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Ban doc than mén,

PowerPoint 1a mot cong cu bién tip va trinh dién bao cdo trén may tinh phd bién nhét hién nay. O
Viét Nam, PowerPoint ciing da dugc ap dung rat nhi€u trong cac budi hoi thao, cac cudc hop, cac
buoi gidi thi€u du an hodc san pham, bao céo trong ndi by cong ty hodc phuc vu cho cong tac
giang day.

PowerPoint 2010 duoc bd sung nhiéu tinh niang mdi véi sy cai tién giao dién Ribbon thuan loi
hon cho ngudi sir dung. Do vay, nhiing ngudi da ting su dung thanh thao hodc nhiing ngudi moi
bét dAu tim hiéu PowerPoint déu phai hoc qua cach sir dung chuong trinh nay. Tuy nhién, nhing
ngudi da thanh thao PowerPoint s& ton it thoi gian hon so v6i nhitng ngudi méi bat dau.

Tai liéu nay c6 7 chuong va cac phu luc. Céc chuong duoc t6 chirc theo tirng nhém nodi dung 16n
tuong tmg Vo1 qua trinh xay dung bai thuyet trinh cua ban trong PowerPoint. Do vay, cac ban
moi bat diu hoc nén doc tai lidu tir dau dén cubi dé cé cai nhin va su hiéu biét tong quat vé
chuong trinh nay. Céc ban dd am tudng PowerPoint thi chi can doc qua cac ndéi dung méi trong
phién ban PowerPoint 2010 va xem thém nhitng van dé ma minh quan tam.

Tai liéu duoc thiét ké theo hudng vira hoc vira 1am va chi trong vao thyc hanh nén cac ban phai
cO gang hoan thanh tirng phan trong tai liéu. Khi doc xong tai li¢u 1a cac ban da nam trong tay
mot cong cu bién soan va trinh dién bai thuyét trinh chuyén nghiép nhat thé gidi.

Céc tap tin hinh anh, video, audio, ... dung cho cac bai thyc hanh trong tai liéu nay co thé tai tai
dia chi http://www.giaiphapexcel.com/download/Multimedia.zip.

Hy vong tai liéu nay sé& giup ich cho ban doc nhanh chéng tiép can va st dung thanh thao cac tinh
nang cta chuong trinh PowerPoint dé 4p dung vao cong viée thuc té ctia minh.

Do tai liéu duoc bién soan trong thoi gian rat ngin nén khong thé tranh dugc nhitng diém thiéu
sOt va chua hoan thién. Cac y kién dong gop xin vui long gui vé:

Tran Thanh Phong

Giai Phap Excel

Email: ttphong@giaiphapexcel.com
Website: www.giaiphapexcel.com

TP. HCM, ngay 30 thang 01 nam 2010


http://www.giaiphapexcel.com/download/Multimedia.zip
mailto:ttphong@giaiphapexcel.com
http://www.giaiphapexcel.com/
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Ngi dung
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2.  Khai dong va thoat Microsoft PowerPoint 2010

3. Tim hiéu cac thanh phan trén cira s6 chuong trinh Microsoft PowerPoint
4.  Thay d6i kiéu hién thi trong ctra s6 chuong trinh
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13. Chuyén d6i qua lai gitta cac cira s6

14. St dung trinh trg gitip

15. Hoi dap
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Chuong 1. Gidi thiéu PowerPoint 2010

P owerPoint 2010 12 mot phan ctia bd Microsoft Office 2010. Ciing giéng nhu Word (chuong
trinh xtr ly van ban), Excel (bang tinh), Outlook (trinh quan ly e-mail va quan ly cong viéc ca
nhan) va Access (co so dit liéu), PowerPoint giup chiing ta tao nén cac bai thuyét trinh sinh dong
va 16i cubn.

Khi thuyét trinh, chung ta c6 thé ding céc loai dung cu hd trg nhu:slide 35mm, phim chiéu cho
may overhead, cac slide trén may tinh, ban thuyét trinh dugc in ra giéy, cac ban ghi chu cua
ngudi thuyét trinh. PowerPoint ¢6 thé tao ra tt ca cac loai dung cu trén va c6 thé kém theo cac
hiéu tng hap dan va thu hit ngudi nghe.

Do PowerPoint duoc tich hop rét chat ché véi cc thanh phén khac cua bo Microsoft Office 2010,
nén chung ta c6 thé chia s& thong tin gitra cac Umg dung nay rat d& dang. Vi du, chiing ta co thé v&
biéu d6 trong Excel va c6 thé chén biéu dd nay vao slide ciia PowerPoint hodc chung ta c6 thé
chép cac doan vin ban ciia Word dé dua vao slide,...

1. Cac diém méi trong PowerPoint 2010

Ciing gidng nhu cac chuong trinh khac ciia bo Office 2010, giao dién PowerPoint 2010 duoc phat
trién 1én tir phién ban 2007. Giao dién Ribbon mang lai nhiéu tién loi trong viéc thao tac cho
ngudi dung VA véi nhiéu tinh ning méi sé gitp tao nén nhirng bai thuyét trinh sinh dong, hap dan
mot cach nhanh chong. Dudi ddy 1a mot sb tinh nang méi ma ban s& gap trong qua trinh sir dung
phién ban nay.

Ribbon mai

PowerPoint 2010 xdy dung Ribbon c6 cac nit 1énh do hoa d& nhén biét dugc chia thanh nhiéu
Tab (ngan) thay cho hé thong thuc don x6 xudng trude day. Moi tab giong nhu mot thanh cong
cu voi cac nuat Iénh va danh sach 1énh cho nguoi dung lva chon st dung.

Céc tab khong dé& tuy bién d& nhu cac thang céng cu & cc phién ban trude, nhung PowerPoint
2010 ¢6 thém mét thanh cong cu goi 1a Quick Access Toolbar (QAT - thanh cong cu truy cép
nhanh) giup nguoi dung c6 thé tiy bién va gan thém cac nat 1énh thuong dung mét cach nhanh
chong va d& dang. Ban c6 thé thém vao QAT bét ky nut 1énh nao bang cach nhip phai chudt vao
nd va chon Add to Quick Access Toolbar.
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Ribbon xuat hién thém ngan Transitions giup viéc ap dung hiéu tng chuyén tir slide nay sang
slide khéc duoc nhanh va thudn ti¢n hon. Ngoai ra, nit Minimize the Ribbon giup ngudi dung
de dang phong to hay thu gon Ribbon.

Tab dang chon Quick Access Toolbar
Plid - "‘ 4 ‘—‘ Presentationt - Microsoft PawerPowt o @ m
“ Horhe frsent Owerign Toanutinm Animatiany hoe Show Penew View Deywiapet Add I Acroom - 0
“_ | 2] tayout = : 2 EEETOPR | | ’ = M ring
\ E i
- — ::‘-.a' J v o Pplace =
Paste Hew ] U 8§ 4 - Al \ ES 38§ thapes Amange
- g~ Secton E - . & Seiect
cpboara . Shaes Fare Pacagraph Daming £aaing

Hinh1. Ribbondwot té chirc lai

Ngén File thay cho nut Office

Ngin File chtra cac 1énh lién quan dénbai thuyét trinh dang soan thao nhu thudc tinh tap tin, thiét
12p mat ma bao v¢, luu trit, in an va chia s€ bai thuyét trinh.

Plid - Presemmanond - Mcozoft FowerPont = &
@ e et Oengn ligestions e a0t how Aener iew Dextsyper A Ayt 0
o S 2
Information about Presentationl
el sue
i cpen
i
d ame i
Ha
Fretect
Piesastal
Racen
e for
MNeo
Prim
duatsl tiat
Share
Reltes Date
My Y :
4 - ”
=) Moam
' Marage
-] Optiem vrar
£3 e
r

Hinh 2. Ngan File méi

Hb tro 1am viéc cong tac

PowerPoint 2010 cho phép nhiéu ngudi cung bién soan hay hiéu chinh bai thuyét trinh mot cach
dong thoi. Chung ta c6 su dung may chu SharePoint caa cong ty hoac céc trang web ho trg (ng
dung web PowerPoint nhu 1a Windows Live dé luu trit bai thuyet trinh. Khi do, nhieu ngudi c6
thé truy cap vao hiéu chinh bai thuyét trinh va cac diéu chinh sé€ dugc dong boé mot cach tu dong.
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P

e

i
!

Hinh 3. Nhiéu nguwoi cuing lam viéc trén mgt bai thuyét trinh

Nhom céc slide vao cac phan trong bai thuyét trinh

Nhom céc slide trong céc bai thuyét trinh Ién thanh cac section s& gilp viéc quan 1y duoc dé dang
thuan tién hon khi tim kiém noi dung. Khi nhiéu nguoi cing tham gia bién soan trén mot bai
thuyét trinh thi viéc phan chia céng viéc bién soan theo section s& mang lai su thuan loi hon rét
nhiéu. Ching ta c6 thé dat tén, in 4n va &p dung cé4c hiéu ung Ién céac section.

A MD-087 S . ‘02 o Sewart
' St 2 - -
| —
_ -
[ = 3 2] New Slide -
- 4 Dubnd Sectan
1 ‘ Duplicate Slide
S T
|
S— 2 F)  Publish Slides epea——
2 ‘—.‘
| e Check for Updates
’
et —

‘ EemmAssa _—l Layout » + Wi S e
‘ S Reset Slide
| - = - AIITRG DN AT ST
‘ 3 | ——r A Format Background... R atemunusyen dnpar o
‘ | — L g 08 (b bk o B .

| P _ Sl b s et e g 9
| ' —9 L. o e ek Mt b °

| = o

\ —9, |[§] Hide slide 0

Hinh 4. Chia bai thuyét trinh thanh nhiéu section
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Tron va so sanh ndi dung caa cac bai thuyét trinh

Chung ta c6 thé so sanh noi dung céc bai thuyét trinh véi nhau va phdi hop ching lai bang cach
sir dung tinh ning m&i Compare trong PowerPoint 2010. Chiing ta c6 thé quan ly va lya chon
nhimng thay ddi hozc hiéu chinh ma minh mudn dua vao bai thuyét trinh cudi cing. Tinh ning
Compare s& gilp ching ta giang dang ké thoi gian dong bd cac su hiéu chinh trong nhiéu phién
ban caa cuing mot bai thuyét trinh.

Hinh'5.  So sénh va phdi hop néi dung trong céc bai thuyét trinh
Hb tro vira soan thao vira chay thuyét trinh trén ciing mét man hinh

Chtic ning méi Reading View hd trg cho viéc soan thao, tham khao céc bai thuyét trinh khéc
hodc xem trudc cac hiéu ung, cac doan phim hoac &m thanh trén cung mét man hinh.

c 8l Khéi dong PowerPoint rggﬂm_gg]

— « Stant & All Programs > Microsoft Office
e = ficr ic werPoi 77
T NHUNG DIEM MO1 - Microsoft Office PowerPoint 2007
| Too, quan Iy va lam vige cong tac vol nhdng ngual . ®
”n Khic trén bai thuyét trinh
Lam phong phu bai thuyét trinh voi cic dogn video,
hinh anh va rat nhiés higw dng mdi

Chia sé bal thuyet trinh hi¢u qua hon Chek b ackd trtke

v /| Docanre - i Tra
3
‘ .
Click 10 ddd notes
. R B . N £4 H - oo

Hinh 6. Vuwa soan thao vira xem Slide Show
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Bién soan bai thuyét trinh moi Iic moi noi

Véi tai khoan Windows Live, ching ta c6 thé sir dung céc tng dung web PowerPoint, Word va
Excel mién phi. Ching ta c6 thé bién soan bai thuyét trinh tryc tuyén ngay trong trinh duyét web.

“) PowerPoint 20102 pptx - Microsoft PowerPolnt Live (preview program) - Mozidla | brefox
The Gt Yew Mygtey [Dockmaks Yahoo! Took Meb

G =.C W b s J9SCSHGEE0 10415 shydrne e, conjedt pugDocunentsPomarPort 2 70+ | (Al ofice web fops y
R D 80 Glli Phis Escel - Kt Qué Tie 15 PowerPuint 2010apptx - Microsa... F .
‘ - T E——
Frwrdows Lives Pomg » Skilre o Cocuments » PowerPont 20103 dotc ._”":.
3 Dbt Siise yal
»‘ 2] Dup bcace Shae P"l
“‘“.I- o Hde Thee ¥ .i:ll ~I|Im
1 | 2] -~
: s
Microsoft
p— POWERPOINT 2010
0
L d
an:
Ml
4 e ¥
- Ik to add notes
Dore <5 ¥ ]
Hinh7. Sogn thdo bai thuyét trinh bang Microsoft PowerPoint Web App

Nhang , hiéu chinh va xem video trong bai thuyét tri

nh

Trong phién ban PowerPoint 2010 hd trg manh hon vé da phuong tién trong bai thuyét trinh. Cu
thé, chling ta c6 thé nhing, cit xén 4p dung cac hiéu ung dinh dang 1én céc hinh anh va doan

phim ngay trong bai thuyét trinh.

Cdit xén video

Tinh ning cit xén video trong PowerPoint 2010 gitp loai b cac phan khong can thiét va gidp

noi dung bai thuyét trinh tap trung hon.
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i Wideo PR

Flowers,wmv Duration: 00:07.894

00:00.000

4 p
oo % @ E] : [ooi07.894 3|
Start Time End Time

| Cancel |

Hinh 8.  Cdt xén video
Cheén video tir cAc nguon trén mang

Cheén video tir c4c ngudn trén mang ciing 1a mot tinh nang ndi bat cua PowerPoint 2010. Tap tin
video nay c6 thé do ching ta tai 1én cac dich vu luu trir truc tuyén hoic 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 Iuu trir trén cac trang nay thong thuong sé c6 doan
ma dung dé nhing vao cac trang web khac.Vi du, vai trang Yahoo Video, ban sao chép doan ma
trong 6 Embed. Sau do, trén giao dién PowerPoint, ban nhan vao nit Video, chon Video from
Online Site...

Tai vling tréng cua cira s6 Insert Video From Online Video Site, ban dan doan ma da 13y duoc
khi ndy vao. Xong, nhan Insert. Nhu vay 1a doan video da dugc chén vao bai thuyét trinh. Tuy
nhién dé xem duogc doan video thi may tinh phai c6 két ndi Internet.
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7 Despicatile Me' Teasar Trafler 3 on Yahso! Yides - Windews Infermel Explares

- Oof yahoa con

<]
the L Yew Fpome ok e
i Favorkes QN Dvspacsbie Me' Tassa Trale 3

o fshoo! Wieo f - &2

'Despicable Me' Teaser Trailer 3

. yn

| Welius Viiwes

B Sare 1y llet

Emadl

<

y By

1 Do, bt with sroes on pade.

Hinh 9.

Nhung video

Chén video tir cac nguon trén mang

Nhitng doan phim, bai nhac dugc nhing vao s& tro thanh mot thanh phan cua bai thuyét trinh.
Chung ta khoi phai ban tam téi viéc sao chép cac 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 c6 thé chép ra

CD/ DVD, dinh kém theo e-mail hoac

gui 1én web.

NHUNG MEDI

A

Hinh 10.

Nhing video vao bai thuyét trinh
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Chuyén bai thuyét trinh sang dinh dang video

Tinh ning chuyén dinh dang bai thuyét trinh sang cac dinh dang video gitp viéc chia s& dugc dé
dang hon. PowerPoint cho phép xuit ra dinh dang video véi nhiéu mirc chat lwong hinh anh khéc
nhau tir video cho cac loai thiét bi di dong cho dén céc video c6 d6 phan giai cao.

Create a Video

Create a full-fidelity video from this presentation that can be distributed by using a disc, the Web, or
e-mail.

Incorporates all recorded timings, narrations, and laser pointer gestures
Includes all slides not hidden in the slide show

Preserves animations, transitions, and media

The time it takes to create a video varies depending on the length and complexity of the presentation,
You can continue to use PowerPoint while the video is being created.

e Get help burning your slide show video to DVD ar uploading it to the Web

E Internet & OVD

-
For uploading to the Web and burning to standard DVD (Medium — 640 x 430)
T, Don't Use Recorded Timings and Marrations -
'9@3 Mo timings or narrations have been recorded
Seconds te spend on each slide: 05,00 -
ﬁ..JJ
TR
Create
Video

Hinh 11. Xudt bai thuyét trinh sang video
Tich hop sin tinh ning chuyén sang dinh dang PDF/XPS
Phién ban Office 2007 di hd tro tinh nang xuat ban bai thuyét trinh sang dinh dang PDF/ XPS.
Tuy nhién tinh ning d6 1a tiiy chon va ngudi ding phai tai thém goi cai dat vé cai vao may. Phién
ban Office 2010 da tich hop sén tinh ning chuyén dinh dang PowerPoint sang PDF/ XPS.

Create a PDF/XPS Document

Save this presentaticn in a fixed format.
Document looks the same on most computers
Preserves fonts, formatting, and images
Content cannot be easily changed

Free viewers are available on the Wek

&

Create 3
PDF/XPS

Hinh 12. Tich hop sdn tinh ndng xudt ban bai thuyét trinh sang PDF/XPS
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Chup anh man hinh

Pay 1a mot tinh nang maéi rat hay va tha vi, né gitp ching ta c6 thé chup duogc cac hinh anh hién
¢6 trén man va dua vao bai thuyét trinh rt nhanh chéng va tién loi.

Design Transitions

B A

Table | Picture Cli\ Screenshot /Photo | Shapes Smar]
¥ Art Album ~ x

Tables | ‘ Tlustrd

Slides | Outline x’ pa—
T | |

Hinh 13. N0t Iénh Screenshot
Thém nhiéu hiéu ing ddc dio cho hinh anh

Véi phién ban PowerPoint 2010, ban c¢6 thé ap dung nhiéu hiéu tng my thuat khac nhau cho cac
hinh anh.

R

AR A
AR 2R

3

| 9y Artistic Effects Options...

Hinh 14. Céc hiéu ing my thugt
X6a cac phan khong cén thiét trong hinh

Mot tinh ning méi bd sung vao PowerPoint 2010 d6 chinh 1a cho phép loai bé nén cua céc hinh
ngay trong chuong trinh.
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Mame Insert  Design  Transtions
& Comsctions |
: n ¥
Nemane s Quic
Sarkgepund / * Atisticiifeds ~ g Syie -

PosserPoint JELON pptx

Anmations

i

i

Side Show

s Ening Forwma «

&3 Sena Backwnd *

$ Seletign Fane

Miange

tcroratt PowerPore

Kemen  Vew F orreat o o
B = PRIE
{
P frop: =3 388 .
o o0 Elaa

| =l 1! Click to add notes

e dptd | 1Tk | D

LOAI BO NEN CUA HINH

[ RSN SEPNEE—

3|
iil
@
i

“n

Hinh 15. Logi bé nén hinh

Hb tro thy bién Ribbon

Vi giao dién nguoi dung than thién gitp cho viéc ty bién thanh cong cu Ribbon d& dang hon

bao gio hét.

PowerPoint Options

General > . .
Customize the Ribbon,
Proofing
Choose commands from: (i) Customize the Ribbon: (i)
save |Popu|ar Commands . Main Tabs w
Language
Wy Adion -~ Main Tabs ~
Advancad B Add Animation » [l Bl [#] Home =1
20 Animati Clipboard
Customize Ribbon el An!mat!on Pane P
1;:5 Animation Styles 3 Slides
Quick Access Toolbar &y Bring Forward Font
‘E& Bring to Front Paragraph
Add-Ins ‘= Bullets = Drawing
53 Copy Editing
Trust Center b o [#]Insert E
A~ Decrease Font Size [¥] Desian
% Draw Table Transitions
2] Duplicate Selected Slides L [#] Animations
= E-mail Slide Shawr
Fant I :
A Font Colar [» [¥] view
Font Size i [¥] Developer =
@ Farmat Background...
By Format Object. [#] Acrabat
F Format Painter [#] Merge
'@ From Beginning 3
&l From Current Slide - = —
B oo
% Hyperlink... ot
e . Customizations: il
A Increase Font Size
=l Layout 4 bt Import/Expart ¥ [0
L QK ] [ Cancel

Hinh 16. Tuy bién Ribbon
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Nang cip SmartArt

SmartArt trong queerint 2007 da tuyét voi thi trong phién ban 2010 cang ddc da hon vdi
nhom Picture c6 rat nhiéu mau dung sang giup cho viéc minh hoa trong bai thuyét trinh cang dé
dang va truc quan hon.

SMART ART

Hinh 17. SmartArt

Nhiéu hiéu &ng chuyén slide méi

PowerPoint 2010 bd sung thém nhiéu higu Gmg chuyen slide mai, dac biét 1a céc higu tng
3-D rat dep mat va sinh dong.

d 90

1 Tk 5 DEHDT # LI |

Hinh 18. Hiéu ing chuyén slide 3-D
Sao chép hiéu @ng

Viéc ép dung cac hiéu tng cho cac d6i tugng trén slide trong PowerPoint 2010 s& nhanh
hon rat nhiéu nho cdng cu sao chép hiéu trng Animation Painter.
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|

Design Transitions Animations Slide Show Review View Form

Egg;nlmatmn Pane p Start: On Click v Reorder Animatio

a

5% Trigger ~ © Duration: 0200 3

Add e | P
Animation - | %% Animation Painter| (%) Delay: 0000 3
Advanced Animation Timing

| e
- LOAIBO N,FN CUA HINH

Hinh 19. Sao chep hiéu #ng véi Animation Painter

Ting tinh di ddng cho cac bai thuyét trinh

Vai cdng cu Compre,ss Media, PowerPoint 2010 s€ nén géc doan video, cac am thanh
nhang trong bai thuyét trinh lam cho dung lugng bai thuyét trinh dugc nho hon va tir d6

thuan tién hon cho viéc chia s& va gilp cho viéc trinh chiéu duoc tét hon.

- W
=,
S"ﬁi Save disk space and improve playback performance by compressing your
z oL media files. Compression might affect media quality.
ompress

'lé:'g;;g Save space while maintaining overall
@

44

Check for

Media Size and Performance

Media % Media files in this presentation are 9.8 ME,

| Presentation Quality

BArrs sae

avr o imanrme madia neformance

audio and video quality.

Internet Quality
Cuality will be comparable to media
which is streamed over the Internet,

hange any part of this presentation,

Low Quality
Use when space is limited, such as
when sending presentations via e-mail.

re that it contains:
- autheor's name

e

Issues = Content that people with disabilities are unable to read

Hinh 20. Compress Media

Broadcast bai thuyét trinh

Broadcast bai thuyét

trinh tryc tiép dén cac khan gia tir xa théng qua dich vu Windows
Live hoac may chu SharePoint ngay trong cong ty. Khan gia cé thé theo ddi bai thuyét

trinh truc tiép thdng qua trinh duyét va nghe 4m thanh théng qua dién thoai.
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HAroadcast Slide Show

NHUNG PIEM MOI

Share thes ink stth remaotz vigwers and then stant the siide show . TE_IO. qua'

WD eod-pptDioadast o

39 8 Sve com Pone PointSicad . arpu’ g a
DDt~ Sr1 320 4345 4133 2321 421 £501 35 NER— khactrén
« Lam pho

. e hinh anh

=4 Send m Zeail

of trld

Chia sé ba

A1 nlikésd gl g

URNSTL R [INGTRETE |

| ilm Sligde Show

Hinh 21. Broadcast bai thuyét trinh va xem bai thuyét trinh trén trinh duyét

Bién con tré chugt thanh con tré laser

Khi mubn nhan manh nhitng noi dung dang trinh bay trén slide, chung ta c6 thé bién con
tro chuot thanh con tro laser bang cach gitr phim Ctrl va nhap trai chuét trong ché do
Slide Show.

setupshow x|

~Show type  Show slides

% Presented by a speaker (Full screen) o« al

™ Browsed by an individual (window) " From: | = T | =

{~ Browsed at a kiosk (full screen) ) Budligin S

| |

—Show options  Advance slides

[ Loop continuously until 'Esc’ " Manually

™ show withaut narration f+ Using timings, if present

[ shaw without animation ~Multiple monikors

Pen color: I_ vl ismlay slide show an:

Laser pointer color: Iﬁ IPrimary Monitar j

™| show Presenter Yiew
REw_

To show a laser poinker during slide show, bold down the Chrl ke and press the left mouse

bukton,
oK I Cancel

Hinh 22. Con tro Laser
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2. Khéi dong va thoat Microsoft PowerPoint 2010
Khéi dong PowerPoint 2010

TUy theo phién ban Windows ma ban dang st dung ma duong dan dén chwong trinh PowerPoint

s€ khac nhau déi chat. Trong Windows XP, Windows Vista va Windows 7 thi duong dan truy
cap dén chuong trinh 1a giong nhau. Cac budc khoi dong nhu sau:

-

—

Tu ctra s6 Windows ban chon Start

Chon All Programs

Chon Microsoft Office

Nhap chuét 1én Microsoft Office PowerPoint 2010

M o N

Click to add title

Click to add notes

| T 4

Hinh 23. Giao dién chinh ciia chuwong trinh PowerPoint 2007

Thoat PowerPoint
Thoat chuong trinh PowerPoint rat don gian, ban lam theo cac cach sau :

e Céach 1: Nhap vao nut Close ( £ ) ¢ gdc trén cting bén phai cira s6 PowerPoint, hoic
e Céch 2: Vao ngan File chon Exit, hodc
e Céch 3: Dung t6 hop phim tat <AL T+F4>

Khi c6 su thay d6i trong noi dung bai thuyét trinh ma ban chua luu lai thi PowerPoint s& hién hop
thoai nhic nho ban.

e Chon Save: s luu lai cac thay doi trude khi thoat PowerPoint
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e Chon Don’t Save: s& thoat PowerPoint ma khong luu lai cac thay doi

e Chon Cancel: dé huy lénh thoat PowerPoint

Microsoft PowerPoint

! \ Do you want to save the changes you made to
LS} 5
Presentation1?

[ Save ] [Dog‘tSave ] [ Cancel

Hinh 24. Hép thogi nhdc nhe ban heu cdc théng tin trong bai thuyét trinh
3. Tim hieu cac thanh phan trén cira s6 chwong trinh Microsoft PowerPoint

Giao dién cua PowerPoint 2010 khong c6 nhiéu thay ddi so véi phién ban 2007. Cac thanh phan
trén ctra sO PowerPoint nhu sau:
Ngan File

Thanh trang thai Khu vuc

) Close
_ _ soan thao Maximize/Restore
Quick Access toolbar Titlebar  goi la slide Minimize
| ! I | 1
RllEd9-0v ] TIs PowelPoint 2010.pptx - Micrdsoft PowerPoint lu = R
Home | Insert Design  Transitions | Animations Slide Sho Review  View  Developer Add-Ins Acrobat & 9
= % =) & . == s Ik 1 o
5, S A i [ T vl
Paste New . B 7 U 8 abe Aa A ~ | Shapes Arrange C = | Editing
b Slide> =7 . > d x
Clipboard Slides Font aragraph Drawing
.- |
i Ngén Outline 1!
|
| L
[
|
\ \
Microsoft
l
POWERPOINT 2010 £
Click to add notes ¥
Siide 1 of2 | Trek | B | [[Els=c = 49% 00 D E

Hinh 25. Cdc thanh phan trén cira s6 PowerPoint

» Thanh tiéu d@ (Title bar):Thé hién tén cua chuong trinh dang chay 1a PowerPoint va tén
cua bai trinh dién hién hanh. Néu ctra s6 chua toan man hinh thi ta c6 thé dung chuot kéo
Title bar dé di chuyén cua so.

= Ribbon:Chutc ning cia Ribbon 1a su Kkét hop cua thanh thuc don va céac thanh cong cu,
dugc trinh bay trong cac ngan (tab) chira nut va danh sach 1énh.
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= Quick Access Toolbar:Chta cac 1énh tit cia cac 1énh thong dung nhat. Ban c¢6 thé thém/
b6t cac Iénh theo nhu cau str dung.

= Nat Minimize:Thu nhé cira sé tmg dung vao thanh tac vu (taskbar) cua Windows; ban
nhap vao ntt thu nho cta ng dung trén taskbar dé phong to lai ctra s6 ing dung.

= Nuat Maximize/Restore:Khi cira s ¢ ché d6 toan man hinh, khi chon nit nay s& thu nho
ctra soO lai, néu cua s6 chua toan man hinh thi khi chon nut nay s€ phong to ctra so6 thanh
toan man hinh

= Nut Close :Péng ung dung lai. Ban c6 thé nhan duoc thong bao luu lai cac thay ddi cua
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

= Ngin Outline: Hién thi dan bai ctia bai thuyét trinh

= Thanh trang thai (Status bar): Béo céo thong tin vé bai trinh dién va cung cdp cac nut
1&€nh thay do6i ché d¢ hién thi va phdng to, thu nho vung soan thao.

Ribbon

Ribbon dugc to chice thanh nhiéu ngin theo chirc ning trong qua trinh xay dung bai thuyét trinh.
Trong moi ngén 1énh lai dugc t6 chtrc thanh nhiéu nhém 1€nh nho tao gitp nguodi dung dé hi€u va
de st dung céc chirc nang cua chuong trinh.

Ngén Iénh theo ngilt canh

Cac ngan chua 1énh (Tabs) |
s
Pl 3 [ [ ]
- , : e N )
4 = [ A ve. |2 = , [ B! # Fno

B 7 U S -0 A- EE =W

Nhém 1énh Mo hop thoai
Hinh 26. Ngdan Home trén Ribbon
»  File:M¢ thuc don Filetir d6 ta c6 thé truy cap cac 1énh mo (open), Iuu (save), in (print),tao
mai (Nnew) va chia sé€ bai thuyét trinh.

» Home: Chira cac niit 1énh thudng xuyén sir sung trong qué trinh soan thao bai thuyét trinh
nhu 1a cac vé 1énh sao chép, cat, dan, chén slide, bo cuc slide, phan chia section, dinh
dang van ban, vé hinh va cac I¢nh vé tim ki€m, thay the...

= Insert: Thuc hién céc 1énh chén, thém cac dbi twong ma PowerPoint hd trg nhu 1a bang
bi€u, hinh 4nh, SmartArt, d6 thi, van ban, doan phim, 4m thanh,...

ksl oo B YR N @ Y H 4860« T &5 &

= An

Hinh 27. Ngan Insert
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= Design:Thuc hién cac 1énh vé dinh dang kic cé va chiéu hudng cua cac slide, handout, ap
dung cac mau dinh dang va cac ki€u hinh nén cho slide.

m Hume Insert 51y Tramsitions Animatons Slide Shav Restew View Deselope Ada.Ingt

Is B cotors~ Backoroand St
4 U] Aa Aa Aa M| -E Aq. p=H 5 pn 38 Backgroand Styfe
".";w: ',lrl‘e‘ y wssaw smaun uEsmEw . "“'l’l"i

e L - V'VIE. 3 tide Baoground Gesph
Hinh 28. Ngan Design

= Transitions: PowerPoint 2010 t6 chirc Transitions thanh mot ngan méi trén Ribbon gidp
chung ta co thé ap dung va thiét 1ap cac thong s6 cho cac hiéu ing chuyén slide rit nhanh
chong va thuan loi. Ngoai ra, chiing ta c6 thé xem trudc hiéu tng chuyén slide ngay trong
ché d6 soan thao.

m Hiune Insert Deiigr 1 Lot l Animatine Sase Ihow Teview e Develope 238414 i
- 3
- ung MO SO v ~3 (e Slide
= | — -n‘ e I = e s - -
s s | . 9 Duntic 0200 o W OnMeuse Dia
i To A Yo 000020 °

Haone ot fade Pah e Soht

Hinh 29. Ngan Transitions

= Animations: Danh muc cac hiéu Gng ap dung cho cac ddi tugng trén slide, sao chép hi¢u
ung gitrta cac doi tugng, thiet 1ap thoi gian cling nhu cac sy kién cho céac hi¢u tng.

g Home Ingert Design Transitians af sthar I slige Show Revien View Develape Add-ing Foreest
2
) N
* i 2 .* 20 Animation Pane b Start: On Clio «  Feorder Arsmation
P A Il ( Duratio . .

K . ¥ Tigger = ® Duation: 02.00
Effect g

matson ~ */ Animation Painte # Deta £000 . v Move Later

Teetar Som ) e Desatieate .
Cptionz = &An

Hinh 30. Ngan Animations
»  Slide Show: Chuan bi cac thiét 1ap cho bai thuyét trinh trudc khi trinh dién, tiy bién veé
mat ndi1 dung cua bai thuyét trinh trong cac tinh hudng bao céo, broadcast bai thuyét trinh
cho céac khéan gia theo doi tir xa va thiét 1ap cac thong s6 cho cac man hinh hién thi khi
trinh dién.

Home Insert Design Transitions Animations Slide Show h Review View Developer Add-Ins Format
» Q 10 ~“-";]- ';:—T o ""ﬂ VE’) [¥] play Narrations (@l Resolution: Use Current Resolution ~
—% [EL | L= V) % e
= —— — - —= < [¥] Use Timings E C -
Fram From Broadcast Custom SetUp Hide Rehearse Record Slide = o =
Beginning Current Slide  Slide Show Slide Show ~ | Slide Show Slide  Timings  Show~ [ Show Media Controls | [[] Use Presenter View
Start Slide Show Set Up Monitors

Hinh 31. Ngan Slide Show
» Review: Ghi cha cho cac slide trong bai thuyét trinh, so sanh va trén ndi dung giira cac
bai thuyét trinh va cong cu kiém tra 161 chinh ta.

Home Insert Design Transitions Animations Slide Show Re-.'le-.vlk View Developer Add-Ins

ANTIEE S EEELELIERT &

Spelling Research Theza Translate Language | Show New Edit Delete Previous Next Compare e c E
¥ ¥ {Markup| Comment Comment b 15| REVIE g eyia
Proofing Language Comments Compare

Hinh 32. Ngan Review

= View: Chuyén doi qua lai giira cac ché do hién thi, cho hién thi hodc an thanh thudc, cac
duong luoi, dieu chinh kich thudc vung soan thao, chuyén doi gitra cdc ché dd mau hién
thi, sap x€p cac cua so,...
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"
Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins

&l = == | Ruler © = | coiorl | B Arrange &ll (==
BB KE 5 o oo B | @
g || Gridlines To— E Grayscale ; _E_] Cascade —
‘Normal' Slide MNotes Reading | Slide Handout MNotes = Zoom Fitto I ; New - Switch Macros
| Sorter Page  View | Master Master Master | [ Guides Window |l Black and White | window 553 Move Spiit  windows +
Presentation Views Master Views Show Zoom Color/Grayscale Window Macros

Hinh 33. Ngan View

» Developer: Ngin nay mic dinh dugc an vi né chi hitu dung cho cac 1ap trinh vién, nhiing
nguoi c6 hi€u bict vé VBA. Bé md ngan nay nhan vao nat File | Options | Customize
Ribbon |Developer.

Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins

= /P - R T— )

=2 A AW S =G g Fropeties | (@
Visual Macros Macro M ® _E EB & 3 | G view Code | Document

Basic Security Add-Ins Panel
Code Add-Ins Cantrols Madify

Hinh 34. Ngan Developer
» Add-Ins: Ngin nay chi xuét hién khi cai dat thém cac tién ich cho PowerPoint.

Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat
Vietkey021 ~ @ Snaglt [#f' Window -9
A s i

Menu Commands Custom Toolbars

Hinh 35. Ngan Add-Ins

4. Thay d6i kiéu hién thi trong cira so chwong trinh

PowerPoint 2010 ¢6 hai nhom hién thi d6 1a nhém Presentation Views dung trong qua trinh soan
thao va nhom Master Views ding trong qua trinh thiét ké slide, bd cuc ban in va trang chu slide
thich. Mdi kiéu hién thi c6 cong dung riéng trong qua trinh soan thao, thiét ké, chinh sira hodc
trinh chiéu bai thuyét trinh.
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W

Microsolt

POWERPQINT 2010

“e ot

Click to add notes

NormalJ ‘ ‘ LSIide Show

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 d6 nay dung rat nhiéu trong qué trinh bién soan bai thuyét trinh

e Slide Sorter: Ché d6 nay giup xem tong thé bai trinh dién, bd cuc, cling nhu trinh tu cac
slide trong bai thuyét trinh.

* Notes Page: Ché do nay giup ta thém céac 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 giita cac ché do hién thi thi ban vao ngan View trénRibbon, sau d6 chon

kiéu hién thi mong muén hodc chon kiéu hién thi truc tiép tor goc dudi bén phai thanh trang thai.
Dudi day la cac hinh minh hoa cua céc kiéu hién thi:
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s
' Normal
. o SMART ABI
= o
v e @
= 2]
o @
= O
0
N
N P
A Reading
SMART AR .
View

Nhém Master Views

®
cac slide

'

[reten-npvivsapmpen
ot 4 ot bt

COMPARE

Hinh 37. Cdc kiéu hién thi

Slide
Sorter

Slide
Show

Slide Master: Luu trit thdng tin vé thiét ké kiéu dang, mau sic, font chit, bé cuc,... cho

Handout Master: Thiét 1ap cac thdng s6 cho céc trang in handout nhu chiéu handout,

chiéu cua cac slide b tri trén handout, s6 slide trén maot trang in, sap xép vi tri cua cac

header, footer, hop hién thi ngay thang va sb trang trén handout,. ..

Notes Master: Thiét lap cac thong sé cho cac trang in kém thdng tin ghi chu cua slide
twong tu nhu handout.
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Ad &
. N A
"1
=~
CLCK TO ERIT MASTER TITLE STYLE
—
o—— Ok (o edit Manter tent slyles
Sovonnd level
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Hinh 38. Slide Master va Handout Master

Slide Show: Ngoai hai nhém hicn thj trén, PowerPoint con mot kiéu hién thi nita duoc sur dung
khi trinh chicu bai thuyét trinh goi la Slide Show. Slide Show 1a ché d¢ trinh chicu toan man
hinh, cac slide sé& lan lugt xuat hién theo thir tu duoc sap sép trong bai thuyeét trinh.

Phim tdt:

/8

Nhdn phim F5 dé chuyén sang ché do trinh dién tir slide bdt dau, nhdn t6 hop
phim <Shift + F5> d@é bdt dau trinh chiéu tir slide hién hanh.

5. TUy bién thanh Iénh truy cap nhanh

Ban c6 thé thém nhanh céc nut 1énh duogc tich hop sin cho QAT bing cach nhép trai chudt vao
nat Customize Quick Access Toolbar (*) trén QAT. Sau dd, ban chon hoac bo chon cac nut 1énh

cho hién hoic an trén QAT.

4 Nhitng digm mai

= N\
BIE SR0AR
Home Insert p Customize Quick Access Toolbar
s 3 V| New
J _I v | Open %
Paste New ||/ | Save
E Slide v
Clipboard E-mail
Slides | Outline | % Quick Print
e |V | Print Preview
4 Default Section
V| spelling
: |v | Undo
5 ‘
v | Redo

Slide Show From Beginning
Open Recent File
More Commands...

Show Below the Ribbon

Hinh 39. Thém hodc bot nhanh cdc nit 1énh trén QAT
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Ban ciing c6 thé thém cac nat 1énh khac vao QAT theo huéng dan sau:

&=,

S

1. Chon nut File | Options | Hop thoai PowerPoint Options xuét hién
Chon Quick Access Toolbar tir danh sach bén trai

3. Chon cac nhom Iénh tir hop Choose commqnds from .... Sau dé, ban chon cac nat
1€nh tir hop bén dudi va nhan nat Add >> dé thém vao hdp danh sach bén phai.

4. Néu ban mudn béo mot nut 1énh nao d6 khoi QAT thi chon n6 tir hop Customize
Quick Access Toolbar bén phai va nhan nut Remove.

5. Dé tra QAT vé trang thai mic dinh thi nhin nit Resetva chon Reset only Quick

Access Toolbar.

6. Ban chon Show Quick Access Toolbar below the Ribbon thi QAT s& xuit hién

bén dudi Ribbon.

7. Dé hoan tit viéc tuy bién QAT thi nhan nit OK.

PowerPoint Optiom

;‘ Customao the Quack Access Toobar

Cheote tammandi fioem

Paputar Commands v

——
Agvanced A Inoease Fork Sae

B (nsert Hypestnd

A Insert Rcture from File
Suses Aczens Tosthis

] MNew
MNew Shae
Cpen
Open Hecert Mg

Faste

Quick Frint
Reda

Regow
Reuse Sides
Lane

Save A

send Backward

Send to Dack

CEFEC L cELDREL U

Shapes
w

[ Show Queck Access
Roban

Toobar Beigw the

Prict Preview Add > »

Customize Ouack Actess Toolias
Far 81 Socuments |oetault] v
o e
9 Und
O Fes
¥ Spehing
- Frint Preste
) New
& Open
Customizations Bt *

ngatEsport v |

l Ok ‘ Canve

Hinh 40. Tuy bién QAT

6. Phong to/ thu nhé cira s6 lam viéc

Ban ¢6 thé phéng to hodc thu nho ving soan thao trong ctra s6 PowerPoint 2010 bang céach sir
dung thanh Zoom trén thanh trang thai hoac dung hop thoai Zoom. Ban cé thé phong to hodc thu
nho ving lam viéc trong khoang tir 10% dén 400%. Ban nén st dung tuy chon Fit Slide to

Current Window dé c6 dugc ving 1am viée tét nhét.
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foom @E|

Zoorm ko
(%) Fit Percent:

C400% |70 T % . ‘
biéu chinh vung lam viéc vura

(7 200%; .
O 100% véan theo ctra s6 hién hanh
gézj Mé hop Zoom Ty 1€ hién hanh
" 53‘?: Thu nhé Phéng to
[ Ok l [ Cancel

mies e 70% (= ) (4

Hinh 41. Hop thoai Zoom va thanh Zoom trén thanh trang thai

Dé goi hop thoai Zoom thi ban chon Ribbon | View | chon Zoom. Cach nhanh hon 14 ban nhip
chudt vao nut chi sé phan tram trén thanh trang thai hodc nhin to hop phim <ALT + W + Q>.

7. Thanh thwée ngang va doc

Céc thanh thudc ngang va doc gitp chung ta trong viée bb tri cac thanh phan trén slide chinh xéac
hon. Ban vao chon ngan View trén Ribbon, sau d6 chon Rulers tai nhém Show.

Hoimy

AR TR

= fes o ) Thanh

thudc

! ngang
COMPARI

Thanh | & S
thudc =

doc b, ';.

* >
"

¥ Click to add notes

Skged ol & 1_Thek (Rl & 4% (~- +
Hinh 42. Thanh thudc doc va ngang

Thanh thudc ngang va doc chi ¢6 trong kiéu hién thi Normal va Notes Page va don vi tinh trén
thanh thudce tuy thudc vao thiét 1ap Regional Settings trong Control Panel cua Windows.
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Ban c6 thé tat b6t thanh thude doc bing cach vao File | Options | chon Advance | tim dén muc
Display | bo chon Show vertical ruler.

Advanced I Display

4

Customize Ribbon Show this number of Recent Documents: |20
Show shortcut keys in ScreenTips

I Show vertical ruler I
Add-Ins |:| Disable hardware graphics acceleration

Quick Access Toolbar

Trust Center Open all documents using this view | The view saved in the file W

Hinh 43. Ty chon thanh thudc doc

8. Cac duwong ludi
Céc dudng ludi (gridlines) chia slide thanh cac 6 vudng c6 kich thuge bang nhau giup ching ta
canh chinh cac doi tuong dé dang vacac duong nay s€ khong hién thi khi in ra giay.

Nhitng cach bat/ tit cac duong ludi:

= Céch 1: Nhén t6 hop phim <Shift+F9>.
= Céch 2: View | nhom Show| chon Gridlines.
= Céach3: Home | nhém Drawing | chon Arrange | chon Align | chon View Gridlines.

NHUNG DIEM MOI
Tao, quan ly va lam viéc cong tic véi nhiing nguoi
khac trén bai thuyét trinh
Lam phong phu bai thuyét trinh véi cac doan video,
hinh anh va rit nhiéu hiéu dng méi

Chia sé bai thuyét trinh hiéu qua hon

Céc duong luoi <

Hinh 44. Cdc dwong ludi trén slide

Hop thoai Grid and Guides cho phép thiét 1ap khoang céach gitta cac duong luéi ciing nhu nhiéu
tuy chon khac.Coé nhiéu cach md hdp thoai Grid and Guides:

e Céch 1: Home | nhom Drawing | chon Arrange | chon Align | chon Grid Settings...
e Céch 2: View | nhém Show | chon Grid Setting ()
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Grid and Guides

Snap ko
Snap ohjects ko grid

Bit dinh déi tuong vao duong luai

] snap objects to other objects

arid settings

Bit dinh ddi tugng vao ddi tuong khac

Spacing: | 0.5 | o

Thiét 1ap khoang cach giira cac chim luai
Bat/ tat duong ludi

Display grid on screen

Guide settings
[ bisplay drawing guides on screen
Display smart quides when shapes are aligned

[Set as Default] | (o4 | [ Cancel

L Bat/ tat duong tro giup khi vé

9. Puwong trg giup khi vé

Hinh 45. Hop thoai Grid and Guides

Puong tro giupkhi v& (guides) ciing gidng nhu cac duong ludi trén slide nhung ta c6 thé kéo va
tha chung dén cac vi tri mong mudn. Cac dudng tro gitp nay giup ching ta dé dang trong viée
canh chinh vi tri cta cac ddi tugng trén slide va chiing s& khong duoc hién thi khi in ra gidy.

SMARTART

Hinh 46. Cdc duong tro givp ngang va doc

D¢ bat dwong tro gilp khi v& ban vao View | nhém Show | chon Guides. Ban c6 thé tao thém cac
duong tro gitp bang cach gitt phim Ctrl trong khi diing chudt kéo duong trg giup ngang/ doc dén

vi tri méi va nha chudt.
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Animations Slide Show Review View

[ Rruter ) =1 Color|

L Ru 4-\ ‘. = " ‘ olo

= ~ s \ | | 3.~

[ Gridlines e B Grayscale

— ) Zoom Fitto — o

< V] Guides Window @ mm Black and White

Shov " Zoom Color/Grayscale

Hinh 47. Bat/ tat dwong tro gitp khi vé

X6a bét cac dwong tro gilp bang céch dung chuét kéo ching ra khéi dién
v, tich cua slide.

@

10. Xem bai thuyét trinh & cac ché a9 mau sic khac nhau

Khi soan thao bai thuyét trinh, chung ta thuong soan thao trong ché do diy di mau (Color View).
Tuy nhién, ban nén kiém tra bai thuyét trinh trén man hinh & ché xem den/ tring (Black and
White) hodc tong mau xam (Grayscale) trudc khi ban mudn in ra gidy trén mdy in tring den.

Dé chuyén doi qua lai gitra cac ché d6 mau hién thi, ban nhip chudt vao ngan View | nhém Color/
Grayscale | chon kiéu hién thi 1a Color, Grayscale hoac Black and White

Home Insert Design  Transitions Animations Slide Show  Review View  Deve

DEOE On =

Automatio Light Inverse Gray with Elack with EBlack with EBlack 'White EBack To
Grayscale Grayscale White Fill Grayscale Fill White Fill Color View
Change Selected Object Close

Hinh 48. Cdc tly chon trong kiéu hién thi Grayscale

Sau khi kiém tra bai thuyét trinh trong cac ché d6 mau sic khac nhau, ban nhap chudt vao nit
Back To Color View dé man hinh tro vé ché d6 day di mau sac. Céc tiy chon kiéu mau Black
and White hoac Grayscale khong 1am anh huong dén cac mau sic dang co trén céc slide ma
chung chi c6 tac dung khi in ra gidy trong ché d6 Black and White hoac Grayscale.
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x Lam phong pht bai thuyét trinh voi cic doan video,
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Hinh 49. Slide xem trong ché do Black with White Fill

11. Xem cuing mét bai thuyét trinh trong nhiéu cira so

Tinh ning xem cling mot bai thuyét trinh trong nhiéu cira so rat hiru ich khi ching ta muén tham
khao, sao chép, so sanh,... thdng tin cta cac slide khac trong bai khi dang bién soan noi dung cho
mot slide mai. Bé ma thém maot cira 6 méi cho bai thuyét trinh, ban vao View | nhém Window |
chon New Window.
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Hinh 50. Xem cing mét bai thuyét trinh trong nhiéu ciza sé

MJi cira s6 hién thi s& duoc danh sé phia sau tén bai thuyét trinh trén thanh twya dé cua cua sé
PowerPoint.

12. Sap xep cac cira so

Khi ban mé nhiéu cira s6 cung mot luc bang cach nhan ban hodc do monhiéu tap tin PowerPoint,
ban ¢6 thé dung chirc ning sip xép céac ctra s6 dé d& dang hon trong viéc chuyen dbi ctra s6, bién
soan, hodc so sanh nodi dung giira cac bai thuyét trinh. C6 hai kiéu sip xép cira s6 nhu sau:
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» Kiéu Arrange All: Vao View | nhém Window | chon Arrange All. Cac cira s6 s& duoc
dan ra trén man hinh va khong bi chong Ién nhau.

= Kiéu Cascade: Vao View | nhém Window | chon Cascade. Cac ctra s6 duogc sap xép theo
cach xép chong 1én nhau, moi ctra so chi thay thanh tya de.

- - '-r‘- s
-' : V (ART ART ~= SMART ARD
= & o = o |
. y = @ - @
ool #¥: |- :
d - - 0 ‘= ‘o
‘= = 0
= : o o

Hinh 51. Sdp xép cdc cira s6 theo kiéu Arrange All va Cascade

Cdc 1énh sdp xép nay sé khong c6 tac dung doi véi cdc civa s6 PowerPoint
thu nho nam trén thanh Taskbar cua Windows.
é‘:{

13. Chuyén doi qua lai giira cac cira so

Ban c6 thé chuyén doi qua lai giita cac ctra s6 1am viée ctia PowerPoint bang cach vao ngin View
| nhém Window | chon Switch Windows | chon tén tap tin PowerPoint can xem.

View Developer Add-Ins Acrobat
br = | H Arrange All j =
jscale I [y cascade =2
Mew — Switch Macros
k and White | \window s Move Split  \Windows ~
Gtayscale Nindo 1 PowerPaint 2010.pptx
v | 2 PowerPoint 2010Sample.pptx

Hinh 52. Chuyén déi qua lai giita cdc cira s6

14. Sir dung trinh tr¢ gigp

Trinh tro gitip ctia PowerPoint giéng nhu mot quyén sach tham khao toan dién nhat. Ban c6 thé
tim kiém cac hudng dan tir trinh tro giup nay moi khi gép kho khan trong viéc s dung cac chirc
nang cua chuong trinh. Trinh tro gitp s€ cung cAp céc huéng dan timg buge rat dé theo di va dé
hiéu, tuy nhién ban can phai thanh thao tiéng Anh méi c¢6 thé str dung t6t ngudn tai nguyén nay.

Dé mé trinh tro giup cua PowerPoint, ban nhdn phim F1 hodc nhdp nut Help trong cira sb
chuong trinh PowerPoint.
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11" I R (o , - 1 = m o
| ) PowetPoint Help o B 8| ;
- Heme S0 G ii-w sewisge  Adetn o @T— Nut Help
- > e ay L | SAREERARA
[ 1 52de 5o _i." = =
| Wl Notes Pag 2 o T 2 “-YJ E
UIIIU: 3 Reading | ~ w:::;ow = w.mm. . Macios
Fieieamaban View w Wingom Maooe N N , .
== | vefinem R — Nhap tir khoa cua
& Gettn; e i rrisgaeact phan muon tro gitp
Gettng wtaned wih PoperPount Vorng weh 1=xt
Soniirg, prume e thesarie Workew with Inbies
Workng wmiih therty Varong weh Snectict graphics
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Hinh 53. Cika s6 phan tro gitip ciia PowerPoint

Bdng 1. Thanh thire don ciia cira s6 Help

Nat  Tén nat Mb ti |
© @ Back and Di t¢i va lui trong cac bai huéng dan ma ban da xem giéng nhu
Forward trinh duyét
() Stop Durng tai ndi dung mudn xem, rat hiru ich khi viéc tai qué cham va
ban muon huy Ié€nh tai (thong thuong 1a ndi dung tir Internet).

@ Refresh Tai lai ndi dung tir Internet

o} Home Tré vé danh muc chu dé mic dinh cua trinh tro giap.

& Print In nd1 dung bai hudng dan hién hanh.

£

Change Font Mo danh muc cac lua chon kich thudc chir trong bai hudng.
Size

Show Table of  Tat/ m& khung muc luc cac bai huéng dan bén trai cira sé Help.
Contents

% @

Keep on Top Giit cira s6 Help luén ndm trén tt ca cac ctra s khéc.
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15. Héi dap
Cau 1. Hay tay bién thanh Iénh truy cdp nhanh (QAT)?

Yéu cau QAT s& c6 cac nit Iénh theo thr tu sau: New, Open, Save, Print Preview, Undo, Redo,
Copy, Paste, Pulish as PDF or XPS va chia lam 2 nhom ngan cach nhau bdi mét duong ranh gidi
(separator) trudc nut Copy.

Tra loi:

Ching ta c6 thé tly bién QAT cua PowerPoint cho mét tap tin cu thé hay cho tat ca céc tap tin
trong chuong trinh.

q Cac budc thuc hién nhu sau:

\J
1. Khoi dong chuong trinh PowerPoint

2. Trén ctra s6 chuong trinh ban nhap vao nat Customize Quick Access Toolbar (7)
3. Ban tich chon cac nut Iénh sau: New, Open, Save, Print Preview, Undo, Redo.

W= 2 ra D
LEI‘H.O'L,JL_I.},‘% QA.pptx
Home Insert Customize Quick Access Toolbar
l | v | New

“ENE LM

Do B e ||@ oren

Paste New _‘ V| Save

Y. Slide~ &7 .
Clipboard 1% Slides E-ma
— e Quick Print
— = x! (

[ ———— | v | Print Preview
1
Spelling
|v | Undo
v | Redo

Slide Show From Beginning

Open Recent File

More Commands...

Show Below the Ribbon

Hinh 54. Chon cac nit Iénh vao QAT

4. Cac nat lénh con lai khdng c6 san cho ban chon, do vay ban chon ngan Home trén
Ribbon, dén nhom Clipboard va nhap phai chuét 1én nat Copy va chon Add to
Quick Access Toolbar.

File Home Insert Design Transitions Animations
Jp———

E % Cut 1 (5= Layout ~ .
&2 Copy ~ — oo
Paste Add to Quick Access Toolbar
= 7 Format
Clipboard Customize Quick Access Toolbar..
| Slides ra@ Show Quick Access Toolbar Below the Ribban

1 Customize the Ribbon...

Minimize the Ribbon

Hinh 55. Thém nhanh cac nat Iénh tir Ribbon vao QAT
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5. Thuc hién lai buéc 4 dé thém nat Paste vao QAT. Tuy nhién dé thém seperator va nit
Pulish as PDF or XPS thi khéng thé thém vao QAT theo céc cach trén dugc. Ban hdy
vao File, chon Options. Hop thoai PowerPoint Options xuat hién.

PowerPoint Options @
General @ Customize the Quick Access Toolbar.
Proofing
Choose commands from: Customize Quick Access Toolbar: (i
save | Popular Commands A | |For all documents [default) w
Language
Advanced 2 e save
o Adtion ¥} Undo »
Customize Ribbon ‘a- Add Animation 4 U Redo
- 30 Animation Pane ] Mew
Quick Access Toolbar i Animation Styles , = Open
Add-ns [h Bring Forward ul Print Preview
'1:2; Ering to Front
Trust Center 1= Bullets v m
B3 Copy “
# Cut
A~ Decrease Font Size
lﬁ Draw Table
] Draw Vertical Text Box
7] Duplicate Selected Slides
(i< E-mail 3
. Customizations: i
|:| Show Quick Access Toolbar below the

[ K ] [ Cancel

Hinh 56. Hgp thogi PowerPoint Options

6. Chon nhom Quick Access Toolbar, 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 ngin File trén Ribbon. Do vy,
ban chon File Tab tir hop Choose commands from dé cac nat 1énh trong nhom nay
dugc ligt 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 - File Tad v For all documenty jdef sl -
Commands Mot in the Ribbon
. Print Preview & e S
All Commands Q) Properties ) uUnao
Macros 3 Protect Presentation . O Redo
& Publizh ’ J  New
""""" & Open

Z Publish Siides A Print Preview
o Quick Print «Separators )
---------- A Restrict Permission ’ gaa s~ [] LA
Home Tab )

¥ Resticted Access ["«< Bemove |

Insert Tab e sove
Bl Se i

Hinh 57. Cac Iénh trong File Tab

8. Ban chon nat Publish as PDF or XPS va nhan nit 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 c4c nat lénh trong khung va nhan cac nat Move Up hoic Move
Down dé sap xép theo thi tu yéu cau.

Customize Quick Access Toolbar G

For all documents [default] b

!‘ Print Preview

¥} Undo *
5 Redo

<Separator= E
43 Copy E]
[, Paste
=

Publish as PDF or XP5

Hinh 58. Sdp xép cac nut Iénh

10. Nhan nat OK dé hoan tit cac tly chinh QAT. Két qua QAT nhu sau:

RIDEHRAD-0 | 22@Q |-

Hinh'59. QAT sau khi tiy bién
11. Muén phuc hdi QAT vé trang thai mac dinh gidng nhu khi moi 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 60. Huy bé cac tiy bién trong QAT

e Reset only Quick Access Toolbar: chon sé& tra QAT Vvé trang thai mic dinh

e Reset all customizations: chon s& hay bo tat ca cac tuy bién trong PowerPoint
ké ca tiy bién Ribbon.
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Cau 2. Tao mét ngan Iénh mgi trén Ribbon tén la “Lénh ciia tui” nhw hinh sau:

Lénh cda tui k Home Insert Design Transitions Animations Slide Show Review
4 ey e . ) e — . -
T HEPEE4 @ % (B
V' - A' \'2] _— ) B
Cut _0f Paste ot S New Picture Shapes Table Text WaordArt Hyperiink Add Transition
= J Slide ~ - % Box - Animation v Scheme~
Cat, dan Pinh dang Chen slide, ddi tuong Hiéu inag

Hinh 61. Tago ngan “Lénh cia tui” trén Ribbon
Traloi:

PowerPoint 2010 cho phép tuy bién Ribbon véi giao dién nguoi dung rat dé st dung va nhanh
chong.

q Cac buéc thuc hién nhu sau:
{

1. Khéi dong chuong trinh PowerPoint

2. Vao File, chon Options, chon Customize Ribbon.

Customize the Ribbon: (i
| Main Tabs v

Main Tabs
[+]Home
[#]Insert

[#] Design

[] Transitions
[#] Animations
[+#] slide Show
[+] Review
[w] View

[#] Developer
[+] Add-Ins
[#] Merge

[#] Grayscale E]

[#] Black &nd White

[w] Slide Master

[+] Handout Master

[#] Motes Master

[+] Background Removal
[+] Home [Master Views)

FEHEHEEEEEHEEEEBBRBBRBE

[ Mew Ta ﬂemeup] [ Rename... ]

Customizations? | Reset =
Import/Export = (L

Hinh 62. Ty bién Riboon

3. Nhin vao nat New Tab, mot Tab méi dugc tao thém trong danh séch Main Tabs ¢
trén. Ban nhap phai chu6t Ién Tab vira tao va chon Iénh Rename dé dat tén lai.
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Main Tabs S
[#]Home F
=l [«] Mew Tab [Custom)
Mew Group [Custom) Add New Tab
[#]Insert Add New Group
[#] Design
[«] Transitions —
[#] Animations v ShowTa
[+ |+ Slide S5h
B ] I_E o Remove
[ [v] Review Displ iLh b s ]
. ay name: |Lénh cla tui
[w] Wiew Maove Up Y 2
[+ |+ Devel
) [] Developer MMove Down I o I [ Cance ]
[#] Add-Ins

Hinh 63. Bat tén lgi cho Tab

4. Nhép phai chudt Ién New Group (Custom) va chon Rename dé dat tén lai la “Cat,
dan” va nhap OK dé dong hop Rename.

Rename @
Symbol:
HO00A Y VG HuHE A
DG aN A »«ew e

MaTahs Aave P BYTR28QYT

¥|Home ’ ¢ Ko R D %3 Jiy (3

B [+] Lénh cia tui (Custom) g m ip ® & . '{’I @ 8 Y@
Mew Group (Customi ® @ © & Qs IOH

B[] Insert Add New Tab O0O00O00O0O00OC = .k N

oy Add New Group HOCEO=EECdhims

[] Transitior aSscs = X
= [+] Animatial Rename ...)Iij"y/' ﬁja - i1 (8] Q "‘&
= [] Slide Sho AJAX vEEOBT &8 F:=

Eemaove

Review G QM q 4
i “ k! L & A E v
[v] View Hide Command Labels b fa 9 g Q& "a =5
! < »
Develope Display name: |C3t, dan \
[v] Add-Ins Move Up
Merge Move Down [ OK ] [ Cancel ]

Ll Ll Crawerala

Hinh 64. Déi tén cho Group

5. Chon lai ngan “Lénh cta tui” va nhap chudt 3 1an nit New Group & bén dudi dé thém
vao 3 nhdm Iénh nira. Sau d6 lam theo budc 4 d€ lan luot d6i tén la “Pinh dang”,

% ¢

“Chén slide, ddi trong”, “Hiéu tmg”.
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Main Tabs
Home

Cat, dan [Custom)

[#]Insert

[#] Design

[#] Transitions

[#] Animations

Slide Show

[#] Review

[w] Wiew

=] Lénh cda tui [Custom)

Main Tabs

[#]Home

= [+#] Lénh cia tui [Custom)
Cat, dan [Custom)
Binh dang [Custom]

Cheén slide, ddi tugpeCustom)
Hiéu mng (Custam
[¢]Insert

[#] Design
[#] Transitions

[#] Animations

[ Mew Tab ] [ﬂewGroup] [ Rename...

Customizations: i

Hinh 65. Chén cac nhém vao Tab mdi

6. Dé thém cac nat 1énh vao cac nhém Iénh vira tao 1am theo trinh tyu sau:

e Chon Choose commands from bén khung bén trai dé liét ké céc lénh théng
dung
e Chon nit Iénh can dua vao “Lénh cua tui”
e Chon nhém Iénh chra nat 1énh dang chon tir khung Customize the Ribbon
bén phai.
e Nhin nat Add dé thém cac Iénh vao cac nhém hozc nhan nit Remove dé loai
bo nat khdng can khoi cac nhom.
e Thuyc hién lai qui trinh nay dé thém tat ca cac nat l1énh vao cac nhdm theo yéu
cau cau hoi.
e Nhin nit Move Up va Move Down dé sap xép cac nat lénh theo trinh tu yéu
cau.
Choose commands from: (i Custamize the Ribbon: (i
|Popu|arCommands vl |I'\.-13ir| Tabs w
__.I LJLIpI!E.dLE JgeLLeEd Jues P E Lél"lh Cl:la tLII [Custom] A
B4 iO":" L [ = Cit, dén (Custom) ]
A Font Calor 4 ‘* EUt
Font Size I~ l}g P::::f:
o :zormat gabc.kiround... =l Binh dang (Custom)
e A nacsse Font e
a " Decrease Font Size B
CP From Beginning A
:‘i:r From Current Slide m;‘ ' A Font Color 3 E]
T Group Ne <4 Format Background E]
Pe ) ‘= Bullets 3
9 IHypE”'"k'” _ 1 Chén slide, d6i tuong [Custom)
é ncrease Font Size Higu ng (Custom)
= Llayout 3 [ Insert
b Macros # W] Desinn v
1 Mew
=] Mew Slide b l Mew Tab ] [ﬂemeup] l Rename... l
L:g SE:: Cecent File.. Customizations: i
3 o s i

Hinh 66. Thém cac nut Iénh vdo cdc nhém tuwong ving

7. Chon ngin “Lénh cua tui” va nhan céc nit Move Up hoic Move Down dé dua ngin

nay lén trudc ngdn Home.
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8. Theo yéu cau cua cau hoi thi nhém Iénh “Pinh dang” khong c¢6 cac nhan bén dudi cac
nat 1énh. Do vay, ban nhap phai chuét I1én nhém Iénh nay roi chon Hide Command
Labels.

Main Tabs s
=l [#] Lénh cda tui (Custom)

[El Ct, dan (Custom)
4 Cut
53 Copy
|, Paste

= Binh dang [Cu "

A Increat Add Mew Tab
A Decrez Add Mew Group

‘= Bullets

A Fontd Rename
Ji| Forma Remove
# Forma _

B Chén slide, a5 ¥ Hide Co R
=] Mews Move U
[ Hew Tab ] [ New G Move Down

Hinh 67. An nhin bén duwdi nlt 1énh

Cau 3. Xin cho biét cach nao di chuyén cac tay bién trong Ribbon va QAT sang Office ¢ may
tinh khac?
Traloi:

Gia sir ban da tuy bién rat nhiéu cho Ribbon va QAT tir may tinh & cong ty va ban mudn chuyén
cac tuy bién rat tién loi nay sang Office trong may tinh & nha. Trong PowerPoint 2010 néi riéng
va Office 2010 n6i chung thi yéu cau nay thuc hién rat don gian.

q Cac budc thuc hién nhu sau:

Vao may tinh cong ty, khai dong PowerPoint 2010.
2. Vo File, chon Options, hop thoai PowerPoint Options xuat hién

3. Ban chon Customize Ribbon, chon nat Import/Export va chon Export all
customizations.

Customizations: i
Import/Export ™ |G

Import customization file

Export all customizations [}-_‘

Hinh 68. Lénh Inport/Export

4. Hop thoai File Save xuét hién
e Tim noi luu tap tin tai Save in
e Dat tén tap tin tai File name
e Save as type dé mic dinh 1a Exported Office Ul file (*.exportedUl)
e Nhén nit Save dé luu.
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File Save
Save in: |[,'_J My Documents v| @ - X (] j &2
s My Recent PowerPaoint Custarizations, exportedUl
Documents | =5 My virkual Machines
@ Desktop |5 Downloads
S — @My Music
=My Snaglt
I oscuments ggffsgoft
j qumputer My Data Sources
PO, |Cvisual Studio 2008
v PI:cei war IC)Snaglt Catalog
[ﬂMy Pictures
I onefoke Motehooks
@Setup Factory 8.0
My Recordings
)My eBooks
| visual Studio 2005
li'lSQL Server Management Studio Express
IEMV Videos
|y Carntasia Studio
File name: |P0werPoint Customizations| v |
Save as bype: |Exported OFfice LI fils (*,exportedur)| File name v |
(= (o=
Hinh 69. Luu tdp tin Ul
z A - \ A 3 - 3 z . \ r A A
5. Chép tap tin vua xuat ra, mo PowerPoint 2010 & may tai nha. Sau do, ban vao hop

thoai PowerPoint Options rdi chon ndt Iénh Import/Export trong khung Customize
Ribbon. Ban chon tiép lénh Import customization file. Trong hop thoai File Open:

e Tim dén tap tin Ul tai hop Look in
e Chon tén tap Ul
o Nhan n(t Open dé nhap tiy bién Ribbon va QAT vao Office

Nhan nat OK déng hop thoai PowerPoint Options.

