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1. Gidi thiéu PowerPoint 2010

PowerPoint 2010 1a mdt phan trong bd Microsoft Office 2010. Ciing
giong nhu Word (chuong trinh xu Iy vian ban), Excel (bang tinh),
Outlook (trinh quan ly email va quan ly cong viéc ca nhan), Access
(co s& dir liéu), PowerPoint gilip tao nén cac bai thuyét trinh sinh
dong va 16i cuon.



1. Gidi thiéu PowerPoint 2010

Muc tiéu cua chuong 5 cung cap cac kién thirc co ban va bao quat vé
PowerPoint 2010 gom cac ndi dung sau:

1. G161 thiéu PowerPoint2010

2. Tao bai thuyét trinh co ban

3. Xay dung noi dung bai thuyét trinh

4. Hiéu chinh cic doi tugng trong bai thuyét trinh

5. Lam viéc voi cac hiéu tng, hoat canh



1. Giéi thiéu PowerPoint 2010

Tim hiéu cac thanh phan trén ctra s6 chwong trinh
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1. Giéi thiéu PowerPoint 2010

< Thanh tiéu @é (Title bar): Thé hién tén ctia chuong trinh dang chay 1a PowerPoint va tén cua
bai trinh dién hién hanh.

< Ribbon: Chirc ning cua Ribbon 1a sy két hop cua thanh thuc don va cac thanh cong cu, dugc
trinh bay trong cac ngan (tab) chwra nut va danh sach Iénh.

* Quick Access Toolbar: Chira cac 1énh tat cta cac 1énh thong dung nhat. Ban ¢ thé thém/ bét cac
1énh theo nhu cau str dung.

+ NUt Maximize/ Restore: Khi ctra s6 & ché do toan man hinh, khi chon nat nay s& thu nho cira so
lai, néu ctra s6 chua toan man hinh thi khi chon nut nay sé phdng to ctra s6 thanh toan man hinh.

Khu vire soan thio bai trinh dién: Hién thi slide hién hanh.

Ngin Slides: Hién thi danh sach sac slide dang c6 trong bai thuyét trinh.

Ngin Outline: Hién thi dan bai cua bai thuyét trinh.

Thanh trang thai (Status bar): Bao céo thdng tin ve bai trinh dién va cung cp céc ndt 1¢nh
thay doi ché do hién thi va phong to, thu nhé vung soan thao.
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1. Gi6i thiéu PowerPoint 2010

Ribbon dugc to chitc thanh nhiéu ngin theo chitc niang trong qué
trinh xay dung bai thuyét trinh. Trong mdi ngin 1énh lai duoc td chuc
thanh nhiéu nhém 1énh nhé gilip nguoi dung dé hiéu va dé sa dung
cac chirc nang cua chuong trinh.

Ngan Iénh theo ngir canh

Cac ngan chira 1énh (Tabs) |
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Gioi thiéu cac menu (Ribbon)

<»Home: chtra c4c nlt 1énh thudong xuyén nhat

Cac ngan chwa lénh (Tabs)

Ngan Iénh theo ngtr canh
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Gioi thiéu cac menu (Ribbon)

< Design: kich cé trang, huéng, mau cho slide
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Gioi thiéu cac menu (ribbon)

< Animations: tao hiéu trng cho cac d6i tuong
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Gioi thiéu cac menu (ribbon)
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1. Giéi thiéu PowerPoint 2010

< Thay d6i kiéu hién thi trong cira s6 chuong trinh:
PowerPoint 2010 cé hai nhém hién thi 12 nhdm Presentation Views

dung trong qua trinh soan thao va nhdém Master Views dung trong
qua trinh thiét ke slide.
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Cacbudc tao bai thuyét trinh

Tao file méi (File/New)

Chon Template, Theme, Hoac dinh dang Slide Master
Thém céac slide ( new slide)
Nhap ndi dung va dinh dang

Chén cé4c d6i tugng: hinh anh, video, chir nghé thuét va can chinh

Tao hiéu Gmg cho c4c dbi tuong trong slide

Tao hiéu tmg khi chuyén slide

Xuat ra cac dinh dang khac (pdf, video,..)

