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How to make Power Point - Instructions for making
reportsand presentations using Power Point

PowerPoint is an application that helps you create presentations, reports, presentations ... Thisarticle will guide
step by step making powerpoint for new students.

PowerPoint is an application that helps you to create slideshows, presentations . The application supports you
with many features to help you have the most complete presentation. For those of you who are new to
PowerPoint, it can be quite complicated and you don't know where to start learning.

The following article will guide you how to make PowerPoint easiest for beginners to get acquainted with
PowerPoint.

Start Power Point

PowerPoint is built into the Microsoft Office instaler, if you have the entire Office installed, you have the
PowerPoint program. To start PowerPoint, select the Start menu -> All Programs -> Microsoft Office ->
Microsoft PowerPoint or you can enter the Microsoft PowerPoint keyword into the search box of the Start
menu and select Microsoft PowerPoint (depending on the version of PowerPoint that select Office of that
version).
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With PowerPoint 2013, when you start PowerPoint, the first interface that appears will be the template selection
interface, if you want to create a blank page, select Blank Presentation . You can also choose from the available
templates displayed on the interface to get started on the main interface.
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Choose templates available in Power Point

For PowerPoint 2010 and lower versions, when you start PowerPoint, you will immediately enter the main
interface with the default blank page. Instead of leaving a white background, you can choose Microsoft's
predefined templates with diverse and rich themes, making your presentation more beautiful and attractive.
Using the existing template, when you add a new slide, the background of the dlide is still the template you have
chosen. To select an existing template, select the Design tab and then select the template in Themes.

m H ¢ .@ s Presentatic{}lfpowr:rpoint 2 B2 - B M
HOME  INSERT mansmons, e NUThuatPhanMem.vn |

= Variants Customize

Aa Aa Aa

---------- mmmman A

Themes ~

Click to add title

Click to add subtitle

SLIDE1 OF 1 = NOTES B COMMENTS E= ==




Add anew dide

The first page will be the cover, and the following pages will be the content page. To add new dlides, on the
Home tab, select New Slide -> select the template for the slide to add. Usually use the template is Title and
Content , if your content is diverse then you can choose the appropriate template.

EH S ® = Presentation] - PowerPoint T EH - O %
HOME INSERT DESIGM TRAMSITIONS ANIMA;I-huThuatRhanMem:Mn!T
El' = v i=
D B \:, e AV
Paste h"( New o ) .
¥ Iside-]E- | A -Aa- A A
Clipboard = Facet

=l ) || #

Drawing Editing

Section Header

= ] ] \ 1

Two Content Title Only

) |

Elank Content with Picture with
Caption Caption

- (=

5] Duplicate Selected Slides

Title Slide Title and Content

rlj Slides from Outline...

SLUDE1 OF1 =] Reuse Slides...

Add content in dlides. textboxes, images, videos.

To enter more content in the slide you need to add textbox by selecting Insert -> Textbox .
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You can aso add photos, videos, charts, tables, music to your slides more vividly by selecting the icons
displayed on the dlide.
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Or select Insert -> select the content to add (Table - tables, Pictures - images, Shapes - shapes, Chart - charts,
Videos, Audio - music, .).

Text format

Format text in PowerPoint similar to Word and Excel, highlight the text you need to format, and in the Home
tab, select the font, font size and font in the Font section .
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Some note:
- Fonts are simple, easy to read, preferably square like: Tahoma, Aria . and cannot use more than 2-3 fonts.



- Font size 28 and above, the font size is about 36-44 points.

- Use a font color that contrasts with the background color eg light text on a dark background, dark text on a
light background.

- Avoid using al capital letters because it is difficult to read, do not use too many font colors.

Create Slide M aster

Slide Master is an effective tool to help you only need to format once for al dlides about font, font size, font
color, effects . After starting PowerPoint you should create a master slide to use. .

First you select the card View -> Slide M aster .
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Slide Master appears, you select the first Slide and start common format for all slides: font, font size, font color,
background image, logo, effects . Here you just general format but not enter data, because all these formats will
be displayed in the slides or when adding new slides.
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After formatting is complete, you select the Slide M aster tab -> Close Master View to close the Slide Master.
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So you still create the slides and enter the content normally, because you have used Slide Master, so when
adding new slides, the format will be the same as Slide Master. Y ou can also change the format for some slides
that you do not want it to ook like the Slide Master format.

Add effectsin Power Point

There are many effects in PowerPoint such as visual effects, graph effects, text effects, dide transition effects. If
you want your slides to be more animated with effects, you can also create the effects you want. Y ou can refer
here: http://TipsM ake.vn/huong-dan-tao-hieu-ung-trong-powerpoint/.

Presentation

Once you have created your PowerPoint presentation, start your presentation. To start the slideshow from the
first page, you select the tab Slide show -> From beginning (or key F5). You can aso slide from the current
page by selecting Slide show -> From current slide (or press Shift + F5).
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During the slideshow, to move to the next dlide, select the right arrow key, the down arrow key or click.

v -

To return to the previous dlide, select the left arrow key and the up arrow key.



Savefile

You press Ctrl + S or File -> Save then enter the file name and select the file type in the Save as type section
and click Saveto save.
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So, you can create a ssmple PowerPoint, gradually, as you get used to it, you will continue to learn more
advanced parts in PowerPoint. Good luck!

Y ou finished reading the article "How to make Power Point - I nstructions for making reportsand
presentations using Power Point™ edited by the TipsM ake team. We hope this article has provided you with
many useful tech tips and tricks. Y ou can search for similar articles on tips and guides. Thank you for reading
and for following us regularly.
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