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9 A. GIOI THIEU TONG QUAN

Bl

PowerPoint 2010 14 mot phian mém trinh dién trong bo Microsoft Office
2010 duwc 517 dung dé trinh bay mot vén dé, soan thiao mot bai siang,...
Chirong trinh i mot céng cu co tinh chuyén nghiép cao dé dién dat cicy
tuémg cin trinh bay khong chi bing léd vin ma con thé hiégn qua hinh
anh tinh va dong cing vii dm thanh, cic doan phim mét cich song
dong. Vithé, nd 1a mat cong cuhd tro gidng day rét tot trong tnremg hoc.
Trinh dién la cong cu cho xem va gidi thich noi dung cia mot chi dé nfo
do cho khan £ia hay neudd hoc, 13 cong cu hd tro gido vién (GV) chuyén
tai thong digp. Chiomg trinh trinh dién hd tro ngrdi noi cling nhnr ngardd
nohe dé dang tiép cin ¥ tuéme méi qua thong tin tiye gquan.

Chuong trinh trinh dién cd thé bd tro hoic thay thé viéc st dung cic
cing nghé dd dimg truc quan quen thudc nhr sach mong, tii lidgu phat
tay, bang den, bang phu, dp phich hay gidy trong trén may chiéu. Vin
han, hinh anh, doan phim va cic ddi tuomg khic co thé chén vao nhimg
trang khdc nhau (con goila trang trinh dién). CAc trang trinh dién nay co
thé duoe in, chiéu trén méan hinh va duoe van hinh b neudi trinh bay.

@ B. MUC TIEU

Hoc xong module nay, ngudi hoc co:

1. Kién thdc

Liét k& duoc cic tinh ning co ban cia phan mém trinh dién Microsoft
PowerPoint va hiét cich tao ra mot tép tin trinh dién.

2. Ki nang
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S11 dung duoc cic tinh ndng co ban ciia phin mém trinh dién Microsoft
PowerPoint dé tao ra duoc mot tép tin trinh dién phuc vu cho viéc day
hoc & tidu hoc.
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@ C. NOI DUNG

NOi dung 1
TIiM HIEL MLIC BICH GIAD DU ClUA TRINH DIEN
THOMNG TIN CO BAN

1. Ding trinh dién vai muc dich gido duc gi?

Trinh dién 13 mot hinh thire nrémg dan tngc tiép co cach tiép cin theo
huéimg GV &inh hudng va la mot trong nhimg phuong phap phd bién
nhit, rit hita higu trong viéc cung cip thong tin hay phét trién timg brére
nhimg ki ning cin thiét cho HS. Pay ciing 14 phuong phdp rat phi hop
trong viéc giod thidu cic phuong phip gidng day khac, va ciing dong vai
tro tich cue trong viéc ho tro HS xay dumg kién thitc.

Trong gido duc, trinh dién co thé duoc s dung dé:

- H& tro Hiép egn v fdng: Mot chuong trinh trinh dién co thé hé tro nguei
noi dé dang tidp can vii ¥ tuomg ciia minh, connguid hoc co duge thong
tin bing hinh anh, hé tre cho phén trinh bay cia neued noi.

—  Thu hiit sy chii ¥ aia ngun hoc i1 ngi dung béi hec: GV 511 dung phan
mém trinh chiéu d€ tao cac bai trinh chiéu truc quan co thé duopc hién
thi trén man hinh hoic chiéu lén man hinh. Cac chiong trinh nay cho
phép ngréi st dung chén van ban, tranh anh va dm thanh vio mot chudi
cic trang trinh dién va thiét lap diéu huémg tuy chinh sitta cic trang
trinh chiéu. Tat ca diéu nay lam cho viée tuyén thong tin hdp dan hon
dénngudi hoc.

- Xay dimg kidgh thiic theo chudi: Hau hét phan mém trinh dién cho phép
taora cic trangtrinh chiéu riéngbiét va dugctrinh baymot cich tudn tu.
Mot bai trinh dién tétsé “dan dit” ngued hoc di qua mot hrong kién thire
va‘hodc dé xay dung kign thifc trong qua trinh tuong tic gitta neudd trinh
bay va khan gia.

2. Dung trinh dién d& giang day trong ldp hoc nhu thé nao?
Phan mém trinh dién co thé ducc st dung trong cic phén khic nhau cia
hai giang, viri cic muc dich khac nhau:

- B gigi thigu cde béi hoc mot: Cac bai trinh chiéu co thé dugc sit dung
nhnr Ia mot hoat dong khii dong, dé thu hit sy chi ¥ cia ngudd hoc, 48
théong bdo cho nguid hoc vé muc tigu ciia bai hoc, dé nhé lai bai cii.
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Gitip nguni hoc dat diage Kén thitc miéi: Cac bai trinh dién c6 thé dugc
ding d€ gidi thigu cic khdi nigm mdi. Trinh dién co thé dugce sit dung dé
huéme danhoc tip, dé lamré nhiém vuhodc cung cip thong tin phan hi.
On tip vé ddnh gid két qud hoe tdp: GV 511 dung bai trinh dién d€ cing cd
kién thirc ciia ngudi hoc, d€ tdng quan hoa bai hoc va dé tdng két.

