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Loi n6i dau

Ban doc than mén,

PowerPoint 13 mdt cong cu bién tap va trinh dién bao cdo trén may tinh phd bién nhét hién nay. O
Viét Nam, PowerPoint cling da dugc ap dung rat nhi€u trong cac buoi hdi thao, cac cudc hop, cac
budi gioi thi€u du an hodc san pham, bio cdo trong ndi bd cong ty hoac phuc vu cho cong tac
giang day.

PowerPoint 2010 dugc bd sung nhiéu tinh ning méi véi su cai tién giao dién Ribbon thuin lgi
hon cho nguoi stir dung. Do vay, nhiing nguoi dé tung sir dung thanh thao hodc nhirng nguoi moi
bat dau tim hiéu PowerPoint déu phai hoc qua cach str dung chuong trinh nay. Tuy nhién, nhiing
ngudi da thanh thao PowerPoint s& ton it thoi gian hon so v6i nhitng ngudi moi bat dau.

Tai liéu nay co 7 chuong va cac phu luc. Cac chuong duogc t6 chire theo timg nhoém nodi dung 16n
twong ing voi qué trinh xay dung bai thuyét trinh cta ban trong PowerPoint. Do viy, cic ban
moi bat dau hoc nén doc tai liéu tir du dén cudi dé c6 cai nhin va sy hiéu biét tong quat vé
chuwong trinh nay. Cac ban da am tuong PowerPoint thi chi can doc qua cac ndi dung mdi trong
phién ban PowerPoint 2010 va xem thém nhitng van dé ma minh quan tam.

Tai liéu duge thiét ké theo hudéng vira hoc vira lam va chu trong vao thuc hanh nén cac ban phai
cd gang hoan thanh tirng phan trong tai licu. Khi doc xong tai li¢u la cadc 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 céac bai thyc hanh trong tai li¢u nay co thé tai tai
dia chi http://www.qgiaiphapexcel.com/download/Multimedia.zip.

Hy vong tai li¢u nay s& giup ich cho ban doc nhanh chong tiép can va stir dung thanh thao céc tinh
nang cua chuong trinh PowerPoint dé ap dung vao cong viéc thuc té cua minh.

Do tai liéu dugc bién soan trong thoi gian rat ngan nén khong thé tranh dugc nhitng diém thiéu
s6t va chura hoan thién. Cac y kién dong gop xin vui long giri vé:

Tran Thanh Phong

Giai Phap Excel

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

TP. HCM, ngay 30 thang 01 nam 2010
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Chuwong 1. Gioi thiéu PowerPoint 2010

Chuong 1
Giei thiéu PowerPoint 2010

Ngi dung

1.  Céac diém moi trong PowerPoint 2010

2. Khoi 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 cira s6 chuong trinh

5. Tay bién thanh lénh truy cap nhanh

6.  Phong to/ thu nho cira s 1am viéc

7. Thanh thudc ngang va doc

8.  Céc duong ludi

9. Duong trg giapkhi vé

10.  Xem bai thuyét trinh & cac ché 46 mau sic khac nhau
11. Xem cung mot bai thuyét trinh trong nhiéu cira s6
12. Sép xép cac cira sb

13. Chuyén ddi qua lai giira cac cira s6

14. St dung trinh trg giap

15. Hoi dap
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Chuwong 1. Gioi thiéu PowerPoint 2010

P owerPoint 2010 13 mdt phan cta bd Microsoft Office 2010. Ciing gidng nhu Word (chuong
trinh xr 1y van ban), Excel (bang tinh), Outlook (trinh quan 1y e-mail va quan 1y cong viéc ca
nhan) va Access (co so dit liéu), PowerPoint giup chung ta tao nén cac bai thuyét trinh sinh dong
va 16i cudn.

Khi thuyét trinh, ching ta c6 thé dung cac loai dung cu ho trg nhu: slide 35mm, phim chiéu cho
may overhead, cac slide trén may tinh, ban thuyet trinh dugc in ra gidy, cac ban ghi chu cua
nguoi thuyet trinh. PowerPoint c¢é thé tao ra tat ca cac loai dung cu trén va c6 thé kém theo cac
hiéu rng hdp dan va thu hut nguoi nghe.

Do PowerPoint duoc tich hop rat chit ché v6i cac thanh phén khac cua bd Microsoft Office 2010,
nén chung ta co thé chia s& thong tin gilta cac ung dung nay rat dé dang. Vi dy, chung ta c6 thé vé
biéu d6 trong Excel va c6 thé chén biéu dd nay vao slide ctia PowerPoint hoidc ching ta co thé
chép cac doan van ban cia Word dé dua vao slide, ...

1. Cac diém méi trong PowerPoint 2010

Ciing gibng nhu cac chuong trinh khéc cia bo Office 2010, giao dién PowerPoint 2010 duoc phat
trién 1én tir phién ban 2007. Giao dién Ribbon mang lai nhiéu tién lgi trong viéc thao tac cho
ngudi ding Va v6i nhiéu tinh ning méi sé giup tao nén nhitng bai thuyét trinh sinh dong, hip din
mot cach nhanh chong. Dudi ddy 1a mot sb tinh ning mdi ma ban s& gip trong qua trinh s dung
phién ban nay.

Ribbon ma¢i

PowerPoint 2010 xdy dung Ribbon ¢6 cac nat 1énh d6 hoa d& nhan biét dugc chia thanh nhiéu
Tab (ngin) thay cho hé thong thuc don x6 xudng truéc day. Mdi tab giong nhu mot thanh cong
cu véi cac nut 1€nh va danh sach 1énh cho ngudi dung lya chon st dung.

Céc tab khong d& tiy bién dé nhu cac thang cong cu & cac phién ban trude, nhung PowerPoint
2010 c6 thém mdt thanh cong cu goi la Quick Access Toolbar (QAT - thanh cong cu truy cap
nhanh) gitip nguoi dung c6 thé tuy bién va gan thém cac nat 1énh thuong dung mét cach nhanh
chong va dé dang. Ban c6 thé thém vao QAT bt ky nut 1énh nao bang cach nhip phai chudt vao
no va chon Add to Quick Access Toolbar.
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Chuwong 1. Gioi thiéu PowerPoint 2010

Ribbon xuét hién thém ngin Transitions gitp viéc ap dung hiéu tng chuyén tir slide ndy sang
slide khac dugc nhanh va thuan tién hon. Ngoai ra, nit Minimize the Ribbon gitp ngudi dung
de dang phong to hay thu gon Ribbon.

Tab dang chon Quick Access Toolbar
Pliid 9~ + A9 =—| Presentationt - NCrosoft PawerPort a B 8
m rorte et Oenign Toanutinm Animatiany Hige Show Renew View Deretaper Addm Acrobmt - 0
= | 2] tayout = = = o T \ - ¥ nino
\
— ::u;.- -—J " oo Paplace -
Paste Hew H U & e \s \ ES IR W thapes Amange
- Slice Section ~ . - . eiect
Cipboara . Shaes Fare Paragraph Daarmin o] £anng

Hinh 1. Ribbonduoc t6 chic lgi

Ngén File thay cho nit Office

Ngin File chtra cac 1énh lién quan dénbai thuyét trinh dang soan thao nhu thudc tinh tp tin, thiét
1ap mat ma bao vé, luu trir, in an va chia s€ bai thuyét trinh.

» - Presemmenond - Mcrozott FowerPont = &

@ e et Desigh limestions Ay S50 Ihew feves - Dexesyper Ad-in At 19}
Sem

Information about Presentationl

&

MNes

Prm

Share

Mo A

=J Mo

. Optismy

£3 0t

Hinh 2. Ngan File méi

Hé tro' lam viéc cong tac

PowerPoint 2010 cho phép nhiéu nguai cling bién soan hay hiéu chinh bai thuyét trinh mot cach
ddng thoi. Ching ta ¢ sir dung may chu SharePoint cua cong ty hoic cac trang web hd trg tng
dung web PowerPoint nhu 13 Windows Live dé luu trit bai thuyét trinh. Khi d6, nhiéu nguoi ¢6
thé truy cap vao hiéu chinh bai thuyét trinh va cac diéu chinh s& dugc ddng bo mot cach tu dong.
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P

-

|
!

Nhiéu nguroi cling lam viéc trén mgt bai thuyét trinh

Hinh 3.

Nhom céc slide vao cac phan trong bai thuyét trinh

Nhom céc slide trong cac bai thuyét trinh Ién thanh cac section s& gilp viéc quan Iy duoc dé dang
thuan tién hon khi tim kiém noi dung. Khi nhiéu nguoi clng 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 rat
nhiéu. Ching ta cd thé dat tén, in 4n va 4p dung cac hiéu ung 1&n cac section.

BWdO-0473
[ iw ] )
: a -
| -
-

Il

J 5] New Slide

& Dutnd Secton

1 Duplicate Slide

Publish Slides

- - :"M.?”
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‘ e Check for Updates
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&’ = | Layout ’ + Mibg S e
e — Reset Slide
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(| 3| e A Format Background... it e e =
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- . bt el °
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" —e ’ o
—¢, |[§] Hide Slide

Hinh 4. Chia bai thuyét trinh thanh nhiéu section
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Chuwong 1. Gioi thiéu PowerPoint 2010

Tron va so sanh ndi dung cia cac bai thuyét trinh

Ching ta c6 thé so sanh ndi dung cac bai thuyét trinh véi nhau va phéi hop ching lai biang cach
st dung tinh ning m&i Compare trong PowerPoint 2010. Chng ta c6 thé quan Iy va lya chon
nhitng thay d6i hoac hiéu chinh ma minh mudn dua vao bai thuyét trinh cudi cung. Tinh ning
Compare s& gilp ching ta giang dang ké thoi gian dong bo cac su hiéu chinh trong nhiéu phién
ban cua cing mot bai thuyét trinh.

Hinh 5. So s&nh va phéi hep néi dung trong cac bai thuyét trinh
Hb tro vira soan thao vira chay thuyét trinh trén ciing mét man hinh

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

L™ | VaAYY
- -
- |
CULBRIGHT
A o
- « Stant 2 All Programs > Microsoft Office
HUN 3 ficr t Offic werPoi 7
I NHUNG DIEM MO1 = Microsoft Office PowerPoint 2007
o= Too, quan iy va lam vige cong tac vol nhidng ngusl . S
l' 3 Khac tren bai thuyeét trinh
Lam phong phu bai thuyét trinh voi cic dogn video, [
hinh anh va rat nhién higw dng mai e
Chia sé bal thuyet trinh hi¢u qua hon Chek b acd trtke

Hinh 6. Vra soan thao vira xem Slide Show
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Chuwong 1. Gioi thiéu PowerPoint 2010

Bién soan bai thuyét trinh moi Iic moi noi
Vi tai khoan Windows Live, ching ta c6 thé sir dung cac @ng dung web PowerPoint, Word va
Excel mién phi. Ching ta c6 thé bién soan bai thuyét trinh tryc tuyén ngay trong trinh duyét web.

“J PowerPolnt 20102 pptx - Microsoft PowerPolnt Live (proview program) - Mozidla | brefox
The Gt Yew Mytey Docknaks Yahoo! Took Mep

6 = c A ",J et Moc- 3992596560 § 841 5 shydrne e conedt, i Document s Posarfornt 2 . -"' OFfice Web fogs y
R D B0 Glli Phiky Excel - Kt Qud Tis mmmm Microso. i
Crwindaws Live Prom » Syorke » Documents » mmmau Phom( .
g o
- - ®
— Dt (se -
¢ ‘ ' pal
— 2] Duphcace Shae '}
Hew Dpen

Wite 3 Hide Shae PowwtParnt
' Fore P ' all

Microsoft

POWERPOINT 2010

| » Chditoaddnotes

Dore ‘ ¥ ]

Hinh 7. Soan thdo bai thuyét trinh bang Microsoft PowerPoint Web App

Nhung , hiéu chinh va xem video trong bai thuyét trinh

Trong phién ban PowerPoint 2010 hd trg manh hon vé da phuong tién trong bai thuyét trinh. Cu
thé, chlng ta c6 thé nhung, cit xén &p dung cac hiéu tmg dinh dang 1én céc hinh anh va doan
phim ngay trong bai thuyét trinh.

Cit xén video

Tinh ning cit xén video trong PowerPoint 2010 gilp loai bo cac phan khdng can thiét va giap
noi dung bai thuyét trinh tap trung hon.
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 Trim Video PR

Flowers,wmy Duration: 00:07.894

00:00,000

: b
[00:00 Al : : : [oo07.894 3|
End Time

Start Time

Cancel

Hinh 8. Cat xén video
Chén video t&r c4C nguén trén mang

Cheén video tir cac ngudn trén mang ciing 1a mot tinh ning ndi bat cua PowerPoint 2010. Tap tin
video nay c6 thé do ching ta tai Ién cac dich vu lwu trir truc tuyén hoac ban suu tim dugc. Co
nhiéu dich vii luu trit, chia s& video truc tuyén hoan toan mién phi nhu YouTube, Yahoo Video,
Clip.vn, Google Videos,... Moi tap tin video luu trir trén cac trang nay thong thuong sé€ cé doan
ma ding dé nhing vao cac trang web khéc.Vi du, vai trang Yahoo Video, ban sao chép doan ma
trong 6 Embed. Sau do6, trén giao dién PowerPoint, ban nhan vao nit Video, chon Video from
Online Site...

Tai viing trong cua cira s6 Insert Video From Online Video Site, ban dan doan ma da 1y duoc
khi ndy vao. Xong, nhan Insert. Nhu vdy 1a doan video di duoc chén vao bai thuyét trinh. Tuy
nhién dé xem duogc doan video thi may tinh phai c6 két ndi Internet.

Trang 7



Chuwong 1. Gioi thiéu PowerPoint 2010

. Despicahle Me' Teaer Trafler 3 on Yahwo! Yideo - Wiodews Infermet Exploares

e L Yew Fpote Lok e
o Favorkes Q) Dospacable Me' Taaoar Tralad 3 on fahoo! Video

0..,.- of yahoa oo ¥»hix b

'‘Despicable Me' Teaser Trailer 3

a3t

Share

Emad Embed

<

= i

L)

b? B Uoror

| Cotm, Dot with ervces on pags.

Hinh 9. Cheén video tir cAc nguon trén mang

Nhung video

Nhitng doan phim, bai nhac duoc nhing vao s& tré thanh mot thanh phan cua bai thuyét trinh.
Chung ta khoi phai ban tam tai viéc sao chép céc tap tin nay giri kém theo bai thuyét trinh. Ngoai
ra, PowerPoint con cho phép xuat ban bai thuyét trinh sang dinh dang video dé co thé chép ra

CD/ DVD, dinh kém theo e-mail hoac gui Ién web.

NHUNG MEDIA

Hinh 10. Nhang video vao bai thuyét trinh
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Chuyén bai thuyét trinh sang dinh dang video

Tinh ning chuyén dinh dang bai thuyét trinh sang cac dinh dang video gilip viéc chia s& dwoc dé
dang hon. PowerPoint cho phép xuit ra dinh dang video vai nhidu mirc chat luong hinh anh khac
nhau tir video cho céc loai thiét bi di dong cho dén cac video co 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 videc 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 or uploading it to the Web

E_l Internet & DVD

-
For uploading to the Web and burning to standard DVD (Medium — 640 x 430)
(). Don't Use Recorded Timings and Narrations -
'g@ Mo timings or narrations have been recorded

Seconds te spend on each slide: 05,00 -

ol
TREA
Create
Video

Hinh 11. Xudt bai thuyét trinh sang video
Tich hep sén tinh ning chuyén sang dinh dang PDF/XPS
Phién ban Office 2007 d3 hd tro tinh ning xuat ban bai thuyét trinh sang dinh dang PDF/ XPS.

Tuy nhién tinh ning d6 1a tiy chon va ngudi ding phai tai thém goi cai dit vé cai véo may. Phién
ban Office 2010 d tich hop san tinh ning chuyén dinh dang PowerPoint sang PDF/ XPS.

Create a PDF/XPS Document

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

Free viewers are available on the Web

o

Create a
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

Day 1a mot tinh nang méi rat hay va thi vi, né gitp ching ta c6 thé chup duoc cac hinh anh hién
c6 trén man va dua vao bai thuyét trinh rat nhanh chéng va tién loi.

.....

Table | Picture Clix Screenshot JPhoto | Shapes Smar

Tables |

Design Transitions

Iustrg

Slides | Outline x’

i

Hinh 13. Nt Iénh Screenshot

Thém nhiéu hiéu wng ddc dao cho hinh anh

Véi phién ban PowerPoint 2010, ban cd thé &p dung nhiéu hiéu @ng my thuat khac nhau cho cac

hinh anh.

Hinh 14. CA&c hiéu ung my thugt

X6a cac phan khong can thiét trong hinh

Mot tinh ning mai bd sung vao PowerPoint 2010 d6 chinh 1a cho phép loai bo nén cua cac hinh

ngay trong chuong trinh.
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Hinh 15. Logi bé nén hinh

Hb tro tly bién Ribbon

Véi giao dién ngudi dung than thién gidp cho viéc tiy bién thanh céng cu Ribbon d& dang hon

bao gio hét.

PowerPoint Options

General = . .
Customize the Ribbon.
Proofing
Choose commands fram: (i) Customize the Ribbon: (i)
save |Popu|ar Commands A4 Main Tabs w
Language
Wy Adion A~ Main Tabs ~
Advanced B Add Animation » [l Bl [#] Home =
"o Animati Clipboard
Customize Ribbaon @ Animation Pane P
isd Animation Styles 3 Slides
Quick Access Toalbar h Ering Forward Font
‘E& Bring to Front Paragraph
Add-Ins i= Bullets (= Drawing
3 Copy Editing
Trust Center & cut [P insert =
A~ Decrease Font Size [¥] Desian
% Draw Table Transitions
2] Duplicate Selected Slides - [#] Animations
-5 E-mai Slide Show
([l E-mail
Fant I :
A Font Colar [» [¥] view
Font Size i [¥] Developer =
@ Farmat Background...
By Format Object. [#] Acrabat
F Format Painter [#] Merge
l:‘;r From Current Slide — — e —
B coue
% Hyperlink... . Customizations: 'i‘.-
A Increase Font Size
=l Layout 4 bt Import/Expart ¥ [0
L OK ] [ Cancel

Hinh 16. Tly bién Ribbon
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Nang cip SmartArt

SmartArt trong PowerPoint 2007 da tuyét voi thi trong phi€én ban 2010 cang ddc da hon voi
nhom Picture c6 rat nhiéu mau dyng sang giiip cho viéc minh hoa trong bai thuyét trinh cang de
dang va tryc quan hon.

SMART ART

©

@
@
@

O
o

Hinh 17. SmartArt

Nhiéu hiéu &ng chuyén slide méi

PowerPoint 2010 b6 sung thém nhiéu hiéu tng chuyén slide mai, dic biét 1a cac hiéu tng
3-D rat dep mat va sinh dong.

od9-0s

F 4 LR |

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

Viéc ap dung cac hi¢u g cho cac dbi tuong trén slide trong PowerPoint 2010 s& nhanh
hon rat nhieu nho céng cu sao chép hiéu ang Animation Painter.
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Design Transitions Animations Slide Show Review View Form
3ﬁ Animation Pane b Start: On Click v Reorder Animatio
F Trigger - © Duration: 0200 3
Add e z 2| P -
Animation | #% Animation Painter| () Delay: 0000 3
Advanced Animation Timing

LOAIBO N;?N, CUA HINH

Hinh 19. Sao chép hiéu iing véi Animation Painter

Ting tinh di dong cho cac bai thuyét trinh

V6i cong cu Compress Media, PowerPoint 2010 s& nén cac doan video, cac am thanh
nhung trong bai thuyét trinh 1am cho dung lugng bai thuyét trinh duoc nho hon va tir do
thuan tién hon cho viéc chia s€ va giup cho viéc trinh chiéu duoc tot hon.

Media Size and Performance

u_ W
B . . .
Gip Save disk space and improve playback performance by compressing your
o Lo media files, Compression might affect media quality.
Compress e .
Media files in this presentation are 3.8 MB.

sz b imnroue madia performance

Media
% BAnra
| Presentation Quality
Q‘S;g Save space while maintaining overall
audio and video quality,

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

hange any part of this presentaticn.

gy
s

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

re that it contains:
| author's name

s IS

Checkfar - e
Content that people with disabilities are unable to read

Issues »

Hinh 20. Compress Media
Broadcast bai thuyét trinh
Broadcast bai thuyét trinh truc tiép dén cac khan gia tir xa thong qua dich vu Windows

Live hodgc may chu SharePoint ngay trong cong ty. Khan gia c6 thé theo ddi bai thuyét
trinh truc tiep théng qua trinh duyét va nghe am thanh thong qua dién thoai.
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Hroadcast Slide Show
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Hinh 21. Broadcast bai thuyét trinh va xem bai thuyét trinh trén trinh duyét

Bién con tré chugt thanh con tré laser

Khi muén nhin manh nhiing ndi 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 che do

Slide Show.

~Show type

{~ Browsed at a kiosk (full screen)

* Presented by a speaker (full screen)
™ Browsed by an individual (window)

2=l
 Show slides
f* all
 From: | ﬂTo: | j’

£ Cuskom shov:

| =

—Show options

[ Loop continuously until 'Esc’
™ Show withaut narration

[ shaw without animation

Pen color:

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

bukton,

[ — - |
Laser pointer color: I_ vl

m Advance slides
£ Manually

o« Using timings, if present

r Mulkiple monitors

ismlay slide show an:

=]

IPrimary Maonitar

[T shiow Presenter Yiew

Cancel

o]

Hinh 22. Contro 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 sir dung ma duong dan dén chuong trinh PowerPoint

s& khac nhau doi chut. Trong Windows XP, Windows Vista va Windows 7 thi duong dan truy
cap dén chuong trinh la giong nhau. Céac budc khéi dong nhur sau:

o

Tu cira s6 Windows ban chon Start

Chon All Programs

Chon Microsoft Office

Nhap chuét Ién Microsoft Office PowerPoint 2010

A 0w D P

Click to add title

Click to add notes

23 T 483

Hinh 23. Giao di¢n chinh cia chuwong trinh PowerPoint 2007

Thoat PowerPoint
Thoat chwong trinh PowerPoint rat don gian, ban 1am theo cac céch sau :

e Céch 1: Nhip vao nat Close ( £2) & goc trén cing bén phai cira s PowerPoint, hoic
e (Cach 2: Vao ngan File chon Exit, hoac
e Céch 3: Dung t6 hop phim tit <ALT+F4>

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

e Chon Save: s€ luu lai cac thay dbdi trudce 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 hay Iénh thoat PowerPoint

Microsoft PowerPoint

! ) ,  Doyou want to save the changes you made to
Presentation1?

[ Save ] [Dog‘tSa'-:e ] [ Cancel

Hinh 24. Hgp thogi nhdc nhé ban luu cdc thong tin trong bai thuyét trinh
3. Tim hi€u cac thanh phan trén ctra s6 chwong trinh Microsoft PowerPoint

Giao dién ctia PowerPoint 2010 khong co 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 Title bar  goi 1a slide Minimize
l t I | L
21 Ly S L e A PowelPoint 2010.pptx - Micrdsoft PowerPoint Iu B R
Home | Insert Design  Transitions | Animations Slide Sho Review  View  Developer Add-Ins Acrobat & e
= ) = & 5 == s g 0 [Ey
I, | B £y A A 8 . "’_j-l' il a
Paste New .. B 7 U § abe V- Aa A S e Shapes Arrange G = | Editing
X Slider =7 = 3E = v % -
Clipboard =& Slides Font aragraph Drawing
- - -
_Nean Outline |
—— -'- — ‘ =
2|#== 1 Ngan Slides |
e — — —
e, L
—o, -
Microsoft
| !
| POWERPOINT 2010 |
[
]
‘ Click to add notes 5
Slidel of2 | Trek '\A\ﬁ [ |[Ele2eg = 49% (=)0 (+) EB

Hinh 25. Cdc thanh phan trén cira s6 PowerPoint

» Thanh tiéu dé (Title bar):Thé hién tén ctia chwong trinh dang chay 1a PowerPoint va tén
cua bai trinh dién hién hanh. Néu cura s6 chua toan man hinh thi ta c6 thé dung chudt kéo
Title bar dé di chuyén ctra so6.

= Ribbon:Churc nang ctia Ribbon 1a sy Kkét hop cua thanh thuc don va céc thanh cong cuy,
dugc trinh bay trong cac ngan (tab) chtra nat va danh sach 1énh.

Trang 16



Chuwong 1. Gioi thiéu PowerPoint 2010

= Quick Access Toolbar:Chira cac 1énh tit ctia cic 1énh thong dung nhat. Ban c6 thé thén/
bét cac 1énh theo nhu cau str dung.

= Nt Minimize:Thu nho cura s6 tmg dung vao thanh tac vu (taskbar) cua Windows; ban
nhap vao nt thu nho cta trng dung trén taskbar dé phong to lai cira s6 trng dung.

= Nuat Maximize/Restore:Khi cira s6 & ché d6 toan man hinh, khi chon nat nay s& thu nhé
ctra s0 lai, néu ctra s6 chua toan man hinh thi khi chon niit nay s€ phong to cua so thanh
toan man hinh

= Nut Close:j_:)(’)ng tmg dung lai. Ban c6 thé nhan duoc thong bao luu lai cac thay doi cta
bai trinh dién.

» Khu vure soan thio bai trinh dién:Hién thi slide hién hanh.

= Ngin Slides: Hién thi danh sach cac slide dang c6 trong bai thuyét trinh

= Ngiin Outline: Hién thi dan bai cta bai thuyét trinh

» Thanh trang thai (Status bar): Bao cdo thong tin vé bai trinh dién va cung cap cac nut
1€nh thay d61 ché do hién thi va phong to, thu nho viung soan thao.

Ribbon

Ribbon dugc t6 chirc thanh nhiéu ngin theo chirc ning trong qua trinh xay dung bai thuyét trinh.
Trong moi ngan 1é€nh lai dugc t6 chirc thanh nhiéu nhoém 1énh nho tao giup nguoi dung dé hiéu va
de str dung céc chirc nang cua chuong trinh.

Ngéan Iénh theo ngilt canh
Cac ngan chura 1énh (Tabs) |
fa Y
P “ 3 Bowettaing Oa.ppt Mirros oft BowerSaing | r I 1 | = & &2
m‘ b niant Delign Fiantitan Aramationy Shae Shew Rauie " Davriape agadne > Dusige Farmat Forso &
4 - [0 A A | & | ) ) Shaoe F # Fna
a- "o ik 8. | Y 039 o ” . #op
B 7 U Sde-fa- A- EE =W ik~
Nhom 1énh M6 hop thoai

Hinh 26. Ngdan Home trén Ribbon
»  File:M¢ thuc don Filetir d6 ta co thé truy cap cac 1énh md (open), luu (save), in (print),tao
mdi (new) va chia s€ bai thuyét trinh.

= Home:Chira cac niit 1énh thudng xuyén st sung trong qua trinh soan thao bai thuyét trinh
nhu 1a cdc v€ 1énh sao chép, cat, dan, chén slide, bo cuc slide, phan chia section, dinh
dang van ban, v€ hinh va céc I€nh vé tim ki€ém, thay the...

= Insert; Thuc hién cac 1énh chén, thém cac doi tuong ma PowerPoint ho tro nhu la bang
bi€u, hinh anh, SmartArt, do thi, van ban, doan phim, &m thanh,...

!"ﬁ. Home ' Devgn Teansitien Vireaton lide Shoy Havie I avelopet AQE I
- B = R y = u . A ({I &l 3 brey T[ ‘i'..) j‘.

2% Tanie

Hinh 27. Ngan Insert
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»  Design:Thuc hién cac 1énh vé dinh dang kic c& va chidu hudng cua cac slide, handout, &p
dung cac mau dinh dang va céc ki€u hinh nén cho slide.

m Hume Insert Desig Transitions Animabons Slide Shav View Deselope: Ada.dnt
i Iy i Bl cotars
| % | = o Backgroand Styfes ~
$ 4= As Aa Aa | Al Fors +
Fage Stide wsssw smcun uusmuw vr'rr came. — — % e B ground Gesph
Setup Orientation * - Effecis - -
) z '

Hinh 28. Ngan Design

= Transitions: PowerPoint 2010 t6 chirc Transitions thanh mdt ngan mdi trén Ribbon gilip
ching ta c6 thé ap dung va thiét 1ap cac thong s cho cac hiéu tng chuyén slide rat nhanh
chong va thuan loi. Ngoai ra, chiing ta ¢6 thé xem trudc hi¢u ing chuyén slide ngay trong
ché d6 soan thao.

m Hitrne Insert Deiigr Teatubsor ) Anlsatioes Tase Ihow Hevies e Developer A38.08 i
- *  AD e Slide
¢ )

Hane Tt fade Pu: Nipe soirt Reven

Hinh 29. Ngan Transitions

» Animations: Danh muc cac hiéu tng ap dung cho cac ddi twong trén slide, sao chép hiéu
ung gitra cac doi tugng, thi€t 1ap thoi gian cling nhu cac su kién cho céac hi€u ung.

n Home Insert Design Transitiors af sthar I slige Show Revien View Develape Ada-ing Foreat
- 2
- tion Fane Start On C r

Previe T g 0 ] Efect dd

aetar Som ’ W { trate ~a - .
. " r iR 5} Ootions * | Ansnation *,-‘ mation Painter (%) Deta 0000 5 ¥ Moyelste

Hinh 30. Ngan Animations
» Slide Show: Chuan bi cac thiét 1ap cho bai thuyét trinh trudc khi trinh dién, tuy bién vé
mat ndi dung cua bai thuyét trinh trong céc tinh hudng bao céo, broadcast bai thuyét trinh
cho cac khan gia theo doi tir xa va thiét lap cac thong s6 cho cdc man hinh hién thi khi
trinh dién.

e |
Home Insert Design Transitions Animations Slide Show % Review View Developer Add-Ins Format
= ! = R == = x [¥] Piay Narrations (@l Resolution: Use Current Resolution ~
» ¥ ® & =8 o 2™ :
= — — — —= [¥] Use Timings aE S [ -
From From Broadcast  Custom Set Up Hide | Rehearse Record Slide _ o et :
Beginning Current Slide  Slide Show Slide Show > | Slide Show Slide  Timings  Show~ L Show Media Controls | [[]] Use Presenter View
Start Slide Show Set Up Monitors

Hinh 31. Ngan Slide Show

= Review: Ghi cht cho céc slide trong bai thuyét trinh, so sanh va tron ndi dung giita cac
bai thuyét trinh va cong cu ki€ém tra 161 chinh ta.

Home Insert Design Transitions Animations Slide Show Ré‘.’l&‘.‘/h View Developer Add-Ins

AV EY EEELELEEET

Spelling Research T Translate Language | Show New Edit Delete Previous Next Compare Accept Reject 2 E
b/ 2 |Markup| Comment Comment v i3] REVIE g Fan€ Rayis
Proofing Language Comments Compare

Hinh 32. Ngan Review

= View: Chuyén d6i qua lai gitra cac ché d6 hién thi, cho hién thi hodc an thanh thudc, cac
duong ludi, didu chinh kich thudc vang soan thao, chuyén dbi giita cac ché do mau hién
thi, sap xép cac cira s0,.
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Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins
1 = = [ Rule D =1 |l cotor| | = Arrange All = =
8 3 | B | N N | o Soedt B | R
A [C] Gridlines —— | [ Grayscale ' [ cascade —
Normal| Slide MNotes Reading | Slide Handout Motes | Zoom Fitto i s New . Switch Macros
Sorter Page  View Master Master Master | [ Guides Window |l Black and White | window @ Move Split  windows ~
Presentation Views Master Views Show u Zoom Color/Grayscale Window Macros

Hinh 33. Ngan View

» Developer: Ngin nay mic dinh dugc an vi né chi hitu dung cho céc 1ap trinh vién, nhirng
nguoi co hi€u biet vé VBA. P& md ngan nay nhan vao nat File | Options | Customize
Ribbon |Developer.

| File Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins
== 1 (oE5k ] a # | W propertic (e
_:—:j ! \ <8%§ O} Aijg x = A Cities ch
Visual Macros Macro | Add-Ins COM M ® _E EB & 3 | Gl view Code | Document
Basic Security Add-Ins Panel
Code Add-Ins Cantraols Modify

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

File | Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat
e
Vietkey021 ~ @@ Snaglt [#f' Window -9
. 8

Menu Commands Custom Toolbars

Hinh 35. Ngan Add-Ins

4. Thay d@di kiéu hién thij trong cira s6 chwong trinh

PowerPoint 2010 c6 hai nhém hién thj d6 13 nhém Presentation Views dung trong qué trinh soan
thao va nhom Master Views dung trong qua trinh thiét ké slide, bd cuc ban in va trang cht slide
thich. M&i kiéu hién thi c6 cong dung riéng trong qua trinh soan thao, thiét ké, chinh stra hodc
trinh chiéu bai thuyét trinh.
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o] Hotes Maste 1o - . - Blsch » e s -

Microsoll

POWERPQINT 2010

.

“

Click to add notes

Normal—| ‘ ‘ |—Slide Show i

Slide Sorter Reading View
Hinh 36. Cdc kiéu hién thi cira s6 lam viéc
Nhom Presentation Views c6 cac kiéu hién thi sau:
e Normal: Ché do nay dung rat nhiéu trong qué trinh bién soan bai thuyét trinh

e Slide Sorter: Ché do nay gitp xem tong thé bai trinh dién, bd cuc, cling nhu trinh ty cac
slide trong bai thuyeét trinh.

» Notes Page: Ché do nay gitp ta thém cac ghi chu vao slide (cac ghi chu nay s€ khong
hién thi khi trinh chiéu)

e Reading View: Xem trudc bai thuyét trinh trong giao dién soan thao
Mubn chuyén qua lai gitta cic ché d6 hién thi thi ban vao ngin View trénRibbon, sau d6 chon

kiéu hién thi mong mudn hodc chon kiéu hién thi truc tiép tir goc dudi bén phai thanh trang thai.
Dud¢i day la cac hinh minh hoa cua céc ki€u hién thi:
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S e
[ ] )
Normal :
y - y
= SMART ABI
e o i
v S @
= @ ;
: S heas
S @
- % e
: v
., - L
o L
.

Reading
View

N

Hinh 37. Cdc kiéu hién thi

COMPARE
SMART ART COMPARE

Nhém Master Views

Slide
Sorter

Slide
Show

e Slide Master: Luu trir thdng tin vé thiét ké kiéu dang, mau sic, font chit, bd cuc.... cho

cac slide

e Handout Master: Thiét lap cac thong s6 cho céc trang in handout nhu chiéu handout,
chiéu cua cac slide bo tri trén handout, so slide trén mot trang in, sap xép vi tri cua cac

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

o Notes Master: Thiét lap cac théng sb cho cac trang in kém thdng tin ghi chd cua slide

tuong tu nhu handout.
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>

T
CLICK TO ERIT MASTER TITLE STYLE
—— Ok 1o edit Moot er fent slyles
Second level
Third bersl
e~
-

i
‘

{
1

Jil4

Hinh 38. Slide Master va Handout Master

Slide Show: Ngoai hai nhom hién thj trén, PowerPoint con mot kieu hién thi nita duoc sir dung
khi trinh chiéu bai thuyét trinh goi la Slide Show. Slide Show 1a ché do trinh chiéu toan man

hinh, céc slide s& lan luot xuat hién theo thtr ty duoc sip sép trong bai thuyét trinh.

Phim tdit:

@J&%

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

5. Ty bién thanh Iénh truy cap nhanh

Ban c6 thé thém nhanh céc nat 1énh dugce tich hop san cho QAT béng cach nhép trai chudt vao
nut Customize Quick Access Toolbar (=) trén QAT. Sau do, ban chon hodc bé chon cac nut 1énh

cho hién hodc an trén QAT.

BE] AR (2
Home Insert p Customize Quick Access Toolbar
ciog ) v | New
gl o /] open R
Paste : New || v | save
v > Paint Slide
Clipboard E-mail
Slides | Outline X Quick Print
T — |V | Print Preview
4 Default Section
v | Spelling
) v | Undo
5|
V| Redo
Slide Show From Beginning
:..n.r- Open Recent File
{ More Commands...
P e e Show Below the Ribbon
] 2
thjg digm mai il

Hinh 39. Thém hodc bot nhanh cdac nut lénh trén QAT
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Ban ciing c6 thé thém cac nit 1énh khac vao QAT theo hudng dan sau:

Chon nut Office | Options | Hop thoai PowerPoint Options xuét hién

1.
. ;l I l 2. Chon Quick Access Toolbar tir danh sach bén trai
A 4

3. Chon cac nhom Iénh tir hop Choose commands from .... Sau d6, ban chon cac nat
1énh ttr hdp bén dudi va nhan nat Add >> @€ thém vao hop danh sach bén phai.

4. Néu ban mudn bé mot nat 1énh nao do khoi QAT thi chon no tir hop Customize
Quick Access Toolbar bén phai va nhan nit Remove.

5. Pé tra QAT vé trang thai mic dinh thi nhin nut Resetva chon Reset only Quick
Access Toolbar.

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

7. Dé hoan tét viéc tuy bién QAT thi nhin nut OK.

AN
@ Customae the Quack AZcess Toobar

Ghoote tanmmandi fiem

Paputar Commands

T T A Insert Rcture tiom Fle

) New
i ) New Shse
Cpen
Open Hecert Bl

Faste

Prct Preview
uick Print
Reda
Regrowp
Reuse Sides
Lane

Save A

Send Batewnrd

EPEE LR cELBRI

Send to Dack
Y Shapes

[ sh Jueck Accar

Show Q Tooke Baiow the
Roban

PowerPoint Dptiom rﬂﬁ'

Custonize Ouck Acters Toohiee
Far 81 Sacuments |oefautt) v
o e
) Undo
O Redo
¥ Spehing
. P
& Pring Freview
] MNew
G Ope
Customizations Egeet *
hgatEpon '}
|_ox | conce

Hinh 40. Tuy bién QAT

6. Phéng to/ thu nhé cira s6 lam viéc

Ban c6 thé phong to hodc thu nho ving soan théo trong cira s6 PowerPoint 2010 bang cach sir
dung thanh Zoom trén thanh trang thai hodc d,L‘lng hdp thoai Zoom. Ban c6 thé phong to hodc thu
nho ving lam viéc trong khoang tir 10% dén 400%. Ban nén sir dung tuy chon Fit Slide to

Current Window dé c6 duoc viing lam viée t6t nhat.
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foom @E|

Zoorm ko
(%) Fit Percent:

O (10 5% L .
biéu chinh ving lam viéc vira

(7 200%; 2y
O 100% van theo ctra s0 hién hanh
gﬁﬁ% Mé hop Zoom Ty 1& hién hanh
S0%:
I 53% Thu nho Phong to
[ O, l [ Zancel o L

MBS E T 70% (- U (+) (4

Hinh 41. Hgp theai Zoom va thanh Zoom trén thanh trgng thai

Dé goi hop thoai Zoom thi ban chon Ribbon | View | chon Zoom. Céach nhanh hon 14 ban nhip
chudt vao nut chi sé phan tram trén thanh trang thai hodc nhan t6 hop phim <ALT + W + Q>.

7. Thanh thudc ngang va doc

Céc thanh thudc ngang va doc gitip ching ta trong viée bé tri cac thanh phan trén slide chinh xac
hon. Ban vao chon ngén View trén Ribbon, sau d6 chon Rulers tai nhom Show.

AT RS

= [y ol - Thanh

thudce

w ngang
COMPARL

Thanh :: o e
thudc

doc o "".

a >
"

» Click to add notes

Skged ol & 1_Tiek Bl T % - +
Hinh 42. Thanh thuoc doc va ngang

Thanh thudc ngang va doc chi ¢6 trong kiéu hién thi Normal va Notes Page va don vi tinh trén
thanh thudc tuy thudc vao thiét lap Regional Settings trong Control Panel ctia Windows.
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Ban c6 thé tit bét thanh thude doc bang cach vao File | Options | chon Advance | tim dén myc
Display | bo chon Show vertical ruler.

Advanced I Display

4

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

Showy?rtical 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 ¥

Hinh 43. Tuy chon thanh thuoc doc

8. Cac duwong ludi

Céc duong ludi (gridlines) chia slide thanh cdc 6 vudng c6 kich thude bang nhau gitip chung ta
canh chinh céc d6i tugng dé dang vacac duong nay sé& khong hién thi khi in ra giy.

Nhitng cach bat/ tit cac duong ludi:

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

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

Chia sé bai thuyét trinh hiéu qua hon

Cac duong ludi

Hinh 44. Cac dwong luoi trén slide

Hop thoai Grid and Guides cho phép thiét 1ap khoang cach giira cac duong ludi cling nhu nhiéu
tuy chon khac.C6 nhiéu cach mo hdp thoai Grid and Guides:

e Céch 1: Home | nhém 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 ddi twong vao duong ludi

] snap objects to other objects
arid settings

Bit dinh ddi twong vao dbi tuong khac

Spacing: | 0.5 | oo

Thiét 1ap khoang cach giira cac cham luéi
Bat/ tat dudng ludi

Display grid on screen
Guide settings

[ bisplay drawing guides on screen

Display smart quides when shapes are aligned

[Set as Default] | (o4 | [ Cancel

[ Bat/ tit duong tro gitp khi v&

9. Pwong trg giupkhi vé

Hinh 45. Hop thoagi Grid and Guides

Puong trg giupkhi vé (guides) ciing gidng nhu cac duong ludi trén slide nhung ta co thé kéo va
tha chung dén cac vi tri mong mudn. Cac dudng tro gitp ndy gitp ching ta d& dang trong viéc
canh chinh vi tri ctia cac d6i tuong trén slide va ching s& khong duoc hién thi khi in ra gidy.

SMARTART

Hinh 46. Cdc duong tro giup ngang va doc

Dé bat duong trg gilp khi v& ban vao View | nhém Show | chon Guides. Ban c¢6 thé tao thém céc
duong trg giup bang cach gitr phim Ctrl trong khi dung chudt kéo duong trg gitip ngang/ doc dén

vi tri méi va nha chudt.
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Animations Slide Show Review View
=i ™ — |
[T Ruter ¢ ‘ | |l Color
[ Gridlines = i Grayscale
= ) Zoom Fitto — .
 [¥] Guides Window | mm Black and White
Show " Zoom Color/Grayscale

Hinh 47. Bat/ tat dwong tro gitp khi vé

X6a bt cde dwong tro gilp bang cach dung chugt kéo ching ra khéi dién
tich cua slide.

{
e

u

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

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

Dé chuyén doi qua lai giira cac ché d6 mau hién thi, ban nhap chudt vao ngin View | nhém Color/
Grayscale | chon kiéu hién thi [a Color, Grayscale hoic Black and White

[ -
= B L E O a

Automatid Light Inverse Gray with Black with EBlack with EBlack White Back To
Grayscale Grayscale White Fill Grayscale Fill 'White Fill Color View
Change Selected Object Close

Home Insert Design Transitions Animations Slide Show  Review View Deve

Hinh 48. Cdc ty chon trong kiéu hién thi Grayscale

Sau khi kiém tra bai thuyét trinh trong cac ché d6 mau sic khéc nhau, ban nhip chudt vao nut
Back To Color View dé man hinh trg vé ché d6 day du mau sic. Cac tiy chon kiéu mau Black
and White hodc Grayscale khong 1am anh huéng dén cac mau sic dang cé trén cac slide ma
chiing chi c6 tac dung khi in ra gidy trong ché 46 Black and White hodc Grayscale.
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dELE0E |
= .
\ = )
St NHUNG DIEMMO1
gy x Tao, guanly v lam viéc cong tac vai nhitng nguoi
R amad . 4 4 570
== khidc trén baithuyét trinh
x Lam phong pha bai thuyét trinh voi cic doan video,
3= — hinh dnh v rit nhiéu hidu dng moi
=Y x Chia sé bai thuyét trinh hiéu quahon
i ———
5
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Hinh 49. Slide xem trong ché @ Black with White Fill

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

Tinh ning xem cung mot bai thuyét trinh trong nhiéu ctra s6 rat hiru ich khi ching ta mubn tham
khao, sao chép, so sanh,... thdng tin cta cac slide khac trong bai khi dang bién soan ndi dung cho
mot slide mgi. B ma thém mat cira s6 méi cho bai thuyét trinh, ban vao View | nhém Window |
chon New Window.
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Hinh 50. Xem cung mét bai thuyét trinh trong nhiéu cira sé

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

12. Sap xeép cac cira so
Khi ban m& nhiéu cira s6 cung mot lic bang cach nhan ban hodc do monhiéu tap tin PowerPoint,

ban c6 thé dung chirc ning sip xép cac cira s dé dé dang hon trong viéc chuyen d6i cira s6, bién
soan, hodc so sanh ndi dung giita cac bai thuyét trinh. C6 hai kiéu sap xép cira s6 nhu sau:

Trang 28



Chuwong 1. Gioi thiéu PowerPoint 2010

= Kiéu Arrange All: Vao View | nhdm Window | chon Arrange All. Cac ctra s6 s& dugc
dan ra trén man hinh va khong bi chong 1én nhau.

= Kiéu Cascade: Vao View | nhém Window | chon Cascade. Céc ctra s6 duogc sip xép theo
cach xép chong 1én nhau, moi cura s6 chi thay thanh tya dé.

) T Ao RATd . L
P o WM O Muu=u
- - - -1.

SMART ARD

2 £ i Py = o .
- = ; = @ - @
ec| | 48 : :

N - - o - — ‘o

= 2 o

‘B 2y B r = o

b —

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

Cdc lénh sdp xép nay sé khéng cé tac dung doi véi cdac cira sé PowerPoint
thu nho nam trén thanh Taskbar cua Windows.

/S

13. Chuyén doi qua lai giira cac cira so

Ban c6 thé chuyén d6i qua lai giita cac cira s6 lam viéc ctia PowerPoint bang cach vao ngin View
| nhém Window | chon Switch Windows | chon tén tap tin PowerPoint can xem.

View Developer Add-Ins Acrobat
r _.:tl = Arrange All L'j :17
scale = ‘3 Cascade = =3

Mew = Switch Macros
Vhite | \Window s Move Split  \windows ~

Vindow 1 PowerPoint 2010.pptx
v | 2 PowerPoint 2010Sample.pptx

Hinh 52. Chuyén déi qua lai giita cdc cira s6

14. St dung trinh trg giup

Trinh trg giip cia PowerPoint gidng nhu mot quyen sach tham khao toan dién nhét. Ban c6 thé
tim kiém céc hudng dan tir trinh trg gitp nay moi khi gap kho khan trong viéc sir dung cac chirc
nang cua chuong trinh. Trinh trg gitip s& cung cap cac huong dan timg bude rat dé theo ddi va dé
hiéu, tuy nhién ban can phai thanh thao tiéng Anh méi c6 thé sir dung tot ngudn tai nguyén nay.

Dé mo trinh tro gitp ciia PowerPoint, ban nhin phim F1 hodc nhip nat Help trong cira s6
chuong trinh PowerPoint.
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Bang 1.

Nut Tén nut

Freseataian View

Ol ERE kv . —ma
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Homwe Yy w Oeveicger Add-lm = —

—— > ol (a5 a “ Aw R | = el p
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Vesthing vt Werdiet
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USng temptates

Wahng M sounds

Viorkng with fopericks and acte
huttors

Reweron ard a0deg commenns

Dutrioutrg pour pressraton

Fie maragenant

Workng weh t=xt

Workey wih Iabdes

Wrng weh Snerthct graphics
Warung wih shapes

Orgaruaeg ard Senaterg shies

NLRAL SR M

Uwng meeters
rbrg with sravaton

Workes with modes

Hong Wil Tanetons

Dedoarng Your presenaton

Crvatry; agpset maw ws

Snvng ang prevting Cstormang PowerFoket
Colabaratoon Accesshity 3 {
v —
| S erfgint Neip _omne —— —_ =
—o - L T e o}
Hinh 53. Cuta s6 phan tro giup ciia PowerPoint

Thanh thuc don cua crra s6

M0 ta

Hinh 54.

Help

Nhap tir khoa cua
phan muén trg gitp

Céc phan trg gitip
dugce bd cuc theo cac
chu dé

« » Backand Di t6i va lui trong cac bai hudng din ma ban da xem gidng nhu
- Forward trinh duyét
(x) Stop Dumg tai ndi dung mudn xem, rat hitu ich khi viéc tai qua chdm va
ban muon hay 1énh tai (thong thuong 1a nd1 dung tir Internet).
GH Refresh Tai lai ndi dung tir Internet
o} Home Trd vé danh muc chu dé mdc dinh cuta trinh trg gitp.
= Print In ndi dung bai huéng dan hién hanh.

A Change Font Mo danh muc cac lya chon kich thudc chit trong bai hudng.
Size

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

J g Keep on Top Giit ctra s6 Help ludn nam trén tat ca cac cira so6 khéc.
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15. Héi dap

Cau 1. Hay tuy bién thanh Iénh truy cdp nhanh (QAT)?

Yéu cau QAT sé& c6 cac nat 1énh theo thr tu sau: New, Open, Save, Print Preview, Undo, Redo,
Copy, Paste, Pulish as PDF or XPS va chia lam 2 nhém ngéan cach nhau bdi mot duong ranh gigi

(separator) trudc nat Copy.

Tra loi:

Chung ta c6 thé tiy bién QAT cua PowerPoint cho mat tap tin cu thé hay cho tat ca cac tap tin

trong chuong trinh.

‘ Cac budc thuc hién nhu sau:
\J

1. Khéi dong chuong trinh PowerPoint

2. Trén cta s6 chuong trinh ban nhip vao nit Customize Quick Access Toolbar ()

3. Ban tich chon céac nat I1énh sau: New, Open, Save, Print Preview, Undo, Redo.

2n X

Paste :
- J

Clipboard

Blid9-00532 [
(o
Home Insert c

| —1 E"
o=

New

Slidev &7

Slides

=Y |
J

|1

v
K4
v

ustomize Quick Access Toolbar

QA.pptx

New

Open

Save

E-mail

Quick Print

Print Preview

Spelling

Undo

Redo

Slide Show From Beginning

Open Recent File

More Commands...

Show Below the Ribbon

Hinh 55. Chon cac nat Iénh vao QAT

4. Cac nut Iér]h con lai khong co san chq ban chon, do vay ban chon ngan Home trén
Ribbon, dén nhom Clipboard va nhap phai chuét Ién nat Copy va chon Add to

Quick Access Toolbar.

.
S % Cut
53 Copy 7
Paste
e 7 Format
Clipboard
Slides | Outlr

1

Insert Design Transitions Animations

|55 Layout ~
L Y
Add to Quick Access Toolbar

(=]

v

Customize Quick Access Toolbar..

Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

Minimize the Ribbon

Hinh 56. Thém nhanh céac nat Iénh tir Ribbon vao QAT
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5. Thuc hién lai budc 4 dé thém nut Paste vao QAT. Tuy nhién dé thém seperator va nit
Pulish as PDF or XPS thi khong thé thém vao QAT theo cé}c cach trén dugc. Ban hdy
vao File, chon Options. Hop thoai PowerPoint Options xuat hién.

. . [“
PowerPoint Options @
General . .
'ﬂﬁ Customize the Quick Access Toolbar.
Proofing
Choose commands from: (i Customize Quick Access Toolbar: (i
save | Popular Commands b | |For all documents [default) v
Language
- 5
Advanced = e save
e Action ¥} Undo »
Customize Ribbon 'a- Add Animation 4 U Redo
= N
- 50 Animation Pane ] Mew
uick Access Toolbar
@ 1;; Animation Styles P — Lj COpen
Add-ns h Bring Forward ul Frint Preview
'1:2; Ering to Front
Trust Center 1= Bullets v m
53 Copy
# Cut
A~ Decrease Font Size
lﬁ Draw Table
i) Draw Vertical Text Box
7] Duplicate Selected Slides
=1 E-mail 3
. Customizations: i
|:| Show Quick Access Toolbar below the
Ribbon Import/Export ¥ |
[ OK ][ Cancel

Hinh 57. Hgp thogi PowerPoint Options

6. Chon nhdm Quick Access Toolbvar, tir khung Choose commands from bén trai, chon
<Separator> va nhan nat Add dé thém vao khung Customize Quick Access Toolbar
bén phai.

7. Ban thay ndt Iénh Publish as PDF or XPS nam trong ngén File trén Ribbon. Do vy,
ban chon File Tab tir hop Choose commands from dé cac nat l1énh trong nhom nay
duoc liét ké trong hop bén dudi.

@ Customize the Quick Access Toolba

Choose commands from: (i

File Tab = Lhoote commands from Customize Quick Access Tooibar
Popular Commands Y File Tat v For all documenty [defsult) -
Commands Mot in the Ribbon
A Pt Preview " e S
All Commands Q) Properties ) unse
Macros 3 Protect Presentation O Redo
i Publizh ’ J New
""""" & Open
Iilhil:q = Publish Shides 2 Print Preview
oo Quik Print «Separators
---------- A Restrict Permission ’ fod »» ll’ |~ ]
Home Tab ¥ Resticted Access [ ﬂeﬂc\; [
Insert Tab ol Soe :
. .{ Save Ay

Hinh 58. Cac Iénh trong File Tab

8. Ban chon nGt Publish as PDF or XPS va nhan nat Add dé thém vao QAT.
9. Tai khung Customize Quick Access Toolbar:

e  Chon For all documents (default) thi thanh QAT tuy bién nay sé& c6 tac dung
cho tat ca chuong trinh PowerPoint.
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e Chon “Tén tap tin thuyét trinh.pptx” thi QAT chi c6 tac dung cho tap tin nay.
e Ban chon céac nit Iénh trong khung va nhin céc nit Move Up hoic Move
Down dé sip xép theo thtr ty yéu cau.

Customize Quick Access Toolbar G

For all documents [default] b

!¢ Print Preview

¥} Undo ¥
5 Redo

<Separator= E
o com &2
[, Paste
<

Publish as PDF or XP5

Hinh 59. Sdp xép cac nit Iénh

10. Nhan nit OK dé hoan tat cac tly chinh QAT. Két qua QAT nhu sau:

DEEC R FIE

Hinh 60. QAT sau khi tuy bién
11. Mubn phuc hdi QAT V& trang thai mic dinh gidng nhu khi méi cai dat thi ban vao

PowerPoint Options, chon Quick Access Toolbar, chon nit Reset tai
Customizations va chon:

Customizations: i
Reset only Quick Access Toolb
Reset all customizations % >

Hinh 61. Huiy bé céc tly bién trong QAT

e Reset only Quick Access Toolbar: chon s& tra QAT Vé trang thai mic dinh

e Reset all customizations: chon s& hay bo tat ca cac tly bién trong PowerPoint
ké ca tuy bién Ribbon.
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Cau 2. Tgo mgt ngan Ignh mei trén Ribbon #én la “Lénh ciia tui” nhw hinh sau:

Lénh cda tui % Home Insert Design Transitions Animations Slide Show Review
: oAy - - — - — -
( R A2 S PERE 4 @ % @
vV — Av \/2] - )
Cut _op Paste et New Picture Shapes Table Text WaordArt Hyperiink Add Transition
=7 Slide ~ v v Box v Animation ¥ Scheme ~
Cat, dan Pinh dang Chen slide, ddi tugong Hiéu ung

Hinh 62. Tao ngan “Lénh cua tui” trén Ribbon
Tra loi:

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

‘ Cac budc thuc hién nhu sau:
:\_/A

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
[+] view

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

[#] Grayscale E]

[#] Black &nd White

[+] Slide Master

[+] Handout Master

[#] Motes Master

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

HEHEHEEEHEEEEHEBEBBRBRBRME

[ Mew Ta ﬂewGrnup] [ Fename... ]

Customizatoms? | Reset =
Import/Export = (L

Hinh 63. Ty bién Riboon

3. Nhéin vao nat New Tab, mot Tab méi duoc tao thém trong danh sach Main Tabs ¢
trén. Ban nhap phai chuét Ién Tab vira tao va chon 1énh Rename @é dat tén lai.
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Main Tabs S
[#]Home —
=l [#] New Tab [Custom)

Mew Group [Custom]
[#]Insert
[#] Design
[#] Transitions
[#] Animations N
Slide Show

Add Mew Tab
Add MNew Group

Renam
Show Ta

Eemaove
Review -
View Maove Up
v | Developer
= P Move Down

[w] Add-Ins

Display name: jLénh cua tuil

|

[ ox

] [ Cancel J

Hinh 64. Bat tén lgi cho Tab

4. Nhap phai chugt 1én New Group (Custom) va chon Rename dé dit tén lai 1a “Cat,
dén” va nhap OK de dong hop Rename.

Main Tabs
[*]Home
Bl [#] Lénh cda tui (Custom)

MNew Group [Custom)
[v]Insert Add New Tab
De5|gr1 Add Mew Group

[] Transitior

[*#] Animatiol Rename
Hide Command Labels

Slide Sha
[+] Review
[#] view
[#] Develope
[#] AddIns
[#] Merge

Lol el ora

Eemaove

Move Up

Moaove Down

Rename

Symbol:

HOO0OA ! $O HyHCa
DoBadaN AR ®» «
Aave 2B 728QT
YARHRDL2NHE 80D
BELEIOT 2o IME
OO0O0O0O00OO00OC0 = =k N

D HeBEILE8E %%
AJAX vROVT H& =
pimSDianedvwan

Display name: ';Cét, dan

[ OK ] [ Cancel

Hinh 65. Déi tén cho Group

5. Chon lai ngan “Lénh cua tui” va nhp chuot 3 lan nit New Group & bén dudi dé thém
vao 3 nhdm Iénh nira. Sau d6 lam theo budc 4 dé lan luot doi tén 1a “Dinh dang”,

29 ¢¢

“Chén slide, ddi tuong”,

Hi¢u tng”.
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Main Tabs ~ Main Tabs e
Home 5 Home =
o MIENCEIEE | || = Bt cia i custom

Cat, dan [Custom) Cat, dan [Custom)
[#]Insert Binh dang [Custom)
Design - Chen slide, ddi tugng (Custom)
[#] Transitions Hiéu tng (Custom
[#] Animations [#]Insert
[ [#] slide Show [ [+] Design
Review [#] Transitions
[+] View W [v] Animations e
[ Mew Tab ] [ Mew Grodp Rename... ] [ Mew Tab ] [ Mew Group ] [ Rename... ]
Customizations: Customizations: i

Hinh 66. Chen cac nhom vao Tab mdi

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

e Chon Choose commands from bén khung bén trai dé liét ké cac Iénh thong
dung

e Chon nat Iénh can dua vao “Lénh cua tui”

e Chon nhom Iénh chira nat Iénh dang chon tir khung Customize the Ribbon
bén phai.

e Nhan nit Add dé thém céc Iénh vao cac nhém hogc nhan nit Remove dé loai
bo nat khdng can khoi cac nhom.

e Thyc hién lai qui trinh nay dé thém tat ca cac nit Iénh vao cc nhom theo yéu
cau cau hoi.

e Nhin ndt Move Up va Move Down dé sip xép céc nit lénh theo trinh tu yéu

cau.
Choose commands from: (i Customize the Ribbon:
|Popu|arCommands vl |I'\.-13ir| Tabs w

o] LUPNLALE deiciled ey

Open Customizations: i
Open Recent File...
Paste b Import/Export ™ |G

Hinh 67. Thém céac nit I1énh vao cdc nhom twong ung

2 oo A =l [#] Lénh cda tui [Custom) G

e 7 [= Cat, dan [Custom)

Cut

A Font Calor 4 * cz

Fant Size I- l_‘ji Pas?:f:

Fi t Back: d...
&gJi Format Object.. O e ro

ject... A" Increase Font Size

LB From Beginning m‘ ) ‘;L E:r::cez:ol:ontsm 4 ] E]
&d  From Current Slid - :
%[ Gr::jn:p urrent slide ‘_k‘ @ Format Background
I := Bullet D
& Hyperlink... 0 o siide, do
A‘ e cine Chen slide, ddi tugng (Custom)
A e R Hiéu (ng (Custom)
=] M},r & [#]Insert
3 acros # @] Desinn >
1 Mew
B2 New Slide N [ New Tab ] [ﬂemeupl l Rename... l
=
E3}
[Fe

7. Chon ngin “Lénh cua tui” va nhin cac nit Move Up hoic Move Down dé dua ngin
nay lén trudc ngan Home.
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8. Theo yéu cau cua cAu h(")i’th‘l nhom Iénh “Dinh dang” khéng c6 céc nhan bén dudi cac
nat 1énh. Do vay, ban nhap phai chudt 1én nhdm Iénh nay roi chon Hide Command
Labels.

Main Tabs s
=l [#] Lénh cda tui (Custom)
[El Ct, dan (Custom)
4 Cut
3 Copy
|, Paste

= Binh dang [Cu "
Add Mew Tab

A Increal
A Decrez Add Mew Group
‘= Bullets
A Fontd Rename
Ji| Forma Remove
# Forma
E Chén slide, a5 ¥ Hide Cog Nbels
=] Mews Move U
[ MNew Tab ] [ New G

kMove Down

Hinh 68. An nhan bén duwdi nit Iénh

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

Gia st ban da tuy bién rat nhiéu cho Ribbon va QAT tir may tinh & cdng ty va ban muén chuyén
cac tly bién rat tién loi nay sang Office trong may tinh & nha. Trong PowerPoint 2010 ndi riéng
va Office 2010 ndi chung thi yéu cau nay thuc hién rat don gian.

“ Cac budc thuc hién nhu sau:

Vao may tinh cdng ty, khai dong PowerPoint 2010.
2. Vao 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 69. 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 la Exported Office Ul file (*.exportedUl)
e Nhén nit Save dé luu.
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Cau 4.

Traloi:

File Save
Save in: | [,'_J My Documents hd | )] 4 X Cal j <
s My Recent PowerPoint Customizations, exportedUl
Documents | =) my yirkual Machines
@ Desktop I5) Downloads
T My Music
=My Snaglt
I oscuments gm;&
j GamEED My Daka Sources
IO | visual Studio 2008
‘ﬁ p WL |5 5naglt Catalog
Flaces
(12} My Pictures
) OneMate Motebaooks
|5) Setup Fackory 2.0
)My Recordings
)My eBooks
|5 ¥isual Studio 2005
|5 56L Server Management Studio Express
IE My Yideos
|C) Camtasia Studio
File name: |PowerPoint Cuskamizations| W |
Save as bype: |Exported Office LI file (*, exportedul)| File name - |
o

Hinh 70. Luu tdp tin Ul

e Tim dén tap tin Ul tai hop Look in
e Chonténtap Ul
e Nhin nit Open dé nhap tuy bién Ribbon va QAT vao Office

Nhan nit OK déng hop thoai PowerPoint Options.

Cho biét cdch thay déi mét sé t0y chinh trong chwong trinh PowerPoint?