Cau 4. Cho biét cdach thay doi mét sé tuy chinh trong chwong trinh PowerPoint?

e Thay ddi tdng mau (Color scheme) caa chuong trinh.
e Tit tinh nang kiém tra chinh ta cia van ban.
e Diéu chinh Recent Presentations lai con 10.

Tra loi:

q Cac buadc thuc hién nhu sau:
(

o
1. Mo chuong trinh PowerPoint

2. Vao File, chon Options, hop thoai PowerPoint Options xuat hién

3. Chon nhom General, tai User Interface options, tai hop Color scheme ban chon lai

tong mau cho chuong trinh.
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User Interface options

Show Mini Toolbar on selection
Enable Live Preview i
Always use ClearType

Personalize your of Blatk  |rosoft Office

User name: |Thanh Phong

Initials: TP

LColor scheme: Silver@
ScreenTip style: Elue #dre descriptions in ScreenTips b

Hinh 70. Chon Color scheme

spelling as you type.

When correcting spelling in PowerPoint

|:| Check spelling as you tyg

|:| Use contextual spelling

Hinh 71. Bé tly chon kiém tra chinh ta

Recent Documents thanh 10.

Display

4

Show this number of Becent 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 72. Tuy chon Recent Documents

6. Nhin OK hoan tat.

4. Chon nhom Proofing, tai When correcting spelling in PowerPoint, bo chon Check

5. Vao nhém Advanced, nhém Display va diéu chinh tai hop Show this number of
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Cau 5. Lam sao dn hogc hign cac thong bao trén thanh trgng thai?
Traloi:

Nhép phai chudt 1én thanh trang thai, tir d6 chon hodc bo chon cac thdng tin cho thanh trang thai.

Customize Status Bar
v | View Indicator Slide 1 of 4
v | Theme "Adjacenay”
v | Mumber of Authors Editing
v | Spell Check Errars
v | Language
H - & d -~ v | Signatures Off
OI a p v | Information Management Policy Off
Microsoft PowerPoint 2010 v | Permissions off
v | Upload Status
v | Document Updates Available Mo
v | View Shortouts
v | Zoom 50%
v | Zoom Slider
4 Zoom to Fit
| <3 | (@ B2 e = s0% (o) & 5
N

Hinh 73. Cdc tiy chon cho thanh trang thai

@AAA"AA‘4AAAA‘AAA@
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Chuong 2
Tao bai thuyét trinh cé ban

Ngi dung
1. Tao bai thuyét trinh
2. Luu bai thuyét trinh
3. Bao vé bai thuyét trinh bang mat ma
4. Tang cuong do an toan cho PowerPoint vai tinh nang File Block Settings
5. Céc thao tac vai slide
6. Mo va dong bai thuyét trinh

7. Hoi dap
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C huong nay trinh bay cach tao mot bai thuyét trinh méi dua vao cac mau thiét ké sin cua
PowerPoint ciing nhu tir c4&¢ mau dinh dang do ngudi dung thiét ké. Ngoai ra, chuong nay
ciing trinh bay mot s6 thao tac co ban ddi véi bai thuyét trinh nhu luu trit, chon dinh dang tap tin
va thiét 1ap mat ma dé bao vé bai thuyét trinh.

1. Tao bai thuyét trinh

PowerPoint cung cip nhiéu cach thirc dé tao mot bai thuyét trinh méi. Chang ta sé lan luot xem
gua cac cach nay.

Tao bai thuyét trinh réng

Khi ban khéi dong chuong trinh PowerPoint thi mot bai trinh dién rong (blank) da mic dinh duoc
tao ra, ddy chinh 1a cach tao bai thuyét trinh mic dinh ciia PowerPoint va ban chi can tiép tuc
soan thao ndi cho cac slide.

Khi ban dang trong ctra s6 PowerPoint va ban mudn tao thém mét bai thuyét trinh rdng nira, ban
lam theo cac budc sau:

-

1. Vao ngan File

2. Chon lénh New, hop Available Templates and Themes xuét hién bén phai
3. Chon Blank presentation

4. Nhan nit Create dé tao mai.

Phim tdt:

& Dung t6 hop phim tat <Ctrl+N> @ tgo nhanh bai thuyét trinh réng
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L3
L R * °
= e
d Themes 8lank presentation
"
L
: O Q H
>
d o *
f )
(=1
s
Recent Eiack sriple
B =
~
Pomt \‘1 -4
template

Help
iy ~0d-Ins
1J Cptioos

E3 et

c : e

Hinh 74. Hgp thoai New Presentation

Tao bai thuyét trinh tir miu c6 sin

PowerPoint Template 12 cac mau dinh dang da dugc thiét ké sin (template) kém theo trong bo
Office hoic do chiing ta tai tir Internet. Template c6 thé chta cac layout, theme color, theme font,
theme effect, cac kiéu nén cua slide va co thé chaa ca cac noi dung mau. PowerPoint cung cap rat
nhiéu template va dugc thiét ké véi nhiéu chu dé khac nhau (Business, Education, Finance,
Holidays, Inspirational, Religion, Social, Sports, Science, Technology) phil hop cho rat nhiéu tinh
hubng béo cao trong thyc té.

Ching ta c6 thé ty minh thiét ké cac template dé st dung lai nhiéu lan hoic chia s& cho ngudi
khéc. Ngoai ra, trén internet c6 rat nhiéu trang web chuyén cung cap céc kiéu template dep va
dugc cap nhat thuong xuyén nhu 1a: office.com, powerbacks.com, templateswise.com,...

Dung cac miu dwoc xay dwng san kém theo phan mém Microsoft PowerPoint

Céac mAu trong phan nay khong nhidu vi PowerPoint con cho phép ban chon mau tir cac ngudn
khac, dac biét 1a tir Internet. Cac budc thuc hién:

q 1. Vao ngan File
J 2

./ 2. Chon lénh New, hop Available Templates and Themes xuét hién bén phai
Chon Sample templates

4. Chon mot mau thiét ké tir danh sach bén dudi va xem hinh minh hoa phia bén phai
cua So.

5. Nhan nit Create dé tao mai bai thuyét trinh
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Hinh 75. Mgt s6 Sample templates

Ding cac miu tir trang web office.com

Trang web office.com c4p nhat thudng xuyén cac mau thiét ké méi va dep, do vay ban c6 thé tao
bai thuyét trinh mai sir dung mau tir nguon nay. Cac bude thuc hién:

” 1. Vao ngan File
' 2. Chon lénh New, hop Available Templates and Themes xuét hién bén phai

3. Di chuyén dén Office.com templates. Tai day, cac mau dugc nhém lai theo noi
dung cua chung.

4. Vi du chon nhom la Presentations, chon tiép phan loai mau 1a Business va doi
trong gidy lat dé PowerPoint cap nhat danh sach cac mau tir Internet.

5. Chon mét mau thiét ké tir danh sach bén duéi va xem hinh minh hoa phia bén phai
cira so.

6. Néu dong y véi miu dang xem thi nhan nit Download dé tai vé va tao bai thuyét
trinh méi theo mau nay.
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Hinh 76. Chon mdu tir trang office.com

Dung ciac miu thiét ké ciia ban tao hoiic cic miu swu tim dang lwu trén dia

Khi PowerPoint da ting tai mot mau thiét ké mai tir Internet vé may thi né s& tu dong luu mau do
vao danh muc My Templates dé ban c6 thé s dung lai sau nay. Lam theo cac budc sau dé su
dung mot mau dang luu trén dia:

ﬂ

1.
2.
3.
4.

Vao ngan File

Chon Iénh New, hop Available Templates and Themes xuat hién bén phai

Chon My templates

Chon mot mau thiét ké tir danh sach bén dudi va xem hinh minh hoa phia bén phai
cua so.

Néu dong ¥ véi miu dang xem thi nhan nit OK dé tao bai thuyét trinh méi theo
mau nay.

New Presentation ?l

Persond Templates

w00 tawndar, pot E 3 G
-'!J-:w and effect disgram pot
Wrood pyramid presentation pok Fravew
O ) Ushtrien strbe mage shde. pot
»@SA month imeling. pot Sl

W warr 1 258ter el por
B world in hand desion tamplate oot

Lo ]| came

Hinh 77. Cdc mdu dang lwu trén dia
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Tao bai thuyét trinh tir mdt bai 6 sin

Ban c6 sian mdt bai thuyét trinh ma ndi dung cta no6 tuong tu véi bai ma ban sép tao. Khi d6, ban
nén tao bai thuyét trinh méi dua trén bai sin c6 d6 dé d& ton thoi gian 1am lai tir diu. Cac budc
thuc hién nhu sau:

Vao ngan File
Chon Iénh New, hop Available Templates and Themes xuat hién bén phai

1

2

3. Chon New from Existing

4. Hay tim dén noi chira tap tin trinh dién mau va chon noé.
5

Nhén nit CreateNew dé tao méi bai trinh dién dua trén tap tin ¢6 sén.

New from Existing Preseniation E'Bi
Look 1 ) Books 2010 v @- XD~
(M Recent | (Mineda
Dotursents LMy Terpistes
L;)C'-‘S‘!W e eowerPort 2010, pptx
W FoverPomt 201 0s ppt =

My
(A b
Documents | GalPowerPore_2010 2ok

g Type: Merosoft Cffios PomsrPoet Presant shon
Compae Soe: 17.3M8

‘iw Nt sacrk Dete Moddied: 121972007 551 AM
Fiaces

Fie pame: -

Fles F DRt PowearPont Prasantations (¥ o0t *. 0o *. poky™ SO0 £PIN|* S50, PPTs; ™, pobe; . Dot * s

[ Tooks - l ;".\:(ewﬁvﬂ Cancel

Hinh 78. Tao bai thuyét trinh tir mét bai ¢ san

Tao nhanh cac slide thuyét trinh tir tap tin dan bai

Ngoai nhitng cach trén, PowerPoint con cho phép tao bai thuyét trinh tir cac tap tin ciia cic ung
dung khac. Chang han nhu, chiing ta bién soan trudc dan bai cua bai thuyét trinh trong cac trinh
soan thao van ban Word, WordPad, NotePad,... Sau d6, PowerPoint nhap cac dan bai nay vao
thanh cac slide va ban chi can bd sung thém céc hinh anh, video, 4m thanh, ... 1a di c6 mot bai
thuyét trinh hoan chinh. Céac budc thuc hién nhu sau:

o

1. Vao ngan File

2. Chon lénh Open, hop thoai Open xuét hién

3. Tai Files of type chon kiéu tap tin 12 All Outlines.
4,

Chon tap tin Outline mong mudn va chon Open dé mé
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Hinh79. Tao nhanh bai thuyét trinh tir tdp tin outline
Cau trac Outline:
é Outline 1a t@p tin chi chiza van ban, cac slide cach nhau bang mét ky hi¢u

xuong dong (Enter). Trén mai slide, twa dé slide viét binh thuwong va cac ngi

dung trén slide thi phai Tab thuz dau dong.

2. Lwu bai thuyét trinh

Trong sudt qué trinh bién soan bai thuyét trinh, ching ta phai thuong xuyén thuc hién lénh luu
tap tin dé tranh cac su ¢b bat ngo xay ra c6 thé lam mat di cac slide ma ta vira bién soan. Ty theo
thoi diém thyc hién lénh luu ma PowerPoint thuc hién cac hoat dong khac nhau, sau day 1a mot

s6 trudng hop.

Luwu bai thuyét trinh lan dau

tién

Lan dau tién thuc hién 1énh luu tap tin bai thuyét trinh thi PowerPoint s& m& hop thoai Save As.
Ttr hop thoai nay ban hdy dit tén cho tap tin, chon loai dinh dang tap tin va chon vi tri trén 6 dia
dé luu trix. Cac budce thuc hién nhu sau:

Vao ngan File
Chon lénh Save, h

ol

s

op Save As xuét hién

3. Nhap tén tap tin bai thuyét trinh tai hop File name. Vi du ban dat tén tap tin la
PowerPoint 2010. (Tap tin nay sé duoc dung dé thuc hanh trong céac vi du sau nay

cua tai liu).

4. Chon loai dinh dang tap tin tai Save as type. Vi du ban chon kiéu tap tin la
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PowerPoint Presentation (*.pptx).

kiéu dinh dang dung cho PowerPoint 2007 va 2010.

PowerPoint mic dinh kiéu tap tin 12 PowerPoint Presentation (*.pptx), dy la

Ching ta c6 thé luu tap tin theo dinh dang PowerPoint 97-2003 Presentation

(*.ppt) dé cac phién ban PowerPoint 2003 tro vé trudc c6 thé mé dugc bai

thuyét trinh tao trén PowerPoint 2010. Tuy nhién,

cac hiéu tng va cac kiéu

dinh dang dac thu caa PowerPoint 2010 sé khéng hoat dong.

5. Tai hop Save in, ban hiy tim dén thu muc can luu tap tin
6. Nhan nat Save dé luu

Save As @
savein: | () Books 2010 ¥ @ @ XGEiE-
5 My Recent ICBackup
Dacuments | =5 myltimedia
@ Desktop l,::'IMyTempIates
iﬂ_]OpenSampIeOutline.pptx
B8 E“" ; E<f| PowerPoint 2010, ppks
meuments II;i]PowerPoint Z010a,ppbx
My i< .
GamEED Eﬂgoweriofnt ZDDIIDDSamFIe.pptx
ower Poinl .ppx
\g Iy Metwork - PR
Flaces
File name: |TenBaiThuyetTrinh.pptx v |
Save as bype: F'n:nl.-'-.lerF'n:nint Presentation (*,
(o) (o

Hinh 80. Hép thogi Save As

Qui dinh vé ddt tén tap tin:

dat tén ngoai trir cdc ky tw sau <, >,?, * /, va \.

Tén tdp tin c6 thé dai téi 255 ky tu va ban ¢é thé dimg tdt ca cdc logi ky tw dé

Luwu bai thuyét trinh c4c 1an sau

Sau khi da luu tap tin trinh dién, khi c¢6 hiéu chinh, thém noi dung va
lai thi ban c6 thé 1am theo mot trong cac cach sau:

e VaoFile | chon nut Save, hoac
e Nhén nut Save (=) trén Quick Access Toolbar, hoic

e Nhan t6 hop phim tat <Ctrl+S>

mudn luu bai thuyét trinh
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m Home Insert Design Tran
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B save As
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Recent

Hinh 81. Luu bai thuyét trinh

Thém nut I1énh vao QAT:

/8

Dé thém it Save vao thanh Quick Access Toolbar ban nhap tréi chugt vao
nut Customize Quick Access Toolbar (™) va chon nut Save.

Luwru bai thuyét trinh & cac dinh dang khac

Khi Iuu bai thuyét trinh, ban c¢6 thé chon céc kiéu dinh dang tap tin tir hop Save as type trong hop
thoai Save As. PowerPoint cung cip rat nhiéu kiéu dinh dang cho ban lya chon tir viéc luu bai
thuyét trinh sang dinh dang hinh anh nhu JPEGs (.jpg), Portable Document Format (.pdf), trang
web (.html), Open Document Presentation (.odp — phan phém bién soan bai thuyét trinh trong b

OpenOffice), va tham chi 1a luu bai thuyét trinh sang dinh dang phim,...

Thuc hién cac bude sau dé luu bai thuyét trinh sang cac dinh dang khac:

M& bai thuyét trinh muén Iuu sang dinh dang khéc.

o=

- Vao ngan File
Chon Iénh Save As, hop Save As xuét hién

Tai Save as type, ban chon lai kiéu dinh dang khéc.

o b~ w e

Nhan nat Save dé thuc hién lénh.

File parne: PoweerPaoint 2010, pptx

Save a5 bYPS! | poF (% pdf)

PowerPoint Presentation (% pptx)
PowerPoint Macro-Enabled Presentation (*.pptm)
PowerPoint 97-2003 Presentation (*.ppt

¥P3 Document (*,xps)
PowerPoint Templake (% pok:)

Hinh 82. Luu tdp tin dudi dinh dang khac
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Bang 2. Cdc kiéu dinh dang ctia tdp tin ma PowerPoint 2010 hé tro

PowerPoint .pptx Mic dinh, chi ¢6 thé mo bang PowerPoint 2007 va

Presentation 2010 (hoac phai cai thém phan bo sung cho cac phién
bénﬁcﬁ thi méi m¢é duge). Pinh dang tap tin theo
chuan XML.

PowerPoint Macro- pptm Nhu trén nhung c6 cho phép luu ma Macro va VBA

Enabled Presentation

PowerPoint 97-2003 .ppt Dinh dang tuong thich ngugc véi cac phién ban

Presentation PowerPoint 97, 2000, 2002 (XP), hoac 2003.

PDF pdf Luu dudi dinh dang PDF, ban phai cai thém PDF and
XPS tur trang web Office Online.

XPS XpS Tuong tu PDF nhung ddy la dinh dang cua
Microsoft. Windows Vista ¢6 san trinh xem tap tin
XPS.

PowerPoint Template  .potx Tap tin mau dinh dang (template) ctia PowerPoint
2007

PowerPoint Macro- .potm Nhu trén nhung ¢6 thé luu ma Macro va VBA

Enabled Template

PowerPoint 97-2003 .pot Tap tin mau dinh dang (template) ctia cac phién ban

Template PowerPoint 97, 2000, 2002 (XP), hoac 2003.

Office Theme thmx Gidng nhu template, nhung n6 chi chura cac thiét lap
dinh dang (theme) nhu (fonts, mau sac, va cac hi¢u
ung).

PowerPoint Show .pps, .ppsx Gidng nhu mot tdp tin PowerPoint binh thuong

nhung mo s& & ché do Slide Show: rét hitu ich khi
phan phoi cho ngudi xem.

PowerPoint Macro- .ppsm Gidng nhu trén nhung c6 thé luu ma Macro va VBA

Enabled Show

PowerPoint 97-2003 .ppt binh dang co thé md trong cac phién ban PowerPoint

Show 97 dén PowerPoint 2003

PowerPoint Add-In .ppam Tép tin Add-Ins cua PowerPoint c6 chira cac 1énh tao
thém bang VBA.

PowerPoint 97-2003 .ppa Tép tin Add-Ins cua PowerPoint ¢ chira cac 1énh tao

Add-In thém bang VBA va c6 thé m¢ trong cac phién ban

PowerPoint 97 dén PowerPoint 2003.

Single File Web Page  .mht, .mhtml Luu toan bd cac thanh phan cia tap tin trinh dién
trong mét file duy nhét va c6 thé mo bang trinh duyét
web. Thich hop khi muén dua 1én trang web hoic
gui e-mail

Web Page .htm, .html Luu tép tin dudi dinh dang HTML, cac hinh anh sé
luu thanh céc tap tin riéng. Pinh dang nay thich hop
cho viéc dua lén 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

Qif

Jpg

-png

Aif
.bmp

wmf

.emf

rtf

.pptx

.odp

Luu tap tin duéi dinh dang XML

Luu bai thuyét trinh sang dinh dang video.
PowerPoint 2010 c6 thé luu sang phim véi cac mirc
chat lwong nhu High Quality (1024x768, 30fps);
Medium Quality (640x480, 24fps); va Low Quality
(320X240, 15fps).

Dinh dang phim WMV c6 thé choi trén Windows
Media Player va nhiéu chuwong trinh phd bién khac.

Hinh dong, gidi han trong 256 mau

Hinh tinh, chét luong t6t cho web

Hinh tinh, d6 phéan giai cao, nd bao gém céc uu diém
cua hinh GIF va JPG.

Hinh tinh, chét luong va do phan giai rat cao
Hinh tinh, dung nhiéu trong Windows

Hinh tinh, ho dinh dang vector vi thé c6 thé diéu
chinh kich thu¢c ma khong lam v& hinh (khong
tuwong thich véi may chay hé diéu hanh Mac).

Phién ban cai tién cia WMF.

Dinh dang toan van ban, loai b tat ca cac thanh pha‘in
khac. Chi chira cic Text trén slide nim trong
(placeholders) méi duoc chuyén outline, cac Text
trong phan Notes khong duoc luu.

Luu bai thuyét trinh trong PowerPoint 2010 hoic
2007 sang dinh dang hinh s& gitp giam kich thudc
tap tin. Tuy nhién, mdgt s0 thong tin s€ bi mat.

Luu tap tin PowerPoint 2010 sang dinh dang ODP s&
gitip chung ta c6 thé mé tap tin bang cic trinh bién
soan bai thuyét trinh khac nhu 12 Google Docs va
OpenOffice.org Impress. Tat nhién, ban c6 thé ding
PowerPoint 2010 dé md cac tap tin .odp. Tuy nhién,
mot s6 thong tin 6 thé bj mat khi luu.

PowerPoint 2010 khéng hé tre' cac dinh dang sau:

& e Dinh dang tir PowerPoint 95 tré vé truede.

e Cac tgp tin (.ppz) tao boi Pack and Go Wizard.
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Bang 3. Cdc tinh ndang mdoi trong PowerPoint 2010 ma cdc phién ban tir PowerPoint 2003 tro
Vé trudcC khong ho tro

Hinh danh SmartArt Chuyén thanh hinh khéng cho phép hiéu chinh

D thi (trir Microsoft Graph charts) Chuyén thanh déi twong OLE c6 thé hiéu
chinh, nhung cac do thi c6 thé bi bién dang doi
chut khi mé lai trén PowerPoint 2010.

Cac mau slide tu tao (Slide Layouts) Chuyén thanh multiple masters (nhiéu slide
master)

Céc kiéu d6 bong Cac kiéu b(’)ngvmémv (soft shadows) s& chuyén
thanh cac kiéu do6 bong don gian (hard
shadows)

Font chit cho Heading va phan ndi dung Chuyén thanh font chit binh thudng

Cac hinh v& (shape), hinh anh (picture), di Chuyén thanh hinh khong hiéu chinh duoc
tugng (objects), hiéu ung hoat hinh, cac hi€u trong cac phién ban trudc
ung moi
= Hiéu ing 2-D hodc 3-D cho van ban
= Gradient cho cac hinh v& hoac van
ban
» Gach ngang chit bang nét don hoic
kép
= T6 nén biang gradient, picture, va
texture cho van ban
- DJ bonghigu tmg tuong phan, hau
hét cac hiéu tmg 3-D

Chuyén bai thuyét trinh sang dinh dang video

Phan nay chlng ta s& thuc hién viéc luu bai thuyét trinh sang dinh dang video nham gitip dé dang
hon trong viéc gidi thiéu dén khan gia va chia s& tai liéu. PowerPoint cho phép chuyén bai thuyét
trinh sang mét sé dinh dang video thdng dung nhu Windows Media Video (.wmv) va chiing ta c¢6
thé diing cac cong cu xtr 1y phim dé chuyén doi sang cac dinh dang video khac nhu .avi, .mov,...

Mot diém rat hay khi chuyén bai thuyét trinh sang dinh dang video 12 tat ca cac hiéu tng, hoat
canh, 4m thanh hay phim nhing trong bai déu duoc ty dong chuyén theo ké ca viéc ghi &m Iong
tiéng va st dung con tro laser trong bai thuyét trinh.
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Lreate a Video
Create & full-Fidelity video from this presentution that can be
destributed by using & disc, the Web, or e-mad

Incorporates all recorded Limings, namations, and leser

pointer gestures
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("P)4, Don't Use Recorded Timings and Narrations

No timings or narrations have been recorded

H ‘ Don’t Use Recorded Timings and Narrations
No timings or narrations have been recorded

p® Record Timings and Narrations

I TGP Preview Timings and Narrations

Hinh 83. Chuyén bai thuyét trinh sang dinh dang video

Cac budc thuc hién nhu sau:

ﬂ

Vao ngan File
Chon Iénh Share

o > w D e

chon cho ban:

M bai thuyét trinh muén chuyén sang dinh dang video.

Tai nhém File Types, chon Create a Video

Chon chét luong video tai hop x6 xubng phia bén phai cta s6 Share. C6 3 lva

e Computer & HD Displays: D¢ tao video véi chat luong hinh anh cao nhét
va tap tin s& c6 dung lugng I6n nhat. Kiéu ket xuat nay c6 the dung d€ phat
trén man hinh may tinh, may chiéu hoac cac thiét bi hién thi c6 do6 phan

giai cao.

e Internet & DVD: Cho chét lugng video ¢ muc 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.

e Porathle Devices: Xuat ra video c6 chat lugng thap nhét va tap tin s& co
kich thudc nho nhat. Loai két xuat nay thich hop dé tai vao cac thiét bi di
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dong nhu Zune, cac PDA hay Smart Phone...
6. Tai Use Recorded Timings and Narrationsban c6 cac tuy chon sau:

e Don't Use Recorded Timings and Narrations: Néu ban khong muén long
tieng va ghi lai cac hoat dong cua con tro laser thi chon tuy chon nay.

e Use Recorded Timings and Narrations: Chi cho phép chon khi ban da
hoan tét viéc 1ong tiéng va céc hoat dong cua con tro laser trong bai thuyét
trinh. Ban chon tly chon nay néu mudn video két xuét c6 16ng tiéng va cac
hoat dong cua con tro laser.

7. Nhap nit Create Video, hop thoai Save As xuét hién
8. Dit tén tap tin, chon noi luu trir va nhin nit Save dé bit dau chuyén doi.

Thay doi thoi gian chuyén slide:

'§ Thoi gian chuyén slide mac dinh la 5 gidy. Thay déi gid tri mdc dinh nay hdy
diéu chinh tai Seconds to spend on each slide trong cira sé Create a Video.

© windows Media Player

— A
& > Now aying Library

SMART ART

00:13/01:52 B TWONPNTT oo -
-

Hinh 84. Xem bai thuyét trinh trong Windows Media Player

Chuyén PowerPoint sang dinh dang PDF va XPS

bai khi chung ta mudn ¢ dinh céc dinh dang trong tap tin khi chia s¢, in 4n phat cho khan gia thi
ching ta nén luu PowerPoint sang dinh dang PDF hodc XPS. Bo Microsoft Office 2010 tich hop
san cong cu chuyén doi sang dinh dang PDF or XPS rat dé dang va nhanh chong.

v Portable Document Format (PDF) 1a dinh dang dit liéu dung dé chias& pho bién nhat hién
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nay. Dinh dang PDF dam bao vé& dinh dang cua tap tin khong bi thay doi khi xem hogc in
an va kha kho khan khi muon thay doi dir liéu ma n6 lu’l,l trit.Dinh dang PDF cling rat hitu
ich cho cac tai li¢u xuat ban thuong mai khi mang di in an.

XML Paper Specification (XPS) ciling la dinh dang tap tin c¢6 chltc nang twong ty PDF

nhung do Microsoft xay dung.

H?v

o taee
re

A Save

g 5 §3 Send Using E
& Open .
“' Close 0 Dr
nfe e

# Broedcast

“"”"")

i Aaddng
1} Options

£ o

Hinh 85.

U

Chuyén bai thuyét trinh sang PDF/XPS

Céc bude chuyén PowerPoint sang dinh dang PDF hozc XPS:

M bai thuyét trinh muén chuyén sang dinh dang PDF/XPS.

Tai nhom File Types chon Create PDF/XPS Document

Nhén nat Create a PDF/XPS, hop thoai Publish as PDF or XPS xuét hién

Nhap tén bai thuyét trinh vao hop File name

Néu chon Open file after publishing thi tap tin PDF/XPS sau khi chuyén

q 1.
) 2. VaoFile
3. Chonlénh Share
4.
5.
6.
.
s& duoc mo 1én.
.

Tai Optimize for ¢6 hai lua chon:

Standard: khi muén phdt hamh triec tuyén véi chat lwong cao vé hinh

anh hodic dimg cho viéc in dn(kich thude tdp tin I6n).

Minimum size: dung cho viéc doc truc tuyén la chu yéeu vi khi in ra cdac

hinh sé bi mo (kich thudc tdp tin nho).

7. Nhén nat Option dé thiét 1ap thém cac tiry chon:

Tai Range: chon céc slide can chuyén dbi hodc c6 thé chon tir custom
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show ma ban d4 tao trude d6 trong bai thuyét trinh.

Tai Publish options: chon hinh thirc ma slide s& in ra trén gidy nhu kiéu
handout, slide, notes pages hogc la outline. Ngoai ra con cd céac tuy chon
khac nhu k& khung cho slide, in cac slide bi an, in cac thong tin chu thich

v' Chon Document properties thi cdc thudc tinh cua tdp tin
Powerpoint sé chuyén sang thanh thudc tinh cua tdp tin PDFIXPS.

v Chon Document structure tags for accessibility: dwa cdc thong tin

[ ]
hay thong tin chinh stra. ..
e Tai Include non-printing information:
Vé cdu triic sang tdp tin PDFIXPS.
[ ]

PDF Optiqns: tuy chon vé tinh twong thich véi tiéu chudn ISO va qui dinh
cach chuyén van ban thanh dang chir bipmap (lam téng kich thudc tép tin)
neu cac font khong thé nhung vao tap tin PDF dugc.

8. Nhin nit OK sau khi thiét 1ap xong cac tlly chon va dong cira s6 Options
9. Nhan n(t Publish dé bat dau chuyén doi.

Options E| FZ|
Range
@'ﬂll () Current slide
Publish as POT or XPS
S ) PowerPors 2010 O siide(s)
5\ :« Racent B Publish options
o Docurments
—.‘M{WA Publish what:
;;) Desitop e My Tomgriates.
Slides hd
My
S bocuments ] Frame slides %
g [l include hidden slides
Conputer
“ My Nt sk [ tnclude comments and ink markup
Places
Include non-printing information
Document properties
Document struckure bags For accessibility
PDF options
= 1150 19005-1 compliant (PDF/&)
o D SowesPont
L o Eitmap kext when Fonts may not be embedded
SAYS A LDE poy (¢ pk)
[7] Opers fie after pubsinhrg * QK ] [ Cancel
Optivie fort (=) Standard (publsbeng ondine and printng) —
(7 Merwrum s (publshng orlew)
[ 1o Pk | [ cacel |

Tuy chon luwu triv

Hinh 86. Cé&c tly chon khi chuyén bai thuyét trinh sang PDF/XPS

C6 mét sb tiy chon khi luu trit dang chu y nhu thiét 1ap kiéu dinh dang mic dinh, thiét 1ap thoi
gian luu tw déng voi muc dich phuc hdi khi ¢d sy ¢b, qui dinh thu muc luu trit mic dinh, thiét 1ap

nhdng font chir ngay trong bai thuyét trinh,...

Thay doi dinh dgng tdp tin mégc dinh
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Dé thay dbi dinh dang tap tin luu trit mac dinh ciia PowerPoint hay 1am theo cac budce sau:

—

-

1. Vao ngan File

2. Chon Options, hop thoai PowerPoint Options Xuat hién
3. Chon Save tir danh muc bén tréi cia s6
4,

Tai Save files in this format ban chon kiéu dinh dang mic dinh tir hop x4 xubng
ké bén.

5. Nhan OK hoan tat viéc thiét 1ap. Ké tir thoi diém nay cac tap tin mdi tao khi dugc
luu s& mac dinh chon kiéu dinh dang tap tin nay.

PowerPoint Options Eig
Senenl l I
ISamMIZe how Sacuments are saved

( Caye Save presentations
Langusge Save tiles i tnis fomat PowerPow! Pystantation v
\dvanced [¥] Save autoRecover imtormation svery |10 | minutes

[¥] taep the last Auto Recovered file it [ close without sasing

AutoRecoves Mée location CoDotuments and Settings ttphang’ Application Data Aficrosoft PowePoint

Default t9e jocation O Phong Giso Trmh'PowerPaint 2010
L 9

Offline pditing opBonm fur document managesnent server filey

Save checked-ouk files to
:,Z The server drafts location on this computer

* The Cttwce Document Cache

Serger drafts loestion: | ClDocuments and Settings ttohong My Documenty ShacePoint Diafts Browse...

File mevge optrons for shared document managensent server files

[} Show detalled merge changes when a merge occurs

Preserve Hidelity when shaning this presentation: (2] Presentationt w

[¥] Embed tonts in the file
(D Embed arvy the characters uted in the presentation est for reducing file size

(®) Emed M8 chmacters [Dest 1or editing by atnes people

Hinh 87. Tuy chon luu triv

Thiét lap thoi gian lwu trie tw dgng véi muc dich phuc hoi khi co sw cé

1. Vao ngan File

2. Chon Options, hop thoai PowerPoint Options xuét hién
3. Chon Save tir danh muc bén trai ctra s6
4,

Chon Save AutoRecover information every <10> minutes va thiét lap lai
khoang thoi gian ma PowerPoint s€ thuc hién 1énh luu trir.

5. Nhan OK hoan tat viéc thiét lap.
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Thiét ldp thuw muc lwu triz mdc dinh

-

a > w N e

Vao ngan File

Chon Options, hop thoai PowerPoint Options Xuat hién

Chon Save tir danh muc bén tréi cia s6

Tai Default file location nhap vao duong dan dén thu muc can luu trir mic dinh.
Nhan OK hoan tat viéc thiét 1ap.

Nhtng font kém theo bai thuyét trinh

Nhung céc font chir dic biét ma ban su dung trong bai thuyét trinh 12 rat can thiét vi c6 thé nhiing
nguoi khac chua cai dat cac font chir nay vao may cuaa ho. Cac budce dé thyuc hién nhu sau:

o=

e

1.
2.
3.
4.

Vao ngan File
Chon Options, hop thoai PowerPoint Options xuét hién
Chon Save tir danh muc bén trai cira s6

Chon Embed font in the file va chon tiép Embed all characters dé cho phép
nhirng ngudi khac c6 thé hiéu chinh véi nhiing font déc biét trong bai thuyét trinh.

Nhan OK hoan tit viéc thiét 1ap.

3. Bao vé bai thuyét trinh bang mat ma

Khi tap tin trinh dién c¢6 chira cac thong tin nhay cam thi ban c6 thé dung chirc nang bao vé tap
tin bing mat ma cta PowerPoint. C6 hai loai bao vé 1a mat ma truy cdp khi md (Open password)
va mét ma hiéu chinh (Modify password) va ban c6 thé st dung ca hai néu thay can thiét.

Thiét 1ap mat ma bao vé

Ban lam theo cac bude sau dé thiét lap mat ma bao vé cho tap tin cua minh:

-

—

© bk w e

Mo tap tin mudn dat mat ma trén man hinh PowerPoint
Vao ngan File
Chon Save As, hop thoai Save As xuat hién
bat tén tap tin tai hop File name
Vao Tools va chon General Options... hop thoai General Options xuat hién
Thiét 1ap mat ma:
e Néu mudn nguoi dung phai khai b4o mat ma khi mo tap tin thi ban hiy
datmat méa vao hop Password for open

e Néu mudn ngudi dung phai khai bao mat ma khi mudn hiéu chinh tap tin
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thi ban hay dat mat mé vao hop Password ro modify

7. Xéc nhan lai cac mat ma khi c6 yéu cau trong hop Comfirm Password.
8. Nhan OK khi hoan tat dat mat ma

9. Nhan nit Save dé luu bai thuyét trinh véi cac mat ma vira thiét lap.

Save i |E PowerPaink 2010 V| @ - X CilE-

B My Recent I)Backup

Docurents |75 Multimedia
@, Deskkop @MyTemplates

II‘!ﬂO|:|3nSam|:IeOutIine.|3|3t><

5 E"'V ; k| PowerPoint 2010, ppt
OELments |Il_Sl;jli‘ot-\.lerF‘oint 20103ample. pptx
My
t} Compuker

‘a My Metwork
Flaces

X Delete
Rename
Print

Map Metwork Drive...

Properties
L PowerPoint 2010, pptx R |
[ General Options...
N = ¥ PowerPoink Presentation (%, pptx) vl
COMPTESS PICLUTES..,
e ) (o

Hinh 88. 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 bé 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 1ap cac tiy chon ddi

v6i ma Macro va VBA

[ o | [ iZancel

Hinh 89. H¢p 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 90. Hop thoai xdc nhdn mdt md

Thiét 1gp Macro Security:

é Khi chon nut Macro Security trong hop thoai General Option & phan trén,
hop thoai Trust Center xut hién va c6 cac tly chon sau:

= Disable all macros without notification: Khda tdt ca macro va khéng cé
thong bao

= Disable all macros with notification: Khéa tdit ca macro va kém theo
thong bao

= Disable all macros except digitally signed macros: Khéa tdt ca cdc
macro ngogi trir cdac macro dd co chit ky dién tur.

= Enable all macros (not recommended| potentially dangerous code can
run): Cho phép tdt ca cdc macro chay, nguy co nhiém virus khd cao.

= Trust access to the VBA project object model:Xdc thire quyén truy cdp
vdo cde doi twong trong VBA project.

Cach khac dé truy cap hop thoai Trust Center 1a 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 macros with notification

Add-ins (O Disable all macras except digitally signed macras

O Enable all macros {not recommended; potentially dangerous code can runj

Ackjyey
'[ l‘ Developer Macro Setti
< Mot oS et ’> eveloper Macro ings
I~
Protected Wiew |:| Trust access to the VBA praject abject model
Message Bar

File BElock Settings

Privacy Options

[ QK l ’ Cancel

Hinh 91. Hop thoai Trust Center
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Ngoai cach dat mat ma bao vé theo cach cli néu trén, PowerPoint 2010 da don gian hoa cdng viéc
nay rat nhiéu voi tinh ning Protect Presentation. Cac buéc thuc hién nhu sau:

Vao ngan File

Nhan OK lan nixa

O N o g k~ w e

Chon Info, chon Protect Presentation
Chon Encrypt with Password

Nhan OK va xé&c nhan lai mat ma vira nhap

Nhén Save dé luu cac thiét 1ap vira thuc hién

Permissions

Protect
Presentation

Let readers know the presentation is
final and make it read-only.

({1=] Encryptwith Password
i '%J,? Require a password to open this
presentation,
’—j Restrict Permission by People
_Q Grant people access while removing
their ability to edit, copy, or print.
5 Add a Digital Signature
j Ensure the integrity of the presentation

by adding an invisible digital signature.

Anyone can open, copy, and change any part of this presentation.

e that it contains:
author's name

disabilities are unable to read

bn file. Most autosaved versions are g

Mo tap tin mudn dat mat ma trén man hinh PowerPoint

Hop thoai Encrypt Document xuét hién yéu cau ban nhap mat ma vao

Encrypt Document E|E|

Encrypt the contents of this file
Password:
|

Caution: If you lose or forget the password, it cannot be
recovered, It is advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive. )

OK l ’ Cancel

Hinh 92. Bdo vé bai thuyét trinh véi Protect Presentation

G& bé mat ma kheéi bai thuyét trinh

Khi chia s& bai thuyét trinh va cho phép ngudi sir dung md xem va hiéu chinh, ching ta khdng
nén dit mat ma. Cac huéng dan dudi day chi &p dung cho trudng hop ban da biét cac mat ma mo

va hi¢u chinh tap tin.

Thuc hién cac bude sau dé gd bé mat ma mé va mat ma hiéu chinh tap tin:

”1.

M¢ bai thuyét trinh dang c6 mat ma bao vé va khai bao cac mat ma vao hop
Password khi cé yéu cau.

Sau khi bai thuyét trinh dugc mé trong cira s6 PowerPoint, vao ngan File

3. Chon Save As, hop thoai Save As xuit hién.

Vao Tools chon General Options..., hop thoai General Options xuét hién
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5. Xo0a bo di cac mat ma dang c6 trong Password to open va Password to modify
6. Nhin OK dé déng hop General Options
7. Nhan nit Save va xac nhan ghi d¢ 1én tap tin dang co.

Khi chi c6 mot loai mat md mo tap tin duoc 4p dung dé bao vé tap tin thi ching ta c6 thé &p dung
cach sau day dé g& bo:

o

Mo tap tin mudn x6a bo mat ma bao vé

Sau khi bai thuyét trinh dugc mé trong cira s6 PowerPoint, vao File
Chon Info, chon Protect Presentation

Chon Encrypt with Password

X0& bo mat ma dang cé trong hop thoai Encrypt Document

Nhan OK dé dong hop thoai Encrypt Document

N o a bk~ DR

Nhén Save dé luu cac thiét 1ap vira thuc hién

4. Tang cwong do an toan cho PowerPoint véi tinh nang File Block Settings

File Block Settings gitp ching ta thiét 1ap cach thirc ma PowerPoint s& hanh xir khi m¢ cac kiéu
tap tin PowerPoint & cac phién ban cli hon PowerPoint 2010 (tir Office 2007 tré vé trudce). File
Block Settings cung cap 3 tuy chon nhu sau:

e Do not open sellected file types: khong cho phép mo tdp tin

e Open sellected file types in Protected View: cho phép mé tdp tin trong ché dp bdo vé
nhung khdng cho phép chinh sira ngi dung.

 Open sellected file types in Protected View and allow editing: cho phép mo tp tin trong
ché do bao vé va cho phép chinh swa ngi dung.

I'rust Center @E

Trusted Publivher
e Block Settings

For each tile type, you can select the Open and Save check baxes. By selecting Open, PowerPount béocks this tile type, o

Tiutled Doclanand opens it in Pratedtad View, By selecting Save, PoverPomt pravents saring m this file thype
File Type Open Save
PowerPoint 2007 and fater Presentations, Shows, Templates, Themes and Add-in Fées [ 1
OpenDotument Presertation File 0 0
B Point $7.2003 Presentations, Shows, Templates and Ada-in Files d 8

g ven Pages 0 |

Outline Files O C
Legacy Converters for PowerPoing 0

fesiage:Ra Graphic Fiter ]

Filg Elock Satting Qffice Open XML Corwesters for FowerPont O Cl

Dpen behawor for selected file types
) Do ot open selacted fife types
*) Qpen selected tile types in Protetied Viey

) Open seiected file types in Protected View and allow gditing

Restore Defauns |

| Ot | Cancal I

Hinh 93. File Block Settings
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Thuc hién cac bude sau dé thiét 1ap cac tiy chon cho cac kiéu tap tin:

-

Vao ngan File

Chon Options, hop thoai PowerPointOptions xuat hién

Chon Trust Center va nhin nit Trust Center Settings

Chon File Block Settings tir danh sach bén trai ctra s6 Trust Center

a > w N e

Nhap chon hodc bo chon vao Open va/ hogc Save chocéc kiéu tap tin dé khda
hoac cho phép kiéu tap tin nay dugc hoat dong trong PowerPoint.

Nhip OK dé dong hop thoai Trust Center
7. Nhin OK lan nira dé déng hop thoai PowerPointOptions

1S

5. Cac thao tac véi slide

Khi tao méi bai thuyét trinh, PowerPoint chén sin slide twa dé véi hai hop van ban tréng goi 1a
cac placeholder. Pay 1a cac placeholder dung dé nhap vin ban. Ngoai ra, PowerPoint con c6
nhiéu loai placeholder khac dé chén hinh anh, SmartArt, bang biéu, d6 thi,...

(Bl 90 APFis

A, VY | | Click to add title

Click to add notes

Hinh 94. Slide tua dé bai thuyét trinh véi hai placeholder

C6 nhiéu kiéu bé tri cac placeholder trén slide ma PowerPoint xay dung san dugc goi la cac
layout. TUy theo noi dung can xay dung cho slide ma ta chon kiéu layout phi hop.
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e
_=|La],rout$ ) gl v A 7 | 1—
Office Thente |

Title Slide Title and Caontent Section Header

Two Content Comparison Title Only

Blank Content with Picture with
Caption Caption

Hinh 95. Céc kiéu layout cua slide

Chung ta s& thuc hién mot sé thao tac vé cheén slide méi, sao chép slide, xda slide, chon layout
cho slide, sap xép cac slide, phan chia cac slide thanh cac nhom (section), ...

Chen slide méi

Thuc hién theo céc bude sau dé chén thém slide mai vao bai thuyét trinh:

q 1. Chon ngin Slides trong ché do Normal Viewva nhip chudt vao dudi slide dau
l tién do PowerPoint tu tao ra khi ban tao pai thuyét trinh mai. Khi do, ban s€ thay
mot duong nam ngang nhap nhay cho biét do 1a vi tri ma slide mai sé dugc chen
vao.

o/

Vao ngan Homechonnhom Slides
Nhan nat New Slide, hop chira céc kiéu layout xuit hién

4. Nhap chudt chon mot kicu layout, slide moi s& dwoc chén vao bai thuyét trinh
theo kiéu layout vira chon.
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File Home
RS

s
[#S)

Paste

-
Clipboard

nd

1

B J

’ "

Insert Design
— =
1 o
[ New |
vs_gquvl =) Section ~ g
Office Theme

Transitions

A

——

.......

Sao chep slide

Hinh 96. Chen slide

Thuc hién theo céc budc sau dé nhan ban cac slide dang chon:

=

o/

1. Trong ché do Normal View, chon cac slide trong ngin Slides mudn sao chép

2. Nhap phai chudt 1én mot trong s6 céac slide dang chon dé mé thuc don ngir canh
3. Chon Duplicate Slide tir danh sach Iénh

finf

[x||

7|i |
&b
2

| @

Cut

Copy

Paste Options:
4 o)
New Slide
Duplicate Slide
Delete Slide

= Add Section

=

Publish Slides

s

Hinh 97. Nhan ban slide

§

Chen nhiéu slide:

phim Shift va nhdp chugt vao slide cuéi cung.

Néu céac slide chon 1a lién tuc: nhdp chugt chon slide dau tién roi gii

Néu céc slide chon 1a khong lién tuc: nhdp chugdt chon slide dau tién va

giéz phim Ctrl trong khi nhdp chugt chon céc slide khac.
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Thay dbi layout cho slide

Dé thay doi layout cua slide, ban lam theo cac buéc sau:

=

"/

1. Trong ché @6 Normal View, chon céc slide trong ngin Slides mudn sao chép
2. Chon slide can thay d6i layout

3. Vao ngan Home | nhdm Slides | nhan nit Layout

4. Chon kiéu layout méi cho slide

e
Home Insad Design Transitions Animations Slide Show
B B3 - D Eme

Paste Mew
- F | side-

Clipboard
il

:

1

Title Slidl Title and Content Section Header

2 d - .....
Two Content Comparison Title Cnly I

Blank Content with Picture with
Caption Caption

4

)

Hinh 98. Thay doi layout cho slide
Thay ddi vi tri cac slide
Thuc hién cac budc sau sip xép hoic thay ddi vi tri cac slide trong bai thuyét trinh:

q 1. Trong ché dd Normal View, chon slide trong ngan Slides mubn sap xép
) 2. Dung chuét kéo slide d&n vi tri méi trong ngan Slides va tha chuot
3. Slide s& xuat hién & vi tri mai
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Xoba slide

i

H=
=

Normal|,,

Home

"ﬁ] Slide Sorter
| [E] Notes Page
| 13] Reading View

Presentation Views

Insert Design Transitions

() Slide Master

Notes Master

D Ruler

#: Handout Master | [] Gridlines

Animations Slid

Zoom Fitto

[7] Guides Windov

Master Views Show

Zoom

Stides | Outline | X

-

I

o

{}'m

)

~

SMART ART

Hinh 99. Sdp xép slide

Thuc hién cac budce sau dé xda céc slide:

—

chon Delete Slide

1. Trong ché dd Normal View, chon slide trong ngan Slides muén xda

Stides | Dutline x
-
2 | = ntasm
I
I - T maa
[IUSEVoNT POy
AW
";* = e
’ =8 |Ea Copy
; =280 (f% Paste Options:
N 3 —
S v =) New Slide
;5;,«{\\-(;_,_‘;‘;',./‘33 Duplicate Slide
:‘ Delete Slide
—_— 7| AddSection
5| mcum

03 (@ [A

SMAR

Hinh 100. X6a slide

2. Nhan phim Delete trén ban phim dé x6a slide hoic nhap phai chuét 1én slide va
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Phuc hoi slide vé thiét lap layout mic dinh

Thuc hién cac budc sau dé tra layout vé thiét 1ap

mac dinh:

q 1. Trong ché do Normal View, chon slide bi bién d6i layout.Vi du: placeholder

layout.

Vao ngin Home, dén nhom Slides

3. Nhan n(t Reset

Home Intest Dengn
- 8 L e

Tramaition Anirnationy Shae Show

JHU NG DIEM M(

Taoquan Iy v lam viée cong
kltia;lrcu bai thuyét trinh

l.n\m{phung pll_n bai thuyét tr
hinltdnh v fit nhiéu hi¢u
Chia sé bai thuyét teinh hidu

Hinh 101. Tra layout vé thiét lap médc dinh

Nhom cac slide vao cac section

Thuc hién cac bude sau dé tra layout vé thiét lap

mac dinh:

trong slide bén duéi bi léch va ching ta can tra nd vé dang vi tri mac dinh cua

q 1. Trong ché a6 Normal View, chon slide ma ban muén tach thanh Section méi
\_) 2. Vao ngin Home, dén nhom Slides

3. Nhan nGt Setion va chon Add Section

Hinh 102. Chén section
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Pat tén cho section

Pé dat tén hoac ddi tén cho section ban lam theo cic budc sau:
ﬂ 1. Trong ché @6 Normal View, chon Section muédn dat tén
) 2. Vao ngin Home, d&n nhom Slides
3. Nhén nit Setion va chon Rename Section
4. Pjt tén mai cho Section va nhan nit Rename dé doi tén.

Home Insert Design Transitions Animations

=R % ~  |5= Layout ~ x AR
e \'_] s *i32. *| Al A

=3 \==) Reset
Paste 2 New m— | B I U 8§ abe AV- A

- y Slide » | = Section ~

Clipboard

Slides | Outline | =l Rename Sectio ¢
amm » =% Remove Sectio \

& - x
\ ,L Remaoye All Sections

S-S S S conapse Al

..j-:; ‘ . Expand All

=it
ES i i ) Rename Section @

Section name:
{ Multimedia ‘

|

[ Rename I r Cancel ]

Hinh 103. Dat tén cho Section

Xoba section

Dé dit tén hoidc ddi tén cho section ban 1am theo cac budc sau:

ﬂ 1. Trong ché do Normal View, chon Section muén x6a
) 2. Vao ngin Home, dén nhom Slides
3. Nhéan nat Setion va chon Remove Section
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Home Insert Design Transitions Animations

2 " (=
firee |E5] Layout ~ ¥ - v
| ;* | = Lay *32 v A A
- =2 %EJReset
Paste New mesamr—n s AV . 4
v J Slide'l =} Section " Rl he &3° Aa
Clipboard T | | | Add Section Font
Slides | Outline [@ Reranesecion
(—
4| cmmax - 3% Remove Section
% . { &
|§ Remove All Sectidgs
= %5 Collapse All
4
= Expand All
1
4 Multimedia

5| e o

5" I
2

6 | m7,|

1]

Hinh 104. X6a section

6. Mé va déng bai thuyét trinh
Mé lai bai thuyét trinh dang lwu trén dia

PowerPoint luu lai duong dan dén noi luu cac tap tin ma ban 1am viéc gan day trong muc Recent
Presentations.

@Bl & 9 - 0 4 T 5= PowerPoint 2010.pptx - Microsoft PowerPaint o B 5%

Home | Insert | Design | Transitio | Animatio | Slide Shc ' Review | View | Develop: | Add-Ins | Acrobat | & 0

[ save )

Recent Presentations

B Save As

= (@ PowerPeint 2010.pptx >

5 Open [=| D:\Phong\Giao Trinh\PowerPoint 2010 =

[ Close [43 PowerPoint 20105ample.pptx o
—=| D:\Phong\Giao Trinh\PowerPoint 2010

Info

fica; d PowerPoint 2010_Password.pptx

[=l| D:\Phong\Giac Trinh\PowerPoint 2010 7
Rec =
ﬁ g5 MPP02-521C-L00a Intro.pptx -

=] D:\Phong\Computer Applications

New )
MPP02-521C-L05a PowerPoint.ppt =
: D:\Phong\Computer Applications
Print
OCW Downloads.ppt =
My Documents
Share
h IMF Presentation.pptx =
=] My Documents
Help .

27 Add-Ins v

|23 Options
Exit Recover Unsaved Presentations

[] Quickly access this number of Recent Presentations: | =

Hinh 105. Danh myc cac bai thuyét trinh gdn ddy trong Recent Presentations
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Ban ¢ thé tim thay danh muc cac bai thuyét trinh méi mé gan ddy theo huéng dan sau:

q 1. Vao ngan File

) 2. Chon lénh Recent, hop Recent Presentations xuét hién bén phai
3. Chon tén bai thuyét trinh cin mé tir danh sach

Néu bai thuyét trinh mudn mé khong co trong danh sach hién hanh thi ban lam theo cac budc
Sau.

=

o/

1. Vao ngan File

2. Chon lénh Open, hop thoai Open xuét hién

3. Tai Look in, tim dén thu muc luu trit bai thuyét trinh
4. Chon tén tap tin muén mé va nhan nit Open

Open @

Look in: | |5 PawerPaink 2010 v | S - X oo B~
3, My Recent ame Size | Type Date Modified
Documents | |~ e dop Fil Folder 1/712010 2:32 FM
@ Deskiop [ Mulkimedia File Folder 12129)2009 8:17 AM
My Templates File Folder 1/6/2010 9:31 AM
Bgl;cuments El_]OpenSampIeOutline.pptx 74KE  Microsoft Office Po...  1/7/2010 4:34 AM
My "Ei]PowerPoint 2010.ppkx 7,862 KB Microsoft Office Po...  1/5/2010 12:34 PM
Z‘ Cormputer ‘l:i]PowerPoint 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... 172010 2:07 PM
leaces ‘lﬂ_]PowerPoint 20103ample. ppk:x 17,795 KE  Microsoft Office Po,..  12f19/2009 5:51 AM

Open I

Open Read-Cnly

COpen as Copy

File narme: | Open in Browse

Open in Protected View

Files of type: |AII PowerPoint Presentations (*,ppkx;*, ppt;* pptm;* ppss; *.pps; ™. ppsm; ™. potx;* pot;

Open and Repair

5o ) [ |

Hinh 106. Hop thogi Open

To hep phim tdit:
& Dé mé nhanh hép thogi Open ban nhdn té hep phim tat <Ctrl+0>.
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Bang 4. Cdc tuy chon Open

Open

Open Read-Only

Open Copy

Open in Browser

Open in Protected View

Open and Repair

Pong bai thuyét trinh

Ché d6 md bai thuyét trinh méc dinh.

Mo bai thuyét trinh duéi dang chi doc, céc thay doi va hiéu chinh
trong bai muon luu thi phai luu thanh mot tap tin khac.

Mo bai thuyét trinh dudi dang mét ban sao.

Chi ¢6 tac dung khi chon mét bai thuyét trinh lvu dudi dang trang
web.

M@ bai thuyét trinh trong ché do bao vé khong cho hiéu chinh

Mo bai thuyét trinh va kiém céc tra 101 va s€ stra 101 néu co.

Khi déng chuong trinh PowerPoint, tit ca cac tap tin dang mo sé tw dong dong theo.Néu ban chi
mudn déng mot bai thuyét trinh cu thé nao do6 thi ban hdy chon bai thuyét trinh d6, sau d6 vao
ngan File va chon Close. Néu tap tin chua duoc luu thi PowerPoint s& théng bao nhic nhd ban.

Té hop phim tdit:

& Dé dong nhanh bai thuyét trinh hién hanh trong cira s6 PowerPoint bgn nhan
to hop phim tat <Ctrl+F4>,
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7. Héi dap
Cau 1. Tgo bai thuyét trinh méi tar tap tin Outline?

Cho biét cach tao tap tin outline cho bai thuyét trinh bang trinh soan thao van ban va nhap vao
PowerPoint dé duoc céc slide nhu sau:

Workbook Worksheet Chart sheet
+ La mét tdp tin ma trén &6 ban lam viéc * La noi luu trlr va 1am viéc vai dir liéu, no * L.a mét sheet trong warkbook, né chi chia
(tinh todan, v& dé thi, ) va luu il 4T lidu con duge goi la bang tinh. Mot worksheet mdt @b thi
+ Workbook ¢ thé chira nhidu worksheet chira nhiéu 6 (cell), cac 6 duoc td chirc
(béng tinh), do vy ban ¢b thé 18 choe, luu thanh cac ot va cae dong
trlr nhiéu logi théng tin ¢b lién quan v * M&t Worksheet chira Suge 16,384 ot va
nhau chi trong médt tdp tin (file) 1,048,576 déng
+ 56 lugng worksheet bj giéi han béi bd
nh& may tinh

Hinh 107. Ngi dung trén céc slide sau khi nhgp vao PowerPoint
Traloi:

Chung ta sir dung trinh bién soan Notepad dé nhap Outline cho bai thuyét trinh.

- Cac budc thuc hién nhu sau:

o
1. Vao Start, chon All Programs, chon Accessories, chon chuong trinh Notepad dé
khoi dong.
2. Tai dong dau tién, nhap vao Workbook, nhan Enter dé xuéng dong. Pay sé& |2 tya dé
(title slide) cho slide PowerPoint.

e Nhip phim Tab dé thut dau dong dé bat dau nhap y tha nhat cho twya dé
Workbook & trén.

e Sau khi nhap xong dong thir 2 thi nhan Enter, sau d6 nhan Tab tiép dé nhap y
tha 2 trong tua dé ndi vé Workbook. Lam twong tu cho y tha 3. Nhan Enter
sau khi nhap xong.

I SampleOutline.txt - Notepad
File Edit Faormat “Yiew Help

Wharkbiook
La mdt t3p tin ma Trén dd ban 1am viéc (tinh toan, wa o
workbook cd thé chifa nhigu worksheet (hang finh, do
53 lugng worksheet bi gidi han bdi bd nhd may finh.

Hinh 108. Bd nhdp xong Outline cua slide thi nhat

3. Tai dong thi 5, ban nhap vao Wordsheet. Luu v, ban thut dau dong vi & day ching ta
mudn tao slide méi ¢6 tia dé 1a Worksheet. Sau do, twong tu budc 2 ban nhap cac y
cho slide nay. Sau ciing ban di tao dugc mot Outline gdm 3 slide cho PowerPoint c6
cAu triic nhu hinh sau.
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B SampleQutline.txt - Notepad |Z||E|E|
File Edit Format Yiew Help
Wiorkbook

L& mt t3p tin md trén do ban l3m viéc (tinh toan, ve dd thi, 3 va it
Warkbook cé thé chifa nhigu warksheet (hang tinh), do vay ban co thi
S8 Iuighg warksheet bi gidi han bdi b nhd may tinh.

YWiorksheet . . .
L& ndi lutu o va l3m wigc wdi du liéu, nd cdn duidc goi | bang finh, M
M3t Worksheet chita dugc 16,384 cdt wa 1,048,576 ddng.

Chart sheet .
La mdt sheet trong workbook, nd chi chifa mdt dd thi.

I~
|

Hinh 109. Outline bai thuyét trinh

4. Ban luu Outline nay vc’gi tén 1a SampleOutline.txt. Vi 1a tiéng Viét nén ban phai chon
tai hop Encoding la kiéu Unicode.

Save in: |lf)Books 2010 V| h? ¥ P [E-

Ty ) Backup

4 2} I Mulkimedia
My Fecent | |CMyTemplates
Documents [£] samplecutine. bxt

==
[
Desktop

9

My Documents

o

ty Computer
- File nane: |SampIeDutIine.t:<ﬂ A | [ Save ]
by Metwark, Save as type: | Text Documents [*k=t) w | [ Cancel ]
Encoding: Unicode v/

Hinh 110. Luu Outline

5. Sau khi da co6 tap tin Outline. Ban m¢d chuong trinh PowerPoint va vao File, chon
Open. Trong hop thoai Open:

e Look in: tim dén thu muc chia tap tin Outline

e Files of type: chon kiéu All Outlines (*.txt, *.rtf, *.doc, *.wpd, *.wps, *.docx,
*.docm)

e Chon tén tap tin va nhan Open dé nhap Outline vao cac slide cia PowerPoint.
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Cau 2. Cho biét cach sao chép slide gisza cac bai thuyét trinh?
Traloi:

Chuing ta c6 thé sao chép céc slide tir bai thuyét trinh nay sang bai thuyét trinh khac va nguoc lai
nham tiét kiém thoi gian bién soan lai cac noi dung da co san.

Céch 1. Sao chép tha con

q Céc budce thuc hién nhu sau:
{

o/
1. Mo hai tap tin PowerPoint can sao chép cac slide cho nhau. Vi du, ching ta s¢ sao
chép 3 slide tur tap tin PowerPoint 2010Sample.pptx (A) sang tap tin QA.pptx (B).

LIS S = B L BEE . S B3 Posnrtare 010 bptc - W o bawnticen Nilddanro O

I‘.;n - h - Ml 3 sip l
i E .

ot . ol o .

— — - Hoi & dap

. | FOUR MEssAL ﬁ L" .ﬂ | - o -

. | »
- » : » - == -" .m” x .
EEE————

VA wrimy Prme boac TV F2a e - QRN | L > LA RN |

Hinh 111. Hai tdp tin can sao chép slide cho nhau

2. Chon céc slide tur tap tin A, vi du ban chon céc slide s6 6, 9 va 10 bang céch gitr phim
Ctrl trong khi nhap chuét Ién cac slide can chon.

e Nhan t6 hgp <Ctrl+C> dé sao chép cac slide dang chon vao bo nhg may tinh.

e Hoic nhap phai chuot 18n mot trong cac slide dang chon va nhan lénh Copy.

e

Paste Options: -
6

Cut

Ongmise Wit Sectens

New Slide

Delete Slide

Publish Slides Animate Th:

S

Check for Updates  » @

Format Background...

s a5 wma

Hide Slide

| 2]
A T b e tbetbh b b b
S 10

o 9

Hinh 112. Sao chép slide
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3. Chuyén sang tap tin B, nhap chudt vao phia duéi slide dau tién dé chon noi s& dan cac
slide vao.
e Nhian t6 hop phim <Ctrl+V> dé dan céc slide vao tap tin B.
e Hoic vao ngan Home, nhém Clipboard va nhan nt Paste.

e Khi do, cac slide tur tap tin A da dugc chép sang tap tin B theo dinh dang cua
tap tin B.

Hoi & dap P

1 Hr 2

Animate This

Chece out ths animation:

.0

yOu Can re~creste the same 2nimetion with one ok

= 3 Sy 4

Hinh 113. Cdc slide da chép vao tdp tin B

4. Néu ban muén giir nguyén dinh dang cua cac slide khi dan vao tap tin B thi vao ngan
Home, nhdom Clipboard, chon mii tén nho bén dudi nut Paste va chon Iénh Keep
Source Formating (K).

File | Lénhchatui | Home | Insert Design  Transitions An
(=) 1 |
_j g 1 = = 7z )\A ‘\~ a3
—— =4 |
| Paste } , New . B 7 U 8§ abe AV~ Ag A
AL Slide~ =17 =
| Paste Options: Font

%_a
.

Hol & dap
l Keep Source Formatting (IQ]

(

| Ssemassss )} Animats

Hoi & dap

Hinh 114. Sao chép giit nguyén dinh dang cua slide nguon

Céch 2. Tan dung chirec ning Compare cua PowerPoint.
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q Céc budce thuc hién nhu sau:
{

1. Mo tap tin dich QA.pptx.

2. Vao ngan Review, nhom Compare va chon Iénh Compare

Lénhcﬂatui Home Insert Design Transitions Animations Slide Show Review View Developer Add-

f,i = il?b Translate ~ ; 53 Delete jl Co, p%e } Previo
o g ¥ Language ¥ ; £ Previo v Adkep oy Next
kearch Thesa Shao le Edit : =

0 ent ol Next &2 Reject
oofing Language Comments Compare

; A Compare

Compare and combine another

| presentation with your current
presentation.

] r
Hoi & dap
[
1

Hinh 115. Lénh Compare

3. Trong hop thoai Choose File to Merge with Current Presentation

e Look in: tim dén thu muc chua tap tin PowerPoint 2010Sample.pptx
e Chon tap tin va nhan nit Merge

Choose File to Merge with Current Presentation @
Lookin: | ) Books 2010 v @ o XoiE-
B My Recent Marme Size  Twpe Date Modified
Documents | | o3 Eackup File Folder 1/12{2010 5:00 &AM
{2} Deskiop (CMultimedia File Folder /2302010 219 PM
)My Templates File Folder 1/6{2010 1:46 PM
=] B";’cuments ) Temp File Falder 1/24/2010 1:50 PM
My 5 PowerPoint 20105ample. ppte 17,794 KE  Microsoft Office Po...  1/24/2010 12:55 PM
CJ Computer ‘l!l;]Qn.pptx 37KE  Microsoft Office Po...  1/24/2010 1:36 PM
"d Iy Metwork
Flaces

File narne: | " |

Files of type: |P.II PowerPoint Presentations (* ppbx;*, ppt;*, pptm;® ppsw; . pps; ™ ppsm; *, potxg *, pot; . potm;* odp + |

I Merge l’ Cancel

Hinh 116. Chon tdp tin can Merge

4. Trong cira s6 tap tin QA.pptx
e Chon tro chudt phia duéi slide thtr nhét trong khung Slides
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o Nhip chuét vao biéu twong nho nam phia dudi khung Slides

e Chon All slides inserted at this position

Slides Outline x

|20 L2 &ll slides inserted at this position A

[1—— %] Inserked Slide 1 (Unknown User)

[] Inserted slide 2 {Unknown User)

[] Inserted "authar ¥our Presentation "
(Unknown User)

H ] Inserted "Getting Started with
Templates" (Unknown User)

[ Inserted slide 5 (Unknown User)

[ Inserted Slide & (Unknown User) v

Hoi & dap

Hinh 117. Danh myuc c4c slide khac nhau giza 2 tap tin

5. Khi do, tat ca cac slide cua tap tin A da dugc chén vao tap tin B. Ban chon va xo6a di
nhitng slide khong can thiét.

@AAAb“A‘4AAAA‘AAA@
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Chuong 3

Xay dung ndi dung bai thuyét trinh

Ngi dung
1.

