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GIOI THIEU

«  PowerPoint nim trong bd cong cu Microsoft Office, 1a mot phﬁn mém trinh chiéu st dung cac slide
dé truyén tai thong tin. N6 cho phép nguoi dung tao ra nhitng slide phuc vu cac budi thuyét trinh dé
thé hién nhitng thong diép trong céc 1ép hoc hodc budi hop.

= PowerPoint [a cong cu v6 cung hiru ich va duogc s dung rong rai trong giang day, hoc tap, doanh
nghiép:

> Céac doanh nghiép c6 thé tao cac bai thuyét trinh cho san phim va dich vu ctia minh.

> Gilp thiy co gido, giang vién trong cac td chirc gido duc tao bai giang sinh dong, truc quan
cho 16p hoc.

> Gilp tao file trinh chiéu nhu tiép thi, du an, ddm cudi, so dd,... véi vo s6 dinh dang va mang

déu an riéng phong phu.
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1.1 Khéi dong chworng trinh

= Cach 1: St dung t6 hop phim tit Windows + R dé khai dong hop
thoai Run. G 1énh powerpnt sau d6 nhin Enter hoic OK dé khoi

dong PowerPoint.

= Cach 2: Dung t6 hop Windows + S. G& powerpoint, sau d6 nhin

Open hoic Enter dé khoi dong PowerPoint.

» (Cach 3: Click chuét phai 1én man hinh desktop, chon New. Chon

Microsoft PowerPoint.

Open:

©)

Type the name of a program, folder, document, or
Internet resource, and Windows will open it for you.

‘r This task will be created with administrative privileges.

ﬁh_——-’; OK Cancel Browse...

View

Sort by

Refresh

Undo

B nIDIA Control Panel

v

Copy Cirl+2

L ?| I\ Folder
Display settings #| Shortcut
B pessonaiize 8 Microsoft Word Document

@5 Microsoft PowerPoint Presentation
WinRAR archive
{5 Rich Text Format
Text Document
8% Microsoft Excel Worksheet

B WinRAR ZIP archive

=
=
@
{®)
(@]
¥ ]
o
o
=
D>
-
|
o
o
B
7]
o
S
=
al
=
A
5-:
—




1.1 Khéi dong chworng trinh

» Sau khi khéi dong chuong trinh, ctra )
PowerPoint s& xuét hién nhu anh bén canh.

= Dé tao mot tdp tin mdi bam vao “Blank
Presentation". Hoidc lua chon cidc mau co san

bang cach bam vao mau, sau dé Create.

PowerPoint

Good evening

New

P
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& Save As %

1.2 Lwu chwong trinh b oo Doy s O SO

o Name Date modified Type Size

4 Quick access F—}
@ Microsoft PowerPc E ;
\ I3 Libraries :E
Ctrl + S — Chon “Browse” — Chon thu muc can luu. | mmx ©
B Local Disk (C) @]
N o : 3 (= pata (D)
bat tén tai muc “File name” — chon “Save”. B i e ©) =
= Local Disk () o
) --Fale na‘me:. [Gido trinh Powerpointpptx %j w S
Save as type: PowerPoint Presentation (pptd) 2 o
Authars: mkha Tags: Addatag [ =
|

~ Hide Folders. Tools Cancel

4

Office Theme (*.thmx)

PowerPoint Show (*.ppsx)

PowerPoint Macro-Enabled Show (*.ppsm)

PowerPoint 97-2003 Show (*.pps)

PowerPoint Add-in (*.ppam)

42 Quick acces! PowerPoint 97-2003 Add-in (*.ppa)

PowerPoint XML Presentation (*xml)

@ Microsoft Pdwe MPEG-4 Video (*mp4)

Windows Media Video (*wmv)

B Libraries Animated GIF Format (*.gif)

’ o 5 ve . JPEG File Interchange Format (*jpg)

dang khac o tuy chon “Save As T pe nhu Video BErisrc | |PNG Portable Network Graphics Format ¢ png)
T i = i |TIFF Tag Image File Format {*.1if)

