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1. Giéi thiéu vé Microsoft Powerpoint 2013

Microsoft Powerpoint 1a mot Gmg dung trong bd Microsoft Office hd trg dic luc cho
viéc trinh chiéu, trinh dién. Véi kha nang tao tap tin trinh dién nhanh chong, chuyén
nghiép. Hién nay Microsoft Poweroint 1a Iwa chon hang dau thé gidi khi thuc hién trinh
chiéu. Trong gido trinh nay s& gidi cho ban nhimng chirc ning va cac thao tac co ban dé
tao mot trinh chiéu.

2. Cai tién méi ctia Microsoft 2013

Giao dién hoan toan méi so véi phién ban trude d6, Powerpoint 2013 bd sung nhiéu
cdng cu gitip ban tao bai thuyét trinh an tugng hon, hd tro nhiéu chi dé va céc bién thé,
cho phép chen van ban, hinh anh va video tir nhi€u nguén khac nhau.

Trong Powerpoint 2013 hd tro thém nhiéu chii d& ¢ nhiéu linh vuc khac nhau nhu :
Bussiness (kinh doanh), Education (gido duc), Calendar (lich)...va cac chu dé nay sé&
duoc thay doi goi ¥ tuy theo mdc thoi gian (néu mdy tinh ctia ban c6 Internet).

Giao trinh Microsoft Powerpoint 2013
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CHUONG I. GIOI THIEU CO BAN VE POWERPOINT VA SLIDE

1. Cach khéi dong chwong trinh:
C6 nhiéu cach dé khoi dong chwong trinh Powerpoint 2013, tuy vao muc dich st
dung va s¢ thich ban c6 thé sur dung mot trong céach cach sau:

Cich 1: Nhép dup vao biéu twong Microsoft Powerpoint ngoai Desktop.

Cach 2: Vao Start / Program files / Microsoft Office / Powerpoint 2013.

Cich 3: Vao hop thoai Run (bam phim Windows + R), nhap “powerpnt” (khong
c6 dau ngoic kép). Bam Enter.

Ciach 4: D6i v6i Windows 8 va man hinh Metro, go “Powerpoint 2013” dé tim
kiém.

Sau khi khoi dong vao chuong trinh, cua so6 New trong Powerpoint xuat hi¢n:

Microsoft PowerPoint Preview ?

Hau Dinh

New

Search online templates and themes jo

Suggested searches: Business  Calendars  Charts and Diagrams  Education  Medical Nature Photo Albums

Take a GE:
tour

Blank Presentation Welcome to PowerPoint Dark

\VI \Y/ \Y/ NYZANVZANYZ \w*
* \1\1

i #‘ XK

Account ‘ Organic IR I \ AN/ ANYZ, \ I \ 7%\

- * ZANYZAN \‘/*\1\

28 IS A\‘A\ ZANYZAN IA\*
INTEGRAL

Options

Organic Integral

\ Retrospect

Facet Slice Retrospect
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De tao mdt tap tin moi ban bam vao “Blank Presentation". Hoac lva chon cac mau c6
san bang cach bam vao mau, sau d6 Create.

Facet

Variants in this theme:

Title Layout

@ More Images @

Create

2. Tao mgt Slide méi:
Ban bam vao Tab INSERT / chon New Slide (hodc bim Ctrl + M)

@HEH S O B =

=

FILE HOME INSERT DESIGN TRANSITIONS

B3 el @OT

New  Table Pictures Online Screenshot Photo  Shapes Smar

Slide ~ v Pictures v Album ~ v
7$Ii_§iesr ATaples : Images Tllustrz
New Slide (Ctrl+M)

Add a slide to your presentation.

@ Tell me more

||

Giao trinh Microsoft Powerpoint 2013
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Neéu ban mudn thém mdt Slide mad1 véi cac mau goi ¥ c6 san thi bam vao miii tén
nhé mau den cua nut “New Slide”. Trong nay s€ c6 danh sach cac mau goi y da

FILE HOME INSERT DESIGN TRANSITIONS

Sl E i bg wl B O

New  Table Pictures Online Screenshot Photo  Shapes S
Slide » v Pictures M Album ~ v

Facet Il

Title Slide “Title and Content Section Header

Two Content Comparison Title Only

Blank Content with Picture with
Caption Caption

duoc sap x€p san cho ban.

