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Muc tieu bai hoc

 Ciu trdc tdbng quat va cac huédng trén cac slide

dan detao ban trinh chieu * Thém hoac thao tac véi bang va
 Tao cac ban trinh chiéu trong hoac biéu do trén slide

st dung mot mau trinh chicu de * Thém hodc thao tac véi cac doi

tao ban trinh chiéu moi twong da phwong tién nhu cac tép

e Lwu, dong, hoac mo ban trinh tin hinh anh, phim, nhac

chieu » Thiét 1ap va chay trinh chiéu slide
* Thay doi cach hién thi cac slide « Tao cac ghi cht hoic tai liéu in
e Chen, x0a, hoac nhan doi slide phat khi thuyét trinh (handouts)

e Thay doi bo cuc hoac thiét ké ctua kem theo slide

© CClI Learning Solutions Inc.




Muc tieu bai hoc

» PowerPoint 1a mot chwong trinh trinh chiéu cho phép ban c6
thé st dung dé tao, chinh stra va thao tac v&i cac slide trén
man hinh trinh chiéu

— C&c ban trinh chiéu nay cé thé dwoc phan phéi cho ngwoi xem truc
ti€p, hodc c6 thé tw xem trén cac thiét bi cia ho

 C6 thé nhap van ban, vé cic doi twong, tao biéu do

 Co6 thé lwa chon in ban trinh chiéu hodc chia sé né qua
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« St dung cac dé muc hoa thi hodc s6 dé thé hién cac bwéc cia
mot thu tuc

e Gitlr sO lwong dé muc t6i thiéu

e Gilt vdn ban & dang téng quat va chi mé ta ngan gon, va dam
bao dir li€u trong bang that ro rang

* Dwa biéu do vao trong slide dé hién thi mé hinh hoac xu hwéng
cda dit liéu, va cling hién thi trang dit liéu tham khao

e Chen hinh dnh & nhiéu dang khac nhau

* Tuy chinh slide chu v&i logo cua cong ty, dia chi trang Web, va
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Muc tieu bai hoc

* Ban trinh chiéu gom nhirng gi?

Pay 13 slide m& dau gi&i thiéu cht dé thuyét trinh.

Slide tiéu dé

————  Slide nay thwong liét ké tiéu d:é cUa tat ca cac slide trong ban trinh chiéu. N6 cung
ehwong uinh | cAn MGt cai nhin tng quan vé& cac chd dé dwore trinh bay va co thé gilp ngudi
xem nam bat dwo'c dong chay trinh chiéu
sigeseucé | Slide tiéu dé va ndi dung:

Danh sach chira cac diém chinh va dién gid mudn trinh bay vé mét cha dé cu
thé. Cac muc hoa thi nén giéi thiéu tom tat, ngén gon, va rd rang.

Ban co thé thém rat nhiéu ndi dung vao ban trinh chiéu st dung cac bd cuc noi

Slide 3

Slide téng két
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Muc tieu bai hoc

* Ban trinh chiéu gom nhirng gi?

- Moi slide bao gdbm nhiéu 6 dit noi dung Click to add title
(placeholders)

* Click to add text

- Nhap chudt vao bén trong 6 dat n6i dung
dé chén van ban hoac mét déi twong =l

- Khi ban nhin thiy mo6t 6 dat ndi dung vai

cac biéu twong & bén trong, nhip chudt

vao biéu twong trong hdp dé chen loai doi twong cu thée "Lﬂ (\
Cxd| 1R 5
%

Insert Picture from File
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Lam viéc vé&i cac ban trinh chiéu

* Tao cac ban trinh chiéu

Installed
Templates

Installed Themes

My Templates
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St dung mot ban trinh chiéu da dwoc thiét ké san véi nhirng
dé xuat vé van ban va cach &*rng dung mau chit, mau nén, hinh
anh,...;

St dung cac theme da dwoc thiét ké san véi mau nén va mau
chi¥ cu thé; ban c6 thé thém cac slide va vian ban vao ban trinh
chiéu.

Tao mot ban trinh chi€u st dung mau trinh chiéu ma ban
hoac mot ai d6 trong to chirc cia ban da tao.

7z
A




Lam viéc vé&i cac ban trinh chiéu

- Dé tao mot ban trinh chiéu trong:
- Nhap chudt vao thé File, chon New, va sau d6 chon Blank presentation; hoac
- Nhan CTRL+N
- Trwéc khi tao ban trinh chiéu:
- Lén ké hoach ban trinh chiéu cia ban & dang nhap trwéc khi tao trén may tinh
- Gitt cho van ban nam trong dinh dang va b6 cuc dong nhit - t6i thi€u héa cac
mau sic va hiéu rng

- St dung tinh twong phdn dé nhin manh ndi dung
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Lam viéc vé&i cac ban trinh chiéu

* Nhap van ban trong the Outline

_ 2 2 c ~ N “ ~ 9 Slides | Outline |
Str dung the Outline dé chen hau héthoac . o the eyes of 2 coma
~N 2 n A v 2 raveling via Camel Train
tit ca phan ndi dung van ban i e
= What is involved?

- Thém vao cacthanh phan minh hoa hoic  Howt o e compara t ather adventures?
, . " . A ~ , * What's different than a regular sight-seeing tour?
cac thanh phan thiét ké sau dé

- NAang cao giao dién trinh chiéu bang cich str dung khung Slide

- Né&u khung qua nho dé hién thi tén cia moi thé, thé Outline xuat hién
thanh
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Lam viéc vé&i cac ban trinh chiéu

- Dé di chuyén vao 6 dat ndi dung Bulleted List (Danh sach hoa thi),
trén slide Title and Content, nhAn CTRL+ENTER

-~ Nhan ENTER dé thém dong hoa thi mé&i

- D€ di chuyén vao trong mot cip do hodc tao ra muc con, di chuyén
di€m chén van ban tdi vi tri bat dau hoa thi va nhin TAB

- DE€ di chuyén té&i cp dd trwéce, di chuyén diém chén van ban téi vi tri
bat dau hoa thi va nhan SHIFT+TAB

- D€ tao mot slide méi sau khi nhip tit ca cAc muc trong danh sach hoa

1/ | Life Through the Eyes of a Camel
Traveling via Camel Train

z@ Planning the Tour
= What is involved?
* How much are these tours?
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Lam viéc vé&i cac ban trinh chiéu

* Nhap van ban vao khung Slide Click to add title
- . o ” * Click to add text
- Str dung khung Slide dé chen hoac chinh
stra cac muc trén cac slide —

- Khung Slide va the Slides la hai tuy chon
khac nhau

SSSSS

- Khoéng thé thuc hién thay doi truc ti€p cac
slide trén thé Slides e
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Lam viéc v&i cac ban trinh chieu

- S dung thanh ngan cach gitra khung Outline va khung Slide dé€ mé&
rong hoic thu nhé moi khung

Planning the Tour

* Whatis involved?

* How muchare these tours?

