HWONG DAN S’ DUNG POWERPOINT CO BAN

1. Chon theme slide PowerPoint

Ngay trong PowerPoint co rat nhiéu mau theme, hinh nén PowerPoint @& chiing ta lwa chon. M&i mét
hinh ng‘an déu theo nhiéy chu deé khac nhau, ban nén Iwa chon hinh nén phu hgp véi ndi dung ciing
nhw doi twong trinh chiéu.
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Ngoai nhirng hinh nén c6 sén trén PowerPoint, ching ta cling cé thé sir dung hinh &nh ctia minh va thay ddi
mdrc do hién thj hinh nén
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2. Thém slide méi trong PowerPoint

Trong mét bai thuyét trinh thi trang dau tién ludn la trang gidi thiéu vé ndi dung ma ching ta sé trinh
chiéu sau do. Bé thém moét slide m&i nhan vao tab Home roi chon New Slide va chon mau cho slide
can thém.
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C6 thé chon nhiéu kiéu mau slide khac nhau. Néu ching ta nhan chudt phai vao slide rdi chon Dupplicate Slide
sé tao nhirng slide giéng hét nhau.

3. Thém ndi dung trong slide

Sau khi d tao slide thi can thém néi dung bao gdm chir viét, hinh anh, video, biéu do, video, am
thanh,... tuy theo yéu cau trinh bay cua slide. Khi ban chon slide mai sé co khung san dé nhap noi
dung, khi dé chi can click chuét vao khung roi nhap ndi dung can chen.
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Dé thém noi dung trong slide, nhan Insert réi chon Textbox dé chén ndi dung. Sau d6 dung chudt dé
kéo khung va nhap ndi dung nhw binh thudng.
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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
objects.

Mubn chén néi dung khac thi nhan ngay vao biéu twong clia tirng néi dung trong khung cheén. Hoac
nhan Insert roi chon tieép vao cac néi dung Table, Pictures, Shapes, Chart, Video, Audio,...
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4. Dinh dang van ban trén slide

Van ban sau khi chén vao slide can thay ddi lai dinh dang ch® nhw mau séc, c& chi, cac hiéu (ng
cho chi,... C6 mot so lwu y trong qua trinh dinh dang chi t&i ban doc nhw Font chir don gian, dé doc,
c® chir 28 tr& Ién, chon mau chir twong phan mau nén dé ndi bat ndi dung, han ché dung qua nhiéu
mau chir.
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5. Cheén hiéu trng vao slide PowerPoint

C6 rat nhiéu hiéu (ng trong PowerPoint nhw: hiéu (ng hinh anh, hiéu (rng db thi, hiéu trng van ban,
hiéu &ng chuyén slide,... Day 1a yéu tb gilp tang sw sinh ddng va tinh chuyén nhiép hon cho cac slide.
Nhén vao Animations réi chon hiéu &ng cho tirng déi twong trong slide, cé thé tao hiéu rng cho hinh
anh néu muébn.
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6. Trinh chiéu slide PowerPoint

Khi da tao xong slide hoan chinh, nhan phim F5 dé trinh chiéu tr slide dau tién hodc nhan Slide show
> From beginning. Dé trinh chiéu tai slide dang mé thi nhan vao From current slide hoac t6 hgp phim
Shift + F5.

Dé chuyén sang slide tiép theo nhan miii tén sang phai, mii tén xuéng duéi hodc click chuét. Bé tré
vé slide trwdc thi nhan mii tén sang trai va mdi tén [én trén.
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7. Lwu slide PowerPoint

Dé Iwu lai slide mai tao, nhan vao biéu twong Office hodc chon File réi chon vao Save. Chon noi lwu
slide v&i dinh dang pptx hoac .ppt.
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