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LOI NOI PAU

Microsoft Powerpoint 2010 (goi tat 1a Powerpoint 2010) 1a phan mém ung dung
nam trong bo Office 2010, 12 mdt chuong trinh soan thao tao ra cac bai thuyét trinh, cac
dién hinh sinh dong. Powerpoint hd tro dac lyc tir cac nhan vién van phong, thu ky dén
gido vién,.... C6 thé truyén tai ndi dung trinh bay mot cach sinh dong, ngian gon va dé
hicu

Trong khudn kho gido trinh, toi di bién soan danh cho nhiing nguoi chua biét gi vé
MS. Powerpoint va ca nhitng nguoi da biét vé MS. Powerpoint.

Gido trinh dugc phan chia thanh bay bai, tir giéi thiéu vé giao dién, thao tac trén
giao dién dén dinh dang chung; cach tao hoat hinh cho cac dbi tuong trén Slide dén tao
tiéu dé dau cubi trang cua céac Slide; cach cheén hinh anh, &m thanh, video; cach tao duong
lién két sinh dong nhu mot trang web . ...

Khi bién soan gigo trinh nay, t6i da c¢b ging hoan thién mot cach tét nhat. Tuy nhién
khong thé tranh khoi sai sot. Toi rat mong nhan dugc su dong gop ¥ kién ctia cac ban hoc
sinh, sinh vién cling nhu cac dong nghiép. Moi v kién déng goép xin gui vé hop thu:

nguyenmaicnt@gmail.com.

Binh duong, ngay 10 thang 3 nam 2018
Tham gia bién soan

Chu bién

Nguyén Thi Mai
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Bai 1.
TONG QUAN VE PHAN MEM TRINH DIEN

A.MUC TIEU.

- Trinh bay duoc ing dung phan mém dung dé trinh dién;
- Thuc hién duogc cac thao tac trén trinh don,;

- Rén luyén y thure lao dong, tac phong cong nghi¢p, co6 trach nhiém va sang tao.
B. DUNG CU - THIET BI - VAT LIEU.
C. NOI DUNG.

1.1. GIOI THIEU MS. POWER POINT

PowerPoint 2010 1a mot phan ctia bd Microsoft Office 2010. Ciing giéng nhu Word
(chuong trinh x1r Iy van ban), Excel (bang tinh), Outlook (trinh quan 1y e-mail va quan ly
cong vi¢c ca nhan) va Access (co so dit li¢u), PowerPoint gitip ching ta tao nén céac bai
thuyét trinh sinh dong va 16i cudn.

Khi thuyét trinh, chung ta c6 thé dung céc loai dung cu hd tro nhu : slide 35mm,
phim chiéu cho may overhead, cac slide trén mdy tinh, ban thuyét trinh duoc in ra gidy,
cac ban ghi chu cua nguoi thuyét trinh. PowerPoint c6 thé tao ra tit ca cac loai dung cu
trén va co thé kém theo cac hiéu tng hap dan va thu hit ngudi nghe.

Do PowerPoint dugc tich hop rat chat ch& véi cac thanh phr:in khac cua bd
Microsoft Office 2010, nén chung ta c6 thé chia s& thong tin giita cac tmg dung nay rat dé
dang. Vi dy, ching ta c6 thé v& biéu do trong Excel va ¢ thé chén biéu d6 nay vao slide
ciia PowerPoint hodc ching ta co thé chép cac doan vin ban cia Word dé dua vao
slide,...

1.2. KHOI DPONG VA THOAT
1.2.1. Khéi dong

Tuy theo phién ban Windows ma ban dang sir dung ma duong dan dén chuong trinh
PowerPoint s&é khac nhau d6i chat. Trong Windows XP, Windows Vista va Windows 7
thi duong dan truy cip dén chuong trinh 14 giong nhau. Cac budc khoi dong nhu sau:

Céach 1:

- Budce 1: Tir cra s6 Windows ban chon Start




- Budce 2: Chon All Programs
- Budc 3: Chon Microsoft Office
- Budc 4: Nhap chudt 1én Microsoft Office PowerPoint 2010
Cach 2: Chon biéu twong @@l trén man hinh Desktop
1.2.2. Thoat
Thoat chuong trinh PowerPoint rat don gian, ban lam theo céc cach sau :
- Cach 1: Nhép vao nat Close (£) & goc trén cung bén phai cira s6 PowerPoint.
- Cach 2: Vao ngan File chon Exit.
- Cach 3: Dung t6 hop phim tat ALT+F4.
1.3. MOT SO THAO TAC CAN THIET
1.3.1. Tim hiéu cac thanh phin trén cira so
1.3.1.1. Giao dién
Giao dién cua Powerpoint 2010 khéng c6 nhiéu thay d6i so véi Powerpoint 2007
nhung n6 hoan toan khac so v6i Powerpoint 2003 tro vé trudc. Cac thanh phan trén man

hinh giao dién nhu hinh 1.1
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Hinh 1.1: Man hinh giao dién ctia Powerpoint 2010