© o0 N o g A~ wD

[~ S N
w N - O

Tao bai thuyét trinh mai

Tao slide tua dé

Tao slide chira van ban

Tao slide c6 hai cot noi dung

Chen hinh vao slide

Cheén hinh tir Clip Art vao slide

Chup hinh man hinh dua vao slide

Chén thém Shape, WordArt va Textbox vao slide
Chen SmartArt vao slide

. Nhung &m thanh vao slide

. Nhung doan phim vao slide

. Chén doan phim tryc tuyén vao slide
. Chén bang biéu vao slide

14,
15.

Chen biéu d vao slide

Hoi dép
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huong nay s€ trinh bay timg bude xdy dung mét bai trinh dién véi déy du tat ca cac thanh

phan thong dung nhat ma PowerPoint cung cip. Trong chuong nay, dm V01 cac ban con méi
v6i phan mém PowerPoint thi nén hoc va thuc hanh cac muyc tur dau dén cubi chuong. Ddi véi cac
ban da thanh thao thi chi can doc céc phan ma minh chua biét.

Bai thuc hanh xuyén suét chuong nay ctng chinh la bai gioi thiéu vé phan mém Powerpoint
2010. Cac nguyén ligu can thiét cho chuong nay nhu 1a cac hinh anh, 4m thanh, doan phim, ...
céc ban c6 thé tai vé tir dia chi sau http://www.giaiphapexcel.com/download/multimedia.zip.

1. Tao bai thuyét trinh méi

Tao nhanh bai thuyét trinh mgi dé chuan bi cho céc phan thyc hanh trong chuong:

v

Vao ngan File

Chon 1énh New, hop Available Templates and Themes xuét hién bén phai
Chon Blank presentation va nhan nat Create dé tao mai.

Vao File chon Save, hop thoai Save As xuat hién

o &M W e

Tai hop File name dat tén tap tin Ia ThuchanhPowerPoint2010.pptx va chon thu
muc luu trir tai Save in.

6. Nhan Save dé luu bai thuyét trinh lai.
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a;un d?..‘...ldl' ‘Mcrossht Pawsrpont uﬁll
- Wame i Desgn  Toetions  Awmation  SideShow  Resew  Vew  Deakper  Addint -9

:.’ ) Available Templates and Themes Blank presentation

& Opan

3 Owie ! A ", ..‘:‘.

Recent s-m.n [

o -

wnarn L‘j

m o ‘l’.nw '-‘"- 600w Por '-rwcir.y] Q ‘

) Optior 2 | N

o= | OV &V | o n!

Agenday Anard Catenany Ceu-m Dtign dides
cotihoates

Hinh 118. Tgo bai thuyét trinh mgi

| H9-0F A QE|s  ThuchanhPowerPoint2010.pptx - Microsoft PowerPoint o B %
| Home | Inset  Design  Transitions  Animations  SiideShow  Review  View  Developer  Adddns & @
¥ - & s
HEERR AT HE
Paste New .. s AV . vl Ale Shapes Arrange Quick . | Editing
- 4 Slide ~ 'E' BZ U she 3- Aa” | ,é]' v Styles~ = 3
Clipboard =& Slides Font ) ~ Drawing

Click to add title

Click to add subtitle

Click to add notes

=] O —ClE I

Hinh 119. Slide dau tién cua bai thuyét trinh méi vira tao
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Save As E
savein: | () Books 2010 ¥ @ @ XGCiE-
s My Recent | [C)Backup
Dacuments | =5 Myltimedia
@ Desktop @MyTemplates
iﬂ_]OpenSampleOutline.pptx
=My E<H]PowierPaint 2010.pptx
ll—]Documents _] PR

a0
Computer

\g Iy Metwork
Flaces

Tools =

II;i]PowerPoint 2010_Password,ppkx
II\:i)IPDL-\.IerPDint 2010a.ppkx
IllEﬂPou\JerPoint Z0105ample, pptx
IllE]Pou\lerli'oint_201 0.ppkx

File name: |ThuchanhPowerPointZDIDlpptx

Save as bype: |P0werPoint Presentation (*.ppx)

Hinh 120. Hgp thogi Save As

2. Tao slide tya dé

Khi mét bai thuyét trinh méi duoc tao thi mac nhién cé sin mot slide tya dé. Slide tua dé thong
thuong 1a slide dau tién cua bai thuyét trinh, slide tua dé thuong chira cac thong tin vé tya dé caa
bai thuyét trinh, théng tin tac gia, ngay thang, ... Ngoai ra, chlng ta c6 thé thém logo cong ty,
hinh anh vao slide tya dé. Tuy nhién luu ¥ 13 khong nén dua qua nhiéu noi dung vao slide tyua dé.

q Cac budc thyc hanh nhu sau:

o/

1. Nhéan chuét vao placeholder Click to add title dé nhap twa dé& “PowerPoint 2010” cho

slide.

Hinh 121. Nhdp twa dé cho bai thuyét trinh

2. Dau nhic s& nhip nhay nhu hinh bén dudi va ban hdy nhap tua dé cho slide nay Ia
“PowerPoint 2010”
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.

e)

O)——

®
PowerPoint ZOD

Hinh 122. Ddu nhdc tai placeholder

3. Nhép chuot vao placeholder Click to add subtitle dé nhap twa dé phu, thong thuong
day la cac dien giai vé ndi dung chi tiét cho tua d¢ cua bai thuyet trinh. Nhap vao cum
tir sau “Gidi thiéu cac tinh nang ctia chuong trinh”.

PowerPoint 2010

B
i
i
H
i
i
H
1
i
H
1
i
i
i
H
i
i
1
i
i
!
]
i
e O

PowerPoint 2010

Hinh 123. Nhdp tua dé phu

4. Nhip chudt vao ving trbng bén ngoai cac placeholder dé hoan tat viéc nhap vin ban
cho tua @é chinh va twa dé phu. Sau khi hoan tat cac budc trén, ban sé nhan duoc két

qua nhu hinh sau.

PowerPoint 2010

®

———————————————— Q——————————————u )
| Gidi thiéu cac tinh ndng |
| 3 \

o ctia chuong trmhl i
| I
| |
.

PowerPoint 2010

Gidi thiéu cac tinh ndng
ctia chwong trinh

Hinh 124. Nhdp chuét ngodi viing placeholder dé hoan tdt Slide twa dé
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3. Tao slide chira van ban

Sile tiép theo chiing ta s& gisi thi¢u dén khan gia nhing tinh ning méi trong phién ban
PowerPoint 2010. Slide nay chi can c6 hai placeholder dung d€ nhap tya d€ va céc tinh ndng méi
dudi dang van ban. Do vay, ban hdy chén slide mai vai kiéu layout 1a Title and Content.

q Cac budc thuc hanh nhu sau:

1. Vao ngan Home, tai nhdm Slides chon New Slide
2. Chon kiéu layout Ia Title and Content

E Home Insert Design Transitions Animations 9
= S &=~ - ooy | @l =
J ‘ ‘“ 132 Y1 A A |
= ‘ Fe] -
Paste Z New { B 7 U S abe AV Aa =
¥ Slide>| =57 =
Clipboard 1% | | Office Theme
= | =
1 i i : i H
Title Slide Title an@ Section Header
=
Twao Content Comparison Title Only
i a

Hinh 125. Chon layout Title and Content

3. Tai khung tya dé cua slide mai, ban nhap chudt vao chir Click to add title, sau do
nhap vao tua slide 1a “Nhiing diém mai cua PowerPoint 2010

O————————————————— e -Q

0 .
'E'Nh['rng diém mai chia PowerPoint 2010'iI
M oA I+ A

* (Click to add text

Hinh 126. Nhdp néi dung cho slide mdi

4. Nhap chudt vao placeholder Click to add text va nhap vao néi dung cho slide nhu
slide sau:

Trang 84



Chuwong 3. Xay ding ngi dung bai thuyét trinh

Nhi*ng diém mai clia PowerPoint 2010

'= Tao, quan Iy va 1am viéc cong tic véi nhirng
ngudi khac trén bai thuyét trlnhl I

Hinh 127. Nhdp ngi dung cho slide

5. Nhan phim ENTER xudng dong, khi dé slide giéng nhu hinh sau. Sau d6 nhap tiép
cac ndi dung con lai cho slide nhu hinh bén dudi.

Nhitng diém mdi cia PowerPoint 2010

ngudi khac trén bai thuyét trinh

B '40‘,(‘,”5’; fy vé Ir“nn vrié( Léng tac v(ryirnﬁ\"}r’lg 7

Nhi*ng diém méi clia PowerPoint 2010

* T30, quan ly va lam viéc cdng tac véi nhirng
ngudi khac trén bai thuyét trinh

« Lam phong phu bai thuyét trinh véi cdc doan

| |
video, hinh 3nh va rat nhiéu hiéu &rng mdi

* Chia s€& bai thuyét trinh hiéu qua hon

Hinh 128. Xuéng dong va nhdp tiép néi dung cho slide

4. Tao slide c6 hai cot ngi dung

q Cac budc thuc hanh nhu sau:

./
1. Vao ngan Home, tai nhdm Slides va chon New Slide.
2. Chon kiéu layout la Two Content
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E Home Insert Design Transitions Animations

W

= | | - v A A i
Paste : ‘New‘ 5 B 7 U 8§ abe A Aa :
- Slide »| 5~ = =
Clipboard = | Office Theme
= =
1
A1
Title Slide Title and Content Section Header
2 N
3
3
Two Content Comparison Title Only |
.................... t

Hinh 129. Slide ¢6 hai ¢t ngi dung

3. Tai khung tya dé cua slide méi, ban nhap chudt vao chir Click to add title, sau do
nhap vao tya slide 1a “Nhitng kiéu hién thi”.

Nhitng kiéu hién thj

* Click to add text * Click to add text

Hinh 130. Slide c6 hai cgt ngi dung

4. Nhu di trinh bay & chuong trudc, trong PowerPoint 2010 ¢6 hai nhoém hién thi cira s6
man hinh chinh d6 1a nhém Presentation Views va nhém Master Views.

o Nhép chudt vao placeholder bén trai va nhap vao Presentation Views
e Nhin phim Enter xubng dong

e Vao Home | nhém Paragraph | nhan niit Increase List Level dé thut dau
dong dé chuan bi nhap danh s&ch céac kiéu thi trong nhom Presentation Views.
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Nhirng kiéu hién thj

. F’rr-fc-mation Views * Click to add text

Shapes Arrange

v v

Paragraph

Drawin

Increase List Level

Increase the indent level,

Hinh 131. Nhdp ngi dung cho cgt bén trai cua slide

5. Nhap vao danh séch céc kiéu hién thj trong nhdm Presentation Views 14 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"r\-l i

Hinh 132. Nhdp céc kiéu hién thj ciza nhém Presentation Views

6. Tuwong tu, nhap Master Views vao cot bén phai cia slide va cac kiéu hién thi Slide
Master, Handout Master va NotesMaster vao slide nhu hinh sau:

Nhitng kiéu hién thj

* Presentation Views

— Mormal

+ Master Views

— Slide Master
— Slide Sorter — Handout Master
— MNotes Page — Notes Master

— Reading View

Hinh 133. Nhdp ngi dung cho cgt bén phdi cua slide
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5. Chén hinh vao slide

O phé‘m trude ching ta da hoc cach chen slide méi va nhap van ban vao céac placeholder trén slide.
Phan nay, chung ta sé thuc hién chén hinh hai hinh dang luu trén may vao slide.

q Cac budc thuc hanh nhu sau:

o/

1. Vao ngan Home, tai nhdm Slides chon New Slide.

2. Chon kiéu layout 12 Two Content

__EIv - 34 - -"L- A Al
= = I
[New |._ | B 7 U 8 abe AV- Aq A
Slide~| 437
Office Theme

Title 5lide

Hinh 134. Chon kiéu layout hé tror chén hinh

3. Nhap tya dé vao slide 1a “Chén hinh vao slide”. Nhip chudt vao biéu tuonglnsert
Picture from File bén cot bén trdi.Hoac vao ngan Insert, tai nhom Images chon
Insert Picture from File.

Chén hinh vao slide

+ (Click to add text

Insert Picture from File

+ (Click to add text

Home Insert Design Tran|
Lt |

[— (8] cip Art -_}) Shapes

| 1 S | ) —
@+ Screenshot - <] SmartAr

) Table | Pict o7

% l}g Photo Album ~ | g Chart

Tables nages Ilustration

A 4

Insert Picture from File

3| ™| Insertapicture from afile,

9 Press F1 for more help.

(M ]

Hinh 135. Lénh Insert Picture from File
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4. Ctra s6 Insert Picture xuat hién, ban tim dén thu muc luu trit hinh trén may cua minh
va nhap chudt chon mét hinh nao do, sau d6 nhan nat Insert dé chén hinh vao Slide.

fmsert Picture

Hinh 136. Chon hinh chén vao slide

5. Tuong tu, nhap chudt vao biéu tugng Insert Picture from File bén cot bén phai va
chen mot hinh khéc.

Chén hinh vao slide

Hinh 137. Chén hinh vao slide

6. Khi hinh d3 chén vao slide, ban chon hinh d6 cho xuét hién 8 8 vuéng nhé xung quanh
hinh, dua chudt vao 6 ¢ mot goc nao do va gitr trai chudt kéo ra phia ngoai hinh dé
phong to hinh. Ban c6 thé dung chudt dé di chuyén hinh dén vi tri mong mudn trong
slide.
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Cheén hinh vao slide Chén hinh vao slide

Hinh 138. Thay déi kich thwéc va di chuyén hinh

6. Chén hinh tir Clip Art vao slide

Phan nay ching ta s€ thyc hi¢n chén mot slide mai va chen moét hinh tur thu vién Clip Art. Ching
ta s€ chén mot hinh vé danh golf vao slide.

q Cac budc thuc hanh nhu sau:
{

\_/
1. Vao ngan Home, tai nhdm Slides chon New Slide.
2. Chon kiéu layout la Title and Content

== A

CE] .
| New | B /7 U 8 abe AV- Az
Slide~| =7

Office Theme

T (o

Title slide Title and Cchv.tg]j/ Sectio

Hinh 139. Chén slide mdi kiéu Title and Content
3. Nhap twa dé cho slide 1a “Cheén Clip Art vao slide”. Nhap chudt vao biéu tuong Clip

Art trong vung placeholder bén dudi cua slide. Hoac vao ngan Insert, tai nhom
Images chon Clip Art.
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\ . \ .
Cheén Clip Art vao slide
c\ AA\ /—)
* Click to add text
Home Insert Design Transitions
ol (8] cifart @Shapes' L
= LI 27 | J}k t‘
&5+ scheefisho T2 smartart 1
Table Picture Hyp
3 &) PhotoETbum ~ | gl Chart
Tables Images Illustrations
J = Clip Art
3 Insert Clip Art into the document,
3 == including drawings, movies,
O {3 sounds, or stock photography to
illustrate a specific concept.
IT =

Hinh 140. Nhdp tira deé slide va thuc hién Iénh chén Clip Art

4. Mot ngan Clip Art xuat hién bén phai ciia 6 Normal View. Tai 6 Search for ban
nhap vao tur khoa la golf va nhan ndt Go dé tim hinh trong thu vién Clip Art.

~

RlA9-0T7 Q2 0E- ThuchanhPowerPoint2010.pptx - Microsoft PowerPoint I P | o B %
Home | Insert Design Transitions  Animations Slide Show Review View Developer Add-Ins Format (2] e

3 é:. = f' CalibriBody)  * 32 ~ A" A7 | & ERE- = {lﬁv L—[j) EJ[_L] f]?: &

Paste New . | B 7 U § abe AV~ Aa~ v - | Shapes Arrange Quick — | Editing

- F | sliger T = = A E=s=s B TN Q. T
Clipboard =& Slides Font Fu Paragraph & Drawing
= X | g “ | Clip Art - X
1 o

Chen Clip Art vao slide q
L

Results should De:

) f all media file types

Cr -
* Click to add text [ include Office.co

H il

g
)
——

© O ) v ‘ ‘
| : ]
4 i [» 2 Find more at Office.com
, Click to add notes -~ e Hints for finding images
v
Slide 5 0f 5 | “Office Theme™ | <5 | [ElEaz s o0 [

Hinh 141. 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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Chen Clip Art vao slide Chen Clip Alrt vao slide

&

Hinh 142. Két qua chén hinh tir Clip Art va diéu chinh kich thuéc hinh

6. Nhap chuot vao nit Close ¢ gdc trén bén phai hop Clip Art dé dong hop Clip Art

7z

Clip Art ( k )
Search For: (

||;||:|IF | [ G0 l

Fesults should be;

|.ﬁ.|| media file bypes w |

[ ] include Office, com content

Hinh 143. Dong hop Clip Art

7. Chup hinh man hinh dwa vao slide

PowerPoint2010 bé sung chirc nang chyp hinh man hinh cua cac tng dung khac dang mé dé chén
vao slide.

q Cac budc thyc hanh nhu sau:
X

1. Vao ngan Home, tai nhdm Slides chon New Slide.

2. Chon kiéu layout 12 Title and Content, nhap twa dé cho slide 1a “Chup hinh man hinh
dua vao slide”.

Chup hinh man hinh dua vao indeI :

* Click to add text

Hinh 144. Nhp tua dé cho slide méi
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3. Dé chup hinh ctra s6 tng dung va chén vao slide, ban vao ngan Insert, nhém Images,
chon Screenshot.

Insert Design Transitions Animations Slide Show R
(8] clip Art [y Shapes ~ =D
—~ 7 Qv AE| B 4
fos+ Screensifot &:| SmartArt _— =
= Tty Header Wo
Available WhNqdoy & Footer
Text
= I = | A —
hinh d

@st Screen Clipping

CITOIN U GUU OO

Hinh 145. Danh sach cac ciza 6 1ng dung khdc dang mo

4. Néu ban chi muén chup mét phan caa cta s6 wng dung nao dé, vi du nhu chup mot
phan ctra so6 ung dung Excel 2010 thi lam nhu sau:

e Ban hdy mao tng dung Excel va ma tap tin can chup hinh noi dung dé dua vao
PowerPoint.

e Tro veé slide “Chup hinh man hinh dua vao slide” va vao ngan Insert, nhom
Images, chon Screenshot, chon Screen Clipping.

e Dung chudt quét chon viing man hinh Excel can chup rdi nha chuot, két qua
nhu hinh sau.

Chup hinh man hinh dwa vao slide

Hinh 146. Quét chon viing can chup
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8. Chen thém Shape, WordArt va Textbox vao slide

Déi khi, chiing ta can thém cac hop vin ban dé nhap thém thong tin hoic v& thém cac biéu twong
vao slide. Chiing ta sé& tiép tuc 1am viéc trén slide & phan truéc va thém vao slide cac Shape,
WordArt va Textbox dé minh hoa thém noi dung dang trinh bay trén slide.

q Cac budc thuc hanh nhu sau:

1T lai slide “Chuyp hinh man hinh dua vao slide”. Di chuyén hinh vira chup sang mot
goc va vao ngan Insert, nhdm Illustrations, chon Shape, chon kiéu mii tén Right
Arrow. Dung chugt vé mét hinh miii tén hudng sang phai trén slide nhu hinh sau.

r= *r
A®

A i 1= §
an q = “

By Lt Shagen

Chyp hinh man hinh dua vaq

Chup hinh man hinh dua vao slide

Hinh 147. Thém Shape vao slide

2. Vao ngan Insert, nhdm Text, chon nit Textbox va vé mot hop van ban trén slide. Sau
do, ban nhap vao “Pay la ving man hinh Excel vira chyp bang cdng cu Screenshot

cua PowerPoint”.

Chup hinh man hinh duva vao slide

Dday IG ving man hinh
Excel vira chup bang cong
cu Screenshot coa
PowerPoint

Hinh 148. Thém Textbox vao slide

3. Vao ngan Insert, nhdm Text, chon nit WordArt, chon mau sic cho WordArt
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Chup hinh man hinh dua vao slide

Doy 7 mimg man Aok
Engel Wi chup ddng odeg
TV Kreeastod v
DowerPore

Hinh 149. Chon mau cho WordArt

4. Nhap chudi “Screenshot” tai hop Your text here.

Chup hinh man hinh dua vao slide

[ = | " Selimad e

B - A .

- ; - LI A "

. " o s Déy it ving més hinh
i 5 Excel wrn chup dng cdng

T cu Screemshat cio

et Lagbon T

Tara S— F Fowerfoime

R '

e
' Cpen

[T I
'

Hinh 150. Chén WordArt

9. Chen SmartArt vao slide

C0 rat nhiéu kiéu Smart Art dung sin trong PowerPoint 2010. Céc kiéu dugc phan loai vao cac
nhom rat thuan tién cho nguoi dung tim kiém va su dung.

Choose a SmartArt Graphic

j
E‘
101

8= List = P
290 Process -- » s
Cyde — ——
Hierarchy -] L=
Relationship

[ 1] SO
Matrix I I i :I} e o
—

Pyramid

@B b

Alternating Hexagons
Picture L “H -1-1=] Use to represent a series of interconnected
gas .li ideas. Level 1 text appears inside the

hexagons. Level 2 text appears outside the

] [E uEs Aees.
— L.- |

B

i
|<

[ OK ][ Cancel ]

Hinh 151. Cac kiéu Smart Art dung san
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Bai nay, ching ta s& thuc hanh chén mét Smart Art thuoc nhém Picture méi duoc bd sung vao
PowerPoint 2010.

q Cac budc thuc hanh nhu sau:

o/
1. Vao ngan Home, tai nhdm Slides chon New Slide.

2. Chon kiéu layout 12 Title and Content

B =

A A
[ Mew | B 7 U 8 abe AV Aa
slide~] =7
Office Theme

\

Title slide

Hinh 152. Chén slide mdi 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 nhém
Images chon Smart Art.

Cheén Smart Art vao slide

| l " g ] m Home ot | Desgn  Trans®e srimaber SAde Show  Besten hesk
! - | [@oean P snag Q A oh, 4
: (1) —LL |
; P

| 4 = - : liagrami b 1 o

? (ks @@ | I s

8 O Mo 11 for mure ety

Hinh 153. Nhdp tua dé cho slide va thyc hién Iénh chén Smart Art

4. Cira so Choose a SmartArt Graphic xuét hién. Ban chon nhém kiéu la Picture, chon
kiéu Circular Picture Callout va nhap nat Ok dé chén vao slide.
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Choose a SmartArt Graphic

2 a
2

i g

Groular Picture Callout

Use o show 5 cenra idea and ub-deas or
related items. The text for the first picare
covers the lower porion of the piciure, The
correspanding 1=xt for other Level 1shapes
2ppears next to the smal arcdar pictures.

This diagram aiso works el with no text.

Hinh 154. Hop thoai Choose a SmartArt Graphic

5. Mot so d6 duoc chén vao slide nhu hinh dudi, ching ta sé& lan lugt gan céac hinh vao
cac Vi tri tao sin trén so do. Cé4c vi tri tao sdn nay goi la Shape. Vi du, slide nay s&
gi6i thiéu san pham HD Zune cua Microsoft vai hinh anh san pham s& dé & vong tron
I6n nhit va cac tinh ning ctia san pham sé& dit ¢ cac vong tron nhod hon bén canh.

Cheén Smart Art vao slide

Hinh 155. Nhdp néi dung cho cdac hdp van ban

6. Chon biéu tugng Insert Picture from File trong Shape lon nhat dé chén hinh san
pham HD Zune vao.

Chén Smart Art vao slide

® —@

Hinh 156. Chon biéu tuwong Insert Picture from File
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7. Hop thoai Insert Picture xuat hién, ban tim dén thu muc chtra hinh. Sau d6, ban chon

hinh HDZune.jpg va nhan ndt Insert.

Insert Picture

Look iy o) HO 2unw w b

5 My Rzt
Cocursents

(3} Desiop

My
- Cocunents
Conputer

My Nt sacrk
‘i Paces

Durwifi prg

Lurwlt oy

Fie pame: v

Hles F D g pctures (%o ) * PO” 0o FE T pe ™ pog T bmo; b * ke T of 17 gf 8y e T s W

rgat

[ toas -

e

Cacel |

Hinh 157. Chon hinh tir cira s6 Insert Picture

Chén Smart Art vao slide

Hinh 158. 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 1a “HD Zune”.

Chén Smart Art vao slide

Typse your text lieew

i

o Dl Zuns| -

Cocular Pictury Callout

Hinh 159. Nhdp thém van ban cho hinh
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9. Quét chon chudi HD Zune trong hop Type your text here. Vao ngin Home, nhom
Font, chon Font Color va chon mau xanh I& cay (Green).

| 3 - . o .
| File Home | Insert | Design | Transitions | Animations | Slide Show | Review | View | Develope
A

=l v = r=, ||A
=) & J :’ Calibri(Body) ~ 59 ~ A" A" | &) T b U:‘
Paste - New £ ";J'

ew - | B 7 U § abe AV~ Ax- [[Al]
F | slider T~ = <7 Aa (|4l

es Font Theme Colors

i
Chéf-i"IIlllb

| Standard Colors
Type your text here EEN
" ® HD Zune = - 2PIES0 reen
_J . [TEXt] =
—’ * [Text]

v
iCircular Picture Callout... ‘
[ I

1 i

Hinh 160. P4i mau font chiz

10. Lan luogt chon Insert Picture from File trong cac Shape nhé bén phai va chen cac
hinh Zune01.jpg, Zune02.jpg, Zune03.jpg vao. Két qua nhu hinh sau:

Cheén Smart Art vao slide

Chen Smart Art vao slide

Zunt

o
@
O

Hinh 161. Chén cac hinh minh hoa tinh ndng san pham HD Zune

11. Con ba tinh nang quan trong nita ca san pham HD Zune can duoc gidi thigu. Do vay,
ching ta sé chén thém ba Shape nho cho Smart Art. Co6 nhiéu c&ch thuc hién:
[ J

Cach 1: Tai hop Type your text here, di chuyén xubng dong cudi cling va nhan
phim Enter.

e Cach 2: Chon Smart Art trén slide, sau d6 vao SmartArt Tools | nhom Create

Graphic | chon Add Shape | chon Add Shape Affter dé chén thém Shape
phia dudi cac Shape dang co.
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Type your text here 33 -

»

Chén Smart Art vao slide

* [Text]
Type your twst hore

* [Text] . o

CO—18 - o

Cocular Pictsrw Callout

=] ||

[ Circular Picture Callout... l =% i

Hinh 162. Chén thém Shape trong hgp Type your text here

D 4 $ ) - - - - - - e
Blda- AV TiF huchanhPuwe Pt d0L0 ppt Acrasuft PumerFor @ Al
Home n  Tansoon Anmatant e Dy Reviex -~ Devetge  AdOY Auanat £} 7 )
g S
v
‘ '

Cheéen Smart Art vao slide

Type your text bery
!
% " * HD Zune -
L%} “ o (Teat)
e Text
-

“‘

Corcalnr Micture Callout. o

Vi ' :

-

Click to add notes

‘

Hinh 163. Chén thém Shape trong SmartArt Tools
12. Thyc hién céac Iénh tuong tu va chen thém hai Shape nira cho Smart Art. Sau do, ban

chen thém cac hinh Zune04.jpg, Zune05.jpg va Zune06.jpg vao cac Shape vura tao
thém. Két qua nhu hinh sau:

Chen Smart Art vao slide Cheén Smart Art vao slide

@
&
0 o
- @
@ Zun ()
= 0

Zun

Hinh 164. Slide gidi thi¢u san pham HD Zune si dung Smart Art
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10. Nhang am thanh vao slide

Microsoft PowerPoint cho phép ban chén rat nhiéu dinh dang nhac khéc nhau vao slide, théng
thuong chang ta chen dinh dang.mp3 hay .wma vao slide vi ching cho chat lugng tot va cé kich

thudc tap tin nho.

Dinh dang tdp tin &m thanh dung cho PowerPoint 2010

PowerPoint mé réng kha néing hé tro nhiéu dinh dgng m thanh so véi truéc
kia. Chling ta c6 thé ding cac cong cu dé chuyén doi cdc dinh dang am thanh
la vé dinh dang ma PowerPoint hé tro nhw la Windows Media Encoder
(http://www.microsoft.com/windows/windowsmedia/forpros/encoder/default.

msp).

Cdc dinh dang &m thanh PowerPoint hé tro' nhuw:.aiff (Audio Interchange File
Format), .au (UNIX Audio), .mid hay .midi (Musical Instrument Digital
Interface), .mp3 (MPEG Audio Layer 3), .wav (Wave Form), .wma (Windows
Media Audio)

Péi khi phan mé réng cua tap tin &m thanh giong véi danh sach ¢ rén nhung
khdng thé chén vao PowerPoint dwoc do codec si dung trong tdp tin khong
phl hop. Céch tét nhdt 1a nén si dung codec cua Microsoft khi chuyén doi
cdc dinh dang dm thanhdé dam bdo tinh tiong thich.

Trong phén nay, ching ta s& thuc hanh chen mét tap tin am thanh trich tir doan phim giéi thicu
san pham Zune HD. Do vay, ching ta s€ chen &m thanh ngay trong slide ctua phan truéc.

q Cac budc thuyc hanh nhu sau:

1. Tirslide “Chén Smart Art vao slide” & phan trén

2. Vao ngan Insert, nhom Media, chon Audio

3. Chon Audio from File..., hop thoai Insert Audio xuét hién

Insert Awdln ficd|
Lok 3 Maweds “ - X -
e G (TTTTIERRITIE
=~ (e es
o Dot
W
- ot
»
¥ Congute
— —_l .J:‘.:mn
( *) 1]l
(.:/'j \X._‘ [
Video | Audio
= v
L & Audio from File...
R g T ) R
Clip Art Audio... A
RS O LVOR | a0 5t (0 o, * ) =0T * 0 *Th * ik * ik * 1V * O * i e e
Record Audio... X —
o I_H\,.y o Cozdd |

Hinh 165. Chen Audio va slide
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4. Chon tap tin am thanh dang luvu trit trén may va nhan nit Insert dé chén vao slide.
Mot biéu trgng hinh loa xuat hién trén slide dai dién cho tap tin &m thanh, ban co thé

di chuyén

nd vao goc cua slide.

Chén Smart Art vao slide

o
@
@

une

N
Hinh 166. Chon tdp tin &m thanh chén vao slide

5. Ngoai ra, ching ta c6 thé chén &m thanh tir cic ngudn khac nhu 14 thu vién Clip Art
Audio hoac ghi &m vaéi tinh nang Record Audio.

6. Vi tinh nang Trim Audio, chiing ta c6 thé cat bo bot cac doan am thanh khang can
thiét va chi chura lai mét phan cua tap tin am thanh. Ban chon vao biéu tuong hinh loa

trén slide va vao ngan Audio Tools, nhém Editing, chon 1énh Trim Audio.

L E atin
g? ?de Diation ‘hﬂuu _-'.f Start: On Click ~ [ Loop until
Jj] Fade In: 0000 b

Volume [T Hide During Show [ rRewind aff]

4r 4

de Out: 00.00

T X
A dic[k { Fa
Editing

Audio Options

Trim Audio
Trim the audio clip by specifying
the start and end times.

rt Art vao slide

@ Press F1 for more help.

o
— @
—0

ZUNt

Hinh 167. Chon Iénh Trim Audio

7. Thiét 1ap doan am thanh can lay tai Start Time va End Time va nhan ndt OKsau khi

hoan tat.
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Trim Audio 3

Welcome ko Zune HDwma Duration:  00:56,000
01:00, 000

00:04 = @ E] @ 01:00 =
End Time

Start Time

[ QK l [ Cancel ]

Hinh 168. Thiét ldp doan am thanh can sir dung

11. Nhang doan phim vao slide

PowerPoint 2010 tuwong thich véi rat nhiéu dinh dang video pho bién hién nay. Trong d6, chiung
ta nén st dung hai dinh dang .flv va .wma vi chling cho chat lugng hinh anh chap nhan duoc, it
phéat sinh 16i khi chén va c6 kich thudc tap tin nho.

binh dang tdp tin video dung cho PowerPoint 2010

& e Cdc dinh dgng am thanh PowerPoint hé trg nhuw: flv (Flash Video — ddy
la lza chon video tat nhdt khi chén vao PowerPoint 2010), .asf (Advanced
Streaming Format), .avi (Audio Video Interleave), .mpg hay .mpeg
(Moving Picture Experts Group), .wmv (Windows Media Video).

e Déi khi phan mé réng cua tdp tin video giong véi danh sach ¢ trén nhung
khong thé chén vao PowerPoint dwoc do codec siz dung trong tdp tin
khong phu hop. Céch tot nhdt 1a nén siz dung codec cia Microsoft khi
chuyén doi cac dinh dang video d@é dam bdo tinh twong thich.

Phan nay, ching ta s& thuc hanh chén hai doan phim nho vao slide. Mot doan gidi thigu vé bo
Office 2010 va mot doan gidi thiéu vé san pham Zune HD.

q Cac budc thuc hanh nhu sau:

1 Vao ngan Home, tai nhom Slides chon New Slide.
2. Chon kiéu layout 12 Two Content. Nhap tua dé cho slide 14 “Chén video vao slide”.
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== 5 Chen video vao slide
=35 |

N == T i abe > - s s A % %
!_snjgw =M i T &b * Click to add text ¢e Click to add text

| Office Theme

Comparisan

Hinh 169. Chén slide méi kiéu Two Content

3. Nhap chuot vao Insert Media Clip trong placeholder bén trai. Hop thoai Insert
Video xuat hién.

Insert Yideo L_JEI
Look iy ) Mutrveca . A X3~
My Racert MNyre See Type Dats Modfed
Docunents Vobrn 2010- The Mo v B R 112010 13:14 AR
[ besieco &) Wakorme to 2une MO wery 263008 WV e 11172010 13:1% AN
My
e Docunents
4 Ny
Computer
My Natwork
‘il"a:“
Fhe paney -
Fhon F e s Pl (%, asf; o * il * oy e * wend * wesz) * G- S * mpeq; * mog; Y. W
( Tooks = Irgert ’] | cancel

Hinh 170. Hgp thoai Insert Video

4. Tim dén thu muc chta video, chon video va nhan nit Insert dé chén vao slide hoic
nhan nit x4 xuéng tai nat Insert va chon Link to file dé chi lién két véi video ma
khéng nhing 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

* Click to add text

Hinh 171. Cheén doan video vao slide

5. Tuong tw, chung ta chen doan video con lai vao slide nhung véi dinh dang la .flv.
Nhap chuot vao Insert Media Clip trong placeholder bén phai. Hop thoai Insert
Video xuat hién.

Files of tvpe:

kg ¥,
Windaws Media file (asfF) (*,asf; *.asx; *owpl; *w
Windaws video File {awi) (*,awi)
Mavie file (mpeg) (*.mpeq; *.mpg; *.mpe; *.mly;
Windows Media Video Ffile (wm (F e * oaw)

Hinh 172. Chon kiéu tdp tin video

6. Tai hop Files of type, banchon All Files (*.*) dé céc dinh dang tap tin video khac hién
thi. Ban chon tén tap tin la Welcome to Zune HD.flv va nhan ndat Insert dé chén vao
slide.

Chen video vao slide

’ “» «

Hinh 173. Chén FLV vao slide
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Luu y khi cheén video:

g Khi cheén video vao slide, néu la dinh dang ma PowerPoint hé tro va codec
diing thi qud trinh chén dién ra rdt nhanh. Néu bj treo may hay qua trinh
chén dién ra qua lau, ban nén ding cic chwong trinh chuyén ma video
chuyén dung dé chuyén video vé dinh dang PowerPoint hé tro.

12. Chén doan phim truc tuyén vao slide

Chén doan phim dang luu trit truc tuyén tir cac trang web chia s& video vao slide rat don gian.
Tuy nhién, may can phai c6 két ndi internet khi mé bai thuyét trinh thi doan phim méi cé thé xem
dugc. Chlng ta c6 thé ldy cac lién két nhing (embed link) ciia doan video tir cac trang web nhu
YouTube, Yahoo Video, Clip.vn, Google Videos,... Trong do, trang YouTube dang dugc s

dung rong réi nhat hién nay.

Phan nay ching ta s& thuc hanh chén mot doan phim quang céo vé Windows 7 tir trang YouTube.

7" YouTube - windows 7 advert - Windows Infermet Explorer

G v &5 poutibe..., ¥ i X b
B G2 P Fpore  lok e

¢ Fovortas B YouTubw - mrdows 7 advent L R i i

You o

P Search Opoons

Viodows I Ad
£ Wincows 7

Rl i

i* 1:48

<
hero (v, youtube Conbes s Meac & Yeam

Goad Hews - Windows 7 L
boul Windows 7 ans
AW
)

- Page e Jdety~

awdi Ln

tWindows T

A~ K0rw -

EER

»~

Tgols »

-~

-

>

Hinh 174. Tim dogn video qudng cao Windows 7 trén YouTube

q Cac budc thuc hanh nhu sau:

o/

1. Vao ngan Home, tai nhdm Slides chon New Slide.

2. Chon kiéu layout 1a Title and Content. Nhap tua dé cho slide 1a “Chén doan phim

truc tuyén”.
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Chén doan phim tryrc tuyén

« Click to add text R

Hinh 175. Slide chén dogn phim truc tuyén

3. Chon placeholder bén dudi, sau d6 vao Insert, nhdom Media, chon nat \/ideo va chon
tiep Video from Website..., hop thoai Insert Video From Web Site xuat hién.

Insert ¥ideo From Web Site

To inzert a link to a video you've uploaded to a Web site, copy the embed code from that Web site and

o~ paste it into the text box below:
&5 &
ZIK
’ Video | Audio
i &5 Video from File.., "
Video from Well
Help and examples
Clip Art Video...

Hinh 176. Hop thogi Insert Video From Web Site
4. Chuyén qua trang YouTube, ban tim dén hop Embed ciia doan video trén trang
YouTube va chép cac théng so trong hop nay vao bo nhd 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 177. Sao chép thdng tin embed ciia doan video

5. Sau d6, chuyén sang hop Insert Video From Web Site trong ctra s6 PowerPoint va
dan noi dung Embed vao bang t6 hop phim <Ctrl+V>.
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Insert ¥ideo From Weh 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:

<object width="560" height="340"> <param name="movie"

value ="http: /e, voutube, comfe fssQg02DTTMUShI =en_US&fs=18"> < /param ><param
name="allowFullScreen” value="true" > < /param = <param name="gllowscriptaccess” value="always"=
< fparam=<embed src="htip: /v, youtube, com v /es0gD20TTMUSAI=en_LUS&fs=18"

type="application,x-shockwave-flash” allowscriptaccess="always" allowfullscreen="true” width="560"
height="340"> < fembed =< fobject=

Help and examples

[ Insert ] Cancel

Hinh 178. Dan théng tin embed cua dogn video qudang céo vao hgp van bdan

6. Nhan nat Insert dé chén doan video vao slide va diéu chinh kich thuéc doan phim
trén slide nhu hinh sau.

Chén doan phim tryc tuyén

Good News - Windows 7 Commercial

ottt
, is,..st ' \

| P o 02030 o« (B S0 l I

Hinh 179. Xem video truc tuyén trong ciza sé Normal View

Xem truéc video truc tuyén:

é Mudn xem truée doan phim truc tuyén dang chén trén slide, ban chon Shape

ciia dogn phim trén slide réi vao ngan Video Tools, chon Format, chon Play
tai nhom Preview.

13. Chén bang biéu vao slide

Céc phan trén da huéng dan cach chén hinh énh, &m thanh, doan phim,... vao slide. Phan nay,
chung ta sé dua bang biéu yéo lgéi thuyet trinh.’ Chdng ta sé,thuc hanh chén mot slide méi chaa
théng tin gigi thiéu vé 5 phan mém tao bai thuyét trinh tot nhat trén thi trueong.

1 Céc budc thue hanh nhu sau:

1. Vao ngan Home, tai nhdm Slides chon New Slide.
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2. Chon kicu 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
| | % A A
[NeW|.— | B 7 U S abe AV- Az
(Slidex| 57 - ) k
Office Theme

ffeert Table

Title Slide Title and Qon

e and Content

Hinh 180. Chén slide va nhdp tua dé

Nhép chudt vao Insert Table trong placeholder bén dudi, hop thoai Insert Table xuat

hién. Ban khai b4o sb luong dong 1a 6 tai hop Number of columns va sb luong cot 1a
3 tai hop Number of rows.

Insert Table @@

Mumber of columns: 3

RIS

Number of rows: |6

[ ok ) [ concel |

Hinh 181. Khai bao sé liwong dong va cét

4. Nhan OK dé chén bang vao slide nhu hinh sau.

5 phdn mém
tao bai thuyét trinh t6t nhat
I D

Hinh 182. Bdng trong trong slide
5. Thu nhé chiéu rong cac cot dé chuan bi nhap noi dung vao slide.Vi du, cot thi nhat co

nhén 1a “Stt.”, cot thir hai c6 nhan 1a “Phan mém” va cot tha ba c6 nhdn 1a “Mb ta
phan mén”. Banh so thir tu tir 1 dén 5 cho cot “Stt.”
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tao bai thuyét trinh tot nhat tao bai thuyét trinh tot nhat

5 phan mém 5 phan mém

Hinh 183. Nhdp nhan cho cé&c cét va ddanh sé thir tu

e Diéu chinh chiéu rong cua cot bang cach di chuyén chudt vao duong ludi doc cua

bang. Khi thy chugt bién thanh hinh miii tén hai chiéu () thi gi trai chuot va
khéo qua trai dé thu nho cot hoac kéo qua phai dé ma rong cot.

6. Chon dong thu hai trong c6t thir hai trong bang cho tro nhap nhay va nhap vao tén cua
5 phan mém theo thir tu sau: PowerPoint, Flash, Impress, Keynote va Presentations.

5 phan mém
tao bai thuyét trinh tot nhat
T T

Powerfoint
flash

3 npress

4 ¥oyocts

5 Presernationt

Hinh 184. Nhdp ngi dung cho cét thi hai

7. Tuong tu, nhap phan mo ta tai cot thir 3 véi cac thong tin nhu sau:

PowerPoint do Microsoft phat trién, 1a mot thanh phan trong bd Microsoft Office.
PowerPoint hién la phan mém tao bai thuyét trinh tot nhat trén thi truong.

Flash do Adobe phét trién. Tao bai thuyét trinh trén Flash rat thuan tién cho viéc
chia sé va phat hanh trén internet do Flash chay trén nén trinh duyét web.

Impress 1a phan mém mién phi do Sun Microsystems phét trién. Imress la mot
thanh phan trong bo OpenOffice.

Keynote do Apple Inc. phat trién, 1a mot thanh phan trong bo iWork.

Presentations do SoftMaker phat trién, 1a mot thanh phan trong bo SoftMaker
Office.
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1

5 phan mém

tao bai thuyét trinh tot nhat

PowerPoint

Flash

Impress

Keynote

Presentations

Stt. |Phénmém Mo |

PowerPoint do Microsoft phat trign, 13 mét thanh phan
trong bé Micrasoft Office. PowerPoint hién & phan
mém tao bai thuyEt trinh t&t nhat trén thi trudng.
Flash do Adobe phat trién. Tao bai thuy&t trinh trén
Flashratthuan tiéncho viéc chia s8va phét hanh trén
internet do Flash chay trén nén trinh duyét web.
Impress [a phan m&m mién phi do Sun Microsystems
phat trién. Imress 1a mdt thanh phan trong bd
OpenOffice.

Keynote do Apple Inc. phat trign, 13 métthanh phan
trong bd iWork.

Presentations do SoftMaker phat trién, 128 métthanh
ph&n trong bd SoftMaker Office.

Hinh 185. Hoan thi¢n bdng trong slide

Tao nhanh bang trong PowerPoint:

Uz,

Trong thuc té, khi 1am bao céo thuyér trinh chiing ta thieong c6 san cac bang

biéu trong Word hodc Excel. Khi @4, ching ta c6 thé chép cac bang nay va
dan vao PowerPoint rdt tién loi.

14. Chén biéu @6 vao slide

Phan nay chling ta s& thuc hanh tao mot bicu do trong PowerPoint. Bicu do nay trinh bay vé cac
so liéu thong ke ve thi phan cua cac trinh duyét web trén the gidi tinh den hét ndm 2009. So lieu
thong ké lay tir trang http://marketshare.hitslink.com/browser-market-share.aspx?qprid=0 va tong

hop lai nhu bang sau:

Bang 5. Thi phan trinh duyét web nam 2009

Trinh duyét
Internet Explorer
Firefox

Chrome

Safari

Opera

Khéac

q Cac budc thuc hanh nhu sau:

\/

Thi phan 2009

62.69%
24.61%
4.63%
4.46%
2.40%
1.21%

1. Vao ngan Home, tai nhdm Slides chon New Slide.

2. Chon kiéu layout Ia Title and Content va Nhap tua dé cho slide 1a “Thi phan trinh

duyét 2009”
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Thi phan trinh duyét 2009

« Click to add text

=
=5

'l j

New
Slide~| &
Office Theme — 1

{Ingert Chart

Title Slide Title and Content

Hinh 186. Slide biéu do thi phan trinh duyét 2009

3. Nhip chuét vao Insert Chart trong placeholder bén dudi, hop thoai Insert Chart

Xuét hién.

4. Chon nhém db thi 1a Pie tir danh sach bén trai hop thoai Insert Chart va chon kiéu do

thi 1a Exploded pie in 3-D.

Insert Chart @

3 Templates ‘4’_8"_5" {MI .J&}I LJISJ:H M’:’I 4]
Uhji Column Line
|2¢ Line . ’_,-; ; 7 - | o /\
(@ P | j\ ﬁ £ “/ 11 {‘I'A‘«’ }I-"\“ s
E Bar Pie
kA Area ] 0 ] »_; [ 1B ] ul ] Ly
i XY (Scatter) ‘ ‘:\_D ‘ w |©,® ll\gib ‘| N i@
ljﬂ} srosk Bar - B - IEprod;dpieinS-Dl -
(@@ Surface ﬁ a e
@ Doughnut 1 % 1 E-:- i g \li Jg f)@ | '/a—_
92 Bubble 1 x L L i i 1
o 1 Z e

By oo | || =] |

& 2EEEEE !
[h_danageTemplates... ] [ Set as Default Chart ] [ OK J [ Cancel ]

Hinh 187. Chon kiéu dé thi

5. Nhan nit OK va cira s6 Microsoft Excel xuat hién chua cac sé liéu mau cua d6 thi

nhu hinh sau.

Trang 112



Chuwong 3. Xay ding ngi dung bai thuyét trinh

Iz“ o Q|V@Micrcscﬁ Pow@licrosoﬂ Excel ‘ b ‘ = =22
H-:me Insert | Page Lay | Formula  Data | Review | View | Add-Ins | Acrobat | Design | & e = P 2
“:E] # Calibri 1 - General - f_%( 5= Insert ~ z - %\T'
P_aste Ba- B I U~ AN $ v % e F* Delete ~ | @]~ B8~

- I | B DA %0 28 - | Erormat~ | 2~
Clipboard Font P Alignment Mumber = Cells Editing
Bl - ﬁ-| Sales v
A B C D F G H 1 =
II Sales
2 |1st Qtr 8.2
3 |2nd Qtr 3.2
4 3rd Qtr 1.4 =
5 |4th Qtr 1.
6
7
3 To resize chart data range, drag lower right corner of range.
9
10
11
12 3
M 4 » M| Sheetl /F2 4] I | ]
Ready | /3 | |@]@|FE| 1005 (=) [} (¥)

Hinh 188. Cira s6 Microsoft Excel ding dé nhdp sé liéu cho do thi

6. Ban hay nhap day du s6 liéu théng ké thi phan trinh duyét nam 2009 ciia bang trén vao
ctra s6 Excel va dong ctra s6 Excel lai sau khi nhap xong. Khi d6, biéu do trén slide

PowerPoint c6 hinh dang nhu sau.

Thi phan trinh duyét 2009

Thi phan 2009

A

1 | Trnh duvet

2 Internet Explorer
zlﬁrefcx

4 Chrome

5 |Safari

6 Opera

7 Khac

B
Thi phan 2009
61.69%
24.61%
4.63%
4.46%
2.40%

1.21%

m Internet Explorer
m Firefox

m Chrome

m Safari

m Opera

m Khac

Hinh 189. Bidu dé trén slide

7. Chon db thi trén slide, chon tua dé d6 thi va nhan phim Delete trén ban phim dé xoa.
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e ¥ aYaYal

Thl phén trinh d-Ca-I-ib-ri Ev 216 ~ A" A7 ChartTitle

(B EEEA- 22
Th'!phﬁnz(}o

Edit Text =

Change Chart Type...
Edit Data...
3-D Rotation...

Format Chart Title...

Thi phan trinh duyét 2009

Hinh 190. X6a tira dé khdng can thiét trong do thi

8. Ddi cac chi thich cia d6 thi xudng phi dudi bang cach chon dd thi. Sau d6, ban vao
Chart Tools, chon Layout, nhdm Labels, chon Legend va chon Show Legend at

Bottom.
|
hs Slide Show Review View Developer Add-Ins Acrobat Design ‘ Layout
Vol G (] | o) (] ] 2 | @
e et s | Chart Floo b—
Legend| Data [ \wes  Gridlines Plot __ : Trendline
b Labels ¥ Tabiz Ares - |4 3-D Rotation -
None i Background A

.
||y Turn off Legend

Show Legend at Right |
Show Legend and align
| right
Show Legend at Top
Show Legend and top
align
Show Legend at Left
Show Legend and align
left
Show Legend at Bott
Show Legend and ali

[
Overlay Legend at Ri

bottom
|[#E] Show Legend at right of
the chart without resizing

duyét 2009

W Internet Explorer
m Firefox ——r_
W Chrome

Tt m Safari

Overlay Legend at Le

—’Jﬂ;! Show Legend at left of - Opfra
m Khac

the chart without resizing

Vlore Legend Options..,

Thi phan trinh duyét 2009

| Int=m=t Expiorer mFirsfoc gCheome  mSsfar mOpera mkhac

Hinh 191. Déi Vi tri ddt chi thich cia dé thi

9. Thém cac sd liéu théng ké kém theo cac manh trong banh trénta chon db thi. Sau do,
ban vao Chart Tools, chon Layout, nhém Labels, chon Date Labels va chon Best

Fit.
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T T
Show Review View Developer Add-Ins Acrobat Design | Layout

L] =

Trendiine

|_J) 3-D Rotation -

=
-

s 5
oD

o %
b g
<

| —= None | Background A
P Tum off Data Labels for i
selection

o Center l

Display Data Labels and position
centered on the data point(s)
Inside End

Display Data Labels and position
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 ang po%o
with Best Fit

|53

2009

x

]

More Data Label Options...

Thi phan trinh duyét 2009

mintérnet Eplorer  mFirefon mlhvome giptan mOpers mhhic

Hinh 192. Thém nhan cho cAc mdu bdnh trén d@é thi
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15. Héi dap

Cau 1. Trinh bay cach chén mét bang biéu tr Excel vao PowerPoint dgng lién két?

Traloi:

Loi ich cua viéc chén mot bang Excel duéi dang lién két (link) vao slide PowerPoint 1a mdi khi

c6 su cap nhat dir lieu bén bang tinh Excel thi dix liéu trén PowerPoint ciing dwoc cap nhat theo.
Do vay, ching ta d& ton thoi gian cap nhat lai dir liéu trén slide.

q Céc budce thue hanh nhu sau:

®
1. Chon slide PowerPoint can chén bang dang lién két (link) tir Excel.

2. Mg tap tir! di Iié‘u Excel. Vi du, ban ma tap tin BrowserStats.xlsx chira thong tin
thong ké ve thi phan trinh duyét web nam 2009.

i ';\,I W 9 - -5 |5 BrowserStatsxlsx - - = X

jf} HanInsle‘aglFcurllDatIREVIVietlDEUIAdcl'-@ - B X
E9 - K | v

A B C B

1

2 |Internet Explorer 62.69%

3 | Firefox 24.61% |

4 Chrome 4.63% 1

5 | Safari 4 46%

6 Opera

7 Khac

8

9

10

11

M 4+ M| Sheatl -~ Sheet2 - Shee

Ready | 5 u@lﬂl 100% E—E [1] i+;'| %

Hinh 193. Bang di liéu trong Excel

3. Quét chon ving dit liéu A1:B7 va nhin t6 hop phim <Ctrl+C> dé sao chép vao bo
nhd may tinh.

4. Tré qua slide can chén bang biéu bén cira s6 PowerPoint, kich chudt chon vao mot

vung tréng trén slide. Sau d6 vao ngan Home, nhom Clipboard, nhin vao miii tén
nho bén dudi nut Paste va chon Paste Special...
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Home Insert Design Transitions Animations Slide Show Review View
- =V L. : pex: =
A —l 3 - A A 43 _—_ “U L{ I
|5y e = | i
Paste | New B Z U § abe AV~ As A 23 Shap
i )| Slide~ =57 = - = x
|| Paste Options: Font Paragraph
¥ E 0 E Ry
Paste Specdial.., % | . - .
s | | Link bang tw Excel
]
2 | urxneguroos I
i
< [ ——
=
i

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 nit OK.

Paste Special

Source;  Microsoft Office Excel Waorksheet

] 4
picrosnit Offi ok |

aste Microsoft Office Excel Worksheet Object
( {E}Fstellnk aktach Hyperlink

[ pisplay as icon

Inserts a pickure of the clipboard contents inko wour

@4@ 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 chir, k& khung cho bang,...) hodc
cap nhat so liéu thi ban phai thuc hién bén cua so6 cia chuong trinh Excel.
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Link bang ttr Excel

Internet Explorer 62.69%
Firefox 24.61%
Chrome | 4.63%
Safari 4.46%
Opera 2.40%
Khac 1.21%

R

Hinh 196. Bdng trén slide dwoc lién két tir Excel

Cau 2. Cho biét cach tgo nhanh mgt Photo Aloum tir bé swu tap hinh bang chwong trinh
PowerPoint 2010?

Traloi:

St dung chirc nang Photo Abum trong PowerPoint ching ta co thé tao nhanh cac slide hinh véi
nhiéu tuy chon veé so luong hinh trén slide, kiéu dinh dang hinh va c6 thé thuc hién mot s6 thao
tac chinh stra hinh rat nhanh chong.

ﬂ Cac budc thuc hanh nhu sau:

1. Vao ngan Insert, tai nhdm Images chon Photo Album vachon New Photo Album.. .,
hop thoai Photo Album xuat hién.

VL

A Contert
Insert Design Transitions Animations Slide Show Inset pctuse Fron Pictiges i dany Previem)

| y [ et et
, W - =
Screenst r'lhii’rﬁofé Nouem‘z:uu'azm

S . Powee Tagh Boox |
|Album S 2 AN s Pcture Opticas! 1oy
Images | @ New Photo Album® Links

-
New Photo Album ! 1

B Edi

’
Create a new presentation | abum Lape
on a set of pictures. ]

Each picture will be place ‘
own slide.

Hinh 197. Tao Photo Album

2. Tai Album Content, nhan nit File/Disk... dé dwa hinh vao Album, hop thoai Insert
New Pictures xuat hiép. Ban tim dén thu muc chua hinh va chon céac hinh can dua
vao Album. Sau do, nhan nut Insert.
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Look iy o0 Muitrvediy v @- X3~
e el
= |8 ¥
u"/

.‘NY

Conpater
gt ‘ l ‘ I l '

__i-ih'ilam

""dW Al Pctures (*.onf;* i par” 0eg; BT 06 pog * bro; * dib * e of 1 o2y *.emay * . wig v
3
Tools » t Cancel
Qn«' 4]
Hinh 198. Chon hinh dwa vao Album

3. Chung ta c6 thé chinh sira d6 sang tdi, xoay hinh va bién d6i mau sic hinh trong hop
thoai Photo Album.

Photo Album 2X

Album Content
Insert picture from: Pictures in album: Preview:
A Animalizl T A
2 Animal102 =]
Insert text: 3 Animal103
4 Animal104
5 Animal105
6 Animal106
Picture Options: 7 Animal107 =
Capbiors belosr AL Lpickare 8 Animal108
aphaisis o El Animal109
|:] ALL pictures black and white |10 Animal110
11 Animall11
12 Animall12

] _ 5] [o1e] [af)
Album Layout
Picture layout: EFit to slide v] “"

Frame shape Ii‘r';* tangle l ) .
Theme: ' | [ Browse... ] B
[ Create J LCancel J
Hinh 199. Chinh sia hinh trong Album

4. Tai Album Layout, ban chon s6 luong anh s& hién thi trén mot slide tai hop Picture
layout. Tuy 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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Photo Album

Album Content
Insert picture from: Pictures in album: Preview:
File/Disk. .. 1 An?mallzi A
Animal102
Insert text: Animal103
Animal104
MNew Text Box 2 Animal105
Animal106
Picture Options: gnima:igg =
] ; nimal
[] Captions below ALL pictures 4 irthired
[C]ALL pictures black and white Animal110
Animal111
Animall12 [l
Album Layout
Picture layout: [4 pictures v ] ——
Frame shape: [Si'nple Frame, White v ] ——r—
el el
Theme: [ | [ Browse... ]
[ Create ] [ Cancel ]

Hinh 200. Tuy chon cho Album

5. Nhan nit Create dé tao Album.

Presemanond - Mcrotoft PoewrPost = = 8

[Ha9-o720

|
g |
I |
[_ Memt  Bueit  Deslgn  Dasstions  dosesboss  Shis Seaw  Mewee we | Devtiepes  hsdbs o @
2| (43 Seee Sene o Shade Mt ¢ ‘ '}‘ & o <) = . ==
| ——! 3 Notes Page o tancaus Martr L\ - Grapicae :-—' =) -~ =Q
Nomeel o, Zoom  Pts o o whch  Matrer
S Passing View 5] Notes Master Windaw BN WM yansem Wisdows -
|
Freda matin View
Fhoto Album

| Sacte garter | Oftien Toesme” | <
E .

Hinh 201. Photo Album

Cau 3. Thiét ldp thugc tinh méc dinh vé dwong ké (outline) va mau nén (fill) cia shape trén
slide nhw thé nao?

Khi ban tao mot hdp van ban (text box), PowerPoint s€ ap dung céc thude tinh mac dinh cho no
nhu font chit méc dinh, kich thudc chit va cac dinh dang cho chit nhu in ddm, nghién, gach
chan... Khi ban v& mét déi tuong, PowerPoint ciing 4p dung cac thube tinh mac dinh cho dbi
tuong d6 nhu: t6 mau nén (fill color), d6 bong (shadow), va kiéu nét v& (line style). Ban co thé
thiét 1ap cac thudc tinh mic dinh cho déi twong theo huéng dan sau:
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Thiét 14p thudc tinh mic dinh cho hép vin ban

M R A NVIREG WY
BI/EERA-HZ-F

I
A cu
i3 Copy

I £ Faste Options:

Thiét Iap thudc tinh mac dinh

W 4 4

™
m
a
v =
B

e
g

-
e

"
2]

wor s Pichue

Set 25 Qefaull Tewt Bas
"

§iz¢ ana Potitiar

4

Hinh 202. Bat thugce tinh méc dinh cho Textbox

Vé mot hop van ban trén slide

e Dinh dang font chit, cé chit, mau sic, kiéu va kich thudc,... va dinh dang hdp vin ban
nhu t6 nén, mau nén, db béng,... theo mong mudn

e Chon hop vin ban, sau d6 nhap phai chudt va chon Set as Default Text Box

Thiét 14p thudc tinh mic dinh cho hinh vé

Thiét lap th* ac dinh
@ Pesie Options:
= 144
al  EaR Tept

S fon Point

: -'-/'C.nr.-.f‘ 18 ~ AL FESSG

BIEEIMA-H-Z-J

Hinh 203. Dat thugc tinh mac dinh cho Shape
e V& mot hinh vé trén slide
e Thay ddi cac thude tinh theo mong mubn nhu mau sic, hiéu ung, kiéu nét ve, font chi,
mau chit, kiéu chit, kich thuge chit ....
e Chon hinh v& va nhap phai chudt, sau d6 chon Set as Default Shape

Trang 121



Chuwong 3. Xay ding ngi dung bai thuyét trinh

Cau 4. Tao cac cong thic trong PowerPoint nhw thé nao?

Tra loi:

Ching ta c6 st dung tinh ning Equation tich hop sin trong PowerPoint dé nhap cac loai cong
thire véi cac thao tac rat don gian. Vi du, chung ta sé€ nhap cdng thirc sau vao slide PowerPoint:

fx,u,0) =

q Céc budc thuc hién nhu sau:
U

1L Chon slide trong PowerPoint can nhap cong thic

21O

2. Vao ngan Insert, nhém Symbols, chon Iénh Equation.

1 _(M
—e 20’2

Insert Design Transitions Animations Slide Show Review View Developer Add-Ins & d
ik 5343 TQ 8d
R A - = ) Iz -
T2 smartArt > = | =2 y
¥ At Text Header WordArt Yz Equatj Video Audio
" |l Chart Box & Footer 2| - v
Illustrations Links Text l%@ Media
I . N
Insert Equation
Insert common mathematical
= equations or build up your own
Equatlon equations using a library of math
symbols,
@ Press F1 for more help.

Hinh 204. Chén Equation

e Ban c6 thé nhap chudt vao nit mili tén nho bén dudi ndt Iénh dé kiém tra xem
cdng thac minh muon nhap c6 san trong PowerPoint hay chua. Néu co san thi

ban chi can nhap chudt 18n cdng thirc va né s& dugc chén vao slide.

3. Nhap truc tiép tir ban phim cac ky tu trong céng thic néu ¢d. Néu ban phim khong c6

cac ky tu dac biét thi ban vao

e Equation Tools, ngin Design, nhém Symbols dé chon

e Ddi véi céc ky tu c6 cau trac dic biét hon thi chon tir nhém Structures. Ban

chon kiéu phan sé va nhap vao tir s6 con s6 1, sau d6 chon 6 & mau sd.
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: y e*ux [, £ (0 e g
A 2 ¢ 3 s N.lrhrﬂ ol Radcal hegra wot  Srethat Funton A
- o +1|=]|= gy eX I\l"- o
] 3 n frachon Scngt Radieal |
LY e Q)
‘, I '.", - ‘_17 J Common Faamon
I | Ay oy Iy
| - W a
. Equation :
v Jlx,p, o) =
o
Hinh 205. Chon cac ky tir dac biét
4. Vao nhém Structures, chon nit Radical va chon kiéu can bac 2
=125 =l 0y XL, & (0 see G Jm
I A v 3 Fractsans Script Radical| istegral _ Larpe Dracket Punction Accertt Lim#t and (
’ . SErator . . Log~

Fadiah

¥
3

Common Radioaly

) 1
flx,n,0)=

1
floo,p o) = —|
B 210

Hinh 206. Thém can trong cong thuc

5. Di chuyén con tro qua phia bén phai dé n6 cing cap véi dau =, sau d6 vao nhom
Structures, chon Iénh Script va chon kiéu Superscript.

| > (=] 2] [F][=][=][=] -

] [a][v][=][z][][=]

i

A x X

f e J‘ 3

¥ e X Jx =0 {( )
Fraction | Script |Radical Integral  Large Brackd

- - - - Operator = T

Subscripts and Superscripts

%

Superscript
Common Subscripts and Superscripts

e—imt
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Hinh 207. Thém chi sé trén

6. Nhap Ky tu “e” vao 6 tréng I6n, nhap dau trir vao 6 nho bén trén. Sau d6 vao nhom
Structures, chon Bracket va chon kiéu Brackets

i . B L] ]+
11
5 O sine g jim
Large Bracket| Function Accent Limit and
Operator = - - - Lag =
|| Brackets
(=) =] [
@
Brackets| || = ||~~~ ——~"“Y%—-——7"7"77"7—7————
¥ ¥
= [] = SR N

Hinh 208. Thém ddu ngodc lén

7. Chon & trong cip ddu ngoic va vao Structures, chon Fraction va chon kiéu Stacked
Fraction.

Hinh 209. Thém phan sé vao trong cdp dau ngodc

8. Chon 6 trén tir s, vao Structures, chon Script va chon Superscript. Sau d6 nhap cac
Ky tu vao cho tir so.

Hinh 210. Nhdp cac ky hiéu vao ti sé

9. Chon 6 dudi mau sb, vao Structures, chon Script va chon Superscript. Sau d6 nhap
cac ky tu vao cho tir s6.
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Equation

1 e_((x—u) )

X, 1, 0) = 207
flop0)= =

Hinh 211. Céng thuc trén slide

10. Nhép chudt vao ving tréng trén slide.

@AAA>‘AA‘4AAAA‘AAA@
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Chuong 4
Tuy bién, hiéu chinh bai thuyét trinh

Ngi dung
1. St dung cac mau dinh dang
Str dung hinh va mau lam nén cho slide
Lam viéc vai Slide Master
binh dang van ban
binh dang hinh, SmartArt, Shape, WordArt, Video
Dinh dang bang biéu
Dinh dang db thi
T chire cac slide trong bai thuyét trinh

© © N o g A~ wDb

Hoi dap
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T rong chuong trudc, chung ta di hoc qua cac budc can thiét dé xay dung mot bai thuyét trinh
¢6 nhiéu thanh phan khac nhau nhu van ban, hinh anh, Smart Art, do thi, bang biéu, am
thanh, doan phim... Trong chuwong nay, chling ta s& thuc hanh mot s tuy bién va hiéu chinh bai
thuyét trinh sao cho linh hoat va dep mat hon bang céch st dung cac mau dinh dang, kiéu chix,
mau sic, hinh anh nén....

