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ﬁﬂ Khéi dong va thoat Power point

1. Khéi dong Power point 2010
T cita sd Windows chon Start -> All Programs-> Microsofr Office-> Microsoft
Office Power point 2010.
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Click to add title
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m“‘ Khéi dong va thoat Power point

2. Thoat Power Point

Céch 1: Nhan nit close WEM ¢ goc trén cling bén phai ciia Power Point.

Céch 2: Vao File -> Exit.

Céch 3: duing t6 hop phim ALT + F4.

Cha y: Néu néi dung chua luu khi déng cira sd PowerPoint thi xuat hién mot hop
thoai théng b&o ban c6 muén lru trude khi thoét hay khdng chon Save dé lru. Don’t
Save: thoat ma khéng luu. Cancel: hay Iénh thoét.

Microsoft PowerPaoint

! Do you want to save the changes you made to
" Presentation3?

| Save Don't Save Cancel
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m Khéi d@ong va thoat Power point

3. Giao dién thanh Ribbon
v Home: Chtra c&c ndt 1énh nhur Paste, Cut, Copy, chén slide, b6 cuc slide, phan chia
section, dinh dang van ban, vé& hinh, va cac [énh vé tim kiém thay thé. ..
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v Insert: Thyc hién [énh chén, thém céc d6i tugng ma PowerPoint gb trg nhu: bang
biéu, hinh anh, Smart Art, 4 thi, van ban, doan phim, 8m thanh,...
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v Design: Chira cac nt 1énh nhu dinh dang kich ¢& va chidu huéng cia céc slide,
c&c mau dinh dang va mau hinh nén cho slide,... -
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m Khéi d@ong va thoat Power point

3. Giao dién thanh Ribbon
v Transitions: Chirandt Iénh thiét 1ap hiéu tng gitra cac slide, xem truéc hiéu un
chuyén silde ngyatrong ché do soan thao...
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Vv Animtions: Danh muc céc hiéu tng 4p dung cho céc ddi tuong trén slide, sao chép
hiéu (rng gitra cac do6i tugng, thiwwts 1ap thoi gian cting nhu cac si kién cho céc

hiéu tng,...
Lo %17 Frompars | Umprd s = - v
e : ..
v Slide Show:Chuén bi céc thiét 1ap cho bai thuyét trinh truéc khi trinh dién, ,...
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m Khéi @ong va thoat Power point

3. Giao dién thanh Ribbon
v ReView: Ghi cht cho cabai thuyét trinh, sao sanh vatron noi dung giita céc bai
thuyét trinh va cong cu kién traldi chinh ta,...

O Ll Fuopess mere s Urines omi e - "
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v/ View: Chuy@n ddi qua lai gitra cac ché do hién thi, cho hién thi hozc 4n thanh
thuéc, caduang ludi, diéu chinh kich thuéc viing soan thao, chuyé doi gitra cac
ché do mau,...

ATV Pt e =1 : |
- o e d
i Tl Bawes a
-
= Ly
12/08/2014 7

@ ENTER

PHAT TRIRR TRk WA TAN IR THOD

TRUNG TAM TIN HOC MIEN TRUC - XAY DUNG & MGHIEP VU EMTER

‘B Solwgc co bin vé side

1. Taobai thuyét trinh
Vao File-> New ->Blank Presentation -> Create

2. Lwu bai thuyét trinh
File-> Save/Save As
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L
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‘B Solwgc co ban vé dlide

3. Cacthaotac véi slide

v Chen silde méi:

- Chon ngan sildetrong ché d6 Normal View vanhip chuot vao dudi slide
déu tién do PowerPoint ty tao rakhi chiing tatao bai thuyét trinh mai.

- Vao ngan Home chon nhém Slides.

- Chon New Slide hop chira céc kiéu Layout xuét hién.

- Nhip chudt chon mdt kiéu Layout, slide méi s3 dwoc chén vao bai thuyét
trinh.

- Céch khéc: Dung t6 hop phim Ctrl + M dé chén thém slide.
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‘B Solwgc co ban vé dlide
3. Cécthaotac vei slide
v Sao chép Slide
- Trong ché d6 Normal View, chon silde trong ngan slide mubn sao chép.
- Nhép chuot phai chon Duplicate Slide.

Rkl ¥ - ==l
[ ] ' [¥]

12/08/2014 10

@ ENTER

PHAT TRIRR TRk WA TAN IR THOD

TRUNG TAM TIN HOC MIEN TRUC - XAY DUNG & MGHIEP VU EMTER

‘B Solwgc co ban vé dlide

3. Cécthaotac vei slide

v Thay déi Layout cho Slide

- Trong ché 6 Normal View, chon silde trong ngin slide mudn thay ddi layout..

- Chon slide can thay d6i layout.