M5t trinh chiéu c6 thé ¢6 1 hodc nhiéu Slide, va cac Slide nay s€ duoc chiéu 1an
luot theo thir ty tir trén xudng dudi cho t6i hét. Trong mdi Slide s& c6 ndi dung va
hinh anh kém theo tuy vio cach trinh bay ctia mdi ngudi. Trinh bay cang ngan
gon, 1 rang s& gitip cho ngudi xem d& hiéu va tiép thu ndi dung t6t nhit. Khong
nén cho qua nhiéu hinh anh va nodi dung vao mét Slide nham tranh gy roi mét va
nham chan cho nguoi xem.

Tai mdi thoi dién trinh chiéu chi hién thi duoc mot Slide, sau d6 mai chuyén tiép
qua Slide tiép theo (néu co).

Giao trinh Microsoft Powerpoint 2013
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ig H ©- O @ - Presentation3 - Microsoft PowerPoint Preview RIBON MENU 2 = _ A X

HOME = INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEWJ’ VIEW Hau Dinh ~

36 A 2

oy ¥ E"

¥ =
= :; y rr&»" . y E‘l. )
pte © New = 5 1y €2 THANH CONG CU. =Dhapes avange quick = Ediing

- ¥ Slider T~ == + Styles~ =
Clipboard = Slides Font Paragraph Drawing

1 ’ ’ MAN HiNH LAM VIEC CUA 1 SLIDE

5 Click to add title ¢

» Click to add text

=~ | =~ |If @ DD y 2 *

DANH 40 leg L
SACH
SLIDE

“«» 4

Click to add notes

-

SUDE20F2 [ ENGLISH (UNITED STATES) = NOTES Wl COMMENTS E Ess

Man hinh lam viéc chinh ctia Powerpoint.

3. Trinh dién Slide

Bim vdo nat “Slide show™ d€ trinh dién ¥

=nNoTes Bcomments  [E g3

Giao trinh Microsoft Powerpoint 2013
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Hoic bdm vao Tab SLIDE SHOW / bdm vao nat “Form Beginning”

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW
'F;"I '@' 'E'@ E D Ca ’/:9 V! Play Narrations
& .Eg .Ig @ V! Use Timings
From From Present CustomSlide  SetUp  Hide Rehearse Record Slide ;
Beginning|Current Slide Online~  Show~ Slide Show Slide  Timings Show~ /! Show Media Controls
Start Slide Show Set Up
Dé chuyén tiép gitra cac Slide ban Click chudt hoac bam phim mii tén qua phai
hodc qua tréi trén ban phim.
Muén thoat khoi man hinh trinh dién bam Phim “Esc” trén ban phim dé tro vé
man hinh lam viéc.
4. Cach luwu tap tin lIén dia (Save):

Dé luu tap tin lai, ban baAm vao Menu FILE / chon Save as / sau d6 chon Computer
/ Bam nut Browse/ chon noi can luu trir / nhap tén va bam Save.

Save As

Places E;l Computer
& Dinh Hau's SkyDrive Recent Folders
Documents
(& V6 Thanh Luan’s SkyDrive C: » Users » Hau » Documer
Desktop

E_L Computer

+ Add a place

Browse

Trong Office 2013, ¢ tich hop thém luu trir trén “dam may”, ban c6 thé tham
khao thém tai day: Luu trit trén dam may.

Giao trinh Microsoft Powerpoint 2013
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5. Cach mo tap tin (Open):
Khi d4 luu trit tap tin thanh céng, dé mo tap tin 1én co cach cach sau:
Cach 1 : M6 chuong trinh Powerpoint 1én / sau d6 vao menu FILE / chon Open /
sau do chon Computer / Bam nat Browse / chon noi chita trinh dién / bAm Open.
(Hoiic bim Ctrl + O)

Open

Places E;] Computer

@ Recent Presentations Current Folder

Desktop
#@ Dinh Hau's SkyDrive

Recent Folders
#@ V06 Thanh Luan's SkyDrive

Desktop
- Documents
E'g Computer C: » Users » Hau » Documents
+ Add a place
Browse

Account

Cach 2: Mo My Computer noi chira trinh dién ma ban dé luu / bAm dap chudt
vao tap tin do.

