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9 A. GIOI THIEU TONG QUAN
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PowerPoint 2010 14 mot phian mém trinh dién trong bo Microsoft Office
2010 duwc 517 dung dé trinh bay mot vén dé, soan thiao mot bai siang,...
Chirong trinh i mot céng cu co tinh chuyén nghiép cao dé dién dat cicy
tuémg cin trinh bay khong chi bing léd vin ma con thé hiégn qua hinh
anh tinh va dong cing vii dm thanh, cic doan phim mét cich song
dong. Vithé, nd 1a mat cong cuhd tro gidng day rét tot trong tnremg hoc.
Trinh dién la cong cu cho xem va gidi thich noi dung cia mot chi dé ndo
do cho khan £ia hay neudd hoc, 13 cong cu hd tro gido vién (GV) chuyén
tai thong digp. Chiromg trinh trinh dién hé tro ngrdi noi cling nhnr ngardd
nohe dé diang tiép cin ¥ tuime méi qua thong tin thye gquan.

Chuong trinh trinh dién co thé bd tro hoic thay thé viéc st dung cic
cing nghé dd dimg truc quan quen thudc nhr sach mong, tii lidgu phat
tay, bang den, bang phu, dp phich hay gidy trong trén may chiéu. Vin
ban, hinh anh, doan phim va cic ddi tuomg khic co thé chén vao nhimg
trang khdc nhau (con goila trang trinh dién). CAc trang trinh dién nay co
thé duoe in, chiéu trén méan hinh va duoe van hinh b neudi trinh bay.

@ B. MUC TIEU

Hoc xong module nay, ngudi hoc co:

1. Kién thdc

Liét k& duoc cic tinh ning co ban cia phan mém trinh dién Microsoft
PowerPoint va hiét cich tao ra mot tép tin trinh dién.

2. Ki nang
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S11 dung duoc cic tinh ndng co ban ciia phin mém trinh dién Microsoft
PowerPoint dé tao ra duoc mot tép tin trinh dién phuc vu cho viéc day
hoc & tidu hoc.
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@ C. NOI DUNG

NOi dung 1
TIiM HIEL MLIC BICH GIAD DU ClUA TRINH DIEN
THOMNG TIN CO BAN

1. Ding trinh dién vai muc dich gido duc gi?

Trinh dién 13 mot hinh thire nrémg dan tngc tiép co cach tiép cin theo
huéimg GV &inh hudng va la mot trong nhimg phuong phap phd bién
nhit, rit hita higu trong viéc cung cip thong tin hay phét trién timg brére
nhimg ki ning can thiét cho HS. Pay ciing 14 phuong phép rat phi hop
trong viéc giod thidu cic phuong phap gidng day khac, va cling dong vai
tro tich cue trong viéc ho tro HS xay dumg kién thate.

Trong gido duc, trinh dién co thé duoc s dung dé:

- H& tro Hép egn v fidng: Mot chuong trinh trinh dién co thé hé tro nguei
noi dé dang tiép can vii ¥ tuomg cia minh, conngud hoc co duge thong
tin bing hinh anh, hé tre cho phén trinh bay cia neued noi.

—  Thu hiit sy chii ¥ aia ngun hoc i1 ngi dung béi hec: GV 511 dung phan
mém trinh chiéu d€ tao cac bai trinh chiéu truc quan co thé duopc hién
thi trén man hinh hoic chiéu lén man hinh. Cac chiong trinh nay cho
phép ngréi st dung chén van ban, tranh anh va dm thanh vio mot chudi
cic trang trinh dién va thiét lap diéu huémg tuy chinh sitta cic trang
trinh chiéu. Tat ca diéu nay lam cho viée tuyén thong tin hdp dan hon
dénngudi hoc.

- Xay dimg kidgh thiic theo chudi: Hau hét phan mém trinh dién cho phép
taora cic trangtrinh chiéu riéngbiét va dugctrinh baymot cich tudn tu.
Mot bai trinh dién tétsé “dan dit” ngued hoc di qua mot hrong kién thire
va‘hodc dé xay dung kign thifc trong qua trinh tuong tic gitta neudd trinh
bay va khan gia.

2. Dung trinh dién d& giang day trong ldp hoc nhu thé nao?
Phan mém trinh dién co thé ducc st dung trong cic phén khic nhau cia
hai giang, viri cic muc dich khac nhau:

- B gigi thigu cde béi hoc mot: Cac bai trinh chiéu co thé dugc sit dung
nhnr Ia mot hoat dong khii dong, dé thu hit sy chi ¥ cia ngudd hoc, 48
théong bdo cho nguid hoc vé muc tigu ciia bai hoc, dé nhé lai bai cii.

127



Gitip nguni hoc dat diage Kén thitc miéi: Cac bai trinh dién c6 thé dugc
ding d€ gidi thigu cic khdi nigm mdi. Trinh dién co thé dugce sit dung dé
huéme danhoc tip, dé lamré nhiém vuhodc cung cip thong tin phan hi.
On tip vé ddnh gid két qud hoe tdp: GV 511 dung bai trinh dién d€ cing cd
kién thirc ciia ngudi hoc, d€ tdng quan hoa bai hoc va dé tdng két.

3. Nhifng Iuu ¢ khi diing trinh dién trong day hoc

511 dung phéan mém trinh dién co thé tao rasu qua tai théng tin, din dén
quA tai vé mat thed gian v cudi cing 1a noréd hoc trirnén bi dong.

Mot nhuge didm nita cia viée st dung phin mém trinh dién I doi khi
cic yéu td trye gquan cda bai trinh dién trérnén quan trong hom noi dung
va hoat dong hoc tip.

Co mot s6 GV thuémg chil trong bai trinh bay trong nh thé ndo hon la
nguéd hoc tich cuc hoc thip nhnr thé nao.

Tai ligu phat tay 14 mot ciach hd tro neusd hoc khi theo dai bai trinh dién
ct thé di kém vii phidu bai tap. Tai ligu phit tay co thé hd tronguéd hoc
tom tit va theo ddi tdng gquan bai hoc.

Co thé dimeg lai cho phép neuti hoc xem lai va suy ngim, co théd gian
dé tiép thu théngtin, danh sialiéu ban than 43 hiéu cic kién thire hay chira.
Pé ting hidu qua trinh dién v trdnh cho noréd hoc bi dong, GV cin phai
x4y dimg nhiéu hoat dong da dang song song vii trinh dién.

4. Nhifng gia tri dem lai khi dung trinh dién trong giang day va hoc tap
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Teng creong foomg fde 1O ngl dung Ung dung nhiéu phuong tién truyén
thong khac nhau trong bai trinh chiéu tao cohoi cho khan gii toome tac
da dangvii ndi dung. Bai trinh dién co thé dan dit noréi hoc di sudt qua
trinh hoc v ting cudémg sy chuyén tai thong tin.

Hé tro chuyén idi thang fin: Phan mém trinh dién cho phép chuin hj
trurire bai trinh bay va tiép cin ¥ tudme trong qua trinh trinh bay. Trinh
chiéu ciing dé dang cip nhit va chinh sia.

Ehueyén Fhich sty ngdm: Mot bai trinh dién tét 16i cudn khén gia suy
ngam vé nhimg ¥ tuémg v noi dung duoc trinh bay.

Teng cremg ki ndng tinh bdy: Khi ngudi hoc 511 dung phin mém trinh
dién, tinh tuan ty cia bai trinh chiéu va cic chifc ndng cong nghé khic
hd tro K ndng trinh bay cila ngréd noi.



MHIERM V1)
1. Ligt ké cac muc dich gido duc khi dimg trinh chiéu trong day hoc.

2. Khi day hoc diing trinh chiéu nhim muc dich oi?

3. Ligtké cac hm v khi ding trinh chiéu trong day hoc.

4. Nhitng loi ich gi khi dimg trinh chiéu trong day hoc?
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NOi dung 2
TIiM HIEU POWERPOINT 2010

THANG TIN CO BAMN

PowerPoint 2010 I4 mét phan cida bé Microsoft Office 2010. Ciing sidng
nhu Word (chuong trinh a7 li vin ban), Excel (bang tinh), Outlook (trinh
quan i e-mail va quan li cong viéc ca nhan) va Access (co siv dif lidu),
PowerPoint gitip tao nén cic bai thuyét trinh sinh dong va 16i cudn.

1. Khoi ding va thoat Microsoft PowerPoint 2010

1.1. Khadi ddng PowerPoint 2010
Tuy theo phién ban Windows ma dutmg din dén chuomg trinh
PowerPoint5& khacnhau dai chit. Trong Windows XP, Windows Vista va
Windows 7 thi dutmg dan truy cip dén chuong trinh giong nhau. Cac
budc khii dimg nhu sau:
1. Tircvea sd Windows chon Start / All Programs / Microsoft Office
2. Nhélp chudt Ién Microsoft Office PorverPoint 2010

BlH9-0R_QAVEI: Presentationl - Microsoft PowerPoint o B 22
e Insert Design Transitions Animations Slide Show Review View Developer Add-Ins  Acrobat & e
- A A

U 8 abe 2Y- Aa- | A -

Click to add title

Click to add subtitle

‘ Click to add notes

Gino dign chinh ciia chuong irink PowerPoing 2007

1.2, Thoat PowerFPoint
Thodt chuong trinh PowerPoint rat don gian, theo cic cich sau:
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s Cich I: Nhdp vdo niit Close {(22) & goe trén cing bén phdi cia s8
PowerPoint, hodc

s Cach 2: Vao ngdn Filechon Exif, hodc

» Cdch 8: Ditng t8 hop phim tdf <AL T F4>

Khi co su thay ddi trong noi dung bai thuyét trinh méa ban chua hn Lai thi
PowerPoint sé hién hop thoai nhic nhé.

o Chon Save s& hat lai ede thay At trede khi thedt PowerPoint.

» Chon Don't Save. s& thodf PewerPoint md khéng hat lai cde thay dar.

o Chon Cancel: & huy lénh thodt PowerPoint.

Microsoft PowerPoint

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

i Save i [Dog‘tSave J [ Cancel J

2. Tim hi&u cac thanh phan trén cira sd chuong trinh PowerPoint
Giao dign cia PowerPoint 20 10 khong co nhiéu thay ddi so véd phign ban
2007. Cacthanh phén trén ofa s d PowerP oint nhar sau:

Hgin File Tharh trang théi Ehuwnpe soan Close
: - z i 1: ali Ilaarize/Restore
Cick Aeocess toolhar Title har thao zod 14 slide o
| Ilimarmize

T 1 | .
[ | 4 -3 3@ PowerPoint 2010.pptx - Micropoft PowerPoint = B ER
W Insert Design Transitions Animations Slide Sl Review View Developer Add-Ins Acrobat ()

B. Ba Tella x| SOEEL P g @2 (s

Baste & S?:;:rv B B 7 U S abe 2V- Aa- | A - ’g % T:?'l shapes Arrange S%Llu:skv ;- Editing

Clipboard &= Slides
Vi

Font Drawing [F)

1

’ I Main Outline 1
Nga.n Slides i

/////lf/l

Click to add notes |

Cric thamh phdn frén cisa 8 Power Poini
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» Thanh tig¢u dé (Title bar): Thé hié¢n tén cia chuong trinh dang chay 1a
PowerPoint va tén cila bai trinh dién hign hanh. Néu cifa sd chura toan
man hinh thi cd thé ding chuat kéo Title bar dé di chuyén ciasd.

» Quick Access Toolbar: Chira ciclénh tit ciia cic lénh thong dung nhat.
Co thé thém /bét cic lénh theo nhu ciu s dung.

» Niit Minimize: Thunho cira s tmeg dungvao thanh tic vu (taskbar) cia
Windows; ban nhip vao mit thu nhd cida img dung trén taskbar dé
phong to lai cda sd img dung.

» Niit Maximize/Restore: Khi cifa 56 & ché d6 toan mén hinh, chon nnit
nay sé thu nhd cra 56 lai; néu cia sd chira todn man hinh thi khi chon
it nAy sé phong to ci¥a sd thanh toan man hinh.

» Niit Close: Bong img dung lai. Ban co thé nhin ducc thong bao luua lai
cic thay ddi cia bai trinh dién.

» Khu vire soan thao bai trinh dién: Hién thj slide hi¢n hanh.

» Ngin Slides: Hién thi danh sach cicslide dang oo trong bai thuyét trinh.
= Ngin Outline: Hién thj dan bai cia bai thuyét trinh.

» Thanh trang thai (Status bar): Bdo cio thong tin vé bai trinh dién va
cung cAp cac mit lénh thay ddiché do hién thi vaphdng to, thu nhd wing
soan thao.

*» Ribhon: Chitc ning cita Ribbonla su két hop cia thanh thue domva céc
thanh cong cu, dugc trinh bay trong cac ngin (tab) chita nat va danh
sach lénh.

Ribbon ducc td chite thinh nhiéu nein theo dnic ndng trong qua trinh
iy dung bai thuyét trinh. Trong mdi nein lénh lai duge td chite thanh
nhiéu nham lénh nho gihip ngudi dimg dé hiéu va dé st dung cic chirc
niang ciia chuong trinh.

Mgan lEnh theonglk canh
Céc ngan choka [Enh (Tabs)
4 \

BlH9-0(+ PowerPoint 2010a.pphx - Micrasaft PowerPoint wm: &l 52
W Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Design Format Format (A~ 9

Fﬂj’ & N =] Layout - e FA L (B Es Al @ @% & Shape Fill ~ 44 Find

= Ba~ BoReset EL [ shape Outline - | 23, Replace =

Pt g | MW ctions | B 4 U @b Hrde | Av w | hopes Arenge QUK D snapeereds~ | [y select~

Clipboard 1 Slides Font I Drawing m|  Editing

Mhiam lénh L& hip thoat
Ngiin Home frén Ribborn
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= File: Mir thue don File tit d6 ta co thé truy cip ciclénh mié (open), hm
(save), in (print), tao mbi (hew) va chia s& bai thuyét trinh.

» Home: Chita cic nit 1énh tharémeg xayvén st sung trong qud trinh soan
thao bai thuyét trinh nhu cic 1énh vé sao chép, cit, ddn, chén slide, hd
cuc slide, phin chia section, dinh dang vin ban, vé hinh va cic lénh vé
tirn kiégm, thay thé...

= Insert: Thuc hién cic lénh chén, thém cic doi hrong mé PowerPoint
hd tro nhar Ia bang biéu, hinh anh, SmartArt, do thi, vin ban, doan phim,
am thanh,...

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

EEHE « B PPl QN EEAETE TQ S

Table Picture Clip Screenshot Photo Shapes SmartArt Chart | Hyperlink Action Text Header WordArt Date Slide Object Equatlon Symbaol V\deo Audio
o Art > Album ~ hd Box & Footer i & Time Number 5
Tables Images Tustrations Links Text Symbols Media

Negdrn Inseré
» Design: Thuc hién cic lénh vé dinh dang kich cf va chiéu hémg cia

cic slide, handout, 4p dung cic mau dinh dang va ciac kidu hinh nén cho
slide.

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

Colors =
@ A A A H e @Backgruund Styles ~
a a a %I @ Fonts =
Page Slide E"'.ﬁ EmEmE EnEEEm [ Hide Background Graphics
Setup Orientation ~ = =| [@] Effects ~
Page Setup Themes Background [F]

Ngein Design
» Transitions: PowerPoint 2010 td chitc Transitions thanh mot ngin moi
trén Ribbon siip ap dung va thiét Kp cic théng 50 cho cic higu img
chuyén slide rit nhanh chong v thuén loi. Neoai ra, co thé xem truée
hiéu img chuyén slide ngay trong ché do soan thao.

@

Home Insert Design l Trans\tlonsli Animations Slide Show Review View Developer Add-Ins

@ Q Sound: | [No Sound] ~ | Advance Slide
D ' - . . . . @ Duration: (0200 3 | On Mouse Click
Preview Effect
None Cut Fade Wipe Split Reveal Optmns EAppLyTo Al After: |00:0000 2
Timing

Preview Transition to This Slide

Nedn Transttons

» Animations: Danh muc cic higu img dp dung cho cic ddi tuomg trén
slide, sao chép hiéu img sifta cic ddi tuone, thiét Ep thed gian ciing nhe
cac su kién cho cac higuimg.
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Home Insert Design Transitions ] Ammatmnsl\l Slide Show Review View Developer Adddns | Format |

* -‘ *3p Animation Pane b Start: | On Click -| Reorder Animation
ﬁ * g Trigger ~ © Durstion: |02.00 S || % MoveEarlier
Teeter Spln Add —

—| Efec I
o/ Shiink Hesotiaten || Options ~ | Animation = &Ammatloﬂ Painter . Delay: |00.00 5| = Move Later
Animation (F} Advanced Animation Timing
Ngdin Animations

» Slide Show: Chudn bi cic thiét lap cho bai thuyét trinh truére khi trinh
dién, tuy bién vé mét noi dung cda bai thuyét trinh trong cic tinh hudng
bdo cdo, broadcast bai thuyét trinh cho cic khan gia theo dbi tirxa va
thiét lip cic thong s6 cho ciac méan hinh hién thj khi trinh dién.

Home Insert Design Transitions Animations ] Slide Show r]\ Review View Developer AddIns | Format |

= - .PIayNarratlons Rem\utmn: Use Current Resolution -
Y B & o

. Use Timings ShowOn: -
From From Broadeast  Custom 5et Up Hide Rehearse Record Slide N
Beginning Current sude Slige Show Slide Show ™ | Slide Show Slide = Timings  Show~ [l Show Media Contrals Use Presenter View
Start Slide Show Set Up Manitors
Neein Slide Shouw

» Review: Ghi chil cho cic slide trong bai thuyét trinh, so sanh va tron
nii dung gitta cac bai thuyét trinh va cong cu kiém tra 16i chinh ta.

Home Insert Design Transitions Animations Slide Show I Re'viewl\L View Developer Add-Ins

v @ % ¥ 2 aHdwtatw Azl &

sSpelling Research Thesaurus | Translate Language | | Show ‘ New Edit  Delete Previous Mext | Compare Accept Reject o End
- - Markup| Comment Comment - - ~ [ Reviewing Pane peyiew
Proofing Language Comments Compare
Nodrm Revrieir

*» View: Chuyén ddi qua lai giita cic ché do hién thij, cho hién thj hodcdn
thanh thuic, cic duémg hréi, didu chinh kich thuéc ving soan thao,
chuyén ddi giita cic ché do mau hién thij, s3p x€p cic cirasd,...

Home Insert Design Transitions Animations Slide Show Review [ Vi l Developer Add-Ins
[ Ruter Q . M color | = Amrange All EE
. Gridlines E Grayscale - % Cascade | %
Mormal| Slide MNotes Reading | Slide Handout Motes Zoom  Fitto ’ New . Switch Macros
Sorter Page  View Master Master Master | [0l Guides Window | bl Black and White | window Move Split ' windows ~
Presentation Views Master Views Show [F] Zoom Color/Grayscale Window Macros
Negdr View

» Developer: Nogin nay méc dinh duge 4n vi nd chi hita dung cho ciclap
trinh vién, nhimg nguéd co hidu biét vé VBA. PE md ngin niy nhén véo
nit File | Options | Customize Ribbon | Developer.
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Home Insert Design Transitions Animations Slide Show Review View [ Developer Add-Ins

m AW..=|§Properﬁes @‘?

Visual Macros Macro | Add-Ins COM =) E:] = 35 | 55 View Code | Document
Basic Security Add-Ins Panel
Code Add-Ins Controls Maodify
Ngein Develo per

» Add-Ins: Nedn nay chi xust hign khi cii &4t thém cic tign ich cho
PowerPoint.

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

Vietkey021 ~ @) snaglt B | Window - @
VABRE S
Menu Commands Custom Toolbars
Noein Ardd—Ins
NOi dung 3

TAQ BAI THUYET TRINH CO BAN

Hoat dong nay trinh bay cich tao mot bai thuyét trinh méd dua vio cac
méu thiét ké sin cia PowerPoint ciing nlnt tir cic mau dinh dang do
noudi dung thiét ké. Ngodi ra, trong hoat dong nay ciing trinh bay mot
50 thao tac co ban doi v bai thuyét trinh nhu luu trit, chon dinh dang
tap tin.

1. Tao bai thuyét trinh
PowerPoint cung cip nhiéu cich thite d€ tao mot bai thuyét trinh mi.

1.1. Tao bai thuyét trinh réng

Khi khéi dong chuong trinh PowerPoint thi mot bai trinh dién rdng
(blank) 43 mic dinh duoc tao ra, ban chi cin tiép tuc soan thio noi
dung cho cac slide.

Khi dang trong cira s6 PowerPoint va mudn tao thém mot bai thuyét
trinh réng nita, ban lam theo cic buére sau:

1. Vio ngan File
2. Chon l¢nh New, hé p Available Termplatesand Theresxaudthign bén phdi
3. Chon Blank presentation
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4. Nhdn niif Create dé tao mdi.

BRIEA9-0Q VEIs Presentation2 - Microsoft PowerPoint o B8R
File Home Insert Design Transitions Animations Slide Show Review Wiew Developer Add-Ins  Acrobat & 0
Il save i i

Available Templates and Themes Blank presentation
B save as
EZ Open + + f& Home
B Close o o |
Info ) )
Recent Blank Recent Sample
presentation | templates templates

EEE - &

print ) N ) 1
T—{ammmus|
Share Themes My templates ~ New from D
existing

Help Office.com Templates  [Search Office.com{| Create
Add-Ins 7 = gEY L
H epnee ﬁ ﬁ e
B3 Exit

Agendas Award Calendars

certificates

Hép thoai New Preseniniion

1.2. Tao bai thuyét trinh Hr mau cb san
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PowerPoint Template 13 cic miu dinh dang 43 duoc thiét ké sin
{template) kém theo trong b Office hodc dugc tai tir nternet. Template
ct thé chira cic layout, theme color, theme font, theme effect, cic kiéu
nén cita slide va co thé chita ¢ cic ndi dung mau. PowerPoint cung cip
rat nhiéu template va duape thiét ké véi nhidu chi dé khdc nhau
{Business, Education, Finance, Holidays, Inspirational, Religion, Social,
Sports, Science, Technology) phi hop cho rét nhiéu tinh huéng béo cio
trong thure té.

Co thé tu minh thiét ké cic template dé si7 dung lai nhiéu 14n hosic chia
s& cho ngudi khac. Ngodi ra, trén Internet co rat nhiédu trang web chuyén
cung cip cic kifu template dep va duoc cip nhét thaime xuyén nhar
office.com, powerhacks.com, templateswise.com,...

» Diing cic miu duge xiy dung sin kém theo phan mém Microsoft
PowerPoint

Cdc mau trong phin nay khong nhiéu vi PowerPoint con cho phép ban
chon mau hir cic noudn khic, dic biét I tir nternet. Cac bude thuc hiégn:



Vo ngdn File

Chon Iénh New, hé p Avatlable Templatesand Themesxidthign bén phdi
Chon Sample ten plates

. Chon mit mdu thidt k& tir danh sdch bén dudi vé xerm hinh minh hoa
phia bén phdi cita sd.

5. Nhédn niit Create dé tao mot bat thuydt trinh.

SR SR

Blbd9-063VE- PowerPoint 2010a.pptx - Microsoft PowerPoint o B R
Fil Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat @ 0
I save

Available Templates and Themes Contemporary Photo Album
ﬂ Save As
E3 Open #)+ £} Home * Sample templates
ﬁ Close

Info
Recent

print Classic Photo Album Contemporary Photo

Album
Share D
Help Create
Add-Ins ~ h
[z3 options
B Bt

Five Rules Introducing PowerPoint
2007
=
MéE 38 mdu tenplates

¥ Diing cfic méu tir trang web office.com

Trang web office.com cip nhat thuimg xuyén cic mau thiét ké méd va
dep, do vay ban co thé tao bai thuyét trinh méi 51 dung mau hir ngudn
nay. Cac budrc thuc hign:

1. Vio ngdn File
2. Chon l¢gnh New, hip Available Ternplatesand Thermesxaidthign bén phdi

3. Di chuyén dén Office.com templates. Tal day, edc méu dreoenhém lai
theo ndi dring ciia chiing.
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4. Vi duy chon nhém ld Presentations, chon #Hép phdn logi mdu ld
Business vé doi frong gidy lat 48 PowerPoint edp nhadt danh sdch cde méu
fir Internet.

