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Chuong 1. Gidi thigu PowerPoint 2010

P owerPoint 2010 la mot phan cia bo Microsoft Office 2010. Ciing gidng nhu Word (chuong
trinh xu ly vén ban), Excel (bang tinh), Outlook (trinh quan Iy e-mail va quan ly cong viéc ca
nhan) va Access (co s¢ dir liéu), PowerPoint giup chang ta tao nén cac bai thuyet trinh sinh dong
va l6i cudn.

Khi thuyét trinh, chung ta cé thé dung cac loai dung cu hd tro nhu:slide 35mm, phim chiéu cho
may overhead, cac slide trén may tinh, ban thuyét trinh duoc in ra gidy, cac ban ghi chu cua
ngudi thuyét trinh. PowerPoint c6 thé tao ra tat ca cac loai dung cu trén va c6 thé kém theo cac
hiéu tng hap dan va thu hat nguoi nghe.

Do PowerPoint duoc tich hop rat chat ché véi cac thanh phan khac caa bo Microsoft Office 2010,
nén chiing ta co thé chia s& thong tin giita cac tng dung nay rat dé dang. Vi du, chang ta co thé vé
biéu dd trong Excel va co thé chén biéu d6 nay vao slide cua PowerPoint hoic chung ta co thé
chép cac doan van ban cua Word dé dua vao slide,...

1. Cac diém méi trong PowerPoint 2010

Cing giong nhu cac chwong trinh khac ciia bo Office 2010, giao dién PowerPoint 2010 duoc phat
trién 1én tir phién ban 2007. Giao dién Ribbon mang lai nhiéu tién lgi trong viéc thao tac cho
ngudi diing va véi nhiéu tinh ning mai s& gitp tao nén nhitng bai thuyét trinh sinh dong, hap dan
mot cach nhanh chong. Dudi day 1a mét s6 tinh nang méi ma ban s& gap trong qua trinh sir dung
phién ban nay.

Ribbon méi

PowerPoint 2010 xay dung Ribbon c6 cac nat Iénh d6 hoa d& nhan biét duoc chia thanh nhiéu
Tab (ngan) thay cho hé thong thuc don x6 xudng trudc day. Moi tab giong nhu moét thanh cong
Cu Vai cac nat 1€nh va danh sach Iénh cho nguoi dung lya chon sir dung.

Céc tab khong dé& tuy bién d& nhu cac thang cong cu & cac phién ban trude, nhung PowerPoint
2010 co thém mot thanh cong cu goi la Quick Access Toolbar (QAT - thanh cbng cu truy cap
nhanh) gitp ngudi dung c6 thé tuy bién va gin thém cac nat 1énh thuong dung mét cach nhanh
chong va dé dang. Ban co thé thém vao QAT bét ky nat 1énh nao bing cach nhip phai chuét vao
no va chon Add to Quick Access Toolbar.
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Ribbon xuat hién thém ngan Transitions giup viéc ap dung hiéu tng chuyén tir slide nay sang
slide khéc duoc nhanh va thuan ti¢n hon. Ngoai ra, nit Minimize the Ribbon giup ngudi dung
de dang phong to hay thu gon Ribbon.

Tab dang chon Quick Access Toolbar
IE“ = 9 - j e v |[v¥———— Presentationl - Microsoft PowerPoint = B 2
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Hinh 1.  Ribbondwoc té chirc lai

Ngén File thay cho nut Office

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

g - 3T s Presentationl - Microsoft PowerPaint = B o=
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Hinh 2.  Ngan File méi

Hb tro 1am viéc cong tac

PowerPoint 2010 cho phép nhiéu nguoi ciing bién soan hay hiéu chinh bai thuyét trinh mét cach
ddng thoi. Ching ta c6 sir dung may cha SharePoint cua cong ty hoic cac trang web hd trg tng
dung web PowerPoint nhu 13 Windows Live dé luu trir bai thuyét trinh. Khi d6, nhiéu ngudi c6
thé truy cap vao hiéu chinh bai thuyét trinh va cac diéu chinh s& dugc ddng b mét cach tu dong.
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Hinh 3. Nhiéu nguoi cing lam viéc trén mét bai thuyét trinh

Nhom céc slide vao cac phan trong bai thuyét trinh

Nhom céc slide trong cac bai thuyét trinh 16n thanh cac section s& gilp viéc quan 1y duoc d& dang
thuan tién hon khi tim kiém noi dung. Khi nhiéu nguoi ciing tham gia bién soan trén mot bai
thuyét trinh thi viéc phan chia cong viéc bién soan theo section s& mang lai su thuan loi hon rat
nhiéu. Ching ta c6 thé dit tén, in 4n va &p dung céac hiéu ung Ién céac section.
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Hinh 4. Chia bai thuyét trinh thanh nhiéu section
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Tron va so sanh ndi dung cia cac bai thuyét trinh

Chuing ta c6 thé so sanh noi dung céac bai thuyét trinh véi nhau va phdi hop ching lai bang cach
st dung tinh ning méi Compare trong PowerPoint 2010. Ching ta cd thé quan Iy va lya chon
nhimng thay ddi hoc hiéu chinh ma minh muén dua vao bai thuyét trinh cudi cing. Tinh ning
Compare s& gilp ching ta giang dang ké thoi gian dong bd cac su hiéu chinh trong nhiéu phién
ban caa cuing mot bai thuyét trinh.

Hinh 5.  So sanh va phdi hop ngi dung trong cac bai thuyét trinh
Hb tro vira soan thao vira chay thuyét trinh trén ciing mét man hinh

Chue ning méi Reading View hd tro cho viéc soan thao, tham khao cac bai thuyét trinh khéac
hoac xem trudc cac hiéu ung, cac doan phim hoac &m thanh trén cung mét man hinh.
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Lam phong phi bai thuyét trinh véi cic doan video, i
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Chia sé bai thuyét trinh hiéu qua hon Click to add title
| > |
Click to add notes
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Hinh 6.  Vwa sogn thdo vira xem Slide Show
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Bién soan bai thuyét trinh moi Iic moi noi
Véi tai khoan Windows Live, ching ta c6 thé sir dung céc tng dung web PowerPoint, Word va
Excel mién phi. Ching ta c6 thé bién soan bai thuyét trinh tryc tuyén ngay trong trinh duyét web.

) powerPoint 2010a. pptx - Microsoft PowerPoint Live (preview program) - Mozilla Firefox

File Edit Vew History Bookmarks Yahoo! Tools Help
@ v c (n lﬂ] http:ffcid-399259f666018415. skydrive. live.comfedit. aspx/Documents/PowerPoint 2 7.7 ~ "" Office Web Apps _/"
EDién Ban Gidi Phap Excel - Két Qua Tim... i_iﬂPowerPoint anua.pptx-Microso...ﬁ * -
£7Windows Live® Phong » SkyDrive » Documents » PowerPaint 2010a.ppbt Phong * 3]
sign out
Microsoft PowerPaint Web App X
E Home Insert View ~ 9
3 =
cut | 5k Delete Slide -E]
J 7] Duplicate Slide \—-‘
Paste Copy MNew Openin
Slide  [S] Hide Slide PowerPaint
Clipboard Slides Fant Paragraph Office
~ ~
1
Semaues duse
2
Microsoft
- POWERPOINT 2010
o
—= 8
—0
—@
® —0
o
v
4 | czesx B
| Clickto add notes
Done u

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

Nhang , 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, ching ta c6 thé nhing, cat xén ap dung cac hiéu tng dinh dang 1én cac hinh anh va doan
phim ngay trong bai thuyét trinh.

Cdit xén video

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

Flowers.wmy Duration: 00:07.894

00:00.000
{ j
0000 5| @ E] [E [o0:07.89¢ 2|

End Time

Start Time:

Cancel |

Hinh 8.  Cat xén video
Chén video tir cAc nguén trén mang

Cheén video tir cac ngudn trén mang ciing 1a mot tinh nang ndi bat caa PowerPoint 2010. Tap tin
video nay c6 thé do ching ta tai 1én cac dich vu luu trir truc tuyén hodc ban suu tim dugc. Co
nhiéu dich vii luu tri¥, chia s& video truc tuyén hoan toan mién phi nhu YouTube, Yahoo Video,
Clip.vn, Google Videos,... Mai tap tin video Iuu trir trén cac trang nay thong thuong sé cd doan
ma dung dé nhdng vao cac trang web khac.Vi du, vai trang Yahoo Video, ban sao chép doan ma
trong 6 Embed. Sau do, trén giao dién PowerPoint, ban nhan vao nit Video, chon Video from
Online Site...

Tai ving tréng cua cira s6 Insert Video From Online Video Site, ban dan doan ma da 13y duoc
khi ndy vao. Xong, nhan Insert. Nhu vay 1a doan video da dugc chén vao bai thuyét trinh. Tuy
nhién dé xem duogc doan video thi may tinh phai c6 két ndi Internet.
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{= 'Despicable Me® Teaser Trailer 3 on Yahoo! Video - Windows Internet Explorer

EEX
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Hinh 9.  Cheén video tir cc nguon trén mang

Nhung video

Nhitng doan phim, bai nhac dwoc nhiing vao s& tré' thanh mot thanh phan caa bai thuyét trinh.
Chung ta khoi phai ban tam téi viéc sao chép cac tap tin nay giri kém theo bai thuyét trinh. Ngoai
ra, PowerPoint con cho phép xuat ban bai thuyét trinh sang dinh dang video dé c6 thé chép ra

CD/ DVD, dinh kém theo e-mail hoac gui 1én web.

NHUNG MEDIA

00—

'LuJ

<> 000277 o)

Hinh 10. Nhing video vao bai thuyét trinh

Trang 8



Chuong 1. Gidi thigu PowerPoint 2010

Chuyén bai thuyét trinh sang dinh dang video

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

Create a Video

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

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

Preserves animations, transitions, and media

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

e Get help burning yvour slide show video to DYD or uploading it to the Web

B_l Internet & DVD

For uploading to the Web and burning to standard DVD (Medium — 640 x 430)

(). Don't Use Recorded Timings and Marrations -
'Q@ Mo timings or narrations have been recorded
Seconds to spend on each slide: 0500 -

ﬁ_.JJ

TR

Create

Video

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

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

Table | Picture i Shapes Smar

-

Tables |

Slides | Outline | x ‘

Ilustrg

Hinh 13. Nt Iénh Screenshot
Thém nhiéu hiéu ing ddc dao cho hinh anh

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

/ /2N
By Artistic Effects Options...

Hinh 14. C4c hiéu ing my thugt
X6a cac phan khong can thiét trong hinh

Mot tinh ning méi bd sung vao PowerPoint 2010 d6 chinh 1a cho phép loai bé nén cua céc hinh
ngay trong chuong trinh.
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Hinh 15. Logi bé nén hinh

tro  tly bién Ribbon

bao gio hét.

Véi giao dién nguoi ding than thién gilp cho viéc tiy bién thanh cong cu Ribbon dé dang hon

PowerPoint Options

General = . .

Customize the Ribbon,
Proofing

Choose commands from: (i) Customize the Ribbon: (i)
save |Popu|ar Commands A4 Main Tabs v
Language

Wy Adion A~ Main Tabs A
Advanced B Add Animation » Bl [#]Home =1
e e T 30 Animation Pane Clipboard

imati » ¥ Slides

=4 Animation Styles Slid
Quick Access Toolbar &y Bring Forward Font

‘E& Ering 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 L [#] Animations

= E-mail Slide Show

Font i Review
A Font Colar [» [¥] view
Fant Size I~ Developer =

@ Format Background... Add-Ins

By Format Object... [#] Acrabat

f Format Painter Merge

'@ From Beginning Grayscale 2

& From Current Slide Ll Dlnck fmdiMinibn =

18] Group

% Hyperlink... R

e . Customizations: il
A Increase Font Size
B Layout * o] Import/Expart ¥ |
L QK ] [ Cancel

Hinh 16. Tuy bién Ribbon
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Nang cip SmartArt

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

SMART ART

Hinh 17. SmartArt

Nhiéu hiéu &ng chuyén slide méi

PowerPoint 2010 bo sung thém nhiéu higu tmg chuyen slide mai, dac biét la cac higu ing
3-D rat dep mat va sinh dong.

PlAd9-0|s PowerPoint 2010a.pptx - Microsoft PowerPoint o B@R
-ﬁm Home Insert Design Transitions Animations Slide Show Review View @ @
> v Advance Slide
)
(IR
eview

“rn 4

Click to add notes

| Slidedof8 | “1.Trek® | <5 | |[Bles B = 46% (=)L (+) (3 A

Hinh 18. Hiéu ing chuyén slide 3-D

Sao chép hiéu wng

Viéc ap dung cac hiéu tng cho cac d6i tugng trén slide trong PowerPoint 2010 s& nhanh
hon rat nhiéu nho cong cu sao chep hiéu trng Animation Painter.
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Design Transitions Animations Slide Show Review View Form
Ei 531) Animation Pane p Start: On Click v Reorder Animatio
; Trigger v © Duration: 02,00 b
Add e el | i N
Animation v *j Animation Painter| (%) Delay: 00.00 =
Advanced Animation Timing

LOAI BO NFN CUA HINH

Hinh 19. Sao chép hiéu i#ng véi Animation Painter

Ting tinh di ddng cho c4c bai thuyét trinh

Vai cong cu Compress Media, PowerPoint 2010 sé nén cac doan video, cac &m thanh
nhing trong bai thuyet trinh lam cho dung lugng bai thuyet trinh dugc nhé hon va tr do
thuan tién hon cho viéc chia sé va gilp cho viéc trinh chiéu dugc tot hon.

. @ Media Size and Performance
QﬁqE' Save disk space and improve playback perfermance by compressing your
oL media files, Compression might affect media quality.
iy Media files in this presentation are 3.8 ME
Mediam v = Sli=s & B
BArrz waie to inamess resdia peformance
Presentation Quality
Q‘S;g Save space while maintaining overall
audio and video quality.
Internet Quality

@E.J Cuality will be comparable to media
which is streamed over the Internet,

Low Quality
Use when space is limited, such as

when sending presentations via e-mail.

hange any part of this presentaticn,

L

re that it contains:

Checkfor e e et AUEHEE'S NAME

Issues = Content that people with disabilities are unable to read

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

Live hogc méy chi SharePoint ngay trong cong ty. Khan gia c6 thé theo ddi bai thuyét
trinh truc tiép thong qua trinh duyét va nghe am thanh thong qua dién thoai.
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Broadcast Slide Show

Broadcast Slide Show

—

G-k

Share this link with remote viewers and then start the slide show. Tao’ qué Fle Edt Vew Favartes Took Hep

http://col-pptbroadeast.officeapps.live.com/PowerPaintBroadcast.aspx? el bl

. A
ppthid=0bclf320-c8d3-4184d-83 21214931 255 khac tren

S Lam pho
=R hinh anh

(=1 Sendin Email... Tao, quan Iy va lam viéc cong tac véi

Chia sé b nhimng nguoi khac wrén \V;vii thuyct trinh
l.am phong pha bai thuyet trinh veéi cac
doan video, hinh anh va rat nhi¢u hi¢u ing
mai

NIUNG BIEM MGI

Chia s& bai thuy¢l trinh hiéu qua hon

Start Slide Show

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

Bién con tré chugt thanh con tré laser

Khi muén nhan manh nhiing ndi dung dang trinh bay trén slide, ching ta c6 thé bién con
troé chudt thanh con tro laser bang cach gitr phim Ctrl va nhap trai chudt trong cheé do
Slide Show.

setupshow x|

~Show type  Show slides

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

" Browsed by an individual (window) = From: | = 1o | =

~ Browsed at a kiosk (Full screen) (T B S

| |

—Show options Advance slides

[ Loop continuously until 'Esc’ " Manually

[ show withaut narration f+ Using timings, if present

[~ shaw withaut animakion ~Multiple monikors

Pen color: I_ vl ismlay slide show an:

Laser pointer color: I_ vl IPrimary Moritor j

[T shiow Presenter Yiew

Hn %_
To show a laser poinker during slide show, bold down the Chrl ey and press the left mouse

bukton,
QK I Cancel

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

Tuy theo phién ban Windows ma ban dang st dung ma duong dan dén chwong trinh PowerPoint
s€ khac nhau déi chat. Trong Windows XP, Windows Vista va Windows 7 thi duong dan truy
cap dén chuong trinh 1a giong nhau. Cac budc khai dong nhu sau:

% 1. Tu ctra s6 Windows ban chon Start
2. Chon All Programs
3. Chon Microsoft Office
4. Nhap chudt Ién Microsoft Office PowerPoint 2010
2] _RYEI= Presentationl - Microsoft PowerPoint = = =
Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat & e
= 3- cm EE-EIE D
= ‘EII LA g I E_'} D—DI . A
Paste Mew . B 7 U 8§ zbe AV- Ay \ o _ Shapes Arrange Editing
- Slide~ =7 - == = - - -
Clipboard 1 Slides Font Paragraph Drawing
il = x
1
Click to add title
Click to add subtitle
Click to add nates :
Slide1 of 1 | “Office Theme™ | |[Blsr e = 493 (=) U ) B

Hinh 23. Giao dién chinh ciia chuong trinh PowerPoint 2007

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

e Céch 1: Nhip vao nat Close ( £2) & g6c trén cing bén phai cira s6 PowerPoint, hoic
e Cach 2: Vao ngan File chon Exit, hoac
e Céch 3: Dung t6 hop phim tat <AL T+F4>

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

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

Microsoft PowerPoint

ALY Do yiou want to save the changes you made to
Presentation1?

[ Save l [Du:ug't Save ] [ Cancel

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

Giao dién ciia PowerPoint 2010 khong c6 nhiéu thay dbi so v6i phién ban 2007. Cac thanh phan
trén cura s6 PowerPoint nhu sau:

Ngén File Thanh trang thai Khu vuc Close
_ _ soan thao Maximize/Restore
Quick Access toolbar Titlebar  goi la slide Minimize
| ! ! | I 1
RPlAd9-06 3 7= PowelPoint 2010.pptx - Micrdsoft PowerPoint \|:» = R
Home Insert Design Transitions Animations Slide Sho Review View Developer Add-Ins Acrobat © 0
=) — B~ 5 Tas v m | == = IR 0 [Ho
S 5. | &= = A =5 “z Ejl —i .| LB
Paste New ._ B 7 U & abe V- Aa A A i _ | Shapes Arrange = | Editing
* Slidev =7 - Z = = v S S v
Clipboard & Slides Font aragraph Drawing
5 = [l -
1
2
Microsoft
POWERPOINT 2010
Click to add notes i
slide1of2 | “Trek” | <5 | |[ME]ss g = 49% (=0 & 3

Hinh 25. Cdc thanh phan trén ciza s6 PowerPoint

» Thanh tiéu dé (Title bar):Thé hién tén cua chuong trinh dang chay la PowerPoint va tén
cua bai trinh dién hién hanh. Néu ctra so6 chura toan man hinh thi ta c6 thé dung chuét kéo
Title bar dé di chuyeén cura so.

= Ribbon:Chtc nang cua Ribbon la sy két hop cua thanh thuc don va cac thanh cong cu,
duoc trinh bay trong cac ngan (tab) chira nat va danh sach Iénh.
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= Quick Access Toolbar:Chua cac 1énh tat caa cac 1énh thong dung nhat. Ban co thé thém/
bat cac 1énh theo nhu cau st dung.

= Nat Minimize:Thu nho cua s6 tng dung vao thanh tac vu (taskbar) cua Windows; ban
nhap vao nut thu nho cua tng dung trén taskbar d¢ phong to lai ctra s6 trng dung.

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

= Nit Close:Pong ting dung lai. Ban ¢6 thé nhan dugc thdng bao luu lai cac thay doi cua
bai trinh dien.

»  Khu vurc soan thao bai trinh dién:Hién thi slide hién hanh.

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

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

= Thanh trang thai (Status bar): Bao cao thong tin vé bai trinh din va cung cap cac nat
Iénh thay doi ché d6 hién thi va phong to, thu nho vang soan thao.

Ribbon

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

Ngin lénh theo ngit canh
Cac ngan chua Iénh (Tabs) |

|E| H =2 PowerPoint 2010a.pptx - Micrasoft PowerPaint | SmartArt Tools || Picture To... | o B 3
E‘ Home Insert Design Transitions Animations Slide Show Review Wiew Developer Adddns ¥ Design Format Format I & Q
% J = Layout ~ e AN B - LT‘}\ =7 |_ B shape Fill - 4 Find
EER ) By Reset ' _ = - _D —& [# shape Outline ~ 3, Replace ~
alew S section- | B £ U & e H-aa- A ISLLDE s%ﬁ'::. o) Shape Effects ~ | [ Select ~
Clipboard slides font Paragraph | Drawing Editing

I I
Nhom 1énh Mo hop thoai

Hinh 26. Ngdn Home trén Ribbon
= File:M¢ thyc don Fileter do ta co thé truy cap cac 1énh ma (open), luu (save), in (print),tao
mai (new) va chia s€ bai thuyét trinh.

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

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

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

FEHE « B2l QU HE4ETd T Q&Y

Table Picture Clip  Screenshot Photo Shapes SmartArt Chart Text  Header WordArt Date Slide  Object | Equation Video Audio
- Art = Album v Box & Footer = & Time Mumber 7 " 7
Tables Images INustrations Links Text Symbaols Media

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

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

2 B colors &5
| El \ / A| Background Styles ~
- Aa Aa Aa I ﬁlﬁl D | [&]Fonts -
Page slide ——— amEmm | Emmm A = I:‘Effects .| [0 Hide Background Graphics

Setup Crientation ~
Page Setup Themes Background Fl

Hinh 28. Ngadn Design

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

—
Home Insert Design Transitions % Animations Slide Show Review View Developer Add-Ins & |
= =& Sound: | [Mo Sound] = Advance Slide
L = al oo F - - _
7 - — & Duration: 02.00 - On Mouse Click
' tone cut Fade Push Wipe st Reveal =] Gptions - | 450 Apply To Al [ After: 00:0000 %
Praview Transition to This Slide Timing

Hinh 29. Ngan Transitions

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

—— |
Home Insert Design Transitions i.nimati-:unsl/\\) Slide Show Review View Developer Add-Ins Format
*, s A - Egﬂ Animation Pane B Start: | On Click - Reorder Animation
_&) o A :.';;7': l ; ‘f f - ! J Trigger ~ & Duration: 0200 5
PI’E‘.;'IE\-\.-' Tester EHn Grow/Shrink Desaturate |5 OSIESS o i.nin?:t?-:un « W Animation Painter | (%) Delay: 0000 + ¥ Move Later
Preview Animation Fl Advanced Animation Timing

Hinh 30. Ngan Animations
» Slide Show: Chuén bj cac thiét 1ap cho bai thuyét trinh truéc khi trinh dién, tiy bién vé
mat ndi dung cua bai thuyét trinh trong céc tinh hudng bao céo, broadcast bai thuyét trinh
cho céac khéan gia theo doi tur xa va thiét 1ap cac thong s6 cho cdc man hinh hién thi khi
trinh dién.

|
Home Insert Design Transitions Animations Slide Show l} Review View Developer Add-Ins Format
[-}. [ ] E;r “?A:I' ® = __ pb Flay Marrations Resolution:  Use Current Resolution -
[ ; —p C ; Y
* = = —= Use Timings F Show On -
From Fram Broadcast Custom Set Up Hide Rehearse Record Slide .
Beginning Current Slide  Slide Show Slide Show = | Slide Show Slide  Timings  Show = [0 show Media Controls | [0 Use Presenter View

Start Slide Show Set Up Manitors

Hinh 31. Ngan Slide Show

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

Haome Insert Design Transitions Animations Slide Show RE\.-'ie-,\.-'D} View Developer Add-Ins

B [ A % EEHEmtmm Ay w2 A

P Next
Spelling Research Thesaurus | Translate Language Show Mew Edit Delete Previous Mext Compare Accept Reject - - E
< < Markup| Comment Comment - LIE Reviewing Pane peyjew
Proofing Language Comments Compare

Hinh 32. Ngdn Review

= View: Chuyén doi qua lai gitra cac ché do hién thi, cho hién thi hoac an thanh thudc, cac
duong ludi, diéu chinh kich thudc ving sgan thdo, chuyén doi gitra cac ché dé mau hién
thi, sap x€p cac ctra so,...
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Home Insert Design Transitions Animations Slide Show Review Viewg Developer Add-Ins

g = [0 Ruler | 9] & color | B Arrange a1 =
! B at o) = =
D Gridlines E Grayscale % Cascade =3
Mormal| Slide MNotes Reading | Slide Handout Motes . Zoom  Fitto o Mew . Switch Macros
Sorter Page  View Master Master Master | | Guides Window |l Black and White | \yindow :*‘ Move Split  windows ~
Presentation Views Master Views Show F} Zoom Color/Grayscale Window Macros

Hinh 33. Ngdn View

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

File Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins
Ay e N 7_\1
- - o N -ty - —_— Y - Dpmmarbiae
=| (=5 yd N =a AR S s @ 8 E eoperties Q:
Visual Macros Macro | Add-Ins  COM M @ EBE & 3% | &lview Code | Document
Basic Security Add-Ins Panel
Code Add-Ins Cantrols Madify

Hinh 34. Ngan Developer
» Add-Ins: Ngan nay chi xuat hién khi cai dat thém cac tién ich cho PowerPoint.
E Hame Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat

Vietkey02l * & Snaglt B wWindow AL - ]

?"Xj"ﬁ]a@'-é

Menu Commands Custom Toolbars

Hinh 35. Ngdn Add-Ins

4. Thay doi kiéu hién thij trong cira s6 chwong trinh

PowerPoint 2010 ¢6 hai nhém hién thi d6 1a nhom Presentation Views dung trong qua trinh soan
thao va nhom Master Views dung trong qua trinh thiét ké slide, bd cuc ban in va trang chu slide
thich. Mdi kiéu hién thi c6 cdng dung riéng trong qua trinh soan thao, thiét ké, chinh stra hoic
trinh chiéu bai thuyét trinh.
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@ RYEI= PowerPoint 2010.pptx - Microsoft PowerPoint o @ %
Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat & 9
‘ %J 28] slide Sorter ) Slide Master i\ Ruler [ 7\\ i’j‘ ! Colo; _.ﬁ‘ E :5] :J
[Z] notes Page _J Handout Master | Gridlines == & Grayscale I =2
Normal| .. = Zoom Fitto == New Switch Macros
1G] Reading View | [E] Notes Master [C] Guides Window |l Black and White | \window &8 Windows ~
Presentation Views Master Views Show . Zoom Color/Grayscale Window Macros |
= = [x] | |
. |
| S 3
2 | ——
L e
e
=y
3 | ——
— |
—e
0 |
=05 | 4 -
. Microsoft
| r
| POWERPOINT 2010
v
2
3
Click to add notes i
| siide1of3 | Trek | |[Elesem = a0% (o—U oN I
Normal —Slide Show

Slide Sorter Reading View
Hinh 36. Cdc kiéu hién thj cira s6 lam viéc
Nhom Presentation Views c6 cac kiéu hién thi sau:
e Normal: Ché d6 nay dung rat nhiéu trong qua trinh bién soan bai thuyét trinh

e Slide Sorter: Ché do nay giup xem tong thé bai trinh dién, b cuc, ciing nhu trinh ty cac
slide trong bai thuyét trinh.

» Notes Page: Ché do nay gip ta thém cac ghi cha vao slide (cac ghi cha nay s& khong
hién thi khi trinh chiéu)

e Reading View: Xem truéc bai thuyét trinh trong giao dién soan thao
Mudn chuyén qua lai giira cac ché do hién thi thi ban vao ngan View trénRibbon, sau dé chon

kiéu hién thi mong mudn hogc chon kiéu hién thi tryc tiép tir goc du6i bén phai thanh trang thai.
Dudi day la cac hinh minh hoa cua cac kiéu hién thi:
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EEd9-0FRA0Es PowerPoint 2010a.pptx - Microsoft PowerPoint o8 2| REA9-0OFRADEs PowerPoint 2010a.pptx - Microsoft PowerPoint = @ R
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Click to add notes
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Slide3of8 | 1.Trek | <P | (Ml 2 45% (-0 ) (5 Slide Sorter | “1.Trek™ | B | | B/ssje = 8o +,
[®] PowerPoint Slide Show - [PowerPoint 2010a.pptx] - Microsoft PowerPoint
-

Slide3 of 8 |

OENCEEER

Nhém Master Views

Hinh 37. Cdc kiéu hién thi

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

cac slide

e Handout Master: Thiét lap cac thong so cho cac trang in handout nhu chiéu handout,
chiéu cua céc slide bo tri trén handout, so slide trén moét trang in, sap xép vi tri cua cac
header, footer, hop hién thi ngay thang va so trang trén handout,...

e Notes Master: Thiét 1ap céc thong sb cho céc trang in kém thdng tin ghi chd cua slide

twong tu nhu handout.
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EId9-0R_ADGEIs PowerPoint 2010a.pptx - Microsoft PowerPoint o @ x| EBEE2-6F30Es PowerPoint 2010a.pptx - Microsoft PowerPaint = =

bd
R siceotr | Home et Tarsors  Amnatons  Review  View  Dewloper  Addins 0 @| | rroovser  rome e wevew | vew | oeioper asans - @
m B col Slide Sorter = Slide Master Ruler © &l color 51 =2 % ==
| H =
[A]Font: Notes Page  |[] Handout Master| [ Gridlines A\ = Graysaale oy =2
Themes mal Zoom  Fitto New = Switch | Maaos
v [O]effect o] Reading View | [E] Notes Master [ Guides Window | I Black and White | window o
Master L Edit Theme Presentation Views Master Views show zoom Color/Grayscale Window Macros
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Hinh 38. Slide Master va Handout Master

Slide Show: Ngoai hai nhém hién thi trén, PowerPoint con mot kicu hién thi nita duoc sir dung
khi trinh chicu bai thuyet trinh goi la Slide Show. Slide Show la ché do trinh chicu toan man
hinh, cac slide s€ lan luot xuat hién theo thir tu dugc sap sép trong bai thuyét trinh.

Phim tdt:

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

5. Tay bién thanh Iénh truy ciap nhanh

Ban c6 thé thém nhanh cac nat Iénh duoc tich hop sin cho QAT bang cach nhap trai chudt vao
nut Customizquuick Access Toolbar (=) trén QAT. Sau do, ban chon hoac bo chon cac nut 1énh
cho hién hoac an trén QAT.

=]
BIE] Y20 dt)
Home Insert g Customize Quick Access Toolbar

i . V| New

J N : V| Open %

53 Cop

Paste i MNew |[ | Save

- # Format Painte Slide * )

Clipboard E-mall |
Slides | Outline x Quick Print
|V | Print Preview
4 Default Section —
V' | Spelling
! V| Undo
5
v | Redo
3 Slide Show Fram Beginning
:m-r' Open Recent File
Mare Commands...

4 Nhitng digm mél L Show Below the Ribbon

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

1. Chon nut Office | Options | Hop thoai PowerPoint Options xuat hién
! ! ! 2. Chon Quick Access Toolbar tir danh sach bén trai

3. Chon cac nhom lénh tir hép Choose commqnds from .... Sau d6, ban chon cac nat
Iénh tir hop bén dudi va nhan nat Add >> de thém vao hop danh sach bén phai.

4. Néu ban muén bo mot nut Ignh nao d6 khoi QAT thi chon no tir hop Customize
Quick Access Toolbar bén phai va nhan nat Remove.

5. Détra QAT Vé trang thai mic dinh thi nhin ntt Resetva chon Reset only Quick
Access Toolbar.

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

7. Dé hoan tat viéc tuy bién QAT thi nhan nut OK.

PowerPoint Options @
General d:\ . .
id| Customize the Quick Access Toolbar,
Proofing
Choose commands from: (i Customize Quick Access Toolbar: (0
save Papular Commands v Far all documents (default) v
Language
= =
Advanced A’ Increase Font Size & H save
?J) Insert Hyperlink “] Undo 4
Customize Ribbon [& Insert Picture from File U Redo
= ¥ speliing...
Quick Access Toolbar — 3 . .
3 Mew |, Print Preview
Add-Ins & New Slide » 3 Hew
=4
N [ Open
Trust Center [ Cpen
[# Open Recent File...
5 Paste
&, Print Preview Add >>
S Quick Print
5 Redo
ﬂ’ Regroup
=] Reuse Slides...
lﬂ Save
Bl save as
LY send Backward
@1 Sendto Back
3 Shapes »
'.JI) P, ]
. Customizations: i
[ show Quick Access Toolbar below the
Ribbon Import/Export ¥ |G

Hinh 40. Ty bién QAT

6. Phéng to/ thu nhé cira s6 lam viéc

Ban c6 thé phong to hoac thu nhé vang soan thao trong cira s6 PowerPoint 2010 bang cach st
dung thanh Zoom trén thanh trang thai hozc dung hop thoai Zoom. Ban cé thé phong to hoic thu
nhé vung lam viéc trong khoang tir 10% dén 400%. Ban nén st dung tiy chon Fit Slide to
Current Window dé c6 dugc ving lam viéc tét nhat.
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Zoorm ko
®Fit
(7 400%;
(7 200%;
(7 100%;
(BB
(150%,
(a3

Percent:

[ Ok, l [ Cancel

Mo hop Zoom

[s=E = 70% ()

Diéu chinh ving lam viéc vira
van theo ctra s hién hanh

Ty 1€ hién hanh
Thu nho Phong to
U [:-!-:]

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

Dé goi hop thoai Zoom thi ban chon Ribbon | View | chon Zoom. Céach nhanh hon 1a ban nhap
chudt vao nut chi s6 phan tram trén thanh trang thai hodc nhan t6 hop phim <ALT + W + Q>.

7. Thanh thwéc ngang va doc

Céc thanh thudc ngang va doc giap ching ta trong viéc bd tri cac thanh phan trén slide chinh xac
hon. Ban vao chon ngan View trén Ribbon, sau d6 chon Rulers tai nhom Show.
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Hinh 42. Thanh thuéc doc va ngang

Thanh thuéc ngang va doc chi c6 trong kiéu hién thi Normal va Notes Page va don vi tinh trén
thanh thudc tuy thugc vao thiét 1ap Regional Settings trong Control Panel cia Windows.
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Ban c6 thé tit bot thanh thudce doc bang cach vao File | Options | chon Advance | tim dén muc
Display | bo chon Show vertical ruler.

[ Advanced | Display
Customize Ribbon Show this number of Recent Documents: |20 &
Quick Access Toolbar Show shortcut keys in ScreenTips
I Show vertical ruler I
Add-Ins ] Disable hardware graphics acceleration
Trust Center Open all documents using this view | The view saved in the file w

Hinh 43. Tuy chon thanh thuéc doc
8. Cac dwong luoi

Céc duong ludi (gridlines) chia slide thanh cac 6 vudng co6 kich thugce bang nhau gitp chang ta
canh chinh cac d6i tugng dé dang vacac duong nay s& khong hién thi khi in ra gidy.

Nhiing cach bat/ tit cac duong ludi:
= Céch 1: Nhan t6 hop phim <Shift+F9>.

= Céch 2: View | nhom Show| chon Gridlines.

= Céch3: Home | nhém Drawing | chon Arrange | chon Align | chon View Gridlines.

Tao, quin ly va lam viéc cong téc véi nhiing ngu01
“khdc trén bai thuyet kel | ) T A

Lam phong phu bai thuyet tr mh Vi cdc doan Vldeo, !
hinh anh va rit nhleu hiéu ung moi

- Cac duong luéi

Hinh 44. Cdc duong ludi trén slide

Hop thoai Grid and Guides cho phép thiét 1ap khoang cach giira cac dudng ludi ciing nhu nhiéu
tuy chon khac.Co nhiéu cach mé hop thoai Grid and Guides:

e Céch 1: Home | nhom Drawing | chon Arrange | chon Align | chon Grid Settings...

e Cach 2: View | nhém Show | chon Grid Setting (=)
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Grid and Guides

Snap ko
Snap objects ko grid Bit dinh ddi twong vao duong ludi
[ ]3nap objects ko ather objects Bit dinh déi twong vao ddi twong khac
arid setkings
Spacing: | 0.5 w | cm Thiét lap khoang cach giita cac cham ludi
Cisplay grid on screen Bat/ tit duong ludi

Guide settings
[ | Display drawing guides on screen ——— 1 Bat/ tat duong tro giup khi vé
Display smart guides when shapes are aligned

[Set as Default] £ K, | [ Cancel

Hinh 45. Hgp thogi Grid and Guides

9. Pwong trg giapkhi vé

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

SMART ART

Hinh 46. Cdc duong tro giup ngang va doc
Dé bat duong tro gitp khi v& ban vao View | nhém Show | chon Guides. Ban c6 thé tao thém cac

duong trg giup bang cach giir phim Ctrl trong khi dung chuét kéo dudng tro gitp ngang/ doc dén
vi tri méi va nha chudt.
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Animations Slide Show Review iew
[ Ruler [ : | A color
[ Gridlines ) _'_l‘ B Grayscale
q Guides D 200 Lt | Black and White
Show Zoom Color/Grayscale
Hinh 47. Bt/ tdt dwong tro gidp khi vé

X6a bét cac dwong tro gilp bang céch dung chuét kéo ching ra khéi dién

tich cua slide.

10. Xem bai thuyét trinh & cac ché @9 mau sic khac nhau

Khi soan thao bai thuyét trinh, chiing ta thuong soan thao trong ché do day da mau (Color View).
Tuy nhién, ban nén kiém tra bai thuyét trinh trén man hinh & ché xem den/ trang (Black and
White) hoic tdng mau xam (Grayscale) trudc khi ban mudn in ra gidy trén may in tring den.

Dé chuyén doi qua lai gitra cac ché do mau hién thi, ban nhap chudt vao ngian View | nhém Color/
Grayscale | chon kiéu hién thi 1a Color, Grayscale hoic Black and White

E Home Insert Design  Transitions Animations  Slide Show
|
(= ) e EH (1.
Automatid Light Inverse Gray with Black with Black with Black 'White
Grayscale Grayscale White Fill Grayscale Fill White Fill
Change Selected Object

Review

View Deve

—

Back To
Color View

Close

Hinh 48. Cadc tuy chon trong kiéu hién th; Grayscale

Sau khi kiém tra bai thuyét trinh trong cac ché d6 mau sic khac nhau, ban nhip chugt vao nut
Back To Color View dé man hinh tré vé ché d6 day da mau sic. Cac tuy chon kiéu mau Black
and White hoic Grayscale khong lam anh huong dén cac mau sic dang cé trén cac slide ma
chang chi ¢c6 tac dung khi in ra gidy trong ché o Black and White hoic Grayscale.
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BlA9-6 37 5= PawerPaint 2010.pptx - Microsaft PowerPoint = = =
Black And White | Home Insert Design Transitio AnimaWons  Slide Show  Review View Developer Add-Ins Acrobat & e
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=
- ‘ Click to add notes
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Hinh 49. Slide xem trong ché d¢ Black with White Fill

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

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

Ed92-0_AVEI- PowerPoint 2010a.pptl - Microsoft PowerPoint o e x|Ed ORVEI- PowerPoint 2010a.pptx:2 osoft PowerPoint o B X
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Hinh 50. Xem ciing mét bai thuyét trinh trong nhiéu ciza sé

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

12. Sap X&p cac cira 5o
Khi ban mé nhiéu cira s6 cung mot lac bang cach nhan ban hogc do méonhiéu tap tin PowerPoint,

ban c6 thé dung chirc ning sap xép cac cira s6 dé dé dang hon trong viéc chuyen dbi cira sd, bién
soan, hodc so sanh ndi dung giita cac bai thuyét trinh. C6 hai kiéu sap xép ctra s6 nhur sau:
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= Kiéu Arrange All: Vao View | nhém Window | chon Arrange All. Cac ctra s6 s& duoc
dan ra trén man hinh va khong bi chong Ién nhau.

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

ICERC %4

=] 2 =
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= =
B Enhancing -
T =
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Blild -0 A7 @G5 PowerPoint 2010,pptx - Microsaft Power
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Click to add notes

Trek | B HR@ T 0w

- Hd2-vavE-
st scct 0 @ EWI-0ATEs t o
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Hinh 51. Sdp xép cdc cira sé theo kiéu Arrange All va Cascade

g

Cdc Iénh sdp xép nay sé khong cé tac dung doi Véi cac cira s6 PowerPoint
thu nho nam trén thanh Taskbar cuza Windows.

13. Chuyén d6i qua lai giira cac cira S0

Ban c6 thé chuyén di qua lai gitra cac cira s6 lam viéc cua PowerPoint bang cach vao ngan View
| nhém Window | chon Switch Windows | chon tén tap tin PowerPoint can xem.

c
yscale
k and White

Grayscale

View Developer

Add-Ins

_.—_=| = arrange Al

-‘I-'|_-|La cade

lew
|nd:w' _hrlzne Split

Window

Acrobat
.:‘
=]

Switch Macros

Windows =
1 PowerPoint 2010.pptx

W 2 PowerPoint 20105ample.pptx

Hinh 52. Chuyén doi qua lgi giira cdc cira so

14. St dung trinh trg giup

Trinh tro gitp ciia PowerPoint giong nhu mot quyén sach tham khao toan dign nhat. Ban c6 thé
tim kiém cac huéng dan tir trinh tro gitp nay mol khi gap kho khan trong viéc su dung cac chuc
nang cua chuong trinh. Trinh trg giup s& cung CAp cac huéng dan tung budgce rat dé theo dai va dé
hiéu, tuy nhién ban can phai thanh thao tiéng Anh mai c6 thé st dung tét ngudn tai nguyén nay.

Dé mo trinh tro gitp cua PowerPoint, ban nhin phim F1 hoic nhip nat Help trong cta sb

chuong trinh PowerPoint.
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B9 6

E Slide Sort
MNaotes Pag|

Mormal |, _
EReadmg

Presentation View:

@) PowerPoint Help o B R
LA BAE R B

* B search ~

Browse PowerPoint nizlo

What's new

|

= B

ew Developer Add-Ins

New Switch Macros

= Window@ Windows *

Window | Macros |

%

» @— Nut Help

28 F =

ot

Nhap tir khoa cua

phan muén tro giup

Cac phan tro giup

duoc bd cuc theo cac
chu dé

| = x TEoo
Bl e - Getting help File management ™
1 Getting started with PowerPoint Working with text E|
B - =| Spelling, grammar, and thesaurus Working with tables A
—— | E
Working with charts Working with SmartArt graphics
4 Nhifng digm ..
R Working with pictures Working with shapes
— |
_2 e Working with WordArt Organizing and formatting slides
S | S
Using themes Using masters
5 Using templates ‘Working with animation B
A
5y ' ;: Working with sounds Working with movies
Working with hyperlinks and action Working with transitions
buttons
4
r 3—%‘6 Reviewing and adding comments Delivering your presentation
=] Distributing your presentation Creating support materials -
=
ol —— 5 d printi Customizing PowerPoint +
o “ aving and prinung ustomizing Fowerroin T
(& ] . Collaboration Accessibility
b 7y
ol int Help | | @ orfiine 1
slidel of 8 | "L = e so% (——L——(+) (4
3 ” A A s 2 H
Hinh 53. Cira so phan tro giup cua PowerPoint

Hinh 54.

Thanh thyc don cia cira s6 Help

Tén nut

Back and

Forward

trinh duyét

M0 ta

bi t6i va lui trong cac bai huéng dan ma ban da xem giéng nhu

)

Stop

Dung tai noi dung mudn xem, rat hiru ich khi viéc tai qua cham va
ban muon huy Iénh tai (thong thuong la ndi dung tir Internet).

@

Refresh

Tai lai ngi dung tur Internet

Home

Tro vé danh muc cha && mic dinh caa trinh tro giap.

i | E

Print

In noi dung bai huéng dan hién hanh.

&,

Change Font

Size

Mo danh muc cac lya chon kich thuéc chir trong bai hudng.

4

Show Table of

Contents

Tat/ mé khung muc luc cac bai hudng dan bén trai cira s6 Help.

©

Keep on Top

Giir ctra s6 Help ludn nam trén tat ca cac cira s6 khac.
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15. Héi dap
Cau 1. Hay tay bién thanh Iénh truy cdp nhanh (QAT)?

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

Tra loi:

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

Cac budc thuc hién nhu sau:

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

| =
Home Insert ustomize Quick Access Toolbar
| —
2 = v | Mew
J My oy _] - v | Open
Paste - Mew =. V| save
- F sider T _
Clipboard Slides E-mail
-l = [x] Quick Print
F 0000 mE v | Print Preview
Spelling
v | Undo
v | Redo

5lide Show From Beginning

Open Recent File

More Commands...

Show Below the Ribbon

Hinh 55. Chon cac nut 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 nhém Clipboard va nhap phai chuét I1én nat Copy va chon Add to
Quick Access Toolbar.

I
File Home Insert Design Transitions Animations
| c—

e

== & Cut =] Layout ~ - -
J 53 Copy = L S
Paste Add to Quick Access Toolbar
- fFormat
Clipboard Customize Quick Access Toolbar..

Slides Outlir Show Quick Access Toolbar Below the Ribbon
1 Customize the Ribbon...
Minimize the Ribbon

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

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

Hinh 57. Hgp thogi PowerPoint Options

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

7. Ban thay ndt Iénh Publish as PDF or XPS nam trong ngin File trén Ribbon. Do vay,
ban chon File Tab tir hop Choose commands from dé cac nat 1énh trong nhom nay
dugc ligt ké trong hop bén dudi.

@ Customize the Quick Access Toolba

Choose commands from: (i

File Tab 4 Choaose commands from: Customize Quick Access Toolbarn(i
PUFIL”EF Commands r.s |Fi|e Tab b |For all documents [default) b4
Commands Mot in the Ribbon =

|4, Print Preview e H save
All Commands @ Properties ¥) Undo »
Macros |% Protect Presentation 3 3 Redo

LZ Publish r [ Mew
---------- 5 open

@ Quick Print <Separator>
---------- ,_& Restrict Permission 4 E]
Home Tab Vv Restricted Access
Insert Tab e save

) Save As

Hinh 58. Cac lénh trong File Tab

8. Ban chon nit 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 ¢ tac dung cho tap tin nay.
e Ban chon c4c nat lénh trong khung va nhan cac nat Move Up hoic Move
Down dé sap xép theo thi tu yéu cau.

Customize Quick Access Toolbar: G

For all documents [default] b

!‘ Print Preview

€Y Undo *
(5 Redo

<Separator= [Z]
-3 Copy E]
7%, Paste
<

Publish as PDF or XP5

Hinh 59. Sdp xép cac nat Iénh

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

BIDSHRAY-06 2@

Hinh 60. QAT sau khi tiy bién
11. Muén phuc hdi QAT vé trang thai mic dinh gidng nhu khi moi cai dat thi ban vao

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

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

Hinh 61. Huiy bé céc tly bién trong QAT

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

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

Lénh cda tui % Home Insert Design Transitions Animations Slide Show Review
; iy A - ™
R EEEREA4 i
W | - A {m L o)
Cut Copy  Paste .— Mew PFicture Shapes Table Text WaordArt Hyperlink Add Transition
= slide = v A Box - Animation = Scheme =
Cat, dan Binh dang Chén slide, ddi tugng Hiéu ing

Hinh 62. Tago ngan “Lénh cua tui” trén Ribbon
Traloi:

PowerPoint 2010 cho phép tiy bién Ribbon véi giao dién ngudi dung rit d& sir dung va nhanh
chong.

% Cac buéc thuc hién nhu sau:

1. Khéi dong chuong trinh PowerPoint

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

Customize the Ribbon: (i
| Main Tabs v

Main Tabs

[+] Home
[¢]Insert

[#] Design

[] Transitions
[] &nimations
[#] Slide Show
[#] Review
[w] view

[#] Developer
[#] &dd-Ins
[#] Merge

[«] Grayscale E]

[#] Black And White

[«] slide Master

[#] Handout Master

[#] Motes Master

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

HEEHEHEHEEEEEEEBBBRBRBK

[ Mew Ta ﬂewGrnup] [ Rename... ]

Customizations? [ Reset ~ ]
Import/Export = [0

Hinh 63. Ty bién Riboon

3. Nhan vao nat New Tab, mot Tab méi duogc tao thém trong danhqséch Main Tabs &
trén. Ban nhap phai chu6t Ién Tab vira tao va chon Iénh Rename dé dat tén lai.
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Main Tabs e
[#]Home i
=l [«] Mew Tab [Custom)
Mew Group [Custom) Add New Tab
[#]Insert Add Mew Group
[#] Design
[¢] Transitions —
[#] Animations v ShowTa
[+ |+ Slide Sh
B ] I_E o Remove
[ [«] Review Displ |L" —— |
) isplay name: |L&nh cia tui
H [w] Wiew Maove Up 4 . [ l [ ]
Developer oK Cancel
M D
[] Add-Ins ovE Zown

Hinh 64. Dat tén lai cho Tab

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

Rename @

Symbaol:

HO0QA T PO HYH A
NEESEN A D «

Mal’iTahs av (e FBT2EQT
[¥]Home ot 0O 43 .
=l [#] Lénh cda tui [Custom) v m @ @?‘ . "EIII a 8 wd o

Mew Groun (Custom] @ fﬂ %@a L mg]lﬁl:ll:l.

[ tnsert Add New Tab O00000O000 = |k N
Er::?i:ior Add New Group E D E D ! ﬂ -l iih LL Y5 } B
[¥] Animatiol Rename @ & o L @ ﬁ.] @-’ B |_§| @3 Ve ‘g
[¥]slide Sho ABX vROMNT &@Fis

[«] Review - = . -
[v] View Hide Command Labels b @ = 9 DiBhvdvwas

Develope Move U Display name: |C5t, dan |
Add-Ins ove Lp
Merge Move Down [ L l [ Cancel ]

4l Cranecrala

Bemove

[ £

HEHFBBEEFRB

Hinh 65. Dgi tén cho Group
5. Chon lai ngin “Lénh cia tui” va nhap chuot 3 1an ndit New Group & bén dudi dé thém

vao 3 nhom Iénh nira. Sau d6 1am theo budc 4 dé lan luot doi tén 1a “Pinh dang”,
“Chén slide, d6i tuong”, “Hiéu ing”.
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Home

2
Cat, dan [Custom)

[#] Insert

Design —

[«#] Transitions

[#] Animations

Slide Show

Review

[w] view v

Main Tabs A

[#]Home
El [#] Lénh cia tui [Custom)
Cat, dan [Custom]
Binh dang [Custom)
Chén slide, ddi tuong (Custom)

Higu tmg (Custom
[«]Insert
[#] Design

[#] Transitions

Main Tabs -~

[#] Animations i

[ Mew Tab ] [ﬂewGrnp Rename... ]

[ Mew Tab ] [ﬂewGrnup] [ Fename...

Customizations:

Customizations: i

Hinh 66. Chén cac nhém vao Tab mdi

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

e Chon Choose commands from bén khung bén trai dé liét ké céc lénh théng

dung

e Chon nGt Iénh can dua vao “Lénh caa tui”
e Chon nhém Iénh chira nat 1énh dang chon tir khung Customize the Ribbon

bén phai.

e Nhéan nat Add dé thém cac Iénh vao cac nhém hoic nhan nit Remove dé loai
bo nut khdng can khoi cac nhom.

e Thyc hién lai qui trinh nay dé thém tat ca cac nat lénh vao cac nhdm theo yéu

cAu cau hoi.

e Nhin nit Move Up va Move Down dé sap xép cac n(t Iénh theo trinh tu yéu

cau.

Choose commands from: (i Custamize the Ribbon: (i
|F‘opu|ar Commands w | |Main Tabs w
__JI ELIFJI!:.ﬂLE JgieLLed Jues 2 E Léﬂh C|:|a tu| [Custom] 2

= E-mai ] 5. s [
o Fant T = Cat, dan (Custom)

Cut
A Font Calor 4 3“‘ Cz
Font Size I- l}i Pas?;
F t Back: d...

@ FZ:::': Oabc.eni;oun =l Binh dang (Custom]
e A Inaease Font See
a — A~ Decrease Font Size W
_E From Beginning m ) A Fant Calar 3 E]
&l From Current Slid
%[ Grrzn: Hrrent Side Ne <4 Format Background E]
& Ef”nk ) = Bullets »
wp TYPETnK.. Chén slide, d6i tugng [Custom)
A Increase Font Size L
& Layout , Hieu ung [Custom}

= Ay [#]Insert

5 ;ﬂacms 1 [#] Degian b

ew
=1 New Slide " ew Ta Mew Group ename...
Mew Tab M G R

S
= Open Customizations: i
[#] Open Recent File...
[ Paste i Import/Export ¥ [Ui

Hinh 67. Thém cac nut Iénh vdo cdc nhém tuwong ving

7. Chon ngan “Lénh cua tui” va nhin cac nit Move Up hoic Move Down dé dua ngin

nay lén trudc ngan Home.

Trang 36



Chuong 1. Gidi thigu PowerPoint 2010

8. Theo yéu cau cua cau hoi thi nhdm Iénh “Dinh dang” khong c¢6 cac nhin bén dudi cac
nat 1énh. Do vay, ban nhap phai chuét I1én nhdm Iénh nay roi chon Hide Command
Labels.

Main Tabs -~
=l [¢] Lénh cda tui (Custom)

Bl Ct, dan (Custom)
& Cut
53 Copy
|3, Paste

= Binh dang [Cu "
- Add MNew Tab

A Increa
A Decrez Add New Group

F = Bullets

A Fontd Rename
S| Forma Remove
# Forma .

B Chén slide, ag| ¥ Hide Co R
=] Mews Move U
[ New Tab ] [HEWG Move Down

Hinh 68. An nhén bén duwéi nlt Iénh
Cau 3. Xin cho biét cach nao di chuyén cac tly bién trong Ribbon va QAT sang Office ¢ may
tinh khac?
Traloi:

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

% Cac budc thuc hién nhu sau:

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

w N e

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 1a Exported Office Ul file (*.exportedUl)
e Nhin nat Save dé luu.
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File Save

Save in: | [,'_J My Documents

s My Recent PowerPoint Customizations, exportedUl
Documents | =) my yirkual Machines
@ Desktop I5) Downloads
S — @My Music
= My |5 Snalt
%ﬂ |5 Arcsoft
My Daka Sources
| visual Studio 2008
|C)Snaglt Catalog
[ﬂ My Pickures
|1 OneMote Motebooks
@Setup Factory 8.0
)My Recordings
)My eBooks
|5 ¥isual Studio 2005
@SQL Server Management Studio Express
IE My Yideos
|C) Camtasia Studio

a0
Computer

\g Iy Metwork
Flaces

File narne: |PowerPoint Customizations|

Sawe as bype: |Exp0rted Office: LI file {*, exportedU)| File name

Tools =

Hinh 70. Luu tdp tin Ul

5. Chép tap tin vira xuit ra, mé PowerPoint 2010 ¢ may tai nha. Sau d6, ban vao hop
thoai PowerPoint Options réi chon nat lénh Import/Export trong khung Customize
Ribbon. Ban chon tiép Iénh Import customization file. Trong hop thoai File Open:

e Tim dén tap tin Ul tai hop Look in

e Chon tén tap Ul

e Nhan n(t Open dé nhap tiy bién Ribbon va QAT vao Office
6. Nhin nit OK dong hop thoai PowerPoint Options.

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

e Thay ddi tdng mau (Color scheme) caa chuong trinh.
e Tat tinh ning kiém tra chinh ta cua vin ban.
e Diéu chinh Recent Presentations lai con 10.

Tra loi:

% Cac budc thuc hién nhu sau:

M¢ chuong trinh PowerPoint

w N e

tong mau cho chuong trinh.

Vao File, chon Options, hop thoai PowerPoint Options Xuét hién
Chon nhém General, tai User Interface options, tai hop Color scheme ban chon lai



Chuong 1. Gidi thigu PowerPoint 2010

User Interface options

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

Silver

Personalize your of Black  rosoft Office

User name: |Thanh Phong

Initials: TP

Color scheme: Siluer@
ScreenTip style: Elue #re descriptions in ScreenTips

W

Hinh 71. Chon Color scheme

spelling as you type.

When correcting spelling in PowerPoint

|:| Check spelling as you Wﬁa

|:| Use contextual spelling

Hinh 72. Bé tly chon kiém tra chinh ta

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. Nhan OK hoan tit.

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

5. Vao nhém Advanced, nhém Display va diéu chinh tai hop Show this number of
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Chuong 1. Gidi thigu PowerPoint 2010
Cau 5. Lam sao dn hogc hign cac thong bao trén thanh trgng thai?
Traloi:

Nhap phai chudt I&n thanh trang thai, tir d6 chon hoic bé chon cac thng tin cho thanh trang thai.

Customize Status Bar

v | View Indicator Slide1 of 4
v | Theme “Adjacengy”
v | Mumber of Authors Editing
v | Spell Check Errors
v | Language
H - & d -4 v | Signatures Off
OI a p v | Information Management Policy Off
Microsoft PowerPoint 2010 v | Permissions Off
v | Upload Status
v | Document Updates Available Mo
v | View Shorteuts
v | Zoom 50%
v | Zoom Slider

(+)

/ Zoom to Fit
EX () [EEEEREIYCE 8
R
Hinh 74. Cdc tuy chon cho thanh trang thai

©..nrrtteaanss @
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Chuwong 2. Tao bai thuyét trinh co ban

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 véi tinh nang File Block Settings
5. Céc thao tac vai slide
6. Mo va dong bai thuyét trinh

7. Hoéi dap
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Chuwong 2. Tao bai thuyét trinh co ban

huong nay trinh bay cach tao mot bai thuyét trinh méi dua 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 s6 thao tac co ban ddi voi 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 cp nhiéu cach thic dé tao mot bai thuyét trinh méi. Ching ta sé& lan luot xem
qua céc cach nay.

Tao bai thuyét trinh réng

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

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

-

1. Vao ngan File

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

4. Nhan nit Create dé tao mai.

Phim tdit:
é Dung té hep phim tit <Ctrl+N> @ tgo nhanh bai thuyét trinh réng
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Chuwong 2. Tao bai thuyét trinh co ban

@ L, 'V | Presentation2 - Microsoft PowerPoint = B 52
Home Insert Design Transitions Animations Slide Show Review Wiew Developer Add-Ins Acrobat e
H Save X =
Available Templates and Themes Blank presentation
E Save As
lj Open ﬁ Home
Cd Close 3
Infa o L-rl";‘
I ey G
Recent Blank Recent Sample
B presentaticn templates templates
Print /
As) C@ .
Share Themes  Mytemplates  New from j
existing
Help Office.com Templates + Creste
[ Addns -
:] Options /
Q Exit
Agendas Award Calendars
certificates
4 — A

Hinh 75. Hgp thoai New Presentation
Tao bai thuyét trinh tir miu c6 sin

PowerPoint Template 12 cac mau dinh dang da dugc thiét ké sin (template) kém theo trong bo
Office hoic do ching ta tai tir Internet. Template c6 thé chira cac layout, theme color, theme font,
theme effect, cac kiéu nén cua slide va co thé chaa ca cac noi dung mau. PowerPoint cung cap rat
nhiéu template va dugc thiét ké véi nhiéu chu dé khac nhau (Business, Education, Finance,

Holidays, Inspirational, Religion, Social, Sports, Science, Technology) phi hop cho rat nhiéu tinh
hudng bao céo trong thuc té.

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

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

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

%

Vao ngan File

1

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

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

5. Nhin nat Create dé tao mai bai thuyét trinh
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@ = -V R_VE PowerPoint 2010a.pptx - Microsoft PowerPoint o B X
M Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat 0
Il save
Available Templates and Themes Contemporary Photo Album
R Save As
3 Open * {2 Home » Sample templates

[ Close

Info
Recent

Contemporary Photo Album

Print Classic Photo Album Contemporary Photo

Album
Share j
Help . Create
[z3 Addns - b
|21 Options

Exit

Five Rules Introducing PowerPoint

Hinh 76. Mgt sé Sample templates

Dung cac miu tir trang web office.com

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

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

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

4. 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.

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

6. Néu ddng y véi miu dang xem thi nhan nit Download dé tai vé va tao bai thuyét
trinh méi theo mau nay.
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BEA9-060Q3 TS PowerPoint 2010a.pptx - Microsoft PowerPoint
.Hu Haome Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat @ 0
H Save } ) )
Available Templates and Themes Project status report presentation
B save s Download size: 1385KB
5 Open * fit Home » Presentations » Business Rating: 3¥2000EY (0Votes)
i Office.com Templates
' Close * o P Status Report
-
Infa
- !
m “
Print
Pitchbook Project status report
Share presentation )
Help
Add-Ins ~ Download
] options T
B9 Exit prevp———,
Sales training Financial performance
presentation presentation -

Dung cac mau thiét ké ciaa ban tao hoic cac miu swu tam dang luu trén dia

Hinh 77.

Chon mdu tir trang office.com

= B OER

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

%

Vao ngan File

1.
2.
3. Chon My templates
4.

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

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

cura sO.

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

Personal Templates |

0 calendar.pot
4| Cause and effect diagram.pot
@Food pyramid presentation. pok
@Lightning strike image slide. pot
@Six-month timeline. pat
B w1 2MailMergell. pot
@World in hand design template, pot

EE=E

Presview

[ oK ] [ Cancel

Hinh 78.

Cdc mdu dang luu trén dia
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Tao bai thuyét trinh tir mdt bai c6 sin

Ban c6 san mot bai thuyét trinh ma noi dung cia né tuong tu véi bai ma ban sap tao. Khi do, ban
nén tao bai thuyét trinh mai dua trén bai sdn cd do dé da tén thoi gian 1am lai tir dau. Cac budc
thuc hién nhu sau:

%

o ~ w D E

Vao ngan File

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

Chon New from Existing

Hay tim dén noi chia tap tin trinh dién mau va chon né.

Nhan nat CreateNew dé tao méi bai trinh dién dwa trén tap tin c6 san.

New from, Existing Presentation E|E|

Look in: ‘@ Books 2010 v| @~ XouE-

3, My Recent ) Multimedia
Documents @MyTamplates
@ Desktop ‘*ﬂPUWBrPD\nt 2010.pptx
IllﬂinsrPtﬂnt 2010a.pptx
=% PawerPaint 20105ample. pptx
‘lﬂpowarpmnt_zuw.pptx

an

Docurnents

3 My Type: Microsoft Office PawerPoint Presentation
G Size: 17.3 MB

‘3 Iy Metwork Date Madified: 12/19/2009 5:51 AM
Places

File name: | v |

Files of bype: |AII PowerPoint Presentations (*, ppt;* pps;*. pot;* ppbs; ™ pptm; * ppsx; . ppsm; *, potx;* pokm;™ htn |

[ Create Mew '] [ Cancel

Hinh 79. Tgo bai thuyét trinh tir mét bai c6 sdn

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 cua cac ung
dung khac. Chiang han nhu, chiing ta bién soan trudc dan bai cua bai thuyét trinh trong céc trinh
soan thao van ban Word, WordPad, NotePad,... Sau d6, PowerPoint nhap cac dan bai nay vao
thanh cac slide va ban chi can bd sung thém céc hinh anh, video, &m thanh, ... 1a d& c6 mot bai
thuyét trinh hoan chinh. Céac budc thuc hién nhu sau:

%

1.
2.
3.
4.