Thay doi tong mau (Color scheme) ctia chuong trinh.
Tit tinh nang kiém tra chinh ta cia van ban.
biéu chinh Recent Presentations lai con 10.

q Cac budc thuc hién nhu sau:

M¢ chuong trinh PowerPoint
Vao File, chon Options, hop thoai PowerPoint Options xuat hién

Chép tap tin vira xuat ra, mé PowerPoint 2010 & may tai nha. Sau d6, ban vao hop
thoai PowerPoint Options rdi chon ndt 1énh Import/Export trong khung Customize
Ribbon. Ban chon tiép 1énh Import customization file. Trong hop thoai File Open:

Chon nhdm 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 G
Enable Live Preview i
Always use ClearType

Silver

Personalize your of Black  rosoft Office

User name: |Thanh Phong

Initials: TP

Color scheme: Silver®
ScreenTip style: Blue ofre descriptions in ScreenTips b

Hinh 71. Chon Color scheme

spelling as you type.

When correcting spelling in PowerPoint

|:| Check spelling as you tﬁ

|:| Use contextual spelling

Hinh 72. Bty chon kiém tra chinh td

Recent Documents thanh 10.

Display

4

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

Show vertical ruler
|:| Disable hardware graphics acceleration

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

Hinh 73. Tuy chon Recent Documents

6. Nhin OK hoan tét.

4. Chon nhém Proofing, tai When correcting spelling in PowerPoint, boé chon Check

5. Vao nhém Advanced, nhém Display va diéu chinh tai hop Show this number of
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Cau 5. Lam sao @n hodgc hién cac thong bao trén thanh trang thai?
Traloi:

Nhép phai chudt 1én thanh trang thai, tir 6 chon hodc bé 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
Hoi & déap 7 =
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
Zoom to Fit
{ —— A
[ ] [ [EEEEE e @ (3
g

Hinh 74. Cac tuy chon cho thanh trang thadi

©@..ortttaiians 4@
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Chuong 2
Tao bai thuyét trinh co 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. Cac thao tac voi slide
6. Mo va dong bai thuyét trinh

7. Hoidap
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C hwong nay trinh bay cach tao mot bai thuyét trinh méi dya vao cac mau thiét ké sin cua
PowerPoint ciing nhu tir cA&¢ mau dinh dang do ngudi dung thiét ké. Ngoai ra, chuong nay
cling trinh bay mot s thao tac co ban doi 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. Chlng ta s& lan luot xem
qua cac cach nay.

Tao bai thuyét trinh réng

Khi ban khoi dong chuong trinh PowerPoint thi mot bai trinh dién rong (blank) da mic dinh dugc
tao ra, day 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 cira s6 PowerPoint va ban mudn tao thém mét bai thuyét trinh rdng nita, ban
lam theo cac budc sau:

o

1. Vao ngan File

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

4. Nhéan n(t Create dé tao moi.

Phim tat:
& Dung té hep phim tat <Ctrl+N> @ tgo nhanh bai thuyét trinh réng

S
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Hinh 75. Hop thogi New Presentation

Tao bai thuyét trinh tir mau cé san

PowerPoint Template 1a ca&c mau dinh dang da duoc thiét ké sin (template) kém theo trong bo
Office hoac do chlng ta tai tir Internet. Template c6 thé chaa céc layout, theme color, theme font,
theme effect, cac kiéu nén cua slide va c6 thé chira ca cac noi dung mau. PowerPoint cung cap rat
nhiéu template va duoc thiét ké véi nhiéu cha d& khac nhau (Business, Education, Finance,
Holidays, Inspirational, Religion, Social, Sports, Science, Technology) phi hop cho rat nhiéu tinh
hudng bao cao trong thuc té.

Chung ta c6 thé tu minh thiét ké cac template dé su dung lai nhiéu Ian hoic chia s& cho ngudi
khéc. Ngoai ra, trén internet cd rat nhiéu trang web chuyén cung cap cac kiéu template dep va
dugc cap nhat thuong xuyén nhu la: office.com, powerbacks.com, templateswise.com, ...

Dung c&c miu dwoc xay dung sin kém theo phan mém Microsoft PowerPoint

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

\ J
A 4

1. Vao ngan File

2. Chon lénh New, hop Available Templates and Themes xuat hién bén phai
3. 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 nat Create dé tao mai bai thuyét trinh
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Hinh 76. Mgt s6 Sample templates

Dung cac miu tir trang web office.com

Cruate

Trang web office.com cap nhat thuong xuyén cac mau thiét ké mai va dep, do vay ban co thé tao

bai thuyét trinh mai sir dung mau tir ngudn ndy. Cac bude thuc hién:

r

o/

w e

Vao ngan File

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

Di chuyén dén Office.com templates. Tai ddy, cac mau duoc nhom lai theo noi

dung cua chung.

Vi du chon nhém la Presentations, chon tiép phan loai mau 1a Business va doi

trong gidy lat dé PowerPoint cap nhat danh sach cac mau tir Internet.

Chon mdt mau thiét ké tir danh sach bén dudi va xem hinh minh hoa phia bén phai

cura s.

Néu dong y v6i mau dang xem thi nhin ndt Download dé tai vé va tao bai thuyét

trinh moi theo mau nay.
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Hinh 77. Chon mdu tir trang office.com

Dung cac miu thiét ké ciia ban tao hoiic cic miu swu tim dang luu trén dia

Khi PowerPoint da tirng tai mot mau thiét ké mai tir Internet vé may thi nd s& tu dong luu miu doé
vao danh muc My Templates dé ban cd thé sir dung lai sau nay. Lam theo cac budc sau dé sir
dyng mot mau dang lwu trén dia:

=

1. Vao ngan File

2. Chon lénh New, hop Available Templates and Themes xuat hién bén phai
3. Chon My templates
4,

Chon mot mau thiét ké tir danh sach bén du¢i va xem hinh minh hoa phia bén phai
cua so.
5. Néu dong y v6i mau dang xem thi nhan nit OK dé tao bai thuyét trinh méi theo
mau nay.
New Presentation X

Pevsond Templates

-'!]Cm and effect dagram pot
Wrood pyramid presentation pot
B Uishtrieny strbe mage shde pot
I s6-month tmeine. pot e
& w1 2Mader galt por

B ) Word i1 hand dein tamplats ot

Lo ] | came

Hinh 78. Céc mau dang lwu trén dia
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Tao bai thuyét trinh tir mdt bai c6 sin

Ban c6 san mot bai thuyét trinh ma ndi dung cua no6 tuong ty véi bai ma ban sép tao. Khi d6, ban
nén tao bai thuyét trinh méi dya trén bai sin c6 d6 dé dd tén thoi gian 1am lai tir dau. Cac budc
thuc hién nhu sau:

‘ 1. Vao ngan File
./ 2. Chon lénh New, hop Available Templates and Themes xuat hién bén phai
3. Chon New from Existing
4. Hay tim dén noi chira tap tin trinh dién mau va chon né.
5. Nhéan nat CreateNew dé tao méi bai trinh dién duya trén tap tin c6 sin.
New from Exisling Presentation EE'
Look iy ) Books 2010 - @ - l x - .; €
(3 Desieon Sl PowerPork 2010 pptx
W] PovmrPort 201 0m ppt =
e
'—:"”"’ FPowerone 200008 _
‘ Corgucer f lsgc-l:‘;':aﬂh Cffion PomarPoet Pressnt shon
g Ptk | Date Modfind: 12/19/2007 551 AM
Fices
Fie pame: .
Hles of ype: Al PoseerPort Presantations (* op0 " 0% ™ poki™ 2000 200 * 205" posrs; ™ pob; * potry * hes
| Tocks -] [ Creste wa’} | Concel |

Hinh 79. Tao bai thuyét trinh tir mgt bai c6 san
Tao nhanh céc slide thuyét trinh tir tap tin dan bai

Ngoai nhitng cach trén, PowerPoint con cho phép tao bai thuyét trinh tir cac tap tin clia cac ing
dung khac. Ching 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 cé&c hinh anh, video, 4m thanh, ... 1a ¢4 c6 mot bai
thuyét trinh hoan chinh. Cac budc thuc hién nhu sau:

s

L

1. Vao ngan File

2. Chon lénh Open, hop thoai Open xuat hién

3. Tai Files of type chon kiéu tap tin 1a All Outlines.
4,

Chon tap tin Outline mong mudn va chon Open dé mé
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Hinh 80. Tao nhanh bai thuyét trinh tir tdp tin outline
Cau truc Outline:
é Outline 1a tgp tin chi chiza van ban, cac slide cach nhau bang mgt ky higu

xuéng dong (Enter). Trén méi slide, twa dé slide viét binh thirong va cac ngi

dung trén slide thi phdi Tab thuz ddu dong.

2. Lwu bai thuyét trinh

Trong sudt qua trinh bién soan bai thuyét trinh, chlng ta phai thuong xuyén thuc hién 1énh luu
tap tin dé tranh céc su cd bat ngd xay ra c6 thé 1am mat di cac slide ma ta vira bién soan. TUy theo
thoi diém thuc hién lénh luu ma PowerPoint thuc hién cac hoat dong khac nhau, sau day 1a mot

sb truong hop.

Luwu bai thuyét trinh lan dau tién

Lan dau tién thuc hién lénh luu tap tin bai thuyét trinh thi PowerPoint s& md hop thoai Save As.
Tir hop thoai nay ban hiy dat tén cho tap tin, chon loai dinh dang tap tin va chon vi tri trén 6 dia
dé Iuu trit. Cac budc thuc hién nhu sau:

Vao ngan File

-
:\_/' 2

Chon Iénh Save, hop 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 dugc dung dé thuc hanh trong cac vi du sau nay

cua tai liéu).

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 duing cho PowerPoint 2007 va 2010.

PowerPoint mac dinh kiéu tap tin la PowerPoint Presentation (*.pptx), day la

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

(*.ppt) dé céc phién ban PowerPoint 2003 trg vé trudc c6 thé mo dugc bai

thuyét trinh tao trén PowerPoint 2010. Tuy nhién,

cac hiéu ang va cac kiéu

dinh dang dac thu cua PowerPoint 2010 sé& khéng hoat dong.

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

Save As @
savein: | () Books 2010 ¥ @ @ XGEiE-
5 My Recent ICBackup
Dacuments | =5 myltimedia
@ Desktop @MyTemplates
@OpenSampleOutline.pptx
5 EIY " E<f|PowerPoint 2010, ppts
peuments II;i]PowerPoint 2010a.ppkx
My i< .
GamEED Eﬂsowersofnt ZDDIIDDSamFIe.pptx
owerPoinl .ppx
\g Iy Metwork - PR
Flaces
File name: |TenBaiThuyetTrinh.pptx v |
3ave as Lype: F'n:nl.-'-.lerF'n:nint Fresentation (*,
(=) (o

Hinh 81. Hop thoai Save As

Qui dinh vé dat tén tdp tin:

dat tén ngoai true cac ky tw sau <, >,?, * /, va\.

TéN tdp tin co thé dai téi 255 ky ti va ban cé thé ding tat ca cdc logi ky tw dé

Lwu bai thuyét trinh cac lan sau

Sau khi dd luu tap tin trinh dién, khi c6 hiéu chinh, thém noi dung va
lai thi ban c6 thé lam theo mét trong cac cach sau:

e VaoFile | chon nit Save, hoac
e Nhén nut Save (H) trén Quick Access Toolbar, hoac

e Nhin t6 hop phim tat <Ctrl+S>

mubn Twu bai thuyét trinh
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m Home Insert Design Tran
‘ | save ‘ ’
' Information
B save As
(7 Open .
” =
[ Close __faé-
3 Protect
u Presentation ~
Recent

Hinh 82. Luu bai thuyét trinh

Thém nuat Ignh vao QAT:
é{ Dé thém mit Save vao thanh Quick Access Toolbar ban nhdp tréi chudt vao
nut Customize Quick Access Toolbar (™) va chon nat Save.

Luu bai thuyét trinh ¢ cac dinh dang khac

Khi Iuu bai thuyét trinh, ban c6 thé chon cac 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 bo
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:

2R

\ J

M& bai thuyét trinh muén Iuu sang dinh dang khac.
Vao ngan File

Chon Iénh Save As, hop Save As xuat hién

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

ok~ Wb PF

Nhan nat Save dé thuc hién Iénh.

[
File pame: |P0werP0int 2010.pptx w |

Save asbyDel | poF (* pdf) |"J

PowerPaint Presentation (*.pptx) ~
PowerPoint Macro-Enabled Presentation (*.pptm)
PowerPoint 97-2003 Presentation (%, ppk

¥P3 Document (*,xps)
PowerPoint Template (*,pot:x)

Hinh 83. Luwu tdp tin dudi dinh dang khac
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Bang 2.

PowerPoint
Presentation

PowerPoint Macro-
Enabled Presentation

PowerPoint 97-2003
Presentation

PDF

XPS

PowerPoint Template

PowerPoint Macro-
Enabled Template

PowerPoint 97-2003
Template

Office Theme

PowerPoint Show

PowerPoint Macro-
Enabled Show

PowerPoint 97-2003
Show
PowerPoint Add-In

PowerPoint 97-2003
Add-In

Single File Web Page

Web Page

.pptx

.pptm
.ppt
.pdf

XpS

.potx
.potm
.pot

thmx

.Pps, .ppsx

.ppsm
.ppt
.ppam

.ppa

.mht, .mhtml

.htm, .html

Cdc kiéu dinh dang cua tdp tin ma PowerPoint 2010 hg tro

Mic dinh, chi c¢6 thé md bang PowerPoint 2007 va
2010 (hodc phai cai thém phan bb sung cho cac phién
ban cu thi méi md duge). Pinh dang tap tin theo
chuan XML.

Nhu trén nhung cé cho phép lvu ma Macro va VBA

Pinh dang tuong thich ngugc véi cac phién ban
PowerPoint 97, 2000, 2002 (XP), hoac 2003.

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

Tuong tuy PDF nhung day la dinh dang cua
Microsoft. Windows Vista ¢6 san trinh xem tap tin
XPS.

Tap tin mau dinh dang (template) ctia PowerPoint
2007

Nhu trén nhung c6 thé luu md Macro va VBA

Tap tin mau dinh dang (template) ctia cac phién ban
PowerPoint 97, 2000, 2002 (XP), hoac 2003.

Gidng nhu template, nhung n6 chi chia cac thiét lap
dinh dang (theme) nhu (fonts, mau sdc, va cac hiéu
ung).

Gidng nhu mot tip tin PowerPoint binh thudng
nhung mo s€ & ché do Slide Show; rat hitu ich khi
phan phdi cho nguoi xem.

Giéng nhu trén nhung c6 thé lru ma Macro va VBA

Dinh dang c6 thé mé trong cac phién ban PowerPoint
97 dén PowerPoint 2003

Tap tin Add-Ins cia PowerPoint c6 chira cac 1¢nh tao
thém bang VBA.

Tap tin‘Add-Ins cua Power}’oint co chira cac 1énh tao
thém bang VBA va c6 thé m¢ trong cac phién ban
PowerPoint 97 dén PowerPoint 2003.

Luu toan bd cac thanh phan cua tap tin trinh dién
trong mot file duy nhét va c6 thé mé bang trinh duyét
web. Thich hop khi muén dua Ién trang web hodc
gui e-mail

Luu tdp tin dudi dinh dang HTML, cé4c hinh anh s&
luu thanh céc tép tin riéng. Dinh dang nay thich hop
cho vi¢c dua 1én trang web.
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PowerPoint XML
Presentation

xml

Windows Media Video wmv

GIF (Graphics
Interchange Format)
JPEG (Joint

Photographic Experts
Group) File Format

PNG (Portable
Network Graphics)
Format

TIFF (Tagged Image
File Format)

Device Independent
Bitmap

Windows Metafile

Enhanced Windows
Metafile

Outline/RTF

PowerPoint Picture
Presentation

OpenDocument
Presentation

gif

Jng

-png

tif
.bmp

wmf

.emf

rtf

.pptx

.odp

Luu tép tin dudi dinh dang XML

Luu bai thuyét trinh sang dinh dang video.
PowerPoint 2010 ¢6 thé luu sang phim véi cac murc
chat luong nhu High Quality (1024x768, 30fps):;
Medium Quality (640x480, 24fps); va Low Quality
(320X240, 15fps).

Dinh dang phim WMV c¢6 thé choi trén Windows
Media Player va nhiéu chuong trinh phd bién khac.

Hinh dong, gié1 han trong 256 mau

Hinh tinh, chat luong tot cho web

Hinh tinh, d6 phan giai cao, nd bao gdm cac wu diém
cua hinh GIF va JPG.

Hinh tinh, chét lugng va do phan giai rat cao
Hinh tinh, ding nhiéu trong Windows

Hinh tinh, ho dinh dang vector vi thé c6 thé diéu
chinh kich thuéc ma khong lam v& hinh (khong
tuong thich v&i may chay hé diéu hanh Mac).

Phién ban cai tién cia WMF.

Pinh dang toan van ban, loai bd tat ca cac thanh ph'?ln
khac. Chi chita cac Text trén slide ndm trong
(placeholders) méi dwgc chuyén outline, cac Text
trong phan Notes khong dugc luu.

Luu bai thuyét trinh trong PowerPoint 2010 hoic
2007 sang dinh dang hinh s& giip giam kich thudc
tap tin. Tuy nhién, mot s6 thong tin s& bi mat.

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

PowerPoint 2010 khdng hé trg’ cac dinh dang sau:

s

& e Pinh dang tir PowerPoint 95 tré vé trudc.

e CA&c tgp tin (.ppz) tao boi Pack and Go Wizard.
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Bang 3. Cac tinh nang moi trong PowerPoint 2010 ma cdc phién ban tir PowerPoint 2003 tro
Vé trudC khong ho tro

Hinh danh SmartArt Chuyén thanh hinh khong cho phép hiéu chinh

D6 thi (trir Microsoft Graph charts) Chuyén thanh dbi twong OLE c6 thé hiéu
chinh, nhung cac do thi c6 thé bi bién dang doi
chut khi mé lai trén PowerPoint 2010.

Céac mau slide ty tao (Slide Layouts) Chuyén thanh multiple masters (nhiéu slide
master)

Céc kiéu d6 bong Céc kieu bong mém (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

Céc hinh v& (shape), hinh anh (picture), d6i Chuyén thanh hinh khéng hiéu chinh dugc
tuong (objects), hiéu ing hoat hinh, cac hiéu trong cac phién ban trudc
ung mai
* Hi¢u ung 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 bang gradient, picture, va
texture cho van ban
» DS bonghigu tmg tuong phan, hau
hét cac hi¢u tng 3-D

Chuyén bai thuyét trinh sang dinh dang video

Phan nay chlng ta sé& thuc hién viéc luu bai thuyét trinh sang dinh dang video nham gitp dé dang
hon trong viéc gidi thiéu dén khan gia va chia s& tai liéu. PowerPoint cho phép chuyén bai thuyét
trinh sang mot sé dinh dang video thdng dung nhu Windows Media Video (.wmv) va chung ta co
thé ding cc cong cu xir 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 Ia tat ca cac hiéu tng, hoat
canh, 4m thanh hay phim nhung trong bai déu dugc tu dong chuyén theo ké ca viéc ghi am 16ng
tiéng va st dung con tro laser trong bai thuyét trinh.
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Hinh 84. Chuyén bai thuyét trinh sang dinh dang video

Cac budc thuc hién nhu sau:

s

M& bai thuyét trinh muén chuyén sang dinh dang video.
Vao ngan File
Chon Iénh Share

Tai nhom File Types, chon Create a Video

o/

A A

chon cho ban:

Chon chit lwong video tai hop x6 xudng phia bén phai cira sé6 Share. C6 3 lya

e Computer & HD Displays: Dé tao video vai chit luong hinh anh cao nhit

va tap tin s& c6 dung luong 1on nhat. Kiéu két xuat nay c6 thé dung dé phat
trén man hinh may tinh, may chiéu hoic cac thiét bi hién thi co d6 phan
giai cao.

Internet & DVD: Cho chét luong video ¢ mic trung binh va tap tin c6 kich
thudc vira phai. Kiéu két xuat nay thich hop cho viéc chia s& qua mang
internet hay chép ra dia DVD.

Poratble Devices: Xuat ra video c6 cht lwong thap nhét va tap tin s& co
kich thudc nho nhat. Loai két xuat nay thich hop dé tai vao céac thiet bi di
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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 1ong
tiéng 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 tat viéc long tiéng va cac hoat dong cua con tro laser trong bai thuyét
trinh. Ban chon tuy chon nay néu muon video két xuat c6 long tieng 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 nhan nat Save dé bat dau chuyén doi.

Thay doi thoi gian chuyén slide:
/] 2 2
& Thoi gian chuyén slide mdac dinh la 5 giay. Thay doi gia tri mac dinh nay hay
diéu chinh tai Seconds to spend on each slide trong cira s6 Create a Video.

© windows Media Player

= = Now ayfng Library

e Y

SMART ART

o '\ YE—
00:13/01:52 B TN o -
-

Hinh 85. Xem bai thuyét trinh trong Windows Media Player

Chuyén PowerPoint sang dinh dang PDF va XPS

D6i khi ching ta mudn cb dinh cac dinh dang trong tap tin khi chia s&, in 4n phat cho khan gia thi
chiing ta nén luu PowerPoint sang dinh dang PDF hoac 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) 14 dinh dang dit liéu ding dé chiasé phd bién nhét hién
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nay. Dinh dang PDF dam bao vé dinh dang cua tap tin khong bi thay ddi khi xem hodc in
an va kha khé khan khi mubn thay d6i dir liéu ma n6 luu trir.Dinh dang PDF cling rat hitu
ich cho céc tai lidu xuat ban thuong mai khi mang di in 4n.

v" XML Paper Specification (XPS) ciing la dinh dang tip tin c6 chitc ning tuong tu PDF
nhung do Microsoft xay dung.

BRI one e Owun  Tacumon Ammstow  Shdeswow  Reew View Owaopsi  Addin Acos = @
S
U cm

o =
are Lrea A X T
)
i e
r 1 .

R "3 i L 13 P ;

- Cpe ' L ment compute
_i 1058 0 D Preserves f \ages

nange File Type

R
‘ < ; Create POF/APS Document >

Hinh 86. Chuyén bai thuyét trinh sang PDF/XPS

Céc bude chuyén PowerPoint sang dinh dang PDF hoic XPS:

2R

\ J

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

Vao File

Chonlénh Share

Tai nhom File Types chon Create PDF/XPS Document

Nhan nat Create a PDF/XPS, hop thoai Publish as PDF or XPS xuét hién
Nhap tén bai thuyét trinh vao hop File name

© o~ w DR

e Néu chon Open file after publishing thi tap tin PDE/XPS sau khi chuyén
s€ dugc mé 1én.

e Tai Optimize for co6 hai lya chon:

= Standard: khi muén phdt hanh truc tuyén voi chat lwong cao vé hinh
anh hodc dung cho viéc in an(kich thucc tap tin lon).

»  Minimum size: ding cho viéc doc truec tuyén la chii yéu vi khi in ra cdc
hinh sé bi mo (kich thuoc tap tin nho).

7. Nhin nat Option dé thiét 1ap thém cac tuy chon:

e Tai Range: chon cac slide can chuyén ddi hodc c6 thé chon tir custom
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show ma ban di tao trude do trong bai thuyét trinh.

Tai Publish options: chon hinh thirc ma slide s& in ra trén gidy nhu kiéu
handout, slide, notes pages hoac la outline. Ngoai ra con c6 cac tiy chon
khac nhu k& khung cho slide, in cac slide bi an, in cac thong tin chu thich

Tai Include non-printing information:

v" Chon Document p7roperties thi cdc thudc tinh cua tdp tin
Powerpoint sé chuyén sang thanh thudc tinh cua tap tin PDF/XPS.

v Chon Document structure tags for accessibility: dwa cdc thong tin
vé cau tric sang tap tin PDFIXPS.

[ ]

hay thong tin chinh stra. ..
[ ]
[ ]

PDF options: tily chon vé tinh tuong thich véi tiéu chuan ISO va qui dinh
cach chuyén van ban thanh dang chir bipmap (lam tang kich thudc tap tin)
néu cac font khong thé nhung vao tap tin PDF duoc.

8. Nhan nit OK sau khi thiét 1ap xong cac tuy chon va dong ctra s6 Options
9. Nhan nit Publish dé bat dau chuyén doi.

Options El E|
Range
@il O Current slids
Publinh as POT or XPS
Saow ) PowerPork 2010 O slidels)
5 r.’. Racent LBathuo Publish options
DOcLrments M e
o ' : Publish what:
'_;)[.,—,\;m My Torrgiates.
Slides hd |
My
! pocuerts [ Frame slides %
b [[] Inchude hidden slides
Conputer
“ My Nt sacek [ tnclude comments and ink markup
Places
Include non-printing information
Document properties
Document struckure tags for accessibility
PDF apkions
= 1150 19005-1 compliant (FDFi&)
o DT FowerPont
L — Bitmap kext when fonts may not be embedded
SAVH 48 LD oy (* o)
[7] Oper e after prisishrg [al 4 l ’ Cancel
Optivae forl (5 Sandard (publsbing ontns and prrking)
" Mrwrom saw (pubshing crlew) Coporn.. D
[ tods - ok | [ cocel |

Tuy chon luwu trir

Hinh 87. Céc tly chon khi chuyén bai thuyét trinh sang PDF/XPS

C6 mot sb tly chon khi Iuwu trit dang chu y nhu thiét Iap kiéu dinh dang mic dinh, thiét lap thoi
gian luu ty dong véi muc dich phuc hoi khi 6 su cd, qui dinh thu muc luu trir mac dinh, thiét lap

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

Thay doi dinh dgng tap tin mdc dinh
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Dé thay d6i dinh dang tap tin luu trit mac dinh cua PowerPoint hdy lam theo cac budc sau:

s

N

1.
2.
3.
4.

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

Tai Save files in this format ban chon kiéu dinh dang méc dinh tir hop x6 xudng
ke bén.

Nhan OK hoan tt viéc thiét lap. K& tir thoi diém nay cac tap tin mdi tao khi duoc
luu s€ mac dinh chon kiéu dinh dang tap tin nay.

PowerPoint Options filg

Cave Save presentations
mgLsge Save tiles i nis fomat PovwarPowt! Pyetantation v
franc [7 Save AutoPecover information svery (10 v | minutes

H istomize haw documents are :aved

[¥] taep the 1ast Auto Recovered file it [ close without tasing
AutoRecowes ée locatiors |[CoDocuments and Settings ttphang' Application Data Aticrosoft PowePoint

Default t92 location L Phong Giso Trmk' PowerPaint 2010

Offlire wditing opBonm fur documaent managesnent server filey

Save checked-ouk files to
‘: The server draft location on this computer

*) The Qftwce Document Cache

Serger drafts lotstion: | ClDocuments and Settings dtphong My Documenty SharePoint Draft growse..

File mevge optrons for shared document managensent server files

[[] Show detalled merge changes when a merge ocours

Preserve fidelity when shanng this presentatian B Presentastionl W

[¥] Embed tonts in the tile
(D Embed griy the chacacters used in the presentation mest for reducing file size

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

Hinh 88. Tuy chon luu trie

Thiét lgp thoi gian lweu trie tw dong Véi muc dich phuc héi khi c6 sw cé

s

U

1.
2.
3.
4.

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

Chon Save AutoRecover information every <10> minutes va thiét lap lai
khoang thoi gian ma PowerPoint sé thuc hién Ié€nh Iuu trit.

Nhan OK hoan tét viéc thiét lap.
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Thiét 1gp thu muc luu triv méc dinh

-

o > w e

Vao ngan File

Chon Options, hop thoai PowerPoint Options xuat hién

Chon Save tir danh muc bén trai cira s6

Tai Default file location nhap vao dudng dan dén thu muc can luu trir mic dinh,
Nhan OK hoan tat viéc thiét lap.

Nhting font kém theo bai thuyét trinh

Nhuing céc font chir dic biét ma ban sir dung trong bai thuyét trinh Ia rat can thiét vi c6 thé nhitng
nguoi khac chua cai dat cac font chir nay vao may cua ho. Cac budce dé thuc hién nhu sau:

ci,

1.
2.
3.
4.

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

Chon Embed font in the file va chon tiép Embed all characters dé cho phep
nhitng ngudi khac cé thé hiéu chinh véi nhitng font dac biét trong bai thuyet trinh.

Nhan OK hoan tat viéc thiét lap.

3. B4o vé bai thuyét trinh bang mat ma

Khi tép tin trinh dién c6 chtra cac thong tin nhay cam thi ban c6 thé dung chirc ning bao vé tap
tin bing mat mé ciia PowerPoint. C6 hai loai bao vé 1a mat ma truy cép khi m& (Open password)
va mat mi hiéu chinh (Modify password) va ban c6 thé sir dung ca hai néu thay can thiét.

Thiét 1ap mat ma bao vé

Ban lam theo cac bude sau dé thiét 1ap mat ma bao vé cho tap tin ctia minh:

' |
\ J
| -

o o~ wbd P

Mo tap tin mudn d3t 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 mé tap tin thi ban hay
datmat ma vao hop Password for open

e Néu mudn nguoi dung phai khai b4o mat ma khi mudn hiéu chinh tap tin
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thi ban hay dat mat ma vao hop Password ro modify

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

9. Nhan nat Save dé luu bai thuyét trinh v6i cac mat ma vira thiét lap.

Save i | |5) PowerPaint 2010

B My Recent I)Backup
Docurents | == Multimedia
@ Desktop @MyTemplates
II‘!ﬂO|:enSam|JI|30utIine.|3|3t><
5 E"'V ; II\:—l;ij-\.lerPoint 2010.ppkx
OELments II\_ﬂjPou\JerPoint 20103ample. pptx

Compuker

‘a My Metwark
Flaces

X Delete
Rename
Print

Map Metwoark Drive,.

Properties
» PowerPaint 2010,pptx e |
G I Options..
‘ S Seneral bptions PowerPoint Presentation {*.ppks) v |
Compress PICLUres..,
T

Hinh 89. Hop thoai Save As véi General Options...

General Options

General Options |

File encryption settings for this document

Password bo open; | |

File sharing sektings For this document

Passwiord to modify: | |

Privacy options Néu chon s€ loai bo cac

[ ]Remove automatically created personal information from this file on save thong tin ca nhan cua

Macro security nguoi dung trong tap tin.

Adjust the security level for opening files that might
conkain macro viruses, and specify the names of
krusted macro developers,

[ Macro Security... ] Thiét l4p cac tuy chon dbi

vOo1 ma Macro va VBA

[ o | [ iZancel

Hinh 90. Hop thoai General Options...
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Confirm Password

Reenter password bo open:

K |
Zaution; IF you lose or Forget the password, it cannot be
recovered, It is advisable to keep a lisk of passwords and their

corresponding dacurment names in a safe place. (Remember
that passwords are case-sensitive,

[ Ok ] [ Cancel

Hinh 91. Hop thogi xac nhan mdt ma

Thiét lap Macro Security:

é Khi chon niit Macro Security trong hop thoai General Option & phan trén,
hop thoai Trust Center xuét hién va cé cac tdy chon sau:

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

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

= Disable all macros except digitally signed macros: Khéa tit cd cdc
macro ngogi trie cac macro da co chit ky dién ti.

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

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

Cach khac dé truy cap hop thoai Trust Center 12 vao File | Options | Trust
Center | Trust Center Settings... | chon Macro Settings.

Trust Center @

Trusted Publishers

Macro Settings

Trusted Locations
O Disable all macros without notification
Trusted Dacuments @ Disable all macras with notification

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

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

Actius¥

( [ e SO l Developer Macro Settings

= !
Protected Wiew |:| Trust access to the VBA project abject madel
Message Bar

File Block Settings

Privacy Options

[ CK ] [ Cancel

Hinh 92. Hop thoai Trust Center
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Ngoai cach dat mat ma bao vé theo cach cli néu trén, PowerPoint 2010 da don gian hoa cdng viéc
nay rat nhiéu véi tinh ning Protect Presentation. Cac budc thyuc hién nhu sau:

s

Vao ngan File

Nhin OK lan nira

© N o ok~ 0D P

Chon Info, chon Protect Presentation
Chon Encrypt with Password

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

Nhan Save dé Iuu cac thiét 1ap vira thuc hién

Permissions

Protect
Presentation

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

(f1=) Encrypt with Password
_.'.Qj? Require a password to open this

presentation,

Restrict Permission by People
Grant people access while removing
their ability to edit, copy, or print.
Add a Digital Signature

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

on file. Most autosaved versions are g

Mo tap tin mudn dit mat mi trén man hinh PowerPoint

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

Encrypt Document

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 93. Bado vé bai thuyét trinh véi Protect Presentation

G& bé mat ma khéi bai thuyét trinh

Khi chia s& bai thuyét trinh va cho phép ngudoi sir dung md xem va hiéu chinh, ching ta khéng
nén dat mat ma. Cac hudng dan dudi ddy chi 4p dung cho trudng hop ban da biét cac mat ma mo

va hiéu chinh tap tin.

Thuc hién cac bude sau dé g& bé mat ma md va mat ma hiéu chinh tap tin:

nl.

Mé bai thuyét trinh dang c6 mat ma bao vé va khai b4o cac mat ma vao hop
Password khi c6 yéu cau.

2. Sau khi bai thuyét trinh dugc mo trong cira s6 PowerPoint, vao ngan File

Chon Save As, hop thoai Save As xuat hién.

4. Vao Tools chon General Options..., hop thoai General Options xuat hién
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5. Xéa bo di cac mat ma dang co6 trong Password to open va Password to modify
6. Nhin OK dé dong hop General Options
7. Nhin nat Save va xac nhan ghi d¢ 1én tap tin dang co.

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

2R

\ J

Mo tap tin mudn x6a bo mat ma bao vé

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

Chon Encrypt with Password

Xo0a bo mat ma dang c6 trong hop thoai Encrypt Document

Nhan OK dé dong hop thoai Encrypt Document

N o g s~ e

Nhan Save dé Iuu cac thiét 1ap vira thuc hién

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

File Block Settings gitp chung ta thiét 1ap cach thirc ma PowerPoint s& hanh xir khi m¢ cac kiéu
tép tin PowerPoint ¢ cac phi€n ban cli hon PowerPoint 2010 (twr Office 2007 tr¢ ve trude). File
Block Settings cung cap 3 tuy chon nhu sau:

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

e Open sellected file types in Protected View: cho phép mé tdp tin trong ché dé bdio vé
nhung khdng cho phép chinh sira néi dung.

 Open sellected file types in Protected View and allow editing: cho phép md tap tin trong
ché do bao vé va cho phép chinh sia noi dung.

Trusted Publivhar
s e Block Settinge

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

Tiusled Doclamant opens it in Pyotedted View, By selecting Save, FowerPomt pravents saring m this file hype
File Type Open Cyie
PowerPoint 2007 and later Presentations, Shows Template:s, Themes and Add-in Féss o I
DpenDotument Pretentation File (1 ]
PowerPoint $7.2003 Presentations, Shows, Templates and Add.in Files 3 [l
. s VeD Pages O O
Outline Files O C
Legacy Convarters for PowedPaing 0
! R Graphic Fater J
Filq Elotk Satting Office Open XML Corwerters for FowerPomt O ]

Copen behawor for selected file types
7} Do ot open selected fife types
%) Dpen selected tile types in Protecied Visy

) Open selected file types in Protected View and alicw gditing

Restore Defaunts |

| o [ Cancal I

Hinh 94. File Block Settings
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Thuc hién cac bude sau dé thiét 1ap cac tay chon cho cac kiéu tap tin:

2

o/

Vao ngan File

Chon Options, hop thoai PowerPointOptions xuat hién

Chon Trust Center va nhan nit Trust Center Settings

Chon File Block Settings tir danh séch bén trai cira s6 Trust Center

o > w e

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

Nhap OK dé dong hop thoai Trust Center
7. Nhin OK lan nita ¢ dong hop thoai PowerPointOptions

5. Cac thao tac voi slide

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

I FICE AP Fis

_____ Click to add title

Click to add notes

Hinh 95. Slide tia dé bai thuyét trinh véi hai placeholder

C6 nhiéu kiéu bd tri cac placeholder trén slide ma PowerPoint xay dyng sin duoc goi la cac
layout. Tuy theo ndi dung can xay dung cho slide ma ta chon kiéu layout phii hop.
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=| Layout L S —

I eme

Title Slide Title and Content Section Header

Two Content Comparison Title Only

Blank Content with Picture with
Caption Caption

Hinh 96. CA&c kiéu layout cia slide

Ching ta s& thuc hién mot sé thao tac vé chén slide méi, sao chép slide, x6a slide, chon layout
cho slide, sap xép céc slide, phan chia céc slide thanh cac nhom (section), ...

Cheén slide méi

Thuce hién theo cac budc sau dé chén thém slide méi vao bai thuyét trinh:

n 1. Chon ngan Slides trong ché d6 Normal Viewva nhap chudt vao duéi slide dau

tién do Powe‘rPoint ty tao ra khi ban tao pai thuyét trinh mai. Khi d6, ban s€ thay
mot duong nam ngang nhap nhay cho biét do la vi tri ma slide méi sé duoc chén
Vao.

2. Vao ngan Homechonnhdm Slides
Nhan nat New Slide, hop chta céc kiéu layout xuit hién

4. Nhap chudt chon mot kiéu layout, slide méi s& dugc chén vao bai thuyét trinh
theo kiéu layout vira chon.
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Sao chép slide

Home Insert Design Transitions A
R —|
aste : | New ! S abe
- ‘ {Slide=| = Section ~ £ 1 )
Clipboard Office Theme

- =

1

TN

.......

Hinh 97. Chen slide

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

‘ 1. Trong ché d6 Normal View, chon céc slide trong ngan Slides mudn sao chép

2. Nhap phai chudt Ién mot trong sé cac slide dang chon d& mo thuc don ngit canh

3. Chon Duplicate Slide tir danh sach Iénh

ER =
’1 1t

% cut

Ea Copy

[ Paste Options:
‘2 2 3 |

= New Slide

Duplicate Slide
Delete Slide
= Add Section

F  publish Slides

Hinh 98. Nhan ban slide

é.

Chen nhiéu slide:
Néu cac slide chon 1a lién tuc: nhap chugt chon slide dau tién roi gii
phim Shift va nhap chuét vao slide cuai cung.
Néu cac slide chon 1a khéng lién tuc: nhdp chudt chon slide dau tién va

gii phim Ctrl trong khi nhap chugt chon céc slide khéc.
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Thay déi layout cho slide

Dé thay doi layout cua slide, ban 1am theo cac budc sau:

2R

\ J

1.
2.
3.
4.

Trong ché do Normal View, chon cac slide trong ngin Slides mudn sao chép
Chon slide can thay doi layout

Vao ngin Home | nhém Slides | nhan nat Layout

Chon kiéu layout méi cho slide

= ¥

2
aste

-

Clipboard

ne Insad Clesign Transitions
A .« v | —
» Eme

Mew

Slide =

Animations Slide Show

il

1

:

/
-

Two Content

Blank

Picture with
Caption

Content with
Caption

Thay déi vi tri cac slide

Hinh 99. Thay déi layout cho slide

Thuc hién cac budc sau sap xép hoic thay ddi vi tri cac slide trong bai thuyét trinh:

n 1. Trong ché dd Normal View, chon slide trong ngan Slides mudn sap xép
2. Dung chudt kéo slide dén vi tri m&i trong ngan Slides va tha chudt
3. Slide s& xuat hién & vi tri moi
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| Home Insert

H= | 3 siide Sorter =)
19— |
‘—— | [E] Notes Page

Normal| .
":E]‘ Reading View

Presentation Views

Design

Slide Master

#: Handout Master | [ Gridlines

Notes Master

Master Views

Transitions

D Ruler [ : )
\

Animations Slid

=)
=H
==

Zoom Fitto

D Guides

Show

Windoy

Zoom

Siides | Outline | X

2 | wxntusn

IR

-

SMART ART

It

Xoba slide

Thuc hién cac budce sau dé xda céc slid

n 1. Trong ché &6 Normal View, chon slide trong ngin Slides mudn xda

FW,

P

Hinh 100. Scip xép slide

€.

2. Nhén phim Delete trén ban phim dé xda slide hodc nhap phai chuot Ién slide va

chon Delete Slide

Slides Outline X
2 | micataam T
Er R~ - e =
R SMAR
3 il
—— A
Sy _.. db Cut
’ =8 53 Copy
" % |[@ PasteOptions:
= = 0l @A
4 | ommm
e ) 5 New Slide
o L Duplicate Slide
> Delete Slide
=) Add Section
5|‘-—
Hinh 101. X6a slide
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Phuc héi slide vé thiét 1ap layout mic dinh

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

- 1. Trong ché d6 Normal View, chon slide bj bién d6i layout.Vi du: placeholder

layout.
2. Vao ngan Home, dén nhdm Slides
3. Nhén n(t Reset

| Home Intest Dengn Trantition Animation 32 Show

Reset

] Ravel I potitian, e, and
' farmatiing of the slige
ko

JHU NG DIEM M(

= i

T T@o,iqu.m Iy v lam viée cong
KB trén bai thuyét trinh

T st s |

7 e l.n\m{phung phi bai thuyét tr
hinhianh v &t nhién hidu
Chia sé bai thuyét teinh hidu

’ —

) *

abk -

Hinh 102. Tra layout vé thiét ldp mdc dinh

Nhom cac slide vao cac section

Thuc hién cac bude sau dé tra layout vé thiét 1ap mic dinh:

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

‘ 1. Trong ché &6 Normal View, chon slide ma ban muén tach thanh Section méi

) 2. Vao ngin Home, dén nhom Slides
3. Nhin nGt Setion va chon Add Section

Fie Heme Inert Devgn Trenstagmy Anurtaticen Side Show Ve

Hinh 103. Chén section
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Pat tén cho section

Dé dit tén hodc ddi tén cho section ban lam theo cac budc sau:

-

1. Trong ché @6 Normal View, chon Section muédn dit tén
2. Vao ngian Home, dén nhom Slides

3. Nhén n(t Setion va chon Rename Section

4. Dat tén méi cho Section va nhan nit Rename dé ddi tén.

Home Insert Design Transitions Animations

= — = Layout ~ - A,
J 3~ '3 Reset
Paste % New e B 7 U 8 abe AV A
- 4 Slide v | —j Section v |

A

Clipboard & Se Font

Slides IMF—T BenameSedio@_.

Remaoye All Sections N

4| cmma Remove Sectio

S = : A

S-S 55 collapse Al
] 4

=3 - ' Expand All

4 |ntitled Section

i A\ F Rename Section

Section name:
fMultimedia ‘

LI}

[ Rename I [ Cancel ]

Hinh 104. Pat tén cho Section

Xoba section

Dé dat tén hodc ddi tén cho section ban lam theo cac budce sau:

- 1. Trong ché @6 Normal View, chon Section muén x6a
2. Vao ngan Home, dén nhém Slides
3. Nhan nGt Setion va chon Remove Section
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Home Insert Design Transitions Animations

j ::v I__] n__s] Layout ~ 32 v A A

?"_EJ Reset

Paste New e [ AV . &
- 7 Slide'| =} Section '} LA she 3" Aa
Clipboard 1a | [ | Font

Add Section

plides ME"Q Rename Section
|

E ) [r— - 3% Remove Section
S g
| 5L Remove All Sectid

= ?E] Collapse All
—  Expand All

4 Multimedia

5 e N

6 | mEveo ,,,|

Hinh 105. X6a section

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

PowerPoint Iru lai dudong din dén noi luu cac tap tin ma ban lam viéc gan day trong muc Recent
Presentations.

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

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

| save )

Recent Presentations

B Save As

~o ((E - PowerPeint 2010.pptx

iy open [=]| D:\Phong\Gizo Trinh\PowerPoint 2010 =

[ Close [4:‘51 PowerPoint 20105ample.pptx =
—=| D:\Phong\Giao Trinh\PowerPoint 2010

Info

fica; j PowerPoint 2010_Password.pptx

D:\Phong\Giac Trinh\PowerPoint 2010 7
Rec -
ﬁ @ j MPP02-521C-L00a Intro.pptx =

D:\Phong\Computer Applications
New

i MPP02-521C-L05a PowerPoint.ppt =
: =l D:\Phong\Computer Applications
Print
L OCW Downloads.ppt =
=] My Documents
Share
fica; IMF Presentation.pptx -
=| MyDocuments
Help .

27 Add-Ins v

] Options

Exit Recover Unsaved Presentations :
[] Quickly access this number of Recent Presentations: -

Hinh 106. Danh myc céc bai thuyét trinh gan ddy trong Recent Presentations
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Chirong 2. Tao bai thuyét trinh co ban
Ban cd thé tim thy danh muc cac bai thuyét trinh méi mé gan day theo hudng dan sau:

1. Vao ngan File
2. Chon Iénh Recent, hop Recent Presentations xuat hién bén phai
3. Chon tén bai thuyét trinh can ma tir danh séch

Néu bai thuyét trinh mudn mo khong cé trong danh sach hién hanh thi ban 1am theo cac budc
sau:

e

W

1. Vao ngan File

2. Chon lénh Open, hop thoai Open xuét hién

3. Tai Look in, tim dén thu muyc lwu trir bai thuyét trinh
4. Chon tén tap tin muén mé va nhan nit Open

Open E]

Laak in: | IC5) PawerPaint 2010 s | Q- XoiE-
3, My Recent Name Size | Type Date Modified
Documents | | oo e o File Folder 1J712010 2:32 FM
@ Deskiop I Mulkimedia File: Folder 12/29/2009 8:17 AM
My Templates File Folder 1J6/2010 9:31 AM
Dgl;cuments El_]OpenSampIeOutline.pptx T4KE  Microsoft Office Po...  1J7/2010 4:34 AM
My "Ei]PowerPoint 2010.ppkx 7,862 KB Microsoft Office Po...  1/8/2010 12:34 PM
C‘ Cormputer ‘l:i]PowerF‘oint 2010_Password. pptx 9,723KE  Microsoft Office Po...  1/7/2010 2:35 PM
-y My Metwork ‘lﬂpowerpoint 2010aa.pptx 9,722 KB Microsoft Office Po...  1J7/2010 2:07 PM
‘3 Places ‘lzl_]PowerF‘oint Z0103ample. ppt:x 17,795 KE Microsoft Office Po,..  12/19/2009 5:51 AM

Qpen s

Cpen Read-Only

Cpen as Copy

File name: | Open in Browser

Cpen in Protected View

Files of type: |AII PowerPoink Presentations *,pphe;®, ppt ¥, pptrg* . ppssg ., pps; . ppsmg *, pot; *, pok;

Cpen and Repair

FE )|

Hinh 107. Hop thoai Open

~ Té hep phim tat:
& PHé mg nhanh hgp thogi Open ban nhdn té hop phim tat <Ctrl+0>.

Trang 71



Churong 2. Tao bai thuyét trinh co ban

Bang 4. Cac tuy chon Open

Nut Muc dich

Open Ché d6 mé bai thuyét trinh mic dinh.

Open Read-Only M¢ bai thuyét trinh dudi dang chi doc, cac thay doi va hiéu chinh
trong bai muon luu thi phai luu thanh mét tap tin khac.

Open Copy M@ bai thuyét trinh duéi dang mot ban sao.

Open in Browser Ch; c6 tac dung khi chon mot bai thuyét trinh lwu dudi dang trang
web.

Open in Protected View Mo bai thuyét trinh trong ché d6 bao vé khong cho hi¢u chinh

Open and Repair Mo bai thuyét trinh va kiém cac tra 18i va sé& stra 16i néu 6.

Pong bai thuyét trinh

Khi d6ng chuong trinh PowerPoint, tit ca cac tap tin dang mo sé tu dong dong theo.Néu ban chi
mudn dong mot bai thuyét trinh cu thé nao do thi ban hdy chon bai thuyét trinh d6, sau do vao
ngan File va chon Close. Néu tap tin chwa duoc luu thi PowerPoint s& thong bao nhic nhd ban.

Té hep phim tdit:

Dé ddng nhanh bai thuyét trinh hi¢n hanh trong cira s6 PowerPoint bgn nhan
. to hop phim tat <Ctrl+F4>.
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Chirong 2. Tao bai thuyét trinh co ban
7. Hoi dap
Cau 1. Tgo bai thuyét trinh méi tar td@p tin Outline?

Cho biét céch tao tap tin outline cho bai thuyét trinh bang trinh soan thao vin ban va nhap vao
PowerPoint dé duge céac slide nhu sau:

Workbook Worksheet Chart sheet
+ La mbt t3p tin ma trén &6 ban fam viéc + La noi luu trlr va 1am viéc vai dir ligu, né * La mdt sheet trong warkbook, né chi chia
(tinh toan, v& dé thi, ) va luu 4l 4T lidu con duge goi la bang tinh. Mt worksheet mot @b thi
+ Workbook co thé chira nhidu worksheet chua nhieu & (cell), cac 6 duge to chuc
(bang tinh), do vy ban ¢b thé 18 chie, luu thainh cac et va cac dong
trlF nhiéu loal théng tin ¢b lién quan véi « M&t Worksheet chira Suge 16,384 cdt va
nhau chi trong mé$t tdp tin (file) 1,048,576 déng
+ 56 lugng worksheet bj gidi han boi bd
nhé may tinh

Hinh 108. Ngi dung trén céc slide sau khi nhgp vao PowerPoint
Tra loi:

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

n Cac budc thuc hién nhu sau:

Vao Start, chon All Programs, chon Accessories, chon chuong trinh Notepad dé
khai dong.

2. Tai dong dau tién, nhap vao Workbook, nhan Enter dé xudng dong. Pay sé Ia tya dé
(title slide) cho slide PowerPoint.

e Nhip phim Tab dé thut dau dong dé bit dau nhap y tha nhit cho tua dé
Workbook ¢ trén.

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

2 SampleOutline.txt - Notepad
File Edit Format “iew Help

Wharkboolk:
La mdt t3p tin ma trén dd ban lam vigc {tinh toan, va db
Workbook cd thé chufa nhisu workshest {béng tinh}, do
53 lrgng worksheet bi gidi han bdi bd nhd may finh.

Hinh 109. Ba nhdp xong Outline cua slide thiz nhat

3. Tai dong tha 5, ban nhap vao Wordsheet. Luu ¥, ban thut diu dong vi ¢ ddy chung ta
mudn tao slide mai c6 twa dé 1a Worksheet. Sau d0, twong ty budc 2 ban nhap cac y
cho slide nay. Sau cling ban di tao duoc mot Outline gdm 3 slide cho PowerPoint c6
cAu trac nhu hinh sau.
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Chirong 2. Tao bai thuyét trinh co ban

I SampleQutline.txt - Notepad |:||E|E|
File Edit Format Yiew Help
Wiorkbook

L& mt t3p tin md trén do ban l3m viéc (finh toan, we d thi, 7 va it
Workbook cd thé chifa nhigu warksheet (hang tinh), do vay ban co thi
58 Iuighg warksheet bi gidi han bdi b nhd may tinh.

Wiorksheet . . .
L& ndi Ity tror wva l3m wigc wdi du ligu, nd cdn duidc goi 13 bang finh, h
M3t Worksheet chita dugc 16,384 cdt va 1,048,576 ddng.

Chart shest .
La mdt sheet trong workbook, nd chi chita mat di thi.

>
—

I~

Hinh 110. Outline bai thuyét trinh

4. Ban luu Outline nay v(;i tén la SampleOutline.txt. Vi Ia tiéng Viét nén ban phai chon
tai hop Encoding la kiéu Unicode.

Savein: |lf)Books 2010 V| £ ¥ P (-

T I Backup

4 2} I Mulkimedia
My Fecent | |C)MyTemplates
Daocuments [Z] samplecutline txt

==
[
Desktop

9

by Documents

o

ty Computer
- File nane: |SampIeDutIine.lHﬂ A | I Save ]
by Netwark, Save as bype: | Text Documents [*k=t] w | [ Cancel ]
Encoding: Unicode v/

Hinh 111. Lwu Outline

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

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

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

e Chon tén tap tin va nhin Open dé nhap Outline vao cac slide cua PowerPoint.
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Chirong 2. Tao bai thuyét trinh co ban

Cau 2. Cho biét cach sao chép slide giga cac bai thuyét trinh?
Tra loi:

Chuing ta co thé sao chép cac 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 cé san.

Céach 1. Sao chép thi cong

‘ Cac budc thuc hién nhu sau:

1. Mé hai tap tin PowerPoint can sao chép cac slide cho nhau. Vi du, chlng ta s& sao
chep 3 slide tur tap tin PowerPoint 2010Sample.pptx (A) sang tap tin QA.pptx (B).

LIS S g R | O Ul Prsmrtare 210 5rah pptc - Mt baeesoe N lddinro D
= —o— o N - . °
-
@ .h Py - '”t‘ 3 #ip l
- o L
— —— - Hoi & dap
." || YOUR MEssace wm .n 0 .
| - & ! I,
" ‘__1; —— Vcl " ‘ '
I @400

I — - F2ar . o | T ino s B |

Hinh 112. Hai tdp tin can sao chép slide cho nhau

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

e Nhin t6 hop <Ctrl+C> dé sao chép céc slide dang chon vao bd nhg may tinh.

e Hoac nhap phai chudt Ién mot trong cac slide dang chon va nhan lénh Copy.

| it

i <

A $ Cut

£ |

H =S copy )
' £ [ PasteOptions:

=) New Slide 2
Delete Slide i
= =l Publish Slides Animate This
’: % Check for Updates 4 B @

&) Format Background...  free
Sl Hide Slide @

| et [ bbb

._:* T 10
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Hinh 113. Sao chép slide

3. Chuyén sang tap tin B, nhap chudt vao phia dui slide dau tién dé chon noi s& dan cac

slide vao.

e Nhin t6 hop phim <Ctrl+V> dé dan céc slide vao tap tin B.

e Hoic vao ngan Home, nhdm Clipboard va nhan nit Paste.

e Khi do, céac slide tir tap tin A da dugc chép sang tap tin B theo dinh dang cua

tap tin B.

Hoi & dap

.,,«J. R s
o foc! ok

°

W/

./

Tienm (Jo, Gomescn, Avmctien,
a4 Backgmend Mmoval slow yzuls mtzme rags ke yor 3ty

r 3

S

Animate This

Chece out this animation:

.0

yOu Can re~creste the same animetion With one ik

&

S

Hinh 114. Cac slide da chép vao tgp tin B

4. Néu ban mudn giit nguyén dinh dang cua céc slide khi dan vao tap tin B thi vao ngin
Home, nhém Clipboard, chon mili tén nho bén dudi nut Paste va chon Iénh Keep

Source Formating (K).

GG Lénhcoatui | Home | Insert Design  Transitions
(=) |
= i = - * A A
=452 ]
[Paste| . | New . | B 7 U 8§ abe AV- A
i d Slide~ =7 = *
0 Font

An

l Keep Source Formatting (K) ‘
]

Hoi & dap

Hol & dap

T T—

e B

h ey fo e e e -

Hinh 115. Sao chép gii nguyén dinh dang cua slide nguon
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Cach 2. Tan dung chirc ning Compare ciia PowerPoint.

n Céac budc thuc hién nhu sau:
:ul

1. Mo tap tin dich QA.pptx.

2. Vao ngian Review, nhdm Compare va chon lIénh Compare

Lénhciatui  Home Insert

Ii ¥ Language ¥

earch Thesaur e

Design

4 Translate ~

oofing Language

Transitions

_d

Comments

Animations

{ KJ Delete ) cofffpare ¢ Previous )

Slide Show | Review

View Developer Add-

Compare

Compare

Compare and combine another
presentation with your current
presentation.

Hoi & dap !
5

3. Trong

Hinh 116. Lénh Compare

hop thoai Choose File to Merge with Current Presentation

e Look in: tim dén thu muc chira tap tin PowerPoint 2010Sample.pptx

Chon tap tin va nhan nat Merge

Choose File to Merge with Current Presentation

PIX

Tools -

Lookin: | I3 Books 2010 v| @ @ XoiE-

B My Recent MName Size  Type Date Modified

Documents | | oayp p File: Falder 1/12/2010 5:00 &M
@ Deskhop I Mulkimedia File Folder 1)23/2010 9119 PM

My Templates File Folder 1/6/2010 1:46 PM
5 Ellgcuments ) Temp File Folder 1/24/2010 1:50 PM
My I PawerPoint 20105ample. ppkx 17,794 KB  Microsoft Office Po...  1/24/2010 12:58 PM
:‘J Computer ‘l!';]QA.pptx 37KE  Microsoft Office Po...  1)24/2010 1:36 PM

‘-ﬂ Iy Metwork

Flaces

File: niarne: |

5

Files of type: |P.II PowerPoint Presentations (*,pphx;™ . ppt;* . pptm; * ppsi;*, pps;* . ppsm; * . potx; *. pak; *, potm;*,odp |

Merge

] ’ Cancel

Hinh 117. Chon tdp tin can Merge

4. Trong cira s6 tap tin QA.pptx
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e Chon tré chudt phia dudi slide thi nhat trong khung Slides

e Nhap chuét vao biéu twong nhd ndm phia dudi khung Slides

e Chon All slides inserted at this position

Slides
L2l

e

Outline x||

All slides inserted at this position
Inserted Slide 1 {Unknown User)

[] Inserted slide 2 {Unknown User)

[] Inserted "authar ¥our Presentation "

(Unknown User)
[ Inserted "Getting Started with
Templates" (Unknown User)
[ Inserted Slide 5 (Unknown User)
[ Inserted Slide & (Unknown User)

b

Hoi & dap

Hinh 118. Danh muc cac slide kh&c nhau giiza 2 tdp tin

5. Khi do, tit ca cac sliqe cua tép tin A da duoc chen vao tap tin B. Ban chon va xo6a di
nhitng slide khdng can thiét.

©...

AA44AAA‘,AAA@
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Chirong 3. Xay dung néi dung bai thuyét trinh

Chuong 3

Xay dung ndi dung bai thuyét trinh

Ngi dung
1.

© © N o g bk~ N

10.

Tao bai thuyét trinh méi

Tao slide tya dé

Tao slide chira van ban

Tao slide c6 hai cot noi dung

Cheén hinh vao slide

Chen hinh tur Clip Art vao slide

Chup hinh man hinh dua vao slide

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

Nhuing am thanh vao slide

11. Nhang doan phim vao slide

12.
13.
14.
15.

Chén doan phim tryuc tuyén vao slide
Cheén bang biéu vao slide
Chén biéu d vao slide

Hoi dap
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huwong nay s€ trinh bay tung budc xay dung mot bai trinh dién voi déy du tt ca cac thanh

phan thong dung nhit ma PowerPoint cung cip. Trong chuong nay, 601 vO1 cac ban con mdi
v6i phan mém PowerPoint thi nén hoc va thue hanh cac muyc tur dau dén cudi chuong. Pdi vai cac
ban d3 thanh thao thi chi can doc céac phan ma minh chua biét.

Bai thuc hanh xuyén suot chuong nay cting chinh la bai gioi thiéu vé phan mém Powerpoint
2010. Cac nguyén licu can thiét cho chuong nay nhu 1a cac hinh anh, 4m thanh, doan phim, ...
cac ban co 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 m&i dé chuan bi cho céc phan thuc hanh trong chuong:

W/

Vao ngan File

Chon Iénh New, hop Available Templates and Themes xuét hién bén phai
Chon Blank presentation va nhin nit Create dé tao méi.

Vao File chon Save, hop thoai Save As xuat hién

ok~ Wb PF

Tai hop File name dat tén tap tin la ThuchanhPowerPoint2010.pptx va chon thu
muc lvu trix tai Save in.

6. Nhan Save dé luu bai thuyét trinh lai.
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Churong 3. Xay ding ngi dung bai thuyét trinh

Wdn-0F a2 Merosatt Pawervont

o W ll
-mmmmmnmmuwma- -9
: s Available Templates and Themes Blank presentation
T My
o O
& Oun 1 »\
-8
Recent Samgle Thame Ny tergleten
K
bine | |

' )
Office.com Tempiates flemen Offce com o s 9 .

taad - I . 5 : a

s | Y W |

Hinh 119. Tgo bai thuyét trinh mdi

BllE9- 0% 0QE|s  ThuchanhPowerPoint2010.pptx - Microsoft PowerPoint

o B R
| Home | Inset Design  Transitions  Animations  SlideShow  Review  View  Developer  Adddns o @
. & ?IT'E] &~

Paste New“E 'IQ.AAA"% _I'*:'u @@& ‘H‘

‘3 Slide 5 B L U e dozchan A

Font 5 F Drawing

Click to add title

Click to add subtitle

Shapes Arrange Quick ?
,;:]' ~ " Styles- =
Clipboard & Slides

Edmng

Click to add notes

= =0

Hinh 120. Slide dau tién cua bai thuyét trinh méi vira tao

o=
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ngi dung bai thuyét trinh

Save As @
savein: | () Books 2010 ¥ @ @ XoiE-
s My Recent | IC3)Backup
Documents | =) Multimedia
@ Desktop l; MyTemplates
@OpenSampleOutline.pptx
5 E“" " E<H| powerPaint 2010, ppt
OELmEnts |'=|_1P0werP0int 2010_Password.ppkx
My i< .
d GamEED :]PowerPolnt 2010a.ppkx
B — |l=|_1P0werP0int 20105ample. pptx
‘ﬁ PI:cei wor @ PawerPaoint_2010, pptx
File name: |ThuchanhPowerPointZDltllpptx W |
Save as bype: |P0werPoint Presentation (*.pptx) - |
e

Hinh 121. Hép thogi Save As

2. Tao slide twa dé

Khi mot bai thuyét trinh méi duoc tao thi mac nhién cé sin mot slide twa dé. Slide twa dé thong
thuong 1a slide dau tién cua bai thuyét trinh, slide tua dé thuong chtra cac théng tin vé tua dé caa
bai thuyét trinh, théng tin tac gia, ngay thang, ... Ngoai ra, ching ta cd thé thém logo cong ty,
hinh anh vao slide twa dé. Tuy nhién lwu ¥ 13 khéng nén dwa qua nhiéu noi dung vao slide twa dé.

n Cac budc thyc hanh nhu sau:

1. Nhan chuét vao placeholder Click to add title dé nhap tua dé “PowerPoint 2010” cho

slide.

Hinh 122. Nhdp twa dé cho bai thuyét trinh

2. Dau nhic s& nhiap nhay nhu hinh bén dudi va ban hdy nhap twa dé cho slide nay la
“PowerPoint 2010~
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® ®

r}, ——————————————————————————————————— T r}, —————————— —_— o

] € PowerPoint 2010

o-—————— 0 O T — —— ————( 0
______ T —

Hinh 123. Déu nhdc tai placeholder

3. Nhap chuét vao placeholder Click to add subtitle dé nhap twa dé phu, thong thuong
day 1a cac dien giai vé ngi dung chi tiét cho tua de cua bai thuyét trinh. Nhap vao cum
tur sau “Gidi thi€u cac tinh nang cta chwong trinh”.

