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Noi dung

‘ Gi&i thiéu vé PowerPoint 2010
‘ Soan thao ndi dung Slide

‘ Chén cac doi twong: Am thanh, hinh anh, video

‘ Slide Master & Layout

‘ Thiét Iap ché db trinh chiéu
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Gidi thiéu PPT 2010

pham...)

= C6 nhiéu trang, mdi trang goi la mét Slide
= Pudi: PPTX cho 2007/2010, PPT cho 2003
= Muc dich: trinh chiéu (dao tao, gi&i thiéu san
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Cac thao tac vai File PPT
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[ e RS Ghi file PPT hién hanh
Q Save
Save 43 Ghi file PPT véi tén khac
E Open

£ close \“ M file PPT d3 c6 |
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e Pong file PPT hién hanh |

New
Print \ Tao md¢i file PPT |

Save & Send
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[ options - —
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www.trungtamtinhocms.com TRUNG TAM TIN HOC MS TRANG: 5

Gigi thiéu cac menu (ribbon)

= Home: chira cac nat Iénh thwéng xuyén nhat

Ngan 1énh theo ngi canh
Cac ngan chira 1énh (Tabs)
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= Insert: dé chén cac déi twong
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Gidi thiéu cac menu (ribbon)

= Design: kich cé trang, hwé'ng, mau cho slide

E\ H 9.4 Slide_PowerPoint_2010,ppt - Microsoft PowerPoint ‘4M1UM| oF B
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: Hto\ms' @
ﬁ Aa Aa Aa A . E\a Aa N[ Background Styles *
Page Slide [T [T (T M %D I @F :

= Transitions: thiét 1ap hiéu rng khi chuyén Slide

- @Eﬁem' D Hide Backgraund Graphics
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@‘ H 905 Slide_PowerPaint 2010.pptx - Microsoft PowerPoint |_uJ.uﬁJlLu~‘ oB R
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Gidi thiéu cac menu (ribbon)

= Animations: tao hiéu trng cho cac doéi twong
E‘ H LG \7 Slide_PowerPoint 2010.ppbx - Microsoft PowerPaint ‘_u_.uﬁ,l.lm‘ oB R
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= Slide Show: thiét 1ap ché dé trinh chiéu
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Gidi thiéu cac menu (ribbon)

= Review: Kiém tra va thém chu thich

\E| H -9 |= Slide_PowerPoint_2010.pptx - Microsoft PowerPaint |_,-_,_‘_‘_L_buw_,‘

ﬂHome Insert Design Transitions Animations Slide Show Review Wiew Format
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Spelling Research Thesaurus = Translate Language | | Show New Edit  Delete Previous Next | Compare Accept Reject o End
= o Markup| Comment Comment ~ [E Reviewing Pane Rayien

Proofing Language Comments Compare

= View: thay ddi cac ché dd hién thi
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Cac budc tao bai trinh chiéu

Tao file méi (File -> New)

i3

Chon Template, Theme, hodc dinh dang Slide Master va layout

AV

Tao cdc Sections

Thém céc slide (new slide)

.
h 4
Nhép ndi dung va dinh dang (Text) ‘

AV

Cheén cic d8i twong: hinh anh, phim, chit nghé thuat...., dinh dang va cin chinh. ‘

AV

Tao cac hiéu irng cho cac d8i twong trong céc Slide ‘

iV

Tao cac hiéu trng khi chuyén Slide

V3

Xuat ban ra cac dung khéc (PDF, Video,...)
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Nhap n6i dung TEXT
= Nhap dir liéu text cho slide (gibng nhw TextBox
trong Word)
= Dinh dang di¥ liéu text (giong Word)
o Dinh dang Font chir

o Dinh dang Paragraph

e [ Layout ~ _ .« v | m = = s |1} Text Direction =
Arial - 25 v A A I izt E -
I——I B Reset [ Align Text -
M AV . = = = = = || E5o
s|i§:vv =) Section ~ B 7 O S abe Y- Aa é % = == 1= %Conver‘tto SmartArt ~
Slides Font [} Paragraph
o Thiét lap mau cé san cho TextBox
& shape Fill
~| 2 shape Outline ~
~ |« Shape Effects =
Shape Styles
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Chen hinh anh

= Chon Insert -> Picture

= Hién thi hop hoi thoai cho phép chon file anh
= Chon anh can chén

= Sau khi anh dwgc chén vao slide thi phai di
chuyeéen, thay doi kich thwé'c cho phu hop.
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Chen am thanh

= Chon Insert -> Audio

= Hién thi hop hoi thoai cho phép chon file am
thanh

= Chon file am thanh can chén
= Am thanh sé dwoc chén vao Slide

o Vidu: Kich vao biéu twong cailoa * = dé nghe bai 1 tiéng
anh thuwong mai
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Chen Video

= Chon Insert -> Video

= Hién thi hop hdi thoai cho phép chon file Video
= Chon File Video can chén

= Sau khi Video dwoc chén vao slide thi phai di
chuyén, thay déi kich thwéc, hoac cat cho phu
hop. o
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Chen do thj (Chart)