- V& Home chon nhém Slides nhan nit Layout. Vachon kiéu slayout méi cho
dide.
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‘B Solwec co ban vé dlide

3. Cécthaotac vei slide

v Thay déi vi tri cac Slide

- Trong ché d6 Normal View, chon silde trong ngan slide mudn sap xép.

- Dung chudt kéo slide dén vi tri mai trong slide vatha chuot.

v/ Xo6a Slide

- Trong ché 46 Normal View, chon silde trong ngan slide muén sip xép.

- Nhin phim Delete trén ban phim dé x6a slide hoic bim chudt phai [én
chon Delete dide dé xda.
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1. Chen hinh vao Slide

- Vao Hometai nhém Slide chon New Slide.

- Chon kiéu Layout la Two Content.

- Nhép chuét vao biéu tuong I nsrt picture from file hoac vao I nsert tai nhém
Image chon Insert picturefrom file. Vatim dén thu muc Picture dé thuc hién
chen image vao slide.
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2. Cheén hinh tir Clip Art vao Slide

- Vao Hometai nhém Slide chon New Slide. . .. =

- Chon kiéu Layout 1aTileand content. _ 2

- Nhép chudt vao biéu tuong Clip Art hoic [ancomines >
vao | nsert tai nhdm Image chon Clip Art. oS Sl

Xuit hién bén phai citasd Normal View, tai
0 Sear ch for bdm Go dé tim file image. Va
chon image wa thich dé chen.
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c Xay dung ngi dung cho dlide

3. Chen thém Shape, WordArt va Textbox vao Slide

v Chen thém Shape

Vao Insert tai nhom | llustrations chon Shapes dung
chugt chon 1én cac Shapes dé va. -

Hoac tai thé Home tai nhém Drawing kich chon vao ndt

biéu twong sau dé mé céc Shapes. ‘@
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3. Chen thém Shape, WordArt va Textbox vao Slide

v Cheéenthém WordArt

Vo Insert chon nhém Text ->WordArt vachon mau sic cho WordArt. Tai hop Y our
text here nhap chudi ky tw mong muén vao.

Chick g 3 A Jich 1o add ttin

A A ik b i e

) ik
B

Your fspt-hers
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rE\ Xay dung ngi dung cho slide

3. Chen thém Shape, WordArt va Textbox vao Slide
v Chén thém Textbox
Va0 Insert chon nhdm Text ->Textbox vavé mot van ban trén slide.
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rE\ Xay dung ngi dung cho slide

4. Nhang am thanh vao Slide

- Vo Insert chon nhém Media va chon Audio. Tai Audio chon cac ngudn dé cheén
file Audio vao dide:

+ Audio fromfile: chon tir may tinh.

+ Clip Art Audio: chon tir thu vién.

+ Record Audio: Cheén ghi tryuc tiép audio vao dlide.

i gy Pyt @l - B e Do b
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rE\ Xay dung ngi dung cho slide

5. Nhang doan phim vao Slide

Vao Insert chon nhém Media chon Video:

+ Video fromfile: chon file video tir mdy tinh caa ban.

+ Video fromweb site...: chon file video tir catrang web.
+ Clip Art video: chon tir thu vién.
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Click to add title

¢ Click to add tewt & Click to add taxt
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"E Tuy bién, higu chinh bai thuyét trinh

1. Sir dung c&c mau dinh dang
v Ap dung theme c6 sin cho bai thuyét trinh
- Vo Design chon nho theme va chon cac mau thich hop
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1. Sir dung c&c mau dinh dang

v Ap dung theme c6 sin cho bai thuyét trinh

- Bé dbi sang bo mau khéc cho bai thuyét trinh vao Design chon nhém theme ->
Colorsvachon bd mau khac.
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'E Ty bién, higu chinh bai thuyét trinh

1. Sir dung c&c mau dinh dang

v Ap dung theme c6 sin cho bai thuyét trinh

- Bé d6i sang bo font khéc cho bai thuyét trinh véo Design chon nhém theme ->
Fonts vachon b font khac.
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1. Sir dung c&c mau dinh dang
v Ap dung theme c6 sin cho bai thuyét trinh
- Bé d6i sang hiéu tng khac cho bai thuyét trinh vao Design chon nhém theme -
> Effects va chon hiéu tng khéc.
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1. Sir dung cac miu dinh dang

v Tuy bién miu theme

§ Thém theme colors

Vao Design chon nhdm Themes -> Colors-> Create New Colors...hop thoai
Create New Colors xut hién:

+ Theme colors: 12 hop mau duing dé chon va thiét 1ap kiéu mau méi.

