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s Gidi thiéu PowerPoint 2013

= Tao bai thuyét trinh co ban

= Xay dwng ndi dung bai thuyét trinh
= Tao hiéu rng cho cac doi twong

= Tao hiéu &ng chuyén trang

= Thiét Iap trinh chiéu
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—_— EAST ASLA UNIVERSITY OF TTCSNDLOCY

- Khéi déng PowerPoint 2013

« C1: Start\All Programs\Microsoft Office 2013\
PowerPoint 2013

= C2: Nhay dup vao biéu twong PowerPoint 2013
trén man hinh

= C3: Nhay dup vao tén tap tin (*.pptx)
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= Thanh tiéu de (Title bar): Thé hién tén cla chwong trinh dang chay |a PowerPoint
va tén cla bai trinh dién hién hanh.

= Thanh cong cu truy xuaf\t nhanh (Quick Access Toolbar): Chtra cac Iénh tat cla
cac Iénh théng dung nhat. Ban co6 thé thém/ bét cac 1é€nh theo nhu cau st dung
(thém/ bét 1Eénh File\Options =>Customize Quick Access Toolbar)

= Ngan Slides: Hién thj danh séch sac slide dang c6 trong bai thuyéttrinh.
= Khu vwe soan thao bai thuyét trinh: Hién thj slide hién hanh.

= Thanh trang thai (Status bar): B4o c&o théng tin vé bai trinh dién va cung cap
cac nut Iénh thay dbi ché do hién thi va phong to, thu nhd vung soanthao.
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= Ribbon dwoc td chirc thanh nhiéu ngan chira 1&nh (Tabs) theo
chirc nang. Trong moi ngan lénh lai dwoc to chire thanh nhiéu
nhom Iénh nho giup ngwdi dung dé hieu va dé st dung.

| Ngan Iénh theo ngir canh
Céc ngan chira [énh (Tabs)

: &
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= Home: ch®¥a cac nut Iénh dinh dang thuwdng xuyén nhat

B H - O TP = 47TVPPP42019 Quev?.pptx - PowerPoint 2?2 H — O X
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unmmunm

Insert: dé chén céac dbi twong

(@HS 0% 4.TVP_PP.4 2019 Que v2 pptx - PowerPoint 7 ®

- HOME ~ INSERT = DESIGN ~ TRANSITIONS ~ ANIMATIONS ~ SLIDESHOW ~ REVIEW  VIEW  MathType  ISPRINGSUITE8  Storyboarding
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Slide~ ~ Pictures  ~  Album~ Office Box & Footer ' v

| Slides = Tables Images llustrations Apps Links Comments Text Symbols Media
= Design: mau phdng nén trang, kich c¢& va hwéng trang

m O 5 - Chuang 4- MS EXCEL 2010 (1).pptx - PowerPoint ?7 ®
- HOME  INSERT | DESIGN = TRANSITIONS  ANIMATIONS  SLIDESHOW  REVIEW  VIEW  MathType  ISPRING SUITE8  Storyboarding

= Slide  Format
! Size ~ Background
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y CONGNGHEBONGA 1 Giyi thiéu PowerPoint 2013

= Transitions: thiét 1ap hiéu &ng khi chuyén Slide

EEHS O5- 4 TVP_PP_4 2019_Que v2 .pptx - PowerPoint ?7 B - O X
FILE HOME INSERT  DESIGN  TRANSITIONS =~ ANIMATIONS  SLIDESHOW  REVIEW  VIEW  MathType  ISPRINGSUITES  S)»
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= Slide Show: thiét 1ap ché do trinh chiéu

BEHS O05- 4 TVP_PP 4 2019 Que v2 .pptx - PowerPoint ? @ —
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y conaneHEBONGA 1. GIO'1 thiéu PowerPoint 2013

= View: thay dbi cac ché do hién thi

EI H ©- E’B z 4 TVP_PP_4 2019 Que_v2 .pptx - PowerPoint 7 H - O X
FILE HOME  INSERT  DESIGN  TRANSITIONS ~ ANIMATIONS  SLUDESHOW  REVIEW ~ VIEW = MathType  ISPRING SUlTES[

o - Slide Sorter Slide Master Ruler = = = O
ENEE - e 1= Q Y = E& o B
Notes Page [] Handout Master || Gridlines =
Normal Qutline Notes Zoom Fitto Color/ New Switch  Macros
View [ Reading View [/ Notes Master | Guides Window Grayscale © Window B2 Windows -
Presenteﬁy‘-{es MasterVEW\Slﬂmﬂ Zoom Window Macros M
dung trong dung trong qué
qua trinh trinh thiét ké
soan thao slide
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CONG NGHEBONGA 2 Tao bai thuyét trinh co’ ban