1. St dung cac mau dinh dang

PowerPoint xay dung sin rat nhiéu mau dinh dang (theme) mau séc, font chir va céc hiéu ang
trong chuong trinh. Cac mau nay gilp tao nén phong cach chuyén nghiép cho bai thuyét trinh khi
&p dung. Ngoai ra, ching ta con c6 thé tu tao thém cac mau dinh dang cho riéng minh.

Ap dung theme c6 sin cho bai thuyét trinh

Khi tao bai thuyét trinh méi theo dang Blank thi PowerPoint s& ap dung Office theme mic dinh
cho bai thuyét trinh méi. Tuy nhién, ban c6 thé dé dang ap dung thay ddi sang theme khéac cho
bai thuyét trinh bat ky luc nao ban muén.

q Cac budc thyc hanh nhu sau:

1. Mo bai thuyét trinh & chuong trudc.

2. Vao ngan Design, nhém Themes, nhapchudtchon kiéu Theme ma ban muon. Vi du,
ban chon kiéu theme la Paper.
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C— B cotors - i) Background Styles |
1= @ Fonts ~

I [ Hide Backaround G

sert Design Transitions Animations Slide Show Review View Developer Add-Ins Ac Slides _lml
[ All Themes ;

Background

PowerPoint 2010

BNE]- - &
-

Enable Content Updates from Office.com...
l@ Browse for Themes...
@ Save Current Theme...

G 23k ok snh by
oie chrzmy mmh

Lamplnugph:bqﬂnq‘i!mnhm cacdoanvidea
Thinh anh va rat nhigy hieu img mod
+ Chiasé bai thuyét trinh hiéu qua hom

Hinh 212. Ap dung theme Paper cho bai thuyét trinh

3. Dé ddi sang bo mau khéc cho bai thuyét trinh, ban vao Design, nhém Themes, nhap
chon Theme Colors va chon bo mau khac. Vi du, ban chon bé mau Clarity.

Built-In -
HONNEEEN offic 1
| ELOEENNE  Grayscle
HONNONNN  Adjacency
HONEEENE Angles
EONNEEENE Apex
HEONNENIN Apothecary
HONEEEENE Aspect
HONENEEN Austin
HCONNNNENE slackTie
HEONNRNNN _civic

IDllllltz.r L
EOEEEEER.Sehposite

Hinh 213. Ap dung bé mau Clarity cho bai thuyét trinh

4. Dé ddi sang bo font chir khac cho bai thuyét trinh, ban vao Design, nhém Themes,
nhap chon Theme Fonts va chon bo font chir khac. Vi du, ban chon bo font chit
Office Classic, bo font nay su dung font chit Arial cho céc tua dé slide va dung font
Times New Roman cho ni dung slide.
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n Colars © @ Background Styles =
Fonts =
Built-In N
Office
Calilbri =
Aa Calibri
Office 2 B
Calibri
Aa Carahria
Office Classic
A Arial
= Titnes H
Office Class|
A Arial
2 | aral

Nhang diem moi cua PowerPont 2010

Tuo, quin Iy va lim viée cdng tic vai nhimg ngudd khac
trén bai thuy#t trinh

Lam phong phit bai thuyét trinh vai cac dogn video, hinh
Anh vi it nhi¢u Bidu img md

Chia #8 Bai thuy#ét trinh hidu qua hon

Hinh 214. Ap dung bg font chira Office Classic

5. Dé doi sang bo hiéu tng khac cho bai thuyét trinh, ban vao Design, nhém Themes,
nhip chon Theme Effects va chon kiéu hiéu tng khac.Theme Effects I cc hiéu tng
trén cac duong v& va td nén cua cac ddi twong trén slide. Ching ta khong thé tao thém
cac hiéu tmg dinh dang nay ma chi co thé sir dung nhiing hiéu ng da c6 tir danh sach.

Tuy bién Them

e

Thém Theme Colors

Theme Colors bao gom 3 nhém mau: 4 mau cho vin ban va mau nén, 6 mau cho cac dbi tuong
Shape, WordArt, Smart Art, Table, Chart, ... trén slide va2 mau cho céc si€u lién ket (hyperlink).
On the Design tab, in the Themes group, click Colors.

” Cac budc thuc hanh nhu sau:

1. Vao ngan Design, nhdm Themes
2. Chon nit Theme Colors va chon tiép Create New Theme Colors, hop thoai Create

New Theme Colors xuét hién.
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Create New Theme Colors

Colors =
&’ﬁ Barkoround Stules -

BN NNN GlackTie
BEONENENEN Cvic
Clarity
HONENENN composite
HOENEEEENE cConcourse
[ (W] [ [ (5] | EeCIVTE
HOENEEEENE ctlemental |w

4

Create Mew Thrs... Mame: |Eustom 1

Theme colors

Text/Background - Dark 1
Text/Background - Light 1
Text/Background - Dark 2

Text/Background - Light 2

Sample

=
ol [

Accent 1 e
Accent 2 Hyperlink
Accent 3
Accent 4
Accent 5
Accent &
Hyperiink
Followed Hyperlink
|
[ save ][ cance |

Hinh 215. Tao Theme Colors

3. Tai vung Theme colors, ban héy‘thié't Iap mau cho 12 hop mau thude 3 nhom nhu da
trinh bay & trén.Néu muon tra vé bd mau mac dinh cua Theme Colors thi nhan nat

Reset.

4. Tai hop Name, ban hay dat tén cho Theme Colors vira tao.

Nhan nit Save hoan tat.

SRl

Mudn x6a Theme Colors vira tao thi vao ngin Design, nhdm Themes, chon Theme

Colors. Ding chudt nhap phai Ién tén Theme Colors can xda va va chon Delete. ..
Nhan nat Yes dé xac nhan 1énh xoa trong hop thoai théng béo.

Custom

[ W [ [ [[[]
Built-In

| B EEEEEE
el ][
EOEEDEEE
| A EEEEEE
EDEEEEEE

Colars =
S5 Rarkarnund Stules -

i

Custom 1 pphics

Apply to All Slides

rading 2

Apply to Selected Slides

Edit...

Delete... @
Add Gallery to Qu ceess Toolbar

Hinh 216. Xba Theme Font

Thém Theme Fonts

Theme Fonts bao gdom font cho tya dé (heading font) va font cho ndi dung cua slide.
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q Cac budc thuc hanh nhu sau:

o/
1. Vao ngan Design, nhém Themes

2. Chon nit Theme Fonts va chon tiép Create New Theme Fonts, hop thoai Create
New Theme Fonts xuat hién.

BlFoms+|
F s
Office 2
Calibri S
Aa P Create New Theme Fonts
Office Classic Heading font: Sample
A Arial IMinion Pro Cond v| | Head ing
a Tirnes Mew Foman Body font: Body text body text body text. Body
' . |Mi|‘|ig|‘| Pro " | text body text.
Offl_ce Classic 2
A A Arial T Mame: |My Theme Fonts| |
Create Mew Theme Fﬂnts.@ Save ] l Cancel ]
e
Hinh 217. Tao Theme Fonts
3. Luwa chon céc font chir tai hop Heading font va Body font
4. Tai hop Name, ban hay dat tén cho Theme Fonts
5. Nhén nit Save hoan tat.
6. Mudn x6a Theme Fonts vira tao thi vao Design, nhém Themes, chon Theme Fonts.

Dung chudt nhap phai 1én tén Theme Fonts can x6a va va chon Delete... Nhan nit
Yes dé xac nhan Iénh xda trong hop thoai théng béo.

Z COTEgTOOTTI T
Fonts =
Custom -
KMy Theme Fonts
A Minion Pro Cond
da .
ithian Pro -
~pp
Built-In
. Edit...
Office
A Calibri Delete.,
2 Calibri

i 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 ting thanh mdt Theme md&i dé co thé
ap dung cho cac bai thuyét trinh khéc.

q Cac budc thuc hanh nhu sau:

\_/
1. Vao ngan Design, nhdm Themes
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2. Chon nat More va chon tiép Save Current Theme, hop thoai Save Current Theme
xuat hién.

lﬁ -
_‘ This Presentation = \
i
Buiit-In
Mg
Desigr Transibons Arsmations 3hae Thaw fienew Vien Deveioper ~ Aa Aa ﬁﬂ
& - LT T anEEnE
y""'”" T Ssaog ||
Aa Aa v ‘AI'“"" .
- s imnm T et L] Hice Ba g a Aa

A

fa | (A

Ban sEmEE ‘ | | EEmEEN =
|

‘ Enable Content Updates from Office.com...

Cnange the overall design 1) -
dhides. | ) Browse for Themes...
=

FECHELACLRAG Hisshe Dokt I =d Save Current Theme..,
wayLtao apply it | — %
|

Hinh 219. Chon lénh lieu theme

3. Tai hop File name, ban dit tén theme va chon phan mé rong 1 .thmx. Nhan nut Save
dé luu theme.

Save Curren! Theme '9 rX
Save i 0 Docurrmrd Thames “ @ O XO-
anem o) Theme Cokors
Ooormnts | ) rhane Effects
uMw i) Thame forks
My
“Jovcums
Ny
i Corpaser
My Netsacrk
‘3m
Flepane:  wyThene thied v
S LA Office Therme (* k)
- .

Hinh 220. Luu theme

2. Sir dung hinh va mau lam nén cho slide

Str dung mau nén hodc céac hinh anh 1am nén cho cac slide trong bai thuyét trinh dwoc sir dung rat
pho bién. Véi cac mau, hi€u ung t6 nén va cac hinh anh dugc chon lya k¥ s€ mang dén mot
phong cach doc déo va sang tao cho bai thuyét trinh. Ching ta s€ lan lugt tham khao qua hai cach
nay.

Trang 132



Chuwong 4. Tity bién, hiéu chinh bai thuyét trinh

Dung hinh 1am nén cho slide

% Cac budc thuc hanh nhu sau:

1. Chon mét hodc nhiéu slide muén chén hinh nén. Vi du, ban chon slide thir 2 va thi 3

2. Vao ngén Design, nhom Background, chon Background Styles va chon tiép Format
Background. Hop thoai Format Background xuat hién.

|- Mome  Insest  Deugr | TrAnsbans  Animshuns  SildeShaw  Rewew . View  Developer  ddddns  ducest &

Page

Setup Oriertation= !
Mage Setup

@

Shiae

henet

Shae
1

= K cetais a1
. e 3| [Sletects -

|

Nhaang diém mai e Power Py

Teo, quin by vi Tm vide ol the vor nhd

trén bl thuydt trinh

]
L phomg phi bal dieydt ok vt cie & A F@m‘
inh vi rit phidu hidu dng men 2 B

Chin st by thuy® trioh hifw qud hon

([

Hinh 221. Chon slide can thém hinh nén

©F 0% D on

C TR X R A— 1

3. Chon Fill tir danh sach bén trai hop thoai va chon tiép Picture or texture fill

Foemm Rackground

"
Ptire Cortecsans
Pichure Cokor

Artete EMects

Fill

O sodfl

QO Gradent &
@ 2ctreorte
O Pastem 3

.-..@

Textym

Irgert Soe:

oo ]

[¥) Tie pcrre 25 textve
Tig opbone
ofsetxc opt @1
Offsgt¥: Opt -
dlgrments  [Toglef:
oo type: [Nore

Transpsrency:

Select Picture [Z”X‘

Search text: [

s ]

[] Include content From Office.com

o

Scae

¥

Scllet: 100% &
B
D)

[ Reset Bsogaws | |

1 Import...

Cose | [ Awcivtoas

[ o

][ Cancel ]

Hinh 222. Hgp thogi Format Background va thu vién Clip Art

4. Thuc hién mot trong cac cach sau:
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e Céch 1: Nhép nut File dé chen hinh tir tap tin hinh. Ban tim dén thu myc chira
hinh r6i nhap chudt hai lan vao hinh mudn chén vao.

e Cach 2: Nhap nat Clipboard dé dan hinh dang chira trong bd nhd vao 1am hinh
nén cho slide.

e Céch 3: Nhdp nit Clip Art dé tim va chen hinh tir trong thu vién ClipArt. Nhap tir
khoa tim hinh tai hop Search text. Chon hinh va nhan 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 thay trén trang Office.com.

Vi du, ban chon céch 1, va chon hinh nén Background07.jpg
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Hinh 223. Chon hinh nén

5. Nhan ndt Close dé tién hanh &p dung hinh nén cho céc slide dang chon. Néu ban
muon ap dung hinh nén cho tat ca cac slide thi nhan nat Apply to All.
[ARo-027d0 "..';u.';'.él';.u';'..',;'.'f;;p. ST —— .'[. ey

1
_ Wemt et Doy sitern preraih 1hee han  Mesisw  uw PR T I 7 ]
L

As \ ] el
—— Fads Backgrounsd Simzhens

Nhiing diem

g0, quin 1§ vi lam vidc chng e voh nhing ngei ki
trin hi theyd! trinh

Imphl AL Oy 01 erinh w0 cdc doan video
b vh -ll&ul;l

| o | Ohck 1o add notes =
| amezartl ) we | | | R s~ o |

Hinh 224. Hai slide da dwoc &p dung hinh nén
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Dung mau lam nén cho slide

ﬂ Céac budc thuc hanh nhu sau:

1. Chon mét hoac nhiéu slide mudn t&6 mau nén. Vi duy, ban chon slide 4 va 5.
2. Vao ngan Design, nhém Background, chon Background Styles va chon tiép Format
Background. Hop thoai Format Background xuat hién.
3. Chon Fill tir danh s&ch bén trai hop thoai va chon tiép SolidFill
pp—" 7
re - Fill re - Fill
Pt Correctans | | () Sold Al Petire Correcsars | | () Sold Al
Picture Coker O Gradent & Pieture Colker O Gradent &
Atete Eftecty O Bcture or texture il e i O Bcture or texture §
O castem 3 ) cattem 3
2] mice bacigrourd graphcs [ mice baciground graphcs
Fd Coor Fd Coor
oo [ Coke:
Transos ? i: Transparency: X% S
Theme Colors |
E B sEEEEN
T
Standard Colors
m fEEEEN
"q L‘:‘-;'nrr' |
| Reset@sogous | | com || amvea | | ResetBsogous | | Cose J | amvea |
Hinh 225. Chon mau va chink dé trong suot
4. Ban chon mau can td nén tai nat Color, nhan nit More Colors néu muon chon mau
khéc tir bang mau co ban. Ban c6 thé tuy chinh d6 trong suot cia mau tai thanh truot
Transparency hoac nhap truc tiép vao hop ké bén thanh truot.
5. Nhin nit Close dé tién hanh ap dung mau nén cho céc slide dang chon. Néu ban mudn

&p dung mau nén cho tat ca c4c slide thi nhan nit Apply to All.

Hd2 04T 3= st anhd comtf elDI0_ Ohagd £3ts — Miszwsh FomeSzet

BB o it e | D s dmToe e sew  Drvere  dwses bl = @
- - uu.”— — E X .
P - | - — | et B oo Gugts

M Damsiias ¥ ialem x - s

Bes | Dumwe -

Chen hinh vio shide

Chck to 60 notes .
[BEmI . el

AUl e |
helatea el

Hinh 226. Hai slide dd dwoc 4p dung mau nén
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To nén slide kiéu Gradient

Ngoai kiéu t6 nén mot mau, PowerPoint con cho phép td nén véi nhiéu mau phdi hop véi nhau
tao nén cé4c hiéu tmg mau dep mit.

E Céc budce thue hanh nhu sau:
{

1. Chon mét hoac nhiéu slide muédn t&6 mau nén. Vi duy, ban chon slide 8 va 9.

2. Vao ngén Design, nhom Background, chon Background Styles va chon tiép Format
Background. Hop thoai Format Background xuat hién.

3. Chon Fill tir danh sach bén tréai hop thoai va chon tiép Gradient Fill

Format Background ﬁ QI Format Background ﬁ- &I

re Fil re F

Pattem #
mice backgroud graphice mice backgroud graphce
> = o o
Prusst colors IJ - Brusss colors IJ '[

= Precton

b2 . . . s be2 - :
(2. — @
Al -~
e - h = e A
Graden stops —-— G

o gy - Oe—— | § 3
o [JMER S, ro or  [Mav] Pessex on B
schiress: | D —-— Srghires J &
— —
ansoncery:y, — avsonc e J 3
[ Reset B3ogrous | | Cose [ Asmvear | [ Reset B3ogoue ] | Cose | Aamlvtoal

Hinh 227. TOy chon nén

4. Tai hop Preset colors, ban chon mot kiéu mau nao d6. Vi du nhu ban chon kiéu
Daybreak, chon Type la Linear, chon Direction la Top Left to Bottom Right va chon
géc nghién 45° tai hop Angle.

5. Tai phan Gradient stops, ban chon mau dé phdi véi bo mau da chon ¢ budc trén va

thiét 1ap thém cac thong s tai Positon, Brightness va Transparency bang céch vira
dieu chinh vira quan sat cac slide dang chon.
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Format Background [—'_?— 7'

re Fill

xhirn Correcsans () SoMd Al

@ Gradent &

) Dchure or texture fil

(T Sattar 51

[7] mice backgrourd graphes

Bresst colors [j;

Artete EMecty

Tipe: Lnea v
Drecton: L:.J._:J
Argle; a9

Graden stope

W— [ [] 60 &

Color I-“—' Ppatoy: 0% —
Srghiress : % S
Tranmoscency J 0% 9
[ ResetBsogove | | Cose ]| Asivisar |

Hinh 228. TUy chon cho mau phdi hop

6. Nhan nat CIOSQ dé &p dung hiéu ung Gradient cho cac slide dang chon hoic nhan nat
Apply to All dé ap dung hiéu tng nay cho toan bai thuyeét trinh.

Bl Wo- 037 I Thret bt e P L1 (D0 s - Mk et duaeidort — - & O
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Hinh 229. Hai slide 4p dung hiéu izng mau nén Gradient

X6a hinh nén va mau nén da ap dung cho slide

bé x04 bd cac mau nén, hi¢u tng mau nén Gradient, hinh nén cho céc slide. Ban lam theo cac
budc sau:

% 1. Chon céc slide muén x6a mau nén, hinh nén, hiéu tng mau nénGradient

2. Vao ngin Design, nhdm Background, chon Background Styles va chon tiép
Reset Slide Background.
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j '! Colors ~ [@ Background Styles 'l

EA
Ek =
|

i 3 [
I
[
|8

= -

&¥) Format Background...
) Reset Slide Background

Hinh 230. Tra nén slide vé kiéu méc dinh
3. Lam vigéc véi Slide Master

Slide master 1a slide nam vi tri dau tién trong cac slide master, né chta théng tin vé theme va
layout ciia mot bai thuyét trinh bao gdm nén slide, mau sic, cac hiéu tmg, kich thudc va vi tri cua
cac placeholder trén slide.

MJi bai thuyét trinh cd it nhat mot slide master. Biém hiru ich chinh khi sir dung slide master la
ching ta c6 thé thay ddi toan bo kiéu dang va thiét ké caa bai thuyét trinh rat nhanh chéng. Khi
mudén mot hinh anh hay thong tin nao dé xuét hién trén tat ca cac slide thi nén thém ching trong
slide master dé tranh phai nhap cac thong tin tring lap & cac slide.

Do céc hiéu chinh va thay doi trong slide master anh huong dén toan bo bai thuyét trinh nén
chding ta chi thuc hién cac hiéu chinh va thay doi trong ché dd man hinh Slide Master.

BllEo N AT Td= ThuchanhPawerPomt20I0_Chapd pptx - Microsoft PowerPoint = M 0
_ Lhse Matay L e Trarafinne Arunstang Revew Ve Deralopar Adddm Aoshet & o
. , , I csion - i e 1Y
_l —l R | == [AlFoms = » = {= ks
Insert 5¥de ngert o Master Inspit ¢ . ™enmes Background  Page Shage Cote
Matter  Lagout el Layeut ! . t"’"" » - Setun  Onentation « | Madles View
Z0t Mty Martes Eayout Zae Thene Page Setup Oore

Slide
Master

Click 1o edit Master title style

Click 10 ali Master text styles
Secunilevel
Thind ewd
Fothiped
rif bl

Slide__
layout

: ol = —— e
| Stdehuse | Paper | D | | EERT o [ 53

Hinh 231. Cua sé Slide Master
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Dé chuyén sang cira s6 Slide Master, ban vao ngan View, nhém Master Views va chon Slide
Master.

Home Insert Transitions Animations Review ‘ View

Slide Master [ rRuter Q . Color

ii] Handout M3ster | [] Gridlines &= Grayscale

-+

; Zoom  Fitto
Motes Master [ Guides Window | mm Black and W
Master Views Show T Zoam Color/Graysd

Hinh 232. Chon ché dé man hinh Slide Master

Sap xép va dinh dang placeholder trén céc slide master

1 Cac budc thuc hanh nhu sau:

1. Chon Slide master hoic slide layout can sip xép céac placeholder. Vi du nhu ban chon
Title Slide Layout

Click to edit Master title style

Click ta el Master pubtitle ;irh

Hinh 233. Title Slide Layout

2. Dung chudt chon placeholder va giir trai chudt kéo dén vi tri khac theo nhu cu. Bé
thay ddi kich thuéc placeholder, ban di chuyén chudt dén vi tri mot trong 8 ndt tron
xung quanh placeholder dang chon. Sau d6 giir trai chudt va kéo I1&n, xubng, trai hoic
phai dé diéu chinh kich thudc placeholder.

Click to edit Master title style Click to edit l.'\k' title style

Click to wd)f Master sibtihe style . Chick to edit Master suhtule atyle

Hinh 234. Di chuyén va thay doi kich thuéc placeholder
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3. binh dang lai font chir va cé chix cho placeholder, ban vao ngan Home

e Tai nhdm Font:ban chon lai font chit 1a Verdana, chon c& chix 1 54 va chon kiéu
chir gam.

e Tai nhém Paragraph: giGp canh 18, thém cac ky hiéu dau dong, danh sé thir tu,. ..
cho cac doan van ban chira trong placeholder.

Hume | nsert Tramstions  Animations.  Reew  View Derefoper  Adding  Agobat Format
H— 00 . 72 | N & -
vergana w e A ECE-E FR hes
— iEi® W = St . -
B 7 8 e V. . S [ — Shepnr Arange Quins o]
u $a A gEEw S
tortt . Paragraph . Drawing

. Click to edit Master .
title style

Hinh 235. Placeholder Master title

4. Thuc hién viéc diéu chinh twong tu cho tit ca cac placeholder trén cac slide master va
slide layout néu can.

Thém va x06a placeholder

Ching ta s& tiép tuc viéc diéu chinh trén slide vira r6i.Co nhidu kiéu placeholder trong
PowerPoint nhur 1a content, text, picture, chart, ...Tuy nhién, ching ta s& chi thuc hanh thém mot
placeholder kiéu Picture dé cho phép nguoi dung chén mdt hinh anh, logo,... vao trong slide khi
bién soan.

E Cac budc thyc hanh nhu sau:

1. Chon Slide master hoic slide layout bd sung placeholder. Vi du nhu ban chon Title
Slide Layout.

2. Trong ngin Slide Master, dén nhém Master Layout, chon Insert Placeholder va
chon Picture.

Title Colors v Qﬂ Backaground Styles ~
A|Fonts ~

Footers | Themes [3]ffects - [ Hide Background Graphics

......

Insert
Placehaolder~
. | Edit Theme Background I |
| 5551 Content
ooo

.......

:: Text

.......

PR Click to edit

Hinh 236. Chon placeholder Picture
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3. V& mot placeholder véi kich thudce vira phai trén cung cua slide. Placeholder Picture
nay s€ xuat hién khi ban chén thém slide maéi co6 layout Ia Title Slide trong qué trinh
bién soan sau nay.

Click to edit Master
title style

Click to edit Mastarsubtitle ltyh”

Hinh 237. Pqt placeholder mai trén slide
4. Mubn x6a placeholder nao thi ban chon n6 va nhan phim Delete trén ban phim.

Chen va xoa slide layout

Néu nhén thiy céc kiéu slide layout hién c6 trong Slide master khong dap tmg du cac kiéu bd cuc
khi bién soan bai thuyét trinh thi ban c6 thé tao thém kiéu slide layout mai.

% Cac buéc thuc hanh nhu sau:

1. Chon vi tri dat slide layout mai trong danh muc slide layout
2. Vao ngin Slide Master, ¢én nhom Edit Master, chon Insert Layout.

ﬁ Slide Master
P — Pie 54 Delete == 1 |
1 ]Il 1= '* “{Bas |

4 Rename
Insert Slide et Master Insert |
Master ol ‘¥ Preseive | (ayout Placehaider - |
EdN\Mast ' Master Layoy

Home Insert Trang

Insert Layout

Add a custom layout ta the Slide
Master,

o | Youcan easily add slides matching
| this layout to the presentation.

Clicke to edit. Master title style

Ko to edit Master tithe sty e

e

Hinh 238. Chon vi tr1 dat slide layout va slide layout méi thém vao
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3. Tién hanh chén céc placeholder va sip dat ching theo nhu cau ciia minh. Vi du nhu
ban chén vao 3 placeholder (2 Picture va 1 Text) va bo tri nhu sau.

Click toedit Master title style

Picture = Click o ecit Master text styles
Second level
Thirdl level

Bowarth leved
Fifs wew|

Hinh 239. Chén va sap xép cac placeholder trén slide

4. Dit tén cho slide layout nay bang cach nhdp chudt vao nat Rename tai nhém Edit
Master trong ngan Slide Master va dat tén 1a “Two Picture & Text” trong hop
Layout name. Nhan niit Rename d¢ hoan tat.

] Slide Master ‘ Home Insert Transitions
Q [:] [5) Delete S

[74 Rerfa
Insert Slide Insert — hster Insert Footerd
Master Layout ' Presy yout Placeholder~

Edit Master | Master Layout

Rename Rename Layout ’ZI gl

Rename the custom layout.

The name is shown in the layout LAYE s pames
gallery when adding slides to the [Two Picture &Text| ]

presentation.
[_gename ﬂ [ Cancel ]

Hinh 240. Péi tén cho slide layout

5. Khi d6, trong ché d6 soan thao Normal View ban c6 thé chén slide méi véi kiéu
layout vira tao.
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2 < = Layout PO
=)= e = e
Eﬂ.eset
New | . abe AV A
Siide =| =] section ~ | B 7 U 8 abe V- As 1

Paper

Click to add title

Title Slide Title and Content Section Header

(2ick Seon 1o add S Click fo add text

picture E

Two Content Comparison Title Only

Click ion o add
picture
| .WI

——

Hinh 241. Cheén slide méi véi kiéu layout vira tao trong ché dg Normal View

Chén va x6a slide master

Mot bai thuyét trinh c6 ti thiéu mot slide master, do vay ban cé thé tao thém cac slide master
khéc. Vi nhiéu slide master trong bai thuyét trinh, ching ta c¢6 thé ap dung moi slide master cho
moi chuong hodc phan trong bai thuyét trinh cia minh sau nay.

% Cac budc thuc hanh nhu sau:

1. Vao ngin View, nhom Master Views, chon Slide Master dé try lai cira s6 Slide
Master.

2. Vao ngin Slide Master, ¢én nhom Edit Master, chon Insert Slide Master. Mot
Slide Master mac dinh dugc chen vao ngay sau slide master hién co.
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Click to edit Master title style

* Click to edit Master text styles
2! s e - Second level

* Third level

T T

Skde Masse Cuntom Deogn 5 HeET 0%~ +

Hinh 242. Chén Slide Master

3. C6 rat nhidu kiéu slide layout dugc chén, ban c6 thé x6a bét cac kiéu khong sir dung

bang cach chon slide layout va nhan Delete trén ban phim dé xoa.

4. Pé xba slide master va cac slide layout vira tao thi ban chon slide master va nhan

phim Delete trén ban phim dé xo6a.

Ap dung theme va nén cho slide master

Tuong ty nhu 4p dung theme va background cho bai thuyét trinh. Trong ché d6 Slide Master, mdi
khi ban 4p dung mdt kiéu theme thi PowerPoint ty dong tao thém mdt Slide Master moi va voi

kiéu theme vira chon.

q Cac budc thuc hanh nhu sau:
I:..—/

1. Vao ngan Slide Master, ¢én nhém EditTheme, chon Themes.Vi duy, ban chon kiéu

theme la Apex.

2. Mot Slide Master méi duoc thém vao véi kiéu theme vira chon.

Trang 144



Chuwong 4. Tity bién, hiéu chinh bai thuyét trinh

_ DedeMaster | dame  uait Tamiions Ankabont Remew  View  Deveeptt A

R 2 e sy 1

S - @t e O @

Intert Sde. Insert | Mant (I aate nLIbIMIi . Background  Page Shae
Master  Layout @ t PMacehaide e | - Setup Orientation =

Lot Maxtey Metter Lagout

~This Presentation

Hinh 243. Chon theme mdi va mét Slide Master vira thém vao

3. Thay d6i mau nén cho slide, ban vao Slide Master, dén nhém Background, chon
Background Styles. Vi dy, ban chon Style 9.

<) Background Styles v] I [ = ﬁ

.

& Format Background...

"‘_] Reset Slide Background

[

Click to &

@ Click to edit
= Second level
3 W o

[ 4]

Hinh 244. Thay déi kiéu mau nén cho slide master

Thiét 1ap kich thwéc va chiéu hwéng cia slide

% Cac budc thuc hanh nhu sau:

1. Vao ngan Slide Master, dén nhom Page Setup, chon Page Setup.Hop thoai Page
Setup xuat hién.
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Page Setup

Slides sized For; Crienkation
|jﬂn-5n:reen Show (430 L | Slides

Wiidkh: . () Portrait
crm (%) Landscape

Height:

Motes, handouks & outline

1515 & en

E (%) Portrait
Mumber slides Fromm:
= () Landscape
1 -

2. Tai
dun

3. Tai
o
o

4, Tal

Hinh 245. Hgp thogi Page Setup

Slide sized for, bgn chon kich thudc cho slide. Tuy theo man hinh ma ban dang sur
g ma ban chon kiéu thich hop.

Slides:

Chon Portrait néu mudn slide nam doc

Chon Landscape néu muén slide nam ngang (mic dinh)

Notes, handouts & outline chon chiéu huéng theo cach tuong tu nhu slide.

Pong cira s6 slide master tré vé ché dd soan thao

Dé tro vé man

hinh soan thao ban nhap vao nit Close Master View trong ngin Slide Master.

Slide Master Home Insert Transitions Animations Review View Developer Add-Ins Acrobat & 0
o W = Colors ~ 5 f—
E 7 = Fonts ~
Insert Insert [¥] Footers | Themes Background  page Slide Close
Layout " t Placeholder~ v E] Effects ~ 4 Setup Orientation v | Mastgr View
Master Master Layout Edit Theme Page Setup Clt\%e

Close Master View

Close Master View and ret
edit the slide show,

Hinh 246. Bong Slide Master

)’

Lam viéc vai slide master:

e Chlng ta nén tqo va thiét ké slide master truéc khi bét ddu bién sogn ngi
dung cho cac slide vi khi do cdc slide ma chung ta chen vao bai thuyét

trinh sé duwoc ké thira cdc dinh dang, layout, hinh dnh, ... tir slide master.

Néu ching ta tao slide master sau khi da xdy dung ngi dung cho cac slide
thi ¢6 kha ndang mét s doi twong trén slide sé khéng hoan todn twong
thich vai thiét ké cua slide master. Khi d6, mét sé kiéu tinh nang dinh
dang cho cdc doi twong c6 thé bi léch lac can phdi diéu chinh lgi mdt thoi
gian.

e Chi nén thuc hién cdc thay doi vé thiét ké slide trong Slide Master.
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4. Pinh dang van ban
Ngoai cach dinh dang cho cac placeholder vin ban trong ché d6 Slide Master dé ap dung cho tat

ca céc slide trong bai thuyét trinh. Chiing ta ciing ¢6 thé dinh dang riéng 1¢ cho mot slide cu thé
nao d6 véi muc dich lamnoi bat thong tin trén slide.

% Cac budc thyc hanh dinh dang véan ban nhu sau:

1. Dung chudt quét chon ving van ban trén slide can dinh dang. Vi du ban s& dinh dang
van ban trén slide 2.

Nhiing dien'n

Hinh 247. Chon van ban can dinh dang
2. Chon ngan Home, nhém Font. Ban thuc hién cac thay doi sau:

e Chon lai Font chit tai hop Font thanh kiéu Century

e Nhap vao kich thudc chir 1a 32 tai hop Font Size. Hodc nhap chudt vao nit
Increase Font Size (A ) dé tang kich c& chir va nhan vao nit Decrease Font
Size (A" ) dé giam kich c& chit.

e Chon mau vang cho van ban tai nut Font Color ( A )

Nhiing diem ' me
Tao, quan ly va 1am viée cong tac
Ing neuoi khae trén bai thuyét trinh

P phong phu bai thuyét trinh véi cac
‘doan.vxaveo hinh anh va rat nhiéu hiéu

g mol
Chia sé bai thuyét trinh hiéu qua hen

Hinh 248. Thay déi font chi
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3. Qua nhdm Paragraph, ban thuc hién cac thay d6i sau:

e Chon nit Bullets va chon kiéu 1a Star Bullets

e Chon vao nat Justify (=) dé canh déu van ban

e Chon nat Line Spacing ( Er ) va chon kiéu 12 1.5

Nhiing diém morctir Powern

Tao, quan ly va lam viéc cOng tac v

uhm;‘ngnm khae trén bai thuyét trinh

Blmephong phi bai thuyét trinh véi cac

doan video, hinh dénh va rit nhié¢u hiéu
o= _ | == s=  a=_ ||{} Text Direction - _
ER=-1E#( = img moi
(=] Align Text = .
=E = = EE- Convert to Smartirt = Chia sé bai ”I”yﬁ fﬂmﬂ hon
Paragraph I

Hinh 249. Thay déi paragraph
4. Ching ta ciing c6 thé chuyén ddi hop vian ban sang Smart Art néu thay can thiét. Vi

du chling ta chuyén sang kiéu Vertical Bullet List. Ban vao ngan Home, nhom
Paragraph, chon nat Convert to SmartArt va chon kiéu Vertical Bullet List.

Nhiing diem '

E'_ =- ' 3 :5. u"—.l"'."'f"‘_'"" -_/‘-1 _":',‘-‘::.I—':‘ _?'JJ lj
i B g AL ) gy e A Qua = Tao, quan ly va lam viéc cong tic véi nhiing

ngudi khic trén bai thuyét trinh

Lam phong phubai thuyét trinh vdi cic doan
video, hinh anh va rdt nhiéu hiéu ing méi

Chia sé bai thuyét trinh hiéu qua hon

Hinh 250. Chuyén Text sang SmartArt

Sao chép dinh dang

Chuyén sang slide 3 cua bai thuyét trinh, vi du ta s& dinh dang hop van ban bén tri sau d6 sé sao
chép dinh dang sang hop van ban bén phai.

E Céc budc thue hanh nhu sau:

1. binh dang cho hgp van ban bén trai nhu sau:
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e Dong dau tién chir mau vang, cé chit 34, kiéu chir in dam va ddi kiéu bullet sang
hinh dau miii tén mau vang (vao Bullets and Numbering... d¢ chon lai mau).
[ J

Bén dong bén dudi chit mau tring, co chit 32 va ddi kiéu bullets sang hinh &
vudng cd mau trang.

Bullets and Numbering

Bulleted | Mumbered |
Nhiing Ki¢
None ’ "
»Presentation Views Master Views
s Slide Master
Handout Master
Notes Master
— NOIES a8
— — S — « Reading View
coe (8
\'
Reset L OK J [ Cancel l

Hinh 251. Pinh dang hép van ban bén tréi trén slide so 3
2. Chon hop van ban bén trai, sau d6 vao ngan Home, nhom Clipboard va kich chuét
mot lan vao nat Format Painter dé sao chép dinh dang vao bé nhg may tinh.

‘ Home | Insert Design Transitions Animations Slide Show

5= N S — | o
W= % il = Minion Pro (Body * 32- ~ A~ A7 | 4}
I ﬁ .~ y A A 2

. i.A - :-'_=’

Paste /7 New . B 7 U S abe AV~ Aa~ A~
- & Dylider T” =

Clipbard R. Slides | Font I

Slides

Review View Develope

o

ormat Painter

Copy formatting from one place
and apply it to another.

Y -~y ’v /\
Double-click this button to apply I\ hu “g l\ls,

the same formatting to multiple
: ]
places in the document.

a L]
>Presentation Views
«Slide Sorter
= Notes Page

0 Press F1 for more help.

® = Reading View

Hinh 252. Sao chép dinh dang bang Format Painter

3. Khi do s& xuét hién thém bicu tuong cay co trén con tro chudt. ban di chuyén chuot
dén hop van ban bén phai va kich trai chuot.
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Nhiing Kie Nhiing Kieu e

i
L

“ \
»PresenlationViews »>Master Views

- W = Slide Master
W*Slide Sorter « Handout Master

. Nm%c = Notes Master

k-] k3 E-3
>Presentation Views * Master Viewg o

s =
Slide Master
"

Handout Master

“§hde S.S‘n_‘er Notes Master

* = Reading View » Reading View

Hinh 253. Ap dung dinh dang da sao chép

Format Painter:

é Khi muén sao chép dinh dang cia mét déi twong va &p dung cho nhiéu doi
firong thi ban nhdp chugt hai lan 1én nat Format Painter khi thuc hién Iénh
sao chép dinh dang.

5. Pinh dang hinh, SmartArt, Shape, WordArt, Video

Phan nay trinh bay mot so thao tac thuong gip doi véi hinh anh, Smart Art, Shape va
WordArtvideo trong bai trinh dién nhu: dinh dang, xoay, di chuyén, thay doi kich thudc, cat tia...

Xoay

Hau hét cac ddi twong trén slide ching ta déu c6 thé xoay (Rotate) duoc nhu 13 Text, hinh,
ClipArt, Shape, video, cac thanh phan cua SmartArt, WordArt va cac thao tac thyc hién ciing
tuong tu nhau. Chlng ta sé thuc hanh xoay hinh hai con buém trong slide so6 4.

ﬂ Céac budc thuc nhu sau:

1. Chon hinh con buém bén tréi trong slide sé 4. Khi d6, xung quanh hinh dugc chon s&
xuat hién 4 nat tron nho & cac goc, 4 nat vudng nhod gitra cac canh va mot nat tron
mau xanh nam phia trén dung dé xoay hinh.
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Chen hinh vao slide

Hinh 254. Chon hinh cdn xoay

2. Nhip chudt vao ndt nim tron mau xanh & bén trén cua hinh, khi d6 con tré s& bién
thanh hinh mot mi tén cong tron.

Chen hinh vao slide

Hinh 255. Nt ngm tron dung dé xoay hinh

3. Gir trai chuot va kéo theo huéng nguoc chiéu kim dong ho, khi d6 hinh s& dugc xoay
vé phia bén trai.
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Chen hinh vao slide Chen hinh vao shide

Hirnh 256. Hinh sau khi xoay

4. Lam tuong tu cach trén ddi voi hinh con buém bén phai nhung hiy cho nghién vé
phia phai.

Chen hinh vao shide

Hinh 257. Xoay hinh

Cit tia

PowerPoint cho phép cit tia (Crop) hinh anh, clipart, ké ca khung hinh cua cac doan video nham
tap trung hon vao trong tam cua hinh muon the hién. Ching ta tiep tuc thuc hanh phan nay véi
viéc cat bat vang khong hién thi video trong slide s6 8.

% Céc budc thue nhu sau:

1. Chon doan video bén trai trong slide s6 8. Khi d6, xung quanh video duoc chon s&
Xuat hién 4 nat tron nhod cac goc, 4 ndt vudng nhod gitra cac canh va mot nat tron
mau xanh nam phia trén dung dé xoay hinh. Poan video nay dung dé hién thi trén loai
man hinh rong nén c6 du 2 ving mau den phia trén va dudi. Chlng ta s& cat bot 2
vung den nay.
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Hinh 258. Chon video bén trdi dé cdt tia

2. Vao Video Tools, ngan Format, nhom Size va chon nut Crop

nations  Slide Show  Review View  Developer

Ly Video Shape ~

[ — -_—
‘ I‘ Lg » | & video Border v

v | o Video Effects v

hhPowerPoint2010_Chap4.pptx - Microsoft PowerPoint \ Video Tooks

Q
(v
Ty Selection Pane  Sh 7
‘ Arrange Size

Add-Ins  Acrobat Format Playb)

bt} 51

Gk Bring Forward ~ |2~

24 send Backward ~ I#]

Crop

Crop the v
width you

Hinh 259. Chon lénh Crop

3. Nhap chuét vao 6 vudng & canh bén trén cua video. Khi d6 con tro chudt bién thanh
hinh giong chr T nguoc. Ban git trai chudt va kéo hudng xuong dudi dén gan hét
vung mau den thi nha chudt.

c.J{

= 5’,411?““'%:’ —

Hinh 260. Thyec hién Iénh cdt hinh tir bén dudi 1én
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4. Tuong tw, nhap chudt vao 6 vudng & canh bén dudi cua video. Khi con tro chuét bién
thanh hinh gidng chix T thi ban gt trai chudt va kéo hudng 1én trén dén gan hét vang
mau den thi nha chuot.

Hinh 261. Cdt tia phan dudi cua video

Di chuyén

Tat ca cac ddi tuong trén slide déu co thé di Chuyen (move), sap dat va b tri lai cho hop ly.
Chung ta tiép tuc thuc hanh trén slide sb 8 véi viéc sap xép lai 2 doan video trén slide nay.

q Céac budc thuce nhu sau:

1. Chon doan video bén trai trong slide sé 8. Khi d6, xung quanh video duoc chon s&
xuat hién 8 nat va con tro chudt xuat hién thém hinh 4 miii tén hudng vé 4 hudng.

Hinh 262. Chon video can di chuyén

2. Gitr trai chudt va kéo video dén vi tri méi. Vi dy, ban di chuyén huéng 1én trén va khi
dén duoc vi tri mong muon thi tha tréi chuét.

3. Tuong ty, chon video bén phdi va ban di chuyén video sang phia bén phai va huéng
xuong dudi.
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- T

Hinh 263. Di chuyén video trén slide

Thay doi kich thuéc

Tat cd cac dbi twong trén slide déu c6 the phong to hay thu nho (resize) mot cach dé dang. Chiing
ta tiép tuc thuc hanh trén slide so6 8 vai viéc phdng to va thu nho 2 doan video trén slide nay.

- Cac budc thuc nhu sau:

Chon doan video bén trai trong slide sé 8. Khi d6, xung quanh video duoc chon s&
Xuét hién 8 nat.

2. Dung chudt chon vao ndt ndm tron ¢ goc dudi bén phai cua hinh. Khi d6, con tré bién
thanh mii tén 2 chiéu thi kéo hudng qua goc phai dudi.

' TS b
“‘-L — 1’7]

.

Hinh 264. Phong to video bén trai

3. Tuong tu, ban chon video bén phai. Sau do, ban chon nut tron & goc dudi bén trai va
gitr tréi chudt kéo hudng Ién trén va qua phai.

Thay doi kich thwéc:

& e Keéo chugr huong ra phia ngoai hinh sé phéng to hinh, nguoc lai sé thu
- nhé hinh.
e Ban c6 thé két hop thém phim ALT, SHIFT hogc CTRL khi phéng to hay
thu hinh dé biét thém coéng dung cua ching.
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Chen video vio slide

Hinh 265. Thu nho video bén phdi

Thém chu thich cho cac ddi twong trén slide

Céc doi twong trén slide nhu hinh, d0 thi, shape, SmartArt,... déu c6 thé thém van ban dé chi
thich cho d6i tugng. Cong viéc nay rat hitu ich cho nhimg ngudi dung khéc khi mé bai thuyét
trinh va hiéu dugc y nghia cia cac dbi tugng dang sir dung trén slide.

E Céac budc thuce nhu sau:

1. Chon dbi twong. Vi du, ban chon hinh san pham HD Zune trong slide s6 7.

2. Nhap phai chudt 1én dbi twong va chon lénh Format Shape.... Luu ¥, tuy loai dbi
tuong ma ban dang chon thi s& xuét hién lénh Format + <tén ddi twong twong tng>.

Format Picture ? igl

MECERP-Y A'J:}&JJJ 4

Paste Options:
o E &

Edit Text

Peare Conectons Tithes and descrpd & t
regresentatons of the mformabon contsced n tables, dagrams

Picaure Color mapes, and other cbiects. Tha rformaton is usefid for pecpile
%) vigon or coprvive mparments who may not be able to see o
Artistic Effects ucersiand the chject

) yup A gtle can be read 10 & Darson Wit & dsadity and s uzed 10
Hyperiink.., i detemmine phetrer Fey wisn 10 hear the descrpbion of the
- content,

Save as Picture,.. Postion
Reset Shape L i

] ;
; &[] sizeandPosition.. [ | Nt Tent
notes
&y Format Shape.., -
e\ S0 (=)

Hinh 266. Chon Iénh Format Shape...
3. Trong hop thoai Format Picture, ban chon Alt Text

4. Nhap tua dé cho dbi hinh 12 “HD Zune” tai hop Title va nhap phan mé ta la “Thiét bi
giai tri di dong da phuong tién” tai hop Description.

5. Nhip nat Close dé dong cira s6.
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Hiéu chinh hinh anh

Chlng ta cd thé thuc hién mot sb thao tac hiéu chinh hinh anh ngay trong chwong trinh
PowerPoint ma khéng can thém bt ky cong cu ndo. Sau day 1a mét sé hiéu chinh théng dung.

Thay déi d¢ sang, dé twong phan va dd siac nét caa hinh anh

* Céc budce thue nhu sau:
K

Chon hinh can hiéu chinh d6 sang va d6 tuong phan (Brightness and Contrast). Vi du,

1.

ban chon hinh bén tréi trong slide sb 4.

Chon Picture Tools, vao ngin Format, nhém Adjust, nhap chon nat Corrections.

i 2o kit C € i €
i ol .!',“, 9 " ,5{ Compress Pictures
e o ' B3 Change Picture
Remave Correcti Color Artistic
Background v Effects ~ tﬂ Reset Picture
% Adjust

R

Hinh 267. Chon lénh Corrections

Tai Shape and Soften va Brightness and Contrastla tap hop cac kiéu diéu chinh
hinh dugc thiet 1ap san. Ban c6 the di chuyen chugt 1én cac Kiéu nay va xem trudc ket
qua thé hién trén slide trudc khi nhap chon mét kiéu nao do. Vi du, ban chon Sharpen

14 0%, Brightness +20% va Contrast-40%.

‘ 9 . ;_{ Compress Pictures
o Ej‘# Change Picture

Carrections| Color  Artistic

e | ~ Effects~ tjReset Picture

Sharpen and Soften

Brightness and Contrast

| |

‘09 o7 7 7 T
-M"(ﬂ“?

4l anghtness 0% (Normal) Contrast: -20%

"_/ Picture Corrections Optians..

» - pu—

L N W

-{f °F °F
9 < %9 ©F

Yl T

?\.

;

96 4

AW

Hinh 268. Chon kiéu dinh dang dé sang,twong phdn va do sdc nét cua hinh

4. Ngoai ra, ban cd thé nhap chon lénh Brightness and Contrast dé tinh chinh d6

sang,do twong phan va do sac nét caa hinh anh mot cach linh dong hon.
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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:

3-D Rotation Brightness: _J_ 0% £

Picture Corrections Contrast: —J—
Picture Color

Artistic Effects
Crop

Size

Position

Text Box

Alt Text

Close

Hinh 269. Picture Corrections trong hgp thogi Format Picture

Thay d6i cwdong dd mau, tdng mau, hiéu ing chuyénmau cho hinh anh

ﬂ Céac budc thuce nhu sau:

1. Chon hinh can hiéu chinh. Vi dy, ban chon hinh con buém bén phai trong slide sé 4.
2. Chon Picture Tools, vao ngin Format, nhdm Adjust, nhap chon nat Color.

2 . }_{LOND!:SSPICIUF:S [ F. T
m 3 Change Picture ?‘\ d‘ d} - ‘

ot Gistic
ﬂg ds ‘E Reset Picture
3 - 3 ratlon

Color Tone

¥

Recolor

S

More Variations

Set Transparent Color

‘k‘f”%@

Picture Color Options..,

Hinh 270. Lénh Color trong Picture Tools
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3. Trong ctra 6 vira xuét hién:

Chen hinh vao slide

Tai nhém Color Tone, ban chon tdng mau 4m hon 1a 8800K

Chen hinh vao shide

Hinh 271. Hinh trréc va sau &p dung thay déi mau

Tai nh()[n Color Saturation, ban chon mét Igiéu phu hgp trong danh sach cac
Kiéu thiet Iap san. Vi dy, ban chon cho mau sac sac s hon 200%.

Tai nhém Recolor, ban &p dung hiéu ung chuyén sang mau do la Red. Ban c6
thé chon nat More Variantions dé tly chon thém cac mau ua thich khac.

4. Ngoai ra, ban cd thé nhip chon lénh Picture Color Options... dé linh dong tly bién
cuong d6 mau, tdng mau va chuyén ddi mau.

Format Picture

Fill

Line Color

Ling Style

Shadow

Reflection

Glow and Soft Edges
3D Format

3D Rotation

Picture Corrections

Picture Calor

Picture Calar
Color Saturation

Presets:
Saturation: ] I—

Color Tone

Presets:
Temperature: — | |— 8,800 |&

Recolor

Presets:

Artistic Effects
Crop

Size

Position

Text Box

Alt Text

Reset

Close

Hinh 272. Picture Color trong hgp thogi Format Picture

_Vsi ndt Iénh Reset Picture ching ta c6 thé phuc héi hinh anh vé tinh trang

g nguyén thiy mét cach dé dang.
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X6a cac mau nén trong hinh

X6a c&c mau nén trong hinh s& gip nhan manh hon vao di twgng chinh cua hinh anh hon.

% Cac budc thuc nhu sau:

1. Chon hinh cn loai bo mau nén. Vi du, ban chon hinh con buom bén phai trong slide
SO 4.

2. Chon Picture TooI§, vao ngan Format, nhém Adjust, nhip chon nit Remove
Background. Ctra s6 man hinh chuyén qua ngan I¢nh Background Removal.

BllE9 -0 AT g m ThudhachPowerPoim2010 Chapdopty - Mcr., = 8 1
_ Backyruund Bemosel Shaoe Sham Viem Fuimat o o
. A
r, 1
O Q& @ v
Mary Zeeas Mack doeas Defete  Ducod Al Keen
15 Keep 10 Remsave Mak Cranges Onanged

fisfing oose

Chen hinh vao shide

] -
|| Click to add notes

|[EE e s o0 oD

Hinh 273. Ngan Background Removal

3. Ban diéu chinh 8 nét xung quanh hinh dang chon sao cho bao hét viing hinh con buém
can gitr lai. Sau d6, nhan nat Keep Changes.

Chen hinh vao shde Chen hinh vao slide

Hinh 274. Chon vung hinh can giiz lai
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Ap dung hiéu &ng nghé thuat cho hinh

ﬂ Cac budc thuc nhu sau:

1. Chon hinh can hiéu chinh. Vi duy, ban chon hinh con buém bén tréi trong slide sé 4.
2. Chon Picture Tools, vao ngan Format, nhom Adjust, chon Iénh Artistic Effects.

3. Di chuyén chuét 1én cac kiéu hiéu tng dung sin va xem két qua hinh trén slide.
4

Nhép chudt dé chon mot kiéu hiéu wng mong mudn. Vi du, ban chon kiéu Pencil
Grayscale.

—

* Artistic Effects *| g 7| BB picture Lay

 lure Styles

|
q‘
E

Hinh 275. Chon kiéu hiéu ¢#ng tir danh sach

5. Pé bo hiéu tng Artistic thi chon kiéu None (kiéu dau tién) trong hop danh séach
Artistic Effects.

Ap dung hiéu ng d6 béng, dwong vién, ... cho hinh

Ngoai c4c hiéu tmg da trinh bay, PowerPoint con cho phép chung ta ap dung rat nhiéu kiéu hiéu
tmg nhu 1a cac hiéu ung db bong (Shadow), hiéu tng tuong phan (Reflection), hiéu tng cho cac
canh cuaa hinh (Soft Edges), hiéu tng 3-D, ...

ﬂ Cac budc thuc nhu sau:

1. Chon hinh can hiéu chinh. Vi dy, ban chon hinh con buém bén tréi trong slide sb 4.
2. Chon Picture Tools, vao ngan Format, nhom Picture Effects, chon nat 1énh Picture

Effects.
¥ - . — T — .‘—' o T— eo——s E;;- SCPEAREEnT
’ I’ | ﬂ gl - < Picture Effect%
¥ fj Picture Layou

Picture Styles I

Hinh 276. Lénh Picture Effects
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3. Céc hiéu ung cho hinh duoc phan loai thanh nhiéu nhém. Ban ré chudt vao cac kiéu
hiéu tng trong cic nhoém va xem trudc két qua thé hién trén slide. Nhap chudt chon
kiéu hiéu wng mong muén. Vi dy, ban chon kiéu Perspective Diagonal Upper Left
trong nhom Shadow.

e q +.]
" ‘ d - .: Picture Effects ~ l:ﬁ Send Backward ~ [f]
Crop H
{Selection Pane S~ -~ *q
>
Picture Styles ‘ Arrange | S
e -
‘_‘d Shadow * | Inner

TR ~ I~ |
= g E 3
R

5 =

ective Diagonal Upper Left

I___] Shadow Options...

Hinh 277. Kiéu do bong Perspective Diagonal Upper Left

4. O cubi danh déach cac kiéu hiéu tng cé cac nit 1énh d&& mé hop thoai Format Picture
gilp ban tuy chinh thém céc hiéu tng.

Thay déi kiéu dinh dang dwong ké va mau nén cia Shape

Céc Shape 1a cac hinh do ban vé tir hop cong cu Shapes cua PowerPoint. PowerPoint cung cip rat
nhiéu Shapes cho ban lya chon. Dudi ddy 1a mét s6 thao tac can thiét dbi voi dbi twong Shape.

Ap dung nhanh céc kiéu dinh dang dwng sin

” 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, nhém Shape Styles, chon nat More dé mo
toan bo danh muc va chon mot kiéu trong danh muc nay.

B\\NEeqg - | X D2 Shape Fill »

AL D G- Abe [-‘\l\' Abe » &7 shape Outline ~

20A T & k- Shape Effects
Insert Shapes Shape Siy% P

Hinh 278. Ap dung Shape Styles

3. Vidy, ban chon kiéu Light 1 Outline, Colored Fill — Gray-50%, Accent 1
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Abe Abe [m ] Abe Abe Abe Abe
-Jufel -] - JE] -
- - - -
. ARG  TRBGY \be Abe Ak .
Sy | 2 fezic )
oooOoO0®
@ooBoo0

Other Theme Fills

-
>

Hinh 279. Chon kiéu dinh dang Shape

Thay d6i mau cia cac dwdong ké va mau nén

1 Céac budc thuce 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 mauqtrong bang mau, vi du nhu ban chon mau xanh. Nhan vao nut More
Filj Colors... @& mé hop thoai Colors sé c6 nhiéu mau hon cho ban lya chon hoac pha
ché mau.

[ Dlshape Fill - Ay A
Theme Colors g ¥
HE N NEEEEN).

mO 1]
Recent Colors

E
No Fill

49 More Fill Colors..,

@ Picture... Color model:
2 Red: ~
‘ @ Gradient B
P Green: 162 =
I ﬂ Texture x. Tew
‘ Blue: 153 %
T e e @rAe
=
2 ¢ Transparency:
STIp Ld ] AN Current

REESLN

- |

Hinh 280. Chon mau nén cho Shape
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3. Chon nat 1énh Shape Outline trong nhém Shape Styles va chon mét mau trong bang
mau cho khung duong vien, vi du nhu ban chon mau vang. Nhan vao nit More
Outline Colors... @& mao co thém mau lya chon.

[E/}Shape Outline " ’ & Ly

Theme Colors e\ v “_’;L,
[} O EEEEN . yle

Standard Colors
HE [ !LUIIIII

Recent Colgs

No Outiine

A\, -
a0 slid
$2 More Qutline Colors..,
= Weight

== Dashes

i3
B : [

B 'v- "
6] 608y

Hinh 281. Chon mau cho khung dwong vién cia Shape

Thay d6i kiéu nét ké

ﬂ 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.

e D¢ thay ddi 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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3pt
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Hinh 282. Thay doi kiéu dwong ké

Thay ddi kiéu WordArt

Chung ta s& thuc hanh thay doi kiéu WordArt hién hanh trén slide 6 sang kiéu luon song.

1 Cac budc thuc nhu sau:

1. Chon WordArt can hiéu chinh. Vi du, ban chon WordArt trén trong slide sb 6.

2. Chon Drawing Tools, vao ngan Format, nhom WordArt Styles, chon nat Text
Effects.

A TextFill »

A A A\ |+ &2 Text Outline ~

¥ | [\ Text Effects ~
WordArt Styles B |

Hinh 283. WordArt Styles

3. Chon nhém Transform va chon kiéu lugn séng Wave 2 cho WordArt.

Trang 165



Chuwong 4. Tity bién, hiéu chinh bai thuyét trinh

7w ; =
ffects ~ pdfisec 3 &A Text Effects | | By Selection Pane S Rotate ~ | >3+ itz

WordArt Styles |

Arrange Size

/£ shadow »

(=), Refleion > | . de abcae abcde abede

AA\. Glow »

& abede
A

A\ 3-D Rotation »
&)

abcde

v ip AN
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dm Transfom  » | abCde abede aede 2
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Abcg, abcdc -’lhcde‘
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Hinh 284. Thay doi kiéu WordArt

4. Chlng ta c6 thé thay dbi nhanh cac kiéu hiéu tng mau sic, bong mo cho WordArt
bang cach nhan vao nut More va chon moét kiéu hiéu ing dung san.

Apphies to Selecied Test

A A LA

- A Text Fill + 34 Bring Forwa A
7 Text Outline » | (3 Send Backwd | 4y o i reet i e Sage
T L) Text Effects + | 5, Selection Pa
fa Arr

~ AAAA
AAAAA,
Choose visual style for text, A, Ll wovesn

Hinh 285. Thay déi hiéu img td nén WordArt

Ap dung kiéu dinh dang va hiéu wng cho SmartArt

Chuyén qua slide 7 trong bai thuyét trinh, ching ta s& thuc hién thay déi kiéu dinh dang va hiéu
ung cho SmartArt.

% Céc budc thue nhu sau:

1. Chon SmartArt can hiéu chinh. Vi du, ban chon SmartArt trén trong slide s6 7.
2. Chon SmartArt Tools, ngan Design, nhom SmartArt Styles
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Point2010_Chap4.pptx - Microsoft PowerPoint

Slide Show Review View Developer Add-Ins Acrobat Design For

LY
000
Change
Colors -

SmartArt Styles i Reset |

Y% E.%:EEP

Reset Convert
\| Graphic ~

Hinh 286. SmartArt Styles

3. Chon lénh Change Colors va chon Dark 2 Outline dé d6i mau cho SmartArt

)

Reset Convert
Graphic ~

Accent1

=0 — —
L )e 7 2

A0 — —

Accent 2
-/\—.3 — —

( 7 iy P>

0

% Recolor Pictures in SmartArt Diagram

-~

[

Chen Smart Art vao shide

4

Hinh 287. P4i mau SmartArt

4. Chon nat More va chon mét kiéu dinh dang dung san. Vi du ban chon kiéu Polished

trong nhém 3-D.

Best Match for Document

Chen Smart Artvao slide

Hinh 288. Chon kiéu dinh dang Polished
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Cit va nén media

PowerPoint 2010 tich hop san tinh ning cit xém am thanh va phim ngay trong qua trinh soan
thao. Ching ta khdng phai can dén mot chuong trinh bién tap audio, video nao khac. Ching ta s&
thuc hanh cit xén audio, video va nén ching lai dé tiét kiém khong gian dia va gitp khi nghe va
xem dugc muot ma hon.

Cit xén audio

Céac doan am thanh chén vao bai thuyét trinh doi khi rat dai va ching ta chi can mét doan nho
trong d6 dé minh hoa cho khan gia. Khi do, tinh ning cit xén audio cua PowerPoint trg nén rat
htru ich.

” Cac budc thuc nhu sau:
l:.~—/

1. Chon audio can hiéu chinh. Vi du, ban chon audio hinh céi loa trén trong slide s6 7.
2. Vao Audio Tools, ngan Playback, nhom Editing, chon nat 1énh Trim Audio

= SEV  Fade Duration
i J

dyj FadeIn: 00,00

Play Add Remave Tri §
Bookmark B ark | |Ad io%] / Fade Out: 00.00
Preview Bookmarks Editing

Hinh 289. Trim Audio

4r 4

3. Trong hop thoai Trim Audio, ban thiét lap thoi gian bat dau va két thic caa doan
audio can trich ra tai Start Time va End Time. Vi dy, ban thiét 1ap Start Time 12 00:00
va End Time 1a 00:24. Ban ciing c6 thé dung chudt dé xac dinh viing am thanh can
trich trén thanh truot.

Trim Audio
Welcome ko Zune HD.wma Durakion:  00:24.000
‘.DDD
00:00 = [il ] l > l [ ",] 00: 24| g
Start Time End Time
[ ol ] [ Cancel ]

Hinh 290. Xdc dink dogn am thich cdn trich ra

4. Nhan nit OK dé hoan tat viéc cit xén am thanh.
Cit xen video

Tuonng tu cit xén audio, viéc cat xén video s& gilp ching ta loai bo dugc nhitng doan video kém
chat luong, bi 16i khdng hién thi khi thuyét trinh.
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q Cac budc thuc nhu sau:

“\/ 1 r
1. Chon video can hiéu chinh. Vi du, ban chon video bén phai trong slide so 8.

2. Vao Video Tools, ngan Playback, nhom Editing, chon Iénh Trim Video.

T

@ Q% Cj@? Fade Duration

§¢) FadeIn: 00,00

Play Add Remove Tri :
Bookmark Sockmarl Vid Fade Out: 00.00
Préview Bookmarks Editing

Hinh 291. 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 QIB

Wekcorme b0 Ture MD fiy Durabiory 0100060

L 00:11.4%
: |
000 s Plrslire 0Im.00 8
v Lo ] (][] e

| cowe |

Hinh 292. Chon doan video can trich

4. Nhan OK hoan tat.

Nén audio va video

Chung ta c6 thé tang hiéu nang khi trinh chiéu bai thuyét trinh bang cach nén cac doan audio va
video nhang trong bai.

q Cac budc thuc nhu sau:
{

\_/
1. Mo bai thuyet trinh ¢6 chaa audio va/ hoac video

2. Vao ngan File, chon Info, chon nhém Media Size and Performance va nhan nit Iénh
Compress Media.
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Insert Design Transitions Animations Slide Show Review View Developer 4
| [ & Optimize Media Compatibility
L 4 a . - .
oy Are you planning to deliver this presentaticn on
i another computer? Optimizing media compatibility
Optimize AR .
Lios Prove your experience.
Recent Compatibility e :
= 1 media file can be optimized.
Ris 1 media file requires a network connecticn.
b Before presenting, test this item in slideshow
mode to ensure you are connected.
Print About media compatibility
Share
[’ o Media Size and Performance
.
Help &4 Save disk space and improve playback performance
B Rl by compressing your media files. Compression
[tz Addns ~ C,am;r might affect media quality.
i Media files in this presentation are 17 MB.
2] Onptions - i ) :
|| Preselfation Quality nmed regions,
Exit M-E\L,} Save space while maintaining overall berformance
audio and video quality,
| Internet Quality
“B4 Quality will be comparable to media
which is streamed over the Internet,
. hange any part of this
ow Quali
_all Low Quality
SLE§ Use when space is limited, such as
when sending presentations via e-mail,

Hinh 293. Lénh nén media

3. Chon mét kiéu nén media trong 3 tily chon sau:

e Presentation Quality: Nén nhung béo heu chat lwong am thanh va hinh anh phim
mo muc tot nhat.

e Internet Quality: Nén véi chdt lwong trung binh, thich hop cho viéc chia sé trén
internet.

e Low Quality: Nén nhiéu nhdt, tao ra tdp tin cé kich thiéc nhé nhdt nhung chat
lirong media sé thap nhdt so véi 2 kiéu nén trén.
Compress Media 2%
Side Name Iritsl Gze (ME)  Stans

Compiete « 2.6 VB Saved

Crocerer 78
SRt 3%

Conpresson n progress. Prodessng ‘OMes 2050 The Moy v,

| Cance

Hinh 294. Cira s6 Compress Media
4. Vi du ban chon kiéu nén Internet Quality va hop thoai xuat hién Compress Media
xuat hién thuc hién qua trinh nén cac am thanh va doan phim dang nhtng trong bai
thuyet trinh.

5. Khi nén xong, PowerPoint s& cung cap thdng tin vé két qua nén trong cua so
Compress Media. Nhan nut Close dé dong cira so.
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. Compress Media:
g Khi thyc hién xong Iénh compress media cdc dogn audio, video bi cat bé béi
Iénh Trim Audio va Trim Video sé bj logi bé khdi bai thuyét trinh va khong
thé phuc hoi lai néu ban da thuc hién |énh liu va déng bai thuyét trinh.

6. Pinh dang bang biéu

Thay ddi kiéu dinh dang ciia bang

ﬂ Cac budc thuc nhu sau:

1. Chon bang can thay déi kiéu dinh dang. Vi du ban chon bang trong slide 10.

5 phian mem
tao bai thuyeét trinh tot nhat g

Puseer Dol Porwr Pol 0 M eosoft plt RETE w0t thand phido trong
B Macrosart O, Power Peial bdn I phin midn tyo bl
ey Crtevh 380 bl 1 th) Seed deie

Flash du Adobe phat trida Tyo bal thay tnnk (8 Flash 1)
thedn tn cha vl chis & ra phut hanh txda intemet do Flash
chay trdn ndn trinh durdt wob,

Imgves Tarpress 1y phiin sl mido o do Sen Mo domm phat
1. Dreoss (&m0 thanh phin trong b OpenOfifice.

