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PowerPoint la gi?

« PowerPoint 12 mot chuong trinh trinh chiéu cho phép ban co thé
s dung dé tao, chinh stra va thao tac véi cac slide trén man hinh
trinh chiéu

» Nhitng huéng dan sau khi tao mot ban trinh chiéu.

+ Moi slide khong qua 6 dé muc hoa thi.

+ Dam bao dur 11éu trong bang phai 10 rang

+ Chén anh, biéu d6 trong cac slide hop 1y



y 1

Ban trinh chieu gom nhirng gi?

Pay la slide mo dau gidi thiéu cha dé thuyét trinh.

Slide tiéu dé

——— Slide nay thuong liét ké tiéu dé cua tat ca cac slide trong ban trinh chiéu. N6
ehwongtrinh | oG cAp mot cAi nhin tong quan vé cac chi dé duoc trinh bay va co thé giup

nguoi xem nam bat dugce dong chay trinh chiéu
heteude | Slide tiéu d€ va noi duElg: ) , ‘ ?
Danh sach chira cac diém chinh va dién gia muon trinh bay vé mot chu dé cu

thé. Cac muc hoa thi nén gi6i thiéu tom tat, ngan gon, va rd rang.

| Ban c¢6 thé thém rat nhiéu ndi dung vao ban trinh chiéu str dung cac bd cuc
Slide 3 ndi dung khac nhau

Slide tdng két

Slide tong két 1a slide cudi cung trong ban trinh chiéu. N6 danh gia lai ban
trinh bay cua ban, nhac lai nhitng ¥ chinh va cung cap cac thong tin lién lac

\ dé xem chi tiét hon sau nay.




Ban trinh chiéu gom nhirng gi?

- MBOi slide bao gdom nhiéu 6 dit noi
dung (placeholders)

Click to add title

- Tro chudt vao biéu tuong dé xem goi

* Click to add text

¥y vé loai doi tuong d6

- Pé di chuyén tir 6 dit ndi dung nay

sang 0 khac trén cung slide, nhap

chuét vao 6 d6 hodc nhan
CTRL+ENTER

.




Tao cac ban trinh chiéu

Installed
Templates

Installed Themes

My Templates

From an Existing
Presentation

Blank

\&esentation

Str dung mot ban trinh chiéu da duoc thiét ké san véi nhitng
dé xuat v€ van ban va cach irng dung mau chit, mau nén, hinh
anh,...;

Str dung cac theme da duogc thiét ké san voi mau nén va mau
chit cu thé; ban c6 thé thém cac slide va vin ban vao ban
trinh chiéu.

Tao mot ban trinh chiéu st dung mau trinh chiéu ma ban
hoac mét ai do trong t6 chirc cta ban di tao.

Ap dung noi dung va cac thanh phan thiét ké tir mot ban trinh
chiéu d3 duoce tao cho ban trinh chiéu mdi cua ban.

Cung cap mdt ban trinh chiéu trong chi cé tiéu dé cua slide
(khong c¢6 mau sac hodc cac thanh phan thiét ké);



Tao cac ban trinh chiéu

- Pé tao mét ban trinh chiéu tréng:
+ Nhap chudt vao thé File, chon New, va sau d6 chon Blank
presentation; hoac

+ Nhin CTRL+N



Tao cac ban trinh chiéu

- Truéc khi tao ban trinh chicu:

+ Lén ké hoach cho ban trinh chiéu

+ Giir cho vin ban nim trong dinh dang va bo cuc d@)ng nhat

+ Tbi thiéu hoa cac mau sac va hiéu tng

+ Sur dung tinh twong phan dé nhan manh ndi dung

+ Thém hinh anh va bang biéu chi véi nhitng gi lién quan hoic véi
muc dich nhan manh

+ Giao dién cia ban trinh chiéu va cach thuyét trinh c6 thé xéac
dinh su thanh cong cta bai thuyét trinh

.



Tao cac ban trinh chiéu

Slides Outline

A » 4 < °
* Nhap van ban trong the Outline {5 U Through the £y o a Camel
® Traveling via Camel Train
” ) . 2 . A X o z|..| Planning the Tour
- Su dung thé Outline dé chen hau hét hoac etk
tat ca phan nd1 dung van ban - Whats difevet tha a regular sghtseeig tour

- Dong dau tién ngay sau [« ludn 1a tiéu dé cua slide
+ Vin ban xuat hién trong hop dat noi dung Title

+ Néu nhan ENTER sau khi nhép tiéu dé mét slide méi véi cing bo cuc
slide s€ duoc thém vao

+ Nhan CTRL+ENTER dé nhép vao noi dung trong 6 ndi dung tiép theo



Tao cac ban trinh chiéu

* Nhap van ban vao khung Slide

Click to add title

- Str dung khung Slide dé chén hodc chinh
stra cac muc trén cac slide

- Khung Slide va thé Slides la hai tuy chon

* Click to add text

khac nhau

+ Khong thé thuc hién thay d6i truc tiép noi dung cac
slide trén thé Slides

+ Thé Slides xuat hién thanh © | néu khung
qua nho dé hién thi tén day du ctia thé.

.

Slides Outline




Tao cac ban trinh chiéu

- Sir dung thanh ngin cach gitra khung Outline va khung Slide dé mé rong
hodc thu nhé mdi khung

Planning the Tour

* Whatis involved?
* How muchare these tours?

* How dothey compareto other adventures?

* What's differentthan aregular sight-seeing
tour?

* Whorunsthese?
* Whatabout references?




Lwu ban trinh chiéu

- Phan mo rong .pptx dugc gan cho céc tap tin trinh chiéu

- Nhép chuot vao thé File va sau @6 chon Save, hoac

- Trén thanh cong cu truy xuat nhanh, nhap chudt vao nat ) hodc
- Nhéan CTRL+S

- Lan dau tién ban luu ban trinh chiéu, hop thoai Save As s€ mo

- Pé luu mot tép tin dang ton tai vai tén mai, nhap chudt vao thé File va
chon Save As.



