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CHUONG |
CONG NGHE THONG TIN TRONG GIAO DUC PAO TAO

1. Ung dung cong nghé thong tin trong d6i méi phwong phap day hoc

Animal World

How are you ? %
/!

A :
By Tigen Aot o
& TR

20

Bang dién tu

Viéc tng dung cong ngh¢ thong tin (CNTT) trong giang day, hoc tap va quan
1y gido duc dang duoc trién khai rong rdi & moi loai hinh co s& dao tao. Tham chi,
thiét bi CNTT da tré thanh vat "bat ly than" cia rat nhiéu thay c6 gido va hoc sinh.

Véi su phét trién cua khoa hoc - ki thuat, nhiéu phuong tién hd tro day hoc ra
doi, d3 mang lai hiéu qua, gidp gi4o vién co thé dinh huéng hoc sinh tiép can véi
ngudn tri thitc phong phu, d& hiéu nhat. Tir viéc Ién 16p bang gido an dién tur, day
hoc bang trinh chiéu trén man hinh (Powerpoint), nhitng nim gan day con xuat
hién thém nhitng thiét bi cong nghé day hoc hién dai nhu: Bang dién tir thong
minh, sach gido khoa dién tir, phan mém thiét ké bai giang E-learning... dé nang
cao chat luong day, hoc di va dang 1a mot trong nhitng uvu tién hang dau cua céc
trueong hoc, co so dao tao.

Hau hét cac mon hoc déu c6 thé tng dung CNTT dé ting do hap din cua cac
bai giang, khién hoc sinh dé& tiép thu kién thirc. Nhu v6i mén Hoa hoc, thong qua
phﬁn mém thiét ké cac mé hinh phan Umg héa hoc, hoc sinh c6 thé nhé nhanh hon
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va lau hon cac kién thirc ma thay c6 mudn truyén thy. Hodc ¢ nganh su pham ngit
van c6 mon Nghé thuat chéo, nhung khong phai gido vién nao ciing biét hat chéo,
gid chi can vao YouTube, mo clip dé ngudi hoc trai nghiém, vira nhanh chong vira
hiéu qua.

V6i xu thé phat trién manh mé ciia CNTT, gido vién khong thé duy tri cach
day hoc truyén théng nhu trude ddy duoc ma théng qua nhiéu phuong tién hd tro
day hoc ra doi gio ddy da khang dinh Gmg dung cong nghé thong tin vao giang day
13 mot trong nhiéu phuong phap day hoc tién tién hiéu qua. Thé nhung, dé phat
huy tot nhat tinh ning cia CNTT vao timg bai giang doi hoi doi ngii gido vién phai
c6 nhitng nang lyc, trinh d6 nhat dinh. Ciing bdi nhitng nguyén nhan chinh nay,
nam nay Vu GDQP va AN t6 chirc tap huan tng dung cong nghé thong tin cho céan
bd quan 1y, gido vién, giang vién giang day mon hoc Gido duc qudc phong va an
ninh trong céc trudng trung hoc phd théng, trung cap su pham, cao dang su pham,
dai hoc nam 2019.

2. Ung dung Microsoft Word trong giang day

Ngay nay, khi ma cdng nghé thong tin dang phat trién ram ro, céng nghé thay
ddi ting ngay, nhiing bai todn, nhitng kho khin caa con nguoi dang dan dan duoc
may tinh hoa, thi viéc soan thao nhimg vin ban bang may tinh di tré thanh nhiing
cdng Vviéc rat binh thuong cho bat ky ai biét sir dung may tinh, soan thao vin ban Ia
cong viéc dugc sir dung rat nhiéu trong cac co quan, trudng hoc ciing nhu nhu cau
cta bat ky c& nhan nao hién nay.

Mot trong nhiing phan mém may tinh duoc st dung rong réi nhat hién nay la
Microsoft Word cta hing Microsoft. Phan mém Microsoft Word di dat dugc téi su
hoan hao trong linh vuc soan thao van ban cling nhu trong linh vuc van phong cta
bo phan mém Microsoft Office néi chung. C6 thé liét ké cac dic diém ndi bat cua
phan mém nay cho thay phl hop vai viéc soan bai giang hién nay nhu sau:

- Cung cap day du nhat cac k¥ nang soan thao va dinh dang vin ban da dang,
dé st dung;
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- Kha niang d6 hoa da manh dan 18n, két hop véi cong nghé OLE (Objects
Linking and Embeding) c6 thé chén dugc nhiéu hon nhitng gi ngoai hinh anh va

am thanh I&n tai liéu Word nhu biéu d9, bang tinh...;
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- C6 thé két xuat, nhap dir liéu dudi nhiéu loai dinh dang khac nhau. Pac biét kha
nang chuyén doi dit liéu gitra Word véi cac phan mém khac trong bo Microsoft Office
da lam cho viéc xur ly cac ung dung van phong tré nén don gian va hiéu qua hon;

- D& dang két chuyén tai liéu thanh dang HTML d¢é chia sé& dix liéu trén mang

noi bo, cling nhu mang internet.

3. Ung dung Microsoft Powerpoint trong giang day
Microsoft Powerpoint 14 phan mém tin hoc rat quen thudc véi cac giao vién
ngay nay, mot cdng cu trg giup dé tao va trinh dién cac bai giang, cac bai thuyét



trinh. Ung dung nay duoc si dung rong réi cho ca hoc sinh va gido vién. Cac trinh
bay trén nén tang powerpoint dé dang tao ra san pham, chinh sira va sir dung. Tinh
pho bién cua Powerpoint 12 do phan mém nay rat dé hoc, sir dung dé dang va tng
dung rong réi. Powerpoint cho phép dua vao phan trinh bay khdng chi ngén ngi
ma con cd hinh anh, am thanh va cac chuyén dong. Véi dic tinh d6, powerpoint
tuong tac v6i ngudi hoc tét hon trinh bay trén bang va phi hop véi su da dang cua
nguoi hoc. Trong viéc giang day ki nang noi, rng dung powerpoint cho phép nguoi
hoc ty trinh bay y kién cua minh theo hinh thac truc quan, sinh dong nhét.
Powerpoint cung cap céc tién ich cho nguoi st dung nhu cac hiéu tng hinh anh,
am thanh truc quan sinh dong, cho phép tao va thay ddi ndi dung mot cach nhanh
chdng va thuan tién, cho phép tao cac bai giang da phuong tién bang cach hd tro
van ban, hinh vé ca dong va tinh.
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Uu diém ciia Powerpoint so Véi phuong phdp soan bai gi@ng truyén thang:
- Cho phép tiét kiém thoi gian soan bai;

- Tang tinh sinh déng va hap dan cua bai giang;

- Cho phép ngudi nghe tiép can van dé nhanh hon va sau hon.

4, ﬁng dung phz‘in mém mo phong trong giing day

Cung véi sy phat trién cdng nghé thong tin, viéc dwa may tinh vao cac truong
hoc da tao ra budc ngoac Ion trong viéc day hoc. Str dung mé phong trén may tinh
la phuong phap day hoc tich cuc phat huy cao d6 tinh doc lap, kha nang lam viéc
tri tué cua hoc sinh, sinh vién, tao ra mot nhip do phong cach trang thai tam li mai
lam thay d6i phuong phéap va hinh thirc day hoc. Pac biét, mé phong dién ta nhiing
qua trinh dong bén trong cua cac qua trinh, cac thiét bi ma truéc day khéng thé
thuc hién trong pham vi nha truong.
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Phuong phap mé phong trong day hoc 14 phuong phap tiép can nhan thic thé
giodi thuc thong qua mé hinh tinh hoic dong. Bing phuong phap mé phong, hoc
sinh, sinh vién khdng chi tiép thu kién thirc mot cach sau sac ma trong qué trinh
hoc ho ¢on c6 thé tim ra céch tiép can van dé, con duong cach thie dé dat muc tiéu
bai hoc.



Nhitng wu diém cua phuong phap day va hoc véi mé phong:

- M6 phong cung cap cho hoc sinh, sinh vién nhiing kinh nghiém cu thé vé
dbi twong hoc tap theo kiéu trai nghiém gian tiép. Vi kha nang diéu khién dong
thoi tat ca cac thanh phan nhu hinh anh, am thanh, video, theo nang luc va sé thich
cia ca nhan, sinh vién co thé ty trai nghiém vé déi tuong. Trong cac bai giang,
bang su két hop cia mé phong 3 chiéu, ciia &m thanh néi, bang dién bién tuy thudc
vao k¥ ning diéu khién cua sinh vién, c6 thé tao nén duoc nhitng trang thai, cam
xutc hoi hop, sung sudng, 1o so... Biéu quan trong hon, d6 1a tir nhirng trai nghiém
nay, sinh vién c6 duoc nhitng kinh nghiém cu thé vé tu duy, vé hanh vi, vé tng x;

- M6 phéng duoc sir dung dé huan luyén, cung cap nhitng kinh nghiém gian
tiép truge khi sinh vién thuc hanh thuc té. Diéu nay duogc thuc hién d6i véi nhitng
cong viéc o thé gay nhiéu nguy hiém cho con nguoi. Nhd thé, khi budc vao thyuc
té hoc sinh, sinh vién d4 thuan thuc cac qui trinh, qui tic can lam dé giam thiéu téi
da rui ro c6 thé gay ra cho con ngudi va thiét bi;

- M0 phong gilp gido vién lam viéc mot cach sang tao, tim dugc giai phap
thay thé nhitng hoat dong hoc thiéu hiéu qua;

- M6 phong gilp gido vién tiét kiém thoi gian, nho d6 c6 thé kham phé nhiéu
chu dé, tang cuong thoi gian giao tiép, thao luan vai sinh vién.

5. Ung dung phim gio khoa trong gidng day

Trong xu thé phét trién cua khoa hoc ky thuat hién nay, cac nha truong da
duoc trang bi nhitng phuong tién va thiét bi ky thuat day hoc hién dai nhu may
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tinh, may chiéu, tivi...D6 1a nhitng yéu cau c6 tinh chat khach quan va cap thiét
cua tat ca cac mdn hoc néi chung, trong d6 ¢c6 mén GDQP va AN. Sy thanh cong
trong viéc sir dung cac phuong tién, thiét bj ky thuat dé giai quyét hang loat tinh
hudng day hoc da gop phan nang cao chat luong bai giang, trong d6 cé viéc st
dung phim gido khoa trong day hoc.

Phim gido khoa ngay nay da tham nhap vao cdc hoat dong cua nha truong.
Chung khéng nhiing thay doi phwong phéap day hoc truyén théng ma con d6i méi
ca noi dung day hoc, mé rong kha nang linh hdi tri thirc khoa hoc véi chat lwong
cao va téc do nhanh.

Phim gi4o khoa dung dé day hoc khéc véi nhimg video thong thuong ¢ chd: no
phai chira dung noi dung séch gio khoa, vi vay phim gido khoa phai thé hién duoc
ndi dung co ban cua mot bai, mot chuong hay mot van dé trong chuong trinh, do vay
phim gido khoa phai dam bao duoc nhirng ndi dung sau:

- Phai dam bao tinh khoa hoc (thé hién duoc kién thie c6 chon loc, phi hop
véi noi dung ting khéi 16p);

- Phai dam bao dugc yéu cau nghé thuat (hinh anh, am thanh, anh sang, nhac
nén phai sinh déng va phil hop, 161 binh phai trong sang, rd rang...);

- Dung lugng phai phu hop vai thot gian tieng mon hoc.

Uu diém cia phim gido khoa trong gidng day, hec tdp:

- Gilp cho gi4o vién va hoc sinh c6 phuong phap Day - Hoc tét hon trong qua
trinh cang ¢ kién thic, giai thich hay cung cap tri thirc mai;



- Gilip gido vién thuc hién tdt viéc d6i mai phuong phép day hoc theo hudng
tich cuc hda hoat dong nhan thac caa hoc sinh, sinh vién;

- G6p phan mé rong ngudn tri thire, gidp hoc sinh linh hoi tri thic mot cach
dé dang, nhanh chdng va tao cho hoc sinh hing thii hoc tap;

- Tao diéu kién cho hoc sinh phét trién theo huéng tich cuc hda hoat dong
nhan thac, gidp hoc sinh tu hoc mot cach thuan loi.

T nhitng vin dé néu trén cho thay, phuong phép st dung cac phuong tién
thiét bi ky thuat day hoc néi chung va phuong phap st dung phim gido khoa trong
day hoc mén GDQP va AN ndi riéng la rat can thiét d6i vai gido vién va hoc sinh
trong giai doan hi¢n nay

6. Ung dung E-learning trong giang day

6.1. E-learning la qi?

E-Learning (viét tat cua Electronic Learning) I thuat ngit méi.

Hién nay, theo cac quan diém va dudi cac hinh thuc khac nhau c6 rat nhiéu
cach hiéu vé E-Learning.

Hiéu theo nghia rong, E-Learning 1a mot thuat ngir dung dé mo ta viéc hoc
tap, ddo tao dya trén cong nghé thdng tin (CNTT) va truyén thong, dic biét 1a cong
nghé thdng tin.

Theo quan diém hién dai, E-Learning 1a mét hinh thic hoc tap théng qua mang
internet dudi dang cac khoa hoc va dugc quan 1y boi cac hé théng quan 1y hoc tap
dam bao sy twong tac, hop tac dap tng nhu cau hoc moi lic moi noi cia ngudi hoc,
do vay mét hé thong E-Learning phai dam bao duogc cac diéu kién dudi day:

- Sur dung mang internet;

- Ton tai dudi dang cac khoa hoc;

- Str dung cac hé théng quan Iy hoc tap;

- Bam bao su tuong tac, hop tac trong hoc tap.

10



Electronic Learning - Gido duc truc tuyéen

E-learning 1a mot phuong phap hiéu qua va kha thi, tan dung tién bo cua
phuong tién dién tir, Internet dé truyén tai cac kién thac va ki niang dén nhiing
ngudi hoc 1a c& nhan hoic to chirc ¢ bat ki noi nao trén thé gidi tai bat ki thoi diém
nao. Véi cac cong cu dao tao truyén thdng phong phu, cong dong nguoi hoc online
va cac budi thao luan tryc tuyén, E-learning gip moi ngudi mé rong co hoi tiép
can vai cac khoa hoc va dao tao nhung lai gip giam chi phi.

6.2. Nhitng wu diém ciia E-Learning trong didng day, hoc tap

E-Learning lam bién ddi cach hoc ciing nhu vai tro ctia ngudi hoc, ngudi hoc
dong vai tro trung tm va cha dong cua qua trinh dao tao, ¢ thé hoc moi lic, moi
noi nho ¢6 phuong tién trg gidp viéc hoc.

Nguoi hoc ¢d thé hoc theo thoi gian biéu ca nhan, véi nhip do tuy theo kha
ning va cé thé chon cac noi dung hoc, do d6 né s& mo rong doéi tugng dao tao rat
nhiéu. Tuy khong thé hoan toan thay thé duoc phuong thirc dao tao truyén théng,
E-Learning cho phép giai quyét mot van dé nan giai trong linh vuc giéo duc d6 1a
nhu cau dao tao cua ngudi lao dong va sé lugng sinh vién tang 1én qua tai SO VGi
kha nang cua cac co so dao tao.
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E-Learning s& cd suc 18i cudn rat nhiéu ngudi hoc ké ca nhimg ngudi trude
day chua bao gio bi hap dan boi 16i gido duc kiéu cii va rat phi hop véi hoan canh
cta nhitng nguoi dang di 1am nhung van mudn nang cao trinh do.

Cac chuong trinh ddo tao tir xa trén thé gisi hién nay di dat dén trinh do
phong pht vé giao dién, st dung rat nhiéu hiéu tng da phuong tién nhu 4m thanh,
hinh anh, hinh anh dong ba chiéu, ki xao hoat hinh,... c6 d6 twong tic cao giira
ngudi st dung va chuong trinh, dam thoai truc tiép qua mang. Diéu nay dem dén
cho hoc vién sy thi vi, say mé trong qué trinh tiép thu kién thirc ciing nhu hiéu qua
trong hoc tap.

E-Learning cho phép hoc vién lam chu hoan toan qué trinh hoc cua ban than,
tir thoi gian, lwong kién thirc can hoc ciing nhu tht ty hoc cac bai, dic biét 1a cho
phép tra cau tryc tuyén nhiing kién thirc c6 lién quan dén bai hoc mot cach tac
thoi, duyét lai nhitng phan da hoc mot cach nhanh chong, tu do trao d6i méi nhiing
ngudi clng hoc hodc gi4o vién ngay trong qué trinh hoc, nhitng diéu ma theo céch
hoc truyén thong 1a khéng thé hoic doi hoi chi phi qua cao.

6.3. E-learning cé thay thé dwoc cdch hoc truyén thong?

Chung ta can nhin vao thyc té Viét Nam hién nay: Co sé vat chat (trang thiét bi
day hoc, dudng truyén, cong cu hd tro...) cac trudng hoc ¢ Viét Nam con rat nghéo
nan. Hoc sinh chua c6 thoi quen tu hoc va lam viéc theo nhém, chua co tinh doc lap,
con phu thudc nhiéu vao gido vién, chua tu gidc trong hoc tap... Kha ning ap dung
cong nghé thdng tin vao giang day caa da s6 gido vién ¢ tat ca cac bac hoc con han
ché mic du da co cac du &n va cong cu hd tro cho gido vién soan bai giang.

Pé t6 chicc mot 16p hoc bang E-learning doi hoi gido vién tén nhiéu thoi gian
va cdng sirc hon cach day hoc truyén thdng, nhung hién nay dong lwong cua giéo
vién van it i, phai day thém nhiéu nén khong c6 thoi gian dau tu cho giang day....

Cach hoc truyén théng van sé& phai 1a phuong thirc chii yéu va pho bién boi né
phl hop Véi tat ca cac nguoi hoc va gan lién véi théi quen mdi nguoi tir khi con
nho, nén véi cach hoc truyén thong ngudi hoc cam thiy an toan hon khi dugc nghe
giang truc tiép, duoc giai quyét van dé truc tiép véi gido vién.

Phd hop véi nhiéu dang hoc vién khac nhau, déi véi nhiing hoc vién khéng tu
giac, khdng c6 théi quen tu lam viéc hay cha dong lam viéc thi cach hoc truyén
théng it nhiéu ciing ¢o tac dong dén ho khi ho duogc hoc truc tiép véi gido vién trén
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l6p. DI vai gido vién ciling co thé quan sat duoc thai do hoc tap va kha nang hoc
tap caa mdi hoc vién théng qua tiép xuc truc tiép. Con ddi véi mo hinh dao tao truc
tuyén khong phai phi hop véi tat ca moi nguoi, né chi phll hop véi nhitng nguoi
c6 kién thirc vé tin hoc nhat dinh, thuc sy ¢6 nhu cau va tu giac hoc.

Déi véi mdi quy trinh, khong phai bat ky noi dung ndo ciing dé dang chuyén
ddi sang E-learning. C6 quy trinh ma noi dung cé tinh thuc hanh, thuc té cao thi
khé c6 thé dung E-learning dé giang day duoc, nhung ddi véi nhitng mén hoc
mang tinh k§ ning va quy trinh thay d6i nhanh, yéu cau cip nhat kip thoi s& 1a
nhitng noi dung thich hop cua E-learning.

