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Chuong 1. Cai dat PowerPoint va lam quen man hinh lam vi¢c -
Chapter 1. Installing PowerPoint and Getting to Know the Workspace

Muc tiéu chwong — Chapter objectives

« Chon dugc g6i Office mua mot 1an hay thué bao Microsoft 365 theo nhu cau dung cua
minh
Choose between a one-time Office purchase and a Microsoft 365 subscription based on how
vou will use it

* Goi dung tén va dung dugc dai bang, Thanh cong cu Truy nhap Nhanh, ngan hinh thu
nho, vung soan thao, thanh trang thai va thu phong
Name and use the ribbon, the Quick Access Toolbar, the thumbnail pane, the editing area,
the status bar and zoom

« Chuyén qua lai giita cac dang xem Thudng, Sap xép Trang chiéu, Trang Ghi cha, Poc
va ty thém nut 1énh vao Thanh cong cu Truy nhap Nhanh
Switch between Normal, Slide Sorter, Notes Page and Reading views, and add command
buttons to the Quick Access Toolbar yourself

1.1. Chon géi Office phut hop: thué bao Microsoft 365 hay mua mét lan — 7.1.
Choosing an Office Plan: Microsoft 365 Subscription or One-Time Purchase

Khi cai PowerPoint, ban phai chon mét trong hai cach mua. Giéng nhu thué nha hay mua
drt mot can: thué thi tra déu din va ludn duoc sira chita, mua duat thi tra mot 1an va dung
nguyén trang. PowerPoint nam trong b Office, nén ban chon géi Office trudc.

Before you install PowerPoint, you pick one of two ways to pay for it. Think of renting a flat
versus buying one: renting means regular payments and ongoing repairs, buying means one
payment and the place stays as it is. PowerPoint comes inside the Olffice suite, so you choose the
plan first.

Hai gé6i khac nhau & dau — How the two plans differ

Thué bao Microsoft 365 1a goi tra phi theo thang hoac theo nam. Khi con thué bao, ing
dung duoc cap nhat lién tyc, mdi thang co thé co tinh nang madi. Goi con kém chd luu tep
trén ddm may (may chu ctia Microsoft trén Internet, ban m¢ tép tr may nao cling duoc).
Mot sb g6i c6 thém Copilot, tro 1y tri tué¢ nhan tao giup soan nhap va tébm tét.

Microsoft 365 is a subscription you pay for monthly or yearly. While you subscribe, the apps
keep updating, and new features can arrive each month. The plan also includes cloud storage
(Microsoft's servers on the internet, so you can open your files from any device). Some plans add
Copilot, an Al assistant that drafts and summarizes.

Office Home 2024 13 ban mua mdt lan. Ban tra mot khoan, cai bd tng dung co ban gdm
Word, Excel, PowerPoint va OneNote, roi dung dugc lau dai. Bo ng dung nay on dinh:
giao dién va tinh nang giit nguyén nhu lic mua, khong cé tinh ning méi vé sau. Ban nay
cai cho mdt may tinh.

Office Home 2024 is a one-time purchase. You pay once, install the core apps (Word, Excel,
PowerPoint and OneNote), and keep using them for years. The suite is stable: the look and
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features stay as they were on the day you bought it, with no new features later. It installs on a
single computer.

On dinh khong c6 nghia 1a bo mac. Ban mua mét 1an van nhan céc ban va 15i va va bao
mat trong thdi han Microsoft con hd trg nd. Thir ban khong nhan 1a tinh ning mé&i. Hay
nghi toi cudn sb tay in san: cc trang da ¢d dinh, ban chi viéc viét vao.
Stable does not mean abandoned. A one-time version still receives bug fixes and security patches

for as long as Microsoft supports it. What you do not receive is new features. Think of a printed
notebook: the pages are fixed, and you simply write in them.

Dung bang nay dé d6i chiéu nhanh sau khi da doc cac doan trén:
Use this table to check the two plans side by side:

Tiéu chi n .
Point of Thué bao Microsoft 365 Office Home 2024

compari N/

Microsoft 365 subscription

Tra dinh ky, nglmg tra thi mat quyén

Cach tra tién dung day du. Tra mot 1an, dung lau dai.
How you pay Recurring payments; if you stop, you lose One payment, and you keep using it.

full access.

Khoéng co, gitr nguyén nhu lic mua.
None; it stays as it was when you bought
it.

Tinh ning méi ~ C6 thé c6 mdi thang.
New features Can arrive every month.

Luu trir ddm

. C6 kem theo. Khong phai diém manh cta goi nay.
may . B
Included. Not a selling point of this plan.
Cloud storage
. Co the co, tuy goi. Khong kem.
Copilot 7 - , _ &
May be included, depending on the plan. Not included.

Hai tinh huong thwdng gap — Two common situations

Vi DU/ EXAMPLE — Minh 14 sinh vién nim nhét, chi soan bai thuyét trinh va bao cao trén
mot laptop, dy dinh dung bon niam. Minh khong cin soan chung theo thoi gian thuc va khong
can tinh ning méi. Office Home 2024 hop 1y: tra mot 1an, dung subt bén nam. Trudc khi
mua, Minh nén héi nha trudng xem c6 cp tai khoan Microsoft 365 cho sinh vién khong, vi
khi d6 ching phai tra gi.

Minh is a first-year student who only makes presentations and reports on one laptop, and plans to use
it for four years. Minh does not need live co-authoring or new features. Office Home 2024 fits: one
payment, four years of use. Before buying, Minh should ask the school whether it provides Microsoft
365 accounts to students, since that would cost nothing.

VI DU/ EXAMPLE — Vin phong cta chi Lan c6 nim ngudi, ciing sira mot ban chao gia va
hay 1am viéc & nha l4n & cong ty. Ho cAn mé tép tir nhiéu may va soan chung. Thué bao
Microsoft 365 hop hon, vi c6 chd luu trén dam may va cip nhat déu. Vian phong nén xem cac
g61 danh cho doanh nghiép thay vi goi gia dinh.

Lan's office has five people who edit the same price quote and work both at home and at the office.
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They need to open files from several devices and edit together. A Microsoft 365 subscription fits
better, since it offers cloud storage and steady updates. The office should look at the business plans
rather than the home plans.

Cach tw quyét dinh — How to decide for yourself

1. Lay mot to gidy, viét s6 may tinh ban s& cai Office va s6 ndm ban dinh dung.
Take a sheet of paper and write down how many computers you will install Office on and
how many years you plan to use it.

2. Tu hoi: ban c6 can soan chung v6i ngudi khac hodc mé tép tir nhiéu thiét bi khong?
Néu c6, nghiéng vé thué bao.
Ask yourself: do you need to edit with other people or open files from several devices? If yes,
lean toward the subscription.

3. Ty hoi tiép: ban c6 mudn dung Copilot hodc tinh ning méi ra mdi thang khong? Néu
¢0, chon thué bao.

Next, ask: do you want Copilot or features that arrive monthly? If yes, choose the
subscription.

4. Néu cé ba cau tra 1oi déu 1a khong, va ban chi dung trén mot may, chon Office Home
2024.

If all three answers are no and you use a single machine, choose Office Home 2024.

5. Xem gi4 hién hanh trén trang chinh thirc ctia Microsoft hodc ctra hang uy quyén, roi
nhan gia thué bao vdi s6 nam dung dé so véi gid mua mot lan.
Check current prices on Microsoft's official site or an authorized store, then multiply the
subscription price by your years of use and compare it with the one-time price.

Tinh tién cho dung — Doing the sums properly

Chénh léch giira hai goi nam & thoi gian dung, khong nam & con s6 mot thang. Thué bao
ré khi ban dung ngén, ban mua mot 1an ré khi ban dung dai. Piém hoa vén 1a lac téng
tién thué bao bang gid mua dut. Ban iy gia mua dit chia cho tién thué bao mot nam dé
tim ra diém do.

The gap between the plans depends on how long you use them, not on the monthly figure. A
subscription is cheaper for short use, and the one-time version is cheaper for long use. The
break-even point is when your subscription payments equal the one-time price. Divide the one-
time price by one year of subscription to find it.

VI DU/ EXAMPLE — Ly s6 tron cho d& tinh, khong phai gia that. Gia sir thué bao 100.000
dd6ng mot thang, vay mot nam 1a 100.000 x 12 = 1.200.000 dong. Gia sir ban mua mét lan gia
3.000.000 dong. Piém hoa vén 1a 3.000.000 + 1.200.000 = 2,5 nim. Dung bdn nam thi thué
bao tn 1.200.000 x 4 = 4.800.000 dong, d4t hon ban mua dut 1.800.000 dong. Ding mot
nam thi thué bao chi tén 1.200.000 déng, ré hon. Nhé ring thué bao con kém dam may va
tinh ndng mai, con ban mua dut thi khong.

Use round numbers for easy sums, these are not real prices. Suppose a subscription costs 100,000
dong a month, so one year is 100,000 x 12 = 1,200,000 dong. Suppose the one-time version costs
3,000,000 dong. The break-even point is 3,000,000 < 1,200,000 = 2.5 years. Over four years the
subscription costs 1,200,000 % 4 = 4,800,000 dong, which is 1,800,000 dong more than buying once.
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Over one year it costs only 1,200,000 dong, which is cheaper. Remember that the subscription also
brings cloud storage and new features, and the one-time version does not.

Khi ngurng tra tidn — When you stop paying

Néu ban ngimg thué bao, tép ctia ban van 1a ctia ban. Nhung tmg dung chuyén sang ché
d6 han ché, thuong chi cho xem va in, khong cho sira. Hiy tai tép tir ddm may vé may
truée khi hét han. Ban mua mot 1an khong c6 chuyén nay: di cai 14 dung duoc day du.

If you stop subscribing, your files are still yours. But the apps switch to a restricted mode,

usually view and print only, with no editing. Download your files from the cloud to your
computer before the plan ends. A one-time version has no such cutoff: once installed, it works in

full.

LOI HAY GAP / COMMON MISTAKE — Nhiéu ngudi mua ban mét lan rdi méi thiy can
soan chung hodc dung Copilot, va phai mua lai. Hay tra 161 ba cau hoi ¢ trén trude khi tra
tién. Mot 16i khac 13 so gia cia mot thang thué bao véi gia mua dut: phai nhan theo sé nim
ban that sy dung.

Many people buy the one-time version, then find they need co-authoring or Copilot, and have to buy
again. Answer the three questions above before you pay. Another mistake is comparing one month of
subscription with the one-time price: multiply by the number of years you will really use it.

LOI HAY GAP / COMMON MISTAKE — Ban c6 thé gip tén Office LTSC 2024 khi tim
mua. P4y 13 ban danh cho khach hang doanh nghiép, mét s6 tinh ning chi c6 & ban nay.
Ngudi ding ca nhan nén chon Office Home 2024 va dirng mua nham.

You may see the name Office LTSC 2024 while shopping. It is made for business customers, and some
features exist only in that edition. Individuals should choose Office Home 2024 and avoid buying the
wrong one.

GHI CHU / NOTE — Hai géi khong cai chong 1én nhau. Néu ban dé c6 thué bao Microsoft
365, ban khong cAn mua thém Office 2024, vi thué bao da c6 sin cac tinh nang do.
The two plans do not stack. If you already have a Microsoft 365 subscription, you do not need to buy

Office 2024, because the subscription already has those features.

1.2. Kiém tra may tinh c6é dii cau hinh chay PowerPoint — 1.2. Checking Whether

Your Computer Can Run PowerPoint

Trude khi cai, ban nén biét may minh chay noi PowerPoint hay khong. Giéng nhu xem
xe ¢6 du chd ngdi trude khi ri ca nha di choi. May thiéu cau hinh van cé thé cai duoc,
nhung s& cham, do, hodc bao 16i khi mé bai c¢6 nhiéu anh va video. Ban can doc nim
thong s6: bo xur ly, RAM, dung luong tréng, dd phan gidi man hinh va phién ban hé diéu
hanh.

Before installing, check that your computer can handle PowerPoint, the way you would check a
car has enough seats before inviting the whole family. An underpowered machine may still
install the app, but it will be slow, freeze, or show errors on files with many pictures and videos.
You need to read five specs: processor, RAM, free storage, screen resolution and operating
system version.
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B xur ly (con goi 1a CPU) 1a "bd ndo" tinh todn ciia may. RAM la bd nhé lam viéc, nhu
mit ban: ban rong thi trai dugc nhiéu gidy cung lic. Dung luong trong 13 chd con lai
trong 6 luu trir. PO phan giai 1a sé diém anh ngang x doc trén man hinh. Hé diéu hanh 1a
Windows hodc macOS, nén dé moi phﬁn mém chay trén do.

The processor (CPU) is the machine's calculating brain. RAM is working memory, like a desk:
the wider it is, the more papers you can spread out at once. Free storage is the space left on your
drive. Resolution is the number of pixels across x down your screen. The operating system,
Windows or macOS, is the base every program runs on.

Hai don vi dé 1an nhau. GHz (gigahertz) do téc d6 lam viéc cua chip. GB (gigabyte) do
dung luwong chira cia RAM hoic 6 luu trit. Chip nhanh khong bu duoc cho RAM thiéu, vi
hai b phan lam hai viéc khac nhau, nhu ngudi 1am nhanh van khong c6 chd dé trai gidy
néu ban qua hep.

Two units are easy to mix up. GHz (gigahertz) measures how fast the chip works. GB (gigabytes)
measures how much RAM or drive space you have. A fast chip cannot make up for too little
RAM, because they do different jobs: a quick worker still has nowhere to spread the papers if the
desk is too small.

Yéu cau toi thi€u can so — Minimum requirements to compare against

Spec

Bo xu 1y 1,6 GHz tr¢ 1én, 2 nhan  Chip Intel hoac chip ARM (Apple)
Processor 1.6 GHz or faster, 2 cores | Intel or ARM-based (Apple) chip

4 GB (ban 32-bit: 2 GB)

RAM 4 GB (32-bit: 2 GB)

4 GB

Dung lugng tréng 10 GB, 6 dinh dang HFS+ hodc APFS

Free storage 4GB 10 GB, drive formatted as HFS+ or APFS
Man hinh 1280 x 768 1280 x 800
Screen
He¢ diéu hanh . Mot trong ba ban macOS méi nhat
) Windows 11 . )
Operating system One of the three most recent macOS versions
GHI CHU / NOTE — Mtic d6 phan giai t6i thiéu tinh khi thu phong & 100%. Néu may dat

125% hay 150%, hiy chia d6 phan giai cho ti 1& d6 rdi méi so. Yéu cau cé thé dbi theo thoi
gian, nén ddi chiéu thém trang yéu cau hé thong cia Microsoft.

The minimum resolution assumes scaling at 100%. If your machine is set to 125% or 150%, divide the
resolution by that scale before comparing. Requirements change over time, so also check Microsoft's
system requirements page.

Néu ban con dinh hop video hodc hoc tryc tuyén qua Teams, muc tdi thiéu chua du thoai
mai. Nén c6 chip tr 2,0 GHz va RAM tir 4 GB trd 1én, cOng thém camera, micro va loa.
Hiéu tmg 1am mo nén can chip hd tro tap 1énh AVX2, nén méay doi qua cii ¢6 thé khong
dung dugc hi€u ung nay.
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If you also plan to join video meetings or online classes in Teams, the minimum is not
comfortable enough. Aim for a chip of 2.0 GHz or faster and 4 GB of RAM or more, plus a

camera, microphone and speakers. The blur-background effect needs a chip that supports AVX2
instructions, so a very old machine may not offer it.

