BTTH PPT Co ban

MICROSOFT POWER POINT

BAITAP 1:

[

ASEAN

Slide 01

Gi¢i thiéu

+&i 5 mréc thanh vién ban dau la In-d6-né-xi-a, Ma-lay-xi-a.

Hiép héi cic quéc gia Déng Nam A (ASEAN) dwroc th.é.nh‘
12p ngay 8 thang 8 ndm 1967 trén co s& Tuvén bd Bang-cde,

Phi-lip-pin, Xin-ga-po va Thai Lan. Sau 40 ndm tén tai va
phat trién véi nhidu thing trim, ASEAN ngay nay da tro
thanh mdt t chirc hop tdc khu viee lién Chinh phi bao gbm

J

ca 10 quéc gia Péng Nam A

--

Axeciation of South East Asian 3 2ENE4 /

Slide 03

o

. Céap cao ASEAN la co quan hoach dinh chinh sach

Bé may to chirc cia ASEAN

toi cao cia ASEAN

Hoi dong Piéu phdi ASEAN (ACC) gbm cac Bo
tredng Ngoai giao ASEAN

Cac Hoi dong Cong dong ASEAN Uy ban cac Pai
dién thuomg tree ASEAN (CPR)

Tbng thir ki ASEAN va Ban thir k¥ ASEAN

Ban thue ki ASEAN Qubc gia, nim trong Bd Ngoai

giao cia cac nude thanh vién

Asociation of South East Asis H 15052014 Y.

Slide 05

Yéu cau:

/
Cac thong tin
1. Gidéi thiéu )
2. Néi dung chinh cia cfng dong
3. B{ may té6 chwe cia ASEAN
\_ Assciatien of South Eact Acian 2 25052004 /
Slide 02
'd ™
Noi dung chinh cua cong dong
ﬁ Muc tidu tbng quét ciia Céng déng ASEAN 1a x:’a)
dyng Hiép hoi thanh mdt td chire hop tdc lién
Chinh phi lién két siu réng hon va rang bubce hon
trén co s phép 1y 13 Hién churong ASEAN
2. Céng ddng Chinh tri-An ninh ASEAN (APSC)
3 Cong dong Kinh t& ASEAN (AEC)
4. Céng dbng Vin héa-Xa hdi (ASCC) y
\ Asociation of South East Adan 4 NS4 /
Slide 04

1. Tao trinh dién gém 05 slides theo mau (chon themes Equity)

2. Thiét lap hiéu ing chuyén tiép giita cac slide (slide transitions) tily ¥ nhung phai khac

nhau ¢ cac slide

3. O slide 01, 02, 03 chén va dinh dang WordArt theo mau

4. O slide 02, chén lién két dén cac slide 03, 04, 05

ThS. Duong Trwong Quoc Khénh
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- Click “Giéi thiéu” di dén slide 03
- Click “Ndi dung chinh ctia cong dong” di dén slide 04
- Click “Bd may to chirc cia ASEAN” di dén slide 05
. O slide 01
- Chén hinh (c6 thé chén anh khac)
- Tai slide 03 chén file &m thanh Claps Cheers.WAYV cho phat khi ngudi dung click

ol

chudt

- Dit hiéu tng xuat hién cho hinh trong slide

6. Str dung Slide Master

- Tao nat “Két thic” va nat “Thong tin” sao cho chi xuét hién & céc slide 02, 03, 04,
05

- Khi click ntt “Két thuc” s& két thuc trinh dién

- Kbhi click nait “Thong tin” s& di dén slide 02

- Tai Footer ghi tén slide “Asociation of South East Asian”, danh s6 slide, ngay kiém
tra, trur slide O1.

7. Dat mat khau dé bao vé tai liéu khong cho ngudi khac mo va chinh sura tap tin
(password for open: 123, password for modify: 456)

BAI TAP 2:
CAu 1: Hay dung Slide Master dé thiét ké Theme nhw miu sau:

o% \ @ g

¢ Click to add text

Mau cua slide Title Mau ctia slide Title and Content
Cau 2 : Hay ding Theme da tao & cAu 1 dé tao tap tin trinh dién theo miu sau:

ThS. Duwong Truwong Quéc Khdnh 2
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KY NANG QUAN LY THOI GIAN

DAC TINH CUA THOI GIAN P ?t*

* Thoi gian la cua chung.

