Cach nén file Powerpoint,
giam dung lugng Slide
PowerPoint hiéu qua nhat

Tai liéu PowerPoint nhe gilp ban dé dang chia sé va tiét kiém khéng gian luu trir trén may tinh.
Trong bai viét nay, ching ta cung tim hiéu vé cach nén file PowerPoint, gidam dung lugng slide
PowerPoint hiéu qua.

Gach mén filePowerpeinty gidm dung lugng Slide PowerPoint hiéu qud nhat

1. S&¢ dung cbng cu nén file
PowerPoint truc tuyén

Budc 1: Ban truy cap trang web https://www.wecompress.com/en/

Tiép theo, ban click vao biéu tugng dau (+) dé upload file PowerPoint.

Glick vaeobiéurtygng daud+) d€ upload file PowerPoint

Tiép theo, ban click chon file can nén (1) => Open (2).

Glick ehonfilercam némasn nhan Open

Budc 2: Sau khi qud trinh chuyén déi thanh c6ng, ban hay click vao Download dé tai vé may.

Glick vaoDewnlgad dédai vé may

Budc 3: Sau khi tai vé file PowerPoint da nén, ban hay kiém tra va so sanh file néu khéng gap van
dé gi la thanh cong.

Kiéna treraase sahdileméu khéng gap van dé gi la thanh cong


https://www.wecompress.com/en/

2. Chuyén doi dinh dang file
PowerPoint PPT thanh PPTX

PPT la dinh dang file PowerPoint cli con PPTX la dinh dang file PowerPoint m&i ap dung cho phién
ban Office 2007 tré 1én. Dinh dang file PPTX m&i sé c6 nhiéu uu diém hon va trong do la uu diém
file PowerPoint dugc nén lai véi kich thuéc nho hon.

Budc 1: Ban ma file PowerPoint va click vao menu File.
MédtilePowerRajpt viaudick vao menu File
Tiép theo, ban vao menu Save As (1) => Browse (2).

(chga Brewseor type unknown

Budc 2: Ban click chon noi luu file (1) => chon Save as type la PowerPoint presentation
(*.pptx) (2) => dat tén méi cho file (3) => Save (4).

choarSavenastype lakRewerPoint presentation

Budc 3: Sau khi hoan tat luu file dugi dang PPTX, ban hay so sanh 2 file va sé thay file PowerPoint
c6 dinh dang PPTX sé c6 dung lugng nhoé hon so véi file PPT.

cogamh Aufileva s thayfile PowerPoint ¢ dinh dang PPTX sé& c6 dung lugng nhoé hon so véi file PPT

3. Nén anh truéc khi luu vai tinh
nang Compress Pictures

Budc 1: Ban md file PowerPoint can nén va thao tac Save as theo Buéc 1 ¢ phan huéng dan trén.
Tiép theo, ban click vao Tools (1) => Compress Pictures... (2).

GhearCompressyBiciiiesn

Budc 2: Ban chon tuy chon nhé nhat la E-mail (96dpi) (1) => OK (2).

Ghoa tdiyochosn nhénbaia E-mail (96dpi) va nhan OK

Budc 3: Ban dat tén mdéi cho file (1) => Save (2).

Patdén mbische, filenadshan Save



Budc 4: Ban hay kiém tra va so sanh file PowerPoint trudc va sau khi nén. Néu file sau khi nén c6
dung lugng nhd di la thanh céng.

Kiéna treramse sashdileRowerPoint trudc va sau khi nén

4. Nén anh truéc khi chen vao
PowerPoint

Trudc khi chén dnh vao PowerPoint thi ban hay x& ly nhitng hinh anh can chén qua phan mém
chinh stra anh hoac céng cu nén anh online dé file anh dugc toi uu mot cach tot nhat. Ban cé thé su
dung nhiing céng cu chinh s&ta dnh nhu Photoshop, Paint, Snagit... d€ giam do phan giai bdc anh
(Dimensions) hay mat do di€m anh (ppi - pixel per inch) mot cach nhanh chéng, téi uu nhat.

Ngoai ra, ban hdy tham khao hudng dan nén anh da dugc trinh bay trong céc bai viét trudc day &
ThuThuatPhanMem.vn

3 Cach nén anh, giam dung luong anh hiéu qua
Cach giam dung luong anh hang loat nhanh nhat

Cach giam dung luong file PNG, nén file PNG

5. Chen anh qua menu Insert trong
PowerPoint

DE& chén anh, video nhanh chéng thi chdng ta thuong s dung I1énh Copy/Paste (Ctrl + C va Ctrl +
V). Thao tac nhu vay sé khién file PowerPoint tréd nén nang hon do file anh, video dugc chén truc
ti€p sé gilr nguyén cac thudc tinh goc.

Budc 1: Ban click vao menu Insert (1) => Pictures (2).

