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BAI 1.

TO TAO bUQC BAN TRINH CHIEU RAT
DE DANG

Trong bai hoc nay, ban sé dwoc gidi thiéu vé mét irng dung c6 chivc nang tao va quan ly
cac ban trinh chiéu. Ban sé hieu dwoc cac kién thirc co ban vé:

- Cau truc tong quat va cac hwéng dan - Thay doi cach hién thi cac slide.

h chi
detaobantrln chiéu. . Chen, x6a slide.

« Tao cac ban trinh chiéu trong hoac sw
dung mau trinh chiéu dé tao ban trinh
chiéu méi.

« Thay doi b6 cuc hodc thiét ké cua slide.



Chu dé D. Microsoft PowerPoint Bai 1. Té tao dwoc ban trinh chiéu rat dé dang

PowerPoint la gi?

Pm.uerDmnt la mot chuong trinh trinh chiéu cho phep ban
co thé s dung 6€ tao, chinh st va thao tac véi cic slide
trén man hnnh trinh chiéu, Ui thu dién td, hodc quang ba
cac sén phdm hay dich vu trén trang UWeb.
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Chu dé D. Microsoft PowerPoint

Q)

tiéu &
va noi

Bai 1. Td tao dwoe ban trinh chiéu rat dé dang

PowerPoint la gi?

Duu la slide mé& dau qidi thiéu chu de thuyét trinh, cé thé 1a tén cla
nqudi Ehuyét trinh hodc tén cla td chuc thuyét Erinh..

Slide nay thucng liet ke tieu deé cla tot cd cac slide trong bén trinh chiéu.
Né cung cop mAt cai nhin l:ong quan Ve cac chd dé duge trinh bay va
co thé giUp ngudi xem nam bat duoc dong chdy trinh chiéu.

Loai slide nay c6 bd cyc thudng xuyén duge s dung nhat.
BO cuc dieu khién vi Eri xuat hién cUa cac 6 dat ndi dung (placeholders)
XUuat hién trén slide.
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Chu dé D. Microsoft PowerPoint Bai 1. Td tao dwoe ban trinh chiéu rat dé dang

PowerPoint la gi?

Ban cd thé thém rat nhiéu ndi dung vao bén trinh chiéu st dung cac b
cuc ndi dung khac nhau. NGi dung cb thé 1 van bdn, cac thanh phan thiét
ké, so 80, video, bang, biéu 80, Gm thanh, hogt cdnh hogc cdc hiéu Ung dich
chuyén dac biét gita cdc slide.

Slide £ong ket I slide cudi clng trong ban trinh chiéu. N6 danh gid lai ban
trinh bay cda ban, nhac lai nhiing v chinh va cung cap cac thang tin lién lac
dé xem chi tiét hon sau nay.
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Chu dé D. Microsoft PowerPoint Bai 1. Té tao dwoc ban trinh chiéu rat dé dang

Khi PowerPoint kh&i dong, mot ban trinh chiéu m&i dwoc m& nhw dwdi day. Ban cling c6 thé mé mét
ban trinh chiéu dang ton tai.
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Chu dé D. Microsoft PowerPoint Bai 1. Té tao dwoc ban trinh chiéu rat dé dang

Quan ly cac Slide

Chen cac slide mai

Mt slide méi s& dugc chén truc tiép vao trude slide G chon. P& chén mot slide mai, s& dung
mot trong nhing cach sau:

« Trén thé Home, trong nhom Slides, chon New Slide.

- P& chén mdt slide mdi vai mot bd cuc xdc dinh, trén thé Home, trong nhom Slides, nhap
chudt vao mui tén xudng cla New Slide, va sau d6 chon bd cuc dugc yéu cau.

- Nhan Ctrl + M.

« Nhap chudt phadi vao slide trong thé Outline hodc Slides va sau 30 chon New Slide.
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Chu dé D. Microsoft PowerPoint Bai 1. Té tao dwoc ban trinh chiéu rat dé dang

Quan ly cac Slide
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Cha dé D. Microsoft PowerPoint Bai 1. Té tao dwoc ban trinh chiéu rat dé dang

Quan ly cac Slide

(D

)



Chu dé D. Microsoft PowerPoint Bai 1. Té tao dwoc ban trinh chiéu rat dé dang

Quan ly cac Slide

Sdp xép loi cac slide:

Khi ban lam viéc vai mot bdn trinh chiéu, ¢é thé ban mudn thay 8di Ehtr by cda cac slide. Hay
s dung mat trong nhiing cach sau dé’sép xép lai thir tu cla cac slide:
- Trong cach hién thi Slide Sorter, nhdp chudt vao slide va kéo nd dén vi tri mdi: hodc

« Trong thé Outline, nhdp chudt vao biéu tuong slide 88 chon cd slide va kéo nd 3én vi tri
mdi; hodc
- Trong thé Slides, nhap chudt vao slide va kéo nd dén vi tri mdi.

