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6 PowerPoint thudc bd Microsoft Office, la phan mém tao
trinh dién (presentation) chuyén nghiép cd nhiéu tién ich
gitp trinh bay, thuyét trinh cac van dé tré nén sinh déng
va hiéu qua hon, dwoc sir dung trong cac bao céo, héi
nghi, giang day...

0 Tacé thé chia sé thong tin gitra cac &ng dung trong bo
Microsoft Office rat dé dang. Vi duy, ta c6 thé vé biéu do
trong Excel va cé thé chén biéu d6 nay vao slide cda
PowerPoint hoic c6 thé chép cac doan van ban Word dé
dua vao slide.

6 Giao dién MS PowerPoint 2010
6 Lam viéc vai tap tin trinh chiéu
6 Thao tac voislide (tao méi, sao
chép, di chuyén, xda, an)
6 Dinh dang slide
6 Layout
6 MA4u dinh dang slide (Themes)
6 Background
6 Nguyén tic thit ké slide
6 Chén céc déi twong vao slide
6 Lién két (Hyperlink)
6 Header & Footer
6 Video & Audio

| Noi dung Chrong V-

6 Slide Master

6 Hiéu &ng trinh chiéu
6 Chuyén slide (Transition)
6 Hiéu &ng cho déi twong

(Animation)

6 Ky thuat co sung (Trigger)

6 Phim tt trinh chiéu

6 Xuat ban bai thuyét trinh

6 Bao mat tap tin trinh chiéu

| Giao dién MS PowerPoint
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“Hé theng thanh Ribbon:

0 Tab Home: C4c Iénh str dung trong qua trinh soan thao
bai thuyét trinh: sao chép, cat, dan, chen slide, bé cuc
slide, phan chia phan, dinh dang van ban, vé hinh va cac
I&énh vé tim kiém, thay thé...

Home Insert Design Transitions Animations Slide Show Review View Format
o = = r=. [|& oy B —
& &=~ = oo g | 8 - | = k- LT' =] 7 >
Calibri e <A A2 i 34
_j By |:| & e = ,}) B |,‘x -
Paste Mew — | B 7 U & abe AV~ Az- | A - 7, | Shapes Amange Quick == | Editing
- Slide~ 57 = - ol B 2
Clipboard Slides Font [t Paragraph i Drawing P

“Haé thang thanh Ribbon

0 Tab Insert: Chén, thém cac déi twgng bang biéu, hinh
anh, SmartArt, d6 thi, van ban, doan phim, am thanh

Home Insert Design Transitions Animations Slide Show Review View Format

O .. 2 @S EE 47 T Q8P

Table

Tables

T2 smartart
Picture _ 5 Hyperlink Action | Text Header WordArt Equation Symbol | Video Audio
& photo Album - | i Chart Box &Footer ~- '8 - - -
Images Iustrations Links Text Symbols Media
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~Hé theng thanh Ribbon-

0 Tab Design: Dinh dang kich c& va chiéu huéng clia cac
slide, ap dung cac mau dinh dang (Themes) va cac kiéu
hinh nén cho slide

| File | Home Insert Design Transitions Animations Slide Show Review View Format
Colors =
‘ T 5 A E LA &_]Eackgmund Styles ~
Aa Aa d - EFonts =
Page Slide [TeT T [TeTTT = | Hide Background Graphics
Setup Orientation~ | | = = | [O] Effects ~
Page Setup Themes Background [Ft




““Hé thong thanh Ribbon

0 Tab Transitions: Hiéu &rng chuyén slide. Ta c6 thé xem
trude hiéu ng chuyén slide ngay trong ché dé soan thao.

Home Insert Design Transitions Animations Slide Show Review View
;%, ;/ g = | L <} Sound: Push - Advance Slide
= =l T [-] & © Durstion: 0150 On Mouse Click
Hishisas Jione & pane T - Os{fﬁi. 150l Apply To All 7| After 00:05.00 %
Preview Transition to This Slide Timing
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| “Hé théng thanh Ribbon

0 Tab Animations: Hiéu &rng 4p dung cho cac déi tuwgng
trén slide, sao chép hiéu (&rng gitra cac déi twong, thiét 1ap
thoi gian va cac su kién cho hiéu &ng

““Hé thong thanh Ribbon

0 Tab Slide Show: Chuan bj cac thiét 1ap cho bai thuyét
trinh trwéc khi trinh dién, tdy bién vé néi dung cla bai
thuyét trinh trong cac tinh huéng bao céo, thiét Iap cac
thdng sé cho cac man hinh hién thj khi trinh dién

E Home Insert Design Transitions Animations Slide Show Review View

,33 TTT —j—a ;Er r;'__l. “'__J :")ﬂ K"") | Play Marrations
= X e = (RS == 14 s

| Use Timings

From From Broadeast  Custom SetUp  Hide | Rehearse Record Slide = _
Beginning Current Slide  Slide Show Slide Show = | Slide Show Slide | Timings ~ ¥ Show Media Controls Use Presenter View
Start Slide Show Set Up Manitors
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(& Use Current Resolution =

Home  Insert  Design  Transitions | Animations | SlideShow  Review  View Farmat
* ) Y 7 - | ﬁ 2 Animation Pane b Start: | On Click &
O] X * 4 ‘ w |- Z Trigger - D Durstiom: 0050
frres Rone AppEal Fade:  [SERFITET - UE{E;‘S. P J Animation Painter | (B Delay: 0000 +
Preview Animation 4 Advanced Animation Timing
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" Tao bai trinh dign méi

6 Ta c6 thé tao mét trinh dién méi bang cach dya trén cac
khuén m3u (template) c6 san, tuy theo cha dé.

Available Templates and Themes Blank presentation

£} Home
D m a L@ L

Recent Sample Themes  Mytemplates  Newfrom
templates  templates existing

Blank
presentation

Office.com Templates Search Office.com for templates +
print

/ . 4 y 4 y | y
save & Send — — — — — — j

Help

=

2]

£ Options
B - ‘ 7// i ‘ 7// 7/ ‘ 7’/ !)‘:{ ‘
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ing cac maucosin

0 Menu tab File & New & Sample templates

-3 Qs Presentation3 - Microsoft PowerPoint
g Home  Inset  Design  Transitions  Animations  SlideShow  Review  View