Kernote Keyroto &0 Appke e, plut tridis b st thanh phin troog bo
Wk

Presontatioos  Pacrstations do SoftM sk phut trién. [e made thanh phin trong
Ny et Maker Office

—nn

Hinh 295. Chon bdng

2. Vao Table Tools, ngan Design, chon nhom Table Styles va nhap chuét vao nit More
dé m¢o rong danh sach cac kiéu dinh dang.

ThuchanhPowerPoint2010_Chap4.pptx - Microsoft PowerPoint l Tabl&Tools
Insitions  Animations  Slide Show Review View Developer Add-Ins Acrobat ’ Design | Lay]|
Av | ——m el

—

&~ ||[1pt 4
uick O
'[% S?yles' [~ | -#PencColore 1
Table Styles WordArt... & Draw Bord

More

Choose a visual style for the table.

Hinh 296. Chon Table Styles

3. Vi du, ban chon kiéu 1a Dark Style 2 Accent 1/ Accent 2
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\B Lieat Tabie

7 Hinh 297. Chon kiéu dinh dang bang )
4. Be trang tri thém cho bang, ban vao nut Effects, chon nhém Shadow va chon kiéu

bong mo la Offset Diagonal Bottom Right.

Uk

Styla=
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() st
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B0 Mirosoft Ofice. PowrrPoknt hidn s phin nadm Lo be
thard trmh 164 nhil 1én th trding.

Hash do Adobe phat tide, Tao bal thus@ tnink tén Hash il
thigan tdn cho i chila % va phat Banh tnén intoeenet do Flah
gy trdn e trmb duy gt by,

T phin mdm mido pht do Sun Microsy stems phat
ndn. frrmess b nn (v din trong B Open Office,

Kornote do Appdo 3o phat 1k, b e thinh pld trong b
Wock

Preseritations do SoftM ey phat trdn. Ll met thanh phin trong:
B Softydaber Offce.

Hinh 298. Thém béng mo cho bdng

Thém hoic x6a dong, cdt caa bang

ﬂ Cac budc thuc nhu sau:

1. Chon bang can thay dbi kiéu dinh dang. Vi du ban chon bang trong slide 10.

2. Chon vao mét 6 trong bang ma ban du dinh chén thém dong, cot vao bén trai hoac bén
phai 6 chon. Vi duy, ban chon 6 Flash

5 phan mem

tao bai thuyet lljnh tot nhat

M5 hdamim | Mos

PowerPoint do Microsoft phat tnén, s st thank phin rmg
b Macrosadt Office. PowerPotent 360n 1 pliin s tyo bat
thard® trinh st nhil trén th tndéng.

Hlash dir Adobe phat trdn. Tyo bul thard tnnk s Flash rit
then 1ién cho v chiz 0 va phat hanh teén intemet do Hash
chyy trdanén trmh byt wob,

Impress s phin sadm midn pht do Sen Microsy goms phat
i mwoss £ mod thanh phin trong by OpenOffice,

Koynote do Apple toc, phat trién, b st thanh phin troeg bo
IWork

T fomy do Sl M e phiat frirs [e e thanh phin trong

t'\)kﬂ.\hhvoﬂ'kv

Hinh 299. Chon 6 trong bdng
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3. Vao Table Tools, ngan Layout, nhdm Rows & Columns va chon Iénh:
e Insert Above: Chén dong ngay trén 6 dang chon
e Insert Below: Chén dong ngay dudi 6 dang chon
e Insert Left: Chen ¢t bén trai 6 dang chon
e Insert Right: Chén cot bén phai 6 dang chon

Delete Insert Insert

== = E = - i Above Below
; ~ m== EEJ EEE B ! #'  Delete Columns

Delete Insert Insert Insert Insert =X Delete Rows
v thove Below Left Right || [}S;
& Delete Table

Rows & Columns

Hinh 300. Chon Iénh chén hogc x6a dong, cot

4. Mubn x6a dong hozc cot thi nhan vao nit Delete va chon Iénh:
e Delete Columns: Xba cac cot dang chon
e Delete Rows: Xo6a cac dong dang chon
e Delete Table: Xda ca bang chira 6 dang chon

7. Pinh dang db thi

Cap nhat thong tin cho do thi

Doi khi chiing ta can phai cdp nhat hodc x6a bdt cac sd liéu cho do thi da trén slide. Phién ban
PowerPoint 2010 ho trg rat manh vé mang vé do thi nén céc thao thac thuc hién rat don gian.

5 Cac budc thyc nhu sau:

1. Chon @6 thi trén slide can hiéu chinh sé liéu. Vi du ban chon db thi trong slide 11.
2. Vao Chart Tools, ngan Design, nhdm Data va chon 1énh Edit Data

ThuchanhPowerPoint2010_Chap4.pptx - Microsoft PowerPaint Chart Tools

Transitio | Animatio = Slide Sh¢ Review | View | Develope¢ Add-Ins | Acrobat Design‘ Layout Fol

B L \ M | b
Fal g U | [ 8y (b
Select  Edit=&efresh Quick Quick Draft
i Data D a% Nita Layout Styles - v
Data Chart Layouts| Chart Styles| Maode

S

Edit Data

Show the data this chart is based
an.

Hinh 301. Lénh Edit Data
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3. Trong cua s6 Excel xuét hién, ban tién hanh thay ddi s6 liéu, thém dong sb liéu hodc
xba bét so liéu cua do thi. Ban dong ctra s6 Excel khi hoan thanh céc thay d6i bang
cach vao ngan File chon EXit.

) \ it " \ "E
n hee ' r at
; Information about Embedded Object
Bl Sore &
& Open
ook
b 1
= A ) 1" T 3 Ay i@
w sy ANy EEW S S - 1 Recent
J B A == ¥ 4 a
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1 Trih dovét Thi phitn 2009 L
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7 Khix | 121%) -
8 TO resae thart data range, drag lower right comar of rangs k3 Bt
a I

Hinh 302. Cdp nhdt sé liéu trong cira sé Excel

TOy bién dinh dang d6 thi

PowerPoint cung cdp sin rat nhiéu miu dinh dang do thi dep mat cho ban tha hd lwa chon.
PowerPoint cho phép ching ta thay doi mau sic ciia cic thanh phan trén do thi, thém hodc bét
cac thanh phan nhu cac dudng ludi, cac nhan, cac chu thich,... hodc thay doi kiéu dinh cua ca dd
thi b.':ing mét ci nhép chudt.

“ Céac budc thuce nhu sau:
@

1. Chon db thi trén slide can higu chinh s lidu. Vi du ban chon dd thi trong slide 11.
2. Vao Chart Tools, ngan Design

e Tai Chart Layout: chon kicu layout mudn thay doi. Gia sur ban khong thay
doi kiéu layout.

e Tai Chart Style: chon kiéu dinh dang d6 thi muén &p dung. Vi dy, ban chon
lai kiéu dinh dang 13 Style 34.

Rexe ¢ Uereige

¢ ¢ Al P b vl vl Ol vl D

¢
]

Hinh 303. Chart Layout va Chart Style

3. e thay ddi kiéu do thi thi vao nhém Type trén ngan Design. Ban chon Iénh Change
Chart Type, hop thoai Change Chart Type xuat hién.’Vl' du, ban chon kiéu
Clustered Column va nhan OK khi d6 d6 thi hinh tron bién doi thanh dang do thi
cot.
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Change Chart Type

@ Tercies | Colwmm -
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Hinh 304. Thay déi kiéu do thi sang dang cot

4. Dé thém hojc x6a céc thanh phén trén do thi, ban vao ngan Layout va chon kiéu
thanh phan can thém hodc xo6a. Sau day la danh muc cac thanh phan trén do thi:

Bdng 6. Danh muc cac thanh phan trén do thi

Chirc niing

m Chart Title An tira dé hozc cho hién twa dé dd thi ¢ cac & gitra hodc phia trén do
thi.

Chart

Title =

Tl Axis Titles  An hoic hién chd thich cho céc truc trén d6 thi va c6 thé chon chiéu

= cua van ban xuat hién trén tryc tung.

Axis
Titles =

e Legend An hoac hién chi thich cho db thi & nhiéu vi tri khac nhau.

Legend

i Data Labels  An hoac hién nhan dir liéu trén d6 thi va tly chon vj tri xuat hién.

Cata
Labels *

i Chart Data An hoic hién bang dit liéu cua d6 thi

== Table

Data
Table =

if!L! Axes An hoic hién cac truc va cac nhan cua truc tung va truc hoanh.

Thay d6i don vi tinh cho céc truc

Axes

Chart An hoic hién cac duong ludi ngang va doc trén do thi

ﬁ Gridlines
Gridlines
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In Plot Area Thay doi hoic x6a mau nén ciaa ving do thi trong do thi 2-D

ﬂﬂjﬂ| Chart Wall Thay ddi hoic x6a mau cua cac vach ding (Wall) trong d6 thi 3-D

Chart

@ Chart Floor  Thay di hoic x6a mau nén (Floor) trong d6 thi 3-D
Chart

Floar =

l 3-D Rotation M@ hop thoai Format Chart Area cho phép tlly chinh cac kiéu xoay

d6 thi 3-D
3-D
Rotation
Trendline An hién cac duong xu huéng cua s lidu trong dd thi
Trendline
Lines An hoic hién cac duong k& tir diém dir liéu xudng truc hoanh hozc
— duong noi gitra diém cé gia tri thap nhat va cao nhat trong do thi
FVRES dang Line.
I Up/Down An hoic hién cac thanh doc giita diém c6 gié tri thap nhat va cao
~ Bars nhat trong do thi dang Line.
Up/Down
Bars ~
di Error Bars An hoic hién cac thanh chi thi sy bién dong cua dit liéu so véi gia
tri hién thi.
Error
Bars =

8. To chuc cac slide trong bai thuyét trinh

Ban cd thé Sap xep lai thar ty cua céc slide trong bai thuyét trinh bat ky khi nao ban mUOn
PowerPoint thiét ké ché do Slide Sorter dé thyuc hién cong viéc té chirc va sap xép cac slide rat
thuan tién.

q Cac budc thuc nhu sau:

M bai thuyét trinh can t6 chic lai.

2. Vao ngin View chon Slide Sorter. Man hinh PowerPoint chuyén sang ché do hién thi
Slide Sorter.

3. Duing chudt chon mot hogc nhiéu slide can thay doi vi tri. Muon chon nhiéu slide cling
lic thi gilt phim Alt (chon céc slide lien nhau) hodc Ctrl (chon céc slide nam cach xa
nhau) trong khi nhap chon céc slide.
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Presentation Views

View the presentation in Slide
Sorter view to easily rearrange
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slides,
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= Zoom Fitto 2 Switch Macros
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1) L

Hinh 305. Slide Sorter

4. Giir trdi chuot va kéo cac slide dén vi tri méi. Khi xuat hién duong ké dung tai vi tri
mai thi tha trai chuot va cac slide dugc chon sé€ duoc di chuyén dén vi tri mai nay.

Hinh 306. Sdp xép trinh tw cdc slide
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9. Hoi dap

Cau 1. Cho biét cach ap dung nhiéu Theme khac nhau trong mét bai thuyét trinh?

Tra loi:

Mot bai thuyét trinh c6 t6i thiéu mot theme duoc 4p dung. Chung ta c6 thé d& dang st dung nhiéu

theme khac nhau trong mot bai thuyét trinh. Mdi theme s& c6 mot b slide master va slide layout
riéng, do vay bai thuyét trinh s€ c6 nhiéu slide master bén trong.

Gia str, chiing ta s& tao méi mot bai thuyét trinh c6 ap dung hai theme khac nhau cho bai nay.

1 Cac budc thuc hién nhu sau:

1. Mo PowerPoint va tao mai mét bai thuyét trinh.
2. Vao ngan View, nhdm Master Views, chon Slide Master
3. Trong cira s6 Slide Master:

e Chon slide master

e Vao nhom Edit Theme

e Chon Themes va chon mét kiéu Theme nao dé tir danh sach dung sén, vi du
ban chon Angles

_ Slide Master Home Insert Transitions Animations Review View Developer
_] Q w CI | 7| Title nCOIorsv ) l I @
&® . [A]Fonts - —
Insert Slide Insert _. | Master I 7] Footers | [Themes| — Background page Slide
Master Llayout ‘8 | Layout Placeholde - thfectsvr b | Setup Orientation ~
Edit Master Master Layout | All Themes « I L
A | This Presentation |

ﬁ

[

][

| Built-In

Aa

Enable Content Updates from Office.com...

[Z) Browse for Themes...

Hinh 307. Ap dung Theme cho Slide Master thiz nhat

4. Chon chudt vao slide layout cudi ciing trong Slide Master thtr nhat
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Hinh 308. Chon vi tri d@é &p dung kiéu Theme thi? hai

5. Vao nhém Edit Theme, chon mot kiéu Themes khéc tir danh séach cac mau dyung sén.
Vi du, ban chon kiéu Grid. Khi d6 PowerPoint sé tu dong chén thém mot bo Slide
Master mai va ap dung Theme vira chon.

EIAOEEH@R9 0 5@ S5 Presentationl3 - Microsoft PowerPoint o B 2

Slide Master Home Insert Transitions Animations Review View Developer Add-Ins w2 e

-

CLICK TO EDIT MASTER [Jciickto cait

Master

, TITLE STYLE [:uotitte stvie

H4m 4

slide Master | “Grid" | <

|mEE = s (C—U——) (5
Hinh 309. Hai Slide Master trong bai thuyét trinh

6. Khi d6 trong ctra s6, Normal khi chén slide mai thi PowerPoint s& liét ké 2 nhom
Slide Layout cho ban lua chon.
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B 7 U

\:I 55| Layout

55| Reset
Mew -
Slide » | Section

Title Slide

Title and Content

e v A AT |

8§ abe V- Aa- | A

Section Header

Two Content

Comparison

Title Only

Picture with

Blank Content with
Caption Caption
Grid
Title Slide Title and Content Section Header
m o
gy e || |G G T
Twao Content Comparison Title Only

Hinh 310. Chon layout tir 2 kiéu Theme khi chén slide méi

Cau 2. Cho biét cach sao chép nhanh tat cd cac hinh c6 trong bai thuyét trinh

Tra loi:

Chuing ta c6 thé sao chép tat ca cac hinh da chén vao PowerPoint 2010 rat nhanh chong.

E Cac budc thuc hién nhu sau:

1.
tin ThuchanhPowerPoint2010_ch4.pptx.

chtra bai thuyét trinh.

Pong bai thuyét trinh can chép cac hinh, vi du nhu chung ta s& trich hét hinh trong tap

Vao trinh quan ly Windows Explore (nhan phim tit 1a Windows+E) tim dén thu muc

iEjF‘u:uwerF‘u:uinI::ZIII1III.|:||:u:>c

oFT

iEjF‘u:ulmuarF'cuirﬂ::ZIII1III_F‘h|_| luc.docx

Create Sharkouk

.EIJF'DWEfPDiI'lt 20105ample. ppkx Delete
2 PPTFAQ.chm
— | I
.EIJQA'DD':X Properties \M_E/

I ThuchanhPowerPaintz010 _Ch4.ppt:®

Hinh 311. Lénh Rename

3. Nhap phai chuét Ién tap tin va chon l1énh Rename, ban thém .zip vao sau tén tap tin.
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1] poveerPoint 2010, docs

] powerPoink2010_Phu luc.docx 1] povwerPoint 2010_Phu luc, doc:
IIli]F‘Dm.uarF‘oint 20105ample. ppkx IIﬂPu:u.-».lerF‘Dint Z0105ample. pptx
22 PPTFAG. chm [/ PPTFAQ. chm

4]0 pptx k=] oA ppt

hﬂ] ThuchanhPowerPoink2010_Ch4, ppkx. zip| |

I PowerPaink2010, docx

0E ThuchanhPowerPoint2010 _Ch#.ppkx.zip

Hinh 312. Tdp tin da dwoc thém .zip vao

4. Nhip trai chut hai lan dé mo tap tin .zip nay bang trinh giai nén trong may cua ban.
Néu may ban chua c6 chuong trinh giai nén nao thi cé thé tai moét chuong trinh 7zip

mién phi tai dia chi http://www.7zip.com

7R D:\Books 2010XThuchanhPowerPoint2010_Ch4. pptx.zipk

File Edit View Favorites Tools Help

b om v o ow X i

Add  Extract Test Copy Mowe Delete Info

T (@ 0:\Books 2010{ThuchanhPowerPoint2010_Ch4 pptx.2ip)

Size Packed Size . Modified Created ficessed
2 366 1115
21 250990 20§85 503
_ 593 245
=] [Content_Ty.., 6675 795 1950-01-01 00:0o
£

0 objectis) selected

Hinh 313. Nhizng ngi dung chiza trong tap tin PowerPoint

5. Ban vao thu muc ppt trong ctra s6 chuong trinh g1al nén 7zip. Trong thu muc ppt co
chtra rat nhiéu thu muc con bén trong va trong sé d6 c6 mot thu muc tén 1a media

dung dé chua tat ca cac hinh anh, phim, 4m thanh,
thuyét trinh.

. ma ban da cheén vao trong bai
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D:\Books 2010¥ThuchanhPowerPoint2010_Ch4. pptx. zip\ppt}

File Edit View Favorites Tools Help
G w7 o) w ¥ 1
Add  Extract Test  Copy Mowe Delete Info
? |[E] D:\Books 20104 ThuchanhPowerPoint2010_Ch4, ppbx.ziplppty, hd
PMarne Size Packed Size  Modified Created fccessed
Ccharts 3 650 1480
[ diagrams 244 909 25115
[ embeddings 11 457 11457
20 805 057 20 799 786
[EhnotesMasters 7921 1813
D) notesslides 6321 2789
| slideLayouts 47 326 13709
() slidemasters 15092 2732
[ slides 63 035 19731
[Chtheme 15 873 3205
) _rels 2467 372
| presentation. . 3613 BaY  1980-01-01 00:00
Ig,l:ableSt}.-'lEs.)(I‘nl 16 373 1514 1950-01-01 00:00
|| presProps, xml @50 411 1930-01-01 00:00
=] viewProps.xml QB6 420 1930-01-01 0000
< | >
1 object(s) selected 20 805 057 20 805 057

Hinh 314. Thi muc media nam trong thir muc ppt

6. Chon thw muc media va nhan vao nit Extract dé chép thw muc nay ra ngoai. Ban
chon noi chira thu myc media trong hop thoai Copy va nhan OK.

b om v o o= X f

Add  Extract Test Copy Mowe Delete Info

? Copy E

Mame
[Cicharts Copy to:
[ diagrams |D:\Banks 20104 vl E]
(L3 embeddings
B media Folders: 1 [ 20 805 057 bytes
(Dinoteshastersl  [ygoks 20108 huchankPawerPoint2010_Chi.pptx.ziphppt
(LD notesslides mediat

|5 slideLavouts
() slideMasters
) slides
[Ctheme

) _rels

|| presentation,

2| tableSkyles.x [ UK% l [ Cancel

@3

= presProps.=m
<&y
| = viewProps,

< |

1 object(s) selected 20805 057 20 505 057

|

Hinh 315. Chép thu muc media ra khai tdp tin PowerPoint

7. Khi d6 thu myc media da dugc chép ra ngoai va ban hay dong chuong trinh gidi nén
7zip lai. Sau do, ban hay doi tén tap tin PowerPoint tro lai nhu ban dau.
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P L Pew Foorkes Inck  teb

Qo - L)

A |2 DdYBocks 20100meds v k&

|C " | \ —
7 Yew i s sids som a I E i

T sewen | Foldes [T KR Fokder e

) Crder preis onkee L_'
d) Priot prctiee
& o haphotol .wdo Fdohotol wdp nagel, peg magel. oy
&) Cony o teve ) CO
File and Fodder Tasks N
J Mabke o newy folcler A D
@ Fubsish th fekder 1o
e Wob
s St this fokdes mow3pg naged peg 3985 50Q m2ge6. vk

Other Places

3 Beoks 2010 _“.ﬁ '
2 My Peliows e

M Cooputer <

|t

108V 4 My Compuer

Hinh 316. Cac hinh dnh, phim trong thu muc media

Cau 3. Hwéng dédn céach tgo watermarke cho céc slide?

Tra loi:

Chung ta c¢6 thé dung hinh anh, Textbox hoic WordArt dé 1am watermark cho cac slide trong bai

thuyét trinh.

Céch 1. Dung hinh lam watermark

ﬂ Cac budc thuc hién nhu sau:

1. Trong ché do Normal, ban chon slide can thém watermark. Néu mudn thém
watermark cho tat ca cac slide thi vao ché do Slide Master dé thuc hién cac Iénh.
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Home | Inzent

B
J Iovert Ficture from File

i dnsert = micture from a hee,

'0 Press £1 1ar moce help.

Musration

| | O At P Shapes - -
| 2 > &i
et Sreenihot + B SmantAn -
- -
N Fhoto Album = gl Chant

chire, luutrlr n

Design  Toanutions  Animations

Linky

lé mot tap tin ma trén do ban lam viéc
(tinh toan, vé 4o thi va luu trir dG ligu.

= Workbook cé thé chira nhiéu
w%rkgheet (bang hnhA dovay banco

Shde Snow  Review  View Developer  ddddm

A A»'] A B Y] J
== 2

Test  Meader WormAt — Symbols Medy

Box A Fooler — >
Test

ieu loai théng tin

co lién quan voi nhau chitrong mét tap
tin (file).

® S6 lwong worksheet bj gidi han bdi bd

m—

nhé may tinh.

Workhook

Hinh 317. Chon slide can thém watermark

2. Vao ngan Insert, nhém Images, nhap Iénh Picture, tim dén hinh can lam watermark
va nhan nut Insert. Vi du, ban chon hinh Background06.jpg

Lok iy 0 Mitirediy v @B X 43
&WW - il S A —_ . o, -~
Cocurment A
01, 210, 3 \ 2.
@ = Anma201.1pg AremalL0. G Qo213 PG BackgroundOl g BackgroundlZ. pg
My
" My A el
Corputer ‘{ -
53'” Nt sacek
Paces - -
Badgrondiypg Backgrounddd, pg Backgrouwrdls xg [bacigouras g Sadoground)? g
Ga Ofﬁéé 4 5w Ovtine
Otficetogo. g Offceloine. py o
Fie pane: v
Fles cF DR pictures (%, ok k™ 00s" 00gi ™ FEL 6™ p0g * bme; b e ™. of 1* ofa; *. ey * we W
Tooks | e o | concel

Hinh 318. 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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* La mét tap tin ma trén dé ban lam viéc

u,
-
(s}
‘ p tin
tap
-

J

t
. bd
1. | Rk

Hinh 319. Piéu chinh kich thudéc va vi tri hinh

4. Vao Picture Tools, ngan Format, nhom Adjust.

e Chon Color, vao nhém Recolor va chon mét kiéu trong d6, vi du ban chon
kicu Green, Accent color 4 Light vi nd khé gan véi mau nén cua slide nhat.

% Cotor ~| By ‘d“d' ;l i ; |~ < Picture Effects - | B Send Ba

Syout ‘d @}) Selection|

Color Saturation

ww e e W W e
?olorTone [
MR AR 2 T A
Recolor
{}E’—' ; - - =
e e e “

I B
W e W W »Lmu u)

i3 More Variations

[Green, Accent color 4 LightJ

l & SetTransparent Color

I % Picture Color Options...

C e 1= B s = M R (0 - ol s B W -

Hinh 320. Chon kiéu Recolor

e Chon Correction vé"chon tir nhdm Brightness and Contrast mot kiéu nao
d6, vi du ban chon kiéu Brightness: 0% (Normal) Contrast: 0% (Normal).
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l i Corrections ']| ;1

x|

Z Picture Border + G Bring Forward = |3

| IFE=1Ere—— s _ W o ] e
Sharpen and Soften ;d + | (< Picture Effects ~ (4 Send Backward ~ K—E
5] . ’ ¥ t-; Picture Layout ~ | &f; Selection Pane 5
/ "
L‘L U ‘u iﬁ' “kﬁ” Arrange
Brightness and Contrast

% | : ] ‘

3 mét tap tin maitrén do ban lam vi

I Lh

‘“’ B 2 L

W"

m
w l Brightness: 0% [Normal} Contrast: 0% (Normal) |
g § A 4 o
. W Lo

3}, Picture Corrections Options..,

0

|l
1 3t vd 19 yeas vt FF Bay

1 5

Hinh 321. Chon kiéu Corrections

e Chon nut Remove Background, va chon ving hinh can giir lai, nhdn Keep
Changes dé chap nhén céc thay doi. Két qua nhu hinh sau.

n Bacrgraund Remeval Shde Shaw View Famuat
@ Q@ B8 v
Mark Aremt Mk Aremy Owiete  Dncarg Al K
toXetg to Remowe Mark Changes ©h
Feting COeae
oy e—ts
Sy | ~_= L“_.'.f..— _!_ ! | Close Baonground Remaoval and Neep Changes
3 = iose Background Remave and keep all —
Spvanes | anges
0= woteg 25T = | amét tap tinma trén do banlamvi
( -
L
o e | -
e Pt
-gw.;r‘d;u a,; -
f e . g
» 33 pawg ¥ Vo o0
g X
Werbbood
Bl
u|
*| El
& 1300w X8 a0 i 1) e |

Hinh 322. Logi bé nén cua hinh

5. Sau khi diéu chinh hinh xong, ban vao nhém Arrange trong ngin Format cua
Picture Tools, chon Send Backward va chon 1énh Send to Back.
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= | 3 mo6t tap tin ma trén do ban lam viéc
(tinh toan, vé& do thi va lwu trir di¥ liéu.

= Workbook cé thé chira nhiéu
worksheet (bang tinh), do vay ban cé

thé t6 chirc) lfu trik nhje loai théng tin
co lién quan, Gl nh trong mét tap
tln (file).

{01 han béibo

Workbook

Hinh 323. Hinh lam watermark cho slide

Cach 2. Dung vin ban lam watermark

1 Cac budc thuc hién nhu sau:

1. Trong ché @6 Normal, ban chon slide can thém watermark
2. Vao ngan Insert, nhdm Text, chon WordArt

"TOEIEE T EEEE

hart | Hype Text Header |WordArt) Date  Slide Object Equatlon Symb<
Box &Footer| >  |&Time Number

/) V/am\
e\ /' 3
® | 3 noi lwu trir va A A = JL_
né con duoc goi A
worksh?et chira 1 A
duoc to chirc tha
dong. A A A A

= Ma .5
M‘Ot WorkSheet‘C' radlent Fill - Blue Actentl Qutline - Whvte Glow
va 1,048,576 don L J

AA A

Hinh 324. Chon kiéu Gradient Fill — Blue, Accent 1, Outline — White, Grow — Accent 2

Links

3. Nhéap vao van ban la “Watermark Demo”. Nim vao nGt tron xanh bén trén WordArt
va xoay theo nguoc chiéu kim dong ho.
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B | 3 noi lwu trlr va lam viéc voi dir liéu,
no6 con duoc goi la bang tinh. Mét
worksheet chira nhiéu 6 (cell), cac 6
duoc té chirc tht&nh cac cot va cac

ong:-

T
-thaugecmm.a el e1m$Q1Icot
“va 1,048,576 dong.

Worksheet

B | 3 noilwu trlr va lam viéc vo?\du liéu,

no6 con duoc goi la bang/ nbOM,Qt
worksheet chira nhiéu (@)/cac 6
duoc to chu%\hanh c@@ofva cac

dong. / \l“

= Mot Workshée* fb‘ua duoc 16,384 cot

va 1 048/57
e(

\‘A,’O 4 Worksheet

Hinh 325. Xoay WordArt

4. Vao nhom Arrange, chon Send Backward va chon Iénh Send to Back. Tuy nhién,
ndi dung phi trén WordArt doc chua dugc ré. Ban vao nhom WordArt Styles, chon
Text Fill va chon lai mau nhat hon.

. ‘_[llext Fill ~ | (3 Bring Forw
ne -~ A “*. ~ | Theme Colors £k
Its ~ &1 = - . m N | i d
| ordArt Styles

i I bféén Accer]
TIYTR
Standard Colors
; . . |mm EEEEE
B anoileutrlvalan  noru
né C(‘)n GU'(_)‘C gO] Ié b 3% More Fill Colors...
worksheet chira nhi¢ & Fricture..
duoc té chirc thanh | @ Gradient ;
dong Texture >
= Mot Worksheet()rua duoc 16,384 cot
va 1,048 SKBZfdong
A&/
\
[P Worksheet

Hinh 326. Chon mau chi cho WordArt
Cau 4. Xin cho biét cach tao mét mdu template?
Tra loi:

PowerPoint cung cip san rat nhiéu mau template, tuy nhién chiing ta c6 thé tu tao nhitng template
dic thl cua riéng minh va dwa vao PowerPoint dé sau nay st dung. Mot mau template bao gom
nén slide, bo mau, bo font, cac layout cua slide, hinh anh,... Do vay, ching ta s& tao mot template
mau gom:

Mot background t6 mau nén kiéu Gradient

Chén mot hinh lam wartermark.

binh dang cho céac placeholder Master title va Master text trén Slide Master
Sap xép lai cac placeholder Header & Footer trén Slide Master.

Trang 188



Chuwong 4. Tity bién, hiéu chinh bai thuyét trinh

q Céc budc thuc hién nhu sau:

U
1. Mo PowerPoint va chuong trinh s€ tao mai mot bai thuyét trinh trong.

1a WA i Do

Click to add title

Hinh 327. Bai thuyét trinh tréng
2. Vao ngan View, nhom Master Views, chon Slide Master.

Rllada O Qalhdis Presentatand - Micoioit PowerPoint "

T Click to edit Master title style

* Click to edit Master text styles
— Second level
* Third leved

» Féth level

"

Skde Masier Cifxce Themns HelT 0N - +
E

Hinh 328. Bai thuyét trinh trong trong ché dé Slide Master

3. Vao nhom Background, chon Background Styles va chon Format Background...

hop thoai Format Background xuét 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 Tat ca thdng sb khac gitr nguyén

e Nhian Close dé chap nhan
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@ Background Styles '] |

e
Ll
i

| -
)

Format Background...

L
L
L

G

¥ |

Format Background

- Fill

Picture Corrections O solid fil

Picture Color & Gradient fil

Artistic Effacte O Picture or texture fil
O Pattern fil

Preset colors:
e

Gradient stops

[ —iiu

Direction:

Color Position:
Brightness: -—J—
Transparency: l—

[ Close ] [ Apply to Al

Hinh 329. Tuy chinh mau cho Gradient

4. Vao ngan Insert, nhdm Images, chon Picture, chon hinh Background06.jpg va chén

vao Slide Master.

e Diéu chinh kich thudc hinh lai va dat nam ¢ gdc tréi cua slide.

e Vao Picture Tools, ngan Format, nhdm Adjust, chon Remove Background

dé loai bo nén cua hinh.

e Vao nhom Arrange, chon Send Backward va chon 1énh Send to Back.

Click to edlt Master tltle style

. Cﬁck to edlt Master text styles
-*Seoond level

Hinh 330. 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 chir |a 44

e Chon mau chir 1a Dark Blue, in ddm (Bold) va c6 dd bong (Text Shadow)
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i

N

Click to edit Master title styl

2
e

Ot

Hinh 331. Dinh dgng cho Master title trén Slide Master

6. Chon placeholder Master text trén Slide Master, vao ngan Home, nhém Font, chon
lai Font chir Ia Arial, mau chir Ia mau xanh (Blue)

CIlck to edlt mster tltle style \ cuck to edlt Mater tltle style

k:k edn Mastertext styles 'fé

to edlt Master text styles i

Hinh 332. Pinh dang Master text va sap xép Header & Footer
7. Sép xép va thu nho 3 placeholder ciia Header & Footer.
8. 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 Nhan Save d luu

10. Cac 'Eemplate tu tao sé dugc PowerPoint luu vao thu muc Template va khi ban tao bai
thuyet trinh mai theo template nay thi tim né trong nhém My template
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Help

] Options

Exit

Blank

presentation

My templates

Office.com Templats

| v
-t

Rec
temp

New 1
existy

o New Presentation

Personal Templates ‘

@Kindergarten diploma.pot
@Maple design template.POT
@Milestone summary report.pot
% MyTemplate, pokx
@Presentationz. h
@Presentation&potx
@Product-service evaluation plan.pot
@Sales call agenda.pot
i3]Training.pcttx

@World in hand design template.pot

Hinh 333. Chon My templates @é truy cdp vao cac template ti tz0 hogc tai tir internet

(C TR
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Chuong 5
Lam viéc véi cac hiéu ung, hoat canh

Ngi dung
1. Hiéu tmg cho van ban
Sao chép hiéu tng
Sap xép trinh tu thuc thi hiéu wng cho
Hig¢u tng cho hinh anh, shape
Hiéu irng cho SmartArt
Thiét Iap hiéu tng va tly chon cho am thanh va doan phim
Hiéu tng cho bang biéu

Hiéu tmg cho dd thi

© 0o N o g A~ WD

X6a bo hiéu ung cua cac ddi tugng trén slide

10. Hiéu tng chuyén slide

11. Tu dong hod bai thuyét trinh

12. Tao cac siéu lién két va cac nat lénh didu huéng trong bai thuyét trinh
13. Hoi dép
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C 4c hiéu tng va hoat canh cho cac d6i tugng trén slide 1a cach tét nhat giGp ban nhan manh
vao cac thong tin cung cap trén slide, diéu khién dong thong tin trong bai thuyét trinh va
gitip ngudi xem cam thay thich thu hon d6i voi bai thuyét trinh cua ban. Ban c6 thé &p dung hiéu
g vao cac dbi twong trén tung slide riéng 1¢ hodc thyc hién cong viéc nay trong slide master va
cac slide layout nham tiét kiém thoi gian.

PowerPoint cung cap rat nhiéu hiéu ang va duoc chia 1am 4 nhom:
« Higu ing Entrance. Cac ddi tuong ap dung hiéu ung s& xuat hién trén slide hodc ¢ xu
hudng di chuyén tir bén ngoai slide vao trong slide.

« Higu g Exit: Céc ddi twong 4p dung hi¢u img s& bién mat khoi slide hogc c6 xu huéng
di chuyén tur trong slide ra khoi slide.

« Hiéu ing Emphasis: Nhan manh noi dung ap dung hiéu tmg

« Hiéu wrng di chuyén: Hiéu ung 1am cac d6i tuong di chuyén theo mot duong di qui dinh
trude (Motion Paths).

Ban c6 thé tly y ap dung mot hay nhiéu kiéu hiéu tng cho mot dbi tugng. Ngoai ra, ban con c6
thé thiét 1ap cho cac am thanh kém theo hiéu ung.

Trong chuong nay, chung ta s& cing nhau tim hiéu cac loai hiéu ung va céc kiéu hoat canh cho
Text, hinh anh, shape, bang biéu, db thi, Smart Art, slide... dé &p dung vao bai thuyét trinh dién
cuia minh. Nhin chung khi 4p dung hiéu tng, ching ta can chi y cac diém sau:

e Chon kiéu hiéu tng: 4 nhém hiéu tng da néu trén

e Thiép lap cdp do ma hiéu ung s& &p dung 1én dbi twong: ca ddi twong hay ting thanh phan
cua d6i tugng. Thiét lap hanh dong cho dbi twong sau khi thuc hién xong hiéu tng: doi
mau, bién mat,...

e Thiét 1ap thoi diém, tde do va sb lan lap caa hiéu ung: khi nhap chuét hay 1 tu thuc hién
sau mot thoi gian qui dinh, thyc hién hién hi¢u Gng ddng thoi hay sau mot hiéu ung khac,
téc do thuc hién hiéu wng nhanh hay cham.

e Thiét lap thu tu thuc hién hiéu tng cua déi twong so véi cac dbi twong khéc trén slide
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1. Hiéu trng cho van ban

Vin ban (Textbox) 1a ddi twong dwoc st dung nhiéu nhét trong bai thuyét trinh. Do vay,
Powerpoint xay dung sin rat nhiéu kiéu hiéu tng rat tha vi cho ddi trong nay va ching ta co thé
thiét 1ap hiéu ung dén tirng dong, tirng chit hodc ting Ky tu trong doan van ban. WordArt thuc
chét ciing 14 van ban nén cach ap dung hiéu ung cho dbi tuong nay hoan toan twong tu Vi
Textbox. Do vay, phan nay chi minh hoa ap dung hiéu tmg trén d6i tuong Textbox.

-

« Click to edit Master text styles

— Second level
* Third level

— Fourth level
» Fifth level

Hinh 334. Céc cdp dé ciia van ban trong Textbox

Bang 7. Tuy chon hiéu ing cho cdc doan van ban trong Textbox

As One Object

All Paragraphs
As One

By 1st Level
Paragraphs

By 2nd Level
Paragraphs

By 3rd Level
Paragraphs

By 4th Level
Paragraphs

By 5th Level
Paragraphs

Ca Textbox thuc thi hiéu tthg mot 1an

Tat cd cac doan van ban (dong) trong Textbox thyc thi hiéu tng riéng l¢
nhung dién ra dong thoi.

Thyc thi higu img dén cac doan van ban thugc cap thi nhat trong Textbox.
Céc dong la cap con cua cap thir nhat khdng cé hiéu (ng riéng.

Thuc thi hiéu tng dén cac doan vian ban thudc cap thu hai trong Textbox.
Cac dong la cap con cua cap tht hai khong co hiéu tng riéng.

Thuc thi hiéu tng dén cac doan vin ban thugc cp tht ba trong Textbox.
Céc dong la cap con cua cap thir ba khdng cé hiéu tng riéng.

Thyc thi hiéu g dén cac doan vin ban thudc cip thir tu trong Textbox.
Cac dong la cap con cua cap thtr tu khong c6 hi¢u ung riéng.

Thuec thi hiéu tng dén cac doan van ban thugc cap thir nam trong Textbox.
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Bang 8. Tuy chon hiéu ing cho cac tir trong cdc dong van ban

Dong van ban Mo ta

All at once Ca dong thuec thi hiéu tng mot lan
By word Thyc thi hiéu ung dén mai tir trong dong vin ban
By letter Thuyc thi hiéu ing dén mdi ky tu trong dong vian ban

Ching ta s& thyc hanh ap dung hiéu tmg 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 thye nhu sau:

1. Trong ché do Normal View, ban chon hop van ban can &p dung higu ang. Vi du, ban
chon hop van ban bén tréi trong slide s6 3.

Nhiing kieu hié
® = =
>Presentation Viev.s >Master Views
o
. Wal ‘K. Slide Master
"*Slide Sorter = Handout Master
o= Notes-Page = Notes Master

" = Reading View

Hinh 335. Chon hép van bdan

2. Vao ngin Animations trén Ribbon, nhdm Animation va nhap chon nut More dé mo
danh muc céc hiéu tng.

x | Kk r Kk W

None Appear Fade Fly In Float In Eiffﬂ
J ptions
Animation

Hinh 336. CAc hiéu 1ng dung sdn

3. Vi dy, ban st dung hiéu tng Entrance véi kiéu Fly In trong hop Animation Styles.
Khi d6 hop vin ban trén slide xuat hién thém sb tha ty 12 1 & dau mdi dong vin ban.
Diéu nay c6 nghia day 1a hiéu tng s& duoc thuc thi dau tién trén slide va khi thuc hién
hiéu tng thi PowerPoint s& cho xuat hién dong thoi cac dong trong hop van ban.
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None

’A

None T N —e “ Fy
o Nhiing Kiet e

Yy q A — S " > k2

* ¢ = P hid B > Presentation Views >Master Views
Al Fad: F Float I Split ~ w

e = 7:, Fly In of d ,pL . . i = Slide Master

o) f( * = A - Slide Sorter « Handout Master
‘:.'mj S( j:'e 'u‘.:*heel Random Bars  Grow & Turn n . Nh_ angc « Notes Master
K w @ . Reading View

Zoom Swivel Bounce v

':_* Maore Entrance Effects..,

i}{ More Emphasis Effects...
= More Exit Effects...

¥% More Mation Paths...

Hinh 337. Chon kiéu hiéu #ng Fly In

4. Ban chon nat Effect Options trong nhém Animation va chon kiéu Fly In tir danh
sach. Ban c6 thé ré chuot Ién céc kiéu hiéu ung Fly In va xem két qua thé hién trén
slide truéc khi quyét dinh chon. Vi du, ban chon kiéu From Bottom-Left c6 nghia 1a
doan van ban s€ bay tir goc dudi bén tréi 1én vi tri cia nd dugc dat trén slide.

~ 3T N w o ) ‘ :U“
Sot fpe Shape

. Zrynation v ‘I &

r.;n
Nhiing K¢t hiré From Tep-Les
»MasterV R
- From Tog-Right
'.- ’
ien { . s 3 Eram Brghe
 No
Shide Sorter Froim Bettowniiont
Notes Page '
Reading View S

Hinh 338. Effect Options

5. Néu thay cac kiéu higu tng khdng trong hop Animation Styles con it qua, ban chon
tiep nat More Entrance Effects.. trong hop nay. Khi do, hop thoai Change
Entrance Effect xuat hién véi hon 30 kiéu hiéu ng cho ban lua chon.

e Tich chon vao hop Preview Effect roi nhap chugt vao tén céc higu ing va xem
két qua thé hién trén slide.

e Sau khi chon dugc mét kiéu vira y thi nhan nit OK. Vi du, ban chon lai kiéu
Flip
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Change Entrance Effect

subtle A
¥ Expand ¥ Fade

f St f Zoom

Moderate

#¥ Basic Zoom F* Center Revolve

¥ Float Down 4 Float Up

A& Grow & Turn # Rise Up

A% Spinner

Exciting

i Basic Swivel # Boomerang

fBounce f Credits

# curve Up #* Drop
Fre (o) ] e

Y Pinwhe F* spiral In

y whip 2

Preview Effect [ oK ] [ Cancel ]

Hinh 339. Thay déi kiéu hiéu iing
Cac tuy chon hiéu wng nang cao cho vin ban
Dé thiét 1ap cac théng sé hiéu ung nang cao cho hop van ban. Ban vao nhém Advanced

Animation va chon ndt Animation Pane. Khung Animation Pane xuat hién bén phai trong cira
s6 soan thao Normal View.

Animation Pane v X

I lf Content Place.., [ | ( ﬂ}% '
¥ “B start On Qlick \_/

Start With Previaus

& Start After Previaus
Effect Options...
Timing...

Hide Advanced Timeline

Remaove

::i 1335 Animati nE&n
; Trigger

Add - 1 1 1
Animation ~ ¥ Animation Painter seconds -] <[0] + 2 . -

4 +

Advanced Animation

Hinh 340. Mo khung Animation Pane
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q Thuc hién cac tuy chon nang cao nhu sau:

1. Chon lai hop van ban bén trai trong slide sb 3. Khi dé trong ngin Animation Pane,
hi¢u trng da thiet 1ap cho doi tuong twong Gng trén slide cling dugc chon.

2. Nhap chut vao nit () bén phai tén cua ddi twong dang chon dé mé danh sach Ignh.
Ban hdy chon 1énh Effect Options... hop thoai tly chon cho hiéu tng Fly In xuat hién.

Effect | Timing | Text Animation
Settings
Direckion: From Bottom-Left
Smooth stark: J 0 sec £
Smooth end: J 0 sec >
Bounce end: J 0 sec £
Enhancements
Sound: [Mo Sound] \E
After animation: | Don't Dim ~
Animate text: All at once v
I Ok ] [ Cancel ]

Hinh 341. Tuy chon cho hiéu u#ng Fly In
3. Taingan Effect:

e NhAOm Settings:

= Direction: thié:t lap hudng bay nhu trong tuy chon Effect Options da
thuc hién ¢ phan trén.

= Smooth start: hiéu ang thuc hién cham lic dau

= Smooth end: hiéu &ng thuc hién cham ldc cudi

= Bounce end: hiéu &ng rung lic cua dbi twong lac cudi. Vi du ban thiét
lap Bouce end la 0.5 gidy (0.5 sec).

¢ NhOom Enhancements:

= Sound: qui dinh co énj thanh hay khéng khi thuc hién hiéu tng va dief:u
chinh am lugng tai biéu tuong hinh loa bén canh. Vi du, ban chon kiéu
am thanh la Camera.

= After animation: thiét lap hanh dong cho déi twong sau khi thuc hién
xong hiéu tng. Vi du, ban chon More Colors... va chon mau xanh 1a
cay. Nghia 1a, doan van ban sé& doi sang mau xanh sau khi thuc hién
ung.

= Animate text: thiét 1ap pham vi anh huong cua hiéu tng dén ca dong
(All at once), tung tr (By word) hodc tung ky tu (By letter) trong cau
kem theo thoi gian cho. So phan trdm cang cao thi khoang thoi gian
chd cang lau. Vi duy, ban chon kiéu By Word va thoi gian cho la 10%
gitra cac tur.
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Fly In 3

Effect | Timing || Text Animation

Settings
Direction: From Botkom-Left
Smooth stark: J 0 sec -
Smooth end: J 0 sec £
Bounce end: J 0.5 se] i

Enhancements

Sound: Camera w

AFter animation: w
Animate kext: By word ~
1n % | % delay bebween words
I K l [ Cancel ]

Hinh 342. Thiét ldp tiy chon cho ngan Effect

4. Taingan Timing:

Start: sy kién thyc hién hiéu tng nhu 1a cho nhip chudt (On Click), hiéu ung
s& dién ra dong thoi véi hiéu ung trude d6 (With Previouse) hay 1a hiéu ung s&
dién ra sau mot hiéu ung nao d6 (After Previous). Vi du ban chon kiéu After
Previous. Luu ¥, mic du ta chon 1a After Previous nhung khi ban nhap chuot
thi hiéu ng van sé& thyc thi du chwa dén thoi diém vi hiéu lénh nhap chuot
duoc mac dinh wu tién hon.

Delay: thiét lap thoi gian cho trudc khi higu Gng bat dau thyc thi. Vi dy, ban
thiet 1ap thoi gian cho 1a 2 giay.

Duration: thiét 1ap thoi gian hay toc do thyc hién higu tng. Vi dy, ban chon
toc do thuc hién la 2 gidy (2 seconds (Medium)).

Repeat: thiét 1ap s6 lan thyc thi 1ap lai cua higu Gng. Vi du, ban chon None dé
cho higu trng chi thuc hién mét lan.

Tich chon Rewind when done playing néu muén di twrong bi tra vé noi xut
phat sau khi thyc thi hiéu tng.

Triggers: gitt mac dinh khong tuy chinh, ching ta s€ thao luén vé Trigger
trong phan sau.

5. Tai ngan Text Animation:

Group text: thiét 1ap cip do van ban trong hop Textbox dugc ap dung hiéu
tng. Vin ban trong Textbox bén tri c6 2 cdp 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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e Automatically after: thiét lap thoi gian cho trudc khi thuc hién hiéu tng, day
chinh la Delay bén ngan Timing.

e Animate a}ttached shape: chi xuét hién khi ban dinh dang shape cho hop van
van. V;‘;l néu tich chon tuy chon nay thi shape s€ thyc thi hiéu ung trudc, sau do
mai dén cac hiéu ing cua van ban chaa trong shape.

e Inreverse order: cac hiéu tng s¢ thuc thi theo t[inh tu nguoc Iaj, van ban co
nhiéu dong thi sé thuc thi hiéu ing cho dong cuoi trudce, dong dau sé thuc thi
hiéu trng sau cung.

Fly In @g|
Effect | Timing | Text Animation

Group kext: |By 2nd Level Paragraphs  w

[#] automatically after |2 % | seconds

I Ok l l Cancel

Hinh 343. Thiét lap tiy chon ngan Text Animation
6. Nhan nit OK sau khi thiét 1ap cac théng sé.

7. Néu céc hiéu tmg 1a don gian thi ching ta c6 thé thiét 1ap nhanh céc thdng sé vé hiéu
Iénh thyuc thi hiéu tng, thoi gian thyc thi va thoi gian cho trude khi thyc thi higu Gng.
Néu trén slide c6 nhiéu ddi twong 4p dung hiéu tng la dung cac nut Move Earlier
(dwa 1én thuc thi trudc) hoic Move Later (dua xudng thuc thi sau) dé sap xép trinh ty
thue thi hiéu ang caa cac ddi tuong trén slide.

P Start: | After Previous = Reorder Animation
0 Duration: 02.00
(%) Delay:  00.00

Timing

™~
-
-
-

Hinh 344. Thiép ldp nhanh cac tlly chon

8. Nhin nat Play trong khung Animation Pane hoic nhin ndt Preview trong ngin
Animations cua Ribbon dé xem trudc két qua ap dung hiéu ung trén slide.
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Bang 9. Tuy chon hanh dong sau khi theec thi hiéu ing

Hanh dong Mo ta

Mau Thay d6i dbi twong (vin ban, shape) sang mau lya chon sau khi thuc thi
More Colors hiéu tng.

Don’t Dim Khong c6 hanh dong gi thém sau khi thyc thi higu Gng.

Hide After An d6i twong sau khi thyc thi hiéu tng.

Animation

Hide on Next An d6i tugng sau khi nhap chuét.

Mouse Click

2. Sao chép higu wng

Tinh ning sao chép hiéu wng (Animation Painter) gitra cac ddi tugng méi dugc bd sung vao
PowerPoint 2010. Nho tinh niang nay, thoi gian thiét 1ap hiéu ung cho cac d6i tugng trong bai
thuyét trinh dwoc rdt ngan rat nhiéu. Ching ta s& thuc hanh viéc sao chép hiéu ung tir hop vin
ban bén trai cua slide 3 sang hop van ban bén phai.

% Thuc hién cac buéc nhu sau:

1. Chon hop vin ban bén trai trong slide s6 3.

2. Vao ngan Animations, nhom Advanced Animation chon 1énh Add Animation

TIT

Farle O v
» vin " Optiom = Anseatian hen Printer 3‘ Delyy -
ansmgman . L2 y myton -

athon Patrder (AN« SN« \h“ng l\'il.’u ,"

Nhiing Kizu

S W 7 . 3
o 0l tramboon £4 Sy B > Presentation Views Pn’v‘l"Sle Views
o N ; » Stidz Master
wSlide Sorter = Handout Master
--® pr&'ﬁagc. = Notes Master

e same AreRaton (o mdtiple
Glyacts 0 the Gratentation

a L .
»Presentation Views > Master Viey N e

[}

a8 . w = Slide Masler
3w STide Sorter = Handout Master
o A

- Npms'ﬁugv « Notes Master
@+« Reading View

» Reading View

Hinh 345. Sao chép hiéu ing

3. Dé sao chép hiéu tng cho nhiéu @i twong cung lic, ban lam nhu sau:

e Truéc tién, ban phai tit tinh ning AutoPreview tai ty chon bén dudi nit
Preview, trong ngan Animations.

e Tiép theo, phai nhap ndt Animation Painter hai 1an khi thuc hién Iénh sao
chép hiéu ang.

e Sau d6, 1an luot nhip chudt 1én cac dbi teong can duoc &p dung hiéu ang.
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Preview| None

<"

L (B Preview

ﬁ Animatiﬁpainter (3 Delay:

nced Animati

Animation Painter (Alt+Shift=C)

Copy the animation from one

AutoPreviev

object and apply it to another,

Automatica
animation,

the same animation to multiple
objects in the presentation.

Double-click this button to apply

lly preview aff
9 Press F1 for more help,

Hinh 346. Sao

chép hiéu ing cho nhiéu doi twong

Thie tw thuec hién higu sng trén slide:

é Thit tir thyee hién hiéu iing trén slide cia cde doi twong can cir Vao Vi tri cua
no trong khung Animation Pane. Doi twong nam trén sé thuc thi trude doi

turong Nam dudi.

3. Sap xép trinh tw thuc thi hiéu

wng cho

Khung Animation Pane bén phai cira s6 Normal View liét ké danh muc céc hiéu umg da thiét lap
cho cac dbi tugng trén slide. Nhitng hiéu ang nam trén ciing c¢6 do vu tién cao hon va s& duoc
thuc thi trudc, sau d6 méi dén cac hiéu ung bén dudi. Do vay, ban can phai sip xép tha ty cho
c4c hiéu tng trén slide theo y 0 trinh bay cua minh khi thuyét trinh.

Animation Pan

e * X

¥

0= f Conkent Place..,

iI = fCDntentPIace... |

—

After Previous
Fly In : Content Placeholder 3: Master Views Slide Ma,

Seconds »| € 0 v 12[ ] 14 ¢+ 3

Hinh 347. Khung Animation Pane

ﬂ Thuc hién cac budc nhu sau:
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1. Chon slide c6 nhiéu dbi twong duoc da thiét 1ap hiéu ang. Vi du, ban chon slide s6 3.

2. Vao ngan Animations, nhom Advanced Animation chon Iénh Animation Pane dé
ma& hop Animation Pane.

3. D& sap xép thir tu thyc thi higu tng cho mot ddi tuong thi chon hiéu tng cua doi
tuong d6 trong khung Animation Pane va nhap nut miii tén hudng 1én dé tang do uvu
tién hoac nhap miii tén huéng xuong dé giam do uu tién khi thyc thi.

4. Dé kiém tra lai két qua cua viéc sap xép, ban nhap vao nit Play dé xem trudc su thuc
thi hiéu trng cua cac doi tugng trén slide.

4. Hiéu wng cho hinh anh, shape

Céch &p dung hiéu tng cho hinh anh, clipart hay shape la giéng nhau, phan nay ching ta s& thuc
hanh &p dung hiéu g cho céc hinh & slide 4.

Ap dung hiéu &ng

% Thuc hién cac budc nhu sau:

1. Chon hinh con buém bén tréi trong slide sé 4.

2. Vao ngan Animatiqons, nhém Animation va chon mot hiéu &ng tir Animation Styleq.
Vi duy, ban chon ki€u Spin tr nhom Emphasis. Nhap chuét vao nat Effect Options dé
tuy chon thém cho hiéu rng vira chon néu can.

* | % ;ﬂ

Effect Add
Options ¥|| Animation ~ ﬁ

Direction

go |II
Coul Ackowise

Quarter Spin

Chen hinh vao shide

O

Half Spin

Eull Spin

B6ovvio

Two Spins

Hinh 348. Chon hiéu i#ng cho hinh

3. Neéu thay c6 it higu ing lya chon thi nhap vao nit More Emphasis Effects... d¢ mo
hop thoai Change Emphasis Effect. Danh muc hon 20 hiéu &ng xuat hién.

e Tich chon vao hop Preview Effect roi nhap chugt vao tén céc higu ing va xem
ket qua thé hién trén slide.

e Sau khi chon dugc mot kiéu vira y thi nhan niit OK. Vi dy, ban khong thay doi
Kiéu.
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Change Emphasis Effect

Basic |
_Q Fill Calar é Font Calor
%E GrowShrink, :g Line Calaor
| gﬁ Spin I ii Transparency
Subtle
B Eold Flash f Brush Calor
{f Camplerentary Color gf Camplementary Color 2 =
gf Cantrasting Color gf Darken
.;! Desaturate {! Lighten
f Object Color e Pulse
B Underline
Moderate
{f Calor Pulse ﬂ Grow With Calor -
.f Shirmrner 7% Teeter
Exciting |
Preview Effect [ Ok J [ Cancel J

Hinh 349. Hgp thogi Change Emphasis Effect

Céc tuy chon hiéu wng nang cao cho hinh anh

Mot cach khac dé truy cap hop thoai tly chon higu tmg nang cao cho doi twong trén slide bang
cach chon doi tuong da ap dung hiéu tng va nhap vao nat Show Additional Effects Options tai

nhom Animation trong ngan Animations.

Design Transitions Animations | Slide Show Review View Developer
‘\ﬂ“ C X # f@ Animation Pane
E > t*i v e i ?}’ Trigger v
Effe
dom Bars | Grow & Turn Zoom %| opti AR S *‘,' Animation Painter
Animation Advanced Animation

box.

Show the Effect Optians dialog

Additional Effect Options

Hinh 350. Truy cdp nhanh hgp thogi
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q Thuce hién cac tiy chon nhu sau:

o/
12. Chon hinh con budm bén trai trong slide so 4.

13. Nhap vao nat Show Additional Effects Options tai nhém Animation trong ngan
Animations. Hop thoai tuy chon nang cao cho hiéu trmg da chon xuat hién.

Effect | Timing Effect | Timing |
Settings Start: & after Previous w |
Amgunt: |36EI° Clockwise A | Dilay: IS
Smooth start: J Duration: | 1 seconds (Fast) w |
Smoath end: J 0 sec v Repeat: | {none) 4 |
J 0 = [(Trewind when done playing
Bounce end:

|:| Auto-reverse
Enhancements

Sound: |?Chime P |
v

After animation: |Du:|n't Dim

| |
I

[ Ok ] [ Cancel ] I Ok l [ Cancel

Hinh 351. Thiét lgp tiy chen hiéu #ng nang cao cho hinh anh

14. Tai ngan Effect:
e Nhom Settings: Khong thay doi trong phan
e Nhom Enhancements:

= Sound: chon kiéu &m thanh Chime tir danh sach, ty chinh am luong
tai nat biéu twgng hinh loa ké bén. Chon No sound sé khong cé am
thanh kem theo hiéu ung.

= After animation: Vi du, ban chon tuy chon nay.

15. Tai ngan Timing: twong ty nhu viéc thiét 1ap thoi gian cho ddi twong vin ban. Vi du
ban chon su kiép xay ra hiéu ung la After Previous tai hop Start, thoi gian cho la 2
gidy tai Delay, toc d6 thuc thi l1a 1 gidy va khong chon Iap lai.

16. Nhan nat OK sau khi hoan tat.
17. Sao chép hiéu ung cho hinh con budm bén phai trén slide.

Hiéu wng di chuyén ddi tweng theo dwong di dwng san
Dé minh hoa cho viéc ap dung hiéu ung di chuyén cac ddi tuong trén slide theo dudng di dinh

san, ching ta hdy chén thém mot hinh anh vui vao slide sé 5 trong bai thuyét trinh va 4p dung
hiéu irng Motion Path hinh nay.
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% Thuc hanh theo cac budc sau:

1. Chon slide sb 5 trong bai thuyét trinh, vao ngan Insert, nhém Images va chon lénh
Picture. Ban tim dén thu muc chta hinh va chén mét hinh vao. Vi du, ban chon hinh
dino.gif va nhan nat Insert. Pay 1a mot hinh dong dang budc di nén khi két hop véi
Motion Path s€ cho cam giac nhu 1a cht khing long dang chay.

Insert P
ke (g * @A Xud-
Mo Foncont
—sw
oy é i ﬁ
W
<
iz.,... [ee————) wacjetty. ot
- Tyee: 5FF Fe
bj”“"‘ S 6368
el ot c-qwumn»d
e e -
Fes OHLYP8 | Prures [ o * ot |* 00, * 000 1) ke o O N L L S
(gt H [ coed ]

Hinh 352. Chén hinh vao slide

2. Bay gio ching ta s& thiét 1ap 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 353. Doi hinh ra ngoai slide

3. Chon hinh chi khing 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 Fq
Lo N J a
Zoom Swivel Bounce

Motion Paths
Lines Arcs Turns Shapes Loops

40 m

5 More E stom Path |

More Emphasis Effects...
More Exit Effects...
Maore Motion Paths...

Ea e I

OLE Action Verbs

Hinh 354. Chon kiéu duwong di chuyén

4. V& mot duong gap khic nhe tir vi tri cia hinh chi khang long ngang qua phan dudi
cua slide nhu hinh sau.

Chen Clip Art vao slide

Hinh 355. Vé dwrong di chuyén gdp khic

5. Ban chon nut Preview trén Ribbon s& thdy dugc hiéu ung thuc thi. Tuy nhién téc do
di chuyén qua nhanh, ban hdy chon lai hinh cha khiing long va vao nhém Timing trén
ngan Animations dé thiét 1ap lai tong thoi gian thuc thi hiéu ang tai hop Duration 1a
6 gidy va chon tuy chon After Previous tai hop Start.

B Start: After Previous v Reorder Animation

© Duration: 06.00 ‘%

@ Delay: 0000 - | W Maove Later
Timing

& Nove Earlier

Hinh 356. Thiét Igp lai thoi gian thyc thi hiéu i#ng

6. Dé thl vi hon, ban hdy chon tiép nit Show Additional Effect Options dé mé hop
thoai tily chon hiéu ¢ng nang cao. Ban vao ngin Timing, dén hop Repeat va chon
Until End of Slide dé cho hanh dong di chuyén cua cha khung loang s& duoc lip lai
dén khi chuyén sang slide khac.
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5. Hiéu wng cho SmartArt

PowerPoint cho phép ching ta 4p dung hiéu tng cho SmartArt va cac thanh phan trong SmartArt
nhu Text, Shape, hinh anh....

Bang 10. Hiéu iing cho cac thanh phan trong SmartArt

As one object Hiéu g s€ 4p dung 1é€n ca SmartArt nhu 1a mot hinh anh.

All at once Tt ca shape trong SmartArt s& dugc thyc thi hiéu tmg dong thoi. Diém
khéac nhau cta hiéu trng cho SmartArt kiéu As one object va All at once la
khi xoay hinh chang han thi kiéu As one object s& xoay ca SmartArt con
kiéu All at one thi cac shape trong SmartArt s¢ dong loat xoay.

One by one Moi shape trong SmartArt s& 1an lugt thyc thi hiéu Gmg

By branch one  Tét ca céc shape cting mot nhanh sé& thuc thi hi¢u ing dong thoi. Kiéu hiéu
by one ung nay thuong ap dung trong SmartArt kiéu so do to chure (organization
chart) hoac so do cay (hierarchy).

By level at Tét ca shape cliing cap s& thyc thi higu tmg dong thoi.
once

Ap dung hiéu wng cho SmartArt kiéu danh sach

q Thuc hanh theo cac budc sau:

Chon SmartArt dang danh séch trén slide s6 2

2. Vao ngan Animations, nhém Animation, chon More dé ma hop Animation Styles,
chon 1énh More Entrance Effects... hop thoai Change Entrance Effect xuat hién

3. Ban chon kiéu Pinwheel tai nhém Exciting va nhan nit OK.
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Change Entrance Effect

Subtle ]
# Expand i Fads
f Swivel f Zoom
Moderate
Mame tnsert Desgn Transitons Amimations Shile Show Aeen View f Basic Zoom f Center Revaolve
k A A u M 3 A f Float Down f Float Up
s Cotor A% Grow & Turn # Rise Up
,ﬂ Spinner
t Exciting
k * A~ T * * Basic Suivel f Boomerang
Disappant Face Fly Out Float Out ol Wipe . . =
Bounce Credits
o al . "'\ \:- I; f f
B -
’ Curye L Diri
Shape Whaea! Random Sarg '.I':vmb‘-.'. Tum Zoom Swivel f P f P
x v # Flip # Float
Sk More rtrancs e =
W | Kless Egpnish BHea |;& Finwheel I # Spiral In
ploe Moee Entrance Effect: (Animationi
E More Eym Eftects.. Fr whip B
7 More Motion Extin —
[] Preview Effect L [o]4 I| [ Cancel

Hinh 357. Chon kiéu hiéu #ng Pinwheel

4. Chon Effect Options va chon kiéu One by One. Tly chon thém thoi gian cho hiéu
ung tai nhdm Timing: Start chon After Previous, Duration la 2 gidy va Delay la 0.5
giay.

| * %

- > | - '~

”N "N ‘1\ : - 4
ulie t

Effect Add 7
seter
: Options > | Animation * */

o &1 Ope Qbject
000 D I

Nhing diem morCE PoN Crr RS

Tyo, quinTy vi lim vide cong tic |8 °"“"°
mbgkbﬁcmbﬂ thuyéttﬁnh . Legel ot O b Start: After Previous@eorder Animation

O Duration: 02.00
(%) Delay: 0050 % | w MoveLlaster

Timing

Hinh 358. Tuy chon hiéu #ng cho SmartArt

& Move Earlier
Level One by Coe

Ap dung hiéu &ng cho SmartArt kiéu Picture

% Thuc hanh theo cac budc sau:

1. Chon SmartArt dang danh sach trén slide s6 7
2. Vao ngin Animations, nhém Animation, chon kiéu Zoom tai Animation Styles.
3. Vao Effect Options chon One by One
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EMect Ada ;
T |Opbans *|  Animation * *_1

Vinishing Foint

Random Bar Grow & Turn loom

A5 Ope Objact

©._0 AlatOnce
©

Hinh 359. Chon kiéu hiéu #ng One by One

4. Vao nhdm Timing, chon lai After Previous tai hop Start, chon 1.5 gidy tai hop
Duration va chon 0.5 giay tai hop Delay.

6. Thiét 1ap hiéu ng va tly chon cho Am thanh va doan phim

Ching ta 6 thé danh déu (bookmark) cac thoi diém tha vi tréncac doan phim hodc 4m thanh trong
bai thuyét trinh. Sau do, cdc bookmark nay dugc sir dung nhu 1a céc diém dé kich hoat mot hiéu

g hodc nhay dén mét vi tri xac dinh trong doan video.

Thém va x6a bookmark

% Thuc hanh theo cac budc sau:

1. Chon slide chia audio hoac video. Vi du, ban chon doan phim bén tréi trong slide 8.
2. Nhan nat Play trén thanh diéu khién nam dudi doan phim.
3. Dé danh dau mot diém trén video hoic audio:

e Néu la video: vao Video Tools, ngin Playback, nhém Bookmarks, chon lénh
Add Bookmark.

e Néu la audio: vao Audio Tools, ngan Playback, nhdm Bookmarks, chon Iénh
Add Bookmark.

} C.# . Wi‘@' Fade Duration
e \ v
FadeIn: 00,00
Play Add Remove Trim q:!‘]
Bookma%&:cxc&-.;nan Video 4@ Fade Out: 00.00
Preview Bookmarks Editing

4Fr 4

Hinh 360. Lénh bookmark
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4. Thuc hién lai bude 2 va 3 dé tao thém cac bookmark khac.

