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TUY N BO BAN QUYEN

Tai lidu nay thudc loai sich gido trinh nén cdc ngudn théng tin c6 thé
dugc phép dung nguyén ban hoic trich din dung cho céc myc dich vé dio tao va
tham khao.

Moi myc dich khac mang tinh 1éch lac hoac st dung véi muc dich kinh
doanh thiéu 1anh manh s& bi nghiém cAm.

Ma tai liéu: THUD — MH12



LOI NOI PAU

Microsoft Powerpint 12 mot cong cu bién tap va trinh dién bdo cdo trén
mdy tinh phd bién nhit hién nay. O Viét Nam, PowerPoint ciing da dugc dp
dung rat nhiéu trong c4c budi hop, cdc budi du dn hogc san phém.

Microsoft Powerpint 2010 dugc st dung nhiéu tinh ning méi véi thanh
giao dién Ribbon thudn loi hon nguoi sit dung. C6 rét nhidu tai liéu huéng din
sir dung Autocad rét chi tiét, ddy du. Tuy nhién, Tai liéu nay c6 5 chuong, cac
chuong dugc té chirc theo thanh céc dang nhém, timg nhém ndi dung 16n tuong
tmg v6i qud trinh xdy dung bai thuyét trinh. Tai liéu nay cung cip cho cdc em
hoc sinh, sinh vién nganh Tin hoc tng dung néi chung, va hoc sinh — sinh vién
trinh d§ Cao ddng — Trudng Cao ding GTVT Trung uong I ndi riéng nhing kién
thitc bd ich va Ia nén tang quan trong cho cdc em bét diu hoc Powerpoint

Chinh vi vay, tai lidu nay dugc thiét ké theo huéng vira hoc vira lam. Céc
khdi niém dugc giai thich don gian, d& hiéu nhung tic gia chi trong dén ky ning
thuc hanh nén céc ban phai ¢é ging hoan thién timg phan trong tai lidu. Tir d6
gitip ngudi hoc tiép cin céc thao tac thuyét trinh bdo cdo moét cach chuyén
nghiép.

Noi dung cudn tai lidu nay bao gdm:

Chuong 1: Gidi thiéu chwong trinh PowerPoint 2010

Churong 2: Tao bai thuyét trinh co ban

Chwrong 3: Xy dung néi dung bai thuyét trinh

Chuwong4:Lam viéc vdi cdc hiéu tmg hoat canh

Chuwong 5. Chudn bi thuyét trinh

Mic dit ¢6 nhidu c6 géng trong khi bién soan nhung gido trinh khong thé
tranh khoi nhiing sai s6t khi 1in diu bién soan. Vi vdy, rit mong nhén dugc y
kién gop ¥ cua cac dong nghiép va ban doc.

Céc dong gop y kién xin gui vé dia chi: email:coban. gtvttw 1 @ gmaill.com
- Truong Cao ddng GTVT Trung wong I

NHOM BIEN SOAN
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CHUONG 1. GIOI THIEU CHUNG VE POWERPOINT 2010

Muc tiéu:
Sau khi hoc xong chuwong ndy, nguoi hoc cé kha nang

- Trinh bay duoc cdc khdi niém co ban vé PowerPoint; cac budc khoi dong va
thoat khoi PowerPoint 2010; cac budc in bai thuyét trinh

- Thuc hién duge cac budc khoi dong va thodt khoi PowerPoint diing cach; cac ky
thudt in 4n slide dang phuong phap.

- Rén luyén tu duy va thai d6 hoc tap nghiém tic

Noi dung chuong:

1. Gi6i thi¢u chung

PowerPoint 2010 1a mdt phi‘m ctua bd Microsoft Office 2010. Ciing giéng nhu
Word (chuong trinh xtr ly van ban), Excel (bang tinh), Outlook (trinh quan ly e-mail
va quan ly cong viéc ca nhan) va Access (co so dir liéu), PowerPoint gitip ching ta tao
nén céc bai thuyét trinh sinh dong va 16i cuén.

Do PowerPoint duoc tich hop rat chit chd v6i cac thanh phén khac cua bd
Microsoft Office 2010, nén chung ta co thé chia s& thong tin gitra cac ung dung nay rét
d& dang. Vi du, ching ta c6 thé vé biéu do trong Excel va co thé cheén biéu dd nay vao
slide cua PowerPoint hodc ching ta co thé chép cac doan van ban cua Word dé dua
vao slide,...