(B Local DiskfC:) o i independ: : AT

pendent Bitmap (*.bmp}

(MPEG — 4 VIDEO hoac 1a Windows Media Vide Wiy O (Wi e et
PDF

@ Save As Upﬂwewuinl 97-2003 Template (*pot)

—_
¢}
=
w
o
o
=

Ngoai ra chiing ta con c6 thé luu File sang nhiéu dinh

i Tai Licu (5 Scalable Vector Graphics Format (*.svg)
Local Disk fi:) | Outline/RTF (*.rtf)

PowerPoint Picture Presentation (*.pptx)
Strict Open XML Presentation (*.pptx)

File nang E_OEE"IDGCUNEN Presentation (“odp)

Save as type: | PowerPoint Presentation (*.pptx) ~

quIN 1YY

Authors: mkha b Tags: Add atag

~ Hide Folders Tools = Cancel




1.3 Céc phim tat co’ ban trong PowerPoint

= Ctrl + N: Tao mot bai thuyét trinh méi.

= Ctrl + O: Mé mot bai thuyét trinh d3 c6 sin.

= Ctrl + W hoic Ctrl + F4: Dong bai thuyét trinh.

= Ctrl + Z: Lui vé thao tac trudc do.

= Ctrl + F: Tim kiém trong bai thuyét trinh.

»  Ctrl + M: Thém mot slide moi.

= Ctrl + miii tén Ién/xuéng: Di chuyén mdt slide 1én hodc xudng trong bai thuyét trinh.

= Ctrl + Shift + miii tén 1én/xudng: Di chuyén mét trang slide 1én dau hodc xudng cudi trong bai.
= F5: Bit dau thuyét trinh cho trang slide dau tién.

= Shift + F5: Bit dau trinh chiéu tir slide hién tai.
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= Page Down: Chuyén dén trang trinh chiéu tiép theo.
= Page Up: Quay tro lai slide trudce do.

= Esc: Két thic qua trinh chiéu slide.




Hoc vién thuc hién lai cac thao tac: Tao File, M& File va Luu File.
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0y B s marketing - PowerPoint o £ Search Khai Minh Q— m| = a X

Home Insert Design Transitions Animations Slide Show Review View Recording Help 12 Share
4 = = * A AT A 3 T \ T o2 Find
A 7 Btevou AalslEes.=2m. 9 ENNOoO- G [ B
paste. UBI £ Reset 49 ALLe G- = 7 2. Replace
ste New ja— B I U S a5 AV & te)\\f\{ }“:{C Arrange 0 )
R Slide v [£] Section ~ o - - = C ; ¥ s~ & 5hi B select »
~ _
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Click to add notes
: 13)
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2.1 Giao dién lam viéc

1. Ctra sd Overview: Hién thi hinh thu nho cia tit ca céc trang slide dang hoat dong.

2. Silde (trang trinh bay): Ctra s6 ndy hién thi trang hién tai cua slide.

3. Notes: Nam & phia dudi ctra s6 trang trinh bay, cho phép ngudi dung tao ghi cha cho trang trinh
bay.

4. Thanh tiéu dé: Nam ¢ trén cing hién thi tén cta bai thuyét trinh.

5. Thanh Ribbon: Nam ¢ bén dudi thanh tiéu dé bao gdm cac thé 1énh gitp ban tao 1 bai thuyét
trinh hoan chinh.
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3.1 Tao Slide m¢&i

=  Dé tao moOt Slide mdi, Badm vao Tab Insert.

chon New Slide (hodc bAm Ctrl + M).

=  Néu mudn thém mot Slide méi véi cac mau
goi ¥ ¢6 san thi bam vao mili tén nho mau

den bén canh nat “New Slide”.