------ * How dothey compareto other adventures?

* What's differentthan aregular sight-seeing
tour?

* Whorunsthese?
* Whatabout references?
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Lam viéc vé&i cac ban trinh chiéu

e Lwu ban trinh chiéu
- Phan mé rong .pptx dwoc gan cho cac tap tin trinh chiéu
- Pé lwu mot ban trinh chi€u méi hodc lwu nhirng thay doi trén ban
trinh chi€u dang ton tai:
- Nhap chudt vao thé File va sau d6 chon Save, hoic
- Trén thanh céng cu truy xuit nhanh, nhap chudt vao nut , Hdac
- Nhain CTRL+S

- Lan d4u tién ban lwu ban trinh chiéu, hop thoai Save As sé m&
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Lam viéc vé&i cac ban trinh chiéu

* Pong ban trinh chiéu
- D€ dong ban trinh chiéu:
- Nhap chudt vao thé File va sau d6 chon Close, hoac
- Nhan CTRL+W hay CTRL+F4, hoac
- Nhan==strén ctra s6 &kng dung.
- Khi ban trinh chiéu cu6i cung bi déng lai stt dung mot trong hai

phwong phap trén, ctra s6 rng dung tré thanh mau xam va chi cé thé
File str dung duworc trén Ribbon
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Lam viéc vé&i cac ban trinh chiéu

« M@ ban trinh chiéu
- P& mé& mot tép tin trinh chiéu:
- Nhip chudt vao thé File va chon Recent dé xem va chon tir danh sch cac
tép tin dwoc dung gan day, hoac
- Nhap chudt vao thé File va chon Recent dé xem va chon tir danh sach cac
tép tin dwoc dung gan day, hoac
- Nhan CTRL+0, hoac

- M¢ truec tiép tir may tinh hoac Windows Explorer.

—
| -3 = Green Soles 2013 Getting There is Half the Fun.pptx [Protected View] - Microsoft PowerPoint

Home Insert Design Transi itions Animations Slide Show Review View & 0

S = Layout ~ #- ’F}‘ = |_,. &% shape Fill - 3 Find
: o IS .= = ot p = ;
j 2 - B Reset =~ - = 2 shape Outline = | 3, Replace -
Paste s AV . - A~ E=- uick
- B I U 8§ abe 2% Aa- | s~ =) Shape Effects = | g Select~

Mew
J | slige~ [5Sedtion -
Clipboard  1x Slides Font

o Protected View  This file originated from an Internet location and might be unsafe. Click for more details. Enable Editing

Slides
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Lam viéc vé&i cac ban trinh chiéu

 Hién thi thong tin trén ban trinh chiéu

- Dé thay do6i ché do6 hién thi, chon thé View, trong nhém Presentation
Views, nhip chudt vao mot trong cac nut & phia dwdi bén phai man
hinh dé chon bt ky tuy chon hién thi nao. | H =

=m=

Mormal| Slide Motes Reading
Sorter Page  View

Presentation Views

Normal Chtra ba khung: Outline, Slide and Notes.

Slide Sorter St dung cach hién thi nay dé sap x€p lai thit tw cac slide

= A7 VY = A N
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Lam viéc vé&i cac ban trinh chiéu

- Thay doi d6 phéng dai:

Trén thé View, trong nhém Zoom, nhap chudt vao Zoom; hoic

Trén thanh trang thai, sir dung cac tuy chon hién thi cho phéng to/thu

nho; hodc Ol (+)
- Nhip chudtvao == (Zoom level) dé dat mirc d0 phin tram hién thi cu
thé; hoac

- Nhap chudt vao i/ (Fit slide to current window) dé PowerPoint tw dong
diéu chinh kich thwéc cta slide vira véi ctra s6 hién tai
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Lam viéc vé&i cac ban trinh chiéu

 Di chuyén xung quanh ban trinh chiéu
- DE€ di chuyén gitra cac slide:

- Nhip chu6t vao nut [2](Previous Slide) hodc nhin PgUp dé di chuyén dén
slide trwedrc trong ban trinh chiéu; hoac
- Nhap chudt vao nut [zl (Next Slide) dé di chuyén dén slide tiép theo trong

ban trinh chiéu; hoac

- Trong thé Outline hoac Slides, nhap chuot vao slide ban muon; hodc st
dung cac phim UP hay DOWN dé di chuyén giita cac slide; hoac

- A2 . . ~N 7 A \ . ~ = A2
ane ] 1 A a ) I ] a (] (Y| (] ] ane
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Quan ly cac Slide

 Chen cac slide moi .

i LA A
- Dé chén mot slide mai: e |igseion- | B L U 8 she 2 Aa | 4
e Theme
- Trén thé Home, trong nhom Slides, chon R
New Slide; hoi
- D€ chén mot slide m&i véi mot bé cuc xac dinh, |
trén thé Home, trong nhom Slides, nhip chuot | L
vao miii tén xuong ciia New Slide, va sau do oot compaen ey
chon b6 cuc dwoc yéu cau; hodc | o

Blank Caontent with Picture with
Caption Caption

i3 Duplicate Selected Slides
Y slides from Outline...
5] Reuse Slides...
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Quan ly cac Slide

« Thay doi bd cuc cua slide
- Dé thay d6i bé cuc cua slide:
- Trén thé Home, trong nhém Slides, nhap chudt vao Layout; hoac

- Nhap chudt phai vao slide trong thé Slides hodc khung Slide va sau dé
chon Layout

* X0a cac slide

- Dé x6ba slide, chon slide do va:
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Quan ly cac Slide

- Sap xép lai cac slide
- D& sap x&p lai th tw chia cac slide:
- Trong cach hién thi Slide Sorter, nhip chudt vao slide va kéo n6 dén vi tri
ma&i; hodc
- Trong thé Outline, nhap chudt vao biéu twong slide dé chon ca slide va kéo
n6 dén vi tri méi; hoic

- Trong thé Slides, nhip chudt vao slide va kéo n6 dén vi tri méi.
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Quan ly cac Slide

« Thay doi Theme

- D€ 4p dung mot thiét ké, trén thé Design, trong nh6m Themes, nhip
chon theme da dwoc thiét ké san

All Themes ¥

This Presentation N
Aa
......
Built
= ﬁ?@
------------

'A
- L] 2 -
Aa Aa Aa 3
------ TEEEEN L L L]

eeeeeeeeeeeeeeeeee
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Quan Iy cac Slide

« Thay doi mau nén

- Dé thay d6i nén cho mot hoac tat ca cac

slide ctua ban:

o Trén thé Design, trong nhém Background,
Ch(_)l'l BaCkgrOllnd StYleS; hOéC @ Format Background...