5. Chon mdt mdu thidt k& tir danh sdch bén duedi vé xerm hinh minh hog
phia bén phdi crea sd.

6. Néu ddng v véi mdu dang xem thi nhén niit Download 42 tdi vé va tao
béi thuydt frinh midi theo mdu néy.

BlHY-0 4 V&= PowerPoint 2010a.pptx - Microsoft PowerPoint o B R
(1 Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat & 0
= save 5 5

Available Templates and Themes Project status report presentation
& savens Download size: 1385KB
B3 Open (#) % {3 Home » Presentations » Business Rating: Y7s %77 (0Votes)
Office.com Templates
B Close p Search Office.com for l:_] ER—
Fs
Info B Pt v
Recent
Print _
Pitchbook Project status report
Share presentation A
Help D
% Add-Ins + Download
Options e
|
B it
Sales training Financial performance
presentation presentation B
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Chorn mdu i trang office.com
¥ Ding cic miu thiét ki ciia ban tao hodc ctc méu suu taim dang luu
trén dia
Khi PowerPoint 44 timg tai mot mau thiét ké méd tir nternet vé may thi
nd sé ty dong hu mau do vao danh muc My Templates. Lam theo cic
burére sau @€ sit dung mit miu dang hm trén dia:

1. Vdo ngdn File
2. Chon lénh New, hép Available Ternplatesand Theresxaidthién bén phar



3. Chon My termplates

4. Chon mdt mdu thidt & tit danh sdch bén dudi vé xerm hinh minh hoa
phia bén phdi cita sd.

5. Néu dong v véi mdu dang xemn thi nhdn niit OK dé tao béi tunet trinh
mdi theo mdu néy.

New Presentation

Personal Templates

2010 calendar . pok =
BE| ause and effect diagram.pot .
ﬁFood pwramid presentation.pok Presigm

ﬁLightning skrike image slide.pot
ﬁSix—month timeline  pok

] dtt 1 2MailMergell pot

EWorld in hand design template, pot

I oK I [ Cancel J

Cricmdu deang b frén din

1.2. Tao bai thuyét trinh Hr mot bai c6 san

Khi di co sdnmot bai thuyét trinh, co thé tao bai thuyét trinh méd mé noi
dung tuong ty dua trén bai sin co 46 dé tiét kigm théd gian. Cac buic
thure hign nhir sau:

1. Vio ngan File
2. Chon l¢gnh New, hé p Available Ternplatesand Theresxaidthign bén phdr

ke

Chon New from Existing

.

Hély im één not chita tdp fin Binh didn mdu vé chon né

&

Nhdn niit CreateNew dé too moi bai trinh dién duea trén fdp tin oo sén.
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Hew from Existing Presentation

tookin: [ (3 Bocks 2010 ¥ @-@ Xoi@E-

@My Recent (2 Multimedia
Docurnents EﬂMvTemplates

(B Deskton (2 PowerPoink 2010.pptx
PuwerPDint 2010a.pptx
"‘D*V : P e pptx
ol PuwerPuint_ZDlD.pptx
My Type: Micrasaft Office PawerPaint Presentation
el Size: 17.3 MB
gMy Metwark, Date Modified: 12/19/2009 5:51 AM
Places

File name: | - |

Files of bype: |A\I PowetPoint Presentations (%, ppty™ . pps;™ pot; ¥, pptxg®. pptm; *.ppsx g™  ppsm;® . pobg ™, pakm; * hitn v |

i Create Mew H Cancel

v

Tao bei thuyet frink Hemdt baics =

2.3. Tao nhanh cac slide thuy&tl trinh UF tap tin dan bai
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Ngoai nhimmg cich trén, PowerPoint con cho phép tao bai thuyét trinh tir
cic tip tin chda cac img dung khic. Vi du, ching ta hién soan trurde dan
bai cia bai thuyét trinh trong cic trinh soan thao vEn ban Word,
WordPad, NotePad,... S5au d6, PowerPoint nhip cic dan bai nay vao
thanh cac slide v chi cin bd sungthém cic hinh anh, video, am thanh,...
l4 &3 co mot bai thuyét trinh hoan chinh. Cac buére thare hign nha sau:

Open |i
Lookin: [ £ Books 2010 ¥ @& XciE-
@ My Recent Mame & Size | Type Date Modified
S T — File Folder 1/1/2010 11:07 AM
(83 Deskiop (CMyTemplates File Folder 1{6/2010 1:46 FM
5 Mau‘docx F3KE  Microsoft Office Wio..,  1/6/2010 8:52 AM
1] 3 P ;
plch—. nikOutling rtf 33KE  Rich Text Format 146/2010 2:09 PM
o PowerPoint2010,d 133 KR Microsoft Office Wo.,,  1/7/2010 357 AM
2 c;mpute, B\powerPoint2010_Te] Type: Rich Text Format rosoft Office Wo...  1/6/2010 7:44 AM
Bwhat news docy | Dt Modtied: 16(2000 2:08 PM e ffice ... 12)18(2000 10:14 AM
Q My Network ' Size: 32.4 KB )
Places yBackup Folder 147/2010 3:57 AM
File name: | - |
Files of type: [all outlines (. bty * vty doc ™ wpd;* awps;™ doc; . doem) ]

Tao nhanh bai thuyet brink B idp Hn outline



Vido ngdn File
Chon lénh Open, hép thoai Open xudt hign
Tai Files of fype chon kidu tdp tin ld All Outlines

e L2 Mok

Chon tdp fin Outline mong rmuedn vd chon Open 88 mid.

2. Luu bai thuyét trinh
Trong sudt qua trinh bién soan bai thuyét trinh, chiing ta phai thuémg
xyén thure hign lénh hm tap tin dé tranh cic sy cd bat nee xay ra co thé
lam mat di cic slide méa ta vira bién soan. Tuy theo théd diém thuc hign
1énh hm ma PowerPoint thuc hign cic hoat dong khihc nhau, san davla
mot s6 truims hop.

2.1. Luu bai thuyat trinh Ian dau tién o dinh dang PowerPoint
Lan dau tién thue hign lénh hn tip tin bai thuyét trinh thi PowerPoint sé
mdr hip thoai Save As. Tir hap thoai nay, ban hiy dat tén cho tip tin,
chon loai dinh dang téip tin va chon vi tri trén 6 dia dé luu triv. Cac buic
thuc hign nhwsau:
1. Vdo ngen File
2. Chon lgénh Save, hip SaveAsxudthign
3. Nhdp tdn idp tin bai thuyst finh tai hép Filename. Vidy ban ddt tén
tip #in I PowerPoint 2010. (Tdp #in nédy s& deae divng A48 thue hénh trong
car viduy sau ndy eria Wi lidu).
4. Chon loai dinh dang tdp tin tai Save as type. Vi du ban chon kéu tdp
fin Ia PowerPoint Presentation (Y. ppix).
*  PowerPointmdodinh kidu idp fin ld PowerPoint Presentation (*.ppix),
I¢i kidu dinh dang diing che PowerPoint 2007 véa 2010.
o (¢ thé i 18p #in theo dinh dang PowerPoint 97-2003 Presentation
(. ppt) & cdc phién bdn PowerPoint 2003 tré vé trec co thé mé duoc bai
thuvét rinh tgo trén PowerPoint 2010. Tuynhién, cde higu ing vd cde kéu
dinh dang ddc thit aia PowerPoint 2010 =& khéng hoat dong.
5. Taihdp Savein, m dén thu muc odn T tdp Hin.
6. Nhédn niif Savedd ha.
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Save in: |Ei| Books 2010 gl @-@ X &

My Recent | |E)Backup
< Documents | P=ypylkimedia

(@ Desktap [CryTemplates
OpenSampIeOutIine.pptx
My PowerPoint 2010.pptx
® Document s (o 2
PowerPolnt 2010a.pphx
Iy (SE :
E Computer PowerPolnt 20105ample.ppkx

SE| PowerPaint_2010.ppt
gMy Mebwork - RH
Flaces

File: name: |TenBaiThuyetTrinh.pptx

]
5&ve as Lype: F'u:n.--_ ink: Presentatio gl
)

A

2.2, Luu bai thuyét trinh cac lan sau
Sau khi 44 o tap tin trinh dién, khi ¢o higu chinh, thém noi dung va
mudn hru bai thuyét trinh lai c6 thé Im theo mot trong cac cach sau:
» Vio File|chon nit Save, hodc
s Nhdn niit Sare {lg} trén Quiick Access Toolbar, hodc
o Nhdn t3 hop phim @t <CirleS>.

Home Insert Design Tran|
-
g Information

B savens
ﬁ Cpen

B Close %
Protect
Presentation ~
Recent |

2.3. Luu bai thuyét trinh o cac dinh dang khac
PowerPoint cung cip rat nhiéu kiéu hm dinh dang khic nhau cho ban
Ira chon, tirvigc hna bai thuyét trinh sang dinh dang hinh anh nlnr JPEGs
(.jpg), Portahle Document Format {pdf), trang weh (honl), Open
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Document Presentation (.odp — phin mém bién soan bai thuyét trinh
trong ho OpenOffice), va tham chi I luu bai thuyét trinh sang dinh dang
phim,...

Thure hién cac bude sau dé hn bai thuyét trinh sang cic dinh dang khic:
1. Mé béai thuwdt Binh ruedn i sang dinh dong bhdc, vi du dong pdf.

2. Vio ngdn File.

Chon lgnh Save As, hip Sare As xudthign.

e Lo

Tai Saveas type, ban chen lai éu dinh dang Khde.
5. Nhdn niit Saredéthie hign lénh.

: |
File: marme: |Pu:uwerPu:uint 2010.pplx

Save as bype! |ppoE i*.pdf)

PowerPoint Presentation (¥, ppkx)

PowerPoint Macro-Enabled Presentation (%, pptm)

PowerPoint 97-2003 Presentation (*

PDF i* pdfy

Y ,. #PS Document (%, xps)
~ |PowerPoint Template (. pokx)

L |5

ppt

2.4. Chuyén bai thuydt trinh sang dinh dang video
Nhim gitip dé dang hon trong viéc giti thigu dén khdn gia va chia sé tai
litu, PowerPoint cho phép chuyén bai thuyét trinh sang mot sd dinh
dang video thong dung nhu Windows hMedia Video (.wimv) va tir 4o co
thé dimg cic cong cu 1 li phim &€ chuyén ddisang cic dinh dang video
khac nhu .avi, .mov,...
Mot diém rit hay khi chuyén bai thuyét trinh sang dinh dang video Ia tit
ci cic higu tng, hoat cinh, am thanh hay phim nhiing trong bai déu
duoe ty dong chuyén theo, ké ca vigc ghi ém long tiéng va sit dung con
tro laser trong bai thuyét trinh.
Cac budc thuce hign nhar sau:
1. Mé bai tunwt frinh paidn chuwén sang dinh dong video.

Vo ngdn File

Chon lgnh Share

Tainhom File Types, chon Createa Video

s Lo Do
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BEH9-0O_QTVEI- PowerPoint 2010.pptx - Microsoft PowerPoint o B R

-

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

Help

B3 et

H Save }
& Share Create a Video
Save As
@a Send Using E-mail Create a full-fidelity video from this presentation that can be
ﬁ Open distributed by using a disc, the Web, or e-mail.
- Saveto SkyDiive B Incorporates all recorded timings, narrations, and laser
G’ Close . &4 pointer gestures
Inf Saveto SharePoint B Includes all slides not hidden in the slide show
AL ¥ Preserves animations, transitions, and media
g i B  Broadcast Slide Show
ELEn The time it takes to create a video varies depending on the
E  Publish Slides length and complexity of the presentation. You can continue to
New use PowerPoint while the video is being created.
: File Types o Get help burning your slide show video to DVD or
Print

I3  Create PDF/XPS Document

7 Add-Ins

Options Seconds to spend on each slide: | 05.00 =

-

uploading it to the Web
B Change File Type

Computer & HD Displays

For viewing on a computer monitor, projector, or hi...
G o>
Don't Use Recorded Timings and Marrations

@ Package Presentation for CD

-

® Mo timings or narrations have been recorded

% Create Handouts

o

Create
Video
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5. Chen chét lupng video fai hép xd xuing phia bén phdi ctia s Share.
Ca ba lva chon che ban:

* Computer & HD Displays: 28 fae videe véi chdt lvpng hinh dnh cao
nhdr vé dp fin sF oo dung Ivong lom nhdt. Kidu k9 xaudf ndy co thé diing
A& phet trén mdn hinh mdy tnh, mdy chidu hedc cde thiét bi hidn thicd
cld phdn gidi cao.

« Internet & DVD: Che chdt hang video & mikc frung binh va fdp tin cd
keh thiese via phdi. Kidu k¥ xudt ndy thich hop che vige chia sé qua
mang Internet hay chép ra dia DVD.

« Portable Devices: Xidt ra videe cd chdt lvong thdp nhdt va tdp tin s&
c6 kch thrade nhé nhdt. Loai k¥t xuudtndy thich hop &8 ii vdo cde thidt bi
di dongnhi Zine, ede PDA hay Smgrt Phone...

6. Tgi Use Recorded Tirmings and Narrations ben co cde ey chon sae:

* Don't Use Recorded Timings and Narrations: Nétt ban khéng mudn
léng tidhg va ghi lai cde hoat dong aia con £6 laser thi chon fuy chon nédy.



* Use Recorded Timings and Narrations: Chi che phép chon hi ban dé
hodn td vigclong tidhg vé cde hoat dong cia con 76 laser trong béi thunt
trinh. Ban chon &y chon nédy néu mudn video Kt xudt o6 long tidhg va
cic hoat ddng cria con 0 laser.

Computer 8 HD Displays .
For viewing on a computer monitor, projector, or hi...

Computer & HD Displays \J
For viewing on a computer monitor, projector, or high definition display (Large — 960 x 720}

Internet & DVD
For uploading to the Web and burning to standard DVD (Medium — 640 x 480)

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

Don't Use Recorded Timings and MNarrations
o

* Mo timings or narrations have been recorded i

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

Use Recorded Timings and Narrations
Record timings or narrations to enable this option far your videa,

W3 | Record Timings and Marrations

'@ Preview Timings and Narrations

Chwnén bai thunét brinh sang dink dang video

7. Nhép niit Cracte Video, hép thoai Save Asxudthign
8. Bdttén tdp tin, chennet had tritvanhdn niit Savedé bt ddu chuyén 4ot

© windows Media Player

Mow P aying J Library

SMART ART

00:13701:52

Xewn bai Hnét trink frong Windows Media Playver
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2.5. Chuyén PowerPoint sanqg dinh dang PDF va XPS

Pé cd dinh cic dinh dang trong tip tin khi chia s&, in 4n thi nén hm
PowerPointsang dinh dang PD'F hodc XPS. Bo Microsoft Office 2010 tich
hop sin cong cu chuyén ddi sang dinh dang PDE/XPS rit dé dang va
nhanh chong.

¥ Portable Docurment Format (PDF) 1a dinh dang ditligu dimg &€ chiasé
phd bién nhat hién nay, dam bao vé dinh dang cfa tip tin khong hj thay
ddi khi xermn hodc in 4n va kha kho khan khi mudn thay ddi ditligu mano
hru trit. Binh dang PDF ciing rat hita ich cho cic tii ligu xudt ban thuong
mai khi mang di in 4n.

¥ XML Paper Specification (XPS$) ciing I dinh dang tip tin co chitc ning
tuong iy PDF nlnmg do Microsoft by dume.

BIA9-0QTE- PowerPoint 2010.pptx - Microsoft PowerPoint o B R
Home Insert Dresign Transitions Animations Slide Show Review View Developer Add-Ins Acrobat & 9
H Save
Share Create a PDF/XPS Document
E Save As
25 open @3 Send Using E-mail S-a\.re this presentation in a fixed format.

EF Close . Save to SkyDrive B Preserves fonts, formatting, and images
B Content cannot be easily changed
Info Bl Saveto SharePoint H  Free viewers are available on the Web

Recent
New

Print

@Clea{e PDF/XPS Document )

Document looks the same on most computers

B  Broadcast Slide Show %
E  Publish Slides i
Create a

PDF/XPS
File Types /

Change File Type
g yp

HElE ﬁ Create a Video
i Adrdns = @ Package Presentation for CD
Options
% Create Handouts
B Bt
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Chuyvén bai thunet rinh smg PDFXPS
Cac buire chuyén PowerPoint sang dinh dang PDF hodic XPS:
1. Mé béi thuwdt inh nuedn chinwn sang dinh dang PDF/XPS.
Vo File
Chon lénh Share
Teinhom File Types chon Cregte PDF/XPS Document

o o



5. Nhénniit Cragtea PDFIXPS, hip thoai Publish as PDF or XPSxaudt hign
6. Nhdp tén bai thuwdt binh vde hép Filename
o Né&t chon Open file after publishing thi tdp tin PDF/XPS st khi
chuyén s& dveoc md lén.
s Tgi Optimize forco hat lia chon:

— Standard:khi mudn phit hinh tnge tuyén vii chét hromg cao vé hinh anh
hoic dimg cho vigcin 4n (kich thrére thp tin 1ém).

— Minimum size: dimg cho vig¢c doc true tuyén 1a chid yéu vi khi in ra cac
hinh sé& hj mér (kich tharére tip tin nha).
7. Nhén niit Option & thidt Idp thém cdc Hity chen:
» Toi Range: chon edc slide edn chuyén 461 hodc c6 thé chon it auston
show md ban dé tao trse do trong bat thuée trinh.
o Tgi Publish options: chon hinh thitc ma slide s& in ra ftrén gidy nhu
kiéu handout, slide, notes pages hode lé outline. Noodi ra con cé edc tuy
chen khdc nhu &6 khung cho slide, in cde slide bi édn, in ede thing fin chii
thich hay théng fin chinh sua...
s Toi Includenon—printing information:

— Chon Document properties thi cac thudc tinh cia tip tin PowerPoint sé
chuyén sang thanh thuéc tinh cda tip tin PDF /XPS.

— Chon Documentstructure tags for accessibility: dira cic thong tin vé ciu
tmic sang tip tin PDF /XPS.
» PDF options: fity chon vé tinh freomg thich véi Héu chudn ISO vé quy
dinh cdch chuvén vén bdn thanh dong chit bitmap (lam tdng kich thude
fdp fin) néu cde font hong thé nhiing véo tdp fin PDF duoe.
8. Nhénnitt OKsau khithidtldp xongede iiychon vddéngerta sé Options.
9. Nhdn niit Publish &¢ bét deae chuyén doi.

2.6. Tuy chon Iuu trir
Cd mot s6 tuy chon khi hni iy ddng chid ¥ nhar thiét lp kidu dinh dang
mic dinh, thiét Kp théd gian loa to dong vid muc dich phuc hoi khi co sy
cd, quy dinh thar muc hnu triy mic dinh, thiét Kp nhing font chit ngay
trong bai thuyét trinh, ...
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2.6.1. Thay dii dinh dang tan tin mac dinh
Pé thay ddi dinh dang tap tin i trit méc dinh cfa PowerPoint, thac
hién theo cic budc sau:

26,2

265
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1.
2.
3.
4.

Vo ngdn File

Chon Options, hip thoat PowerPoint Options xudt hign

Chon Sare tit danh muc bén trdi cita so

Tai Save files in this format ban chon kidu dinh dang mde dinh tithép

xd xedn g kE bén.

5. Nhédn OKhodn it vide thidtldp. K& i thet didmndy, cde idp fin mdi
tgo khi dvoc lar s8 mde dinh chon kidu dinh dang fép tin néy.

Thigt I3n thai gian lul &ty ddng wadl muc dich phuc hdi khi oo sy cd

1.
2,
3.
4,

Vo ngdn File

Chon Options, hip thoat PowerPoint Options xudt hign

Chon Sare fit danh muc bén trdl cita s

Chon Save AutoRecover information every <10 minutes v thidt ldp

lai khedng that gian md PowerPoint s thiee hign Ignh lae it
5. Nhédn OKhedn tdt vige thidtldn.

ThiEt IS the muc luu il mSc dinh

1.
2.
3.
4.

Viio ngdn File

Chon Options, hip thoai PowerPoint Options xadt hign

Chon Save fit danh muc bén frdi ciia s6

Tai Defauli file location nhdp véo drwme ddn dén thu mue cdn hat brit

rade dinh.

5. Nhén OKhodn tdt vige thidtlap.



PowerPoint Options

General
Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

H Customize how documents are saved.

Save presentations

Save files in this format: |PowerPoint Presentation EI

Save AutoRecover information every minutes

Keep the last Auto Recovered file if I close without saving

AutoRecover file location: |C:\Documents and Settings\ttphong\Application Data\Microsoft\PowerPoint\

Default file location: | D:\Phong\Giao Trinh\PowerPoint 2010

Offiine editing options for server files

Save checked-out files to:(D)
0 The server drafts location on this computer
@ The Office Document Cache

Server drafts location: |C:\Documents and Settings\ttphong\My Documents\SharePoint Drafts\, | [ Browse...

File merge i for shared d it it server files

D Show detailed merge changes when a merge occurs

Preserve fidelity when sharing this presentation: @ Presentationi @

Embed fonts in the file ®

O Embed only the characters used in the presentation [best for reducing file size)
@ Embed all characters [best for editing by other people)

[ ok ][ cance

)
=

Tuy chon Iu iriz

2.6.4, Mhang font kem theo bal thuyet trinh

Nhiing cic font chit dic biét sit dung trong bai thuyét trinh I rt cin
thiét vi co thé nhitng ngréi khiac chua cai dit cic font chit nay vao may

cita ho. Cac bude d€ thuc hign nhu sau:

Vo ngdn File

Chon Options, hip thoat PowerPoint Options xudt hign

I
2
3. Chon Save tirdanh muc bén trdi cita si
4.

Chon Embed font in thefile vd chon H8p Embed all characters dé cho
phép nhimg noen Khde o6 thé higu chinh voi nhime font ddc bigt ong

beil threydt trinh.
5. Nhén OK hodn tdf vidc thidtlap.

3. Thyc hién cacthao tac vdi slide

Khi tao mdi bai thuyét trinh, PowerPoint chén sin slide tira dé vai hai
hop vin ban trong goi 1A cic placeholder. P4y 14 cic placeholder dimg
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dé nhip van ban. Neoii ra, PowerPoint con co nhiéu loai placeholder
khac dé chén hinh anh, SmartArt, bang biéu, do thi,...

.IE"! U RFEI= Presemintiond - Microscft Fowsrfoint -
[ Homr | lum Degn Temeonr Amestonr SdeTmow Reeew Ve Demlape Adddn Amaba = g
& = B Lot == iEEE 3= i - MFnd

E = g et | Ao | E ! N _d Iﬁ % ‘z & Repioo -

| B W e | A NN - gy, | TP Gu D |
| |
EIiTE

Qtasnd Shoes Fosit 5| Parsdrap £ [

HeginStides § [ 0T

Slide fiaz A8 bai thuyét trink véi hai placeho lder
€6 nhiéu kifu bé tri cic placeholder trén slide ma PowerPoint xay dimg
sdn duge woi la cac layout. Tuy theo noi dung can xay dyng cho slide dé
chon kiéu layout phi hop.

&0

Title and Content Section Header

_____________________________

s R (St I
Two Content Comparison Title Only I
N
™ =]
S
Blank Content with Picture with
Caption Caption IEI

Cric 48 Imout ciia slide



3.1. Chén slide mdi
Thuchién theo cacbhuircsau dé chén thém slide mdi vao bai thuyét trinh:

1. Chon ngdéin Slides trong ché dé Normal View vé nhdp chudt vio diaii
slide ddu Hién PowerPoint c6 sin. Mgt domg ndm ngang nhdp nhdy che
bidt Ao la vi tvi mad slide méi 58 dreoc chén vdo.

2. Vdo ngdn Homechon nhom Slides ! New Slide

3. Nhép chudt chon mdtkidu layout, slide mai sé dreoc chén véo béi thunt
frinh theo kidi layout vita chon.

Home l Insert Dresign Transitions A
e T .
By - Reset
Paste New |._ B 7 U 8§ azke A
- & |[slide -] F section - - h

Clipboard 1= || Office Theme

Title Slide

(=0 (=0

3.2. 8ao chép slide
Thre hién theo cic buére sau d€ sao chép cicslide dang chon:
1. Trongchddé Normal View,chon edeslide trongngedin Shidesrmauidn sao chép.

2. Nhdn phdi chudt lén mét trong s cdce slide dang chon &8 mé thue don
ngit canh, chon Duplicate Slide firdanh sach Iénh.

 a— 'm
1
& cut
Ea Copy
{8 Paste Options:
2 ZEEE
= Mew Slide

Duplicate Slide [%

i% o
[F Publish Slides

Sao chép slide
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3.3. Thay ddi layour cho slide

Tién hanh thay ddi layout ciia slide, ban lam theo cic buice sau:

1. Trongchddé Normeal View,chon edeslide trongngéin Shidesmaicn thayddr.
2. Chon slide cdn thay &t layout.

3. Vdo ngdn Home|nhom Slides| nhédn niif Layout.

4. Cheon kéu layort mdi cha slide.

Home l Insert Dresign Transitions ‘Animations Slide Show
g

i | tayout <)

- -

Section Header

Title Slidj

ERe | Eas == -
Two Content Comparison Title Cnly

2 - i

Blank Content with Picture with E

Caption Caption E

Thay 48t layo ut cho shide

3.4. Thay ddi vi tri cac slide
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Thure hign cic budc sau s3p xép hoic thay ddi vi tri cdc slide trong bai
thuyét trinh:

1. Trongchédg Normal View, chon slide frong ngédn Slides mudn sép xép
2. Diing chudt kéo slide dén vi trf mdn frongngdin Slides vé thed chudt
3. Slides#xudthidn & vi frimoi.



ide Sorter E Slide Master

| Home  Insert  Design  Transitions  Animations  Slid|
8 Handout Master

Ruler q
Gridlines .