Cach xem trén Windows — How fo check on Windows
1. Bim t6 hop phim Windows+I dé mé Cai dat (Settings), roi chon System, sau d6 cudn
xudng chon About.

Press Windows+I to open Settings, choose System, then scroll down and choose About.

2. Poc dong Processor (tén chip va toc 36 GHz), dong Installed RAM, dong System
type (32-bit hay 64-bit) va muc Windows specifications (phién ban Windows).
Read the Processor line (chip name and GHz), Installed RAM, System type (32-bit or 64-bit)
and the Windows specifications section (Windows version).

3. Ghi lai System type. Néu 1a 32-bit thi RAM t4i thiéu 1a 2 GB, néu 13 64-bit thi can 4
GB.

Note the System type. If it says 32-bit, the RAM minimum is 2 GB; if 64-bit, you need 4 GB.

4. Quay lai System, chon Storage. Xem 6 C: da dung bao nhiéu, con trong bao nhiéu.
Go back to System and choose Storage. See how much of drive C: is used and how much is

free.

5. Quay lai System, chon Display. O muc Display resolution doc d6 phan giai, & muc
Scale doc ti 1€ thu phong.

Go back to System and choose Display. Read the resolution under Display resolution and
the zoom level under Scale.

Cach xem trén Mac — How to check on Mac

1. Bdm biéu twong qua tao & goc trén bén trai man hinh, chon About This Mac.
Click the Apple icon at the top left of the screen and choose About This Mac.

2. Poc dong Chip hoic Processor, dong Memory (chinh 1a RAM) va s phién ban
macOS ghi trong ctra s0.
Read the Chip or Processor line, the Memory line (this is your RAM) and the macOS version
shown in the window.

3. M6 System Settings, chon General, roi Storage dé xem dung lugng tréng.
Open System Settings, choose General, then Storage to see free space.

4. Trong System Settings, chon Displays dé xem do phan giai dang dung.
In System Settings, choose Displays to see the resolution in use.
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Tra nhanh: mdi thong s6 doc & ddu — Quick lookup: where to read each spec

Trén Windows Trén Mac
On Windows On Mac
B¢ xur Dong Chip hodc Processor trong About
ly Dong Processor trong System, About This Mac
Processo .~ The Processor line in System, About The Chip or Processor line in About This
r Mac
RAM Dong Installed RAM trong System, About Dong Memory trong About This Mac
The Installed RAM line in System, About The Memory line in About This Mac
Dung
luong O £ , 2 .
trd System, Storage, sO con trong cua 6 C: General, Storage trong System Settings
;ong System, Storage, the free figure for drive C: General, Storage in System Settings
ree
storage
Man System, Display, muc Display resolution va
hinh Scale Displays trong System Settings
S System, Display, under Display resolution and Displays in System Settings
creen

Scale

VI DU/ EXAMPLE — Mot laptop Windows cho két qua: Processor Intel Core i3 toc do 2,1
GHz, 4 nhan; Installed RAM 8 GB; System type 64-bit; Windows 11; 5 C: con tréng 38 GB;
man hinh 1920 x 1080 & muc Scale 125%. So ting dong: 2,1 GHz 16n hon 1,6 GHz va 4 nhan
hon 2 nhan, dat. RAM 8 GB hon 4 GB, dat. O tréng 38 GB hon 4 GB, dat. Man hinh quy doi:
1920 chia 1,25 dugc 1536, 1080 chia 1,25 dugc 864, tirc 1536 x 864, van 16n hon 1280 x 768,
dat. Windows 11 dat. Két luan: may du cAu hinh, cai duoc.

A Windows laptop shows: Intel Core i3 processor at 2.1 GHz, 4 cores, Installed RAM 8 GB; System
type 64-bit; Windows 11; drive C: with 38 GB free; a 1920 x 1080 screen at Scale 125%. Compare
line by line: 2.1 GHz beats 1.6 GHz and 4 cores beat 2, pass. 8 GB RAM beats 4 GB, pass. 38 GB free
beats 4 GB, pass. Screen converted: 1920 divided by 1.25 is 1536, 1080 divided by 1.25 is 864, so
1536 x 864, still above 1280 x 768, pass. Windows 11 passes. Verdict: the machine meets the
requirements and can install PowerPoint.

VI DU / EXAMPLE — Mot may khac: RAM 2 GB, System type 64-bit, 6 tréng 20 GB, man
hinh 1366 x 768. RAM 2 GB chi bang nira mirc 4 GB can c¢6 cho ban 64-bit, nén may thiéu.
Céc thong sb con lai dat, nhung chi cdn mot dong khong dat 13 ban nén nang RAM hoic d6i
may trudce khi cai.

Another machine: 2 GB RAM, 64-bit, 20 GB free, 1366 x 768 screen. 2 GB RAM is half the 4 GB
needed for a 64-bit install, so the machine falls short. The other specs pass, but one failing line is
enough: upgrade the RAM or change machines before installing.

Vi DU / EXAMPLE — Mot chiéc Mac ghi: chip Apple, Memory 8 GB, hé diéu hanh thudc
nhom ba ban méi nhit, man hinh 1440 x 900, dung lugng con trong 6 GB. Chip Apple dat.
RAM 8 GB hon 4 GB, dat. H¢ diéu hanh dat. Man hinh 1440 x 900 16n hon 1280 x 800, dat.
Nhung 6 tréng 6 GB, thip hon mtrc 10 GB, nén chwa dat. Cach xir 1y: x6a hodc chuyén bét it
nhit 4 GB anh, video cii sang 6 ngoai, roi kiém tra lai s6 "con tréng" trude khi cai.
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A Mac shows: Apple chip, Memory 8 GB, an operating system among the three most recent versions,
a 1440 x 900 screen, and 6 GB free. The Apple chip passes. 8 GB RAM beats 4 GB, pass. The
operating system passes. 1440 x 900 is above 1280 x 800, pass. But 6 GB free is below the 10 GB
needed, so it fails. The fix: delete or move at least 4 GB of old photos and videos to an external drive,
then recheck the free figure before installing.

LOI HAY GAP / COMMON MISTAKE — Nhin nham dung luong 6 cimg téng v6i dung
luong tréng. Méy ghi "512 GB" nhung 6 diy 500 GB thi chi con khoang 12 GB. Hay doc s6
"con trong" hodc "free".

Confusing total drive size with firee space. A machine labeled 512 GB with 500 GB already used has
only about 12 GB left. Read the "free" figure.

LOI HAY GAP / COMMON MISTAKE — Quén ti 1¢ thu phong nén tuéng man hinh da do
phan giai, hodc nghi man hinh 1366 x 768 & 150% van dat. Thyc té 1366 chia 1,5 chi con
khoang 911 diém ngang, dudi mirc 1280.

Forgetting the scale setting, so you think the screen is fine, or that a 1366 x 768 screen at 150% still
passes. In fact 1366 divided by 1.5 leaves about 911 pixels across, below 1280.

LOI HAY GAP / COMMON MISTAKE — Ap mirc RAM 2 GB cuia ban 32-bit cho may 64-
bit. Mtrc 2 GB chi danh cho ban 32-bit, nén hady xem dong System type trudc khi so RAM.
Applying the 2 GB RAM figure of 32-bit to a 64-bit machine. The 2 GB level is for 32-bit only, so
check the System type line before comparing RAM.

LOI HAY GAP / COMMON MISTAKE — Chi nhin tén hé diéu hanh ma bé qua s6 phién
ban. Trén Mac, ban macOS cta ban phai ndm trong ba ban méi nhat, va danh sach nay d6i
mdi khi Apple phat hanh ban méi.

Looking only at the operating system name and skipping the version number. On a Mac, your macOS
must be among the three most recent versions, and that list shifts each time Apple releases a new one.

MEO / TIP — Chup man hinh trang About r6i luu lai. Khi can hoi nguoi hd trg hoic cira
hang, ban chi can guri anh do.

Take a screenshot of the About page and keep it. When you ask a support person or a shop for help,
you can simply send that image.

1.3. Cai dit, diing nhap tai khoan va mé PowerPoint 1an dau — 1.3. Installing,
Signing In and Opening PowerPoint for the First Time

Trude khi dung PowerPoint, ban can hai tha: mot tai khoan Microsoft va mot ban Office
da cai 1én may. Tai khoan Microsoft giéng chia khoa nha: no chimg minh ban cé quyén
dung phan mém va giup luu bai 1én mang. Cac budc sau di theo thir tu: dang nhép, cai
ddt, m¢ lan dau, roi nhan biét man hinh bét dau.

Before you use PowerPoint, you need two things: a Microsoft account and a copy of Office
installed on your computer. A Microsoft account works like a house key: it proves you may use
the software and lets you save files online. The steps run in order: sign in, install, launch for the
first time, then recognize the Start screen.
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Chuan bi — Before you start

* Tai khoan Microsoft: dia chi email (Outlook, Gmail hoac email co quan) da dang ky
véi Microsoft. Chua c6 thi tao m&i mién phi & trang diing nhap.
A Microsoft account: an email address (Outlook, Gmail or a work email) registered with
Microsoft. If you have none, create one for free on the sign-in page.

+ G6i Office di chon & muc 1.1, thué bao Microsoft 365 hodc ban mua mdt 1an, gén Vo1
tai khoan do.
The Office plan you chose in section 1.1, either a Microsoft 365 subscription or a one-time
purchase, linked to that account.

« Két ndi internet 6n dinh, vi bo cai tai vé kha nang.
A stable internet connection, because the installer is a large download.

« O dia con tréng di chd. Nén chira thém vai gigabyte (GB) ngoai dung luong b cai ghi
trén trang tai.
Enough free disk space. Leave a few extra gigabytes (GB) beyond the installer size shown on
the download page.

« Quyén cai phin mém trén may. May cta co quan hoic trudng hoc thuong khoa viec
cai dat, lac d6 ban can ngudi quan tri may cho phép hodc cai giup.
Permission to install software. Computers owned by a company or school often block
installs, so you may need the administrator to allow it or to install it for you.

Pang nhap, tai va cai dat — Signing in, downloading and installing

1. Mo trinh duyét web, vao trang office.com roi bAm Piang nhép (Sign in).
Open a web browser, go to office.com and click Sign in.

2. G& email cia tai khoan di mua hodc duoc cip goi Office, bdm Tiép theo, rdi gd mat
khau.
Type the email of the account that bought or was given the Olffice plan, click Next, then type
the password.

3. Sau khi vao trang chu, tim nit Cai dat ung dung (Install apps) & géc trén bén phai va
bam vao. Tén nut c6 thé khac doi chut tiiy phién ban trang.
On the home page, find the Install apps button at the top right and click it. The button label
may differ slightly depending on the page version.

4. Chon muc cai cac tmg dung Microsoft 365. Trinh duyét s& tai mot tép cai nho vé thu
muc Tai xuéng (Downloads).

Choose the option to install the Microsoft 365 apps. The browser downloads a small
installer file to your Downloads folder.

5. M¢ tép vira tai, néu Windows hoi quyén thi bAm C6 (Yes). Mdy tai va cai tiép, mat
vai phat dén vai chyc phut tiiy duong truyén.
Open the downloaded file and click Yes if Windows asks for permission. The computer keeps

downloading and installing, which takes a few minutes to a few dozen minutes depending on
your connection.

6. Cho dén khi hién thong bao cai xong rdi bam Pong (Close). Pung tit may giira
chung.
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Wait until the "all done" message appears, then click Close. Do not shut the computer down
halfway.

M6 PowerPoint 1an dau — Opening PowerPoint for the first time

1. Bam nut Start cia Windows, gd PowerPoint, rdi bam vao két qua PowerPoint.
Click the Windows Start button, type PowerPoint, then click the PowerPoint result.

2. Néu hién hop chip nhan thoa thuan cap phép, bAm Chap nhan (Accept).
If a license agreement box appears, click Accept.

3. Néu may yéu ciu dang nhép, g lai email va mat khiu cua dung tai khoan co goi
Office.
If the app asks you to sign in, type the email and password of the account that holds the
Office plan.

4. Néu c6 hop hoi vé dit liéu chan doan hoac tinh nang mai, chon theo y ban roi tiép tuc.
Chon gi cling khong anh hudng viéc lam bai.
If a box asks about diagnostic data or new features, choose what you prefer and continue.
Either choice leaves your work unaffected.

5. Khi PowerPoint dang mo, bam chudt phai vao biéu tuong cua no trén thanh tac vu
(taskbar, dai biéu twong ndm doc ddy man hinh), roi chon Ghim vao thanh tac vu (Pin
to taskbar). Lan sau chi cAn bAm mot 1an 1a mé duoc.

While PowerPoint is open, right-click its icon on the taskbar (the strip of icons along the
bottom of the screen), then choose Pin to taskbar. Next time, one click opens it.

6. Kiém tra goi d3 gin ding chua: mé mot ban trinh bay trong, bim File (Tép) & goc
trén bén trai, roi chon Tai khoan (Account). Trang nay ghi tén tai khoan dang dung va
thong tin san pham.

Check that the plan is linked correctly: open a blank presentation, click File at the top lefi,
then choose Account. That page shows the account in use and the product information.

Nhan biét man hinh bat dau - Recognizing the Start screen

Mo xong, ban chua thiy trang chiéu ngay ma gip man hinh bat dau. Cot bén trai co cac
muc nhu Trang chu (Home), Mdi (New) va Mé (Open). Phan giita phia trén 1a cac mau
thiét ké, trong d6 c6 Ban trinh bay trong (Blank Presentation). Phia dudi 1a danh sach tép
ban méi dung, lac dau con tréng. Tén tai khoan da dang nhap hién & goc trén bén phai.

After launch you do not see a slide yet. You land on the Start screen. The left column has items
such as Home, New and Open. The upper middle shows design templates, including Blank

Presentation. Below sits the list of files you used recently, empty at first. The signed-in account
name appears at the top right.

Mudn thir ngay, bam Ban trinh bay tréng. Mot trang chiéu trang md ra, 6 1a man hinh
lam viéc ban s€ hoc & cac muc sau.

To try it now, click Blank Presentation. A white slide opens, and that is the working screen you
will learn in the next sections.
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Muc M¢é dung khi ban da co tép: bam vao d6 rdi chon tép trong may hodc trén mang.
Muc Méi dung khi mudn bat dau bai mai tir mot mau ¢ san. Danh sach tép gan day ty
day 1én khi ban lam viéc, gidng ngan kéo dé nhiing gidy to vira dung.

Open is for files you already have: click it, then pick a file from your computer or from online
storage. New is for starting a fresh presentation from a ready-made template. The recent files list
fills up as you work, like a drawer holding the papers you just used.

VI DU/ EXAMPLE — Chj Lan c6 hai email: lan@congty.vn do co quan cép va
lan.cv@gmail.com cua riéng chi. Goi Microsoft 365 chi mua bang email Gmail. Chi mé
PowerPoint, g& email co quan, va may béo chua c6 quyén dung. Chi bAm vao tén tai khoan &
goc trén bén phai, chon Pang xuét (Sign out), rdi ddng nhép lai bing Gmail. Lan nay
PowerPoint m¢ binh thuong va hién tén Gmail ¢ goc.

Lan has two emails: lan@congty.vn from her employer and her own lan.cv@gmail.com. She bought
her Microsoft 365 plan with the Gmail address. She opens PowerPoint, types her work email, and the
app says she has no access. She clicks the account name at the top right, chooses Sign out, then signs
in again with Gmail. This time PowerPoint opens normally and shows the Gmail name in the corner.

