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Chuwong 1. Gioi thiéu PowerPoint 2010

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

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

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

1. Cac diém méi trong PowerPoint 2010

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

Ribbon ma¢i

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

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

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

Tab dang chon Quick Access Toolbar
IE“ = j e 7 |[—————— Presentationl - Microsoft PowerPoint = =R
Haorhe Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat £ o

‘*3 ) |j (&= Layout ~ . A | uﬁ @ I:‘I__|| <% Shape Fill 44 Find
A s
- Lo = = Y ane O - 4
53 sz Reset _'J L& Shape Outline fac Replace ~
Paste New r AV . / Shapes Arrange Quick
- 5 slide » ' Section ~ B 7 U § a3 Aa = vp - ¢ 5?__|E: ~! Shape Effects lg Select =
Clipboard & Slides Font Drawing Editing

Hinh 1. Ribbonduoc t6 chic lgi

Ngan File thay cho nut Office

Ngin File chtra cac 1énh lién quan dénbai thuyét trinh dang soan thao nhu thudc tinh tp tin, thiét
1ap mat ma bao vé, luu trir, in an va chia s€ bai thuyét trinh.
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Hinh 2. Ngan File méi

Hé tro' lam viéc cong tac

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

Hinh 3.

Nhom céc slide vao cac phan trong bai thuyét trinh

Nhiéu nguroi cling lam viéc trén mgt bai thuyét trinh

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

Trang 5



Chuwong 1. Gioi thiéu PowerPoint 2010

Tron va so sanh ndi dung cia cac bai thuyét trinh

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

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

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

’ﬂ“d U (Q ¥V 5|5 PowerPoint 2010.pptx - Microsoft PowerPoint o = x‘ ® Point 2-52 a oint.pptx] - Po o B %
@ Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat & @
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= Nl Khoi dong PowerPoint I:mT
1
== ‘ + Start > All Programs > Microsoft Office
e e 4 - Microsoft Office PowerPoint 2007
Z | %%;:i NHUNG DIEM MOI ‘
. [ Tao, quanly valam viéc cong tac véi nhing nguoi 2 =
an ‘ khac trén bai thuyét trinh :

Lam phong phi bai thuyét trinh véi cic doan video,
hinh anh va rat nhiéu hiéu ing méi

Chia sé bai thuyét trinh hiéu qua hon Click to add title

0D

Click to add notes

Slide2 of 3 | Trek | IEEER=EENS)

Hinh 6. Vra soan thao vira xem Slide Show
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Bién soan bai thuyét trinh mei Iic moi noi
Vi tai khoan Windows Live, ching ta c6 thé sir dung cac @ng dung web PowerPoint, Word va
Excel mién phi. Ching ta c6 thé bién soan bai thuyét trinh tryc tuyén ngay trong trinh duyét web.

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

File Edit View History Bookmarks Y¥ahoo! Tools Help
@ v c {my ‘ﬂ http:ffcid-399259f666015415. skydrive. live.comjedit.aspx/Documents/PowerPaint 2 7.7 ~ "" Office Web Apps _)'
E Dién Dan Gidi Phap Excel - Két Qua Tim... h}ﬂ PowerPoint 2010a.pptx - Microso... ﬁ + b
|~
£7Windows Live® Phong » SkyDrive » Documents » FowerPoint 2010a.ppt Phong * 22
sign out
Microsoft PowerPoint Web App x
m Home Insert View ’N 0
) Slid
cut ‘ 5k Delete Slide ij_,
J 2] Duplicate Slide \—'
Paste Copy Mew Openin
¥ Slide  [S] Hide Slide PowerPoint
Clipboard Slides Fant Paragraph Office
~ -~
1
oo 200
7:
Microsoft
3 | sz s T T T A Y
L
—
—0
—e
SO,
o
Ad
4 | czoax
| Clickto add notes
Done u

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

Nhung , hiéu chinh va xem video trong bai thuyét trinh

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

Cit xén video

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

Flowers.wmy Duration: 00:07.894

00:00.000

‘ p
00:00 $ @ E] @ looi07.894 3|
Start Time End Time

Cancel

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

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

Tai viing trong cua cira s6 Insert Video From Online Video Site, ban dan doan ma da 1y duoc
khi ndy vao. Xong, nhan Insert. Nhu vdy 1a doan video di duoc chén vao bai thuyét trinh. Tuy
nhién dé xem duogc doan video thi may tinh phai c6 két ndi Internet.
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{= 'Despicable Me’ Teaser Trailer 3 on Yahoo! Video - Windows Internet Explorer J
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Hinh 9. Cheén video tir cAc nguon trén mang
Nhung video

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

-

NHUNG MEDIA

o0—0

D
] .‘ « > 00277 o)

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

Tinh ning chuyén dinh dang bai thuyét trinh sang cac dinh dang video gilip viéc chia s& dwoc dé
dang hon. PowerPoint cho phép xuit ra dinh dang video vai nhidu mirc chat lugng hinh anh khac
nhau tir video cho céc loai thiét bi di dong cho dén cac video co d6 phan giai cao.

Create a Video

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

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

Preserves animations, transitions, and media

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

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

E_l Internet & DVD

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

Seconds te spend on each slide: 05,00 -

ﬁ..JJ
o ]
Create

Video

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

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

Create a PDF/XPS Document

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

Free viewers are available on the Web

-

Create a
PDF/XPS

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

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

Table Picture

*

Tables |

Slides | Outline | % ‘

1| |

| Ilustra

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

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

lTx Z K

/[N

| 9y Artistic Effects Options..

Hinh 14. CA&c hiéu ung my thugt
X6ba cac phan khong can thiét trong hinh

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

Hb tro tly bién Ribbon

-

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

bao gio hét.

PowerPoint Options

General = . .

Customize the Ribbon.
Proofing

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

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

isd Animation Styles » Slides
Quick Access Toolbar &y Bring Forward Font

‘E& Bring to Front Paragraph
Add-Ins i= Bullets 3= Drawing

3 Copy Editing
Trust Center & cut [P insert =

A~ Decrease Font Size [¥] Desian

% Draw Table Transitions

2] Duplicate Selected Slides - [#] 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 =

5 Grous

% Hyperlink... .

= . Customizations: i
A Increase Font Size
&= Layout b v Import/Export ¥ |
L OK ] [ Cancel

Hinh 16. Tly bién Ribbon
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Nang cip SmartArt

SmartArt trong PowerPoint 2007 da tuyét voi thi trong phi€én ban 2010 cang ddc da hon voi
nhom Picture c¢6 rat nhiéu mau dung sang gitp cho viéc minh hoa trong bai thuyét trinh cang dé
dang va tryc quan hon.

SMART ART

Hinh 17. SmartArt

Nhiéu hiéu &ng chuyén slide méi

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

@ H9-0|s PowerPoint 2010a.pptx - Microsoft PowerPoint

m Home Insert Design Transitions Animations Slide Show Review View () @

v Advance Slide

“rn 4

Click to add notes

| Slide8of8 | “1.Trek” | <8 | |[B|es g =2 46% (=) —U (+) @

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

Viéc &p dung céac hiéu tng cho cac d6i tugng trén slide trong PowerPoint 2010 s& nhanh
hon rat nhieu nho céng cu sao chép hiéu ang Animation Painter.
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Design Transitions Animations Slide Show Review View Form
f)m Animation Pane p Start: On Click v Reorder Animatio
47 Trigger ~ ® Duration: 0200 2 | -
Add  creerms | ) -
Animation ~ | % Animation Painter| () Delay: 0000 3
Advanced Animation Timing

|
LOAIBO N?eN CUA HINH

C

Hinh 19. Sao chép hiéu iing véi Animation Painter

Ting tinh di dong cho cac bai thuyét trinh

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

P Media Size and Performance
ot . . .
&af) Save disk space and improve playback performance by compressing your
oL media files. Compression might affect media quality.
Compress e .
Media Medlia files in this presentation are 3.8 ME.
m Brra waie b iranroce saadia performance
| Presentation Quality
Qg;g Save space while maintaining overall
audio and video quality.
Internet Quality

I@.BI.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 presentation.

re that it contains:

CReskFor e e et BUEHET'S NAME

Tssues = Content that people with disabilities are unable to read

Hinh 20. Compress Media

Broadcast bai thuyét trinh
Broadcast bai thuyét trinh truc tiép dén cac khan gia tir xa thong qua dich vu Windows

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

Broadcast Slide Show
e

Share this link with remote viewers and then start the slide show.

http://col-pptbroadeast.officeapps.live.com/PowerPaintBroadcast.aspx?
pptbid=9bclf320-c8d3-418d-832f-f214931e9d55

& Copylink
=1 Sendin Email...

Start Slide Show

o

Flo Edt Vew Favorkes Took Hep

v [e

Tao, qua
khac trén
Lam pho
hinh anh
Chiaséb

s Favorkes | g incrosoft Powerpcin: roadcast

NIUNG BIEM MOI

Tao, quan Iy va lam viéc cong tac véi
nhitng nguai khac trén bai thuyét trinh
l.am phong phu bai thuyét trinh véi cac
doan video, hinh anh va rat nhiéu hiéu ing
maoi

Chia s¢ bai thuy¢l trinh hiéu qua hon

Hinh 21. Broadcast bai thuyét trin

Bién con tré chugt thanh con tré laser

h va xem bai thuyét trinh trén trinh duyét

Khi muén nhin manh nhiing ndi dung dang trinh bay trén slide, chung ta c6 thé bién con

tré chuot thanh con tro laser bang cach g
Slide Show.

itt phim Ctrl va nhap trai chudt trong ché do

2

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

{~ Browsed at a kiosk (Full screen)

 Show slides
e all
 From: | i’ T | i’

£ Cuskom shows

—Show options

[ Loop continuously until 'Esc’
™ show withaut narration

[~ shaw withaut animakion

Pen color:

To show a laser poinker during slide show,
bukton,

[ — |
Laser poinker color: I_ vl

mAdvance slides
£ Manually

o« Using timings, if present

 Mulkiple monitors

Display slide show an:

IPrimary Manitar

=]

[T shiow Presenter Yiew

hold down the Crl key and press the left mouse

o]

Cancel

Hinh 22.

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

Tuy theo phién ban Windows ma ban dang sir dung ma duong dan dén chuong trinh PowerPoint
s& khac nhau déi chut. Trong Windows XP, Windows Vista va Windows 7 thi duong dan truy
cap dén chuong trinh la giong nhau. Céac budc khéi dong nhur sau:

% 1. Tu cira s6 Windows ban chon Start
2. Chon All Programs
3. Chon Microsoft Office
4. Nhap chudt Ién Microsoft Office PowerPoint 2010
®ll & V- Presentationl - Microsoft PowerPoint o B R
Home Insert Design Transitions Animations Slide Show Review  View Developer  Add-Ins  Acrobat & e
=) = . = = = A =0
B 1 _l QEII . Ay E ; = Ift |_|—_‘} D—DI ; Sy
Paste New . B I U 8§ abe AV~ Ay \ - Shapes Arrange - Editing
< Slide= =7 - = - - -2
Clipboard Slides Font Paragraph Drawing
il = x
1
Click to add title
Click to add subtitle
Click to add notes :
Slide 1 of 1 | “Office Theme" | IEEEET ) (3

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

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

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

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

e Chon Save: s€ luu lai cac thay dbdi trudce khi thoat PowerPoint
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e Chon Don’t Save: s& thoat PowerPoint ma khong luu lai cac thay doi
e Chon Cancel: dé hay Iénh thoat PowerPoint

Microsoft PowerPoint

I % Do you w.:jnt to save the changes you made to
Presentation1?

[ Save ] [Dn:ng't Save ] [ Cancel

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

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

Thanh trang thai Khu vuc

) Close
soan thao Maximize/Restore
Quick Access toolbar Title bar  goi 1a slide Minimize
| ! | | I I
Rld9-0 37+ PowePaint 2010.pptx - Micrdsoft PowerPoint ||:) = R
Home Insert Design Transitions Animations Slide Shoy Review View Developer Add-Ins Acrobat © a
= ¥ —EM = loas a7 === = |l ) [Ey
=l = e AA = | [’-J i C ?
Paste New ._ I U 8 abe IV Aa A ;_ Shapes Arrange == Editing
> Slide~ =57 g = > i S %
Clipboard Slides Font aragraph Drawing
Microsoft
POWERPOINT 2010
Click to add notes i
slide1of2 | “Trek | <5 | |[E]ss e = 49% (=0 ® &8

Hinh 25. Cdc thanh phan trén cira s6 PowerPoint

= Thanh tiéu dé (Title bar):Thé hién tén ciia chwong trinh dang chay la PowerPoint va tén
cua bai trinh dién hién hanh. Néu ctra s6 chua toan man hinh thi ta c6 thé dung chudt kéo
Title bar dé di chuyén ctra so.

= Ribbon:Churc nang ctia Ribbon 1a sy Kkét hop cua thanh thuc don va céc thanh cong cuy,
dugc trinh bay trong cac ngan (tab) chira nit va danh séch Iénh.
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= Quick Access Toolbar:Chira cac 1énh tit ctia cic 1énh thong dung nhét. Ban c6 thé thém/
bét cac 1énh theo nhu cau str dung.

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

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

= Nut Close:Péng tmg dung lai. Ban c6 thé nhan duogc thong bao Iuu lai cac thay doi cia
bai trinh dién.

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

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

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

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

Ribbon

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

Ngéan Iénh theo ngilt canh
Cac ngan chira 1énh (Tabs) |

PowerPoint 2010a.pptx _ Microsoft PowerPaint SmartArt Tools || Ficture To... | = B B

® z |
E‘ Home Insert Design Transitions Animations Slide Show Review View Developer Adddns ¥ Design Format Format & @
% &= Layout ~ . - | o o s - Ty =5 |_ &3 shape Fill - 4 Find
- 18 A A 2 } .

Ba -~ ‘E‘ Reset B =]~ - - € & shape Outline = | 3, Replace =
MNew s AV . - - Shapes Arrange Quick
S”d;v 5 Sedtion ~ B ZaaU she 207 Aa - - - Styles = =& Shape Effects ~ L Select -
Clipboard Slides font Paragraph { Drawing Editing
Nhom 1énh M6 hop thoai

Hinh 26. Ngdan Home trén Ribbon

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

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

= Insert; Thuc hién cac 1énh chén, thém cac d6i tuong ma PowerPoint hd trg nhu 1a bang
bi€u, hinh anh, SmartArt, do thi, van ban, doan phim, &m thanh,...

E Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins
m S| ] F -‘ n = 4";.[ = 5 &
e = A = 5 J = = | ¥ les= |
@ [l =+ % LI 4 Q ni - = by Lzl @ ] c 5 W
Table Picture Clip Screenshot Photo Shapes Smartart Chart Text Header WordArt Date Slide  Ohbject | Equation Video Audio
- Art ~ Album = w7 Box & Footer = G Time MNumber b M b
Tables Images lustrations Links Text Symbaols Media

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

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

| El A A A y | B coors - i Background Styles v
a 2 a ﬁﬁu ~| [a]Fonts ~
Fage Slide e mmEEE mmmam mEsm — Hide Background Graphics
Setup Orientation = = —— T DEffeds' o . .