Zoom Fitto
Guides Windoy

Show 7 Zoom

3.5. Xoa slide
Thure hién cac buic sau dé xoa cacslide:
1. Trongché dg Normal View, chon slide trongngén Slides rmaudn xod.

2. Nhén phim Deletetrén ban phimdé xod slide hodenhdp phdi chugt
lén slide veichen Delete Slide.

HMew Slide

Duplicate Siya—\

Delete Slid |
Add Section

aif|

4. Mo va dong bai thuyét trinh
4.2. Md lai bal thuyét trinh dang luu trén 6 dia

PowerPoint hru lai duémg din dén noi hmu cic tip tin ma ban lam viée
gAn d4y trong muc Recent Presentations.
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Tim danh muc cic bai thuyét trinh méi miv san day theo huémg dan saw:
1. Vio ngdn File

2. Chon lénh Recent, hip Recent Presentations xidt hign bén phdi

3. Chon tén bai thuwt inh edn mé firdanh sdch

® EH 9 -9 (& F | = PowerPoint 2010.ppix - Microsoft Poy
Home | Insert | Dresign | Trans'ltiu| Animatiu| Slide Sh(| Review |
E Save ;
Recent Presentations
ﬂ B L e
G PowerPoint 2010.ppt
E5 Open % DvPheng\Giao Trinh\PowerPoint 2010
Cd' Close % PowerPoint 20105ample.pptx
x\Phong\Giao Trinh%\PowerPoint 2010
Info
'% PowerPoint 2010_Password.pphe
\Phong\Giao Trinh%PowerPoint 2010
Recent =
% MPP02-521C-100a Intro.pphe
E\Phong\Computer Applications
Mew
% MPP02-521C-1L05a PowerPoint.ppt
. :\PhongyComputer Applications
Print
% OCW Downloads.ppt
My Documents
Share
IMF Presentation. pptx
Documents
Help e
Add-Ins ~
options |
E Exit Recover Unsaved Presentations
Quickly access this number of Recent Presentatiog

Néu bai thuyét trinh mudn mé khéng co trong danh sach hign hanh thi
thuc hign nhr sau:

1. Vdo ngdn File
2. Chon lénh Open, hép thoat Open xucit hign
3. TgiLookin, fim dén thu muc Iuae 6 bér thunwdt binh

4. Chon 8n idp tin raedn mdvdnhdn ruie Open,
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[21x]

Lok in: | £ PowerPoint 2010 @ @-Ch XECi -
@ Eﬂy Recent Mame & Size | Type | Date Madified |
oements | | g Backup File Falder 14712010 2:32 PM
@ Deskhop S Multimedia File Folder 12/29/2009 8:17 &M
@MyTemplates File Folder 1/6/2010 2:31 AM
= B";’cuments £58 OpensampleCutine . ppk: 74KB Microsoft Office Po..,  1j7/2010 4:34 &M
M PowerPoint 2010.pptx 7,862 KB Microsoft Office Po,,.  1§8/2010 12:34 PM
g c;’mputer PowerPoint 2010_Password. pptx 9,723 KE  Microsoft Office Po...  1J7/2010 2:358 PM
My Netwark PowerPoint Z2010aa.ppkx 9,722 KB Microsoft Office Po...  1)7/2010 2:07 PM
g Places PowerPoint 20105ample, ppt: 17,795 KB Microsoft Office Po,..  12/19/2002 5:51 AM

Open %

Open Read-Only

Open as Copy

File pame: |

Open in Browser

Files of type: |P.II PowerPaint Presentations (*, pptag™® ppt; ™ pptm;™ pps:* . pps; *  ppsm; *, potx; *. pat;

Open in Protected View

Tools -

Open and Repair

[ Open |v][ Cancel JJ

Cac fitwchon Open

Hép thogt Open

Mt

Open

Open Read-Only

Open Copy

Openin Browser

Openin Protected View

Open and Repair

Muc dich
Ché do mé bai thuyét trinh mac dinh.
Iidr bai thuyét trinh dudi dang chi doc, cac thay ddi

va higu chinh trong bai mudn hm thi phai hm
thanh mot tip tin khac.

Iviér béi thuyét trinh dudi dang mot ban sao.

Chi co tic dung khi chon maot bai thuyét trinh hm
dudi dang trang weh.

Idr bai thuyét trinh trong ché do bao vé khong cho
hiéu chinh.

Iidr bai thuyét trinh va kifm cac tra 16i va s & stra 16i
néu co.
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4.2, Hong bal thuyst trinh
Khi dong chuome trinh PowerPoint, 4t cA cic thp tin dang mdrsé ty dong
dong theo. Néu chi mudn dong mot bai thuyét trinh cu thé nio d6 thi
chon bai thuyéttrinh d6, sau d6 vao ngin File va chon Close. Néu tip tin
chnra duoe huu thi PowerPoint sé thang bdo nhic nhi.

MHIEM 41
Ban hiy doc ki thong tin ciia hoat déng va dira vao hiéu biét cia minh dé
thure hdnh nhigm vu sau:

Che bidt ecich sao chép slide ifta cde bai thunwdt frinh?
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NoOi dung 4
HAY DUNG NOI DUNG BAI THUYET TRINH

THONG TIMN CO BAN
Hoat dong nay sé trinh bay fimg buic by dune mét bai trinh dién vii
day di tat ca cic thanh phén thong dung nhit ma PowerPoint cung cip.
1. Tao bai thuyét trinh madi
Pré tao nhanh bai thuyét trinh mdi cin lam theo cic budc sau:
1. Vdo ngen File
2. Chon lénh New, hép Available Ternplatesand Thermesxaidthign bén phar
3. Chon Blank presentation vénhdn mit Create d& fao mdi
4. Vdo Filechon Save, hip theal Save As xudt hign

5. Tgi hdp Filename ddgt tén fdp fin la Thuchemh PorerPoinf2010.ppix
i chon thie muc nad B gl Save

6. Nhdn Savedéd hint bai thuydt trinh lai

P & - icrosoft PowerPoin =]
BlHd9-0V3E0E Microsoft PowerPoint B 53
Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins. &
Il save i :
Awvailable Templates and Themes Blank presentation

ﬁ Save As
E2 Open + + £ Home
Cd Close 1 ¢ 1 K 1 . K 1=

\ i \ = i
Info Aa

. ianmnns|
Recent Blank Recent Sample Themes My templates
Print "{ L L
Share New from
existing
Help Office.com Templates [Search Office.com for templates| [+
Options - A o
8o L Lﬁﬁ —
Agendas Award Calendars Content Design slides
certificates shdes
oy = oy o o

Teo bei thungt frinh méd
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Savein: @ Books 2010 EI @ - F HlP .3 B E -
My Recent | |EDBackup
“Documents | P9 mylkimedia
(CMyTemplates
OpenSampIeOutIine.pptx
E E‘y N PowerPoint 2010, ppkx
Sk PowerPoint 2010_Password. ppkx
E‘gmputer PowerPoint 2010a.pphx
L PowerPoint 20105ample.ppk:x
ny Jemic PowerPoint 2010, pptx
Places = =
File: pame: |ThuchanhPowerPointZDIDlpptx EJ
Save as bype: |P0werPoint Presentation {*, ppkx) il
Coe ] [ ol ]
A
Hép thogiSave As
BlH2-3V 30+ ThuchanhPowerPoint2010.pptx - Microsoft PowerPoint o B OER

W Insert Design Transitions Animations Slide Show Review View Developer Add-Ins & e
- are o L .
B 5= AL D - W@% =
- & z-

—
B
=

Paste New B 7 U abe AV - - A - Shapes Arrange Quick
ERE 4 Slide ~ U s & A | - + Styles~ =8~

Clipboard = Slides Font [} Drawing [}

Click to add title

Click to add subtitle

Click to add notes

Slirde ddu tién ciia bai thuyék irink mod visa oo
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2. Tao slide tya dé

Khi mot bai thuyét trinh mdéi duge tao thi mac nhién co sdn mot slide tya
dé. Slide hpa dé thong thuémg 1a slide ddu tign cia bai thuyét trinh,
thutmg chifa cic thong tin vé tya dé cfa bai thuyét trinh, tic oid, ngay
thang,... Ngodi ra, chiing ta co thé thém logo, hinh anh vao slide hra dé.
Tuy nhién, khong nén dra qua nhiéu noi dung viao slide tua dé.

Tién hianh nhu sau:

1. Nhdn chudét vde placeholder Click to add title 48 nhdp fua 48
"PowerPoint 20107 cho slide.

</§/Click to add title >

Click Lo add sublille

Nhép fina décho bei thuyét irink

2. D¥ie nhde s& nhdp nhdy nhi hinh bén duei vd bon héy nhdp fua dé
cha slide nedy Id “PowerPoint 2010°.

Click to add subtitle Click to add subtitle

Déu nhdéic tai placeholder

3. Nhdp chudt vio placehelder Click to add subtitle &8 nhap fita 4& phuy,
théng thremgddyla cdedidn gidivéndidungchifidtcho fia décria baithiydt
frinh. Nhdp vdo cum B sare: "Gt thigu cdc finh ndng aia chuong frinh "
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PowerPoint 2010 PowerPoint 2010
° ®

|
.

ac tin

ol
?x i i6i thiéu ¢ h nang
r_:| + cla chuong trinhl
f I
e u: o |l deememmm—————
Nhep brea 638 phu

4. Nhdp chudt véo vitng fring bén ngodi cde placeholder 48 hodn tdt vige
nhap vin bdn cho fua dé chinh vé fua 48 phuy. Sat khihodn it cde hude
frén, ban sénhdn duoe k8t qud nhichinh sau.

Q== mm oo P o . g =n . . "
Gid¢i thiéu cac tinh n3ng

PowerPoint 2010 PowerPoint 2010

*
Gidi thiéu cac tinh ndng

| |
| |
|::| cla chuong tr‘lnhl .% cda chuang trinh
| |
| |

3.Ta
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Nhdp chud ngoai vimg placeholder déhodn &t shide tran A8

o slide chira van ban
Wit trong nhimg tinh ning mdai trong phién han PowerPoint 2010 14
slide chi cin c6 hai placeholder ding dé nhap tira dé va céc tinh ning
miéi dudd dang vin ban. Do vy, ban hiy chén slide mdéi vid kiéu layout 1a

Title and Content.
Céc budre tién hanh nhar sau:
1. Vdo ngdan Home, fgi nhom Slides chon New Slide

2. Chon kidu layout Ia Titleand Content



Home t Insert Dresign Transitions Animations 5

B G e ks B

New |..

Mew | B 7 U & abe 2V~ Aa- | A -
Slide~| & - e !

Office Theme
Title Slide Section Header
Care | Dl T -
etgs [ et = = B
Two Content Comparison Title Only

=l "

Chon lmyout Title and Conteni

3. Toi Mhung fua 48 crva slide moi, ban nhdp chudt vde chit Click to add
title, sau o nhdp véo fua slide ld "Nhime didm moi cia PowerPoint 2010”.

O E e o
1 1
=Nhiing diém mdi cia PowerPoint 20103
e Bommmmmmmmmmmmmm &

4. Nhdp chudt vdo placehelder Click fo add fext va nhdp véo néi dung
cho slide nhue slide sau:

Nhirng digm mdéri cl.la PowerPoint 2010
e e e e

- Taw, quan by va larm vige cpng Lac v nhidng

! npweiri khac rén bai Lheny GL lrinhl T

i

1

1

m n

1

1

1

1

1

1

1

1

1

] a L)
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5. Nhédn phim Enter xudng dong, sau d6 nhdp Hép cde néi dung con lai
cho slide.

Nhitng diém méi clia PowerPoint 2010 Nhirng diém méi cia PowerPoint 2010

* Tao, quan Iy va lam viéc cong tac vai nhirng

1 ) > * Tao, quan Iy va 1am viéc cdng tic vdi nhirng
ngudi khac trén bai thuyét trinh

ngudi khic trén bai thuyét trinh

| |

| |

i ;

i I | = Lam phong pha bai thuy#ét trinh vai cic doan
.‘;. ¢‘. video, hinh anh va rat nhidu hidu &ng mai

i i * Chia s& bai thuyét trinh hiéu qua hon

| |

1 1

1 1

S A — o

4. Tao slide cd hai cdt ndi dung
Cac bude thuc hanh nhar sau:
1. Vdo ngdan Home, fgi nhom Slides véd chon New Slide.
2. Chon kidu layout Ia Tewo Content

Home l Insert Dresign Transitions Animations 5
yF i B
=l e e w B
M 8§ abe AV A 9

L B I U ~ Aa~ w | e
Slide~| "5~ = = | =
_____________________________ ¥

Title and Content Section Header
N
, 5
[ = f - . E!ﬂ.ﬂ E,!H-.ﬁ ]|
Two Content Comparison Title Only ]
.l

= .

3. Toi Mhung fua A8 cia slide moi, ban nhdp chudt vdo chit Click to add
title, semi o nhap véo fua slide I “Nhimg kidu hidn thi”.
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o Nhitrng kleu hién th|| o

[ Th—————————————————— o

* Click to add text * Click to add text
Tl gl Dy

'

Slide co hat cd# gt dimg
4. Nhu dd trinh bdy & chuong buae, rong PowerPoint 2010 co hai nhom
hién thicita sd man hinh chinh, d6 ld nham Presentation Views vd nhom
Measter Vieres.
o  Nhdp chudt vde placeholder bén trdf vé nhdp vao Presentation Views
»  Nhdn phim Enferxuing dong
» Vde Home | nhém Paragraph | nhdn niit Inerease List Level d8 thut
ddu dong A€ chudn b nhdp danh sdch cdc ki hidn thi trong nhom
Presentation Views,

0

Nhl“j'ng ki€u hién thj 1_ - | A= 18-
________________ . == [ W %

* Pr atlon\hews * Click to add text (.— |.— | E=E - %v
@ : e ‘ Shapes Arrange
s = = - -
ﬂ b Fa oh P Drrawin|

]
]
|
|
]
]
|
i
EE
| E
]
]
]
|
|
o~

Increase the indent level.

Nheip ndi dimg cho odt bén #redi ciia slide

5. Nhdp vdo oft bén trdl danh sdch cde kidu hidn thi bong nhém
Presentation Views la Normal, Slide Sorter, Notfes Page vd Reading Views,
Nhédp Master Views vdo odt bén phdi aia slide va ede kidu hign thi Slide
Master, Handou t Master vd Notes Master vdo slide nhichinh sane.
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e Presentation Views !
: — Normal :
: — Slide Sorter :
: — Notes Page :
f:] — Reading Vie\r\i I f:]
I I
I I
I I
I I
I I
I I
I I
I I
I I

O O-——————= -

I"\Ih'L"rng kiéu hién thj

¢ C(Click to add text

E =
-

Nhdp cdic ligu hidn hinhém Presentation Views

* Presentation Views

Nhirng kiéu hién thj

* Master Views

— Normal — Slide Master

— Slide Sorter — Handout Master
— Motes Page — MNotes Master

— Reading View

Nheip ndi dimg cho cdt bén phei oiia silde

5. Chén hinh vao slide
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Pré chén hinh hay hinh dang hm trén may vao slide, cic buéc tién hianh
nhu sau:

1. Vio ngdn Home, tginhom Slides chon New Slide.
2. Chonkiéulayout la Two Content.

3. Nhdp fua 48 véo slide i "Chén hinh vdo slide”. Nhdp chudt véo bidu
fiong Insert Picture from File bén cdt bén fral. Hode vao ngdn Insert, far
nhom Imeages chon Insert Picture from File.



Insert Dresign Tran
) Clip Art ¥ shapes

§+ Screenshot - E SmartAr

Photo Album - | gilj Chart

Images Ilustration|

Chén hinh vao slide

HE

Table

[+ Click to add test [ Click to add test

Picture

Tables

Insert Picture from File

Insert a picture from a file,

@ Press F1 for more help.

Iénh mzeré Pichre from File

4. Crta sd Insert Pichurexudt hign, frong thie mue i g5 hinh nhédp chude
chon mothinh nde do, sau do nhdn niit Insert 48 chén hinh vdo slide.

Insert Picture

Look in: |&3 Multimedia ‘V;'| - X Ch -
@ My Recent ﬁ]
Diocuments z = i i o j
@ oesion " - w ;
B My - . s
Diocuments
Dimensions; 1024 x 712
My Type: JPEG Image i Animal104.jpg Anirmal 105, jpg Animall 06.jpg
SnedL, Size: 34,9 KB
g My Metwork,
Flaces
Animal107,jpg Animall 03, jpg Animal102,jpg Animal110.jpg Animall11.jpg
File name: | \ \e‘
Files of type: |AII Pictures (*.emF;"‘.me;*.]pg;"‘.]peg;"‘.]FlF;"‘.]pe;*.png;"‘.bmp;*.dlb;"‘.rle;"‘.glF;*.gFa;*.emz;iwmz\v;‘
- o

i Insert H[ Cancel ]
A

Chon hink chén vdo slide

5. Twong fu, nhdp chudt vdo bidu fuong Insert Picture from File bén edt
bén phai ciia slide wi chén mdét hinh khde.

6. Khihinh dd chén véo slide, chon hinh d6 cho xudt hign 86 vudngnhé
xaing quanh hinh, diaa chudt vdo 6 & mot gocndo do vd giit frdl chudt ko
ra phia ngodi hinh J4¢ phéng to hinh. G thé ditng chudt 478 di chuvén
hinh dén vi i mong ruidn frong siide.
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Chén hinh vao slide Chén hinh vao slide

Thay d8i kich #hoe va di chuvén hinh

6. Chén hinh tir Clip Art vao slide
Pé chén mot slide méi va chén mot hinh (vi du hinh vé ddnh solf) tir thar
vign Clip Art, cic buéc tién hinh nhu sau:
1. Vdo ngdan Home, fgi nhom Slides chon New Slide.
2. Chon kidu lavout 1a Titleand Coritent
3. Nhdp tua dé cho slide g “Chén Clip Art véo slide”. Nhdp chudt vio
bidu Buang Clip Art Brong viing placeholder bén diadi aia slide. Hodic véo
ngdn Insert, tgi nhom Images chon Clip Art.

Home ] Insert l Design Transitions

@ I, 2 6
£ | —
@*5 - T2| smartArt !
Table Picture Hyp|
gl chart

Hustrations

Cheén Clip #}rt vao slide

=t
= Click to add text

Photo Album ~

Images

Tables

Clip Art

Insert Clip Art into the document,
including drawings, movies,

sounds, or stock photography to
illustrate a specific concept.

Nhép tina 68 slide va thue hien Inh chén Clip Are

4. Mot nedn Clip Arf xedt hign bén phdi cita sd Nermal View. Tai ¢
Search for, nhdn vdo it khoa la golf va nhdn it Go dé firm hinh trong
thicvién Clip At
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BlH2-0VR0DEI+ ThuchanhPowerPoint2010.pptx - Microsoft PowerPoint mi E ER

File Home | Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Format 'IQ e

FE DR @ s

— O T ' Calibri(Body) =32 | A" A | B

% " M e
Hew . B 7 U & abe 2V~ Ay~ | - | = an Shapes Arrange Quick Editing
& | slider B~ = = 4 BE===n " v Styles~ v
Clipboard Slides Font (P Paragraph ] Drawing (P

“|omae o v x

ie

Resul

Al media file types m

[ tnclude OFfice, conj content

Chen Clip %rt vao slide

r
* Click to add text

T

l |

FEC

O &, O A
L " B4 =
4] 1t | b 'z'?‘ Find more at OFfice. com
. - Hints For finding images
‘ Click to add notes e
i e R |[E]se B2 = s0% (01— ONF

Tirn khinh #rong Clip Ari va chén veo slide

5. Kich chudt véo hinh trong khung Clip Art d¢ chén véo slide. Sdp xép
hinh vé chinh do Iom nhé aia hinh né cdn.

Chen Clip Art vao slide Chén Clip m.-t vao slide

K& qudi chén hink &3 Clip Art va didu chinh kich thide hinh

6. Nhdp chudt vdo nitt Close & gée trén bén phdi hép Clip Art dédong hop
Clip Art.

167



7. Chup hinh man hinh dua vao slide

PowerPoint 2010 bd sung chire ning chup hinh man hinh oia cic img
dung khic dang mdr 3€ chén vao slide. Cac budre tign hanh nhur sau:

1. Vdo ngan Home, fgi nhom Slides chon New Slide.

2. Chon kidu layout Iés Title and Content, nhdp fita 4é cho slide Ié “Chup
hinh mdn hinh dua vdo slide”.

Nhep fisa dé cho slide méi

3. B¢ chup hinh cta s tmg dung vd chén vée slide, vie ngin Insert,
nharn Iimages, chon Sereenshot.

_J Insert l Dresign Transitions Animations Slide Show

-chpmf B Shapes ~ % - E - A
..... el mrﬂ\rﬁ| |

 —— Header Wo
Available Windows & Footer

&zt Screen Clipping

gl P

|M E|- (=% r.

Danl seich cic civa 50 tng dung idc dang mo
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4. D& chup mét phdn aia cita s8 ing dyng ndo 46, vi du nhie chup mgt
phdn cita sd ing dung Excel 2010 tidén hanh nhi sau:

o Mé img dung Excel vé mid tdp fin edn chup hinh néi dung 4¢ dua véo
PowerPomt,

o Trid vé slide “Chup hinh mdn hinh dua vdo slide” vé véoe ngdn msert,
nhasm Iimages, chon Sereenshot, chon Screen Clipping.

o Ditng chudt quét chon vitng mdn hinh Excel cdn chup r8i nhd chuét, két
quici nhichinh sau.

Td -
Bl | e =dE > S Chup hinh man hinh dua vao slide
Faste I-‘;::'Mm.... LR AN L. RN S = W S LTRSS R

(IEM Fant i

REREE ][]

Quét chon vimg cdin chup

8. Mhilng am thanh vao slide

Microsoft PowerPoint cho phép chén rat nhiéu dinh dang nhac khac
nhau vao slide, song nén chén dinh dang .mp3 hay .wma vao slide vi
chiing cho chéat lorong tdt va co kich thuée tip tin nho.

Trong phin nay, ching ta sé thuc hanh chén mot tap tin 4m thanh
trich tir doan phim giti thidu san pham Zune HD. Cac budc tign hinh
nhu sau:

1. Vdo ngdn Insert, nhom Media, chon Audio.
2. Chon Audio from File..., hép thoai Insert Audio xudt hign.
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7w
Look e 3 Mubreada ! @-00 X [iE-
By e | (T
[ e
(=
.
HL
Video |Audio
M '1& Audio from File... | e F
Clip Art Audio... Fles of el Amileﬂ‘-ad.‘m.‘M‘.‘m‘-:nd.‘M.‘m‘-m.‘mi‘mh.‘w.‘w.‘wI
Record Audio..,

Cleer: Audio vao slide

3. Chon tdp tin dm thanh dang I &8 Bén mdy vé nhdn niit Insert 48
chén wéo slide. Mot bidu freang hinh loa xudt hign grén slide dai dign che
fdp fin dm thanh; b thé di chruyén bidu frong vée soc aia slide.

Chén Smart Art vao slide

Chon &gy tn dm thenk chén vie slide

4. Noodi ra, c6 thé chén dm thanh it cdc nguon khde nhue thie vign Clip
Art Audio hode ghidm vor tinh ndng Record Audio.

5. Vi tinh ndng Trim Audio, co thé ot b6 bét cde doan dm thanh khdng
edn thidt va chi chia lgi mét phdn aia tdp fin dm thanh. Chon véo bidu
frong hinh loa én slide vd vdo ngdn Audio Tools, nhom Editing, chon
lénh Trim Audio.
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FR¥ | Fade Durat . I
ade Duration | ql [ start: | on click ~ |0 Loop until
@y FadeIn:  |00.00 | ;

P Fade out: |00.00
Editing

TR

1| Volume Hide During Show Rewind a

Audio Options

Tnm Audio

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

e Press F1 for more help.

Chon Enh Trim Audio

6. Thiét ldp doan dm thanh cdn 4y tai Start Time va End Time vdnhdn
nrt OF sare Khihadn tdr.

Trim Audio

whelcome ko Zume HD . wma Duration:  00:56,000
01:00.000

] ][]

Start Time End Time

| ok |[ Cancel ]

Thigk lip dogn cin thanh cdn st dyng

9. Mhilng doan phim vao slide

PowerPoint 2010 tuong thich véi rit nhiéu dinh dang video phd hién
hién nay. Trong do, nén 5171 dung hai dinh dang flv va .wma vi ching cho
chat lugng hinh anh chip nhén duoc, it phit sinh 16i khi chén va co kich
thuére tip tin nho.