Péng ban trinh chiéu

- Pé dong ban trinh chiéu:
+ Nhap chudt vao thé File va sau d6 chon Close, hoic
+ Nhan CTRL+W hay CTRL+F4, hoic
+ Nhan trén cira so tmg dung.

- Khi ban trinh chiéu cubi cung bi dong lai str dung mdt trong
hai phuong phap trén, ctra s6 tng dung tré thanh mau xam va
chi co6 thé File sir dung duoc trén Ribbon

.



M& ban trinh chiéu

Pé mé mot tép tin trinh chiéu:

- Nhép chuét vao thé File va chon Recent dé xem va chon tir danh sach cac
tép tin duge dung gan day, hodc

- Nhép chuét vao thé File va chon Recent dé xem va chon tir danh sach cac
tép tin dugc dung gﬁn day, hoac

- Nhan CTRL+O, hoic

- MO truc tiép tir may tinh hoic Windows Explorer.

- Néu ban mo mét tép tin duoc luu tir tép tin dinh kém trong thu dién tu,
Protected View sé€ duoc kich hoat

A L N Green Soles 2013 Getting There is Half the Fun.pptx [Protected View] - Microsoft PowerPoint ‘Elﬂ‘g

-i-e | Home Insert Design Transitions Animations 2] 9
[ Layout I (=] ) £ shape Fill 3 Find
By 5 Reset _ ¥ [Z shape Outline 4, Replace
Paste g | NeW o ion< | B £ T 8 abe 2v Aar| A hapes Armange 20K 3 snaperteds ~ | [y select=
Clipboard Slides Font Drawing Editing
o Protected View  This file originated from an Internet location and might be unsafe. Click for more details. | Enable Editing | x
Slides Outline | x i 4 E 2 il soffssunovoilvocioooiooo(oouFooono0afocng
-
| |




Hién th

théng tin trén ban trinh chiéu

- Pé thay doi hién thi thong tin trén ban trinh chiéu, trén thé View trong
nhém Presentation Views lwa chon mdt trong cac tuy chon duéi day.

EEERERE Normal Chtra 3 khung Outline, Slide va Notes
Normal| Slide Motes Reading

Sorter Page  View Slide Sorter Hién thi cac Slide trén mét man hinh thu nhé.

Presentation Views

Notes Page Thé&m van ban, hinh anh, &m thanh trong phan ghi cha.

Reading Hién thj ban trinh chiéu toan man hinh.
View



Hién thi théng tin trén ban trinh

- Ngoai ra nhap chudt vao mdt trong cac nit & phia dudi bén phai man hinh
dé chon bat ky tuy chon hién thi ndo nhu hinh dudi

w

/Bl e T 72% (=) (+) 4

= Normal Chira ba khung: Outline, Slide and Notes.

== Slide Sorter  sir dung céch hién thi nay dé sap xé&p lai ther tu cac slide

@ Reading Hién thi slide day man hinh vai thanh tiéu dé trai ngang & phia
View trén va thanh trang thai trai ngang & phia dudi.

¥ Slide Show  Chay trinh chiéu cho nguoi danh gid hoac thuyét trinh cho
ngudi nghe.
Fit slideto  Tu déng didu chinh kich thwérc ctia Slide

curent
\ window



Di chuyén xung quanh ban trinh chiéu

- Pé di chuyén giira cac slide:

Nhap chudt vao nit [2] (Previous Slide) hoidc nhan PgUp dé di chuyén dén
slide trudc trong ban trinh chiéu; hodc

Nhap chudt vao nut ¥ (Next Slide) dé di chuyén dén slide tiép theo trong ban
trinh chiéu: hoac

Trong thé Outline hoac Slides, nhép chuot vao slide ban muébn; hoic st dung
cac phim UP hay DOWN dé di chuyén giita céc slide; hoic

Trong cach hién thi Slide Sorter, nh?ip dap chudt vao slide ban mudn hién thi



Quan ly cac Slide

e Cheén cac slide mai

- Pé chén mét slide mai:

Trén thé Home, trong nhom Slides, chon
New Slide; hoac

Pé chén mot slide ma&i véi mot bd cuc xac dinh,
trén thé Home, trong nhom Slides, nhap chuot
vao miii tén xudng ctua New Slide, va sau d6
chon bd cuc duoc yéu cau; hodc

Nhan CTRL+M: hoic

Trén 6 dit ndi dung cudi cing, nhan t6 hop
CTRL+ENTER,; hoac

C, f Layout ~

| New

Slide = | ') Section =

Office Theme

Two Content

Blank

e

Reuse Slides...

Caontent with
Caption

Duplicate Selected Slides

Slides from Cutline...

Picture with
Caption

Nhap chudt phai vao slide trong thé Outline hodc Slides va sau d6 chon New

Slide




Quan ly cac Slide

Thay ddi bo cuc ciia slide
- Pé thay d6i b6 cuc cia slide:
+ Trén thé Home, trong nhom Slides, nhap chuédt vao Layout; hodc

+ Nhap chudt phai vao slide trong thé Slides hodc khung Slide va sau d6
chon Layout

e X0a cac shide
- Pé x6a slide, chon slide d6 va:
+ Nhan DELETE; hodc

+ Nhap chudt phai vao slide dugc,va sau d6 chon Delete Slide.

.



Quan ly cac Slide

» Sap xép lai cac slide
- Pé sap xép lai thir tu cua cac slide:
+ Trong cach hién thi Slide Sorter, nhép chuét vao slide va kéo no dén vi tri
moi1; hoac
+ Trong thé Outline, nhap chudt vao biéu tugng slide dé chon ca slide va kéo
né dén vi tri méi; hodc

+ Trong thé Slides, nhap chudt vao slide va kéo no dén vi tri moi.

.



Quan ly cac Slide

Thay doi Theme

- Pé ap dung mot thiét ké, trén thé Design, trong nhém Themes, nhap chon
theme da ducc thlet ké sén

’Aa

[LCT T

B ]:‘%ﬁ ‘
E
j

LL.j Browse for Themes...