PowerPoint 2010 PowerPoint 2010
9 @
_E. mmmmmmmmmmmmmmm a ~-~-~-~-~-~-~~.i. IT“— Gidi ‘h|e|_1_:_ tinh nang _“I_I!
ﬂ: b rj cta chuong trin hl 4
1 I ] |
! ! ! !
{1 O D= o]

Hinh 124. Nhip twa dé phu

4. Nhap chuot vao viing tréng bén ngoai cac placeholder dé hoan tat viéc nhap van ban
cho tua dé chinh va tua dé phu. Sau khi hoan tat cac budc trén, ban sé nhan duoc két
gua nhu hinh sau.

PowerPoint 2010 PowerPoint 2010
@
________________ i e
Gidi thiéu cac tinh nang Gidi thiéu cac tinh nang

| |

| |

| 3 . 3 .

o ctia chuwong trin hl 4 ctua chuong trinh
| |

| |

I |

L

Hinh 125. Nhdp chugt ngodi viing placeholder d@é hoan tdt Slide twa dé
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3. Tao slide chiwra vian ban

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

n Cac budc thue hanh nhu sau:

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

File Home Insert Design Transitions Animations
[em————

i

B! Els e LE

: \ | ==l 3
Paste New B 7 U S abe AV- A; =
- Slide~| 5" N =

Clprw::a[g ‘|| Office Theme

!

Title Slide

Two Content

Hinh 126. Chon layout Title and Content

3. Tai khung tua dé cua slide mai, ban nhap chudt vao chir Click to add title, sau do
nhap vao tua slide la “Nhitng di€ém mai caa PowerPoint 2010

o-—"""""""——- T -Q

0 .
I;'Nh['rng diém mai cla PowerPoint 2010|f|
[ I+ A

* (Click to add text

Hinh 127. Nhdp noi dung cho slide moi

4. Nhip chugt vao placeholder Click to add text va nhap vao noi dung cho slide nhu
slide sau:
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Nhirng diém mai cia PowerPoint 2010

'= Tao, quan ly va lam viéc cdng tac vai nhirng
ngudi khac trén bai thuyét trinh| |

Hinh 128. Nhdp ngi dung cho slide

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

Nhitng diém mdi cla PowerPoint 2010

ngudi khac trén bai thuyét trinh

. lgo,rq’uérx; ly vé I,:m,] Avriécr Léng téc viirnliCmg B

Nhi*ng diém mdi 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 cac doan

| huy®
video, hinh anh va rat nhiéu hiéu &ng mdi

* Chia s€& bai thuyét trinh hiéu qua hon

Hinh 129. Xuéng dong va nhdp tiép ni dung cho slide

4. Tao slide c6 hai c¢t ngi dung

n Cac budc thyc hanh nhu sau:

1. Vao ngan Home, tai nhom Slides va chon New Slide.
2. Chon kiéu layout Ia Two Content
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wn

e

———
Home Insert Design Transitions Animations

f » —
J . | E ‘ ) i A A 5
Paste New 5 B 7 U 8 abe AV- Aj :—:
- Slide~| 5~ = =

| Clipboard 5 | | Office Theme

]

1

-~

Title Slide Title and Content Section Header

Two Content Comparison Title Only ]

Hinh 130. Slide c6 hai cét ngi dung

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

Nhitng kiéu hién thj

* Click to add text * Click to add text

Hinh 131. Slide c6 hai cét ngi dung

4. Nhu d3 trinh bay ¢ chuong trudc, trong PowerPoint 2010 ¢6 hai nhém hién thi cira sb
man hinh chinh d6 12 nhdm Presentation Views va nhém Master Views.

e Nhip chuét vao placeholder bén trai va nhap vao Presentation Views
e Nhéan phim Enter xuéng dong

e Vao Home | nhém Paragraph | nhan nit Increase List Level d¢ thut dau
dong dé chuan bi nhap danh sach céc kiéu thi trong nhdm Presentation Views.
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Nhirng kiéu hién thi

. F’rffentation Views * Click to add text

- = Ea
- > 5
;1 Shapes Arrange

v v

Paragraph

Drawin

Increase List Level

Increase the indent level,

Hinh 132. Nhdp ngi dung cho cgt bén trai cua slide

5. Nhap vao danh sach cac kiéu hién thi trong nhém Presentation Views 1a Normal, Slide
Sorter, Notes Page va Reading View nhu hinh sau:

Nhirng kiéu hién thj

* Presentation Views
— Normal

— Slide Sorter

» Click to add text

— Notes Page
Reading V'!\'J

Hinh 133. Nhdp céc kiéu hién thj ciia nhém Presentation Views

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

Nhitng kiéu hién thi

* Presentation Views

— Normal

+ Master Views

— Slide Master

— Slide Sorter — Handout Master

— Notes Page — Notes Master

— Reading View

Hinh 134. Nhdp ngi dung cho cét bén phadi cua slide
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5. Chen hinh vao slide

O phan trude chung ta dd hoc cach chén slide méi va nhap vin ban vao céc placeholder trén slide.
Phan nay, chung ta sé thuc hién chen hinh hai hinh dang luu trén may vao slide.

‘ Céc buée thuc hanh nhu sau:

1. Vao ngan Home, tai

nhém Slides chon New Slide.

2. Chon kiéu layout la Two Content

=]

=~

- T o Ao
| Mew | B 7 U 8 abe &V~ Aq- | A
Slide~| 57
Office Theme

Hinh 135. Chon kiéu layout hé tror chén hinh

3. Nhap twya d& vao slide 13 “Chén hinh vao slide”. Nhap 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

+ (Click to add text

| Home Insert Design Tran|
|l |
! (8] clip Art __';) Shapes
= £~ | ) R —
@+ Screenshot - <] SmartAf
| Table Pict -
- [}g‘ Photo Album ~ | gl Chart
Tables nages Ilustration
N—7

Insert Picture from File

3

=| Insert a picture from 3 file,

Insert Picture from File

g Press F1 for more help.

—

Hinh 136. Lénh Insert Picture from File
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4. Cira s6 Insert Picture xuit hién, ban tim dén thu muc luu trit hinh trén may cua minh
va nhap chudt chon mét hinh nao d6, sau d6 nhan nat Insert dé chén hinh vao Slide.

Fie pam: v

Phes of DR ) pctures (. end ) * w17 DQU" peg FE L e po . banp; * di * e * o /%ol e L v v

[_teds ] g o [ conce
Hinh 137. Chon hinh chén vao slide

5. Tuwong tu, nhap chudt vao biéu tuwong Insert Picture from File bén cot bén phai va
chén mot hinh khac.

Chén hinh vao slide

Hinh 138. Chén hinh vao slide

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

Hinh 139. Thay doi kich thuréc va di chuyén hinh

6. Chén hinh twr Clip Art vao slide

Phan nay ching ta sé‘thuc hién chen moét slide méi va chén mét hinh tir thu vién Clip Art. Chang
ta s€ chén mot hinh vé danh golf vao slide.

- Cac budc thyc hanh nhu sau:

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

‘_I A
M T A
=2 :

| New | B 7 U 8 abe AV~ Ag
slide~| =7

Office Theme

o,

Title Slide Title and Coxggpy/  Sectio

Hinh 140. Chén slide méi kiéu Title and Content
3. Nhap tua dé cho slide 1a “Chén Clip Art vao slide”. Nhdp chudt vao biéu tuong Clip

Art trong viung placeholder bén dudi cua slide. Hoac vao ngan Insert, tai nhdm
Images chon Clip Art.
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Chen CI|p Art vao slide

* Click to add text

ﬁHome Insert Design Transitions
amm: | 8] cigfar [y shapes ~ &
EE S 4 - \
L &5+ sceefisho T2 smartart 1
Table Picture Hyp

= (&) PhotSRbum ~ | gl Chart

Tables Images Illustrations
0 B cip ant |
3 75N Insert Clip Art into the document,

3 == including drawings, movies,
O sounds, or stock photography to
illustrate a specific concept.

T I

Hinh 141. Nhdp tua dé slide va thuc hién Iénh chén Clip Art

4. Mot ngan Clip Art xuat hién bén phai cua s6 Normal View. Tai 6 Search for ban
nhap vao tir khoa la golf va nhan nat Go dé tim hinh trong thu vién Clip Art.

RlA9-0F R 0EE= ThuchanhPowerPoint2010,pptx - Microsoft PowerPoint ’ Draws | o B R
Home | Insert Design Transitions  Animations Slide Show Review View Developer Add-Ins Format @ 9
e =
_j B Cation Body) 32 v AT A | Uu qj) ) d] | j
l__] & —
Paste New . B 7 U S abe AV~ Aa-~ v i Shapes Arrange Quick Edmng
- J Slide~ o7 - = Eﬂ" v Stylesv = 7
Clipboard & Slides Font I Paragraph | Drawing
= = k] | “ | clip Art X
l =
Chen Clip Art vao slide
2 0 - ‘ o)
' * Click to add text
3
Y A ‘
— i
4 ) 5
Loshesd i -
5 S nm i :g v
[

“n 4

4| il | » | % Find more at Office.com
\ Click to add notes
Slide 5 of § | “Office Theme™ | 3

0 Hints For finding images

FEss o 0 00

4 )

Hinh 142. Tim hinh trong Clip Art va chén vao Slide

5. Kich chugt vao hinh trong khung Clip Art dé chén vao slide. Sap xép hinh va chinh do
I6n nho caa hinh néu can.
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Chen Clip Art vao slide Chen Clip Art vao slide

.o >
b
g

Hinh 143. Két qua chén hinh tir Clip Art va diéu chinh kich thuéc hinh

6. Nhap chudt vao nat Close ¢ goc trén bén phai hop Clip Art dé dong hop Clip Art

Clip Art @
Search For:

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

Fesults should be;

|.ﬁ.|| media file bypes w |

[ ] include Office, com content

Hinh 144. Bong hop Clip Art

7. Chup hinh man hinh dwa vao slide

PowerPoint2010 bé sung chic nang chup hinh man hinh caa cac tng dung khac dang mo dé chén
vao slide.

n Cac budc thyc hanh nhu sau:

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

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

Chup hinh man hinh dva vao indeI :

* Click to add text

Hinh 145. Nhap tua dé cho slide moi
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3. Dé chup hinh ctra s6 (ing dung va chén vao slide, ban vao ngin Insert, nhom Images,

chon Screenshot.

Insert Design Transitions

LQ Clip Art

-J) Shapes ~

@s+ Screen Clipping

Animations

P —_ \’~ w
3+ Screens @ 22\ SmartArt o
Available VWgdg

7 CTITOCIV CU GUW COnT

Slide Show R

A =0
= 4
Tty Header Wo
& Footer

Hinh 146. Danh sach cac cira s6 ing dung khdc dang mo

4. Néu ban chi mubn chup mot phan cua cira s6 tng dung nao dé, vi du nhu chup mot
phan cua s6 tng dung Excel 2010 thi lam nhu sau:

e Ban hdy mo tng dung Excel va mé tap tin can chup hinh noi dung dé dua vao

PowerPoint.

e Tro vé slide “Chup hinh man hinh dwa vao slide” va vao ngan Insert, nhém
Images, chon Screenshot, chon Screen Clipping.

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

nhu hinh sau.

o rovedd Pty | B N o L& A EN

Chup hinh man hinh dwa vao slide

Hinh 147. Quét chon viing can chup
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8. Chen thém Shape, WordArt va Textbox vao slide

D6i khi, chiing ta can thém cac hop vin ban dé nhap thém thong tin hoic vé thém céc biéu tuong
vao slide. Chung ta s& tiép tuc lam 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.

n Cac budc thue hanh nhu sau:

A 4
1. Tro lai slide “Chup hinh man hinh dua vao slide”. Di chuyén hinh vira chup sang mot
goc va vao ngan Insert, nhdm lllustrations, chon Shape, chon kiéu mii tén Right
Arrow. Dung chudt vé mét hinh mili tén hudng sang phai trén slide nhu hinh sau.

“ A “‘: 5 4 TT

Rerrrie Lwee Shapes

Chyp hinh man hinh duwa vaq

Chup hinh man hinh dua vao slide

Hinh 148. Thém Shape vao slide

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

cua PowerPoint”.

Chup hinh man hinh duva vao slide

Ddy iaviung man hinh
Excel vira chup bdng cong
cu Screenshot cua
PowerPoint

Hinh 149. Thém Textbox vao slide

3. Vao ngan Insert, nhdm Text, chon nit WordArt, chon mau sic cho WordArt
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4% Jw T 2
B Gude ey O Chuyp hinh man hinh dua vao slide

Oy \rwimg man konk
Ence! Wi crug ddng odeg
v Rreeastod oy
PowerPare

Hinh 150. Chon mau cho WordArt

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

Chup hinh man hinh duva vao slide

Déy it ving més hinh
Excel vl chup &dng céng
oy Screenshat cio
FowerPoun?

Hinh 151. Chén WordArt

9. Chen SmartArt vao slide

C6 rat nhiéu kiéu Smart Art dyng sin trong PowerPoint 2010. Céc kiéu duoc phan loai vao cac
nhom rat thuan tién cho nguoi dung tim kiém va str dung.

Choose a SmartArt Graphic
(3 an

| List
- = | e -
2> Process -H- » [
O

oo

&

Cyde

: o
Hierarch —
¥ —

Relationship

—l -'_ .'_ 9'_
Matrix I I i D} U
—

Pyramid

@0 B

Alternating Hexagons

L “E -1-1-] Use to represent a series of interconnected
so= HEE

ideas. Level 1 text appears inside the
hexagons. Level 2 text appears outside the

] [N EEE e
EEE — (e s
Co— |

B

Picture

i
|

[ OK ][ Cancel ]

Hinh 152. Céc kiéu Smart Art dyng sin
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Bai nay, ching ta s& thuc hanh chén mot Smart Art thuc nhom Picture méi dugc bd sung vao
PowerPoint 2010.

- Cac budc thue hanh nhu sau:

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

5] ,

[ Mew | B 7 U AV - A
Slide~] =~ -

Office Theme

).

Title slide

Hinh 153. Cheén slide méi kiéu Title and Content

3. Nhap twa d& cho slide 13 “Chén Smart Art vao slide”. Nhap chudt vao biéu tuong

Smart Art trong ving placeholder bén dudi cua slide. Hoac vao ngan Insert, tai nhom
Images chon Smart Art.

Chén Smart Art vao slide

o N e e R A
' - . ShAG -
| 8 Ce ar P ons 6 A a
. / 4

! TN 0 Streenanal 2y < -
! Table Plcture Test  Header 1A
| ¢ B Pocto Aibum < gl c Con A foatet -
|
4 A x Insect SmartArt Geaphic
' -
| o1 SMmatAn Gaphi 2 - Mtrt s Sesrbiet Sraohis Sovindeily
| .’ nmunicate inf Yo
| 2 > )
; & O o ktang proce

‘ . ® : tia » o

{ - Jrasicy, TUTh 81 Venn cagran
v 0@ I
83 © M 11 for munre ety

Hinh 154. Nhdp tua dé cho slide va thuec hién Iénh chén Smart Art

4. Ctra sd6 Choose a SmartArt Graphic xuit hién. Ban chon nhém kiéu 1a Picture, chon
kiéu Circular Picture Callout va nhap nat Ok dé chén vao slide.
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Choose a SmartArt Graphic F’jg
~
» A
: s
A
e \
= -
&1 Restoso - o =5s g
5’ Matnx = oo
i o = -_. = X Groular Picture Callout !
.. P yRe—— i Use o show 3 central idea and sub-ideas or
related items. The text for the first picare
= covers the lowsr poron of the picaure, The
S 2 -- o ‘ correspanding t=xt for other Level 1shapes
jr— === zposars naxt to the smal crcda pctures.,
This dagram aiso works wel with no text.
- ps
[ oK ] [ Cancd |

Hinh 155. Hop thoai Choose a SmartArt Graphic

5. Mot so d6 duoc chén vao slide nhu hinh dudi, ching ta s& lan Iuot gan céc hinh vao
C4c Vi tri tao sin trén so do. C4c vi tri tao sdn nay goi la Shape. Vi dy, slide nay s&
gi6i thiéu san pham HD Zune ciia Microsoft véi hinh anh san pham s& dé ¢ vong tron
I6n nhat va cac tinh nang cua san pham s& dit & cac vong tron nhoé hon bén canh.

Cheén Smart Art vao slide

Hinh 156. Nhdp noi dung cho cac hop van ban

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

Chén Smart Art vao slide

® —€

Hinh 157. Chon biéu twong Insert Picture from File
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7. Hop thoai Insert Picture xuat hién, ban tim dén thu muc chira hinh. Sau d6, ban chon

hinh HDZune.jpg va nhin ndt Insert.

Insert Picture EE‘
Lok iy ) HO Jurw - A X 43-
+ My Racank
= (wxcaverts
R “ . n m
My
'Jcorm
g™ 3 A RIS
¥ Con - Zure01 ong Zuneli2 ony Dune3.prg Zure04.0ng
‘3"5' Netsacrk
Paces
3
’ !
Drwiti prg Jurelt ooy
Fie pame: -
Hles F Do pctres (%o ™ PO gt P e pon T brp; * db e ™ of 1* gfa * ey T wrg W
[ tooks - ‘ﬁ.’ Carcel |
=

Hinh 158. Chon hinh tir ciza sé Insert Picture

Cheén Smart Art vao slide

Hinh 159. Hinh HD Zune sau khi chén vao slide

8. Chon Ién hinh HD Zune, hop Type your text here xuat hién bén trai. Ban nhap bén

canh hinh HD Zune la “HD Zune”.

Typee your text lierw

==

Cocular Pectury Callout

— 1

Chén Smart Art vao slide

Hinh 160. Nhdp thém van ban cho hinh
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9. Quét chon chudi HD Zune trong hop Type your text here. Vao ngin Home, nhdém
Font, chon Font Color va chon mau xanh I& cay (Green).

Fife Home | Insert | Design | Transitions | Animations | Slide Show | Review | View | Develope
[E A —
20 =l v r=, ||A
L & = catibri Body) 59 v A A" | & = Ik
- — g ki El
Past New . B 7 U 8 abe AV~ Aa- |[A]] =
v & | sider BT = < | =
lipboard Slides Font Theme Color
= ;’*:;7‘ ;] H B HE
e ]
1 =
= cher g IENRRRRED
g
Standard Colors
Type your text here 3 | § f |
= reen

’ ' * HD Zune

* [Text]

=

o [Text]

E

[ Circular Picture Callout...

[ E_11

L

|

Hinh 161. P6i mau font chiz

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

Chén Smart Art vao slide

Chén Smart Art vao slide

o
@
O

Hinh 162. Chén cac hinh minh hoa tinh ning san pham HD Zune

11. Con ba tinh nang quan trong nita ciia san pham HD Zune can duoc gidi thigu. Do vay,
chlng ta sé chen thém ba Shape nho cho Smart Art. Co nhiéu cach thuc hién:

e Céch 1: Tai hop Type your text here, di chuyén xudng dong cudi ciing va nhan

phim Enter.

e Cach 2: Chon Smart Art trén slide, sau d6 vao SmartArt Tools | nhém Create
Graphic | chon Add Shape | chon Add Shape Affter dé chen thém Shape
phia dudi cac Shape dang co.
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Type your text here b33 -
3

Chén Smart Art vao slide

»

* [Text]
Type your test hore

. [rot [

[Text
ol .l
=
= -

Cocular Pictsrw Callout
4

(1]
.
+

} -

{ Circular Picture Callout...

Hinh 163. Chén thém Shape trong hgp Type your text here

Bldo- AV IEis ThuchanhPuwerFame 0L ppts - Micrasuft PumerFord @ 5
‘ome Tanseon inmetian de Oy Review ~ Deveitoe  A00) Aranat ot o ©
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Chén Smart Art vao slide

Type yur teul bere

4
“" * H0 Zune

| “
|

o (Text)
o )
-
—_—

Corular Picture Callput.
d

o _

- "

Click to add notes

L

Shded ot 7 Ottize Theme . QST NN~

Hinh 164. Chén thém Shape trong SmartArt Tools

12. Thyc hién céc 1énh tuong tu va chen thém hai Shape nira cho Smart Art. Sau d6, ban
chen thém cac hinh Zune04.jpg, Zune05.jpg va Zune06.jpg vao cac Shape vira tao
thém. Két qua nhu hinh sau:

Cheén Smart Art vao slide Cheén Smart Art vao slide

@
@
o
@

@

0

©

Zun

—

Hinh 165. Slide gidi thiéu san pham HD Zune si dung Smart Art
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10. Nhang &m thanh vao slide

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

thudc tap tin nho.

binh dang tdp tin &m thanh dung cho PowerPoint 2010

g .

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

msp).

Cdc dinh dgng &m thanh PowerPoint hé tro nhu:.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)

Déi khi phan mé réng cua tdp tin &m thanh giong véi danh sach ¢ trén nhung
khong thé chén vao PowerPoint dwrgc do codec si dung trong tdp tin khéng
phl hop. Céch tét nhdt 1a nén siz dung codec cia Microsoft khi chuyén doi
cdc dinh dang dm thanhdé dam bdo tinh twong thich.

Trong phén nay, ching ta s& thuc hanh chen mét tap tin am thanh trich tir doan phim gigi thi¢u
san pham Zune HD. Do vay, ching ta sé chén &m thanh ngay trong slide ctua phan truéc.

‘ Cac budc thyc hanh nhu sau:

1. Tur slide “Chén Smart Art vao slide” & phan trén
2. Vao ngan Insert, nhom Media, chon Audio
3. Chon Audio from File..., hop thoai Insert Audio xuat hién

Insert Asdin licd]
Lok 3 Maweds “ -2 X ud-
IR (v 5.0 s
- Doty
J Deddce
W
- Docureees
¥ Corguter
"o ‘_‘:-..Ab;vwn
| L]
o) | WY
Video | Audio |
| Me ]% Audio from File...
- A A 2 p 2
Clip Art Audio... i
PR DTV | g0 5 (% 0 * 1 *ST) * 0. *rd * ik * ik * v T 0 C et e et e
Record Audio... <
‘__1 Pt o Cozed |

Hinh 166. Chén Audio va slide
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4. Chon tap tin am thanh dang lwu trit trén may va nhan nit Insert dé cheén vao slide.
Mot biép tugng hinh loa xuat hién trén slide dai dién cho tap tin &m thanh, ban co thé
di chuyén né vao goc cua slide.

Chén Smart Art vao slide

Zunt

o
@
C)

N’
Hinh 167. Chon tdp tin &m thanh chén vao slide

5. Ngoai ra, ching ta ¢ thé chén &m thanh tir cAc ngudn khac nhu 1a thu vién Clip Art
Audio hoac ghi &m véi tinh naing Record Audio.

6. Véi tinh ning Trim Audio, ching ta cd thé cat bo bét cac doan am thanh khdng can
thiét va chi chura lai mot phan caa tap tin &m thanh. Ban chon vao biéu tuong hinh loa

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

RP | £ i
f age Busation Ll (¥} start: | On Click ~ [ Loop until
$i] FadeIn: 0000  J E
7 ) o Volume [T Hide ing Show [ Rewi
lgic. N FadeOut: 0000 2 ume [[]] Hide During Show [T Rewind aff
R Editing Audio Options

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

art Art vao slide

Q Press F1 for more help.

o
— @
-0

Zun

Hinh 168. Chon lénh Trim Audio

7. Thiét lap doan am thanh can lay tai Start Time va End Time va nhan nit OKsau khi

hoan tat.
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Welcome ko Zune HDWwma Duration:  00:56,000
01:00.000

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

Start Time

[ Ok ][ Caneel ]

Hinh 169. Thiét ldp doan &m thanh can si dung

11. Nhung doan phim vao slide

PowerPoint 2010 tuong thich vai rat nhiéu dinh dang video pho bién hién nay. Trong d6, ching
ta nén sir dung hai dinh dang .flv va .wma vi ching cho chat lwong hinh anh chap nhan duoc, it
phét sinh 16i khi chén va c6 kich thuéc tap tin nho.

Dinh dgng tap tin video dung cho PowerPoint 2010

e Cdc dinh dgng Am thanh PowerPoint hé tro: nhuw: .flv (Flash Video — ddy
14 lza chon video tét 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).

@z

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 tét nhdt 1a nén siz dung codec cia Microsoft khi
chuyén doi cdc dinh dang video dé 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 giai thiéu ve san pham Zune HD.

n Cac budc thyc hanh nhu sau:

1. Vao ngan Home, tai nhom Slides chon New Slide.
2. Chon kiéu layout Ia Two Content. Nhap tua dé cho slide 1a “Chén video vao slide”.
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=& ; Chen video vao slide
New | J B 7 U 8 zhe A
Slide~| 57 -

[+ Click to add text Ee Click to add text
| Office Theme E

| g ! l
| Title Slide Title and Content §
» 0 ,-.-;'7‘!.':”.1:1

Twao Cont Comparison

Hinh 170. Chén slide méi kiéu Two Content

3. Nhip chudt vao Insert Media Clip trong placeholder bén trai. Hop thoai Insert
Video xuat hién.

Insert Yideo [?_'E\
Look 0 Mt - A X453~
My Racek Nyne See Type Dats Modéied
oo LOfn 2010 The Moves. v 12,5450 WV e L2010 1514 AN
L‘)Etﬂm &) Weakorme to Dune MO wery 262060 'WNY MNe 112010 10015 AN
My
"Jm
‘W
Corputer
My Natwork
‘il'a:“
Fho pane v
Pl o L i Tl (% asf; % e * Wil Sy * e * wend) * weaz; * Gvremes; *a; * mpeq; * mog; *in ¥
Todks trget | | Concel

Hinh 171. Hop thoai Insert Video

4. Tim dén thu muc chtra video, chon video va nhan nit Insert dé chén vao slide hoic
nhan nat x4 xuéng tai nat Insert va chon Link to file dé chi lién két véi video ma
khéng nhdng vao bai thuyét trinh. Vi dy, ban chon doan video tén 1a Office 2010 —
The Movie.wmv va nhan Iénh Insert dé nhing vao slide:
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Chen video vao slide

* (lick to add text

-EL{IE?"?;-'P 3 Smg
e = b

-

I3 “«» “

Hinh 172. Cheén doan video vao slide

5. Tuong tu, chung ta chén doan video con lai vao slide nhung vdi dinh dang la .flv.
Nhap chudt vao Insert Media Clip trong placeholder bén phai. Hop thoai Insert
Video xuat hién.

Files of BYPe!  |viden Files (*,ask; *.asx; *.wpl; *.am; *wms *,

g F,
Windows Media file {asF) (*.asf; *. asx; *.wpl; *.m
Windows video File {avi) (¥, avi)
Mavie file {mpeq) (*.mpea; *.mpa; *.mpe; *.mlv;
‘Windows Media Videa File Dwrmed Oy *owws)

Hinh 173. Chon kiéu tdp tin video

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

Chen video vao slide

AT S by
Ly s S .

»” <> “

Hinh 174. Chén FLV vao slide
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Luwu y khi chén video:

ég' Khi chén video vao slide, néu la dinh dang ma PowerPoint hé tro va codec
ding thi qud trinh chén dién ra rat nhanh. Néu bj treo may hay qua trinh
chén dién ra qua lau, ban nén dimg cic chuwong 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 Iuu trit truc tuyén tir cac trang web chia s& video vao slide rat don gian.
Tuy nhién, may can phai cd két ndi internet khi mo bai thuyét trinh thi doan phim mai c6 thé xem
dugc. Ching ta c6 thé lay cac lién két nhiing (embed link) cta doan video tir cac trang web nhu
YouTube, Yahoo Video, Clip.vn, Google Videos,... Trong d6, trang YouTube dang duoc su

dung rong réi nhat hién nay.

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

7" YouTube - windows 7 advert - Windows Infermet Explorer

=

Q - B ptibe... ¥ Mo X b 2y
B B2 Pew Ffporm ook Heo

¢ Fovortas B0 VouTube - mrdows 7 advest R o i - Pajue 3ty Tgoae

You@B e

P Search Opoos

Goad Hews - Windows 7 L
s t Windows 7 ans mm N
Q har ' Windows T
T2 R ' '
%

Vilndows I Ad
2 \Windows 7

T e e

i* 148

-

< >

en W, youtube Conests e & Yesm A~ Rw -

Hinh 175. Tim doan video quang cao Windows 7 trén YouTube

‘ Cac buéc thyc hanh nhu sau:

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

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

truc tuyén”.
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Chén doan phim tryrc tuyén

* Click to add text £

Hinh 176. Slide chén doan phim tryc tuyén

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

Insert Video From Web Site

To insert a link to a video you've uploaded to a Web site, copy the embed code from that Web site and
paste itinto the text box below:

%o
£ @
W?irdéro"‘ Audio

|| &3 video from File.., ]
Video from Wel
Help and examples
Clip Art Video.,

Hinh 177. Hop thoai Insert Video From Web Site
4. Chuyén qua trang YouTube, ban tim dén hop Embed cua doan video trén trang
YouTube va chép cac théng so trong hop nay vao bo nhg may tinh bang cach nhan to
hop phim <Ctrl+C>.

URL | http:/fwww. youtube. comiwatch Pv=ss0q0 2D |

After making

and pastes th
The code ch
zelection. |

Hinh 178. Sao chép thdng tin embed cua dogn video

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

Toinsert a link to a video you've uploaded to 3 Web site, copy the embed code from that Web site and
paste itinto the text box below:

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

walue ="http: {fwew, youtube, com v jssQgq020TTMU SRl =en_US&fs=18"= < /param><param
name="zllowFullscreen” value="true" =< param = <param name="allowscriptaccess” value="always" >
< fparam = <embed src="http: /fwww. youtube. com v fssOg0 20T TMURI =en_US&fs=18"
type="application/x-shockwave-flash” allowscriptaccess ="always" allowfullscreen="true" width="560"
height="340">« fembed =< fobject=>

Help and examples

T ——
Q:ngert I‘D Cancel ]
—

Hinh 179. Dan thong tin embed cua dogn video quang cao vao hép van ban

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

Chén doan phjm tryc tuyén

Good News - Windows 7 Commercial

(P — 025000 4 (D W 6]

Hinh 180. Xem video tryc tuyén trong ciza s6 Normal View

Xem trudc video truc tuyén:

é Mudn xem trieée doan phim tryc tuyén dang chén trén slide, ban chon Shape

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

13. Chén bang biéu vao slide

Céc phan trén da huéng dan cach chén hinh anh, am thanh, doan phim,... vao slide. Phan nay,
chling ta s& dua bang bieu vao bai thuyet trinh. Ching ta s& thuc hanh chén mot slide mei chira
théng tin gigi thiéu vé 5 phan mém tao bai thuyét trinh tot nhat trén thi trueong.

n Céc buéc thuc hanh nhu sau:
U

1. Vao ngan Home, tai nhom Slides chon New Slide.
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Chirong 3. Xay dung néi dung bai thuyét trinh

2. Chon kiéu layout la Title and Contentva Nhap tua dé cho slide Ia “5 phan mém tao
bai thuyet trinh tot nhat”

5 phan mém
tao bai thuyét trinh tét nhat
* Click to add text

] 1
== Tl A X
INew |.— | B 7 U S abe AV- A,
(Slidex| 57 -~ i N
Office Theme —

Title Slide Title and Q Sartion Ha
e and Content

Hinh 181. Chén slide va nhdp tua dé

3. Nhap chugt vao Insert Table trong placeholder bén dudi, hop thoai Insert Table xuét
hién. Ban khai bao so6 lwong dong la 6 tai hop Number of columns va so luong cot la
3 tai hop Number of rows.

Insert Table

Mumber of columns: 3

REIRES

Number of rows: 1 &|

[ OK ] [ Cancel ]

Hinh 182. Khai bao sé lirong dong va cot

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

5 phdn mém
tao bai thuyét trinh tot nhat
I D

Hinh 183. Bang trong trong slide
5. Thu nho chiéu rong cac cot dé chuan bi nhap noi dung vao slide.Vi dy, cot thir nhat co

nhan 1a “Stt.”, cot thir hai c6 nhdn 1a “Phan mém” va cot th ba c¢6 nhan la “Mb ta
phan mén”. Panh so thir tu tir 1 dén 5 cho cot “Stt.”
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Chirong 3. Xay dung néi dung bai thuyét trinh

tao bai thuyét trinh tot nhat tao bai thuyét trinh tét nhat
N T T TR LT A ————————

5 phan mém 5 phan mém

Hinh 184. Nhdp nhan cho cac cér va danh sé thir te

Diéu chinh chiéu rong cua cot bang cach di chuyén chudt vao duong ludi doc cua
bang. Khi théy chudt bién thanh hinh mii tén hai chiéu () thi gitr trai chuot va
khéo qua trai dé thu nho cot hoac keéo qua phai &€ mo rong cot.

6. Chon dong thu hai trong cot thu hai trong bang cho tro nhap nhéy va nhap vao tén cua
5 phan mem theo tha tu sau: PowerPoint, Flash, Impress, Keynote va Presentations.

5 phan mém
tao bai thuyét trinh tot nhat
T T

Powertoint
frash

3 press

L ¥eyocte

5 Presertationt

Hinh 185. Nhdp ngi dung cho cét thi hai

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

PowerPoint do Microsoft phat trién, 1a mot thanh phén trong bo Microsoft Office.
PowerPoint hi¢n la phan mém tao bai thuyét trinh tot nhat trén thi truong.

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

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

Keynote do Apple Inc. phét trién, [a mot thanh phan trong bo iWork.

Presentations do SoftMaker phét trién, 12 mot thanh phan trong b SoftMaker
Office.
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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 Microsoft Office. PowerPaint hién & phan
mém tao bai thuyEt trinh t8t nhat trén thi trudng.
Flash do Adobe phat trién. Tao bai thuy&t trinh trén
Flashratthuan tién cho viéc chia s8va phat hanh trén
internet do Flash chay trén n&n trinh duyét web.
Impress 13 phan m&m mién phi do Sun Microsystems
phat trién. Imress 1a mdt thanh phan trong bd
OpenOffice.

Keynote do Apple Inc. phat trign, 1 métthanh phan
trong bd iWork.

Presentations do SoftMaker phat tri€n, 18 métthanh
ph&n trong bd SoftMaker Office.

Hinh 186. Hoan thién bang trong slide

Tao nhanh bdng trong PowerPoint:

& Trong thuec té, khi 1am béo céo thuyér trinh chiing ta thuwong c6 san cac bang
biéu trong Word hodgc Excel. Khi @6, chiing ta c6 thé chép cac bang nay va
dan vao PowerPoint rat tién loi.

14. Chén biéu d@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 ké ve thi phan cua cac trinh duyét web trén thé gidi tinh dén hét nam 2009. So liéu
thong keé lay tur trang http://marketshare.hitslink.com/browser-market-share.aspx?qprid=0 va tong

hop lai nhu bang sau:

Bdng 5. Thi phan trinh duyét web nam 2009

Trinh duyét
Internet Explorer
Firefox

Chrome

Safari

Opera

Khéc

q Cac budc thyc hanh nhu sau:

Thi phan 2009

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

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

2. Chon kiéu layout 1a Title and Content va Nhap tua d& cho slide 13 “Thi phan trinh

duyét 2009~
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Thi phan trinh duyét 2009

Y | * (lick to add text
=y
New j‘ B 7 U S ahe &V
Slide~| =37 | — -
; Office Theme |

{Ingert Chant

i Title Slide Title and Content

Hinh 187. Slide biéu do thi phan trinh duyét 2009

3. Nhip chudt vao Insert Chart trong placeholder bén dudi, hop thoai Insert Chart
xuat hién.

4. Chon nhom db thi la Pie tir danh sach bén trai hop thoai Insert Chart va chon kiéu do
thi la Exploded pie in 3-D.

Insert Chart @

1 Templates j’«{&‘j’l ‘MI Pb}l U‘D‘}l {MI 4
il Column Line

- = i{;} |
E Bar Pie 1
™ F—

Area 3 .(7\7 »: [~ - _\‘
XY (Scatter) ":\D ‘&x" I@VQ \"_]BQ ‘i@\ﬁl

ljﬂ stock Bar IEproded pieinS-DJ
B sutoce %ggﬁ-g&%
B Dok | | | = | | =_ap =
92 Bubble = —= — ——1 = — = —= =
@ Radar % | ,6:' | > \-P, % ‘

| | | =] (= | 2]
[M_anageTemplates... ] [ Set as Default Chart ] l OK J [ Cancel ]

Hinh 188. Chon kiéu do thi

5. Nhan nit OK va cta s6 Microsoft Excel xuat hién chaa cac sb liéu mau cua dd thi
nhu hinh sau.
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@ = (& |+ Cchart in Microsoft PowerPoint ~Dlicrosoft Excel ‘ b ‘ o B =
H-:me Insert | Page Lay | Formula Data | Review | View | Add-Ins | Acrobat | Design | & e = = &
LEE] & Calibri -1 = E%é General - }}‘ 5 Insert ~ z - %7'
P‘aste-a’ﬁ'BIH'A‘ﬁ'% =5 08 - % s Smﬁj velete ~ | [~ B~

P E- &AL EE D B [ Fomat v | Q.+

Clipboard & Font P Alignment = Mumber = Cells Editing
B1 - ﬁ-| Sales v
A B C D E F G H 1 A

II Sales

2 |1stQtr 8.2

3 |2nd Qtr 3.2

4 3rd Qtr 1.4 =

5 |ath Qtr 1.

6

7

3 To resize chart data range, drag lower right corner of range.

9

10

11

12 .

H 4 v 4| sheet1 /2 M4 I |

Ready | = | ||E| 100% (=)

Hinh 189. Cira s6 Microsoft Excel dung dé nhdp sé liéu cho do thi

6. Ban hay nhap day du sb ligu théng ké thi phan trinh duyét nim 2009 cua bang trén vao
ctra s Excel vadéng ctra s Excel lai sau khi nhap xong. Khi do, biéu d6 trén slide
PowerPoint ¢6 hinh dang nhu sau.

Th| phén 2009

A

1 | Trnh duvet

2 Internet Explorer
zlﬁrefcx

4 Chrome

5 |Safari

6 Opera

7 Khac

B
Thi phan 2009
62.69%
24.61%
4.63%
4.46%
2.40%
1.21%

Thi phan trinh duyét 2009

m Internet Explorer
m Firefox

m Chrome

m Safar|

m Opers

w Khac

7. Chon @6 thi trén slide, chon tua dé dd thi va nhan phim Delete trén ban phim dé xoa.
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Thi phan trinh dymteRaat—r——

ITm phian 2009

B/ EFETIA- &2

Relet
& Rese ityle

Edit Text [er
A Eont.,
il change Chart Type..,
(& Eait Data.,

J 3D Rotation,,,

(5" Format Chart Title..

Thi phan trinh duyét 2009

@ Irzemmet Eaplorer

" Firaton

m Safeel
& Ogerz

CLUT T

Hinh 190. X6a tya dé khong can thiét trong do thi

8. Doi céc chd thich cua do thi xudng phi dudi bang cach chon d thi. Sau do, ban vao
Chart Tools, chon Layout, nhdm Labels, chon Legend va chon Show Legend at

Bottom.

|
s Slide Show Review View Developer Add-Ins Acrobat Design ‘ Layout

iy Turn off Legend

Show Legend at Right

it Show Legend and align
) right

Show Legend at Top

Show Legend and top

align

Show Legend at Left

‘.LI I} Show Legend and align

left

Overlay Legend at Left
;’ﬂ“j! Show Legend at left of

the chart without resizing

More Legend Options..,

Show Legend at Bottg

Show Legend and al| @

bottom

Overlay Legend at Rig

M Show Legend at right of
the chart without resizing

diing

(J3-DRotation | -
Background A

duyét 2009

M Internet Explorer
m Firefox e ———)
W Chrome
m Safari
= Opera
m Khac

Thi phan trinh duyét 2009

mint=m=t Expiorer mFirsfox g Cheome mSzfar mOpea mkhac

Hinh 191. Déi Vi tri dét chl thich cuia do thi

9. Thém cac sé liéu théng ké kém theo cac manh trong banh trénta chon d6 thi. Sau do,
ban vao Chart Tools, chon Layout, nhdm Labels, chon Date Labels va chon Best

Fit.
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T
Show Review View Developer Add-Ins Acrobat Design | Layout

" EOIEEIEEESEE

|_J) 3-D Rotation ]

‘ - 7 None » » | Background A
E’Z_# Turn off Data Labels for )
selection
| - Center j

Display Data Labels and position
centered on the data point(s)

I — Inside End

g Display Data Labels and position 2009
inside the end of data point(s)
Outside End

Display Data Labels and position
outside the end of data point(s)

Best Fit
Display Data Labels andg po%o
with Best Fit

lore Data Label Options...

E B

|
|

<
P4

|

=

Thi phan trinh duyét 2009

minternet Eplocer  mFirefon mlhvome giptan mOpers mhhic

Hinh 192. Thém nhan cho cac mdu banh trén do thi
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15. Héi dép
Cau 1. Trinh bay cach chén mgt bang biéu tir Excel vao PowerPoint dang lién két?

Tra loi:

Loi ich caa viéc chén mot bang Excel dugi dang lién két (link) vao slide PowerPoint 13 mdi khi
c6 su cap nhat dix liéu bén bang tinh Excel thi dir liéu trén PowerPoint ciing dwoc cap nhat theo.
Do vay, ching ta d& ton thoi gian cap nhat lai dix liu trén slide.

‘ Cac budc thyc hanh nhu sau:

b 4

1. Chon slide PowerPoint can chén bang dang lién két (link) tir Excel.

2. Mo tap tir1 di Iié‘u Excel. Vi du, ban m¢ tap tin BrowserStats.xlsx chaa théng tin
thong ké veé thi phan trinh duyét web nam 2009.

i ';\,I 9 - -5 |5 BrowserStatsxlsx - - = X

jf} HanInsle‘aglFcurllDatIReul‘-{ietlDevIAdcl'-@ - 7 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

a

9

10

11

M 4+ M| Sheatl - Sheet2 - Shee

Ready | 5 u@lﬂl 100% E—E [ E+;'| 5

Hinh 193. Bang diz liéu trong Excel

3. Quét chon ving dir liéu A1:B7 va nhan té hop phim <Ctrl+C> dé sao chép vao bo
nhé may tinh.

4. Tro qua slide can chén bang biéu bén cira s6 PowerPoint, kich chudt chon vao mot

vling trong trén slide. Sau d6 vao ngin Home, nhém Clipboard, nhan vio miii tén
nho bén dudi nat Paste va chon Paste Special...
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| Home Insert Design Transitions Animations Slide Show Review View
e L
= R | = = e PR B
j A A |
= i o
Paste | New .. | B 7 U § abe AV- Az~ | A .| Shap
s K Slide~ 7 = -
| Paste Options: Font Paragraph
& =0 al [a |

Paste Special.., !
HS18 aap ' ‘ : |
u

O

Link bang ttr Excel

Hinh 194. Chon Iénh Paste Special

5. Trong hop thoai Paste Special, ban chon Paste link, chon kiéu Microsoft Office
Excel Worksheet Object tai khung As va nhan niat OK.

Paste Special

Source;  Microsoft Office Excel Waorksheet

Sheetl!R1C, .,
as:

Zancel

IH
-

Microsoft Office Excel Worksheet Object
aktach Hyperlink

[ pisplay as icon

Inserts a pickure of the clipboard contents inko your
presentation. Paste Link creates a shortout bo the
source file so that changes ko the source File will be
reflected in wour presentation.

Hinh 195. Chon kiéu Paste link

6. Khi mudn dinh dang lai bang biéu (mau sic, font chit, k& khung cho bang,...) hoic

cap nhat sé liéu thi ban phai thuc hién bén cta s6 ciia chuong trinh Excel.
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Link bang tir Excel

Trinh duyet _ Thi phan 200¢

Internet Explorer 62.69%
Firefox 24.61%
Chrome 1 4.63%
Safari 4.46%
Opera 2.40%
Khac 1.21%

R

Hinh 196. Bang trén slide duwoc lién két tir Excel

Cau 2. Cho biét cach tgo nhanh mét Photo Aloum tir bé swu tdp hinh bang chwong trinh
PowerPoint 2010?

Tra loi:

Str dung chirc nang Photo Abum trong PowerPoint chung ta co thé tao nhanh cac slide hinh véi
nhiéu tuy chon vé sO lugng hinh trén slide, kiéu dinh dang hinh va cé thé thuc hién mét so thao
tac chinh stra hinh rat nhanh chéng.

- Cac budc thyc hanh nhu sau:

\o/
1. Vao ngan Insert, tai nhdm Images chon Photo Album vachon New Photo Album...,
hop thoai Photo Album xuat hién.

TIEIE

Al Content
Insert Design Transitions Animations Slide Show Tnseet picure Fronw PRURESY) Sthan ST
ol @ \ 9 s oert bt
L . El fui > ; tawre Tagh B |

.’C’*’ff"“f'iip;\ioto wum.::uutazm

Album o g e Picture Options: o
| Images /B New Photo Album{ K Links

5 E
— New Photo Album ! 1

Create a new presentation] | abum Layos
on a set of pictures.

’
T
Each picture will be place d
own slide,

Hinh 197. Tao Photo Album

2. Tai Album Content, nhin nat File/Disk... dé dua hinh vao Album, hop thoai Insert
New Pictures xuat hiép. Ban tim dén thu muc chia hinh va chon cac hinh can dua
vao Album. Sau do, nhan nat Insert.
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Look iy o) Mitrvediy

JWM

Oocurvents
= |09

oocerts

4 My
Conpater
Ll

wH!

el | 'I )

e o el el

Nndtyw Al Pctures (%o i par” pea; FELT per™ pog ® . bro; * dib * e of 1 o2y *.emay * wia v

Tooks | Ingart Cancel

Hinh 198. Chon hinh dwa vao Album

3. Chung ta c6 thé chinh stra d sang téi, xoay hinh va bién d6i mau sic hinh trong hop
thoai Photo Album.

Photo Album 3

Album Content
Insert picture from: Pictures in album: Preview:
2 Animal102
Insert text: 3 Animal103
4 Animal104 g
s Anmalios
6 Animal106
Picture Options: 7 Animal107 _
Captions below ALL picturas 8 An!maIIDB
Fatuinatesiuaine ittt || o] Animal109
[C]ALL pictures black and white |10 Animal110
11 Animal111
12 Animall12

1] _ EENO
Album Layout
Picture layout: EFit to slide vi ‘t‘—'

Frame shape li‘-‘;akar;ne | ’ .
Theme: ' | [ §rowse..J g

[ Create J[ Cancel ]

Hinh 199. Chinh siza hinh trong Album
4. Tai Album Layout, ban chon s lwong anh s& hién thi trén mot slide tai hop Picture

layout. Tdly chon kicu khung anh tai Frame shape va c6 thé chon kiéu dinh dang mau
tai Theme. Hinh anh minh hoa cho céc tuy chon cua ban xuat hién ngay bén canh.
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Photo Album

Album Content
Insert picture from: Pictures in album: Preview:
File/Disk. .. 1 Animali21 A~
- Animal102 =]
Insert text: Animal103
Animal104 L
New Text Box 2 Animal105 =
Animal106
Picture Options: g"ima:ig; -
] ; nimal
[] Captions below ALL pictures 3 Animall09
[ ALL pictures black and white Animal110
Animall11
Animall12 [0
Album Layout
Picture layout: [4 pictures v | o e
= = = ol el
Frame shape: ﬁimple Frame, White iv | = =
=l =l
Theme: [ | [ Browse... ]
[ Create ] [ Cancel ]

Hinh 200. Tty chon cho Album

5. Nhin nit Create dé tao Album.

. — S B - .
I AE™ R R R g% U6 B 2L Presemation? - Mcratalt PoeerPout == 8|
I |
y_ Mome Bt Deskgn  Dasstions  dosssbons Shos Saaw  Hevw we | Devtipe  Assm o @
| B i Sones] 3 Shide Maiter P \ i e S8 5 |

—— & Noter Page o tandaus Matar T W Grapice -t --Q
| Moomad feom MMty Yoo oA Jedcn Macrwr

S Pssing Wew ] Notes Master Watcesr W B0 N0 WY yandem Wisdows ~

Freda sty

EIv7 % En

Fhoto Album

'
— ‘

| SAce sarter | Oftiey Taeme” | o
K

Hinh 201. Photo Album

Cau 3. Thiét Igp thugc tinh méc dinh vé dwong ké (outline) va mau nén (fill) ciia shape trén
slide nhuw thé nao?

Khi ban tao mot hdp van ban (text box), PowerPoint s€ ap dung céc thudc tinh mdc dinh cho no
nhu font cht mac dinh, kich thudc chir va cac dinh dang cho chit nhu in ddm, nghién, gach
chan... Khi ban v& mot ddi twong, PowerPoint ciing ap dung cac thudc tinh mic dinh cho dbi
tugng d6 nhu: t6 mau nén (fill color), dé bong (shadow), va kiéu nét v& (line style). Ban c6 thé
thiét 1ap cac thude tinh mac dinh cho ddi tuong theo hudng dan sau:
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Thiét 1ap thudc tinh mic dinh cho hdp vin bin

Zaled R AN IEEQ D
BI/IEEIRALA- DT

- ]
b cut
=3 Copy

| £ Faste Optons

Thiét Iap thudc tinh mac dinh

AR

#

~
e

©

woe s Pichue

- Set 2t Qefaull Text Bas "
“

20 St ana Pouitiar

(L o]

et Shape

Hinh 202. Dat thuge tinh mac dinh cho Textbox

e V& mdt hop van ban trén slide

e Dinh dang font chit, co chit, mau sdc, kiéu va kich thudc,... va dinh dang hop van ban
nhu t6 nén, mau nén, d6 boéng,... theo mong mudn

e Chon hop van ban, sau d6 nhip phai chudt va chon Set as Default Text Box

Thiét 1ap thudc tinh mic dinh cho hinh vé

Thiét lap th* = ac dinh
_a Pavie Options:
= 144
B Eor T

SO fon Point

- 4

Hinh 203. Bat thugc tinh mégc dinh cho Shape
e V& mot hinh vé trén slide
e Thay ddi cac thudc tinh theo mong mudn nhu mau séc, hiéu ng, kiéu nét ve, font chir,
mau chit, kiéu chit, kich thuée chit ....
e Chon hinh v€ va nhép phai chudt, sau do chon Set as Default Shape
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Cau 4. Tao cac cong thirc trong PowerPoint nhu thé nao?

Tra loi:

Chung ta c¢6 str dung tinh niang Equation tich hop sin trong PowerPoint dé nhap cac loai cong
thuc vai cac thao tac rat don gian. Vi du, ching ta sé nhap cdng thuc sau vao slide PowerPoint:

f(x, U, 0-) —
n Cac budc thuc hién nhu sau:

27O

1. Chon slide trong PowerPoint can nhap cong thirc

—¢€

((x—u)2>
202

2. Vao ngan Insert, nhom Symbols, chon Iénh Equation.

Equatj

View Developer Add-Ins &d

Video Audio

Media

Insert Design  Transitions Animations Slide Show Review
[y Shapes ~ ; ! A =1 A =
- f . — Y
47 SmartArt - ~ . E

H Text Header WordArt o
filj Chart Box & Footer - 2
Illustrations Links Text

Insert Equation

@ Press F1 for more help.

Insert common mathematical
equations or build up your own
equations using a library of math
symbols,

Hinh 204. Chén Equation

e Ban c6 thé nhip chudt vao nit mili tén nho bén dudi ndt 1énh dé kiém tra xem
cong thiec minh muon nhap ¢6 san trong PowerPoint hay chua. Néu ¢o san thi

ban chi can nhap chudt 1&n cong thirc va nd s& duoc chén vao slide.

3. Nhap truc tiép tir ban phim cac ky tu trong cong thic néu c6. Néu ban phim khéng cé

cac ky tu dac biét thi ban vao

e Equation Tools, ngin Design, nhém Symbols dé chon

e D4i vé6i cac ky tu 6 ciu trac dic biét hon thi chon tir nhém Structures. Ban

chon kiéu phan sb va nhap vao tir s6 con s6 1, sau d6 chon & & miu so.
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- y e*ux I 5 (01 we g
Cl| A 2| 3 s ".x,h'" ol Radeal Indagra o bt Funet
! fosrton :
- — +|=Il= g1y 2 X N
y e vA @
d F # ] Frachon Scrgt Radical |
i : . v
- i Common Faamon
B I'""‘ muil
T l] j Ay L oy
| T 3 »
| Equation .
; flx,p,0)= .
SicaE

Hinh 205. Chon cac ky tu dac biét

4. Vao nhom Structures, chon nit Radical va chon kiéu cin bac 2

met and (

= - . X 2 v ..
2|[3 = e xS, % {10} e g
A v = 5 fracion Scipt Radical|istegral  Larpe Dracket Punchion Accerst |
- . ’ ’ Operator
adan
e
Common Radioaly
EPO oy v e
0° +58
Q@
) 1
flx,p,0)=

lim
<o

109

1
floo,p o) = —|
B 210

Hinh 206. Thém can trong cong thuc

5. Di chuyén con tro qua phia bén phai dé
Structures, chon Iénh Script va chon kiéu

né clng cip véi dau =, sau d6 vao nhom
Superscript.

IPEIEIEEEE. 5 e L 5 O
j| IE‘ IE‘ IE‘ E‘ = Fracvtion Sc:jpt Radvical Intevgral OpL:rra%er Brafke

i

Subscripts and Superscripts

I

Superscript
Common Subscripts and Superscripts

e—imt
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6. Nhap Ky tu “e” vao 6 trdng 1on, nhap dau trir vao 6 nho bén trén. Sau d6 vao nhém

Hinh 207.

Thém chi sé trén

Structures, chon Bracket va chon kiéu Brackets

i . B e ]+m
Sin 1

i=0 {( J} a H=co

Large Bracket| Function Accent Limit and
Operator = = < < Log -
|| Brackets
() (=] {z}

Brackets |

7. Chon 6 trong cip dau ngoic va vao Structures, chon Fraction va chon kiéu Stacked

Fraction.

8. Chon 0 trén tir s6, vao Structures, chon Script va chon Superscript. Sau d6 nhap cac

Hinh 208. Thém ddu ngodc lén

Hinh 209. Thém phan s¢ vao trong cgp ddu ngodc

Ky tu vao cho tu sb.

9. Chon 6 duéi mau sb, vao Structures, chon Script va chon Superscript. Sau d6 nhap

Hinh 210. Nhdp céc ky hiéu vao tir s6

céc Ky tu vao cho ti sb.

Trang 124




Churong 3. Xay ding ngi dung bai thuyét trinh

Equation
= e SH)
f(x' [.l, 0-) = \/m e £

Hinh 211. Cong thuc trén slide

10. Nhap chuét vao ving tréng trén slide.

@AAAb‘AA‘4AAAA‘AAA@
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Chuong 4
Tuy bién, hiéu chinh bai thuyét trinh

Ngi dung
1. Su dung cac mau dinh dang
Str dung hinh va mau 1am 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 dd thi
Tb chtic cac slide trong bai thuyét trinh

© 0o N o g bk~ wDd

Hoi dap
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T rong chuong trudc, ching ta da hoc qua cac budc can thiét dé xay dung mot bai thuyét trinh
¢ nhiéu thanh phan khic nhau nhu van ban, hinh anh, Smart Art, d6 thi, bang biéu, am
thanh, doan phim... Trong chuong ndy, ching ta s& thuc hanh mot sé 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 séic, font chir va céc hiéu ung
trong chuong trinh. Cac mau nay gilp tao nén phong céch chuy@n nghiép cho bai thuyét trinh khi
ap dung. Ngoai ra, ching ta con cd 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& &p dung Office theme mic dinh
cho bai thuyét trinh mé&i. Tuy nhién, ban c6 thé dé dang ap dung thay dbi sang theme khac cho
bai thuyét trinh bat ky luc ndo ban muén.

n Cac budc thyc hanh nhu sau:

1. Mo bai thuyét trinh & chuong trudc.

2. Vao ngin Design, nhom Themes, nhapchudtchon kiéu Theme ma ban mudn. Vi du,
ban chon kiéu theme la Paper.
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sert Design Transitions Animations Slide Show Review View Developer  Add-Ins  Aci Slides M&l

Al ] e
= C— Folos @ Background Styles ] 1
- L Iz] Fonts ~
[ Hide Background G

‘ Effects =

Background

PowerPoint 2010

G820k ok Soh iy
is ooy wimh

=

Aa ‘Aa Aa

. momEEE

ool

Enable Content Updates from Office.com...
[E Browse for Themes...
L':ﬁ Save Current Theme...

Lam phong pixt bai thuyét trinh v ccdoanvidea

hinh anh va rat nhiz hisu img moi
+ Chia =& bai Shuyét trinh higu qua hom

Hinh 212. Ap dung theme Paper cho bai thuyét trinh

3. Dé ddi sang bo mau khac cho bai thuyét trinh, ban vao Design, nhdm Themes, nhap
chon Theme Colors va chon bo mau khac. Vi du, ban chon bé mau Clarity.

Built-In e
HOONEEEEN office
HEOCNNNEN crayscale
HECONECONNN  Adjacency
HECONNENEEEN -Angles
AN EEE Apex
HCONNENEN Apothecary
HONEEEEE Aspec
HCONNEEEN Austin
BN NNN slackTie
BN EEN _civic

IDllllltz.r
EOEEEEERN S posite

Hinh 213. Ap dung bg mau Clarity cho bai thuyét trinh

4. Pé ddi sang bo font chir khac cho bai thuyét trinh, ban vao Design, nhom Themes,
nhiap chon Theme Fonts va chon bo font chit khac. Vi du, ban chon bo font chit
Office Classic, b font nay st dung font chit Arial cho cac twa dé slide va dung font
Times New Roman cho ngi dung slide.
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n Colars © @ Background Styles =
Fonts =
Built-In N
Office
Calilbri =
Aa Calibri
Office 2 B
Calilbri
Aa Carabria
Office Classic
A Arial
= Titnes M
Office Clas
A Arial
2 | aral

Nhing diem moi cua PowerPont 2010

Tuo, quin 1y va lim viée odng tic vor nhiimg ngutd khac
trén bai thuy#t trinh

Lam phong phit bi thuyét trink vai cac doan video, hinh
Anh vi it nhi€u bidu img mdé

Chia #8 bai thuy#ét trinh hidu qua hon

Hinh 214. Ap dung bg font chira Office Classic

5. Dé doi sang b hiéu tng khac cho bai thuyét trinh, ban vao Design, nhém Themes,
nhap chon Theme Effects va chon kiéu hiéu tng khac. Theme Effects la cac hiéu ung
trén cac dudng V& va td nén cua cac ddi twong trén slide. Ching ta khdng thé tao thém
cac hiéu trng dinh dang nay ma chi cé thé sir dung nhirng hiéu ng da cé tir danh sach.

Tuy bién Theme

Thém Theme Colors

Theme Colors bao gom 3 nhdm mau: 4 mau cho vin ban va mau nén, 6 mau cho cac déi tuong
Shape, WordArt, Smart Art, Table, Chart, ... trén slide va2 mau cho cac siéu lién két (hyperlink).
On the Design tab, in the Themes group, click Colors.

1 Cac budc thyc hanh nhu sau:

1. Vao ngan Design, nhdm Themes
2. Chon nat 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

Create Mew The

4

Theme colors

Text/Background - Dark 1
Text/Background - Light 1
Text/Background - Dark 2

Text/Background - Light 2

Sample

Text

e
o [T i

Text

feesntd Hvperlink
Accent 2 Hyperlink
Accent 3
Accent 4
Accent 5
Accent o
Hyperlink
Followed Hyperlink
Mame: |Custom 1 |
Save ] [ Cancel ]

Hinh 215. Tao Theme Colors

3. Taivung Theme colors, ban héy‘thiét lap mau cho 12 hop mau thudc 3 nhém nhu da
trinh bay & trén.Néu muon tra vé bd mau mac dinh caa Theme Colors thi nhan nuat

Reset.

4. Tai hop Name, ban hay dat tén cho Theme Colors vira tao.

o

Nhan nGt Save hoan tat.

6. Mubn x6a Theme Colors vira tao thi vao ngian Design, nhém Themes, chon Theme
Colors. Dung chuét nhap phai lén tén Theme Colors can x6a va va chon Delete...
Nhan nat Yes @€ xac nhan Iénh xda trong hop thoai théng béo.

Custom
( [ [[[[]
Built-In

L ]
[ ]|
N T O
ECEEEENE
[ s ]

Colars =
n IS Rarkarnund Stules =

Y

Custom 1 pehics

Apply to All Slides

Apply to Selected Slides

Edit...

Delete... @
Add Gallery to Q ccess Toolbar

rading 2

Hinh 216. X6a Theme Font

Thém Theme Fonts

Theme Fonts bao gom font cho twa dé (heading font) va font cho ndi dung cua slide.
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n Cac budc thye hanh nhu sau:

1. Vao ngan Design, nhdm Themes

2. Chon nit Theme Fonts va chon tiép Create New Theme Fonts, hop thoai Create
New Theme Fonts xuat hién.

[ Fonts -
F
Office 2
Calibri S
Aa carbria Create New Theme Fonts
Office Classic Heading font: Sample
A Arial |lv1|n|on Pro Cond b | Head itlg
a Tirnes Mew Foman Body font: Body text body text body text. Body
|rv1ini0n Pro 7 | text body text.
Office Classic 2
A A Arial " Mame: |My Theme Fonts| |
Create Mew Theme Fcunts.<. % ? = ] [ cancel ]

Hinh 217. Tao Theme Fonts

Lua chon céc font chir tai hop Heading font va Body font
Tai hop Name, ban hay dat tén cho Theme Fonts
Nhan nit Save hoan tat.

o 0k~ w

Mubn x6a Theme Fonts vira tao thi vao Design, nhdm Themes, chon Theme Fonts.
Dung chudt nhap phai Ién tén Theme Fonts can xo6a va va chon Delete... Nhan nat
Yes dé xac nhan Iénh xo6a trong hop thoai thong bao.

ZI T
Fonts =
Custom -
My Theme Fonts
A Minion Pro Cond -
da .
Iditicn Pro
App ides
Built-In
Edit...
Office
Calibri Delete..
Aa Calibri
Add Gallery to Quick Access Tooll

Hinh 218. X6a Theme Fonts

Luu Theme hién hanh

Ban c6 thé luu cac thay ddi vé bd mau, bd font hay cac hi¢u img thanh m¢t Theme md&i dé co thé
ap dung cho cac bai thuyét trinh khac.

‘ Cac budc thyc hanh nhu sau:

1. Vao ngan Design, nhdm Themes
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2. Chon nat More va chon tiép Save Current Theme, hop thoai Save Current Theme
Xuat hién.