Thanh tiéu dé (Title bar): Thé hién tén cua chuong trinh dang chay 1a PowerPoint
va tén cua bai trinh dién hién hanh. Néu cira sd chua toan man hinh thi ta c6 thé dung
chudt kéo Title bar dé di chuyén cira s6.

Ribbon: Chtrc ning ciia Ribbon 1a sy két hop cua thanh thuc don va cac thanh cong
cy, dugc trinh bay trong cac ngan (tab) chira ntit va danh sach Iénh.

Quick Access Toolbar: Chira cac 1énh tit cia cic 1énh thong dung nhét. Ban co thé
thém/ b6t cac 1énh theo nhu cau st dung.

Nt Minimize: Thu nhé ctra s6 ing dung vao thanh tac vu (taskbar) cuia Windows;
ban nhap vao nit thu nhé cua tng dung trén taskbar dé phong to lai cira s6 Gng dung.

Nut Maximize/Restore: Khi ctra s6 ¢ ché do toan man hinh, khi chon nut nay s¢€ thu
nho cira s6 lai, néu cira s6 chua toan man hinh thi khi chon niit nay s& phong to cira so
thanh toan man hinh

Nut Close: Pong ing dung lai. Ban cé thé nhan duoc thong bdo luu lai cac thay d6i
ctia bai trinh dién.

Khu vuc soan thao bai trinh dién:Hién thi slide hién hanh.

Ngan Slides: Hién thi danh sach cac slide dang c6 trong bai thuyét trinh

Ngin Outline: Hién thi dan bai ctia bai thuyét trinh

Thanh trang thai (Status bar): Bao cdo thong tin vé bai trinh dién va cung cap cac
nut 1énh thay doi ché do hién thi va phong to, thu nhé ving soan thao.

1.3.2. Ribbon

Ribbon duoc t6 chie thanh nhiéu ngan theo chiic ning trong qué trinh xay dyung bai
thuyét trinh. Trong mdi ngan 1énh lai dugc to chirc thanh nhidu nhom 1énh nhé tao gitip
ngudi ding dé hiéu va dé sir dung cac chirc niang ciia chuong trinh.

Ngan Iénh theo
Cac ngan chia 1énh : ' !
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Hinh 1.2: Ngan Home trén Ribbon




Menu File: M¢ thyc don Filetir d6 ta co thé truy cap cac 1énh mé (open), luu (save),
in (print),tao méi (new) va chia s& bai thuyét trinh.

Menu Home: Chira cac nit 1énh thudong xuyén sur sung trong qua trinh soan thio bai
thuyét trinh nhu 1a cac vé 1énh sao chép, cit, dan, chén slide, bd cuc slide, phan chia
section, dinh dang van ban, v€ hinh va cac 1énh vé tim kiém, thay thé. ..

Menu Insert: Thuc hién cac 1énh chén, thém céac dbi twong ma PowerPoint hd trg

nhu 12 bang biéu, hinh anh, SmartArt, d6 thi, vin ban, doan phim, 4m thanh,...
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Hinh 1.3: Ngan Insert
Menu Design: Thuc hién cac Iénh vé dinh dang kic co va chiéu hudng cua cac slide,

handout, 4p dung cac mau dinh dang va cac kiéu hinh nén cho slide.
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Hinh 1.4: Ngan Design

Menu Transitions: PowerPoint 2010 to chirc Transitions thanh mot ngin mdi trén
Ribbon gitip chung ta c6 thé ap dung va thiét 1ap cac thong sb cho cac hiéu ting chuyén
slide rat nhanh chéng va thuan loi. Ngoai ra, ching ta c¢6 thé xem trudc hiéu Gng chuyén

slide ngay trong ché do soan thao.