3. Nhifng Iuu ¢ khi diing trinh dién trong day hoc

511 dung phéan mém trinh dién co thé tao rasu qua tai théng tin, din dén
quA tai vé mat thed gian v cudi cing 1a ngrid hoc trirnén bi dong.

Mot nhuge diém nita cia viée st dung phan mém trinh dién I doi khi
cic yéu td trnue gquan cda bai trinh dién trirnén quan trong hom noi dung
va hoat dong hoc tip.

Co mot s6 GV thuéme chil trong bai trinh bay trong nhr thé ndo hon la
nguéd hoc tich cuc hoc thip nhnr thé nao.

Tai ligu phat tay 14 mot ciach hd tro neusd hoc khi theo dai bai trinh dién
ct thé di kém vii phidu bai tap. Tai ligu phit tay co thé hd tronguéd hoc
tom tit va theo ddi tdng gquan bai hoc.

Co thé dimeg lai cho phép neuti hoc xem lai va suy ngim, co théd gian
dé tiép thu théngtin, danh sialiéu ban than 43 hiéu cic kién thire hay chira.
Pé ting hidu qua trinh dién v trdnh cho noréd hoc bi dong, GV cin phai
x4y dimg nhiéu hoat dong da dang song song vii trinh dién.

4. Nhifng gia tri dem lai khi dung trinh dién trong giang day va hoc tap
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Teng creong foomg fde 1O ngl dung Ung dung nhiéu phuong tién truyén
thong khac nhau trong bai trinh chiéu tao cohoi cho khan gii toome tac
da dangvii ndi dung. Bai trinh dién co thé dan dit noréi hoc di sudt qua
trinh hoc v ting cudémg sy chuyén tai thong tin.

Hé tro chuyén idi thang fin: Phan mém trinh dién cho phép chuin hj
trurire bai trinh bay va tiép cin ¥ tudme trong qua trinh trinh bay. Trinh
chiéu ciing dé dang cip nhit va chinh sia.

Ehueyén Fhich sty ngdm: Mot bai trinh dién tét 16i cudn khén gia suy
ngam vé nhimg ¥ tuémg v noi dung duoc trinh bay.

Teng cremg ki ndng tinh bdy: Khi ngudi hoc 511 dung phin mém trinh
dién, tinh tuan ty cia bai trinh chiéu va cic chifc ndng cong nghé khic
hd tro K ndng trinh bay cila ngréd noi.



MHIERM V1)
1. Ligt ké cac muc dich gido duc khi dimg trinh chiéu trong day hoc.

2. Khi day hoc diing trinh chiéu nhim muc dich oi?

3. Ligtké cac hm v khi ding trinh chiéu trong day hoc.

4. Nhitng loi ich gi khi dimg trinh chiéu trong day hoc?
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NOi dung 2
TIiM HIEU POWERPOINT 2010

THANG TIN CO BAMN

PowerPoint 2010 I4 mét phan cida bé Microsoft Office 2010. Ciing sidng
nhu Word (chuong trinh a7 li vin ban), Excel (bang tinh), Outlook (trinh
quan i e-mail va quan li cong viéc ca nhan) va Access (co siv dif lidu),
PowerPoint gitip tao nén cic bai thuyét trinh sinh dong va 16i cudn.

1. Khoi ding va thoat Microsoft PowerPoint 2010

1.1. Khadi ddng PowerPoint 2010
Tuy theo phién ban Windows ma dutmg din dén chuomg trinh
PowerPoint5& khacnhau doi chit. Trong Windows XP, Windows Vista va
Windows 7 thi dutmg dan truy cip dén chuong trinh giong nhau. Cac
budc khii dimg nhu sau:
1. Tircvea s Windows chon Start / All Programs / Microsoft Office
2. Nhélp chudt Ién Microsoft Office PorverPoint 2010

BlH9-0R_QAVEI: Presentationl - Microsoft PowerPoint o B 22
e Insert Design Transitions Animations Slide Show Review View Developer Add-Ins  Acrobat & e
- A A

U 8 abe 2Y- Aa- | A -

Click to add title

Click to add subtitle

‘ Click to add notes

Gino dign chinh ciia chuong irink PowerPoing 2007

1.2, Thoat PowerFPoint
Thodt chuong trinh PowerPoint rat don gian, theo cic cich sau:
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s Cich I: Nhdp vdo niit Close {(22) & goe trén cing bén phdi cia s8
PowerPoint, hodc

s Cach 2: Vao ngdn Filechon Exif, hodc

» Cdch 8: Ditng t8 hop phim tdf <AL T F4>

Khi co su thay ddi trong noi dung bai thuyét trinh méa ban chua hn Lai thi
PowerPoint sé hién hop thoai nhic nhé.

o Chon Save s& hat lai ede thay At trede khi thedt PowerPoint.

