|C3 Internet and Computing Core Certification Guide
Global Standard 4

Bai 10: PowerPoint 2010

© CCI Learning Solutions Inc.




Muc tieu bai hoc

« cau truc tdng quét va cac hwéng trén cac slide
dan dé tao ban trinh chiéu + thém hoéc thao tac voi bang va
e tao cac ban trinh ch|e~u trong biéu do trén slide
hogc st dung mot mautrinh | yham hoac thao tac voi cac ddi
chiéu dé tao ban trinh chiéu moi twong da phwong tién nhw cac
* lwu, déng, hoac ma@ ban trinh tép tin hinh anh, phim, nhac
chieu - thiét Iap va chay trinh chiéu slide
- thay ddi cach hién thj cac slide + tao cac ghi chd hodc tai liéu in
» chen, xéa, hoac nhan déi slide phét khi thuyét trinh (handouts)

kém theo slide
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Muc tieu bai hoc

« PowerPoint 1a mdt chwong trinh trinh chiéu cho phép ban
cé thé st dung dé tao, chinh slra va thao tac v&i cac slide
trén man hinh trinh chiéu

- Céc ban trinh chiéu nay c6 thé dwoc phan phdi cho ngudi xem
tree tiép, hodc co thé tw xem trén cac thiét bi cia ho

« c6 thé nhap van ban, vé cac dbi twong, tao biéu do

« ¢6 thé Iwa chon in ban trinh chiéu hoac chia sé n6 qua
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Muc tieu bai hoc

» St dung cac dé muc hoa thi ho&c s6 dé thé hién cac bwoc
cua moét thu tuc

. gilr sO lwong dé muc toi thiéu

« gilv van ban & dang tong quat va chi md ta ngan gon, va

SR e 2 AN Py

dam bao di ||eu Irong Dang IﬂaI ro rang

- Pwa biéu do vao trong slide dé hién thi mé hinh hoac xu
hwéng cua div liéu, va cling hién thj trang di liéu tham khao
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Muc tieu bai hoc

- Ban trinh chiéu gom nhirng gi?

Day Ia slide m& dAu gi6i thidu chd d& thuyét trinh.

Slide tiéu dé

Slide nay thworng liét ké tiéu dé ctia tAt ca céc slide trong ban trinh chiéu. N6 cung

cap mot cai nhin tdng quan vé cac chl dé dworc trinh bay va cé thé gilp ngudi
xem nam bat dwoc dong chay trinh chiéu

sigeticuct | Slide tiéu dé va ndi dung:

Danh sach chtra cac diém chinh va dién gia mudn trinh bay vé mét cha dé cu

thé. Cac muc hoa thi nén giéi thiéu tém tat, ngén gon, va rd rang.

Slide muc luc
chwong trinh

Slide 2

Slide téng két
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Muc tieu bai hoc

- Ban trinh chiéu gom nhirng gi?

- M0i slide bao géom nhiéu 6 dat n6i dung Click to add title
(placeholders)

* Click to add text

- Nhap chudt vao bén trong 6 dat ndi dung
dé chén van ban hoac mét déi twong D

- Khi ban nhin thay mét 6 dat ndi dung voi

céc biéu twong & bén trong, nhap chuét
~ = R ~ R by . X = R :_lilﬂ _E\

Insert Picture from File
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Lam viéc v&i cac ban trinh chiéu

« Tao cac ban trinh chiéu

Installed
Templates

Installed Themes

My Templates
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S&r dung mot ban trinh chiéu da dwoc thiét ké san vdi nhitng dé
xuat vé van ban va cidch &ng dung mau chit, mau nén, hinh
anh,...;

S& dung cac theme d3 dugc thiét ké san véi mau nén va mau
chit cu thé; ban cé thé thém cac slide va van ban vao ban trinh
chiéu.

Tao mot ban trinh chi€u st dung mau trinh chiéu ma ban hodc
mot ai d6 trong t6 chirc cda ban d3 tao.




Lam viéc v&i cac ban trinh chiéu

- Dé tao mét ban trinh chiéu tréng:
- Nhép chuét vao thé File, chon New, va sau d6 chon Blank presentation; hodc
- Nhan CTRL+N

- Trwdce khi tao ban trinh chiéu:

- Lén ké hoach cho ban trinh chiéu ctia ban & dang nhap trwéc khi tao né trén may

tinh

- Gilr cho van ban nadm trong dinh dang va bb cuc déng nhat — téi thiéu héa cac mau
sac va hiéu rng
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Lam viéc vé&i cac ban trinh chié

« Nhap van ban trong thé Outline

> > . R Y A X Y Outline —
- S dung thé Outline dé chén hau hét hoac . .= .
tat ca phan ndi dung van ban

Traveling via Camel Train

2| Planning the Tour
= What is involved?
= How much are these tours?

- Thém Vé'o CéCthé‘nh phén mlnh hoa hoéc = How do they compare to other adventures?
e N A « X X p = What's different than a regular sight-seeing tour?
céc thanh phan thiét ké sau dé —

- nang cao giao dién trinh chiéu bang cach st dung khung Slide

- Néu khung qué nhé dé hién thj tén cia méi thé, thé Outline xuat
hién thanh -
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Lam viéc v&i cac ban trinh chiéu

- Pé di chuyén vao 6 dat ndi dung Bulleted List (Danh sach hoa thi),
trén slide Title and Content, nhan CTRL+ENTER

- Nhan ENTER dé thém dong hoa thi mai

- Pé di chuyén vao trong mét cap dd hodc tao ra muc con, di chuyén
diém chén van ban t&i vi tri bat dau hoa thj va nhan TAB

- Pé di chuyén t&i cap do trwde, di chuyén diém chén van ban t&i vi
tri bat dau hoa thi va nhan SHIFT+TAB

- Pé tao mét slide mai sau khi nhap tat ca cac muc trong danh sach

1/ Life Through the Eyes of a Camel
Traveling via Camel Train

z@ Planning the Tour
= What is involved?
= How much are these tours?
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Lam viéc v&i cac ban trinh chiéu

- Nhép van ban vao khung Slide Click to add title
- St dung khung Slide d& chén hodc chinh "~
stra cac muc trén cac slide S

- khung Slide va thé Slides la hai tuy chon
khac nhau

- khung Slide va thé Slides la hai tuy chon khac nhau

Slides

- khéng thé thuc hién thay dbi truc tiép cac

n

- How ds they compare t0 other adventures?
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Lam viéc v&i cac ban trinh chiéu

- S dung thanh ngan céach gitra khung Outline va khung Slide dé
mé& réng hoadc thu nhd méi khung

Planning the Tour

* Whatis involved?
* How muchare these tours?