“_] Reset Slide Background

o Nhap chudt phai vao vung dién tich tréng trén

slide va chon Format Background. Foumat Background =)
= Fill

Picture Corrections | | @ Solid fil

Picture Color @ Gradient fill

) Picture or texture fill

() Pattern fill

Hide background graphics
Fill Color

Color:
Transparency: D—

Artistic Effects

[ResetB_at:kground ] [ Close ] [ Apply to Al ]
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Quan ly cac doi twong trong slide

* Str dung ché do lwa chon so vé&i ché do chinh sira

- Cac vong tron xuat hién quanh doéi twong da chon dwoc goi la cac diém
xtt ly (handles)

- Xa&c minh rang d6i twong dwoc chon va ban cé thé thuc hién cac thay d6i
trén d6i twong dé

- Pé thay déi kich thwéc doi twong:

- Nhap chudt vao mot trong cac diém x ly trén cac mat ngang hoac doc cia
doi twong va sau d6 kéo chudt dé thay doéi do rong hoac chiéu cao; hoac

n n n = 2 ~? A
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Quan ly cac doi twong trong slide

- DPwong vién bao quanh 6 van ban c6 dang o L i
\ 2 3.7 ~_ 1> 7 o=a I Presented by: i
dwong ke dirt nghia la dang trong ché do ; Andrew McSweeney ;
chinh stra | TolnoAdventuref }
- C6 thé chon cac vung dién tich ctia vdn ban 1
A ~ s Presented by:
trong hOp de thay doi Andrew McSweeney

Tolano Adventures

- DPuwong vién bao quanh 6 van ban la dwong :
ké lién nghia la dang trong ché do lwa chon

- Nhitng thay doi c6 thé anh hwéng dén toan bo ndi dung cia doi twong
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Quan ly cac doi twong trong slide

- Khi ban chon cac d6i twong khac, cac diém xit Iy xuat hién véi duwong
vién lién

- Diém x Iy hinh kim cwong mau vang cho phép ban thay déi hinh dang

hién tai cia doi twong i i

Dé chon mot phin van ban xac dinh bén trong 6 dat n6i dung,
nhap chudt va kéo dé chon van ban

- Khi ché d6 chinh stra dworc kich hoat, ban ciling c6 thé chon cac phan van

A Y v 4 ~N ’
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* Thao tac véi van ban
- DE€ cheén van ban, nhip chudt vao 6 dat néi dung dé hién thi diém cheén
van ban nhip nhay va sau dé di chuyén n6 dén vi tri ban muén nhip
van ban
- D€ xba van ban, st dung cac phim BACKSPACE hoac DELETE

- Cheén van ban vao trong ban trinh chiéu cia minh tir mét ban trinh
chiéu khac, hoac tir mot vi tri Khac trong ban trinh chiéu hién tai, st
dung cac lénh Cut, Copy, va Paste

- Clipboard sir dung dé tam thi lwu trir bat ky muc dit liéu nao dwoc cat
hoac sao chép
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Quan ly cac doi twong trong slide

 Kiém tra chinh ta
- La chwong trinh chay nén cung cip cho ban rat nhiéu tuy chon dé
kiém tra cac 16i sai chinh ta
- Khi phat hién mot 16i nao dd, dwong song mau dé xult hién phia dudi van
ban
- C6 thé chinh stra cac 16i ngay 14ap tirc, hodc cho cho dén khi ban két thiic
cong viéc tao ban trinh chiéu

- = (biéu twong Proofing) trén thanh trang thai dé€ chi ra nhirng tir

? = N A
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Quan ly cac doi twong trong slide

- Dé kich hoat tinh nang kiém tra chinh ta cho ban trinh chiéu:
- Dé kich hoat tinh nang kiém tra chinh ta cho toan b6 ban trinh chiéu
- Nhan F7
- Dé kiém tra chinh ta cda cac tir riéng 1é:
- Nhap chudt phai vao tir c6 dworng song mau dé va sau dé chon chirc nang
chinh ta thich hop trong thwc don tat; hoic
- Nhin <« 3édichuyén dén tir ddu tién dworc coi la bi sai chinh ta va nhip
chudt vao tuy chon stra 16i chinh ta cho tir nay

= N 7’ jrd 2 V4 7 = V4 jrd 4 ]

= A

= A
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Quan ly cac doi twong trong slide

* Pinh dang van ban
- Dé cip dén qua trinh thay doi giao dién va dat lai vi tri cac doi twong
trén slide
- Hop thoai Font cung cap cac tuy chon dinh dang can ban va cac tuy
chon bo sung khong c6 trong nhém Font cia thé Home

- Dé hién thi hop thoai Font, trén thé Home, trong nhém Font, chon Dialog
box launcher

Font

Font | Character Spading
Latin text font; Font style:

| +Body EI | Reqular IZI

Al text
Font color Underline style | (none) n Underline color
Small Caps

Effects
all Caps

Strikethrough
Double Strikethrough
Superscript

Subscript

Offset: Egualize Character Height

ok | | cancl
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Quan ly cac doi twong trong slide

- Nhém Font nam trén thé Home bao gom cac tuy e
chon dinh dang ky tw pho bién B LU S e A A

Font

- Thanh c6ng cu Mini cung cap cac tuy chon dinh
dang pho bién va cung cip cac tuy chon dinh
dang tron 1an gitta dinh dang ky tw va dinh dang doan

- Chi xuat hién khi ban chon van ban

- DE€ chon Quick Style, trén thé Home,
trong nhom Drawing, chon Quick Styles

Other Theme Fills
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Quan ly cac doi twong trong slide

e Canlé van ban
- Pé canlé van ban:

- Trén thé Home, trong nhém Paragraph, nhip chuftvao s=/==
tuy chon can Ié thich hop; hoac

- Trén thé Home, trong nhom Paragraph, nhap chudt vao Hament; Setered [+

) Left
Indentation |Fm——

Paragraph dialog box launcher va sau d6 nhap chudt sefogs text Roht

Justified

vao tuy chon thich hgp trong danh sach Alignment; Spacng _|Dstbuizd_
hoac —
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Quan ly cac doi twong trong slide

* Tao va st dung bang

- Dé€ cheén bang:

- D€ thém mot bang vao trong slide c6 6 dat ndi dung, nhip @ =
chuot vao biéu twong Insert Table trong 6 dit ndi dung; hoic e o)

- Dé thém mot bang vao slide khong c6 6 dat ndi dung, P iy
trén thé Insert, trong nhoém Tables, chon Table, va Tl || el srepsot

V4 V4 A /7 = ~? ~ \ \ A A 5x3 Table

sau do kéo trong 6 lwdi tong so lwong dong va cot can OOoo0
cn, A 2 2o - [ |
thiét dé tao bang md&i; hoac 0oooo
I
N |

I
I
I o

I InsertTable...
ﬁ Draw Table
Excel Spreadsheet
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Quan ly cac doi twong trong slide

- D€ chén bang st dung 1énh nhip cu thé s6 dong va (nsertTable (-2 il
s6 cOt, trén thé Insert, trong nhém Table, chon mii Number of columns:
Mumber of rows: 2 =
tén cua Table va sau do6 chon Insert Table; hoac Cox ) [ |

- Dé vé bang gébm c6 cac dong, cac cOt hodc cac dwong chéo, trén thé Insert,
trong nhom Tables, nhap chudt vao miii tén ctia Table va sau d6 chon
Draw Table

o Con tro chudt sé chuyén thanh {but chi) dé ban c6 thé vé cac dwong nhw khi
st dung but chi va gidy
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Quan ly cac doi twong trong slide

* Pinh dang bang
- (CO thé dinh dang dir liéu dwoc chon trong bang hoac dinh dang ca
bang
- Truwéce khi ban thay doi bat ky phan nao cda bang, chon phan thich
hop trong bang truéc

- S dung cac thé trén ribbon Table Tools dé thwc hién cic lwa chon
thich hop.