» Chon Don't Save & thodf PewerPoint md khéng hat lai cde thay dar.

o Chon Cancel: d& huy lénh thodt PowerPoint.

Microsoft PowerPoint

Do you want to save the changes you made to
Presentation1?

i Save i [Dog‘tSave J [ Cancel J

2. Tim hi@u cac thanh phan trén cira sd chuong trinh PowerPoint
Giao dign cia PowerPoint 20 10 khong co nhiéu thay ddi so véd phign ban
2007. Cacthanh phén trén ofa s d PowerP oint nhar sau:

Hgin File Tharh trang théi Ehuwnpe soan Close
: - z i 1: ali Ilaarize/Restore
Cick Aeocess toolhar Title har thao zod 14 slide o
| Ilimarmize

T 1 | .
[ | 4 -3 3@ PowerPoint 2010.pptx - Micropoft PowerPoint = B ER
W Insert Design Transitions Animations Slide Sl Review View Developer Add-Ins Acrobat ()

B. Ba Tella x| SOEEL P g @2 (s

Baste & S?:;:rv B B 7 U S abe 2V- Aa- | A - ’g % T:?'l shapes Arrange S%Llu:skv ;- Editing

Clipboard &= Slides
Vi

Font Drawing [F)

1

’ I Main Outline 1
Nga.n Slides i

/////lf/l

Click to add notes |

Cric thamh phdn frén cisa 8 Power Poini
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» Thanh tig¢u dé (Title bar): Thé hié¢n tén cia chuong trinh dang chay 1a
PowerPoint va tén cila bai trinh dién hign hanh. Néu cifa sd chura toan
man hinh thi cd thé ding chuat kéo Title bar dé di chuyén ciasd.

» Quick Access Toolbar: Chira ciclénh tit ciia cic lénh thong dung nhat.
Co thé thém /bét cic lénh theo nhu ciu s dung.

» Niit Minimize: Thunho cira s tmeg dungvao thanh tic vu (taskbar) cia
Windows; ban nhip vao mit thu nhd cida img dung trén taskbar dé
phong to lai cda sd img dung.

» Niit Maximize/Restore: Khi cita 56 & ché d6 toan mén hinh, chon nnit
nay sé thu nhd cra 56 lai; néu cida sd chira todn man hinh thi khi chon
miit nAy sé phong to ci¥a sd thanh toan man hinh.

» Niit Close: Bong img dung lai. Ban co thé nhin ducc thong bao huu lai
cic thay ddi cia bai trinh dién.

» Khu vire soan thao bai trinh dién: Hién thj slide hi¢n hanh.

» Ngin Slides: Hién thi danh sach cicslide dang oo trong bai thuyét trinh.
= Ngin Outline: Hién thj dan bai cia bai thuyét trinh.

» Thanh trang thai (Status bar): Bdo cio thong tin vé bai trinh dién va
cung cAp cac mit lénh thay ddiché do hién thi vaphdng to, thu nhd wing
soan thao.

*» Ribhon: Chitc ning cita Ribbonla su két hop cia thanh thue domva céc
thanh cong cu, dugc trinh bay trong cac ngin (tab) chita nat va danh
sach lénh.

Ribbon ducc td chite thinh nhiéu nein theo dnic ndng trong qua trinh
iy dung bai thuyét trinh. Trong mdi nein lénh lai duge td chite thanh
nhiéu nham lénh nho gihip ngudi dimg dé hiéu va dé st dung cic chirc
niang ciia chuong trinh.

Mgan lEnh theonglk canh
Céc ngan choka [Enh (Tabs)
4 \

BlH9-0(+ PowerPoint 2010a.pphx - Micrasaft PowerPoint wm: &l 52
W Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Design Format Format (A~ 9

Fﬂj’ & N =] Layout - e FA L (B Es Al @ @% & Shape Fill ~ 44 Find

= Ba~ BoReset EL [ shape Outline - | 23, Replace =

Pt g | MW ctions | B 4 U @b Hrde | Av w | hopes Arenge QUK D snapeereds~ | [y select~

Clipboard 1 Slides Font I Drawing m|  Editing

Mhiam lénh L& hip thoat
Ngiin Home frén Ribborn
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= File: Mir thue don File tit d6 ta co thé truy cip ciclénh mié (open), hm
(save), in (print), tao mbi (hew) va chia s& bai thuyét trinh.

» Home: Chita cic nit 1énh tharémeg xayvén st sung trong qud trinh soan
thao bai thuyét trinh nhu cic 1énh vé sao chép, cit, ddn, chén slide, hd
cuc slide, phin chia section, dinh dang vin ban, vé hinh va cic lénh vé
tirn kiégm, thay thé...