Do vay, E-Learning trong thoi gian téi khong thé thay thé hoan toan duoc
cach hoc truyén théng mac du no co rat nhiéu vu diém va dang dugc phat trién rat
manh kém theo sy phat trién vé cdng nghé mai dé cai thién dugc cac kho khan lién
quan dén viéc dio tao truc tuyén.

6.4. M6 hinh két hep E-learning va cach hec truyén théng

Tur diéu kién thuc té cua Viét Nam hién nay thi viéc két hop E-learning va
cach hoc truyén théng la hiéu qua nhat. Véi mdi cach hoc, phuong phap day hoc
déu ¢ nhimg wu — nhuoc diém khéac nhau. Vai nhig wu diém cia cach day hoc
truyén théng va E-learning, ching ta can két hop tét hai phuong phap nay dé co
duoc mot hiéu qua dao tao tét hon. Giai phap két hop nay duoc ching toi 4p dung
xay dung san pham Simbook dé phuc vu giang day, hoc tap mén GDQP&AN hién
nay.
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CHUONG I
SAN PHAM HO TROQ GIANG DAY, HQC TAP

MON GIAO DUC QUOC PHONG VA AN NINH

1. Gioi thiéu chung

Gido duyc ludn 1a van dé dugc Chinh pha va ngudi dan Viét Nam dac biét
quan tam. Trong nhimg nim qua nén gio duc Viét Nam da c6 nhitng chuyén bién
dang ké theo chiéu hudng tich cuc, trong d6 phai ké dén sic manh cua céng nghé
trong viéc mé rong tim anh hudng cua gido duc va thuc day phat trién tiém ning
ctia con ngudi. Thé hé tré ngay nay co tu tuang tién bo, san sang tiép nhan phuong
phap hoc mai thay thé céch hoc truyén théng c6 phan cang nhac va tinh thuc tién
khong cao, chinh vi vay, xay dung moi truong hoc tap hién dai, trng dung céng
nghé thong tin, phuong phap day hoc tich cuc, gilp hoc sinh phat huy su chu dong,
sang tao trong hoc tap, nghién ctu la mét trong nhitng muc tiéu quan trong dat ra,
nham d6i méi can ban, toan dién gido duc.

San pham “SimBook” ra doi trong thoi diém ca nude dang budc vao cudc
cach mang cong nghiép 4.0; Pay 1a san pham cd tinh thiét thuc trong hd tro giang
day, hoc tap mon GDQP va AN, dé su dung, gia thanh ré, ding véi cha truong
dang duoc Bo gido duc va dao tao thuc hién mot cach déng bo co hiéu qua trong
nhiéu nim qua.

Ung dung san pham SimBook vao hd tro giang day thuc té s& gidp giéo vién
trong nghién ciru giang day ciing nhu gép phan quan trong dwa cong nghé théng tin
vao doi méi phuong phép giang day, hoc tap tai cac nha truong. Hoc sinh, sinh
vién s& hiéu rd hon, sau hon nhiing kién thie duoc hoc va c6 niém htang khoi trong
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hoc tap mén GDQP va AN tir d6 nang cao chat luong giang day va hiéu qua trong
véan dé tiép thu kién thuc,

2. Muc tiéu ciia san pham Simbook

Muc tiéu caa san pham Simbook 1a hd tro hoc tap, tra cau, giang day kién
thaec mén GDQP va AN cho giang vién, hoc sinh, sinh vién mét cach truc quan,
sinh dong; bo tro cho chuong trinh giang day, hoc tap bang céc hinh thirc phong
phu, da dang cubn hat ngudi hoc; tra cau théng tin tién loi; st dung tivi, may tinh,
may chiéu tai cac nha truong 1am cdng cu truyén tai kién thuc.

3. M0 ta san pham va phwong thirc truyén tai ndi dung Kkién thirc
3.1. Thiét bi phan cing

- Hop Simbook;

- Chudt khong day;
- Day HDMI,

- Day ngudn sac.

3.2. Phan mém

- Phan mém hd tro thiét ké xay dung va hién thi bai giang;

- Kho CSDL bao gom nhitng noi dung sau:

+ Noi dung ly thuyét mén hoc GDQP va AN;

+ Noi dung phim gido khoa huén luyén thyc té;

+ Nbi dung phim gido khoa vé md phong tinh ning, tac dung, ciu tao va
nguyén 1y hoat dong caa mot sé loai vii khi bo binh.

Ngoai ra san pham ciing ¢ thé duoc chia nho thanh cac goi dich vu khéc
nhau dé nguoi ding lya chon theo nhu cau sir dung:

- Str dung chon géi san pham Simbook (nhuw trén)
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- Sir dung phan mém cua Simbook (khdng ¢ thiét by)
- Sir dung san pham USB vé ndi dung phim giéo khoa huan luyén va phim mé phong.

3.3. Phwong thirc truyén tdi kién thirc

San pham Simbook lra chon phuong thirc truyén tai kién thire thong qua cac
thiét bi sau:

+ San pham tron g6i Simbook st dung Tivi, may chiéu 1am phuong tién
truyén tai kién thac (Simbook trong vai trd 1a may tinh két ndi truc tiép vao tivi
hogc may chiéu);

+ DUng phan mém Simbook cai dat 1én méy tinh dé st dung;
+ Giang day, hoc tap thdng qua USB chira cac noi dung phim gido khoa huén
luyén va phim mé phong (trinh chiéu thong qua tivi, may tinh).
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4. Cac chirc nang chinh cia san pham

4.1. Chikc nang qudn Iy ngwoi dung

Phan quyén sir dung san pham cho ngudi ding:
+ Tai khoan quan tri: Pugc toan quyén truy cap vao hé thong dé thiét ké, xay

dung, bd sung, chinh sira bai giang

+ Tai khoan khéc: C6 quyén truy cap vao san pham dé hoc tap, tra ctu, giang
day nhung khong c6 quyén truy cap vao hé thong dé chinh sta.

Tén ngudi ding

Mat khau
Xac nhan
Ho va tén
Co quan
Dia chi

SOT

THONG TIN NGU'O'1 DUNG

QuanghtP

Luong Phan Quang

Vien CNMP

236 Hoang Quoc Viet

0983602209

4.2. Chikc nang thiét ké, xay dung qudn 1y bai gigng

Thiét 1ap cay thu muc: Ban dit tén cho tiéu dén nodi dung thu muc chira bai giang,
khi d6 tén tiéu dé s& duoc hién thi tai cay thu muc bén tréi giao dién nguoi ding)
Thiét 1ap noi dung bai giang text (chon duong dan dén thu muc chta bai

giang text)

Thiét 1ap noi dung bai giang phim gi4o khoa (chon duong din dén thu muc

chua bai giang video)

Kho co s& dit liéu co day du noi dung kién thuc danh cho GDQP&AN dé ban
c6 thé chi dong xay dung céc bai giang theo y minh
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Tiéu dé

Noi dung text

Ngi dung Video

Comment

Str dung icon hinh anh ting bai dé chon
WEOOE NG
nrﬁm;\;@'cméﬁ DAU ___-.‘;’5;’57‘776‘ Ac'AWQm—u_ru

M BN CAC BO PHAN CHINH/CUATSUNG SCACBOPHAN CUA DANE
w y . ¢ e

4 ——

-, CEESR— HIEN,TUONG'NGUYEN NHAN THAO, LAP' SUNG™
CHUYEN DONG CUA'SUNG
~Sg\2 >

HONG HOC ,VA'CACH SUA CHUA THONG THUONG BAN NGAY
-

GIU GIN, LAU CHUI'BAO QUAN
KIEM, TRA, CHUAN B|
SUNG, DAN DE BAN

Ngoai ra ban ciing c6 thé thiét 1ap noi dung co s dir liéu cho riéng minh bang
cach luu trir dix liéu vao Database theo céch thuc t6 chirc cua Simbook

+ Folder text: chtra c&c bai giang dang text

+ Folder video: chira cac bai giang dang video

+ Folder icon: chtra hinh anh tén céc bai giang dé lya chon ngoai giao dién

18



So do lwu triv CSDL:

SIMBOOK > Hlénthi )

4.3. Chikc nang diéu khién, hién thi ngi dung bai gigng

San pham c6 giao dién don gian, dé sir dung, cac chirc nang diéu khién giao

tiép v&i nguoi ding duoc bé tri ngay trén thanh cong cu nhu sau:

+ Tim kiém noi dung;

+ M@ noi dung phim gido khoa, phim mé phong;
+ M@ noi dung bai giang text twong (ng;

+ M¢ bai trudc;

+ M¢ bai tiép theo;

+ Quan tri san pham;

+ Kiém tra kién thic;

+ Tro giup;

+ Quay lali.

EOOREG
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4.4. Chikc ning kiém tra kién thic
San pham c6 nodi dung kiém tra kién thuc tong hop ciing nhu kiém tra kién
thirc trong ting bai huan luyén

" KIEM TRA KIEN THUC TONG HOP

Chon hinh dnh diang dong tic ning nguoi dirng day dong tiac dirng diy cua
dong tac nam bin?
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4.5, Khung hién thi ngi dung bai gidng

U,TAC I ACAU.TAO.TAC DUNG

HAN CHINH CUA'SUNG iq CACBOPHAN CUA DAN &=
C " e

——

HIEN, TUONG? NGUYEN NHAN THAO, LAP'SUNG™
HONG HOC ,VA'CACH SUA CHUA THONG THUONG BAN NGAY
v

-8 =
CHUYEN DONG CUA'SUNG
o

:

GIU GIN, LAU CHUI,'BAO QUAN
KIEM,TRA, CHUAN B|
SUNG, DAN DE BAN

4.6. Kho co sé dix lidu kién thirc mén hoc GDQP va AN

4.6.1. Co so diz lidu vé ly thuyét mdn hoc GDQP va AN céc bdc hoc

Ly thuyét theo gido trinh mdn hoc GDQP va AN Khéi 10

Ly thuyét theo gido trinh mén hoc GDQP va AN Khéi 11

Ly thuyét theo gido trinh mén hoc GDQP va AN Khéi 12

Ly thuyét theo gido trinh mén hoc GDQP va AN Cao dang, Pai hoc

4.6.2. Co so di liéu phim gi&o khoa hudn luyén thyc té

+ Phim gi&o khoa huan luyén d6i ngii tirng nguoi khong c6 sung;

+ Phim gi&o khoa huan luyén do6i ngi tiéu doi;

+ Phim gi4o khoa huan luyén cac tu thé, dong tac co ban khi van dong trong
chién dau;

+ Phim gi&o khoa huan luyén k¥ thuat cap ciu va chuyén thuong;

+ Phim gi&o khoa huan luyén k¥ nang thuc hanh dong tac ném lyu dan;

+ Phim gi&o khoa huan luyén k¥ thuat ban sing tiéu lién AK47;

+ Phim gio khoa huan luyén mic ting vong;

(Vadn tiép tuc cdp nhdt, bé sung...)
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4.6.3. Co s¢ diz liéu phim gido khoa mé phdng tinh néing, tdc dung, cdu tao va
nguyén Iy hoat déng cua mét 6 logi vii khi bé binh

+ Phim giao khoa md phong tinh ning, tic dung, cau tao, va nguyén Iy hoat
déng cua sung tiéu lien AKA47.

+ Phim giao khoa md phong tinh ning, tic dung, cau tao, va nguyén Iy hoat
déng cua sting ngan K54.

+ Phim gido khoa md phéng tinh ning, tic dung, ciu tao, va nguyén ly hoat
dong cua sting ngan K59.

+ Phim gido khoa md phéng tinh ning, tdc dung, ciu tao, va nguyén ly hoat
dong cua sung truong CKC.

+ Phim gido khoa md phong tinh ning, tic dung, cau tao, va nguyén Iy hoat
dong cua sing RPD.

+ Phim giao khoa md phong tinh ning, tic dung, cau tao, va nguyén Iy hoat
dong cua sung RPK.

+ Phim gido khoa md phong tinh ning, tic dung, cau tao, va nguyén Iy hoat
dong cua lyu dan LD-01.

+ Phim gido khoa md phong tinh nang, tic dung, cau tao, va nguyén Iy hoat
dong cua do dung gay nd thuong trong lwong nd khdi.

+ Phim giao khoa md phong tinh ning, tdc dung, cau tao, va nguyén Iy hoat
dong cua bép Hoang Cam.

(Van tiép tuc cdp nhdt, bé sung...)
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CHUONG IlII
THUC HANH NOI DUNG TAP HUAN

I. HUONG DAN SU DUNG CO BAN MICROSOFT POWERPOINT

1. Khéi dong va thoat Microsoft Powerpoint 2010
1.1. Khgi dong Microsoft Powerpoint

- Tur cra s6 Windows ban chon Start.
- Chon All Programs.
- Chon Microsoft Office.

- Nhap chuét 1én Microsoft Office Powerpoint 2010.

RIA9-0VQ_TEE= Presentationl - Microsoft PowerPoint o B K%
Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat & e
= ¥ o B~ N == = A q—fJ Eh
= g = 5 ik = 5= | = . | W Ea C i
Paste New .. | B 7 U 8§ abe AV~ Az A _ _ _ _ — | shapes Arrange G = | Editing
Slide~ =7 - == == v v Styles -
Clipboard & Slides Font Paragraph Drawing
- = X
T —
Click to add title
Click to add subtitle
Click to add notes i
Slide1 of 1 | “Office Theme | |[Els e 2 495 (=)—U & B

Giao di¢n chinh cua chuong trinh
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1.2. Thoat Microsoft Powerpoint

CO thé thodt chwong trinh Powerpoint theo cdc cdch sau:

Cach 1: Nhap trai chudt vao nat (x) ¢ goc trén cung bén phai cta sb
Powerpoint

Cach 2: Vao tab File chon Exit
Céach 3: Dung t6 hop phim tit <ALT+F4>

Khi c6 sy thay d6i trong noi dung bai thuyét trinh ma ban chua luu lai thi
Powerpoint s& hién hop thoai nhac nhé ban.

Chon Save: S& luu lai cac thay doi truéc khi thoat Powerpoint
Chon Don’t Save: S& thoat Powerpoint ma khong luu lai cac thay doi

Chon Cancel: Sé huy Iénh thoat Powerpoint

Microsoft PowerPoint @

l % Do you wgnt to save the changes you made to
Presentation1?

[ Save ] ’Dng‘t Save l ’ Cancel ]

Hop thoai nhdc nhé ban luu cdc thong tin
2. Cac thanh phan trén cira s6 chwong trinh Microsoft Powerpoint
Cac thanh phan trén cira s6 Microsoft Powerpoint nhu sau:

- Thanh tiéu dé (Title bar): Thé hién tén cua chuong trinh dang chay 1a
Microsoft Powerpoint va tén caa bai trinh didn hién hanh. Néu ctra s6 chua rong
toan man hinh thi ta ¢ thé dung chudt kéo Title bar dé di chuyén cira s6.
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- Ribbon: Chuc ning cia Ribbon 1a sy két hop cua thanh thuc don va cac
thanh céng cu, dugc trinh bay trong cac tab chura ndt va danh sach Iénh

Tab File Thanhtrangthai  Khuvuc Close
Title bar soan thao Maximize/Restore
H | PP . .. .
Quu|:k Access toolbar b goi 3 slide Minimize
| 1 ! 1 1
RlAd9w-06 Q7= PowefPoint 2010.pptx - Micrdsoft PowerPoint o B R
@ Home Insert Design Transitions Animations Slide Shoy Review View Developer Add-Ins Acrobat & @
| = oas = 113 =0
=) =] & A = L!—' = s
Paste New . B 7 U @ abe ¥~ Aa 3 Shapes Arrange C Editing
.2 Slide~ &7 - = ¥ * %
| Clipboard & Slides ait Drawing .
-] = w [x] -~
” =
)\ Ngan Outline
............... g
2/ == 1 Ngin Slides
R —— Fi
o
=280
Microsoft
POWERPOINT 2010
|
‘ v
i =
Click to add notes i
| slide1of2 | Trek [ <P | |[Els=em = g9% (- U +) (4 \

Céc thanh phan trén cira sé6 Powerpoint

Quick Access Toolbar: Chtra c4c 1énh tit caa cac 1énh thdng dung nhat. Ban
c6 thé thém/bét cac lénh theo nhu cau sir dung

NGt Minimize: Thu nho cia s6 Gng dung vao thanh tac vu (taskbar) cua
Windows, ban nhap vao nat thu nho caa tng dung trén taskbar dé phéng to lai cira

s6 tng dung

NGt Maximize/Restore: Khi cira s6 & ché do toan man hinh, khi chon nit nay
s& thu nho ctra s6 lai, néu cira s6 chua toan man hinh thi khi chon nit nay s& phong

to cura SO thanh

toan man hinh.
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NGt Close: Dong tng dung lai. Ban ¢6 thé nhan dugc thong bao luu lai cac
thay doi caa bai trinh dién.

Khu vuc soan thao bai trinh dién: Hién thi slide hién hanh.
Ngin Slides: Hién thi danh sach cac slide dang c6 trong bai thuyét trinh.
Ngin Outline: Hién thi dan bai cua bai thuyét trinh.

Thanh trang thai (Status bar): B&o céo thdng tin vé bai trinh dién va cung
cap cé&c nat lénh thay doi ché @6 hién thi va phong to, thu nho viing soan thao.

Ribbon

Ribbon dugc t6 chuc thanh nhiéu ngin theo chirc ning trong qué trinh xay
dung bai thuyét trinh. Trong mdi ngan Iénh lai duoc t6 chic thanh nhiéu nhom
lénh nho tao gilp ngudi ding dé hiéu va dé st dung cac chire ning cua chuong
trinh

Ngan Iénh theo ngir canh

‘ ya N

Cac ngan chira Iénh (Tabs)

Lﬂ = ¥ PowerPoint 2010a.pptx - Microsoft PowerPoint ‘ SmartArt Tools ” Picture To... l o R
@]ﬂ Insert Design Transitions Animations Slide Show Review View Developer Lm Design Format Format (A @

d | i) Wiy RTSNME R - T uj @ &sveveru- | M Find

E3~ - 55 Reset I = =~ Sh;:e:- ;1173.nge Qrulcl, [Z shape Outline v | 2. Replace ~

Slide > = Section ~ = v - = - Styles v = Shape Effects ~
7Li\:1:wtv:w3r<j Slides F|‘:‘m* E‘ﬁ:ag;rarpn 1 g
I I
Nhdm Iénh M& hép thoai

Ngan Home trén Ribbon

File: Mg thyuc don File tir d6 ta c6 thé truy cap cac 1énh ma (open), luu (save),
in 4n (print), tao mai (new) va chia sé bai thuyét trinh

Home: Chira cac nit 1énh thuong xuyén st dung trong qua trinh soan thao bai
thuyét trinh nhu 1a cac 1énh vé sao chép, cat, dan, chén slide, bé cuc slide, phan
chia section, dinh dang vin ban, v& hinh va cac lénh vé tim kiém, thay thé...

