau d6 nhap ndi dung mo

ta clip trén hop Search text.

g. Lam mo anh nén cua slide
1. Slide véi hinh nén géc.

2. Slide sau khi sur dung chic
nang Washout (lam mo).
Dé thay doi su ruc rd hay su
twong phan cua mot tam
hinh, ban st dung tly chon
trong cira s6 Picture trén hop
thoai Format Background.
Click vao Recolor dé m¢ thu
vién, noi ma ban c6 thé ap
dung mot hiéu ang stylized
nhu lam md mét tdm hinh va
sau d6 under Color Modes, click Washout.

h. Luu trt file voi mot theme méi
1. Chon miit More dé mé thu
vién Theme.

2. M¢& hop thoai Save Current
Theme, noi ban c6 thé luu trix
theme cua ban.

3. Nhitng Theme ban da tuy

bién va luu trir xuat hién tai

noi nay.

Agenda

* History of company
* Tours

* Dates

All Themes v
This Presentation

(5) Browse for Themes.
o Save Cument Theme..



2. Kham pha sirc manh caa Custom layout

“10GO

a. Strc manh cua layout
Nhitng layout c6 san trong thu vién trong cd vé tét, nhung chung khong han la nhitng layout ban
mudn st dung. Chinh vi ban muén c6 mot bai thuyet trinh 4n twong trudc sép cua ban hay khach
hang. Ban c6 thé thém hinh anh, logo cua cong ty ban dé tao ra su khac biét vai nhirng bai thuyét trinh
khéc. Chinh vi vay, ban hay tan dung sitc manh cua layout dé tao nét riéng cua minh.

b. Layouts va Placeholders

1. Title placeholder (vung chtra
tieu dé) va Subtitle placeholders
(ving chtra tiéu dé phu)

2. Noi dung text placeholder véi
placeholder dugc chon

3. No§i dung placeholder dugc st
dung cho noi dung text va noi dung
slide nhu clip art, SmartArt
graphics, tables, shapes, pictures va
do thi.

4. Header and footer (Ngay, chan
trang, sé thir tw slide) placeholders

c. Xem lai Sile Master

Cung mot side nhung & ché do
Normal view va Slide Master view.
Pé mo Slide Master view, trén tab
View, trong nhom Presentation
Views, chon Slide Master.

| o

. | sudemaster |
d. Tao ra méot custom layout v Bodee(3
Pé thém mét custom layout: (a=) a R,,.,.,O |
1. Chon Insert Layout. it ‘ : Rename Layout
2. Chen méi mét custom layout
¢ bbn placeholder bao gom mot
placeholder cho Title va ba
placeholder Footers cho Ngay,
Chan trang va Sb thi tu slide.
Ban ciing c6 thé x6a nhing

Layout name::
]Wookdva(wml




placeholder nay trong nhom Master Layout trén tab Slide Master. 7 N
3. bé dé dang sir dung lai custom layout sau nay, chon nit Rename, nhap mot cai tén dé ban dé dang
nhé trong hop Layout name trong hop thoai Rename Layout va sau d6 chon Rename.

e. Su dung custom layout cua ban

Sl =) [Einewts Sudes \Qutune..
. L—_ = Retet

Paste New - B-& U oe 8

- Stide = | i Delete

Section Header Two Content

1. Trong slide thi hai trong bai thuyét trinh truée khi thém layout.

2. Custom layout dugc chén sau slide thir hai.

Dé chén mot custom layout trén tab Slide Master, trong nhém Close, chon Close Master View.
Cach d& nhat dé thém custom layout vao bai thuyét trinh caa ban 1a trén tab Home, trong nhém
Slides, chon New Slide va sau do6 chon Tropical vacation layout.

f. Luu trir mot template
D¢ Iuu trit bai thuyét trinh nhu mot ¢
file template, ta lam nhu sau: i

1. Chon nit Microsoft Office @ ,
chi vao Save As va sau dé chon
Other Formats.

2. Trong hop File name, nhap tén
file.

3. Trong danh sach Save as type,
chon PowerPoint Template
(*.potx) va sau d6 chon Save.
Template xuét hién tai My
Templates trong thu vién New Presentation khi dugc luu trir vao mét vi tri mac dinh.
2. Kham pha siwc manh caa Custom layout a. Siec manh caa layout

seeecee

------------------

3-23/2-38
39334
>34
20-1W30-17

u-sx/avall

......




Nhirng layout c6 sin trong thu vién trong c6 vé tdt, nhung chiing khong han la nhitng layout ban
mudn sir dung. Chinh vi ban muén c6 mot bai thuyét trinh 4n tuong truéc sép cua ban hay khach
hang. Ban c6 thé thém hinh anh, logo cua cong ty ban dé tao ra sy khac biét vai nhirng bai thuyét trinh
khéc. Chinh vi vay, ban hay tan dung sitc manh cua layout dé tao nét riéng cua minh.

b. Layouts va Placeholders

1. Title placeholder (vung chira
tiéu  d&)  va  Subtitle
placeholders (vung chira tiéu dé
phu)

2. Noi dung text placeholder
Véi placeholder dugc chon

3. Noi dung placeholder duoc
sir dung cho ndi dung text va
noi dung slide nhu clip art,
SmartArt  graphics,  tables,
shapes, pictures va do thi.

4. Header and footer (Ngay,
chan trang, sé thi tu slide)
placeholders

c. Xem lai Sile Master

Cung mot side nhung & ché do

Normal view va Slide Master view.
Dé ma Slide Master view, trén tab

View, trong nhém Presentation

Views, chon Slide Master.

A o

| stgemaster | | IE
,} ) Dejete 3 :
‘—J |’ Renanf) L
Insent

Layout  Prese o3
| Edit Master i
(1

Rename Layout

Layout name:
[tropkd vacation |

e. Tao ra mot custom layout

Dé thém mot custom layout:

1. Chon Insert Layout.

2. Chén méi mot custom layout c¢é bbn placeholder bao gom mét placeholder cho Title va ba
placeholder Footers cho Ngay, Chan trang va Sé thir tw slide. Ban ciing c¢6 thé x6a nhitng
placeholder nay trong nhom Master Layout trén tab Slide Master.



3. bé d& dang st dung lai custom layout sau nay, chon nit Rename, nhap mot cai tén dé ban dé dang
nhé trong hop Layout name trong hop thoai Rename Layout va sau d6 chon Rename.
e. St dung custom layout cua ban

|

l calnyout -
T Reset
I'New| —

{Stide = | ik Ueinte

I i I
Section Header Two Content

1. Trong slide thi hai trong bai thuyét trinh trude khi thém layout.
2. Custom layout dugc chén sau slide thir hai.

Dé chén mot custom layout trén tab Slide Master, trong nhém Close, chon Close Master View.
Cach d& nhat dé thém custom layout vao bai thuyét trinh cua ban 1a trén tab Home, trong nhom
Slides, chon New Slide va sau do6 chon Tropical vacation layout.

f. Luu trir mot template
Dé Iuu trir bai thuyét trinh nhu mot
file template, ta 1am nhu sau:

1. Chon nit Microsoft Office L By s
(63 . o
7, chi vao Save As va sau d6 EJJ
chon Other Formats. 5|
2. Trong hop File name, nhap tén gu”
file. (]
3. Trong danh sach Save as type, w
chon PowerPoint Template 2

(*.potx) va sau do chon Save.
Template xuét hién tai My
Templates trong thu vién New
Presentation khi dugc Ivu trir vao mot vi tri mac dinh.

Chuan bj thuyét trinh

B4o V&, in 4n va chuén bj sin sang cho bai thuyét trinh



a. Kiém chiing, in 4n va chuan bi thuyét trinh

Ban da biét cach tao ra cac slide cho bai thuyét trinh va ban phai chuan bi cho bai thuyét trinh truéc
cong ty. Hay bat dau xem lai bai thuyét trinh trén may tinh cua ban, kiém tra chinh ta, kiém tra ghi
chi. St dung ché do xem trudc khi in d& xem ban in nhu thé nao va chon ché do in 4n cho phi hop.
Khi moi thir da chuan bi, chuyén bai thuyét trinh cua ban qua CD hay trén mot may tinh nao d6 dé ban
c6 thé truy cap cho budi thuyét trinh. Chirc ning packaging sé gitp ban lam diéu nay.

b.  Duyét lai trén may tinh
Khi da c6 mét bai thuyét trinh ban

c6 thé xem lai nod bét ky thoi diém Home  Inset  Design  Animations | SkoeShow | Review  View
néo béng Chl:l’C néng Slide Show "T ? F-‘: . = o1 R Record Namation % Resobuti
view. =€ = o
9 From From Custom
1. Dé mé chire néng Slide Show Beginning Current Siide = Stide Show+| | 95 Use Pres
& Start Stide Show 2) Adventure Work

view, chon tab Slide Show va chon
Iénh trong nhdm Start Slide Show

dé bat dau slide dau tién hay slide 4
hién tai. :
2. Chirc ning Slide Show view s& o<

phu toan b man hinh may tinh.

3. Mudn chuyén tir slide nay dén
slide khéc la str dung thanh cbng cu
Slide Show ¢ bén trai phia duéi man hinh. Miii tén chi dan xuat hién khi ban ré con tré dén khu vuc
nay. Mot cach khac dé chuyén tir slide nay dén slide khac 1a bang cach click con chuot.

4. Dé thoat khoi ché do Slide Show & bt thoi diém nao thi ban nhan phim ESC trén ban phim, n6 s&
tro vé ché do Normal. O ché do nay ban c6 thé diéu chinh nhitng thay doi can thiét. Céach khac dé
chuyén sang ché d6 thuyét trinh Slide Show 1a nhin phim F5 dé bat dau tir slide dau tién hoac nhan to
hop phim Shift + F5 dé bat dau thuyét trinh tir slide hién tai, hoic ban c6 thé click vao nut Slide Show
& bén phai dudi man hinh.

C. Kiém tra ngir phap va nhitng binh luan (comment) trén slide 7 ’
Ban muon lai trir bat ¢ 16i chinh ta nao hoac tim nhirng céi sai ngd ngan trudc khi thuyét trinh, hdy
chon tab Review dé thuc hién kiém tra chinh ta, nhung nén nhé rang chua c6 cong cu kiém tra Ioi



chinh ta cho tiéng Viét. Pay ciing 14 noi xem binh luan cia ngudi khac ho xem slide cua ban.

4
1

{0 d -0 ..
- Home ( Review
. 7 { \ ;
e Al il | =

Spelling Research Thesaurus Tr : C
] Comments

Insent

2

Shide Show Review View Format

P e B oW R olF R

New Eait Delete Previous Next

Comment, Comment -
Comments

AR1_[Amy Rusko 1/3/2007 |
Nancy, you nesd to add “cookware”™
| to the kst for camping products,

1. Trén tab Review, trong nhom Proofing, click Spelling.
2. Ban ciing ¢6 thé mudn nguoi khac xem qua bai thuyét trinh caia ban va cho binh luan trude khi ban
thuyét trinh. Tim l1énh New Comment, trong nhém Comments, trén tab Review. Mot nguoi thém

binh luan chi viéc click vao Iénh va nhap binh luan caa minh cho tung slide. Khi xem lai nhirng binh
luan nay, ban st dung Previous va Next trong nhém Comments.

d. Inén tai liéu Chuong trinh in cua PowerPoint printout ra thuong dugc goi la handout.
Handout cé thé cé mot hay nhiéu slide trong mét trang, nhiéu nhat la 9 slide.

Print Preview

Lo N AN
'__’) R Print What 1

udf e ' <_J
Print Oplions  Handouts 3 Orientation

Slides i
Handouts (1 Slide Per Page)

Print

Zoom

:

.k _is Next Page Q
-

Fitto f : Close Pt

Window Preview

Preview

Handouts (2 Skides Per Page)
- Handouts (3 Shides Per Pagexq

Handouts & Slides Per Page)
Handouts 6 Slides Per Page)
Handouts 9 Slides Per Page)

()

s Outline View

Notes Pages

Cach tét nhit 1a dung I1énh Print Preview dé chon kiéu handout trudc khi in an. Bit dau bang cach
click Print Preview trén nat Microsoft Office.

1. Trong Print Preview, chon mili tén trong hop Print What.
2. Chon mét kiéu handout trong danh sach.

3. Chi con chuét vao kiéu handout nao, thi kiéu nay phong to cho ban xem dinh dang nay. Béi véi
nhitng dinh dang c6 3 slide thi ¢ ca phan ghi chu.

e. In4n ghichd

Ban da in tai liéu cho ngudi tham
gia budi thuyét trinh va ban
mudn in 4n thém ghi chi cho
chinh minh dé thuén tién dién dat
trong khi thuyét trinh. Ciing
bang cach chon Print Preview
trén nat Microsoft Office.

1. Bé in ghi cht nguoi dién
thuyét, chon Notes Pages trong
hop Print What.

Print Preview

A A A ) -
tAA Print What: 5 X | B

=) s ) X

Print  Options Zoom Fitto

Handouts 3 Orientation

Window

& Zoom

Slides
Handouts (1 Slide Per Page)

Print

_3 Next Page

X

Close Print
Preview

Handouts (2 Slides Per Fage)

HMandouts (3 Slides Per Page)
Handouts {4 Slides Per Page)

Handouts 6 Stides Per Page)
Handouts @ Slides Per Page)
Notes Pages [k 1

N

Qutline View




2. Ghi cht cua ban dugc hién thi trén man hinh.

f.  Thém noi dung footer trong tai liéu handout va tai liéu notes

Print Preview
1 Header and Footer
it N as
Wl Sy Print What E Side  Notes and Handouts |
Pint [Options’  Handouts G... =  Orientation Endhade on pag
P I pate and time
A ) Heacer anc Footer.. [% Ei
[
. Solot/Grayscale »
o
[ Heoder
» V' page number

W Footer| Confidentiad | 2

Print Preview ciing cho phép ban thém hozc diéu chinh footer trong tai liéu handout hoac tai liéu
note. Miac dinh thi tai liéu in 4n handout va tai liéu note di c6 san sb trang. Néu ban muén muén thay
ddi ching bang mot doan text thi lam nhitng budc sau:

1. Chon Options va sau d6 nhan Header and Footer.

2. Chon Footer va sau d6 nhap doan text ban muén thém vao vi du nhu "Confidential". Néu ban
mudbn thém ngay gio thi chon Date and time va sau d6 dinh dang ngay gio trong hop thoai.

g. Chon mau sic dé in 4n
Tuay thugc vao may in, nén ban co thé in

an bai thuyét trinh c6 mau sic hogc tring "0 Header and Footer
den. Sau day la cach in an: Vbl [l Print What: [ | soe Notes and Handouts
1. Duéi Print Preview, chon Options va PR v oo | Handouts 6 . ~ [ ORSENION | [Incude anpage

chi dér} Color/Grayscale, sau d6 chon P ) Heacer angFooter. Iy E: M aed 80

lua. Néu ban trong may in den trang, thi W | Colon/Grayscale 2

mac di ban da chon mau thi két qua ra
van la mau den trang.
2. Mau xem lai cta tai liéu in mau. ™ teader
3. Mau xem lai cta liéu in an mau xam, . o

\ PT z V' Eooter| Corfidertisd | 2
mau nen la mau trang.
4. Mau xem lai cua tai liéu in trang den.

-

h. Chon mau sic dé in 4n

Ban rr]uén sao chép mot file truc d9-o

tiep dén mot dia CD. Néu ban sao W

chép tai liéu ¢én mot folder thi ban ; Distribute the document o other people |

¢6 thé burn vao CD, ban ciing ¢ & | 4.4 Packagetorcn | 2 N
A A A kA A 4 “
thé copy file dén mang noi bo dé ./ Pubtsn > | T ¥ mx

truy cap tir may tinh cua minh. Dé

. . ’ R <) Cwymmamtaam&aﬂdww:mm(m\m
dong goi bai thuyeét trinh cua ban: J gy Plcrascit Widofes 2000 cx b, wva ket Power ot
1. Click vao nat Microsoft Office Hlome the CD: | Sales Propasal
,,A‘r._ Files to be copled:

(3 SalesProposal.pptx add Fies...
> 3A H 3 Optiors. ..

2. Chi den Publish va chon Loptid |

Package for CD. | SRR [coop] _ome |

3. Trong hop thoai mé ra, chon goi ’
tin sao chép dén mot file khac hay sao chép den CD.



HUONG DAN SU DUNG
POWERPOINT 2003



PHAN L2 3
TAO MOT BAN TRINH BAY .....oooiiimieeeeeeeeeeeeeee et 3
[ Tao mOt bAN trinh DAY .....cccviiiiiiiieie ettt 3
II.  Céch tao n01 dung 1 SIA@......c.eeiiiiiiiiieeie e e e 5
M. Luumoit bAN trinh DAY......cccuieiiiiiiieiiece ettt 8
IV. 0TS 0o Y F T (I 00 T 7 AR 11
V. Cheén hinh anh vao ban trinh DAY .......coceviiiiiiiiice e 19
VI Dinh dang VAN DAN ......cc.oiiiiiie e 24
VII.  Dinh dang hinh &nh..........cooooiiiiiiiii e 30
VIII.  Xem 1ai ban trinh DAY .......cccuiiiiiiiiiiice e 37
PHAN 22t 42
CHINH SUA CAC BAN TRINH BAY .....coooooiiiiiiiiiiieeeeeeeeeeeeeee oo 42
L Chen DANG VA DIEU GO.......veveeeeeeeeeeeeeeee e 42
IL St dung mau thidt K& .....o.oov oot 54
II1. Str dung slide chuy€n NEhI€P .....ccvveiiiiiieiiiie e 58
IV. SEADP XEP 181 CAC SHAC ..., 66
PHAN 3.t nnaens 69
LAM VIEC VOI CAC HINH DPONG ..ot 69
L LAm VAN DAN CHUYEN GONE ... 69
IL  LAM 4NN CHUYEN QONE ...t 73
II1. T20 SHAE CRUYEN GONE ... 80
PHAN 42 oo OSSOSO 83
CHUAN BI MOT BAN TRINH BAY SONG PONG.........coooiieoeeeeeeeeeeeeeeeeeeeeeeeeeseoan 83
I Theém cAc @hi Chll...ccceiiiiiiiee e e e e e e e e eens 83

I, TA0 CAC DA T ceeiiiiiiiiiiiiiiiee ettt ettt e e e e e s a e et e e e e e s esssaaaaeeeeeeeas 86



PHAN 1: ? ‘
TAO MQT BAN TRINH BAY

Phan nay s& huéng dan cac ban cach:
- Tao mét ban trinh bay bang PowerPoint.
- Thém slide m&i vao ban trinh bay.
- Chen hinh anh vao slide.
- Dinh dang van ban.
- DPinh dang hinh anh.
- Xem lai mot ban trinh bay sau khi da hoan tat.

I. Tao mdt ban trinh bay

1. Trén thanh Taskbar, nhép nut

r//

2. Xuét hién mot menu dé chon, nhap chudt vao All Programs, Microsoft Office, sau
do6 chon Microsoft PowerPoint 2003.
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II. Cach tao no1 dung 1 slide

1. Trén mot slide trong, nhip chudt vao dong chir: “Click to add title”

0

DammCmy

/’
\Cllck to add tltlﬁ)

*?"“Hﬂ--u. ﬁ .,. R

Cllck tc- add subtltle

Con tro chyét nhap nhay xuat hién:

9

. .
”é | :
. - 2
. .
& /z’#ﬁfd’ﬁd’/fﬁ"ﬁd’/ﬁzﬂ"J##fﬂfﬂﬁm&;ﬁ”ﬁﬁf#ﬁﬁ%—?HA’MM/KMJ—’# /‘{

Click to add subtitle

2. G0 vao dong chii: “Let’s go to the Movies!”
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3. Sau d6 nhip vao dong chit “Click to add subtitle”

Let's Go to the Movies!

— e
T ﬁﬂﬁfiﬁfﬁﬂﬂm&?ﬁfﬂfﬁf/ﬁfﬂ?/mﬁ@

._\&H__Click to add subtitfg_ //

D
?
7
7
=
&=
7

&

Wr’ﬁ"ﬁ/}"fxﬂ’ﬂWfffzﬁ"'f//ﬁ’meﬁﬁ’ﬁﬁ’/ﬁff//xﬁ’fﬁﬁﬂﬁ’ﬂfﬁ

4. GO vao “Lights! Camera! Action”
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Nhip vao khoang tréng bén ngoai dé bo chon né.

Let's Go to the Movies!

ghts! Cameral Action!
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Slide s& trong nhu thé nay:



Let's Go to the Movies!

Lights! Cameral Action!

[II. Luu mot ban trinh bay

1. Trén thanh cong cy, nhép chudt vao biéu tuong IEI
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B2 Microsoft PowerPoint - [Presentation1 ]

PO] gl EdEYew Insert Format Took  SideShow Window Hel "
: = FESR- A AR - W A RN A | e B E NS

Let's Go to the Moviesl!

Lights! Cameral Action!

Luu y: Mot vai biéu tuong co thé khong xuat hién trén thanh cong cy, do dé dé co
thé xem tat ca cac biéu tugng thi phai nhap vao miii t€n bén phai cua thanh cong cuy, roi
chon “Show buttons on two rows”.
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3. Khi ctra s6 New Folder xuit hién thi gb “PowerPoint Practice Files” vao hop
Name.
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4. Nhip nit
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|PowerPaink Practice Files

Thu muc PowerPoint Practice Files s& xut hién trong hop Save in
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My Recent
Cocuments

(3

Deskbop
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5. Trong hop File Name, go vao “Movies”

Sau d6 nhép nut m
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Tén cua ban trinh bay “Movies” s€ xuat hi¢n trén thanh ti€u dé ndm & trén cung

cua ctra sO PowerPoint

B2 Microsoft PowerPoint - [Movies]
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Let's Go to the Moviesl

Lights! Camera! Action!

IV. Thém slide modi

1. Trén thanh cong cu, nhip vao biéu tuong | J Eﬁ""'5“:"5|
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Click to add title
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3. Khi menu xuét hién, nhe"lp chuot vao Slide Layout



Click to add title Search Resuls lin¢

lick to acd text ' Ressarch
{_:h;:haﬂ'ﬂ

Meve Presentation 'e

Termplate Halp

Shared Workspace
| _-BocomentUpdates
< s Lot |
|| SideDesign = ©
: Slide Design - Color Schemes P
Shide: Design - Animation Schemes
I peep— [E]
Slide: Transkion
—
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Click to add title

4. Trong 6 Slide Layout, kéo thanh cudn xudng trong ving Others Layout
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Khi mét slide m&i xuét hién, nhiap chudt vao chit Click to add title va gd Types
of Movies
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s Click to add text

Diouble click to add
clip art

7. Sau d6 nhip vao dong chit Click to add text va gd Comedies
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8. Nhan phim Enter trén ban phim ctia ban
Slide s€ trong nhu thé nay:

Types of Movies
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Double chick to add
clip art
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9. GO Drama ¢ muc thi 2

10.Nhan Enter

11.G06 Action 6 muc thir 3

12.Nhan Enter va gd Animation & muc thi 4
Slide s& trong nhu thé nay



Types of Movies

/ﬁ/ﬁfm&#mx#ﬂ/ﬂ/ﬂﬁﬁf&ag

%

% Comedies 2

~+ Dramas g

g- Action g

%- Animation Z
g g

7 7 .

7 7 Double click to add
7 Z clip art
7 Z

Z 7

ﬁ g

Z Z
&fﬁf/ﬂf//fﬁ/f/ﬂ?ﬁffﬁdﬂ’.ﬁ’/ff#ﬁzﬁ o

13. Nhip biéu tuong El

ﬁ Microsoft PowerPoint - [Movies]
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14. Thu nhé cira sd PowerPoint



Types of Movies Roplh hde lepous

Other Layouts Al
s .m-;% l

lies

I | |

V. Chen hinh anh vao ban trinh bay

LUU HINH ANH TU TRANG WEB
1. Mo trinh duyét web, vao trang http://www.visibooks.com/books/ppt2003
2. Nhip chudt phai vao projector.jpg
3. Khi menu xuat hién thi nhip chudt vao Save picture As
4.

Khi cira s6 Save Picture mé ra, tim dén thu muc My pictures trong thu myc My
documents.

Save Picture

Savein |2 My Fictures ~| « @k

My Metwotk  File name: Ipul:liu:tur
Flaces

Saveaslype:  |JPEG [“jpa]
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Nhép niit

St dung trinh duyét

sa0 chép anh piano.jpg ¢ dia

chi

http://www.visibooks.com/books/ppt2003 vao thu muc My pictures trong may

tinh cua ban.

Sao chép cac hinh con lai trén dia chi nay vao thu muc My pictures
Sau khi tat ca cac hinh da dugc sao chép, dong trinh duyét Web lai.

Néu hinh 4anh di c6 san trong may, cic ban c6 thé bo qua 8 budc trén.

THEM ANH VAO VUNG TO CHUC ANH
1. Mg ctra s6 PowerPoint
2. Nhap dup chudt vao bi€u tugng Double-click to add clip art

+ Comedlies ————

+ Dramas / -M'\
+ Action / \
- Animation |" @ "

Types of Movies

% Doubleclickto add
\ clip ant /

3. Cura so Select Picture s€ xuat hién, nhap chudt vao nut



4. Khi cira s6 Add clips to Organizer xuét hién, tim anh calendar.gif, roi nhép vao

Select Picture
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5. Giit phim Ctrl va nhép chudt vao
Cat.gif
Dinosaur.gif
Film.gif
Piano2.gif
Piano.gif
Piano.jpg
Projector.jpg

I—

Add Clips te Organizer

My Computer
Clip pame: | " l Add Ta... ] [ add
My Network ;
Places | Filesof bype: | Al Clip Organizer file types w Cancel

Nhip vao nit add

Chp name:

| Files of type: | all Clip Organicer file types

T4t ca cac hinh mau (clip art) s& duoc dua vao thu vién anh.
THEM HINH MAU VAO SLIDE

1. Trong hop Search, gd vao projector

Sau d6, nhip nat
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2. Nhip dap chydt vao projector.jpg
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3. Trén thanh cong cu, l’}hép chu6t vao biéu tuong EI
Slide s€ trong nhu thé nay

Types of Movies
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+ Dramas

+ Action

- Animation
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VI. Dinh dang van ban

1. Nhép chuot vao danh sach cac muc van ban
2. Kéo chuo6t trén cac tur trong danh sach dé to6 sang chung

Types of Movies
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3. Trén thanh cong cu nhap vao biéu tuong hai lan.
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Types of Movies
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5. Nhip dtp chudt vao tir Comedies dé t6 sang

Types of Movies
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6. Nhép vao biéu tuong
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&2 Microsoft PowerPoint - [Movies]
!_]Ba Edt  Yiew Insert Format  Tools  ShdeShow  Window  Help

v@ﬁ;&ﬁuMWImﬁummuﬁ
: P 2 J|4-w-ﬂ:gﬂ§|:ﬁaﬂﬁ

8. Khi trinh don xuét hién, nhip vao 40
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9. Nhip chudt vao mili tén sd xudng bén canh hop Font

E Microsoft PowerPoint - [Movies]
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10.Khi trinh don xuét hién, kéo thanh cudn xudng dudi tim Impact, roi nhip vao no.
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12.Kéo chuot trén cac tir Dramas, Action va Animations
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Diéu nay s& sao chep dinh dang tir Comedies cho cac tur khac
Slide s€ trong nhu thé nay
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13. Nhép vao khoang tring dé boé chon né
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VII. Dinh dang hinh anh

QUAY ANH
1. Nhap vao anh projector
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2. Dit chubt trén 6 didu khién khich thuéc mau xanh phia trén anh, con tr6 chudt s¢
chuyén sang hinh tron xoay:
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3. Nhiép va kéo chudt dé xoay anh

Types of Movies

* Comedies
* Dramas
* Action

+ Animation
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Anh sg trong nhu thé nay:
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4. Xoay anh lai theo ding hudng cua néd

Types of Movies

+ Comedies
* Dramas
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CAT ANH

1. Trong thanh cong cu Picture, nhap vao biéu tuong
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2. Nhap chudt vao duong vién bén dudi vao kéo chudt 1€n phan nira anh

Types of Movies
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3. Lam nguoc lai dé khoi phuyc lai toan b hinh
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DIEU CHT’NH KiCH THUOC
1. Nhap chudt vao anh

2. Trong thanh cong cu Picture, nhap vao biéu tuong dé bo chon no
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3. Di chuyén chyét téi 6 dicu chinh kich thudce & goc
Con tro chudt s€ doi thanh hinh miii tén 2 dau:

Types of Movies
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4. Kéo chugt ra ngoai sao cho anh mé rong
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Luu y: Sur dung 6 xu ly kich thude ¢ goc s€ bao toan ti 1¢ cua anh. Con xur Iy 6 bén
canh hoac ¢ trén s€ kéo dan hoac co anh khi chudt di chuyén.
DI CHUYEN

1. Di chuyén con trd t6i phan trung tim cta anh, né s& chuyén thanh hinh miii tén 4
dau

Types of Movies

2. Kéo anh dé cho né bang véi cac dong chir & bén trai
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Slide s& trong nhu thé nay:
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3. Nhip vao biéu tuong [] dé 1w lai ban trinh bay

VIII. Xem lai ban trinh bay

1. Nhiép chudt vao khung Slides phia bén trai
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2. Nhip vao biéu tuong
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Click to add notes
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Slide dau tién s€ xuat hi€n trén toan bd man hinh



Let’s Go to the Movies!

Lights! Camera! Action!

3. Nhép vao chuot, slide ké tiép s& xuAt hién

Types of Movies

4. Nhip tiép chudt s& dén slide cudi cing



5. Nhép chudt tiép theo, Power Point s& vé man hinh ban dau (Normal View)

3 Microsoft PawerPaint - [Movies)
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Apply slide layout:
2 IE —

Let's Go to the Moviesl!

Lights! Camera! Action!
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Ban ciing c6 thé bidm phim ESC dé trd vé.

trén ctra sO Power Point

Nhip vao biéu tuong

Let's Go to the Movies!

Lights! Cameral Action!
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CHINH SUA CAC BAN TRINH BAY

Trong phéan nay ching ta s& hoc lam thé nao dé:
- Chén céac bang va biéu d6
- Sir dung cac mau thiét ké
- St dung cac slide chuyén nghi¢p
- Sap xép lai cac slide

I.  Chén bang va biéu d6

CHEN BANG
1. Khéi dong PowerPoint
2. Trén thanh trinh don (menu) chon File, rdi chon Open
3. Trong cua s6 Open, tim thu muc PowerPoint Pratice Files, sau d6 nhip dup
chudt vao Movies

Open
Look in: PosserPoint Practice Files vl @ @A X a5~ Tooks~
Mame -~

. :
| -“} G%
Iy Recent
Documents '34_5’;&_____/
Deskto

7 Let's Go to the Movies!

,..J Lightsl Camers Actiod
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‘3 File marme: W | Open

My Mtk =
Places Files of type:  all PawerPaint Presentations bt @

4. Nhip chudt vao slide thir hai trong khung Slides



£F Microsoft PowerPaint - [Movies]

T Let's Go to the Movies!

5. Trén thanh cong cu, nhip vao biéu tugng | ) New Siide

- [Movies|

6. Trong 6 Slide Layout, nhap vao Title and Content layout



Click to add title

Click to add text
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Click icon to add content

8. Trong hop ndi dung, nhip vao biéu tuong
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9. Khi cira s6 Insert Table xuét hién, g5 s6 4 trong hop Number of columns

Insert Table

11. Nhap nat o |

12. Nhaftp vao 0 phia trén bén trai cia bang go Comedy
13.Nhan phim TAB trén ban phim va gé Drama
14.bién tat ca cac 6 con lai theo bang sau

Comedy Drama Action Animation
Charlie Gone with |Jurassic  |Dumbo
Chaplin the Wind Park




15. Trén thanh cong cu nhép vao biéu tuong EI dé Iuu ban trinh bay
Slide s€ trong nhu thé nay:

Famous Examples

Comedy Drama Action Animation
Charlie Zone with |Jurassic Dumbo
Chaplin the Wind Park
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1. Nhiép vao biéu tuong

2. Trong khung Layout, nhap vao biéu tuong ' du6i phan Other Layouts
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11. Sau d6 nhép nat OK
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3. Trong 6 cua s6 Slide Design, chon Color Schemes
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Apply a color scheme:
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6. Trén thanh cong cy, nha"lp chu6t vao biéu tuong
7. Trong 6 cua s6 Slides, nhap vao slide dau tién.

B3 Microsoft PowerPoint - [Mowvies]
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11. Bam phim ESC trén ban phim dé trd vé khung nhin ban dau.

III. St dung slide chuyén nghiép

Trong 0 ctra s6 Slides, chon slide dau tién
2. Trén thanh trinh don, chon View/Master/Slide Master.
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5. Nhiap chuét vao hop Footer Area
6. To6 sang <footer> va go vao tén cua ban
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7. Nhiap chudt vao khoang tring trén slide dé bo chon ving Footer Area
CHEN HINH ANH VAO SLIDE

1. Khi dang mo slide, nhip chudt vao Insert/Picture/Clip Art

B3 Microsoft PowerPoint - [Movies]

2. Trong hdp Search for go film
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6. Kéo anh dén goc dudi cua slide

 Click to edit Master title”

7. Trong thanh cong cu Slide Master View, nhip vao Close Master View.
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Man hinh s& tr& vé khung nhin binh thudong

[et’s Go to the Movies!

Lights! Camera! Action!

8. Nhap chydt vao biéu tuong A

9. Nhip chybt vao biéu tuong =l va xem lai ban trinh bay




Types of Movies
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10. Nhin phim ESC dé tr¢ vé khung nhin ban dau.

IV. Sap xép lai cac slide

1. Nhiap chuét vao biéu tuong
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5. Nhiap chuét vao slide dau tién
6. Nhip chudt vao biéu tuong dé xem lai ban trinh bay

Famous Examples

Comedy Drama JaXeiifely Animation

Charlie | Gone with .Jurassic 'Dumbu
Chaplin the Wind Park

Your Name

7. Nhip vao biéu tuong ERT lai ban trinh bay



PHAN 3: - ‘
LAM VIEC VOI CAC HINH PONG

Trong phan ndy chung ta s& hoc lam thé nao dé:
- Lam van ban chuyén dong
- Lam anh chuyén dong
- Tao su chuyén dong cho cac slide

I.  Lam vin ban chuyén dong

1. Trong ban trinh bay Movies vira tao, dam bao ring biéu tuong dang duoc
chon.
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Ugh¥! Canural Aolant

Shds Sorter Fadireg Gnd

2. Mo slide thir 3



3. Tb sang doan vin ban, sau d6 nhap phai 1én no.
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7. Trong danh sach s xubng cua Speed, chon Medium
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8. Nhap chuot vao biéu twong Igl
9. Nhép chudt vao biéu tuong = hodc nit I Slide Show

10. Nhan phim Enter trén ban phim
Vian ban s€ chuyén dong tir dudi 1€n

Types of Mowvies

Nén nhé 1a dimg qua lam dung cac thao tac chuyén dong chit va hinh anh boi vi
no6 s& khién cho ngudi xem cam thdy mét moi. Ban co thé diéu chinh dé két hop
nhiéu loai chuyén dong s& lam cho ban trinh bay sinh dong hon.

11.Nhan phim ESC dé tré vé khung nhin ban dau



II. Lam anh chuyén dong

1. Trong 6 cira so Slides, chon slide thir 2

2. Trong thanh céng cu bén dudi man hinh chon biéu tugng &l
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4. Khi anh xuat hién thi nhap chudt vao anh do.
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Comedy Crama | Animation

YOur Mame
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8. Kéo anh dinosaur xudng goc trai bén dudi man hinh
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9. Nhip chudt phai vao anh dinosaur, rdi chon Custom Animation
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Comedy  |Drama Action /_~]Animation
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13. Nhap dap chudt dé két thic viée v& dudng cong



Famous Examples

Crama Actio Canimation

Dumbo
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Anh s& ty dong di chuyén theo dudng cong di vé.
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15. Nhap chyét vao biéu tugng dé xem lai ban trinh bay, sau d6 nhan vao nit clia
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Famous Examples

| Comedy Drama Action Ane

| Charlie Gome with | Jurassic Dumba
| Chaplin e Wiercd Park

16. Nhan phim ESC dé tro vé
17. Nhén biéu tuong L2 dé 1uu.,

III. Tao slide chuyén dong

1. Nhip chudt vao biéu tugng .

2. Trén thanh trinh don chon Edit/Select all.

3. Trén thanh cong cu, nhép chudt vao
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5. Nhiap chuét vao biéu tuong [EI Slide Show ], sau d6 nhap chyét lién tuc dé xem cac
slide chuyén dong nhu thé nao.

Nhan phim ESC dé tro vé.

7. Luu ban trinh bay.

@

III. Tao slide chuyén dong mot cach tu dong

1. Trén thanh trinh don, chon Edit/Select All ‘ ,
2. Trong 6 ctra s6 Slide Transition, bén dudi phan Advance slide, danh dau chon
Automatically after

: slide Transition ¥ X
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PHAN 4: _
CHUAN BI MOT BAN TRINH BAY SONG PONG

Trong phan ndy chung ta s& hoc lam thé nao dé:
- Thém céc ghi cht danh cho nguoi trinh bay
- Tao cac ban tin

[.  Thém cac ghi chu

1. M¢ slide Types of Movies trong khung nhin binh thuong.
2. Bén dudi moi slide, nhap chudt vao dong chir Click to add notes.
"\\ Click to add notes| ‘
poshopes~ N N IO Al A @@ |- - A-===ad

3. GO vao Animated movies are often underrated

= b
Lt
- =
*B ho
(
‘| |Animated movies are often underrated]
toShapes= S\ W 1O A d it 8l @ - Z-A-S= =0 @
Shde 30f 4 Fading Grid ox

4. Trong 6 cua s6 Slides, chon slide Favorite Movies Survey



m ]
BWo men

Youf Name

Click to add notes

M|sE =
EDr.aW' Agtoshapes= S w (O Al A 0 gl @l -2 -A-= =

5. Nhap chuét vao chir Click to add notes, rdi gd nhu sau:

e g

Comedy was popular with both men and women, but the others differ by gender, -’-_‘_.-']

poshepes~ N N TS 4O @@ -SZ~ A== @ d

Slide 4 of 4 Fading Grid F

6. Trén thanh trinh don, nhip chudt vao View/Notes Page




Microsoft PawerPoint - [Movies]

Néu Notes Page khong xuét hién trén thanh trinh don thi nhap chudt vao miii tén bén

dudi dé mé rong nd

8] e Edk [ ew [ Insert  Format  Took SldeShow  window  Help
05 i ] e NIRRT e N
i i§) ester  |Elm == A = ] A
Wq‘fﬁmﬁmﬂ FS "fﬁwll_il_ e o P
|2l NotesPage | -
3 ColorjGravscae b
TaskPane  Ctri4Fl
Toalbars K
Ruler
Grid and Guides...
] Header and Footer...
;:‘,uw...
g CHICRICN

3 Microsoft PowerPoint - [Movies]

Céc ghi cht nay sé& xuat hién

55§J File Edit | Wiew | Insert Format  Tools  Shide Show  Window  Help
- ﬂﬂ'mal ‘.r ) = ‘u j __,JI'
ke EEE TN EX: I
Slide Show 3 oy e ey Py
Iaster ¥
Colorficrayscale ¥
Task Pane ChriF1 = ~ e =
Toolbars ¥
Ruder
Header and Footer. ..
|
¥
L]
E IGiE
ol |




~
i

l\ pender

,l'_r'j'r.-"l_'lr.'-f = ||1."':i| wlly T =T

wiamen preferT

-
-

Comady uas popular mith bath men and women, bt the ahars dffer by

H -

II.

7. Nhap chuét vao biéu tuong

M=
'J’J'm%bﬂmﬁ'\‘\mgﬂd{:i_ﬁj;ﬂ - A= =
e Vel Mobes 4 of 4 Fading Grid I

8. Luu ban trinh bay.

Tao cac ban tin

1. Trén thanh trinh don, chon File/Print



L&

Microsoft PowerPoint - [Movies]
Edit  ‘iew Insert Format  Tools  Slide Show  Window  Help
L

. o = .
i 3 New. .. Ctrlm i by . j’uj i
: . |25 Qpen... Chrl+0 =T ————
: prid il Qpen "0l u s || = A A A
R R T e D TR R ST T B

o save Crrl+5
1

SaWE A5,

S Save as \Web Page..
Fa Permission b
Page Setyp...
: I_P;i;t_ﬂreziew B 1
§ |_§ Brint... p, Q4P | |
T-SsndTn s F—
1 Movies

& Seasons

Exit

2. Khi cira s6 Print xuét hién, nhip chudt vao mii tén di xudng dudi 6 Print What.



Print @@
Prinker
fame: :j Micrasoft Office Document Image Writer % Properties
= (e
Type: Micensoft Office Document Imags Wriker Driver
Where:  Microseft Document Imaging Wrker Port:
Cammenk: [T Prink to file
Prink range: Copies
= all {7 Current shide Number of copies:
: i =
) slides: 31 31
Enter slide numbers andjor slide ranges. For example, !
1,3,5-12
Collate
m Hardouks
Slides ; I
JSOon Ay o, Hor , %%
Color ————— (&l
[] scale to fit paper I
] Frame sides
Lok [ concel |
3. Khi trinh don xuét hién, chon Handouts
Print what: Handouks
| Sides———— e
/” I |
q (&3
[(]5eale ta fit paper Prini
[ IFrame sides
o Coer

4. Dudi 6 Color/grayscale, chon Pure Black and White

Prink what: Handowts

| Handouts %] | sides per page: [6 9| LilCzl
olorfgrayscale: Order: () Horontal O ertical %%
Lo J [ o




5. Du6i 6 Slides per page chon sb 3

Prink what: ~ Handowts
| Handout s ¢ " e
| Slides per page: T

Colorjarayscale order: Gforcdl  Dyekcal |17
Pure Black and White  »

[] 5cale to fit pape(4 I

Frame shd
a7 (o)

Luu y: Vi¢ce chon 3 slide trén mdt trang s€ ty dong tao ra ban in vdi cac dong danh
cho céc ghi chu.

\

Prink what: - Handouts
Handouts ¥ | Siides pef page: 3 [l 1 E
Caiur_l‘qra'gscalet -1 : C —
Pure Black and White |+ z Q=
[] 5cate ta fit papedd R e :
[“]Frame sides 3
o) (o )
6. Nhép chu6t vao biéu trong L_"2"*" | ban in trong s& nhu thé nay:



Let'a Go to the Movies!
Lighe! amerd st

Famous Examples

Comnnly | Msins  |Lokm Aranala

Charke Juzac | bumla
el LE-

® :

"
i

Tyoes af Mower
+ Bnmedies -
* I 4
« ition ‘t ass)
« imation

B

7. Nhép chuét vao nat [ <95

8. Trén thanh trinh don, chon View/Header and Footer.



=

Microsoft PowerPoint - [Movies]
23] Fle  Edk | Mew | Insert  Format  Jools  Sige Show  Window  Help

é_.l_r-djﬂnrmai P Wl 3 L4 = A i
: Avial .;i Shide Sarter % IS S | AN AT EEEE | A <
Y o\ X 11 Shde Show FS T E P TRy P Wy e e T

2l motes Page
1

B Color/Grayscale 2
Z

Task Pane CrlF1

| ] Header and Footer .. DS‘J |
] zoon.. Go to the Movies!

Lights! Camera! Action!

9. Khi cira s6 View/Header and Footer xuit hién, nhz“'lp chuot vao thé Notes and
handouts néu thé nay chua dugc chon

Header and Feater @

55.54. Motes and Handouwts !
s 3 Laceztoa |
Date and time|
(O Update automatically |:"‘:‘E"-":IE=l

() Feed
Preview
2 = ==
[] Header T
Page number ;
[¥] Footer :

10. GO My practice presentation handouts



Shde | Motes and Handouts

Include on page
Dste snid bime
(O Undate automatically

Cancel I

(%) Fixed
Prewiew
e S —)— e =====]9
_,.E|'Header “-h___q_h\\ :..........: |
4 My Practce Presentation Handouts ‘f; i
EEQQ‘E " ________--"' :..-_-.-_-.-_'.-_-.-.:
[¥] Footer : L
I—-—————-——I
z ~ \ - X apply ko All A . ’ 5 \ z \ -2
11. Nhap chudt vao bi€u tuong dé in cac ban nay nhap vao biéu tugng

few  Inse Format  Tools

Sliide Show  Window  Help I

f
i [3].3) ¥ & P WA AR o= RTINS
‘\iﬁﬁjn ruosilml= =iz A o B EE] A L O

Print {Microsaft Office Document, Image 'v.'l.n'li:er,'ll
) (KL

.E...|..12...|...3...|..-4-...|...

1.-.|...q...1|..-.j...j..

.-4...|...]...| LT...

I1I. Gitip cho cac ban trinh bay dé van chuyén



1. Nhiép chudt vao biéu tuong B 4 tro vé khung nhin binh thuong.
2. Trén thanh trinh don, nhap chudt vao File/Package for CD

Microsoft PowerPoint - [Movies]
File l Edt  Yiew [nsert Fgrmat  Tools  Side Show  ‘Window  Help Ty
0 Hew... CertN b g4 A ) - - | (i (3 4 | Aoy i

Eﬂr*--'; Qpen... QO (e @ii — = | AN g SE =LA - G
Close

d Save Chri+5
Save As..
4| SaveasWebPage...

I &

II
Gl
e
=
=
Pk
[
S

_.l File Search..

Pcrml_-su:-n

_I.-.'r'“\

| Package for CD., !}
_j.-'ul'-el:! Paq;e Preview _:4__,-- | ’ .
_et’s Go to the Movies!

Page Setup,

Pririt Previey

Lights! Camera! Action!

L
iy
4 Prirt Clri+P

Send To

Click 1 add notes

3. Khi ctra s6 Package for CD xuit hién, gd My movies trong hop Name the CD

F } Copy presentations to a CD that will play on computers
_“_E;; rurining Microsoft Windows 98 Second Edition or laker, even
_I.u-.ﬂﬁt—FErw&mem._
Mamme the €D My Muwesl

EFTr&u-m.he_:up»gd;_ —

Movies.ppt | Add Files.....
Linked Files and the PowerPaoint Viewesr are | Options
incheded by defauk, To change this, cick Options.,

Copy to Folder. .. | | Copy ko CD ] [ Closs ]

Copy ko CD

4. Cho CD vao 6 CD cua ban va nhip vao nut



Package for CD FE|

0 Copy presentations to a CD that will play on computers
- running Microsoft Windows 98 Second Edition or later, even

withouk PowerPaink.,
Risme the CD: |y Movies|
Files to be copied: -
Morvies.ppt fdd Files, .
Lrﬂmthsmﬂ'anmmm;m _ Options. ..

included by default. To change this

(emrog (Jomm ]

5. DPong ban trinh bay lai.




HUONG DAN SU DUNG PHAN MEM
MICROSOFT PRODUCER FOR POWERPOINT 2003.
l. Gi6i thiéu.
1. Str dung
A. KHOI PONG PRODUCER FOR POWERPOINT 2003.

- Tt man hinh may tinh, click chudt vao start -I programs -iscrosoft office -icrosoft producer
for powerpoint 2003. (Hinh 1)

£ Remote Assistance

(o Windows Media Player
4% windows Messenger

B windows Movie Maker
CCleaner
Hewlett-Packard
HE
activePDF

Foxit Reader
Cambridge
TEXTware

| 5] Microsoft Office 0
[ wiinwoRD

Micrasaft Office I o Micrasoft Office Todls

| Microsoft OFfice Pow
[ cambridge advanced

Trrghismas(s) 2] Mierosoft Office Access 2003

Tatal Commander [3%] microsoft Office Excel 2003

8 Nero ShowTime Esse

B jetiudio jetaudio 2] tcrosaft Office InfoPath 2003
G2l Paint Real _T‘ ticrosoft Office Outook 2003

LightScribe Direct Disc Labeling
Mero 7 Essentials

Yahoo! Messenger

(@] Microsoft OFfice PowerPoirt 2003
] Microsoft Office Publisher 2003
& Microsoft Producer for PowerPoint 2003

Teamviewer 4

Ficasa 3

Mindiet MindWanager &
POF-4Change 3

ACD Syskems

Avant Browser

All Programs >

THUPlayer

Google Chrome

Seven Remix xP

‘ahoo! Search Pratection

Hinh 1.
Chuong trinh sé€ nhu hinh sau.(Hinh 2)

@ Untitled - Microsoft Pry HEE
Be G tew Dok O Ba bee
NEd BB B cenre
&) Mocka | @ Tabie of Contents | [ Freview Prasantation
Project files
<) urttled
[y wdsa
WL .
C dmages (] 9] ] 0
) Shdes
Cammm
Prececkation Tamplstes Koo ML Inages Shies
Wideo Transtiors
Video Effects
- Microsoft Praducer ]
ideo Howr do you want to create your presentation’
5t the New Presentstcn Wizard
(O Start arew bark project
() Open an existing project
G Browse existinn files..
(] noe shaws thes disiog  startip
ol
Click vao
& AE T 3 i 1 d,\
e 8 \ y.
B \
[ N\
L
Temglate
4 Hido Tmelne < 3.

Hinh 2.
- Giita man hinh ¢ khung cira s6 miscrosoft producer. Quy thay(cd) click chudt vao cancel.
1



- Cira sd d6 s& bién mat va chuong trinh c¢6 giao dién nhu sau: (Hinh 3)

Toolbar

Tab media,
Table of
contents va
preview
presentation

Cira s6
preview

\itled - Microsaft Producer for PowerPoint 2003

Thanh
Project
files

Hinh 3.

Vung chtra
san pham khi
duogc import
Vao

Khung
Timeline

Quy thiy(cd) quan sat thanh project files. O thanh niy bén dudi cé chira hinh ciy thy myc gom:
Video: Muc nay ding dé import nhiing file phim anh.
Audio: Myc nay ding dé import phan am thanh cho phan trinh dién.
Images: Dung dé import céc file hinh. Khi file hinh dwgc import vao, thi né s& & chung vi tri voi
file Video.
. Slides: Dung dé import file powerpoint.