@l “ -0 | Presentationl - Microsoft PowerPoint
Home Insert Design Transitions Animations Slide Show Review View
V| Header Row  [| First Column & A -

| Total Row [ Last Column
Draw Eraser

V| Banded Rows || Banded Columns 4 ects - Sl]rles &' o2 Pen Color™  Taple
Table Style Options able es WordArt Styles Draw Borders

Table Tools ‘

Design Layout

1pt

Presentationl - Microsoft PowerPoint

Slide Show Review View

% % % E E‘ E 4] Height: (0.41" 2 |H¥ pistribute Rows = = A ._: g:::::t :'81- ; @ |__|—_|-* E}‘ “'D % __]B

Insert Insert Insert Insert  Merge Split :'Wdth. 18" : E'i'DistrlhuteColumns X Send Selectio Alg Gro p Ro tt
Ablwe Below Left Right Cells  Cells irection ~ Margins ~ || Lock Aspect Ratio Fo rward Backward = Pane

Rows & Columns Merge Cell Size i able Size Arrange
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Quan ly cac doi twong trong slide

« Tao biéu do6
- Dé chén mot biéu do:
- Trén thé Insert, trong nhém Illustrations, chon Chart; hoac
- Nhap chudt vao biéu twong Insert Chart trong bé cuc Title and Content

- MO0t khi ban kich hoat tinh nang biéu d6, chon loai bi€éu dé va mot ctra
s6 hién thi dir liéu sé hién ra

| 4] A B C D E F G
1 Series1l  Series2  Series3
2 |Category 1 4.3 2.4
3 Category 2 2.5 4.4
4 Category 3 3.5 1.8
5 Category 4 4.5 2.8
‘ 1
7
B To resize chart data range, drag lower right corner of range.
9

© CClI Learning Solutions Inc.



Quan ly cac doi twong trong slide

- Cac thé trong ribbon Chart Tools xuit hién dé ban c6 thé nhanh

chéng thao tac hodc dinh dang biéu d6 cung v&i ndi dung ctia né trén
slide

—
E“ H2-0|= Introducing Camel Tours - Student.pptx - Microsoft PowerPoint l":"
Home Insert Design Transitions Animations Slide Show Review View Design Layout Format
il i, @ B[k (==
o] B ————
_ _ e | d | (|- .
Change Save As Switch Select Edit Refresh RS IS S an _ _
Chart Type Template Row/Column Data Data Data s s
Type | Data | Chart Layouts | Chart Styles |

—
| Hw- 0|+ Introducing Camel Tours - Student.pptx - Microsoft PowerPoint m l-:" 'EI'E
File Home Insert Design Transitions Animations Slide Show Review View Design Layout Format

Chart Area e = = - E | Chart Wall - f ]
| bl @ A (@] ] o] ] B e ] (] 2 o] [ [on
% Format Selection [®] Chart Floor =

Picture Shapes Text Chart  Axis Legend Data Data Axes  Gridlines Plot . Trendline Lines Up/Down Error
£ Reset to Match Style - Box Title~ Titles~  +  Labels~ Table - - Area~ [ 3-D Rotation - - Bars - Bars~

Current Selection Insert Labels

Background Analysis

| = RN Introeducing Camel Tours - Student.pptx - Microsoft PowerPoint

Home Insert Design Transitions Animations Slide Show Review
Chart Area -

S shape Fill ~ A - [hBring Forward ~ |2 Align ~
By, Format Selection [ Abc Abc [hch Abc [AE] [ Ach - | [ shape Outline ~ & -
F]

WView Design

[} send Backward ~ E Group ~
£ Reset to Match Style

EI} Selection Pane " Rotate -
Current Selection Arrange

= | L} Shape Effects =
Shape Styles [P

WordArt Styles
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Quan ly cac doi twong trong slide

- Mot trang dir liéu
- Giéng nhw mot bang trong d6 c6 chira cac dong va cac cot chira cac dir liéu
mau
- Mot 0 la giao ciia mét dong véi mot cot va dwoc chi ra béi chit cai cta cot
va sau do la so thir tw cia dong.

ChT

Y |
1 Series 1 Seriész Series 3 Tiéu dé caa truc
2 Categoryl 4.3 2.4 2
3 Category 2 2.5 4.4 2
4 Category 3 3.5 1.8 3
5 Category 4 4.5 2.8 5
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Quan ly cac doi twong trong slide

Select All Button  Lwa chon tat ca cac 6 trong trang dit liéu.
Column Address Biéu dién cOt chira gia tri hodc nhan.

Axis Headings

Cac tiéu dé cot ctia chudi dir liéu xuit hién trong vung giai
thich cac chudi dir liéu (Legend).

Bi€u dién dong chira cac gia tri hodc nhan

Row Address

Categories Liét ké tén cda cac muc dwgc dat trong biéu dé. Nhirng tiéu
dé nay xuat hién trén truc X.

Y Axis Values Liét ké cac gia tri trong truc Y.

© CClI Learning Solutions Inc.

M& rong bang dir liéu dé chira thém cac dong va cac cot néu




* Lwa chon cac muc trong trang dir liéu

- Dé€ chon dai dit liéu str dung chubt:

A single cell

Nhap chudt vao 6 can chon.

Extend the selection

Nhap chudt vao 6 va kéo dén cudbi dai mong muén; ban cé
thé nhap chudt vao 6 diu tién va sau dé gitr SHIFT khi ban
nhap chudt vao 6 cudi cung trong dai.

An entire row

Nhap chudt vao tiéu dé dong.

An entire column

Nhap chudt vao tiéu dé cot.

Entire worksheet

Nhap chudt vao Select All.