~
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2. Tao bai thuyét trinh co ban

< Tao bai thuyét trinh rong:
~1le/ New/ Blank presentation/ Create (Ctrl + N)
< Tao bai thuyét trinh tir mau c6 san

< Tao bai thuyét trinh tir mot bai c6 san

S fa¥ Home

Save & Send

Help

2] Options

B3 exit
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2. Tao bai thuyét trinh co ban

Luu bai thuyét trinh 1an dau tién

~1le/ Save As/nhap tén tap tin 6 File Name/ Save

Luu bai thuyét trinh cac lan sau File/ Save (Ctl +S)
Luu bai thuyét trinh & dinh dang khac

~ile/ Save as/ tai Save Astype chon kiéu dinh dang khac/ Save

T
File name:  powerPoint 2010.pptx

v
Save as type: ‘ PDF (*.pdf) ~
~

PowerPoint Presentation (*.pptx)

PowerPoint Macro-Enabled Presentation (*.pptm)
PowerPoint 97-2003 Presentation (*.ppt

PDF (**.pdf)

XPS Document (*. xps)

|PowerPoint Temp late (*.p
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2. Tao bai thuyét trinh co ban

<+ Nhap dir liéu text cho slide (giong nhu TextBox trong Word)
< Dinh dang dir liéu text (giong Word)
* Pinh dang Fontchtr
= Pinh dang Paragraph

e . == S = ; A 5 et
-i— |E=] Layout Py |25 ~| A~ A7 | B =Ri=- | == A= lI{} Text Direction
— 5 Reset — (=] Align Text ~
New abe AV - - = E = = == -
Slide ~ j Section ~ B 7 U @& g A - — s T == T2 Convert to SmartArt ~
! Slides Font = | Paragraph P

= Thiét 1ap mau cO san cho TextBox

4B shape Fill =

[A.bu:] [ﬁbﬂ:] [ﬁbﬂ:] ~ [ shape Outline ~

(| Shape Effects -

Shape Styles
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2. Tao bai thuyét trinh co ban
+»» Cac thao tac voislide

= Nhom cac slide vao cac section

-O ché @6 Normal View, chon slide muon tach thanh Section mai.

-Home/ Section/Add Section

= Pit tén chosection

Insert

Design

Transitions Animations

Slide Show Rey
= % 53] Layout ~ C = = =
3 A : = = 1
— 3Fa- !‘—J By reset
- X 4 t' et o | e Sisanny B - Aa = = = §
= e~ =t
Oa SeC IO n | Clipboard = =} Add Section Parag

Stides | Outline I: 51]

’ <=

3 Remoye All Sections

Collapse Al

“__-‘ Expand Al

s i w e

i

1

Add a new section to your
presentation.

&) Press F1 for more heip.
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2. Tao bai thuyét trinh co ban

= Thay doi layout cho slide
-Chon slide can thay doi layout
-Home/ tai nhom Slides nhan nut Layout
-Chon kiéu layout mdi cho slide

= Thay doi vi tri cac slide
= Xobaslide

SRR 1

Fessssssssanennnnnd
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w 3. Xay dwng ndi dung bai thuyét trinh

<*Chen hinh vaoslide
“»Chen hinh ttr Clip Art vao slide
‘:’ C,lup mén h‘lnh dua Véo Slide : Insert | Design Transitions Animations Slide Show R

li] Clip Art ¥ Shapes ~ “p LA [A=] i_j 4
- A \ 3 s A ) o =
= Chon slide canchen 'Ek,,@ Mmool g We
" Available o || & Footer

= Insert/ Images/ Screenshot |— e

@s+ Screen Clipping

SN LU e voaao
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3. Xay dwng ndi dung bai thuyét trinh

“» Chen WordArt
= Thay do6i mau sac WordArt
- Chon WordArt can thay d6i mau sic

- Chon Drawing Tools, vao ngan Format, nhom WordArt Styles,

chon nut Text Fill —

Review Vi Format

Fill ~ |Aﬁext Fill = | 3 Bring For

iew
Outline ~ A A ~ | Theme Colors o)

T WordArt Styles I il I

Standard Colors
| B = S EEENEN
No Fill

s [N

More Fill Colors...

o

icture...
radient >
Texture

B B «
e [ T

WordArt

c
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3. Xay dwng ndi dung bai thuyét trinh

*»* Chen WordArt
= Thay d6i kiéu WordArt
- Chon WordArt can hiéu chinh.