Page Setup Themes Background l

Hinh 28. Ngan Design

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

—
Home Insert Design Transitions % Animations Slide Show Review View Developer Add-Ins & '
=1 =£\ Sound: | [Mo Sound] | Advance Slide
| [ 4,=_|| Al I . ) . )
1 - & Duration: 02.00 - On Mouse Click
: Mone Cut Fade Push Wipe Split Reveal = 3 ;uﬂ-'i.pp\yTD Al D After: 00:00.00 :
Preview Transition to This Slide Timing

Hinh 29. Ngan Transitions

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

ﬂ | Home Insert Design Transitions :.nimati-:unsl/\\) Slide Show Review View Developer Add-Ins | Format

*, S A - Ez\-ﬁ';,’.ﬂi.nimati-:un Fane B Start: | On Click - Reorder Animation
_&) _.;.\.'_\:‘ :.';;r': l ; ‘f f - ! J Trigger ~ & Duration: 0200 5

PI’E‘.;'IE\-\:‘ Tester 2l Grow/Shrink Desaturate | < OSIESS o i.nin?:t?-:un + ¥ Animation Painter | (%) Delay: 0000 : ¥ Move Later

Preview Animation Fl Advanced Animation Timing

Hinh 30. Ngan Animations

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

— |
Home Insert Design Transitions Animations Slide Show L\\) Review View Developer Add-Ins Format
[-}. L] E;r “E?‘_,r > = __ pb Flay Marrations Resolution: Use Current Resolution -
S ; —p E - L)
* = = —= Use Timings E Show On -
Fram From 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 Monitars

Hinh 31. Ngan Slide Show

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

Home Insert Design Transitions Animations Slide Show Ret-'ieu.-'b View Developer Add-Ins

v [ % % = R e TR Y e /

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

Hinh 32. Ngan Review

= View: Chuyén d6i qua lai giita cac ché do hién thi, cho hién thi hodc an thanh thudc, cac
dudng ludi, dieu chinh kich thudc ving soan thdo, chuyén doi gitta cdc ché do mau hién
thi, sdp xep céc ctra so,...
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Home Insert Design Transitions Animations Slide Show Review View, Developer Add-Ins
E@ E =] _U D [ Ruler _‘; & color | 5 arrange a1 % =
|:| iGridlines E Grayscale lﬁ—' % Cascade =
Mormal| 5lide Motes Reading | Slide Handout Motes . Zoom  Fitto o MNew = . Switch Macros
Sorter Page  View Master Master Master | ]| Guides Window |l Black and White | window L= Move 5plit \Windows
Presentation Views Master Views Show ] Zoom Color/Grayscale Window Macros

Hinh 33. Ngan View

» Developer: Ngin nay mic dinh dugc an vi né chi hitu dung cho céc 1ap trinh vién, nhirng
nguoi co hi€u biet vé VBA. D¢ 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 = —L\1
- — o N Mol - —_— e - Cirmmartae
5 = A = AES=EY Frome @)
Visual Macros Macro | Add-Ins  COM M ® EBER & 3%  &lview Code | Document
Basic Security Add-Ins Panel
Code Add-Ins Cantrals Modify

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

Vietkey021 = #g) Snaglt (& Window - D

VAR RS

Menu Commands Custom Toolbars

Hinh 35. Ngan Add-Ins

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

PowerPoint 2010 c6 hai nhém hién thj d6 1a nhém Presentation Views dung trong qué trinh soan
thao va nhom Master Views dung trong qua trinh thiét ké slide, bd cuc ban in va trang chu slide
thich. M&i kiéu hién thi c6 cong 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 B R
| File | Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat @ 9
FEilE e = Waste [ Rule € == B | —
jJ (28 Slide Sorter E Slide Master ! Ruler 7\\ [J ! Color _él = ‘F#jj :\
[Z] Notes Page J Handout Master | [[]] Gridlines = & Grayscale — R =
Normal| . % 2 = £ Zoom Fitto [ Ne . Switch Macros
| 18] Reading View | [E] Notes Master | Guides Window |l Black and White | window 58 Windows ~
Pres: ation Views Master Views Show . Zoom Color/Grayscale Window Macros
= S 2
1
g | == 3
2 | ——em——
prgiasy e
o
eyt ‘
|
3| e I
— !
—e |
Y LE
== 3 «
2 Microsoft |
T
| POWERPOINT 2010 |
‘ v
‘ 5
2
i
| Click to add notes
|
| slide1of3 | Trek | |l = 40% (=0 (+) (3

NormalJ ‘ ‘ |—Slide Show

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

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

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

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

kiéu hién thi mong mudn hodc chon kiéu hién thi truc tiép tir goc dudi bén phai thanh trang thai.
Dud¢i day la cac hinh minh hoa cua céc ki€u hién thi:
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ElH9-0YR0E- PowerPoint 2010a.pptx - Microsoft Powerpoint
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Hed Show
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Hinh 37. Cdc kiéu hién thi

Nhém Master Views

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

e Handout Master: Thiét lap cac thong so cho céc trang in handout nhu chiéu handout,
chieu cua cac slide bo tri trén handout, so slide trén mét trang in, sap xep vi tri cua cac
header, footer, hop hién thi ngay thang va so6 trang trén handout,...

o Notes Master: Thiét lap cac théng s cho cac trang in kém thdng tin ghi chd cua slide
tuong tu nhu handout.
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EId9-0YR_ADEIs PowerPoint 2010a.pptx - Microsoft PowerPoint cE x| |[BHEH9-6FA0ES PowerPoint 2010a.pptx - Microsoft PowerPaint = @ =
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Hinh 38. Slide Master va Handout Master

Slide Show: Ngoai hai nhom hién thi trén, PowerPoint con mot kicu hién thi nita duoc sir dung
khi trinh chiéu bai thuyet trinh goi la Slide Show. Slide Show la ché d9 trinh chicu toan man
hinh, céc slide sé€ lan lugt xuat hién theo thir tur duoc sap sép trong bai thuyét trinh.

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

5. Ty bién thanh Iénh truy cap nhanh

Ban c6 thé thém nhanh cac nat 1énh duoc tich hop san cho QAT béng cach nhép trai chudt vao
nat Customize Quick Access Toolbar (=) trén QAT. Sau d6, ban chon hodc bo chon cac nit 1énh
cho hién hoac an trén QAT.

BIE] a0 d@)
Home Inserk O Customize Quick Access Toolbar
o . V| New
_j o . |:| v | Open %
=3 Lopy
Paste L . Mew || | Save
- # Format Painte Slide * )
Clipboard 3 E-mail |
slides | Outline x Quick Print
a |V | Print Preview
4 Default Section —
V' | Spelling
! v | Undo
57
v | Redo
3 Slide Show From Beginning
= .
N Open Recent File
Mare Commands...
4 Nhitng digm mdi I“_Ighnw Below the Ribbon

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

2. Chon Quick Access Toolbar tir danh sach bén trai

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

% 1. Chon nut Office | Options | Hop thoai PowerPoint Options xuat hién

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

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

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

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

PowerPoint Options @

General

@- Customize the Quick Access Toalbar,
Proofing
Choose commands from: Customize Quick Access Toolbar:

Save [Popular Commands v] [For all documents (default) v

Language

™ Save
Undo k
Redo

Spelling...

e
Advanced A" Increase Font Size
_‘_;!JJ Insert Hyperlink
Customize Ribban ﬂ Insert Picture from File
Quick Access Toolbar H Layout
d Mew
Add-Ins Z] Mew Slide »
|_;}' Open
[#l Open Recent File...
5% Paste
&, Print Preview Add >
6 Quick Print
5 Redo
ﬁ” Regroup
=] Reuse Slides...
lﬂ Save
Save As
L4 send Backward
@1 Sendto Back
g g

Customizations: i
|:| Show Quick Access Toolbar below the —
Ribbon Import/Export ¥ |

Print Preview
Mew
Open

LU 46 S

Trust Center

Hinh 40. Tuy bién QAT

6. Phéng to/ thu nhé cira s6 lam viéc

Ban c6 thé phong to hodc thu nho ving soan théo trong ctra s PowerPoint 2010 bang cach sir
dung thanh Zoom trén thanh trang thai hodc dung hop thoai Zoom. Ban c6 thé phong to hodc thu
nhd ving lam viéc trong khoang tir 10% dén 400%. Ban nén str dung tuy chon Fit Slide to
Current Window dé c6 duoc viing lam viée t6t nhat.
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Zoorm ko
®Fit
(7 400%;
(7 200%;
(7 100%;
(BB
(150%,
(a3

Percent:
70

e

Ao,

[ Ok, l [ Cancel

Mo hop Zoom

@2 = 70% (o)

biéu chinh ving lam viéc vira
van theo ctra s6 hién hanh

Ty 1€ hién hanh
Thu nho Phong to
L) (+)

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

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

7. Thanh thudc ngang va doc

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

Notes Master

ws Master Views

Transitions

Animations
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Hinh 42. Thanh thudc doc va ngang

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

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

Hinh 43. Tuy chon thanh thuoc doc
8. Cac duwong ludi

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

= Céch 1: Nhin t6 hgp phim <Shift+F9>.

= Céach 2: View |nhém Show| chon Gridlines.

= Céach3: Home | nhom Drawing | chon Arrange | chon Align | chon View Gridlines.

Tao, quan l) va lam viéc cong téc véi nhiing nguoi
“khdc trén bai thuyet kel 700 e

Lam phong phu bai thuyet tr mh Vi cdc doan Vldeo,
hlnh anh va rat nhleu hiéu ung moi

Hinh 44. Cac dwong luoi trén slide

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

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

Snap ko
Snap ohjects ko grid

Bit dinh ddi twong vao duong ludi

] snap objects to other objects
arid settings

Bit dinh ddi twong vao dbi tuong khac

Spacing: | 0.5 | o

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

Display grid on screen
Guide settings

[ bisplay drawing guides on screen

Display smart quides when shapes are aligned

[Set as Default] | (o4 | [ Cancel

L Bat/ tit duong tro gitp khi v&

9. Pwong trg giupkhi vé

Hinh 45. Hop thoagi Grid and Guides

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

SMARTART

Hinh 46. Cdc duong tro giup ngang va doc

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

vi tri méi va nha chudt.
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Animations Slide Show Review View
[ Ruler [ :,l A color
[ Gridlines \ _'_l‘ B Grayscale
q Guides D 220 0 | Gl Black and White
Show Zoom Color/Grayscale
Hinh 47. Batl tdit dwong tro gitip khi vé

X6a bt cde dwong tro gilp bang cach dung chugt kéo ching ra khéi dién

tich cua slide.

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

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

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

Home

Automati Light

Insert Design

B L E O

Inverse Gray with Black with Black with Black
Grayscale Grayscale White Fill Grayscale Fill White Fill

Transitions  Animations

Change Selected Object

slide Show

White

Review

View Deve

_

Back Ta
Color View

Close

Hinh 48. Cdc ty chon trong kiéu hién thi Grayscale

Sau khi kiém tra bai thuyét trinh trong cac ché d6 mau sic khéc nhau, ban nhip chudt vao nut
Back To Color View dé man hinh trg vé ché d6 day du mau sic. Cac tiy chon kiéu mau Black
and White hodc Grayscale khong 1am anh huéng dén cac mau sic dang cé trén cac slide ma
chiing chi c6 tac dung khi in ra gidy trong ché 46 Black and White hodc Grayscale.
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BRlAd9-0_AVEI- PowerPoint 2010.pptx - Microsoft PowerPoint = B R
Black And White | Home Insert Design Transitio AnimaNons  Slide Show  Review View Developer Add-Ins Acobat & e
Automatic Grayscale  Light Inverse Gray with Black wit Black with JBlack White Don't Back To
Grayscale Grayscale White Fill Grayscale Fi\ | White Fill Show Color View
Change Selected Object Close
i = X -
1 = %
am E NHUNG DIEM MOT
N % Tao, quanly valam viéc cdng tic v6i nhitng ngudi
TR khdc trénbaithuyét trinh
x Lam phong phi bai thuyét trinh véi cic doan video,
3 e_ hinh anh va rit nhiéu hiéung méi
= % Chia sé bai thuyét trinh hiéu qua hen
4 | m——
5 =}
F—a |
| o
g ] 2
i ‘ Click to add notes
anm 1 - 5
Slide 2 0f 20 | “Trek™ | o | |ﬁ='=' Ed T 49% ._\ U g_.i.';.

Hinh 49. Slide xem trong ché dé Black with White Fill

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

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

RIEA9-6R_AYVE- PowerPoint 2010a.pptx:l - Microsoft PowerPoint. o= x|E- ORVEIs PowerPoint 2010a.pptx:2 osoft PowerPoint o @ %
Home | Insert | Design | Transitic| Animatic| Stide Sh | Review | View | Develop| Add-Ins | Acrobat | & @ Home | Insert | Design | Transitic | Animatic | Slide Sh | Revie Develop | Add-Ins | Acrobat | & @
w2 _ & o P S| = s - gl e
B U S abe B U S abe |
7 Drawing| Editing ¢ = Drawing Editing
a- [ A" A - A - Aa- | A4 - -
Font Font
T LOAI BONEN CUA HINH
Click to add text Click to 2dd text
LW il #
‘ ‘ I 3
CLICK TO ADD TITLE = ’ﬂ U‘ ‘ 24
Slideg ofo | “1Trek” | B | |[@ls= e = 38% (00 (+) snueSow | e | X | |[Else e = 3% (00 (*)

Hinh 50. Xem cung mét bai thuyét trinh trong nhiéu cira sé

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

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

ban c6 thé dung chirc ning sip xép cac cira s dé dé dang hon trong viéc chuyen d6i cira s6, bién
soan, hodc so sanh ndi dung giita cac bai thuyét trinh. C6 hai kiéu sap xép cira s6 nhu sau:
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= Kiéu Arrange All: Vao View | nhdm Window | chon Arrange All. Cac ctra s6 s& dugc
dan ra trén man hinh va khong bi chong 1én nhau.

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

Plld VATE - Bl -0A7 @G5 ro

. . con| [BEdo-0avE-
I 2 o @ BB von et Desg) Tiam 109 EE-0avE- o

@ a = —— (T e R )

L 2 5 a S — S 8 -
= ot : = - H
x = { - =
. =
Ve = .
" j SMART ART SMART ART

2[zc Enhancing =

+ V= .Q ' .“

3| p .

= €2) I )

B @ | = s )

= I (3 @

0§ =4 = o | (1)

= o= o !
7| - :

=

i !7 E Click to add notes Click to add notes :

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

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

13. Chuyén doi qua lai giira cac cira so

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

View Developer Add-Ins Acrobat
r Arrange All
_|—_‘=| E g .:|
iscale _"jCascade =2
Mew Switch Macros
k and White | |nd3» Lty [ Mave Split Windows *
Grayscale Vindow

1 PowerPoint 2010.pptx

v | 2 PowerPoint 20105ample.pptx

Hinh 52. Chuyén déi qua lai giita cdc cira s6

14. St dung trinh trg giup

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

Dé mo trinh tro gitp ciia PowerPoint, ban nhin phim F1 hodc nhip nat Help trong cira s6
chuong trinh PowerPoint.
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I T A i o @ =
&) PowerPoint Help o B =2 ,
M -G @) @ o ﬂ A @ P Eew Developer Add-Ins & G-—Nut Help
E slide Sort D searen @ =] % .
Motes Pag| = 2 v r % g?'
MNormal |, Al Mew Switch Macros
Eﬂeadmgv ~ || Window ‘Windows
Presentation View: Sionsc RonETRaRitn Window | Macros |
= = =il | whats new T ———— Nhap tir khoa cua
4 Defalt sedtion |~ | Gettnghel File management ~| phan muon trg giup
1 Getting started with PowerPoint Working with text E|
ks - = Spelling, grammar, and thesaurus Working with tables =
Working with charts Working with SmartArt graphics
< iy & Working with pictures ‘Working with shapes
; ??_:r:: Working with Wordart Organizing and formatting slides CéC phé.n tro, glﬁp
Using themes Using masters e ,
duoc bo cuc theo cac
5 Using templates ‘Working with animation b h . d'\
Sy ‘ ;:'. Working with sounds ‘Working with movies chu de
— gﬂﬁgg with hyperlinks and action ‘Working with transitions
4
B ﬁ-%‘a Reviewing and adding comments Delivering your presentation
= Distributing your presentation Creating support materials hal
i '“_— Saving and printing Customizing PowerPoint §
& | . Collaboration Accessibility 3 —
7| int Help | @ orfiine >
slide1 ofd | "L = o soz (——(———(+) [
Hinh 53. Cuta s6 phan tro giup ciia PowerPoint
Hinh 54.
Bang 1. Thanh thuc don cua cita so Help
r A r A hid
Nut Tén nut Mo ta
+ = Backand bi tdi va Iui trong cac bai hudng dan ma ban da xem giong nhu
Forward trinh duyét
(x) Stop Dung tadi n¢i dung mudn xem, rat hiru ich khi viéc tai qua cham va

ban mudn hity 1énh tai (théng thudng 1a ndi dung tir Internet).

(% Refresh Tai lai ndi dung tir Internet
o3 Home Tr6 vé danh muc chu dé mic dinh cia trinh trg giup.
& Print In noi dung bai huéng dan hién hanh.

E

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

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

% @

Keep on Top Giit ctra s6 Help ludn nam trén tat ca cac cira so6 khéc.
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15. Héi dap
Cau 1. Hay tuy bién thanh Iénh truy cdp nhanh (QAT)?

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

Tra loi:

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

% Cac budc thuc hién nhu sau:

1. Khéi dong chuong trinh PowerPoint
2. Trén cta s6 chuong trinh ban nhip vao nit Customize Quick Access Toolbar ()
3. Ban tich chon céac nat I1énh sau: New, Open, Save, Print Preview, Undo, Redo.

| =]
IELH")'UJJQ,F% QA.ppix
Home Tnsert ustomize Quick Access Toolbar
| —
2n - V| Mew
Ege . . v | Open
Paste Mew =. v | Save
- F sider T _
Clipboard 1 Slides E-mail
= = x Quick Print
= v | Print Preview
1
Spelling
Héi & dap v | Undo
| v | Redo
S — 5lide Show From Beginning
. TSR e——
Open Recent File
More Commands...
| | Show Below the Ribbon

Hinh 55. Chon cac nat Iénh vao QAT

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

I ]
File Home Insert Design Transitions Animations
| c—

= X Cut ] &= Layout * i -
—{é Copy = Feno .
Paste Add to Quick Access Toolbar
- < Format
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 céac nat Iénh tir Ribbon vao QAT
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5. Thuc hién lai budc 4 dé thém nut Paste vao QAT. Tuy nhién dé thém seperator va nit
Pulish as PDF or XPS thi khong thé thém vao QAT theo cé}c cach trén dugc. Ban hdy
vao File, chon Options. Hop thoai PowerPoint Options xuat hién.