‘_ﬂs e Current Them

- Tro chuot vao mot theme, mot ban xem trudc vé ban trmh sau khi theme dugc

ap dung s€ hi¢n lén

\— Co6 thé tuy chinh theme sir dung céc tuy chon Colors, Fonts, hoic Effects



Quan ly cac Slide

» Thay d6i mau nén

- D¢ thay d61 nén cho mot hodc tat ca cac

slide cua ban: [
+ Trén thé Design, trong nhém Background, (8 e
chon Background Styles; hoic |
+ Nhap chudt phai vao ving dién tich trong trén
slide va chon Format Background. == =
Color:
Transparency: [} 0%

\ Reset Background [ Close J [ Apply to all




Quan ly cac doi twong trong slide

- DPuong vién bao quanh 6 van ban c6 dang

o Y,
|

\ p , ~ N A 3 | Presented by:
duong ke dut nghia 1a dang trong ché do % Andrew McSweeney |
chinh stra b TolnoAdventurey
- Duong vién bao quanh 0 van ban la duong l Presented by: [

\ 7 Andrew McSweene
ké lién nghia la dang trong ché do lya chon [ y |

Tolano Adventures

+ Nhitng thay doi c6 thé anh hudng dén toan bo ndi dung ciia doi tugng

N,



Quan ly cac doi twong trong slide
— Khi ban chon céac ddi twong khac, cac diém xir Iy xuat hién voi duong
vién lién.

+ Piém xu 1y hinh kim cuong mau vang cho phép ban thay d6i hinh dang

hién tai cua doi tuong ” T I % ‘? :

+ Sao chép, stra, x6a, thém nd1 dung, mau nén, hinh anh vao cac doi tuong.

™.



Quan ly cac doi twong trong slide

 Thao tac voi van ban

- Pé chén van ban, nhap chudt vao 6 dat ndi dung dé hién thi diém chén
van ban nhap nhay va sau d6 di chuyén né dén vi tri ban mudn nhap van
ban

- Pé x6a vin ban, sir dung cac phim BACKSPACE hoic DELETE

- Cheén vin ban vao trong ban trinh chiéu cta minh tir mot ban trinh chiéu
khac, hodc tor mot vi tri khac trong ban trinh chiéu hién tai, st dung cac
lénh Cut, Copy, va Paste

.



Quan ly cac doi twong trong slide

» Kiém tra chinh ta
- La chuong trinh chay nén cung cap cho ban rat nhiéu tiy chon dé kiém tra
cac 10i sai chinh ta
- Pé kich hoat tinh ning kiém tra chinh ta cho ban trinh chiéu:
+ Trén thé Review, trong nhém Proofing chon Spelling

+ Nhén F7

™S



Quan ly cac doi twong trong slide

* Dinh dang van ban

- Pé cap dén qua trinh thay doi giao dién va dit lai vi tri cac dbi tuong trén
slide nhu:

+ Pinh dang font chit, ¢& chir, ki€u chir, mau chi, ...

+ Can 1é van ban, ..., Pinh dang cho cac doi tuong,...

.



Quan ly cac doi twong trong slide

* Tao va sir dung bang

——————

(N |
< LICIC]
[ D
[
[]
[]




Quan ly cac doi twong trong slide

* Tao bic¢u do
- Dé chén mét biéu do:
+ Trén thé Insert, trong nhém lllustrations, chon Chart; hoac
+ Nhap chudt vao biéu tuong Insert Chart trong bb cuc Title and Content

+ Mot khi ban kich hoat tinh nang biéu do, chon loai biéu d6 va mdt ctra s
hién thi dir li€u s€ hién ra

A B C D E F G

Seriesl Series2  Series3
Category 1 4.3 2.4
Category 2 2.5 4.4
Category 3 3.5 1.8
Category 4 4.5 2.8

[0, QR PR N S ]

[= R, R TE IR S R ]

(N R e |
1 —

To resize chart data range, drag lower right corner of range.

/



Quan ly cac doi twong trong slide

* Cheén hinh anh hoac cac anh Clip Art

e Thao tac voi cac hinh anh.



Quan ly cac doi twong trong slide

* Tao cac doi twong vé
- Insert/Shapes

- Chon dbi tuong va ke v€ ra man hinh Slide

Shapes|Smart4rt Chart Hyperlink Action

Fs;’r @ ol

Recently Used Shapes

B~ ~OoOoOALLd G
KRN I ¢

Lines

SN TLLL T LR G %
Rectangles

[ | e L | e |

Basic Shapes
HoAMIOOACOO®®®@
@GooOr L oD
O0@AHEOC R G T 4™
(10 J 4 >

Block Arrows

e R R I = =]
€ dwmpoo » L5
SGoa

Equation Shapes

gp = R == =g

Flowchart
OO0 eco a0y
COCNRD K ¢ AVED
Qoo

Stars and Banners

TEEE N WD R E S EHEE
= T () B [T 1 R 5

Callouts

0D €300 A0 AL g A0 A

Action Buttons

(=20 (=1 [ [=1] (&) [©] [] =] (O] [<] (2] []

L
I
E

e

-



Quan ly cac doi twong trong slide

* Pinh dang cac doi twong

- Lua chon thé Drawing Tools Format

|E|| l.g -8+ Introducing Camel Tours - Student.pptx - Microsoft PowerPoint ‘_',_—. ng Tools | =0n=0] |
Home Insert Design Transitions Animations Slide Show Review View Format t
SN OO O L% Edit Shape - ~| £ shape Fill - A Text Fill - [y Bring Forward ~ |2 Align ~ 5o .
. o I & -
ALLo G- Text Box Abc -~ & Shape OQutline ~ A A | & Text Outline = L Send Backward ~ [8] Group
= . .
9L s = | ) Shape Effects 7| 0\ TextEffects - O, Selection Pane ) Rotate~ oo+ |14 °
Insert Shapes Shape Styles Pl ‘WordArt Styles P Arrange Size Pl

- (C0 thé truy cap vao cac tiiy chon nay va nhiéu tuy chon khac bang cach
chon Dialog box launcher