+ Tai muc Name: dat tén cho theme coloer méi. e R
Cuoi cung nhan Save dé luu. e B
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"E Tuy bién, higu chinh bai thuyét trinh

1. Sir dung cac miu dinh dang
v Tuy bién miu theme
§ Xobatheme colors
V&0 Design chon nhém Themes -> Colors-> chon nhém color muén xéa sau
d6 bim chudt phai |én nhém color mudn xéa chon Delete. Hop thoai xuat hién
héi ban c6 thyc sy muén x6anhém color nay khong chon Yes dé xda.
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1. Sir dung cac miu dinh dang

Vv Thém theme fonts

Vao Design chon nhém themes -> fonts-> Crearte new themefonts...hop thoai
Crearte new themefonts xuit hién tai hop heading font va body font liachon
font thich hop. Tai hop Name dit tén cho theme font. Vanhan nit Save dé lwu.
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X6a theme font: Vao Design chon nhém themes -> fonts chon theme font mubn
x6a va bam chuot phai chon Delete dé x6a.
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"E Tuy bién, higu chinh bai thuyét trinh

2. Sir dung hinh va mau lam nén cho Slide

v T6 mau nén cho Slide

- Chon 1 hoic nhiéu slide muén t6 mau nén.

- VaoDesign chon nhém Backgrount chon Backgrount Styles->

Formatbackgrount. Hop thoai fomatbackgrount xut hién.
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'E Tuy bién, higu chinh bai thuyét trinh

2. Sir dung hinh va mau lam nén cho Slide
v T6 mau nén cho Slide
- Chon Fill tir danh sach trong hop thoai for matbackgrount chon Colors va chon mau

nén cho dlide.
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2. Sir dung hinh va mau lam nén cho Slide

v Duing hinh anh Iam nén cho Slide

- Chon 1 hoic nhiéu slide muén chén hinh nén.

- VaoDesign chon nhém Backgrount chon Backgrount Styles->
Formatbackgrount. Hop thoai fomatbackgrount xut hién. Chon Fill-> Picture or

texturefill: =
+ Texture: anh tu thu vién.
+ Insert from file: anh tir may tinh.
+ Insert from clipArt: ttr thu vién
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"E  Hiéu @&ng hoat canh
1. Higu wng cho van ban
Chon doan vian c¢an tao hiéu tng.
Trén Ribbon chon Animation chon nhém Animation -
Chon cé&c hiéu tng yéu thich.

# - Ty :
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"E  Hiéu @ng hoat canh
2. Hiéu @ng cho hinh anh, shape
- Chon anh/Shape can tao hiéu wng.
- Trén Ribbon chon Animation chon nhém Animation -
- Chon céc hiéu ung yéu thich.

(More) d& md céc hiéu wng.
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'E Higu éng hoat canh

3. X6a bé cac hiéu ing ciia cac d6i twong trén slide
- Chon d6i twong trén slide dang c6 hiéu ung.
- Trén Ribbon chon Animation chon nhém Animation chon None tir danh muc hiéu
ung.
T
.t ol b r " “ nw - " 4 ® -
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E Hiéu ing hoat canh

4. Hiéu ng chuyén dide

- Chon mét (hozc nhiéu) slide can tao hiéu ang.

- Trén Ribbon chon Transitions chon nhém Transition to this slide bim vao nut
dé bang hiéu tng slide hién ra. Tai day chon céc hiéu ing cho slide.
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E Hiéu ing hoat canh

5. X6a b higu fing chuyen slide R T = :
- Chon mét (hoac nhiéu) dlide can x6a -
bo hiéu tng. "

- Trén Ribbon chon Transitions chon
nhém Transition to thisslide bdm e
vao None dé bo céc hiéu ing slide. ' |

ik tn aed i
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E Hiéu ing hoat canh

6. Tao céc siéu lién két va cac nat 1énh diéu hwéng trong bai thuyét trinh

v Lién két dén mat file bat ky

- Chon van ban hozc dbi tugng can gan thém hyperlink.

- Vo Insert chon nhém link-> hyperlink hodc nhin t6 hop phim Ctrl + K. Hop
thoai hyperlink xuit hién chon duang dan dén file mubn tao lién két véi slide.
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E Hiéu ing hoat canh

6. Tao céc siéu lién két va cac nat 1énh diéu hwéng trong bai thuyét trinh

v Bé lién két

- Chon van ban hozc di trong can bo thém hyperlink.

- Vo Insert chon nhém link-> hyperlink hodc nhin t6 hop phim Ctrl + K. Hop
thoai hyperlink xuit hién chon duong dan dén file muén tao lién két/bo lién két vai
slide.chon Remove link trong hop thoai edit hyperlink. Vanhan OK dé x6a lién két
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"E  Hiéu &ng hoat canh
6. Tao tiéu dé chan trang
Vao Insert chon nhém Text:
+ Header & Footer: tao tiéu d& chan trang cho silde.
+ Date & Time: Tao tiéu dé thoi gian.

+ Side number: tao tiéu dé sb trang cho slide.
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