PowerPoint Options @
General @ Customize the Quick Access Toolbar.
Proofing
Choose commands from: (i Customize Quick Access Toolbar: (i
save | Popular Commands b | |For all documents [default) v
Language
Advanced = e save
< Adtion ¥} Undo »
Customize Ribbon 'a- Add Animation 4 U Redo
- 30 Animation Pane ] Mew
Quick Access Toolbar 13 Animation Styles , = Open
Add-ns h Bring Forward ul Frint Preview
'1:2; Ering to Front
Trust Center 1= Bullets v m
53 Copy &
# Cut
A~ Decrease Font Size
lﬁ Draw Table
i) Draw Vertical Text Box
7] Duplicate Selected Slides
=1 E-mail 3
. Customizations: i
|:| Show Quick Access Toolbar below the

[ OK ] [ Cancel

Hinh 57. Hgp thogi PowerPoint Options

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

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

@ Customize the Quick Access Toolba

Choose commands from: (i

File Tab > Choose commands from: Customize Quick Access Toolbar (i
PUFIL”EF Commands r.s |F\Ie Tab b |For all documents [default) '
Commands Mot in the Ribbon =

|4, Print Preview 5 H save
All Commands [ Properties ) Undo »
Macraos |3 Protect Presentation 4 U Redo

L Publish r 1 MNew
---------- & open

@ Quick Print <Separator>
---------- _& Restrict Permission 4 E]
Home Tab v Restricted Access
Insert Tab i save
. . Save As

Hinh 58. Cac Iénh trong File Tab

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

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

Customize Quick Access Toolbar G

For all documents [default] b

!‘ Print Preview

¥} Undo *
5 Redo

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

Publish as PDF or XP5

Hinh 59. Sdp xép cac nit Iénh

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

BIDEZHRAY -6 2@

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

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

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

Hinh 61. Huiy bé céc tly bién trong QAT

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

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

Lénh cla tui % Home Insert Design Transitions Animations Slide Show Review
TN ) F A @ d
N B = |pal ¥ A

o Wl A @ i
Cut Copy Paste —— Mew Picture Shapes Table Text WaordArt Hyperlink Add Transition
Hegg Slide = ~ ~ Box ~ Animation = Scheme =
Cat, dan Binh dang Chén slide, ddi tugng Hiéu ing

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

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

% Cac budc thuc hién nhu sau:

1. Khéi dong chuong trinh PowerPoint

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

Customize the Ribbon: (i
|h.-13ir1 Tabs v|

Main Tabs
[+]Home
[#]Insert

[#] Design

[#] Transitions
[#] Animations
[#] Slide Show
[#] Review
[w] view

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

[#] Grayscale E]
[7] Black And White
Slide Master
Handout Master
Motes Master
Background Removal
Home [Master Views)

[ Mew Ta ﬂewGrnup] [ Rename... ]

Customizatons? [ Reset =
Import/Export = [0

Hinh 63. Ty bién Riboon

3. Nhéin vao nat New Tab, mot Tab méi duoc tao thém trong danh sach Main Tabs ¢
trén. Ban nhap phai chuét Ién Tab vira tao va chon 1énh Rename @é dat tén lai.

Trang 35



Chuwong 1. Gioi thiéu PowerPoint 2010

Main Tabs .
[#*]Home —
=l [+] Mew Tab [Custom]

MNew Group [Custom) Add New Tab
[#]Insert Add Mew Group
[#] Design
[¥] Transitions —
[«] Animations v ShowTa
Slld.E Show Remove
[#] Review . . [Lenh cia tul |
View Move Up Display name: |Lenh cla tui
[#] Developer [ oK l [ Cancel ]

Move Down
[#] &dd-Ins —

Hinh 64. Bat tén lgi cho Tab

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

Rename E]

Symbal:

£O00A ! ©Q HHHR A
DEBESEN A0 9w«

MaTahs av (e FHT2EQT

v| Home % REL TR T

[ [+] Lénh cia tui (Custom) v m @ @?‘ . "EIII a8 wdo
Mew Groun [Custom) @ a %@a B ‘*@]DDD.

[ Insert Add New Tab O0OO0OOCOOO00 = me N

[#] Design F L

[+] Transitior Add Hew Group H0= D = Hi =l LL & }

Animatim Rename = o l.l_] @ ﬁ_] @: o EJ |_§| @3 = ‘ﬁ

[ [#] slide Sha S Al A oo M@[;g] RET: R R

Feview = &R [ . -

[v] View Hide Command Labels PimSTLIBI4VaT =

Develope Display name: |C5t, dan |

[#] Add-Ins Move Up

Merge Move Down I oK l [ Cancel ]

) sl Cranecralag

Hinh 65. Déi tén cho Group
5. Chon lai ngan “Lénh cua tui” va nhp chuot 3 lan nit New Group & bén dudi dé thém

vao 3 nhom Iénh nita. Sau d6 lam theo budc 4 dé lan luot dbi tén 1a “Dinh dang”,
“Chen slide, doi tugng”, “Hiéu ung”.
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Home

=
Cat, dan [Custom)

[#] Insert

Design =

[#] Transitions

[#] Animations

Slide Show

Review

[¥] view v

Main Tabs £

[#]Home
= [#] Lénh cda tui [Custom)
Cat, dan [Custom)
Binh dang [Custom)
Chen slide, ddi tugng [(Custom)
Hiéu g (Custom
[#]Insert
[#] Design
[#] Transitions

[#] Animations hat

Main Tabs A

[ Mew Tab ] [ﬂewGrnp Rename... ]

[ Mew Tab ] [ﬂemeup] [ Rename... ]

Customizations:

Customizations: i

Hinh 66. Chen cac nhom vao Tab mdi

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

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

dung

e Chon ndt Iénh can dua vao “Lénh cua tui”
e Chon nhom Iénh chira nat Iénh dang chon tir khung Customize the Ribbon

bén phai.

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

e Thuc hién lai qui trinh nay dé thém tat ca cac nit Iénh vao cac nhom theo yéu

cau cau hoi.

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

CAU.

Choose commands from: (i

|Popu|arCommands vl

__I L/UPIILdLe JEIELLEd 3uaey
il E-mail
Font I-
A Font Colar 3
Font Size I-
@ Farmat Background...
Farmat Object...

|

From Eeginning

From Current Slide

Group

Hyperlink... —
Increase Fant Size

Layout 3
Macros

Mew

Mew Slide 4
Open

Open Recent File...

Paste b

BEGLL - L>PE

Customize the Ribbon:

| Main Tabs v
= [#] Lénh cda tui [Custom) A
=l Cét, ddn (Custom) ]
# Cut
53 Copy
[ Paste

[= Binh dang (Custom)
A" Increase Font Size

-

A Decrease Font Size B

' A Font Color ¥ E]
<4 Format Background E]
= Bullets v

_—

Cheén slide, ddi tugng (Custom)
Hiéu tmg (Custom)
[#]Insert
# [#] Decion b

[ Mew Tab ] [ﬂewGroup] ’ Rename... ]

Customizations: i
Import/Export ™ |0

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

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

nay lén trudc ngan Home.
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8. Theo yéu cau cua cAu h(")i’th‘l nhom Iénh “Dinh dang” khéng c6 céc nhan bén dudi cac
nat 1énh. Do vay, ban nhap phai chudt 1én nhdm Iénh nay roi chon Hide Command
Labels.

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

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

= Binh dang [Cu "

A Increat Add Mew Tab
A Decrez Add Mew Group

‘= Bullets

A Fontd Rename
Ji| Forma Remove
# Forma _

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

Hinh 68. An nhan bén duwdi nit Iénh

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

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

% Cac budc thuc hién nhu sau:

1. Vao may tinh céng ty, khdi dong PowerPoint 2010.
2. Vao File, chon Options, hop thoai PowerPoint Options xuat hién
3

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

Customizations: i
Import/Export ™ |G

Import customization file

Export all customizations l}_j

Hinh 69. Lénh Inport/Export

4. Hop thoai File Save xuét hién
e Tim noi luu tap tin tai Save in
e Dat tén tap tin tai File name
e Save as type dé mic dinh la Exported Office Ul file (*.exportedUl)
e Nhén nit Save d luu.
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File Save
Save in: = My Documents b4 ) |_2] X Chi B8~
& L
s My Recent PowerPoint Customizations, exportedUl
Documents | =) my yirkual Machines
@ Desktop I5) Downloads
S — @My Music
=My Snaglt
I oscuments gﬁ':fsgoft
j qumputer My Daka Sources
PO, | visual Studio 2008
v PI:cei war |C)Snaglt Catalog
|;£]|My Pickures
) OneMate Motebaooks
@Setup Factory 8.0
)My Recordings
)My eBooks
|5 ¥isual Studio 2005
@SQL Server Management Studio Express
IEMV Videos
|C) Camtasia Studio
File name: |PowerPoint Cuskamizations| W |
Save as bype: |Exported Office UL file {*, exportedul)| File name -3 |
o
Hinh 70. Luu tdp tin Ul
z A - \ A 5 - 5 z . \ r p A
5. Chép tap tin vira xuat ra, mo PowerPoint 2010 ¢ may tai nha. Sau do, ban vao hop

thoai PowerPoint Options rdi chon ndt 1énh Import/Export trong khung Customize

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

Nhan nit OK déng hop thoai PowerPoint Options.

Cau 4. Cho biét cdch thay déi mét sé tQy chinh trong chwong trinh PowerPoint?

e Thay dbi tdng mau (Color scheme) cua chuong trinh.

o Tit

tinh nang kiém tra chinh ta cia vian ban.

e Diéu chinh Recent Presentations lai con 10.

Tra loi:

% Cac buéc thyuc hién nhu sau:

1
2.
3

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

Ribbon. Ban chon tiép 1énh Import customization file. Trong hop thoai File Open:

Chon nhdm General, tai User Interface options, tai hop Color scheme ban chon lai

tong mau cho chuong trinh.
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Chuwong 1. Gioi thiéu PowerPoint 2010

User Interface options

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

Silver

Personalize your of Blatk  rosoft Office

User name: |Thanh Phong

Initials: TP

Color scheme: Silver@
ScreenTip style: Blue sdre descriptions in ScreenTips

W

Hinh 71. Chon Color scheme

spelling as you type.

When correcting spelling in PowerPoint

|:| Check spelling as you tyﬁz

|:| Use contextual spelling

Hinh 72. Bty chon kiém tra chinh td

Recent Documents thanh 10.

Display

4

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

Show vertical ruler
|:| Disable hardware graphics acceleration

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

Hinh 73. Tuy chon Recent Documents

6. Nhin OK hoan tét.

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

5. Vao nhém Advanced, nhém Display va diéu chinh tai hop Show this number of
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Chuwong 1. Gioi thiéu PowerPoint 2010
Cau 5. Lam sao @n hodgc hién cac thong bao trén thanh trang thai?
Tra loi:

Nhép phai chudt 1én thanh trang thai, tir 6 chon hodc bé chon cac thdng tin cho thanh trang thai.

Customize Status Bar
v | View Indicator Slide 1 of 4
v | Theme "Adjacenay”
v | Mumber of Authors Editing
v | Spell Check Errars
v | Language
Hoi & déap 7 =
p v | Information Management Policy Off
Microsoft PowerPoint 2010 v | Permissions off
v | Upload Status
v | Document Updates Available Mo
v | View Shortouts
v | Zoom 50%
v | Zoom Slider
Zoom to Fit
(- —— A
| | [ IEEEEECE ) (3
S—~

Hinh 74. Cac tuy chon cho thanh trang thadi

@..ortttaiians @
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Chwong 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 cudng d6 an toan cho PowerPoint véi tinh nang File Block Settings
5. Céc thao téc vai slide
6. Mo va dong bai thuyét trinh

7. Hoidap
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Chirong 2. Tao bai thuyét trinh co ban

C hwong nay trinh bay cach tao mot bai thuyét trinh méi dya vao cac mau thiét ké sin cua
PowerPoint ciing nhu tir cA&¢ mau dinh dang do ngudi dung thiét ké. Ngoai ra, chuong nay
cling trinh bay mot s thao tac co ban doi véi bai thuyét trinh nhu luu trit, chon dinh dang tap tin
va thiét 1ap mat ma dé bao vé bai thuyét trinh.

1. Tao bai thuyét trinh

PowerPoint cung cip nhiéu cach thirc dé tao mot bai thuyét trinh méi. Chlng ta s& lan luot xem
qua cac cach nay.

Tao bai thuyét trinh réng

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

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

-

1. Vao ngan File

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

4. Nhéan n(t Create dé tao moi.

Phim tat:
& Dung t6 hop phim tat <Ctrl+N> @é tgo nhanh bai thuyét trinh réng
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Chirong 2. Tao bai thuyét trinh co ban

®l VE Presentation2 - Microsoft PowerPaint = B R
Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat e
|l save i )
Available Templates and Themes Blank presentation
B save As
l_‘? Open ﬁ Home
[ Close 3

Info * 1’
LD e

Recent Blank Recent Sample

B presentation templates templates
Frint /
As) C@ .

Share Themes  Mytemplates  New from j
existing

Help Office.com Templates > Create
[ Addns -
] Options

[ Exit _ _ lﬁ

Agendas Award Calendars
certificates

o - w ‘

Hinh 75. Hop thogi New Presentation

Tao bai thuyét trinh tir mau cé san

PowerPoint Template 1a ca&c mau dinh dang da duoc thiét ké sin (template) kém theo trong bo
Office hoac do chlng ta tai tir Internet. Template c6 thé chaa céc layout, theme color, theme font,
theme effect, cac kiéu nén cua slide va c6 thé chira ca cac noi dung mau. PowerPoint cung cap rat
nhiéu template va duoc thiét ké véi nhiéu cha dé khac nhau (Business, Education, Finance,

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

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

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

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

%

Vao ngan File

1

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

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

5. Nhan nat Create dé tao mai bai thuyét trinh
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I save
R Save As
5 open

[ Close

Print

Share

Help

[z3 Addns -
[2] Options
Exit

M Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat 0

Available Templates and Themes

& {3 Home » Sample templates

Info
Recent

Classic Photo Album

Five Rules

PowerPoint 2010a.pptx - Microsoft PowerPoint o B R

Contemporary Photo Album

Contemporary Photo Album

Create

Contemporary Photo
Album

Introducing PowerPoint

Hinh 76. Mgt s6 Sample templates

Dung cac miu tir trang web office.com

Trang web office.com cap nhat thuong xuyén cac mau thiét ké mai va dep, do vay ban co thé tao
bai thuyét trinh mai sir dung mau tir ngudn ndy. Cac bude thuc hién:

Vao ngan File

-

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

3. Di chuyén dén Office.com templates. Tai day, cac mau dwgc nhdm lai theo noi

dung cua chung.

4. Vi du chon nh@m la Presentations, chon tiép phan Igai mau la Business va doi
trong gidy lat dé PowerPoint cap nhat danh sach cac mau tur Internet.

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

cura s.

6. Néu dong y véi mau dang xem thi nhan nit Download dé tai vé va tao bai thuyét
trinh mai theo mau nay.
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REH9-63 TS PowerPoint 2010a.pptx - Microsoft PowerPoint = [E =2
.HH Hame Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat @ 0
H Save } ) .
2 Available Templates and Themes Project status report presentation
Save As

Download size: 1385KB

5 Open * fif Home » Presentations b Business Rating: Y7 20905% (0Votes)
0 Office.com Templates
[ Close B = atus Report
-
Info
Recent
m “
Print
Pitchbook Project status report
Share presentation i
Help D
AddIns Download
£ options ol
@ oo I e
Sales training Financial performance
presentation presentation -

Hinh 77. Chon mdu tir trang office.com

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

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

1. Vao ngan File

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

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

ctra 0.
5. Néu dong y v6i mau dang xem thi nhan nit OK dé tao bai thuyét trinh méi theo
mau nay.
New Presentation [2|

Personal Templates |

10 calendar. pot El | | El
4| Cause and effect diagram.pot o
| Food pyramid presentation,pat Preview
@Lightning strike image slide. pot
@Six-month timeline. pat
2wtk 1 2MailMergell. pot

@World in hand design template, pot

[ Ok ] [ Cancel

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

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

thuc hién nhu sau:

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

v @-a XE-

v|

% 1. Vao ngan File
2.
3. Chon New from Existing
4. Hay tim dén noi chtra tap tin trinh dién mau va chon no.
5. Nhan nat CreateNew d¢ tao mai bai trinh dien dya trén tap tin c6 san.
New from Existing Presentation
Lookin: | () Books 2010
5 My Recent ICMultimedia
Documents uﬂMy’Tamplates
(& Desktop <] FowerPaint 2010, pptx
= ink 20104, pptx
oM = Fo £ 20105ample, pptx
uDDcuments Ill:i]li’nwsr nlnt_.px -
:é Elgmputer Type: Microsoft Office PowerPoint Presentation
Size: 17.3 MEB
‘3 Iy Metwork DI.:EE Modified: 12/19/2009 5:51 AM
Places
File: name: |
Files of bype: |AI\ PowerPaint Presentations (*, ppt;* . pps;*. pob;* . ppbe;®  ppbm; * . ppsx;*, ppsm; . pot; *  potm;* . hkn v|

[ Create MNew -] [ Cancel

Hinh 79. Tao bai thuyét trinh tir mgt bai c6 san

Tao nhanh c&c slide thuyét trinh tir tap tin dan bai

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

Vao ngan File

%

1.

