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Chuwong 1. Gioi thiéu PowerPoint 2010

P owerPoint 2010 13 mdt phan cta bd Microsoft Office 2010. Ciing gidng nhu Word (chuong
trinh xr 1y van ban), Excel (bang tinh), Outlook (trinh quan 1y e-mail va quan 1y cong viéc ca
nhan) va Access (co so dit liéu), PowerPoint giup chung ta tao nén cac bai thuyét trinh sinh dong
va 16i cudn.

Khi thuyét trinh, ching ta c6 thé dung cac loai dung cu ho trg nhu: slide 35mm, phim chiéu cho
may overhead, cac slide trén may tinh, ban thuyet trinh dugc in ra gidy, cac ban ghi chu cua
nguoi thuyet trinh. PowerPoint c6 thé tao ra tit ca cac loai dung cu trén va c6 thé kém theo céc
hiéu trng hdp dan va thu hat nguoi nghe.

Do PowerPoint duoc tich hop rat chit ché v6i cac thanh phén khac cua bd Microsoft Office 2010,
nén chung ta co thé chia s& thong tin gilta cac ung dung nay rat dé dang. Vi dy, chung ta c6 thé vé
biéu d6 trong Excel va c6 thé chén biéu dd nay vao slide ctia PowerPoint hoidc ching ta co thé
chép cac doan van ban cua Word dé dua vao slide, ...

1. Cac diém méi trong PowerPoint 2010

Ciing gibng nhu cac chuong trinh khac ctia bo Office 2010, giao dién PowerPoint 2010 duoc phat
trién 1én tir phién ban 2007. Giao dién Ribbon mang lai nhiéu tién lgi trong viéc thao tac cho
ngudi ding Va v6i nhiéu tinh ning méi sé giup tao nén nhitng bai thuyét trinh sinh dong, hip din
mot cach nhanh chong. Dudi ddy 1a mot sb tinh ning mdi ma ban s& gip trong qua trinh s dung
phién ban nay.

Ribbon ma¢i

PowerPoint 2010 xdy dung Ribbon ¢6 cac nat 1énh d6 hoa d& nhan biét dugc chia thanh nhiéu
Tab (ngin) thay cho hé thong thuc don x6 xudng truéc day. Mdi tab giong nhu mot thanh cong
cu véi cac nut I€nh va danh sach 1énh cho nguoi dung lya chon stir dung.

Céc tab khong d& tiy bién dé nhu cac thang cong cu & cac phién ban trude, nhung PowerPoint
2010 c6 thém mdt thanh cong cu goi la Quick Access Toolbar (QAT - thanh cong cu truy cap
nhanh) gitip nguoi dung c6 thé tuy bién va gan thém cac nat 1énh thuong dung mét cach nhanh
chong va dé dang. Ban c6 thé thém vao QAT bt ky nut 1énh nao bang cach nhip phai chudt vao
no va chon Add to Quick Access Toolbar.

Trang 3



Chuwong 1. Gioi thiéu PowerPoint 2010

Ribbon xuét hién thém ngin Transitions gitp viéc ap dung hiéu tng chuyén tir slide ndy sang
slide khac dugc nhanh va thuan tién hon. Ngoai ra, nit Minimize the Ribbon gitp ngudi dung
de dang phong to hay thu gon Ribbon.

Tab dang chon Quick Access Toolbar
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Hinh 1. Ribbonduoc t6 chic lgi

Ngan File thay cho nut Office

Ngin File chtra cac 1énh lién quan dénbai thuyét trinh dang soan thao nhu thudc tinh tp tin, thiét
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Hinh 2. Ngan File méi

Hé tro' lam viéc cong tac

PowerPoint 2010 cho phép nhiéu nguai cling bién soan hay hiéu chinh bai thuyét trinh mot cach
ddng thoi. Ching ta ¢ sir dung may chu SharePoint cua cong ty hoic cac trang web hd trg tng
dung web PowerPoint nhu 13 Windows Live dé luu trit bai thuyét trinh. Khi d6, nhiéu nguoi ¢6
thé truy cap vao hiéu chinh bai thuyét trinh va cac diéu chinh s& dugc ddng bo mot cach tu dong.
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Ly

Hinh 3.

Nhom céc slide vao cac phan trong bai thuyét trinh

Nhiéu nguroi cling lam viéc trén mgt bai thuyét trinh

Nhom céc slide trong cac bai thuyét trinh Ién thanh cac section s& gilp viéc quan Iy duoc dé dang
thuan tién hon khi tim kiém noi dung. Khi nhiéu nguoi clng tham gia bién soan trén mot bai
thuyét trinh thi viéc phan chia céng viéc bién soan theo section s& mang lai su thuan loi hon rat
nhiéu. Ching ta cd thé dat tén, in 4n va 4p dung cac hiéu ung 1&n cac section.
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Chuwong 1. Gioi thiéu PowerPoint 2010

Tron va so sanh ndi dung cia cac bai thuyét trinh

Chuing ta c6 thé so sanh noi dung cac bai thuyét trinh vai nhau va phéi hop ching lai bang céch
st dung tinh ning m&i Compare trong PowerPoint 2010. Chng ta c6 thé quan Iy va lya chon
nhitng thay d6i hoac hiéu chinh ma minh mudn dua vao bai thuyét trinh cudi cung. Tinh ning
Compare s& gilp ching ta giang dang ké thoi gian dong bo cac su hiéu chinh trong nhiéu phién
ban cua cing mot bai thuyét trinh.