Insert: Thuc hién cc 1énh chén, thém cac déi twong ma PowerPoint hd tro
nhu bang biéu, hinh anh, SmartArt, d6 thi, van ban, doan phim, 4m thanh. ..

@ Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins
™ ElE ] L D I Al 4 EFE e )
dpl = W P2 S = % E e T » @
Table Picture Clip Screenshot Photo Shapes SmartArt Chart Text Header WordArt Date Slide Object | Equation Video Audio
- Art Album ~ > Box & Footer x & Time Number X x =
Tables Images Ilustrations Links Text Symbols Media
-~
Ngan Insert
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Design: Thuc hién cac Iénh vé dinh dang kich ¢& va chiéu huéng cua céc
slide, handout, &p dung cac mau dinh dang va cac kiéu hinh nén cho slide.

File Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins
i

[ k3 { | E Colors ¥ g
L}I ? ) g ) Background Styles ~
e fa 28 I i el D -| [AFonts - | —
Page Slide — [p— el | E ) o sEmEms L T D T [l Hide Backaround Graphics

Setup Orientation v

Page Setup Themes Background

Ngan Design
Transitions: PowerPoint 2010 t chuc Transitions thanh mot ngan mai trén
Ribbon gitp ching ta cé thé ap dung va thiét 1ap cac thong s cho céc hiéu tng
chuyén slide rat nhanh chéng va thuan lgi. Ngoai ra, ching ta c6 thé xem trudc
hiéu tng chuyén slide ngay trong ché d6 soan thao.

Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins a 1
| mmsitin | % —

| =\ 1 - g &, Sound: [NoSound] ~ Advance Slide

‘ Q = 1 <»-‘ZII @D = T

— = = T v 3 & Duration: 02.00 2 | [¥] on Mouse Click
None Cut Fade Push Wipe Split Reveal P sj Apply To All [ After: |00:00.00 2
Preview Transition to This Slide Timing
o - -
Ngan Animation

Animations: Danh muc céc hiéu tng &p dung cho cac dbi tuong trén slide,
sao chép hiéu tng giira cac dbi tuong, thiét 1ap thoi gian cling nhu cac su kién cho
cac hiéu tng

Home Insert Design Transitions Animations % Slide Show Review View Developer Add-Ins ‘ Format
* — > ) 3 3 535 Animation Pane p Start: On Click v Reorder Animation
2 v = i ¢ - : 7 Trigger v O Duration: 0200 3 £
Pre\'ue.,\r Teeter Spin Grow/Shrink Desaturate | — Osgégs e ;.mn::t?on « ¥ Animation Painter | () Delay: 0000 > w MoveLater
Preview Animation , Advanced Animation Timing

Ngan Animation
Slide Show: Chuan bj cac thiét 1ap cho bai thuyét trinh trudc khi trinh dién,
thy bién vé mat noi dung cuia bai thuyét trinh trong cac tinh huéng bao céo,
broadcast bai thuyét trinh cho cac khéan gia theo dai tir xa va thiét lap cac thong sé
cho cac man hinh hién thi khi trinh dién.

File Home Insert Design Transitions Animations Slide Show k Review View Developer Add-Ins Format
|

= =L I x [¥] play Narrations (&1 Resolution: Use Current Resolution ~
< [ . x V| Y 2 C1) v Use C 0 0
= p.l —Q = ] o ©® [ V‘iJ L’b =
= — — — —= < [¥] Use Timings =8 S -
From From Broadcast Custom SetUp Hide Rehearse Record Slide s = %
Beginning Current Slide  Slide Show Slide Show~ | Slide Show Slide  Timings  Show~ ) Show Media Controls | [C] Use Presenter View

Start Slide Show Set Up Monitors

Ngan Slide Show
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Review: Ghi chii cho cac slide trong bai thuyét trinh, so sanh va tron noi dung
giira cac bai thuyét trinh va céng cu kiém tra 15i chinh ta.

m Home Insert Design Transitions Animations Slide Show Review l} View Developer Add-Ins

vl ax v% 2| 3 E & | Bl
Spelling Research Translate Language Show New Edit Delete Previous Next Compare

Markup| Comment Comment

Ngan Review
View: Chuyén d6i qua lai giira cac ché do hién thi, cho hién thi hoic an thanh
thude, cac duong ludi, diéu chinh kich thudc ving soan thao, chuyén ddi gitra cac
ché @6 mau hién thi, sap xép cac cira so. ..

m Home Insert Design Transitions Animations Slide Show Review 4-% Developer Add-Ins
E jj Ruler i A\w = 3l color = | = Arrange Al \:" ==
' = | @o T B cascade = 2

Gridlines & Grayscale —
Normal| Slide MNotes Re ang Slide Handout MNotes | _ Zoom Fitto = : New — Switch Macros
Sorter PaJe View Master Master Mas t r | LI Guides Window | mm Black and White | \window L&+ Move Split  windows ~
Presentation Views Master Views Show Zoom Color/Grayscale Vindo Macros

Ngan View

+ Normal: Ché do nay dung rat nhiéu trong quéa trinh bién soan bai thuyét trinh

+ Slide Sorter: Ché do nay gilp xem tong thé bai trinh dién, bé cuc, ciing
nhu trinh ty cé4c slide trong bai thuyét trinh

+ Notes Page: Ché do nay giup ta thém céc ghi chi vao slide (cac ghi cha
nay sé khdng hién th; khi trinh chiéu)

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

+ Slide Master: Luu trit thong tin vé thiét ké kiéu dang, mau sac, font chit, b
cuc cho cac slide

+ Handout Master: Thiét lap céc thong s6 cho cac trang in handout nhu
chiéu handout, chiéu cua céc slide bd tri trén handout, sb slide trén mot trang in,
sap xép vi tri cua cac header, footer, hop hién thi ngay thang va sb trang trén
handout...

+ Notes Page: Thiét lap cac thong s6 cho cac trang in kém thong tin ghi chd
cua slide tuong ty nhu handout.
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+ Slide Show: Ché d6 trinh chiéu toan man hinh, cac slide s& lan luot xuat

hién theo thir ty dugc sap xép trong bai thuyét trinh.

Developer: ngan nay mac dinh dugc an vi no chi hiru dung cho cac lap trinh
vién, nhitng nguoi cd hiéu biét vé VBA. Pé md ngin nay nhin vao nit File |

Options | Customize | Ribbon | Developer.

@ Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins
EEA & 5 Aul=a Q.

Visual Macros Macro Add-Ins COM MG _E—H ’__i X‘ .},Jvie».u Code = Document

Basic Security Add-Ins Panel

Eode pudin Cogunls =Nodiy—
Ngan Developer
. - \ ” A A . N e - A 7 - A ,
Add - Ins: Ngan nay chi xuat hién khi cai dat thém cac tién ich cho
PowerPoint.

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

Vietkey02.1 ~ @@ Snaglt [#' Window -9

VAR RS
Menu Commands Custom Toolbars

II. THUC HANH XAY DUNG BAI THUYET TRINH TREN MICROSOFT POWERPOINT

Ngan Add-Ins

1. X4y dung bai thuyét trinh

1.1. Xdy dung mgi bai thuyét trinh

Khi ban khoi dong chuong trinh Microsoft Powerpoint thi mot bai trinh dién
rdng (blank) d3 mic dinh dugc tao ra, ddy chinh 13 cach tao bai thuyét trinh mic
dinh ciia Microsoft Powerpoint va ban chi can tiép tuc xay dung noi dung cho cac

slide.

Khi ban d3 & trong cira s6 Powerpoint va ban muén tao them mét bai trinh

dién mai nira, ban 1am theo cach sau:

- Vao tab File

- Chon Iénh New, hop Available Templates and Themes xuat hién bén phai



- Chon Blank presentation

- Nhip nit Create dé tao méi

(Phim tdt: Dung té hop phim tat <Ctrl+N> @ tgo nhanh bai dién méi)

@1 | Presentation2 - Microsoft PowerPoint o B R
m Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat e
= save ) .
Available Templates and Themes Blank presentation
B save As
‘ &5 Open {2t Home
‘ [ Close =
Info | L‘,.-_‘ (-
4l N
Recent Blank Recent Sample
presentation | templates templates
Prin 5
t }Aa 8 e
Share Themes My templates  New from j
existing
Help Office.com Templates > Create
(3 Addns -
HQoptions | WoalW W | e
-J _ - - o
Exit i
Agendas Award Calendars /’4
certificates o
v W . e

Hop thogi New Presentation

1.2. Xdy dung mdi bai thuyét trinh tiv mdu cé sin

Dung cac mau dugc xay dung sin kém theo phan mém Microsoft PowerPoint
(ban c6 thé chon mAu tir c4c ngudn khac, dic biét 1a tir Internet) cac budc thuc hién

nhu sau:

- Vao tab File;

- Chon Iénh New, hop Available Templates and Themes xuat hién bén phai;

- Chon Sample templates;

- Chon mot mau thiét ké tir danh sach bén dudi va xem hinh minh hoa phia

bén phai cura so;

- Nhdp n(t Create dé tao moi.
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BIEd9-0R_RTVEIs o B %

PowerPoint 2010a.pptx - Microsoft PowerPoint

m Home Inset Design  Transitions  Animations  SlideShow  Review  View Developer Addlns  Acobat & @
[ save
Available Templates and Themes Contemporary Photo Album
Save As
B3 Open * {2 Home » Sample templates
[ Close
Info
Recent Za
m T
Contemporary Photo Album
5 Classic Photo Album Contemporary Photo
Print B
Share | —— D
Help Create
[z Add-ns ~
2 options
&9 Exit
Five Rules Introducing PowerPoint
2007
-

Mgt sé6 Sample templates

Dung cadc mau tir trang web office.com download truc tiép tir Microsoft
Powerpoint: Vao File — New — Office.com templates — Download

RIAEAY-0OR_RTVEIs PowerPoint 2010a.pptx - Microsoft PowerPaint o B %
“ Home Inset Design  Transitions  Animations  SlideShow  Review  View Developer AddIns  Acobat & @
(= save . .
Available Templates and Themes Project status report presentation
B save s Download size; 1385KB
5 Open * {3} Home » Presentations » Business Rating: 7¢3%3%3%3% (0Votes)
=) Office.com Templates
" close R 2 Project Status Report
-
Info —
——— = ;;c

— : 3 w
Print ‘ ‘

Pitchbook Project status report |
Share presentation 4
Help U
[z3 Add-ns ~ Download
1] options Soooeg ¥
B et o

Sales training Financial performance

presentation presentation -

hon mau, tu.tr

PowerPoint con cho phép ban tao bai tﬁrﬂ%t ik tir cac tap tin caa cac ung

dung khac nhu Word, WordPad, NotePad...Cac budc thuc hién nhu sau:

Vao File - Open - Tai Files of type chon kiéu tap tin All Outlines, chon tap
tin can ma(tr tng dung khac) - Open
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Open @El

Laak in: |5 Books 2010 v @- XCiE-
5, My Recent Mame Size  Type Date Modified
Daements | | ) Mukimedia File Folder 1/1j2010 11:07 M
@ Desktop )My Templates File Falder 1)6/2010 1:46 PM
@Mau.\jﬂ[x F3KE  Microsoft Office Wo...  1)6§2010 8:52 AM
.D Elgcuments [0 PowerPointoutine . rtF F3KE  Rich Text Format 1}6j2010 2:09 PM
" h;i]F'ov\/erPolntZEllEl.do 1332 R Microsoft Office Wwo,,,  1/7/2010 3:57 AM
C C;'mpute, B PowerPaint2010_T¢] Tvpe! Rich Text Farmat rosoft OFfice Wo...  1/6/2010 7:44 4M
My Hetwark | | Evihat newscocs Date Modfied: 1IE(2010 2109 PM orosoft Office o, 12/18/2009 10:14 AM
-] Places D) Backup Folder 1[712010 3:57 &M
File name:
Files of tYP2t | Al Gutlines ¢ bxt;* rtf *.doc; % wpd; ¥ wps;* .doc*.docm) v
P

Tao bai tur tgp tin Outline cua wng dung khac
Cdu tric Outline:

Outline 1a tdp tin chi chiza véin ban, cac slide cach nhau bang mét ky hiéu
xuong dong (Enter). Trén mai slide, tira dé slide viét binh thirong va cac néi dung
trén slide thi phai Tab thut dau dong

2. Luu bai thuyét trinh

2.1. Luwu bai thuyét trinh lan dau

Lan dau tién thuc hién lénh luwu tap tin bai thuyét trinh thi PowerPoint s& ma
hop thoai Save As. Tur hop thoai nay ban hay dat tén cho tap tin, chon loai dinh
dang tap tin va chon vi ttri trén 6 dia dé luu trir. Cac budc thuc hién nhu sau:

- Vao tab File
- Chon Iénh Save, hop Save As xuat hién
- Nhap tén tap tin bai thuyét trinh tai hop File name

- Chon loai dinh dang tap tin tai Save as type
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- Tai hop Save in ban tim dén thu muc can luu tap tin — Nhan ndt Save dé luu

Save As [E

Save in: |@ Books 2010 v| @ - XoulE-

— My Recent | |[C3)Backup

Dacuments || ==) multimedia
(&} Desktap @MyTemplatas

‘l!l] OpenSampletutline, ppts

&) B’Iv i PowerPoint 2010.pphx
R ‘l_"i] PowerPoint 201 0a.pptx
IIr‘ﬂPo\u\lerPoint 20103ample,pptx
@ PowerPoinkt_2010.ppkx

Computer

‘1‘; Iy Metwork
Places

File narne: |TenBaiThuyetTrinh.pptx w |

Sareldlne F'::n.-'-.lerF'u:uint Presentation (*.potx)

Save ] ’ Cancel

Hap thogiSave As

Quy dinh vé dat tén tdp tin: Tén tap tin co6 thé dai téi 255 kY tw ngoai trir cac
ky tw sau: <,>,?,*,/\

2.2. Luwu bai thuyét trinh lan sau
Sau khi da luu tap tin trinh dién, khi c6 hiéu chinh hozic thém noi dung va
muén luwu bai thuyét trinh lai thi ban cd thé 1am theo cac cach sau:

- Vao File - Chon Save
- Nhan nat Save trén Quick Access Toolbar

- Nhén t6 hop phim tit <Ctrl+S>
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m Haome

@ Save As

_} Cpen

J Close

F=

Fecent

Insert

Information

Design Tran

=)
1‘5;
Protect
Presentation -

Luru bai thuyét trinh

2.3. Luu bai thuyét trinh 6 dinh dang khdc

Khi lru bai thuyét trinh ¢ dinh dang khac ban c6 thé chon cac kiéu dinh dang
tap tin tir hop Save as type trong hop thoai Save As

File name:

Save as bype:

PowerPoint 2010.pptx
POF (*.pdf)

PowerPoint Presentation {*, ppk:)
PowerPaoint Macro-Enabled Presentation (*.pptm)
PowerPoint 37-2003 Presentation (*.ppt

*PS Document £, xps)
PowerPaoint Template (*.patx) b

Lueu bai thuyét trinh dudi dinh dang khac

2.4. Chuvé:n bai thuvét trinh sang dinh dang video

PowerPoint cho phép chuyén bai thuyét trinh sang mét sé dinh dang video théng
dung nhu Windows Media Video (wmv) khi d6 chung ta c6 thé ding cac cong cu xir
Iy phim dé chuyén doi sang cac dinh dang video khac nhu *avi, *mov...

M¢ bai thuyét trinh muén chuyén sang dinh dang video

- Vao File

- Chon Iénh Share

- Tai nhom File Types — chon Create a Video

Chon chét luong video tai hop X6 xudng phia dudi bén phai cira s6 Share. C6

3 lya chon sau:
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- Computer & HD Displays: Dé tao video véi chit lugng hinh anh cao nhét
va c6 dung luong 16n nhat.

- Internet & DVD: Cho chét lugng video ¢ muc trung binh, thich hop ding
chia sé trén internet va ghi ra dia DVD

- Poratble Devices: Xuit ra video c6 chét luong thap nhét, thich hop ding
trén céc thiét bi di dong hay Smart Phone. ..

- Tai Use Recorded Timings and Narrations c0 cac tuy chon sau:

- Don’t Use Recorded Timings and Narrations: Néu ban khéng muén 16ng
tiéng va ghi lai céc hoat dong cuaa con tro laser trong bai thuyét trinh

- Use Recorded Timings and Narrations: Chi cho phép chon khi ban da
hoan tat viéc 16ng tiéng va cac hoat dong cta con tro laser trong bai thuyét trinh

- Nhap nit Create Video, hop thoai Save As xuat hién

- bt tén tap tin, chon noi luu trit va nhan nit Save dé chuyén doi.

CI[§™ AV & PowerPoint 2010,pptx - Microsoft PowerPoint o B %
Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat 0

(= save )
Share Create a Video

B save as

= B, Send Using E-mail C_rea‘te E] fuII-fide!it}' uid_eo from this presentagicn that can be

[ Open distributed by using a disc, the Web, or e-mail.

oni Save to SkyDrive Incorporates all recorded timings, narrations, and laser

" Close ® S pointer gestures

Info ; Save to SharePoint Includes all slides not hidden in the slide show

Preserves animations, transitions, and media

58  Broadcast Slide Show

Recent i X 2 . 3 ’

The time it takes to create a video varies depending on the

F  Publish Slides length and complexity of the presentation, You can continue to

New use PowerPoint while the video is being created.