2. Chon lénh Open, hop thoai Open xuat hién

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

Chon tap tin Outline mong mudn va chon Open dé mé
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Open RIX
Look in: 1) Books 2010 v @@ XoiE-
5, Wy Recent Mame Size  Type Date Modified
Dacuments || ooy imedia File Folder 1/1/2010 11:07 &AM
@ Desktop )My Templates File Folder 1/6/2010 1:46 PM
lii%’lau.docx 33KB  Microsoft Office Wo..,  1/6/2010 8:52 AM
.D I\Dq;cuments o] [PowerPointOutline, rkF 33KB  Rich Text Format 1/6j2010 2:09 PM

9.
Computer

¥ PowerPaint2010, do

133 KB Microsoft OFfice Wa..,

¥ PowerPaint2010_T¢| Type: Rich Text Format

lﬁi]what nigws docx

Date Modified: 1/5/2010 2:09 PM

jcrosoft OFfice tWa...
jcrosoft OFfice WWa...

1/7/2010 3:57 AM
1/6/2010 7:44 AM
12/18/2009 10:14 AM

< 3 Iy Metwark,
~ Places

Size: 32,4 KB

|ZBackup Falder

1/7/2010 3:57 AM

File name:

Files of tyDE: | o)l Cutlines (%, bxk;® ity doc* wpd;* wps; . dacx; * dacm)

e ) (o ]

Hinh 80. Tao nhanh bai thuyét trinh tir tdp tin outline

Cadu trac Outline:

Outline 14 tdp tin chi chita véin ban, cac slide cach nhau bang mét ky hiéu
xuéng dong (Enter). Trén méi slide, twa dé slide viét binh thirong va cac ngi
dung trén slide thi phdi Tab thuz ddu dong.

2. Lwu bai thuyét trinh

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

Luwu bai thuyét trinh lan dau tién

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

-

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

Nhap tén tap tin bai thuyét trinh tai hop File name. Vi du ban dat tén tap tin la
PowerPoint 2010. (Tap tin nay sé dugc dung dé thuc hanh trong cac vi du sau nay
cua tai liéu).

Chon loai dinh dang tap tin tai Save as type. Vi du ban chon kiéu tap tin 1a
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PowerPoint Presentation (*.pptx).

kiéu dinh dang duing cho PowerPoint 2007 va 2010.

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

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

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

thuyét trinh tao trén PowerPoint 2010. Tuy nhién,

cac hiéu ang va cac kiéu

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

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

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

Hinh 81. Hop thoai Save As

Qui dinh vé dat tén tdp tin:

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

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

Lwu bai thuyét trinh cac lan sau

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

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

e Nhin t6 hop phim tat <Ctrl+S>

mubn Twu bai thuyét trinh
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ﬂinme Insert

Save As

L_% Open

Lj Close

F=

Recent

Design

A

&= "3 ;II

Protect
Presentation ~

Tran

Information

Hinh 82. Luu bai thuyét trinh

Thém nat Ignh vao QAT:
Dé thém mit Save vao thanh Quick Access Toolbar ban nhdp tréi chugt vao

nut Customize Quick Access Toolbar (™) va chen nit Save.

Luu bai thuyét trinh ¢ cac dinh dang khac

Khi Iuu bai thuyét trinh, ban c6 thé chon cac kiéu dinh dang tap tin tir hop Save as type trong hop
thoai Save As. PowerPoint cung cip rat nhiéu kiéu dinh dang cho ban lya chon tir viéc luu bai
thuyét trinh sang dinh dang hinh anh nhu JPEGs (.jpg), Portable Document Format (.pdf), trang
web (.html), Open Document Presentation (.odp — phan phém bién soan bai thuyét trinh trong bo

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

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

%

ok~ Wb PF

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

Vao ngan File

Chon Iénh Save As, hop Save As xuat hién

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

Nhan nat Save dé thuc hién Iénh.

File name:

Save as bype:

|P0werPoint 2010.pptx L
FDF (*,pdf) [v
PowerPoint Presentation (% pptx) A
PowerPaoint Macro-Enabled Presentation (*.pptm}
PowerPoint 97-2003 Presentation (%, ppk
¥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

XpS

.potx
.potm
.pot

thmx

.Pps, .ppsx

.ppsm
.ppt
.ppam

.ppa

.mht, .mhtml

.htm, .html

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

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

Nhu trén nhung cé cho phép lvu ma Macro va VBA

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

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

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

Tap tin mau dinh dang (template) ctia PowerPoint
2007

Nhu trén nhung c6 thé luu md Macro va VBA

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

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

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

Giéng nhu trén nhung c6 thé lru ma Macro va VBA

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

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

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

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

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

xml

Windows Media Video wmv

GIF (Graphics
Interchange Format)
JPEG (Joint

Photographic Experts
Group) File Format

PNG (Portable
Network Graphics)
Format

TIFF (Tagged Image
File Format)

Device Independent
Bitmap

Windows Metafile

Enhanced Windows
Metafile

Outline/RTF

PowerPoint Picture
Presentation

OpenDocument
Presentation

gif

Jng

-png

tif
.bmp

wmf

.emf

rtf

.pptx

.odp

Luu tép tin dudi dinh dang XML

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

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

Hinh dong, gié1 han trong 256 mau

Hinh tinh, chat luong tot cho web

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

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

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

Phién ban cai tién cia WMF.

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

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

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

PowerPoint 2010 khdng hé trg’ cac dinh dang sau:

g e Dinh dang tir PowerPoint 95 tré vé trudc.

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

Hinh danh SmartArt Chuyén thanh hinh khong cho phép hiéu chinh

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

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

Céc kiéu d6 bong Céc kieu bong mém (soft shadows) s& chuyén
thanh cac kiéu do6 bong don gian (hard
shadows)

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

Céc hinh v& (shape), hinh anh (picture), d6i Chuyén thanh hinh khéng hiéu chinh dugc
tuong (objects), hiéu ing hoat hinh, cac hiéu trong cac phién ban trudc
ung mai
* Hi¢u ung 2-D hodc 3-D cho van ban
= Gradient cho cac hinh v& hoac van
ban
» Gach ngang chit bang nét don hoic
kép
» T6 nén bang gradient, picture, va
texture cho van ban
» DS bonghigu tmg tuong phan, hau
hét cac hi¢u tng 3-D

Chuyén bai thuyét trinh sang dinh dang video

Phan nay chlng ta sé& thuc hién viéc luu bai thuyét trinh sang dinh dang video nham gitp dé dang
hon trong viéc gidi thiéu dén khan gia va chia s& tai liéu. PowerPoint cho phép chuyén bai thuyét
trinh sang mot sé dinh dang video thdng dung nhu Windows Media Video (.wmv) va chung ta co
thé ding cc cong cu xir 1y phim dé chuyén doi sang cac dinh dang video khac nhu .avi, .mov,...

Mot diém rat hay khi chuyén bai thuyét trinh sang dinh dang video Ia tat ca cac hiéu tng, hoat
canh, 4m thanh hay phim nhung trong bai déu dugc tu dong chuyén theo ké ca viéc ghi am 16ng
tiéng va st dung con tro laser trong bai thuyét trinh.

Trang 53



Churong 2. Tao bai thuyét trinh co ban

H Save i
B Share Create a Video
Bl save As
@ﬂ Send Using E-mail C.rr:a.tr:afullfficle!it}“.'icln.’:o from thi: presentation that can be
Lj Cpen distributed by using a disc, the Web, or e-mail.
B Close o Save to SkyDrive Incorporates all recorded timings, narrations, and laser

pointer gestures
Inf Save to SharePaint Includes all slides not hidden in the slide show
nro L i

Preserves animations, transitions, and media
5@  PBroadcast Slide Show

B ChangeFile Type
Sl
=t Create PDF/XPS Document E‘ Computer & HD Displays

Hel For viewing on a computer menitor, projecter, or hi.
P m Create a Video % .
Vg, Don't Use Recorded Timings and Marrations
Add-Ins ~ @4 Package Presentation for CD Mo timings or narrations have been recorded
|3 options Seconds to spend on each slider | 05.00 3
ER  Create Handouts
£ Eat
leg!
Create
Video

@ 5 4 VEI PowerPoint 2010.pptx - Microsoft PowerPoint o B R

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

Recent L . . .
The time it takes to create a video varies depending on the
IFl  Publish Slides length and complexity of the presentation. You can continue to
g plexity p
MNew use PowerPoint while the video is being created.
. File Types e Get help burning your slide show video to DVD or
Print uploading it to the Web

,.;'fa. Don't Use Recorded Timings and Marrations

li‘ Computer & HD Displays

For viewing on a computer monitor, projector, or hi

No timings or narrations have been recorded

(v H
Computer & HD Displays \@

T Don't Use Recorded Timings and Marrations
b Mo timings or narrations have been recorded
E Faor viewing on a computer monitor, projectar, or high definition display (Large — 960 x 720}
Internet & DVD < Yy
E For uploading to the Web and burning to standard DVD (Medium — 640 x 450} y 2o

Portable Devices @ Record Timings and Marrations

Microsoft Zune video quality; Small text may be difficult to read [Small — 320 x 240} @ Preview Timings and Narrations

Hinh 84. Chuyén bai thuyét trinh sang dinh dang video

Cac budc thuc hién nhu sau:

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

Tai nhom File Types, chon Create a Video

A A

chon cho ban:

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

Computer & HD Displays: Dé tao video véi chat lwong hinh anh cao nhat
va tap tin s& c6 dung luong 1on nhat. Kiéu két xuat nay c6 thé dung dé phat
trén man hinh may tinh, may chiéu hoic cac thiét bi hién thi co d6 phan
giai cao.

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

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

e Don't Use Recorded Timings and Narrations: Néu ban khong muén 1ong
tiéng va ghi lai cac hoat dong cua con tro laser thi chon tuy chon nay.

e Use Recorded Timings and Narrations: Chi cho phép chon khi ban da
hoan tat viéc long tiéng va cac hoat dong cua con tro laser trong bai thuyét
trinh. Ban chon tuy chon nay néu muon video két xuat c6 long tieng va cac
hoat dong cua con tro laser.

7. Nhap nit Create Video, hop thoai Save As xuét hién

8. Dit tén tap tin, chon noi luu trir va nhan nat Save dé bat dau chuyén doi.

Thay doi thoi gian chuyén slide:

é Thoi gian chuyén slide méc dinh la 5 gidy. Thay déi gia tri mdc dinh nay hdy
diéu chinh tai Seconds to spend on each slide trong cira s6 Create a Video.

© Wwindows Media Player

- -
\ il 4 Now Plng Library

SMART ART

00:13/01:52 | « i | L DR
-

Hinh 85. Xem bai thuyét trinh trong Windows Media Player

Chuyén PowerPoint sang dinh dang PDF va XPS

D6i khi ching ta mudn cb dinh cac dinh dang trong tap tin khi chia s&, in 4n phat cho khan gia thi
chiing ta nén luu PowerPoint sang dinh dang PDF hoac XPS. Bo Microsoft Office 2010 tich hop
san cong cu chuyén doi sang dinh dang PDF or XPS rat dé dang va nhanh chong.

v Portable Document Format (PDF) 14 dinh dang dit liéu ding dé chiasé phd bién nhét hién
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nay. Pinh dang PDF dam bao v& dinh dang cua t4p tin khong bi thay d6i khi xem hodc in
an va kha kho khan khi muon thay d6i dir liéu ma né luu trit.Dinh dang PDF ciing rat hiru
ich cho céc tai li¢u xuat ban thuong mai khi mang di in an.

XML Paper Specification (XPS) ciing la dinh dang tap tin c6 chirc nang tuong tu PDF
nhung do Microsoft xay dung.

® & V& | PowerPoint 2010.pptx - Microsoft PowerPoint o = 2
@Iome 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 presentation in a fixed format.
[ Open Document locks the same on most computers
3 Close 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
E@ Broadcast Slide Show
Recent - ! ;
IFl  Publish Slides =
MNew Create a
- PDF/XPS
File Types
Print
Change File Type
n
@PDF{XPS Document J
e &) CreateaVideo
@ Adans - &%  Package Presentation for CD
=] Options
ER  Create Handouts /
B9 Esit g
ot -

Hinh 86. Chuyén bai thuyét trinh sang PDF/XPS

Céc bude chuyén PowerPoint sang dinh dang PDF hoic XPS:

%

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

Chonlénh Share

Tai nhom File Types chon Create PDF/XPS Document

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

© o~ w DR

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

e Tai Optimize for co6 hai lya chon:

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

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

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

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

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

Tai Include non-printing information:

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

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

PDF options: tiy chon vé tinh twong thich véi tiéu chuan ISO va qui dinh

cach chuyén vin ban thanh dang chir bipmap (lam tang kich thudce tap tin)
néu cac font khong thé nhung vao tap tin PDF duoc.

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

Options '? E|
Range
@il O Current slids
Publish as PDF or, XPS
Save in: |5) PowerPoint 2010 O Slid=(s)
) I‘[\)ﬂy Racantt | Z)Backup Publish options
ocuments Mulkirnedi
DDHukimeda Publish what:
@ Desktop ([CIMyTemplates
Slides hd [
= My
S pacuments ] Frame slides %
My N H
8 O ter [[] Inchude hidden slides
< My Netwaork [ tnclude comments and ink markup
Places
Include non-printing information
Document properties
Document struckure tags for accessibility
PDF apkions
| 1150 19005-1 compliant (FDFi&)
File name: i
- PoserFoint 2010 Bitmap kext when fonts may not be embedded
Save astype! | ppop {*.pdf)
open file after publishing * Ok l ’ Canicel
Optimize for:  (8) Standard (publishing online and printing) —_—
) Minimurn size {publishing online) "

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

Tuy chon luwu trir

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

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

Thay doi dinh dgng tap tin mdc dinh
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% Vao ngan File

1.

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

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

Tai Save files in this format ban chon kiéu dinh dang mic dinh tir hop X6 xuéng

ké bén.

5. Nhian OK hoan tat viéc thiét lap. Ké tir thoi diém nay cac tap tin méi tao khi duoc

Iwu s& mac dinh chon kiéu dinh dang tap tin nay.

PowerPoint Options

General ~ .
Customize how documents are saved.
- N
( Save ) Save presentations
- /
Language Save files in this format: |P0werP0int Presentation R

sdvanced Save AutoRecover information every minutes

Keep the last Auto Recovered file if I close without saving

Customize Ribbon

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

Quick Access Toalbar Default file location: [D:\Phong)Gizo Trinh\PowerPaint 2010

Add-Ins
Offline editing options for document management server files

Trust Center
Save checked-out files to:

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
() Embed only the characters used in the presentation (best for reducing file size
@ Embed all characters {best for editing by other people}

QK

] [ Cancel

Hinh 88. Tuy chon luu trie

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

% Vao ngan File

1.

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

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

khoang thoi gian ma PowerPoint sé thuc hién Ié€nh Iuu trit.
5. Nhin OK hoan tét viéc thiét lap.
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Thiét 1gp thu muc luu triv méc dinh

%

o > w e

Vao ngan File

Chon Options, hop thoai PowerPoint Options xuat hién

Chon Save tir danh muc bén trai cira s6

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

Nhting font kém theo bai thuyét trinh

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

%

1.
2.
3.
4.

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

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

Nhan OK hoan tat viéc thiét lap.

3. B4o vé bai thuyét trinh bang mat ma

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

Thiét 1ap mat ma bao vé

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

%

o o~ wbd P

Mo tap tin mudn d3t mat ma trén man hinh PowerPoint
Vao ngan File
Chon Save As, hop thoai Save As xuat hién
bat tén tap tin tai hop File name
Vao Tools va chon General Options. .. hop thoai General Options xuat hién
Thiét 1ap mat ma:
e Néu mudn nguoi dung phai khai b4o mat ma khi mé tap tin thi ban hay
datmat ma vao hop Password for open

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

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

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

Save i | |5) PowerPaint 2010

B My Recent I)Backup

Docurents | == Multimedia
@ Desktop @MyTemplates

II‘!ﬂO|:enSam|JI|30utIine.|3|3t><

5 E"'V ; k| PowerPoint 2010, ppt
OELments II\_ﬂjPou\JerPoint 20103ample. pptx
My
'3 Compuker

‘a My Metwark
Flaces

X Delete
Rename
Print

Map Metwoark Drive,.

Properties
L PowerPaint 2010,pptx e |
G I Options..
S N Leneral Uptions PowerPoint Presentation {*.ppks) v |
Compress PIctures..,
T

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

General Options

General COptions |

File encryprion settings for this document

Password to open; | |

File sharing sektings Far this document

Password to modify; | |

Privacy options Néu chon s€ loai bo cac

[ ]rRemove automatically created personal information from this file on save thong tin cd nhan cia

Macro security nguoi dung trong tap tin.

