I. CACH TACH NEN ANH TRONG POWERPOINT 2019

Céch 1. Ap dung vé&i anh cé nén dong nhat:
- Chon anh, bam vao thé Fomat/ Color

- Chon Set Transparent Colour

- BAm vao mau mudn xda
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hodc thd mot tap tin

inh anh ho3c URL  ctrl + v
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céch sau:

Bam vao Upload, tai I1én hinh anh. Xong tai anh xudng paste vao PPT |a xong.
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1. CACH LAM ANH NEN TRONG POWER POINT

- Coppy anh vao trong Slide

- Chon vao anh can chinh

- Chon Crop/chon vao hinh tam giac dudi chit/ Aspect Ratio/ 16.9

- Nhu vay anh d3 cat theo dinh dang chinh vira nén trang. D& anh vao géc roi kéo phi toan
nén Slide.

Tai sao lai phai lam nhu vay? ( Lam nhu vy dnh nén sé khong bi bién dang khi st dung lam
nén)

2. MUON THAY ANH KHAC KHI ANH NEN TREN PPT VAN CON:

- Kich chuét phai vao anh nén

- Change Picture/Form a file/ chon dén dnh can thay thé.

Tuy nhién con cach khac la coppy/ Paste.

I11. TAO INTRO VIDEO

1. Vé hinh:
Vao Insert / Shape/ Chon hinh muén vé

Vi du vé hinh tron:

Muédn vé tron thi gii¥ phim Ship

Muén vé hinh déng tém thi gii* phim Ctrl + Ship va vé
* Muén nhan déi 1 déi twong vira vé thi lam nhu sau:

C1: Chon déi tugng réi bGm phim Ctrl + D

C2. Chon déi tugng sau dé giit phim Ctrl va kéo né ra
* Mudn 13t 1 d6i twong thi chon d&i twong do, vao thé Fomat/rotate/ chon géc muén 1at
P& chon nhiéu ddi twong cung luc: Gilr Ctrl bAm vao d6i twong thi 1, Gitr Ctrl bAm d6i twong
tht 2, 3, 4,....
* Cach dé nhdm cac déi twong vao: Chon tat ca cac déi twong d6 va BAm phim Ctrl + G
(hodc chudt phai réi chon Group)
* Té nén, bd nén ctia mot hinh: Chon hinh d6, vao thé fomat, chon Fill
Ly mau tir bang mau cho san
M& Slide ma&i 1ay bang mau coé trong tai liéu: chon Insert / Pictures ( chon vao tam gidc / This
Device /chon bang mau/
Chon mau td & mau cé san: Chon déi twgng ( VD: Chon hinh tron)
2. Dat hiéu (rng cho cac déi twong
Chon d6i twgng vao Animation:

Mau xanh: xuat hién
: nhdn manh nhap nhdy
Mau do : bayra
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3. Cach I6ng 4m thanh vao trong hiéu rng:

Chon vao hiéu *‘ng mudén dat am thanh, bdm vao hinh tam gidc nhd, chon Effect; chon 4m

thanh & chd Sound

Muén déi twong 1ap lai 1 hiéu rng bao nhiéu lan:
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Chon hiéu &rng, vao mii tén, chon timing, chon Repeat ( Vi tri 1,2,3)
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6. Xuat file da lam ra video:
Vao file/ Export/Create a video
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V. LAM VIDEO TRINH CHIEU ANH

Bai 1. Tao hiéu &ng chuyén canh véi hinh vé

B1. V& 1 hinh chit nhat dat & bén phai slide

B2. T6 mau cho né theo bang mau

B3. Dat hiéu &ng Fly in chon Effect options la From left
B4. D& Duration: 2 s

B5. Vao phan hiéu &ng, chon Effect option, chinh
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B6. Nhan ban cac hinh chir nhat dd ra
B7. Sap x&p lai chéng 1&én nhau
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B8. Dat lai thoi gian xuat hién (delay) dé cho tirng cai 1

ou want to do

bay theo nhau

B9. Nhan déi slide s6 1 I&n: nhdy chudt phai vao né va chon duplicate slide

Hodc chon slide bdm phim Ctrl + D
B10. Nh&c cach hinh chit nhat bo sang bén trai, chon la

i Effect option la From Right

B11. Nhan d6i trang vira roi, dé cac hinh chit nhat sang
hanh
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Bai 2. Lam slide anh trinh chiéu
e Chén 1 cdi anh vao trang 1, crop n6 cho vira dung khung hinh 16:9
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D3t hiéu &ng cho anh Xuat hién tai ché ( mau vang) chon hiéu &rng Grow/Shrink.
Ldc nay Anh s& chiéu va tu phdng to ra. Tuy nhién muén phdng to vira thi digu chinh

nhu sau: chon vao tam giac
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Mudn nd phdng to réi lai thu nhé lai thi chon Tich vao Auto -revese
Mudn nd phdng to réi lai thu nhé lai cham dan chon chinh Smooth end
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Chon Change Picture/ From a flie
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Lam twong tw v&i cac slide con lai

Tao hiéu &rng xuyén sudt céc Slide lam nhu sau:

Vao thanh transitions/ B6 diu tich On Mouse Click/ chon Apply To All
Cé thé chon thém hiéu &ng chuyén slide

Riéng Slide cudi cung chon hiéu &rng xuat hién té ong

Cé thé diéu chinh thoi gian ra trang Slide dé kip doc chir.

( & vi tri After: 00:00,00)



Chén nhac vao slide dau tién, chon thé Playback:
Lwu y: khi chén nhac ¢6 loa & Slide. Mudén bé hinh énh loa khi trinh chiéu lam nhu sau:
Chon vao loa/ bé dé@u tich Hide During Show.

Muén loa xuyén su6t cac Slide thi chon Play in Background
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Cat nhac trong PowerPoint

Trinh chiéu tlr dau dén cudi, bAm déng hé xem nd hét bao nhiéu gidy

Lic d6 sé vao thé Playback/ Trim Audio (cat doan nhac cho bang thoi gian dd)

Nhay dup chudt vao Trim Audje’xuat hién hdp thoai va cat nhac dén thoi gian can chon.
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Chén chuyén canh d3 lam & trén.
Coppy ca Hinh d3 lam dé chuyén canh & Bai 1 vao Slide mudn chuyén canh.
La m& hinh anh chuyén canh nhu sau:

Chon vao cdc hinh chuyén canh Format Obiject / Xuat hién hdp thoai chon Transparency
/ Chon 80%.

®) Solid fill
Gradient fill
Picture or texture fill
Pattern fill

Hide background graphics

Color &~

Transparency | 0% B



Tao Slide trong d6 ¢ chira mét sé Slide cda bai lam nhu sau:

Chon Slide can chén/ Insert/ Zoom / Slide zoom
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Xuat ban thanh video

Vao File/ Export / Create a Video / Full HD (1080p) / Create Video / Chon 6 luu / D6i tén
/ OK.