Hinh 1.5: Ngéan Transitions
Menu Animations: Danh muc cac hiéu tmg ap dung cho cac ddi tugng trén slide,
sao chép hiéu mg giira cac dbi twong, thiét 1ap thoi gian ciing nhu cac su kién cho cac

hiéu Ung.
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Hinh 1.6: Ngan Animations

Menu Slide Show: Chuén bj céc thiét 1ap cho bai thuyét trinh truée khi trinh dién,
tly bién vé mat ndi dung ctia bai thuyét trinh trong cac tinh hudng bao céo, broadcast bai

thuyét trinh cho cac khan gia theo doi tir xa va thiét 1ap cac thong sé cho cic man hinh
hién thj khi trinh dién.
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Home Insert Animations

Slide Show % Review View Developer Add-Ins Format
== = B B = 1 = [ Play Narrati
P E = V| Play Narrations
=) ’j “0 el ° (= i l"iJ L:)
= i e = _'-;r < [ Use Timings
From From SetUp Hide
Beginning Current Slide Slide Show Slide

Design Transitions

{@ll] Resolution: Use Current Resolution ~
Broadcast Custom
Slide Show Slide Show ~

Rehearse Record Slide
Start Slide Show

Timings Show ~

Set Up

[F] Show Media Controls | [[]

Use Presenter View

Monitors

Hinh 1.7: Ngan Slide Show
Menu Review: Ghi chu cho cac slide trong bai thuyét trinh, so sanh va trén ndi dung
giita cac bai thuyét trinh va céng cu kiém tra 15i chinh ta.

Home Insert Design Transitions Animations Slide Show

F'.enew% View Developer Add-Ins
4 > - | [EEEa — Y B W = . o
vl % ¥ 2 oaganmm J

Spelling Research Thesa

"y
Translate Language | Show New Edit Delete Previous MNext Compare Accept Rejed
v > |Markup| Comment Comment b 2
Proofing Language Comments Compare

Hinh 1.8: Ngan Review
Menu View: Chuyén ddi qua lai giira cac ché do hién thi, cho hién thi hoic an thanh
thudc, cac duong ludi, didu chinh kich thuéc ving soan thao, chuyén doi giita cac ché do

mau hién thi, sap x€p céac cua so,...

"
Home Insert

Design Transitions

Animatiaons Slide Show Review View Developer Add-Ins
ol = = [E=] [E=3] | [ Ruter © [ Color) | = Arrange &1l g
|BI= B = = | P e A% iﬂ = H a [ =8 S s E‘j’ I=:1
' L - [ Gridlines L= [ Grayscale ! t—é‘ Cascade =3
[Normal| Slide MNotes Reading = Slide Handout MNotes = _ Zoom Fitto : New Switch Macros
Sorter Page View | Master Master Master | | Guides Window | mml Black and White | window 55 Move Split  windows ~
Presentation Views Master Views Show Zoom Color/Grayscale Window Macros

Hinh 1.9:Ngan View
Menu Developer: Ngan nay mac dinh dugc an vi no chi hitu dung cho céc 1ap trinh

vién, nhimg ngudi c6 hiéu biét vé VBA. P& mé ngin nay nhan vao nut File | Options |
Customize Ribbon |Developer.




Transitions Animations
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Insert Desian

G :).;)

= - ¥
Visual Macros Macro | Add-Ins COM M ® EBEE 2 3% | G view Code
Basic Security Add-Ins

Code Add-Ins Controls

Slide Show

Review

Q.

Document
Panel

Maodify

View

Developer

Add-Ins

Hinh 1.10: Ngan Developer

Menu Add-Ins: Ngin ndy chi xuit hién khi cai dit thém cac tién ich cho

PowerPoint.
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Hinh 1.11: Ngan Add-Ins

1.3.2. Thay ddi kiéu hién thij trong cira s6 chwong trinh

Raview View

Developar

Acrobat

PowerPoint 2010 ¢6 hai nhom hién thi d6 1a nhém Presentation Views dung trong

qua trinh soan thao va nhom Master Views dung trong qua trinh thiét ké slide, bb cuc ban

in va trang cha slide thich. Mdi kiéu hién thi c6 cong dung riéng trong qué trinh soan

thao, thiét ké, chinh sira hodc trinh chiéu bai thuyét trinh.
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Normal

Slide Sorter

3

Slide Show

Reading View

Hinh 1.12: Cac kiéu hién thi ctra s6 lam viéc




Nhom Presentation Views c6 cac ki€u hién thi sau:

Normal: Ché d6 nay dung rt nhiéu trong qua trinh bién soan bai thuyét trinh

Slide Sorter: Ché d6 nay gitip xem tong thé bai trinh dién, bd cuc, ciing nhu trinh tyr

cac slide trong bai thuyét trinh.