M@t sé diém mdi trong PowerPoint 2010
* Ribon

PowerPoint 2010 xay dung Ribbon ¢6 cac nut 1énh dd hoa d& nhén biét dugc chia
thanh nhiéu Tab (ngdn) thay cho hé théng thuc don x6 xubng trude diy. Mi tab
giéng nhu mot thanh cong cu véi cac nat 1énh va danh sach 1énh cho ngudi ding lya
chon sur dung.

- Thém mot thanh cong cu goi 1a Quick Access Toolbar (QAT - thanh cong cu truy
cap nhanh) gitip ngudi ding c6 thé tily bién va gin thém cac nit 1énh thuong ding mot
céch nhanh chéng va dé dang.

- Ribbon xuét hi¢n thém ngan Transitions gitip viéc 4p dung higu tmg chuyén tir
slide nay sang slide khac dugc nhanh va thudn tién hon. Ngoai ra, nit Minimize the
Ribbon gitip ngudi ding dé dang phéng to hay thu gon Ribbon.

Tab dang chon Quick Access Toolbar

Homk  Inset  Design  Tansions  Ammation:  SideShow  Review  View  Developer  Addins  Acobat

= z

Shapes Arange




* Ngan File thay cho niit Office
Ngin File chira céc 1énh lién quan dénbai thuyét trinh dang soan thao nhu thudc

tinh tap tin, thiét 1ap mat ma bao vé, luu trit, in 4n va chia s& bai thuyét trinh.

i

- HO trg 1am viéc cong tac

- Nhom cic slide vao céc phi?\n trong bai lhuyét trinh
- Tron va so sdnh ndi dung cua cic bai thuyél trinh
- Hd trg vira soan thao vira chay thuyét trinh trén ciing m§t man hinh
- Bién soan bai thuyél trinh moi lic moi noi
- Nhiing , hiéu chinh va xem video trong bai thuyét trinh
- Tich hop sin tinh ning chuyén sang dinh dang PDF/XPS
- Chup anh man hinh
- Thém nhiéu hiéu ung doc dao cho hinh anh
- X6a cdc phén khong cén thiét trong hinh
- H3 tro tiy bién Ribbon
- Nang cép SmartArt
- Nhiéu hi¢u tmg chuyén slide méi
- Sao chép hiéu img
- Tang tinh di dong cho céc bai thuyét trinh
- Boadcast bai thuyét trinh
- Bién con tré chudt thanh con tro laser
2. Khdi djng va thoat khéi Microsoft PowerPoint2010
2.1. Khdi déng

E

. Tu cira s Windows ban chon Start

. Chon All Programs

. Chon Microsoft Office

. Nhiép chuét 1én Microsoft Office PowerPoint 2010

N T



2.2. Thodt: Co 3 cdch thodt nhw sau:
- Cach 1: Nhép vao niit Close (%) ¢ gbc trén ciing bén phai cira s6 PowerPoint
- Cach 2: Vao ngan File chon Exit, hoac
- Céch 3: Dung t6 hop phim tit <ALT+F4>
Khi ¢6 su thay di trong ndi dung bai thuyét trinh ma ban chua luu lai thi
PowerPoint s& hién hop thoai nhéc nho ban.
- Chon Save: s& luu lai cac thay dbi trude khi thoat PowerPoint
- Chon Don’t Save: s& thoat PowerPoint ma khong luu lai cac thay doi
- Chon Cancel: dé& huy 1énh thoat PowerPoint

Microsoft PowerPoint

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

[[_seve ] [pontsave ] [ cancel ]

3. Giao dién cira s6 chwong trinh

Nean File [Thanh rang thai | Khuvee | I San
savsecn s o ETE s, moss o Maximize/Restore
Quick Access toolbar Tifle bar o 1a slide Minimize
L ]
= 8 E-
Orvioser  adains Aaosnt_& @
»
cang
|
— |
Mictosoft
POWERPOINT 2010
:
Click to add notes
Stecior2 | Ter | S ErTERTYC o]

4. Céc ché d¢ hién thi trong cira sb chuong trinh

PowerPoint 2010 ¢6 hai nhom hién thi do 1a nhom Presentation Views dung trong qua
trinh soan thio va nhém Master Views ding trong qué trinh thiét ké slide, bd cuc ban
in va trang chi slide thich. M3i kiéu hién thi c6 cong dung riéng trong qua trinh soan
thao, thiét ké, chinh sira hoac trinh chiéu bai thuyét trinh.