Phin nay, ching ta sé thuc hinh chén hai doan phim nho véo slide. Mot
doan gidi thidu vé bo Office 2010 va mot doan gidi thidu vé san phim
Zune HD. Cac buéc duoc tién hianh nhu sau:
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1. Vio ngdn Home, fginhom Slides chon New Slide.
2. Chon kéu layout ld Two Content. Nhdp fua dé choe slide lé “Chén

video mdo slide”,

(Ihén video vao slide

¢ Click to add text

¢ Click to add text

Title Slide Title and Conten

Ed=

BSS B

Comparison

Cheén slide méd 148 Tuo Conderni

3. Nhédp chugt vae Insert Media Clip trong placehelder bén frdi. Hop
theat Insert Video xudt hign.

Insert Video

Lock jri: | 15 Multimedia ﬂ @ - 4 X '] -

| Size ¥ Type | Date Madified |
= 2010- The I 12,843 KB WMY Fils 1/11/2010 11:14 AM
Desktop aWe\cnme ko Zune HD . wimy 2,628 KB WMY File 11142010 11:15 AM

@ My Recent
Docurnents

(= [y

Docurments
Ty
Computer

q [y Metwork,
Places

File name: | @

Files of fype: |\-'ideo Files (*,asF; *.asx; *.wpl; *.mm; * g *wmnd; *wmz; *.dve-ms; *,avi; *.mpeg; *.mpg; *.ma

| Inzer H[ Cancel

Hép thogt Insert Video
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4. Tim dén thu muc chita video, chen video va nhdn nitt Insert 4é cheén
vio slide hodo nhdn niit xd xudng foi niit Insert vd chon Link to file dé chi
lign kSt voi video md khéng nhiing véo bat thunwdt frinh. Vi du, ban chon
doan video tén ld Office 2010 — The Movieavmy va nhdn Ignh Insert 4¢
nhring vdo slide:

Chén video vao slide

* (Click to add text

Dol ™=

=5 &

Chén dogn video vao slide

4. Tuong tu, ching ta chén doan video con lai vao slide nlhimg vii dinh
dang 14 flv. Nhiap chuét vao Insert Media Clip trong placeholder bén
phai. Hop thoai Insert Video xust hign.

6. Tai hdép Files of type, chon All Files (**) & edc &inh dong tdp tin video
kheic hidn thi, chon tn idp tin Id Welcome fo Zune HD.flv vé nhdn niit
Insert dé chén vdo slide.

Chén video vao slid

|7b | «» ocooooo wi)

Files of t¥pe: |yiden Files (*.asf; *.asx; *owply *wm; *Foumeg *,

Wideo Files (*.asf; *. a5+ wpl; * wndhs* wmx; *,
Windows Media File (asf) (*.asf; * a5 *owpl; *,
Windows video file (avi) (% avi)

rMovie file {mpeag) *.mpeg; *.mpg; *.mpe; *.mlv;
wWindows Media Yideo File fwme’ (¥ wmm; * wed)
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10. Chén bang hiéu vao slide
Phan nay huéimg dan cach dura bang biédu vao bai thuyét trinh. Chiing ta
sé thiyc hinh chén mot slide mdéi chita thong tin gitd thigu vé 5 phan
mém tao bai thuyét trinh tot nhét trén thj tmréme.
Cac buére tién hanh nhu sau:
1. Vio ngdn Home, fginhom Slides chon New Slide.
2. Chon kéu layout Ia Titleand Content vdnhdyp tua dé cho slide 16

“5 phdn mém tao bai it trinh 8t nhdt”.

>.'<:] =- . S
4 - -2 v A A ‘-5phinn"1em . B
tao bai thuyét trinh tot nhat
5:':::— = B 7 U 8 abs - Aa- | A - Click to add text

Office Theme

et :

/2

Title Slide Title and Komn

i Sarinn Hal
'ﬁtle and Content

Chén slide va nhép fia A8

3. Nhdp chuét vdo Insert Table ong placeholder bén diai, hip theat
Insert Table xudt hign. Ban khat bedo sd Iuong dong I 6 fai hép N ber
of eolumns va si Ivong cdt Id 3 fai hép Number of rows. Nhdn OK dé chén
bng vdo slide.

5 phan meém
tao bai thu',rét trinh tdt nhat

Insert Table |E”X|

Murnber of columns: Il
Mumber of rows: i

I K I[ Cancel ]

Khat bedo 58 hiong dong vecdt Beng tréng frong slide

4. Thunhd chidu rong edc cit dé chudn binhdp néi dung véo slide. Vi dy,
cotthirnhdtcd nhdn I “St.”, cotthithaico nhédn 1 “Phdn mém” vd oot thit
ba oo nhén la ‘M6 td phdn mém”. Ddnh s8 thit fue fir 1 d8n 5 cho egt “SH.”
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5 phan mém
tao bai thuyét trinh t8t nhat

Phin mem Mo ta

5 phan mém
tao bai thuyét trinh t6t nhat

l' Stt. | Phan mem Mé ta {

Nhdp nhan cho cdc ot va deink o8 tha iy

o  Didu chinh chidu rong aia ot bang cdch di chuyén chuét véio dimg
Tt doc crir béng. Khi théfy chudt bidn thanh hinh miii tén hai chidu ¢**)
thi oift frdi chudt vd o qua trdi € thu nhé cdt hodic ko qua phdi dé mé

rgngedt.

5. Chon dong thit hat frong cit
thit hai frong beng che 6 nhédp
nhday vd nhdp vde Bn qwa 5
phdn mém thee thit fir sau:
PowerPoint, Flash, Impress,
Reynote i Presentations.

S phan mém
tao bai thuyét trinh tét nhat

Nheip ndi dumg cho of# i hai

6. Truomg fir, nhdp phdn mo td théng tin tai gt thit 3, k&t qud nhi sae:

5tt. | Phan mém

4q Keynote

5 phan mém
tao bai thuyét trinh tét nhat

Flash do Adobe phat trign. Tao bai thuyEt trinh trén
Flashrat thuan tién cho viéc chia s&va phat hanh trén
internet do Flash chay trén nén trinh duyét web.

Keynote do Apple Inc. phat trién, |3 mdt thanh phin
trong bg iWork.

Hodn thign bang irong slide

173



11. Chén bigu dd vao slide
Phan nay hiémg dan cach tao mot biédu do trong PowerPoint.
Vidy: Thiphdn tinhduyétwebndm 2009doc bidu thi trong bdng théng ké:

Trinh duyét Thi phin nim 2009
Internet Explorer 62.69%
Firefox 2461%
Chrome 1.63%

Safari 4.46%
Opera 2.40%
Khac 1.21%

Cac buéc tign hianh nhu sau:
1. Vie ngen Home, tai nhom Slides chon New Slide.

2. Chon kidu lmyout I Title and Content vanhdp fua 48 che slide Ia “Thi
phdn trinh duyet 2009°

Eis =~ .
lg . 32 Thj phan trinh duyét 2009

= Click to add text

| Title Slide Title and Content

Slide bidhu 48 thiphdn @rinh duyes 2009

3. Nhdp chugt véo Insert Chart trong placeholder bén diai, hép theat
Insert Chart xdt hidgn.

4. Chon nhom cdd thi lg Pie (bdnh) tirdanh sdch bén frai hip thoat nsert
Chart vé chon kéu da thilé Exploded pie in 5-D.
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Insert Chart

B Templates | P08 | ABAS| /A0 B4 AR a8

- A =] <] [

g

Iﬁ Line
& Pie

Bar

|

LA TR
i

i

W

Area

8 R
5

XY (Scatter)

Stodk
ed pie in 3-

=
E

Surface

Doughnut

Bubble

BReroBEEZEM

Radar

==
=EIE]

[ Manage Templates. .. ] Lﬁet as Default Chart ]

(

Chorn kith 48 i

5. Nhdn niit OK vé civa sd Micresoft Excel xaedt hign chita cde s Hign md

.
cria dd thinhwhinh sau.

— ~
| Ho-™-[4 |~ Chart in Microsoft PowerPoint - Microsoft Excel Tabli. = = ER
w Insert | Page la}| Folmula| Data | Review | View | Add-Ins | Acrobat | Design | 3 o H 3

= X | calibri - 511 - = S |General ' _| §= Insert ~ > or &~
= LR : T G i R N - $ - % siwe; 3 Delete ~ | [B]~ @A~
= 7 Bl .& i3 = IS | @- “a8 578 > @Format' [ R
Clipboard = Font [ Alignment = Mumber [ Cells Editing
Bl - ('_" Fa | Sales -
4 A B c [ o [ e | ¢ | & | w [ 1 [
sales >
Fadist ofr 8.2
| 3 |2nd Qtr 3.2
| 4 |3rd Qtr 1.4
5 |4th Otr akE
L]
(=S I
| &8 | |To resize chart data range, drag lower right corner of range. \
L2 |
Ll ]
[ 11] |
[EEY ~
4 4 ¥ #| Sheetl /T3 IER il 1 vl |

Crizz 38 Microsoft Fxcel dimg dénhdp o8 Beu cho 48 #ii

6. Nhdp day di s& Héu théng ké thi phdn trinh duyetndm 2009 cia bdng
frén wdo cria sd Excel wi dong ctta sd Excel lai seat khinhdp xeng. Khide,

bidn A trén slide PowerPaint cé hinh dengnhi sa:
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A | B
Trinh duyét Thi phén 2009
Internet Explorer 62.69%
Firefox 24.61%
Chrome 4.63%
Safari 4.46%

Opera 2.40%
Khiéc 121%

Thi phan trinh duyét 2009

Thi phan 2009

m Internet Explorer
m Firsfox
m Chrame

m Safari
mOpera
m Khac

H-.Imkﬂ-hwl\.ll-lk

7. Mudn xod fita dé “Thi phdn 2009", chon dé thi trén slide, chon fua dé
Ad thi vé nhédn phim Delete trén bén phim 48 xod.

Thi phan trinh dgmaees

Calibri (E» 216 = A® o7 ChartTitle
= . Thi phan trinh duyét 2009
Thi phan 200 ! Ara-z P ye

Delete
& Reset to Phitch Style

Edit Text e
A Font..

W Internet Explorer
fll change ChartType...

[® EditData..
[ =-DRotation...

m Firefox
B Chrome

m S5afar

W Opera
B Format Chart Title...

m Khac

Xoci frea 48 khong cdn thid trong 48 thi

8. D¥n edc chit thich aia &8 thi xudng phia dwdi béng edch chon 4o thi.
Vio Chart Tools, chon Layout, nhom Labels, chon Legend vé chon Show
Legend at Bottorn.

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

EMEEEICEEEEE

Axes Gridiines | Plot Trendiine [g
Labels = Table -~ -~ - Area- [ 3-D Rotation - &

5| None Background o
i Turn off Legend

Show Legend at Right

Show Legend and align

right

== Show Legend at Top

i Show Legend and top
align

Thi phan trinh duyét 2009

duyét 2009

Show Legend at Left
Eidn|  show Legend and align
left

¥ Show Legend at Battom

LT oo Legend and align
bottom

Overlay Legend at Right

E Show Legend at right of

the chart without resizing

Overlay Legend at Left
Show Legend at left of
the chart without resizing

mInternst Explorer  m Firefox  mChrome mSafari mOpera  mKhac

More Legend Options...

Doi vi tri deit chii thich ciia 48 thi
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9. Thém cdc s ligu thing ké kém theo edc mdnh trong dd thi banh: chon
i thi, vdo Cheart Tools, chon Layout, nhom Labels, chon Deate Labels v
chon Best Fif.

how Review View Developer AddIns Acrobat | Design ] Layout

@ @ [iin] [#] Chart Wall -

= [®] chart Floor =
Data | Data Axes  Gridlines Trendline [

Thi phan trinh duyét 2009

Plot

Labels =| Table - - - Area - [J) 3-D Rotation 2 L a1s
44g% 240% L21%
None Background s
Turn off Data Labels for
selection
Center

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 pgjm
Best Fit
Display Data Labels and|p
with Best Fit

More Data Label Options... mnternet Explorer  mFirefox mChrome  mSafari mOpsra mKhac

Thém nhdn gid fricho cdc phdn ciia 48 &3

12. Tao cac cdng thi'c trong PowerPoint

Tinh ndng Equation tich hop san trong PowerPoint cho phep nhip cac
loai cong thite véi cic thao tic rat don gian. Vi du, nhép cong thire sau
vao slide PowerP oint:

1 {cr—r_qz)
X, (1, F) — g e
flx o) -
Cac budéc thyc hign nhu sau:
1. Chon slide trong PowerPoint edn nhdp cong thiic

2. Vo ngdn Insert, nhom Symbols, chon lénh Equation.

Insenl Design  Transitions  Animations  Slide Show Review View  Developer Add-Ins ﬂhd

S QE OB 43T 84

I3 smartart
Hyperlink Action Text Header WordArt ¥ | mbol | Video Audio
ﬁ Chart Box & Footer = | 7 3

INustrations Text fiiybls Media

Links

Insert Equation
Insert common mathematical
equations or build up your own

equations using a library of math
symbuols.

Equation

€ Press F1 for more help.
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o OO thé nhdp chudt véo niif mitl #n nhé bén dudi nait lénh 88 kém ba
xem oong thite minh rudn nhdp oo sén frong PowerPoint hay chie. Néu
£ sn thi chi cdn nhdp chudt lén cong thitc véno sé duoc chén véo slide.
3. Nhép true Hép He bén phim cde ki By frong céng thite néu cé. Néu ban
phim khdng co cde ki i ddc bigt vdo Equation Tools, ngdn Design, nhom
Sy bolsdé chon.

o DS von cde K fie ob edu tnic ddc bigt hon thi chon fiinhom Struchures.
Chon kiéu phan si vé nhdp vdo ft sd con sd 1, sau dé chon 6 & mdu s,

CIEIFEEEE: [Fle* ax [ £ O
E”I”E”E”E”El | I‘gﬁﬂ !o‘:pt Pm_xll hlt_;ru unl.:lzl_all_wt Fm:‘nm 2
Fracon. £

EE"_‘EEi v eX x -@) om || 8
IE‘ = Flacvllun S(Ivlpl Ralilcal] il
R R
d A it &
*
________ P ——
flxp o) = x
———————— e | I
.
Chon cdc ki f1r degic bigi

4. Vaoe nhom Structures, chon niit Radical va chon kéu edn bde 2.

IEEFEERE: 5 e*@@x L, 3 O sme g Jm
]El E E <| | Fradion Scipt |Radical|integral Dpl:;gl:l' Bratket Fundlion Accent lil::lga:\d q
[«]
Common Radicals
—biF JETh ’
’
________ ]
flop, o) = m o
7777777 o ™

Thém defu cein trong cbng thic
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5. DX chuwén con 6 qua phia bén phdi déné ciing cdp véi déu =, sau 46

wéo nham Sirectures, chon lénh Seript v chon kidu Superseript.
IFIEIEIEIEIFIEL 5 [eXlwrx L0 3 o

] El El H Fraction | Seript | Radical Integral D‘}L:‘ragtz‘v Bracke

and

Superscript
Common Subscripts and Supersonpts

Xz e iwt x2

¥

Thém chi 6 trén

6. Nhdp ki fir “e” véo ¢ trdng lom, nhdp déu i vde 6 nhd bén frén. S
o vdo nhdm Stnicticres, chon Brackets va chon kidu Brackets.

3 [Od ome G m,
Large Bracket| Function Accent Limit and
Cperator ~ e - - Log ~
I
= =l (=3 ®
| N | S B mmmmmmmemee ]
rac 3 — 1
| Brackets | f(x’#, G') — e (=) {%
(E=]| =l = o¥imo ]

Them dedungodc lbn

7. Chon ¢ frong cdp diu ngodc vd vdo Structures, chen Fraction vé chon
kidu Stacked Fraction.

Them phin 28 vao frong cdp didu ngode
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8. Chon 6 tén &t sd, vdo Structures, chon Seript wi chon Superseript.
Sert 6 nhap ode ki fif véo che fit sd.

flx,u,0) = g_(g)

_______________ 2o |

Nhap cdc ki hiéu vao tir -0

9. Chon ¢ drai mdu sd, véo Structures, chon Seript vé chen Superseript.
Sert Ao nhdp ede Kt vdo che B sd.

Equation
- L)
f(xr ;ur 0') - V{m € 2

Céng thite irén slide
10. Nhdp chudt vao viing bring trén slide 48 ke thiic.

MHIER W1

Ban hiy doc ki thong tin ciia hoat déng va dua vao hiéu biét cia minh dé
thure hanh mot 56 nhigm vu sau:

1. Trinh béveodch chén mithdng bidu Hir Excel vdoe PowerPamidang lién kot

2. Thuc hénh tao nhanh mdt Photo Album tit b¢ siae tdp hinh bdng
chiong Ginh PowerPoint 2010.
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NOi dung 5
CHUAN BI THUYET TRIMNH

THONG TIMN CO BAN
Tronghoat dongnay, chiing ta sé cing nhau tim hiéu cic cong tic chuin
hi cho budi trinh dién tnréc khan gid hodc phat hinh bai trinh dién duwéd
dang ty hanh hodc hrong tic vii noudd xem. Trong hoat dong nay sé lan
hrot trinh bay cac ndi dung saw:

1. Tao tiéu dé dau va chan trang

Trong PowerPoint, viéc thiét 1ap Header & Footer cho slide va trang in
kiéu Handout hoic Notes cd mot 50 diém khac nhau. PowerPoint thiét
ké s3n cic placeholder trén slide va cic trang Handout hodic Notes dé
chita cic thing tin header & footer ma ngudd dime sé nhép vao. Co thé
thure hign mot sé tuy chinh d6i véi cic placeholder néy trong ché do
S5lide haster, Handout Master va M otes haster.

Header & Footer cho slide co 3 placeholder nhar sau:

» Footer Diing dé chita dean vén bdn nhu tén tde gid, #8n chuong,...

» Date and Time Chita thong fin ngdy thdng fao hodc edp nhat ldn cudi
beii threydt trinh.

* Slide Number: Chita sd thit fir ciia slide frong bai thundt srinh

Header & Footer cho Handout va Notes co 4 placeholder saw:

o Header Diing 48 chita doan védn bdn nhu ld tén tiea A8 eia bt bdo cdo,
tén chrong,...

» Footer Diing dé chita dean vén bdn nhu tén tde gid, #8n chuong,...

» Date and Time Chita thong fin ngdy thdng fae hodc edp nhat lan cudi
beii threydt trinh.

* Page Number Chita sd thit i ciia trang in frong bar shunwdt frinh.

Cac buére tién hanh nhu sau:

1. Métdp tin ThuchanhPowerPoint2010_Ché.ppix

2. Vao ngdn Insert, nhom Text, chon lénh Header & Footer, hdép thoat
Headerand Footer xaidt hign.
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134

B4 ®

Header |WordArt Date
& Time Mumber

-

A=
Text
Box |& Fom

Text

5 &

Slide Object

p——g

Chon nh Hender & Footer

3. Chonngan Slidetronghd p thoai Haaderand Footer e ldm theo nhit sau:

Dateand Hme thidt ldp thot gian 58 xaudt hign frén slide.

Update autormnatically: That gian s& la ngdy hign hdnh cia mdy tinh dang
stz dung va sF fy dong thay 481 then gian trong nhilng ldn mé sau.
Co thé chon thém kidudinh dong thee ngin ngittgi hip Language vd
kiéu nody thdng tai hop Calendar type. Vi dy, ban chon fuy chen ndy vé
chen dinh dang ld thdngigdvindm theo thidt ldp trong Contrel Panel aia

rrdy dang si dung.

Fixed: Nhap ther gian ed dinh véo & tring bén duai.

Slidenwm ber: Ddnh ddu chon vée 6 ndy dé che hign si thit fu cia slide.

Footer: Hdvnhdp vdo t8n cia ban.

Don’t show on #Hile slide. Bon hdy chon fuy chon ndy dé khong dp dung

Header & Footer trén cdc slide fua A8 (title slide).

Header and Footer,

Slide | Motes and Handouks

~Include an slide

Date and time
(® Update automatically

| 1j2212010

Language:

Calendar bype:

I Apply ko All I
Apply

|English 5.0 v|

| Weskern

¥

O Fized

[1izzizn10

slide oumber
Fooker

|Tr§n Thanh Phong

Thiéét lip Header B Footer cho Shide




— Néu nhedn niit Apply thi chi dp dung cdc thudce tinh Header & Footercho
oo slide dang chon. Néu nhdn mit Apply to All thi & dp dung cde thuge
tinh Header & Footer cho fodn bé bat thuwd riinh.

4, Chonngdn Notesamd Handouts:

Header and Footer

Slide Mokes and Handouks

~Inclhude on page apply ta All

(& Update autoratically

|Fri|:|a';.-'J January 22, 2010 a|

Language: Calendar bype:
|Engli5h (LS. | |Western L |
O Fixed
|Fridav, January 22, 2010 | ~ Freview
Header N
|Micru:usu:|Ft PowerPoint 2010 |
Page number
Fooker
|Tr§n Thanh Phang |

Th et lip Header & Footer cho Notes and Handout

— Date and fime Chon kidu Undate autornatically vd chon dinh dangngay
thang nhu frong hinh.

— Header Hiynhdp vdo vdn ban "Microsoft PowerPoint 20107

— Page number: Ddnh déie chon vde 6 ndy 48 che hign si thit fur Bén cdc
frang in Handout hodc Notes Pages.

— Footer Nhap vdo fén ngrert thie hign

- Nhdn it Apply to All 48 dp dung cde thude tinh Header & Footer cdc
frang tn Handout i Notes Pages.
Tuy chinh Herder & Footer trong Slide Master

Cac Header & Footer vira thém vao cicslide dai khi sé chua duoc nhu v
mudn. Do vy, ching ta s& thuc hign mot s6 tuj chinh cho d6i tuomg nay
trong ché do Slide Master View. Cac budr tién hinh nlhnrsan:

1. Vdo ngdan View, nhom Measter Views, chon lénh Slide Master.
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2. Chon vdo Slide master, o gocdrart bén phaiaia slide co Shdp nho chinh
Ié 3 placeholder ditng dé chita thing tin Dateand Time, Slide Number v
Footer. Hiy dini 3 placeholder néy xudng sdt eanh diei etia slide.

ck to edit Master title style
Click to edit Master text styles

Second level Secondlevel
Third level i Third level
Fourth laval :

Fourthlaval

Fifth lsvel Fifthlevel

Seip xén lai cdc placeholder frén Slide Master

3. Chon 2 placeholder Date and Time vd Foofer, sau do vao ngdn Home,
rnhom Font wichon lgicd chitld 14, Chon placeholder Slide Numberdcho
circhit la 20, chit in ddm (Bold) mdu veng v co bong mer (Text Shadow).

Homel Insert  Transitions Animations Review Wi

4 \Minion Pro (Body * |20 ~| A" A7 | B
=l
L |[B] 7 © N Aa- | A -
ont F} Far
Text Shadow

Add a shadow behind the selected
text to help it stand out on the
slide,

Binh dang lot cric placeholder
4. Nhdn niit Close Master View.

2. Ghi chi va nhan =ét cho cac slide
Ghi chu chio slide
Duéi moi slide trong ché do6 Normal View la mot khung trong ding dé
nhip cic thongtin shi chil (notes) vé noi dungtrongslide do. Ngodira, co
thé chuyén sang ché do Notes Page dé nhip thong tin shi chi cho slide.
Co thé thém cic ghi chi vao vimg Notes trong ché d6 Normal nhwmg dé
xem hinh ddng thre sy cfia trang in Notes Page thi phai chuyénsangché do
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man hinh Notes Page vitrong ché dd Normal View sé khong thé thay cic
dinh dang vé méu sic, hinh anh,... trong khung Notes.

Trong ché do Notes Page, mditrang bao gdm maot hinh thu nho cta slide
ndm bhén v bén dudi 13 hop vin ban ding d€ nhép thong tin shi chi vao
nhr vin ban, do thi, hinh, bang biéu, shape, ...

Blld -0 AP EF|s  ThuchanhPowerPoint2010_Ché pptx - Microsoft PowerPoint o @B
m: Insert  Design  Transitions  Animations  Slide Show  Review l View | Developer Add-dns  Acobat & e
= Slide Sorter (2 Slide Master 1 Ruler E-l -w] @ =

— HNotes Page Handout Master Gridlines q i Grayscale - 5

New Switch Macros
Reading View NotesMaster [ Guides Il Black and White | window BB Windows =

Master Views Show & Color/Grayscale Macros

PowerPoint 2010

ctinhning
ng trinh

Click to add notes

BliE?- 3 ETFE- ThuchenhPowe Fonlz010_Chippta. - ffcrosoit Powe Pl oo
Fen _mm]mwm-:m-mn—mmwmm = g
bR B e e s E e e -
i 2 < K L "
Eq. I;_?Ih | e -ﬁh_ o | - [ Eﬂ‘% Ez.im-w-
F | sioe- T L el ". b i * _Df":“_a_ =
Dgpsard | |

RIS | Fant W el LT LA [Higea

Noies irong Normal View vet Notes Page
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138

Ghi chii trong ché d¢ Normal View
Cac hudre tién hanh nharsau:
1. Chon slide cdn thém ghi chii. Vidy chon slide sd 3

2. Trong ché do slide, ban nhdp chudét vio khung Notes ndm bén dudi
slide, nhdp vdo v dinh deng thdng tin shichit choe slidenhwhinh sae:

Nhung kicu hrentht I

#Presentation Views »Master Views

* Normal = Slide Master
wSlide Sorter = Handeut Master
= Notes ?age = Notes Master

= Reading View

Presentation Views

+ Normal: Ding rat nhigu trong qua trinh bién soan

« Slide Sorter: Sap x&p cdc slide trong bai thuyét trinh.
+ Notes Page: Thém cac ghi chi vao slide

+ Reading View: Xem trudc bai thuyét trinh

Master Views

+ Slide Master: Luu trir thdng tin vé thiét ké

» Handout Master: Thiét [dp céc théngsd cho cac trang in Handout T
+ Notes Master: Thiét |8p cic thdngsé cho cac trang in Noted

Nhép ghichi cho slide

Nueét chon vin ban trong khung Motes vavao ngin Home, nhom Font va
Paragraph &é dinh dang.