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

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

vOo1 ma Macro va VBA

[ ok | [ iZancel

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

Reenter password bo open:

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

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

[ Ok ] [ Cancel

Hinh 91. Hop thogi xac nhan mdt ma

Thiét lap Macro Security:

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

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

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

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

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

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

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

Trust Center @

Trusted Publishers

Macro Settings

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

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

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

™~ .
< Macra Settings ’> Developer Macro Settings
I~
Protected Wiew |:| Trust access to the VBA project abject madel
Message Bar

File Block Settings

Privacy Options

[ CK ] [ Cancel

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

%

Mo tap tin mudn dit mat mi trén man hinh PowerPoint

Vao ngan File

Chon Info, chon Protect Presentation

Chon Encrypt with Password

Hop thoai Encrypt Document xuét hién yéu cau ban nhap mat ma vao
Nhan OK va x&c nhan lai mat ma vira nhap

Nhan OK lan nira

Nhan Save dé Iuu cac thiét 1ap vira thuc hién

© N o ok~ 0D P

)

@) Permissions
ta? Anyone can open, cepy, and change any part of this presentation,
Protect

Preszentation

Let readers know the presentation is

final and make it read-only. Encrypt Document [-2'@'

L[j 7] Encrypt with Password e that it contains: eyt et o tas e
_ii[? Require a password to open this author's name
presentation. Password:

disabilities are unable to read |

Restrict Permission by People
}1 - 4 P Caution: If you lose or forget the password, it cannot be

L& Grant people access while removing g recovered. It is advisable to keep a list of passwords and
their ability to edit, copy, or print. their corresponding document names in a safe place,
- . (Remember that passwords are case-sensitive.)
&  Add a Digital Signature

_R Ensure the integrity of the presentation en file, Most autosaved versions are [
by adding an invisible digital signature.

Ok, l ’ Cancel

Hinh 93. Bado vé bai thuyét trinh véi Protect Presentation

G& bé mat ma khéi bai thuyét trinh

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

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

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

2. Sau khi bai thuyét trinh dugc mo trong cira s6 PowerPoint, vao ngan File
Chon Save As, hop thoai Save As xuat hién.
4. Vao Tools chon General Options..., hop thoai General Options xuat hién
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5. Xéa bo di cac mat ma dang co6 trong Password to open va Password to modify
6. Nhin OK dé dong hop General Options
7. Nhin nat Save va xac nhan ghi d¢ 1én tap tin dang co.

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

Mo tap tin mudn x6a bo mat ma bao vé
% Sau khi bai thuyét trinh dwoc mo trong cira s6 PowerPoint, vao File
Chon Info, chon Protect Presentation
Chon Encrypt with Password
Xo0a bo mat ma dang c6 trong hop thoai Encrypt Document
Nhan OK dé déng hop thoai Encrypt Document

N o g s~ e

Nhan Save dé Iuu cac thiét 1ap vira thuc hién

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

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

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

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

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

Trust Center. @@

Trusted Publishers File Block Settings

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

Message Bar Graphic Filters

File Block Settings Office Open XML Converters for PowerPoint

Privacy Options

Trusted Documents opens it in Protected View, By selecting Save, PowerPoint prevents saving in this file type.
) ) 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 O
PowerPaoint 97-2003 Presentations, Shows, Templates and Add-in Files .} O
Macro Settings . .
Weh Pages |:| |:|
Protected View Outline Files O 0
Legacy Converters for PowerPaint |:|
|
O O

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

Restore Defaults

[ OK I [ Cancel ]

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

%

o > w e

Vao ngan File

Chon Options, hop thoai PowerPointOptions xuat hién

Chon Trust Center va nhan nit Trust Center Settings

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

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

Nhap OK dé dong hop thoai Trust Center

Nhan OK lan nita dé dong hop thoai PowerPointOptions

5. Cac thao tac voi slide

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

1

2™ A VEl- Presentationd - Micrasoft PowerPoint = B R
E Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat & @
'—"_‘1 J [ Layout = e - I Lr‘j‘ (=] @4 Find
B Reset : | — = i 3, Replacs +
Faste 5|‘I§:v S Section ~ B 7 U 8§ de - Aa E= e L3 select -
Clipboard Slides Fant Drawing Editing
il = X

! Céc placeholder |

A Click to add title
] v .
, Ngén Slides
S ! Clicktoadd subtite | INpeeeaa
Click to add notes
Slidel of 1 | "Office Theme™ | <% | |[B] &8 g = 40m (——L) 1)

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

C6 nhiéu kiéu bd tri cac placeholder trén slide ma PowerPoint xay dyng sin duoc goi la cac
layout. Tuy theo ndi dung can xay dung cho slide ma ta chon kiéu layout phii hop.
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=
< =| Layout <laa - At 7| ®= =

e Lnenre

Title Slide Title and Content Section Header

Two Content Comparison Title Only

Blank Content with Picture with
Caption Caption

Hinh 96. CA&c kiéu layout cia slide

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

Cheén slide méi

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

1. Chon ngan Slides trong ché d6 Normal Viewva nhap chudt vao duéi slide dau
tién do Powe‘rPoint ty tao ra khi ban tao pai thuyét trinh mai. Khi d6, ban s€ thay
mot duong nam ngang nhap nhay cho biét do la vi tri ma slide méi sé duoc chén
Vao.

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

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

Trang 65



Chirong 2. Tao bai thuyét trinh co ban

—

File Haome Insert Design Transitions A
| — ]
"—“"J & l B=| Layout .
EE] =) Reset
Paste || Mew | , ) B 7 U § abe &
- # Slide = | ‘5 3ection ~
Clipboard Office Theme
l =
1 e ; .
| L .
Title Slide Title and cﬂr@w[%jd

Hinh 97. Chénslide
Sao chép slide

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

% 1. Trong ché d6 Normal View, chon céc slide trong ngan Slides mudn sao chép
2. Nhip phai chuét 1én mot trong sé cac slide dang chon dé mé thue don ngit canh

3. Chon Duplicate Slide tir danh sach Iénh

Cut

Copy

Paste Options:
5 22 d A

Mew Slide

Duplicate Slide %
Delete Slide
Add Section

[
il U e ll;

171 Publish Slides
Hinh 98. Nhan bdn slide

Chen nhiéu slide:

é/ e Néu céc slide chon Ia lién tuc: nhdp chugt chon slide ddu tién roi gid
phim Shift va nhap chuét vao slide cuai cung.

Néu céc slide chon Ia khang lién tuc: nhdp chugt chon slide dau tién va
gizr phim Ctrl trong khi nhap chugt chon cac slide khac.
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Thay déi layout cho slide

Dé thay doi layout cua slide, ban 1am theo cac budc sau:
% 1. Trong ché 46 Normal View, chon céc slide trong ngan Slides mudn sao chép
2. Chon slide can thay d6i layout
3. Vao ngan Home | nhom Slides | nhan nat Layout
4. Chon kiéu layout méi cho slide

Home Insad Design Transitions Animations Slide Show
B By - D Eme

Paste Mew
- F | side-

Clipboard &
il

:

1

Title Slidl Title and Content Section Header

2 i o [
Two Content Comparison Title Only I

Blank Content with Picture with
Caption Caption

Hinh 99. Thay déi layout cho slide

Thay déi vi tri cac slide

Thuc hién cac budc sau sap 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 chuot kéo slide dén vi tri maéi trong ngin Slides va tha chuot

3. Slide s& xuat hién & vi tri moi
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Xoba slide

Home Insert Design

| B8 slide Sorter &) Slide Master

H=
;U‘i

[Norma!

Pre

| [E Notes Page
1|

i Handout

sentation Views

Transitions Animations

Master D Gridlines
Zoom

Master Views Show % Zoom

[ Ruter © [=]

AL
N : Fitto
' KQJ Reading View J Notes Master [ Guides Windo

Slides Qutline x

Sy | IS

-

# o

Il

3 - = l&‘)

em ()

SMART ART

Hinh 100. Sap xép slide

Thuc hién cac budce sau dé xda cac slide:

%

Slides Qutline =

2 | mixceinsk A

Sy | R
w—-
[

3 | omeaw 1

Higret
Rk

2.1 @
4 | ommm
5 =

SMAR

Cut

Copy
Paste Options:

3] (i) (A

Mew Slide

Duplicate Slide

Delete Slide
Add Section

Hinh 101.

Xoa slide

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

2. Nhan phim Delete trén ban phim dé x06a slide hoic nhap phai chuét In slide va
chon Delete Slide
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Phuc héi slide vé thiét 1ap layout mic dinh

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

1. Trong ché d6 Normal View, chon slide bi bién doi layout.Vi du: placeholder
trong slide bén dudi bi léch va chlng ta can tra nd vé dang vi tri mac dinh cua

layout.
2. Vao ngan Home, dén nhdm Slides

3. Nhén nit Reset

Home Insert Design Transitions Animations Slide Show

7 53~ B2 fese )
e 7 S,“:;‘;V, =] di%v B Z U §dhe S~ Aa «
Clipboard 1 Slides

Slides | Outline || peset

1 Reset the position, size, and

11

i
Ml

D il

Font

E: f tt f the slid s 2 p
= placeholders to their default HU NG PIEM M(
SEtﬁI’\QS. v IR P P ORRTOEER:
PET Tao, quanly va lam viéc cong|
L — khag¢ trénbai thuyét trinh
wnlw min mn
7 s e Lamphong pha bai thuyét tr
e hinhanh va rdt nhiéu hiéu dr
Chia sé bai thuyét trinh hiéu
3 AN ANT
s o
ak -

Hinh 102. Tra layout vé thiét ldp mdc dinh
Nhom cac slide vao cac section

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

% 1. Trong ché &6 Normal View, chon slide ma ban muén tach thanh Section méi
2. Vio ngan Home, dén nhom Slides
3. Nhin nGt Setion va chon Add Section
Home Insert Design Transitions Animations Slide Show Re:
=R ¥ \j [ Layout ~ B A

- > poS
EF g [=z) Reset
Paste New % )
- * 4 Slide ~ | =) Section v

i

\Clipboard %] |5 Add Section
Slides Outline | T

Add a new section to your

o
presentation.

# e

5L Remoye Al Section

=

= %5 Collapse All

4= Expand All
—

0 Press F1 for more help.

] Il

Hinh 103. Chén section
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Pat tén cho section

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

%

1. Trong ché &6 Normal View, chon Section mudn dit tén
2. Vao ngan Home, dén nhdm Slides

3. Nhin nit Setion va chon Rename Section

4. Pit tén mai cho Section va nhan ndt Rename dé doi tén.

Home Insert Design Transitions Animations

2 - == Layout ~ P
A3 g B
o 53 - E Reset
Paste MNew I U 8§ a AV A
- v 3 Slide = J'Section > LI de 57 Aa
Clipboard & Font
Slides Outline Eﬁ Renamesettio
4| % Remove Sectio \
Sy = :
i _)k Remoye All Sections
D= = calapse Al
45 Eypand All

4 ntitled Section

(L]

i i Rename Section

.

(== |

Section name:
|I'~"I|_|Itimeu:|ia |

[ Rename l[ Cancel ]

Hinh 104. Bat tén cho Section
Xo0a section

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

% 1. Trong ché @6 Normal View, chon Section muén x6a
2. Vo ngan Home, dén nhom Slides
3. Nhan nGt Setion va chon Remove Section
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File Home Insert Design Transitions Animations
= e = Layout ~ R
SR
- EERs E Reset
Faste Mew 5 AV
- 7 Slide = | ') Section = LI e e 57 Aa
Clipboard = | Add Section Font
Slides CQutline = Rename Section
4 =3 Remove Section
# Wi
ﬁ Remove All SectiNgs
b= Collapse Al
4= Expand Al
4 Multimedia

5| amie o
"
[ |

Hinh 105. X6a section

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

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

@Bl 9 - & (4 % 5 |+ PowerPoint 2010.pptx - Microscft PowerPoint o B R
.ﬂ’ Home | Insert | Design | Transitio | Animatio | Slide She | Review | View | Develop | Add-Ins | Acrobat | & e
H Save .
Recent Presentations
Save As
[fa 3 PowerPoint 2010.pptx
5 Open —=| D:\Phong\Giao Trinh\PowerPoint 2010 =
' Close [fa 3 PowerPoint 20105ample.pptx =
=1 D\Phongi\Giae Trinh\PowerPoint 2010
Info
ﬁ?’-': % PowerPoint 2010_Password.pptx =
=1 D\Phongt\Giae Trinh\PewerPoint 2010
Rec
1 [fa 5 MPP02-521C-L00a Intro.pptx =
=1 DAPhong\Cemputer Applications
MNew
l@] Y MPPO2-521C-L05a PowerPoint.ppt =
. =1 DAPhong\Computer Applications
Print
@5 OCW Downloads.ppt =
sh =1 MyDocuments
are
(fa: % IMF Presentation.pptx =
Help =1 MyDocuments
7 Add-Ins ~
1] Options —
a Exit Recover Unsaved Presentations
[ Quickly access this nurber of Recent Presentations: 4

Hinh 106. Danh myc céc bai thuyét trinh gan ddy trong Recent Presentations

Trang 71



Chirong 2. Tao bai thuyét trinh co ban

Ban cd thé tim thy danh muc cac bai thuyét trinh méi mé gan day theo hudng dan sau:

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

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

%

1. Vao ngan File

2. Chon lénh Open, hop thoai Open xuét hién

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

Open E]

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

Qpen s

Cpen Read-Only

Cpen as Copy

File nanme: | Open in Browse

Cpen in Protected View

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

Cpen and Repair

FE )|

Hinh 107. Hop thoai Open

Té hop phim tdt:
Hé mé nhanh hgp thogi Open ban nhdn té hep phim tat <Ctrl+0>.
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Bang 4. Cac tuy chon Open

Nut Muc dich

Open Ché d6 mé bai thuyét trinh mic dinh.

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

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

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

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

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

Pong bai thuyét trinh

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

Té hep phim tdit:

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

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

Workbook Worksheet Chart sheet
+ La mét tap tin ma trén d6 ban lam viée + La noi lwu trlr va lam viéc vai di liéu, nd « La mét sheet trong workbook, né chi chira
(tinh toan, v& dd thi, ) va lwu trlr e liéu. con duoc goi la bang tinh. Mét worksheet mot do thi.
+ Workbook cé thé chiva nhidu worksheet chira nhiéu 6 (cell), cac 6 dugc té chirc
(bang tinh), do vay ban c6 thé 6 chire, Iwu thanh cac cét va cac dong.
tri nhiéu loai théng tin co lién quan voi + Mot Worksheet chira duoc 16,384 cét va
nhau chi trong mét tap tin (file). 1,048,576 dong.
+ Sé lugng worksheet bi giéi han bai bé
nhé may tinh.

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

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

% Cac budc thuc hién nhu sau:

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

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

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

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

I SampleOutline.txt - Notepad

File Edit Format Miew Help

Wharkbiook .
La mQt t3p tin ma rén dd ban lam vigc (finh toan, ve dd
Warkbook cd thé chifa nhigu worksheet (bang tinhy, do
Sd Iuigng worksheet bi gidi han boi b nhd may finh.

Hinh 109. Ba nhdp xong Outline cua slide thiz nhat

3. Tai dong tha 5, ban nhap vao Wordsheet. Luu ¥, ban thut diu dong vi ¢ ddy chung ta
mudn tao slide mai c6 twa dé 1a Worksheet. Sau d0, twong ty budc 2 ban nhap cac y
cho slide nay. Sau cling ban di tao duoc mot Outline gdm 3 slide cho PowerPoint ¢6
cAu tric 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 d thi, 7 va it
Warkbook cé thé chifa nhigu warksheet (hang tinh), do vay ban co thi
58 Iuighg warksheet bi gidi han bai b nhd may tinh.

Wiorksheet . . .
L& ndi Iy tror 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 shest .
La mdt sheet trong workbook, nd chi chifa mdt di thi.

I~
|

Hinh 110. Outline bai thuyét trinh

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

Save jr: |lf)Books 2mn v| € ¥ e M-

Y |CBackup
4 :3 I Mulkimedia
My Fecent My Templates
Dacuments r=j Sampleutline, bt

==
L
Desktop

9

by Documents

9

ty Computer
- File name: |SampleDut|ine.tHﬂ b | I Save ]
by Netwark, Save as bype: | Text Documents [*k=t] w | [ Cancel ]
Encoding. Unicade v/

Hinh 111. Lwu Outline

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

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

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

e Chon tén tap tin va nhin Open dé nhap Outline vao cac slide cua PowerPoint.
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Cau 2. Cho biét cach sao chép slide gia cé4c bai thuyét trinh?

Tra loi:

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

Céach 1. Sao chép thi cong

% Cac budc thuc hién nhu sau:

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

BODSEHR_RI-0ILRAR|s

Insert

Developer  Addins & @

= @ %

e
u
Héi & dap I

Hoi & dap

animate s
! B Point 2010
‘ i YOUR MESSAGE. ] = -@—
— ® &
o sl | W O
e 4 o 2 o 9 Y 10
| —— _ . < - :
Siide Sorter | Tniroducing PowerPoint 2010° | |EEmE 0% OO0 @ 8 stigeort | Agaceng | B | [E==To—y o

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

2. Chon céc slide tir tap tin A, vi du ban chon céc slide s6 6, 9 va 10 bang céch gitr phim
Ctrl trong khi nhap chudt Ién cac slide can chon.
e Nhén t6 hop <Ctrl+C> dé sao chép cac slide dang chon vao bo nhd may tinh.