- Chon Drawing Tools, vao ngan Format, nhom WordArt Styles,
chon nut Text Effects.

i -
A A . . zTert Qutline ~
A\ Te ects ~

WordAst Styles

“*Chen thém Shape, Textbox vao slide

20



3. Xay dwng ndi dung bai thuyét trinh

** Chen SmartArt vaoslide
= Poi kiéu dinh dang SmartArt
- Chon SmartArt can doi kiéu.
- Chon SmartArt Tools, ngan Design, nhdm SmartArt Styles

'

e S p—
v

Change = . o
Colors ~ ~

= Thay d6i bocuc SmartArt
- Chon SmartArt can d6i bo cuc.
- Chon SmartArt Tools, ngan Design, nhom Layouts

21



3. Xay dwng ndi dung bai thuyét trinh

= Poi vi tri cacShape

-Chon Shape can doi vi tri
-Chon SmartArt Tools, ngan Design, nhom Create Graphic
= Chuyén d61 SmartArt vé dang Text hoac Shape

- Chon SmartArt canchuyén
- Chon SmartArt Tools, ngan Design, nhom Reset

<+ Chén bang biéu vao slide
<+ Chén biéu d6 vao slide

") Add Shape ~

[:5] Add Bullet
Ej Text Pane

4 Promote i Move Up
= Demote % Move Down
= Right to Left 5o Layout

Create Graphic

> =

Reset |[Convert
Graphic v

% Convert to Text
pABC

% Convert to Shapes
%=
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3. Xay dwng ndi dung bai thuyét trinh

**Tao album anh
= Insert/ tai nhom Images chon Photo Album/New Photo Album/ hop
Photo Album xuat hién.

= Tai Album Content, Nhan nut File/Disk...d¢ dua hinh vao album, hop
thoai Insert New Pictures xuat hién. Ban tim dén thu muc chia hinh va

chon cac hinh can dua vao Album/ Insert

= Pé thém chu thich cho anh, kich vao Captions below ALL pictures

= Pé anh xuat hién trén slide 12 mau den, trang, kich vao hop chon ALL
pictures black and white

23



3. Xay dwng ndi dung bai thuyét trinh

**Tao album anh
= Pé sap xép anh theo tha tu yéu cau: chon anh can di chuyén, nhan miitén

ENEN

= Pé xoay anh, chinh stra do sang, toi, bién doi mau sac: chon anh can thuc hién,
nhan mot trong cac nut

A ENREIEIEEDEN

= Nhan nat Create dé tao album

A Fi=
Insert Design Transitions Animations Slhde Show
. || TP al = =
= £l

censnot | Phote

1 S 150 e martan 3 Hyperiing Actior
A Album ~ -
images B} New Photo Albumi. E Links

2 !
- New Photo Album

Create a new presentatio
on a set of pictures.

Each picture will be place
owen slide,
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3. Xay dwng ndi dung bai thuyét trinh

“*Chen am thanh
= Chon Insert ->Audio
= Hién thi hop hoi thoai cho phép chon file &m thanh
= Chon file &m thanh can chén
= Am thanh sé& duoc chén vao Slide
» Vidu: Kich vao biéu tuong cai loa «= & nghe bai 1 tiéng anh thuong
mal
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3. Xay dwng ndi dung bai thuyét trinh

*»» Chen Video
= Chon Insert ->Video
= Hién thi hop hoi thoai cho phép chon file Video
= Chon File Video canchén
* Sau khi Video dugc chén vao slide thi phai di chuyén, thay doi kich
thudc, hoac cat cho phu hop.
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3. Xay dwng ndi dung bai thuyét trinh

«»Chén do6 thi(Chart)
= Chon Insert ->Chart
= Chon loai d06 thi
= Nhap dir liéu cho Categories va Series
= Pong dir licuexcel

m S6 luong ban

Thang 1 Thang 2 Thang 3 Thang 4

27



4. Hiéu chinh cac doéi twong can thiét

< Chon d6i tuong can chinh stra
<% Kich dup chudt vao doi twong da chon

< Str dung thanh céng cu ngit canh Format dé sira

28



4. Hiéu chinh cac doéi twong can thiét

«%» C4c thao tac d6 hoa

> Xoay e
Picture & =

» Thém chu thich cho cac doi tuong trén slide

> Sap xep -l

= Chon cac hinh can sip xép

= Chon Picture Tools, vao ngin Format, nhdm Arrange, nhap chon niit
Selection Pane.