3. Thuchién lai thao tde ndy cho cdc slide cdn thém thong tin ghi chii.

Ghi chit trong ¢hé d9 Notes Page

Ghi chil trong Normal View khong thé thém vio hinh anh, dd thi,... nén
phai vio Notes Page dé thém cac thong tin nay. Tién hanh nhu sau:

1. Viio ngdn View, nhom Presentation Views, chon Notes Page

Home Insert Dresign Transitions Animations Slide Show Review J\-’iew

Slide Master Ruler m
Q

slide Sorter

Handout Master Gridlines E Grayscale
Zoom  Fitto
Motes Master Guides Window | I Black and Whi
Presentation Views Master Views Show [P Zoom Color/Grayscale




2. Diing thanh cudn doc 48 di chuyén dén slide cdn thém ghichii. Vidy,

ban chon slide s 3.

|
[l']Master Views
- Slhde Master: Lutu tri? thong tin vE thit k&

ng qud trinh bién soan
ide trong bdi thuy&t trinh.
i vao slide

thuy£t trinh

in Handout
- Notes Master: Thigt i p cic thing 58 cho cic trang in

I
|
|
|
|
I
7
- Handout Master: Thift lip cicthéng sd chocictrang |
|
I
Notes| :
1
8]

3. Ban cd thé nhap thém cde thing fin, dinh dang vén bdn hodc véoe ngén

Iisert dé chén cdc hinh dnh, dé thi, shape, bdng biéi véo trong bang.

Lem vide voi Comment

Comment thiémg duoe chén vio cicslide d€ nhan xét hodic danh gid vé
noi dung, hinh thire,... ciia bai thuyét trinh ndo do. Doikhi, cormment 1a
ciia chinh tic gia bai thuyét trinh thém vao dé yéu ciu ngudi khac nhan
xét oiiip minh vé bai thuyét trinh. Chiing ta cd thé thém va hiéu chinh,
sao chep hodc x04a cic comment trén cac slide.

sitions

Animations Slide Show [ Reviewl View Developer Add-Ins Acrol

E

Show
Markup

3.‘1] ﬁ ] A Delete Compare 3 Previous ‘;g
| 5 #3 Previous | ¥ Accept -~ B Next :
Mew Edit & « . o End
Commenkgnmmenr 2a Mext & Reject \E Reviewing Pane peyiew|
Comments Compare

Cheén video vao shde

Insert Comment

Add a comment about the
selection.

Th ém commient
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Cac budére tién hanh nha sau:
1. Chon slide cdn thém comment. Vidu ban chon slide s88
2. Vao ngin Reriew, nhom Commienis, chon New Comment

3. Nhdp véo ngidung cdn nhdn xét trong hép Comment vita chén véo.

/| Tran Thanh Phong 1/22/2010
Quang céo Office nhr phim hanh déng 1) I

"

4. Nhédp chudt ra khéi hép Comment dé hodn 4. C6 thé di chuyén
comment dén gdn Adi freong trén slide mé né nhdn xét.

Hiéu chinh commient
Cac budre tién hanh nhu saw:
1. Chon slide co commentodn higu chinh. Vidu ld slide s6 8.

2. Vae ngdn Review, nhom Comments, chon Shor Markup J8 hign cdc
comment fron slide. Néu slide o6 nhidu cornment thi:
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— Nhén ntit Next 48 di chuyén dén comment k8 i,
- Nhdn niit Previous dé di chuyén vé comment lién e,
3. Chon comment cdn higu chinh. Vidu chon comment via feo.

4. Chan lénh Edit Comment

tions Animations Slide Show I Review
e
% [j @ Bl Delete ~
Previous
Show MNew
Markup| Comment Co Next
Comment:

Lénh Fdit Commmeri#

5. Nhdp ndidung higu chinh wdo hép comment

6. Nhdp chudt rangodi hép comment dé hodn £t

Sezo chép not dumg comment

Céc budre tién hinh nhur sau:

1. Chon slide cé commentcdn sae chép néi dung. Vi du lé slide s5 8.

2. Choncommentednsao chépndiciung. Vidychon comment vita tao & trén,

3. Nhdp phdichudtlén comment va chon lgnh Copy Text

Chen video vao slide

Edit Comment
Copy Text
Mew Comment

Delete Comment

Sao chép ndit dimg trong hdép Comment

4. Chon noi dé ddn ngi dung sao chép vde vd vdo ngdn Home, nhém
Clipbeard, nhédn niit Paste.

Xovi commmient

Cac budce tién hanh nhu sau:
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1. Chon slide c6 commentedn xod. Viduy Id slide s6 8.

2. Chon commentcdn xod. Vidu chon comment via too & trén.

3. Nhdn phim Deletetrén bdn phim dé xed hodc vée ngdn Review, nhém
Comment, chon Delete o1 cdc iy chon sau:

s Delefe x0a comment dang chon.

o Delete All Markaup on the Current Slide xba tit i comment trén slide
hién hanh.

» Delete All Markasp in fhis Presentation: xba tit ¢ comment trong bai
thuyét trinh nay.

tions Animations Slide Show [ Reviewl View Developer Add-Ins

re Ch ‘% E Delge *E ' Compare ﬁ Previous

| Bl Delete

Show New Edit

Markup| Comment Comment E Delete All Markup on the Current Slide
Comments ¥ | Delete All Markup in this Presentation

3. Chuyén dinh dang cha bai thuyét trinh

Chuyén dinh dang bai thuyét trinh d3 hoan thinh sang cic dinh dang
khic nhir 1a Acrobat (PDF), Word, Video,... hodc Ia hra bai thuyét trinh
sang dinh dang PowerPoint & cic phién ban trudc s€ giap cho viéc chia
s& duge dé dang hon.

3.1. Luu bai thuyéat trinh dudi dinh dang PowerPoint 2003 trd vé trudc
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Hién nay van con rit nhiéu ngréd ding chua néng cip lén PowerPoint
2007 hodc 2010, nén viéc i bai thuyét trinh sang dinh dang PowerPoint
cii 5é ginp nhitmg ngudi dimg phign ban cii co thé md va xem trinh chiéu
trén may cia ho.

Cac budére tién hanh nhu sau:

1. M& bai thuydt Binh cdn chuyén vé dinh deng PowerPoint 2003 tré vé
Freae.

2. Vao File, chon lénh SareAs

3. Chon kidu dinh dang tdp tin fai hip Save as fype ld PowerPoint 97 —
2003 Presentation (".ppil.



File mame: ThuchanhPowerPoink2010_Che, ppks

Save a5 YRR | powerPaink Presentation (*.ppt)

PowerPoint Presentation (*, ppkx)
PowerPoint Macro-Enabled Presentation ¢, pptm 7~ O\

pEIL|ES

PowerPoint 97-2003 Presentation (*. ppt)
FCF (*,pdf) w

: ¥PS Document ¥, xps)
Click to PowerPoint Template (*.pok:)

<

Chon ki€ dinh dgng tdp tin

4. Ddr tén idp fin fgi hdp File name néu ruidn véd nhdn niit Save dé o
lai bdn sao aia bail thuydt Binh duai dinh dang PowerPoint 97-2003.

3.2. Chuyén bai thuydt trinh sang PDF/XPS

Pinh dang PDF rét phd bién trén Internet, do vy viée chuyén bai thuyét
trinh sang dinh dang nAy ciing rat cin thiét trong vigc chia s& trén mang.
Cac buéve tién hinh nhu sau:

1. Mé bai thuyét inh cdn chiunén vé dinh dang PDF hedic XPS.

2. Vdo File chon lgnh Share, chon Cragte PDFIXPS wichon #iép Cragtea
PDFXPS,

File Types
Print | e
Bl ChangeFile Type
l id  Create PDF/XPS Document N %
4y
Help @ Create a Video

Chuyén bai thuét irinh semg PDFXPS

3. Dt tén fdp fin fai hdp File name, chon kidu dinh dang Ié PDF hede
XPS tai hdp Save as fvpe odc fuy chon khde 48 médc dinh.

File pame: | ThuchanhPowerPoint2010_Che @J

4

Save as bype:

Open file after publishing
Optimize far: (8 standard (publishing online and printing)

O Minimumn size (publishing online)

Chon kitu dinh dang PDF

4. Nhén niit Publish &8 chunydn bl thuydt frinh sang PDF.
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3.3. Chuyén bai thuyét trinh sang video

Pray 14 tinh ndng mei efia PowerPoint 2010, Viéc chuyén bai thuyét trinh
sang video sé giiip ngudi xem khong cin thiét phai cd chuomg trinh
PowerPoint cii dit trong may méa chi cin mot chuomg trinh phit video
dé xem, vi du nhu la Windows Media Player. Cac buérc tién hanh:

1. M& bai thuwét Binh edn chiuwn vé dinh dang Video.

2. Viie File, chon lénh Share, chon Creafea Video

W_“ 3 .
I3  Create PDF/XPS Document

’ Create a Video

i

7 Add-Ins ~
Ovptions
5 =

E& Create Handouts

@ Package Presentation for CDr

o) L1007 B

Internet & DVD

For uploading to the Web and burning to stan...

€9 Use Recorded Timings and Narrations

.‘.:"Q Slides that do not have timings will use the def...
Seconds to spend on each slide: | 05.00 :

g

Create

Video

3. Chon chét hwomg phim edn xudt ra. Vi du, chon Intemet & DVD vé

nhdn riif Craate Video.

4, Timnotlat fdp Bn video tol Savetn vaddtién idp fin fgl hdp Filename.

Fie game: | FuehBARRaNERAREZ0 00CE v
Save as bype: |Wind0ws Media Wideno (*,wmw) a|
[ Save :J

Bt #en v chon dink dang video

5. Nhédnnitt Savevdché PowerPointchuvén Adibarl thuvdt inh sang video.

3.4. Chuyén Handout sang Word

Viéc chuyén ciac Handout hoic Notes Pages sang trinh soan thao
Microsoft Word sé gitip c6 thém cic dinh dang mong mudn khic ma
PowerPoint khing hd tro truée khi in. Cac baére tign hanh nhar sau:

1. M& bai thuydt inh cdn chuydn vé dinh dang Word.

2. Vie File, chon lénh Share, chon Cregie Han douts vd chon lénh Craate
Handouts, hép thoat Senid to Microsoft Word xaedt hign.
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Create Handouts in Microsoft Word

Create handouts that can be edited and formatted in

Word.

= Creates a Word document that contains the slides and
notes from this presentation

= Use Word to layout, format, and add additional
content to the handouts

= Automatically update slides in the handout when the
presentation changes

Send To Microsoft Word |z”z

Page layout in Microsoft Word

E (&) Motes next ko slides
E O Blank lines next ko slides
O Mokes below slides
% 2 Blank lines below slides
% O outline anly

E Add slides to Microsoft Word docurment ——
O Paste
HCIZat:;t % ®Paste link
sl [ oc ][ comeet ]
Chuyér Handout semg Word

3. Tai nhém Page layout in Microsoft Word, xem hinh mdu cde kéu
dinh dang khi chuyén sang Word véa chon mat kidu. Vi du chen kiéu Notes

next fo slides.

4. Tainhom Add slides to Microsoft Word docrsnent:

N Paste daoc chon thi ode handout hede netes pages s& dic ldp vor fi

fidre Word.

Nét Paste link duegc chon thi méi khi eé suhigu chinh trén slide trong béai
thaydt trinh thi ede higu chinh ndy s& fu dong edp nhadt sang 14t gy Word.

Vi dut, ban chen

feychon ndy.

5. Nhén mit OK vé chér chuong Binh Microsoft Word md v cde slide s&
dreae Idn Teot chaoyén sang Word.

Slkide 1

=1
Slide2
Shide3 Presentation Views

= | Bicpenal: Dt B tronEUs
trinh bign soan

* Slide Sorter: $3p xSp cic slide trong

bai thuySt trinh.

= Motes Page:Thém cic ghi chd vio
slide

Hendout seu i chunén sang Word,
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4. In bai thuyét trinh
Trong cic budi thuyét trinh co s dung may chiéu, dién gia hay neusi
bdo cio sé phat cho ngudi xem mot tAp tai lidu vé cic bai bdo cdo s3p
dién ra d€ ho doc trudrc. PowerPoint cung cip rét nhiéu tuy chon dé ban
tao nén cac tiilidtu mot cich nhanh ching va rit chuyén nghigp.

4.1. In tai liéu danh cho dién qia
In 4n tai litu dang Notes Pages hodc Outline thudmg duoc sit dung danh
cho ngurti thuyét trinh. Céc ban in nay cnfa noi dung trén slide va cic
ohi chil cia slide ciing duoc in kéem theo. Nowdi thuyét trinh co thé doc
nhanh cic trang in nay dé xic dinh ¥ chinh cin trinh bay.
a. Tuy chinh Notes Master
Mac di co thé chinh sira, dinh dang cic Notes Page riéng biét trong ché
dd man hinh Notes Page, nhung viéc lam nay rit thi cong va mit thed
oian. Nén vao ché do Notes Master dé thuce hign cic tuy chinh va cac
thay ddi nay sé co tic dung cho tit ca cic slide trong bai thuyét trinh. Cac
burére tién hénh nhu sau:

1. Mé bai thuyt trinh cdn didu chinh Notes Master.

2. Vde ngdn View, nhém Master Views, chon Notes Master. Cira s Notes

Mueaster xadt hign.
Home Insert Review J Wiew
Slide Master Ruler q
Handout Master Gridlines
Guides Zoon
Master Views Show [

3. Tginhém Placeholders cia Notes Master, cd thé thidt Idp cho dn hodc
hign ede placeholder trén trang Notes Page bang cdch b6 chon hode chon
wie cde hip kidm.

Motes Master l Home Insert Review View Developer Add-Ins Acrobat | Format | ]
Chy Head Dat Colors ~ =
D eader ate Aa E olers @ Background Styles ~
Slide Image Body [A]Fonts -
Page Motes Page Slide Themes [[] Hide Background Graphics Close
Setup Orientation ~ Orientation ~ Foater Page Number . El Effects ~ Master View
Page Setup Placeholders Edit Theme Background [F} Close

4. Tagi nhom Edit Theme co thé chon lai b mdu s&’c,ﬁnrﬂhﬁyﬁhiéu
tmg cho cde placeholder.
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5. Tgi nham Background, cd thé thém nén cho cde Notes Page. Vi dy,
chon Style 2 gl Background Styles.

[@ Background Styles v| _ E

TITT

@ Format Background...
""|_'] Eeset Slide Background

6. Trong ving Notes Page:

» Chon 2 placeholder Header va Date va di chinen xing phia dudi Iom
i chiing quid sdt 16 trén oia trang in.

» Chon 2 placeholder Footer va Page Num bervd di chuyén Ién tén Iem vi
chiing ciing qud sdt 1é diati aia trang in.

o C6 thé didu chinh kich thide aia placeholder Slide Image hode Body
theo nhu cdu. Vidy, ban thue hign didu chinh sau:

—Chon placeholder Body

- Vo Drawing Tools, ngdn Formeat, nhom Shape Styles

- Chon kéu dinh dang Colored Outline— Red, Accent §
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fne Insert

=l

View Developer Add-Ins Acrobat I Farmat

Review
2 ﬁ Shape Fill ~ w A" O Bring Forward
Abc Abc - z Shape Outline ~ e g - By send Backwarg
) [ l = uicl
A ~ | & shape Effects ~ Styles = £~ &, Selection Pane
N
Shape Styles WordArt Styles

il

[ Arrange

Colored Outline - Red, Accent 1

e ey R

Click to edit Masier vt stylss
Second level
Third level
Fourth level
Fifth level

Binh dgng che placcholder Body

7. Chuwn qua ngin Notes Master v nhédn niit Close Master View 48
hodin .

b. Thue hién in §n Notes Pages

Sau khi thure hign cic cong doan tui chinh cho Notes Page, tién hanh in
4nra giay st dung khi thuyét trinh nhu sau:

1. M& bai thuwét Binh edn in Notes Pages.
2. Viie File, chon Pring

3. Thuchién cdc ey chon sai:

o Tgi Copies: Thidt ldp si Ivong bdn in.

o Tai Printer: Chon mdy in Hr danh sdch; o thé thidt ldp cdc fuy chon
cho mdy in bang edch nhén véioe Printer Properities.
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Tar Settings: Thidt ldp sif Ireong slide & in Hrdanh mue:
Print All Slides: D& in &t cd cdc slide trong bar thuywdt Binh.
Print Selection: Chi in cde slide dang chon.

Print Current Slide: Chi in slide hign hdanh.

Customn Range Thidt ldp ede slide s& in.

BHEH9Y-0QATE- ThuchanhPower
Home Insert Design Transitions Animat
= save
Print
B save As s | e
e Copies: |1 2
E open ) P =
Print
ﬁ Close
ifo il e
Printer2 on FETPSYS
Recent
| Ready
B B
o Printer Properties
Settings
-----------------------------------------------------
"—_ Print All Slides .
Share = Print entire presentation
Slides| f6]
Help Print All Slides -
g N?tac I?ages ; - E Print entire presentation
= Addins | Print slides with notes
i Shdes
Options Print on Both Sides v I Print All Shides 1l
g =4 Flip pages on long edge E Print entire presentation %
Exit
[Efg Cotated Print Selection
123 123 123 Only print the selected slides
[
Portrait Orientation b4 Print Current Slide
Only print the current slide
Color - Custom Range
. @'EI Enter specific slides to print
Edit Header & Footer
' || Print Hidden Slides
Hip thogi Print Chon cdc slide 38 in

Chon kéu Layout cdn in: Ban chon kidu Notes Page, vé fuy chon thém:
Frame Slides: n didimg vién xung quanh Notes Page, ban khéng chon.
Seezle to Fit Paper. Tuy chon ndy s& not rong dién tich Notes Page vim vt
Frang gidy.

High Quelity: Tuy chon ndy in véi chdt lvong bdn in cao nhdtnhimg s& in
chém hon binh threng.
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+ Print Comments and Ink Markup: Tuy chon néy &8 in cde nhdn x6t frén
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- -
slide néu co.
Print Layout
Full Page Slides Notes Pages Outline
Handouts
1 Slide 2 Slides 3 Slides
=

4 Slides Horizontal 6 Slides Horizontal 9 Slides Horizontal

4 Slides Vertical 6 Slides Vertical 9 Slides Vertical

Frame Slides

Scale to Fit Paper
High CQuality
Print Comments and Ink Markup

Motes Pages -
=1 Print slides with notes

Chon kg layout déin

Thidt ldp ché dg n:

Print One Sided: In mdt mdt gidy.

Print on Both Sides: In hai mdt gidy véi gdy dong & canh dai bén trdi.
Thidt ldp ché dg sdp gidy khiin nhidu bdn:

Collated: T e tdch ra fimg b, nén chen ey chon néy khiin ranhiéu bé
v A Bin edng chia b6 st néy.

Uncollated: In khing tach bd

Thidt lgp chidu trang in:

Porirait Orientation: I frang ndm doc

Landseape Orientation: b trang ndmn mIng

Thidt lép mdu sdc choe bdn in:

Color: In dﬁycﬁz midne séc, mdu sac cac slide n ra (én Frudy tn ) s&
giing vt cdc slide mdi ban chidu frén mdy tinh.

Grayseale I voridng mdn Xdim, cde md nén & khiang droc in ra, cdc madn
séic s& drepe PowerPoint didu chinh sae cho bdn in ra dep va ro rangnhdt.



+ Pure Black emd White: Tiry chon nay thich hop che vige g fax hodc
Ién phim mdy chidu everhead.

E Grayscale

: Pure Black and White

rl—

. Color ﬂ

L

4. Nhédn niit Print 48 gii lgnh in ra mdy in.
. Thuc hién in dn tai lidu ding cho dién gia dang Outline
Khi bai thuyét trinh cd chifa nhiéu doanvin, ban ciing nén in ra sidy mot
ban dudi dang dan bai (outline) cho dé theo déi. P& xem Outline cia bai
thuyét trinh, ban vio ché dé man hinh Normal va chon nein Outline i
khung hén trii.

’[ﬁll HY9-0QAVEI= ThuchanhPowerPoint2010_Ché.pptx - Microsoft PowerPoint = = 8]

Home Insert Design Transitions Animations Slide Show Review Wiew Developer Add-Ins Acrobat (2] a
2 sz
d £ Layout = - -
i # Ao ¥ Minion Pro Cond ~ 42~ A" a7 | I%
2

e
- i= -
=

= f- Iﬁ{; Iﬁg |’_| v - #AFing
z = £y T e _i b
By~ Reset = =z 23 Replace ~
Paste Mew AV - - Shapes Arrange Quick
- & slide~ 5 Section B 7 U §abe &~ Aa | é s .p - g ;%.\Es -l Q Select »
Clipboard 1, Slides Font 7] 7] Drawing E} Editing
-

Gidi thiéu cdc tinh ndng
cia chugng trinh

M ll'll 3
z[a| Nhifng di€m méi cia PowerPoint 2010 g E
5[] Mhitng kiu hién thi »>Presentation Views »Master Views 1

m i i)
EEEE O YIRS = Normal = Slide Master
= Normal —
= Slide Sorter * Slide Sorter = Handout Master
 Notes Page = Notes Page » Notes Master
= Reading View : _
E »Master Views = = Reading View
= Slide Master
= Handout Master
= Notes Master

4| Chén hinh vao shide
5[ Chén Clip Art vao slide

/| Chup hinh man hinh dua vao slide Ttn Thanh Phorg U240

44

7[Wa| Chén Smart Art vaoslide

|| Chén video vio slide

=l . = " || Presentation Views =
9'5‘ Chén dogn phim tryfc tuyén *» Normal: Ding rdt nhigu trong qua trinh bién soan E
0[] 5 phan mém ~|| » Slide Sorter: Sap xé&p céc slide trong bai thuyét trinh. -
| sude3ofu1 | Paper | B | = (=) . :

Xern Quiline bai thuyét frinh trong cite 38 Normal
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Csc budre tién hanh nhu sau:
1. M& bai thuyét Binh edn in Outline.
2. Viie File chon Print.

Home I Print
i swe ] B i
B save As Full Page Slides otes Page Outline %
Handouts
[ Open
[ Close |§|
1 Slide 2 Slides 3 Slides
Info
FE
Recent 4 Slides Horizontal & Slides Horizontal 9 Slides Horizontal
FE
MNew _ c = g . 2
4 Slides Vertical 6 Slides Vertical 9 Slides Vertical
Erame Slides
Scale to Fit Paper
Share High GQuality
Frint Comments and Ink Markup
Hel, - T
P g Qutline |
AddIns * Print a text outline
Options Print on Both Sides =
Flip pages on long edge
In dém bai

3. Vdo phfiﬂ Settings, for Print Layout, chon Outline. Cde fuy chon khac
thuec hign fiong fiunhie phdn in Notes Pages.

4. Nhédn niit Print 48 gii lgnh in ra mdy in.

4.2, In tai idu danh cho khan gia
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In 4n tai ligu dang Handout hodic Slide thuémg duoc 517 dung danh cho
noudi xem thuyét trinh. Cac ban in nay chifa noi dung co ban vé thing
tin sé duoce trinh bay khi thuyét trinh. Neoréd xem co thé doc trudre cic tai
liéu nay d€ ndm so hroe vé noi dung va co thé chuin bj cic cin hoi 4é
larn ré thém cdc van dé khi thuyét trinh.

a. Tuy chinh Handout Master

Gidng nhu Slide Master, Handout Master giip diédu chinh layout cia
handout. Trong ché dd méan hinh Handout Master, co thé sip xép cac
placeholder ctia Header & Footer ciing nhu tujy chon cac dinh dang va
thém céc hi¢u ‘mg nén cho handout. Cic buérc tién hinh nhusau:



1. M& bai thuydt Binh edn fuy chinh Handowut Master.
2. Vio ngdn View, nhaom Master Views, chon Handout Master.

BIH?-URVEEI- ThuchanhPowerPoint2010_Ché.pptx - Microsoft PowerPoint =]

@ Handout Orientation =

{3 slide Orientation ~
Page

Setup Slides Per Page ~
Page Setup

Handout Master

Home Insert Review View Developer Add-Ins Acrobat

I cotors -
Fonts ~
Themes El ons

- [@]Frfecs -

Edit Theme

=

[# Header [ Date i Background Styles ~

Close
Master View

[ Footer [W] Page Number [ Hide Background Graphics

Placeholders Background ra Close

Crna o Handout Master

3. Tginhom Page Sefupr

o Chon Handout Orienfation:

— Portrait: frang handout s& ndm doc

— Landscape: frang handout sé ndm ngang

{ Wicmac rewcrcet 20 H Pricay, ey 32,0 |

[T YT H i | redp daroary a5 4213

Handout Orientation,

oy Portrait

L
; v : Landscape
| i Tt g P @) P ->i-1-|r\u|-

Chon huong che trang handout

o Chon Slide Orientationt:
— Portrait: cde slide frong frang handoutnam doc

— Landscape: cdc slide frong trang handout ndmngang
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Fediay, ey 3,20 | Py, iy 33,200 |

Z4 slide Orientation

7
[
Portrait

; -I Landscape
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Chon husomg che slide trong trang handout

s Chon soslide trén moi trang handout, ban vao Slides Per Page va chon
50 slide sé in trén mdi trang handout. $0 slide cing it thislide in ra cing
to va dé doc nhimg sé ton nhiéu gidy. 50 slide cing nhiéu thi cacslide sé
hi nén nho lai nén ban in sé khd doc hom. Trong tuy chon vé s slide,
noudi ta tharemg chon in 2 slide trén mot trang handout.