. HTML: Pay la muc ding dé import cac file HTML. File HTML c6 tac dung dung dé cha thich
cho cac file powerpoint bén trén. (Quy thay(cd) s€ xem hudng dan tao file HTML ¢ muc sau).

B. TAO CHAT LIEU CHO SAN PHAM TRINH CHIEU.
Import file Video cho san phim.
Tré vé Hinh 3.

[ Untitied - Microsaft Producer for PowerPoint 2003

Ble ESt Vew Iook Op Bay  Help
Nl = EO- R cepture

@) Media | @) Table of Canterts | [, Preview Prasentation

Click vao
video va
quan sat
khung
bén phai

Hinh 4.

Khi click vao muc Video, ta s& thdy khung bén phai xuat hién muc import video nhu hinh duéi
day. (Hinh 5)

Hinh 5.



- Bit dau import file Video can thiét. Quy thay(cd) click double chudt vao muc import video & khung
gitra.(Hinh 6)

Click double
chudt vao day

Hinh 6.
Chuong trinh s& mé mot cira s6 méi ¢ tén Import File dé ta tim noi cét file Video. O cira s6 nay, quy
thay (c0) click chudt vao muc Look in dé tim noi da chira file Video. (Hinh 7)

@ e -—
Click chuot
vao day dé
tim no1i cat
file video

=== N

Hinh 7.



Sau khi tim dugc noi cét file video, thay (cd) chon file can import va click vao open. (Hinh 8)

i Import File g e )
Lock in: VIDED - @F 2 Mm- ph
b
Recent Places
Desktop
=
Libraries
i
Computer
ey
“w
Network CI k A
File name: "ideo] " "video2 wim" "videc3 avi" "vid || IC VaO
Fles of type: [Video Fikes (- avi-mpg. miv.-mp2-mp2v.om ~ | [ Canca | Open
Import options:
[ create cips for video fies
TT
E 44 B g ; ; i
| &al P M 23 B e 3 M )
Video B
Transition
Audio
Slide

Hinh 8.
Sau khi click vao open, cho trong vai gidy, chuong trinh s€ import cac file vao nhu hinh 9.

G T T e R &

UnTitied - MICTOSOTT MrOGUCET ToT HOWETHOINT ZUUS i

File Edit View Tools Clip Play Help
0= EI‘ & BB X | a - oo ‘ v| T& Capture 2 Synchionize {3 Publish

1] Media | @ Table of Contents | [2, Preview Presentation|

roject files
3] Untitled
143 Videa
& videol ’D
v video2

v video3
& videod

(] Audio

£ Images

] Slides B
7 HTML
7 Presentation Templates b
1 video Transitions

3 Video Effects

Import Video videol video2 video3

videod

+ aq -
eaal o T e v e e e B et e Y S e

Hinh 9.
Chi can thém mot thao tac nita. Quy thay (c6) click chudt phai vao file videol va click vao dong Add To
Timeline nhu hinh 10. Va sau d6 ching ta lam twong tu voi cac video con lai. Trudng hop mudn add
cung luc nhiéu video, chung ta chon mot file bat ky va bam td hop phim : Ctrl + A sau d6 click chudt phai
va lam nhu trén.

o 0| B copture

w Prasentation

0

FE

. &) Copy e |
Impert Video ] | X Dedte ve | videcd
Create Cligs i
| ] y cuer |
Hinh 10 ‘- i oo |

> e e




Sau khi thue hién xong thao tac trén, quy thiy(cd) quan sat & khung Timline bén dudi da xuit hién cac

file vira méi duoc add vao( Trong hinh 11 nguoi thuc hién da Add hét 4 file video). ( Hinh 11)

[re—

s

File Edit View Took Clip Play Help
DS

] ‘ < ED-| T Copture [

Synchronize £ Publish

& Media lo Table of Contents i [& Preview Fve&entamn‘

*roject files

] Untitled
-2 Video
& videol
& video2
& video3
- videot
-] Audio
- Images
{77 Slides
CHTML
T Presentation Templates
3 video Transitions
B2 Video Effects

(h

Import Video

videod

videol

video2

video3

"
Flaal«r DO0R000 COI2000  D0enoag

op.oo

0:0240.00

0:02:20.00

0:04:00.00

0:04:40.00

0:05:20.00 :05:00.00

[

Video B

Transition

nudio +f videor [ viden2 [V ]

Slide

Ludi

e ekl Wl

1

Dé import céc file powerpoint, audio, hodc html, quy thay( ¢6) thuc hién thao tac gibng nhu import file
video vira 161. Sau khi thuc hién xong vi¢c import file powerpoint, audio, html ching ta s€ c6 hinh sau:

( Hinh 12).

Hinh 11.

& Untitled - Microsoft Producer for PowerPoitit

File Edit View Tools Clip Play Help
DM BmAX| o o |FE-

& Capture £ Synchronize &3 Publish

Ly 2.

& Mediz | € Table of Contents I [&, Preview Fresemahon‘

Project files

(] Untitled -
&[] Video 7
. H] videol
& video2
.. & video3
& videod
-1 Audio
<] Images
£ Slides
-] CHAO MUNG
] CHAO TAM BIET
-~ £&] GIOI THIEU CHUONG TRINH
.E8] PHAM MEM
BB TINH NANG 1
-] TINH NANG 2
] TINH NANG 3
- BB TINH NANG 4
. E8] TINH NANG 5
0 HTAI

Import Slides

m

- TINH NANG 5

CHAO TAM BIET

TINH NANG 1

L

CHAO MUNG

08 ding shis thim e
b b vitn o8

TINH NANG 3

-

3 e
e

GIOI THIEU CHUONG

TINH NANG 4

Chuong trinh gidi thiéu vé phan
meém dén day |3 hét.

Xin cam on

il

[ Timeline: Chucng tinh g:i thigu v& phin mém dé... 0

> (PR S

£ ®a =

0020000

0.00

0:00:40.00 e -20.00

0:02:40.00

0:03:20.00

0:04T00.00

Cr04:40.00

0062000 0060000

0:06:40.00

0e07:20.00 004 o0 0:08:-40.00 00820

Video B

Transition

vieol J[wwea2 [+ ][]

Audio

Slide CHAO MUNG GUY

MICROSOFT PRO.._ ][ G101 THIEU cHUO.. || TiH NANG

[ Teo @ ng dung m_ |

D2 dang nh3p thé

|| Pr@n mem miciosot.. || Dawnioad phan me

) Chuicng frinh gidi thi... 4

Audio 2 chuthich

chuthich

HTML

Template

+ Hide Timeline

Hinh 12.




Quan sat & dong slide, ta nhan thay thoi gian trinh dién cac slide kha dai hon so v&i cac phan con lai. Dé
chinh thoi gian cho céc slide theo y mudn, ta dua chudt dén slide can chinh sao cho ¢6 hinh miii tén mau
do va nam chudt kéo tha theo y thich. Cach chinh céc ki€u file khac cling tuong tu. ( Hinh 13)

[E] Untitied - Microsoft Producer for PawerPaint 2003
! File Edit View Tools Clip Play Help
D@nl&%ﬁ_xfn = v‘g"§@Caph_Im%|Syrthnin@Pnhﬁsh 1

@] Media | ) Table of Contents | [& Preview Presentation |

e Timeline- MICROSOFT PRODUCER FOR POWERPOI...
| 8 vides3 [ [ ———
,!’ videod
(1] Audio e e
1403 Images X chm an
-] Slides
L) cHAO MUNG I

Chuong trinh gidi thiéu

K3 CHAO TAM BIET |
] G101 THIEU CHUONG TRII

v& phan mém dén day ...

[ Timbine: MICROSOFT PRODUCER FOR POW.. 0:00:3227 |

+ EE) PHAM MEM
;) TINH NANG1 i
| L) TINH NANG 2 El > o e i
/ /
£ AR r gy [b%000  vole000 o020y / OUZdn00 0032000 004000 00000 G052000 0050000 0064000
Transition | i
Audio | videel | vides2 || 1] | /
Slide chio . |pMicROSOFT PRODUCER Fof+fajioi THIEU cHUO... || TiNH NANG || Taoraing dung .. || D& danghap e, || Phan mem microsor.. ||
Audio 2 chuthich chuthich ] .
HTML htmi |
Template R
3 Hide Timeline 1 s i il i ; e 3
s ; : e ; : .

Hinh 13.
Chung ta con mot cach khac dé chinh d¢ dai(duration) hodc nhiing dédc diém khac cta cua mot slide. Quy
thay(co) click chudt phai vao slide can chinh nhu hinh 14.

[ e b Teok Gip Py Help
| D@ s e X0 - @ | B o B snovene ) pubin

Temeline: GH THIEY CHUDNG TRINH_Skde1

ol

I
Chuseng trinh gidi thidu
it phibn mien dén diy ..

O

) CHAG MG
) CHAD TAM BET i
) GIO1 THIEU CHUONG TRE
] PHAM MEM
3] THNH NANG 1
AT :

[TIREk:]

| [ Vinolins: 510 THIEUEERIGHS TRINH_Sids1
| » I e rin

M7 M 1 MM D3 T R DT T M T R L O 311
Tramsition.

P e e |
side | crAD . | McROSOFT iMTHIEuW'i“*:gW“M“THHNAHG J Yoo ing dung ... || D4 ding rhgpd.. || Phle men microsal.. |

Cut Cele i

(B2 Copy  CeC
HTML hisd E VIR Paste CdeV
Template K Delete el

Buration..

Resrmange...
Edit Shde...
Salect All Ciibed
Properties

Khi click
chudt phai
vao slide ta
s& co Ccac
dong 1énh
sau

Hinh 14.
7



- Dong Duration : cho phép ta chinh thoi gian trinh chiéu ctia mot slide.

- Dong Rearrange : cho phép ta di chuyén, sip xép céc slide theo ¥. ( tuy nhién, chung ta c6 thé dua
chudt dén slide can di chuyén sao cho chudt hi¢n thanh hinh ban tay, sau do6 nam kéo slide dén vi
tri cn)

- Dong Edit slide : cho phép ta chinh stra ndi dung cua file powerpoint ngay tai trén nén cta
Producer.

- Céc dong con lai chung ta c6 thé tu tim hiéu nhé!

. Cong viec dén day twong déi kha nhe nhang phai khong quy thay (cé) ? San phdm cia ching ta
sap xong va dem trinh lang dirgc r6i dé. Tuy nhzen dé san pham chiing ta sinh déng va thém dep
mat, chi can mdt thém vai phiit théi. Nao hdy tiép tuc nhé !

TAO HIEU UNG CHUYEN TIEP CHO CAC VIDEO VA FILE HINH ANH.

Viée dau tién chang ta dua chudt vao mét file video bt ky va click vao dé chon né. Sau do click
chudt vao muc video transitions dudi thanh project files, ching ta s& thiy xuat hién bén tay phai
nhiéu hinh anh minh hoa cho hiéu tng. Viéc tiép theo 1a click chudt phai vao hiéu mg ta can chon
va click vao dong Add To timeline. Cac video con lai ta lam tuong ty. ( Hinh 15)

[File  Edit  View Tools Sip B-!Y Help

DER xR o M- | S Copture (G Synchonize &) Publah
) Media | Table of Contents iﬁhemﬁmnmbm
Project flos

o videod

& adesd
] Audia , L
20 Images P
-] Slides {

Add To Timeline Carl=D
) CHAD MiNG

) CHAG TaAM EET

2 GI0I THIEL CHUONG TRINH
i) PHAM MEM

ImuTn. ﬁ"' P np!rl L=

) Tih NANG L
B TN MANG 2
.1\':‘1“] TINH MANG 3
A TINH MANG &
] TINB MANG 3 Clock Disgonad, Block Wipe —
[y HThEL
[T Preseraation Templates 3 A
Wideo Transttions Clle ChUOt
LA R vdeo Effects A1 VA
phai va

£IREA|~ > E R R L B Y ==\ chon Add
L A To Timeline

Video

Transition Video B |

Transition

Lo 2] videa] videod q : E video't

Sudio 2

HTML | b=l

Hinh 15.
V6i dong Video Effects, quy thay(co) tu tham khao thém nhé.
Nao, gid ta quan st trén dong Video Transitions s& thiy dong Presentation Templates. Dong niy cho
phép ta chon lya cac giao dién khi trinh chiéu. Gio hay thir kham pha nhé.
Con cho gi nita, hay thu click chugt vao dong Presentation Templates di! Va xem hinh 16 thir xem co
giong hinh trén may tinh cua thdy (cé ) khéng nhé.(Hinh 16).
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) TINH NANG 5
- HTML
| Presentation Templates
3 video Transitions

Slides and HTML

e

Clouds Audio - Fixed

Clouds Video (240x180} - Clouds Video (480:360)

Clouds Video (80060

Fixed Slides and HTML

=

Globe Audio - Resizable  Globe Video (240,180 -
Slides and HTML Resizable Slides and ...

B

Globe Video (480,360

{2 Video Effects o
K| &S
Video
Transition
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HTML html

Viéc tiép theo la quan sat cic Templates. Nhiéu qud nhi, théi dé chdac an ching ta hdy click chudt phdi vao
Template co tén Default va chon dong Add To Timeline. Sau do nhin xuong dong template ¢ Timeline, ta sé thay

Hinh 16.

Template default xudt hién. (Hinh 17)

fle Edt View ook Chp Play Help
DEMEl:mex{n-n

o] o [ | G Caprore b Synevonize. ) Puslisn

Project Blaa
H videod
# videod
[ Audic
{20 trmages
-7 Slides
] CHAD MG
i3] CHAO TAM BIET
] GROI THIEW CHUMNG TRINH
S PHAM MEM
2] TN MANG 1
] TIN MANG 2
1] TIhH MANG 3
i3] TINH MANG 4
3] TINH MANG S
{3 HTML
[ Presantation Temnplates
"} videc Tramaitions
& Wideo EMects

Clowds Audic - Fooed
Slides snd HTML

Chouds Video (280050 - Chouds Video [ES03G0)
Fred Sedes and HTML

L] ;
Chouds Videa [BIE00)

—plobe Video (260150) -
_|{Peazable Shdet and ...

P

TR

chon add to
timeline

Aick chudt phai

vao default va

IR

/ Template

Default s& xut
hién ¢ day

Hinh 17.




Con chut nita thoi nhé. Canh tab Media la tab Table of contents va Preview Presentation. Muc Table of
contents cho phép ta nhdp va hiéu chinh mgt sé théng tin cd nhdn, con muc preview la cho phép ta xem
truede san pham ciia minh.

Gio ta hay click chudt vao muc table of contents nhé. Sau d6 nhap mot sb thong tin ca nhan.

Untitied - Microsoft Pra 7
\
- File Edit View Tools Clip Play Help Dong
= L X | Cpl o | IR | Capture [Eh Synchronize 1
=] | 3 & Capture & Sy title
L@Me{nal @ Table of Contents |[& Preview Presentatlon‘ \
Table of contents Introduction page
Add, change, or delete table of contents entries from the presentation. | Enter information about your presentation and specify an image for the introduction page of your
{ resentation.
TOC Entry Time. Duration Dbng \\ | %HEI
CHAQ MUNG QUY THAY CO DEN VOT LOP TAP H...  0:00:00 0:00:16 ! "
| Untitled Preview...
MICROSOFT PRODUCER FOR POWERPOINT 2003 0:00: 16 0:00:12 presenter |
GIOI THIEU CHUONG TRINH_Slide 1 0:00:28 0:00:12 Nmmr (ophonal;
TiNH NANG 0:00:40 0:00:13 | . hunganhsaturday.com
Tao ra (g dung Multimedia trong gidng day v& ...  0:00:53 0:00:18 _ | Intreduction page image (optional):
D& dang nhap thém cac dinh dang file video cd &... 0:01:11 0:00:13 Slide m
Phan mém microsoft producer cd thé import cin,..  0:01:24 0:00:14 Slide B L)
Download phan mé&m va tai liéu tham kho. 0:01:38 0:00:07 Slide
i
Chwrang trinh gidi thiéu v& phan mém dén day la ... 0:01:45 0:01:08 Slide s A |
7 Dong é :
+ Py [ H \
&R ) o e R0 Introductio ] i i B e R
| . L ; n page
fieo 5 B8 irrf)agge
Transition - description \
audio | vigeor [ vieoz [ ][ || viteot \ |
Slide cw]le]lr [ Jo]e]] \ /
Audio 2 chuthich
HTML html | hunganhsaturday c.
Template Default
# Hide Timeline bl 1 | s
N
Hinh 18.

Trong hinh 18 chiing ta quan sdt thdy bén trdi man hinh la cira sé table of content. Muc nay cho ta biét vé
ddc diém ciia cdc file ta dd add to timeline. Ta ¢ thé tim hiéu thém phan ndy sau nhé.
Con bdy gio hdy nhin cira sé bén tay phai man hinh. Trong cita s6 Introduction Page ta nhdp thém vai
thong tin ca nhan thoi ma. Con néu khong lam budc ndy cing chang anh hwéng gi dén san pham ta cd.
Tuy nhién khi san pham dwoc tao thanh sé chdng c6 tén tudi gicd.
- O dong Title: Quy thay (cd) vui long nhap dong : LOP TAP HUAN TIN HOC PRODUCER FOR
POWERPOINT 2003.
- O dong Presenter : Quy thiy(cd) nhap vao tén cia minh nhé.
- O dong Introduction page image: ta click chudt vao niit browse va tim mot btrc hinh ma minh s&
chon lam anh minh hoa cho san phém cda minh.
- Trong vung Description: Quy thiy(cd) gd vai tir nhu sau nhé: Pay 1a sain phidm diu tién ciia
toi.
Thir click vao tab Preview presentation, chiing ta s& thiy trudc duoc san pham cta minh.

Va bay gio la phut quan trong day.
Trén thanh toolbar, vao File va chon Publish Presentation. Hinh 19.
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Pk and 6.
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Properties
1 DO Untisled

Globe Audic - Resizsble  Globe Video (260180) - Ghobe Video (§30x360)

B o Shides and HTML Resizabile Slices and ..
Presentation Templates

[ video Transitions

B Video Effects

£ e

Video B

Tpaeition
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sise fc Yucffrir fojejlf
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WML | b [ rgantsstataye. |
Template Defactt

4 Hide Timeline L ; "

Hinh 19.
Cira s6 Publish Wizard xuit hién (Hinh 20) , dirng ban tdm nhé, hay click vao next

Select a Playback Site
Choose how your presentation will be played back.

- Publish

@ My Computer

Publish your presentation on your computer or to a CD. The presentation can then be I
played back locally from your computer or from the CD.

(") My Network Places

Publish your presentation to a shared network location. The presentation can then be
played back from the spedified location on the network if security settings allow,

R

@ Web server deo (240:180) - Clouds Vide
les and HTML

EAddane‘.\' Web server Vi i Edit | {Delehe :

Publish your presentation to a remote server. Files are stored on a Web server and
Windows Media files can be streamed from a Windows Media Services server. The
presentation can then be played back over the Web.

If you do not already have a remote server to post your presentations to on the Web,
you can find one that hosts Microsoft Producer-based presentations.

Globe Video|

Click vao Resizable SI

Transition

Audio

Slide

Audio 2

HTML himl | hunganhsaturday.c... |

Hinh 20.
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Lai thém cira s6 Publish Wizard dting khong nhi? Khong co6 gi. O dong file name ta g8 PRODUCER.
Cubi dong Publish Files to, click vao Browse va chon noi ta can luu san pham(ddm bdo rang quy
thfiy(cé) nho noi minh luu file nhé). Sau d6 next lién tuc nhé. Cur next di, khong sao dau. Next dén khi
may c6 hinh nhu hinh 21 thi ta c6 thé ngdi thu tha roi.

Publizh Wizard

Publish Your Presentation —
(Click Mext to begin publishing your presentation. A

£3 Publish

List Files to be Published

Publishing presentation. Please wait...

Minutes remaining: Please wait. Estimating time...

Espveia pubieie o ceenlalion proct et Heo (40:480) - Clouds Video (430:360) 1

es and HTML

Minutes remaining:

Publish to:
D:\TAP HUAN\HUONG DAM

|
dio - Resizable Globe Video (240:180) -
jand HTML Resizable Slides and ...

TR R LR

NN o e ——
—_—

Transition

Audio videol [ vigeo2 | || |[videst |

Hinh 21. ( Dang tao san phém)” ’
Sau khi chay xong chuwong trinh ta s€ thay thém mot ctra s6 Wizard nira xuat hi¢én nhu hinh 22.

Y Publish Wizard R - ; Té’l bu'é’C néy C(’) hal Ch()n
lwa. Quy thay (cd) c6 thé

click chudt vao dong Internet

Explorer or later for

Windows

Hodc c6 thé click vao finish.

Presentation Preview
You are now ready to preview your presentation.

Preview presentation for playback in:

Internet Explorer 5.0 or later for Windows

Nao gio hay click vao finish
Internet Explorer 5.2.2 o later for Mac 05 d:soa(rfjﬂl-):}l' va mo My qom puter lén.
et Nkt 7. for isions Tim dén cho da luu file va
chay file co hinh trinh duyét
web. Tén cua né la
PRODUCER nhé.
Nhung hay khoan da! Hay
lwu lai file da tao ra san
phim dé con sir dung chinh

and HTML

Learn more about how presentations are displayed in different Web browsers, sira hay them bm saurnay
= xong.
Transition -----
Audio | videot [ video2 |[1 ][ [ videot ]
Hinh 22.
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Chu y: Khi chay file PRODUCER thi giao dién s€ c6 hinh trang web. Dé’ trinh chiéu v6i man hinh full,
quy thay (c6) bam phim F11 r6i an vao nit PLAY. D¢ tat ché d¢ full, ta an phim F11 lan nira nhé.

B 10 file HTML
Rét don gian dé tao file HTML. Chiing ta hiy khéi dong Microft Word 1én va soan vao dé ndi
dung can thiét. Sau d6 vao file chon save as web page 1a xong. Sau khi luu file dang Save as web
page, quy thay(cd) s& thay file minh vira luu c6 hinh cta trinh duyét web (internet explorer).

- Vé co ban chiing ta cé thé tao dwoc mdt san pham trinh chiéu cho powerpoint két hop ciing cdc
loai file khdc bang phan mém Microsoft Producer for powerpoint 2003. Tuy nhién , dé san pham
chiing ta sinh déng va thu hit sy chii y hon thi can phdi cé nhiéu thoi gian dé kham phd né. Trong
thoi gian ngan ching ta khéng thé cung nhau khdm phd hét Microsoft Producer for Powerpoint
2003 duoc.

- Ngodi nhitng thao tdc co ban trén, ching ta con cé thé kham phd chirc nang thu ém, ghi hinh tir
chuire nang Capture trén giao dién cua Producer for Powerpoint. Chirc nang chinh swa giao dién
trinh chiéu ( vao Menu Edit chon Presentation Scheme va tham khdo cdc chirc néing trong do.
Nhitng budc nay thyc hién kha don gian.

- Véuwu d‘zem cua phan mém Microsoft Producer for Powerpoint 2003 thi ching ta da biét. Pay la
phdn mém c6 thé phuc vu 16t va sinh déng cho cdc tiét day dén mdy chiéu hodc lam nhitng bdo
cdo. Tuy nhién, phan mém ciing c6 nhitng han ché nhdt dinh cia né: Khi tao thanh san pham thi
file tao thanh c6 dung lwong kha lon. Nhung véi muc dich phuc vu cong tac giang day thi theo
ngueoi viét huéng dan ndy , dung leong khéng 16n lam.
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Cau 1. Cho biét cach &p dung nhiéu Theme khac nhau trong mot bai thuyét trinh? ........... 178
Cau 2. Cho biét cach sao chép nhanh tat ca cac hinh cd trong bai thuyét trinh................... 180
Cau 3. Hudng dan céch tao watermarke cho CAC SHOE? .........covvvvveeevieieceeceee e, 183
Cau 4. Xin cho biét cAch tao MOt MAU tEMPIALE? ........coovevieeeeececeee e 188
Chwong 5 Lam viéc véi cac hiéu tng, hoat canh.............cccoooeeviiiiin i, 193
1. HiU TN Cho VAN DAN ..ottt 195
Cac tuy chon hiéu ing nang cao cho VAN DAN ........cccoiiiiiiiiiiiiiice e 198
2. .S80 CNEP NIGU TINQ .....eiiiie ettt e et e e be e beeanbeennee s 202
3. Sap xép trinh tu thuc thi MU NG ChO ......vveeeeeeee e 203
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4. Hiéu trng cho hinh anh, SNAPE ........coiuiiiiiie s 204
AD AUNG NIBU TING ..ttt 204
Cac tuy chon hiéu trng ndng cao cho hinh anh ..., 205
Hiéu tng di chuyén d6i tugng theo duong di dUNg SAN .......c.o.cvveeveverceeeereecees e 206

5. HIGU TiNQG CO SMATATT ..o 209
Ap dung hiéu trng cho SmartArt Kiéu danh SACH ............cccceveeveveceeieeeeceeeeeee e, 209
Ap dung hidu ting cho SMartArt KieU PICTUIE ..........c.cvocevevereeeeiereceee s, 210

6. Thiét 1ap hiéu ung va tdy chon cho 4m thanh va doan PhiM.........ccccocevevevereeececceeee 211
ThEm va X0a BOOKMAIK ..........ooiiiie e 211
Thiét 1ap cac thy chon cho AM thanN.............c.o.ovoviieee e, 212
Thiét 13p C4C thY ChoN CRO PRIM ...ttt 215
Yo o To N o o =] TP PR PRPTURPOPRPPRTY 217

7. HIgU NG CO DANG DIBU .....cvovveceeecee ettt 218

8. HiIBU TN CHO 0 thil...vvvieiees ittt sttt sttt sttt 219

9. X6a bo hiéu trng ctia cac b1 twoNG trEN SHAE ..c...cv.veveeeeetie e 221

10. HigU NG CRUYEN SHHE. ..ottt ettt en e 222
Ap dung hiu GNG ChUYEN STIAE ...ttt 222
X602 b NiBU NG CUYEN SHUE. ..ottt 223

11. T dong N0 DA thUYEL trINN ...........c.ovieeeeiiiec ettt 224

12. Tao c4c siéu lién két va cac nut Iénh diéu huéng trong bai thuyét trinh...........ccccveveeee. 226
Lién két dén mot slide khac trong cting bai thuyét trinh..........cocovovvevereeeereeeeees e, 226
Lién két dén mot slide khac bai thuy@t trinh ..........cocovevveveveveeses e, 227
Lién két dén mot dia chi thir dHEN 1 ......cvurericieceee e 229
Tao lién két dén dia chi Web hodic may chil FTP .......cocovovvviiiviceeeseeee e 230
Tao lién két dén tap tin dang Iuu trén dia hodc trén mang NOI DO.........coevevevevereeiereeeen, 232
Lién két dén mot ung dung va tao mot tai li€U MO .....eevveeiiiiiiieiiiii e 235
Thay d6i mau ciia doan van ban ¢ SiBU BN KEE ..........co.ovveverieeeeeeee e 236
Nhin manh hyperlink v&i Am thanh..............cccooeeieuereiereeeseeeseeeeseees e, 237
Hi€u chinh hodc x6a hyperlink ...........ccoooiiiiiiiiiii e 238

L3 HOT QAP o as 240
Cau 1. Trinh bay céch thiét 1ap nhanh cac hiéu trng cho tat ca cac slide? .........coccceveveene.. 240
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Cau 2. Trinh bay céch tao nhanh b nut diéu hudng cho tat ca céc slide trong bai thuyét
L0410 1O ST OPPRP 241

Cau 3. C6 céch nao khong cho hiéu duong gach dudi cia van ban
€O hyperlink hay KNONG?........cooiiiiie e 244

Cau 4. Mudn chén Logo cdng ty vao tat ca cac Slide trong mot bai béo céo
c6 rat nhiéu slide thi Phai IAM SA0? .........covcvceevereecee e 246

Cau 5. C6 cach nao cho mot ban nhac phét tir dau dén cubi bai thuyét trinh hay khong?... 247

Chwrong 6 Chuan bi thuy@t trinn...............cooooieieeeeeceeeee e 248
1. T20 tiéu d& dAU VA CRAN TTANG........cviviveeeeeeeeceeeee it en s en sttt en ettt en e 249
Tuy chinh Header & Footer trong Slide MaSter .........ccooeiiniiieiieie e 252
2. Ghichl va nhan Xét cho CAC SHAE ........ooeeiiiiiieiece e 253
Ghi ChU CNO SHAB.....eeeeeee e e et e e st e e neeeanes 253
LAm VIEC VT COMMENT ... .uiiiiiiiiiiie ettt ettt e e s stb e e e et e e e e st e s e e s anbae e e e s enbaeeeesannes 255

3. Chuyén dinh dang cta bai thuyEt triNN ..............ccoiiieieeeceee e 258
Luu bai thuyét trinh dudi dinh dang PowerPoint 2003 trd V& tru6iC...........c.vvveeveveeeeeeeeeene. 258
Chuyén bai thuyét trinh SANG PDF/XPS ..ot es it 258
Chuyén bai thuyét trinh SANG VIEO.........c.cv.vvrieieeeessesisiee et 259
Chuyén Handout SANE WOTd.............cvoviiieeeeesesieieeeseseseses sttt es st es s, 260
4. 1N DATENUYEE TINN........oeicieeeeeese ittt e sttt ettt sttt en e 261
In tai 18U dANN CNO BIEN GIA...ueuv.vvieiecec ettt ere s 261
In tai licu danh cho KNAN QIA......c..ieeiiieeic e 268

5. Dong g6i bai thuyét trinh 18 dTa........ocovvveeeeieeeeeceees s 273
6. TUy bién noi dung cho CAC BUGT BAO CAO ..ot 276
AN/ IENCAC STHAC .. evvivirttici e 276
TUy bién NOT UNE DAO CAO ..evvveerceeeeeeeeeeee ettt n sttt 277

7. Thiét 13p tuy chon cho CAC KIBU DAO CAO ..........veceeeeeceeeeeeeceeeee e 280
Thiét lap tdy chon cho loai trinh chiéu c6 ngudi thuyét trinh ..........ccoovevvevereeeceee, 280
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9.

Danh dau hoan thinh VA0 bai BA0 CAO.......cvueveeviiriieieieieieeie e 286
HOU A +vvvvvveeeeeeeeesseeseessesessseeseesssessseeseesssessseeseeses s eeeesess e ee s e s s s s eseesseee e essseesee 287
Cau 1. Lam sao dé in Notes Page ma khong c6 hinh thu nhé cua slide bén trén?............... 287

Cau 2. Lam sao loai bé nhanh cac hiéu tng va hoat canh khi trinh chiéu bai thuyét trinh? 289

Chuong 7 Trinh chiéu bai thuy@t trinh ...........cocoovveviieieeceeceeeeeee e, 290
1. Trinh chiéu DT tRUYEL TrNN..........ooveeeceee e, 291
Thiét Iap céc tiry chon cho ché d0 SHAe SHOW .......cvvvveerceeeeeeeeee e, 291
Trinh chiéu DA tNUYEE TN .......ooivieceeececeee e, 292
Trinh chiéu bai thuyét trinh théng qua mang internet dén nguoi Xem tir Xa............c.......... 293
2. St dung cac niit didu khién trong ché do Slide SROW...........ccovvvveierereeeeereceeeeereeneeens 297
Di chuyén dén mot slide XA GINN...........oveveiieeieeeeeeeeeeee st 297
ST dung cAC t0 NOP PRIM TAL ......v.cvvrceceeeeeceeetee et ettt en e e 298
Chuyén dén mdt CUSEOM SHOW w..vvecvviereeeeeeeceeieeesceesser et ses s ies s s ses s stss s s e s 300
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Bat tinh nang hd trg' nhiéu man hinh.........c.oooiiieiieeeeee e, 304
Trinh chiéu bai thuyét trinh v&i nhidu MAN NINN ..., 305
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Cau 1. Tap tin PowerPoint Show (PPSX) ¢ can chuong trinh PowerPoint
hodc PowerPoint Viewer dé chay hay khéng? Ching ta cd thé hiéu
chinh tap tin PPSX hay KRONQG?.......ccovviiiicc e 307

Cau 2. Lam sao dé nhap phai chuét thi s& Iui vé slide trude trong ché do Slide Show?...... 307

Cau 3. C6 cach nao khoa hiéu lénh chudt va ban phim dé diéu khién trong khi trinh chiéu?308

Cau 4. C6 thé nhap van ban trong khi Slide SHOW KNONG? ...........covvvvveerirceeeeeeseseneeens 309
Cau 5. C6 cach nao khdng cho tua dé cua céc slide khong hién thi nhung

van ¢d trong lénh Go to Slide trong Khi trinh Chiu? ...........cccoovevviveveeeeeeeeee, 312

Phu luc 1. Céach tao bai thuyét trinh chuy&n Nghiép ........ccocevevevveceeieeeee, 314

1. Mot bai trinh didn IEU QUA ....c.cveveveiiiccceceeee ettt 314
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2. Ké hoach phat trién bai trinh didh.........cco.oveveeeereceieeeeeeeeee e
Bude 1: Xac dinh ddi tuong khan gia va muc tiéu bai trinh didn.........c.coeeeveevrevennen,
Budc 2: Lya chon phuong phap bo CA0........ccvviiiiiiiiiii e
Budc 3: Lya chon phuong phap truyén dat thong tin ............ccceeveeevevereceeereeeeees e,
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L.n c')-

Ban doc than mén,

PowerPoint 13 mdt cong cu bién tap va trinh dién bao cdo trén may tinh phd bién nhét hién nay. O
Viét Nam, PowerPoint cling da dugc ap dung rat nhi€u trong cac buoi hdi thao, cac cudc hop, cac
budi gioi thi€u du an hodc san pham, bio cdo trong ndi bd cong ty hoac phuc vu cho cong tac
giang day.

PowerPoint 2010 dugc bd sung nhiéu tinh ning méi véi su cai tién giao dién Ribbon thuin lgi
hon cho nguoi stir dung. Do vay, nhiing nguoi dé tung sir dung thanh thao hodc nhirng nguoi moi
bat dau tim hiéu PowerPoint déu phai hoc qua cach str dung chuong trinh nay. Tuy nhién, nhiing
ngudi da thanh thao PowerPoint s& ton it thoi gian hon so v6i nhitng ngudi moi bat dau.

Tai liéu nay co 7 chuong va cac phu luc. Cac chuong duogc t6 chire theo timg nhoém nodi dung 16n
twong ing voi qué trinh xay dung bai thuyét trinh cta ban trong PowerPoint. Do viy, cic ban
méi bit dau hoc nén doc tai liéu tir ddu dén cudi dé ¢ cai nhin va sy hiéu biét téng quat vé
chuwong trinh nay. Cac ban da am tuong PowerPoint thi chi can doc qua cac ndi dung mdi trong
phién ban PowerPoint 2010 va xem thém nhitng van dé ma minh quan tam.

Tai liéu duge thiét ké theo huong vira hoc vira 1am va chu trong vao thuc hanh nén cac ban phai
cO gang hoan thanh tirng phan trong tai li¢u. Khi doc xong tai liéu la cac ban da nam trong tay
mdt cong cu bién soan va trinh dién bai thuyét trinh chuyén nghi€p nhat thé gioi.

Céc tap tin hinh anh, video, audio, ... dung cho céac bai thyc hanh trong tai li¢u nay co thé tai tai
dia chi http://www.qgiaiphapexcel.com/download/Multimedia.zip.

Hy vong tai li¢u nay s& giup ich cho ban doc nhanh chong tiép can va stir dung thanh thao céc tinh
ndng cua chuong trinh PowerPoint dé ap dung vao cong viéc thyuc té ctia minh.

Do tai liéu dugc bién soan trong thoi gian rat ngan nén khong thé tranh dugc nhitng diém thiéu
s6t va chura hoan thién. Cac y kién dong gop xin vui long giri vé:

Tran Thanh Phong

Giai Phap Excel

Email: ttphong@giaiphapexcel.com
Website: www.giaiphapexcel.com

TP. HCM, ngay 30 thang 01 nam 2010

11


http://www.giaiphapexcel.com/download/Multimedia.zip
mailto:ttphong@giaiphapexcel.com
http://www.giaiphapexcel.com/

Chuwong 1. Gioi thiéu PowerPoint 2010

 Trim Video PR

Flowers,wmy Duration: 00:07.894

00:00,000

: b
[00:00 Al : : : [oo07.894 3|
End Time

Start Time

Cancel

Hinh 8. Cat xén video
Chén video t&r c4C nguén trén mang

Cheén video tir cac ngudn trén mang ciing 1a mot tinh ning ndi bat cua PowerPoint 2010. Tap tin
video nay c6 thé do ching ta tai Ién cac dich vu lwu trir truc tuyén hoac ban suu tim dugc. Co
nhiéu dich vii luu trit, chia s& video truc tuyén hoan toan mién phi nhu YouTube, Yahoo Video,
Clip.vn, Google Videos,... Moi tap tin video luu trir trén cac trang nay thong thuong sé€ cé doan
ma ding dé nhing vao cac trang web khéc.Vi du, vai trang Yahoo Video, ban sao chép doan ma
trong 6 Embed. Sau do6, trén giao dién PowerPoint, ban nhan vao nit Video, chon Video from
Online Site...

Tai viing trong cua cira s6 Insert Video From Online Video Site, ban dan doan ma da 1y duoc
khi ndy vao. Xong, nhan Insert. Nhu vdy 1a doan video di duoc chén vao bai thuyét trinh. Tuy
nhién dé xem duogc doan video thi may tinh phai c6 két ndi Internet.
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. Despicahle Me' Teaer Trafler 3 on Yahwo! Yideo - Wiodews Infermet Exploares

e L Yew Fpote Lok e
o Favorkes Q) Dospacable Me' Taaoar Tralad 3 on fahoo! Video

0..,.- of yahoa oo ¥»hix b

'‘Despicable Me' Teaser Trailer 3

a3t

Share

Emad Embed

<

= i

L)

b? B Uoror

| Cotm, Dot with ervces on pags.

Hinh 9. Cheén video tir cAc nguon trén mang

Nhung video

Nhitng doan phim, bai nhac duoc nhing vao s& tré thanh mot thanh phan cua bai thuyét trinh.
Chung ta khoi phai ban tam tai viéc sao chép céc tap tin nay giri kém theo bai thuyét trinh. Ngoai
ra, PowerPoint con cho phép xuat ban bai thuyét trinh sang dinh dang video dé co thé chép ra

CD/ DVD, dinh kém theo e-mail hoac gui Ién web.

NHUNG MEDIA

Hinh 10. Nhang video vao bai thuyét trinh
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= Quick Access Toolbar:Chira cac 1énh tit ctia cic 1énh thong dung nhat. Ban c6 thé thén/
bét cac 1énh theo nhu cau str dung.

= Nt Minimize:Thu nho cura s6 tmg dung vao thanh tac vu (taskbar) cua Windows; ban
nhap vao nt thu nho cta trng dung trén taskbar dé phong to lai cira s6 trng dung.

= Nuat Maximize/Restore:Khi cira s6 & ché d6 toan man hinh, khi chon nat nay s& thu nhé
ctra s0 lai, néu ctra s6 chua toan man hinh thi khi chon niit nay s€ phong to cua so thanh
toan man hinh

= Nut Close:j_:)(’)ng tmg dung lai. Ban c6 thé nhan duoc thong bao luu lai cac thay doi cta
bai trinh dién.

» Khu vure soan thio bai trinh dién:Hién thi slide hién hanh.

= Ngin Slides: Hién thi danh sach cac slide dang c6 trong bai thuyét trinh

= Ngiin Outline: Hién thi dan bai cta bai thuyét trinh

» Thanh trang thai (Status bar): Bao cdo thong tin vé bai trinh dién va cung cap cac nut
1€nh thay d61 ché do hién thi va phong to, thu nho viung soan thao.

Ribbon

Ribbon dugc t6 chirc thanh nhiéu ngin theo chirc ning trong qua trinh xay dung bai thuyét trinh.
Trong moi ngan 1é€nh lai dugc t6 chirc thanh nhiéu nhoém 1énh nho tao giup nguoi dung dé hiéu va
de str dung céc chirc nang cua chuong trinh.

Ngéan Iénh theo ngilt canh
Cac ngan chura 1énh (Tabs) |
fa Y
P “ 3 Bowettaing Oa.ppt Mirros oft BowerSaing | r I 1 | = & &2
m‘ b niant Delign Fiantitan Aramationy Shae Shew Rauie " Davriape agadne > Dusige Farmat Forso &
4 - [0 A A | & | ) ) Shaoe F # Fna
a- "o ik 8. | Y 039 o ” . #op
B 7 U Sde-fa- A- EE =W ik~
Nhom 1énh M6 hop thoai

Hinh 26. Ngdan Home trén Ribbon
»  File:M¢ thuc don Filetir d6 ta co thé truy cap cac 1énh md (open), luu (save), in (print),tao
mdi (new) va chia s€ bai thuyét trinh.

= Home:Chira cac niit 1énh thudng xuyén st sung trong qua trinh soan thao bai thuyét trinh
nhu 1a cdc v€ 1énh sao chép, cat, dan, chén slide, bo cuc slide, phan chia section, dinh
dang van ban, v€ hinh va céc I€nh vé tim ki€ém, thay the...

= Insert; Thuc hién cac 1énh chén, thém cac doi tuong ma PowerPoint ho tro nhu la bang
bi€u, hinh anh, SmartArt, do thi, van ban, doan phim, &m thanh,...

!"ﬁ. Home ' Devgn Teansitien Vireaton lide Shoy Havie I avelopet AQE I
- B = R y = u . A ({I &l 3 brey T[ ‘i'..) j‘.

2% Tanie

Hinh 27. Ngan Insert
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Chuwong 1. Gioi thiéu PowerPoint 2010

»  Design:Thuc hién cac 1énh vé dinh dang kic c& va chidu hudng cua cac slide, handout, &p
dung cac mau dinh dang va céc ki€u hinh nén cho slide.

m Hume Insert Desig Transitions Animabons Slide Shav View Deselope: Ada.dnt
i Iy i Bl cotars
| % | = o Backgroand Styfes ~
$ 4= As Aa Aa | Al Fors +
Fage Stide wsssw smcun uusmuw vr'rr came. — — % e B ground Gesph
Setup Orientation * - Effecis - -
) z '

Hinh 28. Ngan Design

= Transitions: PowerPoint 2010 t6 chirc Transitions thanh mdt ngan mdi trén Ribbon gilip
ching ta c6 thé ap dung va thiét 1ap cac thong s cho cac hiéu tng chuyén slide rat nhanh
chong va thuan loi. Ngoai ra, chiing ta ¢6 thé xem trudc hi¢u ing chuyén slide ngay trong
ché d6 soan thao.

m Hitrne Insert Deiigr Teatubsor ) Anlsatioes Tase Ihow Hevies e Developer A38.08 i
- *  AD e Slide
¢ )

Hane Tt fade Pu: Nipe soirt Reven

Hinh 29. Ngan Transitions

» Animations: Danh muc cac hiéu tng ap dung cho cac ddi twong trén slide, sao chép hiéu
ung gitra cac doi tugng, thi€t 1ap thoi gian cling nhu cac su kién cho céac hi€u ung.

n Home Insert Design Transitiors af sthar I slige Show Revien View Develape Ada-ing Foreat
- 2
- tion Fane Start On C r

Previe T g 0 ] Efect dd

aetar Som ’ W { trate ~a - .
. " r iR 5} Ootions * | Ansnation *,-‘ mation Painter (%) Deta 0000 5 ¥ Moyelste

Hinh 30. Ngan Animations
» Slide Show: Chuan bi cac thiét 1ap cho bai thuyét trinh trudc khi trinh dién, tuy bién vé
mat ndi dung cua bai thuyét trinh trong céc tinh hudng bao céo, broadcast bai thuyét trinh
cho cac khan gia theo doi tir xa va thiét lap cac thong s6 cho cdc man hinh hién thi khi
trinh dién.

e |
Home Insert Design Transitions Animations Slide Show % Review View Developer Add-Ins Format
= ! = R == = x [¥] Piay Narrations (@l Resolution: Use Current Resolution ~
» ¥ ® & =8 o 2™ :
= — — — —= [¥] Use Timings aE S [ -
From From Broadcast  Custom Set Up Hide | Rehearse Record Slide _ o et :
Beginning Current Slide  Slide Show Slide Show > | Slide Show Slide  Timings  Show~ L Show Media Controls | [[]] Use Presenter View
Start Slide Show Set Up Monitors

Hinh 31. Ngan Slide Show

= Review: Ghi cht cho céc slide trong bai thuyét trinh, so sanh va tron ndi dung giita cac
bai thuyét trinh va cong cu ki€ém tra 161 chinh ta.

Home Insert Design Transitions Animations Slide Show Ré‘.’l&‘.‘/h View Developer Add-Ins

AV EY EEELELEEET

Spelling Research T Translate Language | Show New Edit Delete Previous Next Compare Accept Reject 2 E
b/ 2 |Markup| Comment Comment v i3] REVIE g Fan€ Rayis
Proofing Language Comments Compare

Hinh 32. Ngan Review

= View: Chuyén d6i qua lai gitra cac ché d6 hién thi, cho hién thi hodc an thanh thudc, cac
duong ludi, didu chinh kich thudc vang soan thao, chuyén dbi giita cac ché do mau hién
thi, sap xép cac cira s0,.
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Chuwong 1. Gioi thiéu PowerPoint 2010

o] Hotes Maste 1o - . - Blsch » e s -

Microsoll

POWERPQINT 2010

.

“

Click to add notes

Normal—| ‘ ‘ |—Slide Show i

Slide Sorter Reading View
Hinh 36. Cdc kiéu hién thi cira s6 lam viéc
Nhom Presentation Views c6 cac kiéu hién thi sau:
e Normal: Ché do nay dung rat nhiéu trong qué trinh bién soan bai thuyét trinh

e Slide Sorter: Ché do nay gitp xem tong thé bai trinh dién, bd cuc, cling nhu trinh ty cac
slide trong bai thuyeét trinh.

» Notes Page: Ché do nay gitp ta thém cac ghi chu vao slide (cac ghi chu nay s€ khong
hién thi khi trinh chiéu)

e Reading View: Xem trudc bai thuyét trinh trong giao dién soan thao
Mubn chuyén qua lai gitta cic ché d6 hién thi thi ban vao ngin View trénRibbon, sau d6 chon

kiéu hién thi mong mudn hodc chon kiéu hién thi truc tiép tir goc dudi bén phai thanh trang thai.
Dud¢i day la cac hinh minh hoa cua céc ki€u hién thi:
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S e
[ ] )
Normal :
y - y
= SMART ABI
e o i
v S @
= @ ;
: S heas
S @
- % e
: v
., - L
o L
.

Reading
View

N

Hinh 37. Cdc kiéu hién thi

COMPARE
SMART ART COMPARE

Nhém Master Views

Slide
Sorter

Slide
Show

e Slide Master: Luu trir thdng tin vé thiét ké kiéu dang, mau sic, font chit, bd cuc.... cho

cac slide

e Handout Master: Thiét lap cac thong s6 cho céc trang in handout nhu chiéu handout,
chiéu cua cac slide bo tri trén handout, so slide trén mot trang in, sap xép vi tri cua cac

header, footer, hop hién thi ngay thang va sb trang trén handout,...

o Notes Master: Thiét lap cac théng sb cho cac trang in kém thdng tin ghi chd cua slide

tuong tu nhu handout.
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Bang 1.

Nut Tén nut

Freseataian View

Ol ERE kv . —ma
| _ & PowecPoirt Help o B3 . Nut Hel
Homwe Yy w Oeveicger Add-lm = —

—— > ol (a5 a “ Aw R | = el p

|§—Jl & Notes Pag SN > L fawthn = Al _':1 g M'h: E

u"“.l("-mnv b A “::;w &= t‘lf:;::l . pans

Winoow Mioor
1 Vit new e ——

H 2de son i
|
|
|
‘ Gettng hetp
‘ Gettng staned wih PopePont
‘ Sowing, g nd thesaris

Vioring i therty

Dorong Wit Dares

Vesthing vt Werdiet

g Ferres

USng temptates

Wahng M sounds

Viorkng with fopericks and acte
huttors

Reweron ard a0deg commenns

Dutrioutrg pour pressraton

Fie maragenant

Workng weh t=xt

Workey wih Iabdes

Wrng weh Snerthct graphics
Warung wih shapes

Orgaruaeg ard Senaterg shies

NLRAL SR M

Uwng meeters
rbrg with sravaton

Workes with modes

Hong Wil Tanetons

Dedoarng Your presenaton

Crvatry; agpset maw ws

Snvng ang prevting Cstormang PowerFoket
Colabaratoon Accesshity 3 {
v —
| S erfgint Neip _omne —— —_ =
—o - L T e o}
Hinh 53. Cuta s6 phan tro giup ciia PowerPoint

Thanh thuc don cua crra s6

M0 ta

Hinh 54.

Help

Nhap tir khoa cua
phan muén trg gitp

Céc phan trg gitip
dugce bd cuc theo cac
chu dé

« » Backand Di t6i va lui trong cac bai hudng din ma ban da xem gidng nhu
- Forward trinh duyét
(x) Stop Dumg tai ndi dung mudn xem, rat hitu ich khi viéc tai qua chdm va
ban muon hay 1énh tai (thong thuong 1a nd1 dung tir Internet).
GH Refresh Tai lai ndi dung tir Internet
o} Home Trd vé danh muc chu dé mdc dinh cuta trinh trg gitp.
= Print In ndi dung bai huéng dan hién hanh.

A Change Font Mo danh muc cac lya chon kich thudc chit trong bai hudng.
Size

@ Show Table of  Tat/ mé khung muc luc cac bai huéng dan bén trai cira sé Help.
Contents

J g Keep on Top Giit ctra s6 Help ludn nam trén tat ca cac cira so6 khéc.
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5. Thuc hién lai budc 4 dé thém nut Paste vao QAT. Tuy nhién dé thém seperator va nit
Pulish as PDF or XPS thi khong thé thém vao QAT theo cé}c cach trén dugc. Ban hdy
vao File, chon Options. Hop thoai PowerPoint Options xuat hién.