= Insert: Thuc hién cic lénh chén, thém cic doi hrong mé PowerPoint
hd tro nhar a bang biéu, hinh anh, SmartArt, do thi, vin ban, doan phim,
am thanh,...

Home ] Insert I Design Transitions Animations Slide Show Review View Developer Add-Ins

EEHE « B PPl QN EEAETE TQ S

Table Picture Clip Screenshot Photo Shapes SmartArt Chart | Hyperlink Action Text Header WordArt Date Slide Object Equatlon Symbaol V\deo Audio
o Art > Album ~ hd Box & Footer i & Time Number 5
Tables Images Tustrations Links Text Symbols Media

Negdrn Inseré
» Design: Thuc hién cic lénh vé dinh dang kich cf va chiéu hrémg cia

cic slide, handout, 4p dung cic mau dinh dang va ciac kidu hinh nén cho
slide.

Home Insert I Design l Transitions Animations Slide Show Review Developer Add-Ins

Colors =
@ A A A H e @Backgruund Styles ~
a a a %I @ Fonts =
Page Slide E"'.ﬁ EmEmE EnEEEm [ Hide Background Graphics
Setup Orientation ~ = =| [@] Effects ~
Page Setup Themes Background [F]

Ngein Design
» Transitions: PowerPoint 2010 td chitc Transitions thanh mot ngin moi
trén Ribbon siip ap dung va thiét Kp cic théng 50 cho cic higu img
chuyén slide rit nhanh chong v thuén loi. Neoai ra, co thé xem truée
hiéu img chuyén slide ngay trong ché do soan thao.

@

Home Insert Design l Trans\tlonsli Animations Slide Show Review View Developer Add-Ins

@ Q Sound: | [No Sound] ~ | Advance Slide
D ' - . . . . @ Duration: (0200 3 | On Mouse Click
Preview Effect
None Cut Fade Wipe Split Reveal Optmns EAppLyTo Al After: |00:0000 2
Timing

Preview Transition to This Slide

Nedn Transttons

» Animations: Danh muc cic higu img dp dung cho cic ddi tuomg trén
slide, sao chép hiéu img sifta cic ddi tuone, thiét Ep thed gian ciing nhe
cac su kién cho cac higuimg.
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Home Insert Design Transitions ] Ammatmnsl\l Slide Show Review View Developer Adddns | Format |

* -‘ *3p Animation Pane b Start: | On Click -| Reorder Animation
ﬁ * g Trigger ~ © Durstion: |02.00 S || % MoveEarlier
Teeter Spln Add —

—| Efec I
o/ Shiink Hesotiaten || Options ~ | Animation = &Ammatloﬂ Painter . Delay: |00.00 5| = Move Later
Animation (F} Advanced Animation Timing
Ngdin Animations

» Slide Show: Chudn bi cic thiét lap cho bai thuyét trinh truére khi trinh
dién, tuy bién vé mét noi dung cda bai thuyét trinh trong cic tinh hudng
bdo cdo, broadcast bai thuyét trinh cho cic khan gia theo dbi tirxa va
thiét lip cic thong s6 cho ciac méan hinh hién thj khi trinh dién.

Home Insert Design Transitions Animations ] Slide Show r]\ Review View Developer AddIns | Format |

= - .PIayNarratlons Rem\utmn: Use Current Resolution -
Y B & o

. Use Timings ShowOn: -
From From Broadeast  Custom 5et Up Hide Rehearse Record Slide N
Beginning Current sude Slige Show Slide Show ™ | Slide Show Slide = Timings  Show~ [l Show Media Contrals Use Presenter View
Start Slide Show Set Up Manitors
Neein Slide Shouw

» Review: Ghi chil cho cdc slide trong bai thuyét trinh, so sanh va tron
nii dung gitta cac bai thuyét trinh va cong cu kiém tra 16i chinh ta.

Home Insert Design Transitions Animations Slide Show I Re'viewl\L View Developer Add-Ins

v @ % ¥ 2 aHdwtatw Azl &

sSpelling Research Thesaurus | Translate Language | | Show ‘ New Edit  Delete Previous Mext | Compare Accept Reject o End
- - Markup| Comment Comment - - ~ [ Reviewing Pane peyiew
Proofing Language Comments Compare
Nodrm Revrieir

*» View: Chuyén ddi qua lai giita cic ché do hién thij, cho hién thj hodcdn
thanh thuic, cic duémg hréi, didu chinh kich thuéc ving soan thao,
chuyén ddi giita cic ché do mau hién thij, s3p x€p cic cirasd,...