* How dothey compareto other adventures?

* What's differentthan a regular sight-seeing
tour?

* Who runsthese?
* Whatabout references?
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Lam viéc v&i cac ban trinh chiéu

« Lwu ban trinh chiéu
- Phan mé& rong .pptx dwoc gan cho céc tap tin trinh chiéu
- DPé lwu mdt ban trinh chiéu méi hoac lwu nhivng thay dbi trén ban
trinh chiéu dang ton tai:
- Nhap chuét vao thé File va sau d6 chon Save, hoac
- Trén thanh cong cu truy xuat nhanh, nhap chudt vao nit =, hodc
- Nhan CTRL+S
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Lam viéc v&i cac ban trinh chiéu

 Pong ban trinh chiéu
- Pé déng ban trinh chiéu:
- Nhé&p chuét vao thé File va sau dé chon Close, hoac
- Nhan CTRL+W hay CTRL+F4, hoac

- Nhan&== trén clra s6 rng dung.

- Khi béan trinh chiéu cubi cuing bi déng lai st dung mét trong hai
phuwong phap trén, clra s6 (rng dung tré thanh mau xam va chi cé

> -

n
~ I [ J
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Lam viéc v&i cac ban trinh chiéu

« Mé ban trinh chiéu
- D& m& mot tép tin trinh chiéu:

- Nhéap chuét vao thé File va chon Recent dé xem va chon tir danh séch
céc tép tin dwoc dung gan day, hoac

- Nhép chuét vao thé File va chon Recent dé xem va chon tr danh séch
céc tép tin dwoc dung gan day, hoac

Nhan CTRL+O, hoac

M& truwc tiép

tr may tinh hoac Windows Explorer.

@ ™ R At B " Green Soles 2013 Getting There is Half the Fun.pptx [Protected View] - Microsoft PowerPoint

Home Insert Design Transitions Animations Slide Sho
o z =

PPPPP
. Slige~ =] Section -

SSSSSS
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Lam viéc v&i cac ban trinh chiéu

« Hién thi théng tin trén ban trinh chiéu

- To change presentation view, on View tab, in Presentation Views
group:

B ) Normal Consists of Outline, Slide and Notes panes.

Mormal| Slide Motes Reading
Sorter Page WView

Presentation Views

Slide Sorter  Displays slides to rearrange or sort slides.

Notes Page Add text, graphics, or audio to speaker notes; can type notes in
Notes pane of Normal view, or in placeholder of this view where
you can also add graphics and audio.
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Lam viéc v&i cac ban trinh chiéu

- nhéap chudt vao mét trong cac nut & phia dwdi bén phai man hinh
dé chon bét ky tuy chon hién thj nao

= Normal Ch(ra ba khung: Outline, Slide and Notes.
= Slide Sorter st dung cach hién thi nay dé sap xép lai thtr tw cac slide

e Reading View Hién thi slide day man hinh v&i thanh tiéu dé tréi ngang & phia
trén va thanh trang thai trai ngang & phia dwaii.
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Lam viéc v&i cac ban trinh chiéu

- thay déi do phong dai:
- Trén thé View, trong nhém Zoom, nhap chuét vao Zoom; hoac

- trén thanh trang thai, st dung céc tly chon hién thj cho phéng to/thu
nho; hoac O ()

- Nhap ¢
é

hudt vao == (Zoom level) dé dat mirc do phan tram hién thi
Ll e A X
cutn

, Noac

- Nhép chuét vao 7 (Fit slide to current window) dé PowerPoint tw
doéng diéu chinh kich thuwdc cla slide viva véi clra sb hién tai
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Lam viéc v&i cac ban trinh chiéu

» Di chuyén xung quanh ban trinh chiéu
- Pé di chuyén gilra céc slide:

- Nhép chuét vao nit [z/(Previous Slide) hodc nhan PgUp dé di chuyén
dén slide trwdc trong ban trinh chiéu; hodc

- Nhép chuét vao nit [z/(Next Slide) dé di chuyén dén slide tiép theo
trong ban trinh chiéu; hoac

- trong thé Outline hoac Slides, nhap chuét vao slide ban muén; hoac st
dung cac phim UP hay DOWN dé di chuyén gitra céc slide; hodc
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Quan ly cac Slide

 Chen cac slide mé&i

i |[= Layout - . m o o
R N ~ . 7 IJ Reset . v AN
- DPé chen mdt slide moi: dor|'Ssetons | B £ U & sbe - Aa | 4

Office Theme

- Trén thé Home, trong nhém Slides, chon
New Slide; hoac

___________________________

Title Slide Title and Content section Header

- dé chén mét slide mai véi mot bd cuc xac dinh,
trén thé Home, trong nhom Slides, nhap chudét | = | = =
vao mi tén xubng ctia New Slide, va sau d6 eterent - Compatien oy

---------

chon bb cuc dwoc yéu cau; hode | -~

=

Blank Content with Picture with
Caption Caption

[Z] Duplicate Selected Slides
& slides from Outline...
=

=] Reuse Slides...
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Quan ly cac Slide

- Thay d6i bo cuc cua slide
- Pé thay ddi bb cuc cua slide:
- Trén thé Home, trong nhdm Slides, nhap chuét vao Layout; hoac

- nhap chuét phai vao slide trong thé Slides hodc khung Slide va sau d6
chon Layout

e Xba cac slide

- Dé x0a slide, chon slide dé va:
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Quan ly cac Slide

- Sap xeép lai cac slide
- dé sdp xép lai thir tw clia céc slide:
- Trong céch hién thj Slide Sorter, nhap chudt vao slide va kéo n6 dén vi
tri m&i; hoac
- trong thé Outline, nh&p chuét vao biéu twong slide dé chon ca slide va
kéo nd dén vi tri m&i; hoac

- trong thé Slides, nhap chuét vao slide va kéo nd dén vi tri maoi.
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Quan ly cac Slide

- Thay d6i Theme

- Pé ap dung mot thiét ké, trén thé Design, trong nhom Themes,
nhap chon theme da dwoc thiét ké san

mmmmmmm

3E
:
£
[*]

™Il | -
muﬁﬁ' '
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Quan ly cac Slide

- Thay d6i mau nén

- Pé thay dbi nén cho mot hoac tat ca cac
slide cua ban:

o Trén thé Design, trong nhém Background,
chon Background Styles; hoac

«IJ Beset Slide Background

> nhap chudt phai vao vung dién tich trong trén
slide va chon Format Background. “Formatsackground
o Fill