Vao ngan File

Chon Iénh Open, hop thoai Open xuat hién

Tai Files of type chon kiéu tap tin 13 All Outlines.
Chon tap tin Outline mong muén va chon Open dé mo
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Open RIX
Look in: I3 Books 2010 v @3 XoiE-
3 My Recent MName Size | Type Date Modified
DOCLMENts | | ooy imedia File Folder 1/1/2010 11:07 AM
@ Deskkop My Templates File Folder 1j&/2010 1:46 PM
h!JMa docx 33KB  Microsoft OFfice Wo..,  1/6/2010 8:52 AM
,D E)qgcuments [ PowerPointOutline, rkf 33KB  Rich Text Format 1f6j2010 2:09 PM
M ¥ ] PowerPaint 2010, do 132 KR Microsoft OFfice Wo.,,  1j7/2010 3:57 aM
} Cgmpute, i PowerPaink2010_T¢| Type: Rich Text Format crosoft OFfice Wo.,.  1f6/2010 7:44 AM
(8 ]whiat news. doc; | D2t Modfied: 1J6[2000 2:09PM oo office wo.,,  12/18(2000 10:14 AM
Qg Metwork ' Size: 32.4 KB )
= Places |C)Backup Folder 1172010 3:57 AM

File name:

Files of type: | 4l cutlines (*,Lxty* rtf;* doc* wpd;* awps;* . doce * docm)

e ) (oo

Hinh 80. Tgo nhanh bai thuyét trinh tir tap tin outline

Cau trac Outline:

é Outline 1a tdp tin chi chiza van ban, céc slide cach nhau bang mgt ky hiéu
xuong dong (Enter). Trén mai slide, twa dé slide viét binh thuong va cac ngi
dung trén slide thi phai Tab thuz dau dong.

2. Lwu bai thuyét trinh

Trong sudt qué trinh bién soan bai thuyét trinh, ching ta phai thuong xuyén thuc hién 1énh luu
tap tin dé tranh cac su ¢b bat ngo xay ra c6 thé lam mat di cac slide ma ta vira bién soan. Ty theo
thoi diém thyc hién lénh lru ma PowerPoint thuc hién cac hoat dong khac nhau, sau day 1a mot
s6 trudng hop.

Luwu bai thuyét trinh lan dau tién
Lan dau tién thyc hién 1énh luu tap tin bai thuyét trinh thi PowerPoint s& ma hop thoai Save As.

Tir hop thoai nay ban hay dit tén cho tap tin, chon loai dinh dang tap tin va chon vi tri trén 6 dia
dé luu trit. Cac budc thyuc hién nhu sau:

% 1. Vao ngan File
2. Chon lénh 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 s¢ duoc 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 dung cho PowerPoint 2007 va 2010.

PowerPoint mic dinh kiéu tap tin 12 PowerPoint Presentation (*.pptx), ddy 1a

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

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

thuyét trinh tao trén PowerPoint 2010. Tuy nhién,

cac hiéu tng va cac kiéu

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

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

Save As @
Savein: | () Baoks 2010 v @ @ XEiE-
s My Recent | |C)Backup
Docurents | =5 Myltimedia
@ Desktop @MyTemplates
@OpenSampleOutline.pptx
=y My ket]PawerPoint 2010.ppkx
llJDocuments —_] . i
ke PowerPoint 2010a.pphx
My = .
j Gy Eﬂsowersofnt zDDIIDDSamFIe.pptx
owerFoinl .ppkx
‘3 My Metwork - PR
Flaces
File name: |TenBaiThuyetTrinh.pptx v |
Save as type: F'u:n.-'-.larF'n:nint Fresentation (%, oot
.

Hinh 81. Hgp thogi Save As

Qui dinh vé dat tén tap tin:

Tén tap tin c6 thé dai téi 255 ky tir va ban cé thé ding tat ca cdc logi ky ty dé

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

Luwu bai thuyét trinh c4c lan sau

Sau khi da hyu 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 nat Save, hoac

e Nhan nat Save (lﬂ) trén Quick Access Toolbar, hoac
Nhan t6 hop phim tit <Ctrl+S>

muén luu bai thuyét trinh
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Design

Haome Insert

|
S A Information
ave As
,__? Open )
. ELI:l_'-.I
LA’ Close higl‘;
Protect
Presentation ~
Recent

Tran

Hinh 82. Luu bai thuyét trinh

Thém nut I1énh vao QAT:

Pé thém nut Save vao thanh Quick Access Toolbar ban nhdp trai chugt vao

nut Customize Quick Access Toolbar () va chon nut Save.

Luwru bai thuyét trinh & cac dinh dang khac

Khi Iuu bai thuyét trinh, ban cé 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 budc sau dé luu bai thuyét trinh sang cac dinh dang khac:

%

Vao ngan File
Chon Iénh Save As, hop Save As xuat hién

a  w D oE

Nhan nat Save dé thuc hién Iénh.

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

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

File pame: PowerPoint 2010, pptsx

Save as type!  |ppE i* pdf

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

¥P3 Document (*,xps)
PowerPoint Template (¥, potx)

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

XPpS

.potx
.potm
pot

thmx

.pps, .ppsx

.ppsm
.ppt
.ppam

.ppa

.mht, .mhtml

.htm, .html

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

Mic dinh, chi c6 thé mé biang PowerPoint 2007 va
2010 (hoac phai cai thém phan bd sung cho cac phién
ban cu thi méi mo dugc). Pinh dang tap tin theo
chuin XML.

Nhu trén nhung ¢6 cho phép luu ma Macro va VBA

binh dang twong thich nguoc vaéi cac phién ban
PowerPoint 97, 2000, 2002 (XP), hoac 2003.

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

Tuong tw PDF nhung day la dinh dang cua
Microsoft. Windows Vista c6 san trinh xem tap tin
XPS.

Tap tin mau dinh dang (template) cia PowerPoint
2007

Nhu trén nhung c¢6 thé luu ma 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 chtra cac thiét lap
dinh dang (theme) nhu (fonts, mau sic, va cac hiéu
ung).

Gidng nhu mot tap tin PowerPoint binh thuong
nhung mé s& & ché do Slide Show; rat hitu ich khi
phan phdi cho ngudi xem.

Gidng nhu trén nhung c6 thé luvu ma Macro va VBA

binh dang co6 thé m trong cac phién ban PowerPoint
97 dén PowerPoint 2003

Tap tin‘Add-Ins cua PowerPoint c6 chira cac 1énh tao
thém bang VBA.

Tap tin‘Add-Ins cua Power}’oint ¢o6 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 mat file duy nhat va cé thé mé bang trinh duyét
web. Thich hop khi mubn dua 1én trang web hoic
gui e-mail

Luu tap tin dudi dinh dang HTML, cac hinh anh sé
luu thanh cac tap tin riéng. Dinh dang nay thich hop
cho viéc 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

Qif

Jpg

-png

Aif
.bmp

wmf

.emf

rtf

.pptx

.odp

Luu tap tin dudi dinh dang XML

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

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

Hinh dong, gidi han trong 256 mau

Hinh tinh, chit luong tét cho web

Hinh tinh, d6 phan giai cao, né bao gom cac uu diém
cua hinh GIF va JPG.

Hinh tinh, chat luong va d6 phan giai rit cao
Hinh tinh, dung nhiéu trong Windows

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

Phién ban cai tién cuia WMF.

Dinh dang toan van ban, loai bo tat ca cac thanh phan
khac. Chi chua cac Text trén slide nam trong
(placeholders) méi dwoc chuyén outline, cac Text
trong phan Notes khong duoc luu.

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

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

PowerPoint 2010 khéng hé trg’ cac dinh dang sau:

g e Dinh dang tir PowerPoint 95 tré vé trurdc.

e Cac tgp tin (.ppz) tao boi Pack and Go Wizard.
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Bang 3. Cdc tinh nang mdi trong PowerPoint 2010 ma cac phién ban tir PowerPoint 2003 tro
vé truoc khong ho tror

Hinh anh SmartArt Chuyén thanh hinh khéng cho phép hiéu chinh

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

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

Cac kiéu @6 bong Cac kiéu bong meém (soft shadows) s& chuyen
thanh cac kiéu d6 bong don gian (hard
shadows)

Font chit cho Heading va phan noi dung Chuyén thanh font chir binh thuong

Céc hinh v& (shape), hinh anh (picture), dbi Chuyén thanh hinh khéng hiéu chinh duoc
tugng (objects), hiéu ung hoat hinh, cic hi€u trong cac phién ban trudc
ung moi
= Hiéu g 2-D hoac 3-D cho van ban
= Gradient cho cac hinh v& hoac van
ban
» Gach ngang chir bang nét don hoic
kép
» T nén bang gradient, picture, va
texture cho van ban
- DS bong,higu tmg twong phan, hau
hét cac hiéu tmg 3-D

Chuyén bai thuyét trinh sang dinh dang video

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

Mot diém rat hay khi chuyén bai thuyét trinh sang dinh dang video 12 tat ca céc hiéu tng, hoat
canh, am thanh hay phim nhing trong bai déu duoc ty dong chuyén theo ké ca viéc ghi am Iong
tiéng va st dung con tro laser trong bai thuyét trinh.
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ElEH9-0QTEE

H Save

Share
Save As

= Send Using E-mail
Lj COpen o
CF Close 0 Save to SkyDrive
Infa iy Save to SharePoint
R t 5@  Broadcast Slide Show
ecen

£l Publish Slides
Mew

File Types
Print

B ChangeFile Type

m =4 Create PDF/XPS Document

e m Create a Video
CEEANS &% Package Presentation for CD
|z] Options

ER  Create Handouts
9 Exit

PowerPoint 2010.pptx - Microsoft PowerPaint = =

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

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, narraticons, and laser
pointer gestures
Includes all slides not hidden in the slide show

Preserves animations, transitions, and media

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

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

E‘ Computer & HD Displays
For viewing on a computer menitor, projecter, or hi.

)y, Don't Use Recorded Timings and Narrations
Mo timings or narrations have been recorded

Y
-

Seconds to spend on each slide: | 05.00

>
|

Create
Video

|

i‘ Computer & HD Displays -
For viewing on a computer menitor, projector, or hi)

L ¥

Computer & HD Displays

Faor viewing on a computer monitor, projectar, or high definition display (Large — 960 x 720}

Internet & DVD
For uploading to the Web and burning to standard DVD (Medium — 540 x 430

Portable Devices

Microsoft Zune video quality; Small text may be difficult to read [Small — 320 x 240}

,.;'T'r'. Don't Use Recorded Timings and MNarrations

Nao timings or narrations have been recorded

Don't Use Recorded Timings and Marrations
@ Mo timings or narrations have been recorded

i3 ’
WO Record Timings and Narrations

] @ Preview Timings and Marrations

Hinh 84. Chuyén bai thuyét trinh sang dinh dang video

Cac budc thuc hién nhu sau:

Vao ngan File
Chon Iénh Share

a b w N oE

chon cho ban:

M bai thuyét trinh muén chuyén sang dinh dang video.

Tai nhom File Types, chon Create a Video

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

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

giai cao.

 Internet & DVD: Cho chét lugng video & muc trung binh va tap tin c6 kich
thudc vira phai. Kiéu két xuat nay thich hop cho viéc chia s& qua mang

internet hay chép ra dia DVD.

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

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

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

7. Nhap nit Create Video, hop thoai Save As xuét hién
8. Dat tén tap tin, chon noi luu trir va nhan nat Save dé bat ¢au chuyén doi.

Thay doi thoi gian chuyén slide:

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

© windows Media Player

S rr———
\ il 4 Now Playing Library

t—.

SMART ART

00:13/01:52 B TWNPT e -
-

Hinh 85. Xem bai thuyét trinh trong Windows Media Player

Chuyén PowerPoint sang dinh dang PDF va XPS

Déi khi chung ta muén cb dinh cac dinh dang trong tap tin khi chia sé&, in 4n phat cho khan gia thi
ching ta nén luu PowerPoint sang dinh dang PDF hodc XPS. Bo Microsoft Office 2010 tich hop
san cong cu chuyén doi sang dinh dang PDF or XPS rat dé dang va nhanh chéng.

v Portable Document Format (PDF) 1a dinh dang dit liéu dung dé chias& pho bién nhat hién
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nay. Dinh dang PDF dam béo vé dinh dang cua tap tin khong bi thay doi khi xem hodc in
an va kha kho khan khi muon thay d6i dir liéu ma n6 luu trir.Dinh dang PDF cling rat hitu
ich cho cac tai li¢u xuat ban thuong mai khi mang di in an.

XML Paper Specification (XPS) ciling la dinh dang tap tin c¢6 chltc nang twong ty PDF
nhung do Microsoft xay dung.

® & V& | PowerPoint 2010.pptx - Microsoft PowerPoint o B R
ﬂHome Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat e
H Save -
Share Create a PDF/XPS Document
Save As
. 2 Send Using E-mail Save this presentaticn in a fixed format.
[ Open Document looks the same on most computers
l__i‘ Clase 0 Save to SkyDrive Preserves fonts, formatting, and images
Content cannot be easily changed
Info Save to SharePoint Free viewers are available on the Web
L@  Broadcast Slide Show
Recent - ! ;
£l Publish Slides =
MNew Create a
. PDF/XPS
File Types
Print
Change File Type
B
@PDF{XPS Document J
e &) CreateaVideo
@ Adddns - &%  Package Presentation for CD
=] Options
ER  Create Handouts
B9 Esit

—

Hinh 86. Chuyén bai thuyét trinh sang PDF/XPS
Céc budc chuyén PowerPoint sang dinh dang PDF hoic XPS:
M bai thuyét trinh muén chuyén sang dinh dang PDF/XPS.

Vao File
Chonlénh Share

Tai nhom File Types chon Create PDF/XPS Document

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

o 0k w D

e Néu chon Open file after publishing thi tap tin PDF/XPS sau khi chuyén
sé dugc mo 1én.

e Tai Optimize for c6 hai lya chon:
= Standard: khi muon phdt hanh tryc tuyén véi chdt lwong cao vé hinh

anh hogc dung cho viéc in an(kich thuoc tap tin lon).

Minimum size: diing cho viéc doc truc tuyén la cha yéu vi khi in ra cdc

hinh sé bi mo (kich thuéc tap tin nho).

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

e Tai Range: chon cac slide can chuyén doi hodc cd thé chon tir custom
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show ma ban di tao trude d6 trong bai thuyét trinh.

Tai Publish options: chon hinh thirc ma slide s& in ra trén gidy nhu kiéu
handout, slide, notes pages hoac la outline. Ngoai ra con c6 cac tuy chon
khac nhu k& khung cho slide, in cac slide bi 4n, in cac thong tin chu thich
hay thong tin chinh sua...

Tai Include non-printing information:

v Chon Document paroperties th; cac thugc tinh cua tgp tin
Powerpoint sé chuyén sang thanh thugc tinh cua tdp tin PDF/XPS.

v' Chon Document structure tags for accessibility: dwa cac thong tin
vé cau truc sang tap tin PDF/XPS.

PDF options: tily chon vé tinh twong thich véi tiéu chuan ISO va qui dinh
cach chuyen van ban thanh dang chit bipmap (lam tang kich thudc tap tin)
neu cac font khéng thé nhang vao tap tin PDF duoc.

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

Options E E|
Range
@&II ) Current slide
Publish as PDF or XPS
Savein: ) PouwerPoint 2010 O Slid=(s)
3 My Recent | [ChBackup Publish options
Documents | == my limedia X
(@ peskisp My Templates Publish what:
lides A OE
1y My
Spocuments []Frame slides %
My - :
C S [ Include hidden slides
< My Network [ tnclude comments and ink markup
Places o )
Include non-prinking informakion
Docurnent properties
Document struckure tags For accessibility
PDF options
1150 19005-1 compliant (FDFi&)
|
File name: i
- PowerPaint 2010 Eitmap kext when Fonts may not be embedded
Save as type! | ppE {*.pdf)
Open file after publishing * OK l ’ Canicel
optimize for: (%) Standard (publishing online and printing) —
() Minimurm size {publishing anline) "

Tuy chon luwu triv

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

C6 mot sb ty chon khi luu trit dang chu y nhu thiét 1ap kiéu dinh dang mic dinh, thiét 1ap thoi
gian luu ty dong voi muc dich phuc hdi khi ¢6 sy ¢b, qui dinh thu muc luu trir mac dinh, thiét 1ap

nhang font chit ngay trong bai thuyét trinh, ...

Thay doi dinh dgng tdp tin mégc dinh

Trang 56



Chuwong 2. Tao bai thuyét trinh co ban

1. Vao ngan File

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

Dé thay di dinh dang tap tin luu trit mac dinh ciia PowerPoint hay lam theo cac budc sau:

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

ké bén.

5. Nhin OK hoan tat viéc thiét 1ap. Ké tir thoi diém nay céc tap tin méi tao khi duoc

lru s& mic dinh chon kiéu dinh dang tap tin nay.

PowerPoint Options

General
- N
< Save

M

Language Save files in this format: |PowerPDint Presentation v

Advanced Save AutoRecover infarmation every minutes

Keep the last Auto Recovered file if I close without saving

H Customize how documents are saved.

) Save presentations

Customize Ribbon

AutoRecaver file location: |C:".D0cument5 and Settings\ttphong\Application Data\Microsoft\PowerPaint,

Quick Access Toolbar Default file location: [0 Phong\Gia TrinhPowerpaint 2010

Add-Ins
Offline editing options for document management server files

Trust Center
Save checked-out files to:(i

O The server drafts location on this computer
@ The Cffice Document Cache

Server drafts location:  |C\Documents and Settings\ttphong'\My Documents\SharePaint Drafts',

| [ Browse...

File merge options for shared document management server files

|:| Show detailed merge changes when a merge occurs

Preserve fidelity when sharing this presentation: IE’] Presentationl »

Embed fonts in the file G

O Embed anly the characters used in the presentation {best for reducing file size}
@ Embed all characters {bast for editing by other people}

OK

1 [ Cancel

Hinh 88. Tuy chon luu tri

Thiét Igp thei gian lweu triv tw dgng véi muc dich phuc héi khi c6 s cé

% Vao ngan File

1.

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

Chon Save AutoRecover information every <10> minutes va thiét lap lai

khoang thoi gian ma PowerPoint s€ thuc hién 1énh luu trir.
5. Nhan OK hoan tat viéc thiét lap.
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Thiét ldp thuw muc lwu trie mdc dinh

%

a > w N e

Vao ngan File

Chon Options, hop thoai PowerPoint Options Xuét hién

Chon Save tir danh muc bén tréai cia s6

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

Nhtng font kém theo bai thuyét trinh

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

-

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 phép
nhirg ngudi khac c6 thé hiéu chinh véi nhiing font déc biét trong bai thuyét trinh.

Nhan OK hoan tit viéc thiét 1ap.

3. Bao vé bai thuyét trinh bang mat ma

Khi tap tin trinh dién c6 chua cac thong tin nhay cam thi ban ¢ thé dung chiic ning bao vé tap
tin bing mat ma cia PowerPoint. C6 hai loai bao vé la mat ma truy cap khi ma (Open password)
va mat ma hiéu chinh (Modify password) va ban c6 thé sir dung ca hai néu thy can thiét.

Thiét 1ap mat ma bao vé

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

-

o ok~ w Db

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

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

7. Xéc nhan lai cac mat ma khi c6 yéu cau trong hop Comfirm Password.

8. Nhan OK khi hoan tat dat mat ma

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

Save int | IC5) PawerPaint 2010

v @ @ Xoi@E-

B My Recert | (CD)Backup
Docurents | =5y Multimedia
@ Desktop @MyTemplates
IIlﬁ';]O|:nanSampIeOutIine.|:||:|t><
B BW " | PowerPoint 2010, ppt:
OELments ‘lﬂ]PowerPoint 20103ample, ppt:x
d Compuker

.‘a Iy Metwork
Flaces

pt Delete
Rename
Print

Map Metwaork Drive...

Properties
y PowerPoint 2010, pphx L |
[ G | Options...
s aeneral Uptians PovwerPoint Presentation (*.ppbax) L3 |
Compr; TCTUres..

Tools -

[ Save ] [ Cancel

Hinh 89. Hgp thoai Save As voi General Options...

General Options

General Options |

File encryption settings for this document

Passward bo open; | |

File sharing settings For khis document

Passward to modify; | |

Privacy options

[ ]remove automatically created personal information from this file on save

Macro security

Adjust the security level For opening Files that might

[Macro Security. .. ]
conkain macro viruses, and specify the names of [ = LTI

krusted macro developers,

[ ok | [ ancel

Hinh 90. Hgp thoai General Options...

Néu chon s& loai bo cac
théng tin ca nhan cua
ngudi dung trong tap tin.

Thiét lap cac tay chon ddi
vai ma Macro va VBA
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Confirm Password

Reenter password bo open:

o |
Caution: If wou lose or forget the password, it cannot be
recovered, It is advisable to keep a lisk of passwords and their

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

[ Ok l [ Cancel

Hinh 91. Hgp thoai xdc nhgn mdt ma

Thiét 1dp Macro Security:

§ Khi chon nat Macro Security trong hop thoai General Option & phan trén,
hop thoai Trust Center xuat hién va c6 céc tiy chon sau:

= Disable all macros without notification: Khéa tat ca macro va khéng cé
théng bdo

= Disable all macros with notification: Khéa tdt ca macro va kém theo
théng bdo

= Disable all macros except digitally signed macros: Khda tdt ca cdc
macro ngoai trir Cac macro da co chir ky dién tur.

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

= Trust access to the VBA project object model:Xdc thic quyén truy cdp
Vo Cde doi twong trong VBA project.

Cach khac dé truy cap hop thoai Trust Center 1a vao File | Options | Trust
Center | Trust Center Settings... | chon Macro Settings.

Trust Center @

Trusted Publishers

Macro Settings

Trusted Locations
O Disable all macros without notification

Trusted Dacuments @ Disable all macros with notification

sdd-ins (O Disable all macras except digitally signed macras
O Enable all macros {not recommended; potentially dangerous code can runj

Actiyex ings

- :

< [ Macro Settings L) Developer Macro Settings

I~
Protected View |:| Trust access to the WBA project object model
Message Bar

File Block Settings

Privacy Options

[ oK ] [ Cancel

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

%

Vao ngan File
Chon Info, chon Protect Presentation
Chon Encrypt with Password

Nhan OK va xé&c nhan lai mat ma vira nhap
Nhan OK lan nira
Nhén Save dé luu cac thiét 1ap vira thuc hién

O N o 0 k~ w N E

|

i Permissions
:'a ?'I Anyone can open, copy, and change any part of this presentation,
Protect

Presentation

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

_L[j‘ 7] Encrypt with Password e that it contains:

‘3? Require a password to apen this author's name
presentation. . .
disabilities are unable to read

}‘I Restrict Permission by Peaple
_@ Grant people access while removing k
their ability to edit, copy, or print.
=~ Add a Digital Signature

_9, Ensure the integrity of the presentation on file, Most autosaved versions are
by adding an invisible digital signature.

Mo tap tin mudn dit mat ma trén man hinh PowerPoint

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

Encrypt Document E|E|

Encrypt the contents of this file
Password:

Caution: If you lose or forget the password, it cannot be
recavered, 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. Bdo vé bai thuyét trinh véi Protect Presentation

G& bé mat ma khéi bai thuyét trinh

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

va hiéu chinh tap tin.

Thuc hién cac bude sau dé g& b6 mat ma mé va mat ma hiéu chinh tap tin:

Password khi ¢ yéu cau.

1. M¢ bai thuyét trinh dang c6 mat ma bao vé va khai bao cac mat ma vao hop

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

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

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

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

M¢ tap tin mudn x6a bo mat ma bao vé
% Sau khi bai thuyét trinh dugc mé trong cira s6 PowerPoint, vao File
Chon Info, chon Protect Presentation
Chon Encrypt with Password
X0& bo mat ma dang cé trong hop thoai Encrypt Document
Nhan OK dé dong hop thoai Encrypt Document

N o a bk~ DR

Nhén Save dé luu cac thiét 1ap vira thuc hién

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

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

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

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

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

Trust Center. @@

Trusted Publishers File Block Settings

Trusted Locations . . . o
Far each file type, you can select the Open and Save check baoxes, By selecting Cpen, PowerPoint blocks this file type, or

Trusted Documents apens it in Protected View, By selecting Save, PowerPaint prevents saving in this file type,

Message Bar Graphic Filters

File Block Settings Office Open XML Converters for PowerPaint

Privacy Options

) ) File Type Cpen Save
Add-ins PowerPaoint 2007 and later Presentations, Shows, Templates, Themes and Add-in Files [F] O
ActiveX Settings OpenDocument Presentation Files O L]
PowerPaoint 97-2003 Presentations, Shows, Templates and Add-in Files |:| |:|
Macro Settings Web Pages |:| |:|
Protected View Outline Files O 0

Legacy Converters for PowerPaint O

|
O O

Cpen behavior for selected file types:
O Do not open selected file types
@ DOpen selected file types in Protected View
O Cpen selected file types in Protected View and allow gditing

Restare Defaults

[ OK 1[ Cancel ]

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

%

1S

a > w N e

Vao ngan File
Chon Options, hop thoai PowerPointOptions xuét hién
Chon Trust Center va nhan nit Trust Center Settings

Chon File Block Settings tir danh séach bén tréi cira s6 Trust Center

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

Nhip OK dé dong hop thoai Trust Center
Nhan OK lan nita dé dong hop thoai PowerPointOptions

5. Cac thao tac véi slide

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

EBld9- QAVEI- Presentationd - Micrasoft PowerPoint
E Home Insert Design Transitions Animations Slide Show  Review Developer Add-Ins
o) (= Layout a A | E - - I’ ’r\j‘ (=g
= J £ Reset - U
N =

Paste B 7 U 8 ahe 2V Aa

ew Shapes Arrange
Slide = T Section * - -

Clipboard Slides Font Paragraph Drawing

o =2

Acrobat a @

7

24 Find

i, Replace ~

Ly Select ~
Editing

cl =

1

Click to add title

| Ngin Slides :

Click to add subtitle

Click to add notes

slidel of 1 | "Office Theme™ | <& | |[E]&E g = dsm (=) U

Hinh 95. Slide tiva d@é bai thuyét trinh véi hai placeholder

C6 nhiéu kiéu bé tri cac placeholder trén slide ma PowerPoint xay dung san dugc goi la cac
layout. TUy theo noi dung can xay dung cho slide ma ta chon kiéu layout phi hop.
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—
<_E|Layout 1 ol a* v | @ =

e eme

Title Slide Title and Content Section Header

Two Content Comparison Title Only

Elank Content with Picture with
Caption Caption

Hinh 96. Céc kiéu layout cua slide

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

Chen slide méi

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

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

Vao ngan Homechonnhdm Slides
Nhan nat New Slide, hop chira céc kiéu layout xuat hién

4. Nhap chudt chon mot kicu layout, slide méi s& duoc chén vao bai thuyét trinh
theo kiéu layout vira chon.
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File Home Insert Design Transitions A
| c— ]

"—""j % l =] Layout .
53 Reset
Paste . [ Mew | i . B 7 U 8§ abe A
- # Slide = _ISECtI-:lr‘l"
Clipboard Office Theme
l =
1 : e
.
Title Slide

Hinh 97. Chén slide
Sao chep slide

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

% 1. Trong ché do Normal View, chon cac slide trong ngin Slides mudn sao chép
2. Nhap phai chudt 1én mét trong s6 cac slide dang chon dé mé thuc don ngir canh
3. Chon Duplicate Slide tir danh sach 1énh

Cut

Copy

Paste Options:

7 22 @ A

Mew Slide

Duplicate Slide [%

Delete Slide
Add Section

Lt
[
iof | |G e —_L

Publish Slides

Hinh 98. Nhan bdn slide

Chen nhiéu slide:

é e Néu céc slide chon la lién tuc: nhdp chugt chon slide ddu tién réi gid
phim Shift va nhap chugt vao slide cuai cung.

e Néu cac slide chon la khong lién tuc: nhdp chugt chon slide dau tién va
gizr phim Ctrl trong khi nhap chugt chon céac slide khac.
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Thay doi layout cho slide

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

%

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

1.
2.
3. Vao ngan Home | nhdm Slides | nhan nit Layout
4. Chon kiéu layout méi cho slide

| |
Home Insad Design Transitions Animations Slide Show
B B3 - v Eme

Paste Mew
- F | slide~

Clipboard
il

:

1

Title Slidl Title and Content Section Header

2 5 o
Two Content Comparison Title Only

Blank Content with Picture with
Caption Caption

Hinh 99. Thay dai layout cho slide
Thay doi vi tri cac slide
Thuc hién cac budc sau sip xép hoic thay ddi vi tri cac slide trong bai thuyét trinh:

% 1. Trong ché dd Normal View, chon slide trong ngan Slides mudn sap xép
2. Dung chudt kéo slide dén vi tri méi trong ngan Slides va tha chudt
3. Slide s& xuat hién & vi tri mai
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__ %3>

e B

# oo

Insert Design Transitions Animations Slid
[ ‘f:“C! | B8 slide Sorter & Slide Master [T Ruter O kX
= | —~ B ,:].
‘——| [E] Notes Page | Handout Master | [[] Gridlines \ e
Normal|._ . : Zoom Fitto
| 15[ Reading View | [&] Notes Master [ Guides Windo
Presentation Views Master Views Show Zoom
Slides OQutline X
———
2 | wtw mtunl
Sy | EIESmier
S SMART ART
3 | smrawr
S =
’ L)
LY = ot
o |
4 | ommm =
s 3 |

Hinh 100. Sdp xép slide

Xoba slide

Thuc hién cac budce sau dé xda céc slide:

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

2. Nhan phim Delete trén ban phim dé x6a slide hoic nhap phai chuét 1én slide va

chon Delete Slide

Slides Cutline *x

2 | il

s |
s

F Y

[T}
E

SMAR

Cut
Copy
Paste Options:

3] (i) (&

MNew Slide
Duplicate Slide

Delete Slide
Add Section

Hinh 101.

Xoa slide
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Phuc hoi slide vé thiét 1ap layout mic dinh

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

%1.

4 ,
3. Nhan nut Reset
Home Insert Design Transitions Animations Slide Show

layout.
Vao ngin Home, dén nhom Slides

- — = ey = - -
J " —l v432 A A T =, =
’ EE R B9 flese
Paste New : B 7 U 8 abe A A: == F
- F | slider G¥diont~ =
Clipboard 1 Slides Font P
Slides Outline Reset
1 Reset the position, size, and
g formatting of the slide s g 4
placeholders to their default HU NG DIEI\I I\[(
settings. i T it

hitng digm mdi

(S

2 |yt i

B P )
frev ey

e st

gt e e

3| mamar

abk

Tao, quan ly va lam viéc cong|
khag¢ trénbai thuyét trinh

Lam phong pha bai thuyét tr
hi:ljlénh va rat nhiéu hiéu ai

Chia sé bai thuyét trinh hiéu

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 mac dinh:

%

Trong ché do Normal View, chon slide bj bién doi layout.Vi du: placeholder
trong slide bén dudi bi léch va ching ta can tra nd vé dang vi tri mac dinh caa

1. Trong ché a6 Normal View, chon slide ma ban muén tach thanh Section méi

2. Vo ngin Home, d¢én nhém Slides

3. Nhéan nat Setion va chon Add Section

& |55 Layout ~
1= Ba- \N_J

E Reset

Paste ew % 3]
- Slide ~ | —j Section |

Clipboard s 5 4dd Section

Slides Outline | i

# s

,3{ Remoye All Section

= %5 Collapse All
4

; Expand All

=

Home Insert Design Transitions Animations Slide Show Re!

B 7 U

(=]

¥
£
i
i

Ml

Para:

Add a new section to your
presentation.

Q Press F1 for more help.

Hinh 103. Chén section
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Pat tén cho section

Pé dat tén hoac ddi tén cho section ban lam theo cic budc sau:

%

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

3. Nhén nt Setion va chon Rename Section

4

bit tén méi cho Section va nhan nit Rename dé ddi tén.

Home Insert Design
= &% CI 55| Layout -
_j R E Reset
Paste Mew [ﬁ B 7
- i Slide = | 5 Sedtion ¥
Clipboard &
Slides Cutline E]j Rename Sectio
) [— =% Remove Sectio
S

_)k Remaoye All Sections

m ~= g collapse an
EE]
1

Expand All

4 Inkitled Section

L ET—

6] e H

Transitions

8§ abe AV- As

T
=

i

Animations

32 - AN

Rename Section

Section name:
|I'~"Iulﬁmeu:|ia |

[ Rename l[ Cancel ]

Hinh 104. Pat tén cho Section

Xoba section

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

%

1. Trong ché do Normal View, chon Section muén x6a
2. Vo ngin Home, d¢én nhém Slides

3. Nhén nGt Setion va chon Remove Section
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Home Insert Design Transitions R
B % e @@ Layout- )
j & CII_—Iayou T o
iy Ea- B Reset
Paste Mew = .
Y | sider[gsedtions] B £ U 8§ ke 50 Aa
Clipboard 1 = add Section .
e m‘-@ Rename Section
: =5, Remove Section
Sy . %
Bl Remave All Sectidgs
b= Callapse Al
4= Expand Al
4 Multimedia
5| ummmom
6 ‘ - ‘

Hinh 105. X6a section

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

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

.1

Bl 9 - U & % 5|+ PowerPoint 2010.pptx - Micrasoft PowerPoint = = 82
.iﬂ Home | Insert | Design | Transitio | Animatio| Slide Sheo| Review | View | Develop: | Add-Ins | Acrobat | & 9
[l save
Recent Presentations
Save As
[fa 3 PowerPaint 2010 pptx
5 Open =| D:APhong\Giao Trinh\PawerPoint 2010 =
O Close [fa 5 PowerPoint 20105ample.pptc =
=1 D\Pheng'\Giac Trinh\PowerPoint 2010
Info
ﬁ?‘g: 4 PowerPoint 2010_Password.pptx =
=1 D\Phengh\Giac Trinh\PowerPoint 2010
Rec
i [fa 5 MPP02-521C-L00a Intro.pptx =
=1 DAPheng\Cemputer Applications
New
@] MPPO2-521C-L05a PowerPoint.ppt =
) =1 DA\Pheng\Computer Applications
Print
@ 5] OCW Downleads.ppt =
sh =| My Documents
are
ﬁ?‘z_._ 4 IMF Presentation.pptx =
Help =1 My Documents
7 Add-Ins ~
1] Options —
B9 et Recover Unsaved Presentations
[ Quickly access this number of Recent Presentations: | 4
Y

Hinh 106. Danh myc cac bai thuyét trinh gan ddy trong Recent Presentations
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Ban ¢ thé tim thay danh muc cac bai thuyét trinh méi mé gan ddy theo huéng dan sau:

% 1. Vao ngan File
2. Chon Iénh Recent, hop Recent Presentations Xuat hién bén phai
3. Chon tén bai thuyét trinh cin mé tir danh sach

Néu bai thuyét trinh muén mé khong co trong danh sach hién hanh thi ban lam theo cac budc
sau:

%

1. Vao ngan File

2. Chon lénh Open, hop thoai Open xuét hién

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

Open @

Lock in: | [ PawerPaink 2010 v | S - X oo E-
s My Recent Marme Size  Type Date Modified
Documents | | = e dop Fil Folder 1/7/2010 2:32 FM
@ Desktop [ Mulkimedia File Folder 12129§2009 817 AM
My Templates File Folder 1/6/2010 9:31 AM
ngcuments E'_]OpenSampIeOutline.pptx 74KE  Microsoft Office Po,..  1/7/2010 4:34 AM
o II;i]l:‘ov\.lerlz‘oint 2010.ppkx 7,862 KB Microsoft Office Po...  1/8/2010 12:34 PM
:é Cgmputer II\:i]PowerPoint 2010_Password. pptx 9Q,723KE  Microsoft Office Po...  1/7/2010 2:35 PM
) My twark ‘:i]PowerPoint 2010aa. pptx 9,722 KB Microsoft Office Po...  1/7/2010 2:07 PM
‘ﬁpbces hzl_]PowerPoint 20103ample. pph:x 17,795 KE  Microsoft Office Po,..  12f19/2009 5:51 AM

Open N

Open Read-Cnly

COpen as Copy

File narne: | Open in Browse

Open in Protected View

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

Open and Repair

oo ) [omea ]

Hinh 107. Hop thoai Open

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

Open

Open Read-Only

Open Copy

Open in Browser

Open in Protected View

Open and Repair

Pong bai thuyét trinh

Ché d6 mo bai thuyét trinh mac dinh.

M bai thuyét trinh dudi dang chi doc, céc thay ddi va hiéu chinh
trong bai muon luu thi phai Iuu thanh mét tap tin khac.

M¢ bai thuyét trinh dudi dang mot ban sao.

Chi ¢ tac dung khi chon mét bai thuyét trinh Iuu duéi dang trang
web.

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

M¢ bai thuyét trinh va kiém cac tra 15i va sé& sta 181 néu co.

Khi dong chuong trinh PowerPoint, tat ca cac tap tin dang mé & tu dong dong theo.Néu ban chi
mubn déng mot bai thuyét trinh cu thé nao dé thi ban hdy chon bai thuyét trinh d6, sau dé vao
ngan File va chon Close. Néu tap tin chua duoc luu thi PowerPoint s& thong bao nhac nha ban.

Té hop phim tdit:

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

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

Workbook Worksheet Chart sheet
= La mét tap tin ma trén dé ban lam viée + La noilwu trlr va lam viéc voi dir liéu, no + La moét sheet trong workbook, né chi chira
(tinh toan, v& db thi, ) va lwu trlr di liéu. con dugc goi la bang tinh. Mét worksheet mot do thi.
+ Workbook c6 thé chira nhidu worksheet chira nhieu 6 (cell), cac 6 duoc t6 chirc
(bang tinh), do vay ban c6 thé 6 chuire, lwu thanh cac cét va cac dong.
trti nhiéu loai théng tin co lién quan voi + Mot Worksheet chira duoc 16,384 cot va
nhau chi trong mét tap tin (file). 1,048,576 dong.
+ Sé lugng worksheet bi gi¢i han béi bé
nhé& may tinh.

Hinh 108. Ngi dung trén cac slide sau khi nhdp vao PowerPoint
Traloi:

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

% Cac budc thuc hién nhu sau:

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

2. Tai dong dau tién, nhap vao Workbook, nhan Enter dé xubng dong. Pay sé& 12 tya dé
(title slide) cho slide PowerPoint.

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

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

] SampleQutline.txt - Notepad

File Edit Format Miew Help

Warkbioolk:
L& mdt t3p tin ma trén do ban lam vigo (tinh toan, ve di
Workbook cd thé chifa nhigu worksheet (bang tinh), do
S5 Iigng worksheet bi gidi han boi b nhd may finh,

Hinh 109. Bd nhdp xong Outline cia slide thiz nhat

3. Tai dong thi 5, ban nhap vao Wordsheet. Luu y, ban thut dau dong vi & day ching ta
muén tao slide méi 6 twa dé 13 Worksheet. Sau do, twong tu budc 2 ban nhap cac y
cho slide nay. Sau ciing ban di tao dugc mot Outline gdm 3 slide cho PowerPoint c6
cAu trac nhu hinh sau.
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B SampleQutline.txt - Notepad |Z||E|E|
File Edit Format Yiew Help
Wiorkbook

La mt t3p tin md trén do ban l3m viéc (tinh toan, ve dd thi, 7 va it
Warkbook cé thé chifa nhigu warksheet (hang tinh), do vay ban co thi
S8 Iuighg warksheet bi gidi han bai b nhd may tinh.

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

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

=
|

Hinh 110. Outline bai thuyét trinh

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

Save jr: |Lf)Books 2010 v| ¢ ? N

n () Backup

i :? [ Multimedia

My Recent | |C)MyTemplates
Documents [Z] sampletiutline bxt

=
[
Desklop

9

by Documents

9

by Computer
- File name: |SampIeDutIine.lHﬂ A | [ Save ]
My Metworl Save as bype: | Teut Documents [*k=t] w | [ Cancel ]
Encoding: Unicode v/

Hinh 111. Luu Outline

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

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

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

e Chon tén tap tin va nhian Open dé nhap Outline vao céc slide caa PowerPoint.
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Cau 2. Cho biét cach sao chép slide gia cac bai thuyét trinh?

Tra loi:

Chiing ta ¢6 thé sao chép cac slide tur bai thuyét trinh nay sang bai thuyét trinh khac va nguoc lai
nham tiet kiém thoi gian bién soan lai cac ndi dung da co san.

Céch 1. Sao chép tha cong

% Cac budc thuc hién nhu sau:

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

PowerPoint 2010Sample.pptx - Microsoft PowerPoint = @ R

BLoEda9-6 2R

= @ %

Developer addins & @ | (M ténciatui Home nsen pe Developer  pddIns & @
e d D 3
Zoom Fitto
eading View | [5] Notes Master Window | Iml Black and White | in,
s Master Views Show Colo e
< i u
1
(1 } At Hoi & dap I
S—— | |
i m
e 3 5 m% 6
74 Enrich Your Pr katic P— é
Avimate T l
= Microsoft PowerPoint 2010
Q- o
A o i D | Lnddbihiasidblad .
kg 7w £ g 10 w—
P B} ] : M - =
Slide Sorter | “Introducing PowerPoint 2010° | |BEpe o o0 ® 3 Slide o1 | “Adjaceng | <5 | [EEEEETICS o)=]

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

2. Chon cac slide tur tap tin A, vi du ban chon céc slide s6 6, 9 va 10 bang cach gitr phim
Ctrl trong khi nhap chudt 1én céc slide can chon.

e Nhan t6 hgp <Ctrl+C> dé sao chép cac slide dang chon vao bo nhg may tinh.
e Hoic nhap phai chudt 1én mot trong céc slide dang chon va nhan Iénh Copy.
i % Cut m
E—J 53 Copy
| %, Paste Options:
= -
S =] New Slide
Delete Slide
ErrEET = publish Slides Animate This
@ Check for Updates 4 @
\7) Format Background... | e O L TN
[§ Hide Slide @
|R e bl b
H R 10
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Hinh 113. Sao chép slide

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

slide vao.

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

e Hoic vao ngan Home, nhém Clipboard va nhan nut Paste.

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

tap tin B.

Picters Codor, Comm Agztian,
2 ek s sl 2.t Sz mas g b yar 3y .

r 3

Animate This

Check out this smimation:

Hinh 114. Cac slide da chép vao tgp tin B

4. Néu ban muén giir nguyén dinh dang cua cac slide khi dan vao tap tin B thi vao ngin
Home, nhém Clipboard, chon mii tén nho bén dudi nat Paste va chon Iénh Keep

Source Formating (K).

ﬁﬁnhcﬁatui Home Insert Design Transitions An

= - == .- o
N = - A a
Mew , B I U Aa

Slide~ =7 -

&

-

| Keep Source Formatting (K] |

Hoi & dap

Héi & dap

B BB
- B

s G oo A e
PR

e E @ () - |

Hinh 115. Sao chép gii nguyén dinh dang cua slide nguon

Trang 76



Chuwong 2. Tao bai thuyét trinh co ban

Céch 2. Tan dung chire ning Compare caa PowerPoint.

% Cac budc thuc hién nhu sau:

1. Mo tap tin dich QA.pptx.
2. Vao ngan Review, nhom Compare va chon Iénh Compare

Lénh cla tui Home Insert Design Transitions Animations Slide Show Review | View  Developer Add]

Ii = 1'§5Translate' E __J _J A Delete
€. language - | - ¥4 Previous

T ament Comment T Next

oofing Language Comments Compara

kearch Thesaurus

Compare

Compare and combine another
presentation with your current
presentation,

Hoi & dap

1

Hinh 116. Lénh Compare
3. Trong hop thoai Choose File to Merge with Current Presentation

e Look in: tim dén thu myc chta tap tin PowerPoint 2010Sample.pptx

e Chon tap tin va nhan nat Merge

Choose File to Merge with Current Presentation @
Lookin: | () Books 2010 v @ @ XoiE-
B My Recent Marne Size  Tvpe Date Modified
Documents | | ~aye cp File Folder 1{12/2010 5:00 &M
(B} Deskiop [ Multimedia File: Folder /2302010 9:19 PM
[T MyTemplates File Folder 1/6/2010 1:46 PM
5 g';cuments [ Temp File Folder 1§24/2010 1:50 PM
oy 5 PowerPoint 20105ample, ppts: 17,794 KE  Microsoft Office Po...  1)24/2010 12:58 PM
d Computer |Il!l;]Q.ﬁt.m:;tx 37KE Microsoft OFfice Po...  1J24/2010 1:36 PM
‘-ﬂ Iy Metwork
Places

File: narne: | v |

Files of bype: |P.II PowerPoint Presentations (*,ppkx;™ ppt;™* pptm; *,pps: ™ pps;™ ppsm;*, potx; ™, pot;*, 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 tro chuét phia duéi slide thir nhét trong khung Slides
e Nhap chuét vao biéu twong nho nam phia dudi khung Slides

e Chon All slides inserted at this position

Slides Qutling X

212 &ll slides inserted at this position A
— Inserted Slide 1 {Unknown User)

L [ Inserted Slide 2 {Unknown User)

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

H 7] Inserted "Getting Started with
Templates” (Unknown User)

71 Inserted slide 5 (Unknown User)

71 Inserted slide & (Unknown User) v

Hoi & dap

Hinh 118. Danh muc céc slide khac nhau giza 2 tdp tin

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

@AAA"AAA4AAAh‘AAA@
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Chuong 3

Xay dung ndi dung bai thuyét trinh

Ngi dung
1.

© o0 N o g A~ WD

L S
w N - O

Tao bai thuyét trinh moi

Tao slide tua dé

Tao slide chira van ban

Tao slide c6 hai cot noi dung

Chen hinh vao slide

Chen hinh tir Clip Art vao slide

Chup hinh man hinh dua vao slide

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

. Nhung &m thanh vao slide

. Nhung doan phim vao slide

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

14,
15.

Chen biéu d6 vao slide

Hoi dap
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huong nay s€ trinh bay ting budc xay dung mot bai trinh dién véi déy du tat ca cac thanh

phan thdng dung nhat ma PowerPoint cung cip. Trong chuong nay, dol V&i cac ban con mai
v6i phan mém PowerPoint thi nén hoc va thuc hanh cac muc tur dau dén cubi chuong. Di vai cac
ban d4 thanh thao thi chi can doc cac phan ma minh chua biét.

Bai thuc hanh xuyén subt chuong nay ciing chinh 1a bai gisi thiéu vé phan mém Powerpoint
2010. Cac nguyén liéu can thiet cho chuong nay nhu la cac hinh anh, am thanh, doan phim, ...
cac ban cé 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 méi dé chuan bj cho céc phan thuc hanh trong chuong:

%

Vao ngan File

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

Vao File chon Save, hop thoai Save As xuat hién

o &M W e

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

6. Nhan Save dé luu bai thuyét trinh lai.
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RAEA9-0FR_A0E- Microsoft PowerPoint = = =
Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins &
H Save } .
Available Templates and Themes Blank presentation
ﬂ Save As
5 Open € + {3 Home
D" Close =
Info
......
Recent Recent Sample Themes My templates
e
Ic
Print ) 3
Share New from
existing
Help Office.com Templates |Search Of-fice.comfnrtemplates| +
Options IS IS
oe | G G o Y
Agendas Aoward Calendars Content Design slides
certificates slides
- [
ay 2 oy o e
—

Hinh 119. Tgo bai thuyét trinh mgi

RIEY-0OF R 0E- ThuchanhPowerPoint2010.pptx - Microsoft PowerPoint =

W Insert Design Transitions Animations Slide Show Review Developer Add-Ins

E 3

Click to add title

Click to add subtitle

HE - P

L, PR @ "

New . B 7 U 8§ abe A As- | A - Shapes Arrange Quick ; Editing

Slider =7 < Styles - -
Clipboard Slides Font [F} Paragraph [F} Drawing [F]

Click to add notes

Hinh 120. Slide dau tién cua bai thuyét trinh méi vira tao
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Save As @
savein: | () Books 2010 v @ @ XoiE-
s My Recent | IC3)Backup
Documents | =) Multimedia
@ Desktop l; MyTemplates
@OpenSampleOutline.pptx
=My E=] PowierPaink 2010,pptx
ll—]Documents _] PR

a0
Computer

\g Iy Metwork
Flaces

@ PowerPoint 2010_Password.pptx
@ PowerPoint 2010a.ppkx
@ PowerPoint 20105ample. pplx

Tools =

@ PowerPoint_2010. ppk:
File narne: |ThuchanhPowerPointZDIDlpptx v |
Save as bype: |P0werPoint Presenkation (*.pptx) v |
Save ] [ Cancel

Hinh 121. Hop thogi Save As

2. Tao slide tua dé

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

% Cac budc thuc hanh nhu sau:

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

slide.

Hinh 122. Nhdp twa dé cho bai thuyét trinh

2. Dau nhic s& nhip nhay nhu hinh bén dudi va ban hdy nhap tua dé cho slide nay Ia
“PowerPoint 2010~
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Hinh 123. Ddu nhdc tai placeholder

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

PowerPoint 2010 PowerPoint 2010
®

e e e

i

i

1

i

i

1

i

i

1

i

i

i

i

1

i

i

1
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i
p—————=
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0]
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e
0 s |
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= 0
oy~ |
= 35
==
o —
= 2
5
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|

|

|

!
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Hinh 124. Nhdp twa dé phu

4. Nhip chudt vao ving trng bén ngoai cac placeholder dé hoan tat viéc nhap vin ban
cho tua de chinh va tua dé phu. Sau khi hoan tat cac budc trén, ban sé nhan duoc ket
qua nhu hinh sau.

PowerPoint 2010 PowerPoint 2010
@
| Gigi thiéu cdc tinh ndng l Gi¢i thiéu cac tinh nang
g: cta chwong trin hl 4 cta chwong trinh
|
| |
| |

Hinh 125. Nhdp chugt ngodi viing placeholder d@é hoan tat Slide tira dé
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3. Tao slide chira van ban

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

% Cac budc thuc hanh nhu sau:

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

2. Chon kiéu layout 1a Title and Content

|

E Home Insert Design Transitions Animations
=y =- . L
E = e '

Paste | Mew |._ B 7 U 8§ abe AV~ An \
- Slide~) =™ —

Clipboard Office Theme

i} =

Title slide

Title and@

Two Content

1Y)

Hinh 126. Chon layout Title and Content

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

- - -

—_——————,—,—eee e —— O

* Click to add text

Hinh 127. Nhdp néi dung cho slide méi

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

slide sau:
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Nhitng diém mdi c%a PowerPoint 2010

G e -0
* Tao, quan ly va lam viéc cOng tac vdi nhirng

ngudi khac trén bai thuyét trinh| T

| |
| |
| |
| |
| |
| |
| |
I |
| |
L L
T T
| |
| |
| |
| |
| |
| |
| |
I I
| |

O-————————————— - -0

Hinh 128. Nhdp ngi dung cho slide

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

Nhitng diém mdi c%a PowerPoint 2010 Nhitng diém m&i clia PowerPoint 2010

O —————————— e -0
* Tao, quan ly va lam viéc cdng tac véi nhirng

ngudi khac trén bai thuyét trinh

o

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

* Lam phong phu bai thuyét trinh véi cac doan
video, hinh anh va rat nhiéu hiéu &ng mdi

* Chia s& bai thuyét trinh hiéu qua hon

g
I I
| |
| |
| |
| |
| |
I I
| |
| |
L L
T T
| |
I I
| |
| |
| |
| |
| |
| I
| |

- D ——— -0

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

4. Tao slide cé hai cot ndi dung

% Cac budc thuc hanh nhu sau:

1. Vao ngan Home, tai nhdm Slides va chon New Slide.
2. Chon kiéu layout la Two Content
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Home Insert Design Transitions Animations 5
B - - A A E T
Paste ) | Mew | B U 8§ abe & Aa \ =___
= 7 Slide=| =~ - =
Clipboard Office Theme ]
—l =
1
et I’
Title Slide Title and Content Section Header
2 an
3
A
Two Content ]
et ] E— t
w

Hinh 130. Slide cé hai cgt ngi dung

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

* Click to add text

¢+ Click to add text

Hinh 131. Slide c6 hai cgt ngi dung

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

e Nhip chuét vao placeholder bén trai va nhap vao Presentation Views

e Nhan phim Enter xubng dong

e Vao Home | nhém Paragraph | nhan nit Increase List Level dé thut dau
dong dé chuan bi nhap danh sach cac kiéu thi trong nhom Presentation Views.
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ghﬁ‘ng ki

} in]
i Prfsentat'lon Views

O-———————= O———————- -0

éu hién thi

+ Click to add text

i.
|
|
|
|
|
|
|
|

4

T
|
|
|
|
|
|
|
|
|

A

K,

—_IEMES '-T_}' D—Dl

= n

Paragraph

Shapes Arrange

- -

Drrawin

Increase List Level

Increase the indent level.

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

5. Nhap vao danh séch céc kiéu hién thj trong nhdm Presentation Views 14 Normal, Slide
Sorter, Notes Page va Reading View nhu hinh sau:

yhﬂ‘ng kiéu hién thj

P
| |
: — Normal :
: — Slide Sorter :
: — Notes Page :
! — Reading View\{ I JI_
o T
| |
| |
| |
| |
| |
| |
| |
| |
| |
O O———————- Fe!

+ Click to add text

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

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

Nhitng kiéu hién thj

* Presentation Views

+ Master Views

— Normal

— Slide Sorter
— Notes Page
— Reading View

— Slide Master
— Handout Master

— Notes Master

Hinh 134. Nhdp ngi dung cho cgt bén phdi cua slide
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5. Chén hinh vao slide

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

% Cac budc thuc hanh nhu sau:

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

2. Chon kiéu layout 12 Two Content

== -
| - P T ."'L A r
| MNew | - B I E S abe '_'!'I 1"1[1 L
Slide~| &7

Office Theme

|

Hinh 135. Chon kiéu layout hé tror chén hinh

3. Nhap tya dé vao slide 1a “Chén hinh vao slide”. Nhap chuét 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

Insert Picture from File

File Home Insert Dresign Tran|
| csss— |
(8] clip Art [y Shapes
@t Screenshot - %SI‘I‘IEI‘H\I’
Table Pict
= % Photo Album - | gl Chart
Tables nages Hlustration

N 2

il

|_ Insert Picture from File

Insert a picture from a file,

g Press F1 for more help.
IT |

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

Insert Picture @
Lookin: ‘\i_) Multimedia vi @~ XCifE-
- My Recent b
Documents N ;
@Desktop ? ﬁ
an s
“~ Documents
" Dimensions: 1024 x 712 | . =
4 Cgm S Type: JPEG Image 15.jpa Animal106.jpa
P Size: 94.9 KB
‘d My Network
Places
Animal107.jpg Animal108.jpg Animal109.jpg Animal110.jpg Animal111.jpg
- - m v
File name:
Files of type: ‘A!lPictures (*.emf;* wmf;*. jpg;* . jpea; ™. ifif;* . jpe;*. png; ™ bmp;* dib;*.rle;* . gif;*.gf a;*.emz; | wmz v‘
N
Insert || Cancel

Hinh 137. Chon hinh chen vao slide

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

Chén hinh vao slide

Hinh 138. Chén hinh vao slide

6. Khi hinh d3 chén vao slide, ban chon hinh d6 cho xuat hién 8 6 vudng nho xung quanh
hinh, dua chudt vao 0 & mot goc nao do va gilt trai chudt kéo ra phia ngoai hinh dé
phdng to hinh. Ban c6 thé dung chudt dé di chuyén hinh dén vi tri mong muon trong
slide.
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Chén hinh vao slide Chén hinh vao slide

Hinh 139. Thay déi kich thwéc va di chuyén hinh

6. Chén hinh tir Clip Art vao slide

Phan nay ching ta sé‘thuc hién chen mot slide maéi va chén mét hinh tir thu vién Clip Art. Ching
ta sé chen mot hinh vé danh golf vao slide.

% Céac budc thuc hanh nhu sau:

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

ElR TPy

== .
| New | B 7 U § abe AV Ay
Slide~| =7

|| Office Theme

T

Title Slide Title and Cosgeny/  Sectia

Hinh 140. Cheén slide mdi kiéu Title and Content
3. Nhap tua dé cho slide 1a “Chén Clip Art vao slide”. Nhap chudt vao biéu twong Clip

Art trong vung placeholder bén dudi cua slide. Hodc vao ngan Insert, tai nhom
Images chon Clip Art.
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Chén Clip Art vao slide

Cr
* Click to add text

Home Insert Design Transitions
8] cipfart [P shapes~ §
&5t Schgefsho T smartart
Table Picture Hyp
S &) Photo Abum ~ | i Chart
Tables Images INustrations

il = Clip Art

Insert Clip Art into the document,

f - including drawings, movies,
O = O sounds, or stock photography to
illustrate a specific concept,

1T i |

Hinh 141. Nhdp tuea dé slide va thuc hién 1énh cheén Clip Art

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

RlAd9-0F_A0E- ThuchanhPowerPoint2010.pptx - Microsoft PowerPoint ‘ Dol | = B R
Home | Insert Design  Transitions  Animations Slide Show  Review  View  Developer Add-Ins Format & e
= e = I e . Oa o m EFE- s I8 L?" ) & -
B :;. \:, :; Calibri (Body) 2 - AN % x v* l};. _J) DL_'D |j gv éﬁ
Pavste f SI:il‘ej\:rv = B 7 U 8§ abe gv Aa~ A - g == %- Shavpes Arravnge s%:”ecskv D~ EdlEmg
Clipboard = Slides Font (] Paragraph (] Drawing
“ | Clip &rk - X

It
b il
i

x

Chen Clip Art vao slide ¢

Results shootg oe:

0 |AII media file types w |

Cr
* (Click to add text

[ tnclude Office.comf content

3
N
= -
\os a5 ] .
5| T ;g -
o 0 i) b
+
¥
4| [T | » 2;‘ Find more at Office.com
Click to add notes - 0 Hirits For finding images
w
Slide 5 of 5 | “Office Theme” | 4 | |gg T 50% l&)—U—‘ T @

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

5. Kich chuét vao hinh trong khung Clip Art dé chen vao slide. Sap xép hinh va chinh do
I6n nho cua hinh néu can.
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Chen Clip Art vao slide Chen Clip Art vao slide

e}

.
|

Hinh 143. Két quda cheén hinh tir Clip Art va diéu chinh kich thuéc hinh

6. Nhip chudt vao nat Close ¢ gdc trén bén phai hop Clip Art dé dong hop Clip Art

7

Clip Art @ )
Search For: (
||;||:|IF | [ G0 ]

Results 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 chirc nang chyp hinh man hinh caa cac tng dung khac dang mo dé chén
vao slide.

% Cac budc thuc hanh nhu sau:

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

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

* Click to add text

Hinh 145. Nhdp tua dé cho slide méi
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3. Dé chup hinh ctra s6 tng dung va chén vao slide, ban vao ngan Insert, nhém Images,
chon Screenshot.

Insert Design Transitions Animations Slide Show R

(8] Clip Art ¥ Shapes - A =
J G = A
Jas+ Screens &:=| SmartArt

T==  Header Wo

Available Whqdoy & Footer
Text

[

i) E= ||

@st Screen Clipping

CATCT OO OGOl DO

Hinh 146. Danh sé&ch cac cira s g dung khdc dang mo

4. Néu ban chi muén chup mét phan caa cta s6 tng dung nao dé, vi du nhu chup mot
phan ctra so6 ung dung Excel 2010 thi 1am nhu sau:

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

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

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

=] I
Home Insert Page Layout Formulas Data
= "° Cut Avial 10 7 A AT
R B I U- - - A~ =
= F Formal it Painter = = - 3 N Ay A \ .
Chup hinh man hinh dwa vao slide
E14 - b3
A B c e —t—
1
2 Internet Explorer 62.69% \ P
3 Firefox 24.61% e ] s togn L borm
4 Chrome 463% W dce - Nx
5 Safai 4.46% ety B U D A E1
6 |Opera 2.40%)
7 |Khdc 1.21%) SO £
8 A 3
9

i O

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

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

% Cac budc thuc hanh nhu sau:

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

Transitions Animations Slide Show

™

Shapes SmartArt Chart

|| Recently Used Shapes
B \OoOALLd O
EARTA

Lines

NS TTLL R ARG %
Rectangles

[ )

Basic Shapes
EOAMNOLGOOOO®
@LooOr Ly oia
O0@HOY &G X™
L3014 %

Block Arrows
OO R LRSS
it Arrow :>DE>DG’;‘:DE

Equation Shapes

=R ==k

Review View Developer Add-Ins

LE4EEaE T

Text Header WordArt Date Slide Object Equation
Box & Footer & Time Number -

Text Symbaols

Chup hinh man hinh dwa vag

Chup hinh man hinh dua vao slide

Flowchart
= oo P L]

Hinh 148. Thém Shape vao slide

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

cua PowerPoint”.

Chup hinh man hinh dua vao slide

By I ving man hink
Excel vira chup béng cong
cu Screenshot oo
PowerPoint

Hinh 149. Thém Textbox vao slide

3. Vao ngan Insert, nhdm Text, chon nat WordArt, chon mau sic cho WordArt

Trang 94



Chuwong 3. Xay ding ngi dung bai thuyét trinh

T@-@ T O 4

dArt| Date Slide  Object Equatmn?ml):l
& Time Wumber

AA‘-A

A
5 A
AAAA.

Chup hinh man hinh dwa vao slide

Dy I ving mén hinh
Excel virg chup béing céng
cu Screenshot coa
PowerPoint

Hinh 150. Chon mau cho WordArt

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

= e =
EER - | v oris remin o
™ ac an BT W
pare BIp-E- A EL
E1 - I3
A &
Internet Explorer 62 65
Facfos 24 61%

PR

Sereenshoft

Chup hinh man hinh dwa vao slide

Bdy i ving man hink
Excel vira chup béng cong
cy Screenshot coo
PowerPoint

Hinh 151. Chen WordArt

9. Chen SmartArt vao slide

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

Choose a SmartArt Graphic

-1 -
L - | -
2 Process [ -]
L Cyde L =
. |
sk Hierarchy - ] ——
@ Relationship
Matrix Iii D:l
A Pyramid =
@ PFicture - - 4 “H
1
=1
— =1

<

Alternating Hexagons

Use to represent & series of interconnected
ideas, Level 1 text appears inside the
hexagons, Level 2 text appears outside the
shapes,

[ oK J l Cancel

Hinh 152. C4c kiéu Smart Art dung sdn
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PowerPoint 2010.

% Cac budc thuc hanh nhu sau:

2. Chon kiéu layout 12 Title and Content
(=]

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

Bai nay, chdng ta s& thuc hanh chén mot Smart Art thugc nhém Picture méi dugc bd sung vao
[ Mew |
Slide =

1
=

-

B
Office Theme

Title slide

Images chon Smart Art.