. . [“
PowerPoint Options @
General . .
'ﬂﬁ Customize the Quick Access Toolbar.
Proofing
Choose commands from: (i Customize Quick Access Toolbar: (i
save | Popular Commands b | |For all documents [default) v
Language
- 5
Advanced = e save
e Action ¥} Undo »
Customize Ribbon 'a- Add Animation 4 U Redo
= N
- 50 Animation Pane ] Mew
uick Access Toolbar
@ 1;; Animation Styles P — Lj COpen
Add-ns h Bring Forward ul Frint Preview
'1:2; Ering to Front
Trust Center 1= Bullets v m
53 Copy
# Cut
A~ Decrease Font Size
lﬁ Draw Table
i) Draw Vertical Text Box
7] Duplicate Selected Slides
=1 E-mail 3
. Customizations: i
|:| Show Quick Access Toolbar below the
Ribbon Import/Export ¥ |
[ OK ][ Cancel

Hinh 57. Hgp thogi PowerPoint Options

6. Chon nhdm Quick Access Toolbvar, tir khung Choose commands from bén trai, chon
<Separator> va nhan nat Add dé thém vao khung Customize Quick Access Toolbar
bén phai.

7. Ban thay ndt Iénh Publish as PDF or XPS nam trong ngén File trén Ribbon. Do vy,
ban chon File Tab tir hop Choose commands from dé cac nat l1énh trong nhom nay
duoc liét ké trong hop bén dudi.

@ Customize the Quick Access Toolba

Choose commands from: (i

File Tab = Lhoote commands from Customize Quick Access Tooibar
Popular Commands Y File Tat v For all documenty [defsult) -
Commands Mot in the Ribbon
A Pt Preview " e S
All Commands Q) Properties ) unse
Macros 3 Protect Presentation O Redo
i Publizh ’ J New
""""" & Open
Iilhil:q = Publish Shides 2 Print Preview
oo Quik Print «Separators
---------- A Restrict Permission ’ fod »» ll’ |~ ]
Home Tab ¥ Resticted Access [ ﬂeﬂc\; [
Insert Tab ol Soe :
. .{ Save Ay

Hinh 58. Cac Iénh trong File Tab

8. Ban chon nGt Publish as PDF or XPS va nhan nat Add dé thém vao QAT.
9. Tai khung Customize Quick Access Toolbar:

e  Chon For all documents (default) thi thanh QAT tuy bién nay sé& c6 tac dung
cho tat ca chuong trinh PowerPoint.
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e Chon “Tén tap tin thuyét trinh.pptx” thi QAT chi c6 tac dung cho tap tin nay.
e Ban chon céac nit Iénh trong khung va nhin céc nit Move Up hoic Move
Down dé sip xép theo thtr ty yéu cau.

Customize Quick Access Toolbar G

For all documents [default] b

!¢ Print Preview

¥} Undo ¥
5 Redo

<Separator= E
o com &2
[, Paste
<

Publish as PDF or XP5

Hinh 59. Sdp xép cac nit Iénh

10. Nhan nit OK dé hoan tat cac tly chinh QAT. Két qua QAT nhu sau:

DEEC R FIE

Hinh 60. QAT sau khi tuy bién
11. Mubn phuc hdi QAT V& trang thai mic dinh gidng nhu khi méi cai dat thi ban vao

PowerPoint Options, chon Quick Access Toolbar, chon nit Reset tai
Customizations va chon:

Customizations: i
Reset only Quick Access Toolb
Reset all customizations % >

Hinh 61. Huiy bé céc tly bién trong QAT

e Reset only Quick Access Toolbar: chon s& tra QAT Vé trang thai mic dinh

e Reset all customizations: chon s& hay bo tat ca cac tly bién trong PowerPoint
ké ca tuy bién Ribbon.
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Main Tabs S
[#]Home —
=l [#] New Tab [Custom)

Mew Group [Custom]
[#]Insert
[#] Design
[#] Transitions
[#] Animations N
Slide Show

Add Mew Tab
Add MNew Group

Renam
Show Ta

Eemaove
Review -
View Maove Up
v | Developer
= P Move Down

[w] Add-Ins

Display name: jLénh cua tuil

|

[ ox

] [ Cancel J

Hinh 64. Bat tén lgi cho Tab

4. Nhap phai chugt 1én New Group (Custom) va chon Rename dé dit tén lai 1a “Cat,
dén” va nhap OK de dong hop Rename.

Main Tabs
[*]Home
Bl [#] Lénh cda tui (Custom)

MNew Group [Custom)
[v]Insert Add New Tab
De5|gr1 Add Mew Group

[] Transitior

[*#] Animatiol Rename
Hide Command Labels

Slide Sha
[+] Review
[#] view
[#] Develope
[#] AddIns
[#] Merge

Lol el ora

Eemaove

Move Up

Moaove Down

Rename

Symbol:

HOO0OA ! $O HyHCa
DoBadaN AR ®» «
Aave 2B 728QT
YARHRDL2NHE 80D
BELEIOT 2o IME
OO0O0O0O00OO00OC0 = =k N

D HeBEILE8E %%
AJAX vROVT H& =
pimSDianedvwan

Display name: ';Cét, dan

[ OK ] [ Cancel

Hinh 65. Déi tén cho Group

5. Chon lai ngan “Lénh cua tui” va nhp chuot 3 lan nit New Group & bén dudi dé thém
vao 3 nhdm Iénh nira. Sau d6 lam theo budc 4 dé lan luot doi tén 1a “Dinh dang”,

29 ¢¢

“Chén slide, ddi tuong”,

Hi¢u tng”.
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Main Tabs ~ Main Tabs e
Home 5 Home =
o MIENCEIEE | || = Bt cia i custom

Cat, dan [Custom) Cat, dan [Custom)
[#]Insert Binh dang [Custom)
Design - Chen slide, ddi tugng (Custom)
[#] Transitions Hiéu tng (Custom
[#] Animations [#]Insert
[ [#] slide Show [ [+] Design
Review [#] Transitions
[+] View W [v] Animations e
[ Mew Tab ] [ Mew Grodp Rename... ] [ Mew Tab ] [ Mew Group ] [ Rename... ]
Customizations: Customizations: i

Hinh 66. Chen cac nhom vao Tab mdi

6. Dé thém cac nat Iénh vao cac nhdm Iénh vira tao 1am theo trinh tyu sau:

e Chon Choose commands from bén khung bén trai dé liét ké cac Iénh thong
dung

e Chon nat Iénh can dua vao “Lénh cua tui”

e Chon nhom Iénh chira nat Iénh dang chon tir khung Customize the Ribbon
bén phai.

e Nhan nit Add dé thém céc Iénh vao cac nhém hogc nhan nit Remove dé loai
bo nat khdng can khoi cac nhom.

e Thyc hién lai qui trinh nay dé thém tat ca cac nit Iénh vao cc nhom theo yéu
cau cau hoi.

e Nhin ndt Move Up va Move Down dé sip xép céc nit lénh theo trinh tu yéu

cau.
Choose commands from: (i Customize the Ribbon:
|Popu|arCommands vl |I'\.-13ir| Tabs w

o] LUPNLALE deiciled ey

Open Customizations: i
Open Recent File...
Paste b Import/Export ™ |G

Hinh 67. Thém céac nit I1énh vao cdc nhom twong ung

2 oo A =l [#] Lénh cda tui [Custom) G

e 7 [= Cat, dan [Custom)

Cut

A Font Calor 4 * cz

Fant Size I- l_‘ji Pas?:f:

Fi t Back: d...
&gJi Format Object.. O e ro

ject... A" Increase Font Size

LB From Beginning m‘ ) ‘;L E:r::cez:ol:ontsm 4 ] E]
&d  From Current Slid - :
%[ Gr::jn:p urrent slide ‘_k‘ @ Format Background
I := Bullet D
& Hyperlink... 0 o siide, do
A‘ e cine Chen slide, ddi tugng (Custom)
A e R Hiéu (ng (Custom)
=] M},r & [#]Insert
3 acros # @] Desinn >
1 Mew
B2 New Slide N [ New Tab ] [ﬂemeupl l Rename... l
=
E3}
[Fe

7. Chon ngin “Lénh cua tui” va nhin cac nit Move Up hoic Move Down dé dua ngin
nay lén trudc ngan Home.
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User Interface options

Show Mini Toolbar on selection G
Enable Live Preview i
Always use ClearType

Silver

Personalize your of Black  rosoft Office

User name: |Thanh Phong

Initials: TP

Color scheme: Silver®
ScreenTip style: Blue ofre descriptions in ScreenTips b

Hinh 71. Chon Color scheme

spelling as you type.

When correcting spelling in PowerPoint

|:| Check spelling as you tﬁ

|:| Use contextual spelling

Hinh 72. Bty chon kiém tra chinh td

Recent Documents thanh 10.

Display

4

Show this number of Recent Documents: |20
Show shortcut keys in ScreenTips

Show vertical ruler
|:| Disable hardware graphics acceleration

Open all documents using this view | The view saved in the file

Hinh 73. Tuy chon Recent Documents

6. Nhin OK hoan tét.

4. Chon nhém Proofing, tai When correcting spelling in PowerPoint, boé chon Check

5. Vao nhém Advanced, nhém Display va diéu chinh tai hop Show this number of
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IR - ymerPont X10m ppte Aerason B
el Sove
abla Templates and Theme
W

. E R

Phete Album Comemporary Phely
Prot Abuny
Share

Help

3 Addd -
1] Optiees

&3 on

v Fuley bsodsong Pomefmn

Hinh 76. Mgt s6 Sample templates

Dung cac miu tir trang web office.com

Cruate

Trang web office.com cap nhat thuong xuyén cac mau thiét ké mai va dep, do vay ban co thé tao

bai thuyét trinh mai sir dung mau tir ngudn ndy. Cac bude thuc hién:

r

o/

w e

Vao ngan File

Chon Iénh New, hop Available Templates and Themes xuat hién bén phai

Di chuyén dén Office.com templates. Tai ddy, cac mau duoc nhom lai theo noi

dung cua chung.

Vi du chon nhém la Presentations, chon tiép phan loai mau 1a Business va doi

trong gidy lat dé PowerPoint cap nhat danh sach cac mau tir Internet.

Chon mdt mau thiét ké tir danh sach bén dudi va xem hinh minh hoa phia bén phai

cura s.

Néu dong y v6i mau dang xem thi nhin ndt Download dé tai vé va tao bai thuyét

trinh moi theo mau nay.
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L™ 2 3 PumerPont 2010mpptc - Micrasot BowsrPout ~ 5 B ]
{“ Home e Devign Tranithionn Ansmatiorn s e Peven Vv Devwitper Pr TR N Acrabat 9 |
| \ |

el Sove

Avallable Templates and Themes Project status report presentation
3 o Home P Presectabions *  Busiwss
& Open (A )
23 Ciere Qtfice.com Temphates ®

Tt e Fapeet

Info —

— - ] w
Pront

Pachoook Project stavot regort
Shace presentation
Heb
(3 Adddm Donnices
] Optiees =T
.3 (203 — e —

Stles tramng Finanosl peformance
rasenLItion presertios - ol
L —

Hinh 77. Chon mdu tir trang office.com

Dung cac miu thiét ké ciia ban tao hoiic cic miu swu tim dang luu trén dia

Khi PowerPoint da tirng tai mot mau thiét ké mai tir Internet vé may thi nd s& tu dong luu miu doé
vao danh muc My Templates dé ban cd thé sir dung lai sau nay. Lam theo cac budc sau dé sir
dyng mot mau dang lwu trén dia:

=

1. Vao ngan File

2. Chon lénh New, hop Available Templates and Themes xuat hién bén phai
3. Chon My templates
4,

Chon mot mau thiét ké tir danh sach bén du¢i va xem hinh minh hoa phia bén phai
cua so.
5. Néu dong y v6i mau dang xem thi nhan nit OK dé tao bai thuyét trinh méi theo
mau nay.
New Presentation X

Pevsond Templates

-'!]Cm and effect dagram pot
Wrood pyramid presentation pot
B Uishtrieny strbe mage shde pot
I s6-month tmeine. pot e
& w1 2Mader galt por

B ) Word i1 hand dein tamplats ot

Lo ] | came

Hinh 78. Céc mau dang lwu trén dia
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Bang 2.

PowerPoint
Presentation

PowerPoint Macro-
Enabled Presentation

PowerPoint 97-2003
Presentation

PDF

XPS

PowerPoint Template

PowerPoint Macro-
Enabled Template

PowerPoint 97-2003
Template

Office Theme

PowerPoint Show

PowerPoint Macro-
Enabled Show

PowerPoint 97-2003
Show
PowerPoint Add-In

PowerPoint 97-2003
Add-In

Single File Web Page

Web Page

.pptx

.pptm
.ppt
.pdf

XpS

.potx
.potm
.pot

thmx

.Pps, .ppsx

.ppsm
.ppt
.ppam

.ppa

.mht, .mhtml

.htm, .html

Cdc kiéu dinh dang cua tdp tin ma PowerPoint 2010 hg tro

Mic dinh, chi c¢6 thé md bang PowerPoint 2007 va
2010 (hodc phai cai thém phan bb sung cho cac phién
ban cu thi méi md duge). Pinh dang tap tin theo
chuan XML.

Nhu trén nhung cé cho phép lvu ma Macro va VBA

Pinh dang tuong thich ngugc véi cac phién ban
PowerPoint 97, 2000, 2002 (XP), hoac 2003.

Luu duéi dinh dang PDF, ban phai cai thém PDF and
XPS tur trang web Office Online.

Tuong tuy PDF nhung day la dinh dang cua
Microsoft. Windows Vista ¢6 san trinh xem tap tin
XPS.

Tap tin mau dinh dang (template) ctia PowerPoint
2007

Nhu trén nhung c6 thé luu md Macro va VBA

Tap tin mau dinh dang (template) ctia cac phién ban
PowerPoint 97, 2000, 2002 (XP), hoac 2003.

Gidng nhu template, nhung n6 chi chia cac thiét lap
dinh dang (theme) nhu (fonts, mau sdc, va cac hiéu
ung).

Gidng nhu mot tip tin PowerPoint binh thudng
nhung mo s€ & ché do Slide Show; rat hitu ich khi
phan phdi cho nguoi xem.

Giéng nhu trén nhung c6 thé lru ma Macro va VBA

Dinh dang c6 thé mé trong cac phién ban PowerPoint
97 dén PowerPoint 2003

Tap tin Add-Ins cia PowerPoint c6 chira cac 1¢nh tao
thém bang VBA.

Tap tin‘Add-Ins cua Power}’oint co chira cac 1énh tao
thém bang VBA va c6 thé m¢ trong cac phién ban
PowerPoint 97 dén PowerPoint 2003.

Luu toan bd cac thanh phan cua tap tin trinh dién
trong mot file duy nhét va c6 thé mé bang trinh duyét
web. Thich hop khi muén dua Ién trang web hodc
gui e-mail

Luu tdp tin dudi dinh dang HTML, cé4c hinh anh s&
luu thanh céc tép tin riéng. Dinh dang nay thich hop
cho vi¢c dua 1én trang web.
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PowerPoint XML
Presentation

xml

Windows Media Video wmv

GIF (Graphics
Interchange Format)
JPEG (Joint

Photographic Experts
Group) File Format

PNG (Portable
Network Graphics)
Format

TIFF (Tagged Image
File Format)

Device Independent
Bitmap

Windows Metafile

Enhanced Windows
Metafile

Outline/RTF

PowerPoint Picture
Presentation

OpenDocument
Presentation

gif

Jng

-png

tif
.bmp

wmf

.emf

rtf

.pptx

.odp

Luu tép tin dudi dinh dang XML

Luu bai thuyét trinh sang dinh dang video.
PowerPoint 2010 ¢6 thé luu sang phim véi cac murc
chat luong nhu High Quality (1024x768, 30fps):;
Medium Quality (640x480, 24fps); va Low Quality
(320X240, 15fps).

Dinh dang phim WMV c¢6 thé choi trén Windows
Media Player va nhiéu chuong trinh phd bién khac.

Hinh dong, gié1 han trong 256 mau

Hinh tinh, chat luong tot cho web

Hinh tinh, d6 phan giai cao, nd bao gdm cac wu diém
cua hinh GIF va JPG.

Hinh tinh, chét lugng va do phan giai rat cao
Hinh tinh, ding nhiéu trong Windows

Hinh tinh, ho dinh dang vector vi thé c6 thé diéu
chinh kich thuéc ma khong lam v& hinh (khong
tuong thich v&i may chay hé diéu hanh Mac).

Phién ban cai tién cia WMF.

Pinh dang toan van ban, loai bd tat ca cac thanh ph'?ln
khac. Chi chita cac Text trén slide ndm trong
(placeholders) méi dwgc chuyén outline, cac Text
trong phan Notes khong dugc luu.

Luu bai thuyét trinh trong PowerPoint 2010 hoic
2007 sang dinh dang hinh s& giip giam kich thudc
tap tin. Tuy nhién, mot s6 thong tin s& bi mat.

Luu tap tin PowerPoint 2010 sang dinh dang ODP s&
gitip chiing ta c6 thé md tap tin bang céac trinh bién
soan bai thuyét trinh khac nhu 12 Google Docs va
OpenOffice.org Impress. Tat nhién, ban c6 thé dung
PowerPoint 2010 dé md cac tap tin .odp. Tuy nhién,
mot s6 thong tin co thé bi mat khi luu.

PowerPoint 2010 khdng hé trg’ cac dinh dang sau:

s

& e Pinh dang tir PowerPoint 95 tré vé trudc.

e CA&c tgp tin (.ppz) tao boi Pack and Go Wizard.
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- | -

e

2 2

(B

B ChangeFile Type

i ;

Create POF/XPS Cocument

. 'i Computer & HD Displays

BHep < &3 Createa Videa > =
s Loy, Don't Use Recorded Timings and Narrations
1 A . >, . = & S ¢
fiy Addng §% Package Prezantation foe CD & {0 fimings ¢ 1" Ve Deen 1e il
1} ©ptions = - Seconds to spend on each slider | 05.00 -
&) Ceeate Handouts
(X Ko

) AV 3 PowerPaimt 2010 pptx - Mecrasoft PowerPomt (=) | X |
Home insent Design Tracsibom Animation Slide Show Review View Developet Adddm Acrobat 0
d Save
Share Lreale a Video
A Save io
Z | h ot
¢ @3  Send Using E-mail Creste s full-Fidelity video un! his presentation that can be
& Open . = degtr ek
P Save to SkyDive
L Close @ SovetoSkyDive
mie Save to SharePaint :
Preserves ammatans, transitsons, and media
#  Broedcast Slide Show
Recent
The time 1t takes te create 2 video vanes depending on the
2 Publish Slides length snd complexity of the presentstion, You can continue to
New use PowerPoint while the wdeo is being created
e Types vides to DVD or
Print

Don't Use Recorded Timings and Narraticns
| &3 No timings or narrations have been recorded

emputer & HO Duglays

@ |

eming 6o & COrmpUin) mondar promct

Computer & HD Dicplays
FOr viewing o0 & computel monitol, progecton gt igh defindion Suplyy farge — 560 x 72|

Don't Use Recorded Timings and Narrations
‘@ No timings or narrations have been recorded

Internet & DVD
FOr uploading 10 the Web and Butrsng 10 standard DVD (Medium » 640 ¢ &i
Portable Deveony

Microsoft 2ume ndeo gualfy Smail 1ed m

PO Record Timings and Narrations
I TGP Preview Timings and Narrations

Hinh 84. Chuyén bai thuyét trinh sang dinh dang video

Cac budc thuc hién nhu sau:

s

M& bai thuyét trinh muén chuyén sang dinh dang video.
Vao ngan File
Chon Iénh Share

Tai nhom File Types, chon Create a Video

o/

A A

chon cho ban:

Chon chit lwong video tai hop x6 xudng phia bén phai cira sé6 Share. C6 3 lya

e Computer & HD Displays: Dé tao video vai chit luong hinh anh cao nhit

va tap tin s& c6 dung luong 1on nhat. Kiéu két xuat nay c6 thé dung dé phat
trén man hinh may tinh, may chiéu hoic cac thiét bi hién thi co d6 phan
giai cao.

Internet & DVD: Cho chét luong video ¢ mic trung binh va tap tin c6 kich
thudc vira phai. Kiéu két xuat nay thich hop cho viéc chia s& qua mang
internet hay chép ra dia DVD.

Poratble Devices: Xuat ra video c6 cht lwong thap nhét va tap tin s& co
kich thudc nho nhat. Loai két xuat nay thich hop dé tai vao céac thiet bi di
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nay. Dinh dang PDF dam bao vé dinh dang cua tap tin khong bi thay ddi khi xem hodc in
an va kha khé khan khi mubn thay d6i dir liéu ma n6 luu trir.Dinh dang PDF cling rat hitu
ich cho céc tai lidu xuat ban thuong mai khi mang di in 4n.

v" XML Paper Specification (XPS) ciing la dinh dang tip tin c6 chitc ning tuong tu PDF
nhung do Microsoft xay dung.

BRI one e Owun  Tacumon Ammstow  Shdeswow  Reew View Owaopsi  Addin Acos = @
S
U cm

o =
are Lrea A X T
)
i e
r 1 .

R "3 i L 13 P ;

- Cpe ' L ment compute
_i 1058 0 D Preserves f \ages

nange File Type

R
‘ < ; Create POF/APS Document >

Hinh 86. Chuyén bai thuyét trinh sang PDF/XPS

Céc bude chuyén PowerPoint sang dinh dang PDF hoic XPS:

2R

\ J

M bai thuyét trinh mubn chuyén sang dinh dang PDF/XPS.

Vao File

Chonlénh Share

Tai nhom File Types chon Create PDF/XPS Document

Nhan nat Create a PDF/XPS, hop thoai Publish as PDF or XPS xuét hién
Nhap tén bai thuyét trinh vao hop File name

© o~ w DR

e Néu chon Open file after publishing thi tap tin PDE/XPS sau khi chuyén
s€ dugc mé 1én.

e Tai Optimize for co6 hai lya chon:

= Standard: khi muén phdt hanh truc tuyén voi chat lwong cao vé hinh
anh hodc dung cho viéc in an(kich thucc tap tin lon).

»  Minimum size: ding cho viéc doc truec tuyén la chii yéu vi khi in ra cdc
hinh sé bi mo (kich thuoc tap tin nho).

7. Nhin nat Option dé thiét 1ap thém cac tuy chon:

e Tai Range: chon cac slide can chuyén ddi hodc c6 thé chon tir custom
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Dé thay d6i dinh dang tap tin luu trit mac dinh cua PowerPoint hdy lam theo cac budc sau:

s

N

1.
2.
3.
4.

Vao ngan File
Chon Options, hop thoai PowerPoint Options xuat hién
Chon Save tir danh muc bén trai cia s6

Tai Save files in this format ban chon kiéu dinh dang méc dinh tir hop x6 xudng
ke bén.

Nhan OK hoan tt viéc thiét lap. K& tir thoi diém nay cac tap tin mdi tao khi duoc
luu s€ mac dinh chon kiéu dinh dang tap tin nay.

PowerPoint Options filg

Cave Save presentations
mgLsge Save tiles i nis fomat PovwarPowt! Pyetantation v
franc [7 Save AutoPecover information svery (10 v | minutes

H istomize haw documents are :aved

[¥] taep the 1ast Auto Recovered file it [ close without tasing
AutoRecowes ée locatiors |[CoDocuments and Settings ttphang' Application Data Aticrosoft PowePoint

Default t92 location L Phong Giso Trmk' PowerPaint 2010

Offlire wditing opBonm fur documaent managesnent server filey

Save checked-ouk files to
‘: The server draft location on this computer

*) The Qftwce Document Cache

Serger drafts lotstion: | ClDocuments and Settings dtphong My Documenty SharePoint Draft growse..

File mevge optrons for shared document managensent server files

[[] Show detalled merge changes when a merge ocours

Preserve fidelity when shanng this presentatian B Presentastionl W

[¥] Embed tonts in the tile
(D Embed griy the chacacters used in the presentation mest for reducing file size

(®) Emed M8 chmacters [Dest 1or editing by atnes people

Hinh 88. Tuy chon luu trie

Thiét lgp thoi gian lweu trie tw dong Véi muc dich phuc héi khi c6 sw cé

s

U

1.
2.
3.
4.

Vao ngan File
Chon Options, hop thoai PowerPoint Options xuét hién
Chon Save tir danh muc bén tréi cira s6

Chon Save AutoRecover information every <10> minutes va thiét lap lai
khoang thoi gian ma PowerPoint sé thuc hién Ié€nh Iuu trit.

Nhan OK hoan tét viéc thiét lap.
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thi ban hay dat mat ma vao hop Password ro modify

7. Xac nhan lai cac mat ma khi cd yéu cau trong hop Comfirm Password.
8. Nhan OK khi hoan tat dat mat ma

9. Nhan nat Save dé luu bai thuyét trinh v6i cac mat ma vira thiét lap.

Save i | |5) PowerPaint 2010

B My Recent I)Backup
Docurents | == Multimedia
@ Desktop @MyTemplates
II‘!ﬂO|:enSam|JI|30utIine.|3|3t><
5 E"'V ; II\:—l;ij-\.lerPoint 2010.ppkx
OELments II\_ﬂjPou\JerPoint 20103ample. pptx

Compuker

‘a My Metwark
Flaces

X Delete
Rename
Print

Map Metwoark Drive,.

Properties
» PowerPaint 2010,pptx e |
G I Options..
‘ S Seneral bptions PowerPoint Presentation {*.ppks) v |
Compress PICLUres..,
T

Hinh 89. Hop thoai Save As véi General Options...

General Options

General Options |

File encryption settings for this document

Password bo open; | |

File sharing sektings For this document

Passwiord to modify: | |

Privacy options Néu chon s€ loai bo cac

[ ]Remove automatically created personal information from this file on save thong tin ca nhan cua

Macro security nguoi dung trong tap tin.

Adjust the security level for opening files that might
conkain macro viruses, and specify the names of
krusted macro developers,

[ Macro Security... ] Thiét l4p cac tuy chon dbi

vOo1 ma Macro va VBA

[ o | [ iZancel

Hinh 90. Hop thoai General Options...
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Confirm Password

Reenter password bo open:

K |
Zaution; IF you lose or Forget the password, it cannot be
recovered, It is advisable to keep a lisk of passwords and their

corresponding dacurment names in a safe place. (Remember
that passwords are case-sensitive,

[ Ok ] [ Cancel

Hinh 91. Hop thogi xac nhan mdt ma

Thiét lap Macro Security:

é Khi chon niit Macro Security trong hop thoai General Option & phan trén,
hop thoai Trust Center xuét hién va cé cac tdy chon sau:

= Disable all macros without notification: Khda tit ca macro va khéng cé
thong bao

= Disable all macros with notification: Khéa tdt ca macro va kém theo
thong bao

= Disable all macros except digitally signed macros: Khéa tit cd cdc
macro ngogi trie cac macro da co chit ky dién ti.

= Enable all macros (not recommended| potentially dangerous code can
run): Cho phép tdt ca cac macro chay, nguy co nhiém virus khd cao.

= Trust access to the VBA project object model:Xdc thuc quyén truy cdp
vdo cdc doi twong trong VBA project.

Cach khac dé truy cap hop thoai Trust Center 12 vao File | Options | Trust
Center | Trust Center Settings... | chon Macro Settings.

Trust Center @

Trusted Publishers

Macro Settings

Trusted Locations
O Disable all macros without notification
Trusted Dacuments @ Disable all macras with notification

Add-ins (O Disable all macros except digitally signed macras

O Enable all macros {not recommended; potentially dangerous code can runj

Actius¥

( [ e SO l Developer Macro Settings

= !
Protected Wiew |:| Trust access to the VBA project abject madel
Message Bar

File Block Settings

Privacy Options

[ CK ] [ Cancel

Hinh 92. Hop thoai Trust Center
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Ban cd thé tim thy danh muc cac bai thuyét trinh méi mé gan day theo hudng dan sau:

1. Vao ngan File
2. Chon Iénh Recent, hop Recent Presentations xuat hién bén phai
3. Chon tén bai thuyét trinh can ma tir danh séch

Néu bai thuyét trinh mudn mo khong cé trong danh sach hién hanh thi ban 1am theo cac budc
sau:

e

W

1. Vao ngan File

2. Chon lénh Open, hop thoai Open xuét hién

3. Tai Look in, tim dén thu muyc lwu trir bai thuyét trinh
4. Chon tén tap tin muén mé va nhan nit Open

Open E]

Laak in: | IC5) PawerPaint 2010 s | Q- XoiE-
3, My Recent Name Size | Type Date Modified
Documents | | oo e o File Folder 1J712010 2:32 FM
@ Deskiop I Mulkimedia File: Folder 12/29/2009 8:17 AM
My Templates File Folder 1J6/2010 9:31 AM
Dgl;cuments El_]OpenSampIeOutline.pptx T4KE  Microsoft Office Po...  1J7/2010 4:34 AM
My "Ei]PowerPoint 2010.ppkx 7,862 KB Microsoft Office Po...  1/8/2010 12:34 PM
C‘ Cormputer ‘l:i]PowerF‘oint 2010_Password. pptx 9,723KE  Microsoft Office Po...  1/7/2010 2:35 PM
-y My Metwork ‘lﬂpowerpoint 2010aa.pptx 9,722 KB Microsoft Office Po...  1J7/2010 2:07 PM
‘3 Places ‘lzl_]PowerF‘oint Z0103ample. ppt:x 17,795 KE Microsoft Office Po,..  12/19/2009 5:51 AM

Qpen s

Cpen Read-Only

Cpen as Copy

File name: | Open in Browser

Cpen in Protected View

Files of type: |AII PowerPoink Presentations *,pphe;®, ppt ¥, pptrg* . ppssg ., pps; . ppsmg *, pot; *, pok;

Cpen and Repair

FE )|

Hinh 107. Hop thoai Open

~ Té hep phim tat:
& PHé mg nhanh hgp thogi Open ban nhdn té hop phim tat <Ctrl+0>.
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I SampleQutline.txt - Notepad |:||E|E|
File Edit Format Yiew Help
Wiorkbook

L& mt t3p tin md trén do ban l3m viéc (finh toan, we d thi, 7 va it
Workbook cd thé chifa nhigu warksheet (hang tinh), do vay ban co thi
58 Iuighg warksheet bi gidi han bdi b nhd may tinh.

Wiorksheet . . .
L& ndi Ity tror wva l3m wigc wdi du ligu, nd cdn duidc goi 13 bang finh, h
M3t Worksheet chita dugc 16,384 cdt va 1,048,576 ddng.

Chart shest .
La mdt sheet trong workbook, nd chi chita mat di thi.

>
—

I~

Hinh 110. Outline bai thuyét trinh

4. Ban luu Outline nay v(;i tén la SampleOutline.txt. Vi Ia tiéng Viét nén ban phai chon
tai hop Encoding la kiéu Unicode.

Savein: |lf)Books 2010 V| £ ¥ P (-

T I Backup

4 2} I Mulkimedia
My Fecent | |C)MyTemplates
Daocuments [Z] samplecutline txt

==
[
Desktop

9

by Documents

o

ty Computer
- File nane: |SampIeDutIine.lHﬂ A | I Save ]
by Netwark, Save as bype: | Text Documents [*k=t] w | [ Cancel ]
Encoding: Unicode v/

Hinh 111. Lwu Outline

5. Sau khi da co tap tin Outline. Ban m& chuong trinh PowerPoint va vao File, chon
Open. Trong hop thoai Open:

e Look in: tim dén thu muc chta tap tin Outline

e Files of type: chon kiéu All Outlines (*.txt, *.rtf, *.doc, *.wpd, *.wps, *.docx,
*.docm)

e Chon tén tap tin va nhin Open dé nhap Outline vao cac slide cua PowerPoint.
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Hinh 113. Sao chép slide

3. Chuyén sang tap tin B, nhap chudt vao phia dui slide dau tién dé chon noi s& dan cac

slide vao.

e Nhin t6 hop phim <Ctrl+V> dé dan céc slide vao tap tin B.

e Hoic vao ngan Home, nhdm Clipboard va nhan nit Paste.

e Khi do, céac slide tir tap tin A da dugc chép sang tap tin B theo dinh dang cua

tap tin B.

Hoi & dap

.,,«J. R s
o foc! ok

°

W/

./

Tienm (Jo, Gomescn, Avmctien,
a4 Backgmend Mmoval slow yzuls mtzme rags ke yor 3ty

r 3

S

Animate This

Chece out this animation:

.0

yOu Can re~creste the same animetion With one ik

&

S

Hinh 114. Cac slide da chép vao tgp tin B

4. Néu ban mudn giit nguyén dinh dang cua céc slide khi dan vao tap tin B thi vao ngin
Home, nhém Clipboard, chon mili tén nho bén dudi nut Paste va chon Iénh Keep

Source Formating (K).

GG Lénhcoatui | Home | Insert Design  Transitions
(=) |
= i = - * A A
=452 ]
[Paste| . | New . | B 7 U 8§ abe AV- A
i d Slide~ =7 = *
0 Font

An

l Keep Source Formatting (K) ‘
]

Hoi & dap

Hol & dap

T T—

e B

h ey fo e e e -

Hinh 115. Sao chép gii nguyén dinh dang cua slide nguon

Trang 76



Chirong 2. Tao bai thuyét trinh co ban

Cach 2. Tan dung chirc ning Compare ciia PowerPoint.

n Céac budc thuc hién nhu sau:
:ul

1. Mo tap tin dich QA.pptx.

2. Vao ngian Review, nhdm Compare va chon lIénh Compare

Lénhciatui  Home Insert

Ii ¥ Language ¥

earch Thesaur e

Design

4 Translate ~

oofing Language

Transitions

_d

Comments

Animations

{ KJ Delete ) cofffpare ¢ Previous )

Slide Show | Review

View Developer Add-

Compare

Compare

Compare and combine another
presentation with your current
presentation.

Hoi & dap !
5

3. Trong

Hinh 116. Lénh Compare

hop thoai Choose File to Merge with Current Presentation

e Look in: tim dén thu muc chira tap tin PowerPoint 2010Sample.pptx

Chon tap tin va nhan nat Merge

Choose File to Merge with Current Presentation

PIX

Tools -

Lookin: | I3 Books 2010 v| @ @ XoiE-

B My Recent MName Size  Type Date Modified

Documents | | oayp p File: Falder 1/12/2010 5:00 &M
@ Deskhop I Mulkimedia File Folder 1)23/2010 9119 PM

My Templates File Folder 1/6/2010 1:46 PM
5 Ellgcuments ) Temp File Folder 1/24/2010 1:50 PM
My I PawerPoint 20105ample. ppkx 17,794 KB  Microsoft Office Po...  1/24/2010 12:58 PM
:‘J Computer ‘l!';]QA.pptx 37KE  Microsoft Office Po...  1)24/2010 1:36 PM

‘-ﬂ Iy Metwork

Flaces

File: niarne: |

5

Files of type: |P.II PowerPoint Presentations (*,pphx;™ . ppt;* . pptm; * ppsi;*, pps;* . ppsm; * . potx; *. pak; *, potm;*,odp |

Merge

] ’ Cancel

Hinh 117. Chon tdp tin can Merge

4. Trong cira s6 tap tin QA.pptx
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e Chon tré chudt phia dudi slide thi nhat trong khung Slides

e Nhap chuét vao biéu twong nhd ndm phia dudi khung Slides

e Chon All slides inserted at this position

Slides
L2l

e

Outline x||

All slides inserted at this position
Inserted Slide 1 {Unknown User)

[] Inserted slide 2 {Unknown User)

[] Inserted "authar ¥our Presentation "

(Unknown User)
[ Inserted "Getting Started with
Templates" (Unknown User)
[ Inserted Slide 5 (Unknown User)
[ Inserted Slide & (Unknown User)

b

Hoi & dap

Hinh 118. Danh muc cac slide kh&c nhau giiza 2 tdp tin

5. Khi do, tit ca cac sliqe cua tép tin A da duoc chen vao tap tin B. Ban chon va xo6a di
nhitng slide khdng can thiét.

©...

AA44AAA‘,AAA@
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Wdn-0F a2 Merosatt Pawervont

o W ll
-mmmmmnmmuwma- -9
: s Available Templates and Themes Blank presentation
T My
o O
& Oun 1 »\
-8
Recent Samgle Thame Ny tergleten
K
bine | |

' )
Office.com Tempiates flemen Offce com o s 9 .

taad - I . 5 : a

s | Y W |

Hinh 119. Tgo bai thuyét trinh mdi

BllE9- 0% 0QE|s  ThuchanhPowerPoint2010.pptx - Microsoft PowerPoint

o B R
| Home | Inset Design  Transitions  Animations  SlideShow  Review  View  Developer  Adddns o @
. & ?IT'E] &~

Paste New“E 'IQ.AAA"% _I'*:'u @@& ‘H‘

‘3 Slide 5 B L U e dozchan A

Font 5 F Drawing

Click to add title

Click to add subtitle

Shapes Arrange Quick ?
,;:]' ~ " Styles- =
Clipboard & Slides

Edmng

Click to add notes

= =0

Hinh 120. Slide dau tién cua bai thuyét trinh méi vira tao

o=

Trang 81



Chirong 3. Xay dung néi dung bai thuyét trinh

® ®

r}, ——————————————————————————————————— T r}, —————————— —_— o

] € PowerPoint 2010

o-—————— 0 O T — —— ————( 0
______ T —

Hinh 123. Déu nhdc tai placeholder

3. Nhap chuét vao placeholder Click to add subtitle dé nhap twa dé phu, thong thuong
day 1a cac dien giai vé ngi dung chi tiét cho tua de cua bai thuyét trinh. Nhap vao cum
tur sau “Gidi thi€u cac tinh nang cta chwong trinh”.

PowerPoint 2010 PowerPoint 2010
9 @
_E. mmmmmmmmmmmmmmm a ~-~-~-~-~-~-~~.i. IT“— Gidi ‘h|e|_1_:_ tinh nang _“I_I!
ﬂ: b rj cta chuong trin hl 4
1 I ] |
! ! ! !
{1 O D= o]

Hinh 124. Nhip twa dé phu

4. Nhap chuot vao viing tréng bén ngoai cac placeholder dé hoan tat viéc nhap van ban
cho tua dé chinh va tua dé phu. Sau khi hoan tat cac budc trén, ban sé nhan duoc két
gua nhu hinh sau.

PowerPoint 2010 PowerPoint 2010
@
________________ i e
Gidi thiéu cac tinh nang Gidi thiéu cac tinh nang

| |

| |

| 3 . 3 .

o ctia chuwong trin hl 4 ctua chuong trinh
| |

| |

I |

L

Hinh 125. Nhdp chugt ngodi viing placeholder d@é hoan tdt Slide twa dé
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wn

e

———
Home Insert Design Transitions Animations

f » —
J . | E ‘ ) i A A 5
Paste New 5 B 7 U 8 abe AV- Aj :—:
- Slide~| 5~ = =

| Clipboard 5 | | Office Theme

]

1

-~

Title Slide Title and Content Section Header

Two Content Comparison Title Only ]

Hinh 130. Slide c6 hai cét ngi dung

3. Tai khung tua dé cua slide méi, ban nhap chudt vao chir Click to add title, sau do
nhap vao tua slide 1a “Nhitng kiéu hién thi”.

Nhitng kiéu hién thj

* Click to add text * Click to add text

Hinh 131. Slide c6 hai cét ngi dung

4. Nhu d3 trinh bay ¢ chuong trudc, trong PowerPoint 2010 ¢6 hai nhém hién thi cira sb
man hinh chinh d6 12 nhdm Presentation Views va nhém Master Views.

e Nhip chuét vao placeholder bén trai va nhap vao Presentation Views
e Nhéan phim Enter xuéng dong

e Vao Home | nhém Paragraph | nhan nit Increase List Level d¢ thut dau
dong dé chuan bi nhap danh sach céc kiéu thi trong nhdm Presentation Views.
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Nhirng kiéu hién thi

. F’rffentation Views * Click to add text

- = Ea
- > 5
;1 Shapes Arrange

v v

Paragraph

Drawin

Increase List Level

Increase the indent level,

Hinh 132. Nhdp ngi dung cho cgt bén trai cua slide

5. Nhap vao danh sach cac kiéu hién thi trong nhém Presentation Views 1a Normal, Slide
Sorter, Notes Page va Reading View nhu hinh sau:

Nhirng kiéu hién thj

* Presentation Views
— Normal

— Slide Sorter

» Click to add text

— Notes Page
Reading V'!\'J

Hinh 133. Nhdp céc kiéu hién thj ciia nhém Presentation Views

6. Tuong tu, nhap Master Views vao cot bén phai cua slide va cac kiéu hién thi Slide
Master, Handout Master va NotesMaster vao slide nhu hinh sau:

Nhitng kiéu hién thi

* Presentation Views

— Normal

+ Master Views

— Slide Master

— Slide Sorter — Handout Master

— Notes Page — Notes Master

— Reading View

Hinh 134. Nhdp ngi dung cho cét bén phadi cua slide
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4. Cira s6 Insert Picture xuit hién, ban tim dén thu muc luu trit hinh trén may cua minh
va nhap chudt chon mét hinh nao d6, sau d6 nhan nat Insert dé chén hinh vao Slide.

Fie pam: v

Phes of DR ) pctures (. end ) * w17 DQU" peg FE L e po . banp; * di * e * o /%ol e L v v

[_teds ] g o [ conce
Hinh 137. Chon hinh chén vao slide

5. Tuwong tu, nhap chudt vao biéu tuwong Insert Picture from File bén cot bén phai va
chén mot hinh khac.

Chén hinh vao slide

Hinh 138. Chén hinh vao slide

6. Khi hinh da chén vao slide, ban chon hinh d6 cho xuét hién 8 6 vudng nhé xung quanh
hinh, dua chudt vao 6 ¢ mot goc nao d6 va gitr trai chudt kéo ra phia ngoai hinh aé
phdng to hinh. Ban c6 thé dung chudt dé di chuyén hinh dén vi tri mong muédn trong
slide.
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Chen CI|p Art vao slide

* Click to add text

ﬁHome Insert Design Transitions
amm: | 8] cigfar [y shapes ~ &
EE S 4 - \
L &5+ sceefisho T2 smartart 1
Table Picture Hyp

= (&) PhotSRbum ~ | gl Chart

Tables Images Illustrations
0 B cip ant |
3 75N Insert Clip Art into the document,

3 == including drawings, movies,
O sounds, or stock photography to
illustrate a specific concept.

T I

Hinh 141. Nhdp tua dé slide va thuc hién Iénh chén Clip Art

4. Mot ngan Clip Art xuat hién bén phai cua s6 Normal View. Tai 6 Search for ban
nhap vao tir khoa la golf va nhan nat Go dé tim hinh trong thu vién Clip Art.

RlA9-0F R 0EE= ThuchanhPowerPoint2010,pptx - Microsoft PowerPoint ’ Draws | o B R
Home | Insert Design Transitions  Animations Slide Show Review View Developer Add-Ins Format @ 9
e =
_j B Cation Body) 32 v AT A | Uu qj) ) d] | j
l__] & —
Paste New . B 7 U S abe AV~ Aa-~ v i Shapes Arrange Quick Edmng
- J Slide~ o7 - = Eﬂ" v Stylesv = 7
Clipboard & Slides Font I Paragraph | Drawing
= = k] | “ | clip Art X
l =
Chen Clip Art vao slide
2 0 - ‘ o)
' * Click to add text
3
Y A ‘
— i
4 ) 5
Loshesd i -
5 S nm i :g v
[

“n 4

4| il | » | % Find more at Office.com
\ Click to add notes
Slide 5 of § | “Office Theme™ | 3

0 Hints For finding images

FEss o 0 00

4 )

Hinh 142. Tim hinh trong Clip Art va chén vao Slide

5. Kich chugt vao hinh trong khung Clip Art dé chén vao slide. Sap xép hinh va chinh do
I6n nho caa hinh néu can.
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3. Dé chup hinh ctra s6 (ing dung va chén vao slide, ban vao ngin Insert, nhom Images,

chon Screenshot.

Insert Design Transitions

LQ Clip Art

-J) Shapes ~

@s+ Screen Clipping

Animations

P —_ \’~ w
3+ Screens @ 22\ SmartArt o
Available VWgdg

7 CTITOCIV CU GUW COnT

Slide Show R

A =0
= 4
Tty Header Wo
& Footer

Hinh 146. Danh sach cac cira s6 ing dung khdc dang mo

4. Néu ban chi mubn chup mot phan cua cira s6 tng dung nao dé, vi du nhu chup mot
phan cua s6 tng dung Excel 2010 thi lam nhu sau:

e Ban hdy mo tng dung Excel va mé tap tin can chup hinh noi dung dé dua vao

PowerPoint.

e Tro vé slide “Chup hinh man hinh dwa vao slide” va vao ngan Insert, nhém
Images, chon Screenshot, chon Screen Clipping.

e Dung chudt quét chon viing man hinh Excel can chup rdi nha chudt, két qua

nhu hinh sau.

o rovedd Pty | B N o L& A EN

Chup hinh man hinh dwa vao slide

Hinh 147. Quét chon viing can chup
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Bai nay, ching ta s& thuc hanh chén mot Smart Art thuc nhom Picture méi dugc bd sung vao
PowerPoint 2010.

- Cac budc thue hanh nhu sau:

1. Vao ngan Home, tai nhdm Slides chon New Slide.
2. Chon kiéu layout la Title and Content

5] ,

[ Mew | B 7 U AV - A
Slide~] =~ -

Office Theme

).

Title slide

Hinh 153. Cheén slide méi kiéu Title and Content

3. Nhap twa d& cho slide 13 “Chén Smart Art vao slide”. Nhap chudt vao biéu tuong

Smart Art trong ving placeholder bén dudi cua slide. Hoac vao ngan Insert, tai nhom
Images chon Smart Art.

Chén Smart Art vao slide

o N e e R A
' - . ShAG -
| 8 Ce ar P ons 6 A a
. / 4

! TN 0 Streenanal 2y < -
! Table Plcture Test  Header 1A
| ¢ B Pocto Aibum < gl c Con A foatet -
|
4 A x Insect SmartArt Geaphic
' -
| o1 SMmatAn Gaphi 2 - Mtrt s Sesrbiet Sraohis Sovindeily
| .’ nmunicate inf Yo
| 2 > )
; & O o ktang proce

‘ . ® : tia » o

{ - Jrasicy, TUTh 81 Venn cagran
v 0@ I
83 © M 11 for munre ety

Hinh 154. Nhdp tua dé cho slide va thuec hién Iénh chén Smart Art

4. Ctra sd6 Choose a SmartArt Graphic xuit hién. Ban chon nhém kiéu 1a Picture, chon
kiéu Circular Picture Callout va nhap nat Ok dé chén vao slide.
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Choose a SmartArt Graphic F’jg
~
» A
: s
A
e \
= -
&1 Restoso - o =5s g
5’ Matnx = oo
i o = -_. = X Groular Picture Callout !
.. P yRe—— i Use o show 3 central idea and sub-ideas or
related items. The text for the first picare
= covers the lowsr poron of the picaure, The
S 2 -- o ‘ correspanding t=xt for other Level 1shapes
jr— === zposars naxt to the smal crcda pctures.,
This dagram aiso works wel with no text.
- ps
[ oK ] [ Cancd |

Hinh 155. Hop thoai Choose a SmartArt Graphic

5. Mot so d6 duoc chén vao slide nhu hinh dudi, ching ta s& lan Iuot gan céc hinh vao
C4c Vi tri tao sin trén so do. C4c vi tri tao sdn nay goi la Shape. Vi dy, slide nay s&
gi6i thiéu san pham HD Zune ciia Microsoft véi hinh anh san pham s& dé ¢ vong tron
I6n nhat va cac tinh nang cua san pham s& dit & cac vong tron nhoé hon bén canh.

Cheén Smart Art vao slide

Hinh 156. Nhdp noi dung cho cac hop van ban

6. Chon biéu tuong Insert Picture from File trong Shape Ion nhat dé chén hinh san
pham HD Zune vao.

Chén Smart Art vao slide

® —€

Hinh 157. Chon biéu twong Insert Picture from File
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7. Hop thoai Insert Picture xuat hién, ban tim dén thu muc chira hinh. Sau d6, ban chon

hinh HDZune.jpg va nhin ndt Insert.

Insert Picture EE‘
Lok iy ) HO Jurw - A X 43-
+ My Racank
= (wxcaverts
R “ . n m
My
'Jcorm
g™ 3 A RIS
¥ Con - Zure01 ong Zuneli2 ony Dune3.prg Zure04.0ng
‘3"5' Netsacrk
Paces
3
’ !
Drwiti prg Jurelt ooy
Fie pame: -
Hles F Do pctres (%o ™ PO gt P e pon T brp; * db e ™ of 1* gfa * ey T wrg W
[ tooks - ‘ﬁ.’ Carcel |
=

Hinh 158. Chon hinh tir ciza sé Insert Picture

Cheén Smart Art vao slide

Hinh 159. Hinh HD Zune sau khi chén vao slide

8. Chon Ién hinh HD Zune, hop Type your text here xuat hién bén trai. Ban nhap bén

canh hinh HD Zune la “HD Zune”.

Typee your text lierw

==

Cocular Pectury Callout

— 1

Chén Smart Art vao slide

Hinh 160. Nhdp thém van ban cho hinh
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Chirong 3. Xay dung néi dung bai thuyét trinh

9. Quét chon chudi HD Zune trong hop Type your text here. Vao ngin Home, nhdém
Font, chon Font Color va chon mau xanh I& cay (Green).

Fife Home | Insert | Design | Transitions | Animations | Slide Show | Review | View | Develope
[E A —
20 =l v r=, ||A
L & = catibri Body) 59 v A A" | & = Ik
- — g ki El
Past New . B 7 U 8 abe AV~ Aa- |[A]] =
v & | sider BT = < | =
lipboard Slides Font Theme Color
= ;’*:;7‘ ;] H B HE
e ]
1 =
= cher g IENRRRRED
g
Standard Colors
Type your text here 3 | § f |
= reen

’ ' * HD Zune

* [Text]

=

o [Text]

E

[ Circular Picture Callout...