TAEMES

- [@]Efrects ~

Edit Theme

[T Footer [¥] Page Number

(B Stides per Page | [T Hide g

[/ 1slide

= | 2slides

Placehalders Ea

o= .
3= 3 Slides | Micmacd Aewadort D0 Py, Jarary33, T0 |

B8 4 slides

-
|8
H7

ooo

ooo

ooo
[f=}
)
o
m
i

Slide Qutline

Chon 53 slide #rén m8i tremg hemdout

4. Tai nhom Placeholderss Handout Master co bin placeholders Ia
Header, Footer, Date, vé Page Number dhioc bd tri & bin gée aia handout,
Chiing ta ob thédn hign védnhdp théng tin, dinh deng che cdc placehelder
ndy Bén frang handout.

« Header:ndm drgoc trén bén trii, di chuyén placeholder nay xudng dudi
Lcm va qua phai lem vi nd qud sdt 18.



« Footer: ndm i goc dudi bén trii, di chuyén placeholder nay lén trén
Lcm va qua phai lem vi nd qua sat 1é.

« Date: nam & goc trén bén phai, no sé hiégn ngay thang hién hanh néu
duwe chon, ciing nén di chuyén nod xmong dudi Lem v qua trdi 1em.

« Page Number: nim & goc dudi bén phai va cd sinki hidu <#=. Ki hidu
nay sé duoce thay bang s thir ty trang in; nén di chuyén no lén trén Lem
va qua trdi Lem vi qud sat 1é.

5. Binh dang kiéu nén, cdc b6 md, font chitva cac e (theme) vd cde
higu img cho handout firnhom Edit Therne trén Ribbon.

6. Tainhém Background, cé thé thém nén cho ede Handout, Vidy, chon
Style 2 tat Backgroimd Styles.

Date Eg H Loty l@ Eackground Styles ']
@ Fonts ~

Themes B
- [@]Effects -
Edit Theme
14,
g & 4 2 1] 2 4
B &Smez D D

@ Format Background...

Fage Number

Iders

B

"'|_‘] Reset Slide Background

Thém nén cho handout

7. Chuwén qua ngdn Handout Master vd nhdn niit Close Master View 88
hadn A4t

b. Thue hién in dn Handout

Khi in Handout, c6 thé chonin 1, 2, 3, 4, 6 hodc 9 slide trén mot trang
handout. Chiéu cda trang handout va slide ndm trong co thé chon la
nim ngang hodc doc. Thing thuimg, in handout 2 slide trén mit trang
oidy khd A4 vid chidu doc. Cac budc tién hanh:

1. M& bai thuydt trinh odn in Handout.
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2. Vdo ngdn File, chon Print.

3. Vdo ph&n Settings, tgl Print Layout, nhém Handouts v chon kidu
2 Slides. Cec By chon khde thue hign ong fenhie phdn in Notes Pages.

Print Layout
Full Page Slides Motes Pages Cutline
Handouts
1 Slide 3 Slides
\_
EE 22 =g

Chon kg in 2 slide trén mét trang handout
4. Nhédn niit Print 48 gii lgnh in ra mdy in.
c. Thuc hiénin dn slide
Kiéu in nay sé in moi slide trén mot trang in. Poi vii nhime bai thuyét
trinh quan trong, ngudi ta thaémg 511 dung kidu in nay dé cic noi dung
trén slide doc duoe dé dang trén ban in.

Cac budére tién hanh nhu sau:
1. M& bai thuwdt inh cdn in Handout.
2. Vio ngdn File, chon Print.

3. Vdo phdn Settings, tai Print Layout, chon Full Page Slides. Cdc fuy
chon khdc thyc hign fuang funhie phdn in Notes Pages.

Print Layout
] E |
Full Page Slidgs Motes Pages Cutline
Handouts
1 Slide 2 Slides 3 Slides
=
4 Slides Horizontal 6 Slides Horizontal 9 Slides Horizontal

Chon k& layout Full Page Shides

4. Nhdn niit Print dé o lgnh in ra mdy in.
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5. bong goi bai thuyét trinh ra dia
Vigc dong oi bai thuyét trinh gitip dé dang trong viée phit hanh va chia
s& cho nguéi ding vi khong so thiéu bat Ki tip tin dinh kém hay lién két
ndo co 511 dung trong bai. Cac budre tign hanh nhar sau:
1. M& bai thuyét Binh cdn dong gor.
2. Vio ngin File, chon Share, chon Package Presentation for CD, chon
Hén Package for CD. Hép thoai Package for CD xudt hign.

Package Presentation for CD

Create a package so that other people can watch the
presentation on most computers.

This package includes:

®  lLinked or emmbedded items such as videos, sounds, and
fonts

B Any other files added to the package

&

Package
for CDr k

Package for CD

% Copy a set of presentations to a Folder on your computer or o a CD,

Name the CO: | ESERESHERED

Files ko be copied |

ThuchanhPowerPoink2010_Ché.ppksx -
=
[¥]

Options...
[ Copy ka Falder... ] | Copy ta CD |

Iénh Package for CD

3. Taihdép Namethe CD, ddf tén cho CDld "PowerPoint2010°".

4, Hip Files to be copied 12t k@ danh sach cac tdp fn s droe dong not
vdo CD.
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o C6 thé thém vdo cdc tdp fin khde béng cdch nhdn véoe niit Add... vé frong
hip theai Add Files, chon cde tdp fin va nhdn niit Add dé thém véo.

Add Files
Loak in: |@ Multime dia
B My Recent
Documents
@ Desktop
=y My
= Documents
K E‘I;.mputer Animall0z.jpg Animall03.jpg Animall04.jpg Animal105. jpg
q My Metwork,
Flaces
Animal107.ipg Animall08.jpg Animal109.jpg Animall 10.jpg
File name: | I |
Files of type: |,O.|| Files (*,*) I |
add ] [ coneel ]
A

Thém idp Hin o8 dong goi

o D) xod bét ode tdp Hn bong CD, chon chiing &t danh sdch File to be

copied vinhédn ruit Renove.

Package for CD

@ Copy & set of presentations to a folder on wour computer or o a CD,

Mame the C0: |Presentati0nCD |

Files to be copied |
ThuchanhPawerPaintZDlD_ChE-.pptx

(] [*]

Options., .,

=
o
=
(1]

[Cnpy to Folder. .. ] | Copy to CD | Close

Togi bot tdp tin & dong goi
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5. Nhén niit Option dé mdhdp thoai Options.

Options

Include these files

ill not display in the Files to be copied list)

Enhance security and privacy

Password to open each presentation: | |

Password to modify each presentation: | |

|:| Inspect presentations For inappropriate or private information

| 0K |[ Cancel ]

Tuy chon déng goi

o Toi Inelude theses files:

— N&u medn 001 ndy chita luén cde idp tin 48 lién kSt vat bat thuyst Binh
thi chon Linked files.

— Chen thém Embedded TrueType fonts d& ddm bde mé tén mdy khdc
khong bi thidu fontchit vi cde font dd droc nhiing trong bari thuwt Binkh.

o Tai Enharice security and privacy. Co thé ddt thém mdt md bdoe vé cdc
tdp tin thuydt inh néu thdy cdn thidt.

= Password to open each presentati on: ddt mdt mé dé md cde bai thuyét
finh oo frong dia dong got.

* Password to modify each presentation: &z mdt md dé higu chinh cde
beil thuevdt frinh o6 brong dia dong go1.

o Cb thé chon thém tinh nédng Kém fra cdc théng tin frong bar thundt
frinh tai Inspect presentations for inappropriate or private information
trade Khi dong got.

» Nhdnniit OKdéhodn tdt cdc ity chon vé 16 véhap thoat Package for CD.
6. Co hat fitychon dong gor I

« Copy to Folder...: Wé chon thi hép theat Copy fo Folder xudt hign
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Copy to Folder,

Copy files ko a new Folder with a name and location you specify,

Folder name: | PresentationCD |

Location: |D=".300k5 2010 | [ Browise. ., ]

Open Folder when complete

| QK 1l [ Cancel ]

» Tgi Folder name: Cring cdp #8n thie muc chita g1 bdo cdo.

» Tai Location: chon not hat £t thie muye dong g61. Néu cdn thay ddi net
Lt Bk thi nhdn niif Browse... vd chon lainot hat.

= Néu chon Open folder when complete thi PowerPeint s& mdé thi muuc
lias frit cae tdp tin dong ot 1én s khidong goi xong.

» Nhédn OK dé bét déu qud trinh déng 261 véoe thi muc.

Microsoft PowerPoint

‘fou chose to package all linked files in your presentation, so PowerPoint will copy the linked files to your computer, You should include linked files in your package
only if wou trust the source of each linked file.

Do you want ko include linked files in vour package?

I oves | [ [il] ] [Cancel

Was this information helpful?

Théng beio you cdu xdc nhdn chép crdc &ip tin Bon b vét bai thuyes irinh

» Hip thong bdo xudt hidgn véu edu xdonhdn b chép cde tdp tin dang lién
k&t v bat thuvdt tinh hay khong. Yes 1a déng v hode No 4¢ khéng chép
cde tip tin lidn &t véo dia.

« Copyto CD: Néu chon thi Micresoft PowerPoint xuedt hign théng beo héi
ban o6 raedn chép cde fdp fin dé lién K8 vt bai thuvdt Binh vde CDhay
khong. Bon nhdn niit Yes sé dongy va No dé khong chép edc tdp tin lién két
véo dia. Liat Vi, mdy tinh aia ban phdi c6 ddu ohi COYDVD, sae khinhdn
xdenhdn thi ldm thee ede hiaimg ddn cria chiemg trinh dé ghi ra dia.

7. Nhén niit Close khihodn &t

MHIEM 1)
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Ban hiy doc ki thong tin cita hoat dong va diua vao hiéu biét ciia minh dé
thuc hanh nhiém vu sau:

Neu ede bide loat b6 nhanh ede higu ving v hoat ednh khi frinh chidu béi
thaeyée trinh.



NOi dung 6
TRINH CHIEU BAI THUYET TRINH

THOMNG TIN CO BAN
1. Trinh chi@u bai thuyét trinh
2.1. Thiét Idp cac tay chon cho ché dd Slide Show

Cac budéc thyc hign nhu sau:

1. Viéio ngdn File, chon Options, hop thogi PorverPoint Options xidt hign

2. Chon Adrarced tit danh sach hén trai trong hop thoai PomwerPoint
Options vi im dén nhém Slide Show trong khung hén phai.

PowerPoint Options

General QJ—|

Slide Show

Proofin
4 Show menu on right mouse click &

Save Show popup toolbar (D
Prompt to keep ink annotations when exiting

Language
End with black slide

Advanced

Customize Ribbon

Print

Print in background
[:| Print TrueType fonts as graphics

Quick Access Toolbar

Add-Ins |:| Print inserted objects at printer resolution
] High guality

Trust Center o : : &
I:l Align transparent graphics at printer resolution

When printing this document: |@,‘| ThuchanhPowerPoint2010_Ch7.pphx ﬂ

@ Use the most recently used print settings (@
O Use the following print settings: &

Print what: | Full Page Slides b | Q

[ ok ][ cnca |

PousrPoint Qpitoris cho Slide Show

3. Mgtsd sivchon:

o Show menu on right mouse click: Néu dugc chon va khi ban nhap phai
chudt trong khi trinh chiéu thi mat trinh dom ngit cinh s xust hign.

o Show popup toolbar. Néu chon thi sé hién thém thanh céng cu & goc
duéi bén trai trong khi trinh chiéu.

+ Promptio keep ink annotationsivhen exiting: M éu chonthi PowerPoint
sé hiénhop thoainhic nhirban hn bai thuyét trinh lai néu trong khi trinh
chiéu ban c6 thém ghi chi, to nén lam ndi noi dung njo do.
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e End with black slide: Néu chon thi khi ban bdo cio dén hét bai sé
chuyén sang mot slide mau den.

4. Nhédp niit OK d8 déng hép thoat.

1.2, Trinh chigu bai thuyét trinh
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Cac hudre thue hign nhar sau:
1. M& bai thuydt Binh cdn trinh chidu.
2. Vdo ngdn Slide Show, nhom Monitor &é oy chon vé mdn hinh.

slide Show 1 Review  View  Developer  Addlns « @
E] O . Play Marrations Resolution: | 1280%B800 (Slowest, Hig... =
. Use Timings Show Cn: | Primary Monitor -
rhearse Record Slide
imings Show= [¥] Show Media Controls Use Presenter View
Set Up Monitors

Tuy chor cho man hink #rinh ch#éu
» Resolution: Chon d¢ phdn gidi ata mdn hinh Ehi trinh chidi; phdn lén
edc mdy chidy TCDhign nay hé tro dg phdn gidi 1024x768.
 Showuron: Khimdytinh o6 £2 mdn hinh tré1én thi fuy chon nédy maét xuedt
hign dé chon madn hinh néo s& frinh chidu bat thuyét Brinh.
s UsePresentation View: Tuychonndychico tde dung Khimdy ban co He 2
mdn hinh trédlén, s¥trinh bay chitidthon v Presentation View .-::ifphtin S

3. B bat dau trinh chidi, ban chuyén qua nhém Start Slide Show trén
nedin Slide Show vé chen cde lénh dé trinh chidu.

Home Insert Design Transitions Animations Slide Show
(=]
® & B I & & - 3
From From Broadcast Custom Set Up Hide Rehearse Record
Beginning Current Slide  Slide Show Slide Show ~ | Slide Show  Slide Timings Show
Start Slide Show Set Up

Chon lénh 48 trink chidu Slide Show
» From Beginning: trinh chiéu bdo cdo bét ddu i slide ddu tién trong béi
thaeyd rinh.

o From Current Slide tinh chidi bdo cdo bt ddu tic slide hign hénh
frong bar thuydt trinh.



» Broadecast Slide Show: Binh chidu bdi thuwdt Binh thong qua mong
Internet cho ngudt xem He xa, s& trinh bdychi 6t & phdn sai.

o Custorn Slide Show: Brinh chidu bai thudt Brinh £t mdt Customn Show
frong bdt. Ban chon t8n aia Custorn Show &8 tinkh chidu.

From

T 3

Beginning Current Slide

Start Slide Show [
Slides

From Broadcast

Set Up Hide
Slide Show Slide

Slide Show |Slide Show =

R

Gidi thiéu PowerPoint :m( % )
ﬁ Custom Shows...
b

Chon Custorn Show dé trinh chidu

1.3. 8 dung cac nat diBu khign trong ché dd Slide Show

Trong khi trinh chiéu bai thuyét trinh, PowerPoint cung cip sin motsd
tign ich hd try qua trinh bdo cio nhu 1 cic kidu con tro, cic kiéu bt
mau, it to nén d€ lam ndi cic chi tiét trinh bay trén slide,... Nooai ra,
vige didu lnrémg va di chuyén qua lai giita cac slide trong lic trinh chiédu
ciing duoe ho tro day da.

(&)
/
7

Arrow
EBen

Highlighter

Ink Colar

Erase &ll Ink on Slide

Arrow Options

MNext

Previous

Last Miewed
Goto Slide b
o to Section F
Custom Show #
Screen 3
Help

Pause

End Show

Thank céng cy trong chédd frinh chidu
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a. Di chuyén dén mot slide xac dinh

Nhiing kieu hien'thi

~Presentation Views ~Master Views
= Normal = Slide Master

« Slide Sorter S - [andout Ma
oo Shas - i il
= Notes Page bl
\ = Speen .
» Reading View [EEETE

Heo
7 Chdn Srwan A vilo sikie

AN Vg W shoE

@ b g b i b

105 pndin e {ao b gl inn
Lt Thi indss tindy duset 2009

Ered Shiow

Cac budc thue hign:
1. M bai thuyt trinh cdn frinh chidu
2. Vdo ngdn Slide Show, nhom Start Slide Show, chon From Beginning

3. Trong ché 46 Slide Show, mudn di chuyén dén mgt slide nédo do thi
nhdn phdi chudt Ién mdédn hinh vd chon lgnh Go fo Slide

4. Kich chudt lén tén slide cdn di chiyvén dén.
b. Chuyén dén mat Custom Show

MNext

Previous

Last Wiewed

5o to Slide »

Go to Section Ik
Custom Show  F Gidi thigu PowerPoint 2010 \

Pointer Options »
Help

Pause

End Show

Chinén dén Cusform Show frong ché dé Slkide Show

MMudn chuyén nhanh dén mot Custom Show trong ché do Slide Show,
han lam theo cic budc sau:
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— Tirméan hinh trinh chiéu, ban nhép phai chuot 1én man hinh
- Chonlénh Custom Show
- Kich chuot dé chon tén mot Custom Show muon chuyén téd.
c. Tao chii gidi trong khi trinh chiéu bai thuyét trinh
* Ceic iy chon con 79
Trong ché do Slide Show, han chon vAo mit Arrow trén thanh cong cu &

@ic duid hén trai man hinh, sau do chon Arrow Options va chon maot
trong ba tuy chonsau:

@ Arrow
F 4

Pen
Highlighter

Ink Color

SasEr Automatic %

: A con Sl
Erase All Ink on Slide Visibile

Arrow Options Hidden

Tuy chomn con #ro

- Automatic: n con tro dén khi ban di chuyén chuit.

- Visible: con trd luon luén duoc hién thi trong khi trinh chiéu.

- Hidden: con trd luén luon bj 4n trong khi trinh chiéu.
* 81t dung con B0 chudt laser
Céc b tién hanh:
1. Véio ngdn Slide Show, nhom Set Up, chon lgnh Set Up Slide Show dé
thiét ldp By chen méu cho con g laser.
2. Trong hdp thoai Set Up Show, ban fim dén nhom Show options vd
chon mait che con (79 chudt laser tai hé p Laser pointer color.
3. Trong ché do Slide Show, Khi raidn sit dung con &6 laser 48 chi lén
mét ndi dung ndo do trén slide thi gift thém phim Cirl + kich frai chivdt
lén oo ngidung trén slide.
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Set Up Show:

~Show bype ~show slides
(&) Presented by a speaker (full screen) @ al
O Browsed by an individual (window) O From: To: i
O Browsed at a kinsk (full screen) O Custom shaw:

| sid thidu PowerPaint 2010 (8]

~Show options ~fdvance slides
[JLoop continuousky until ‘Esc’ O Manually
[]5howe without narration (& Using timings, if present
[Ishow without animation ~Multiple manitors
Pen calar: E Display slide show on:

Laser pointer color; |F‘r|mary itamlgaty b

[ Show Presenter Yiew

Ta show a laser pointer during sikde show, hold down the Chrl key and press the left mouse
butkan,

I Ok, I [ Cancel

Chon madu cho con 86 laser

d. Lam ndi noi dung trén slide trinh chigu

Trong ché do Slide Show, chilng ta co thé sit dung cong cu Pen hodc
Highlizhter dé lam ndi bét noi dung dang trinh bay. Cac buic tign hanh
nhu sau:

1. Chuewdn bar thuwdt frinh sang ché do Slide Show.
2. Ehi mudn lam ndi nét dung dang Binh bay tén mgt slide ndo do,
nhép phdi chudt lén mdn hinh.

Nhiing kieu hienmthi

» Presentation Views > Master
= Normal
= Slide Sorter m—
= Notes Page e

= Reading View

# Erase All Ink on Slide

Arrow Dptions

St durig Pers frong Slide Show
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3. Chon Pointer Options vd chon:

— Pen: stt dung biit mcie 48 lam ndr.

— Highlighter. t6 nén dé lam ndi.

—Ban co thé thay ddi mdue tai Ink Color.

4. Ditng chudt 6 hodc 1 Ién cdondi dung trén slide.

5. Khi ket thiic bdo cdo va trong qud trinh bdo cdo ban cé v& hodc 16 nén
thi PowerPoint s& hign théng bdo nhac hat lai (Keep) hay hiy bo
(Diseard) ecic thay ddi.

Microsoft Office PowerPoint

:’ ' ".\ Do yiou want ko keep vour ink annotations?

I Keep I [ Discard ]

Théng bede nhdic nho b lai cdc thay ddi rong Slide Show

6. Dé xem edec hinh v, 6 nén trong ché dg soan thde, véie ché 49 ngdn
Review, nhom Cormments, chon Show Markup.

itions Animations Slide Show I Review l

O =ofar

Edit Delete Previous MNe
Comment Comment 52
Comments

Show Markup
Show comments and other
annotations.
MHIEM 1)

Ban hdy doc ki thong tin cita hoat déng va dia vao hiéu biét ciia minh dé
thuc hanh nhigm vu saw:

Thiachdnh cde brae déngnhédp van ban trong khi slide show (frinh chidu).
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Phu lyc 1. Cach tao bai thuyét trinh chuyén nghiép

Phy lue ndy tdp hop nhimg didm cdn ha: v ong qud tinh xéy dumg mot
beil threydt trinh.

1. Mat bai trinh dién hidu qua

Mot bai trinh dién higu qua I bai trinh dién:

Prrocthiét ké va dinh dang phi hop vid doi tuone khén gia va hoan canh
xung quanh.

Tép ttung cao do vao chil dé bdo cdo, loai bo di cic phin khong lien quan.
St dung cic kifu mau cila PowerP oint cung cip sin mot cich phithop, chi
¥ vé mau sic, kiéu font chit nhim gitp nhin manh noi dung béo cio.
Moislide nén chita duymg motluone thong tin wvira phai, khong nén co cic
doan van ban qua dai.

S1rdung cic anh va minh hoa trén sdch bdo co muc dich nhim truyén tai
théng tin téthon v tao nén dn trong cho ngudd xem mot cich tiye quan.
S11 dung cic dd thi minh hoa cho cic sd lidu (tii chinh) hom 1 doan vin
ban vii cic con s0.

Tin dung cac am thanh va doan phim nhim tao nén su thich tha cho
ngurdi xermn, nhumg khong tao nén sy lin At noi dung bdo cio.

51t dung cic hoat cinh va hi¢u img chuyén cinh trong cic tinh hudng
phi1 hop nhimg khong tao lam gidm gia tri eia noi dung bdo cio.

Phit cho khidn gia ban in cda bai bao cao.

Déanh thid gian & phén cudi bai bdo cio cho vige dit va tra 18 ciu hoi cia
khin £ia, nhim oiip khdn gia lam 1o cic van dé ma ho quan tam.

2. K& hoach phat trign bai trinh dién
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Néu ban khong cd ké hoach x4y dung mot bai trinh dién ngay tir &3y, co
thé ban s& mét nhiéu théd gian dé Fam di lam lai cac slide. Sau day 1a cac
buire trong qua trinh xay dumg bai trinh dién:

Buie 1: Xdic dinh A1 freong Khdn gid vé muye fidu bai friinh dién

Trurde khi tao bai trinh dién, ban cin phai biét vé doi hrong khan oia;
nhimg loai ddi tiromg khac nhau phai co nhimg loai bdo cio khéc nhau vi
mdi loai ddi tuong sé co kién thire va kinh nehiém thue té khdc nhau.
Ban hiy tu hoi minh cic ciu hoi sau:



C6 bao nhidu ngudi sé tham gia trong budi b#io ciao? Néu hromg ngudi
nehe dong thi man hinh va cff chit cin phai thiét ké sao cho moi noréd
nhin ra.

Do tudi trung hinh cia khin gia? Didu nay doi khi kho xic dinh nhimg
phdi cd ging xic dinh. Nhin chung néu khan oia 1a tré tudi (tré em hay
thanh nién) thi bai bao cio cin 1d ring, trong sang va tha vi. Poi vii
khdn gia lém tudi thi bai bdo cin phai thae té va thong tin bdo cdo cin co
cin o va trich dan ré rang.

Vai tro ctia khén gia trong chi dé bao céo? Néu ban bdo cio vé mot san
phamméi hodcmat hé thongméd, cicnha quan li sé quan tam dén thong
tin tdng thé, trong khi cic cong nhin sé cin dén cac thong tin chi tiégt. Noi
chung, doi véi nha quan K cip cing cao thi ho chi cin cic thong tin cin
thiét dé ra quyét dinh chi khong can dén cic thong tin qua chi tiét.