Available Templates and Themes

Classic Photo Album

25 Open L £} Home » sample templates

Info
Recent

|

X Classic Photo Alburm Contemporary Photo Five Rules

Print Album

Save & Send e ﬂ

Help [E— Crest
T

-] Options

[ Bt |
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ting cac mAu tir Office.com

0 Menu tab File & New & Office.com templates

ling cac mau tur office.com

6 Trong cac nhém Templates, chon miu va Download

Presentation3 - Microsoft PowerPoint

g Home  Inset  Design  Transitions  Animations  Slide Show  Review  View

Available Templates and Themes Snowflakes design slides

Save & Send

Conte I Use
createa TOCand o
Help multiple TOCs

1] Optiens

[ Bt

[ save as Provided by: Microsoft Corporation
15 Open L G} Home » Business Download size: 106KB

Rati i (0 5
£ Close Office.com Templates [Search Office.com for templates || + NG PEILICLAT (0Votes)
Info

==

Presentation3 - Microsoft PowerPoint

g Home  Inset  Design  Transitions  Animations  Slide Show  Review  View

Available Templates and Themes

Blank presentation

& oren * &} Home
0 Close Office.com Templates Search Office.c templates || + | (4
Info = =2 = =5 =
S y y y y
Recent

Abstrat  Animals  Animation Arts Business
Nt

print - - = -
y ! 4 e
Save & Send tHH ﬂ
Busines Calculaty Calendars  Certificats Chart:
Help Plans Create
3 Options , _ - =
& st £ 4 y y

m viéc véi tap tin trinh ch

M#é lai bai thuyét trinh dé luu

6 Menu tab File & Open (Phim tat Ctrl + O)

M#é lai cac bai thuyét trinh méi mé gan day

0 Menu tab File & Recent

Pong bai thuyét trinh

6 Menu tab File & Close (Phim tat Ctrl + F4)

Lwu bai thuyét trinh

6 Menu tab File & Save (Phim tat Ctrl + S)

Lwu bai thuyét trinh véi tén khac/dinh dang khac
6 Menu tab File & Save As (Phim tat F12)
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| -Cac kidu dinh dang phd bién >
Pinh dang Phan mé réng Ghichd
PowerPoint = Mac dinh, chi c6 thé mé bing PowerPoint phién ban
Presentation -Bp tir 2007 tré 1én
PowerPoint 97-2003 : Dinh dang twong thich ngugc voi cac phién ban
Presentation PPL powerPoint 97, 2000, 2002 (XP), 2003.
PDF .pdf Luu duéi dinh dang PDF
XPS Xps Twong tw PDF nhung |a dinh dang cta Microsoft.

Nhu mét tap tin PowerPoint binh thuéng nhung khi

PowerPoint Show .pps, .ppsx mé s& & ché do Slide Show

PowerPoint 97-2003 - Pinh dang c6 thé mé trong cac phién ban PowerPoint
Show PP 97 dén PowerPoint 2003

Luu dudi dinh dang HTML, c4c hinh anh sé lwu thanh

Weh bane L céc tap tin riéng, thich hop dwa Ién trang web.
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=
| Cacchédéhiénthi ’7/@

6 PowerPoint ¢ nhiéu ché dé View khac nhau tuy myc dich
strdung.

0 Ché dé View duoc thay déi tir menu tab View, nhém lénh
Presentations Views, chon ché d¢ hién thj twong &ng:

6 Normal View: Ché @6 soan thao slide, note cho tirng slide.

6 Slide Sorter: Hién thij nhiéu slide cung ltc, khdng cho phép
soan thao ndi dung slide ma duoc dung dé thay déi thi tu,
sap xép, di chuyén, chép, xda slide

6 Notes Page: Xem va thém cac ghi cha vao slide (c&c ghi chu
nay s& khdng hién thi khi trinh chiéu)

6 Reading View: Hién thij tirng Slide & dang doc tai liéu.
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Switch | Macros
e Black a0 ﬂW"“‘wdw 2l Windows ~
i e

Macros

TRINH CHIEU V61
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Sugelotss | cFow | 6 Engish(Us)
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| ChedoNotesPage
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wong 4 - PowerPoint 2010 - Microsoft PowerPoint || @ )

Ché& d6 xem va

Qo
oo

thém cac ghichu ek
vao slide (cac ghi s B
chu nay sé
khong hién thi P
khi trinh chiéu)
| —

- C4c thao tac véi Slide =

0 Chén slide méi
6 Chon tab Slides trong ché ¢4 Normal View, va bdm chuét
vao vj tri slide can chén mdi.
6 Chon menu tab Home & New Slide
Ho3c: B&m chudt phai & New Slide
Hodc: Nhan phim Enter
6 Slide mai xuat hién phia dudi slide vira chon
0 Sao chép slide
6 Trong ché a6 Normal View, chon cac slide trong tab Slides
can sao chép
6 Bam phai chudt & Duplicate Slide

23
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| Ch& 6 Slide Show

0 Slide Show la ché @6 trinh chiéu toan man hinh, céc slide
s& [an lwot xuat hién theo thi ty dwoc sap sép trong bai
thuyét trinh, di kém cac hiéu &ng dwoc cai dat.

6 Phim tat: Nhan phim F5 dé chuyén sang ché do trinh dién
tir slide dau tién, nhan té hop phim Shift + F5 dé bat dau
trinh chiéu ttr slide hién hanh.

O Dé thoat khéi ché dé Slide Show, nhan phim Esc

N

 Ché do Slide Show !
NI @4?% lil- 0— ..!.. @

~

“4n i

4 ¥
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| C4c thao tac véi Slide =

0 Thay déi vi tri cac slide

% RETEA =] &l Siide Sorter ED Slide Master [ Ruler ) =
Y Trong ché dO Normal :ﬂ =] u:e: P:ge J»:meLt‘Ms:ter [ Gn‘c\hﬂa: AR
2 5 Normal.. g Zoom Fitto
V|ew’ ChQn slide trong tab i3] Reading View | [ Notes Master Guides

Windo
tation Vie Master Views hov Z

Slides musn sip xép —
6 Dung chudt kéo slide dén | 2 ===

k- | ~
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vi tri mai trong tab Slides T i i

-
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Xba slide

-C4c thao tac véi Slide

muén xéa

6 Trong ché d¢6 Normal View, chon slide trong tab Slides
Delete Slide

6 Nhan phim Delete, hodc bam phai chuét Ién slide va chon
Phuc héi slide vé layout méc dinh

6 Vao tab Home O Reset

6 Trong ché d6 Normal View, chon slide bj bién d6i b6 cuc

25

"C4c thao tac véi Slide

An/hién cac slide

6 Chon ché& d& man hinh la Normal, Slide Sorter hoic Notes
Page déu duoc. Nhung lam nhanh nhét la trong ché dé
man hinh Slide Sorter.