Hinh 153. Cheén slide méi kiéu Title and Content

3. Nhap tua dé cho slide 13 “Chén Smart Art vao slide”. Nhap chudt vao biéu twong
Chen Smart(ﬁrt vao slide

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

| =
E=ne ™
Table
L t
@ s
[t smartart Graphic

[&] clip Art
Picture
Tables

>

= Photo Album -

Images
= x

SJ\

Shapge \
o,
SfhartAy -

nh art
Hlustra Links

File Home | Insert | Design Transitions Animations  Slide Show  Review  View
|
QScreemshot'

A ==
A 3
Insert SmartArt Graphic

Text Header WordA
Box & Footer

(1)

o9

Text

€

00

Insert a SmartArt graphic to visually
communicate information.
SmartArt graphics range from
graphical lists and process
diagrams to more complex
e Press F1 for more help.
4. Ctra s6 Choose a SmartArt Graphic xuat hién. Ban chon nhém kiéu I Picture, chon

and organization charts,

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

graphics, such as Venn diagrams

kiéu Circular Picture Callout va nhap nit Ok dé chén vao slide.
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Choose a SmartArt Graphic

oA
8= List

% Process

L Cyde | \ )
sy Hierarchy D i' /r :
B4 Relationship -] - EiE J

b Matrix L f—
£ Pyramid ] oemm HEE | i
m - 1 T— B - Circular Picture Cal.kmt .
. . | SEEEE pEl Use to show a central idea and sub-ideas or
related items. The text for the first picture
o = =_— covers the lower portion of the picture. The
e ] corresponding text for other Level 1 shapes
’ 2 T == |- appears next to the small dreular pictures,
This diagram also works well with no text.
- - A

[ OK ] [ Cancel

Hinh 155. Hop thoai Choose a SmartArt Graphic

5. Mot so d6 duoc chén vao slide nhu hinh dudi, ching ta s& lan luot gan cac hinh vao
C4c Vi tri tao sin trén so dd. Cé4c vi tri tao san nay goi la Shape. Vi du, slide nay s&
gidi thiéu san pham HD Zune caa Microsoft véi hinh anh san pham s& dé ¢ vong tron
I6n nhat va cac tinh nang cua san pham sé& dat ¢ cac vong tron nho hon bén canh.

Chén Smart Art vao slide

[

Hinh 156. Nhdp noi dung cho cac hép van ban

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

Cheén Smart Art vao slide

=

@ @

Hinh 157. Chon biéu nrong Insert Picture from File
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7. Hop thoai Insert Picture xuét hi¢n, ban tim dén thu muc chia hinh. Sau d6, ban chon
hinh HDZune.jpg va nhan nat Insert.

Insert Picture

Lock in:

RIx

‘@HDZUHB v| D - XOChilEE-

s My Recent
Docurnents

@ Desktop
= My
=) Documents
C
Computer

‘:ﬁ Iy Metwork
Places

Tools -

Zunell.png Zunelz.png Zune3.prg Zunel4.png

ZunelS.png Zunel&,.png

File: name: | v |

Files of type: |AII Pickures (¥, emf;* wmf;* jpa; ¥, jpeg;®. ifif; ¥, jpe;*. png;® bmpy ¥, diby * tle; * . gif ¥, gf a;* .emaz;* wmz |

Hinh 158. Chon hinh tir cia 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 1a “HD Zune”.

Chén Smart Art vao slide

Type your text here R
' ® HD Zune| b
~

=
@
3
([}

Circular Picture Callout...

— [

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 ngan Home, nhom
Font, chon Font Color va chon mau xanh I& cay (Green).

E Home | Insert | Design | Transitions | Animations | Slide Show | Review | View | Develope
I = . S e = (|4
* = CalibriBody) v 59 v AT AT B, & — 4T lia
“n v s ) i= =
Pate New = B 7 U 8 abe AV pqa- |[AlF] —
NEW - - - JE—
« F | slider T = - ==
Clipboard Slides Font Theme Color:
= H B y
| = X
Fs
1
cher NERRRRRRD)
|
Standard Colors
Type your text here 3
" s HD Zune -
» [Text] =
=
* [Text]
e
-
Circular Picture Callout...
[ |

Hinh 161. Péi mau font chi

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

Cheén Smart Art vao slide

— =

Cheén Smart Art vao slide

el

y O
@
— 0

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

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

e Céch 1: Tai hop Type your text here, di chuyén xudng dong cudi cling va nhan
phim Enter.

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

Graphic | chon Add Shape | chon Add Shape Affter dé chén thém Shape
phia dudi cac Shape dang co.
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Type your text here ] —
- RS |
| 3 \ N .
- Chén Smart Art vao slide
* [Text]
Type your text here R
— - 3
* [Text] ’
* [Text] ‘
.| .l 2 o .
= un
= J = W
Circular Picture Callout... | LJ"
|Circular Picture Callout... | ‘ [ = | :” l
Hinh 163. Chén thém Shape trong hgp Type your text here
@ H9- (Q VE|= ThuchanhPowerPoint2010.pptx - Microsoft PowerPoint = =
Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat |- - ofmat ‘ o 0
(iAds shapel] + corterte | N | O o B
Add Shape Arifr = o = = =l S
lf = h Change @ Change e ~ a Reset Convert
W] AddShape Bef\e Colors T || Graphic
hape Aftes SmartArt Styles Reset
Add a shape after the selected ’ 73
shape.
‘ Chén Smart Art vao slide
4 :Type your text here 4
‘ " * HD Zune ’
> - .
R
=) .’ . [Text] . | |
6
|| 7Circular Picture Callout... ‘ a
7 S e e i g | 2
S — b4
an=: | i
FL ;“ Click to add notes i
Siide 6 0f 7 | “Office Theme' [ < | |[Elez gz s0% (=0 +) @

Hinh 164. Chén

thém Shape trong SmartArt Tools

12. Thuc hién cac 1énh twong tu va chén thém hai Shape nita cho Smart Art. Sau dé, ban
chén 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

— @
9

Zun
o

Chén Smart Art vao slide

’\
—@
—0
—0
— @
—0

Zun

Hinh 165. Slide gigi thigu san pham HD Zune sir dung Smart Art
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10. Nhang am thanh vao slide

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

thudc tap tin nho.

y .

Dinh dang tdp tin &m thanh dung cho PowerPoint 2010

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

msp).

Cdc dinh dang &m thanh PowerPoint hé tro 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)

e P6i khi phan mé réng cua tdp tin Am thanh gidng véi danh séch ¢ trén nhung

khong thé chén vao PowerPoint duwoc do codec si dung trong tdp tin khéng
phl hop. Céch tt nhdt 1a nén si dung codec cua Microsoft khi chuyén doi
cdc dinh dang dm thanhdé dam bdo tinh tiong thich.

Trong phén nay, ching ta s& thuc hanh chen mot tép tin am thanh trich tir doan phim giéi thi¢u
san pham Zune HD. Do vay, ching ta s€ chen &m thanh ngay trong slide cua phan truéc.

% Cac budc thuc hanh nhu sau:

1. T 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

Lookin: 155 Mutimedia v @-00 XciE-

— 1% Audio from File...
Clip Art Audia,., . File name: :

Becord Audio...

& My Netwark
Dolces

Files of bvpe: | s, Files (*,aif; *.aifc; *,aifF; *.au; *snd; *.mid; *.midi; * rmi; *.mp3; *.m3u; *.wav; *.wma; *.n v

Hinh 166. Chén Audio va slide
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4. Chon tap tin am thanh dang luwu trit trén may va nhan nit Insert dé chén vao slide.
Mot bié}l tuong hinh loa xuat hién trén slide dai dién cho tap tin am thanh, ban co thé
di chuyén n6 vao goc cua slide.

Zun

Chén Smart Art vao slide

y O
—0
—0
— @

°

N—

Hinh 167. Chon tdp tin &m thanh chen vao slide

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

6. Vi tinh nang Trim Audio, chiing ta c6 thé cit bo bot cac doan am thanh khang can
thiét va chi chura lai mét phan cua tap tin am thanh. Ban chon vao biéu tuong hinh loa
trén slide va vao ngan Audio Tools, nhém Editing, chon 1énh Trim Audio.

q‘ﬁﬁ Fade Duration
“ 5
‘ 4ill Fade In:

Tu

A di%

00.00
N\J Fade out: 00.00

Editing

4r 4

& =

aill =

Volume [T Hide During Show

Start: On Click M

Audio Options

[ Loop until

[ rRewind aff]

Trim Audio

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

@ Press F1 for more help.

rt Art vao slide

Zun

e
—O0
—O0
- @

4

O

(@]

Ot o
S0

Hinh 168. Chon Iénh 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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Trim Audio PIX

Welcome bo Zune HDWwma Duration:  00; 56,000
01:00.000

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

Skart Time

[ oK ][ Caneel ]

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

11. Nhung doan phim vao slide

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

binh dang tdp tin video dung cho PowerPoint 2010

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

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

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

% Cac budc thuc hanh nhu sau:

1. Vao ngan Home, tai nhdm Slides chon New Slide.
2. Chon kiéu layout 1a Two Content. Nhap tua dé cho slide 1a “Chén video vao slide”.
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[\:”_n . ghén video vao slide
5]
1 I U abe AV [ O
|Sli;‘:'| = . U S ez + Click to add text + Click to add text
Office Theme

Title Slide Title and Content

ia Clip

Two Cont™ee”  Comparison

Hinh 170. Cheén slide méi kiéu Two Content

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

Insert Video E]
Loak in: ‘ ) Mulkimedia - | D - XChilEE-
L.\ﬁ My Recent Mame Size Type Date Modified
LN o fice 010 The ME  12,393KB WMV File LI11/2010 11:14 AM
@ Desktop @]Wa\come ko Zune HD, wiy 2,625KE  WMY Filz 1/11/2010 11:15 AM
an
Docurnents

9 Wy
Computer

% MWy Mebwork
Places

File name: | P |

Files of bype: |Vidan Files (*.asF; *.asx; *aapl; *owm; *wmg *amd; *owmz; * dve-ms; * avi; *.mpeg; *.mpg; *.m v|

Insert |~ Cancel

Hinh 171. Hgp thoai Insert Video

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

+ Click to add text
Ii"'! P
i “‘-L ‘,—— —L‘!ir ‘{ =
| 4 « > 000000 o)

Hinh 172. Chén doan video vao slide

5. Tuong ty, chung ta chen doan video con lai vao slide nhung véi 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 (* asf; *, a5 *owpl; *owng *wnn *,

Video FI|ES {* asf; *.asxg *owpl; * o wmsg ¥,
Windows Media Flle (asF) (% asf; *, asw; *owpl; ¥
Windows video File (avi) (¥, avi)

Movie file {mpeg) (*.mpeq; *.mpag; *.mpe; *.mlv;
Windows Media Videa File {wme) CF wmy; * v

Hinh 173. Chon kiéu tdp tin video

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

Chén video vao slide

L
"“-L o= _lﬂir ‘fli"! P

= <« > 00000 o

Hinh 174. Chén FLV vao slide
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Luu y khi cheén video:

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

12. Chén doan phim truc tuyén vao slide

Chén doan phim dang luu trit truc tuyén tir cac trang web chia s& video vao slide rat don gian.
Tuy nhién, may can phai c6 két ndi internet khi mé bai thuyét trinh thi doan phim méi 6 thé xem
dugc. Chlng ta c6 thé ldy cac lién két nhing (embed link) ciia doan video tir cac trang web nhu
YouTube, Yahoo Video, Clip.vn, Google Videos,... Trong do, trang YouTube dang dugc su

dung rong réi nhat hién nay.

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

(= YouTube - windows 7 advert - Windows Internet Explorer E][E\E|
@‘\H“.v % youtube.... ||| 42| X | |© P =

File Edit “iew Favorites Tools  Help

7 Favorites % YouTube - windows 7 advert i v B v = o= - Pager Safety- Todks -

You T

windows T advert Search

s Channels

Good News - Windows 7 Commercial
e s about Windows 7 and makes them happier in her

& happy words about Windows 7: www ..

L e 8 & i 4 months ago 1,019,815 views  WindowsVideos

Windows 7 Ad

Microsoft Windows 7

et & 1 1yearago 26,451 views dushmis

w

< *
hitkp:f v, youtube .comresults?searc O Internet a3 - H100% T

Hinh 175. Tim doan video qudng cado Windows 7 trén YouTube

% Cac budc thuc hanh nhu sau:

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

2. Chon kicu layout la Title and Content. Nhap tya dé cho slide 1a “Chen doan phim
truc tuyen”.
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Cheén doan phim truc tuyén

+

o = i
+ Click to add text W

Hinh 176. Slide chén doan phim tryc tuyén

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

Insert 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:

&

|video | Audio

-

w . .
|| €3 video from File.., |
Video from Wel
Help and examples

Clip Art Videa...

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

URL | http:/fwww. youtube. comiwatch Fv=ss0q02D |

After making

and paste th
The code ch
zelection. |

Hinh 178. Sao chép thong tin embed cuia dogn video

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

Trang 107



Chuwong 3. Xay ding ngi dung bai thuyét trinh

Insert ¥ideo From Web 5ite

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

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

value="http: /v, youtube. com v fssOgo20TTMU S| =en_US&fs=18&"> < /param = <param
name="glowFul5creen” value="true" =< /param =<param name="allowscriptaccess" value="always >
<fparam > <embed src="http:/fwww.youtube. comfu /ss0q020TTMURRI =en_US&fs=18"
type="spplicationx-shockwave-flash” allowscriptaccess ="always" allowfullscreen="true" width="560"
height="340"></embed =< /object =

Help and examples

P
angert p Cancel |

Hinh 179. Dén th6ng tin embed ciia dogn video qudng c&o vao hép van ban

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

Cheén doan phim tryc tuyén

Good News - Windows 7 Commercial

0261030 | ogi| | GR) =0 €9 Iy
™3 4

C ’ e ;

Hinh 180. Xem video truc tuyén trong ciza sé Normal View

Xem trwdc video truc tuyén:

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

ciia doan phim trén slide roi vao ngan Video Tools, chon Format, chon Play
tai nhdm 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,

ching ta s& dua bang biéu vao bai thuyét trinh. Ching ta s& thuc hanh chén mot slide mai chua
thdng tin gigi thiéu vé 5 phan mém tao bai thuyét trinh tot nhat trén thi truong.

% Cac budc thuc hanh nhu sau:

1. Vao ngan Home, tai nhdm Slides chon New Slide.
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2. Chon kicu layout la Title and Contentva Nhap tua dé cho slide 1a “5 phan mém tao
bai thuyet trinh tot nhat”

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

[ l_l M A A

| New |_! B 7 U 8§ aghe & Aa 4

slidev| 57 - k
Office Theme

ffeert Table

Title Slide Title and Qontént artinn He
#flz and Content

Hinh 181. Cheén slide va nhdp tuwa dé

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

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

Insert Table E| PE|

Mumber of columns: |3

Y
w
Mumber of rows;

Ok l[ Cancel ]

Hinh 182. Khai b&o sé lirong dong va cot

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

5 phdn mém
tao bai thuyét trinh tét nhat
I D

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

nhén 13 “Stt.”, cot thir hai c6 nhin 12 “Phin mém” va cot tha ba c6 nhin 1a “Mb ta
phan mén”. Banh so thir tu tir 1 dén 5 cho cot “Stt.”
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5 phan mém 5 phan mém
tao bai thuyét trinh tét nhat tao bai thuyét trinh tot nhat
N LT T || e
|

.
; JL
4
5

Hinh 184. Nhdp nhan cho cac ¢t va ddanh s6 thir tue

e Diéu chinh chiéu rong cua cot bang cach di chuyén chudt vao duong ludi doc cua
bang. Khi thiy chudt bién thanh hinh mii tén hai chidu (*I*) thi gii trai chuot va
khéo qua trai dé thu nho cot hoic kéo qua phai dé ma rong cot.

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

5 phdn mém
tao bai thuyét trinh tét nhat
St |Phanmem Mot |
PowerPoint
Flash
Impress
Keynote

[, B TR

Presentations

Hinh 185. Nhép ngi dung cho cét ther hai

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

 PowerPoint do Microsoft phat trién, 1a mot thanh phé‘m trong by Microsoft Office.
PowerPoint hién Ia phan mém tao bai thuyét trinh tot nhat trén thi trueong.

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

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

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

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

5 phan mém

tao bai thuyét trinh tot nhat

PowerPoint

Flash

Impress

Keynote

Presentations

(St |Pnmem ____Imésd |

PowerPoint do Microsoft phat trign, 12 mét thanh phan
trong bé Microsoft Office. PowerPoint hién |3 phan
mém tao bai thuyEt trinh t8t nhat trén thi trudng.
Flash do Adobe phat trién. Tao bai thuy&t trinh trén
Flashrat thudn tiéncho viéc chia s&va phat hanh trén
internet do Flash chay trén nén trinh duyét web.
Impress |2 phan m&m mién phi do Sun Microsystems
phat trién. Imress 1a mét thanh phan trong bd
OpenOffice.

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

Presentations do SoftMaker phat trién, 128 mt thanh
phin trong bd SoftMaker Office.

Hinh 186. Hoan thién bang trong slide

Tao nhanh bdng trong PowerPoint:

é Trong thuc té, khi 1am bao céo thuyér trinh chiing ta thieong c6 san cac bang
biéu trong Word hodc Excel. Khi @4, ching ta c6 thé chép cac bang nay va
dan vao PowerPoint rat tién loi.

14. Chén biéu @6 vao slide

Phan nay chling ta s& thuc hanh tao mot bicu do trong PowerPoint. Bicu do nay trinh bay vé cac
so liéu thong ke ve thi phan cua cac trinh duyét web trén the gidi tinh den hét nam 2009. S6 liéu
thong ké lay tir trang http://marketshare.hitslink.com/browser-market-share.aspx?qprid=0 va tong

hop lai nhu bang sau:

Bang 5.  Thi phan trinh duyér web niam 2009

Trinh duyét
Internet Explorer
Firefox

Chrome

Safari

Opera

Khéac

% Cac budc thuc hanh nhu sau:

Thi phan 2009

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

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

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

duyét 2009”
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Thi phan trinh duyét 2009

* (Click to add text

SEEER '

Title Slide Title and Content

Hinh 187. Slide biéu @6 thi phan trinh duyét 2009

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

4. Chon nhém db thi 1a Pie tir danh sach bén trai hop thoai Insert Chart va chon kiéu do
thi 1a Exploded pie in 3-D.

Insert Chart

L3 Templates |’fr_‘!l‘_1f‘l| |M| |J:5’f:'}'| |/Iﬂ'l':'}'| |f_,’_l’| =
|_|]1[|]_ Column Line

|ﬁ Line ,,_

@ P |‘/~v

E Bar Pie

M e Bl L
G5 XY (Scatter) |I'\_9

Stock

lﬁiﬂ Bar Exploded pie in 3-D
b Surface ] ] N N y
@ Doughnut | % | g | g |% |g |fg | %
22 Bubble — nErumiress (_}_ o | ]
Wy Radar % ;‘Jg ﬁ:- = - g ;;
&= EEEHEEE,
[ Manage Templates. .. ] l Set as Default Chart ] Lo | [ Cancel ]

Hinh 188. Chon kiéu do thi

5. Nhan nit OK va cira s6 Microsoft Excel xuat hién chua cac sé liéu mau cua do thi
nhu hinh sau.
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@ 9™ Q|V@Microso& Paw@icrosoﬁ Excel ‘ ‘ = B OER
H-:me Insert | Page Lay Formula Data | Review | View | Add-Ins | Acrobat | Design | & 9 o EP E8
‘E"j & Calibri -1 - = =%]§ General - & S Insert = - %7'
o Bar B 7 U- Aa E $ vt | e | ¥ Dete - @ &

- F | HE- | S-A- %9 8 + | Eirormat~ | 2~
Clipboard Font Fl Alignment u MNumber W Cells Editing
Bl - 5 | Sales v
A B C D E F G H 1 A
II Sales
2 |1stQir 8.2
3 |2Znd Qtr 3.2
4 |3rd Qtr 1.4 =
5 |4th Qtr 1.
]
7
g To resize chart data range, drag lower right corner of range.
9
10
11
12 .
M 4 » ¥| Sheet1 /%3 M« il |l
Ready | P | |[E@m 0% (=)

Hinh 189. Cira s6 Microsoft Excel ding dé nhap sé liéu cho do thi

6. Ban hay nhap day du s6 liéu théng ké thi phan trinh duyét nam 2009 cuia bang trén vao
ctra s6 Excel vadong ctra so6 Excel lai sau khi nhap xong. Khi do, biéu do trén slide

PowerPoint c6 hinh dang nhu sau.

A B
1 Trinh duvét Thi phan 2009
2 Internet Explorer 62.69%
3 Firefox 24 61%
4 |Chrome 4.63%
5 Safari 4.46%
6 Opera 2.40%
7 Khac 1.21%

Thi phan trinh duyét 2009

Thi phan 2009

m Internet Explorer
m Firefox

m Chrome

m Safari

m Opera

m Khac

7. Chon db thi trén slide, chon tua d& d6 thi va nhan phim Delete trén ban phim dé xéa.
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Thi phan trinh ¢ 2002+ e Thi phan trinh duyét 2009

(Bl =EEA-2Z
Th'!phﬁnz(}o

Delety
aﬁ Reset tyle

W Internet Explorer

m Firefox
A Font.. B Chrome
fill  Change Chart Type... m Safari
0& EditData.. :E:::ra
) 3-DRotation...
® Format Chart Title...

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

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

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

Legend| Data Data Plot rend
= Labels = Table Area _J 3-D Rotation —

= Naone 1 Background A

I  Turn off Legend

Show Legend at Right
..lﬂ Show Legend and align
right

— Show Legend at Top duyét 2009

i Show Legend and top
align
Show Legend at Left
E[EN Show Legend and align
left

Show Legend at Bottg
"'—‘L Show Legend and alif
bottom
Overlay Legend at Rig
|i|_.J Show Legend at right of

the chart without resizing
. Overlay Legend at Left
—J‘I_]i Show Legend at left of

the chart without resizing

Thi phan trinh duyét 2009

M Internet Explorer
m Firefox ——]
H Chrome
m Safari

W Opera
m Khac m Internet Explorer mFirefox mChrome mSafari mOpera mKhac

Mare Legend Options...

Hinh 191. Doi Vi # dat chl thich cia do thi

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

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

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

Display Data Labels and position
outside the end of data point(s}
Best Fit

Display Data Labels ang pokiio
with Best Fit

More Data Label Options..

2009

Show Review View Developer Add-Ins Design | Layout
g L& Chart Wall 7
)| [B] o] [a] | [ k] o
[®] Chart Floor
Data | Data Axes  Gridlines Plat . Trendline
Labels »| Table : [J) 3-D Rotation —
= None Background 3
Z_”;- Turn off Data Labels for
selection
Center -

Thi phan trinh duyét 2009

2.40% 1-20%

m Internet Explorer m Khac

m Firefox  m Chrome

m5afari mOpera

Hinh 192. Thém nhén cho cac mdu bdnh trén do thi
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15. Héi dap

Cau 1. Trinh bay cach chén mét bang biéu tr Excel vao PowerPoint dang lién két?

Traloi:

Loi ich cua viéc chén mot bang Excel duéi dang lién két (link) vao slide PowerPoint 1a mdi khi

c6 su cap nhat dir lieu bén bang tinh Excel thi dix liéu trén PowerPoint ciing dugc cap nhat theo.
Do vay, ching ta d& ton thoi gian cap nhat lai dir liéu trén slide.

% Céc budce thue hanh nhu sau:

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

2. Mg tap tir! di Iié‘u Excel. Vi du, ban ma tap tin BrowserStats.xlsx chira thong tin
thong ké ve thi phan trinh duyét web nam 2009.

!.f’ TE;\\ ld - ™ - )5 BrowserStatsxlsx - - =™ X

:3/ HanInsle‘aglFcurllDatIREVIVietlDEUIAdcl'-@ - 7 X
E9 - k| v

A B C

1

2 |Internet Explorer 62.69%

3 | Firefox 24.61% |

4 | Chrome 4.63% 1

5 | Safari 4 46%

5 Opera

7 Khac

8

9

10

11

M 4+ M| Sheetl ~Sheet2 - Shee

Ready | 5 u@lﬂl 100% E—E [ E+;'| 5

Hinh 193. Bdng di li¢u trong Excel

3. Quét chon ving dit liéu A1:B7 va nhin t6 hop phim <Ctrl+C> dé sao chép vao bo
nhd may tinh.

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

vung tréng trén slide. Sau d6 vao ngan Home, nhom Clipboard, nhin vao miii tén
nho bén dudi nut Paste va chon Paste Special...
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[ —

Home Insert Design Transitions Animations Slide Show Review View
= &= - - ik T
O =3 x| v
[ Paste | New .. | B 7 U 8§ abe AV- Aq \ - Shap
- ’ Slide= =37 - T -

|| Paste Options: Font Faragraph
¥ = O & (A

Paste Spedial... % - - -
o | O Link bang tir Excel
| |

2 | Lrching v
B e

==

Hinh 194. Chon I¢énh Paste Special

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

Paste Special

Source;  Microsoft Office Excel Waorksheet

] 4
picrosoft Offic ok |

Microsoft Office Excel Worksheet Object
aktach Hyperlink

[ pisplay as icon

Inserts a pickure of the clipboard contents inko your

@4@ presentation. Paste Link creates a shortout bo the
source file so that changes ko the source File will be
reflected in wour presentation.

Hinh 195. Chon kidu Paste link

6. Khi mudn dinh dang lai bang biéu (mau sic, font chir, k& khung cho bang,...) hodc
cap nhat so liéu thi ban phai thuc hién bén cua so6 cia chuong trinh Excel.
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Link bang ttr Excel

Internet Explorer 62.69%

Firefox 24.61%

Chrome 4.63%

Safari 4.46%

Opera 2.40%

Khéc 1.21%
Iy

Hinh 196. Bang trén slide duoc lién két tir Excel

Cau 2. Cho biét cach tgo nhanh mgt Photo Aloum tir b swu tap hinh bang chwong trinh

PowerPoint 2010?

Tra loi:

St dung chirc nang Photo Abum trong PowerPoint ching ta co thé tao nhanh cac slide hinh véi
nhiéu tuy chon veé so lugng hinh trén slide, kiéu dinh dang hinh va cé thé thuc hién mot so6 thao

tac chinh stra hinh rat nhanh chong.

% Cac budc thuc hanh nhu sau:

1. Vao ngan Insert, tai nhdm Images chon Photo Album vachon New Photo Album...,

hop thoai Photo Album xut hién.

405+
Insert Design Transitions Animations Slide Show
&'l %‘ I8 L ".‘_"_
-':++':':'.|Photo| Shapes Smart&rt Chart Hyperlin

t Album -
Images @I NEWPhOtOﬂbUm.@ Links

e
- Mew Photo Album

on a set of pictures,

own slide,

Create a new presentatio

Each picture will be placed

Preview:

Mo preview is available for this
selection

DT\ [kt |[ )

Photo Album RPIx
Alburm Conkent
Pictures in album;
Insert bext:
Mew Text Box
Picture Options:
T

Alburn Layout

|

Cancel

Hinh 197. Tao Photo Album

2. Tai Album Content, nhan nit File/Disk... dé dua hinh vao Album, hop thoai Insert
New Pictures xuat hién. Ban tim dén thu muc chta hinh va chon cac hinh can dua

vao Album. Sau dé, nhan nit Insert.
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Insert New Pictures

Look in: l 1) Multimedia
B My Recent
Documents
-
@ Deskkop Q
ay
Documents

3 Cgmputer Animal102.jpg

Arnmallll. ipg Animal104.jpg Animal10S.jpg Animal106.jpg
‘!i My Network

Places \ \ \ \
ez o

Animal107.jpg Animal108.jpg Animal110.jpg Animall11.jpg

FlIe name:

Animal109.jpg

[I[[ I@
[I[H

Files of type: IAII Pictures (*.emf;*.wmf;*.jpg;* . jpeg; ™ fif;* . jpe;*.png;* bmp;* . dib;* rle;* . gif;*.gf a;*.emz;* wmz vl

e
Q Insert ;v‘] ‘D Cancel

— “ |

Hinh 198. Chon hinh dwa vao Album

3. Chung ta c6 thé chinh sira d6 sang tdi, xoay hinh va bién d6i mau sic hinh trong hop
thoai Photo Album.

Photo Album

Album Content

Insert picture Fram: Pictures in album: Preview:
File/Disk. .. L Animallal A

z Animalloz
Inserk text: 3 Animall03

4 Animall04
5 Animall05

[ Animal106

7

g

Animall0?

Picture Options:
Animall105

Captions below ALL pictures q

Animall0a

[T ALL pictures black and white | 10 Animall10
11 Animall11

12 Animall12

ik - [remose | [az][sa] [0]@4] [it][]
Album Layout

~
Picture layout: |Fit to slide v| s

Frame shape: |Rectangle | ' '
Theme: | | [ Browse. .. ] =

[ Create ][ Cancel ]

Hinh 199. Chinh siza hinh trong Album
4. Tai Album Layout, ban chon sb lwong anh s& hién thi trén mot slide tai hop Picture

layout. Tity 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

Alburn Content
Insert picture From: Pickures in alburn: Preview:
File/Disk. .. 1 Animallz1 ~
= Animall0z 3
Insert bext: Animal 103
Animal104
Mew Text Box z Animall0s
animal106
Ficture Options: :n!ma:}g; =
. ) niima
[ captions below ALL pictures 3 Animallon
[T ALL pictures black and white Animall 10
Animal111
Animall12
o L= 08 00
Album Layout
Pickure layout: |4 pictures v | T —
Frame shape: |5lm|3|e Frame, ‘White HEY | S —
=il ==l
Theme: | | [ Browse. .. ]
[ Create ] [ Cancel

Hinh 200. Tuy chon cho Album

5. Nhan nit Create dé tao Album.

Rd9-0FRA0E= Presentation2 - Microsoft PowerPoint = B %
Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins o 0
f@ Siide Sorter| [ Slide Master Ruler ﬁ Di (I cotor 1' = % =
u Notes Page £ Handout Master es | Grayscale % —
Normal , S Zoom Fitto - Switch Macros
5] Reading View | [E] Notes Master Guides Window |l Black and White Wmdow B3| windows~
Presentation Views Master Views Show Zoom Color/Grayscale Window Macros
-
EhotgAbum w
- - M
“w
1 =
| 7, W
4 & 5.
Slide Sorter | Office Theme* | <5 | |mEE e w0 — @ F

Hinh 201. Photo Album

Cau 3. Thiét ldp thugc tinh méc dinh vé dwong ké (outline) va mau nén (fill) cia shape trén
slide nhw thé nao?

Khi ban tao moét hop van ban (text box), PowerPoint s€ ap dung cac thuoc tinh mac dinh cho né
nhu font chr mac dinh, kich thudc chir va cac dinh dang cho chir nhu in dam, nghién, gach
chan... Khi ban v& mot dbi twong, PowerPoint ciing ap dung cac thudc tinh mic dinh cho ddi
tuong d6 nhu: t6 mau nén (fill color), d6 bong (shadow), va kiéu nét v& (line style). Ban cé thé
thiét 1ap cac thudc tinh mic dinh cho ddi trong theo huéng dan sau:
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Thiét 1ap thudc tinh mic dinh cho hép vin ban

aral <32 < A
e BISE==A
- '

Cut

Lopy
Paste Optlon 5

75! @

Edit Text

& =

Edit Points

Bring to Front \
Send to Back ‘

v v

® 5 E IRIH

Hyperlink...
Save as Picture...

Set as Default Text Box %

Size and Position...

zll
£

Farmat Shape...

Hinh 202. Pat thugdc tinh mac dinh cho Textbox

e V& mot hop van ban trén slide
e Dinh dang font chit, co chlr, mau sac, kiéu va kich thudc,...
nhu t6 nén, mau nén, do boéng,... theo mong muon

va dinh dang hop van ban

e Chon hop vin ban, sau d6 nhap phai chudt va chon Set as Default Text Box

Thiét 1ap thudc tinh mic dinh cho hinh vé

=

Thiét 1ap th* « ac dinh

Copy u n

Eﬁ

Paste Options:

F

Edit Text
Edit Points

Bring to Front | »
Send to Back | »

® & 0 Rﬂ

!

Hyperlink...

-~

Save as Picture..,

)

il
l{?x

Set as Default Shape
Size and Position...

Format Shape...

CalibrifE - 18 ~ A" A7

o

B I E=

Hinh 203. Dat thugc tinh mac dinh cho Shape
e V& mot hinh vé trén slide

e Thay d6i cac thudc tinh theo mong mudn nhu mau sic, hiéu ung, kiéu nét ve, font chi,

mau chi, kiéu chit, kich thudc chit ...
e Chon hinh v& va nhap phai chudt, sau 6 chon Set as Default Shape
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Cau 4. Tao cac cong thiee trong PowerPoint nhw thé nao?
Tra loi:

Ching ta c6 st dung tinh ning Equation tich hop sin trong PowerPoint dé nhap cac loai cong
thire véi cac thao tac rat don gian. Vi du, ching ta sé€ nhap cong thac sau vao slide PowerPoint:

Fom o) = —— ()
U, O —Fe

20
% Cac budc thuc hién nhu sau:

1. Chon slide trong PowerPoint can nhap cong thirc
2. Vao ngan Insert, nhom Symbols, chon Iénh Equation.

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

¥ Shapes ~ A ='j. ‘41 2 ']'[ .{(a;i, \@
o = P T
T2 smartart e — #] &2 )
Text Header Wordart Equatj Video Audio
"l Chart Box & Footer - hgd - -
lustrations Links Text C;-'l%a Media
Insert Equation
Insert common mathematical
= equations or build up your own
EquatIOn equations using a library of math
symbols,
@ Press F1 for more help.

Hinh 204. Chén Equation

e Ban c6 thé nhap chudt vao niit mili tén nho bén dudi ndt Iénh dé kiém tra xem
céng thac minh muon nhap ¢6 san trong PowerPoint hay chua. Néu cé san thi
ban chi can nhap chudt 1én cdng thac va né sé dugc chen vao slide.

3. Nhap tryc tiép tir ban phim cac ky tu trong céng thic néu 6. Néu ban phim khong cé
cac ky tu dac biét thi ban vao
e Equation Tools, ngin Design, nhém Symbols dé chon

e Ddi véi cac ky tu ¢6 cau trac dac biét hon thi chon tir nhém Structures. Ban
chon kiéu phan s6 va nhap vao tir s6 con so 1, sau d6 chon & & mau so.

Trang 122



Chuwong 3. Xay ding ngi dung bai thuyét trinh

DEEEEEE (3 efax [2 § (O s |
E| IE‘ = Frastion S(rvipt Rariical Intevgra\ OpL:rragtEor' Bracket Funftinn Al
Fraction
E E _ | Fraction Script Radical I 6 ) '
M M M "
= YJ Common Fraction
o Mu [ \mu
B 4 & & &
Equation dx Ax ax 8x
]
_________ o
® fGp,0) = x
q>————|||-————Q ________ Tt 2
o f ¢
— - L)

Hinh 205. Chon céc ky tw dac biét

4. Vao nhém Structures, chon nit Radical va chon kiéu cin bac 2

X x X i . as .

= 1y f 2 sin® lim
. y e X | Jx ] {( )} a s
— | Fraction Script Radical|Integral  Large  Bracket Function Accent Limit and Of

~ Operator = ~ © ~ Log =

Radicals

Ly

‘Common Radicals

—b+/b? —dac
2a

Val+b?

Hinh 206. Thém can trong cong thuc

5. Di chuyén con tro qua phia bén phai dé né cung cap véi dau =, sau d6 vao nhom
Structures, chon 1énh Script va chon kiéu Superscript.

|IEIEIEIEEES 5 el L &5 ©
o — | | Fraction| Script |Radical Integral Large Erackd
] [cl[a][v][=][Z] 7] | Feoction R ! e

Operator = T

Subscripts and Superscripts

I

Superscript
Common Subscripts and Superscripts

e—:’mr xz

=1
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Hinh 207. Thém ch/ sé trén

6. Nhap Ky tu “e” vao 6 tréng I6n, nhap dau trir vao 6 nho bén trén. Sau d6 vao nhém
Structures, chon Bracket va chon kiéu Brackets

i . B e ]-n-
110
% {0 sn6 g Jin
Large Bracket | Function Accent Limit and
Operator - i i i Log~-
|| Brackets
() [=] {9
@
Brackets| || ||~~~ T T T T T =TT T T T T T T T
| f(x U LT) _ 1 E,—{EZZZE} ML
=] [5] S R _f—% w "

Hinh 208. Thém ddu ngogc lén

7. Chon & trong cip ddu ngoic va vao Structures, chon Fraction va chon kiéu Stacked
Fraction.

Hinh 209. Thém phan sé vao trong cgp ddu ngodc

8. Chon 6 trén tir s, vao Structures, chon Script va chon Superscript. Sau dé nhap cac
Ky tu vao cho tir so.

Hinh 210. Nhdp céc ky hiéu vao ti s¢

9. Chon 6 dudi mau sd, vao Structures, chon Script va chon Superscript. Sau d6 nhap
cac ky tu vao cho tir s6.
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Equation
- L A5
f(x: H! O-) - \/% e 2

Hinh 211. Cong thuzc trén slide

10. Nhép chudt vao viing tréng trén slide.

@AAA>‘AAA4AAAA‘AA‘@
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’ Chuong 4 ,
Tuy bién, hiéu chinh bai thuyét trinh

Ngi dung
1. St dung cac mau dinh dang
Str dung hinh va mau 1am nén cho slide
Lam viéc vai Slide Master
binh dang van ban
binh dang hinh, SmartArt, Shape, WordArt, Video
Dinh dang bang biéu
Pinh dang d6 thi
T6 chuc cac slide trong bai thuyét trinh

© o0 N o g A~ WD

Hoi dap
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T rong chuong trudc, chung ta di hoc qua cac budc can thiét dé xay dung mot bai thuyét trinh
¢6 nhiéu thanh phan khac nhau nhu van ban, hinh anh, Smart Art, d6 thi, bang biéu, am
thanh, doan phim... Trong chuwong nay, chling ta s& thuc hanh mét 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 chit,
mau sic, hinh anh nén....

1. St dung cac mau dinh dang

PowerPoint xay dung sin rat nhiéu mau dinh dang (theme) mau séc, font chir va cac hiéu ang
trong chuong trinh. C4c mau nay gilp tao nén phong cach chuyén nghiép cho bai thuyét trinh khi
&p dung. Ngoai ra, ching ta con c6 thé tu tao thém cac mau dinh dang cho riéng minh.

Ap dung theme c6 sin cho bai thuyét trinh

Khi tao bai thuyét trinh méi theo dang Blank thi PowerPoint s& ap dung Office theme mic dinh
cho bai thuyét trinh méi. Tuy nhién, ban c6 thé dé dang ap dung thay ddi sang theme khéac cho
bai thuyét trinh bat ky lic nao ban muén.

% Cac budc thuc hanh nhu sau:

1. Mo bai thuyét trinh & chuong trudc.

2. Vao ngan Design, nhom Themes, nhapchudtchon kicu Theme ma ban muon. Vi du,
ban chon kiéu theme la Paper.
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m,. Design' Transitions Animations Slide Show Review View Developer Add-Ins Ad| Slides ‘ng_kl

Aa : n colorsy @ Background Styles | 1
--... -
[0] Effects - [ Hide Background Gi

Background

PowerPoint 2010

Gt B3da cic snh akug
sia choomg b

Aa

L ERETT ] LT

Enable Content Updates from Office.com..
@ Browse for Themes...
@ Save Current Theme...

Lamghong ph'uba: th\mtmnbmca:doanudeo
hnhmhvamn!naxh:enmgmm

Chu»ebalmumnhhmquabtm

Hinh 212. Ap dung theme Paper cho bai thuyét trinh

3. Dé ddi sang bo mau khéc cho bai thuyét trinh, ban vao Design, nhém Themes, nhap
chon Theme Colors va chon bo mau khac. Vi du, ban chon bé mau Clarity.

Built-In [a]
EONEENEN office '
| EOCE NN Grayscale
BEONEEONEE Adjaceng
EONEEENEE Angles
BN Apex
EONENNTE Apothecary
HONNENEEE Aspec
EONNENEN Austin
EONENNNE clackTie
EONEEEEE _Civic

IDIIIIItz.r =
EOEEEEEREeposite

Hinh 213. Ap dung bé mau Clarity cho bai thuyét trinh

Suceushiol

4. Dé ddi sang bo font chir khac cho bai thuyét trinh, ban vao Design, nhém Themes,
nhap chon Theme Fonts va chon b font chir khac. Vi dy, ban chon bo font chit
Office Classic, bo font nay su dung font chit Arial cho céc tua dé slide va dung font
Times New Roman cho ni dung slide.
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n Colars © @ Background Styles =
Fonts =
Built-In -]
Office
Calibri =
Aa Calibri
Office 2 B
Calibri
Aa Carabria
Office Classic
A Arial
= Titnes M
Office Class|
A Arial
2 | anal

Nhing diém moi cia PowerPoint 2010

Tao, quan 1y va lam vi€c cong tac vdi nhimg ngudi khdc
trén bai thuyét trinh

Lam phong phii bai thuyét trinh véi cac doan video_hinh
anh va rat nhiéu hiéu tmg méi

Chia sé bai thuyét trinh hiéu qua hon

Hinh 214. Ap dung bé font chiza Office Classic

5. Dé doi sang bo hiéu tng khac cho bai thuyét trinh, ban vao Design, nhém Themes,
nhip chon Theme Effects va chon kiéu hiéu tng khac.Theme Effects I cac hiéu tng
trén cac duong vé va td nén cua cac ddi twong trén slide. Ching ta khong thé tao thém
cac hiéu tmg dinh dang nay ma chi c6 thé sir dung nhiing hiéu ng da c6 tir danh sach.

Tuy bién Them

e

Thém Theme Colors

Theme Colors bao gom 3 nhém mau: 4 mau cho vin ban va mau nén, 6 mau cho cac dbi tuong
Shape, WordArt, Smart Art, Table, Chart, ... trén slide va2 mau cho cac si€u lién ket (hyperlink).
On the Design tab, in the Themes group, click Colors.

% Céac buéc thuc hanh nhu sau:

1. Vao ngan Design, nhém Themes
2. Chon nit Theme Colors va chon tiép Create New Theme Colors, hop thoai Create

New Theme Colors xuét hién.
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Create New Theme Colors

Colars =
&’i’l Barkoround Stules -

HONENNNN cGlackTie
BEONENENN Ccvic
Clarity

B NENENN composite
HOENEEENE cConcourse
[ (W[ [ [ [B] | ECIVATE
HOENEEENE ctlemental |«

Create Mew The

4

Theme colors

Text/Background - Dark 1
Text/Badkground - Light 1
Text/Background - Dark 2

Text/Badkground - Light 2

Sample

Text

Text

o [ B9

Accent 1 Hypering

Accent 2 Hyperlink

Accent 3

Accent 4

Accent 5

Accent &

Hyperlink

Followed Hyperink

Mame: |Eustom 1 |
[ Save ] [ Cancel ]

Hinh 215. Tao Theme Colors

3. Tai vung Theme colors, ban héy‘thié't Iap mau cho 12 hop mau thudc 3 nhom nhu da
trinh bay & trén.Néu muon tra vé bd mau mac dinh cua Theme Colors thi nhan ndat

Reset.

4. Tai hop Name, ban hay dat tén cho Theme Colors vira tao.

Nhan nit Save hoan tat.

SRl

Mudn x6a Theme Colors vira tao thi vao ngin Design, nhdm Themes, chon Theme

Colors. Ding chudt nhap phai Ién tén Theme Colors can xda va va chon Delete. ..
Nhan nat Yes dé xac nhan 1énh x6a trong hop thoai théng béo.

Custom
I Built-In

L ]
[ ]|
N T O
| AN
[ s ]

Colars =
S Backarnund Stles -

s

Custom 1 prhics

Apply to All Slides

Apply to Selected Slides

Edit...

Delete... @
Add Gallery to Qu ccess Toolbar

rading 2

Hinh 216. X6a Theme Font

Thém Theme Fonts

Theme Fonts bao gdom font cho twa dé (heading font) va font cho ndi dung cia slide.
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% Cac budc thuc hanh nhu sau:

1. Vao ngan Design, nhém Themes

2. Chon nit Theme Fonts va chon tiép Create New Theme Fonts, hop thoai Create
New Theme Fonts xuat hién.

[ Fonts -| - ’

Office 2
Calibri

Aa Carnbria
Office Classic

A Arial

a Times Mew Roman

Office Classic 2

al Arial

Create Mew Theme Fﬂnts.@

-
Create New Theme Fonts
Heading font: Sample
|Minion Pra Cond v | HE'J(I itlg
Body font: Body text body text body text. Body
|Mini0n Pro v | texct body text.
T [ame: |M‘r' Theme Fonts] |
Save l [ Cancel ]

o a >~ w

a—

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 nat Save hoan tat.

Mubn xba Theme Fonts vura tao thi vao Design, nhom Themes, chon Theme Fonts.
Dung chuot nhap phai 1én tén Theme Fonts can xda va va chon Delete... Nhan nut
Yes dé xac nhan Iénh xda trong hop thoai théng béo.

Fonts =

Custom

T OOUCEgT OO T T

L= |

Aa

Built-In

| ﬂa

My Theme Fonts

Minion Pro Cond
IMinion Pra

Office
Calitori
Calibri

Delete.,

Add Gallery to Quick Access Tool

Luwu Theme hién hanh

Hinh 218. X6a

Theme Fonts

Ban c6 thé luu cac thay ddi vé bo mau, bo font hay cac hiéu ing thanh mot Theme méi dé co thé
ap dung cho céc bai thuyét trinh khéc.

% Cac budc thuc hanh nhu sau:

1. Vao ngan Design, nhém Themes

Trang 131



Chuwong 4. Tily bién, hiéu chinh bai thuyét trinh

2. Chon nat More va chon tiép Save Current Theme, hop thoai Save Current Theme
xuat hién.

This Presentation <
Built-In
Design Transitions  Animations Slide Show Review View  Developer Ad Aa ﬁﬂ
n . EmEmE
@ Backgrqg
Fonts ~
. erects - | L Hide Ba AE | . A é a
k Bacl EEEEE . [ LT T EEEEE.
= =.. | — -
Enable Content Updates from Office.com...
Change the overall design f .
slides. Browse for Themes...
Right-click any theme for m ETﬁ save Current Theme..,
ways to apply it. - %
g

Hinh 219. Chon Iénh luu theme

3. Taihop File name, ban dit tén theme va chon phin mé rong 1a .thmx. Nhin nit Save
dé luu theme.

Save Current Theme

Save n: ‘&] Document Themes v‘ @-@ XonE-
@ MMy Recent =) Theme Calors
Dacuments | 23 Theme Effects
@ Desktop =) Theme Fonts
an
Docurnents
q 1
Computet
.d My Mebwork
Places
File name: |MyTheme.thmx| w |
Sanve as bype: |Ofﬁce Theme (*,thm:x) - |
A

Hinh 220. Lwu theme

2. Sir dung hinh va mau lam nén cho slide

Str dung mau nén hodc cac hinh anh 1am nén cho cac slide trong bai thuyét trinh duoc sir dung rat
pho bién. Véi cac mau, hi€u ung t6 nén va cac hinh anh dugc chon lya k¥ s€ mang dén mot
phong cach doc déo va sang tao cho bai thuyét trinh. Chung ta s€ 1an lugt tham khdo qua hai cach
nay.
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Dung hinh 1am nén cho slide

% Cac buéc thuc hanh nhu sau:

1. Chon mét hoac nhiéu slide mudn chén hinh nén. Vi du, ban chon slide thir 2 va tht 3

2. Vao ngén Design, nhom Background, chon Background Styles va chon tiép Format
Background. Hop thoai Format Background xuat hién.

Home Insert | Design i Transitions  Animations  Slide Show  Review  View Developer Adddns Acobat o @
A A nColors' @Ba(kgmundstyles' ‘
a a 24 Fonts ¥
Page Slide [TTT T [Ty =
Setup Orientation ~ =| [o] efrects

Page Setup | Themes

Slides “% I §A

trén bai thuyét trinh

Nhiing diém méi cia Power P
Tao, quin ly va lam viéc cbng tic v4i nharf

Lam phong phi bai thuyét trinh v6i cic dc
dnh va rit nhién hiéu ing m6i
Chia sé bai thuy#t trinh hiéu qui hon

B F ma%a(k ound...

Click to add notes

»

L Slide 2 of 11 | “Paper”

IEEEE: m@—%—@$

Hinh 221. Chon slide cdn thém hinh nén

3. Chon Fill tir danh sach bén trai hop thoai va chon tiép Picture or texture fill

Format Background

Fill Fill
Picture Corrections | | () Solid fill
Picture Color O Gradient fil
Picture or te
Artistic Effects © = -
O Pattern fil
[ Hide backgroundor=phics
Texture: = -
Insert from:

Clip Art...

Tile picture as texture

Clipboard

Tiling options
Offset : scaley: [100% 2

Offset¥: |Opt % | Scaley: |100% |
Alignment: | Top left w
o tyoe

——

shape

Transparency:

Rotate with

J [

[ Reset Background ] [ Close Apply to All

J

Select Picture

Search ket | ‘ Go
[ Include content From ©ffice, com
A :!
oo o g
]
Import. .. [ o] J [ Cancel ]

Hinh 222. Hgp thoai Format Background va thue vién Clip Art

4. Thuc hién mét trong cac cach sau:

Trang 133



Chuwong 4. Tily bién, hiéu chinh bai thuyét trinh

e Céch 1: Nhép nut File dé chen hinh tir tap tin hinh. Ban tim dén thu myc chira
hinh r6i nhap chudt hai lan vao hinh mudn chén vao.

e Cach 2 Nhap nat Clipboard dé dan hinh dang chira trong bd nhé vao lam hinh
nén cho slide.

e Céch 3: Nhap nut Clip Art dé tim va chén hinh tir trong thu vién ClipArt. Nhap tir

khoa tim hinh tai hop Search text. Chon hinh va nhan nat OK dé chén vao slide.
Néu chon thém Include content from Office.com thi két qua tim kiém hinh s&
bao gom ludn cac hinh tim thay trén trang Office.com.

Vi du, ban chon céch 1, va chon hinh nén Background07.jpg

Insert Picture

Lookin: ‘\b Multimedia v[ @ XoCiBE-
[y Recent DNt o] BB, 3 BN ot ot b ~
Documents.
Animal197.jpg Animal198.jpg Animal199.jpg Animal200.jpg Animal201.jpg
@Desktop
amw
Documents.

v e
My
2 Computer E | k. \(
nyNetwork y“ 50
Places
a ipg Bad ipg

Animal218.PG Animal219.JPG Background01.jpg B

2 | k Dimensions: 2560 x 1600
€} Type: JPEG Image
poy paet Size: 190 KB
L _ £ 3
ipg ipg ipa v
File name: ‘ v ]

Files of type: ‘All Pictures (*.emf;*.wmf;*.jpa;* . jpeg;* jfif;*.jpe;*.pna;* bmp; *.dib;* rle;*.qif ;*.af a;* . emz; * . wmz v]

Tools  ~|

Hinh 223. Chen hinh nén

5. Nhan ndt Close dé tién hanh &p dung hinh nén cho céc slide dang chon. Néu ban
muon ap dung hinh nén cho tat ca cac slide thi nhan nat Apply to All.

Rld9-6R_RTEIs ThuchanhPowerPoint2010_Chap4.pptx - Microsoft PowerPoint o B R
mme Insert | Design | Transitions Animations SlideShow  Review View Developer Adddns Acobat & @

O &
Page  Slide

Setup Orientation v
Page Setup

Colors ~
B coors ) Background Styles ~
- | [A]Fonts ~
= EE"EC“ . | [0 Hide Background Graphics

Background

Slides Outline x

Nhiing diém

111} »

Tao, quén Iy va lam viéc cdng tic v6i nhitng ngudi khic
trén bai thuyét trinh
LAmPPRONg phii bai thuyét trinh v6i cic doan video, hinh
anh va rtnhiéu hiéu tng m6i

‘@:,ﬁé‘hﬂlthuyét trinh hiéu qui hon

“n 4

. ‘ Click to add notes

<)

T ——
slide 2 of 11 | “Paper | <5 |

|[Elmwm g s U

Hinh 224. Hai slide dd dwroc &p dung hinh nén
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Dung mau lam nén cho slide

% Cac buéc thuc hanh nhu sau:

1. Chon mét hoac nhiéu slide mudn t& mau nén. Vi duy, 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 trai hop thoai va chon tiép SolidFill

Format Background

Format Background

Fill

Fill
Picture Corrections | | (&) solid fil
Picture Color O gradient fil
- O Picture or texture fil
Artistic Effects
O Pattern fill
[] Hide background graphics
Fill Calor
Color: ‘l;‘k‘
Transpa J §|
Theme Colors

Standard Colors
[} | EEEEE

4 More Colors...

Fil Fill
Picture Corrections | | (&) solid fil
Picture Color O gradient fil
o O Picture or texture fil
Artistic Effects
O Pattern fill
[ Hide background graphics
Fill Color

Transparency: @ 0% |3

Close ] [ Apply to Al ]

[ResetB_at:kground ] [

[ResetB_ad<ground ] L

J [

Close

Apply to All

Hinh 225. Chon mau va chink d¢ trong suot

4. Ban chon mau can t6 nén tai nat Color, nhan nat More Colors néu mudn chon mau
khac tir bang mau co ban. Ban ¢ thé tuy chinh d6 trong suoét cia mau tai thanh truot
Transparency hoac nhap truc tiep vao hop ké bén thanh truot.

&p dung mau nén cho tat ca cac slide thi nhan nat Apply to All.

RH9-0R_ATVE-

t | De:

Transiti Animations

Page  Slide
Setup Orientation ~

Page Setup

ThuchanhPowerPoint2010_Chap4.pptx - Microsoft PowerPoint

o @ R
SlideShow  Review View Developer Adddns  Acobat & @
[ cotors ~
&) Background Styles ~
[A]Fonts ~

[&] eftects - [[] Hide Background Graphics

Slides | Outline x

-

il

Background ]

“n 4

Click to add notes

v

il

Slide 4 of 11 | “Paper | <J |

|[Elamez %00 &0

Nhan nat Close dé tién hanh &p dung mau nén cho cac slide dang chon. Néu ban muén
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Hinh 226. Hai slide dd dwoc 4p dung mau nén

To nén slide kiéu Gradient

Ngoai kiéu t6 nén mot mau, PowerPoint con cho phép td nén véi nhiéu mau phdi hop véi nhau

tao nén cac hiéu tmg mau dep mat.

% Cac budc thuc hanh nhu sau:

1. Chon mét hoac nhiéu slide mudn t& mau nén. Vi dy, ban chon slide 8 va 9.

2. Vao ngén Design, nhom Background, chon Background Styles va chon tiép Format
Background. Hop thoai Format Background xuat hién.

3. Chon Fill tir danh sach bén trai hop thoai va chon tiép Gradient Fill

Format Background Format Background @
[Fu Jl | it [Fu J| | Fin
Picture Corrections O solid fill Picture Corrections O solid fill
Picture Color ® Gradient fil Picture Color ® Gradient fil
Pictus texture fill Pictus texture fill
Artistic Effects © Betureor texure Artistic Effects O Betureor texture
O Pattern fll O Pattern fil
[] Hide background graphics [] Hide background graphics
Preset colors: [ + Preset colors:
Direction: k | Direction: -
- r— e | Daybreak m
Angle: i M Angle: 45° £
Gradient stops - ‘_ - . — Gradient stops
Lo 1 1IN e N@®
Color @ - [ " | Calar Position:
Brightress: - .- . J Brightness: _J_
Transparency [— Transparency: J—
Reset Background ] [ Close I [ Apply to All ] [ Reset Background ] [ Close ] [ Apply to Al

Hinh 227. Tly chen 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
gdc nghién 45° tai hop Angle.

5. Tai phan Gradient stops, ban chon mau dé phdi véi bo mau da chon ¢ budc trén va
thict 1ap thém céac théng so tai Positon, Brightness va Transparency bang cach vira
dieu chinh vira quan sat cac slide dang chon.
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Format Background

Fil Fill

Picture Corrections | | (O solid fill

Picture Color @ gradient fil
Picture or texture fill
Artistic Effects O
O Pattern il

[] Hide backaround graphics

Preset colors:
Type: Linear w

Direction:

Angle: 45 £

Gradient staps
@:ﬂ:ﬂ:ﬂ
Colar Pasitian:
Brightness: ——
Transparency:

[ Reset Background ] [ Close I [ Apply to All

Hinh 228. Tuy chon cho mau phai heop

6. Nhan nt Close dé &p dung hiéu (mg Gradient cho céc slide dang chon hogc nhan niit
Apply to All dé ap dung hiéu tng nay cho toan bai thuyeét trinh.
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A ‘ Click to add notes
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slide8 of 11 | “Paper” | <5 | |[Eesez s U @ H
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Hinh 229. Hai slide &p dung hiéu :ng mau nén Gradient

Xéa hinh nén va mau nén da ap dung cho slide

Pé x04 bo cac mau nén, hiéu ung mau nén Gradient, hinh nén cho cac slide. Ban 1am theo cac
budc sau:
E 1. Chon céc slide muén x6a mau nén, hinh nén, hiéu @ng mau nénGradient

2. Vao ngan Design, nhém Background, chon Background Styles va chon tiép
Reset Slide Background.
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i E Colors [@ Background Styles "l

i 1 [
|
|

__ Il |

@ Format Background...
‘D Reset Slide Backaround

? NN

Hinh 230. Tra nén slide vé kiéu méc dinh
3. Lam vigéc véi Slide Master

Slide master 1a slide nam vi tri dau tién trong cac slide master, né chta théng tin vé theme va
layout ciia mot bai thuyét trinh bao gdm nén slide, mau sic, cac hiéu tmg, kich thudc va vi tri cua
cac placeholder trén slide.

MJi bai thuyét trinh cd it nhat mot slide master. Biém hiru ich chinh khi sir dung slide master la
chiing ta c6 thé thay doi toan bo kiéu dang va thiét ké caa bai thuyét trinh rat nhanh chéng. Khi
mudén mot hinh anh hay thong tin nao dé xuét hién trén tat ca cac slide thi nén thém ching trong
slide master dé tranh phai nhap cac thdng tin trang lap ¢ céc slide.

Do céc hiéu chinh va thay doi trong slide master anh huong dén toan bo bai thuyét trinh nén
chding ta chi thuc hién cac hiéu chinh va thay doi trong ché do man hinh Slide Master.

RlAd9-®R_QTEs ThuchanhPowerPoint2010_Chap4.pptx - Microsoft PowerPoint o @ %
i Slide Master : Home Insert Transitions Animations Review View Developer Add-Ins Acrobat & 0

& E:®E g o~ R |a

Insert Slide Insert —— | Master  Insert [7] Footers | Themes Background  page Slide Close
Master  Layout ”-2 Layout Placeholder - ha E]E"Eds' i Setup Orientation ¥ | Master View
Edit Master Master Layout | Edit Theme | | Page Setup | Close |

Slide__ [
Master
Click to edit Master text styles
Secondlevel
Third level
Fourth leval
Fifth lavel
Slide
layout

Master | “Paper | ¢S | : |masE e s (00— () a -
Hinh 231. Cua sé Slide Master
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Dé chuyén sang cira s6 Slide Master, ban vao ngan View, nhém Master Views va chon Slide

Master.

Home Insert Transitions

| Motes Master | Guides

Master Views Show

Slide Mastf Ruler
Handout Mister Gridlines

Hinh 232. Chon ché dg man hinh Slide Master

Sap xép va dinh dang placeholder trén céc slide master

% Cac 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

idefs) 1

Hinh 233. Title Slide Layout

2. Dung chudt chon placeholder va gii tréi chudt kéo dén vi tri khac theo nhu ciu. Bé
thay doi kich thudc placeholder, ban di chuyén chudt dén vi tri mot trong 8 not tron
xung quanh placeholder dang chon. Sau d6 gitr trai chuét va keo Ién, xuong, trai hoac

phai dé diéu chinh kich thuéc placeholder.

Clickto edit Master subtitle style

Hinh 234. Di chuyén va thay déi kich thuéc placeholder
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3. Dbinh dang lai font chir va co chit cho placeholder, ban vao ngan Home

e Tai nhdm Font:ban chon lai font chit 1a Verdana, chon c& chix 12 54 va chon kiéu

chir gam.

e Tai nhém Paragraph: giGp canh 18, thém cac ky hiéu dau dong, dénh sé thir tu,...
cho cac doan van ban chira trong placeholder.

: Home | Insert

5

Verdana

|
B (B]7 U 8 abe Y- aa- | A~

Transitions  Animations Review View Developer Add-Ins Acrobat Format

w A m ETEC :”K] PRE

Shapes Arrange Quick . | Eg
v v Styles v J *

Font | Paragraph | Drawing

Click to edit Master .
title style

Hinh 235. Placeholder Master title

4. Thuc hién viéc diéu chinh twong tu cho tit ca cac placeholder trén cac slide master va
slide layout néu can.

Thém va xo6a placeholder

Ching ta s& tiép tuc viéc diéu chinh trén slide vira r6i.Co nhidu kiéu placeholder trong
PowerPoint nhur 1a content, text, picture, chart, ...Tuy nhién, ching ta s& chi thuc hanh thém mot
placeholder kiéu Picture dé cho phép nguoi dung chén mdt hinh anh, logo,... vao trong slide khi

bién soan.

% Céac budc thue 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, dén nhém Master Layout, chon Insert Placeholder va
chon Picture.

el
Insert
Placeholder ~

Title EColors 3 i) Background Styles ~
Fonts ~

Footers | Themes [] Effects = [ Hide Background Graphics

.......

Edit Theme Background |

Click to edit

Hinh 236. Chon placeholder Picture
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3. V& mot placeholder voi kich thudce vira phai trén cung cua slide. Placeholder Picture
nay s€ xuat hién khi ban chén thém slide mdéi co6 layout Ia Title Slide trong qué trinh
bién soan sau nay.

Click to edit i1aster
title style

Hinh 237. Pqt placeholder méi trén slide

4. Mubn x6a placeholder nao thi ban chon n va nhan phim Delete trén ban phim.
Chen va xoa slide layout

Néu nhén thiy céc kiéu slide layout hién c6 trong Slide master khong dap tmg du cac kiéu bd cuc
khi bién soan bai thuyét trinh thi ban c6 thé tao thém kiéu slide layout mai.