Non-adjacent cells,
rows or columns

Nhap chudt vao cot, hoac dong, nhan CTRL, va sau dé chon
0, cOt, hoac dong ti€p theo; ban c6 thé kéo chudt dé chon
nhiéu 0.
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Quan ly cac doi twong trong slide

« Thay doi kiéu biéu do
- Dé kich hoat tinh nang Chart Type:

- Bén dudi Chart Tools, trén thé Design, trong nhom Type, nhip chudt vao
Change Chart Type; hoac

- Nhap chudt phai vao biéu dé va sau d6 chon Change Chart Type

= )

EEEMMmMMME

S i8] 98] ) 8] 8
9]l o] A8

A T T Il [ S

A e | oval AR an ol
| Manage Templates... | | SetasDefault Chart | [ o« || cancel .
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Quan ly cac doi twong trong slide

* Piéu chinh cac chuoi dir liéu
- DE& thé thay ddi cac thudc tinh ctia cac chudi dit liéu, st dung cac thé

Format tab of Chart Tools ribbon

— ™

()

Introducing Camel Tours - Student.pptx - Microsoft PowerPoint

®ld9-0Is
Home Insert Design Transitions Animations Slide Show Review View Design Layout Format
|Charm,ea S shape Fill - A - [hBring Forward ~ |2 Align ~ 3] ‘a5 =
& Fomat selection [ sl el B | & shape Outiine - A A L\ -| & Gusendsadoiar - Feowp - b -]
&4 Reset to Match Style 7| ‘il Shape Effects = 7| [~ | EiySelection Pane ") Rotate - 0*
Current Selection Shape Styles T | WordArt Styles T | Arrange | Size T |

- S6 lwong cac tuy chon dinh dang c6 thé str dung dwoc phu thudc vao

kiéu bi€u do6 ban chon
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Quan ly cac doi twong trong slide

e Chen hinh anh hoac cac anh Clip Art
- D€ chén mot tép tin hinh dnh:
- Trén thé Insert, trong nhém Images, nhip chudt vao Picture; hoac

- khi tao hodc thay doi b6 cuc slide, chon mot bo cuc chira 6 dat ndi dung; va
sau do chon Insert Picture from File

- DE€ cheén Clip Art, dat vi tri cda tré chudt trén slide dén gan vi tri muén
chén hinh do6 hoa, va sau do:

- Tao hodc thay déi bé cuc cida slide, chon mét b6 cuc c6 6 dat ndi dung. Sau

n n = ~ N d = —
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Quan ly cac doi twong trong slide

 Thao tac voi hinh anh

- Thé Picture Tools Format xuit hién cac cong cu dé giup ban thao tac véi cac phan
trong birc anh do

RlA9~uw|=  Presentationl - Microsoft PowerPoint - - =R
Home Insert Design Transitions Animations Slide Show Review View Format a e
1 i Corrections v ﬁ Compress Pictures = ' - _-_ L_r/ Picture Border + [y Bring Forward ~ I;tl. Align v @‘ l] e -
: & Color ~ ¥ Change Picture d : d Picture Effects ~ 4 Send Backward ~ [#] Group ~
Remove = e ) ) 5 p = 228' 2
Background Lj] Artistic Effects ~ ‘@ Reset Picture + j = l!. Picture Layout BI} Selection Pane S|\ Rotate =4
Adjust | Picture Styles f | Arrange | Size I
A d ~ =N . 4 = N ? ’ V4 ] V4 ~ A ]
- Ban can chon anh dé hién thi cac diém xw ly, trweédc khi ban c6 thé thuc hién thay doi
2
anh

- DE tang hoac gidm kich thwdc clia anh, nhap chudt va kéo mot trong cac diém xi ly

- Dé di chuyén anh, dat vi tri ca tré chudt vao bat ky noi nao trong anh va kéo birc anh
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Quan ly cac doi twong trong slide

* Tao cac doi twong vé
- DE tao cic hinh khéi hay cac hinh vé, st dung cong
cu Shapes trong nhém Illustrations cua the Insert.

- Tao hau hét cac doi twong bang nhip chudt vao géc
trén bén trai vi tri ban muon dat déi twong va kéo
chudt dé€ xac dinh kich thwéc cta dbi twong

- Ngoai l1é duy nhit: vé dwong thang va hinh mii tén

- Khi chon moét hinh tir thuwc don Shapes, tré chuot

© CClI Learning Solutions Inc.

P2l @ ol

Shapes|Smartart Chart | Hyperlink Action 1
= |

Recently Used Shapes [4]
E~NOO0OALL LG
IR A

Lines
SNNSNTLL T RRNNG %
Rectangles

HEEGGEGEEEE

Basic Shapes
BOAMNIACOOO®®
@GOoudr Ly oo ga
O0O@AHNOY & (<™
0343

Block Arrows

DG RTSErPR D
g dvnnoD » RN
oA

Equation Shapes

F=R==E

Flowchart
Oo<sJO0ldeCay
OB E ¢ AVED
QBOO

Stars and Banners

LERE < Yy X 30 G 0 6 £h 6
&k TR (M & [T ORI

Callouts

D OO OO A: Al ds A A

1 53 | ) = = 3 =3 1 e



Quan ly cac doi twong trong slide

 Pinh dang cac doi twong

- Lwa chon thé Drawing Tools Format

Eld9-a|+ Introducing Camel Tours - Student.pptx - Microsoft PowerPoint Drawing Tools — — l"‘:" ‘EI'!
Home Insert Design Transitions Animations Slide Show Review View Format t
"< Edit Shape - 4 Shape Fill = A Text Fill - [k Bring Forward =~ |2 Align ~ =
AL Loy )~ | B Text Box n Abc &7 shape Outline ~ A A ‘ | & Text Outline = L} Send Backward ~ [#] Group - -
AN H () Shape Effects 7| [\ TextEffects = | Ei; Selection Pane S Rotate :
Insert Shapes | Shape Styles | WordArt Styles | Arrange | Size T |

- CO thé truy cap vao cac tuy chon nay va nhiéu tuy chon khac bang cach
chon Dialog box launcher

Format Shape h

Fil Size Format Text Effects
Line Calor Size and rotate TextFil Text Box Format Shape E
Line Style = Text Outline Textlayout .
Rotation: |0® = Fill Fill
Shadow )
Outline Style Vertical alignment: | Middle )
Reflection Scale Line Color ) Mo fill
Height: Shadow Text direction: _Horizomal Line Style @ solid fill
Glow and Soft Edges = ’ Reflecti © Gradient il
R Lock aspect ratio sfiecton Autofit Shadaw © Picture or texture fl
orma [] relative to original pictuf | | Glow and Soft Edges fi ) gicire or texture
@ Do not Autofit Refiection © pattern fil
. ) attern
30 Rotation [] Best scale for slide show| 20 Format () Shrink text on overflow I A soft 2 ® SFd background fil
. 5 Glow and Soft Edges 12 DacKgroun
i G Resglution | 640 x 4 Resize shape to fit text
Picture Corrections 3D Rotation @ pe o n Fill Color
Picture Color Original size Internal margin 3D Format |
Artistic Effacts Height:  Width: ;] Left: Top: 3-D Rotation -
Crop Reset Right: Bottom: | | Picture Corrections Transparency: U
l - l Wrap text in shape Picture Color
Poston | Cobumns... | Artitic Effcts
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Quan ly cac doi twong trong slide

