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BAI 01. KHOI PONG VOI POWERPOINT 2016
1. Mo Chuong Trinh Mdi

<+ C1. Windows + R = Powerpnt = Presentation hodc chon 1 mau c6 san
< C2. Windows + S = PowerPoint = Presentation hoic chon 1 mau co san
< C3. Tai ctra so dang mé = Ctrl + N

2. Mé Chuong Trinh Trong Lich St Pa Mé Truéc D6 (xem thém Slide s6 3)

< C1. Tai ctra s0 PowerPoint dang mé = Ctrl + O = Recent = Nhin sang cira so bér
phai, la danh sach cac chuong trinh da mé

% C2. Mé chuong trinh mé1 = Recent = Nhin danh sach phia dudi

3. Luu Chuong Trinh
% Ctrl + S = Chon “Browse” = Chon thu muc can luu~> Dit tén tai muc “File name
- chon “Save”
4. Dong Chuong Trinh
» C1. Nhan vao nut Close trén goc phai trén clung cua cira s6 chuong trinh
% C2. Tai ctra sO chuong trinh, nhan Alt + F4
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5. Chon Mau Cé San (Template c6 san)

D¢ chon mau san co6 trong PowerPoint, tai ctra s Open, chon “Work offline” (néu €6)—=> S
c6 mot loat mau hién lén—> Chon vao mau—> Chon Create

Blank Presentation

Sorry, we had some trouble conne;

Try again

Work offline

Blank Presentation

Banded

X

Di chuyen dé chon mau
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Powerpo Search for online templates and theme

I Recent H

Danh sach cac File da mo

Older

GIAO TRINH MAY TINH'CO BAN.pptx
H: » GIAO TRINH PAO TAO » MAY TINH CO BAN

(‘ac mau co san
(Template)

Blank Pr

GIAO TRINH WORD CCO BAN.pptx

H: » GIAO TRINH DAO TAO » WORD CU BAN Blank Presentation

GIAO TRINH EX.pptx
H: » GIAO TRINH PAO TAO » EXCEL CO BAN

Sorry, we had some trouble connectiy

Giao trinh k& toan.pptx
H: » DATA MAY CHU » GIAO TRINH » GIAO TRINH K... ‘ Try again

Gio trinh Tin hoc - K& toan.ppix [ GG et ] l Work offline |

H: » DATA MAY CHU » GIAO TRINH » GIAC

Bai tap PowerPoint.pptx
H:

GIAO TRINH EX.pptx
H: » GIAO TRINH PAO TAO » EXCEL NANG CAO

New Microsoft PowerPoint Presentation.p... Co the xuat luén trén
H: » DATA MAY CHU » GIAO TRINH » GIAO TRINH C... Windows 7

GIAO TRINH EX - Copy.pptx
H: » GIAO TRINH DAO TAO » EXCEL NANG CAOQ
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7

.:{)pg_l;l Other Presentations

Banded

AA

Celestial

A

Atlas Badge

Basis Berlin

Circuit Crop
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BAI 02. CAC THAO TAC CO BAN TREN SLIDE

1. Sao Chép Slide
Chon Slide muon sao chép = Ctrl + C = Ctrl +V

2. Nhan Ban Slide
Chudt phai vao Slide muon nhan ban = Duplicate Slide
3. Di Chuyén Slide
< C1. Nhan giir chudt trai vao Slide can di chuyén = kéo dén vi tri can va tha
% C2. Chuot phai vao Slide muon di chuyén = Cut = Dan vao vi tri can di chuyén té
4. Tao Mdi Slide
Chon Slide = Nhan phim Ctrl + M hoic Chuot phai vao Slide = New Slide
5. Xoa Slide
Chon Slide - Nhan phim Delete hoiac Chuot phai vao Slide = Delete
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BAI 03. GIAO DIEN SLIDE

AutoSave BO-HFT - KHOI PONG CUNG POWERPOINT - Saving... ~ W ” _ Hién Xuan a,.. -
- enu
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BAI 03. CAC BUGC TAO 1 SLIDE CHUAN

*»*Loai font chir: Arial

C3& chir: 24 cho phan noi dung, 30 cho tiéu dé

<+ Kiéu chir: Cac muc 16n nén nén chon kiéu hoa chir dau cua 1 tir
2. Chon Mau Nén (Background)

Mau nén nén sang, va cé d6 tuong phan hop 1y véi mau chir
3. Chon Kiéu Slide

Kiéu Slide nén don gidn, mo1 van dé nén ¢dé mot kiéu Slide chung.