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

Cut

Copy
Paste Options:

<
T
A
-
3
£
i

New Slide

Delete Slide

Publish Slides Animate Thi

@ % Check for Updates 4 @

Format Background...

Hide Slide

e
St St W b e s v
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Hinh 113. Sao chép slide

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

slide vao.

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

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

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

tap tin B.

Animate This

Check out this amimation:

©

With the >
¥Ou 2N re~creste the same animation with one o

o

Hinh 114. Cac slide da chép vao tgp tin B

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

ﬁﬁnhcﬁatui Home | Insert  Design  Transitions  An

=~

5=
Mew i
Slide~ =7

&

-

| Keep Source Formatting (K} |

Hoi & dap

Ly

i i
f

Héi & dap
|
r Wl
1 e 2
Animate T

% . i" : ,A

%@: &

0

e ﬂ \
3

s G oo Ammesian
e gt e s 2 e et

=

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

% Céac budc thuc hién nhu sau:

1. Mo tap tin dich QA.pptx.
2. Vao ngian Review, nhdm Compare va chon lIénh Compare

Lénh cla tui Home  Insert  Design  Transitions  Animations Slide Show | Review | View  Developer  Add-
fi E 1%Translate' E A A Delete
: ¥ Language - —‘J —‘l ®3 Previous
e el : 0 Mewt

oofing Language Comments Compare

Eearch 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 muc chira tap tin PowerPoint 2010Sample.pptx

e Chon tap tin va nhan nit Merge

Choose File to Merge with Current Presentation @
Lookin: | ) Books 2010 v @ @ XoiE-
B My Recent MName Size  Type Date Modified
Documents | | ~ayp cp File: Folder 1/12/2010 5:00 &M
@' Deskiop [ Multimedia File: Folder 1/23/2010 9:19 PM
My Templates File Folder 1/6/2010 1:46 PM
5 g';cuments ) Temp File: Folder 1/24/2010 1:50 PM
oy 5 PawerPoint 20105ample, ppks: 17,794 KB Microsoft Office Po...  1j24)2010 12:58 PM
d Computer |Il!l;]Q.ﬁt.m:;tx 37KE Microsoft Office Po...  1j24)2010 1:36 PM
‘-ﬂ Iy Metwork
Flaces

File: narne: | v |

Files of bype: |P.II PowerPoint Presentations (*,ppkx;™ ppt;™* pptm; * ppsw; ™, pps;* ppsm;*, potz; * . pok; ™, potm; *.odp |

Merge ] ’ Cancel

Hinh 117. Chon tdp tin can Merge

4. Trong cira s6 tap tin QA.pptx
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e Chon tré chudt phia dudi slide thi nhat trong khung Slides
e Nhap chuét vao biéu twong nhd ndm phia dudi khung Slides

e Chon All slides inserted at this position

slides Outline .9
21 L2 %ﬁgslides inserted at this position A

e Inserted Slide 1 {Unknown User)
L [] Inserted slide 2 {Unknown User)

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

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

[ Inserted Slide 5 (Unknown User)

[ Inserted Slide & (Unknown User) v

Hoi & dap

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

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

@AAA>““44AAA“AA@
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Chwong 3
Xay dwng noi dung bai
thuyét trinh

Ngi dung
1. Tao bai thuyét trinh mai
Tao slide tya dé
Tao slide chira van ban
Tao slide c6 hai cot noi dung
Chén hinh vao slide
Chen hinh tur Clip Art vao slide
Chup hinh man hinh dwua vao slide
Chen thém Shape, WordArt va Textbox vao slide

© © N o gk~ DN

Chén SmartArt vao slide

10. Nhang &m thanh vao slide

11. Nhung doan phim vao slide

12. Chén doan phim truc tuyén vao slide
13. Chén bang biéu vao slide

14. Cheén biéu d6 vao slide

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

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

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

1. Tao bai thuyét trinh méi

Tao nhanh bai thuyét trinh m&i dé chuan bi cho céc phan thuc hanh trong chuong:

%

Vao ngan File

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

Vao File chon Save, hop thoai Save As xuat hién

ok~ Wb PF

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

6. Nhan Save dé luu bai thuyét trinh lai.
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BREA9-0F7R_A0EE- Microsoft PowerPoint = E R
Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins &
= save } .
Available Templates and Themes Blank presentation
ﬂ Save As
5 Open € + {3} Home
D" Close - I I 1=
Info I "
-
Recent Blank Recent Sample Thernes My templates
7
s
Print ) t :
Share New from
existing
Help Office.com Templates |Sear(h Office.com for templatesl |+
Options I IS
oe | G W o Gy
Agendas HAoward Calendars Content Design slides
certificates slides
- &S
ay 2 oy ey
= i

Hinh 119. Tgo bai thuyét trinh mdi

Click to add title

Click to add. subtitle

P ~
| H9-07 QAOF= ThuchanhPowerPoint2010.pptx - Microsoft PowerPoint o B R
W Insert Design Transitions Animations Slide Show Review View Developer AddIns & (g
3 - . = = & - [ a8
=2 IRy WL @ B L1
Z-|
Mew . B 7 U 8 abe 2V~ Aa~ | A -~ Shapes Arrange Cluick Editing
Slide~ =97 - - *  Stylesw =T -
Clipboard & Slides Font [F} Paragraph [F} Drawing [P

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

Hinh 121. Hép thogi Save As

2. Tao slide twa dé

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

% Cac budc thyc hanh nhu sau:

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

slide.

Hinh 122. Nhdp twa dé cho bai thuyét trinh

2. Dau nhic s& nhiap nhay nhu hinh bén dudi va ban hdy nhap twa dé cho slide nay la
“PowerPoint 2010~
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® ®
? o= —_— LI‘
| |
.i. Qwerpoint ZOJD

Hinh 123. Déu nhdc tai placeholder

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

PowerPoint 2010 PowerPoint 2010

L e P
i

i

H

1

i

H

i

i

H

i

i

i

i

1

i

i

!

i

i

i

]

i
F———O———
Or——fO——-}O
|

|

|

|
]
A 2
T =t
[FE
0 D |
= |
S A

Q w. -
S o
[s=T|
= 3|
=5
o —
= 2
=
o=

|

|

|

Il
——\o-—4cC

Hinh 124. Nhip twa dé phu

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

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

| |

| |

| 3 . 3 \

o cua chuong trin hl 4 ctua chuong trinh
| |

| |

I |

L

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

Sile tiép theo chiing ta s& gidi thiéu dén khan gia nhing tinh ning méi trong phién ban
PowerPoint 2010. Slide nay chi can c6 hai placeholder dung dé nhap tua dé va cac tinh nang mai

dudi dang van ban. Do vay, ban hdy chén slide mai véi kiéu layout Ia Title and Content.

% Céc buée thuc hanh nhu sau:

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

2. Chon kiéu layout Ia Title and Content

E Home Insert Design Transitions Animations 5
== | =- B R N =
2 fs - =
Paste [ New | B 7 U 8§ abe & Aa L i
- Slide =] 57 — =
Clipboard Office Theme
| =
i : i :
Title Slide Title and@ Section Header
=1
Two Content
| i
i

Hinh 126. Chon layou

t Title and Content

3. Tai khung tua dé cua slide mai, ban nhap chudt vao chir Click to add title, sau d6

nhap vao tua slide 1a “Nhing diém mo

i cua PowerPoint 2010”.

—_——————,—,——ee— e ———

* Click to add text

Hinh 127. Nhap noi

dung cho slide moi

4. Nhip chugt vao placeholder Click to add text va nhap vao noi dung cho slide nhu

slide sau:
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Nhi*ng diém mai c%a PowerPoint 2010

G —————— e -0
* Tao, quan ly va lam viéc cong tac voi nhirng

ngudi khac trén bai thuyét trinh| T

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

O-——————— —— . - -0

Hinh 128. Nhdp ngi dung cho slide

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

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

O ——————————— e -0
* Tao, quan lyva lam viéc céng tac vdi nhitng

ngudi khac trén bai thuyét trinh

o

* Tao, quan ly va lam viéc cdng tic véi nhirng
nguwoi khac trén bai thuyét trinh

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

* Chia s& bai thuyé&t trinh hiéu qua hon

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

- D —— -0

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

4. Tao slide c6 hai c¢t ngi dung

% Cac buéc thyc hanh nhu sau:

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

5

j ' M A A2 T
Paste || New | B 7 U 8§ ahe V- An \ =
- I Slide = | 57 = =
Clipboard Office Theme L

il =

Title Slide Title and Content Section Header

Two Content

Hinh 130. Slide c6 hai cét ngi dung

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

* (lick to add text ¢+ Click to add text

Hinh 131. Slide c6 hai cét ngi dung

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

Nhép chudt vao placeholder bén trai va nhap vao Presentation Views

e Nhéan phim Enter xuéng dong
Vao Home | nhém Paragraph | nhan nit Increase List Level d¢ thut dau
dong dé chuan bi nhap danh sach céc kiéu thi trong nhdm Presentation Views.
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glhﬁ‘ng ki€u hién thj

I
C

¥ im]
i Prfsentat'lon Views

* Click to add text

)
| |
| |

o= f— b= -9 T
| | EHi=- = It [ &
1 1 e A P
H i p— — == | Shapes Amange
: | = = =] - -
| | Paragraph Drrawvin
| |
| |
} | Increase List Level
O-————-———- O———————— -0

Increase the indent level.

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

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

glhﬁ‘ng kiéu hién thi

= 0= -0 .
A Presentation Views L Click to add text
: — Normal }
: — Slide Sorter }
I — Notes Page }
| — Reading Viewl I J_
7 o
| |
|
| I
| I
| I
| I
| I
I
| \
O-———————- D——————— -0

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

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

Nhitng ki€u hién thi

* Presentation Views * Master Views
— Normal — Slide Master
— Slide Sorter — Handout Master
— Notes Page — Notes Master

— Reading View

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

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

% Céc buée thuc hanh nhu sau:

1. Vao ngan Home, tai nhdm Slides chon New Slide.
2. Chon kiéu layout 13 Two Content

=

| Mew |
Slide =

= -

e

B 7 U
-

=

Office Theme

Hinh 135. Chon kiéu layout hé tror chén hinh

3. Nhap twya d& vao slide 13 “Chén hinh vao slide”. Nhap chudt vao biéu tuonglnsert
Picture from File bén cot bén trdi.Hoac vao ngan Insert, tai nhom Images chon
Insert Picture from File.

Chén hinh

vao slide

+ (Click to add text

Insert Picture from File

+ (Click to add text

I aa—|
File Home Insert Design Tran|
| — |
8] clip Art [y Shapes
last+ Screenshot - %Smartﬁ«r
Table Pict
= % Photo Album ~ | g Chart
Tables nages Nlustration

I

\___/
Insert Picture from File

Insert a picture from a file,

6 Press F1 for more help.

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

Insert Picture

Lookin:

‘Lj Multimedia vi @~

e

XL;.'_"‘I'

My Recent
Documents

@ Deskkop
My

a Documents
3 Computer

‘d My Network
Places

Tools ~

Dimensions: 1024 x 712 |
Type: JPEG Image 13.jpa
Size: 94.9KB

Animal107.jpg Animal108.jpg Animal109.jpg Animal110.jpg

File name:

Files of type: iAII Pictures (*.emf;*,wmf;*-]'Dgi*.ipeg,'*.iﬁf;*.ipe;*.png;*.bmp;*‘dib;*.rle;*.gif;*.gfa;*.emz;‘.wmz v ‘

Insert ||

B

Animal105.jpg Animal106.jpg

Animall11.jpg

Cancel

Hinh 137. Chon hinh chén vao slide

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

Chén hinh vao slide

Hinh 138. Chén hinh vao slide

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

slide.
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Chén hinh vao slide Chén hinh vao slide

Hinh 139. Thay doi kich thuréc va di chuyén hinh

6. Chén hinh twr Clip Art vao slide

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

% Cac budc thyc hanh nhu sau:

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

ElR TPy

=] .
| Mew | B 7 U 8§ abe AV~ Az
Slide~| =7

Office Theme

V'

Title Slide Title and Cosgeny/|

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

Art trong viung placeholder bén dudi cua slide. Hoac vao ngan Insert, tai nhdm
Images chon Clip Art.
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Chén Clip Art vao slide

Cr
* Click to add text

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

Home Insert Design Transitions
E &] cig Art [} shapes = N
|?.3+ Sokg ha % SmartaArt
Table Picture Hyp
= Photo oum - | gl Chart
Tables Images INustrations
el = |aipar
3 - Insert Clip Art into the document,

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

4. Mot ngan Clip Art xuét hién bén phai cua s6 Normal View. Tai 6 Search for ban

nhap vao tir khoa 1a golf va nhan nit Go dé tim hinh trong thu vién Clip Art.

_L::__!] JG ‘:, f' Calibri(Body) ~ 32 + AT A7 & % i 'lu L?_J) D—l _j& =

ElEH9-0F20E- ThuchanhPowerPoint2010.pptx - Microsoft PowerPoint ‘ Drawi o B £
Home | Insert Design Transitions  Animations  Slide Show  Review View Developer Add-Ins Format =] 0

= Chen Clip Art vao slide ¢

Results shodld o

& |AII media file types v |

r
* (Click to add text

[ tnclude office.comf content

=] =] =F T —
Paste New B 7 U 8 abe AV Aa- | A~ _ Shapes Arrange Quick Edltlﬂg
- Slide~ ‘=" = = - g == %v « Siyles~ @
Clipboard Slides Font [F} Paragraph [F} Drawing [P
J | = |x “ | Clip Art v X
1 253

3
N
- — e
os a5 ) .
s[ = E v
C L} O -
2
4| il | » Sg‘ Find more at Office,com
Click to add notes - e Hints For finding images
w
slide 5 of 5 | “Office Theme™ | <5 | |[Ezem 3 s O—U——@)

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

5. Kich chugt vao hinh trong khung Clip Art dé chén vao slide. Sap xép hinh va chinh do

Ién nho cua hinh néu can.
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Chén Clip Art vao slide

.
(

Cheén Clip Art vao slide
=]

= — |

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

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

7z

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

Fesults should be;

|.ﬁ.|| media file bypes w |

[ ] include Office, com content

Hinh 144. Bong hop Clip Art

7. Chup hinh man hinh dwa vao slide

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

vao slide.

% Cac budc thyc hanh nhu sau:

1. Vao ngan Home, tai nhom Slides chon New Slide.
2. Chon kiéu layout Ia Title and Content, nhap twa dé cho slide 1a “Chup hinh man hinh

dua vao slide”.

* Click to add text

Hinh 145. Nhdp tuwa dé cho slide méi
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3. Dé chup hinh ctra s6 (ing dung va chén vao slide, ban vao ngin Insert, nhom Images,
chon Screenshot.

Insert Design Transitions Animations Slide Show R
[8] clip Art [ Shapes~ A =D A
= =, , .._-' =
|as+ Screens &) SmartArt -
Tt Header Wo
Available Whqdoy & Footer
Text

E

7‘" —ﬂ hinh d

@st SereenClipping ]

CATCT OO GOl DO

Hinh 146. Danh sach cac cira s6 ing dung khdc dang mo
4. Néu ban chi mubn chup mot phan cua cira s6 tng dung nao dé, vi du nhu chup mot
phan ctra so6 tng dung Excel 2010 thi lam nhu sau:

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

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

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

=] =
E Home Insert Page Layout Formulas Data
‘= "6 Cut Arial S0 A A =
i B I U- - Sy A- =
= F Format Painter = =y - 3 Y Ay a N .
Chup hinh man hinh dwa vao slide
E14 - A
A B &
1
2 Internet Explorer 62.69%|
3  Firefox 24.61%
4 Chrome 4.63% -
5  Safari 4.46% E1l
6 Opera 240%
7 Khic 1.21%
8
9

S,

Hinh 147. Quét chon viing can chup

Trang 94



Chirong 3. Xay dung néi dung bai thuyét trinh

8. Chen thém Shape, WordArt va Textbox vao slide

D6i khi, chiing ta can thém cac hop vin ban dé nhap thém thong tin hoic vé thém céc biéu tuong
vao slide. Chung ta s& tiép tuc lam viéc trén slide ¢ phan truéc va thém vao slide cac Shape,
WordArt va Textbox dé minh hoa thém noi dung dang trinh bay trén slide.

% Céc buée 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 lllustrations, chon Shape, chon kiéu mii tén Right
Arrow. Dung chudt vé mét hinh mili tén hudng sang phai trén slide nhu hinh sau.