Vi DU/ EXAMPLE — Anh Minh thiy trang tai ghi bd cai khoang 4 GB. Anh muén chira
thém 3 GB, vay can it nhat 4 + 3 = 7 GB trong. M¢ This PC, 6 C chi con 6 GB, tirc thiéu 7 —
6 = 1 GB. Anh chuyén 2 GB anh cii sang 6 ngoai, 6 C con 6 + 2 = 8 GB, 16n hon 7 GB. Anh
chay bo cai va cai xong khong bao 1.

Minh sees that the download page lists an installer of about 4 GB. He wants 3 GB spare, so he needs
at least 4 + 3 = 7 GB free. He opens This PC and the C drive has only 6 GB left, whichis 7 — 6 = 1
GB short. He moves 2 GB of old photos to an external drive, so C now has 6 + 2 = 8 GB, more than 7
GB. He runs the installer and it finishes with no error.

LOI HAY GAP / COMMON MISTAKE — Ding nhap nham tai khoan co quan va c4 nhan.
Goi Office gan voi mot email cu thé, nén dung sai email thi may bao chua c6 gidy phép hoic
chi cho xem. Nh¢ lai email luc mua, dang xuét r0i vao lai. Véi may co quan, hdi by phan
cong nghé thong tin xem ban Office d6 gan voi email nao.

Signing in with the wrong account, work or personal. An Office plan is tied to one specific email, so
the wrong one gives a "no license" message or view-only mode. Recall the email used at purchase,
sign out and sign in again. On a work computer, ask the IT department which email the Office copy is
tied to.

LOI HAY GAP / COMMON MISTAKE — May thiéu chd tréng khi cai. B cai dimg giira

chimg va bao 18i khong du dung lugng. Mé This PC (May tinh nay) xem 6 C con bao nhiéu,

x0a hodc chuyén bét anh, video, tép cii sang 6 khac, roi chay lai tép cai.

Not enough free space during install. The installer stops partway and reports a lack of storage. Open
This PC, check how much the C drive has left, delete or move old photos, videos and files elsewhere,

then run the installer again.

LOI HAY GAP / COMMON MISTAKE — Cai xong ma gd PowerPoint vio Start khong
thdy gi. Thuong 13 bo cai van dang chay ngdm hodc may chua nap xong danh sach tng dung.
Cho vai phit, khai dong lai may rdi tim lai. Van khong thay thi chay lai tép cai da tai.

You type PowerPoint into Start after installing and nothing appears. Usually the installer is still
running in the background or the app list has not refreshed. Wait a few minutes, restart the computer
and search again. If it is still missing, run the downloaded installer once more.
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MEO / TIP — Trén man hinh bt dau, nhan Alt rdi xem chit cai hién bén canh cac nut. D6 1a
cach dung ban phim thay chudt, ban s& gip lai & phan phim tat.

On the Start screen, press Alt and look at the letters that appear next to the buttons. This is how to use
the keyboard instead of the mouse, and you will meet it again in the shortcuts part.

1.4. Dai bang, thé 1énh va thanh cong cu truy nhiap nhanh - 1.4 The Ribbon, Its
Tabs and the Quick Access Toolbar

Dai bang (Ribbon) 1a dai 1énh nim ngang phia trén man hinh. Hay hinh dung mot cai ké
do nghé chia nhiéu ngan: dung cu cung vi¢c nam chung mdt ngédn, nén ban khéi luc ca
kho. PowerPoint c6 hang tram l1énh, va dai bang xép chiing theo viéc ban dang lam.

The ribbon is the wide strip of commands across the top of the window. Picture a toolbox with

labelled compartments: tools for the same job sit together, so you never dig through everything.
PowerPoint has hundreds of commands, and the ribbon sorts them by the task you are doing.

Dai bing co ba tang. Hang tén & trén cing 1a cac thé (tab). BAm mot thé thi bén dudi hién
ra cdc nhom 1énh. Mdi nhom cé tén nho & ddy va chaa cac nit cung loai. Vi du: thé
Trang dau c6 nhém Poan vin, trong d6 c6 nit Dau dau dong.

The ribbon has three levels. The row of names at the top holds the tabs. Click a tab and its
groups appear underneath. Each group has a small label at the bottom and holds buttons of one
kind. For example, the Home tab has a Paragraph group, and that group holds the Bullets
button.

Tam thé ban dung nhiéu nhit — The eight tabs you will use most

Doc tén thé 1a doan dugc viéc. Bang sau tom tat tung thé dé ban tra lai khi can:

A tab's name tells you its job. Use this table to look each one up later:

Thé Dung dé lam gi Nhém Iénh tiéu biéu
Tab What it is for Typical groups
Trang Léln’l vié? hang ngay: dan, thém trang Béng nhé tam, Trang chiéu, Phong chi,
du chiéu, do6i chit, can doan, v€ hinh. Poan van, Ban v€, Chinh stra.
Home Everyday work: paste, add slides, change Clipboard, Slides, Font, Paragraph, Drawing,
text, align paragraphs, draw shapes. Editing.
Dua thém thtr méi vao trang: bang, anh,
biéu do, lién két, hop chir, video, am Bang, Hinh anh, Hinh minh hoa, Lién két,
Chen thanh. Van ban, Ky hiéu, Phuong tién.
Insert Put something new on the slide: tables, Tables, Images, Illustrations, Links, Text,
pictures, charts, links, text boxes, video, Symbols, Media.
audio.
Déi dién mao ca bai: chi d&, mau, kich
Thiétké thudc trang, nén. Chu d&, Bién thé, Tuy chinh.
Design Change the look of the whole deck: theme, Themes, Variants, Customize.

colours, slide size, background.
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Thé
Tab

Chuyén Chon cach mot trang chiéu hién ra khi , 2 LA R
e o ) Xem trudce, Chuyén ti€p sang trang nay,
tiep chuyén tu trang trudc sang. Thoi gian.
Transitio  Choose how a slide appears when you move . . R .
. Preview, Transition to This Slide, Timing.
ns on from the previous one.
Hoat Lam chir va hinh trén mdt trang chiéu Xem trude, Hoat hinh, Hoat hinh nang cao,
hinh xuét hién, nhan manh hodc bién mét. Thoi gian.
Animatio = Make text and objects on one slide appear, Preview, Animation, Advanced Animation,
ns stand out or leave. Timing.
Trinh
chiéu  Thiét lap va bat dau chiéu bai. Bit dau trinh chiéu, Thiét 1ap, Man hinh.
Slide Set up and start the show. Start Slide Show, Set Up, Monitors.
Show
Soat bai: chinh ta, trg nang, chu thich, so Kiém 16i, Tro nang, Ngon ngit, Chu thich,
Xemlai sanh ban. So sanh.
Review Check the deck: spelling, accessibility, Proofing, Accessibility, Language, Comments,
comments, comparing versions. Compare.
D Déi cach nhin béii dang xem, thu phong,  Dang xem ban trinh béy,v Dang xem cai,
Xe'm duong ludi, cira so. Hién, Thu phong, Ctra so.
View Change how you look at the deck: views, Presentation Views, Master Views, Show,

Dung dé lam gi
What it is for

zoom, gridlines, windows.

Nhom Iénh tiéu biéu

Typical groups

Zoom, Window.

Ngoai tdm thé nay con c6 thé V&, Ghi, Trg gitp. Khi ban chon mdt anh hay bang,
PowerPoint con hién thém thé riéng cho doi tuong do, va thé éy bién mét khi ban bam ra
ngoai.

Besides these eight there are the Draw, Recording and Help tabs. When you select a picture or a
table, PowerPoint also shows an extra tab for that object, and it vanishes when you click away.

Phéan b trg (add-in, chuong trinh cai thém vao PowerPoint) ciing ¢ thé thém thé méi.
Néu méy ban c6 thé la ma méay nguoi khac khong c6, d6 thuong 1a 1y do.

Add-ins, which are extra programs installed into PowerPoint, can also add tabs of their own. If
your ribbon has a tab that a colleague's does not, that is usually why.

Thanh cong cu truy nhap nhanh — The Quick Access Toolbar

Thanh cong cy truy nhap nhanh (Quick Access Toolbar) 1a hang niit nho ludn hién, bat ké
ban dang m¢ thé nao. N6 nhu ngan kéo dat ngay canh tay: ban bd vao d6 nhiing 1¢énh
dung lién tuc.

The Quick Access Toolbar is a small row of buttons that stays visible whatever tab is open. Think
of a drawer right beside your hand: you keep your most-used commands in it.

Céach nhanh nhat dé thém 1énh 13 bdm chudt phai vao nit trén dai bang. Vi du ta thém nit
Co dinh dang (Format Painter), dung dé chép kiéu chit tir chd nay sang chd khéc:

The quickest way to add a command is to right-click its button on the ribbon. As an example, add
Format Painter, the button that copies text styling from one place to another:
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1. Bdm thé Trang dau, tim nhom Bang nhd tam.
Click the Home tab and find the Clipboard group.

2. BAm chuét phai vao nut Co dinh dang.
Right-click the Format Painter button.

3. Chon dong Thém vao Thanh cong cu Truy nhap Nhanh trong menu hién ra.
Choose the line that says Add to Quick Access Toolbar in the menu.

4. Nhin 1én goc trén cung bén trai: ntit Co dinh dang d3 nam trong thanh. Bim sang thé
Chén, nut van con do.
Look at the top-left corner: the Format Painter button now sits in the toolbar. Switch to the
Insert tab and it is still there.

Mudn bo nit, bAm chudt phai vao no6 trén thanh roi chon dong xo04 khéi thanh.

To remove a button, right-click it on the toolbar and choose the line that removes it.

Lénh nao ban hay ding ma khong c6 phim tit riéng thi nén dua vao thanh nay. Khi dé né
c6 san mot phim tat: nhan Alt rdi gd s6 hién trén nut.
Any command you use often that has no shortcut of its own belongs on this toolbar. It then gets a
shortcut for free: press Alt, then type the number shown on the button.

M¢ thé bi‘ing phim Alt — Opening tabs with the Alt key
Phim Alt cho ban diéu khién dai bang khong can chudt. Nhan rdi nha Alt, cac chir cai nhod
goi 1a Meo Phim (Key Tips) hién canh timg thé va timg ntt. G chir d6 dé vao thé, rdi go
tiép chir trén nat can ding.
The Alt key lets you drive the ribbon without a mouse. Press and release Alt, and small letters

called Key Tips appear next to every tab and button. Type a letter to enter that tab, then the
letter on the button you want.

Phim Mé thé
Keys Opens

Alt+H Trang dau
Home
Alt+N Chen
Insert
AIG Thlﬁ.lt ke
Design
ALK Chuxep tiép
Transitions
AltA HO.@t h¥nh
Animations
Alt+S Trinh chiéu

Slide Show
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Phim Mé thé
Keys Opens

Alt+R Xem lai
Review

AlW D.e_lng xem
View

Céc nut trén thanh truy nhap nhanh ciing duoc danh sb khi ban nhan Alt. Nhan Alt rdi gd
sd cia ndt 13 chay 1énh ngay. Alt+Q dua con tro vao 6 Cho toi biét hodc Tim kiém, noi
ban g0 tén viéc can lam. Ctrl+F1 thu gon hoac bung dai bang.

The buttons on the Quick Access Toolbar get numbers too when you press Alt. Press Alt, then

type a button's number to run it at once. Alt+Q puts the cursor in the Tell me or Search box,
where you type the task you need. Ctrl+F1 collapses or expands the ribbon.

Vi DU/ EXAMPLE — Ban mudn mé thé Thiét ké dé ddi chu dé. Nhan Alt, thay chit G canh
thé Thiét ké, g& G. Thé mo ra, cac nhém Chu dé, Bién thé, Tuy chinh hién 1én, va ban chon
mot chu dé bang chudt hodc phim mii tén. Ca chudi chi mat hai nhip bam.

You want the Design tab to change the theme. Press Alt, see the letter G beside Design, and type G.
The tab opens, the Themes, Variants and Customize groups appear, and you pick a theme with the
mouse or the arrow keys. The whole sequence takes two keypresses.

Mot sd ban PowerPoint van nhan cac phim Alt kiéu cii, nhu Alt r6i E (Chinh stra), V
(Xem), I (Chén). Khi ban gé kiéu d6, mot thong béo hién 1én néi ban dang dung phim
truy nhap ctia ban cii. Biét tron chudi phim thi cir gb tiép. Khong biét thi nhan Esc va
dung Meo Phim.

Some versions of PowerPoint still accept the old Alt menu keys, such as Alt then E (Edit), V
(View) or I (Insert). When you type one, a notice pops up saying you are using an access key

from an earlier version. If you know the whole sequence, carry on. If not, press Esc and use the
Key Tips.

Di quanh dai bang bi‘ing phim miii tén — Moving around the ribbon with arrow keys

Meo Phim nhanh khi ban d3 nhé chit. Khi chua nhé, hiy di ting buéc. Tiéu diém (focus)
la 6 dang dugc chon, thuong hi¢n bé‘mg mot khung vién quanh nut. Ban doi tiéu diém té6i
nt trude, r6i moi kich hoat nat.

Key Tips are quick once you remember the letters. Until then, go step by step. Focus is the box

currently selected, usually shown as an outline around a button. You move the focus to a button
first, then activate it.

1. Nhan Alt hoic F10. Tiéu diém nhay 1én thé dang mo.
Press Alt or F10. The focus jumps to the tab that is open.
2. Nhan miii tén trai hoic phai dé sang thé bén canh.
Press the left or right arrow to move to the neighbouring tab.
3. Nhan Tab dé di vao cac 1énh trong thé. Nhan Shift+Tab dé i lai.
Press Tab to walk through the commands in the tab. Press Shift+Tab to go back.

Tai liéu nay dugc bién soan boi ddi ngli ciia website: https://tailicuso.vin
Trang 20



Huéng dan st dung PowerPoint / PowerPoint Step by Step: A Practical Guide

4. Dung cac mili tén dé di giita cac muc trong dai bang.
Use the arrow keys to move between items on the ribbon.
5. Nhan Phim cach hoic Enter dé bam niit dang c6 tiéu diém.
Press Spacebar or Enter to click the button that has the focus.
Béang sau gom cac phim hay dung khi da ding trong dai bang:

Use this table for the keys you need once you are inside the ribbon:

Viéc no6 lam

What it does

Alt+miii tén
xuong
Alt+Down arrow

M¢ menu cta nat dang chon.
Opens the menu of the selected button.

Hién chu giai cong cu cua thanh phan dang co tiéu diém.

Ctrl+Shift+F10 i
Shows the tooltip of the item that has the focus.

M¢ menu ngilr canh, tirc menu hién khi ban bam chuot phai.
Opens the context menu, the one you get from a right-click.

Shift+F10

Vi DU/ EXAMPLE — Ban mudn kiém chinh td ma tay dang trén ban phim. Nhan Alt+R dé
mé thé Xem lai. Nhan Tab vai lan cho t6i khi khung vién nam trén nat kiém tra chinh ta, rdi
nhin Enter. Ban khong cham chudt lan nao.

You want to run the spell check with your hands on the keyboard. Press Alt+R to open the Review tab.

Press Tab a few times until the outline sits on the spelling button, then press Enter. You never touch
the mouse.

Ngan tac vu bi‘ing ban phim - Task panes with the keyboard

Ngin tac vu (task pane) 1a khung phy mo bén canh trang chiéu, vi du khung chinh dinh
dang hinh. Mubn 1am viéc trong khung 6 ma khong dung chudt:

A task pane is a side panel that opens next to the slide, such as the panel for formatting a shape.
To work inside it without a mouse:

1. Nhan F6 dé nhay tir ving dang dimg sang ngan tac vu. C6 thé phai nhan F6 vai lan.
Press Fo6 to jump from where you are into the task pane. You may need to press it more than
once.