Notes Page: Ché d6 nay gitp ta thém cac ghi chu vao slide (cac ghi chi ndy sé
khong hién thi khi trinh chiéu)

Reading View: Xem trudc bai thuyét trinh trong giao dién soan thao

Mubdn chuyén qua lai gitta cac ché d6 hién thi thi ban vao ngin View trénRibbon,

sau do chon kiéu hién thi mong mudn hoac chon kiéu hién thi tryc tiép tir goc dudi bén

phai thanh trang thai. Dudi ddy la cac hinh minh hoa ciia cac kiéu hién thi:

SMART AR
o
. SMART ABT .
o o 0
e @ ®
= - o, C 1)
: 0
Bal

Nhom Master Views

COMPARE

Hinh 1.13: Cac kiéu hién thi

Slide Master: Luu trir thong tin vé thiét ké kiéu dang, mau sic, font chit, bd cuc,...




cho cac slide

Handout Master: Thiét 1ap cac théng sb cho cac trang in handout nhu chiéu
handout, chiéu cta cac slide bd tri trén handout, s6 slide trén mét trang in, sip xép vi tri
ctia cac header, footer, hop hién thi ngay thang va sé trang trén handout, ...

Notes Master: Thiét 1ap cac thong s6 cho cac trang in kém thong tin ghi cha cia

slide twong ty nhu handout.

I,

- 3 ™
& A ot -
%
CLICK TO ERIT MASTER TITLE STYLE
1:-1- Ik to adin NMonter tent alyle
Sewnad lev el
Thatd b |
— s,

i
J

i
i

il 4

z
L

Hinh 1.14: Slide Master va Handout Master

Slide Show: Ngoai hai nhom hién thi trén, PowerPoint con mot kiéu hién thi nita
duogc sir dung khi trinh chiéu bai thuyét trinh goi 1a Slide Show. Slide Show 1a ché do
trinh chiéu toan man hinh, cac slide s& 1an luot xuét hién theo thir tu duoc sép sép trong
bai thuyét trinh.
1.3.3. Tiy bién thanh Iénh truy cip nhanh

Ban c6 thé thém nhanh cac nut 1énh duoc tich hop sin cho QAT bang cach nhap trai
chuot vao nut Customize Quick Access Toolbar (7) trén QAT. Sau do, ban chon hodc bd

chon céc nuat 1énh cho hién hodc 4n trén QAT.

(B =l - A S ] (2
ml Hom Iriawr t 1 Customize Quick Access Toolbar
= vV | New
| |[[V] open [
Faste New ||/
4 Slirte =
Clipboard E-mall
Stiden Qutling x 2ulck Print
- | v | Print Preview
# Detault Sectlon
v | Speliing
A } v | Undo
o
v Redo
Slide Show From Deginning
OWEED ST 2. Open Recent Flle
| More Commands
< Nhitng AiEmn mal : Show Below the Ribbon

Hinh 1.15: Thém hodc b6t nhanh cac nat 1énh trén QAT

Ban ciing c6 thé thém cac nut 1énh khac vao QAT theo hudng dan sau:




- Bué6c 1: Chon niit Office | Options | Hop thoai PowerPoint Options xuat hién

- Budc 2: Chon Quick Access Toolbar tir danh sach bén trai

- Budce 3: Chon cac nhom Iénh tir hop Choose commands from .... Sau do, ban chon
cac nut 1énh tir hop bén dudi va nhan nat Add >> dé thém vao hop danh sach bén phai.

- Bu6c 4: Néu ban mudn bé mot nat 1énh ndo d6 khoi QAT thi chon né tir hop
Customize Quick Access Toolbar bén phai va nhin nut Remove.

- Buée 5: Pé tra QAT vé trang thai mdc dinh thi nhan nat Resetva chon Reset only
Quick Access Toolbar.

- Budc 7: Ban chon Show Quick Access Toolbar below the Ribbon thi QAT s& xuét
hién bén dudi Ribbon.

- Budc 8: Dé hoan tit viéc tiry bién QAT thi nhan niut O

PowerPoint Optiom

313

Customize Quack Acters Toolkise

v Far &1 Socuments |oetault v

Undo

LLk-dcam

Fring Freview

Hew

Open

Prict Preview Add > »

Hinh 1.16: Tuy bién QAT
1.3.4. Phéng to, thu nhé cira s6 1am viéc
Ban c6 thé phéng to hodc thu nho ving soan thao trong cira s6 PowerPoint 2010
béng cach stir dung thanh Zoom trén thanh trang thai hodc dung hop thoai Zoom. Ban c6
thé phéng to hodc thu nhé ving lam viéc trong khoang tir 10% dén 400%. Ban nén sir

dung tuy chon Fit Slide to Current Window dé c6 dugc ving 1am viée t6t nhat.