6 Chon céc slide can lam an

6 Vao tab Slide Show & Hide Slide

Hodc bam chuét phai Hide Slide

‘Pinh dang slide

Insert

Thay déi bé cuc (Layout) cho slide
can thay déi bé cuc

6 Chon menu tab Home & Layout

6 Trong ché d¢6 Normal View, trong tab Slides, chon cac slide
6 Chon kiéu b& cuc méi cho slide

Design  Transitions  Animations  SlideShow  Review  View
1 i Lavout el e
aF | Office Theme
New —
F | sider ]
Clipboard 7 - s
= = | ’
i

Title Slide

wr |

Paragraph
Section Header

Two Content

Comparison

Title Only
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6 Slide &n s& khdng xuat hién khi trinh chiéu bao cao
Hide Slide

6 DE cho hién lai slide, chon slide dang &n va chon lai I1énh

26

Kigu Layout: Title Slide

U M¢& dau bai thuyét trinh

U M¢& dau ndi dung mai trong
bai thuyét trinh

Click to add title

Click to add subtitle

28
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- Kieu ’Layout: Title and Content

Click to add title

+ Click to add text

[ 'ﬁg |
RS
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- Kiéu Layout: Two Content

Click to add title

* Click to add text * Click to add text

U Chia ndi dung thanh 2 khéi
U S& dung cho van ban dai dé
ngudi xem dé doc hon

30

| Kiéu Layout: Comparison

Click to add title

Click to add text
* Clickto add text

Click to add text
* Click to add text

Thuong dung dé so sanh 2 d6i tugng

[ ﬁi?ﬁn;
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| M3U dinh dang slide (Themes)

6 MAu dinh dang slide 4p dung cac Themes c6 sdn
6 Menu tab Design & Themes

[p——m|
Home Insert Design

Transitions Animations Slide Show Review View

Setup Orientation =
Page Setup Themes

i - | Colors =
J = | <H) Background Styles «
=N (e | A romts e | 2
Fage e || [ = i Effects ~ Hide Background Graphics

0 D8i sang bé mau khéac

6 Chon menu tab Desigh, nhdm Themes & Colors
0 Pa8i sang bo Font chir khac

6 Chon menu tab Design, nhom Themes & Fonts

Format

Background

32
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~—Binh dang nén slide (Background)
Trong tab Slide, chon cac slide muén dinh dang nén
Vao tab Design, nhdm Background & Background Styles
O Format Background —
F
- | = [, Paste Options:
EE [ R
Ll =
[ s | .
-
; Hide Slide 33

/
- -binh dang nén slide (Background) *

6 Solid fill: Mau nén don 3¢ | remsssdsreuns 2 il
6 Gradient fill: Mau nén S—
chuyén séc
6 Picture or texture fill: Anh S U
nén tir tap tin anh, ClipArt o (B3]
hodc mau van nén e ] () (e
6 Pattern fill: M3u hoa van T‘ﬁs“p m—
6 Transparency: Do trong :j;i‘n‘t”;m’ E‘ o
suét cua hinh nén e [ )
s B o5
Rotate with shape
Apply to All: Ap dung nén cho (retscgond] [ ome ] [ doven
tat ca cac slide
34

“Nguyén tic thiét k& slide

Gigi han tir trén slide: Thay vi viéc cho qua nhiéu noi dung
Ién slide, ta c6 thé tém tit bang key word va dién giai
bang loi.

Thém cac hinh minh hoa chat lvgng cao

Duy tri sy twong phan gitra van ban va nén. Néu hinh nén
c6 nhiéu bién thé, cac phan cda van ban c6 thé khong rd
rang.

Chon font chir va mau séc phi hgp. Khdng chon mau nén
qua sic s& vi dé lam phan tan chd vao néi dung truyeén tai.

35
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Font chir c6 chén

Hién nay, cac thanh tuyu cua
Tin hoc dugc &p dung & hau
hét cac linh vyc hoat dong cua
x4 hoi va dem lai nhiéu hiéu
qua to 16n.

Muc tiéu cua Tin hoc la
khai thc thong tin cd hiéu qua
nhat phuc vu cho moi mat hoat
déng cua con nguoi.

Do d6 ¢ bat ky linh vyc
hoat dong nao can xir ly thong
tin thi & d6 tin hoc déu c6 thé
phét huy tac dung.

— s /
Font chir khéng c6 chan

Hién nay, cac thanh tuu
cua Tin hoc dugc ap dung &
hdu hét cac linh vuc hoat
dong cla xa hoi va dem lai
nhiéu hiéu qua to I4n.

Muc tiéu cta Tin hoc la
khai thac thong tin c6 hiéu
qua nhat phuc vu cho moi
mat hoat dong culia con
ngudi.

Do d6 & bat ky linh vuc
hoat ddng nao can x& ly
thong tin thi & d6 tin hoc
déu c6 thé phat huy tac
dung.
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- -Chén cac d6i twong vao slide

0 Insert & Table
0 Insert © Picture
0 Insert O ClipArt Chen ClipArt

0 Insert & Screenshot  Chén hinh chup man hinh
0 Insert & Photo Album Chén thu muc hinh anh

0 Insert & Shapes Cheén hinh vé thu cong

0 Insert & SmartArt Cheén hinh vé dyng san

Chén bang biéu
Chén hinh ttr t3p tin anh

C—
Home Insert Design Transitions Animations Slide Show Review View Format

= (5] crip art @svaces- @ [A] [A= j 'ﬂ B T Q '5;."1
Faal| .. o 1 | = &2
I—I [ast Sereenshot ~ &;F‘;mam,t G- 1) = &

Table | Picture = Hyperlink Action | Text Header WordArt g Equation Symbol | Video

B photo Album + | g Chart Box &Footer -

Tables Images Iustrations Links Text Symbols M

ol

=

Audio

edia

37

07/06/2021

ol

- -Cheén cac d6i twong vao slide

0 Insert & Text Box
0 Insert & WordArt
0 Insert & Object Chen van ban, lién két déi tuong...
0 Insert © Equation Chén céng thirc toan hoc