4. B6 Cuc Trinh Bay
Tiéu dé nén c6 mau khac bi€t, nd1 dung nén chia theo tung phan, ting doan. Noi dung
trinh bay cang ngan gon cang tot.

5. Cheén Nhiéu Hinh Va Video
Slide chuan nén it chit, tap trung nhiéu hinh anh hodc Video
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BAI 04. THIET KE VA TAO HIEU UNG CHO SLIDE

1. Thiét Ké Trang (Design)
< Thé Design=> Chuot phai vao kiéu c6 san trong nhom “Themes” = Chon muc sau:
= Apply to All Slide: Ap dung cho tat ca Slide
= Apply to Selected Slide: Ap dung cho Slide dang chon

= Apply to Matching Slide: Ap dung tir Slide dang chon dén Slide cudi clng

file Home Insert YDesign | Transitions ~Animations ~ Slide Show  Review  View  Help A Share P Co

P - 0B 4

e * - Slide  Fomat | Design
g Themes B / Customize Designer
A P — Chon mau, hiéw img cho Slide méi 4p ding W

Sz Background | Ideas
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BAI 04. THIET KE VA TAO HIEU UNG CHO SLIDE

2. Hiéu Ung Chuyén Tiép Trang (Transitions)
**Nhom Transition to This Slide:

Thé Transitions=> Chon céc kiéu c6 san trong nhom “Transition to This Slide”

“*Nhom Timing

O Sound: Am thanh xuat hién khi trang xuat hién
O Duration: Thoi gian chay hiéu tmg (tir khi xuat hién dén khi két thac 13 nhiéu giy
[ On Mouse Click: Chuyén trang khi bam phim cach hoic bam chudt trai
O After: Thoi gian tu ddng chuyén trang

Aot BO-)E < KHO DONG CUNG POWERPOINT - Saved + HighXun ) @

Animations  Slide Show  Review View Help & Share

7@@@@1

None Morph Fade Push Wipe Split Reveal Random Bars Shape Uncover Cover 5

Fle  Home Insert Design

) Sound: [No Sound]  ~ Advance Slide
@ Duration: 0200 | On Mouse Cli
2 Apply To Al

After:  00:00.(

Preview

Transition to This Slide
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BAI 04. THIET KE VA TAO HIEU UNG CHO SLIDE

2. Hiéu Ung Chuyén Déng Noi Dung (Animations)
*Nhom Animation:
Thé Transitions=> Chon céc kiéu c6 san trong nhom “Transition to This Slide”
‘*Nhom Advanced Animation:
O Animation Pane: Hién thi ctra sO cac hiéu ung
U Add Animation: Thém hiéu trng cho mot doi tuong
U Animation Painter: Sao chép nhanh mot hi€u trng
“*Nhom Timing:
= Start: Cach di chuyén sang hiéu g khac
* On Click: Di chuyén khi bam chudt trai
* With Previous: No1 dung va Slide xuat hién cung mot lan
* After Previous: Noi dung xuat hién sau khi trang xuat hién
* Duration: D6 dai cua mét hi€u trng
* Delay: Thoi gian chuyén sang hiéu rng tiép theo
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BAI 04. THIET KE VA TAO HIEU UNG CHO SLIDE

nicsoe @ B9+ 1) B 5 HODONGOINGRONERRONT - Savng..

fle  Home Insert Design Transitions Slide Show  Review  View  Help
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Preview None Appear Fade FlyIn Float In Split Wipe Shape Wheel  Random Bars () Efect
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Preview Animation

> Start: On Click
@ Duration: 01.00
(®Delay: 0000

i\—-Il— {1 Animation Pane
Add

§ Trigger v

Animation ¥

Advanced Animation