-



Day

Bim bai t ap nao




Chinh phyc ~—

___ Spark S
BAI 2.

BAN TRINH CHIEU CUA TO THAT HAP DAN

Trong bai hoc nay, ban sé thiét |ap ban trinh chiéu, tao va chinh stra cac slide dé chira
van ban, hinh anh, biéu do, hoac cac doi twong da phwong tién. Khi ban da hoan thanh
bai hoc nay, ban sé dwoc lam quen voi:

« Thém hoéc thao tac vé&i van ban trén  + Thém hodc thao tac véi cac doi twong
cac slide. da phwong tién nhw cac tép tin hinh

. anh, phim, nhac.
« Thém hoac thao tac véi bang va bieu P '

do trén slide. - Tao hoat canh va cac hiéu trng dich
chuyeén slide.



Cha dé D. Microsoft PowerPoint Bai 2. Ban trinh chiéu cua t& that hap dan

Lam viéc v&i van ban
« Ban s dung khung Slide dé chén hoac chinh stra cac muc trén cac slide.
« O chén ndi dung xuét hién mét cach gon gang trén slide va hwéng dan vi tri nhap van ban trén slide.

« D& chén van ban, ban chi can nhap chuét vao 6 dat ndi dung dé hién thi diém chén van ban va tién hanh
nhap.




Cha dé D. Microsoft PowerPoint Bai 2. Ban trinh chiéu cua t& that hap dan

Cac thao tac v&i van ban

Pé kich hoat tinh nang kiém tra chinh t& cho toan bd ban trinh chiéu, ban st dung mét trong nhirng cach
sau:

* Trén thé Review, trong nhédm Proofing, chon Spelling; hoac

« Nhan phim F7.

“ Home Insert Design Tran:
= a‘
Y [ % %

Spelling Research Thesaurus | Translate Language

Proofing Language

Spelling
Check the spelling of text.
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Cha dé D. Microsoft PowerPoint Bai 2. Ban trinh chiéu cua t& that hap dan

Cac thao tac v&i van ban

Pinh dang van ban:
Nhém Font nam trén thé Home cung cap cho ban cac tuy chon dinh dang ky tw phd bién dé ban cé thé dé
dang va nhanh choéng truy cap trwc tiép tr Ribbon.

Calibri (Headings, ~ 44 ~ A" A~ 4

B I H a # ﬂ"‘ Aa' é -

Font P




Chu dé D. Microsoft PowerPoint Bai 2. Ban trinh chiéu cua t& that hap dan

Cac thao tac v&i van ban

- Ngoai ra, ban cé thé mé hop thoai Font clia thé Home dé thay doi céc tuy chon dinh dang cén ban va
cac tuy chon bo sung.

Font | Character Spacing |
Latin text font: Font style:

i B [ ol v B

Font color Q w | Underline style l(none) E Underline color

Effects
Strikethrough Small Caps
Double Strikethrough All Caps

Superscript  Offset: Equalize Character Height
Subscript

[ ok ][ concel |




Cha dé D. Microsoft PowerPoint Bai 2. Ban trinh chiéu cua t& that hap dan

Cac thao tac v&i van ban

Cén lé van ban:
- Trén thé Home, trong nhdm Paragraph, nhap chudt vao tuy chon can 1é thich hop, hodc

* Trén thé Home, trong nhom Paragraph, nhap chuét vao Paragraph dialog box launcher va sau do6
nhap chudt vao tuy chon thich hgp trong danh sach Alignment.