. File Types @ Get help burning vour slide show video to DVD or
Print uploading it to the Web
- O a
“ l&  Create PDF/XPS Document Computer & HD Displays e
Hel Fer viewing on a computer monitor, projector, or hi..,
P @] CreateaVideo ‘ =

= — Py Don't Use Recorded Timings and Narrations u

i Add-Ins €4 Package Presentation for CD Ne timings or narrations have been recorded

] Options Seconds to spend on each slide: 0500
Bl Create Handouts /

Exit

e Q
,9\:}-

Create
Video
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[,..;'Tr'- Deon't Use Recorded Timings and Marrations
@’;-3 Mo timings or narrations have been recerded
. Don't Use Recorded Timings and Narrations
(s - ;
.9?_—-33 Mo timings or narrations have been recorded

[a Computer & HD Displays -
For viewing on a cemputer menitor, projector, or hif %

Computer & HD Displays
B_l For viewing on a computer monitor, projector, or high definition display (Large — 960 x 720}

Internet & DVD
a_l For uploading to the Web and burning to standard DVD (Medium — 640 x 480

Portable Devices D\b Record Timings and Marrations

@_l Microsoft Zune video quality; Small text may be difficult to read (Small — 320 x 240) T Preview Timings and Narrations

Chuyén bai thuyét trinh sang dinh dang video
Thay déi théi gian chuyén slide:

Thoi gian chuyén cdc trang slide dang dwoc mdc dinh la 5 gidy. Thay doi gia
tri méc dinh nay tai Seconds to spend on each slide trong ciza s6 Create a Video

© Windows Media Player

P e —
< = Now Playing Library

e

o 00:13/01:52 B TP o -
-

Xem bai thuvét trinh dana video
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2.5. Chuyén PowerPoint sang dinh dang PDF va XPS

PowerPoint 2010 tich hop sén cong cu chuyén d6i sang dinh dang PDF hoic
XPS réat d& dang va nhanh chéng theo cac cach sau (hinh dudi):

Hodc cling c6 thé Save As chon dinh dang sang PDF

Gl

Help

A VS PowerPoint 2010.pptx -

=l save
Share
B save As
£5 Open @3 Send Using E-mail
[ Close @  Seveto SkyDrive
| mfo Save to SharePoint
%  Broadcast Slide Show
Recent =
Z  Publish Slides
New
File Types
Print

Bl ChangeFile Type
<§ Create PDF/XPS Document >

& Vi
@l CreateaVideo

B Addilns
(3 Add-Ins €%  Package Presentation for CD
1] Options
B} Create Handouts
Exit

Microsoft PowerPoint o B =R

Slide Show  Review  View  Developer  AddIns  Acrobat (7]

Create a PDF/XPS Document

Save this presentation in a fixed format.
Document looks the same on most computers
Preserves fonts, formatting, and images
Content cannot be easily changed
Free viewers are available on the Web

&

Create a
PDF/XPS

Publish as PDF

Savein

or XPS

Range
@& O Current slide:

2 Ponerpaint 2010

Oty v [ 2] 1o 2]

3, My Recent
I pocuments

(4 Desktop
o
Decuments

an
Computer

gty etk
Places

(CBachp
(EMuimedia
[EMyTemplates

Fubiish options
Fublish what:
[ Frame slides
[ tnelude hidden slides
[l 1nclude comments and ink markup

B[]

Include nan-prinking information
Dacument properties
Dacument: structure tags for accessibiity
PDF options
[[1150 19005-1 compliant (POFJA)

File name:  [BowerPoint 2010

Bitmap kext when Fonts may not be embedded

Save astype: |por . pdr)

Open file after publishing
Optimize for: () Standard (publishing aniine and printing)
O Minimum size {publishing orline)

Comre. D

2.6. Tuy chon lwu triv

Thay doi dinh dang tap tin mic dinh:

Vao File

Nhin OK

Chon Option — Chon Save

Tai Save files in this format chon kiéu dinh dang mic dinh
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PowerPoint Options

General

ar N

< Save > Save presentations
T 7

Language Save files in this format: |Poweernt Presentation v

H Customize how documents are saved.

Advanced Save AutoRecover information every |10 % | minutes
Keep the last Auto Recaovered file if I close without saving

Customize Ribbaon
AutoRecover file location: |C:".D0cument5 and Settings\ttphong'Application Data\Microsoft\PowerPaint, |

o .
Quick Access Toolbar Default file location: [ Phong\Giaa Trinh PawerPaint 2010 |

Add-Ins
Offline editing options for document management server files

Trust Center
Save checked-out files to:

O The server drafts location on this computer
@ The Cffice Document Cache

Server drafts location: | Ch\Documents and Settings'\ttphong'\My Documents\SharePoint Drafts', | [ Erowse...

File merge options for shared document management server files

[] show detailed merge changes when a merge accurs

Preserve fidelity when sharing this presentation: Li"’—:lj Presentationl s

Embed fonts in the file G
O Embed gnly the characters used in the presentation {best for reducing file size)
@ Embed all characters {best for editing by other people}

OK ] [ Cancel

Tuy chon luu triz

Thiét Igp thoi gian lwu trie tw dgng véi muc dich phuc héi khi cé sw cé:
- Vao File
- Chon Option — Chon Save

- Chon Save AutoRecover information every <10> minutes va thiét 1ap lai
khoang thoi gian ma PowerPoint sé thuc hién [énh luu trir

- Nhian OK
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2.7. Thiét lip mét Khdu bédo vé
Mo tap tin mudn dat mat khau

- Vao File

- Chon Save As, dat tén tap tin tai File name
- Vao Tools va chon General Options...

- Thiét 1ap mat khau:

Néu mudn nguoi dung phai khai b4o mat khau khi mé tap tin thi dat mat khau
vao hop Password for open (c6 mdt khdu méi mé duroc)

Néu mudn nguoi dung phai khai bdo mat khau khi muén hiéu chinh tap tin thi
dat mat khau vao Password for modify (khéng c6 mdt khau van mé duwoc nhung
Read only)

- X&c nhan lai mat khau khi c6 yéu cau trong hop Comfirm Password
- Nhan OK dé hoan tat

- Nhan nut Save dé luu bai thuyét trinh véi mat khau

Save As @El
Savein: () PowerPoint 2010 ¥ @ - X CiEd-

5, My Recent I[ChBackop
Documents [ Multimedia
@Desktop QMyTemplates
‘*!‘_]Opensampleouthne.pptx
= = PowerFoink 2010.ppkx
"JDocuments = . PP
iﬂPowerPolnt z0105ample. pptx

= P
Zormpuker

- 3 My Network,
Places

X D

Map Hetwark Drive..,

Properties

- PowetPoint 2010,ppt: -
General Options..,
= e PowerPoint Presentation (*.pptsx) L*3
compr TCLUFes..,

Tools - Save Cancel

Hop thogi Save As vagi General Options...
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General Options

General Options |

File encryption settings For this docurment

Password to open: | |

File sharing settings For this document

Password ko modify: | |

Privacy options
[(Jremove automatically created personal information from this File on save
Macro security
.D.djus!: the securicy level For Gpening files that might @
conkain macro viruses, and specify the names of

trusted macro developers,

[ ok | [ Cancel l

Hop thoai General Options...

Confirm Password

Reenter password to open:

ol |
Caution: IF vou lose or Forgek the password, ik cannot be
recovered, It is advisable ko keep a list of passwords and their

corresponding document names in a safe place. (Remember
khak passwords are case-sensitive. )

[ Ok l [ Cancel

Hép thoai x&c nhdn mdt khau
Ngoai cach trén PowerPoint 2010 di don gian hda cdng viéc nay rat nhiéu véi
tinh nang Protect Presentation. Cac budc nhu sau:
M¢ tap tin mudn dat mat khau
- Vao File
- Chon Info, chon Protect Presentation
- Chon Encrypt with Password
- Yéu cau nhap mat khau vao hop thoai Encrypt Document
- Nhan OK

«Nhan Save dé luu cac thiét 1ap
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_ Permissions
A=}
=

Protect
Presentaticn

Let readers know the presentation is
final and make it read-only.

[l=] Encrypt with Password
“5 ;’ Require a password to open this
presentation.
bl Restrict Permission by People
_@ Grant people access while remaving »
their ability to edit, copy, or print.

Anycne can open, copy, and change any part of this presentation.

e that it contains:

author's name

disabilities are unable to read

Encrypt the contents of this file

Password:

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 passwords are case-sensitive.)

Ly Add a Digital Signature
Ensure the integrity of the presentation
by adding an invisible digital signature,

en file, Most autosaved versions are QK l [ Cancel

Thiét lap mdt khau véi Protect Presentation

2.8. GO bo mdt ma bao ve

Thuc hién cac budce sau dé g& bo mat khau mé tap tin va mat khau hiéu chinh
tap tin (Iam theo cach ldp mdt khdu, chi khéc 1a thyc hién x6a mdt khdu):

- Mo tap tin mubn g& mat khau

- Vao File

- Chon Save As

- Vao Tools chon General Options...

- X6a bo di cac mat khau dang co trong Password to modify
- Nhan OK

- Nhan nat Save dé xac nhan

3. Cac thao tac voi Slide

Khi tao méi bai thuyét trinh, PowerPoint chén san mét slide tua dé véi hai
hop van ban trong goi 1a cac placeholder. Pay 1a cac placeholder dung dé nhap van
ban, ngoai ra PowerPoint con c6 nhiéu loai placeholder khac dé chén hinh anh,
SmartArt, bang biéu, 6 thi, ...

C6 nhiéu kiéu bd tri cac placeholder trén slide ma PowerPoint xay dung san
duoc goi 1a cac layout. TUy theo ndi dung can xay dung cho slide ma ta chon kiéu
layout phu hop.
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RlA9w~-0VR_RATEI= Presentation4 - Microsoft PowerPoint o @B R
Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat (2] 0
= B Reset = Yz 2, Replace

Past New AV. AL sh A Quick :

e | N con| B L U 8 e 2 A | A T T e
Clipboard & Slides Font Paragraph Drawing Editing
] = x
1

Click to add title
v .
Ngan Slides \
Click to add subtitle
<
Ol .
Cac placeholder
Click to add notes i
-
Slide1 of 1 | “Office Theme™ | <5 |

|[E]g2 e 2 495 (00—

Slide tura deé bai

thuyét trinh véi hai placeholder

< = La:.rclutr:\ )

Title and Content

Section Header

—u:—i—m—é SN | R
=8 i NS -.'...*é'. 5 -.'l..'l!;'.
Two Content Comparison Title Only i
Y
—
= 458
Blank Content with Picture with
Caption Caption -
[ . .

& 68

Mot s6 thao tac vé chén slide méi, sao chép slide, xda slide, chon layout cho
slide, sap xép céc slide, phan chia cac slide thanh cac nhdm (section).



3.1. Chén slide mai

méi sé dugc chén vao.

- Chon ngan Slides trong ché d6 Normal View va nhap chudt vao dudi slide
dau tién, khi d6 s& thiy mot dudng nim ngang nhap nhay cho biét d6 1a vi tri slide

- Vao ngan Home chon nhom slides (hodc phai chugt vao vi i dinh chen)
- Nhap nuat New Slide, hop chia kiéu layout xuat hién

- Nhap chuot chon mét kiéu layout, slide méi s& duoc chén vao bai thuyét
trinh theo kiéu layout vira chon.

E Home Insert Design Transitions 4
Paste Mew . B 7 U 8 abe
- Slide ~ | = Section -
Clipboard Office Theme
| =
1

—

3.2. Sao chép slide

Thuc hién theo cac budc sau dé nhan ban slide:

- Trong ché d6 Normal View, chon céc slide trong ngn Slides muén sao chép

- Nhéap phai chuét 18n mét trong sb cac slide dang chon dé mé thuc don lua
chon sao cheép

- Chon Duplicate Slide tir danh sach Iénh.

-l

x

1

Cut

Copy

B &7 =<

Paste Options:

& 2 & (A

New Slide

Duplicate Slide

Delete slide
5 Add Section
=1

Publish Slides

Nhan ban slide
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Chen nhiéu slide:

- Néu céc slide chon 12 lién tuc: Nhdp chugdt chon slide dau tién roi giir phim
Shift va nhdp chugt vao slide cugi cung

- Néu céc slide chon 1a khong lién tuc: Nhdp chudt chon slide dau tién va giir
phim Ctrl trong khi nhdp chugt chon céc slide khac.

3.3. Thay dbi vi tri cac slide

Thuyc hién cac budc sau:

- Trong ché ¢6 Normal View, chon céc slide trong ngan Slides muén sap xép
- DUng chudt kéo slide dén vi tri méi trong ngan Slides va tha chuot

- Slide s& xuéat hién & vi tri méi

E Home Insert Design Transitions Animations Slid

d=]|| E8 Stide Sorter E Slide Master [T Ruter 7 '_""”1
o = \ ,,J |
o [Z] Notes Page _J Handout Master =~ [ Gridlines v
Normal| .. ol Zoom Fitto
3| Reading View J Notes Master "] Guides Windoy

Presentation Views Master Views Show ‘ Zoom

~Sides |_Outiine | x|
| e—
T SMART ART

Scp xép slide

3.4. Xo6a slide

Thuc hién cac bude sau dé xda:

Trong ché do Normal View, chon cac slide trong ngan Slides muén xéa

44



Nhan phim Delete trén ban phim dé x6a slide hodc nhap phai chudt Ién slide
va chon Delete Slide

Siides | Outline | X
e | -~
2 | wx ninsh
S| s meme———
F— -~ T k
- T
Hr —=6 &b Cut
’ —e |Ea Copy
—° | [{, PasteOptions:
—————— 4 A=
4 | o
5y =) New Slide
v g WL O Duplicate Slide
Delete Slide
T = Add Section
5| mcmm
Xoba slide

3.5. Nhém cac slide vao cac section

Thuc hién cac bude sau dé nhdm cac slide:
- Trong ché d6 Normal View, chon céc slide mudn nhém thanh Section méi
- Vao ngan Home, dén nhém Slides

- Nhan ndt Setion va chon Add Section

Home Insert Design Transitions Animations Slide Show Re
| taicaiie.

=R X - &5 Layout ~
A J Ea- B Reset

Paste New — 1
- Slide ~ | =) Section ~

B 7 U S abe 2Y- Aa

Clipboard 1 |5 Add Section
Slides | Outline | I

Collapse All
; Expand All

Cheén section
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Pat tén cho section:

Trong ché d6 Normal View, chon Section mubn dit tén:

- Vao ngin Home, dén nhém Slides

- Nhan ndt Setion va chon Rename Section

- bt tn mai cho Section va nhan nit Rename dé dai tén

Sl

5y < — )
=% Remoye All Sections
D 2 %= Collapse All
4

,  Expand All
:

4 Untitled Section

i 6

!5 o
l‘

Home Insert Design Transitions Animations
[T
=N 3 — |55 Layout ~ A
J 36 | v YA A
. 53~ *‘—_5| Reset
Paste ; New z | B £ U 8 abe ! A
v y Slide ~ | _‘SE(tIOn . =
Clipboard Font

ides | Outline ‘:‘I Rename Sectio
4 | comma % Remove Section

Dat tén cho Section

3.6. Xba section

Trong ché do6 Normal View, chon Section mudn xéa

- Vao ngan Home, dén nhom Slides

- Nhan nat Setion va chon Remove S

ection

Rename Section

Section name:

2)X]

|Mu|ﬁmedia

[ Rename ] [ Cancel

|




Clipboard % Font

Slides | Outline _i Rename Section

| Collapse All

Expand All

4 Multimedia

‘5 i o
| =]

|6
Ewd

E Home Insert Design Transitions
= X 5 Layout ~ o
J Ea- E| Reset
Paste New e I U 8 abe A
v Slide ~ | =) Section v | o

» Remove Section
» Remoye All Secti NHUNG

Animations

4. M& va dong bai thuyét trinh
4.1. Mé bai thuyét trinh da luu

X6a section

PowerPoint luu lai duong din dén noi luu céc tap tin ma ban 1am viéc gan day

trong muc Recent Presentations.

- Vao File

- Chon Iénh Recent, hop Recent Presentations xuat hién bén phai
- Chon tén bai thuyét trinh can mé tir danh sach

Néu céc bai khong co trong danh sach thi lam theo cac budc sau:

- Vao File

- Chon Iénh Open, hop thoai Open xuat hién

- Tai Look in, tim dén thu muc luu trir bai thuyét trinh

- Chon tén tap tin mudn mé va nhan nit Open
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Print

Share

Help

Rl 9 - © 4 T 5|5 PowerPoint 2010.pptx - Microsoft PowerPoint

.Hﬂ Home  Insert | Design | Transitio  Animatio Slide Shc  Review

= save )
& Recent Presentations
Save As
= @y PowerPoint 2010.pptx
& Open [=l| D:\Phong\Giao Trinh\PowerPoint 2010
[ Close (@Y PowerPoint 20105ample.pptx
=] D:\Phong\Giao Trinh\PowerPoint 2010
Info =

ffica; PowerPoint 2010_Password.pptx
=] D:\Phong\Giao Trinh\PowerPoint 2010

3y MPP02-521C-L00a Intro.pptx

[=| D:\Phong\Computer Applications
' MPP02-521C-L05a PowerPoint.ppt
=] D:\Phong\Computer Applications
8  OCW Downloads.ppt

=] MyDocuments

(@, IMF Presentation.pptx
=l MyDocuments

2 Add-Ins v

View | Develop: Add-Ins | Acrobat & e

o B R

] Options
B Exit Recover Unsaved Presentations
| Quickly access this number of Recent Presentations:
Danh muc cac bai gan day
Open
Laok jn: |E:| PawerPaint 2010 v| @ B XCiE-
@M‘.\’ Recent Mame = Size | Type Date Madified
Documents | | 5= chp File Folder 1/7/2010 2:32 P
@ Desktop [ Mulkimedia File Falder 12/29/2009 &:17 AM
[CMyTemplates File Folder 1/6/20109:31 AM
&) [E)qgcuments i) opensampleoutine. pptx F4KB Micrasoft Office Po...  1/7/2010 4:34 aM
o @PowerPoint 2010.ppx 7,862 KB  Microsoft Office Po...  1/8/2010 12:34 PM
E‘ cgmputer @PowerPoint 2010_Password, ppts 9,723KB  Microsoft Office Po...  1/7/2010 2:38 PM
- by Netwark @PowerPoint 2010aa. ppbx 9,722 KB  Microsoft Office Po...  1/7/2010 2:07 PM
‘Q Flaces @PowerPoint 20105ample. ppbx 17,795k Microsoft Office Po..,  12/19)2009 5:51 4M

Tools  +

Open %

COpen Read-Cnly
Cpenas Copy

File name: |

COpenin Browser

Files of bype: |AII PowerPoint Presentations (*, pptx; ™ ppty* pptm;* ppsx; ™ pps;® . ppsm;*. potx; ™, pat;

Cpenin Protected View

Cpen and Repair

Com o= ]

Mo hgp thoai Open



Nut
Open

Open Read-Only

Open Copy
Open in Browser

Open in Protected
View

Open and Repair

Muc dich
Ché d6 mo bai thuyét trinh mic dinh

M6 bai thuyét trinh duéi dang chi doc, cac thay doi va hiéu
chinh trong bai muon luu thi phai Iuu thanh mot tap tin khac

Mo bai thuyét trinh dudi dang mot ban sao

Chi c¢6 tac dung khi chon mot bai thuyét trinh luu dudi dang
trang web

Mo bai thuyét trinh trong ché d6 bao vé khong cho hiéu
chinh

M¢ bai thuyét trinh va ki€ém tra c4c 101 va stra 101 néu co

5. Péng bai thuyét trinh

Khi déng chuong trinh PowerPoint, tat ca cac tap tin dang mo s& ty dong
dong theo. Néu mudn chi dong mot bai cu thé nao do6 thi hdy chon bai thuyén trinh
d6 16i vao ngan File chon Close. Néu tap tin chua duoc luu thi PowerPoint s& hién

thong béo nhic nho.

Str dung phim nong dé dong nhanh <Ctrl+F4>

6. Thao tac véi ndi dung bai thuyét trinh
6.1. Tao slide twa dé

Khi mét bai thuyét trinh mé&i duoc tao thi mic nhién cé sin mot slide tya dé.
Slide tira dé thong thuong 1a slide dau tién cua bai thuyét trinh

Nhan chuét vao placeholder Click to add title dé nhap twa dé “PowerPoint

2010 cho slide
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DAu nhic s& nhip nhay tai vi tri ma ban s& nhap twa dé cho slide nay la
“PowerPoint 2010”

® ?
‘

,,,,,,,,,,,,,,,,,,,,,,,,,,,

Nhap chubt vao placeholder Click to add subtitle d& nhap twa dé phu

PowerPoint 2010 PowerPoint 2010

Gidi '.%'-i,%l.T:‘_:’;\r hndng
cUa chuong '.rirt'l

O

Pé két thiic viéc nhap, ta kich chudt vao ving trong bén ngoai placeholder

6.2. Tao slide chara van ban

Slide nay chi can c6 hai placeholder dung dé nhap twa dé va noi dung dudi
dang vin ban. Do vay ban hay chén slide méi véi kiéu layout 1a Title and Content.