2. Nhan Tab dé sang tuy chon ké tiép, Shift+Tab dé quay lai tiy chon trudc.
Press Tab for the next option and Shift+Tab for the previous one.

3. Nhin Ctrl+Phim cich dé hién menu cua ngan, c6 cac 1énh nhu Di chuyén, Kich cag,
Dong.
Press Ctrl+Spacebar to show the pane's menu, with commands such as Move, Size and
Close.

4. Dung mili tén 1én xudng chon 1énh, rdi nhan Enter. Vi Di chuyén hodc Kich ¢&, dung
mili tén dé doi hodc dbi ¢& ngan.
Pick a command with the up and down arrows, then press Enter. After Move or Size, use the
arrow keys to move or resize the pane.
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Mudn déng nhanh ngin dang mé, nhan Ctrl+Phim cach rdi go C.
To close the open pane quickly, press Ctrl+Spacebar and then type C.

LOI HAY GAP / COMMON MISTAKE — Giit Alt thay vi nhan rdi nha, nén Meo Phim
khong hién diing hodc gd chir ra két qua la. Hiy nhan nhe va tha tay.

Holding Alt down instead of tapping it, so the Key Tips misbehave or the letters do something odd.
Tap and release.

LOI HAY GAP / COMMON MISTAKE — Dai bang dot nhién chi con tén thé, khong thay
nat. D6 1a do bi thu gon, thudng vi ai d6 nhan Ctrl+F1. Nhén lai t6 hop iy dé bung ra.

The ribbon suddenly shows only tab names and no buttons. It has been collapsed, often by a stray
Ctrl+F1. Press it again to expand.

LOI HAY GAP / COMMON MISTAKE — Tim mii khéng thdy thé Hoat hinh hay nit cia
anh. Thé riéng cho anh, bang chi hién khi ban dang chon déi tuong do, nén hay bam chon né
trudc.
Not finding a tab for a picture or a table. Those tabs appear only while the object is selected, so click
it first.

LOI HAY GAP / COMMON MISTAKE — Nh4n F6 ma tiéu diém khong vao ngan tac vu.
Ngin c6 thé chua mé, hoic tiéu diém dang ding ¢ vung khac. Mé ngan trude, roi nhin F6
thém vai 1an.

Pressing F6 and the focus does not enter the task pane. The pane may not be open yet, or the focus is
parked in another area. Open the pane first, then press F6 a few more times.

LOI HAY GAP / COMMON MISTAKE — Nhén Alt roi g s6 ma khong c6 gi chay. S6 trén
nut phu thudc vao thir ty nat trong thanh truy nhap nhanh, nén thém hodc bét nut s& lam s6
d6i. Nhin Alt va doc lai s truée khi 6.

Pressing Alt and typing a number, but nothing runs. A button's number depends on its position in the
Quick Access Toolbar, so adding or removing buttons changes the numbers. Press Alt and read the
number again before typing.

1.5. Ngan hinh thu nhé, viing soan thao, thanh trang thai va thu phong - 1.5.
Thumbnail Pane, Editing Area, Status Bar and Zoom

Khi m¢ mét ban trinh bay trng, ctra s6 PowerPoint chia thanh vai ving. Mdi ving lam
mot viée riéng. Biét tén va chd ciia chung, ban s& khong lac khi thay ¢ hay dong nghiép
bao "bdm vao ngin bén trai" hodc "gd vao ngin ghi cha".

When you open a blank presentation, the PowerPoint window is split into a few areas, each with
its own job. Once you know their names and positions, you won't get lost when someone says
"click the left pane" or "type in the Notes pane".

Bon vung chinh cta cira s0 — The four main areas of the window

Hay hinh dung mét cuén album anh. Bén canh 12 muc luc anh nho, ¢ giira 13 trang dang
mo, dudi trang c6 chd ghi chi tay, dudi cuing 14 thanh bao sb trang. PowerPoint ciing bd
tri nhu vay.

Picture a photo album. A strip of small previews sits on the side, the open page is in the middle,

a space for handwritten notes sits under the page, and a page counter runs along the bottom.
PowerPoint is laid out the same way.

Tai li€u nay duogc bién soan boi doi ngli ciia website: https://tailieuso.vin
Trang 22



Huéng dan s dung PowerPoint / PowerPoint Step by Step: A Practical Guide

« Ngin hinh thu nhé (Thumbnail pane) ndm bén trai. N6 xép cac trang chiéu thanh cot
anh nho, theo thur tu trinh bay. Bim vao mot anh dé nhay toi trang do, kéo anh Ién
xudng dé doi thi ty.

The Thumbnail pane is on the left. It lists your slides as a column of small pictures, in
presentation order. Click one to jump to that slide, or drag it up or down to reorder.

« Viing soan thao (Editing area) nim & gitra. Pay 1a trang chiéu dang ma, noi ban gd
chit, chén anh va kéo tha dbi tuong. Cac khung chim nét dirt nhu "Click to add title"
1a khung gitr chd, tirc chd danh sin dé ban gd ndi dung vao.

The Editing area is in the center. It shows the open slide, where you type text, insert pictures

and drag objects around. The dotted boxes such as "Click to add title" are placeholders,
spots reserved for your content.

« Ngin Ghi chii (Notes pane) nam ngay dudi trang chiéu. Ban g 101 dinh néi vao day.
Khan gia khong thay phan nay khi trinh chiéu.
The Notes pane sits right under the slide. Type what you plan to say here. The audience
doesn't see it during the show.

« Thanh trang thai (Status bar) 1a dai mong dudi ciing cira s6. Bén trai cho biét ban dang
& trang thir may trén tong sb trang. Bén phai c6 niit Ghi chi, cac niit chon dang xem
va thanh trugt thu phéng.

The Status bar is the thin strip at the bottom of the window. On the left it shows which slide

you are on out of the total. On the right are the Notes button, the view buttons and the zoom
slider.

Bat, tat ngan Ghi cha - Showing and hiding the Notes pane

C6 khi ngan Ghi chu khong hién, ban chi théy trang chiéu va mot thanh tréng bén dudi.
Pumng lo, ngin nay chi dang dugc an.

Sometimes the Notes pane is missing and you see only the slide with an empty bar below it. Don't
worry: the pane is just hidden.

1. Nhin xudng thanh trang thai, géc dudi bén phai cira so.
Look at the Status bar in the lower-right corner of the window.

2. Bam nuat Ghi chii (Notes). Ngan Ghi chu truot 1én dudi trang chiéu.
Click the Notes button. The Notes pane slides up under the slide.

3. Bam vao ngan, gd vai dong thir. BAm niit Ghi chi 1an nira dé an lai.
Click inside the pane and type a line or two. Click the Notes button again to hide it.

4. Mubn chinh d¢ cao ngan, dua chudt vao dudng ngin giita trang chiéu va ghi chi, khi
con tré d6i hinh thi kéo 1én hoic xubng.
To change the pane's height, move the mouse onto the divider between the slide and the
notes, and when the pointer changes shape, drag up or down.

MEO / TIP - Bam Alt rdi W, P, N cling bat hoac an ngan Ghi chu. Bam lan luot tung phim,
khong gitr cung luc.

Pressing Alt, then W, P, N also shows or hides the Notes pane. Press the keys one after another, not
all together.
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Loi ghi chii con ¢6 chd dung khac. Khi ban trinh chiéu trén may ndi véi man hinh thi
hai, PowerPoint ty md dang xem Dién gia (Presenter View). Man hinh ctia ban hién ghi
cht va dong ho dém gio, khan gia chi thdy trang chiéu. Chi c6 mot man hinh ma van
mudn thir, bAm Alt+F5.

Notes have another use. When you present on a computer connected to a second display,
PowerPoint opens Presenter View automatically. Your screen shows the notes and a running
timer, while the audience sees only the slide. With a single display you can still try it by pressing
Alt+FS5.

Phoéng to, thu nhé trang chiéu — Zooming in and out

Thu phoéng (Zoom) 1a d6i d6 to cia trang chiéu trén man hinh. N6 giéng viéc ghé sat hay
Iui xa khi xem mot btrc tranh. Khi phéng to, ban chinh chi tiét nho d& hon. Khi thu nho,
ban thiy ca trang. Thu phong chi di cach ban nhin, khong doi kich thudc that cia trang
khi chiéu hay in.

Zoom changes how large the slide looks on your screen, like stepping closer to a painting or

backing away. Zoom in to fix small details; zoom out to see the whole slide. It only changes your
view, not the real size of the slide when you present or print.

1. BAm vao ving trang chiéu dé chac chan n6 dang duge chon.
Click on the slide area so it is the active part of the window.
2. Bam Ctrl va dau cong (+) dé phong to. Mdi 1an bam, trang to thém maot nac.
Press Ctrl and the plus sign (+) to zoom in. Each press enlarges the slide one step.
3. Bam Ctrl va dau trtr (-) dé thu nho, mdi 1an mét nac.
Press Ctrl and the minus sign (-) to zoom out, one step at a time.
4. Bam Ctrl+Alt+O dé thu phong vira khit, tirc trang chiéu vira day ving soan thao.
Press Ctri+Alt+O to fit the slide to the window, so it fills the editing area exactly.
Ban ciing ¢ thé kéo thanh trugt thu phong & goc dudi bén phai thanh trang thai. Kéo
sang phai thi phong to, sang trai thi thu nho. Con s6 phan trim bén canh cho biét mirc
hién tai. BAm vao con sd d6 dé mé hop thoai Thu phong (Zoom) va chon mirc co san.
Bam Alt+W, Q ciing mé hop thoai nay.
You can also drag the zoom slider in the lower-right corner of the Status bar: right to zoom in,

left to zoom out. The percentage beside it shows the current level. Click that number to open the
Zoom dialog box and pick a preset. Alt+W, Q opens the same box.

Nt ndm ngay bén phai thanh truot, hinh 6 vudng c6 mili tén, ciing dua trang vé mirc vira
khit. Nut nay tién khi ban 16 phong qua tay.

The button just right of the slider, a square with arrows, also returns the slide to the fit-to-
window level. It helps when you have zoomed too far.

Vi DU/ EXAMPLE — Ban dang chinh mot dong chit nho & géc trang va kho nhin. Bam
Ctrl+déu cong ba lan, trang to Ién, ban stra xong. Sau do6 bam Ctrl+Alt+O. Ca trang hién lai
vira khit cira s6, ban kiém tra téng thé bé cuc.

You are editing a tiny line of text in the corner and can hardly see it. Press Ctri+plus three times, the
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slide grows, and you finish the edit. Then press Ctrl+Alt+0O. The whole slide fits the window again
and you can check the overall layout.

Nhay giira cac ving bang ban phim — Moving between areas with the keyboard

P6i ving khong nhat thiét phai dung chudt. Phim F6 di vong qua cic ngin cia cira s6
theo chiéu kim dong ho. Shift+F6 di theo chiéu nguoc lai. Cach nay tién khi hai tay dang
dit sin trén ban phim.

You don't always need the mouse to change areas. F6 cycles through the panes of the window

clockwise, and Shift+F6 goes the other way. This is handy when both hands are already on the
keyboard.

1. M¢ ban trinh bay ¢ dang xem Thong thuong (Normal), tire dang c¢6 di ngan hinh thu
nho, trang chiéu va ghi chu.
Open the presentation in Normal view, the layout that shows the Thumbnail pane, the slide
and the Notes pane.

2. Bam F6 mét 1an. Tiéu diém, tc ving dang nhan phim ban g3, chuyén sang ngin ké
tiép.
Press F6 once. The focus, meaning the area that receives the keys you type, moves to the
next pane.

3. Bam F6 tiép, mdi 1an nhin xem tiéu diém dang & dau, cho tdi khi ti ving can. L& di
qua thi bAm Shift+F6.
Keep pressing F6, checking where the focus is after each press, until you reach the area you
need. If you overshoot, press Shift+Fo.

Vi DU/ EXAMPLE — Ban vira gd xong tiéu dé trang 2 va mudn viét 1i n6i. Bam F6 vai lan
cho t&i khi tiéu diém vao ngian Ghi chu, g "Mé dau biang mot cdu hoi cho ca 16p". Xong bam
Shift+F6 dé quay lai trang. Ban khong phai cham chudt 1an nao.

You have just typed the title of slide 2 and want to write what you'll say. Press F6 a few times until the

focus lands in the Notes pane, then type "Open with a question for the class". Press Shift+F6 to return
to the slide. You never touched the mouse.

Poi thir twr va nhan ddi trang & ngin bén trai — Reordering and duplicating slides in the
left pane

Ngoai kéo tha, ban c6 thé ding phim dé doi trang. Cach nay chinh xac hon khi ban trinh
bay c6 hang chuc trang va anh nhé nam sat nhau. Nhan di trang 13 tao mot ban sao dat
ngay sau trang gdc, hop dé 1am trang mai c6 bd cuc gidng trang cil.

Besides dragging, you can move slides with keys. It is more precise when the deck has dozens of

slides packed close together. Duplicating a slide makes a copy placed right after the original,
which suits a new slide with the same layout as an old one.

1. Bdm vao anh nho cua trang can doi, dé ngin bén trai nhan phim.
Click the thumbnail of the slide you want to move, so the left pane receives the keys.

2. Bam Ctrl+miii tén 1én dé doi trang 1én mot vi tri, Ctrl+mii tén xubéng dé doi xudng
mot vi tri.
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Press Ctrl+Up arrow to move the slide up one place, or Ctrl+Down arrow to move it down
one place.

3. Mudn dua thang 1én dau ban trinh bay, bam Ctrl+Shift+mii tén 1én. Xudng cudi thi
bam Ctrl+Shift+mii tén xubng.
To send it straight to the start, press Ctrl+Shift+Up arrow. For the end, press
Ctrl+Shift+Down arrow.

4. Bam Ctrl+Shift+D dé tao ban sao cua trang dang chon.
Press Ctrl+Shift+D to make a copy of the selected slide.

Vi DU/ EXAMPLE — Ban trinh bay c6 5 trang, trang 4 1a "Bang gia" va ban mudn né lam
trang 2. B4am vao anh nho trang 4, 161 bAm Ctrl+miii tén 1én hai 1an. Sau 1an mot, thi tu 1a 1,
2,4,3,5.Saulanhaila 1, 4, 2, 3, 5. "Bang gid" thanh trang 2, hai trang cti 2 va 3 lui thanh
trang 3 va 4.

A deck has 5 slides, slide 4 is "Price list", and you want it as slide 2. Click the thumbnail of slide 4,
then press Ctrl+Up arrow twice. After the first press the order is 1, 2, 4, 3, 5. After the second it is 1,
4, 2, 3, 5. "Price list" becomes slide 2, and the old slides 2 and 3 slip back to 3 and 4.

Cho hay sai — Common mistakes

LOI HAY GAP / COMMON MISTAKE — Nhim thu phong véi ¢& chit. Phong to trang
trén man hinh khéng 1am chit to hon khi chiéu. Mubn dbi ¢ chit that, ban phai chon chit va
chinh ¢& ¢ phan dinh dang.

Confusing zoom with font size. Zooming in on screen does not make text larger in the show. To change
the real size, select the text and change the font size in the formatting tools.

LOI HAY GAP / COMMON MISTAKE — Bam Ctrl va d4u cong khi con tro dang nim
trong ngan Ghi cht hodc dang gd trong mot khung chit, nén khong thay gi ddi hodc chi ngan
d6 d6i. Bam ra ving tréng cta trang roi thr lai.

Pressing Ctrl+plus while the cursor is inside the Notes pane or a text box, so nothing changes or only
that pane changes. Click an empty part of the slide and try again.