-
Format Shape L

- . Format Text Effects
Fill Size

i Size and rotate
Line Colar TextFil Text Box Format Shape &

: Height:  [0.7" =
Line Style = Text Outline Text layout = ] _
chadow Rotation: |0° z = Fill

Qutline Style Vertical alignment: | Middle X _
) Scale Line Color ) Mo fill
Reflection _— - .
Height: 100% = Shadow Text direction: | Horizontal |: Line Style @ solid fill
Glow and Soft Edges = ' = fecti 1 Gradient fil
[ Lock aspert ratio Reflection Autofit Shadow .
3-D Format . - ) _ ! Picture or texture fil
Relative to original pictun Glow and Soft Edges @ Do not Autofit Refiect - =
. ) N efecion () Pattern fill

3D Rotation Best scale for slide show|(| | o ) shrink text on overflow - F
Picture C 1 Resolution | 640 x 4 ©) Resize shape to fit text Glow and Soft Edges () Slide badkground fill

cture Lorrections - 3D Rotation - - Fill Caler
Picture Color Original size Internal margin 3-D Format |

. Text Box . Color:

Artistic Effects Height: _Width: left: 0.1 | Top: 3D Rotation
Crop Re Right: 0.1" =| Bottom: Picture Corrections Transparency: Ij 0% =
- Wrap text in shape Ficture Calor
Position Artistic Effects




Quan ly cac doi twong trong slide

« Sdp xép cac doi twong

[ |_;J <7 shape
- Khi ban thém c4c doi twgng va vin ban vao slide: arrange| quick ="
- Styles = = Shape
- On Home tab, in the Drawing group, click Arrange; Order Objects
or "I:& Ering to Front
'-Ea 5end to Back
- Bén dudi Drawing Tools, trén thé Format, trong & EBring Forward
nhom Arrange, nhap chudt vao tiy chon theo yéu 4 send Backward
X Group Objects
cau B
I
ok
Lk EBring Forward = |2 Align ~ Position Objects
[ Send Backward ~ I#] Group I= Align 3
%SEIectinn Pane % Rotate - “hk Rotate b
Arenge % Selection Pane...

N,



Quan ly cac doi twong trong slide

e Chén cac doi tuong da phuong tién

- Pé chén tap tin da phuong tién:

+ Chon bd cuc slide chira 6 dat noi dung nhu mot ph?m trong bd cuc cua
slide, va sau d6 chon biéu tuong Insert Media Clip dé chén doan phim hoic

am thanh; hoac
+ Trén thé Insert, trong nhom Media, chon Video hoac Audio.

- MOt ribbon véi 2 thé s& xuat hién cho tap tin da phuong tién

lﬂ[ H9-0|= Introducing Camel Tours - Student.pptx - Microsoft PowerPoint Audio Tools E=1 Ll
Filf:iW Home Insert Design Transitions Animations Slide Show Review View Format Playback
= o, o 7 pi v i > | Ali - [ o
3§ ) 13 compress Pictures ) [ ___‘ ] T s _— - D LZ Picture Border L.b Bring Forward I:_J. Align (= $1] Height: [o67-
4» ol i 2 Change Picture d: gl ‘\ : ~| ) Picture Effects ~ Ly Send Backward ~ [£] Group
Remove Corr ct ions Color Artistic }j : ‘ ‘ d o " g = Crop — width: 067"
Background v  Effects~ g Reset Picture ~ % . Picture Layout %{} Selection Pane 5| Rotate ~ v
Adjust Picture Styles P Arrange Size

[ﬂ[ ™ R B Introducing Camel Tours - Student.pptx - Microsoft PowerPoint

Home
b P m &f-) ‘59') Q ; d-—- ; d‘ = g : ‘ ~| 2 Video Border ~ [ Send Backward ~ [#] Gr

Play Corr ctons Color Poster Rese t

Design Transitions Animations Slide Shov Review View F orma t Playback

L} Video Shape 5k Bring Forward ~ |2 Align =

*  Frame~ Design ¥ | b Video Effects ~ = %1 Selection Pane % Rotate ~

Preview Adjust Video Styles P Arrange
T

Bl 41 Heignt: 25
Crop 53 Width: (333

Size




Tao cac slide chu

« Pé d6i cach hién thi thanh Slide Master View; trén thé View,
trong nhom Master Views, nhap chudt vao :

=1 | | sSlide Master Anh hudng dén toan bd slide trong ban trinh chiéu.
S5lide Handout Motes
e 2 Handout Master  Thay d6i cach cac tor roi s& xuat hién khi in.
Notes Master Thay d6i giao dién cla cac ghi chu trong céc trang ghi
chu.

Moi thay d6i ban thuc hién truc tiép trén tung slide s€ ghi de cac
dinh dang ma ban da xac dinh trén slide chu

S



Tao cac slide chu

* Chén Tiéu dé (Headers) va Chan trang (Footers)

- Tiéu dé hodc chan trang hién thi 1ap lai trén moi slide ¢ phia trén hoac

phia duoi

- Céc slide chi hién thi cac chan trang

- Céc Ghi chii (Notes) va cac Handouts (tai liéu in phat khi thuyét trinh) co thé
hién thi ca tiéu dé va chan trang

- Chen tiéu dé hodc chan trang bang cach chon 1énh tir thé Insert, trong

nhom Text

Header and Footer

Update automatically
4192012

English {1J.5.)

(@) Fixed
[ slide number
|:| Footer

[T Don't show on title slide

Date and time

Slide number

Footer

Don’t show on
title slide

St dung mét ngay cd dinh do ban
chon hoac ngay hién tai

Bao gébm c3 s6 trang hodc sé slide.

Lap lai van ban trong 6 dat ndi dung
c@ia chén trang trén moi slide.
Loai bo chan trang trén slide tiéu dé.



Tao cac slide chu

([ Header and Footer M-‘
glide | Motes and Handouts
Incude on page
[C1Date and time
Update automatically
4/19/2012
English {U.5.) Western
(@) Fixed
Prewview
[|Header :'"LI"":
Page number ;'I_'-'_:'_'_:'_'_I":
[ Footer : E
e '
Header Ldp lai va ban trong tiéu dé clia moi trang ghi chi hodc Handouts

Page number  Nhap s6 trang trong clng vi tri v&i cac Slide nhwng cho céc trang
ghi chu hoac Handouts.