- Vao ngan Home, chon New Slide

- Chon kiéu layout 1 Title and Content
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Home Insert Design Transitions Animations 5

| cm—
g ) =i sz A | =
= = B - =
Paste _ ([New |.= | B 7 U 8 abe A~ Aa- | A - | _
- Slide v | 57 = =
Clipboard ] Office Theme

il =

1

Title Slide Title and@ Section Header

Two Content

1§7)

- Nhap tua dé cho slide vao khung twa dé Click to add title

T
o-—————"——"""—"———- - Q

y . ; ]
';'Nhﬁ'ng diém mdi cua PowerPoint 20107
F oA S |:|

* Click to add text

- Nhap noi dung cho slide vao khung Click to add text

Nhitng diém mdi c%a PowerPoint 2010

r——— = -0
* Tao, quan ly va 1am viéc cdng tac vdi nhitng
ngLri khac trén bai thuyét trnh| T

|
|
|
|
|
|
|
|
|
i
o
|
|
|
|
|
|
|
|
|

- D——————————— -0

Cach thizc nhdp ngi dung vao khung Click to add text giong véi viéc nhdp ngi
dung trong Word (Enter: xuong dong...)
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6.3. Tao Slide c6 hai cét ngi dung

- Vao ngan Home, chon New Slide

- Chon kiéu layout 12 Two Content

Nhap khung twa d& va nhap néi dung
cho slide giéng véi tao slide chira van ban

(phia trén)

6.4. Chén hinh vao slide

Vao ngan Home, chon New Slide

Chon kiéu layout 1a Two Content

[
Home Insert Design Transitions Animations E
|
e = - =
j T A a ]
EEY 5} E=
Paste | Mew | .| B I U S abe &Y~ As —
< Slide~] =i =S
Clipboard = | | Office Theme |
| =
1

Title and Content Section Header

Title Slide
7 il
d 3

g 'X-S-—/ el R
]
Two Content Comparison Title Only ]

Title slide Title and Content

f-‘\ .......

I
Two Contw Comparison

Title Cnly

- Nhap tua @& vao slide va nhap chudt vao biéu tuong Insert Picture from
File bén cot tréi hoac vao ngan Insert chon Insert Picture from File

Photo Album - | gl Chart

Design Tran|

4? Shapes
r;J\Sn'larbﬂ«r

Ilustration

Insert Picture from File

e

3.7

| R N . ile ome nse

Chén hinh vao slide .

j (8] cip Art
« Click to add text « Click to add text K| | ...
@+ Screenshot -

Table Picty
Tables < % alages
3|

Insert Picture from File

Insert a picture from a file,

e Press F1 for more help.
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Cira s6 Insert Picture xuét hién, ban tim dén thu muc cha:a hinh anh can chén
va insert vao slide

- Mbi hinh anh duoc chén vao slide, khi dugc chon s& ¢ 8 6 vudng nhé xung
quanh tai d6 ban cd thé kéo dé phong to, thu nho hoic kéo hinh anh dén vi tri khéac
trong slide.

Chén hinh vao slide Chén hinh vao slide

6.5. Chup man hinh dwa vao slide

- Vao ngan Insert, chon Screenshot

- Chon hinh dang c6 trén man hinh hoic chon Screen Clipping dé kéo chon
vung hinh dua vao slide

5 F
[]

o
(=]

¢ |2
[*3

[}

) 1T

Chup hinh man hinh dwa vao slide

Kéo chon vung chup dnh

6.6. Chén thém Shape, SmartArt vao slide

Vao ngan Insert, chon nhom Illustraction, chon Shape, SmartArt, Chart

Chon hinh mudn thém vao slide
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E Insert

Clip Art

Design

L‘CP Shapes ~ ' 3

Joz+ Screensifot ]\L T2 smartart

Transitions Animations Slide Show R|

[

g Header Wo
Available Wadowd ~|| & Footer
Text

ﬁ_¢+ Screen Clipping

TITOIN OO UG oG

—H

chon hinh anh thich hop véi ndi dung dé chén vao slide
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Transitions Animations Slide Show

D=l @ L

Shapes SmartArt Chart | Hype

ion

Review  View  Developer

B E4dE@ZeE T

Text Header WordArt Date  Slide Object Equatuon:n b
Box & Footer > & Time Number

Add-Ins

|| Recently Used Shapes
BExNNOooA1LL o
2K K

Lines

NN L, 2 R, NG %
Rectangles

[ e i L o o o |

Basic Shapes
BEOANITASTGOOO®
®@Couarkhryoifa
O0@~NEY XL C3
LR )l

Block Arrows
OO EBEE I T
it Arrow Z:}DE)DC'@C’\]&

Equation Shapes

- Text Symbols

Chup hinh man hinh dwa vac

C6 rat nhiéu kiéu SmartArt dung san trong PowerPoint 2010, ban c6 thé lva

F=R==
Flowchart
| e o 1 i e O = =17
Choose a SmartArt Graphic

List ||
» A 4
= =t T .. - 3
@2  Process [ -] [~ -
¢ Cyde I - Pr——
X 3, s s TG

Hierarchy
ey JF—
@ Relationship = ==
o= o
& Matrix Ili QU [ = s
/A Pyramid -
Alternating Hexagons
3] o
Picture =i 8 “H -1-1-] Use to represent a series of interconnected
—1-1= I‘i ideas. Level 1 text appears inside the
hexagons. Level 2 text appears outside the
O O uEs shapes:
EEE — [ Ean
1 (s asl g

Lo I

Cancel

J

Chon kiéu SmartArt c6 san




6.7. Chén thém Biéu dé vao slide

Vao ngan Insert, chon nhom Illustraction, chon Chart
Chon biéu dd mudn chén

Insert Chart

3 Templates |’£f3l:_.5l| |M| |JI§":'H |’lﬁ"}| |#—I’| =
|_|]1[|]_ Column Line

|ﬁ Line /,_

& Fie ||/HJ

g Bar Pie

@ Area Ve ] —
5 XY (Scatter) | I"\_B

izl stock Bar Exploded pie in 3-D

) Surface ] ] ] j =

@ Doughnut | % | g | g |% |g |g | I

@2 Bubble — sEr=mm A N 1 [aa ] ]
W Radar % ;‘Jg ?:_ e — E .

l Manage Templates. .. ] [ Set as Default Chart ] [ QK ] l cancel ]

Chon biéu dé muon

Nhan ndt OK va mét ctra s6 Microsoft Excel chtra cac sé liéu mau caa do thi
xuat hién. Ban nhap day du sé liéu theo nhu cau thé hién trén biéu dd

Thi phan trinh duyét 2009
A B Thj phan 2009

1 | Trinh duyét Thi phan 2009

2 |Internet Explorer 62.69% = et Explorer
3 |Firefox 24.61% - e

4 Chrome 4.63% :;“pfﬁr;'

5  Safari 4 46% = Khic

6 Opera 240%

7 |Khac 1.21%,

Thay d6i noi dung cua biéu do bang céch:

Kich phai chudt vao biéu d6 chon:
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+ Font...Thay d6i font chit
+ Change Chart Type...: thay d6i hinh cta biéu dd
+ Edit Data...: thay d6i ndi dung cua biéu dd

+ Va0 Tab Design, chon nhém Chart Styles dé thay d6i cach hién thi

Thi phan trinh d;.0m 2002

Calibri (E = 216 = A" A7 ChartTitle

Blr=sE=A-2-2

———
[Thi phin 2009]
\ 1

Delety
aﬁ Resety tyle

Edit Text =
Font...

Change Chart Type...

Edit Data...

3-D Rotation...

B oEE »

Format Chart Title...

6.8. Chén Text vao slide

- Vao ngan Insert, chon nhom Text, chon nut Textbox hoac WordArt va vé
hop van ban trén slide va gb noi dung

MEaa T |

——— N N N s "
B e, (i, onea | evetion Chup hinh man hinh dwa vao slide
4
] i -
& oa e Aa =
; i,... waes | B 2R v | E A- E3
F1e . , Day iaving man hinh
== E 5 G Excel vira chup bdng cong
bdusit _ Thiphla 2009 cu Screenshot cia
o Eaple e PowerPoint
cton ;
: 3
i 461
.
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6.9. Chén bdng biéu vao slide

- Vao ngan Insert, chon nhom Tables, chon nut Insert Table...

- Hop thoai Insert Table xuat hién dé khai bao s6 lwgng hang, cot.

Insert Table

P

Mumber of columns: |3 -

Ok, ][ Cancel ]

Mumber of rows;

5 phan mém
tao bai thuyét trinh tét nhat

- Piéu chinh d6 rong, hep caa hang va cot bang cach di chuyén chudt vao
duong ludi doc va ngang cua bang dé kéo va diéu chinh.

5 phan mém
tao bai thuyét trinh tot nhat
Y S T S

5 phan mém
tao bai thuyét trinh tét nhat

(su |Prénmem Mo |
1]

2

- L

5

6.10. Chén cac ky hiéu toan hec va cac ky hiéu dac biét khac vao slide

Vao ngan Insert, chon nhém Symbols, chon Equation, Symbol

Chon va Insert ky hiéu vao slide

Insert Dresign Transitions  Animations Slide Show  Review  VWiew  Developer Add-Ins & 4
P QU EBEAETO 84
- = Lo
T2 smartart o = ]
Hyperlin Text Header WordArt ¥ Equatj Symb o Video Audio
" |l Chart Box & Footer - g - -
Illustrations Links Text }-‘I%D Media
N—H
Insert Equation
Insert common mathematical
= equations or build up your own
Equatlon equations using a library of math
symbols,
e Press F1 for more help.
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z X n
y €7 VX
- - Fraction Script Radical I

]
z
Z|:
c
[«

Equation

®

'
= —1r————0

| WACHLE

6.11. Chén am thanh vao slide

- Vao ngan Insert, chon nhom Media, chon Audio
- Chon Audio from File...hop thoai Insert Audio xuat hién
Chon file am thanh

- Ngoai ra c6 thé chén &m thanh tir c4c ngudn khéac trong thu vién Clip Art
Audio hoac chon Record Audio dé thu am truc tiép

&3 |

Video |Audio |

|____Me f é Audio from File...
Clip Art Audio... ' Fila pame 3
Files 0F LYP%: | Aucko Files Calf; *,afc; *,alff; * u; *.snd; * mic *mily *.rmi; *,mp3; *,mdn; * mav; ™

Record Audio...

|

Ban c6 thé cit ngan file &m thanh bang céch:

+ Kich phai chuét vao biéu twgng Loa trong slide, chon Trim Audio

q-@v FcbuGen \ﬁu (2 start: | On Click ~ [ Loop until
\ . g $jj Faden: 0000 3 ol : i
Chén Smart Art vao slide @F 11| voume T videourngshow [ Rewinat
Editing Audio Optians
Trim Audio

Trim the audio clip by specifying
the start and end times.

rt Art vao slide

@ Press F1 for more help.
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Welcome to Zune HD.wma Duration:  00:56,000
01:00.000

et @EE) e
Start Time End Time

[ Ok ][ Caniel ]

PowerPoint 2010 hé tre cac dinh dang Audio sau:
*aiff, *au, *mid, *mp3, *wav, *wma

6.12. Nhiing doan video vao slide

Vao ngan Insert, chon nhom Media, chon Video
Chon Video from File...hop thoai Insert Video xuat hién

Chon file video

Cheén video vao slide

¢ Click to add text

S RTINS b
i

et

PowerPoint 2010 hd trg cac dinh dang Video sau:

Files of E¥P&: | yideo Files (*,asfy a5 *owpls *owmg o *,

kg ¥,
Windows Media File (asF) (*,asf; *.asx; *owpl; *w
Windows video file (avi) (¥, avi)
Mavie File {mpeg) (*.mpeq; *.mpag; *.mpe; *.mlv;
Windows Media Yideo File fwrmnd (% ommm; * o)

Luu y:

Khi chén video vao slide, néu la dinh dang dwoc hé tro va code ding thi qud
trinh chén sé rat nhanh. Néu bj treo may hay qué trinh chén dién ra lau thi bgn nén
ding cdc chirong trinh chuyén ma video chuyén dung d@é chuyén video vé dinh
dang dwoc PowerPoint 2010 hé tro
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7. Tuy bién, hiéu chinh va cac hiéu ing hoat canh
7.1. Sir dung c&c mdu ¢é san cho bai thuyét trinh

- M6 bai thuyét trinh

- Vo ngan Design, nhém Themes, chon kiéu Theme s& st dung

sert Design\ Transitions Animations Slide Show Review View Developer Add-Ins Ac Slides lp,uﬂingtl

I
i T = E Colors., @ Background Styles ]
. Fonts ~
..--- --.---
[[] Hide Background G

[@] efrects

Background

PowerPoint 2010

Citi Sl chc Enh alng
cis chuome Twh

« Lam ghon,gphnba dnmtmnhtmca:doanndeo
hinh anh va rit nhigu hisu ng moi

Chias&ba ﬂnnumnhlanuahm:

Enable Content Updates from Office.com...

Browse for Themes...

& &

Save Current Theme...

- Pé doi sang mau khac: Vao ngan Design, nhém Themes, chon kiéu Theme
Colors va chon bo mau khac

Built-In ]
HONENEEN office i
| EOCE NN Grayscle
EONNENNN Adaceng
EONENENE Angles
BEONNNEEE Apex
EONNNNEN Apothecary
EONEEEEE Aspec
EONENEEN Austin
EONNNNNN ©lackTie
EOEENEEN _civic

IIlelllltz.r
B EEEEERSaposite
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- Pé d6i sang bo font chir khac: Vao ngan Design, nhém Themes, chon kiéu
Theme Fonts va chon bd font chir khac

- Pé doi sang bo hiéu ung khac: Vao ngan Design, nhdm Themes, chon kiéu
Theme Effects va chon kiéu hiéu ang khac

7.2. Sir dung hinh va mau lam nén cho slide

Dung hinh Iam nén cho cac slide:
- Chon mot hoic nhiéu slide muén chén hinh nén

- Vao ngan Design, nhom Background, chon Background Styles va chon
tiép Format Background. Hop thoai Format Background xuat hién.

Chon Fill tir danh sach bén trai hop thoai va chon tiép Picture or texture fill
Thuc hién mot trong cac cach sau:

+ Nhap nat File dé chén hinh tir hinh d luu trong may (tim dén thu muc)

.In Home  Insert ‘ Design‘ Transitions  Animations  Slide Show  Review  View  Developer Add-Ins  Acrobat & 0

‘_ 7‘ A A n Colors~ @ Background Styles ~ l
a a . Fonts ~
Page Slide [T T [T =
Setup Orientation z E Effects
Page Setup | Themes

Slides %ﬂ_ﬁs xj

Nhung diém méi caa PowerPds

Tao, quin Iy va 1am viéc cdng tic vai nhir
trén bai thuyét trinh

Lam phong phii bai thuyét trinh vdf cic ddbs
anh va rit nhién hiéu ing m6i

Chia sé bai thuyét frinh hién qud hon

Slerieee

———— Click to add notes

i v
Slide 2 of 11 | “Paper” |

(B W%@—U—*—@L
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+ Nhap nit Clipboard dé dan hinh dang chta trong bo nhé vao 1am hinh nén
cho slide

+ Nhap nat Clip Art dé tim va chén hinh tir trong thu vién ClipArt

- Nhan ndt Close dé tién hanh ap dung hinh nén cho slide. Néu ban muébn ap
hinh nén cho tat ca thi chon Apply to All

Select Picture
Format Background

Search bext: | L o J

T — =

i X D Include content From OFfice, com
Picture Corrections | [ Solid fill

Picture Colar O gradient fil iy 7]
=
Picture or te:
Artistic Effects @n .
O Pattern fil

[ Hide backgroundr=phics

Texture: | -

Insert from:

Clipboard Clip Art...
Tile picture as texture
Tiling options

offsety: [opt 2| scakey: [100%

offsetv: [opt 2| scakey: [100%
Alignment: | Top left i

Transparency: — l—
h shape

Rotate witt

k(4>

[ResetB_al:kgmund] [ Close } [ Apply to Al J [ Import. .. ] [ oK ] [ Cancel ]

ERId9-6R_TVEIs ThuchanhPowerPoint2010_Chap4.pptx - Microsoft PowerPoint o B R
M Insert | Design ‘ Transitions Animations Slide Show Review View Developer  Add-Ins  Acrobat & o

J
nCoIors N
@ Background Styles
Aa Aa v Fonts ~
mmEmms mmamm =| [S]etrects - [C] Hide Background Graphics

= Aa
Page Slide
Setup Orientation~ | I

Page Setup Themes | Background 7
Slides | Outline | X %

Nhiing di¢m morcua PowerPome201( e

1]

PowerPoint 001
Tao, quin Iy va 1am viéc cing tic v6i nhitng ngudi khic
trén bai thuyét trinh
LamPpRONg phi bai thuyét trinh v6i cic doan video, hinh
anh va ritohiéu hiéu ing maéi

pGhia se-bai thuyét trinh hiéu qua hon

“n 4

: || Click to add notes
slide2of 11 | “Paper | <5 | [ElEps U @E

4
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7.3. DUNng mau lam nén cho Slide

- Vao ngan Design, nhém Background, chon Background Styles va chon
tiép Format Background. Hop thoai Format Background xuét hién:

- Ban chon mau can td nén tai nat Color, nhap nit More Color néu muén

Format Background

Fill

Picture Carrections
Picture Color
Artistic Effects

Fill

@ solid fil

O Gradient fil

O Picture or texture il

O Pattern fil

[ Hide background graphics
Fill Color
Color: ﬂ‘k‘
Transpa| W

Theme Colors
H H NEEEEE

Standard Colors
(] ] iEEEEN

39 More Colors...

J {

[Rasetﬂackgmund ] [ Close

Apply to All ]

Format Background

Fill
Picture Corrections
Picture Color
Artistic Effects

Fill

@ solid fil

QO Gradient fil

O Picture or texture fil

O pattern fil

[] Hide background graphics
Fill Color

Color:

Transparency: @ 0% |3

[Resatﬁa\:kgruund ] L Close ] [

Apply to All ]

chon mau khac tir bang mau co ban. Ban c6 thé tly chinh d6 trong sudt cia mau tai
thanh truot Transparency hoic nhap truc tiép vao hop ké bén thanh truot

- Nhan n(t Close dé tién hanh ap dung mau nén cho cac slide dang chon. Néu
muén ap dung mau cho tat ca cac slide thi nhan nat Apply to All

RlEd9-6R_ATVEIs ThuchanhPowerPaint2010_Chap4.pptx - Microsoft PowerPoint o @8 =
mM Insert | Design | Transiions ~Animations  SlideShow  Review View Developer AddIns Acobat & @

[ | BI Sojgre i) Background Styles ~

Fonts
Page Slide Hide Background Graphics
Setup Orientation * DE . P
Page Setup Background
Slides Outline x -