Insert Design  Transiti

= | L (o]
0 £ i 51+

New Table Picires Screenshot Photo
Slide ¥ A v v Album ~
Slides Tables Images

Home Insert Design Transitions Animations Slide Show  Review

E o, & B QR e
s o 0% B B
New Table Pictunf§ Screenshot  Photo Shapes lcons 3D SmarArnt Chart ’J
Slide s~ Album ~ - Models > -
e -
=Sustom.Realon,
= E
nd Cot 1 wo ( tent Comj
O Bias C witk

Management Consulting Toolkit by Slidesgo

tle slide Section heade! Title and body  One column tex
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3.2 Xoa Slide 1 =
* —
4‘5_‘_, GIAD DIEN TRONG _’:]
A" =
D¢ xo0a mot Slide, bam chudt phai vao Slide muon xod. Chon X cut =
5 " 5 ; : & ; 5 @ copy <
Delete Slide. Hoac chon mdt Slide. Sau d6 bam phim Delete L oo & W
T . (D Paste Options: o
&n ban phi = = =
trén ban phim. a e A -
= ‘ 2
Iﬁ, New Slide -—:
i e Duplicate Slide !w
st wnconce - [CF Delete Slide 4 i
= =
- oo Add Section i
o
Layout > )
=)
i MUC LUC 3 Reset Slide e,
- e 63 Format Background... ZS
03 e sssocunces [0 s
L4 Hide Slide g
; =]
* §7 New Comment =
01
T',.(—._——___—ﬁ-—




=
3.3 Di chuyen Slide : :
i, -
4“_' GIAD DIEN TRONG _’:]
A ok A . - & ” y . s 2o L 4 i
bé sap xep lai thu ty trinh chiéu cua cac Slide, c6 thé 1am theo 4 cut E
A ; ; 2 @ copy <
mdt trong cac cach sau: L oo - 72
. LD paste Options: g
= Cach 1: Click giir chugt trai vao Slide muon di chuyén va By A <
kéo td1 vi tri moi. i3 New Slide iy
|
’ A A > N . A . A 3 Duplicate Slide
» (Cach 2: Bam chut phai vao Slide mudn di chuyén. Chon % o
o wnesnces | [C} Delete Slide 4 o
Cut Sau do bam chudt phai vao moét Slide ¢ vi tri méi chon - —— o [ Add Section Z
o
Paste Options. Layout > &
=
i‘l s 3 Reset Slide £
7 01 octrwenon umconsan @ @ = 7::
Format Background... =
03 acrouss asocances @ fab ]
L4 Hide Slide g
5 =
* t1 New Comment =
01
T'ﬁ




3.3 Di chuyén Slide

Trong “Paste Options” co 3 tuy chon:

Use destination theme: tuy chon nay s& 1am cho slide méi di chuyén
s€ mang cac dinh dang cua slide phia trudc nd. (vi du trude khi di
chuyén Slide ctia ¢c6 phong nén mau xanh 14 cdy, khi di chuyén sang
vi tri mo1 ma trudc vi tri d6 1a Slide ¢6 mau héng thi khi dan slide
ctia s& c6 mau héng. Nhung ndi dung sé& van giit nguyén).

Keep Source formatting) : tuy chon nay sé gilt nguyén dinh dang,
Slide khong thay ddi bat ky diéu gi.

Picture: tuy chon ndy s& bién Slide cta thanh 1 tim hinh va s& khong

thé chinh stra nd1 dung dugc nira.

oaa@ Gl

&
Is

—

ll’_‘n

» G @8

Cut

Copy

Paste Options:

New Slide

Duplicate Slide

Delete Slide

Add Section

Layout >
Reset Slide

Format Background...

Hide Slide

New Comment
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BAI TAP

Hoc vién thuc hién tao thém nhiéu slide va
sap xép vi tri ching nhu anh bén.

N B W
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4.1 Chén van ban, Shapes vao Slide

=  DPé chén vin ban vao Slide phai sir dung tdi text box. Chon tab Insert, chon Text Box. Sau d6 nhép
ndi dung va tuy chinh font chir.

= Pé chén hinh v& (hinh vudng, tron, tam gidc, ngdi sao,...): Tai tab Insert chon Shapes.

Home Insert Design Transitions Animations Slide Show Review View Recording Help Shape Format

HE a8 DEQ B sews BDSE 4 (2 ma]

New Table Pictures Screenshot Photo Shapes Icons 3D SmartArt Chart "jMyAdd ins Zoom Link Action Comment Text Header WordArt Date & Slide Object
8 = v

Slide ¥ // b ¥ Album v ¥ . Models~ Y. = Box &Footer v Time Number
Slides ,eﬁl/ \

es Images lllustrations Add-ins Links = omments Text
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4.2 Chén icons va 3D Models vao Slide

» Pé chén icons vao Slide. Chon tab Insert, chon Icons. Sau d6 chon loai icon ma ban muodn.