I This Presentation 2

]

| Builtn

Design Transibons Arematians 1hae thow Rewew View Devesaper ~ Aa
\ -

Aa Aa

Enable Content Updates from Office.com...
Change tha ovarsll dengn t

|
ilicey | Uz=] Browse for Themes...
[
|
f

Nhing Kic¢u hién thi ook any ama o nd | By save Cument Theme.. mkg
' =

waay1to appiy It
Hinh 219. Chon lénh luzu theme

3. Taihop File name, ban dat tén theme va chon phan mé rong 1a .thmx. Nhin ntt Save
dé Iuu theme.

Save Curren! Theme r-) X

Swee i =3 Docurmmed Thames “ B O Xkl
wa ) Theme Cokors.
Coscrments | ) rhanes Effects
(@ peseep ) Thame Forks
My
“Jw
My
i Compater
My Nt sacrk
gm;
Fie pame: My Therte, tharcd v
Savm A T4 Office Theme (* ther)
- =) (oo

Hinh 220. Lwu theme

2. Str dung hinh va mau lam nén cho slide

St dung mau nén hodc cac hinh anh 1am nén cho cac slide trong bai thuyét trinh duoc sir dung rat
pho bién. V§i cac mau, hi¢u ting t6 nén va cac hinh anh dugc chon lya ky s€ mang dén mdot
phong cach ddc do va sang tao cho bai thuyét trinh. Chung ta s& lan lugt tham khdo qua hai cach
nay.
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Ding hinh 1am nén cho slide

” Cac budc thyc hanh nhu sau:

1. Chon mét hoac nhiéu slide muén chén hinh nén. Vi du, ban chon slide thir 2 va thi 3
2. Vao ngan Design, nhém Background, chon Background Styles va chon tiép Format

Background. Hop thoai Format Background xuét hién.

E-C':lov: * e e )
* [eletteqs -

Page

i
el
Shicke
Setup Oriertation =

Aa Aa

haenies

Nhang diém mai e PowerPds

Teo, quin Iy v Jam vide cliny tAc vorl oy
trén bil thuydt trinh

Lim phomg phid bl doeydt trink vt cie &
fab vi rit phide hidu ng mai

Chin st by they® trioh higw qud han

[ORe T o) U el
Hinh 221. Chon slide can thém hinh nén

3. Chon Fill tir danh séch bén trai hop thoai va chon tiép Picture or texture fill

[re

Picthure Coler

Artete EMecty

Foemm Background

Mt Cortecsans

Fill
O sodfl

© Gradent &
O epaitem ®
[ mcen
Textym:

Irgert Som:

[¥] Tie porre 25 textve
T opbone

ofsetx: [opt @1
Offsgtv: Opt —
djgrments  [TooieR |

Miror type:  |Norwe v,

Transperency: N 3 -

: @)
> T Select Picture [_”z|

[Restgsogons | | Com

Search text: [ ] | Go l
[[] nclude content from Office.com
Al
(=50 = 55 = 55 = )
scaey [1cow 3
Scale 1 100% S
N
o]
] [ Agly 10 Al ] Import... ] [ Cancel ]

Hinh 222. Hop thogi Format Background va thue vién Clip Art

4. Thuc hién mot trong cac cach sau:
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bai thuyét trinh

e Céch 1: Nhip nit File d& chén hinh tir tdp tin hinh. Ban tim dén thu muc chta
hinh r61 nhap chudt hai lan vao hinh muon chén vao.

e Céch 2: Nhap nat Clipboard dé dan hinh dang chtra trong bd nhé vao lam hinh

nén cho slid

e.

e Céch 3: Nhip nat Clip Art dé tim va chén hinh tir trong thu vién ClipArt. Nhap tir
khéa tim hinh tai hop Search text. Chon hinh va nhin niit OK dé chén vao slide.
Néu chon thém Include content from Office.com thi két qua tim kiém hinh s&
bao gom ludn cac hinh tim thiy trén trang Office.com.

Vi du, ban chon cach 1, va chon hinh nén Background07.jpg
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Hinh 223. Chon hinh nén

5. Nhan nit Close dé tién hanh 4p dung hinh nén cho céc slide dang chon. Néu ban

muén &p dung hinh nén cho tét ca cac slide thi nhan nat Apply to All.
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.
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Hinh 224. Hai slide da droc &p dung hinh nén

Ok 10 add rotes -l
|FR R o - oh |
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Dung mau lam nén cho slide

ﬂ Céc buéc thuc hanh nhu sau:

1. Chon mét hoic nhiéu slide muén t6 mau nén. Vi du, ban chon slide 4 va 5.

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 tréi hop thoai va chon tiép SolidFill

Formal Background r?‘ '>—(i Formal Background [? x|
re | | Fill re | | Fill
Pt Correctans | | @) sold Al Pt Correctas | | @) sold Al
Pichure Color O gradent & Pichure Color © Gradent &
FETEEN ) Dcture or texturs §l AT ) Dcture or texturs S
QO Pattem 3 QO Pattem 3
[ mice badigrourd graphes [ mice backgrourd graphes
Fd Coor Fd Coor
Code: ‘ Cokee:
Transos ; [2 Transosrency; X% @
Theme Colors |
H B SsEmenm
T
Standard Colors ‘
am fENEEm
8 More Lolors |
Llei&;\qu { Cose ] L Agoly 13 AY ] LMIMWJ ( Cose ] L Axly 12 Al J

Hinh 225. Chon mau va chinh dg trong suot

4. Ban chon mau can to nén tai nit Color, nhan nit More Colors néu muén chon mau
kh&c tir bang mau co ban. Ban c6 thé tuy chinh do trong suot cua mau tai thanh trugt
Transparency hoac nhap truc tiép vao hop ké bén thanh truot.

5. Nhin nat Close dé tién hanh ap dung mau nén cho céc slide dang chon. Néu ban muén
ap dung mau nén cho tat ca cac slide thi nhan nat Apply to All.

Chen hinh vio slide
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Hinh 226. Hai slide dd dwoc &p dung mau nén

T6 nén slide kiéu Gradient

Ngoai kiéu t6 nén mot mau, PowerPoint con cho phép t6 nén véi nhiéu mau phdi hop véi nhau
tao nén cac hiéu tng mau dep mat.

n Céc buée thuc hanh nhu sau:

3.

Formal Background ﬁ‘ §| Formal Background

re

Chon mét hoic nhiéu slide mudn t6 mau nén. Vi du, ban chon slide 8 va 9.

Vao ngan Design, nhdm Background, chon Background Styles va chon tiép Format
Background. Hop thoai Format Background xuat hién.

Chon Fill tir danh sach bén trai hop thoai va chon tiép Gradient Fill

Fil re

O Pattem 3
[} mice backgrourd graphcs

Preset colors IJ '

b . . -
Drecton:

o -= -

1= =1
—

Reset Baogroue | | Cose ]| Asolvtoat |

[ mice bacigrourd graphecs

PBreset colors |J -|
Type: Linear
Drecsont |Gl v
Angle; 43¢
Graden stope
mt 17
o ([
Srghiress
z
A~oa e, J

7%

| Reset Baogoue

Apoly 10 Al J

Hinh 227. Ty 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

g6c nghién 45° tai hop Angle.

Tai phan Gradient stops, ban chon mau dé phdi véi bd mau da chon ¢ budc trén va
thiet 1ap thém céac théng so tai Positon, Brightness va Transparency bang cach vira

diéu chinh vira quan sat cac slide dang chon.
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Formal Background ’—?_ §|

re Fill
Petire Correcsans 0 soMdfl
@) Gradent 5
) Pattem &
[T} micte backgrourd graphce

Presst colors: ji

Type: Lnear v
Precton! LJ -

Argle a9
Graden stope

l__ﬁ M @&

d
g
q

Srghtress J 5% I8
soxey: ) 0% 9
[Restgsogoue | | oo || asoves |

Hinh 228. Tay chon cho mau phéi hop

6. Nhan nit Close dé &p dung hiéu ung Gradient cho cac slide dang chon hoac nhan nat
Apply to All dé ap dung hiéu tng nay cho toan bai thuyét trinh.

B W0-03F7 T Thret bt Pt P LSS (DG 0t - MEresah O 0o ot — S~ & O
“ Sewrr Mamtl | Coepn | Watufiers dteaibiare DM T Reirse e Derekaw 420 b Sovhe el Ruees o D

Bowwm e o -
W Nacrginimt ey
= l &= “‘ e |
el | Cee Y Hds Baskgrauns Gl e

Ohck 10 add roles 24

Y oW~ D

Hinh 229. Hai slide 4p dung hiéu izng mau nén Gradient

Xéa hinh nén va mau nén da ap dung cho slide

Dé x04 bo cdc mau nén, hi€u ing mau nén Gradient, hinh nén cho cac slide. Ban lam theo céc
budc sau:

ﬂ 1. Chon céc slide muén x6a mau nén, hinh nén, hiéu @ng mau nénGradient

2. Vao ngin Design, nhém Background, chon Background Styles va chon tiép
Reset Slide Background.
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j E Colors ~ [@ Background Styles =

[+
|
|
L

— /Ml —]

&A)  Format Background...
) Reset Slide Background

? NN

Hinh 230. Tra nén slide vé kiéu mdc dinh
3. Lam viéc vai Slide Master

Slide master Ia slide nim vi tri dau tién trong cac slide master, né chira thong tin vé theme va
layout cuia mot bai thuyét trinh bao gdm nén slide, mau sic, cac hiéu wng, kich thudc va vi tri cua
cac placeholder trén slide.

MJi bai thuyét trinh c6 it nhat mot slide master. Biém hitu ich chinh khi str dung slide master 1a
ching ta cd thé thay doi toan bo kiéu dang va thiét ké cua bai thuyét trinh rat nhanh chéng. Khi
mubn mdt hinh anh hay thong tin ndo d6 xuat hién trén tat ca céc slide thi nén thém ching trong
slide master dé tranh phai nhap cac thong tin trang lap & céc slide.

Do céc hiéu chinh va thay doi trong slide master anh huong dén toan bo bai thuyét trinh nén
chiing ta chi thyc hién cac hiéu chinh va thay doi trong ché dé man hinh Slide Master.

Bl W9 "M AT G5 thechanhbowerPomaoio_Chapd.ppte - Mirosoft Fowersom =M 0
_ e Menar oo e Tramatinne Aninastang Revew View Deralopar Adddm Aoshet & o
, . } Colon ~ it e 19 =
_J —l i = EFOM: » » _] 4'—1
Insert Side Ingert ooy Master t . ™Themes — Background  Page Shze Cote
Matter  Lagout | Layeut 1 . t_'""" . - Setun Onentation * | Madles View
E04 Mto Mader Layout Zae Thene Page Setam Ooee
. - -
Slide | * P
— : J
Master |
Click 1o edit Master title stvle
Click 1o ad) Master txt styles
Secundleved
Thind lowd
Fouthived
riffs bowl
Slide
layout

- p— . |

| SdeNasier | Paper | D | | BENT o0 53

Hinh 231. Cira s6 Slide Master
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Dé chuyén sang cira so Slide Master, ban vao ngan View, nhém Master Views va chon Slide
Master.

Home Insert Transitions Animations Review | View

Slide Ma [T Ruter Q . Color

5] Handout M¥ster . Gridlines &= Grayscale
Zoom Fitto
Motes Master Window | mm Black and W
Master Views Show ) Zoam Colar/Graysd

Hinh 232. Chon ché d@é man hinh Slide Master

Sap xép va dinh dang placeholder trén céc slide master

1 Céc buéc thuc hanh nhu sau:

1. Chon Slide master hoic slide layout can sip xép cac placeholder. Vi du nhu ban chon
Title Slide Layout

Click to edit Master title style

Click te edl Master yabtitle ;zrh

Hinh 233. Title Slide Layout

2. Dung chudt chon placeholder va giir trai chudt kéo dén vi tri khéc theo nhu cau. Bé
thay doi kich thuéc placeholder, ban di chuyén chudt dén vi tri mot trong 8 nét tron
xung quanh placeholder dang chon. Sau d6 giir trai chudt va kéo 1én, xudng, trai hoac
phai dé diéu chinh kich thudc placeholder.

Click to edit Master title style Click to edit ‘\ln'.l.\lt‘l' title style

Click to wddt Master subt il style Click to edyt Master suhtule style

Hinh 234. Di chuyén va thay déi kich thuoc placeholder
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3. Dbinh dang lai font chit va cd chir cho placeholder, ban vao ngan Home

e Tai nhédm Font:ban chon lai font chix 13 Verdana, chon cé chit 1a 54 va chon kiéu
chir gam.

e Tai nhém Paragraph: gidp canh 1&, thém céc ky hiéu diu dong, danh sb thu tu,. ..
cho cac doan van ban chra trong placeholder.

Home | insert  Tramsitons  Ammations  Seview  View  Deseloper  Adddnt  Aoobet
) - E- W D B g
Vergana 58 <A AW e p il ¢ g

— = on- il '-’j | l 7.
B 7 U 8§ & M Ax A ‘E ‘ =8

Fork . Patagrapn . Oramog

Format

Wi

Shaper Anangs Quick i
. Sty = = =

Click to edit Master .
title style

Hinh 235. Placeholder Master title

4. Thuc hién viéc diéu chinh tuong tu cho tat ca cac placeholder trén cac slide master va
slide layout néu can.

Thém va xéa placeholder

Chung ta s& tiép tuc viéc diéu chinh trén slide vira r6i.C6 nhidu kiéu placeholder trong
PowerPoint nhu 1a content, text, picture, chart, ... Tuy nhién, chiing 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.

1 Cac budc thyc hanh nhu sau:

1. Chon Slide master hoic slide layout bé sung placeholder. Vi du nhu ban chon Title
Slide Layout.

2. Trong ngin Slide Master, d¢én nhdm Master Layout, chon Insert Placeholder va
chon Picture.

z Colars ~ ¥
Title n e Qﬂ Background Styles ~
Fonts =
Footers | Themes [ Hide Background Graphics
«  [®]Effects ~
Edit Theme Background I

== Content

,,,,,,,

Click to edit

Hinh 236. Chon placeholder Picture
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3. V& mot placeholder véi kich thude vira phai trén cung cua slide. Placeholder Picture
nay s€ xuat hién khi ban chén thém slide méi c6 layout Ia Title Slide trong qua trinh
bién soan sau nay.

L -
Picture
s :

Click to edit Master
title style

Click to edit Mastarsuhtitla style

Hinh 237. Bat placeholder mgi trén slide

4. Mubn x6a placeholder nao thi ban chon n6 va nhan phim Delete trén ban phim.
Chen va xda slide layout

Néu nhan thay céc kiéu slide layout hién c6 trong Slide master khong dap tng du cac kiéu bd cuc
khi bién soan bai thuyét trinh thi ban c6 the tao thém kiéu slide layout maoi.

1 Cac budc thuc hanh nhu sau:

Chon vi tri dat slide layout méi trong danh muc slide layout

Slide Master

i Delete

) e
it — e —
1l =

Insert Slide
Master g

Home Insert Trang

€ | Layout Placehoider

&=

Master Insert |

Master Layo

1.
2. Vao ngan Slide Master, ¢én nhém Edit Master, chon Insert Layout.

Insert Layout

Add a custom layout ta the Slide
Master,

You can easily add slides matching

| this layout ta the presentation. Click o edit Master title style

e e 5 ]

ko to cdil May

DS W o U 083
Hinh 238. Chon vj tri dat slide layout va slide layout mgi thém vao
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3. Tién hanh chén céc placeholder va sip dat chiing theo nhu cau ciia minh. Vi du nhu
ban chen vao 3 placeholder (2 Picture va 1 Text) va bo tri nhu sau.

Click toedit Master title style

Picture = Click 1o ecdit Master text styles
Second level
Thirdl level

Forth beved
Fitis wew|

Hinh 239. Chén va sdp xép céc placeholder trén slide

4. Pat tén cho slide layout nay bang cach nhip chudt vao nit Rename tai nhom Edit
Master trong ngan Slide Master va dat tén la “Two Picture & Text” trong hdp
Layout name. Nhan niat Rename d¢ hoan tat.

|| Slide Master ‘ Home Insert Transitions
= 3 g
Q I[:] U:'.;d Delete l._, Title
: 74 Rerfo

Insert Slide Insert hster Insert Footerd
Master Layout ' Presy yout Placeholder~

Edit Master | Master Layout

Rename Rename Layout El gl

Rename the custom layout.

Layout name:

The name is shown in the layout
gallery when adding slides to the [Two Picture &Textl |

presentation.
LF_{iename J [ Cancel ]

Hinh 240. Péi tén cho slide layout

5. Khi d0, trong ché d6 soan thao Normal View ban c6 thé chén slide mai vai kiéu
layout vira tao.
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;;:j =] Layout - v
& Layou Aot = A i
By Reset

New' | . abe AV A
Slide ~| ‘= Section ¥ B 7 U 8§ abe &~ Aa | A

Paper

Click to add title

Title Slide Title and Content Section Header
ik feon o add © Click fo add text

picture @]

P

Two Content Comparison Title Only : (]H)Ck imnlvuld e
picture
Tl

Hinh 241. Chén slide méi véi kiéu layout vira tao trong ché dé Normal View

Cheén va x6a slide master

Mot bai thuyét trinh c6 toi thiéu mot slide master, do vay ban co thé tao thém céc slide master
khac. Vi nhiéu slide master trong bai thuyet trinh, ching ta c6 thé ap dung moi slide master cho
moi chuong hodc phan trong bai thuy€t trinh cia minh sau nay.

ﬂ Cac budc thyc hanh nhu sau:

1. Vao ngin View, nhom Master Views, chon Slide Master dé tro lai cira s6 Slide
Master.

2. Vao ngin Slide Master, ¢én nhdm Edit Master, chon Insert Slide Master. Mot
Slide Master mac dinh dugc chén vao ngay sau slide master hién co.
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"_] d N+0 ; :‘ » R ThuchanhPawer Poumt2010_Chaps. ppix Muiroscft FowerFom

Click to edit Master title style

* Click to edit Master text styles
2| i e - Second level
* Third ievel

= lewsl

» Fifth leve

Shde Masts Custom Uengn 5 BellT 08 (-

Hinh 242. Chén Slide Master

3. (o rét nhiéu kiéu slide layout dugc cheén, ban co thé x6a bot cac kiéu khong st dung

bang cach chon slide layout va nhan Delete trén ban phim dé xoa.

4. Pé xoa slide master va cac slide layout vira tao thi ban chon slide master va nhan

phim Delete trén ban phim dé xoa.

Ap dung theme va nén cho slide master

Tuong tu nhu 4p dung theme va background cho bai thuyét trinh. Trong ché do Slide Master, mdi
khi ban &p dung mot ki€u theme thi PowerPoint ty dong tao thém mot Slide Master méi va voi

kiéu theme vira chon.

n Cac budc thyc hanh nhu sau:

1. Vao ngin Slide Master, ¢&én nhém EditTheme, chon Themes.Vi du, ban chon kiéu

theme l1a Apex.
2. Mot Slide Master méi duoc thém vao vaéi kiéu theme vira chon.
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n Dide Master rame Fuan Tansitians Advsiabons Renew View Devesepet -

(=) g 2 e \@E\‘ i i
Ingert Stide Ingert " | tyeent sate .le| ~ Background  Page Shide
Master  Loyout & {o= ERL R -

Setup Orsentation ~

Lot Mastey Mpster Layoul

Hinh 243. Chon theme mdi va mét Slide Master vira thém vao

3. Thay d6i mau nén cho slide, ban vao Slide Master, dén nhom Background, chon
Background Styles. Vi du, ban chon Style 9.

D) Background Styles ~|

B
.~
i

Format Background...

IR TEnIvVEster-titie style

bt

'm Click to edith
= Second level
3 W Ve

A
2

Reset Slide Background

Hinh 244. Thay déi kiéu mau nén cho slide master

Thiét 1ap kich thwéc va chiéu hwéng cia slide

% Cac budc thyc hanh nhu sau:

1. Vao ngan Slide Master, dén nhém 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

e b (%) Portrait
Mumber slides Fromm:

{:} Lal'lljsl:al:le
1
-

Tai Slide sized for, ban chon kich thudc cho slide. Tuy theo man hinh ma ban dang sur

dung ma ban chon kiéu thich hop.

Tai Slides:

e Chon Portrait néu muén slide nim doc

e Chon Landscape néu muén slide nam ngang (mic dinh)

Tai Notes, handouts & outline chon chiéu hudng theo cach tuong tu nhu slide.

Poéng cira so slide master tré vé ché dd soan thao

Dé tro vé man hinh soan thao ban nhip vao nat Close Master View trong ngin Slide Master.

Slide Master Home Insert Transitions Animations Review View Developer Add-Ins Acrobat @ 0
= ! 7 Colors ~ 5 |
5E] o [ Titte B coror al | =
& = . Fonts ~ =
Insert Master Insert [¥] Footers | Themes Background  page Slide Close
Layout "% | Layout Placeholder~ — v E]Effects ¥ . Setup Orientation v Mast%\/iew
Clo5e

Master Master Layout Edit Theme Page Setup

Close Master View

Close Master View and ret
edit the slide show,

Hinh 245. Bong Slide Master

éi

Lam viéc vai slide master:

e Ching ta nén tqo va thiét ké slide master truéc khi bat dau bién sogn ngi
dung cho cdc slide vi khi do cdc slide ma chung ta chen vao bai thuyet
trinh sé duoc ké thura cac dinh dang, layout, hinh dnh, ... tir slide master.

e Néu ching ta tao slide master sau khi dd xdy dung néi dung cho céc slide
thi ¢6 kha ndang mét sé doi nwong trén slide sé khéng hoan toan twong
thich véi thiét ké cia slide master. Khi d6, mét sé kiéu tinh nang dinh
dang cho cdc ddi trong ¢ thé bj léch lac can phdi diéu chinh lgi mat 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 céc placeholder vin ban trong ché d6 Slide Master dé ap dung cho tat

ca cac slide trong bai thuyét trinh. Ching ta ciing ¢6 thé dinh dang riéng 1¢ cho mot slide cu thé
nao d6 vai muc dich lamnoi bat thong tin trén slide.

ﬂ Cac budc thyc hanh dinh dang van ban nhu sau:

1. Dung chudt quét chon ving vin ban trén slide can dinh dang. Vi du ban s& dinh dang
van ban trén slide 2.

Nhiing die
o
iTen Dal o
Lasttpity

Al va Rl ey nig

IR A T ny 81 tris

Hinh 246. Chon vén ban can dinh dang

2. Chon ngan Home, nhém Font. Ban thuc hién cac thay d6i sau:

e Chon lai Font chit tai hop Font thanh kiéu Century

e Nhiap vao kich thudc chir 1a 32 tai hop Font Size. Hoic nhip chudt vao nit
Increase Font Size (A ) dé tang kich c¢& chir va nhin vao nit Decrease Font
Size (A") dé giam kich cé chir.

e Chon mau vang cho van ban tai nit Font Color ( A )

Nhiing diem'noi
Tao, quan ly va lam viée eong tac vai
g neudi khac trén bai thuyét trinh

P2m phong phu bai thuyét trinh voai cac
.Ldo&n,viXeo hinh anh va rat nhiéu hiéu

g mol
Chia sé bai thuyét trinh hiéu qua hon

Century 132 ~{A A | B

B 7 U 8 abe M- Aa~v A~

Font |

Hinh 247. Thay doi font chi
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3. Qua nhom Paragraph, ban thuc hién cac thay ddi sau:

e Chon nit Bullets () va chon kiéu la Star Bullets

e Chon vao nit Justify (=) dé canh déu vin ban

7 - - *Ev b =R b
e Chon nat Line Spacing ( *=" ) va chon ki¢u la 1.5
Nhiing diém morete
Tao, quan ly va lam viéc cing tac v
nhm;‘ngﬁn‘ﬂ khae trén bai thuyét trinh
Blmephiong phi bai thuyét trinh véi cac
dogn video, hinh énh va rit nhitu hiéu
o= _ | == s=  a=_ ||{} Text Direction - .
;_ == == | 4= ) ng moi
F_%Allgn Text - .
= = = = Convert to SmartArt Chia s¢ bai thuyét e s hon
Paragraph I

Hinh 248. Thay doi paragraph

4. Ching ta ciing ¢6 thé chuyén doi hop van ban sang Smart Art néu thay can thiét. Vi
du chung ta chuyén sang kicu Vertical Bullet List. Ban vao ngdn Home, nhom
Paragraph, chon nat Convert to SmartArt va chon kiéu Vertical Bullet List.

Nhiing diem

Tao, quan ly va lam viéc cong téc vdi nhing
ngudi khdc 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 249. Chuyén Text sang SmartArt

Sao chép dinh dang

Chuyén sang slide 3 caa bai thuyét trinh, vi dy ta s& dinh dang hop vin ban bén trai sau d6 s& sao
chép dinh dang sang hop van ban bén phai.

1 Céc budc thyc hanh nhu sau:

1. Binh dang cho hdp van ban bén trai nhu sau:
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e Dong dau tién chir mau vang, co chir 34, kiéu chir in ¢dam va doi kiéu bullet sang
hinh dau miii tén mau vang (vao Bullets and Numbering... dé chon lai mau).

vubng c6 mau trang.

Bullets and Numbering

BSn dong bén dudi chir mau tréng, co chir 32 va doi kieu bullets sang hinh 6

Bulleted | pumbered |

— — Nhiing Kie
None — — :
- »Presentation Views
S — o NOLS Page
— — — — » Reading View
coor (3]
Reset L OK J [ Cancel l

Hinh 250. Binh dang hép van ban bén tréi trén slide sé 3

Master Views
Slide Master

Handout Master

Notes Master

2. Chon hop van ban bén trai, sau d6 vao ngan Home, nhom Clipboard va kich chuét
mét lan vao nat Format Painter dé sao chép dinh dang vao bo nhg may tinh.

\ Home | Insert Design Transitions Animations Slide Show Review View Develope

e - AR =l
=R = Minion pro (Body ~ 32- ~ A" A" | &) =l
[ ,» = g E - “;%v
Paste ?l;w —.| B I U 8§ abe AV~ Aa~ | A~ [EW %v
Slide~ =) E iz

Slides [ Font I | Paragraph i

ormat Painter

Copy formatting from one place
and apply it to another.

Y -~y o AN
a as e
Double-click this button to apply I\ hu ng l\lC, u ]“(
the same formatting to multiple °
places in the document.

a
>Presentation Views

0 Press F1 for more help.

wSlide Sor{er
= Notes Page

=3

* = Reading View

Hinh 251. Sao chép dinh dgng bang Format Painter
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3. Khi do s& xuét hién thém bicu twong cay co trén con tré chudt. ban di chuyén chuot
dén hop vian ban bén phai va kich tréi chuét.

Nhiing Kie = Nhiing Kicu Tie

N
k3 -3 “ ~
>Presentation Views * Master ““f“'i\ a »Presentation Views »>Master Views
- Slide Master - ! e Aot
W Handout Master 8 W‘d Slide Master
“#Slide Eo’rger Notes Master “wSlide b.'grt_cr » Handout Master
aw=-Notes Page e Notes-Page = Notes Master

* = Reading View » Reading View

Hinh 252. Ap dung d@inh dang da sao chép

Format Painter:

g Khi mudn sao chép dinh dang cia mét doi tirong va ap dung cho nhiéu dsi
firong thi bgn nhdp chugt hai lan 1én nait Format Painter khi thuc hién lénh
sao chép dinh dang.

5. Pinh dang hinh, SmartArt, Shape, WordArt, Video

Phan nay trinh bay mot sb thao tac thuong gap ddi 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 tuong trén slide chung ta déu c6 thé xoay (Rotate) dugc nhur 1a Text, hinh,
ClipArt, Shape, video, cac thanh phan cia SmartArt, WordArt va cac thao tac thyc hién ciing
tuong tu nhau. Chang ta s€ thyc hanh xoay hinh hai con buém trong slide so6 4.

ﬂ Cac budc thue nhu sau:

1. Chon hinh con buém bén tréi trong slide s6 4. Khi d6, xung quanh hinh duoc chon s&
xuat hién 4 nat tron nho & cac goc, 4 nat vudng nhod gitra cadc canh va mot nat tron
mau xanh nam phia trén dung dé xoay hinh.
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Chen hinh vao slide

Hinh 253. Chon hinh can xoay

2. Nhap chudt vao nit nim tron mau xanh ¢ bén trén caa hinh, khi d6 con tré s& bién
thanh hinh mot mii tén cong tron.

Chen hinh vao slide

Hinh 254. NGt ndm tron dang dé xoay hinh

3. Giir tréi chudt va kéo theo huéng nguoc chiéu kim dong ho, khi d6 hinh s& dwgc xoay
vé phia bén trai.
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Chen hinh vao slide Chen hinh vao shide

Hinh 255. Hinh sau khi xoay

4. Lam tuong ty cach trén d6i véi hinh con buém bén phai nhung hiy cho nghién vé
phia phai.

Chen hinh vao slide

Hinh 256. Xoay hinh

Cit tia

PowerPoint cho phép cét tia (Crop) hinh anh, clipart, ké ca khung hinh cia cac doan video nham
tép trung hon vao trong tdm cua hinh muon the hién. Chung ta tiep tuc thuc hanh phan nay véi
viéc cat bat vang khong hién thi video trong slide so 8.

” Cac budc thue nhu sau:

1. Chon doan video bén trai trong slide sé 8. Khi d6, xung quanh video duoc chon s&
Xuat hién 4 nat tron nhod cac goc, 4 nat vudng nhod giita cac canh va mot nat tron
mau xanh nam phia trén ding dé xoay hinh. Poan video nay ding dé hién thi trén loai
man hinh rong nén ¢6 du 2 ving mau den phia trén va duéi. Chlng ta s& cat bét 2
vung den nay.
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Hinh 257. Chon video bén trdi dé cdt tia

2. Vao Video Tools, ngan Format, nhom Size va chon nat Crop

hPowerPoint2010_Chap4.pptx - Microsoft PowerPoint

hations  Slide Show Review View Developer Add-Ins

Acrobat

|— —_—
‘ I‘ kﬁ » | & video Border v

NG by

_3’ Video Shape »

 Bring Forward ~

Format

|Z~
=

(24 Send Backward ~ [#]

Playb|

0 -
aalt 3]

v | ‘o Video Effects v ‘*I-Lg Selection Pane A

Arrange

Crop the v|
width you

Hinh 258. Chon Iénh Crop

3. Nhap chudt vao 6 vudng & canh bén trén cia video. Khi d6 con tro chuét bién thanh
hinh giong chr T nguoc. Ban gitr trdi chudt va kéo hudng xuong dudi dén gan hét
vung mau den thi nha chudt.

D 3

.é‘gu?*';;@:a by

Hinh 259. Thyc hién Iénh cdt hinh tiz bén duwdi 1én
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4. Tuong tu, nhap chudt vao 6 vudng & canh bén dudi cua video. Khi con tré chudt bién
thanh hinh gidng chix T thi ban gir trai chudt va kéo hudng Ién trén dén gan hét ving
mau den thi nha chudt.

Hinh 260. Cdt tia phan dudi cua video

Di chuyén

Tat ca cac 601 tuwong trén slide déu co thé di Chuyen (move), sap dat va bé tri lai cho hop ly.
Chung ta tiép tuc thuc hanh trén slide s6 8 véi viéc sap xép lai 2 doan video trén slide nay.

“ Cac budc thue nhu sau:

1. Chon doan video bén trai trong slide sb6 8. Khi d6, xung quanh video dugc chon sé
xuat hién 8 nat va con tro chudt xuat hién thém hinh 4 miii tén hudng vé 4 hudng.

Hinh 261. Chon video can di chuyén

2. Giir trai chugt va kéo video dén vi tri méi. Vi dy, ban di chuyén huéng I1én trén va khi
dén duoc vi tri mong muon thi tha tréi chuot.

3. Tuong tu, chon video bén phai va ban di chuyén video sang phia bén phai va hudng
xuong dudi.
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Hinh 262. Di chuyén video trén slide

Thay doi kich thuéc

Tét ca cac doi tugng trén slide déu c6 thé phdng to hay thu nho (resize) mot cch dé dang. Chiing
ta tiep tuc thuc hanh trén slide so 8 vai viéc phong to va thu nho 2 doan video trén slide nay.

n Cac budc thue nhu sau:

Chon doan video bén trai trong slide s6 8. Khi d6, xung quanh video duoc chon s&
xuat hién 8 nt.

2. Duing chudt chon vao nit nam tron & goc dudi bén phai cia hinh. Khi do, con tré bién
thanh miii tén 2 chiéu thi kéo hudng qua goc phai dudi.

Hinh 263. Phong to video bén tréi

3. Tuong ty, ban chon video bén phai. Sau do, ban chon nat tron ¢ goc dudi bén trai va
gitr trai chudt kéo hudng Ién trén va qua phai.

Thay doi kich thwéc:

e Kéo chugr huong ra phia ngoai hinh sé phong to hinh, nguoc lai sé thu
nho hinh.

e Ban c6 thé két hop thém phim ALT, SHIFT hogc CTRL khi phong to hay
thu hinh dé biét thém cong dung cua ching.

@
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Cheén video vito slide : Chen video vao slide

Hinh 264. Thu nho video bén phdi

Thém chd thich cho céc déi twgng trén slide

Céc doi tuong trén slide nhu hinh, do thi, shape, SmartArt,... déu ¢6 thé thém vin ban dé chu
thich cho ddi twong. Cong viéc nay rat hitu ich cho nhiing nguol dung khéc khi mo bai thuyét
trinh va hiéu duoc ¥ nghia cta cac ddi twong dang sir dung trén slide.

- Cac budc thue nhu sau:

\J
1. Chon d6i tuong. Vi du, ban chon hinh san pham HD Zune trong slide sé 7.

2. Nhap phai chuét 1én d6i twong va chon 1énh Format Shape.... Luu ¥, tuy loai doi
twong ma ban dang chon thi s& xuét hién lénh Format + <tén dbi twong twong tng>.

Format Picture 71@'

F Alt Text

v|18. ~| A A';.;:EEJJJ &
Title

Le=sonpton:

Paste Ophons

A

Edit Text

Peare Conmectons Tithes and desrpions provde alternative, text-Daged

e § o -1
‘nmwr3 "3"'\ "ot be able 0 pc or
Actshc Efects Uncersiang the object
; Jup A gtle zan be read %0 & Derson with & dsadiity and is used 10
Hyperlink.., 3 i determine jhetner ey wish 10 hear the descrption of the
Ty content,
Save as Picture,.. Bl

! Reset Shape ] oo im
4] size and Position... ] NeToa
notes = ‘
vl Format Shape.., [&[ _ -
[[IENGE "SI 50% (=) [_Cose ]

Hinh 265. Chon Iénh Format Shape...

3. Trong hop thoai Format Picture, ban chon Alt Text

4. Nhap twa d& cho dbi hinh 13 “HD Zune” tai hop Title va nhap phan md ta 1a “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

Ching ta c6 thé thuyc hién mot sé thao tac hiéu chinh hinh anh ngay trong chwong trinh
PowerPoint ma khong can thém bat ky céng cu nao. Sau ddy 1a mot s6 hiéu chinh théng dung.

Thay d6i d sang, do twong phan va dd sic nét cia hinh anh

n Cac budc thuc nhu sau:
:ul

1. Chon hinh can hiéu chinh do sang va d¢ tuong phan (Brightness and Contrast). Vi duy,
ban chon hinh bén tri trong slide so6 4.

2. Chon Picture Tools, vao ngin Format, nhdm Adjust, nhap chon nit Corrections.

H 0 r Nkl cebi a
i ol I 9 ,j{ Compress Pictures
# W~ 2 B3 Change Picture
Remaove Correcti Color Artistic :
Backaround +  Effects~ ‘13 Reset Picture
% Adjust

N

Hinh 266. Chon lénh Corrections

3. Tai Shape and Soften va Brightness and Contrastla tap hop cac kiéu diéu chinh
hinh duoc thiét 1ap sin. Ban c6 thé di chuyén chudt I8n cac Kiéu nay va xem trudc két
qua thé hién trén slide trude khi nhap chon mot kiéu nao dé. Vi du, ban chon Sharpen
12 0%, Brightness +20% va Contrast-40%.

| R - e
J & A{Comprcss Pictures —_— " ]
&Changa Picture d |
Corrections| Color Artistic - ; :
- | v  Effects~ p§ Reset Picture

Sharpen and Soften

Brightness and Contrast

\'}_/,Y/ Picture Corrections Options...

Hinh 267. Chon kiéu dinh dang di séng,tuwong phan va dé sdc nét cua hinh

4. Ngoai ra, ban cd thé nhap chon lénh Brightness and Contrast dé tinh chinh do
séng,do tuong phan va do sac nét cua 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:

3D Rotation Brightness: _J_ 0% £

Picture Corrections Contrast: —J—
Picture Caolor
:

Artistic Effects
Crop

Size

Position

Text Box

Alt Text

Close

Hinh 268. Picture Corrections trong hgp thogi Format Picture

Thay d6i cwdng dd mau, tdng mau, hiéu &ng chuyénmau cho hinh anh

% Cac budc thuc nhu sau:

1. Chon hinh can hiéu chinh. Vi du, ban chon hinh con buém bén phai trong slide sé 4.
2. Chon Picture Tools, vao ngin Format, nhom Adjust, nhap chon nat Color.

.

)_{ Compress Pictures [ I 1R e S R —
¥’ Change Picture ;d‘ d‘ d’ d

istic - d

s~ ‘mReset Picture

. ratlon

‘mrtmS

2 . ‘s/"q @?
o3 69 69 19 K9 3
3¢ L3e ) 3e] 36 | 36 | 36 '0?

More Variations

Set Transparent Colar

@R@

Picture Color Options..,

Hinh 269. Lénh Color trong Picture Tools
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3. Trong cira s6 vira xuat hién:

Tai nhém Color Saturation, ban chon mot kiéu pht hop trong danh séch céc

kiéu thiét lap san. Vi du, ban chon cho mau sic sic s& hon 200%.

Tai nhdm Color Tone, ban chon tdng mau 4m hon 1a 8800K

Tai nhom Recolor, ban ap dung hi¢u ang chuyén sang mau d6 la Red. Ban c6
thé chon nuit More Variantions dé tuy chon thém cac mau wa thich khac.

Chen hinh vao slide

Chen hinh vao shide

Hinh 270. Hinh trréc va sau &p dung thay doi mau

4. Ngoai ra, ban c6 thé nhap chon 1énh Picture Color Options... dé linh dong tiy bién
cuong dd mau, tdng mau va chuyén doi mau.

Format Picture

Fill

Line Color

Line Style

Shadow

Reflection

Glow and Soft Edges
3D Format

3D Rotation

Picture Corrections

Picture Calor

Picture Calaor
Color Saturation

Presets:
Saturation: ] I—
Color Tane

Presets:
Temperature: — I— 8,800 |3

Recalor

Presets:

Artistic Effects
Crop

Size

Position

Text Box

Alt Text

Reset

Close

Hinh 271. Picture Color trong hgp thogi Format Picture

_Véi ndt Iénh Reset Picture ching ta c6 thé phuc héi hinh @nh vé tinh trang
g nguyén thuiy mét cach dé dang.
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X6a cac mau nén trong hinh

X6a cac mau nén trong hinh s&

ﬂ Céc bude thuc nhu s

1. Chon hinh can loai
SO 4.
2. Chon Picture Too

gilp nhan manh hon vao dbi twong chinh cia hinh anh hon.
au.
bo mau nén. Vi dy, ban chon hinh con budém bén phai trong slide

Is, vao ngian Format, nhdm Adjust, nhap chon nit Remove

Background. Cira s6 man hinh chuyén qua ngin lénh Background Removal.

Hd9-0ATF=
O @ Q

1o Keep 10 Reoeave Mank
f=fing

Mary Zeea; Mack doeas Defete  Ducad Ml Keen
Crange: Onanges

ThucharhPowerPom2010 Chapdppty - Mer, = & 0
Shoe Shom View Suimat =] o
. A
o
8 v

Ciose

Chen hinh vao shide

‘- Click to add notes

([ 3 oy o)

3. Ban diéu chinh 8 nb

Hinh 272. Ngan Background Removal

t xung quanh hinh dang chon sao cho bao hét viing hinh con buém

can giir lai. Sau d6, nhan nit Keep Changes.

Chen hinh vao shide

Chen hinh vao slide

Hinh 273. Chen viing hinh cdn gii lgi
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Ap dung hiéu ng ngh¢ thuat cho hinh

1 Céc buéc thue nhu sau:

1. Chon hinh can hiéu chinh. Vi du, ban chon hinh con buém bén trai trong slide s 4.
2. Chon Picture Tools, vao ngan Format, nhdm Adjust, chon Iénh Artistic Effects.

3. Di chuyén chuét Ién cac kiéu hiéu tng dung sén va xem két qua hinh trén slide.
4

Nhap chudt dé chon mét kiéu hiéu tng mong muén. Vi du, ban chon kiéu Pencil
Grayscale.

—

| = Artistic Effects »| g ' = B2 picture Lay

<R .“.g 3 = ”T‘ure Styles
09 V07 09

Hinh 274. Chon kiéu hiéu izng tir danh séch

5. Dé bo hiéu ung Artistic thi chon kiéu None (kiéu dau tién) trong hop danh sach
Artistic Effects.

Ap dung hiéu #ng dé béng, dwang vién, ... cho hinh

Ngoai cac hiéu (g da trinh bay, PowerPoint con cho phép chiing ta ap dung rat nhiéu kiéu hiéu
g nhu 14 cac hiéu (ng d6 bong (Shadow), hiéu tmg twong phan (Reflection), hiéu tng cho cac
canh cua hinh (Soft Edges), hiéu ung 3-D, ...

E Céc budc thuc nhu sau:

1. Chon hinh can hiéu chinh. Vi du, ban chon hinh con buém bén tri trong slide sé 4.

2. Chon Picture Tools, vao ngan Format, nhom Picture Effects, chon nat Iénh Picture
Effects.

L7 Picture Border ~

o - Picturesﬁect§

Lf_:xl Picture Layou

i

= = =

Picture Styles I

Hinh 275. Lénh Picture Effects
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3. Céc hiéu (g cho hinh dugc phan loai thanh nhiéu nhom. Ban ré chuét vao cac kiéu
hiéu trng trong cac nhom va xem trudc két qua thé hién trén slide. Nhap chuot chon
kiéu hiéu tng mong muon. Vi du, ban chon kiéu Perspective Diagonal Upper Left
trong nhdm Shadow.

Crop :_-

| e el ] el
Selection Pane  SA~ #

>
Picture Styles \ a Ereset Arrange s

o~ Sns +..
) Picture Effects | 4 Send Backward ~ [f] L2

-
-

I:] Shadow Options..,

Hinh 276. Kiéu dé bong Perspective Diagonal Upper Left

4. O cubi danh déach céc kiéu hiéu &ng c6 cac nit [énh ¢ ma hop thoai Format Picture
gilp ban tuy chinh thém céc hiéu tng.

Thay déi kiéu dinh dang dwong ké va mau nén cia Shape

Cac Shape 1 cac hinh do ban V& tir hop cong cu Shapes cua PowerPoint. PowerPoint cung cap rat
nhiéu Shapes cho ban lya chon. Dudi day 1a mot s thao tac can thiét dbi véi dbi twong Shape.

Ap dung nhanh céc kiéu dinh dang dung sin

ﬂ Céac budc thue nhu sau:

1. Chon Shape can hiéu chinh. Vi du, ban chon Shape hinh miii tén trén trong slide sb 6.

2. Chon Drawing Tools, vao ngdn Format, nhom Shape Styles, chon nut More dé mo
toan bo danh muc va chon moét kiéu trong danh muc nay.

EN\NOoQO - & D1 shape Fill »

ALLDY G- Abe [*\l‘ ] Abe |~ [ shape Outline ~

v s R G £ T}. Shape Effects ~
Insert Shapes Shape Sty{kﬂ.,

Hinh 277. Ap dung Shape Styles

3. Vidy, ban chon kiéu Light 1 Outline, Colored Fill — Gray-50%, Accent 1
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bai thuyét trinh

Abc Abc [z\b.‘ ] Abc Abc Abc Abc
&)
Light 1 Qutline, Colored Fill - Gray-50%, Accent 1 .

b H Abc Abc Abe

Other Theme Fills

-
»

Hinh 278. Chon kiéu dinh dang Shape

Thay d6i mau ciaa cac dwong ké va mau nén

ﬂ Cac budc thue nhu sau:

1. Chon Shape can hiéu chinh. Vi du, ban chon Shape hinh mili tén trén trong slide s6 6.

2. Chon Drawing Tools, vao ngan Format, nhdm Shape Styles, chon nit Shape Fill.
Chon mot mau trong bang mau, vi du nhu ban chon mau xanh. Nhan vao nit More
Fill Colors... @ mao hop thoai Colors sé cd nhiéu mau hon cho ban lya chon hoac pha

ché mau.

[ﬂsmpe Fill - |

Theme Colors

B N EEEEEN).

I

|
. |
i = |Standard
I I I I Colors:
Standard Colors
O m
Recent Colors 4
=
No Fill
3% More Fill Colors..,
Eﬁ Picture... Color model:  |RGE w
@ Gradient Red: 147 &
P Green: 162 &
;@ Texture e =
[E40=8 153 =
I g e NA-
=
8 ¢ Transparency:
62 60 3| ©]
S

Mew

Zurrent

Hinh 279. Chon mau nén cho Shape

Trang 163



Churong 4. Tity bién, hiéu chinh bai thuyét trinh

3. Chon nat Iénh Shape Outline trong nhdm Shape Styles va chon mot mau trong bang
mau cho khung duong vién, vi du nhu ban chon mau vang. Nhan vao nat More
Outline Colors... @& md ¢6 thém mau lya chon.

gJShape Outline 'i ‘l - |

Theme Colors 2\ ~ 7Y
H B DEEEEN - -

Ililllllll.r—

Standard Colors
g} L_lgﬂ EEEEN

Recent Colys

ao slid

No Outiine
2 More Qutline Colors..,
= Weight

===z Dashes

Hinh 280. Chon mau cho khung dwong vién cia Shape

Thay doi kiéu nét ké

% Cac budc thuc nhu sau:

1. Chon Shape can hiéu chinh. Vi du, ban chon Shape hinh mili tén trén trong slide s6 6.

2. Chon Drawing Tools, vao ngan Format, nhom Shape Styles, chon nat Shape
Outline.

o D¢ thay dbi kiéu nét ké sang kiéu nét gach dut thi vao Dashes va chon kiéu nét la
Dash.

o Dé thay ddi d6 day cua nét ké thi vao Weight va chon d6 day 1a 1Y/, pt.
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No Outline 32 More Outline Colors...
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WS Y] esmenansenas 1’/; pt
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- —- 2% pt
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Hinh 281. Thay doi kiéu dwong ké

Thay déi kiéu WordArt

Chung ta sé& thuc hanh thay d6i kiéu WordArt hién hanh trén slide 6 sang kiéu luon séng.

” Cac budc thue nhu sau:

1. Chon WordArt can hiéu chinh. Vi du, ban chon WordArt trén trong slide sé 6.

2. Chon Drawing Tools, vao ngan Format, nhom WordArt Styles, chon nut Text
Effects.

A TextFill =

A A ‘-A'_ v &Téxt Qutline ~

¥ | [\ Text Effects ~
WaordArt Styles b |

Hinh 282. WordArt Styles

3. Chon nhém Transform va chon kiéu lugn séng Wave 2 cho WordArt.
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L 7 g ) = ]
ffects ~ X &_A.\J Text Effects '] % Selection Pane S\ Rotate » | *3%

WaordArt Styles |
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A\ shadow »
F e

[~ Beflection > | _, de abcae abcde abcde

A . Glow »
)

abede abcde
/
/_\ Bevel >
abcde abedg
b\ 3-D Rotation »
)
: B - 5 S R abcde abede
[Troh devit_—— Thpbia 2000 | I abcde abede abcde
mu T < abcde abcde | |
Fuefox 34 61% =
L\m: 4?1
o o) abcde abede k. Wi
Khic 121
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Hinh 283. Thay doi kiéu WordArt

4. Ching ta co thé thay ddi nhanh céc kiéu hiéu tng mau sic, bong mo cho WordArt
bang cach nhan vao nat More va chon mét kiéu hiéu tng dyng san.

Ay ko o e

A A LA
AAE A A
AAAAA
A A A < Atetri-  Gheingfoal [ A A A Af\‘oé,r

Z Text Outline ~ | [ Send Backw] | 4 e v atfeatios e stape

T Aot errects - | By selectionpal [ AAA
A A A

Choose visual style for text, Ay Der Wardan

WordArt Sty

A

Hinh 284. Thay déi hiéu iing 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 dbi kiéu dinh dang va hiéu
ung cho SmartArt.

% Cac 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
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Hinh 285. SmartArt Styles

3. Chon lénh Change Colors va chon Dark 2 Outline dé d6i mau cho SmartArt

” E‘E v
= Reset Convert
v | Graphic ~
|a
Accent 1
vy v w w w
‘\_/I_(D e = a2 - e
Accent 2
/-\—-—{_') —_— u— p— S
(3 -+ ) - -
[+
% Recolor Pictures in SmartArt Diagram

Hinh 286. P6i mau SmartArt

Chen Smart Art vao shide

4. Chon nit More va chon mét kiéu dinh dang dung san. Vi du ban chon kiéu Polished

trong nhdm 3-D.

Best Match for Document [

xE R E

3-D

v % Chen Smart Art vao slide

Hinh 287. Chon kiéu dinh dang Polished
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Cit va nén media

PowerPoint 2010 tich hop sin 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 khdng gian dia va giup khi nghe va
xem dugc muot ma hon.

Cit xén audio

Céac doan am thanh chén vao bai thuyét trinh d6i khi rat dai va ching ta chi cin mot doan nho
trong d6 dé minh hoa cho khan gia. Khi d6, tinh niang cat xén audio cua PowerPoint tro nén rat
hiru ich.

n Cac budc thuc nhu sau:

p

1. Chon audio can hiéu chinh. Vi du, ban chon audio hinh céi loa trén trong slide sé 7.
2. Vao Audio Tools, ngan Playback, nhom Editing, chon nat Iénh Trim Audio

BV Fade Duration
o &

| dijFadeln: 00,00

Play Add F Tri .
Bookmark Eookmarl Au iobsj | Fade Out: 00.00
Preview Bookmarks Editing

Hinh 288. 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 du, ban thiét 1ap Start Time Ia 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 Duration:  00:24,000
‘.DDD
00:00 = [ﬂ ] l > ] [ ",l 00:24| E:
Start Time End Time
[ Ok, ] [ Cancel ]

Hinh 289. Xac dinh doan am thich can trich ra

4. Nhan nit OK dé hoan tét viéc cit xén am thanh.
Cit xen video

Twonng tu cit xén audio, viéc cit xén video s& gilp ching ta loai bo dugc nhitng doan video kém
chit lwong, bi 16i khong hién thi khi thuyét trinh.
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n Céac budc thyc nhu sau:
:ul

1. Chon video can hiéu chinh. Vi du, ban chon video bén phai trong slide s6 8.
2. Vao Video Tools, ngan Playback, nhom Editing, chon Iénh Trim Video.

@ ‘;.cga Q@W Fade Duration

€] Fade In: 00,00
Play Add Remove Tri @
Bookmark Eockmar Vid Fade Out: 00.00
Preview Bookmarks Editing

Hinh 290. Lénh Trim Video

4r 4

3. Trong hop thoai Trim Video, ban thiét lap doan video s& can trich tai cac hop Start
Time va End Time.

Trim Video mlg

Welcorme bo Tune HEL e Duratiory 01100060

L f0:L1.8%
i |
o o] (o) [») e

| Carcel I

Hinh 291. Chon doan video can trich

4. Nhan OK hoan tét.

Nén audio va video
Ching ta c6 thé tang hiéu nang khi trinh chiéu bai thuyét trinh bang cach nén cac doan audio va
video nhdng trong bai.

‘ Cac budc thue nhu sau:

1. M& bai thuyét trinh ¢6 chaa audio va/ hozc video

2. Vao ngan File, chon Info, chon nhém Media Size and Performance va nhan nit Iénh
Compress Media.
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Home [Insert Design Transitions Animations Slide Show Review View Developer A
| [ & Optimize Media Compatibility
o ] ; . ;
g’w:y Are you planning to deliver this presentaticn on
another computer? Optimizing media compatibility

oo % Opt'T:;‘,Elvt‘_ can improve your experience.
DMpBIGY 1 media file can be optimized.

Risi 1 media file requires a network connecticn.
Before presenting, test this item in slideshow
mode to ensure you are connected.

Print Abcut media compatibility

Share

e Media Size and Performance
Help &4 Save disk space and improve playback performance
Rl by compressing your media files. Compression

E Add-Ins ~ c:qmgr might affect media quality.

) bty Media files in this presentation are 17 MB.

|z] Onptions S ) ) 2

| Preseteston Quality mmed regions,
Exit “'E‘&A Save space while maintaining overall berformance
audio and video quality,
7| Internet Quality
bﬁgd Quality will be comparable to media
which is streamed over the Internet,
B’ - hange any part of this
¥ .,J Low Quality
sl i§ Use when space is limited, such as
when sending presentations via e-mail,

Hinh 292. Lénh nén media

3. Chon mét kiéu nén media trong 3 tlly chon sau:

 Presentation Quality: Nén nhung bao luu chat lwong &m thanh va hinh dnh phim
mg muc tot nhat.

e Internet Quality: Nén véi chdr liwong trung binh, thich hop cho viéc chia sé trén
internet.

e Low Quality: Nén nhiéu nhdt, tao ra tdp tin ¢6 kich thuéc nhé nhdt nhung chdt
lirong media sé thap nhat so véi 2 kiéu nén trén.
Compress Media R X
Insal Soe VB  Staas

g i Camglete + 0,6 VE Saved

y .. 78
ooeeeng... 9%

Canpresson n pragress. rocessng 0fMce 2010- The Movie, mmy/,

L L L L L L L L L L L L L L Ll

| Cece |

Hinh 293. Cira s6 Compress Media
4, Vl',du ban chon kiéu nén Internet Quality va hop thoai xuit hién Compress Media
xuat hién thuc hién qua trinh nén cac am thanh va doan phim dang nhiing trong bai
thuyet trinh.

5. Khi nén xong, PowerPoint s& cung cip thdng tin vé két qua nén trong ctra s6
Compress Media. Nhan nut Close dé¢ dong cua so.
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Compress Media:

g | Khi thuc hién xong lIénh compress media cdc dogn audio, video bi cat bé bai
Iénh Trim Audio va Trim Video sé bi loai bo khoi bai thuyét trinh va khong
thé phuc hoi lai néu ban da thuec hién |énh heu va déng bai thuyét trinh.

6. Pinh dang bang biéu

Thay d6i kiéu dinh dang cia bang

ﬂ Céc buée thue nhu sau:

1. Chon bang can thay dbi kiéu dinh dang. Vi du ban chon bang trong slide 10.

5 phian mém
_tao bai thuyet trinh tot nhit

Pumess Dol Powr Ponl do Mceosaft plt R w00 ok phido trong
B MK rosat) Offiow, Powor Poinl 60n I phn s tyo i
et vk 300 ool 1 th) See e

Flash do Adobe phat tida. Too bal theerd tnnd D Flash 1)
thedm tidn cha vl chis & ra phit hanh txéa intemet do Flash
chay tadn ndn trnh dupdt wob,

Imyvim Tarpross 1y phiin sl mide o do Sen Mo domm phat
L. Drvos (6 m (4 thanh phin trong b Openofiice,

Kernote Koyruote &0 Appke 2o, phut tridrs b st thanh phin troog bo
Ik

Presontations  Pecrstations do Soft\aer phut trid. [e mde thanh phin trong
I St ket Offkce

—

Hinh 294. Chon hadng

2. Vao Table Tools, ngan Design, chon nhom Table Styles va nhap chudt vao nat More
dé m¢ rong danh sach cac kiéu dinh dang.

ThuchanhPowerPoint2010_Chap4.pptx - Microsoft PowerPoint \ TablE To0ls

nsitions  Animations Slide Show Review View Developer Add-Ins Acrobat ’ Design | Lay]
SE— — DU B A - =

————— &~ 1pt -|E

"""" uick 0

_____ S?yles v A~ | ZPencColorr T

Table Styles WordArt... & Draw Bord

More
Choose a visual style for the table.

Hinh 295. Chon Table Styles

3. Vidu, ban chon kiéu 1a Dark Style 2 Accent 1/ Accent 2
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B Cleat Tabie

Dars
—‘

= B

oo

7 Hinh 296. Chon kiéu dinh dang bang q
4. e trang tri thém cho bang, ban vao nat Effects, chon nhdm Shadow va chon kiéu

béng mo 1a Offset Diagonal Bottom Right.

L7 L% —
[d Effects '] | | Style== NS4
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|_| Reflection * ‘ ’ ‘ ]
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Hash do Adobe phat tnda. Teo bal thusét tink tén Hash ril
thisan tan cho ¥ chila 20 va phal Sanh (eén ot do Flah
gy Erin oner v duyt wely,

o m

ﬁphil‘l mém tao bai S set Diagonal Bottom Right‘ I phin mém mido pht do Sun Microsy stems phat

| firnvess s na 0 (i pelin trong B Open Office,

T —
ot trinh trén Flash rit

h trén internet do Flash “j (—' (—1
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bo OpenOffice. D Shadow QPltlons...
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ek

|| B Softaber Office.

Hinh 297. Thém béng mo cho bang

Thém hoic xbda dong, ¢t ciaa bang

ﬂ Cac budc thuc nhu sau:

1. Chon bang can thay ddi kiéu dinh dang. Vi du ban chon bang trong slide 10.

Frescovtations do SottMdser phat trdn, L met thanh phun troog:

2. Chon vao mét 6 trong bang ma ban du dinh chén thém dong, cot vao bén trai hoac bén
phai 6 chon. Vi du, ban chon 6 Flash

5 phan mem

tao bai thuyét trinh tot nhit

PowerPoint do Microsoft phat tndn, s midl thark phin rmg
b Microsudt Office. PowerPotert 360n 1 phiin mdim teo bat
Phard® trinnh § 8¢ nubdl trén th triéng.

Flash dir Adobxe phat tndn, Tyo b thardt tnnk 5 Hash rit
than 1ién cho v chiz % va phat hanh teéo intermet do Hesh
chgy tabnnén trmh byt woby

tmpress s phin sadm midn pht do Sen Microsy goms phat
. tnwoss [ midt thimh phin trong by OpenOfiice.

Koynote do Apple foc. phiat trides, b miot thanh phin troeg b
Wk

k\\amlmqmrm

Hinh 298. Chon 6 trong badng
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3. Vao Table Tools, ngian Layout, nhom 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

£ OFH ‘% - ‘.H' | Above Below
= CH ! !i"' Delete Columns

Delete Insert Insert Insert Insert =X Delete Rows
- Above Below Left Right || [}S
QJ Delete Table

Rows & Columns

Hinh 299. Chon Iénh chen hogc x6a dong, cét

4. Mubn x6a dong hozc cot thi nhan vao nat Delete va chon Iénh:
e Delete Columns: Xdéa cac cot dang chon
e Delete Rows: Xo6a cac dong dang chon
e Delete Table: Xo6a ca bang chira 6 dang chon

7. Pinh dang db thi

Cap nhat thong tin cho do thi

Poi khi ching ta can phai cp nhat hoidc x6a bot cac sb liéu cho do thi di trén slide. Phién ban
PowerPoint 2010 ho tr¢ rat manh vé mang vé do thi nén cac thao thac thuc hién rat don gian.

- Cac budc thye nhu sau:
L,I

1. Chon d6 thi trén slide can hiéu chinh sé liéu. Vi du ban chon db thi trong slide 11.
2. Vao Chart Tools, ngan Design, nhom Data va chon I1énh Edit Data

ThuchanhPowerPoint2010_Chap4.pptx - Microsoft PowerPoint Chart'Tools

Transitio | Animatio | Slide She Review  View | Develope Add-Ins | Acrobat Designl Layout Fo
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Selecdd  Edibamiafresh Quick Quick Draft
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Data Chart Layouts| Chart Styles| Maode

4

Edit Data

Show the data this chart is based
on.

Hinh 300. Lénh Edit Data
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3. Trong cura s6 Excel xuét hién, ban tién hanh thay ddi s6 liu, thém dong s6 liéu hodc
x0a bt so liéu cuia do thi. Ban dong cira s6 Excel khi hoan thanh cac thay doi bang
cach vao ngan File chon EXxit.

£ hart ih Ncrasaft PowerBontt « Microsalt £
n Heme  Buet  Pagesmout  Famdai  Data
: Information about Embedded Object
Bl sove s <
=4 Open
-l ¥ ! J Jote ') A
» b ]
" s ™ ol . A Avimen
QG B LU AN EEWE S Hecent
y - x-A EE ¥
Naw
1
5
nt
1 Trigh dovét Thi phitn 2009 e
2 Intermet Explocer 62 69| 2
3 | Firfox 24.61%| — oy
& Chrome
3 :Safan 15 Adddm -
8 Opera 13 Optian
7 Khi
& 3 range, drag lowee rignt comer of rangs b3 Bt
]

Hinh 301. Cdp nhdt sé liéu trong cira sé Excel

TOy bién dinh dang do thi

PowerPoint cung cép san rat nhiéu miu dinh dang dd thi dep mit cho ban tha hd lwa chon.
PowerPoint cho phép chung ta thay d6i mau sic cta cac thanh phan trén do thi, thém hoic bét
cac thanh phﬁn nhu cac duong ludi, cdc nhan, cac cha thich,... hoac thay ddi kiéu dinh cua ca d6
thi b?mg mot cl nhép chuot.

n Cac budc thue nhu sau:

1. Chon d6 thi trén slide can hiéu chinh sé liéu. Vi du ban chon db thi trong slide 11.
2. Vao Chart Tools, ngan Design

e Tai Chart Layout: chon kiéu layout muon thay doi. Gia sir ban khong thay
doi kiéu layout.

e Tai Chart Style: chon kiéu dinh dang d6 thi mudn &p dung. Vi dy, ban chon
lai kiéu dinh dang la Style 34.