-

I——

Chen hinh vao slide

“n 4

Click

v

to add notes

4

Slide 4 of 11 | “Paper” |\~é |

|[Blaz s U ®E
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7.4. TO nén slide kiéu Gradient

- Vao ngan Design, nhdm Background, chon Background Styles va chon
tiép Format Background. Hop thoai Format Background xuét hién

- Chon Fill tir danh sach bén trai hop thoai va chon tiép Gradient Fill

- Tai hop Preset colors, ban chon kiéu mau. Vidu ban chon kiéu Daybreak,
chon Type la Linear, chon Direction la Top Left to Bottom Right va chon géc
nghiéng 45 d0 lai hop Angle

Format Background

Format Backarou

[Fi
Picture Corrections
Picture Color

Artistic Effects

Fill

O solid fill

& Gradient fil

O Picture or texture fill

O Pattern fil

[ Hide background graphics

Preset colors: [

Type:
Direction:

Angle:

Gradient stops | ©

o 2

Brightress:

Transparency

[
Picture Corrections
Picture Color

Artistic Effects

R
Fill
O solid il
@ Gradient fil
O Ficture or texture fill
O Pattern fil

[] Hide background graphics

Preset colors:

e
Direction:

Angle: 450 -

Gradient stops

U [yl
Color Position:

Erightness: — ) o= £
Transparency: | — 3 £

Reset Background ] [ Close ] [ Apply to Al

- Tai phan Gradient stops, ban chon mau dé phdi voi bé mau da chon, va thiét
lap thém cac thong s tai Positon, Brightness va Transparency bang cach vira diéu

chinh vira quan sat cac slide dang chon
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Format Background

Fil Fill

) Salid fill

Picture Corrections

Picture Color @ Gradient fil
Picture ar texture fil
Artistic Effects Oe
) Pattern fil

[] Hide background graphics

Preset colors:

Type: Linear b
Direction:

Angle: 450 =
Gradient stops

[]__.j ]

-25%

Calor Position: (0%
Brightness: J_
Transparency: 37

[] @ @

Fs
w

[ResetB_adﬁ.ground ] [ Close

] ’_ Apply to Al ]

- Nhan nit Close dé &p dung hiéu ung Gradient cho cac slide dang chon hoic

nhap nat Apply to All & ap dung cho tat ca

RlAd9-6R_RVEI

ThuchanhPowerPoint2010_Chap4.pptx - Microsoft PowerPoint

'\!quu_lt: = =

Me Insert | Design | Transitions | Animation: Slide Show Review  View | Developer Add-Ins Acrobat | Format  Playback | & o

= T—
| | E‘ n s i) Background Styles v
v Fonts ~
fagey . slide = [ Hide Background Graphics
Setup Orientation ~ +| [o]Effects ~ 9
Page Setup Background

Slides Outline

X

Chen video vao slide

“n 4

< > 000357 Wy

Click to add notes

4 )

slide8 of 11 | ‘Paper | ¢S |

|[Es=sz s -0 (3

65



7.5. X6a hinh nén va mau nén da dp dung cho slide

Vao ngan Design, nhdm Background, chon Background Styles va chon tiép
Reset Slide Background.

Bl Colors ¥ (& )
- . EU o0 {’/_)]Background Styles ~

(2’] Format Background...
":‘j Reset Slide Backaround

ol | |

8. Lam viéc véi cac hiéu trng, hoat canh

Céc hiéu g trong PowerPoint dugc chia lam 4 nhom sau:

- Hiéu ng Entrance: Cac d6i twong ap dung hiéu tng s& xuat hién trén slide
hoac ¢6 xu hudng di chuyén tir bén ngoai slide vao trong slide.

- Hiéu wng Exit: Cac d6i tugng ap dung hiéu tng sé bién mat khoi slide hoic
c6 xu hudng di chuyén tir trong slide ra khoi slide.

- Hiéu &ng Emphasis: Nhian manh noi dung &p dung hiéu tang

- Hiéu wng di chuyén: Hiéu ung 1am cac dbi twong di chuyén theo mot
duong di da quy dinh trudc (motion paths)

Khi ap dung cac hiéu ¢ng ta can cha y cac diém sau:
- Chon Kkiéu hiéu &ng tir 4 nhém ¢ trén.

- Thiép lap cap ¢6 ma hiéu ang s& duoc ap dung 1én dbi tuong (ca ddi tuong
hodc ting phan cua dbi twong). Thiét 1ap hanh dong cho ddi tuong sau khi thuc
hién xong hiéu tng (d6i mau, bién mat..)
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- Thiét 1ap thoi diém, toc @6 va s lan lap caa hiéu ang: khi nhap chuét hay 1a
tu thuc hién sau mot thoi gian quy dinh, thuc hién hiéu ung ddng thoi hay sau mot
hiéu wng khac, toc d6 thuc hién nhanh hay cham.

- Thiét lap th tu thuc hién hiéu tng caa doi tuong so véi cac ddi tuong khac
trén slide.

8.1. Hiéu irng cho van bdn

Vin ban (Textbox) 1a dbi twong duc sir dung nhiéu nhat trong cac bai thuyét
trinh. Ching ta cé thé thiét 1ap hiéu tmg dén ting dong, tirng chit hodc tung ky tu
trong doan van ban.

i [

« Click to edit Master text styles

— Second level
* Third level

— Fourth lewvel
» Fifth level

-

Céc cdp do cua van ban trong Textbox
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As One Object |Ca textbox thuc thi hidu tmg mot lan

All Paragraphs As [Tat ca cac doan van ban (dong) trong Textbox thuc thi hiéu tmg riéng 1¢
One nhung dién ra dong thoi

By 1st Level Thyc thi hi¢u Gng dén cac doan van ban thudc cép thtr nhat trong Textbox
Paragraphs  |Cac dong la cap con cua cap thir nhat khong c6 hiéu Gng riéng

By 2nd Level  [Thyc thi hi¢u ing dén céac doan van ban thudc cap th hai trong Textbox
Paragraphs  [Cac dong la cap con cua cap thir hai khong c6 hi€u ing riéng

By 3rd Level  [Thuec thi hiéu g dén cac doan van ban thudc cap tht ba trong Textbox
Paragraphs  (Cac dong la cap con cua cap thtr ba khong c6 hi¢u Gng riéng

By 4th Level  [Thyc thi hi¢u ing dén céac doan van ban thugc cap thu tu trong Textbox
Paragraphs  [Cac dong la cap con cua cap tht tu khong c6 hi€u ing riéng

By 5th Level  [Thyc thi hiéu ing dén cac doan vin ban thudc cap thir nim trong Textbox
Paragraphs  |Cac dong la cap con cta cap thir nam khong c6 hiéu Gng riéng

Bang tuy chon hiéu ing cho cdc doan van ban trong Textbox

All at once Céc dong thyc thi hidu tmg mot 1an
By word Thyec thi hi¢u tng dén mdi tir trong dong van ban
By letter Thyec thi hiéu ing dén mdi ky tu trong dong vin ban

Bdang tuy chon hiéu ing cho cac tir trong cac dong van ban
Cac bwoc thuc hién nhw sau:

- Trong ché do Normal View, chon khung van ban can ap dung hiéu tng

Nhiing kieu hié

! > Presenta-tion Viev.s v »>Master Views
= X . Slide Master
“Slide Sorter = Handout Master
- Notes‘PSage = Notes Master
" = Reading View

Chon khung van ban
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- Vao ngin Animation trén Ribbon, nhém Animation va nhap chon nit
More dé mé danh muc céc hiéu ung

‘ None Appear

Fade

Animation

S " GERE

Fly In Float In ff'f‘f’—
itions

Céc hiéu #ng c6 san

- Vi du ta str dung hiéu tng Entrance véi kiéu Fly in trong hop Animation
Styles. Khi d6 hop van ban trén slide xuat hién thém sé tha tu 12 1 & dau mdi dong
vin ban. Diéu nay c6 nghia day 1a hiéu tng s& duoc thuc thi dau tién trén slide va
khi thuc hién hiéu ¢ng thi PowerPoint s& cho xuat hién déng thoi cac dong trong

hop van ban

Mone

¢

Mone

Entrance

Aﬁr Fad{ Tﬁ’ FIEIH
P £ SN
X w Lo oS

Wipe Shape Wheel Random Bars

L [ ¥

R ‘f 2
A

Zoom Swivel Bounce

Mare Entrance Effects...
Mare Emphasis Effects...
Maore Exit Effects...
Maore Motion Paths...

LRl il S

3T

Split

FLn
X

>
Grow & Turn

»

Nhiing kieu

l'.‘;Presenta;ionViews ! >Master Views
| . : = Slide Master
B e STide Sorter = Handout Master
| . Notes-Page = Notes Master

. 'ﬁeadiug View

 ———— R —
e —

B m—

Chon kiéu hiéu ing Fly In
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Ban chon n(t Effect Options trong nhém Animation va chon kiéu Fly In tir
danh séach, tiép tuc chon kiéu hiéu @ng thé hién.

K 3 X "ﬁ( .

Float In Split Wipe Shape =

Effect Add
Options *|| Animation ~ *3 Al

pation Direction

From Bottom

Froft
Fro

@ From Top-Left
@ From Top
@ From Top-Right

From Right

L1l
Shde Sorter l; From Bottom-Right

@ = Al at Once
.-—

Effect Options

- Néu thay cac hiéu tng khéng trong hop Animation Styles con it thi chon
tiép nit More Entrance Effects ...trong hop nay. Khi d6 c6 hon 30 kiéu hiéu tng
cho ban chon

Céc tuy chon hiéu wng néng cao cho van ban:

- bé thiét lap cac thdng s6 hiéu tng nang cao cho hop van ban. Ban vao nhom
Advanced Animation va chon nut Animation Pane. Khung Animation Pane
xuat hién bén phai trong caa s6 soan thao Normal View
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Animation Pane v X

| lf Cortent Flace... [ ] { F‘%
¥ ‘3 start On Click \_I/

Start With Previous

D Start After Previous
Effect Options...
Timing...

Hide Advanced Timeline

Remaove
i "31; Animatig . f
y? Trigger
Add ; . _
Animation *j Animation Painter Secands v) € [0] ' 2 ' % 1%
Advanced Animation &+ *

Mo khung Animation Pane

Thuc hién cac tuy chon nang cao nhw sau:
- Chon khung vin ban da duoc thiét 1ap hiéu ang

- Nhap chudt vao ndt s6 xubng bén phai tén caa ddi twong dang duoc chon dé
ma danh sach Iénh. Chon Iénh Effect Options... hop thoai tuy chon cho hiéu ung
Fly In xuat hién:

Effect |Timing Text Animation

Settings

Direction: From Bottom-Left

HIES

0 sec

0 ser kS
v

Smooth start:

J—
Smooth end: J—
J—

Bounce end:
Enhancements
Sound: |[N0 Sound] ¢
After animation: |D0n't Dim w |
Animate text: |A|| at once v |
[ OK ] [ Cancel ]

Tuy chon cho hiéu #ng Fly In
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Tai ngan Effect:
+ Nhom Settings:

Direction: Thiét lap hudng bay nhu trong tiy chon Effect Options di thuc
hién & phan trén

Smooth start: Hiéu ¢ng thuc hién cham lac dau
Smooth end: Hiéu tng thuc hién cham IGc cudi
Bounce end: Hiéu ung rung lac dbi tuong ldc cubi.
+ Nhom Enhancements:

Sound: quy dinh c6 &m thanh hay khong khi thuc hién hiéu tng va diéu chinh
am luong tai biéu tueong hinh loa bén canh.

After animation: Thiét lap hanh dong cho d6i twong sau khi thyuc hién xong
hiéu tng

Animate text: Thiét 1ap pham vi anh hudng cua hiéu ung dén ca dong (All at
once), ting tur (By word) hoac tung ky tu (By letter) trong cau kem theo thoi gian
cho. S6 phan tram cang cao thi khoang thoi gian chd cang lau.

Effect | Timing | Text Animation
Settings

Direction: From Eoktomn-Left et

Smnokh skark; J 0sec g

amooth end: J 0 sec g

Bounce end; J 0.5 sed g
Enhancements

Sound: Camera w

After animation: L

Animate bexk: By word w

10 o | % delay between words
[ Ok ] [ Cancel

Thiét Idp tiy chon ngan Efect
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Tai ngan Timing:

+ Start: Sy kién thuc hién hiéu ung nhu & chd nhap chudt (On Click), hiéu
ng s& dién ra déng thoi véi hiéu tmg trude d6 (With Previouse) hay 1a hiéu ng s&
dién ra sau mot hiéu tmg nao d6 (After Previous).

+ Delay: Thiét l1ap thoi gian cho truéc khi hiéu tng bat dau thuc thi
+ Duration: Thiét Iap thoi gian hay tdc d6 thuc hién hiéu tng

+ Repeat: Thiét 1ap s lan thyc thi lap lai cua hiéu tng

+ Tich chon Rewind when done playing néu muén d6i tuong bi tra vé noi
xuat phét sau khi thuc thi hiéu tng

+ Triggers: Gilr mac dinh khong tuy chinh
Tai ngan Text Animation:

+ Group text: Thiét 1ap cip do van ban trong hop textbox duoc ap dung hiéu
rmg. Vin ban trong hop textbox bén trai c6 2 cap va ta mudn ap dung hiéu tng cho
mdi dong trong vin ban dé. Do vay ban chon Group text la By 2™ Level
Paragraphs.

+ Automatically after: thiét lap thoi gian cho truéc khi thuc hién hiéu
ung,day chinh la Delay bén ngan Timing.

+ Animate attached shape: chi xuat hién khi ta dinh dang shape cho hdp van
ban. VVa néu tich tiy chon nay thi shape s& thyc thi hiéu tng, sau d6 méi dén cac
hiéu rng cua van ban chira trong shape.

+ In reverse order: c&c hiéu ng s€ thuc thi theo trinh tu nguoc lai, van ban cé
nhiéu dong thi s& thuc thi hiéu tng cho dong cudi trudc, dong dau s& thuc thi hiéu
ung sau cung.

- Nhan n(t OK sau khi thiét 1ap cac thong sb

Néu céc hiéu ung 1a don gian thi cd thé thiét 1ap nhanh céc théng sb vé hiéu
Iénh thyc thi hiéu tng, thoi gian thuc thi va thoi cho trude khi thuc thi hiéu ang.
Néu trén slide c6 nhiéu ddi twong ap dung hiéu tng la dung cac ndt Move Earlier
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(dua 1én thuc thi trudc) hodc Move Later (dua xudng thuc thi sau) dé sap xép trinh
tu thuc thi hiéu tng caa cac d6i twong trén slide.

Effect || Timing | Text Animation
Group kext: |By 2nd Level Paragraphs s
[¥] automatically after |2 % | seconds
Clin reverse
[ OK ] [ Cancel ]

B Start: After Previous = Reorder Animation
& Duration: 0200 -
(P Delay: o000 X

Timing

Thiét Idp nhanh cac tiy chen

- Nhan nat Play trong khung Animation Pane hoac nhan nit Preview trong
ngin Animation cia Ribbon dé xem trudc két qua ap dung hiéu tng trén slide

Hanh dong Mo ta
Mau Thay d6i d6i tugng (van ban, shape) sang mau Iya chon sau khi thuc
More Colors thi hi¢u ung.
Don’t Dim Khoéng c6 hanh dong gi sau khi thyc thi hi€u Gtng
Hide After An dbi tuong sau khi thuc thi hiéu @ng.
Animation
Hide on Next An dbi tuong sau khi nhap chudt.
Mouse Click

Bang tuy chon hanh dong sau khi thyc thi hiéu ing
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8.2. Sao chép hiéu i#ng

- Chon khung van ban

- Vao ngan Animations, nhém Advanced Animation chon Iénh Add Animation

Fade

Animation

T2 o T =
~ | Options ¥ | Animation 7% mation Painter

AdWncg Agmation

(P Delay;

Nhiing kieu hremnehi

o . Y

E, w=*STide Sorter
RO

@ = Notes Page

= -’feadmg View

= Slide Master
= Handout Master
= Notes Master

D ———

0

Animation Painter (Alt+Shift+C)

Copy the animation from one
object and apply it to anather.

Double-dlick this button to apply
the same animation to multiple
objects in the presentation.

L - L
@ > Presentation Views >Master Viey @ Press F1 for more help.

Nhiing kieu hi¢

@°> Presentation Views | >1aster Views

@ . » Slid- Master

B, =*STide Sorter = Handout Master
B - Note_s’P'age = Notes Master
@ . "Reading View

L ———
| —
———

Sao chép hiéu #ng

- Bé sao chép hiéu ung cho nhiéu d6i twong cung ldc, ban lam nhu sau:

+ Tt tinh ning AutoPreview tai tlly chon bén duéi niit Preview, trong ngin Animations.

+ Nhap nat Animation Painter hai lan khi thuc hién l1énh sao chép hiéu tng

+ Sau d6 1an luot nhap chudt 1én cac ddi tugng can duoc &p dung hiéu tng

N @ Preview

AutoPrevie

PowerPoint J

ey
- —

Preview the Animations yq

Automatically preview aff
animation.

% Animatic&‘Painter @ Delay:

nced Animati

Animation Painter (Alt+5hift+C)

[

Copy the animation from ane
object and apply it to another.

Drouble-click this button to apply
the same animation to multiple
objects inthe presentation.

9 Press F1 for more help.

Sao chép hiéu izng cho nhiéu déi tirong

Ch y: Thit tw theec hién hiéu iing trén slide cua cdc doi twong cin cir VAo Vi
tri cia n6 trong khung Animation Pane. Poi tiwong nam trén sé thuc thi trude doi

tirong Nam dudi.
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8.3. Sdp xép trinh tw thuec thi hidu #ng

Khung Animation Pane bén phai cira s6 Normal View liét k& danh muc céc
hiéu tng da thiét 1ap cho cac @i tuong trén slide. Nhitng hiéu @ng nam trén ciing
c6 d6 wu tién cao hon va s& dugc thuc thi trude, sau d6 méi dén cac hiéu tng bén
duéi. Do vay, ta can phai sap xép thir tu cho cac hiéu tmg trén slide theo y db trinh
bay cua minh khi thuyét trinh

Thuc hién cac buéc sau:
+ Chon slide c6 nhiéu ddi tugng da duoc thiét 1ap hiéu ung

+ Vao ngan Animations, nhém Advanced Animation chon Iénh Animation
Pane dé ma hop Animation Pane.

+ Dé sap xép thu tu thuc thi hiéu ang cho mét déi twong thi chon hiéu wng
cua dbi twong do trong khung Animation Pane va nhap nat miii tén hudng 1én dé
tang d6 vu tién hoic nhap mii tén huéng xubng dé giam do wu tién khi thyc thi.

+ Pé kiém tra lai két qua cua viéc sap xép, ta nhap vao nit Play dé xem trudc
sy thuc thi hiéu tng caa cac d6i tugng trén slide

Animation Pane * X

0@ F* Content Place. ..