= DPé chén hinh 3D vao Slide. Tai tab Insert chon 3D Models.

Home || Insert | Design Transitions Animations Slide Show Review View Recording Help

=== o . | e = e

‘ o & DY @ B[] Bews O - o LB
New Table Pictures Screenshot Photo SEamseWA\cons 30 Wt Chart Zoom Comment Text Header WordArt Date & Slide Object
. é’JMyAdd—ms - .
Slide ¥ ¥ » ¥ Albue= 4 Models ~ ¥ Box & Footer ~ Time Number

= =

Slides Tables Images lllustrations Swad-ins Links Comments Text
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4.3 Chén hinh anh vao Slide

Pé chén dnh cé sin.
= Mo tab Insert > O phin Images > Chon Pictures > Chon This Device (Hodc c¢6 1 vai méy sé& hién

thi Pictures) > Chon File chira anh > Chon anh ban muén chén.

Home Insert _Design Transitions  Animg

= i . N |
0 H & g 09
New Table Pictures Screenshot Photo Shapes Icor]
Slide V/ ¥ v Album v v
S”de:m I Insert Picture From

{ - T pe——

FS This Device... i

e vt )
g EQl Stock Images.. \

Fé Online Pictures...
—
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4.3 Chén hinh anh vao Slide

Pé chén anh true tuyén.
= Mo tab Insert > O phén Images > Chon Online Pictures. HOop thoai Insert Pictures hién 1én, ban s€ co 2
lya chon:
» OneDrive: Cho phép ban chén nhitng anh duogc luu trir trén tai khoan OneDrive cua ban, hoac cling
c6 thé lién két PowerPoint véi céc tai khoan truc tuyén khac nhu Facebook hay Flickr.
> Bing Image Search: Mic dinh Microsoft chi hd tro ngudi ding sir dung Bing dé tim kiém va chén
anh pht hop trén Internet vao slide (ké ca Word hoic Excel).
= Nhin vao nat Bing Image Search > Nhap tir khoa lién quan dén hinh ban mudn tim kiém, sau d6 Nhan

chon anh ban muon.
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4.3 Thay doi Font chir v&i Replace Fonts

Home Insert Design Transitions Animations Slide Show Review View Recording Help Shape Format =]
i ~
=n X N = B v o B i | tion v 5 1 & Shape TR Find A
LD \ E B Layout Times New Roman (Body) » 14~ A" A -Ao —visY = [E~ A0 T Do \‘\DOD ‘DE‘I ﬁ i .\,‘\._ \ {3 =
Pia 2 \. o 3 Reset = 5 i [ Atign Text ~ AlLL2dG~ i | Gk Z shape Outline = (& Replace ~
— 1] : % v v v === = v I
v <¥ rormat Painter , Slide ~ Section ~ BII U S & Al o= = = T I3 Convert to SmartArt » A=A { } PA ~  Styles~ & Shape Effects ~ Gt Replace..

4

5 3 [ W /
Clipboard M~ ) Slides Font 5 Paragraph Fl Drawing ._-i\A Replace Fants...

Céch d& nhat dé thay d6i phong chit cho toan bo slide PowerPoint cua ban d6 14 st dung tinh niing Replace
Fonts trong PowerPoint. Thao tic nay s& tim kiém va thay thé tit ca cac font chir dugc st dung trong slide cua

ban. Dé thuc hién:

= Chon Tab Home trén thanh Ribbon > nhdp vao miii tén bén _

canh nut Replace > trong menu tha xuéng ban chon tinh ning ,
: Relace. Replace
Replace Fonts. Trong cura s6 “Replace Fonts”, ban hay chon - ==
With: =
font chit ma ban muon thay thé trong phan With > sau d6 nhap TMC-Ong Do o,

vao Replace dé xac nhan vi¢c doi Font.
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BAI TAP

Hay thuc hién tao 2 slide nhu anh bén.

