Bai tap s dung Microsoft Power Point

BAI TAP POWERPOINT

Bai tap 1. Yéu cau k¥ ning;

Biét cach khoi dong PowerPoint

Biét tao mot bai trinh dién bang cach st dung miu thiét ké
Biét cach Luu va mé mdt file trinh dién

Biét cach thém/xda cac slide vao/tir bai trinh dién

Biét cahc thay doi layout cho cac slide
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Biét cach thay d6i mau thiét ké cua slide

D¢ bai:

v' Khoi dong PowerPoint, tao m&i mot bai trinh dién bang cach st dung miu thiét
ké.

v' Chon mau thiét ké c6 tén “Mountain”, roi gd tiéu dé cho Silde dau tién Ia “Bai

tap 1” Hinh a.

Luu bai trinh dién vl tén 1a Baitapl.ppt

DPoéng bai trinh dién vira tao & trén va thoat khoi PowerPoint.

Khoi dong PowerPoint va mo file trinh dién c6 tén Baitapl.ppt vira tao & trén.
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Thém méi slide vao bai trinh dién vé1 slide layout 1a “Bulleted List”, nhap tiéu

dé cho slide nay 1a “Slide 1” Hinh b

v' Thém méi slide vao bai trinh dién vé1 slide layout 1a “Bulleted List”, nhap tiéu
dé cho slide nay la “Slide 2”

v Xoa slide co tiéu dé “Slide 2 khéi bai trinh dién.

v' Thay d6i sile Layout cho slide c6 tiéu dé “Slide 17 thanh layout “Text & Clip
Art” Hinh c.

v/ Thay ddi mau thiét ké cia slide thanh mau cé tén “Watermark” Hinh d

v" Luu lai bai trinh dién.




Bai tap s dung Microsoft Power Point

Slide 1

Bai tap 1

Hinh a Hinh b

Slide 1 Slide 1

Click to add text

Dioukl : ' Double click to aded
; E : L clip art

Hinh ¢ Hinh d

Bai tap 2.

Yéu cau k¥ ning;

Biét cach khoi dong PowerPoint

Biét tao mot bai trinh dién bang cach st dung mau thiét ké
Biét cach Luu va mé mdt file trinh dién

Biét cach thém/xda cac slide vao/tir bai trinh dién

Biét cahc thay ddi layout cho céc slide

Biét cach thay doi mau thiét ké cua slide

Biét cach chén va dinh dang vin ban trong slide

Biét cach tao/thay d6i danh sach danh dau Bullet va danh s6 Number
Biét cach chén WordArt va ClipArt vao slide
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Bai tap s dung Microsoft Power Point

v
v
v

Biét cach chén cac ddi tugng d6 hoa
Biét cach nhém/bo nhom cac dbi tuong dd hoa

Biét cahc chén so do td chirc vao slide

P& bai:

v

v

Khol dong PowerPoint, tao mdi mot bai trinh dién bang cach sir dung mau
thiét ké.

Chon mAu thiét ké c6 tén “Watermark”, roi xdy dung cac slide ¢6 ndi dung nhu
Hinh 1.

Pinh dang font chit cua tiéu dé 1a “Times New Roman”, font size 44

Dbinh dang font chir ctia ndi dung bén trong slide 1a “Times New Roman”, font
size 32

Thay d6i danh sach danh dau Bullet thanh ddnh s6 Number nhu hinh Hinh 2.
Luru file trinh dién vl tén 1a Baitap2.ppt

(G1o1 thieu PowerPoint 2000

La phﬁn mém soan thio va trinh dién stides.
g giao dién thin thién, tién dung

Lam quen voi PowerPoint 2000
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St dung PowerPoint trong hoc tap

Thao udn
Thao ludn nhim 18
R EtTINAL, o8 ){ e/

Trinh bdy tnrdc gido vign
Bao cao dd 4n min hoc.
Bdo cao tht nghidp.

Ban cao NCKEH tnrdc hii nghi.

So dotd chire

[ Phing S xlﬂtJ [Fimg Kk manj [Fl-:llg HancnnJ
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Hinh 1.

Lam quen voi PowerPoint 2000

G161 thien PowerPoint 2000

La phﬁn mém soan thio va trinh dién stides.
g giao dién thin thién, tién dung

St dung PowerPoint trong hoc tap

Thao udn
Thao ludn nhitm. 18
R EtTINAt, e ){ e/

Trinh bdy tnrdc gido vign
Bao cao dd 4n min hoc.
Bdo cao tht nghidp.