Home Insert Design Transitions Animations Slide Show Review [ Vi l Developer Add-Ins
[ Ruter Q . M color | = Amrange All EE
. Gridlines E Grayscale - % Cascade | %
Mormal| Slide MNotes Reading | Slide Handout Motes Zoom  Fitto ’ New . Switch Macros
Sorter Page  View Master Master Master | [0l Guides Window | bl Black and White | window Move Split ' windows ~
Presentation Views Master Views Show [F] Zoom Color/Grayscale Window Macros
Negdr View

» Developer: Nogin nay méc dinh duge 4n vi nd chi hita dung cho ciclap
trinh vién, nhimg nguéd co hidu biét vé VBA. PE md ngin niy nhén véo
nit File | Options | Customize Ribbon | Developer.
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Home Insert Design Transitions Animations Slide Show Review View [ Developer Add-Ins

m AW..=|§Properﬁes @‘?

Visual Macros Macro | Add-Ins COM =) E:] = 35 | 55 View Code | Document
Basic Security Add-Ins Panel
Code Add-Ins Controls Maodify
Ngein Develo per

» Add-Ins: Nedn nay chi xust hign khi cii &4t thém cic tign ich cho
PowerPoint.

Home Insert Design Transitions Animations Slide Show Review View Developer [ Add-Ins Acrobat

Vietkey021 ~ @) snaglt B | Window - @
VABRE S
Menu Commands Custom Toolbars
N Ardd—Ins
NOi dung 3

TAQ BAI THUYET TRINH CO BAN

Hoat dong nay trinh bay cich tao mot bai thuyét trinh méd dua vio cac
méu thiét ké sin cia PowerPoint ciing nlnt tir cic mau dinh dang do
noudi dung thiét ké. Ngodi ra, trong hoat dong nay ciing trinh bay mot
50 thao tac co ban doi v bai thuyét trinh nhu luu trit, chon dinh dang
tap tin.

1. Tao bai thuyét trinh
PowerPoint cung cip nhiéu cich thite d€ tao mot bai thuyét trinh mi.

1.1. Tao bai thuyét trinh réng

Khi khéi dong chuong trinh PowerPoint thi mot bai trinh dién rdng
(blank) 43 mic dinh duoc tao ra, ban chi cin tiép tuc soan thio noi
dung cho cac slide.

Khi dang trong cira s6 PowerPoint va mudn tao thém mot bai thuyét
trinh réng nita, ban lam theo cic buére sau:

1. Vio ngan File
2. Chon l¢nh New, hé p Available Termplatesand Theresxaudthign bén phdi
3. Chon Blank presentation
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4. Nhdn niif Create dé tao mdi.

BRIEA9-0Q VEIs Presentation2 - Microsoft PowerPoint o B8R
File Home Insert Design Transitions Animations Slide Show Review Wiew Developer Add-Ins  Acrobat & 0
Il save i i

Available Templates and Themes Blank presentation
B save as
EZ Open + + f& Home
B Close o o |
Info ) )
Recent Blank Recent Sample
presentation | templates templates

EEE - &

print ) N ) 1
T—{ammmus|
Share Themes My templates ~ New from D
existing

Help Office.com Templates  [Search Office.com{| Create
Add-Ins 7 = gEY L
H epnee ﬁ ﬁ e
B3 Exit

Agendas Award Calendars

certificates

Hép thoai New Preseniniion

1.2. Tao bai thuyét trinh Hr mau cb san

136

PowerPoint Template 13 cic miu dinh dang 43 duoc thiét ké sin
{template) kém theo trong b Office hodc dugc tai tir nternet. Template
ct thé chira cic layout, theme color, theme font, theme effect, cic kiéu
nén cita slide va co thé chita ¢ cic ndi dung mau. PowerPoint cung cip
rat nhiéu template va duape thiét ké véi nhidu chi dé khdc nhau
{Business, Education, Finance, Holidays, Inspirational, Religion, Social,
Sports, Science, Technology) phi hop cho rét nhiéu tinh huéng béo cio
trong thure té.

Co thé tu minh thiét ké cic template dé si7 dung lai nhiéu 14n hosic chia
s& cho ngudi khac. Ngodi ra, trén Internet co rat nhiédu trang web chuyén
cung cip cic kifu template dep va duoc cip nhét thaime xuyén nhar
office.com, powerhacks.com, templateswise.com,...

» Diing cic miu duge xiy dung sin kém theo phan mém Microsoft
PowerPoint

Cdc mau trong phin nay khong nhiéu vi PowerPoint con cho phép ban
chon mau hir cic noudn khic, dic biét I tir nternet. Cac bude thuc hiégn:



Vo ngdn File

Chon Iénh New, hé p Avatlable Templatesand Themesxidthign bén phdi
Chon Sample ten plates

. Chon mit mdu thidt k& tir danh sdch bén dudi vé xerm hinh minh hoa
phia bén phdi cita sd.