NHA TRANG

Nha Trang la thanh phé du lich ndi tiéng
tai Viét Nam véi b& bién irai dai, nugc
bién trong xanh va nhiing dia diém du
lich hép dan nhu: Vinpearl Land, Thap Ba
Ponagar, Hon Chéng.

DA NANG

Da Néng la mét trong nhiing thanh phé
dang séng nhét Viét Nam véi nhiing bai
bién dep, dia diém du lich ndi tiéng nhu:
Chu Réng, Ba Na Hills, Ngo Hanh Son,

va &m thure phong ph dac trung.




BAI TAP

Hay thuc hi¢én tao slide nhu dnh bén dudi.

KHAT VONG
VIET NAM

THIEN NHIEN

VIET NAM &




05

THEM HIEU UNG SLIDE




5.1 Thém hiéu (rng cho van ban, hinh anh, hinh dang

=  Chon dbi tuong can tao hiéu ung, nhép vao tab Animations. Sau d6 hay chon

hiéu rng ma ban mudén tir danh sach.

» Né&u ban muén xem hiéu irng nao dugc ap dung cho mot doi tuong, hay nhap vao Animation Pane ~ X
b Play All
1 D Y% Google Shap...[]

2 D #* Google Shap..‘[:‘
3 D if? Google Shap...[]

Animation Pane. Ban ciing co thé sip xép lai cac hiéu tmg sao cho phu hop.

Home Insert Design Transitions | Animations Sl‘i’ie Show Review View Recording Help Shape Format \
e # - \‘-‘—\—.,E‘ﬂ Anlma“on pane
5 A Mg < b - ‘i,k'
= XK :7 Y::( 1 { = it( N —~ vl +
Preview None Appear Fade Fly In Float In Split Wipe Shape Wheel Random Bars | Add
- Animation ¥
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Preview Animation Advanced Animation




5.1 Thém hiéu (rng cho van ban, hinh anh, hinh dang

Dé thiét 1ap thoi gian hidu tng hién thi cho hinh anh, dau tién ban chon vao hinh anh di chén hiéu tmg >

sau do vao Tab Animations > r6i nhan vao miii tén x6 xudng ¢ muc Start d€ thiét lap.

Design  Transitions Animations Slide Show Review View Recording Help Shape Format

§/\ / - :/\7 % A \ k- T\ i'\-. t}= Animation Pane [> start: |On Click I
I ity b . ¢ o ) - ¢ 1 ¢ = o

F X 4 i x y42 Trigger ¥ Durau
. v ng On Clic
Appear Fade Fly In Float In Split Wipe Shape Wheel Random Bars < Effect Add
Options ¥ Animation ~ ﬁr Animation Painy @ Delay: With Previous
Animation N Advanced Animation After Previous

Tai day s€ co 3 tuy chon cho viéc thiét 1ap thoi gian hién thi cho hiéu ung.

=  On Click: Vi lya chon nay thi hinh anh sé hién thi ngay khi chiing ta kich chuét (va no la Iya chon
mac dinh).
= With Previous: Lya chon nay s& hién thi hinh anh cing luc v&i ddi tuong lién két trude do

= After Previous: Hinh anh dong hién thi sau khi hinh anh dong cudi cung két thuc.
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5.1 Thém hiéu (rng cho van ban, hinh anh, hinh dang

Ngoai ra cac ban cling co thé chinh thoi gian xuét hién hiéu ung nhanh hon hoac cham hon cho hinh anh.

> Start: |On Click v ) L B 5
= = Duration: Thoi gian hi¢u ung xuat hién (giay)
@ Duration: 01,00
- = Delay: Thoi gian 13p lai hi€u un
(@ Delay: 0125 y Sl S Tl 08
Taning Animation Pane ~ X
P Play From -
- Néu khéng dflng hléu ﬁ'ng ma ban da th].ét 1) ¥% Google Shap..[]
B N = ’ P s 2(0 & Google Shap.. [
lap nira thi cac ban c6 thé x6a di bang 3() $¥ Google Shap...[l B
HTL Start On Click

cach: Chon tab Animations > chon

Start With Previous
T\ A 0
(L) Start After Previous

Animation Pane > nhan chuft phai vao
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Effect Options...
hi¢u irng ma ban muon x6a > Remove. Timing..
Hide Advanced Timeline