[ E_11

L

|

Hinh 161. P6i mau font chiz

10. Lan luot chon Insert Picture from File trong cac Shape nho bén phai va chen cac
hinh Zune01.jpg, Zune02.jpg, Zune03.jpg vao. Két qua nhu hinh sau:

Chén Smart Art vao slide

Chén Smart Art vao slide

o
@
O

Hinh 162. Chén cac hinh minh hoa tinh ning san pham HD Zune

11. Con ba tinh nang quan trong nita ciia san pham HD Zune can duoc gidi thigu. Do vay,
chlng ta sé chen thém ba Shape nho cho Smart Art. Co nhiéu cach thuc hién:

e Céch 1: Tai hop Type your text here, di chuyén xudng dong cudi ciing va nhan

phim Enter.

e Cach 2: Chon Smart Art trén slide, sau d6 vao SmartArt Tools | nhém Create
Graphic | chon Add Shape | chon Add Shape Affter dé chen thém Shape
phia dudi cac Shape dang co.
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Type your text here b33 -
3

Chén Smart Art vao slide

»

* [Text]
Type your test hore

. [rot [

[Text
ol .l
=
= -

Cocular Pictsrw Callout
4

(1]
.
+

} -

{ Circular Picture Callout...

Hinh 163. Chén thém Shape trong hgp Type your text here

Bldo- AV IEis ThuchanhPuwerFame 0L ppts - Micrasuft PumerFord @ 5
‘ome Tanseon inmetian de Oy Review ~ Deveitoe  A00) Aranat ot o ©
\ N 43

Chén Smart Art vao slide

Type yur teul bere

4
“" * H0 Zune

| “
|

o (Text)
o )
-
—_—

Corular Picture Callput.
d

o _

- "

Click to add notes

L

Shded ot 7 Ottize Theme . QST NN~

Hinh 164. Chén thém Shape trong SmartArt Tools

12. Thyc hién céc 1énh tuong tu va chen thém hai Shape nira cho Smart Art. Sau d6, ban
chen thém cac hinh Zune04.jpg, Zune05.jpg va Zune06.jpg vao cac Shape vira tao
thém. Két qua nhu hinh sau:

Cheén Smart Art vao slide Cheén Smart Art vao slide

@
@
o
@

@

0

©

Zun

—

Hinh 165. Slide gidi thiéu san pham HD Zune si dung Smart Art
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4. Chon tap tin am thanh dang lwu trit trén may va nhan nit Insert dé cheén vao slide.
Mot biép tugng hinh loa xuat hién trén slide dai dién cho tap tin &m thanh, ban co thé
di chuyén né vao goc cua slide.

Chén Smart Art vao slide

Zunt

o
@
C)

N’
Hinh 167. Chon tdp tin &m thanh chén vao slide

5. Ngoai ra, ching ta ¢ thé chén &m thanh tir cAc ngudn khac nhu 1a thu vién Clip Art
Audio hoac ghi &m véi tinh naing Record Audio.

6. Véi tinh ning Trim Audio, ching ta cd thé cat bo bét cac doan am thanh khdng can
thiét va chi chura lai mot phan caa tap tin &m thanh. Ban chon vao biéu tuong hinh loa

trén slide va vao ngan Audio Tools, nhém Editing, chon Iénh Trim Audio.

RP | £ i
f age Busation Ll (¥} start: | On Click ~ [ Loop until
$i] FadeIn: 0000  J E
7 ) o Volume [T Hide ing Show [ Rewi
lgic. N FadeOut: 0000 2 ume [[]] Hide During Show [T Rewind aff
R Editing Audio Options

Trim Audio
Trim the audio clip by specifying
the start and end times.

art Art vao slide

Q Press F1 for more help.

o
— @
-0

Zun

Hinh 168. Chon lénh Trim Audio

7. Thiét lap doan am thanh can lay tai Start Time va End Time va nhan nit OKsau khi

hoan tat.
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=& ; Chen video vao slide
New | J B 7 U 8 zhe A
Slide~| 57 -

[+ Click to add text Ee Click to add text
| Office Theme E

| g ! l
| Title Slide Title and Content §
» 0 ,-.-;'7‘!.':”.1:1

Twao Cont Comparison

Hinh 170. Chén slide méi kiéu Two Content

3. Nhip chudt vao Insert Media Clip trong placeholder bén trai. Hop thoai Insert
Video xuat hién.

Insert Yideo [?_'E\
Look 0 Mt - A X453~
My Racek Nyne See Type Dats Modéied
oo LOfn 2010 The Moves. v 12,5450 WV e L2010 1514 AN
L‘)Etﬂm &) Weakorme to Dune MO wery 262060 'WNY MNe 112010 10015 AN
My
"Jm
‘W
Corputer
My Natwork
‘il'a:“
Fho pane v
Pl o L i Tl (% asf; % e * Wil Sy * e * wend) * weaz; * Gvremes; *a; * mpeq; * mog; *in ¥
Todks trget | | Concel

Hinh 171. Hop thoai Insert Video

4. Tim dén thu muc chtra video, chon video va nhan nit Insert dé chén vao slide hoic
nhan nat x4 xuéng tai nat Insert va chon Link to file dé chi lién két véi video ma
khéng nhdng vao bai thuyét trinh. Vi dy, ban chon doan video tén 1a Office 2010 —
The Movie.wmv va nhan Iénh Insert dé nhing vao slide:
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Chen video vao slide

* (lick to add text

-EL{IE?"?;-'P 3 Smg
e = b

-

I3 “«» “

Hinh 172. Cheén doan video vao slide

5. Tuong tu, chung ta chén doan video con lai vao slide nhung vdi dinh dang la .flv.
Nhap chudt vao Insert Media Clip trong placeholder bén phai. Hop thoai Insert
Video xuat hién.

Files of BYPe!  |viden Files (*,ask; *.asx; *.wpl; *.am; *wms *,

g F,
Windows Media file {asF) (*.asf; *. asx; *.wpl; *.m
Windows video File {avi) (¥, avi)
Mavie file {mpeq) (*.mpea; *.mpa; *.mpe; *.mlv;
‘Windows Media Videa File Dwrmed Oy *owws)

Hinh 173. Chon kiéu tdp tin video

6. Tai hop Files of type, banchon All Files (*.*) dé cac dinh dang tap tin video khac hién
thi. Ban chon tén tap tin la Welcome to Zune HD.flv va nhan nut Insert d¢ chen vao
slide.

Chen video vao slide

AT S by
Ly s S .

»” <> “

Hinh 174. Chén FLV vao slide
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Chirong 3. Xay dung néi dung bai thuyét trinh

Chén doan phim tryrc tuyén

* Click to add text £

Hinh 176. Slide chén doan phim tryc tuyén

3. Chon placeholder bén dudi, sau d6 vao Insert, nhém Media, chon nat Video va chon
tiep Video from Website..., hop thoai Insert Video From Web Site xuat hién.

Insert Video From Web Site

To insert a link to a video you've uploaded to a Web site, copy the embed code from that Web site and
paste itinto the text box below:

%o
£ @
W?irdéro"‘ Audio

|| &3 video from File.., ]
Video from Wel
Help and examples
Clip Art Video.,

Hinh 177. Hop thoai Insert Video From Web Site
4. Chuyén qua trang YouTube, ban tim dén hop Embed cua doan video trén trang
YouTube va chép cac théng so trong hop nay vao bo nhg may tinh bang cach nhan to
hop phim <Ctrl+C>.

URL | http:/fwww. youtube. comiwatch Pv=ss0q0 2D |

After making

and pastes th
The code ch
zelection. |

Hinh 178. Sao chép thdng tin embed cua dogn video

5. Sau d6, chuyén sang hop Insert Video From Web Site trong ctra s6 PowerPoint va
dan noi dung Embed vao bang té hgp phim <Ctrl+V>.
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Chirong 3. Xay dung néi dung bai thuyét trinh

2. Chon kiéu layout la Title and Contentva Nhap tua dé cho slide Ia “5 phan mém tao
bai thuyet trinh tot nhat”

5 phan mém
tao bai thuyét trinh tét nhat
* Click to add text

] 1
== Tl A X
INew |.— | B 7 U S abe AV- A,
(Slidex| 57 -~ i N
Office Theme —

Title Slide Title and Q Sartion Ha
e and Content

Hinh 181. Chén slide va nhdp tua dé

3. Nhap chugt vao Insert Table trong placeholder bén dudi, hop thoai Insert Table xuét
hién. Ban khai bao so6 lwong dong la 6 tai hop Number of columns va so luong cot la
3 tai hop Number of rows.

Insert Table

Mumber of columns: 3

REIRES

Number of rows: 1 &|

[ OK ] [ Cancel ]

Hinh 182. Khai bao sé lirong dong va cot

4. Nhan OK dé chén bang vao slide nhu hinh sau.

5 phdn mém
tao bai thuyét trinh tot nhat
I D

Hinh 183. Bang trong trong slide
5. Thu nho chiéu rong cac cot dé chuan bi nhap noi dung vao slide.Vi dy, cot thir nhat co

nhan 1a “Stt.”, cot thir hai c6 nhdn 1a “Phan mém” va cot th ba c¢6 nhan la “Mb ta
phan mén”. Panh so thir tu tir 1 dén 5 cho cot “Stt.”
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tao bai thuyét trinh tot nhat tao bai thuyét trinh tét nhat
N T T TR LT A ————————

5 phan mém 5 phan mém

Hinh 184. Nhdp nhan cho cac cér va danh sé thir te

Diéu chinh chiéu rong cua cot bang cach di chuyén chudt vao duong ludi doc cua
bang. Khi théy chudt bién thanh hinh mii tén hai chiéu () thi gitr trai chuot va
khéo qua trai dé thu nho cot hoac keéo qua phai &€ mo rong cot.

6. Chon dong thu hai trong cot thu hai trong bang cho tro nhap nhéy va nhap vao tén cua
5 phan mem theo tha tu sau: PowerPoint, Flash, Impress, Keynote va Presentations.

5 phan mém
tao bai thuyét trinh tot nhat
T T

Powertoint
frash

3 press

L ¥eyocte

5 Presertationt

Hinh 185. Nhdp ngi dung cho cét thi hai

7. Tuong ty, nhap phan mo ta tai cot thir 3 véi cac thong tin nhu sau:

PowerPoint do Microsoft phat trién, 1a mot thanh phén trong bo Microsoft Office.
PowerPoint hi¢n la phan mém tao bai thuyét trinh tot nhat trén thi truong.

Flash do Adobe phét trién. Tao bai thuyét trinh trén Flash rat thun tién cho viéc
chia s& va phat hanh trén internet do Flash chay trén nén trinh duyét web.

Impress la phan mém mién phi do Sun Microsystems phét trién. Imress la mot
thanh phan trong bo OpenOffice.

Keynote do Apple Inc. phét trién, [a mot thanh phan trong bo iWork.

Presentations do SoftMaker phét trién, 12 mot thanh phan trong b SoftMaker
Office.
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Thi phan trinh duyét 2009

Y | * (lick to add text
=y
New j‘ B 7 U S ahe &V
Slide~| =37 | — -
; Office Theme |

{Ingert Chant

i Title Slide Title and Content

Hinh 187. Slide biéu do thi phan trinh duyét 2009

3. Nhip chudt vao Insert Chart trong placeholder bén dudi, hop thoai Insert Chart
xuat hién.

4. Chon nhom db thi la Pie tir danh sach bén trai hop thoai Insert Chart va chon kiéu do
thi la Exploded pie in 3-D.

Insert Chart @

1 Templates j’«{&‘j’l ‘MI Pb}l U‘D‘}l {MI 4
il Column Line

- = i{;} |
E Bar Pie 1
™ F—

Area 3 .(7\7 »: [~ - _\‘
XY (Scatter) ":\D ‘&x" I@VQ \"_]BQ ‘i@\ﬁl

ljﬂ stock Bar IEproded pieinS-DJ
B sutoce %ggﬁ-g&%
B Dok | | | = | | =_ap =
92 Bubble = —= — ——1 = — = —= =
@ Radar % | ,6:' | > \-P, % ‘

| | | =] (= | 2]
[M_anageTemplates... ] [ Set as Default Chart ] l OK J [ Cancel ]

Hinh 188. Chon kiéu do thi

5. Nhan nit OK va cta s6 Microsoft Excel xuat hién chaa cac sb liéu mau cua dd thi
nhu hinh sau.
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@ = (& |+ Cchart in Microsoft PowerPoint ~Dlicrosoft Excel ‘ b ‘ o B =
H-:me Insert | Page Lay | Formula Data | Review | View | Add-Ins | Acrobat | Design | & e = = &
LEE] & Calibri -1 = E%é General - }}‘ 5 Insert ~ z - %7'
P‘aste-a’ﬁ'BIH'A‘ﬁ'% =5 08 - % s Smﬁj velete ~ | [~ B~

P E- &AL EE D B [ Fomat v | Q.+

Clipboard & Font P Alignment = Mumber = Cells Editing
B1 - ﬁ-| Sales v
A B C D E F G H 1 A

II Sales

2 |1stQtr 8.2

3 |2nd Qtr 3.2

4 3rd Qtr 1.4 =

5 |ath Qtr 1.

6

7

3 To resize chart data range, drag lower right corner of range.

9

10

11

12 .

H 4 v 4| sheet1 /2 M4 I |

Ready | = | ||E| 100% (=)

Hinh 189. Cira s6 Microsoft Excel dung dé nhdp sé liéu cho do thi

6. Ban hay nhap day du sb ligu théng ké thi phan trinh duyét nim 2009 cua bang trén vao
ctra s Excel vadéng ctra s Excel lai sau khi nhap xong. Khi do, biéu d6 trén slide
PowerPoint ¢6 hinh dang nhu sau.

Th| phén 2009

A

1 | Trnh duvet

2 Internet Explorer
zlﬁrefcx

4 Chrome

5 |Safari

6 Opera

7 Khac

B
Thi phan 2009
62.69%
24.61%
4.63%
4.46%
2.40%
1.21%

Thi phan trinh duyét 2009

m Internet Explorer
m Firefox

m Chrome

m Safar|

m Opers

w Khac

7. Chon @6 thi trén slide, chon tua dé dd thi va nhan phim Delete trén ban phim dé xoa.
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Thi phan trinh dymteRaat—r——

ITm phian 2009

B/ EFETIA- &2

Relet
& Rese ityle

Edit Text [er
A Eont.,
il change Chart Type..,
(& Eait Data.,

J 3D Rotation,,,

(5" Format Chart Title..

Thi phan trinh duyét 2009

@ Irzemmet Eaplorer

" Firaton

m Safeel
& Ogerz

CLUT T

Hinh 190. X6a tya dé khong can thiét trong do thi

8. Doi céc chd thich cua do thi xudng phi dudi bang cach chon d thi. Sau do, ban vao
Chart Tools, chon Layout, nhdm Labels, chon Legend va chon Show Legend at

Bottom.

|
s Slide Show Review View Developer Add-Ins Acrobat Design ‘ Layout

iy Turn off Legend

Show Legend at Right

it Show Legend and align
) right

Show Legend at Top

Show Legend and top

align

Show Legend at Left

‘.LI I} Show Legend and align

left

Overlay Legend at Left
;’ﬂ“j! Show Legend at left of

the chart without resizing

More Legend Options..,

Show Legend at Bottg

Show Legend and al| @

bottom

Overlay Legend at Rig

M Show Legend at right of
the chart without resizing

diing

(J3-DRotation | -
Background A

duyét 2009

M Internet Explorer
m Firefox e ———)
W Chrome
m Safari
= Opera
m Khac

Thi phan trinh duyét 2009

mint=m=t Expiorer mFirsfox g Cheome mSzfar mOpea mkhac

Hinh 191. Déi Vi tri dét chl thich cuia do thi

9. Thém cac sé liéu théng ké kém theo cac manh trong banh trénta chon d6 thi. Sau do,
ban vao Chart Tools, chon Layout, nhdm Labels, chon Date Labels va chon Best

Fit.
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T
Show Review View Developer Add-Ins Acrobat Design | Layout

" EOIEEIEEESEE

|_J) 3-D Rotation ]

‘ - 7 None » » | Background A
E’Z_# Turn off Data Labels for )
selection
| - Center j

Display Data Labels and position
centered on the data point(s)

I — Inside End

g Display Data Labels and position 2009
inside the end of data point(s)
Outside End

Display Data Labels and position
outside the end of data point(s)

Best Fit
Display Data Labels andg po%o
with Best Fit

lore Data Label Options...

E B

|
|

<
P4

|

=

Thi phan trinh duyét 2009

minternet Eplocer  mFirefon mlhvome giptan mOpers mhhic

Hinh 192. Thém nhan cho cac mdu banh trén do thi
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| Home Insert Design Transitions Animations Slide Show Review View
e L
= R | = = e PR B
j A A |
= i o
Paste | New .. | B 7 U § abe AV- Az~ | A .| Shap
s K Slide~ 7 = -
| Paste Options: Font Paragraph
& =0 al [a |

Paste Special.., !
HS18 aap ' ‘ : |
u

O

Link bang ttr Excel

Hinh 194. Chon Iénh Paste Special

5. Trong hop thoai Paste Special, ban chon Paste link, chon kiéu Microsoft Office
Excel Worksheet Object tai khung As va nhan niat OK.

Paste Special

Source;  Microsoft Office Excel Waorksheet

Sheetl!R1C, .,
as:

Zancel

IH
-

Microsoft Office Excel Worksheet Object
aktach Hyperlink

[ pisplay as icon

Inserts a pickure of the clipboard contents inko your
presentation. Paste Link creates a shortout bo the
source file so that changes ko the source File will be
reflected in wour presentation.

Hinh 195. Chon kiéu Paste link

6. Khi mudn dinh dang lai bang biéu (mau sic, font chit, k& khung cho bang,...) hoic

cap nhat sé liéu thi ban phai thuc hién bén cta s6 ciia chuong trinh Excel.
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Look iy o) Mitrvediy

JWM

Oocurvents
= |09

oocerts

4 My
Conpater
Ll

wH!

el | 'I )

e o el el

Nndtyw Al Pctures (%o i par” pea; FELT per™ pog ® . bro; * dib * e of 1 o2y *.emay * wia v

Tooks | Ingart Cancel

Hinh 198. Chon hinh dwa vao Album

3. Chung ta c6 thé chinh stra d sang téi, xoay hinh va bién d6i mau sic hinh trong hop
thoai Photo Album.

Photo Album 3

Album Content
Insert picture from: Pictures in album: Preview:
2 Animal102
Insert text: 3 Animal103
4 Animal104 g
s Anmalios
6 Animal106
Picture Options: 7 Animal107 _
Captions below ALL picturas 8 An!maIIDB
Fatuinatesiuaine ittt || o] Animal109
[C]ALL pictures black and white |10 Animal110
11 Animal111
12 Animall12

1] _ EENO
Album Layout
Picture layout: EFit to slide vi ‘t‘—'

Frame shape li‘-‘;akar;ne | ’ .
Theme: ' | [ §rowse..J g

[ Create J[ Cancel ]

Hinh 199. Chinh siza hinh trong Album
4. Tai Album Layout, ban chon s lwong anh s& hién thi trén mot slide tai hop Picture

layout. Tdly chon kicu khung anh tai Frame shape va c6 thé chon kiéu dinh dang mau
tai Theme. Hinh anh minh hoa cho céc tuy chon cua ban xuat hién ngay bén canh.
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Thiét 1ap thudc tinh mic dinh cho hdp vin bin

Zaled R AN IEEQ D
BI/IEEIRALA- DT

- ]
b cut
=3 Copy

| £ Faste Optons

Thiét Iap thudc tinh mac dinh

AR

#

~
e

©

woe s Pichue

- Set 2t Qefaull Text Bas "
“

20 St ana Pouitiar

(L o]

et Shape

Hinh 202. Dat thuge tinh mac dinh cho Textbox

e V& mdt hop van ban trén slide

e Dinh dang font chit, co chit, mau sdc, kiéu va kich thudc,... va dinh dang hop van ban
nhu t6 nén, mau nén, d6 boéng,... theo mong mudn

e Chon hop van ban, sau d6 nhip phai chudt va chon Set as Default Text Box

Thiét 1ap thudc tinh mic dinh cho hinh vé

Thiét lap th* = ac dinh
_a Pavie Options:
= 144
B Eor T

SO fon Point

- 4

Hinh 203. Bat thugc tinh mégc dinh cho Shape
e V& mot hinh vé trén slide
e Thay ddi cac thudc tinh theo mong mudn nhu mau séc, hiéu ng, kiéu nét ve, font chir,
mau chit, kiéu chit, kich thuée chit ....
e Chon hinh v€ va nhép phai chudt, sau do chon Set as Default Shape
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Chirong 3. Xay dung néi dung bai thuyét trinh

- y e*ux I 5 (01 we g
Cl| A 2| 3 s ".x,h'" ol Radeal Indagra o bt Funet
! fosrton :
- — +|=Il= g1y 2 X N
y e vA @
d F # ] Frachon Scrgt Radical |
i : . v
- i Common Faamon
B I'""‘ muil
T l] j Ay L oy
| T 3 »
| Equation .
; flx,p,0)= .
SicaE

Hinh 205. Chon cac ky tu dac biét

4. Vao nhom Structures, chon nit Radical va chon kiéu cin bac 2

met and (

= - . X 2 v ..
2|[3 = e xS, % {10} e g
A v = 5 fracion Scipt Radical|istegral  Larpe Dracket Punchion Accerst |
- . ’ ’ Operator
adan
e
Common Radioaly
EPO oy v e
0° +58
Q@
) 1
flx,p,0)=

lim
<o

109

1
floo,p o) = —|
B 210

Hinh 206. Thém can trong cong thuc

5. Di chuyén con tro qua phia bén phai dé
Structures, chon Iénh Script va chon kiéu

né clng cip véi dau =, sau d6 vao nhom
Superscript.

IPEIEIEEEE. 5 e L 5 O
j| IE‘ IE‘ IE‘ E‘ = Fracvtion Sc:jpt Radvical Intevgral OpL:rra%er Brafke

i

Subscripts and Superscripts

I

Superscript
Common Subscripts and Superscripts

e—imt
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Chirong 3. Xay dung néi dung bai thuyét trinh

6. Nhap Ky tu “e” vao 6 trdng 1on, nhap dau trir vao 6 nho bén trén. Sau d6 vao nhém

Hinh 207.

Thém chi sé trén

Structures, chon Bracket va chon kiéu Brackets

i . B e ]+m
Sin 1

i=0 {( J} a H=co

Large Bracket| Function Accent Limit and
Operator = = < < Log -
|| Brackets
() (=] {z}

Brackets |

7. Chon 6 trong cip dau ngoic va vao Structures, chon Fraction va chon kiéu Stacked

Fraction.

8. Chon 0 trén tir s6, vao Structures, chon Script va chon Superscript. Sau d6 nhap cac

Hinh 208. Thém ddu ngodc lén

Hinh 209. Thém phan s¢ vao trong cgp ddu ngodc

Ky tu vao cho tu sb.

9. Chon 6 duéi mau sb, vao Structures, chon Script va chon Superscript. Sau d6 nhap

Hinh 210. Nhdp céc ky hiéu vao tir s6

céc Ky tu vao cho ti sb.
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Churong 3. Xay ding ngi dung bai thuyét trinh

Equation
= e SH)
f(x' [.l, 0-) = \/m e £

Hinh 211. Cong thuc trén slide

10. Nhap chuét vao ving tréng trén slide.

@AAAb‘AA‘4AAAA‘AAA@

Trang 125



Churong 4. Tity bién, hiéu chinh bai thuyét trinh

sert Design Transitions Animations Slide Show Review View Developer  Add-Ins  Aci Slides M&l

Al ] e
= C— Folos @ Background Styles ] 1
- L Iz] Fonts ~
[ Hide Background G

‘ Effects =

Background

PowerPoint 2010

G820k ok Soh iy
is ooy wimh

=

Aa ‘Aa Aa

. momEEE

ool

Enable Content Updates from Office.com...
[E Browse for Themes...
L':ﬁ Save Current Theme...

Lam phong pixt bai thuyét trinh v ccdoanvidea

hinh anh va rat nhiz hisu img moi
+ Chia =& bai Shuyét trinh higu qua hom

Hinh 212. Ap dung theme Paper cho bai thuyét trinh

3. Dé ddi sang bo mau khac cho bai thuyét trinh, ban vao Design, nhdm Themes, nhap
chon Theme Colors va chon bo mau khac. Vi du, ban chon bé mau Clarity.

Built-In e
HOONEEEEN office
HEOCNNNEN crayscale
HECONECONNN  Adjacency
HECONNENEEEN -Angles
AN EEE Apex
HCONNENEN Apothecary
HONEEEEE Aspec
HCONNEEEN Austin
BN NNN slackTie
BN EEN _civic

IDllllltz.r
EOEEEEERN S posite

Hinh 213. Ap dung bg mau Clarity cho bai thuyét trinh

4. Pé ddi sang bo font chir khac cho bai thuyét trinh, ban vao Design, nhom Themes,
nhiap chon Theme Fonts va chon bo font chit khac. Vi du, ban chon bo font chit
Office Classic, b font nay st dung font chit Arial cho cac twa dé slide va dung font
Times New Roman cho ngi dung slide.
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Churong 4. Tity bién, hiéu chinh bai thuyét trinh

Create New Theme Colors

Colors =
&’ﬁ Barkoround Stules -

BN NNN GlackTie
BEONENENEN Cvic
Clarity
HONENENN composite
HOENEEEENE cConcourse
[ (W] [ [ (5] | EeCIVTE
HOENEEEENE ctlemental |w

Create Mew The

4

Theme colors

Text/Background - Dark 1
Text/Background - Light 1
Text/Background - Dark 2

Text/Background - Light 2

Sample

Text

e
o [T i

Text

feesntd Hvperlink
Accent 2 Hyperlink
Accent 3
Accent 4
Accent 5
Accent o
Hyperlink
Followed Hyperlink
Mame: |Custom 1 |
Save ] [ Cancel ]

Hinh 215. Tao Theme Colors

3. Taivung Theme colors, ban héy‘thiét lap mau cho 12 hop mau thudc 3 nhém nhu da
trinh bay & trén.Néu muon tra vé bd mau mac dinh caa Theme Colors thi nhan nuat

Reset.

4. Tai hop Name, ban hay dat tén cho Theme Colors vira tao.

o

Nhan nGt Save hoan tat.

6. Mubn x6a Theme Colors vira tao thi vao ngian Design, nhém Themes, chon Theme
Colors. Dung chuét nhap phai lén tén Theme Colors can x6a va va chon Delete...
Nhan nat Yes @€ xac nhan Iénh xda trong hop thoai théng béo.

Custom
( [ [[[[]
Built-In

L ]
[ ]|
N T O
ECEEEENE
[ s ]

Colars =
n IS Rarkarnund Stules =

Y

Custom 1 pehics

Apply to All Slides

Apply to Selected Slides

Edit...

Delete... @
Add Gallery to Q ccess Toolbar

rading 2

Hinh 216. X6a Theme Font

Thém Theme Fonts

Theme Fonts bao gom font cho twa dé (heading font) va font cho ndi dung cua slide.
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Churong 4. Tity bién, hiéu chinh bai thuyét trinh

n Cac budc thye hanh nhu sau:

1. Vao ngan Design, nhdm Themes

2. Chon nit Theme Fonts va chon tiép Create New Theme Fonts, hop thoai Create
New Theme Fonts xuat hién.

[ Fonts -
F
Office 2
Calibri S
Aa carbria Create New Theme Fonts
Office Classic Heading font: Sample
A Arial |lv1|n|on Pro Cond b | Head itlg
a Tirnes Mew Foman Body font: Body text body text body text. Body
|rv1ini0n Pro 7 | text body text.
Office Classic 2
A A Arial " Mame: |My Theme Fonts| |
Create Mew Theme Fcunts.<. % ? = ] [ cancel ]

Hinh 217. Tao Theme Fonts

Lua chon céc font chir tai hop Heading font va Body font
Tai hop Name, ban hay dat tén cho Theme Fonts
Nhan nit Save hoan tat.

o 0k~ w

Mubn x6a Theme Fonts vira tao thi vao Design, nhdm Themes, chon Theme Fonts.
Dung chudt nhap phai Ién tén Theme Fonts can xo6a va va chon Delete... Nhan nat
Yes dé xac nhan Iénh xo6a trong hop thoai thong bao.

ZI T
Fonts =
Custom -
My Theme Fonts
A Minion Pro Cond -
da .
Iditicn Pro
App ides
Built-In
Edit...
Office
Calibri Delete..
Aa Calibri
Add Gallery to Quick Access Tooll

Hinh 218. X6a Theme Fonts

Luu Theme hién hanh

Ban c6 thé luu cac thay ddi vé bd mau, bd font hay cac hi¢u img thanh m¢t Theme md&i dé co thé
ap dung cho cac bai thuyét trinh khac.

‘ Cac budc thyc hanh nhu sau:

1. Vao ngan Design, nhdm Themes
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Churong 4. Tity bién, hiéu chinh

bai thuyét trinh

e Céch 1: Nhip nit File d& chén hinh tir tdp tin hinh. Ban tim dén thu muc chta
hinh r61 nhap chudt hai lan vao hinh muon chén vao.

e Céch 2: Nhap nat Clipboard dé dan hinh dang chtra trong bd nhé vao lam hinh

nén cho slid

e.

e Céch 3: Nhip nat Clip Art dé tim va chén hinh tir trong thu vién ClipArt. Nhap tir
khéa tim hinh tai hop Search text. Chon hinh va nhin niit OK dé chén vao slide.
Néu chon thém Include content from Office.com thi két qua tim kiém hinh s&
bao gom ludn cac hinh tim thiy trén trang Office.com.

Vi du, ban chon cach 1, va chon hinh nén Background07.jpg

Lock pe

D hcemees
L Dedtee
enmars
Pl Ll
Corgater
g

D Mawade 9 2 Xua-
e——— L DL - W - - - -
A 190 g a1 00 NN g A0 59 Nea) 99
- i a m -
onkinh PG P ML B pondi. ) S ol 0o Badgprond)s o)
= &
<" y w
L 3 [l
L] = FInde. 5y ~
Fle e -
Fes 08 | 5 Prures [ * oot |* 00* K60 * 00 00 * an * bngy * 30 % 1 .08 [ A% 6K i
Cope § 1 cmed |

Hinh 223. Chon hinh nén

5. Nhan nit Close dé tién hanh 4p dung hinh nén cho céc slide dang chon. Néu ban

muén &p dung hinh nén cho tét ca cac slide thi nhan nat Apply to All.

CCEEPErT

.
I e bt | oo | b
| I8

| IMezgter |

Thua P et O ot U D Chapd sty - MEOsut Do P o 0

o e then  Meew ¥ Orvbpnr ddsam  Soeet @

nu 2 \' |E 3; i | S
.- o ity Bakgraund Giustes

Nhiing diem me

30, qain 1§ v Jam vidc cing the vl nhdng ngeirh ki

| theyd) trinh

IMM- BAL Gy 01 ertnh v cdc doan video

dah vi rAtabe ) o mn

.ﬁ:‘qiﬁl} Thayf irish Rifw qui hom

Feow | 9 |

Hinh 224. Hai slide da droc &p dung hinh nén

Ok 10 add rotes -l
|FR R o - oh |
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Churong 4. Tity bién, hiéu chinh bai thuyét trinh

3. Tién hanh chén céc placeholder va sip dat chiing theo nhu cau ciia minh. Vi du nhu
ban chen vao 3 placeholder (2 Picture va 1 Text) va bo tri nhu sau.

Click toedit Master title style

Picture = Click 1o ecdit Master text styles
Second level
Thirdl level

Forth beved
Fitis wew|

Hinh 239. Chén va sdp xép céc placeholder trén slide

4. Pat tén cho slide layout nay bang cach nhip chudt vao nit Rename tai nhom Edit
Master trong ngan Slide Master va dat tén la “Two Picture & Text” trong hdp
Layout name. Nhan niat Rename d¢ hoan tat.

|| Slide Master ‘ Home Insert Transitions
= 3 g
Q I[:] U:'.;d Delete l._, Title
: 74 Rerfo

Insert Slide Insert hster Insert Footerd
Master Layout ' Presy yout Placeholder~

Edit Master | Master Layout

Rename Rename Layout El gl

Rename the custom layout.

Layout name:

The name is shown in the layout
gallery when adding slides to the [Two Picture &Textl |

presentation.
LF_{iename J [ Cancel ]

Hinh 240. Péi tén cho slide layout

5. Khi d0, trong ché d6 soan thao Normal View ban c6 thé chén slide mai vai kiéu
layout vira tao.
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Churong 4. Tity bién, hiéu chinh bai thuyét trinh

e Dong dau tién chir mau vang, co chir 34, kiéu chir in ¢dam va doi kiéu bullet sang
hinh dau miii tén mau vang (vao Bullets and Numbering... dé chon lai mau).

vubng c6 mau trang.

Bullets and Numbering

BSn dong bén dudi chir mau tréng, co chir 32 va doi kieu bullets sang hinh 6

Bulleted | pumbered |

— — Nhiing Kie
None — — :
- »Presentation Views
S — o NOLS Page
— — — — » Reading View
coor (3]
Reset L OK J [ Cancel l

Hinh 250. Binh dang hép van ban bén tréi trén slide sé 3

Master Views
Slide Master

Handout Master

Notes Master

2. Chon hop van ban bén trai, sau d6 vao ngan Home, nhom Clipboard va kich chuét
mét lan vao nat Format Painter dé sao chép dinh dang vao bo nhg may tinh.

\ Home | Insert Design Transitions Animations Slide Show Review View Develope

e - AR =l
=R = Minion pro (Body ~ 32- ~ A" A" | &) =l
[ ,» = g E - “;%v
Paste ?l;w —.| B I U 8§ abe AV~ Aa~ | A~ [EW %v
Slide~ =) E iz

Slides [ Font I | Paragraph i

ormat Painter

Copy formatting from one place
and apply it to another.

Y -~y o AN
a as e
Double-click this button to apply I\ hu ng l\lC, u ]“(
the same formatting to multiple °
places in the document.

a
>Presentation Views

0 Press F1 for more help.

wSlide Sor{er
= Notes Page

=3

* = Reading View

Hinh 251. Sao chép dinh dgng bang Format Painter
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Churong 4. Tity bién, hiéu chinh bai thuyét trinh

Chen hinh vao slide

Hinh 253. Chon hinh can xoay

2. Nhap chudt vao nit nim tron mau xanh ¢ bén trén caa hinh, khi d6 con tré s& bién
thanh hinh mot mii tén cong tron.

Chen hinh vao slide

Hinh 254. NGt ndm tron dang dé xoay hinh

3. Giir tréi chudt va kéo theo huéng nguoc chiéu kim dong ho, khi d6 hinh s& dwgc xoay
vé phia bén trai.
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Churong 4. Tity bién, hiéu chinh bai thuyét trinh

Hinh 257. Chon video bén trdi dé cdt tia

2. Vao Video Tools, ngan Format, nhom Size va chon nat Crop

hPowerPoint2010_Chap4.pptx - Microsoft PowerPoint

hations  Slide Show Review View Developer Add-Ins

Acrobat

|— —_—
‘ I‘ kﬁ » | & video Border v

NG by

_3’ Video Shape »

 Bring Forward ~

Format

|Z~
=

(24 Send Backward ~ [#]

Playb|

0 -
aalt 3]

v | ‘o Video Effects v ‘*I-Lg Selection Pane A

Arrange

Crop the v|
width you

Hinh 258. Chon Iénh Crop

3. Nhap chudt vao 6 vudng & canh bén trén cia video. Khi d6 con tro chuét bién thanh
hinh giong chr T nguoc. Ban gitr trdi chudt va kéo hudng xuong dudi dén gan hét
vung mau den thi nha chudt.

D 3

.é‘gu?*';;@:a by

Hinh 259. Thyc hién Iénh cdt hinh tiz bén duwdi 1én
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Churong 4. Tity bién, hiéu chinh bai thuyét trinh

Format Picture

Fil Picture Corrections
Line Color Sharpen and Soften
Line Style Pressts:
Shadow Soften Sharpen
. v
Reflection W

Glow and Soft Edges Brightness and Contrast

3-D Format Presets:

3D Rotation Brightness: _J_ 0% £

Picture Corrections Contrast: —J—
Picture Caolor
:

Artistic Effects
Crop

Size

Position

Text Box

Alt Text

Close

Hinh 268. Picture Corrections trong hgp thogi Format Picture

Thay d6i cwdng dd mau, tdng mau, hiéu &ng chuyénmau cho hinh anh

% Cac budc thuc nhu sau:

1. Chon hinh can hiéu chinh. Vi du, ban chon hinh con buém bén phai trong slide sé 4.
2. Chon Picture Tools, vao ngin Format, nhom Adjust, nhap chon nat Color.

.

)_{ Compress Pictures [ I 1R e S R —
¥’ Change Picture ;d‘ d‘ d’ d

istic - d

s~ ‘mReset Picture

. ratlon

‘mrtmS

2 . ‘s/"q @?
o3 69 69 19 K9 3
3¢ L3e ) 3e] 36 | 36 | 36 '0?

More Variations

Set Transparent Colar

@R@

Picture Color Options..,

Hinh 269. Lénh Color trong Picture Tools
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Churong 4. Tity bién, hiéu chinh bai thuyét trinh

3. Trong cira s6 vira xuat hién:

Tai nhém Color Saturation, ban chon mot kiéu pht hop trong danh séch céc

kiéu thiét lap san. Vi du, ban chon cho mau sic sic s& hon 200%.

Tai nhdm Color Tone, ban chon tdng mau 4m hon 1a 8800K

Tai nhom Recolor, ban ap dung hi¢u ang chuyén sang mau d6 la Red. Ban c6
thé chon nuit More Variantions dé tuy chon thém cac mau wa thich khac.

Chen hinh vao slide

Chen hinh vao shide

Hinh 270. Hinh trréc va sau &p dung thay doi mau

4. Ngoai ra, ban c6 thé nhap chon 1énh Picture Color Options... dé linh dong tiy bién
cuong dd mau, tdng mau va chuyén doi mau.

Format Picture

Fill

Line Color

Line Style

Shadow

Reflection

Glow and Soft Edges
3D Format

3D Rotation

Picture Corrections

Picture Calor

Picture Calaor
Color Saturation

Presets:
Saturation: ] I—
Color Tane

Presets:
Temperature: — I— 8,800 |3

Recalor

Presets:

Artistic Effects
Crop

Size

Position

Text Box

Alt Text

Reset

Close

Hinh 271. Picture Color trong hgp thogi Format Picture

_Véi ndt Iénh Reset Picture ching ta c6 thé phuc héi hinh @nh vé tinh trang
g nguyén thuiy mét cach dé dang.
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Churong 4. Tity bién, hiéu chinh bai thuyét trinh

X6a cac mau nén trong hinh

X6a cac mau nén trong hinh s&

ﬂ Céc bude thuc nhu s

1. Chon hinh can loai
SO 4.
2. Chon Picture Too

gilp nhan manh hon vao dbi twong chinh cia hinh anh hon.
au.
bo mau nén. Vi dy, ban chon hinh con budém bén phai trong slide

Is, vao ngian Format, nhdm Adjust, nhap chon nit Remove

Background. Cira s6 man hinh chuyén qua ngin lénh Background Removal.

Hd9-0ATF=
O @ Q

1o Keep 10 Reoeave Mank
f=fing

Mary Zeea; Mack doeas Defete  Ducad Ml Keen
Crange: Onanges

ThucharhPowerPom2010 Chapdppty - Mer, = & 0
Shoe Shom View Suimat =] o
. A
o
8 v

Ciose

Chen hinh vao shide

‘- Click to add notes

([ 3 oy o)

3. Ban diéu chinh 8 nb

Hinh 272. Ngan Background Removal

t xung quanh hinh dang chon sao cho bao hét viing hinh con buém

can giir lai. Sau d6, nhan nit Keep Changes.

Chen hinh vao shide

Chen hinh vao slide

Hinh 273. Chen viing hinh cdn gii lgi
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Churong 4. Tity bién, hiéu chinh bai thuyét trinh

Ap dung hiéu ng ngh¢ thuat cho hinh

1 Céc buéc thue nhu sau:

1. Chon hinh can hiéu chinh. Vi du, ban chon hinh con buém bén trai trong slide s 4.
2. Chon Picture Tools, vao ngan Format, nhdm Adjust, chon Iénh Artistic Effects.

3. Di chuyén chuét Ién cac kiéu hiéu tng dung sén va xem két qua hinh trén slide.
4

Nhap chudt dé chon mét kiéu hiéu tng mong muén. Vi du, ban chon kiéu Pencil
Grayscale.

—

| = Artistic Effects »| g ' = B2 picture Lay

<R .“.g 3 = ”T‘ure Styles
09 V07 09

Hinh 274. Chon kiéu hiéu izng tir danh séch

5. Dé bo hiéu ung Artistic thi chon kiéu None (kiéu dau tién) trong hop danh sach
Artistic Effects.

Ap dung hiéu #ng dé béng, dwang vién, ... cho hinh

Ngoai cac hiéu (g da trinh bay, PowerPoint con cho phép chiing ta ap dung rat nhiéu kiéu hiéu
g nhu 14 cac hiéu (ng d6 bong (Shadow), hiéu tmg twong phan (Reflection), hiéu tng cho cac
canh cua hinh (Soft Edges), hiéu ung 3-D, ...

E Céc budc thuc nhu sau:

1. Chon hinh can hiéu chinh. Vi du, ban chon hinh con buém bén tri trong slide sé 4.

2. Chon Picture Tools, vao ngan Format, nhom Picture Effects, chon nat Iénh Picture
Effects.

L7 Picture Border ~

o - Picturesﬁect§

Lf_:xl Picture Layou

i

= = =

Picture Styles I

Hinh 275. Lénh Picture Effects
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Churong 4. Tity bién, hiéu chinh

bai thuyét trinh

Abc Abc [z\b.‘ ] Abc Abc Abc Abc
&)
Light 1 Qutline, Colored Fill - Gray-50%, Accent 1 .

b H Abc Abc Abe

Other Theme Fills

-
»

Hinh 278. Chon kiéu dinh dang Shape

Thay d6i mau ciaa cac dwong ké va mau nén

ﬂ Cac budc thue nhu sau:

1. Chon Shape can hiéu chinh. Vi du, ban chon Shape hinh mili tén trén trong slide s6 6.

2. Chon Drawing Tools, vao ngan Format, nhdm Shape Styles, chon nit Shape Fill.
Chon mot mau trong bang mau, vi du nhu ban chon mau xanh. Nhan vao nit More
Fill Colors... @ mao hop thoai Colors sé cd nhiéu mau hon cho ban lya chon hoac pha

ché mau.

[ﬂsmpe Fill - |

Theme Colors

B N EEEEEN).

I

|
. |
i = |Standard
I I I I Colors:
Standard Colors
O m
Recent Colors 4
=
No Fill
3% More Fill Colors..,
Eﬁ Picture... Color model:  |RGE w
@ Gradient Red: 147 &
P Green: 162 &
;@ Texture e =
[E40=8 153 =
I g e NA-
=
8 ¢ Transparency:
62 60 3| ©]
S

Mew

Zurrent

Hinh 279. Chon mau nén cho Shape
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Churong 4. Tity bién, hiéu chinh bai thuyét trinh

3. Chon nat Iénh Shape Outline trong nhdm Shape Styles va chon mot mau trong bang
mau cho khung duong vién, vi du nhu ban chon mau vang. Nhan vao nat More
Outline Colors... @& md ¢6 thém mau lya chon.

gJShape Outline 'i ‘l - |

Theme Colors 2\ ~ 7Y
H B DEEEEN - -

Ililllllll.r—

Standard Colors
g} L_lgﬂ EEEEN

Recent Colys

ao slid

No Outiine
2 More Qutline Colors..,
= Weight

===z Dashes

Hinh 280. Chon mau cho khung dwong vién cia Shape

Thay doi kiéu nét ké

% Cac budc thuc nhu sau:

1. Chon Shape can hiéu chinh. Vi du, ban chon Shape hinh mili tén trén trong slide s6 6.

2. Chon Drawing Tools, vao ngan Format, nhom Shape Styles, chon nat Shape
Outline.

o D¢ thay dbi kiéu nét ké sang kiéu nét gach dut thi vao Dashes va chon kiéu nét la
Dash.

o Dé thay ddi d6 day cua nét ké thi vao Weight va chon d6 day 1a 1Y/, pt.
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Point2010_Chap4.pptx - Microsoft PowerPoint

Slide Show Review View Developer Add-Ins Acrobat

W

%e® = Vo e |-
Change =y
Colors ~

SmartArt Styles |

Reset
Graphic

Design

2

Convert

-

Reset

Hinh 285. SmartArt Styles

3. Chon lénh Change Colors va chon Dark 2 Outline dé d6i mau cho SmartArt

” E‘E v
= Reset Convert
v | Graphic ~
|a
Accent 1
vy v w w w
‘\_/I_(D e = a2 - e
Accent 2
/-\—-—{_') —_— u— p— S
(3 -+ ) - -
[+
% Recolor Pictures in SmartArt Diagram

Hinh 286. P6i mau SmartArt

Chen Smart Art vao shide

4. Chon nit More va chon mét kiéu dinh dang dung san. Vi du ban chon kiéu Polished

trong nhdm 3-D.

Best Match for Document [

xE R E

3-D

v % Chen Smart Art vao slide

Hinh 287. Chon kiéu dinh dang Polished
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n Céac budc thyc nhu sau:
:ul

1. Chon video can hiéu chinh. Vi du, ban chon video bén phai trong slide s6 8.
2. Vao Video Tools, ngan Playback, nhom Editing, chon Iénh Trim Video.

@ ‘;.cga Q@W Fade Duration

€] Fade In: 00,00
Play Add Remove Tri @
Bookmark Eockmar Vid Fade Out: 00.00
Preview Bookmarks Editing

Hinh 290. Lénh Trim Video

4r 4

3. Trong hop thoai Trim Video, ban thiét lap doan video s& can trich tai cac hop Start
Time va End Time.

Trim Video mlg

Welcorme bo Tune HEL e Duratiory 01100060

L f0:L1.8%
i |
o o] (o) [») e

| Carcel I

Hinh 291. Chon doan video can trich

4. Nhan OK hoan tét.

Nén audio va video
Ching ta c6 thé tang hiéu nang khi trinh chiéu bai thuyét trinh bang cach nén cac doan audio va
video nhdng trong bai.

‘ Cac budc thue nhu sau:

1. M& bai thuyét trinh ¢6 chaa audio va/ hozc video

2. Vao ngan File, chon Info, chon nhém Media Size and Performance va nhan nit Iénh
Compress Media.
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Home [Insert Design Transitions Animations Slide Show Review View Developer A
| [ & Optimize Media Compatibility
o ] ; . ;
g’w:y Are you planning to deliver this presentaticn on
another computer? Optimizing media compatibility

oo % Opt'T:;‘,Elvt‘_ can improve your experience.
DMpBIGY 1 media file can be optimized.

Risi 1 media file requires a network connecticn.
Before presenting, test this item in slideshow
mode to ensure you are connected.

Print Abcut media compatibility

Share

e Media Size and Performance
Help &4 Save disk space and improve playback performance
Rl by compressing your media files. Compression

E Add-Ins ~ c:qmgr might affect media quality.

) bty Media files in this presentation are 17 MB.

|z] Onptions S ) ) 2

| Preseteston Quality mmed regions,
Exit “'E‘&A Save space while maintaining overall berformance
audio and video quality,
7| Internet Quality
bﬁgd Quality will be comparable to media
which is streamed over the Internet,
B’ - hange any part of this
¥ .,J Low Quality
sl i§ Use when space is limited, such as
when sending presentations via e-mail,

Hinh 292. Lénh nén media

3. Chon mét kiéu nén media trong 3 tlly chon sau:

 Presentation Quality: Nén nhung bao luu chat lwong &m thanh va hinh dnh phim
mg muc tot nhat.

e Internet Quality: Nén véi chdr liwong trung binh, thich hop cho viéc chia sé trén
internet.

e Low Quality: Nén nhiéu nhdt, tao ra tdp tin ¢6 kich thuéc nhé nhdt nhung chdt
lirong media sé thap nhat so véi 2 kiéu nén trén.
Compress Media R X
Insal Soe VB  Staas

g i Camglete + 0,6 VE Saved

y .. 78
ooeeeng... 9%

Canpresson n pragress. rocessng 0fMce 2010- The Movie, mmy/,

L L L L L L L L L L L L L L Ll

| Cece |

Hinh 293. Cira s6 Compress Media
4, Vl',du ban chon kiéu nén Internet Quality va hop thoai xuit hién Compress Media
xuat hién thuc hién qua trinh nén cac am thanh va doan phim dang nhiing trong bai
thuyet trinh.

5. Khi nén xong, PowerPoint s& cung cip thdng tin vé két qua nén trong ctra s6
Compress Media. Nhan nut Close dé¢ dong cua so.
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Change Chart Type

Thi phan trinh duyét 2009

Internet Firefox Chrome Safari Opera

‘! ‘ll 'l‘v' | i“‘ AN ‘vul ~

[ sarage Terciates... | | get s Detist ot |

Explorer

@ Thi phin 2009

(e J (e ]

Hinh 303. Thay doi kiéu do thi sang dang cot

4. Pé thém hoic x6a cac thanh phan trén d6 thi, ban vao ngin Layout va chon kiéu
thanh phan can thém hodc x6a. Sau day l1a danh muc céc thanh phan trén do thi:

Bdng 6. Danh muc cac thanh phan trén do thi

Lénh Tén Chirc nang

-

o Chart Title An tya dé hozc cho hién tua dé db thi & cac & giira hoic phia trén d6
thi.
Chart
Title =
T Axis Titles An hogc hién ch thich cho céc tryc trén do thj va c6 thé chon chiéu
= cua van ban xuat hién trén truc tung.
Axis
Titles =
ul Legend An hoic hién chi thich cho d6 thi & nhiéu vi tri khac nhau.
Legend
i Data Labels ~ An hoic hién nhan dix liéu trén dd thi va tdy chon vi tri xuat hién.
Cata
Labels *
i Chart Data An hoic hién bang dix liéu cua do thi
== Table
Data
Table =
m AXes An hoic hién cac truc va cac nhan cua truc tung va truc hoanh.
Thay dbi don vi tinh cho cac truc
Axes
Chart An hoic hién cac duong ludi ngang va doc trén do thi
ﬁ Gridlines
Gridlines
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Bl 9 -0 F A Q|5 ThuchanhPowerPoint2010_Chapd.pptx - Microsoft PowerPoint o B R
Mme Insert Design Transitions Animations Slide Show Review | View ‘ Developer Add-Ins & o
D Slide Master [ Ruter Q l- Color -—;ij‘ = % .
(=] Not Handout Master || Gridlines & Grayscale ) B §
Normal ,_ A : Zoom Fitto ’ New Switch Macros
.Q"Readm view | |=]| Notes Master |1l Guides Window | mm Black and White | window B2 Windows v
Presentation Views | Master Views | Show | Zoom | Color/Grayscale | Window | Macros |
Slide Sorter View . 2
it . i1 TOPCTRT PO PRTIINe <0 O Nhiing Kiet Chién hinly vao lide
iew the presentation in Slide e Y R B
Sorter view to easily rearrange mﬁ&“&:‘“m - « Sitto Bamnr
slides, ikl farer « Mot Mstr
— ; phel By trinh vt cic dogn. » ok P « Nt My
e e e o
Chin ULy Art v slide Chiyp Iokasly it it e v s e Chhim S et Aft v sl e E
B
Surcesilivl
Chen dogm phim el e
= IS 3 .fv
Slide Sorter | “Paper” |EEEe 0% 00— @ [E
: pad P

Hinh 304. Slide Sorter

4. Giir trai chudt va kéo céc slide dén vj tri moi. Khi xuét hién duong k& dimg tai vi tri
mai thi tha trai chuot va cac slide dugc chon sé duoc di chuyén dén vi tri mai nay.