Picture Corrections | | @ Solid fill

Picture Color © Gradient fil

) Picture or texture fil

@) Pattern fil

Hide background graphics
Fill Calor

Color:
Transparency: []— -0% lﬁl

&
E

Artistic Effects

[ResetB_ad(ground ] [ Close ] [ Apply to Al ]
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Quan ly cac doi twong trong slide

* Stir dung ché dé lwa chon so vé&i ché dd chinh sira
- C4&c vong tron xuat hién quanh déi twong da chon dwoc goi la cac
diém x ly (handles)

- xac minh rang dbi twong dwoc chon va ban cé thé thyc hién cac thay
ddi trén dbi twong do

- Pé thay dbi kich thuwec dbi twong:

- Nhéap chudt vao mét trong cac diém xi ly trén cdc mat ngang hoac doc
cua dbi twong va sau do kéo chudt dé thay déi dd rong hoac chiéu cao:;
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Quan ly cac doi twong trong slide

- duwong vien bao quanh 6 vdnbancédang = ¢ }
N > ’ ~ Y X ~ | P dby: |
dwong ké dit ngha la dang trongchéde =05
chinh stra | TolanoAdventured .
- ¢6 thé chon céc vung dién tich cta van ban 1
trong hép dé thay dél Andprf\;el\rjltzzc\j:;tney
- dwdng vién bao quanh 6 van ban la dwéng Tolano Agventures

ké lién nghia 1a dang trong ché dd lwa chon

- nhirng thay dbi cé thé anh hwéng dén toan bd nédi dung cua dbi twong
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Quan ly cac doi twong trong slide

- Khi ban chon cac dbi twong khac, cac diém xi ly xuét hién voi
dwdng vién lién

- Biém x& ly hinh kim cwong mau vang cho phép ban thay dbi hinh dang

hién tai ctia déi twong i ﬁ

Pé chon mét phan van ban xac dinh bén trong 6 dat noi
dung, nhap chuét va kéo dé chon van ban

- Khi ché d6 chinh stra dworec kich hoat, ban ciing c6 thé chon cac phan
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Quan ly cac doi twong trong slide

« Thao tac v&i van ban

- D& chén van ban, nhap chuét vao 6 dat néi dung dé hién thi diém
chén van ban nhap nhay va sau do di chuyén né dén vi tri ban
mudn nhap van ban

- Pé xba van ban, st dung cac phim BACKSPACE hoac DELETE

- chén van ban vao trong ban trinh chiéu cta minh tr mét ban trinh
chiéu khéc, hodc tir mét vj tri khac trong ban trinh chiéu hién tai,
str dung cac Iénh Cut, Copy, va Paste
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Quan ly cac doi twong trong slide

- Kiém tra chinh ta
- L& chwong trinh chay nén cung cap cho ban rat nhiéu tuy chon dé
kiém tra céc 16i sai chinh ta
- Khi phat hién mét 16i ndo do, dwdng sdbng mau dé xuét hién phia dwdi
van ban
- ¢6 thé chinh slra céac 16i ngay 1ap tirc, hodc ch® cho dén khi ban két
thic céng viéc tao ban trinh chiéu
- <= (biéu twong Proofing) trén thanh trang thai dé chi ra nhirng tr
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Quan ly cac doi twong trong slide

- Pé kich hoat tinh nang kiém tra chinh ta cho ban trinh chiéu:
- DPé kich hoat tinh nang kiém tra chinh ta cho toan bé ban trinh chiéu
- Nhan F7

- Pé kiém tra chinh ta ca cac t riéng 1é:

- Nhéap chubt phai vao tr cé dwdng séng mau dd va sau do chon chire
nang chinh ta thich hop trong thwe don tat; hodc

- Nhadn < dé di chuyén dén tir diu tién dwoc coi | bi sai chinh ta va
nhap chudt vao tuy chon stra 16i chinh ta cho tir nay

© CCI Learning Solutions Inc.




Quan ly cac doi twong trong slide

* Dinh dang van ban

- dé cap dén qué trinh thay déi giao dién va dat lai vi tri cac dbi
twong trén slide
- Hop thoai Font cung cap céc tuy chon dinh dang can ban va céc
tiy chon bd sung khéng co6 trong nhém Font cha thé Home
- Dé hién thj hép thoai Font, trén thé Home, trong nhém Font, chon
Dialog box launcher

Fort

ettt
Font | cheracter Spacing |

Latin tzxt font: “ort style:

| +Body EI |Re:|ular EI 3

All bext

Font golor Urderline style n Underline calor | =

Effzcts
[ strikethrough [T small Caps
Double Strkethrough Al Czps

Sup=rscript Offset: Cgualze Character | leigh=

[ Subscriat
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Quan ly cac doi twong trong slide

- Nhom Font nam trén thé Home bao gom CaC tly  cuwes - - a r =
chon dinh dang ky tw phé bién B

Font

- thanh céng cu Mini cung cap cac tly chon dinh (ovow - w v =20
dang pho bién va cung cap céc tuy chon dinh  ®/s=E=a-2-2-v
dang tron lan gitra dinh dang ky tw va dinh dang doan

- chi xuat hién khi ban chon van ban @ = = ok
- DPé chon Quick Style, trén thé Home, o ] 0]
trong nhdm Drawing, chon Quick Styles
. BEQE &
~EEE
TITILL
BEELUEEW.

© CCI Learning Solutions Inc.



Quan ly cac doi twong trong slide

Can lé van ban
- Pé can & van ban:

- Trén thé Home, trong nhém Paragraph, nhap chudtvao =z===
tiy chon can |1é thich hop; hoac

- Trén thé Home, trong nhém Paragraph, nhap chudt vao “ &=
Paragraph dialog box launcher va sau d6 nhap chudt — eeewcim
vao tuy chon thich hgp trong danh sach Alignment; Spechg_|pirbuted_|
hoac
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Quan ly cac doi twong trong slide

Tao va str dung bang
- Pé chén bang:

- Pé thém mot bang vao trong slide cé 6 dat ndi dung, nhap %ﬁ.ﬂ— Y

chudt vao biéu twgng Insert Table trong 6 dat ndi dung; hode  l==te

:

- dé thém mot bang vao slide khéng co6 6 dat ndi dung, |

trén thé Insert, trong nhom Tables, chon Table, va il il S
sau do kéo trong 6 lwai tdng sé lwong dong va cot can
thiét dé tao bang méi; hodc

5x3 Table

I

-+ Insert Table...
Draw Table

Excel Spreadsheet
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Quan ly cac doi twong trong slide