Hinh 361. Pdnh dau cdc doan wu thich trén phim

5. Muon x6a bo bookmark nao d6 da tao, ban chon 1én bookmark can xo6a trén thanh
diéu khién nam dudi video hoac audio roi thuc hién 1énh sau:

Néu 12 video: vao Video Tools, ngan Playback, nhém Bookmarks, chon 1énh
Remove Bookmark.

Néu la audio: vao Audio Tools, ngin Playback, nhém Bookmarks, chon Iénh
Remove Bookmark.

Thiét 1ap céc tiy chon cho &m thanh

Khi chén mot tap tin am thanh vao §Iide thi PowerPoint mac dinh tap tip am thanh n§1y chi duoc
phat khi ban nhap chuét Ién n,(). Phan nay, chdng ta sé thuc hién mot so6 tuy chinh dé tap tin am
thanh phét va dirng theo y muon caa minh.

q Thuc hanh theo cac budc sau:

»Jl. Chon slide chira audio. Vi du, ban chon am thanh trong slide 7.

2. Vao Audio Tools, ngan Playback, nhém Audio Options

Volume: thiét 1ap mirc 4m luong cho audio
Start: thiét 1ap sy kién nao xay ra thi phat &m thanh.

= Automatically: am thanh tu dong phat khi slide dwoc trinh chiéu. Vi
du, ban chon Automatically.

= On Click: am thanh duoc phat khi kich chuét

= Play across slides: am thanh duoc phat lién tuc khi chuyén sang cac
slide khéc.

Hide During Show: néu chon tlly chon nay dé bicu twong hinh loa s& duoc an
trén slide khi trinh chiéu. Vi du, ban khéng chon tuy chon nay.

Loop until Stopped: néu chon tuy chon nay s€ phat am thanh lién tuc cho dén
khi c6 mot 1énh dung xay ra, chang han nhu 1a khi chuyén sang slide khac
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hodc ban kich chudt bAm ndt dung trén thanh diéu khién am thanh khi trinh
chiéu. Néu tiy chon Loop until Stopped duoc chon két hop véi tlly chon Play
across slides tai hop Start thi &m thanh s& duoc phat tiép tuc va lap lai dén hét
bai bao cao khi trinh chiéu. Vi du, ban chon tly chon nay.

.p‘u ¥} start: Automatically » [¥] Loop until Stopped

11— R

Valume [T Hide During Show (] Rewind after Playing
Audio Optlons

Hinh 362. Tuy chinh cho am thanh

3. Ban c6 thé tuy chinh thém hiéu ung 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 am thanh tir dau. Vi du ban chon tiy
chon nay.
v' From last position: s& phat tiép am thanh tir vi tri diém dung
trudc Kia
v' From time: thiét lap thoi gian bat dau trong tap tin &m thanh s&
duoc phat.
= Tai Stop playing: thiét lap diéu kién dirng phéat 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 am thanh s& tiép tuc phét sau khi khi trinh
chiéu tiep mat so slide nira.
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Play Audio

EFfect |Timing Sudio Settings

Start plaving
©¥ram beginning;
() From last position
) From time: I:I seconds

Stop plaving
) on click
(%) after current slide

) afrer: I:l slides

Enhancements
Sound: | | ,\E
After animation; |D0n't Dim w |
| |
e
I Ok l [ Cancel ]

Hinh 363. Ngan Effect trong Play Audio

e Ngan Timing:
= Start: ban chon After Previuos
= Delay: khdng can chd nén cho Delay 1a 0 gidy.
= Duration: bo tréng, ddy mic dinh 1a do dai thoi gian caa am thanh

= Repeat: tiy chon s 1ap lap lai. Until End of Slide’dang duoc chon vi
no chinh la tay chon Loop until Stop ma ban da thiét 1ap & budc 2.

Play Audio

Effect | Timing | Audio Settings

Start: B After Previous v |
Delay: seconds

Curation: | |
Repeat: | Until End of Slide w |

Rewind when done playing

I Ok l[ Cancel ]

Hinh 364. Ngan Effect trong Play Audio
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e Ngén Audio Settings: thiét 1ap mic am luong va tly chon an biéu twong hinh
loa khi trinh chiéu tai Display options. Ngoai ra, PowerPoint con cung cip
théng vé do dai cua &m thanh va tinh trang tap tin luu tri.

Play Audio RIX

Effect | Timing | Audio Settings
Flay options

Sound yolume: [

Display options
[Hide audio icon during slide show
Infarmation

Tatal playing time:  00:24
File: [Contained in presentation]

I Ok l [ Cancel

Hinh 365. Ngan Audio Settings

4. Kich chuot vao nit OK dé dong hop Play Audio.

5. Ban m& ngan Animation Pane va sap xép lai thir tu thuc thi cac hiéu tmg cho cac ddi
tugng trén slide. Thong thuong ching ta s& cho 4m thanh phat ngay sau khi dén luot
slide chtra n6 trinh chiéu. Do vay ban di chuyén hiéu tng cho dbi twong &m thanh 1én
dau danh sach cac hiéu ung.

Thiét 1ap céc tuy chon cho phim

Thiét lap cac tiy chon cho cac doan video nhing trong bai thuyét trinh ciing twong tw nhu thiét
Iap tuy chon cho &m thanh.

q Thuc hanh theo cac budc sau:

1 Chon slide chtra video. Vi dy, ban chon video bén tréi trong slide 8.
2. Vao Video Tools, ngan Playback, nhom Video Options

e Volume: thiét 1ap mirc am luwong cho audio

e Start: thiét lap sy kién nao xay ra thi phat &m thanh.

= Automatically: am thanh tu dong phat khi slide dwoc trinh chiéu. Vi
du, ban khéng chon tuy chon nay.

= On Click: am thanh duoc phat khi kich chuét.

e Play Full Screen: phat phim ché do toan man hinh. Vi du, ban khdng chon tay
chon nay.
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Hide While Not Playing: an phim khi khéng phat. Vi du, ban khéng chon tly
chon nay.

Loop until Stopped: néu chon tuy chon nay s& phat phim lién tuc cho dén khi
co mot Ienh dung xay ra, chang han nhu 1a khi chuyén sang slide khéc hozc
ban kich chudt bdm nut dimg trén thanh diéu khién phim khi trinh chiéu.

Rewind after Playing: tra phim vé lai tir dau sau phi phéat xong. Vi du, ban
chon tuy chon nay.

“*‘% ,z,' Start: Automatically
g [ Play Full Screen

Valume V] Rew ying
7 [ ride White Nt Playing. ' Rewind aftes Playing

Video Options h

Hinh 366. Tuy chinh cho video

[ Loop until Stopped

3. Ban c6 thé tuy chinh thém hiéu tng cho phim trén slide bang cach chuyén qua ngin
Animations, nhém Animation va chon Show Additional Effect Options (). Hop
thoai Play Audio xuat hién:

Ngin Effect: Khong nén thiét 1ap gi thém

Ngan Timing: chon lai After Previous tai hop Start, cac thong sé khéc giir
theo mac dinh.

Ngin Video Settings: diéu chinh 4m lwong video tai Play options. Hai tiy
chon con lai da trinh bay ¢ budc 2.

Effect Options E|E| Effect Options

Effect | Timing | video Settings Effect | Timing | ¥ideo Settings
Skart: B After Previous ~ Play options
Delay: ] = | seconds Sound volume; i)
Duration;: Display options
Repeat: [ Hide while not playing

[ Zoom o Full screen
Information

Tatal plaving time:  02:16
File: [Contained in presentation]

OF ] [ Cancel ] Ok l [ Cancel

Hinh 367. Tuy chon hiéu #ng cho video

4. Sap xép lai trinh ty thyuc thi cac hiéu ung cho cac dbi twong trén slide trong khung
Animation Pane.

5. Ban sao chép hiéu tmg da thiét 1ap cho video bén trai sang video bén phai trén slide va
x6a di bookmark trén video bén phai. Ban hdy chon thém Hide While Not Play tai
nhém Video Options trong ngan Playback cho doan video nay.
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St dung trigger

Phan nay, chdng ta s& thuc hanh sir dung trigger dé kich hoat mét hiéu tng khéc trén slide sb 8
trong khi phat doan phim quang cao Office 2010. Chung ta sé chen thém mot WordArt vao slide,
&p dung hiéu tng cho WordArt nay va sau do6 sir dung trigger dé kich hoat hiéu ung cho WordArt
khi video phat téi doan da duoc danh dau trude do.

q Thuyc hanh theo cac budc sau:

o/

1. Chon slide chtra video. Vi du, ban chon slide 8.

2. Hay vao ngan Insert, nhém Text, chon 1énh WordArt, chon kiéu Fill — Red, Text 2,
Outline — Background 2 va nhap vao doan véan ban sau “Office 2010: The Movie”
trong hop Your text here. Sau d6 thu nho va di chuyén WordArt xuong nam bén dudi
doan quang céao Office bén trai.

45 3&E T

WordArt| Date Slide Object | Equation
v & Time Number ¥

A /a\
A. /A A
4 [%‘ =)
. - Red, Text 2, Outline - Background 2 l =

M /E\!

A A A A A BEEEEEEE
A AAAA.

Hinh 368. Chén WordArt vao slide

3. Chon WordArt, va vao ngan Animations, nhom Animatign chon kiéu hiéu tng
Float In va chinh lai Duration la 3 gidy bén nhdm Timing dé thoi gian thyc thi hiéu
ung dugc lau hon.

4. Thiét Iap trigger nhu sau:

e Chon WordArt

e Vao ngan Animations, nhdom Advanced Animation, chon Iénh Trigger, chon
On Bookmark, sau @6 chon Bookmark 1.
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-r = \ = g
[ v . l |57 Trigger ~| © Duration: 03.00 5 | &
itk S Click P)Delay: 0000 + ¥
Options ~ | Animation~| @ OnClickof » [Z) Delay: : 3
Adval (o) OnBookmark » | Office 2010- The Movie.wmy |4

Bookmar

(e " )
:ll 'i({!”"-'ﬁflig'a‘ 20 e Mowile 9
o, )

Hinh 369. Thiét lap trigger cho WordArt

A

5. Nhén vao nit Preview trén Ribbon trong ngan Animations dé xem két qua ap dung
Trigger hoac nhan t6 hop phim <Shift+F5> d¢ trinh chiéu bai thuyet trinh bat dau tur
slide hién hanh.

Hinh 370. WordArt xudt hién khi phim phét ti bookmark

7. Hiéu wng cho bang biéu

PowerPoint khdng c6 nhiéu tiy chon hiéu tng cho dbi twong la bang biéu. Ching ta chi c6 thé ap
dung hiéu tng 18n toan bo bang biéu gidng nhu 1a 4p dung hiéu tng cho mot hinh anh.

q Thuc hanh theo cac buéc sau:
{

1. Chon slide chtra bang biéu trong bai thuyét trinh. Vi dy, ban chon bang trong slide 10.

2. Vao ngin Animations, nhdom Animation va chon kiéu hiéu tng 12 Wheel. Chon tiép
Iénh Effect Options bén canh va chon 2 Spokes.
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5 phan mém
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Hinh 371. TOy chen hiéu iing & hinh anh khi thyec thi hiéu izng cho bang biéu

3. Qua nhém Timing dé thiét lap thoi gian cho hiéu tng:
e Tai Start: chon After Previous
e Tai Duration: thiét lap thoi gian thuc thi hiéu tng trong vong 2 gidy
e Tai Delay: thiét lap cho thyc thi hiéu tng ngay lap tirc, thoi gian ch 13 0 gidy

[ Start: After Previous =~ | Reorder Animation

& Duration: 0200 s & Nove Earlier
S| % Move Later

(®) Delay: 00.00

Hinh 372. Thiét Idp thoi gian cho hiéu #ng

4. Tai nhém Animation, nhap vao Iénh Show Additional Effect Options dé ma hop tay
chgn néng cao. Tai day ban cé ghé chon thém 4m anh di kém hiéu tng la Breeze
chang han va cac tuy chon khac dé mac dinh.

8. Hiéu irng cho dd thi

Db thi trong PowerPoint ciing 1a dbi tuong duoc quan tdm nhiéu vai kha nhiéu tly chon khi thiét
lap hiéu ung vi d6 thi rat thuong dugc sir dung trong céc bao cao. Ching ta cd thé &p dung hiéu
&ng cho ca dd thi hodc dén ting thanh phan trong d6 thi nhu cac chudi, cac nhom, ting thanh
phan trong chudi hoic trong nhém.

Bdng 11. Tuy chon nhém ap dung hiéu itng trong do thi

Nhom M6 ta

As One Object Thuec thi hiéu @ng trén toan bo do thi

By Series Thuyc thi higu ang trén ting chudi s liéu

By Category Thue thi hiéu wng trén ting loai sb ligu

By Element in Series Thuc thi higu ang trén ting thanh phan trong cac chudi sé liéu
By Element in Category Thuc thi hiéu &ng trén tirng thanh phan trong cac loai sé liéu
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1 Thuc hanh theo cac buéc sau:

1. Chon @6 thi trén slide trong bai thuyét trinh. Vi du, ban chon dd thi trong slide s 10.
2. Vao ngan Animations, nhdém Animation, chon kiéu hiéu ung Fade
3. Chon tiép lénh Effects Options va chon kiéu By Category

Teamiibiom nemation Slide Show Hanew View Devetoper

A
90 Ammation Pane 3
B o B % O

ngger W O

By Series

By guvgn

By Clement i Senes

p Start: After Previous ~ Reorder Animation
® Duration: 0100 . | & Move Earlier
(?) Delay: 0000 3

Timing [%

Hinh 373. TUy chon hiéu itng cho do thi
4. Chuyén sang nhém Timing dé thiét lap thoi gian cho céc hiéu tng. Vi du, ban chon
After Previous tai hop Start, chon Duration la 1 gidy va 0 giay cho Delay.

5. Pé tly chon thém céac tinh ning nang cao thi chon Iénh Show Additional Effect
Options tai nhdm Animation.

e Taingan Effect:

= Sound: chon 4m thanh la Laser va diéu chinh am lwong tai biéu twong
hinh loa bén canh.

= After animation: chon cho cac cot dd thi chuyén sang mau xanh sau
khi thuc thi hiéu tng.

e Taingin Timing: khong diéu chinh gi thém so véi budc 4
e Taingan Chart Animation:

= Tai Group chart da thdy chon By Category vi ta ta da chon tai Effect
Options ¢ budc 3.

= Bo tuy chon Start animation by drawing the chart background dé
khong thuc thi hiéu trng cho nén cuaa do thi.
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Effect | Timing | Chart Animation | Effect | Timing | Chart Animation
Enhancements Group chart: |Bb" Cateqgory i |
Sound: |!.aser v | [l5tart animation by drawing the chart background:

AFter animation: |_ w |

Animate bexk: | |

I:l % delay between letters

L OF J[ Cancel ] L Ok J’_ Cancel

Hinh 374. TUy chon nang cao cho hiéu iing do thi

6. Nhap nit OK dé dong hop tily chon nang cao va nhan nit Preview trén Ribbon dé
xem trudc ket qua thyc thi hiéu ung.

9. X6a bé hiéu #ng ciia cac ddi twong trén slide

PowerPoint khong c6 tinh ning xo4 hang loat cAc hiéu tmg di thiét lap cho cac ddi twong trén cac
slide trong bai thuyét trinh ma ching ta phai x6a hiéu tng cho timg ddi twong.

ﬂ Céc budc x04 hiéu tmg cho ddi twong:

1. Chon dbi twong trén slide dang c6 hiéu ung. Vi du ban chon Smart Art trong slide 2

- Tao, quin ly va lam viéc chng tic viri nhiing |
| ngudn khic trén bai thuyét trinh ’

Lim phong phiibai thuyét trinh véi cic dogn
video, hinh anh va rét nhiéu higu dng mdi

Nhiing di¢m iioreo ot

Hinh 375. Chon Smart Art can x6a hiéu iing

2. Vao ngan Animations, nhom Animation, chon None tir danh muc hiéu tng
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Home Insert Design Transitions

None

S
=

-

Non,
Entranc
y \
| K {

Appear Fade

L

Fly In Float In

S More Entrance Effects...
| 3

W
[ 7

More Emphasis Effects...
More Exit Effects...

More Motion Paths...

Animations

Split

Slide Show

R{

-~

Hinh 376. Chon None dé logi bé hiéu tng cho doi twong

10. Hiéu wng chuyén slide

Céc phén trén céc ban da tao duoc hiéu img cho cac ddi twong van ban, do thi, hinh anh. Phén
nay s€ huéng dan cach tao hi¢u ung khi chuyen tr mét slide nay sang slide khac (transitions)
trong bai thuyét trinh. PowerPoint 2010 da bo sung thém kha nhiéu hiéu (rng mai rat hap dan khi

trinh chiéu, dic biét 1a cac hiéu tng 3-D.

Ap dung hiéu wng chuyén slide

q Thyc hanh theo cac budc sau:

s

Mg bai thuyét trinh can ap dung hiéu tng chuyén slide. Vi du, ban hdy mé bai thuyét

3.
trinh ma chung ta da tao va thyc hanh trong cac phan trudc.

4. Chon slide can &p dung hi¢u tng chuyén slide. Vi dy, ban chon slide dau tién trong
bai thuyet trinh.

5. Vao ngan Transitions trén Ribbon, vao nhém Transition to This Slide va chon kiéu

hiéu ang Doors trong danh muc dung san.

Home Insert Design Transitions Animations
1 T T ———| SH- d =
] [T | L :
Cube Box Zoom =

Door
Aition to

This Slide

Slide Sho

Effect
Options ~

Effect
Options ~

N

h Sound:
& Duration
SJ Apply To

\_/extic@

Horizontal

Hinh 377. Chon kiéu Transition

6. Chon lénh Effect Options va tlly chon thém cho kiéu hiéu tng Doors vira chon. Vi

du, ban van chon la Vertical.
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7. Chuyén dén nhém Timing dé thiét 1ap thoi gian cho hiéu tng Transition:
e Sound: vi du ban chon am thanh khi chuyén slide la Chime

e Duration: thiét lap thoi gian thuc thi hiéu ung chuyén tir slide nay sang slide
khéc. Vi du, ban chon la 2 gidy dé c6 toc d6 thuc thi vira phai va dé quan séat.

e Chon On Mouse Click: thi s& chuyén sang slide khac néu nhap chudt trong
khi trinh chiéu. Nén chon tuy chon nay.

e Tai hop After: thiét 1ap sé phat:gidy (mm:ss) s& tu dong chuyén sang slide
khac khi van chua c6 hiéu Iénh kich chudt. TUy chon nay phai c6 khi muén
xay dung bai thuyét trinh tw dong trinh chiéu. Vi du, ban chon After la 8 giay.
Trong thuc té, chling ta can tinh toan thoi gian sao cho khan gia c6 thé doc hét
ndi dung trén slide trudc khi chuyén sang slide khéc.

iy, Sound: chimes.wav * | Advance 5lide

-

D Duration: 02.00 - On Mouse Click

-

il Apply To All After: 00:08.00 2
Timing

Hinh 378. Tuy chon thoi gian cho Transition

8. Slide dau tién d thiét lap xong hiéu tng Transition.

e Nhan nat Apply To All trong nhém Timing sé 4p dung thiét 1ap Transition
trén cho tat ca cac slide trong bai thuyét trinh. Khi do, tat ca céc slide s& c6
hiéu tng Transition giéng nhau.

e Ban lap lai cac bude 2,3,4,5 dé thiét lap hiéu tng Transition cho céc slide khac
trong bai thuyét trinh véi cac tiy chon hiéu tmg doc lap voi nhau. Viéc 1am
nay s& tén nhiéu thoi gian nhung bai thuyét trinh s& sinh dong va thu hit hon.
Ngoai ra, noi dung ciia mdi slide la khac nhau nén thoi gian thuc thi hoic cho
chuyén slide caa mdi slide 1a khac nhau.

X6a bé hiéu &ng chuyén slide

Viéc x6a bo cac thiét 1ap hiéu tng chuyén slide rit don gian. Chlng ta c6 thé x6a bo hiéu tng
chuyén slide cho tirng slide riéng Ié hoac thuc hién dong loat trén tat ca cac slide.

q Céc budc x0a hiéu tng chuyén slide:
1. Chon mét hay nhidu slide cin xo4 hiéu ting chuyén slide

2. Vao nga‘quransitions, nhém Transition to This Slide va chon None dé hay bé hiéu
ung chuyén slide cho cac slide dang chon.
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Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ii
Subtle
| = —=l 2 e | |
= = @ @ @ = W
No Cut Fade Push Wipe Split Reveal Random Bars
T el A &
Shape Uncover touer Hash
Exciting
| 3 =Y 2] b
2 1 [T © 82 & A
Dissolve Blinds Clock Ripple Honeycomb Glitter Vortex
- == ) ‘ = [ 7 — P
B E @ m O ®E =
Shred Switch Flip Gallery Cube Doaors Box Zoom

H F O @ O m o

Ferris Wheel Caonveyor Rotate Window Orbit Fly Through

Hinh 379. Chon None dé x6a hiéu 1ing chuyén slide

3. Néu ban chon thém Iénh Apply To All bén nhém Timing thi s& xda hét hiéu ang
chuyeén slide trong bai thuyét trinh.

#l Sound: chimes.wav v Advance Slide

O Duration: Auto 2 | [V] On Mouse Click

130 Apply To @ [V] after: 00:00.00 2
Timing

Hinh 380. X6a tdt ca hiéu iing chuyén slide

11. Tw ddng hoa bai thuyét trinh

Trong mét s6 truong hop, chling ta can xay dung bai thuyét trinh voi muc dich trinh chiéu mot
cach ty dong va khong c6 nguoi thuyét trinh. Cac huéng dan trong phan nay s& giup ban thuc
hién diéu do.

M6t bai thuyét trinh tu hanh phai dam bao 3 diéu kién sau:
e Hiéu Gng chuyén slide khi &p dung phai chon thém tly chon After va thiét I3p thoi gian
cho chuyén slide cho tat ca céc slide.

e Khi ap dung hiéu tng cho cac dbi twong trén tat ca cac slide phai sir dung tly chon After
Previous hoac With Previous tai Start.

e Chon thém Loop continuously until ‘Esc’ trong ngén Slide Show, nhém Set Up, 1énh
Set Up Slide Show dé tu dong trinh chiéu lap lai bai thuyét trinh khi két thic.

q Thuc hanh theo cac budc sau:

1 Mg bai thuyét trinh can ap dung tu dong.

2. Vao tung slide, chon cac ddi twong da ap dung hiéu tmg va vao ngan Animations,
nhom Timing, chon lai After Previous tai hop Start.
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'3 Delay:

00.50

p Start: After PreviouseorderAnimation
& Duration: 0200 3 Move Earlies

Timing

“n

-
d

Hinh 381. Tuy chon After Previous trong Animations

il Sound: chimes.wav  ~  Advance Slide

& Duration: 02.00 2 | [¥] on Mouse Click

38 Apply To All [¥] After: |00:02.00
Timing @

s

Hinh 382. Tuy chon After trong Transitions

3. Vao tung slide, vao ngan Transitions, nhdm Timing, chon After va thiét lap thoi
gian cho chuyen silde.

4. Vao ngan Slide Show, nhom Set Up, lénh Set Up Slide Show, chon 1énh Loop

continuously until ‘Esc’.

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 untilfﬁﬂ\é

[ ] 5how without narratio

[ ] 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

buttan,

To show a laser pointer during slide show, hold down the Crel key and press the left mouse

[ 04 ] [ Cancel

Hinh 383. Hgp thogi Set Up Show
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12. Tao céc siéu lién két va cac nat 1énh diéu hwéng trong bai thuyét trinh

Véi cac nit didu kién hodc cac siéu lién két (hyperlink) dit dung chd trong bai thuyét trinh s&
gip vi€e trinh bay dugc dé dang hon trong viéc di chuyén hodc nhay dén mét n6i dung nao do
trong hodc ngoai bai thuyét trinh. Ching ta c6 thé tao si€u lién két cho cac doi tugng trong bai
thuyét trinh nhu Textbox, shape, hinh anh, bang biéu, e-mail, tdp tin ciia ing dung khéc, ...

Céc dia chi internet, e-mail hoac dia chi ftp sau khi nhap vao hdp van ban s€ dugc PowerPoint tu
dong chuyeén thanh céc siéu lién keét:

= Dia chi web: dia chi bit dau bang http://hodcwww

»  Dia chi e-mail: chudi ky tu khong ¢ khoang tring va c¢6 ky hiéu @ o giira.
= Pia chi may chia FTP: dia chi bat dau bang ftp:/

Lién két dén mot slide khac trong cing bai thuyét trinh

1 Thuyce hanh theo cac budc sau:

1. Chon vin bin hogc ddi tugng can gan thém hyperlink. Vi du, ban héy chon van ban
“Microsoft PowerPoint 2010” trong slide dau tién dé thém lién dén den slide so 10
trong bai thuyet trinh.

PowerPoint 2010,

Gidithipheictinh ning
oy cirferng teinh

Hinh 384. Chon van ban can thém hyperlink

2. Vao ngin Insert, nhom Links, chon lénh Hyperlink hozc nhan té hop phim tat
<Ctrl+K>.
Chon Place in this Document tai khung Link to
Thuc hién cac budc sau:

e Lién két @én mot trinh chiéu thy bién (custom show) trong ciing bai thuyét
trinh. Cach tao custom show sé trinh bay trong chuong sau.
= Chon mét custom show ma ban muén nhay dén khi trinh chiéu bai
thuyét trinh trong hop Select a place in this document.

= Chon thém Show and return dé khi trinh chiéu xong custom show s&
tro lai slide chira hyperlink nay.
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e Lién két dén mot slide trong cting bai thuyét trinh: chon tén slide muon lién
ken toi trong danh sach cac slide trong hop Select a place in this document.
Vi duy, ban chon tly chon nay va chon slide s6 10.

Edit Hyperlink

Link. to: Texk bo display: |P0werF‘0int 2010 | ScreenTip, ..

Select a place in this docunment: Slide preview:
Existing File or 2. Mhifrg digm mdi cila PowerPe
Web Page 3, Nhiing kigu hign thi 1
7Q§ 4. Chin Hinh vao slide
@ 5. Chén Clip Art vwao slide
Place in This ’ &. Chup hinh man hinh dua vao
E Docurnent f 7. Chén Smart Art wao slide
8. Chén videa vao slide e R ey ivind ettty

39, Chén doan phim ke buyén s Eerluia dppllie b o BBl LRbph Br i b
u :'-;ulu dn S el € B Dby

Create Mew
Document

11, Thi phdn trinh dug
Custam Shows 3

[ Ok l[ Cancel l

E-mail Address

Hinh 385. Chon lién kér d@én slide sé 10 a@é

o Textto Display: chinh la ngi dung doan vin ban ma ban chon, néu thay
é doi trong khung nay thi doan vdn ban trén slide ciing thay doi theo.

. ScreenTip: mdc dinh chq hyperlink’ chinh ld7 dia chi cua no (. UIRL) hodc
dwong dan dén tdp tin, néu ban muon thay doi ScreenTip thi nhan vao nut
ScreenTip... va nhdp phan tro giup vao.

Lién két dén mot slide khac bai thuyét trinh

ﬂ Thuc hanh theo cac budc sau:

1. Chon hop van ban thir hai trong slide s6 2. Chling ta s& thém hyperlink cho n¢ dé lién
két dén slide “Enrich Your Presentation” trong bai gigi thiéu vé phan mém
PowerPoint 2010 “PowerPoint 2010Sample.pptx”.

2. Vao ngan Insert, nhom Links, chon Iénh Hyperlink. Hop thoai Insert Hyperlink
xuét hién.
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QEMNEAEIE T

hart D glon Test  Header WordAt Date  SSde  Otijent
fox A Footer > & Tme Number

Ted po-

| Insert Myperfink (Ctit+K)

Creste o bk to 4 Web poge, »
pactuce, an e-mail sddress, ora
program

0 Fress F1 for more help,

Tgo, quan ly va lam vigc cing tic vdi nhiing
ngudi khic trén bai thuyét trinh

e
Lam phong phiibai thuyél trinh vai cic doan
video, hinh dnh va rit nhiéu higu dng méi

Hinh 386. 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 chira slide can lién két dén trong khung Look in. Vi duy, ban chon tap tin

tén la PowerPoint 2010Sample.pptx

Insert Hyperlink

Existing File or

,ﬂh'tk Texk bo display: |<<Selecti0n in Document ==
/ A Lookin: | () Books 2010 v|

| ScreenTip. ..

\ Web Page OpenSarmpleCutline. ppx
&Z Current Phaoka Alburn, ppx

Bookmark. ..

Falder PowerPaint 2010.ppkx
Place in This - PowerPaoink 2010_Password. pp:s
Document: Browsed PowerPaint 2010a.pptx — 3
Pages T,Tg FowerPaint 20105ample. ppks: W
5 PowerPoint_2010,ppkx k
Create New Recent % PowerPoint2010,docx
Docurment Files 2= PowerPoinkz010_bia, pdf
£41] PowerPointz010_Last, docx b
Address: |inerPoint Z0105ample. pptx ~ |
E-mail Address
[ K ] [ Cancel

Hinh 387. Chon bai thuyét trinh

4. Chon nat lénh Bookmark... hop thoai Select Place in Document xuét hién. Ban

chon vao tén slide “Enrich Your Presentation”.
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Select Place in Document @EI

Select an existing place in the docunment:

= Slide Titles A
. PowerPaink Presentation

. PowerPaink Presentation

. &uthor Your Presentation

. Getking Starked with Templates

. PowerPaink Presentation

. PowerPaink Presentation

. Enrich Your Prasentaticzi :
. YOUR, MESSAGE, @
9, New Picture Effects

10. Animate This

11, Video Perfect

12, Fountain Geyser

13, What about the beautiful transitions vou've been seeing?

14, Deliver Wour Presentation L
4 >

1
z
3
4
5
[
g

[ oK ] [ Cancel

Hinh 388. Chon slide can lién kér dén

5. Nhin nit OK dé dong hop thoai va nhan tiép nit OK dé déng hop thoai Insert
Hyperlink.

Néu ban c6 lién kér @én mét slide trong mét bai thuyét trinh phy thi ban can
phdi sao chép bai thuyét trinh phu nay kém theo bai thuyét trinh chinh khi di
chuyén sang mgt may tinh khac. Ban nén luwu bai thuyét trinh phy kia chung
thw muc Véi bai thuyét trinh chinh d@é thudn tién khi di chuyén sang may khac.

/8

Khéng dwoc phép doi tén, di chuyén di noi khdc, hodc x6a bai thuyét trinh
phu néu khéng muon hyperlink mat tac dung khi dwoc kich vao trong lic
trinh chiéu.

Lién két dén mot dia chi thw dién tir

Ban c6 thé tao mot hyperlink dé mé mot chuong trinh quan 1y e-mail méc dinh trén may tinh va
tao m&i mot e-mail dé gui cho ai d6 véi dia chi va tua dé do ban thiét l4p san.

q Thuyc hanh theo cac budc sau:
(>

1. Chon slide dau tién, ban dung vé thém maot shape hinh mat cudi trén slide nay.
e Vao ngan Insert, nhom Illustrations, chon Iénh Shapes

e Chon shape Smiley Face va vé vao slide.
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L ICEEEREED

Shapes|SmartArt Chart | Hyperlink Action Text Header WordArt Date Slide Object
. Box & Footer g & Time Number
Recently Used Shapes - i Text

eENNOeCALL Y
[ R VAN

Lines

NANT L2 QAR B%
Rectangles

I L o o o

Basic Shapes

HEOoANIASOQOO®®|

@GOoUOr Ly pOED

OO0@AHAY XL (3 |

OO0 )L N P - 5,5 005 07 QNS
Block Arows |63 thitu cictinh ning

DAL LUPLLRIL ciia chucoig trinh

€ dvnRD D [pLdalfs| RO

GOR = =

Equation Shapes () 3 ()

===

i

Hinh 389. Chén thém shape vao slide

2. Chon shape vira v&, chung ta s& lién két n6 voi mot dia chi e-mail. Ban vao ngin
Insert, nhdm Links va chon Hyperlink

3. Tai khung Link to, chon E-mail Address

Insert Hyperlink

Link, ko Text todisplay: | << Selection in Document == | ScreenTip, ..

E-mail address:

Existing File or |mailt0:ttphnng@giaiphapexcel.com |
‘Web Page

Subject:

|Gui mail b PowerPoink |

Flace in This | Recently used e-mail addresses:
Document

Create Mew
Docurment

E-mail Address

I Ok l [ Cancel

Hinh 390. Sir dung hyperlink dé goi trinh quan by va giri e-mail

4. Trong hop E-mail address, ban nhdp vao dia chia e-mail ma minh muén gui thu
dén hodc chon tir danh sach Recently used e-mail addresses néu c6 san.

5. Trong hop Subject: nhap twa dé cho e-mail

Tao lién két dén dia chi Web hoiic may chi FTP
Phén trudc, ban da tao hyperlink dén mot slide trong va ngoai bai thuyét trinh tir mot doan van

ban hodc tir mot hdp van ban. Trong phan nay, ban sé& thuc hanh tao hyperlink dén mot trang web
hay may chu FTP ttr mt hinh anh.
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E Thuc hanh theo cac budc sau:

1. Chon slide dau tién. Chiing ta s& chen thém mét hinh logo Office nho nho vao slide
nay va dung no lién ket vai dia chi trang web Office.com.

e Vao ngan Insert, nhom Images, chon Iénh Picture
e Chon hinh OfficeOnline.jpg va nhan Insertt ¢é chén vao slide

Insert Picture

Arewl1L8 pg feamid2 1T 99 AL 1699 Arenal! 15.5%) Al L4 gy

L a B BB W

Fias of type: A Pictures (* e erk 1% p;™. i * 108”0y *. b ¢ oy ® e . of . of ;¢ ey * e

Tods - [ gee o[ conce |
=

Hinh 391. Chen logo Office Online vao slide

2. Nhép phai chpét 1én logo vira chén vao va chon Iénh Hyperlink..., hop thoai Insert
Hyperlink xuat hi¢n.

& cut
Ha  Cony
| Paste Options:
[ ey s
| 18] |
Ky Change Picture,,
B croup
Bring to Frant

Send to Back

Hyperfink...

Save a3 Picture

Size and Pasition,,,

Farmat Picture,,,

Hinh 392. Truy cap lénh Hyperlink bang phdi chugt

3. Chon Existing File or Web Page tai khung Link to va nhdp dia chi
http://office.microsoft.com vao hop Address.
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Insert Hyperlink

Link ke Tewxt b display: |<<Selection in Docurent = | ScreenTip, ..

Lookin: | () Books 2010 v
Existing File or
Web Page I Backup ”~ Bookmark. ..
current R multimedia Al
Faldzr | MyTemplates =
Place in This - @ 1Z tips for creating better presentations, docx D |
Docurnent Browsed @ Browserstats, xlsx
Pages @ File bypes.xlsz
ﬂ % Mau, docx
Create [Hew Recent £ OpensampleOutline. pptx
Docurnent Files ™% PowerPoint 2010.pdf
@ PowerPoint 2010, ppkx i
Address: |http:,l',l'oFFice.microsoFt.com,l’ W |
E-mail Address
L K, ] [ Cancel

Hinh 393. Tao hyperlink dén trang Office Online ciia Microsoft

4. Nhap nut OK hoan tét.

Tao lién két dén tap tin dang lru trén dia hoiic trén mang ndi bd

Chiing ta c6 thé tao lién két dén cac tap tin theo cach twong tu nhu trén nhung thay vi nhap dia
chi trang web thi ban tim dén tap tin dang luu trit trén may tinh hodc trén mang ndi bo (LAN).
Trong phan nay chiing ta s€ 4p dung cac nut 1énh (Action button) vao bai thuyét trinh.

Bang 12. Cdc niit 1énh dung sin

Nit  Tén Hyperlink dén

Back hoac Previous V& slide lién trude trong bai thuyét trinh

Forward hozc Next Dén slide lién trudc trong bai thuyét trinh

Beginning Vé slide dau tién trong bai thuyét trinh

End Dén slide cubi cung trong bai thuyét trinh

Home Vé slide dau tién trong bai thuyét trinh

L

Information Mic dinh la khong 1am gi, ban phai tw thiét 1ap hanh dong cho
no.

Return Tro vé slide méi xem trude do.

E Movie Mic dinh 1a khong lam gi. ban phai tu thiét 1dp hanh dong cho
nod (phat doan phim chéang han) .

@ Document Mic dinh 1a khong 1am gi, ban phai tw thiét 1ap hanh dong cho
no6 (mo tap tin nao do).
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Sound

Phat 4m thanh do ba‘;ln chon, néu ban khong chon thi PowevrPoint
s€ phat am thanh dau tién trong danh sach am thanh chuan cua
né (Applause).

Maic dinh ,12‘1 khong lam gi, ban Phéi tu thiét 1ap hanh dong cho
no (link dén mot tap tin hudng dan nao dd) .

Mic dinh la khong lam gi, ban ¢6 thé nhdp van ban vao va thiét
lap hanh dong cho nd.

Bang 13. Cdc 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 tuy chon nay thuc hién hanh dong gibng nhu tén cua né (xem lai
bang trén)

Dimg trinh chiéu

M6 hop thoai Link to Custom Show, tir d6 ban chon custom show mudn
chuyén toi.

Mo hop thoai Hyperlink to Slide, tir 6 ban chon slide mudn chuyén toi
M¢6 hop thoai Hyperlink to URL, tir d6 ban nhap vao dia chi trang
Webmuon chuyén téi.

M6 hop thoai Hyperlink to Other PowerPoint Presentation, tir d6 ban
chon céc tap tin thuyét trinh khac mudn chuyén téi.

M6 hdp thoai Hyperlink to Other File, tir d6 ban chon tap tin mubn md
1én.Néu la tap tin khac PowerPoint thi ing dung tuong tng s€ dugc md
1én dong thoi véi tap tin.

q Thuc hanh theo cac buéc sau:

Chon slide chira d thi trong bai thuyét trinh. Chiing ta s€ V& thém mot nut lénh dé khi
nhan nat s& thuc thi viéc mo mét tap tin Excel luu sb liéu thong ké vé thi phan trinh
duyét web trong nam 2009.

e Vao ngan Insert, nhom Illustrations, chon Iénh Shapes

e Dén nhém Action Buttons, ban chon kiéu nit Document va V& mot nut nho
vao slide bén canh tya d¢ cua slide. Hop thoai Action Settings xuat hién.
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DY ICOEIEE

Shapes|SmartArt Chart | Hyperlink Action Text  Header
i Box & Footer|
2R R 6 [T PRI N
Callouts
i O 3.8 A0 @A A g A A
| £ A0 AD O
Action Buttons [

lm|

I@EWD

| Action Buttom:
W

Document }52.6
I

PNV

Thi phan trinh duvet 2009

s
[
wnos |
LS 4
10.00% |
000% |
V00N |
000 4 = — =
3% 4% 140
T N s

Chronw

0% |

Intenwt Finefon

Explocer

Salan Opers

Hinh 394. Thém n(t Iénh vao slide

(IR LS

Khx

2. Ban chon hop Hyperlink to va chon Other File... hop thoai Hyperlink to Other

File xuat hién.

e Tai Look in: tim dén thw muyc chira tp tin muén lién két. Thong thwong tap tin
nay nén luu chung thu muc véi bai thuyét trinh d€ thuan tién cho viéc di
chuyén sang may khac khi béo céo.

e Chon tap tin va nhin nat OK

Action Settings

Mouse Click. | Mouse Ower

Action on click

{:} More

() Hvpetlink to:

|D:'I,Bcu:ks Z0100Erowserstats, sy Y3

O Run progrann:

Browse, ..

Run macro:

Object action:

[]Play sound:

|[No Sound]

Highlight: click

L Ok J [ Cancel ]

Hinh 395. Hgp thoai Action Settings

3. Ban cd thé tiy chon thém am thanh khi mé tap tin tai Play sound

4. Nhan OK dé hoan tat.
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Lién ket dén mgt irng dung va tao mot tai liéu maéi

Chung ta d6i khi cin minh hoa cho mét ndi dung dang trinh bay bang mot vai phép tinh trén phan
mém bang tinh Excel chang han. Khi d6, viéc tao mot hyperlink dé mé va tao mot tap tin Excel
maoi nham phuc vu cho viéc nay s€ rat can thiét.

% Thuyce hanh theo cac budc sau:

1. Chon slide chira @6 thi trong bai thuyét trinh. Ching ta s& v& thém maot nat 1énh méi
dé khi nhan nat s€ thyc thi viéc mé chuong trinh Excel va tao méi mot bang tinh mai.

e Vao ngan Insert, nhom Illustrations, chon Iénh Shapes

e Chon kiéu hinh chix nhat tai nhém Rectangles chon kiéu Rectangle va nhap
vao chitr Demo.

— Thi phan trinh duyét 2009

P2 d Q 5 AR

’Shapes SmartArt Chart | Hyperlink Action 60.00% -

T
§ 50.00% -
Ao |

|| Recently Used Shapes ] 40.00% -
JD@\\DODA11$ 30.00% |
&6 b%\f\{ 2000%
| Lines 10.00% -
NANTLLR S G4 000w |
Rectangles Internet Firefox Chrome Safari Opery

QoDononoo | it
Bévic Shapes '

Hinh 396. Thém shape vao slide
2. Chon hinh vira tao, sau d6 nhin t6 hop phim <Ctrl + K> dé truy cap nhanh vao hop
thoai Insert Hyperlink.

3. Tai Link to, ,banvchon Create New Document, phén bén phai hop thoai Insert
Hyperlink bién do6i thanh hinh sau.

Insert Hyperlink

Link ko Text to display: | <= 5election in Document == | ScreenTip, .o

Marne of new document:
Existing File or |Demo.><ls |
Web Page
Full path:
DiiBacks 20104
Place in This
Docurnent
ﬂ when ko edit:
Create MNew = :
Document (®)Edit the new document later:

(") Edit the new document nowe

E-mail Address

[ Ok J [ Cancel

Hinh 397. Tao tai liéu méi bang hyperlink
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e Tai hop Name of new document: Nhap tén tap tin can tao kém theo phdn mo
rong cua n6. Cac phan mé rong thong dung duoc liét ké & bang bén duoi.

e Tai Full path: nhan nit Change... va chon noi luu tap tin néu can
e Tai When to edit:

= Chon Edit the new document later dé khi goi thi img dung phu hop
(theo phan mé rdng) s€ ma tap tin d€ hi¢u chinh.

= Chon Edit the new document now thi tmg dung phu hop (theo phan
mo rong) s€ mo tap tin 1én dé hiéu chinh ngay.

4. Nhéan OK hoan tat

Bang 14. Cdc phdan mo réng thong dung

DOCX, DOCM, Trinh xt ly van ban Microsoft Word, hoac WordPad khi khong c6

hoiac DOC Word trén may.

WRI Trinh xtt ly van ban Write (phién ban truéc cua WordPad), Word

TXT Trinh xtt ly van banth6 Notepad

WPD Trinh xtr Iy van ban WordPerfect

BMP Microsoft Paint hoac mét chuong trinh xir Iy anh duoc thiét 1ap mic
dinh

MDB Hé quan tri co so dir liéu Microsoft Access

MPP Trinh quan ly du an Microsoft Project.

PPTX hoac PPT Microsoft PowerPoint

XLSX, XLSM, Bang tinh Microsoft Excel

hoac XLS

Thay d6i mau cia doan vin ban co siéu lién két

q Thuce hanh theo cac budc sau:

e

1. Vao ngan Design, nhom Themes, chon nat Theme Colors va chon Iénh Create New
Theme Colors.

2. Trong hop thoai Create New Theme Colors, dén phan Theme colors va thuc hién
chon mau cho 2 tuy chon cuoi cung la:

e Hyperlink: chon lai mau cho van ban c6 hyperlink

e Followed Hyperlink: chon mau cho vin ban hyperlink sau khi d& nhip Ién
lién két.
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Create New Theme Colors

Theme colors Sample
Text/Background - Dark 1
Text/Badkground - Light 1
Text/Background - Dark 2
Text/Badkground - Light 2
Accent 1
Accent 2 Hvperiink
Accent 3
Accent 4
Accent 5
Accent o
Hyperlink
Followed Hyperlink
Mame: |Custom 2 |
[ Save ] [ Cancel ]

Hinh 398. P6i mau cho hyperlink

3. Nhén nat Save dé luu Theme Colors méi.

Nhin manh hyperlink véi 4m thanh

ﬂ Thuyc hanh thém am thanh cho hyperlink theo cac budc sau:

1.  Chon hyperlink can thém am thanh. Vi du, ban chon hyperlink logo Office trén slide
dau tién.
2. Vao ngan Insert, nhom Links, chon 1énh Action

Insert Design Transitions Animations Slide Show
2 L D ™48 @ 5
[+ PR @ 3

p Screenshot Photo Shapes SmartArt Chart Hyperlink  Acti
Y Album ~ v %
Images IMustrations Links

=3

Hinh 399. Lénh Action

3. Thuyec hién céc tuy chon sau:

o Ngin Mouse Click: thiét 1ap thém am thanh tai phan Play sound trong ngin nay
dé khi kich chuot 1én lién két thi mai thyc thi 1€nh.

o Ngan Mouse Over: thiét 1ap thém am thanh tai phan Play sound trong ngin nay dé
khi di chuyén chudt 1&n trén lién keét thi s€ thuc thi 1€nh.
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Action Settings

Mouse Click | Maouse Over

Action on dlick

O More
() Hvpetlink to:

| http:f faffice. microsoft, carm) W

O Rumn progran:

| Browse, ..

Run macro:

Object action:

Play sound:
|Bomb HE"S |
[THighlight: click.

[ Ok l[ Cancel ]

Hinh 400. Tuy chon &m thanh cho hyperlink
4. Chon 4m thanh tai Play sound va nhin niit OK.

Hiéu chinh hoac xéa hyperlink

ﬂ Thuc hanh thém am thanh cho hyperlink theo cac budc sau:

1. Chon dbi tuong 6 hyperlink can higu chinh hodc x6a. Vi dy, ban chon hinh mit cuoi
trén slide dau tién.

2. Vao ngan Insert, nhom Links, chon 1énh Hyperlink, hop thoai
e Nhin nat Remove Hyperlink trong hop thoai Edit Hyperlink dé x6a bo siéu
lien két

e Hoac hiéu chinh lai théng tin cho hyperlink va nhan OK.

Edit Hyperlink

Link to: Text bo display: | | ScreenTip. ..

E-mail address:

Existing File or |mailtc-:ttphong@giaiphapexcel.com |
‘Wweb Page

Subjeck:
|Guits 20mait 20tu%20Power Point] |

Place in This | Recently used e-mail addresses:

Docurnent mailto:ttiphong@giaiphapexcel com?subject=GUi%2 0mail %20k u % 20Power Point
Create New
Dacument
Remove Link

E-mail Address

I Ok, ][ Cancel ]

Hinh 401. Hgp thogi Edit Hyperlink

Trang 238



Chwong 5. Lam viéc vdi cdc hiéu ung, hoat canh

Hyperlink:

eg, e Hiéu chinh hyperlink: chon doan vin ban hodc déi tirong cé hyperlink roi
nhdp phai chudt va chon 1énh Edit Hyperlink ...

e Mo hyperlink: chon doan vin ban hodc doi tiwong cé hyperlink roi nhdp
phai chudt va chon Iénh Open Hyperlink ...

e Sao chép hyperlink: chon doan vin ban hodc doi tieong cé hyperlink roi
nhdp phai chudt va chon 1énh Copy Hyperlink ... Sau dé chon déi tuwong
khac va nhdn té hop phim tit <Ctrl+V> dé ap dung hyperlink cho doi
tuong.

e Xba hyperlink: chon doan vin ban hodc doi twong cé hyperlink roi nhdp
phai chudt va chon 1énh Remove Hyperlink ...
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13. Héi dap

Trudc khi thyc hanh phan tra 16i céc cau hi, cac ban hay sao luu bai thuyét trinh thanh mot ban
sao c6 tén ThuchanhPowerPoint2010_Ch5_A.pptx d¢ gitr nguyén ndi tap tin cli su dung thuc
hanh tiép trong cac chuong sau.

Cau 1. Trinh bay céch thiét ldp nhanh cac higu #ng cho tét ca céc slide?
Tra loi:

Dé ap dung hiéu tng nhanh cho cac ddi twong trén slide, ching ta can thyc hién cong viéc nay
trong ché do Slide Master View. Néu sb luong céc slide trong bai thuyét trinh nhiéu thi viéc &p
dung hiéu tng trong Slide Master View s& gidp tiét kiém duoc rat nhiéu thoi gian. Tuy nhién,
néu bai thuyét trinh chi c6 vai slide thi ban nén thyc hién ap dung hiéu ang cho mdi slide trong
ché ¢6 Normal View.

MJi Slide Master bao gom mét slide master va cac slide layout. Khi &p dung hiéu tng cho cac
placeholder trén slide master thi cac placeholder trén cac slide layout thanh phan s& duoc thira
ké céc hiéu tmg nay. Khi do, cac hiéu ing s& giéng nhau cho tit ca cac slide trong bai thuyét
trinh. Tuy nhién, ban c6 thé vao céac slide layout dé thay ddi lai hiéu ung va khi d6 cac slide
trong bai thuyét trinh sir dung kiéu layout nao s& c¢6 hiéu tng theo hiéu tmg da thiét 1ap cho slide
layout d6 trong ché d6 Slide Master.

ﬂ Cac budc thuc hién nhu sau:

1. M@ bai thuyét trinh ThuchanhPowerPoint2010_Ch5_A.pptx
2. Vao ngan View, nhom Master Views, chon Slide Master

e — e,
ThachantFomerPomta0ld The & pets - Moot PowssPomt Ml = = 8 |

[ e s e D s =
Bld9-0 37 F=
ln Shate fAmtet  Mame et fanetiers Ansatmnd | Renew Vew Desiocet Addde Acuitet re=at o9

None apea

4. " .
Click toedit Master title style
- Al i o
CXick ) it Manter Sext atylos
Seomaid el
Third Lwt

Frarihiwwi
L

[ Boepean Moo || [RS8 ()l fon | 1
Hinh 402. Slide Master

3. Chon céc placeholder “Master title” trén slide master, ban vao ngan Animations va
thiét 1ap cac hiéu tng vam thoi gian cho placeholder nay tuwong tu nhu cach lam da
trinh bay ¢ c&c phan trudc.

4. Chon céc placeholder bén dudi trén slide master rdi &p dung hiéu ang.
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5. Nhan nit Close Master View tro vé ché d6 soan thao binh thuong sau khi hoan tat.
Céc han ché & lvu v:

e Khong linh dong trong cac kiéu hiéu ang trén mdi slide

e Khéng linh dong trong viéc thiét lap thoi gian trén mdi slide

e Khong nén ap dung hiéu tng cho cac placeholder 1a footer, ngay thang, danh sé slide
e Khong nén ap dung hiéu tng cho cac hinh nén slide

Cau 2. Trinh bay céach tao nhanh bé nit diéu hwéng cho tdt cd céac slide trong bai thuyét
trinh?

Tra loi:

BO ndt nay s& xuét hién trong tat ca cAc slide cua bai thuyét trinh, do vay cach thyc hién nhanh
nhat la tao cac nat nay trong che d¢ Slide Master View. Vi dy, chung ta s& tao m¢t by S nit nam
¢ canh dudi cia moi slide trong bai thuyét trinh bao goém:

o Nut .: khi nhin vao no thi bai thuyét trinh s& dugc chuyén vé slide tua dé

o NGt . ihi nhén vao n6 thi s chuyén dén slide ké tiép slide hién hanh

o Nut .: khi nhan vao né thi s& chuyén vé slide trude slide hién hanh

o Nut .: khi nhan v&o né thi s& chuyén dén slide cubi cliing

o Nt .: khi nhan v&o n6 thi s& chuyén dén slide dau tién
MGi Slide Master bao gom mot slide master va mot vai slide layout. Nhiing diéu chinh vé dinh
dang, font chix, hinh anh trén slide master ngay lap tirc dugc céc slide layout ké thira. Do vay, ban

chi can tao bo nat cho slide master. Néu ban muén mdi kiéu slide layout c6 bo nat diéu hudng
khéc nhau thi ban phai vao cac kiéu slide layout d6 dé tao bo nuat twong ung.

q Thuce hanh theo cac budc sau:

o

1. Mg bai thuyét trinh ThuchanhPowerPoint2010_Ch5_A.pptx
Vao ngan View, nhdm Master Views, chon Slide Master.

3. Ban hdy chon slide master trong so do slide trong khung bén tréi cira s6 rdi vao ngin
Insert, nhom Illustrations, chon Shapes.

4. Pén nhom Action Buttons, chon shape kiéu Home.
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B[ ]

[ Insert | Transitions Animations Reviey
[@Psharess) @ 1 a5 =
O0o<cOO0lGe0cdU 4l
CUCNRDB X 6 AVED

leBO0

Stars and Banners

LR A S SRS ROROF EOE 137
2 2R () 1 [T 0 QI

Callouts 3
AQODBaa@AT A de A8 rn] |
i A0 AD g8 =]
Action Buttons ‘

Df?x

Hinh 403. Chon kiéu nat Home

5. V& mot nit nho nhé & goc dudi bén trai cua slide, cha y tranh phan dung cho footer
cua slide. Ban c6 thé gitr thém phim Shift khi v& dé hinh dugc vudng van. Hop thoai
xuat hién, ban s& thay tai Hyperlink to da chon sdn hanh dong la First Slide va chi
can nhan OK.

Action Settings

Mouse Click | Mause Cwver |

Action on click

|First slide

_]

O Eun program:

| Browse. ..

Fun macro:

Cbject action:

CJplay sound:

| [Mo Sound]

Highlight click

(lick to edit Master title style

Click 0 e}t Master fext styles
Secund leved
Thied vl

Bourth lavel

1ifith bewl

e L]

Hinh 404. Pgt 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 tuy chon trong hop Action Settings ma chi can nhan OK dé chap nhan vi cac
nat Iénh nay da dugc thiét 1ap san cac tuy chon. Két qua cudi cung nhu sau:
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Click to edit Master title style

Click 1o alit Master text u&y]d
Second level
Third level
Pt love
P vl

Hinh 405. Bg n(t diéu hiréng trong slide master

7. Ban dé y s& thiy cac slide layout ciing xuét hién bo nat diéu huéng da tao trén slide
master. Nhan nut Close Master View dé tré vé ché do soan thao. Khi d6 tat ca cac
slide trong bai thuyét trinh déu c6 bd nat diéu hudng giong nhau.

R
PowerPoint 2010 M@_|
Ermtin fati syl ]
W]

Hinh 406. Tat ca cac slide trong bai thuyét trinh déu c6 bé niit diéu hiréng
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Cau 3. C6 cach nao khong cho hiéu dwong gach dwéi ciia van ban co hyperlink hay khong?

Tra loi:

PowerPoint khéng hd trg x6a bo duong gach chan cua vén ban c6 hyperlink. Do vay, nén thay thé
viéc cheén hyperlink cho van ban bang chen hyperlink cho hp shape chira van ban.

Cach 1:

% Cac buac thuc hién nhu sau:

1.

4.

5.

Vi dy, ching ta s& diéu chinh lai hyperlink cta van ban “Microsoft PowerPoint 2010”
trén slide dau tién.

Ban chon vin ban “Microsoft PowerPoint 2010 rdi nhap phai chuét va chon Iénh
Remove Hyperlink.

Chon hdp vin ban chira twa d& “Microsoft PowerPoint 20107 rdi nhap phai chudt va
chon Hyperlink...

| Edit Text

Bring to Front
Send to Back

Hyperlink... @
Save as Picture...

E:‘iaFmOnline : Size and Position..,

Hinh 407. Trug cdp lénh Hyperlink bang phdi chugt

Chon Place in This Document tai Link to va chon slide sé 10 trong danh sach Select
a place in this document.

Nhan OK hoan tat viéc diéu chinh.

Céach 2: Cach nay c6 thé ap dung khi hop van ban c6 nhiéu dong va mdi dong vin ban c6 thé tao
hyperlink khac nhau.

ﬂ Cac budc thuc hién nhu sau:

1.

Vi dy, chiing ta s& diéu chinh lai hyperlink cua vin ban “Microsoft PowerPoint 2010”
trén slide dau tién.

Ban chon vin ban “Microsoft PowerPoint 2010” rdi nhap phai chudt va chon Iénh
Remove Hyperlink.

Vao ngan Insert, nhm Illustrations, chon Shape va chon kiéu Rectangle.
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4. V& mot hinh chit nhat dé 1én ving tua dé.

Gidithibucictinhning
ciia chuong trinh

Hinh 408. Vé shape dé lén ving twa dé

5. Nhip phai chudt 1&n shape va chon Hyperlink... va tién hanh thiét Iap cac thong so
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. Nhip phai chuot 1&n shape va chon Iénh Bring to Front dé lam cho shape ludn noi
trén bé mat van ban.

MinionF~ 18 ~ A" A" 5|

B I EE=EA-D

. % Cut
- PowerPoirfye
U L] {4 Paste Options:
— 1 e mEn e
Gidithiducicti @ @j
clia chuongt Edit Text
Edit Paints

Group 3

Bring to Fgont® >
Send to Back 4
LA |
Hinh 409. Tuy chon Bring to Front
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Cau 4. Muén chén Logo cdng ty vao tat cd cac Slide trong mét bai bao céo c6 rdt nhiéu slide

thi phdi lam sao?

Tra loi:

C6 nhiéu cach 1am, tuy nhién cach lam nhanh va it 1am tang dung luong tap tin bai thuyét trinh 1a
chén Logo vao slide master trong ché do Slide Master View.

E Thuc hanh theo cac budc sau:

1.
2.
3.

M¢ bai thuyét trinh ThuchanhPowerPoint2010_Ch5_A.pptx
Vao ngan View, nhém Master Views, chon Slide Master.

Chuing ta s€ chén hinh “OfficeLogo.jpg” vao goc trén bén phai cua slide master. Ban
hdy chon slide master va vao Insert, nhdm Images, chon Picture. Hop thoai Insert
Picture xuat hién.

9 2 Xul-

Lok e
Wy ot -~
Qm
e TR ; ,/‘
= | 3
0 oments »
Pl e LSS LT TRRT Lrwa oy
o M ok |
et
‘ ' A
-
. »
Amrdl 19,3 Femd1 38,59 Armall 17 0 Fead1 18,5 Areras1s oy
e e e N as .
e naoe -
Fes o0 g s e M.« 0. o2 LA “5' ) * bngy * 0 d“%n.‘ 0t i
(ot 3 ([ cma ]

Hinh 410. Hgp thoai Insert Picture

4. Chon hinh tén “OfficeLogo.jpg” va nhan Insert dé chén vao slide.

5. Di chuyén hinh vao goc trén bén phai cua slide master.

Click to edit Master title style

hick 1o elit Mastor fext atyles
Second bewve)

Hinh 411. Logo xudt hién trén tat ca slide
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Cau 5. C6 cach nao cho mét ban nhac phét tir dau dén cuéi bai thuyét trinh hay khong?
Tra loi:

Chuing ta c6 thé thiét 1ap cho mot ban nhac chén vao slide dau tién nhung c6 thé phat tir dau dén
cuoi bai bai thuyeét trinh.

q Cac budc thuc hién nhu sau:

o/
1. Mo tap tin QA.pptx Ién va chén vao mot ban nhac ¢ slide dau tién.

& 4|

Video | Audio |

| M& () Audio from Fife.

Iy )

dio from File

Clip Art Audid..

Record Audio...
Insert an audio clip into the slide,

0 Press F1 for more help.

Hinh 412. Chén nhac vdo slide dau tién

2. Chon Ién biéu tuong hinh loa va vao Audio Tools, chon ngin Playback, nhém Audio
Options. Tai Start chon Play across slides dé cho bai nhac phat lién tuc khi chuyén
sang slide khac khi trinh chiéu. Chon thém Hide During Show dé 4n hinh céi loa khi
trinh chiéu.

how Review View Developer Add-Ins Format Playback ‘

ﬁg&jﬂ [#); Start: Play across slides =[] Loop until Stopped

Volume [J] Hide During Show || Rewind after Playing

Q Audio Options

OO Start

I
i | *[ Play the audio clip automatically,
HI=O when clicked, or automatically and
' ‘ <« > 000000 o) N across multiple slides.

Hinh 413. Thiét ldp tity chon cho dm thanh

@AAAb““4AAAA‘AAA@
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Ngi dung
1.

© 0o N o g A~ WD

Chuong 6
Chuan bi thuyét trinh

Tao tiéu dé dau va chan trang

Ghi chi va nhan xét cho cac slide
Chuyén dinh dang cua bai thuyét trinh
In bai thuyét trinh

Pong goi bai thuyét trinh ra dia

Tay bién noi dung cho céc budi bao cao
Thiét 1ap tuy chon cho céc kiéu bo céo
Kiém tra bai thuyét trinh

Hoi dép
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T

rong chuong nay, chung ta s& cting nhau tim hiéu cac cong tac chudn bi cho budi trinh dién
trude khan gia hodc phat hanh bai trinh dién dudi dang tu hanh hodc tuong tac véi nguoi

xem. Chuong nay sé& lan luot trinh bay cac noi dung sau:

Tao tidu dé dau va chan trang (header & footer) cho slide va céc trang in phat khan gia
(handout).

Tao chi ghi chu (notes) cac diém quan trong vé ndi dung sé trinh bay trén cac slide.
Chuyén bai thuyét trinh sang cac dinh dang khac (PPT, PDF, Word, Video) dé chia s&
In céc tai liéu dung riéng cho ngudi bao cao (Notes Pages).

In cac tai liéu phat cho khan gia (Handout)

Dong goi bai thuyét trinh ra dia (Package Presentation for CD)

Tay bién noi dung cho cac budi béo céo (Custom Slide Show)

Céc thiét 1ap cho céc kiéu bao cao (Set Up Slide Show): Tuy bién bai thuyét trinh sang
dang thuyet trinh truc tiép truéc khéan gia hoac la dang bai thuyét trinh tu hanh.

Kiém tra va bao céo thir bai thuyét trinh.

Chung ta s& str dung tiép tap tin thyc hanh & phan truéc. Ban hiy sao luu bai thyc
hanh d6 thanh mét tap tin mai tén 1a ThuchanhPowerPoint2010_Ch6.pptx.

1. Tao tiéu @& dau va chan trang

Trong PowerPoint, viéc thiét 1ap Header & Footer cho Slide va trang in kiéu Handout hoic Notes
c6 mot s6 diém khéac nhau. PowerPoint thiét ké san cac placeholder trén slide va céc trang
handout hoic notes dé chira cac thong tin header & footer ma ngudi ding s& nhap vao. Ching ta
c6 thé thuc hién mot s tiy chinh di véi cac placeholder nay trong ché do Slide Master, Handout
Master va Notes Master.

Header & Footer cho Slide c6 3 placeholder nhu sau:

Footer: Dung dé chira doan van ban nhu tén tac gia, tén chuong, ...

Date and Time: Chta thdng tin ngay thang tao hoac cap nhat lan cudi bai thuyét trinh.
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e Slide Number: Chwra sb thir tu cua slide trong bai thuyét trinh
Header & Footer cho Handout va Notes c6 4 placeholder sau:

e Header: Dung dé chira doan van ban nhu 12 tén tua dé cua bai béo 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 hozc cap nhat 1an cubi bai thuyét trinh.

e Page Number: Chta sé thir ty cua trang in trong bai thuyét trinh

q Cac budc thuc hanh nhu sau:

1. Mo tap tin ThuchanhPowerPoint2010 Ch6.pptx

2. Vao ngan Insert, nhom Text, chon Iénh Header & Footer, hop thoai Header and
Footer xuat hién.

Text = Header \WordArt Date Slide Object

Box & Fv:O@’ & Time Number
Text

=

Hinh 414. Chon lénh Header & Footer

3. Chon ngan Slide trong hop thoai Header and Footer va lam theo nhu sau:

e Date and time: thiét 1ap thoi gian s& xuat hién trén slide
= Update automatically: thoi gian s€ la ngay hién hanh ctia may tinh dang st
ding va s€ tu dong thay doi thoi gian trong nhitng lan m¢é sau. Ban c6 the
chon thém kiéu dinh dang theo ngén ngir tai hop Language va kiéu ngay
thang tai hop Calendar type. Vi dy, ban chon tuy chon nay va chon dinh
dang la thang/ngay/nam theo thiét lap trong Control Panel ciia may dang st
dung.
= Fixed: nhap thoi gian ¢6 dinh vao 6 tréng bén dudi
e Slide number: Ban danh diu chon vao 6 nay dé cho hién sb thi tu cua slide.
e Footer: Hay nhap vao tén cua ban

e Don’t show on title slide: ban hay chon tuy chon nay dé khong &p dung
Header & Footer trén cac slide tua dé (title slide).
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Header and Footer,

Slide | Mates and Handouts

Inchude on slide Apply to Al

Date and kime

(%) Update automatically Apply
o |

| | |
() Fixed

Slide number !

Euuter R
|Tr§n Thanh Phong |

[#]Don't show on itle slide:

Hinh 415. Thiét lgp Header & Footer cho Slide
e Néu nhan nit Apply thi chi d4p dung cac thudc tinh Header & Footer cho cac
slide dang chon. Néu nhan nat Apply to All thi s¢ ap dung cac thudc tinh
Header & Footer cho toan bd bai thuyét trinh.

4. Chon ngan Notes and Handouts:

Header and Footer,

Slide | Motes and Handouts
Include on page ) Aoty b Al
(¥ Undate automatically

|Fridav, lanuary 22, 2010 |+ |

| | |
) Fized
| |
Header
|Micrusu:ul‘t PowetPaint 2010 |
Page number
Footer
|Tr§n Thanh Phong |

Hinh 416. Thiét ldp 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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e Page number: Ban danh dau chon vao 6 nay dé cho hién sé thir tu trén céc
trang in Handout hoac Notes Pages.

e Footer: Hay nhap vao tén cua ban

e Nhin nat Apply to All dé ap dung cac thudc tinh Header & Footer cac trang in
Handout va Notes Pages.

