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l. Giéi thiéu Microsoft Powerpoint

l.1. Gi&i thiéu vé Microsoft Powerpoint

Microsoft Powerpoint 1a mét tng dung trong bd Microsoft Office hd tro dac hrc cho
viéc trinh chiéu, trinh dién. Véi kha ning tao tap tin trinh dién nhanh chong, chuyén
nghiép. Hién nay Microsoft Poweroint 14 Iwa chon hang dau thé gisi khi thyuc hién trinh
chiéu. Trong gido trinh nay sé& gisi thiéu nhitng chirc ning va céc thao tac co ban dé tao
mot trinh chiéu.

1.2. Cai tién mai ctia Microsoft PowerPoint 2016

Giao dién hoan toan méi o V4i phién ban trude d6, Powerpoint bd sung nhiéu céng cu
gitp tao bai thuyét trinh 4n twong hon, hd tro nhidu chu dé va cac bién thé, cho phép

chén vin ban, hinh anh va video tir nhiéu ngudn khac nhau.

Trong Powerpoint hd tro thém nhiéu chu dé o nhiéu linh vic khac nhau nhu :

Bussiness (kinh doanh)

Education (gido duc)
Calendar (lich)

va cac chi dé nay s& dugc thay d6i goi ¥ tuy theo mdc thoi gian (néu may tinh c6 két
ndi Internet).



Il. Gi&i thiéu co’ ban vé Powerpoint va SLIDE
[I.1. Cach khé&i déng chwong trinh

C6 nhiéu cach dé khoi dong chuong trinh Powerpoint , tuy vao muc dich st dung va s
thich c6 thé sir dung mot trong cach cach sau:

- Cach 1: Nhap dup vao biéu tuong Microsoft Powerpoint ngoai Desktop.

- Céch 2: Vao Start / Program files / Microsoft Office / Powerpoint .

- Céach 3: Vao hop thoai Run (bdm phim Windows + R), nhap “powerpoint”
(khong c6 dau ngoic kép). BAm Enter.

- Céch 4: DBi voi Windows 8 va man hinh Metro, g “Powerpoint ” dé tim kiém.

Sau khi khai dong vao chuong trinh, cta sé Powerpoint xuat hién:

Powerpoint et for st JO Sign in to get the most out '_I::!T:«Q

Suggested searches  Presertabons  Buriness

Industry  Fducation ladel Chans Persooal

Recent

Take a @ GALLERY

tour
Lt A
Wik Prewstation Welcome to Powerfoamt (sgfarry

i Open Other Prasantations

Mrthie Cotentin

Dé tao mot tap tin méi bam vao “Blank Presentation”. Hoic lra chon cac méu co

san bang cach bam vao mau, sau do Create.

Welcome to PowerPoint

Create



[1.2. Tao mét Slide méi

Bam vao Tab INSERT / chon New Slide (hoic bam Ctrl + M)

e ] - Presentation!

.
Py (B8RP () |l

New 18 mage v . A L rwe omment et 1hx (]
]

New Slide (Curi e M)

© Tell me mors

Néu mudn thém mot Slide méi vé6i cac mau goi ¥ c6 san thi bAm vao miii tén nhé mau
den cua nat “New Slide”. Trong nay s& c6 danh sach cac mau goi y da duoc sip xép

san.

0 add title

3 33 ubtitie

Mot trinh chiéu c6 thé ¢6 1 hodc nhiéu Slide, va cac Slide nay s& duoc chiéu lan luot
theo thir tur tir trén xudng dudi cho téi hét. Trong mdi Slide s& c6 ndi dung va hinh anh
kém theo tuy vao cach trinh bay cua mdi ngudi. Trinh bay cang ngan gon, rd rang s&
gitip cho ngudi xem dé hiéu va tiép thu ndi dung tét nhat. Khong nén cho qué nhiéu
hinh anh va ndi dung vao mot Slide nham tranh gy rdi mat va nham chan cho nguoi

Xem.

Tai mdi thoi dién trinh chiéu chi hién thi duoc mét Slide, sau d6 méi chuyén tiép qua
Slide tiép theo (néu co).