Pusiw Pyt 2013

Mrsrer s 20118

—— e
_—

e

Hinh 305. Sdp xép trinh tir cdc slide
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Hinh 307. Chon vi tri dé &p dung kiéu Theme thi# hai

5. Vao nhém Edit Theme, chon mot kiéu Themes khac tir danh séch cac mau dyng sin.
Vi duy, ban chon kiéu Grid. Khi @6 PowerPoint s& tu dong chen thém mét bo Slide
Master méi va ap dung Theme vira chon.

BllOEEHRYD- U |E3E 3| Presentationl3 - Microsoft PowerPoint = B 2

Slide Master Home Insert Transitions Animations Review View Developer Add-Ins w2 e

-

CLICK TO EDIT MASTER [erickto eait

Master

: I TITLE STYLE [uotitte styie

“m 4

Slide Master | “Grid" | <5 |

| B2 s 0O—U——@) [
Hinh 308. Hai Slide Master trong bai thuyét trinh

6. Khi d6 trong ctra s6, Normal khi chén slide mai thi PowerPoint s& liét k& 2 nhom
Slide Layout cho ban lya chon.
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1] poveerPoint 2010, docs
1] powwerPoink2010_Phu lue,doc:
@Pﬂwerpaint Z0105ample. ppkx

I PowerPaink2010, docx
] powerPaint2010_Phu luc.docx
IIl_zl]F‘owerF‘c'int 20105ample. pptx

[ PPTFA.chm (& FPTFAG. chm
i/ Qi pptx 4]0 pptx
hsl_] ThuchanhPowerPaint2010_Chd.pptx. zip) | BE ThuchanhPowerPaintz01 0_Che.pptx. zip

Hinh 311. Tdp tin da duwoc thém .zip vao

4. Nhap trai chudt hai lan dé ma tap tin .zip nay bang trinh giai nén trong may cua ban.
Néu may ban chua c6 chuong trinh giai nén nao thi c6 thé tai mét chuong trinh 7zip

mién phi tai dia chi http://www.7zip.com

7R D:\Books 2010XThuchanhPowerPoint2010_Ch4. pptx.zipk

File Edit Wiew Favorites Tools Help

R N

Add  Extract Test Copy Mowe Delete Info

S=1ES

T (@ 0:\ocks 20101ThuchanhPowerPoint2010_Ch4 pptx.zip v
Size Packed Size  Modified Created Accessed
2 366 1115
21250 990 20 885 503
593 245
= [Contert_Ty... 6675 705 1980-01-01 00:00
< >

0 objeckis) selected

Hinh 312. Nhitng ngi dung chera trong tdp tin PowerPoint

5. Ban vao thu muc ppt trong cira s6 chu0’ng trinh glal nén 7zip. Trong thu muc ppt co
chira rat nhiéu thu muc con bén trong va trong s6 d6 c6 mot thu muc tén 1a media

dung dé chira tat ca cac hinh anh, phim, 4m thanh, ...
thuyet trinh.

ma ban da chén vao trong bai
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D:\Books 2010 ThuchanhPowerPoint2010_Ch4. pptx. zip\ppt}

Fil= Edit Wiew Faworites Tools Help
b owm v o w XA
Add  Extract Test Copy Mowe Delete Info
? |E] D:Books 20104 ThuchanhPowerPoint2010_Ch4ppbx.ziplppth, hd
Mamne Size Packed Size  Modified Created Accessed
C)charts 3 650 1 4&0
[ diagrams 244 909 25115
[ embeddings 11 457 11457
20 805 057 20 799 736
[CnotestMasters 7921 1813
[ notesslides 6321 2789
| slideLayouts 47 326 13709
() slideMasters 15092 2732
(=) slides 63 095 19731
[Ehtheme 15 873 3209
) _rels 2467 372
|2 presentation, ., 3613 ee%  1980-01-01 00:00
Ig,l:ahleSt}.-’lEs.)(I‘nl 16 373 1514 19580-01-01 00000
= presProps, =ml @50 411 1930-01-01 00:00
=] viewProps,xml 986 420 1980-01-01 00:00
< l 3
1 objeck(s) selected 20 805 057 20 805 057

Hinh 313. Thur muc media nam trong thu muc ppt

6. Chon thu muc media va nhin vao nit Extract dé chép thu muc nay ra ngoai. Ban
chon noi chira thw muc media trong hop thoai Copy va nhan OK.

o= v o o= X i

Add  Extract Test Copy Mowe Delete Info

? Copy E

Marne
S charts Copy to:
() diagrams |D:\Books 20104 b | [j
[ embeddings
ﬁmedia Folders: 1 [ 20 805 057 bytes )
[C)notesMasterd

[:\Books 201 04T huchanhPowerPaint2010_Chd.ppts. ziphpptt
[ notesslides medial,

() slideLayouts
() slideMasters
[ slides
[Stheme

3 _rels

|| presentation,
|2 tableStyles x [ UK[: ’ Cancel
|=] presProps. xn

<@

|=| viewProps.

< |

1 object{s) selected 20 805 057 20 805 057

%

Hinh 314. Chép thu muc media ra khoi tdp tin PowerPoint

7. Khi d6 thu myc media d& dugc chép ra ngoai va ban hdy dong chuong trinh giai nén
7zip lai. Sau do6, ban hay doi tén tap tin PowerPoint tr¢ lai nhu ban dau.
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= —
bovert Picture from File

| dnsert = micture fiom a e,

!0 Press £1 for moce help,

Home | Insert | Design  Trantitions Animation:  ShdeSnow  Review  View Developer  adddm
| (R S Ant P Shapes - - o8 | A .-,] 3; Q "
e Co =
e Sureenyhot + B smanan e —_ 4
. 2 t Test  Meader Worgart Symbols  Meds:
N Fhoto Album = - gl Cnadt Box & Footer . .

Musrations

Linky Test

;

lé mot tap tin ma trén do ban lam viéc

= Workbook cé thé chira nhiéu
w%rkgheet (bang tmh)1 dovaybanco

(tinh toan, vé 4o thj va luu trir d ligu.

chire, luu trlr nhiéu loai théng tin
co lién quan voi nhau chitrong mét tap
tin (file).
S6 lwgng worksheet bj gidi han bdi bd
nhé may tinh.

Workbook

Hinh 316. Chon slide can thém watermark

2. Vao ngan Insert, nhom Images, nhap Iénh Picture, tim dén hinh can lam watermark
va nhan nat Insert. Vi du, ban chon hinh Background06.jpg

Look iy 2 Mitrrecdiy v @- Xyd-
Yoy e it Sy A- Ss—— T ™ -~
fe) A
o 01, 240, 213 0 - 2.
@ e 01, 1pg Arema10.9G D213 PG BackgroundOl g BadkgroundlZ g
My
‘Jw . )
My A
“‘cnranv \(
gmmm
Fiaces - -
EBadgrondiyipg Bachgrounddd, py Backgrourd(s, ng [Bacig ol g Sadground)” g
3 = s =
[ws ] Ofﬁce 1 Office Qv
Otficel ogo. g Cifceloine. py ~
Fie pane: v
Fles cF LDt pctures (. omf* werd 1 pgr” o P o™ pog® b * di® e ™ of 1% o a1 * ey * wi
Toks _~ I =

Hinh 317. Chon hinh lam watermark

3. Diéu chinh lai kich thudc hinh vira chén vao ciing nhu vi tri s& dat hinh trén slide.
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® L3 mot tap tin matrén do6 ban lam viéc

L
:d:.
gtin
, tap
t 1
B g D6
I. | ok

Hinh 318. Piéu chinh kich thuéc va vi tri hinh

4. Vao Picture Tools, ngan Format, nhdm Adjust.

e Chon Color, vao nhdm Recolor va chon mét kiéu trong d6, vi du ban chon
kiéu Green, Accent color 4 Light vi né kha gan vi mau nén cua slide nhat.

o e —
el e e e e e

w e e 4w W

e » »
‘ L

3% More Variations
[ Green, Acttent color 4 Lightl
& SetTransparent Color
i @ Picture Color Options...
e e ol S S p—

8w Color ~| By “‘ dl il a ; v | < Picture Effects + [ Send Ba

oW W W Am@ ; |

éyout > "1:’.} Selectiorn

I Arr
|

4 trén d6 ban

o 2

Oy
A

Hinh 319. Chon kiéu Recolor

e Chon Correction vaqchon tir nhdm Brightness and Contrast mot kiéu nao
do, vi du ban chon kiéu Brightness: 0% (Normal) Contrast: 0% (Normal).
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g 3 ] - 7 i v C i -
I i Corrections = | = E | = LZ Picture Border 3 Bring Forward

=

o d A

s | (o] RN y o’ - .
Sharpen and Soften | » | Picture Effects ~ | [y Send Backward ~ I—E
;;] ¥ ;—; Picture Layout ~ EI} Selection Pane 5
U u U ﬁ M’ Arrange
- = |
Brightness and Contrast |
3

N7 44 ok &
AR
u, [ BrigMé [Normal} Contrast: 0% (r\‘lormaI] |

| Vi Picture Corrections Options..,

- L mot tap tin méﬂrén do banlam y}j
[ T L

[l | S o

BLtys sam ear uae At B

Hinh 320. Chon kiéu Corrections

e Chon nut Remove Background, va chon ving hinh can giit lai, nhdn Keep

Changes dé chip nhdn cac thay doi. Két qua nhu hinh sau.

Side Shaw View Famuat

d i L3
@ @ @G 8 v
Mark Aramt Mark Sremy Owiete  Oncarg Al K
toKetg to Remowe  Mark Changes €h
£ Cleae
TS S
Sdemy | :.“ii L 1| Close Background Removal 4nd Keep Changes &
1 3 = iose Background Remave and keep ol
SV | manges
0= e o 5F = | a mot tap tinma trén do ban lam vig
(i S
A
o
[t P
t-mwA;:‘d gus = -
e L %
= g f hrgn o 0
o K
Werbhooh
|
| 1|
| 5l
\3 "o B e |

Hinh 321. Logi bé nén cua hinh

Picture Tools, chon Send Backward va chon 1énh Send to Back.

5. Sau khi diéu chinh hinh xong, ban vao nhém Arrange trong ngin Format cia
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® | 3 mo6t tap tin ma trén do ban lam viéc
(tinh toan, vé& do thi va lwu trir dir liéu.

= Workbook cé thé chira nhiéu
worksheet (bang tinh), do vay ban cé

co lién quan élnh
tln (file).

thé t6 chirc)lwu trik n ;(Ioalthongtln

trong mét tap

{01 han béibo

Workbook

Hinh 322. Hinh lam watermark cho slide

Cach 2. Dung vin ban lam watermark

q Cac budc thuc hién nhu sau:

W/

1. Trong ché &6 Normal, ban chon slide can thém watermark

2. Vao ngan Insert, nhdm Text, chon WordArt

TCEIEEN E

hart | Hyper Text Header \WordArt|
Box & Footer| ~

Links

E

® | 3 noilwu trir va

duoc té chirc tha
dong.

5 Gl w TC ¢

| Date Slide Object = Equation Syml
| & Time Number ¥

/A
/)

[\/ A

Jlf_,l

né con duoc goi
worksheet chi¥a 1 A A A A

AAAA

= M6t Worksheet c

adient Fill - Blue, Accent 1, Outline - White, Glow

va 1,048,576 don

J TN L

AAAA.

Hinh 323. Chon kiéu Gradient Fill — Blue, Accent 1, Outline — White, Grow — Accent 2

3. Nhap vio vin ban 1a “Watermark Demo”. Nam vao ndt tron xanh bén trén WordArt
va xoay theo nguoc chiéu kim dong ho.
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* Cac budc thuc hién nhu sau:
)

1. Mo PowerPoint va chuong trinh s& tao mai mot bai thuyét trinh tréng.

la Wl o Do

Click to add title

Hinh 326. Bai thuyét trinh tréng
2. Vao ngan View, nhom Master Views, chon Slide Master.

BlGda O Q) |5 Presentatond - Micosclt PowerPoimt

[&] For

As L_” | & =! A h

T Click to edit Master title style

* Click to edit Master text styles

- Second level
* Third leved
- Faurth leyel

» Péth level

"

Skde Maces Offxe Themne HEQS o - + 53
E

Hinh 327. Bai thuyét trinh trong trong ché dé Slide Master

3. Vao nhom Background, chon Background Styles va chon Format Background...

hop thoai Format Background xuat hién, chon ngan Fill:
e Chon kiéu Gradient fill
e Tai Type chon kiéu Radial
e Tai Color chon mau xanh Aqua, Accent 5, Darker 50%.
e Tét cathong sb khac giir nguyén

e Nhén Close dé chip nhan
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{Zf] Format Background...

Format Background

Gradient stops

Color
Brightness:

Transparency:

- Fill
Picture Corrections O solid fill
Picture Color (& Gradient fil
Artistic Effacts O Picture or texture fil
O Pattern fil
Preset colors:
Tipe:
Direction:

@:ﬂ:ﬂ

Position: -

J_
J—

II

[ Close

| [ Apply oAl

Hinh 328. Ty chinh mau cho Gradient

4. Vao ngan Insert, nhom Images, chon Picture, chon hinh Background06.jpg va chén

vao Slide Master.

e Diéu chinh kich thuéc hinh lai va dit nim & gdc trai cua slide.

e Vao Picture Tools, ngan Format, nhom Adjust, chon Remove Background

dé loai bo nén cua hinh.

e Vao nhdm Arrange, chon Send Backward va chon 1énh Send to Back.

Click to edit Master tltle style

0 Cﬁck to edlt Master text styles

Hinh 329. Chuyén hinh thanh watermark cho Slide Master

5. Chon placeholder Master title trén Slide Master
e Vao ngan Home, nhom Font, chon lai Font chix 1a Arial, co chit 1a 44
e Chon mau chir 1a Dark Blue, in dam (Bold) va c6 dd bong (Text Shadow)
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= J)
x )

i
i Click to edit Master title style

[T o S—

Hinh 330. Binh dang cho Master title trén Slide Master

6. Chon placeholder Master text trén Slide Master, vao ngan Home, nhém Font, chon
lai Font chir 1a Arial, mau chir Ia mau xanh (Blue)

Cllck to edlt Master tltle style

Hinh 331. Dinh dang Master text va sdp xép Header & Footer

~

Sap xép va thu nho 3 placeholder cia Header & Footer.

o

Vao ngan Slide Master, chon 1énh Close Master View.

9. Vao File, chon Save As, hop thoai Save As xuat hién
e Dat tén tap tin Template tai hop File name
e Chon Save as type la PowerPoint Template (*.potx)

e Nhin Save dé luu

10. Cac gemplate tu tao s€ dugc PowerPoint luu vao thu muc Template va khi ban tao bai
thuyet trinh maéi theo template nay thi tim n6 trong nhdm My template
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Recent

Help

] Options

£d Exit

presentation temp

Office.com Templats

Blank Rec

My templates | New
existy

A== New Presentation

Personal Templates '

@Kindergarten diploma.pot
@Meple design template.POT
@Milastone summary report.pot
% MyTemplate. pokx
@Presentationz. s
@Presentation&potx
@Product-service evaluation plan.pot
@]Sales call agenda. pot
h;ﬁ]Training.pol:x

@World in hand design template.pot

Hinh 332. Chon My templates dé truy cdp vao cac template ti tao hodc tai tir internet

(C TR
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Chwong 5. Lam viéc voi cac hiéu ung, hoat canh

C 4c hiéu (rng va hoat canh cho cac d6i tugng trén slide 1a cach tét nhat gilp ban nhan manh
Va0 céc thong tin cung cap trén slide, diéu khién dong thdng tin trong bai thuyét trinh va
gitp ngudi xem cam thay thich tha hon d6i véi bai thuyét trinh cua ban. Ban c6 thé &p dung hiéu
g vao cac ddi tugng trén ting slide riéng lé hoac thuc hién céng viéc nay trong slide master va
cé4c slide layout nham tiét kiém thoi gian.

PowerPoint cung cap rat nhiéu hiéu ang va duoc chia 1am 4 nhom:
« Hiéu &ng Entrance. Cac ddi twong ap dung hiéu Gng s& xuat hién trén slide hodc c6 xu
hudng di chuyén tir bén ngoai slide vao trong slide.

» Hi¢u uing Exit: Cac dbi twong ap dung hiéu ting s& bién mat khoi slide hodc c6 xu hudng
di chuyén tu trong slide ra khoi slide.

« Hiéu ing Emphasis: Nhin manh ndi dung ap dung hiéu tng
« Hiéu tng di chuyén: Hiéu tng lam cac d6i twong di chuyén theo mot duong di qui dinh
trude (Motion Paths).

Ban c6 thé tuy y &p dung mot hay nhiéu kiéu hiéu wng cho mét dbi twong. Ngoai ra, ban con co
thé thiét Iap cho cac &m thanh kém theo hiéu ung.

Trong chwong nay, chiing ta s& cing nhau tim hiéu cac loai hiéu wng va céc kiéu hoat canh cho
Text, hinh anh, shape, bang biéu, db thi, Smart Art, slide... dé 4p dung vao bai thuyét trinh dién
cua minh. Nhin chung khi p dung hiéu @ng, chiing ta can chi y cac diém sau:

e Chon kiéu hiéu tng: 4 nhdm hiéu tng da néu trén

e Thiép lap cap d6 ma hiéu ung s& &p dung 1én dbi twong: ca dbi tugng hay ting thanh phan
cua d6i tugng. Thiét lap hanh dong cho ddi twong sau khi thuc hién xong hiéu tng: doi
mau, bién mat,...

e Thiét lap thoi diém, téc do va sb lan lap cua hiéu ung: khi nhap chuét hay 1a tu thuc hién
sau mot thoi gian qui dinh, thuc hién hién hiéu ung ddng thoi hay sau mot hiéu wng khac,
tdc do thuc hién hiéu ung nhanh hay cham.

e Thiét lap thu tu thuc hién hiéu tng cua déi tuong so véi cac dbi tuong khéc trén slide
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Bang 8. Tuy chon hiéu #ng cho céac tur trong cdac dong van ban

Dong vin ban M6 ta

All at once Ca dong thyc thi hiéu tng mot lan
By word Thuc thi hiéu tng dén mdi tir trong dong vin ban
By letter Thuc thi hiéu tng dén mdi ky tu trong dong vin ban

Chung ta s& thyc hanh ap dung hiéu img cho cac doan van ban (Textbox) trong slide s6 3 “Cac
kiéu hién thi” cua bai thuyét trinh da tao trong phan trudc.

1 Cac budc thuc nhu sau:

1. Trong ché do Normal View, ban chon hop van ban can &p dung hiéu tng. Vi dy, ban
chon hop van ban bén trai trong slide so 3.

Nhiing Kieu hi¢
L " =
>Presentation Viev.s _>Master Views
:}F{’
. W ‘K« Slide Master
"*Slide Sorter = Handout Master
o= Notes-Page = Notes Master

" = Reading View

Hinh 334. Chon hép van bdn

2. Vio ngin Animations trén Ribbon, nhém Animation va nhip chon nit More dé mo
danh muc céc hiéu rng.

x | Kk r kX x|

Nong

Appear Fade Fly In Float In -
Animation

ffect
tions

Hinh 335. Cac hiéu iing dung san

3. Viduy, ban sir dung hiéu ¢tng Entrance véi kiéu Fly In trong hop Animation Styles.
Khi d6 hop vin ban trén slide xuét hién thém sb tha tu 12 1 & dau mdi dong van ban.
Diéu ndy c6 nghia day 1a hiéu tng s& dugc thyc thi dau tién trén slide va khi thuc hién
hiéu rng thi PowerPoint s& cho xuat hién dong thoi cac dong trong hop van ban.
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None &
None r " - o
Entrance .\hllng l\'ll'll
A A < " °
* C = o hid B 3 Presentation Views >Master Views
Appear Fade | Fl; Float In Split . ‘
— b 2 | . g = Slide Master
S = % ;
K f( * X s - Slide Sorter « Handout Master
Wipe Shape Wheel Random Bars  Grow & Turn 2
o e x . » Notes Master
*O® (
Zoom Swivel Bounce v
B More Entrance Effects..,
}ﬁk More Emphasis Effects...
W= More Exit Effects...
¥% More Motion Paths...

Hinh 336. Chon kiéu hiéu g Fly In

4. Ban chon nat Effect Options trong nhdm Animation va chon kiéu Fly In tir danh
sach. Ban c6 thé ré chudt Ién cac kiéu hiéu tng Fly In va xem két qua thé hién trén
slide trugc khi quyét dinh chon. Vi du, ban chon kiéu From Bottom-Left c6 nghia 1a
doan van ban s€ bay tir goc dudi bén trai 1én vi tri cia nd dugc dat trén slide.

.nJ"
~ bid¢ ) 7w - ' ‘

T
st sdd
* loptiom ~  sevmatian + % A

Sofit flpe Shape

Nhiing Kiet Rrem Q@ ronmoen
»MasterV ‘ PromTes
- : ' From Teg-Right

o

g— v
jen s 2 3 Fram Bote
. ],\'o - *
Slide Sorter Prem Bottom.Right
e i
Rﬂdlng W Saquence

Ay Ore Object

S A MO0t

Hinh 337. Effect Options

5. Néu thy cac kieu hiéu ung khong trong hop Animation Styles con it qua, ban chon
tiep ndt More Entrance Effects... trong hop nay. Khi do, hop thoai Change
Entrance Effect xuat hién vaéi hon 30 kiéu hiéu ing cho ban lua chon.

e Tich chon vao hop Preview Effect roi nhap chudt vao tén cac hiéu ung va xem
ket qua thé hién trén slide.

e Sau khi chon dwgc mot kiéu vira ¥ thi nhan nat OK. Vi du, ban chon lai kiéu
Flip
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‘ Thuyc hién céc tiy chon nang cao nhu sau:

1. Chon lai hop van ban bén ’tréi trong slide s 3. Khi d6 trong ngan Animation Pane,
hiéu ing da thict lap cho doi tuong tuong rng trén slide cling duoc chon.

2. Nhap chudt vao nit () bén phai tén ciia di tugng dang chon dé mé danh séch Ienh.
Ban hdy chon Iénh Effect Options... hop thoai tuy chon cho hiéu ung Fly In xuat hién.

Fly In ?)x)

Effect | Timing | Tesxt Animation

Sektings

Direckion: From Bottom-Left

Smoakh skart: J 0 sec g

Smooth end: J 0 sec g

Bounce end: J 0 sec i
Enhancements

Sound: [Mo Sound] w \E

After animation: | Don't Dim

Animate begxt: All st once

[ QK ][ Cancel ]

Hinh 340. Tuy chon cho hiéu #ng Fly In
3. Taingan Effect:

e Nhom Settings:
= Direction: thié‘t lap hudng bay nhu trong tuy chon Effect Options da
thuc hién ¢ phan trén.
= Smooth start: hiéu &ng thuc hién cham luc dau
= Smooth end: hiéu tng thuc hién cham luc cudi
= Bounce end: hiéu (ng rung lic cta d6i tugng luc cudi. Vi du ban thiét
lap Bouce end la 0.5 giay (0.5 sec).
e Nhdém Enhancements:

= Sound: qui dinh c6 érp thanh hay khong khi thyc hién hi¢u ang va di@j:u
chinh 4&m lugng tai biéu tugng hinh loa bén canh. Vi du, ban chon kiéu
am thanh la Camera.

= After animation: thiét lap hanh dong cho d6i tugng sau khi thyuc hién
xong hiéu trng. Vi du, ban chon More Colors... va chon mau xanh la
cdy. Nghia 13, doan vin ban s& dbi sang mau xanh sau khi thyc hién
ung.

= Animate text: thiét lap pham vi anh huéng caa hiéu tng dén ca dong
(All at once), ting tir (By word) hodc tung ky tu (By letter) trong cau
kém theo thoi gian chd. Sé phan tram cang cao thi khoang thoi gian
cho cang 1au. Vi dy, ban chon kiéu By Word va thoi gian cho 13 10%
gitra c4c tur.
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Fly In eI

Effect | Timing || Text Animation

Settings
Direckion: From Botkom-Left
Smonoth stark: J 0 sec S
Smooth end: J 0 sec 3
Bounce end: J 0.5 sec] 3

Enhancements

Sound: Camera w

After animation: w
Animate kext: By word -
1 = | % delay bebween waords
I (04 l [ Cancel ]

Hinh 341. Thiét lap t0y chon cho ngan Effect

4. Taingan Timing:

Start: sy kién thuc hién hiéu tng nhu 1a chd nhap chudt (On Click), hiéu ¢ng
s& dién ra d6ng thoi véi hiéu tmg trude d6 (With Previouse) hay 1a hiéu wng sé
di&n ra sau mot hiéu tng nao d6 (After Previous). Vi du ban chon kiéu After
Previous. Luu ¥, mic du ta chon 13 After Previous nhung khi ban nhip chuot
thi hiéu @ng van sé thuc thi du chwa dén thoi diém vi hiéu lénh nhap chuot
duoc mac dinh wu tié€n hon.

Delay: thiét lap thoi gian cho trudc khi higu tng bat dau thyc thi. Vi dy, ban
thiet lap thoi gian cho la 2 giay.

Duration: thiét 1ap thoi gian hay toc do thyc hign higu ung. Vi du, ban chon
toc do thuc hién la 2 gidy (2 seconds (Medium)).

Repeat: thiét 1ap s6 lan thyc thi lap lai cua higu tng. Vi dy, ban chon None dé
cho hiéu ng chi thuc hién mot lan.

Tich chon Rewind when done playing néu muén déi twong bi tra vé noi xuét
phat sau khi thuc thi hiéu (ng.

Triggers: gitt mdc dinh khong tly chinh, ching ta s€ thao luan vé Trigger
trong phan sau.

5. Taingan Text Animation:

Group text: thiét 1ap cap do van ban trong hop Textbox dugc ap dung hi¢u
ung. Van ban trong Textbox bén trai c6 2 cap va ta mubn ap dung hiéu tng
cho mdi dong trong vin ban d6. Do vay, ban chon Group text la By 2nd
Level Paragraphs.
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o Automatically after: thiét lap thoi gian chd trudc khi thuc hién hiéu ung, day
chinh la Delay bén ngan Timing.

e Animate a}ttached shape: chi xuét hién khi ban dinh dang shape cho hop van
van. Va neu tich chon tdy chon nay thi shape s& thuc thi higu ng trude, sau do
ma&i dén céc hi¢u ung cua van ban chira trong shape.

e In reverse order: cac hiéu ung sé thuc thi theo tfinh tu nguoc lai, vin ban cod
nhiéu dong thi s¢ thuc thi hiéu ing cho dong cudi trude, dong dau s€ thuc thi
hiéu tng sau cung.

Fly In @E|
Effect | Timing | Text Animation

Group kext: |By 2nd Level Paragraphs  w

[] automatically after |2 % | seconds

I Ok l l Cancel

Hinh 342. Thiét ldp tly chon ngdn Text Animation
6. Nhan nat OK sau khi thiét 1ap céc théng sé.

7. Néu céc hiéu tmg 1a don gian thi ching ta c6 thé thiét lap nhanh céc thong sé vé hiéu
Iénh thuc thi hiéu trng, thoi gian thuc thi va thoi gian cho trudc khi thuce thi hiéu ang.
Néu trén slide c6 nhiéu ddi twong 4p dung hiéu tng 1a dung cac ndit Move Earlier
(dua 18n thuc thi trudc) hodc Move Later (dwa xudng thuc thi sau) dé sip xép trinh tu
thuc thi hiéu ng caa cac dbi twong trén slide.

p Start: | After Previous = Reorder Animation
0 Duration: 02.00
(?) Delay: 00.00

-
-
.
-

Timing

Hinh 343. Thiép ldp nhanh cac tlly chon

8. Nhan nit Play trong khung Animation Pane hoac nhin nit Preview trong ngin
Animations cta Ribbon dé xem trudc két qua ap dung hiéu ung trén slide.
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1 Thyce hanh theo cac budc sau:

1. Chon slide sb 5 trong bai thuyét trinh, vao ngin Insert, nhdm Images va chon lénh
Picture. Ban tim dén thu muc chaa hinh va chén mét hinh vao. Vi du, ban chon hinh
dino.gif va nhan nat Insert. Bay 1a mot hinh dong dang budc di nén khi két hop véi
Motion Path s€ cho cam giac nhu la cha khing long dang chay.

kg (A * 9-2a Xua-
_)'Nhr-l
Dooeweres

s k ‘ o "\ ﬁ
-
W
Jw ‘
*Cmcn- [re————Y st gt wagfetly. o Plonear, gy
Types GIF Fie
Qw e 6 CE

oo ot sl ot Saosn ruaoode of
e e .
Fes 08 | o brures (*and * ot L L e D O Dl LA i
(gt H{ coes |

Hinh 351. Chén hinh vao slide

2. Bay gio chung ta s& thiét lap hiéu ung Motion Path cho chi khung long con di
chuyén ngang qua slide. Ban hdy di chuyén hinh ra phia goc dudi bén phai ¢ ngoai
pham vi cua slide.

Chen Clip Art vao slide

Hinh 352. Doi hinh ra ngoai slide

3. Chon hinh chd khung long va vao ngan Animations, nhdm Animation, chon
Animation Styles va chon Custom Path
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Home Insert Design Transitions Animations Slide Show R
Lo N e a
Zoom Swivel Bounce

Motion Paths
Lines Arcs Turns Shapes Loops

4

5 More E stom Path |

More Emphasis Effects...
Mare Exit Effects...
Mare Motion Paths...

e o

Hinh 353. Chon kiéu dwong di chuyén

4. V& mot dudng gap khic nhe tir vi tri caa hinh cha khung long ngang qua phan dudi
cua slide nhu hinh sau.

Chen Clip Art vao slide

Hinh 354. Vé dwong di chuyén gap khtc

5. Ban chon nut Preview trén Ribbon s& thiy duoc hiéu ung thuc thi. Tuy nhién téc do
di chuyén qua nhanh, ban hay chon lai hinh cht khung long va vao nhém Timing trén
ngian Animations dé thiét 1ap lai tong thoi gian thyc thi hiéu ¢ng tai hop Duration 1a
6 giay va chon tuy chon After Previous tai hop Start.

b Start: After Previous ¥ Reorder Animation

© Duration: 06.00 ‘[%

@Delay: 0000 5 W Maove Later
Timing

& Nove Earlier

Hinh 355. Thiét ldp lai thoi gian thuc thi hiéu éng

6. Dé tha vi hon, ban hdy chon tiép nat Show Additional Effect Options dé mé hop
thoai tiy chon hiéu ¢rng nang cao. Ban vao ngin Timing, dén hop Repeat va chon
Until End of Slide dé cho hanh dong di chuyén cua chi khing loang s& duoc lip lai
dén khi chuyén sang slide khac.
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hodc ban kich chudt bAm n(t ding trén thanh diéu khién &m thanh khi trinh
chiéu. Néu tdy chon Loop until Stopped duoc chon két hop vai tily chon Play
across slides tai hop Start thi &m thanh s& duoc phat tiép tuc va lap lai dén hét
bai bao c&o khi trinh chiéu. Vi du, ban chon tiy chon nay.

.gs‘ﬂ b} start: Automatically + [¥] Loop until Stopped
gl R
Valume [T Hide During Shaw [T] rRewind after Playing

Audio Options

Hinh 361. Tuy chinh cho am thanh

3. Ban c6 thé tuy chinh thém hiéu @ng cho am thanh trén slide bang cach chuyén qua
ngan Animations, nhom Animation va chon Show Additional Effect Options ().
Hop thoai Play Audio xuat hién:

e Ngan Effect:

= Tai Start playing: thiét lap diéu kién dé phat &m thanh
v' From beginning: s& phat &m thanh tir dau. Vi du ban chon tly
chon nay.
v' From last position: s& phét tiép am thanh tir vi tri diém dung
trudc kia
v' From time: thiét 1ap thoi gian bat dau trong tap tin am thanh s&
duoc phat.
= Tai Stop playing: thiét lap diéu kién dirng phat am thanh
v" On click: khi kich chuot

v After current slide: sau khi chuyén sang slide mai. Vi du, ban
chon tuy chon nay.

v After: thiét 1ap cho &m thanh s& tiép tuc phét sau khi khi trinh
chiéu tiep mot so slide nira.
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Play Audio

EFfect |Timing Sudio Settings

Start plaving
©¥rom beginning
() From last position
) From time: I:I seconds

Stop plaving
Ty on click,

(%) after current slide

) After: I:l slides

Enhancements
Sound: | | ‘\ﬁ
AfFter animation: |D0n't Dim - |
| |
I
I Ok l [ Cancel l

Hinh 362. Ngan Effect trong Play Audio

e Ngan Timing:
= Start: ban chon After Previuos
= Delay: khdng can chd nén cho Delay 1 0 giay.
= Duration: bo tréng, diy mic dinh 13 d6 dai thoi gian cua am thanh

= Repeat: tly chon sé Iap lap lai. Until End of SIide’dang dugc chon vi
no chinh la tuy chon Loop until Stop ma ban da thict lap ¢ budc 2.

Play Audio

Effect | Timing | Audio Settings

Start: B After Previous w |
Delay: seconds

Curation: | |
Repeat: | Urnkil End of Slide W |

Rewind when done playing

I Ok, l[ Cancel l

Hinh 363. Ngan Effect trong Play Audio
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Hide While Not Playing: an phim khi khéng phat. Vi duy, ban khéng chon tly
chon nay.

Loop until Stopped: néu chon tuy chon nay s& phat phim lién tuc cho dén khi
co6 mot 1énh dfxng xay ra, chang han nhu la khi chuyén sang slide k,héc hoac
ban kich chuot bam nuat dung trén thanh diéu khién phim khi trinh chiéu.

Rewind after Playing: tra phim vé lai tir dau sau phi phat xong. Vi du, ban
chon tuy chon nay.

\\.& _:,' Start: Automatically
al [ Play Full Screen

Volume [Z] Rew Vina
S0 T Hide While Not Playing. 1 Rewind after Playing

Video Options &

Hinh 365. Tuy chinh cho video

[ Loop until Stopped

3. Ban c6 thé tiy chinh thém hiéu tng cho phim trén slide bang cach chuyén qua ngin
Animations, nhom Animation va chon Show Additional Effect Options (). Hop
thoai Play Audio xuat hién:

Ngan Effect: Khong nén thiét lap gi thém

Ngan Timing: chon lai After Previous tai hop Start, cac théng sé khéac giir
theo mac dinh.

Ngin Video Settings: diéu chinh am luwong video tai Play options. Hai tiy
chon con lai da trinh bay ¢ budc 2.

Effect Options E‘E| Effect Options E]E|

Effect | Timing | video Settings Effect | Timing | ¥ideo Settings
Skart: 5 After Previous w Play options
Delay: ] * | seconds Sound volume; i)
Duration;: Display options
Repeat: [ Hide while not playing

[ Zoom ta Full screen
Information

Tatal plaving time:  02:16
File: [Contained in presentation]

I Ok ] [ Cancel ] Ok l [ Cancel

Hinh 366. Tuy chon hi¢u #ng cho video

4. Sap xép lai trinh ty thuc thi cac hiéu Gmg cho cac ddi tuong trén slide trong khung
Animation Pane.

5. Ban sao chép hiéu tng da thiét 1ap cho video bén tréai sang video bén phai trén slide va
x0a di bookmark trén video bén phai. Ban hday chon thém Hide While Not Play tai
nhom Video Options trong ngan Playback cho doan video nay.
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n Thuyc hanh theo cac budc sau:

1. Chon db thi trén slide trong bai thuyét trinh. Vi du, ban chon db thi trong slide sé 10.
2. Vao ngan Animations, nhom Animation, chon kiéu hiéu ung Fade
3. Chon tiép lenh Effects Options va chon kiéu By Category

Teamiitiormt remstion Slide Show Honew View Devetoper

A¢
;* 21 Ammation Pane (O
r x - B
s

e > ngger ~ 9 L
Fade Fiy ) et Aga
T Optiont *  Animation *
e Sequence
“ AL O I

a » By Series

' By Lclvgu

@ Bty Element in Senes

p Start: After Previous ~ Reorder Animation
® Duration: 0100 5 | & Move Earlies
() Delay: 0000 > ' w Move late

Timing [};

4] By Element ¥ Categary

Hinh 372. Ty chon hiéu itng cho do thi
4. Chuyén sang nhdm Timing dé thiét lap thoi gian cho cac hiéu wng. Vi dy, ban chon
After Previous tai hop Start, chon Duration la 1 gidy va 0 giay cho Delay.

5. Dé tly chon thém cac tinh ning ning cao thi chon lénh Show Additional Effect
Options tai nhdm Animation.

e Taingan Effect:

= Sound: chon 4m thanh 1a Laser va diéu chinh 4m luong tai biéu twong
hinh loa bén canh.

= After animation: chon cho céc cot dd thi chuyén sang mau xanh sau
khi thuec thi hiéu ang.

e Taingin Timing: khong diéu chinh gi thém so vé&i budc 4
e Taingan Chart Animation:

= Tai Group chart da thdy chon By Category vi ta ta da chon tai Effect
Options ¢ buac 3.

= Bo tly chon Start animation by drawing the chart background aé
khong thuc thi hiéu trng cho nén cua do thi.
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O Duration: 02.00
(%) Delay: 00.50

P Start: After Previous

eorder Animation
B f‘_ »:’3:,.:.

Timing

“n

-
g

Hinh 380. Tuy chon After Previous trong Animations

dh Sound: chimes.wav

& Duration: 02.00
;,;ﬂ Apply To All

v Advance Slide

[¥] After: 00:02.00
Timing R

[¥] on Mouse Click

Hinh 381. Tuy chon After trong Transitions

Set Up Show

Show bype

(%) Presented by a speaker (Full screen)
() Browsed by an individual (window)
() Browsed at a kiosk {Full screen)

Show aptions

[“]Loop continuaous)y untiﬁ%

[ 5hows without narratinr)\)

[ ] show without animation

| I |
Laser painter calor: | I |

Pen color:

Show slides
@ al

() Erom: | $|In:|: | $|

Advance slides

) Manually
G} Llsing timings, if present

Multiple monitors

] show Presenter Wisw

To show a laser pointer during slide show, hold down the Crel key and press the left mouse

buttan,

[ 04 ] [ Cancel

Hinh 382. Hop thogi Set Up Show

3. Vao tung slide, vao ngin Transitions, nhom Timing, chon After va thiét lap thoi
gian cho chuyén silde.

4. Vao ngan Slide Show, nhém Set Up, Iénh Set Up Slide Show, chon Iénh Loop
continuously until ‘Esc’.
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QE UEAEFEE T

hart  thbe gtion Test  hHeader
@ flox A Footer

WordaAt Date
& Tme Number

Tedt

S8de  Otyjent

Insert Hyperiink (Cizi+K)

Creste o 50k to & Web poge, »
piciuce, an e-mall sddress, ora
program

0 Fress F1 for more help,

| Tao, quan |y v lam vigc cng tac vdi nhiing

ngudi khic trén bii thiyét trinh

e
{ Lain phong phi b thuy trinh véi chc dogn |
video, hinh &nh va rfit nhiéu higu ing méi |
-

Hinh 385. Chon hép van ban sé 2 trong SmartArt dé thém hyperlink

3. Dudi khung Link to, chon Iénh Existing File or Web Page va tim dén chon bai
thuyét trinh chura slide can lién két dén trong khung Look in. Vi dy, ban chon tap tin

tén la PowerPoint 2010Sample.pptx

Insert Hyperlink

ﬁk_tk Texk bo display: |<:<:Se|ecti0n in Document ==

Existing File or

ScreenTip. ..

é N
K Lookin: | [ Books 2010

Web Page f OpensarmpleCutline, pptx
Current Phoka Alburn, ppt:

PowerPoint_2010,ppkx

EEEERN Ty FowerPoink 20105ample. ppts:

Folder PowerPoint 2010, ppk:x
Place in This PowerPaoink 2010_Password. pp:s
Document Browsed PowerPaint 2010&,ppt: .

&

v| @

[

Bookmark. ..

Create New Recent % PowerPoint2010,docx
Docurment Files - PowerPoinkz2010_bia, pdf
£41] PowerPointz010_Last, docx B
Address: |inerPoint Z0105ample. ppkx w |
E-mail Address
[ o

] [ Cancel

Hinh 386. Chon bai thuyét trinh

4. Chon nit lénh Bookmark... hop thoai Select Place in Document xuat hién. Ban

chon vao tén slide “Enrich Your Presentation”.
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1 Thyce hanh theo cac budc sau:

1. Chon slide dau tién. Ching ta s& chen thém mot hinh logo Office nho nho vao slide
nay va dung no lién két vai dia chi trang web Office.com.

e Vao ngan Insert, nhdm Images, chon Iénh Picture

e Chon hinh OfficeOnline.jpg va nhan Insertt &é chén vao slide

Insert Picture 2 D‘
Look v v @-@ X 43~
me
Py
’JDoam
My Arwnall £9
* Comparer -
My Netserk
‘3 .
Aol 16,09 Anamall 15,109 Aremall 14, £g
Re e B B ma .
Fie pame: ~
Hes of DRt pictures (. 6mf werk ™ 100" Degi ™ FE L 108 £ by, dbs e of 1 o . e * we
e o [ Coeel |

Hinh 390. Chen logo Office Online vao slide

2. Nhép phai ch’uét Ién logo vira chén vao va chon 1énh Hyperlink..., hop thoai Insert
Hyperlink xuat hi¢n.

& Cut

da Cony

|, Paste Options:
90 v (e

Ky Change Ficture,,

T&7| arou

W Bring to Front

WL Send to Back

2 Hyperink.,

Save a3 Picture!

Ul size and Position,,,
"% Farmat Picture,.,

Hinh 391. Truy cdp lénh Hyperlink bang phai chugt

3. Chon Existing File or Web Page tai khung Link to va nhap dia chi
http://office.microsoft.com vao hop Address.
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E Sound

Phat 4m thanh do ban chon, néu ban khong chon thi Powe_,rPoint
s€ phat am thanh dau tién trong danh sach am thanh chuan cua
no (Applause).

Maic dinh ’12‘1 khong lam gi, ban Phéi tu thiét lap hanh ddng cho
nod (link dén mot tap tin huéng dan nao do) .

Mic dinh 1a khong 1am gi, ban c¢6 thé nhap vin ban vao va thiét
lap hanh dong cho né.

Bang 13. Cac tuy chon Hyperlink to

Previous Slide
Next Slide

First Slide

Last Slide

Last Slide Viewed

End Show

Custom Show ...

Slide ...
URL ...

Other PowerPoint
Presentation ...

Other File ...

Céc tiy chon nay thuc hién hanh dong gidng nhu tén cta n6 (xem lai
bang trén)

Dung trinh chiéu

Mo hop thoai Link to Custom Show, tir d6 ban chon custom show mudn
chuyén toi.

Mo hdp thoai Hyperlink to Slide, tir d6 ban chon slide mudn chuyén to1
M6 hop thoai Hyperlink to URL, tir d6 ban nhap vao dia chi trang
Webmuodn chuyén toi.

Mo hdp thoai Hyperlink to Other PowerPoint Presentation, tir do6 ban
chon cac tap tin thuyét trinh khac muon chuyén toi.

Mo hop thoai Hyperlink to Other File, tir 6 ban chon tap tin mudn mé
1én.Néu la tap tin khac PowerPoint thi itng dung tuong ung s€ dugoc mo
1én dong thoi voi tap tin.

“ Thuc hanh theo cac budc sau:

Chon slide chira d thi trong bai thuyét trinh. Ching ta s& v& thém mot nat Iénh dé khi
nhan nit s& thyc thi viéc ma mot tap tin Excel luu s6 liéu théng ké vé thi phan trinh
duyét web trong nam 20009.

e Vao ngan Insert, nhom Illustrations, chon Iénh Shapes

e Dén nhém Action Buttons, ban chon kiéu nit Document va V€& mot nat nho
vao slide bén canh tua dé cua slide. Hop thoai Action Settings xuat hién.
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T B =t Thi phan trinh duyvét 2009
Y IOEIEE

Elllh

WS =

Shapes|SmartArt Chart | Hyperlink Action Text Header w000% —

. Box & Footer

h LS 4
s 22 () 0 [T DRI Al Gl

Callouts 000% |

|:_| C] Q Q’),CI Ad d]/{ﬁ s dﬁf; A% 20.00% .|

- ADAOD{O s — IS T

Action Buttons (=] onos | W —
E] @ . - . - - .@ . D V- ntenwt Finefon Chroniw salan Opers

Explocer

| Action Button Document }52.6

o.onn

Hinh 393. Thém nit Iénh vao slide

2. Ban chon hop Hyperlink to va chon Other File... hop thoai Hyperlink to Other
File xuat hién.

e TaiLook in: tim dén thu myc chira tap tin mudn lién két. Thong thuong tap tin
nay nén huu chung thu muc véi bai thuyét trinh dé thuan tién cho viéc di
chuyén sang may khac khi bao céo.

e Chon tap tin va nhan nit OK

Action Settings

Mouse Click. | Mouse Ower

Action on click

(:} More
(%) Hvpetlink to:
|D:'I,Bcu:ks 20100 Browserstats, xlsx

O Run program:

| Browse, ..

Run macro:

| |

Ohiject action:

| |
[ rlay sound:

|[No Sound] |

Highlight click.

L K J[ Cancel ]

Hinh 394. Hgp thogi Action Settings

3. Ban c thé tiy chon thém &m thanh khi mo tap tin tai Play sound
4. Nhin OK & hoan tét.
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@

Hyperlink:

Hiéu chinh hyperlink: chon doan van ban hodc déi tiwong cé hyperlink roi
nhdp phdi chuét va chon 1énh Edit Hyperlink ...

Mg hyperlink: chon doan van ban hodc doi twong cé hyperlink roi nhdp
phdi chugt va chon lénh Open Hyperlink ...

Sao chép hyperlink: chon doan van ban hodc déi twong cé hyperlink roi
nhdp phai chudt va chon 1énh Copy Hyperlink ... Sau dé chon déi twong
khac va nhan té hop phim tat <Ctrl+V> dé ap dung hyperlink cho doi
tuong.

Xoéa hyperlink: chon doan vin ban hodc déi twong cé hyperlink voi nhdp
phdi chudt va chon Iénh Remove Hyperlink ...
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[ Insert | Transitions Animations Reviey

@oesy) @ Ul &5 =
O0<cOO0B08c0aUal
CUCRDB X 6§ AVED
|QEO0O

Stars and Banners

LSRR A S SRR ROROF ROE I3 7
o ad:si i N m A IA

Callouts ==
D QOO aAE A A d 4] |
(Z’ AQ AD dEI
Action Buttons

EHEID?&

il

Hinh 402. Chon kiéu nat Home

5. V& mot ndt nho nho & goc dudi bén tréai caa slide, chd y tranh phan ding cho footer
cua slide. Ban c6 thé gii thém phim Shift khi v& dé hinh duoc vudng van. Hop thoai
xuat hién, ban s& thay tai Hyperlink to di chon sin hanh dong la First Slide va chi
can nhan OK.

Action Settings

Mouse Click | Mouse Crver |
Action on click,
(First Slide |
O Eun program:
| — Click to edit Master title style
P s Click to edit Master text styfes
| | Secendleved
Thirsd lewd
Cbject action: Foarth level
| | 11wl
CJplay sound:
|[NU Sound] |
Highlight: click

Hinh 403. Bat Action Button trén slide master
6. Tuong tu, ban thuc hién chén thém 4 nat con lai vao slide master. Luu ¥, khong can

thay doi tly chon trong hop Action Settings ma chi can nhan OK dé chap nhan vi cac
nat 1énh nay da dugc thiét lap san cac tuy chon. K&t qua cudi cung nhu sau:
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Click to edit Master title style

Click 1o adit Master text styles
Stcond level
Third leved
Pt love
Pt e

Hinh 404. B mit diéu hwéng trong slide master

7. Ban dé y s& thay cac slide layout ciing xuat hién bo nut diéu hudng di tao trén slide
master. Nhan nit Close Master View dé tré vé ché do soan thao. Khi do tat ca cac
slide trong bai thuyét trinh déu c6 bd nat dieu hudéng giong nhau.

Tam i otk i
B Sty fripee g

Clham Vi el ke it

Hinh 405. Tat ca céc slide trong bai thuyér trinh déu c6 b niit diéu hieéng
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4. V& mot hinh chit nhat dé 1én ving tua dé.

Gidithibucictinhning
cita chuong trinh

Hinh 407. Vé shape dé lén viing twa dé

5. Nhap phai chuot Ién shape va chon Hyperlink... va tién hanh thiét lap cac théng sb

cho hyperlink. Nhan OK khi hoan tat.

6. Van dang chon shape, ban vao Drawing Tools, ngan Format, nhdm Shape Styles

e Chon Shape Fill va chon No Fill
e Chon Shape Outline va chon No Outline

7. Nhap phai chuot 18n shape va chon lénh Bring to Front dé Iam cho shape ludn ndi

trén bé mat van ban.