% Cac buéc thuc hanh nhu sau:

1. Chon vi tri dat slide layout mai trong danh muc slide layout
2. Vao ngin Slide Master, ¢én nhom Edit Master, chon Insert Layout.

m Slide Master [ Home Insert Tran
e e &) Delete - F
,‘\j: ﬂ\:]: W 1
a 1= . [

Rename “lesa
Insert Slide  Ifse, Master Insert |
Master yol» +4 Preserve | Layout Placeholder~ |
EdNMaste; | Master Layo

Insert Layout

Add a custom layout to the Slide
Master,

E -| You can easily add slides matching N PO 50 T I =
£hiS b Ut 16 the. presentation. : Click to edit Master mk styl

K to edif Mastertithe styke

Hinh 238. Chon vj i dat slide layout va slide layout méi thém vao

Trang 141



Chuwong 4. Tily bién, hiéu chinh bai thuyét trinh

3. Tién hanh chén céc placeholder va sip dit ching theo nhu cau caa minh.

Vi du nhu

ban chén vao 3 placeholder (2 Picture va 1 Text) va bd tri nhu sau.

to edit M

Click o edit Master text styles :

Secondlevel
Third level

Fourthlevel
Fifth lavel

Hinh 239. Chén va sdp xép céc placeholder trén slide

4. Dit tén cho slide layout nay bang cach nhdp chudt vao nat Rename tai nhém Edit
Master trong ngan Slide Master va dat tén 1a “Two Picture & Text” trong hop

Layout name.

Insert Slide Insert
Master

Edit Master

| Slide Master i Home
;fj lj @ Delete
) T4 Renfs

Layout %% Pres\

Nhén nat Rename dé hoan tat.

Insert Transitions

.......

hster Insert
yout Placeholder~
Master Layout

Title

Footer

Rename

Rename the custom layout.

The name is shown in the layout
gallery when adding slides to the
presentation.

2IX

Rename Layout

Layout name:
|Tw::| Ficture & Text| |

i_ﬂename I[ Cancel J

Hinh 240. Béi tén cho slide layout

5. Khi do, trong ché d6 soan thao Normal View ban c6 thé chén slide méi véi kiéu

layout vira tao.
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>\<j (=] Layout B Py DN

E Reset

New

AV
siger Ssecion- | B £ U S abe AV- Ax- | A

Paper

Title Slide Title and Content Section Header

Twao Caontent Comparisan Title Only

Twao Picture & Mg

Hinh 241. Cheén slide méi véi kiéu layout vira tgo trong ché d@é Normal View

Cheén va x6a slide master

Mot bai thuyét trinh c6 téi thiéu mot slide master, do vay ban cé thé tao thém cac slide master
khac. Vi nhiéu slide master trong bai thuyét trinh, chung ta c6 thé ap dung moi slide master cho
moi chuong hodc phan trong bai thuyét trinh cia minh sau nay.

% Céac buéc thuc 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, dén nhém Edit Master, chon Insert Slide Master. Mot
Slide Master mac dinh dugc chén vao ngay sau slide master hién co.
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I:Il H N-8JAVEIF ThuchanhPowerPoint2010_Chap4.pptx - Microsoft PowerPoint

o B £
Slide Master Home Insert Transitions Animations Review Wiew Developer Add-Ins Acrobat ¢ e
= Q = we g Mo el OB @
[ .F:nts -
Insertshde [nsert Master Insert Footers Themes ackground | page i Close
y:ut Layout Placeholde @Effeds - setup Orientation = | Master View
iFMaker Master Layout Edit Theme Page Setup Close
Inse) \deMasler(Clrl M) B
Add a new Slide Master to the
presentation.
@ Press Fi for more help. Click to edit Master title style
+ Click to edit Master text styles
—Second level B
* Third level
— Fourth level
= » Fifth level
-
-
H
-
..................... . =
P
Slide Master | “Custom Design” | <5 | |masm e s (o) U (3)

Hinh 242. Chen Slide Master

3. C6 rat nhiéu kiéu slide layout dugc chén, ban c6 thé x6a bét cac kiéu khong sir dung
bang cach chon slide layout va nhan Delete trén ban phim dé xoa.

4. Pé xoba slide master va cac slide layout vira tao thi ban chon slide master va nhan

phim Delete trén ban phim dé xéa.

Ap dung theme va nén cho slide master

Tuong ty nhu 4p dung theme va background cho bai thuyét trinh. Trong ché d6 Slide Master, mdi
khi ban 4p dung mdt kiéu theme thi PowerPoint ty dong tao thém mdt Slide Master mdi va véi

kiéu theme vira chon.

% Cac budc thuc hanh nhu sau:

1. Vao ngan Slide Master, ¢én nhém EditTheme, chon Themes.Vi duy, ban chon kiéu

theme la Apex.

2. Mot Slide Master méi duoc thém vao véi kiéu theme vira chon.
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[ Slide Master | Home Insert Transitions Animations Review View Developer Ad -
iz s ) - = .
Tag] i [ Titie |
A
Insert Slide Insert Master Insert [T] Footers Background| page Slide
Master  Layout e Layout Placeholder~ — . | Setup Orientaf

Edit Master | Master Layout

Hinh 243. Chon theme mdi va mét Slide Master vira thém vao

3. Thay d6i mau nén cho slide, ban vao Slide Master, dén nhém Background, chon
Background Styles. Vi dy, ban chon Style 9.

@ Background Styles ']

il

&
)" |

Click 1o adit VESEE S

= Clicktoedit
= Second level
= Third level

Format Background...

Reset Slide Background

Hinh 244. Thay déi kiéu mau nén cho slide master

Thiét 1ap kich thwéc va chiéu hwéng cia slide

% Cac budc thuc hanh nhu sau:

1. Vao ngan Slide Master, dén nhom Page Setup, chon Page Setup.Hop thoai Page
Setup xuat hién.
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Page Setup

1515 2 en

Slides sized For; Crrientation
|§Dn-screen Shiows (430 | W | Slides

Width: ke () Portrait
crm (%) Landscape

Height:

B (%) Portrait
Mumber slides Framm: ¢ llandscape
1 - -

Mokes, handouks & outline

2. Tai Slide sized for, bgn chon kich thudc cho slide. Tuy theo man hinh ma ban dang st
dung ma ban chon kiéu thich hop.

3. Tai Slides:
e Chon Portrait néu mudn slide nim doc
e Chon Landscape néu mubn slide nam ngang (mic dinh)

4. Tai Notes, handouts & outline chon chiéu huéng theo cach tuong tu nhu slide.

Pong cira s6 slide master tré vé ché dd soan thao

Dé tro vé man hinh soan thao ban nhap vao nit Close Master View trong ngin Slide Master.

Slide Master Home Insert Transitions Animations Review View Developer Add-Ins Acrobat & e
- s [ . Calors = 1
= q m @ = @ 0B @
A Fonts -
Insert Insert Footers | Themes Background|  Page Slide Close
Layout "% out Placeholder~ - B Effects = - Setup Orientation ~ | Mastgr View
Master Master Layout Edit Theme Page Setup ClTée

edit MasierLitle 4 e

Close Master View

| Close Master View and ret
edit the slide show.

Hinh 245. Pong Slide Master

s

Lam viéc vai slide master:

e Chung ta nén tgo va thiét ké slide master truéc khi bét dau bién sogn noi
dung cho cdc slide vi khi do cac slide ma ching ta chén vao bai thuyét
trinh sé dwoc ké thura cdac dinh dang, layout, hinh anh, ... tir slide master.

e Néu ching ta tao slide master sau khi da xdy dung néi dung cho cac slide
thi ¢6 kha ndang mét s6 doi twong trén slide sé khéng hoan todn twong
thich vai thiét ké cua slide master. Khi d6, mét sé kiéu tinh nang dinh
dang cho cdc doi twong c6 thé bi léch lac can phdi diéu chinh lai mdt thoi
gian.

e Chi nén thyec hién cdc thay déi 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 c6 thé dinh dang riéng Ié cho mot slide cu thé
nao d6 vai muc dich lamnoi bat théng tin trén slide.

% Céac 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 sé& dinh dang
van ban trén slide 2.

Nhiing diem more

[ "
Lac, qudn Iy va lam viéc cOng tic v6i nhitng nguoi khac

trén bai mxvét trinh
[LARMPPHONE phii ba: *huyét trinh véi cic doan video, hinh
anh va rdtphidu hiéu ing 1.5

'Chia sebai thuyét trinh hiéu qui hos
i A S

Hinh 246. Chon vin ban can dinh dang
2. Chon ngin Home, nhém Font. Ban thyc hién cac thay ddi sau:

e Chon lai Font chit tai hop Font thanh kiéu Century

e Nhap vao kich thudc chir 1a 32 tai hop Font Size. Hoac nhap chudt vao nat
Increase Font Size (ﬁ‘) dé tang kich cd chir va nhan vao nit Decrease Font
Size (A" ) dé giam kich c& chit.

e Chon mau vang cho van ban tai nat Font Color ( A )

Nhiing diem moi
Tao, quan ly va lam viéc cdng tac véi
nl%ngu@i khac trén bai thuyét trinh

P8m phong phi bai thuyét trinh vdi cac
..gioau_via:eo, hinh anh va rit nhiéu hiéu

ung moi
Chia sé& bai thuyét trinh hiéu qua hon

Century =32 v A A '%
B 7 U 8 ahe AV~ A3~ | A~

Font Ia

Hinh 247. Thay déi font chi
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3. Qua nhom Paragraph, ban thuc hién cac thay déi sau:

e Chon nit Bullets va chon kiéu 1a Star Bullets
e Chon vao nut Justify (

) dé canh déu vin ban

e Chon nat Line Spacing ( Er ) va chon kiéu 12 1.5

Nhiing diem

Tao, quan ly va lam viéc cdng tac voi

RRUNE Nguoi khac trén bai thuyét trinh

-

Samephong phu bai thuyét trinh véi cc

. doan video, hinh anh va rit nhiéu hiéu
s— _ | == s=  a—_ ||{} Text Direction - ]
Eli=- =51 img moi
(=] Align Text =
===8| =- Comvert to Smartart - Chia s& bai thuyét trinhPHIewqua hon
Paragraph Fa

Hinh 248. Thay doi paragraph
4. Ching ta ciing c6 thé chuyén ddi hop vian ban sang Smart Art néu thay can thiét. Vi

du ching ta chuyén sang kiéu Vertical Bullet List. Ban vao ngan Home, nhém
Paragraph, chon nat Convert to SmartArt va chon kiéu Vertical Bullet List.

Nhiing diem nios

= m oo i Ted oretion- NOOO - B g 2
E= " sign et - Ao, Wy S T e T e
I comemtosmaAas) | 4 VL D g 7] e Quk Tao, quan ly va lam viéc cong téc vdi nhiing

4 ngudi khac trén bai thuyét trinh
=« - gu i

(]

Paragraph

< \ am phong phtibai thuy#t trinh véi céc d
e e o P o, Lam phong phiibai thuy voi cdc doan
L E .E': %o video, hinh anh va rdt nhiéu hiéu Gng méi

Y — = S

B it 52 bai thuyét fink hiew qui h
e s Chia sé bai thuyét tri iéu qua hon

> - E = —t- @ L »

More SmartArt Graphics...

Hinh 249. Chuyén Text sang SmartArt

Sao chép dinh dang

Chuyén sang slide 3 cua bai thuyét trinh, vi du ta s& dinh dang hop van ban bén tri sau d6 s& sao
chép dinh dang sang hop van ban bén phai.

% Cac buéc thuc hanh nhu sau:

1. binh dang cho hgp van ban bén trai nhu sau:
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Dong dau tién chit mau vang, co chir 34, kiéu chir in ¢am va doi kiéu bullet sang

hinh dau miii tén mau vang (vao Bullets and Numbering... dé chon lai mau).

vuong c6 mau trang

Bullets and Numbering

Bén dong bén dusi chit mau trang, ¢ chir 32 va doi kiéu bullets sang hinh 6

Bulleted | Mumbered |
Nhiing kieu hie
None .
>Presentation Views ° Master Views
& Slide Master
Handout Master
+*Slide SBI’[_EI' Notes Master
— — — S = Notes-Page
o o = Reading View
Reset L 0K J [ Cancel l

Hinh 250. Binh dang hép van ban bén tréi trén slide sé 3

2. Chon hop van ban bén trai, sau d6 vao ngan Home, nhom Clipboard va kich chuét
mot lan vao nat Format Painter dé sao chép dinh dang vao bé nhg may tinh.

‘ Homej Insert Design Transitions Animations Slide Show Review View Develope

‘?ﬁ * il:,_J'

Paste New we
- Jk lidev =7
Clipbjard " | Slides [

ormat Painter

Minion Pro (Body * 32- ~ A~ A~

B G

B 7 U S abe AVv Aa-

Font ¥ Paragraph P

Copy formatting from one place
and apply it to another.

Double-click this button to apply
the same formatting to multiple °
places in the document.

Nhiing kieu hié
= e
> Presentation Views

" Ngamal

wSlide Sorter

0 Press F1 for more help.

= Notes Page
= Reading View

Hinh 251. Sao chép dinh dang bang Format Painter
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3. Khi d6 s& xuét hién thém biéu tuong cdy co trén con tré chudt. ban di chuyén chuot
dén hop van ban bén phai va kich tréi chuot.

Nhiing kieu tht . Nhiing Kieu hié

= = ° S uk
>Presentation Views Master View§ n >Presentation Views »Master Views

)

Slide Master :
. w;ﬂ i = Wal = Slide Master
“"Slide S_(')_rg_er Notes Mrster “*Slide Sorter = Handout Master
0L
= -Notes-Page aun Notes-Page = Notes Master

*  =Reading View = Reading View

e —

@ ———

Hinh 252. Ap dung dinh dang da sao chép

Format Painter:

é'/ Khi muén sao chép dinh dang cia mét doi twong va &p dung cho nhiéu doi
‘ firong thi ban nhdp chugt hai lan 1én nat Format Painter khi thuc hién Iénh
sao chép dinh dang.

5. Pinh dang hinh, SmartArt, Shape, WordArt, Video

Phan nay trinh bay mot so thao tac thuong gip doi véi hinh anh, Smart Art, Shape va
WordArtvideo trong bai trinh dién nhu: dinh dang, xoay, di chuyén, thay doi kich thudc, cit tia...

Xoay

Hau hét cac ddi twong trén slide ching ta déu co thé xoay (Rotate) duoc nhu 13 Text, hinh,
ClipArt, Shape, video, cac thanh phan cua SmartArt, WordArt va cac tha}o tac thuc hién cling
tuong tu nhau. Chlng ta sé thuc hanh xoay hinh hai con buém trong slide s6 4.

% Cac budc thue nhu sau:

1. Chon hinh con buém bén tréi trong slide sé 4. Khi d6, xung quanh hinh dugc chon s&
xuat hién 4 nat tron nho ¢ cdc goc, 4 nat vuéng nhod gitra c&c 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. Nhip chudt vao ndt nim tron mau xanh & bén trén cua hinh, khi d6 con tré s& bién
thanh hinh mot mi tén cong tron.

Chen hinh vao slide

Hinh 254. NGt nam tron dang dé xoay hinh

3. Giit trai chudt va kéo theo huéng nguoc chiéu kim dong hd, khi d6 hinh s& dugc xoay
vé phia bén trai.
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Chen hinh vao slide Chen hinh vao slide

Hinh 255. Hinh sau khi xoay

4. Lam twong tu cach trén ddi voi hinh con budém 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 cua cac doan video nham
tap trung hon vao trong tam cua hinh muon the hién. Chung ta ti€p tuc thuc hanh phan nay véi
viéc cat bat vang khong hién thi video trong slide so 8.

% Cac budc thuc nhu sau:

1. Chon doan video bén trai trong slide sé 8. Khi d6, xung quanh video duoc chon s&
xuat hién 4 n(t tron nhod cac géc, 4 nat vudng nhod giita cac canh va mot nat tron
mau xanh nam phia trén dung dé xoay hinh. Poan video nay dung dé hién thi trén loai
man hinh rong nén c6 du 2 ving mau den phia trén va dudi. Ching ta s& cat bot 2
vung den nay.
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LSRN b
£l IES S

p by

P | <« > 00000 o)

Hinh 257. Chon video bén trdi dé cdt tia

2. Vao Video Tools, ngan Format, nhom Size va chon nut Crop
[ Video Tools

hhPowerPoint2010_Chap4.pptx - Microsoft PowerPoint de

nations  Slide Show  Review View Developer Add-Ins Acrobat Format Playb
- — __"]J Video Shape ~ & Bring Forward ~ |2~ _]j‘ —’J

| —
| d S | [ Video Border v | (34 Send Backward ~ |

¥ | & Video Effects v L“-[3 Selection Pane Sk

deo Styles " Arrange

Crop

Crop thev
width you

Hinh 258. Chon I¢énh Crop

3. Nhap chuét vao 6 vudng & canh bén trén cua video. Khi d6 con tro chudt bién thanh
hinh giong chit T nguoc. Ban giir trai chudt va kéo hudng xuong dudi dén gan hét
vung mau den thi nha chuot.

r| / ‘Lr'h ;\"lt ‘& )‘*'/--EL"’I; 'IJO" ‘&3

s‘.‘

Hinh 259. Thyc hién Iénh cdt hinh tir bén duwdi 1én
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4. Tuong ty, nhap chudt vao 6 vudng & canh bén dudi cua video. Khi con tro chuét bién
thanh hinh gidng chix T thi ban gii trai chudt va kéo hudng 1én trén dén gan hét vang
mau den thi nha chuot.

‘ _‘,) ‘.a.-ﬂ.f."‘,-g s
S gglvf;- N fae

Hinh 260. Cat tia phan duwéi cia video

Di chuyén

Tat ca cac ddi tuong trén slide déu co thé di Chuyen (move), sap dat va b tri lai cho hop ly.
Chung ta tiép tuc thuc hanh trén slide s6 8 véi viéc sap xép lai 2 doan video trén slide nay.

% Céc budéc thye nhu sau:

1. Chon doan video bén trai trong slide s6 8. Khi d6, xung quanh video duoc chon s&
xuat hién 8 nat va con tro chudt xuat hién thém hinh 4 miii tén hudng vé 4 hudng.

[ <« > 000000 o))

Hinh 261. Chon video can di chuyén

2. Giir trai chudt va kéo video dén vi tri méi. Vi dy, ban di chuyén hudng 18n trén va khi
dén duoc vi tri mong muon thi tha trai chuét.

3. Tuong tu, chon video bén phai va ban di chuyén video sang phia bén phai va huéng
xuong dudi.
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» <« > 000000 o)

Hinh 262. Di chuyén video trén slide

Thay ddi kich thwéc

Tt ¢4 cac dbi twong trén slide déu c6 thé phong to hay thu nho (resize) mot cach dé dang. Chiing
ta tiép tuc thuc hanh trén slide s6 8 vai viéc phdng to va thu nho 2 doan video trén slide nay.

% Cac budc thuc nhu sau:

1. Chon doan video bén trai trong slide s 8. Khi d6, xung quanh video duoc chon s&
xuat hién 8 nut.

2. Dung chudt chon vao ndt ndm tron ¢ goc dudi bén phai cua hinh. Khi d6, con tré bién
thanh mii tén 2 chiéu thi kéo hudng qua goc phai dudi.

F ot R o g
qn?‘ NS gy
Wiy

b s ‘.‘§
by —

—— - g

Hinh 263. Phéng to video bén trai

3. Tuong tu, ban chon video bén phai. Sau do6, ban chon nut tron ¢ goc dudi bén tréi va
gitr trai chudt kéo hudng 1én trén va qua phai.

Thay dbi kich thwéc:
§ e Kéo chugr huong ra phia ngoai hinh sé phéng to hinh, nguoc lai sé thu
nho hinh.

e Ban cd thé két hop thém phim ALT, SHIFT hogc CTRL khi phéng to hay
thu hinh dé biet thém céng dung cua chdng.
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Chen video vao slide

Chen video vao s

Hinh 264. Thu nho video bén phdi

Thém chu thich cho cac ddi twgng trén slide

Céc doi twong trén slide nhu hinh, d0 thi, shape, SmartArt,... déu c6 thé thém van ban dé chi
thich cho d6i tugng. Cong viéc nay rat hitu ich cho nhimg ngudi dung khéc khi mé bai thuyét
trinh va hiéu dugc y nghia cia cac dbi tugng dang sir dung trén slide.

% Céc budc thuce nhu sau:

1. Chon dbi twong. Vi du, ban chon hinh san pham HD Zune trong slide s6 7.

2. Nhap phai chuot 1én dbi twong va chon lénh Format Shape.... Luu ¥, tuy loai dbi
tuong ma ban dang chon thi s& xuét hién lénh Format + <tén ddi twong twong tng>.

Format Picture

vj18 ~iA A'..B&]J_J &

- Fil Alt Text
= Line Color Title:

Line Style |
Shadaw Description:

Copy

B Reflection
Paste Optlons.
I Glow and Soft Edges

# —J & \ 3-D Format

Edit Text 30 Rotation

Font... Picture Corrections Titles and descriptions provide alternative, text-based

o representations of the information contained in tables, diagrams,

Change Sh Picture Color images, and other objects, This information is useful for people

Change anape - with vision or cognitive impairments who may not be able to see or
Artistic Effects understand the object.

) . Crop A title can be read to & person with a disabllity and is used to
Hyperlink... i determine whether they wish to hear the description of the
: i Size content.
Save as Picture... Position
Reset Shape ] Jasa
: 4[] size and Position... | ( [AItText ) ]
notes
% Format Shape.., i ) _ N————
[ILE 50% (=)

Hinh 265. Chon Iénh Format Shape...
3. Trong hop thoai Format Picture, ban chon Alt Text

4. Nhap twa dé cho ddi hinh 13 “HD Zune” tai hop Title va nhap phan mé ta 1a “Thiét bi
giai tri di dong da phuong tién” tai hgp Description.

5. Nhap nat Close dé dong cira sb.
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Hiéu chinh hinh anh

Chlng ta cd thé thuc hién mot sb thao tac hiéu chinh hinh anh ngay trong chuwong trinh
PowerPoint ma khéng can thém bt ky cong cu nao. Sau day 1a mét sé hiéu chinh théng dung.

Thay déi d¢ sang, dé twong phan va dé siac nét caa hinh anh

% Céc budc thue nhu sau:

1. Chon hinh can hiéu chinh d6 sang va d tuong phan (Brightness and Contrast). Vi dy,
ban chon hinh bén trai trong slide so6 4.

2. Chon Picture Tools, vao ngin Format, nhém Adjust, nhap chon nat Corrections.

. o ¥ u .
E'T fn Q@ ﬁ Compress Pictures
—u g \% Change Picture
Remaove Correcti Color  Artistic _
Background L - Effects = qERESE‘E Picture
% Adjust
p
Hinh 266. Chon lénh Corrections

3. Tai Shape and Soften va Brightness and Contrastla tap hop cac kiéu diéu chinh
hinh duoc thiét l1ap sin. Ban c6 thé di chuyén chudt 18n céc kiéu nay va xem trude két
qua thé hién trén slide trude khi nhap chon maot kiéu nao do. Vi dy, ban chon Sharpen
14 0%, Brightness +20% va Contrast-40%.

‘ q‘ - ;ﬁ: Compress Pictures —— —
=l &Change Picture :d; |
Corrections| Color Artistic o : ‘ '

- [~ Effects » i Reset Picture

Sharpen and Soften

Brightness and Contrast

% Picture Corrections Options...

Hinh 267. Chon kiéu dinh dang dg sang,tieong phan va dé sdc nét cia hinh

4. Ngoai ra, ban c6 thé nhip chon Iénh Brightness and Contrast dé tinh chinh do
s&ng,do twong 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 Presets:
Shadow Soften Sharpen
. v
Reflection v

Glow and Soft Edges Brightress and Contrast

3-D Farmat Presets:

3D Rotation Brightness: _J_ 0% %

Picture Corrections Contrast: —J—
Picture Color

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 wng chuyénmau cho hinh anh

% Céc budc thue nhu sau:

1. Chon hinh can hiéu chinh. Vi dy, ban chon hinh con buém bén phai trong slide sé 4.
2. Chon Picture Tools, vao ngin Format, nhdm Adjust, nhap chon nat Color.

}1 Compress Pictures I 1. 2 V—
[ | -

B cChange Picture }

istic 2

cts » g Reset Picture

&

ki
L
\;
'\

Color Tone

5 09 &7 B9 B9 T K

More Variations 4

- s

&)
IL/ Set Transparent Color
&y Picture Color Options...

Hinh 269. Lénh Color trong Picture Tools
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3. Trong ctra 6 vira xuét hién:

Tai nhém Color Saturation, ban chon mét kiéu phu hop trong danh sach cac

kiéu thiét 1ap san. Vi du, ban chon cho mau sic sic s& hon 200%.

Tai nhém Color Tone, ban chon tdng mau 4m hon 1a 8800K

Tai nhém Recolor, ban &p dung hiéu ang chuyén sang mau do la Red. Ban c6
thé chon nat More Variantions dé tly chon thém cac mau ua thich khac.

Chen hinh vao slide

Chen hinh vao slide

Hinh 270. Hinh truéc va sau 4p dung thay doi mau

4. Ngoai ra, ban c6 thé nhap chon lénh Picture Color Options... dé linh dong tly bién
cuong dd mau, tbng mau va chuyén doi mau.

Format Picture

Fill

Line Colar

Line Style

Shadow

Reflection

Glow and Soft Edges
3-D Format

3D Rotation

Picture Corrections

Picture Calor

Picture Calar
Color Saturation

Saturation:
Color Tane

Presets:

Temperature: _J—

Recalor

Presets:

Artistic Effects
Crop

Size

Position

Text Box

Alt Text

Reset

Close

Hinh 271. Picture Color trong hgp thogi Format Picture

y

Vi nat Iénh Reset Picture ching ta ¢ thé phuc héi hinh dnh vé tinh trang
nguyén thiy mét cach dé dang.
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X6a cac mau nén trong hinh

X6a c&c mau nén trong hinh s& gip nhan manh hon vao di twgng chinh cua hinh anh hon.

% Céac budc thuc nhu sau:

1. Chon hinh can loai bé mau nén. Vi dy, ban chon hinh con buém bén phai trong slide

sb 4.

2. Chon Picture Toolg, vao ngan Format, nhém Adjust, nhip chon nit Remove
Background. Ctra s6 man hinh chuyén qua ngan I¢nh Background Removal.

Rld9-0R_RVE-
j Background Removal : Slide Show
O @ Q v

Mark Areas Mark Areas Delete = Discard All  Keep
to Keep toRemove Mark Changes Changes

Refine | Close |

View Format

daiae Sl ThuchanhPowerPoint2010_Chap4.pptx - Micr...

o B R

ST )

sudes | OGenl

Chen hinh vao slide

« »[{

Click to add notes

»

4—S-Iide4 of 11 ] Paper | <5 |

[N O S N

Hinh 272. Ngan Background Removal

3. Ban diéu chinh 8 nét xung quanh hinh dang chon sao cho bao hét viing hinh con buém

can gitr lai. Sau d6, nhan nit Keep Changes.

Chen hinh vao slide

Chen hinh vao slide

Hinh 273. Chen viing hinh can giiz lai
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Ap dung hiéu &ng nghé thuat cho hinh

% Céac budc thuc nhu sau:

1. Chon hinh can hiéu chinh. Vi duy, ban chon hinh con buém bén tréi trong slide sb 4.
2. Chon Picture Tools, vao ngan Format, nhom Adjust, chon Iénh Artistic Effects.

3. Di chuyén chuét 1én cac kiéu hiéu tng dung sin va xem két qua hinh trén slide.
4

Nhép chudt dé chon mot kiéu hiéu wng mong mudn. Vi du, ban chon kiéu Pencil
Grayscale.

—

[« Aartistic Effects +| %g ' | B2 picture Lay

[
A 7N

Hinh 274. Chon kiéu hiéu ing tir danh séch

5. Pé bo hiéu tng Artistic thi chon kiéu None (kiéu dau tién) trong hop danh séach
Artistic Effects.

Ap dung hiéu &ng dé béng, dwong vién, ... cho hinh

Ngoai c4c hiéu tmg di trinh bay, PowerPoint con cho phép chung ta ap dung rat nhiéu kiéu hiéu
tmg nhu 1a cac hiéu ung db bong (Shadow), hiéu tng tuong phan (Reflection), hiéu tng cho cac
canh cua hinh (Soft Edges), hiéu tng 3-D, ...

% Cac budc thuc nhu sau:

1. Chon hinh can hiéu chinh. Vi dy, ban chon hinh con buém bén tréi trong slide sb 4.

2. Chon Picture Tools, vao ngan Format, nhom Picture Effects, chon nat 1énh Picture
Effects.

— JE— L Picture Border ~

> p— |  ER £ np—
ol ’g‘ d’ e e PictureEffectIé

¥ ‘g-g Picture Layou

Picture Styles %

Hinh 275. Lénh Picture Effects
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3. Cac hiéu ung cho hinh duoc phan loai thanh nhiéu nhém. Ban ré chudt vao cac kiéu
hiéu tng trong cic nhoém va xem trudc két qua thé hién trén slide. Nhap chudt chon
kiéu hiéu wng mong muén. Vi dy, ban chon kiéu Perspective Diagonal Upper Left
trong nhom Shadow.

B = = 5 J . q: +.]
IJ dl ‘ ‘ d « || Picture Effects »| = [ Send Backward ~ [g]
| = e} Crop H
5 |Selection Pane Sk~ . g
»
Picture Styles ¢ Preset ‘ RrahinE ¢
| | === — —
| y— P
! Shadow 8l ‘inner

perecton > | |l el

o SOftEdges >

i
ki
i L

e

a Bevel >
| | Perspective

[[]

D Shadow Options...

Hinh 276. Kiéu do bong Perspective Diagonal Upper Left

4. O cubi danh déach cac kiéu hiéu tng cé cac nit Iénh d&& mé hop thoai Format Picture
gilp ban tuy chinh thém céc hiéu tng.

Thay déi kiéu dinh dang dwong ké va mau nén cia Shape

Céc Shape la cac hinh do ban vé tir hop cong cu Shapes cua PowerPoint. PowerPoint cung cip rat
nhiéu Shapes cho ban lya chon. Dudi ddy 1a mét s6 thao tac can thiét dbi voi dbi twong Shape.

Ap dung nhanh céc kiéu dinh dang dung san

% 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 ngén Format, nhom Shape Styles, chon nut More dé mo
toan b danh muc va chon moét kiéu trong danh muc nay.

ExNOoO - & L% shape Fill =

&—L—L,ED‘& G- Abe [Ahﬂ Abe ~ [* shape Qutline =

AR S 45 % Shape Effects =
Insert Shapes Shape Styﬁ ]

Hinh 277. Ap dung Shape Styles

3. Vi du, ban chon kiéu Light 1 Outline, Colored Fill — Gray-50%, Accent 1
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Al [Ahu [ Abe Al Abe [ Al Al

000000
ma

nght].OutIme Colored Fill - Gray-30%, Accent 1

QOther Theme Fills

Hinh 278. Chon kiéu dinh dang Shape

Thay d6i mau cia cac dwong ké va mau nén

% Céc budc thuce nhu sau:

1. Chon Shape can hiéu chinh. Vi du, ban chon Shape hinh mili tén trén trong slide s6 6.

2. Chon Drawing Tools, vao ngan Format, nhdm Shape Styles, chon nit Shape Fill.
Chon mot méuqtrong bang mau, vi du nhu ban chon mau xanh. Nhan vao nut More
Filj Colors... @& mé hop thoai Colors sé c6 nhiéu mau hon cho ban lya chon hoac pha
ché mau.

| Salshape Fill - | Ay A~
& -

Theme Colors

e
les =

| Standard [ ]
«HRENENE
Standard Colors
| | [ |
Recent Colors 4
|
Mo Fill
W  More Fill Colors..,
E Picture... Color model:
. Red: -
[ Gradient 4 =
— Green: =
Texture e
the
=
Transparency:
Eﬂw i "“] i Current
Al &1%

Hinh 279. Chon mau nén cho Shape
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3. Chon nat Iénh Shape Outline trong nhom Shape Styles va chon mét mau trong bang
mau cho khung duong vien, vi du nhu ban chon mau vang. Nhan vao nit More
Outline Colors... d&¢ md ¢6 thém mau lua chon.

Fi
L_é_-’|5hape Outline*] ,_,? & - "
Theme Colors - %

H B EEEEEN;: -

Standard Colors
HE EEEER

Recent Cokbrs

Mo COutline

Maore Qutline Colars..,
Weight

=z Dashes

Hinh 280. Chon mau cho khung dwong vién cia Shape

Thay d6i kiéu nét ké

% Céac budc thuc nhu sau:

1. Chon Shape can hiéu chinh. Vi du, ban chon Shape hinh mili tén trén trong slide s6 6.

2. Chon Drawing Tools, vao ngan Format, nhom Shape Styles, chon nat Shape
Outline.

e D¢ thay ddi kiéu nét ké sang kiéu nét gach dut thi vao Dashes va chon kiéu nét la
Dash.

e Dé thay ddi d6 day cua nét ké thi vao Weight va chon do6 day 1a 11/ pt.
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lAbu I lAbu I - [E2lshape outiine - | ‘[T & - | DhsendBack

Theme Colors I - 1, selection P
Shape Styles O | EEEEEN les | Arran

DINMAARR VR standard Colors

HE PEEEER Recent Colors
Recent Colors n
No Outline
- i
Mo Outline More Outline Colors... i
""""" 3 i » P P
More Cutline Colors... | Weight ¥ pt -
Weight N  EE & Dashes » | wpt
Weig
—— T Arrows b % pt
= Dashes » [—2
““““““““““““ 1pt
Arrows
.............. 13 pt
[ kgt
— — 3pt

4% pt  ——

6pt I |

=2 More Lines...

|
Hinh 281. Thay déi kiéu dwrong ké

Thay ddi kiéu WordArt

Chung ta s& thuc hanh thay doi kiéu WordArt hién hanh trén slide 6 sang kiéu luon song.

% Céac budc thuc nhu sau:

1. Chon WordArt can hiéu chinh. Vi du, ban chon WordArt trén trong slide s 6.

2. Chon Drawing Tools, vao ngan Format, nhom WordArt Styles, chon nat Text
Effects.

A Text Fill -

A A AN | +| &2 Text Outline ~

T | 2\ Text Effects =
WordArt Styles M |

Hinh 282. WordArt Styles

3. Chon nhém Transform va chon kiéu lugn séng Wave 2 cho WordArt.
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ffects ~ . o ¥, [/}5 Text Effects '] % Selection Pane 5l Rotate ~ i 972
WordArt Styles i | Arrange Size
/ r’; ) Shadow 4 f
i i -~
-, Reflection > |, .de abcae abcde abcde
hup hinh man hinh dua AN
. abede abcde
Awa
\ abcde abcde
b\ 3-D Rotation » =
a3
o . z = Bt abcde abcde
T durte Thinkba 2009, | Transform abcde abede abcde
Tislae AW < abede avede |

abcde itk W

Abeg, agbcde  Aabede v

Hinh 283. Thay déi kiéu WordArt

4. Chlng ta c6 thé thay dbi nhanh cac kiéu hiéu tng mau sic, bong mo cho WordArt
bang cach nhan vao nut More va chon moét kiéu hiéu ing dung san.

Applies to Selected Text N

AAMNAA

>

>
B> >
> P>

> >

.| A TextFill ~ &y Bring Forwa A A \
L} ;"_ “ —
A T\\\ . S | & cradient Fill -
‘ * Text Qutline ~ | [ Send Backw

2\ Text Effects ~ | S, Selection Pa
I} Arr

More /Q A A A L
Chaoaose visual style for text Ay Clear Wordart

Hinh 284. Thay doi hiéu iing t6 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 doi kiéu dinh dang va hiéu
ung cho SmartArt.

% Cac budc thue nhu sau:

1. Chon SmartArt can hiéu chinh. Vi dy, ban chon SmartArt trén trong slide sé 7.
2. Chon SmartArt Tools, ngan Design, nhom SmartArt Styles
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Point2010_Chap4d.pptx - Microsoft PowerPoint

Slide Show Review View Developer

SmartArt Tools

Add-Ins  Acrobat Design

o0
i‘d
Change
Colors =

| Smartart Styles

Y=
Reset Convert
Graphic =

| Reset |

-

Hinh 285. SmartArt Styles

3. Chon lénh Change Colors va chon Dark 2 Outline dé d6i mau cho SmartArt

XRR CE - -

Reset Convert

Graphic =
Primary Theme Colors |:|
1 Chen Smart Art vao slide

Accent 1
Accent 2
o [+]
% Recolor Pictures in Smart4rt Diagram

Hinh 286. P4i mau SmartArt

4. Chon nat More va chon mét kiéu dinh dang dung sén. Vi du ban chon kiéu Polished

trong nhém 3-D.

Best Match for Document 4]

xR B CE
@:
=

B & g _

Chen Smart Art vao slide

Hinh 287. Chon kiéu dinh dang Polished
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Cit va nén media

PowerPoint 2010 tich hop san tinh ning cit xém am thanh va phim ngay trong quéa trinh soan
thao. Ching ta khdng phai can dén mot chuong trinh bién tap audio, video nao khac. Ching ta s&
thuc hanh cit xén audio, video va nén ching lai dé tiét kiém khong gian dia va gitp khi nghe va
xem dugc muot ma hon.

Cit xén audio

Céac doan am thanh chén vao bai thuyét trinh doi khi rat dai va ching ta chi can mot doan nho
trong d6 dé minh hoa cho khéan gia. Khi dé, tinh nang cit xén audio cia PowerPoint try nén rat
hiru ich.

% Cac budc thuc nhu sau:

1. Chon audio can hiéu chinh. Vi du, ban chon audio hinh céi loa trén trong slide s6 7.
2. Vao Audio Tools, ngan Playback, nhom Editing, chon nat 1énh Trim Audio

— b Fade Duration
TP e

| §jjFadeIn: 00.00
Play Add Tri .
Bookmark Auflio %_] Fade Cwut: 00,00

Preview Bookmarks Editing

=

4F 4F

Hinh 288. Trim Audio

3. Trong hop thoai Trim Audio, ban thiét lap thoi gian bét dau va két thic caa doan
audio can trich ra tai Start Time va End Time. Vi dy, ban thiét lap Start Time 13 00:00
va End Time 14 00:24. Ban ciing c6 thé dung chudt dé xac dinh ving &m thanh can
trich trén thanh truot.

Trim Audio
‘elcome to Zune HD.wma Duration:  00:24,000
‘.DDD
00:00 e [il ] l > ] l I'l oo: 24| =
Start Time End Time
[ [0]4 ] [ Cancel ]

Hinh 289. XAc dinh doan am thich can trich ra

4. Nhan nit OK dé hoan tat viéc cit xén am thanh.
Cit xen video

Tuonng tu cit xén audio, viéc cit xén video sé& gitp ching ta loai b dugc nhimg doan video kém
chat luong, bi 16i khdng hién thi khi thuyét trinh.
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% Cac budc thuc nhu sau:

1. Chon video can hiéu chinh. Vi du, ban chon video bén phai trong slide s 8.
2. Vao Video Tools, ngan Playback, nhom Editing, chon Iénh Trim Video.

= q_ﬁ;f Fade Duration
-I:% '*

g FadeIn:  00.00

Play Add Remove Trin :
Bookmark Bookma ‘,,-'i.j Fade Qut: |00.00
Preview Eookmarks Editing

Hinh 290. Lénh Trim Video

4F 4F

3. Trong hop thoai Trim Video, ban thiét 1ap doan video s& can trich tai cac hop Start
Time va End Time.

Trim Video 2

Welcome to Zune HD.flv Duration: 01:03.060

00:11.430

[00:00 Z: @ [E 01:03.060 2|
Start Time. End Time

Hinh 291. Chon dogn video can trich

4. Nhan OK hoan tat.

Nén audio va video

Chung ta c6 thé tang hiéu nang khi trinh chiéu bai thuyét trinh bang cach nén cac doan audio va
video nhung trong bai.

% Cac budc thuc nhu sau:

1. M¢ bai thuyét trinh ¢6 chtra audio va/ hoic video

2. Vao ngin File, chon Info, chon nhém Media Size and Performance va nhan nit lénh
Compress Media.
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Home Insert Design Transitions Animations Slide Show Review View Developer A

) Uptimize Media Compatibility
\@ Are you planning to deliver this presentation on
o another computer? Optimizing media compatibility
OptIm.IZ.E. Can improve your experience,
Recent Compatibility e .
1 media file can be optimized.
New 1 media file requires a network connection.
! Before presenting, test this item in slideshow
mede to ensure you are connected,
Print About media compatibility
Share

Media Size and Performance

Help Save disk space and improve playback performance
by compressing your media files, Compression

@ Add-Ins = might affect media quality.

5 ) Media files in this presentaticn are 17 MB.

i3 Options | on Quality mmed regions.

@ Exit &A Save space while maintaining overall berformance

audio and video quality.

Internet Quality
"E‘E-I' Quality will be comparable to media
which is streamed over the Internet,

Low Quality
Use when space is limited, such as

when sending presentations via e-mail.

hange any part of this

Hinh 292. Lénh nén media

3. Chon mét kiéu nén media trong 3 tily chon sau:
e Presentation Quality: Nén nhung béo heu chat lwong &m thanh va hinh anh phim
mao muzc tot nhat.
e Internet Quality: Nén véi chdt lwong trung binh, thich hop cho viéc chia sé trén
internet.

e Low Quality: Nén’nhié‘lzl nhdt, tgo ra tap tin cé kich thudc nho nhdt nhung chat
lwong media sé thap nhat so vai 2 kiéu nén trén.

Compress Media

Slide  Mame Initial Size (MB) | Status

7 Welcome to Zune HD.wma 1 Complete - 0.6 MB Saved
8 Office 2010- The Mavie.wmy 12,5 Processing... 78%

] Welcome to Zune HD. fiv 3.5

Compression in progress. Processing 'Office 2010- The Movie.wmv'...
I
L ]

Hinh 293. Ciza s6 Compress Media
4. Vi du ban chon kiéu nén Internet Quality va hop thoai xuat hién Compress Media
xuat hién thuc hién qua trinh nén cac am thanh va doan phim dang nhlng trong bai
thuyet trinh.

5. Khi nén xong, PowerPoint s& cung cap thong tin vé két qua nén trong cira s6
Compress Media. Nhan nit Close dé dong ctra so.
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Compress Media:
g'/ Khi thyc hién xong Iénh compress media cdc dogn audio, video bi cat bé béi
' Iénh Trim Audio va Trim Video sé bj logi bé khéi bai thuyét trinh va khong
thé phuc hoi lai néu ban da thuc hién |énh liu va déng bai thuyét trinh.

6. Pinh dang bang biéu

Thay ddi kiéu dinh dang cia bang

% Céac budc thuc nhu sau:

1. Chon bang can thay déi kiéu dinh dang. Vi du ban chon bang trong slide 10.

5 phan mém

tao bai thuyét trinh tot nhat
Stt. | Phinmém _
1 PowerP cint PowerPoint do Microsoft phat tric?=T2 mét thanh phin trong

b Microsoft Office. PowerPoint hién [2 phin mém tao bai
thuyét trinh tét nhit trén thi tridng,

Flash do Adobe phat trién. Tao bai thuyét trinh trén Flash rit
thuin tién cho vige chia s2 va phat hanh trén internet do Flash
chay trénnén trinh duyét web.

Impress Impress 1a phin mém mién phi do Sun Microsy stems phat
trién. Imress 12 mit thanh phin trong bé OpenOffice.

Keynote Keynote do Apple Inc. phat trién, la mét thinh phin trong b
iWaork.

Presentations  Presentations do SoftMaker phat tridn, 1o mot thanh phin trong
b SoftMaker Office.

Hinh 294. Chon badng

2. Vao Table Tools, ngan Design, chon nhom Table Styles va nhap chuét vao nit More
dé m¢o rong danh sach cac kiéu dinh dang.

ThuchanhPowerPoint2010_Chap4.pptx - Microsoft PowerPaint Table Tools
nsitions  Animations  Slide Show Review View Developer Add-Ins Acrobat Design Lay|
—— p—— Y & A — - E

< & - 1pt -
Quick ¥
" Styles (A7 | -# PenColor~ 7,

WardArt ... Draw Bord

Mare
Choose a visual style for the table.

Hinh 295. Chon Table Styles

3. Vi duy, ban chon kiéu 1a Dark Style 2 Accent 1/ Accent 2
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<

O
Dark
E=e==d BEosod EBE==s=d BE=s=d
B | s, EEmm EE——
pgp——— iDajStyle 2 - Accent 1/Accent 2]
@ Clear Table

7 Hinh 296. Chon kiéu dinh dang bang 7
4. Be trang tri thém cho bang, ban vao nut Effects, chon nhém Shadow va chon kiéu
bong mo la Offset Diagonal Bottom Right.

Cell Bevel F

D Reflection *

# Pen Colar *

T

— IO
it Effects = Style fuy ~

Mo Shadow

i Y
p- - -
D Liflic E Quter

O O

(Al

tao bai thuyét trinh tot nhat
Stt.  Phéin mém Mota

chay trénnén trinh duyétweb.

Impress Impress i phin mém mién phi do Sun Microsy stems phat

PowerPoint doMicrosoft phat trién, la mot thanh phin trong
b Microsoft Office. PowerPoint hién 12 phin mém tao bai
thuyét trinh tét nhit trén thi trudng,

Flash do Adobe phat trién. Tao bai thuyét trinh trén Flash rit
thuin tign cho viée chia s2 va phat hanh trén internet do Flash

mit thanh phin trong

i phin mém tyo bai fset Diagonal Bottom RightJ
7 — | —

ot trinh trén Flash rit

Ih trén internet do Flash

J O Ue

Keynote

Presentations

trién. Imress la mit thanh phin trong bi OpenOffice.
Keynote do Apple Inc. phat trién, la mét thanh phin trong bé
iWaork.

Presentations do SoftMaker phat trién, 1o mét thanh phin trong
b SoftMaker Office.

Microsystems phit
b CpenOffice.

D Shadow Options...

Hinh 297. Thém bong mo cho bdang

Thém hoic x6a dong, cdt caa bang

Cac budc thue nhu sau:

1. Chon bang can thay déi kiéu dinh dang. Vi du ban chon bang trong slide 10.

2. Chon vao mét 6 trong bang ma ban du dinh chén thém dong, cot vao bén trai hoac bén
phai 6 chon. Vi du, ban chon 6 Flash

5 phan mém

tao bai thuyét trinh tot nhat

1 PowerP oint

I-‘lnsﬂ

Impress

Keynote

Presentations

PowerPoint do Microsoft phat trién, la mét thanh phin trong
b Microsoft Office. PowerPoint hién 12 phin mém tyo bai
thuyét trinh tét nhit trén thi trucng,

Flash do Adobe phat trién. Tao bai thuyét trinh trén Flash rit
thuin tién cho viée chia s2 va phat hanh trén internet do Flash

chay trén nén trinh duyétweb.

Impress 12 phin mém mién phi do Sun Microsy stems phat
trién. Imress [2 mét thanh phin trong bé OpenOffice.

Keynote do Apple Inc. phat trién, la mét thinh phin trong bé
iwork.

Presentations do SoftMaker phat trién, la mét thanh phin trong
b SoftMaker Office.

Hinh 298. Chon 6 trong bang
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3. Vao Table Tools, ngan Layout, nhdm Rows & Columns va chon Iénh:
e Insert Above: Chén dong ngay trén 6 dang chon
e Insert Below: Chén dong ngay dudi 6 dang chon
e Insert Left: Chen ¢4t bén trai 6 dang chon
e Insert Right: Chén cot bén phai 6 dang chon

A B el |

Delete Insert Insert
- Above Below

x;}(‘ lﬁ E‘é ﬂj E 3'&'-' Delete Columns

Delete Insert Insert Insert Insert = Delete Rows
- Above Below Left Right %
& Delete Table

Rows & Columns

Hinh 299. Chon Iénh chen hogc x6a dong, cdt

4. Mubn x6a dong hozc cot thi nhan vao nut Delete va chon Iénh:
e Delete Columns: Xoba cac cot dang chon
e Delete Rows: Xo6a cac dong dang chon

e Delete Table: Xda ca bang chira 6 dang chon

7. Pinh dang db thi

Cap nhat thong tin cho do thi

D6i khi chiing ta can phai cdp nhat hodc x6a bdt cac sd liéu cho do thi da trén slide. Phién ban
PowerPoint 2010 ho trg rat manh vé mang vé€ do thi nén cac thao thac thuc hi¢n rat don gian.

% Cac budc thuc nhu sau:

1. Chon @6 thi trén slide can hiéu chinh sé liéu. Vi du ban chon db thi trong slide 11.
2. Vao Chart Tools, ngan Design, nhom Data va chon 1énh Edit Data

ThuchanhPowerPoint2010_Chap4.pptx - Microsoft PowerPaoint Chart Tools

Transitio | Animatio | Slide She | Review | View | Develops | Add-Ins | Acrobat ||Design | Layout | Fol

Ez=z M=z : )
LM e UG T EEP’ @
Select i Refres Quick Quick Diraft
Data Layout = Styles = -

Data Chart Layouts | Chart Styles| Mode

s

Edit Data

Show the data this chart is based
an.

Hinh 300. Lénh Edit Data
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3. Trong cura s0 Excel xuat hién, ban tién hanh thay doi so li¢u, thém dong so li¢u hoac
r r A 1A , A . r 5 A . \ ‘ e A1 %
x6a bdt so li€u cua do thi. Ban dong ctra s6 Excel khi hoan thanh cac thay do6i bang
cach vao ngan File chon EXit.
]! L | Chart in Microsoft PowerPoint - Microsoft Excd
.i. Home Insert Page Layout Formulas Data Review View A
) Information about Embedded Object
B save As
& Open A Permissions
(3| & 1= Chart in Microsoft PowerPaint - Microsoft Excel 3 Close == Anyone can open, copy, and change any part
of this workbook.
m Home Insert Page Layout Formulas Data Review View Add-] m Protect
o b =_[ = ; - Workbook =
& Calibri 11 === General é; g=Insert
EFRe 2= RN S ] I Delete Recent
Paste Eo 0 .00 Slg-vles ) Format =
o S o “"‘,ﬂ_‘ma _— - Prepare for Sharing
Clipboard Font Alignment Mumber Cells B (4 Before sharing this file, be aware that it
E3 - 5 Ch.- o contains:
Print ek rer Document properties, printer path and
1 | Trinh dh :Q Thi h'-E 2009 £ L I;I ; < lesues author's name
. huyet tpha = Share Content that people with disabilities are
2 Internet Explorer 62 69%, unable to read
3 [Firefox 24.61% [ ] Help
4 Chrome 4.63%
5 |Safari 4.46% [E2 Addns ~
6 |Opera 2.40% ] Option
7 Ehac 1.21%) 3
g To resize chart data range, drag lower right corner of range. m
9 —

Hinh 301. Cdp nhdt sé liéu trong cira sé Excel

TOy bién dinh dang d6 thi

PowerPoint cung cép san rat nhiéu mau dinh dang dd thi dep mét cho ban tha hd lua chon.
PowerPoint cho phép ching ta thay doi mau sic ciia cic thanh phan trén do thi, thém hodc bét
cac thanh phan nhu cac dudng ludi, cac nhan, cac chu thich,... hodc thay doi kiéu dinh cua ca do
thi b.':ing mét ci nhép chudt.

% Cac budc thuc nhu sau:

1. Chon @b 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 mudn thay doi. Gia st ban khéng thay

ddi kiéu layout.

e Tai Chart Style: chon kiéu dinh dang d6 thi mudn &p dung. Vi du, ban chon

lai kiéu dinh dang 1a Style 34.

Animations Slide Show Review View Developer Add-Ins Acrobat J Design | Layout
[ |
& ¢ © U b b b D o b oD
_ L% AR - .
== ||+ =
Chart Layouts Chart Styles

T
Format

Hinh 302. Chart Layout va Chart Style

3. Dé thay doi kiéu d6 thi thi vao nhom Type trén ngin Design. Ban chon Iénh Change
Chart Type, hop thoai Change Chart Type xuat hién. Vi du, ban chon kicu
Clustered Column va nhan OK khi d¢6 d6 thi hinh tron bién d6i thanh dang do thi

cot.
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i ST XY Thi phan trinh duyét 2009
C@ Templates Column o]

[ column

4 Line Mm |_E_ﬂ Bﬂ M =

& Pie Clugjered Column |

Area

XY (Scatter) M I M ' ﬂ

Stock

Surface Line

Doughnut /_\ »_’ Py ’: :

Bubble

T EEE
T EEE

..... A | | : :
Internet Firefox Chrome Safari

Explorer

LeBEREEMN

B

Radar

@ Thi phin 2009

Pie
o] @] Abllacllenl s
[ManageTemplabes‘.. } [ Set as Default Chart J J

Hinh 303. Thay déi kiéu do thi sang dang cét

4. Dé thém hojc x6a céc thanh phén trén do thi, ban vao ngan Layout va chon kiéu
thanh phan can thém hodc xo6a. Sau day la danh muc cac thanh phan trén do thi:

Bang 6.  Danh muc cé&c thanh phan trén do thi

Lénh Tén Chikc nang
= Chart Title An tira dé hozc cho hién twa dé dd thi ¢ cac & gitra hodc phia trén do
thi.
Chart
Title ~
lian Axis Titles  An hogc hién ch thich cho cac truc trén do thi va c6 thé chon chicu
= cua vin ban xuat hién trén truc tung.
Axis
Titles -
e Legend An hoac hién chi thich cho d6 thi & nhiéu vi tri khac nhau.
Legend
i Data Labels  An hoic hién nhan dir liéu trén d6 thi va tiy chon vi tri xuat hién.
Data
Labels =
i Chart Data An hoic hién bang dit liéu cua d6 thi
== Table
Data
Table ~
if!L! AXes An hoic hién cac truc va cac nhan cua truc tung va truc hoanh.
Thay d6i don vi tinh cho céc truc
Axes
T Chart An hoic hién cac duong ludi ngang va doc trén do thi
iLL: Gridlines
Gridlines

-
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m Plot Area

Plot
Area T

@ Chart Wall

Chart
Wall ~

@ Chart Floor

Chart
Floor =

l 3-D Rotation

3-D
Rotation

Trendline

Trendline

J Lines

I Up/Down
Bars
Up/Down

Bars =

I Error Bars

oy b

Errar
Bars -

Thay d6i hoic x6a mau nén cua ving db thi trong do thi 2-D

Thay ddi hoic x6a mau cua cac vach ding (Wall) trong d6 thi 3-D

Thay d6i hodc x6a mau nén (Floor) trong d6 thi 3-D

Mo hop thoai Format Chart Area cho phép tuy chinh cac kiéu xoay
do thi 3-D

An hién cac duong xu huéng cua s lidu trong dd thi

An hoic hién cac duong k& tir diém dir liéu xudng truc hoanh hozc
duong noi gitra diém cd gia tri thap nhat va cao nhat trong do thi
dang Line.

An hogc hién céc thanh doc gitra diém c6 gia trj thip nhét va cao
nhat trong do thi dang Line.

An hogc hién céc thanh chi thi su bién dong cua dir liéu so véi gia
tri hién thi.

8. To chic cac slide trong bai thuyét trinh

Ban cd thé sap xep lai thar tu cua céc slide trong bai thuyét trinh bat ky khi nao ban mUOn
PowerPoint thiét ké ché do Slide Sorter dé thuc hién cong viéc to chic va sap xép cac slide rat

thuan tién.

% Céc budc thue nhu sau:

1. M¢ bai thuyét trinh can t6 chuc lai.

2. Vao ngin View chon Slide Sorter. Man hinh PowerPoint chuyén sang ché do hién thi

Slide Sorter.

3. Dung chudt chon mot hoic nhiéu slide can thay doi vi tri. Muon chon nhiéu slide cling
lUc thi gitr phim Alt (chon céc slide lién nhau) hoac Ctrl (chon céc slide nam céch xa
nhau) trong khi nhap chon céc slide.

Trang 176



Chuwong 4. Tily bién, hiéu chinh bai thuyét trinh

Bl Y-8 T[4 Q5|5 ThuchanhPowerPoint2010_Chap4.pptx - Microsoft PowerPoint = B R
MMe Insert Design Transitions Animations Slide Show Review | View ‘ Developer Add-Ins & o
g 3 Slid [ Slide Master [ Ruter m =
=8 =iy EEs S5 F
Not! andout Master | [ | Gridlines &= Grayscale %
Normal ,__ \ s Zoom Fitto ; New Switch Macros
_\,QIReadmg View otes Master | Guides Window ﬁ Black and White | window "** Windows ~
Presentation Views Master Views Show | Zoom | Color/Grayscale | Window | Macros |
Slide Sorter View — =
Vi th tati in Stid e w e20T0 Clyén hinks vio slide
iew the presentation in Slide P T e
Sf;ter view to easily rearrange mxgmﬁ:‘“"‘" 2 - 10 sy
slides.
SRS phi it thuyfh wrinh vt ot dmn.
wikc, hiah &b vl it ot kb g mal
Chin Clip Artvao slide Chiug iy s bk diea vio slide Chin Smart Art vipslide =
5 phin iné
Chen dogn phim e NS vy T oy @ b e hdt =
I . A
Slide Sorter | “Paper” | [E@Eﬁ 2 0% U@ HE .

Hinh 304. Slide Sorter

4. Giir trai chudt va kéo cac slide dén vi tri méi. Khi xuat hién duong ke dang tai vi tri
mai thi tha trai chuot va cac slide dugc chon sé€ duoc di chuyén dén vi tri mai nay.

e )]

C1mmns Dt o gadn

PowerPoint 2010

Erore

PowerPoint 2010

Mt
B e T ™

Hinh 305. Sdp xép trinh ti cdc slide
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9. Hei dap

Cau 1. Cho biét cach ap dung nhiéu Theme khac nhau trong mét bai thuyét trinh?
Tra loi:

Mot bai thuyét trinh c6 t6i thiéu mot theme duoc ap dung. Chung ta c6 thé d& dang st dung nhiéu
theme khac nhau trong mdt bai thuyét trinh. Moi theme s€ c6 mot bd slide master va slide layout
riéng, do vay bai thuyét trinh s€ c6 nhiéu slide master bén trong.

Gia str, chiing ta s& tao méi mot bai thuyét trinh c6 ap dung hai theme khac nhau cho bai nay.

% Cac budc thuc hién nhu sau:

1. Mo PowerPoint va tao mai mét bai thuyét trinh.
2. Vao ngan View, nhdm Master Views, chon Slide Master
3. Trong cira s6 Slide Master:

e Chon slide master

e Vao nhom Edit Theme

e Chon Themes va chon mét kiéu Theme nao dé tir danh sach dung san, vi du
ban chon Angles

Slide Master Home Insert Transitions Animations Review View Developer
i i =]
E B2 & a O &
=
Insert Slide Insert Master  Insert Footers Background | Ppage Slide
Master Layout@ Layout Placeholder - Setup Orientation =~
Edit Master Master Layout
Fs
FY

Built-In

Aa

Aoy

Enable Content Updates from Office.cam...

Browse for Themes...

|

Hinh 306. Ap dung Theme cho Slide Master thi# nhat

4. Chon chudt vao slide layout cudi ciing trong Slide Master thi nhat
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Hinh 307. Chon v; tri dé &p dung kiéu Theme ths hai

5. Vao nhém Edit Theme, chon mot kiéu Themes khac tir danh sach cac mau dung san.
Vi du, ban chon kiéu Grid. Khi d6 PowerPoint sé& tu dong chén thém mot bo Slide
Master mai va ap dung Theme vira chon.

BlIAOSEH@R9 0 5@ 3|5 Presentationl3 - Microsoft PowerPoint o B 2

Slide Master Home Insert Transitions Animations Review View Developer Add-Ins w2 e

-

CLICK TO EDIT MASTER Jciickto cait

Master

, I TITLE STYLE [Fsotitee sty

A 4

slide Master | “Grid” | <%

|EEEm e s (C—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 ké 2 nhom
Slide Layout cho ban lua chon.
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E Layout o

\:I . - - A A E
E5] Reset

Mew AV. . ;

Slide » | ) Section ~ B 7 U 8§ abs Y- Aa A

Title Slide Title and Content Section Header

Twao Content Comparison Title Only

Blank Content with Picture with
Caption Caption

Grid

Title Slide Title and Content Section Header

W e | e g
PGy it sy ARl

Twao Content Comparison Title Only

Hinh 309. Chon layout tir 2 kiéu Theme khi chén slide mgi

Cau 2. Cho biét cach sao chép nhanh tat cd cac hinh c6 trong bai thuyét trinh
Traloi:

Chung 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 céac hinh, vi du nhu chiing ta sé& trich hét hinh trong tap
tin ThuchanhPowerPoint2010_ch4.pptx.

2. Vao trinh quan ly Windows Explore (nhan phim tat Ia Windows+E) tim dén thu muc
chtra bai thuyeét trinh.

==

¥ powerPoint 2010, docs

8 PowerPoint2010_Phu luc, docs Create Shorbout
','—_"]Pu:uwerF‘-:uint 20105ample . ppkx Delete

22 PPTFAG.chm w
— =
E]Q.ﬁ..pptx Propetties

& ThuchanhPowerPoint2010_Ch, ppt:*

Hinh 310. Lénh Rename

3. Nhap phai chuét Ién tap tin va chon l1énh Rename, ban thém .zip vao sau tén tap tin.
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@PuwerPointEDID.ducx iErIJF‘u:uwerF‘u:uinI:ZIII1D.cIu:u::»c
E"_]PawerPointZDlD_Phu luc.docx iErlJF‘u:ulmlerF‘u:uinI:ZEI1IJ_F‘hu luc.docx

‘lﬂ] PowerPoint 20105ample. pptx 'Iﬂ PowerPoint 201 05ample. pphx

2 PPTRAG chm (2 PPTFAQ.chm

k] i ppt £ a. pptx

hﬂ] ThuchanhPDwerPointZDID_Ch4.|:u|:ut><.2i|:u| | E] ThuchanhPowerPoint2010_Ch4. pptx. zip

Hinh 311. Tdp tin da duwoc thém .zip vao

4. Nhip trai chut hai lan dé mo tap tin .zip nay bang trinh giai nén trong may cua ban.
Néu may ban chua c6 chuong trinh giai nén nao thi cé thé tai mot chuong trinh 7zip

mién phi tai dia chi http://www.7zip.com

D:\Books 2010AThuchanhPowerPoint2010_Ch4. pptx. zip)

File Edit Wiew Favorites Tools Help

b om v o ow X

Add  Extract Test Copy Mowe Delete Info

¥ | p:\Bocks 20101ThuchanhPowerPoint2010_Ch4 pptx.zip

Size Packed Size . Modified Created fccessed
2 366 1115
21 250 990 20885 503
593 245
:[Content_Ty... B 675 795 1950-01-01 00:00

4

0 objeck(s) selected

Hinh 312. Nhéitng ngi dung chera trong tap tin PowerPoint

5. Ban vao thu muc ppt trong cira s6 chwong trinh glal nén 7zip. Trong thu muc ppt co
chta rat nhiéu thu muc con bén trong va trong s6 do c6 mot thu myc tén la media
dung dé chura tat ca cac hinh anh, phim, dm thanh, ... ma ban da chén vao trong bai

thuyét trinh.
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D:\Books 2010 ThuchanhPowerPoint2010_Ch4. pptx.zip\ppt}

File Edit Wiew Favorites Tools Help
B w7 owp w X
Add  Extract Test Copy Mowe Delete Info
? |[E] Di\Books 20104 ThuchanhPowerPoint2010_Che . pptx. ziphppt), hd
Mame Size Packed Size  Modified Created Accessed
Sycharts 3650 14&0
[ diagrams 244 909 25115
() embeddings 11 457 11 457
20 805 057 20 793 786
[Cnotesmasters 7921 1813
[Cnotesslides 6321 2789
[T slideLayauts 47 326 13709
(3 slidemasters 15092 2732
() slides £9095 19731
Ctheme 15 &73 3205
= _rels Z 457 372
=] presentation, ., 3613 869 1950-01-01 00:00
= kableStyles. xml 16 373 1514 1950-01-01 00:00
=] presProps, =ml as0 411 1930-01-01 00:00
=] viewProps, xml 956 420 1980-01-01 00:00
< l >
1 object{s) selected 20 805 057 20 805 057

Hinh 313. Thir muc media nam trong thir muc ppt

6. Chon thu muc media va nhan vao nit Extract dé chép thw muc nay ra ngoai. Ban
chon noi chira thu myc media trong hop thoai Copy va nhan OK.