I1.3. Trinh dién Slide

- Céch 1: Nhin vao nut B0 duai thanh status

Slide 1 of 1 = Notes I comments E = B F -4+ 37%

Slide Show

—

- Céch 2: Bam vao Tab SLIDE SHOW / bdm vao nut “Form Beginning”

_' A LUee BN P — J bamesnioinagl B m
4 —_— ‘ "3 Nartations
» . oAbk -l

2 : '

— * Yresent Oy L » " - v L)

broen ¢

g T T Dot * Do Med

Begnming Fe Cuttn de Show e Ocur L8 o Medha

$tart From Beginning (F3)

- Céch 3: Nhan phim F5.
Dé chuyén tiép gitra cac Slide Click chudt hozc bAm phim miii tén qua phai hoic qua
trai trén ban phim.
Mudn thoat khéi man hinh trinh dién bdm Phim “Esc” trén ban phim dé trg vé man
hinh lam viéc.
[1.4. Cach lwu tap tin 1€n dia (Save)

Dé luu tap tin lai, bAm vao Menu FILE / chon Save as / sau d6 chon Computer / BAm
nat Browse/ chon noi can Iuu trir / nhap tén va bam Save.

Presentation] - PowerPoint  Sign in

& OneDrive Today

; BaiGiang

ig This PC Documents » 4 - ¢

Last Week

+ Add a Place =

Documents = 4 - (
Browse Week 02-03 -1

Documents » 4 - €

[1.5. Cach mé tap tin (Open)
Khi da luu trix tap tin thanh céng, dé mé tap tin 1én c6 cach cach sau:
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- Cach 1 : M6 chuong trinh Powerpoint 1€n / sau d6 vao menu FILE / chon Open
/ sau d6 chon Computer / BAm ntt Browse / chon noi chira trinh dién / bAm Open.
(Hozc bam Ctrl + O)

Presentation1 - PowerPoint Sign in ? — O X

You haven't opened any pr
@ Recent browse for a presentation.
Z& OneDrive

Ellzl This PC

+ Add a Place

Browse

- Céach 2: Md My Computer noi chtra trinh dién ma d3 luu / bAm dup chudt vao
tap tin do.



lll. Xay dwng mét SLIDE

Trong mat trinh chiéu, cac Slide s& duoc chiéu theo thir tu tir trén xudng dudi cho dén
hét. Trong mdi Slide c6 thé chira cac thanh phan sau: hinh anh, vin ban (text), video,

am thanh...

Va dic biét co thé tao cac hiéu ung nhu bay luon, chdp tét, lugn song... dé gitp cho
cac thanh phan trong Slide dep hon va d& gdy cha y hon.

[11.1. Quan ly cac Slide

a. Thém mgot Slide méi:

Pé thém 1 Slide mai, tham khao & phan 11.2.
b. Xoa mgt Slide:

Dé xo4 mot Slide, bAm chudt phai vao Slide mubn xoa / chon Delete Slide

. \ y ) '
e ) -

addd title

Hozc chon mét Slide / sau d6 bam phim Delete trén ban phim.
c. Di chuyén Slide:
Pé sap xép lai thir tu trinh chiéu cua cac Slide, c6 thé 1am theo mot trong cac cach sau:

- Cach 1: Click giir chudt trai vao Slide mudn di chuyén va kéo t6i vi tri méi.
- Cach 2: Bam chudt phai vao Slide mudn di chuyén / chon Cut
Sau d6 bam chudt phai vao mot Slide & vi tri méi chon Paste Options



Vi du: mubn di chuyén Slide 1 xudng vi tri Slide s 5, thi cit (Cut) Slide 1 sau
d6 bam chudt phai vao Slide 4 chon Paste Options. Vi khi dan Slide 1 sé& ty chén
vao phia sau Slide 4 -> Slide 5)