© v 1 L » Computer » DATA(D:) » PP2013

I Desktop A
4 Downloads

% Gido an powerpoint 2013

5] Recent places

& SkyDrive 'IN HOC SOC

Giao trinh Microsoft Powerpoint 2013
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CHUONG II. XAY DUNG MOT SLIDE

Trong mot trinh chiéu, cac Slide s& duogc chiéu theo thi tw tir trén xuéng dudi cho dén
hét. Trong mdi Slide co thé chira cac thanh phan sau: hinh anh, vin ban (text), video, 4m
thanh...
Va dic biét co thé tao cac hiéu ung nhu bay luon, chdp tat, luon song... dé gitp cho céc
thanh phan trong Slide dep hon va d& gay cha y hon.
1. Quan ly cac Slide
a. Thém mot Slide méi:
Pé thém 1 Slide mdi, ban tham khao & phan trén I ctia chuong 1.
b. Xoa mgt Slide:

Pé x04a mot Slide, ban bam chudt phai vao Slide muén xo04 / chon Delete
Slide

- -~ ] 0 4
'l (‘: 1A 7
| -3 ! 4 ﬁE‘L;

Paste Options:

)
P m
”
(e}
o

s

D e e

3 pr— » Click to add te

[

Duplicate Slide

[

Delete Slide

ol X

Add Section

i
gl

Publish Slides

Layout »

Reset Slide

@ 0 A

Format Background...

4 Hide Side TIN HOC SOC|

5 -— | = ;
Hodac chon mot Slide / sau d6 bam phim Delete trén ban phim.

Giao trinh Microsoft Powerpoint 2013
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c. Di chuyén Slide:

bé sép xép lai tht tu trinh chiéu cua cac Slide, ban c6 thé 1am theo mot

trong cac cach sau:

Cach 1 : Click giir chudt trai vao Slide muén di chuyén va kéo t6i vi tri

mol.

Slide 1

=

> Click to add tex

[TIN HOC SOC

Cach 2 : Bim chudt phai vao Slide muén di chuyén / chon Cut

2
‘\ Slide 2
Cut
| E® Copy
h &['_k, Paste Options:
3 O » Click to add text
=] New Slide
3 Duplicate Slide IN HOC SOC
= Nelete Slide ‘

Sau d6 bAm chuét phai vao mot Slide ¢ vi tri mdi chon Paste Options:

(Vi du: ban muén di chuyén Slide 1 xudng vi tri Slide sé 5, thi ban cdt (Cut)
Slide 1 sau d6 bam chudt phdi vao Slide 4 chon Paste Options. Vi khi déan
Slide 1 sé tw chén vao phia sau Slide 4 2 Slide 5)

Giao trinh Microsoft Powerpoint 2013
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'_l > Click to add text

@y Paste Options:

=] N::\,vsude IN HOC SOC

Trong “Paste Options” ¢6 3 tuy chon:

w

:X) Cut
E® Copy

4

- Tuy chon dau tién (use destination theme): tuy chon ndy s& lam cho slide méi di
chuyén s& mang cac dinh dang cua slide phia trudc nod. (vi du truée khi di chuyén
Slide ciia ban c6 phéng nén mau xanh ld cdy, khi di chuyén sang vi tri méi ma
trieée vi tri @6 la Slide ¢6 mau hong thi khi dan slide ciia ban sé c6 mau hong.
Nhung ndi dung sé van giir nguyén).

- Tuy chon thr 2 (Keep Source formatting) : tuy chon nay s€ gilt nguyén dinh dang
Slide ctia ban khong thay d6i bat ky diéu gi.

- Tuy chon thtr 3 (Picture): tuy chon ndy s& bién Slide ctia ban thanh 1 tim hinh va
s& khong thé chinh stra ndi dung duoc nira.

2. Dwa ngi dung vao Slide:
a. Cheén van ban, hinh vé:
Pé chén vin ban vao Slide ban phai st dung t&i text box. Qua tab INSERT
/ Chon Text Box. Sau d6 nhap ndi dung va tuy chinh font chit (trong bai
viét nay minh s& khong gidi thiéu cach tuy chinh font nhu nhu dam,

INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW
A :
dld i B B M & = E 0 4 B E
ictures Online Screenshot Photo  Shapes SmartArt Chart  Hyperlink Action Comment T Header WordArt Date & Slide
Pictures v Album ~ hd Box & Footer v Time Numb
Images Illustrations Links Comments Text

Draw a Text Box

Draw a text box anywhere.

This is a great way to get the exact
text box size you want, especially

= when adding text to shapes and
IN HOC SOC objects.

nghiéng, mau sac...)

Giao trinh Microsoft Powerpoint 2013
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Dé chén hinh vé& (hinh vudn, tron, tam giac, sao,...):
Ciing tai Tab INSERT / ban chon Shapes / lua chon hinh vé mudn chén vao.

INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIE

cled b BBl & %

ctures Online Screenshot Photo Shﬁ}s SmartArt Chart  Hyperlink Action Commen
Pictures M Album ~ v

Images Recently Used Shapes omment:

BENNOOCOALLIY G
A i S
Lines

e ?,.‘C.’-il‘f"!f \\J'\J—Lj—»(—l-) 2 ?-)(?—)/\6 b&

Rectangles
OOoDLoaQO0O0o0

b. Chén hinh anh, 4m thanh, video
b1. Chén hinh anh: Ban qua Tab INSERT / bim vao Picture va dan t&i thu
muc chira hinh anh cua ban.

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS .

S E gk o @B G

New  Table Pict Online Screenshot Photo  Shapes SmartArt Chart  Hyperl

Slide ~ v Pictures > Album ~ v
Slides Tables Images Illustrations
Pictures
1

Insert pictures from your computer
or from other computers that you're
connected to.

ol @ Tell me more IN HOC SOCH

Ngoai ra trong Powerpoint 2013, cho phép ban chén cd mdt album hinh vao
trong trinh chiéu bang cach bam vao nit “Photo Album”.

Giao trinh Microsoft Powerpoint 2013
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b2. Chén am thanh: Tai Tab INSERT / ban bam vao nat Audio / chon

“Audio on My PC...” / roi dan t6i thu muc chtra tap tin Audio

DR S L A R L) “ NS
120 T Q O
le Object Equation Symbol Video Audio
ber > v >
Symbols Me 43 Online Audio... “

4 [:é\udio on My PC...

Audio on My PC

Insert audio from your computer or
from other computers that you're
connected to.

IN HOC SOC @ Tell me more

Ban chi co thé chén céc dinh dang nhu : mp3, wav, wma, au, aiff, midi,
mp4, ADTS.

Sau khi chén xong, trén Slide s& c6 biéu
tuong cai loa. Khi dua chuot lai thi sé
c6 nut Play dé phat nhac. Bé tuy chinh
chi tiét hon ban bam vao biéu tuong nay

va trén thanh Ribon ban chon Playback. Q

ﬂg B -0 .@ ¥ Gido &n powerpoint 2013 - Microsoft PowerPoint Preview AUDIO TOOLS
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT PLAYBACK
. : ~ T R i
' E'. (S5 T(ﬂ, Fade Duration - “. ll E Start: |On Click [ Hide Duing Show ‘ (J«
pi Add R T 2 ol FadeIn: 00.00 = G lll |_| Play Across Slides 5 S
ay lemove rm I — Volume . [] Rewind after Playin: o ay in
Bookmark Bookmark  Audio  lls Fade Out: |00.00 | v || Loop until Stopped v Style Background
Preview Bookmarks Editing Audio Options AudioStyles

1 .

)

if

Giao trinh Microsoft Powerpoint 2013
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Néu ban khong mudn, xuit hién biéu tuong nay thi trén thanh cong cu
PLAYBACK, ban bam vao niit “Play in Background”.

N\ .| - | ("
lk((’ II E Start: ’Automratlcally || Hide During Show ‘ (J’
il 7 Play Across Slides

Volume ? : : No Play in

‘ ; Rewind after Playin 4

~ /I Loop until Stopped At Style Background
Audio Options AudioStyles

IN HOC SOC

Con ban mudn tu dong chay thi tai myc Start ban chon “Automatically”
Ban c6 thé tuy chinh am lugng cao hay thap bang cach bam vao nut
“Volume”.

b3. Chén Video:
Tai Tab INSERT / ban bdm vao nat Video / chon “Video on My PC...” /

roi dan t6i thu muc chira tap tin Audio

Hau Dinh ~ m i)
F oy T Q L] €

Slide Object Equation Symbol Video Audio

Number > i z
Symbols Eg Online Video...

i V&eo on My PC...

Video on My PC

Insert videos from your computer or
from other computers that you're
connected to.

N |

IN HOC SOC
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Ban ciing c6 thé chén Video online tir cac trang web nhu : Youtube, Bing
Video... bang cach bam vao nut “Online Video...”

Insert Video © 8

@ Bing Video Search

Search the web

Dinh Hau's SkyDrive

mr.dinhhau@hotmail.com

Browse »

&
From a Video Embed Code

Q Paste the embed code to insert a video from a web
site

IN HOC SOC

b4. Chén tiéu dé diu / cudi trang
Dé chén tiéu dé dau trang hodc cuoi trang ban qua Tab INSERT / chon
Header and Footer

SLIDE SHOW REVIEW VIEW

2 x| ABED T

erlink Action Comment  Text Header WordArt Date & Slide Object Equatior
Box & Footer ~ Time Number v

Links Comments Text Sym

Header & Footer

The content of the header and
footer repeats at the top and
bottom of each printed page.