Khin gia da hiét gi vé chu dé bio cio? Néu ban bdo cdo cho nhimg
nouei chua hé biét gi vé chi dé dang bdo cio thi ban cin phai cung cip
cic thong tin thit co ban va phai ¢d cac giai thich (dinh nghia) vé cic
thust noit mdéd. Trai lai, doi véd khdn gia 13 cic chuyén gia trong cha dé
bdo cdo thi ban cin &4t ra nhidu ciu hoisau khi bdo cio va ban phai du
tni1 thém vai slide du phong (droce 4n) &2 tra leéd cic cau hoi.

Khin gia co quan tim dén chi dé nay khong? Néu chi dé cung cip cic
théng tin quan trong lign quan dén ngudi nghe (thong tin vé bao hiém,
phuic loi,...) thi nered nghe sé thich tha va chi tim Ing nghe. Noroc lai,
han can phai tim cich thuyét phuc va lam cho ho ling nghe.

Khin gia co thanh kién tiéu cuc hodc tich cuc doi véi chil dé hay khong?
Hiy nheé ring, ¥ nehi oia khdn gia duoc hinh thianh tnrée tir nhime kinh
nghiém thanh cong hay that bai thuc té ciia ho.

Kh#n gia c6 dang ban ron hoijc c6 viéc gi gip hay khong? Khin gia co
danh théd sian ca budi dé nghe ban bdo cdo hoic phai trir lai cong viéc
thutmgngay trong mot khoang théd gian ndo 6?7 Néu bai bdo ciao khing
cung cip thong tin hin ich ndao, ho sé camthay it kho chiu vakhong thé
kign nhinngdi cibudi dé nghe bannditrong khi cd cicvigc gip cin
phai gidi quyét. Do vay, ban cin phai biét vé lich lam viéc cia khén gia va
su quan tim ciia ho d€ ¢o thé chuidn bi chu dio cic thong tin bio cio.
Piéu tigp theo 13 ban mudn biét két qua cia sau bai bdo cio s& nhnr thé
nao. Mic di ban muon dat duoe nhidu két qua nlnmeg ban can phai
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xic dinh mot muc tiéu chinh cho bai bao cao. Sau diy Id cac muc tidu
han cin xem xét:

Khsn gid nghi tot vé chi dé bao cdo. Mot vai bdo cdo thiét ké cho cic
budi hop va duoc thiét ké dé Fam thay ddi ¥ nghi va quan diém ciia khén
oid. Cac bdo cdo nay thong thirimeg miv ddu 14 su chao don cia nhom bdo
cao va két thiic 1 mot vai meo hay nao do.

Khsn gid hiéu thong sudt. Poi khi ban can phai truyén dat théng tin cho
mot nhim ngudd va cin phai thiét ké bai thuyét trinh sao cho moi neudi
hiéu théng sudt thong tin cin truyén dat.

Cackhin gia co cic quyét dinhriénghiét. Daylaloaibdo cao thuimg ding
nehién et tiép thi, ban cin thu thap thong tin tirphia khén gia nhimg moi
nguéi cin oo cau tra léd rigng ofa minh sau khi nghe bai bao cio.

Khin gia quyét dinh theo nhém. Pay 14 loai bdo cio ma ban cin thu
thip thing tin tir cac nhom neardd sau khi nghe béo cio.

Eede 2t Lz chon phuong phdp bdo cdo

Co 3 cich trinh bay bdo cdo cho khan gia va ban cin lua chon cich trinh
bay phi hop: speaker—led, self-running va user-interactive; vii moi cich
han sé co thém cic lua chon. Trude khi bit ddu tao bai bédo o trén
PowerPoint, ban cin biét phuome phidp sé 4p dung vi no sé tao nén cic
slide vévi noi dung rat khic biét.

Béio cdio o6 ngudt dien thiydt (Speaker-Led): Day 1 loai bdo cio truyén
thing: Bandimg trudckhan gia thodcthong qua  ciutruyén hinh)
va dién thuyét. Cac slide ban tao trong bai trinh dién tri thanh tai ligu
tham khao cho ban. Thong tin cung cip cho khan gia chil yéu I do ban
noi, cac slide va ban in chi 4 tai liéu tham khao.

Vi loai bdo cdo nay, cicslide chi chita cic thong tin chinh va ban co thé
dién giai thém trong qua trinh dién thuyét. Poikhi ban cin g trude cho
khin 2id cic ban in ciia bai bdo cdo, va trong truéme hop nay, ban cin
phiai chudn bj K ndi dung béo cao.

Béio edio fie chay (Self-Running) Loai bdo cdo tu chay nay ban can chudn
hi tit ci cic thing tin trinh bay. Nhin chung, loai bao cio nay dinmg dé
hdo cdo cho cac ci nhén hodc mot nhom nho khian gia. Do loai bdao cio
nay khong co dién £ia nén no cin phai cung cip day dd thong tin va tinh
ndng nhar: 4m thanh, doan phim, cic hi¢u tme hip dan va giong thuyét



minh. Lim ¥ ban can thiét lip théi sian chuyén tiép giita cic hidgu ‘tmg,
hoat cinh va cic slide phit hop va cin phai kiém tra lai nhiéu n tnréc
khi trinh chigu cho khén gia.

Beio edo fiwong tde (User—interactive): Giong nhu bio cio ty chay nhung
& day nguddxem co thé didu khién téilui trong noi dung bai. Loaibdo
cio nay thuime dp dung cho mot ngréd xem tai mot thed diém va thuémg
phat hanh trén Internet, Intranet hodctrén CD.

Buete 3: Lita chon phuong phdp tnoén dat thong tin

PowerPoint cung cip nhiéu lra chon dé truyén dat thong tin, Dhadi dayla
mitsd hra chon:

May tinh trinh chiéu bo cto bangchuong trinh Power Point. Phuongphdp
nay co thé ding cho speaker—led, self-nunning, hoic user—interactive.
May tinh trinh chiéu béo cdo thing qua trang web. Ban cd thé luu bai
trinh dién dudi dinh dang web va phiat hianh trén Internet. Ban co thé
diing phuonmg phap nay cho cac kidu bdo cio speaker—led, self-running,
hodc user—interactive ma khong cin thém phan mém dic biét ndo neoai
mit trinh duyét web. Tuy nhién, phuong phap nay Fm mét di mot sd
hiéu img chuyén slide va cic hoat canh. Phuomg phidp nay dimg chid yéu
cho kiéu bio cio self-running hodc user—interactive.

May tinh trinh chiéu b#o cfo lvu trén CD. Ban co thé tao CD chira tap
tin trinh chiéu va tién ich PowerPoint Viewer. Bai trinh dién sé tu dong
trinh chi#u khi ban chén CD vao diu doc ciia may tinh. Phuonmg phap
nay phit hop cho kidu bdo cdo self-running hofic user—interactive.

Phimn chiéu trén méiy overhead. Ban co thé tao cic phim chiéu trén may
overhead. Trong qua trinh bdo cio, ban lin hrot dit ching trén may
chiéu overhead.

C#c phim chiéu 35mm. Phuong phép nay ton kém hon phim chiéu cho
may overhead nhung d6 phén gidi cfa hinh anh cao hon va chit luong
hinh tot hon. Cac slide duoe cudn bén trén mot vong tron va ban khong
cin thay chiing bing tay. T4t nhién, phuong phap nay ciing lam maét di
cac higu ime dic biégt nhnr hoat canh, 4m thanh,... gidng nhu dime phim
chiéu cho may chidu overhead.

Giay. Néu khong co sin may chidu, khi do ban phai ding dén phuomg
cich cudi cing 14 in bai bdo cio ra gidy va phit cho khdn gia.
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Buee 4: Chon b6 dinh dang phit hop hedn cdanh

PowerPoint cung cip réit nhiéu bo dinh dang & dam bio ban tim thiy
kiéu phit hop cho tinh hudng bdo cio cia ban. Mot bo dinh dang
(theme) 14 tap hop cda cic thiét lap vé hinh nén, font chit, mausic va cic
higu tmg hinh Anh. PowerPoint 2007 co rit nhiéu bo dinh dang dymg sin
cho ban dimg ho3ic ban c6 thé tao bo dinh dang mai va hm thianh mot
tip tin riéng biét. Mot mau thiét ké (template) I mot tip tin PowerPoint
day & cic thinh phin md ban co thé tao bai bdo cio mii tir chiing. Mot
mau thiét ké co thé co moi thi ma mot bdo cdo yéu ciu, bao gom cic
slide. Mat template co thé cd nhidu theme nim trong slide master ciia
template. Fhi ban tao mot bai bao cio mii dua trén mot template, thi bai
bdo cio d6 sé thita hudmg tit ci cic theme va cic slide miu cbd trong
template do.

Theme nAo duoe sit dung Ja tot nhat? Mau nao la tot nhat? Tat ca diéu do
tiy thudc vao tinh hudng va hoin cinh trinh bay bdo cio cia ban. Sau
déy la mot vai goi v

May chiéu overhead (Overhead projector)

$11 dung mdy chién thong thuémeg khong do ngudd dims hra chon méa do
hodn canh thuc té. May chiéu cho chét hromg hinh chiéu thap va ban cin
hru ¥ dén diéu kign dnh sdng trong phong vi nd co thé lam cho hinh
chiéu rat mér nhat. Sau d4y la mét vai meo nho khi ban soan thao slide
dimg cho may chiéu overhead:

Font chik: Tigu dé ding font chit in damninr 13 Arial Black nhdm sitp khi
chiéu lén sé it hi méomo. Ddivéi cic doan vin ban thi ding cic font chit
i rang va dé doc nhr Arial hodc Times New Foman.

Mau chii: Mau den I sy hra chon tét nhét, tranh cac méu nhat nhu xanh
nhat vi rAt dé hj mér nhat khi chiéu trén mdy overhead dudi dnh sdng
manh.

Maiu nén: Tranh mau nén tdi, vi nén méiu tdi sé lam khan gid mét tap
trung vao noi dung dang trinh bay. Ban nén s1i1 dung nén méu trang khi
diing phim chiéu méy va dic biét Ia co thé viét chit thém vao phim chiéu
khi nén mau tring.

Noi dung: Cang don gidn cing tot. Phim chiéu overhead chi thich hop
cho noi dung van ban, tridnh diing nhiéu hinh anh.



May chiéu slide 35mm (Slide projector)

Dudii day Ia mot vai goi ¥ vé dinh dang khi dung slide 35mm:

Font chii: Diing font chit dé doc nlnr Arial va Times New Roman cho
phin noi dung.

Mau chit: Diing mau chit sao cho tuong phan vii mau nén nhu la dimg
méu chit sdng ddi vid nén méu tdi, vi du chit mau vang (yellow) trén nén
maAu xanh muréc bién (navy blue).

Méu nén: Dimng mau toi nhnmg khéng nén diung mau den. MMau nén sang
5é lam man anh qua choi. Mau xanh thim (dark blue), xanh 14 cay
{zreen) va mau tia (purple) 14 cic méu nén dimg. Tranh ding nén i cac
hinh vé&, dd bong va clipart.

Noi dung: Co thé dimg bat cir loai vin ban hoic hinh Anh nhimg phai i
ché do tinh.

Trinh chiéu béo cio trén méy tinh

Py la phuong phap li tuimg nhét khi trinh chidu bdo cio; ban co thé
chiéu bdo cdo trén mén hinh vi tinh, méan hinh TV hoic sit dung may
LCD projector dé phong hinh lén mén anh rong. Dudi day la mot vai soi
¥ vé dinh dang:

Font chit: Cac hinh anh v chif trén mdy tinh thuéme o ring va sic nét,
vi thé co thé dung tit ¢ cic font chit. Tuy nhién, ban nén thit nghig¢m
truére bdo cdo trén mdy tinh d€ kiém tra do 16 nét cda céc font chit. Néu
han bdo cio cho rat nhidu ngréd nghe v méan hinh lai nho, khi d6 nén
cho cic font chit kich tharive to.

Mau chit: Diing mau chit sao cho hrong phan véi miu nén. Néu dimg
miAu chit sang thi ding méau nén toi va noroc lai.

Méu nén: Mau nén nhu xanh thim, xanh 14 ciy, méau tia déu duoce. Ban
ct thé ding nén la gradients, shading, patterns, pictures, va cic nén dic
hiét déu tot.

Noi dung: Co thé dime tit ca cac kiéu chit va higu tme cho phan noi dung:
hinh Anh, hoat cinh, hig¢u img chuyén slide, 4m thanh va doan phim.
Buoe 5: Phdt frién ndi dung

Noi dung bdo cio bao gim vin ban, do thj hojc cac chuonme trinh nhar
Excel,...
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Khi bido cio, ban chi nén cung cip day di thong tin ma khan gia dang
cin chir khong nén cung cip qud nhiéu thong tin du thita khong cin
thiét. Sau day 13 mit vai oo v:

Ban can kiém tra lai K cic noi dung tnuréee khi o7 bai cho khan gia nham
dam bao khimg co noi dung dur thira.

Khing nén cd cong ghi ndi dung thit chi tiét cho cic slide, thay vao do
cic slide chi nén chita cic diém chinh cin trinh bay va khi dién thuyét sé
noird hon.

Nén dimg SmartArt thay cho cic zach diu dong nhim giap thong tin
trén slide dé nhérva dé hidu hon.

Cung cip ban in chi tiét cho khian gia & diu budi thuyét trinh nhim
oitip khdn gia thip trung hon trong khi nghe thuyét trinh va khoi ton
cong ghi chep.

Tom tit ndi dung bai trinh dién & cic slide cudi.

Ewede 6: Tao cde hinh danh e quan

Sau khi ho4n tit cic noi dung, ban nén xem xét dua vao cicslide motsad
hinh Anh minh hoa trure quan nhim tao 4n tuonmg manh ddi véi khan sia.
Ngoai hinh anh, ban nén tin dung tinh tirong phan cia cic méau sic chit,
mAu nén trong cic slide nhim lam ndi bit cic noi dung quan trong.
WordArt ciing rét tot trong viéc lam hinh 4nh hoa cic doan vin ban ngin
nhim muc dich nhin manh.

Eede 7: Thém cdc hign img da phrong tién

Thém cic higu ing da phuong tign vao slide thong tharimg lam ting higu
qua va sy thich tha cfa khan oia ddi vid bai thuyét trinh. Ban co thé sit
dung cic doan phim, flash, #m thanh, nhac, cichigu tmg cho d6 thj, van
ban, hidu img chuyén tiép sifta cic slide, hidu tng ddi mau,... cho bai
thuyét trinh cia minh. Bankhongnén ap dung motkiéu higu img cho tat
ca cic slide hodc gifta cic slide vi diéu d6 it dé say nhim chan cho khan
gia; thay vao d6, hiy ap dung linh hoat nhiéu loai hid¢u tmg cho bai trinh
dién ciia minh.

B 8: Tao cde ban in phat che khan gia va ghi chit cho slide

Budre nay chi thich hop d6i vii phuong phap bao cio cd ngudi dién
thuyét (speaker—led). Bannén phit cic banin noi dung bdo cio thandout)
cho khan gia dé ho dé theo dbi trong sudt qua trinh nghe bdo cio.



Cac handout nay cd thé in tring den hodc méu va PowerPoint cung cip
san rat nhiéu tuy chon cho vigcin 4n handout.

Ngoai ra, ngridi bdo cio nén chudn bi sin cho minh mot ban in handout
dacbiét chira céc ghi chi cho moislide trongbai thuyét trinh (notes pages).
Bueoe 9 Kidm tra lai bai vé bdo odo thit

Ban nén bdo cdo thit va xem lai bai thuyét trinh tnrdre khi trinh chiéu
thure sy trudee khan sia. Poi vad moi phuone phap béo cdo sé oo mot vai
hr y déng.

Bdo cdo co ngudd dién thuyét tmrée Khdn gia (Speaker—led)

Kiém tra lai t4t cA cic slide trong bai trinh dién nhim dam bao cic noi
dung day di, chinh xic va ding trinh tu. Ban co thé sé phai sap xép lai
hodc 4n bét cic slide cho muc dich du phong (du dodn tndre cic ciu hoi
cita khén gia va chudn bj s3n cacslide chitaso ligu hodc tra 1éd cau hoi).
Kiém tra lai cic nuit diédu khién trén slide, chigu thit todn b cic slide
trong ché do Slide Show nhim kiém tra cic hiéu ‘mg gita cic thianh
phén trén slide va gitta cic slide xem cd hop &i hay khong. On lai cic
phim tit thong dung trong qui trinh bdo cio trén mdy tinh bing
PowerPoint.

Bao cao tu chay (self-running)

Vi phuong phidp bdo cio speaker—led, ban con oo co hoi khdc phuc cic
16i (vé noi dung, hidu ‘mg,...) phat sinh trong qua trinh bdo cdo. Vi
phuonmg phip bao cao self-running, ban sé khing co co hii gidi thich vi
bai bdo cdo sé duoc trinh chiéu mot cich tr done. Do vy, ban cin phai
danh nhiéu théi gian hon dé kiém tra that ki tit ¢ noi dung ciing nhr
cic hidu img,... tniére khi cong ba.

Mot diém dic biét quan trong ddi vii loai bdo cio nay chinh 13 viéc thiét
lap théd gian (iming). Ban phai thiét lap thed gian che hop li sao cho
khan £ia co dn thei sian doc hét cic noi dung slide cung cip va o ¥ thed
gian chir ciing khong nén qua dai 5 lam khan gia chdn nan.

PowerPoint cung cip tinh ning Rehearse Timings nhim giip cho ban
oidi quyét kho khin vita néu. Tinh ndng néy sé ohi lai théd gian ban dimg
lai & mobi slide va thing béo két qua cho ban, néu ban ddng ¥ no sé dp
dunyg thed sian dime & moi slide nay cho bai trinh dién cia ban (o ngin
Slide Show trén Ribbon va chon Rehearse Timings).
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— Bao cdo tuonmg tic (User— Interactive)

226

Vi loai bdo cio nay, ban thiét két cic niit lénh dé noudi dimg di chuyén
xyénsudtbii trinh dién trong cic slide va vi thé, vdn dé thed gian khong
con quan trong nita. Van dé quan trong & day chinh 1a do chinh xic cia
cic lign két trong bai trinh dién.

Khi mudn phit hanh bai trinh dién lén Internet, ban c6 thé d€ bai trinh
dién duéi dinh dang PowerP oint nham dam baonguréi xem thay duoc hét
tAt cA cAc tinh ndng va higu tne ma ban 44 thiét 1ap. Tuy nhién, do khong
phai tit ca nourdi dimg déu co cai sin phin mém, nén co mot cich khac
mé ban co thé xem xét chinh 14 luu bai trinh dién duéd dinh dang HTML.
Khi ir dinh dang HTML, mits o tinh ning ciia bai trinh dién sé bj mét (mot
sdhiguimg, hoat cinh,...) nhungsé ddmbao moimay tinh déu co thé xem
duore noi dung mién I may co cii mot trinh duyét web nao do.

Bude 10: Phet héanh bai bdo cdo

Cacphuomg phiap bao cio us e—interactive hoic s elE-nmning presentation
mang lai it higu qua hom so voi pharomg phiap speaker—led. Cac phuong
phip nay don gian chi la viégc phat hinh dén ngudi xem nén rat dé say
chan nan cho ngudi xem. Phuome phidp bdo cio speaker—led sé rét higu
qua néu duge chudn bi K vé noi dung va ngudéi bao cio d3 layén tap
chu dao.

Buiérc nay ban chi cin b ti cic viée con lai nhar 1 thiét lip cic cho neoi
tai phong hop va ¢ ging lam quen véi vige dimg truie dam dong.

Buoe 111 Tign dén thanh oing vd odi #én bl bdo cdo

Tt ¢ cic bude chudn bi trén néu duge thaure hién cdn than thi chic chan
hudi bdo cio ciia ban sé thanh cong tot dep. Nhim chudn bj tot hon cho
ciac budi bao cdo khdc trong tuong kai, ban nén tu hoi va tra 1éd cac céu
hoi sau:

Cacmau sic va thiét ké cia cacslide co hop li hay khong?

Tat ¢ moi ngudi co dé dang doc noi dung trén slide hay khong?

Khin gia nhin ban, nhin mén hinh haynhin banin (handout) nhiéu hon?
Piéu dd cod gidng nhu mong doi cia ban hay khong?

Khin gia co ghi chi lai trong khi ban trinh bay béo cio hay khong? Néu
co, han co g cho khidn gia han in thandout) véi cic duemg ké danh cho
viéc ghi cha bén canh hay khong?



— Thei gian bdo cdo o hop li hay khing? Co diém ndo trong bay bao cio
lAm nguii nghe chian nan hoic thich tha hay khong?

— Coslide naohan dur dinh thém vao bao cionhime ddkhonglamhay khong?

— Coslide ndo ban tinh bd qua nhimg d3 chudn bi qua K hay khone?

— Cdc ghi chii cho slide ma ban chudn bj co dd d4p ime hay khong?

— Cachoat canh vahigu ing thém vio co Fam bai bdo cao hiap dan hon hay
lam ngréd nohe mat tip trung?

— Chétlugnmg cic 4m thanh va doan phim c6 dat hay khéng? Chiing cd him
ich hay khong?

3. Gilf cho khan gia lubn cam thay thich tha
Sau day Ia mot 50 budre crr ban nham giiip ngudd dién thuyét tao nén sy
16i cudn vé lam cho béo cao thinh cong.

—  Ceic ki thudgt dién thuyét

+ Diang ding chic chin, khong di t6i di lui. Vigc di téi di lui sé Bam nguei
nghe dao métnhin theo ban valam ho mét tip trung. Tuy nhiégn bannén
diing tay va phan trén co thé d€ minh hoa cho bai noi chuyén cia minh.

+ Ding cfic ot chi dé hd tro giong noi. Néu ban dang noi dén ba diém cta
mit viéc ndo do thi co thé dimg cic ngon tay 48 minh hoa iimg diém do.
Néu ban dang noi dén mot sirlién két ciia cic su viége vii nhau thi ban co
thé dimg hai tay ndm lai vii nhau d€ minh hoa.

+ Dbimghocthudcling bai dién thuyét. Néumotai do dit ciu hoi cit ngang
bai thuyét trinh ciia ban thi ban sé rat dé quén minh &3 noi téi dau.

+ Nguoc lai, phai thuyét trinh chi khong nén doc ti ctc ghi cha cta
ban. Cac ghi chi thudéme chi chifa cic tir khoa va cic sd ligu, do véy ban
cin dién thuyét tir cic tir khod nay chi khong phai chi don gidn 1a doc
ching ra.

+ Khong dién thuyét ma mit dén vao tiy ghi chni. Diing mét dé nhin o toa
trurére khi ban bat diu noi.

+ Chon loc mit vai ngudi & céc vi tni khic nhau trong khén phong va
diing mit giao tiép truc tiép véi ho. Trinh bay mot diémndo d6 trong bai
bdo cdo vii moi neudi trong khi ban nhin ho va nhé cudd vid ho.

+ Dimg ngai tam diing bai dién thuyét. Noi cham va thinh thoing dimg
mit lit @& nhin vao ban ghi chii i mot phong phap dién thuyét hay
hom Ja bédo cio mot cach hip tap.
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Khing nhin chim chim hoic doc céc slide. Tap trung su chi ¥ vao o
toa va han ché cing nhiéu cing tot viée doc cic ghi chi trong khi dién
thuyét. Ban phai lam cho o toa thay ring cic léd ban noi ra la smat phiat
tir trong suy nghi ciia ban.

Nhén manh cic dong tiy trong bai thuyét trinh.

Ceic got Yréndi dumg

Néu khdn gia khong ban ron thi ban sé khong bi don ép vé théd gian bao
cio, khi d6 ban c6 thé bat ddu bai bdo cio vid mot cau chuyén vui.

Nén cudn hit khdn gia vao cic bai tip /tinh hudng trong bai bdo cio
nhim lam ting kha ndng hidu vé chi dé trinh bay.

Hoi cic cau hoi d€ kiém tra xem khén gia cd hifu nhime gi ban dang
trinh bay hay khong va ting mét mon qua nho cho ngudi co ciu tralom
ding. Khong co thit gi hdp din khin gia tham gia vao chi dé trinh bay
hom 14 cic phin thirimg, méc di ching co gid trj thiap nlnr moc khoa,
khan tay,...

Nén chia phan trinh bay thanh hai hodc vai budi va nén co phan dit ciu
hoi va tra ld cau hoi & mdi budi; gifta cic budinén cd gidr gidi lao nedn.
Trong sudt phin hoi va tra ledi hiy tit may chidu (slide projector,
overhead, LCD projector hoic mén hinh may tinh) dé gitp noudi nehe
tip trung vao ciu hoi va dién gia. Néukhong thé tit may chiéu thi ban co
thé tao thém mot slide don gian v tua dé “Hoi dap” va chiéu slide nay
trong sudt qua trinh nay.