(ochga Ricturesr type unknown
Budc 2: Ban chon anh can chen (1) => Insert (2).

Gheamnhanahenuvnahan Insert


https://thuthuatphanmem.vn/3-cach-nen-anh-giam-dung-luong-anh-hieu-qua/
https://thuthuatphanmem.vn/cach-giam-dung-luong-anh-hang-loat-nhanh-nhat/
https://thuthuatphanmem.vn/cach-giam-dung-luong-file-png-nen-file-png/

U4

6. Chen link anh, video gian tiép
trong PowerPoint

Néu anh, video minh hoa qua Ién thi ching ta nén chén link video, anh bén ngoai dé gidm dung
lugng file PowerPoint. Cach thuc hién nhu sau:

Budc 1: Ban click vao vi tri can chén link (1) => Insert (2) => Links (3) => Link (4).
Nhanrecheonkiskype unknown

Budc 2: Ban chon Existing File or Web Page (1) => chon file anh, video (2) => OK (3).
Ghoa fitecdmhervigdeanaonhan OK

Budc 3: Sau khi chén xong thi ban sé nhin thay link file anh, video. D€ mé link nay, ban hay gitr
phim Ctrl va click chudt trdi vao link dé mé.

GishphimmoGtrrlov ey dick et trai vao link dé€ ma

Luu y: Do file anh, video khéng chen tryc ti€p vao PowerPoint nén khi chia sé, di chuyén thi ban
phai copy cd thu muc chia file anh, video géc.

7. Tat tinh nang nhdng font
(Embed fonts)

Budc 1: Ban click vao File.
G{B@K Nca@oGhH,)dﬂ EA&)@ unknown
Budc 2: Ban click chon menu Options.

Gha@@ m@m&pti@é\ﬁnknown

Budc 3: Ban chon Save (1) => bd tuy chon Embed fonts in the file (2) => OK (3).

Bé dtyochonibmbped fonts.in the file



8. Tat tinh nang tu dong luu
(AutoRecover)

Tinh nang ty dong luu AutoRecover gilp ching ta dé dang khoi phuc tai liéu moi khi mat dién bang
cach tu déng luu file sau mét khoang thai gian thiét lap san (t6i thi€u la 1 phat). Tuy nhién, tinh
nang nay sé tao ra mot sé thong tin sao luu c6 thé khién file PowerPoint ndng hon va néu ban cé
théi quen luu tha cong thi ban cé thé tat tinh nang nay di.

Ban ma Options theo hudng dan trinh bay ¢ phan 6 (Budc 1, Budc 2). Ti€p theo, ban chon muc
Save (1) => bo tuy chon Save AutoRecover information every... minutes (2) => OK (3).

BédaiyochoniSaveAuteRacover information every... minutes

9. Xb6a cac thong tin, thudc tinh
trong file PowerPoint

Budc 1: Ban click vao menu File.

Glick Macomepufitainknown

Tiép theo, ban chon Info (1) => Check for Issues (2) => Inspect Document (3).
choa dxnspetctdbDeet oremntvn

Budc 2: Ban danh dau tich tat cad cdc muc (1) => Inspect (2).
baphndéudtichrt@bcaneaamuc va chon Inspect

Budc 3: Sau khi ki€m tra xong, ban hay click vao Remove All trong muc Document Properties
and Personal Information.

Gligk MaeRemoveAHkromg muc Document Properties and Personal Information
Tiép theo, ban click vao Close dé déng hop thoai.

Gligk vadGlosetdd denguhdp thoai



10. Tat tinh nang luu hinh dnh xem
trudc

Budc 1: Ban click vao menu File.

(choa bil@und or type unknown

Tiép theo, ban click chon muc Info (1) => Properties (2) => Chon Advanced Properties (3).

choaAdivancedBeaperties

Budc 2: Ban click vao muc Summary (1) => bd tich muc Save preview picture (2) => OK (3).

BédichimueiSavepreview picture va nhan OK

11. Nén file PowerPoint v&i phan
mém WiInRAR, 7-Zip

Céch nay hiéu qua khi ban muén nén nhiéu file PowerPoint va dung lugng file sé giam di dang ké.
Phan mém nén file uu tién s dung la WinRAR, 7-Zip. Cach thuc hién doi véi phan mém WinRAR
nhu sau:

Budc 1: Ban click chu6t phai vao file PowerPoint (1) => Add to archive... (2).

Gha@@ rAdd kel arrﬁﬂ'ﬂ)ié/@'\known

Budc 2: Ban chon dinh dang la RAR (1). Trong Compression method (2) ban chon Best (3) =>
OK (4).

Ghoa Bestmdonhda Bkown

V&i nhitng cach chia sé trong bai viét, ban cé thé giam dung lugng file PowerPoint hiéu qua va dé
dang chia sé hon. Chuc cac ban thanh céng!
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