LOI HAY GAP / COMMON MISTAKE — Tudng ngin Ghi cht bi mit di liéu vi khong
thdy né. Ngin chi bi an, ndi dung van con. Bdm nut Ghi cha trén thanh trang thai dé hién lai.
Thinking the notes were deleted because the pane is not visible. It is only hidden and the content is
still there. Click the Notes button on the Status bar to bring it back.

LOI HAY GAP / COMMON MISTAKE — Ngin hinh thu nhé khong thay dau, chi con
trang chiéu. C6 thé ban dang ¢ dang xem khéc hodc ngin bi kéo hep hét c&. Kéo mép trai cua
trang chiéu sang phai dé m¢ rong ngan.

The Thumbnail pane has vanished and only the slide shows. You may be in another view, or the pane
was dragged fully narrow. Drag the left edge of the slide to the right to widen the pane.

LOI HAY GAP / COMMON MISTAKE — Bam Ctrl+miii tén dé doi trang khi tiéu diém
dang & trong khung chit, nén chi con tro chit nhay chir trang khong d6i chd. Bam vao anh nho
clia trang & ngan bén trai trude, rdi méi bam phim.

Pressing Ctrl+arrow to move a slide while the focus is inside a text box, so only the text cursor jumps
and the slide stays put. Click the slide's thumbnail in the left pane first, then press the keys.
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LOI HAY GAP / COMMON MISTAKE — Bim cac phim Alt, W, P, N cung m¢t lic nhu
mot t6 hop thuong. Pay 1a chudi phim: bam Alt, tha ra, bAm W, tha ra, rdi bAm P va N lan
luot.

Pressing Alt, W, P, N all at once like an ordinary combination. It is a key sequence: press Alt and
release, press W and release, then press P and N one after the other.

1.6. Cac dang xem: Thuong, Sip xép Trang chiéu, Trang Ghi chii, Poc - 1.6.
Views: Normal, Slide Sorter, Notes Page and Reading View

Dang xem la gi — What a view is

Dang xem 1 cach PowerPoint bay bai ctia ban 1én man hinh. Gidng nhu mét cudn album
anh: luc ban 1at ting trang dé dan anh, lic ban trai ca album ra ban dé nhin tong thé, luc
ban doc chu thich viét sau anh. Cung mot bai, nhung mdi cach nhin hop véi mot viéc.

A view is the way PowerPoint lays your deck out on screen. Think of a photo album: sometimes
you flip page by page to paste photos, sometimes you spread everything over a table to see the
whole, sometimes you read the captions on the back. Same deck, different job for each way of
looking.

Bon dang xem va viéc ciia tirng dang — The four views and what each one is for

Dang Thudng (Normal) 14 noi ban 1am viéc nhiéu nhat. Bén trai 12 ngan hinh thu nho, ¢
giita 1a trang dang stra, bén dudi c6 thé mé ngan Ghi chil. Go chit, chén anh, vé& hinh déu
lam & day. Mo PowerPoint 1€n 14 ban dang ¢ dang nay.

Normal view is where you spend most of your time. The thumbnail pane sits on the lefi, the slide

you are editing is in the middle, and a Notes pane can open underneath. Typing text, inserting
pictures and drawing shapes all happen here. PowerPoint opens in this view by default.

Dang Sap xép Trang chiéu (Slide Sorter) bay moi trang thanh lu6i hinh nho, gidng trai
album ra ban. Ban khong sira chit ¢ ddy. Ban dung n6 dé nhin ca bai, d6i thir tu, xo4 hoic
nhan ban trang.

Slide Sorter view shows every slide as a grid of small pictures, like spreading the album on a
table. You do not edit text here. You use it to see the whole deck, reorder slides, delete them or
duplicate them.

Dang Trang Ghi chi (Notes Page) cho ban thdy mét trang in: hinh trang chiéu & phia
trén, khung ghi chu ¢ phia dudi. Ban go 161 dinh n6i vao khung d6. Dang nay hgp khi ghi
chu dai, vi khung rdng hon ngan Ghi chu ¢ dang Thuong, va hop khi ban dinh in ghi chu
ra gidy.

Notes Page view shows a printed-style page: the slide picture on top and a notes box

underneath. You type what you plan to say into that box. It suits long notes, because the box is
roomier than the Notes pane in Normal view, and it suits you if you plan to print the notes on

paper.

Dang Poc (Reading View) chiéu bai vira khit cira s PowerPoint, van con thanh tiéu dé
va thanh trang thai. C6 hiéu tng, c6 chuyén trang, nhung khoéng chiém ca man hinh.
Dang nay hop dé tu xem thir hodc giri cho ngudi khac doc trén may cia ho.
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Reading View plays the deck inside the PowerPoint window, with the title bar and status bar still
visible. Animations and transitions run, but the show does not take over the whole screen. It
works well for a quick self-check or for someone reading your file on their own computer.

Cach chuyén qua lai — How to switch

Co hai duong. Duong nhanh 1a nit nho ¢ goc phai thanh trang thai, dai mong dudi day
ctra s0. O d6 ¢ cac nat Thuong, Sap xép Trang chiéu, Poc va Trinh chiéu. Puong con
lai 1a thé Dang xem trén dai bang, nhém dau tién liét ké cac dang xem. Trang Ghi chu chi
c6 0 thé nay.
There are two routes. The quick one is the small buttons at the right end of the status bar, the
thin strip at the bottom of the window. They include Normal, Slide Sorter, Reading View and

Slide Show. The other route is the View tab on the ribbon, where the first group lists the views.
Notes Page is only available from this tab.

1. BAm thé Dang xem trén dai bang (& ban tiéng Viét, tén thé co thé hién la Xem).
Click the View tab on the ribbon.

2. Nhin nhém déu tién bén trai, chon Sap xép Trang chiéu. Ca bai hién thanh ludi.
In the first group on the left, choose Slide Sorter. The whole deck appears as a grid.

3. Quay lai thé Dang xem, chon Trang Ghi chii @& xem khung ghi chil cua trang dang
chon.
Go back to the View tab and choose Notes Page to see the notes box of the selected slide.

4. Chon Thudng dé vé noi lam viéc chinh. Hodc bam niit Thudng trén thanh trang thai.
Choose Normal to return to your main workspace, or click the Normal button on the status
bar.

5. Néu dang & dang Doc, nhan phim Esc dé thoat ra.
If you are in Reading View, press the Esc key to leave it.

VI DU/ EXAMPLE — Bai ctia ban ¢6 15 trang va ban thiy trang 12 (bang gla) nén du’ng
trudc trang 4. O dang Thudng, ban phai cudn ngan hinh thu nhé rat dai. Chuyén sang Sip xép
Trang chiéu: ca 15 hinh hién cing luc. Kéo hinh s 12 tha vao giita hinh 3 va hinh 4. Xong,
cac trang sau tu dich s6. Mubn xo4 ba trang phu, giit Ctrl va bAm timg hinh, rdi nhan Delete.
Ca hai viéc mat chuwa dén mot phut.

Your deck has 15 slides and you decide slide 12 (the price table) should come before slide 4. In
Normal view you would scroll a long way down the thumbnail pane. Switch to Slide Sorter and all 15
pictures show at once. Drag picture 12 and drop it between pictures 3 and 4. The later slides
renumber themselves. To remove three spare slides, hold Ctrl, click each picture, then press Delete.
Both jobs take under a minute.

MEO / TIP — O dang Sép xép Trang chiéu, nhan Ctrl+A dé chon moi trang cung lac. Thanh
truot thu phong & goc phai thanh trang thai gitip hinh to hay nho6 tuy y. Néu muén mé nhanh
hay an ngan Ghi cht & dang Thudng, nhin Alt+W, P, N,

In Slide Sorter, press Ctri+A to select every slide at once. The zoom slider at the right of the status

bar makes the pictures bigger or smaller. To show or hide the Notes pane in Normal view quickly,
press Alt+W, P, N.
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Hai dang phu: Dan bai va Dién gia — Two extra views: Outline and Presenter

Dang Dan bai (Outline) chi hi¢n chir cua bai, theo thtr ty trang, nhu muc luc mot cudn
sach. Dong dau cta mdi trang 1a tiéu dé, cac dong thut vao 1a ¥ bén dudi. Dang nay hop
khi ban mudn viét ndi dung trude, 1am dep sau.

Outline view shows only the text of your deck, in slide order, like the contents page of a book.

The first line of each slide is its title, and the indented lines are the points under it. It suits you
when you want to write the content first and make it pretty later.

1. BAm thé Dang xem, chon Dan bai.
Click the View tab and choose Outline View.

2. G tiéu dé trang dau roi nhan Enter. Mot dong mai hién ra, va no6 1a tiéu dé ctia mot
trang maoi.
Type the title of the first slide and press Enter. A new line appears, and it is the title of a new
slide.

3. Mubn viét y nho dudi tiéu dé, nhan Tab dé thyt dong vao. Mudn quay lai 1am tiéu dé
trang méi, nhan Shift+Tab.

To write a point under the title, press Tab to indent the line. To go back to a new slide title,
press Shift+Tab.

4. Viét xong thi chon Thuong dé thém anh va mau sic.
When you finish writing, choose Normal to add pictures and colours.

Vi DU/ EXAMPLE — Ban soan bai gi6i thiéu mot quan ca phé. O dang Dan bai, gb "Gidi
thiéu quan", Enter, Tab, "M¢& cua 6 gio dén 22 gi0", Enter, "Co chd dd xe may", Enter,
Shift+Tab, "Thyc don". Két qua: trang 1 ¢6 tiéu dé "Gidi thidu quan" cing hai ¥ bén dudi,
trang 2 c6 tiéu dé "Thuc don". Bo khung hai trang xong trong chua day mot pht.

You are drafting a deck about a coffee shop. In Outline view, type "About us", Enter, Tab, "Open 6 am
to 10 pm", Enter, "Motorbike parking available", Enter, Shift+Tab, "Menu". Result: slide 1 has the
title "About us" with two points under it, and slide 2 has the title "Menu". The two-slide frame takes
under a minute.

Khi bai dai, nhdn Alt+Shift+1 dé chi giir tiéu d&. Nhan Alt+Shift+dau cong (+) dé bung ¥
dudi mot tiéu dé, Alt+Shift+dau trir (-) dé thu lai. Nhan Ctrl+Shift+Tab dé dbi gitra Dan
bai va hinh thu nhd.

In a long deck, press Alt+Shift+1 to keep only the titles. Press Alt+Shift+Plus (+) to expand the

points under a title and Alt+Shift+Minus (-) to collapse them. Press Ctrl+Shifi+Tab to switch
between Outline and thumbnails.

Dang Dién gia (Presenter View) danh cho ngudi néi. N6i thém may chiéu thi n6 tu bat
khi ban chiéu. Chi c6 mot man hinh thi nhdn Alt+F5. Ban thdy ghi cht ciia minh, con
khan gia chi thay trang chiéu. Nhan Ctrl+miii tén xuéng dé cudn ghi chia mot dong.

Presenter View is for the speaker. With a second display connected, it starts by itself when you

play the show. With a single screen, press Alt+F5. You see your own notes while the audience
sees only the slide. Press Ctrl+Down arrow to scroll the notes one line.
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Phim tat di cung dang xem — Keyboard shortcuts for views

O dang Thuong, nhin F6 dé nhay 1an luot qua cac ngin, va Shift+F6 dé nhay nguoc lai.
Nhan Ctrl+Shift+D dé nhan ban trang dang chon. Nhan Ctrl+Z dé hoan tac khi kéo nham
trang. Page down va Page up dua ban sang trang sau hoac trang trudc.

In Normal view, press F6 to move through the panes one by one, and Shift+F6 to go the other

way. Press Ctrl+Shifi+D to duplicate the selected slide. Press Ctrl+Z to undo a slide you
dragged by mistake. Page down and Page up take you to the next or previous slide.

Cho hay sai — Common mistakes

LOI HAY GAP / COMMON MISTAKE — C§ sira chit trong Séap xép Trang chiéu. Dang
nay chi cho sip xép trang. Mudn stra ndi dung, bam dtip vao hinh trang dé quay vé dang
Thuong.

Trying to edit text in Slide Sorter. This view only lets you arrange slides. To change content, double-
click a slide picture to return to Normal view.

LOI HAY GAP / COMMON MISTAKE — Tudng bai bi méat khi man hinh d6i. Dang xem
chi 1a cach nhin, dit liéu van nguyén. Chuyén qua lai thoai mai, bai khong doi.

Thinking the deck is lost when the screen changes. A view is only a way of looking, and your data
stays untouched. Switch as often as you like.

LOI HAY GAP / COMMON MISTAKE — Nhiam dang Doc véi Trinh chiéu. Dang Poc
nam trong ctra s, con Trinh chiéu phu kin man hinh. Can chiéu cho khéan gia thi chon Trinh
chiéu.

Mixing up Reading View with Slide Show. Reading View stays inside the window, while Slide Show
fills the whole screen. For an audience, choose Slide Show.

LOI HAY GAP / COMMON MISTAKE — G ghi cht vao khung hinh trang thay vi khung
ghi chi. O dang Trang Ghi chi, chit 16i n6i phai nam & khung phia dudi, néu khong khan gia
s& thiy chit d6 trén trang chiéu.

Typing speaker notes into the slide area instead of the notes box. In Notes Page view, your spoken text
belongs in the lower box, otherwise the audience will see it on the slide.

LOI HAY GAP / COMMON MISTAKE — Nhén Enter & dang Dan bai khi chi muén xuéng
dong ¥ nho. Mdi 1an Enter ¢ cap tiéu dé 1a ban tao mot trang méi. Hiy nhan Tab ngay sau
Enter dé dong d6 thanh y bén dudi.

Pressing Enter in Outline view when you only want another point. Each Enter at title level creates a
new slide. Press Tab right after Enter so the line becomes a point under the title.

LOI HAY GAP / COMMON MISTAKE — Kéo nham hinh trang trong Sap xép Trang chiéu
r0i khong biét quay lai. Nhan Ctrl+Z dé tra trang vé chd cii, rdi kéo lai.

Dragging a slide to the wrong place in Slide Sorter and not knowing how to go back. Press Ctrl+Z to
put the slide back, then drag it again.

1.7. Thuc hanh: mé PowerPoint, dao giao dién va tw thém nut 1énh - 1.7.
Practice: Open PowerPoint, Tour the Interface and Add a Command Button

Bai nay lam theo ting budc, mat khoang 10 phat. Ban s& mé mot ban tréng, bAm qua cac
thé 1énh, d6i dang xem va thém hai nat vao thanh truy nhap nhanh (Quick Access

Tai li€u nay duogc bién soan boi doi ngli ciia website: https://tailieuso.vin
Trang 30



Huéng dan s dung PowerPoint / PowerPoint Step by Step: A Practical Guide

Toolbar). Thanh nay 1 dai nat nho & goc trén bén trai cira sO, gibng ngin kéo dé nhing
mon ban dung nhiéu nhat. Ban chi cdn PowerPoint di cai va da ding nhap.

This is a follow-along exercise that takes about 10 minutes. You will open a blank presentation,
click through the ribbon tabs, switch views, and add two buttons to the Quick Access Toolbar.

That toolbar is the small strip of buttons in the top-left corner of the window, like a drawer for
the things you use most. All you need is PowerPoint installed and signed in.

Phin 1: Mé ban trinh bay trong — Part 1: Open a blank presentation

1. Bdm nut Start cia Windows, go PowerPoint rdi nhan Enter.
Click the Windows Start button, type PowerPoint, and press Enter.