0 Insert & Symbol  Chén biéu tugng

0 Insert © Video Chén doan phim

0 Insert & Audio Chén doan am thanh

Chén hop van ban

C—
Home Insert Design Transitions Animations Slide Show Review View Format

D S QEEB 4T Q8P

@+ Screenshaot ~
Table Picture

= 2 Hyperlink Adtion | Text Header WordArt | Equation Symbol | Video Audio
B photo Album + | g Chart Bag & Facier. i oad o & 5
Tables Images Iustrations Links Text Symbols Media
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Lien ket (Hyperlink)

0 Chon van ban hoic d6i twong can gan lién két
6 Vao menu tab Insert & Hyperlink
(ho&c phim tat Ctrl+K, ho&c bam chuét phai & Hyperlink)

Insert Hyperlink

P

Link to: Textto display: | Hyperlink SreenTp...
Select a plage in this document: Side preview:
Ex\\sﬁgﬂpﬁ\e or 25. Binh dang slide -
o e 26. Kiu Layout: Title Slide et (Hyperlnk]

- 27. Kiéu Layout: Title and ¢
L ¢ ~28. Kigu Layout: Two Cont
1 Place in This 29. Kiéu Layout: Comparisol

o) L

Document 30. Binh dang slide

Hyperlink Action ~31. Dinh dang slide |
3 32. Chén cic 46 trang vic
Links Create New 33. Chén cic dfi tuong vac
g el § 24, Lign Kat (Hyperlink |
35. Header & Footar -
& o m | L3 Show and return
E-mai Address

= (o=
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Lién két (Hyperlink)

Lién két dén mét slide khac trong cung bai thuyét trinh
0 Chon Place in this Document tai khung Link to
0 Chon tén slide muén lién két & OK

P |

Insert Hyperiink

Lrkto:  Texttodisplay: |Hyperlrk SareenTp..
Select a plage in this document: Side preview:
Existing File or 25. Binh dang slide
Vie Fage 26. Kigu Layout: Tt Slde

27. Kigu Layout: Title and €
- 28. Kidu Layout: Two Contv

Place in This 29. Kiéu Layout: Comparisol
Document 30. Dinh dang side —
- 31. Binh dang side =)
3 32. Chén cic déi tfong vic
Create New 33. chén cic ddi tirgng vac
el :
35. Header & Footer -

< in v Show and retum

Emai Address

o] (o=

40
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Lignkét (Hyperlink) | Lien két (Hyperlink)

Lién két dén tap tin trén & dia Lién két dén dia chi Web
0 Chon Existing File or Web Page tai khung Link to 0 Chon Existing File or Web Page tai khung Link to
0 Tim chon tap tin can lién két trong khung Look in & OK 0 Nhap dia chi Web trong khung Address & OK

Insert Hyperlink D Insert Hyperlink D
Link to: Text to display: |Link ScreenTip.. | Link to: Text to display: |Link ScreenTip.. |
jic| Lookin: Tin hoc Dai cuong 2020 (Update) El @ @B jic| Lookin: Tin hoc Dai cuong 2020 (Update) FE @B
Existing File or Existing File or
Bai tap Excel ~| [ Boskmark... | Vieh Page Bai tap Excel ~| [ Bookmark... |
Current Bai tap PowerPoint = Current Bai tap PowerPoint =
= Folder E - Folder |=
] Trac nghiem Excel ] Trac nghiem Excel
Place in This (] Bai tap Windows Place in This (] Bai tap Windows
Document Browsed %] Gao trinh chung chi CNTT Co ban - Thu Le PPT Document Browsed %] Giao trinh chung chi CHTT Co ban - Thu Le PPT
Pages | Giao trinh HDSD Excel 2010 - Microsoft VN Pages | Giao trinh HDSD Excel 2010 - Microsoft VN
a (2] GIAO_TRINH_TIN_DAL CUONG_DAI_HOC_DA_SUA a (2] GIAO_TRINH_TIN_DAL CUONG_DAI_HOC_DA_SUA
Create New Recent | 22] G@0_Trinh_Tin_hoc_Chung_chi_A Create New Recent | 22] G@0_Trinh_Tin_hoc_Chung_chi_A
Document Fies f@"] Glao_Trinh_Tin_hoc_DC_2015 Document Files Giao_Trinh_Tin_hoc_DC_2015
2] HD_Thi_Trac_Nghiem b 2] HD_Thi_Trac_Nghiem b
E Address: hittp: joffice microsoft.com| [=] E Address: an {Joffice. microsoft.com| [~
Emal Address Emal Address

41 42

' “Nhan manh Hyperlink | Lien két (Hyperlink)

Thém am thanh cho Hyperlink Thay d6i mau cta doan van ban c6 hyperlink
0 Chon van ban hogc déi twgng da gan lién két 6 Vao menu tab Design, trong nhdm Themes & Colors &
6 Vao menu tab Insert & Action Create New Theme Colors
: Action Settings [ 9 [ 5 Ch N ho 2 to h 5

6 Tab Mouse Click: Check muc T ] 0 Chon mau cho 2 tuy chon:

Play sound dé chon &m thanh penen e 6 Hyperlink: Chon mau cho véan ban c6 hyperlink

khi b4m chudt vao lién két e 6 Followed Hyperlink: Chon mau cho van ban hyperlink sau
6 Tab Mouse Over: CheCk muc . ?% — khi da bam ChUét Ién lién két

Play sound d@é chon &m thanh 0 Save dé lwu Theme Colors

khi ré chuot Ién lién két e

3 -l
Cor ) [ -
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| Header & Footer

Vao tab Insert & Header & Footer, hop thoai xuat hién
6 Date and time: Thoi gian ngay thang nam
6 Update automatically: Ngay hién hanh cta may tinh
6 Fixed: Thai gian ¢6 dinh

- -Chén doan phrnT(Vided) = fa?

i 12 [
6 Slide number: Sé thi ty cha tncude anside |
@ [¥]Date and time
S||de @ g:d:ce automatically Apply
e 2120 = =
6 Footer: Tiéu dé cuéi slide Langusge:

Engish (US) [¢] [Westem

6 Don't show on title slide:
Khéng &p dung Header & |
Footer trén slide tiéu d& \ —
(T|t|e S||de) [T Don't show on titie glide:

[ Ecoter

45

/ i

Menu tab Insert & Video
Cac dinh dang video PowerPoint hé tro:
6 .asf (Advanced Streaming Format)
.avi (Audio Video Interleave)
.m2ts, .ts
.mp4, .3gp
.mpg hay .mpeg (Moving Picture Experts Group)
.swf (Adobe Flash Media)
wmv (Windows Media Video)

o O O O O O
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| -Chén doan am thanh (Audio)

Menu tab Insert & Audio
Cac dinh dang am thanh PowerPoint hé trg:
6 .aac
¢ .aiff (Audio Interchange File Format)
.au (UNIX Audio)
.mid hay .midi (Musical Instrument Digital Interface)
.mp3 (MPEG Audio Layer 3)
.wav (Wave Form)
.wma (Windows Media Audio)

o O O O O
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| Slide Master

Slide Master gitip chiing ta thay déi toan bé kiéu dang va

thiét k& cda bai thuyét trinh nhanh chéng, tranh phai dinh
dang trung lap & céac slide.

