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Microsoft Powerpoint 2016

+ La mét chwong trinh trinh chiéu dwoc dung dé trinh
bay théng tin trwc tiép truéc nguwdi khac
» Chure nang chinh
» chirc nang bién tap dé g0 va tao dinh dang chi
« chc ndng chén va diéu chinh khudn hinh dé hoa
« chlrc ndng chiéu slide dé thé hién noi dung
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Cac ché do6 hién thi

» Powerpoint cung c&p nhiéu ché dé hién thi, gitp quan
ly va to chirc slide theo cac géc nhin hiéu qua.
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2| Thiét ké giao dién phin mém
Vi cong cu StoryBoarding

1] Kni t2 mat van ban Ms Powerpoint mdi, thay vi tao mot
trang tréng, hay tim template c6 san mién phi phu hop.

2] sir dung Online Template:

1] Vi slide cb hinh nén phic tap, nén b3 nin trudc khi in & I . B
68 nhin, i ty chon Pure Black and White -
2/ 88 nén x4m khi in n




Ché do trinh chiéu

« Céach 1: B4m chudt vao biéu twong Slide Show
» Cach 2: Shift + F5

« Chu y: néu str dung phim F5, side dau tién sé duoc
hién thj dé trinh chiéu

ar Today's Professionals
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M6t sd quy tac

. M‘(“)i hinh anh giup hinh thanh khéi niém trong
dau nguwdi nghe nhanh hon nhiéu so véi dung
twr dai dong.

» St dung hinh anh dé mo ta trong slide, st
dung ttr nglr dé giai thich thém.

« Prng qua 7 gach dau dong méi slide

« Nén dung cau ngén

» Gom ndi dung thanh cac nhém nhé

Nén sang hay nén tbi

Dac biét + Phé bién

T6t cho mét

Nén st dung nén c6 mau
xanh dwong, xanh luc,
den, va xam

Hiéu qua v&i phong téi
Hau hét cac phong hop c6
trén 50 ngwoi thi nén dé
anh sang yéu

C6 thé dung chirc ndng
bd nén tbi trwde khiin ra
gidy dé khoi tbn muc.

Dé tao céac hiéu &rng anh
Hiéu qua v&i phong sang,
nhwng khéng dwoc qua
rwc ro.

Nén duing nén trdng hodc
xam nhat.
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Phong cach nhat quan

* Chi dung mot font chll cho mOt fodi n0i duung.
« Khéng st dung dang gach chan: rat khé nhin.

» M& rong hon: kiéu trinh bay, dang anh, tone
mau nén dong nhat.
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Font ch¥

- Fontkiéu Serif: fontc chan

+ DPugc dimg phd bién vi chit in trén vat liéu truyén thong nhu
sach, bao..

« D& doc trén chét lidu gidy (phan xa anh sang)

« Kho doc, md, mit nét néu hién thi v6i do phan giai thﬁp.

« Dién hinh: Time New Roman. AaBb C C

e Dung phd bién dé hién thj trén man hinh phat sang, tai liéu
online, tai liéu ky thuat.
e Vi tai lidu in n, thwdng dung & cac dau muc chinh.

e Dién hinh: Arial, Tahoma, Calibri AaBbCC
7_

e Courier: d0 rong cia moi chit cdi déu bang nhau, dé be‘_?m
PN . ~ Ln - Y . if then
thé hién cac doan ma phan mém (can |é chinh xac) ond

e Font ma vach Code39, Code128.
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Phan loai va t6 chirc théng tin

« Tim ra méi quan hé‘ gilra cac thdong tin - trinh
bay logic, cé cha de
D

Content A2
Content B1
Content C3
Content D1
Content E2
Content B2
Content C1

» Dung DOI TUQONG LON DON GIAN dé thu hit nguoi
xem tr khoang cach xa, khi nhin lwét, roi ho sé cha y
t&i ndi dung cu thé.

+ Phan loai ndi dung bang mau, hinh dang, hiéu ting chi.