Remove

=




5.2 Thém hiéu rng chuyén déi Slide

»  Chon slide ma ban mudn ap dung hiéu tng chuyén tiép. Nhip vio tab Transitions. Sau khi ban chon
bét ky hiéu tng chuyén d6i nio tir danh séch, ban s& thy ban xem trudc ctia hidu tmg két qua.
= Néu ban mudn diéu chinh huéng cia hiéu img, hiy bam vao miii tén bén canh Effect Options.

= D¢ x6a hiéu ung chuyén tiép, trén tab Transitions, hay nhap vao None.

ﬁ Home Insert Design | Transitions ‘Amm:j;ﬁ' S 2DB=:i~n View Recording  Help . ;
@ D @ I [ || @ ] @\\_ Ij <) Sound: [No Sound] /43%5-
Reveal

. i (© Duration: 0200 - # |~ OnMouse Click
Preview None Morph Fade Push Wipe Split Cut Random Bars Shape Uncover Cover - [Effect = -
Options~ & Apply To All After: 00:00,00 ~

Transition to This Slide = i

< | Objects
O DUNG CHiNH

Preview Timing
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BAI TAP

Hay thuc hién thiét ké lai céc slide nhw anh dudi va thiét ké hiéu tmg chuyéen
dong cho phan ndi dung, hinh anh va hi¢u img chuyén doi gitra cac slide.

THE STORY OF

SPIDER MAN N MA WONDER'WOMAN
Spider Man 14 mét trong nhimg siéu anh Tron Man | mét trong nhiing siéu anh hing dwge ~ Wonder Woman 1& mét trong nhimg nit siéu anh

himg nbi tiéng uhil trong vii tru Marvel yéu thich nhit trong vl tru Marvel. Vi bd gidp  hing duge yéu thich nhit trong vii tru DC Comics.

Véi khi niing bit lusi v leo tréo nhur nhén cong nghé cao va tri té thién tai cia minh, fron Vi sirc manh phi thwémg va khi ning chién diu
cing trai tim nhén &, Spider Man da tré Man da tré thanh biéu twong cita su kién cuimg hom ngiii, cing vai tinh yéu va long trung thanh
thanh bién trgng ciia s bio vé cong Iy va vi sdng tao trong cude chién chong lai tg1 pham von eong Iy, Wonder Woman d tré thinh biéu tugng

an toan cho thanh phé New York. va nhimg méi de doa de doa thé gisi cua sy diing cam va sirc manh cita phai ni




BAI TAP

Hay thuc hién tao lai cac slide nhu anh duoi va thiét ké hiéu rng chuyén
dong cho phan ndi dung, hinh anh va hi¢u Gng chuyén doi gitra céc slide.

VE DEP TP.HO CHi MINH
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6.1 Slide Master la gi?

» Slide Master trong PowerPoint la tinh nang giip cac ban dinh dang chung cho toan bg cac slide nhu:
theme (giao di€n), layout (bé cuc) va dinh dang font chit, size chit, mau chir, tao hi¢u trng chuyén dong,
kich thudc va vi tri hinh anh, biéu do, video,...

= Slide Master s€ gitp cac ban tiét kiém thoi gian dé dinh dang tung slide, cac ban chi cin dinh dang
Slide Master thi khi cac ban thém slide mdi trong bai thuyét trinh slide d6 s& c6 sin giao dién, bd cuc,
dinh dang,... ma ban da dinh dang trong kiéu slide d6 & Slide Master. Trong Slide Master chi thiét lap
dinh dang, cac ban khong nhap nd1 dung tai day.
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6.2 Cach tao Slide Master

Home Insert Design Transitions Animations Slide Show Revie\.\g View IR*“&_&L_

Ruler q (I:l’

Notes

Gridlines

Normal Outline Slide Notes Ba ¥~ Slide Handout Notes
View M Master Master Master Guides
Presentation Views Master Views Show

. Color
: |
Zoom Fitto E Rrpecale
Window  [gu Black and White
[ Zoom Color/Grayscale

+|j E Arrange All

% Cascade

New
Window E}.‘ Move Split

Window

| |

]

Switch
Windows ¥

Macros

Macros

Chon Tab View > Chon tiép Slide Master

> Click vao slide diu tién dé tién hanh

dinh dang cho slide > dinh dang cho slide

e
e

(chén cic ndi dung ma minh mudén nhu
chén hinh anh, khung hinh, chinh dinh
dang font chit, chén hinh anh, logo,...) >

nhan vao Close master khi hoan tat viéc.