This is useful for showcasing info,
such file name, date and time.

IN HQC SOC O T memore

Giao trinh Microsoft Powerpoint 2013
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Trong hop thoai Header and Footer dé chén ngay thang ban danh dau vao
“Date anf time”, dé chén ndi1 dung cu6i Slide ban danh dau vao “Footer” va
nhdp ndi dung. D€ cheén ndi dung trén dau Slide ban qua Tab “Notes and

Header and Footer ? “

Slide | Notes and Handouts l}

Include on slide Preview

[] pate and time

® Update automatically i '

11/4/2012 :

Language Calendar type

English (United States) Western
Fixed
11/4/2012

[ slide number

[] Footer

[] Don't show on title slide

IN HOC SOC Apply Cancel

Handouts” danh dau vao “Header” va nhap noi dung.

Sau khi thiét 1ap xong néu ban bam vao nit “Apply” thi cac thiét 1ap ndy s&
ap dung cho Slide hién tai. Néu ban bam vao “Apply to All” thi cac thiét
1ap nay sé& ap dung cho toan bo Slide trong trinh chiéu.

b5. Cach d6i mau va hinh nén cho Slide:

bé thay d6i mau nén hodc hinh nén cho Slide, ban bdm chudt phai vao
Slide muén thay doi / chon format Background / lic ndy bén trai cira s6
lam viéc s& xuét hién cong cu “Format Background” .

Giao trinh Microsoft Powerpoint 2013
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Trong cura s0 “Format Background” s€ c6 4 tuy chon:

b5 . v X \
ﬂ%’ mat Background - Solid fill : tuy chon nay cho phép ban t6 man nén

&y 17 [ bang 1 mau  duy
e Color Q
nhat. ' :
Transparend Automatic
4 FILL Theme Colors
Solid fill HEEERENE.
® Gradient fill
Picture or texture fill H I I I I I I I I
Pattern fill Standard Colors
| Hide background graphics :=10re Colorr. e
oy LM S
/F Eyedropper
Preset gradients M~
: - Gradident fill : tuy chon nay cho phép ban to
Type Linear v | A X z
may nén chuyén sac.
Direction D v |
Angle 907 : _ Grﬁent stops

Gradient stops " l—J J J:Ij ?3 | )@ |

A ‘ o AV

| 9| |%
|\_§<‘ Jm TJ ) Color O v |

N+ :

Collor 7 Position 0% < ‘
Position 0% :
Transparency | 0% %) - Picture or texture fill : tuy chon nay cho phép
Brightness — o5 - ban d6i hinh nén bang hinh ctia ban hodc mau Texture

29

c6 san. Dé chon hinh nén thi ban bAm vao nit “File
roi dan t6i thu muc chira hinh w,

anh cua ban.

- Pattern fill: tuy chon
nay cho phép ban t6 mau nén
voi cac mau Pattern (soc, luéi,
theo mau co san)

- Né}‘l pan danh diu vao
muc Hide  background . _ . . 2
graphics” thi hinh anh ¢ cac ..., -

Apply to All | | Reset Background template s€ khong con nira.

HIEN

Giao trinh Microsoft Powerpoint 2013
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b6. Cach thay doi Template (giao dién mau) cia Slide:

Trén thanh Ribon / ban chon Tab DESIGN / Itic nay trén thanh cong cu
RIBON s& xuét hién nhitng Template (giao dién mau) ban bam vao dé thay doi.

DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

o KO K
[ 5 2 ®
TEE .- L | =< o .

Luuy: Néu ban bam truc tiép vao Template thi tit ca cac Slide sé thay doi
theo, dé thay doi Template cho mot Slide nhat dinh thi ban bam chu6t phai vao Template
chon mot trong cac chirc nang sau:

e e e e ——— e ———

DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VI

pe ¥, RARRHIEIN| A\ (] K

= Apply to All Slides

4|

Apply to Selected Slides
Th

Set as Default Theme

Add Gallery to Quick Access Toolbar

+ Apply to All slides : thay d6i cho toan bo Slide
+ Apply to Selected Slides : thay ddi cho Slide dang chon.

+ Set as default Theme : dit mic dinh cho 1an sau.

b7. Cach tao hiéu ing khi chuyén Slide:

Mic dinh sau khi hét mot Slide, thi trinh chiéu s& chuyén sang Slide ké tiép
va hiéu tmg chuyén tiép thi khong c6 gi dé noi. Pé thay d6i hiéu ung chuyén tiép nay
cho bat mét hon, ban lam cac thao tac sau.