MinionF~ 18 + A" A7

- PowerPoirl4p

[ Paste Options:
Gidithiducicti lg @j @
ciia chdongt Edit Text
Edit Paints
Group
Bring to Fron ‘
Sendto Bacg@

L

0 BIEE=A-H

=]

»

»

Hinh 408. Tuy chon Bring to Front
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e Slide Number: Chtra sé th ty cua slide trong bai thuyét trinh
Header & Footer cho Handout va Notes cé 4 placeholder sau:

e Header: Dung dé chtra doan vin ban nhu 13 tén tua dé cua bai bao cdo, tén chuong, ...

e Footer: Dung dé chira doan vin ban nhu tén tac gia, tén chuong, ...

e Date and Time: Chira thong tin ngay thang tao hoc cap nhat 1an cudi bai thuyét trinh.
Page Number: Chira sb th ty cua trang in trong bai thuyét trinh

n Cac buéc thue hanh nhu sau:

M¢ tap tin ThuchanhPowerPoint2010_Ch6.pptx

2. Vao ngan Insert, nhom Text, chon Iénh Header & Footer, hop thoai Header and
Footer xuat hién.

A 4535a

Text  Header ‘'ordArt Date Slide Object
Box E»'.Fv:m@' & Time Number
Text
—r

Hinh 413. Chon lénh Header & Footer
3. Chon ngan Slide trong hop thoai Header and Footer va lam theo nhu sau:

e Date and time: thiét lap thoi gian s& xuat hién trén slide

= Update automatically: thoi gian s€ 1a ngay hién hanh ctia may tinh dang st
ding va s& ty dong thay doi thoi gian trong nhirng 1an mé sau. Ban c6 thé
chon thém kiéu dinh dang theo ngdn ngit tai hop Language va kiéu ngay
thang tai hop Calendar type. Vi du, ban chon tuy chon nay va chon dinh
dang 13 thang/ngay/nam theo thiét 1ap trong Control Panel ctia may dang st
dung.

= Fixed: nhap thoi gian ¢b dinh vao 6 tréng bén dudi
e Slide number: Ban danh du chon vao 6 nay dé cho hién sé thi tu cua slide.
e Footer: Hay nhap vao tén cua ban

e Don’t show on title slide: ban hay chon tily chon nay dé khong &p dung
Header & Footer trén cac slide tua de (title slide).
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Header and Footer,

Slide | Mates and Handouts

Include on slide

Apply to Al
Date and kime
(%) Update automaticalky Apply
[zz0t0 ]
D TEEEI Preview
[«#] slide number E
Euuter
|Tr§n Thanh Phong |
[#]Don't show on title slide:

Hinh 414. Thiét Idp Header & Footer cho Slide
e Néu nhin nat Apply thi chi 4p dung cac thudc tinh Header & Footer cho cac

slide dang chon. Néu nhan nit Apply to All thi s& 4p dung céc thudc tinh
Header & Footer cho toan bo bai thuyét trinh.

4. Chon ngan Notes and Handouts:

Header and Footer,

Slide | Mokes and Handouts

Inchude on page
[ Date :
(%) Update automatically

apply to Al

|Fridav, January 22, 2010

) Fixed

Header

|Micru:usu:u|‘t PowerPoint 2010 |
Page number
Footer

|Tr§n Thanh Phong

Hinh 415. Thiét Idp Header & Footer cho Notes and Handout

e Date and time: Ban chon kiéu Update automatically va chon dinh dang ngay
thang nhu hinh.

e Header: Hay nhap vao van ban “Microsoft PowerPoint 2010”
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Nhiing Kt e

> Presentution Views

A )
- x' ue Sarter

- NWP}T"L"

*Weading View

Presentation Views

« Normal: Ding rét nhigu trongqué trinh bién sogn

« Slide Sorter: Sap xép cac slide trong bai thuyét trinh,
* Notes Page: Thém cac ghi chi vao slide

+ Reading View: Xem trudc bai thuyét trinh

Master Views

+ Slide Master: Luu triT thing tin v& thigt k&

+ Handout Master: Thiét I3p cac thang sd cho cac trang in Handout I
+ Notes Master: Thiét I3p cac théngsd cho cac trang in Noted

Hinh 419. Nhdp ghi chd cho slide
3. Thuc hién lai thao tac nay cho cac slide can thém thdng tin ghi ch.

Ghi cha trong ché @ Notes Page

Ghi chi trong Normal View khong thé thém vao hinh dnh, do thi, ... nén ching ta can phai vao
Notes Page dé thém cac théng tin nay.

ﬂ Cac budc thyc hanh nhu sau:

1. Vao ngan View, nhom Presentation Views, chon Notes Page

Home Insert Design Transitions Animations Slide Show Review View
H=1]| B3 stide Sorter ) Slide Master [ ruter () [- Color]
(] Notes P 1| Handout Master =[] Gridlines = Grayscale
Normal|, : - Zoom Fitto )
_‘,Q]: Reading =] Notes Master [ Guides Window | mm Black and Whif
Presentation Views Master Views Show N Zoom Color/Grayscale

Hinh 420. Chuyén sang ché dg Notes Page

2. Duing thanh cudn doc dé di chuyén dén slide can thém ghi chd. Vi du, ban chon slide
so 3.
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;. Office

F 3 Lu Al o
= L ek o ‘A_-e
‘.:.__._‘.glﬁ,%!! AR
- i *— =

Hinh 421. Lénh New Comment

3. Ban nhap vao noi dung can nhan xét trong hop comment vira chén vao

1TF1 | Tran Thanh Phong L/2z/2000 J .
dng cho OFfice ribir phm hinh &ng <) 1 Offlce

1 Office

s <49 .m-w o R
o4 L\J’:"&
P N eH'f NIRRT

: AT | (LS e
o -y ‘é" v 9 -
- - ‘ e i‘ : S
S &€ >l

4. Nhap chudt ra khoi hop comment dé hoan tat. Ban c6 thé di chuyén comment dén gan
doi tuong trén slide ma n6 nhan xét.

Hiéu chinh comment

n Céc budc thuc hanh nhu sau:

Chon slide c6 comment can hiéu chinh. Vi du Ia slide s 8.

2. Vao ngin Review, nhém Comments, chon Show Markup dé hién cac comment trén
slide. Néu slide cé nhieu comment thi:

e Nhéan nat Next dé di chuyén dén comment ké tiép
e Nhéan nat Previuos dé di chuyén vé comment lién trugc
Chon comment can hiéu chinh. Vi du ban chon comment vira tao.
4. Chon Iénh Edit Comment
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tions Animations Slide Show Review

D’Z Lj = #J Delete ~

:] Previous
Show New Edit @
Markup| Comment Co Next
Commerks
N

Hinh 422. Lénh Edit Comment

5. Nhap noi dung hiéu chinh vao hop comment
6. Nhap chuot ra ngoai hop comment dé hoan tat.

Sao chép ndi dung comment

- Cac budc thyc hanh nhu sau:

W
1. Chon slide c6 comment can sao chép ndi dung. Vi du la slide s6 8.

2. Chon comment can sao chép noi dung, Vi du chon comment vira tao & trén.
3. Nhip phai chuét Ién comment va chon Iénh Copy Text

Chen video vao slide

_

Edit Comment

Copy Text

New Commen m‘ﬁ_
e 3

Delete Comment

Hinh 423. Sao chép ngi dung trong hép comment

4. Chon noi dé dan noi dung sao chép vao va vao ngin Home, nhém Clipboard, nhan nit
Paste.

Xba comment

- Cac budc thyc hanh nhu sau:

Chon slide c6 comment can x6a. Vi du 1a slide s6 8.
Chon comment can x6a. Vi du chon comment vira tao & trén.

."-’!\’!—‘C

Nhan phim Delete trén ban phim dé x6a hodc vao ngin Review, nhdm Comment,
chon Delete vai cac tuy chon sau:

e Delete: x6a comment dang chon.

e Delete All Markup on the Current Slide: x6a tit ca comment trén slide hién hanh.
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Tuy chinh Notes Master

Mic du ching ta c6 thé chinh stra, dinh dang cac Notes Page riéng biét trong ché d6 man hinh
Notes Page, nhung viéc 1am nay rat thu cong va mét thoi gian. Ching ta nén vao ché d6 man hinh
Notes Master dé thuc hién cac tly chinh va cac thay doi ndy s& c6 tac dung cho tat ca céc slide
trong bai thuyét trinh.

- Cac budc thue hanh nhu sau:

1. Mo bai thuyét trinh can diéu chinh Notes Master.

2. Vao ngin View, nhom Master Views, chon Notes Master. Cira so Notes Master
Xuat hién.

Home Insert Review View
£ Slide Master [T ruter .': )
Handout Master | [ Gridlines \
T ) . ; Zoon
=] Notes Maste]N [ Guides
Master Views Show I

Hinh 432. Lénh Notes Master

3. Tai nhém Placeholders, ban c6 thé thiét lap cho an hoac hién cac placeholder trén
trang Notes Page bang cach bo chon hoac chon vao cac hop kiem.

Notes Master Home Insert Review View Developer Add-Ins Acrobat Format (2
fF— =i El [V] Header 7] Date P Colors»
1 :j i |~—_| N & A(, =2 ) Background Styles ~
1 [¥] slide Image [¥] Body Fonts - oy
Page Notes Page Slide — Themes — Hide Backaraund Graph Close
Setup Orientation v Orientation~ | [¥| Footer [¥] Page Number - Effects v ) Master View
Page Setup Placeholders Edit Theme Background 4 Close

Hinh 433. Ngdn lénh Notes Master

4. Tai nhém Edit Theme, ban c6 thé chon lai bo mau séc, font chir va hiéu (rng cho cac
placeholder.

5. Tai nhém Background, ban c6 thé thém nén cho cac Notes Page. Vi dy, ban chon

Style 2 tai Background Styles.

o s
b
|
L 2

&) Format Background..,

;(?_] Background Styles 'Y a

|-

ot

Hinh 434. Thém nén cho cac Notes Page
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6. Trong vung Notes Page:

e Ban chon 2 placeholder Header va Date va di chuyén xudng phia dudi 1cm vi
chldng qué st Ié trén cua trang in.

e Ban chon 2 placeholder Footer va Page Number va di chuyén 1én trén 1 cm
vi ching cling qua sat 1€ dudi cua trang in.

e Banco thé diéu chinh kich thudc cua placeholder Slide Image hoac Body theo
nhu cau. Vi dy, ban thuc hién diéu chinh sau:
= Chon placeholder Body
» Vao Drawing Tools, ngan Format, nhom Shape Styles
= Chon kiéu dinh dang Colored Outline — Red, Accent 1

T
e Insert Review View Developer Add-Ins Acrobat | Format
— &r shape Fill ~ & A - sring Forward
Abc p | Abc + | [Z Shape Outline ~ & v 24 send Backwar
AN ) H - Quick
K ¥ |« Shape Effects v Styles ~ Y % Selection Pang|
Shape Styles s | WordArt Styles & Arrange

| Colored Outine - Red, Accent 1 [y

T y3/En

IR e Mt tinle syl

Hinh 435. Pinh dang cho placeholder Body

7. Chuyén qua ngan Notes Master va nhan nt Close Master View dé hoan tat.

Thuec hién in 4n Notes Pages

Sau khi thuc hién cac cong doan tly chinh cho Notes Page, ching ta sé tién hanh in 4n ching ta
giay dé str dung khi thuyét trinh.

ﬂ Céc budc thyc hanh nhu sau:

1. M¢ bai thuyét trinh can in Notes Pages.
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2. Vao File, chon Print

n Home Incent Deasign Transthons

ed 5o

Blid2-0 373 ThucharhPowerPOINI2010_ChE.opts - Microsoft PowerPomnt e
el Slide Show Review View Deseloper AddIns Acrobat 7]
Prin 2
H Swve LA
) P Copies 9
s Open G — T
i ciose
Info Printer
& O Prirtes2 on FETPSYS
ecent 3 3
New e
-k o
b
o Prest A0 Slides
Share - p, t entire preterdat)
Slitdes:
He
» Notes Pages
)} p ]
ity Adddm - - ¥
2} Options Prirdt en Both Sides
Fip pages on long ed
kd o
s Collsted
Gl

Portrait Onentation

. Color

fasde

Epoter Progesties

Rt

Pr

* Nowmal: Ding rit resdu bong ged trinh odn scen

* Slide Sorrer: 542 xdp cic shoe Y ang ok thuy &
trirts

- * Notes Page: Thém cac gh oo ~§:‘:r0e

* Reackng View: Xemtruedc ddr st rnm

Master Views

* Slide Master Luc ol thdng mn v thidl of

* Hancout Master Trét p che dng sdohe cac
rangin Hangout

- « Notes Master Tridtldp cacinfng séena cac

trangin hotes

e ey U

€3 o> 5% = + 14

Hinh 436. Hop thogi Print

3. Thuc hién cac tuy chon sau:

e Tai Copies: thiét lap sb luong ban in

e Tai Printer: chon may in tir danh sach, ban c6 thé thiét 1ap cac tdy chon cho
may in bang cach nhan vao Printer Properties.

e Tal Settings:

= Thiét 1ap s6 lwong slide s& in tir danh muc:

v

AN

Print All Slides: dé in tat ca cac slide trong bai thuyét trinh.
Vi dy, ban chon in hét slide.

Print Selection: chi in cac slide dang chon
Print Current Slide: chi in slide hién hanh

Custom Range: thiét 1ap céc slide s& in tai hop Slides bén
duoi.
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.. Print All Slides -l
E Print entire presentation
Slides

. Print All Slides
_] Print entire presentation %

Print Current Slide
Only print the current slide

Custom Range
_I-Tu Enter specific slides to print

Hinh 437. Chon cac slide sé in

= Chon kiéu Layout can in: Ban chon kiéu Notes Page, va tlly chon thém

v Frame Slides: in dudng vién xung quang Notes Page, ban

khong chon.

v' Scale to Fit Paper: ban chon tily chon nay dé néi rong dién tich

Notes Page vira vai trang giay.

v" High Quality: chon tly chon nay dé in vé&i chat lugng ban in

cao nhat. Néu chon thi s& in cham hon binh thuong.

v' Print Comments and Ink Markup: ban chon tdly chon nay dé in

cac nhan xét trén slide néu co.

Print Layout

F = =

=

4 5lides Horizontal

=

4 Slides Vertical

Frame Slides

High Quality

Full Page Slides Motes Pages Outline
Handouts
1 Slide 2 Slides 3 Slides

= =

6 Slides Horizontal 9 Slides Horizontal

= =

6 Slides Vertical 9 Slides Vertical

v | Scale to Fit Paper

v | Print Comments and Ink Markup

Motes Pages

Print slides w

ith notes vLI} ‘

Hinh 438. Chon kiéu layout dé in
= Thiét lap ché d6 in:

v' Print One Sided: in mot mat gidy
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v' Print on Both Sides: in hai mat gidy voi gay dong & canh dai
bén trai.
v Print on Both Sides: in hai mat gidy véi gay dong & canh ngan
bén trén.
= Thiét lap ché do sap giay khi in nhiéu ban:

v Collated: in c0 tach ra ting bo, ban nén chon tuy chon nay khi
in ra nhiéu bo vi d& ton cdng chia bo sau nay.

v Uncollated: in khéng tach bo
= Thiét lap chiéu trang in:

v' Portrait Orientation: in trang nam doc

v Landscape Orientation: in trang nam ngang
= Thiét 1ap mau sac cho ban in:

v Color: In day du mau sac, mau sac cac slide in ra (trén may in
mau) s€ giong vdi cac slide ma ban chiéu trén may tinh.

v Grayscale: In véi tong mau xam, cdc mau nén s& khong dugc in
ra, cac mau sac s€ duoc PowerPoint diéu chinh sao cho ban in
ra dep va r0 rang nhat.

v’ Pure Black and White: Tuy chon nay thich hop cho viéc gui
fax hodc in Ién phim may chi¢u overhead.

2 Color

E Grayscale

E Pure Black and White
}‘ Celer %

Hinh 439. Tuy chon mau bdn in

4. Nhan nat Print & gui 1énh in ra may in
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Badng 15. Péi chiéu mau sdc giita Grayscale va Pure Black and White

Poi twong Grayscale Pure Black and White
Text (van ban) Black Black

Text Shadows (bong ciia van ban) Grayscale Black

Fill (t6 nén) Grayscale Grayscale

Lines (cac duwong ke) Black Black

Object Shadows (Cac kiéu bong ciia ddi twong) Grayscale Black

Bitmaps (hinh bmp) Grayscale Grayscale

Clip Art Grayscale Grayscale

Slide Backgrounds (nén cia slide) White White

Charts (d0 thi) Grayscale White

Thuec hién in 4n tai liéu dung cho dién gia dang Outline

Khi bai thuyét trinh c¢6 chira nhiéu doan vin, ban ciing nén in ra gidy mot ban dudi dang dan bai
(outline) cho dé theo doi. BEé xem Outline cua bai thuyét trinh, ban vao ché d6 man hinh Normal

va chon ngin Outline ¢ khung bén trai.

Pld2-0 A7 &G s ThuchanhP owerPoint2010_ Chd.opts - Microsoft PowerPamt = = n
n nome et Dewgn Transtionn Shde Show Renew View Oeveloper axadm acrooar @ o
- U Lot = .. — e *J Ip o § . 1
j A L, MinenProCond - 42+ A A B E-E- e g 150 !{ y .:lcl] : M Fina
- e :::.m 2 ) - - & Replnte +
h.'-l' 5;:;:- 4 B Z U & s a. Aa A - EE3IERE N -'Il‘t!lv ;u.:\;. s 3 Selist +
Apnsad ha Font Baragrapn i Draminy tareg
s -
-
(o) |Cé

o3 chuang rian
7 Nhimg dim mat cia PowarPoint 2010
3 Nhimg kéu hidn thi
| »Presentation Views
* Normad
= Shde Sorter
* Notss Page
* Reading View
¥ »Master Views
 Shde Mastsr
* Handout Master
*Motes Master

4 4 Chén hinh vao slide
£ Chén Clip Art vao side
& & Chup hinh nsin hinh dua vao siide
= W Chén Smart Art vao side
£ . Chén video vao shide
5 . Chén doan phim trc tuyén
10 5 phian mém
[ ssesatis | pwer D)

Nhiing Kicu T

»Presentation Views  »Master Views

wSiide Sorter

- Nuu:a‘i’a_gv
[ ' Reading View

» Slide Master
» Handout Master
* Notes Master

S —

T Thash Paey  VEENTI

Presentation Views
| « Normal: Dung rat riigu trong quéd trinh bién soan
=l + Slide Sorter: Sip x& céc <lide trong béi thuy@t trinh.  »
REHE S o= -

Hinh 440. Xem Outline bai thuyét trinh trong cira sé Normal
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Handout Master Home Insert Review View Developer Add-Ins Acrobat

RlAY-0R3TFE- ThuchanhPowerPoint2010_Ché.pptx - Microsoft PowerPoint o = 52

o @

@ Background Styles =

D Handout Orientation ~

3 sSlide Orientation ~
Page . Close
Setup [ Slides Per Page = Master View

Page Setup Placeholders Edit Theme Background [F] Close

IE‘ Header IE‘ Date nCoIors "
@Fonts =

Themes
[¥] Footer [ Page Mumber e O] effects ~

|:| Hide Background Graphics

Hinh 442. Cira s6 Handout Master

3. Tainhom Page Setup:
e Chon Handout Orientation:
= Portrait: trang handout s& nam doc
= Landscape: trang handout s& nam ngang

[Ee=E ST [T R
|

[r———
} |

Portrait

Landscape

adiali I

Hinh 443. Chon hwéng cho trang handout

e Chon Slide Orientationt:
= Portrait: céc slide trong trang handout s& nam doc
= Landscape: cac slide trong trang handout s& nim ngang
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“A siide OrientatiMj/

Portrait
o | TN==1| Landscape

Hinh 444. Chon huéong cho slide trong trang handout

Chon s6 slide trén mdi trang handout, ban vao Slides Per Page va chon sb
slide s& in trén mdi trang handout. S slide cang it thi slide in ra cang to va dé
doc nhung s& ton nhiéu gidy. Sé slide cang nhiéu thi céc slide s& bi nén nho lai
nén ban in s& kho doc hon. Trong tuy chon vé sb slide, ngudi ta thudong chon
in 2 slide trén mot trang handout.

o O r wl 0 \ r TNEMes
2] Slides Per Page ~ | Faoier [Ml Page Numbes -+ [O]Effects -

_-I 1 Slide Placeholders Edit Theme Ba

2 2slides
S 3 Slides
4 Slides

6 Slides
a9 Slides

Slide Qutline

cloodl oo ooo
ooo oo

oo
ooo
oo

Hinh 445. Chon s6 slide trén méi trang handout

4. Tai nhém Placeholders: Handout Master ¢6 bon placeholders la Header, Footer, Date,
va Page Number dugc bo tri ¢ bon goc ctia handout. Chuing ta cd thé an hién va nhap
thong tin, dinh dang cho cac placeholder nay trén trang handout.

Header: nim ¢ goc trén bén trai, ban di chuyén placeholder nay xudng dudi
1cm va qua phai 1cm vi né qua sét I€.

Footer: nim & goc dudi bén trai, ban di chuyén placeholder nay I&n trén 1cm
va qua phai 1cm vi n6 qua sat le.
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« Date: nim & goc trén bén pha1 nd s€ hién ngay thang hién hanh néu duoc
chon. Ban ciing di chuyén né xubng duéi 1cm va qua trai 1cm.

 Page Number: ném, O gbc dudi bén phai va co s;“tn ky hiéu <#>. Ky hi¢u nay
s€ dugc thay bang so thir tu trang in. Ban di chuyén nd 1én trén 1cm va qua trai
1cm vi qué sat le.

5. Ban c6 thé dinh dang kiéu nén, cac bd mau, font chit va cac mau (theme) va cac hiéu
ung cho handout tir nhdm Edit Theme trén Ribbon.

6. Tai nhdm Background, ban c6 thé thém nén cho cac Handout. Vi du, ban chon Style
2 tai Background Styles.

Date 2 \'2] Background Styles v

m Fonts ~

i er = Themes
Page Number - [O]Effects ~

Iders Edit Theme

F—— el
- 1 ]
i 4

,32] Format Background...

Hinh 446. Thém nén cho handout

7. Chuyén qua ngan Handout Master va nhan nat Close Master View dé hoan tat.

Thuc hién in 4n Handout

Khi in Handout, ban c6 thé chon chon in 1, 2, 3, 4, 6 hodc 9 slide trén mot trang handout. Chiéu
cua trang handout va slide nam trong ndé ban c6 thé chon la nam ngang hodc doc. Thong thuong,
nguoi ta in handout 1a 2 slide trén mot trang giay kho A4 véi chiéu doc.

- Céc budc thyc hanh nhu sau:

MG bai thuyét trinh can in Handout.
2. Vao ngan File, chon Print.

3. Vao phan Settings, tai Print Layout, nhém Handouts va chon kiéu 2 Slides. Cac tiy
chon khéc thuc hién tuong tu nhu phén in Notes Pages.
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4. Nhan n(t Print dé gai 1énh in ra may in.

& E

4 Slides Horizontal & Slides Horizontal 9 Slides\ Horizontal
H E i

4 Slides Vertical 6 Slides Vertical 9 Slides Vertical

\i FErame Slides

} s/ Scale to Fit Paper

j High Quality

||| Print Comments and Ink Markup

-

‘ 2 Slides
Handouts (2 slides per p...

L),] Print on Both Sides
S/ Flip pages on long edge

=i Collated
‘ O:E =

123 123 123

=¥
| Portrait Orientation -

Review

View Developer Add-Ins

Acrobat

— “low
| Print Layout
— =] [=]
3 E B
Full Page Slides Notes Pages Outline
Handouts
E E
E |
1 Slide 3 Slides

Nhiing K
>Pruinfion Viess

A

o Notei Page

i

View

Chen hinh vio slide

> Minster Views
= Slice Master
= Handout Master
+ Notes Maiter

Hinh 447. Chon kiéu in 2 slide trén mét trang handout

Thuec hién in 4n Slide

Kiéu in nay s& in mdi slide trén mot trang in. PSi vai nhitng bai thuyét trinh quan trong, ngudi ta

thuong sir dung Kiéu in nay dé cac noi dung trén slide doc duoc dé dang trén ban in.

ﬁ Cac budc thyc hanh nhu sau:

1.
2.

3.

M¢ bai thuyét trinh can in Handout.
Vao ngan File, chon Print.

Vao phan Settings, tai Print Layout, chon Full Page Slides. Cac tiy chon khac thuc

hién twong tu nhu phan in Notes Pages.
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4. Hop Files to be copied liét ké danh sach cac tap tin sé duoc dong goi vao CD

Ban c6 thé thém vao cac tap tin khac bang cach nhan vao nat Add... va trong

hop thoai Add Files ban chon céc tap tin va nhan nut Add dé thém vao.

Add | Vles
Lock pe o Maweds
WMo Racont
Doverweres ' #‘
) Oedten
o = Ta
= i
i Corgater A
My Noborh
‘imu
Aowedi% g fewnd| 7 Arendd (8 g ) Areat 10 95
e e
Hes o 08 g s v %)
[ e o

Hinh 450. Thém tdp tin sé dong goi
°

copied va nhan nit Remove.

Package for CD

@ Zopy a set of presentations ko a folder on your computer or to a CO,

<

Mame the COn |PresentatiDnCD |

Files to be copied

',:']ThuchanhPu:uwerPu:untEDlD Ché, pptx

L.J Animal10 H ipa

[ Copy ko Folder., .. ] [ Copy ko CD ]

Hinh 451. Logi bét tdp tin sé dong goi

5. Nhin nit Option dé mé hop thoai Options.

Options

Include these Files

iII not display in the Files to be copied list)

[#] Embedde TrueType fonts

Enhance security and privacy

Password to open each presentation: | |

Password bo modify each presentation: | |

|:| Inspect presentations For inappropriate or private information

[ Ok l’ Cancel l

Pé xda bat cac tap tin trong CD, ban chon ching tir danh sach File to be
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Hinh 452. Tuy chon dong gdi
e Tai Include theses files:

= Néu mudn gbi nay chira ludn cac tap tin da lién két v6i bai thuyét trinh
thi chon Linked files.

= Chon thém Embedded TrueType fonts dé dam bao m¢ trén méay khac
khoéng bi thiéu font chit vi cac font d3 dwoc nhing trong bai thuyét
trinh.

e Tai Enhance security and privacy: Ban co6 thé dat thém mat mi bao vé céc tap
tin thuyét trinh néu thay can thiét

= Password to open each presentation: dit mat ma dé mo céac bai thuyét
trinh c6 trong dia dong goi.

= Password to modify each presentation: dat mat ma dé hiéu chinh cac
bai thuyét trinh c6 trong dia dong goi.

e (6 thé chon thém tinh ning kiém tra cac thong tin trong bai thuyét trinh tai
Inspect presentations for inappropriate or private information trugc khi
dong goi.

e Nhin nit OK dé hoan tit cac tiry chon Va tré vé hop thoai Package for CD.
6. Co hai tuy chon dong goi la:
e Copy to Folder...: Néu chon thi hop thoai Copy to Folder xuat hién

Copy to Folder,

Copy files ko a new Folder with a name and location wau specify.

Folder name: | PresentationC |

Location: |D:'|,B-:u:|k5 Z010 | [ Browse, ., ]
Open folder when complete

(4 ][ Cancel ]

Hinh 453. Hop thoai Copy to Folder

= Tai Folder name: ban cung cép tén thu muc chira goi bao cdo

= Tai Location: chon noi Iuu trit thu muc dong goéi. Néu can thay doi noi
luwu tru thi nhan nat Browse... va chon lai noi luu.

= Néu chon Open folder when complete thi PowerPoint s& m¢ thu muc
luru trir cAc tap tin dong goi 1én sau khi dong goi xong.

= Nhan OK dé bat dau qua trinh dong géi vao thu muc.

Microsofl PowerPoint

You choss to package & Inked fles n your presentation, so PowerPork sl copy the nked fles to your compoter, You should ncluds krbed fles n your packags
? only F you trust the source of each Inked file,

0

Do you wark to indude Inked Fles n your padiage?

Cas 1 [ w ] [ con |

Was th oo hephul

Hinh 454. Thong béo yéu cau xac nhdn chép cac tap tin lién két véi bai thuyét trinh
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ban chi can lam sin cac Custom show cho cac nhom khan gia khac nhau va mdi khi trinh chiéu
bai thuyét trinh cho nhém khan gia nao thi ban chi can chon Custom show cta doi tugng do.

Tao m¢éi Custom Show

n Cac budc thue hanh nhu sau:
U

1. M¢ bai thuyét trinh can tly bién noi dung bao céo.

2. Vao ngan Slide Show, nhém Start Slide Show, chon npt Custom Slide Show va
chon tiep Custom Shows.... Hop thoai Custom Shows xuat hién.

Home Insert Design Transitions Animations Slide Show
= .2 [S Hide Slide 7
_"_Tr 0 | & =T = A Ml Custom Shows
- — - —=  (@7Rehearse Timings [}
From Broadcast Custom Set Up .
Current Slide ~ Slide Show [Slide Show | Slide Show X® Record Slide Show ~ [7] | Custom shows:
Start Slide Show _L-J Custom Shows... SetUp
Qutline T | I3 Edit...
< Custom Slide Show Dialog
i Remove
S B B .
Chen hinh vao slid -

A3

Hinh 457. Lénh Custom Slide Show

3. Nhip nat New... dé tao Custom Show méi, hop thoai Define Custom Show xuat
hién.

Define Custom Show

Slide show name: | Cuskom Show 1

Slides in presentation: Slides in cuskam show:

1. PowerPoink 2010

2. Mhitng digm mdi clia PowerPoint 2010
3. Mhiing kigu hign thi

4, Chén hinh vao slide

(53 Chén Clip Art véo slide

6. Chyp hich mén hinh dura v side Add >> &
7. Chén Smart Ak wao slide

2, Chén video vao slide

9, Chén doan phim ktroc buvén

10, 5 phdn mém tao béi thuyét trinh Bk nhal
11, Thi phan krinh duyét 2009

Remove +

o | o]

Hinh 458. Hgp thogi Define Custom Show

e Tai hop Slide show name: dat tén cho Custom Show, vi du ban dat tén 1a “Gidi
thiéu PowerPoint 2010”

e Tai Slides in presentation: chon cac slide va nhin nit Add dé thém vao Custom
Show nay. Mubn bo bét slide ra khoi Custom Show thi chon cac slide tir danh muc
& khung Slides in custom show va nhan nat Remove. Vi dy, ban chon cac slide 1,
3,4,7,8,10va 11 cho vao Custom show nay.
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Define Custom Show

Slide show name: | Gidi thigu PowerPaint 2010

Slides in presentation: Slides in custom show:

1. PowerPaoink 2010 . PowerPoink 2010

2, Mhiing digrn rmdi clia PowerPoint 2010 . Whiing kigu hign Hhi

3, Mhitng kigu hign thi . Chén hinh véo slide

4, Chén hinh vao slide . Chén Smart Art vao slide
(53 Chén Clip Art vao slide . Chén video vao slide Y
&, Chup hinh man hinh dira wao slide . 5 phdn mém kao bai thuyet krinh £3t nhak
7. Chén Smart Art wao slide . Thi phan trink duy&t 2009

8. Chén video wao slide

9, Chén doan phim broc buyén

10, 5 phdn mém tao bai thuyét trinh tGE nhal
11, Thi phan krinh duyét 2009

i L=y R S

Cancel

Hinh 459. Chon céac slide cho vao Custom Show

e Dung 2 nlt mili tén hudng 1én va huéng xudng dé sap xép trinh tu cia cac slide
trong Custom Show.

e Nhin OK dé tro vé hop thoai Custom Shows

4. Nhan Close dé hoan tat.

Hiéu chinh va quan ly Custom Show

‘ Cac budc thyc hanh nhu sau:

1. Mé bai thuyét trinh c6 Custom Show.

2. Vao ngén Slide Show, nhém Start Slide Show, chon nit Custom Slide Show va
chon tiép Custom Shows....

Custom 5hows

Custom shows: Mew, .
{Gidi thigu PowerPoint 2010 —
[ Close ] [ show |

Hinh 460. Danh sach cac Custom Show

3. Hop thoai Custom Shows xuat hién.

o Taihop Custom shows: li¢t ké danh s&ch cac Custom Show dang co6 trong bai
thuyet trinh.

e Chon mét Custom show trong danh séch:
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itions Animations Slide Show Review View Developer Add-Ins

.;;‘j [S] Hide Slide [¥] Play Narrations (@l Use Current Resolution ~

e "

. G)') Rehearse Timings Use Timings =7 ®
SetUp - e

Slide Showl@ Record Slide Show ':@ Show Media Contrals | ||| Use Presenter View

| WO Start Recording from Beginning... Manitars

O Start Recording from Current Slide...
Start Recording from Beginning
Clear

= Record audio narrations, laser
pointer gestures, or slide and

Chén h‘lnh "3‘10 Slide animation timings for playback

during slide show.

A 0 Press F1 for more help.

Hinh 462. Lénh ghi lgi Slide Show

3. Hop thoai Record §Iiple §how xuat hiéu, ban hay chon ca hai tdy chon va nhan nit
Start Recording dé bat dau ghi Slide Show.

e Slide and animation timings: ghi lai thoi gian hién thi cua mdi slide va céc
hiéu ung.

 Narrations and laser pointer: ghi am thanh thuyét minh va cach sir dung con
tro laser cua nguoi thuyét trinh.

Record Slide Show

Select what you want to record before you begin recording.
Slide and animation timings
Marrations and laser pointer

Start Recording l [ Cancel ]

Hinh 463. Hop thoai Record Slide Show

4. Man hinh chuyén sang ché do trinh chiéu. Ban cho céc slide trinh chiéu giéng nhu 1a
trinh chiu thyc trudce khan gia, st dung con tré laser cling nhu thuyét minh cac ndi
dung trén slide dé thu am vao.

5. Nhén Esc dé thoat khoi ché do ghi Slide Show va nhan nit Save dé luu lai. Sau nay
khi ban cho trinh chiéu bai thuyét trinh thi cac am thanh, con tré chuot laser sé duoc
phat kem theo.

Thiét 1ap tiy chon cho loai bio cao ty hanh

Loai bao cao tu hanh khong c6 ngudi diéu kién s& tu dong trinh chiéu tir dau dén cudi va lap di
1ap lai cho dén khi ban nhan ESC dé thoat.

n Cac budc thyc hanh nhu sau:

W
1. Mo bai thuyet trinh can thiét 1ap bao cao ty hanh

2. Vao ngan Slide Show, nhom Set Up, chon Set Up Slide Show.
3. Hop thoai Set Up Show xuét hién:
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Set Up Show
Shiow bype Show slides
() Presented by a speaker (Full screen) O
() Browsed by an individual (windaw) ) From: | - |I.:.: | - |

(%) Erowsed at a kiosk {Full screen’ () Custam show:

|Gi|fl‘i thigu PowerPoint 2010+ |

Show options Advance slides

(3 Manually
[ 5hows without narration (% Using timings, if present
[] shows without animation

rMultiple monitors

Laser pointer color: |_ e | |

To show a laser pointer during slide showe, hold down the Crel key and press the left mouse
button,

O ] [ Cancel

Hinh 464. Tuy chon Slide Show tu hanh

e Tai Show type: chon Browsed at a kiosk (full screen)

e Tai Show slides: chon sé slide can cho trinh chiéu tai All, From...To... hoac tir
mot Custom Show

e Tai Advance slides: Chon Using timings, if present

4. Chon OK hoan tat.

Luu bao ciao dudi dang Slide Show

Tap tin PowerPoint dud¢i dinh dang Slide~Show s€ tu dong trinh chiéu khi dugc mé ra. Bé luu tap
tin dudi dinh dang nay 1am theo hudng dan sau:

‘ Cac budc thyc hanh nhu sau:

1. M¢ bai thuyét trinh can Iuu sang dinh dang Slide Show
2. Vao File, chon Save As, hop thoai Save As xuat hién

File: name: |ThuchanhPowerPoint2DlD_Chﬁ.pptx v |

Save as type:

PowerPoint Presentation (*

jink Sh * ops )

PowerPoint Macro-Enabled Show (¥, ppsm;)
PowerPoint 37-2003 Show [*.pps)
PawerPaoint Add-In (*.ppam)

PawerPaoint 97-2003 Add-In (*.ppa)
FowerPaint #ML Presentation (*,xml) ¥
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ning kiém tra su tuwong thich giira cac phién ban PowerPoint dé c¢6 thé hiéu chinh lai cho phu
hop.

Khi chuyén d6i dinh dang tir PowerPoint 2007 xudng cac phién ban thip hon thong thudng mot
sO tinh ndng s& bi mat hoac mdt so doi tugng s€ khong cho phép hi¢u chinh nhu SmartArt, do

thi...
n Céc buée thuc hanh nhu sau:

1. M¢ bai thuyét trinh can kiém tra
2. Vao File, chon Info, chon Check for Issues va chon Iénh Check Compatibility

‘,,—-,I Prepare for Sharing

{ ? F Befere sharing this file, be aware that it contains:
Checkfor Comments
lecues » Document properties, author's name and cropped out

imane rlata
P~ Inspect Document
|==F/ Check the presentation for hidden properties
or personal infarmation,

jes are unable to read
5  Check Accessibility

@D Check the presentation for content that people
with disabilities might find difficult to read,

@ % Check Compatibility )
g/ﬁ Check for features not supported by ear Aost autosaved versions
versions of PowerPoint,

= Il Ihereare np nrevioiic veranne of thic file

Hinh 467. Lénh Check Compatibility

3. Cho trong giay lat, hop thoai Microsoft PowerPoint Compatibility Checker thong
bao két qua kiém tra tinh tuong thich

Microsoft PowerPoint Compatibility Checker

The following features in this presentation are not supported by earlier
versions of PowerPaint. These features may be lost or degraded when you
save this presentation in an earlier file format.

Sumrnary Occurrences
A chart in this document may contain data in cells outside of the 1 |
row and column limit of the selected file format. Data beyond 256 Hel
(IV) columns by 65,536 rows cannot be saved, (Slide 11) H=n
The shape and any text in it cannot be edited when using earlier 13

- S e . y
versions of PowerPoint, (Slide 1, 2, 3,4, 5,6, 7, 8, 8, 10, 11) Help L
The table and any textin it cannot be edited when using earlier 1
. : . . ol |
versions of PowerPoint, (Slide 10) Hel
The SmartArt graphic and any text in it cannot be edited when b
using versions of Microsoft Office earlier than Office 2007, (Slide 2, Heln v

Check compatibility when saving in PowerPoint 97-2003 formats.

e Doc cic thong tin va néu chua hiéu rd thi nhan nut Help dé c¢6 thém thong tin
trg giup.

e Tuy chon Check Compatibility when saving in PowerPoint 97-2003 formats
nén dung khi ban Iuu tap tin PowerPoint 2010 dudi dinh dang PowerPoint cil.

4. Nhin OK.
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4. Vao File, chon Print va chon kiéu in la Notes Page tai phan Settings trong cira s
diéu khién in. Nhan vao nat Print dé ra Iénh in.

d Save
n'_ Save A4
= Open
2 Clewe

Info

Recent

Help

2] Options
£d Bt

[= ===

ThuchanhPowerFOIM2010_Ché. ppts

© Prirter? on FETPSYS
== i\

Prnter Progers

Settings

Pt All Shices
Shde
i MNotes Pager
Pt Cne Sided

y Collated

| Portrait Onentation -
—

‘ ot ¥
=

nsernt Design Tramigions Animabon:
Print

oA
- _ —

- Copies ~
Print

-
Printer

Microsaft PowerPoit

9

Shde Show Restew View Devefoper AddIm Foroat
-
st bunate o 122 arie @ I T
"o Mgt Sepeg L
-
412 » o o

Hinh 473. In Notes Page khdng c6 hinh slide thu nhé bén trén

5. Dé phuc hoi Notes Page cua bai thuyét trinh vé trang thai ban dau ban lam nhu sau:

Layout...

Vao trong ché do man hinh Notes Page

fa

==

&, Paste Opfions:

=L Publish Slides
Buler
Grid and Guides...

'=| Motes Layvout...

{fj Format Background...

b

Notes Layout

Flaceholders
Slide image

Nhap phai chudt trong ving trong trong trang Notes va chon lénh Notes

Chon hét cac tly chon trong hop thoai Notes Layout va nhin OK.

l [ Cancel

Hinh 474. Phuc hoi Notes Page bi thay doi
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3. Mac dinh dich vu PowerPoint Broadcast Service dugc chon va ban néu muén thi c6
thé nhan nit Change Broadcast Service d¢ doi sang mot dich vu khac ma ban dang
sir dung. Vi du, ban khong thay do6i dich vu Broadcast.

Broadcast Slide Show

Broadcast Slide Show

T ——

Broadcast the slide show to remote viewers who can watch in a
Web browser.

Broadcast Service

PowerPoint Broadcast Service

The PowerPoint Broadcast Service is a public service for users of
PowerPoint 2010. Anyone who receives a link to the broadcast may
watch it, You will need a Windows Live ID.

Maore Information

By clicking 'Start Broadcast', you agree to the following terms:
Service Agreement

[ Change Broadcast Service ] [ Start Broadcast ] [ Cancel

Hinh 482. Chon dich vu Broadcast

4. Nhan nut Start Broadcast, va PowerPoint yéu cau ban cung cap thong tin tai khoan
Windows Live ID.
e E-mail address: nhap vao dia chi e-mail
e Password: nhap vao mat ma cua tai khoan
e Panh dau chon Sign me in automatically dé 1an sau khoi phai dang nhap nita
e Nhan nat OK dé dang nhap tai khoan.

Connecting to powerpoint.officeapps. live.com E|

Broadcast Slide Show Enter pour Windows Live 1D

— credentialz
Connecting to PowerPoint Broadcast Service
Connecting to service.., i
E-mail address; | € sbd@haotmal.com v |
Pazswiord: |----u- |

[]5ign me in automatically

[ ] 4 ] [ Cancel l

Wlicrosoll g
FPazzport or]_et

Geta MET Passport Help

Hinh 483. Pang nhdp tai khoan Windows Live ID
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5. Néu ban chua c6 tai khoan Windows Live ID thi nhan vao lién két nit Get a .Net
Passport dé¢ dang ky mot tai khoan mién phi. Sau d6 dang nhap vao khi da cé tai

khodan.

.NET Passport Wizard

Add a .NET Passport to your
Windows XP user account

‘With a Passport, you can:

+ Have online conversations with friends and Family

+ Create your own personal Web pages

+ Signin instantly to all .NET Passport-enabled sites and
services

...and more, all with just one sign-in name and password!

Microsoft is committed to protecting your privacy.

Adding a Passport to your user account is quick and easy.

To continue, click Next,

< Bac I Mext = ] [ Cancel J

Hinh 484. Dang ky tai khoan maoi

6. Sau khi ding nhap, ban chd PowerPoint tai ndi dung bai thuyét trinh 1én PowerPoint

Broadcast Service.

=,

Broadcast Slide Show

Broadcast Slide Show

T —

Connecting to PowerPoint Broadcast Service

(NN ]

Preparing broadcast: 33%

Cancel |

Hinh 485. Tdi ngi dung bai thuyét trinh 1én djich vi Broadcast

7. Sau khi tai xong bai thuyét trinh 1én dich vu Broadcast, PowerPoint tra vé cho ban
duodng dan truy cép bai thuyét trinh. Ban sao chép dia chi Broadcast va gtri cho nhiing
nguoi xem tr xa thong qua cira s6 Chat hodc gui e-mail.
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Broadcast Slide Show

Broadcast Slide Show

1w
T~

Share this link with remote viewers and then start the slide show.

http://col-pptbroadcast.officeapps.live.com/PowerPointBroadcast.aspx?
pptbid=537bde3f-bdb5-49d5-9f9c-359d91422dd2]

[ Copylink
i=1 Send in Email...

[ statsiideshow |

Hinh 486. Pia chi Broadcast ) )
8. Nguoi xem tur xa s€ truy cap dia chi Broadcast va chd nguodi thuyét trinh nhan nat
Start Slide Show dé bat dau trinh chi€u bai thuyét trinh.

v U e Ppats ben b I UE e Ppate Den b

« Pwrte BNt P vt vt o

I L Lmamys——

PowerPoint 2010

T T ]
23 thoweg e

o e gt NI0N -

Hinh 487. Man hinh nguoi xem tir xa khi cho' va khi dang xem thuyét trinh

9. Trong khi trinh chiéu, ngudi thuyet trinh c6 thé nhin phim ESC dé tam dimng va khi
d6 man hinh ciia ngudi xem van giit nguyén ¢ slide dang trinh chiéu trude do.

Broadcast
= (@H Resolution: Use Current Resolution ~ o
D B e |

v

@ Show On

From From : Send End
Beginning Current Slide [C] Use Presenter View Invitations Broadcast
Start Stide Show Manitors Broadcast
o Broadcast View You are broadcasting this presentation and cannot make changes. End Broadcast

Hinh 488. Ngan Broadcast
e Nhan nat From Beginning dé broadcast bai thuyét trinh tir slide dau tién
e Nhin nit From Current Slide dé broadcast bai thuyét trinh tir slide hién hanh
e Nhin nit Send Invitations dé moi thém ngudi xem tir xa

e Nhan nat End Broadcast dé két thuc budi trinh chiéu bai thuyét trinh.
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AllSlides

Show:

Slide titles:

. PowerPaint 2010

s

WO 00 - T T e L P e

. Whitnig digm mdi cla PowerPoint 20..,
. Whng ki hign thi

. Chén hink wao slide

. Chén Clip Art wao slide

. Chup hink ran hink dura véo slide
. Chén Smart Art wao slide

. Chén videno vaa slide

. Chén doan phim Eroc boyvén

10, 5 phdn mém tao bai thoyek triinb,,,

Last slide viewed

Go To

][ Cancel ]

Hinh 491. Hop thoai chiza danh muc cac slide trong Slide Show

Trong khi trinh chiéu bai thuyét trinh, ban nhan phim F1 s& duoc trg gilip vé cac phim tét sir dung
trong ché d¢ Slide Show. PowerPoint 2010 chia cac phim tat lam

Slide Show Help

EEneral |RehearseIRecord Media | Ink

Right mouse click

Chrl+S
B o'
W' or ',
'Sor '+
o

Chrl+T
Chrl+HjL

Murnber Fallowed by Enter
Esc, Ctrl+Break, or -

Slide show navigation shortcuts

‘N, left click, space, right or down arrow, enter, or page down
'P', backspace, left or up arrow, or page up

Hold both the Right and Left Mouse buttons down For 2 seconds

Advance to the next slide
Return to the previous slide
Popup menuPrevious slide
G ko that slide

End slide show

all slides dialog
BlacksjUnblacks the screen
w'hitesLinwhites the screen
StopfRestart automatic show
G0 ko nesxt slide if hidden
Return ko first slide

Wiew task bar

HidefShow arrow on mouse move

Hinh 492. Céc phim tdr ding dé di chuyén trong Slide Show
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Microsoft Office PowerPoint

! ! Do you want to keep your ink annotations?

L_Igeep J [ Discard ]

Hinh 498. Théng bdo nhdc nhé heu lai cdc thay doi trong Slide Show

6. Dé xem cac hinh v&, t6 nén trong ché do soan thao, ban vao ché d6 ngin Review,
nhoém Comments, chon Show Markup.

itions Animations Slide Show Review
= mmy
L/Z _J L]
Show New Edit Delete Previous Nd
Marku Comment Comment -
Comments

Show Markup

Show comments and other
annotations.

Nhung Kieu hié

»Presentation Views
= Nonmal

“#Slide Sorter
gun Notes Page
o 'ﬁea'ding View

Hinh 499. Xem lgi cac ghi hinh vé, t6 nén trong ché dg Slide Show
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B PowerPoint reventer View - [ThucharhPowerbointX10 Ch7 oot] &8

Speaker notes

PowerPoint 2010

Giol thigacde tinhindng
clu chuong trink

Hinh céc slide thu nho

S6 slide

Slide; 1 of T1

Hinh 503. Man hinh nguoi thuyét trinh nhin thdy trong ché dg Slide Show

6. Tur man hinh danh cho nguoi thuyét trinh, ban c6 thé diéu khién cac ndi dung trinh
chiéu mot cach dé& dang dong thoi cé thé doc duogc cac thong tin ghi chii cho cac slide
ma minh dang trinh bay. Cac thanh phan trén man hinh cta nguoi thuyét trinh:

e Cac hinh Slide thu nhé: ban nhép chuot 1én slide dé di chuyén nhanh dén
slide d6 trong qua trinh bao cao.

e Slide dang trinh chiéu: hién thi ndi dung giéng nhu man hinh dang trinh
chiéu cho khan gia xem.

e So slide va thoi gian: hién thi sb cua slide hién hanh va thoi gian da trinh
chiéu ciling nhu thoi gian hién tai.

e Speaker notes: phan ghi chu trong slide ctia nguoi thuyét trinh.

e Thanh cong cu: di chuyén, chon loai bat, mau sic ...