Click to add title

e Click to add text
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6.3 Cach lwu dinh dang Slide Master

Dé str dung Slide Master d3 tao cho nhiing 1an lam slide sau niy, nguoi dung nén luu Slide Master lai. Dé
thue hién, hay lam theo cac bude bén dudi:
= Nhan vao tab Design rdi nhin xuéng muc Themes nhan vao biéu twong tam giac xudng dé mo rong

tuy chon.

Home Insert Design _cransitions Animations Slide Show Review View Recording Help
-—

' Aa ‘Aa Aa ’ Aa M 2= ‘.Aa =
man-an || esness | | cnmees || e R [e—— - -

Themes /

= Nhin vao Save Current Theme dé luu lai

w.'s.: \a \a .Ad m Lﬁi“ I

dinh dang hién tai. Sau khi hién thi hop thoai
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Iru theme, hiy dit tén cho theme nay va nhin

Save.




6.3 Cach lwu dinh dang Slide Master

osoft » Templates > Document Themes

Theo mic dinh theme sé duoc luu tai thue muc
C:\Users\User\AppData\Roaming\Microsoft\Templates\
Document Themes. Nhung ban co thé chon sang thu muc

khac dé L.

A Hide Folders

Document Themes

Pé sir dung theme di luu, nhan vao Design roi nhin vao

biéu twgng tam gidc x0 xudng va chon Browse for

YUIN TRYY (UBOS UQlg — 13IA OBS 9O ul]

Theme,... Tim té1 thu muc luu triy theme rdi nhan vao

theme muon st dung.

File name: | Theme1




Hay thyc hién dinh dang font Arial kich c¢& chir S0px, in
dam, mau chir mau dé d6i voi tidu dé. Dbi voi phan noi
dung hay str dung font Time New Roman, cd chir 28px,
chir mau den. Ngoai ra ban hdy thiét ké sing tao mau

slide master, sao cho trong sinh dong, mau sac hon.

Click to edit Master title style

o edit Master text styles
ond level
Third level
v Fourth level
+ Fifth level
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LUU Y VE THIET KE
SLIDE POWERPOINT




7.1 Font chir va mau sac

Piéu dau tién va quan trong nhat vé viéc sir dung font chir trong bai thuyét trinh 1a dam bao sy tuong
phan 13 nét gitta mau font chir trén slide va mau nén slide dé gitip ngudi xem rd nét hon.

Han ché c6 qua nhiéu mau sic trong slide, s& khién slide ban rat chdi mit va gay khé chiu ngudi xem.
Chon font chir pht hop véi bai thuyét trinh. Néu bai thuyét trinh nhdm dén tré nho, ban nén sir dung
font chir trong vui nhon, bat mat. Néu bai thuyét trinh can su trang trong, ban nén chon font chir don
gian.

Tranh céc kiéu font chit nhu chir viét tay vi nhitng loai font chir nay rat kho doc. Trong phong tbi va dic
biét khi ngdi & cudi phong, khan gia hau nhur khong thé doc dugce chit.

Khong str dung font chit nho hon 18pt, tot nhat dé 24pt lam font chir tdi thiéu. Font chit ¢6 kich thudc
16n hon khong chi 1ap diy slide, dé it khoang tréng ma con han ché chir trén do. Qua nhiéu chir trén

slide cho thay ban 14 ngudi méi lam bai thuyét trinh.

Luu ¥: Khong phai kich thudc font chir nao ciing gidng nhau. Font chir 24pt 1a vira voi Arial nhung nho

vO1 Times New Roman.
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Tin Hoc Sao Viét

Mau siac chir va nén ré nét,
tuong phan nhau > nguoi doc
dé dang nam bat thong tin trén

slide.