+ Phan chir chi dung dé giai thich chi tiét.
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Tab Design

« Thay dbi & Tab Design sé ap dung ngay lap
tlrc cho toan b6 van ban
« Chon Theme dé cé suw phéi hop mau sac hiéu qua
« Chon Variants dé chinh stra chi tiét vé Color, Fonts,

File Home Insert Design Transitions Anmimations Slide Show Review View Storyboarding Q Tell me

Aa Aa Aa Aa s

mmm=— mEm= - T T S Emmsmn - =
Themes Wariants

Néu thay déi sau khi vin ban dé hoan thanh, cé thé sé lam
bé cuc vdn bén bj léch lac
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Thay dbi Layout

« Bb cuc ctia mét slide la Layout, gibng nhw cac Style
trong soan thao van ban Word.

* Khi chinh stra Layout, moi slide st¥ dung Layout d6 sé
thay doi dong loat - phong cach nhat quan.

» Trong slide, bam chudt phai dé mé& Context Menu / chon
Layout / rGi chon mau trinh bay phu hop

File Home Insert Design Teansitions Animations Slide Show Review
Lot | _‘ [ILayout =
D Facet
Paste Mew
- Slide -
Clipboard &
1 Title Slide Titleand Content  Section Header Two Content

Comparison Title Only Blank Content with 18
Caption




Hiéu chinh Layout

« T4t ca cac layout ndm trong mét nhém goi la
Slide Master

« Chinh stra layout cling gibng nhw stra slide
théng thuwong

» Chon tab View - Slide Master trong Master

View =
Slide Handout Motes

Master Master Master

IMaster Views
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Thay déi Header va Footer
* Chon tab Insert > Header & Footer
? ped
Include on slide Preview
] Date and time
Update automatically
01-0ct-17 ~
Language: Calendar type: EES RS
[English (United States) ~ | |Gregorian ~
Fixed '
01-0ct-17
Slide number
[ Eooter
[] pon‘t show on title slide
o o
20
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Hiéu ng chuyén trang

* Chon tab Transitions
« Effect Options: Tuy chon cho hiéu trng

Fade Push Wipe split = |}, Heat

Preview Transition to This Slide
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Tab Insert

« Chén va st dung cac déi twong twong tw nhw
phan mém soan thao van ban

Design Transitions Animations Slide Show

= EH okd et B WY © B
MNew Table | Pictures Online Screenshot Phote | Shapes lcons 30 SmartArt Chart
Slide = ¥ Pictures = Album ~ o Maodels =

Slides Tables Images |llustrations
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Smart Art
* Trinh bay ndi dung mét cach
trwre quan, sinh dong hon
* Hai cach st dung:
» Cach 1: Trén tab Home, chon +— . |If Text Direction~
Convert to SmartArt > chuyén ~ ~ ClaignTer-
toan bod ndi dung dwoc chon T Convert to Smartart~
Paragraph ]

sang SmartArt

« Cach 2: Trén tab Insert, chon ~ -
SmartArt d& thém ni dung moi - = &0 T 0

Shapes |cons 3D SmartArt Chart
¥ Models ~

Ilustrations

24

12



NGi dung

1. Gigi thiéu chung vé Microsoft Powerpoint
2. M6t sb quy tac soan thao trang trinh chiéu
3. Binh dang trang trinh chiéu

4. Soan thao ndi dung trang trinh chiéu

5. Str dung hiéu &ng trén trang trinh chiéu

25

Hiéu ng chuyén déng

» Tab Animations cung cap cac hiéu (ng chuyén
dong cho ndi dung website theo y d6 clia
ngwoi trinh chiéu

« Animation Pane: Hién thj danh sach cac hiéu
trng da duwoc st dung trén trang trinh chiéu
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Tuy chinh hiéu wng O e 03

B
L e 00.00
(% Delay: | 00.00

« M& Animation Pane va chon hiéu (rng can tuy chinh:

« Start: Sw kién hién thi noi dung v&i hiéu trng
+ On Click: Khi bAm chuét, phim
« With Previous: Bdng thdi véi ndi dung trude
« After Previous: Néi tiép v&i ndi dung trwéc

« Duration: Khoang th&i gian dién ra hiéu (ng
« Delay: Khoang thoi gian [am tré hién thi
« Thay dbi th&r tw: st dung thao chudt dé kéo tha

« Thay dbi khac: Nhap chudt phai 1én hiéu trng va chon
Effect Options...
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