7. Nhan phim ESC dé thoat ché do Slide Show.
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PowerPoint Options

General - . .
Customize the Ribbon,
Proofing
Choose commands from: (i) Customize the Ribbon: (i)
save |Popu|ar Commands w |Main Tabs .
Language
'éﬁ Action A O[] anisigii ¥
; - [ [#] Animati -
Advanced B Add Animation » = SI’:‘;:'ES:;::
= -
. . Animation Pane
Customize Ribbon o | Revi
Quick Access Toolbar Ly Bring Forward Developer
‘11 EBring to Front B
Add-Ins = Bullets > AI
- -Ins
=3 Co =
Trust Center = P Contrals
* cut [+ Modif
A" Decrease Font Size Add I:sl v E]
ij Draw Table Merae
2] Duplicate Selected Slides Graygscale B
- E-mail
0 Fo'::' o Black And White
[¥] slide Master
A Font Color |> . v
Font Size I-
@_‘j Format Background... [ plewiioh ] [ LTS eE ] [ Kegomed ]
3}/ Format Object... Customizations: ]
f Format Painter
'@ From Beginning b Import/Export ¥ |10
[ OK ] [ Cancel

Hinh 506. Chon cho hién thém ngan Developer trén Ribbon

3. Khi d6 trén Ribbon xuat hién thém ngin Developer.

|MOme Insert Design Transitions Animations Slide Show Review View | Developer

BEA # E ARE=a: T [0

Visual Macros Macro = Add-Ins COM ¥ ® _E_El 2 % Gdview Code | Document
Basic Security Add-Ins Panel

Add-Ins Controls Madify

YT

Text Box (ActiveX Control)

Insert a text box control,

o )
fi
f (=]
oy

P Ix

Hinh 507. Ngan Developer trén Ribbon

4. Vao slide can thém Textbox dé nhap vin ban trong khi trinh chiéu. Vi du ban chon
slide s6 3.

5. Vao ngan Developer, nhom Controls, chon nat Text Box va vé mot hop 1én slide
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Nhiing Kieu hié

»Presentation Views »>Master Views
: W = Slide Master
“Slide Sorter = Handout Master
o= Notes Page = Notes Master
= Reading View

Hinh 508. Hop Text Box cua Control Toolbox

6. Khi ban chuyén sang ché do Slide Show, thi ban c6 thé nhap vin ban trong hop Text

box nay.

Nhiing Kieu hiémne

» Presentation Views »Master Views
H ma » Slide Master

wSlide Sorter = Handout Master

gr Notes-Page = Notes Master
« Reading View

Nhap van ban trong khi Slide Showi

Hinh 509. Nhdp van ban trong khi trinh chiéu
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Hinh 510. Di chuyén Master title ra khéi phgm vi cuia slide master

4. Khi d6 trong ché do Slide Show, céc tya dé cua slide s& khong duoc nhin that trén
man hinh nhung khi nhap phai chudt va chon Iénh Go to Slide thi chiing ta van c6 the
thay dugc tua dé cua cac slide nén viéc di chuyén gitra cac slide sé dé dang hon.

» Presentation Views »>Master Views

a Wdl = Slide Master

"Slide Sorter = Handout Master
P sus )
0B N»otehs Page Z Mhing dide s ola Puwerbont 1

CastomShay * /| 2aindng ey mdo my

* Reading View |

Bpinter Options » S Chen Cip Artwan 1hde

& Chup PNk man Amn Ao wis wide
7 Chen Senait Avt shs (o

2 Chin wen wbe thate

3 Chen Joan phum trux tugds

105 phin mém 130 08 thuy®t trinh

L1 ™ot phiin trinh guyet X0

Hinh 511. Lénh Go to Slide van nhin thdy twa dé céc slide

(C YRR
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Phu luc

= Nén chia phan trinh bay thanh hai hoidc vai budi va nén co phan dit cau hoi va tra 101 cau
hoi & mdi budi, va giita cac budi thi cé gio giai lao ngan.

Trong sudt phan hoi va tra 1oi hdy tit may chiéu (slide projector, overhead, LCD projector hoic
man hinh mdy tinh) dé gitip ngudi nghe tap trung vao cau hoi va dién gia. Néu khong thé tat may
chiéu thi ban c6 thé tao thém mot slide don gian vai tya dé “Hoi dap” va chiéu slide nay trong
sudt qua trinh nay.
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Phu luc

WebAIM: PowerPoint Accessibility Techniques

www.webaim.org/technigues/powerpoint/

Office Accessibility Wizard gitip chuyén doi tap tin PowerPoint thanh dinh dang web
rat tién loi va dé sir dung.

Steve Rindsberg/RDP

www.rdpslides.com/

Trang ndy ciia mot PowerPoint MVP va c6 chira nhiéu add-ins hiru ich.

Crystal Graphics

www.crystalgraphics.com/

Add-Ins cung c?ip thém céac hi€u ing hoat canh, 3-D, hi¢u ting chuyén canh, d6 thi...
Office Tips

WWW.mvps.orag/skp

Cung cap cac add-ins cho PowerPoint va nhiéu tai liéu tham khao phong phu, dic biét
la VBA cho PowerPoint.

The PowerPoint FAQ - PowerPoint Help

www.pptfag.com

Giai dap cac cau hoi lién quan t&i PowerPoint moi phién ban.
PowerPoint Heaven - The Power to Animate

http://pptheaven.mvps.org/

Bo suu tap cac tro choi, slide giai tri dugc xay dung trén PowerPoint va rat nhiéu bai
viét huéng dan sir dung chuong trinh nay.
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Mierosolt Powerfolint

+ Tao méi trang trinh dién

Click to add title

Click to add sulbtitle

4 % New Presentation * X

Open a presentation
Eai 01 - Hoc phan 1
Eai 01 - Hoo phan 1 - bak 01
Eai 01 - Hoo phan 1 - bak
instruckions
EF; Mare presentations. ..

MNew
< [ 'Hlark Présentakion” """ttt

Fram Design Templake
ﬂ From AuktoConkent Wizard

Mew from existing presentation
j Chonose presentation,.
Mew from template
YWorldmap_PRT
Worldmap
] izeneral Templates.,.,
.\% Templates on my Web Sites, .,

] ] Templates on Microsaft,com

b

<3 % slide Layout * X
Apply slide layout:
Text Layouts 1=
Content Layouts
-

v Show when inserting new sldes
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MierosoTt Powerfolnt

Tao méi trang trinh dién véi Design Template

& » Slide Design v X
Design Templates

(a2 Color Schemes
(&% Animation Schemes

Apply a design template:
Recently Used

Ap dung mau cho tat ca slide
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Microsort Powerfolint

* Vidu minh hoa

Click to add title

Click to add subtitle

Click to add title

= Click to add text

Click to add title

Click to add subtitle

Click to add title

Click to add text
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Miecrosort Powerfolint

« Céc ché a6 trinh bay man hinh

Trang Outline

Duthdes X

9 Co nén cai DirectX 9.00 ?
« Phién ban chink thifc: 3/2003
« YBU cHu tHi thigl S26MB

10 @ Directx 9.0 beta
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+ Mhan xet
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may Pentium IY
» KEt qua it nht 13 trong Win Me,
k& dén 13 WinxP
« Hirh anh, &m thanh, mau sac
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EH== 1|

Trang Slide
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« Céc ché a6 trinh bay man hinh

.Micrusuft PowerPoint - [Bai 01 - Hoc phan 1] - |00 ﬂ
File Edit Miew Insert  Format  Tools  Slide Show  Window  Help - X
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Apply slide layout:
Text Layouts ll
.
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Microsort Powerfolint

« Slide Master
Thanh cong cu Slide Master View

Thiét ké

@ [5] ' Close Master Yiew

-

L&kﬁ—\n?rr =
1 0 Cllck to etht Master title

Title .O.rea for AutoLayouts

Yiew | Insert  Format

[E| Mormal
slide Sorker
Slide Show  F5
b £ Click to edit Master title style
Master , H Sidemaster o | A | e - R Title Area for Autolayauts
— P Chck to ed.lt Master text styles :
B ColarfGrayscale » Handout Master © — Second level
: « Thirdlevel
Task Pane Mokes Masker : - Fouthlevel
: » Fifth larel
Toolbars 3
b

8 | f
w e Object Area For Autolayvouts :
: i ... Footerdrea::
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o Tao hiéu @ng khi c6 su chuyén tiép giira cac Slide
— Hop thoai tao hiéu ing gitra cac Slide

g % Slide Transition r X Speed: [Fast -
Apply to selected slides:

Sound: |[Mo Sound)] -
Push Left [ \\*-,
¥
Push Lip [Mo Sound]
Bomb a
Q ik Breeze
Maodify kransition Fast S—
Speed: |Fast - Slow
Chime
Sound: |[Mo Sound] - Fast Click i
r Speed Sound

Advance slide

v Onmouse click

[ Aukomatically after El:

apply to Al Slides

B Play | |ET slide show

IV AuboPreview
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Microsort Powerfolint

o Tao hiéu @ng cho cac doi tweng trong trang trinh dién

Hiéu tng hinh anh

Chon d6i tugng can tao hiéu Ung

44 % Custom Animation

&% addEffect «

l.

S Entrance J |hr._,, affect
%7 Emphasis  » :| |v|
¥E Exit b oprby: Speed:
With Previous Fast
‘B On Click [ {Very Slow
. With Previous Medium
(D After Previous .|[Fast
Very Fast
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Mierosolt Powerfolint

o Tao hiéu @ng cho cac doi tweng trong trang trinh dién
— Hiéu chinh cac hiéu tng thong qua hop thoai

{crom & T /x|

Effect ] Timing ~ Text Animation l

Group ket |F'-s ane ohject ﬂ

v Animate By 1st level paragraphs
-
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PowerPoint 2007 -

Ky 1 - Tao trinh dién

Tao trinh dién dua trén trinh dién dang cé

Ban cé mot bai trinh dién, ban muén gilf lai cu tric cua bai nay va

thay vao dé ndi dung mdi thi day la cach nhanh nhat va tién Igi nhat

dé tao mot trinh dién mdi.

o Ban hay md& mot trinh dién ban can 18y cau tric hodc trinh dién

dé dang hién hanh trén PowerPoint.

) | 9 - B ) 5 12:5inh_09_cac phuong phap chon foc [Read-Onky] [C..M. = B X

i\i-'u |

. Hnmti Insert Design  Animations  Slide Show  Review View  Add-Ins 'E

"il'i & MY
M’ | B U abe @AY~ |

Paste Slides

I |77 | [Acaaffat a2
Font T

| Clipboard |

'Paragraph Drawing Editing

T - T T e R ]

Kiém tra bai cii
1 Tmd resg 5o R phy el via nblng yis B nia?
L Ted ks b ghieg?

Céu hoi chuan bi bai méi
1 Té nao i 4500 lge pileg T
I wel e b shon ige giegT

1 Trnk by phaong phap eho ion Meag gt sk Bha nash, papel ong
ayng. e neapn S, ¢ sghiel

4 Trink by @hwong PRI B399 g0 of B iEkeh B kiah phge o gy
Sy o Bhyran S, § aguiny

1O LEAN BB ARG PRID BASA I B4
B nao ody iy By phie ohi uhn shpe ipe mdt e 1 es it gud T
7. Wi ees ohy giea phds padl eBoa e masky e mon o0 Wl guil 7

COaT

o Ban chon nut biéu tugng 1&énh Y cla Office 2007 trén goc trai

cla clra s6 PowerPoint.

o M6t menu 1&nh hién thi, ban chon Iénh Save As. (hodc ban c¢6

th€ nh&n phim F12)



(L] e 12 Sinh_09_cac phuong phap chon lay

j i Save a copy of the document
I:f;::; % PowerPoint Presentation
~ [ Save the presentation in the default file
7 Open format,
!J PowerPoint Show
o= ]
= Convert = | Save as a presentation that always oper
= Slide Show view.
@ = PowerPoint 97-2003 Presentation
H Save Save a copy of the presentation that is {
compatible with PowerPoint 97-2003,
H Save s » . Find add-ins for other file formats
§ Learn about add-ins to save to other
% 1 formats such as PDF or XPS.

J_‘JJ Erlr;rSave As .[Flil-h Other Formats

o HOp thoai Save As hién thi:

=]
Sl | Pocket PO 2 @-3 XL
igos
_\.b T
e Esseritiats - & Fully Tested
Dttty G
—- ) Sl Collecttions:
[_ﬁ -
Deshton
[apre—
=
e [ sen % co: o phow chom o] -
e w0 DT [Pt 57-20010 Presentation =
Yok -l l Save I Carcel I
Ed

o Ban chon thu muc, & dia can luu trong 6 Save in.
o Dat tén mdi cho tap tin trong 6 File name.
o Nh&n chon Save dé Iuu va thoat hdp thoai Save As.

Bay gid, ban da c6 mot ban sao tuadng tu tap tin PowerPoint cii, ban co
thé thay déi ndi dung ma khéng lam mé&t ndi dung tap tin PowerPoint
cd.

Tao trinh dién trén mot mau dung san ( Design Template )



N&u ban mudn tao mét trinh dién bdng cdc mau (design template)
dudc thiét ké san, ban thuc hién thao tac:

o Chon biéu tugng ':'—XOffice 2007 trén goc trai cua

s6 PowerPoint.

o M6t menu 1&nh hién thi, ban chon Iénh New

U = 12 Sinh 09 cac phuong phap chon loc [Ra

Recent Documents

1 12 5inh_09_cac phuong phap chon loc

2 khucxaas

3 connectivity

=] Camtasia Getting Started Guide
el él Conyert i =

o HOp thoai New Presentation hién thi:

Sew Presentation

Templates = .1_. ; | 5 b O e 0l Eednpt| < fﬂ"t
Blaak wnd resent

Erctatiedl Theme

tnstalied Templates
|

A e mpiale |

- '

Feptured

=l

agengad Comtemporary Phaln Pchib ook
ASpum

Auiliil £FTRLETHL

Cadendars
Congent shdis
Detign hded
Dangramm
= =

o Ban chon Installed Templates dé xem va lua chon cdc mau

cung cap san kém theo PowerPoint.

o Chon New from existing dua mau dudc thiét k& san tir ngudn

bén ngoai.



o Microsoft Office Online: cung cdp cho ban cdc mau Template
dugc thiét ké sdn bdi Microsoft, diéu kién sif dung cdc mau nay la

may ban phai dang két ndi Internet.

o Khi ban lya chon nhdm mau nao, khung k& bén sé& liét ké cho ban
xem tat cd cac mau cé trong nhdm dé. Chon mot mau thi
khung Preview sé& hién thi cho ban xem trudc mau.

o Ung y mau nao, ban nhan chon Create dé chon.

Bay gid, trong PowerPoint ban s& thdy mau ban lua chon dang dudc ap
dung. Ban thay ddi ndi dung la nhanh chéng c6 ngay mdt bai trinh
dién.

Tu thiét k& mot trinh dién

Do6i khi ban mudn tu thiét ké tir dau dén cudi mot bai trinh dién ma
khéng theo bt ky mot mau trinh dién dung san nao, khi dé ban hay

thuc hién:

o Chon biéu tudng % Office 2007 trén géc trai clra

sO PowerPoint.

o MOt menu 1énh hién thi, ban chon 1énh New

Ll:-.g )_" I 12_Sinh_D9_tac phuong phap. chon

Recent Documents

] New

tﬂ' 12 Sinh_09_cac phuong phap chon loc
"

Khucxaas
7 Open

d  fea -

connectivity

o HOp thoai New Presentation hién thi:



Sew Present stion B = jJ ﬂ

Tephaes = AN T fL Ot "% | Blank Presentation

Instatled Templstes Blank and recent

Instatied Themet

Mew from existing
Blank
MEorga Oifee Dnline Fredentatenn

Featuied & t Used Blank Presentation

Agendal

dwvnrd cerificates

Calendari |
Contont shdiy
Cenign slides

Duaegrismi
Conkempaorsey PRolo
e _'J £ A a"..-r -:J

Create Cancel

;‘_|

o Ban chon Blank and recent
o Chon ti€p Blank Presentation

o Chon tiép Create dé dp dung md mdt trang trang va dong hodp

thoai New Presentation

Trén PowerPoint lGc nay chi hién thi cho ban mét Slide trang duy
nhat, ban hay tu thié€t k€ cho minh mo6t bai thuyét trinh an tugng.
PowerPoint 2007 - Ky 2 - Luu/M@& mdt tap tin trinh dién
Khi da thiét k& xong mot bai trinh dién, dé& luu lai bai trinh dién ban
thao tac:

D& Iuu nhanh, ban chon biéu tugng = Save hosc nhén t8 hap
phim Ctrl + S

E; B | %- - Pre
e ] Design Animations 51
A}Sm (Ctrl~ S]
]
[ A

Paste Maw . (B 1 abe & AV Ay

f Slide = i-i--] = i

Ho&c ban cling co thé:



0a)
o Chon biéu tugng I1énh */ Office 2007 trén gdc trai clra

s6 PowerPoint

o MOt menu Iénh hién thi, ban chon I1énh Save.

I ™ B - Presenta

F

L Recent Documents
Ij Hew .
1 12 Sinh_09_cac phuong phap chon loc
"; Open 2 khucxaas
it 3 connectivity
H S 4 Camtasia Getting Started Guide

lﬂ. Save | Save (Ctrl+S] |

o HOp thoai Save As hién thi:

L A il

chon thir muc &
Ea cdn lru

(E4 |

=— . — -‘

o Ban chon & dia va thu muc can luu tap tin PowerPoint trong

6 Save in.
o Dat tén cho tap tin trong 6 File name.

o Chon Save dé Iuu tap tin va thoat hdp thoai Save As.



M@& mot tap tin trinh dién
DE M3 mot tap tin can trinh dién trong moi trudng PowerPoint, ban

thao tac:

o Chon biéu tugng Iénh =/ Office 2007 trén géc trai clra

s6 PowerPoint

o MOt menu I&nh hién thi, ban chon Iénh Open, hodc nhan t& hop

phim Ctrl + O
éi ﬂ ) g - Presentation2

1 “ Recent Documents

lj New )
1 12 Sinh_09_tac phuong phap chon loc

‘} Gpen 2 khucxaas
p— 3 connedtivity
| I S Open (Ciri=0) fa Getting Started Guide

W

o HOp thoai Open hién thi:

_= .ﬂﬂ
ftockin: [ wenests ] @-a x L3-
2 | Ao Rpacter p :
ey chan thar rmuc, & Fa
MyRecert | ysach binh e tieng viet . tinh
Comiacts Bl i e chira tap tintrinh didn
- chon Wp bin
Deiton trinh cidin
chion ko
ety Donurrents
s mimpnilts .:!r?: f-"-ﬂ e S Sl B, BB gl e o el S e s B
‘ﬁ- i - P - o - - * o it —— T
Py etk ‘[
Flaces
Fogans | £
Files of [ypsr [P Prweerroant Present stiors =
Tok |- [ gen -] cowel
e | [e=l] o |




o Ban chon & dia va thu muc cdn md tap tin PowerPoint trong
0 Look in.

o Lua chon tap tin can trinh dién va nhan Open dé mg.

PowerPoint 2007 - Ky 3 - Thay ddéi thu muc lam viéc méc dinh

trong PowerPoint

Thong thudng thi thu muc mac dinh lam viéc cia PowerPoint la C:\My

Document, ban cé thé thay ddi thu muc méc dinh nay bang thu muc do
ban mac dinh:

Cia
o Ban chon biéu tugng ¥ Office 2007 trén goc trai cura

s6 PowerPoint.

E S 'L I Presentation2 - Mic
I Recent Documents
)
) 1 12 Sinh_09 cac phuong phap chon loc =
~u =
> Open 2 khucxaas I
3 connectivity =l
4 Camtasia Getting Started Guide =
H Save
1
p—— SRR - T R Y e =, T -
e N L — e o L PEER
igsy Publish ¥
= =]
Close
] PowerPoint Options I)( Exit inerPnintl
|

o MOt menu Iénh hién thi, ban chon Iénh PowerPoint Options.

o HOp thoai PowerPoint Options hién thi:



Popular
Fraafing
Advanced
Customize
mdddng
Trust Center

Resources

1

bdk.d
=
H Customize how documents are saved.
Save presentations
Sawe files in this formak: ] PawrerPoint Presentation j

W Sawve AutoRecover information every | 10 ﬁ minutes

ID{fauH: file location 1{:-Dm:um ents and Setting s HG UMy Documents) I

Offline editing options for dotument mansgement server files

Save checked-out files to:
¥ The server drafts location on this computer
€ The web senver

lSerger dradts location: [E:\I’.‘Idtume nts and SettingOHG WMy Dooumernts sl Browse... |I o

Preserve figelity when sharing this presentation: F:-J Presentation? |

| [T Embed tonts inthe file [ el
13

[ o ] coneet |

7

o Ban chon nhom muc Save.

o Chon & dia va thu muc cdn mac dinh trong 6 Default file location.

o Thay ddi thdi gian tu ddng luu tép tin trong Save AutoRecover

information every 10 Hminutes (thdi gian dudc tinh t8i thiéu

la 1 phat)

o NEu muoln tap tin cua ban kém theo Font ch{r, ban chon vao tuy
chon Embed fonts the file. (trudng hgp nay nham tranh tap tin
trinh dién clia ban khéng doc dudc ndi dung trén cac may khéng co

Font ch{r gibng Font ch{r cia ban. Tuy nhién su lua chon nay sé lam

dung lugng tap tin ban Ién)

o Nh&n OK dé& &p dung khi lua chon xong.

PowerPoint 2007 - Ky 4 - Cac thao tac v@i Slide

héen thém Slide




Trong PowerPoint, dé chén thém céac Slide ban cé hai cach:
Cach 1:

o Chon nhém Iénh Home trén thanh thé Iénh

ﬂ N -8 F connectivity [Read-Only] [Compatibility Mode] - Microsoft P
] Home I Design Animations Slide Show Review View Ad

',yl

i | = e
A 1n:uﬁ-aﬁv-m1|A||Eiii||ﬂ_J
5 Font ) Paragraph

Lj“

Faste 7
Ciipboard || si

o Chon Iénh \:L_New Slide, mot Slide mdi sé dudc tao ra nam
dudi Slide dang hién hanh.

Cach 2:

o Chon vi tri can chén thém Slide trong khung Slide.

ﬂ nq .u | 5 connectivity [Read-Only] [Compatibility Made] - Microsoftp,., = 5 X

S Hnrs:e| Insert Design  Animations SHd:Shm\r Review  View Add-Ins @

= = Hu' =T
i —_ L i .

:a;j : Slides |B I & 5 | s $|L_i " || prawing {Eamng|
- Ir’f Ax|[A a.||7| |El5iﬁ;'-‘.-- wing i Ediing

Clipboard Font || paragraph 4 I .

FP-M o— ]

4

ra—— 1m'““

Cut
Copy
Paste |
Hew Siide o JE
Duplicate Sliad
Delete Slide
F | Publish Slides

VS R N

[C] & & =

! Stide 2
o Nhan chudt phai Ién Slide can chén thém Slide mdi.

o MOt menu Iénh hién thi, ban chon Iénh New Slide.



MOt Slide mdéi sé dudc tao ngay sau Slide dang hién hanh trong
khung Slide.

Nhan ban (duplicate) cac Slide trong trinh dién

D& nhan ban cac Slide trong trinh dién ban thao tic:

—_—

__81 H ) - = connectihvity [Read-Onlyl [Compatibility Mode] - Micrasoft P, = x
Home | Insert  Design  Animations  Slide Show  Review \View  Add.ns '

= b | @ ==l 58l | el
—] Y | B £ O osks & AV = =

Paste Slides T |1 = Drawing Editing
G| | e | AR AT |2 ||| v g

Font

nhan chuét phai

Cut

Lopy " COMNECTIVITY

Paste o Bumie Gow e

L B e o<

Mew Slide

Duplicate Slide A
Delete Slide

Publish Slides

ful

Check for Updates k

Slide 1 of | = | Layout E

o Ban chon Slide, hoac nhiéu Slide can nhan ban trong
khung Slide.

o Nhan chudt phai Ién Slide can nhan ban.
o MOt menu I&nh hién thi, ban chon Iénh Duplicate Slide.

MOt Slide mdi sé dugc tao nam dudi Slide dang dudc chon trong

khung Slide véi cau truc va n6i dung Slide dang dudc chon.

(N&u mudn chon nhiéu Slide cung luc d& nhan ban, ban nh&n gilf phim

Ctrl va nh&n chudt |1&én tirng Slide trong khung Slide dé chon)
Di chuy@&n va sao chép cac Slide giifa cac trinh dién
Xb6a bo cac Slide

Pé thuc hién xba bo cac Slide, ban thao tac:



o Chon Slide can xo6a trong khung Slide.

ﬂ ll} Ql 5 connectivity [Read-Onlyl [Compatibility Mode] - Microsoftp., - 5 X

|H—:me! Insert Design  Animations  Slide Show  Review "lul"lnmI Add-[rxs (7

j* @ | ‘] [EmriE il_lllfi PRy

ol u-hl”—llaﬁij_j
NEENCEET R
|| Paragraph "-!!

Editing

nhén chuc_u_l phai lén
Slide can xo6a

& | cut
53 | Copy

4 Paste

‘2] | Mew 5lide
Duplicate Slide

l Delete Slide "
Z PublishSlides "%

Check for Updates B

== R FET ¥

o Nhan chuot phai Ién Slide can xoa.
o MOt menu Iénh hién thi, ban chon Iénh Delete Slide.

(ban cb thé& chon nhiéu Slide cung lic dé xda bang thao tac: nhan giit

phim Ctrl va nh&n chudt [én tirng Slide d€ chon).
Sap xép cac Slide
Thuc hién sap x€p lai cac Slide trong khung Slide ban thao tac:

o Trong khung Slide, ban nh&n chon mét Slide can di chuyén.



O‘ﬁﬂ . u |'F  connectivity {Read-Only] [Compatibility Mode] - Microsoft P, = ™ X
i |Hnmt [ et Design _ Animations _ SideShow _ Revew  View _Addng ﬁ:
Sy | s U abs Ir . .__.' :.'_

Il = m"ﬁ A A nJFv] Istflm f* l“’“""|“““° |

;ummuﬁ - Fow ol hwemen =% ||

chon Slide, nh&'l gitk chudt
vad chu:.rén dén vi tri méi

_ Shide2of4 | “connectivity” | Imiﬁi-l! "

Nh&n gilt chudt lén Slide, kéo va di chuyén Slide dén vi tri mdi.

Ban c6 thé chon E8Slide Sorter.cac Slide sé hién thi

cac Slide s& hién thi 8 dang phdng to dé& xem ré ndi dung khi sdp x&p



i ¥ - O 7 connectivity [Read-Only] [Compatibility Mode] - Micresoft .. = 5 x

"2/ [Home | Inset Design Animations  SiideShow  Review View Addins ©

| B g'-@“" lm’;-]_.-ﬂ:!_ = | 2| | A
|'E | ;n'{u*i HE= ar|J | |
i | Clipboard | | Font -"'-,I Plrag_rilph 'T.J' ‘ |

Slide Sorter | “connectivity”™

ngoai ra, d& dé dang quan ly sdp x&p theo dang rut gon tiéu d&. Ban
chon I8p Outline.

(8

bl
i 9 - 13 )5 connectivity [Read-Only] [Compatibility Mode] - Microsoftp,, - B2 X

|_quei Insert  Design  Animations  SlideShow  Review  View Add-ins W

'l:'_alnl -4+ - |lfE=s "|[i—~]”ﬂ 4} a-au'
I 'in.rn-hiﬂ'l[*:ﬁti - ‘ '
uﬁ ﬁrHAal. HCCEET s

! paragraph '_’_3'_! |

Bl m'FLlEﬂ H"Ii

Your Suhtltle Goes

Here B

2J YOUR TOPIC GOES

3 ¥YOUR TOPIC GOES

HERE

= Your Subtopics Go
Here

4 alements i
; Click to add notes l
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Lam an va hién Slide
An Slide:

o Chon Slide can lam &n trong khung Slide.

|Hum=| Insert  Design  Animations  Slide Show  Review View  Adddns @

T-Eas = [ | [=i= =t a8
| B L H**”"H-ﬁ-ﬁ]i B L)

: & alf=)] |||mE ] T

nhan chudt phai Ién nt E Paragraph '

Slide canlam an

Slides

Copy
Paste

HNew Slide
Duplicate Slide
Delete Slide

Format Background...

Hide Slidep,_ PEEE™

o Ban nh&n chudt phai lén Slide can lam &n.

o MOt menu Iénh hién thi, ban chon Iénh Hide Slide.

Slide &n s& khdng trinh chiéu & ché& d6 Slide Show, Slide &n sé& hién

thi kém ky hiéu d&u gach chéo s6 th& tu Lslide trong khung Slide (ky

hiéu khi khéng &n 1a khong cé d&u gach chéo)
Bé ché& dd an Slide:
o Chon Slide dang &n trong khung Slide.

o Nhé&n chudt phai Ién Slide dang chon an.

DZ ﬂ ) - u. $ connectivity [Read-Only] [Compatibility Mode] - Microsoftp.. - O X

mevel Siide — [= =] %




o MOt menu Iénh hién thi, ban chon Iénh Hide Slide. Slide dang
an sé trd lai binh thudng.

S dung Slide Master

Slide master c6 thé hi€u nhu mét slide chud cho trinh dién. Théng
thudng khi tao trinh dién, mudn thay d6i dinh dang dir liéu cla toan bd
cac slide theo mot dinh dang chudn nao dd, ban phai thay déi dinh
dang dir liéu trén tirng slide. Cé cdch nao dé tao moét slide cé dinh
dang chudn roi dp ddt lIen tat ca cac slide cé trong trinh dién ? P4 la
Slide master.

V3i Slide master ban c6 thé thay déi cac dinh dang van ban, dinh dang
bi€u d6, dinh dang bang biéu, dinh dang hinh vé theo céc bé cuc slide
chuén cia PowerPoint. Hon nita ban c6 thé thiét 1ap tiéu dé dau, tiéu
dé cudi, chen sb trang, chén thém hinh anh vao slide. Khi d9, toan bd
dinh dang va bd bd cuc cua cac slide trén trinh dién s& dudc thay ddi

nhu slide master.

o Chon nhdm Iénh View

a

l_l_-:-l-

o Chon tiép 1énh Slide Master, nhém Iénh Slide Master hién thi,

cung cdp cho ban céc thudc tinh dé€ hiéu chinh lai Slide.



‘) -1 s Prasacintion] - MithosoR PowesPoint - = x|
- !v:eHrur Home  lmert  Animations Gedew  View  Addde L
S coice - A :
B a2 8
I P ) Trames Bacigpound - Page Hige
o Pochaidige - Tromen |55 O] et . Setup Orientation -

Narier Loyt it Theme Fage Mt

P R L |

o Ban nh&n chudt chon Slide Master va thuc hién thay déi cac
thudc tinh.

o Title: tao tiéu dé cho Slide.

o Footers: tao tiéu dé dudi cho Slide.

0 .Themses: thay th& mau hiéu 'ng cho Slide.
o MColors: thay d8i mau hiéu ¢’ng cho Slide.
o lAlFonts: thay d8i Font chi¥ cho Slide.

o ©9Effects: ap dung mdt s6 mau hiéu &ng cho Slide.

& “ .
0 Background: ap dung mau néen cho Slide.

o Thuc hién hiéu chinh xong, ban nhan chon @Close Master
View dé thoat khdi Slide Master va ap dung nhirng thay déi cho

cac Slide trong trinh dién.

PowerPoint 2007 - Ky 5 - Tao cac hiéu &‘rng phoi mau va nén



Ap dung hiéu &ng phdi mau dung san
D& &p dung mot hiéu i’ng phdi mau dudc dung san ban thao tac:

o Chon nhdm Iénh Design trén thanh thé Iénh.

D': \ [ R RS Presentation? - Merosaft Powsrdaint Drawing Tool
]
--"j Haemsa Ingert Animationi Slhdle Show Hévidd Vignd Add.Imi Farmat
;‘] i E : 1 i ] il = n Calors =
& . :f‘l Fonts =
Fage Stide —
Cetup Orientation = L".| Effects =
Fage Setup ThEmes

o Ban chon tiép cdc mau dugc phdi san trong cac

g
6 ThemeS O = ENENE L Em

nhan tiép vao biéu tugng Iénh More ~dé xem ti€p cdc mau dung

san khac.

Cac mau dung san nay ap dung cho ca nén, cac d6i tugng chir . . .,

mot mau dugc chon s& dudc dp dung cho tat cd cac Slide dang hién cé.



moét mau hiéu ung phéi mau dung sén
Tao mot hiéu &‘'ng phoi mau
P& tao mdt hiéu ’ng ph&i mau cho riéng ban, ban thuc hién:

o Chon nhdm Iénh Design trén thanh thé Iénh.

(o |
,___,z" Home Insert Cesign | Animations Shde Show Reaew Wiew Add-Ing

——] hj {IA&] Aa EKE_T e | Al = [a]Fonts g

Page  Slide o | u -

Setup Orientation = = [O]Efrects -
Page Setup Themes

o Chon tiép lénh Elces-icolors, mét danh muc hién thi:



n Colors *J

Built-In ES
B EEEEEN office
HO[ENWNeN crayscale
AR NENE Apex

HODNENEEEN Aspec
L wml ol Tt W

Bt L S P L s

EONCOEEEE  Solstic
EOEEEEEE Technic

B EEEEEE Tk

N EENEEE Uban
NN vene

| Create New Theme Colors... |

o Ban chon Iénh Create New Theme Colors.

o HOp thoai Create New Theme Colors hién thi:



Create New Theme Colors 1 21 x|

—Theme calors —Sample
Text/Background - Dark 1 |§| hd Text
TextBackground -Light 1 || | = ; _E'_\
Text/Background -Dark 2 (I = -
Text/Background - Light 2 |_| - .!III.
Accent 1 EI i Hvperlink
Accent 2 @ == e
Accent 3 |§| =
Accent 4 E =
Accent 3 -
Accent & E v
Hyperlink El it
Followed Hyperlink ;-

Mame: ICustom 1

Reset | Save | Cancel |

Ban thay ddi cac thdng sé mau trong I8p Theme colors, ban chon cac

6 mau M ~ (3 tirng théng s8. Mt bang cac 6 mau hién thi:

Theme Colors
Cmy e f il il il

Standard Colors
HE EEEEN
More Colors. ..

o Ban chon mot mau thich hgp cho thong sé.

o Sau khi d& thuc hién xong cac lua chon mau, ban dit tén mau

ban thuc hién ph6i mau trong 6 Name



o Nh&n Save dé luu lai thdng sb véi tén ban vira dat.

o Mudn quay lai cac théng s6 ban dau trudc khi thay d6i, ban nhan

nut 1énh Reset.

Pé dp dung hiéu Ung ban da phdi mau, ban hay Iua chon tén cho

théng s6 trong Themes clia nhdm Iénh Design trén thanh thé Iénh.

o |
—-‘“lr Hame Ingert Design Anmmations Shide Show Fleviaw WView Add-Ins
1 ] B cotans -
B | -
_i L l Aa F =2 ] |1Aa Aﬂ 3 Efunls-
Page Slide [ L [p—— mosmE o
Setup  Orientation = - |'0] Effexts =
Fage Setup Themes

Ap dung mot mau nén
P& thuc hién dp dung mdt mau nén cho Slide, ban thao tac:
o Chon nhédm Iénh Design trén thanh thé Iénh.

Animations Skde Show Review Whew Add.Ing

il [ T ] E Colors = 5

Al . Badoground Styles =
@ | Aa F | (B2 1| [Aa Aa | - [a] Fonts - ] s 1|
Al - W cEEE- MmN - E: Effects » Hide Backgroufid Gra

Themes Backgrowund

L7 e |

o Ban chon ti€p Iénh @Background Styles.

E:T

y

& Format Background...
it




MOt danh sdch cac mau hiéu ('ng nén thiét 1ap sdn hién thi, ban lua
chon mot mau thich hdp cho Slide ban dang thiét ké.
N&u khong mudn sir dung cdc mau cé san, ban chon lIénh Format

Background . . .

o HOp thoai Format Background hién thi:

Format Background 7] %]
Al |
Picture : i
" Gradient fil
€ Picture or texture fil
[T Hide background graphics
Color: Oy - |
Transparency: Ii |I:I‘!-’u 5‘
LYY e 0 r_x,.._pﬂ,, R Yy e U RN TR S _,..__n‘\.__. .
.-._,.-/‘_f T T e "-'-r-'-'—_-.v_/ -~ T I e = e T e
Reset Background | | Close I Apply to Al

o Ban chon I&p Fill.

o Chon tiép Iénh Solid fill.

i - hY n ~ Y ~ 7
o Ban chon Color L'va lua chon mot mau nen de ap dung.

o NE&u muén dd trong sudt cho mau nén, ban thay déi théng s6

trong 6 Transparency.

Transparency: —J— 5% =

Khi ban kéo thanh trugt, gia tri cang cao thi do trong sudt cia nén

cang Ién.



thuc hién xong, ban nh&n Apply to All d€ &p dung va nhan Close dé

déng hop thoai Format Background.

Mudn quay lai mau nén mac dinh ban dau trudc khi thay déi ban

nhan chon Reset Background.
Ap dung hiéu rng Texture cho mau nén

Hiéu U'ng Texture sé tao cho ban mot I6p van nén lam Background,

ban thao tac:
o Chon nhédm Iénh Design trén thanh thé Iénh.

Animations Slide Show Review View Add-Ins

| =
|E IR e [ EEEEE LEE UL = | YEbfacts = Hide Background Gra
Themet 5 Background
o Ban chon ti€p Iénh A Background Styles.

MOt danh sach cac mau hiéu ('ng nén thiét 1ap san hién thi, ban Iua

i

&%) Format Background...
e :

chon mot mau thich hdp cho Slide ban dang thiét ké.
N&u khong mudn sir dung cdc mau cé san, ban chon lIénh Format

Background . . .



o HOp thoai Format Background hién thi:

Format Background ] il s

Fil Fill

Picture | ™ salid fill

" Gradient fil

F Picture or texture ﬁIIEl
[T Hide background graphics

Texture: ﬁ - |

Insert from;
Eile... | Clipboard | Clip Art... |

¥ Tile picture as texture
Tiling options

Offset ¥: IIII pt 5‘ Scale ¥ I‘lDD% 5‘
Offset ! |IJ pt 5‘ Scale ¥: IIDD";-’u 5‘

Alignment: IT::up left - I
Mirror type: INDI‘lE - |
Transparency': Ji |EI %o 5‘

=

Reset Background | | Close I Apply to Al |

o Ban chon I&p Fill.
o Chon tiép Iénh Picture or texture fill.
o Texture: chira cac hiéu ('ng Texture dugc tao san, ban nhan

chudt vao 6 S ge chon céc hiéu *'ng Texture.

o Insert from: lua chon cac hinh anh tir bén ngoai dé€ lam nén.
o File: chi dudng dan dén thu muc chira hinh anh dé lua chon
lam nén.

o Clipboard: I8y hinh anh ban dang thuc hién Iénh Copy tu

U'ng dung khac dé lam nén.



o Clip Art: lua chon cac Clip Art d&€ lam nén, céc Clip Art

dugc cung cdp san dé ban lua chon.

o Tile picture as texture: nén nhé van nén clia mau Texture ban

dang chon khi 6 nay dugc danh dau tuy chon.
o Tiling options: gom cac lua chon:
o Offset X: dich chuyén Texture vé hai phia clta Slide, gia tri
am vé phia trai va gia tri dudng vé phia phai.
o Offset Y: néu gia tri |la Aam thi Texture dich chuyén xudng
dudi Slide va ngugc lai.
o Scale X: nén Texture theo chiéu ngang cua Slide.

o Scale Y: nén Texture theo chiéu di’ng cua Slide.

o Transparency: lua chon gia tri trong su6t cho Texture ban dang

lua chon.

o O tay chon Hide background graphics khi dugc danh dadu chon

s& an hinh nén ban dang &p dung lam nén cho Slide.

o Lua chon xong cac gié tri, ban nhdn Apply to All dé€ ap dung va

nhén Close dé ddng hdp thoai Format Background.

Mudn quay lai mau nén mac dinh ban dau trudc khi thay déi ban

nhan chon Reset Background.
Ap dung hiéu rng hinh anh cho nén
P& dua hinh anh lam nén cho Slide, ban thao tac:

o Chon nhédm Iénh Design trén thanh thé Iénh.



Animalions Slide Show Review Views Add-Ing
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1 > ] E Celors =

Nl = 1 B d Styles =
& | Aa A | a1 iAa Aa - [A] Fonts = B Srmunt ivtes]
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Themet Background

o Ban chon ti€p Iénh A Background Styles.

‘ ‘_lElA
E_lw

MOt danh sdch cac mau hiéu ('ng nén thiét 1ap sdn hién thi, ban lua

i

&%) Format Background...

chon mot mau thich hdp cho Slide ban dang thiét ké.
N&u khong mudn sir dung cdc mau cé san, ban chon lIénh Format

Background . . .

o HOp thoai Format Background hién thi:



Format Background el Pt

Fill Fill
Picture | 1™ Salid il
" Gradient fil
¥ Picture or texture fill
[ Hide background graphics
Texture: g = |
Insert fram:
Eile... Clipbosrd | Clip Art... |
¥ Tile picture as texture
Tiling options
Dffset X m Scale ¥ Im
Offset ¥: m Scale ¥ Im
Alignment; |T|:||:| left vl
Mirror type: INDI‘lE vl
Transparency: 'Ji IEI‘:-’u 5‘
r
Reset Background | | Close I Apply to Al |

o Ban chon I&p Fill.

o Chon tiép Iénh Picture or texture fill.

Pé dua hinh anh lam nén, ban chon nut 1énh File

thoai Insert Picture hién thi, ban Iua chon hinh anh dé€ lam nén va

nhén Insert dé€ thuc hién chén.

o Tiling options: gom cac Iua chon:

o Offset X: dich chuyén hinh anh vé hai phia cua Slide, gia

tri am vé phia trai va gia tri dudng vé phia phai.

o Offset Y: néu gid tri la Am thi hinh anh dich chuyén xuéng

dudi Slide va ngugc lai.

o Scale X: nén hinh anh theo chiéu ngang cua Slide.




o Scale Y: nén hinh anh theo chiéu dirfng cua Slide.

o Transparency: lua chon gia tri trong suét cho hinh anh ban

dang lua chon.
o O tay chon Hide background graphics khi dugc danh dadu chon
s& an hinh nén ban dang dp dung lam nén cho Slide.
o Lua chon xong cac gié tri, ban nhdn Apply to All dé€ ap dung va
nhén Close dé ddng hdp thoai Format Background.
Mudn quay lai mau nén mac dinh ban dau trudc khi thay déi ban
nhan chon Reset Background.

PowerPoint 2007 - Ky 6 - Thém van ban vao Slide va dinh dang

van ban

Thém van ban vao Slide

Viéc dua van ban vao Slide thudng cé hai trudng hgp ban thudng gap:
Truang hop 1: Cac placeholder co san trén cac slide.
Nhu trong hinh minh hoa thi khi vira tao mot Slide mdi ban sé cé 2 loai

placeholder dugc tao theo la title placeholder va text placeholder



(Titte placeholde)— =G lick to add title

(Text placeholder )

o Nhé&p chudt vao mot placeholder trén Slide, dong chir hudng dan

sé bién mat.

o Ban thuc hién viéc nhap n6i dung mdi vao.

nhép chudt
Vao
placeholder
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o Sau khi nhap xong nd6i dung, ban nhan chudt I1én Slide nhung

bén ngoai khu vuc hép van ban.

Truang hop 2: Vé thém cac hdp van ban ( text box) vao Slide.

e i




o Chon nhédm Iénh Insert trén thanh thé Iénh.

]

Home Design Animations Shide Show Review View Add-Ins
=— | ElE m | i i A a1, . c
_J | | - !_ s IF £ | - ] -

Table Pictwre Clip Photo Shapes SmartArt Chart s Texd Header Wordast D
v Art  Album = r Boxpd & Footer &
7 Ly

Tables Miustrations Limb Text

x 1a_L |AZ]
o Ban chon tiép lenh JText Box.

o Luc nay, con tro chudt sé hién thi thanh biéu tugng L,

o Ban nhan giir chudt Ién Slide tai mot vi tri va kéo dé€ vé mot

khung.

o V& xong, ban tha chudt ra s& tao mot hdp text box dé€ ban nhép

noi dung.

o Ban nhap ndi dung vao trong hdp text box, nhap xong ban nhan

chubt bén ngoai hop thoai trén Slide.
S dung hop thoai Font dinh dang van ban

Pé dinh dang Font, ban cd hai cach dé thuc hién:
1. Thuc hién dinh dang trén thanh thé Iénh:

o Chon nhém Iénh Home trén thanh thé Iénh.



"'.-I- .
o Insert DeEsign Animations Shde Show Review View Add-Ins
i

gy = A .
9 * ] = Calibri [Body) =18 =LA N 5"":; e = :g_ lh;
— I3 ey ot 1
Paste Hew B I she B AV -l A - . = 15
; New, i N-aA [ EEEEE] 5
Clipboard ™= Slides Font . Paragraph

Lac nay trén nhém 1énh Home céac biéu tugng 1énh d€ dinh dang. Phéan
nay chung téi chi gidi thiéu sc lugc d€ ban tham khao vi chang tdi tin
rang trudc khi sir dung PowerPoint ban da thanh

thao Word, PowerPoint va Word hoan toan tugng dong nhau.

Trudc khi thuc hién dinh dang, ban nén quét khGi doan can dinh

:T.Nhé ndidung - T
dang oL

I- ~ 14 n n n
Ova lua chon cac thong so Iénh sau:

o Ban lua chon kiéu Font trong 6 “@MEed  “Font.

-

o Lua chon kich c¢@ Font trong 6 Font Size 1°

B Bold: kiéu chit ddm

o

Z Italic: ki€u ch{ nghién

o

o Y Underline: ki€u chil c6 nét gach dudi.
o #=Strikethrough: kiéu ch{f cé nét gach ngang gitra.
o 8§ Text Shadow: hiéu rng bdong dé cho chir.

o %" Character Spacing: lua chon dinh dang khoang cach giira
cac ky tu trong khéi ban chon. Khi nh&n chon sé& hién thi mét

danh muc théng s6 Iénh giup ban Iua chon.
o & "Font Color: Iya chon mau sic cho ch.

o Alncrease Font Size: khi ban nhan chon, kich c& chir sé tdng

mot [an 4 don vi.



A Decrease Font Size: khi nhan chon, kich ¢& chir s& giam mét
lan 4 daon vi.

o

“/Clear All Formatting: khi nhan chon, sé& loai bd nhitng théng

o

sO0 ma ban da ap dung cho cac ky tu chi, dua cac ky tu trg vé

dinh dang mac dinh ban dau.

o

Align Text Left: canh déu nd0i dung chi vé phia trai.

o = Center: canh déu gilra ndi dung chi.

Align Text Right: canh déu ndi dung ch{r vé phia phai.

Justify: canh déu ndi dung ch{ vé hai bén.

2. Su dung hop thoai Font:

D& ma hdp thoai Font, ban thao tac:

o Chon nhédm Iénh Home trén thanh thé Iénh.

= )
-"'f Insert Design Animations Slhide Show Review View )

] | ~ Calibri (Heading: = 44 = | & A"|[25] |3
|

ii
(1l
1|
{
L1}

e szj B Z U e 8 2 p-A- | E®=EE-

Shide -

Clipboard '= Slides Font Ei Faragraph

o Chon biéu tugng Iénh =Font.

o HOp thoai Font hién thi:



Font 2 x|

Font | Character Spacing |

Latin text font: Font style: Size:
I"."NI-EDEIDI'I ;I |Regu|ar j |4—1 ﬁ
Al text
Font color ;ra - | Underline SWIEM Underline color ﬁ - |
Effects
[T strikethrough I Small Caps
[T Double Strikethrough "/ all Caps
[T Superscript Offeet: [0% =1 [ Egualize Character Height
[T Subscript
This is a TrueType font. This font will be used on bath printer and screen.

oK | Cancel

o Latin text font: lua chon Font chir.

o Font style: chon kiéu chil (Regular: ki€u chit mac dinh, Italic:
ki€u chir nghiéng, Bold: ki€u chi{tr ddm, Bold Italic: ki€u ch{f
dam nghiéng).

o Size: thay d6i ¢ chir.
o Font color: chon mau cho chi.

o Underline style: chon ki€u nét gach dudi (néu gia tri none: sé&

khong c6 nét gach dugi).
o Underline color: chon mau cho nét gach dudi
o Effects: mo6t s6 hiéu U'ng ap dung cho chir:
o Strikethrough: kiéu chir c6 nét gach ngang giira.
o Double Strikethrough: ki€u chi{r cé nét ddi gach ngang
gilra.

o Superscript: tao chi sé trén (vi du: x2)



o Subscript: tao chi s6 dudi (vi du: H20)

o Small Caps: ch{ in hoa dang nho, phan biét dudc vdi chit
in hoa dau dong.

o All Caps: in hoa toan b6 ndi dung chir.

o Equalize Character Height: tat ca cac chir déu cé chiéu

cao bang nhau.
Lua chon xong, nhdn OK dé &p dung va dong hdp thoai Font.
Thay thé& Font chif trong bai trinh dién

N&u ban ¢ mot trinh dién cha hang trdm Slide, thi viéc thay thé mét
dang tU Font ch{r nay dang Font chir khac la hoan toan khd khan néu
ban tim thay thé€ theo cach thu cong. PowerPoint cung cap cho ban

mot tién ich tim va thay thé Font rat nhanh choéng:

o Chon nhédm Iénh Home trén thanh thé Iénh.

a7
brden Bmga Afmalatri hdg Thiow E twirw Wi Adaind Farma L3
", & " e T (S 1 - R
& % Calibin esding: = 4 APl == ) B : } | i - “
Pyl Mew B I e B A r = Tape Amenge Quick [ Pestaie )
e | e u - dacl A SRR W] g, Sese g Quar =S
- Font ol I:‘ Bepisie Fyenn

o Ban chon Iénh % Replace.
o MOt menu |Iénh hién thi, ban chon Iénh %a Replace Fonts . . .

o HOp thoai Replace Font hién thi:

Replace Font ] ed bt
| #rial _ﬂ
with: Edsg |

| ¥hI-taria |




o Replace: Iua chon font cdn thay thé&, chi hién thi nhitng font ban

dang st dung trong trinh dién.

o With: lua chon font dé thay thé&, hién thi cho ban t&t ca cac font

cO cai dat trong may.
o Thuc hién lua chon xong, ban nhdn Replace dé thay thé.
o Nh&n Close dé dong hdp thoai Replace Font.
Thay doi hinh dang cua chif

1. Tao WordArt:
Thuc hién thém cac WordArt vao Slide, ban thao tac:

o Chon nhédm Iénh Insert trén thanh thé Iénh.

o7
- Home Dasign Animations Slide Show Rwiew View Add-Ins
—— | 1 - L Ty
| ) 1 5
Rl BV = I All 13 |4

Talle Picture Clip Photo Shapes Smartart Chart t Text  Header pAordArd
o At Album* b Box & Footer ¥

L= ]
i

&m

Tables e strations Links 1

o Tiép theo, ban chon Iénh “ﬂ WordArt. Khi ban nhan chon, mot

danh sach cac mau WordArt hién thj:

[ b

Ban Iva chon mét mau thich hgp.



o Lap tuc, trén Slide sé xuat hién mot text box chira
mau WordArt ban d& chon.