3¢ Sho eue = Deverspos Aga Acrobat ¢ Lagous

& @ © z-mq-qpua-q-q._

®»

Hinh 302. Chart Layout va Chart Style

3. Dé thay doi kiéu do thi thi vao nhém Type trén ngan Design. Ban chon Iénh Change
Chart Type, hop thoai Change Chart Type xuat hién.’Vi du, ban chon ‘kiéu
Clustered Column va nhan OK khi @6 d6 thi hinh tron bién do6i thanh dang d6 thi
cot.
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Change Chart Type

Thi phan trinh duyét 2009

Internet Firefox Chrome Safari Opera

‘! ‘ll 'l‘v' | i“‘ AN ‘vul ~

[ sarage Terciates... | | get s Detist ot |

Explorer

@ Thi phin 2009

(e J (e ]

Hinh 303. Thay doi kiéu do thi sang dang cot

4. Pé thém hoic x6a cac thanh phan trén d6 thi, ban vao ngin Layout va chon kiéu
thanh phan can thém hodc x6a. Sau day l1a danh muc céc thanh phan trén do thi:

Bdng 6. Danh muc cac thanh phan trén do thi

Lénh Tén Chirc nang

-

o Chart Title An tya dé hozc cho hién tua dé db thi & cac & giira hoic phia trén d6
thi.
Chart
Title =
T Axis Titles An hogc hién ch thich cho céc tryc trén do thj va c6 thé chon chiéu
= cua van ban xuat hién trén truc tung.
Axis
Titles =
ul Legend An hoic hién chi thich cho d6 thi & nhiéu vi tri khac nhau.
Legend
i Data Labels ~ An hoic hién nhan dix liéu trén dd thi va tdy chon vi tri xuat hién.
Cata
Labels *
i Chart Data An hoic hién bang dix liéu cua do thi
== Table
Data
Table =
m AXes An hoic hién cac truc va cac nhan cua truc tung va truc hoanh.
Thay dbi don vi tinh cho cac truc
Axes
Chart An hoic hién cac duong ludi ngang va doc trén do thi
ﬁ Gridlines
Gridlines
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Chart

Chart
Floor =

3-D
Rotation

Trendline

Up/Down
Bars -

i
iy b

Error
Bars =

Plot Area Thay d6i hoic x6a mau nén cia viing db thi trong do thi 2-D

Chart Wall Thay d6i hoic x6a mau caa cac vach dang (Wall) trong do thi 3-D

Chart Floor ~ Thay doi hoic x6a mau nén (Floor) trong do thi 3-D

3-D Rotation M hop thoai Format Chart Area cho phép tiy chinh céc kiéu xoay

d6 thi 3-D

Trendline An hién cac duong xu huéng cua sé liéu trong do thi

Lines An hoac hién cac duong k& tir diém di liéu xuong truc hoanh hoic
duong noi gitra diém c6 gia tri thap nhat va cao nhat trong do thi
dang Line.

Up/Down An hogc hign cac thanh doc giira diém c6 gia tri thip nhat va cao

Bars nhat trong do6 thi dang Line.

Error Bars An hgéc hién céc thanh chi thi sy bién dong cua dit liéu so véi gia
tri hién thi.

8. To chirc cac slide trong bai thuyét trinh

Ban c6 thé Sap Xep lai thir tu cua céc slide trong bai thuyét trinh bét ky khi nao ban muén.
PowerPoint thiét ké ché do Slide Sorter dé thuc hién cong viéc to chirc va sap xép cac slide rat

thuan tién.

n Céc budc thuc nhu sau:

MG bai thuyét trinh can t6 chic lai.

Vao ngin View chon Slide Sorter. Man hinh PowerPoint chuyén sang ché d6 hién thi
Slide Sorter.

Dung chudt chon moét hodc nhiéu slide can thay ddi vi tri. Mudn chon nhiéu slide ciing
lac thi gitr phim Alt (chon cac slide lien nhau) hodc Ctrl (chon cac slide nam cach xa
nhau) trong khi nhap chon céc slide.
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Hinh 304. Slide Sorter

4. Giir trai chudt va kéo céc slide dén vj tri moi. Khi xuét hién duong k& dimg tai vi tri
mai thi tha trai chuot va cac slide dugc chon sé duoc di chuyén dén vi tri mai nay.

Pusiw Pyt 2013

Mrsrer s 20118

—— e
_—

e

Hinh 305. Sdp xép trinh tir cdc slide
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9. Heéi dap

Cau 1. Cho biét cach &p dung nhiéu Theme khac nhau trong mét bai thuyét trinh?

Tra loi:

Mot bai thuyét trinh c6 t6i thiéu mot theme duoc 4p dung. Ching ta cé thé d& dang sir dung nhiéu

theme khac nhau trong mot bai thuyét trinh. Mdi theme s& c6 mot bd slide master va slide layout
riéng, do vay bai thuyét trinh s€ cé nhiéu slide master bén trong.

Gia str, chiing ta s& tao méi mot bai thuyét trinh ¢6 ap dung hai theme khac nhau cho bai nay.

ﬂ Cac budc thuc hién nhu sau:

1. Mo PowerPoint va tao mai mot bai thuyét trinh.
2. Vao ngan View, nhom Master Views, chon Slide Master
3. Trong ctra s6 Slide Master:

e Chon slide master

e Vao nhom Edit Theme

e Chon Themes va chon mét kiéu Theme nao do6 tir danh séch dung san, vi du
ban chon Angles

Slide Master Home Insert Transitions Animations Review View Developer
g 2 C™ ‘ V) . nColors' ' i 3
5 8 E a o~ i 2 O B

Insert Slide Insert . | Master Insert 7] Footers | [Themes| — Background page Slide
Master Layout ‘%% | Layout Placeholder i v MEffectsvr b Setup Orientation ~
Edit Master | Master Layout | Afl Themes ™ L_
A i This Presentation A
| s
=i q
CL
........ | Custom =
« Sel
| Built-In
Aa

Enable Content Updates from Office.com...

Browse for Themes...

Hinh 306. Ap dung Theme cho Slide Master th? nhat

4. Chon chuét vao slide layout cudi ciing trong Slide Master thir nhat
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Hinh 307. Chon vi tri dé &p dung kiéu Theme thi# hai

5. Vao nhém Edit Theme, chon mot kiéu Themes khac tir danh séch cac mau dyng sin.
Vi duy, ban chon kiéu Grid. Khi @6 PowerPoint s& tu dong chen thém mét bo Slide
Master méi va ap dung Theme vira chon.

BllOEEHRYD- U |E3E 3| Presentationl3 - Microsoft PowerPoint = B 2

Slide Master Home Insert Transitions Animations Review View Developer Add-Ins w2 e

-

CLICK TO EDIT MASTER [erickto eait

Master

: I TITLE STYLE [uotitte styie

“m 4

Slide Master | “Grid" | <5 |

| B2 s 0O—U——@) [
Hinh 308. Hai Slide Master trong bai thuyét trinh

6. Khi d6 trong ctra s6, Normal khi chén slide mai thi PowerPoint s& liét k& 2 nhom
Slide Layout cho ban lya chon.
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\:I = Layout ; x| B
£5 Reset

Mew AV. AL '

slider 'S section- | B £ U S abe AV- Ap- | A

Title Slide Title and Content Section Header

Two Content Comparisan Title Only

Blank Content with Picture with
Caption Caption

Grid

Title Slide Title and Content Section Header

Twao Content Comparison Title Only

Hinh 309. Chon layout tzr 2 kiéu Theme khi chén slide mdi

Cau 2. Cho biét cach sao chép nhanh tdt ca cac hinh cé trong bai thuyét trinh
Tra loi:

Ching ta c6 thé sao chép tat ca cac hinh da chén vao PowerPoint 2010 rat nhanh chéng.

% Cac budc thuc hién nhu sau:

1. Pong bai thuyét trinh can chép céc hinh, vi du nhu chung ta s& trich hét hinh trong tap
tin ThuchanhPowerPoint2010 _ch4.pptx.

2. Vao trinh quan ly Windows Explore (nhan phim tt la Windows+E) tim dén thu myc
chtra bai thuyet trinh.

=
iE]F‘u:uwerF‘u:uinI::ZIII1III.|:||:u:>c
] powerPoint2010_Phu luc, docs Create Shorkcut
kel PowerPaint 20105ample.ppbx Delete

[/ PPTFAQ.chim W
— I
.':IJQP"DD':X Properties

I ThuchanhPowerPaintz010 _Ch4.ppt:®

Hinh 310. Lénh Rename

3. Nhiap phai chuét Ién tap tin va chon 1énh Rename, ban thém .zip vao sau tén tap tin.
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1] poveerPoint 2010, docs
1] powwerPoink2010_Phu lue,doc:
@Pﬂwerpaint Z0105ample. ppkx

I PowerPaink2010, docx
] powerPaint2010_Phu luc.docx
IIl_zl]F‘owerF‘c'int 20105ample. pptx

[ PPTFA.chm (& FPTFAG. chm
i/ Qi pptx 4]0 pptx
hsl_] ThuchanhPowerPaint2010_Chd.pptx. zip) | BE ThuchanhPowerPaintz01 0_Che.pptx. zip

Hinh 311. Tdp tin da duwoc thém .zip vao

4. Nhap trai chudt hai lan dé ma tap tin .zip nay bang trinh giai nén trong may cua ban.
Néu may ban chua c6 chuong trinh giai nén nao thi c6 thé tai mét chuong trinh 7zip

mién phi tai dia chi http://www.7zip.com

7R D:\Books 2010XThuchanhPowerPoint2010_Ch4. pptx.zipk

File Edit Wiew Favorites Tools Help

R N

Add  Extract Test Copy Mowe Delete Info

S=1ES

T (@ 0:\ocks 20101ThuchanhPowerPoint2010_Ch4 pptx.zip v
Size Packed Size  Modified Created Accessed
2 366 1115
21250 990 20 885 503
593 245
= [Contert_Ty... 6675 705 1980-01-01 00:00
< >

0 objeckis) selected

Hinh 312. Nhitng ngi dung chera trong tdp tin PowerPoint

5. Ban vao thu muc ppt trong cira s6 chu0’ng trinh glal nén 7zip. Trong thu muc ppt co
chira rat nhiéu thu muc con bén trong va trong s6 d6 c6 mot thu muc tén 1a media

dung dé chira tat ca cac hinh anh, phim, 4m thanh, ...
thuyet trinh.

ma ban da chén vao trong bai
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D:\Books 2010 ThuchanhPowerPoint2010_Ch4. pptx. zip\ppt}

Fil= Edit Wiew Faworites Tools Help
b owm v o w XA
Add  Extract Test Copy Mowe Delete Info
? |E] D:Books 20104 ThuchanhPowerPoint2010_Ch4ppbx.ziplppth, hd
Mamne Size Packed Size  Modified Created Accessed
C)charts 3 650 1 4&0
[ diagrams 244 909 25115
[ embeddings 11 457 11457
20 805 057 20 799 736
[CnotestMasters 7921 1813
[ notesslides 6321 2789
| slideLayouts 47 326 13709
() slideMasters 15092 2732
(=) slides 63 095 19731
[Ehtheme 15 873 3209
) _rels 2467 372
|2 presentation, ., 3613 ee%  1980-01-01 00:00
Ig,l:ahleSt}.-’lEs.)(I‘nl 16 373 1514 19580-01-01 00000
= presProps, =ml @50 411 1930-01-01 00:00
=] viewProps,xml 986 420 1980-01-01 00:00
< l 3
1 objeck(s) selected 20 805 057 20 805 057

Hinh 313. Thur muc media nam trong thu muc ppt

6. Chon thu muc media va nhin vao nit Extract dé chép thu muc nay ra ngoai. Ban
chon noi chira thw muc media trong hop thoai Copy va nhan OK.

o= v o o= X i

Add  Extract Test Copy Mowe Delete Info

? Copy E

Marne
S charts Copy to:
() diagrams |D:\Books 20104 b | [j
[ embeddings
ﬁmedia Folders: 1 [ 20 805 057 bytes )
[C)notesMasterd

[:\Books 201 04T huchanhPowerPaint2010_Chd.ppts. ziphpptt
[ notesslides medial,

() slideLayouts
() slideMasters
[ slides
[Stheme

3 _rels

|| presentation,
|2 tableStyles x [ UK[: ’ Cancel
|=] presProps. xn

<@

|=| viewProps.

< |

1 object{s) selected 20 805 057 20 805 057

%

Hinh 314. Chép thu muc media ra khoi tdp tin PowerPoint

7. Khi d6 thu myc media d& dugc chép ra ngoai va ban hdy dong chuong trinh giai nén
7zip lai. Sau do6, ban hay doi tén tap tin PowerPoint tr¢ lai nhu ban dau.
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Bl Lt Pew Fgortes Iock teb
Dtk = L) (T sewer | rodes [T KR) okt e

A |23 D fBocks 2010meds v B

#) Crder pords onkee

:@l'nlmr Tanks '-‘ ‘-1
J Yewis s sids som a a ‘: l

& Priot et

haghat: Fdohato2 mage. magel
EJ Copry o v ) CO sl Zane o o
-

File and Fobder Tasks N\ .
J Mabke 8 newy foider - ¢ o r’
@ Fubiich the fedder to '

e Wob
Sl Shae this (okder o3 pg raged peg mageS ong mageb.mré
Other Places _

Books 2010
o e :::7
2 My Pl

-
198 o My Covgater

¢

Hinh 315. C&c hinh danh, phim trong thu muc media

Cau 3. Huwéng ddn céach tgo watermarke cho céc slide?

Tra loi:

Ching ta co6 thé dung hinh anh, Textbox hoic WordArt dé lam watermark cho céc slide trong bai

thuyét trinh.

Céch 1. Dung hinh lam watermark

1 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 d6 Slide Master dé thuc hién cac Iénh.
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= —
bovert Picture from File

| dnsert = micture fiom a e,

!0 Press £1 for moce help,

Home | Insert | Design  Trantitions Animation:  ShdeSnow  Review  View Developer  adddm
| (R S Ant P Shapes - - o8 | A .-,] 3; Q "
e Co =
e Sureenyhot + B smanan e —_ 4
. 2 t Test  Meader Worgart Symbols  Meds:
N Fhoto Album = - gl Cnadt Box & Footer . .

Musrations

Linky Test

;

lé mot tap tin ma trén do ban lam viéc

= Workbook cé thé chira nhiéu
w%rkgheet (bang tmh)1 dovaybanco

(tinh toan, vé 4o thj va luu trir d ligu.

chire, luu trlr nhiéu loai théng tin
co lién quan voi nhau chitrong mét tap
tin (file).
S6 lwgng worksheet bj gidi han bdi bd
nhé may tinh.

Workbook

Hinh 316. Chon slide can thém watermark

2. Vao ngan Insert, nhom Images, nhap Iénh Picture, tim dén hinh can lam watermark
va nhan nat Insert. Vi du, ban chon hinh Background06.jpg

Look iy 2 Mitrrecdiy v @- Xyd-
Yoy e it Sy A- Ss—— T ™ -~
fe) A
o 01, 240, 213 0 - 2.
@ e 01, 1pg Arema10.9G D213 PG BackgroundOl g BadkgroundlZ g
My
‘Jw . )
My A
“‘cnranv \(
gmmm
Fiaces - -
EBadgrondiyipg Bachgrounddd, py Backgrourd(s, ng [Bacig ol g Sadground)” g
3 = s =
[ws ] Ofﬁce 1 Office Qv
Otficel ogo. g Cifceloine. py ~
Fie pane: v
Fles cF LDt pctures (. omf* werd 1 pgr” o P o™ pog® b * di® e ™ of 1% o a1 * ey * wi
Toks _~ I =

Hinh 317. Chon hinh lam watermark

3. Diéu chinh lai kich thudc hinh vira chén vao ciing nhu vi tri s& dat hinh trén slide.
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® L3 mot tap tin matrén do6 ban lam viéc

L
:d:.
gtin
, tap
t 1
B g D6
I. | ok

Hinh 318. Piéu chinh kich thuéc va vi tri hinh

4. Vao Picture Tools, ngan Format, nhdm Adjust.

e Chon Color, vao nhdm Recolor va chon mét kiéu trong d6, vi du ban chon
kiéu Green, Accent color 4 Light vi né kha gan vi mau nén cua slide nhat.

o e —
el e e e e e

w e e 4w W

e » »
‘ L

3% More Variations
[ Green, Acttent color 4 Lightl
& SetTransparent Color
i @ Picture Color Options...
e e ol S S p—

8w Color ~| By “‘ dl il a ; v | < Picture Effects + [ Send Ba

oW W W Am@ ; |

éyout > "1:’.} Selectiorn

I Arr
|

4 trén d6 ban

o 2

Oy
A

Hinh 319. Chon kiéu Recolor

e Chon Correction vaqchon tir nhdm Brightness and Contrast mot kiéu nao
do, vi du ban chon kiéu Brightness: 0% (Normal) Contrast: 0% (Normal).
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g 3 ] - 7 i v C i -
I i Corrections = | = E | = LZ Picture Border 3 Bring Forward

=

o d A

s | (o] RN y o’ - .
Sharpen and Soften | » | Picture Effects ~ | [y Send Backward ~ I—E
;;] ¥ ;—; Picture Layout ~ EI} Selection Pane 5
U u U ﬁ M’ Arrange
- = |
Brightness and Contrast |
3

N7 44 ok &
AR
u, [ BrigMé [Normal} Contrast: 0% (r\‘lormaI] |

| Vi Picture Corrections Options..,

- L mot tap tin méﬂrén do banlam y}j
[ T L

[l | S o

BLtys sam ear uae At B

Hinh 320. Chon kiéu Corrections

e Chon nut Remove Background, va chon ving hinh can giit lai, nhdn Keep

Changes dé chip nhdn cac thay doi. Két qua nhu hinh sau.

Side Shaw View Famuat

d i L3
@ @ @G 8 v
Mark Aramt Mark Sremy Owiete  Oncarg Al K
toKetg to Remowe  Mark Changes €h
£ Cleae
TS S
Sdemy | :.“ii L 1| Close Background Removal 4nd Keep Changes &
1 3 = iose Background Remave and keep ol
SV | manges
0= e o 5F = | a mot tap tinma trén do ban lam vig
(i S
A
o
[t P
t-mwA;:‘d gus = -
e L %
= g f hrgn o 0
o K
Werbhooh
|
| 1|
| 5l
\3 "o B e |

Hinh 321. Logi bé nén cua hinh

Picture Tools, chon Send Backward va chon 1énh Send to Back.

5. Sau khi diéu chinh hinh xong, ban vao nhém Arrange trong ngin Format cia
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® | 3 mo6t tap tin ma trén do ban lam viéc
(tinh toan, vé& do thi va lwu trir dir liéu.

= Workbook cé thé chira nhiéu
worksheet (bang tinh), do vay ban cé

co lién quan élnh
tln (file).

thé t6 chirc)lwu trik n ;(Ioalthongtln

trong mét tap

{01 han béibo

Workbook

Hinh 322. Hinh lam watermark cho slide

Cach 2. Dung vin ban lam watermark

q Cac budc thuc hién nhu sau:

W/

1. Trong ché &6 Normal, ban chon slide can thém watermark

2. Vao ngan Insert, nhdm Text, chon WordArt

TCEIEEN E

hart | Hyper Text Header \WordArt|
Box & Footer| ~

Links

E

® | 3 noilwu trir va

duoc té chirc tha
dong.

5 Gl w TC ¢

| Date Slide Object = Equation Syml
| & Time Number ¥

/A
/)

[\/ A

Jlf_,l

né con duoc goi
worksheet chi¥a 1 A A A A

AAAA

= M6t Worksheet c

adient Fill - Blue, Accent 1, Outline - White, Glow

va 1,048,576 don

J TN L

AAAA.

Hinh 323. Chon kiéu Gradient Fill — Blue, Accent 1, Outline — White, Grow — Accent 2

3. Nhap vio vin ban 1a “Watermark Demo”. Nam vao ndt tron xanh bén trén WordArt
va xoay theo nguoc chiéu kim dong ho.
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B | 3 noi lwu trlr va lam viéc voi dir liéu, B | 3 noilwu trlr va lam viéc v/dldu liéu,
no6 con duoc goi la bang tinh. M6t no6 con duoc goi la bang h’nho!vlgt
worksheet chira nhiéu 6 (cell), cac 6 worksheet chira nhleU/o (@)/cac o}
duoc té chire th@nh cac cot va cac duoc té chirg thanh’ \./otva cac

ung dong %\/ C®

'Ilyytauta.ecmm. a‘ de.D e1m3@4Icot = M6t Workshéet, 'bga/ duoc 16,384 cot
“va 1,048,576 dong va 1 04&57‘

’0 o
Worksheet \Y\ Worksheet

Hinh 324. Xoay WordArt

4. Vao nhom Arrange, chon Send Backward va chon Iénh Send to Back. Tuy nhién,
noi dung phi trén WordArt doc chua dugc rd. Ban vao nhom WordArt Styles, chon
Text Fill va chon lai mau nhat hon.

‘ [Text Fill ~| 5 Bring Fory

ne. A ;“‘ * | Theme Colors te
= H EN BN

ts ~ .

" ordArt Styles il
I I I breen Accer]

Standard Colors

; . . mnm EEEEE
B LanoileutrlFvalan  woru
né C(‘)n dU'Q'C gOI Ié t 39 More Fill Colors...
worksheet chira nhi¢ @ Fpicture..
duoc té chirc thanh | @ Gradient »
Texture >

dong.

= Mot Worksheet{}rua duoc 16,384 cot
va 1,048 S'QBCdong

& ol
[ Worksheet

Hinh 325. Chon mau chiz cho WordArt

Cau 4. Xin cho biét cach tao mét mdu template?
Traloi:
PowerPoint cung cap san rat nhiéu mau template, tuy nhién ching ta cd thé ty tao nhitng template
dic thu caa riéng minh va dua vao PowerPoint dé sau nay sir dung. Mot mau template bao gom
nén slide, b mau, b font, cac layout cua slide, hinh anh,... Do vy, ching ta s& tao mot template
mau gom:

e Mot background t6 mau nén kiéu Gradient

e Chén mot hinh lam wartermark.

e Dinh dang cho cac placeholder Master title va Master text trén Slide Master
Sép xép lai céc placeholder Header & Footer trén Slide Master.
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* Cac budc thuc hién nhu sau:
)

1. Mo PowerPoint va chuong trinh s& tao mai mot bai thuyét trinh tréng.

la Wl o Do

Click to add title

Hinh 326. Bai thuyét trinh tréng
2. Vao ngan View, nhom Master Views, chon Slide Master.

BlGda O Q) |5 Presentatond - Micosclt PowerPoimt

[&] For

As L_” | & =! A h

T Click to edit Master title style

* Click to edit Master text styles

- Second level
* Third leved
- Faurth leyel

» Péth level

"

Skde Maces Offxe Themne HEQS o - + 53
E

Hinh 327. Bai thuyét trinh trong trong ché dé Slide Master

3. Vao nhom Background, chon Background Styles va chon Format Background...

hop thoai Format Background xuat hién, chon ngan Fill:
e Chon kiéu Gradient fill
e Tai Type chon kiéu Radial
e Tai Color chon mau xanh Aqua, Accent 5, Darker 50%.
e Tét cathong sb khac giir nguyén

e Nhén Close dé chip nhan
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{Zf] Format Background...

Format Background

Gradient stops

Color
Brightness:

Transparency:

- Fill
Picture Corrections O solid fill
Picture Color (& Gradient fil
Artistic Effacts O Picture or texture fil
O Pattern fil
Preset colors:
Tipe:
Direction:

@:ﬂ:ﬂ

Position: -

J_
J—

II

[ Close

| [ Apply oAl

Hinh 328. Ty chinh mau cho Gradient

4. Vao ngan Insert, nhom Images, chon Picture, chon hinh Background06.jpg va chén

vao Slide Master.

e Diéu chinh kich thuéc hinh lai va dit nim & gdc trai cua slide.

e Vao Picture Tools, ngan Format, nhom Adjust, chon Remove Background

dé loai bo nén cua hinh.

e Vao nhdm Arrange, chon Send Backward va chon 1énh Send to Back.

Click to edit Master tltle style

0 Cﬁck to edlt Master text styles

Hinh 329. Chuyén hinh thanh watermark cho Slide Master

5. Chon placeholder Master title trén Slide Master
e Vao ngan Home, nhom Font, chon lai Font chix 1a Arial, co chit 1a 44
e Chon mau chir 1a Dark Blue, in dam (Bold) va c6 dd bong (Text Shadow)
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= J)
x )

i
i Click to edit Master title style

[T o S—

Hinh 330. Binh dang cho Master title trén Slide Master

6. Chon placeholder Master text trén Slide Master, vao ngan Home, nhém Font, chon
lai Font chir 1a Arial, mau chir Ia mau xanh (Blue)

Cllck to edlt Master tltle style

Hinh 331. Dinh dang Master text va sdp xép Header & Footer

~

Sap xép va thu nho 3 placeholder cia Header & Footer.

o

Vao ngan Slide Master, chon 1énh Close Master View.

9. Vao File, chon Save As, hop thoai Save As xuat hién
e Dat tén tap tin Template tai hop File name
e Chon Save as type la PowerPoint Template (*.potx)

e Nhin Save dé luu

10. Cac gemplate tu tao s€ dugc PowerPoint luu vao thu muc Template va khi ban tao bai
thuyet trinh maéi theo template nay thi tim n6 trong nhdm My template
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Recent

Help

] Options

£d Exit

presentation temp

Office.com Templats

Blank Rec

My templates | New
existy

A== New Presentation

Personal Templates '

@Kindergarten diploma.pot
@Meple design template.POT
@Milastone summary report.pot
% MyTemplate. pokx
@Presentationz. s
@Presentation&potx
@Product-service evaluation plan.pot
@]Sales call agenda. pot
h;ﬁ]Training.pol:x

@World in hand design template.pot

Hinh 332. Chon My templates dé truy cdp vao cac template ti tao hodc tai tir internet

(C TR
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Chuong 5
Lam viéc véi cac hiéu ung, hoat canh

Ngi dung

1. Hiéu trng cho van ban

2. Sao chép hiéu trng

3. Sap xép trinh ty thuc thi hiéu ung cho

4. Hiéu ung cho hinh anh, shape

5. Hiéu trng cho SmartArt

6. Thiét lap hiéu tng va tly chon cho 4m thanh va doan phim
7. Hiéu tng cho bang biéu

8. Hiéu tng cho db thi

9. Xda bo hiéu tng cua cac déi twong trén slide

10. Hiéu &ng chuyén slide

11. Tu dong hoé bai thuyét trinh

12. Tao cac siéu lién két va cac nat 1énh diéu hudng trong bai thuyét trinh
13. Hoi dap
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C 4c hiéu (rng va hoat canh cho cac d6i tugng trén slide 1a cach tét nhat gilp ban nhan manh
Va0 céc thong tin cung cap trén slide, diéu khién dong thdng tin trong bai thuyét trinh va
gitp ngudi xem cam thay thich tha hon d6i véi bai thuyét trinh cua ban. Ban c6 thé &p dung hiéu
g vao cac ddi tugng trén ting slide riéng lé hoac thuc hién céng viéc nay trong slide master va
cé4c slide layout nham tiét kiém thoi gian.

PowerPoint cung cap rat nhiéu hiéu ang va duoc chia 1am 4 nhom:
« Hiéu &ng Entrance. Cac ddi twong ap dung hiéu Gng s& xuat hién trén slide hodc c6 xu
hudng di chuyén tir bén ngoai slide vao trong slide.

» Hi¢u uing Exit: Cac dbi twong ap dung hiéu ting s& bién mat khoi slide hodc c6 xu hudng
di chuyén tu trong slide ra khoi slide.

« Hiéu ing Emphasis: Nhin manh ndi dung ap dung hiéu tng
« Hiéu tng di chuyén: Hiéu tng lam cac d6i twong di chuyén theo mot duong di qui dinh
trude (Motion Paths).

Ban c6 thé tuy y &p dung mot hay nhiéu kiéu hiéu wng cho mét dbi twong. Ngoai ra, ban con co
thé thiét Iap cho cac &m thanh kém theo hiéu ung.

Trong chwong nay, chiing ta s& cing nhau tim hiéu cac loai hiéu wng va céc kiéu hoat canh cho
Text, hinh anh, shape, bang biéu, db thi, Smart Art, slide... dé 4p dung vao bai thuyét trinh dién
cua minh. Nhin chung khi p dung hiéu @ng, chiing ta can chi y cac diém sau:

e Chon kiéu hiéu tng: 4 nhdm hiéu tng da néu trén

e Thiép lap cap d6 ma hiéu ung s& &p dung 1én dbi twong: ca dbi tugng hay ting thanh phan
cua d6i tugng. Thiét lap hanh dong cho ddi twong sau khi thuc hién xong hiéu tng: doi
mau, bién mat,...

e Thiét lap thoi diém, téc do va sb lan lap cua hiéu ung: khi nhap chuét hay 1a tu thuc hién
sau mot thoi gian qui dinh, thuc hién hién hiéu ung ddng thoi hay sau mot hiéu wng khac,
tdc do thuc hién hiéu ung nhanh hay cham.

e Thiét lap thu tu thuc hién hiéu tng cua déi tuong so véi cac dbi tuong khéc trén slide
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1. Hiéu wng cho vin ban

Vin ban (Textbox) 1a dbi twong duoc s dung nhiéu nhat trong bai thuyét trinh. Do vay,
Powerpoint xay dung san rat nhiéu kiéu hiéu tng rat thi vi cho ddi twong nay va ching ta cé thé
thiét lap hiéu ung dén ting dong, ting chit hoic ting ky tu trong doan van ban. WordArt thyc
chat ciing 13 van ban nén cach ap dung hiéu ung cho dbi twong ndy hoan toan tuong tu Vi
Textbox. Do vay, phan nay chi minh hoa ap dung hiéu tng trén déi twong Textbox.

-

« Click to edit Master text styles

— Second level
* Third level

— Fourth level
» Fifth level

Hinh 333. Cac cap dé cia van ban trong Textbox

Bang 7. Tuy chon hiéu #ng 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 thyc thi hiéu tng mot lan

Tét ca cac doan van ban (dong) trong Textbox thuc thi hiéu ¢ng riéng le
nhung dién ra dong thoi.

Thyc thi higu img dén céc doan van ban thudc cap thir nhét trong Textbox.
Céc dong la cap con cua cap thir nhat khdng ¢o hiéu tng riéng.

Thyc thi higu tmg dén cac doan van ban thuc cap thir hai trong Textbox.
Cac dong la cap con cua cap tha hai khéng co hi¢u tng riéng.

Thyc thi higu img dén cac doan van ban thudc cap thir ba trong Textbox.
Cac dong la cap con cua cap tha ba khéng co higéu ung riéng.

Thyc thi hiéu Grng dén cac doan van ban thudc cap tha tu trong Textbox.
Céc dong la cap con cua cap tha tu khong co hiéu ng riéng.

Thuyc thi hi¢u ing dén cac doan van ban thudc cp thir nim trong Textbox.
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Bang 8. Tuy chon hiéu #ng cho céac tur trong cdac dong van ban

Dong vin ban M6 ta

All at once Ca dong thyc thi hiéu tng mot lan
By word Thuc thi hiéu tng dén mdi tir trong dong vin ban
By letter Thuc thi hiéu tng dén mdi ky tu trong dong vin ban

Chung ta s& thyc hanh ap dung hiéu img cho cac doan van ban (Textbox) trong slide s6 3 “Cac
kiéu hién thi” cua bai thuyét trinh da tao trong phan trudc.

1 Cac budc thuc nhu sau:

1. Trong ché do Normal View, ban chon hop van ban can &p dung hiéu tng. Vi dy, ban
chon hop van ban bén trai trong slide so 3.

Nhiing Kieu hi¢
L " =
>Presentation Viev.s _>Master Views
:}F{’
. W ‘K« Slide Master
"*Slide Sorter = Handout Master
o= Notes-Page = Notes Master

" = Reading View

Hinh 334. Chon hép van bdn

2. Vio ngin Animations trén Ribbon, nhém Animation va nhip chon nit More dé mo
danh muc céc hiéu rng.

x | Kk r kX x|

Nong

Appear Fade Fly In Float In -
Animation

ffect
tions

Hinh 335. Cac hiéu iing dung san

3. Viduy, ban sir dung hiéu ¢tng Entrance véi kiéu Fly In trong hop Animation Styles.
Khi d6 hop vin ban trén slide xuét hién thém sb tha tu 12 1 & dau mdi dong van ban.
Diéu ndy c6 nghia day 1a hiéu tng s& dugc thyc thi dau tién trén slide va khi thuc hién
hiéu rng thi PowerPoint s& cho xuat hién dong thoi cac dong trong hop van ban.
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None &
None r " - o
Entrance .\hllng l\'ll'll
A A < " °
* C = o hid B 3 Presentation Views >Master Views
Appear Fade | Fl; Float In Split . ‘
— b 2 | . g = Slide Master
S = % ;
K f( * X s - Slide Sorter « Handout Master
Wipe Shape Wheel Random Bars  Grow & Turn 2
o e x . » Notes Master
*O® (
Zoom Swivel Bounce v
B More Entrance Effects..,
}ﬁk More Emphasis Effects...
W= More Exit Effects...
¥% More Motion Paths...

Hinh 336. Chon kiéu hiéu g Fly In

4. Ban chon nat Effect Options trong nhdm Animation va chon kiéu Fly In tir danh
sach. Ban c6 thé ré chudt Ién cac kiéu hiéu tng Fly In va xem két qua thé hién trén
slide trugc khi quyét dinh chon. Vi du, ban chon kiéu From Bottom-Left c6 nghia 1a
doan van ban s€ bay tir goc dudi bén trai 1én vi tri cia nd dugc dat trén slide.

.nJ"
~ bid¢ ) 7w - ' ‘

T
st sdd
* loptiom ~  sevmatian + % A

Sofit flpe Shape

Nhiing Kiet Rrem Q@ ronmoen
»MasterV ‘ PromTes
- : ' From Teg-Right

o

g— v
jen s 2 3 Fram Bote
. ],\'o - *
Slide Sorter Prem Bottom.Right
e i
Rﬂdlng W Saquence

Ay Ore Object

S A MO0t

Hinh 337. Effect Options

5. Néu thy cac kieu hiéu ung khong trong hop Animation Styles con it qua, ban chon
tiep ndt More Entrance Effects... trong hop nay. Khi do, hop thoai Change
Entrance Effect xuat hién vaéi hon 30 kiéu hiéu ing cho ban lua chon.

e Tich chon vao hop Preview Effect roi nhap chudt vao tén cac hiéu ung va xem
ket qua thé hién trén slide.

e Sau khi chon dwgc mot kiéu vira ¥ thi nhan nat OK. Vi du, ban chon lai kiéu
Flip
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Change Entrance Effect

Subtle A
¥ Expand # Fade

f Sl .f' Zoom

Moderate

#¥ Basic Zoom F Center Revolve

# Float Down # Float Up

iy Grow & Turn # Rise Up

A% spinner

Exciting

I Basic Swivel #* Boomerang

# Bounce F Credits

F curve Up # Drop
e (o) ] e

Y Pinwhe S spiral In

r Whip =

[#] Preview Effect [ ox ]| cocm |

Hinh 338. Thay doi kiéu hiéu iing
Cac tuy chon hiéu trng nang cao cho vin ban
Pé thiét lap céc théng sé hiéu tng nang cao cho hop vian ban. Ban vao nhdm Advanced

Animation va chon nat 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 Click \ /|

Start With Previous

& start After Previous
Effect Options...
Timing...

Hide Advanced Timeline

Remave

% &=

77 Trigger
Add

Animation ~ ¥ Animation Painter

Advanced Animation

SEcondsv<|E|' 2 1 4 13
4 b

Hinh 339. M¢ khung Animation Pane
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‘ Thuyc hién céc tiy chon nang cao nhu sau:

1. Chon lai hop van ban bén ’tréi trong slide s 3. Khi d6 trong ngan Animation Pane,
hiéu ing da thict lap cho doi tuong tuong rng trén slide cling duoc chon.

2. Nhap chudt vao nit () bén phai tén ciia di tugng dang chon dé mé danh séch Ienh.
Ban hdy chon Iénh Effect Options... hop thoai tuy chon cho hiéu ung Fly In xuat hién.

Fly In ?)x)

Effect | Timing | Tesxt Animation

Sektings

Direckion: From Bottom-Left

Smoakh skart: J 0 sec g

Smooth end: J 0 sec g

Bounce end: J 0 sec i
Enhancements

Sound: [Mo Sound] w \E

After animation: | Don't Dim

Animate begxt: All st once

[ QK ][ Cancel ]

Hinh 340. Tuy chon cho hiéu #ng Fly In
3. Taingan Effect:

e Nhom Settings:
= Direction: thié‘t lap hudng bay nhu trong tuy chon Effect Options da
thuc hién ¢ phan trén.
= Smooth start: hiéu &ng thuc hién cham luc dau
= Smooth end: hiéu tng thuc hién cham luc cudi
= Bounce end: hiéu (ng rung lic cta d6i tugng luc cudi. Vi du ban thiét
lap Bouce end la 0.5 giay (0.5 sec).
e Nhdém Enhancements:

= Sound: qui dinh c6 érp thanh hay khong khi thyc hién hi¢u ang va di@j:u
chinh 4&m lugng tai biéu tugng hinh loa bén canh. Vi du, ban chon kiéu
am thanh la Camera.

= After animation: thiét lap hanh dong cho d6i tugng sau khi thyuc hién
xong hiéu trng. Vi du, ban chon More Colors... va chon mau xanh la
cdy. Nghia 13, doan vin ban s& dbi sang mau xanh sau khi thyc hién
ung.

= Animate text: thiét lap pham vi anh huéng caa hiéu tng dén ca dong
(All at once), ting tir (By word) hodc tung ky tu (By letter) trong cau
kém theo thoi gian chd. Sé phan tram cang cao thi khoang thoi gian
cho cang 1au. Vi dy, ban chon kiéu By Word va thoi gian cho 13 10%
gitra c4c tur.
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Fly In eI

Effect | Timing || Text Animation

Settings
Direckion: From Botkom-Left
Smonoth stark: J 0 sec S
Smooth end: J 0 sec 3
Bounce end: J 0.5 sec] 3

Enhancements

Sound: Camera w

After animation: w
Animate kext: By word -
1 = | % delay bebween waords
I (04 l [ Cancel ]

Hinh 341. Thiét lap t0y chon cho ngan Effect

4. Taingan Timing:

Start: sy kién thuc hién hiéu tng nhu 1a chd nhap chudt (On Click), hiéu ¢ng
s& dién ra d6ng thoi véi hiéu tmg trude d6 (With Previouse) hay 1a hiéu wng sé
di&n ra sau mot hiéu tng nao d6 (After Previous). Vi du ban chon kiéu After
Previous. Luu ¥, mic du ta chon 13 After Previous nhung khi ban nhip chuot
thi hiéu @ng van sé thuc thi du chwa dén thoi diém vi hiéu lénh nhap chuot
duoc mac dinh wu tié€n hon.

Delay: thiét lap thoi gian cho trudc khi higu tng bat dau thyc thi. Vi dy, ban
thiet lap thoi gian cho la 2 giay.

Duration: thiét 1ap thoi gian hay toc do thyc hign higu ung. Vi du, ban chon
toc do thuc hién la 2 gidy (2 seconds (Medium)).

Repeat: thiét 1ap s6 lan thyc thi lap lai cua higu tng. Vi dy, ban chon None dé
cho hiéu ng chi thuc hién mot lan.

Tich chon Rewind when done playing néu muén déi twong bi tra vé noi xuét
phat sau khi thuc thi hiéu (ng.

Triggers: gitt mdc dinh khong tly chinh, ching ta s€ thao luan vé Trigger
trong phan sau.

5. Taingan Text Animation:

Group text: thiét 1ap cap do van ban trong hop Textbox dugc ap dung hi¢u
ung. Van ban trong Textbox bén trai c6 2 cap va ta mubn ap dung hiéu tng
cho mdi dong trong vin ban d6. Do vay, ban chon Group text la By 2nd
Level Paragraphs.
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o Automatically after: thiét lap thoi gian chd trudc khi thuc hién hiéu ung, day
chinh la Delay bén ngan Timing.

e Animate a}ttached shape: chi xuét hién khi ban dinh dang shape cho hop van
van. Va neu tich chon tdy chon nay thi shape s& thuc thi higu ng trude, sau do
ma&i dén céc hi¢u ung cua van ban chira trong shape.

e In reverse order: cac hiéu ung sé thuc thi theo tfinh tu nguoc lai, vin ban cod
nhiéu dong thi s¢ thuc thi hiéu ing cho dong cudi trude, dong dau s€ thuc thi
hiéu tng sau cung.

Fly In @E|
Effect | Timing | Text Animation

Group kext: |By 2nd Level Paragraphs  w

[] automatically after |2 % | seconds

I Ok l l Cancel

Hinh 342. Thiét ldp tly chon ngdn Text Animation
6. Nhan nat OK sau khi thiét 1ap céc théng sé.

7. Néu céc hiéu tmg 1a don gian thi ching ta c6 thé thiét lap nhanh céc thong sé vé hiéu
Iénh thuc thi hiéu trng, thoi gian thuc thi va thoi gian cho trudc khi thuce thi hiéu ang.
Néu trén slide c6 nhiéu ddi twong 4p dung hiéu tng 1a dung cac ndit Move Earlier
(dua 18n thuc thi trudc) hodc Move Later (dwa xudng thuc thi sau) dé sip xép trinh tu
thuc thi hiéu ng caa cac dbi twong trén slide.

p Start: | After Previous = Reorder Animation
0 Duration: 02.00
(?) Delay: 00.00

-
-
.
-

Timing

Hinh 343. Thiép ldp nhanh cac tlly chon

8. Nhan nit Play trong khung Animation Pane hoac nhin nit Preview trong ngin
Animations cta Ribbon dé xem trudc két qua ap dung hiéu ung trén slide.
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Bang 9. Tuy chon hanh dong sau khi thec thi higu g

Hanh dgng M6 ta

Mau Thay ddi d6i twong (vin ban, shape) sang mau lya chon sau khi thuc thi
More Colors hi¢u Gng.

Don’t Dim Khong c6 hanh dong gi thém sau khi thuc thi hiéu ang.

Hide After An d6i twong sau khi thuc thi hiéu ¢ng.

Animation

Hide on Next An dbi tuong sau khi nhap chuot.

Mouse Click

2. Sao chép hiéu wng

Tinh ning sao chép hiéu ung (Animation Painter) giita cac ddi twong méi duoc bd sung vao
PowerPoint 2010. Nho tinh ning nay, thoi gian thiét 1ap hiéu tng cho cac dbi twong trong bai
thuyét trinh duoc rdt ngan rat nhiéu. Ching ta sé& thuc hanh viéc sao chép hiéu tng tir hop vian
ban bén trai cua slide 3 sang hop van ban bén phai.

ﬂ Thuc hién cac budc nhu sau:

1. Chon hop van ban bén tréi trong slide s 3.

2. Vao ngan Animations, nhom Advanced Animation chon lénh Add Animation

— —
PN | e -nnr-nnl:n’unn (2 Oelay -t
" b maton -
L e reee——

Nhiing Kieu e

maton Pander (AN« Swl - O)

- o y 2 A .
- e . @ Presentation Views »>//dasfe’ Views
Nhiing Kigu o tmiy Al L\ St Tk ig ”
™ ’ » SHd”. Master

. - * Gtyects 0 the presentation

drev P "Tews v g i
g r}.n.scnmuon\mu r‘tljirltr_\:l:h DELIENSas Y. wSlide Sorter » Handout Master
- ", !dc Sorter = Handout Master e NOW& Page = Notes Master
= S Npmﬁﬁéc « Notes Master et ﬁeadmg View
@+ Wfeading View

Hinh 344. Sao chép hi¢u ing

3. Pé sao chép hiéu ang cho nhiéu ddi twong cuing lc, ban lam nhu sau:

e Trudc tién, ban phai tit tinh ning AutoPreview tai tly chon bén dudi nut
Preview, trong ngan Animations.

e Tiép theo, phai nhip nat Animation Painter hai l1an khi thuc hién Iénh sao
chép hiéu ung.

e Sau d6, 1an luot nhap chudt 1én cac dbi twong can dugc ap dung hiéu tng.
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Preview|

v |

BN\ :
| () Preview

ﬁ Animatit&f’ainter (3 Delay:

nced Animati

Animation Painter (Alt+Shift=C)

Copy the animation from one

AutoPreviev

object and apply it to another,

Double-click this button to apply

Automatically preview aff
animation,

the same animation to multiple
abjects in the presentation.

6 Press F1 for more help,

Hinh 345. Sao chép hiéu ¢ng cho nhiéu déi neong

Thar tw theec hién higu g@ng trén slide:

é Thet tw theee hién hiéu ing trén slide cia cdc doi twong can cir Vao Vi tri cua
no trong khung Animation Pane. Doi tuwong nam trén sé thuc thi trude doi

teong Nam duedi.

3. Sap xép trinh tu thuc thi hiéu @ng cho

Khung Animation Pane bén phai cira s6 Normal View liét ké danh muc cac hiéu tng da thiét lap
cho cac ddi tugng trén slide. Nhirng hiéu ttng nam trén cing c6 do wu tién cao hon va s& dugc
thue thi truéc, sau d6 méi dén céc hiéu tng bén dudi. Do vay, ban can phai sap xép thar tu cho
cac hiéu ung trén slide theo ¥ dd trinh bay caa minh khi thuyét trinh.

Animation Pane

* X

0= f Content Place..,

¥

iI = fCDntentPIace... |

—

Tﬁxfter Previous

Fly In : Content Placeholder 3: Master Views Slide Ma,

Seconds »| 4o+ 12[ ] 14 o

?

Oru:ler . 4 >

Hinh 346. Khung Animation Pane

- Thuc hién cac budce nhu sau:
U
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Chon slide c6 nhiéu d6i twong duoc da thiét 1ap hiéu ng. Vi du, ban chon slide s6 3.
Vao ngian Animations, nhém Advanced Animation chon lénh Animation Pane dé
mao hop Animation Pane.

Dé sip xép thir tu thuc thi hiéu ung cho mot dbi twong thi chon hiéu ung cua ddi
tugng do trong khung Animation Pane va nhap nat mili t€n huéng 1€n dé tang 4 uu
tién hoac nhap mai tén hudng xuong dé giam do wu tién khi thuec thi.

DE kiém tra lai két qua cua viéc sip xép, ban nhap vao nit Play dé xem trudc su thuc
thi hi¢u tring cua cac doi tugng trén slide.

4. Hi¢u trng cho hinh anh, shape

Céch &p dung hiéu wng cho hinh anh, clipart hay shape 1a giéng nhau, phan nay ching ta sé& thuc
hanh &p dung hiéu tng cho cac hinh ¢ slide 4.

Ap dung hiéu &ng

ﬂ Thuc hién cac budc nhu sau:

1.
2.

Chon hinh con buém bén tréi trong slide sé 4.

Vao ngan Animations, nhom Animation va chon mot hi¢u ung tar Animation Style.
Vi duy, ban chon kiéu Spin tir nhdm Emphasis. Nhap chuot vao nut Effect Options dé
tuy chon thém cho hiéu urng vira chon néu can.

AEE

Effect Add
Options || Animation ~ *,'77

Direction

{O go
O chkwuse

Chen hinh vao shde

Hinh 347. Chon hiéu i#ng cho hinh

3. Néu thay c6 it hiéu tng lya chon thi nhap vao nit More Emphasis Effects... & mo

hop thoai Change Emphasis Effect. Danh muc hon 20 hiéu tng xuét hién.

e Tich chon vao hop Preview Effect roi nhap chudt vao tén cac higu tng va xem
ket qua thé hién trén slide.

e Sau khi chon duoc mot kiéu vira y thi nhin nit OK. Vi dy, ban khong thay d6i
kiéu.
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Change Emphasis Effect

Basic )
_Q Fill Calar é Fonk Calor
ﬁ Growshrink, :2 Line Colar
| gﬁ Spin I ii Transparency
Subtle
B Eold Flash f Brush Color
if' Camplerentary Color gf Camplermentary Color 2 =
{f Contrasting Color gf Darken
gf Desakturate gf Lighten
.;! Object Color e Pulse
B Underline
Moderate
if' Calor Pulse ﬂ arow With Calor -
.f Shirnmer 7% Teeter
Exciting 7
Preview Effect I_ oK J [ Cancel ]

Hinh 348. Hop thoai Change Emphasis Effect

Cac tuy chon hiéu wng nang cao cho hinh anh

Mot cach khac dé truy cap hop thoai tiy chon hiéu umg nang cao cho dbi tuong trén slide bang
cach chon doi tuong da ap dung hiéu ing va nhap vao nat Show Additional Effects Options tai
nhom Animation trong ngan Animations.

Design

<R
-

| i
dom Bars

Animation

Transitions | Animations |
&N 5.
® K
Grow & Turn Zoom

?7 Trigger

Animation ~ Y Animation Painter
‘ I \ Advanced Animation |

Add

Slide Show Review View
# 330 Animation Pane

box.

Hinh 349. Truy cdp nhanh hgp thogi

Additional Effect Options

Show the Effect Options dialog
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‘ Thuc hién cac tuy chon nhu sau:

12. Chon hinh con buém bén trai trong slide sé 4.

13. Nhap vao nat Show Additional Effects Options tai nhom Animation trong ngan
Animations. Hop thoai tuy chon nang cao cho hiéu trng da chon xuat hién.

Spin El E|

Effect | Timing Effect | Timing |
Settings Start: 5 After Previous w |
Amgunt: |36EI° Clockwise e | Dilay: TS
Smooth start: J Duration: | 1 seconds (Fast) w |
Smocth end: J 0 sec s Repeat: | {none) w |
J o = [Jrewind when done playing
Bounce end: SEC -

|:| Aubo-reverse
Enhancements

Sound: |?Chime P |
v

After animation: |D0n't Dim

| |
I

[ Ok ][ Cancel ] I Ok l[ Cancel

Hinh 350. Thiét Idp tiy chon hiéu izng nang cao cho hinh dnh

14. Tai ngan Effect:
e Nhom Settings: Khong thay doi trong phan
e Nhom Enhancements:

= Sound: chon kiéu am thanh Chime tu danh sach, tuy chinh am lugng
tai nut biéu tuong hinh loa ké bén. Chon No sound sé khong c6 am
thanh kem theo hiéu ung.

= After animation: Vi du, ban chon tuy chon nay.

15. Tai ngin Timing: twong ty nhu viéc thiét Iap thoi gian cho d6i twong vin ban. Vi du
ban chon su kiér) xay ra hiéu trng la After Previous tai hop Start, thoi gian cho la 2
giay tai Delay, toc do thuc thi la 1 giay va khéng chon lap lai.

16. Nhan nit OK sau khi hoan tit.

17. Sao chép hiéu ting cho hinh con budm bén phai trén slide.

Hiéu wng di chuyén ddi tweng theo dwong di dwng sin
Dé minh hoa cho viéc ap dung hiéu ang di chuyén cac dbi tuong trén slide theo duong di dinh

san, chung ta hdy chén thém mot hinh anh vui vao slide sé 5 trong bai thuyét trinh va ép dung
hiéu tng Motion Path hinh nay.
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1 Thyce hanh theo cac budc sau:

1. Chon slide sb 5 trong bai thuyét trinh, vao ngin Insert, nhdm Images va chon lénh
Picture. Ban tim dén thu muc chaa hinh va chén mét hinh vao. Vi du, ban chon hinh
dino.gif va nhan nat Insert. Bay 1a mot hinh dong dang budc di nén khi két hop véi
Motion Path s€ cho cam giac nhu la cha khing long dang chay.

kg (A * 9-2a Xua-
_)'Nhr-l
Dooeweres

s k ‘ o "\ ﬁ
-
W
Jw ‘
*Cmcn- [re————Y st gt wagfetly. o Plonear, gy
Types GIF Fie
Qw e 6 CE

oo ot sl ot Saosn ruaoode of
e e .
Fes 08 | o brures (*and * ot L L e D O Dl LA i
(gt H{ coes |

Hinh 351. Chén hinh vao slide

2. Bay gio chung ta s& thiét lap hiéu ung Motion Path cho chi khung long con di
chuyén ngang qua slide. Ban hdy di chuyén hinh ra phia goc dudi bén phai ¢ ngoai
pham vi cua slide.

Chen Clip Art vao slide

Hinh 352. Doi hinh ra ngoai slide

3. Chon hinh chd khung long va vao ngan Animations, nhdm Animation, chon
Animation Styles va chon Custom Path
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Home Insert Design Transitions Animations Slide Show R
Lo N e a
Zoom Swivel Bounce

Motion Paths
Lines Arcs Turns Shapes Loops

4

5 More E stom Path |

More Emphasis Effects...
Mare Exit Effects...
Mare Motion Paths...

e o

Hinh 353. Chon kiéu dwong di chuyén

4. V& mot dudng gap khic nhe tir vi tri caa hinh cha khung long ngang qua phan dudi
cua slide nhu hinh sau.

Chen Clip Art vao slide

Hinh 354. Vé dwong di chuyén gap khtc

5. Ban chon nut Preview trén Ribbon s& thiy duoc hiéu ung thuc thi. Tuy nhién téc do
di chuyén qua nhanh, ban hay chon lai hinh cht khung long va vao nhém Timing trén
ngian Animations dé thiét 1ap lai tong thoi gian thyc thi hiéu ¢ng tai hop Duration 1a
6 giay va chon tuy chon After Previous tai hop Start.

b Start: After Previous ¥ Reorder Animation

© Duration: 06.00 ‘[%

@Delay: 0000 5 W Maove Later
Timing

& Nove Earlier

Hinh 355. Thiét ldp lai thoi gian thuc thi hiéu éng

6. Dé tha vi hon, ban hdy chon tiép nat Show Additional Effect Options dé mé hop
thoai tiy chon hiéu ¢rng nang cao. Ban vao ngin Timing, dén hop Repeat va chon
Until End of Slide dé cho hanh dong di chuyén cua chi khing loang s& duoc lip lai
dén khi chuyén sang slide khac.
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5. Hiéu wng cho SmartArt

PowerPoint cho phép chiing ta &p dung hiéu tng cho SmartArt va cac thanh phan trong SmartArt
nhu Text, Shape, hinh anh....

Bdng 10. Hiéu ing cho cac thanh phan trong SmartArt

As one object Hiéu rng s€ ap dung 1én ca SmartArt nhu la mot hinh anh.

All at once Tat ca shape trong SmartArt s& dugc thuc thi hiéu tng dong thoi. Diém
khac nhau ctia hiéu irng cho SmartArt kiéu As one object va All at once Ia
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€ lan luot thuc thi hiéu ung

By branch one  Tét ca cac shape ciing mot nhanh sé& thuc thi hiéu ing dong thoi. Kiéu hiéu
by one Ung nay thuong ép dung trong SmartArt ki€u so' do to chue (organization
chart) hodc so do cay (hierarchy).

By level at Tat ca shape cung cap sé& thuc thi hiéu tng dong thoi.
once

Ap dung hiéu &ng cho SmartArt kiéu danh sach

n Thuc hanh theo cac budc sau:

Chon SmartArt dang danh sach trén slide sb 2

2. Vao ngin Animations, nhém Animation, chon More dé mg 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
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4. Chon Effect Options va chon kiéu One by One. Ty chon thém thai gian cho hiéu
ung tai nhdm Timing: Start chon After Previous, Duration la 2 gidy va Delay la 0.5

Hinh 356. Chon kiéu hiéu #ng Pinwheel

A
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Level One by One

p Start: After Previou eorder Animation
& Duration: 02.00 a Move Eatlier

| Lim phong phi bai thuyét trinh y e | =R
| video, hinh &nh va rit nhiéu higu :

A

@ Delay:

/e Later

Timing

Hinh 357. Tuy chon hiéu i#rng cho SmartArt

Ap dung hiéu &ng cho SmartArt kiéu Picture

” Thuce hanh theo cac budc sau:

1. Chon SmartArt dang danh sach trén slide s 7
2. Vao ngan Animations, nhom Animation, chon kiéu Zoom tai Animation Styles.
3. Vao Effect Options chon One by One
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Hinh 358. Chon kiéu hiéu izng One by One

4. Vao nhom 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 chen cho &m thanh va dean phim

Chung ta 6 thé danh déu (bookmark) cac thoi diém tha vi tréncac doan phim hodc 4m thanh trong
bai thuyét trinh. Sau do, cic bookmark nay dugc str dung nhur 1a cac diém dé kich hoat mot higu

ung hodc nhay dén mot vi tri x4c dinh trong doan video.

Thém va x6a bookmark

E Thuce hanh theo cac budc sau:

1. Chon slide chtra audio hoac video. Vi du, ban chon doan phim bén trai trong slide 8.
2. Nhin ndt 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, ngin Playback, nhém Bookmarks, chon lénh
Add Bookmark.

} O* ' q‘;@' Fade Duration
2) @] FadeIn: 00,00
Play Add Remove Trim @
Bookma%&:':s-:&msf" Video 4@ Fade Out: 00.00
Preview Bookmarks Editing

4Fr 4

Hinh 359. Lénh bookmark
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4. Thuyc hién lai bude 2 va 3 dé tao thém cac bookmark khac.

Hinh 360. Pdnh ddu cic doan wu thich trén phim

5. Mudn x6a bo bookmark nao d6 da tao, ban chon lén bookmark can x6a trén thanh
dieu khién nam dudi video hodc audio roi thuc hién 1€nh sau:

Néu 1 video: vao Video Tools, ngan Playback, nhém Bookmarks, chon Iénh
Remove Bookmark.

Néu la audio: vao Audio Tools, ngin Playback, nhom Bookmarks, chon lénh
Remove Bookmark.

Thiét 1ap cac tuy chen cho am thanh

Khi chén mot tap tin &m thanh vao §Iide thi PowerPoint mac dinh tap tip am thanh n§1y chi dugc
phat khi ban nhap chuét Ién n’é. Phan nay, chlng ta sé thuc hién mét so tuy chinh dé tap tin am
thanh phat va dung theo y muon caa minh.

n Thuc hanh theo cac budc sau:
O

1. Chon slide chira audio. Vi du, ban chon am thanh trong slide 7.

2. Vao Audio Tools, ngan Playback, nhom Audio Options

Volume: thiét l1ap mirc Am lugng cho audio
Start: thiét lap su kién nao xay ra thi phat am thanh.

= Automatically: am thanh ty dong phat khi slide duoc trinh chiéu. Vi
du, ban chon Automatically.

= On Click: am thanh dugc phat khi kich chuot

= Play across slides: &m thanh dugc phat lién tuc khi chuyén sang cac
slide khac.

Hide During Show: néu chon tlly chon nay dé biéu 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 tyc cho dén
khi c6 mot Iénh dung xay ra, chang han nhu la khi chuyén sang slide khac
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hodc ban kich chudt bAm n(t ding trén thanh diéu khién &m thanh khi trinh
chiéu. Néu tdy chon Loop until Stopped duoc chon két hop vai tily chon Play
across slides tai hop Start thi &m thanh s& duoc phat tiép tuc va lap lai dén hét
bai bao c&o khi trinh chiéu. Vi du, ban chon tiy chon nay.

.gs‘ﬂ b} start: Automatically + [¥] Loop until Stopped
gl R
Valume [T Hide During Shaw [T] rRewind after Playing

Audio Options

Hinh 361. Tuy chinh cho am thanh

3. Ban c6 thé tuy chinh thém hiéu @ng cho am thanh trén slide bang cach chuyén qua
ngan Animations, nhom Animation va chon Show Additional Effect Options ().
Hop thoai Play Audio xuat hién:

e Ngan Effect:

= Tai Start playing: thiét lap diéu kién dé phat &m thanh
v' From beginning: s& phat &m thanh tir dau. Vi du ban chon tly
chon nay.
v' From last position: s& phét tiép am thanh tir vi tri diém dung
trudc kia
v' From time: thiét 1ap thoi gian bat dau trong tap tin am thanh s&
duoc phat.
= Tai Stop playing: thiét lap diéu kién dirng phat am thanh
v" On click: khi kich chuot

v After current slide: sau khi chuyén sang slide mai. Vi du, ban
chon tuy chon nay.

v After: thiét 1ap cho &m thanh s& tiép tuc phét sau khi khi trinh
chiéu tiep mot so slide nira.
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Play Audio

EFfect |Timing Sudio Settings

Start plaving
©¥rom beginning
() From last position
) From time: I:I seconds

Stop plaving
Ty on click,

(%) after current slide

) After: I:l slides

Enhancements
Sound: | | ‘\ﬁ
AfFter animation: |D0n't Dim - |
| |
I
I Ok l [ Cancel l

Hinh 362. Ngan Effect trong Play Audio

e Ngan Timing:
= Start: ban chon After Previuos
= Delay: khdng can chd nén cho Delay 1 0 giay.
= Duration: bo tréng, diy mic dinh 13 d6 dai thoi gian cua am thanh

= Repeat: tly chon sé Iap lap lai. Until End of SIide’dang dugc chon vi
no chinh la tuy chon Loop until Stop ma ban da thict lap ¢ budc 2.

Play Audio

Effect | Timing | Audio Settings

Start: B After Previous w |
Delay: seconds

Curation: | |
Repeat: | Urnkil End of Slide W |

Rewind when done playing

I Ok, l[ Cancel l

Hinh 363. Ngan Effect trong Play Audio
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e Ngan Audio Settings: thiét lap mirc am luong va tily chon an bicu twong hinh
loa khi trinh chicu tai Display options. Ngoai ra, PowerPoint con cung cap
thong vé d6 dai caa &m thanh va tinh trang tap tin luu tra.

Effect | Timing | Audio Settings
Flay options

Sound yolume: |

Display options
[Hide audio icon during slide show

Information

Tatal playing time:  00:24
File: [Contained in presentation]

I Ok l [ Cancel

Hinh 364. Ngan Audio Settings

4. Kich chuot vao nit OK dé dong hop Play Audio.

5. Ban mé ngan Animation Pane va sap xép lai thir tu thuc thi cac hiéu ung cho cac doi
tuwong trén slide. Thong thuong ching ta s& cho am thanh phat ngay sau khi dén luot
slide chira n6 trinh chiéu. Do vay ban di chuyén hiéu tng cho di trong &m thanh 1én
dau danh s&ch cac hiéu tng.

Thiét 1ap cac tuy chen cho phim

Thiét 1ap cac tly chon cho cac doan video nhing trong bai thuyét trinh ciing twong tu nhu thiét
Iap tuy chon cho &m thanh.

n Thuc hanh theo cac budc sau:
O

1. Chon slide chira video. Vi du, ban chon video bén trai trong slide 8.
2. Vao Video Tools, ngan Playback, nhom Video Options

e Volume: thiét 1ap mic am lugng cho audio

e Start: thiét Iap su kién ndo xay ra thi phat &m thanh.

= Automatically: am thanh ty dong phat khi slide duoc trinh chiéu. Vi
du, ban khéng chon tuy chon nay.

= On Click: am thanh duoc phat khi kich chuot.

e Play Full Screen: phat phim ché d6 toan man hinh. Vi dy, ban khdng chon tuy
chon nay.
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Hide While Not Playing: an phim khi khéng phat. Vi duy, ban khéng chon tly
chon nay.