Trén thanh cong cu Ribon / ban chon Tab TRANSITIONS / tai day ban s¢&

thoai mai chon hi¢u img chuyén Slide rét dep mit. Khi ban dang chon Slide nao thi hi¢u
ung s€ ap dung cho Slide do.

Giao trinh Microsoft Powerpoint 2013
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HS OB+
’ HOME INSERT DESIGN TRANSITIONS
1
D Subtle
g
«~ [ - ala
None Cut Fade Push
w —e
< K [#]
efau ﬂ |. g
—  Uncover Cover Flash
' Exciting

B = &

Page Curl Dissolve Checkerboa... Blinds

ntith E ‘E

Shred Switch Flip Gallery

2]

Random

Dynamic Content

B & & [@

Pan Ferris Wheel Conveyor Rotate

W

Giao an powerpoint 2013 - Microsoft PowerPoint Preview

ANIMATIONS SLIDE SHOW REVIEW VIEW

4 | &

Wipe Split

L
O D

Cube Doors

Window Orbit

m o -
Reveal Random Bars Shape % P

&

o

Honeycomb Glitter Vortex
Box Comb Zoom

o IN HOC SOC

Fly Through

Hiéu ting chuyén Slide

Pé chinh thoi gian cho hiéu tng chuyén Slide, trén thanh Ribon trong muc
“Duration” 1a thoi gian hi€u img s€ chay mdc dinh 1a 1 gidy 50.

O - &n
S?pe ;":i Effect
Options ~

(':.'.) Sound: ;[No Sound]

@® Duration:  |01.50

C3 Apply To All

Hau Dinh

.| Advance Slide
v| On Mouse Click
| After: 00:00.00

Timing

Néu ban mudn c6 am thanh kém theo lic chuyén Slide thi trong muc

“Sound” ban chon 1 hi€u tng am th

anh.

Mic dinh thi khi hét 1 Slide mudn qua Slide khéc thi ban phai click chuot
hoic bdm ban phim. Tuy nhién trong mot vai truong hop ban muén hét mot Slide thi
trinh chiéu s& tu dong chuyén qua Slide tiép theo trong khoang thdi gian nhat dinh thi
ban bo ddu chon vao muc “On Mouse click”, danh du vao “After” va nhp khoang thoi
gian trinh chiéu tu dong chuyén Slide (gio' / phut / gidy). Mubn ap dung cho toan bd
Slide thi ban bam vao nat “Apply To All”.

Giao trinh Microsoft Powerpoint

2013
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b8. Cach tao hi€éu urng cho chir va hinh anh.

Dé tao hiéu ung cho chir, trong Slide dang thiét ké ban chon chit mudn tao
hi¢u img. Trén thanh Ribon ban chon Tab ANIMATIONS / ltic nay phia duoi s€ hién ra
danh sach cac hi¢u tng.

n; H - 0O .@ m- = Gido an powerpoint 2013 - Microsoft PowerPoint Preview DRAWING TOOLS
FILE HOME %NSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
* . * +* % Animation
\ ’
*HIER kA & A ok x gk Ok TOE
review. None Appear Fade Fly In FloatIn Split Wipe = ect )
v Options ~  Animation ~ % Animation
Preview Animation

Advanced Animatior

4 Default Section

4 Untitled Section
2

% =
k
= Giao an powerpoint 2013

Dich vu Tin hoc S6c Nau

\%
Sau d6 chi viéc bam chon hi€u tmg, mudn hién thi nhiéu hiéu tmg hon ntra
ban bam vao phim miii tén mau den.

DESIGN TRANSITIONS ANIMATIONS | SLIDE SHOW REVIEW  VIEW
G " R S | ¢ x | X
Fade Fly In Float In Split Wipe = Effect
hOptions

Animation
More
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Tuy chinh cho hiéu trng:

REVIEW VIEW Hau Dinh ~
F| 8= ‘i’* 4 Animation Pane P Start: |On Click | Reorder Animation
k ¥ &5 Trigger ~ @ Duration: 0200
Darken _| FEffect Add —— ry

Options~ Animation ~ D Delay: 00.00

I Advanced Animation Timing

Start : hi¢u Uing xudt hién tu dong hodc bam chudt.
Duration : thdi gian hiéu ing xuét hién (gidy)
Delay: thoi gian 18p lai hi¢u ting

Néu ban mudn copy hi¢u ing da lam dé ap dung cho céc chir khac thi bam
vao nut “Animation Painter”. Luc nay con tré chudt cua ban s€ c6 thém bi¢u twong hinh
“cay co”, ban chi viéc bam vao chit muon ap dung hi¢u nay cua chir trudce.