- dé chén bang st dung [&nh nhap cu thé s6 dong va  meiras L2 Jewa))
sb cot, trén thé Insert, trong nhom Table, chon miii | wnbercfemns: 5 =

Humber cf rows: 2 =)

tén cua Table va sau d6 chon Insert Table; hoac Coc ) Come]

R ~ > A , , N , = o , “ \._;—A_s_.l
- dé vé bang gbm co6 cac dong, cac cot hoac cac dwong cheo, trén the
Insert, trong nhém Tables, nhap chudt vao miii tén cda Table va sau
dé chon Draw Table

o con tré chudt sé& chuyén thanh ¢ (bat chi) dé ban c6 thé vé cac dwdng nhw
khi st dung but chi va gidy
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Quan ly cac doi twong trong slide

* Dinh dang bang
- ¢6 thé dinh dang di¥ liéu dwoc chon trong bang hoéc dinh dang ca
bang
Trudc khi ban thay déi bat ky phan nao cta bang, chon phan thich
hop trong bang trwéc

- st dung cac thé trén ribbon Table Tools dé thwc hién cac lva
chon thich hop.

| H9-0|- Presentationl - Microsoft PowerPoint
Home Insert Design

¥ Header Row [ First Column

[ Total Row [T Last Column

|¥| Banded Rows || Banded Columns
Table Style Options

| m N-g= lentaﬁnnl - Microsoft PowerPoint

Home Insert Dresign Transi itions Animations Slide Show Review View

% . %%%% E‘% DthtlHl EIDtbtRws = — A i:i D:r:t:tzm @ IEI S}‘ ‘

Select Vew Delete | Insert Insert Insert Insert IMeroe Split | — width: | 18 thmelmns E[I;[ Text Cell Send Selection Align Group Rotate

+  |Gridlines - Above Below Left Right Cells  Cells Direction = Margins ~ [ Lock Aspect Ratio Fol rward Backward =  Pane
Table | Rows & Columns | Merge | Cell Size | Alignment | Table Size | Arrange
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Quan ly cac doi twong trong slide

« Tao biéu do
- Pé chén mot biéu d6:
- Trén thé Insert, trong nhom lllustrations, chon Chart; hoac

- nhép chuét vao biéu twong Insert Chart trong b cuc Title and
Content

- M@t khi ban kich hoat tinh nang biéu dé, chon loai biéu dd va mét
clra s hién thj di¥ liéu sé hién ra

A | B8 | © | o
Seriesl Series2  Series3
Category 1 4.3 2.4
Category 2 2.5 4.4
Category 3 3.5 1.8
Category 4 4.5 2.8

To resize chart data range, drag lower right corner of range.
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Quan ly cac doi twong trong slide

- céc thé trong ribbon Chart Tools xuat hién dé ban c6 thé nhanh
chéng thao tac hoac dinh dang biéu dé cung véi ndi dung cia nd
trén slide

E“ H9-0|- Introducing Camel Tours - Student.pptx - Microsoft PowerPoint Chart Tools. l"-_—"'
Home Insert Design Transitions Animations Slide Show Review View Design Layout Format

g = s — = =
ao, = Db =
Change Save As Switch Select Edit Refresh — —— === || H
Chart Type Template Row/Column Data Data Data = =
Type | Data | Chart Layouts | Chart Styles |
BElE9- 0= Intreducing Camel Tours - Student.pptx - Microsoft PowerPoint m = "E"E
File Home Insert Design Transitions Animations Slide Show Review WView Design Layout Format
Chart Area -
| @
% Format Selection

Eﬂ

=] o = 7 i [#] chart wall ~ o '
] o] ud ] [B] (] ] @] (] [ [
| & chart Floor = , )
Picture Shapes Text Chart Axis Legend Data Data Axes  Gridlines Flot : Trendline Lines Up/Down Error
& Reset to Match Style - Box | Title~ Titles* +  Labels~ Table~ - Area~ | 3-D Rotation - - Bars~ Bars~

Current Selection Insert Labels Background Analysis

| H9-0|+ Introducing Carmnel Tours-Student.pph(-- Microsoft PowerPoint

Insert Design Transitions Animations Slide Show Review View Design Layout
Chart Area | $ Shape Fill - . A - [hEBringForward = [ Align -
&, Format Selection [ Abc Abc Abc [Abc] Abc lm}c] Abc | |+ | 2 Shape Outline ~ A A JAN|-| & ~ | Bl sendBackward - I3] Group -
&4 Reset to Match Style = | & Shape Effects * - 2 = - H3; selection Pane | Rotate -
Current Selection Shape Styles P Arrange

Pl WordArt Styles
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Quan ly cac doi twong trong slide

- Mot trang dir liéu
- gibng nhw mét bang trong d6 c6 chira cac dong va céc cot chira cac
dir lieu mau
- M6t 6 |a giao cua mot dong véi mét ¢ot va dwoe chi ra béi chir cai cua
cot va sau do la sb thir tw cha dong.

LERe e

Series 1 Serles 2 Serles 3

1
T Category 1
3 Category 2 2.5 4.4
4 |Category 3 3.5 18
5 Category4 4.5 2.8
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Quan ly cac doi twong trong slide

Select All Button
Column Address

Axis Headings

Row Address

Categories

Y Axis Values

© CCI Learning Solutions Inc.

Lwa chon tat ca cac 6 trong trang dit liéu.
Bi€u dién cot chira gid tri hodc nhan.

Cac tiéu dé cot cla chudi dit liéu xuat hién trong vung giai thich
cac chubi dit liéu (Legend).
Biéu dién dong chira cac gia tri hodc nhan

Liét ké tén cda cdc muc dugc dat trong biéu d6. Nhirng tiéu dé
nay xuat hién trén truc X.
Liét ké cac gia tri trong truc Y.




Quan ly cac doi twong trong slide

 Lwa chon cac muc trong trang dir liéu

- DPé chon dai di¥ liéu st dung chuét:

A single cell Nhap chudt vao 6 can chon.

Extend the Nhap chuét vao 6 va kéo dén cudi dai mong muén; ban cé thé

selection nhap chudt vao 6 dau tién va sau do gitr SHIFT khi ban nhap
chuét vao 6 cudi cung trong dai.

An entire row Nhap chudt vao tiéu dé dong.

An entire column Nh&p chudt vao tiéu dé cot.

Entire worksheet Nhap chudt vao Select All.

© CCI Learning Solutions Inc.