5. Nhédn niit Create dé tao mot bat thuydt trinh.

SR SR

Blbd9-063VE- PowerPoint 2010a.pptx - Microsoft PowerPoint o B R
Fil Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat @ 0
I save

Available Templates and Themes Contemporary Photo Album
ﬂ Save As
E3 Open #)+ £} Home * Sample templates
ﬁ Close

Info
Recent

print Classic Photo Album Contemporary Photo

Album
Share D
Help Create
Add-Ins ~ h
[z3 options
B Bt

Five Rules Introducing PowerPoint
2007
=
MéE 38 mdu tenplates

¥ Diing cfic méu tir trang web office.com

Trang web office.com cip nhat thuimg xuyén cic mau thiét ké méd va
dep, do vay ban co thé tao bai thuyét trinh méi 51 dung mau hir ngudn
nay. Cac budrc thuc hign:

1. Vio ngdn File
2. Chon l¢gnh New, hip Available Ternplatesand Thermesxaidthign bén phdi

3. Di chuyén dén Office.com templates. Tal day, edc méu dreoenhém lai
theo ndi dring ciia chiing.
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4. Vi duy chon nhém ld Presentations, chon #Hép phdn logi mdu ld
Business vé doi frong gidy lat 48 PowerPoint edp nhadt danh sdch cde méu
fir Internet.

5. Chon mdt mdu thidt k& tir danh sdch bén duedi vé xerm hinh minh hog
phia bén phdi crea sd.

6. Néu ddng v véi mdu dang xem thi nhén niit Download 42 tdi vé va tao
béi thuydt frinh midi theo mdu néy.

BlHY-0 4 V&= PowerPoint 2010a.pptx - Microsoft PowerPoint o B R
(1 Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat & 0
= save 5 5

Available Templates and Themes Project status report presentation
& savens Download size: 1385KB
B3 Open (#) % {3 Home » Presentations » Business Rating: Y7s %77 (0Votes)
Office.com Templates
B Close p Search Office.com for l:_] ER—
Fs
Info B Pt v
Recent
Print _
Pitchbook Project status report
Share presentation A
Help D
% Add-Ins + Download
Options e
|
B it
Sales training Financial performance
presentation presentation B
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Chorn mdu i trang office.com
¥ Ding cic miu thiét ki ciia ban tao hodc ctc méu suu taim dang luu
trén dia
Khi PowerPoint 44 timg tai mot mau thiét ké méd tir nternet vé may thi
nd sé ty dong hu mau do vao danh muc My Templates. Lam theo cic
burére sau @€ sit dung mit miu dang hm trén dia:

1. Vdo ngdn File
2. Chon lénh New, hép Available Ternplatesand Theresxaidthién bén phar



3. Chon My termplates

4. Chon mdt mdu thidt & tit danh sdch bén dudi vé xerm hinh minh hoa
phia bén phdi cita sd.

5. Néu dong v véi mdu dang xemn thi nhdn niit OK dé tao béi tunet trinh
mdi theo mdu néy.

New Presentation

Personal Templates

2010 calendar . pok =
BE| ause and effect diagram.pot .
ﬁFood pwramid presentation.pok Presigm

ﬁLightning skrike image slide.pot
ﬁSix—month timeline  pok

] dtt 1 2MailMergell pot

EWorld in hand design template, pot

I oK I [ Cancel J

Cricmdu deang b frén din

1.2. Tao bai thuyét trinh Hr mot bai c6 san

Khi di co sdnmot bai thuyét trinh, co thé tao bai thuyét trinh méd mé noi
dung tuong ty dua trén bai sin co 46 dé tiét kigm théd gian. Cac buic
thure hign nhir sau:

1. Vio ngan File
2. Chon l¢gnh New, hé p Available Ternplatesand Theresxaidthign bén phdr

ke

Chon New from Existing

.

Hély im één not chita tdp fin Binh didn mdu vé chon né

&

Nhdn niit CreateNew dé too moi bai trinh dién duea trén fdp tin oo sén.
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Hew from Existing Presentation

tookin: [ (3 Bocks 2010 ¥ @-@ Xoi@E-

@My Recent (2 Multimedia
Docurnents EﬂMvTemplates

(B Deskton (2 PowerPoink 2010.pptx
PuwerPDint 2010a.pptx
"‘D*V : P e pptx
ol PuwerPuint_ZDlD.pptx
My Type: Micrasaft Office PawerPaint Presentation
el Size: 17.3 MB
gMy Metwark, Date Modified: 12/19/2009 5:51 AM
Places

File name: | - |

Files of bype: |A\I PowetPoint Presentations (%, ppty™ . pps;™ pot; ¥, pptxg®. pptm; *.ppsx g™  ppsm;® . pobg ™, pakm; * hitn v |

i Create Mew H Cancel

v

Tao bei thuyet frink Hemdt baico =n

2.3. Tao nhanh cac slide thuy&t trinh Uf tap tin dan bai
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Ngoai nhimmg cich trén, PowerPoint con cho phép tao bai thuyét trinh tir
cic tip tin chda cac img dung khic. Vi du, ching ta hién soan trurde dan
bai cia bai thuyét trinh trong cic trinh soan thao vEn ban Word,
WordPad, NotePad,... S5au d6, PowerPoint nhip cic dan bai nay vao
thanh cac slide v chi cin bd sungthém cic hinh anh, video, am thanh,...
l4 &3 co mot bai thuyét trinh hoan chinh. Cac buére thare hign nha sau:

Open |i
Lookin: [ £ Books 2010 ¥ @& XciE-
@ My Recent Mame & Size | Type Date Modified
S T — File Folder 1/1/2010 11:07 AM
(83 Deskiop (CMyTemplates File Folder 1{6/2010 1:46 FM
5 Mau‘docx F3KE  Microsoft Office Wio..,  1/6/2010 8:52 AM
1] 3 P ;
plch—. nikOutling rtf 33KE  Rich Text Format 146/2010 2:09 PM
o PowerPoint2010,d 133 KR Microsoft Office Wo.,,  1/7/2010 357 AM
2 c;mpute, B\powerPoint2010_Te] Type: Rich Text Format rosoft Office Wo...  1/6/2010 7:44 AM
Bwhat news docy | Dt Modtied: 16(2000 2:08 PM e ffice ... 12)18(2000 10:14 AM
Q My Network ' Size: 32.4 KB )
Places yBackup Folder 147/2010 3:57 AM
File name: | - |
Files of type: [all outlines (. bty * vty doc ™ wpd;* awps;™ doc; . doem) ]

Tao nhanh bai thuyet brink B idp Hn outline



Vido ngdn File
Chon lénh Open, hép thoai Open xudt hign
Tai Files of fype chon kidu tdp tin ld All Outlines

e L2 Mok

Chon tdp fin Outline mong rmuedn vd chon Open 88 mid.

2. Luu bai thuyét trinh
Trong sudt qua trinh bién soan bai thuyét trinh, chiing ta phai thuémg
xyén thure hign lénh hm tap tin dé tranh cic sy cd bit nee xay ra co thé
lam mat di cic slide mia ta vira hién soan. Tuy theo théd diém thuc hign
1énh hm ma PowerPoint thuce hign cic hoat dong khihc nhau, san dayv la
mot s6 truims hop.

2.1. Luu bai thuyat trinh Ian dau tién o dinh dang PowerPoint
Lan dau tién thue hign lénh hn tip tin bai thuyét trinh thi PowerPoint sé
mdr hip thoai Save As. Tir hop thoai nay, ban hiy dat tén cho tip tin,
chon loai dinh dang tép tin va chon vi tri trén & dia dé luu triv. Cac buic
thuc hign nhwsau:
1. Vdo ngen File
2. Chon lgénh Save, hip SaveAsxudthign
3. Nhdp tdn idp tin bai thuyst finh tai hép Filename. Vidy ban ddt tén
tip #in I PowerPoint 2010. (Tdp #in nédy s& deae divng A48 thue hénh trong
car viduy sau ndy eria Wi lidu).
4. Chon loai dinh dang tdp tin tai Save as type. Vi du ban chon kéu tdp
fin Ia PowerPoint Presentation (Y. ppix).
*  PowerPointmdodinh kidu idp fin ld PowerPoint Presentation (*.ppix),
I¢i kidu dinh dang diing che PowerPoint 2007 véa 2010.
o (¢ thé i 18p #in theo dinh dang PowerPoint 97-2003 Presentation
(. ppt) & cdc phién bdn PowerPoint 2003 tré vé trec co thé mé duoc bai
thuvét rinh tgo trén PowerPoint 2010. Tuynhién, cde higu ing vd cde kéu
dinh dang ddc thit aia PowerPoint 2010 =& khéng hoat dong.
5. Taihdp Savein, m dén thu muc odn T tdp Hin.
6. Nhédn niif Savedd ha.
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Save in: |Ei| Books 2010 gl @-@ X &

My Recent | |E)Backup
< Documents | P=ypylkimedia

(@ Desktap [CryTemplates
OpenSampIeOutIine.pptx
My PowerPoint 2010.pptx
® Document s (o 2
PowerPolnt 2010a.pphx
Iy (SE :
E Computer PowerPolnt 20105ample.ppkx

SE| PowerPaint_2010.ppt
gMy Mebwork - RH
Flaces

File: name: |TenBaiThuyetTrinh.pptx

]
5&ve as Lype: F'u:n.--_ ink: Presentatio gl
)

A

2.2, Luu bai thuyét trinh cac lan sau
Sau khi 44 o tap tin trinh dién, khi ¢o higu chinh, thém noi dung va
mudn hru bai thuyét trinh lai c6 thé Im theo mot trong cac cach sau:
» Vio File|chon nit Save, hodc
s Nhdn niit Sare {lg} trén Quiick Access Toolbar, hodc
o Nhdn t3 hop phim @t <CirleS>.