Nén thiét ké Slide Master truéc khi bat dau bién soan noi
dung cho cac slide

Vao tab View, nhém Master Views O Slide Master

48
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— -

de Master

R T e 1-reeremz |, MASTET View

Siide Master |~ Home  Insert  Transitions  Animations  Review  View

-0

= ) [ Delete - 3 == ¢
i e 7| Title MR ooty eciainasiice » [ ‘jj
A Rename [A] Fants - —
Insert Slide Insert Insert 7| Footers | Themes Hide Background Graphics | Page  Slide Close
Master  Layout |+ Preser lacenalder ~ [Olemeas - Setup Orientation * | Master View
Edit Master Master Layout Edit Theme Background 5 Page Setup Close

~Click to edit Master title style

# Click to edit Master text styles
.+ second level

« Third level

Chon LayOUt ] - Fourth level

- Fifth level

binh dang cac néi dung
trong Layout Slide Master

- Higu trng chuyén slide (Transition) ™

Cac buérc thiét lap:

& Chon slide can ap dung hiéu &rng chuyén slide

C Vao menu tab Transitions, vao nhém Transition to This
Slide va chon kiéu hiéu ¢ng trong danh myc ¢6 san.

& Chon Effect Options va tuy chon thém cho kiéu hiéu &ng
vira chon. Vi du: Left, Right, Top, Bottom...

Home Insert Design Transitions Animations Slide Show Review View
O = - = [ dy Sound: Push ~ Advance Slide
1l ]’ [ [ [ - = %
B b4 I & Duration: 01.50 On Mouse Click
Preview ] Effect
one o Fai Lt =] options - | S apeiy 1o AN ¥ After, 00:05.00 *
Preview Transition to This Slide Timing

50

= = = e _. &
- Hiéu trng chuyén slide (Transition) ™
Cac buérc thiét lap:
& Nhém Timing dé thiét 1ap thai gian cho hiéu ng chuyén
slide Transition:

6 Sound: Chon am thanh khi chuyén slide

6 Duration: Thai gian thyec thi hiéu ¢ng chuyén slide. Vidu

chon 01.50 nghia 1a 1,5 gidy

=
Home Insert Design Transitions Animations Slide Show Review View
|
[~ = BJ = T - é <, Sound: Push ~ | Advance stide
| 4 E [<| 1B © Duration: 0150 3 On Mouse Click
Preview Effect
one o Fai Lt = | Options + | SAAPRlY 10 Al ¥ After, 00:0500 *
Preview Transition to This Slide Timing

51

| Higu &ng chuyén slide (Transition)

Cac buérc thiét lap:
& Nhém Timing, muc Advance Slide:
6 On Mouse Click: B&m chuét thi mai chuyén slide
6 After: S6 phit & gidy (mm:ss) s& tw déng chuyén slide khi
khong cé 1énh bam chudt. Vi du After 00:05.00 Ia 05 giay.
O Dung dé xay dung bai thuyét trinh ty déng trinh chiéu
(nhung nén bé chon On Mouse Click).

Insert Design Transitions Animations Slide Show Review View

b Sound: Push = | Advance Slide

g _[—il

@ Duration:  01.50

). ;

: On Mouse Click

Effect

I e

& pane RS = | oiticne= I;JApp\yTu AIII ¥ After 00:05.00 +
Transition to This Slide Timing

52
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| Higu tmg chuy@n slide (Transition)

0 X6a bo hiéu &ng chuyén slide:
6 Chon mét hay nhiéu slide can xoa hiéu &ng chuyén slide
6 Vao menu tab Transitions, nhém Transition to This Slide va
chon None
6 Né&u chon thém Apply To All s& x6a hét hiéu &ng chuyén
slide trong bai thuyét trinh

=
Home Insert Design Transitions Animations Slide Show Review View
| |

=[O =m =

<l Sound: Push ~ | Advance Slide

i

On Mouse Click

|-| U & Duration: 0150 2
Preview Effect
None Cut Fade Push =] optians~ | Sl ApplyTo Al V) After: 00:05.00 *
Preview Transition to This Slide Timing

53

BV

| “Higu wng dsi tweng (Animation)

SV

PowerPoint cé 4 nhédm hiéu &ng cho déi twgng trén slide:

0 Entrance: Hiéu &ng xuat hién d6i tugng trén slide hogc di
chuyén tir bén ngoai slide vao trong slide.

0 Exit: Hiéu &ng bién mat doi tuwong khaéi slide hoac di
chuyén tir bén trong slide ra khoi slide.

0 Emphasis: Hiéu rng nhan manh noi dung

0 Motion Paths: Hiéu t&ng di chuyén déi twong theo mot
duong di quy dinh trudc

54

0 Vidu: Cac thiét bj nhap (input) trong may tinh dién ti

@aaa)s
@U % & 0 [ i
]

m ‘[i:]ﬂ

P Animation - Higu g EXT

0 Vidu: Loai bo cac d6i tuwgng khéng phai la thiét bi nhap
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0 Vi du: Thiét bi nao vira la thiét bi nhap vira la thiét bj xuat?

| Animation - Higu trng Motion Paths ™

_ ,);E

6 Vidy: bién tir thich hgp vao cac chd tréng trong cau sau

is the first month of the year,
and is the last

January Dicember November October December

58

" Higu ung déi twng (Animation)

Cac buérc thiét lap:

& Trong ché dé Normal View, chon mét/nhiéu d6i twong
can ap dung hiéu rng Animation