(ll'lﬂllll!lﬂf’l’fﬂﬂlll

s CAc buwdc tao bai trinh chiéu:

Tao file mdi (File > new)

Chon Template, Theme, Hoac dinh dang Slide Master va layout
Tao cac sections

Thém cac slide (new slide)

Nhap ndi dung va dinh dang

Chen cac doi tugng: hinh anh, am thanh, phim, chir nghé thuat
va can chinh

Tao hiéu i'ng cho cac doi tugng trong slide

Tao hiéu Urng khi di chuyén slide

9. Xuat ra cac dinh dang khac (pdf, video,..)

o h Wi

S
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, TRUONG BAI HOC :
) cONG NGHE DONG A 2 Tao bai thuyét trinh co ban

= Tao bai thuyét trinh rong:
File/ New/ Blank presentation/ Create (Ctrl + N)
= Tao bai thuyét trinh ttr mau c6 san

<<<<<<

= Tao bai thuyét trinh tlr mot bai co san
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EAST ASIA UNIVERSTITY OF TECHNDLICY

= Lwu bai thuyét trinh 1an dau tién
File/ Save As/nhap tén tap tin & File Name/ Save
= Lwu bai thuyét trinh cac lan sau
~lle/ Save (Ctl + S)
= Lwu bai thuyét trinh & dinh dang khéc
File/ Save as/ tai Save As type chon kiéu

ONGNGHEBONGA 2. Tao bai thuyét trinh co ban

dinh dang

khac/ Save

Filename:  powerPoint 2010.pptx
Save astype: ppF (*.pdf)

PowerPoint Presentation (*,pptx)
PowerPoint Macro-Enabled Presentation (*.pptm)
PowerPoint 97-2003 Presentation (*.ppt

4
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,  TRUGNG BAI HOC :
CONGNGHEBONGA 2 Tgo bai thuyét trinh co ban

(AS'N!IIII(!!WV"TUOIIl

= Dinh dang phéng nén, kich c& va huwéng cho slide:
. Chon Design/ chon mét mau phéng can thiét trong danh séch
Themes
. Chon Format Background/ chon kiéu nén
- Chon Slide Size/ chon kich c& va hwéng trang

@ L 5 - Chuang 4- MS EXCEL 2010 (1).pptx - PowerPoint ?7 @
HOME  INSERT = DESIGN = TRANSITIONS  ANIMATIONS  SLIDESHOW  REVIEW  VIEW  MathType  ISPRING SUITE8  Storyboarding
Aa Aa T @E
----- T B Slide  Format

Size ~ Background
Themes Variants Customize
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#~y  TRUONG BAI HOC ,
@ CONG NGHE ﬂﬂggg,g 2. Tao bai thuyét trinh co ban
- Chinh suwra Slide Master (Slide chu):

+~ Chon View\Slide Master
. Bam chudt chon cac doi twong can chinh stva, hodc x6a, copy,
di chuyén
-~ Mudn c6 doi twong & trén tat ca cac slide thi copy doi twong
vao Slide th&r 1 trong Slide Master

- Mudn c6 dbi twong trén trang bia thi copy vao Slide 2 trong
Slide Master

. Két thuc chinh stra chon Close Master View
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#y  TRUONG BAI HOC . P ]
@ CONG NGHEBONGA 2. Tao bal thuyét trinh co ban

EAST ASUL UNIVERTITY OF TTCSNTLOCY

s Cac thao tac voi slide
= NhOm cac slide vao cac section

- O ché d6 Normal View, chon slide
muobn tach thanh Section m&i

- Home/ Section/ Add Section
= Dat tén cho section
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, TRUONG BAI HOC
| 00'3 NGHE DONG

unmmunm

= Thay d6i layout cho slide
- Chon slide can thay ddi layout

- Home/ tai nhém Slides nhan nut Layout|:

- Chon kiéu layout m&i cho slide

18
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y CONGNGHEBONGA 2 Tao bai thuyét trinh co ban

(ll'lﬂllIIKISIVI'Vﬂﬂlll.ﬁl

= Thay ddi vi tri cac slide:
« Chon slide trong ngan slide/ nhan va git
chubt roi kéo tha dén vi tri moi
= X0a slide:

= Chon slide trong ngan slide/ nhan phim
delete

= Hodc nhap chudt phai Ién slide trong ngan
slide/ Delete Slide
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TRUGNG BAI HOC . N ..
@; cONG usuu:m?sa 3. Xay dwng nQi dung bai

I thuyét trinh

Weer?”  CAST ARSI UNIVERSITY OF TECHADLOGY

= Nhap di liéu text cho slide (gidng nhw TextBox trong
Word)