Tao hoat canh cho cac doi twong

* Pé thém hoat canh: =

- Trén thé Animations, trong nhom

Animation, chon More dé hién thi x X XxX x T X

A A . . o ﬁ g* _:;_7 b 4;6‘ : ﬂ'{‘; ij'
bQ Suu tap Anlmatlon, hoac Shape Wheel REI"Id’OI’I:I Bars  Grow BS:Turn Zoom Swrivel
x

A
Bounce
Emphasis
. [l -
> B~ ;4
o " a0 = N . 4
Pulse Calor Pulse Teeter Spin Growy/Shrink Desaturate
Darken Lighten Transparency Object Colar  Complemen... Line Colar

i ¢ & a u B s

Fill Colar Brush Color Font Caolar Underline Bold Flash Bold Reveal

Wave

More Entrance Effects...
Maore Emphasis Effects...
More Exit Effects...
More Motion Paths...

o Wik W



Tao hoat canh cho cac doi twong

- trén thé Animations, trong nhom mw el s
Advanced Animation, nhap chudt

‘.’-"} Animation Painter | (B Delay = o L LA

Entrance <
vao Add Animation * r Kk w v
Appear Fade Fly In Float In Split
A ° ~ ~ : 3 _i__ v”‘;\
- MQt khl ban da ChQn duQ’C mQt hoat \*.Ee :r?pe \*.\fil Rand'on:l Bars Grongurn
? r A <A Py J4 \ e P> —;
canh, ban c6 thé thiét 1ap cac tuy chon o S
9 9 , - - . Emphasis
cho hoat canh stir dung nhoém Timing: . %W ok
b Start | On Click Reorder Amimati Pul.:e Colo.r;ulse Té:fer S::;i-n Groifgr;rink
9 Duration: | Auto || & Move Earlier f k t"
® Delay: T : T Desai.:urate Dar:cen Ligr?ten Transparency  Object Color
Caomplemen... Line Colar Fill Calar Brush Color Fant Calor
AL A A A A A ur BT L:'¢ R, ¢
- CO gang de tao ra Sl.l’ dong nhat Ve SO Underline Bold Flash Bold Reveal W;e
o Exit
lwong va phong cach cua cac kieéu hoat r * * 3
Disappear Fade Fly Cut Float Cut Split b

Cénh duo’c Slf:r dung trén Céc Slide Sy More Entrance Effects...

¥ More Emphasis Effects...
W More Exit Effects..,

- quan tdm dén nguo1 nghe va chon toc & Wore Moton ..
0 cting nhu hi¢u trng phu hop



Tao hoat canh cho cac doi twong

* Tuy chinh hoat cianh fmeenfene A
9
- Dé tl‘ly Chinh hOE}t Cénh, tI'éIl thé Animations, lf Content Place... |:|
trong nhom Advanced Animation, lefroer Lol
chon Animation Pane
- Khi ban chon mdi thanh phan c¢6 hoat canh,
PowerPoint cung cap cac tiiy chon dé diéu khién
thoi diém hodc cach xuat hién cta thanh phan do
” ‘ A i . i Seconds +| < [0] »
- can than v€ nhirng hi¢u g ban str dung cho cac Re-Order (&

thanh phan khac nhau trong ban trinh chiéu

R R B . | |i 147 Content Place. .. L[ij
- Mot vai tuy chon, chang han nhu Motion Paths, tao ra % Start On Click

Start With Previous

mot loai hi€u ing dac biét, nhirng no cling yéu cau ban 5 Stort After Previous

\ phai thiét 1ap thém cac tuy chon Effect Options..
Timing...
- can chu y kiém tra toc d¢ va thoi gian thyc hién hoat Hide Advanced Timeline

Remove

canh, va sau d6 dam bao hoat canh hoat dong tot.



Tao hoat canh cho cac doi twong

* Céac thanh phan hoat canh c¢6 hdp s6 d1 kem
- Khung hoat canh cling s€ li¢t ké cac hoat canh theo thir tu s6 do

- ¢06 thé sap x€p lai thir tu ciia cac thanh phan bang cach stir dung cac miii tén
hoac® phia dudi cua khung hoat canh

« st dung cac hiéu (g tiiy chinh mot cach can than
 luon bat hoac xem trudc cac hoat canh va thir tu thuc hién cac hoat
canh
» Ban c6 thé muon giit cac thanh phan khac nhu tiéu dé ¢ nguyén mot
vi tri dé cung cap diém nhan cho bai thuyét trinh
\?Z chinh cac hoat canh sir dung 1énh More Effects

* Khrban khong con muon hoac khong can st dung hoat canh nira,
x0a no



Tao hoat canh cho cac doi twong

* Ap dung cac hiéu irng dich chuyén slide

- Pé ap dung dich chuyén slide, trén thé Transitions, trong nhém
Transition to This Slide, chon mot phong cach dich chuyén

)
Home Insert Design Transitions Animations Slide Show Review View & ‘
al EE; Sound: | [Mo Sound] = Advance Slide
: ] = =) oo 5 | . .
] = & Duration: 00.50 - ¥ On Mouse Click
Preview i i Effect
MNone Cut Fade Push Wipe Split Reveal = Options ;.;I-JAppIyTo Al After | 00:00.00 *

- chon More dé hién thi tat ca bo suu tap, va tré chuot vao dé xem trudc
- tuy chinh dich chuyén bang cach thém am thanh hodc thay doi toc do

- ¢6 thé ap dung chuyén doi vao mot slide duy nhat hodc ap dung cho tat ca cac
slide trong ban trinh chiéu

- Sir dung céc tiy chon trong nhém Timing dé thiét lap cach chay ban trinh

\chiéu



Thuyét trinh

» Sur dung céc tinh ning tir thé Slide Show dé thiét 1ap cac tuy

chon cho trinh chiéu:

m_Here Insert Design Transitions
=] T = L
D & G E % o
» ¥ @ T g B E

From From Eroadcast Custom Set Up Hide Rehearse Record Slide

Beginning Current Slide = Slide Show Slide Show = | Slide Show Slide | Timings  Show= ¥ Show Media Controls
Start Slide Show | Set Up