$ o= v o o= X i

Add  Extract Test Copy Mowe Delete Info

Copy

Mame
[hcharts Copy to
[ diagrams |D:\Banks 20104 v| E]
[T embeddings
R media Folders: 1 [ 20 805 057 bytes |
[Z)nctesmasterd

[:ABooks 201 06T huchanhPowerPoint2010_Chd. ppts. ziphppt'
[Cnotesslides mediat,

() slideLayauts
) slidemasters
[Cslides
(Ctheme

3 _rels

=] presentation,

|2 tableStyles.x [ DK% l [ Cancel
|| presProps,xm]

@i

|=| viewProps.

< |

1 objeck(s) selected 20 805 057 20 805 057

%

Hinh 314. Chép thu muc media ra khdi tdp tin PowerPoint

7. Khi d6 thu myc media da dugc chép ra ngoai va ban hay dong chuong trinh gidi nén
7zip lai. Sau do, ban hay doi tén tap tin PowerPoint tro lai nhu ban dau.
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File Edit Yiew Favorites Tools Help FF
e Back ~ () " /j Search || Folders v Li:j Folder Sync
Address |59 Di\Books 2010jmedia v/ B

A A
@ Picture Tasks S g T ]
TJ View as a slide show
©) Order prints online »

‘J‘ﬂ Print pictures
® Copy all items to CD

hdphotol.wdp hdphoto2.wdp imagel.jpeg image2.jpeq

File and Folder Tasks

() Make a new folder

e Publish this folder to
the Web

k2 share this folder image3.jpg image4.jpeg imageS.png image6.wmf

Other Places

1 N
| Books 2010 '
M ’ “ .

:‘ My Computer

23 objects 19.8 MB j My Computer

Hinh 315. C4c hinh dnh, phim trong thu muc media

Cau 3. Hwéng ddn céach tgo watermarke cho cac slide?
Tra loi:

Chl]r]g ta c¢6 thé dung hinh anh, Textbox hodc WordArt dé lam watermark cho cac slide trong bai
thuyét trinh.

Céch 1. Dung hinh lam watermark

% Cac budc thuc hién nhu sau:

1. Trong ché d6 Normal, ban chon slide cin thém watermark. Néu mudén thém
watermark cho tat ca cac slide thi vao ché do Slide Master dé thyc hién cac Iénh.
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lHome Insert | Design

(8] clip Art

{os+ Screenshot
¥ Photo Album ~

Transitions  Animations  Slide Show Review View Developer Add-Ins

1P Shapes ~ ' Bl 2 = 5

Poeces @) B A B 4 B (e
G 3 |

S erlink Action Text Header WordArt Symbols| Mediq

il Chart Box &Footer v "4 . hd

Illustrations Links Text

2 smartart

Insert

Picture from File

Insert a picture from a file.

9 Press F1 for more help.

Worksheet

e ahaac 700 %
hin e 28 94

[

ca moét tap tin ma trén dé ban lam viéc
(tinh toan, vé& do thi va luu trir di liéu.
Workbook cé thé chira nhiéu
warksheet (bang tinh), do vay ban co
thé t6 chure, lwu trlk nhiéu loai théng tin
co lién quan véinhau chitrong mét tap
tin (file).

Sé lwvong worksheet bi gi¢i han béi bod
nhé may tinh.

Workbook

Hinh 316. Chon slide cdn thém watermark

2. Vao ngan Insert, nhém Images, nhap Iénh Picture, tim dén hinh can lam watermark
va nhan nut Insert. Vi du, ban chon hinh Background06.jpg

Insert Picture

v @-a Xmi@E-

Tools -

Background03, jpg

Officeloga.jpg

Lok in: ‘ [ Mulkimedia
@ My Recent Y [ . ]
Docurnents il
@ — Animalz01.jpg Animalz18,IPG Animal219,IPG Backgrounddl,jpg Background0z, jpg
esktop
an
Documents 1
oy o el .
Computer \*’I
ﬁ Iy Metwork
Places

Backgroundd4.jpg

B8 5fficeoniine

OfficeOnline. jpg

[————————] | | ~

Background0s.jpg

Background0? . jpg

1=l

File: name: |

3

Files of bype: |AII Pictures C*, emf;* wimf;* jpg;*, jpeg;™ fif; . jpe;™. png;® brmp; *. dib; * e *.gif*.gf a;* .emz; * wmz |

Insert |~ Cancel

Hinh 317. Chon hinh lam watermark

3. Diéu chinh lai kich thudc hinh vira chén vao cling nhu vi tri s& dat hinh trén slide.
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L) I(_\é mot tap tin mafﬂrén do ban lam viéc
= 2U.

= tA (THEO ok

Hinh 318. Piéu chinh kich thudc va vi tri hinh

4. Vao Picture Tools, ngan Format, nhom Adjust.

e Chon Color, vao nhém Recolor va chon mét kiéu trong d6, vi du ban chon
kicu Green, Accent color 4 Light vi n6 khé gan véi mau nén cia slide nhat.

{3 cotor ~| By ‘d} ‘d; ;} ‘—— ; -| < Pidure Effects - | & Send Ba

Color Saturation ayout ~ | 2y Selection|
1 Arr
wOow W W W oW W
Color Tone »
.27 G — | "
e e e e T srengoban
Recolor S

B

W’ w W JERRNTIR" A

W e

a u 44 ' Lm S L2 U |

>

[

More Variations

[Green,Mcolor‘t Light]
Set Transparent Color

R e

Picture Color Options...

s 1 B 21 M Bl A M ol s =]

Hinh 319. Chon kiéu Recolor

e Chon Correction véqchon tir nhdm Brightness and Contrast mot kiéu nao
do, vi du ban chon kiéu Brightness: 0% (Normal) Contrast: 0% (Normal).
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[ comections~| 1 |- sl (o] e womem  wowem - ZPictureBorder - ChBring Forward - |3
| Sharpen and Soften ‘ﬂ v | & Picture Effects ~ | [ Send Backward ~ [¢|

‘ ,uj Y, _rj Picture Layout ~ 'ﬁ} Selection Pane A

L*’ u ‘ i__“L ’ L*&/ é‘ﬁ-’r . i ) Arrange

| Brightness and Contrast L
= & W
W W |
W e | v
u [Bngh % (Normal) Contrast: 0% (Normal]l
# u u \‘.L " e

1 \?/ Picture Corrections Options...

e | | e

Hinh 320. Chon kiéu Corrections

&

efe € €

e Chon nat Remove Background, va chon vung hinh can giit lai, nhan Keep
Changes dé chap nhén céc thay doi. Két qua nhu hinh sau.
Background Removal Slide Show View ' Format l
‘w} @ Q& & v

Mark Areas Mark Areas Delete | Discard All| Ke
toKeep toRemove Mark Changes Charlg

Refine Close
Slides Outline x Close Backg: Ri | and Keep Changes
- -
7. y Close Background Removal and keep all
Equation changes.

fama) = ﬂ;:?g’— = La mot tap tin ma trén do ban lam V|eI

* En IR A ﬂ%‘m

" Fhma
B2 qua| 30
/{ Vs # 13N b3 00

™o may

Workbook

T

9
* L3 ot ¥ va 1am visc vl o ey,

Hinh 321. Logi bé nén cua hinh

5. Sau khi diéu chinh hinh xong, ban vao nhom Arrange trong ngin Format cua
Picture Tools, chon Send Backward va chon 1énh Send to Back.
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® | a mét tap tin ma trén dé ban lam viéc
(tinh toan, vé do thi va lwu trir di¥ liéu.

= Workbook cé thé chira nhiéu
waorksheet (bang tinh), do vay ban co

thé t6 chirc| lfu trik,nhie loai théng tin
c6 lién quan, ',lnh ?ftrong mét tap
tin (file).~ '
= S6 lvongw 0 han b&ibo
nhé may ti
Workbook

Hinh 322. Hinh lam watermark cho slide

Cach 2. Dung vin ban lam watermark

% Cac budc thuc hién nhu sau:

1. Trong ché @6 Normal, ban chon slide can thém watermark

2. Vao ngan Insert, nhdm Text, chon WordArt

\m

hart | Hype 0 Text Header
Box & Footer|

Links

® | a3 noilwu trlr va

duoc té chirc tha
dong.

WordArt

| & Time Number

A/A_

nod con duoc goi
worksheet chira 1 A A A A

AAAA

4EFE & T Q¢

Date Slide Object Equation Symb V

® M6t Worksheet cl

radient Fill - Blue, Accent 1, Outline - White, Glow

va 1,048,576 don

7 ) -

AAAA.

Hinh 323. Chon kiéu Gradient Fill — Blue, Accent 1, Outline — White, Grow — Accent 2

3. Nhap vao vin ban 1a “Watermark Demo”. Nam vao ndt tron xanh bén trén WordArt
va xoay theo ngugc chiéu kim dong ho.
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B | 3 noilwu trlk va lam viéc véi di¥ liéu, ® | 3 noilwu trlk va lam viéc vé dL“f Iiéu,
no6 con duoc goi la bang tinh. Mét noé con duoc goi la bang inh
worksheet chira nhiéu 6 (cell),cac 6 worksheet chira nhiéuwd ((Q , €ac 6
duoc t6 chirc thf&nh cac cot va cac duoc to chuc&thamﬁ:@ \.Qt/va cac

ung I dong \ \{~ A

'Ilyyta‘lt:.ecrﬁgél a‘ KGL Jl.e1m3@4TCOt = Mot Workshéet 'OLga duoc 16,384 cot

“va 1,048,576 dong va 1 04&57‘®
'b 5
Worksheet $ Worksheet

Hinh 324. Xoay WordArt

4. Vao nhom Arrange, chon Send Backward va chon Iénh Send to Back. Tuy nhién,
ndi dung phi trén WordArt doc chua dugc ré. Ban vao nhom WordArt Styles, chon
Text Fill va chon lai mau nhat hon.

Arext Fill = Lk Bring Foru

ne- A : * || Theme Colors ke
e = H HBE |

WordArt Styles _~
I I Green, Acce
«HERREE

Standard Colors
: . . |mm EEEENE
B | anoilwutrlevalan  woru

né con dwoc goila b =) More Fill Colars..,
worksheet chira nhié @& picure..

duoc tb chirc thanh W Gredent g
dDr‘Ig ; Texture b

" Mét Worksheet{)ma duoc 16,384 cbt
va 1,048 SKBCdong
D

N2

ﬂ

X\ Worksheet

Hinh 325. Chon mau ché cho WordArt
Cau 4. Xin cho biét cach tao mét mdu template?
Tra loi:

PowerPoint cung c4p sin rat nhiéu mau template, tuy nhién ching ta c6 thé tu tao nhitng template
dic thl cua riéng minh va dwa vao PowerPoint dé sau nay st dung. Mot mau template bao gom
nén slide, b mau, bo font, cac layout cua slide, hinh anh,... Do vay, ching ta s& tao mot template
mau gom:

e Mot background t& mau nén kiéu Gradient

e Cheéen mot hinh lam wartermark.

¢ Dinh dang cho cac placeholder Master title va Master text trén Slide Master
Sap xép lai cac placeholder Header & Footer trén Slide Master.
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% Cac budc thuc hién nhu sau:

1. M¢ PowerPoint va chuong trinh s& tao mai mot bai thuyét trinh tréng.

BIOEHEHR9-O[L2@ 3| Presentation3 - Microsoft PowerPoint = @ =
Home | Insert Design  Transiions  Animations  SlideShow  Review  View  Developer  Addins o @
FHEH ke »
@ &)
Paste hew —f B LU S et A e Quick — | Editing
- P sicer BT - - s
Clipboard | sides Font ing
D = =
1
Click to add title
Click to add subtitle
Click to add notes 3
Slide L of 1 | “Office Theme™ | |[E=m=s sm U ®E

Hinh 326. Bai thuyét trinh trong

2. Vao ngan View, nhom Master Views, chon Slide Master.

RPlIOEHQR 9 -0 |[5a@ 3|5  Presentation3 - Microsoft PowerPoint

o = OER
Slide Master Home Insert Transitions Animations Review View Developer Add-Ins & o
& B2 = we (oMo Tl O] B B
= — |E| Fonts ~
Insert Slide Insert _ | Master  Insert Footers | Themes Background | page Slide Close
Master Llayout % | Layout Placeholde - @Effects' M Setup Orientation ~ | Master View
Edit Master Master Layout Edit Theme Page Setup Close
- -
1] H
| Clickto edit Mastertitlestyle | E H
{+ Click 1o edit Mastzrtext styks H
s ; Click to edit Master title style
* Click to edit Master text styles
— Second level
* Third level
SR RRRR _ Fourth level
Click 2 edit Master titie style
) » Fifth level
Click 2 edit Master titie style
-
-
H
-
=
-
Slide Master | “Office Theme® | | (B 88 B & 50% '\5,‘ L] &,,' EE

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 ca thdng sb khac gitr nguyén

e Nhian Close dé chap nhan
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@ Background Styles ']

-
S
oy

i

T [
| |

@_Yj Format Background...
'Ll ResetSlide Backgrounc

Format Background

Fill
Picture Corrections

Picture Color

Artistic Effects

Fill

O solid fil

& Gradient fil

(O Picture or texture fil
O Pattern fil

Preset colors:
e

Gradient stops

T @@

Direction:

Color Paosition:
Brightness: — l_ -m
Transparency: l—

[ Close ] ’ Apply to Al

Hinh 328. Tuy 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 nam & goc trai caa slide.

e Vao Picture Tools, ngan Format, nhdm Adjust, chon Remove Background

dé loai bo nén cua hinh.

e Vao nhom Arrange, chon Send Backward va chon 1énh Send to Back.

Click to edit Master title style

Hinh 329. Chuyén hinh thanh watermark cho Slide Master

* Click to edit Master text styles
— Second level

5. Chon placeholder Master title trén Slide Master

e Vao ngan Home, nhom Font, chon lai Font chix 1a Arial, co chir |a 44
e Chon mau chir 1a Dark Blue, in dam (Bold) va c6 dd bong (Text Shadow)
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&L +

i i
i Click to edit Master title styleg

Click to edit Master text styles
nd level

Hinh 330. Pinh dang cho Master title trén Slide Master

6. Chon placeholder Master text trén Slide Master, vao ngan Home, nhém Font, chon
lai Font chir Ia Arial, mau chir Ia mau xanh (Blue)

Click to edit M?ster title style Click to edit Master title style

to edit Master text styles % -+ Click to edit Master text styles
' d level

i © 3
(L i : : W@

Hinh 331. Binh dang Master text va sip xép Header & Footer
7. Sap xép va thu nho 3 placeholder ciia Header & Footer.
8. Vao ngan Slide Master, chon 1énh Close Master View.

9. Vao File, chon Save As, hop thoai Save As xuét hién
e Dat tén tap tin Template tai hop File name
e Chon Save as type la PowerPoint Template (*.potx)

e Nhan Save dé luu

10. Céc 'Eemplate tu tao s€ dugc PowerPoint luu vao thu muc Template va khi ban tao bai
thuyét trinh mai theo template nay thi tim né trong nhém My template
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Recent

Help

] Options

4 Exit

Blank

presentation

My ternplates

Office.com Template

4

/ -y

B New Presentation

Mew 1
exi sty

Personal Templates |

@Kindergarten diploma. pot
@Maple design kemplate, POT
@Milestune summary report, pok
EE My Template . pot:

|Presentations, th
@Presentatinn&pntx
@Pruduct-service evaluation plan, pok
@Sales call agenda. pat
@Training.pntx

@Wmld in hand design template, pok

Hinh 332. Chon My templates dé truy cdp vao cac template ti tzo hodc tai tir internet

(CTREESIRTEY )
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Chuong 5
Lam viéc vai cac hiéu ing, hoat canh

Ngi dung
1. Hiéu tmg cho van ban
Sao chép hiéu tng
Sap xép trinh tu thuc thi hiéu wng cho
Hiéu tng cho hinh anh, shape
Hiéu ng cho SmartArt
Thiét Iap hiéu tng va tly chon cho am thanh va doan phim
Hiéu tng cho bang biéu

Hiéu tmg cho dd thi

© o0 N o g A~ WD

X6a bo hiéu tng cua cac dbi tuong trén slide

10. Hiéu ting chuyén slide

11. Ty dong hod bai thuyét trinh

12. Tao cac siéu lién két va cac nat l1énh diéu hudng trong bai thuyét trinh
13. Hoi dap
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C 4c hiéu tng va hoat canh cho cac dbi tuong trén slide 1a cach tét nhat giGp ban nhan manh
vao cac thdng tin cung cép trén slide, diéu khién dong thong tin trong bai thuyét trinh va
gitip ngudi xem cam thay thich thu hon d6i voi bai thuyét trinh cua ban. Ban c6 thé &p dung hiéu
g vao cac dbi twong trén tung slide riéng 1¢ hodc thyc hién cong viéc nay trong slide master va
c4c slide layout nham tiét kiem thoi gian.

PowerPoint cung cap rat nhiéu hiéu @ng va duoc chia 1am 4 nhém:
« Hiéu ng Entrance. Cac dbi tugng dp dung hiéu tng s& xuat hién trén slide hodc c6 xu
hudng di chuyén tir bén ngoai slide vao trong slide.

« Hiéu ing Exit: Cac ddi twong 4p dung hi¢u img s& bién mat khoi slide hodc c6 xu huéng
di chuyén tir trong slide ra khoi slide.

« Hiéu irng Emphasis: Nhin manh ndi dung ap dung hiéu tng

« Higu vng di chuyén: Hi¢u ting lam cac dbi twong di chuyén theo mot duong di qui dinh
trudc (Motion Paths).

Ban c6 thé tly y 4p dung mot hay nhiéu kiéu hiéu tng cho mot dbi tuwong. Ngoai ra, ban con co
thé thiét 1ap cho cac am thanh kém theo hiéu ung.

Trong chuong nay, chung 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 &p dung vao bai thuyét trinh dién
ctia minh. Nhin chung khi &p dung hiéu tng, ching ta can chu y cac diém sau:

e Chon kiéu hiéu tng: 4 nhdm hiéu tng di néu trén

e Thiép lap cap d6 ma hiéu ung s& &p dung 1én dbi twong: ca ddi twong hay ting thanh phan
cua ddi twong. Thiét 1ap hanh dong cho ddi tugng sau khi thuc hién xong hiéu tmg: doi
mau, bién mat,...

e Thiét lap thoi diém, téc do va sb 1an I1ap caa hiéu tng: khi nhap chuét hay 1a tu thuc hién
sau mot thoi gian qui dinh, thuc hién hién hiéu tng ddng thoi hay sau mét hiéu ung khac,
téc d6 thuc hién hiéu wng nhanh hay cham.

e Thiét 1ap tha ty thuc hién hiéu Gng cua déi twong so véi cac déi tuong khac trén slide
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1. Hiéu trng cho van ban

Vin ban (Textbox) 1a dbi twong dwoc st dung nhiéu nhat trong bai thuyét trinh. Do vay,
Powerpoint xay dung san rat nhiéu kiéu hiéu &mg rat tha vi cho déi turong nay va ching ta cé thé
thiét 1ap hiéu tng dén tirng dong, tirng chit hodc ting ky tu trong doan van ban. WordArt thuc
chét ciing 14 van ban nén cach ap dung hiéu tung cho dbi tuong nay hoan toan twong tu Vi
Textbox. Do vay, phan nay chi minh hoa ap dung hiéu tmg trén d6i tuong Textbox.

-

« Click to edit Master text styles

— Second level
* Third level

— Fourth level
» Fifth level

Hinh 333. C4c cdp dg ciia van ban trong Textbox

Bang 7. Tuy chon hiéu ing cho cdc doan van ban trong Textbox

As One Object

All Paragraphs
As One

By 1st Level
Paragraphs

By 2nd Level
Paragraphs

By 3rd Level
Paragraphs

By 4th Level
Paragraphs

By 5th Level
Paragraphs

Ca Textbox thuc thi hiéu tng mot lan

Tat ca cac doan vin ban (dong) trong Textbox thuc thi higu g riéng ¢
nhung dién ra dong thoi.

Thyc thi higu tmg dén cac doan van ban thugc cap thir nhat trong Textbox.
Céc dong la cap con cua cap thir nhat khdng cé hiéu tng riéng.

Thyc thi higu tmg dén cac doan van ban thudc cap thir hai trong Textbox.
Céc dong la cap con cua cap tht hai khéng co6 hiéu tng riéng.

Thuc thi hiéu tng dén cac doan vin ban thugc cp thi ba trong Textbox.
Céc dong la cap con cua cap thir ba khdng cé hiéu tng riéng.

Thyc thi hiéu tmg dén cac doan vin ban thudc cip thir tu trong Textbox.
Céac dong la cap con cua cap thir tu khong c6 hiéu tng riéng.

Thuyc thi hi¢u ung dén cac doan van ban thuoc cip thir nam trong Textbox.
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Bang 8.  Tuy chon hiéu wng cho cac tir trong cdc dong van ban

Dong van ban Mo ta

All at once Ca dong thuec thi hiéu tng mot lan
By word Thyc thi hiéu ung dén mai tir trong dong vin ban
By letter Thuyc thi hiéu tng dén mdi ky tu trong dong van ban

Ching ta s€ thyc hanh ap dung hiéu tmg cho cac doan van ban (Textbox) trong slide s6 3 “Cac
kiéu hién thi” cua bai thuyét trinh da tao trong phan trudc.

% Cac budc thue nhu sau:

1. Trong ché do Normal View, ban chon hop van ban can &p dung hiéu ang. Vi du, ban
chon hop van ban bén tréi trong slide s6 3.

Nhiing Kieu hie
L ] = S
»>Presentation Viev:s L >Master Views

- W X Slide Master
“Slide Sorter = Handout Master
o= Notes-Page = Notes Master

= Reading View

Hinh 334. Chon hgp van ban

2. Vao ngin Animations trén Ribbon, nhdm Animation va nhap chon nit More dé mo
danh muc céc hiéu tng.

Mone Appear Fade Fly In Float In EITE-—‘t
prions
Animation

Hinh 335. C4c hiéu i#ng dung san

%

3. Vi dy, ban st dung hiéu ting Entrance véi kiéu Fly In trong hop Animation Styles.
Khi d6 hop van ban trén slide xuat hién thém sé tha tu 1a 1 & ddu mdi dong vin ban.
Diéu nay c6 nghia ddy 13 hiéu tng s& dugc thuc thi dau tién trén slide va khi thuc hién
hiéu @ng thi PowerPoint s& cho xuat hién dng thoi cac dong trong hop van ban.
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None
MNane
Entrance
Appear Fade
o) ﬁ
Wipe Shape
LI [
K w
Zoom Swivel
Sk More Entrance Effects...
{& Mare Emphasis Effects...
WE  More Exit Effects..,
% More Motion Paths...
# | OLE Action Verbs

»

Nhiing kieu

f e = ®
E; N ) o} 3 T >Presentation Views »>Master Views
) " - . W = Slide Master
* = L *#*Slide Sorter = Handout Master
Wheel Random Bars Grow & Turn 7,"_,’
x we=-Notes-Page = Notes Master
A T ?f'ea'ding View
EBounce -

Hinh 336. Chon kiéu hiéu iing Fly In

4. Ban chon nat Effect Options trong nhém Animation va chon kiéu Fly In tir danh
sach. Ban c6 thé ré chuot 1én céc kiéu hiéu ang Fly In va xem két qua thé hién trén
slide truéc khi quyét dinh chon. Vi du, ban chon kiéu From Bottom-Left c6 nghia 1a
doan van ban s€ bay tir goc dudi bén tréi 1én vi tri cia nd dugc dat trén slide.

E;gAr

- ‘:r (U

" ) X . F
Float I Split Wi sh — | Effect Add

— = = "%~ |options v} animation - % A1

, Direction

From Bottom
@ Fmﬂ
‘ ﬁ From I
|
@ From Top-Left

@ From Top
@ From Top-Right
@ From Right

Slide Sorter B
Notes P%e
Reading View

From Bottom-Right

Sequence
»—

@ — A5 One Object
e —

. —

@ =—— Al at Once
-—

Hinh 337. Effect Options

5. Néu thay cac kiéu higu tng khdng trong hop Animation Styles con it qua, ban chon
tiep nut More Entrance Effects... trong hop nay. Khi do, hop thoai Change
Entrance Effect xuat hién vai hon 30 kiéu hiéu ng cho ban lya chon.

Tich chon vao hop Preview Effect réi nhap chudt vao tén cac hiéu ang va xem
két qua thé hién trén slide.

Sau khi chon duwgc mot kiéu vira y thi nhan nit OK. Vi du, ban chon lai kiéu
Flip
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Change Entrance Effect

Subtle &)

X Expand # Fade

.f St f Zoam

Moderate

# Basic Zoom F Center Revolve

¥ Float Down 4 Float Up

e Grow & Turn # Rise Up

A% Spinner

Exciting

B Basic Swivel #* Boomerang

.f Bounce f Credits

# curve Up # Drop
Fre [ Y] e

A% Pinwhes k # Spiral In

y whip s
[V] Preview EFfect [ oK ] [ Cancel ]

Hinh 338. Thay déi kiéu hiéu iing

Cac tuy chon hiéu wng nang cao cho vin ban

Pé thiét 1ap cac théng sé hiéu ung nang cao cho hop van ban. Ban vao nhém Advanced
Animation va chon nit Animation Pane. Khung Animation Pane xuat hién bén phai trong ctra

s6 soan thao Normal View.

E% *2p Animati nE@n |

; Trigger
Add

Animation = @ Animation Painter

Advanced Animation

Animation Pane * X

I lf Content Place... [ | {

¥ “f start On Click
Start With Previous
& start After Previous
Effect Options...
Timing...
Hide Advanced Timeline

Bemove

Seconds +| 4 [0] + 2z ¢ 4

4 +

Hinh 339. Mg khung Animation Pane
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% Thuc hién cac tuy chon nang cao nhu sau:

1. Chon lai hop van ban bén trai trong slide sb 3. Khi dé trong ngin Animation Pane,
hi¢u trng da thiet lap cho doi tuong twong Gng trén slide cling dugc chon.

2. Nhap chut vao nit () bén phai tén cua ddi twong dang chon dé mé danh sach Ignh.
Ban hdy chon 1énh Effect Options... hop thoai tly chon cho hiéu tng Fly In xuat hién.

Effect | Timing || Text Animation

Sektings

Direction: From Bottom-Left

Smooth start: j 0 sac >

Smoath end: J 0 sec £

Eounce end: J 0 sec 2
Enhancements

Sound: [Mo Sound] “ \E

After animation: | Don't Dim

Animate texk: All at once

I QK ][ Caniel ]

Hinh 340. Tuy chon cho hiéu w#ng Fly In
3. Taingan Effect:

e NhAOm Settings:
= Direction: thié:t lap hudng bay nhu trong tuy chon Effect Options da
thuc hién ¢ phan trén.
= Smooth start: hiéu ung thuc hién cham lic dau
= Smooth end: hiéu &ng thuc hién cham ldc cudi
= Bounce end: hiéu &ng rung lic cua dbi twong ldc cudi. Vi du ban thiét
lap Bouce end la 0.5 giay (0.5 sec).
e NhOom Enhancements:

= Sound: qui dinh co ém thanh hay khéng khi thuc hién hiéu tng va di[‘?u
chinh am lugng tai biéu tuong hinh loa bén canh. Vi du, ban chon kiéu
am thanh la Camera.

= After animation: thiét 1ap hanh dong cho déi tuong sau khi thuc hién
xong hiéu tng. Vi du, ban chon More Colors... va chon mau xanh la
ciy. Nghia 13, doan van ban s& doi sang mau xanh sau khi thuc hién
ung.

= Animate text: thiét 1ap pham vi anh huong cua hiéu tng dén ca dong
(All at once), tung tir (By word) hoac ting ky tu (By letter) trong cu
kém theo thoi gian cho. S6 phan trim cang cao thi khoang thoi gian
cho cang 1au. Vi dy, ban chon kiéu By Word va thoi gian che 1a 10%
gitra cac tur.
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Fly In T

Effect | Timing || Text Animation
Settings

Direckion: From Botkom-Left

Smookh stark: J 0 sec g

Smooth end: J 0 sec £

Bounce end; J 0.5 sed] &
Enhancements

Sound: Camera w

AFter animation: w

Animate kext: By word ~

i % | % delay bebween words
I Ok l [ Cancel ]

Hinh 341. Thiét ldp tiy chon cho ngan Effect

4. Taingan Timing:

Start: sy kién thyc hién hiéu ung nhu 1a chd nhap chudt (On Click), hiéu ang
s& dién ra dong thoi véi hiéu ung trude d6 (With Previouse) hay 1a hiéu ung s&
dién ra sau mot hiéu ung nao d6 (After Previous). Vi du ban chon kiéu After
Previous. Luu ¥, mic du ta chon 1a After Previous nhung khi ban nhap chuot
thi hiéu Gng van sé& thuc thi du chwa dén thoi diém vi hiéu lénh nhap chuot
duoc mac dinh wu tién hon.

Delay: thiét lap thoi gian cho trudc khi higu Gng bat dau thyc thi. Vi dy, ban
thiet 1ap thoi gian cho 1a 2 giay.

Duration: thiét 1ap thoi gian hay toc do thyc hi¢n higu tng. Vi dy, ban chon
toc do thuc hién la 2 gidy (2 seconds (Medium)).

Repeat: thiét 1ap s6 lan thyc thi 1ap lai cua higu Gng. Vi du, ban chon None dé
cho hiéu trng chi thuc hién mét lan.

Tich chon Rewind when done playing néu muébn di twong bi tra vé noi xut
phat sau khi thyc thi hiéu tng.

Triggers: gitt mac dinh khong tuy chinh, ching ta s€ thao luén vé Trigger
trong phan sau.

5. Tai ngan Text Animation:

Group text: thiét 1ap cip do van ban trong hop Textbox dugc ap dung hiéu
ng. Vin ban trong Textbox bén trai c6 2 cap va ta mudn &p dung hiéu tng
cho méi dong trong vian ban d6. Do vay, ban chon Group text la By 2nd
Level Paragraphs.
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e Automatically after: thiét 1ap thoi gian cho trudc khi thuc hién hiéu tng, day
chinh la Delay bén ngan Timing.

e Animate a}ttached shape: chi xuét hién khi ban dinh dang shape cho hop van
van. V;‘;1 néu tich chon tuy chon nay thi shape s€ thuc thi hiéu ung trudce, sau do
mai dén cac hiéu ing cua van ban chaa trong shape.

e Inreverse order: cac hiéu tng s€ thuc thi theo t[inh tu nguoc Iaj, van ban co
nhiéu dong thi sé thuc thi hiéu irng cho dong cuoi trudce, dong dau sé thuc thi

hiéu trng sau cung.

Automatically after

Effect | Timing | Text Animation

Group kexk: |By 2nd Level Paragraphs  «

FS
w

seconds

I

[o]4 l l Cancel

Hinh 342. Thiét Idp tiy chon ngdn Text Animation

6. Nhin nit OK sau khi thiét 1ap cac théng sé.

7. Néu céc hiéu tmg 1a don gian thi ching ta c6 thé thiét 1ap nhanh céc thdng sé vé hiéu
Iénh thyuc thi hiéu tng, thoi gian thyc thi va thoi gian cho trude khi thyc thi higu Gng.
Néu trén slide c6 nhiéu déi twong ap dung hiéu tng la dung cac nut Move Earlier
(dwa 1én thuc thi trudc) hoic Move Later (dua xudng thuc thi sau) dé sap xép trinh ty
thue thi hiéu wng caa cac ddi tuong trén slide.

D Duration:
Ijjl Delay:

00.00

f Start: | After Previous -

02.00

-
-
-
-

Timing

Fearder Animation

Hinh 343. Thiép ldp nhanh cac tily chon

8. Nhan nit Play trong khung Animation Pane hoic nhin ndt Preview trong ngin
Animations cua Ribbon dé xem trudc két qua ap dung hiéu ung trén slide.
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Bang 9. Tuy chon hanh dong sau khi thec thi hiéu ing

Hanh dong Mo ta

Mau Thay d6i dbi twong (vin ban, shape) sang mau lya chon sau khi thuc thi
More Colors higu tng.

Don’t Dim Khong c6 hanh dong gi thém sau khi thyc thi hi¢u Gng.

Hide After An d6i twong sau khi thuc thi hiéu tng.

Animation

Hide on Next An d6i tugng sau khi nhap chuét.

Mouse Click

2. Sao chép higu wng

Tinh ning sao chép hiéu wng (Animation Painter) gitra cac ddi tugng méi dugc bd sung vao
PowerPoint 2010. Nho tinh ning nay, thoi gian thiét 1ap hiéu ung cho cac déi tugng trong bai
thuyét trinh dwoc rdt ngan rat nhiéu. Ching ta s& thuc hanh viéc sao chép hiéu ung tir hop vin
ban bén trai cua slide 3 sang hop van ban bén phai.

% Thuc hién cac buéc nhu sau:

1. Chon hop vin ban bén trai trong slide s6 3.
2. Vao ngan Animations, nhom Advanced Animation chon 1énh Add Animation

ear Fade FlyIn =| e A prm— =
Iyil ~ | Options v | Animation mation Painter @ Delay:
Animation % Adinck§ Aggmation

nimation Painter (Alt+Shift+C)

Nhiing Kieu hienthi

Copy the animation from one
object and apply it to another,

Double-dickthis buttan to apply @° > Presentation Views »>Master Views
a . Normal - Slidz Master
B, «=*STide Sorter = Handout Master
O = Notes Page = Notes Master
o

N ) . A S
o kis o
:\hunb l\lﬁ_ll han the same animation to multiple
objects in the presentation.

.>Presentalti0nViews ! >Master Vi upm—m—,
. W = Slide Master
=Slide Sorter = Handout Master
) Noxes"fage = Notes Master
= ="Reading View

® = Reading View

Hinh 344. Sao chép hiéu ung

3. Dé sao chép hiéu tng cho nhiéu @i twong cung luc, ban lam nhu sau:
e Truéc tién, ban phai tit tinh ning AutoPreview tai tly chon bén dudi nit
Preview, trong ngan Animations.
e Tiép theo, phai nhap ndt Animation Painter hai 1an khi thuc hién Iénh sao
chép hiéu ang.
e Sau d6, 1an luot nhip chudt 1én cac dbi teong can duoc &p dung hiéu ang.
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Preview

-

L (B Preview

*}Animati:&\Painter .3 Delay:

nced Animati

Animation Painter (Alt=5hift+C)

Copy the animation from one

object and apply it to another.

Double-click this button to apply

animation.

Automatically preview aff

the same animation to multiple
objects in the presentation.

6 Press F1 for more help.

Hinh 345. Sao chép hiéu izng cho nhiéu doi nirong

4

Thie tw thuec hién higu sng trén slide:

é/ Thi tir thyee hién hiéu iing trén slide cia cde doi twong can cir Vao Vi tri cua
no trong khung Animation Pane. Doi twong nam trén sé thuc thi trude doi

turong Nam dudi.

3. Sap xép trinh tw thyc thi higu ing cho

Khung Animation Pane bén phai cira s6 Normal View liét ké danh muyc céc hiéu umg da thiét lap
cho cac dbi tugng trén slide. Nhiing hiéu @ng nam trén ciing c6 do wu tién cao hon va s& duoc
thuc thi trudc, sau d6 méi dén cac hiéu ung bén dudi. Do vay, ban can phai sap xép tha ty cho
c4c hiéu ung trén slide theo y d0 trinh bay cua minh khi thuyét trinh.

Animation Pane

- XK

¥

0 f Content Place..,

iI = fCDntentPIace... |

—

After Previous
Fly In : Content Placeholder 3: Master Views Slide Ma,

seconds w| €0 v 12[ ] 14 ¢ 2

Hinh 346. Khung Animation Pane

% Thyc hién cac budc nhu sau:
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1. Chon slide ¢ nhiéu déi tuong duge di thiét 1ap hiéu tng. Vi du, ban chon slide s6 3.

2. Vao ngan Animations, nhom Advanced Animation chon Iénh Animation Pane dé
ma& hop Animation Pane.

3. D& sap xép thir tu thyc thi higu tng cho mot ddi tuong thi chon hiéu tng cua doi
tuong d6 trong khung Animation Pane va nhap nut miii tén hudng 1én dé tang do uvu
tién hoac nhap mdii tén huéng xuong dé giam do uu tién khi thyc thi.

4. Dé kiém tra lai két qua cua viéc sap xép, ban nhap vao nat Play dé xem truéc su thuc
thi hiéu trng cua cac doi tugng trén slide.

4. Hiéu wng cho hinh anh, shape

Céch &p dung hiéu ang cho hinh anh, clipart hay shape la giéng nhau, phan nay ching ta s& thuc
hanh &p dung hiéu g cho céc hinh & slide 4.

Ap dung hiéu &ng

% Thuc hién cac budc nhu sau:

1. Chon hinh con buém bén trai trong slide sé 4.

2. Vao ngan Animatiqons, nhém Animation va chon mot hiéu &ng tir Animation Styleq.
Vi duy, ban chon ki€u Spin tir nhom Emphasis. Nhap chuét vao nat Effect Options dé
tuy chon thém cho hiéu rng vira chon néu can.

*
Effect
Cptions =

| Eg,ﬂ
Add ;
Animation ~ *\f

Direction
go
@ Cogkwise
Amount

:l Cuarter Spin
D Half Spin

Q Eull Spin
Twao Spins

Chen hinh vao slide

Hinh 347. Chon hiéu i#ng cho hinh

3. Neéu thay c6 it higu ing lya chon thi nhap vao nit More Emphasis Effects... d¢ mo
hop thoai Change Emphasis Effect. Danh muc hon 20 hiéu &ng xuat hién.

e Tich chon vao hop Preview Effect roi nhap chudt vao tén céc hiéu img va xem
ket qua thé hién trén slide.

e Sau khi chon duoc mot kiéu vira y thi nhan nit OK. Vi du, ban khong thay doi
Kieu.
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Change Emphasis Effect

Basic i)
_Q Fill Calor é Font Calor
% Garow)shrink, :2 Line Calar
| gﬁ Spin I ii Transparency
Subtle
B Eold Flash f Brush Color
gf Camplementary Color {f Camplermentary Color 2 =
gf Cantrasting Color gf Darken
gf Desaturake gf Lighten
f Object Color e pulse
B Underline
Moderate
gf Calar Pulse ﬁ arow With Calor -
.f Shirnrer % Tester
Exciting |
[#] Previem Effect I_ Ok J I_ Cancel ]

Hinh 348. Hgp thoai Change Emphasis Effect

Céc tuy chon hiéu ng nang cao cho hinh anh

Mot cach khac dé truy cap hop thoai tlly chon hiéu tmg nang cao cho dbi twong trén slide bang
cach chon doi tuong da ap dung hiéu tng va nhap vao nat Show Additional Effects Options tai

nhom Animation trong ngan Animations.

Design

<
-

Lt
dom Bars

Transitions |

N
¢

»
Grow & Turn

L9

'ﬁ‘

Zoom

T
Animations ‘

Slide Show Review View Developer
& ‘ =30 Animation Pane
v 7; Trigger

Add

Animation

Animation ~ *", Animation Painter
Advanced Animation

Additional Effect Options

Show the Effect Options dialog
box.

Hinh 349. Truy cdp nhanh hgp thoai
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% Thuc hién cac tly chon nhu sau:

12. Chon hinh con budm bén trai trong slide s 4.

13. Nhap vao nat Show Additional Effects Options tai nhém Animation trong ngan
Animations. Hop thoai tuy chon nang cao cho hiéu g da chon xuat hién.

Effect | Timing Effect | Timing |
Settings Start: 15 After Previous L |
Amnount: |36I:I° Clockwise b | Delay: seconds
Smooth start: J Duration: | 1 seconds (Fast) ' |
Smiooth end: J 0 sec g Repeat: | {none) ! |
J 0 = [Jrewind when done playing
Bounce end:

|:| Aubo-reverse
Enhancements

Sound: |?Chime v |
v|

After animation; |D0n't Diim

| |
e

[ Ok ][ Cancel ] I K ][ Cancel

Hinh 350. Thiét lap tiy chen hiéu #ng nang cao cho hinh anh

14. Tai ngan Effect:
e Nhom Settings: Khong thay doi trong phan
e Nhom Enhancements:

= Sound: chon kiéu &m thanh Chime tir danh sach, tuy chinh &m luong
tai nUt biéu tuong hinh loa ké bén. Chon No sound sé khéng c6 am
thanh kém theo hiéu tng.

= After animation: Vi du, ban chon tuy chon nay.

15. Tai ngan Timing: tuong ty nhu viéc thiét lap thoi gian cho ddi tuong van ban. Vi du
ban chon su kiép xay ra hiéu ung la After Previous tai hop Start, thoi gian cho la 2
gidy tai Delay, toc d6 thuc thi 1a 1 gidy va khong chon Iap lai.

16. Nhan nat OK sau khi hoan tat.
17. Sao chép hiéu ung cho hinh con buém bén phai trén slide.

Hiéu wng di chuyén ddi tweng theo dwong di dwng san
Dé minh hoa cho viéc ap dung hiéu ung di chuyén cac ddi tuong trén slide theo dudng di dinh

san, ching ta hdy chén thém mét hinh anh vui vao slide sé 5 trong bai thuyét trinh va 4p dung
hiéu irng Motion Path hinh nay.

Trang 206



Chuong 5. Lam viéc vai cdc higu w#ng, hogt canh

% Thuc hanh theo cac budc sau:

1. Chon slide sb 5 trong bai thuyét trinh, vao ngan Insert, nhém Images va chon lénh
Picture. Ban tim dén thu muc chta hinh va chén mét hinh vao. Vi du, ban chon hinh
dino.gif va nhan nat Insert. Pay 1a mot hinh dong dang budc di nén khi két hop véi
Motion Path s€ cho cam giac nhu 1a cht khing long dang chay.

Insert Picture

tookin: [ i) i v| @-@ XoiE-

3y Rocent
Documents «

(i Deskiop @ F

S

aw e
Documents <

QM

B e [, o | [mm— a7 o dolphin.gif ealefly.gf Flower.jpeg

Type: GIF File
g M Hetwork e

IS *

S

rose.gif squirrel gif stegosaurusbackside. gif

File name: v

Files of Lype: | all pictures (¥, emf;*.wmE ;. Jpg;*.Jpeg; i . Jpe; *.png;* bmp; by *.rle; . i * g a; . emz; = wwmz v

Hinh 351. Chén hinh vao slide

2. Bay gio ching ta s& thiét 1ap hiéu ung Motion Path cho chd khing long con di
chuyén ngang qua slide. Ban hay di chuyén hinh ra phia goc dudi bén phai ¢ ngoai
pham vi cua slide.

Chen Clip Artvao slide

\

Hinh 352. Doi hinh ra ngoai slide

3. Chon hinh chd khing long va vao ngan Animations, nhom Animation, chon
Animation Styles va chon Custom Path
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Hame Insert Design Transitions Animations Slide Show R
A bt € -
Zoom Swrivel Bounce

Motion Paths

| PN i @) ©0

Lines Arcs Turns Shapes Loaps

Mare E stom Path |

More Emphasis Effects...
More Exit Effects...
More Motion Paths...

40

OLE Action Verbs

L Rty

Hinh 353. Chon kiéu duwong di chuyén

4. V& mot duong gap khic nhe tir vi tri cia hinh chi khang long ngang qua phan dudi
cua slide nhu hinh sau.

Chen Clip Art vao slide

|y

4

=
3

Hinh 354. Vé dirong di chuyén gdp khic

5. Ban chon nit Preview trén Ribbon s& thdy dugc hiéu ung thuc thi. Tuy nhién téc do
di chuyén qua nhanh, ban hy chon lai hinh cha khiing long va vao nhém Timing trén
ngan Animations dé thiét 1ap lai tong thoi gian thuc thi hiéu ang tai hop Duration 1a
6 gidy va chon tuy chon After Previous tai hop Start.

f Start: After Previous | = Reorder Animation

& Duration:  08.00 ‘%

(?) Delay: 0000 | % Move Later
Timing

& hove Earlier

Hinh 355. Thiét ldp lai thoi gian thuc thi hiéu iing

6. Dé tha vi hon, ban hdy chon tiép nat Show Additional Effect Options dé mé hop
thoai tly chon hiéu ung nang cao. Ban vao ngin Timing, dén hop Repeat va chon
Until End of Slide dé cho hanh dong di chuyén caa chd khang loang sé dugc lap lai
dén khi chuyén sang slide khac.
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5. Hiéu wng cho SmartArt

PowerPoint cho phép ching ta 4p dung hiéu tng cho SmartArt va cac thanh phan trong SmartArt
nhu Text, Shape, hinh anh....

Bang 10. Hiéu #ng cho céc thanh phan trong SmartArt

As one object Hiéu tng s€ 4p dung 1é€n ca SmartArt nhu 1a mgt hinh anh.

All at once Tt ca shape trong SmartArt s& dugc thyuc thi hiéu tmg dong thoi. Diém
khac nhau ciia higu img cho SmartArt kiéu As one object va All at once la
khi xoay hinh chang han thi kiéu As one object s& xoay ca SmartArt con
kiéu All at one thi cac shape trong SmartArt s¢ dong loat xoay.

One by one Moi shape trong SmartArt s& 1an lugt thyuc thi hiéu Gmg

By branch one  Tét ca cic shape cing mot nhanh sé& thuc thi hi¢u ing ddng thoi. Kiéu hiéu
by one ng nay thuong ap dung trong SmartArt ki€u so do to chure (organization
chart) hodc so do cay (hierarchy).

By level at Tét ca shape cling cap s& thyc thi higu tmg dong thoi.
once

Ap dung hiéu wng cho SmartArt kiéu danh sach

% Thuc hanh theo cac budc sau:

1. Chon SmartArt dang danh sach trén slide s6 2

2. Vao ngan Animations, nhém Animation, chon More dé ma hop Animation Styles,
chon 1énh More Entrance Effects... hop thoai Change Entrance Effect xuat hién

3. Ban chon kiéu Pinwheel tai nhém Exciting va nhan nit OK.
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Change Entrance Effect

Subtle L]
A Expand ¥ Fade
f Swivel f Zoom
Moderate
Home Insert Design Transitions Animations Slide Show Review Wiew f Basic Zoom f Center Revaolve
—k s A u B & - f Float Down f Float Up
Fill Calar Brush Colo Font Colo Underline Bold Flash Bold Revea *Grow&Turn fRiseLlp
% spinner
Exit Exciting
k :_: why 37 + * Basic Swivel f Boomerang
Disappear Fade Fly Qut Float Qut Split Wipe = . E
R A »*‘ e f Bounce f Credits
] ~ + A e f Curve Lp f Drop
Shape Wheel Random Bars  Shrink & Turn Zoom Swivel
\ b f Flip f Float
':_*' More Entrance Effects... =
{% Mare Emphasis Effects... % I i“‘* Pinuheel I # Splral In
w More Entrance Effects (Animation) . |
HE  More Exit Effects... F Whip 3
% More Motion Paths... —
@ | OLE Action Verbs Ereview Effect L 0K J [ Cancel

Hinh 356. Chon kiéu hiéu iing Pinwheel

4. Chon Effect Options va chon kiéu One by One. Ty chon thém thoi gian cho hiéu
ung tai nhém Timing: Start chon After Previous, Duration la 2 gidy va Delay la 0.5

N
ey
« % % B8 % ©
12 W Vk' - k 7
vheel Pulse Color Pulse Teeter = Eff“t y ~d‘_1
e Options || Animation - %y
Animation = = |
0
va As One Object

- Q0
1] @ @ AllatOnce

Tao, quan ly va lam viéc cng téc L‘ - 0
ngd(‘!i khéc trén bé.i thuy&t ﬁ.ﬂh @ Level at Onc®

[ Stark: After Previou eorder Animation
B Duration: 02,00 & Move Earlier

l:‘j] Delay: 0050 | * Move Later
Timing

Hinh 357. Ty chon hiéu #ng cho SmartArt

Ap dung hiéu &ng cho SmartArt kiéu Picture

% Thuc hanh theo cac budc sau:

1. Chon SmartArt dang danh sach trén slide s6 7
2. Vao ngin Animations, nhém Animation, chon kiéu Zoom tai Animation Styles.
3. Vao Effect Options chon One by One
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x <« s %
= LA e [ 2
Random Bars  Grow & Turn Zoom = Effect Add

Options ~j| Animation ~ *"y
i

Animation ing Point

Object Center

Slide Center

Sequence

As One Object

All at Once

Hinh 358. Chon kiéu hiéu itng One by One

4. Vao nhdm Timing, chon lai After Previous tai hop Start, chon 1.5 gidy tai hop
Duration va chon 0.5 giay tai hop Delay.

6. Thiét 1ap hiéu #ng va tly chon cho Am thanh va doan phim

Ching ta 6 thé ddnh déu (bookmark) cac thoi diém tha vi tréncac doan phim hodc 4m thanh trong
bai thuyét trinh. Sau do, cdc bookmark nay dugc sir dung nhu 1a céc diém dé kich hoat mot hiéu

g hodc nhay dén mét vi tri xac dinh trong doan video.

Thém va x6a bookmark

% Thuc hanh theo cac buéc sau:

1. Chon slide chira audio hoac video. Vi du, ban chon doan phim bén trai trong slide 8.
2. Nhan nat Play trén thanh diéu khién nam du6i doan phim.
3. Dé danh diu mot diém trén video hoic audio:

e Néu la video: vao Video Tools, ngin Playback, nhém Bookmarks, chon lénh
Add Bookmark.

e Néu la audio: vao Audio Tools, ngan Playback, nhém Bookmarks, chon Iénh
Add Bookmark.

D o =P Fade Duration
% x @
fg)FadeIn: 0000 %
Play Add Remove Trim .
Ennkma%ﬁ-:u-:ﬂ‘mari' Yideo élﬂ‘il Fade Out: 00.00 -
Preview Eookmarks Editing

Hinh 359. Lénh bookmark
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4. Thuc hién lai bude 2 va 3 dé tao thém cac bookmark khéc.

> < > 010013 o)
-

|B-30l:mar}.1 (Alt=Home/Alt=End to sl:ip:l

Hinh 360. Ddnh ddu cac doan wu thich trén phim

5. Muon x6a bé bookmark nao d6 da tao, ban chon 1én bookmark can xo6a trén thanh
diéu khién nam dudi video hoac audio roi thuc hién 1énh sau:

Néu la video: vao Video Tools, ngan Playback, nhém Bookmarks, chon Iénh
Remove Bookmark.

Néu la audio: vao Audio Tools, ngin Playback, nhém Bookmarks, chon Iénh
Remove Bookmark.

Thiét 1ap céc tuy chon cho &m thanh

Khi chén mot tap tin &m thanh vao §Iide thi PowerPoint mac dinh tap tip am thanh ng‘ay chi duoc
phét khi ban nhap chuét 1én n,é. Phan nay, chdng ta s& thuc hién mot so6 tuy chinh dé tap tin @m
thanh phat va dirng theo y muon ctia minh.

% Thuc hanh theo cac budc sau:

1. Chon slide chira audio. Vi du, ban chon am thanh trong slide 7.

2. Vao Audio Tools, ngan Playback, nhdm Audio Options

Volume: thiét 1ap mirc 4m luong cho audio
Start: thiét 1ap sy kién nao xay ra thi phat &m thanh.

= Automatically: am thanh tu dong phat khi slide dwoc trinh chiéu. Vi
du, ban chon Automatically.

= On Click: am thanh duoc phat khi kich chuét

= Play across slides: am thanh duoc phat lién tuc khi chuyén sang cac
slide khac.

Hide During Show: néu chon tlly chon nay dé bicu twong hinh loa s& duoc an
trén slide khi trinh chiéu. Vi du, ban khéng chon tuy chon nay.

Loop until Stopped: néu chon tlly chon nay s& phat am thanh lién tyc cho dén
khi c6 mot 1énh duing xay ra, chang han nhu 1a khi chuyén sang slide khéc
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hodc ban kich chudt bAm ndt dung trén thanh diéu khién am thanh khi trinh
chiéu. Néu tiy chon Loop until Stopped duoc chon két hop véi tiy chon Play
across slides tai hop Start thi &m thanh s& dugc phat tiép tuc va lap lai dén hét
bai bao c4o khi trinh chiéu. Vi du, ban chon tuy chon nay.

Iﬁ‘l%[l _f_,'; Start:  Automatically - Loop until Stopped

q
Volume [ Hide During Show [0 rewind after Playing

Audio Options

Hinh 361. Tuy chinh cho am thanh

3. Ban c6 thé tuy chinh thém hiéu tng 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 1ap diéu kién dé phat &m thanh
v" From beginning: s& phat am thanh tir dau. Vi du ban chon tiy
chon nay.
v" From last position: s& phat tiép am thanh tir vi tri diém ding
trudc Kia
v' From time: thiét lap thoi gian bat dau trong tap tin &m thanh s&
dugc phét.
= Tai Stop playing: thiét lap diéu kién dirng phéat am thanh
v" On click: khi kich chuot

v’ After current slide: sau khi chuyén sang slide mai. Vi du, ban
chon tuy chon nay.

v After: thiét 1ap cho am thanh s& tiép tuc phat sau khi khi trinh
chiéu tiep mat so slide nira.
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Play Audio

Effect |Timing Audio Settings

Start playing

) From time: I:I seconds

Stop playing
(O on click
(%) After current slde

) After: I:l slides

Enhancements
Sound: | | ,\E
After animation; |D0n't Dim w |
| |
=]
I Ok l [ Cancel ]

Hinh 362. Ngan Effect trong Play Audio

e Ngan Timing:
= Start: ban chon After Previuos
= Delay: khdng can chd nén cho Delay 1a 0 gidy.
= Duration: bo tréng, ddy mac dinh 1a do dai thoi gian caa am thanh

= Repeat: tiy chon s 1ap lap lai. Until End of Slide’dang duoc chon vi
no chinh la tuy chon Loop until Stop ma ban da thiét 1ap ¢ budc 2.

Play Audio

Effect | Timing | Audio Settings

Skart: E after Previous w |
Delay: seconds

Cwration: | |
Repeat: | Urnkil End of Slide W |

Rewind when done playing

I oK l[ Cancel ]

Hinh 363. Ngan Effect trong Play Audio
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e Ngén Audio Settings: thiét 1ap mic am luong va tly chon an biéu twong hinh
loa khi trinh chiéu tai Display options. Ngoai ra, PowerPoint con cung cip
théng vé do dai cua &m thanh va tinh trang tap tin luu tri.

Play Audio PX

Effect | Timing | Audio Settings
Play options

Sound volume: |

Display options
[Hide audio icon during slide show
Information

Tatal plaving 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 m& ngan Animation Pane va sap xép lai thir tu thuc thi céc hiéu tmg cho cac ddi
tugng trén slide. Thong thuong ching ta s& cho 4m thanh phat ngay sau khi dén luot
slide chtra né trinh chiéu. Do vay ban di chuyén hiéu tng cho dbi twong &m thanh 1én
dau danh sach cac hiéu ung.

Thiét 1ap céc tuy chon cho phim

Thiét 1ap céc tiy chon cho cac doan video nhidng trong bai thuyét trinh ciing twong tu nhu thiét
lap tuy chon cho &m thanh.

% Thuce hanh theo cac budc sau:

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 mirc am luwong cho audio

e Start: thiét lap sy kién nao xay ra thi phat am thanh.

= Automatically: am thanh ty dong phat khi slide dwoc trinh chiéu. Vi
du, ban khéng chon tuy chon nay.

= On Click: am thanh duoc phat khi kich chuét.

e Play Full Screen: phat phim ché do toan man hinh. Vi du, ban khdng chon tuy
chon nay.
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Hide While Not Playing: an phim khi khdng phat. Vi du, ban khéng chon tly
chon nay.

Loop until Stopped: néu chon tuy chon nay s& phat phim lién tuc cho dén khi
co mot Ienh dung xay ra, chang han nhu 1a khi chuyén sang slide khéc hoic
ban kich chudt bdm nut dimg trén thanh diéu khién phim khi trinh chiéu.

Rewind after Playing: tra phim vé lai tir ¢au sau phi phéat xong. Vi du, ban
chon tuy chon nay.

& _./ Start:  Automatically
all |:| Play Full 5creen

VOlUME =) | iide While Not Playing Rewind after Playing

Video Options %

Hinh 365. Tuy chinh cho video

N |:| Loop until Stopped

3. Ban c6 thé tiy chinh thém hiéu tng cho phim trén slide bang cach chuyén qua ngin
Animations, nhém Animation va chon Show Additional Effect Options ('+). Hop
thoai Play Audio xuat hién:

Ngin Effect: Khong nén thiét lap gi thém

Ngin Timing: chon lai After Previous tai hop Start, cac thong s6 khac giir
theo mac dinh.

Ngin Video Settings: diéu chinh am luong video tai Play options. Hai tiy
chon con lai da trinh bay ¢ budc 2.

Effect | Timing | video Settings Effect | Timing | Yideo Settings
Skark: 5 After Previous w Play options
Delay: ] | seconds Sound volurme; ‘
Duration: Display options
Repeat; [THide while nat playing

[ Zoom ta Full screen
Information

Tatal plaving time:  02;16
File: [Contained in presentation]

I Ok ][ Cancel ] Ok, ][ Cancel

Hinh 366. Tuy chon hiéu #ng cho video

4. Sap xép lai trinh ty thyuc thi cac hiéu tng cho cac dbi twong trén slide trong khung
Animation Pane.

5. Ban sao chép hiéu tmg da thiét 1ap cho video bén trai sang video bén phai trén slide va
x6a di bookmark trén video bén phai. Ban hdy chon thém Hide While Not Play tali
nhém Video Options trong ngan Playback cho doan video nay.
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St dung trigger

Phan nay, chdng ta s& thuc hanh sir dung trigger dé kich hoat mét hiéu tng khéc trén slide sb 8
trong khi phat doan phim quang cao Office 2010. Chung ta sé chen thém mot WordArt vao slide,
&p dung hiéu tng cho WordArt nay va sau do6 sir dung trigger dé kich hoat hiéu ung cho WordArt
khi video phat téi doan da duoc danh dau trude do.

% Thyc hanh theo cac budc sau:

1. Chon slide chra video. Vi du, ban chon slide 8.

2. Hay vao ngan Insert, nhém Text, chon lénh 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 dé thu nho va di chuyén WordArt xudng nam bén duéi
doan quang céo Office bén trai.

4F5« T

WordArt| Date Slide  Ohbject | Equation
i & Time Mumber <

- i
QRed, Text 2, Qutline - Background 2 |

/!

Hinh 367. Chén WordArt vao slide

3. Chon WordArt, va vao ngan Animations, nhom Animatiqn chon kiéu hiéu tng
Float In va chinh lai Duration la 3 gidy bén nhdm Timing dé thoi gian thyc thi hiéu
ung dugc lau hon.

4. Thiét lap trigger nhu sau:

e Chon WordArt

e Vao ngan Animations, nhdom Advanced Animation, chon Iénh Trigger, chon
On Bookmark, sau @6 chon Bookmark 1.
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ST o =

A - |57 Trigger +| ® Duration: 0300 2
Spiit | Effet | Add ([ =~ :
Options ~ | Animation~| @  On Click of » |.7) Delay: 00.00 5 |l
Adval (o] On Bookmark » | Office 2010- The Movie.wmy |

Bookmarl

O—{0

l1 % @ fliice 2010 The Moyie

Hinh 368. Thiét Igp trigger cho WordArt

5. Nhén vao nit Preview trén Ribbon trong ngan Animations dé xem két qua ap dung
Trigger hoac nhan to6 hop phim <Shift+F5> d¢ trinh chiéu bai thuyét trinh bat dau tir
slide hién hanh.

Hinh 369. WordArt xuat hién khi phim phat téi bookmark

7. Hiéu wng cho bang biéu

PowerPoint khdng c6 nhiéu tiy chon hiéu tng cho dbi twong Ia bang biéu. Ching ta chi c6 thé ap
dung hiéu &ng 1én toan bo bang biéu giéng nhu 1a 4p dung hiéu tng cho mét hinh anh.

% Thuc hanh theo cac buéc sau:

1. Chon slide chira bang biéu trong bai thuyét trinh. Vi du, ban chon bang trong slide 10.

2. Vao ngin Animations, nhom Animation va chon kiéu hiéu tng 1a Wheel. Chon tiép
Iénh Effect Options bén canh va chon 2 Spokes.

Trang 218



Chuong 5. Lam viéc vai cdc higu w#ng, hogt canh

5 phan mém

= z P e - ‘ tao bai thuyet trinh tot nhat
Sk ). x® ¥* Cla
Wheel Random Bars  Grow & Turn Zoom | FEffect Add Soft R
= el ety osoft phat trién, la mot thanh phin trong
OBtions 7| Animatiq DowerDairit Hien 14 phir i i bl

Animation | Spokes trén thi triéng,
‘ 1 Spoke trién. Tao bai thuyét trinh trén Flash rt

hia 2 vi phat hanh trén intermet da Elish

_ Outline. X

5 phan mém

3 Nt e N \Spokes [mpress la phin mé
?_t.u_) bai thuyet trir $ - O e ot
' Stt. | Phin mim

1 PowerPoint PowerPoi '\ 2'Spokes 4 Keynote Keynote do Apple It
bé Micrao: iwork.
thuyét tri 5‘ 4 Spokes 5 Presentations  Presentations do So
2 Flash Flash do bo SoftMaker Office
thuin tié
chay trén % 8 Spokes
! Impress IMpress L g o

Hinh 370. TUy chon hiéu #ng & hinh anh khi thyc thi hiéu itng cho bang biéu

3. Qua nhém Timing dé thiét lap thoi gian cho hiéu tng:
e Tai Start: chon After Previous
e Tai Duration: thiét 1ap thoi gian thyc thi hiéu Gng trong vong 2 giay
e Tai Delay: thiét lap cho thyc thi hiéu tng ngay lap tic, thoi gian chd 13 0 gidy

f Start: After Previous = | Reorder Animation
& Duration: 0200 . & Pblove Earlier

I:B Delay: 00.00 ¥ Move Later

Hinh 371. Thiét lgp thoi gian cho hiéu iing

4. Tai nhém Animation, nhap vao Iénh Show Additional Effect Options dé mo hop tuy
chgn nang cao. Tai day ban cé ghé chon thém 4m anh di kém hiéu ung la Breeze
chang han va céc tuy chon khac @€ mac dinh.