Transitions Animations Slide Show Review View Developer Add-Ins
| 3 =N Ik Al g Aj[ =& w TC . . . N .
B = - — Chup hinh hinh d lid
Shapes|SmartArt Chart Text Header WordArt Date Slide Object | Equation l:'l p I n m a n I n ua Va 0 5 I e
- Box & Footer - & Time Number -

| Recently Used Shapes Text Symbaols

Ex~NOocoALLe S G
EIRTAR B4 Z &

Lines [ | o | imet Paprlwedt  fommum D
N TILL T UG Y N R T
Rectangles e e B 7 U D A ER
Ooooatoiod

Basic Shapes
HOAMNOOASCOOOO® N N N N
aoooorLzoacgs  Chup hinh man hinh dwa vad

O08"0E@Y 2B (D™

(4004
Block Arrows # ™
GO LRSS W e e
oo »REON aa- Ea

M rmniuree W £ U
it Arrow ¥

Equation Shapes
F=R =g

Flowchart
— vl i R 1 =17

Hinh 148. Thém Shape vao slide

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

Chup hinh man hinh dwa vao slide

1 Prts LEC I :
o . = - By I ving mén{hinh
= = = Excel virg chup bang céng
cu Screenshot oo
. PowerPoint

Hinh 149. Thém Textbox vao slide

3. Vao ngan Insert, nhdm Text, chon nit WordArt, chon mau sic cho WordArt
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A; J =& T O ) o o
IArt| Date Slide Object EquatmnSmh:l Chup hlnh man hlnh d'u‘a Vao Sllde

& Time Humber

AA VA AT

Dy Idving mén hinh
Excel virg chup béng céng
cu Screenshot coa
PowerPoint

A
5 A
AAAA.

Hinh 150. Chon mau cho WordArt

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

Chup hinh man hinh dwa vao slide

0 =
vome | nan ot Cuts
i A B - A A
- - - H-| S-A- | ES
Im i . ;. = - By Ia ving man hinh
A B 3 Excel vira chup béng cong
[Triah duvit  Thiphla 2009 cy Screenshot cog
[:K: = ? m:: PowerPoint

i
5

FEER

Sereenshoft

Hinh 151. Chén WordArt

9. Chen SmartArt vao slide

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

Choose a SmartArt Graphic

2 Process [ -] - -
———

e Cyde O
onmmy -

Hierarch
& Herarchy —
@ Relationship e -
@ war Iii e @0 -
A Pyramid =
= b Alternating Hexagons
@ Use to represent a series of interconnected

PFicture - - i “H n ﬂ n
—1=1=] Iii ideas, Level 1 text appears inside the

hexagons. Level 2 text appears outside the

) CEEm uss Frepe.
EEE — (s e
— — 1 [ =

€

[ oK ] [ Cancel

Hinh 152. Céc kiéu Smart Art dyng sin

Trang 96



Chirong 3. Xay dung néi dung bai thuyét trinh

Bai nay, ching ta s& thuc hanh chén mot Smart Art thuc nhom Picture méi dugc bd sung vao
PowerPoint 2010.

% Cac budc thue hanh nhu sau:

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

[j]_l - T A A

m=|
[ Mew | i B 7 U 8 abe &V- As
Slide~| =217

Office Theme

Title Slide Title and Congeny’

Hinh 153. Cheén slide méi kiéu Title and Content

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

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

Cheén Smart(ﬁrt vao slide

) T
| Home | Insert | Design Transitions Animations  Slide Show  Review  View
[
[8] Clip Art [P Shaps \ A =
| ... \ .2 =
[agt+ Screenshot ~ %S arth _—
Table | Picture Text Header WordA
= [ Photo Album - | g Nart Box & Footer -
Tables Images THustratMwe Links Text
£ ! £ Insert SmartArt Graphic
T P, - ¥ - r <
sert SmartArt Graphic e Insert a SmartArt graphic to visually
= ES a communicate information.
f “,\) SmartArt graphics range from
graphical lists and process
4 [ - = diagrams to more complex
‘.6 graphics, such as Venn diagrams
w m and organization charts,

3 ‘ e ‘ e Press F1 for more help.
iy

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

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

A~
oA =
8= List )
3%  Process . " N )
L Cyde D | /l‘
shn  Hierarchy :
B4 Relationship -] - b0 o J
Matrix L -
Pyramid I m=am EEE
=% ] ,
[ | — | CGircular Picture Callout
(AT — - | ouam [EEN
. . - [ 1 - | [T -] Use to show a central idea and sub-ideas or
related items, The text for the first picture
e = == covers the lower portion of the picture. The
, - =5 . corresponding text for other Level 1 shapes
== |- appears next to the small circular pictures,
This diagram also works well with no text.
- - 2/
[ OK ] l Cancel

Hinh 155. Hop thoai Choose a SmartArt Graphic

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

Chén Smart Art vao slide

[

Hinh 156. Nhdp noi dung cho cac hop van ban

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

Chén Smart Art vao slide

[

® @

Hinh 157. Chon biéu tuong Insert Picture from File
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7. Hop thoai Insert Picture xuat hi¢n, ban tim dén thu myc chira hinh. Sau d6, ban chon
hinh HDZune.jpg va nhan nat Insert.

Insert Picture E]
Look in: |@ HD Zune v| D - XChilE-
s My Recent
Documents
@ . ’ n . u m
o My
[S] Documents
:e I\ngmputer ipeq Zunell.png Zunel2.png Zure03.png Zunel4.png
‘3 I¥ly Metwiork,
Places
2unelS.png Zunelé, png
File name: | v |
Filess of bype: |AI\ Pictures (*,emf;* wmf;* . jpg; *. jpeg; . iFF; . jpe; *.prg; * bmp; . diby * rley® gif *. gfa;™* emz;* aamz v|
Insert = Cancel
——

Hinh 158. Chon hinh tir ciza sé Insert Picture

Chén Smart Art vao slide

Hinh 159. Hinh HD Zune sau khi chén vao slide

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

Chén Smart Art vao slide

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

I [Text] = a
’ [Text]
2 . »—L lod]
Circular Picture Callout...

| J ‘ l

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

———
Home || Insert | Design | Transitions | Animations | Slide Show | Review | View

Develope

e

T

Type your text here

1

EE A’ =|~ . = = = ||A-
* = caiibn Body) <59 v A a7 | E, o im TS i
Jm- oy =E = &
Paste New .— | B 7 U 8§ abe - pa- [[Al-] == —
i j slide 37 - L =E ===
Clipboard Slides Font Theme Colors
= H EEEEEEN]
l = ®

* HD Zune

"

=

* [Text]

* [Text]

&

r| B

Circular Picture Callout...

Chér.iIImnm

Standard Colors

Hinh 161. P6i mau font chiz

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

Cheén Smart Art vao slide

Chén Smart Art vao slide

O
&

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

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

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

phim Enter.

e Cach 2: Chon Smart Art trén slide, sau d6 vao SmartArt Tools | nhém Create
Graphic | chon Add Shape | chon Add Shape Affter dé chen thém Shape

phia dudi cac Shape dang co.
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Type your text here ot

w

Chén Smart Art vao slide

® [Text]

Type your text here

=
* [Text] |
s [Text]
o
. .|

= | Zun ay
Circular Picture Callout... | lj'

|Circular Picture Callout... | ‘ [ =]

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

RIA9-VR_RVEI= ThuchanhPowerPoint2010.pptx - Microsoft PowerPoint g & =
T |
Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat ) - - ofmat a 0

Add Shapel~| @ = e U 90 ] L b —
Tidsos 2 Sacla a B2
' Add Shape Affr order D g - - - - = P
= h Change | Change o — =4 — Reset Convert
U] AddShape Beff\e Colors v ¥ || Graphic
Lfptilics? Smartrt Styles Reset
Add a shape after the selected 7
shape.
\ N .
’ Chén Smart Art vao slide
) ~~ Type your text here R
5| ' * HD Zune - ’
v
5 ‘ n‘ B [ ‘
> — 8
j ]
m |
_| o [Text] ' ]
8 ||
v
L L —
|| | Gircular Picture Callout... ‘ o
- g E ' -
s —ge 3
—
' :0
o " -
—_— v“ Click to add notes i
Slide 6 of 7 | "Office Theme™ | <5 | |[Elez gz s0% (=0 (+) (5

Hinh 164. Chén thém Shape trong SmartArt Tools

12. Thyc hién céc 1énh tuong tu va chen thém hai Shape nira cho Smart Art. Sau d6, ban

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

Chén Smart Art vao slide Cheén Smart Art vao slide

) —0
— =
=

Zun Zun

—@®
— 0

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

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

thudc tap tin nho.

P

binh dang tdp tin &m thanh dung cho PowerPoint 2010

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

msp).

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

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

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

% Cac budc thyc hanh nhu sau:

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

2. Vao ngan Insert, nhom Media, chon Audio

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

Insert Audio @E‘

v @-@3 X oiE-

Lookin: ) Multimedia

(]

iy My
"—"Ducuments

s
Computer

Audio from File...

Clip Art Audio...

Becord Audia...

M Network
Places

File name:

Files of YPe: | uidio Files (*.aif; *.aifc; * aiff;

Tools  ~

*,au; * sy *,mid; *midi; *.rmi; *.mp3; *.m3u; *.wav; *ema; . v

v

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

Zun

Cheén Smart Art vao slide

a;
@
—0
-
—@

°Q

N—

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

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

6. V6i tinh ning Trim Audio, chling ta ¢6 thé cit bo bot cac doan am thanh khéng can
thiét va chi chura lai mot phan caa tap tin &m thanh. Ban chon vao biéu tuong hinh loa

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

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

@ Press F1 for more help.

Zun

rt Art vao slide

—0
—O

¥ Fade Duration

& 3 b “ﬁ{]ﬂ _f_.' Start: On Click ~ [ Loop until
' QyFadein: 0000 3 .

Ty 5 Volume [ RHi rinc W [ Rew

9 D Fade Out: 0000 = & [ Hide During Show [ rRewind aff
% Editing Audio Options

Trim Audio

Hinh 168. Chon lénh Trim Audio

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

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

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

Start Time

[ Ok ] [ Cancel ]

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

11. Nhung doan phim vao slide

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

Dinh dgng tap tin video dung cho PowerPoint 2010

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

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

Phan nay, chiing ta s& thyc hanh chén hai doan phim nho vao slide. Mot doan gici thigu vé bo
Office 2010 va mot doan giai thiéu ve san pham Zune HD.

% Cac budc thyc hanh nhu sau:

1. Vao ngan Home, tai nhom Slides chon New Slide.
2. Chon kiéu layout Ia Two Content. Nhap tua dé cho slide 1a “Chén video vao slide”.
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==
=]

Mew
Slide~] &
Office Theme

ghén video vao slide

Title Slide

Title and Content

o

o
* Click to add text

* Click to add text

ert Media Clip

Twa Cont

Camparison

Insert ¥ideo

Hinh 170. Chén slide méi kiéu Two Content

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

2IX]

9 Iy
Computer

‘3 I¥ly Metwark,
Places

Tools -

Look in: | 5 Mulimedia v | D- X ChlE-
L.b MMy Recent Mame Size Type Date Modified
Documsnts | | G e W 12,343KB WY File 1/11/2010 11:14 AM
@ Desktop G]] Welcome ko Zune HD, wmy 2,625KB WMY Filz 1112010 11:15 AM
ar
Docurments

File name: |

vl

Files of bype: |Viden Files (*,asf; *.asx; *oapl; *owm; *owmg *amd; *owmz; * dve-ms; * avi; *.mpeg; *.mpg; *.m v|

Insert |~ Cancel

Hinh 171. Hop thoai Insert Video

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

* Click to add text
|."-! P
i “‘-L ‘—v— "‘quir ‘{ =
- < > 000000 Wi

Hinh 172. Cheén doan video vao slide

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

Files of BYPe! | viden Files (* asfi *, asx; Fowpl * o * o *,

Video FI|ES {* asf; * s *owpl; * owrhe® v ¥,
Windows Media Flle {asF]l {*.asf; * asx; Foapl; ¥
Windows videno File {avi) (%, avi)

Mavie file {mpeq) (*.mpeaq; *.mpa; *.mpe; *.mlv;
Windows Media Videa File Dwrmed O owmy; * 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 hién
thi. Ban chon tén tap tin la Welcome to Zune HD.flv va nhan nut Insert d¢ chen vao
slide.

Chen video vao slide

|
n,a_L o= ___lﬂir ‘fli"! P

| 2 < > 000000 Wi

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

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

12. Chén doan phim truc tuyén vao slide

Chén doan phim dang Iuu trit truc tuyén tir cac trang web chia s& video vao slide rat don gian.
Tuy nhién, may can phai cd két ndi internet khi mo bai thuyét trinh thi doan phim mai c6 thé xem
dugc. Ching ta c6 thé lay cac lién két nhiing (embed link) cta doan video tir cac trang web nhu

YouTube, Yahoo Video, Clip.vn, Google Videos,... Trong d6, trang YouTube dang duoc su
dung rong réi nhat hién nay.

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

{= YouTube - windows 7 advert - Windows Internet Explorer EJ@\E|
@‘\H“.v % youtube.... || B 4+ X | | P =
File Edit “iew Favorites Tools Help

¢ Favorites | £t YouTube - windows 7 advert i v B v = & - Pager Safety~ Torks -

You T

windows T advert Search

0s Channels

i3 about Windows 7 and makes them happier in her

Windows 7 Ad
Wicrosoft Windows 7

ok kK 1yearago 26,451 views dushmis

3
< >

htkp: f fuens, youtube. com/results?seare antemet 3 #100% T

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

% Cac buéc thyc hanh nhu sau:

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

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

truc tuyén”.
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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, nhém Media, chon nat Video va chon
tiep Video from Website..., hop thoai Insert Video From Web Site xuat hién.

Insert Video From Web Site

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

=R

|‘u‘ideo | Audio

-

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

Clip &rt Video..,

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

URL | http:/fwww. youtube. comiwatch Fv=ss0g02D |

After making

and pasts th
The code ch
zelection. |

Hinh 178. Sao chép thdng tin embed cua dogn video

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

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

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

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

Help and examples

P —
angert D Cancel ]

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

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

Cheén doan phim tryc tuyén

Good News - Windows 7 Commercial

Toul

0261030 | ot G =R €9 Iy
=3 )

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

Xem truwdc video truc tuyén:

7.
é/ Muén xem truée doan phim truc tuyén dang chén trén slide, ban chon Shape

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

13. Chén bang biéu vao slide

Céc phan trén da huéng dan cach chén hinh anh, am thanh, doan phim,... vao slide. Phan nay,
chlng ta sé€ dua bang biéu vao bai thuyét trinh. Ching ta sé thuc hanh chen mét slide méi chaa
thong tin gigi thiéu vé 5 phan mém tao bai thuyét trinh tot nhat trén thi truong.

% Cac budc thyc hanh nhu sau:

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

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

[ ‘_I - v ;\' .\J
=]
[ New |._ B 7 U 8 abe AV~ Aj Y
slide~| 5~ - R
| Office Theme

ffeert Table

Title Slide Title and Rontént artinn Hea
fle and Content

Hinh 181. Chén slide va nhdp tua dé

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

Insert Table E|E|

Mumber of columns; |3

I

Mumber of rows: g|

4r

0] 4 ][ Cancel ]

Hinh 182. Khai bao sé lirong dong va cot

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

5 phdn mém
tao bai thuyét trinh tot nhat
I D

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

nhan 1a “Stt.”, cot thir hai c6 nhdn 1a “Phan mém” va cot th ba c¢6 nhan la “Mb ta
phan mén”. Panh so thir tu tir 1 dén 5 cho cot “Stt.”
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5 phan mém 5 phan mém
tao bai thuyét trinh tét nhat tao bai thuyét trinh t6t nhat
N LT T || e

=0

L T o
—

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

e Diéu chinh chiéu rong caa cot bang cach di chuyén chudt vao duong ludi doc cua
bang. Khi thdy chuot bién thanh hinh miii tén hai chidu (*I*) thi git trai chuot va
khéo qua trai dé thu nho cot hoac keéo qua phai &€ mo rong cot.

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

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

[, B TR

Presentations

Hinh 185. Nhdp ngi dung cho cét thi hai

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

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

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 la 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

Stt. |Phénmém Mo |

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

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

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

Hinh 186. Hoan thién bang trong slide

Tao nhanh bdng trong PowerPoint:

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

14. Chén biéu d@6 vao slide

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

hop lai nhu bang sau:

Bdng 5. Thi phan trinh duyét web nam 2009

Trinh duyét
Internet Explorer
Firefox

Chrome

Safari

Opera

Khéc

% Cac budc thyc hanh nhu sau:

Thi phan 2009

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

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

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

duyét 2009~
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Thi phan trinh duyét 2009

* (Click to add text

SEEER '

Title Slide Title and Content

Hinh 187. Slide biéu do thi phan trinh duyét 2009

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

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

Insert Chart

o Tewies | |[2908] [ADIB] JAD] IS [A] ~
|_|]1|j]_ Coalurmn Line

Iﬁ Line ,,_

@ Fie |‘/NV

E Bar Pie

M res B i
5w %Y (Scatter) |"-\_B

ligi ~ stock Bar Exploded pie in 3-0

bl surface N ] | | |

© Doughnut | % | g | g |% |g |fg | %

%2 Bubble — mEramBramm (_}_ | ]

Wy Radar % ;‘Jg ?:- = - g p;
[ Manage Templates. .. l [ Set as Default Chart ] I OK l [ Cancel l

Hinh 188. Chon kiéu do thi

5. Nhan nit OK va cta s6 Microsoft Excel xuat hién chaa cac sb liéu mau cua dd thi
nhu hinh sau.

Trang 113



Churong 3. Xay ding ngi dung bai thuyét trinh

IE“ o u'l|V@Micrcsc&Pow@icrosoﬁacel ‘ b ‘ = B3
H-:me Insert | Page Lay | Formula Data | Review | View | Add-Ins | Acrobat | Design | & e = = &
LEE] & Calibri -1 = E%é General - }}‘ 5 Insert ~ z - %7'
P‘aste-a’ﬁ'BIH'A‘ﬁ'% =5 08 - % s Smﬁj velete ~ | [~ B~

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

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

II Sales

2 |1stQtr 8.2

3 |2nd Qtr 3.2

4 3rd Qtr 1.4 =

5 |ath Qtr 1.