1

r; Paste Options:

o, ee, e

2 12

Use Destination Theme (H)
Add Section

=
=

Trong “Paste Options” c6 3 tuy chon:

o Tuy chon dau tién (use destination theme): tuy chon nay sé& 1am cho slide méi
di chuyén s& mang cac dinh dang cua slide phia trude né. (vi du truée khi di
chuyén Slide cua c6 phong nén mau xanh 1a cdy, khi di chuyén sang vi tri
méi ma trude vi tri d6 1a Slide 6 mau hong thi khi dan slide ctia $& c6 mau
hong. Nhung ndi dung s& van giit nguyén).

o Tuy chon thir 2 (Keep Source formatting) : tuy chon nay sé gitr nguyén dinh
dang, Slide khong thay doi bat ky diéu gi.

o Tuy chon thir 3 (Picture): tuy chon nay s& bién Slide cta thanh 1 tim hinh va
s& khong thé chinh stra noi dung duoc nita.

[11.2. Pwa néi dung vao Slide:

a. Cheén van ban, hinh vé:

Dé chén vin ban vao Slide phai str dung téi text box. Qua tab INSERT / Chon
Text Box. Sau d6 nhap noi dung va tuy chinh font chit (trong bai viét nay minh
s& khong gidi thiéu cach tuy chinh font nhu nhu dam, nghiéng, mau sic...)

f— nline Picture

> ¥ s A4

Deaw o Text Box

Dé chén hinh v& (hinh vuén, tron, tam gidc, sao,...): Cing tai Tab INSERT /
chon Shapes / lya chon hinh v& muébn chén vao



Home Insert Design Transitions Animations Slide Show Review View Q Tell me what you

|j D E [.@ Online Pictures @) smartart | Ll:j D

=~ @+ Screenshot - : _
ew able  Pictures apes - Zoom Hyperlink Action Commen e eade

N Table  Pictl Sh o1 Chart Add- 7 k A C t Text Head
lidew  ~ =l Photo Album ~ ins - Box 8 Foot
Slides  Tables Images Recently Used Shapes - || Te
’ ENNOOCOAL LG YN TR

Lines

NNNTLL 289N 0E%

Rectangles

I A [ o

Basic Shapes

EOANITASOOO®®GGCOUON L
CJ {7

Block Arrows

b. Chén hinh anh, 4m thanh, video

- Chén hinh anh: qua Tab INSERT / b4m véo Picture va dan t6i thu myc chaa hinh

anh.
Home Insert Design Transitions
- [2 Online Pictures ) 3
= - |

a4 ocreenshot -

New | Table Pictures Shapes 1
Slide = - = Photo Album ~ .
Slides = Tables Images Must
3 Pictures

Insert pictures from your computer
or from other computers that
you're connected to.

@' Tell me more

Ngoai ra trong Powerpoint , cho phép chén ca mdt album hinh vao trong trinh
chiéu bang cach bAm vao nut “Photo Album”.

- Chén am thanh: Tai Tab INSERT / bam vao nat Audio / chon “Audio on My
PC...” / r6i dan t6i thu muc chia tap tin Audio.

o ) |8 ~ 4% o ..

(e IO - Ts o Wt o Ve aaile

€ Tell e moee
Chi c6 thé chén cac dinh dang nhu : mp3, wav, wma, au, aiff, midi, mp4, ADTS.
Sau khi cheén xong, trén Slide s€ co biéu tuong cai loa. Khi dua chudt lai thi sé

8



c6 nat Play dé phat nhac. Pé tuy chinh chi tiét hon bim vao biéu tuong nay va
trén thanh Ribon chon Playback.
Néu khong mubn, xuat hién biéu twong ndy thi trén thanh cong cu PLAYBACK,

bim vao nat “Play in Background”.

1 o~ Ut ol &y Rewind aftes F )
Rookmark Aud b Fage C - urtil Siopped Sivle Hackground

Con mudn tu dong chay thi tai muc Start chon “Automatically” c6 thé tuy chinh
am luong cao hay thap bang cach bam vao nit “Volume”.

Chén Video: Tai Tab INSERT / bam vao nat Video / chon “Video on My PC...”
/ r6i dan t6i thu muc chira tap tin Video

e DI ae

Symbols Video Audio Screen
] - = - Recording

E Online Video... ~
E Video on My PC...