2. O man hinh dau, chon Ban trinh bay tréng (Blank Presentation).
On the start screen, choose Blank Presentation.
3. Ban sé& thdy mot trang tiéu dé c6 hai khung vién nét dat. Chua can gd gi.
You will see a title slide with two dotted-outline boxes. You don't need to type anything yet.

Phin 2: Dao qua cac thé — Part 2: Tour the tabs

1. Bim thé Trang dau (Home). Nhin cdc nhom ¢ dy dai bang, nhu Phong chit va Poan
van.
Click the Home tab. Look at the group names along the bottom of the ribbon, such as Font
and Paragraph.

2. Bam lan lugt Chén (Insert), Thiét ké (Design), Chuyén tiép (Transitions), Hoat hinh
(Animations), Trinh chiéu (Slide Show), Xem lai (Review) va Xem (View). O mdi
the, doc tén cac nhom va ré chudt 1én vai nut dé doc cha giai.

Click Insert, Design, Transitions, Animations, Slide Show, Review, and View in turn. On
each tab, read the group names and hover over a few buttons to read their tooltips.

3. Nhan phim Alt. C4c chir cai nho (Key Tips, meo phim) hién canh ting thé. Nhan tiép
Alt+W dé nhay thang sang thé Xem, roi nhan Esc.
Press the Alt key. Small letters called Key Tips appear next to each tab. Press Alt+W to jump
straight to the View tab, then press Esc.

4. Thir thém vai t6 hgp, mdi lan xong nhan Esc: Alt+H m¢ thé Trang dau, Alt+N mo thé
Chén, Alt+G m¢ thé Thiét ké, Alt+K mé thé Chuyén tiép, Alt+A md thé Hoat hinh,
Alt+S mé thé Trinh chiéu, Alt+R m¢ thé Xem lai.

Try a few more combinations, pressing Esc after each: Alt+H opens Home, Alt+N opens
Insert, Alt+G opens Design, Alt+K opens Transitions, Alt+A opens Animations, Alt+S opens
Slide Show, Alt+R opens Review.

5. Nhéan Ctrl+F1 dé thu gon dai bang, roi nhén lai dé mé ra.
Press Ctrl+F1 to collapse the ribbon, then press it again to bring it back.

Vi DU/ EXAMPLE — Ban can chon hiéu tmg chuyén canh giira hai trang. Thay vi ré chudt
tim, ban nhan Alt+K. Thé Chuyén tiép mé ra, cac Key Tips méi hién canh ting nat. Poc chi
canh nat can dung roi nhan chir d6. Hét mot luot, tay ban chua roi ban phim.

Say you want a transition between two slides. Instead of hunting with the mouse, press Alt+K. The

Transitions tab opens and new Key Tips appear next to each button. Read the letter beside the button
you need and press it. Your hands never leave the keyboard.
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Phin 3: Doi dang xem — Part 3: Switch views

1. Mo thé Xem. O nhém dang xem ban trinh bay, bAm Sap xép Trang chiéu (Slide
Sorter). Bai hi¢n thanh céc hinh thu nho.

Open the View tab. In the presentation views group, click Slide Sorter. Your deck appears as
thumbnails.

2. Bam Trang Ghi chu (Notes Page). Ban sé& thiy trang chiéu nam trén, khung ghi cht
nam dudi.

Click Notes Page. You will see the slide on top and a notes box underneath.

3. Bam Poc (Reading View). Bai 1ap day cira s6. Nhan Esc dé thoat.
Click Reading View. The slide fills the window. Press Esc to leave it.

4. Bam Thuong (Normal) dé quay vé. Roi nhin goc phai dudi thanh trang thai: c¢6 cac
nat doi dang xem nhanh va thanh trugt thu phong. Kéo thanh truot sang trai, sang
phai rdi tra vé mirc cil.

Click Normal to return. Then look at the bottom-right of the status bar: it has quick view
buttons and a zoom slider. Drag the slider left and right, then put it back.

Phén 4: Thém nut Lwu va Trinh chiéu — Part 4: Add the Save and Slide Show buttons

1. B4m mili tén nhé huéng xudng & cudi thanh truy nhap nhanh (Customize Quick
Access Toolbar).

Click the small down arrow at the end of the Quick Access Toolbar (Customize Quick Access
Toolbar).

2. Trong danh sach, chon Luu (Save). Néu muc nay da c6 dau tich thi ban di c6 nut
Luu, ctr dé nguyén.
In the list, choose Save. If it already has a check mark, the Save button is there, so leave it as
it is.

3. M6 thé Trinh chiéu. BAm chudt phai vao nit chay trinh chiéu tir trang dau (From
Beginning).
Open the Slide Show tab. Right-click the button that starts the show from the first slide
(From Beginning).

4. Chon Thém vao Thanh cong cu Truy nhap Nhanh (Add to Quick Access Toolbar).
Mot nut méi hién 1én & goc trén bén trai.
Choose Add to Quick Access Toolbar. A new button appears in the top-left corner.

5. Bam nut m&i 6. Bai chay toan man hinh. Nhan Esc dé quay lai.
Click the new button. The show runs full screen. Press Esc to come back.

Vi DU/ EXAMPLE — Lam dtng, thanh truy nhap nhanh ciia ban c6 niit Luu va nat trinh
chiéu. Ban & thé Hoat hinh hay Chén ciing bam dugc hai niit nay, khong cin mo sang thé
khac.

When you finish, your Quick Access Toolbar has a Save button and a slideshow button. You can click
both from the Animations tab, the Insert tab, or any other, with no need to hunt for another tab.
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Phin 5: Tim Iénh bing ban phim — Part 5: Find commands with the keyboard

1. Nhan Alt+Q. Con tro nhay vao 6 tim kiém trén dai bang. G6 mét tir khoa, vi du
"bang", va danh sach 1€nh lién quan hién ra. Nhan Esc dé thoat.
Press Alt+Q. The cursor jumps to the search box on the ribbon. Type a keyword such as
"table" and a list of related commands appears. Press Esc to leave.

2. Nhén F6 vai lan. Tiéu diém (chd ban phim dang "dimg") nhay tir viing nay sang ving

khac cua cira s6. Ding lai khi quay vé viing soan trang chiéu.

Press F6 a few times. Focus, the spot where the keyboard is currently "standing", jumps

from one area of the window to the next. Stop when you are back on the slide editing area.
3. Bam vao khung tiéu d¢, r6i nhan Shift+F10. Menu chudt phai mo ra ngay tai khung

d6. Nhan Esc dé dong.

Click the title box, then press Shift+F10. The right-click menu opens right there. Press Esc

to close it.

Vi DU / EXAMPLE — Ban quén nut tao bang nam ¢ thé nao. Nhan Alt+Q, g "bang", chon
1énh trong danh sach bang phim miii tén va Enter. Ban khong can nhé vi tri nit.

You forget which tab holds the table button. Press Alt+Q, type "table", pick the command from the list

with the arrow keys and Enter. You don't need to remember where the button lives.

Tw kiém tra — Self-check

« Ban m& duogc PowerPoint va mot ban tréng co trang tiéu dé.
You opened PowerPoint and a blank presentation with a title slide.
« Ban goi dugc tén it nhat tam thé trén dai bang.
You can name at least eight tabs on the ribbon.
« Ban mé duoc thé Xem bang Alt+W va thu gon, mo lai dai bang bang Ctrl+F1.
You can open the View tab with Alt+W and collapse and restore the ribbon with Ctrl+F1.
« Ban d4 xem du bon dang: Thuong, Sap xép Trang chiéu, Trang Ghi chua, Poc.
You have seen all four views: Normal, Slide Sorter, Notes Page, and Reading View.
* Thanh truy nhap nhanh c¢6 nat Luu va nut trinh chiéu, va nat trinh chiéu chay duoc.

The Quick Access Toolbar has a Save button and a slideshow button, and the slideshow
button works.

« Ban tim duoc mot 1énh bat ky bang Alt+Q ma khong can ré chudt.
You can find any command with Alt+Q without moving the mouse.

LOI HAY GAP / COMMON MISTAKE — BAm nut trinh chiéu xong bi ket ¢ toan man
hinh: nhan Esc. Déi bang bién mat: nhan Ctrl+F1.

You clicked the slideshow button and are stuck full screen: press Esc. The ribbon vanished.: press
Ctrl+F1.

LOI HAY GAP / COMMON MISTAKE — Thém nham nit: bAm chudt phai vao nut d6 trén
thanh truy nhap nhanh rdi chon Remove from Quick Access Toolbar (X6a khoi thanh cong cu
truy nhap nhanh). Khong tim thay Trang Ghi chi ¢ thanh trang thai Ia binh thudng, nat nay
chi c6 ¢ thé¢ Xem.

You added the wrong button: right-click it on the Quick Access Toolbar and choose Remove from
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Quick Access Toolbar. Not finding Notes Page on the status bar is normal, since that button is only on
the View tab.

LOI HAY GAP / COMMON MISTAKE — Nh4n Alt ma quén nhin Esc, rdi gb chit vao
trang: cac chit bi hiéu Ia phim tt va 1énh chay lung tung. Nhin Esc, bAm vao khung cin g
roi gb lai.

You press Alt and forget Esc, then type into the slide: the letters are read as shortcuts and random
commands fire. Press Esc, click the box you want, and type again.

1.8. Bai thwe hanh c¢6 hwéng din — 1.8. Guided practice exercises

Bai 1. Dao man hinh lam viéc va dat thu phong — Exercise 1. Tour the workspace and set
the zoom level
M& PowerPoint, tao ban trinh bay tréng va thém ba trang chiéu c6 tiéu d& Demo 1, Demo
2, Demo 3. Chi ra ngéan hinh thu nho, ving soan thao, thanh trang thai, roi dat thu phong
80%.

Open PowerPoint, create a blank presentation and add three slides titled Demo 1, Demo 2 and

Demo 3. Point out the thumbnail pane, the editing area and the status bar, then set the zoom to
80%.

1. Mo PowerPoint, & man hinh ¢au bdm Ban trinh bay Tréng (Blank Presentation).
Trang chiéu 1 hién ra voi hai khung chir.
Open PowerPoint and, on the start screen, click Blank Presentation. Slide I appears with
two text boxes.

2. Bam vao khung tiéu dé & giita trang chiéu va g Demo 1.
Click the title box in the middle of the slide and type Demo 1.

3. Vio thé Trang dau (Home), bam nat Trang chiéu Méi (New Slide). Bam khung tiéu
dé cua trang chiéu 2 va g Demo 2. Lam lai mot 1an nita va gd Demo 3.
On the Home tab, click New Slide. Click the title box of slide 2 and type Demo 2. Repeat
once more and type Demo 3.

4. Nhin sang c6t bén trai: d6 1a ngan hinh thu nhd, dang c¢6 ba hinh. Khu rong ¢ gitra 1a
vung soan thao. Dai ngang dudi cung la thanh trang thai.

Look at the left column: that is the thumbnail pane, now showing three thumbnails. The
large area in the middle is the editing area. The strip along the bottom is the status bar.

5. M6 thé Xem (View), bdm Thu phong (Zoom), g& 80 vao 6 phan trim roi bAm OK.
Open the View tab, click Zoom, type 80 in the percent box and click OK.

6. Két qua: ngin hinh thu nhé c¢6 3 hinh, thanh trang thai béo trang chiéu 3 trén 3 va mirc
thu phong 80%.
Result: the thumbnail pane shows 3 thumbnails, and the status bar reports slide 3 of 3 and a
zoom of 80%.

Tai li€u nay duogc bién soan boi doi ngli ciia website: https://tailieuso.vin
Trang 34



Huéng dan s dung PowerPoint / PowerPoint Step by Step: A Practical Guide

Bai 2. Doi dang xem va sap lai thir tw trang chiéu — Exercise 2. Change views and
reorder slides

Dung ban trinh bay 4 trang chiéu c6 tiéu dé Plan 1, Plan 2, Plan 3, Plan 4. O dang Sép
xép Trang chiéu, kéo Plan 4 1én vi tri thit hai. Sau d6 gb ghi chu Say hello cho Plan 1 &
dang Trang Ghi chu, r6i xem thir & dang Poc.

Use a 4-slide presentation titled Plan 1, Plan 2, Plan 3 and Plan 4. In Slide Sorter view, drag

Plan 4 to the second position. Then type the note Say hello for Plan I in Notes Page view and
preview it in Reading view.

1. Mé thé Xem (View), trong nhém Dang xem Bén trinh bay (Presentation Views) bam
Séap xép Trang chiéu (Slide Sorter). Ca bon trang hién thanh ludi hinh nho.
Open the View tab and, in the Presentation Views group, click Slide Sorter. All four slides
appear as a grid of small pictures.

2. Nhén gilr chudt trai vao hinh Plan 4, kéo t&i gitra Plan 1 va Plan 2 cho téi khi hién
duong doc, roi tha chudt. Thir tr méi 1a Plan 1, Plan 4, Plan 2, Plan 3.
Press and hold the left mouse button on the Plan 4 picture, drag it between Plan I and Plan
2 until a vertical line appears, then release. The new order is Plan 1, Plan 4, Plan 2, Plan 3.

3. Bam dup vao hinh Plan 1 dé quay vé dang Thudng. Vao thé Xem, bAm Trang Ghi cht
(Notes Page). Bam vao khung chit nam duéi hinh trang chiéu va go Say hello.
Double-click the Plan 1 picture to return to Normal view. On the View tab, click Notes Page.
Click the text box under the slide picture and type Say hello.

4. Van & thé Xem, bAm Dang xem DPoc (Reading View). Bam chudt dé chuyén trang, roi
nhan phim Esc dé thoat vé dang trudc.

Still on the View tab, click Reading View. Click to move through the slides, then press Esc to
leave.

5. Két qua: thtr tu trang chiéu 1a Plan 1, Plan 4, Plan 2, Plan 3 va trang Plan 1 c6 ghi chu
Say hello.

Result: the slide order is Plan 1, Plan 4, Plan 2, Plan 3, and the Plan 1 slide carries the note
Say hello.

Bai 3. Ty thém va g& niit 1énh trén Thanh cong cu Truy nhap Nhanh - Exercise 3.
Add and remove buttons on the Quick Access Toolbar

Thém nat Mé (Open) va nat Trang chiéu Mé&i (New Slide) vao Thanh cong cu Truy nhap
Nhanh, &ém sé nit, roi g& nat M. Gia sir lac dau thanh c6 3 nit.
Add the Open button and the New Slide button to the Quick Access Toolbar, count the buttons,
then remove the Open button. Assume the toolbar starts with 3 buttons.

1. Tim Thanh cong cy Truy nhap Nhanh & géc trén bén tréi, phia trén dai bang, va dém
nat hién c6 (gia st 1a 3). Néu khong thdy thanh ndy, bam chudt phai 1én dai bang va
chon 1énh hién thanh.

Find the Quick Access Toolbar at the top left, above the ribbon, and count the buttons

already there (say 3). If you cannot see it, right-click the ribbon and choose the command
that shows the toolbar.
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2. Bam mili tén nho ¢ dau bén phai thanh (Customize Quick Access Toolbar), trong
danh sach chon M¢ (Open). Thanh ¢6 thém 1 ntt, thanh 4 nut.
Click the small arrow at the right end of the toolbar (Customize Quick Access Toolbar) and
choose Open from the list. The toolbar gains 1 button, making 4.

3. M6 thé Trang dau (Home), bAm chudt phai vao nut Trang chiéu M&i (New Slide) va
chon Thém vao Thanh céng cy Truy nhap Nhanh (Add to Quick Access Toolbar).
Thanh thanh 5 nut.

Open the Home tab, right-click the New Slide button and choose Add to Quick Access
Toolbar. The toolbar now has 5 buttons.