Phu lyc 2. Cac digém mdi trong PowerPoint 2010

C6 19 didm mai

1. Ribrhon waun

PowerPoint 2010 xay dumg Ribbon cd cic mit lénh dd hoa dé nhan biét
duore chia thanh nhiéu tab (nedn) thay cho hé thing thue dom %6 xuong
truére day. Moi tab gidng nhua mot thanh cong cu vii cic nnit lénh va
danh sach l1énh cho ngudi ding hua chon st dung.

Cac tab khong dé tiy bién nhir cic thanh cong cu & cic phién ban tnurde,
nhimg PowerPoint 2010 co thém mot thanh cong cu goi la Quick Access
Toolbar (thanh cong cu truy cip nhanh) gitip nered ding co thé tiy hién
va gin thém cac mit lénh thuémeg dimg mot cich nhanh chong va dé
dang. €6 thé thém vao Quick Access Toolbar bit ki mit lénh nao bing
ciach nhip phai chuét vao no va chon Add fo QuickAccess Toolbar.
Ribbon xuiét hign thém ngin Transitions gidp viégc 4p dung higu ‘mg
chuyén tit slide nay sangslide khac duoe nhanh va thuin tién hon. Neoai
ra, niit Minimize the Ribbon gitp nerdi dimeg dé dang phéng to hay thu
zon Ribhon.

Tah dang chon Cuick Access Toolbar

)@ & Layout - = @ % &y shape Fill - 44 Find
E Reset : Z Shape Outline = '{L Replace ~
Past New . AV =====- Shapes A K
e i = 8 “Z section - B e U = Az | sHlEEEEE - st 5?,'::,(;- o shape Effects = | g Select =
Clipboard & Slides Font & Paragraph [ Drawing 1 Editing
. . .
Ribbon dioc 16 chite lai

2. Noén File thayche nif Office

Noin File chira cac lénh lign quan dén bai thuyét trinh dang soan thao
nhnr thuic tinh tip tin, thiét ip méat ma3 bao v, hr tri, in 4nva chiasé
bai thuyét trinh.
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= Information about Presentationl
Save As
& Open Permissions
£F Close ﬁ Anyone can open, copy, and change any part of this presentation.
i Protect
Infa Presentation ~
T —— Properties ~
Recent size Mot saved yet
E Slidi 1
. Prepare for Sharing ices
New & Bef h thic file b SR Hidden slides 0
9 L # sl 2 oA Title PowerPoint Presentation
o it ®  Document properties and author's name e Kianeed
Tl z R
Tssues = ®  Content that people with disabilities are unable to read Gabbgniies LI
Share
Related Dates
Help Versions Last Modified Today, 12:13 PM
Iﬂ You can open or delete a version file. Most autosaved versions are deleted Created Today, 12:03 PM
Add-Ins ~ e when you close this file. Last Printed -
B opti et $) There are no previous versions of this file.
ons
Related People
ﬂ Bﬁt Author Tran Thanh Phong
Add an author
— L] )
Ngéin Filemoi
= L - *
3. Ho tro lam vige cong fac

PowerPoint 2010 cho phép nhiéungudi ciing biégn s oan hay higu chinh bai
thuyét trinh déng théi bing cach sit dung may chi SharePoint hodc cac
trang web ho tro g dung web PowerPoint nhu 1a Windows Live dé hm
trit bai thuyét trinh. Tir 46, nhiéu neued co thé truy cap vao higu chinh bai

thuyét trinh va cac diéu chinh sé duge ddng ho mot cach tr done.

4. Nhém ede slide vée cde phdn trong béi thuyét rinh

Nhom cic slide trong cac bai thuyét trinh 1ém thanh cic section sé sitp
vige quan li dupe dé dang thudn tiégn hon khi tim kigm noi dung. Khi
nhiéu noudi ciing tham sia bién soan trén mot bai thuyét trinh thi viéc
phin chia cong viéc bién soan theo section 5& mang lai su thuin loi hon
rat nhiéu. Ching ta co thé dit tén, in 4n va 4p dung cic higu tne lén

CAC section.
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9 | Mew Slide

Duplicate Slide

Reset Slide
Format Background...

Photo Album...
Hide 5lide

Presertanon wiews | Masherviews |

(Bl -9 F S PomarPnint 2010 pptx - Micrcas Powsroint = m o=
[ c- b g Gk et S e | e | oo A e @
. O amemener [ s q =] =
B riates Fape | [ Hanoauc sasner | (] Griaknes O G % o, m
" B Readng view | Bl Mates dusar | [ s i ond =B e

| coktmpicée | e L rcre |
=

Chia bei thuyét trinh thanh nhidu section

5. Trgn v so sdnh ngt dung cia cde bai throydt grinh

Co thé sosanh noi dung cic
bai thuyét trinh véi nhau va
phdi hop ching lai bing
cach s11 dung tinh ndng mdi
Compare trong PowerPoint
2010. Chiing ta co thé quan
li va lya chon nhitng thay
ddi hodc higu chinh ma
minh muén dua vao bai
thuyét trinh cudi cing.
Tinh ning Compare giap
giam dang ké thoi gian
déng bo cic sy higu chinh
trong nhiéu phién ban cia
cing mot bai thuyét trinh.

i’ Phién !

Bai thuyét
trinh phién

\béru'l ‘

So scinh va phéi hopndi dung
trong edc bai Hyét frinh
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6. Hé tro vita soen thdo vita chay thuydt tinh tén ding mgtmén hinh
Chitc ndng méi Reading View ho tro cho viéc soan thao, tham khao cic
bai thuyét trinh khic hodc xem trurée cic higu ime, cic doan phim hodc
am thanh trén cimg mit man hinh.

“ WA TFEFIT  PowerPoint 2010ppts - Mitreseh PowsPoit = I | [ PowesrPoint Side Show - [MPROZ-IZLC-LNS PowerPoirk ppte] - Iicrosoft PowerPaint
BN i et Deigh Trammions Annaons T T Revies | e Desioper Addn Amabe o @
I e Saner B e Mster I3 Rt (_{ @-, = = E
Braiesrage | B Hmssssnge | B Giains -
b e Zoem Rt | CORDGISCHE Window | paod
T meachon wiew | [ ates izt | [T Gusos Wi daw - 3
Preeniaion Wit Mait Viewt Sham Zoim [

5] i

ong PowerPoint

< Start > All Programs -» Microsoft Office
- Microsoft Office PowerPoint 2007

NHENG PIEM MOI

»# Tao, quanly va lam vigc cong tic voi nhing ngui
khic trén bai thuyét trinh

» Lam phong phabai thuyét trinh vii cic dean ‘rhlnm
hinh dinh v rdt nhiu hidu dng mii

# Chia sé bai thuyét trinh hiéw qua hom

Trdn Tharh Pheng z

Click toadd notes
L3 -I

Ving sogn #Hido ving xem Slhide Show

7. Bién soan bar thuyet frinh moi bic, moinot

Tai khoin Windows Live cho phép sit dung cic img dung wehb
PowerPoint, Word va Excel mién phi. Ching ta cd thé bién soan bai
thuyét trinh truc tuyén negay trong trinh duyét web.

B Edé Mee  Hglore  Bookrs ook Heln

°“- E M ﬂ.mm#WMD|;59\oneTeMa’,o-umwmlsm-hméf." [0 oo wet 2ope |

[

B Dadin v G P Exooed - 108 sk T L | 1G] Pesser@ont 20EDespty - Hiomes.. 5 |+ -
o e a =
MR o PoanedPoans Wty Apg =R
] e e - @
. x 3 Debens Shoe A p—
ar. i) Fho (P8
voBGe Side —=t
Paile g Copy | Dew T Cpen in
Tide [ WM THE [
Chpocara Shoes Fare Faragranh afme

Microseft

POWERPOINT 2010 J

Sy i L1231 R
| @l clickie addnoias

Soar thdo bai Hunét frink bimg Microsoft PowerPoing Web App
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8. Nhiing, hidu chinh vd xemn video trong bai thuywdt inh

Phién ban PowerPoint 2010 ho tro manh hon vé daphuong tién trong bai
thuyét trinh, nhr: c6 thé nhning cic phién ban tmrée, cit, xén, 4p dung
cic higu tmg dinh dang 1én cic hinh dnh va doan phim ngay trong hai
thuyét trinh.

Céit xén pideo

Tinh ning cit xén video trong PowerPoint 2010 giiip loai bo cic phan
khong cin thiét va sitip noi dung bai thuyét trinh tip trung hon.

Flowers A Dwration:  00:07.894

00:00,000

a
|oo:00 = @ @ @ o0:07.894 &
Skart Time End Time:

Crit xén video

Chén video tir cciengudn frén mang

Chén video tir cac ngudn trén mang ciing F mot tinh ning ndi bét cia
PowerPoint 2010. Tap tin video nay co thé do chilng ta tiilén cic dich vy
hru trit truc tuyén hodc st tim duoce. Co nhiéu dich vu hou trit, chia sé
video truc tuyén hoan toan mién phi nhu YouTube, Yahoo Video,
Clip.vn, Google Videos,... Moi tip tin video luu trit trén cac trang nay
thong thuémg sé cb doan mi ding &€ nhiing vao cic trang web khic. Vi
du, vii trang Yahoo Video, thao tic nhursau: sao chép doanmé trong d
Embed, sau d6, trén giao dign PowerPoint, nhin vao mit Video, chon
Video from Online Site... 1di nhéin Insert. Nhur véy, doan video 43 duoc
chén vio bai thuyét trinh. Tuy nhién, dé xem dugce doan video thi may
tinh phai co két ndi mternet.
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/= 'Despicable Me® Teaser Trailer 3 on Yahoo! Video - Windows Internet Explorer

G@- [ hetpiivideo.yahoo.compmatchieetns 17242758 ¥[*+][%] @8 |[2]-
Elle Edit Wew Favorites Tools Help
S Favarites l@!'DEsp\(ahla Me' Teaser Traller 3 on Yahoo! Yideo [ - (2] dmh v Page - Safety - Tools - i@
3|
0 < ' :
Despicable Me' Teaser Trailer 3
From
. Yahool Movies
MOVIES
Published 16 hours ago
Category: Movies & Shorts
+ tag it
Related Videos
‘Despi
from i
1:56 [ 4
i 7 Despi
) o | )& s
23417
EA Share i Playlist @ Favorite N § et
Average: 0.0 from 0 people
Email Embed
- Despit
To (enter email address) <object width="512" hei from s.'

; = = £ 30 1
<1l BT
rE Done, but with errors on page: || 6 mternet | @ -| & 100_% R

Cheén video &icrdc nguln frén mang

Nhung rideo

Nhimg doan phim, bii nhac dupe nhiing vao sé trd thimh maot thanh
phin ctia bai thuyét trinh, khong cin sao chép cic tip tin nay oii kém
theo bai thuyét trinh. Neoai ra, PowerPoint con cho phép xuit ban bai
thuyét trinh sang dinh dang video dé co thé chép ra CD/DVD, dinh kém
theo e-mail hodc g7 1én weh.

NHUNG MEDIA

Nhiing video vao bai thinet trink



Chuyén bet thuyét trinh seng dinh dang video

Tinh ning chuyén dinh dang bai thuyét trinh sang cic dinh dang video
gitip viéc chiasé dugc dé ding hon. PowerPoint cho phép xuit ra dinh
dang video v nhiéu mmic chét hrong hinh anh khéc nhau tir video cho
cic loai thiét hi di déng cho dén cac video co d6 phén 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.

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

B Preserves animations, transitions, and media

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

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

Internet & DVD .

For uploading to the Web and burning to standard DVD (Medium — 640 x 480}
Don't Use Recorded Timings and Marrations

o - - .
&% Mo timings or narrations have been recorded

Y

Seconds to spend on each slide: | 05.00

Create
Video
Xuddt bait thuyét #rinh sang video

9. Tich hap sdn tinh néng chuyén sang dinh dang PDFXPS

Phién ban Office 2007 d4 hd tro tinh ning st ban bai thuyét trinh sang
dinh dang PDF/XPS. Tuy nhién, tinh ning do I tuy chon va ngnrdd dimmg
phai tii thém goi cii dit vé cii vAo mdy. Phién ban Office 2010 44 tich
hop sdn tinh ndng chuyén dinh dang PowerPoint sang PDFE /XPS.

Create a PDF/XPS Document

Save this presentation in a fixed format.
= Document looks the same on most computers
B Preserves fonts, formatting, and images
= Content cannot be easily changed
B Free viewers are available on the Web
=

=

Create a
PDF/XPS

Tich hop =i tink ndng xudt ban bai Hiuet irinh sang PDRXPS
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10. Chugp anh mdn hinh
Py I mot tinh nding mdi rat hay va thid vi, nd gitp ching ta co thé chup
duwe cic hinh anh hién cd trén man va dua vao bai thuyét trinh rat
nhanh chong va tién lod.

iii Home Insert

Picture Clip | Screenshot \Photo | Shapes Smar
lbum - -

Design Transitions

Tllustra

11. Thém nhidu higu tng doc ddo cho hinh dnh
Co thé 4p dung nhién hiéu imeg mi thuit khédc nhau cho cac hinh anh véi
phién ban PowerPoint 2010.

AR A A
ziixi

31

% Artistic Effects Options...

Cric hitu imgmi thudgé

12 Xod cdr phtﬁn khéng cdn thidt trong hinh

Mot tinh ning mdi bd sung vao PowerPoint 2010 chinh 1 cho phép loai
b nén ciia cic hinh ngay trong chuong trinh.
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13. Hé trg tuy bidn Ribbon

Vi giao dién ngudi dimg than thién gitip cho vigc tuy bién thanh cong

cu Ribbon dé dang hon bao giérhét.

Customize the Ribbon: (@

General X ;

Customize the Ribben.
Proofing

Choose commands from:(®
S [Popular Commanas
Language
Action

Advanced

Add Animation
Animation Pane

Main Tabs
= [#] Home
Clipboard

&

——

Quick Access Toolbar
Add-Ins

Trust Center

Animation Styles
Bring Forward

Bring to Front

Bullets

Copy

Cut

Decrease Font Size
Draw Table

Duplicate Selected Slides
E-mail

Fant

Fant Color

Fant Size

Format Background...
Format Object...
Format Painter

From Beginning
From Current Slide
Group

Hyperlink...

Increase Font Size
Layout

EePEEEIQES » DEW» =8 Fgee

Slides
Font
Paragraph
Drawing
& Editing

Transitions
Animations
Slide Show
Review
View
Developer
Add-Ins

2
%
g
g
&

New Tab New Group Rename...
Customizations: O
Import/Export ~ | @

[

Tuyp bich Ribbon
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14. Néng cdp SmartArt

SmartArt trong PowerPoint 2007 d3 tuyét vid thi trong phién ban 2010
cang doc ddo hon véinhom Picture co rit nhiéu mau dungsing siip cho
viéc minh hoa trong bai thuyét trinh cing dé dang va tnyc quan hon.

SMART ART

—@
—0
—@
—0

(1

Sy tdre

15. Nhidu higu ing chuyen slide met
PowerPoint 2010 bd sung thém nhiéu hié¢u tmg chuyén slide méi, dic
hiét I3 cac higu vmg 3D rat dep mat va sinh dong.

BlEHD-G = PowerPoint 2010a.pptx - Microsoft PowerPoint o B 52
Home Insert Design | Transitions ‘ Animations Slide Show Review View o o

I_‘a ] =T dy [MoSound]  ~  Advance Slide
_] @ 0200

[C] ©n Mouse Click
Preview | Transition Effect =
| Seheme - Options - | 438 Apply To Al [ atter: 00:00.00 2

|
Previ ansition to This Slide Timing

LJ| Click to add notes
stides ofs | Lirek | S5 | [Eemz wec O ¢ GOE

Higu img chwnén slide 3D
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16. Seo chép hign ing

Vigcap dung cic hidu tng cho cic ddi hrong trén slide trong PowerPoint
2010 sé nhanh hon rit nhiéu nhé cong cu sao chép higu ‘mg Animation
Painter.

Design Transitions Ammatlons] Slide Show Review View f Form|

33 Animation Pane b Start: | On Click -
F Trigger - @ Duration: 02,00 2 || & Move Earlier

Add >
Animation ~ [ Animation Painter | Delay: 0000 3| W Move Later

Advanced Animation Timing

Reorder Animatio|

Sao chép hitu img voi Angnation Painter

17. Téng tinh di ding choe cde bai thuwt Binh

Vi cong cu Compress Media, PowerPoint 2010 s énén cic doanvideo, cac
am thanh nhiing trong bai thuyét trinh lam cho dung hromg bai thuyét
trinh duwe nhod hon, thuin tién hom cho viéc chia s& va trinh chiéu.

Media Size and Performance

Save disk space and improve playback perfermance by compressing your
media files. Compression might affect media quality.

B Media files in this presentation are 3.8 MB.

Mora weae tn imarous madia performance

Presentation Quality

Save space while maintaining overall
audio and video quality.

Internet Quality . .
@, Quality will be comparable to media hange any part of this presentation.

which is streamed over the Internet.

Low Quality

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

Undo
You can undo the previous

compression. \
author's name

Check for e - T
Issues * B Content that people with disabilities are unable to read

Compress Medin

re that it contains:

239



18. Breadcast bar thuyét Brinh

Broadcast bai thuyét trinh truc tiép dén cic khin gia i xa thong qua
dich vu Windows Live hodc mdy chil SharePoint. Khdn oia co thé theo
déi bai thuyét trinh truc tiép thong qua trinh duyét va nghe am thanh

thong qua dién thoai.

Broadcast Slide Show

Broadcast Slide Show

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

http://col-pptbroadcast.officeapps live.com/PowerPointBroadcast.aspx?
pptbid=9bclf320-cBd3-418d-832f-f2149ale9d55

[ Copy Link

i=1 Send in Email...

Start Slide Show
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Broadeast bai Hhut frinh va xem bai Bunét irink frén rinh duyet

19. Bidén con &6 chudt thanh con 9 laser

Khi mudn nhin manh nhing noi dung dang trinh bay trénslide, chning
ta co thé bién con tro chudt thanh con tro laser bing cich giit phim Ctrl

va nhép trdi chuot trong ché do Slide Show.
Setupshow R

Show type
(%" presented by a speaker (Full screen)
" Browsed by an individual fwindow
" Browsed at a kiosk (Full screem)

- Show slides
Lo |

" From: I ﬂTo: I

= Custom show:

=

=]

Show options
I™ Loop continuously unkil 'Esct
I show without narration
I show without animation

Fen colo: [ — |

Laser painter color:

rAdvance slides
= Manually
s Using kimings, if present

 Multiple monitars

Display slide shaw on:

IPrimary Monitaor

I™ | Shiow Presenter Wigw

Ta show a laser pointer during slide shaw, hold dawn the Chrl key and press the lsft mouse

button,

o]

Cancel
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3 D. KIEM TRA, PANH GIA TOAN BO MODULE

Cau l. fringghi ), saighi §

a. Phin mém trinh dién cd thé hé tro cic phuong phap gidng day truc

tigp. Do db khong thé ding trinh dién dé khuyén khich noudi hoc chi

dong xay dumg kién thiic. L]

b. Chuong trinh trinh dién co thé b sung hodc thay thé viéc st dung cic

cong nghé cii, dic biét i kha ning tich hop phuomg tién truyén theng

khac nhau nhu vin ban, dd hoa, phim anh va cic ddi tuomg khic, co thé

thu hit ngudd hoc vao noi dung bai hoc. L]

c. Phin mém va cac cong cu trinh dién chi cho phép tao ra cic trang

trinh dién riéng biét, ma duoe trinh bay mot cich tan ty dén nouei hoc.
]

Cau 2. Thong thuomg phdn mém tinh didn bao som ba chitc ndng chinh.

Chiic ndng ndo frong nhimg cdu &rd ot sau 16 chitc néng chinh aia phdn

mém trinh dién? Hay kheanh véo ddp dn dring.

A. Chire nang hién tip cho phép chén va dinh dang vin ban.

B. Mot hé thong tao ra phan hoi ty dong.

C. Mot cach thic dé chén va thao tac vii hinh anh d6 hoa.

D. Mot he thong trinh dién dé hién thi noi dung.

Dap an:

Care Ira,b: B ¢ 8

Can 2:D
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Lién Kttt phén mém

1. hitp:loffice Microsofl.comien—us/

Gidy phép: Ban quyén © 2010 Microsoft Corporation

2. hetpiimoftdall. info free—sofurare—doun load Microse fi-o fice—-2010-
powerfil-office—sitte-by-Microsoft/

Théng tin: Ban ding thit 6 thang ho Office 2010 c6 thé download & dia
chi nay.

Tait liéu tham Mido

1. Motsa dia chi cho phép tai PowerPoint Template, Theme va Backeround
s http:/ /office. Microsoft.com

* http:/ fpowerbacks.com

» http: / fwww.presentationhelper.co.uk

» http:/ fwww.poweredtemplates.com

» http:/ fwww.ppted.com

http:/ /www.indezine.com

* wivw.powerpointhackgrounds.com/

* wivw.powerfinish.com/

s wiww.eraphicsland.com/powerpoint-templates.hti

s wiww.powerpointtemplatespro.com/

» wiww.ahetterpresentation.com/

» www.slidesdirect.com/

» wiwvw.zapitme dia.com

o wiww. digitaljuice.com

s http:/ /www.echosvoice.com

2. hetp:fuoitrenan gdongnetiforumeboo k—huongdan—si—ching—
powerpoint—2010-a—49400.hml

Théng tin: Tai ligu duoc thiét ké theo huémg vira hoc vira lam va chi
trong vao thuc hanh. Ehi doc Xong tai lidu la Cé[f, han 44 ndm trong ta}r
mit cing cu hién soan v trinh dién bai trinh dién chuyén nghiép nhat
thé giti.



3. htprthacsirmaytinh.edu n/showthread. php?1022-Ebook—
h®%C6%B0%E1%BE%IBn oA % EI% BA%A BN —sH EI%BERAD-

AR EI%BERASHg-OFFICE-2010-TiREIRBAR BEFno-11HEIRBERS /-
chE1%EBERA Fa—Micos ViR EIRBEERS F-Nam— (KR C3%RASm—
bHEI%ER%BIFI-OFFICE)

Théng tin: Ebook huémg dan st dung OFFICE 2010 Tiéng Viét cia
Wicrosoft Viét Nam (Kém hd OFFICE).

4, htpfwanp.quiantrimang.corm.n/klen thuctin-hoc—an—phong/ms—
powerpointS25285 Thu—thuat—oi—voi—am—thanh—va—video—trong—
Micresoft—PowerPoint—2010.aspx

Thong tin: Bai viét vé tha thuit doi vid am thanh va video trong
PowerPoint 2010.

5. http:Hwune.quantrimang.com.m/klen thuctin-hoc—en—phong/ms—
powerpontG077_Thu—thuat-—thuyet-frinh—bangPowerpoint.aspx
Théng tin: Mot 56 kinh nghigm trong vigc s1r dung Powerpoint s& gitp
cic ban soan duge mot bai thuyét trinh hap dan, g4y 4n toong vii hoi
dong giam khio, ciing motsd meo hay dé ‘mg pho vii nhimg tinh hudng
bt ned trong khi trinh dién PowerPoint.

6. Add-Ins va tii lidu tham khao

s 2007 Microsoft Office Add-in: Microsoft Save as PDF or XPS
httptwune Microso ft.oomvdoun loads/detatls.aspx ?Familyid=4D95191 1
SEFEHAFRG-ROSO-APFEFOENDS 7041 &df.sp Ia}rfm g=en

Thing tin: Add-Ins gitp chuyén ddi tap tin PowerP ointsang dinh dang PDF
hodc XPS.

s Thermometer Add-in for PowerPoint

hitptwune. indezine.comiaddin/thermo meter/index. hitml!

Thing tin: Tao thém mat thanh cong cu & phia dudd man hinh trinh
chiéu &€ cho hiét ban 43 bdo cido duoc bao nhigu va con lai bao nhigu.

* WebhAIM: PowerPoint Accessibility Techniques

wanrwebatm.orgfechniques/powerpoing/

Théng tin: Office Accessibility Wizard gitip chuyén ddi tap tin PowerPoint
thanh dinh dang web rét tign loi va dé si7 dune.
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* Steve Rindsherg/RDP

wune. rdpsiides.com/

Thing tin: Trang nAy cia mot PowerPoint MVP va co chita nhiéu add-ins
hitmich.

» Crystal Graphics

wune.crystaloraphics.com/

Thing tin: Add-Ins cung cip thém cic hiéuime hoat cinh, 3-D, hiéu ing
chuyén canh, d6 thi...

s Office Tips
wa. rmrps.orgsky

Théng tin: Cung cip cic add-ins cho PowerPoint va nhiéu tii ligu tham
khao phong phii, dic hiét A VBA cho PowerP oint.

* The PowerPoint FA() - PowerPoint Help

wha. pptfag.com

Thing tin: Giai dap cic cau hai lién quan tdi PowerP oint moi phién ban.
* PowerPoint Heaven— The Power to Animate

http:pptheaven. myrps.org’

Thong tin: Bo suu tip cic tro cho, slide giai ti duoce xby dume trén
PowerPoint va rit nhiéu bai viét hiuémg din si dung chiromg trinh nay.



