Microsoft PowerPoint

1. Mé tap tin 01_Introducing Camel Tour.pptx, tai slide 3, thuc hién yéu cau sau:
a. Tao Slides from Outline tir tap tin 01_Food Network Shows.txt

b. Tao Slides from Outline tur tap tin 01_How We Choose Advantures.docx

Huwéng dan :
Mo file, tai slide 3, chon thé Home/New Slide/Slide from Outline.../chon tgp tin .txt.

Sau do chon the Home/New Slide/Slide from Outline.../chon tgp tin .docx

2. Mo tap tin 02_Introducing Camel Tours.pptx va thuc hién cac thao tac sau:
a. Thém mot slide mai dudi slide 3
b. Thém hai hinh camel train.jpg va camels.jpg vao slide m¢&i (camel trai.jpg bén
trai va camels.jpg bén phai)
c. Sap xép sao cho tam cua hai hinh cling nam trén dudong nam ngang

Huéng dan :
Mo file, tai slide 3,chon New Slide -> Blank

Sau dé, chon thé Insert/ Picture, chon hinh, diéu chinh kich thuréc hinh sao cho 2 hinh
trén cung 1 slide.

Sau dé, chon 2 hinh, chon cong cu Align/Align Middle

3. M tap tin 03_Introducing Camel Tour.pptx va thuc hién cac yéu cau sau:
a. Thay do6i Layout cia Slide 3 thanh Two Content Layout.
b. Pinh dang vin ban trong cot dau tién 12 Times New Roman, 26, Red Accent 2.
c. Thém anh Map of Taba vao Place Holder tht hai va ap dung Drop Shadow

Rectangle Picture Styles

Huwéng dan :
Mo file, chon slide 3, chon the Home/LayOut/Two Content

Sau do, chon cét dau tién, chon font Times New Roman, 26, mau Red Accent 2
Sau dé, chon biéu nrong Picture trong cét 2, chon hinh, chon Styles Drop Shadow

Rectangle.

4. Mo tap tin 04_Introducing Camel Tours.pptx va thuc hién céc thao tac sau:

a. Trong slide 4 hay cho an hinh camels.jpg (hinh bén phai)




b. Chinh kich thuéc cua hinh camel train.jpg véi chiéu rong 1a 4 inches véi M

Lock aspect ratio va M Relative to original picture size.

Huwéng dan :
Mo file, chon slide 4, chon hinh phdi, chon thé Format/Selection Pane, tat Picture 4

Sau d6, chon hinh trdi, chon thé Format/biéu tuwong Size, danh dau Lock... va

Relative..., chon muc Hight, chinh 4.

5. Mé tap tin 05_Alaska Hiking Tours.pptx va thuc hién cac yéu cau sau:
a. Xoa anh trong Slide 3
b. Thay anh trong Slide 7 bang anh Wadi-Tinya va ap dung Picturte Style

Reflected Rounded Rectangle. Chinh kich thuéc anh bang 50% cua chiéu cao
va chiéu rong kich thudc ban dau (Lock aspect ratio).
c. Thém anh TA Logo vao Slide 13.

Huéng dan :
Mg file, chon slide 3, chon anh, nhédn phim Delete.

Sau do chon slide 7, chon anh, chon Format/Change Picture/chon anh/chon nut Insert,
tai Picture style, chon Style Reflected Rounded Rectangle, chon biéu twong Size/danh
ddu M Lock aspect ratio, siza gia tri Height 1 50, chon nat Close.

Sau do chon slide 13, chon thé Insert/Picture/chon anh dwoc yéu cau.

6. Mo tap tin 06_Tolano New Employee Orientation.pptx va thuc hién cac yéu cau sau:
a. Trong Slide 4, &p dung Animation Fly In, From Top-Left Effect Options
b. Ap dung Sequence Level One by One Effect Options

Huoéng dan :
Mo file, chon slide 4, chon thé Animation, chon hiéu izng Fly In, chon cong cu Effect

Options/From Top-Left.
Sau do, chon cong cu Effect Options/chon Level Ono by One

7. M¢ tap tin 07_Green Soles 2013 Getting There is Half the Fun.pptx va thuc hién cac yéu
Cau sau:
a. Trong Slide 1, ap dung Spin Emphasis Animation cho hinh Green Soles.
b. Thém Grow/Shrink Emphasis Animation cho hinh Green Soles.
c. Su dung Animation Pane dé hiéu chinh Grow/Shrink Size thanh 200%



Huwéng dan :
Mo file, chon slide 1, chon anh, chon thé Animation, chon hiéu #ng Spin

Sau do, chon chon cdng cu Add Animation, chon hiéu izng Grow/Shrink

Sau dé, bat Animation Pane/Effect options, thay doi size 1a 200%

8. M& tap tin 08_Exploring Seatle.pptx va hién thi Slide Master.
Huéng dan :
Mo file, chon the View/Slide Master.
9. Mo tap tin 09_Run-of-River Power Plan.pptx sir dung Ribbon dé ap dung am thanh

Sound Chime cho tat ca cac slide.
Huéng dan :
Mo file, chon thé Transition/Sound/Chime, chon Apply to All.
10. M¢ tap tin 10_Tolano New Employee Orientation.pptx va thuc hién cac yéu cau sau:
a. Chen Picture TA Logo dudi dong Tolano Incorporated trong Slide 1
b. Ap dung Picture Styles Rounded Diagonal Corner, White cho Picture

c. Ap dung hiéu ang Animation Emphasis Spin cho Picture

Huwéng dan :
Mo file, chon thé Insert/Picture/chon hinh. Sau do tai Picture style, chon Style Rounded

Diagonal Corner, White. Sau do chon thé Animation, chon hiéu izng Spin (hi¢u #zng mau

vang)

11. Mo tap tin 11_Introducing Camel Tours.pptx va thuc hién cac theo tac theo yéu cau sau:

a. Hiéu chinh Comment thir 3 véi noi dung This comment is just for trial test.
b. Bo Comment thir 6
c. An comment & tit ca cac silde.

Huwéng dan :
Mg file, chon slide 1, chon thé Review/Next ... dé chuyén téi Comment 3, siza ngi dung.

Sau d6, chuyén dén Comment thi 6, nhan Delete.

Cudi cuing, tat cong cu Show Markup.