Video on My PC

Insert videos from your computer
or from other computers that
you're connected to.

Ciing c6 thé chén Video online tir cac trang web nhu : Youtube, Bing Video. ..
bang cach badm vao nit “Online Video...”

Chén tiéu dé dau / cudi trang: Dé chén tidu dé dau trang hoic cudi trang qua Tab
INSERT / chon Header and Footer

- . Meader & Footer

© Tell me more

Trong hop thoai Header and Footer dé chén ngay thang danh dau vao “Date anf
time”, dé chén noi dung cudi Slide danh du vao “Footer” va nhap noi dung. Dé
chén ndi dung trén dau Slide qua Tab “Notes and Handouts” danh dau vao
“Header” va nhap noi dung.



Header and Footer ? X

Shde | Notes and Handouts

Include on shde Preview

‘j Dateandtime .
—1—7F 1]

Ev_i_ Shde pumber

i‘. Footer

[T] Don't show on tie gide

Sau khi thiét 1ap xong néu bam vao nat “Apply” thi cac thiét 1ap nay sé& ap dung
cho Slide hién tai. Néu bim vao “Apply to All” thi cac thiét lap nay sé& ap dung
cho toan b Slide trong trinh chiéu.

Céach d6i mau va hinh nén cho Slide: Dé thay d6i mau nén hoic hinh nén cho
Slide, bAm chuot phai vao Slide muén thay ddi / chon format Background / ltc

nay bén trai ctra s6 lam viéc s& xuat hién cong cu “Format Background”.
1

Cut

Copy

5 P &

Paste Options:

aOs, aO

O L
New Slide
Duplicate Slide
Delete Slide
Add Section

OTDUBDFJL

Publish Slides

Layout 4

2 [

Reset Slide
@ Format Background...

4 Hide Slide

Trong ctra s6 “Format Background” s& c6 4 tuy chon:
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o Solid fill: tuy chon nay cho phép t6 man nén bang 1 mau duy nht.

o Gradident fill: tuy chon nay cho phép t6 may nén chuyén sac.

o Picture or texture fill: tuy chon nay cho phép doi hinh nén bing hinh cua
hoic mau Texture c6 sin. Dé chon hinh nén thi bdm vao nat “File” roi dan
t61 thu muc chira hinh anh.

o Pattern fill: tuy chon nay cho phép t6 mau nén véi cac miu Pattern (soc,
ludi, theo mau co san). Néu danh dau vao muc “Hide background graphics”
thi hinh anh & cac template sé khong con nira.

Cach thay doi Template (giao dién miu) caa Slide: Trén thanh Ribon / chon Tab

DESIGN / lic nay trén thanh cong cu RIBON s& xuat hién nhitng Template (giao

dién mau) bam vao dé thay doi.

Aa Aa
Luu y: Néu bam tryc tiép vao Template thi tat ca cac Slide s& thay doi theo, dé

thay doi Template cho mét Slide nhat dinh thi bAm chudt phai vao Template chon

mot trong cac churc nang sau:
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o Apply to All slides : thay d6i cho toan bo Slide

o Apply to Selected Slides : thay ddi cho Slide dang chon.

o Set as default Theme : dat mic dinh cho lan sau.

Céch tao hiéu ang khi chuyén Slide: Miac dinh sau khi hét mot Slide, thi trinh
chiéu s& chuyén sang Slide ké tiép va hiéu ung chuyén tiép thi khong c6 gi dé
n6i. Pé thay do6i hiéu tng chuyén tiép nay cho bat mat hon, 1am céc thao tac sau.
Trén thanh cong cu Ribon / chon Tab TRANSITIONS / tai day s€ thoai mai chon
hiéu ang chuyén Slide rat dep mat. Khi dang chon Slide nao thi hiéu tng s& ap

‘BR K 4 -

. 1 ' LAl
“ ‘ ‘ ‘ ‘ ‘ ‘ - m
Sty

i e ] . I
" s [ o
| | = =~ M - ] . . r
.‘ ‘a v & N <) ] he 0
{ E o ¥ Wm = B C o

o B - |

Pé chinh thoi gian cho hiéu ung chuyén Slide, trén thanh Ribon trong muc
“Duration” 1a thoi gian hi¢u tng s€ chay mac dinh 1a 1 giay 50.