~»
‘iEEai;

NOI DUNG
BAI HOC

Mau sac chitr va nén tuong
dong nhau > kho c6 thé nhin va

doc thong tin.

- “ - NOI NO1
% 03321 $,0uNc2 'y, OUNG3 /g Tiisarl

¥
& )
[ 1\ . /-

NOI DUNG BAI HOC

NOIDUNG1
NOI DUNG 2
NOIDUNG 3

{ NOIDUNG 4



7.2 Anh minh hoa phu hop, kich ¢& hinh anh tot

= Sir dung hinh anh lién quan dén chu
dé bai trinh chiéu.

» Nén chon nhirng hinh anh minh hoa
lién quan dén nodi dung muén truyén
tai va sap xép bd cuc cho ching mot
cach hop ly, khong qua lam dung.
DPong thoi cha y dén kich ¢ anh,
khong phéng qua to dén d6 anh mo,

vO nét hodc kéo gian bi méo buc anh.

¥ VIET NAM

ME

O QUAN

G TRI

in ngdp trin bio chi

MARKETING CUA GRAB
TAIVIET NAM
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TACH NEN VAT THE
TRONG POWERPOINT
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10.1 Xoa nén anh

»  Budce 1: Chen anh vao PowerPoint: Chon Insert > Chon Pictures. Chon anh phu hop > Nhan Insert.

[
)
@]
W e M %
Home Insert esign  Transitions  Animations  Slide Show  Review View Recording Help =)
— )
> 3 (= | T = B
HE M & Be @ B = 5 riok e
New Table Photo SmartArt Chart Zoom Comment Header Date & Slide Object =i
Slide ~ ¥ Album ~ ¥ & Foater Time Number «(D>
Slidies Tables \_-mages llustrations Add-ins Links Comments Text Symbols —
1 [ @ |
Insert Picture X
L2 o
T <« 1.Nhom cong .. > Nhom céng cu viing chon cd ban v D Search Nhom cong cy ving £ e
>
Organize ~ New faider =- m @ o
~
Quick access " &
—i g o
W Desktop # Ty 1 c -
Downloads + - curious S
& Documents * .
bai t3p (1)Jpg bai tap (3)ipg bai tap 4)jpg bai tap (5)jpg
. Pictures W
p—
=]
@ Microsoft PowerPoint ~ 9 » -
N NTLF‘\\ ‘ ok ¢
I This PC ! “'@
B8 Network — . - = - i - Z
bai tap (6)jpg bai tap (7).jpg bai tép (8)jpg bai tap (9).jpg bai tap (10)jpg
(S
- 3 =
Ly - ! B“
File name: |ban tap (8)jpa ~| | All Pictures (. emf;*wmf:*jpg;*j
@ = e Insert Jv Cancel




10.1 Xoa nén anh

» Budc 2: Tai tab Format, chon Remove Background.

H9-O® -
Home Insert Design

Bd & E3

Remove  Corrections Color Artistic
Background v ~  Effects~

Adjust

Presentation - PowerPoint

Transitions ~ Animations  Slide Show  Review

F  H compress Pictures

kg -

- G Change Picture ¥

Transparency il
- 3] Reset Picture

s
| | S

View

==
==

Recording  Help

P
—

| g
=

Picture Styles

Picture Format

Z picture Border ~
~—
= @ ~ | & Picture Effects ¥

“ | & Picture Layout »

Alt
Text

15 Accessibility

Cn Selection Pane

Arran
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10.1 Xoa nén anh

Budc 3:

Chon Mark Areas to Remove > Chon cac ving mudn bo trong anh.

vV VY

Chon Mark Areas to Keep > Chon vio cac ving mudn gifr lai.

Budc 4: Budc 4: Nhan Keep Changes dé luu thay doi.

Y. HE 3 Presentation] - Powerfoint

Background Removal  Slide Show  View Picture Format
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BAI TAP

Hay thuc hién xo4 nén cac anh cho sin trong Folder bai tap.