° ] ~N V4 A .
Sap xép cac doi twong % .
- Khi ban thém cac doi twong va van ban vao slide: Arrange| quick = "2Pe
= |styles = =/ Shape
- On Home tab, in the Drawing group, click Arrange; Order Objects
or q:i Bring to Front
3y sendto Back
- Bén du¢i Drawing Tools, trén thé Format, trong Gy Bring Forward
nhém Arrange, nhip chudt vao tuy chon theo yéu S send Badward
" Group Objects
cau 1 e
IEI Ungroup
ﬁ’ Regroup

LY Bring Forward ~  |& Align - Position Objects

[ send Backward ~ I3 Group - I= Align
Sty selection Pane %} Rotate = "k Rotate

Arrange

ﬁ} Selection Pane...
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Quan ly cac doi twong trong slide

 Cheén cac doi twong da phwong tién
- DE€ cheén tip tin da phwong tién:

- Chon b6 cuc slide chira 6 dat néi dung nhw mét phan trong bo cuc ctia
slide, va sau d6 chon biéu twong Insert Media Clip dé chén doan phim
hoac am thanh; hoac

- Trén thé Insert, trong nhém Media, chon Video hoac Audio.

- Mot ribbon véi 2 thé sé xuat hién cho tap tin da phwong tién

RIA9-0|= Introducing Camel Tours - Student.pptx - Microsoft PowerPoint Audio Tools E=aion
Home Insert Design Transitions Animations Slide Show Review View Format l Playback
; a = - : 2 pi > i I Aldn Pl ‘ =
X . “Q“ m h & Compress Pictures | D FN g e Pctuite BOMIES W Bring Forvarc E'_A"g" &) Height: |0.67"
‘ 3 ; ]| || el ‘ . ‘EI |~| < Picture Effects ~ iy Send Backward ~ I#] Group - =

t B3 Change Picture
Remove Corrections Color Artistic oy Crop  —! width: 0.67"
Background - - Effects~ ‘0 Reset Picture - |¥| 52 picture Layout - | B SelectionPane  ShRotatev | .- vas Width: [0.67

Adjust Picture Styles () Arrange | Size [

Introducing Camel Tours - Student.pptx - Microsoft PowerPoint
i Insert Design Transitions Animations Slide Show Review View Format l Playback
o i r - - = - -
’ :?C):n m i e = o — T — P L Video shape ~ Ly Bring Forward - |2 Align - &) Height: |2.5"
B LEE Y g O 0 ) I ) I S e s Blow :
Play  Corrections Color Poster Reset o 2 5 Crop — width: 333"
- | 7| ¥ Video Effects ~ Sl} Selection Pane 5 Rotate S0 L

Y, Frame ~ Design~
Preview | Adjust Video Styles () Arrange | Size
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Tao cac slide chu

« P& do6i cAch hién thi thanh Slide Master View; trén thé View,
trong nhom Master Views, nhap chudt vao :

= Slide Master Anh hwdng dén toan bo slide trong ban trinh chiéu.
Slide Handout Motes
Master Master Master A ’ 7 by . ~ ~ « A 0 o
Master Views Handout Master Thay doi cach cac to roi sé xuat hién khi in.
Notes Master Thay doi giao dién cta cac ghi chi trong cac trang
ghi chu.

« Moi thay doi ban thwc hién truc ti€p trén tirng slide sé ghi de
cac dinh dang ma ban da xac dinh trén slide chu
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* Chen Tiéu dé (Headers) va Chan trang (Footers)
- Tiéu dé hodc chan trang hién thi ldp lai trén moi slide & phia trén hoac
phia dudi
- Cacslide chi hién thi cac chan trang
- Cac Ghi cha (Notes) va cAc Handouts (tai liéu in phat khi thuyét trinh) cé
thé hién thi ca tiéu dé va chan trang

- Chén tiéu dé hoac chan trang bang cach chon lénh tir thé Insert, trong

nhom Text
rHeader and Footer Mw = ? A N ~ .
Date and time St dung mot ngay co dinh do ban
chon hodc ngay hién tai
= Update azitomaﬁcall‘,'

o o Slide number Bao gébm ca so trang hoac so slide.
Language: Calendar bype:
Enslishg(U.S.} =

(@) Fixed

[ slide number
|:| Footer

[T Don't show on title slide




Tao cac slide chu

[ Header and Footer - m
glide | Motes and Handouts |
Incude on page Apply to Al
Update au-b::matically
|4,f19,f2012 |Z||
Language: Calendar bype:
‘English (u.5.) E“ |Westerr1 |E||
(@) Fixed
| | Preview
[|Header :'"LI"":
| i
Page number FTTTTT 1.
Footer E :
| e
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Tao hoat canh cho cac doi twong

« P& thém hoat canh: e

- Trén thé Animations, trong nhom e
Animation, chon More dé hién thi * X

A Q o c ~ S = ‘P"‘f .::*‘; =
bd swu tap Animation, hoac * XK i ® ?

ore Emphasis Effects...
ore Exit Effects...
ore Mation Paths...
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Tao hoat canh cho cac doi twong

; Trigger =

nimation = %Animation Fainter | (@ Delay: L | = Wove Later

Advanced Animation, nhap chudt — -
vao Add Animation * kK X x

Appear Fade

- Trén thé Animations, trong nhém b e ‘“j"’,j”“j"‘f‘

A . ~ A ) 3 = ¢‘K«
= MQt khl ban da ChQn dU'Q’C mQt hOat uﬁe Sfpe Wheel Rand:!r:Bars Grongurn
v 7 ~? N4 A 7 N B & 4|
canh, ban c6 thé thiét 1ap cac tuy chon e ?
cho hoat canh str dung nhom Timing: & & ¥ K gk
Pulse Color Pulse Teeter Spin Grow/Shrink

p Start: ©On Click Reaorder Animation . )

D Duration: | Auto T || & Move Earlier

B Delay: o000 || * Move Later

Fant Calar

Disar.;pear Fade
Maore Entrance Effects...
% More Emphasis Effects...
= More Exit Effects...
More Motion Paths...
OLE Action Verbs...
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Tao hoat canh cho cac doi twong

* Tuy chinh hoat canh frimetenfene TR
, (> ey ]
- Deé tuy chinh hoat canh, trén thée Animations, L ContentPlace... [

(2% Tite 1 OE]

trong nhom Advanced Animation,
chon Animation Pane

- Khi ban chon moi thanh phan c6 hoat canh,
PowerPoint cung cip cac tuy chon dé diéu khién
thoi diém hoac cich xuat hién cta thanh phan dé

Seconds | 4 [0] ¢

— Can than vé nhirng hiéu rng ban st dung cho cac @) Reorder (9]