P6i voi hinh anh thi ban 1am twong tw nhuw chi.

Ban ciing nén cha y diéu nay, trong mot Slide c6 thé c6 mot hodc nhiéu
chit, hinh anh. Viéc sdp x&p thir tu cho chiing cling rat quan trong.

Vd: Khi ban da trinh bay xong 1 Slide trong dé ndi1 dung la mot bai todn
hinh hoc bao gdm céu hoi, dép an va hinh hoc, trinh bay rat dep nhung khi trinh chiéu
thi dap an lai xuét hién trudce, rdi méi téi cau héi roi cudi cung la hinh hoc xuat hién.
Ban nghi xem di€u gi s€ xay ra.

Pé sap xép chung trén thanh Ribon ban chon Tab ANIMATIONS / sau d6
bam vao nit “Animation Pane”

ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
e 'i'?'* 754 Animation Pane
[oe? k E} ¥ T Trigger~
Grow/Shrink  Desaturate Darken - Fffect Add

Options~ Animation ~ ¥% Animation Painter

ation M Advanced Animation

-
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|
6‘1 Animation Pane Start: | On Click Reorder Animation
Trigger (&) Duration: 4 Move Earlier
1+ T Animation Painter 9 Delay ¥ Move Later
ivanced Animation Timing o,

[a]
Animation Pane ~ X
| b PlayAll |

183 Title1: Gidoa.. [ |
2&3 Subtitle 2: Dic.. [ |

IN HOC SOC

Ctra s6 Animation Pane xuat hi€n phia bén phai, trong nay thi hiéu trng nao

Animation Pane ~ X

‘ P Play From \ \j‘

153 Title1: Gidoa.. [~
23 Subtitle 2: Dic.. [ |

b,

ding trén cung s€ duogc xuat hién trudc roi tiép theo cho dén hét.

Pé di chuyén ban chi viéc nam gitr chuot Animation Pane ~ X
va kéo t41 vi tri moi. A T V) _—
’ P Play From ‘ ‘ - ‘
o ;D“e tuy chlph chi tlﬁ‘f hon choﬁchu’/ hlPh anql} 1R Tiie: Gidod.. [
thi tai ctra sO6 “Animation Pane” , ban bam chudt phai .. _ .
. PR , 23 Subtitle2:Dic.. [ [+]
vao hi¢u tmg muodn tuy chinh chon “Effect Options” R i e
Start With Previous
(®  Start After Previous

Effect %tions...

Timing...
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[SGrow/Shrink iy < |

Effect | Timing E‘Text Animation:

Settings
Size: 150% ™
Smooth start: :o sec =
Smooth end: ‘ 0 sec B
Bounce end: 0 sec |

[] Auto-reverse

Enhancements - =
Sound: [No Sound] v| ¢
After animation: |Don't Dim v
Animate text: All at once v

fTIN HOC SOC Cance

Tab Effect
Cira s6 Grow/Shrink xuat hién:

Dé tao am thanh luc xuat hién chir trong muc “Sound” ban chon mdt am

thanh.

After animation: hanh dong sau khi hi¢u ing chay xong.

Animate text : chit xuat hién theo kiéu nao? (timg ky tu, timg chit hay ca
doan van).

Tab Timing: ‘ Effect | Timify | Text Animation

Start : chay hiéu img bang cach nao? | o . 6 oncick |

Delay : thoi gian tri hoan. Delay: 075 |3 seconds

. e . n Duration: '2 seconds (Medium) v
Duration: thoi gian chay hiéu Uing.

Repeat: v (nonej v
Repeat: 1ap lai hanh dong. (] Rewind when done playing
Triggers ¥
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CHUONG III. TUY CHINH TOAN BQ TRINH CHIEU:

Sau khi hoan tat cac Slide, viéc cudi cing lac nay 1a cai dat cho trinh chiéu. Dé trinh
chi€u chay “mugt” hon va dung theo y dinh ctia minh.