General

Alignment:  Left v
@ ] LE&

Indentation
Before text: | Right
Justified

Spacing Distributed
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Cha dé D. Microsoft PowerPoint Bai 2. Ban trinh chiéu cua t& that hap dan

Tao va st dung bang

Pé chén bang, str dung mét trong nhirng cach sau:

-« Dé thém mdt bang vao trong slide cé & dat ndi dung, ban nhip chudt vao biéu twong Insert Table trong

6 dat ndi dung.
r_ iLﬂ 4 z

~ Insert ’lfa blek%




Cha dé D. Microsoft PowerPoint Bai 2. Ban trinh chiéu cua t& that hap dan

Tao va st dung bang

Pé thém mét bang vao slide khéng cé 6 dat néi dung:

- Trén thé Insert, trong nhém Tables, chon Table va sau dé kéo trong & luéi tbng sb lwong dong va cot

can thiét dé tao bang mai.
mWE l Insert ‘ Design

! & P "
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Table || Picture | Clip |Screenshot Photo
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Chu dé D. Microsoft PowerPoint Bai 2. Ban trinh chiéu cua t& that hap dan

Tao va st dung bang

« D& chén bang st dung I&nh nhap cu thé sb dong va sb cét, trén thé Insert, trong nhém Table, ban chon
mi tén cua Table va sau d6 chon Insert Table.

TnsertTaple (oBolmeiSen
| '

.| Number of columns:
Number of rows:

OK




Chu dé D. Microsoft PowerPoint

DBinh dang bang

Cac tuy chon dinh dang bao gém:

- Diéu chinh dd rong cot hodc chiéu cao cua dong.

« Tron cac 6 dé hinh thanh cac 6 1&n hon.

« Tach cac 6 thanh cac 6 nhé hon.

* Thém, thay dbi hodc x6a duong vién clia cac 6 dwoc chon.

« Thém, thay déi hoac xéa béng hay td nén cho cac 6 duwoc chon.

Home brgent Design Transtions Aninations Slide Show Revew View Acrobat ‘ Design | Gyout

[Z Hender Rowy [ First Column
[ TotalRow [T Last Column

-----------------------------------

¥ Banded Rows [ Banded Cobupns | === =7 [ 77777 TUTST Sooms mmmes meess momss i
Table Style Optians Table Stykes

Bai 2. Ban trinh chiéu cua t& that hap dan




Cha dé D. Microsoft PowerPoint Bai 2. Ban trinh chiéu cua t& that hap dan

Tao biéu do6

Biéu 36 (con duoc qoi la 36 thi) bidu dién di liéu dang s
theo cach thé hién duoc cnc xu hudng hogc mé hinh dr

liéu rét ro rang. Ban tao biéu 36 bdng cach s& dung cac
thdng tin tir mdt Ung dung trang tinh hodc bdng cach
nhdp dU liéu vao trong trang du liéu cia PowerPoint.

DPé chén mét biéu dd, ban sir dung mét trong nhirng cach sau:

* Trén thé Insert, trong nhém lllustrations, ban chon Chart, hoac.

« Nhap chudt vao biéu twong Insert Chart trong bd cuc Title and Content. all |7 Insert Chart
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Chu dé D. Microsoft PowerPoint Bai 2. Ban trinh chiéu cua t& that hap dan

A. Binh dang biéu dé

- Trong PowerPoint, cac thé trong dai bang Chart Tools xuat hién dé ban c6 thé nhanh chdng thao tac
hoac dinh dang biéu do cung v&i néi dung cua né trén slide

m-
Design Layout Format
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Design Layout Format

Design Layout Format
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Cha dé D. Microsoft PowerPoint Bai 2. Ban trinh chiéu cua t& that hap dan

B. Thay dbi kiéu biéu d6

Pé thay déi kiéu biéu do, ban sir dung mét trong nhirng cach sau:
- Bén dwdi Chart Tools, trén thé Design, trong nhém Type, nhap chudt vao Change Chart Type: hoac

 Nhap chudt phai vao biéu dé va sau dé chon Change Chart Type.

ﬁ%:mﬂ"mmmmmmH

co ] st ) M L] ] 48

< e ] L] o8] 104 b

2o | e L

o V| ®| @3 (V] @] €= ,
J o ][ con

& o — | Manage Tempiates... | | SetasDefaut Chart
Y




Cha dé D. Microsoft PowerPoint Bai 2. Ban trinh chiéu cua t& that hap dan

Chén hinh anh hoac Clip Art

« Ban c6 thé dé dang chén céc hinh anh vao trong slide.

« Hinh &nh cé thé dén tr rat nhiéu ngudn khac nhau nhw Clip Organizer, cac tép tin hinh anh da duoc
lu, cac anh chup da duwoc quét, trang Web Office.com,...
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Cha dé D. Microsoft PowerPoint Bai 2. Ban trinh chiéu cua t& that hap dan

S dung cac doi twong hinh khoi

- Ban c6 thé nang cao giao dién cua slide bang cach tao ra cac hinh khdi (shapes) va cac hinh vé
(drawings) st dung cdng cu Shapes trong nhém lllustrations cua thé Insert.