Content Place... [:
[

Start On Click

Start With Previous
5 Start After Previous

Effect Options...
Timing...
Hide Adwvanced Timeline

Eemove
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 Cac thanh phan hoat cdnh c6 hop so di kem
- Khung hoat canh ciing sé liét ké cac hoat canh theo thit tw s6 do6
- C6 thé sap x€ép lai thit tw ctia cac thanh phan bang cach sit dung cac miii
tén (# hoac ® phia dwdi cua khung hoat canh
St dung cac hiéu rng tuy chinh mot cach can thian
e Luon bat hoac xem trwédc cac hoat canh va thir tu thwc hién cac
hoat canh
« Ban c6 thé muodn gitr cAc thanh phan khac nhu tiéu dé & nguyén
mot vi tri dé cung cap diém nhan cho bai thuyét trinh
e Tuy chinh cac hoat canh st dung Iénh More Effects
» Khi ban khéng con mudn hodc khéng can st dung hoat canh
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Tao hoat canh cho cac doi twong

» Ap dung cac hiéu wng dich chuyén slide

- D€ 4p dung dich chuyén slide, trén thé Transitions, trong nhém
Transition to This Slide, chon mot phong cach dich chuyén

Home Insert Design Transitions Animations Slide Show Review View &y ‘
] ;
=Y ] = ,& Sound: | [Mo Sound] - | Advance Slide
| [ I.:,] 1rJ = :
T & Duration: 2 || ¥ On Mouse Click
Preview Effect
Mone Cut Fade Push W|pe Spl|t Reveal Options - iﬁAPPhl' To All | After: 00:00.00 =

Preview Transition to This Slide Timing

- Chon More dé hién thi tat ca b0 swu tip, va tré chudt vao dé xem trudec
- Tuy chinh dich chuyén bang cach thém 4m thanh hodc thay d6i t6c do
- CO thé ap

dung chuyén doéi vao mét slide duy nhit hoac 4p dung cho tat ca
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 Hai tly chon dé quan sat ban trinh chiéu:
- In cAc slide truec tiép 1én gidy trong, hoac
- Hién thi truc ti€p cac slide trén may tinh
* Hau hét moi nguwoi két hop cac tép tin da phwong tién khac
nhw phim hodc 4m thanh vao ban trinh chiéu, va sau do dién
thuyét dén ngudi nghe trwe ti€p hodc tw trinh chiéu trén may
tinh
* St dung cac tinh nang tir thé Slide Show dé thiét 1ap cac tuy
chon cho trinh chiéu:

(G |
File Home Insert Design Transitions Animations Slide Show Review View
| c—

T (=l = x
s B E T = = B S K5
From From Broadecast  Custom Set Up Hide Rehearse Record Slide . _
Beginning Current Slide = Slide Show Slide Show = | Slide Show Slide | Timings  Show~ ¥ Show Media Controls Use Presenter View

Start Slide Show Set Up Maonitors

E; W' Play Marrations (@l] Resolution: | Use Current Resolution  ~
—
b

V| Use Timings
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Thuyét trinh

« Thié€t lap ban trinh chiéu

- DE thiét 1ap cac tuy chon cho ban
trinh chi€u cda ban, trén thé Slide
Show, trong nhom Set Up, chon Set
Up Slide Show

- XAc dinh cich thirc ban muén
thuyét trinh

- XAc dinh cch thirc ban muén

© CCI Learning Solutions Inc.

Show without narration
Show without animation

Pen color:

o o

f A
Set Up Show ‘ [ 9 o]
Show type Show slides
(@) Presented by a speaker (full screen) @ Al
(71 Browsed by an individual (window) ) Erom: || E”I": | li”
() Browsed at a kiosk (full screen) ElsamarE
Show options Advance slides
Loop continuously untl 'Esc’ () Manually

(@ Using timings, if present

Multiple monitors

Display slide show on:

|Prirnary Monitor E|
Show Presenter View

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

button.

|

ok | [ cancl




Thuyét trinh

* Xem thuyét trinh
- Bat dau thuyét trinh:

- Trén thé Slide Show, trong nhém Start Slide Show, chon bat dau trinh
chiéu ttr slide hién tai hoac ttr slide dau tién; hoac

- Nhin chon ¥ Slide Show) tir cac nut hién thi trén thanh trang thai; hoac

- Nhan F5
- Ban trinh chiéu hién thi & ché dd toan man hinh

- Khi két thic trinh chiéu, thi mot man hinh den v&i ban tin “End of slide
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B Thuyét trinh

- Hién thi mét thwe don dé ban c6 thé diéu hwéng dén cac vung khac

trong ban trinh chiéu hoac dé st dung cac cong cu trinh chiéu:

- Nhip chudt phai vao bat ky cho nao, hoic

Mext
- Troé vao goc dwdi bén trai va chon revious
E Last Viewed
- Troé vao goc dwdi bén trai va chon GotoSiide  »
Goto Section F
- Str dung Go to Slide dé nhanh ch(’)ng diéu hwdng dén Custom Show  »
Screen 3

slide khac trén ban trinh chiéu

Pointer Options #

- Each slide displays title in submenu Help

Pause

End Show
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Thuyét trinh

- DE hién thi moOt ban trinh chiéu trén man hinh thir hai hodc trén may
chiéu LCD :
- Trén thé Slide Show, trong nhém Set Up, chon Set Up Slide Show, sau dé
chon miii tén cta Display slide show on va chon man hlnh thit hai, chon OK

mmummm« (Atuska Hiking Tours Student]

- Trén thé Slide Show, trong nhém
Monitors, chon miii tén cia Show
On, va chon man hinh thi hai
- Bat tinh nang Use Presenter View
v&i man hinh th hai, man hinh chinh = =

Alaska Hiking
Tours

sé thay doi tir ché d6 hién thi PowerPoint sang ché do hién th1 nhw hinh
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e Luon xem trwdc bai thuyét trinh ctia minh va dam bao khong
c6 10i gi phat sinh.

 C6 thé mudn xem truwére ban trinh chiéu, sk dung tinh nang
xem truwére khi in truyén thong dé quan sat cac slide trong ban
trinh chiéu sé xuat hién nhw thé nao khi ban in cic slide hoac
cac trang ghi chu

Khi ban bat dau két thuc trinh chiéu, ban c6 thé thém cac ghi
chu chia dién gia dé gitp ban trong lic thuyét trinh

 Ban ciing c6 thé st dung nhiéu dinh dang in to roi. To roi
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Xem trwéc hodc in ban trinh chiéu

* Tao cac ghi chu
~ Ghi chu gitp ban t6 chitc suy nghi cia minh vé cdc théng tin trinh bay
trén moi slide
- (€O thé tao cac ghi chad tai thoi diém tao slide hodc sau khi két thic ndi
dung trinh chiéu

- DPEé xem dwoc nhiéu hon phan Introduction

= Popular hiking tour
= Length: 5 days in late July

ghi Chlj. Cﬁa Slide, kéo thanh phén ; = 5 hiking trails of various advanced difficulty

= Start from downtown Juneau

= Spectacular scenery

chia & phia trén ctia 6 ghi cht va it

n? A

« While we have offered these tours between early July to late August, we find it best to book one tour during late July to
ensure dry conditions and longer days for better views. Some of these trails can be dangerous and hazardous if wet
conditions exist, and if we start too late in the morning, or take too long to come down.