Loop until Stopped: néu chon tuy chon nay s& phat phim lién tuc cho dén khi
co6 mot 1énh dfxng xay ra, chang han nhu la khi chuyén sang slide k,héc hoac
ban kich chuot bam nuat dung trén thanh diéu khién phim khi trinh chiéu.

Rewind after Playing: tra phim vé lai tir dau sau phi phat xong. Vi du, ban
chon tuy chon nay.

\\.& _:,' Start: Automatically
al [ Play Full Screen

Volume [Z] Rew Vina
S0 T Hide While Not Playing. 1 Rewind after Playing

Video Options &

Hinh 365. Tuy chinh cho video

[ Loop until Stopped

3. Ban c6 thé tiy chinh thém hiéu tng cho phim trén slide bang cach chuyén qua ngin
Animations, nhom Animation va chon Show Additional Effect Options (). Hop
thoai Play Audio xuat hién:

Ngan Effect: Khong nén thiét lap gi thém

Ngan Timing: chon lai After Previous tai hop Start, cac théng sé khéac giir
theo mac dinh.

Ngin Video Settings: diéu chinh am luwong video tai Play options. Hai tiy
chon con lai da trinh bay ¢ budc 2.

Effect Options E‘E| Effect Options E]E|

Effect | Timing | video Settings Effect | Timing | ¥ideo Settings
Skart: 5 After Previous w Play options
Delay: ] * | seconds Sound volume; i)
Duration;: Display options
Repeat: [ Hide while not playing

[ Zoom ta Full screen
Information

Tatal plaving time:  02:16
File: [Contained in presentation]

I Ok ] [ Cancel ] Ok l [ Cancel

Hinh 366. Tuy chon hi¢u #ng cho video

4. Sap xép lai trinh ty thuc thi cac hiéu Gmg cho cac ddi tuong trén slide trong khung
Animation Pane.

5. Ban sao chép hiéu tng da thiét 1ap cho video bén tréai sang video bén phai trén slide va
x0a di bookmark trén video bén phai. Ban hday chon thém Hide While Not Play tai
nhom Video Options trong ngan Playback cho doan video nay.
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Swr dung trigger

Phan nay, ching ta s& thuc hanh st dung trigger dé kich hoat mét hiéu tng khéc trén slide sb 8
trong khi phat doan phim quang c&o Office 2010. Chuing ta sé chen thém mot WordArt vao slide,
&p dung hiéu tng cho WordArt nay va sau dé sir dung trigger dé kich hoat hiéu @ng cho WordArt
khi video phét toi doan da dugc danh dau trude do.

n Thyc hanh theo cac budc sau:

b 4

1. Chon slide chira video. Vi dy, ban chon slide 8.

2. Hay vao ngan Insert, nhdm Text, chon Iénh WordArt, chon kiéu Fill — Red, Text 2,
Outline — Background 2 va nhap vao doan van ban sau “Office 2010: The Movie”
trong hop Your text here. Sau d6 thu nho va di chuyén WordArt xudng nim bén dudi
doan quang céo Office bén trai.

AJTJ@ T 2|

WordArt| Date Slide Object = Equation S
{ & Time Number >

2, m\

AY I\
A /A A

[éﬂ [\

: - Red, Text 2, Outline - Background 2 l

IS\

A A A A A | BEEEEIEEY

AAAAA

Hinh 367. Chén WordArt vao slide

v

3. Chon WordArt, va vao ngan Animations, nhom Animatiqn chon kiéu hiéu tng
Float In va chinh lai Duration la 3 gidy bén nhom Timing d¢ thoi gian thuc thi hiéu
ung duogc lau hon.

4. Thiét lap trigger nhu sau:

e Chon WordArt

e Vao ngan Animations, nhom Advanced Animation, chon Iénh Trigger, chon
On Bookmark, sau d6 chon Bookmark 1.
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A v B ' |57 Trigger = © Duration: 03.00 5 | &
Split =} cred 55, ==y mm— W oclay: 0000, = || .w
Options ~ | Animation~| ‘@ OnClickof » [Z) Delay: i o
;'j"'af 2. OnBookmark » | Office 2010- The Movie.wmv |~
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—

]1 g @ifiee 2000 1 he Movie
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Hinh 368. Thiét Idp trigger cho WordArt

5. Nhan vao nit Preview trén Ribbon trong ngan Animations dé xem két qua &p dung
Trigger hodc nhan to6 hop phim <Shift+F5> dé trinh chiéu bai thuyét trinh bat dau tu
slide hién hanh.

Hinh 369. WordArt xuat hién khi phim phat téi bookmark

7. Hiéu wng cho bang biéu

PowerPoint khdng c6 nhiéu tily chon hiéu tng cho dbi twong 1a bang biéu. Chung ta chi c6 thé ap
dung hiéu &ng 1én toan bo bang biéu gidng nhu 1a ap dung hiéu wng cho mot hinh anh.

‘ Thuc hanh theo cac budc sau:

1. Chon slide chtra bang biéu trong bai thuyét trinh. Vi dy, ban chon bang trong slide 10.

2. Vao ngan Animations, nhdm Animation va chon kiéu hiéu ung 1a Wheel. Chon tiép
Iénh Effect Options bén canh va chon 2 Spokes.
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Hinh 370. Ty chon hiéu 1ng & hinh anh khi thyc thi hiéu itng cho bang biéu

3. Quanhom 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 thuc thi hiéu @ng ngay lap tic, thoi gian cho 12 0 gidy

[ Start: After Previous = | Reorder Animation
& Duration: 02.00 & Nove Earlier

@ Delay: 00.00 ¥ Move Later

Hinh 371. Thiét Idp thoi gian cho hiéu ing

4. Tainhém Animation, nhip vao Iénh Show Additional Effect Options dé mé hop tiy
chgn nang cao. Tai day ban co ghé chon thém dm anh di kém hiéu tng la Breeze
chang han va cac tuy chon khac d¢€ mac dinh.

8. Hiéu wrng cho db thi
D4 thi trong PowerPoint ciing la déi twgng duoc quan tam nhiéu véi kha nhiéu tiy chon khi thiét
1ap hiéu tng vi do thi rat thuong duoc sir dung trong cac bao cao. Chung ta co thé ap dung hi¢u

tng cho ca d6 thi hodc dén tung thanh phén trong d6 thi nhw cac chudi, cac nhdm, timg thanh
phan trong chuoi hoac trong nhém.

Bdang 11. Tuy chon nhém &p dung hiéu iimg trong do thi

Nhom Mo ta

As One Object Thue thi hiéu ang trén toan bo do thi

By Series Thue thi hiéu ang trén tung chudi sb lisu

By Category Thue thi hiéu ung trén ting loai s6 lisu

By Element in Series Thue thi hiéu ang trén ting thanh phan trong céc chudi sb ligu
By Element in Category Thuc thi hiéu &ng trén ting thanh phan trong cac loai sé liéu
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n Thuyc hanh theo cac budc sau:

1. Chon db thi trén slide trong bai thuyét trinh. Vi du, ban chon db thi trong slide sé 10.
2. Vao ngan Animations, nhom Animation, chon kiéu hiéu ung Fade
3. Chon tiép lenh Effects Options va chon kiéu By Category

Teamiitiormt remstion Slide Show Honew View Devetoper

A¢
;* 21 Ammation Pane (O
r x - B
s

e > ngger ~ 9 L
Fade Fiy ) et Aga
T Optiont *  Animation *
e Sequence
“ AL O I

a » By Series

' By Lclvgu

@ Bty Element in Senes

p Start: After Previous ~ Reorder Animation
® Duration: 0100 5 | & Move Earlies
() Delay: 0000 > ' w Move late

Timing [};

4] By Element ¥ Categary

Hinh 372. Ty chon hiéu itng cho do thi
4. Chuyén sang nhdm Timing dé thiét lap thoi gian cho cac hiéu wng. Vi dy, ban chon
After Previous tai hop Start, chon Duration la 1 gidy va 0 giay cho Delay.

5. Dé tly chon thém cac tinh ning ning cao thi chon lénh Show Additional Effect
Options tai nhdm Animation.

e Taingan Effect:

= Sound: chon 4m thanh 1a Laser va diéu chinh 4m luong tai biéu twong
hinh loa bén canh.

= After animation: chon cho céc cot dd thi chuyén sang mau xanh sau
khi thuec thi hiéu ang.

e Taingin Timing: khong diéu chinh gi thém so vé&i budc 4
e Taingan Chart Animation:

= Tai Group chart da thdy chon By Category vi ta ta da chon tai Effect
Options ¢ buac 3.

= Bo tly chon Start animation by drawing the chart background aé
khong thuc thi hiéu trng cho nén cua do thi.
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Effect |Timing | Chart Animation | Effect || Timing | Chart Animation

Enhancements Group chart: |Bb" Cateqory i |
Sound: |!.aser Lw | - [&tkart animation by drawing the chart backaround:

AFter animation: |_ w |

Animate bexk: | |

I:l %o delay between letters

L Ok J ’_ Cancel ] L Ok J [ Cancel

Hinh 373. Ty chon nang cao cho hiéu ing do thi

6. Nhap nit OK dé dong hop tily chon nang cao va nhan nit Preview trén Ribbon dé
xem trudc ket qua thuc thi hiéu ang.

9. X6a bé hiéu &ng ciia cac doi twong trén slide

PowerPoint khong c6 tinh ning xo4 hang loat cac hiéu tng da thiét lap cho cac dbi tuong trén cac
slide trong bai thuyét trinh ma ching ta phai x6a hiéu ¢ng cho timg i tuong.

ﬂ Céc budc xo4 hiéu tng cho d6i tuong:

1. Chon dbi tuong trén slide dang c6 hiéu tng. Vi du ban chon Smart Art trong slide 2

\Imnu diem

e T |

Tao. quin ly va lam viéc obng téc véri nhiing
| ngud khic trén bai thuyét trinh }
\

Lam phong phibai thuyét trinh véi cic dogn
video, hinh anh va rit nhiéu hidu dng mdi l

Hinh 374. Chon Smart Art can x6a hiéu iing

2. Vao ngan Animations, nhdm Animation, chon None tir danh muc hiéu tng
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Home Insert Design Transitions Animations Slide Show R4
None e
.q
No
Entranc
e )
- - 3 -
, \K A P{ L o) A
Appear Fade Fly In Float In Split
K v

S More Entrance Effects...
| ¥% More Emphasis Effects...
W= More Exit Effects...

i % More Motion Paths...

Hinh 375. Chon None dé logi bé hiéu iimg cho déi twong

10. Hiéu Wrng chuyén slide

Cac phan trén cac ban da tao dwoc hiéu tng cho cac déi tuong van ban, d6 thi, hinh anh. Phan
nay s& huéng dan céch tao hiéu ung khi chuyén tir mot slide nay sang slide khéc (transitions)
trong bai thuyét trinh. PowerPoint 2010 di bd sung thém khé nhiéu hiéu tng mai rat hap dan khi
trinh chiéu, dic biét 1a cac hiéu tng 3-D.

Ap dung hiéu wng chuyén slide

‘ Thuc hanh theo cac budc sau:

M& bai thuyét trinh can ap dung hiéu ang chuyén slide. Vi du, ban hdy mé bai thuyét
trinh ma ching ta di tao va thuc hanh trong céc phan trudc.

4. Chon slide can ap dung hiéu (g chuyen slide. Vi du, ban chon slide déu tién trong
bai thuyeét trinh.

5. Vao ngan Transitions trén Ribbon, vao nhom Transition to This Slide va chon kiéu
hiéu trng Doors trong danh muc dung san.

‘ E | i Sound:
& Duration,

Effect J NGk

Home Insert Design Transitions Animations Slide Shof |(Options ]| =¥ APPY T0

- f eS| \ ’ 5 N i e Vertic
- T— [
m | m W e J ®
Cube Door Box Zoom = OSESSS . Horizontal
Sition to This Slide i

Hinh 376. Chon kiéu Transition

4

1

6. Chon lénh Effect Options va tlly chon thém cho kiéu hiéu &ng Doors vira chon. Vi
dy, ban van chon 13 Vertical.
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7. Chuyén dén nhém Timing dé thiét lap thoi gian cho hiéu tng Transition:
e Sound: vi du ban chon a&m 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 co toc d6 thuc thi vira phai va dé quan sat.

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 lap sb phat:gidy (mm:ss) s& tu dong chuyén sang slide
khéac khi van chua cé hiéu leénh kich chuét. Ty chon nay phai c6 khi muén
xay dung bai thuyét trinh ty dong trinh chiéu. Vi dy, ban chon After Ia 8 giay.
Trong thuc té, chling ta can tinh toan thoi gian sao cho khan gia c6 thé doc hét
nodi dung trén slide trudc khi chuyén sang slide khéc.

il Sound: chimes.wav *  Advance 5lide

™~

D Duration: 02.00 - On Mouse Click
{30 Apply To All After: 00:08.00 %

Timing

Hinh 377. Tuy chon thoi gian cho Transition

8. Slide dau tién da thiét lap xong hiéu ung Transition.

e Nhin nit Apply To All trong nhém Timing s& ap dung’thiét lap Transition
trén cho tat ca cac slide trong bai thuyet trinh. Khi do, tat ca cac slide s& co
hiéu rng Transition giong nhau.

e Ban lap lai cac buédc 2,3.4,5 dé thiét lap hiéu (ng Transition cho céc slide khac
trong bai thuyét trinh vé&i cac tiy chon hiéu tng doc 1ap véi nhau. Viéc 1am
nay sé& tén nhiéu thoi gian nhung bai thuyét trinh s& sinh dong va thu hat hon.
Ngoai ra, ndi dung caa mdi slide 1a khac nhau nén thoi gian thuc thi hoac cho
chuyén slide cia mdi slide 1a khac nhau.

X6a bé hiéu &ng chuyén slide

Viéc x6a bo cac thiét lap hiéu tng chuyén slide rat don gian. Chlng ta c6 thé x6a bo hiéu tng
chuyén slide cho tung slide riéng I¢ hoac thuc hién dong loat trén tat ca cac slide.

n Céc budc xo04 hiéu tng chuyén slide:

o

1. Chon mat hay nhiéu slide can xo4 hiéu tng chuyén slide

2. Vao nga‘mﬂTransitions, nhoém Transition to This Slide va chon None dé hay bo 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
| i 1 [ —=) o 1 [ -
= B m 49 & B W

No Cut Fade Push Wipe Split Reveal Random Bars

L= = [

b - 4 &

Shape Uncover Cover Flash

Exciting

E & = (- E o M

Dissolve Checkerboard Blinds Clock Honeycomb Glitter Vortex
) ‘ - = — p
B @ @ o | =
Shred Switch Flip Gallery Doors Box Zoom
Dynamic Content

H E @ o m [

_ L : i A=y

Pan Ferris Wheel Conveyor Rotate Window Orbit Fly Through

Hinh 378. Chon None dé x6a hiéu i#ng chuyén slide

3. Néu ban chon thém lénh Apply To All bén nhém Timing thi s& x6a hét hiéu ¢ng
chuyén slide trong bai thuyét trinh.

#l Sound: chimes.wav v Advance Slide

-

O Duration: Auto 5 | [¥] On Mouse Click

130 Apply To g [V] after: 00:00.00 -
Timing

Hinh 379. X6a tdt ca hiéu iing chuyén slide

11. Tw ddng hod bai thuyét trinh

Trong mot sb truong hop, ching ta can xay dung bai thuyét trinh voi muc dich trinh chiéu mot
cach tu dong va khong c6 ngudi thuyet trinh. Cac huéng dan trong phan nay sé gitp ban thuc
hién diéu do.

Mot bai thuyét trinh tu hanh phai dam bao 3 diéu kién sau:
e Hiéu &ngqchuyén slide khi ap dung phai chon thém tuy chon After va thiét 1ap thoi gian
cho chuyén slide cho tat ca céac slide.

e Khi ap dung hiéu tng cho cac dbi tuong 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, nhdm Set Up, Iénh
Set Up Slide Show d¢ tu dong trinh chiéu lap lai bai thuyét trinh khi két thuc.

n Thyc hanh theo cac budc sau:

O

1. M¢ bai thuyét trinh can ap dung tu dong.

2. Vo tung slide, chon cac ddi tuong da ap dung hiéu tmg va vao ngan Animations,
nhom Timing, chon lai After Previous tai hop Start.
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O Duration: 02.00
(%) Delay: 00.50

P Start: After Previous

eorder Animation
B f‘_ »:’3:,.:.

Timing

“n

-
g

Hinh 380. Tuy chon After Previous trong Animations

dh Sound: chimes.wav

& Duration: 02.00
;,;ﬂ Apply To All

v Advance Slide

[¥] After: 00:02.00
Timing R

[¥] on Mouse Click

Hinh 381. Tuy chon After trong Transitions

Set Up Show

Show bype

(%) Presented by a speaker (Full screen)
() Browsed by an individual (window)
() Browsed at a kiosk {Full screen)

Show aptions

[“]Loop continuaous)y untiﬁ%

[ 5hows without narratinr)\)

[ ] show without animation

| I |
Laser painter calor: | I |

Pen color:

Show slides
@ al

() Erom: | $|In:|: | $|

Advance slides

) Manually
G} Llsing timings, if present

Multiple monitors

] show Presenter Wisw

To show a laser pointer during slide show, hold down the Crel key and press the left mouse

buttan,

[ 04 ] [ Cancel

Hinh 382. Hop thogi Set Up Show

3. Vao tung slide, vao ngin Transitions, nhom Timing, chon After va thiét lap thoi
gian cho chuyén silde.

4. Vao ngan Slide Show, nhém Set Up, Iénh Set Up Slide Show, chon Iénh Loop
continuously until ‘Esc’.
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12. Tao céc siéu lién két va cac nat [énh diéu hwéng trong bai thuyét trinh

Véi cac nat didu kién hodc cac siéu lién két (hyperlink) dat dung ché trong bai thuyét trinh s&
giup viéc trinh bay dugc dé¢ dang hon trong viéc di chuyén hodc nhay dén mdt ndi dung nao dé
trong hodc ngoai bai thuyet trinh. Chung ta c6 thé tao si€u lién két cho cac doi tugng trong bai
thuyét trinh nhu Textbox, shape, hinh anh, bang bicu, e-mail, tap tin cua ing dung khac, ...

Cac dia ch@ internet, e-mail hoac d,ia chi ftp sau khi nhap vao hop van ban s€ dugc PowerPoint tu
dong chuyén thanh cac si€u lién két:

» Dia chi web: dia chi bat dau bang http:/hodcwww

» Pia chi e-mail: chudi ky ty khong c6 khoang tring va c6 ky hiéu @ ¢ gira.
» Pia chi may chi FTP: dia chi bat dau bang ftp:/

Lién két dén mdt slide khac trong cuing bai thuyét trinh

ﬂ Thuc hanh theo cac budc sau:

1. Chon vin ban hogc doi tugng can gén thém hyperlink. Vi du, ban hdy chon vin ban
“Microsoft PowerPoint 2010” trong slide dau ti€n dé thém lién dén den slide so 10
trong bai thuyeét trinh.

PowerPoint 2010,

Gidithipncictinh niag
oii citderng teinh

Hinh 383. Chon van ban can thém hyperlink
2. Vao ngin Insert, nhom Links, chon lénh Hyperlink hoic nhan té hop phim tat
<Ctrl+K>.
Chon Place in this Document tai khung Link to
Thuc hién cac budc sau:

e Lién két dén mot trinh chiéu thy bién (custom show) trong cing bai thuyét
trinh. Cach tao custom show sg trinh bay trong chuong sau.
= Chon mot custom show ma ban muon nhay dén khi trinh chiéu bai
thuyet 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 cuing bai thuyét trinh: chon tén slide muén lién
ken toi trong danh sach cac slide trong hop Select a place in this document.
Vi dy, ban chon tuy chon nay va chon slide s6 10.

Edit Hyperlink

Link to:

Existing File or
eb Page

P~

Place in This
Document

Create Mew
Document

E-mail Address

Text bo display: |P0werF‘0int 010

Select a place in this docurment:

Slide preview:

2. Mhifng digm mdi clia PowerPo A
3. Mhiing kigu hign thi |
4, Chén hinh vao slide

5. Chén Clip Art wao slide

&, Chuyp hinh man hinh dira vao

7. Chén Smatt At vwao slide

8. Chén video wao slide

9, Chén doan phim truc buwen

11, Thi phdn trinh dule
Cuskom Shows

| >

lapmi a1 Uemiylomphl

I:J' wilaph il
1 i, Do ] e | b Dyt e

enla Keluia dppi b o Ra Bl LbpE: m b

Imuslann dn S el | B 11 gl g
o

]l Cancel ]

Hinh 384. Chon lién két dén slide sé 10 dé

o Text to Display: chinh la ngi dung doan van ban ma ban chon, néu thay
é doi trong khung nay thi doan van ban trén slide cting thay doi theo.

° ScreenTip: m,dc dinh chq hyperlink’ chinh ldq dia chi cua no (U’RL) hoadc
duong dan dén tdp tin, néu ban muon thay doi ScreenTip thi nhan vao nit
ScreenTip... va nhdp phan tro giup vao.

Lién két dén mot slide khac bai thuyét trinh

* Thyc hanh theo cac buéc sau:
W

1. Chon hop van ban thir hai trong slide sb 2. Chiing ta s& thém hyperlink cho né dé lién
két dén slide “Enrich Your Presentation” trong bai gidi thi¢u vé phan meém
PowerPoint 2010 “PowerPoint 2010Sample.pptx”.

2. Vao ngan Insert, nhom Links, chon Iénh Hyperlink. Hop thoai Insert Hyperlink

xuéat hién.
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QE UEAEFEE T

hart  thbe gtion Test  hHeader
@ flox A Footer

WordaAt Date
& Tme Number

Tedt

S8de  Otyjent

Insert Hyperiink (Cizi+K)

Creste o 50k to & Web poge, »
piciuce, an e-mall sddress, ora
program

0 Fress F1 for more help,

| Tao, quan |y v lam vigc cng tac vdi nhiing

ngudi khic trén bii thiyét trinh

e
{ Lain phong phi b thuy trinh véi chc dogn |
video, hinh &nh va rfit nhiéu higu ing méi |
-

Hinh 385. Chon hép van ban sé 2 trong SmartArt dé thém hyperlink

3. Dudi khung Link to, chon Iénh Existing File or Web Page va tim dén chon bai
thuyét trinh chura slide can lién két dén trong khung Look in. Vi dy, ban chon tap tin

tén la PowerPoint 2010Sample.pptx

Insert Hyperlink

ﬁk_tk Texk bo display: |<:<:Se|ecti0n in Document ==

Existing File or

ScreenTip. ..

é N
K Lookin: | [ Books 2010

Web Page f OpensarmpleCutline, pptx
Current Phoka Alburn, ppt:

PowerPoint_2010,ppkx

EEEERN Ty FowerPoink 20105ample. ppts:

Folder PowerPoint 2010, ppk:x
Place in This PowerPaoink 2010_Password. pp:s
Document Browsed PowerPaint 2010&,ppt: .

&

v| @

[

Bookmark. ..

Create New Recent % PowerPoint2010,docx
Docurment Files - PowerPoinkz2010_bia, pdf
£41] PowerPointz010_Last, docx B
Address: |inerPoint Z0105ample. ppkx w |
E-mail Address
[ o

] [ Cancel

Hinh 386. Chon bai thuyét trinh

4. Chon nit lénh Bookmark... hop thoai Select Place in Document xuat hién. Ban

chon vao tén slide “Enrich Your Presentation”.
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Select Place in Document @E|

Select an existing place in the document:

= Slide Titles A
. PowerPaink Presentation

. PowerPaink Presentation

. Author Your Presentation

. Getking Starked with Templates

. PowerPaink Presentation
. PowerPaink Presentation

. Enrich Your Presentabiz,
. YOUR, MESSAGE, W
9, Mew Picture EFfects

10, Animate This

11, Video Perfect

12, Fountain Geyser

13, What about the beautiful transitions wvou've been seeing?

14, Deliver Your Presentation '

£ .

1
z
3
4
5
6
g

[ Ok ] [ Cancel

Hinh 387. Chon slide can lién kér dén

5. Nhan nit OK dé dong hop thoai va nhan tiép nit OK dé dong hop thoai Insert
Hyperlink.

Néu ban cd lién két dén mét slide trong mét bai thuyét trinh phy thi ban cdn
phdi sao chép bai thuyét trinh phu nay kém theo bai thuyét trinh chinh khi di
chuyén sang mgt may tinh khac. Ban nén luu bai thuyét trinh phy kia chung
thw muc Vi bai thuyét trinh chinh d@é thudn tién khi di chuyén sang may khac.
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 thu dién tir

Ban c6 thé tao mot hyperlink dé mo mot chuong trinh quan ly e-mail mac dinh trén may tinh va
tao m&i mot e-mail dé guri cho ai d6 véi dia chi va tya dé do ban thiét lap san.

n Thuc hanh theo cac budc sau:

p
1. Chon slide dau tién, ban dung vé thém mét shape hinh mat cuoi 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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P K EIEEEEEDR

Shapes SmartArt Chart = Hyperlink Action Text Header WordArt Date Slide Objed
- Box & Footer i & Time Number
Recently Used Shapes Al Text

eE\\OecA1L=>Y! B

&% ™AL ¥

Lines

NNNT L2 QX B4

Rectangles

I 0 o o o |

Basic Shapes

EOoANOACOOOO®®

@GOoUOr hy O ED |

OO0O@AHAY XL (3 |

Q00 )L N

Block Arows W16 thitu cictinh ning

DERTETPEPRI T cia chucoig trinh

€ duvnopD D [REalf o u'’a

EXelat = .

Equation Shapes [ ] 3 ()

F=R==A

Hinh 388. Chén thém shape vao slide

2. Chon shape vira v€, chung ta sé lién két n6 véi mot dia chi e-mail. Ban vao ngan
Insert, nhdm Links va chon Hyperlink

3. Taikhung Link to, chon E-mail Address

Insert Hyperlink

Link, ko Text todisplay: | < < Selection in Document = = | ScreenTip.. .

E-mail address:

Existing File or |mailto:ttphnng@giaiphapexcel.cnm |
Weh Page
Subject:

|Gui mail b PowerPoink |

Place in This | Recently used e-mail addresses:
Document

Create Mew
Docurment

E-mail Address

I 0] 4 ] [ Caniel

Hinh 389. Sir dung hyperlink dé goi trinh qudn Iy va giri e-mail

4. Trong hop E-mail address, ban nhap 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 tua dé cho e-mail

Tao lién két dén dia chi Web hoiic may chi FTP
Phan trudc, ban da tao hyperlink dén mot slide trong va ngoai bai thuyét trinh tir mot doan van

ban hodc tir mét hop van ban. Trong phﬁn nay, ban sé thuc hanh tao hyperlink dén mdt trang web
hay may chu FTP tir m§t hinh anh.
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1 Thyce hanh theo cac budc sau:

1. Chon slide dau tién. Ching ta s& chen thém mot hinh logo Office nho nho vao slide
nay va dung no lién két vai dia chi trang web Office.com.

e Vao ngan Insert, nhdm Images, chon Iénh Picture

e Chon hinh OfficeOnline.jpg va nhan Insertt &é chén vao slide

Insert Picture 2 D‘
Look v v @-@ X 43~
me
Py
’JDoam
My Arwnall £9
* Comparer -
My Netserk
‘3 .
Aol 16,09 Anamall 15,109 Aremall 14, £g
Re e B B ma .
Fie pame: ~
Hes of DRt pictures (. 6mf werk ™ 100" Degi ™ FE L 108 £ by, dbs e of 1 o . e * we
e o [ Coeel |

Hinh 390. Chen logo Office Online vao slide

2. Nhép phai ch’uét Ién logo vira chén vao va chon 1énh Hyperlink..., hop thoai Insert
Hyperlink xuat hi¢n.

& Cut

da Cony

|, Paste Options:
90 v (e

Ky Change Ficture,,

T&7| arou

W Bring to Front

WL Send to Back

2 Hyperink.,

Save a3 Picture!

Ul size and Position,,,
"% Farmat Picture,.,

Hinh 391. Truy cdp lénh Hyperlink bang phai chugt

3. Chon Existing File or Web Page tai khung Link to va nhap dia chi
http://office.microsoft.com vao hop Address.
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Insert Hyperlink

Link: ke Text b display: |<<Selection in Docurent == | ScreenTig, ..

Lookin: | () Books 2010 v
Existing File or
tiveb Page 5 Backup -~ Bookmark. ..
— current R multimedia il
Faldzr [ MyTemplates =
Place in This I @ 12 tips for creating better presentations,docx ) |
Docurnent Browsed @ Browserstats, xlsx
Pages @ File bypes.xlsx
ﬂ % Mau, docx
Create Hew Recent & OpensampleCutline. ppt:
Docurnent Files ™% PowerPoint 2010.pdf
@ PowerPoint 2010, ppkx it
address: |http:,l',l'office.micrusoft.com,l’ L' |
E-mail Address
L Ok ] [ Cancel

Hinh 392. Tao hyperlink dén trang Office Online ciia Microsoft

4. Nhap nat OK hoan tat.

Tao lién két dén tap tin dang lru trén dia hoic trén mang ndi bd

Chung ta c6 thé tao lién két dén cac tap tin theo cach tuong ty nhu trén nhung thay vi nhap dia
chi trang web thi ban tim dén tap tin dang Iuu trit trén may tinh hodc trén mang ndi bd (LAN).
Trong phan nay chiing ta s€ 4p dung céac nut 1énh (Action button) vao bai thuyét trinh.

Bdng 12. Cac nit Iénh dung san
Nit  Tén Hyperlink dén

E Back hodc Previous V& slide lién trudc trong bai thuyét trinh

E Forward hoic Next ~ Dén slide lién trudc trong bai thuyét trinh
E Beginning Vé slide dau tién trong bai thuyét trinh
ﬂ End Dén slide cudi cing trong bai thuyét trinh
IV‘II Home Vé slide dau tién trong bai thuyét trinh
g Information Mic dinh 14 khong 1am gi, ban phai tu thiét 1ap hanh dong cho
s no.
','] Return Tro vé slide méi xem truge do.
|
Movie Maic dinh la khong lam gi, ban phai ty thiét lap hanh dong cho

no (phat doan phim chang han) .

Document Maic dinh la khong lam gi, ban phai ty thiét lap hanh dong cho
nd (mo tap tin ndo do).

=
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E Sound

Phat 4m thanh do ban chon, néu ban khong chon thi Powe_,rPoint
s€ phat am thanh dau tién trong danh sach am thanh chuan cua
no (Applause).

Maic dinh ’12‘1 khong lam gi, ban Phéi tu thiét lap hanh ddng cho
nod (link dén mot tap tin huéng dan nao do) .

Mic dinh 1a khong 1am gi, ban c¢6 thé nhap vin ban vao va thiét
lap hanh dong cho né.

Bang 13. Cac tuy chon Hyperlink to

Previous Slide
Next Slide

First Slide

Last Slide

Last Slide Viewed

End Show

Custom Show ...

Slide ...
URL ...

Other PowerPoint
Presentation ...

Other File ...

Céc tiy chon nay thuc hién hanh dong gidng nhu tén cta n6 (xem lai
bang trén)

Dung trinh chiéu

Mo hop thoai Link to Custom Show, tir d6 ban chon custom show mudn
chuyén toi.

Mo hdp thoai Hyperlink to Slide, tir d6 ban chon slide mudn chuyén to1
M6 hop thoai Hyperlink to URL, tir d6 ban nhap vao dia chi trang
Webmuodn chuyén toi.

Mo hdp thoai Hyperlink to Other PowerPoint Presentation, tir do6 ban
chon cac tap tin thuyét trinh khac muon chuyén toi.

Mo hop thoai Hyperlink to Other File, tir 6 ban chon tap tin mudn mé
1én.Néu la tap tin khac PowerPoint thi itng dung tuong ung s€ dugoc mo
1én dong thoi voi tap tin.

“ Thuc hanh theo cac budc sau:

Chon slide chira d thi trong bai thuyét trinh. Ching ta s& v& thém mot nat Iénh dé khi
nhan nit s& thyc thi viéc ma mot tap tin Excel luu s6 liéu théng ké vé thi phan trinh
duyét web trong nam 20009.

e Vao ngan Insert, nhom Illustrations, chon Iénh Shapes

e Dén nhém Action Buttons, ban chon kiéu nit Document va V€& mot nat nho
vao slide bén canh tua dé cua slide. Hop thoai Action Settings xuat hién.

Trang 233



Chwong 5. Lam viéc voi cac hiéu ung, hoat canh

T B =t Thi phan trinh duyvét 2009
Y IOEIEE

Elllh

WS =

Shapes|SmartArt Chart | Hyperlink Action Text Header w000% —

. Box & Footer

h LS 4
s 22 () 0 [T DRI Al Gl

Callouts 000% |

|:_| C] Q Q’),CI Ad d]/{ﬁ s dﬁf; A% 20.00% .|

- ADAOD{O s — IS T

Action Buttons (=] onos | W —
E] @ . - . - - .@ . D V- ntenwt Finefon Chroniw salan Opers

Explocer

| Action Button Document }52.6

o.onn

Hinh 393. Thém nit Iénh vao slide

2. Ban chon hop Hyperlink to va chon Other File... hop thoai Hyperlink to Other
File xuat hién.

e TaiLook in: tim dén thu myc chira tap tin mudn lién két. Thong thuong tap tin
nay nén huu chung thu muc véi bai thuyét trinh dé thuan tién cho viéc di
chuyén sang may khac khi bao céo.

e Chon tap tin va nhan nit OK

Action Settings

Mouse Click. | Mouse Ower

Action on click

(:} More
(%) Hvpetlink to:
|D:'I,Bcu:ks 20100 Browserstats, xlsx

O Run program:

| Browse, ..

Run macro:

| |

Ohiject action:

| |
[ rlay sound:

|[No Sound] |

Highlight click.

L K J[ Cancel ]

Hinh 394. Hgp thogi Action Settings

3. Ban c thé tiy chon thém &m thanh khi mo tap tin tai Play sound
4. Nhin OK & hoan tét.
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Lién két dén mot ing dung va tao mot tai liéu méi

Chiing ta d6i khi cdn minh hoa cho mdt ndi dung dang trinh bay bang mot vai phép tinh trén phan
mém bang tinh Excel chang han. Khi d6, viéc tao mdt hyperlink d¢ m¢ va tao mét tap tin Excel
md&i nham phuc vu cho viéc nay s@ rat can thiét.

ﬂ Thyc hanh theo cac budc sau:

1. Chon slide chira d6 thi trong bai thuyét trinh. Ching ta s& vé thém mot ndt Iénh mai
dé khi nhan nat sé thuc thi viéc mé chuong trinh Excel va tao mai mét bang tinh mai.

e Vao ngan Insert, nhom lllustrations, chon Iénh Shapes

e Chon kiéu hinh chir nhat tai nhom Rectangles chon kiéu Rectangle va nhap

vao chitr Demo.

v

Shapes

2l @

SmartArt Chart Hyperlmk Action

| Recently Used Shapes
ICOEN\NOOCOALLD
AR TR TA
| Lines
PNSNTLUL LR RPN &%

Rectangles

LGERGlEEERE
Bavic Shapes

HJH

all

70.00%

60.00%

50.00% -

40.00% -

30.00%

20.00%

10.00%

0.00% -

Internet Firefox Chrome Safari

Explorer

Opery

Hinh 395. 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, ,banv chon Create New Document, phén bén phai hop thoai Insert
Hyperlink bién d6i thanh hinh sau.

Insert Hyperlink

Text to display: |<:<:Selecti0n in Document ==

| ScreenTig...

Link to:
Mame of new document:
Existing File ar |Demo.xls
Web Page
Full path:
[v:\Books 20104
Place in This
Docurnenk
ﬂ when ko edit:
Create Mew fr :
Document (®)iEdit the new document |ater:
() Edit the new document now
E-mail Address

[ K ] [ Cancel

Hinh 396. Tao tdi liéu méi bang hyperlink
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e Tai hop Name of new document: Nhép tén tap tin cin tao kém theo phdn mé
rong cua nd. Cac phan mo rong thong dung duogce li¢t ké & bang bén dudi.

e Tai Full path: nhin 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 rong) s€ mé tap tin d€ hi¢u chinh.

= Chon Edit the new document now thi ting dung phi hop (theo phan
mo rdng) s€ mo tap tin 1én d€ hi¢u chinh ngay.

4. Nhin OK hoan tat

Bang 14. Cdc phan mé réng thong dung

DOCX, DOCM, Trinh xir Iy van ban Microsoft Word, hoac WordPad khi khéng c6

hoac DOC Word trén may.

WRI Trinh xtr Iy van ban Write (phién ban trudc cua WordPad), Word

TXT Trinh xt Iy van banthd Notepad

WPD Trinh xt Iy van ban WordPerfect

BMP Microsoft Paint hodc mot chuong trinh xr 1y anh dwoc thiét lap mic
dinh

MDB H¢ quan tri co so dir liéu Microsoft Access

MPP Trinh quan 1y du an Microsoft Project.

PPTX hoac PPT Microsoft PowerPoint

XLSX, XLSM, Bang tinh Microsoft Excel

hoac XLS

Thay d6i mau ciia doan viin ban co siéu lién két

q Thuc hanh theo cac budc sau:

1. Vao ngan Design, nhdm Themes, chon nut 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 cudi cung la:

e Hyperlink: chon lai mau cho van ban c6 hyperlink

e Followed Hyperlink: chon mau cho vin ban hyperlink sau khi da nhip Ién
lién két.
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Create Mew 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 Hyperlink
Accent 3
Accent 4
Accent 5
Accent &
Hyperlink
Followed Hyperlink
Marme: |Custom 2 |
I Save ] [ Cancel l
Hinh 397. P6i mau cho hyperlink
3. Nhéan nit Save dé luu Theme Colors méi.
Nhan manh hyperlink véi am thanh
budc sau:

q Thyc hanh thém am thanh cho hyperlink theo cac

W/
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 I1énh Action

p Screenshot Photo Shapes SmartArt Chart
It v Album~ »

Images Iustrations

Insert Design Transitions Animations Slide Show

o B D2 @ L

l'_.
4

Hyperlink Adij
Links %

Hinh 398. Lénh Action

3. Thuc hién céc tuy chon sau:

o Ngin Mouse Click: thiét 1ap thém am thanh tai phan Play sound trong ngin niy

dé khi kich chudt 1én lién két thi méi thuc thi
o Ngin Mouse Over: thiét lap thém 4m thanh t

1€nh.

ai phan Play sound trong ngin nay dé

khi di chuyén chudt Ién trén lién két thi s& thyc thi lénh.
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Action Settings

Mouse Click | Maouse Ower

Action on click

O Mone
() Hypetlink to:

| http: f foffice. microsoft, com) w

O Bun progran:

| Browse. ..

Run macro;

Ohiject action:

Play sound:
|Bomb e |
[JHighlight: click.

[ Ok l [ Cancel ]

Hinh 399. Ty chon am thanh cho hyperlink
4. Chon 4m thanh tai Play sound va nhan nat OK.

Hi€u chinh hodc x6a hyperlink

‘ Thuc hanh thém am thanh cho hyperlink theo cac budc sau:
o , :
1. Chon d6i tuong c6 hyperlink can hiéu chinh hoac x6a. Vi du, ban chon hinh mat cuoi
trén slide dau tién.
2. Vao ngan Insert, nhom Links, chon Iénh Hyperlink, hop thoai
e Nhin nit Remove Hyperlink trong hop thoai Edit Hyperlink dé x6a b siéu
lien két

e Hoic hiéu chinh lai théng tin cho hyperlink va nhan OK.

Edit Hyperlink

Link to: Text to display: | | ScreenTip. ..

E-mail address:

Existing File or |mailtc-:ttphong@giaiphapexcel.com |
‘Wweb Page

Subject:
|Guiss 20mails 20tu% Z0Poweraint] |

Place in This | Recently used e-mail addresses:

Docurnent mailto:tkphong@giaiphapexcel com?subject=GUi%% 2 0mail %20k % 20Power Paint
Create New
Document
Remove Link

E-mail Address

I K, ]’ Cancel ]

Hinh 400. Hop thogi Edit Hyperlink
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@

Hyperlink:

Hiéu chinh hyperlink: chon doan van ban hodc déi tiwong cé hyperlink roi
nhdp phdi chuét va chon 1énh Edit Hyperlink ...

Mg hyperlink: chon doan van ban hodc doi twong cé hyperlink roi nhdp
phdi chugt va chon lénh Open Hyperlink ...

Sao chép hyperlink: chon doan van ban hodc déi twong cé hyperlink roi
nhdp phai chudt va chon 1énh Copy Hyperlink ... Sau dé chon déi twong
khac va nhan té hop phim tat <Ctrl+V> dé ap dung hyperlink cho doi
tuong.

Xoéa hyperlink: chon doan vin ban hodc déi twong cé hyperlink voi nhdp
phdi chudt va chon Iénh Remove Hyperlink ...
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13. Héi dap

Trugc khi thuc hanh phan tré 1oi cac cau hoi, cac ban haly sao luu bai thuyét trinh thanh mot ban
sao co tén ThuchanhPowerPoint2010_ChS5_A.pptx d¢ gitr nguyén ndi tép tin cli st dung thuc
hanh tiép trong cic chuong sau.

Cau 1. Trinh bay cach thiét Iép nhanh céc higu sng cho tdt ca céac slide?
Tra loi:

Pé ap dung hiéu tng nhanh cho cac d6i tuong trén slide, chling ta can thyc hién cong viéc nay
trong ché do Slide Master View. Néu s6 lwong céc slide trong bai thuyét trinh nhiéu thi viéc ap
dung hiéu ung trong Slide Master View s& giup tiét kiém dwoc rat nhiéu thoi gian. Tuy nhién,
néu bai thuyét trinh chi ¢d vai slide thi ban nén thuc hién &p dung hiéu &ting cho mdi slide trong
ché d6 Normal View.

MJdi Slide Master bao gom mot slide master va cac slide layout. Khi &p dung hiéu tng cho cac
placeholder trén slide master thi cac placeholder trén céc slide layout thanh phan s& dugc thira
ké cac hiéu tng nay. Khi d6, cac hiéu ung s& giéng nhau cho tat ca cac slide trong bai thuyét
trinh. Tuy nhién, ban c6 thé vao cac slide layout dé thay dbi lai hiéu ung va khi d6 cac slide
trong bai thuyét trinh sir dung kiéu layout ndo s& cé hiéu ¢ng theo hiéu tng da thiét lap cho slide
layout d6 trong ché do Slide Master.

1 Cac budc thuc hién nhu sau:

1. Mo bai thuyét trinh ThuchanhPowerPoint2010_Ch5_A.pptx
2. Vao ngan View, nhom Master Views, chon Slide Master

— — e e

B0 AT Fis ThachanhP oeerPomia0l0 Ths_&pets - Merotol PowssPomnt Ml = 2582 |

w’n St tAmist  Mame Tt Tanetlem Ansetz=ni | Radew VoW Owveioger  Adddms Acrilet (- % 7]
} * -‘ -1 1 o

None apee

"Click 1o edit Master title style

- o oA «
CXidk ) o1t Mawter sext tylos
Seconid bewel
Tiird lornst

Prarhiwwi

Ll

Lmuw ot (D | A | B, 80 (=) i g_j]
Hinh 401. Slide Master

3. Chon céac placeholder “Master title” trén slide master, ban vao ngan Animations va
thiét 1ap c&c hiéu ttng vam thoi gian cho placeholder nay twong tu nhu cach lam da
trinh bay & cac phan trudc.

4. Chon céc placeholder bén dudi trén slide master roi 4p dung hiéu tng.
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5. Nhan nat Close Master View tro vé ché d6 soan thao binh thuong sau khi hoan tat.

Céc han ché & luu v:

Khong linh dong trong cac kiéu higu ang trén mdi slide

Khong linh dong trong viéc thiét 1ap thoi gian trén mdi slide

Khong nén &p dung hiéu tng cho céc placeholder 14 footer, ngay thang, danh s slide
Khong nén &p dung hiéu tng cho céc hinh nén slide

Cau 2. Trinh bay céach tgo nhanh bé nit diéu hwéng cho tdt cd céc slide trong bai thuyét

trinh?

Tra loi:

Bo nit nay s& xuét hién trong tat ca cac slide cua bai thuyét trinh, do vay cach thuc hién nhanh
nhat Ia tao cac nut nay trong ché @ Slide Master View. Vi dy, ching ta sé tao mot bd 5 nlit nam
¢ canh dudi cia moi slide trong bai thuyét trinh bao gom:

Nt B: khi nhdn vao né thi bai thuyét trinh s& dugc chuyén vé slide twa dé
Nt I8: khi nhn vao né thi s8 chuyén dén slide ké tiép slide hién hanh
Nt B: khi nhn vao n6 thi s3 chuyén vé slide trudc slide hién hanh

Nut .: khi nhin vao n6 thi s& chuyén dén slide cudi cling

Nt I: khi nhén vao n6 thi s8 chuyén dén slide dau tién

MJi Slide Master bao gom mat slide master va mot vai slide layout. Nhirng diéu chinh vé dinh
dang, font chix, hinh anh trén slide master ngay lap ttrc dwoc cac slide layout ké thira. Do vay, ban
chi can tao bo nat cho slide master. Néu ban muén mdi kiéu slide layout c6 bo nit diéu hudng
khac nhau thi ban phai vao céc kiéu slide layout d6 dé tao bo nut tuong wng.

“ Thuc hanh theo cac budc sau:

M bai thuyét trinh ThuchanhPowerPoint2010_Ch5_A.pptx
2. Vao ngan View, nhom Master Views, chon Slide Master.

3. Ban hdy chon slide master trong so d6 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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[ Insert | Transitions Animations Reviey

@oesy) @ Ul &5 =
O0<cOO0B08c0aUal
CUCRDB X 6§ AVED
|QEO0O

Stars and Banners
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Callouts ==
D QOO aAE A A d 4] |
(Z’ AQ AD dEI
Action Buttons

EHEID?&

il

Hinh 402. Chon kiéu nat Home

5. V& mot ndt nho nho & goc dudi bén tréai caa slide, chd y tranh phan ding cho footer
cua slide. Ban c6 thé gii thém phim Shift khi v& dé hinh duoc vudng van. Hop thoai
xuat hién, ban s& thay tai Hyperlink to di chon sin hanh dong la First Slide va chi
can nhan OK.

Action Settings

Mouse Click | Mouse Crver |
Action on click,
(First Slide |
O Eun program:
| — Click to edit Master title style
P s Click to edit Master text styfes
| | Secendleved
Thirsd lewd
Cbject action: Foarth level
| | 11wl
CJplay sound:
|[NU Sound] |
Highlight: click

Hinh 403. Bat Action Button trén slide master
6. Tuong tu, ban thuc hién chén thém 4 nat con lai vao slide master. Luu ¥, khong can

thay doi tly chon trong hop Action Settings ma chi can nhan OK dé chap nhan vi cac
nat 1énh nay da dugc thiét lap san cac tuy chon. K&t qua cudi cung nhu sau:
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Click to edit Master title style

Click 1o adit Master text styles
Stcond level
Third leved
Pt love
Pt e

Hinh 404. B mit diéu hwéng trong slide master

7. Ban dé y s& thay cac slide layout ciing xuat hién bo nut diéu hudng di tao trén slide
master. Nhan nit Close Master View dé tré vé ché do soan thao. Khi do tat ca cac
slide trong bai thuyét trinh déu c6 bd nat dieu hudéng giong nhau.

Tam i otk i
B Sty fripee g

Clham Vi el ke it

Hinh 405. Tat ca céc slide trong bai thuyér trinh déu c6 b niit diéu hieéng

Trang 243



Chwong 5. Lam viéc voi cac hiéu ung, hoat canh

Cau 3. Co cach nao khdng cho hiéu dwong gach dwéi ciia van ban co6 hyperlink hay khong?

Tra loi:
PowerPoint khéng hd tro x6a bo duong gach chan cua van ban c6 hyperlink. Do vay, nén thay thé
viéc chén hyperlink cho van ban bang chen hyperlink cho hop shape chira van ban.

Cach 1:

1 Céc bude thuc hién nhu sau:

1. Vidy, chlng ta s& diéu chinh lai hyperlink cta vin ban “Microsoft PowerPoint 2010”
trén slide dau tién.

2. Ban chon vin ban “Microsoft PowerPoint 2010” r6i nhap phai chudt va chon lénh
Remove Hyperlink.

3. Chon hop vin ban chta tya dé& “Microsoft PowerPoint 2010” rdi nhap phai chudt va
chon Hyperlink...

=] Edit Text

Bring to Front

Send to Back
% Hyperlink... @
Save as Picture...

Ek:’;aﬁceomine 4[] size and Position..,
o

Hinh 406. Trug cdp lénh Hyperlink bang phdi chugt

4. Chon Place in This Document tai Link to va chon slide s6 10 trong danh sach Select
a place in this document.

5. Nhan OK hoan tit viéc diéu chinh.

Céach 2: Cach nay c6 thé ap dung khi hdp van ban cé nhiéu dong va mdi dong vin ban cd thé tao
hyperlink khac nhau.

E Cac budc thyuc hién nhu sau:

1. Vidy, ching ta s& diéu chinh lai hyperlink cia vin ban “Microsoft PowerPoint 2010”
trén slide dau tién.

2. Ban chon vin ban “Microsoft PowerPoint 2010” rdi nhdp phai chudt va chon lénh
Remove Hyperlink.

3. Vao ngan Insert, nhém lllustrations, chon Shape va chon kiéu Rectangle.
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4. V& mot hinh chit nhat dé 1én ving tua dé.

Gidithibucictinhning
cita chuong trinh

Hinh 407. Vé shape dé lén viing twa dé

5. Nhap phai chuot Ién shape va chon Hyperlink... va tién hanh thiét lap cac théng sb

cho hyperlink. Nhan OK khi hoan tat.

6. Van dang chon shape, ban vao Drawing Tools, ngan Format, nhdm Shape Styles

e Chon Shape Fill va chon No Fill
e Chon Shape Outline va chon No Outline

7. Nhap phai chuot 18n shape va chon lénh Bring to Front dé Iam cho shape ludn ndi

trén bé mat van ban.

MinionF~ 18 + A" A7

- PowerPoirl4p

[ Paste Options:
Gidithiducicti lg @j @
ciia chdongt Edit Text
Edit Paints
Group
Bring to Fron ‘
Sendto Bacg@

L

0 BIEE=A-H

=]

»

»

Hinh 408. Tuy chon Bring to Front
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Cau 4. Muén chén Logo cong ty vao tat cd cac Slide trong mgt bai bao céo cé rat nhiéu slide

thi phdi lam sao?

Tra loi:

C6 nhiéu cach lam, tuy nhién cach lam nhanh va it lam tang dung luong tap tin bai thuyét trinh 1a
chen Logo vao slide master trong ché @6 Slide Master View.

% Thuyce hanh theo cac budc sau:

1
2.
3

Mg bai thuyét trinh ThuchanhPowerPoint2010_Ch5_A.pptx
Vao ngéan View, nhdm Master Views, chon Slide Master.

Ching ta sé& 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.

Lok e “ 2 A Xud-
Mo Foncont -~
—)lnwu z
) stce . .,"
- 4
W
‘Jm M
L ST LT et oy
Wy Kobvorh
M _
‘ ' A
-
. >
Amndl 15,3 w1 38,50 Armall 17 5 el 16,5 Areratls gy
e N e B o .
Renye | ) -
Hes o8 | st brures (%= ot | 00 ke 10" “v‘"‘_l,"."‘" 00 R A e i
(gt J [ coed |

Hinh 409. Hép thoai Insert Picture

4. Chon hinh tén “OfficeLogo.jpg” va nhan Insert dé chén vao slide.

5. Di chuyén hinh vao géc trén bén phai cua slide master.

(lick to edit Master title style
Chick fo =it Maater fext atylen

Second beve)

Hinh 410. 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:

Chung ta c6 thé thiét Iap cho mot ban nhac chén vao slide dau tién nhung ¢ thé phét tir dau dén
cuoi bai bai thuyet trinh.

” Cac budc thuc hién nhu sau:
'\J‘

1. Mé tap tin QA.pptx I&n va chén vao mot ban nhac ¢ slide dau tién.

&

Video | Audio |

v

dio from File
Record Audio...

Insert an audio clip into the slide.

0 Press F1 for more help.

Hinh 411. Chén nhac vdo slide dau tién

2. Chon I&n 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 an hinh céi loa khi
trinh chiéu.

how Review View Developer Add-Ins Format Playback

K"&IH [#); Start: Play across slides =[] Loop until Stopped

Volume [J] Hide During Show | 7] Rewind after Playing

(2] Audio Options

OO Start

el
i‘ | *[ Play the audio clip automatically,
=0 when clicked, or automatically and
’ ‘ < > 000000 i) N across multiple slides.

Hinh 412. Thiét ldp tiy chon cho dam thanh

@AAA>‘AA‘44AAh‘AAA@
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Ngi dung
1.

© 0o N o g bk~ Db

Chuong 6
Chuan bi thuyét trinh

Tao tiéu dé dau va chan trang

Ghi chu va nhan xét cho céc slide
Chuyén dinh dang cta bai thuyét trinh
In bai thuyét trinh

DPong goi bai thuyét trinh ra dia

Tuy bién noi dung cho cac budi béo céo
Thiét Iap tuy chon cho cac kiéu béo céo
Kiém tra bai thuyét trinh

Hoi dép
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T

rong chuwong ndy, ching ta s& ciing nhau tim hiéu cac cong tac chuan bi cho budi trinh dién
trude khan gia hodc phat hanh bai trinh dién dudi dang ty hanh hodc tuong tac véi nguoi

xem. Chuong nay sé& lan luot trinh bay céc noi dung sau:

Tao tiéu d& dau va chan trang (header & footer) cho slide va céc trang in phat khan gia
(handout).

Tao cht ghi cha (notes) cac diém quan trong vé noi dung sé trinh bay trén cac slide.
Chuyén bai thuyét trinh sang cac dinh dang khac (PPT, PDF, Word, Video) dé chia s&
In cac tai liéu dung riéng cho nguoi bao cao (Notes Pages).

In cac tai liéu phat cho khan gia (Handout)

DPong goi bai thuyét trinh ra dia (Package Presentation for CD)

Tuy bién noi dung cho cac budi béo céo (Custom Slide Show)

Céc thiét Iap cho cac kicu bao céo (Set Up Slide Show): Tuy bién bai thuyét trinh sang
dang thuyeét trinh truc tiép trudc khan gia hoac la dang bai thuyet trinh tu hanh.

Kiém tra va bao cao thu bai thuyét trinh.

Ching ta s& str dung tiép tap tin thuc hanh ¢ phan trudc. Ban hiy sao lwu bai thuc
hanh d6 thanh mot tap tin mai tén la ThuchanhPowerPoint2010_Ch6.pptx.

1. Tao tiéu dé dau va chan trang

Trong PowerPoint, viéc thiét lap Header & Footer cho Slide va trang in kiéu Handout hoac Notes
c6 mot s6 diém khac nhau. PowerPoint thiét ké sin cac placeholder trén slide va cac trang
handout hozc notes dé chira cac thong tin header & footer ma nguoi ding s& nhap vao. Ching ta
c6 thé thuc hién mot sb tiy chinh dbi vai cac placeholder nay trong ché do Slide Master, Handout
Master va Notes Master.

Header & Footer cho Slide c¢6 3 placeholder nhu sau:

Footer: Dung dé chtra doan vin ban nhu tén tac gia, tén chuong, ...

Date and Time: Chira thong tin ngay thang tao hoac cap nhat 1an cudi bai thuyét trinh.
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e Slide Number: Chtra sé th ty cua slide trong bai thuyét trinh
Header & Footer cho Handout va Notes cé 4 placeholder sau:

e Header: Dung dé chtra doan vin ban nhu 13 tén tua dé cua bai bao cdo, tén chuong, ...

e Footer: Dung dé chira doan vin ban nhu tén tac gia, tén chuong, ...

e Date and Time: Chira thong tin ngay thang tao hoc cap nhat 1an cudi bai thuyét trinh.
Page Number: Chira sb th ty cua trang in trong bai thuyét trinh

n Cac buéc thue hanh nhu sau:

M¢ tap tin ThuchanhPowerPoint2010_Ch6.pptx

2. Vao ngan Insert, nhom Text, chon Iénh Header & Footer, hop thoai Header and
Footer xuat hién.

A 4535a

Text  Header ‘'ordArt Date Slide Object
Box E»'.Fv:m@' & Time Number
Text
—r

Hinh 413. Chon lénh Header & Footer
3. Chon ngan Slide trong hop thoai Header and Footer va lam theo nhu sau:

e Date and time: thiét lap thoi gian s& xuat hién trén slide

= Update automatically: thoi gian s€ 1a ngay hién hanh ctia may tinh dang st
ding va s& ty dong thay doi thoi gian trong nhirng 1an mé sau. Ban c6 thé
chon thém kiéu dinh dang theo ngdn ngit tai hop Language va kiéu ngay
thang tai hop Calendar type. Vi du, ban chon tuy chon nay va chon dinh
dang 13 thang/ngay/nam theo thiét 1ap trong Control Panel ctia may dang st
dung.

= Fixed: nhap thoi gian ¢b dinh vao 6 tréng bén dudi
e Slide number: Ban danh du chon vao 6 nay dé cho hién sé thi tu cua slide.
e Footer: Hay nhap vao tén cua ban

e Don’t show on title slide: ban hay chon tily chon nay dé khong &p dung
Header & Footer trén cac slide tua de (title slide).
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Header and Footer,

Slide | Mates and Handouts

Include on slide

Apply to Al
Date and kime
(%) Update automaticalky Apply
[zz0t0 ]
D TEEEI Preview
[«#] slide number E
Euuter
|Tr§n Thanh Phong |
[#]Don't show on title slide:

Hinh 414. Thiét Idp Header & Footer cho Slide
e Néu nhin nat Apply thi chi 4p dung cac thudc tinh Header & Footer cho cac

slide dang chon. Néu nhan nit Apply to All thi s& 4p dung céc thudc tinh
Header & Footer cho toan bo bai thuyét trinh.

4. Chon ngan Notes and Handouts:

Header and Footer,

Slide | Mokes and Handouts

Inchude on page
[ Date :
(%) Update automatically

apply to Al

|Fridav, January 22, 2010

) Fixed

Header

|Micru:usu:u|‘t PowerPoint 2010 |
Page number
Footer

|Tr§n Thanh Phong

Hinh 415. Thiét Idp Header & Footer cho Notes and Handout

e Date and time: Ban chon kiéu Update automatically va chon dinh dang ngay
thang nhu hinh.

e Header: Hay nhap vao van ban “Microsoft PowerPoint 2010”
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e Page number: Ban danh ddu chon vao 6 nay dé cho hién sb tha tu trén céc
trang in Handout hoéac Notes Pages.

e Footer: Hay nhap vao tén cua ban

e Nhan nat Apply to All dé ap dung cac thudc tinh Header & Footer c4c 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 mubn. Do vay, chiing ta
sé& thuc hién mot so tly chinh cho do6i tugng nay trong ché do Slide Master View.

” Céc buéc thuc hanh nhu sau:

1. Vao ngan View, nhdm Master Views, chon Iénh Slide Master.

2. Ban chon vao slide master, ¢ goc dudi bén phdi cua slide c6 3 hop nhé chinh la 3
placeholder dung d¢ chua thong tin Date andTime, Slide Number va Footer. Ban
hay doi 3 placeholder nay xuong sat canh dudi cua slide.

a2 Office

Click to edit Master title style
" Qlick i afit Master text styles =
Secondlrvd
Thirdleved

Foarth el
Vifth vt

Click to edit Master title style
Click to edit Master text styles ‘
Second level
Third lews)

fnath level
P

vy

Hinh 416. Sip xép lai 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 co chir 1a 14. Chon placeholder Slide Number va cho cé chir la 20, chit in
dam (Bold) mau vang va c6 bong mo (Text Shadow).

‘Homei Insert Transitions Animations Review Vi

i-l Minion Pro (Body > 20 & AA Av % e

G (B2 u@ﬁvm- A- =F
\ t ui Par|

| Text Shadow

Add 3 shadow behind the selected
text to help it stand out on the
slide,

Hinh 417. Binh dang lai céc placeholder

4. Nhan nat Close Master View.
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2. Ghi chu va nhan xét cho cac slide

Ghi cht cho slide

Dudi mdi slide trong ché do Normal View Ia mot khung trong dung dé nhap céc thong tin ghi chi
(notes) vé noi dung trong slide d6. Ngoai ra, chiing ta c¢6 thé chuyén sang ché do Notes Page dé
nhap théng tin ghi chd cho slide.

Ban ¢ thé thém céc ghi chdi vao viing Notes trong ché do Normal nhung dé xem hinh déng thuc
su cua trang in Notes Page thi ban phdi chuyén sang che do man hinh Notes Page vi trong ché do
Normal View ban s¢€ khdng thay dugc cac dinh dang vé mau sac, hinh anh, ... trong khung Notes.

Trong ché do Notes page, mdi trang bao gom mot hinh thu nhé cia slide ndm bén va bén dudi Ia
hop van ban dung dé nhap thong tin ghi chi vao. Ngoai van ban, ban c6 theé thém vao trang ghi
chu cac doi twgng khac nhu d6 thi, hinh, bang biéu, shape, ...

‘
w Z-Er )
A N ) ‘ Z
» " - -
PowetPuiat 2010
» ==
PowerPoint 2010
I BT 0
RCRL RS ’
Click to s rodes —
L
- . o
= SR N_¥E il fmmsein ) e 3 T LY N —s

Hinh 418. Notes trong Normal View va Notes Page

Ghi cha trong ché dé Normal View

ﬂ Cac budc thue hanh nhu sau:

1. Chon slide can thém ghi chd. Vi du ban chon slide sé 3

2. Trong ché do slide, ban nhip chudt vao khung Notes nam bén dudi slide va nhap vao
va dinh dang thong tin ghi chi cho slide nhu hinh sau:

e Queét chon van ban trong khung Notes va vao ngén Home, nhom Font va
Paragraph dé dinh dang.
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Nhiing Kt e

> Presentution Views

A )
- x' ue Sarter

- NWP}T"L"

*Weading View

Presentation Views

« Normal: Ding rét nhigu trongqué trinh bién sogn

« Slide Sorter: Sap xép cac slide trong bai thuyét trinh,
* Notes Page: Thém cac ghi chi vao slide

+ Reading View: Xem trudc bai thuyét trinh

Master Views

+ Slide Master: Luu triT thing tin v& thigt k&

+ Handout Master: Thiét I3p cac thang sd cho cac trang in Handout I
+ Notes Master: Thiét I3p cac théngsd cho cac trang in Noted

Hinh 419. Nhdp ghi chd cho slide
3. Thuc hién lai thao tac nay cho cac slide can thém thdng tin ghi ch.