Hinh 5. So s&nh va phéi hop néi dung trong cac bai thuyét trinh
Hb tro vira soan thao vira chay thuyét trinh trén ciing mét man hinh

Chuc ning méi Reading View hd trg cho viéc soan thao, tham khao céc bai thuyét trinh khéc
hoac xem trudc cac hiéu trng, cac doan phim hoac &m thanh trén cung mot man hinh.
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Chuwong 1. Gioi thiéu PowerPoint 2010

Bién soan bai thuyét trinh mei Iic moi noi
Vi tai khoan Windows Live, ching ta c6 thé sir dung cac @ng dung web PowerPoint, Word va
Excel mién phi. Ching ta c6 thé bién soan bai thuyét trinh tryc tuyén ngay trong trinh duyét web.
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Hinh 7. Soan thdo bai thuyét trinh bang Microsoft PowerPoint Web App

Nhung , hiéu chinh va xem video trong bai thuyét trinh

Trong phién ban PowerPoint 2010 hd tro manh hon vé da phuong tién trong bai thuyét trinh. Cu
thé, chlng ta c6 thé nhung, cit xén &p dung cac hiéu tmg dinh dang 1én céc hinh anh va doan
phim ngay trong bai thuyét trinh.

Cit xén video

Tinh ning cit xén video trong PowerPoint 2010 gilp loai bo cac phan khdng can thiét va giap
noi dung bai thuyét trinh tap trung hon.
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Hinh 8. Cat xén video
Chén video t&r c4C nguén trén mang

Cheén video tir cac ngudn trén mang ciing 1a mot tinh ning ndi bat cua PowerPoint 2010. Tap tin
video nay c6 thé do ching ta tai 1én cac dich vu lwu trir truc tuyén hoac ban suu tim dugc. Co
nhiéu dich vii luu trit, chia s& video truc tuyén hoan toan mién phi nhu YouTube, Yahoo Video,
Clip.vn, Google Videos,... Moi tap tin video luu trir trén cac trang nay thong thuong sé€ c6 doan
ma ding dé nhing vao cac trang web khéc.Vi du, vai trang Yahoo Video, ban sao chép doan ma
trong 6 Embed. Sau do6, trén giao dién PowerPoint, ban nhan vao nit Video, chon Video from
Online Site...

Tai viing trong cua cira s6 Insert Video From Online Video Site, ban dan doan ma da 1y duoc
khi ndy vao. Xong, nhan Insert. Nhu vdy 1a doan video di duoc chén vao bai thuyét trinh. Tuy
nhién dé xem duogc doan video thi may tinh phai c6 két ndi Internet.
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Hinh 9. Cheén video tir cAc nguon trén mang
Nhung video

Nhitng doan phim, bai nhac duoc nhing vao s& tré thanh mot thanh phan cua bai thuyét trinh.
Chung ta khoi phai ban tam tai viéc sao chép céc tap tin nay giri kém theo bai thuyét trinh. Ngoai
ra, PowerPoint con cho phép xuat ban bai thuyét trinh sang dinh dang video dé co thé chép ra
CD/ DVD, dinh kém theo e-mail hoac gui Ién web.
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Hinh 10. Nhang video vao bai thuyét trinh
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Chuyén bai thuyét trinh sang dinh dang video

Tinh ning chuyén dinh dang bai thuyét trinh sang cac dinh dang video gilip viéc chia s& dwoc dé
dang hon. PowerPoint cho phép xuit ra dinh dang video vai nhidu mirc chat lugng hinh anh khac
nhau tir video cho céc loai thiét bi di dong cho dén cac video co d6 phan giai cao.

Create a Video

Create a full-fidelity video from this presentation that can be distributed by using a disc, the Web, or
e-mail.

Incorporates all recorded timings, narrations, and laser pointer gestures
Includes all slides not hidden in the slide show

Preserves animations, transitions, and media

The time it takes to create a videc varies depending on the length and complexity of the presentation.
You can continue to use PowerPoint while the video is being created.

e Get help burning your slide show video to DVD or uploading it to the Web

E_l Internet & DVD

-
For uploading to the Web and burning to standard DVD (Medium — 640 x 430)
,T, Don't Use Recorded Timings and Marrations -
'g@ Mo timings or narrations have been recorded

Seconds te spend on each slide: 05,00 -

ﬁ..JJ
o ]
Create

Video

Hinh 11. Xudt bai thuyét trinh sang video
Tich hep séin tinh ning chuyén sang dinh dang PDF/XPS
Phién ban Office 2007 d3 hd tro tinh ning xuat ban bai thuyét trinh sang dinh dang PDF/ XPS.

Tuy nhién tinh ning d6 1a tiy chon va ngudi ding phai tai thém goi cai dit vé cai véo may. Phién
ban Office 2010 d tich hop san tinh ning chuyén dinh dang PowerPoint sang PDF/ XPS.

Create a PDF/XPS Document

Save this presentation in a fixed format.
Document locks the same on most computers
Preserves fonts, formatting, and images
Content cannot be easily changed

Free viewers are available on the Web

-

Create a
PDF/XPS

Hinh 12. Tich hop sdn tinh ndng xudt ban bai thuyét trinh sang PDF/XPS
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