C Vao menu tab Animations, nhdm Animation & More va
chon hiéu &ng thich hop

Home Insert Design Transitions Animations Slide Show Review View Format

. ) : ] ﬁ i “3i Animation Pane b Start | On Click
O U * - ‘ w  Duration: 00.50

_{ F Trigger =

Preview Effect Add _
) Hone Appear Fade FiyIn @Dtms. Animation = % Animation Painter | B Delay: 00.00

Preview Animation Advanced Animation Timing
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Change Entrance Effect [ B ]
— =
B ohonthenihian wow ]
6 Lwa chon thém hiéu &ng o .
Change Emphasis Effect
3k cirde = g
=
Now: # Dissolve In Basic -
‘ ¢ | i PeskIn B Fil Color A Font Golor
H 4 N
£ Sk Random Bars 33 GrowShrink & Line Color
Entrance -
N : 3k Strips| Change Motion Path D
r 3 ’ hld
* X w Lo |31 k wheel
Appear Fade FlyIn Float In Split Basic
Subtle
= A e Color 2
L N o =2 6 Point Star v
v W ¥ swivel
PuL Color Pul Teeter sp Growyshrink
HModerat{
Exit
= A 2 Basic
k *’7 3 # Flost
Disapp Fade Fiy Out Float Out spiit -
Motion Paths [@]preview
= - \ L4
! 'S 1 - o0
i A Turns Shap Loops
H
Custom Path - s ArcDown ( Arcleft Cancel
S More Entrance Effects. Y arcright ~ arcup
¥ More Emphasis Effects..,
3 e SR et " Bounce Left “m Bounce Right
HE  More Exit Effects... ©®
Curvy Left Curvy Right -
% Mare Motion Paths... id @ cunyRig
[¥] Preview Effect _DK Cancel 60




.

| Higu ng déi tung (Animation)

Cac budrc thiét lap:

& Chon Effect Options dé tuy chon thém huéng di chuyén.
Vidu: Left, Right, Top, Bottom...

Tuy loai hiéu &rng sé c6 Options khac nhau

Home  Insert  Design  Transitions | Animations | SlideShow  Review  View Farmat
*~ ) Y 7 - | ﬁ ﬂ 2 Animation Pane b Start: | On Click &
O} X * ¢ | w |- Z Trigger - © Duration: 0050 ¥
frres Rone AppEal Fade: (SNSRI - UE{E;‘S. P ¥ Animation Painter | (B Delay: 0000  *
Preview Animation Advanced Animation Timing
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Cac buérc thiét lap:
€ Nhém Timing, [énh Start:

Home Insert Design Transitions Animations Slide Show Review

Freview s i Fade Effect Add

Preview Animation

VS

- Hiéu ]:rhg dSiTu?ﬁij%’(Aﬁirﬁéﬁo n): 7

Cac buérc thiét lap:

& Duration: Thei gian thyec hién hiéu &ng

& Delay: Thai gian che trudc khi hiéu ¢ng bat dau

1 Animation Pane: Thiét 1ap thdng sé hiéu &rng nang cao

Format

Home  Inset  Design  Transitions | Animations | SlideShow  Review  View
7 ﬁ ﬂ I 2 Animation Pane I }_Start: | On Click

» X * < | X |- 27 Trigger = & Duration: 00.50
Preview | — Eftet Add _

- Eone Appeat taie il Options = | Animation -~ % Animation Painter || & Delay 00.00
Preview Animation Advanced Animation Timing
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| Higu tng 6 twong (Animation)

* ) 7 S | ﬁ ﬂ 2 Animation Pane
) g 5 3 -
& X 4* T x |- 7 Trigger =
L PIn <] options - | Animation~ W Animation Painter | (B Delay:
Advanced Animation

6 On Click: Hiéu &rng dién ra sau khi bam chust
6 With Previous: Dién ra dong thoi véi hiéu ¢ng trwéce do
6 After Previous: Dién ra sau mot hiéu ¢ng truéc do

View Format

b Start: On Click =

D Duratiom: 00.50 3

SV
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Animation Pane

0 Khung Animation Pane xuat hién bén
phai trong clra s6 soan thao
0 Chon d6i twong trén slide
0 B4m chudt vao nat O bén phai tén cda
déi twgng trong Animation Pane dé mé
danh sach lénh
6 Start On Click
6 Start With Previous
6 Start After Previous
6 Effect Options

Animation Pane

» Play

1% ContentPlace... []
2 Rectangle 3 ]

=

4| Start On Click
Start With Previous
©  Start After Previous

Effect Options...

Timing...

Remove

Hide Advanced Timeline

Seconds | ¢ [0] ¢

2 IF

Re-Order (4

64
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| Animation Pane

Effect Options, tab Effect: fiyin =

6 Direction: Hwéng di chuyén [

6 Smooth start: Hiéu &ng cham lic dau ‘”M Fg”““”m -

6 Smooth end: Hiéu &ng cham Idc cudi smotent: onc

6 Bounce end: Hiéu &ng rung lac luc eees U
Ccugdi st Dhswnd = [¢

6 Sound: Am thanh hiéu ¢ng ey —— : g

6 After animation: Hanh déng cho ddi E——————
tugng sau khi thyc hién hiéu ang =n

6 Animate text: All at once (hiéu &ng ca
dong), By word (tirng tir), By letter
(ting ky tu)

65

| Animation Pane

0 Effect Options, tab Timing: Fiyin

6 Start: On Click, With Previous, (e ] ]

sert | ondid

After Previous vy [

Duration: | 0.5 seconds (Very Fast) [=]

6 Delay: Thoi gian cho trueac khi
hiéu &ng bat dau

6 Duration: Thoi gian thyc hién
hiéu &ng

6 Repeat: S6 lan I3p lai

=]

6 Rewind when done playing: Tra

(e

vé noi xuat phat sau khi thyc
thi xong hiéu &ng

0 OK sau khi thiét 1ap

66

| Animation Pane

O S3ap xé&p trinh ty thyec thi hiéu ing

Animation Pane v K

6 Chonslide c6é cac d6i twgng dwoc da

1¥ ContentPlace... []