Animations Slide Show Review View

K, W' Play Marrations
K
V| Use Timings

Resolution: | Use Current Resolution -

=F Show On
Use Presenter View

Monitors

-




Thuyét trinh

Thiét 1ap ban trinh chiéu

r ™y
Set Up Show @lﬂ

- Pé thiét 1ap cac tiy chon cho ban o —
trinh chi€u ctia ban, trén thé Slide @ it || © oo T
Show, trong nhom Set Up, chon Set
Up Slide Show o eptens Aence s

4k

() Browsed at a kiosk (full screen) ErEET s

["| Loop continuously until ‘Esc’ () Manually

[ show without narration (@) Using timings, if present
[ show without animation Multiple monitors

E - |

Laser pointer color: | IE‘ Primary Monitor
[ Show Presenter View

To show a laser pointer during slide show, hold down the Ctrl key and press the left mouse
button,

[ oK ] [ Cancel




Thuyét trinh

* Xem thuyét trinh
- Bit dau thuyét trinh:

- Trén thé Slide Show, trong nhém Start Slide Show, chon bat dau trinh chiéu tir
slide hién tai hodc tur slide dau tién; hoic

— Nhan chon 'Z (Slide Show) tir cac nat hién thi trén thanh trang thai; hodc
- Nhén F5
- Ban trinh chiéu hién thi & ché d6 toan man hinh

- Khi két thac trinh chiéu, thi mét man hinh den véi ban tin “End of slide

show, click to exit” & phia trén

- Pé duyét slide thu cong:

.



Thuyét trinh

- Hién thi mdt thuc don dé ban c6 thé di€éu huong dén cac vung khac trong
ban trinh chiéu hodc dé sir dung cac cong cu trinh chiéu:

Mext
- Nhap chudt phai vao bat ky ché nao, hoac Previous

- Tro vao géC duod1 bén trai va ChQn E] Go to Slide »

I

- Tré vao goc dudi bén trai va chon & |

9 Y , Z Screen 3

- Su dung Go to Slide dé nhanh chéng diéu hudng dén Pointer Options >
slide khac trén ban trinh chiéu me

End Show

- Sir dung Screen dé thay doi cach thirc hién thi trén man hinh
- St dung Pointer Options dé ghi hoic nhan manh tht gi d6 xéac dinh trong
suot bai thuyét trinh ctia ban

- Néu c6 bat ky lién két ndo trong cac slide, trong luc dién thuyét ban co thé
\ nhép chudt vio lién két dé di chuyén nhanh dén muc do



Thuyét trinh

- D¢ hién thi mot ban trinh chi€u trén man hinh thir hai hoac trén may chiéu

LCD:

- Trén thé Slide Show, trong nhém Set Up, chon Set Up Slide Show, va sau do6

chon mili tén cua Display slide show on va chon man hinh thi hai, réi chon OK

- Trén thé Slide Show, trong nhém
Monitors, chon mii tén cua Show
On, va chon man hinh thir hai

- bat tinh nang Use Presenter View
v6o1 man hinh thr hai, man hinh chinh
s& thay doi tir ché do hién thi PowerPoint

sang ché do hién thi nhu hinh duéi ddy khi ban chay trinh chiéu

\Két thuc trinh chiéu 4n ESC

112] PowerPoint Presenter View - [Alaska Hiking Tours - Student]

Alaska Hiking
Tours

«/ |

Slide: 1 of 13

Time: 00:31

11:51 AM | Zoom: [/ (2] @)

Alaska Hiking
M: Tours

|

I

Pt




Xem trwéc hoac in ban trinh chiéu

» Ludn Xem trude bai thuyét trinh ciia minh va dam bao khong co
161 gi phat sinh.

e ¢ thé muon xem trude ban trinh chiéu, st dung tinh nang xem
trude khi in truyén thong dé quan sat cac slide trong ban trinh
chiéu s& xuat hién nhu thé nao khi ban in cac slide hoic cac trang
ghi chu

e Khi ban bat dau két thuc trinh chiéu, ban ¢ thé thém cac ghi cht
cta dién gia dé giup ban trong lac thuyét trinh

» Ban ciing c6 thé sir dung nhiéu dinh dang in to roi. TO roi
(handouts) 14 phién ban in cua ban trinh chiéu ma ban c6 thé phat

\eho ngudi nghe



Xem trwéc hoac in ban trinh chiéu

* Tao cac ghi chu

- Ghi chu gitp ban t6 chtrc suy nghi ctia minh vé cac thong tin trinh bay
trén moi slide

- ¢6 thé tao cac ghi chu tai thoi diém tao slide hodc sau khi két thac néi

dung trinh chiéu

- Dé xem duoc nhiéu hon phan :3
ghi cht cua slide, kéo thanh phan
chia ¢ phia trén cua 6 ghi chu va
kéo dé thay doi kich thudc nhur
mong muon.

+ While we have offered these tours between early July to late August, we find it best to book one tour during late July to
ensure dry conditions and longer days for better views. Some of these trails can be dangerous and hazardous if wet

°
\
— ‘ hi Cé thé nhé Vén b én VaO Vﬁn conditions exist, and if we start too late in the morning, or take too long to come down.
L p g + We warn everyone as well to stay with the group, and watch for the signs that are clearly marked on each trail,

especially for Mt. McGinnis which is one not often hiked (most people tend to hike to view Mendenhall Glacier).
\:ﬂlély, nhung c6 thé ap dung mot so6
inh dang co ban cho phan van ban nay.