+ We warn everyone as well to stay with the group, and watch for the signs that are clearly marked on each trail,
especially for Mt. McGinnis which is one not often hiked (most people tend to hike to view Mendenhall Glacier).
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Xem trwéc hodc in ban trinh chiéu

« D& quan sat cic hinh dnh thu nho cia

slide hoac nhap ghi chu di kem véi no,

~ , - ) Introduction
chuyén sang cach hién thi Notes Page Bpenegios
- Chén ddi twong hinh vé hodc anh <specociorcaney

* Phu thudc vao lwong thong tin trong dién PN
tich ghi chd, ban c6 thé phai thay d6i kich ——_
7 v ~ 9 A v A 2 bask ane tour during ate Julyto ensure dry condtions and enger days for beter
thuwdc hoac font chit cua 6 dat ndi dung S
o 1s N e e g
dé lam cho théng tin vira v&i hop van ban oo o e o et
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Xem trwéc hodc in ban trinh chiéu

* Tao cac to roi

- Cac ban sao dwoc in cua cic slide
trong ban trinh chiéu, thwong dwoc
dung dé phat cho nguwoi nghe Alaska Hiking

Tours

B

— Xac dinh bao nhiéu slide dwoc in trén

moi trang, toi da l1én dén chin slide Filking in

A X nature’s
tren mol trang wonderland
atits bestl

- St dung tuy chon Print Layout,
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Xem trwéc hodc in ban trinh chiéu

* In cac muc
- Né&u ban sir dung may in laser don sac, tit ca cdc mau trong ban trinh
chiéu sé dwoc in v&i cdc mau bong ciia den va trang.
- Néu ban dang in v&i trén cac to gidy trong su6t, ddm bao cac trang
gidy trong suot dwoc thiét ké cho loai may in ciia ban

’, ~ 5 y . Eid9- 0= " Alsska Hiking Tours.pptx - Microsoft PowerPoint =)

- CO0 thé xem trwéc cac thiet  mm o o oo o S -0

) Print &

l1ap in s dung bang diéu o &
khién Print =

Alaska Hiking
e Tours

Print 1 slide per page
Green Soles Adventure Club

Print on Both Sides
Flip pages on long edge

—. Collated
E=E
1,2,3 123 123

' coler

Edit Header & Footer

41 oflz »
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Xem trwéc hodc in ban trinh chiéu

- S dung cac tuy chon khac nhau trong bang diéu khién Print dé chon
nhirng gi ban mudn in hoac ban muodn in theo cach nao
- Xem truw@c voi cac tuy chon in
- St dung cac miii tén & goc dwdi bén trai ctia ban xem trwéc dé chuyén dén
cac slide khac, cling nhw phéng to hoac thu nhé cac slide
- Xem cac muc ban dinh phan phat cho ngw¢i xem, hodc kiém chirng cac
thanh phan trén slide xuat hién dang theo y mu6n hay chwa
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Tong két bai hoc

 Ciu trdc tdbng quat va cac huédng trén cac slide

dan detao ban trinh chieu * Thém hoac thao tac véi bang va
 Tao cac ban trinh chiéu trong hoac biéu do trén slide

st dung mot mau trinh chicu de * Thém hodc thao tac véi cac doi

tao ban trinh chiéu moi twong da phwong tién nhu cac tép

e Lwu, dong, hoac mo ban trinh tin hinh anh, phim, nhac

chieu » Thiét 1ap va chay trinh chiéu slide
* Thay doi cach hién thi cac slide « Tao cac ghi cht hoic tai liéu in
e Chen, x0a, hoac nhan doi slide phat khi thuyét trinh (handouts)

e Thay doi bo cuc hoac thiét ké ctua kem theo slide
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Cau héi on tap

1. Phwong phap nao ban c6 thé str dung dé tao ban trinh chiéu m&i?

a. Ban trinh chiéu trong d. CacTheme
b. My templates e. Batky dap an nao & trén
c. New from existing f. acvad

2. Thoéng thwong trén mot slide nén c6 toi da bao nhiéu muc hoa thi la da?
a. b6 c. 10
b. 8 d. Khong gioi han
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Cau héi on tap

4. Ban c6 thé cheén slide m&i nhw thé nao?

a. Trénthé Home, trong nhom Slides, chon New Slide.

b. Trén thanh cOng cu truy xuit nhanh, chon New Slide.

c. Nhin CTRL+M.

d. Nhip chudt phai vao slide trén cic thé Outline hoac Slides va sau d6 chon New Slide.
e. Batky dap 4n nao trén

f. a,c,hoacd
5. Dé thay doi bo cuc slide, ban c6 thé:

a. Trénthé Home, trong nhom Slides, chon Layout.
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Cau héi on tap

6. Dé chén moét bang vao trong slide, ban cé thé:
a. Trénthé Insert, trong nhém Tables, chon Table.
b. Thay d6i b6 cuc slide thanh bé cuc Title and Table.

Trén thé Insert, trong nhém Tables, chon Table, Insert Table.

o

d. Batky dap 4n nao trén
e. ahoacc
7. Liét ké cAc phwong phap ban c6 thé str dung dé chén biéu do vao trong
slide.

a. Trénthé Insert, trong nhém Illustrations, chon Chart.
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Cau héi on tap

8. Diém xt Iy nao trén dnh da dwoc chon cho phép ban thay d6i kich thwéc
cua hai bén anh cung mot luc?

a.
b.
C.

d.

M6t trong cac diém xir Iy & goc.
Diém xtr Iy nam & gitra phia trén hodc dudi.
Diém xr Iy nam & giira phia trai hodc phai.

Hinh tron mau xanh la cay.

9. Ban c6 thé tuy chinh hoat cinh ctia mot 6 dit ndi dung nhw thé nao?

a. Trén the Animations, trong nhém Advanced Animation, Animation Pane.
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Cau héi on tap

10. Kiéu hiéu trng nao ban c6 thé thiét Iap cho mét dbi twong?

a. Entrance d. Exit
b. Motion Paths e. ab,cvad
c. Emphasis f. chiahoach

11. Khi nao ban thém céc ghi chd vao ban trinh chiéu, ban cé thé st dung
ching nhw thé nao?

a. Vi ghi chu cta dién gia gitip nhac nhé ban vé nhirng gi ban muén noéi khi ban
trinh dién moi slide

b. Vinhdc nhé cac tic vu ban van mudn thwc hién trong khi tao/chinh stta ban
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Cau héi on tap

12. Tai sao ban muo6n tao handouts?

a.
b.
C.

d.

e.

DPé phan phat cho nguwdi nghe tham khao sau khi trinh chiéu.

DPé cho phép nguwoi nghe ghi chd trong suot bai thuyét trinh.

Pé stir dung nhw ban sao clirng cda cac slide trong ban trinh chiéu.
Bat ky dap an nao trén

b hoacc
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