8. Hiéu trng cho dd thi

Db thi trong PowerPoint ciing 1a ddi twong duoc quan tam nhiéu véi kha nhiéu tay chon khi thiét
lap hiéu tmg vi @6 thi rat thuong duoc st dung trong cac bao cao. Ching ta c6 thé &p dung hiéu
ng cho ca dd thi hodc dén timg thanh phan trong db thi nhu cac chudi, cac nhom, tirng thanh
phan trong chudi hoic trong nhom.

Bang 11. Tuy chon nhdm ap dung hiéu ing trong dé thi

Nhom M6 ta

As One Object Thuec thi hiéu eng trén toan bo do thi

By Series Thuc thi hiéu ang trén tirng chudi s6 liu

By Category Thuc thi hiéu tng trén tung loai s lidu

By Element in Series Thuc thi higu ang trén ting thanh phan trong cac chudi sé liéu
By Element in Category Thuc thi hiéu ng trén ting thanh phan trong cac loai s6 liéu
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% Thuc hanh theo cac budc sau:

1. Chon d6 thi trén slide trong bai thuyét trinh. Vi du, ban chon db thi trong slide sé 10.
2. Vao ngan Animations, nhdém Animation, chon kiéu hiéu ung Fade
3. Chon tiép lénh Effects Options va chon kiéu By Category

Transitions Animations Slide Show Review View Developer Adl

. " = E% EgﬂAl’limEtiDl’l Pane b5
:\' * - l & Trigger - [C
Szl L Animation Painte

.@D

Fly In | Effect Rl
Options =|| Animation~ 5 ~

i -
Animation Sequence iation

ﬁi As One Object

/ =) L] By Series

By Catego f Start: After Previous = | Reorder Animation

& Duration: 01,00

a
] By Element in Series -« || ™ WOVE LCd
“
-

(?) Delay: 00.00

Timing %

El By Element in Category

Hinh 372. TUy chon hiéu ing cho dé thi
4. Chuyén sang nhém Timing dé thiét lap thoi gian cho céc hiéu tng. Vi du, ban chon
After Previous tai hop Start, chon Duration la 1 gidy va 0 giay cho Delay.
5. Pé tly chon thém céac tinh ning nang cao thi chon Iénh Show Additional Effect
Options tai nhdm Animation.
e Taingan Effect:

= Sound: chon 4m thanh la Laser va diéu chinh am lwong tai biéu twong
hinh loa bén canh.

= After animation: chon cho cac cot dd thi chuyén sang mau xanh sau
khi thuc thi hiéu tng.
e Taingin Timing: khong diéu chinh gi thém so véi budc 4
e Taingan Chart Animation:

= Tai Group chart di thay chon By Category vi ta ta da chon tai Effect
Options ¢ budc 3.

= Bo tuy chon Start animation by drawing the chart background dé
khong thuc thi hiéu trng cho nén cuaa do thi.
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Effect |Timing || Chart &nimation

| Effect || Timing [m]

Enhancements

Sound: |!.aser L |

AFter animation: |_ v |

Animate texk: | |

I:l % delay between letters

Group chart: |B5-' Category

[l5tart animation by drawing the chart background:

l Ok J ’_ Cancel

)

L Ok ] [ Cancel

Hinh 373. Tl chon nang cao cho hiéu ing do th;

6. Nhap nit OK dé déng hop tly chon nang cao va nhan nidt Preview trén Ribbon dé

xem trudc két qua thyc thi hiéu Gng.

9. X6a bé hiéu ng caa cac ddi twong trén slide

PowerPoint khong c6 tinh ning xo4 hang loat cAc hiéu tmg di thiét lap cho cac ddi tuong trén céc
slide trong bai thuyét trinh ma ching ta phai x6a hiéu (ng cho timg ddi twong.

% Céc budc x0a hiéu ung cho dbi twong:

1. Chon dbi tuong trén slide dang c6 hiéu ung. Vi du ban chon Smart Art trong slide 2

Tao, quan ly va lam viéc cong tdc vdi nhiing
ngudi khactrén bai thuyét trinh

| Lam phong phiibai thuyét trinh véi cic doan
| video, hinh anh va rdt nhiéu hiéu \ing méi

Chia sé bai thuyét trinh hiéu qua hon

Hinh 374. Chon Smart Art can x6a hiéu iing

2. Vao ngan Animations, nhom Animation, chon None tir danh muc hiéu tng
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Home Insert Design Transitions Animations Slide Show Re
None =
— =
-
Man
I Entranc
| : < [ 3 ¢
Appear Fade Fly In Float In Split
-
a Y -
S More Entrance Effects...
L {\‘{ Maore Emphasis Effects...
[| #= More Exit Effects...
i
<% More Motion Paths...

Hinh 375. Chon None dé logi bé hiéu img cho doi twong

10. Hiéu wng chuyén slide

Cac phan trén cac ban da tao dugc hiéu tng cho cac ddi twong van ban, do thi, hinh anh. Phan
nay s& huéng dan céach tao hiéu ung khi chuyén tir mot slide nay sang slide khéc (transitions)
trong bai thuyét trinh. PowerPoint 2010 da bo sung thém kha nhiéu hiéu wng méi rat hap dan khi
trinh chiéu, dic biét 1a cac hiéu tng 3-D.

Ap dung hiéu &ng chuyén slide

% Thuc hanh theo cac budc sau:

M bai thuyét trinh can &p dung higu ang chuyeén slide. Vi dy, ban hay mé bai thuyét
trinh ma ching ta da tao va thyc hanh trong cac phan truéc.

3.

Chon slide can &p dung hiéu ing chuyén slide. Vi du, ban chon slide dau tién trong
bai thuyet trinh.
Vao ngin Transitions trén Ribbon, vao nhém Transition to This Slide va chon kiéu
hiéu ang Doors trong danh muc dung san.

dl, Sound: |
© Duration

T

Home

Insert

Design Transitions

m | E | [

Cube

Dcucur Box
gisition to This Sli

de

Animations

=

Zoom

4

5lide 5ho

[-]

Effect
Options

;.,ﬂ]AppI}'TU.

Eertic@ |

Horizontal

Options =

-0l

Hinh 376. Chon kiéu Transition

6. Chon lénh Effect Options va tlly chon thém cho kiéu hiéu ¢tng Doors vira chon. Vi
dy, ban van chon 1a Vertical.
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7. Chuyén dén nhém Timing dé thiét 1ap thai gian cho hiéu ¢ng Transition:
e Sound: vi du ban chon am thanh khi chuyén slide la Chime

e Duration: thiét lap thoi gian thuc thi hiéu ung chuyén tir slide nay sang slide
khéc. Vi du, ban chon la 2 gidy dé cd toc d6 thuc thi vira phai va dé quan séat.

e Chon On Mouse Click: thi s& chuyén sang slide khac néu nhap chudt trong
khi trinh chiéu. Nén chon tuy chon nay.

e Tai hop After: thiét 1ap sé phat:gidy (mm:ss) s& tu dong chuyén sang slide
khac khi van chua c6 hiéu Iénh kich chudt. TUy chon nay phai c6 khi muén
xay dyng bai thuyét trinh tw dong trinh chiéu. Vi du, ban chon After la 8 giay.
Trong thuc té, chling ta can tinh toan thoi gian sao cho khan gia c6 thé doc hét
noi dung trén slide trudc khi chuyén sang slide khac.

e Sound: chimes.wav T Advance slide

™~

D Duration: 02.00 - On Mouse Click

-

{37 Apply To All After: 00:08.00 &

Timing

Hinh 377. Tuy chon thoi gian cho Transition

8. Slide dau tién d thiét 1ap xong hiéu tng Transition.

e Nhan nat Apply To All trong nhém Timing sé 4p dung thiét Iap Transition
trén cho tat ca cac slide trong bai thuyet trinh. Khi do, tat ca cac slide s& co
hiéu tng Transition giong nhau.

e Ban lap lai cac bude 2,3,4,5 dé thiét lap hiéu ¢ng Transition cho céc slide khac
trong bai thuyét trinh véi cac tly chon hiéu tmg doc lap voi nhau. Viéc 1am
nay s& tén nhiéu thoi gian nhung bai thuyét trinh s& sinh dong va thu hit hon.
Ngoai ra, noi dung ciia mdi slide la khac nhau nén thoi gian thuc thi hoic che
chuyén slide caa mdi slide 1a khac nhau.

X6a bé hiéu &ng chuyén slide

Viéc xda bo cac thiét 1ap hiéu ing chuyén slide rat don gian. Ching ta c6 thé x6a bo hiéu ung
chuyén slide cho tirng slide riéng Ié hoac thuc hién dong loat trén tat ca cac slide.

% Céc budc x0a hiéu tng chuyén slide:

1. Chon mat hay nhiéu slide can xoa hiéu wng chuyén slide

2. Vao nga‘quransitions, nhém Transition to This Slide va chon None dé hay bé hiéu
ung chuyén slide cho cac slide dang chon.
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Home Insert Design Transitions Animations Slide Show Review View Developer Add-l

Subtle

]
= = & @ = E (]
| === ==
Monl Cut Fade Push Wipe Split Reveal Random Bars

£ [l
=
[+]

[
©

)
o
=

Uncover
Exciting

W = x

=}

issolve Checkerboard Elinds Clock Ripple Honeycomb Glitter Vortex
o) = — T
W/ = - id B o] L b
Shred Switch Flip Gallery Cube Doors Box Zoom
Dynamic Content
el
H E @O O O oI =
Pan Ferris Wheel Conveyar Rotate Window Orbit Fly Through

Hinh 378. Chon None dé x6a hiéu #ng chuyén slide

3. Néu ban chon thém Iénh Apply To All bén nhém Timing thi s& xda hét hiéu ang
chuyeén slide trong bai thuyét trinh.

il Sound: chimes.wav  + | Advance Slide

& Duration: Auto s On Mouse Click

13dl Apply To After: 00:00.00 *
% Timing

Hinh 379. X6a tat cd hiéu iing chuyén slide

11. Tw ddng hoa bai thuyét trinh

Trong mot s6 truong hop, chling ta can xay dung bai thuyét trinh voi muc dich trinh chiéu mot
cach tu dong va khong c6 nguoi thuyet trinh. Cac hudng dan trong phan nay s gitp ban thuc
hién dieu do.

Mot bai thuyét trinh ty hanh phai dam bao 3 diéu kién sau:
e Hiéu frngqchuyén slide khi ap dung phai chon thém tly chon After va thiét 1ap thoi gian
cho chuyén slide cho tat ca céc slide.

e Khi &p dung hiéu tmg cho cac dbi tugng trén tat ca cac slide phai st dung tiy chon After
Previous hoac With Previous tai Start.

e Chon thém Loop continuously until ‘Esc’ trong ngén Slide Show, nhém Set Up, 1énh
Set Up Slide Show dé tu dong trinh chiéu lap lai bai thuyét trinh khi két thic.

% Thuc hanh theo cac budc sau:

1. M¢ bai thuyét trinh can ap dung tu dong.

2. Vao tung slide, chon cac ddi tuong da ap dung hiéu tmg va vao ngin Animations,
nhém Timing, chon lai After Previous tai hop Start.
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13,1 Delay:

pStart: AfterF'revin:-usenrderAnimatinn
0 Duration: |02.00 b love Earlie

00.50

-

-

Timing

Hinh 380. Tuy chon After Previous trong Animations

3. Vao timg slide, vao ngan Transitions, nhém Timing, chon After va thiét lap thoi

gian cho chuyén silde.

il Sound: chimes.wav
I8 Duration:
450 Apply Ta All

02.00

-

™~

-

After: |00:02.00
Timing %

Advance Slide
On Mouse Click

Hinh 381. Tuy chon After trong Transitions

4. Vao ngan Slide Show, nhom Set Up, lénh Set Up Slide Show, chon 1énh Loop

continuously until ‘Esc’.

Set Up Show

Shiow bype

(%) Presented by a speaker (Full screen)
() Browsed by an individual (window)
() Browsed at a kiosk {full screen)

Show options

[+]Loop continuoushy untiﬁﬁé
[ 5how without narratio

[] show without animation

&
Laser pointer color: |_ vl

Pen caolar:

buttan,

Shiow slides
@ al

() From: | $|I|:u: | $|

Advance slides

() Manually
@ Ilsing timings, if present

rulktiple monitors

[ ]5how Presenter Wiew

To show a laser pointer during slide shove, hold down the Crel key and press the left mouse

[ 04 ] [ Cancel

Hinh 382. Hgp thoai Set Up Show
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12. Tao cac siéu lién két va cac nat 1énh diéu hwéng trong bai thuyét trinh

Véi cac nit didu kién hodc cac siéu lién két (hyperlink) dat dung chd trong bai thuyét trinh s&
gip vi€e trinh bay dugc dé dang hon trong viéc di chuyén hodc nhay dén mét n6i dung nao do
trong hodc ngoai bai thuyét trinh. Ching ta c6 thé tao si€u lién két cho cac doi tugng trong bai
thuyét trinh nhu Textbox, shape, hinh anh, bang biéu, e-mail, tdp tin ciia ing dung khaéc, ...

Cac dia chi internet, e-mail hoac dia chi ftp sau khi nhap vao hop van ban sé dugc PowerPoint tu
dong chuyén thanh cac siéu lién keét:

= Pia chi web: dia chi bt dau bang http://hoacwww

» Pia chi e-mail: chudi ky tu khdng co khoang tring va co ky hiéu @ & giira.
» Pia chi may cha FTP: dia chi bat dau bang ftp:/

Lién két dén mot slide khac trong cing bai thuyét trinh

% Thuyce hanh theo cac budc sau:

1. Chon vin bin hogc ddi tugng can gan thém hyperlink. Vi du, ban hay chon vin ban
“Microsoft PowerPoint 2010” trong slide dau tién d€ thém lién dén den slide so 10
trong bai thuyet trinh.

PowerPoint 2010~

Gigithiducictinh ning
ciia chuong trinh

Hinh 383. Chon vén 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 @én mot trinh chiéu thy bién (custom show) trong ciing bai thuyét
trinh. Cach tao custom show sé trinh bay trong chuong sau.
= Chon mot custom show ma ban muén 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 ciing bai thuyét trinh: chon tén slide muon lién
ken toi trong danh sach cac slide trong hop Select a place in this document.
Vi du, ban chon tly chon nay va chon slide s6 10.

Edit Hyperlink

Link to: Text bo display: |P0werP0int 010 | ScreenTip...

Select a place in this docurment: Slide preview:
Existing File or 2. Mhing digm mdi cila PowerPe »
Wb Page 3, Mhiing kigu hign thi 0
R 4. Chitn Hinh o slide
@ 5. Chén Clip Art wao slide
Place in This > 6. Chup hinh man hink duoa vao
E Docurnent { 7. Chén Smart Art vwao slide
8. Chén viden vao slide B s e ey L

9, Chén ﬁoan phim krirc tuyé’n oo I R e T

o Nemwrlaln o dn Se bkl ke 6] T g
S O e

Create Mew
Document

11, Thi phdn trinb dug
Cuskarn Shows Z

I Ok ][ Caniel ]

E-mail Address

Hinh 384. Chon lién két dén slide sé 10 d@é

., * Textto Display: chinh la ngi dung doan van ban ma ban chon, néu thay
é/ doi trong khung nay thi dogn van ban trén slide ciing thay doi theo.

e ScreenTip: mdc dinh cho hyperlink chinh la dia chi cia né (URL) hogc
duong dan den tap tin, neu ban muon thay doi ScreenTip thi nhan vao nut
ScreenTip... va nhdp phan tro giup vao.

Lién két dén mot slide khac bai thuyét trinh

% Thuc hanh theo cac buéc sau:

1. Chon hop vin ban thir hai trong slide s6 2. Chling ta s& thém hyperlink cho no dé lién
két deén slide “Enrich Your Presentation” trong bai gigi thiéu vé phan mem
PowerPoint 2010 “PowerPoint 2010Sample.pptx”.

2. Vao ngan Insert, nhom Links, chon Iénh Hyperlink. Hop thoai Insert Hyperlink
xuat hién.
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A2 4BEEd T

hart | Hyperlj ion Text Header WordArt Date Slide Object | Equatior
Box & Footer " & Time Mumber
inks

Text Sym

Insert Hyperlink (Ctrl+K)

Create a link to a Web page, a
picture, an e-mail address, or a
program.

pa— 0 Press F1 for more help.
Tao, quan ly va 1am viéc cong tdc véi nhiing
ngudi khic trén bai thuyét trinh
[

| Lam phong phubai thuyét trinh véicic doan |
‘| video, hinh 4nh va rit nhiéu hiéu {ing méi i
L) L} L

Hinh 385. Chon hdp van ban sé 2 trong SmartArt d@é thém hyperlink

3. Dudi khung Link to, chon Iénh Existing File or Web Page va tim dén chon bai
thuyét trinh chira slide can lién két dén trong khung Look in. Vi duy, ban chon tap tin
tén la PowerPoint 2010Sample.pptx

Insert Hyperlink

N

7

Existing File or
\ ‘Web Page f

Place in This
Document

Create Mew
Document

E-mail Address

Text b display: |<<Selection in Docurent =

N Lookin: | Books 2010 v|

ScreenTip. ..

Browsed PowerPaint 2010a, ppkx
GERCERN Ty PowerPoint 20105ample. ppt: k

CpenSampleCutline, ppkx

current | el photg Album.pptx
Folder = e

PowerPaoint 2010,ppk::
PowerPaoink 2010_Password, pplx

PowerPaoint_2010.ppkx

Bookmark. ..

Recent % PowerPointZ010.docx
Files 2= PowerPoinkz010_bia,pdf
E¥1] PowerPointz010_Last. docx b
Address: |F‘nwerPoint 20105ample. ppkx W |
L K, ] [ Cancel

Hinh 386. Chon bai thuyét trinh

4. Chon nat Iénh Bookmark... hop thoai Select Place in Document xuét hién. Ban
chon vao tén slide “Enrich Your Presentation”.
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Select Place in Document @EI

Select an existing place in the document:

= Slide Titles A
. PowerPaink Presentation
. PowerPaink Presentation

1

2

3. Author Your Presentation

4, Getting Started with Templates
2. PowerPaink Presentation

6. PowerPaoint Presentation

g

. Enrich Your Prasentatici :
. YOUR, MESSAGE, @
9, Mew Picture EFfects

10, Animate This

11, Video Perfect

12, Fountain Geyser

13, What about the beautiful transitions vou've been seeing?

14, Deliver Your Presentation e
4 >

[ K ] [ Cancel

Hinh 387. Chon slide can lién két d@én

5. Nhin nit OK dé dong hop thoai va nhan tiép nit OK dé déng hop thoai Insert
Hyperlink.

. Néu ban c0 lién két dén mot slide trong mgt bai thuyét trinh phy thi ban can
é 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

thuw muc Véi bai thuyét trinh chinh dé thugn tién khi di chuyén sang may khac.

Khéng dwoc phép doi tén, di chuyén di noi khdc, hodc x6a bai thuyét trinh

phu néu khdng muon hyperlink mat tac dung khi dwoc kich vao trong lic
trinh chiéu.

Lién két dén mot dia chi thw dién tir

Ban co thé tao mot hyperlink dé mad mét chuong trinh quan Iy e-mail mic dinh trén may tinh va
tao moi mot e-mail dé giri cho ai d6 véi dia chi va tua dé do ban thiét lap san.

% Thuyc hanh theo cac budc sau:

1. Chon slide dau tién, ban dung vé& thém maot shape hinh mit cudi trén slide nay.
e Vao ngan Insert, nhom Illustrations, chon Iénh Shapes

e Chon shape Smiley Face va vé vao slide.
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=
i

=i e 18 4535348

Shapes|Smartart Chart | Hyperlink Action Text Header WordArt Date Slide  Ohbjec
2 Box & Footer < & Time Mumber

Recently Used Shapes all Text
@E~NOCOoOALLe
[ T ANE S

Lines
SNSTLTL T RN %
Rectangles

H EEEE G E E E

Basic Shapes
BEOoAMOIOOCOD@ @@
@GO Ly7omo oo
O0@~HDEQY =& QO™
000 )L R - EreRly
Block Arrows Sidithitucictinh ning
DAL ciia chucsig trinh

€ 2w R
LEX 1o

Equation Shapes

=R e==g8

Hinh 388. Chén thém shape vao slide

2. Chon shape vura v€, chung ta sé& lién két n6 v&i mot dia chi e-mail. Ban vao ngan
Insert, nhdm Links va chon Hyperlink

3. Tai khung Link to, chon E-mail Address

Insert Hyperlink

Link ta: Texk bodisplay: | << Selection in Document == | ScreenTip...

E-mail address:

Existing File or |mailto:ttphong@giaiphapexcel.com |
‘“Web Page
Subject:

|Gui rnail by PowerPaint |

Place in This | Pecently used e-mail addresses:
Documnent

Create Mew
Document

E-mail Address

I 0] 4 ] [ Caniel

Hinh 389. S dung hyperlink dé goi trinh quan Iy va gui e-mail

4. Trong hop E-mail address, ban nhdp vao dia chia e-mail ma minh muén gui thu
dén hodc chon tir danh sach Recently used e-mail addresses néu cé san.

5. Trong hop Subject: nhap twa dé cho e-mail

Tao lién két dén dia chi Web hoidc may chia FTP
Phan trudc, ban di tao hyperlink dén mét slide trong va ngoai bai thuyét trinh tir mot doan vin

ban hodc tir mot hop van ban. Trong phan nay, ban s& thuc hanh tao hyperlink dén mot trang web
hay may cha FTP tir mét hinh anh.
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% Thuc hanh theo cac budc sau:

1. Chon slide dau tién. Chiing ta s& chen thém mét hinh logo Office nho nho vao slide
nay va dung no lién ket vai dia chi trang web Office.com.

=

e Vao

ngan Insert, nhom Images, chon Iénh Picture

e Chon hinh OfficeOnline.jpg va nhan Insertt dé chén vao slide

Insert Picture

v @-@ Xoi@-

Look in: l 1) Multimedia
@ My Recent >
Documents
(&} Desktop |
ay
Documents
meputer Dimensions: 184 x 4 Animall21.jpg Animal120.jpg Animal119.jpg
Type: JPEG Image
oMy Network Size: 2.62 KB
Places
A 4
~,
Animall18.jpg Animal117.jpg Animall16.jpg Animal115.jpg Animall14.jpg
™

Tools ~

File name: l v |

Files of type: [A!I Pictures (*.emf;* wmf;*.jpg;* jpeq;* jfif;*.jpe;* . png;* bmp;*.dib;*.rle;* . gif ;* . af a;*.emz; * . wmz v|

[ Insert iv][ Cancel ]

Hinh 390. Chen logo Office Online vao slide

2. Nhap phai ch}lcf)t lén logo vira chén vao va chon 1énh Hyperlink..., hop thoai Insert
Hyperlink xuat hién.

Cut

Copy
Paste Options:

Group
Bring to Front
Send to Back

Hyperlink...
Save as Picture.\

Size and Position...

Farmat Picture...

- O

Hinh 391. Truy cdp lénh Hyperlink bang phai chugt

3. Chon Existing File or Web Page tai khung Link to va nhdp dia chi
http://office.microsoft.com vao hop Address.
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Insert Hyperlink
Link ta: Text b display: |<<Selection in Docurent = | ScreenTip. ..
Lookin: | () Books 2010 v|
Existing File or
Wieh Page L5 Backup ~ Bookmark. ..
S current |15 Multimedia il
Falder | MyTemplates o
Place in This - @ 1Z tips for creating better presentations, docx D |
Docurnent Browsed @ Browserstats, xlsx
Pages @ File bvpes, xlsx
)iﬁ % Mau.docx
Create Hew Fecant i CpenSampleOutline, pptx
Docurnent Files = PowerPoint 2010, pdf
£<H] PowerPoint 2010.pptx v
Address: |htt|:|:,l',l'oFFice.microsoFt.com,l’ W |
E-mail Address
[ K, ] [ Cancel

Hinh 392. Tqo hyperlink dén trang Office Online ciza Microsoft

4. Nhip nut OK hoan tét.

Tao lién két dén tap tin dang lru trén dia hoiic trén mang ndi bd

Chung ta c¢6 thé tao lién két dén cac tap tin theo cach twong ty nhu trén nhung thay vi nhap dia
chi trang web thi ban tim dén tap tin dang Iuu trir trén may tinh hoac trén mang ndi bo (LAN).
Trong phan nay chiing ta s€ 4p dung cac nut 1énh (Action button) vao bai thuyét trinh.

Bang 12. Cdc nait Iénh dung san

Nat Tén Hyperlink dén |

S] Back hoac Previous V& slide lién trudc trong bai thuyét trinh

IE Forward hoic Next  Pén slide lién trude trong bai thuyét trinh

[{| Beginning Vé slide dau tién trong bai thuyét trinh

‘}] End Dén slide cudi cung trong bai thuyét trinh

AL Home Vé slide dau tién trong bai thuyét trinh

1]

Information Mic dinh la khéng lam gi, ban phai ty thiét 1ap hanh dong cho
no.

m Return Tro vé slide méi xem trude dob.

E Movie Mac dinh la khéng lam gi, ban phai ty thiét 1ap hanh dong cho
no (phat doan phim chang han) .

E Document Mic dinh la khong 1am gi, ban phai tu thiét 1ap hanh dong cho
no (Mo tap tin nao do).
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I!é Sound Phat am thanh do ban chon, néu ban khéng chon thi PowerPoint

s& phat am thanh dau tién trong danh sach am thanh chuén cua
no (Applause).

? Help Mac dinh la khéng lam gi, ban phai tu thiét 1ap hanh dong cho

no (link dén mot tap tin huéng dan nao do) .

None Mic dinh la khéng lam gi, ban c6 thé nhap van ban vao va thiét

Iap hanh dong cho né.

Bang 13. Cdc tuy chon Hyperlink to

Previous Slide Cac tiry chon nay thuc hién hanh dong gidng nhu tén caa no (xem lai

Next Slide bang trén)

First Slide

Last Slide

Last Slide Viewed

End Show Dung trinh chiéu

Custom Show ... Mo hvcf)p thoai Link to Custom Show, tir d6 ban chon custom show mudn
chuyén tai.

Slide ... M& hop thoai Hyperlink to Slide, tir d6 ban chon slide muén chuyén toi

URL ...

M¢ hop thoai Hyperlink to URL, tir do ban nhap vao dia chi trang
Webmuon chuyeén toi.

Other PowerPoint ~ M& hop thoai Hyperlink to Other PowerPoint Presentation, tir do ban
Presentation ... chon cac tap tin thuyét trinh khac muon chuyén toi.

Other File ... Mé hop thoai Hyperlink to Other File, tir d6 ban chon tap tin muén mé

Ién.Néu I tap tin khac PowerPoint thi Ging dung twong (ing s& dugc ma
1é€n dong thoi vai tap tin.

% Thuyc hanh theo cac budc sau:

1.

Chon slide chira dd thi trong bai thuyét trinh. Chling ta s& v& thém mot nit lénh dé khi
nhan nuat s€ thuc thi viéc mo mat tap tin Excel luu so liéu thong ké vé thi phan trinh
duyét web trong nam 2009.

e Vao ngan Insert, nhom Illustrations, chon Iénh Shapes

e Dén nhoém Action Buttons, ban chon kiéu nit Document va V& mot nut nho
vao slide bén canh tya d¢ cua slide. Hop thoai Action Settings xuat hién.
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h | =i Thi phan trinh duyet 2009
@ E ﬁ %E-‘L PJj =

Shapes|smartart Chart | Hyperlink Action Text  Header

Box & Footer
L i T (5 8 [T 0 R R -

I Callouts

O 3. 0O AT A gl A A

Action Buttons

@@@Dv

Action Button: Document 2.6
i T

Hinh 393. Thém n(t Iénh vao slide

Internet Firefox Chrome Safari Opera
Explorer

2. Ban chon hop Hyperlink to va chon Other File... hop thoai Hyperlink to Other
File xuat hién.

e Tai Look in: tim dén thw muyc chira tp tin muén lién két. Thong thwong tap tin
nay nén luu chung thu muc véi bai thuyét trinh 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. | Maouse Over

Action on dlick

(:} Mone
{(#) Hyperlink to:
|D:'I,Bcu:ks Z0100Erowserstats, xlsx HEYS

O Eun program:

| Browse, ..

Fun macro:

Ohject action:
| |

[ ]Play sound:
|[No Sound] |
Highlight click

L Ok J [ Cancel ]

Hinh 394. Hgp thoai Action Settings

3. Ban cd thé ty chon thém am thanh khi mé tap tin tai Play sound
4. Nhin OK dé hoan tat.
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Lién két dén mét wng dung va tao mat tai liéu méi

Chung ta d6i khi cin minh hoa cho mét ndi dung dang trinh bay bang mot vai phép tinh trén phan
mém bang tinh Excel chang han. Khi d6, viéc tao mot hyperlink dé mé va tao mot tap tin Excel
maoi nham phuc vu cho viéc nay s€ rat can thiét.

% Thuyce hanh theo cac budc sau:

1. Chon slide chira @6 thi trong bai thuyét trinh. Ching ta s& v& thém maot nat 1énh méi
dé khi nhan nat s€ thyc thi viéc mo chuong trinh Excel va tao méi mot bang tinh mai.

e Vao ngan Insert, nhom Illustrations, chon Iénh Shapes

e Chon kiéu hinh chir nhat tai nhém Rectangles chon kiéu Rectangle va nhap
vao chitr Demo.

Thi phan trinh duyét 2009

o=l @ il
Shapes|Smartart Chart Hyperlink Action
= B
I Recently Used Shapes = |
{CIoE~N\OOOALLD
5% T A
Lines
NNSNTLL RRN0 4 i B
Rectangles Internet Firefox Chrome Safari Opera
ODhoboDOoo =
ic Shapes

Hinh 395. Thém shape vao slide
2. Chon hinh vira tao, sau d6 nhan t hop phim <Ctrl + K> dé truy cap nhanh vao hop
thoai Insert Hyperlink.

3. Tai Link to, ban chon Create New Document, phan bén phai hop thoai Insert
Hyperlink bién d6i thanh hinh sau.

Insert Hyperlink

Link to: Text to display: |<<Selecti0n in Document == | ScreenTip. ..

Mame of new document:
Existing File or |Dem0.xls |
Web Page
Full path:

DriBooks 20101

Place in This
Document
ﬂ When to edit:
C[;iiti-%ﬁ:\l (=)iEdit the new document |ater:

) Edit the new document nowe

E-mail Address

[ o4 ] [ Cancel

Hinh 396. Tao tdi liéu méi bang hyperlink
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e Tai hop Name of new document: Nhap tén tap tin can tao kém theo phan mo
rong cua no. Cac phan mo rong thong dung dugc liét ké ¢ bang bén dudi.

e Tai Full path: nhin nat Change... va chon noi luu tap tin néu can
e Tai When to edit:

= Chon Edit the new document later dé khi goi thi ung dung phu hop
(theo phan mo rong) s€ mao tap tin dé hiéu chinh.

= Chon Edit the new document now thi tng dung phu hop (theo phan
mao rong) s€ mo tap tin 1én dé higu chinh ngay.

4. Nhéan OK hoan tat

Bang 14. Cdc phan mé réng thdng dung

DOCX, DOCM, Trinh xt ly van ban Microsoft Word, hoac WordPad khi khdng co

hoac DOC Word trén may.

WRI Trinh xt Iy van ban Write (phién ban truéc caa WordPad), Word

TXT Trinh xt Iy van banthd Notepad

WPD Trinh xu ly van ban WordPerfect

BMP Microsoft Paint hoac mot chuong trinh xir Iy anh duoc thiét 1ap mac
dinh

MDB Hé quan tri co s¢ dit liéu Microsoft Access

MPP Trinh quan Iy du an Microsoft Project.

PPTX hoac PPT Microsoft PowerPoint

XLSX, XLSM, Bang tinh Microsoft Excel

hoac XLS

Thay ddi mau ciia doan vin ban c6 siéu lién két

% Thuce hanh theo cac budc sau:

1. Vao ngan Design, nhom Themes, chon nat Theme Colors va chon Iénh Create New
Theme Colors.

2. Trong hop thoai Create New Theme Colors, dén phan Theme colors va thuc hién
chon mau cho 2 tuy chon cuoi cung la:

e Hyperlink: chon lai mau cho van ban c6 hyperlink

e Followed Hyperlink: chon mau cho van ban hyperlink sau khi dd nhap Ién
lien 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 Hwperlink
Accent 3
Accent 4
Accent 5
Accent &
Hyperlink
Followed Hyperlink
Mame: |Custom 2 |
[ Save ] [ Cancel ]

Hinh 397. Béi mau cho hyperlink

3. Nhén nat Save dé luu Theme Colors méi.

Nhin manh hyperlink véi 4m thanh

% Thuyc hanh thém am thanh cho hyperlink theo cac budc sau:

1. Chon hyperlink can thém am thanh. Vi du, ban chon hyperlink logo Office trén slide

dau tién.

2. Vao ngan Insert, nhom Links, chon 1énh Action

Insert Design Transitions Animations Slide Show

4L B PRl @

Screenshot  Photo Shapes Smart4rt Chart Hyperlink | Actj
~ Album - ~ %
Images [lustrations Links

Hinh 398. Lénh Action

3. Thuc hién c4c tuy chon sau:

o

Ngan Mouse Click: thiét 1ap thém &m thanh tai phan Play sound trong ngin nay
dé khi kich chuot 1én lién k&t thi mai thyc thi 1€nh.

Ngén Mouse Over: thiét 1ap thém 4m thanh tai phan Play sound trong ngin nay dé
khi di chuyén chudt 1&n trén lién keét thi s& thuc thi 1€nh.
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Action Settings

Mouse Click. | Maouse Ower

Action on click
{:} Mone
(%) Hypetlink to:

| htkp:f faffice. microsaft, comy w

(:} Bun program:

| Browse, ..

Fun macro:

COhject action:

Play sound;
|Bomb e |
[JHighlight click

[ Ok l [ Cancel ]

Hinh 399. Tuy chon am thanh cho hyperlink
4. Chon 4m thanh tai Play sound va nhin niit OK.

Hiéu chinh hoac xéa hyperlink

% Thuyc hanh thém am thanh cho hyperlink theo cac budc sau:

1. Chon dbi tuong 6 hyperlink can higu chinh hodc x6a. Vi dy, ban chon hinh mit cuoi
trén slide dau tién.

2. Vao ngan Insert, nhom Links, chon 1énh Hyperlink, hop thoai
e Nhin nat Remove Hyperlink trong hop thoai Edit Hyperlink dé x6a bo siéu
lien két

e Hoic hiéu chinh lai théng tin cho hyperlink va nhin OK.

Edit Hyperlink

Link to: Text ko display: | | ScreenTip. ..

E-mail address:

Existing File or |mailto:ttphong@giaiphapexcel.com |
‘Web Page

Subject:
|Guiti20mails20b0% Z0Powerairt] |

Place in This Recently used e-mail addresses:

Document mailto:tkphong@gisiphapex:cel com?subject=Gui%k 20mail %20k % 20Pawer Paint
Create New
Document
Remove Link

E-mail Address

I Ok, ]’ Cancel ]

Hinh 400. Hgp thoai Edit Hyperlink

Trang 238



Chuong 5. Lam viéc vai cdc higu w#ng, hogt canh

Hyperlink:

& e Hiéu chinh hyperlink: chon doan van ban hodc doi twong cé hyperlink roi
nhdp phdi chugt va chon Iénh Edit Hyperlink ...

e Mo hyperlink: chon doan véin ban hodc déi twong cé hyperlink réi nhap
phai chugt va chon Iénh Open Hyperlink ...

e Sao chép hyperlink: chon doan vin ban hodc déi neong cé hyperlink roi
nhdp phdi chugt va chon Iénh Copy Hyperlink ... Sau dé chon doi twong
khac va nhdn té hop phim tit <Ctrl+V> dé ap dung hyperlink cho doi
tuong.

e Xda hyperlink: chon doan van ban hodc déi twong cé hyperlink réi nhdp
phai chugt va chon Iénh Remove Hyperlink ...
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13. Héi dap

Trude khi thyc hanh phan tra 16i céc cau hoi, cac ban hay sao luu bai thuyét trinh thanh mot ban
sao co tén ThuchanhPowerPoint2010_Ch5_A.pptx d¢ gilr nguyén ndi tép tin cli st dung thuc
hanh tiép trong cac chuong sau.

Cau 1. Trinh bay céch thiét ldp nhanh cac higu #ng cho tét ca céc slide?
Tra loi:

Dé ap dung hiéu tng nhanh cho cac ddi twong trén slide, ching ta can thyuc hién cong viéc nay
trong ché do Slide Master View. Néu sé luong céc slide trong bai thuyét trinh nhiéu thi viéc &p
dung hiéu tng trong Slide Master View s& gidp tiét kiém duoc rat nhiéu thoi gian. Tuy nhién,
néu bai thuyét trinh chi c6 vai slide thi ban nén thyc hién ap dung hiéu ang cho médi slide trong
ché 46 Normal View.

MJi Slide Master bao gém mét slide master va cac slide layout. Khi &p dung hiéu tng cho cac
placeholder trén slide master thi cac placeholder trén cac slide layout thanh phan s& duoc thira
ké céc hiéu mg nay. Khi do, cac hiéu ing s& giéng nhau cho tit ca cac slide trong bai thuyét
trinh. Tuy nhién, ban c6 thé vao cac slide layout dé thay doi lai hiéu ung va khi d6 cac slide
trong bai thuyét trinh sir dung kiéu layout nao s& cé hiéu ng theo hiéu ung da thiét lap cho slide
layout d6 trong ché d6 Slide Master.

% Céac budc thuc hién nhu sau:

1. M@ bai thuyét trinh ThuchanhPowerPoint2010_Ch5_A.pptx
2. Vao ngan View, nhom Master Views, chon Slide Master

Pld9w-0ATE= ThuchanhPowerPoint2010_Ch5_A.pptx - Microsoft PowerPoint ‘ Drawi... | o B %
m« Master Home Insert Transitions | Animations | Review View Developer Add-Ins Acrobat Format (A} o
(T}, b . 30 Animation Pane b Start ! Rearderi‘kmmahon
L2 * * ? - agel ] ation: 5 o rlier
e Later

Preview None O DESE Fade —|  Effect Add
- — i | Options Animation v ﬁj"‘

Preview Animation Advanced Animation Timing

-

Secondlevel
Third level
Faurthlevel
Fifth level

“un 4

Slide Master | “Paper” | A | |BEE S s0% 00— @ E
Hinh 401. Slide Master

3. Chon céc placeholder “Master title” trén slide master, ban vao ngan Animations va
thiét 1ap cac hiéu tng vam thoi gian cho placeholder nay tuwong tu nhu cach lam da
trinh bay ¢ cé&c phan trudc.

4. Chon céc placeholder bén dudi trén slide master rdi &p dung hiéu @ng.
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5. Nhan nat Close Master View tra vé ché do soan thao binh thuong sau khi hoan tat.
Céc han ché & lvu v:

e Khong linh dong trong cac kiéu hiéu ang trén mdi slide

e Khong linh dong trong viéc thiét lap thoi gian trén mdi slide

e Khéng nén ap dung hiéu tng cho cac placeholder 1a footer, ngay thang, danh sé slide
e Khdng nén ap dung hiéu ang cho cac hinh nén slide

Cau 2. Trinh bay céach teo nhanh bé nir diéu hwéng cho tdt cd cac slide trong bai thuyét
trinh?

Tra loi:

Bo6 nGt ndy s& xuét hién trong tat ca céc slide cua bai thuyét trinh, do vay cach thuc hién nhanh
nhat la tao cac nat nay trong che d¢ Slide Master View. Vi dy, chung ta s& tao m¢t bo S nit nam
¢ canh dudi cia moi slide trong bai thuyét trinh bao gom:

. Nl]t. khi nhin vao no thi bai thuyét trinh s& dugc chuyén vé slide tua dé

o NGt BB khi nhén vao no thi s chuyén dén slide ké tiép slide hién hanh

o Nt .: khi nhan vao n6 thi s& chuyén vé slide trude slide hién hanh

o Nt .: khi nhan vao no thi s& chuyén dén slide cudi cing

« Nt .; khi nhan vao no thi s& chuyén dén slide dau tién
MGi Slide Master bao gom mot slide master va mot vai slide layout. Nhing diéu chinh vé dinh
dang, font chix, hinh anh trén slide master ngay lap tirc dugc céc slide layout ké thtra. Do vay, ban

chi can tao bo nat cho slide master. Néu ban muén mdi kiéu slide layout c6 bo nat diéu hudng
khéc nhau thi ban phai vao cac kiéu slide layout d6 dé tao bo nuat twong ung.

% Thuce hanh theo cac budc sau:

1. M@ bai thuyét trinh ThuchanhPowerPoint2010_Ch5_A.pptx
Vao ngan View, nhom Master Views, chon Slide Master.

3. Ban hay chon slide master trong so d6 slide trong khung bén tréi ctra s6 rdi vao ngan
Insert, nhom Illustrations, chon Shapes.

4. Pén nhém Action Buttons, chon shape kiéu Home.
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Insert Transitions Animations Reviey

@Shapes' Q i q ’A—__—| |E__g
O0<cdoldeO a4l
CDONKXB X & AVED
laB@O

Stars and Banners

NERE X D E W g g gk
£ 2% (5 i [T PRI A
Callouts -
QO aamAaAnd: 440
A0 AD dO
Action Buttons

DEI
'

Hinh 402. Chon kiéu nit Home

i

5. V& mot nit nho nhé & goc dudi bén trai cua slide, cha y tranh phan dung cho footer
cua slide. Ban c6 thé gitr thém phim Shift khi v& dé hinh dugc vudng van. Hop thoai
xuat hién, ban s& thay tai Hyperlink to da chon sdn hanh dong la First Slide va chi
can nhan OK.

Action Settings

Mouse Click. | Mause Ower |

Action on dlick

(First Slide v|

Oﬁun program:
| Click to edit Master title

Erowse, ..
Fun macro:
| | : Secondlevel
: Third level

Ohject action; Fourthlevel

| | Fifth level
[ ]Play sound:

|[No Sound] |

Highlight click,

Hinh 403. Pat Action Button trén slide master
6. Tuong ty, ban thuc hién chén thém 4 nat con lai vao slide master. Luu ¥, khong can

thay doi tdly chon trong hop Action Settings ma chi can nhan OK dé chap nhan vi céc
nat Iénh nay da dugc thiét 1ap san cac tuy chon. Két qua cudi cung nhu sau:
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Click to edit Master title style

to edit Master text styles
Secondlevel
Third level

Fourth level
Fifth level

Hinh 404. Bé miit diéu huéng trong slide master

7. Ban dé y s& thiy cac slide layout ciing xuét hién bo nut diéu hudng di tao trén slide
master. Nhan nut Close Master View dé tré vé ché do soan thao. Khi d6 tat ca cac

slide trong bai thuyét trinh déu c6 bo nit didu huéng gidng nhau.

(T Trar—r———p—
PowerPoint 2010 l%]
(it
[m]

Hinh 405. Tat ca cac slide trong bai thuyét trinh déu cé bé nit diéu huéng
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Cau 3. C6 cach nao khong cho hiéu dwong gach dwéi cia van ban c6 hyperlink hay khong?

Tra loi:

PowerPoint khéng hd trg x6a bo duong gach chan cua vén ban c6 hyperlink. Do vay, nén thay thé
viéc chén hyperlink cho van ban bang chen hyperlink cho hp shape chira van ban.

Cach 1:

% Cac budc thuc hién nhu sau:

1.

4.

5.

Vi dy, ching ta s& diéu chinh lai hyperlink cta van ban “Microsoft PowerPoint 2010”
trén slide dau tién.

Ban chon vin ban “Microsoft PowerPoint 2010 rdi nhap phai chuét va chon Iénh
Remove Hyperlink.

Chon hdp vin ban chira twa d& “Microsoft PowerPoint 20107 rdi nhap phai chudt va
chon Hyperlink...

Edit Text

Bring to Front

Send to Back
Hyperlink... @
Save as Picture...

EﬁaﬁceOnline : Size and Position...

Hinh 406. Trug cdp lénh Hyperlink bang phdi chugt

Chon Place in This Document tai Link to va chon slide sé 10 trong danh sach Select
a place in this document.

Nhan OK hoan tat viéc diéu chinh.

Céch 2: Céch nay c6 thé &p dung khi hop vin ban c6 nhiéu dong va mdi dong vin ban cé thé tao
hyperlink khac nhau.

% Céac budc thuc hién nhu sau:

1.

Vi dy, ching ta s& diéu chinh lai hyperlink cua vin ban “Microsoft PowerPoint 2010”
trén slide dau tién.

Ban chon vin ban “Microsoft PowerPoint 2010” roi nhap phai chudt va chon Iénh
Remove Hyperlink.

Vao ngan Insert, nhdm Illustrations, chon Shape va chon kiéu Rectangle.
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4. V& mot hinh chir nhat d¢ 1én ving tua dé.

Gidithiducictinhning
ctia chuong trinh

Hinh 407. Vé shape dé lén ving tira dé

5. Nhip phai chudt I&n shape va chon Hyperlink... va tién hanh thiét Iap cac thong so
cho hyperlink. Nhan OK khi hoan tat.
6. Van dang chon shape, ban vao Drawing Tools, ngan Format, nhdm Shape Styles
e Chon Shape Fill va chon No Fill
e Chon Shape Outline va chon No Outline

7. Nhip phai chuot 1&n shape va chon Iénh Bring to Front dé Iam cho shape luén ni
trén bé mat van ban.

e

&
Ea Copy

PowerPoir
L [{ Paste Options:

= 1 =
Gidithitucicti @ 2l ‘
ciia chuongt Edit Text
Edit Points

Group L4

Bring to F[ont@ »
Send to Back 4
Ry |
Hinh 408. Tuy chon Bring to Front
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Cau 4. Muén chén Logo cdng ty vao tat cd cac Slide trong mét bai bao céo ¢ rdt nhiéu slide
thi phdi lam sao?
Tra loi:

C6 nhiéu cach 1am, tuy nhién cach lam nhanh va it 1am tang dung luong tap tin bai thuyét trinh 1a
chén Logo vao slide master trong ché do Slide Master View.

% Thuc hanh theo cac budc sau:

1. M@ bai thuyét trinh ThuchanhPowerPoint2010_Ch5_A.pptx
2. Vao ngan View, nhom Master Views, chon Slide Master.
3

Chuing ta s€ chén hinh “OfficeLogo.jpg” vao goc trén bén phai cua slide master. Ban
hdy chon slide master va vao Insert, nhdm Images, chon Picture. Hop thoai Insert
Picture xuat hién.

Insert Picture
Lookini | ) Multimedia v @ & XoiE-
@ My Recent r | fad
Documents. = ‘
(&3 Deskeop 8 6ffice Online =
am
Documents.
g My OfficeLogo.jpg Officatioling jpg Animal219.JPG Animal121.jpg Animal120.jpg
Comotten Dimensions: 194 x 60
g My Network. Type: JPEG Image
Places Size: 5.58 KB
b ] y - -
\ s R 7y
y N 7
J /A
Animal119.jpg Animal118.jpg Animal117.jpg Animal116.jpg Animal115.jpg
n - - - _ b
File name: v
Files of type: | allpictures (*.emf; . jpg;* jneg; . ff; . joe; . png;* bmp; * dib; . rle; *.gif . afa;* emz; vz v |
o

Hinh 409. Hgp thogi Insert Picture

4. Chon hinh tén “OfficeLogo.jpg” va nhan Insert dé chén vao slide.
5. Di chuyén hinh vao g6c trén bén phai cua slide master.

- o)
ing 18 " e
(T, g b ok chagerd by

Powerpoint 2010

Click to edit Master title style

Secondlevel
Third level

Fourth lavel
Fifth level

Hinh 410. Logo xudt hién trén tat ca slide
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Cau 5. C6 cach nao cho mét ban nhac phat tir dau dén cugi bai thuyét trinh hay khong?
Traloi:

Chuing ta c6 thé thiét 1ap cho mot ban nhac chén vao slide dau tién nhung c6 thé phat tir dau dén
cuoi bai bai thuyeét trinh.

% Cac budc thuc hién nhu sau:

1. Mo tap tin QA.pptx I&n va chén vao mét ban nhac ¢ slide dau tién.

&9

Video |Audio |

Me| (J  Audio from Fj %
Clip Art Audid.. )

Record Audio.. dio from File

Insert an audio clip into the slide.

9 Press F1 for more help.

Hinh 411. Chén nhac vao slide dau tién

2. Chon Ién biéu tugng 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

Nﬁiﬂ :,"; Start: | Play acrass slides |~ |[C]] Loop until Stopped

Volume Hide During Show Rewind after Playing

2] Audio Cptions

Start

Flay the audio clip automatically,
when clicked, or automatically and

P | o [+ 000000 'U M across multiple slides,

9" 9
Sl

Hinh 412. Thiét ldp tiry chon cho &m thanh

@i i@
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Ngi dung
1.

© o0 N o g A~ WD

~ Chuong 6
Chuan bi thuyét trinh

Tao tiéu dé dau va chan trang

Ghi chi va nhan xét cho cac slide
Chuyén dinh dang cua bai thuyét trinh
In bai thuyét trinh

Dong goi bai thuyét trinh ra dia

Tay bién ndi dung cho céc budi bao cao
Thiét 1ap tuy chon cho céc kiéu bo céo
Kiém tra bai thuyét trinh

Hoi dap
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T

rong chuong nay, chang ta s& cang nhau tim hiéu c4c cong tac chuan bi cho budi trinh dién
trudc khan gia hoac phat hanh bai trinh dién dudi dang ty hanh hodc tuong tac vai nguoi

xem. Chuong nay sé& lan luot trinh bay cac noi dung sau:

Tao tidu dé dau va chan trang (header & footer) cho slide va céc trang in phat khan gia
(handout).

Tao chi ghi chu (notes) cac diém quan trong vé ndi dung sé trinh bay trén cac slide.
Chuyén bai thuyét trinh sang cac dinh dang khac (PPT, PDF, Word, Video) dé chia s&
In céc tai li¢u dung riéng cho nguoi bao céo (Notes Pages).

In cac tai liéu phat cho khan gia (Handout)

Dong goi bai thuyét trinh ra dia (Package Presentation for CD)

Tay bién noi dung cho cac budi béo céo (Custom Slide Show)

Céc thiét Iap cho cac kiéu béo céo (Set Up Slide Show): Tily bién bai thuyét trinh sang
dang thuyet trinh truc tiép trudc khan gia hoac la dang bai thuyét trinh tu hanh.

Kiém tra va bao céo thu bai thuyét trinh.

Chung ta s& str dung tiép tap tin thuc hanh ¢ phan truéc. Ban hiy sao luu bai thyuc
hanh d6 thanh mét tap tin mai tén 1a ThuchanhPowerPoint2010_Ch6.pptx.

1. Tao tiéu @& dau va chan trang

Trong PowerPoint, viéc thiét 1ap Header & Footer cho Slide va trang in kiéu Handout hoic Notes
c6 mot s6 diém khéac nhau. PowerPoint thiét ké san cac placeholder trén slide va céc trang
handout hoic notes dé chira cac thong tin header & footer ma ngudi ding s& nhap vao. Ching ta
c6 thé thuc hién mot s tiy chinh di véi cac placeholder nay trong ché do Slide Master, Handout
Master va Notes Master.

Header & Footer cho Slide c¢6 3 placeholder nhu sau:

Footer: Dung dé chira doan vin ban nhu tén tac gia, tén chuong, ...
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Date and Time: Cht:a thdng tin ngay thang tao hoac cap nhat lan cudi bai thuyét trinh.

e Slide Number: Chira s6 thir tw cua slide trong bai thuyét trinh

Header & Footer cho Handout va Notes c6 4 placeholder sau:

Header: Dung dé chira doan van ban nhu 12 tén tua dé cua bai béo cdo, tén chuong, ...
Footer: Dung dé chira doan van ban nhu tén tac gia, tén chuong, ...
Date and Time: Cht:a thdng tin ngay thang tao hoac cap nhat lan cudi bai thuyét trinh.

Page Number: Chira sb thi tu cua trang in trong bai thuyét trinh

% Cac budc thuc hanh nhu sau:

1. Mo tap tin ThuchanhPowerPoint2010 Ch6.pptx

2. Vao ngan Insert, nhom Text, chon Iénh Header & Footer, hop thoai Header and
Footer xuat hién.

A = E k
AlE 4 &% E e
Text Header _WordArt Date Slide  Ohbject
Box & F-:u-:u(ﬂ@* & Time Mumber

Text

—

Hinh 413. Chon Iénh Header & Footer

3. Chon ngan Slide trong hop thoai Header and Footer va lam theo nhu sau:

e Date and time: thiét 1ap thoi gian s& xuét hién trén slide
= Update automatically: thoi gian s€ la ngay hién hanh cua may tinh dang st
dung va s€ tu dong thay doi thoi gian trong nhitng 1an mo sau. Ban c6 thé
chon thém kiéu dinh dang theo ngdn ngtr tai hop Language va kiéu ngay
thang tai hop Calendar type. Vi dy, ban chon tuy chon nay va chon dinh
dang la thang/ngay/nam theo thiét lap trong Control Panel ciia may dang st
dung.
= Fixed: nhap thoi gian ¢6 dinh vao 6 tréng bén dudi
e Slide number: Ban danh diu chon vao 6 nay dé cho hién sb thi tu cua slide.
e Footer: Hay nhap vao tén cua ban

e Don’t show on title slide: ban hay chon tuy chon nay dé khong &p dung
Header & Footer trén cac slide tua dé (title slide).
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Header and Footer,

Slide | Mates and Handouts

Include on slide

Apply ta Al
Date and kime
(%) Update automaticalky Apply
[uzzinto |
D TEEEI Preview
[#] slide number E
Euuter
|Tr§n Thanh Phong |
[#]Don't show on itle slide:

Hinh 414. Thiét ldp Header & Footer cho Slide
e Néu nhén nat Apply thi chi 4p dung c4c thudc tinh Header & Footer cho cac
slide dang chon. Neu nhan nit Apply to All thi s& ap dung cac thugc 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

. Apply to Al
[]Date
(%) Undate automatically

|Friu:|ayJ January 22, 2010

) Fixed

Header

|Micrusu:uft PowerPaint 2010 |
Page nurmber
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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Page number: Ban danh diu chon vao 6 nay dé cho hién sb thir ty trén cac
trang in Handout hoac Notes Pages.

e Footer: Hay nhap vao tén cua ban

Nhan nat Apply to All dé ap dung cac thudc tinh Header & Footer cac trang in
Handout va Notes Pages.

Tuy chinh Header & Footer trong Slide Master

Cac Header & Footer vira thém vao céc slide doi khi s& chua duge nhu y mudn. Do vay, ching ta
sé thuc hién mét so tuy chinh cho doi tugng nay trong ché d6 Slide Master View.

% Cac buéc thuc hanh nhu sau:

1. Vao ngan View, nhom Master Views, chon Iénh Slide Master.

2. Ban chon vao slide master, & goc dudi bén phai caa slide c6 3 hop nho chinh la 3

placeholder dung dé chira thong tin Date andTime, Slide Number va Footer. Ban
hay doi 3 placeholder nay xuong sat canh dudi caa slide.

S Oy S e M e B‘S_Of'ﬁ

Click to edit Master title style

-20ffice

lick to edit Master title style

Secondlevel : Secondlevel
Third level Third level
Fourth level Fourthlavel
Fifth level 3 Fifth level

Hinh 416. Sdp 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 c& chit 1a 14. Chon placeholder Slide Number va cho cé chit la 20, chir in
dam (Bold) mau vang va c6 bong mo (Text Shadow).

Homel Insert  Transitions  Animations  Review W

—_— 1=

- - = T i
Minion Pro (Body = 20 ~ A A7 | 4 ;

. Ig AV. Aa- | A - =
=
| @r

Text Shadow

S T

ul
i
n¥|
F IMI i
e

Add a shadow behind the selected

text to help it stand out on the
slide,

Hinh 417. Binh dang lai cac placeholder

4. Nhan nGt Close Master View.
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2. Ghi chud va nhan xét cho céc slide

Ghi cht cho slide

Dudéi mo| slide trong ché d6 Normal View la mot khung trong dung dé nhap cac thdng tin ghi chu
(notes) vé nodi dung trong slide d6. Ngoai ra, chung ta ¢ thé chuyén sang ché do Notes Page dé
nhap théng tin ghi cha cho slide.

Ban c6 thé thém cac ghi chli vao viing Notes trong ché do Normal nhung dé xem hinh déang thuc
su cua trang in Notes Page thi ban phai chuyén sang che d6 man hinh Notes Page vi trong che do
Normal View ban s€ khong thay dugc cac dinh dang vé mau sac, hinh anh, ... trong khung Notes.

Trong ché do Notes page, mdi trang bao gom mot hinh thu nhé cua slide nam bén va bén dusi la
hop van ban dung dé nhap thong tin ghi chu vao. Ngoai vén ban, ban c6 the thém vao trang ghi
cht cac doi tugng khac nhu do thi, hinh, bang biéu, shape, ...

EHd9-0_ATVSIs ThuchanhPowerPoint2010_Ché.pptx - Microsaft PowerPoint =@ 2| RA9-6R_RTE ThuchanhPowerPoint2010_Ché.pptx - Microsoft PowerPoint Lo o B X
Home Inset Design Transtions Animations  SlideShow  Rewew | View | Developer Adddns  Acobat & @ Home | Insert Design Transitions Animations Siide Show Review View Developer Add-Ins Acrobat Fomat | & @
&3 Siide Master [T Ruler © = & color = =y " = : B T U.. = m—-= Qv
o | =h 2 _'1: (B i & Calibri (Body) 12 AN D $ TJ) \ 1 @
Zoom Fitto New w Macros Paste New — | B 7 U 8 sbe Av Aav | A~ Shapes Amange. Quick 2 htng
Window jows - | sider I = b v Styles~ T | -
: lipboard Sid Drawing
= <
| u D
I
Gidithiducictinhning o
cita chuong trinh
2
:
Click to add notes B
2
| sude1otis | -Paper | 5 | Bl T 5% O—0 @@ | | netestorts | paper | S | |meEm e amC—U— o]

Hinh 418. Notes trong Normal View va Notes Page

Ghi chi trong ché a9 Normal View

% Céac budc thue hanh nhu sau:

1. Chon slide can thém ghi chi. Vi du ban chon slide s6 3

2. Trong ché do slide, ban nhap chudt vao khung Notes nim bén dudi slide va nhap vao
va dinh dang thong tin ghi chu cho slide nhu hinh sau:

e Quét chon van ban trong khung Notes va vao ngan Home, nhom Font va
Paragraph dé dinh dang.
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Nhiing kicu et

»Master Views
= Slide Master
= Handout Master
= Notes Master

»Presentatien Views

%ﬁﬂ'
AL

= NutesPage

‘ Pfé'iding View

Presentation Views

+ Normal: Ding réat nhigu trong qué trinh bién soan

« Slide Sorter: Sap x&p cac slide trong bai thuyét trinh.
+ Notes Page: Thém céc ghi chi vao slide

+ Reading View: Xem trudc bai thuyét trinh

Master Views

+ Slide Master: Luu trir thong tin vé thiét ké

+ Handout Master: Thiét |ap céc théngsd cho cac trang in Handout
+ Notes Master: Thiét |ap cac thongsé cho cac trang in Noted

I

Hinh 419. Nhdp ghi chd cho slide

3. Thuc hién lai thao tic nay cho céc slide can thém thdng tin ghi ch.

Ghi chu trong ché @9 Notes Page

Ghi chu trong Normal View khdng thé thém vao hinh anh, d6 thi, ... nén ching ta can phai vao

Notes Page dé thém cac thong tin nay.

% Cac buéc thuc hanh nhu sau:

1. Vao ngan View, nhom Presentation Views, chon Notes Page

Insert Transitions Animations

D Ruler

Hame

Slide Sorter

Dresign

E [ slide Master f‘;{

Slide Show

Motes Pafe | Handout Master D Gridlines
Zoom  Fitto
ﬁ Reading\ i& MNotes Master [ Guides Window
Presentation Views Master Views Show Pl Zoam

Review Wiew

E Grayscale
I Black and Whit

Color/Grayscale

Hinh 420. Chuyén sang ché dg Notes Page

2. Dung thanh cudn doc dé di chuyén dén slide can thém ghi cha. Vi du, ban chon slide

sb 3.
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Presentation Views

« Mormal: DUng rit nhigu trong gua trinh biénsoan

- Slide Sorter: S3p x£p cac shide trong bai thuyEt trinh.
= Notes Page: Thém cac zhichivaoslios

« Reading View: Xem trudc bai thuy St trinh

[;]Master Views
» slide Master: Luw trl¥ thdng tin vE thift k&

« Handout Master: Thift iip cac thang 3 chocactrang

|

I in Randout

: - Motes Master:Thistl3pcacthonz sdchocactrang in

I nates|

| I
O———————- O-———————

3. Banco thé nhép thém céc thong tin, dinh dang van ban hodc vao ngan Insert dé chen
cac hinh anh, do thi, shape, bang biéu vao trong trang.

Lam viéc véi Comment
Comment thuong dugc chén vao cac slide dé nhan xét hodc danh gia vé ndi dung, hinh thic....
cia bai thuyét trinh ndo do. D61 khi, comment la cua chinh tac gid bai thuyét trinh thém vao dé

yéu cau ngudi khac nhan xét gitp minh vé bai thuyét trinh. Chung ta ¢ thé thém va hiéu chinh,
sao chép hoac x6a cac comment trén cac slide.