. » DOuUn( NGO S0 Advance Shide

Néu muén c6 Am thanh kém theo lac chuyén Slide thi trong muyc “Sound” chon
1 hi€u tng am thanh.

Mic dinh thi khi hét 1 Slide mudn qua Slide khéc thi phai click chugt hoac bam
ban phim. Tuy nhién trong mét vai truong hop muén hét mot Slide thi trinh chiéu
s& tu dong chuyén qua Slide tiép theo trong khoang thoi gian nhat dinh thi bo
dau chon vao muc “On Mouse click”, danh ddu vao “After” va nhap khoang thoi

12



gian trinh chiéu ty dong chuyén Slide (gio / phut / gidy). Muén ap dung cho toan
bo Slide thi bam vao nut “Apply To All”.

Céch tao hiéu wng cho chir va hinh anh: Bé tao hiéu ¢ng cho chir, trong Slide
dang thiét ké chon chit muén tao hiéu Gng. Trén thanh Ribon chon Tab
ANIMATIONS / Itc nay phia duéi s€ hién ra danh sach cac hiéu tng.

- T
* ®

Sau d6 chi viéc bam chon hiéu ang, mudn hién thi nhiéu hiéu tng hon nira bAm
vao phim miii tén mau den.
Tuy chinh cho hiéu tng:

Home Insert Design Transitions Animations Slide Show Review View Q Te

* * : * 24 Animation Pane Start: \When Clicked ~| Reorder Animation
w o : Trigger - (© Duration: (00,50
Preview Animation Effect Add B "
- Styles~ Options~ Animation - (O Delay: 0000 .| ¥ Move later
Preview Animation I Advanced Animation Timing

o Start: hiéu wng xuat hién ty dong hoic bam chuoét.

o Duration: thoi gian hiéu tng xuat hién (giay)

o Delay: thoi gian 1ap lai hi¢u ung

Néu mudn copy hiéu tng di 1am dé 4p dung cho cac chit khac thi bam vao nat
“Animation Painter”. Luc nay con tro chudt cua s& c6 thém biéu tuong hinh “cay
co”, chi viéc bdm vao chit mudn 4p dung hiéu nay cua chir trudc.

Ddi v6i hinh anh thi [am tuong ty nhu chit. Trong mot Slide co6 thé c6 mot hoac
nhiéu chix, hinh anh. Viéc sap xép thir tw cho chung ciing rat quan trong.

Vi du: Khi da trinh bay xong 1 Slide trong d6 ndi dung 1a mot bai toan hinh hoc
bao gom cau hoi, dap an va hinh hoc, trinh bay rat dep nhung khi trinh chiéu thi
dap an lai Xuat hién trudc, rdi mai téi cau hoi rdi cudi cung 1a hinh hoc xuat hién.

nghi xem diéu gi s& xay ra.
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Dé sip xép ching trén thanh Ribon chon Tab ANIMATIONS / sau d6 bim véo
nat “Animation Pane”. Cira s6 Animation Pane xuat hién phia bén phai, trong
nay thi hiéu ing nao dung trén cing s& duwoc Xuét hién trude rdi tiép theo cho
dén hét.

Animation Pane v X
b Play From -
1" % Title 1: Gigi t.. [ -

Trigger: Untitled

' P Untitled i

-4+ 2% [

Dé di chuyén chi viéc nim gii chudt va kéo t&i vi tri méi.
Pé tuy chinh chi tiét hon cho chit/ hinh anh thi tai ctra $6 “Animation Pane”, bam
chudt phai vao hiéu tng mudn tuy chinh chon “Effect Options”

Anmmation Pane ~ X
> Play From -
1% Title 1:Giai t_ 3] -

5 Srart When Clickad

Trigg ===

1 ’ Stan With Previcas

SLarl Alte
Effect Options...
T.‘ ming

Hids Advanced Timetine

Remove

o Tab Effect: Ctra s6 Grow/Shrink xuét hién.
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Fade ? X