2

Your Text Heres

Ban thuc hién viéc nhap liéu binh thudng nhu viéc nhap ndi dung van

ban trong text box ké ca viéc dinh dang font ch.

2. Hiéu chinh WordArt:

WordArt sau khi da tao, néu khéng vira y ban cé thé thuc hién hiéu
chinh vdi thao tac:

o Chon WordArt can thuc hién hiéu chinh.

o LUc nay, trén thanh thé Iénh sé xuat hién nhom Iénh Format.

Ban hay chon nhdm Iénh Format.

me Emgent Dresign Animations Slide Show Review View add-ng Faormat I\l
1 e -'d-_'.h,_ypt Fill = 'Y ..-l = ':._iJE!u'!.j'j‘;‘SIrjnf )
Py i Abc Abe fnc | = & Shape Outhine = & - 43, Send to Back -

o - Cruick

L Y= - : * =f Shape EMects = Styles - X 2y Selection Pane

2t Shape shape Styles dart Stylag T Arrange

Moi su thuc hién hiéu chinh WordArt déu thuc hién trong
nhém WordArt Styles.

&
o &Quick Styles: Iva chon thay d6i nhanh cdc mau hiéu ng
WordArt.



o & "Fill text: thay d&i mau cho WordArt.

o & Text outline: Iya chon mau nét vién cho WordArt.

0 "Text Effects: cac hiéu ('ng khac dac biét ap dung cho
WordArt.

Ngoai ra, ban cling c6 thé thuc hién mdt sd thdng sb hiéu chinh
WordArt trén hop thoai Format Text Effects bang cach nhan chon

vao biéu tudgng " Format Text Effects trong nhém cac 1énh WordArt

Styles.
%x -
47 -
Quick i
Styles =

\Wordart styles[5|
Format Text Effects ) 2] x

Text Fil Shadow
Text Qutine Presets: _l -
Outline Style "
Color: 2
Shadow
Transparency: —— |— |5CI'-f= E"
30 Format - P 4
3D Rotation Size: E— J_ |1':":'E='rll Eﬂ
Text Box Blur: Ji |2.Dl pt 5‘
Angle: pomt J—‘ |11?'= 5‘
Distance: J_‘ |1.S pt E‘

Pé tao bong d6 cho WordArt, ban chon 18p Shadow. Cac théng sd
hiéu chinh bong d6 cho WordArt hién thi:

o Presets: lua chon cac ki€éu bédng d6 cho WordArt.
o Color: lua chon mau séc cho bdng dé.

o Transparency: tdng giam gia tri trong sudt cho bdong dé.



o Size: tdng giam kich thudc béng dé.

o Blur: tdng giam dd nhoé bdng dé.

o Angle: thay ddi géc hién thi bdng d6 so véi WordArt.

o Distance: thay dbi khoang cach bong dé so v3i WordArt.

o Thuc hién xong céc gia tri hiéu chinh, nhdn Close dé€ ap dung va

déng hop thoai Format Text Effects.

o0
g’
-
<]

Néu ban mudn tao cac hiéu (ng ndéi 3 chiéu, trong hdp thoai Format

Text Effects ban chon I6p 3-D Format.

Format Text Effects ed Pt
Fextrd 3-D Format
Text Outline Bevel
Outline Style Width: 2pt =
ty Top: " - =
chadow — Height: I4.4 pt 5
: % Width: ||:| nt 5‘
30 Format ik - ’
3.0 Rotatian o | Height: IEI pt E
Text Box Depth
Color: Q - Depth: ID pt E‘
Contour
Color; Ty - Size: 2pt -
Surface
Material: y - | Lighting: -— " |
Angle: 0e =
Reset |
Close




o Bevel: luva chon hiéu &'ng ndi. Ban chon trong hai
0 Top va Bottom, ngoai cac thong sb lua chon dudc thiét lap
san, ban cé thé hiéu chinh théng sd néi theo y mudn qua cac
6 Width va Height.

o Depth: hiéu chinh thdong s6 chiéu sau cua WordArt.
o Color: thay d6i mau.
o Depth: thay déi gia tri.
o Contour: tao cac vién dong tam cho WordArt.
o Color: mau sac vién dong tam.
o Size: kich thudc vién dong tam.
o Surface: tao I6p mat na bé mat cho WordArt.
o Material: Iva chon chat liéu bé mat cho WordArt.
o Lighting: luva chon d6 sang cho vat liéu bé mat WordArt.
o Angle: lua chon géc chiéu sang vat liéu WordArt.
o Reset: quay lai cac théng s6 mac dinh ban dau cua WordArt.

Lua chon xong cac thdng s8, ban nhdn Close dé dong hop

thoai Format Text Effects.

e

| HOGia

Khi can xoay goc cac hiéu ing 3 chiéu cho WordArt, ban chon I6p 3-
D Rotation.



Format Text Effects d P
Text Fil 3-D Rotation
Text Qutline
Presats: »
Outline Style B —t
Shadow Rotation
30 Format Lt I':"' 5‘ ﬂ}'- HJP
“3DRotation| | Fee= & 4
T =
ext Box 2 0 2| @
Perspective: |45=' E" & &
Text
Cbject pasition
Distance from ground: IIZI pt :‘;:]

o Presets: Iuva chon cdc mau hiéu ing 3 chiéu xoay.

o Rotation: thay déi gia tri cac truc

quay X, Y, Z, Perspective (gia tri truc nghiéng phang). Ban

nhan chudt vao cac biéu tuong Iénh ¢'| ‘Jﬂbl, “‘%l ‘%l, 2| &l
. ®| #Bl4& thyc hién thay ddi gia tri.

o Keep text flat: néu 6 tuy chon nay dudc chon, WordArt sé
khong ap dung hiéu Ung xoay 3 chiéu ma tré vé
ki€u WordArt phdng thdng thudng.

1
EI

]
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Viéc tao WordArt trong moi trudng PowerPoint 2007 hoan toan
khac v38i PowerPoint 2003, c6 thé ban hadi ngd ngang khi bat dau lam
quen. Nhung khi ban da ndm vitng thao tac thi s& trd nén dé dang va
con tao dugc thém nhiéu ki€u hiéu 'ng WordArt sang tao khac theo y

riéng cua ban tét han so vdiPowerPoint 2003.
Thiét 1ap khoang cach dong ( Paragraph )

Pé thuc hién thiét 1ap khoang cach gilra cdc dong trong ndi dung text
box, ban thao tac:

Ban c6 hai cach dé thuc hién:
1. S& dung cac lénh trén thanh the lénh:

o Chon nhédm Iénh Home trén thanh thé Iénh.

=
- [msert Design Animations Shide Show Review View Add-Ins
= Y =E] o= | (7 | e T =
3 & | Calibri ([Heading: =44 ~ (A" a 5"‘, s W i: b = = E ““'
J = .
-2 iy o
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P'a_:-ie Hew B J Udes § M- A- EEFTE E-

Slide -

Faragraph

o Ban chon tiép bidu tugng Iénh [*2” Line Spacing

b=
[4=

vl 110
1.3
2.0
25
3.0

Line Spacing Cptions..
P

MOt danh muc céc théng s6 khodng céch dong thiét 13p sén hién thi,

ban hay lua chon thong sé thich hop (théng sé dong mac dinh la 1.0)



Néu ban khéng muén lua chon céc théng sé dugc thiét 14p sén, ban

chon /énh Line Spacing Options . . . . dé md hép thoai Paragraph

2. Su dung hop thoai Paragraph

Ban ciling cé thé ma hdp thoai Paragraph bdng cach chon biéu tugng

Iénh =Paragraph trong nhém Iénh Home.

H=9-0 = Fresentationl - Microsoft PowerPaoint Drawing Toaks
insert Design  Animations  SiideShow  Review  View  Adddns Format

4 - 1 e — o — 5 & ¥

4 ] *TI Calibri Heading: = 4 =~ | A" A7 (2] li= = j==||E E& :E‘ ”il- L | --l |

“d R B

7 New " B J U e § M- A-|A- EEFJAERRB- = Shapes Amange ]

Slide ~ * oo . - '

g = Sheey Fant ] Paragraph m Dravaing

HOp thoai Paragraph hién thi:

Indents and Spacing |

— General

~ Indentation

Before text: |0 = specal: |[nu:|ne} v| By | E‘
— Spacdng

Before: IU pt E‘ Line Spacing: |Single vl At I E‘
After: IEI pt 5‘

Tabs... | K. I Cancel |

o Alignment: thuc hién viéc canh déu doan van ban trong text
box. Khi nhdn chon, mét danh muc hién thi cung cdp cho ban céc

[énh:

o Left: canh déu vé phia trai text box



o Centered: canh cac doan van ban vé gilra text box
o Right: canh déu vé phia phai
o Justified: canh déu hai bén.

o Spacing: thiét I1ap khoang cach giira cac dong.

o Before: khoang cach phia trén cia doan van nay so vdi
khoang cach phia dudi cua doan van kia.
o After: khoang cach phia dudi cua doan van nay so vdi
khoang cach phia trén cua doan van kia.
o Line Spacing: khoang cach gilra cac dong trong doan van ban.
Khi ban nh&n chon, mot danh sédch céc thdng sb thiét 1ap sén

hién thi d& ban Iua chon.

Thuc hién chon xong céc gia tri, ban nhdn OK dé &p dung.

BONUS MOT SO UNG DUNG VA THU
THUAT POWERPOINT 2010

Tao Album anh trong Powerpoint 2007

Mot cach don gian dé€ chia sé anh la sit dung Powerpoint. Néu ban
tao moét album anh trén Powerpoint 2007, ban cé thé thém anh &
bat ki noi nao. Ban ciing cé thé thém chu thich vao bat ki birc anh
nao ciing nhu sifr dung mot so tinh nang nhu layout, frame... trong

alboum ma ban vira tao.



Ban mudn tao mot album anh trong Powerpoint 2007? Hay thuc hién theo
nhirng budc sau rbi chinh stra sau do:

- M& 'ng dung Powerpoint
- Chon thé Insert

- Kich vao mii tén dudi thé Photo Album, chon New Photo Album.
Hodc ban ¢ thé: Kich vao thé Photo Album

(D) e 2 = [ )= Presentationl - Mic
ittty
—F'/I Homa Insert Design Animations Slide Show Reviaw Wiew
(| = | Elg B [0 i . | N L
T e B END 2ol @ LA B
able Ficture Clip hapes SmartArt Chart Hyperlink Action Text Hieady
I = Art - Box & Fool
Tabiles ~HiGstrations Lirks

- HOp thoai Photo Album sé& dudc hién thi, chon File/Disc.



P hoto Album

Album Conkent:
Insert pickure From:

Inserk baxk:
Mew Texk Box

Fickure Options:

Captions be

ALL picturas black

Picturas in album;

Praview)

Mo preview is available For this
selection

Albumn Lawvout

Ficture layout;

. 7 [
Frame:shaps, |

Thieme;

Rictanale

L

\

Create

Cancel

- Chon blc anh ma ban mudn tao trong album. Nhitng birc &nh nay cé
thé chon tir 8 dia c’ng cla ban. Ban c6 thé chon nhiéu anh cho mét

album trong ctuing mot luc.
- Ban c6 thé xem trudc tirng birc anh khi kich vao tirng blrc. Vi tri cla
ting brc cling cé thé thay déi bédng cach chon anh va kich vao Move

Up va Move Down.
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- Mau khung cé thé chon tr menu Frame Shape.



Edit Photo Album

Alburn Contant

Insert pickure from: Pictures in album: Presview:
File/Disk. .. |1 MCo0D445515{1]
2 MPO00384715[1]
Inisert bexk: 3 MPS0033051 I[H
My Tk Bowx 's MPoOOaEEZa11[1]
i6 MPOOD3E4711[1]

Plekure Opkions: |
[ ]captions below ALL pictures
[JALL pictures black and white |

| |
a8
Alburm Layouk

Bickure layout: Elc_tura v |

Fraime shape:<_[EompoundFrame Black (V>
Therne: | | | Browse. .. l

Changes you have made ba photo album shdes outside of the Format Photo Album dialog box, such as
slide background and animations, may be lost when you dick Update. You can recover those changes by

clicking Undo on the Edit manu,
Cpgae D

————

- Kich Create
Cach thém Caption vao Album anh:

- Chon bat ki slice nao va thém nhan dé bang cach gé chif vao 6 & trén

cuing cua buc anh. G6 nhan dé ma ban mudn.
- Thém mot phu dé n€u ban mudén bang cach kich vao Add Notes.
Cach chinh stra Album anh

N€u ban mudn chinh stra lai album &nh sau khi vira tao, hay theo nhirng
budc sau:

- Chon thé Insert
- Chon m{i tén dugi thé Photo Album dudi thé Insert

- Chon Edit Photo Album
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Table || Picture Ciip [ enoto .iShapes SmartArt Chart || Hyperlink Actlon || Text
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Tables || @ Mew Photo Alhum Liriks
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Slides L&_‘.‘;‘.ES‘E\ | E2)<Eoit Photo Album..>

- HOp thoai chinh sra &nh sé& xuét hién. Dudi Piture Options, kiém

tra Captrions

- Chon Update

Edit Photo Album

Album Carkant
Insert pickure Franm; Pictures in album: Preview:

Inserk text:
Mew Texk Box

Fickure Cpkions:
Captions below SLL pickure

albumn Lavout —

Plekure layvauk: |1 pickure

Frame shape: ! Rectangle

Theme: |

Changes you have mada to phaoka alburn shdes outside of the Format Photo Album dialog box, such as
slide background and animations, may be lost when you dick Update. You can recover those changes by
clicking Undo on the Edik menu.,

T T,
{]ﬂﬂ) [ Cancel ]

- Chinh stira tén file
Thém Theme cho album anh

- Chon thé Design



- TU Theme group, chon moét theme ma ban mudn.
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Nhu vay la ban da tao mot Album anh trén PowerPoint 2007 thanh cong.

Luu ca font chif sif dung trong PowerPoint

Chao cac thay co,

Hién em nhan thay mot s6 bai gido an dién t khi trinh dién & 18p thi
lai khdng hién thi dugc do thiu font chi. Thudng thi may tinh céac 13p
c6 cai sdn mdt s6 font, nhung doi khi van c6 mét sé font la. Vi vay, khi
chuén bi  nha, néu may thay cd doc dudc binh thudng thi hay lam thé&
nay dé kém ludn ca font chit vao file PowerPoint (PowerPoint sé tu Iuu
vao trong tap tin ppt hoac pptx, thay co6 chi viéc chép nhu binh thudng
thoi):



- Trong hop thoai Save (chon File -> Save As néu hop thoai nay khong

hién), chon Tools -> Save Options...

Save in: |@ My Documents v| S - A CEP
7 My Recent e':3.-'-\xialis Librarian
Documents | Py cybertink
@ Desktop ?’jdEninsh For Fun
~ | |Cpisney Interactive Studios
=] E‘V & ) Downloads
Ces SRS (o) Electronic Arts
d I::mpuher =) Empire Earth IT
|C5)Empire Earth I
.‘a My Metwork My G
Places o el
My Music
2% bt Bt
LEN 3
B 3 Uprising
Erir Hio 2008
Map Metwork Drive..,
Properties
Save Options... J
Sencial Options iPresentaﬁonl.ppb( v!
Web Opti |
SEEPHENS |PowerPoint Presentation {*.pptx) vl
LCompress Pictures..,
THPT-TRWWONG B|NH
Tools |~ Savitruongdinhedi.vn

Office 2003:
- Danh dau vao muc <strong>Embed TrueType fonts va nhan OK.
Office 2007:
Chon muc Embed fonts in the file. Trong 2 dau Radio con lai, thay
c6 nén chon Embed all characters. Tuy dung lugng cao han nhung

sé chinh sira dugc.

Thém hiéu &rng chuyén ti€p trong trinh chiéu PowerPoint



Ban mong mudn tao nén su mdi meé cho cac Slide trinh chi€u trong
PowerPoint ? Ban c6 thé l[am dudc viéc nay bang cach thém céac hiéu
i'ng chuyén tiép gilta cac Slide trong bai thuyét trinh clia minh. Su
chuyén tiép chéc chdn khdng phai la mdt cach thlirc mdi, nhung trong
Office 2010 c6 bd sung thém mot s hiéu ’ng chuyén ti€p thd vi mdi

va nhiéu tay chon ma ban nén thar qua.

Dé& thém hiéu (ng chuyén tiép, dau tién ban chon cac Slide ma ban
muén ap dung cho qua trinh chuyén tiép & phia bén trai. Sau d6 nhan

vao thé Transitions

|E|| H9-0|= Springfield Ballers.pptx - Microsoft PowerPoint =
Home Insert Design Transitions Animations Slide Show Review View
== % = 5| T bl [ 1 S
= . = b A
ER B | B I U 8§ abe &Y = —
Paste Mew ... ’ o on i Drawing Editing
- F | sider BT | AT Aar | X K| B = =
Clipboard | Slides | Font
-] = x

INGFIELD BALLERS

Dear Season Ticket Holder:

Thank you for your purchase of a
Springfield Ballers season ticket plan.
We look forward to another successful
year of fun and family entertainment.

Thanks,

Khi thé nay md ra, ban chon nit miii tén x6 xudng th hai dé truy cap

vao thu vién chfa céac hiéu ng chuyén tiép
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None Cut Fade ‘Push Wipe Split

Transition to This Slide I}

Chon mét hiéu ng chuyén tiép ma ban mudn ap dung cho Slide cua
ban. Cac hiéu (ng chuyén tiép dudc chia thanh ba loai: Subtle,
Exciting va Dynamic Content. Ban cé thé di chuyén chudt qua mdi muc

trong thu vién dé€ xem trudc hiéu ’ng chuyén tiép vdi Live Preview.
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Pan Ferris Wheel Conveyor Rotate Window Crbit Fly Through

Ban cd thé diéu chinh qua trinh chuyén tiép bang cach sur dung tuy
chon Effect. Cac tuy chon xuat hién sé khac nhau tuy thudc vao hiéu

('ng chuyén tiép ma ban da chon.



nsert Design Transitions Animations Slide Show Review View
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Ripple Honeycomb Glitter Vortex

&y Sound: [No Sound] -

D Duration: 0139 2

4] | 4

Effect -
Options =| 5»4:” Apply To All

Transition ta This Slide

| ling

Center

From El}ttom-Left
From Bottom-Right
From Top-Right

From Top-Left

Ban ciling cé thé thém cac tuy chinh bé sung trong nhém Timing hodc
c6 thé thém am thanh béng cach chon mot trong cac tay chon trong

danh sach am thanh x6 xuéng



@ dl, Sound: [Mo Sound] |z| Advance Slide

@ Duratiof [No Sound] alb Click
Effect = | [Stop Previous Sound)] I -
Options = | 33 Apply Tq 0000 3
[ Applause % |
{ Arrow I*
s Bomb

Breeze
Camera |
Cash Register
Chime

Click

Coin

Drum Roll
Explosion
Hammer

.[]f il Laser
Push

ph‘i H. Suction

e szH I Typewriter
- Vaoltage

ment. Whoosh

Wind

Other Sound... bl
Loop Until Mext Sound

Va cling cd thé thay ddi thdi gian chuyén tiép tai khung Duration

m E.EL Sound: Applause - | Advance Slide
2 Duration: 01.50 |:| On Mouse Click
Effect T
Options ~ | 334 Apply To Al After 00:02.00 *
Timing

Hodc lua chon hién thij Slide khi nh&n chudt hay tu ddng hién thi sau
mot thagi gian nhat dinh.



‘E.EL Sound: Applause | Advance Slide
2 Duration: 0110 * | [0 onMouse Click
i3l Apply To All After: 00:02.00 2

Timing

After

Move to the next slide after a
certain number of seconds.

N&u ban mudn ap dung qua trinh chuyén tiép cho tat ca Slide cua ban,
chon Apply To All.

T 21| gﬂSnund: Applause * | Advance Slide
m - B ;

& Duration: 01.50 & |:| On Mouse Click
Gallery _| FEffed = - o =
Options ~ | 350l Apply To Al After; 00:02.00

-

4

4

Timing

Apply To All

Set the transition between all
slides in the presentation to be like
the transition you have set up for
the current slide.

Bay gid d& xem trudc hiéu (ng chuyén ti€p, ban chi cdn nh&n vao nut

Preview trén thé Transitions
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Previe Transition to This Slide
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Dear Seas »n Ti

Thank you for you

Bién con tro chuot thanh den laser trong PowerPoint 2010

Théng thudng, ngudi thuyét trinh s& dung mdt chiéc dén laser dé chiéu
vao nhirng vi tri can thiét trén bang thuyét trinh. Tuy nhién, néu dang
xai Powerpoint 2010, ban cling s& dé dang bién con trd chudt thanh
mot chiéc dén laser bdng cdng cu san cé. D& bt dau bai thuyét trinh
v@i Powerpoint 2010, ban nhan phim F5 hoac hoac nhan chubt vao nat

From Beginning trén ribbon.
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Hame Insert Design Transitions Animations | Slide Show | Review View
" ;" g @- & - - D [#] Play Marrati
= . [¥] Use Timings

Frum From Broadcast Custom Set Up Hide Rehearse Record Slide
\Beginning Current Slide  Slide Show Slide Show | Slide Show Slide  Timings  Show~ [¥] show Medi

Start Slide Show Set Up

Slide Show From Beginning (F5)

Start the slide show from the first
slide.

TU giao dién cua phan trinh chi€u, ban nhan gilf phim <Ctrl> sau dé

nhan chudt trai d& bién con trd chudt thanh dén laser.

2010 Season

o= Continue a winning tradition
@ Provide a fun family experience

& Value for your entertainment dollar

Theo méc dinh, dén laser s& c6 mau do, tuy nhién, ban cd thé lua chon
mot mau khac bang cach chon thé Slide Show trén ribbon sau dé bam

chudt vao nat Set Up Slide Show.

| H9-0= Springfield Ballers.pptx -

Home Insert Design Transitions Animations | Slide Show | Review

® & B B lr & o B
= = Use T
From From Eroadcast Custom Set Up Hide Rehearse Record Slide

Beginning Current 5lide  Slide Show 5lide Show v | 5lide Show| Slide Timings Show - . Sho
Start Slide Show Set Up




MOt clra sd co tén la Set Up Show hién ra, tai ddy ban hay lua chon
mau sdac cho dén laser trong muc Laser pointer color. Sau ctiing, nhan

OK dé xac nhan.

' "y
Set Up Show |2 [
Show type Show slides
@) Presented by a speaker {full screen) @ All
1 Browsed by an individual (window) 7 From: 2 To: =
(7 Browsed at a kiosk (full screen) (T i T
Show options Advance slides
[ Loop continuously until 'Esc’ () Manually
'L_I Show without parration @) Using timings, if present
[ Show without animation Multiple monitors
P e I - |
Laser pointer color: | |—— E Primary Monitor
[] Show Presenter View
2
To show a laser pointer during slide show, hold down the Ctrl key and press the left mouse
button.
[ Ok ] [ Cancel
h% -

PowerPoint 2010: Thém "do chdi' véi iSpring Present 5

V@i iSpring Presenter 5.0, ban cé thé chén thém cac cau hoi
trdc nghiém, video clip, flash, nhac nén,... vao bai thuyét trinh

cha minh nham cudén hat ngu'oi xem.

Phién ban iSpring Presenter 5.0 c6é dung lugng 52, 73MB, tudng thich
vGi PowerPoint 2010 va ca cac phién ban trudc nhu PowerPoint
2002/2003/2007, tdi ban dung th¢ 30 ngaytai  day.
Sau khi cai dat, ban bdm ddi vao bi€u tudgng iSpring Presenter trén

desktop r6i nhan Launch PowerPoint. Lic nay, trén thanh Ribbon cua



PowerPoint 2010 c6 thém mot thé mdi la iSpring Presenter, ch(fa cac
tinh nang chinh cla iSpring Presenter 5.0.
Luu y: Ban phai luu bai thuyét trinh vao may tinh trudc khi khai thac

cac tinh nang nay.

Chen video clip, flash
Pé chén file flash (dinh dang swf) vao slide cla bai trinh chiéu, ban
nh&n nut Flash tai nhém Insert rdi tim chon file swf, ti€p dé thay doi
kich thu'Gc khung flash theo y thich.

Niém Yét Chimg Khosn

0| -Loe2

1. Khai niém
2. Cac diéu kién niém yét

3. Thu tuc niém yét

[z ez 7% (oI

]
i W 1

Ngoai ra, ban cé thé chén mot video clip tr YouTube vao slide dé tao
nguon tu liéu phong phi thém cho bai thuyét trinh, bang cach nhén
nUt YouTube va dan dudng dan cda video clip vao 6 Video link, roi
nhan Preview d€ xem thir ndi dung. Hodc nhén Click to view the

instructions dé dugc xem video clip hudng dan cach st dung tinh ndng



nay rat dé hiéu.
NEu mudn tat hiéu U'ng chuyén trang ddi véi slide chira video clip
YouTube, ban danh dau vao 6 Turn off automatic slide transition for

this slide. Xong, nhdn OKdé chén clip vao slide.

i !
% Insert YouTube Video l_?s_]
Viden link: http: ffwww, youtube, com/watch?v =1100-WCECQw4 | Preview |

Example: http: /fwww . youtube, comfwatch?v =x 2NQiVcdZRY

Annoying Orange: Luck o' the Irish
* % Kk ok Kk

The Annoying
Orange:

P @ 0:01/2:55  ofi| | 360p o~ 9

|| Turn off automatic slide transition for this slide

Chén bai tp trac nghiém

MOt tro choi dudi dang cau hdi trdc nghiém sé lam cho bai thuyét trinh
dé tiép thu va bdt don diéu hon. Khong phai méat nhiéu thdi gian, chi
can nha&n nut Quiz, ban sé& cb ngay mudi dang tro choi dé Iua chon,
gom: True/False (trac nghiém dung sai), Multiple Choice (trac nghiém

nhiéu lua chon, chi c6 mot dap an dung),Multiple Response (c6 nhiéu



dap an dung), Type In (dap an la mot tu bat ky do ngudi chai tra
IGi), Matching (ghép hai v€ lai véi nhau), Sequence (sap x€p cac dap
an theo th tu), Numeric (dang bai tap toan hoc véi dap an la cac con
s6), Fill in the Blank (dién vao chd tréng), Multiple Choice Text (dién
vao chd tréng, nhung ngudi chdi dudc cung cap san cac tir ggi

y), Word Bank (sdp x€&p céac tir dudc cung cdp vao dung vi tri cia
chldng trong doan van). Tuy vao dang bai tap ma cach tao cau hoi
khac nhau, ban chi can nhap tén cau héi vao 6 Question phia trén,
chén thém hinh anh minh hoa, am thanh, video thong qua ba
thélmage, Audio, Video.

Tai khung Detail bén dudi, ban cung cdp cac dap &n va danh d&u san
vao dap an dung. Sau khi tao xong mot cau, ban nhan chon loai bai

tdp & khung Add Question dé tao thém cau hdi tiép theo.



B4 QuizMaker “ B

] New u I ﬁ = J e cut I% True/False Type In @ Numeric Word Bank
/= Open.. I’—Q | B \:j Copy | (@) Multiple Choice @ Matching {7 Fill in the Blank

5 & 5 Setti Previ Pasti i i Helj
(?\‘;Ese l.(a Save As... ovE  3etlings  Freview aste Multiple Response %F Sequence E‘ Multiple Choice Text elp

Quiz Clipboard Add Question About
Questions Multiple Choice Question

1 Thi dé nwéc viet Nam Thil 6 nuée Viet Nam [ 1mage | (TAudio ) (Videa

2 New sequence question

3 1+2=7 |
4 Newtype in quastion IL
| Answer
5  Choose one correct answer in each
drop-down list

Correct Premise Add Choice

6 New Word Bank question | Delete Choice

Mave Down

Options

D Use default options

Deles Selecd | Attempts: Shuffle answers Question
Questions Total: 6 Preview

Total Paints: 60 Points:

— = =¥

Trudng Options cho phép ban thay déi thiét 1ap cua tirng cdu hodi béng
cach bd dau chon tai 6 Use default options. Mac dinh, ngudi chgi chi
dugc phép tra I5i t&i da l1a mot [an, song ban cé thé thay ddi lai s6 1an
trd I5i tai 6 Attempts, ddnh ddu vao 6 Shuffle answer dé€ dao vi tri cac
dap 4n theo th(r tu ngau nhién. Gia tri ¢ 6 Point chinh Ia s6 diém cua
cau hoi, ban cé thé sira lai theo y thich. Chinh xong, ban

nh&n Question Preview dé xem lai giao dién cdu hoi va cac dap an.

Soan xong toan bd cdu hoi, ban nhan Settings dé chinh sira lai giao
dién man hinh trédc nghiém (thé Player Customization), thay d6i cach
hién thi thdng bdo ding hodc sai (thé Result). Xong, ban nhén Save &
Close d€ chén bai trdc nhiém vao bai thuyét trinh va luu bai trac

nghiém thanh file .quiz.



Khi can st dung lai bai trdc nghiém vira luu cho cac bai trinh chi€u

khac, ban nhan Quiz, nhan Open... va tim chon file .quiz da luu.

14 QuizMaker )
F r 7 New E I %ﬁ" ! (\“ [ CH Eb Trug/False ﬂ Type In E Numeric E Word Bank @
L ™ o
Save & | Settings ﬁll Halp
Close
’ Player Customization it
‘Q| Main Y Abgut
Questig ——
) Color | [ Text Label
- gg Question Defaults 12 =
T Theme: | Orange Lv [ Preview...
‘ E Feedback 7
2 Ne Blue |
— } Forest Green
A+| Result
3 1+2 ‘ Queston 5 Ol‘ve
m Orange
e e Match Eu
. Player Gustomizaton pink :
Purple
s chg Steel
droj Wood
6 Newy il oma
Porugal Lisbon
rance
Answer | Firesh
|
oK Cancel | 5
Tl Fomnts: 60 FOTTCS: o
||

Chinh thgai gian tung slide

V3i dé tai do ca nhom thuc hién, viéc quan trong la phai sap x€p, phan
cdng viéc cu thé cho tirng ngudi. R&t don gian, ban chi viéc

nhan Presenters, chon Add...dé thém mét "thuyét trinh vién" vao danh
sach. Sau d6 nha&n Presentation Explorer d& xem danh sach cac slide

va lua chon ngudi thuyét trinh tai cOt Presenter.



e ~
T Presentation Explorer Lﬁ

Show Hide | » | ki -:- | Presenter: Truc - | Duration: 0.0
itle resenter edia =
Titl @ P Medi
Muc dich cia viéc niém y&t:
4 "I oos
Tiéu chudn niém yét:
5 =] 'l 2006s
Ticauhuin dinh b Tiéu chudn dinh lvgng:
3 i 0.0s
Tisg chuga dinb sinh; Tiéu chudn dinh tinh:
7 "' oo0s
Digu kién niém yét:
8 : i 0.0s

Presentation Background Audio
[ Add presentation background sound

Looped playback

OK. Cancel

Bén phai clia mdi slide sé& cé biéu tugng u , cho biét cac hiéu Ung
trong slide chi dudc thuc hién khi ban nh&n chudt vao. Do dé, dé tu

dong hda viéc trinh chi€u, ban nhan " va thiét lap thdi gian trinh
chiéu cua tung slide tai cot bén canh (tinh theo giay). Ban phai do
chinh x&c thd&i gian d€ tranh tinh trang slide chay khéng khdp véi ndi
dung dang dugc thuyét trinh.

Bén canh do, ban cling cé thé chén thém nhac, video trong 6 cling vao
tirng slide théng qua cdt Media: nhdn vao céc biéu tugng - (chén
nhac), © (cheén video), (/] (tao mot bai trac nghiém mdi), - (chén

mot bai trdc nghiém da cé san vao slide).

NEu mudn chen nhac nén xuyén subt bai thuyét trinh, ban danh dau

vao 6 Add presentation background sound va tim chon file nhac, danh



d&u vao 6 Looped playback d& nhac dudc tu dong 13p lai sau khi hét,
réi nhdn OK dé xac nhén.

Hai nut Record audio va Record video gitp ban tu thu am va quay
video bang webcam roi dua vao bai thuyét trinh (hinh anh video chi
hién thi & gdc trai bai thuyét trinh ch khéng chén truc tié€p vao ndi

dung slide).

Xuat bai trinh chiéu thanh nhiéu dinh dang

Cudi cung, ban nh&n Publish dé xuét bai trinh chiéu trinh thanh file
flash, thuc thi (*.exe), hodac xuat ban truc tiép Ién web tuy theo nhu
cau. Thé Web cho phép ban xuat bai thuyét trinh thanh thu muc ch(a
dung file html, flash va file JavaScript (js); sau dé ban upload thu muc
nay lén web dé chia sé. Song song do, ban can Iua chon ki€u khung
trinh chi€u tai muc Player Template, nhan Customize... chinh slra lai
giao dién theo y thich.

Xong, ban chon ngi ch(ra file xuat ra tai muc Local folder roi

nh&n OK dé tién hanh. Néu mudn mdi slide s& dugc xuét ra thanh mot
file flash riéng biét, tai truGng Flash output, ban danh dau vao

6 Standalone Flash slides.



Publizh to Flash _

s" . S - P = =
"‘g lopring Frese nter Publish Presentation to My Computer
¥ ) Web General lPIayba:k and Navigation ! Compression | Advanced ! Protection |
Presentation title: Nhdm & —ckt 3/4
Destination
CcD @ My computer T FTP *) E-mail recipient
Local folder: C:\Users\PTRUC\Documents\Presentations - Browse..
. File name: ém 6 —
iSpring Online o, . R
Slide Range Player Template
@ Al slides Player: ICWSEI v] @ l Customize... |
g LMS () Selected slides {1 slide)
Flash output

Muc dich ciia viéc niém v

@ Presentation

[¥] Generate HTML
[] Generate EXE

[]Full screen playback

~) Standalone Flash slides

I_- Fip output

Publish | Cancel |

Dé chép bai thuyét trinh ra dia CD, ban chon thé CD rdi nh&n Publish.
Chuong trinh sé& tao ra file autorun dé CD tu ddng chay khi dua vao 6
quang.

Thé iSpring Online gilp ban xuat bai thuyét trinh va luu trir 1én dich vu
truc tuyén cla iSpring (nh&n Change... tai 6 Account dé dang ky tai
khodn mdi, chi dugc diing mién phi trong vong 30 ngay). Tudng tu,
thé LMS gilp ban xuat bai trinh chi€u thanh thu muc phuc vu cho viéc
xay dung moi truGng hoc tap truc tuyén.

Ung v8i moi dinh dang dich, iSpring Presenter con dua ra cac thé dé
ban tinh chinh thém nhu: Playback and Navigation (thi€t [ap cac phim
tat dé€ diéu khién bai thuyét trinh), Compression (nén anh, video, nhac
dé lam giam dung lugng file xuét ra), Advanced (thiét Iap kich thudc
file flash va lua chon cac phién ban Flash Player tuong thich vdi file



xuat ra), Protection (chén dau an ca nhan — watermark, va dat mat

kh&u bao vé).

PowerPoint 2010: Chén bi€u d6 vao bai thuyé&t trinh

Chén bi€u d6 vao bai trinh chié€u trong PowerPoint 2010 1a médt

cach tao sirc hat véi ngudi xem.

DPAau tién, ban vao menu Insert va nhén Chart. Clra sé Insert

Chart hién ra liét ké nhiéu mau biéu dd cho ban lua chon, dudc sip
thanh cédc nhém riéng nhu:Column (bi€u d6 cdt), Line (d6

thi), Pie (bi€u d6 tron), Bar (biéu dd cdt ndm ngang),... Tuy theo ndi

dung, ban Iuva chon mau biéu @6 phu hgp nhat va nhan OK.
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Clra s6 Excel 2010 xuat hién sau d6 cung cdp mot bang sé liéu mau,
ban chi viéc slra lai thanh bang s6 liéu can thé hién trén biéu dd. Viéc
chinh stra rat don gidn, ban nhin vao biéu d6 mau trong clra s
PowerPoint bén trai l1a cé thé hiéu dudc ciu tric clia bang sb liéu trong
Excel 2010.
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Stra xong, ban déng clra sé Excel 2010, nh&n vao khung biéu d6 va co
gidn dé thay ddi kich thudc theo y mudn. Thé Design cung cédp cho ban
rat nhiéu giao dién cho biéu dd, v3i nhiéu mau sdc khac nhau. Ban

nhan [én mot mau dé sur dung.
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Khi muén thay ddi mau sac, hiéu &rng 3D clia mot thanh phén trong
bi€u d6 (cdt, khung chu thich, dinh dang truc Ox, Oy...), ban nhén lén
déi tugng rdi chon théFormat dé dinh dang lai.

Ban nhén thé Layout dé thiét 1ap thém mdt vai tuy chon vé céch thé
hién cua biéu do, v8i cdc muc: Chart Title (tiéu dé bi€u d6, chon Above
Chart d€ hién tiéu dé & trén bi€u d6, hodc chon None néu khdng muén
hién thi), Axis Title (cach trinh bay tiéu dé cta truc Ox - Primary
Horizontal Axis Title, va truc Oy - Primary Vertical Axis

Title), Legend (vi tri cia khung chd thich mau sac tirng cot, mac dinh
khung ndm & bén phai), Data Labels (hién s liéu cu thé trén tirng cot
clia biéu d6), Data Table (hién bang sd liéu ma ban da chinh trong
Excel 2010 bén dudi bi€u do).
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Click to add notes

V3i PowerPoint 2010, ban con cé thé chinh sira cach hién thi cia mot
déi tugng trong biéu dd bang cach nhan dbi vao chang, thay vi phai

truy cap vao tung nhom chlic nang trén thanh menu.

Cach chén biéu d6 trong hai phién ban
PowerPoint trudc:

- PowerPoint 2003: Ban truy cap vao menu Insert > Chart, roi khai
bao bang s6 liéu vao khung Datasheet phia dudi. Céc thao tac dé dinh
dang biéu d6 dugc thuc hién thong qua menu Chart, gdm: Chart
Type (chon loai bi€éu dd), Chart Options (cac tuy chon tucng tu nhu
trong thé Layout ¢ PowerPoint 2010), 3-D View(thiét I&p ki€u hién thi
3D).



B8 Microsoft PowerPoint - [Presentation1]
%T'_He _t:dt View  Insert _Fga'fmat' Tools Data Chart Window Help Type a question fo D
| = @_]h_:‘ (3 55% = - || i jArial | 10 [|B |1
A= 0 =
1
OEast
m\Vest (8 :
mHorth | %
Datashee
A B e D E &
| 1st Qtr 2nd Qtr [3rd Qtr  |4th Qtr
1 _afd|East 20 27.4 90 20.4 -
2 all|\West 30.6 38.6 34.6 31.6 =
3 _afl|North 45.9 46.9 45 43.9
A o
€| | 5 I
Cr== i
Slide 10f 1 Default Design B §

- PowerPoint 2007: Thuc hién tudng tu PowerPoint 2010 (vao
menu Insert > Chart). Viéc chinh stra cling dudc thuc hién théng qua

ba thé Design, Format,Layout.
Bang so sanh tinh nang chén biéu doé cua

PowerPoint 2010 véi hai phién ban trudc
PowerPoint 2010

PowerPoint 2007

PowerPoint 2003

Tinh nang
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sac

Soan bang so6 liéu Khéng Co Co
trong giao dién

Excel
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chi hd trg diéu
chinh huéng, do

sau cua cot

kiéu 3D dep mat
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PowerPoint 2010: Nén anh, video trong file trinh chiéu

PowerPoint 2010 tich hgp san tinh ndng nén anh va video dé

giam dung lugng file trinh chi@u xuat ra, tao su thuan tién cho

viéc luu trir va chia seé qua Internet.




1. Nén anh
Sau khi chen anh vao slide thong qua menu Insert > Picture, ban nhan

Ién anh va chon Format > Compress Pictures dé nén anh.

e

Pl 9~ I= Presentationl - Microsoft PowerF
m Home Insert Design Transitions Animations Slide Show Revie
G [ @ 13 Compress Pictures — — —
o i . By Change Picture il || | el
Remove Corrections Color  Artistic -, )
Background - *  FEffects = 5 Reset Picture
Adjust )

Slides | Outline X

Trong hdp thoai Compress Pictures, ban danh dau vao hai 6 Apply only
to this picture (chi nén anh dugc chon; khong can chon muc nay néu
mudn nén toan b6 anh cé trong file trinh chiéu), Delete cropped areas
of pictures (x6a cac phan anh thira sau khi dugc cat xén anh bang
cong cu Crop; néu khong chon muc nay thi sau khi cat anh, phan thura
chi bi &n di ch& khdng bi xd6a hdn). Trudng Target output gdm cac tuy
chon dé t8i uu chét lugng anh: Print (dd phan giai kha cao, phuc vu

cho nhu céu in &n), Screen (chét lugng hién thi tét trén may chiéu va



website), Email (d6 phan giai thdp nhat, nham lam gidm dung lugng
file t6i da, d€ dé dang chia sé qua email hodc tai lén céac dich vu luu
trir truc tuyén). Sau khi chon, ban nh&n OK dé t8i vu dung lugng anh
(dung lugng cang thap thi chat lugng anh cling giam di dang ké).

Compress Pictures l T |-

Compression options:
[¥] apply only to this picture
[¥] Delete cropped areas of pictures

Target output:
Print {220 ppi): excellent quality on most printers and screens
Screen (150 ppi): good for Web pages and projectors
1 E-mail (96 ppi): minimize document size for sharing

@ Lse document resolution

K. | | Cancel |‘m
i — ;

2. Nén video

Ban vao menu Insert > Video dé chén video clip vao bai trinh chiéu.
Sau dd vao bi€u tugng nhan File phia trén géc trai va xem téng dung
lugdng cua cac file video tai dong Media files in this presentation

are... dudi trudng Media Size and Performance. Ban nhan

nat Compress Media bén canh dé& lam xudt hién céc tuy chon nén
video: Presentation Quality (chat lugng video kha tét, hinh anh va am
thanh dugc dong bd vdi nhau, phuc vu cho viéc trinh chiéu théng
thudng), Internet Quality (chat lugng bi giam di mot it dé€ load nhanh
han khi trinh chi€u qua Internet), Low Quality (chat lugng rat thap,

nhung kich thudc nhé dé thuan tién cho viéc gui file qua email).
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Save As
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Lj Close
Recent
New
Print
Share

Help

1] Options
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Information about Presentationl
C:\Users\ PTRUC Desktop'\Presentationl . pphx

i Media Size and Performance
5,
Laf Save disk space and improve playback performance by compressing your
ST media files. Compression might affect media quality.
Compress

Media files in this presentation are 9.3 MB,  af—
Bldnra wemiie o irnnrsics enadia neformance
1| Presentation Quality
"E@;J Save space while maintaining overall
audio and video quality.

Media = |

which is streamed over the Internet.

Low Quality

Use when space is limited, such as
when sending presentations via e-mail

| Internet Quality | ; ;
@.B’J Cruality will be comparable to media Jabgy park ke gresemuliar:

TR . re that it contains:
'(_‘ﬁ'e‘c';-&'m-, e e mu-—-u-,_u,aumu..._,..j author's name

Issues « Content that people with disabilities are unable to read

Qua trinh nén video dién ra nhanh cham tly vao téng dung lugng

video c6 trong file trinh chi€u. Hoan tat, dong chir Compression

complete. You saved ... MB sé& cho ban biét dung lugng video da dudc

giam xudng.



Compress Media l T

Slide  MName Initial Size (MB)  Status
1 huongdan_dreamspark.wmy 8.3 Complete - 2.5 MB Saved

Compression complete, You saved 2.5 MB. h

Néu can khoi phuc dung lugng ban dau cho video, ban nhan Compress
Media va chon muc Undo.
Luu y: Ban chi nén s dung tinh nang nén video néu thuc su can thiét,

vi chat lugng cua cac video clip sé giam di rat nhiéu.
PowerPoint 2010: Soan file trinh chiéu tur xa

Thay vi tdp trung nhém d€& cung bién soan mot tai liéu
PowerPoint, gid day ban cé thé ng6i tai nha va cung lam viéc

theo nhém qua internet, nhé &'ng dung CircleDoc.

bang ky



Mdi ngudi ding déu phai ddng ky mot tai khodn ca nhan dé lam viéc
gua CircleDoc. Trén giao dién PowerPoint, ban md thé CircleDoc, chon

ch’’c nang Login t& nhdm Connect.

Trén hop thoai Login To CircleDoc xuat hién, ban nhan lién két New
account dé tao tai khodn mdi. Dién day dud théng tin bt budc vao cac
0 trong, gbm: First name, Last name, Email (dia chi
email), Username (tén dang nhép), Password (mét khdu dang
nhép), Confirm Password (g6 lai mat khdu dang nhép), Security
qguestion (cau hdéi bi mat), Answer (cau tra IGi bi mat). Xong,

nhan Create.

Mbi 1an mudn sir dung CircleDoc, ban chi viéc md thé CircleDoc, chon
chl’c nang Login tUr nhdm Connect, khai bao théng tin dang nhap (gébm

tén dang nhap va mét khau). Xong, nhan Login.

Thém danh sach ban bé

Sau khi dang ky, ban chon chlc nang Friends thuéc nhém Connect.
Trén hop thoai Friends xuat hién, ban g6 tén ngudi mudn thém vao
danh sach vao khung tréng, nhan Search & Invite. Ti€p dd, ban chon
dung tén (kem email) cua ngudi can thém tu bang két qua tim ki€m,
nhan Add.
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Friends
hoathien I Search & lnvite
Friends (0} | Pending (0) | Invites {ll]}| (Users w

Hoa Thien[hoathien, mrnguyennhuthiE

Trén may ngudi ma ban vira thém vao, ngudi dé can chon chic
nang Friends tudgng tu nhu ban, ma thé Invites, chon tén ban tU danh

sach, nhan Accept.

o =

Friends {0} | Pending (0} | Invites (1}
guyen Mhu Thi {nhuthi, hop ail.com

Feject H Accept ] ::-":=..

Cung bién soan PowerPoint tu xa

Trudc hét, ban can tao mo6t tai liéu PowerPoint mdi, mé thé CircleDoc,

chon chlc nang Save as new in CircleDoc thuéc nhédm Store. Trén hop



thoai Save document, ban dat tén tai li€u tai muc Name, danh dau
trudc tén nhitng ngudi ma ban mudn cung bién soan tai liéu tai

muc Share with, nhan Save.

Save document ﬁ
== . Mews|
Share with:
Hoa Thien [hoathien]
Notify by email | Save || Cancel

Tai may nhitng ngudi cung bién soan, ngudi ay can chon chic
nang Open from CircleDoc thuéc nhém Store, chon tén tai liéu ma ban

vUa luu ldc ndy, nhanOpen.
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Mame Created By Created On

PowerPoint

Nguyen Nhu Thi 5/16/2010 7:19:32 PM

Find: I[ Refresh || Details || Delete |[ Open || Cancel

Lac nay, ban va nhirng ngudi cuing bién soan cé thé sira d6i ndi dung
tai liéu. Nhirng thay d6i chi dudc cdp nhat vao tai liéu chinh khi ngudi
dung chon chifc ndngSave Current Slide (Iuu nhitng thay ddi trén Slide

hién tai), hodc Save to CircleDoc (lvu nhitng thay ddi trén toan bd
Slide).

Home Insert Design Animations Slide Show Review Wiew CircleDoc
Logout Nguyen Mhu Thi | Open from CircleDoc = Share With Friends chao ban Save Local Copy
Modify Account I Save to CircleDoc Il Save Current Slide [Alt=C=L) w hoathien said:
Friends Snapshots Maodified slide 1
Connasd Store sync Chat a Local Copy

Nh{rng ngudi cung bién soan sé nhan dugc moét hdp thoai gom cac tuy

chon trong viéc cip nhat nhitng thay ddi, gom:



- Open the new version, but keep your slide: md tai liéu mdi
(chlfa nhitng thay d&i tir nhitng ngudi cling bién soan) nhung van gilt
lai slide ma ban dang bién soan hién tai.

- Open the new version, discard your unsaved changes: md tai
liéu méi (chlra nhitng thay déi tir nhitrng ngudi cung bién soan), bd qua
nhitng thay ddi chua luu trén tai liéu ma ban dang bién soan hién tai.

- Ignore this version: bd qua viéc cdp nhit nhirtng thay déi mdi trén

tai liéu.

Document 'Go News.pptd has just been updated on the server I,iE-J

Hoa Thien has uploaded a new version of the presentation.

CircleDoc wants to close your presentahion, and open this new version.

You can:

@ (Open the new version, but keep your slide 1

"1 Open the new version, discard your unsaved changes

" |gnore this version (\Warning: your version will differ from the uploaded new version!)

[] Remember my choice Continue

Trong qua trinh bién soan tai liéu, ban va moi ngudi c6 thé trao ddi vai
nhau théng qua tinh ndng Chat sdn c6 trong CircleDoc, bdng cach gd
théng diép cén trao déi vao khung tréng thuéc nhém Chat va

nhan Enter.



Go Mews.ppht = Mi

slide Show Review View CircleDoc

1 Friends chat tai day!!! Save Local Copy
nt Slide {Alk+C+U} § nhuthi said:
sua slide 2 nhanh di

Sync Chat ] Local Copy

Nham dam bao an toan cho dit liéu thay ddi trong lic bién soan, ban
nén thudng xuyén tao mot ban sao luu trén may clia minh bang cach

chon chilfc nang Save Local Copy thuéc nhdm Local Copy.

Go News.pp

iew View CircleDoc

l Sawe Local Copy

nhuthi said:
chat tai day!!!
Chat F] Local Copy

CircleDoc hoan toan mién phi, tuong thich vdi PowerPoint 2007/2010,
tai tu dia

chi http://files.circledoc.com/files/installer/ppt2007/setup.exe (dung
lugng 779 KB).

Luu y: Ban can két ndi internet trong sudt qua trinh cai dat CircleDoc.