Ghi cha trong ché @ Notes Page

Ghi chi trong Normal View khong thé thém vao hinh dnh, do thi, ... nén ching ta can phai vao
Notes Page dé thém cac théng tin nay.

ﬂ Cac budc thyc hanh nhu sau:

1. Vao ngan View, nhom Presentation Views, chon Notes Page

Home Insert Design Transitions Animations Slide Show Review View
H=1]| B3 stide Sorter ) Slide Master [ ruter () [- Color]
(] Notes P 1| Handout Master =[] Gridlines = Grayscale
Normal|, : - Zoom Fitto )
_‘,Q]: Reading =] Notes Master [ Guides Window | mm Black and Whif
Presentation Views Master Views Show N Zoom Color/Grayscale

Hinh 420. Chuyén sang ché dg Notes Page

2. Duing thanh cudn doc dé di chuyén dén slide can thém ghi chd. Vi du, ban chon slide
so 3.
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b3

Presentation Views (P

« Normal: Dung r3t nhiZu trong gua trinh bign s0an :
|
|
|
|
O
|
|
|
|
|
|
|

- Slide Sorter: 53p xEp cacslics trong bai thuySt trink.
» Motes Page: Thém cic ghi chi vao slice
« Reading View: Xzm trdc baithuy &t trink

.____.__.(’)

[FMaster Views
- Slide Master: Luw trl¥ thong tin vE thift k&

« Handout Master: Thit lip cac thang sd cho cactrang

|

| in Randout

: « Notes Master:Thistlapcacthanz sdchocactranz in

| Notzs]

! I

O ————————— O-————————— O

3. Ban c6 thé nhap thém céc thong tin, dinh dang van ban hoic vao ngin Insert dé chén
cac hinh anh, do thi, shape, bang biéu vao trong trang.

Lam viéc voi Comment
Comment thuong dugc chén vao céc slide dé nhan xét hodc danh gia vé nodi dung, hinh thitec,...
cia bai thuyét trinh nao do. D61 khi, comment la cua chinh tac gid bai thuyét trinh thém vao dé

yéu cau ngudi khac nhan xét gitip minh vé bai thuyét trinh. Chiing ta c6 thé thém va hi¢u chinh,
sao chep hodc xo6a cac comment trén cac slide.

Thém comment

% Cac budc thue hanh nhu sau:

1. Chon slide can thém comment. Vi du ban chon slide s 8
2. Vao ngan Review, nhom Comments, chon New Comment
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;. Office

F 3 Lu Al o
= L ek o ‘A_-e
‘.:.__._‘.glﬁ,%!! AR
- i *— =

Hinh 421. Lénh New Comment

3. Ban nhap vao noi dung can nhan xét trong hop comment vira chén vao

1TF1 | Tran Thanh Phong L/2z/2000 J .
dng cho OFfice ribir phm hinh &ng <) 1 Offlce

1 Office

s <49 .m-w o R
o4 L\J’:"&
P N eH'f NIRRT

: AT | (LS e
o -y ‘é" v 9 -
- - ‘ e i‘ : S
S &€ >l

4. Nhap chudt ra khoi hop comment dé hoan tat. Ban c6 thé di chuyén comment dén gan
doi tuong trén slide ma n6 nhan xét.

Hiéu chinh comment

n Céc budc thuc hanh nhu sau:

Chon slide c6 comment can hiéu chinh. Vi du Ia slide s 8.

2. Vao ngin Review, nhém Comments, chon Show Markup dé hién cac comment trén
slide. Néu slide cé nhieu comment thi:

e Nhéan nat Next dé di chuyén dén comment ké tiép
e Nhéan nat Previuos dé di chuyén vé comment lién trugc
Chon comment can hiéu chinh. Vi du ban chon comment vira tao.
4. Chon Iénh Edit Comment
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tions Animations Slide Show Review

D’Z Lj = #J Delete ~

:] Previous
Show New Edit @
Markup| Comment Co Next
Commerks
N

Hinh 422. Lénh Edit Comment

5. Nhap noi dung hiéu chinh vao hop comment
6. Nhap chuot ra ngoai hop comment dé hoan tat.

Sao chép ndi dung comment

- Cac budc thyc hanh nhu sau:

W
1. Chon slide c6 comment can sao chép ndi dung. Vi du la slide s6 8.

2. Chon comment can sao chép noi dung, Vi du chon comment vira tao & trén.
3. Nhip phai chuét Ién comment va chon Iénh Copy Text

Chen video vao slide

_

Edit Comment

Copy Text

New Commen m‘ﬁ_
e 3

Delete Comment

Hinh 423. Sao chép ngi dung trong hép comment

4. Chon noi dé dan noi dung sao chép vao va vao ngin Home, nhém Clipboard, nhan nit
Paste.

Xba comment

- Cac budc thyc hanh nhu sau:

Chon slide c6 comment can x6a. Vi du 1a slide s6 8.
Chon comment can x6a. Vi du chon comment vira tao & trén.

."-’!\’!—‘C

Nhan phim Delete trén ban phim dé x6a hodc vao ngin Review, nhdm Comment,
chon Delete vai cac tuy chon sau:

e Delete: x6a comment dang chon.

e Delete All Markup on the Current Slide: x6a tit ca comment trén slide hién hanh.
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o Delete All Markup in this Presentation: x6a tat ca comment trong bai thuyét trinh

nay.
tions Animations Slide Show Review View Developer Add-Ins
’/d ' I ] |%7 Delet 1] Compare ¥} Pre
Dele
Show New Edit -
Markup| Comment Comment & Delete All Markup on the Current Slide
Comments & Delete All Markup in this Presentation

Hinh 424. Lénh Delete

3. Chuyén dinh dang caa bai thuyét trinh

Chuyén dinh dang bai thuyét trinh da hoan thanh sang cac dinh dang khac nhu 1a Acrobat (PDF),
Word, Video, ... hoac la luu bai thuy€t trinh sang dinh dang PowerPoint ¢ cac phién ban trudc sé
giup cho viéc chia s€ dugc de dang hon.

Luwru bai thuyét trinh dwéi dinh dang PowerPoint 2003 tré vé truéc

Hién nay van con rat nhiéu cong ty va nguoi ding chua nang cip 1én PowerPoint 2007 hoac
2010, nén viéc Iuu bai thuyét trinh sang dinh dang PowerPoint cii s€ giup nhitng nguoi dung nay
cd thé m¢g va xem trinh chiéu trén may cua ho.

n Cac budc thyc hanh nhu sau:

M bai thuyét trinh can chuyén vé dinh dang PowerPoint 2003 tré vé trude.
2. Vao File, chon Iénh Save As
3. Chon kiéu dinh dang tap tin tai hop Save as type 1a PowerPoint 97-2003 Presentation

*
(*.ppt).
File pame: ThuchanhPowerPaint2010_Ché, ppks -
Save a5 bYDE! | powerPaint Presentation (%, pphx) |'v_

PowerPaint Presentation (¥, pptx) A
PowerPoint Macro-Enabled Presentation (*.p

PowerPoink 97-2003 Presentation (*,ppt)

PCF (*.pdf)

¥P3 Document (*,xps)

PowerPoint Template (*.potx) bt

Hinh 425. Chon kiéu dinh dang tdp tin

4. Dit tén tap tin tai hop File name néu muon va nhan niit Save dé luu lai ban sao cua
bai thuyet trinh dudi dinh dang PowerPoint 97-2003.

Chuyén bai thuyét trinh sang PDF/XPS
Dinh dang PDF rat pho bién trén internet, do vy 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 tiet & chuong trude, nén phan nay chi trinh bay so luoc lai.
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‘ Cac budc thye hanh nhu sau:

1. M bai thuyét trinh can chuyén vé dinh dang PDF hoic XPS.
2. Vo File, chon Iénh Share, chon Create PDF/XPS va chon tiép Create a PDF/XPS.

File Types
Print
Change File Type

Eg
2} Create PDF/XPS Document %

Help ,g_[ Create a Video

Hinh 426. 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 céc tuy chon khac dé mac dinh.

Filename: | ThuchanhPowerPoink2010_Che |

Save as type: F'IZ:IF g

Open file after publishing
Optimize for: (%) Standard (publishing online and printing)

() Minimum size {publishing onling)
Publish

Hinh 427. Chon kiéu dinh dang PDF

4. Nhan nat Publish dé xuat ban bai thuyét trinh sang PDF.

Chuyén bai thuyét trinh sang video

bay la tinh ndng méi cua PowerPoint 2010. Viéc chuyén bai thuyét trinh sang video s€ gitp
ngudi Xxem khdng can thiét phai c6 chuong trinh PowerPoint cai dat trong may ma chi can mot
chuong trinh phat video dé xem, vi du nhu 1a Windows Media Player.

n Cac buéc thyc hanh nhu sau:

1. M¢ bai thuyét trinh can chuyén vé dinh dang Video.
2. Vao File, chon Iénh Share, chon Create a Video

B e T Ty PT OpIoauUmO It o e vver
M l@y  Create PDF/XPS Document
Hel ” M Internet & DVD =
e | @;L Create a Video { For uploading to the Web and burning to stan...
K‘Ip Add-Ins - §% Package Presentation for CD Ty Use Recorded Timings and Narrations
[ Options ; Y &2 Slides that do not have timings will use the def...
*5  Create Handouts Seconds to spend on each slide: 0500 2
by Exit
s B
L
Create
Video

Hinh 428. Chuyén bai thuyét trinh sang video
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3. Chon chat lugng phim can xuét ra. Vi dy, ban chon 13 Internet & DVD va nhin nit
Create Video.

4. Tim noi Iuru tap tin video tai Save in va dat tén tap tin tai hop File name.

File pame: ThuchanhPowerPoint2010_Che, Wiy w

save as kPl | wiindows Media Yideo (% wmv)

Hinh 429. Bat tén va chon dinh dgng video

5. Nhan nit Save va chd PowerPoint chuyén doi bai thuyét trinh sang video.

Chuyén Handout sang Word

Viéc chuyén cac Handout hoic Notes Pages sang trinh soan thao Microsoft Word s& gitip ban ¢6
thé thém cac dinh dang mong mudn khiac ma PowerPoint khong ho tro trude khi in.

n Cac budc thyc hanh nhu sau:

1. M¢ bai thuyét trinh can chuyén vé dinh dang Video.

2. Vao File, chon Iénh Share, chon Create Handouts va chon Iénh Create Handouts,
hop thoai Send to Microsoft Word xuat hién.

Send To Microsoft Word @E|

Page lavout in Microsoft Word

.x (%) Motes next to slides

[ B2

=§ () Blank lines next to slides
Create Handouts in Microsoft Word -
Create handouts that can be edited and formatted in % () Motes below slides
Word, B

Creates a Word document that contains the slides and .
) Blank lines below slides

notes from this presentation

Use Ward to layout, format, and add additional
content to the handouts

) Cutline only

Autermatically update slides in the handout when the
presentation changes

Add slides to Microsaft Ward document
B3

Create [}5

Handouts [ K ][ Cancel ]

Hinh 430. Chuyén handout sang Word

3. Tai nhérr] Page layout in Microsoft Word, ban xem hinh mqéu cac kiéu dinh dang cua
khi chuyén sang Word va chon moy kiéu. Vi du ban chon kiéu Notes next to slides.

4. Tainhom Add slides to Microsoft Word document:
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e Néu Paste duoc chon thi cac handout hodc notes pages s€ doc lap voi tai ligu
Word,

e Néu Paste link duoc chon thi mdi khi c6 sy hiéu chinh trén slide trong bai thuyét
trinh thi cac hiéu chinh nay s& tu dong cip nhat sang tai liéu Word. Vi du, ban
chon tuy chon nay.

5. Nhan nit OK va cho trong gidy lat chwong trinh Microsoft Word s& m& 1én va cac
slide s€ duoc lan luot chuyén sang Word.

]
Slids1

l
PowerPoint 2010 ‘
|

=

il
—

Slide 2

Slida 3 . .

© Presentation Views

® Mormal: Dung r3t nhi2u trong qui
trinh bign sozn

*® Slide Sorter: S3p x8p cic slid= trong
bai thuyst trinh.

* NotesPage:Tham cac ghi chu vao

slide

Hinh 431. Handout sau khi chuyén sang Word.

4. In bai thuyét trinh

Trong céac budi thuyét trinh c6 sir dung may chiéu, dién gia hay ngudi bdo 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 tiy chon dé ban tao nén cac tai liéu mot cach nhanh chong 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 nguoi thuyét trinh.
Céc ban in nay chtra noi dung trén slide va cac ghi chu cua slide ciing dugc in kem theo. Nguoi
thuyét trinh c6 thé doc nhanh céc 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 d6 man hinh
Notes Page, nhung viéc 1am nay rat thu cong va mét thoi gian. Ching ta nén vao ché d6 man hinh
Notes Master dé thuc hién cac tly chinh va cac thay doi ndy s& c6 tac dung cho tat ca céc slide
trong bai thuyét trinh.

- Cac budc thue hanh nhu sau:

1. Mo bai thuyét trinh can diéu chinh Notes Master.

2. Vao ngin View, nhom Master Views, chon Notes Master. Cira so Notes Master
Xuat hién.

Home Insert Review View
£ Slide Master [T ruter .': )
Handout Master | [ Gridlines \
T ) . ; Zoon
=] Notes Maste]N [ Guides
Master Views Show I

Hinh 432. Lénh Notes Master

3. Tai nhém Placeholders, ban c6 thé thiét lap cho an hoac hién cac placeholder trén
trang Notes Page bang cach bo chon hoac chon vao cac hop kiem.

Notes Master Home Insert Review View Developer Add-Ins Acrobat Format (2
fF— =i El [V] Header 7] Date P Colors»
1 :j i |~—_| N & A(, =2 ) Background Styles ~
1 [¥] slide Image [¥] Body Fonts - oy
Page Notes Page Slide — Themes — Hide Backaraund Graph Close
Setup Orientation v Orientation~ | [¥| Footer [¥] Page Number - Effects v ) Master View
Page Setup Placeholders Edit Theme Background 4 Close

Hinh 433. Ngdn lénh Notes Master

4. Tai nhém Edit Theme, ban c6 thé chon lai bo mau séc, font chir va hiéu (rng cho cac
placeholder.

5. Tai nhém Background, ban c6 thé thém nén cho cac Notes Page. Vi dy, ban chon

Style 2 tai Background Styles.

o s
b
|
L 2

&) Format Background..,

;(?_] Background Styles 'Y a

|-

ot

Hinh 434. Thém nén cho cac Notes Page
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6. Trong vung Notes Page:

e Ban chon 2 placeholder Header va Date va di chuyén xudng phia dudi 1cm vi
chldng qué st Ié trén cua trang in.

e Ban chon 2 placeholder Footer va Page Number va di chuyén 1én trén 1 cm
vi ching cling qua sat 1€ dudi cua trang in.

e Banco thé diéu chinh kich thudc cua placeholder Slide Image hoac Body theo
nhu cau. Vi dy, ban thuc hién diéu chinh sau:
= Chon placeholder Body
» Vao Drawing Tools, ngan Format, nhom Shape Styles
= Chon kiéu dinh dang Colored Outline — Red, Accent 1

T
e Insert Review View Developer Add-Ins Acrobat | Format
— &r shape Fill ~ & A - sring Forward
Abc p | Abc + | [Z Shape Outline ~ & v 24 send Backwar
AN ) H - Quick
K ¥ |« Shape Effects v Styles ~ Y % Selection Pang|
Shape Styles s | WordArt Styles & Arrange

| Colored Outine - Red, Accent 1 [y

T y3/En

IR e Mt tinle syl

Hinh 435. Pinh dang cho placeholder Body

7. Chuyén qua ngan Notes Master va nhan nt Close Master View dé hoan tat.

Thuec hién in 4n Notes Pages

Sau khi thuc hién cac cong doan tly chinh cho Notes Page, ching ta sé tién hanh in 4n ching ta
giay dé str dung khi thuyét trinh.

ﬂ Céc budc thyc hanh nhu sau:

1. M¢ bai thuyét trinh can in Notes Pages.
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2. Vao File, chon Print

n Home Incent Deasign Transthons

ed 5o
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Hinh 436. Hop thogi Print

3. Thuc hién cac tuy chon sau:

e Tai Copies: thiét lap sb luong ban in

e Tai Printer: chon may in tir danh sach, ban c6 thé thiét 1ap cac tdy chon cho
may in bang cach nhan vao Printer Properties.

e Tal Settings:

= Thiét 1ap s6 lwong slide s& in tir danh muc:

v

AN

Print All Slides: dé in tat ca cac slide trong bai thuyét trinh.
Vi dy, ban chon in hét slide.

Print Selection: chi in cac slide dang chon
Print Current Slide: chi in slide hién hanh

Custom Range: thiét 1ap céc slide s& in tai hop Slides bén
duoi.
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.. Print All Slides -l
E Print entire presentation
Slides

. Print All Slides
_] Print entire presentation %

Print Current Slide
Only print the current slide

Custom Range
_I-Tu Enter specific slides to print

Hinh 437. Chon cac slide sé in

= Chon kiéu Layout can in: Ban chon kiéu Notes Page, va tlly chon thém

v Frame Slides: in dudng vién xung quang Notes Page, ban

khong chon.

v' Scale to Fit Paper: ban chon tily chon nay dé néi rong dién tich

Notes Page vira vai trang giay.

v" High Quality: chon tly chon nay dé in vé&i chat lugng ban in

cao nhat. Néu chon thi s& in cham hon binh thuong.

v' Print Comments and Ink Markup: ban chon tdly chon nay dé in

cac nhan xét trén slide néu co.

Print Layout

F = =

=

4 5lides Horizontal

=

4 Slides Vertical

Frame Slides

High Quality

Full Page Slides Motes Pages Outline
Handouts
1 Slide 2 Slides 3 Slides

= =

6 Slides Horizontal 9 Slides Horizontal

= =

6 Slides Vertical 9 Slides Vertical

v | Scale to Fit Paper

v | Print Comments and Ink Markup

Motes Pages

Print slides w

ith notes vLI} ‘

Hinh 438. Chon kiéu layout dé in
= Thiét lap ché d6 in:

v' Print One Sided: in mot mat gidy
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v' Print on Both Sides: in hai mat gidy voi gay dong & canh dai
bén trai.
v Print on Both Sides: in hai mat gidy véi gay dong & canh ngan
bén trén.
= Thiét lap ché do sap giay khi in nhiéu ban:

v Collated: in c0 tach ra ting bo, ban nén chon tuy chon nay khi
in ra nhiéu bo vi d& ton cdng chia bo sau nay.

v Uncollated: in khéng tach bo
= Thiét lap chiéu trang in:

v' Portrait Orientation: in trang nam doc

v Landscape Orientation: in trang nam ngang
= Thiét 1ap mau sac cho ban in:

v Color: In day du mau sac, mau sac cac slide in ra (trén may in
mau) s€ giong vdi cac slide ma ban chiéu trén may tinh.

v Grayscale: In véi tong mau xam, cdc mau nén s& khong dugc in
ra, cac mau sac s€ duoc PowerPoint diéu chinh sao cho ban in
ra dep va r0 rang nhat.

v’ Pure Black and White: Tuy chon nay thich hop cho viéc gui
fax hodc in Ién phim may chi¢u overhead.

2 Color

E Grayscale

E Pure Black and White
}‘ Celer %

Hinh 439. Tuy chon mau bdn in

4. Nhan nat Print & gui 1énh in ra may in
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Badng 15. Péi chiéu mau sdc giita Grayscale va Pure Black and White

Poi twong Grayscale Pure Black and White
Text (van ban) Black Black

Text Shadows (bong ciia van ban) Grayscale Black

Fill (t6 nén) Grayscale Grayscale

Lines (cac duwong ke) Black Black

Object Shadows (Cac kiéu bong ciia ddi twong) Grayscale Black

Bitmaps (hinh bmp) Grayscale Grayscale

Clip Art Grayscale Grayscale

Slide Backgrounds (nén cia slide) White White

Charts (d0 thi) Grayscale White

Thuec hién in 4n tai liéu dung cho dién gia dang Outline

Khi bai thuyét trinh c¢6 chira nhiéu doan vin, ban ciing nén in ra gidy mot ban dudi dang dan bai
(outline) cho dé theo doi. BEé xem Outline cua bai thuyét trinh, ban vao ché d6 man hinh Normal

va chon ngin Outline ¢ khung bén trai.

Pld2-0 A7 &G s ThuchanhP owerPoint2010_ Chd.opts - Microsoft PowerPamt = = n
n nome et Dewgn Transtionn Shde Show Renew View Oeveloper axadm acrooar @ o
- U Lot = .. — e *J Ip o § . 1
j A L, MinenProCond - 42+ A A B E-E- e g 150 !{ y .:lcl] : M Fina
- e :::.m 2 ) - - & Replnte +
h.'-l' 5;:;:- 4 B Z U & s a. Aa A - EE3IERE N -'Il‘t!lv ;u.:\;. s 3 Selist +
Apnsad ha Font Baragrapn i Draminy tareg
s -
-
(o) |Cé

o3 chuang rian
7 Nhimg dim mat cia PowarPoint 2010
3 Nhimg kéu hidn thi
| »Presentation Views
* Normad
= Shde Sorter
* Notss Page
* Reading View
¥ »Master Views
 Shde Mastsr
* Handout Master
*Motes Master

4 4 Chén hinh vao slide
£ Chén Clip Art vao side
& & Chup hinh nsin hinh dua vao siide
= W Chén Smart Art vao side
£ . Chén video vao shide
5 . Chén doan phim trc tuyén
10 5 phian mém
[ ssesatis | pwer D)

Nhiing Kicu T

»Presentation Views  »Master Views

wSiide Sorter

- Nuu:a‘i’a_gv
[ ' Reading View

» Slide Master
» Handout Master
* Notes Master

S —

T Thash Paey  VEENTI

Presentation Views
| « Normal: Dung rat riigu trong quéd trinh bién soan
=l + Slide Sorter: Sip x& céc <lide trong béi thuy@t trinh.  »
REHE S o= -

Hinh 440. Xem Outline bai thuyét trinh trong cira sé Normal
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‘ Cac budc thye hanh nhu sau:

1. Mo bai thuyét trinh can in Outline.
2. Vao File, chon Print

|m“7Home i Print Layout
= save | —J
Ll;g Save As Full Page Slides MNotes Pages
= Handouts
=7 Open )
[ Close J J J
1 Slide 2 Slides 3 Slides

Infa J J J
Recent 4 Slides Horizontal 6 Slides Horizontal 9 Slides Horizontal
New J 3 J J .

4 Slides Vertical 6 Slides Vertical 9 Slides Vertical

v | Scale to Fit Paper
Share High Quality

v | Print Comments and Ink Markup
Hel ( ’

P ‘ J Cutline
v

15'3 Adddns v [ Print a text outline [
LA
] Options =] Print on Both Sides =

=Y Flip pages on long edge
[ TS

ow Review View

Developer A

@ Notes M

5[ Chin hinh vao siide

+[E) Chitn Clip Art vio slide

+[E) Chup hinh man hinh dus vio siide
7)) Chén Smart Art vao slide

:[E) Chen video vao slide

3[E) Chén doan phim trut tuyén

(3] 5 phiin mém

a0 bai thuyt tinh t5t nhist

=[G Thi phiin tinh duyét 2008

Hinh 441. In dan bai

3. Vao phan Settings, tai Print Layout, chon Outline. Céc tuy chon khac thuc hién

twong tu nhu phan in Notes Pages.
4. Nhan nat Print dé guri [énh in ra may in.

In tai ligu danh cho khan gia

In 4n tai liéu dang Handout hoic Slide thuong duoc sir dung danh cho ngudi xem thuyét trinh.
Céc ban in nay chtra ndi dung co ban vé thdng tin s& duogc trinh bay khi thuyét trinh. Nguoi xem
c6 thé doc trude céc tai liéu nay dé nim so lwoc vé& noi dung va co thé chuan bi cac cau hoi dé

lam rd thém céc van dé khi thuyét trinh.

Tuy chinh Handout Master

Giéng nhu Slide Master, Handout Master gitip ban diéu chinh layout ciia handout. Trong ché d¢
man hinh Handout Master, ban c6 thé sap xép cac placeholder ctia Header & Footer cling nhu tuy

chon cac dinh dang va thém céac hi€u ung nén cho handout.

‘ Cac budc thyc hanh nhu sau:

1. M& bai thuyét trinh can ty chinh Handout Master.

2. Vao ngan View, nhom Master Views, chon Handout Master.
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Handout Master Home Insert Review View Developer Add-Ins Acrobat

RlAY-0R3TFE- ThuchanhPowerPoint2010_Ché.pptx - Microsoft PowerPoint o = 52

o @

@ Background Styles =

D Handout Orientation ~

3 sSlide Orientation ~
Page . Close
Setup [ Slides Per Page = Master View

Page Setup Placeholders Edit Theme Background [F] Close

IE‘ Header IE‘ Date nCoIors "
@Fonts =

Themes
[¥] Footer [ Page Mumber e O] effects ~

|:| Hide Background Graphics

Hinh 442. Cira s6 Handout Master

3. Tainhom Page Setup:
e Chon Handout Orientation:
= Portrait: trang handout s& nam doc
= Landscape: trang handout s& nam ngang

[Ee=E ST [T R
|

[r———
} |

Portrait

Landscape

adiali I

Hinh 443. Chon hwéng cho trang handout

e Chon Slide Orientationt:
= Portrait: céc slide trong trang handout s& nam doc
= Landscape: cac slide trong trang handout s& nim ngang
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“A siide OrientatiMj/

Portrait
o | TN==1| Landscape

Hinh 444. Chon huéong cho slide trong trang handout

Chon s6 slide trén mdi trang handout, ban vao Slides Per Page va chon sb
slide s& in trén mdi trang handout. S slide cang it thi slide in ra cang to va dé
doc nhung s& ton nhiéu gidy. Sé slide cang nhiéu thi céc slide s& bi nén nho lai
nén ban in s& kho doc hon. Trong tuy chon vé sb slide, ngudi ta thudong chon
in 2 slide trén mot trang handout.

o O r wl 0 \ r TNEMes
2] Slides Per Page ~ | Faoier [Ml Page Numbes -+ [O]Effects -

_-I 1 Slide Placeholders Edit Theme Ba

2 2slides
S 3 Slides
4 Slides

6 Slides
a9 Slides

Slide Qutline

cloodl oo ooo
ooo oo

oo
ooo
oo

Hinh 445. Chon s6 slide trén méi trang handout

4. Tai nhém Placeholders: Handout Master ¢6 bon placeholders la Header, Footer, Date,
va Page Number dugc bo tri ¢ bon goc ctia handout. Chuing ta cd thé an hién va nhap
thong tin, dinh dang cho cac placeholder nay trén trang handout.

Header: nim ¢ goc trén bén trai, ban di chuyén placeholder nay xudng dudi
1cm va qua phai 1cm vi né qua sét I€.

Footer: nim & goc dudi bén trai, ban di chuyén placeholder nay I&n trén 1cm
va qua phai 1cm vi n6 qua sat le.
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« Date: nim & goc trén bén pha1 nd s€ hién ngay thang hién hanh néu duoc
chon. Ban ciing di chuyén né xubng duéi 1cm va qua trai 1cm.

 Page Number: ném, O gbc dudi bén phai va co s;“tn ky hiéu <#>. Ky hi¢u nay
s€ dugc thay bang so thir tu trang in. Ban di chuyén nd 1én trén 1cm va qua trai
1cm vi qué sat le.

5. Ban c6 thé dinh dang kiéu nén, cac bd mau, font chit va cac mau (theme) va cac hiéu
ung cho handout tir nhdm Edit Theme trén Ribbon.

6. Tai nhdm Background, ban c6 thé thém nén cho cac Handout. Vi du, ban chon Style
2 tai Background Styles.

Date 2 \'2] Background Styles v

m Fonts ~

i er = Themes
Page Number - [O]Effects ~

Iders Edit Theme

F—— el
- 1 ]
i 4

,32] Format Background...

Hinh 446. Thém nén cho handout

7. Chuyén qua ngan Handout Master va nhan nat Close Master View dé hoan tat.

Thuc hién in 4n Handout

Khi in Handout, ban c6 thé chon chon in 1, 2, 3, 4, 6 hodc 9 slide trén mot trang handout. Chiéu
cua trang handout va slide nam trong ndé ban c6 thé chon la nam ngang hodc doc. Thong thuong,
nguoi ta in handout 1a 2 slide trén mot trang giay kho A4 véi chiéu doc.

- Céc budc thyc hanh nhu sau:

MG bai thuyét trinh can in Handout.
2. Vao ngan File, chon Print.

3. Vao phan Settings, tai Print Layout, nhém Handouts va chon kiéu 2 Slides. Cac tiy
chon khéc thuc hién tuong tu nhu phén in Notes Pages.
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4. Nhan n(t Print dé gai 1énh in ra may in.

& E

4 Slides Horizontal & Slides Horizontal 9 Slides\ Horizontal
H E i

4 Slides Vertical 6 Slides Vertical 9 Slides Vertical

\i FErame Slides

} s/ Scale to Fit Paper

j High Quality

||| Print Comments and Ink Markup

-

‘ 2 Slides
Handouts (2 slides per p...

L),] Print on Both Sides
S/ Flip pages on long edge

=i Collated
‘ O:E =

123 123 123

=¥
| Portrait Orientation -

Review

View Developer Add-Ins

Acrobat

— “low
| Print Layout
— =] [=]
3 E B
Full Page Slides Notes Pages Outline
Handouts
E E
E |
1 Slide 3 Slides

Nhiing K
>Pruinfion Viess

A

o Notei Page

i

View

Chen hinh vio slide

> Minster Views
= Slice Master
= Handout Master
+ Notes Maiter

Hinh 447. Chon kiéu in 2 slide trén mét trang handout

Thuec hién in 4n Slide

Kiéu in nay s& in mdi slide trén mot trang in. PSi vai nhitng bai thuyét trinh quan trong, ngudi ta

thuong sir dung Kiéu in nay dé cac noi dung trén slide doc duoc dé dang trén ban in.

ﬁ Cac budc thyc hanh nhu sau:

1.
2.

3.

M¢ bai thuyét trinh can in Handout.
Vao ngan File, chon Print.

Vao phan Settings, tai Print Layout, chon Full Page Slides. Cac tiy chon khac thuc

hién twong tu nhu phan in Notes Pages.
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Nemew View

Twiwtoer 2000 L)

Print Layout =
(5] 5
Full Page S otes Faget Outine
Handouts
1 Shide 1 Gy 3 Shadur

4 Shdes Horzontal S Sfides Honzords 9 Sildes Maroomtal
d S8des Vertien & Shaes Vertigal @ Shides Vertieal
Frams Slides
v Sewwre Frape
rgh Quality

V| Pork Lommerts and (nk Markup

{ ] Full Pagpe Slides “

Pant 1 dhde par page

Print on Both Sides

TS Pl pagei on long mdye

o Colleted
“'1<: $2% 123

PowerPoint 2010

G thlge el tinh ning
wia ehdang trinh

Hinh 448. Chon kiéu layout Full Page Slides

4. Nhan n(t Print dé gai 1énh in ra may in.

5. Pong g6i bai thuyét trinh ra dia

Viéc dong goi bai thuyét trinh gitip ban dé dang trong viéc phat hanh va chia s& cho nguoi ding
vi khong s¢ thi€u bat ky tap tin dinh kém hay lién két nao c6 sir dung trong bai.

1 Cac budc thyc hanh nhu sau:

1. M¢ bai thuyét trinh can déng 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, sounds, 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 or o a CD.

Mame the €0 | BresentationCD |

Files to be copied
i;@ThuchanhF‘Dle\lerPointZD1I3_Chf:'u.|3|3t><

Remove

Options. ..

Rl

[Copv to Eolder ... ] L Copty to D J Close

Hinh 449. Lénh Package for CD

3. Tai hop Name the CD, ban dat 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 cac tap tin khac bang cach nhan vao nat Add... va trong

hop thoai Add Files ban chon céc tap tin va nhan nut Add dé thém vao.

Add | Vles
Lock pe o Maweds
WMo Racont
Doverweres ' #‘
) Oedten
o = Ta
= i
i Corgater A
My Noborh
‘imu
Aowedi% g fewnd| 7 Arendd (8 g ) Areat 10 95
e e
Hes o 08 g s v %)
[ e o

Hinh 450. Thém tdp tin sé dong goi
°

copied va nhan nit Remove.

Package for CD

@ Zopy a set of presentations ko a folder on your computer or to a CO,

<

Mame the COn |PresentatiDnCD |

Files to be copied

',:']ThuchanhPu:uwerPu:untEDlD Ché, pptx

L.J Animal10 H ipa

[ Copy ko Folder., .. ] [ Copy ko CD ]

Hinh 451. Logi bét tdp tin sé dong goi

5. Nhin nit Option dé mé hop thoai Options.

Options

Include these Files

iII not display in the Files to be copied list)

[#] Embedde TrueType fonts

Enhance security and privacy

Password to open each presentation: | |

Password bo modify each presentation: | |

|:| Inspect presentations For inappropriate or private information

[ Ok l’ Cancel l

Pé xda bat cac tap tin trong CD, ban chon ching tir danh sach File to be
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Hinh 452. Tuy chon dong gdi
e Tai Include theses files:

= Néu mudn gbi nay chira ludn cac tap tin da lién két v6i bai thuyét trinh
thi chon Linked files.

= Chon thém Embedded TrueType fonts dé dam bao m¢ trén méay khac
khoéng bi thiéu font chit vi cac font d3 dwoc nhing trong bai thuyét
trinh.

e Tai Enhance security and privacy: Ban co6 thé dat thém mat mi bao vé céc tap
tin thuyét trinh néu thay can thiét

= Password to open each presentation: dit mat ma dé mo céac bai thuyét
trinh c6 trong dia dong goi.

= Password to modify each presentation: dat mat ma dé hiéu chinh cac
bai thuyét trinh c6 trong dia dong goi.

e (6 thé chon thém tinh ning kiém tra cac thong tin trong bai thuyét trinh tai
Inspect presentations for inappropriate or private information trugc khi
dong goi.

e Nhin nit OK dé hoan tit cac tiry chon Va tré vé hop thoai Package for CD.
6. Co hai tuy chon dong goi la:
e Copy to Folder...: Néu chon thi hop thoai Copy to Folder xuat hién

Copy to Folder,

Copy files ko a new Folder with a name and location wau specify.

Folder name: | PresentationC |

Location: |D:'|,B-:u:|k5 Z010 | [ Browse, ., ]
Open folder when complete

(4 ][ Cancel ]

Hinh 453. Hop thoai Copy to Folder

= Tai Folder name: ban cung cép tén thu muc chira goi bao cdo

= Tai Location: chon noi Iuu trit thu muc dong goéi. Néu can thay doi noi
luwu tru thi nhan nat Browse... va chon lai noi luu.

= Néu chon Open folder when complete thi PowerPoint s& m¢ thu muc
luru trir cAc tap tin dong goi 1én sau khi dong goi xong.

= Nhan OK dé bat dau qua trinh dong géi vao thu muc.

Microsofl PowerPoint

You choss to package & Inked fles n your presentation, so PowerPork sl copy the nked fles to your compoter, You should ncluds krbed fles n your packags
? only F you trust the source of each Inked file,

0

Do you wark to indude Inked Fles n your padiage?

Cas 1 [ w ] [ con |

Was th oo hephul

Hinh 454. Thong béo yéu cau xac nhdn chép cac tap tin lién két véi bai thuyét trinh
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= Hop thong bao Xuét hién yéu cau ban xac nhan c6 chép cac tap tin dang
lién két voi bai thuyét trinh hay khong. Ban nhan nut Yes s& dong y va
No dé khéng chép cac tap tin lién két vao dia.

e Copy to CD: Néu chon thi Microsoft PowerPoint xuat hién théng bao hoi ban
c6 mubn chép cac tap tin da lién két véi bai thuyét trinh vao CD hay khong.
Ban nhan nit Yes s& dong y va No dé khdng chép céc tap tin lién két vao dia.
Luu ¥, mdy tinh cua ban phai c¢6 ddu ghi CD/DVD, sau khi nhin xac nhan thi
1am theo cac hudng dan ctia chuong trinh dé ghi ra dia.

7. Nhan nat Close khi hoan tat

PowerPoint Viewer:

@

Phién ban mai nhat 1a Microsoft Office PowerPoint Viewer 2007, gitp ching
ta xem bai thuyét trinh véi ddy di tinh nding cho cdc phién ban PowerPoint
97 dén PowerPoint 2007. PowerPoint Viewer con hé tror mé bai thuyét trinh
c6 mdt ma bao vé (ban phdi nhdp mdt ma vao), hé tro in dn nhung khéng hé
tror hiéu chinh bai thuyét trinh.

Tim va tai PowerPoint Viewer tai http://www.microsoft.com/downloads/

6. TUy bién ni dung cho cac budi bao céo

Ban di bién soan hoan chinh mot bai thuyét trinh c6 noi dung rat day du vé mot dé tai nao do6 va
ban str dung n6 dé bdo cao hay giang day cho nhiéu khach hang khac nhau, nhiéu nhom ngudi
xem khac nhau. D4i v6i mdi nhoém dbi twong, doi khi ban khéng mudn béo céo hét tt ca cac noi
dung c6 trong bai thuyét trinh. Khi d6, ban khdng can phai mit thoi gian dé sta lai bai thuyét
trinh mdi khi béo cao ma hy st dung cac tinh ning c6 sin cua PowerPoint dé 1a diéu nay.

An/ hiéncac slide

Chiing ta c6 thé 1am an hozc cho hién lai cac slide khi trinh chiéu bao cao. Néu cam thay mot sb
slide trong bai thuyét trinh la khéng can thiét phai bao cdo thi ching ta c6 thé lam ching an di
trudc khi trinh chiéu vai cac thao tac cuc ky don gian va nhanh chang.

n Céc budc thyc hanh nhu sau:

MG bai thuyét trinh can tdy bién noi dung béo céo.

2. Vao ngin View, nhom Presentation Views, chon ché do man hinh la Normal, Slide
Sorter hoac Notes Page déu dugc. Nhung lam nhanh nhat 1a trong ché do man hinh
Slide Sorter.

3. Chon céc slide can lam 4n
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;’ & Prom Current Side
" 4 3 Erosdcact Slide Show

From <
Eeginning S Custom Slide Showr +

Tt Shide Show

ﬁ Home Insert Oewgn Trangtiom Animabon Secde Show Revew View Desvioper Add-am

.:j =l Hide (2] Py Naratione @ Use Cutrert Hesolution ~
-

—E  FRehe 5 ¥ Use Timings ” .
SetUp

Side Show PO Record Stide Show = ] Show Media Contsats | [ Use Presentar View

Monkors

Hide Slide

Mide the corent slide from the
presentation,

11 Wil nat Be shown Suting the
TUlAcemn Gas ihow

Supewidl =il

mo12

Hinh 455. Chon slide can an

4. Vao ngan Slide Show, nhom Set Up va chon Iénh Hide Slide. Céc slide dang n thi s
tht tu cua slide s€ ¢6 biéu tugng bi gach chéo.

Chen hinh vao shide

Cheén Smart Art vin dide

Chen Clip Art vao plide

Hinh 456. Slide 5 dang dn

5. Pé cho hién lai slide, ban chon slide dang an va vao ngin Slide Show va chon lai nit
Hide Slide tir nhdm Set Up.

Tuy bién ngi dung bao cao

Céch 4n cac slide s& khong duoc linh dong vi van phai thuc hién cac cong doan diéu chinh mdi
khi bao céo. Tinh nang tuy bién ndi dung bao cdo (Custom Show) 1a mdt 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 cta doi tugng do.

Tao m¢éi Custom Show

n Cac budc thue hanh nhu sau:
U

1. M¢ bai thuyét trinh can tly bién noi dung bao céo.

2. Vao ngan Slide Show, nhém Start Slide Show, chon npt Custom Slide Show va
chon tiep Custom Shows.... Hop thoai Custom Shows xuat hién.

Home Insert Design Transitions Animations Slide Show
= .2 [S Hide Slide 7
_"_Tr 0 | & =T = A Ml Custom Shows
- — - —=  (@7Rehearse Timings [}
From Broadcast Custom Set Up .
Current Slide ~ Slide Show [Slide Show | Slide Show X® Record Slide Show ~ [7] | Custom shows:
Start Slide Show _L-J Custom Shows... SetUp
Qutline T | I3 Edit...
< Custom Slide Show Dialog
i Remove
S B B .
Chen hinh vao slid -

A3

Hinh 457. Lénh Custom Slide Show

3. Nhip nat New... dé tao Custom Show méi, hop thoai Define Custom Show xuat
hién.

Define Custom Show

Slide show name: | Cuskom Show 1

Slides in presentation: Slides in cuskam show:

1. PowerPoink 2010

2. Mhitng digm mdi clia PowerPoint 2010
3. Mhiing kigu hign thi

4, Chén hinh vao slide

(53 Chén Clip Art véo slide

6. Chyp hich mén hinh dura v side Add >> &
7. Chén Smart Ak wao slide

2, Chén video vao slide

9, Chén doan phim ktroc buvén

10, 5 phdn mém tao béi thuyét trinh Bk nhal
11, Thi phan krinh duyét 2009

Remove +

o | o]

Hinh 458. Hgp thogi Define Custom Show

e Tai hop Slide show name: dat tén cho Custom Show, vi du ban dat tén 1a “Gidi
thiéu PowerPoint 2010”

e Tai Slides in presentation: chon cac slide va nhin nit Add dé thém vao Custom
Show nay. Mubn bo bét slide ra khoi Custom Show thi chon cac slide tir danh muc
& khung Slides in custom show va nhan nat Remove. Vi dy, ban chon cac slide 1,
3,4,7,8,10va 11 cho vao Custom show nay.
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Define Custom Show

Slide show name: | Gidi thigu PowerPaint 2010

Slides in presentation: Slides in custom show:

1. PowerPaoink 2010 . PowerPoink 2010

2, Mhiing digrn rmdi clia PowerPoint 2010 . Whiing kigu hign Hhi

3, Mhitng kigu hign thi . Chén hinh véo slide

4, Chén hinh vao slide . Chén Smart Art vao slide
(53 Chén Clip Art vao slide . Chén video vao slide Y
&, Chup hinh man hinh dira wao slide . 5 phdn mém kao bai thuyet krinh £3t nhak
7. Chén Smart Art wao slide . Thi phan trink duy&t 2009

8. Chén video wao slide

9, Chén doan phim broc buyén

10, 5 phdn mém tao bai thuyét trinh tGE nhal
11, Thi phan krinh duyét 2009

i L=y R S

Cancel

Hinh 459. Chon céac slide cho vao Custom Show

e Dung 2 nlt mili tén hudng 1én va huéng xudng dé sap xép trinh tu cia cac slide
trong Custom Show.

e Nhin OK dé tro vé hop thoai Custom Shows

4. Nhan Close dé hoan tat.

Hiéu chinh va quan ly Custom Show

‘ Cac budc thyc hanh nhu sau:

1. Mé bai thuyét trinh c6 Custom Show.

2. Vao ngén Slide Show, nhém Start Slide Show, chon nit Custom Slide Show va
chon tiép Custom Shows....

Custom 5hows

Custom shows: Mew, .
{Gidi thigu PowerPoint 2010 —
[ Close ] [ show |

Hinh 460. Danh sach cac Custom Show

3. Hop thoai Custom Shows xuat hién.

o Taihop Custom shows: li¢t ké danh s&ch cac Custom Show dang co6 trong bai
thuyet trinh.

e Chon mét Custom show trong danh séch:
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= Nhan nit Edit... & md hop thoai Define Custom Show va thuc hién
hiéu chinh lai Custom show.

= Nhan nat Remove: dé xéa bé Custom Show

= Nhan nit Copy vdé’sao chép Custom Show dang chon thanh mot ban
sao va ban cd thé tién hanh hiéu chinh trén ban sao nay.

= Nhan n(t Show s& trinh chiéu Custom Show dang chon.

4. Nhan Close dé hoan tat.

7. Thiét lap tuy chon cho céc kiéu bao céo

Thiét 1ap tdy chen cho loai trinh chiéu ¢é ngwoi thuyét trinh

PowerPoint cung cap nhiéu tiy chon cho viéc trinh chiéu béo céo. Khi khong muon trinh chiéu
toan bo bao céo thi ban cé thé qui dinh céc slide sé bao c&o hoac an di bot cac slide. Ban con cd
thé thiet 1ap cho bai bao céo trinh chiéu thuc thi mot cach ty dong hay co6 nguoi dieu khién.

n Cac budc thyc hanh nhu sau:

1. Mé bai thuyét trinh can thiét 1ap cac tiy chon bao céo.
2. Vao ngan Slide Show, nhdm 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 {window) ) From: * | To: &
) Browsed at a kiosk {full screen) (O Custom show:

Gidi thigu PawerPaint 2010 L

Shiow opkions Advance slides

[ ]Loop continuously until 'Esc () Manually

[ ] show without parration (%) Using timings, if present
[ ] show without animation Multiple monitars

By sl prm— =

Laser poinker colar; I

Tao shaw a laser pointer during slide shaw, hald down the el key and press the left mouse
butkon,

QI l [ Cancel

Hinh 461. Thiét Ip céc tly chon trinh chiéu bai thuyét trinh
3. Hop thoai Set Up Show xuat hién.

e Tai Show type: chon loai trinh chiéu phu hop
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= Presented by a speaker (full screen): trinh chiéu & ché d6 toan man
hinh va c¢6 nguoi bdo céo.
= Browsed by an individual (window): trinh chiéu trong cira s6 va cho
phép truy cap mét vai lIénh caa PowerPoint.
= Browsed at a kiosk (full screen): trinh chiéu ty hanh khong c6 nguoi
dieu khien.
e Tai Show options:

= Loop continuously until *Esc": trinh c’hiéu bao cdo va tu dong phét lap
lai cho dén khi nhan phim ESCm dé két thac.

= Show without narration: trinh chiéu khong c6 thuyét minh.

= Show without animation: trinh chiéu khong 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 tir slide ... dén slide ...
= Custom show: chon Custom Show can trinh chiéu (néu co).
e Tai Advance slides:
= Manually: diéu khién cac slide bang cach kich chuot

= Using timings, if present: cac slide tu dong thyc thi theo thoi gian thiét
lap trudc hoac bang cach kich chuét.

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 bao cdo c6 man hinh
danh riéng cho ngudi thuyét trinh.

4. Nhap OK dé hoan tat viéc thiép Iap trinh chiéu béo céo.

Thiét 1ap tiy chon cho loai bao cdo twong tic ngwdi Xem va tw hanh

Bai thuyét trinh dudi dang twong tac nguoi xem va tu hanh thudng st dung cac hyperlink va cac
nat diéu hudng dé ngudi xem co thé di chuyén qua lai trong bai thuyét trinh dugce dé& dang. Ngoai
cac hyperlink va cac nit diéu hudng, bai thuyét trinh tu hanh thuong cd kém theo am thanh
thuyét minh, con tré laser cho cac slide dang trinh chiéu.

Ghi lai Slide Show

n Cac buéc thuc hanh nhu sau:

1. M 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...

Trang 281



Churong 6. Chudn bi thuyét trinh

itions Animations Slide Show Review View Developer Add-Ins

.;;‘j [S] Hide Slide [¥] Play Narrations (@l Use Current Resolution ~

e "

. G)') Rehearse Timings Use Timings =7 ®
SetUp - e

Slide Showl@ Record Slide Show ':@ Show Media Contrals | ||| Use Presenter View

| WO Start Recording from Beginning... Manitars

O Start Recording from Current Slide...
Start Recording from Beginning
Clear

= Record audio narrations, laser
pointer gestures, or slide and

Chén h‘lnh "3‘10 Slide animation timings for playback

during slide show.

A 0 Press F1 for more help.

Hinh 462. Lénh ghi lgi Slide Show

3. Hop thoai Record §Iiple §how xuat hiéu, ban hay chon ca hai tdy chon va nhan nit
Start Recording dé bat dau ghi Slide Show.

e Slide and animation timings: ghi lai thoi gian hién thi cua mdi slide va céc
hiéu ung.

 Narrations and laser pointer: ghi am thanh thuyét minh va cach sir dung con
tro laser cua nguoi thuyét trinh.

Record Slide Show

Select what you want to record before you begin recording.
Slide and animation timings
Marrations and laser pointer

Start Recording l [ Cancel ]

Hinh 463. Hop thoai Record Slide Show

4. Man hinh chuyén sang ché do trinh chiéu. Ban cho céc slide trinh chiéu giéng nhu 1a
trinh chiu thyc trudce khan gia, st dung con tré laser cling nhu thuyét minh cac ndi
dung trén slide dé thu am vao.

5. Nhén Esc dé thoat khoi ché do ghi Slide Show va nhan nit Save dé luu lai. Sau nay
khi ban cho trinh chiéu bai thuyét trinh thi cac am thanh, con tré chuot laser sé duoc
phat kem theo.

Thiét 1ap tiy chon cho loai bio cao ty hanh

Loai bao cao tu hanh khong c6 ngudi diéu kién s& tu dong trinh chiéu tir dau dén cudi va lap di
1ap lai cho dén khi ban nhan ESC dé thoat.

n Cac budc thyc hanh nhu sau:

W
1. Mo bai thuyet trinh can thiét 1ap bao cao ty hanh

2. Vao ngan Slide Show, nhom Set Up, chon Set Up Slide Show.
3. Hop thoai Set Up Show xuét hién:
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Set Up Show
Shiow bype Show slides
() Presented by a speaker (Full screen) O
() Browsed by an individual (windaw) ) From: | - |I.:.: | - |

(%) Erowsed at a kiosk {Full screen’ () Custam show:

|Gi|fl‘i thigu PowerPoint 2010+ |

Show options Advance slides

(3 Manually
[ 5hows without narration (% Using timings, if present
[] shows without animation

rMultiple monitors

Laser pointer color: |_ e | |

To show a laser pointer during slide showe, hold down the Crel key and press the left mouse
button,

O ] [ Cancel

Hinh 464. Tuy chon Slide Show tu hanh

e Tai Show type: chon Browsed at a kiosk (full screen)

e Tai Show slides: chon sé slide can cho trinh chiéu tai All, From...To... hoac tir
mot Custom Show

e Tai Advance slides: Chon Using timings, if present

4. Chon OK hoan tat.

Luu bao ciao dudi dang Slide Show

Tap tin PowerPoint dud¢i dinh dang Slide~Show s€ tu dong trinh chiéu khi dugc mé ra. Bé luu tap
tin dudi dinh dang nay 1am theo hudng dan sau:

‘ Cac budc thyc hanh nhu sau:

1. M¢ bai thuyét trinh can Iuu sang dinh dang Slide Show
2. Vao File, chon Save As, hop thoai Save As xuat hién

File: name: |ThuchanhPowerPoint2DlD_Chﬁ.pptx v |

Save as type:

PowerPoint Presentation (*

jink Sh * ops )

PowerPoint Macro-Enabled Show (¥, ppsm;)
PowerPoint 37-2003 Show [*.pps)
PawerPaoint Add-In (*.ppam)

PawerPaoint 97-2003 Add-In (*.ppa)
FowerPaint #ML Presentation (*,xml) ¥
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Hinh 465. 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. Nhan nit Save.

8. Kiém tra bai thuyét trinh
Kiém tra cac thong tin 4 nhan c6 trong bai thuyét trinh
Khi 1am viéc, PowerPoint tu dong luu lai mot sb thong tin ngudi dung va cac thong tin an nhu

céc chu thich, phién ban, cac diém sira chita, cac ghi chl, cac nhan xét, thudc tinh tai liéu,... Ban
nén dung tinh ndng Inspect Document dé kiém tra va loai bo cac thong tin néu thay can thiét.

“ Cac budc thyc hanh nhu sau:

A 4
1. Mo bai thuyet trinh can kiém tra

2. Vao File, chon Info, chon Check for Issues va chon Iénh Inspect Document

Prepare for Sharing
Before sharing this file, be aware that it contains:
Check For Comments

lecues - Document preoperties, author's name and
cronned nut imane rdata

. Inspect Document

l;zf' Check the presentation for hidden p, £ S
or personal information, {
jEs are
: Check Accessibility

=)
_@ Check the presentation for content that people
with disabilities might find difficult to read.

\ !

lree ]|

T

Check Compatibility

Check for features not supported by earlier 5

versions of PowerPoint, Aost "
. e e ey e 01 Close thic

Hinh 466. Lénh Inspect Document

3. Trong hop thoai Document Inspector, ban danh ddu chon cac loai thdng tin an can
kiém tra va nhan nat Inspect.

4. Xem lai két qua kiém tra va nhan céc nit Remove All bén canh cac thong tin an dé
x0a cac thong tin néu thay can thiét.

5. Nhan Close dé két thuc.

Kiém tra tinh twong thich vé tinh niing sir dung trong b4o cao giita cac phién ban

Khi ban chia s& bai thuyét trinh PowerPoint v&i nhiéu doi tugng khac nhau va ban muoén dam bao
tat cd moi ngudi déu c6 thé mo ra xem va hi€u chinh dugc ndi dung ctia nd, ban nén dung tinh
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ning kiém tra su tuwong thich giira cac phién ban PowerPoint dé c¢6 thé hiéu chinh lai cho phu
hop.

Khi chuyén d6i dinh dang tir PowerPoint 2007 xudng cac phién ban thip hon thong thudng mot
sO tinh ndng s& bi mat hoac mdt so doi tugng s€ khong cho phép hi¢u chinh nhu SmartArt, do

thi...
n Céc buée thuc hanh nhu sau:

1. M¢ bai thuyét trinh can kiém tra
2. Vao File, chon Info, chon Check for Issues va chon Iénh Check Compatibility

‘,,—-,I Prepare for Sharing

{ ? F Befere sharing this file, be aware that it contains:
Checkfor Comments
lecues » Document properties, author's name and cropped out

imane rlata
P~ Inspect Document
|==F/ Check the presentation for hidden properties
or personal infarmation,

jes are unable to read
5  Check Accessibility

@D Check the presentation for content that people
with disabilities might find difficult to read,

@ % Check Compatibility )
g/ﬁ Check for features not supported by ear Aost autosaved versions
versions of PowerPoint,

= Il Ihereare np nrevioiic veranne of thic file

Hinh 467. Lénh Check Compatibility

3. Cho trong giay lat, hop thoai Microsoft PowerPoint Compatibility Checker thong
bao két qua kiém tra tinh tuong thich

Microsoft PowerPoint Compatibility Checker

The following features in this presentation are not supported by earlier
versions of PowerPaint. These features may be lost or degraded when you
save this presentation in an earlier file format.

Sumrnary Occurrences
A chart in this document may contain data in cells outside of the 1 |
row and column limit of the selected file format. Data beyond 256 Hel
(IV) columns by 65,536 rows cannot be saved, (Slide 11) H=n
The shape and any text in it cannot be edited when using earlier 13

- S e . y
versions of PowerPoint, (Slide 1, 2, 3,4, 5,6, 7, 8, 8, 10, 11) Help L
The table and any textin it cannot be edited when using earlier 1
. : . . ol |
versions of PowerPoint, (Slide 10) Hel
The SmartArt graphic and any text in it cannot be edited when b
using versions of Microsoft Office earlier than Office 2007, (Slide 2, Heln v

Check compatibility when saving in PowerPoint 97-2003 formats.

e Doc cic thong tin va néu chua hiéu rd thi nhan nut Help dé c¢6 thém thong tin
trg giup.

e Tuy chon Check Compatibility when saving in PowerPoint 97-2003 formats
nén dung khi ban Iuu tap tin PowerPoint 2010 dudi dinh dang PowerPoint cil.

4. Nhin OK.
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DPanh dau hoan thanh vao bai bao cao

Khi hoan thanh bai thuyét trinh, ban nén danh du hoan thanh cho bai nhim han ché nguoi dung
vO tinh lam thay d6i ndi dung cua bai. Muon thay doi ndi dung thi phai bé danh dau hoan thanh
nay.

‘ Cac budc thue hanh nhu sau:

1. Mé bai thuyét trinh can danh dau hoan thanh
2. Vao File, chon Info, chon Protect Presentation va chon Mark as Final

‘ @ | Permissions
AL =
i ’EBJ Anyone can open, copy, and change any part of

this presentation.
Protect

Presentation ~

s Mark as Final
| T Let readers know the presentatlor%s
final and make it read-only.

o) 7] Encrypt with Password -e that it contains:
'a ‘j Require a password to open this
"~ presentation.

2 Restrict Permission by People

nor's name and

Grant people access while removing
their ability to edit, copy, or print.
I\ Add a Digital Signature

Q Ensure the integrity of the presentation
by adding an invisible digital signature,

disabilities are

Hinh 468. Lénh Mark as Final

3. Ban chon OK trong hop thong bao xuét hién dé chip nhan danh 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 469. Hgp thong b&o xac nhdn danh ddu hoan thanh bai thuyét trinh

4. Thém modt hop thong bao nira xuat hién kém theo cac théng tin hitu ich lién quan dén
Mark as Final va ban hay nhan OK.

Microsoft PowerPoint f'5__<|

This document has been marked as final to indicate that editing is complete and that this is the final version of the document.

\ld) ‘when a document is marked as final, the status property is set to "Final" and typing, editing commands, and proofing marks are turned off,
‘fou can recognize thak a document is marked as final when the Mark As Final icon displays in the status bar,

[ on't show this message again

“WWas this infarmation helpful?

Hinh 470. Hgp thdng bao cia Mark as Final
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9. Heéi dap

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 khong c6 hinh thu nhé ciia slide bén trén?

Tra loi:

1 Céc bude thuc hién nhu sau:

1. Mo bai thuyét trinh can in Notes Page ma khong c6 hinh thu nhé cua slide bén trén.
2. Vao ngan View, nhom Presentation Views, chon Notes Page

PowerPoint 2010
LT

Tk Sy 3

Hinh 471. Man hinh Notes Pages

3. Lan luot vao ting slide bang thanh cuén 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

S T [

()

o AT et et

Hinh 472. Notes Page dd logi bé hinh slide thu nho
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4. Vao File, chon Print va chon kiéu in la Notes Page tai phan Settings trong cira s
diéu khién in. Nhan vao nat Print dé ra Iénh in.

d Save
n'_ Save A4
= Open
2 Clewe

Info

Recent

Help

2] Options
£d Bt

[= ===

ThuchanhPowerFOIM2010_Ché. ppts

© Prirter? on FETPSYS
== i\

Prnter Progers

Settings

Pt All Shices
Shde
i MNotes Pager
Pt Cne Sided

y Collated

| Portrait Onentation -
—

‘ ot ¥
=

nsernt Design Tramigions Animabon:
Print

oA
- _ —

- Copies ~
Print

-
Printer

Microsaft PowerPoit

9

Shde Show Restew View Devefoper AddIm Foroat
-
st bunate o 122 arie @ I T
"o Mgt Sepeg L
-
412 » o o

Hinh 473. In Notes Page khdng c6 hinh slide thu nhé bén trén

5. Dé phuc hoi Notes Page cua bai thuyét trinh vé trang thai ban dau ban lam nhu sau:

Layout...

Vao trong ché do man hinh Notes Page

fa

==

&, Paste Opfions:

=L Publish Slides
Buler
Grid and Guides...

'=| Motes Layvout...

{fj Format Background...

b

Notes Layout

Flaceholders
Slide image

Nhap phai chudt trong ving trong trong trang Notes va chon lénh Notes

Chon hét cac tly chon trong hop thoai Notes Layout va nhin OK.

l [ Cancel

Hinh 474. Phuc hoi Notes Page bi thay doi
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Cau 2. Lam sao logi bé nhanh cac higu szng va hogt cdnh khi trinh chiéu bai thuyét trinh?

Tra loi:

n Céc bude thuc hién nhu sau:

1. Mg tap tin can trinh chiéu ma khdng sir dung cac hiéu tmg da thiét lap
2. Vao ngan Slide Show, nhdm Set Up va chon Iénh Set Up Slide Show

itions
2N
.
&7

Set Up

Animations
S| Hide Slide
y] Rehearse Timings

Slide Sho%b@ Record Slide Show

Set Up

Slide Show

Review View
[¥] Play Marrations
[¥] Use Timings
~ [V] Show Media Controls

Hinh 475. Lénh Set Up Slide Show

3. Trong hop thoai Set Up Show:

e Chon Show without animation dé khong cho hiéu ang hoat dong khi trinh
chiéu bai thuyét trinh.

e Chon thém Show without narration dé khdng st dung loi thuyét minh khi

trinh chiéu.

Set Up Show

Shio bype

(%) Presented by a speaker (Full screen)
() Browsed by an individual (window)
() Browsed at a kiosk (Full screen)

Show options

[JLoop continuausly until ‘Esc’
Shiow withouk anirakion
Laser pointer calar:

Pen color:

To show a laser pointer during slide show, hald down the Ctrl key and press the left mouse

button.

Show slides
@ al

O Erom: | :llo: | Cl

Advance slides

) Marally
@ Ising timings, if present

Multiple monitors

[]Show Presenter Yiew

I Ok, ] [ Cancel

Hinh 476. Set Up Show

4. Nhan OK hoan tat viéc thiét 1ap va ban c6 thé bat dau trinh chiéu bao céo.

@AAA“AAA44AAA‘AAA@
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Chuong /
Trinh chiéu bai thuyét trinh

Ngi dung
1. Trinh chiéu bai thuyét trinh
2. Sir dung cac nut diéu khién trong ché d6 Slide Show
3. Tao chu giai trong khi trinh chiéu bai thuyét trinh
4. Trinh chiéu bai thuyét trinh véi nhidu man hinh

5. Hoidap
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hi moi viéc di chuan bj xong va bay gid ban dang dung trudc khan gia dé thuyét trinh vé dé

tai bao céo ctia minh. PowerPoint cung cap sin mot s tinh nang hd trg cho viéc bao céo
cling nhu di chuyén dé dang giira cac ndi dung trong khi ban thuyét trinh. Dic biét, phién ban
PowerPoint 2010 con c6 thém chirc ning con tro laser, nguoi thuyét trinh ding dé chiéu vao céc
ndi dung dang trinh chiéu trén slide dé nguoi xem dé theo ddi va nam bat tdt hon van dé dang
thao luan.