Ban cao NCKEH tnrdc hii nghi.

So dotd chire

[ Phing S xlﬂtJ [Fimg Kk manj [Fl-:llg HancnnJ
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Hinh 2
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Céc file hinh anh chén vao slide dugc cung cap & D:\Tulieu\Baitap2.

Bai tap 3.

Yéu cau k¥ ning:

Biét cach khoi dong PowerPoint

Biét tao mot bai trinh dién bang cach st dung miu thiét ké
Biét cach Luu va mé mdt file trinh dién

Biét cach thém/xda cac slide vao/tir bai trinh dién

Tao cac nut diéu khién, cac hyperlink
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Cheén biéu dd, bang biéu

D¢ bai:
v' Khol dong PowerPoint, tao méi mot bai trinh dién bang cach sir dung mau
thiét ké.
Chon mau thiét ké c6 tén “Watermark”.
v' Thém mé&i Thém méi slide vao bai trinh dién, nhép tiéu dé cho slide méi nay la
“Lién két”, tir slide nay:
0 Tao nit diéu khién, dé khi kich chudt vao nat nay thi mé file word
“Noidung_Baitap2.doc” dugc cung cip ¢ D:\Tulieu\Baitap3.
0 Tao lién két (Hyperlink) c6 tén “Lam quen v4i PowerPoint”, dé khi kich
chuot vao lién két nay thi mo bai trinh bay Baitap2.ppt duoc 1am & bai
tap Bai tap 2.
0 Tao nit diéu khién, dé khi kich chudt vao nat nay thi chuyén dén slide
ké tiép.
v' Thém méi slide, chén bang gdm 3 hang, 5 cot va nhap dit liéu nhu hinh duéi
v' Thém méi slide, tao biéu d6 thong ké dya vao dir liéu tir slide trén
v K&t qua cua bai tap dugc chi ra nhu & Hinh 1
v' Luu file trinh dién v6I tén la Baitap3.ppt




Bai tap s dung Microsoft Power Point

Lign két
Mai dung bai tap 2
Bai tap 3
Lam guen vt PowerPoint
Tinh hinh Doanh thu Théng ké doanh thu
2005 57 28 346 36 60
2006 30 386 60,7 416 ¥ -i_
1 Ot 2005
31T O tm 2006
04
1T
L}
auy 1 auy 2 a3 auy 4
Hinh 1.

Bai tap 4.

Yéu cau k¥ ning;

v Biét cach khoi dong PowerPoint

Biét cach Luu va mé mdt file trinh dién
Biét cach 1am viéc véi slide master

Biét cach thay d6i mau nén va bong, anh nén cho slide

DN N NN

Séap xép cac slide

D¢ bai:
v' Khol dong PowerPoint, mé file trinh dién co tén Baitap3.ppt (Két qua bai tap
3)




Bai tap s dung Microsoft Power Point

v" Luu bai trinh dién trén véi tén file mai 1a Baitap4.ppt
v Chinh stra slie master cho bai trinh dién nay véi cac yéu cau nhu sau:
0 Anh nén cho slide master 14 nenl.jpg.
0 binh dang font chir cho Title Master
= Tiéu dé (Title Area) 1a Arial, font size 1a 40
= Subtitle Area la Arial, font size la 32
0 binh dang font chir cho Slide Master
= Tiéu dé (Titile Area) 12 Arial, font size 13 40
= Object Area
e Font chit 12 Arial
o Fontsize: Cp 1 —28; cap 2 — 24; cip 3 — 20; cap 4 - 18
v' Thay d6i anh nén cho slide 4 véi anh nén 1a nen2.jpg.
v' Thém méi slide véi tiéu dé “Chién luogc ting cudng doanh thu” va nhap noi
dung nhu Hinh 1.
v K&t qua cua bai tap duogc chira & Hinh 1

v" Luu lai bai trinh dién.

Lien ket
i ‘ M dung baitap 2

Bai tap 3

Lam guen voi PowerPoint

>|




Bai tap s dung Microsoft Power Point

Tinh hinh Doanh thu

Théng ké doanh thu

O Mam 2005
O Mam 2006

Chién Itere tang cuong doanh thu

1. Téng cudng gquang cao
2. Méng cao chat leong s3n pham
a. Watlidys3n xuit 93m bio chitlwong
b, Hoat déng =3n xudt phdi tudn thi quy trink
[
3. Mang cao cing suat hoat dong cla nha may
4.

Hinh 1.

v’ Sap xép chuyén vi tri giita hai slide thir 3 va 4.