Zoorm ko
®Fit Percent:

O 4o0% *

() 200%,

() 100%,

Thu

nho

M hop

Zoom

viéc

biéu chinh vung lam

vira van theo ctra so

Ty 18

Phong

to

hién hanh

O 66%
{1 50%
) 33%

| ok

l[ Cancel ]

Hinh 1.17: Hop thoai Zoom va thanh Zoom trén thanh trang thai

Alss ga = 70% (—) L]

bé goi hop thoai Zoom thi ban chon Ribbon | View | chon Zoom. Cach nhanh hon
1a ban nhép chudt vao nut chi sé phan trim trén thanh trang thai hodc nhan t6 hop phim
<ALT +W + Q>.
1.3.5. Thanh thwéc ngang va doc

Céc thanh thudc ngang va doc gitip chung ta trong viéc bd tri cac thanh phan trén
slide chinh xac hon. Ban vao chon ngan View trén Ribbon, sau d6 chon Rulers tai nhom

Show.

Thanh

.| thuéce

a ngang
COMPARLE

Thanh

thudc

doc S

“ e

|
» Click to add notes
Skded ol3 | 1 Tiek

Hinh 1.18: Thanh thudce doc va ngang

Thanh thudc ngang va doc chi c6 trong kiéu hién thi Normal va Notes Page va don
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vi tinh trén thanh thudc tuy thudc vao thiét 1ap Regional Settings trong Control Panel cta

Windows.
Ban c6 thé tat bot thanh thude doc bang cach vao File | Options | chon Advance

tim dén muc Display | b chon Show vertical ruler.

[ Advanced ] Display
Customize Ribbon Show this number of Recent Documents: |20 £
Quick Access Toolbar Shaow shaortcut keys in ScreenTips
Show vertical ruler
Add-Ins [] Disable hardware graphics acceleration
Trust Center Open all documents using this view | The view saved in the file w

Hinh 1.19: Tuy chon thanh thudc doc

1.3.6. Cac dwong luédi

Cac duong ludi (gridlines) chia slide thanh cac 6 vudng cé kich thudc bang nhau
gitip chung ta canh chinh cac ddi twong dé& dang va cic dudng nay s& khong hién thi khi
in ra gidy.

Nhitng cach bat/ tit cac duong ludi:

- Cach 1: Nhén t6 hgp phim <Shift+F9>.

- Cé4ch 2: Nhap chudt vao View -> di chuyén chudt dén nhom Show > chon
Gridlines.

- C4ch3: Nhép chudt vao ngan Home = nhom Drawing - chon Arrange = chon
Align = chon View Gridlines.

NHUNG PIEM MOT
Tao, quin Iy va lam viée cong tic voi nhiing nguoi
khac trén bai thuyét trinh
Lam phong phu bai thuyét trinh véi cac doan video,
hinh danh va rdt nhiéu hiéu dng md

Chia sé bai thuyét trinh hiéu qua hon

Céc duong ludi

Hinh 1.20: Cac duong ludi trén slide
Hop thoai Grid and Guides cho phép thiét 1ap khoang cach giira cac dudng ludi
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cling nhu nhiéu tiiy chon khac.C6 nhiéu cach mé hop thoai Grid and Guides:

- C4ch 1: Nhép chudt vao Home = di chuyén chudt dén nhém Drawing = chon
Arrange = chon Align = chon Grid Settings...

- C4ch 2: Nhip chudt vao Home = View di chuyén chudt dén nhém Show -

chon Grid Setting (%)

Grid and Guides

Snap ko Z ’ A \ \ re
i Bat dinh do6i tugng vao duong ludi
Snap objects ko grid
[]5nap objects to other ohjects =——
Grid settings Bat dinh d61 tuong vao doi tuong khac
Spacing: | 0.5 | M -
R e Thiét 1ap khoang céach gitra cac
Guide settings
[ ]Display drawing quides on screen B;ﬁt/ tat duimg ludi
Display smart guides when shapes are aligned
[ et as Default ] | oK | [ Cancel ] Bat/ tat duong tro giup khi vé

Hinh 1.21: Hop thoai Grid and Guides
1.3.7. Pwong trg giup khi vé
Puong trg gitp khi vé (guides) ciing gidng nhu cac duong ludi trén slide nhung ta
c6 thé kéo va tha chung dén cac vi tri mong mubn. Cac dudng trg giup nay gitp chung ta
dé dang trong viéc canh chinh vi tri ctia cac ddi tuong trén slide va ching s& khong duoc

hién thi khi in ra gidy.

SMARTART

Hinh 1.22: Cac duong trg giap ngang va doc

Dé bat duong tro gitip khi v& ban vao View | nhdm Show | chon Guides. Ban c¢6 thé
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