Tuy chinh Header & Footer trong Slide Master

Cac Header & Footer vira thém vao céc slide doi khi s& chua duge nhu y mudn. Do vay, chiing ta
sé& thuc hién mét so tuy chinh cho doi tugng nay trong ché do Slide Master View.

% Cac budc thuc hanh nhu sau:
1

Vao ngan View, nhdm Master Views, chon Iénh Slide Master.

2. Ban chon vao indeqmaster, O goc dudi bén phai caa slide c6 3 hop nho chinh la 3
placeholder dung d¢ chtra thong tin Date andTime, Slide Number va Footer. Ban
hay doi 3 placeholder nay xuong sat canh dudi caa slide.

(lick to edit Master title style Click to edit Master title style

Qlick to afit Master text styles i Click tn edit Master fext styles
Secondlevel Second leved

"Thizd Jewd Third Lewd

Foarth ewal Fanath lovel
1l drwed Pl )

Hinh 417. Sdp xép lqi cac placeholder trén Slide Master

3. Ban chon 2 placeholder Date and Time va Footer, sau d6 vao ngan Home, nhom Font
va chon lai c& chit 1a 14. Chon placeholder Slide Number va cho cé chit la 20, chir in
dam (Bold) mau vang va c6 bong mo (Text Shadow).

’Home] Insert Transitions Animations Review V|

Minion Pro (Body ~ 20 ~ A~ A7

= gy -
| t

| Text Shadow

Add a shadow behind the selected
text to help it stand out onthe
slide,

Hinh 418. Pinh dang lai cac placeholder

4. Nhan nGt Close Master View.

Trang 252



Chuwong 6. Chudn b thuyét trinh

2. Ghi chu va nhan xét cho céc slide

Ghi cht cho slide

Dudéi mo| slide trong ché d6 Normal View la mot khung trong dung dé nhap cac thdng tin ghi chu
(notes) vé nodi dung trong slide d6. Ngoai ra, chung ta ¢ thé chuyén sang ché do Notes Page dé
nhap théng tin ghi cha cho slide.

Ban c6 thé thém céc ghi chli vao viing Notes trong ché do Normal nhung dé xem hinh déng thuc
su cua trang in Notes Page thi ban phai chuyén sang che d6 man hinh Notes Page vi trong che do
Normal View ban s€ khong thay dugc cac dinh dang vé mau sac, hinh anh, ... trong khung Notes.

Trong ché do Notes page, mdi trang bao gém mat hinh thu nho cua slide nam bén va bén dudi la
hop van ban dung dé nhap thong tin ghi chi vao. Ngoai van ban, ban cd thé thém vao trang ghi
cht cac doi tugng khac nhu do thi, hinh, bang biéu, shape, ...
," H”- 17.4 - Vest@At o n P eIl DM EFL ARTTIIN P et o i u .-" ;‘.’-" o ;‘.‘;.4 . Ihatuedsns St 0o) O sas - WMsttish fawn o
- P I SR ——— Y P -
if\" Asod e R - B
.‘—‘J . J . .l 1 - - LY - J

.- -_‘—“ .:V e x

PoWEPHIAT 2010

T e e
e

PowerPoint 2010

[T NI T -
g e ’

3353 = o Tl e 03 TE TS X = |

Hinh 419. Notes trong Normal View va Notes Page

Ghi chu trong ché @9 Normal View

E Cac budc thyc hanh nhu sau:

1. Chon slide can thém ghi chi. Vi du ban chon slide s6 3

2. Trong ché do slide, ban nhap chudt vao khung Notes nim bén dudi slide va nhap vao
va dinh dang thong tin ghi chu cho slide nhu hinh sau:

e Quét chon van ban trong khung Notes va vao ngan Home, nhém Font va
Paragraph dé dinh dang.
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Nhiing Kt iremen

> Presentution Views  >Master Views

5 |
‘a":c_\nm-

- Nul;--}‘—'l.f

*Nending View

Presentation Views

« Normal: Ding rét nhigu trongqud trinh bién soan

« Slide Sorter: Sap xép cac slide trang bai thuyét trinh,
* Notes Page: Thém cac ghi chi vao slide

+ Reading View: Xem trudc bai thuy8t trinh

Master Views

+ Slide Master: Luu triT thing tin v& thigt k&

* Handout Master: Thiét I3p cac théng sd cho cac trang in Handout 1
+ Notes Master; Thiét 13p cac théng so cha cac trang In Noted

Hinh 420. Nhdp ghi chd cho slide
3. Thuc hién lai thao tac nay cho céc slide can thém thdng tin ghi ch.

Ghi chu trong ché @9 Notes Page

Ghi chu trong Normal View khdng thé thém vao hinh anh, d6 thi, ... nén ching ta can phai vao
Notes Page dé thém céc théng tin nay.

% 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

| Wew

[28 stide Sorter EJ Slide Master [ ruter O
] &= Grayscale
Zoom Fitto

— [Z] Notes Pag i
5] Reading =] Notes Master [ Guides Window = mm Black and Whit

Presentation Views Master Views Show | Zoom Color/Grayscale

andout Master | [T Gridlines

Hinh 421. Chuyén sang ché do Notes Page

2. Dung thanh cudn doc dé di chuyén dén slide can thém ghi chi. Vi du, ban chon slide
so 3.
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)

> 0 (})
Presentation Views

« Normal: Dung rit nhigu trong gua trinh biénsoan

- Slide Sorter: 53pxEpc rong bai thuyEt trink.

» Notes Page: Them cacghichuvaosios

= Reading View: Xem tridc baithuy et trink

|

|

|

|

|

4 |

(-Master Views &

- Slide Master: Lizw trl¥ thong tin vE thift k& |
|

|

|

|

|

|

—_——————{)

« Handout Master: ThiStl3p cac thang sd cho cactrang

|

| in Randout

: « Motes Master: Thistlapcacthang sdchocactranz in
Notes

‘ .

l I

p

e O-————————— O

3. Banco thé nhép thém céc thong tin, dinh dang van ban hodc vao ngan Insert dé cheén
cac hinh anh, do thi, shape, bang biéu vao trong trang.

Lam viéc véi Comment
Comment thuong dugc chén vao cac slide dé nhan xét hodc danh gia vé ndi dung, hinh thic....
cia bai thuyét trinh nao do. D61 khi, comment 1a cua chinh tac giad bai thuyét trinh thém vao dé

yéu cau ngudi khac nhan xét gitp minh vé bai thuyét trinh. Chiing ta ¢ thé thém va hiéu chinh,
sao chép hoac x6a cac comment trén cac slide.

Thém comment

ﬂ Cac budc thuc hanh nhu sau:

1. Chon slide can them comment. Vi du ban chon slide s6 8
2. Vao ngan Review, nhom Comments, chon New Comment
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. Office

Hinh 422. Lénh New Comment

3. Ban nhap vao noi dung can nhan xét trong hop comment vira chén vao

1TP1_ | Tren Thanh Phong 1/2z/2000
udng cho OFfice rivar phm hinh &ng < 1

by = Shy SESRE
= - it *ﬁ
I ] 312

1 Office

; 449 ,1“‘1-..,
Sl [Py
‘%.__EH!'. S
.' -.‘ P ﬁ -

HNEEE

4. Nhip chuot ra khoi hop comment dé hoan tat. Ban c6 thé di chuyén comment dén gan

dbi tuong trén slide ma n6 nhan xét.

Hiéu chinh comment

q Cac budc thuc hanh nhu sau:

Chon slide c6 comment can hiéu chinh. Vi du la slide sb 8.

2. Vao ngin Review, nhém Comments, chon Show Markup dé hién cac comment trén
slide. Néu slide c6 nhiéu comment thi:

o Nhan n(t Next dé di chuyén dén comment ké tiép

e Nhan nit Previuos dé di chuyén vé comment lién trudc

Chon comment can hiéu chinh. Vi du ban chon comment vira tao.

Chon Iénh Edit Comment
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tions Animations Slide Show Review
;’"'j:? ] ﬁj AQ Delete ~
|
e #2 Previous

Show New Edj =
Markup| Comment Co @ MNext
Comment

Hinh 423. 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

ﬂ Céac budc thuc hanh nhu sau:

1. Chon slide c6 comment can sao chép néi dung. Vi du la slide s 8.
2. Chon comment can sao chép noi dung, Vi du chon comment vira tao & trén.
3. Nhap phai chuét Ién comment va chon Iénh Copy Text

Chen video vao slide

Edit Comment

Copy Text

New Commen m
2 ¥

Delete Comment

Hinh 424. Sao chép ngi dung trong hgp comment

4. Chon néi dé dan noi dung sao chép vao va vao ngin Home, nhém Clipboard, nhan nit
Paste.

Xbéa comment

E Cac budc thuc hanh nhu sau:

1. Chon slide c6 comment can x6a. Vi du 14 slide sé 8.
2. Chon comment can x6a. Vi du chon comment vira tao & trén.
3

Nhan phim Delete trén ban phim dé x6a hoic vao ngin Review, nhém 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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e Delete All Markup in this Presentation: x6a tit ca comment trong bai thuyét trinh

nay.

tions Animations Slide Show Review View Developer Add-Ins
; '/LT ‘ = /}j [u Delet Compare 7

‘_'-/,- J ‘l " L )

" Dele
Show New Edit 90
Markup| Comment Comment ¢ Delete All Markup on the Current Slide
Comments | %y pelete All Markup in this Presentation

Hinh 425. Lénh Delete

3. Chuyén dinh dang cia bai thuyét trinh

Chuyén dinh dang bai thuyét trinh da hoan thanh sang cac dinh dang khac nhu 12 Acrobat (PDF),
Word, Video, ... hoac 1a luu bai thuyet trinh sang dinh dang PowerPoint & cac phién ban trudc sé
gilp cho viéc chia sé dugc dé dang hon.

Luru bai thuyét trinh dwéi dinh dang PowerPoint 2003 tré vé truéc

Hién nay van con rat nhiéu cong ty va ngudi dung chua nang cap Ién PowerPoint 2007 hoic
2010, nén vi¢c luu bai thuyet trinh sang dinh dang PowerPoint cii s& gilp nhitng nguoi dung nay
c6 thé m¢é va xem trinh chiéu trén may cua ho.

q Cac budc thuc hanh nhu sau:
U

1. Mo bai thuyét trinh cin chuyén vé dinh dang PowerPoint 2003 tro v& trudc.
2. Vao File, chon Iénh Save As
3. Chon kiéu dinh dang tap tin tai hop Save as type 14 PowerPoint 97-2003 Presentation

*
(*.ppt).

File pame: ThuchanhPowerPaint2010_Che, ppkx v

Save a5 BYPE | powerPaint Presentation (*.pphd) |'v_
PawerPaoint Presentation (% ppkx) Y
|PowerPaink Macro-Enabled Presentation (*.pr
‘PowerPaink 97-2005 Presentation (*.ppk)
POF (*.pdf)

; %P3 Document (*,xps)
r Click to PowerPoink Template (*.pot:) bt

Hinh 426. Chon kiéu dinh dang tdp tin

4. Dt tén tap tin tai hop File name néu muon va nhan nit Save dé luu lai ban sao cua
bai thuyét trinh dudi dinh dang PowerPoint 97-2003.

Chuyén bai thuyét trinh sang PDF/XPS
Dinh dang PDF rat phé bién trén internet, do vay viéc chuyén bai thuyét trinh sang dinh dang nay

cling rat can thiét trong viéc chia s& trén mang. Chuyén bai thuyét trinh sang dinh danh PDF/XPS
da duoc trinh bay chi tiét & chuong trudc, nén phan nay chi trinh bay so luoc lai.
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q Cac budc thuc hanh nhu sau:

1. Mo bai thuyét trinh can chuyén vé dinh dang PDF hoac XPS.
2. Vao File, chon Iénh Share, chon Create PDF/XPS va chon tiép Create a PDF/XPS.

File Types

Print
B ChangeFile Type

|  Create PDF/XPS Document %

Help

& Create a Video

Hinh 427. Chuyén bai thuyét trinh sang PDF/XPS

3. Dat tén tap tin tai hop File name, chon kiéu dinh dang 1a PDF hoic XPS tai hop Save
as type cac tuy chon khac dé mac dinh.

Filename: | ThuchanhPowerPoink2010_chs

Save as type: F'IZ:-F )

vl
Open file after publishing
Optimize far: (%) Standard {publishing online and printing}

() Minimum size {publishing online}
Publish

Hinh 428. Chon kiéu d@inh dang PDF

4. Nhan n(t Publish dé xuat ban bai thuyét trinh sang PDF.

Chuyén bai thuyét trinh sang video

Pay la tinh ning mai cua PowerPoint 2010. Viéc chuyén bai thuyét trinh sang video s& gilp
ngudi xem khong can thict phai c6 chuong trinh PowerPoint cai dat trong may ma chi can mot
chuong trinh phat video dé xem, vi du nhu la Windows Media Player.

- Cac budc thuc hanh nhu sau:

o/

1. M@ bai thuyét trinh can chuyén vé dinh dang Video.
2. Vao File, chon Iénh Share, chon Create a Video

& TangeET e TypT UPTOaUIMU T O TITE VW ED
s}  Create PDF/XPS Document

Hel 3 a 7| Internet & DVD =
e | Q’L Create a Video « For uploading to the Web and burning to stan...
o5 Add-ns ~ T < imings ions
[z Add-Ins §%  Package Presentation for CD ‘:\' " Use Recorded Timings and Narrations o
[ Options W& Slides that do not have timings will use the def...
ER  Create Handouts c e -
S [E] Seconds to spend on each slide:  05.00
by Exi
oz &
ey
Create
Video

Hinh 429. Chuyén bai thuyét trinh sang video
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3. Chon chat lwong phim can xuit ra. Vi dy, ban chon Ia Internet & DVD va nhan nit
Create Video.

4. Tim noi luu tap tin video tai Save in va dat tén tap tin tai hop File name.

File pame: ThuchanbPower Point2010_Che, wmy w

save askbype! | windows Media Yidea %)

Hinh 430. Dat tén va chon dinh dang video

5. Nhan nat Save va chd PowerPoint chuyén d6i bai thuyét trinh sang video.

Chuyén Handout sang Word

Viéc chuyén cac Handout hodic Notes Pages sang trinh soan thao Microsoft Word sé& gitip ban c6
the thém céac dinh dang mong muon khac ma PowerPoint khong ho trg trude khi in.

q Cac budc thuc hanh nhu sau:
\ J

1. M bai thuyét trinh cin chuyén vé dinh dang Video.

2. Vao File, chon 1énh Share, chon Create Handouts va chon Iénh Create Handouts,
hop thoai Send to Microsoft Word xuat hién.

Send To Microsoft Word @@I

Page lavout in Microsoft Word

.x (%) Motes next to slides
=
=§ () Blank lines next ko slides
Create Handouts in Microsoft Word -
Create handouts that can be edited and formatted in {:} Motes below slides
Word.
Creates a Word document that contains the slides and O Blark lines bel lid
ank lines below slides

notes from this presentation

Use Ward to layout, format, and add additional
content to the handouts

) outline only

[0 ) 5

Automatically update slides in the handout when the
presentation changes

Add slides to Microsoft Word document
B3

Create %

Handouts [ ok ][ Cancel ]

Hinh 431. Chuyén handout sang Word

3. Tai nhén] Page layout in Microsoft V\{ord, ban xem hinh mﬁSu cac kiéu dinh dang cua
khi chuyén sang Word va chon moy kiéu. Vi du ban chon kiéu Notes next to slides.

4. Tai nhom Add slides to Microsoft Word document:
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e Néu Paste duoc chon thi cac handout hodc notes pages s& doc lap véi tai lidu
Word,

e Néu Paste link duoc chon thi mdi khi ¢6 sy hiéu chinh trén slide trong bai thuyét
trinh thi cac hiéu chinh nay s& tu dong cép nhat sang tai liéu Word. Vi du, ban
chon tuy chon nay.

5. Nhin nit OK‘Vé cho trong gidy lat chuong trinh Microsoft Word s& m¢ 1én va cac
slide s€ dugc lan lugt chuyén sang Word.

Slid=1

PowerPoint 2010 ‘

. aee g

il
—

Slide2

Slida3 a &

< Presentation Views

® Mormal: Dung r3t nhidu trong qui
trinh bign soan

*® Slide Sorter: S3p x8p cic slids trong
bai thuygt trinh.

* MNotes Page: Tham cac ghi chu vao

slide

Hinh 432. Handout sau khi chuyén sang Word.

4. In bai thuyét trinh

Trong cac budi thuyét trinh ¢ sir dung may chiéu, dién gia hay nguoi béo céo s& phat cho nguoi
xem mot tap tai liéu vé cac bai bao cao sip dién ra dé ho doc trudc. PowerPoint cung cap rat
nhiéu tily chon dé ban tao nén céc tai liéu mot cach nhanh chéng va rat chuyén nghiép.

In tai liéu danh cho dién gia
In 4n tai liéu dang Notes Pages hoic Outline thudng duoc sir dung danh cho ngudi thuyét trinh.

Céc ban in nay chtra noi dung trén slide va cac ghi chu cua slide ciing dugc in kém theo. Nguoi
thuyét trinh c6 thé doc nhanh cac trang in nay dé xac dinh y chinh can trinh bay.
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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 6 man hinh
Notes Page, nhung viéc 1am nay rat tha cdng va mat thoi gian. Ching ta nén vao ché d6 man hinh
Notes Master dé thuc hién céc tly chinh va cac thay d6i nay s& co tac dung cho tat ca céc slide
trong bai thuyét trinh,

q Cac budc thuc hanh nhu sau:
X

1. M@ bai thuyét trinh can diéu chinh Notes Master.

2. Vao ngan View, nhom Master Views, chon Notes Master. Cira sd Notes Master
Xuat hién.

Home Insert Review View

) Slide Master [ Ruter §
Handout Master =[] Gridlines

N Zoon
=] Notes Maste[N [0] Guides

Master Views Show ¥

Hinh 433. Lénh Notes Master

3. Tai nhém Placeholders, ban c6 thé thiét 1ap cho an hodc hi¢n 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
i o [E V| Head 7| Dat 7 Colors™
1 ':j — ]:J Facer g . A{, i color L) Background Styles
1 [¥] slide Image [¥] Body =8 [A]Fonts - —
Page Notes Page Slide i - Themes — lide Back |G Close
Setup Orientation v Orientation~ | [¥] Footer [¥] Page Number - Effects ~ Master View
Page Setup Placeholders Edit Theme Background , Close

Hinh 434. Ngan lénh Notes Master

4. Tai nhém Edit Theme, ban c6 thé chon lai bd mau séc, font chir va hiéu ¢ng cho cac
placeholder.

5. Tai nhdm Background, ban c6 thé thém nén cho cac Notes Page. Vi du, ban chon
Style 2 tai Background Styles.

‘{’/_)] Background Styles 'r ”

e | ]

&) Format Background..,

=

Hinh 435. Thém nén cho céac Notes Page
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6. Trong vung Notes Page:

e Ban chon 2 placeholder Header va Date va di chuyén xuéng phia dudi 1cm vi
ching qua st I¢é trén cua trang in.

e Ban chon 2 placeholder Footer va Page Number va di chuyén Ién trén 1 cm
vi chung cling qua sat 1 dudi cua trang in.

e Ban c6 thé diéu chinh kich thuéc cua placeholder Slide Image hoac Body theo
nhu cau. Vi duy, 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
me Insert Review View Developer Add-Ins Acrobat | Format
P &r shape Fill ~ g 4, A~ Hhsring Forward
Abc ﬂ ‘ Abc - 2 Shape Outline ~ ﬂ b 2 send Backwar
\ ) B o = uick
& = ¥ | & Shape Effects v S%'Ias - Y % Selection Pang|
Shape Styles Ia | WordArt Styles = Arrange

| Colored Outline - Red, Accent 1 [l

wmrE T 1323/20

b e i Leaer tinle sty e

Hinh 436. Binh dang cho placeholder Body
7. Chuyén qua ngin Notes Master va nhan nut Close Master View dé hoan tat.

Thuec hién in 4n Notes Pages

Sau khi thyc hién cac cong doan tily chinh cho Notes Page, chiing ta s& tién hanh in an ching ta
giay dé sir dung khi thuyeét trinh.

ﬂ Cac budc thuc hanh nhu sau:

1. M@ bai thuyét trinh can in Notes Pages.
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2. Vao File, chon Print

Bld2-0 370 ThuchanhPowerPaint2010_ChE.ppts - Micrasoft PowerPomt
n Home Insert Design Tranibons Arematiom Slide Show Review View Developer Add.ny Acrobat
e 5o
Prin
B Swe s 4 :. i -
< Copies <
i Cpen Briry mans bt 3323 Wiy e 36 BEE
o ciose
Info Printer
D Prictes2 on FETPSYS
Recent & »
fead
Mg Epoter Progesties
w
Settngs
o Pt Al Slides >
5 =
Sha’e T entire preterdat) P' |
Slides: * Normal: Ding rit resdu bong gud trinh odn scen
© Y * Slide Sorter: 542 xdp e sive rang okl thay
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Notes P i
Notes Pages = * Notes Page: Thém cac gh chu -,cAlrde
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. Prirdt on Both Sides Master Views
Options
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Hinh 437. Hgp thogi Print

3. Thuc hién céc tuy chon sau:

e Tai Copies: thiét 1ap s6 lwong ban in

e Tai Printer: chon may in tir danh sach, ban c6 the thiét 1ap cac tiy chon cho
may in bang cach nhan vao Printer Properties.

e Tai Settings:

= Thiét 1ap sb luong slide s& in tir danh muc:

v' Print All Slides: d¢ in tat ca cc slide trong bai thuyét trinh.
Vi dy, ban chon in hét slide.

v" Print Selection: chi in céc slide dang chon

<\

Print Current Slide: chi in slide hién hanh

v' Custom Range: thiét lap cac slide s& in tai hop Slides bén

dudi.
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.. Print All Slides -
E Print entire presentation
Slides

. Print All Slides
_] Print entire presentation %

Print Current Slide
Only print the current slide

Custom Range
_I-'_u Enter specific slides to print

Hinh 438. Chon céac slide sé in
= Chon kiéu Layout can in: Ban chon kiéu Notes Page, va tily chon thém

v' Frame Slides: in dudng vién xung quang Notes Page, ban
khong chon.

v’ Scale to Fit Paper: ban chor] tdy chon nay dé néi rong dién tich
Notes Page vira vai trang giay.

v" High Quality: chon tlly chon nay dé in vai chét luong ban in
cao nhat. Néu chon thi sé in chdm hon binh thuong.

v Print Comments and Ink Markup: ban chon tiy chon nay dé in
cac nhan xét trén slide néu co.

Print Layout

L = Z|

Full Page Slides Motes Pages Qutline
Handouts
1 Slide 2 Slides 3 Slides

= = =

4 5lides Horizontal 6 Slides Horizontal 9 Slides Horizontal

= = =

4 Slides Yertical 6 Slides Vertical 9 Slides Vertical
Frame Slides

v | Scale to Fit Paper

High Quality
¥ | Print Comments and Ink Markup
Motes Pages l
b
Print slides with notes [k

Hinh 439. Chon kiéu layout dé in
= Thiét lap ché do in:

v' Print One Sided: in mot mat gidy

Trang 265



Chuwrong 6. Chudn bj thuyét trinh

v' Print on Both Sides: in hai mat gidy véi gay dong & canh dai
bén trai.
v Print on Both Sides: in hai mat gidy véi gay dong & canh ngin
bén trén.
= Thiét 1ap ché d6 sap gidy khi in nhiéu ban:

v Collated: in co tach ra tung bo, ban nén chon tuy chon nay khi
in ra nhicu b vi d& ton cong chia bd sau nay.

v Uncollated: in khéng tach bo
= Thiét 1ap chiéu trang in:

v" Portrait Orientation: in trang nim 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 véi cac slide ma ban chiéu trén may tinh.

v Grayscale: In v6i tdng mau xam, cac mau nén s& khong duoc in
ra, cac mau sac s€ duoc PowerPoint diéu chinh sao cho ban in
ra dep va r6 rang nhat.

v’ Pure Black and White: Tuy chon nay thich hop cho viéc gui
fax hoac in lén phim may chiéu overhead.

2 Color

i Grayscale

E Pure Black and White
}‘ Celor %

Hinh 440. Tuy chon mau ban in

4. Nhan n(t Print dé gui lénh in ra may in
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Bang 15. Doi chiéu mau sdc giita Grayscale va Pure Black and White

Péi twong Grayscale Pure Black and White
Text (van ban) Black Black

Text Shadows (béng cia van ban) Grayscale Black

Fill (t6 nén) Grayscale Grayscale

Lines (cac dwong ke) Black Black

Object Shadows (Cic kiéu béng 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

Thuc hién in 4n tai ligu dung cho dién gia dang Outline

Khi bai thuyét trinh c¢6 chita nhiéu doan van, ban ciing nén in ra gidy mot ban dudi dang dan bai
(outline) cho dé theo doi. Bé xem Outline cua bai thuyét trinh, ban vao ché @6 man hinh Normal

va chon ngan Outline ¢ khung bén trai.

Bld2-047 &=

_ ngme oert Deugn Trans®ioon Arvrations Siede Show Renem View Developnr a3 dm Acrooat o 0
= A B Loyt + == ) S &
. oyt v 2 A B o=, Ui} | 1
j Minion Fro Cond = 4 AN % E-=-iE8 5™ { y o4 W
-—

bc,m

Parte leowm
- Shide ~
Aphsad ey Font

ThuchanhPowerPoint2010 Chd pptx - Microzoft PoverPamt

B U SdMoa A ESIE N

Paragraph

Shapey Asamge Oy

Craninyg

| Outiine (&

o chuong ioh
7 Nhimg diim mat cia PowerPoint 2010
3 Nhimg kéu hidn thi
| »Presentation Views
* Normad
= Shide Sorter
* Notss Page
* Reading View
¥ »Master Views
 Shde Mastsr
* Handout Master
* MNotes Master
4 4 Chén hinh vao shide
£ Chén Clip Art vao side
& Chup hinh mein hinh dua vao siide

T Chén Smmart Art vao side

Nhiing Kicu i

»Presentation Views

pifi 8 Suﬂcr
g NoOLES- Paje
3 *Reuding View

=aOffice

»Master Views
» Slide Master
» Handout Master
* Notes Master

| ———

T Toash Py MEEUTI

£ o Chén video vao shide
% . Chén dogn phim tryc tuyén

10 Sﬂﬁcl-qim—

(Seesw | Twer | S|

Presentation Views
| « Normal: Dung rat riigu trong qud trinh bién soan
= + Slide Sorter: Sip x& céc <lide trong bai thuy&t trinh. -
|Ha T s =)L (b3

Hinh 441. Xem Outline bai thuyét trinh trong cira s6 Normal
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q Cac budc thuc hanh nhu sau:

o/

1. M@ bai thuyét trinh can in Outline.
2. Vao File, chon Print

Home In = ow Review View Developer .
Print Layout P g

"

o u-N =
@ Save As Full Page Slides MNotes Pages v:JutIir<[§\)w?:m:,J,_3

i Handouts

=7 Open
[ Close J J J

1 Slide 2 Slides 3 Slides &

c o
Info J J J () Nhing dim mdi cisa PowesPoint 2010
L =[E) Nhivng ki hién thi

Recent 4 Slides Horizontal 6 Slides Horizontal 9 Slides Horizontal Freseial
New J J J

4 Slides Vertical 6 Slides Vertical 9 Slides Vertical

v | Scale to Fit Paper S Chin hinh vao siide

+[E) Chin Clip Art vo slide

har High Quality

Share ght 4 +[@) Chup hinh man hinh duls vio siide
V| Print Comments and Ink Markup ~[) Chin Smart Art vae slide

Help ( ” <[5 Chin video vio slide
3 Cutline
J v 3[E) Chén doan phim trut tuyén

l’j Addns | Print 2 text outline | =[5 5 phéin mém

= a0 bai thuyt trnh tit nhit

2] Options ) Print on Beth Sides = =[G Thi phiin trinh duyét 2009

= Flip pages on long edge

[ B

Hinh 442. In dan bai

3. Vao phan Settings, tai Print Layout, chon Outline. Céc tiy chon khac thuc hién
tuong tu nhu phan in Notes Pages.

4. Nhan nat Print dé gui lénh in ra may in.
In tai liéu danh cho khan gia
In 4n tai liéu dang Handout hodc Slide thudong duoc sir dung danh cho ngudi xem thuyét trinh.
Céc ban in nay chira noi dung co ban vé thong tin s& dugc trinh bay khi thuyét trinh. Nguoi xem

c6 thé doc trudc cac tai liéu nay dé ndm so lugc vé noi dung va co thé chuan bi cac cau hoi dé
lam rd thém cac van dé khi thuyét trinh.

Tuy chinh Handout Master

Gidng nhu Slide Master, Handout Master gitip ban diéu chinh layout ctia handout. Trong ché d6
man hinh Handout Master, ban c6 thé sap x€p cac placeholder cua Header & Footer cling nhu tuy
chon cac dinh dang va thém cac hi¢u irng nén cho handout.

q Cac budc thuc hanh nhu sau:
I:.-—/

1. Mg bai thuyét trinh can ty chinh Handout Master.
2. Vao ngan View, nhom Master Views, chon Handout Master.
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RlIHY-0QTVE- ThuchanhPowerPoint2010_Ché.pptx - Microsoft PowerPoint o B 2

Handout Master Home Insert Review View Developer Add-Ins Acrobat (A}

D Handout Orientation @] Header [] Date EColors
Fants =

91 slide Orientation ~
[¥] Footer [ Page Mumber | Themes Close
~  [O]Effeds - Master View

Close

@ Background Styles =

Page
Setup E Slides Per Page ~

Page Setup Placeholders

|:| Hide Background Graphics

Edit Theme Background [P}

Hinh 443. Cira s6 Handout Master

3. Tai nhém Page Setup:
e Chon Handout Orientation:
= Portrait: trang handout s& nam doc
= Landscape: trang handout s& nam ngang

Portrait

Landscape SEHES A S a

Hinh 444. Chon huong cho trang handout

e Chon Slide Orientationt:
= Portrait: c4c slide trong trang handout s& nam doc
= Landscape: cac slide trong trang handout s& nim ngang
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A siide OrientatiC}/
j Portrait

i Landscape

Hinh 445. Chon hudng cho slide trong trang handout

S~

e Chon sb slide trén mdi trang handout, ban vao Slides Per Page va chon s
slide s& in trén mdi trang handout. S slide cang it thi slide in ra cang to va dé
doc nhung sé& ton nhiéu gidy. S slide cang nhiéu thi c4c slide s& bi nén nho lai
nén ban in s& kho doc hon. Trong tiy chon vé s slide, ngudi ta thudng chon
in 2 slide trén mot trang handout.

T Footer 171 Pace T r | Themes
[ slides Per Page - Bl Footer [B0l Fage Number | Sheme [O] Effects ~

1 Slide Placeholders Edit Theme Ba
2 Slides

3 Slides

4 Slides

6 Slides
9 Slides

Slide Qutline

Slooo) 0o ooo
&l 5e i 00 [

oo
oo
oo

Hinh 446. Chon s6 slide trén méi trang handout

4. Tai nhém Placeholders: Handout Master c6 bdn placeholders la Header, Footer, Date,
va Page Number dugc bo tri & bon goc ctia handout. Ching ta cé 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 ndy xuéng dudi
1cm va qua phai 1cm vi n6 qua sat I¢.

« Footer: nam & goc dudi bén trai, ban di chuyén placeholder nay l1én trén 1cm
va qua phai 1cm vi n6 qua sat I¢.
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o Date: nam & géc trén bén phai, nd s& hién ngay thang hién hanh néu duoc
chon. Ban cling di chuyén n6 xuong dudi 1cm va qua trai 1em.

« Page Number: nim & géc dudi bén phai va c6 sén ky hiéu <#>. Ky hiéu nay
s€ duogc thay bang so thir tu trang in. Ban di chuyén né 1én trén 1cm va qua trai
1cm vi qué sét le.

5. Ban c6 thé dinh dang kiéu nén, cac bd mau, font chit va cac mau (theme) va cac hiéu
ung cho handout tr nhém Edit Theme trén Ribbon.

6. Tai nhém Background, ban cé thé thém nén cho cac Handout. Vi du, ban chon Style
2 tai Background Styles.

Colors v

e
. Fonts

e er = Themes
Page Number @ Effacts

Iders Edit Theme

Date \"Z]Background Styles |

{2] Format Background...

Hinh 447. Thém nén cho handout

7. Chuyén qua ngan Handout Master va nhan ndt Close Master View dé hoan tat.

Thuc hién in 4n Handout

Khi in Handout, ban ¢6 thé chon chon in 1, 2, 3, 4, 6 hodc 9 slide trén mot trang handout. Chiéu
cua trang handout va slide nam trong né ban c6 thé chon 1a nam ngang hoac doc. Thong thuong,
nguoi ta in handout 1a 2 slide trén mdt trang giay kho A4 véi chiéu doc.

q Cac budc thuc hanh nhu sau:

M 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. Céc tly
chon khéc thuc hién twong tu nhu phan in Notes Pages.
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| Print Layout
(3 B
Full Page Slides Notes Pages
Handouts

= =
2 E

4 Slides Vertical 6 Slides Vertical
i\/ Frame Slides
[V| ScaletoFit Paper
| High Quality

\7 Print Comments and Ink Markup

E E
1 Slide 2 Slide @

Qutline

=

3 Slides

=

4 Slides Horizontal & Slides Horizontal 9 Slides Horizontal

g

9 Slides Vertical

‘ 2 Slides =
Handouts (2 slides per p...

D Print on Both Sides
S/ Flip pages on long edge

L X 5
B Portrait Orientation v

“low

Review View

Developer Add-Ins

Acrobat

Chen hinh vio shide

i

Hinh 448. Chon kiéu in 2 slide trén mét trang handout

4. Nhan nit Print dé gui 1énh in ra may in.

Thuc hi¢n in an Slide

Kiéu in nay s& in mdi slide trén mot trang in. DSi voi nhitng bai thuyét trinh quan trong, nguoi ta
thuong st dung kiéu in nay dé cac ndi dung trén slide doc dugc dé dang trén ban in.

% Cac budc thyc hanh nhu sau:

1. M¢ bai thuyét trinh can in Handout.

2. Vao ngan File, chon Print.

3. Vao phan Settings, tai Print Layout, chon Full Page Slides. Céc tiy chon khac thuc

hién twong tu nhu phan in Notes Pages.
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Newew View

Oereitoer A00:0m T

'rrn ln;vm e
L] B |
Full Page S otes Faget Outlne
Handouts
1 Slite 1980 3 Shaden

B & =

4 Shdes Horzontal S Shides Honzords 9 Sildes Maroomal

&) = =

d ades Vertie & Shaes Vertieal @ Shigdes Vertis

Frame Slides
vV Semw e Fr Paper
mgh Quality

V| Pork Lommerts and (nk AMarkup

| ] Full Page Slides

Pont 1 dhde pat page

Print or Both Sides

S Pl pages on long sdye

o Colleted

& PowerPoint 2010

Gl thlge ede tink ning
wia ehdeng trink

" 33 137 133
125 $33 13

Hinh 449. Chon kiéu layout Full Page Slides

4. Nhan nit Print dé gui 1énh in ra may in.

5. Péng géi bai thuyét trinh ra dia

Viée dong goi bai thuyé't trinh gitp ban dé dang trong viéc phat hanh va chia s€ cho nguoi ding
vi khong so thiéu bat ky tap tin dinh kém hay lién két nao c6 st dung trong bai.

E Cac budc thyc hanh nhu sau:

1. M@ bai thuyét trinh can dong goi.

2. Vao ngan File, chon Share, chon Package Presentation for CD, chon tiép Package
for CD. Hop thoai Package for CD xuat hién

Package Presentation for CD

Create a package so that other pecple can watch the
presentation on most computers,

This package includes:

Linked or embedded items such as videos, scunds, and
fonts

Any other files added to the package

Package

for CD %

Package for, CD

@ Copy a set of presentations to a Folder on wour computer o o a CD.

Mame the D¢ | presentationcD |

Files to be copied
r!’,ﬁThuchanhF‘Dle\lerPointZDID_ChEu.pptx

Remove

Oplions. ..

i

[ Copy to Folder. .. ] L Copy to CD J Close

Hinh 450. Lénh Package for CD

3. Tai hop Name the CD, ban dit tén cho CD la “PowerPoint2010”
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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 céc tap tin khéac 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 1 Vles
Lock pe o MEweds

Wy Fencont

Doowrweres ‘
o Oebtcn '

H R T
= cumares

" .
i Corgater A

Wy Kosbvorh
s

Aowsdi% g

oL Lol ) A8 9 ool 50

e e

RS o | g et ¥y

Arwat 10 55

Hinh 451. Thém tdp tin sé dong géi

e Dé xda bét céc tap tin trong CD, ban chon ching tir danh sach File to be

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 CD: | Presentation D |

Files to be copied

@]ThuchanhPDwerPDintEDlIZI_ChE-.pptx
Y - [ :

[ Copy to Folder. .. ] [ Copy to CD ]

Hinh 452. Logi bot tdp tin sé dong gdi

5. Nhéan nat Option dé mé hop thoai Options.

Options

Include these Files

il not display in the Files to be copied list)

5
[+] Embedded TrueType Fonts

Enhance security and privacy

Password to open each presentation: | |

Password to modify each presentation: | |

|:| Inspect presentations for inappropriate or private information

[ Ok l[ Cancel l
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Hinh 453. Tuy chon dong goi
e Tai Include theses files:

= Néu mudn géi nay chira ludn cac tap tin da lién két voi bai thuyét trinh
thi chon Linked files.

= Chon thém Embedded TrueType fonts dé dam bao mé trén may khac
khong bi thiéu font chit vi cac font dd dugc nhung trong bai thuyét
trinh.

e Tai Enhance security and privacy: Ban c6 thé dat thém mat ma bao vé céc tap
tin thuyét trinh néu thay can thiét

= Password to open each presentation: dit mat ma dé mé cac bai thuyét
trinh c6 trong dia dong goi.

= Password to modify each presentation: dit mat ma dé hiéu chinh cac
bai thuyét trinh c6 trong dia dong goi.

e (Co thé chon thém tinh ning kiém tra cac thong tin trong bai thuyét trinh tai
Inspect presentations for inappropriate or private information trudc khi
dong goi.

e Nhén nut OK dé hoan tat cac tiy 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 xuit 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 454. Hgp thogi Copy to Folder

= Tai Folder name: ban cung cAp tén thu muc chira gbi bao co

= Tai Location: chon noi luu trit thu myc dong goi. Néu can thay do6i noi
lvu try thi nhan ndt Browse... va chon lai noi luu.

= Néu chon Open folder when complete thi PowerPoint s& mé thu muc
luu trlr cac tap tin dong goi 1én sau khi dong goi xong.

= Nhdn OK dé bat diu qua trinh déng goi vao thu muc.

Microsoft PowerPoint

Youl chose to packags ol inked Fles In your presantation, 50 PowerPoint will copry the Inked Fles to your computer, You should indlude inkad Fles in your packags
orly £ you trust the source of each Inked file,

Do you want to include bnkad Files In your packags?

[ Yos ] | N [x?an:d

Was thes wéornation helohul?

Hinh 455. Thong b&o yéu cdu xac nhdn chép cac tdp tin lién két véi bai thuyét trinh
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= Hop thdng bao xuat hién yéu cau ban x&c nhan c6 chép cac tap tin dang
lien két véi bai thuyét trinh hay khong. Ban nhan nit Yes s& dong y va
No dé khdng chép cac tap tin lién két vao dia.

e Copy to CD: Néu chon thi Microsoft PowerPoint xuat hién thong béo hoi ban
c6 mubdn chép cac tap tin da lién két véi bai thuyét trinh vao CD hay khéng.
Ban nhan nat Yes s& dong ¥ va No dé khdng chép cac tap tin lién két vao dia.
Luu ¥, may tinh caa ban phai c¢6 ddu ghi CD/DVD, sau khi nhan x&c nhan thi
1am theo cac hudng dan cua chuong trinh dé ghi ra dia.

7. Nhén nut Close khi hoan tit

PowerPoint Viewer:

(&,

Phién ban méi nhdt 1a Microsoft Office PowerPoint Viewer 2007, gidp ching
ta xem bai thuyét trinh véi day dii tinh ndng cho cdc phién ban PowerPoint
97 dén PowerPoint 2007. PowerPoint Viewer con hé tro mé bai thuyét trinh
c6 mat ma bao vé (ban phdi nhdp mdt ma vao), hé tro in dn nhung khéng hé
tro- hiéu chinh bai thuyét trinh.

Tim va tai PowerPoint Viewer tai http://www.microsoft.com/downloads/

6. TUy bién ndi dung cho cac buéi bao cao

Ban d3 bién soan hoan chinh mot bai thuyét trinh c6 noi dung rat day da vé mot dé tai nao d6 va
ban sir dung n6 dé bao céo hay giang day cho nhiéu khach hang khac nhau, nhiéu nhom ngudi
xem khac nhau. Di véi mdi nhom ddi tugng, doi khi ban khdng mudn béo céo hét tat ca cac noi
dung c6 trong bai thuyét trinh. Khi do, ban khdng can phai mat thoi gian dé sta lai bai thuyét
trinh mdi khi bdo c4o ma hay st dung céc tinh nang c6 san caa PowerPoint dé 1a diéu nay.

An/ hiénciac slide

Chung ta c6 thé 1am an hoic cho hién lai cac slide khi trinh chiéu béo céo. Néu cam thiy mét s6
slide trong bai thuyet trinh la khong can thiet phai bao cao thi chung ta c6 the lam ching én di
truac khi trinh chiéu vai céc thao tac cuc ky don gian va nhanh chong.

q Cac budc thuc hanh nhu sau:

Mg bai thuyét trinh can tiy bién noi dung bao céo.

2. Vao ngan View, nhom Presentation Views, chon ché o mén hinh la Normal, Slide
Sorter hoac Notes Page déu dugc. Nhung lam nhanh nhat la trong ché do man hinh
Slide Sorter.

3. Chon céc slide can lam an
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_ Home Insert

i’ B Prom Cument Side \
4 I Erosdcact Slide Show —&

Dewgn

Eeginreng 23 Cuntom Slide Showr *

St Shids Show

Transtions

From Set Up
Stide Show PO Record Stide Show = || Show Media Contsal

Animatizng Stcde Show Revew View

=l Hide
(9 Rehes t

2 Py Naeratiors

y,l Use Timng:

S0t Uiy

Deswiope

T Use Presentar View

Mankory

Add-am

&1 Ute Current Resolution =

PowarPoint 2010

Hide Stide

Mide the carert shide fram the
presentation,

11 Wil nat Be shown Suting the
fullhaem Gan shew

meetr o

Sopewdl =il

moez

SR N sran ben b vee b4

Hinh 456. Chon slide can an

4. Vao ngan Slide Show, nhém Set Up va chon Iénh Hide Slide. Cac slide dang an thi s
tha tu cua slide s€ ¢ biéu tugng bi gach chéo.

Chen hinh viao stide

Chen Smart Art vin dide

Chen Chip Art vao plide

Hinh 457. Slide 5 dang dn

8

5. Dé cho hién lai slide, ban chon slide dang an va vao ngin Slide Show va chon lai nut
Hide Slide tir nhém Set Up.

Tuy bién ngi dung bao ciao

Céch 4n céc slide s& khong duogc linh dong vi van phai thyc hién cac cong doan diéu chinh mdi
khi b4o cdo. Tinh nang tuy bién ndi dung bao cdo (Custom Show) 1a mot sy lya chon hoan hao vi
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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 cua doi tugng do.

Tao méi Custom Show

ﬂ Céac budc thuc hanh nhu sau:

1. M¢ bai thuyét trinh can tay bién noi dung bao céo.

2. Vao ngin Slide Show, nhém Start Slide Show, chon n,L'Jt 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
Q 0 | &J =T J EN Custom Shows
o= T e S (&7 Rehearse Timings [
Fram Broadcast Custom Set Up —] .
Current Slide ~ Slide Show [Slide Show | Slide Show X® Record Slide Show ~ [7] | Custom shows:
Start Slide Show _';J Custom Shows.., SetUp
Outline | 5 | = Edit..
Custom Slide Show Dialog
Remowve
“J 1 ) 1 .
Chen hinh vao slid -
s

Hinh 458. Lénh Custom Slide Show

3. Nhép nit New... d& tao Custom Show méi, hop thoai Define Custom Show xuit
hién.

Define Custom Show

Slide show name: | Custom Show 1

Slides in presentation:

1. PowerPoink 2010

2. Mhitng digr mdi clia PowerPoint 2010
3. Mhiing kigu hign thi

4, Chén hinh vao slide

(53 Chén Clip Art wéo slide

6, Chup hink man hinh dira wao slide

7. Chén Smart Ak wao slide

3. Chén video vao slide

9, Chén doan phim kroc kuyEn

10, 5 phdn mém tao badi thuyE trinh tSE nhal
11, Thi phan ktrinh duyét 2009

Slides in custam show:

Add ==

Rermove

i

Cancel

Hinh 459. Hgp thogi Define Custom Show

e Tai hop Slide show name: dit tén cho Custom Show, vi du ban dat tén 1a “Gidi
thiéu PowerPoint 2010

e Tai Slides in presentation: chon cac slide va nhan nut Add dé thém vao Custom
Show nay. Mubn bé bot slide ra khoi Custom Show thi chon céac slide tir danh muc
& khung Slides in custom show va nhn nut Remove. Vi du, ban chon céc slide 1,
3,4,7,8,10 va 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. PowerPoink 2010 . PowerPoink 2010

2, Mhiing digrn mdi clia PowerPoint 2010 . Whiing kigu hign thi

3, Mhitng kigu hign thi . Chén hinh vao slide

4, Chén hinh vao slide . Chén Smart Art vwao slide
(53 Chén Clip Art vao slide . Chén video vao slide &
&, Chup hinh man hinh dira vao slide . 5 phdn mém kao bai thuyet krinh t3t nhat
7. Chén Smart Art wao slide . Thi phan trink duy&t 2009

8. Chén video vao slide

9, Chén doan phim ke tuyén

10, 5 phén mém tao bai thuvét trinh tGE nhal
11, Thi phan krinh duyét 2009

i L=y R S

Cancel

Hinh 460. Chon cac slide cho vao Custom Show

e Dung 2 n(t miii tén hudng 1én va hudng xudng dé sip xép trinh tu cia cac slide
trong Custom Show.

e Nhan OK dé trd vé hop thoai Custom Shows

4. Nhén Close dé hoan tat.

Hiéu chinh va quén ly Custom Show

q Cac budc thyc hanh nhu sau:

o/

1. Mg bai thuyét trinh c6 Custom Show.

2. Vao ngan Slide Show, nhom Start Slide Show, chon nit Custom Slide Show va
chon tiep Custom Shows....

Custom 5hows

Custom shows:
Gidi thigu PowerPoint 2010

Edit...

Remaove

1=
(]

Copy

[ Close ] Shiow

Hinh 461. Danh sach cac Custom Show

3. Hop thoai Custom Shows xuét hién.

e Tai h(f)p Custom shows: liét ké danh sach cac Custom Show dang c6 trong bai
thuyet trinh.

e Chon mot Custom show trong danh sach:
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= Nhan n(t Edit... & mo hop thoai Define Custom Show va thyuc hién
hiéu chinh lai Custom show.

= Nhan ndt Remove: dé xéa bo Custom Show

= Nhan nit Copy qdérsao chép Custom Show dang chon thanh mot ban
sao va ban cd thé tién hanh hiéu chinh trén ban sao nay.

= Nhén ndt Show s& trinh chiéu Custom Show dang chon.

4. Nhén Close dé hoan tat.

7. Thiét 1ap tuy chon cho céc kiéu béo céo

Thiét 1ap thy chon cho loai trinh chiéu c¢6 ngwoi thuyét trinh

PowerPoint cung cip nhiéu tiy chon cho viéc trinh chiéu béo céo. Khi khéng mubdn trinh chiéu
to:‘gm bo béo céo thi ban c6 thé qui dinh cac slide sé bao cao hoac an di bot cac slide. Ban con ¢co
thé thiét 1ap cho bai bao céo trinh chicu thuc thi mot cach tu dong hay co6 nguai dieu khién.

q Cac budc thuc hanh nhu sau:

\/

1. M@ bai thuyét trinh can thiét 1ap cac tdy chon béo céo.
2. Vao ngan Slide Show, nhom Set Up, chon nut Set Up Slide Show.

Set LIp Show
Show Eyvpe Show slides
{(*) Presented by a speaker (Full screen) = all
() Browsed by an individual {windaw) ) From: “ Ta: =
() Browsed at a kiosk {full screen) () Custom show:

Gidl thigu PowerPaint 2010 w

Shiow options Advance sldes

[ Loop continuousky until 'Esc’ (O Manually

[ ] show withaut parration (%) Using kimings, if present
[ ] shaw without animation Mulkiple manitars

Pen colar;

Laser pointer colar I

Tao shaw a laser pointer during slide shaw, hald dowven the kel key and press the left mouse
button,

O ] [ Cancel

Hinh 462. Thiét ldp céc tiy chon trinh chiéu bai thuyét trinh
3. Hop thoai Set Up Show xuat hién.

e Tai Show type: chon loai trinh chiéu pht hop
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= Presented by a speaker (full screen): trinh chiéu ¢ ché do toan man
hinh va c6 nguoi bdo céo.
= Browsed by an individual (window): trinh chiéu trong cira s6 va cho
phép truy cap mot vai 1énh caa PowerPoint.
= Browsed at a kiosk (full screen): trinh chiéu tu hanh khéng c6 nguoi
diéu khien.
e Tai Show options:

= Loop continuously until *Esc": trinh c,hié'u béo céao va tu dong phat lap
lai cho dén khi nhan phim ESCm dé két thuc.

= Show without narration: trinh chiéu khdng cé thuyét minh.

= Show without animation: trinh chiéu khéng c6 cac hiéu tng va hoat
canh.

e Tai Show slide: qui dinh cac slide hay Custom show s& dugc trinh chiéu
= All: Trinh chiéu tat ca cac slide
» From ... To... : trinh chiéu ti slide ... dén slide ...
= Custom show: chon Custom Show can trinh chiéu (néu c6).
e Tai Advance slides:
= Manually: diéu khién cac slide bang cach kich chuét

= Using timings, if present: cac slide tuy dong thyc thi theo thoi gian thiét
lap trudc hodc bang cach kich chudt.

e Tai Multiple monitors:
= Display slide show on: chon man hinh dé trinh chiéu béo céo tai
= Show Presenter View: néu chon s& bat ché do béo cao c¢6 man hinh
danh riéng cho nguoi thuyét trinh.

4. Nhap OK dé hoan tat viéc thiép lap trinh chiéu bao céo.

Thiét 1ap tly chon cho loai bio cdo twong tac ngwdi Xem va tw hanh

Bai thuyét trinh dudi dang tuong tac nguoi xem va ty hanh thudng sir dung cac hyperlink va cac
nut diéu hudng dé nguoi xem co thé di chuyén qua lai trong bai thuyét trinh duoc dé& dang. Ngoai
cac hyperlink va cac nat diéu huong, bai thuyét trinh tu hanh thuong c6 kém theo am thanh
thuyét minh, con tro laser cho cac slide dang trinh chiéu.

Ghi lai Slide Show

q Cac budc thuc hanh nhu sau:

1. M6 bai thuyét trinh cin ghi lai Slide Show.

2. Vao ngan Slide Show, nhém Set Up, chon Record Slide Show va chon tiép Start
Recording from Beginning...
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itions Animations Slide Show Review View Developer Add-Ins
";‘;\;I _g]] Hide Slide @ Play Narrations (@8] Use Current Resolution ~
e B
—=  @YRehearseTimings  [¥] Use Timings i -
Set Up 7 ) i %
Siide Show”é Record Slide Showl'l[z Show Media Contrals | || Use Presenter View
| WO Start Recording from Beginning... RE ) Monitars
| p@ Start Recording from Current Slide...

Start Recording from Beginning

Clear
= Record audio narrations, laser

I x l 3 l £ l.d pointer gestures, or slide and
C 'lell ‘llll 1 ‘(10 siiae animation timings for playback

during slide show.

A 0 Press F1 for more help.

Hinh 463. Lénh ghi lgi Slide Show

3. Hop thoai Record Slide Show xuét hiéu, ban hdy chon ca hai tlly chon va nhan nit
Start Recording dé bat dau ghi Slide Show.

e Slide and animation timings: ghi lai thoi gian hién thi cia mdi slide va céc
hiéu tng.

e Narrations and laser pointer: ghi am thanh thuyét minh va cach sir dung con
tro laser cua nguoi thuyet 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 464. Hgp thogi Record Slide Show

4. Man hinh chuyén sang ché do trinh chiéu. Ban cho céc slide trinh chiéu giéng nhu 1a
trinh chiéu thuc trude khan gia, st dung con tré laser cling nhu thuyét minh cac ndi
dung trén slide d€ 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 tro chuét laser s& dugc
phat kem theo.

Thiét lap tuy chon cho loai bao cao tw hanh

Loai béo cao tu hanh khéng 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.

* Céc budc thue hanh nhu sau:

1. M¢ bai thuyét trinh can thiét 1ap béo céo ty hanh
2. Vao ngan Slide Show, nhom Set Up, chon Set Up Slide Show.
3. Hop thoai Set Up Show xuit 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 Multiple manitars
I

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 465. Ty chon Slide Show ti 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 tur
mot Custom Show

e Tai Advance slides: Chon Using timings, if present

4. Chon OK hoan tt.

Luwu bido cao dwdi dang Slide Show

Tap tin PowerPoint duéi dinh dang Slide Show s& tu dong trinh chiéu khi duoc mé ra. Bé luu tap
tin dudi dinh dang nay lam theo huéng dan sau:

q Cac budc thuc hanh nhu sau:

\/

1. M¢ bai thuyét trinh can luu sang dinh dang Slide Show
2. Vao File, chon Save As, hop thoai Save As xuét hién

File: name: |ThuchanhPowerPointZDID_ChE-.pptx v |

Save astyPe! | powerPaint Presentation (¥, pptx)

PowerPoint Macro-Enabled Show (% ppsm)
PowerPoint 97-2003 Show (% pps)
PowerPoint Add-In (% ppam) u
PowerPoint 37-2003 Add-In (*.ppa)

PowerPaoink ML Presentation (*,=ml) bt
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Hinh 466. Chon dinh dang Slide Show

3. Chon noi luu bai thuyét trinh tai hop Save in
4. Chon PowerPoint Show (*.ppsx) tai Save as type
5. Nhén nut Save.

8. Kiém tra bai thuyét trinh
Kiém tra cac thong tin ca nhan co6 trong bai thuyét trinh

Khi lam viéc, PowerPoint tu dong luu lai mdt ) thong tin nguoi dung va cac thong tin 4n nhu
cac chu thich, phién ban, cac diém sira chita, cac ghi chd, cac nhan xét, thudc tinh tai liéu,... Ban
nén dung tinh nang Inspect Document dé kiém tra va loai bo cac thong tin néu thay can thiét.

q Cac budc thuc hanh nhu sau:

o/
1. Mo bai thuyét trinh can kiém tra

2. Vao File, chon Info, chon Check for Issues va chon Iénh Inspect Document

‘ = | Prepare for Sharing

|\ s Before sharing this file, be aware that it contains:

Comments
Check for )
lssues « Document properties, author's name and
cronned nut imane data

= Inspect Document

;:f' Check the presentation for hidden p s
or personal information, |
IEs are

Check Accessibility

Check the presentation for content that people
with disabilities might find difficult to read.

Check Compatibility
Check for features not supported by earlier

versions of PowerPoint, Aost )
R S ——————— s (| W e (e 3 4 41

Hinh 467. Lénh Inspect Document

3. Trong hop thoai Document Inspector, ban danh diu chon céc loai thong tin 4n can
kiém tra va nhan nut Inspect.

4. Xem lai két qua kiém tra va nhan cac nit Remove All bén canh céc thong tin 4n dé
x6a cac thong tin néu thay can thiét.

5. Nhén Close dé két thuc.

Kiém tra tinh twong thich vé tinh nang st dung trong bao cao giira cac phién ban

Khi ban chia s& bai thuyét trinh PowerPoint véi nhiéu doi tugng khac nhau va ban muon dam bao
tat ca moi nguoi déu co thé mé ra xem va hiéu chinh duge ndi dung cua no, ban nén dung tinh

Trang 284



Chuwrong 6. Chudn bj thuyét trinh

nang kiém tra su tuong thich giita cac phién ban PowerPoint dé ¢ thé hiéu chinh lai cho phu
hop.

Khi chuyén dbi dinh dang tir PowerPoint 2007 xubng cac phién ban thap hon thong thuong mot
s0 tinh nang s€ bi mat hoac mot s6 doi tuwong s€ khong cho phép hiéu chinh nhu SmartArt, do
thi...

q Cac budc thuc hanh nhu sau:
{

s

1. M@ bai thuyét trinh can kiém tra
2. Vao File, chon Info, chon Check for Issues va chon 1énh Check Compatibility

| Prepare for Sharing

‘ s ? F Before sharing this file, be aware that it contains:
Checkfor Comments
lscues » Document properties, author's name and cropped out

imane rlata
= Inspect Document
- 1)
|==F/ Check the presentation for hidden properties
or personal information.

jes are unable to read
5  Check Accessibility

Check the presentation for content that people
with disabilities might find difficuit to read,

Check Compatibility )
«‘ﬁ Check for features not supported by ear Aost autesaved versions
versions of PowerPoint,

= I1 [here are np nrevioiic versinne of thic file

Hinh 468. Lénh Check Compatibility

3. Cho trong gidy 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 S
row and column limit of the selected file format. Data beyond 256 Hel
(I¥) columns by 65,536 rows cannot be saved. (Slide 11) HER
The shape and any text in it cannot be edited when using earlier 13

- S e . y

verzions of PowerPoint, (Slide 1, 2, 3,4, 5,6, 7, 8, 8, 10, 11) Help
The table and any textin it cannot be edited when using earlier 1
versions of PowerPoint, (Slide 10) Hel
The SmartArt graphic and any text in it cannot be edited when 2
using versions of Microsoft Office earlier than Office 2007, (Slide 2, Help v

Check compatibility when saving in PowerPoint 97-2003 formats.

e Doc cic thong tin va néu chua hiéu rd thi nhdn nut Help dé c6 thém thong tin
tro giup.

e Tuy chon Check Compatibility when saving in PowerPoint 97-2003 formats
nén dung khi ban luu tap tin PowerPoint 2010 duéi dinh dang PowerPoint cii.

4. Nhan OK.
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Panh dau hoan thanh vao bai bao cao

Khi hoan thanh bai thuyét trinh, ban nén dénh diu hoan thanh cho bai nhim han ché nguoi ding
v6 tinh 1am thay doi ndi dung cua bai. Muon thay d6i ndi dung thi phai bo danh dau hoan thanh
nay.

q Cac budc thuc hanh nhu sau:
X

1. M@ bai thuyét trinh can danh dau hoan thanh
2. Vao File, chon Info, chon Protect Presentation va chon Mark as Final

‘ @ | Permissions
AL =
i riL}J Anyone can open, copy, and change any part of
this presentation.

Protect
Presentation ~

& Mark as Final
|=] Let readers know the presantatior%s
final and make it read-only.

(=) Encryptwith Password e that it contains:
,__13]} Require a password to open this

presentation. y
nor's name and

T Restrict Permission by People
4; Grant people access while removing
their ability to edit, copy, or print.

I\ Add a Digital Signature Hisabilities are

Q Ensure the integrity of the presentation
by adding an invisible digital signature,

Hinh 469. Lénh Mark as Final

3. Ban chon OK trong hop thong bao xuit hién dé chap nhan déanh déu bai thuyét trinh
da hoan thanh.

Microsoft PowerPoint

! E This presentation will be marked as final and then saved.

[ ok | [ Cancel ]

Wi'as this information helpful?

Hinh 470. Hgp thdng bao x&c nhdn ddanh dadu hoan thanh bai thuyét trinh

4. Thém mét hop thong bao nira xuat hién kém theo céc thong tin hitu ich lién quan dén
Mark as Final va ban hay nhan OK.

Microsoft PowerPoint fE

This document has been marked as final to indicate that editing is complete and that this is the final version of the document.

\l‘) ‘when a document is marked as final, the status property is set to "Final" and typing, editing cormmands, and proofing marks are turned off,
‘fou can recognize that a document is marked as final when the Mark As Final icon displays in the status bar.

[ zon't show this message again

“Was this infarmation helpful?

Hinh 471. Hgp thdng béo cua Mark as Final
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9. Héi dp

Céc cu hoi sau ban thyc hanh tiép trén tap tin ThuchanhPowerPoint2010_Ch6.pptx da tao trong
bai hoc.

Ciu 1. Lam sao dé in Notes Page ma khéng c6 hinh thu nhé cia slide bén trén?

Tra loi:

ﬂ Cac budc thuc hién nhu sau:

1. M@ bai thuyét trinh can in Notes Page ma khong c6 hinh thu nho cua slide bén trén.

2. Vao ngan View, nhom Presentation Views, chon Notes Page

e . - i —,

PowerPoint 2010

=Sats

et »

Hinh 472. Man hinh Notes Pages

3. Lan luot vao tirng slide bang thanh cubn doc:
e Chon hinh slide thu nho bén trén trang in va nhan Delete dé x6a

e Diéu chinh lai kich thudc cho phan ghi chii bén dudi

- — ? ..-.:-.‘-’-

e Tt Sy '
n__

Hinh 473. Notes Page da logi bé hinh slide thu nho
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4. Vao File, chon Print va chon kiéu in 1a Notes Page tai phan Settings trong cta so
diéu khién in. Nhan vao nat Print dé ra Iénh in.

L] -~ ThuchanhPowerPOIM2010_Ch ppts - Microsaft PowerPoit T =
‘ Hone insent Design Trantions Animabon: Shde Show Restew View Devefoper Adddm Format 0
ol Save
Print -
) ¢ f-A
Save A
a - = N
~ - Copies 1 o nne® bonaten 332 Mrdes wrae 30 T8
Cpen
. Print
i Clewe
-
Info Printer
O Prirtedd on FETPSYS
Recent r‘!g =
Prater Progertis
New rterProgenies
‘. e
| ‘ _J Pt All Slices
\ .
Share L enore e
Shdes
Hel
P ! MNotes Pages
-
2] Options o
Prirt Cne S
L’ Eet Pt Cne Sided -
Collsted
-
5\ o Myt sryeg '
| Portrat Onentation -

"--nm v, 5 1 o2 » 43% = +
M= =

Hinh 474. In Notes Page khéng c6 hinh slide thu nho bén trén

5. Dé phuc hdi Notes Page cua bai thuyét trinh vé trang thai ban dau ban lam nhu sau:
e Vo trong ché @6 man hinh Notes Page

e Nhip phai chudt trong ving trng trong trang Notes va chon lénh Notes
Layout...

e Chon hét cac tiy chon trong hop thoai Notes Layout va nhan OK.

==
&, Paste Opfions:

A

= Publish slides

Notes Layout

Flaceholders
Buler slide image
Grid and Guides...

=| Motes Layout... %

{fj Format Backaround... [ 84 l [ Cancel

Hinh 475. Phuc hoi Notes Page bj thay doi
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Cau 2. Lam sao logi bé nhanh cac hiéu #ng va hogt canh khi trinh chiéu bai thuyét trinh?
Traloi:

q Cac buac thuc hién nhu sau:

o/
1. Mo tap tin can trinh chiéu ma khong sur dung cac hiéu ung da thiét lap

2. Vao ngan Slide Show, nhom Set Up va chon Iénh Set Up Slide Show

itions Animations Slide Show Review View

?E_*r]. S Hide Slide [¥] Play Marrations
Set Up A
Slide Sho%b@ Record Slide Show v || Show Media Cantrols

(& Rehearse Timings [V] use Timings

Set Up

Hinh 476. Lénh Set Up Slide Show

3. Trong hop thoai Set Up Show:
e Chon Show without animation dé khong cho hiéu wng hoat dong khi trinh
chiéu bai thuyét trinh.

e Chon thém Show without narration dé khong sir dung 1oi thuyét minh khi
trinh chiéu.

Set Up Show
Shio bype Shiove slides
(&) Presented by a speaker (Full scresn) @ al
() Browsed by an individual (window) ) Erom: | E |I|:|: | £ |

() Browsed at a kiosk (Full screen)

Show options Advance slides

[JLoop continuausly until ‘Esc’ O Manually

5 ion (%) Using timings, if present
Shiow without animation Multiple manitars

[]5how Presenter Yiew

To show a laser pointer during slide show, hold down the Cerl key and press the left mouse
button.

I Ok, ] [ Cancel

Hinh 477. Set Up Show

4. Nhan OK hoan tét viéc thiét 1ap va ban c6 thé bat dau trinh chiéu bao céo.

@AAA"AA‘4AAAA‘AAA@
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Chuong 7
Trinh chiéu bai thuyét trinh

Ngi dung
1. Trinh chiéu bai thuyét trinh
2. Sir dung cac nit didu khién trong ché do Slide Show
3. Tao chu giai trong khi trinh chiéu bai thuyét trinh
4. Trinh chiéu bai thuyét trinh véi nhiéu man hinh

5. Hoi dap

Trang 290



Chwong 7. Trinh chiéu bai thuyét trinh

hi moi viéc di chuan bi xong va bay gid ban dang dimg trude khan gia dé thuyét trinh vé dé

tai bao cao ciia minh. PowerPoint cung cip sdn mot sb tinh nang hd tro cho viée bao céo
cling nhu di chuyén d& dang giita cac ndi dung trong khi ban thuyét trinh. Dac biét, phién ban
PowerPoint 2010 con c6 thém chic ning con tro laser, ngudi thuyét trinh dung dé chiéu vao céc
ndi dung dang trinh chiéu trén slide dé nguoi xem dé theo ddi va nam bat tot hon van dé dang
thao luan.