Dé tién hanh cai dit cho toan bd Trinh chiéu, trén thanh Ribon ban chon Tab SLIDE

SHOW / bim vao nat “Set uo Slide Show”

B H S 6 BE -
FILE HOME  INSERT  DESIGN

Beginning Current Slide Online>  Show~
Start Slide Show

Rehearse Record Slide
Slide Show Slide

Gido an powerpoint 2013 - Microsoft PowerPoint Preview

ANIMATIONS SLIDE SHOW REVIEW VIEW

D T B B B3

From From Present Custom Slide

AT\ | Play Narrations
R>

| Use Timings

Monitor: | Automatic A

esenter

Monitors

Show type

@ Presented by a speaker (full screen)

() Browsed at a kiosk (full screen)

Show options

[:] Loop continuously until 'Esc’

[] Show without narration

[] show without animation

[] Disable hardware graphics acceleration

Pen color:

Laser pointer color:

IN HOC SOC

(_) Browsed by an individual (window)

Show~ ¥ Show Media Controls
Set Up
Set Up Show I}
Show slides
@ Al
() From: 1 21 Tor

Custom show:

Advance slides

() Manually
(® Using timings, if present

Multiple monitors

Slide show monitor:
Automatic
Resolution:

Use Current Resolution

[] Use Presenter View

» IE

Cancel

Hop thoai “Setup Slide Show” xuét hién, chung ta s& tim hiéu mot s6 chirc ning trong

hop thoai nay.
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TIN HOC SOC

Website: http://www.suamaytinh.net

Trong Group “Show type” c6 3 tuy chon

Show type

® Presented by a speaker (full screen)
() Browsed by an individual (window)

() Browsed at a kiosk (full screen)

+ Presented by a speaker (full screen): tuy chon nay ltc trinh chiéu s& hién thi toan man

hinh, ¢6 nguoi thuyét trinh.

+ Browsed by an individual (window): tuy chon ndy luc trinh chiéu sé& hién thi c6 kém

ctra sO Window.

GE PowerPoint Slide Show - [Gido an powerpoint 2013] - Microsoft PowerPoint PreviewO - 0

gy o 7 ’ * .

[ { — > ) atalVV alsdaTatlas ke ) () "i’ ’?Z'
Ulad0 an powerpoint £ U153

Dich vu Tin hoc Soc Nau

IN HOC SOC

SUDE1OF5

+ Browsed at a kiosk (full screen) : tuy chon nay c6 tac dung khi chay téi slide cudbi

cung sé& tu dong 1ap lai khong can nguoi diéu khién (chay ¢ ché 6 toan man hinh).
Giao trinh Microsoft Powerpoint 2013
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Show options

E] Loop continuously until "Esc’
[] show without narration
[] show without animation

[:] Disable hardware graphics acceleration

2

-

Pen color: v

>

1 v

Laser pointer color: | <2

Trong group “Show options” c6 cac tuy chon sau:

+ Loop continuously until ‘Esc’ : danh dau vao tuy chon nay thi khi t6i Slide cudi cung
s& tu dong 13p lai Slide dau tién. Néu khong danh dau thi khi chay hét moi Slide s& xuat
hién mot man hinh den.

End of slide show, dlick to exit.

+ Show without narration : chay trinh chiéu tat 10i tudng thuat.
+ Show without animation: chay trinh chiéu khéng c6 bat ky hiéu tmg nao.
+ Disable hardware graphics acceleration: tit chtrc ning ting toc phan cimg dd hoa.

Pen color va Laser pointer color: Mau nét vé cua tré chuét trén Slide luc trinh chiéu.

Dich vu Tin hoc Soc Nau
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Show slides
® Al
() From: 1 21 To: |5 2

Custom show:

Group “Show slides”:
+ All : danh dau vao tuy chon nay thi tat ca cac Slide déu duoc trinh chiéu.
+ From : chi trinh chiéu tir Slide a dén Slide n. (vi du tir 2 dén 10)

+ Custom Show: tuy chon slide.

Advance slides

() Manually

(® Using timings, if present

Group “Advance slides”:

+ Manually: Khi trinh chiéu cac Slide khong tu dong chay ma phai c6 tac dong bang
chudt hoac ban phim.

+ Using timings, if present: khi trinh chiéu céc slide s& ty dong chay (néu c6 thiét lap).
- Hét -
CAM ON CAC BAN PA PQC TAI LIEU.
CHUC CAC BAN THANH CONG
Tai liéu dugc soan béi Dinh Hau

Do kinh nghiém con chwa nhiéu nén khéng tranh khéi cac sai s6t mong cac ban
thong cam va gitip minh hoan thién tai li€u nay. Moi dong gop cia cac ban xin vui
long giri ve theo dia chi dudi.

DICH VU TIN HQC SOC NAU
Website: http://suamaytinh.net
Email: dinhhau@suamaytinh.net

Giao trinh Microsoft Powerpoint 2013


http://suamaytinh.net/