2 ¥ Rectangle 3 ] =

thiét 13p hiéu &ng

6 Chon hiéu &ng cua d6i twong trong
khung Animation Pane va bdm nat miii
tén i O Re-Order dé thay déi trinh tu

6 Chon Play ho3c nhan nut Preview dé

94 Start On Click
Start With Previous

©  Start After Previous
Effect Options...
Timing...
Hide Advanced Timeline

Remove

xem trugc Seconds¥| <[0] ' 2 ¢
Re-Order |4
Home  Insert  Design  Transitions | Animations  ShdeShow  Review  View Format
) 7 S ] ﬁ # 2 Animation Pane b Start: | On Click &
X * ¢ | w |- Z Trigger - © Duration: 0050 ¥
Rone AppEal Eatle Gt B3 OE{E;‘S P ¥ Animation Painter | (B Delay: 0000  *
Preview Animation Advanced Animation Timing
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Sao chép hiéu &ng cho nhiéu déi twong cung lic:

O Tat tinh nadng AutoPreview tai tlly chon dudi nit Preview

6 Chon d&i twgng dé tao hiéu ing lam mau
6 Nhap dip chudt chon Animation Painter

0 Bam chudt Ién cac d6i twong can dwoc ap dung hiéu ¢ng

E Home Insert Design Transitions Animations Slide Show Review View
‘ * | ) ‘ S ﬁ # ;.jAmmatmn Pane|
® | ) 4 o 7 Trgger -

Animation Advanced Animation

B Preview

‘ =
Preview| Effect Aadd
- s Apgcdt calic Gy = aticrer e nhestian ig.AmmamonPamter B Delay: 00.00

Format
P Start: | On Click
& Duration: 00.50

Timing

68




R throp nhizw izl oy

& Trong ché dé Normal View, chon d8i tugng da tao hiéu
(ng Animation

¢ Vao menu tab Animations & Add Animation va chon
thém hiéu &ng thich hep

m’rﬁ Inset  Design  Transitions | Animations | SlideShow  Review  View Format
*;) A o = @ :ﬁ ) Animation Pane b Start: | On Click
t * r * F Trigger = O Duration: 0050 =
frres Han. AppEal Ead i, |BFehd T R I Animation Painter | (B Delay: 0000 +
Freview | Animation : ‘Advanced Animation Timing
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| Kéthop nhieu hieu ¢ng

Ty
e

| Ky thuat co sung (Trigger)

0 Kich hoat hiéu (rng Animation cta d8i twgng A bang cach
bam chuét I1én doi twong B. Néu click chuét ngoai doi
tugng B, déi twong A sé khong dugc kich hoat hiéu &ng.

O B dugc xem nhu la co sung (Trigger)

71

70

Ky thuat co sting (Trigger)

0 Kich hoat hiéu (rng Animation ctia d8i twong A bang cach
bam chuét I1én chinh dé&i tugng A.
O A ciing dugc xem nhu 1a co sung (Trigger)

T
e

72
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What color is it?

W

Green

@ /< Yellow

N Brown
Orange

¢ thuat co sting (Trigger)

Red—— '

Blue

Pink
Black/

v
v

v .

T T

pién vao ché tréng: “ is the last month of the year”

‘ B. November
‘ C. October
‘ D. December

74

DN

Buwéc 1: Dat tén déi twong
O B4t Selection Pane:
6 Menu tab Home &

Arrange O Selection
Pane
6 Hodc tab Home O Select
O Selection Pane
0 Khung Selection and
Visibility xuat hién bén
phai

[
i

Arrange | Quick

¢ thuat co sang (Trigger)

| — L shape Fill =

& Find

i ZshapeOutline' tac Replace =

[ - Istyles~ <# Shape Effects ~ |4 setect~|

Order Objects
‘i:a] Bring to Front
| By sendtoBack
| Lb Ering Forward
I_?_] Send Backward
Group Objects
(B U
| ;ﬁ‘] Regroup
Position Objects
1= Align
Sk Rotate

E’L} Selection Pane...,

3

L4

|kg | Select Objects

% Selection Pane...

T

Buwérc 1: Dit tén déi twong
O Bat Selection Pane

Selection and Visibility v X
Shapes on this Slide:

6 Khung Selection and Visibility xu4t ——— &
£ = s Action Button: Return @
hién bén phai picture 2 [=

é Chon d6| tu‘dng trén SI'de Slide Mumber Placeholder 3 @
% ~ % % 3 9 e Content Flaceholder 2 @
0 Nhap dup chuét vao tén déi twong e =

trén Selection Pane
O Dai lai tén goi nhé
< (T | F

B
-_Hide All Re-order
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Ky thuat co sung (Trigger)

Buérc 2: Tao hiéu irng cho ddi twgng
Chon mét/nhiéu déi twong va tao hiéu rng Animation
Thém cAc tuy chon néu can thiét: Effect Options, Start
Duration, Delay...

E Home  Insert  Design  Transitions | Animations | SlideShow  Review  View Format
*( ) r S ﬁ @ 2 Animation Pane b Start: | On Click &
O} X * ¢ | w |- Z Trigger - © Duration: 0050 ¥
frres Rone AppEal Eatle Gt [H OE{E;‘S. P ¥ Animation Painter | (B Delay: 0000 %
Preview Animation Advanced Animation Timing
77

Slide Mumber Placeholder3
A Trigger c6 thé la chinh d6i twong s s @
¥ 4 v ~ ~r e Action Button: Return - .
d6 hosc mét dsi twong khac on @

Action Button: Roll @
" Side Number Placshoider 3 [
ContentPlaceholder 2 [2]

Title 1 =

Ky thuat co sung (Trigger)
Budrc 3: Gan Trigger

Tiép tuc chon d6i twong dé tao Animation
Trong tab Animation & Trigger & On Click of
Chon tén da6i tuwgng lam Trigger

*30 Animation Pane P Start: | On Click ~ | Reorder Animation

D Duration: 03.00 = & Move Earlier

‘B Ondidof » Title 1

* Content Placeholder 2 ﬁ

Phim tat trinh chiéut ===

g Phim tit M0 ta
F5 Bt dau trinh chiéu tur slide d4u tién
Shift + F5 B3t dau trinh chiéu tir slide hién tai
F1 Tro gilip vé cac phim tét ché do Slide Show
Phim N, nhap trai chuét, phim Space, phim mdi Di chuyén dén slide ké ti€p hoac hoat canh k& trong
tén hwéng xuéng hodc hwéng qua phai, phim slide

Enter, phim Page Down

Phim P, phim Backspace, phim mii tén hwéng qua  Di chuyén vé slide lign truéc
trai hogc huéng lén, phim Page Up

Nh&p phai chuét M@ menu lénh

Nhép con sé va nhan Enter Di chuyén dén slide cd s& thi ty nhu s& nhap vao

ESC, Ctrl+Break, phim - (d4u trir) Két thic Slide Show

Ctrl+S M@ hép thoai chira danh muc slide

Phim B, phim . (ddu cham) Hién thj man hinh den, nhan [an nira dé tré lai man
hinh cii

Phim W, phim , (d&u ph&y) Hién thi man hinh tréng, nhan lan nira dé tré lai
man hinh cii

Giir 2 phim trai va phai chuét 2 giay Tr& vé slide dau tién

An/Hién con tré chuét hinh mdi tén khi di chuyén
trén man hinh Slide Show.

