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NoOi dung

e Giao dién Powerpoint

e Cic lénh vé anh, audio, video, doi
twong, lién két

e Tao hiéu Ung

e M6t s6 quy tac bd cuc slide
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Gidi thieu MS Powerpoint

* Powepoint la mdt phan cia bd Microsoft Office,
phan mém tao bai thuyét trinh sinh dong, 16i cudn.
 Dé dang chia s& théng tin gilra cac ing dung trong bd
MS Office.

* Giao dién mdi Ribbon (tir phién ban 2010) nhiéu tién
logi = nat lénh d6 hoa chia thanh nhiéu ngan (tab).

* Thém cong cu Quick Access Toolbar = tuy bién va
gan thém lénh.
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Gidi thieu MS Powerpoint

e Thanh Ribbon thanh thé& cho menu |Iénh x6 xuéng &
cac phién ban trudc
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Nhom Iénh trén Ribbon

* File:
— Piéu khién chuong trinh.
— Quan ly tap tin.
* Home:
— Cac lénh thwong dung khi soan thao.
* Insert:
— Chén cdc déi twong dwoc ho tro.
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Nhom Iénh trén Ribbon

* Design:
— Dinh dang kich ¢&, mau sac, themes.
* Transition:
— Pinh dang hiéu &ng chuyén slide.
* Animations:
— Pinh dang hiéu &rng cac doi twong trong slide
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Nhém Iénh trén Ribbon

* Slide Show:
— Thiét lap, tuy bién trinh dién.
* Review:
— Lénh vé ghi chd, tim kiém, so sanh va tron noi
dung thuyét trinh.
* View:
— Cac |énh chuyén d6i ché& dd hién thi, master slide.
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Man hinh giao dién

N

* Phéng to/nhd man hinh hién thi slide

Zoom ko
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Piéu chinh ving lam viéc vira
vin theo cira s0 hién hanh
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View Mode

* Normal:
— Ché d6 xem slide théng thuong ldc bién soan.
* Slide Sorter:
— Xem tong thé, bd cuc, thi ty cac slide.
* Reading:
— Xem truwdc slide trong giao dién soan thao.

e Slide show:
— Ché d6 trinh dién.
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Thiét ké hinh thirc slide

 Chon tab Design=> chon mau

* Chinh stra: tab View—> Slide Master—> thuc
hién cac thay doi
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Master View

* Slide Master :

— Nén slide.

— Mau sac va hiéu &ng.

— Kich thwdc va vi tri cia cac placeholder trén slide.
 Handout Master.

— Tuy chinh thé hién cac slide khi in.
* Notes Master.

— Tuy chinh thé hién céc slide khi in cung phéan ghi
chu.
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Cac lénh vé anh

* Chén anh: Insert—> Picture hoac ClipArt
hoac ScreenShot

— Tach nén anh: Chon anh—-> Format—=> Remove
Background—> Keep changes

— Chup anh: m& phan mém, web chira anh—>
vao PowerPoint—> Insert—> ScreenShot—>
Screen Clipping=> chon phan anh
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Cac lénh vé Video, Audio

* Chen Video: Insert 2 Video = Video From
File
— Cat doan video can trinh chiéu: chon video =
Playback = Trim Video

— Cho phép video hién thj toan man hinh: chon
video =2 Playback = chon Play Full Screen
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Cac lénh vé Video, Audio

* Chen Audio: Insert =2 Audio
— Cat ngan doan audio = twong tuv cat video

— Cat ghép online = truy cép link:
http://mp3cut.net

* Cat ghép file video chuyén nghiép:

— Phan mém Avidemux
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Tao Album anh

* Insert 2Photo Album = New photo Album

* Chon File/Disk dé chén anh

* Chon Create = tao file Powerpoint mé&i chira
anh

e Chon hiéu trng chuyén tiép cho tirng slide va
thiét dat chirc nang tuv dong trinh chiéu:
— Chon tab Transitions = chon hiéu &ng chuyén tiép
— B0 chon On Mouse Click
— Chon muc After = g6 so giay
— Chon Apply to all
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Tao Album anh

* Chen nhac vao photo album:

— Tai slide dau tién = chon Audio = chon nhac =
chon PlayBack = Tai muc Start, chon Play Across
Slides

— Chon Loop Until Stopped
* Cho phép trinh chiéu lai tr dau khi hét slide:

— Chon tab Slide Show = Set up Slide Show =
chon Loop continuously until ESC
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Tao Album anh

e Xuéat ra file video:
— File = Save & Send = Create a Video
(Save as Type: Windows Media Video)
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Chen cac hinh shapes

e Chen cac hinh dac thu: Shapes
— D& chén hinh vudng, tron, déu: gitr phim Shift+ v&

— Cheén van ban vao trong cac hinh: click chudt phai 2>
chon Edit text

 Sap xép (trén/duwdi) cac dbi twong:
— Click chudt phai = chon Send to back/Bring to front
 C3n thang cic doi tuwong:

— Chon cac déi twgng = format—> align—=> chon kiéu
can

GV Thiéu Quang Trung

18



Tao lién két

e Chon ddi twong lam nut lién két

— Chon d6i twgng = Insert = Hyperlink = chon

Place in this document = chon slide can lién két
dén = OK
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Tao hiéu wng

* Tao hiéu &ng cho slide: transitions
* Tao hiéu rng cho cac doi twong

— Chon d6i twvgng—> Animations—> chon hiéu &rng &
muc Animation hoac chon Add animation

— C4 4 loai hiéu &ng: xuat hién; thay d6i mau sac,
hinh dang; bién mat; di chuyén
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Minh hoa hiéu trng animation
hiéu wng la roii

o
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Hiéu wng trigger

e Tao nut bam (trigger) diéu khién hiéu rng:
— Click chudt phai vao tén hiéu &ng can diéu khién—>
timing—> trigger—> Start effect on click of: chon
d6i twong lam nat diéu khién
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Minh hoa hiéu ing trigger

Hinh vuong Hinh tron Tam giac

Click chudt phai vao tén hiéu &ng can diéu khién—>
timing—> trigger—> Start effect on click of: chon doi
twong lam nut diéu khién

GV Thiéu Quang Trung 23



Tao dong dém ngwoc 10s 0

e Tao 11 d6i twong go tir 10-0

* Chon toan bo—> chon hiéu *rng Appear

- Chon thudc tinh start: After previous; delay: 1
* Chon s6 10—~ Start: on click

* Chon toan bo—~> Format—> Align: align left, top

* Tao am thanh—> chon toan bod—>click chuot
phai vao tén hiéu ing - Effect options—=>
Sound
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Mot s6 quy tac bo cuc slide

* Font : chan phuong (khong c6 chan)
— Calibri, Arial, ...

* Font size : >=28.

* Mau: twong phan védi mau nén.
— Nén toi, chir sang.
— Nén sang, chit toi.
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Mot s6 quy tac bo cuc slide

e BO cuc 3 phan.

 Qui tac 6x6

e Trwong hop ndi dung nhiéu:
— Cat ra nhiéu slide.
— Nén dung hinh anh thay thé.

— Can khoang cach rong giira cac ndi dung.
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Mot s6 quy tac bo cuc slide

* S dung mdt nhédm hiéu &rng xuyén suot.
e Can phu hop vdi doéi tuvong nghe.
 Tranh lam dung hiéu ng.
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