= Dinh dang dir liéu text (giong Word)
= Dinh dang Font chir ) B g (B EE | e Mo

g =
) Reset = ,J-“"g Text ~
New B/ UG SadiWN-pAggr A EEEE E-

L Dinh dang Paragraph Slide~ ) Section ~ - =T T T Z3ConverttoSmartArt"

Slides Font i Paragraph

= Thiét 1dp mau co6 san cho TextBox

3 shape Fill -

[ Abc ] [ADE} [ Ahc J = [ Shape Outline ~

T | il Shape Effects =

Shape Styles
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,  TRUGNG BAI HOC A N ..
CONG usuenm?sa 3. Xay dwng nOi dung bal

E—— thuyét trinh

= Chén céc doi twong Table, Pictures, Screenshot, Shapes,
SmartArt, ..... (gibng trong Word)

i@EHS O0B:- 4. TVP_PP_4 2019 Que v2 pptx - PowerPoint ?7 @
HOME INSERT = DESIGN TRANSTIONS ANIMATIONS SLDESHOW REVEW VEW  MathType ISPRINGSUTES  Storyboarding

EEdd s EOBM & JEDRDA4AEZT OO0

| New Table Pictures Online Screenshot Photo  Shapes SmartArt Chart Appsfor Hyperlink Action Comment Text Header WordArtE Equation Symbo!  Video Audio
Slide~  ~ Pictures - Album~ - Office Box &Footer - ¥ ' v
| Slides = Tables Images Ilustrations Apps Links Comments Text Symbols Media

= Dinh dang cho cac doi twong chén: sir dung thanh céng cu
nglr canh dé dinh dang (gidng trong Word)
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\  TRUGNG BAI HOC A N .
y cONaNGHEBONGA 3. XAy dwng ndi dung bai

SPR— thuyét trinh

= Tao album anh
= Insert/ tai nhdom Imgges chon Photo Album/ New Photo Album/
hop Photo Album xuat hién.

= Tai Album Content, Nhan n(t File/ Disk...dé dwa hinh vao album,
hop thoai Insert New Pictures xuat hién. Ban tim dén thw muc chira
hinh va chon cac hinh can dwa vao Album / Insert

= D& thém chu thich cho anh, kich vao Captions below ALL pictures
= D& anh xuat hién trén slide 1& mau den, trang, kich vao hdp chon ALL
pictures black and white
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TRUGNG DAI HOC ) .. ..
.' CONG NGHE!:OR?GA 3. Xay dwng nOi dung bal

e thuyét trinh

= Tao album anh

= D& sap xép anh theo tht tw
yéu cau: chon anh can di
chuyén, nhan mai tén

= D& xoay anh, chinh s¥a do

sang, toi, bién doi mau sac:
chon anh can thwc hién, Pl ool |}
nhan mot trong cac nut e
=« Nhan nat Create dé tao sl =
owen slide, Theme:
album 2.

[




,  TRUGNG BAI HOC A N .
)y CONG NGHEBONG A 3. XAy dirng noi dung bai

NPS— thuyét trinh

= Chen am thanh
= Chon Insert -> Audio
= Chon file am thanh can chén

= Am thanh sé& dwoc chén vao Slide
= Vi du: Kich vao biéu twong cai loa dé nghe bai hat
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Z7  TRUONG BAI HOC . N N
v@ cONG usutnm?sa 3. Xay dung NOI dung bal
N SES— thuyét trinh

= Chen Video
= Chon Insert -> Video

= Chon File Video can chén
= Sau khi Video dwgc chén vao slide thi phai di

chuyén thay doi kich thwéc, hodc cat cho phu hop

e
EEsssnEssnn &

|||||
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Ry TRUONG BAI HOC A A ..
@’ CONG NGHE DONG A 3. Xay dwng nol dung bal
. EAST ASLA UNIVERSITY OF TECSNCDLOCY thuyét tr\lnh

= Chén do6 thi (Chart)
= Chon Insert -> Chart
= Chon loai dd thi
= Nhap dir liéu cho Categories va Series

= Pong dir lieu excel ® S8 lugng ban
40
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, TRUONG PAI HOC A n ..
CONG NGHE DO??GA 3. Xay dwng NOI dung bai

gt o e thuyét trinh

= Chén lién két gitra céac slide
= B1: Chon dbi twong mudn gan lién két (Text, Picture, ...)