= Mirosoft

POWERPQINT 2010 |

Click to add notes

sidedot3 | Tk

2 s
Negai— ‘ ‘ L siae siow
[ Slide Sortes Reading View
Nhém Presentation Views c6 cic kiéu hién thi sau:
- Normal: Ché d¢ nay ding rat nhiéu trong qué trinh bién soan bai thuyét trinh
- Slide Sorter: Ché d¢ nay gitp xem tong thé bai trinh di&n, bd cuc, ciing nhu trinh
tu céc slide trong bai thuyét trinh.
- Notes Page: Ché do nay gitip ta thém cac ghi chii vao slide (cac ghi chu nay s&
khong hién thi khi trinh chiéu)
- Reading View: Xem trudc bai thuyét trinh trong giao dién soan thao

Nhém Master Views X o i )

- Slide Master: Luu trir thong tin vé thiét ké kiéu dang, mau sac, font chir, bo
cuc,... cho cac slide

- Handout Master: Thiét 1ap cac thong sb cho cac trang in handout nhu chidu
handout, chidu cta cac slide bd tri trén handout, s slide trén mot trang in, se"lp xép vi
tri ctia cac header, footer, hop hién thi ngay thang va sb trang trén handout, ...

- Notes Master: Thiét 1ap cac thong sé cho céc trang in kém thong tin ghi chu cia
slide twong tu nhu handout.



CHUONG 2: TAO BAI THUYET TRINH CO BAN

Muc tiéu:
Sau khi hoc xong chwong nay, nguoi hoc c6 kha nang

- Trinh bay duoc cac budc tao bai thuyét trinh co ban; cac budc Luu; mo;
d6ng bai thuyét trinh va cac ndi dung lam viée véi slide

- Thuc hién dugc cac bude tao; luu; mo; dong bai lhuyél trinh va céc thao
tac lam viéc slide

- Reén luyén tu duy va thai d§ hoc tap nghiém tic

Négi dung chuong:

1. Tao bai thuyét trinh

1.1. Tao bai thuyét trinh réng
Khi khoi dong chuong trinh PowerPoint thi mot bai trinh dién rdng (blank) da mic
dinh duoc tao ra, day chinh la cach tao bai [huyél trinh méc dinh ciia PowerPoint

Céac budc thuc hié¢n nhu sau:

Phim tit:

1. Vao ngan File

2. Chon Iénh New, hop Available Templates and Themes xuét hién bén phai
3. Chon Blank presentation

4. Nhén nat Create dé tao méi.

Diuing to hop phim tét <Ctrl+N> dé tao nhanh bai thuyét trinh réng

L}
1.2. Tao bai thuyét trinh tiv méu cé sén
1. Vao ngan File
2. Chon Iénh New, hop Available Templates and Themes xuét hién bén phai
3. Chon Sample templates
4. Chon mdt mu thiét ké tir danh sach bén dudi va xem hinh minh hoa phia

14



bén phii cira sb.
5. Nhén nut Create dé tao mdi bai thuyét trinh

1.3. Tao bai thuyét trinh tir mét bai cé sin
Cac budce thuc hién:
E . Vao ngan File

. Chon 1énh New, hdp Available Templates and Themes xuét hién bén phai
. Chon New from Existing

. Hay tim dén noi chira tap tin trinh di&n mAu va chon né.

I S S

. Nhén nit CreateNew dé tao méi bai trinh di&n dua trén tap tin ¢ sin.

1.4. Tao nhanh cdc slide thuyét trinh tir tép dan bai

Céc budce thyc hién nhu sau:

% 1. Vio ngin File
. Chon 1énh Open, hop thoai Open xuét hién

. Tai Files of type chon kidu tap tin 1a All Outlines.

AW N

. Chon tép tin Outline mong mudn va chon Open dé mo
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2. Luu bai thuyét trinh

Trong subt qud trinh bién soan bai thuyél trinh, ching ta phai thuong xuyén
thyc hién 1énh luu tap tin dé tranh cdc sy 6 bat ngd xay ra ¢6 thé 1am mét di cdc slide
ma ta vura bién soan

2.1. Luu bai thuyét trinh lan diu tién

Cac budce thyc hién nhu sau:
. Vao ngan File

% . Chon Iénh Save, hop Save As xuét hién

. Nhap tén tép tin bai thuyét trinh tai hop File name. Vi du ban dat tén tap
tin 1a PowerPoint 2010. (Tép tin nay s& dugc dung dé thyc hanh trong cac
vi du sau nay cua tai liéu).