Thém comment

E Cac budc thuc hanh nhu sau:

1. Chon slide can thém comment. Vi du ban chon slide s6 8
2. Vao ngan Review, nhom Comments, chon New Comment
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sitions Animations Slide Show Review View Developer Add-Ins Acro
] 3 Delet j Compare
New 2
Commen
Comments
Insert Comment
Add a comment about the LJ Offlce

selection,

Hinh 421. Lénh New Comment

3. Ban nhap vao noi dung can nhan xét trong hop comment vira chén vao

TTP1, | Tran Thanh Phong 1/22/2010 | 3 ——
Quang céo Office nhu phim hénh ddng )| i 1 a Ofﬂce

.2 Office

i<l [ <

4. Nhap chudt ra khoi hop comment dé hoan tat. Ban cd thé di chuyén comment dén gan
doi tuong trén slide ma nd nhan xét.

Hiéu chinh comment

% Cac budc thuc hanh nhu sau:

1. Chon slide c6 comment can hiéu chinh. Vi du Ia slide s6 8.

2. Vao ngin Review, nhém Comments, chon Show Markup dé hién cac comment trén
slide. Néu slide c6 nhiéu comment thi:

e Nhan n(t Next dé di chuyén dén comment ké tiép

e Nhan nit Previuos dé di chuyén vé comment lién trudc
Chon comment can hiéu chinh. Vi du ban chon comment vira tao.
Chon Iénh Edit Comment
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tions Animations Slide Show Review

\j : A Delete -

#3 Previous
MNew Edit &
Comment Com Mext
Commerks
P —

Hinh 422. Lénh Edit Comment

5. Nhap noi dung hiéu chinh vao hop comment
6. Nhap chudt ra ngoai hop comment dé hoan tat.

Sao chép ngi dung comment

% Céac budc thuc hanh nhu sau:

1. Chon slide c6 comment can sao chép néi dung. Vi du la slide s6 8.
2. Chon comment can sao chép noi dung, Vi du chon comment vira tao & trén.
3. Nhép phai chudt 1én comment va chon lénh Copy Text

Edit Comment
Copy Text

New Commen

Delete Comment

Hinh 423. Sao chép ngi dung trong hgp comment

4. Chon néi dé dan nodi dung sao chép vao va vao ngin Home, nhém Clipboard, nhan nit
Paste.

Xba comment

% Céc budc thuc hanh nhu sau:

1. Chon slide c6 comment can xéa. Vi du la slide sé 8.
2. Chon comment can x6a. Vi du chon comment vira tao & trén.
3

Nhan phim Delete trén ban phim dé x6a hoic vao ngin Review, nhém Comment,
chon Delete véi cac tuy chon sau:

e Delete: x6a comment dang chon.

o Delete All Markup on the Current Slide: xo6a tit ca comment trén slide hién hanh.
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o Delete All Markup in this Presentation: xoa tat ca comment trong bai thuyét trinh
nay.

tions Animations Slide Show Review View Developer Add-Ins

- r J ;j ﬂDeIetC-:umpare 3
I / -
- £ Dele

Show Mew Edit
Markup| Comment Comment| # Delete All Markup on the Current lide

Comments | Wy pelete All Markup in this Presentation

Hinh 424. Lénh Delete

3. Chuyén dinh dang cia bai thuyét trinh

Chuyén dinh dang bai thuyét trinh da hoan thanh sang cac dinh dang khac nhu 1a Acrobat (PDF),
Word, Video, ... hoac 1a luu bai thuyet trinh sang dinh dang PowerPoint & cac phién ban trudc s¢
gilp cho viéc chia sé dugc dé dang hon.

Luru bai thuyét trinh dwéi dinh dang PowerPoint 2003 tré vé truéc
Hién nay van con rat nhiéu cong ty va ngudi dung chua nang cap Ién PowerPoint 2007 hoic

2010, nén vigc luu bai thu}{é't trinh sang dinh dang PowerPoint ¢l sé gilp nhirng ngudi dung nay
c6 thé mo va xem trinh chiéu trén may cua ho.

% Cac budc thuc hanh nhu sau:

1. Mg bai thuyét trinh can chuyén vé dinh dang PowerPoint 2003 trd vé trudc.

2. Vao File, chon 1énh Save As

3. Chon kiéu dinh dang tap tin tai hop Save as type 14 PowerPoint 97-2003 Presentation
(*.pp).

File pame: ThuchanhPowerPoint2010_Ché, ppx -

Save as LYDe! | powerPoint Presentation (*,pphx) |'v_
PowerPaoint Presentation (¥, pptx) A
|PowerPaink Macro-Enabled Presentation (*. py
‘PowerPaink 97-2003 Presentation %, ppk)

FDF (*.pdF)
- WPS [ E (%, xps)
r Click to Powerclgzol-ime'rnemplgfes(*.potx) bt

Hinh 425. Chon kiéu dinh dang tap tin

4. Dt tén tap tin tai hop File name néu mudn va nhan nit Save dé luu lai ban sao cua
bai thuyét trinh dudi dinh dang PowerPoint 97-2003.

Chuyén bai thuyét trinh sang PDF/XPS
Dinh dang PDF rat phé bién trén internet, do vay viéc chuyén bai thuyét trinh sang dinh dang nay

cling rat can thiét trong viéc chia s& trén mang. Chuyén bai thuyét trinh sang dinh danh PDF/XPS
da duoc trinh bay chi tiét & chuong trudc, nén phan nay chi trinh bay so luoc lai.
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% Cac budc thuc hanh nhu sau:

1. M@ bai thuyét trinh can chuyén vé dinh dang PDF hozc XPS.
2. Vao File, chon Iénh Share, chon Create PDF/XPS va chon tiép Create a PDF/XPS.

File Types
Print
& ChangeFile Type

n [ &} Create PDF/XPS Document % J

Help

‘]

al Vi
i, Create a Video

i

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 cac tuy chon khac dé mac dinh.

File pame: | ThuchanhFowerPoink2010_Che

Save as type: F'IZZIF T ol

vl
Open file after publishing
Optimize for: (%) Standard (publishing online and printing)

) Minimun size {publishing online)
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

Pay la tinh ning mai cua PowerPoint 2010. Viéc chuyén bai thuyét trinh sang video s& gilp
ngudi xem khong can thict phai c6 chuong trinh PowerPoint cai dat trong may ma chi can mot
chuong trinh phat video dé xem, vi du nhu la Windows Media Player.

% Cac budc thuc hanh nhu sau:

1. M@ bai thuyét trinh can chuyén vé dinh dang Video.
2. Vao File, chon Iénh Share, chon Create a Video

= T T T TyRs OO a O TE IO O v el
Iﬁ 4 Create PDF/XPS Document

Internet & DVD
Help (81 CreateaVid ) B, : . -
& reate a Video Fer uploading te the Web and burning te stan..
EE Addns + € Package Presentation for CD '\‘E‘ Use Recorded Timings and Marrations -
] Options \;@ Slides that do not have timings will use the def...
@ .'Z Create Handouts Seconds to spend on each slide: | 05.00 :
Exit

[ %

Create

Video

Hinh 428. Chuyén bai thuyét trinh sang video
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3. Chon chat lwong phim can xuit ra. Vi dy, ban chon Ia Internet & DVD va nhan nat
Create Video.

4. Tim noi luu tap tin video tai Save in va dat tén tap tin tai hop File name.

File pame: ThuchanhPowerPoint2010_Ché, wmy

save as bPe! | windaws Media Videa (* wmv)

Hinh 429. Pgt tén va chon dinh dgng video

5. Nhan nat Save va chd PowerPoint chuyén d6i bai thuyét trinh sang video.

Chuyén Handout sang Word

Vigc chuyén cac Handout hoic Notes Pages sang trinh soan thao Microsoft Word s& giup ban c6
thé thém cac dinh dang mong muon khac ma PowerPoint khdng ho tro trudce khi in.

% Cac budc thuc 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.

Page lawaut in Microsaft Whard

.x %) Notes next to slides

[ B

=§ ) Blank lines next ka slides
Create Handouts in Microsoft Word -
Create handouts that can be edited and formatted in () Mates below slides
Word.

Creates a Word document that contains the slides and O Blank lines bel lid
ank lines below slides

notes from this presentation

Use Word to layout, format, and add additional
content to the handouts

) outline only

D0

Autcmatically update slides in the handout when the
presentation changes

add slides to Microsoft Word docurment
| B2

=]
Create %

Handouts [ a4 ] [ Cancel ]

Hinh 430. Chuyén handout sang Word

3. Tai nhén] Page layout in Microsoft V\{ord, ban xem hinh mvéu cac kiéu dinh dang cua
khi chuyén sang Word va chon moy kiéu. Vi du ban chon kiéu Notes next to slides.

4. Tai nhom Add slides to Microsoft Word document:
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e Néu Paste duoc chon thi cac handout hoic notes pages s& doc lap véi tai liéu
Word,

e Néu Paste link duoc chon thi mi khi c6 sy hiéu chinh trén slide trong bai thuyét
trinh thi cac hiéu chinh nay sé tu dong cap nhat sang tai liéu Word. Vi du, ban
chon tuy chon nay.

5. Nhan nit OK va cho trong gidy lat chuong trinh Microsoft Word s& mé 1én va cac
slide s€ duogc lan luot chuyén sang Word.

Slide 1
PowerPoint 2010
e e
-
Slid=2
Lam. y P ikt Ghompdft ik v i
Slid=2 M .
Presentation Views
® Normal: Dung r3t nhiZu trong qui
trinh bign soan
*® Slide Sorter: S3p x3p cic slide trong
bai thuyst trinh.
* Notes Page: Them czc ghi chl vao
slide

Hinh 431. Handout sau khi chuyén sang Word.

4. In bai thuyét trinh

Trong cac budi thuyét trinh ¢ sir dung may chiéu, dién gia hay nguoi béo céo s& phat cho nguoi
xem mot tap tai liéu vé cac bai bao cao sip dién ra dé ho doc trudc. PowerPoint cung cap rat
nhiéu tily chon dé ban tao nén céc tai liéu mot cach nhanh chéng va rat chuyén nghiép.

In tai ligu danh cho dién gia

In 4n tai liéu dang Notes Pages hoic Outline thudng dugc st dung danh cho ngudi thuyét trinh.
Céc ban in nay chtra noi dung trén slide va cac ghi chu cua slide ciing dugc in kém theo. Nguoi
thuyét trinh c6 thé doc nhanh cac trang in nay dé xac dinh y chinh can trinh bay.
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Tuy chinh Notes Master

Mic du ching ta c6 thé chinh stra, dinh dang cac Notes Page riéng biét trong ché d6 man hinh
Notes Page, nhung viéc 1am nay rat tha céng va mat thoi gian. Ching ta nén vao ché ¢6 man hinh
Notes Master dé thuc hién céc tly chinh va cac thay déi nay s& co tac dung cho tat ca céc slide

trong bai thuyét trinh,

% Cac budc thuc hanh nhu sau:

1. M@ bai thuyét trinh can diéu chinh Notes Master.

2. Vao ngan View, nhdm Master Views, chon Notes Master. Cira s6 Notes Master

Xuat hién.

Home Insert Review View
= slide Master [ Ruler (9
Handout Master |:| Gridlines ﬂm
Zoan
55| Motes Maste [0 Guides
Master Views Show )

Hinh 432. Lénh Notes Master

3. Tai nhom Placeholders, ban c6 thé thiét 1ap cho an hoic hién cac placeholder trén

trang Notes Page bang cach bo chon hoic chon vao céac hop kiém.

slide Image Body Fonts =
Page Motes Page Slide Themes
Setup Qrientation » Orientation ~ Footer Page Number - [O]effects -
Page Setup Placehalders Edit Theme Background

Motes Master Haome Insert Review WView Developer Add-Ins Acrobat Format

W W olars =
EI Header Date E Calors {2] Background Styles ~

&

%

Close
Master View

Close

Hinh 433. Ngan lénh Notes Master

4. Tai nhém Edit Theme, ban c6 thé chon lai bo mau séc, font chir va hiéu ng cho cac

placeholder.

5. Tai nhdm Background, ban c6 thé thém nén cho cac Notes Page. Vi du, ban chon

Style 2 tai Background Styles.

[@ Background Styles '] E H

A
RN

) Format Background...
|

Hinh 434. Thém nén cho céac Notes Page
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6. Trong vung Notes Page:

e Ban chon 2 placeholder Header va Date va di chuyén xuéng phia du6i 1cm vi
ching quéa sét I¢é trén cua trang in.

e Ban chon 2 placeholder Footer va Page Number va di chuyén 1én trén 1 cm
vi chung cling qua sat 1€ dudi cua trang in.

e Ban c6 thé diéu chinh kich thuéc cua placeholder Slide Image hoac Body theo
nhu cau. Vi duy, ban thuc hién diéu chinh sau:
= Chon placeholder Body
= VVao Drawing Tools, ngan Format, nhom Shape Styles
= Chon kiéu dinh dang Colored Outline — Red, Accent 1

T
me Insert Review View Developer Add-Ins Acrobat ‘ Format
—— - SshapeFill - % 4, A~ Uhering Forward
Abc a Abc ~ | [Z Shape Outline ~ g v 4 send Backwar
\ J [S1E uick
& ¥ | i Shape Effects v S?yles v & I}L’L} Selection Pang|
Shape Styles | WordArt Styles & Arrange

IColoredOutline-Red,Accentll_____

= e

Cligh e edit Abastertitie st le
Cled bl Mater tert wtphes
frimed Wwi
Tistvmd
e
-

Hinh 435. Pinh dang cho placeholder Body

7. Chuyén qua ngin Notes Master va nhan nat Close Master View dé hoan tat.

Thuec hién in 4n Notes Pages

Sau khi thyc hién cac cong doan tily chinh cho Notes Page, chiing ta s& tién hanh in an ching ta
giay dé sir dung khi thuyeét trinh.

E Cac budc thuc hanh nhu sau:

1. M@ bai thuyét trinh can in Notes Pages.
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2. Vao File, chon Print

| save
Save As
5 Open
ﬁ Close

Info
Recent

New

Share

Help
Add-Ins =
|z] Options

B3 Exit

HEG,

EA9-06Q3QY

.ﬁ’ Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat (4] 0

& | ThuchanhPowerPoint2010_Ché.pptx - Microsoft PowerPaint = = R

g Print &
Copies: |1 -
Print et rrementznan oy amoaey 23, 7030
Drinter i Nhiing Kiew

>Posailion Viws sk Viess

T 1 . « §licke Mau ter
.,Jz Printer2 on FETPSYS . _m " 1

Ready |- 1 Prige = Notes Master

View

Printer Properties

Settings

s Print All Slides

-

= print entire presentation Presentation Views
* Normal: Ding ré_‘t nhigy trong qua trinh bién soan

Slides: * Slide Sorter: SApxép cac slidetrong bai thuyét
trinh.
Motes Pages - + Notes Page: Thém cac ghi chivio slide
Print slides with notes + Reading View: Xemtrudc bai thuyéttrinh
_,! Print on Both Sides Master Views
7 Flip pages on long edge M + Slide Master: L trif théng tin vé thiét k

+ Handout Master: Thiét 13p cacthdng s6 cho céc
trangin Handout

2= Collated L X
& + Notes Mas ter; Thiét lap cicthéng sécho céc
123 123 123 trangin Motes

_| Portrait Orientation -
‘Color -

Edit Header & Footer

e Teak Thzeg

42 bfiz » 45% (=9—0—

Hinh 436. Hgp thogi Print

3. Thuc hién céc tuy chon sau:

Tai Copies: thiét lap sb luong ban in

Tai Printer: chon may in tir danh s&ch, ban c6 thé thiét 1ap céc tuy chon cho
may in bang cach nhan vao Printer Properties.

Tai Settings:
= Thiét 1ap sb luong slide s& in tir danh muc:

v Print All Slides: d¢ in tat ca c4c slide trong bai thuyét trinh.
Vi dy, ban chon in hét slide.

v" Print Selection: chi in céc slide dang chon

<\

Print Current Slide: chi in slide hién hanh

v' Custom Range: thiét l1ap cac slide s& in tai hop Slides bén
dudi.
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. Print All Slides .
B Print entire presentation
Slides

A Print All Slides
_] Print entire presentation %

Print Current Slide
Only print the current slide

Custom Range
B2 Enter specific slides to print

Hinh 437. Chon céc slide sé in
= Chon kiéu Layout can in: Ban chon kiéu Notes Page, va tily chon thém

v' Frame Slides: in dudng vién xung quang Notes Page, ban
khong chon.

v’ Scale to Fit Paper: ban chor] tdy chon nay dé néi rong dién tich
Notes Page vura vai trang giay.

v" High Quality: chon tily chon nay dé in véi cht lugng ban in
cao nhat. Néu chon thi sé in cham hon binh thuong.

v Print Comments and Ink Markup: ban chon tiy chon nay dé in
cac nhan xét trén slide néu co.

Print Layout

4

]

Full Page Slides Motes Pages Qutline
Handouts
1 5lide 2 5lides 3 Slides

= = =

4 Slides Horizontal & Slides Horizontal 9 5lides Horizontal

= = =

4 Slides Vertical & slides Vertical 9 Slides Vertical
Frame Slides

v | Scale ta Fit Paper
High Quality

v | Print Comments and Ink Markup

Motes Pages vl
Print slides with notes k

Hinh 438. Chon kiéu layout dé in
= Thiét lap ché d¢ in:

v' Print One Sided: in mot mat gidy
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v' Print on Both Sides: in hai mat gidy véi gay dong & canh dai
bén trai.
v Print on Both Sides: in hai mat gidy véi gay dong & canh ngan
bén trén.
= Thiét 1ap ché d6 sap gidy khi in nhiéu ban:

v Collated: in co tach ra tung bo, ban nén chon tuy chon nay khi
in ra nhicu b vi d& ton cong chia bd sau nay.

v Uncollated: in khéng tach bo
= Thiét 1ap chiéu trang in:

v Portrait Orientation: in trang nam doc

v Landscape Orientation: in trang nam ngang
= Thiét 1ap mau sac cho ban in:

v Color: In diy du mau sic, mau sic cac slide in ra (trén may in
mau) s€ giong vai cac slide ma ban chiéu trén may tinh.

v Grayscale: In véi ting mau xam, cac mau nén sé khong dugc in
ra, cac mau sac sé duoc PowerPoint diéu chinh sao cho ban in
ra dep va rd rang nhat.

v" Pure Black and White: Tuy chon nay thich hop cho viéc gui
fax hoac in Ién phim may chiéu overhead.

‘ Colar

E Grayscale

: Pure Black and White

[‘ Coler %]

Hinh 439. Tuy chon mau bdn in

4. Nhan n(t Print dé gui lénh in ra may in
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Bang 15. Déi chiéu mau sdc giza Grayscale va Pure Black and White

Poi twong Grayscale Pure Black and White
Text (vin ban) Black Black

Text Shadows (béng ctia vin ban) Grayscale Black

Fill (t6 nén) Grayscale Grayscale

Lines (cac dwong ké) Black Black

Object Shadows (Cac kiéu béng cia doi tweng) Grayscale Black

Bitmaps (hinh bmp) Grayscale Grayscale

Clip Art Grayscale Grayscale

Slide Backgrounds (nén cia slide) White White

Charts (dd thi) Grayscale White

Thuc hién in 4n tai ligu dung cho dién gia dang Outline

Khi bai thuyét trinh c6 chira nhiéu doan vin, ban ciing nén in ra gidy mot ban duéi dang dan bai

(outline) cho dé theo dai. Bé xem Outline cua bai thuyét trinh,

va chon ngan Outline ¢ khung bén trai.

ban vao ché d6 man hinh Normal

RIAd9-0Q_QATV &= ThuchanhPowerPoint2010_Ché.pptx - Microsoft PowerPoint o B R
‘ Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat (A e
[ sig = . % = s & & i
‘ j & Lj = Layout Minion Pro Cond ~ 42 ~ A" A7 | &, = g L|_:Jr> ‘E‘_“ ) &4 Fin
“ B~ @Reset :J | > =Z 23c Replace ~
Paste New AV . - - Shapes Arrange Quick 4
S slide~ = Section B Z U §aef-Aa A =g = = === & ks Styles ~ = lg Select ~
Clipboard 1 Slides Font | Paragraph Drawing Editing
X A

Slides Outline |
1 .. PpwerPoint 2010
Giol thrid C tinh nang

ctia chuong trinh .~ S g
L . : Nhiing Kieu hier

Nhifng diém méi cua PowerPoint 2010 %
Nhiing ki€u hién thi
il »Presentation Views

= Normal

= Slide Sorter

* Notes Page

= Reading View
2l »Master Views

= Slide Master

= Handout Master

* Notes Master

Cheén hinh vao slide
cheén Clip Art vao slide

2|

“Slide Sorter
o= Notes Page
= Reading View

4
s
5

Chup hinh man hinh dua vao slide
Chén Smart Art vao slide

7| -

»Presentation Views

zaOffice

»Master Views
= Slide Master
= Handout Master
= Notes Master

| ———

‘Trin Thanh Phong  Y2X2010

“n 4

Chén video vao slide

Chéen doan phim truc tuyén

s\
Presentation Views

9|

0/ 5 phan mém

+ Normal: Ding rét nhigu trong qua trinh bién soan
« Slide Sorter: Sap xép céc slide trongbai thuyét trinh.

L] »

v

Slide3 of 11 | “Paper” | & |

[ElEes % -0 @

Hinh 440. Xem Outline bai thuyét trinh trong cira s6 Normal
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% Cac budc thuc hanh nhu sau:

1. M@ bai thuyét trinh can in Outline.
2. Vao File, chon Print

(i 0 Print Layout

= Handouts
[ Open

Cf Close J
Info J

Recent 4 Slides Horizontal 6 Slides Horizontal 9 Slides Horizontal

ow Review View Developer

il

H Save J J
[E Save As Full Page Slides Motes Pages Out‘lin@_ﬁ_h.qt 2010

(B PowerPoint 2010

Gfli by cac Dinh ndng

() Mhiing Sim mii cia PoverPoint 2010
<[5 Mhiing ki€u hign thi

| mPpmeckaiion Views

= Normal

Mew . J ; ; J . ; J ;

4 Slides Vertical o Slides Wertical 9 Slides Vertical *

B o =--_
W Scale to Fit Paper 5[E) Chen hinh vao slide
. . =[E] Chén Clip Artvwio slide

Share High Quality (5 Chup hinh man hinh dus woslide

' | Print Comments and Ink Markup () Chin Smart Art vao siide
Help ; =[5 Chitn video v slide

[ : Outline )

] ) ) - +[E] Chén doan phim trut tuyén
EE' Add-Ins = Print a text outline [E]) 5 philin mitm
= e b thuyit trinh t5t nhit
;1 Options J Print on Both Sides . +[BT) Thi phiin trink iyt 2008

= Flip pages on long edge
B

Hinh 441. In dan bai

3. Vao phan Settings, tai Print Layout, chon Outline. Céc tuy chon khac thuc hién

tuong ty nhu phan in Notes Pages.
4. Nhan n(t Print dé gui lénh in ra may in.

In tai ligu danh cho khan gia

In 4n tai liéu dang Handout hoic Slide thudong duoc sir dung danh cho ngudi xem thuyét trinh.
Céc ban in nay chira ndi dung co ban vé thdng tin s& duoc trinh bay khi thuyét trinh. Nguoi xem
c6 thé doc trudc cac tai liéu nay dé ndm so luoc vé noi dung va co thé chuan bi cac cau hoi dé

lam rd thém cac van dé khi thuyét trinh.

Tuy chinh Handout Master

Gidng nhu Slide Master, Handout Master giup ban diéu chinh layout cua handout. Trong ché do
man hinh Handout Master, ban c6 thé sap x€p cac placeholder cua Header & Footer cling nhu tuy

chon céc dinh dang va thém céc hiéu tmg nén cho handout.

% Cac budc thuc hanh nhu sau:

1. M@ bai thuyét trinh can tdy 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

RIHY-0R_TVE|- ThuchanhPowerPoint2010_Ché.pptx - Microsoft PowerPoint o B 2

o g

IE‘ Header IE‘ Date @ Background Styles =

D Handout Orientation =

91 slide Orientation ~

n Colors =
@Fonts &

Page Themes i i Close
Set?.lp [ Siides Per Page - [¥] Footer [ Page Mumber S O] effects ~ [ Hide Background Graphics e
Page Setup Placeholders Edit Theme Background [F} Close

Hinh 442. Cita s6 Handout Master

3. Tai nhém Page Setup:
e Chon Handout Orientation:
= Portrait: trang handout s& nam doc
= Landscape: trang handout s& nam ngang

[ —p P e

{Micreastt Paerbain 2010

Friday January 22, 2010

frae s oy P = { %20 Thanh Bhang

Hinh 443. Chon huéng cho trang handout

e Chon Slide Orientationt:
= Portrait: c4c slide trong trang handout s& nam doc
= Landscape: cac slide trong trang handout s& nam ngang
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E] slide Orientati}/

j Portrait

~
. I Landscape | | | | B R

| R -

Hinh 444. Chon huéng cho slide trong trang handout

Chon s slide trén mdi trang handout, ban vao Slides Per Page va chon s
slide s& in trén m&i trang handout. S slide cang it thi slide in ra cang to va dé
doc nhung sé& ton nhiéu gidy. S slide cang nhiéu thi céc slide s& bi nén nho lai
nén ban in s& kho doc hon. Trong tiy chon vé s slide, ngudi ta thudng chon
in 2 slide trén mot trang handout.

T Footer 171 Face | Themes —
[ stides Per Page - il Footer [l Page Numbes +  [O]Effects +

1 slide Placeholders Edit Theme Ba

2 Slides
3 Slides
4 Slides
& Slides
9 Slides

Slide Qutline

o000 OO ooo
o loool oo oo |_|

oo
oo
oo

Hinh 445. Chon s6 slide trén méi trang handout

4. Tai nhom Placeholders: Handout Master c6 bén placeholders 1a Header, Footer, Date,
va Page Number duoc bo tri & bon goc cua handout. Ching ta cé thé an hién va nhap
thong tin, dinh dang cho cac placeholder nay trén trang handout.

Header: nam & goc trén bén trai, ban di chuyén placeholder nay xudng dudi
1cm va qua phai 1cm vi n6 qua sat I¢.

Footer: nim & goc dudi bén trai, ban di chuyén placeholder nay Ién trén 1cm
va qua phai 1cm vi n6 qua sat I¢.
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« Date: nam & goc trén bén phai, n6 s& hién ngay thang hién hanh néu duoc
chon. Ban ciing di chuyén nd xudng dudi 1cm va qua trai 1cm.

o Page Number: nam’ & goc dudi bén phai va co san ky hiéu <#>. Ky hiéu nay
s€ duoc thay bang so thu tu trang in. Ban di chuyén nd 1én trén 1cm va qua trai
1cm vi qué sét le.

5. Ban co thé dinh dang kiéu nén, cac b mau, font chir va cac mau (theme) va cac hiéu
ung cho handout tir nhém Edit Theme trén Ribbon.

6. Tai nhom Background, ban cd thé thém nén cho cac Handout. Vi duy, ban chon Style
2 tai Background Styles.

Q B Coror: -
Date olers <34 Background Styles =
[A]Fonts ~ —_—

Page Mumber | Themes

Effects ~
Iders Edit Theme

Hinh 446. Thém nén cho handout

7. Chuyén qua ngan Handout Master va nhan ndt Close Master View dé hoan tat.

Thuc hién in 4n Handout

Khi in Handout, ban ¢ thé chon chonin 1, 2, 3, 4, 6 hoac 9 slide trén mot trang handout. Chiéu
cua trang handout va slide nam trong né ban ¢6 the chon la nam ngang hoac doc. Thong thuong,
nguoi ta in handout la 2 slide trén mét trang giay kho A4 véi chiéu doc.

% Cac budc thuc hanh nhu sau:

1. M¢ bai thuyét trinh can in Handout.
2. Vao ngan File, chon Print.

3. Vao phan Settings, tai Print Layout, nhém Handouts va chon kiéu 2 Slides. Céc tly
chon khac thuc hién turong tu nhu phan in Notes Pages.
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J Print Layout ;ow Review View Developer Add-Ins Acrobat

O B E

Full Page Slides Notes Pages Qutline
Handouts —

3 Slides Nhiing K€t
: >Prsmtafion Views > Maskr Views
D [] u fgﬂ - §lick Mater
Sarter - Handout Master
4 Slides Horizontal 6 Slides Horizontal 9 Slides Horizontal —qN{uﬁﬁﬂ@ = Notes Master
M ~Reediing View
|
E £ E

| 4 Slides Vertical 6 Slides Vertical 9 Slides Vertical

1 Slide

i7 Frame Slides
[[V] scaleto Fit Paper

High Quality
‘\7»/‘ Print Comments and Ink Markup | Chén hinh vio slide
‘ 2 Slides B, .
Handouts (2 slides per p... gy
E} Print on Both Sides %\
/' Flip pages on long edge
=12 Collated
I
&8 123 123 123 B! e e <
T T TRzeg
B Portrait Orientation v

Hinh 447. Chon kiéu in 2 slide trén mét trang handout

4. Nhan nit Print dé gui 1énh in ra may in.

Thuc hi¢n in an Slide

Kiéu in nay s& in mdi slide trén mot trang in. DSi voi nhitng bai thuyét trinh quan trong, nguoi ta
thuong st dung kiéu in nay dé cac ndi dung trén slide doc dugc dé dang trén ban in.

% Céc budc thue hanh nhu sau:

1. M¢ bai thuyét trinh can in Handout.
2. Vao ngan File, chon Print.

3. Vao phan Settings, tai Print Layout, chon Full Page Slides. Céc tiy chon khéc thuc
hién twong tu nhu phan in Notes Pages.

Trang 272



Chuwong 6. Chudn bj thuyét trinh

Print Layout ow

| & E]

Review

View Developer Add-Ins Acrobat

Full Page Sli Notes Pages Qutline
Handouts
1 Slide 2 Slides 3

0 £

E E

4 Slides Horizontal 6 Slides Horizontal 9 Slides Horizontal
E E &
4 Slides Vertical 6 Slides Vertical 9 Slides Vertical
Frame Slides
\Z| Scale to Fit Paper
High Quality
[V] print Comments and Ink Markup
[D Full Page Slides
Print 1 slide per page
[&: = Print on Both Sides
“=J Flip pages on long edge

EE Collated

-

-

PowerPoint 2010

Gidi thiéu cdctinhning
clia chitong trinh

8 Gfice Online

123 123 123

Hinh 448. Chon kiéu layout Full Page Slides

4. Nhan nit Print dé gui 1énh in ra may in.

5. Péng géi bai thuyét trinh ra dia

Viéc dong goi bai thuyét trinh giup ban dé dang trong viéc phat hanh va chia s& cho nguoi dung
vi khong so thiéu bat ky tap tin dinh kém hay lién két nao c6 st dung trong bai.

% Céac budc thue hanh nhu sau:

1. Mg bai thuyét trinh can dong goi.

2. Vao ngan File, chon Share, chon Package Presentation for CD, chon tiép Package
for CD. Hop thoai Package for CD xuat hién

Package Presentation for CD

Create a package so that other pecple can watch the
presentation on most computers,

This package includes:

Linked ar embedded items such as videos, sounds, and
fonts

Any other files added to the package

5

Package

for CD %

Package for CD

@ Copy a set of presentations to a folder on your computer or to a €D,

Mame the CD: | PresentationCD |

Files to be copied
@ThuchanhPowerF‘ointZDID_Chﬁ.pptx

Remove

ptions. ..

dnila

[ Copy to Folder, .. ] L Copy to CD J Close

Hinh 449. Lénh Package for CD

3. Tai hop Name the CD, ban dit tén cho CD la “PowerPoint2010”
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4. Hop Files to be copied liét ké danh sach cac tap tin sé dugc dong goi vao CD.

e Ban co thé thém vao cac tap tin khac bang cach nhan vao nit Add... va trong
hop thoai Add Files ban chon céc tap tin va nhan nit Add dé thém vao.

Add Files 33
Lookin: | () Multimedia v @-@ XociE-
5 My Recent e »
Documents ’ m
(@} vesktop ; w #
amw
Documents
My = T
:‘Computer Ani imal102.jpc
%M\/ Network.
Places
Animal106.jpg Animal107.jpg Animal108.jpg Animal109.jpg Animal110.jpg
ad BE Al s .
File name: ‘ =
Files of type: ‘ all Files (*%) v|

Hinh 450. Thém tdp tin sé dong géi

e Dé xda bét céc tap tin trong CD, ban chon ching tir danh sach File to be

copied va nhan nit Remove.

Package for CD

=

@ Copy a set of presentations ko a folder on your compuker or to a CO,

Mame the CD: |PresentatiDnCD

Files ko be copied
@]ThuchanhPDwerPDintEDlIZI_ChE-.pptx

& F'.nirnalllil'r ipa
i
* \_tj &nimall 0

\_tj Animall 04, jpg

[Cu:upv ko Foldet. .. ] [ Copy ko CO ]

Hinh 451. Logi bét tdp tin sé dong goi

5. Nhan nat Option dé mé hop thoai Options.

Options

Include these files

Embedded TrueType fonts

Enhance security and privacy

(These files will not display in the Files to be copied list)

Password to open each presentation: |

Password bo modify each presentation: |

|:| Inspect presentations For inappropriate o private information

[ o

ll Cancel ]
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Hinh 452. Tuy chon déng gdi
e Tai Include theses files:

= Néu mudn géi nay chira ludn cac tap tin da lién két voi bai thuyét trinh
thi chon Linked files.

= Chon thém Embedded TrueType fonts dé dam bao ma trén may khac
khong bi thiéu font chir vi cac font da dugc nhdng trong bai thuyét
trinh.

e Tal Enhgnce secgrity gnd‘privagy: Ban co thé dat them mat ma bao vé cac tap
tin thuyét trinh néu thay can thiet

= Password to open each presentation: dit mat ma dé mé cac bai thuyét
trinh c6 trong dia dong goi.

= Password to modify each presentation: dit mat ma dé hiéu chinh cac
bai thuyét trinh c6 trong dia dong goi.

e C6 thé chon thém tinh ning kiém tra cac thong tin trong bai thuyét trinh tai
Inspect presentations for inappropriate or private information trudc khi
dong goi.

e Nhin nut OK dé hoan tit cac tiy chon va tro 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 xuét hién

Copy to Folder,

Copy files ko a new Folder with a name and location you specify,

Folder name: | PresentationCD

Location: C:Books 2010

Open folder when complete

0K, ][ Cancel ]

Hinh 453. Hgp thoai Copy to Folder

= Tai Folder name: ban cung cép tén thu muc chura goi bao cao

= Tai Location: chon noi luu trit thy myc dong goi. Néu can thay do6i noi
luwu try thi nhan ndt Browse... va chon lai noi luu.

= Néu chon Open folder when complete thi PowerPoint s& mé thu muc
luu trlr cac tap tin dong goi 1én sau khi dong goi xong.

= Nhan OK dé bat dau qua trinh déng goi vao thu muc.

Microsoft PowerPoint

‘fou chose to package all linked files in your presentation, so PowerPoint will copy the linked Files to your computer, You should include linked files in your package
€» |\ only if you trust the source of each linked File.
</

Do you want o incude linked files in your package?

I ves [ Mo ] [Cancel ]

‘Was this information helpful?

Hinh 454. Thong b&o yéu cdu xac nhédn chép cac tdp tin lién két véi bai thuyét trinh
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= Hop thong bao xuat hién yéu cau ban x&c nhan cé chép cac tap tin dang
lien két véi bai thuyét trinh hay khong. Ban nhan n(t Yes s& dong y va
No dé khdng chép cac tap tin lién két vao dia.

o Copy to CD: Néu chon thi Microsoft PowerPoint xuat hién thong bao hoi ban
c6 mudn chép cac tap tin da lién két voi bai thuyét trinh vao CD hay khdng.
Ban nhan nat Yes s& dong ¥ va No dé khdng chép cac tap tin lién két vao dia.
Luu ¥, may tinh cua ban phai c6 dau ghi CD/DVD, sau khi nhan xac nhan thi
lam theo cac huéng dan cia chuong trinh dé ghi ra dia.

7. Nhan nat Close khi hoan tit

PowerPoint Viewer:

é Phién ban méi nhdt 1a Microsoft Office PowerPoint Viewer 2007, gidp ching
ta xem bai thuyét trinh véi day dii tinh ndang cho cdc phién ban PowerPoint
97 dén PowerPoint 2007. PowerPoint Viewer con hé tro' mé bai thuyét trinh
c6 mdt ma bao vé (ban phdi nhdp mdt ma vao), hé tro in dn nhung khéng hé
tro- hiéu chinh bai thuyét trinh.

Tim va tai PowerPoint Viewer tai http://www.microsoft.com/downloads/

6. TUy bién ndi dung cho cac buéi bao cao

Ban d3 bién soan hoan chinh mot bai thuyét trinh c6 noi dung rat day da vé mot dé tai nao d6 va
ban sir dung n6 dé bao céo hay giang day cho nhiéu khach hang khac nhau, nhiéu nhom ngudi
xem khac nhau. Di véi mdi nhom ddi tugng, doi khi ban khdng mudn béo céo hét tat ca cac noi
dung c6 trong bai thuyét trinh. Khi do6, ban khdng can phai mat thoi gian dé sta lai bai thuyét
trinh mdi khi bdo c4o ma hay st dung céc tinh ning c6 san caa PowerPoint dé 1a diéu nay.

An/ hiéncac slide

Chung ta c6 thé 1am an hodc cho hién lai cac slide khi trinh chiéu béo céo. Néu cam thiy mét s6
slide trong bai thuyet trinh la khong can thiet phai bao cao thi chung ta c6 the lam ching éan di
truac khi trinh chiéu vai céc thao tac cuc ky don gian va nhanh chong.

% Cac budc thuc hanh nhu sau:

1. M@ bai thuyét trinh can tly bién noi dung béo céo.

2. Vao ngan View, nhom Presentation Views, chon ché o mén hinh la Normal, Slide
Sorter hoac Notes Page déu duoc. Nhung lam nhanh nhat la trong ché do man hinh
Slide Sorter.

3. Chon céc slide can lam an
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Mme Insert Design
.i & From Current Slide @3

- @ Broadcast Slide Show =
From = Set Up
Beginning E_H Custom Slide Show

Start Slide Show

Transitions

[S] Hide
@Rehea k s

Slide Show P® Record Slide Show ~ Show Media Controls

Set Up

Animations | Slide Show

Play Narrations
Use Timings =
[ Use Presenter View

Review View

|

Developer

Monitors

Add-Ins

Use Current Resolution  ~

Hide Slide

Hide the current slide from the
presentation,

PowerPoint 2010

It will not be shown during the
full-screen slide show.

,

Gl 0 cac b my
Claciaty taa

5 00:12 1

5 00:12 2

> Pomntution Viess Mo Viess

“Sida Sortar
2 Notos Pigo
“Roading View

= Notos Mastar

% 00:12 3

Chen hinh vio shide

Chygp hink s hinh dia vio skide

Hinh 455. Chon slide can

4. Vao ngan Slide Show, nhom Set Up va chon lénh Hide Slide. Cac slide dang an thi s6

thir tw cua slide s& co biéu tuong bi gach chéo.

an

Chen hinh vao shde

Chen Smart Art vio dide

Hinh 456. Slide 5 dang dn

4
A

5. Dé cho hién lai slide, ban chon slide dang an va vao ngin Slide Show va chon lai nit

Hide Slide tir nhém Set Up.

Tay bién ndi dung bao cao

Céach an céc 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 mot sy lya chon hoan héo vi

Trang 277



Chuwong 6. Chudn bj thuyét trinh

ban chi can lam san cac Custom show cho cic nhom khan gia khac nhau va moi khi trinh chiéu
bai thuyét trinh cho nhém khan gia nao thi ban chi can chon Custom show cua doi tugng do.

Tao méi Custom Show

% Céac budc thuc hanh nhu sau:

1. M¢ bai thuyét trinh can tay bién noi dung bao céo.

2. Vao ngin Slide Show, nhém Start Slide Show, chon n’L'J'[ Custom Slide Show va
chon tiep Custom Shows.... Hop thoai Custom Shows xuat hién.

Home Insert Design Transitions Animations Slide Show
= = iy il Hide Slide v
:Ie -9 EEF T =l 2l Custom Shows
= b - é“‘? Rehearse Timings IZ
From Eroadcast Custom SetUp ) .
Current Slide  Slide Show [Slide Show =] | Slide Show X8 Record Slide show + [7| | Custom shows:
Start Slide Show l:-;' Custam Shows... Set Up
Qutline | x Edit. ..
Custom Slide Show Dialog
Rernove
= 1 B .
Chen hinh vao slid -

Hinh 457. Lénh Custom Slide Show

3. Nhap nat New... dé tao Custom Show méi, hop thoai Define Custom Show xuét
hién.

Define Custom Show

Slide show name: | Custom Show 1

Slides in presentation:

1. PowerPaint 2010

2. Mhiing digm mdi cla PowerPoint 2010
3, Mhiing kigu hign thi

4, Chén hinh vao slide

(51 Chén Clip Art véo slide

. Chup hinh man hinh dira wao slide

7. Chén Smart Ak wao slide

2, Chén video vao slide

9, Chén daan phim ko buyén

10, 5 phdn mém tao bai thuyét trinh BBk nhal
11, Thi phan krinh duyét 2009

Slides in custom show:

Add ==

Remove

[0]4

Cancel

Hinh 458. Hgp thoai 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 nhan nat Add dé thém vao Custom
Show nay. Muén bo bét slide ra khoi Custom Show thi chon céc slide tir danh muc
¢ khung Slides in custom show va nhan nat Remove. Vi du, ban chon céc slide 1,
3,4,7,8, 10 va 11 cho vao Custom show nay.
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Define Custom Show

Slide show name: | Gidi thigu PowerPaink 2010

Slides in presentation: Slides in custam show:

1. PowerPoink 2010 . PowerPoink 2010

2, Mhiing digrn rmdi clia PowerPoint 2010 . Whiing kigu hign thi

3, Mhiing kigu hign thi . Chén hinh vao slide

4, Chén hinh vao slide . Chén Smart Art vwao slide
(53 Chén Clip art vao slide . Chén video vao slide &
&, Chup hinh man hinh dira vao slide . 5 phdn mém k3o bai thuyet krinh t3t nhat
7. Chén Smart Art wao slide . Thi phan trink duy&t 2009

8. Chén video vao slide

9, Chén doan phim ke tuyén

10, 5 phén mém tao bai thuwvét trinh tGE nhal
11, Thi phn krinh duyét 2009

e LAy B S

Cancel

Hinh 459. Chon céac slide cho vao Custom Show

e Dung 2 ndt miii tén hudng 1&n va huéng xudng dé sap xép trinh tu cua cac slide
trong Custom Show.

e Nhin OK dé tré vé hop thoai Custom Shows

4. Nhan Close dé hoan tat.

Hiéu chinh va quan ly Custom Show

% Céc budce thuc hanh nhu sau:

1. Mg bai thuyét trinh c6 Custom Show.

2. Vao ngan Slide Show, nhom Start Slide Show, chon nit Custom Slide Show va
chon tiep Custom Shows....

Custom 5hows

Custom shows:
Gidi thigu PowerPoint 2010

Edit...

Remave

1=
(]

Copy

[ Close ] [ show

Hinh 460. Danh sach cac Custom Show

3. Hop thoai Custom Shows xuét hién.

e Tai hop Custom shows: li€t ké danh sach cac Custom Show dang 6 trong bai
thuyét trinh.

e Chon mot Custom show trong danh séach:
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= Nhan n(t Edit... & mo hop thoai Define Custom Show va thyuc hién
hiéu chinh lai Custom show.

= Nhan ndt Remove: dé xéa bo Custom Show

= Nhan nit Copy qdé,sao chép Custom Show dang chon thanh mot ban
sao va ban cd thé tién hanh hiéu chinh trén ban sao nay.

= Nhén ndt Show s& trinh chiéu Custom Show dang chon.

4. Nhan Close dé hoan tat.

7. Thiét 1ap tuy chon cho céc kiéu béo céo

Thiét 1ap thy chon cho loai trinh chiéu c¢6 ngwoi thuyét trinh

PowerPoint cung cip nhiéu tiy chon cho viéc trinh chiéu béo céo. Khi khéng mudn trinh chiéu
to:‘gm bo béo céo thi ban c6 thé qui dinh cac slide sé bao cao hoac an di bot cac slide. Ban con co
thé thiet 1ap cho bai bao céo trinh chicu thuc thi mét cach tu dong hay co6 nguoi dieu khién.

% Cac budc thuc hanh nhu sau:

1. M@ bai thuyét trinh can thiét 1ap cac ty chon béo céo.
2. Vao ngan Slide Show, nhom Set Up, chon nut Set Up Slide Show.

Set Lp Show
Show bype Show slides
%) Presented by a speaker (Full screen) = all
() Browsed by an individual (window) ) From: “ 1o =
) Browsed at a kiosk (full screen) () Custom show:

Gidi thigu PawerPaint 2010 w

Show options Advance slides

[ ]Loop continuoushy unkil ‘Esc’ () Manualky

[ ]5how withaut narration (%) Using timings, i present
[ show withaut animation Multiple monitars

Pen color;

Laser poinker caolar: I

To show a laser poinker during slide show, hold down the Ckrl key and press the left mouse
buttan,

(0]4 l [ Cancel

Hinh 461. Thiét Idp cac 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

Trang 280



Chuwong 6. Chudn bj thuyét trinh

= Presented by a speaker (full screen): trinh chiéu ¢ ché do toan man
hinh va c6 nguoi bdo céo.
= Browsed by an individual (window): trinh chiéu trong ctra s6 va cho
phép truy cap mot vai 1énh caa PowerPoint.
= Browsed at a kiosk (full screen): trinh chiéu tu hanh khéng c6 nguoi
diéu khien.
e Tai Show options:

= Loop continuously until *Esc": trinh c,hié'u béo céao va tu dong phat lap
lai cho dén khi nhan phim ESCm dé két thuc.

= Show without narration: trinh chiéu khdng cé thuyét minh.

= Show without animation: trinh chiéu khéng c6 cac hiéu tng va hoat
canh.

e Tai Show slide: qui dinh cac slide hay Custom show s& dugc trinh chiéu
= All: Trinh chiéu tat ca cac slide
» From ... To... : trinh chiéu ti slide ... dén slide ...
= Custom show: chon Custom Show can trinh chiéu (néu c6).
e Tai Advance slides:
= Manually: diéu khién céc slide bang cach kich chuot

= Using timings, if present: cac slide ty dong thyc thi theo thoi gian thiét
lap trudc hodc bang cach kich chudt.

e Tai Multiple monitors:
= Display slide show on: chon man hinh dé trinh chiéu béo céo tai
= Show Presenter View: néu chon s& bat ché do béo cao c¢6 man hinh
danh riéng cho nguoi thuyét trinh.

4. Nhap OK dé hoan tat viéc thiép lap trinh chiéu bao céo.

Thiét 1ap thy chen cho loai bao cdo twong tac ngudi xem va tu hanh

Bai thuyét trinh dudi dang twong tac nguoi xem va ty hanh thudng sir dung cac hyperlink va cac
nut diéu hudng dé nguoi xem co thé di chuyén qua lai trong bai thuyét trinh duoc dé& dang. Ngoai
cac hyperlink va cac nat diéu hudng, bai thuyét trinh tu hanh thuong c6 kém theo am thanh
thuyét minh, con tro laser cho cac slide dang trinh chiéu.

Ghi lai Slide Show

% Céc budc thue hanh nhu sau:

1. M¢ bai thuyét trinh can ghi lai Slide Show.

2. Vao ngan Slide Show, nhém Set Up, chon Record Slide Show va chon tiép Start
Recording from Beginning...
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itions Animations slide Show
o2 [S Hide slide
I_"— ._'55‘:'7 Rehearse Timings
Set Up

Review

[#] Play Marrations
[¥] use Timings

View

Developer Add-Ins

Use Current Resolution =

-

Slide Show

D@ Recard Slide Show|~ E Show Media Contrals |:| Use Presenter Wiew

Start Recording from Beginning...

Start Becording from Current Slide..,

Maonitors
1)

Start Recording from Beginning

Clear . .
- Record audio narrations, laser

pointer gestures, or slide and
animation timings for playback
during slide show,

e Press F1 for more help.

Hinh 462. Lénh ghi lqi Slide Show

3. Hop thoai Record Slide Show xuét hiéu, ban hdy chon ca hai tly chon va nhan nit
Start Recording dé bat dau ghi Slide Show.

e Slide and animation timings: ghi lai thoi gian hién thi caa mdi slide va cac
higu Gng.
e Narrations and laser pointer: ghi am thanh thuyét minh va cach st dung con

tro laser ciia ngudi thuyét trinh,

Record Slide Show

Select what you want to record before you begin recording.
Slide and animation tmings

Marrations and laser pointer

[ Start Recording l [ Cancel

Hinh 463. Hgp thogi Record Slide Show

4. Man hinh chuyén sang ché d¢ trinh chiéu. Ban cho céc slide trinh chiéu gidng nhu Ia
trinh chiéu thyc trudc khan gia, st dung con tré laser cling nhu thuyét minh cac noi
dung trén slide dé thu &m vao.

Nhan Esc dé thoat khoi ché do ghi Slide Show va nhan nit Save dé Iuu lai. Sau nay

khi ban cho trinh chiéu bai thuyét trinh thi cac &m thanh, con tro chudt laser s& duoc
phat kém theo.

Thiét 1ap tay chen cho loai bao cao ty hanh

Loai bao c4o tu hanh khong c6 nguoi diéu kién s& ty dong trinh chiéu tir dau dén cudi va I3p di
Iap lai cho dén khi ban nhan ESC dé thoat.

% Céc budc thuc hanh nhu sau:

1. M¢ bai thuyét trinh can thiét 1ap béo céo ty hanh
2. Vao ngan Slide Show, nhom Set Up, chon Set Up Slide Show.
3. Hop thoai Set Up Show xuit hién:
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Set Up Show
Shiow bype Shiow slides
() Presented by a speaker (Full screen) = al
() Browsed by an individual (window) ) From: | - |I.:.: | - |
(%) Erowsed at a kiosk {Full screen’ () Custam show:

|Gi|fl‘i thigu PowerPoint 2010+ |

Show options Advance slides
() Manually
[ 5hows without narration (%) Using timings, if present
[] show without animation Multiple manitars
I

Laser pointer color: |_ e | |

To show a laser pointer during slide shove, hold down the Crel key and press the left mouse
button,

Ik ] [ Cancel

Hinh 464. Tuy chon Slide Show ty 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... hoic tur
mot Custom Show

e Tai Advance slides: Chon Using timings, if present

4. Chon OK hoan tit.

Luu bao cao dwdéi dang Slide Show

Tap tin PowerPoint dudi dinh dang Slide Show s& ty dong trinh chiéu khi dugc mo ra. DE luu tap
tin dudi dinh dang nay lam theo hudng dan sau:

% Cac budc thuc hanh nhu sau:

1. M¢ bai thuyét trinh can luu sang dinh dang Slide Show
2. Vao File, chon Save As, hop thoai Save As xuét hién

File pame: |ThuchanhPowerPoint2DlD_Chﬁ.pptx v |

Save a5tyDe' | powerPaink Presentation (* pptx)

PowerPoint Macro-Enabled Show (¥, ppsm}
PowerPoint 97-2003 Show (%, pps)
PowerPaoint 8dd-In (*. ppam) u
PawerPaoint 97-2003 Add-In (*.ppa)

PowerPaoint ¥ML Presentation (*.xml) hd
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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 nat Save.

8. Kiém tra bai thuyét trinh
Kiém tra cac thong tin ca nhan cé trong bai thuyét trinh
Khi lam viéc, PowerPoint ty dong luu lai mot s6 thong tin nguoi dung va cac thong tin an nhu

cac chi thich, phién ban, cac diém sta chira, cac ghi chd, cac nhan xét, thugc tinh tai li¢u,... Ban
nén dung tinh nang Inspect Document dé kiém tra va loai bo cac thong tin néu thay can thiét.

% Cac budc thuc hanh nhu sau:

1. M¢ bai thuyét trinh can kiém tra

2. Vao File, chon Info, chon Check for Issues va chon Iénh Inspect Document

_ Prepare for Sharing

; _] . - . .
B Before sharing this file, be aware that it contains:
Check for Comments |
Iszues « Document properties, author's name and

cronnerl nut irmane data

Inspect Document

érl Check the presentation for hidden p S
or personal information, |
Ies are
L Check Accessibility

_@ Check the presentation for content that people
with disabilities might find difficult to read.

|Q=I Check Compatibility
% Check for features not suppaorted by earlier
versions of PowerPaint. Aost )
oy close this

T,

Hinh 466. Lénh Inspect Document

3. Trong hop thoai Document Inspector, ban danh diu chon céc loai thong tin 4n can
kiém tra va nhan nut Inspect.

4. Xem lai két qua kiém tra va nhan cac nit Remove All bén canh céc thong tin 4n dé
xo6a 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 giira cac phién ban

Khi ban chia s& bai thuyét trinh PowerPoint véi nhiéu déi twong khac nhau va ban muén dam bao
tat ca moi nguoi déu coé thé mo ra xem va hiéu chinh dugc noi dung cua né, ban nén dung tinh
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ning kiém tra su twong thich giita cac phién ban PowerPoint dé c6 thé hiéu chinh lai cho phu
hop.

Khi chuyén doi dinh dang tr PowerPoint 2007 xudng cac phién ban thap hon thong thuong mot
SO tinh nang sé bi mat hoac mot so doi twong sé khong cho phép hiéu chinh nhu SmartArt, do
thi...

% Cac budc thuc hanh nhu sau:

1. M@ bai thuyét trinh can kiém tra
2. Vao File, chon Info, chon Check for Issues va chon 1énh Check Compatibility

Prepare for Sharing

! ‘?_'_ Before sharing this file, be aware that it contains:
Check for Comments
lssues = Document properties, author's name and cropped cut

imane data

.,

Inspect Document
ll'j‘l Check the presentation for hidden properties
ar personal information, |
ies are unable to read
& Check Accessibility

Check the presentation for content that people
with disabilities might find difficult to read.

@ Check Compatibility )
Check for features not supported by ear flost autosaved versions
versions of PowerPaint.

[REere are no Areviniie verainne of thie file

Hinh 467. Lénh Check Compatibility

3. Cho trong gidy lat, hop thoai Microsoft PowerPoint Compatibility Checker thong
bao két qua kiém tra tinh tuwong thich

Microsoft PowerPoint Compatibility Checker

The following features in this presentation are not supported by earlier
o versions of PowerPoint, These features may be lost or degraded when you
save this presentation in an earlier file format.

Sumrnary Occurrences
A chartin this document may contain data in cells outside of the 1 &
row and column limit of the selected file format. Data beyond 256 Hel
(I¥) columns by 65,538 rows cannot be saved. (Slide 11) HEh
The shape and any text in it cannot be edited when using earlier 13
versions of PowerPoint, (Slide 1, 2, 3,4, 5, 6, 7,8, 9, 10, 11} Help
The table and any text in it cannot be edited when using earlier 1
LN i Al H iols '\ll
versions of PowerPoint, (5lide 10) Hel
The SmartArt graphic and any text in it cannot be edited when
using versions of Microsoft Office earlier than Office 2007, (Slide 2, Help (W

Check compatibility when saving in PowerPoint 27-2003 formats.

e Doc cic thong tin va néu chua hiéu rd thi nhan nut Help dé c6 thém thong tin
tro giap.

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 cii.

4. Nhan OK.
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Panh diu hoan thanh vao bai bao c4o

Khi hoan thanh bai thuyét trinh, ban nén danh dau hoan thanh cho bai nhdm han ché nguoi dung
v0 tinh lam thay doi noi dung caa bai. Muon thay doi ndi dung thi phai bo danh dau hoan thanh
nay.

% Cac budc thuc hanh nhu sau:

1. M@ bai thuyét trinh can danh ddu hoan thanh
2. Vao File, chon Info, chon Protect Presentation va chon Mark as Final

Permissions
Anycne can open, copy, and change any part of
this presentation,

Pretect
Presentation =

a Mark as Final
Let readers know the presentatim&s

final and make it read-only.

.—Lﬁ' -] Encrypt with Password Fe that it contains:
‘_13[? Require a password to open this
presentation, )
nor's name and
H Restrict Permission by People

,_Q Grant people access while removing
their ability to edit, copy, or print.
L Add a Digital Signature Hisabilities are

,_Q Ensure the integrity of the presentation
by adding an invisible digital signature,

Hinh 468. Lénh Mark as Final

3. Ban chon OK trong hop thong bao xuit hién dé chap nhan ddnh déu bai thuyét trinh
da hoan thanh.

Microsoft PowerPoint

! E This presentation will be marked as final and then saved.

[ ok | [ Cancel ]

‘W'as this information helpful?

Hinh 469. Hgp thong bao xac nhdn ddnh ddu hoan thanh bai thuyét trinh

4. Thém mdt hop thong bao nira xuat hién kém theo cac thong 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.

.
y When a document is marked as final, the status property is set ko "Final' and typing, editing commands, and proofing marks are turned aff,
‘Yau can recognize that a document is marked as final when the Mark As Final icon displays in the status bar,

[ Dan't shaw this message again

‘was this information helpful?

Hinh 470. Hop thong bao cua Mark as Final
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9. Hei dap

Céc cu hoi sau ban thuc hanh tiép trén tap tin ThuchanhPowerPoint2010_Ch6.pptx da tao trong
bai hoc.

Ciu 1. Lam sao dé in Notes Page ma khéng c6 hinh thu nhé cia slide bén trén?

Tra loi:

% Cac budc thuc hién nhu sau:

1. Mg bai thuyét trinh can in Notes Page ma khong c6 hinh thu nho cua slide bén trén.

2. Vao ngan View, nhom Presentation Views, chon Notes Page

PowerPoint 2010

e

Tile Thack Foy

Hinh 471. Man hinh Notes Pages

3. Lan luot vao ting slide bang thanh cubn doc:
e Chon hinh slide thu nho bén trén trang in va nhan Delete dé x6a

e Diéu chinh lai kich thudc cho phan ghi chii bén dudi

e T [T———

|:'_\Cli: &

k to add text

Hinh 472. Notes Page dd loai bé hinh slide thu nhé
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4. Vao File, chon Print va chon kiéu in 1a Notes Page tai phan Settings trong cta so
diéu khién in. Nhan vao nat Print dé ra Iénh in.

®IOEHR | B2 @ = | ThuchanhPowerPoint2010_Ché.pptx - Microsoft PowerPoint Draie | =T 1 >3
M Insert  Design  Transitions  Animations  Slide Show  Review  View  Developer  Add-Ins Format (7]
H Save A
Print -
Save As @ 5
Copies: 1 z P = I
COpen
I'j P Print
j Close
R re
Info Printer
1\ Printer2 on FETPSYS
Recent & )
Ready
New Printer Properties
n -
s Print All Slides
Share = Print entire presentation
Slides: =
Hel
P Motes Pages
] Options Print slides with notes
@ Exit Print One Sided .
Only print on one side o...
DDCDIIated .
123 123 123
T Thark 7Rceg
j Portrait Orientation -
=
‘CD'W T [= 1 of12 b 2% O—0 ®E

Hinh 473. In Notes Page khdng c6 hinh slide thu nho bén trén

5. Pé phuc hdi Notes Page cua bai thuyét trinh vé trang thai ban dau ban lam nhu sau:
e Vo trong ché do man hinh Notes Page

e Nhip phai chudt trong ving trong trong trang Notes va chon lénh Notes
Layout...

e Chon hét cac tdy chon trong hop thoai Notes Layout va nhan OK.

[, Paste Options:

A

= publish slides

Notes Layout

Placeholders

Ruler [+] slide imange
Grid and Guides...

=| Motes Layout... %
<4 Format Background...

[ Ok ] [ Cancel

Hinh 474. Phyc hoi Notes Page bj thay doi
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Cau 2. Lam sao logi bé nhanh cac higu #ng va hogt canh khi trinh chiéu bai thuyét trinh?

Tra loi:

% Cac buac thuc hién nhu sau:

1. M@ tap tin can trinh chiéu ma khéng str dung cac hiéu tng da thiét 1ap
2. Vao ngan Slide Show, nhom Set Up va chon Iénh Set Up Slide Show

itions Animations Slide Show Review View

,_%]. =l Hide slide Play Marrations
_ .ﬁRehearse Timings Use Timings
5|i5d1t5l-lhpn kD Record Slide Show - Show Media Controls
t% Set Up

Hinh 475. Lénh Set Up Slide Show

3. Trong hop thoai Set Up Show:
e Chon Show without animation dé khong cho hiéu wng hoat dong khi trinh
chiéu bai thuyét trinh.

e Chon thém Show without narration dé khong su dung loi thuyét minh khi
trinh chiéu.

Set Up Show
Show bype Show slides
(%) Presented by a speaker (full screen) & al
() Browsed by an individual (window) ) Erom: | £ |I|:.: | £ |

() Browsed at a kiosk (Full screen)

Show options Advance slides
[JLoop continuausly until ‘Esc’ O Manually
@' Ising timings, if present

Shiow without animation Multiple manitars

[]Show Presenter Yiew

To show a laser pointer during slide show, hald down the Ctrl key and press the left mouse
button.

I Ok ] [ Cancel

Hinh 476. Set Up Show

4. Nhan OK hoan tt viéc thiét 1ap va ban c6 thé bat dau trinh chiéu bao céo.

@AAA"AAA‘AAAh‘AAA@
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Chuong /

Trinh chiéu bai thuyét trinh

Ngi dung
1.

2.

Trinh chiéu bai thuyét trinh

Str dung cac nat diéu khién trong ché do Slide Show
Tao chu giai trong khi trinh chiéu bai thuyét trinh
Trinh chiéu bai thuyét trinh vai nhidu man hinh

Hoi dap
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hi moi viéc da chuan bi xong va bay gio ban dang ding trudc khan gia dé thuyét trinh vé dé

tai bao cao cia minh. PowerPoint cung cip sdn mét sb tinh nang hd tro cho viéc bao cao
cling nhu di chuyén dé& dang gitta cac noi dung trong khi ban thuyét trinh. Dac biét, phién ban
PowerPoint 2010 con c6 thém chic niang con tro laser, ngudi thuyét trinh dung dé chiéu vao céc
ndi dung dang trinh chiéu trén slide dé nguoi xem dé theo ddi va nam bat tot hon van dé dang
thao luan.

1. Trinh chiéu bai thuyét trinh

Thiét 1ap cac tay chen cho ché dd Slide Show

% Cac budc thuc hanh nhu sau:

1. Vao ngan File, chon Options, hop thoai PowerPoint Options xuat hién

PowerPoint Options

S
General Slide Show 3
Proofing . .
Shaow menu on right mouse click G
Save Show popup toolbar(
Language Prompt to keep ink annotations when exiting
End with black slide
Advanced
Print
Customize Ribbon
Print in background
ick A Toolb
Quick Access Toolbar |:| Print TrueType fonts as graphics
Add-Ins |:| Print inserted objects at printer resolution
] High guality
Trust Center . . . .
|:| Align transparent graphics at printer resolution
‘When printing this document: |@_] ThuchanhPowerPoint2010_Ch7.pptx | 3
@ Use the most recently used print settings G
O Use the following print settings: G
| | v
[ QK l [ 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
nhom Slide Show trong khung bén phai.

3. Mot sé tuy chon cho ban:

Show menu on right mouse click: Néu duoc chon va khi ban nhap phai chut
trong khi trinh chiéu thi mot trinh don nglr canh sé& xuat hién.

Show popup toolbar: [\Iéu 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 nho pan luu péi thuyet trinh lai néu trong khi trinh chiéu
ban c6 thém ghi chd, té nén lam noi noi 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. Nhap nat OK dé dong hop thoai.

Trinh chiéu bai thuyét trinh

% Cac budc thuc hanh nhu sau:

1. M¢ bai thuyét trinh can trinh chiéu

2. Vao ngin Slide Show, nhém Monitor dé tiy chon vé man hinh.

o
ehearse Record 3lide
imings Show = Show Media Controls | [[]] Use Presenter View [%

slide Show Review WView Developer Add-Ins [~ @
L’E" Play Marrations Resolution: 1280x800 (Slowest, Hig... -
Use Timings E_ﬂ Show On:  Primary Monitor -

Set Up Manitors

Hinh 478. Tly chen cho man hinh trinh chiéu

Resolution: chon do phéan giai cia man hinh khi trinh chiéu, phan I6n cac may
chiéu LCD hién nay hd tro do phan giai 1024x768.