Home Insert Design Tran|
-
g Information

B savens
ﬁ Cpen

B Close %
Protect
Presentation ~
Recent |

2.3. Luu bai thuyét trinh o cac dinh dang khac
PowerPoint cung cip rat nhiéu kiéu hm dinh dang khic nhau cho ban
Ira chon, tirvigc hna bai thuyét trinh sang dinh dang hinh anh nlnr JPEGs
(.jpg), Portahle Document Format {pdf), trang weh (honl), Open
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Document Presentation (.odp — phin mém bién soan bai thuyét trinh
trong ho OpenOffice), va tham chi I luu bai thuyét trinh sang dinh dang
phim,...

Thure hién cac bude sau dé hn bai thuyét trinh sang cic dinh dang khic:
1. Mé béai thuwdt Binh ruedn i sang dinh dong bhdc, vi du dong pdf.

2. Vio ngdn File.

Chon lgnh Save As, hip Sare As xudthign.

e Lo

Tai Saveas type, ban chon lai kéu dinh dang Khde.
5. Nhdn niit Saredéthie hign lénh.

: |
File: marme: |Pu:uwerPu:uint 2010.pplx

Save as bype! |ppoE i*.pdf)

PowerPoint Presentation (¥, ppkx)

PowerPoint Macro-Enabled Presentation (%, pptm)

PowerPoint 97-2003 Presentation (*

PDF i* pdfy

Y ,. #PS Document (%, xps)
~ |PowerPoint Template (. pokx)

L |5

ppt

2.4. Chuyén bai thuydt trinh sang dinh dang video
Nhim gitip dé dang hon trong viéc giti thigu dén khdn gia va chia sé tai
litu, PowerPoint cho phép chuyén bai thuyét trinh sang mot sd dinh
dang video thong dung nhu Windows hMedia Video (.wimv) va tir 4o co
thé dimg cic cong cu 1 li phim &€ chuyén ddisang cic dinh dang video
khac nhu .avi, .mov,...
Mot diém rit hay khi chuyén bai thuyét trinh sang dinh dang video Ia tit
ci cic higu tng, hoat cinh, am thanh hay phim nhiing trong bai déu
duoe ty dong chuyén theo, ké ca vigc ghi ém long tiéng va sit dung con
tro laser trong bai thuyét trinh.
Cac budc thuce hign nhar sau:
1. Mé bai tunwt frinh paidn chuwén sang dinh dong video.

Vo ngdn File

Chon lgnh Share

Tainhom File Types, chon Createa Video

s Lo Do
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BEH9-0O_QTVEI- PowerPoint 2010.pptx - Microsoft PowerPoint o B R

-

Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat & a

Help

B3 et

H Save }
& Share Create a Video
Save As
@a Send Using E-mail Create a full-fidelity video from this presentation that can be
ﬁ Open distributed by using a disc, the Web, or e-mail.
- Saveto SkyDiive B Incorporates all recorded timings, narrations, and laser
G’ Close . &4 pointer gestures
Inf Saveto SharePoint B Includes all slides not hidden in the slide show
AL ¥ Preserves animations, transitions, and media
g i B  Broadcast Slide Show
ELEn The time it takes to create a video varies depending on the
E  Publish Slides length and complexity of the presentation. You can continue to
New use PowerPoint while the video is being created.
: File Types o Get help burning your slide show video to DVD or
Print

I3  Create PDF/XPS Document

7 Add-Ins

Options Seconds to spend on each slide: | 05.00 =

-

uploading it to the Web
B Change File Type

Computer & HD Displays

For viewing on a computer monitor, projector, or hi...
G o>
Don't Use Recorded Timings and Marrations

@ Package Presentation for CD

-

® Mo timings or narrations have been recorded

% Create Handouts

o

Create
Video
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5. Chen chét lupng video fai hép xd xuing phia bén phdi ctia s Share.
Ca ba lva chon che ban:

* Computer & HD Displays: 28 fae videe véi chdt lvpng hinh dnh cao
nhdr vé dp fin sF oo dung Ivong lom nhdt. Kidu k9 xaudf ndy co thé diing
A& phet trén mdn hinh mdy tnh, mdy chidu hedc cde thiét bi hidn thicd
cld phdn gidi cao.

« Internet & DVD: Che chdt hang video & mikc frung binh va fdp tin cd
keh thiese via phdi. Kidu k¥ xudt ndy thich hop che vige chia sé qua
mang Internet hay chép ra dia DVD.

« Portable Devices: Xidt ra videe cd chdt lvong thdp nhdt va tdp tin s&
c6 kch thrade nhé nhdt. Loai k¥t xuudtndy thich hop &8 ii vdo cde thidt bi
di dongnhi Zine, ede PDA hay Smgrt Phone...

6. Tgi Use Recorded Tirmings and Narrations ben co cde ey chon sae:

* Don't Use Recorded Timings and Narrations: Nétt ban khéng mudn
léng tidhg va ghi lai cde hoat dong aia con £6 laser thi chon fuy chon nédy.