4. Chon loai dinh dang tap tin tai Save as type. Vi du ban chon kiéu tap tin

la PowerPoint Presentation (*.pptx).
5. Tai hop Save in, ban hay tim dén thu muc can luu tap tin
6. Nhéin nut Save dé luu

[SSRINI

(o o
Bo-a xan-
3 e Eeonsbort 2010 ppex
Lo i
e 5




Qui dinh vé dt tén tdp tin:
Tén tp tin c6 thé dai t6i 255 kf tw va ban c6 thé dimg tdt ca cic loai ky
i dé dat tén ngoai trir cac ky tw sau <, >,?, * /, va\

2. 2. Luu bai thuyét trinh cic lin sau
B1. VaoFile | chon nut Save, hodc
B2. Nhin nit Save (H) trén Quick Access Toolbar, hodc
B3. Nhén to hop phim tit <Ctrl+S>

Tran|

Insert

Home

| save .
————  Information

Bl saveas

Design

Protect
Presentation ~

Recent

Thém niit Iénh vao QAT:
é Dé thém nut Save vao thanh Quick Access Toolbar ban nhdp trdi chugt
vao nit Customize Quick Access Toolbar (¥ ) va chon niit Save.

2.3. Luu bai thuyét trinh ¢ cic dinh dang khdc

Céac budce thyc hién nhu sau:

E 1. Mo bai thuyét trinh mudn lwu sang dinh dang khac.
. Vao ngan File

. Chon Iénh Save As, hop Save As xuét hién

. Tai Save as type, ban chon lai kiéu dinh dang khac.

woR W N

. Nhén nat Save dé thyuc hién I¢nh.

File name: PowerPoint 2010.ppbx

>R <

Save a5tPE: | poF (+.pdf)

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

2.4. Chuyén bai thuyét trinh sang dinh dang video
Céc budc thye hién nhu sau:

E 1. Mo bai thuyét trinh muén chuyén sang dinh dang video.



L E)pa

L ¥
L ¥
¥

. Vao ngan File
. Chon Iénh Share
. Tai nhom File Types, chon Create a Video

[T SRS

. Chon chét luong video tai hop x6 xuéng phia bén phai cira s6 Share. C6
3 lya chon cho ban:
- Computer & HD Displays: Dé tao video vai chét lugng hinh anh cao
nhat va tap tin s€ co dung lugng 16n nhat. Kiéu két xuit nay c6 thé ding
dé phat trén man hinh méy tinh, may chiéu hodc cac thiét bi hién thi co
d6 phan giai cao.
- Internet & DVD: Cho chit lugng video & murc trung binh va tap tin c6
kich thuéc vira phai. Kiéu két xut nay thich hgp cho viéc chia s& qua
mang internet hay chép ra dia DVD.
- Poratble Devices: Xuat ra video c¢6 chit luong thfip nhét va tap tin s& co
kich thuéc nho nhét. Loai két xudt nay thich hop dé tai vao cac thiét bi di
dong nhu Zune, cac PDA hay Smart Phone. ..
6. Tai Use Recorded Timings and Narrationsban c6 cac tiy chon sau:
- Don't Use Recorded Timings and Narrations: Néu ban khong muén 1dng
liéng va ghi lai cac hoat dong ctia con tro laser thi chon tuy chon nay.
- Use Recorded Timings and Narrations: Chi cho phép chon khi ban da
hoan tAt viéc 1ong tiéng va cac hoat dong ciia con tro laser trong bai
thuyét trinh. Ban chon tiy chon nay néu mudn video két xuit co léng
tiéng va cac hoat dong cua con tro laser.

7. Nhip nat Create Video, hop thoai Save As xuét hién

8. Dt tén tap tin, chon noi luu tri¥ va nhin nut Save dé bit ddu chuyén dbi.

:]

T
EE

= et BTt i

&2‘, No timings or namations have been recorded

oo AFO Do
oiin on omps menk pejco e [3
Computer 0O

o ons oo f—

temet & 0VD
For uplaading t the Web and burning to standard DVD. (Medium — 640 x 430
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2.5. Chuyén PowerPoint sang dinh dang PDF va XPS
Céc budc chuyén PowerPoint sang dinh dang PDF hogc XPS:

ﬂ

1. MO bai thuyét trinh muén chuyén sang dinh dang PDF/XPS.
2. Vao File

3. Chonlénh Share

4. Tai nhom File Types chon Create PDF/XPS Document

5. Nhén nat Create a PDF/XPS, hop thoai Publish as PDF or XPS xudt hién
6. Nhap tén bai thuyét trinh vao hop File name

e Néu chon Open file after publishing thi tap tin PDF/XPS sau khi
chuyén s& duoc mo 1én.