Show on: khi may tinh ban c6 tir 2 man hinh tré 1en thi tuy chon nay méi XUt
hién. Tai day, ban chon man hinh nao s trinh chiéu bai thuyét trinh.

Use Presentation View: Tuy chon nay chi c6 tac dung khi may ban c6 tu 2
man hinh tr¢ Ién. Ching ta s€ trinh bay chi ti€t hon vé Presentation View &
phan sau.

3. Dé bt dau trinh chiéu, ban chuyén qua nhém Start Slide Show trén ngin Slide Show
va chon Iénh:
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Home Insert Design Transitions Animations Slide Show

— — = T,
) . T #7 [@ WE
R ® - Sy J
From From Eroadcast 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 bao céo bét dau tir slide dau tién trong bai thuyét

trinh.

e From Current Slide: trinh chiéu bao céo bit dau tir slide hign hanh trong bai
thuyeét trinh.

e Broadcast Slide Show: trinh chiéu bai thuyét trinh thdng qua mang internet
cho nguoi xem tur xa, sé trinh bay chi tiét ¢ phan sau.

e Custom Slide Show: trinh chiéu bai thuyét trinh tir mot Custom Show trong
bai. Ban chon tén cia Custom Show dé trinh chiéu.

T==I
=)

From

-——* —;\Q
& . s
& aC)
From EBroadcast Set Up Hide

Beginning Current Slide  Slide Show |Slide Show =|| Slide Show  Slide

Slides

Trinh chiéu bai thuyét trinh thong qua mang internet dén ngudi xem tir xa

R

start Slide Show Gidi thigu PowerPoint 201 %
| Outline | x| =

Custom Shows...
A”LE[ ustom Shows

o

Hinh 480. Chon Custom Show d@é trinh chiéu

PowerPoint 2010 di bd sung thém tinh ning Broadcast Slide Show gitp ching ta co the trinh bay
b&o cédo vai nguoi xem tir xa théng qua mang internet toan Cau Ngudi xem chi can mé trinh
duyét web va nhap vao dia chi web do nguoi thuyét trinh cung cap 1a da c6 thé tham gia vao budi

thuyét trinh.

% Cac budc thuc hanh nhu sau:

1. M¢ bai thuyét trinh can Broadcast Slide Show

2. Vao ngan Slide Show, nhom Start Slide Show va chon Broadcast Slide Show, hop
thoai Broadcast Slide Show xuat hién.

From From Broadcas Custom Set Up
Beginning Current Slide Slide S V‘%Sli 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,

—_m'ﬁ:;,—' @ Press F1 for more help.

Hinh 481. Lénh Broadcast Slide Show
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3. Mic di,nh dich vu PowerPoint Broadcast §eryice duoc chon va ban néu mudn thi co
thé nhan nat Change Broadcast Service de doi sang mét dich vu khac ma ban dang
str dung. Vi dy, ban khong thay doi dich vy Broadcast.

Broadcast Slide Show

Broadcast Slide Show
i —

Eroadcast the slide show to remote viewers who can watch in a
Web browser.

Eroadcast 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.

IMore Information

By clicking 'Start Broadcast’, you agree to the following terms:
Service Agresment

Change Broadcast Service ] [ Start Broadcast ] [ Cancel

Hinh 482. Chon dich vu Broadcast

4. Nhéan nut Start Broadcast, va PowerPoint yéu cau ban cung cap thong tin tai khoan
Windows Live ID.
e E-mail address: nhap vao dia chi e-mail
e Password: nhap vao mat ma cua tai khoan
e Dénh diu chon Sign me in automatically dé 1an sau khoi phai dang nhap nita
e Nhan niit OK dé ding nhép tai khoan.

Connecting to powerpoint.officeapps. live.com E|

Broadcast Slide Show Enter your ‘Windaws Live ID

- - credentials

Connecting to PowerPoint Broadcast Service

[ ]

Connecting to service...

E-mail address: | £ sbd@hotmail.com W ‘

Eassword: | ssassas |

[]5ign me in autamatically
[ )4 ] [ Cancel ]

Microsoll'y
F‘as:port+r]_et

Cancel Geta MET Pazsport Heln

Hinh 483. Pang nhdp tai khodn Windows Live ID

Trang 294



Chwong 7. Trinh chiéu bai thuyét trinh

5. Néu ban chua c6 tai khoan Windows Live ID thi nhan vao lién két nat Get a .Net
Passport d¢ dang ky mot tai khoan mién phi. Sau d6 dang nhap vao khi da co tai

khoan.

.NET Passport Wizard

Add a .NET Passport to your
Windows XP user account

‘With & Passport, wou can:

|+ Have online conversations with friends and Family

« Create your own personal Web pages
+ Signininstantly to all \MET Passport-enabled sites and
services

...and mare, all with just one sign-in name and password!

Micrasoft is c-:mmjtted bo protecting wour privacy,
iiew e privacy statement,

Adding a Passport bo your user account is quick and easy.

= Back [ Mext = ][ Cancel

Hinh 484. Pang ky tai khoan maoi

6. Sau khi dang nhép, ban chd PowerPoint tai ndi dung bai thuyét trinh 1én PowerPoint

Broadcast Service.

Broadcast Slide Show

Broadcast Slide Show

S —

Connecting to PowerPoint Broadcast Service

[------------

Preparing broadcast: 33%

Cancel

Hinh 485. Tdi ngi dung bai thuyét trinh 1én dich vu Broadcast

7. Sau khi tai xong bai thuyét trinh 1én dich vu Broadcast, PowerPoint tra vé cho ban
duong dan truy cap bai thuyét trinh. Ban sao chép dia chi Broadcast va guri cho nhiing
nguoi xem tir xa thong qua cura s6 Chat hodc guri e-mail.
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(= Microsoft PowerPoint Broadcast - Windows Internet Explorer

SO~ e

Broadcast Slide Show

Broadcast Slide Show

T —

Share this link with remate viewers and then start the slide show.

http: /ool -pptbroadeast.officeapps.live.com/PowerPaintBroadcast.aspx?
pptbid:53dee3f-bdb6-49d5-9f9c-359d9].4e2dd2|

[ Copylink
=1 Send in Email...

[ startsideshow |

Hinh 486. Dja chi Broadcast ) )
8. Nguoi xem tur xa s€ truy cap dia chi Broadcast va chd nguoi thuyét trinh nhan nut
Start Slide Show dé bat dau trinh chicu bai thuyét trinh.

File Edt View Favortes Tools Help

V¢ Favorites gwumn PowerPoint Broadcast

(= Microsoft PowerPoint Broadcast - Windows Internet Explorer

QO+ Wi

Eie Edt View Favorites Tooks Help

¢ Favorkes | (@ Microsoft PowerPoint Broadcast

8] view Full Screen

Waiting for broadcast to begin

@ Internet -l |

8l view Futl screen

PowerPoint 2010

Gidi thiéu cac tinh nang
cua chwong trinh

@ Internet

Hinh 487. Man hinh ngueoi xem tir xa khi cho' va khi dang xem thuyét trinh

9. Trong khi trinh chiéu, nguoi thuyet trinh ¢6 thé nhan phim ESC dé tam dung va khi
d6 man hinh ctia ngudi xem van giit nguyén ¢ slide dang trinh chiéu trude do.

Im Broadcast
EE &

Fram From

Beginning Current Slide
Start Slide Show

Resolution: Use Current Resolution - E E
=E Show On =

[0 Use Presenter View

Manitaors

Send End
Invitations Broadcast

Broadcast

o Broadcast View  You are broadcasting this presentation and cannot make changes. End Eroadcast

Hinh 488. Ngan Broadcast

e Nhin nat From Beginning dé broadcast bai thuyét trinh tir slide dau tién

e Nhan nat From Current Slide dé broadcast bai thuyét trinh tir slide hién hanh

e Nhin nat Send Invitations dé moi thém ngudi xem tir xa

e Nhin nat End Broadcast dé két thiic budi trinh chiéu bai thuyét trinh.
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2. Sir dung cac nut diéu khién trong ché dé Slide Show

Trong khi trinh chiéu bai thuyét trinh, PowerPoint cung cap san mot sé tién ich hd tro qua trinh
béo cao nhu 1a cac kiéu con tro, cac kiéu bat mau, bat t6 nén dé 1am ndi cac chi tiét trinh bay trén
slide, ... Ngoai ra, viéc diéu hudng va di chuyén qua lai giira cac slide trong ldc trinh chiéu ciing
dugc hd trg day du.

Next
Previous

Last Viewed

| Arrow Goto Slide  »

Pen 50 to Section )

Highlighter Custom Show *»

Ink Color Screen 4
Help

Erase All Ink on Slide Pause

Arrow Options End Show

Hinh 489. Thanh céng cu trong ché dg trinh chiéu

Di chuyén dén mét slide xac dinh

Nhiing kieu hte
> Presentation Views > Master Views
E Wal » Slide Master

Next

Previous

#Slide Sorter EeW = Iandout Ma

Go to Slide 1 PowerPoint 2010

3 Nhimg ki€u hién thi
N . . Screen 4 Chén hinh vao slide
] eadl g \/ leW Painter Options 5 Chén Clip At vao slide %
Help & Chup hinh man hinh dg vao Slide

7 Chén Smart Art vao slide

—_— s
W Ga to Section 4 2 Nhimg diém mdi cia PowerPoint 20
= NotesPage cinmaos. [l
»
>

8 Chén video vao slide

End Show
9 Chén doan phim truc tuyén

10 5 phan mém tao bai thuyét trinh
11 Thi phan trinh duyét 2009

Hinh 490. Di chuyén nhanh dén slide xdc dinh
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% Cac budc thuc hanh nhu sau:

Mg bai thuyét trinh can trinh chiéu

LA

Vao ngan Slide Show, nhom Start Slide Show, chon From Beginning
Trong ché do Slide Show, ban muén di chuyén dén mot slide ndo d6 thi nhan phai

chuot 1én man hinh va chon Ién Go to Slide

4. Kich chuét I&n tén slide can di chuyén dén.

Sir dung cac té hop phim tit

PowerPoint xay dung rat nhiéu phim tit dé hd tro trong ché d6 Slide Show.

Bang 16. Danh muc phim tat ding dé di chuyén trong Slide Show

Phim N, nhap trai chuot, phim Space, phim miii  Di chuyén dén slide ké tiép hoic hoat canh ké

tén hudng xudng hoic huéng qua phai, phim
Enter, phim Page Down.

Phim P, phim Backspace, phim miii tén huéng
qua trai hodc hudng Ién, phim Page Up

Nhap phai chuot

Nhap con sé va nhan Enter

ESC, Ctrl+Break, phim “-*
Ctrl+S
Phim B, phim “.”

Phim W, phim «,”

Phim S, phim “+”

Phim H

Gitr 2 phim trai va phai chuot 2 gidy
Ctrl+T

Ctrl+H, Ctrl+U

trong slide
Di chuyén vé slide lién trudc

Mo hop 1énh, hoic tré vé slide lién trude (chi
co tac dung khi tay chon Shortcut Menu On
Right bi tat).

Di chuyén dén slide c6 s thir tw nhu s6 do ban
nhap vao

Két thuc Slide Show
Mo hop thoai chira danh muyc slide

Hién thi man hinh den, nhan lan nita dé tro lai
man hinh cii

Hién thi man hinh trdng, nhan lan nia dé tro
lai man hinh ca

Dimg va bit ddu lai mot Slide Show ty hanh
Di chuyén dén slide ké tiép néu dang bi 4n
Tré vé slide dau tién

Hién thanh Task bar

An hodc hién con trd chudt hinh mii tén khi di
chuyén trén man hinh Slide Show.
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AllSlides

Show:

Slide titles:

i1, PowerPoint 2010

—

s

. MNhitrig kigu hign ki

. Chén hinh wao slide

. Chén Clip art wao slide

. Chup hirk ran Rinh dira vao slide
. Chén Smark art wao slide

. Chén video wao slide

. Chén doan phirm kroe boyveEn

OO0 =] O O R L )

. Whitnig digmn mdi cla PowerPoint 20..,

10, 5 phan mém tao bai thoyer trinb,,, %

Last slide viewed

Go To l [ Cancel

Hinh 491. Hgp thogi chiza danh muc cac slide trong Slide Show

Trong khi trinh chiéu bai thuyét trinh, ban nhan phim F1 s& duoc trg gilp vé cac phim tét sir dung
trong ché d¢ Slide Show. PowerPoint 2010 chia cac phim tat lam

5lide Show Help

General |RehearseIRecnrd Media | Ink

slide show navigation shortcuts

'M', Ieft click, space, right or down arrow, enter, or page down
'F', backspace, left or up arrow, or page up

Right mouse click

Mumber followed by Enter

Esc, Ctrl+Break, or '-'

k-5

‘Bor'!

W' or ',

'S or '+

H

Hold bath the Right and Left Mouse buttons down For 2 seconds
Chrl+T

CtrlHU

Advance to the next slide
Return to the previous slide
Fopup menufPrevious slide
a0 ko that slide

End slide show

all slides dialog
BlacksUnblacks the screen
‘Whites/Unwhites the screen
StopfRestart automatic show
G0 ko next slide if hidden
Feeturn ko First slide

Wiew task bar

HidefShow arrow on mouse move

Hinh 492. Cac phim tdit ding dé di chuyén

trong Slide Show
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5lide Show Help

| General | RehearsejRecord | Media |Ink |

Media control shortcuts

Alk+P

Al
Alk+HOME/EMD
Alk+-DownfUp
Alk+shift+LeftfRight
A+l

Media -
Media -
Media -
Media -
Media -
Media -

Flay/Pause

Stop playvback

Go ko previousfnext bookmark
Yolume downfup

Skip backward)forward
Mute/Unmute

Hinh 493. Céc phim tdt dé diéu khién Media

Chuyén dén mét Custom Show

Muén chuyén nhanh ¢én mét Custom Show trong ché d6 Slide Show, ban 1a theo cac budc sau:

T man hinh trinh chiéu, ban nhap phai chugt 1én man hinh

Chon Iénh Custom Show

Kich chudt dé chon tén mot Custom Show muébn chuyén téi.

Next
Previous

Last Viewed

Go to Slide

Custom Show

Screen

Pointer Options
Help

Pause

End Show

Gidi thiéu PowerPoint 2010

Hinh 494. Chuyén dén Custom Show trong ché dé Slide Show
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3. Tao chii 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: an con tro dén khi ban di chuyén chuot
« Visible: con tré ludn luén duogc hién thi trong khi trinh chiéu
« Hidden: con tré ludn luén bi an trong khi trinh chiéu

| Arrow

Pen

Highlighter
Ink Color
| Automatic %

‘ Visible
Arrow Options Hidden

Hinh 495. Tuy chon con tré

Swr dung con tré chugt Laser
% Céc budc tly chon va st dung con tré chudt laser rat don gian nhu sau:

1. Trugc tién ban vao ngan Slide Show, nhém Set Up, chon Iénh Set Up Slide Show dé
thiet 1ap tuy chon mau cho con tro laser.

2. Trong hop thoai Set Up Show, ban tim d¢én nhém Show options va chon mau cho con
tro chudt laser tai hop Laser pointer color.

Set Up Show
Show bype Show slides
(%) Presented by a speaker (Full screen) ) al
() Browsed by an individual (window) ) Erom: | £ |I|:.: | £ |
(O Browsed at a kiosk (full screen) ) Custom show:

|Gia’1 thigu PowerPoint 2010 |

Show opkions Advance slides

[ ]Loop continuousky until 'Esc’ O Marially

[Jshow without narration (&) Using timings, if present
[Jshow without animation Multiple monitars

Laser pointet color: _ P |

Show Presenter View
- il
To show a laser poinker duri show, hold down the Cerl key and press the left mouse

button.,

I Ok ] l Cancel

Hinh 496. Chon mau cho con tré laser
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3. Trong ché do Slide Show, khi muén st dung con tro laser dé chi 1én mot ndi dung nao
d6 trén slide thi ban gitr thém phim Ctrl + Kich trai chudt Ién cac ndi dung trén slide.

Lam néi ni dung trén slide trinh chiéu

Trong ché do Slide Show, chiing ta c6 thé sir dung cong cu Pen hodc Highlighter dé lam ndi bat
ndi dung dang trinh bay.

% Cac buéc thuc hanh nhu sau:

1. Chuyén bai thuyét trinh sang ché d¢ Slide Show

2. Khi muén 1am néi noi dung dang trinh bay trén mot slide nao do, ban nhap phai chuot
[én man hinh.

Nhiing kieu hre

>Presentation Views »>Master

Next

* Notmal el

"Slide Sorter  [—.-
S — Custom Show
gon Notes Page  EEENEES = ]
L — - Pointer Options » “§ f::w
=] ﬁeading VieW ﬂE'D “g/ﬁ _;I_ighlighter

Eraser

Erase All Ink on Slide

Arrow Options 4

Hinh 497. Sir dung Pen trong Slide Show

3. Chon Pointer Options va chon:
e Pen: str dung but mau dé 1am noi
e Highlighter: t6 nén dé lam noi
e Ban c6 thé thay d6i mau tai Ink Color

4. Dung chu6t té hoac vé 1én cac noi dung trén slide

5. Khi két thac bao c4o va trong qua trinh bao c4o ban ¢6 v& hoac t6 nén thi PowerPoint
sé hién thdng bao nhac nho ban luu lai (Keep) hay huy bo (Discard) cac thay doi.
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Microsoft Office PowerPoint

! "-l., Do wou want ko keep wour ink annotations?

E_Eeep | [ Discard ]

Hinh 498. Théng bdo nhdc nhé heu lai cdc thay doi trong Slide Show

6. Dé xem cac hinh vg, t6 nén trong ché d6 soan thao, ban vao ché d6 ngan Review,
nhom Comments, chon Show Markup.

itions Animations Slide Show Review

il = =t
'_zl (I
New Edit Delete Previous N¢g

Comment Comment v
Comments

Show Markup c——|

Show comments and other
annotations,

Nhung Kieu hi€

»Presentation Views »!
= Normal

1‘§ 'de Sorter
aos Notes-Page
f"ﬁ;ading View

Hinh 499. Xem lgi cac ghi hinh vé, t nén trong ché d¢ Slide Show
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4. Trinh chiéu bai thuyét trinh véi nhiéu man hinh

Bat tinh ning hd tro nhiéu man hinh

Display Properties \ Display Properties

| Themes || Desktop || Screen Saver || Lppearance | Settings | Themes || Desktop || Screen Saver || &ppearance | Settings

Drag the monitar iconz to match the physical arangement of your monitorz,

1.1 2 |

Drag the monitor iconz to match the physical arangement of your monitorz,

Dizplay: Dizplay:
1. Plug and Play Manitor on Mabile IntellR] 945GM Express Chipzet Fa | 2. Plug and Play Monitor on Mabile Intel(R] 945GM Express Chipzet Fa v
- - 1. Plug and Play Manitar ot Mobile Intel[R] 945G Expre
f”ee” [esoliion M Ll qpecilly 2 Plug and Play horitor on Mobile Intsl[R) 345Gh Ex Sl
ESS Q Mee | Highest [32 bit v| : s Highest 32 bit
1280 by 800 el IEE . 1250 by 800 pivek B
|ze thiz device az the prirmary monitar, e thiz device as the primary mositar,
Extend my *Windows desktop onto this monitor. end my Windows desktop onto this monitor,
[ |dentify ] [ Troubleshoot. .. ] [ Advanced ] [ Identify ] [ Troubleshoot.... ] [ Advanced
[ (u] 4 J [ Cancel l Apply [ 1] ] [ Cahcel l Apply

Hinh 500. Bdt tinh ndang nhiéu man hinh

% Cac budc thuc hién nhu sau:
1.
2.
3
4

Tir ctra s6 Windows, vao Start, chon Control Panel va chon Display.
Trong hop thoai Display Settings, ban vao ngan Settings.

Dén hop Display chon man hinh thir 2. Tily chon ny chi c6 khi may ban dang két néi
véi nhiéu man hinh.

Danh dau chon vao Extend my Windows desktop onto this monitor.
Ban chinh lai d6 phan giai cho cac man hinh tai Screen resolution.
Nhéan nat OK dé déng hop thoai Display Properties.
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Trinh chiéu bai thuyét trinh véi nhiéu man hinh

Set Up Show
Show bype Shiow slides
(%) Presented by a speaker (full screen) & al
() Browsed by an individual (window) ) Erom: | % |I|:|: | e |
(O Browsed at a kiosk (full screen) ) Custom show:

|Gic'|‘i thigu PowerPoint 2010+ |

Show opkions Advance slides

[ ]Loop continuousky until 'Esc’ () Manually

[]5how without narration (¥) Using timings, if present
[15how without animation Multiple monikars

Pen color: Display slide show on:

Laser pointer color: |M0nit0r Z Plug and Play Monitor w
[vshow F

To show a laser pointer during slide show, hold down the Chrl key and press the left mouse
button,

L oK ] ’_ Cancel

Hinh 501. Thiét Igp man hinh trinh chiéu

% Céac budc thue hanh nhu sau:
1

M bai thuyét trinh can trinh chiéu véi nhidu man hinh

2. Vao ngin Slide Show, nhdm Set Up va chon Set Up Slide Show (Ban ciing c6 thé
chon céc tuy chon ngay trén nhém Monitors trong ngan Slide Show)

3. Trong hop thoai Set Up Show, ban dén nhém Multiple monitors:
e Display slide show on: ban chon Monitor 2 Plug and Play Monitor
e Chon Show Presenter View
Nhén nut OK déng hop thoai Set Up Show.

Dén nhom Start Slide Show trén ngén Slide Show va chon From Beginning dé trinh
chiéu bai thuyét trinh.

PowerPoint 2010

Gidi thiéu céc tinh nang
clia chuong trinh

Ega‘fﬁce Online

Hinh 502. Man hinh khan gid nhin thay trong ché dg Slide Show
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(2] PowerPoint Presenter View - [ThuchanhPowerPoint2010_Ch7.pptx] @ R

~_

Speaker notes

caOffice

PowerPoint 2010

Gi6i thiéu cac tinh ndng
cua chuong trinh

Ea&ﬁce Online

— o 5 A - Hinh cac slide thu nhé
S6 slide @/ = H Thanh cong cu s U Sa—
Slide: 1 of 11 Time: 00:27 1:40 PM | Zoom: \/

PowerPoint 2010

il . il 1 3

Hinh 503. Man hinh nguoi thuyét trinh nhin thdy trong ché @ Slide Show

6. Tur man hinh danh cho nguoi thuyét trinh, ban co thé diéu khién cac noi dung trinh
chiéu mot cach dé dang dong thai ¢ thé doc duoc cac théng tin ghi chia cho cac slide
ma minh dang trinh bay. Cac thanh phan trén man hinh ctua ngudi thuyét trinh:

e Cic hinh Slide thu nhé: ban nhap chuét 1én slide dé di chuyén nhanh dén
slide do trong qua trinh bao cao.

e Slide dang trinh chiéu: hién thi noi dung gidng nhu man hinh dang trinh
chiéu cho khan gia xem.

e S6 slide va thoi gian: hién thi s6 cua slide hi¢n hanh va thoi gian da trinh
chiéu ciing nhu thoi gian hién tai.

e Speaker notes: phan ghi chi trong slide caa ngudi thuyét trinh.

e Thanh cdng cu: di chuyén, chon loai bat, mau sic ...

7. Nhan phim ESC dé thoat ché do Slide Show.
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5. Hoi dap

Cau 1. Tgp tin PowerPoint Show (PPSX) gé can chwong trinh PowerPoint hoac PowerPoint
Viewer dé chay hay khong? Chung ta co thé hiéu chinh tdp tin PPSX hay khong?

Tra loi:

May tinh can phai c6 chuong trinh PowerPoint hoic PowerPoint Viewer dé trinh chiéu céc tap tin
PowerPoint Show (*.pps hoac *.ppsx). PowerPoint Show trong cac phién bang PowerPoint 97-
2003 c6 phan mé rong 1a *.pps va PowerPoint Show trong PowerPoint 2007 & 2010 ¢ phan m&
rong la *.ppsx.

Tap tin PowerPoint Show thuc chat van 1a mot tap tin PowerPoint (*.ppt hodc *.pptx) nhung c6
phan mg rong khac nhau. PowerPoint sé& ty dong chuyén sang ché do Slide Show khi ban kich
chuot I18n cac tap tin c6 phan mo rong *.pps hodc *.ppsx. Do vay, dé hiéu chinh cac tap tin nay
ban lam mot trong hai cach sau:

Céch 1: B6i phan mé rong tir pps hodc ppsx thanh ppt hoic pptx

Céch 2: M& chuong trinh PowerPoint trudc, sau dé vao File, chon 1énh Open va tim dén chon
tap tin PowerPoint Show dé€ m¢ va hiéu chinh.

Cau 2. Lam sao dé nhdp phdi chugt thi sé I0i vé slide truéc trong ché dé Slide Show?
Tra loi:

Khi nhap phai chudt trong ché don Slide Show thi c¢6 hai kha niang xay ra d6 1a hién thi mot trinh
don 1&énh hoac Iui tr¢ vé slide trude do. BEé cho PowerPoint lui vé slide trude khi nhap phai chudt
trong ché d¢ Slide Show thi ching ta can thay d61 mot tury chon trong hdp PowerPoint Options.

% Cac budc thuc hanh nhu sau:

1. Vo File, chon Options, hop thoai PowerPoint Options xuat hién

2. Chon Advanced tir danh sach bén tréi trong hop thoai, tim dén nhom tuy chon cho
Slide Show.

Language

Advanced Slide Show

Customize Ribbon |:| Show menu on right mouse cli %

Show popup toolbar

Quick Access Toolbar Prompt to keep ink annotations oW menu on right mouse click

Add-Ins End with black slide Turn off this option to prevent a
menu from opening on right-click

Trust Center Print when viewing a full screen slide

Show.

Print in background

Hinh 1.  Bd chon Show menu on right mouse click

3. Bo chon hop Show menu on right mouse click.
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4. Nhan nat OK
PowerPoint ¢6 xdy dung cac nat 1énh nim & goc dudi bén trai trong cira s6 Slide
Show. Ban c¢6 thé nhan vao nut Slide dé trung cép trinh don 1énh dé diéu khién sy di
chuyén hodc nhan vao nut Pen dé sir dung cac bit mau hodc but to6 nén.

Goto Slide 4 kg | Arrow

# Pen

& Highlighter %
Screen r Ink Color 4
Help
End Show Arrow Qptions k

Hinh 2. Truy cdp cdc trinh don lénh trong Slide Show

Cau 3. C6 cach nao khoa higu Iénh chudt va ban phim d@é diéu khién trong khi trinh chiéu?
Traloi:

Chung ta c6 thé thiét ké mot bai thuyét trinh dang tuong tic v6i ngudi ding va chi cho phép
ngudi ding nhan I&n cac nat 1énh hoac hyperlink do ta tao sin. Céac hiéu lénh nhip chuét hoic
dung cac phim di chuyén slide trén ban phim s& khong hoat dong duoc trir phim ESC.

% Cac budc thuc hién nhu sau:

1. M¢ bai thuyét trinh

2. Tao cac nut diéu hudng va céc hyperlink giup cho viéc di chuyén va theo doi bai
thuyet trinh twong tac duoc dé dang.

3. Vao ngan Slide Show, nhém Set Up, chon I1énh Set Up Slide Show.

itions Animations Slide Show Review View

;_r.l. S Hide Slide Play Narrations
— &’Rehearse Timings Use Timings
S5et Up
Slide Shou ™k Record Slide Show - chow Media Controls

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).

Show bype Show slides

() Presented by a speaker (Full screen) &) al

() Browsed by an individual (window) ) From: 1 To x
(#)Browsed at a kiosk (full screen) ) Custom show:

Gidi thiéu PowerPoint 2010 w

Show options Advance slides
) Manually
[]5how without narration (%) Using timings, if present
[]shew without animation Multiple mornitars
I

Laser pointer color: I

To show a laser pointer during slide show, hold down the Chrl key and press the left mouse
button.,

I Ok ]l Cancel ]

Hinh 505. Tuy chon Browsed at a kiosk (full screen)

5. Khi d6 nguoi ding chi c6 thé di chuyén trong bai thuyét trinh bang céc ndt Iénh hodc
cac hyperlink do ta thiét ké san va nhan phim ESC @é keét thuc Slide Show.

6. Néu khong mudn ngudi xem thoat khoi bai thuyét trinh ta c6 thé g& ban phim ra khoi
may tinh.

Cau 4. C6 thé nhdp véin ban trong khi Slide Show khong?
Traloi:
Thém vin ban vao slide trong khi trinh chiéu bai béo cao rat hiém khi duoc sir dung. Nhu cau nay

thudong dung trong cac tro choi nhé dugc xay dung trén PowerPoint. Dé c6 thé 1am diéu nay
chung ta can phai st dung téi Textbox trong Control Toolbox cua PowerPoint.

% Cac budc thuc hién nhu sau:

1. Mg 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 cuaa Ribbon.
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PowerPoint Options

General - . .
Customize the Ribbon,
Proofing
Choose commands from: (i) Customize the Ribbon: ()
save |Popu|ar Commands w |Main Tabs .
Language
= Action - = [¥] nansinigig ¥
Advanced D P — [¥] Animations —
‘a- Add Animation » :
Customize Ribbon Eg'ﬂ Animation Pane :I;:iee\ihow
1;1 Animation Styles » T Vew
; ) el
Quick Access Toolbar h Br!ng Forward =0 Developer
‘11 EBring to Front
Add-Ins = Bullets , AI
- -Ins
=3 Co =
Trust Center = P Contrals
* cut Modif:
A Decrease Font Size [ Add I:sl v E
¥ Draw Table Mer-e
2] Duplicate Selected Slides Graygscale B
= E-mail
0 Fo'::' 7 Black And White
Slide Master
A Font Color |’ [eel vy F TSI P T A
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Hinh 506. Chon cho hién thém ngdan Developer trén Ribbon

3. Khi d6 trén Ribbon xuét hién thém ngin Developer.

E_Home Insert Design  Transitions Animations  Slide Show  Review  View | Developer
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Visual Macros Macro | Add-Ins COM | [ @ ZHEB & 3 & view Code | Document
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Text Box (ActiveX Control)

.

Insert a text box contral,

Hinh 507. Ngan Developer trén Ribbon

4. Vao slide can thém Textbox dé nhap van ban trong khi trinh chiéu. Vi du ban chon

slide sb 3.

5. Vao ngan Developer, nhém Controls, chon nat Text Box va vé mét hop 1én slide
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Sa0ffice

>Presentation Views »>Master Views

= W = Slide Master

" Slhide Sorter = Handout Master
= Notes-Page = Notes Master
= Reading View

Tdln Thanh Phong  ¥24/2010

Hinh 508. Hgp Text Box cuza Control Toolbox

6. Khi ban chuyén sang ché d6 Slide Show, thi ban cd thé nhap vin ban trong hop Text
box nay.

Nhiing kieu hié
> Presentation Views > Master Views

. Wal » Slide Master
#Slide Sorter = Handout Master

o= No&es?age » Notes Master
= Reading View

Nhap van ban trong khi Slide Show

Hinh 509. Nhdp vén ban trong khi trinh chiéu
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Céau 5. C6 cach nao khong cho twa d@é cia cac slide khong hién thi nhung vin c6 trong I¢gnh
Go to Slide trong khi trinh chiéu?

Tra loi:

Chung ta c6 thé diung mot meo nho dé 1am an cac twa dé cac slide (title slide) trén man hinh trong
ché do Slide Show nhung van c6 tén trong lénh Go to Slide.

% Cac budc thuc hién nhu sau:

1.
2.

Chon bai thuyét trinh can tuy bién

Vao ngin View, nhém Master Views, chon Slide Master dé chuyén sang man hinh

Slide Master View.
Ban chon slide master trong cira s6 Slide Master View

e Chon placeholder Master title.

e Di chuyén placeholder nay huéng 18n trén va ra khoi pham vi cua slide.

ThuchanhPowerPoint2010_Ch7.pptx - Microsoft PowerPoint
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Hinh 510. Di chuyén Master title ra khai pham vi cia slide master

4. Khi d6 trong ché do Slide Show, cac tya dé cua slide s& khong duoc nhin thét trén
man hinh nhung khi nhap phai chuét va chon lénh Go to Slide thi chung ta van c6 thé
thay dugc tya dé cua cac slide nén viéc di chuyeén gitra cac slide s€ dé dang hon.

> Presentation Views »>Master Views
u Wal = Slide Master

Next

#Slide Sorter = Handout Master

Last Viewed

——
Go to Slide 1 PowerPoint 2010
e 1- NO&eS Page Go to Sectior ’ 2 Nhimg diém mdi ciia PowerPoint 20
- Custom Show | 3 Nhiing kiéu hién thi N
Screen 4 Chén hinh vao slide

" Reading VieW Pointer Options » 5 Chén Clip Art vao slide

Help 6 Chup hinh man hinh dua vao slide

7 Chén Smart Art vao slide

o 8 Chén video vao slide
End Show

9 Chén doan phim truc tuyén
10 5 phan mém tao bai thuyét trinh
11 Thi phan trinh duyét 2009

Hinh 511. Lénh Go to Slide van nhin thdy twa dé céc slide

(CYRTEEER AN )
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Phu luc 1. ’
Cach tao bai thuyét trinh chuyén
nghigp

Phu luc nay tdp hop nhitng diém can leu y trong qud trinh xay dung mét bai thuyét trinh.

1. Mét bai trinh dién hiéu qua

Mot bai trinh dién hiéu qua thi phai nhu thé nao:

Puoc thiét ké va dinh dang phu hop voi déi tugng khan gia va hoan canh chung quanh.
Tap trung cao do vao cha dé bao c4o, loai bo di cac phan khdng lién quan

Str dunh cac kiéu mau caa PowerPoint cung cap san mot cach phu hop, cha ¥ vé mau sac,
kiéu font chir nham gitip nhan manh noi dung bao cao.

Méi slide nén chira dung mot luong thong tin vira phai, khdng nén ¢6 cac doan vin ban
qua dai.

Str dung cac anh va minh hoa trén sach bao c6 muc dich nham truyén tai thong tin tét hon
va tao nén an tugng cho ngudi xem mot cach tryc quan.

Str dung cac d6 thi minh hoa cho cac sb liéu (tai chinh) hon 1a doan vin ban véi cac con
S0.

Tan dung cac &m thanh va doan phim nham tao nén sy thich thu cho nguoi xem, nhung
khéng tao nén sy lan at noi dung bao cao.

Str dung cac hoat canh va hiéu @ang chuyén canh trong cac tinh huéng phu hop nhung
khong tao lam giam gia tri cua ndi dung bao cao.

Phat cho khan gia ban in cua bai bao cao.
Danh thoi gian & phan cudi bai bao cao cho viéc dit va tra 10i cau hoi cua khan gia, nham
giup khan gia lam rg cac van dé ma ho quan tam.

Sau déy 1a cac budc dé phat trién mot bai trinh didn c6 chét luong.

2. Ké hoach phat trién bai trinh dién

Néu ban khdng c6 ké hoach xay dung mot bai trinh dién ngay tir dau, c6 thé ban s& mat nhiéu thoi
gian d€ lam di lam lai cac slide. Sau day la cac budc trong qua trinh xay dyng bai trinh dien:
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Buwéc 1: Xac dinh ddi tweng khan gia va muc tiéu bai trinh dién

Truéc khi ban tao nén bai trinh dién thi ban can phai biét vé déi twong khan gia cua no, déi véi
nhitng loai doi tuong khac nhau phai c6 nhitng loai bao cao khac nhau vi moi loai doi tugng s€ co
kien thac va kinh nghiém thuc té khac nhau.Ban hay tu hoi minh cac cau hoi sau:

= Cé bao nhiéu ngudi sé tham gia trong budi bao c40?Néu luong ngudi nghe dong thi
man hinh va cd chir can phai thiet ké sao cho moi nguoi nhin ra.

= P§ tudi trung binh cua khan gia?biéu nay doi khi kho xac dinh nhung phai ch gang Xac
dinh. Nhin chung néu khan gia la tre tudi (tré em hay thanh nién) thi bai bao cao can rd
rang, trong sang va tha vi. Ddi vé6i khan gia Ion tudi thi bai bao can phai thyuc té va théng
tin b4o c40 can cé cin ctr va trich dan r3 rang.

= Vai tro cia khan gia trong chi dé bao ca0?Néu ban bao c4o vé mot san pham méi hoic
mot hé thong méi, cac nha quan 1y s& quan tdm dén thdng tin tong thé trong khi d6 cac
cdng nhan s& can dén cac thdng tin chi tiét. Noi chung, d6i véi nha quan Iy cap cang cao
thi ho chi can cac thong tin can thiét dé ra quyét dinh chir khdng can dén cac thdng tin qué
chi tiét.

» Khan gia da biét gi vé chia dé bao c40? Néuban bao cao cho nhitng nguoi chua hé biét
gi vé chii & dang bao c4o thi ban can phai cung cip cac thong tin that co ban va phai ¢6
cac giai thich (dinh nghia) vé cac thuat ngit méi.Trai lai, d6i véi khan gia l1a cac chuyén
gia trong chu dé bao cao thi ban can dit ra nhiéu cau hoi sau khi bao cao va ban phai dy
tri thém vai slide du phong (dwoc an) dé tra loi cac cau hoi.

» Khan gia cé quan tam dén cha dé nay khéng?Néu cha dé cung cap cac thdng tin quan
trong lién quan dén ngudi nghe (thong tin vé bao hiém, phic loi, ...) thi ngudi nghe s&
thich thu va cha tm lang nghe. Nguoc lai thi ban can phai tim cach thuyét phyc va lam
cho ho ling nghe.

- Khan gia cé thanh kién tiéu cuc hogc tich cwe déi véi chi dé hay khong?Hay nhé
rang, y nghi cua khan gia duoc hinh thanh trudc tir nhitng kinh nghiém thanh cong hay
that bai thuc té cua ho.

» Khan gia cé dang ban ron hoic cé viéc gi gip hay khéng? Khan giaco danh thoi gian
cé budi dé nghe ban bao c4o hogc phai tro lai cong viée thuong ngay trong mot khoang
thoi gian nao d6? Néu bai bao cao khong cung cap théng tin httu ich nao ho sé cam thay
rat buc tuc va khong thé kién nhan ngO| ca budi de nghe ban noi trong khi co cac viéc gap
can phai giai quyét.Do vay, ban can phai biét vé lich l1am viéc cua khan gia va sy quan
tam cua ho dé c6 thé chuan bj chu dao cac thong tin bao c4o.

Diéu tiép theo 1a ban mudn biét két qua cua sau bai bao cao s& nhu thé nao. Mac dii ban mudn dat
dugc nhiéu két qua nhung ban can phai xac dinh mot muc tiéu chinh cho bai bao cao. Sau dau la
cac muc tiéu ban can xem xét:

» Khan gia nghi tot vé chi dé bao cao:Mat vai bao cao thiét ké cho cac budi hop va dugc
thiet ke dé lam thay doi y nghi va quan diém cua khan gia. Cac bao cao nay thong thuong
mo dau la su chao don ctia nhom bao cao va keét thac la mét vai meo hay nao do.

= Khan gia hiéu théng sudt. Doi khi ban can phai truyén dat thong tin cho moét nhom
nguoi va can phai thiet ke bai thuyet trinh sao cho moi nguoi hiéu thdng suot thong tin
can truyén dat.
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Cac khan gia cé cac quyét dinh riéng biét.Day 1a loai bao cao thuong dung nghién ciu
tiép thi, ban can thu thap théng tin tir phia khan gia nhung mdi ngudi can cé cau tra loi
riéng caa minh sau khi nghe bai bao cao.

Khan gia quyét dinh theo nhém. Pay la loai bdo cao0 ma ban can thu thap théng tin tir
cac nhém nguoi sau khi nghe bao cao.

Buwéc 2: Lwa chon phwong 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 vavai moi cach ban s& ¢ thém cac lua chon. Trudc khi bt
dau tao bai bao cao trén PowerPoint, ban can biét phuwong phap ma ban s& ap dung vi né s& tao
nén cac slide v&i noi dung rat khac biét.

Bdo cdo cé nguoi dién thuyét (Speaker-Led): Day 1a loai bao cao truyén théng: ban ding
truéc khan gia (hoic théng qua cau truyén hinh) va dién thuyét. Cac slide ban tao trong
bai trinh dién tré thanh tai liéu tham khao cho ban. Théng tin cung cap cho khan gia cha
yéu la do ban noéi, cac slide va ban in chi la tai liéu tham khao.

Vi loai bao cao nay, cac slide chi chira cac thong tin chinh va ban c6 thé dién giai thém
trong qua trinh dien thuyet. Doi khi ban can gui trude cho khan gia cac ban in cua bai bao
cao, va trong trueong hop nay thi ban can phai chuan bi ky néi dung bao cao.

Bdo cdo tw chay (Self-Running): Loai bao cao ty chay nay ban can chuan bj tat ca cac
thong tin trinh bay. Nhin chung, loai bao cao nay dung dé bao cio cho cac ca nhan hogc
méot nhom nho khan gia. Do loai bao cao nay khdng co dién gia nén né can phai cung cap
day du thong tin va tinh nang nhu: &m thanh, doan phim, cac hién ung hip dan va giong
thuyét minh.... Luu ¥ ban can thiét 1ap thoi gian chuyén tiép gitra cac hiéu ang, hoat canh
va cac slide phu hop va can phai kiém tra lai nhiéu lan truéc khi trinh chiéu cho khan gia.

Bdo cdo twong tac (User-interactive): Gidng nhu bao c4o ty chay nhung & day nguoi
xem c6 thé dieu khien toi lui trong noi dung bai. Loai bao cao nay thuong ap dung cho
mot nguoi xem tai mot thoi dieém va thuong phat hanh trén Internet, Intranet hoac trén
CD.

Bwéc 3: Lwa chon phwong phap truyén dat thong tin

PowerPoint cung cp nhiéu lya chon dé truyén dat thong tin.Dudi day 1a mot sb lua chon:

May tinh trinh chiéu b4o c4o bing chwong trinh PowerPoint. Phuong phap nay cé thé
dung cho speaker-led, self-running, hoac user-interactive.

May tinh trinh chiéu bao cao thong 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, hoic user-interactive ma khong can thém phan mem
dac bi¢t nao ngoai mot trinh duyét Web. Tuy nhién, phuong phap nay lam mét di mot s6
hiéu (ing chuyén slide va cac hoat canh. Phuong phap nay dung cha yéu cho kiéu bao cao
self-running hoac user-interactive.

May tinh trinh chiéu bao céo hru trén. Ban co thé tao CD chua tap tin trinh chiéu va
tién ich PowerPoint Viewer. Bai trinh dién s& ty dong trinh chiéu khi ban chén CD vao
dau doc ciia may tinh. Phuwong phap nay phu hop cho kiéu bao cao self-running hoic user-
interactive.

Trang 316



Phu luc

= Phim chiéu trén may Overhead. Ban c6 thé tao cac phim chiéu trén may overhead.
Trong qua trinh bao cao, ban lan lugt dat chang trén may chiéu overhead.

= Cac phim chiéu 35mm. Phuong phap nay tén kém hon phim chiéu cho may overhead
nhung d6 phéan giai cua hinh anh cao hon va chat lugng hinh tét hon.Céc slide dugc cudn
bén trén mot vong tron va ban khong can thay chung bang tay. Tat nhién, ‘phuong phap
hay cting lam mét di cac hiéu tmg dic biét nhu hoat canh, am thanh,... gibng nhu dung
phim chiéu cho may chiéu overhead.

= Gidy. Néu khong c6 sin may chiéu, khi d6 ban phai ding dén phuong cach cudi cung la
in bai bao cao ra giay va phat cho khan gia.

Bwoc 4: Chon bé dinh dang phu hop hoan canh

PowerPoint cung cap rat nhiéu bo dinh dang dé dam bao ban tim thay kiéu phu hop cho tinh
hudng bao cao caa ban. Mot bo dinh dang (theme) Ia tap hop cua cac thiét 1ap vé hinh nén, font
chit, mau sic va cac hiéu tng hinh anh. PowerPoint 2007 c6 rat nhiéu bd dinh dang dung sin cho
ban dung hoic ban co thé tao bo dinh dang méi va luu thanh mét tap tin riéng biét. Mot mau thiét
ké (template) 1a mot tap tin PowerPoint dy du cac thanh phan ma ban cé thé tao bai bao cao méi
tr chang. Mot mau thiét ké co thé moi thir ma maot bao cao yéu cau, bao géom cac slide. Mot
template c6 thé c6 nhiéu theme nam trong slide master cua template. Khi ban tao mot bai bao cao
méi dya trén mot template, thi bai bao cao d6 sé thira huang tat ca cac theme va cac slide mau co
trong template do.

Theme nao dwoc st dung la tot nhat? Mau nao la tot nhat? Tat ca dieu d6 tuy thudc vao tinh
huong va hoan canh trinh bay bao cao cta ban. Sau day la mot vai goi y

May chiéu Overhead (Overhead projector)

Str dung may chiéu thong thuong khong do ngudi dung lya chon ma do hoan canh thyuc té.May
chiéu cho chét luong hinh chiéu thap va ban can luu y dén diéu kién anh sang trong phong vi né
c6 thé 1am cho hinh chiéu rat mo nhat. Sau day 1a mot vai meo nho khi ban soan thao slide dung
cho may chiéu overhead:

» Font chir:Tiéu d¢ dung font chir in dam nhu 1 Arial Black nham gitp khi chiéu 1én sg it
bi méo mo. Doi véi cac doan van ban thi dung cac font chir ré rang va dé doc nhu Arial
hoac Times New Roman.

= Mau chir:Mau den 1a su lva chon tdt nhét, tranh cac mau nhat nhu xanh nhat vi rat dé bj
mo nhat khi chieu trén may overhead dudi anh sang manh.

= Mau nén:Tranh mau nén téi, vi nén mau toi s& lam khan gia mat tap trung vao noi dung
dang trinh bay. Ban nén su dung nén mau trang khi dung phim chiéu may va dic biét la
ban ¢o 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 néi dung vin
ban, tranh dung nhiéu hinh anh.

May chiéu slide 35mm (Slide projector)
Duéi day 1a mot vai goi ¥ vé dinh dang khi dung slide 35mm:

= Font chir: Dung font chit d& doc nhu Arial va Times New Roman cho phan néi dung.
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Mau chir:Dung mau chit sao cho twong phan véi mau nén nhu 1a dung mau chit sang doi
véi nén mau toi. Riéng téi thi thich dung chir mau vang (yellow) trén nén mau xanh nudc
bién (navy blue).

Mau nén: Dung mau t6i nhung khong nén dung mau den. Mau nén sang s& lam man anh
qua choi. Mau xanh tham (dark blue), xanh l4 cay (green) va mau tia (purple) la cac mau
nén dung. Tranh dung nén la cac hinh ve, d6 bong va clipart.

Néi dung:Co thé dung bat ctr loai van ban hoac hinh anh nhung phai ¢ ché do tinh.

Trinh chiéu bao c4o trén may tinh

Day 1a phuong phap ly twong nhat khi trinh chiéu bao cao, ban co thé chiéu bao cao trén man
hinh vi tinh, man hinh TV hodc su dung may LCD projector d€ phong hinh 1én man anh rong.
Duéi day 1a mét vai goi y ve dinh dang:

Font chir:Cac hinh anh va chit trén may tinh thuong rd rang va sic nét, vi thé ban co thé
dung tat ca cac font chir. Tuy nhién, ban nén thar nghiém trudce bao cao trén may tinh dé
kiém tra do rd nét cua cac font chir. Néu ban bao cao cho rat nhiéu ngudi nghe va man
hinh thi lai nho, khi d6 nén cho cac font chir kich thudc to.

Mau chir: Dung mau chir sao cho twong phan voi mau nén. Néu dung mau chir sang thi
dung mau nén toi va nguoc lai.

Mau nén:Mau nén nhu xanh tham, xanh |4 cdy, mau tia déu dugc. 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 noi dung: hinh anh,
hoat canh, hiéu tng chuyén slide, am thanh va doan phim.

Bwéc 5: Phat trién ngi dung

Noi dung bao cao bao gom vin ban, db thi hodc cac chuong trinh nhu Excel, ...

Khi bao cdo, ban chi nén cung cap day du thong tin ma khan gia dang can chu khong nén cung
cAp qué nhiéu thong tin du thira khong can thiét. Sau ddy 1a mot vai goi

Ban can kiém tra lai k§ cac nodi dung truée khi giri bai cho khan gia nham dam bao khong
c6 ndi dung du thira.

Khong nén cb cong ghi ndi dung that chi tiét cho cac slide, thay vao do6 céc slide chi nén
chtra cac diém chinh can trinh bay va khi dién thuyét s€ noi rd hon

Nén dung SmartArt thay cho cac gach dau dong nham gitp thong tin trén slide d& nhé va
de hiéu hon.

Cung cip ban in chi tiét cho khan gid ¢ dau budi thuyét trinh nham giup khan gia tap
trung hon trong khi nghe thuyét trinh va khoéi ton cong ghi chép.

Tom tat ndi dung bai trinh dién ¢ cac slide cudi.

Buwdc 6: Tao cac hinh anh truc quan

Sau khi hoan tat cac ndi dung, ban nén xem x¢ét dua vao cac slide mot s6 hinh anh minh hoa truc
quan nham tao an tugng manh doéi voi khan gid.Ngoai hinh anh, ban nén tdn dung tinh tuong
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phan cua cac mau sac chit, mau nén trong cac slide nhim lam ndi bat cac ndi dung quan trong.
WordArt ciing rat tt trong viéc lam hinh anh héa cac doan vin ban ngin nhim muc dich nhan
manbh.

Buwoéc 7: Thém cac hiéu wng da phwong tién

Thém cac hi¢u tng da phuong tién vao slide thong thuong lam tang hi€u qua va sy thich thu cua
khéan gia ddi vé6i bai thuyét trinh. Ban co6 thé st dung cac doan phim, flash, am thanh, nhac, cac
hiéu tmg cho d6 thi, vin ban, hiéu tmg chuyén tiép giita cac slide, hiéu tng d6i mau,... cho bai
thuyét trinh ciia minh. Ban khong nén ap dung mot kiéu hiéu tmg cho tit ca céac slide hodc giira
cac slide vi diéu d6 rat d& gay nham chan cho khéan gia, thay vao d6 hiy ap dung linh hoat nhiéu
loai hiéu ing cho bai trinh dién ctia minh.

Bwéc 8: Tao cac ban in phat cho khan gia va ghi cha cho slide

Budc nay chi thich hop d6i voi phuong phap bao cdo ¢6 nglrorl dién thuyét (speaker- led). Ban nén
phat cac ban in ndi dung bao cao (handout) cho khan gia dé ho d& theo ddi trong subt ‘qua trinh
nghe bao céo. Cac handout nay co6 thé in trang den hodc mau va PowerPoint cung cap sin rat
nhiéu tily chon cho viéc in an handout.

Ngoai ra, nguoi bao cao nén chuin bi sin cho minh mét ban in handout dic biét chira cac ghi chu
cho moi slide trong bai thuyét trinh (notes pages)

Buwéc 9: Kiém tra lai bai va bao cao thir

Ban nén bao cao thir va xem lai bai thuyét trinh trude khi trinh chiéu thuc su trude khan gia. béi
v&i moi phuong phap bao cao(speaker-led, self-running, hodc user-interactive) s€ c6 mot vai luu
:riéng

Bao cdo c6 ngudi dién thuyét trwée khan gia (Speaker-led)

Kiém tra lai tat ca cac slide trong bai trinh dién nhém dam bao cac ndi dung day du, chinh xéac, va
dung trinh tu. Ban c6 thé s& phai sip xép lai hogc 4 an bot cac slide ‘cho muc dich du phong (du
doan trudc cac cau hoi cia khan gia va chuan bi sn cac slide chira s6 liéu hodc tra 10i cau hoi).

Kiém tra lai cac nut didu kién trén slide, chiéu thir toan bd cac slide trong ché do Slide Show
nham kiém tra cac hiéu ung gilra cac thanh phan trén slide va gitra cac slide xem co6 hop ly hay
khéng? On lai cac phim tat théng dung trong qua trinh bao cao trén may tinh bang PowerPoint.

Bao cao tw chay (self-running)

Vé6i phuong phap bao cao speaker-led, ban con c6 co hoi khic phuc cac 18i (vé noi sung, hiéu
ung,...) phat sinh trong qua trinh bao cao. Vi phuong phap bao cao self-running ban sé khong
c6 co hoi giai thich vi bai bao c4o s& duoc trinh chiéu mét cach ty dong. Do vay, ban can phai
danh nhiéu thoi gian hon dé kieém tra that ky tat ca ndi dung ciing nhu cac higu ang, ... truéce khi
cong bo.

Mot diém dic biét quan trong dbi véi loai bao cao nay chinh la viéc thiét Iap thoi gian (timing).

Ban phai thiét 1ap thoi gian cho hop Iy sao cho khan gia c6 du thoi gian doc hét cac noi dung ma
ban cung cap trén slide va luu y thoi gian cho ciing khéng nén qua dai s€ lam khan gia chan nan.
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PowerPoint cung cip tinh ning Rehearse Timings nham giup cho ban giai quyét khé khin vira
néu. Tinh ning nay s& ghi lai thoi gian ban ding lai & mdi slide va thdng bao két qua cho ban,
néu ban ddng ¥ né s& ap dung thoi gian ding ¢ 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 bao c4o nay, ban thiét két cac nat lénh dé nguoi dung di chuyén xuyén sudt bai trinh
dicn trong cac slide va vi the van dé thoi gian khong con quan trong nira. Van dé quan trong ¢
day chinh la @6 chinh xac cua cac lién keét trong bai trinh dién.

Khi muén phat hanh bai trinh dién 1én Internet, ban c6 the dé bai trinh dién dudi dinh dang
PowerPoint nham dam bao nguoi xem thay duoc hét tat ca cac tinh ndng va hi¢u tng ma ban da
thiét 1ap. Tuy nhién do khong phai tit ca nguoi ding déu co cai sdn phan mém, nén c6 mét cach
khac ma ban c6 thé xem xét chinh 1a Iuu bai trinh dién dudi dinh dang HTML. Khi ¢ dinh dang
HTML, mét sé tinh nang cua bai trinh didn s& bi mat (mot s6 hiéu ¢ng, hoat canh,...) nhung s&
dam bao moi may tinh déu co thé xem duoc noi dung mién la may cé cai mot trinh duyét web nao
do.

Budc 10: Phat hanh bai bao cao

Cac phuong phap bao cdo user-interactive hoac self-running presentation mang lai it hiéu qua
hon so v6i phuong phap speaker-led. Cac phuong phap nay don gian chi la viéc phat hanh dén
ngudi xem nén rat dé gay chan nan cho nguoi xem. Phuong phap bao cao speaker-led s& rat hieu
qua néu duoc chuan bi ki vé noi dung va nguoi bao cao da luyén tap chu dao.

Budc nay ban chi can bé tri cac viéc con lai nhu 1a thiét 1ap cac chd ngdi tai phong hop va cb
gang lam quen vai viéc dung trude dam dong.

Bwéc 11: Tién dén thanh cong va cai tién bai bao cao

T4t ca cac budc chuan bi trén néu duogc thuc hién can than thi chic chan budi bao cao cua ban s&
thanh cbng tot dep. Nham chuan bi tot hon cho cac buoi bao cao khac trong twong lai, ban nén ty
hoi va tra loi cac cau hoi sau:

= Cac mau sic va thiét ké cua cac slide c6 hop Iy hay khong?

T4t ca moi nguoi c6 dé dang doc noi dung trén slide hay khong?

= Khan gia nhin ban, nhin man hinh hay nhin ban in (handout) nhiéu hon? Biéu d6 ¢ gidng
nhu mong doi cuaa ban hay khéng?

= Khan gia co ghi chu lai trong khi ban trinh bay béo c4o hay khéng? Néu cé, ban cé guri
cho khan gia ban in (handout) véi cac duong ké danh cho viéc ghi cha bén canh hay
khéng?

= Thoi gian bao cao c6 hop Iy hay khéng? Co diém nao trong bay bao cao lam ngudi nghe
chan nan hoac thich tha hay khong?

= Co slide nao ban du dinh thém vao bao cao nhung da khong lam hay khong?
= Co slide nao ban tinh bé qua nhung da chuan bi qué ki hay khong?
= Céc ghi cht cho slide ma ban chuan bi cé du dap wng hay khdng?
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= Céc hoat canh va hiéu (ng thém vao c6 lam bai bao cao hip dan hon hay lam ngudi nghe
mat tap trung?

= Chat luong cac &m thanh va doan phim coé dat hay khong? Chuang c6 hitu ich hay khéng?

3. Giir cho khan gia ludn cam thay thich tha

Sau ddy 1a mot sb budc co ban nhiam gitp ngudi dién thuyét tao nén sy 16i cudn va lam cho bao
cao thanh céng.

Cac k¥ thuat dién thuyét

» Déang ding chic chin, khong di t6i di lui. Viée di téi di lui sé lam ngudi nghe dao mat
nhin theo ban va lam hg mat tap trung. Tuy nhién ban nén dung tay va phan trén co thé dé
minh hoa cho bai noi chuyén cia minh.

= Dung céc cir chi dé hd tro giong néi ciia ban.Néu ban dang néi dén ba diém cia mot
viéc nao d6 thi c6 thé dung cac ngodn tay dé minh hoa timg diém d6. Néu ban dang noi dén
mot su lién két cta cdc sy viée véi nhau thi ban c6 thé dung hai tay nam lai véi nhau dé
minh hoa.

= Dirng hoc thudc 1ong bai dién thuyét. Néu mot ai do dat cau hoi cit ngang bai thuyét
trinh ctia ban thi ban s€ rat dé quén minh da néi toi dau.

= Nguoe lai, phai thuyét trinh chir khong nén doc tir cac ghi chu ciia ban. Céc ghi chd
thuong chi chira cac tir khoa va cac so liéu, do vdy ban can dién thuyét tir cac tir khda nay
chtr khong phai chi don gian 1a doc ching ra.

» Khong dién thuyét ma mit dan vao to ghi chi. Dung mat dé nhin cir toa trudc khi ban
bat dau noi.

= Chon lgc mgt vai nguoi ¢ cac vi tri khac nhau trong khan phong va dung mit giao
tiép true tiép véi ho. Trinh bay mot diém nao d6 trong bai bao céo véi mdi ngudi trong
khi ban nhin ho va nhé cuoi véi ho.

» Pirng ngai tam dirng bai dién thuyét. N6i cham va thinh thoang ding maot lat dé nhin
vao ban ghi cht 1a m§t phuong phéap dién thuyét hay hon la bao cdo mdt cach hap tap.

= Khong nhin cham chim hoac doc cac slide. Tap trung sy chi cua ban vaoctur toa va han
ché cang nhiéu cang tot viéc doc cac ghi chu trong khi dieén thuyét. Ban phai lam cho cir
toa thay rang cac 101 ban noi ra la xuat phat tir trong suy nghi cta ban.

» Nhin manh cac dong tir trong bai thuyét trinh.

Cac goi y vé ndi dung

= Néu khan gia khong ban ron thi ban s& khang bj don ép vé thoi gian bao céo, khi do ban
c6 thé bat dau bai bao cao vai mot cau chuyén vui.

= Nén cudn hit khan gia vao cac bai tap/ tinh hudng trong bai bao c4o nham lam ting kha
nang hiéu vé chu de trinh bay.

= Hoi cac cau hoi dé kiem tra xem khan gia co hiéu nhing gi ban dang trinh bay hay khong
va tang mot mon qua nho cho ngudi ¢o céu tra loi ding. Khong cé thir gi hap dan khan
gia tham gia vao chu d¢ trinh bay hon la cac phan thudng, mac du chang co gia tri thap
nhu moc khoa, khan tay, ...

Trang 321



Phu luc
= Nén chia phan trinh bay thanh hai hodc vai budi va nén c6 phan dat cau hoi va tra I6i cau
hoi 6 moi budi, va gitra cac buoi thi c6 gio giai lao ngan.

Trong suét phan hoi va tra loi hdy tit may chiéu (slide projector, overhead, LCD projector hoic
man hinh méy tinh) dé gitp ngudi nghe tap trung vao cau hoi va dién gia. Néu khong thé tat may
chiéu thi ban cd thé tao thém mot slide don gian véi tya d& “Hoi dap” va chiéu slide nay trong
suét qué trinh nay.

Trang 322



Phu luc

Phu luc 2. Tai nguyén Internet

1. Template, Themes va Background

Mot s6 dia chi cho phép tai PowerPoint Template, Theme va Background

http://office.microsoft.com

http://powerbacks.com

http://www.presentationhelper.co.uk

http://www.poweredtemplates.com

http://www.ppted.com

http://www.indezine.com

www.powerpointbackgrounds.com/

www.powerfinish.com/

www.graphicsland.com/powerpoint-templates.htm

Www.powerpointtemplatespro.com/

www.abetterpresentation.com/

www.slidesdirect.com/

www.zapitmedia.com

www.digitaljuice.com

http://www.echosvoice.com

2. Add-Ins va tai liéu tham khao

2007 Microsoft Office Add-in: Microsoft Save as PDF or XPS

http://www.microsoft.com/downloads/details.aspx?Familyld=4D951911-3E7E-4AE6-

B059-A2E79ED87041&displaylang=en

Add-Ins giap chuyén doi tap tin PowerPoint sang dinh dang PDF hoac XPS.

Thermometer Add-in for PowerPoint

http://www.indezine.com/addin/thermometer/index.html

Tao thém mét thanh cong cu & phia dudi man hinh trinh chiéu dé cho biét ban da bao

cdo duogc bao nhiéu va con lai bao nhiéu.
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WebAIM: PowerPoint Accessibility Techniques

www.webaim.org/technigues/powerpoint/

Office Accessibility Wizard giup chuyén ddi tap tin PowerPoint thanh dinh dang web
rat tién loi va dé st dung.

Steve Rindsberg/RDP

www.rdpslides.com/

Trang nay caa mot PowerPoint MVP va ¢ chira nhiéu add-ins hitu ich.

Crystal Graphics

www.crystalgraphics.com/

Add-Ins cung cap thém cac hiéu tng hoat canh, 3-D, hiéu ¢ng chuyén canh, d6 thi. ..
Office Tips

www.mvps.org/skp

Cung cap cac add-ins cho PowerPoint va nhiéu tai liéu tham khao phong phi, dic biét
la VBA cho PowerPoint.

The PowerPoint FAQ - PowerPoint Help

www.pptfag.com

Giai dap cac cau hoi lién quan tgi PowerPoint moi phién ban.
PowerPoint Heaven - The Power to Animate

http://pptheaven.mvps.org/

B6 suu tip cac tro choi, slide giai tri duoc xay dung trén PowerPoint va rat nhiéu bai
viét hudng dan sir dung chuong trinh nay.
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