Bai tap thuc hanh

BAI TAP THUC HANH POWERPOINT

A. Microsoft PowerPoint (si dung file Du-lieu-mau-Powerpoint-ic3.pptx d€ thuc hanh)
I. ThéfFile.

1. Tao 1 bai trinh chiéu (Presentation) mdi.

a.

Tao bai trinh chiéu trang (blank)
Huong dan: chon File > chon New = chon Blank Presentation = dlick nut Create (hoac Ctrl + N)
Tao bai trinh chiéu theo mau (template) cé tén 13 Quiz Show

Huong dan: chon File > chon New = chon Installed Template 2 chon ding mau Quiz Show > click
nut Create

Tao bai trinh chiéu theo cha dé (themes) co tén la Civic

Huong dan: chon File > chon New - chon Installed Themes = chon ddng mau themes tén Civic >
click nut Create

2. Thuc hién cac cau hdi tugng tu nhu irng dung Word

a.
b.

C.

In bai trinh chiéu
Luu bai trinh chi€u dudi dinh dang khac, sang vi tri khac

DPong bai trinh chi€u ma khong thoat i'ng dung Powerpoint

II. Thé Home.
1. Thao tac ca ban véi 1 slide (trang)

Thao tac co ban: tai Slide can thao tac = click chudt phai va chon Iénh tuong Uing

- Chén thém 1 slide (trang) mdi
- Xoa: Delete

- Sao chép: Copy

- Di chuyén: Cut

- Chon b6 cuc: Layout

Hay chuyén tir Layout dang Tilte and Content sang Two Content

2. Dbinh dang 1 slide

a.

binh dang mau nén hoac anh nén
Huéng dan: cd nhiéu cach

Cach 1: click chudt phai trén tén slide = chon Format Background = chon mau Solid Fill hodc chon
Picture or Testure - click File Browse d& chon anh

Cach 2: click chudt phai trén viing ndi dung cta slide - chon Format Background = chon mau hoac
Browse chon anh (nhu cach 1)

Cach 3: chon slide - chon thé Design - click mii tén Dialog box launcher 8 nhém Background >
chon mau hodc Browse chon anh (nhu cach 1)

Chon Backgroung Style cé tén la Style5 cho slide

Huéng dan: chon slide = chon thé Design = click Background Styles trong nhom Background = chon
dung tén style.

3. Canlé anh
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a.

Hay cdn [€ trén cho cac anh trong slide s6 7 cla tap tin Du-lieu-mau-Powerpoint-ic3.pptx
Hudng dén: co 2 céch

Céch 1: chon cac anh (Ctrl hodc Shift d€ chon nhiéu) > chon thé Home > chon Arrange trong nhém
Drawing = chon Align > chon Align Top

Cach 2: chon cac anh - chon thé Format = chon Align trong nhdom Arrange - chon Align Top

4, Thém chu thich

a.

Hay thém chu thich vdi n6i dung IC3-POWERPOINT cho slide s6 2

Hudng dan: chon slide s6 2 > nhap ndi dung theo yéu cau vao ving ggi y Click to add notes

III. Thé Insert.
1. Chen céc d6i tugng
Thuc hién nhu thao tac chén ddi tugng trén Word (cd thé chén tir muc PlaceHolder)

a
b.

C.

Bang: chén bang cd 6 dong, 3 cot vao slide 2

Hinh anh

Lién két

Movie and Sound : hdy chen file Audio cé tén la Chacaldoseve.mp3 vao slide s6 6

Huong dan: chon slide s6 6 - chon Insert > chon nhém Media - chon Audio = chon Audio From
File > chon tap tin Chacaldoseve.mp3 - click nut Insert

Chén &nh chup man hinh ctra s6 Document Libraries da dugc md vao slide s6 3 (cAn ma cira s6
Windows Libraries trudc d6 bang cach vao Start & Document)

Hudng dan: chon Slide s6 3 > chon thé Insert > chon Screenshot trong nhém Images - click chon
dung tén clra s6 Document Library trong danh sach hién ra.

IV. Thé Design.

1. Chon themes cho slide

Hay chon themes cd tén Concouse cho tai li€u

Hudng dan: chon thé Design - chon ding tén themes Concouse trong nhém Themes

V. Thé Animations.

1. Nhom Animation

a.

Chon hiéu Uing cho cac doi tugng trong slide s6 2

Hudng dan: chon ding déi tugng (text, picture, ...) > chon thé Animation = chon
Animate - chon tén hiéu (ng

Custom Animation: chon loai hi€u ing phan theo nhdm - chon tén hiéu ('ng

Co 4 nhom hiéu (ng: Entrace, Emphasis, Exit, Motion Path

Vi du:

Chon hiéu (fng Grow/Shrink cho tiéu dé NOI DUNG ctia slide s6 2

Chon dong tiéu d& NOI DUNG - vao Animation = Add Animation = chon Grow/Shrink

2. Chon hiéu g chuyén trang cho slide

a.

Hay chon hiéu ('ng chuyén trang slide cé tén la Dissolve cho slide s6 4

Huéng dén: chon slide s6 4 > chon thé Animation -> chon tén hiéu (ing Dissolve trong nhém
Transition to this slide
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3. Nhoém Preview.

a.

Xem trudc hiéu ng chuyén trang cua slide s6 4

Huéng dan: chon slide can xem truGc hiéu (ing = chon thé Animations = chon Preview trong nhdm
Preview

VI. Thé Slide Show.

1. Thuc hién trinh chi€u: From Beginning - Form Current - Custom Show - Setup Slide Show

2. Thutc hién cac thao tac trong khi trinh chi€u

a.

Pang & slide s8 clia ché& dd trinh chiéu. Hay di chuyén slide s6 5 ma khéng thoat khoi ché& dd trinh
chiéu ?

Hudng dan: cé nhiéu cach

Cach 1: click chudt phai > chon Go to slide = chon slide s6 5
Cach 2: click chudt 2 [an (khong phai click double)

Cach 3: click chudt phai = click ndt Next 2 lan

Khdng thoat khoi ché& dd trinh chiéu. Hay chuyén sang ('ng dung khac (vi du Microsoft Word). Cac thao
tac nay thuc hién khi dang trinh chiéu ?

Hubng dén: chudt phéi = chon Screen = chon Switch program = chon Ung dung cdn chuyén sang.

VII. Thé View.

1. Nhom Presentation View

a.

Chuyén ché& dd hién thi slide sang Reading view hodc Slide sorter

Hudng dan: chon thé View - chon ding tén ché d6 Reading view hodc Slide sorter (cé thé st dung
nhom lénh goc bén phai trén thanh trang thai)

Pang & ché& dd Slide Sorter. Hay di chuyén slide s6 3 vao gitra slide s6 5,6
Hudng dan: kéo tha slide s6 3 vao giita silde s 5,6
Hay hién thi cac slide & dang sap xép

Hudng dan: chon thé View - chon Slide Sorter (hodc chon ndt 1&n Slide Sorter & géc phai trén thanh
trang thai)

2. Nhom Zoom

a.

biéu chinh d6 rong cua Slide cho phu hgp véi man hinh Windows
Hudng dan: cd nhiéu cach
Cach 1: chon thé View - chon Fit to Window trong nhdm Zoom

Céch 2: chon nut 1&n Fit to Window (nat miii tén 4 chiéu & gdc dudi bén phai ctra s6 (ing dung
Powerpoint)

VIII. Thé Outline

1. Dung thé Outline d€ xda slide s6 7

Hudng dan: chon thé Outline > chon Slide s6 7 > click chudt phai > chon Delete Slide