Quan ly cac doi twong trong slide

« Thay doi kiéu biéu do
- Pé kich hoat tinh nang Chart Type:

- Bén dudi Chart Tools, trén thé Design, trong nhém Type, nhap chudt
vao Change Chart Type; hoac

- nh&p chudt phai vao biéu dé va sau d6 chon Change Chart Type
“Insert Chart ‘ ‘ 7 [

TWﬁmmmmmm@
e a2 108 [9] Ld [LA] 148

e | ) ] o] 8]
=R

[ e | vl AR ac e -
| Manage Templates... | | SetasDefault chart | [ o || concel ]
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Quan ly cac doi twong trong slide

- Dieu chinh cac chudi dir liéu
- Pé thé thay dbi cac thuéc tinh cha cac chudi di¥ liéu, st dung cac
thé Format tab of Chart Tools ribbon

Introducing Camel Tours - Student.pptx - Microsoft PowerPoint

Eld9-0v=

Home Insert Design Transitions

Design

Animations Slide Show Review WView

orma
Chart Area - &4 shape Fill - A - [hBring Forward ~ |2 Align ~ E‘--MEI
+.. o *
%FlmatSlcl hb-: Abc Abc Abc |Abcl |Abc| Abe Hl.?st\ap & Outlin A A & ﬁs nd Backward ~ [#] Group -
| - -
tyle el S 9 MW LD e i ata s 9
LJ'I-t‘ ..:l. L — s
ange | Size

WordArt Styles .—,|

Shape Styles

Current Selectio |

- S6 Iwc_mg céc tly chon dinh dang c6 thé sir dung dwoc phu thuéc
vao kiéu biéu dé ban chon
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Quan ly cac doi twong trong slide

« Chen hinh anh hoac cac anh Clip Art
- Dé chén mét tép tin hinh anh:
- Trén thé Insert, trong nhom Images, nhap chudt vao Picture; hodc

- khi tao hoé&c thay déi b cuc slide, chon mét bd cuc chivra 6 dat noi
dung; va sau dé chon Insert Picture from File

- DPé chén Clip Art, dat vi tri cia tré chudt trén slide dén gan vi tri
mudn chén hinh d6 hoa, va sau dé:

- Tao hoac thay déi bd cuc cta slide, chon mét bd cuc c6 6 dat ndi dung.

© CCI Learning Solutions Inc.



Quan ly cac doi twong trong slide

 Thao tac vé&i hinh anh
- thé Picture Tools Format xuat hién cac cdng cu dé gilp ban thao tac véi cac phan
trong btrc anh dé
— — - m.@u

—
| Hw9-y|- Presentationl - Microsoft PowerPoint Picture Tools
e — |

Home Insert Design Transitions Animations Slide Show Review Wiew Format [

i : i - i [ 7 pi - i - |= Align - A =

1! i Corrections ]1 Compress Pictures - = mm== " P T L& Picture Border q Bring Forward L_. Align @ ‘i‘l] [5.41- = i

d. &y Color - [} Change Picture ‘ nl d ‘ ‘ ~ | & Picture Effects - | [ Send Backward ~ If] Group - =

Remove o Crop = = "

Background Artistic Effects - g Reset Picture - = | 52 Picture Layout = {y Selection Pane S Rotate ~ S i Eﬁ’_’!
Adjust | Picture Styles I | Arrange | Size Il |

Ban can chon &nh dé hién thj cac diém xw ly, trwdc khi ban c6 thé thwe hién thay

ddi anh
Dé tang hoac gidm kich thwéc ciia anh, nhap chudt va kéo mét trong cac diém xi ly

© CCI Learning Solutions Inc.




Quan ly cac doi twong trong slide

- Tao cac doi twong vé

- Pé tao céc hinh khéi hay céc hinh vé&, st dung
cbng cu Shapes trong nhém lllustrations cua thé
Insert.

- Tao hau hét cac dbi twong bang nhap chudt vao
goc trén bén trai vi tri ban mudn dat déi twong va
kéo chuét dé xac dinh kich thwée cua déi twong

- Ngoai |& duy nhét: vé duworng thdng va hinh miii tén

© CCI Learning Solutions Inc.

P2l @ 5L

Shapes|SmartArt Chart Hyperlink Action ]
o f

Recently Used Shapes [«]
BExNOCOALL S G
AN

Lines

NSNS TLL Y LLNNG %
Rectangles

I o

Basic Shapes

BEoAMNIAS QOO
@GLOOOr Ly o aod
HO@ HEY @ (<™
O30 3143

Block Arrows

DAL ETPLPRIT
€& duwnpD B LAl
(ELeIa

Equation Shapes

=R ==

Flowchart
D0 OJO0ldeCaad
oD X ¢ AVED
QOO

Stars and Banners

S fetotor T 11
£ TR ) [T D R

Callouts
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Quan ly cac doi twong trong slide

- Dinh dang cac doi twong

- Lwa chon thé Drawing Tools Format

— —— —— ~— !
[E“ H9-0- Introducing Camel Tours - Student.ppte - Microsoft PowerPoint Drawing L= B
(R
Home Insert Design Transitions Animations Slide Show Review View Format t
S.NOO O - X Edit Shape - 2B shape Fill - A Text Fill - Ch Bring Forward ~ |2 Align ~ ill oz 7
4. = -

z Shape Outline ~ ﬁ Send Backward ~ % Group ~ R

A A /

Al Al E GHTmBux

W T

Insert Shapes

) shape Effects ~

- | &2 Text Outline -
7| /o) Text Effects -
WordArt Styles

fa | Arrange

Size

| PpE——
EQ Selection Pane  Sfk Rotate = *3* L] i |

)
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van

ni

>

Text Box
Text layout

Vertical alignment: | Middle
Text direction:

Autofit

@ Do not Autofit
() Shrink text on overflow
() Resize shape to fit text

Internal margin

Right: Bottom:

Wrap text in shape

co thé tr ac t
chon Dialo n
5
-
Format Shape ikt h
=
Fill Size Format Text Effects ‘
Line Color Size and rotate TectFl
- Text Outline
Shad Rotation: |0° =)
acen Outline Style
Reflection Scale e
N - ] 200w
Glow and Soft Edges Height: - Refiect
Lock aspect ratio £riection
30 Pormat [] Relative to original pictur | | Glow and Soft Edges
3-D Rotation [ Bestscale for side show || | 5p e 0
Picture Corrections Resplution 640 x 4 2.0 Rotation
Picture Color Original size B
) ) 2xt Box
Artistic Effects Height:  Width:
Size

Position

u tuy

N 1

ch

P [ PR 4 [ .