Effect  Timing Text Animation

Enhancements
: INo Soun ! r
Sound [ d] i ak
After animation: | Don't Dim w
Animate text: All at ance w

e Dé tao 4m thanh luc xuat hién chix trong muc “Sound” chon mot 4m
thanh
e After animation: hanh dong sau khi hi¢u tng chay xong.

e Animate text : chir xuat hién theo kiéu nao? (timg ky tu, tirng chit hay
ca doan van)
o Tab Timing:

Fade ? X

Effect  Timing Text Animation

Start: ¥ On Click £
Delay: 0 = seconds

Duration: | 0,5 seconds (Very Fast) |~
Repeat: (none) ~
[ rewind when done playing

Triggers ¥

e Start : chay hiéu ung bang cach nao?

e Delay : thoi gian tri hoan.
e Duration: thoi gian chay hiéu ung.
e Repeat: lap lai hanh dong.
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IV. Tuy chinh toan bé trinh chiéu

Sau khi hoan tit cac Slide, viéc cudi cung lac nay 1a cai dit cho trinh chiéu. Dé trinh

chiéu chay “muot” hon va dung theo ¥ dinh ctiia minh.

Pé tién hanh cai dit cho toan bd Trinh chiéu, trén thanh Ribon chon Tab SLIDE SHOW
/ b4m vao nut “Set up Slide Show”

f
a— - & Mida e 3 MTALOC
< Y - o e o v Play Nara ol
L ¥

$
Kehearse
Te

nent Slide je Show

Set Up Show

- Show Type how shdes
@ Preserned by a ipeaker Mull sireen) ®
Browsed Dy an mOmaus! (wnoow) from

Browsed & & bost (Tl soreen

Show ophion:
__! Loop contmwously entd E5c Advance sadet
| Snow wihcant parrabon

Manually

Show wehout animaton
® Yung timingt. £ present

Driable hardwate graphcs acceletabon

| MuURiple montors

Pen color
Shoe Shw mMOntor
| Laster pomder color ) » safomsatic

Use Presenter Yiew

ox | Cancel

shdetof 1 (2 viemamess = wptes B Comments

Hop thoai “Setup Slide Show” xuét hién, ching ta s& tim hiéu mot s6 chiic ning trong
hop thoai nay.

Trong Group “Show type” c6 3 tuy chon

- Presented by a speaker (full screen): tuy chon nay luc trinh chiéu s& hién thi toan
man hinh, ¢é ngudi thuyét trinh.

- Browsed by an individual (window): tuy chon nay lac trinh chiéu s& hién thi c6
kém ctra s6 Window.

- Browsed at a kiosk (full screen): tuy chon nay c6 tac dung khi chay téi slide cudi
cung s& tu dong 1ap lai khong can nguoi diéu khién (chay & ché do toan man
hinh).

Trong group “Show options” ¢6 cac tuy chon sau:
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Loop continuously until ‘Esc’: ddnh dau vao tuy chon nay thi khi t6i Slide cudi
cung s& ty dong 13p lai Slide dau tién. Néu khong déanh dau thi khi chay hét moi
Slide s& xuat hién mot man hinh den.

Show without narration : chay trinh chiéu tit loi twong thuat,

Show without animation: chay trinh chiéu khong c6 bat ky hiéu tmg nao.
Disable hardware graphics acceleration: tit chirc ning ting toc phan cting dd
hoa. Pen color va Laser pointer color: Mau nét v& cua tro chudt trén Slide luc
trinh chiéu.

Group “Show slides™:

- All: danh dau vao tuy chon nay thi tat ca cac Slide déu dugc trinh chiéu.

From: chi trinh chiéu tir Slide a dén Slide n. (vi du tir 2 dén 10)
Custom Show: tuy chon slide.

Group “Advance slides”:

Manually: Khi trinh chiéu cac Slide khong tu dong chay ma phai c6 tac dong
bang chudt hoic ban phim.

Using timings, if present: khi trinh chiéu céc slide s& tu dong chay (néu c6 thiét
lap).
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