Xem trwéc hoac in ban trinh chiéu

« Pé quan sat cac hinh anh thu nho cua slide

hodc nhap ghi chu di kem véi no, chuyén
Introduction

sang cach hién thi Notes Page
- Cheén dbi tuong hinh vé& hodc anh e
* Phu thudc vao lugng thong tin trong di¢n 2

tich ghi chq, ban c6 thé phai thay doi kich
thudc hoac font chir cua 6 dat noi dung dé Tl

lam cho thong tin vira voi hop van ban mac s g ot e e Mt G
dinh da duoc cung cap

e ¢o thé thiét 1ap cac tiy chon ndy st dung
tinh nang Notes Master

™S



Xem trwéc hoac in ban trinh chiéu

* Tao cac to roi

- (Cac ban sao dugc in cua cac slide trong
ban trinh chiéu, thuong dugc dung dé
phat cho nguo1 nghe Alaska Hiking

Tours

- Xac dinh bao nhiéu slide duoc 1n trén

moi trang, toi da 1€n dén chin slide trén

Hiilime fim
matures

m61 trang wonderland

at fts heatl

- Sur dung tuy chon Print Layout, trong
vung dién tich Settings ctua Print trong T
cach hién thj backstage




Cac cau thao tac

1. Chuyén Slide 5 vao giita slide 7 va slide 8 & ché do slide sorter.

- View/Slide Sorter, sau d6 chon Slide 5 va kéo tha vao gitra Slide 7, 8
2. X6a slide 6 & ché do outline.

- View/Outline View, chon Slide 6, chudt phai chon Delete Slide
3. Chén anh cows (con bo trong Clip Art) vao phan ghi chu.

- Insert/chon Clip Art, nhap cows vao 6 tim kiém, chon Go, 161 chon birc anh cows
da tim kiém duoc

4. Thém mai slide vo1 dinh dang Two content.
- Home, chon New Slide chon Two content
5. Thay d6i dinh dang slide 5 sang dinh dang Two content.

- Chon Slide 5, chudt phai chon Layout, chon Two content

\- Hodc: Home, chon miii té€n ¢ Layout, chon Two content



Cac cau thao tac

6. Thay doi hiéu tng theo yéu cau.

- Chon thé Animations, chon hi¢u timg theo yéu cau

7. Tao ban trinh chiéu theo yéu cau.

8. In ban trinh chiéu theo yéu cau.

9. Céac thao tac vai slide: thém, xo0a, copy, di chuyén, doi bd cuc cho slide.
10. Tao hi¢éu tmg cho doi tuong va slide.

- Tao hi¢u irng cho doi tuong: Animations, trong Animations c6 4 nhom
hi¢u irng: Entrance, Emphasis, Exit, Motion Paths

.



Cac cau thao tac

11. Thuc hién trinh chiéu theo yéu cau
- Bat dau tur slide dau tién (F5)
- Tu Slide hién tai (Shift + F5)
- Trinh chiéu tiy chinh (Custom show)
- Thiét 1ap (cai dat) trinh chiéu (Setup Slide Show)
12. Tao ra mdt nhoém cac slide chen vao gitra slide 5 va slide 6 véi tén “IC3”

- Chon Slide 6, chudt phai chon Add Section, chon tén section Untitled
section chudt phai chon Rename section, nhap vao la IC3 chon Rename

13. Chén hinh anh, 4m thanh, links, biéu do theo yéu cau.
14. X6a am thanh theo yéu cau.

15. Di chuyén vin ban theo yéu cau.

wao hiéu tmg chuyén slide theo yéu cau.



Cac cau thao tac

17. Tao ban trinh chiéu ra mot file video.

18. Tao ban trinh chiéu ra mot handouts.

19. Thém, xda cac doi tuong trong slide master.

20. Hién thi mot man hinh mau den hoic trang trong luc nghi giai lao.

21. In ban trinh chiéu theo yéu cau.

..



Cau hdi 6n tap

1. Phuong phap nao ban c6 thé st dung dé tao ban trinh chiéu

moi1?

a. Ban trinh chiéu tréng

b. My templates

c. New from existing

d. Cac Theme

e. Batky dap an ndo ¢ trén
f. ac,vad



Cau hdi 6n tap

2. Thong thuong trén mot slide nén co toi da bao nhiéu muc hoa

thi la du?
a. 6

c. 10

b. 8

d. Khong gidi han

.



Cau hdi 6n tap

3. Nt hién thi ndo ban sé& st dung dé quan sat nhiéu slide?
a. & C. &8

b. (= d. @



Cau hoi on tap

4. Ban c6 thé chén slide m&i nhu thé nao?
a. Trén thé Home, trong nhom Slides, chon New Slide.
b. Trén thanh coéng cu truy xuat nhanh, chon New Slide.
c. Nhan CTRL+M.

d. Nhap chuot phai vao slide trén cac thé Outline hodc Slides va
sau do chon New Slide.

e. Bat ky dap an nao trén

f. a, c, hoacd

.



Cau hoi on tap

5. D¢ thay do1 bo cuc slide, ban c¢o thé:
a. Trén thé Home, trong nhom Slides, chon Layout.
b. Trén the Design, trong nhom Slides, chon Slide Layout.

c. Nhap chuot phai vao slide trong thé Slides hoic trong khung
Slide va sau do chon Layout.

d. Bat ky dap an nao trén

e. ahoacc

.



Cau hoi on tap

6. Pé chén mot bang vao trong slide, ban c6 thé:
a. Trén the Insert, trong nhom Tables, chon Table.

b. Thay ddi bo cuc slide thanh b cuc Title and Table.
c. Trén thé Insert, trong nhom Tables, chon Insert Table.
d. Bat ky dap an nao trén

e.ahoacc

.



Cau hoi on tap

[. Liét ké cac phuong phap ban co thé sir dung dé chén
bi€u do vao trong slide.
a. Trén the Insert, trong nhom Illustrations, chon Chart.

b. Thay d6i b cuc slide thanh bd cuc Title and Content, chon biéu tuong
Insert Chart.

C. Trén the Insert, trong nhom Illustrations, chon Chart, chon Insert Chart.
d. Bat ky dap 4n nao trén

e. ahoacb

.



Cau hai 6n tap

8. Piém xur 1y nao trén anh da dugc chon cho phép ban
thay doi kich thudc cta hai bén anh cung mot lac?
a. Mot trong cac diém xu 1y & goc.
b. Piém xtr Iy nam & giira phia trén hoic dudi.
c. Piém xur Iy ndm ¢ giita phia trai hodc phai.

d. Hinh tron mau xanh la cay.