N KNac

Qe

Format Shape " l |
[
Line Colar ©) o fill
Line Style @ Solid fill
had ) Gradient fil
shadow () Picture or texture fill
Reflection ©) Pattern il
Glow and Soft Edges | | () Slide background fil
Fill Color

3-D Farmat:

3-D Rotation
Picture Corrections
Picture Color
Artistic Effects

Color:
Transparency: []—

ng cach




Quan ly cac doi twong trong slide

- Khi ban thém cac doi twong va van ban vao slide:  Lame o =

« Sap xéep cac doi twong a 1 shape

- On Home tab, in the Drawing group, click Arrange;  order objects
or T4 Bring to Front
@E 5end to Back
- Bén dw¢i Drawing Tools, trén thé Format, trong @ Bring Forward
nhém Arrange, nhap chudt vao tuy chon theo yéu G send Badkward
= Group Objects
cau ]
I'1 Ungroup
ﬁ Regroup

[k Bring Forward = |2 Align ~ Position Objects

LYy send Backward ~ E Group = I= align
E?L} Selection Pane Dy Rotate = “k Rotate

Arrange
ECL‘;. Selection Pane...
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Quan ly cac doi twong trong slide

« Chén céc doi twong da phwong tién
DPé chén tap tin da phwong tién:
- Chon bé cuc slide chira 6 dat ndéi dung nhw mét phan trong bd cuc cua

slide, va sau dé chon biéu twong Insert Media Clip dé chén doan phim
hoac &m thanh; hoac

- trén thé Insert, trong nhém Media, chon Video hoac Audio.

- M@t ribbon va&i 2 thé sé xuat hién cho tap tin da phwong tién

| H9-0|= Introducing Camel Tours - Student.pptx - Microsoft PowerPoint Audio Tools

i T2 . S Py =
Z:i . 3 ﬁ Compress Pictures = (= - o Picture Border L4y Bring Forward |E'.Ahgr1 I@_ é'ﬂ Height: |0.67-
‘ '3 Change Picture il | ==l ‘ J Picture Effects * | [ Send Backward = 18] Group ~ o
i Crop 7 width: 0,67

[ ns Color  Artistic |
Background - Effects = ‘ER set Pictur L |_ ‘“Q’Pd: e Layout = Ebsid:onl’ ane S Rotate -
Adjust | Picture Styles M| Arrange | Size

Transitions Animations Slide Show Review View Format Playback

-| “ -0 Introducing Camel Tours - Student.pptx - Microsoft PowerPoint

» % W

Transi itions Animations Slide Show Review

[y video Shape [k Bring Forward = |2 Align = @_ §]] Height 2 5

: E m ‘_’ g @ : a.\jfé’\rd Border - [ Send Backward ~ If] Group -

Crop l:'
J Video Effects ~ Eb Selection Pane % Rotate = B 3 337

Play Cori d: ns Color
- Flame D gn

Preview | Adjust | Video Styles M| Arrange | Size
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Tao cac slide chu

« Dé dbi cach hién thj thanh Slide Master View; trén thé
View, trong nhém Master Views, nhap chudt vao :

Slide Handout Motes
Master Master Master

R Handout Master Thay déi cach céc to roi sé xuat hién khi in.

Slide Master Anh hudng dén toan bd slide trong ban trinh chiéu.

Notes Master Thay d6i giao dién cta cac ghi chi trong céc trang ghi
chu.

© CCI Learning Solutions Inc.




Tao cac slide chu

- Chén Tiéu deé (Headers) va Chan trang (Footers)
- Tiéu dé ho&c chan trang hién thij 13p lai trén moi slide & phia trén
hoac phia dwdi
- Céc slide chi hién thj cac chan trang
- Cac Ghi chu (Notes) va cac Handouts (tai liéu in phét khi thuyét trinh)
c6 thé hién thj ca tiéu dé va chan trang
- Chén tiéu dé hoac chan trang bang cach chon |&énh tir thé Insert,
trong nhom Text

Header and Footer

Language: Calendar type

English (U.5.) E| | \\\\\\\
(@) Fixed

Preview

[ slide number [P




Tao cac slide chu

-
Header and Footer - m
glide | Motes and Handouts |

Include on page . Apply o Al
[CIpate a
lndate antomatically
4f19/2012 [~
Language: Zalendar type:
IEngIIsh u.5.) EI IWEstern EI
(@) Fixed
I | I Preview
d;—.
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Tao hoat canh cho cac doi twong

« Pé thém hoat canh: j;'
- Trén thé Animations, trong nhom e -
Animation, chon More d& hiénthj 2% .. X ..

bd swu tap Animation, hoac Lo M - TS« SO, I
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Tao hoat canh cho cac doi twong

trén thé Animations, trong nhém ﬂaﬂm - e

Advanced Animation, nh&p chu6t :.n:::.il';?iilmm, e D
vao Add Animation * o * Koo

- M6t khi ban d4 chon dwoc mét hoat x K x Kk
canh, ban c6 thé thiét 1ap cac tuy chon =+ % ©.
cho hoat canh s dung nhém Timing: "~ . . &

iy r L A - pu—
” <\
P oo
Pulse Color Pulse Teeter Spin Grow/Shrink
p Start: On Click * || Reorder Animation 7 v ' r ;
5 Duration: |Auto S| & Move Earlier : i
B Delay: 0000 o || * Move Later

Disa[.;pear Fade
More Entrance Effects...
%% More Emphasis Effects...
= Maore Exit Effects...
More Motion Paths...
DLE Action Verbs...
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Tao hoat canh cho cac doi twong

« Tuy chinh hoat canh —
R \ ] > n rd » -

- De tuy chinh hoat canh, trén thé Animations, 1 Contentplace... []
trong nhém Advanced Animation, lfrser 1]
chon Animation Pane

- Khi ban chon méi thanh phan cé hoat canh,

PowerPoint cung cap cac tuy chon dé diéu khién
thei diém hodc cach xuat hién cta thanh phan dé
- . Seconds *| <« [0] ¢
- can than vé nhirng hiéu rng ban st dung cho cac —

Content Place... [E
i

Start On Click

Start With Previous
& Start After Previous

Effect Options...
Timing..
Hide Advanced Timeline

Remove
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« Cac thanh phan hoat canh c6 hdp s6 di kém
- Khung hoat canh ciing sé liét ké cac hoat canh theo thi tw s6 dé

- ¢06 thé sap xép lai th&r tw cia cac thanh phan bang cach s dung céc
mditén  h#idc plEa dwdi cua khung hoat canh

>
n

U rng tuy chinh mét cach can than

e sty dung cac hiél

-('D>

 lubn bat hoac xem trwdc cac hoat canh va th tw thwe hién
cac hoat canh

« Ban co6 thé muon gilr cac thanh phan khac nhw tiéu dé &
nguyén mét vi tri d& cung cap diém nhan cho bai thuyét trinh

CCl Learning Solutions Inc.