4. Bam chudt phai vao nat M trén thanh, chon X6a khoi Thanh cong cu Truy nhap
Nhanh (Remove from Quick Access Toolbar). Thanh con 4 nut.

Right-click the Open button on the toolbar and choose Remove from Quick Access Toolbar.
The toolbar drops to 4 buttons.

5. Két qua: ting 2 nit, giam 1 nat, con 3 + 2 - 1 =4 nut, trong d6 ¢6 nut Trang chiéu
Moéi va khong con nut Mé.

Result: two buttons added and one removed, leaving 3 + 2 - 1 = 4 buttons, which include
New Slide and no longer include Open.

1.9. Cau héi tric nghiém — 1.9. Multiple-choice questions

1. Ban chi can bo ung dung 6n dinh, tra tién mot 1an va khong can thém dich vu cap nhat
lién tuc. Nén chon loai nao?
You only need a stable set of apps, want to pay once and do not need continuously added
services. Which option fits best?
A. Goi Office mua mot 1an / A one-time purchase Office edition
B. Cho dén khi ¢6 ban thué bao ré hon / Wait until a cheaper subscription appears
C. Chi dung ban mién phi chay trén trinh duyét / Only the free browser-based version

D. G6i thué bao Microsoft 365 tra theo ky / A4 Microsoft 365 subscription paid
periodically

2. Ban nhan to hop phim Alt+H trong PowerPoint. Thé 1énh nao dugc mo?
You press Alt+H in PowerPoint. Which tab opens?
A. Trang dau (Home) / Home
B. Thiét ké (Design) / Design
C. Chen (Insert) / Insert
D. Xem (View) / View
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3. Ngan hinh thu nhé ndm ¢ dau va dung dé 1am gi?
Where is the thumbnail pane and what is it for?

A. Phia trén cung, chtra cac ntit 1énh nhém theo thé / The top, holding command
buttons grouped into tabs

B. Cot bén trai, dé chon trang chiéu va kéo d6i thir tw / The left column, for selecting
slides and dragging them into a new order

C. Dai ngang dudi ciing, cho biét sé trang va mirc thu phong / The strip along the
bottom, showing the slide number and zoom level

D. Khu giita man hinh, dé gd chit va chén hinh 1én trang / The middle of the screen,
for typing text and inserting pictures on a slide

4. Ban c6 12 trang chiéu va mudn nhin tit ca cung lic dé kéo tha ddi chd. Dang xem nao

phu hop nhat?
You have 12 slides and want to see them all at once to drag them into a new order. Which
view fits best?

A. Thuong (Normal) / Normal

B. Trang Ghi chu (Notes Page) / Notes Page

C. boc (Reading View) / Reading View

D. Sap xép Trang chiéu (Slide Sorter) / Slide Sorter

5. Ban hay dung mdt 1énh nam trong dai bang va mudn c6 n6 san trén Thanh cong cu
Truy nhap Nhanh. Cach lam nhanh nhét 13 gi?
You often use a command on the ribbon and want it always on the Quick Access Toolbar.
What is the quickest way?
A. Chuyén sang dang xem Poc rdi bam vao 1énh / Switch to Reading view and click
the command
B. Nhin Alt+F5 16i chon 1énh trong danh sach / Press Alt+F5 and choose the
command from the list
C. Bam chudt phéi vao 1énh va chon Thém vao Thanh cong cu Truy nhap Nhanh
Right-click the command and choose Add to Quick Access Toolbar
D. Kéo 1énh vao ngan hinh thu nho / Drag the command into the thumbnail pane
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Chuong 2. Tao, luu va quan ly t€p trinh bay - Chapter 2. Creating,
Saving and Managing Presentation Files

Muc tiéu chwong — Chapter objectives

« Tao ban trinh bay méi tir trang tring hodc tir mau, ri luu 1an dau vao ding thu muc
véi tén ro rang
Create a new presentation from a blank slide or a template, then save it for the first time in
the right folder under a clear name

« Luu ban sao bang tén khac, mé lai tép gan day va dung Ctrl+Z, Ctrl+Y dé sira thao tac
nham
Save a copy under a different name, reopen a recent file, and use Ctrl+Z and Ctrl+Y to fix a
mistaken action

» Xem thudc tinh t&€p, chay kiém tra tro nang va kiém tra tai liéu trude khi gui cho nguoi
khac
Check file properties, run the accessibility check, and inspect the document before sending it
fo someone else

2.1. Tao ban trinh bay méi tir trang trang hoiic tir mau — 2.1. Starting a New

Presentation from Blank or a Template

Hay nghi t6i mot cudén album anh. Ca cuén album 1a mot ban trinh bay (presentation), tirc
mot tép duy nhat trong may ban. Mdi trang gidy trong album la mét trang chiéu (slide),
noi ban dat chir va hinh cho mét y. Ban 14t timg trang dé ké chuyén, va ngudi xem ciing
s& xem ting trang chiéu ndi nhau.

Think of a photo album. The whole album is a presentation: one file on your computer. Each

page in the album is a slide, where you put words and pictures for one idea. You turn the pages
to tell a story, and your audience sees the slides one after another.

Mau (template) gidng loai album da in sin khung anh, mau gidy va kiéu chir trang tri.
Ban chi viéc thay anh va 10i cht thich ctia minh. Con ban tréng gidng cubn album gidy
trang: ban tu bd tri moi thur tir dau.

A template is like an album that already has printed photo frames, paper colors and decorative

lettering. You only swap in your own photos and captions. A blank presentation is the plain
white album: you lay out everything yourself.

Chon trang tréng khi ban da c6 y tudng 1o vé bd cuc, hodc can bai don gian. Chon mau
khi mudn c6 sin dién mao dep va do mét cong chon mau, chon chir.

Choose blank when you already know the layout you want, or need something simple. Choose a
template when you want a ready-made look and would rather not pick colors and fonts yourself.

Khi mé PowerPoint, ban con gip chit chu dé (theme). Chu dé 1a mot bo thiét ké gdm mau
sac, kiéu chir va hiéu Gmg nhu d6 bong, ap dung dong nhat cho moi trang chiéu. Gidng
nhu ca cudn album ding chung mot mau bia va mot kiéu chir tiéu dé, nén cac trang nhin
an khop véi nhau.
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When you open PowerPoint you will also see the word theme. A theme is a set of design choices:
colors, fonts and effects such as shadows, applied the same way to every slide. It is like an album
whose pages all share one cover color and one title style, so they look like they belong together.

Tao ban trinh bay trong — Creating a blank presentation

Ban khong can chuan bi gi ngoai viéc dd cai PowerPoint. Tép méi s& tam mang tén Ban
trinh bay1 (Presentationl) cho téi khi ban luu.

You need nothing except an installed copy of PowerPoint. The new file is temporarily named
Presentationl until you save it.

1. Mé PowerPoint. O man hinh dau tién, bam 6 Ban trinh bay trong (Blank
Presentation).
Open PowerPoint. On the first screen, click the Blank Presentation tile.

2. Néu ban dang ¢ trong mot tép khac, bam Ctrl+N. Mot cira s6 méi hién ra, chira mot
trang chiéu ti€u dé con trong.
If you are already inside another file, press Ctrl+N. A new window opens with one empty
title slide.

3. Bam vao khung "Bam dé thém tiéu d&" va go chit dé kiém tra rang tép di sin sang.
Click the "Click to add title" box and type a few words to confirm the file is ready.

4. Mubn thém trang chiéu méi, bAm Ctrl+M. Trang m&i xuét hién ngay dudi trang dang
chon, va hinh thu nhé cua n6 hién & ngan bén trai.
To add a new slide, press Ctrl+M. The new slide appears right after the selected one, and its
thumbnail shows in the left pane.

5. G nham hodc 15 x04, bAm Ctrl+Z dé quay lai mot budec. Néu quay lai qua tay, bam
Ctrl+Y dé lam lai.
If you mistype or delete something by accident, press Ctrl+Z to go back one step. If you go
back too far, press Ctrl+Y to redo.

VI DU/ EXAMPLE — Ban can bai ba trang dé b4o c4o chi tiéu thang 11 cua 16p. Ban bAm
Ctrl+N, gd "Chi tiéu thang 11" vao khung tiéu dé. Ban bAm Ctrl+M hai 1an, dugc ba trang.
Trang hai ban g5 "Khoan thu", trang ba g& "Khoan chi". Ban 15 xo04 chit & trang ba, bdm
Ctrl+Z 1a chit quay lai. Cudi cung ban c6 mot tép ba trang sach sé€, san sang dé thém sb liéu.
You need a three-slide report on your class spending for November. Press Ctrl+N and type
"November spending” in the title box. Press Ctri+M twice to get three slides. Type "Income" on slide
two and "Expenses" on slide three. You accidentally delete the text on slide three, press Ctrl+Z, and it
comes back. You end up with a clean three-slide file, ready for figures.

Tao tir mau c6 sin — Creating from a built-in template

1. Bam thé Tép (File) & goc trén bén trai, réi chon Mdi (New).
Click the File tab at the top left, then choose New.

2. Xem cac 6 mau va chu dé. Mudn tim dtng loai, gd mot tir khoa vao 6 tim kiém phia
trén roi bam Enter. Tim kiém mau tryc tuyén can c6 mang.
Browse the template and theme tiles. To narrow the list, type a keyword in the search box at
the top and press Enter. Searching online templates needs an internet connection.
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3. Bdm vao mot 6 dé mo cira s6 xem trude. BAm mili tén canh 6 xem trude dé thir cac
bién thé mau néu co.
Click a tile to open the preview window. Use the arrows beside the preview to try the color
variants, if the template offers them.

4. Bam Tao (Create). Poi vai gidy dé miu tai vé va md thanh tép moi.
Click Create. Wait a few seconds while the template downloads and opens as a new file.

5. Thay chit mau bang ndi dung ctia ban. Trang nao chua can, chon ¢ ngan hinh thu nho
bén trai r6i bam Delete.
Replace the sample text with your own. Select any slide you do not need in the thumbnail
pane on the left and press Delete.

6. Néu mudn d6i mau sau khi da tao, bam thé Thiét ké (Design) roi chon mét 6 & nhom
Bién thé (Variants). Mau ctia moi trang d6i theo cung lic.
If you want a different color after creating the file, click the Design tab and pick a tile in the
Variants group. The colors on every slide change together.

Vi DU / EXAMPLE — Ban lam bai gidi thi¢u tiém banh "Banh Nha Mai". Ban bam Tép,
Moi, go "banh" vao 6 tim kiém va chon mot mau tong mau 4m. Sau khi bAm Tao, trang dau
c6 san dong chit mau. Ban gd "Banh Nha Mai" vao khung tiéu dé va "Banh nuéng tuoi mdi
sang" vao khung phy dé. Mau c6 sau trang, ban giit bon trang: gi6i thiéu, thuc don, dia chi,
lién hé. Hai trang thira ban xo4. Chi mit vai phut ma bai d3 c6 mau sic va kiéu chir théng
nhit. Néu khong tim duge mau hop ¥, ban bAm Ctrl+N dé 1am tir trang trang, rdi tw chon mau
kem va nau cho hop ti€ém banh.

You are building an introduction for a bakery called "Banh Nha Mai". Click File, New, type "banh" in
the search box and pick a template with warm colors. After you click Create, the first slide holds
sample text. You type "Banh Nha Mai" in the title box and "Fresh-baked every morning" in the subtitle
box. The template has six slides, and you keep four: about us, menu, address, contact. You delete the
two spare ones. In a few minutes the deck already has consistent colors and fonts. If no template suits
vou, press Ctrl+N to start from a blank page and choose cream and brown yourself.

GHI CHU / NOTE — Tép méi chwa nam trong 6 dia nao. Néu dong PowerPoint luc niy, ban
c6 thé mat toan bo phan da lam. Cach luu dugc hudng dan & muc tiép theo.

A new file is not stored anywhere yet. If you close PowerPoint now, you may lose everything you have
done. Saving is covered in the next section.

LOI HAY GAP / COMMON MISTAKE — Bdm Ctrl+N rdi twéng minh dang sira tép ci.
M3i 14n bAm 13 thém mot tép tréng moi, nén ban dé g0 nham sang cua s6 khac. Hay nhin tén
tép trén thanh tidu dé trudc khi go.

Pressing Ctrl+N and thinking you are still editing the old file. Each press adds a new blank file, so it
is easy to type into the wrong window. Check the file name on the title bar before you type.

LOI HAY GAP / COMMON MISTAKE — Chon mau rdi lo trang nao ciing phai gitt. Mau
chi 14 diém xudt phat. Trang thira ctr xo4, chit mau cit thay, ké ca khi mau c6 nhiéu trang hon
ban can.

Believing you must keep every slide of a template. A template is only a starting point. Delete extra
slides and replace sample text, even when the template has more slides than you need.
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LOI HAY GAP / COMMON MISTAKE — Chon miu qua ruom ra. Nén nhiéu hoa tiét lam
chir kho doc khi chiéu 1én man hinh 16n. Hiy xem trudc k¥ va wu tién miu c6 nén sang hoic
t6i don gian.

Picking a template that is too busy. A patterned background makes text hard to read on a large
screen. Check the preview carefully and prefer a simple light or dark background.

LOI HAY GAP / COMMON MISTAKE — T6 mau hoic d6i kiéu chit timg trang bang tay
trong khi bai da c6 chu dé. Cac trang s€ 1éch nhau va kho sura lai. Muén d6i dién mao, hay ddi
chu @@ hodc bién thé & thé Thiét ké dé moi trang ddi cung luc.

Recoloring or changing fonts slide by slide when the deck already has a theme. The slides drift apart
and become hard to fix. To change the look, switch the theme or variant on the Design tab so every

slide changes together.

2.2. Luu tép lan dau, lwu véi tén khac va tw dong luwu — 2.2. Saving for the First

Time, Save As and AutoSave

Luu tép 1a ghi bai dang m¢ trén man hinh xuéng 6 luu trit. Gibng nhu ban viét nhap ra
gidy roi méi dan vao so: chua dan ma lam roi to gidy 1a mat. Bai chua luu chi nam tam
trong b nhd mdy, tit may 1a bién mét.

Saving writes the presentation you see on screen to storage. Think of a draft on a loose sheet of
paper: until it goes into your notebook, losing the sheet means losing the drafi. An unsaved
presentation lives only in the computer's temporary memory and disappears when the machine
shuts down.

Luru lin dau bang Ctrl+S — First save with Ctrl+S

Ctrl+S nghia 1a giit phim Ctrl roi g chit S. Bai méi chua cé tén, nén lan bim dau tién
PowerPoint hoi ban dit tén gi va cat & dau. Tir 1an thir hai, Ctrl+S ghi d¢ thang 1én tép d6
va khong hoi thém.

Ctrl+S means holding Ctrl and pressing S. A new presentation has no name yet, so the first press

asks what to call it and where to keep it. From the second press on, Ctrl+S overwrites that same
file without asking anything.

Déu cong trong tén phim tit khong phai 14 mot phim dé bam. N6 chi bao rang cac phim
dung hai bén phai dugc nhan cung lac. Cac phim tat trong tai liéu ndy theo ban phim kiéu
Hoa Ky, ban phim bd cuc khéc c6 thé 1éch vai ky tu.

The plus sign in a shortcut name is not a key to press. It only tells you that the keys on either side

are held together. The shortcuts here follow a US keyboard layout, and other layouts may differ
on a few characters.