.



Cau hoi on tap

9. Ban ¢6 thé tuy chinh hoat canh cuia mot 6 dat no1 dung
nhu thé nao?
a. Trén thé Animations, trong nhom Advanced Animation, Animation Pane.
b. Trén thé Animations, trong nhom Slide Show, Animation Pane.
C. Nhép chudt phai vao 6 dat no1 dung va sau d6 chon Animation Pane.

d. Bat ky dap an nao trén

.



Cau hoi on tap

10. Kiéu hiéu rng nao ban co thé thiét lap cho mot d6i tuong?

a. Entrance

b. Motion Paths
c. Emphasis

d. Exit

e. a,b,c,vad

f. chiahodchb



Cau hoi on tap

11. Khi nao ban thém cac ghi chi vao ban trinh chi€u, ban co6 thé
st dung ching nhu thé nao?
a. Vi ghi chu cua dién giai gitp nhic nhd ban vé nhirng gi ban mudn noéi khi
ban trinh dién moi slide

b. Vi nhac nhé cac tac vu ban van muodn thuc hién trong khi tao/chinh stra
ban trinh chiéu.

c. Vi d6 1a mot cach to chure suy nghi ctuia ban khi ban 1am viéc trén ban
trinh chiéu.

d. Bat ky dap an nao trén

.



Cau hoi on tap

12. Tai sao ban muédn tao handouts?
a. Dé phan phat cho ngudi nghe tham khao sau khi trinh chiéu.
b. Bé cho phép nguoi nghe ghi chi trong sudt bai thuyét trinh.
¢. Pé str dung nhu ban sao cung cua céac slide trong ban trinh chiéu.
d. Bat ky dap an nao trén

e. b hoacc

.



Cau hoi on tap

13. Hiéu tng chuyén trang slide 142
a. Animations
b. Transitions
c. Trigger
d. Switch slide
e. Switch page

.



Cau hoi on tap

14. Tai sao ban mudn nguoi khac xem lai ban thuyét trinh cua ban trudc khi
trinh chiéu?
a. Bé lam cho chic chan rang file co thé chia sé.
b. Bé dam bao ban cd ndi dung tdt nhat, cac yéu to thiét ké va thoi gian
phu hop voi khan gia.
C. Ban c6 mdt bén thir ba vo tu thém ghi chu cho cac slide.
d. Bé x4ac dinh dinh dang nao cua tép tin la tdt nhat cho viée phan phéi cac
bai thuyét trinh.

.



Cau hoi on tap
15. Bbn cach ban c6 thé giup cho ban thuyét trinh dé doc va giit cho khan gia
tap trung vao trinh bay?
a. Han ché s6 luong mau sic st dung.
b. Str dung dinh dang nhat quan trén cac slide.
c. Thém rat nhiéu hiéu Gmg dic biét trén cac slide
d. Str dung nhiéu hinh anh dong hoic chuyén trén slide.
e. Chi st dung hinh anh hay bang khi ¢6 lién quan hoic dé nhan manh.

f. Gi6i han so6 diém (Y chinh) cho mdi slide 13 6.

.



Cau hoi on tap

16. Piéu gi dang xdy ra ¢ hinh bén phai?
a. Cac slide duoc chon sé€ bi xo0a.
b. Mot slide méi s€ duogc chén ngay vao vi tri nay.
. The Slides s€ dugc thu hep

d. Slide dugc chon sé duge di chuyén.




Cau hoi on tap

17. Tén 4 loai hiéu tmg cho d6i tuong c6 trong Animation
a. Entrance
b. Slow
C. Fast
d. Motion Paths
e. Emphasis
f. Exit

N,



Cau hoi on tap
18. Tai sao ban nén chon mot chi dé (theme) da dugc tich hop trong phﬁn mém

dé ap dyung khi trinh chiéu?

a. Pé str dung mot bai thuyét trinh da duogc tao trude véi cac tiéu chuan cho
mot chii dé vi du nhu tiép thi.

b. Pé dat duoc mét thé théng nhét cho céc phong chir va mau Sac.
c. Pé thém mot chuong trinh Am thanh cho ban trinh chiéu.

d. B¢ cho phu hop v6i mau sac cia ti€u chuan trong cong ty ctia ban.

.



Cau hoi on tap

19. Khi nao ban dung Quick Styles dé ap dung dinh dang?
a. Khi ban muén dinh dang chi tiét cac loai vin ban nhu tiéu dé, nhan de, ...
b. Khi ban can phai x4c dinh cac thanh di liéu duoc trinh bay trong mot
bicu do.
c. Khi céc chu dé (theme) khong ¢ san dé st dung.

d. Khi ban trinh chiéu chi bao gom cac van ban don thuan. .

.



Cau hoi on tap

20. Cach nhanh nhat dé chén mot bang vao mot slide maoi 1a gi?
a. St dung 1én Insert/Object dé chén mot bang tinh Excel.

b. Tao mét slide méi ¢6 bo cuc 1a “Title and Content” roi nhan “Insert
Table” trong “Content Placeholder”.

. Tao mdt hop van ban sau d6 chén mot bang vao do.

d. Tao mot Slide méi ¢6 bd cuc 1a “Title and Content” sau d6 vé bang.

.



Cau hoi on tap

21. Mgt Powerpoint Datasheet 1a gi?
a. Mot slide c6 chira cac dir 1iéu s€ duoc sir dung dé tao ra mot doi tuong
biéu do.
b. Mot slide tom tat c6 chira dit liéu cho biéu dd.

c. Mot dbi tuong tuong tu nhu mot bang tinh trong Excel c6 chira cac hang
va cac cot.

d. Mot tép tin dir liéu Excel ban phai nhap khau dé tao ra mot biéu do.

.



Cau hoi on tap

22. Ba phan Master Views trong powerpoint 13 gi?
a. Slide Master
b. Handout Master.
c. Notes Master.
d. Views Master.

e. Show Master.

.