Tao hoat canh cho cac doi twong

- Ap dung cac hiéu trng dich chuyén slide
- Pé 4p dung dich chuyén slide, trén thé Transitions, trong nhém
Transition to This Slide, chon mét phong cach dich chuyén

me Transitions Animations Slide Show Review View & ‘

= =, B
iy Sound: [N S d] = | Advance Slide
= = Ll j e
2 1 O Duration: msu : ¥ On Mouse Click
Preview F d Push Wi Split Reveal § =
ade us 'pe P evea ontians - | £33 Apply To AN [ After: 00:00.00 3

Preview Transition to This Slide Timing

- chon More dé hién thij tat ca bd swu tap, va trd chudt vao dé xem truéc

- thy chinh dich chuyén bang cach thém am thanh hoac thay déi tbc do

R by A

re
~

7 l-,\ 4
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« hai tuy chon dé quan sat ban trinh chiéu:
- in c4c slide trwc tiép 18n giay trong, hodc
- hién thj trwc tiép cac slide trén may tinh

« Hau hét mc_>i nguwdi két hop cac tép tin da phwong tién
o -

<h
11

Khac n E

do dién thuyét dén nguwdi nghe trwc ti
chiéu trén may tinh

« St dung cac tinh nang tr thé Slide Show dé thiét 1ap cac
tuy chon cho tr‘mh chiéu:

| aa—
nse Desi Transitions Animations Slide Show Review View
- . =] . a i (@l] Resolution: Use Current Resolution -
E L @am o
= se Timings =Fl Show On

Fro Broadcast Custom set Up Hide ehearse Record Slide . .
egin gc tSId Slide Show Slide Show = | Slide Show  Slide imi ow Media Controls Use Presenter View

Start Slide Show

Be
Monitors
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Thuyet trinh

Thiét 1ap ban trinh chiéu

- Dé thiét l1ap cac tuy chon cho ban  seves= C ]

trinh chiéu cha ban, trén thé Slide
Show, trong nhom Set Up, chon
Set Up Slide Show

- xac dinh cach thrc ban mudn
thuyét trinh

© CCI Learning Solutions Inc.

Show type Show slides

(@ Presented by a speaker (full screen) @ all

() Drowsed by an individual (windaw) ) Erom: || Ii" To: | ‘i”
(7 Browsed at a kiosk (full screen) EETE

Show options Advance slides

Loop continuously untl 'Esc’ ) Manually

[ Show without narration (@) Using timinas, if present

[7] show without animation Multiple maritors

Fen color:

Laser ponter color: |Primary Monitor E|

Show Presentzr View

Cisplay side show on;

To chow alaser painter during slide ehow, hold down the Cirl key and preec the left mouse
button.

ok | [ canel




Thuyet trinh

« Xem thuyét trinh
- Bat dau thuyét trinh:

- Trén thé Slide Show, trong nhom Start Slide Show, chon bat dau trinh
chiéu ttr slide hién tai hoac ttr slide dau tién; hoac

- Nhén chon = (Slide Show) tir c4c nut hién thj trén thanh trang théi; hoac
- Nhan F5

- Ban trinh chiéu hién thi & ché do toan man hinh
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il Thuyét trinh

- hién thi mét thwe don dé ban c6 thé diéu huwéng dén céc vung
kh&c trong ban trinh chiéu hodc dé st dung cac cong cu trinh

chiéu:
X ~ >: N Ay Lo - - Hext
- Nhap chudt phai vao bat ky ch6é nao, hoac Brevious
. . , " , . Last Viewed
- Trd vao goéc dwdi bén trai va chon = e

— Tvr
11

IhAn ¥ Goto Section ¥
y I

Custom Show k

- S dung Go to Slide dé nhanh chéng diéu hwéng dén = ==

7 Pointer Options #
slide khac trén ban trinh chiéu Help

Pause

End Show
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Thuyet trinh

Pé hién thj mét ban trinh chiéu trén man hinh thi hai hodc trén may

chiéu LCD :
- Trén thé Slide Show, trong nhém Set Up, chon Set Up Sllde Show va
sau do6 chon mii tén cua Display slide s === b o

hai, rdi chon OK

- trén thé Slide Show, trong nhém

_ T HETS Alaska Hiking
Monitors, chon mdi tén cia Show Tours
on, Vé_ ChQn mé_n h\lnh thl:l’ hai Green Soles Adventure Club

bat tinh nang Use Presenter View

Slide: 1 of 13 Time: 00:31 11:51 AM
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Xem trwérc hoic in ban trinh chieu

Ludn xem trwdc bai thuyét trinh ctia minh va dam bao
khong ¢ 16i gi phat sinh.

« c6 thé muon xem trwdc ban trinh chiéu, sir dung tinh nang
xem trwde khi in truyén thong dé quan sat cac slide trong

r
n

ban trinh chiéu sé xuat hién nhw thé nao khi ban in cac

N\ I\ « 111

slide hoac cac trang ghi chu

Khi ban bat dau két thuc trinh chiéu, ban cé thé thém cac

4 > n LI 4 ~n LV 4 Vd n \
) )
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Xem trwérc hoac in ban trinh chiéu

« Tao cac ghi chu

- Ghi chu gitp ban t6 chirc suy nghi ciia minh vé cac théng tin trinh
bay trén mai slide

- ¢6 thé tao cac ghi chu tai thoi diém tao slide hodc sau khi két thac

Introduction

= Popular hiking tour
= Length: 5 days in lafe July

= 5 hiking frails of various advanced difficulty
= §tart from downtown Juneau

= Spectacular scenery
= Abundant wildlife

- Pé xem dwoc nhiéu hon phan
ghi chu cua slide, kéo thanh phan
chia & phia trén cua 6 ghi chu va

Whl we have offer dth e tours between early July to late Augus! twef‘dtbestt book ur during late July to

dry dt and longer dysf btt wewsSme of these trails can be danger dh ardous if wet
cundll xist, a d fwe start too late in the morning, or take too long to come dDWI’I
W e warn every e as well to stay W|th th g up, and watch for the signs that are clearly marked on each l

cially for Mt. McGinnis which is often hiked (most people tend to hkt\rlewM ndel hIIGI )
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Xem trwérc hoac in ban trinh chiéu

« Dé quan séat cac hinh anh thu nhé cda
slide hoac nhap ghi chu di kém va&i no,
chuyén sang cach hién thj Notes Page

- Cheén dbi twong hinh vé hodc anh

» Phu thudc vao lwvgng théng tin trong
dién tich ghi chu, ban cé thé phai thay
ddi kich thwde hodc font chir cu 6 dat

ndi dung dé lam cho théng tin vira voi

~n

© CCI Learning Solutions Inc.