1. Khi bai dang mé, bam Ctrl+S.
With the presentation open, press Ctrl+S.

2. Chon noi lvu: OneDrive (kho luu trit trén mang gin voi tai khoan Microsoft, mé duoc
tir may khac) hodc This PC (6 cting cia may ban).
Choose where to save: OneDrive (online storage tied to your Microsoft account, reachable
from other devices) or This PC (your computer's own drive).
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3. Chon thu muc. Néu hay dung mot thu muc nao dé, dua chudt vao tén thu muc roi
bam hinh ghim bén canh dé 1an sau n6 ludn hién san.
Pick a folder. If you use one folder often, hover over its name and click the pin icon beside it
so it is always listed next time.

4. GO tén t¢p vao o0 File name.
Type a file name in the File name box.

5. BAm Save.
Click Save.

Vi DU/ EXAMPLE — Ban lam bai gi6i thidu san pham, dat tén "San-pham-thang-11" va luu
vao thu muc Documents trén This PC. Tép thanh San-pham-thang-11.pptx. Pudi .pptx 1a dinh
dang chuén cua PowerPoint hién nay. Stra thém mot trang roi bam Ctrl+S: tép duogc cap nhat
ngay, khong hién hdp thoai nao.

You build a product introduction, name it "San-pham-thang-11" and save it in Documents on This PC.
The file becomes San-pham-thang-11.pptx, where .pptx is PowerPoint's standard format. Edit one
more slide and press Ctrl+S: the file updates at once and no dialog appears.

LOI HAY GAP / COMMON MISTAKE — Dit tén chung chung nhu "Bail" hoic
"Presentation]" roi vai tudn sau khong nhé bai nao 14 bai ndo. Hay dat tén co chii dé va thang,
vi du "Bao-cao-quy-3-2026". Tranh cac ky tu \/: x ? " <> | vi Windows khong cho phép
chung trong tén tép.

Naming files "Bail" or "Presentationl" and, a few weeks later, not knowing which is which. Use a
topic and a month, for example "Bao-cao-quy-3-2026". Avoid the characters \/: * ? " <> | because
Windows does not allow them in file names.

Luwu véi tén, vi tri hodac dinh dang khac — Save As: another name, location or format

Ctrl+Shift+S md lai hop Save As (luu thanh ban méi). Dung khi ban mudn giir ban gbc
va 1am thém mot ban phu, chuyén bai sang noi khac hoic d6i dinh dang, chang han xuét
ra PDF dé giri nguoi khac.

Ctrl+Shift+S reopens the Save As box and saves a new copy. Use it to keep the original while

working on a second version, to move the file elsewhere, or to change the format, for example a
PDF to send to someone.

1. Bdm Ctrl+Shift+S, hodc vao thé File rdi chon Save As.
Press Ctrl+Shift+S, or open the File tab and choose Save As.

2. Chon noi luu va thu muc méi néu can.

Choose a new location and folder if you need one.
3. Stra tén, vi du thém "-v2" vao cudi.

Change the name, for example add "-v2" at the end.

4. Mo 6 Save as type, chon dinh dang nhu PowerPoint Presentation (*.pptx) hoac PDF.

Open the Save as type box and choose a format such as PowerPoint Presentation (*pptx) or
PDF.

5. Bam Save. Mudn bo gitra chirng, bam Esc.
Click Save. To back out, press Esc.
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Vi DU/ EXAMPLE — Ban c6 San-pham-thang-11.pptx va mun thir bd cuc khac ma khong
so hong ban cii. BAm Ctrl+Shift+S, d6i tén thanh San-pham-thang-11-v2, bam Save. Tir liic
d6 cira s6 dang mé 1a ban v2, ban cii con nguyén.

You have San-pham-thang-11.pptx and want to try another layout without risking the old one. Press
Ctrl+Shifi+S, rename it San-pham-thang-11-v2 and click Save. The window you are in is now the v2
copy, and the old file stays untouched.

Con mot cach giir ban gdc khac 1a nhan doi riéng mot trang chiéu bang Ctrl+Shift+D.
Céch nay chi tao ban sao cua trang dang chon trong cung t¢p, khong tao t€p mdi. Dung
khi ban chi mudn thtr lai mot trang.

Another way to protect your original is to duplicate a single slide with Ctrl+Shift+D. This makes

a copy of the selected slide inside the same file and does not create a new file. Use it when you
only want to experiment with one slide.

Bang sau gitip ban chon 1énh nao cho tinh huéng nao:

Use this table to pick the right command for each situation:

Bat tw dong luu (AutoSave) — Turning on AutoSave

AutoSave la nut gat & géc trén bén trai thanh tiéu dé. Khi bat, PowerPoint tu ghi bai sau
mdi vai gidy, ban khéi phai nhd bam Ctrl+S. Nt nay dung dugc khi tép nam trén
OneDrive va ban dung go6i Microsoft 365.

AutoSave is a toggle at the top left of the title bar. When it is on, PowerPoint saves your work

every few seconds, so you no longer have to remember Ctrl+S. It works when the file is on
OneDrive and you use a Microsoft 365 plan.

1. Luu tép vao OneDrive theo cac budc ¢ phan luu 1an dau.
Save the file to OneDrive using the first-save steps.

2. Nhin géc trén bén trai thanh tiéu dé, tim niit AutoSave.
Look at the top left of the title bar and find the AutoSave toggle.

3. Néu nit dang & Off, bAm mot 1an dé chuyén sang On.
If it shows Off; click once to switch it to On.

GHI CHU / NOTE — Tép luu trén 6 may thuong khong co AutoSave, ban van phai bam
Ctrl+S. Khi AutoSave dang bat, moi chinh stra duoc ghi ngay, nén mudn thir nghiém hiy tao
ban sao bang Save As trudc.

Files stored on your computer usually have no AutoSave, so you still press Ctrl+S yourself. With
AutoSave on, every edit is written straight away, so make a copy with Save As before you experiment.

Vi DU/ EXAMPLE — Ban luu "Bao-cao-quy-3-2026" vao OneDrive, thiy niit AutoSave
dang Off nén bam sang On. Ban x6a nham mot trang chiéu. Vi thay d6i di dwoc ghi ngay,
bam Ctrl+Z dé hoan tac (1ui lai mot thao tac) 1a cach nhanh nhét dé 14y trang vé.

You save "Bao-cao-quy-3-2026" to OneDrive and see AutoSave set to Off; so you click it to On. Then
you delete a slide by mistake. Because changes are written straight away, pressing Ctrl+Z to undo
(step back one action) is the quickest way to get the slide back.
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Mat bai vi quén lwu va cach tim lai — Losing work by forgetting to save, and getting it back

LOI HAY GAP / COMMON MISTAKE — Lam c4 budi ma chura luu 14n nao, rdi may treo
hodc mat dién. Bai chwa c6 tén nén khong tim thiy trong thu muc nao.

Working for hours without a single save, then the computer freezes or loses power. The file has no
name, so it is in no folder.

PowerPoint c6 ban luu tam ghi sau mdi vai phat, nén ban thuong ciru duoc phan 16n. Mo
lai PowerPoint, néu thay ngin Document Recovery bén trai thi bAm vao ban méi nhat,
kiém tra noi dung rdi luu bang Ctrl+Shift+S.

PowerPoint keeps a temporary copy every few minutes, so you can usually rescue most of the

work. Reopen PowerPoint. If a Document Recovery pane appears on the left, click the newest
copy, check it, then save it with Ctrl+Shift+S.

1. Néu khong thay ngan dé, vao thé File rdi chon Info.
If that pane does not appear, open the File tab and choose Info.

2. Bam Manage Presentation, chon Recover Unsaved Presentations.
Click Manage Presentation and choose Recover Unsaved Presentations.

3. Chon tép c6 gio gan nhat, mo ra roi luu ngay véi tén mai.
Pick the file with the latest time, open it and save it at once under a new name.

MEO / TIP — Ban luu tam c6 thé thiéu vai phat cudi. Bam Ctrl+S sau mdi vai trang chiéu,
hodc dua tép 1én OneDrive va bat AutoSave.

The temporary copy may miss the last few minutes. Press Ctrl+S after every few slides, or put the file
on OneDrive and turn on AutoSave.

MEO / TIP — Néu hay quén chudt, ban ¢6 thé thém 1énh Save vao Thanh cong cu Truy nhap
Nhanh (Quick Access Toolbar, dai nat nhé nam trén cing ctra s6) dé lic nao ciing thdy nut
lru. Nhé bam Ctrl+S ngay khi vira dat tén xong, dimg doi lam xong méi luru.

If you often forget, add the Save command to the Quick Access Toolbar (the small strip of buttons at
the very top of the window) so the save button is always in sight. Press Ctrl+S right after you name

the file instead of waiting until the work is done.

2.3. Mé, dong tép va mé lai tép gan day — 2.3. Opening, Closing and Reopening
Recent Files

Mo tép 1a goi mot ban trinh bay da luu trén may 1én man hinh dé xem va stra. Giéng lay
cubn s6 tir ngan kéo ra ban. Pong tép 1a cit cudn s6 d6 di. Thoat PowerPoint 1a don ludn
ca ban lam viéc.

Opening a file means loading a saved presentation onto your screen so you can read or edit it.

Think of taking a notebook out of a drawer and putting it on your desk. Closing the file puts that
notebook away. Quitting PowerPoint clears the whole desk.

M6 mot tép da lwu — Opening a saved file

Ban chi can biét tép nam & dau: trong danh sach gin ddy, hoic trong mot thu muc trén
may hay trén OneDrive.
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All you need to know is where the file lives: in the recent list, or in a folder on your computer or
on OneDrive.

Truée khi bat dau, hdy mo sdn PowerPoint. Néu dang & man hinh khéi dau (man hinh
xanh c6 danh sich tép, hién ra khi chua mé ban trinh bay ndo), ban van dung duogc céc
budc sau.

Before you start, have PowerPoint running. If you are on the start screen (the screen with a list
of files that appears when no presentation is open), the steps below still work.

1. Nhan Ctrl+O. Man hinh M& (Open) hién ra. Ban ciing c6 thé bam thé Tép (File) roi
chon Mo.
Press Ctrl+0O. The Open screen appears. You can also click the File tab and choose Open.

2. Chon Gan day (Recent) & cot trai. Cac ban trinh bay ban vira ding nam & giita, mai
nhit & trén.
Choose Recent in the left column. The presentations you used lately sit in the middle, newest
first.

3. Nhép vao tén tép can mo. Ban trinh bay hién ra ngay.
Click the name of the file you want. The presentation opens right away.

4. Néu khong thay tép trong danh sach, chon Duyét (Browse), di t6i thu muc chua tép,
nhap tép réi bAm Mo.
If the file is not in the list, choose Browse, go to the folder that holds it, click the file, then
click Open.

VI DU/ EXAMPLE — Tuan trudc ban luu bai thuyét trinh c6 tén gioi-thieu-san-pham.pptx
vao thu myc Tai li¢u. Hom nay ban mé PowerPoint, nhén Ctrl+O va chon Gan day. T¢p nam
thir ba trong danh sach, nén ban nhip vao 1a xong. Néu hom d6 ban dd mé thém hon chuc tép
khéc, tén nay da troi mét khoi danh sach. Khi éy ban chon Duy¢t, bam vao thu muc Tai liéu,
nhip gioi-thieu-san-pham.pptx rdi bAm Mé. Két qua: ban trinh bay hién trén man hinh, sin
sang dé stra.

Last week you saved a deck named gioi-thieu-san-pham.pptx in your Documents folder. Today you
start PowerPoint, press Ctrl+0 and choose Recent. The file is third in the list, so you click it and you
are done. If you had opened a dozen other files since then, the name would have slid off the list. In
that case you choose Browse, click the Documents folder, click gioi-thieu-san-pham.pptx and click
Open. Result: the presentation shows on screen, ready to edit.

Dong tép va thoat chwong trinh — Closing a file and quitting the program

Pong mot ban trinh bay chi cat tép d6 di. Ban nhan Ctrl+W hodc vao Tép rdi chon Pong
(Close). Néu c6 thay doi chua luu, PowerPoint hoi c6 Ivu khong. Bam Luu (Save) dé gii,
Khéng luu (Don't Save) dé bo thay dbi, Huy (Cancel) dé quay lai stra tiép.

Closing a presentation only puts that one file away. Press Ctrl+W, or go to File and choose

Close. If there are unsaved changes, PowerPoint asks what to do. Click Save to keep them, Don't
Save to discard them, or Cancel to go back and keep editing.

Thoat PowerPoint 1a tit ca chuong trinh. Trén Windows, nhan Alt+F4 khi dang & cira s6
PowerPoint. Mdi ban trinh bay m& riéng mot cira s0, nén Alt+F4 chi doéng cua s6 ban
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dang xem. Chuong trinh tat han khi ctra s6 cudi cing dong. Trén may Mac, nhin
Command+Q dé thoat ca chuong trinh.

Quitting PowerPoint shuts down the whole program. On Windows, press Alt+F4 while a
PowerPoint window is active. Each presentation opens in its own window, so Alt+F4 closes only
the window you are looking at. The program ends when the last window closes. On a Mac, press
Command+Q to quit the whole program.

Thoi quen t6t 1 nhan Ctrl+S truéc khi dong. Luu xong rdi dong thi hop thoai hoi s&
khong hién, va ban chic chan khong mat gi. Néu tép dang luu trén OneDrive va bat Ty
dong luu (AutoSave), thay d6i dugc luu dan trong lic ban lam, nhung ban van nén kiém
tra trudce khi dong.

A good habit is to press Ctrl+S before closing. Once you have saved, the prompt does not appear
and you know nothing is lost. If the file is on OneDrive with AutoSave turned on, changes are
saved as you work, but it is still worth checking before you close.

Vi DU / EXAMPLE — Ban dang mo hai tép: baocao-quy3.pptx va kehoach-2027.pptx. Ban
dang & baocao-quy3 va nhin Ctrl+W. Tép nay dong, con kehoach-2027 van nim d6 dé lam
tiép. Nhan Ctrl+W thém 14n nita & kehoach-2027: PowerPoint hién man hinh khéi dau,
chuong trinh van chay va ban mé tép khac dugc ngay bang Ctrl+0. Khi 1am xong ca budi,
ban méi dong cira s6 PowerPoint dé thoat chwong trinh.

You have two files open: baocao-quy3.pptx and kehoach-2027.pptx. You are in baocao-quy3 and
press Ctrl+W. That file closes, while kehoach-2027 stays there for you to continue. Press Ctri+W
again in kehoach-2027: PowerPoint shows the start screen, the program keeps running, and you can

open another file with Ctrl+O. When you finish for the day, you close the PowerPoint window to quit
the program.

Ghim tép hay dung — Pinning files you use often

Danh sach gan day chi nhé mot sé tép nhat dinh. Dung thém tép méi thi tép cil troi xudng
r0i bién mét. Ghim gitp ban giir lai nhiing tép cAn mé hang ngay, nhu cam ghim 1én bang
tin.

The recent list only remembers a limited number of files. As you open new ones, older ones slide

down and disappear. Pinning keeps the files you open every day, like sticking a pin in a notice
board.

1. Nhan Ctrl+O rdi chon Gan day.
Press Ctrl+0O and choose Recent.
2. Ré chudt vao tén tép. O dau bén phai dong hién biéu tuong cai ghim.
Move the mouse over the file name. A pushpin icon appears at the right end of the row.
3. Bam biéu tugng ghim. Tép nhay 1én nhom D3 ghim (Pinned) ¢ dau danh sach va nam
yén ¢ do.
Click the pushpin. The file jumps to the Pinned group at the top of the list and stays there.
4. Mubdn bo ghim, bam lai vao biéu tuong ghim cua té¢p do.
To unpin, click the pushpin on that file again.
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