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I. Gidi thiéu Microsoft Powerpoint

|.1. Gi&i thiéu vé Microsoft Powerpoint

Microsoft Powerpoint 1a mot ting dung trong bd Microsoft Office hd trg dic luc cho
viéc trinh chiéu, trinh dién. V&i kha nang tao tap tin trinh dién nhanh chéng, chuyén
nghié¢p. Hién nay Microsoft Poweroint l1a lya chon hang dau thé gi61 khi thuc hién
trinh

chiéu. Trong gido trinh nay s& gidi thiéu nhitng chirc ning va cac thao tac co ban dé
tao

mot trinh chiéu.

|.2. Cai tién mai ctia Microsoft PowerPoint 2016

Giao dién hoan toan méi so v&i phién ban trude d6, Powerpoint bo sung nhiéu cong
cu

gip tao bai thuyét trinh 4n tuong hon, hd trg nhiéu chu dé va cac bién thé, cho phép
chén vin ban, hinh anh va video tir nhiéu ngudn khac nhau.

Trong Powerpoint hd trg thém nhiéu chii @& ¢ nhiéu linh vyc khac nhau nhu :

- Bussiness (kinh doanh)

- Education (gido duc)

- Calendar (lich)

va cac chu dé nay s& duogc thay ddi goi y tuy theo méc thdi gian (néu may tinh ¢ két
nbi Internet).

II. Gi6i thiéu co ban vé Powerpoint va SLIDE

[I.1. Cach khé&i ddng chwong trinh

C6 nhi€u céach dé khoi dong chuong trinh Powerpoint , tuy vao muc dich st dung va
SO

thich c6 thé str dung mot trong cach céach sau:



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

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

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

- Cach 4: Béi v6i Windows 8 va man hinh Metro, g6 “Powerpoint ” dé tim kiém.
Sau khi khéi dong vao chuong trinh, cua ) Powerpoint xuat hién:
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D¢ tao mot tap tin moi bam vao “Blank Presentation". Hoac lya chon cadc mau co
san bang cach bam vao mau, sau dé Create.

Welcome to PowerPoint

Create

211.2. Tao mot Slide méi
Bam vao Tab INSERT / chon New Slide (hodc t bam Ctrl + M)
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Néu muon thém mot Slide mdi véi cadc mau goi y ¢6 san thi bam vao miii tén nho mau
den cua nut “New Slide”. Trong nay s€ c6 danh sach cac mau goi y da dugc sap xép
san.
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Mot trinh chiéu c6 thé c6 1 hodc nhiéu Slide, va cac Slide nay s& duogc chiéu lan luot
theo thir ty tir trén xubéng dudi cho t6i hét. Trong mdi Slide s& ¢6 ndi dung va hinh anh
kém theo tuy vao cach trinh bay ctia mdi ngudi. Trinh by cang ngan gon, rd rang sé
gitip cho nguoi xem dé hiéu va tiép thu ndi dung tét nhat. Khong nén cho qua nhiéu
hinh anh va ndi dung vao mét Slide nham tranh gay réi mat va nham chan cho ngudi
xem.

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

- Cach 1: Nhéan vao nat dudi thanh status
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Slide Show
- Cach 2: Bam vao Tab SLIDE SHOW / bam véo niit “Form Beginning”
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$tart From Beginning (F3)

- Cach 3: Nhan phim F5.

Dé chuyén tiép giira cac Slide Click chudt hodc bAm phim miii tén qua phai hoic qua
trai trén ban phim.

Mudn thoat khéi man hinh trinh dién bAm Phim “Esc” trén ban phim dé trd vé man
hinh lam viéc.

[1.4. Cach lwu tap tin Ién dia (Save)



Pé luu tap tin lai, bam vao Menu FILE / chon Save as / sau d6 chon Computer / Bam
nut Browse/ chon noi can luu trit / nhédp tén va bam Save.
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[I.5. Cach mé& tap tin (Open)
Khi da luu trit tap tin thanh céng, dé md tap tin 1én c6 cach cach sau:5

- Céch 1 : M6 chuong trinh Powerpoint 1én / sau d6 vao menu FILE / chon Open
/ sau d6 chon Computer / Bam nat Browse / chon noi chita trinh dién / bAm Open.
Hoic bim Ctrl + O)

Presentation1 - PowerPoint Signin ? — O X

You haven't opened any pr

@ Recent browse for a presentation.
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- Cach 2: M& My Computer noi chira trinh dién ma di luu / bam dap chudt vao

tap tin do.

III. X4y dung mot SLIDE

Trong mdt trinh chiéu, cac Slide s& dugc chiéu theo thir tu tir trén xuéng dudi cho dén
hét. Trong mdi Slide ¢ thé chira cac thanh phﬁn sau: hinh anh, van ban (text), video,
am thanh...

Va dic biét c6 thé tao cac hiéu ung nhu bay luon, chép tat, luon song... dé gitap cho
cac thanh phan trong Slide dep hon va dé gy chua y hon.

[1I.1. Quan ly cac Slide

a. Thém mot Slide méi:

Pé thém 1 Slide mdi, tham khao & phan I1.2.




b. Xo4 mgt Slide:
bé x04 mdt Slide, bam chudt phai vao Slide mudn xo4a / chon Delete Slide
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Hodc chon mot Slide / sau d6 bAm phim Delete trén ban phim.

c. Di chuyén Slide:

bé sép xép lai tht tu trinh chiéu ctia cac Slide, c6 thé 1am theo mot trong cac cach
Sau:

- C4ch 1: Click gitr chudt tri vao Slide mudn di chuyén va kéo téi vi tri méi.

- Céach 2: BAm chudt phai vao Slide muén 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 cét (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)

L

[y Paste Options:

e

!l

(NE]

Use Destination Theme (H)
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Trong “Paste Options” c¢6 3 tuy chon:

o Tuy chon dau tién (use destination theme): tuy chon nay s& 1am cho slide méi
di chuyen s€ mang cac dinh dang cua slide phia trudc no. (vi du trude khi di
chuyén Slide ciia c6 phong nén mau xanh 14 cdy, khi di chuyén sang vi tri

m&i ma trude vi tri d6 13 Slide c6 mau hong thi khi dan slide cta s& c6 mau
héng. Nhung noi dung s& van giir nguyén).



o Tuy chon thr 2 (Keep Source formatting) : tuy chon nay s€ giltr nguyén dinh
dang, Slide khong thay dbi bat ky diéu gi.

o Tuy chon thir 3 (Picture): tuy chon nay sé& bién Slide cua thanh 1 tim hinh va
s& khong thé chinh stra ndi dung dugc nira.

[11.2. Bwa ndi dung vao Slide:

a. Chen van ban, hinh vé:

- Bé chén vin ban vao Slide phai sir dung ti text box. Qua tab INSERT / Chon
Text Box. Sau d6 nhap ndi dung va tuy chinh font chir (trong bai viét ndy minh
s& khong gi6i thiéu cach tuy chinh font nhu nhu dam, nghiéng, mau sic...)

Dreaw o Text Box

- B¢ chen hinh vé (hinh vuon, tron, tam giac, sao,...): Ciing tai Tab INSERT /
chon Shapes / Iva chon hinh v€ mudn chén vao
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b. Chén hinh anh, am thanh, videO: )
- Chén hinh anh: qua Tab INSERT / bam vao Picture va dan téi thu muc chira hinh
anh.
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