W
L

iI D # Content Place... | |v|

1.‘.‘-.fter Previous

Fly In: Content Placeholder 3: Master Views Slide Ma,

Seconds »| €0 0 12[ ] 14 0 3
Re-Order
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8.4. Hiéu ing cho hinh danh, Shape

- Céch &p dung hiéu tng cho hinh anh, clipArt hay Shape 1a giéng nhau

- Chon hinh hinh can &p hiéu tng

- Vao ngan Animations,

*x % ¥

Effect Add
Options =|| Animation =~ %,

Direction

Chen hinh vao slide go
e B Q Caouy Iﬁlckwise

Amount

.1 Quarter Spin
D Half Spin
O Eull Spin
Twao Spins

Khung Animation Pane

Animation Style

Change Emphasis Effect

Basic |
ﬁ Fill Calar é Fank Color

ﬁ Grow/shrink :ﬁ Lire Colar
Ifﬁ Spin I ii Transparency

Subtle

B Eold Flash f Brush Colar

# Complementary Color # Complementary Color 2 =
# Contrasting Color # Darken

# Desaturate # Lighten

# Object Color e pulse

B Underline

Moderate

gf Color Pulse ﬂ Grow With Color L |

f Shirnmer HS Teeter

Exciting |
[]Preview Effect [ O ] [ Cancel J

nhom Animation va chon moét hiéu tng tur
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Néu mudn thém cac hiéu ung khac nira thi nhap vao nit More Emphasis
Effects...dé mg hop thoai Change Emphasis Effects. S& ¢6 danh muc hon 20
hiéu @ng xuat hién cho ban chon

Cac tuy chon hiéu wng néng cao cho hinh anh
Céch 1:

+ Truy cap nhanh

Design Transitions Animations Slide Show Review View Developer
& ‘*« ki - i =30 Animation Pane
‘,;!..; = t*ﬁ - v} Trigger v

Effect Add
dom Bars | Grow & Turn Zoom % | optiogs AR *.",Animation Painter
Animation m Advanced Animation
5

#w Additional Effect Options

Show the Effect Options dialog
box.

Truy cgp nhanh hgp thogi

Céch 2:
+ Chon hinh hinh can &p hiéu tng nang cao.

+ Nhap vao nit Show Additional Effects Option tai nhém Animations, trong
ngan Animation. Hop thoai tlly chon nang cap cho hiéu ung da chon xuét hién.

- biéu chinh cac théng sé tai ngin Effect, Timing dé &p dung céc hiéu tng
nang cao cho déi tuong.

- Nhan nat OK sau khi hoan tat
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Effect | Timing |

| Effect | Timing

Settings Stark: | D after Previous “ |
Amaurt: |360° Clockwise A | Delay: seconds
Smooth start: 37 Duration: | 1 seconds (Fast) w |
Smooth end: |7 Repeat: |(none) v |

[Irewind when dane playing
Bonceend: ) -
g
[ auto-reverse

Ernhancements
Sound: |?Chime | |
After animation: |Don't Dim - |
Anirnate bexk: | |

I:I % delay between letters
L oK. J [ Cancel J L 0K J [ Cancel ]

Thiét Idp tly chon hiéu ¢ng nang cao cho hinh anh

8.4.1 Hiéu #ng di chuyén doi twong theo duong di dung san

Thuc hién cac buéc nhw sau:

Chon hinh muén cho di chuyén theo tuyén

Chen Clip Art vao slide

\
b

Chon hinh va di chuyén dén vi tri xudt phét




- Thiét 1ap hiéu tng Motion Path cho ddi twong hinh. Bt hinh vao vi tri xuét
phat va vao ngan Animations, nhdm Animation va chon Animation Style va
chon Custom Path

Home Insert Design Transitions I Animations l Slide Show R
P20 L. Ve [«]
Zoaom Swivel Bounce B

Motion Paths

I ~ 1 O «©

Lines Arcs Turns Shapes Loops
@:{ .
_ stom Path o
':* Iore En \

¥%  More Emphasis Effects..,
= More Exit Effects...

=  More Motion Paths...
& | OLE Adtion Verbs..,

Chon kiéu vé tuyén

- V& mot tuyén duong tir vi tri xuat phat cua ddi twong di chuyén trén slide

Chen Clip Artvao slide

(]

Vé tuyén vén dong
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- Ban chon nat Preview trén Ribbon s& thiy duoc hiéu ung thuc thi. Tuy
nhién ta phai chinh thém cac théng s6 Timing, Duration, After Previous... dé doi
tugng di chuyén dang y minh.

B Start: After Previous *[% Feaorder Animation
& Duration: 06,00 .

ah

(P Delay: 00.00

-

Timing

Thiét lap lai thoi aian thuc thi hiéu ina
- Pé tha vi hon, ban hdy chon tiép nit Show Additional Effects Option d¢
mé hop thoai tlly chon hiéu tmg nang cao. Vao ngan Timing, dén hop thoai
Repeat va chon Until End of Slide dé cho hanh dong di chuyén cua dbi tuong
duoc Iap lai dén khi chuyén sang slide khac.

8.5. Hiéu irng cho SmartArt

PowerPoint cho phép ap dung hiéu ang cho SmartArt va cac thanh phan trong
SmartArt nhu Text, Shape, hinh anh...

Bang hiéu tng cho céc thanh phan cua SmartArt:

Hiéu g Mb ta

As one object Hiéu tung s€ 4p dung 1én cd SmartArt nhu 1a mot hinh anh

Tat ca shape trong SmartArt s& dugc thyc thi hi¢u ing dong thoi. Diém
khac nhau cta hiéu img cho SmartArt kiéu As one object va All at once 13
Allatonce | khixoay hinh chang han thi kiéu As one object s& xoay ca SmartArt con
kiéu All at one thi céc shape trong SmartArt s& dong loat xoay.

One by one Moi shape trong SmartArt sé 1an luot thuc thi hiéu ung

Tt ca cac shape ciing mot nhanh s& thyc thi hiéu I’I‘nqu(‘”)ng thoi. kiéu hiéu
By branch one | ung nay thuong 4p dung trong SmartArt ki€u so do to chure (organization
by one chart) hodc so do cay (hierarchy)

Tat ca shape cung cép sé& thyc thi hiéu Gng ddng thoi.
By level at once

81



Ap dung hiéu ng cho SmartArt kiéu danh sach

+ Chon SmartArt dang danh sach trén slide

+ Vao ngin Animations, nhém Animation, chon More d& m& hop
Animation Styles, cho Iénh More Entrance Effects... hop thoai Change

Entrance Effect xuat hién

+ Chon kiéu Pinwwheel tai nhém Exciting va nhan nat OK

Change Entrance Effect ey
Subtle )
M Expand # Fade
f Swivel fZDDm
Moderate
Home Insert Design Transitions Animations Slide Show Review View
_* A A A X A v f Basic Zoom f Center Rewvolve
FiHbc.ulor i _, i _ FA o s fFIoat Down fFIoat Up
% Grow & Turn f Rise Lp
A% Spinner
Bt . Exciting
. D G ¢
: - L * Basic Swivel f Boomerang
Disappear Fade Fly Cut Float Cut Split Wipe 5
P n Ay whe Bounce Credits
O G S A S ’ s
N +
Shape Wheel Random Bars  Shrink & Turn Zoom Swivel f Curve Up f Drop
AP _3 T 1| # Fip # Float
5_* Mare Entrance Effects... Q
{k Maore Emphasis Effects... l* Finwheel f Spiral In
fw More Entrance Effects [Animation)
#E  More Exit Effects... Sk whip =
& More Motion Paths... —
ol Ereview Effect QK J [ Cancel ]

+ Chon Effect Options va chon kiéu One by One. Ty chon thém thoi gian

cho hiéu tng tai nhom Timing..

- >
4 e
heel | Pulse Color Pulse
Animation

Teeter

=

| Effect

" /|Options 7|
| <,

A
* T

Add
Animation + %y
‘

| ©

=
@_© AsOne Object

All at Once

‘ | one
Tao, quan 1 vi 1am viéc cong tac [ R @
nguai khéc t['é] béi th-uYét tﬁnh @ Level at Onc:

p Start: After Previous, eorder Animation
O Duration: 02.00 A Move Earlier

(?) Delay: 0050 3w Move Later
Timing

Tuy chen hiéu #ng cho SmartArt
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Ap dung hiéu ing cho SmartArt kiéu Picture
+ Chon SmartArt dang danh sach
+ Vo ngan Animations, nhdm Animation, chon kiéu Zoom tai Animation Styles.

+ Vao Effect Options chon One by One

2,
£y v‘g“»\ LR i # k=l
= A HE | Z
eel Random Bars Grow & Turn Zoom -

Effect Add A
Animation ‘

-

Options 5| Animation v *3
ke

ishing Point

Object Center

Chen Smart Art vao slide b SR
P Sequence

YV
As One Object

All at Once

+ Vao nhém Timing, diéu chinh lai After Previous tai hop Start, va cac
thdng sé trong hop Duration va hop Delay

8.6. Thiét lap hiéu rng va tly chon cho am thanh va video

Ching ta c6 thé danh dau (bookmartk) cac thoi diém tha vi trén cac doan
phim hozic &m thanh trong bai thuyét trinh. Sau d6 cac bookmark nay duoc sir dung
nhu 1a cac diém dé kich hoat mot hiéu tng hoac nhay dén mot vi tri xac dinh trong
doan video

8.6.1. Thém va x6a bookmark

Chon slide chtra audio hoac video
Nhan n(t Play trén thanh diéu khién ndm duéi doan phim

Dé danh dau mot diém trén video hoic audio:
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+ Néu 1a video: vao Video Tools, ngan Playback, nhém bookmarks, chon
Iénh Add Bookmark.

+ Néu 1a Audio: vao Audio Tools, ngin Playback, nhém bookmarks, chon
Iénh Add Bookmark

‘ ]”;iﬁ Fade Duration
y " & .
? | §grFaden: 0000 3
Play Add , Trim ye —
Bookma%; kma Video @) Fade Out: 00.00 z
Preview Bookmarks Editing

Lénh bookmark

Thuc hién lai budce 2 va 3 dé tao thém cac bookmark khac

[Bookmark 1 (Alt-Home/Alt=End to skip)|

DBdnh dau cdc doan yéu thich trén phim

- Muén x6a bé bookmark nao d6 da tao, ban chon 18n bookmark can xda trén
thanh diéu khién nam duéi video hoic audio roi thuc hién 1énh sau:

+ Néu la video: vao Video Tools, ngin Playback, nhém bookmarks, chon
Iénh Remove Bookmark.

+ Néu la Audio: vao Audio Tools, ngin Playback, nhdm bookmarks, chon
Iénh Remove Bookmark
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8.6.2. Thiét ldp cac tly chon cho Am thanh

Khi chen mét tap tin am thanh vao slide thi PowerPoint mac dinh tap tin am
thanh nay chi duoc phat khi ban nhap chuét 1&n né.

Thuc hién theo cac budc sau:
- Chon slide chira audio
- Vao Audio Tools, ngan Playback, nhom Audio Options
- Volume: Thiét Iap mtc 4m lugng cho audio
- Start: Thiét 1ap su kién nao xay ra thi phat &m thanh
+ Automatically: am thanh tu dong phat khi slide duoc trinh chiéu
+ On Click: am thanh duoc phat khi kich chuot
+ Play across slides: am thanh duoc phét lién tuc khi chuyén sang cac slide khac

- Hide During Show: néu chon tly chon nay dé biéu tugng hinh loa s& dugc
an trén slide khi trinh chiéu

- Loop until Stopped: néu chon tlly chon nay s& phat am thanh lién tuc cho
dén khi c6 mot Iénh ding xay ra, chang han nhu 1a khi chuyén sang slide khac
hoac kich chudt bam nat ding trén thanh diéu khién am thanh khi trinh chiéu. Néu
tdy chon Loop until Stopped dugc chon két hop vai tly chon Play across slides tai
hop Start thi &m thanh s& dugc phat tiép tuc va lap lai d¢én hét bai bao cao khi trinh
chiéu

.9u ¥ start; Automatically v [¥] Loop until Stopped
UU 2 q
Volume [T Hide During Show [ Rewind after Playing

Audio Options

Ta c6 thé tuy chinh thém hiéu tng cho am thanh trén slide bang cach chuyén
qua ngan Animations, nhom Animation va chon Show Additional Effect
Options. Hop thoai Play Audio xuat hién dé ban diéu chinh cac thdng sb:

85



Ngan Effect:

- Tai Start playing: thiét lap diéu kién phat am thanh

+ From beginning: s& phat am thanh tir dau

+ From last position: s& phat am thanh tir vi tri diém dumng trudc kia

+ From time: thiét 1ap thoi gian bat dau trong tap tin am thanh s& duoc phét.
- Tai Stop playing: thiét Iap diéu kién dirng phat &m thanh

+ On click: khi kich chudt

+ After current slide: sau khi chuyén sang slide mai

+ After: thiét 1ap cho am thanh s& tiép tuc phét sau khi trinh chiéu tiép mot sd

slide ntra.
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Play Audio EE3

Effect | Timing || Audio Settings

Start plaving

") Fram last position

) From time: seconds
Stop plaving

1 on click

(%) After current slide

) After: slides

Enhancements

Sound:

&

After animation: [ Don't Dim w

(] 4 l [ Zancel




Ngan Timing:

Play Audio

| Effect | Timing | audio Settings |

Start: 2 After Previous v |
Delay; seconds

Crakion: | |
Repeat; | Until End of Slide w |

Rewind when done plaving

] [ Cancel

Ngan Audio Settings

Play Audio

Effect || Timing | Sudio Settings

Flay options

Sound volume:

Display options
[JHide audia icon during slide shaw
Information

Tatal playing bime:  00:24
File; [Contained in presentation]

Ik

l [ Cancel
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- Kich chudt vao nit OK dé dong hop Play Audio

- M& ngian Animation Pane va sip xép lai thir tu thuc thi cac hiéu tng cho
cac ddi twong trén slide

8.6.3. Thiét ldp cac tly chon cho phim

Thuyec hién theo cac budc sau:

- Chon slide chtra video

- Vao Video Tools, ngan Playback, nhém Video Options

- biéu chinh cac thong sé trong hop Video Option

N

all

Volume

-

_',' Start; Automatically v
[ Play Full Screen

[T Hide While Not Playing

Video Options

[ Loop until Stopped

[¥] Rewind after Playing

- Thém cac hiéu ung cho phim trén slide bang cach chuyén qua ngin
Animations, nhém Animation va chon Show Additional Effect Options. Hop
thoai Play Audio xuét hién dé ban diéu chinh cac théng sé:

Effect | Timing | video Settings
Skart: D After Previous w
Delay: 0 % | seconds
Duration:
Repeat:
I OF l [ Cancel ]

Effect | Timing | Yiden Settings

Play options

Sound volume

Display options
[Hide while nat playing
[ zoom ta Full screen
Information

Total playing time:  02:16
File: [Contained in presentation]

Ok ][ Caneel ]

- Sap xép lai trinh tu thyuc thi cac hiéu tng cho cac ddi twong trén slide trong

khung Animation Pane
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- Ban sao chép hiéu ung da thiét 1ap cho video bén trai sang video bén phai
trén slide va x6a di bookmark trén video bén phai. Ban hay chon thém Hide While
Not Play tai nhom Video Options trong ngan Playback cho video dang chon

8.6.4. Sur dung tringger

Chon slide chtra video

- Vao ngan Insert, nhdm Text, chon Iénh WordArt, chon kiéu Fill-Red,
Text 2, Outline-Background 2 va nhap vao doan van ban sau “Office 2010: The

Movie” ttrong hop Your text here. Sau d6 thu nho va di chuyén WordArt xudng
nam bén dudi doan quang cao Office bén trai

4 E3E T

WordArt| Date Slide Object | Equation
& Time Number v

QREJ Text 2, Outline - Background 2 ]

S\

/A\ A /ﬁ‘ A A ; @) fefiriec 2001 Flaie: Wllonziic [
AAAAA

Cheén video vao slide

-

1ot 3 '." w23
SIS fae
[

Chen WordArt vao slide
- Chon WordArt, va vao ngan Animations, nhém Animation chon kiéu hiéu
tng Float In va chinh lai Duration 1a 3 gidy bén nhém Timing dé thoi gian thuc
thi higu tmg duoc l1au hon.
- Thiét 1ap triggger nhu sau:
+ Chon WordArt

+ Vao ngan Animations, nhom Advanced Animation, chon Iénh trigger,
chon On Bookmark, sau d6 chon Bookmark 1
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ST = L

FA 5 |7 Trigger v| ® Duration: 0300 2
Split = Effect Add [t — . -
| Options~ | Animation~| @ OnClickof » [Z) Delay: 0000  w
;d"a', 2. OnBookmark » | Office 2010- The Moviewmv |+

Bookmarl
o

- Nhan vao nat Preview trén Ribbon trong ngin Animations dé xem két qua
ap dung Trigger hoac nhan t6 hop phim <Shift+F5>

Chen video vao Chen video vao.

WordArt xudt hién khi phim phat téi bookmark
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8.7. Hiéu #ng cho bang biéu

PowerPoint khéng c6 nhiéu tlly chon hiéu ting cho bang biéu. Ta chi ¢6 thé ap
dung hiéu tmg Ién toan b bang biéu gidng nhu 1a 4p dung hiéu tng cho mét hinh anh.

Thuc hién theo cac buéc sau:
Chon slide chaa bang biéu trong bai thuyét trinh

- Vao ngin Animations, nhém Animation va chon kiéu hiéu ang la Wheel.
Chon tiép Iénh Effect Options bén canh va chon 2 Spokes.

@ ks Fih LI
x | x F A

Wheel Random Bars ~ Grow & Turn Zoom -

»

4

Animation

' ‘ 1 Spoke
5 phan mem

_tao bai thuyet trin SP°kes

g st | Phfnmim | Mot

PowerPoi
b Microy

thuyét trir |y, ¥

2 Flash Flash do

thuan tiéy
chay trén % 8 Spokes

3 Impress Impress li-ypnurmesrmmenrpr

5 phan mém
tao bai thuyét trinh tot nhat

osoft phat trién, 12 mot thanh phin trong
PowerPoint hién la phin mém tao bai
trén thi tricing,

trién. Tgo bai thuyét trinh trén Flash rﬁL
hia s vi phat hinh trén internet da &

4 Keynote Keynote do Apple It

5 Presentations  Presentationsdo So
bo SoftMaker Office
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- Qua nhdm Timing dé thiét 1ap thoi gian cho hiéu ung

[ Start: After Previous = Reorder Animation

8 Duration: 02.00 .
(2 Delay: o000 X
Timing

- Tai nhém Animation, nhap vao Iénh Show Additional Effect Options d¢
mé hop tly chon nang cao. Tai day ban cd thé chon thAm am thanh di kém hiéu
ng 1a Breeze chang han va cac tly chon khac dé mic dinh

8.8. Higu itng cho do thi

Ta c6 thé &p dung hiéu tng cho ca d thi hodc dén tung thanh phan trong do
thi nhu céc chudi, cac nhém, tirng thanh phan trong chudi hoic trong nhém.