P2l @ I
Shapes|Smartart Chart Hyperlink Action

- I |
_| Recently Used Shapes
E~NOODOALL2S G
COREAN N

Lines

SNSNTLTLL Y LG G
Rectangles
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Basic Shapes
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OC@~HOY 89N
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Block Arrows
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1p O
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Cha dé D. Microsoft PowerPoint Bai 2. Ban trinh chiéu cua t& that hap dan

Pinh dang céac doi twong

« Ban can chon dbi twong triwéc khi ap dung moét tinh nang dinh dang nao do.

 Theé Drawing Tools Format cung cap mot sb tinh nang ma ban cé thé chon dé thay déi mau sac, phong
cach, hodc t6 mau nén cho déi twong.
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Cha dé D. Microsoft PowerPoint Bai 2. Ban trinh chiéu cua t& that hap dan

Pinh dang cac dbi twong

« Ban ciing c6 thé nhap chudt phai vao dbi twong can dinh dang, chon Format Shape dé mé hodp thoai va
thwe hién nhirng s lwa chon thich hop:

Fil Fill i
Line Color @ No fil
Line Style © Solid fil h
o ) Gradient fil
- ) Picture or texture fill
Reflection () Pattern fil

Glow and Soft Edges | | ) Slide background fill

3-D Format
3-D Rotation




Cha dé D. Microsoft PowerPoint Bai 2. Ban trinh chiéu cua t& that hap dan

Chén cac doi twong da phwong tién

« Trén thé Insert, trong nhém Media, ban chon Video hoac Audio, hoac

» Chon b6 cuc slide chira 6 dat ndi dung nhw mét phan trong bo cuc cua slide. Sau do, ban chon biéu
twong Insert Media Clip dé chen doan phim hoac am thanh

B3 %
| Kb

Insert Media Clip




Cha dé D. Microsoft PowerPoint Bai 2. Ban trinh chiéu cua t& that hap dan

Chén cac doi twong da phwong tién

« M&i khi ban chén mdt tép tin da phwong tién, mét dai bang maéi xuat hién chiva cac thé dé tuy chinh cho
tép tin da phwong tién do.
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Bai 2. Ban trinh chiéu cua t& that hap dan

Chu dé D. Microsoft PowerPoint

Tao hoat cdnh cho cac dbi twong

- Ban co thé tao cac hoat canh chuyén ddng cho cac doi twgng va van ban dé lam tang hiéu qué cho bai
thuyét trinh cia minh.

- Ban co thé tuy chon cach van ban, cac doi twgng va cac hinh do hoa xuat hién khi slide dwoc hién thi,
hoac cach cac doi twong bién mat khai slide nhw thé nao.

- Ngoai ra, ban ciing cé thé sir dung hoat canh d& nhan manh cac dbi twong trén slide.
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Chu dé D. Microsoft PowerPoint Bai 2. Ban trinh chiéu cua t& that hap dan

Tuy chinh hoat canh

- D& tuy chinh hoat canh, trén thé Animations, trong nhém Advanced Animation, chon Animation

Pane.
Animation Pane v X
1 5% Rounded Rect... [_|
[ 2% Title 1 | | [<]|
%




Cha dé D. Microsoft PowerPoint Bai 2. Ban trinh chiéu cua t& that hap dan

Tuy chinh hoat canh

» Khi ban chon méi thanh phan cé hoat canh, PowerPoint cung cap cac tuy chon dé diéu khién thoi diém
hoac cach xuat hién cua thanh phan do.

- Ngoai ra ban can chu y kiém tra tdc dd va thoi gian thwe hién hoat cadnh (khi nao hoat canh nén thuc

hién).
15k RoundedRect... [ | El

“3 Start On Click
Start With Previous
&  Start After Previous

Effect Options...
Timing...

Hide Advanced Timeline

& — — Remove
Y




Cha dé D. Microsoft PowerPoint Bai 2. Ban trinh chiéu cua t& that hap dan

Ap dung céac hiéu rng dich chuyén slide

- Dich chuyén slide 1a cac hiéu trng dac biét ma ban cé thé ap dung khi ban di chuyén tir mét slide sang
slide tiép trong luc thuyét trinh.

- Dé ap dung dich chuyén slide, trén thé Transitions, trong nhém Transition to This Slide, ban nhap
chudt vao mdt phong cach dich chuyén tw bé swu tap.
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