Céc file hinh anh ding 1am anh nén cho slide duoc cung cap & D:\Tulieu\Baitap4.

Bai tap 5.
Yéu cau k¥ ning;

Biét cach khoi dong PowerPoint

Copy céc slide tur cac file trinh dién khac
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Chen film vao slide

Biét cach tao méi, luu va m& mét file trinh dién

Tao hoat hinh cho c4c d6i twong v6i Custom animation

Tao hoat hinh cho céac slide vdi slide transition




Bai tap s dung Microsoft Power Point

v

Chén am thanh vao slide

DPé bai:

v

v
v

<

Khol dong PowerPoint, tao mdi mot bai trinh dién bang cach sir dung mau
thiét ké.

Chon mau thiét ké co tén “Watermark” voi tiéu dé “Gidi thiéu cong ty ABC”
Copy sile thir tur tir file trinh dién Baitap2.ppt d4 lam & bai tap 2 vao bai trinh
dién.

Copy sile thi ba va tu tir file trinh dién Baitap3.ppt dd lam & bai tap 3 vao bai
trinh dién.

Copy sile thar nim tir file trinh dién Baitap4.ppt d lam & bai tap 4 vao bai trinh
dién.

Thém méi silde véi tiéu dé “Thu gian”, va chén doan file tir file vao slide nay
Chuyén dén slide dau tién chén file am thanh
Duong_den_ngay_vinh_quang.mp3 vao slide, thiét 1ap cho phat file 4m thanh
nay cho dén khi trinh bay hét slide tht 5

Tao hiéu tmg thich hgp cho vin ban & slide 5 trong ban trinh dién.

Tao hiéu Gmg chuyén tiép thich hop gitra céc slide.

Két qua cua bai tap dugc chi ra ¢ Hinh 1

So dotd chire

Giéi thiéu céng ty ABC

Trinh bay: L& van A [ Prong S letJ [Pimg Kl b can iJ [Pl-:llg HancnnJ
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Bai tap s dung Microsoft Power Point

Tinh hinh Doanh thu

Théng ké doanh thu

TaENQ CLICNG quUAng cao

Mang cao chat lvong san pham
WAt 118U s3n xudt d3m bao chdt leong
Hoat d8ng s3n xuat phii tudn thi guy tinh

Mang cao cing suat hoat dang cla nha
may

2005 57 8 346 HE 607

2006 a0 386 60,7 41 6 ¥ -f_
1 Ot 2008
1477 O Ham 2005
20471
10 1T
]

[T oy 2 g 3 auy 4
Chién Iucc tang cudng doanh thu Thur gian

Céc file tu liéu am thanh, film duoc cung cip & D:\Tulieu\Baitap5.

Bai tap 6.
Yéu cau k¥ ning;

Biét cach khoi dong PowerPoint

Biét cach tao méi, luu va m& mét file trinh dién

v
v
v' Biét cach tao kich ban céc slide can trinh dién
v Biét cach 4n dinh thoi gian hién thi slide

v

Biét cach chén cac thong tin dau trang, chan trang

DPé bai:

v' Khol dong PowerPoint, mé file trinh dién co tén Baitap5.ppt (Két qua bai tap

5)

v" Luu bai trinh dién trén véi tén file masi 1a Baitap6.ppt




Bai tap s dung Microsoft Power Point

v' Tao kich ban c6 tén “MyShow”, chi trinh bay cac slide tur slide 1 dén slide 5.

<

Trinh dién kich ban nay dé kiém tra.

v' An dinh thoi gian trinh bay slide, néu khong kich chudt dé chuyén sang slide
khéc sau 30 giay thi s& ty dong chuyén sang slide khac. Ap dung cho tat ca cac
slide.

v/ Cheén théng tin chan trang vao tat ca cac slide, v6i yéu cau nhu sau:

0 Ngay thang tu dong cap nhat lac trinh bay

o Footer: “Gi6i thiéu cong ty ABC”

v Keét qua cua bai tap dugc chira & Hinh 1

So dotd chire

Gidi thisu céng ty ABC
Trinh bay: L& van A [ Frong = xumJ [Pimg Kk manj [Pl-:llg HancnnJ
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Bai tap s dung Microsoft Power Point

Chién Iwgc tang cudng doanh thu

TaENQ CLICNG quUAng cao

Mang cao chat lvong san pham
WAt 118U s3n xudt d3m bao chdt leong
Hoat d8ng s3n xuat phii tudn thi guy tinh

Mang cao cing suat hoat dang cla nha
may
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