Bang tly chon nhdém &p dung hiéu tng trong d6 thi:

Nhom Mo ta
As One Object Thuc thi hiéu tng trén toan bo do thi
By Series Thuc thi hiéu g trén timg chudi 6 liu
By Category Thuyec thi hi¢u ang trén ting loai s6 liéu

By Element in Series  |[Thuc thi hi¢u tmg trén timg thanh phan trong cac chudi sb liéu

By Element in Category

Thuyec thi hiéu ung trén timg thanh phéan trong céac loai sd liéu

Thuwc hién theo cac bwéc sau:
Chon d6 thi trén slide trong bai thuyét trinh

- Vao ngin Animations, nhdm Animation va chon kiéu hiéu tng la Fade

- Chon tiép lénh Effect Options va chon kiéu By Category
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Transitions Animations Slide Show Review View Developer
) t = Ei 5% Animation Pane|
? * - \ ' 4 ; Trigger ~

Fade FlyIn | e BAddiy i

|Options ¥/ Animation ~ iy Anima
Animation Sequence jation

1 “ As One Object
{ [ L] By Series

| By Catego
[} By Element in Series

By Element in Category

ainte K\DD

Adl
b S
® pf

P Start: After Previous ~ Reorder Animation

© Duration:

'\3 Delay:

-

0100 3 || & Move Earlie

-

00.00 =

Timing [%

- Chuyén sang nhom Timing dé thiét 1ap thoi gian cho cac hiéu ang

- Pé tly chon thém cac tinh ning ning cao thi chon Iénh Show Additional
Effect Options va diéu chinh théng sé tai nhém Animation

)] Face

Effect | Timing | Chart Animation | Effect | Timing | Chart Animation
Group chark: |By Category S | Enhancements
[Clstart animation by drawing the chart background: Sound: |i.aser HE' |
after animation: | GGG - |
[ 0K l [ Cancel ] I Ok ] [ Cancel

|

Nhap nut OK dé déng hop tly chon nang cao va nhan nit Preview trén
Ribbon dé xem trudc két qua thuc thi hiéu tng
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8.9. X6a bé hiéu ing ciia cdc doi twong trén Slide

PowerPoint khong c6 tinh ning x6a hang loat cac hiéu tng da thiét lap cho
cac ddi tugng trén céc slide trong bai thuyét trinh ma phai x6a hiéu @ng lan luot
cho ting di tuong.

Cac buéc thyc hién nhw sau:

Chon ddi tugng trén slide dang c6 hiéu tng

| Lam phong phi bai thuyét trinh véi cic doan

| video, hinh anh va rit nhiéu hiéu ing méi

Vao ngan Animations, nhom Animation va chon None tir danh muc hiéu tng

Home Insert Design Transitions Animations Slide Show Rd

None e

k

Mon
Entranc

N —
w* ¥ K " Yr
Appear Fade Fly In Float In Split
A & i £ i

More Entrance Effects...
More Emphasis Effects...
Maore Exit Effects...
More Motion Paths...

Ea e )

OLE Action Verbs..,

Chon None d@é loai bé hiéu itng cho doi twong
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8.10. Hiéu #ng chuyén slide

Phan nay s& hudng dan céch tao hiéu ung khi chuyén tir mot slide nay sang
slide khéc (transitions) trong bai thuyét trinh

Cac budc thuc hién nhu sau:
- M& bai thuyét trinh can ap dung hiéu tng chuyén slide
Chon slide can ap dung hiéu tng chuyén

Vao ngan Transitions trén Ribbon, vao nhém Transition to This Slide va
chon kiéu hiéu ung (vi du:Doors) trong danh muc dung san.

E ifl, Sound:

8 Duration
Effect

Home Insert Design Transitions Animations slide Shol Options -|| 45 Apply To

- — = - Vertic
m @ | § @ O J ®
5 Effect
Cube Doo Box Zoom S Opti;ns* Horizontal
Gition to This Slide

Chon kiéu Transition

Chon kiéu Effect Options va tily chon thém cho kiéu hiéu tng Doors vira chon.

4

4

Chuyén dén nhom Timing dé thiét 1ap thoi gian cho hiéu ung Transition.

il Sound: chimes.wav * | Advance 5lide

-

D Duration: 02.00 - On Mouse Click

-

430l Apply To All After: 00:08.00 2
Timing

Tuy chon thoi gian cho Transition
Slide dau tién da thiét 1ap xong hiéu tng Transition.

+ Nhan nat Apply to All trong nhém Timing s& ap dung thiét 1ap Transition trén
cho tat ca cac slide trong bai thuyét trinh (tat ca cac slide c6 hiéu ung giéng nhau).

+ Lap lai cac budc trén dé thiét 1ap hiéu tng Transition cho céac slide khac
trong bai thuyét trinh vai céc tly chon hiéu tmg doc 1ap véi nhau.
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8.11. Tw déng x6a bai thuyét trinh

C6 thé x6a bo hiéu tng chuyén slide cho ting slide riéng 1é hodc thuc hién

ddng loat trén tat ca cac slide.

Cac budc thyuc hién nhu sau:

- Chon mét hay nhiéu slide can xda hiéu tng chuyén slide;

- Viao ngan Transitions, nhém Transition to This Slide va chon None d¢

haty bo hiéu tng chuyén slide cho cac slide dang chon.

Hom: I rt Desig T ti Animations Slide Show Review View
Subti
_] I 1 ]
m B O E E B
Noi Cut Fade Push Wipe Split Reveal
2 el A B
Shape Uncover  Cover Flash
Exciting
i | (&l &) @ B2 B
Dissolve Checkerboard Blind: Clock Ripple Honeycomb Glitter
B @ @E W |
Shred Switch Flip Gallery b Doors Box
Dynamic Content
H E EH @& @ oOm &
Pan Ferris Wheel Conveyor Rotate Window Orbit Fly Through

Chon None dé x6a hiéu ing chuyén slide

- Néu chon thém Iénh Apply To All bén trong nhém Timing thi s& xda hét
hiéu ang chuyén slide trong bai thuyét trinh.

ty Sound: chime
& Duration:

5.Wrav

Autao

-

w

Advance Slide
On Mouse Click

Il Apply To After: 00:00.00
[}5 Timing

o
-

X0a tat ca hiéu izng chuyén slide
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8.12. Tw déng trinh chiéu bai thuyét trinh

Bai thuyét trinh tu hanh phai dam bao 3 diéu kién sau:

- Hiéu ung chuyén slide khi &p dung phai chon thém tly chon After va thiét
lap thoi gian cho chuyén slide cho tét ca céc slide

- Khi &p dung hiéu tmg cho cac ddi tuong trén tat ca cac slide phai st dung
tly chon After previous hoiac With Previous tai Start

- Chon thém Loop continuously until ‘Esc’ trong ngan Slide Show, nhom
Set Up, Iénh Set Up Skide Show dé tu dong trinh chiéu lip lai bai thuyét trinh khi
két thic.

Cac budéc thuc hién nhw sau:
- M& bai thuyét trinh can 4p dung tu dong chay

- Vao tung slide, chon cac doi twong da ap dung hiéu Gmg va vao ngin
Animations, nhom Timing, chon lai After previous tai hop Start

p Start: !-‘-.fterF‘revi-:nuse-:-r.:ler!-‘-.nimati-:-n
& Duration: 02,00 h

-

(?) Delay: o050 *
Timing

Tuy chon After Previous trong Animations

- Vao tung slide, vao ngan Transitions, nhom Timing, chon After va thiét
lap thoi gian cho chuyén slide.

i, Sound: chimes.wav *  Advance Slide

-

& Duration: 02.00 - On Mouse Click

{31 Apply To All After: |00:02.00
Timing %

S

Tuy chon After trong Transitions

- Vao ngan Slide Show, nhdm Set Up, Iénh Set Up Slide Show, chon Iénh
Loop continuously until ‘Esc’
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Set Up Show

Shaow bype Show slides

(%) Presented by a speaker (full screen) @ al

() Browsed by an individual (window) O Erom: Tn:
(O Browsed at a kiosk (Ful screen) Fiughia

Shaw options Advance slides

7 (O Manually
@ Using timings, if present

[C] show withaut animation Multiple: marikars

Pen color: Display slide show on;
Laser poinker color! |Primary ey

[T Show without pareatio

[[]5how Presenter View

To show a laser pointer during slide show, hold down the Ctr key and press the left mouse
buttan.

L OF J[ Cancel ]

Hop thoai Set

8.13. Tao cac siéu lien két va cac nGt |1énh diéu hwréng

8.13.1. Lién két dén mot slide trong cling bai thuyét trinh

Thuc hién theo cac buéc sau:
- Chon van ban hogc ddi tugng can gan hyperlink

- Vo ngan Insert, nhém Links, chon Iénh Hyperlink hoic nhan t6 hop phim
tat <Ctrl+K>

QA2 4EEa T

Chart | Hyperlj ction Text Header WordArt Date  Slide Object = Equation|
% Box & Footer A & Time Number
‘ in

Text Sym

Insert Hyperlink (Ctrl+K)

Create a link to a Web page, a
picture, an e-mail address, or a
program.

g o Press F1 for more help.

Tao, quan ly va lam viéc cong téc vdi nhiing

ngudi khéc trén bai thr yet trinh

| Lam phong phubal thuyet trinh véi cic doan
‘| video, hinh anh va rét nhleu hiéu ing mdi
L) ()
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- Dudi khung Link to chon Place in this Document va thuc hién tiép cac budc

Edit Hyperlink
Link. to; Text to display; |PowerPoint 2010 | ScreenTig...
Select a place in this document: Slide preview:
Existing File: or 2. Nhiing digm mei cla PowerPe A | | o
web Page 3. Mhitng ki hign thi 3 phin mem

L. i tawn b i thuvettrinh tat hat
7Q§ 4, Chén hinh vao slide . -
B T Tvais o Pl b

5. Chén Clip Art vao slide

N\
S

Place in This #. Chup hinh méan hinh dira vaa 0k 1o Tk
E Docurnent { 7. Chén Smart Art wao slide EE e
8. Chén video véo slide L o
E gl Ch"en Iioan phlm trLr': tuvé"n 10 ml‘-llllJ."lIIEFIllllllllllllll'lilllﬂl
Create New 10, 5 phdn mim tao bai oy &t B I ]
Document 11, Thi ph&n trinh dusgg

Custom Shows W

oK l[ Cancel ]

E-mail Address

Chon lién két dén slide khac
- Text to Display: noi dung doan vin ban da chon, néu thay ddi noi dung nay
thi doan van ban trén slide cling thay d6i theo
- Screen Tip: mic dinh cho hyperlink hoic duong din dén tap tin

8.13.2. Lién két dén mot slide, khac bai thuyét trinh

Cac budéc thuc hién nhw sau
- Chon vin ban hozc ddi tuong can gan hyperlink

- Vao ngan Insert, nhdm Links, chon Iénh Hyperlink hozc nhan t6 hop phim
tat <Ctrl+K>
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B OE EE4EEE T

hart | Hyperlj ction Text Header WordArt Date Slide Object | Equation)
Box & Footer = & Time Number
inks

Text Syml|

Insert Hyperlink (Ctrl+K)

Create a link to a Web page, a )
picture, an e-mail address, or a
program.

pr— 0 Press F1 for more help.

Tao, quan ly va lam viéc cong tdc vdi nhiing
ngudi khdc trén bai thuyét trinh

o, L] (J
| Lam phong phui bai thuyét trinh véi cdc doan |,
‘| video, hinh anh va rédt nhiéu hiéu ing mdi [
L) L) )

- Dudi khung Link to chon Existing File or Web Page va thuc hién tiép cac budc

- Chon n(t 1énh Bookmark...hop thoai Select Place in Document xuat hién.

Insert Hyperlink

M Text ko displav:|~::~::5&|ectiun in Document == | ScreenTip. .

, Cooere. |
\ Loak in: [ Books 2010 W
A [ eotmatk. |

Existing Filz or

'\ Web Page f OpensampleCutiing, ppkx
Cyrrent '.ﬂé Phato Album,ppkx

Folder '.ﬂj PowerPaint 2010, pp:

PlaceinThis | | % PowerPoint 2010_Password, pplx

Document Browsed % PowerPaint 2010a.pptx

Pages '.ﬂj PowerPaint 20105ample. ppx

3 \e] PowerPaint_2010,pptx ‘K’

Create Mew Recent Wl PowerPaoink2010,docx

Bookmark...

[

Ciocument Files " PawerPoint2010_bia, pdf
4] PowerPoint2010_Lask, docx b
fddress: |P|:|werF'0int 20105ample.pptx W |

E-mail Address

L oK J[ Cancel ]
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Ban chon vao tén slide can lién két dén

Select Place in Document

Select an existing place in the document:
= slide Titles

-1, PowerPaint Presentation

- 2, PowerPaint Presentation

-3, Authaor Your Presentation

-4, Getting Started with Templates
8, PowerPoint Presentation

-, PowerPaint Presentation

B 7. Enrich ‘four Presentatiz
- B, ¥OUR MESSAGE. w
9, Mew Picture Effects

10, Animate This T
11, Wideo Perfect

12, Fountain Geyser

13, what about the beautiful transitions vou've been seeing?

- 14, Deliver Your Presentation b

< i | 3

| >

L oK ][ Cancel ]

- Nhan n(t OK dé dong hop thoai. ..

8.13.3. Lién két dén mot dia chi thu dién tir

Cac buéc thuc hién nhw sau:
- Chon slide dé v& hinh shape 1én d6
- Vao ngan Insert, nhém Illustrations, chon 1énh Shape dé vé hinh

P2d e HE 4dEDe

Shapes|SmartArt Chart = Hyperlink Action Text Header WordArt Date Slide Object|
e | | Box &Footer ¥ & Time Number
Recently Used Shapes = Text

EE\\EFeGALLDE

& %™ )

Lines

NN 1Y, G RN 654
Rectangles

T ) L |

Basic Shapes

BoAMNOIAOCTOOO®

®@GOUOr Ly ifc

OO0O@A~AHEY &3

OG04 =

Block Arrows

idithiducdctinh ning
DERTEUSPLPRII ciia chucoig trinh
€ dvnpD DRIl

(B )
DoA = =
Equation Shapes () 3 ()
F=R===g

- Chon shape vira v& dé lién két n6 véi mot dia chi e-mail. Ban vao ngin
Insert, nhom Links, chon Iénh Hyperlink
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- Tai khung Link to, chon E-mail Address

Insert Hyperlink

Link ko Text ta display: | ScreenTig...

E-mail address:
Existing File ar |mailto:ttphong@giaiphapexcel.com |
Web Page
Subject:

|Gui mnail b PowerPoink |

Place in This | Recently used e-mail addresses:
Document

Create Mew
Dacurment

E-mail Address

[ oK l[ Cancel l

- Trong hop thoai E-mail Address ban nhap vao dia chi E-mail ma minh muén
guri thu dén hozc chon tir danh sach Recently used e-mail addresses néu cé san
- Trong hop thoai Subject: nhap twa dé cho e-mail

8.13.4. Lién két dén maot 1mq dung va tao mét tai lidu méi

Céc budc thuc hién nhu trén, chi khac 1a dén budc tai Link to, chon Create New
Document, phan bén phai hop thoai Insert Hyperlink bién d6i thanh hinh sau:

- Tai hop Name of new document: Nhap t&n tap tin can tao kém theo phan
ma rong cua no.

Insert Hyperlink Wl
Link to: Text to display: | ScreenTip. ..
Marne of new document:
Existing File ar |Demo.xls |
Web Page
Full path:

D:\Bocks 20104

Place in This
Dacument
When to edit:
Create New =T H
Document (%3 Edit the new document Jater:

() Edit the new document now

E-mail Address

Ok ] [ Cancel
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- Tai Full path: nhan nit Change...va chon noi luu tap tin

- Tai When to edit:

+ Chon Edit the new document later dé khi goi ang dung phtl hop s& mé tap
tin dé hiéu chinh

+ Chon Edit the new document now thi &ng dung phi hop s& mé tap tin dé
hiéu chinh

- Nhan OK dé hoan tat

8.13.5. Thay @i mau cua doan vin ban co siéu lién két

- Vao ngan Design, nhdm Themes, chon nut Themes Colors va chon Iénh
Create New Theme Color.

- Trong hop thoai Create New Theme Color, dén phan Themes Colors va
thuc hién chon mau cho 2 tiy chon cudi ciing Ia:

- Hyperlink: Chon lai mau cho vin ban cé hyperlink

- Followed Hyperlink: chon mau cho vin ban hyperlink sau khi da nhap 1én
lien két.

Create New Theme Colors &l

Theme caolors Sample
Text/Background - Dark 1
TextfBackground - Light 1
Text/Background - Dark 2
Text/Background - Light 2

Accent 1

Accent 2
Accent 3
Accent 4
Accent 5
Accent &

Hyperlink

i o o B e

Eollowed Hyperlink

Mame: |Custom 2 |

Save Cancel

Péi mau cho hyperlink

Nhan nat Save dé luu Theme Colors m&i dé hoan tat
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9. Trinh chiéu bai thuyét trinh
Céac bwoc thuc hién nhw sau:
- M& bai can trinh chiéu.

- Vao ngan Slide Show, nhém Monitor dé tly chon vé man hinh
Developer (] @

Resolution: 1280x800 (Slowest, Hig... =

View Add-Ins

Slide Show Review

Play Marrations

. s
x Ly
: b.—j kL)
o Use Timings & show On: | Primary Monitar -
ehearse Record Slide . .
imings  Show = Show Media Controls | [[] Use Presenter View
Set Up Maonitors

Tuy chon cho man hinh trinh chiéu
- Resolution: chon d6 phan giai caa man hinh khi trinh chicu
- Show on: khi may tinh ban c6 tir 2 man hinh tro Ién thi tuy chon nay méi
xuat hién. Tai ddy ban chon man hinh s¢ trinh chiéu
- Use Presentation View: tuy chon nay co tac dung khi may co tir 2 man hinh

tro 1én.,
- Pé bat dau trinh chiéu chon nhom Start Slide Show trén ngan Slide Show

Haome Insert Design Transitions Animations Slide Show
= T T = Iy «
» §F B 7 = 3
From From Broadcast Custom Set Up Hide Rehearse Record
Beginning Current Slide  Slide Show Slide Show = | Slide Show  Slide Timings Show
Set Up

Start 5lide Show

Chon 1énh d@é trinh chiéu Slide Show

- From Beginning: trinh chiéu béo céo bat dau tur slide dau tién.
- From Current Slide: trinh chiéu bao céo bat dau tir slide hién hanh trong

bai thuyét trinh.
- Broadcast Slide Show: trinh chiéu bai thuyét trinh théng qua mang internet

cho nguoi xem tir xa.
- Custom Slide Show: trinh chiéu bai thuyét trinh tir mot Custom Show trong

bai (chon tén ciia Custom Show dé trinh chiéu).

T == by
Y @ 5 &

From From Broadcast | Custom SetUp  Hide | R
Beginning Current Slide  Slide Show |Slide Show =|| Slide Show  Slide

start Slide Show Gidi thigu PowerPaint zm( %

=l

L) E

= -y

Slides Outline X = P
= g Custom -:uus...-

Chon Custom Show dé trinh
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