1. Trinh chiéu bai thuyét trinh

Thiét 1ap cac tuy chon cho ché do Slide Show

q Cac budc thuc hanh nhu sau:
X

S
1. Vao ngan File, chon Options, hop thoai PowerPoint Options xuat hién

PowerPoint Options

-~
General Slide Show 3
Proofing ) .
Shaow menu an right mouse click G
Save Show popup toolbarG
Language Frompt to keep ink annotations when exiting
End with black slide
Advanced
Print
Customize Ribbon
Frint in background
ick A Toolb
Quick Access Toolbar |:| Frint TrueType fonts as graphics
Add-Ins |:| Frint inserted abjects at printer resolution
] High guality
Trust Center ) . . .
|:| Align transparent graphics at printer resolution
When printing this document: |Iﬂ] ThuchanhPowerPoint2010_Ch7.pptx s B
@ Use the most recently used print settings G
O Use the fallowing print settings: G
| | 3
I QK ] [ Cancel
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Hinh 478. PowerPoint Options cho Slide Show

2. Chon Advanced tir danh sach bén trai trong hop thoai PowerPoint Options va tim dén
nhom Slide Show trong khung bén phai.

3. Mot sd tuy chon cho ban:

Show menu on right mouse click: Néu duoc chon va khi ban nhép phai chuot
trong khi trinh chiéu thi mdt trinh don ngilr canh sé xuat hié¢n.

Show popup toolbar: Néu chon thi s& hién thém thanh cong cu & goc dudi bén
trai trong khi trinh chiéu.

Prompt to keep ink annotations when exiting: Néu chon thi PowerPoint s&
hién hop thoai nhac nhé ban luu bai thuyét trinh lai néu trong khi trinh chiéu
ban c6 thém ghi chd, t6 nén lam ndi ndi dung nao do.

End with black slide: Néu chon thi khi ban bao cao dén hét bai thi s& chuyén

sang mot slide mau den.

4. Nhép nut OK dé déng hop thoai.

Trinh chiéu bai thuyét trinh

q Cac budc thuc hanh nhu sau:

1. M6 bai thuyét trinh cin trinh chiéu

2. Vao ngin Slide Show, nhém Monitor dé tiy chon vé man hinh.

Slide Show Review View Developer Add-Ins (A @

-, J L’E) ?_~/ Play Narrations =i| Resolution: 1280x800 {Slowest, Hig.., ~

[P 3 3 2

< |V Use Timings [=F! Show On: | Primary Monitor v
ehearse Record Slide __ =t
imings Show~ (¥| Show Media Controls | || Use Presenter View

Set Up Monitors
Hinh 479. T0y chon cho man hinh trinh chiéu
e Resolution: chon d6 phan giai cia man hinh khi trinh chieu, phan I6n cac may

chiéu LCD hién nay hd tro do phan giai 1024x768.
Show on: khi may tinh ban c6 tir 2 man hinh tré 1en thi tuy chon nay méi XUt
hién. Tai day, ban chon man hinh nao s trinh chiéu bai thuyeét trinh.

Use Presentation View: Tuy chon nay chi c6 tac dung khi may ban cd tu 2
man hinh tré 1én. Ching ta s€ trinh bay chi tiét hon vé Presentation View &
phan sau.

3. DPé bét dau trinh chiéu, ban chuyén qua nhém Start Slide Show trén ngin Slide Show
va chon Iénh:
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Home Insert Design Transitions Animations Slide Show
T==I hr—§ = 1Y [ —— m— x
N 0 =] . | | S v
P ¥ ¥ T = E® L
From From Broadcast Custom Set Up Hide Rehearse Record
Beginning Current Slide  Slide Show Slide Show v | Slide Show Slide Timings Shov
Start Slide Show Set Up

Hinh 480. Chon Iénh dé trinh chiéu Slide Show

e From Beginning: trinh chiéu bao céo bét dau tir slide dau tién trong bai thuyét

trinh.

e From Current Slide: trinh chiéu béo céo bt dau tir slide hién hanh trong bai

thuyét trinh.

e Broadcast Slide Show: trinh chiéu bai thuyét trinh thdng qua mang internet
cho nguoi xem tur xa, sé trinh bay chi tiét ¢ phan sau.

e Custom Slide Show: trinh chiéu bai thuyét trinh tir mot Custom Show trong

bai. Ban chon tén cua

Custom Show dé trinh chiéu.

3 ¥

From From
Beginning Current Slide

Start Slide Show

-— [

® | T = &M
Broadcast Custom Set Up Hide A

Slide Show (Slide Show ¥| | Slide Show Slide

Slides | Outline |

Custom Shows...

| B

Py IE_O

Hinh 481. Chon Custom Show dé trinh chiéu

Trinh chiéu bai thuyét trinh thong qua mang internet dén nguwdi xem tir xa

Gigi thiéu PowerPoint 201 %
x: =

PowerPoint 2010 d4 bo sung thém tinh ning Broadcast Slide Show gifip chung ta cé thé trinh bay
bao cao véi nguoi xem tir xa thong qua mang internet toan cau. Nguoi xem chi can mé trinh
duyét web va nhap vao dia chi web do nguai thuyét trinh cung cap la da co thé tham gia vao buoi

thuyét trinh.

ﬂ Cac budc thyc hanh nhu sau:

1. M@ bai thuyét trinh can Broadcast Slide Show
2. Vao ngan Slide Show, nhom Start Slide Show va chon Broadcast Slide Show, hop

thoai Broadcast Slide Show

xuét hién.

P

From

- T = Iy
&« [F H
Y B T @
From Set Up
Slide Show

Broadcas Custom
Beginning Current Slide  Slide S »*%SH e Show ~
Start Stide Show

S—

Slides Outline Broadcast Slide Show

Broadcast the slide show to remote
viewers whao can watch in a web
browser,

| 0 Press F1 for more help.

Hinh 482. Lénh Broadcast Slide Show
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3. Mic dinh dich vu PowerPoint Broadcast Service duoc chon va ban néu muon thi c6
thé nhan nat Change Broadcast Service de¢ doi sang mét dich vu khac ma ban dang
str dung. Vi dy, ban khong thay doi dich vy Broadcast.

Broadcast Slide Show

Broadcast Slide Show

D ——

Broadcast the slide show to remote viewers who can watch in a
Web browser.

Broadcast Service

PowerPoint Broadcast Service

The PowerPaoint 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 483. Chon dich vu Broadcast

4. Nhéan 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 Dénh diu chon Sign me in automatically dé 1an sau khoi phai dang nhap nita
e Nhan niit OK dé ding nhép tai khoan.

Broadcast Slide Show

Connecting to powerpoint.officeapps. live.com E|

Broadcast Slide Show Enter pour Windows Live 1D

e — credentialz
Connecting to PowerPoint Broadcast Service
Connecting to service... i
E-mail address: | € sbd@haotmail.com b |
Pazswiord: |----u- |

[]Sign me in automatically

[ ] 4 ] [ Cancel l

Wicrosofll g
Passport +r].e-t

Geta MET Passport Help

Hinh 484. Pang nhdp tai khodn Windows Live ID
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5. Néu ban chua c6 tai khoan Windows Live 1D thi nhan vao lién két nat Get a .Net
Passport d¢ dang ky mot tai khodn mién phi. Sau d6 dang nhap vao khi da co tai

khoan.

.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!

;i ‘ Adding a Passport ko your user account is quick and easy.

To continue, click Next.

< Bac [ Mext = ] [ Cancel ]

Hinh 485. Dang ky tai khodn moi

6. Sau khi dang nhép, ban cho PowerPoint tai ndi dung bai thuyét trinh 1én PowerPoint

Broadcast Service.

Broadcast Slide Show

Broadcast Slide Show

S

Connecting to PowerPoint Broadcast Service

(NN ]

Preparing broadcast: 33%

Cancel

Hinh 486. Tdi ngi dung bai thuyét trinh 1én dich vy Broadcast

7. Sau khi tai xong bai thuyét trinh 1én dich vu Broadcast, PowerPoint tra vé cho ban
duong dan truy cdp bai thuyét trinh. Ban sao chép dia chi Broadcast va gui cho nhitng
ngudi xem tur xa thong qua ctra s6 Chat hoac guri e-mail.
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Broadcast Slide Show

Broadcast Slide Show

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=d Send in Email...

[ statsideshow |

Hinh 487. Pbia chi Broadcast ) )
8. Nguoi xem tur xa s€ truy cap dia chi Broadcast va chd nguoi thuyét trinh nhan nut
Start Slide Show dé bat dau trinh chicu bai thuyét trinh.

v U e P Den b I UE e Ppaee Den e

B L L—p—

I

PowerPoint 2010

Dt b w8z tlan amy
23 thawy i

& Mo p > SI0N &

Hinh 488. Mdn hinh nguoi xem tir xa khi cho va khi dang xem thuyét trinh

9. Trong khi trinh chiéu, ngudi thuyet trinh c¢6 thé nhan phim ESC dé tam ding va khi
d6 man hinh ctia ngudi xem van giit nguyén ¢ slide dang trinh chiéu trude do.

Im Broadcast
= [@d Resolution: Use Current Resolution ~ ==
P T o B

n v

From From Send End

Beginning Current Slide | [_] Use Presenter View Invitations Broadcast
Start Stide Show Maonitors Broadcast
o Broadcast View You are broadcasting this presentation and cannot make changes. End Broadcast ]

Hinh 489. Ngdn Broadcast
e Nhéin nut From Beginning dé broadcast bai thuyét trinh tir slide dau tién
e Nhan niit From Current Slide dé broadcast bai thuyét trinh tir slide hién hanh
e Nhén nut Send Invitations dé moi thém ngudi xem tir xa

e Nhin nat End Broadcast dé két thiic budi trinh chiéu bai thuyét trinh.
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2. Sir dung cac nit diéu khién trong ché d¢ Slide Show

Trong khi trinh chiéu bai thuyét trinh, PowerPoint cung cdp sdn mét sé tién ich hd trg qua trinh
béo cao nhu 1a cac kiéu con tro, cac kiéu bat mau, bat t6 nén dé 1am ndi cac chi tiét trinh bay trén
slide, ... Ngoai ra, viéc diéu hudng va di chuyén qua lai giira céc slide trong ldc trinh chiéu ciing
dugc hd trg day du.

Next
Previous

Last Viewed

Arrow Go to Slide

Pen Go to Section

Highlighter Custom Show »

Ink Color Screen L4
Help

Erase All Ink on Slide Pause

Arrow Cptions End Show

Hinh 490. Thanh céng cu trong ché do trinh chiéu

Di chuyén dén mét slide xac dinh

Nhiing kieu hte

» Presentation Views > Master Views
n Wal = » Slide Master
#Slide Sorter RN = [Handout Ma

0 to Shae ’ 1 PawerPomt X010

-
- p ~ 2 Hibing diém o s PowerPaint 20
‘4" Notes ag(— Custom Shaw b 3 nhing kedy tednthy

= Sgresn » & Then hinh van sde
. ﬁeadlllg Vle“’ Pginter Options » SChin Cle At vl na;
one & Thup eh man b Sy

T Chven Smuart Art aw shale

TURTE TR )
B Cnen Joan phare tro tupdn
10 % ghdn mim tao bai thupst tnh

18 Thi gndin thnk duyst 2009

Hinh 491. Di chuyén nhanh dén slide xdc dinh
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q Cac budc thuc hanh nhu sau:

1. M@ bai thuyét trinh can trinh chiéu

2. Vao ngan Slide Show, nhém Start Slide Show, chon From Beginning

3. Trong ché d6 Slide Show, ban muébn di chuyén dén mot slide nao d6 thi nhan phai
chuot 1én man hinh va chon Ién Go to Slide

4. Kich chuét I&n tén slide can di chuyén dén.

St dung cac to hop phim tit

PowerPoint xay dung rat nhiéu phim tit dé hd tro trong ché d6 Slide Show.

Bang 16. Danh muc phim tdt dimg dé di chuyén trong Slide Show

Phim N, nhép trai chudt, phim Space, phim miii Di chuyén dén slide ké tiép hoac hoat canh ké

tén hudng xudng hoic huéng qua phai, phim
Enter, phim Page Down.

Phim P, phim Backspace, phim miii tén hudng
qua trai hodc hudng lén, phim Page Up

Nhap phai chudt

Nhép con so va nhan Enter

ESC, Ctrl+Break, phim “-*
Ctrl+S
Phim B, phim “.”

Phim W, phim «,”

Phim S, phim “+”

Phim H

Gitr 2 phim trai va phai chuot 2 gidy
Ctrl+T

Ctrl+H, Ctrl+U

trong slide
Di chuyén vé slide lién trudc

Mo hop 1énh, hodc tré vé slide lién trude (chi
c6 tac dung khi tay chon Shortcut Menu On
Right bi tat).

Di chuyén dén slide c6 s thtr tw nhu sé do ban
nhap vao

Két thuc Slide Show
Mo hop thoai chira danh muyc slide

Hién thi man hinh den, nhan lan nita dé tro lai
man hinh cii

Hién thi man hinh #rang, nhan lan nita dé tro
lai man hinh c

Dimg va bat dau lai mot Slide Show ty hanh
Di chuyén dén slide ké tiép néu dang bj an
Tré vé slide dau tién

Hién thanh Task bar

An hoic hién con tré chudt hinh mii tén khi di
chuyén trén man hinh Slide Show.
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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 492. Hgp thogi chiza danh muc céc slide trong Slide Show

Trong khi trinh chiéu bai thuyét trinh, ban nhan phim F1 s& duoc trg gilp vé cac phim tét sir dung
trong ché d¢ Slide Show. PowerPoint 2010 chia cac phim tat lam

Slide Show Help

General |Rehearse,l'Record Media || Ink

Right mouse click

Chrl+5
Bor'
W' ar ',
'St or '+
o

Chrl+T
ChrlH-HjL

Mumber Followed 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
o ko that slide

End slide show

Al slides dialog
Blacks{Unblacks the screen
Whites/Unwhites the screen
StopfRestart automatic show
G0 to next slide if hidden
Reeturn ko First slide

View task bar

HidefShow arrow on mouse move

Hinh 493. Céc phim tar ding dé di chuyén trong Slide Show
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Slide Show Help

| General | Rehearse/Record | Media |Ink |

Media control shortcuts

alk+pP

Alt+6y
Alt-+HOMEEND
Alt+DownfUp
Alk+Shift-+LeftiRight
&b+

Media -
Media -
Media -
Media -
Media -
Media -

Flay/Pause

Stop plavback

Go to previous/next bookmark.
Yolume down/up

Skip backward/Forward
MuteUnmute

Hinh 494. C4c phim tar dé diéu khién Media

Chuyén dén mét Custom Show

Mudn chuyén nhanh d¢én mot Custom Show trong ché do Slide Show, ban 14 theo cac budc sau:

e Tir man hinh trinh chiéu, ban nhap phai chudt 1én man hinh

e Chon Iénh Custom Show

« Kich chuét dé chon ten mot Custom Show mudn chuyén téi.

Next
Previous

Last Viewed

Go to Slide

Custom Show  » |

|

Screen 4

Pointer Options »

Help

Pause

End Show

Gigi thigéu PowerPoint 2010

Hinh 495. Chuyén dén Custom Show trong ché d¢ Slide Show
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3. Tao cha giai trong khi trinh chiéu bai thuyét trinh
Cac tuy chon con tré
Trong ché do Slide Show, ban chon vao nut Pen trén thanh cong cu & gbc dudi bén trai man hinh,
sau d6 chon Arrow Options va chon mot trong 3 tuy chon sau:
o Automatic: 4n con tro dén khi ban di chuyén chuot
« Visible: con tré ludn luén duoc hién thi trong khi trinh chiéu

« Hidden: con tré ludn ludn bi 4n trong khi trinh chiéu

$ | Arrow

Pen

Highlighter
Ink Color
v Automatic %

Visible

Arrow Options ' Hidden

Hinh 496. Tuy chon con tro

St dung con tré chugt Laser
ﬂ Céc budc tly chon va st dung con tré chudt laser rat don gian nhu sau:

1. Trugc tién ban vao ngan Slide Show, nhém Set Up, chon Iénh Set Up Slide Show dé
thiet 1ap tuy chon mau cho con tro laser.

2. Trong hop thoai Set Up Show, ban tim d¢én nhém Show options va chon mau cho con
tro chudt laser tai hop Laser pointer color.

Set Up Show
Shio bype Shiove slides
(%) Presented by a speaker (Full screen) & al
() Browsed by an individual (window) ) Erom: | = |I'3': | = |
() Browsed at a kiosk (Full screen) ) Cuskom show:

|Gic’n thidu PowerPoint 2010w |

Show options Advance slides

[JLoop continuausly until ‘Esc’ O Manually

[CI5how without narration (¥) Using timings, if present
[ show withaut animation Multiple monikars

Laser pointer colar _ w |

Show Presenter View
- il
To show a laser pointer duri show, hald down the Ctrl key and press the left mouse

button.

I Ok ] [ Cancel

Hinh 497. Chon mau cho con tré laser
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3. Trong ché do Slide Show, khi muén sir dung con tré laser dé chi 1én mot noi dung nao
do6 trén slide thi ban gitr thém phim Ctrl + kich trai chudt 1én cac ndi dung trén slide.

Lam néi ndi dung trén slide trinh chiéu

Trong ché do Slide Show, chung ta cé thé sur dung cong cu Pen hodc Highlighter dé 1am noi bat
ndi dung dang trinh bay.

% Cac budc thuc hanh nhu sau:

1. Chuyén bai thuyét trinh sang ché do Slide Show

2. Khi mudn 1am néi noi dung dang trinh bay trén mot slide nao do, ban nhap phai chuot
[én man hinh.

Nhiing kiéu hié

>Presentation Views > Master

Next

= Noumal

WS 0e S Sorter e

Custom Show

= Notes Page

Pointer Options » \ W Arrow

ﬁeadlng View [Rr.

End Show Ink Color
Eraser

M Erase AllInk on Slide

Arrow Options 4

Hinh 498. St dung Pen trong Slide Show

3. Chon Pointer Options va chon:
e Pen: sir dung but mau dé lam noi
e Highlighter: t6 nén dé 1am noi
e Ban c6 thé thay d6i mau tai Ink Color

4. Dung chu6t té hoac vé 1én cac noi dung trén slide

5. Khi két thiic bao c4o va trong qua trinh bao céo ban c6 Ve hodc to nén thi PowerPoint
s€ hién thong bao nhac nh¢ ban Iuvu lai (Keep) hay huy bo (Discard) cac thay doi.

Trang 302



Chwong 7. Trinh chiéu bai thuyét trinh

Microsoft Office PowerPoint

! > Do you want to keep your ink annotations?

E__&eep | [ Discard ]

Hinh 499. Théng bdo nhdc nho luu lai cdc thay doi trong Slide Show

itions Animations Slide Show Review |
R R R
Show New Edit Delete Previous N9
Marku Comment Comment v
El% Comments
Show Markup L
Show comments and other
annotations,

Nhung Kieu hié

»>Presentation Views »I!
= Noomal

“Slide Sorter
n Notes Page
= 'ﬁeadmg View

Hinh 500. Xem lgi cac ghi hinh vé, td nén trong ché dé Slide Show

6. D& xem céac hinh V&, td nén trong ché do soan thao, ban vao ché do ngan Review,
nhom Comments, chon Show Markup.
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4. Trinh chiéu bai thuyét trinh véi nhiéu man hinh

Bat tinh niing hd tro' nhiéu man hinh

Display Properties

| Themes || Desktop | Screen Saver | Appearance | Settings l

Display Properties

| Themes | Desktop || Sereen Saver | Appearance | Settings

Dirag the maonitor icons bo match the physical arrangement of vour monitors.

1. 2 |

Primary Display

Dizplay:
1. Plug and Play Manitor on Mabile Intel[R] 945GM Express Chipzet Fa |

Screen rezolution Color quality
Less JMeE Highest (32 bif v
1280 by 800 pixels [N N N |

Uze thiz device az the prirmary monitar,
Estend my *Windows desktop onto this monitor.

[ Identiy

][ Troubleshoat... ] [ Advanced ]

D'rag the monitor icons to match the physical arrangement of your moritors.

Dizplay:
2. Plug and Play Monitar on Mobile [ntel[R) 945G Express Chipset Fa »

1. Plug and Play Monitor on Mobile IntellR] 345GM Expre
2 Plug and Play Monitor on Mobile Intell
2 AT

1280 by 800 pinels

e thiz device as the primany monitar,
end my Windows desktop onto this monitor,

[ Identify ][ Troubleshoot.... ] [ Advanced

[ (] J[ Cancel ] Apply

[ ok

][ Cancel l Apply

Hinh 501. Bdt tinh nang nhiéu man hinh

Cac budc thuc hién nhu sau:

vaGi nhiéu man hinh.

1.
2.
3
4

Tir cira s6 Windows, vao Start, chon Control Panel va chon Display.
Trong hop thoai Display Settings, ban vao ngan Settings.
Dén hop Display chon man hinh thir 2. Ty chon nay chi ¢6 khi may ban dang két ndi

Panh dau chon vao Extend my Windows desktop onto this monitor.

Ban chinh lai d6 phan giai cho cac man hinh tai Screen resolution.

Nhén nut OK dé déng hop thoai Display Properties.
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Trinh chiéu bai thuyét trinh véi nhiéu man hinh

Set Up Show
Showy bype Show slides
(%) Presented by a speaker (full screen) & al
() Browsed by an individual (window) ) From: | = |I|:|: | S |
(O Browsed at a kiosk (full screen) ) Custam shaw:

|Gic’n thidu PowerPoint 2010w |

Showy opkions Advance slides

[ ]Loop continuousky until 'Esc! () Manually

[]5how without narration (¥ Using timings, if present
[15how without animakion Multiple monitors

Pen color: Display slide show on:

Laser pointer color: |M0nit0r Z Plug and Play Monitor -
[=how

To show a laser pointer during slide show, hold down the Chrl key and press the left mouse
button.

L 2] 9 ] [ Cancel

Hinh 502. Thiét Idp man hinh trinh chiéu

1 Cac budc thuc hanh nhu sau:
1

M bai thuyét trinh can trinh chiéu véi nhidu man hinh

2. Vao ngan Slide Show, nhdm Set Up va chon Set Up Slide Show (Ban ciing c6 thé
chon céc tuy chon ngay trén nhém Monitors trong ngan Slide Show)

3. Trong hop thoai Set Up Show, ban dén nhém Multiple monitors:
e Display slide show on: ban chon Monitor 2 Plug and Play Monitor
e Chon Show Presenter View
Nhén ndt OK déng hop thoai Set Up Show.

Dér] nhom Start Slide Show trén ngén Slide Show va chon From Beginning dé trinh
chiéu bai thuyét trinh.

PowerPoint 2010

Gl tgse cie i sdng
cita hsting it

Hinh 503. Man hinh khdn gia nhin thdy trong ché d¢ Slide Show

Trang 305



Chwong 7. Trinh chiéu bai thuyét trinh

B} PowerPoint Prmanter View - [ThucharhPomerdoint 2010 Ch7 ppb) & n

~_

Speaker notes

PowerPoint 2010

G0l thigacde vinfindng
Clyg chdoug trinh

Hinh cac slide thu nho

S6 slide .y T
1 ~ - )
Slide: 1 of 11 Time: 00:27 1:40PM | zoom: (4] (5] \ / @]

| N
| L

Hinh 504. Man hinh nguoi thuyét trinh nhin thdy trong ché dé Slide Show

6. Tur man hinh danh cho nguoi thuyét trinh, ban c¢6 thé diéu khién cac ndi dung trinh
chiéu mot cach d& dang dong thoi cé thé doc duoc cac théng tin ghi chu cho cac slide
ma minh dang trinh bay. Céc thanh phan trén man hinh cua nguoi thuyét trinh:

e Cic hinh Slide thu nhé: ban nhip chuét 1én slide dé di chuyén nhanh dn
slide d6 trong qua trinh bao cao.

e Slide dang trinh chiéu: hién thi noéi dung gibng nhu man hinh dang trinh
chiéu cho khan gia xem.

e S6 slide va thoi gian: hién thi sb cua slide hién hanh va thoi gian da trinh
chi€u cling nhu thoi gian hién tai.

e Speaker notes: phan ghi cha trong slide ctia ngudi thuyét trinh.

e Thanh cong cu: di chuyén, chon loai bat, mau sac ...

7. Nhan phim ESC dé thoat ché do Slide Show.
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5. Hoi dap

Cau 1. Tgp tin PowerPoint Show (PPSX) gé can chwong trinh PowerPoint hoac PowerPoint
Viewer dé chay hay khong? Chung ta co thé hiéu chinh tdp tin PPSX hay khong?

Tra loi:

May tinh can phai c6 chuong trinh PowerPoint hoic PowerPoint Viewer dé trinh chiéu céc tap tin
PowerPoint Show (*.pps hoac *.ppsx). PowerPoint Show trong cac phién bang PowerPoint 97-
2003 c6 phan mé rong 1a *.pps va PowerPoint Show trong PowerPoint 2007 & 2010 ¢ phan m&
rong la *.ppsx.

Tap tin PowerPoint Show thuc chét van 1a mét tap tin PowerPoint (*.ppt hodc *.pptx) nhung c6
phan m¢é rong khac nhau. PowerPoint s& tw dong chuyén sang che d¢ Slide Show khi ban kich
chuot 1én céc tap tin c6 phan mao rong *.pps hoac *.ppsx. Do vay, dé hiéu chinh cac tap tin nay
ban lam mot trong hai cach sau:

Céch 1: B6i phan mé rong tir pps hodc ppsx thanh ppt hoic pptx

Céch 2: M& chuong trinh PowerPoint trudc, sau dé vao File, chon 1énh Open va tim dén chon
tap tin PowerPoint Show dé€ m¢ va hiéu chinh.

Cau 2. Lam sao dé nhdp phdi chugt thi sé I0i vé slide truwéc trong ché dé Slide Show?
Tra loi:
Khi nhap phai chudt trong ché don Slide Show thi c¢6 hai kha ning xay ra d6 1a hién thi mot trinh

don 1énh hodc Iui tror vé slide trude d6. P& cho PowerPoint 1i vé slide trude khi nhap phai chudt
trong ché d¢ Slide Show thi ching ta can thay d6i mot tuy chon trong hdp PowerPoint Options.

q Cac budc thuc hanh nhu sau:

.dl. Vao File, chon Options, hop thoai PowerPoint Options xuét hién
2. Chon Advanced tir danh sach bén trai trong hop thoai, tim dén nhém tiy chon cho

Slide Show.
Language
Advanced Slide Show
Customize Ribbon [ show menu on right mouse i %
Show popup toolbar i
Quick Access Toolbar Prompt to keep ink annotations ow menu on right mouse click
Add-Ins End with black slide Turn off this option to prevent a
menu from opening on right-click
Trust Center Print when viewing a full screen Slide
show,
Print in background

Hinh 1. Bo chon Show menu on right mouse click

3. Bo chon hop Show menu on right mouse click.
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4. Nhan nat OK
PowerPoint ¢6 xdy dung cac nat 1énh nim & goc dudi bén trai trong cira s6 Slide
Show. Ban c¢6 thé nhan vao nuat Slide dé trung cap trinh don 1énh dé diéu khién su di
chuyén hodc nhan vao nut Pen dé stir dung cac bt mau hodc but t6 nén.

Next
_G_O to Slide ’ %3 Arrow

7 Pen

/ Highlighter %
Screen ’ Ink Color ’
Help
End Show Arrow Options ’

Hinh 2. Truy cdp cdc trinh don lénh trong Slide Show

Cau 3. C6 cach nao khoa higu Iénh chudt va ban phim d@é diéu khién trong khi trinh chiéu?
Traloi:

Chung ta c6 thé thiét ké mot bai thuyét trinh dang tuong tac véi ngudi ding va chi cho phép
ngudi ding nhan I&n cac nat 1énh hoac hyperlink do ta tao sin. Céac hiéu lénh nhip chuét hoic
dung cac phim di chuyén slide trén ban phim s& khéng hoat dong duoc trir phim ESC.

q Cac budc thuc hién nhu sau:

M bai thuyét trinh

2. Tao cac nut diéu hudng va céc hyperlink giup cho viéc di chuyén va theo doi bai
thuyet trinh twong tac duoc dé dang.

3. Vao ngan Slide Show, nhém Set Up, chon I1énh Set Up Slide Show.

itions Animations Slide Show Review View

= = Hide Slide [¥] play Narrations

&Y Rehearse Timings [¥] Use Timings
Set Up = ; :
Slide Shoy Y Record Slide Show ~ V| Show Media Controls

Set Up

Hinh 505. Lénh Set Up Slide Show
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4. Trong hop thoai Set Up Show chon Browsed at a kiosk (full screen).

Shaw bype Shiow slides

() Presented by a speaker (Full screen) &) al

() Browsed by an individual (window) ) From: 1 To A
(*)Browsed at a kiosk (full screen) O Custam show:

Gidi thiéu PowerPoint 2010 w

Show options Advance slides
) Manually
[]5how without narration (%) Using timings, if present
[ show withaut animation Multiple: morikars
|

Laser pointer colar: I

To show a laser pointer during slide show, hold down the Chrl key and press the left mouse
button,

I Ok ]l Cancel ]

Hinh 506. Tuy chon Browsed at a kiosk (full screen)

5. Khi d6 ngudi dung chi c6 thé di chuyen trong bai thuyet trinh bang cac ndt Iénh hodc
cac hyperlink do ta thiét ké san va nhan phim ESC d¢ két thac Slide Show.

6. Néu khong mudn ngudi xem thoét khoi bai thuyét trinh ta c¢6 thé g& ban phim ra khoi
may tinh.

Cau 4. C6 thé nhdp véin ban trong khi Slide Show khong?
Traloi:
Thém vin ban vao slide trong khi trinh chiéu bai béo céo rat hiém khi duoc sir dung. Nhu cau nay

thuong dung trong cic tro choi nhé duoc xay dung trén PowerPoint. Dé ¢6 thé lam diéu nay
chlng ta can phai sir dung téi Textbox trong Control Toolbox cua PowerPoint.

q Cac budc thuc hién nhu sau:

-
1. Mo bai thuyet trinh can thém Text Box

2. Vao File, chon Options, chon ngin Customize Ribbon trong cira s6 PowerPoint
Options. Sau d6 chon ngan Developer trén Main Tabs cua Ribbon.
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PowerPoint Options

General

Proofing

Save

Language

Advanced

Quick Access Toolbar
Add-Ins

Trust Center

[,
Customize the Ribbon.

Choose commands from: (i)

Customize the Ribbon: ()

|Popu|ar Commands

A4 |Main Tabs A4

Action

Add Animation
Animation Pane
Animation Styles
Bring Forward

Bring to Front
Bullets

Copy

Cut

Decrease Font Size
Draw Table

Duplicate Selected Slides
E-mail

Font

Faont Color

Font Size

Format Background...
Format Object...
Format Painter

From Beginning

HQFE » COE>e<i e o iiehdFe

O[] anisigii
[¥] Animations
Slide Show
[¥] Review
v View
( =R Developer
ode
Add-Ins
Contrals
Modify
Add-Ins
Merge
Grayscale -
Black And White
Slide Master

[nll o [ R SR YTy PR

[ Mew Tab ] [ﬂewGroup] [ Rename... ]

Customizations: il
Import/Expart ¥ |

>
>

»

I~

v

I~

[£3

Qg

[ OK ] [ Cancel

Hinh 507. Chon cho hién thém ngan Developer trén Ribbon

3. Khi d6 trén Ribbon xuét hién thém ngin Developer.

MOme Insert Design Transitions Animations Slide Show Review View | Developer

Basic

Visual Macros Macro | Add-Ins COM

Security Add-Ins
Add-Ins

=

® HEE & %% &lview Code | Document
Panel
Controls Maodify

(TN i
Il -
P ix

Text Box (ActiveX Control)

Insert a text box control,

Hinh 508. Ngan Developer trén Ribbon

4. VAo slide can thém Textbox dé nhap van ban trong khi trinh chiéu. Vi du ban chon

slide s 3.

5. Vao ngan Developer, nhém Controls, chon nat Text Box va vé mét hop 1én slide
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»>Presentation Views »>Master Views
: Wﬂl = Slide Master
«Slide Sorter = Handout Master
. pres'flsage = Notes Master

= Reading View

Hinh 509. Hgp Text Box cua Control Toolbox

6. Khi ban chuyén sang ché d6 Slide Show, thi ban cé thé nhap vin ban trong hop Text

box nay.

Nhiing Kieu i€

» Presentation Views »Master Views
" W‘A] = Slide Master

wSlide Sorter * Handout Master

-
= Notes-Page = Notes Master
« Reading View

Nhap van ban trong khi Side Show

Hinh 510. Nhdp vén ban trong khi trinh chiéu
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Céu 5. C6 cach nao khong cho twa d@é cia cac slide khong hién thi nhung vin c6 trong Ignh
Go to Slide trong khi trinh chiéu?

Tra loi:

Chung ta c6 thé diung mot meo nho dé 1am an cac twa dé cac slide (title slide) trén man hinh trong
ché do Slide Show nhung vén c6 tén trong lénh Go to Slide.

% Cac budc thuc hién nhu sau:

1. Chon bai thuyét trinh can tly bién

2. Vao ngan View, nhdm Master Views, chon Slide Master dé chuyén sang man hinh
Slide Master View.

3. Ban chon slide master trong cira s6 Slide Master View
e Chon placeholder Master title.

e Di chuyén placeholder nay huéng 18n trén va ra khoi pham vi cua slide.

I 0GB A" ket om P orUDIUON st - AVreh Prmestuint > 8 &
- e Mas | Mat e N Al Beden  Vew  Suwiae AMbe  temd 4 @
= . | "ETO [P
5 853 = B cd@d =
et Sde ot et o N Trveyes =, Rangien’ e ets o
Mew bt W Laeid St S L L . W B Mame Yee
X AT My L asnd M Deve "! ‘vt Sone

Click to edit Master tithe style
. L]
O © =in Masmr wxt syl

Lecenillew|

I 370 B " Skt o ot I CNT auih - AN Prmesuint ﬁa“.ac
I ot i et e et feien Vew S dadbe  tewd 4 O

- " | SR oy

= = " = [R] vwnts a U @

et Shie noert ot " » Homves — s M ] Seate Carse
B P S L LU . W Dmarteon © Mase e

LA Mt ate Lase 8 L1 Nevw Mgt Seti g

- i
L)

(it G IR d

Click & odnt Master ton! stylnd

vird Law

v
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Hinh 511. Di chuyén Master title ra khoi pham vi cua slide master

4. Khi d6 trong ché do Slide Show, cac tua dé cua slide s& khong duoc nhin thét trén
man hinh nhung khi nhap phai chuét va chon Iénh Go to Slide thi chung ta van c6 thé
thay dugc tya dé cua cac slide nén viéc di chuyeén gitra cac slide s€ dé dang hon.

» Presentation Views »>Master Views

a Wdl = Slide Master

"Slide Sorter = Handout Master
e T ;

- 3 8n0ng befu mdn ™ D{
ﬁ ® b soeen . & Chen tarh vao side
= Reading View [ syl
< » 5 Chen Cip At wan 1hse
R & Chu Pk man N A Wo ide
7 Chvin Senat Art s thioe
3 Ohin wen wde thae
3 Chen Joan prum DUX tupdn
105 phin mém 30 08 thuy®t trinh

L1 ™oy phiin trinh guyet 2008

Hinh 512. Lénh Go to Slide van nhin thdy twa dé céc slide

@AAA"“‘44AAA““@
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Phu luc 1.
Cach tao bai thuyét trinh chuyén nghiép

Phu luc nay tdp hop nhitng diém can leu ¥ trong Qua trinh xdy ding mét bai thuyét trinh.

1. Mot bai trinh dién hiéu qua
Mot bai trinh dién hiéu qua thi phai nhu thé nao:

= Duoc thiét ké va dinh dang pht hop v6i d6i twong khan gia va hoan canh chung quanh.
» Tap trung cao dd vao cha dé bao cdo, loai bo di cac phan khong lién quan

= St dunh cac kiéu mau cua PowerPoint cung cp sdn mot cach phu hop, chil y vé mau séc,
kiéu font chit nham giup nhan manh ndi dung béo céo.

» MB0i slide nén chtra dung mot lugng thong tin vira phai, khong nén cé cac doan vin ban
qua dai.

= St dung c4c anh va minh hoa trén sach bdo c6 muc dich nham truyén tai thong tin tot hon
va tao nén an tuong cho nguodi xem mot cach truc quan.

= St dung cac dd thi minh hoa cho céc s6 liéu (tai chinh) hon la doan van ban véi cac con
sO.

= Téan dung cac am thanh va doan phim nham tao nén su thich thu cho nguoi xem, nhung
khong tao nén sy lan at ndi dung bao cao.

= St dung céc hoat canh va hiéu tng chuyén canh trong cac tinh hudng pht hop nhung
khong tao lam giam gia tri cua ndi dung bao cao.

= Phat cho khan gia ban in ctia bai bao céo.
= Danh thoi gian ¢ phan cuoi bai bao céo cho viéc dat va tra 101 cau hoi cua khan gia, nham

gitp khan gia lam rd cac van dé ma ho quan tam.

Sau déy 1a cac bude dé phat trién mot bai trinh dién c6 chét luong.
2. Ké hoach phat trién bai trinh dién

Néu ban khong c6 ké hoach xay dung mot bai trinh dién ngay tir ddu, c6 thé ban s& mét nhiéu thoi
gian de lam di lam lai céc slide. Sau day la cac budce trong qua trinh xay dung bai trinh dién:
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Bwéce 1: Xac dinh débi twong khan gia va muc tiéu bai trinh dién

Trude khi ban tao nén bai trinh dién thi ban can phai biét vé& ddi tuong khan gia cua no, ddi véi
nhitng loai doi tuong khac nhau phai c6 nhitng loai bao cdo khac nhau vi moi loai doi tuong s€ cod
kién thuc va kinh nghiém thuc t€ khac nhau.Ban hay tu héi minh céc cau héi sau:

= (o6 bao nhiéu nguwoi sé tham gia trong buoi bao cao?N¢éu lugong nguoi nghe dong thi
man hinh va c& chir can phai thiét ké sao cho moi ngudi nhin rd.

=  P§ tudi trung binh «cua khan gia?biéu nay doi khi kho xac dinh nhung phai cb gang Xac
dinh. Nhin chung néu khan gia la tre tudi (tré em hay thanh nién) thi bai bao cdo can rd
rang, trong sang va tha vi. Déi v6i khan gia 1on tudi thi bai bao can phai thuc té va thong
tin bao cdo can c6 cin ctr va trich dan rd rang.

= Vai trd ciia khan gia trong chi dé bao c240?Néu ban bao c4o vé mot san phdm méi hoic
mot hé thong méi, cac nha quan 1y s& quan tdm dén thong tin tong thé trong khi dé cac
cong nhan s& can dén cac théng tin chi tiét. N6i chung, ddi voi nha quan 1y cip cang cao
thi ho chi can céc théng tin can thiét dé ra quyét dinh chir khong cin dén cac thong tin qua
chi tiét.

» Khan gia da biét gi vé chit dé bao cao? Néuban bao cdo cho nhitng ngudi chua hé biét
gi vé chu dé dang bdo cdo thi ban can phai cung cp cac thong tin that co ban va phai co
céc giai thich (dinh nghia) vé cac thuat ngit md&i.Trai lai, d6i v6i khan gia 1a cac chuyén
gia trong chu dé bao céo thi ban can dat ra nhiéu cau hoi sau khi bao céo va ban phai du
trit thém vai slide du phong (duoc 4n) dé tra 1oi cac cau hoi.

» Khan gia ¢6 quan tAm dén chi dé nay khong?Néu chu dé cung cap cac thong tin quan
trong lién quan dén nguoi nghe (théng tin vé bao hiém, phuc loi, ...) thi nguodi nghe s&
thich thu va chu tdm lang nghe. Nguoc lai thi ban can phai tim cach thuyét phuc va lam
cho ho ling nghe.

» Khin gi4 cé thanh kién tiéu cwe hodic tich cwe doi véi chii dé hay khéng?Hay nhé
rang, y nghi cta khan gia dugc hinh thanh trudc tir nhitng kinh nghiém thanh cong hay
that bai thuc té cua ho.

= Khan gia c6 dang ban rdn hoic c6 viée gi gip hay khéng? Khan giaco danh thoi gian
ca budi dé nghe ban bao cao hodc phai tro lai cong viée thuong ngay trong mét khoang
thot gian nao do? Néu bai bao cao khong cung cap thong tin hitu ich nao ho s& cam thay
rat buc tirc va khong thé kién nhan ngodi ca budi de nghe ban noi trong khi ¢6 cac viéc gap
can phai giai quyét.Do vay, ban can phai biét vé lich lam viéc cta khan gia va su quan
tam cta ho dé c6 thé chuan bi chu ddo cac thong tin bao céo.

Diéu tiép theo la ban muon bict két qua cuia sau bai bao cdo s€ nhu thé nao. Mac dii ban muon dat
duoc nhiéu két qua nhung ban can phai xac dinh mot muc tiéu chinh cho bai bao cdo. Sau dau la
cac muc tiéu ban can xem xét:

» Khan gia nghi tot vé chit dé bao c40:Mot vai bao cao thiét ké cho cac budi hop va dugc
thiét ke d€ lam thay doi y nghi va quan diém cua khan gia. Cac bao cao nay thong thuong
m¢ dau 1a sy chao don cia nhém bédo cdo va két thuc 1a mot vai meo hay nao do.

= Khan gia hiéu théng sudt. Doi khi ban can phai truyén dat thong tin cho moét nhom
nguodi va can phai thiét ké bai thuyét trinh sao cho moi nguoi hieu thong suot thong tin
can truyén dat.
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Cac khan gia 6 cac quyét dinh riéng biét.Day 1a loai bao cao thuong dung nghién ciru
tiép thi, ban can thu thap thong tin tir phia khan gia nhung mdi nguoi can c6 cau tra 10
riéng cua minh sau khi nghe bai bao cao.

Khin gia quyét dinh theo nhém. Pay 1a loai bao cdo ma ban can thu thap thong tin tir
cac nhom nguoi sau khi nghe bao céo.

Bwéc 2: Luwa chon phwong phap bao cao

C6 3 céch trinh bay béo cdo cho khan gia va ban can lua chon cach trinh bay phu hop: speaker-
led, self-running, va user-interactive vavéi mdi cach ban s& c¢6 thém céc lua chon. Trude khi bét
dau tao bai bao cdo trén PowerPoint, ban can biét phuong phap ma ban s& 4p dung vi né sé tao
nén cdc slide v6i ndi dung rat khac biét.

Bio cdo cé ngwoi dién thuyét (Speaker-Led): Day la loai bao céo truyén thng: ban dung
trude khan gia (hoac thong qua cau truyén hinh) va dién thuyét. Cac slide ban tao trong
bai trinh dién trd thanh tai liéu tham khao cho ban. Thong tin cung cap cho khan gia chu
yéu la do ban noi, cac slide va ban in chi la tai liéu tham khao.

Véi loai bao cao nay, cac slide chi chtra cac thong tin chinh va ban c6 thé dién giai thém
trong qua trinh dién thuyeét. Da6i khi ban can gui trude cho khan gia cac ban in cua bai bao
cao, va trong truong hop nay thi ban can phai chuan bi k¥ noi dung bao cao.

Bio cdo tw chay (Self-Running): Loai béo cdo tu chay nay ban can chuén bi tit ca cac
thong tin trinh bay. Nhin chung, loai bdo cao nay dung dé bao céo cho cac ca nhan hodc
mot nhém nho khan gia. Do loai bdo céo nay khong c6 dién gia nén no can phai cung cap
day du thong tin va tinh nang nhu: am thanh, doan phim, cdc hién tmg hap dan va giong
thuyét minh.... Luu ¥ ban can thiét lap thoi gian. chuyen tiép giita cac hiéu Gmg, hoat canh
va céc slide phtt hop va can phai kiém tra lai nhiéu 1an trude khi trinh chiéu cho khan gia.

Bio cdo twong tic (User-interactive): Giéng nhu bao céo tu chay nhung ¢ day nguoi
xem cd thé diéu khién t6i lui trong ndi dung bai. Loai bdo cdo nay thuong ap dung cho
mot nguodi xem tai mot thoi di€ém va thuong phat hanh trén Internet, Intranet hoac trén
CD.

Budc 3: Lwa chon phwong phap truyén dat thong tin

PowerPoint cung cip nhiéu lya chon dé truyén dat thong tin.Dudi dy 1a mot sb lua chon:

May tinh trinh chiéu bo cdo bing chwong trinh PowerPoint. Phuong phap nay c6 thé
dung cho speaker-led, self-running, hoéc user-interactive.

May tinh trinh chiéu bdo cdo théng qua trang Web. Ban c6 thé luu bai trinh dién dudi
dinh dang Web va phat hanh trén Internet. Ban c6 thé dung phuong phép nay cho cac kleu
bao cao speaker-led, self-running, hoac user-interactive ma khong can thém phan mem
dic biét nao ngoai mot trinh duyét Web. Tuy nhién, phuong phap nay lam mét di mot sd
hiéu tmg chuyén slide va cac hoat canh. Phuong phép nay ding chu yéu cho kiéu bo co
self-running hoac user-interactive.

May tinh trinh chiéu b4o cdo lwu trén. Ban c6 thé tao CD chtra tap tin trinh chiéu va
tién ich PowerPoint Viewer. Bai trinh dién s€ tu dong trinh chiéu khi ban chén CD vao
dau doc cua may tinh. Phuong phéap nay phu hop cho ki¢u bao cao self-running hoéc user-
interactive.
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» Phim chiéu trén may Overhead. Ban c6 thé tao cac phim chiéu trén may overhead.
Trong qua trinh bao cao, ban lan luot dat chung trén may chiéu overhead.

» Cac phim chiéu 35mm. Phuong phép nay tén kém hon phim chiéu cho may overhead
nhung do phén giai cia hinh anh cao hon va chat lugng hinh t6t hon.Céc slide dugc cudn
bén trén mot vong tron va ban khong can thay ching bang tay. Tat nhién, ‘phuong phap
nay cling lam mat di cac hiéu Gmg didc biét nhu hoat canh, &m thanh,... giéng nhu ding
phim chiéu cho may chiéu overhead.

»  Gidy. Néu khong co sin may chiéu, khi d6 ban phai dung dén phuong cach cudi cung la
in bai bao cdo ra gidy va phat cho khan gia.

Buéc 4: Chon bo dinh dang phu hop hoan canh

PowerPoint cung cip rat nhiéu bo dinh dang dé dam bao ban tim thiy kiéu phu hop cho tinh
hudng bao cdo ctia ban. Mot bo dinh dang (theme) 1a tap hop cua céac thiét 1ap vé& hinh nén, font
chit, mau sdc va cc hiéu tmg hinh anh. PowerPoint 2007 c6 rat nhiéu bo dinh dang dung sin cho
ban dung hodc ban c6 thé tao bo dinh dang méi va luu thanh maot tap tin riéng biét. Mot mau thiét
ké (template) 1a mot tap tin PowerPoint day du cac thanh phan ma ban c6 thé tao bai bao cdo moi
tir chung. Mot mau thiét ké co thé moi thtr ma mot bao cdo yéu cau, bao gém céc slide. Mot
template c6 thé c6 nhiéu theme nam trong slide master cia template. Khi ban tao mot bai béo céo
méi dua trén mot template, thi bai bao cao do s& thira hudng tat ca cac theme va cac slide mau c6
trong template do.

Theme nao dugc st dung la tot nhat? Mau nao 1a tdt nhat? Tat ca diéu do tuy thude vao tinh
hudng va hoan canh trinh bay bao c4o cua ban. Sau day la mot vai goi y:

May chiéu Overhead (Overhead projector)

Str dung may chiéu thong thudong khong do nguoi dung lua chon ma do hoan canh thuc té. May
chiéu cho chét luong hinh chiéu thip va ban can luu y dén diéu kién anh sang trong phong vi n6
¢6 thé 1am cho hinh chiéu rat mo nhat. Sau day 1a mot vai meo nho khi ban soan thao slide ding
cho may chiéu overhead:

» Font chir:Tiéu dé dung font chir in ddm nhu 14 Arial Black nhdm gitip khi chiéu 1én s& it
bi méo md. Doi véi cac doan vin ban thi dung céac font chit 16 rang va dé doc nhu Arial
hoac Times New Roman.

»  Mau chir:Mau den 1a su lua chon tot nhét, tranh cac mau nhat nhu xanh nhat vi rat dé bj
mo nhat khi chiéu trén may overhead dudi anh sang manh.

= Mau nén:Tranh mau nén t6i, vi nén mau t6i s& 1am khan gia mat tap trung vao ndi dung
dang trinh bay. Ban nén str dung nén mau trang khi dung phim chiéu may va dic biét la
ban c6 thé viét chit thém vao phim chiéu khi nén mau tring.

= Noi dung:Cang don gian cang t6t. Phim chiéu overhead chi thich hop cho ndi dung van
ban, tranh dung nhiéu hinh anh.

May chiéu slide 35mm (Slide projector)
Duéi ddy 1a mot vai goi ¥ vé dinh dang khi dung slide 35mm:

= Font chir: Ding font chir d& doc nhu Arial va Times New Roman cho phan ndi dung.
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Mau chir:Dung mau chit sao cho twong phan v6i mau nén nhu 1a dung mau chit sang dbi
v6i nén mau toi. Riéng t6i thi thich dung chit mau vang (yellow) trén nén mau xanh nudc
bién (navy blue).

Mau nén: Ding mau t6i nhung khong nén dung mau den. Mau nén sang s& lam man anh
qué choi. Mau xanh tham (dark blue), xanh 14 cay (green) va mau tia (purple) la cac mau
nén dung. Tranh dung nén la cac hinh vé&, do bong va clipart.

Néi dung:Co thé ding bat cir loai van ban hoac hinh anh nhung phai ¢ ché do tinh.

Trinh chiéu bido cao trén may tinh

Day 1a phuong phap 1y tudng nhat khi trinh chiéu bao cao, ban c¢6 thé chiéu bao cdo trén man
hinh vi tinh, man hinh TV hodc st dung may LCD projector dé phong hinh 1én man anh rdng.
Dudi day 1a mét vai goi y ve dinh dang:

Font chir:Céac hinh anh va chit trén may tinh thuong 15 rang va sic nét, vi thé ban co thé
ding tat ca cac font chir. Tuy nhién, ban nén thir nghiém trudce bao cdo trén may tinh dé
kiém tra d6 rd nét cua cac font chit. Néu ban béo cdo cho rat nhidu ngudi nghe va man
hinh thi lai nhd, khi d6 nén cho cac font chir kich thude to.

Mau chir: Ding mau chit sao cho twong phan véi mau nén. Néu dung mau chir sang thi
dung mau nén toi va ngugc lai.

Mau nén:Mau nén nhu xanh thim, xanh 14 cdy, mau tia déu duoc. Ban c6 thé ding nén la
gradients, shading, patterns, pictures, va cac nén dac biét déu tot.

Noi dung:Ban c6 thé dung tit ca cac kiéu chit va hiéu tmg cho phan noi dung: hinh anh,
hoat canh, hiéu tng chuyén slide, am thanh va doan phim.

Buwéc 5: Phat trién ndi dung

Ndi dung béo céo bao gdm van ban, db thi hodc cac chuong trinh nhu Excel, ...

Khi bao cdo, ban chi nén cung cap day du thong tin ma khan gia dang can chu khong nén cung
cAp qué nhiéu thong tin du thira khong can thiét. Sau day 1a mot vai goi

Ban can kiém tra lai k§ cac ndi dung truée khi giri bai cho khan gia nham dam bao khong
c6 ndi dung du thira.

Khong nén cb cong ghi ndi dung that chi tiét cho cac slide, thay vao do6 céc slide chi nén
chtra cac diém chinh can trinh bay va khi dién thuyét s€ nodi ré hon

Nén dung SmartArt thay cho cac gach dau dong nham gitp thong tin trén slide d& nhé va
de hiéu hon.

Cung cap ban in chi tiét cho khan gia & dau budi thuyét trinh nham gitp khan gia tap
trung hon trong khi nghe thuyét trinh va khoi ton cong ghi chép.

Toém tat ndi dung bai trinh dién & cac slide cudi.

Bwédce 6: Tao cac hinh anh truc quan

Sau khi hoan tat cac ndi dung, ban nén xem xét dua vao cac slide mot s6 hinh anh minh hoa truc
quan nham tao an tugng manh doi voi khan gid.Ngoai hinh dnh, ban nén tdn dung tinh tuong
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phan ctua cac mau sac chit, mau nén trong céac slide nham lam noi bat cac ndi dung quan trong.
WordArt cling rat tot trong viéc lam hinh anh hoa cic doan van ban ngan nham muyc dich nhan
manh.

Bwéc 7: Thém cac hiéu irng da phwong tién

Thém cac hiéu ung da phuong ti¢n vao slide thong thuong lam tang hi¢u qua va sy thich thu cua
khéan gia ddi vé6i bai thuyét trinh. Ban co6 thé st dung cac doan phim, flash, am thanh, nhac, cac
hiéu tmg cho db thi, vin ban, hiéu tmg chuyén tiép giita cac slide, hiéu Gmg d6i mau,... cho bai
thuyét trinh ciia minh. Ban khong nén 4p dung mot kiéu hiéu tmg cho tit ca céac slide hodc gitra
cac slide vi diéu d6 rat d& gay nham chan cho khéan gia, thay vao d6 hiy ap dung linh hoat nhiéu
loai hi¢u ing cho bai trinh dién cua minh.

Buwéc 8: Tao cac ban in phat cho khan gia va ghi cha cho slide

Budc nay chi thich hop d6i voi phuong phap bao cdo ¢6 ngum dién thuyét (speaker- led). Ban nén
phat cac ban in ni dung bao cao (handout) cho khan gia dé ho d& theo ddi trong sudt ‘qua trinh
nghe bao céo. Cac handout nay co6 thé in trang den hodc mau va PowerPoint cung cap sin rat
nhiéu tily chon cho viéc in an handout.

Ngoai ra, nguoi bao cao nén chuin bi sin cho minh mét ban in handout dic biét chira cac ghi chu
cho mai slide trong bai thuyét trinh (notes pages)

Budéc 9: Kiém tra lai bai va bao cao thir

Ban nén bao cao thir va xem lai bai thuyét trinh trude khi trinh chiéu thuc su trude khan gia. béi
v&i moi phuong phap bao cao(speaker-led, self-running, hodc user-interactive) s€ c6 mot vai luu
;riéng

Bao cdo c6 ngudi dién thuyét trwée khan gia (Speaker-led)

Kiém tra lai tat ca cac slide trong bai trinh dién nhém dam bao cac ndi dung day du, chinh xac, va
dung trinh tu. Ban c6 thé s& phai sip xép lai hodc 4 an bot cac slide ‘cho muc dich du phong (du
doan trudc cac cau hoi cua khan gia va chuan bi san cac slide chira s6 liéu hodc tra 10i cau hoi).

Kiém tra lai cac nut didu kién trén slide, chiéu thir toan bd cac slide trong ché d6 Slide Show
nham ki€m tra cac hiéu ung gitra cac thanh phan trén slide va gitra cac slide xem c6 hop 1y hay
khong? On lai cac phim tat thong dung trong qua trinh bao cao trén may tinh bang PowerPoint.

Bao cao tw chay (self-running)

Véi phuong phap bao céo speaker-led, ban con ¢ co hoi khic phuc cac 181 (vé ndi sung, hiéu
ung,...) phat sinh trong qua trinh bao cdo. V&1 phuong phéap bao cao self-running ban s€ khong
c6 co hoi giai thich vi bai bao cao s€ dugc trinh chiéu mot cach tu dong. Do vay, ban can phai
danh nbiéu thoi gian hon dé kiém tra that k§ tat ca noi dung ciing nhu cac hiéu tng,... trude khi
cong bo.

Mot diém dic biét quan trong ddi voi loai béo céo nay chinh 1a viée thiét 1ap thoi gian (timing).

Ban phai thiét 1ap thoi gian chd hop 1y sao cho khan gia ¢ du thoi gian doc hét cac ndi dung ma
ban cung cap trén slide va luu y thoi gian cho cling khong nén qua dai sé lam khan gia chan nan.
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PowerPoint cung cdp tinh ning Rehearse Timings nhdm gitip cho ban giai quyét kho khan vira
néu. Tinh ning nay sé& ghi lai thoi gian ban dimg lai & mdi slide va thong bao két qua cho ban,
néu ban déng ¥ no s& 4p dung thoi gian dimg & mdi slide nay cho bai trinh dién cta ban (vao
ngan Slide Show trén Ribbon va chon Rehearse Timings).

Bao cao twong tac (User-Interactive)

Véi loai bao céo nay, ban thiét két cac nit 1énh dé ngudi dung di chuyén xuyén sudt bai trinh
dien trong céac slide va vi thé van dé thoi gian khong con quan trong nita. Van d€ quan trong &
day chinh la d6 chinh xac cta céc lién két trong bai trinh dien.

Khi mudn phéat hanh bai trinh dién 1én Internet, ban ¢6 thé dé bai trinh dién dudi dinh dang
PowerPoint nham dam bao ngudi xem thay duoc hét tt ca cac tinh néng va hiu mg ma ban da
thiét 1ap. Tuy nhién do khong phai tit ca ngudi ding déu cé cai sdn phin mém, nén c6 mot cach
khac ma ban c6 thé xem xét chinh la luu bai trinh dién duéi dinh dang HTML. Khi ¢ dinh dang
HTML, mdt sb tinh nang cua bai trinh dién sé& bi mét (mot s6 hiéu ung, hoat canh,...) nhung s&
dam bao moi may tinh déu co thé xem duoc ndi dung mién la may c6 cai mot trinh duyét web nao
do.

Bwoc 10: Phat hanh bai bao cao

Cac phuong phap bao cao user-interactive hodc self-running presentation mang lai it hiéu qua
hon so vé1 phuong phap speaker-led. Cac phuong phap nay don gian chi la viéc phat hanh dén
nguol xem nén rat dé gay chan nan cho nguoi xem. Phuong phap bao cdo speaker-led s& rat hiéu
qua néu duoc chuan bi k¥ vé ndi dung va nguoi bao cao da luyén tap chu ddo.

Budc nay ban chi can bo tri cac viéc con lai nhu la thi€t 1ap cac cho ngoi tai phong hop va co
gang lam quen véi viée ding trudc dam dong.

Budc 11: Tién dén thanh cong va cadi tién bai bao cao

T4t ca cac bude chuan bi trén néu duge thue hién can than thi chic chin budi bao cdo cua ban s&
thanh cong tot dep. Nham chuan bi tot hon cho cac budi bao cao khac trong tuong lai, ban nén tu
hoi va tra 1o1 cac cau hoi sau:

= Céc mau sic va thiét ké cua céc slide c6 hop 1y hay khong?

«  Tét ca moi nguoi c6 dé dang doc nodi dung trén slide hay khong?

= Khan gia nhin ban, nhin man hinh hay nhin ban in (handout) nhiéu hon? Diéu d6 c6 gidng
nhu mong doi cua ban hay khong?

= Khan gia c6 ghi chu lai trong khi ban trinh bay bao cdo hay khéng? Néu c6, ban c¢6 gui
cho khan gia ban in (handout) véi cac duong k& danh cho viéc ghi chi bén canh hay
khéng?

» Thoi gian bdo cdo c6 hop ly hay khéng? C6 diém nao trong bay béo céo 1am ngudi nghe
chan nan hoac thich tht hay khong?

= (¢ slide nao ban du dinh thém vao bao cao nhung da khong lam hay khong?
= (6 slide nao ban tinh bo qua nhung da chuan bi quéa k§ hay khong?
= Céc ghi chd cho slide ma ban chuan bi ¢6 du dép tng hay khong?
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= Céc hoat canh va hiéu tmg thém véao c6 lam bai bao cao hap dan hon hay lam ngudi nghe
mat tap trung?

= Chét luong cac 4m thanh va doan phim c6 dat hay khong? Chung c6 hitu ich hay khong?

3. Giir cho khan gia ludn cam thay thich thu

Sau ddy 1a mot sb budc co ban nhiam gitp ngudi dién thuyét tao nén sy 16i cudn va lam cho bao
cao thanh céng.

Cac ky thuit dién thuyét

» Déang ding chic chin, khong di téi di lui. Viée di toi di lui sé lam ngudi nghe dao mat
nhin theo ban va lam ho mat tap trung. Tuy nhién ban nén dung tay va phan trén co thé dé
minh hoa cho bai noi chuyén cia minh.

= Dung céc cir chi dé hd tro giong néi ciia ban.Néu ban dang néi dén ba diém cia mot
viéc nao d6 thi c6 thé dung cac ngédn tay dé minh hoa timg diém d6. Néu ban dang noi dén
mot su lién két cta cac sy viée véi nhau thi ban c6 thé dung hai tay nam lai véi nhau dé
minh hoa.

= Pirng hoc thudc 1ong bai dién thuyét. Néu mot ai d6 dat cau hoi cit ngang bai thuyét
trinh ctia ban thi ban s€ rat dé quén minh da néi toi dau.

» Nguoc lai, phai thuyét trinh chir khong nén doc tir cac ghi chi ciia ban. Cac ghi chi
thuong chi chira cac tur khoa va céac so 1i€u, do vay ban can dién thuyét tir cac tir khoa nay
chtr khong phai chi don gian 1a doc ching ra.

» Khong dién thuyét ma mit dan vao to ghi chl. Dung mat dé nhin cir toa trudc khi ban
bat dau noi.

= Chon lgc mgt vai nguoi ¢ cac vi tri khac nhau trong khan phong va dung mit giao
tiép truc ti€p véi ho. Trinh bay mot diém nao d6 trong bai bao céo voi mdi ngudi trong
khi ban nhin ho va nhé cuoi véi ho.

» Pirng ngai tam dirng bai dién thuyét. N6i cham va thinh thoang dirng mot 1at dé nhin
vao ban ghi cht 1a m§t phuong phéap dién thuyét hay hon la bao cdo mdt cach hap tap.

= Khoéng nhin cham chim hoac doc cac slide. Tap trung sy chi cua ban vaoctr toa va han
ché cang nhiéu cang tot viéc doc cac ghi chu trong khi dieén thuyét. Ban phai lam cho cir
toa thay rang cac 101 ban noi ra la xuat phat tir trong suy nghi cta ban.

» Nhin manh cac dong tir trong bai thuyét trinh.

Cac goi y vé ndi dung

» Néu khan gia khong ban ron thi ban s& khong bi don ép vé thoi gian bao cdo, khi d6 ban
c6 thé bat dau bai bao cao voi mot cau chuyén vui.

= Nén cudn hut khan gia vao céc bai tap/ tinh hudng trong bai bdo cao nhdm lam ting kha
nang hiéu vé chu dé trinh bay.

» Hoi céc cau hoi dé kiém tra xem khan gia c6 hiéu nhing gi ban dang trinh bay hay khong
va tang mot mon qua nho cho nguoi co cau tra 161 ding. Khong cé thr gi hap dan khan
gia tham gia vao chu d¢ trinh bay hon la cac phan thuong, mac du ching cé gia tri thap
nhu méc khoa, khan tay,...
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= Nén chia phan trinh bay thanh hai hoac vai budi va nén c¢6 phan dat cau hoi va tra 161 cau
hdi & moi budi, va gitra cac budi thi ¢o gio giai lao ngan.

Trong suét phan hoi va tra loi hdy tit may chiéu (slide projector, overhead, LCD projector hoic
man hinh méy tinh) dé gitp ngudi nghe tap trung vao cau hoi va dién gia. Néu khong thé tat may
chiéu thi ban cd thé tao thém mot slide don gian véi tya dé “Hoi dap” va chiéu slide nay trong
suét qué trinh nay.
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Phu luc 2. Tai nguyén Internet

1. Template, Themes va Background

Mot sb dia chi cho phép tai PowerPoint Template, Theme va Background

http://office.microsoft.com

http://powerbacks.com

http://www.presentationhelper.co.uk

http://www.poweredtemplates.com

http://www.ppted.com

http://www.indezine.com

www.powerpointbackgrounds.com/

www.powerfinish.com/

www.graphicsland.com/powerpoint-templates.htm

www.powerpointtemplatespro.com/

www.abetterpresentation.com/

www.slidesdirect.com/

www.zapitmedia.com

www.digitaljuice.com

http://www.echosvoice.com

2. Add-Ins va tai liéu tham khao

2007 Microsoft Office Add-in: Microsoft Save as PDF or XPS

http://www.microsoft.com/downloads/details.aspx?Familyld=4D951911-3E7E-4AEG-

B059-A2E79ED87041&displaylang=en

Add-Ins gitip chuyén d6i tap tin PowerPoint sang dinh dang PDF hoac XPS.

Thermometer Add-in for PowerPoint

http://www.indezine.com/addin/thermometer/index.html

Tao thém mét thanh cong cu & phia dudi man hinh trinh chiéu dé cho biét ban da bao

cao dugc bao nhiéu va con lai bao nhiéu.
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WebAIM: PowerPoint Accessibility Techniques

www.webaim.org/technigues/powerpoint/

Office Accessibility Wizard gitp chuyén dbi tap tin PowerPoint thanh dinh dang web
rat tién loi va d@& su dung.

Steve Rindsberg/RDP

www.rdpslides.com/

Trang nay ctia mot PowerPoint MVP va ¢6 chira nhiéu add-ins hitu ich.
Crystal Graphics

www.crystalgraphics.com/

Add-Ins cung cap thém céc hiéu tng hoat canh, 3-D, hiéu tmg chuyén canh, do thi. ..
Office Tips

www.mvps.org/skp

Cung cép 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 tgi PowerPoint moi phién ban.
PowerPoint Heaven - The Power to Animate

http://pptheaven.mvps.org/

Bo suu tip cac tro choi, slide giai tri duoc xay dung trén PowerPoint va rat nhiéu bai
viét hudng dan sir dung chuong trinh nay.
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