Ctrl+H, Ctrl+U
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"

| XU&t ban bai thuyét trinh

Chuyé&n bai thuyét trinh sang dinh dang video
Menu File & Save & Send & Create a Video. Cac tuy chon:
6 Computer & HD Displays: Video c6 chat lvgng hinh anh cao
nhat, dung dé phat trén man hinh may tinh, may chiéu hosc
céc thiét bj hién thj c6 d6 phan giai cao.
6 Internet & DVD: Chit lwgng video mirc trung binh, thich hep
chia sé qua mang internet hay chép ra dia DVD
6 Poratble Devices: Chat lwgng thap nhat, thich hgp dé tai vao
cac thiét bj di dong
Thoi gian chuyén slide mac dinh 1a 5 giay
Chon Create Video, dat tén video, chon noi lvu va Save
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| @ create avideo

£ % Package Presentation for CD

XUt ban bai thuyet trinh

‘ [ save | .
e et Save & Send Create a Video
Save As
i Create a full-fidelity video from this presentation that can be
5 Open _ 4§  Send Using E-mail distributed by using a disc, the Web, or e-mail.
= Incorporates all recorded timings, narrations, and laser
[ Close. pointer gestures
o SavE ot Includes all slides not hidden in the slide show
i Preserves animations, fransitions, and media
Save to SharePoint
fete: The time it takes ta create a video varies depending on the
length and complexity of the presentation. You can
i @ Broaciast e Shows continue to use PowerPoint while the video is being created.
S @ Gt help buming your slide show video to DVD or
Print = uploading it to the Web
\==|  publish Slides
=
sm File Types || Computer & HD Displays ol
Forviewing on a computer monitor, projector, ...
Help
H Change File Type (). Don't Use Recorded Timings and Narrations o
] Options No timings or narrations have been recorded
Exit ; Giite POEIDS Dt Seconds to spend on eachslide: (0500 &

5

Create
Video

L] j Create Handouts
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=t ban bal thuyecor

Chuyé&n bai thuyét trinh sang dinh dang PDF va XPS

0 Menu tab File O Save & Send & Create PDF/XPS
Document

0 Chon tiép Create a PDF/XPS, hop thoai Publish as PDF or
XPS xuat hién

0 Nhap tén bai thuyét trinh vao hop File name
0 Tai Optimize for c6 2 lya chon:
6 Standard: hinh anh chat lugng cao hosc dung cho viéc in &n

6 Minimum size: dung cho viéc doc tryc tuyén vi khi in ra cac
hinh anh giam chat lwgng, sé& bj me

6 Chon Publish dé bat dau
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Toychen wutrer

0 Vao menu tab File & Options & Save
6 Save files in this format: Ki€u dinh dang tap tin mac dinh

6 Save AutoRecover information every ... minutes: Khoang
thoi gian ma PowerPoint ty dong luu tri

6 Default file location: Dudng dan thu muc lwu trir mic dinh

General
H Customize how documents are saved.
Proofing
Save ||| Save presentations
Language Save files in this format: | PowerPoint Presentation [=]
Advanced [#] save AutoRecover infarmation every |10 4 minutes

[7] Keep the last autosaved version if I close without saving
Customize Ribbon

AutoRecover file [ocation: | C:\Users\user\AppData\Roaming\Micrasoft\PowerPointy

Qi AES FholED Default file location: Ci\UsersiuserDocuments\

Add-Ins

Trust Center

83

B mat ap t e

Cach 1: Vao menu tab File & Save As (Phim tat F12)

([ Seve hs =)

@Q-\.}J ¥ ey DoCament v ~ [ %] [ Search Documents 2|
Organize ¥ New folder =~ ®
B Desktop

Documents library

Arangeby:  Folder +
Includes: 2 locations

B Downloads
il RecentPlaces | =
5 Name Date modified Type

4[5 Libraries
& (5| Documents
> @) Music
» [ Pictures
> B Videns [ Ui - b

Tools & General Options...

File name:  Presentationd -

Save as type: | PowerPoint Presentation B

Map Network Drive...
Authors: user Tegs: Ad

Save Options...

| General Options..

~ Hide Folders I Tools vl Compress Pictures...
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O Thiét 13p mat ma:

0 Chon OK & Save

| Bao mat tap tin trinh chiéu

6 Password to open: Mat mé khi mé tap tin
6 Password to modify: Mat mé khi hiéu chinh tap tin
0 X&c nhan lai cAc mat ma trong hép Comfirm Password

General Options

(-8 [

General Options

File encryption settings for this document

Password togpen: |
File sharing settings for this document

Password to modify:

Privacy options

[ Remove automatically created personal information from this fie on save

Macro security
Adjust the security levelfor opening fles that micht
cantain macro viruses, and spedfy the names of acro Son o

trusted macro developers.

o Lo )
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| Téng két Chwong IV
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Cach 2:

O Info

A Menu File

O Protect ...
O Encrypt with...

Hame

[ save
B save as
= Open

[ Close

Insert

Design Transitions Animations

Information about Presentationl

Permissions

Protect
Presentation -

Encrypt Document

Encrypt the contents of this file
Password:

Caution: If you lose or forget the password, it cannot be:
recovered. Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
{Remember that passwords are case-sensitive.)

o) (o]

| (@, Mark as Final
Let readers know the presentation is

final and make it read-only.

<] Encryptwith Password fe that it
R Require a password to open this
presentation, lauthor's
Iy Restrict Permission by People
Grant people access while removing 4
their ability to edit, copy, or print. rad
| [ Add a Digital Signature
LR Ensure the integrity of the presentation
by adding an invisible digital signature.
&y U] There are o previous versions of
this file.
Manage
Versions =

Slide Show

o
E%E Ainyone canopeny copy;and change
any part of this presentation.