= Chon Insert -> Chart
= Chon loai db6 thi
= Nhap dir liéu cho Categories va Series

Déng dir liéu excel

= SO lwgng ban

Thang 1 Thang 2 Thang 3 Thang 4
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= Dich chuyén trang t&i va lui o |
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= Bat tiéng Bomb
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Chinh stra cac doi tugng

= Chon déi twong can chinh stra
= Kich dap chudt vao déi twong da chon
= Str dung thanh céng cu ngir canh Format dé stra

R =

Tin hoc

VP
l Word l Excel l Povyer
Point
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-
Slide Master
= Chon View -> Slide Master

wl ;:-;m * Prese ’“;

—Second level

* Third level|

— Fourth level
» Fifth level
EECEE ol |
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Layout

» Sau khi dinh dang cho Master Slide, thi cac
Layout sé hién ra

= Chon mét s6 kiéu Layout dé thay doi, con lai c6
thé xo6a di neu khong str dung

%!

= Xong kich vao nat = dé quay vé ché do

normal —
= Chon New Slide
= Chi ra layout (anh xa dén 1 trong cac Layout)
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Tao hiéu i'ng (Animations)

= Entrance: khi méi
xuathiéen X I X o ¥ 2 X

ssssssssssss

= Emphasis: nhan

i EE i
= Exit: khi két thuc
. _ - .
= Motion Paths: di * o ok ok *
& > *® *
chuyén theo dwéng oo = =& == |
_____ 0 2
= More...: tuy chon
nhieu hon
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Vi du: Entrance

= Hiéu trng Entrance — Appear

= Hiéu irng Entrance — Fade

= Hiéu irng Entrance — Fly in

= Hiéu wrng Entrance — Float In

= Hiéu wrng Entrance — Split

= Hiéu rng Entrance — Fly In — By Word — Top

» Hiéu wrng Entrance — Fly In — By Letter — Right
= Hiéu wrng Entrance — Bounce
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Vi du: Emphasic

» Hiéu trng Emphasic — Pulse

= Hiéu rng Emphasic — Color Pulse

= Hiéu trng Emphasic — Teeter

= Hiéu rng Emphasic — Grow/Shink

= Hiéu &rng Emphasic — Spin

= Hiéu rng Emphasic — Object color

= Hiéu rng Emphasic — Complemental color
= Hiéu rng Emphasic — Underline
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Vi du: Exit

= Hiéu wrng Exit — Disappear

= Hiéu wrng Exit — Fade

= Hiéu wrng Exit — Fly Out

= Hiéu wrng Exit — Split

= Hiéu wrng Exit — Wheel

» Hiéu wrng Exit — Shrink & Turn
= Hiéu wrng Exit — Swivel

= Hiéu wrng Exit — Underline
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Vi du: motion path

THO: TRON
6 16: VUONG
BONG: TU' DO
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Vi du: motion path

THO: TRON
N 6 16: VUONG
Q\m BONG: TU DO

o9
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Vi du: Trigger

Dog
Click to Pet that you like...
Cat
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Chon hiéu rng chuyén trang
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_lcg E.EL Sound: [Mo Sound] - Advance Slide

_ D Duration: 0100 X On Mouse Click

Effect

Options = | 40 Apply To Al [ after: 00:00.00 =
Timing
www.trungtamtinhocms.com TRUNG TAM TIN HOC MS TRANG: 27

Thiét 1ap trinh chiéu

Transitions Animations Slide Show Review View

m Home Insert Design
Y 3L 2EME 0

7| Play Narrations

¥| Use Timings

= Tir Slide diu tién (F5) ...

. Ti Slide hién hanh (Shift F5) .-
= Trinh chiéu chi mét s6 Slide .-

= Cac tuy chon trinh chiéu khac =

Slide Show

&l Resolution: Use Current Resolution ~

From From Broadcast  Custom SetUp Hide Rehearse Record Slide ~ =
Beginning Current Slide  Slide Show Slide Show~ | Slide Show Slide  Timings  Show~»  (¥] Show Media Controls = [ ] Use Presenter View
S Start Slide Show Set Up Monitors
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Cat Video, Audio, Hinh anh

= Cat Video: dung chirc ndng TRIM Video ¥

nnnnn

! B
B = ) ST N T | fooer o2
===== | w
= Cat Audio: dung chirc nang TRIM Audio
= Cat anh: dung chirc nang Screenshot e

Chu y: dé cat Video, Audio, Hinh anh ta cé thé dung
cac phan mém khac.
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GIAO TRINH

XIN CHAN THANH CAM ON

Moi théng tin xin lién hé:

- Trung tam tin hoc thyc hanh VT

- DC: Nha 48 - ng6 139 Lé Thanh Nghj - HBT - HN.
- DT: 0913.505.024

- Email: daytinhoc.net@gmail.com

- Website: daytinhoc.net
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