1. Trinh chiéu bai thuyét trinh

Thiét 1ap cac tuy chon cho ché dd Slide Show

‘ Cac budc thyc hanh nhu sau:
:\_,I

1. Vao ngan File, chon Options, hop thoai PowerPoint Options xuat hién

PowerPoint Options

S
General Slide Show 3
Proofing i i
Shaow menu on right mouse click G
Save Show popup toolbar(
= ) . -
Language Frompt to keep ink annotations when exiting
End with black slide
Advanced
Print
Customize Ribbon
Frint in background
uick Access Toolbar
Q |:| Frint TrueType fonts as graphics
add-Ins |:| Print jnserted objects at printer resalution
] High guality
Trust Center i i i .
|:| Align transparent graphics at printer resolution
‘When printing this document: |Iﬂ] ThuchanhPowerPoint2010_Ch7.pptx ]
@ Use the most recently used print settings G
O Use the following print settings: G
| | .
[ QK ] [ Cancel
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Hinh 477. PowerPoint Options cho Slide Show

2. Chon Advanced tir danh sach bén trai trong hop thoai PowerPoint Options va tim dén
nhém Slide Show trong khung bén phai.

3. Mot sb tuy chon cho ban:

Show menu on right mouse click: Néu dugc chon va khi ban nhap phai chudt
trong khi trinh chiéu thi mdt trinh don nglr canh s€ xuat hi¢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 nhd ban luu bai thuyét trinh lai néu trong khi trinh chiéu
ban c6 thém ghi chd, t6 nén 1am 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. Nhip niit OK dé dong hop thoai.

Trinh chiéu bai thuyét trinh

n Cac budc thyc hanh nhu sau:

1. Mo bai thuyét trinh can trinh chiéu

2. Vao ngan Slide Show, nhém Monitor dé tly chon vé man hinh.

Review View Developer Add-Ins

> @

z :_J b . [¥] play Marrations
) &) B
< [V Use Timings

khearse Record Slide _

Set Up

@l Resolution: 1280x800 {Slowest, Hig.., ~

@=F Show On: | Primary Monitor v

imings  Show~ Y] Show Media Controls | [T Use Presenter View Q

Monitors

Hinh 478. T0y chon cho man hinh trinh chiéu

Resolution: chon d¢ phan giai cua man hinh khi trinh chiéu, phan 16n cac may
chiéu LCD hién nay ho trg do phan giai 1024x768.

Show on: khi may tinh ban cd tir 2 man hinh tro 1én thi tuy chon nay mei Xuat
hién. Tai day, ban chon man hinh nao sé trinh chiéu bai thuyet trinh.

Use Presentation View: Tuy chon nay chi c6 tac dung khi may ban cd tu 2
man hinh tr¢ 1én. Chang ta s€ trinh bay chi tiét hon vé Presentation View &
phan sau.

3. Dé bit dau trinh chiéu, ban chuyén qua nhom Start Slide Show trén ngin Slide Show
va chon Iénh:
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Home Insert Design Transitions Animations Slide Show
== = U R .
P ¥ B T BEME g
From From Broadcast Custom Set Up Hide Rehearse Record
Beginning Current Slide Slide Show Slide Show ~ | Slide Show Slide Timings Shov
Start Slide Show Set Up

Hinh 479. Chon lénh dé trinh chiéu Slide Show

e From Beginning: trinh chiéu b&o céo bat dau tir slide dau tién trong bai thuyét
trinh.

e From Current Slide: trinh chiéu béo céo bét dau tu slide hién hanh trong bai
thuyeét trinh.

e Broadcast Slide Show: trinh chiéu bai thuyét trinh thong qua mang internet
cho nguoi xem tir 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 cia Custom Show dé trinh chiéu.

— (=l 1 p——

P ¥ B3| 5 &
From From Broadcast Custom Set Up Hide A
Beginning Current Slide Slide Show [Slide Show ¥|| Slide Show Slide

Start Slide Show Gidi thiéu PowerPoint 201 L}
Slides | Outline | % -

| g Custom Shows...

prey | 2L P

Hinh 480. Chon Custom Show dé trinh chiéu

Trinh chiéu bai thuyét trinh thong qua mang internet dén ngudi xem tir xa
PowerPoint 2010 da bd sung thém tinh niang Broadcast Slide Show gitip ching ta 6 the trinh bay
bao cdo vadi nguoi xem tr xa thong qua mang internet toan cau Ngudi xem chi can mé trinh
duyét web va nhap vao dia chi web do ngudi thuyét trinh cung cap 1a da co thé tham gia vao budi
thuyét trinh.

- Cac budc thyc hanh nhu sau:

\J
1. Mo 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 xuat hién.

[==1

P 9 B B

From From Broadca Custom Set Up
Beginning Current Slide  Slide S x\%SIi e Show ~ | Slide Show
Start Slide Show

N

Slides Outline Broadcast Slide Show

Broadcast the slide show to remote
viewers who can watch in a web
browser,

| Q Press F1 for more help.

Hinh 481. Lénh Broadcast Slide Show
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3. Mac dinh dich vu PowerPoint Broadcast Service dugc chon va ban néu muén thi c6
thé nhan nit Change Broadcast Service d¢ doi sang mot dich vu khac ma ban dang
sir dung. Vi du, ban khong thay do6i dich vu Broadcast.

Broadcast Slide Show

Broadcast Slide Show

T ——

Broadcast the slide show to remote viewers who can watch in a
Web browser.

Broadcast Service

PowerPoint Broadcast Service

The PowerPoint Broadcast Service is a public service for users of
PowerPoint 2010. Anyone who receives a link to the broadcast may
watch it, You will need a Windows Live ID.

Maore Information

By clicking 'Start Broadcast', you agree to the following terms:
Service Agreement

[ Change Broadcast Service ] [ Start Broadcast ] [ Cancel

Hinh 482. Chon dich vu Broadcast

4. Nhan nut Start Broadcast, va PowerPoint yéu cau ban cung cap thong tin tai khoan
Windows Live ID.
e E-mail address: nhap vao dia chi e-mail
e Password: nhap vao mat ma cua tai khoan
e Panh dau chon Sign me in automatically dé 1an sau khoi phai dang nhap nita
e Nhan nat OK dé dang nhap tai khoan.

Connecting to powerpoint.officeapps. live.com E|

Broadcast Slide Show Enter pour Windows Live 1D

— credentialz
Connecting to PowerPoint Broadcast Service
Connecting to service.., i
E-mail address; | € sbd@haotmal.com v |
Pazswiord: |----u- |

[]5ign me in automatically

[ ] 4 ] [ Cancel l

Wlicrosoll g
FPazzport or]_et

Geta MET Passport Help

Hinh 483. Pang nhdp tai khoan Windows Live ID
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5. Néu ban chua c6 tai khoan Windows Live ID thi nhan vao lién két nit Get a .Net
Passport dé¢ dang ky mot tai khoan mién phi. Sau d6 dang nhap vao khi da cé tai

khodan.

.NET Passport Wizard

Add a .NET Passport to your
Windows XP user account

‘With a Passport, you can:

+ Have online conversations with friends and Family

+ Create your own personal Web pages

+ Signin instantly to all .NET Passport-enabled sites and
services

...and more, all with just one sign-in name and password!

Microsoft is committed to protecting your privacy.

Adding a Passport to your user account is quick and easy.

To continue, click Next,

< Bac I Mext = ] [ Cancel J

Hinh 484. Dang ky tai khoan maoi

6. Sau khi ding nhap, ban chd PowerPoint tai ndi dung bai thuyét trinh 1én PowerPoint

Broadcast Service.

=,

Broadcast Slide Show

Broadcast Slide Show

T —

Connecting to PowerPoint Broadcast Service

(NN ]

Preparing broadcast: 33%

Cancel |

Hinh 485. Tdi ngi dung bai thuyét trinh 1én djich vi Broadcast

7. Sau khi tai xong bai thuyét trinh 1én dich vu Broadcast, PowerPoint tra vé cho ban
duodng dan truy cép bai thuyét trinh. Ban sao chép dia chi Broadcast va gtri cho nhiing
nguoi xem tr xa thong qua cira s6 Chat hodc gui e-mail.
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Broadcast Slide Show

Broadcast Slide Show

1w
T~

Share this link with remote viewers and then start the slide show.

http://col-pptbroadcast.officeapps.live.com/PowerPointBroadcast.aspx?
pptbid=537bde3f-bdb5-49d5-9f9c-359d91422dd2]

[ Copylink
i=1 Send in Email...

[ statsiideshow |

Hinh 486. Pia chi Broadcast ) )
8. Nguoi xem tur xa s€ truy cap dia chi Broadcast va chd nguodi thuyét trinh nhan nat
Start Slide Show dé bat dau trinh chi€u bai thuyét trinh.

v U e Ppats ben b I UE e Ppate Den b

« Pwrte BNt P vt vt o

I L Lmamys——

PowerPoint 2010

T T ]
23 thoweg e

o e gt NI0N -

Hinh 487. Man hinh nguoi xem tir xa khi cho' va khi dang xem thuyét trinh

9. Trong khi trinh chiéu, ngudi thuyet trinh c6 thé nhin phim ESC dé tam dimng va khi
d6 man hinh ciia ngudi xem van giit nguyén ¢ slide dang trinh chiéu trude do.

Broadcast
= (@H Resolution: Use Current Resolution ~ o
D B e |

v

@ Show On

From From : Send End
Beginning Current Slide [C] Use Presenter View Invitations Broadcast
Start Stide Show Manitors Broadcast
o Broadcast View You are broadcasting this presentation and cannot make changes. End Broadcast

Hinh 488. Ngan Broadcast
e Nhan nat From Beginning dé broadcast bai thuyét trinh tir slide dau tién
e Nhin nit From Current Slide dé broadcast bai thuyét trinh tir slide hién hanh
e Nhin nit Send Invitations dé moi thém ngudi xem tir xa

e Nhan nat End Broadcast dé két thuc budi trinh chiéu bai thuyét trinh.
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2. Sir dung cac nit diéu khién trong ché dé Slide Show

Trong khi trinh chiéu bai thuyét trinh, PowerPoint cung cap sdn mét s6 tién ich hd trg qué trinh
bao cao nhu 14 cac kiéu con tro, cac kiéu bit mau, bat td nén dé 1am ndi cac chi tiét trinh bay trén
slide, ... Ngoai ra, viéc diéu hudng va di chuyén qua lai giira cac slide trong ltc trinh chiéu ciing
duoc hd tro day di.

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 Options End Show

Hinh 489. Thanh céng cu trong ché dj trinh chiéu

Di chuyén dén mét slide xac dinh

Nhiing kiéu hié

» Presentation Views > Master Views
n Wal = » Slide Master
wSlide Sorter RSN = Handout Ma

§0 to Shae » 1 PowerPort 2010

—
g Notes-Page i i

“Reading view [T ey

Chem Smuart Act 7an s

B Chin nideo wie thae
B Cnan Joan phare trox bupdn
10 % ghdn mém tap bal thupet tiinh

11 Thigmdn tnns duyst 2009

Hinh 490. Di chuyén nhanh dén slide xdc dinh
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n Cac buéc thye hanh nhu sau:

MG bai thuyét trinh can trinh chiéu

2. Vao ngan Slide Show, nhém Start Slide Show, chon From Beginning

3. Trong ché do Slide Show, ban muén di chuyén dén mot slide nao d6 thi nhan phai
chudt 1én man hinh va chon 1én Go to Slide

4. Kich chuét Ién tén slide can di chuyén dén.

Sir dung cac t6 hop phim tat

PowerPoint xay dung rat nhiéu phim tit dé hd tro trong ché do Slide Show.

Badng 16. Danh muc phim tdt ding dé di chuyén trong Slide Show

Phim N, nhap trai chudt, phim Space, phim miii
tén hudng xudng hodc hudng qua phai, phim
Enter, phim Page Down.

Phim P, phim Backspace, phim miii tén hudng
qua trai hodc hudng Ién, phim Page Up

Nhap phai chudt

Nhép con s6 va nhan Enter

ESC, Ctrl+Break, phim “-*
Ctrl+S
Phim B, phim *“.”

Phim W, phim “,”

Phim S, phim “+”

Phim H

Gilr 2 phim tréi va phai chudt 2 giay
Ctrl+T

Ctrl+H, Ctrl+U

Di chuyén dén slide ké tiép hodc hoat canh ké
trong slide

Di chuyén vé slide lién trudce

Mo hdp Iénh, hoac tro vé slide lién trude (chi
c6 tac dung khi tuy chon Shortcut Menu On
Right bi tat).

Di chuyén dén slide c6 s6 thi tu nhu sé do ban
nhap vao

Két thiic Slide Show
M6 hdp thoai chira danh muc slide

Hién thi man hinh den, nhan lan nitra dé tro lai
man hinh cii

Hién thi man hinh trang, nhan lan ntra dé tro
lai man hinh cti

Ding va bit dau lai mot Slide Show ty hanh
Di chuyén dén slide ké tiép néu dang bi an
Tré vé slide dau tién

Hién thanh Task bar

An hodc 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 491. Hop thoai chiza danh muc cac slide trong Slide Show

Trong khi trinh chiéu bai thuyét trinh, ban nhan phim F1 s& duoc trg gilip vé cac phim tét sir dung
trong ché d¢ Slide Show. PowerPoint 2010 chia cac phim tat lam

Slide Show Help

EEneral |RehearseIRecord Media | Ink

Right mouse click

Chrl+S
B o'
W' or ',
'Sor '+
o

Chrl+T
Chrl+HjL

Murnber Fallowed by Enter
Esc, Ctrl+Break, or -

Slide show navigation shortcuts

‘N, left click, space, right or down arrow, enter, or page down
'P', backspace, left or up arrow, or page up

Hold both the Right and Left Mouse buttons down For 2 seconds

Advance to the next slide
Return to the previous slide
Popup menuPrevious slide
G ko that slide

End slide show

all slides dialog
BlacksjUnblacks the screen
w'hitesLinwhites the screen
StopfRestart automatic show
G0 ko nesxt slide if hidden
Return ko first slide

Wiew task bar

HidefShow arrow on mouse move

Hinh 492. Céc phim tdr ding dé di chuyén trong Slide Show
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Slide Show Help

| General | Rehearse/Record | Media |Ink |

Media control shortcuts

alk+P

Al
Alt-+HOMEEND
Alt+DownfUp
alt+3shift+Left/Right
&+

Media -
Media -
Media -
Media -
Media -
Media -

Flay/Pause

Stop playback

Go to previousinext bookmark
Yolume downfup

Skip backwardjforward
MuteUnmute

Hinh 493. Cac phim tdr dé diéu khién Media

Chuyén dén mt Custom Show

Muén chuyén nhanh dén mot Custom Show trong ché do Slide Show, ban 1a theo cac buéc sau:

Ttr man hinh trinh chiéu, ban nhip phai chuét 1én man hinh

Chon Iénh Custom Show

Kich chudt dé chon tén mot Custom Show mudn chuyén téi.

Next
Previous

Last Viewed

Go to Slide

Custom Show

Screen

Pointer Options

Help

Pause

End Show

Gigi thiéu PowerPoint 2010

Hinh 494. Chuyén dén Custom Show trong ché dj Slide Show
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3. Tao chu giai trong khi trinh chiéu bai thuyét trinh
Cac tuy chon con tré
Trong ché do Slide Show, ban chon vao nat Pen trén thanh cong cu & goc dudi bén trai man hinh,
sau d6 chon Arrow Options va chon mot trong 3 tuy chon sau:
« Automatic: 4n con tré dén khi ban di chuyén chudt
o Visible: con tré luon ludn duge hién thi trong khi trinh chiéu

« Hidden: con tro ludn ludn bi an trong khi trinh chiéu

g Arrow

Pen
Highlighter
Ink Color
fv/‘ Automatic [:%
Visible

Arrow Options ‘ Hidden

Hinh 495. Tuy chon con tro

S dung con tré chugt Laser

U
1. Trudc tién ban vao ngin Slide Show, nhém Set Up, chon lénh Set Up Slide Show dé

thiét lap tuy chon mau cho con tro laser.

- Céc budc tly chon va str dung con tré chudt laser rat don gian nhu sau:

2. Trong hop thoai Set Up Show, ban tim dén nhém Show options va chon mau cho con
tro chudt laser tai hop Laser pointer color.

Set Up Show
Show bype Show slides
(%) Presented by a speaker (Full screen) & al
() Browsed by an individual (window) ) Erom: | = |IC': | = |
() Browsed at a kiosk (Full screen) ) Cuskom show:

|Gic'|1 thigu PowerPoint 2010+ |

Show options Advance slides

[JLoop continuausly until ‘Esc’ O Manually

[CI5how without narration (%) Using timings, if present
[ show withaut animation Multiple monitars

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 496. Chon mau cho con tro laser
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3. Trong ché do Slide Show, khi mudn sir dung con tré laser dé chi 1én mot ndi dung niao
do trén slide thi ban gitr thém phim Ctrl + kich trai chudt 1én cac ndi dung trén slide.

Lam noi ni dung trén slide trinh chiéu

Trong ché d6 Slide Show, chiing ta c6 thé sir dung cong cu Pen hoic Highlighter dé 1am ndi bat
ndi dung dang trinh bay.

ﬂ Céc buéc thuc hanh nhu sau:

1. Chuyén bai thuyét trinh sang ché o Slide Show

2. Khi muén lam néi ngi dung dang trinh bay trén mét slide nao d6, ban nhap phai chugt
Ién man hinh.

Nhiing kiéu hié

>Presentation Views > Master

Next

= Notmal

WS 0e < Sorter S

Custom Show
Screen
Pointer Options *» \ g Arrow
Help ‘iZ\ Pen

/ Highlighter
End Show ‘ Ink Color
Eraser

e
[34 Erase AllInk on Slide

Arrow Options 4

Hinh 497. Sir dung Pen trong Slide Show

3. Chon Pointer Options va chon:
e Pen: sir dyng bt mau dé lam noi
e Highlighter: t6 nén dé lam noi
e Ban c6 thé thay d6i mau tai Ink Color

4. Dung chudt t6 hoac vé 1én cac noi dung trén slide

5. Khi két thuc béao céo va trong qua trinh béo cdo ban c6 V& hogc to nén thi PowerPoint
s€ hién thong bao nhac nho ban luu lai (Keep) hay huy bo (Discard) cac thay doi.
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Microsoft Office PowerPoint

! ! Do you want to keep your ink annotations?

L_Igeep J [ Discard ]

Hinh 498. Théng bdo nhdc nhé heu lai cdc thay doi trong Slide Show

6. Dé xem cac hinh v&, t6 nén trong ché do soan thao, ban vao ché d6 ngin Review,
nhoém Comments, chon Show Markup.

itions Animations Slide Show Review
= mmy
L/Z _J L]
Show New Edit Delete Previous Nd
Marku Comment Comment -
Comments

Show Markup

Show comments and other
annotations.

Nhung Kieu hié

»Presentation Views
= Nonmal

“#Slide Sorter
gun Notes Page
o 'ﬁea'ding View

Hinh 499. Xem lgi cac ghi hinh vé, t6 nén trong ché dg Slide Show
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4. Trinh chiéu bai thuyét trinh véi nhiéu man hinh

Bat tinh ning hd tre nhiéu man hinh

Display Properties

| Themes || Desktop | Screen Saver | Appearance | Settings ]

Display Properties

| Themes | Desktop || Sereen Saver | Appearance | Settings

Dirag the maonitor icons to match the physical arangement of your monitors.

1.1 2 |

Primary Disp

Dizplay:
1. Plug and Play Monitor on Mabile Intel[R] 94564 Express Chipzet Fa |
Screen rezolution Color quality
Less JMeE [ Highest (32 bi v
1280 by B00 pikels [N N e |

Use thiz device a3 the prirmarny monitar,
Estend my *Windows desktop onto this monitor.

[ |dentify ” Troubleshoot. .. ] ’ Advanced ]

D'rag the monitor icons to match the physical arrangement of your monitors.

Dizplay:
2. Plug and Play Moritor on Mobile [ntel[R) 945Gk Express Chipset Fa w

12380 by 800 pixels

Pz thiz device as the primany maonitar,
end my Windows desktop onto this monitor.

’ Identify “ Troubleshoot.... ] ’ Advanced

[ Ok J[ Cancel ] Apply

[ 0K ][ Cancel ] Apply

Hinh 500. Bdt tinh nang nhiéu man hinh

Tt cira s6 Windows, vao Start, chon Control Panel va chon Display.

Trong hop thoai Display Settings, ban vao ngan Settings.

ﬁ Cac budc thuc hién nhu sau:
1.
2.
3

Pén hop Display chon man hinh thir 2. Tay chon nay chi ¢6 khi may ban dang két ndi

v&i nhiéu man hinh.

Panh diu chon vao Extend my Windows desktop onto this monitor.

Ban chinh lai d phan giai cho cac man hinh tai Screen resolution.

6. Nhin nit OK dé dong 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: | = |IC'= | e |
(O Browsed at a kiosk (full screen) ) Cuskam shaw:

|Gic'|1 thigu PowerPoint 2010+ |

Showy opkions Advance slides

[ ]Loop continuousky until 'Esc! () Manually

[]5how without narration (¥) Using timings, if present
[ zhow without animakion Multiple monitors

Pen color: Display slide show on:

Laser pointer color: |M0nit0r Z Plug and Play Monitor -
[“]5how F

To show a laser pointer during slide show, hold down the Cerl key and press the left mouse
button.

L Ok ] [ Cancel

Hinh 501. Thiét Idgp man hinh trinh chiéu

ﬂ Cac budc thyc hanh nhu sau:
1

M¢ bai thuyét trinh can trinh chiéu véi nhiéu man hinh

2. Vao ngan Slide Show, nhém Set Up va chon Set Up Slide Show (Ban ciing c¢6 thé
chon céac tuy chon ngay trén nhdm Monitors trong ngan Slide Show)

3. Trong hop thoai Set Up Show, ban &én nhém Multiple monitors:
e Display slide show on: ban chon Monitor 2 Plug and Play Monitor
e Chon Show Presenter View
Nhan nat OK déng hop thoai Set Up Show.

Dén nhom Start Slide Show trén ngén Slide Show va chon From Beginning dé trinh
chiéu bai thuyet trinh.

PowerPoint 2010

Cooll g el i mdng
<ita hstomg i

Hinh 502. Man hinh khén gid nhin thdy trong ché do Slide Show
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B PowerPoint reventer View - [ThucharhPowerbointX10 Ch7 oot] &8

Speaker notes

PowerPoint 2010

Giol thigacde tinhindng
clu chuong trink

Hinh céc slide thu nho

S6 slide

Slide; 1 of T1

Hinh 503. Man hinh nguoi thuyét trinh nhin thdy trong ché dg Slide Show

6. Tur man hinh danh cho nguoi thuyét trinh, ban c6 thé diéu khién cac ndi dung trinh
chiéu mot cach dé& dang dong thoi cé thé doc duogc cac thong tin ghi chii cho cac slide
ma minh dang trinh bay. Cac thanh phan trén man hinh cta nguoi thuyét trinh:

e Cac hinh Slide thu nhé: ban nhép chuot 1én slide dé di chuyén nhanh dén
slide d6 trong qua trinh bao cao.

e Slide dang trinh chiéu: hién thi ndi dung giéng nhu man hinh dang trinh
chiéu cho khan gia xem.

e So slide va thoi gian: hién thi sb cua slide hién hanh va thoi gian da trinh
chiéu ciling nhu thoi gian hién tai.

e Speaker notes: phan ghi chu trong slide ctia nguoi thuyét trinh.

e Thanh cong cu: di chuyén, chon loai bat, mau sic ...

7. Nhan phim ESC dé thoat ché do Slide Show.
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5. Héi dap

Cau 1. Tdp tin PowerPoint Show (PPSX) co cin chwong trinh PowerPoint hodc PowerPoint
Viewer dé chay hay khong? Chudng ta c6 thé higu chinh tgp tin PPSX hay khéng?

Tra loi:

May tinh can phai c6 chuong trinh PowerPoint hoic PowerPoint Viewer dé trinh chiéu cac tap tin
PowerPoint Show (*.pps hoac *.ppsx). PowerPoint Show trong cac phién bang PowerPoint 97-
2003 c6 phan ma rong la *.pps va PowerPoint Show trong PowerPoint 2007 & 2010 c6 phan mo
rong 1a *.ppsx.

Tap tin PowerPoint Show thyc chat van 1a mot tap tin PowerPoint (*.ppt hoac *.pptx) nhung c6
phan m& rong khac nhau. PowerPoint sé& tu dong chuyén sang ché do Slide Show khi ban kich
chudt 1én céc tap tin c6 phan ma rong *.pps hoic *.ppsx. Do vdy, dé hiéu chinh cac tap tin nay
ban lam mot trong hai cach sau:

Céch 1: P6i phan mé rong tir pps hoac ppsx thanh ppt hozc pptx

Céch 2: M¢ chuong trinh PowerPoint trude, sau d6 vao File, chon lénh Open va tim dén chon
tap tin PowerPoint Show dé ma va hiéu chinh.

Cau 2. Lam sao dé nhdp phdi chugt thi sé 10i vé slide triréc trong ché dé Slide Show?
Tra loi:

Khi nhip phai chudt trong ché don Slide Show thi c6 hai kha ning xay ra d6 1a hién thi mot trinh
don lénh’ hodc lui tré ve slide trudce d(’).‘ bé cho ?owerPoint lui vé slide trudc khi nhap phai chudt
trong ché do Slide Show thi chung ta can thay d6i mot tuy chon trong hop PowerPoint Options.

n Cac buéc thyc hanh nhu sau:

J
-

1. Vo File, chon Options, hop thoai PowerPoint Options xuit hién

2. Chon Advanced tir danh sach bén tréi trong hop thoai, tim dén nhém tly chon cho
Slide Show.

Language

Advanced Slide Show

Customize Ribbon [[] show menu on right mouse cli %

Show popup toolbar

Quick Access Toalbar 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. B6 chon hop Show menu on right mouse click.

Trang 307



Chirong 7. Trinh chiéu bai thuyét trinh

4. Nhan nat OK

PowerPoint c¢6 xdy dung cac nit 1énh nim & goc dudi bén trai trong cira so Slide
Show. Ban c¢6 thé nhan vao nut Slide dé trung cap trinh don 1€nh dé diéu khién sy di
chuyén hoac nhan vao nat Pen dé sir dung cac bt mau hoéc but t6 nén.

Next
Go to Slide ’ b Arrow

# Pen

¢/ Highlighter [%
Screen ’ Ink Color ’
Help
End Show Arrow Options »

Hinh 2. Truy cdp cdc trinh don Iénh trong Slide Show

Cau 3. C6 cach nao khoa higu Iénh chudt va ban phim dé diéu khién trong khi trinh chiéu?
Tra loi:

Ching ta c6 thé thiét ké mot bai thuyét trinh dang twong tac véi ngudi ding va chi cho phép
ngudi dung nhan Ién c&c nat 1énh hodc hyperlink do ta tao sin. Céc hiéu lénh nhap chudt hoic
ding cac phim di chuyén slide trén ban phim s& khong hoat dong duoc trir phim ESC.

n Cac budc thuc hién nhu sau:

M bai thuyét trinh

2. Tao cac nit didu hudng va cac hyperlink gitp cho viéc di chuyén va theo ddi bai
thuyét trinh twong tac duoc dé dang.

3. Vao ngan Slide Show, nhom Set Up, chon Iénh Set Up Slide Show.

itions Animations Slide Show Review View

3 _::. 5 Hide Slide [¥] play Narrations
Set Up = : i
Slide Shoy XY Record Slide Show ~ V| Show Media Controls

&7 Rehearse Timings [¥] Use Timings

Set Up

Hinh 504. 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 Show slides

() Presented by a speaker (Full screen) &) al

() Browsed by an individual (window) ) From: 1o x
(*)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 Cerl key and press the left mouse
button,

I Ok ]l Cancel ]

Hinh 505. Tuy chon Browsed at a kiosk (full screen)

5. Khi d6 nguoi dung chi cé thé di chuyén trong bai thuyét trinh bing cac nit Iénh hodc
cac hyperlink do ta thiét ké san va nhan phim ESC dé ket thac Slide Show.

6. Néu khdng mudn nguoi xem thoat khoi bai thuyét trinh ta c6 thé g& ban phim ra khoi
may tinh.

Cau 4. C6 thé nhdp vin ban trong khi Slide Show khong?
Tra loi:

Thém vén ban vao slide trong khi trinh chiéu bai béo co rat hiém khi dwoc st dung. Nhu cau nay
thuong dung trong cac tro choi nho dugc Xay dung trén PowerPoint. D€ c6 theé lam dieu nay
chlng ta can phai sur dung téi Textbox trong Control Toolbox cua PowerPoint.

“ Cac buéc thyuc hién nhu sau:

b 4

1. M& bai thuyét 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.

Trang 309



Chwong 7. Trinh chiéu bai thuyét trinh

PowerPoint Options

General - . .
Customize the Ribbon,
Proofing
Choose commands from: (i) Customize the Ribbon: (i)
save |Popu|ar Commands w |Main Tabs .
Language
'éﬁ Action A O[] anisigii ¥
; - [ [#] Animati -
Advanced B Add Animation » = SI’:‘;:'ES:;::
= -
. . Animation Pane
Customize Ribbon o | Revi
Quick Access Toolbar Ly Bring Forward Developer
‘11 EBring to Front B
Add-Ins = Bullets > AI
- -Ins
=3 Co =
Trust Center = P Contrals
* cut [+ Modif
A" Decrease Font Size Add I:sl v E]
ij Draw Table Merae
2] Duplicate Selected Slides Graygscale B
- E-mail
0 Fo'::' o Black And White
[¥] slide Master
A Font Color |> . v
Font Size I-
@_‘j Format Background... [ plewiioh ] [ LTS eE ] [ Kegomed ]
3}/ Format Object... Customizations: ]
f Format Painter
'@ From Beginning b Import/Export ¥ |10
[ OK ] [ Cancel

Hinh 506. Chon cho hién thém ngan Developer trén Ribbon

3. Khi d6 trén Ribbon xuat hién thém ngin Developer.

|MOme Insert Design Transitions Animations Slide Show Review View | Developer

BEA # E ARE=a: T [0

Visual Macros Macro = Add-Ins COM ¥ ® _E_El 2 % Gdview Code | Document
Basic Security Add-Ins Panel

Add-Ins Controls Madify

YT

Text Box (ActiveX Control)

Insert a text box control,

o )
fi
f (=]
oy

P Ix

Hinh 507. Ngan Developer trén Ribbon

4. Vao slide can thém Textbox dé nhap vin ban trong khi trinh chiéu. Vi du ban chon
slide s6 3.

5. Vao ngan Developer, nhom Controls, chon nat Text Box va vé mot hop 1én slide
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Nhiing Kieu hié

»Presentation Views »>Master Views
: W = Slide Master
“Slide Sorter = Handout Master
o= Notes Page = Notes Master
= Reading View

Hinh 508. Hop Text Box cua Control Toolbox

6. Khi ban chuyén sang ché do Slide Show, thi ban c6 thé nhap vin ban trong hop Text

box nay.

Nhiing Kieu hiémne

» Presentation Views »Master Views
H ma » Slide Master

wSlide Sorter = Handout Master

gr Notes-Page = Notes Master
« Reading View

Nhap van ban trong khi Slide Showi

Hinh 509. Nhdp van ban trong khi trinh chiéu
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Cau 5. C6 cach nao khong cho twa dé ciia cac slide khdng hién thi nhung van c6 trong Iénh
Go to Slide trong khi trinh chiéu?

Tra loi:

Chng ta c6 thé ding mot meo nho dé lam an cac twa dé cac slide (title slide) trén man hinh trong
ché d6 Slide Show nhung van c6 tén trong lénh Go to Slide.

% Cac budc thuc hién nhu sau:

1. Chon bai thuyét trinh can tuy bién

2. Vao ngin View, nhdm Master Views, chon Slide Master dé chuyén sang man hinh
Slide Master View.

3. Ban chon slide master trong ctra s6 Slide Master View
e Chon placeholder Master title.

e Dichuyén placeholder nay hudng Ién trén va ra khoi pham vi cuaa slide.

CPFEr PR Y P —— = P
- B T B B LT I S ) tot 4O
" o v wda
8 Ey @ e~ WIS @ O0G B
o Shee ot Maitsr niet Padty Thwesss Raginme  mge oe Uese
Maites  Unoet O Laper S « [Sjeten - ’ Sehvp. Ovevistom = | Maites View
Lot Masin A Lt LoF [hirver Page \etin Chuie

-
"Ulick to edit Master title sivle

»
(Qick oy od it Master text snpfes

Bl I W A0 QB 3 r Ut owdanid N puts - Moseh Powe b Facau
Drie Martee  Mamd bedl Nesdbom  Aneuhisdt  Mrrs vew Omsteger Sdddw Feerut ",‘.

2 o W A B oo - S
"] . RLE . J 4 *
CREMICET o O &

P Shie Mesedt _ Mailsl (et pases | Thisees Bachgteant mge  Shae Oese
Surer  Uaenet W Lagee Saiey - [B)eren - . Setp Owertatem *  Maiter iem
£08 Mt Marss L ageas LN Mhatwn age Setrt ot

— T

R

GUAEDAR NSRS - [

CHck ot Master hext atylin
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Hinh 510. Di chuyén Master title ra khéi phgm vi cuia slide master

4. Khi d6 trong ché do Slide Show, céc tya dé cua slide s& khong duoc nhin that trén
man hinh nhung khi nhap phai chudt va chon Iénh Go to Slide thi chiing ta van c6 the
thay dugc tua dé cua cac slide nén viéc di chuyén gitra cac slide sé dé dang hon.

» Presentation Views »>Master Views

a Wdl = Slide Master

"Slide Sorter = Handout Master
P sus )
0B N»otehs Page Z Mhing dide s ola Puwerbont 1

CastomShay * /| 2aindng ey mdo my

* Reading View |

Bpinter Options » S Chen Cip Artwan 1hde

& Chup PNk man Amn Ao wis wide
7 Chen Senait Avt shs (o

2 Chin wen wbe thate

3 Chen Joan phum trux tugds

105 phin mém 130 08 thuy®t trinh

L1 ™ot phiin trinh guyet X0

Hinh 511. Lénh Go to Slide van nhin thdy twa dé céc slide

(C YRR
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Phu luc 1.
Céach tao bai thuyét trinh chuyén nghiép

Phu luc nay tdp hop nhitng diém cdn heu y trong qua trinh xdy dung mét bai thuyét trinh.

1. Mot bai trinh dién hiéu qua
Mot bai trinh dién hiéu qua thi phai nhu thé ndo:

»  Puoc thiét ké va dinh dang phu hop vé6i d6i twong khan gia va hoan canh chung quanh.
» Tap trung cao do vao chu dé bao céo, loai bo di cac phan khong lién quan

»  Str dunh cac kiéu mau cua PowerPoint cung cip san mot cach phu hop, cha y v& mau sic,
ki€u font chit nham gitp nhan manh ndi dung béo cao.

= Mobi slide nén chita dung mot lugng thong tin vira phai, khong nén c6 cac doan vin ban
qua dai.

»  Sir dung cac anh va minh hoa trén sach bao c6 muc dich nham truyén tai thong tin tot hon
va tao nén an tugng cho ngudi xem mot cach truc quan.

= St dung cac dd thi minh hoa cho céc sb liéu (tai chinh) hon 1a doan van ban véi cac con
sO.

= Téan dung cic am thanh va doan phim nham tao nén su thich tha cho ngudi xem, nhung
khong tao nén sy lan &t nd1 dung bao céo.

= Sir dung cic hoat canh va hi¢u ung chuyén canh trong céc tinh huéng phi hop nhung
khong tao lam gidm gid tri cua ndi dung bao céo.

= Phat cho khan gia ban in cua bai bdo cao.
= Danh thoi gian ¢ phan cudi bai bdo cdo cho viéc dat va trd 101 cau hoi cua khan gid, nham

giup khéan gid lam rd cac van dé ma ho quan tam.

Sau day la cac budc dé phat trién mot bai trinh dién c6 chat lwong.
2. Ké hoach phat trién bai trinh dién

Néu ban khong c6 ké hoach xay duyng mdt bai trinh dién ngay tir dau, c6 thé ban s& mat nhiéu thoi
gian dé lam di 1am lai cac slide. Sau day la cac budc trong qué trinh xay dung bai trinh dién:
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Bude 1: Xac dinh d6i twong khan gia va muc tiéu bai trinh dién

Trudc khi ban tao nén bai trinh dién thi ban can phai biét vé d6i twong khan gia cua no, doi véi
nhirng loai doi tugng khac nhau phai c6 nhitng loai bao cdo khac nhau vi moi loai doi tugng s€ co
kieén thire va kinh nghiém thyc t€ khac nhau.Ban hay ty hdi minh céac cau hdi sau:

= Cé6 bao nhiéu nguwoi s€ tham gia trong buoi bao cao?Neu lugng nguodi nghe dong thi
man hinh va c& chir can phai thiet ké sao cho moi ngudi nhin rd.

» D) tudi trung binh cua Khan gia?Piéu nay d6i khi kho xac dinh nhung phai c¢b gang Xac
dinh. Nhin chung néu khan gia la tré tudi (tré em hay thanh ni€n) thi bai bao cao can rd
rang, trong sang va thu vi. D6i voi khan gia 16n tudi thi bai bao can phai thyc té va thong
tin b4o c4o can c6 cin cir va trich dan rd rang.

» Vai tro ciia khan gia trong chii dé bao ca0?Néu ban bao cdo vé mot san phadm mdi hodc
mot hé thong méi, cac nha quan 1y s& quan tdm dén thong tin tong thé trong khi do céac
cong nhan s& can dén cac thong tin chi tiét. Noi chung, doi voi nha quan 1y cip cang cao
thi ho chi can cac thong tin can thiét dé ra quyét dinh chtr khong can dén cac thong tin qua
chi tiét.

» Khan gia di biét gi vé chii dé bao cao? Néuban bio cdo cho nhitng ngudi chua hé biét
gi vé chu dé dang bao cdo thi ban can phai cung cip cic thong tin that co ban va phai co
cac giai thich (dinh nghia) vé cac thuat nglr moi. Trai lai, d6i voi khan gia 1a cac chuyén
gia trong chu d& bao céo thi ban can dit ra nhiéu cau hoi sau khi bao cdo va ban phai du
tri thém vai slide du phong (dwogc 4n) dé tra 16i cac cau hoi.

» Khan gia c6 quan tim dén chi dé nay khong?Néu cha dé cung cap cac thong tin quan
trong lién quan dén nguoi nghe (thong tin vé bao hiém, phic loi, ...) thi ngudi nghe s&
thich tha va cht tdm ling nghe. Nguoc lai thi ban cin phai tim cach thuyét phuc va lam
cho ho ling nghe.

» Khan gia cé thanh kién tiéu cwc hodc tich cwe dbi véi chit dé hay khong?Hay nhé
rang, y nghi cua khan gia dugc hinh thanh trude tir nhitng kinh nghiém thanh cong hay
that bai thuc té cta ho.

» Khan gia c6 dang ban ron hoic cé viéc gi gap hay khong? Khan giacod danh thoi gian
ca budi dé nghe ban bao cao hoic phai tro lai cong viéc thuong ngay trong mot 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 ngoica budi de nghe ban n6i trong khi c6 cac viéc gap
can phai giai quyet Do vay, ban can phai biét vé lich lam viéc cua khan gia va sy quan
tam ctia ho dé c6 thé chuan bi chu do cac thong tin bao cao.

Diéu tiép theo 1a ban mudn biét két qua cta sau bai bdo cdo s€ nhu thé nao. Mac dii ban mudn dat
duoc nhi€u két qua nhung ban can phai xac dinh mgt muc ti€u chinh cho bai b4do céo. Sau dau la
cac muc tiéu ban can xem xét:

= Khan gia nghi tot vé chii dé bio cd0:Mot vai bao cdo thiét ké cho cac budi hop va dugc
thiet ké dé lam thay do1 y nghi va quan diém cua khan gid. Cac bdo cdo nay thong thuong
mé& dau 1a sy chao don cua nhom bdo céo va ket thic la mot vai meo hay nao do.

» Khan gia hiéu thong sudt. Doi khi ban can phai truyén dat thong tin cho mot nhom
nguoi va can phai thiét ké bai thuyét trinh sao cho moi ngudi hiéu thong sudt thong tin
can truyén dat.
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Cac khan gia c6 cac quyét dinh riéng biét.Day 1a loai bao cao thuong dung nghién ctru
tiép thi, ban cin thu thap thong tin tir phia khan gia nhung mdi ngudi can c6 cau tra 10
riéng cua minh sau khi nghe bai bdo céo.

Khan gia quyét dinh theo nhém. Pay 13 loai bao cdo ma ban can thu thap thong tin tir
cac nhom ngudi sau khi nghe bao cdo.

Budc 2: Lwa chon phuwong phap bao cao

C6 3 cach trinh bay bao cao cho khan gia va ban can lya chon cach trinh bay phu hop: speaker-
led, self-running, va user-interactive vavéi mdi cach ban s& c6 thém cac Iwa chon. Trudce khi bat
dau tao bai bio cdo trén PowerPoint, ban can biét phuong phap ma ban s& ap dung vi né sé tao
nén céc slide voi1 ngi dung rat khac biét.

Bdo cdo c6 ngwoi dién thuyét (Speaker-Led): Day 1a loai bao cdo truyén thong: ban dimg
trudc khan gia (hoidc thong qua cau truyén hinh) va dién thuyét. Cac slide ban tao trong
bai trinh dién tro thanh tai liéu tham khao cho ban. Thong tin cung cap cho khan gia chu
yéu la do ban ndi, cac slide va ban in chi 1a tai liéu tham khao.

Véi loai béao co nay, cac slide chi chira cac thong tin chinh va ban c6 thé dién giai thém
trong qua trinh dién thuyet. Do6i khi ban can giri trude cho khan gia cac ban in cua bai bao
cdo, va trong truong hop nay thi ban can phai chuan bi ky ndi1 dung bao céo.

Bido cdo ti chay (Self-Running): Loai bao cdo tu chay ndy ban can chuin bi tit ca cac
thong tin trinh bay. Nhin chung, loai bédo cdo nay dung dé bao cao cho cac ca nhan hodc
mot nhom nho khan gia. Do loai béo céo nay khong c6 dién gid nén né can phai cung cap
day du thong tin va tinh nang nhu: am thanh, doan phim, cac hién tmg hap dan va giong
thuyét minh.... Luu y ban can thiét lap thoi gian chuyen tiép giira cac hiéu tng, hoat canh
va cac slide pht hop va can phai kiém tra lai nhiéu lan trudc khi trinh chiéu cho khan gia.

Bido cdo twong tic (User-interactive): Gidng nhu bao cdo tu chay nhung & diy ngudi
xem co thé diéu khién toi1 lui trong ndi dung bai. Loai bdo cdo nay thuong ap dung cho
mdt nguoi xem tai mot thoi diém va thuong phat hanh trén Internet, Intranet hodc trén
CD.

Buwéc 3: Lwa chon phwong phap truyén dat thong tin

PowerPoint cung cép nhiéu lya chon dé tmyén dat thong tin.Dudi day 1a mot s6 lua chon:

May tinh trinh chiéu bao cdo bang chwong trinh PowerPoint. Phuong phap nay c6 thé
dung cho speaker-led, self-running, hoéc user-interactive.

May tinh trinh chiéu b4o cdo théng qua trang Web. Ban c6 thé Iuu bai trinh dién dudi
dinh dang Web va phat hanh trén Internet. Ban c6 thé dung phuong phap 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 mat di mot so
hiéu tng chuyén slide va cac hoat canh. Phuong phap nay diung chu yéu cho kiéu bao cao
self-running hodc user-interactive.

May tinh trinh chiéu bio cdo lwu trén. Ban co thé tao CD chua tap tin trinh chiéu va
tién ich PowerPoint Viewer. Bai trinh dién s€ ty dong trinh chi¢u khi ban chén CD vao
dau doc cua may tinh. Phuong phap nay phu hgp cho kiéu bao cao self-running hoéc user-
interactive.
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= Phim chiéu trén may Overhead. Ban c6 thé tao cic phim chiéu trén may overhead.
Trong qua trinh bao céo, ban lan lugt dat chung trén may chiéu overhead.

= Cac phim chiéu 35mm. Phuong phap nay ton kém hon phim chiéu cho may overhead
nhung d6 phan giai ctia hinh anh cao hon va chit lugng hinh tét hon.Cac slide duoc cudn
bén trén mot vong tron va ban khong can thay ching bing tay. Tat nhién, phuong phap
nay cling 1am mat di cac hiéu tmg dic biét nhu hoat canh, am thanh,... giong nhu ding
phim chiéu cho may chiéu overhead.

»  Gidy. Néu khong c6 sian may chiéu, khi d6 ban phai dung dén phuong cach cudi cung 1a
in bai bdo cdo ra giay va phat cho khan gia.

Budc 4: Chon by dinh dang phu hgp hoan canh

PowerPoint cung cép rat nhiéu bo dinh dang dé dam bao ban tim thdy kiéu phu hop cho tinh
hudng bao cdo ciia ban. Mot bd dinh dang (theme) 13 tap hop cia cac thiét 1ap vé hinh nén, font
chit, mau sdc va cac hiéu ung hinh anh. PowerPoint 2007 c6 rat nhiéu by dinh dang dung sin cho
ban dung hoac ban co thé tao bo dinh dang méi va luu thanh mot tap tin riéng biét. Mot mau thiét
ké (template) 13 mot tap tin PowerPoint ddy du cac thanh phdn ma ban ¢ thé tao bai bao cdo méi
tir ching. Mot miu thiét ké co thé moi thtr ma mot bio cdo yéu ciu, bao gdm cac slide. Mot
template ¢ thé c6 nhiéu theme nim trong slide master ciia template. Khi ban tao mot bai bao cao
moi dua trén mot template, thi bai bao cdo d6 s& thira hudng tat ca cac theme va cac slide miu c6
trong template do.

Theme nao dugc st dung la tot nhat? Mau nao 1a tot nhat? Tat ca didu do tuy thudc vao tinh
huong va hoan canh trinh bay bao céo cua ban. Sau day la mét vai goi y:

May chiéu Overhead (Overhead projector)

Str dung may chiéu thong thuong khong do nguoi dung lira chon ma do hoan canh thuc té.May
chiéu cho chat lugng hinh chiéu thap va ban can luu ¥ dén diéu kién anh sang trong phong vi né
¢6 thé 1am cho hinh chiéu rAt m& nhat. Sau day la mdt vai meo nho khi ban soan thao slide dung
cho may chiéu overhead:

» Font chir:Tiéu dé dung font chit in ddm nhu 14 Arial Black nham gitp khi chiéu 1én s& it
bi méo mod. Poi vdi cac doan van ban thi dung cac font chit o rang va dé doc nhu Arial
hodc Times New Roman.

= Mau chir:Mau den 13 su lya chon tt nhét, tranh cdc mau nhat nhu xanh nhat vi rat d& bi
mo nhat khi chi€u trén may overhead dudi anh sang manh.

»  Mau nén:Tranh mau nén tbi, vi nén mau toi s€ lam khan gia mat tép trung vao ndi dung
dang trinh bay. Ban nén st dung nén mau trang khi dung phim chiéu may va dic biét 1
ban c6 thé viét chir thém vao phim chiéu khi nén mau trang.

= N§i dung:Cang don gian cang t6t. Phim chiéu overhead chi thich hop cho noi dung vin
ban, tranh dung nhi€u hinh anh.

May chiéu slide 35mm (Slide projector)
Dudi day 1a mot vai goi y vé dinh dang khi dung slide 35mm:

» Font chir: Dung font chit d& doc nhu Arial va Times New Roman cho phan ndi dung.
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Mau chir:Dung mau chir sao cho tuong phan v6i mau nén nhu 1a dung mau chir sang doi
v&i nén mau toi. Riéng toi thi thich dung chir mau vang (yellow) trén nén mau xanh nudc
bién (navy blue).

Mau nén: Dung mau tdi nhung khong nén dung mau den. Mau nén sang s& lam man anh
qua chdi. Mau xanh tham (dark blue), xanh 14 cay (green) va mau tia (purple) 1a cac mau
nén dung. Tranh dung nén 1a cac hinh v€, d6 bong va clipart.

N@i dung:Co thé dung bét cir loai vin ban hodc hinh anh nhung phai & ché do tinh.

Trinh chi€u bao cdo trén may tinh

Pay 1a phuong phép 1y tudng nhat khi trinh chiéu béo cdo, ban c6 thé chiéu béo cdo trén man
hinh vi tinh, man hinh TV hoac st dung may LCD projector d€ phong hinh 1én man anh rong.
Duéi day la mot vai goi y vé dinh dang:

Font chii:Céac hinh anh va chit trén may tinh thudng rd rang va sic nét, vi thé ban c6 thé
duing tat ca cac font chir.Tuy nhién, ban nén thir nghiém trude bao cdo trén may tinh dé
kiém tra do rd nét cua cac font chir. Néu ban bao céo cho rat nhiéu ngudi nghe va man
hinh thi lai nhd, khi d6 nén cho céac font chir kich thudc to.

Mau chii: Dung mau chit sao cho twong phan véi mau nén. Néu dung mau chit sang thi
dung mau nén to1 va ngugc lai.

Mau nén:Mau nén nhu xanh thdm, xanh 14 cay, mau tia déu duoc. Ban co thé dung nén la
gradients, shading, patterns, pictures, va cac nén dac biét déu tot.

Noi dung:Ban c6 thé dung tat ca cac kiéu chir va hiéu tng cho phan ndi dung: hinh anh,
hoat canh, hiéu irng chuyén slide, am thanh va doan phim.

Buwéc 5: Phat trién néi dung

Noi dung bao cao bao gé)m van ban, d thi hodc céc 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 qua nhidu thong tin du thira khong can thiét. Sau day la mot vai goi

Ban can kiém tra lai k¥ cac ndi dung trudc 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 cac slide chi nén
chura cac diém chinh can trinh bay va khi dieén thuyét s€ noi ré hon

Nén dung SmartArt thay cho cac gach dau dong nham gitip thong tin trén slide dé nhé va
dé hiéu hon.

Cung cip ban in chi tiét cho khan gia ¢ dau ’bucx)i thuyét trinh nham giup 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 cuoi.

Budc 6: Tao cac hinh anh truwe quan

Sau khi hoan tat cac ndi dung, ban nén xem xét dua vao cac slide mgt s6 hinh anh minh hoa truc
quan nham tao an tugng manh doi véi khan gid.Ngoai hinh anh, ban nén tan dung tinh tuong
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phan cua cac mau sac chir, mau nén trong cac slide nhim lam ndi bat cac ndi dung quan trong.
WordArt ciing rat t6t trong viéc 1am hinh anh hoa cac doan vin ban ngin nhdm muc dich nhin
manh.

Buwdc 7: Thém cac hi¢u rng da phwong tién

Thém cac hi¢u ting da phuong tién vao slide thong thuong 1am tang hi€u qua va sy thich tha cua
khan gia doi véi bai thuyét trinh. Ban c6 thé st dung cac doan phim, flash, am thanh, nhac, cac
hiéu trmg cho d6 thi, van ban, hiéu tng chuyén tiép gilra cac slide, hiéu ng d6i mau, ... cho bai
thuyét trinh cua minh. Ban khong nén ap dung mot kiéu hiéu tng cho tat ca cac slide hoac gilra
cac slide vi diéu d6 rat dé gdy nham chan cho khan gia, thay vao d6 hay ap dung linh hoat nhiéu
loai hiéu tng cho bai trinh dién ctia minh.

Budc 8: Tao cac ban in phat cho khan gia va ghi chu cho slide

Budc nay chi thich hop d6i v6i phuong phép bao céo ¢6 nguoi dién thuyét (speaker- led). Ban nén
phat cac ban in ndi dung bao cao (handout) cho khan gia dé ho d& theo ddi trong sudt 'qua trinh
nghe bao cédo. Cac handout nay co thé in tring den hodic mau va PowerPoint cung cap san rat
nhiéu tiy chon cho viéc in an handout.

Ngoai ra, ngudi bao cao nén chuan bi sdn cho minh mét ban in handout dic biét chira cac ghi cha
cho moi slide trong bai thuyét trinh (notes pages)

Buéc 9: Kiém tra lai bai va bao cdo thir

Ban nén bao cao thir va xem lai bai thuyét trinh trude khi trinh chiéu thue su trude khan gia. Poi
v61 moi phuong phap bao cao(speaker-led, self-running, hoac user-interactive) s€ c6 mot vai luu
:riéng

Bio cdo c6 ngudi dién thuyét truée khan gia (Speaker-led)

Kiém tra lai tit ca cac slide trong bai trinh dién nham dam bao cac ndi dung day du, chinh xac, va
dang trinh tu. Ban c6 thé s€ phai sap x&p lai hodc an badt cac slide cho muc dich du phong (du
doan trudce cac cau hoi cua khan gia va chuan bi san cac slide chira s6 liéu hodc tra 101 cau hoi).

Kiém tra lai cac nut diéu kién trén slide, chiéu thir toan bd cac slide trong ché @6 Slide Show
nham kiém tra cac hi€u tng gitra cac thanh phan trén slide va gilta cac slide xem c6 hgp 1y hay
khong? On lai cac phim tat thong dung trong qua trinh bdo céo trén may tinh bang PowerPoint.

Bao cao tu chay (self-running)

V&i phuong phap bao céo speaker-led, ban con c6 co hoi khic phuc cac 16i (vé ndi sung, hiéu
ung,...) phat sinh trong qua trinh bdo cdo. V&1 phuong phdp bao céo self-running ban s€ khong
c6 co hoi giai thich vi bai bdo cdo s€ dugce trinh chiéu mot cach tu dong. Do vay, ban can phai
danh nl}iéu thoi gian hon dé kiém tra that ky tat ca ndi dung ciing nhu cac hiéu tmg, ... trude khi
cong bo.

Mot diém dic biét quan trong ddi v6i loai bao cdo nay chinh 1a viée thiét 1ap thoi gian (timing).

Ban phai th1et lap thoi gian cho hop ly sao cho khan gia co du thoi gian doc hét cac ndi dung ma
ban cung cép trén slide va luu ¥ thoi gian chd ciing khong nén qua dai s& 1am khan gia chan nan.
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PowerPoint cung cdp tinh ning Rehearse Timings nhdm gitp cho ban giai quyét kho khin vira
néu. Tinh ning nay s& ghi lai thoi gian ban dimg lai & moi slide va théng bao két qua cho ban,
néu ban dong ¥ nd s& dp dung thoi gian dirmg & mdi slide nay cho bai trinh dién cua ban (vao
ngan Slide Show trén Ribbon va chon Rehearse Timings).

Bao cao twong tac (User-Interactive)

Vi loai bdo cado nay, ban thlet két cac nut 1énh dé nguoi dung di chuyén xuyén sudt bai trinh
dién trong céc slide va vi thé vin dé thoi gian khong con ‘quan trong nira. Vén dé quan trong &
day chinh 14 d6 chinh xéac cua cac lién két trong bai trinh dién.

Khi mubn phat hanh bai trinh dién 1én Internet, ban c6 thé dé bai trinh dién duéi dinh dang
PowerPoint nham dam bao ngudi xem thiy duoc hét tit ca cac tinh nang va hiéu ing ma ban da
thiét 1ap. Tuy nhién do khong phai tat ca nguoi dung déu c6 cai sin phan mém, nén c6 mot cach
khac ma ban c6 thé xem xét chinh 13 lyu bai trinh d1en duoi dinh dang HTML. Khi ¢ dinh dang
HTML, mdt sb tinh ning cua bai trinh dién s& bi mét (mot sO hiéu ung, hoat canh,...) nhung s¢€
dam bao moi may tinh déu c6 thé xem duge nodi dung mién 1a may c6 cai mdt 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 véi phuong phap speaker-led. Cac phuong phap nay don gian chi la viéc phat hanh dén
ngudi xem nén rit dé gay chan nan cho nguoi xem. Phuong phap bao cao speaker-led s& rat hiéu
qua néu dugc chuan bi k¥ vé& ndi dung va ngudi bao cao da luyén tap chu dao.

Budc nay ban chi can bd tri cac viéc con lai nhu 1a thiét 1ap cac chd ngdi tai phong hop va co
gang lam quen voi viéc dung trude ddm dong.

Budc 11: Tién den thanh cong va cadi tién bai bao cao

Tét ca cac budc chuin bi trén néu duoc thuc hién can than thi chic chin budi béo cdo cta ban s&
thanh cong tot dep. Nham chuan bi tot hon cho cac budi bdo cido khac trong tuong lai, ban nén ty
hoi va tra 101 cac cau hoéi sau:

»  Cac mau sic va thiét ké ciia cac slide c6 hop ly hay khong?

» Tt ca moi ngudi cé d& dang doc ndi dung trén slide hay khong?

= Khan gia nhin ban, nhin man hinh hay nhin ban in (handout) nhiéu hon? Diéu d6 c6 gibng
nhu mong do1i ciia ban hay khong?

= Khan gia co ghi chu lai trong khi ban trinh bay bao cao hay khong? Néu co, ban c6 giri
cho khan gid ban in (handout) véi cac duong ké danh cho viéc ghi chil bén canh hay
khong?

= Thoi gian bao cao ¢ hop 1y hay khong? C6 diém nao trong bay bao céo lam nguoi nghe
chdn nan hodc thich tha hay khong?

= (6 slide nao ban du dinh thém vao bdo cédo nhung da khong 1am hay khong?
= (0 slide nao ban tinh bo qua nhung da chudn bi quéa k¥ hay khong?
»  Cac ghi cha cho slide ma ban chuan bi c6 du dap tmg hay khong?
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= Céic hoat canh va hiéu Gng thém vao c¢6 lam bai béao cao hip din hon hay lam ngudi nghe
mat tap trung?

= Chét luong cac 4m thanh va doan phim c6 dat hay khong? Chung cé hitu ich hay khong?

3. Giir cho khan gia ludn cam thy thich thu

Sau day la mot s6 bude co ban nham gitp ngudi dién thuyét tao nén su 16i cudn va 1am cho bao
céo thanh céng.

Cic ky thuit dién thuyét

» Dang dimg chic chiin, khong di téi di lui. Viéc di toi di lui s& lam nguoi nghe dao mat
nhin theo ban va lam ho mat tap trung. Tuy nhi€n ban nén dung tay va phan trén co the dé
minh hoa cho bai néi chuy¢n cua minh.

» Dung cac cir chi dé hd tro giong néi ciia ban.Néu ban dang noéi dén ba diém cua mot
viéc nao dé thi c6 thé dung cac ngon tay dé minh hoa timg diém d6. Néu ban dang nodi dén
mot su lién két ctia cac su viée véi nhau thi ban c6 thé dung hai tay nim lai véi nhau dé
minh hoa.

»  Pirng hoc thudc 1ong bai dién thuyét. Néu mot ai d6 dit cau hoi cit ngang bai thuyét
trinh cua ban thi ban s€ rat dé quén minh da noi téi dau.

» Nguwoc lai, phai thuyét trinh chit khong nén doc tir cac ghi chi ciia ban. Céc ghi chu
thuong chi chira cac tur khda va cac so li€u, do vay ban can dién thuyét tur cac tur khda nay
chur khong phai chi don gian la doc ching ra.

» Khong dién thuyét ma mit dan vao to ghi chl. Dung mit dé nhin ctr toa trudc khi ban
bat dau noi.

= Chon lgc mot vai nguoi 6 cac vi tri khac nhau trong khan phong va dung mit giao
tiép true tiép véi ho. Trinh bay mot diém nao d6 trong bai bdo cao voi mdi ngudi trong
khi ban nhin ho va nhé cudi véi ho.

= Pirng ngai tam dirng bai dién thuyét. Noi cham va thinh thoang dimg mét 1at dé nhin
vao ban ghi chil 1a mdt phuong phap dién thuyét hay hon 1a bdo cdo mdt cach hap tap.

= Khong nhin chim chim hoidc dogc cac slide. Tép trung sy chi cua ban vaoctr toa va han
ché cang nhiéu cang tot viéc doc cac ghi chi trong khi dién thuyét. Ban phai lam cho ctr
toa thay rang cac 101 ban noi ra 1a xuat phat tir trong suy nghi cua ban.

= Nhin manh cic dong tir trong bai thuyét trinh.

Cac goi ¥ vé ndi dung

= Néu khan gia khong ban ron thi ban s& khong bi don ép vé thoi gian bdo cdo, khi d6 ban
c6 thé bat dau bai bdo cao véi mdt cau chuyén vui.

= Nén cudn hat khan gia vao céc bai tap/ tinh hudng trong bai bao cao nhim lam tang kha
nang hiéu vé chu deé trinh bay.

= Hoi cac cau hoi dé kiém tra xem khan gia ¢6 hiéu nhitng gi ban dang trinh bay hay khong
va tang mot mon qua nhod cho nguoi cd cau tra 101 dang. Khong c6 thtr gi hap dan khan
gid tham gia vao chu dé trinh bay hon la cac phan thuéng, mic du chung c6 gia tri thap
nhu moéc khoa, khan tay,...
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= Nén chia phan trinh bay thanh hai hoidc vai budi va nén co phan dit cau hoi va tra 101 cau
hoi & mdi budi, va giita cac budi thi cé gio giai lao ngan.

Trong sudt phan hoi va tra 1oi hdy tit may chiéu (slide projector, overhead, LCD projector hoic
man hinh mdy tinh) dé gitip ngudi nghe tap trung vao cau hoi va dién gia. Néu khong thé tat may
chiéu thi ban c6 thé tao thém mot slide don gian vai tya dé “Hoi dap” va chiéu slide nay trong
sudt qua trinh nay.
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Phu luc 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 li¢éu 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 dbi tap tin PowerPoint sang dinh dang PDF hoic XPS.

Thermometer Add-in for PowerPoint

http://www.indezine.com/addin/thermometer/index.html

Tao thém mot thanh cong cu ¢ phia dudi man hinh trinh chiéu dé cho biét ban di bao

cao duoc bao nhiéu va con lai bao nhiéu.
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WebAIM: PowerPoint Accessibility Techniques

www.webaim.org/technigues/powerpoint/

Office Accessibility Wizard gitip chuyén doi tap tin PowerPoint thanh dinh dang web
rat tién loi va dé sir dung.

Steve Rindsberg/RDP

www.rdpslides.com/

Trang ndy ciia mot PowerPoint MVP va c6 chira nhiéu add-ins hiru ich.

Crystal Graphics

www.crystalgraphics.com/

Add-Ins cung c?ip thém céac hi€u ing hoat canh, 3-D, hi¢u ting chuyén canh, d6 thi...
Office Tips

WWW.mvps.orag/skp

Cung cap cac add-ins cho PowerPoint va nhiéu tai liéu tham khao phong phu, dic biét
la VBA cho PowerPoint.

The PowerPoint FAQ - PowerPoint Help

www.pptfag.com

Giai dap cac cau hoi lién quan t&i PowerPoint moi phién ban.
PowerPoint Heaven - The Power to Animate

http://pptheaven.mvps.org/

Bo suu tap cac tro choi, slide giai tri dugc xay dung trén PowerPoint va rat nhiéu bai
viét huéng dan sir dung chuong trinh nay.
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	Bước 7: Thêm các hiệu ứng đa phương  tiện
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