= Kich vao cac ndt miii tén Re — order dé sap xép hinh.

29



4. Hiéu chinh cac doéi twong can thiét

<+ C4c thao tac d6 hoa

= Tao dudng vién cho anh

- Chon anh can tao dudng vién

-Picture Tools, vao ngian Format, nhom Picture Styles, nhap chon nu

Picture Border.

[Zlpicture Border ~| s Bring Forwara - |2 Align ~
. Theme Colors ackward I'# Group
NN NNN, e S Rotate ~
Arrange
lllallllll
Standard Colors
B | P EEEEN
No Outline
%2 More Outl Col
= Weight
= Dashe —_—=

.................
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4. Hiéu chinh cac doéi twong can thiét

«» Céac thao tac dohoa
= Thay doi d6 sang, d6 twong phan va dé sac nét cua hinh anh.
= Thay do6i cuong &6 mau, tdng mau, hiéu tng chuyén mau cho hinh anh.
= Ap dung hiéu tng nghé thuat cho hinh.
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5. Tao hiéu &ng cho cac doi twong trong slide

14
. = r e A ° A — —
= Entrance: Khi méixuat hién =
14 ntra::ee
- . A <A A = 2 <2
= Empasis: Nhan manh *x X X x X O x A X k.
- - ,( Vd G ro::%‘:u m :‘ﬂcjn; ﬁl B::\ c’e
= Exit: Khi kétth o S
Pulse  Color Pulse Teeter Spin Grow/Shrink Desaturate = Darken Lighten = Transparen oy
. M Ot I O n P at h S - D I ChuYén t h e O dub’ng Objei‘ttc oooooooo [TK ..... Li in:‘%{lor Fillg rrrrrr ﬂlor Fonilor Undggne Bolc:!ﬁvash Bold:ﬁleal
' +
< . ,‘\ IEx“Wave )
= More...: Tuy chonnhiéu hon EE T S R e
e« = | Dpisappear Fade FlyOut  Float Out Wipe  Shape Wheel  Random Bars
O k¢
Shrink & T m Swivel =~ Bounce -
Sk Mor ffect:
i& More Em, ct:
W= More Exit Effects...
ﬁ? More Motion Paths...
& ILE
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w Vidu hiéutng

O t6: bi thang
Pong ho: xoay tron
Bong: Di chuyén ngau nhién
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5. Hiéu wng chuyén trang (Transitions)

Chon hiéu 'ng

5 5 3 4 @ = W ® o .

Cut Fade Push Wipe Split Reveal Random Bars Shape Uncover 5

o

None

Thiét 13p cach thi’c chuyén trang

FIRNINg

.g_l #y Sound: [NoSound] ~ Advance Slide

I _ &) Duration: 01.00 = (¥ On Mouse Click

Effect — -
Options ~ 3= Apply To All After: 00:00.00

Timing
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6. Thiét 1ap trinh chiéu

% Tur Slide d4u tién (F5) ;4

2 Tir Slide hién hanh (Shift F5) .

“»Trinh chiéu chi mot so6 Slide

Slide Show

« Céc ty chon trinh chiéu khac

@ome Insert Design Transitions Animations Slide Show Review View

=1 ‘: = [ ' ax Play Marrations
» ¥ B T = = D
= BN S =9 Use Timings
From From Broadcast Custom Set Up Hide Rehearse Record Slide

Beginning Current Slide Slide Show Slide Show ~ | Slide Show Slide Timings Show ~ Show Media Controls
§7t3ri'tisiliide Show SSLUD

(@l Resolution: Use Current Resolution -
=Fl Show On w
[ Use Presenter View

Monitors
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