Introduction

% Popular hiking four

= Langth: 5 doys inlote July

% 5 hiking trais of voriouws odvonced difficulty
= Stort rorm downtown Juneou

= Spactocuior scanesy

= Abundont widile

e -

ane Rl el

= While we have offered these tours between early July to late August, we find it bast

to book one towr during kate July to ensure dry conditions and longsr days for betber
wiews. Some of these trils can be dangsrous and hazardous if wet conditions exist,
and if we start too ke in the morning, or take too long to come down.

= We warn svergone a5 well to stay with the zroup, and watch for the sizns that ars

clearly marked on sach trail, espacially for Mt. McGinnis which is one not often
hiked |most pecple tend to hike to view Mandenhall Giacier).




Xem trwérc hoac in ban trinh chiéu

« Tao cac to rovi

- cac ban sao dwgc in cua céc slide sasnos
trong ban trinh chiéu, thwong dwoc
dung dé phat cho ngwdi nghe Alaska Hiking

Tours

G

- xac dinh bao nhiéu slide dwoc in
trén moi trang, t6i da 1&én dén chin
slide trén méi trang ———

- s dung tuy chon Print Layout

-+ Bt dowrten Lrwa
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Xem trwérc hoac in ban trinh chiéu

* In cac muc

- Néu ban str dung may in laser don sac, tat cd cac mau trong ban
trinh chiéu sé dwoc in véi cac mau bong cla den va trang.

- Néu ban dang in v&i trén céc t& giay trong sudt, ddm bao céc trang
giay trong sudt dwoc thiét ké cho loai may in cia ban

7 R , 7 VX ‘®d9-u- " Alaska Fiking Tours.pp - Microsot PowaPoint. o o
- ¢O6 thé xem trudc cac thiét ! ggggg e ——— e ——
lap in st dung bang diéu ¢ - ]
khién P -

Alaska Hiking
Tours

Green Scles Adventure Club
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Xem trwérc hoac in ban trinh chiéu

- S dung céac tuy chon khac nhau trong bang diéu khién Print dé
chon nhirng gi ban mudn in hodc ban mudn in theo cach nao
- xem trwéc v&i cac tuy chon in
- S& dung cac mii tén & géc dudi bén trai ciia ban xem trwoc dé chuyén
dén céc slide khéac, cling nhw phong to hodc thu nhé céc slide

- xem cac muc ban dinh phan phéat cho nguwdi xem, hodc kiém ching
céc thanh phan trén slide xuat hién dung theo y mubn hay chwa
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Tong két bai hoc

 general structure and design
guidelines for creating - adding or manipulating text
presentations on the slides

* creating new blank - adding or manipulating tables
presentations or with a and charts on the slides
template iy o

. _ , * adaing or manipulating

* saving, closing, or opening multimedia objects such as

presentations pictures, movies, music files

» changing the view for the « setting up and Thuyét trinh
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Cau hoi on tap

1. Phwong phap nao ban cé thé sir dung dé tao ban trinh chiéu mai?

a. Ban trinh chiéu tréng d. Céac Theme
b. My templates e. Batky dap an nao & trén
c. New from existing f. a,c,vad
2. Théng thwérng trén mét slide nén cé tdi da bao nhiéu muc hoa thi 1a
du?
a. 6 c. 10

N

=
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Cau hoi on tap

4. Ban cé thé chén slide m&i nhw thé nao?
a. Trén thé Home, trong nhém Slides, chon New Slide.
b. Trén thanh cong cu truy xuat nhanh, chon New Slide.
c. Nnan CTRL+M.
d. Nhap chuét phai vao slide trén cac thé Outline ho&c Slides va sau d6 chon New Slide.
e. Bat ky dap an nao trén
f.a, ¢, hoacd

5. Dé thay dbi bb cuc slide, ban cé thé:

n
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Cau hoi on tap

6. Dé chén mét bang vao trong slide, ban co thé:
a. Trén thé Insert, trong nhém Tables, chon Table.
b. Thay déi b cuc slide thanh bé cuc Title and Table.

c. Trén thé Insert, trong nhom Tables, chon Table, Insert Table.

'

d. Bat ky dap an nao trén
h

/. Liét ké cac phwong phap ban c6 thé str dung dé chén biéu do6
vao trong slide.
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Cau hoi on tap

8. Diém x ly nao trén anh da dwoc chon cho phép ban thay doi
Kich thwéc cua hai bén anh cung mét luc?
a. Mot trong céc diém x& ly & goc.
b. Biém x& ly nam & gitra phia trén hodc dudi.
c. Biém x& ly nam & gitra phia trai ho&c phai.
d. Hinh tron mau xanh ia cay.

9. Ban c6 thé tuy chinh hoat canh ctia mét 6 dat ndi dung nhw thé
nao?
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Cau hoi on tap

10. Kiéu hiéu ing ndo ban cé thé thiét 1ap cho mét dbi twong?

a. Entrance d. Exit
b. Motion Paths e. a,b,c,vad
c. Emphasis f. chiahoachb

11. Khi ndo ban thém cac ghi cht vao ban trinh chiéu, ban c6 thé st
dung chung nhw thé nao?

a. Vi ghi chu cua dién gia gitp nhac nhé ban vé nhirng gi ban mudn néi khi
ban trinh dién mai slide
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Cau hoi on tap

12. Tai sao ban mubn tao handouts?
a. D& phan phat cho ngwdi nghe tham khéo sau khi trinh chiéu.
b. D& cho phép ngudi nghe ghi chu trong subt bai thuyét trinh.

c. Pé sir dung nhw ban sao cirng cla céc slide trong ban trinh chiéu.
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Mot so van dé ve Powerpoint

- Poi theme powerpoint sang 1 theme mai.
« D6i mau nén cua mét slide
« Can chinh céc déi twong do hoa

- Chén céc doi twong da phwong tién (dnh, &m thanh,
video..)

« Chén siéu lién két dén mét dia chi cho truéce
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Mot so van dé ve Powerpoint

« Di chuyén nhanh dén mét trang trong PP khéng dwoc
nhan next.

« Hién thj 2 ctra sb trén man hinh
« Chén bang, x6a cét, dong, doi style cho bang

» Thay dbi cac thanh phan cla biéu dd (mau nén, mau chiy
liéu, tiéu dé, dong chu thich vvv)
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