e Tai Optimize for c6 hai lua chon:
= Standard: khi muén phat hanh tryc tuyén voi chit lugng cao vé

hinh anh hoac dung cho viéc in an(kich thudc tap tin 16n).
= Minimum size: dung cho viée doc truc tuyén la chu yéu vi khi
in ra cac hinh s& bi m¢ (kich thudc tap tin nho).
7. Nhén nat Option dé thiét 1ap thém céc tuy chon:

e Tai Range: chon céc slide cAn chuyén ddi hoic c6 thé chon tir
custom show ma ban da tao trudc d6 trong bai thuyét trinh.

o Tai Publish options: chon hinh thirc ma slide s& in ra trén giz’iy nhu
kiéu handout, slide, notes pages hodc 1a outline. Ngoai ra con co
cac tuy chon khac nhu k& khung cho slide, in cac slide bi an, in
cac thong tin chu thich hay thong tin chinh sta...

e PDF options: tily chon vé tinh tuong thich véi tiéu chuan ISO va
qui dinh cach chuyén vin ban thanh dang chir bipmap (lam ting
kich thudc tap tin) néu cac font khong thé nhung vao tap tin PDF
dugc.

8. Nhén niit OK sau khi thiét 1ap xong cac tity chon va déng cira sd Options
9. Nhin nit Publish dé bat dau chuyén doi.



CFERFEE Soverent 010 gt - iroson poverant cea
I e W |
= Share Crete 270705 Documen
P PEET——
s @ snewsmome
oo oty s
3 @ setoshon e ene s bl We
e B sessamsidese
.
New G
- File Types. L
Pp—
3 Comer oS et
e 8 coervies
Bt | g s panontaco
B optons B e Handeuts
e 2
Options
Publish as OF or Y05 Range
RS fomrutiin O] O current side
[@MyReett | |Qean N
s || Syupmeds Osigets) 7ot [1 ]
] =
Boestn % Publish options
o s what:
- Publeh wh:
Sides B por
aw
Corpser [ Frame sides 2
e e ickden sdes
| s [ include hidden slde

[ tnclude comments and ink markup
Tnchade norpriting information
[Z]Document propeties
7] Document structure tags or accessbity
POF optons
[ (1150 13005-1 complint (°DF/A)
P Btap text when fonts may not be enbedded

Flvaitepions 4
Ot s o i) «

3. Bio v¢ bai thuyét trinh bing mit ma

3.1. Thiét Iip mat ma

Cac budc thyce hién nhu sau:

%

Mo tap tin muén dat mat ma trén man hinh PowerPoint
Vao ngén File

Chon Save As, hop thoai Save As xudt hién

Pat tén tap tin tai hop File name

Vao Tools va chon General Options... HT General Options xuét hién

S o

Thiét 1ap mat ma:

o Néu mudn nguoi ding phai khai bao mat ma khi mé tap tin thi ban
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hay datmat ma vao hop Password for open

o Néu mudn ngudi ding phai khai b4o mat ma khi mudn hi¢u chinh

tap tin thi ban hay dat mat ma vao hop Password ro modify

7. Xac nhan lai cac mat ma khi c6 yéu cAu trong hop Comfirm Password.

8. Nhén OK khi hoan tét dat mat ma

9. Nhan nut Save dé luu bai thuyét trinh v6i cic mat mi vira thiét 1ap.

General Options
General Options.
File encryption settings for this document
Password to gpen:
File sharing settings for this document
Password to modfy:
Privacy options
O
Macro securky
‘Adust the security level for opening ies that might

trusted macro developers.

Macro Securiy...

Néu chion sé loai bo cac |
théng tin cé nhan cia i
hgudn ding trong tap tin. |

uét lap cac toy chon 461 |
+6i mé Macro v VBA

o) Cow)

Confirm Password

Reenter password to open:

Caution: IF you lose or Forget the password, it cannot be
recovered, It is advisable to keep a list of passwords and their
corresponding document names in a safe place. (Remember
that passwards are case-sensitive.)

Ngoai cach dat mat ma bao vé theo cach cii néu trén, PowerPoint 2010 ¢6 tinh nang

Protect Presentation bao vé . Cac budc thyc hién nhu sau:

ﬂ

1. Mo tap tin muédn dat mat ma trén man hinh PowerPoint

2. Vao ngin File
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