B

7

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

9

10

11

12 3

H 4 v 4| sheet1 /2 M4 I |

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

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

6. Ban hay nhap day du sb licu théng ké thi phan trinh duyét nim 2009 cua bang trén vao
ctra s6 Excel vadong ctra s6 Excel lai sau khi nhap xong. Khi d6, biéu d trén slide
PowerPoint ¢6 hinh dang nhu sau.

Thi phan 2009

A

1 | Trnh duvét

2 Internet Explorer
EIFrrefDx

4 Chrome

5 |Safari

& Opera

7 Khac

B
Thi phan 2009

62.69%

24.61%
4.63%
4 46%
2.40%
1.21%

Thi phan trinh duyét 2009

m Internet Explorer
m Firefox

m Chrome

m Safari

m Opera

m Khac

7. Chon @6 thi trén slide, chon tua dé dd thi va nhan phim Delete trén ban phim dé xoa.
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Thi phan trinh ¢4 5 2000 o e Thi phan trinh duyét 2009
B sEE=EA-LZ
Thi phan 2009]
Delety
aﬁ Resety tyle
W Internet Explorer
Edit Text I~ m Firefox
A Fent. B Chrome
h Change Chart Type... m Safari
0§ EditData.. :E::_ra
) 3-DRotation... )
@  Format Chart Title...

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

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

T
hs Slide Show Review View Developer Add-Ins Acrobat Design | Layout

Legend| Data Data Plot rend
i Labels * Table Area _J 3-D Rotation —

= MNone 1 Background 4
g Turn off Legend

Show Legend at Right Thl phén trinh duyét 2009

ulﬂ Show Legend and align
right

— Show Legend at Top duyét 2009

I Show Legend and top

align

Show Legend at Left
Elan|  show Legend and align

left

Show Legend at Both
—_— Show Legend and alij

B Internet Explorer

bottom
Overlay Legend at Rig m Firefox —
|I|_.J Show Legend at right of u Chrome
the chart without resizing m Safari
Owerlay Legend at Left
—Jﬂ Show Legend at left of " Dp._ra _
the chart without resizing m Khac m Internet Explorer  mFirefox m Chroms mSafari mOpera  mKhac

Mare Legend Options...

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

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

Display Data Labels ang pokiio
with Best Fit

2009

Mare Data Label Options...

|
Show Review View Developer Add-Ins Acrobat Design | Layout
. L&| Chart wWall 7
iilii ! i I 4| [
L& Chart Floor
Data Axes  Gridlines Flot . Trendline
Labels = Tablz : () 3-D Rotation
= Mone Background

Z_’E— Turn off Data Labels for

selection

Center -

Thi phan trinh duyét 2009

m Internet Explorer m Firefox  w Chrome mSafari mOpera  mKhac

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

Tra loi:

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

% Cac budc thyc hanh nhu sau:

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

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

i ':g;\,l 9 - -5 |5 BrowserStatsxlsx - - = X

jé/" HanInsle‘aglFcurllDatIReul‘-{ietlDevIAdcl'-@ - 7 X
E9 - [ k| v

A B C R

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| Sheatl ~ Sheet2 - Shee

Ready | 5 u@lﬂl 100% E—E [ E+;'| 5

Hinh 193. Bang diz liéu trong Excel

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

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

vling trong trén slide. Sau d6 vao ngin Home, nhém Clipboard, nhan vio miii tén
nho bén dudi nat Paste va chon Paste Special...
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File Home Insert Design Transitions Animations Slide Show Review View
IM‘ P @ - == e g |f
_j JJ |_—, e T TAAND &= 5= | ==. ] _J
[Paste | New . | B I U 8 abe AV- A, e I~ Shap
- F | slide~ 3T - - === -
|| Paste Options: Font Paragraph
7 =0 & A
Paste Spedcial... % . - -
e | @ Link bang tr Excel
| |
-3 ([[T—
B e
=i

Hinh 194. Chon Iénh Paste Special

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

Paste Special

Source;  Microsoft Office Excel Waorksheet
Sheet1IR1C,.,

o Zancel

aste Microsoft Office Excel Worksheet Object
( {E}Fstellnk aktach Hyperlink

IH
-

[ 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 kiéu Paste link

6. Khi mudn dinh dang lai bang biéu (mau sic, font chi¥, k& khung cho béng,...) hodc
cap nhat so liéu thi ban phai thuc hién bén cura s6 ctia chuong trinh Excel.

Trang 118



Chirong 3. Xay dung néi dung bai thuyét trinh

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 tao nhanh mét Photo Album tir bg swu tdp hinh bang chwong trinh

PowerPoint 2010?

Tra loi:

Str dung chue nang Photo Abum trong PowerPoint ching ta c6 thé tao nhanh cac slide hinh véi
nhiéu tuy chon ve so lugng hinh trén slide, kiéu dinh dang hinh va co thé thuc hién mét so6 thao

t4c chinh stra hinh rat nhanh chéng.

% Cac budc thyc hanh nhu sau:

1. Vao ngan Insert, tai nhdm Images chon Photo Album vachon New Photo Album...,

hop thoai Photo Album xut hién.

40EFI=
Insert Design Transitions Animations Slide Show
51 @ W N\_“'_
E:++':'::|Ph0to| Shapes Smartart Chart Hyperlin
Album =
Images Links

E8  Mew Photo glbw.@

i
- Mew Photo Album

Create a new presentatio
on a set of pictures.

Each picture will be placeq
own slide,

Photo Album (A

Alburn Content

Insert pickure From:

Insert text:

Mew Text Box

Picture Options:

Alburn Layout

Pictutes in albumn:

Preview:

Mo preview is available for this
selection

| e
|

DT @ [t || )

L 1

-

Cancel

Hinh 197. Tao Photo Album

2. Tai Album Content, nhan nt File/Disk... dé dua hinh vao Album, hop thoai Insert
New Pictures xuat hién. Ban tim dén thu muc chaa hinh va chon cac hinh can dua

vao Album. Sau d6, nhan nit Insert.
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Insert New Pictures

Lookin: lifj Multimedia v @-@ XCiE-

Animal107.jpg Animal108.jpg

vy

File name: l v l

Animal109.jpg

Animal110.jpg Animall11.jpg

FeS My Recent »
Documents
@ Desktop M 3 4
e . ‘

Documents

4 zlgmputer Animal102.jpg Animal106.jpg

.d My Network

Places

—

Files of type: [AII Pictures (*.emf;* . wmf;*.jpg;* . jpeg; ™ fif;* . jpe;*.png;* bmp;* dib;* rle;* . gif*.gf a;*.emz;* wmz v l

e
angert VI‘D Cancel ]

— i |

Hinh 198. Chon hinh dwa vao Album

3. Chung ta c6 thé chinh stra d sang téi, xoay hinh va bién d6i mau sic hinh trong hop
thoai Photo Album.

Photo Album

Album Content

Insert picture fram: Pictures in album: Preview:
File/Disk. .. L Animallal A

z Animalloz
Inserk text: 3 Animal103

4 Animall04
5 Animall05

[ Animall06

7

g

Animall0?

Picture Options:
Animall105

Capkions below ALL pictures q

Animal109
[T ALL pictures black and white | 10 Animall10
11 Animall11

12 Animall1z bt

aEl
Album Layout
Picture layout: |Fit to slide v| *‘.'""'-

Frame shape: |Rectangle | ' '
Theme: | | ’ Browse. .. ] i

’ Create ][ Cancel ]

Hinh 199. Chinh siza hinh trong Album
4. Tai Album Layout, ban chon s lwong anh s& hién thi trén mot slide tai hop Picture

layout. Tdly chon kicu khung anh tai Frame shape va c6 thé chon kiéu dinh dang mau
tai Theme. Hinh anh minh hoa cho céc tuy chon cua ban xuat hién ngay bén canh.
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Photo Album

Alburn Content

Insert picture Fram: Pictures in alburn: Preview:
Eile/Disk... 1 Animall21 ~
= Animall0z =
Insert bext: Animal103
Animal104
Mevs Texk Box 2 Animall0s
Animal106
Ficture Options: inima:}g; =
. . nima
[ captions below ALL pictures 5 Animalloa
[ ALL pictures black and white Animall10
Animall11
Animall12 b
a
Album Layout
Bicture layout: |4 pictures 2" | T —
il |l
Frame shape: |5im|3|e Frame, White v | =
il |l
Theme: | | [ Browse, .. ]

[ Create ][ Cancel

Hinh 200. Tty chon cho Album

5. Nhin nit Create dé tao Album.

EId9-0FRDEIs Presentation2 - Microsoft PowerPoint o @8 %
Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins [A] e

[l Notes Page [E] Handout Master | Grayscale —

‘ [ Sisesoner] 3 st waster Q = = % ==

Normal , Zoom Fitto New = Switch Macros
5] Reading View | [E] Notes Master Window | il Black and White | window 5 Windows ~
Presentation Views Master Views Zoom Color/Grayscale Window Macros
-
Photo Album

5 6 v
slide Sorter | “Office Theme™ | <S5 | |BEE e U [F

Hinh 201. Photo Album

Cau 3. Thiét lap thugc tinh mgc dinh vé dwong ké (outline) va mau nén (fill) ciia shape trén
slide nhuw thé nao?

Khi ban tao mot hdp van ban (text box), PowerPoint s€ ap dung céc thudc tinh mdc dinh cho no
nhu font cht mac dinh, kich thudc chir va cac dinh dang cho chit nhu in ddm, nghién, gach
chan... Khi ban v& mot ddi twong, PowerPoint ciing ap dung cac thudc tinh mic dinh cho dbi
tugng d6 nhu: t6 mau nén (fill color), dé bong (shadow), va kiéu nét v& (line style). Ban c6 thé
thiét 1ap cac thude tinh mac dinh cho ddi tuong theo hudng dan sau:
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Thiét 1ap thudc tinh mic dinh cho hdp vin bin

(=]

Thiét Iap thuéc tinh mac dln

Arial

B IE==A

7

Eﬁﬂ.'*

® & ar [ IRIH

all
£

232 - A E_:LEJL:]
4

9‘

Cut

Copy
Paste Options:

7 2 (=
Edit Text
Edit Points

Bring to Front |
Send to Back |

v v

Hyperlink...

Save as Picture..,

Set as Default Text Box
Size and Pasition... %

Format Shape...

Hinh 202. Dat thuge tinh mac dinh cho Textbox

e V& mdt hop van ban trén slide

e Dinh dang font chit, co chit, mau sac, kiéu va kich thudec,...

nhu t6 nén, mau nén, d6 boéng,... theo mong mudn
e Chon hdp van ban, sau d6 nhap phai chudt va chon Set as Default Text Box

Thiét 1ap thudc tinh mic dinh cho hinh vé

va dinh dang hop van ban

=

Thiét 1ap th* <

Copy

Eﬁ

S.‘{Er:r;r'@.mﬂ

i

-

o)

Edit Points

Bring to Front
send to Back

Hyperlink...
; ‘-_\ Save as Picture...
Set as Default Shape k

-Iid Size and Pasition...

% Format Shape...

Calibri [E ~ 18

B I E=E

4

ac dinh

Paste Options:

#’Jd

Edit Text

AW
A

i? i
IQ i
G

Hinh 203. Bat thugc tinh méc dinh cho Shape

e V& mot hinh vé trén slide

e Thay ddi cac thudc tinh theo mong mudn nhu mau séc, hiéu ng, kiéu nét ve, font chir,
mau chit, kiéu chit, kich thuéc chir ...
e Chon hinh v€ va nhép phai chudt, sau do chon Set as Default Shape
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Cau 4. Tao cac cong thirc trong PowerPoint nhu thé nao?
Tra loi:

Chung ta c¢6 str dung tinh niang Equation tich hop sin trong PowerPoint dé nhap cac loai cong
thuc vai cac thao tac rat don gian. Vi du, ching ta sé nhap cdng thuc sau vao slide PowerPoint:

f(x,,u, 0-) = \/;8_<%>

210
% Cac budc thuc hién nhu sau:

1. Chon slide trong PowerPoint can nhap cong thirc
2. Vao ngan Insert, nhom Symbols, chon I¢nh Equation.

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

Ly Shapes ~ A ='j_ C;‘ 5 ']'E .{(a";.i, \@
= = =
T smartart - — ] . ’
Text Header Wordart Equatj Video Audio
r | il Chart Box & Footer - Fgd - -
llustrations Links Text C;—'ll%-:l Media
‘v’
Insert Equation
Insert common mathematical
= equations or build up your own
Equatlon equations using a library of math
symbols,
@ Press F1 for more help.

Hinh 204. Chén Equation

e Ban c6 thé nhip chudt vao nit mili tén nho bén dudi ndt 1énh dé kiém tra xem
cong thiec minh muon nhap ¢6 san trong PowerPoint hay chua. Néu ¢o san thi
ban chi can nhap chuét 1én céng thirc va n6 sé duoc chén vao slide.

3. Nhap truc tiép tir ban phim cac ky tu trong cong thic néu c6. Néu ban phim khéng cé
cac ky tu dac biét thi ban vao
e Equation Tools, ngin Design, nhém Symbols dé chon

e D4i vé6i cac ky tu 6 ciu trac dic biét hon thi chon tir nhém Structures. Ban
chon kiéu phén s6 va nhap vao tir s6 con so 1, sau d6 chon & ¢ mau so.
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X X n i
=1y efux L 3 A0) sne g
3 . E _ | |Fraction| Script Radical Integral  Large Bracket Function Al
EI @ E . ¥ - - - - Operator = M M

Fraction

Il
[e][=][<][e][s

NI 5 e

E ~ Fraction Script Radical I
L

*

Common Fraction

dy Ay
dx Ax

ay ay
ax dx

Equation .
’ | SEra=
[Py b
? f(x 42
O ——-0

Hinh 205. Chon cac ky tu dac biét

4. Vao nhom Structures, chon nit Radical va chon kiéu cin bac 2

EEE

T

X x X i . - .

o = n f lim
El=E 5 erflyx L, & A0 sme G Jim
IEI _ | Fraction Script Radical|Integral Large  Bracket Function Accent Limit and Of

= v v - ~  Operators - - - Log~

Radicals

= S = =

Ly

‘Common Radicals

b+ —dac || o — | T T

2 Ja?+b?

Hinh 206. Thém can trong cong thuc

5. Di chuyén con tré qua phia bén phai dé né cung cip véi dau =, sau d6 vao nhom

Structures, chon lénh Script va chon kiéu Superscript.

|>IEEIEEIEES 7 el L
]IEHEEI = Fracvtion Sc:jpt Radvical Intevgral o

Subscripts and Superscripts

2 10

=0
Large Erackd
perator = i

%

Superscript

Common Subscripts and Superscripts

e—:’n.lr
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Hinh 207. Thém ch/ sé trén

6. Nhap ky ty “e” vao 6 trong lon, nhap dau trir vao 6 nho bén trén. Sau d6 vao nhém
Structures, chon Bracket va chon kiéu Brackets

i . B e ]+
11
i=0 {(J} sin a H=co
Large Bracket| Function Accent Limit and
Operator = = < < Log -
|| Brackets
() (=] {z}
@
Brackets| (| (|||~~~ "~~~ "~"~""~""~"™=—""~_“""“"""“""""7""™""™7"7™7
| F0) = —— @
» My —
1= [=] S ) __f—%IE‘E _________

Hinh 208. Thém ddu ngodc lén

7. Chon 6 trong cip dau ngoic va vao Structures, chon Fraction va chon kiéu Stacked
Fraction.

Hinh 209. Thém phan s¢ vao trong cgp ddu ngodc

8. Chon 0 trén tir s6, vao Structures, chon Script va chon Superscript. Sau d6 nhap cac
Ky tu vao cho tur so.

Hinh 210. Nhdp céc ky hiéu vao tir s6

9. Chon 6 duéi mau sb, vao Structures, chon Script va chon Superscript. Sau d6 nhap
cac ky tu vao cho tir so.
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Equation
- L A5
f(xi I‘ll O-) - m e 2

Hinh 211. Cong thuc trén slide

10. Nhap chuét vao ving tréng trén slide.

@AAA“AAA4AAAA‘AA‘@
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