= B2: Nhay chudt vao doi twong /Chon Insert / Chon
HyperLink / chon Place in this Document / Chon tén hoac
sO Slide /OK

Insert Hyperlink
ink to: ext t Inse
‘-!] lect a place in this ocument: ~ Slide preview:
Existing File or -
Web Pag ! .
TI VAN PHO
Place in This iéu Powe
DDDDDDDD A
iéu Powe
3 iéu PowerPoint 2013
eeeeee Ne 6.1.G owerPoint 2013
DDDDDDDD owerPoi
owe
=) owe
-mail Address =
CCCCCC
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. TRUGNG BAI HOC A
CONG usutom?sa 4. Tao hieu wng cho

Tao hiéu trng cho doi twong (text, anh, hinh vé...)
= B1: Chon ddi twong can tao hiéu tng
= B2: Chon Animations — chon hiéu tng

@ H -0 LI@ = 4 TVP_PP_4 2019 _Que_v2 .pptx - PowerPoint
m HOME  INSERT  DESIGN  TRANSITIONS = ANIMATIONS SLIDE SHOW  REVIEW  VIEW  MathType 1

| * 1.( e . ¢ 'l* 24 Animation Pane P Start: |On Click *| R
® 111 . : .

. Trigger - IC}}Duratn:m: 0L00 <
Preview Fly In Float In split ~ [-| Effect Add "

Options = Animation ~ 7 ¥= Animation Painter @Delay: 0000 <

| Preview Animation P Advanced Animation Timing

Luwu y: MOt doi twong cé thé cé nhiéu hiéu tng. Chon Add
Animation dé thém hiéu (rng cho dojsturong 0/23/2019



TRUONG BAI HOC

) cong nehEponeA 4. Tao hiéu wng cho

MNM'WW

4 nhom hiéu ng:

= Entrance: Hiéu rng xuat hién

=« Emphasis: Hiéu &rng nhan
manh

= Exit: Hiéu rng bién mat

= Motion Path: Hieu tng di
chuyén

(Chon More ....: dé hién thj thém
hiéu trng )
29

cac doi twong

None
None
Entrance
|
* { X X A ﬁ X X
ppppppppppp yn FloatIn Split Wipe Shape Wheel  Random Bars

Emphasis
Pulse ColorPulse ~ Teeter Spin Grow/Shrink ~ Desaturate ~ Darken  Lighten  Transparengy

ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

&
Shrink&Tum ~ Zoom  Swivel  Bounce
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TRUGNG BAI HOC A
y CONG usutom?sa 4. Ta,o h',@_U rng cho
cac doi twong

!‘S!lﬂllllllﬂNYClTUDIII.U'

= Thiét Iap cach thirc xuat hién

-

P Start: |On Click

hiéu rng
= Start: cach thuc xuat hién hiéu Ung (O Duration: |Auto 2
e On click: kich chudt hiéu (rng xuat hién (® Delay: 0000 =
J 0 Timing

o With Previous: xuat hién cung vdi su’ hiéu Ung trudc

o After Previos: Xuat hién sau su xuat hién cua hiéu 'ng truGc
= Duration: Thdi gian hi€u Ung
= Delay: Thdi gian tré gilra hai hiéu (ing
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(g
O
/")

O t6: Bi thang
ran Pong ho: xoay tron

Bong: Chi chuyén
ngau nhién
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,  TRUGNG BAI HOC
y CONGNGHEBONGA  Trigger

!‘S!lﬂllllllﬂNYClTUDIII.U'

» Trigger la mét ky thuat dwoc st dung dé diéu khién hoat dong
cua cac hiéu wrng.

» DOi twong dung dé diéu khién cac doi twong khac goi la
Trigger

» DOi twong bi diéu khién goi l1a dbi twong bi tac déng

+ Vi du: Goicac con vat vao
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(Transitions)

Chon hiéu trng

Js s g4 8°F 0 &

| None Cut Fade Push Wipe Split Reveal  Random Bars

Thiét 1ap cach thirc chuyén trang

lll!!!(ly

E; t £y Sound: [NoSound] ~ Advance Slide

=1 @O Duration: 0100 On Mouse Click
Effect

Options ~ i) Apply To Al || After: 00:00.00

Timing
33

i .

Uncover -

. 7)) cone NGHEBONGA 5. Hiéu ('ng chuyén trang
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/7y TRUONG PAI HOC
(O) cons et 5064 5 Thit [ap trinh chidu

& TU Slide d3u tién (F5) .-
»Tir Slide hién hanh (Shift F5) =

‘ o mr =
¢ Trinh chieu chi mot so Slide S,

Iy

» Cac tuy chon trinh chiéu khac .

Slide Show

ﬂ Home Insert Design Transitions Animations Slide Show Review View

== T ]‘ = = D "1 x  [J] Play Narrati all Resolution: Use Current Resolution
¢ & . ’}1 P ay Narrations ﬂ esolution: se current Kesolution

V] Use Timings
From From Broadcast  Custom SetUp Hide Rehearse Record Slide . ‘ ‘
 Beginning Current Slide ~ Slide Show Slide Show~ | Slide Show Slide  Timings  Show~  ¥J Show Media Controls | [] Use Presenter View

\\t Start Slide Show SetUp 34 Monitors
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