* Thoi gian 1a mot hing s.

* Thoi gian khong bao gio
ngung lai.

, * Thoi gian khong thé dugc
dicu chinh.

* Thoi gian khong thé duoc
mua ban, trao doi.

@

NGUYEN TAC SMART 1%

* S-Specific: Cu thé, rd rang va dé hiéu;

¢ M-Measurable: Do dém duoc;

* A-Achievable: C6 thé dat dugc bing chinh
kha nang cua minh;

* R-Realistic: Thuc té, khong vién vong;

* Time bound: Thoi han dé dat duge muc
tiéu da vach ra.

LAP KE HOACH hoic .
HOACH DINH CONG VIEC \@55 ng
s

. Xac dinh muc tiéu

. Li¢t ké nhitng viéc phai lam
. Ubc tinh thoi gian can thiét
. Cdn nhdc mirc do wu tién

: QLtyét dinh thuc hién

QA v AN W~

. Lén lich trinh thuc hién

* Khung hoing
QUAN TRONG

QUAN TRONG  » Hop hanh

END

RS N e R R R e e

MA TRAN QUAN LY THOI GIAN

| KHANCAP | KHONGKHAN CAP

+ Céc vén d€ cdp bach
+ Cic du an dén han

» Cong viéc ton dong
« Cic viée dot xuat
KHONG * Thu tir. e-mail

+ Cac van dé cap bach

G

» Lam viéc trong chién luoc
+ Xay dung quan hé

+ Tim kieém co hdi

+ Liap ké hoach

+ Cac cbng viée vo bo

+ Dién thoai

+ Tén gdu

» Hoat dong “giar tri”

NC]

YEU CAU:

=

ok wn

Tao céc lién két trén Slide 1 sao cho:

Tao dugc 5 Slides theo thir tu diing mau.

Cheén va dinh dang hinh (c6 thé chon hinh khac) o cac Slide 1, 2, 3 diing mau.

Chén so dd dang “Basic Matrix”, nhap ndi dung va dinh dang ding mau trén Slide 1.
Nhap day du noi dung va dinh dang ding mau cac Slides 2, 3, 4.

Chen table, nhap ndi dung va dinh dang dting mau trén Slide 5.

a. Khi click vao Pac tinh thoi gian thi di chuyén }ién Slide 2.
b. Khi click vao Nguyén tac SMART thi di chuyén dén Slide 3.
c. Khi click vao Lap ke hoach/hoach dinh cong viéc thi di chuyén dén Slide 4.

ThS. Duwong Truwong Quéc Khdnh
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d. Khi click vao Ma trin quén ly thoi gian thi di chuyén dén Slide 5

7. Thiét 1ap hiéu tng chuyen tlep slide cho tét ca cac slide (chon hiéu ting tuy y) va dat
thoi gian ty dong chuyén tlep gitra cac Slides 1a 2 giay.

8. Thiét 1ap thudc tinh trinh chiéu ty dong phat 1ap lai cho dén khi nhan phim ESC dé két
thac.

9. Pat ho tén thi sinh tai Footer va danh sb Slide, trir Slide tiéu dé (Title Slide) khong
hién Footer.

10. Thiét lap sao cho khi click chudt vao nat END trén slide s6 5 thi két thac trinh chiéu,
trd lai man hinh soan thao PowerPoint.

BAI TAP 3:
Cau 1: Hay dung Slide Master dé thiét ké Theme nhw miu sau:

+ Click to add text

Click to add title

Mau cia slide Title Mau cua slide Title and Content

Céau 2: Hay dung Theme di tao & cau 1 dé tao tap tin trinh dién theo miu sau:

ThS. Duong Trwong Quoc Khénh 4
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PINH NGHIA \

Thuyét trinh la qué trinh tac dong Ién thi gidc
cla ngudinghe dé truyén dat thong tin dén ho.

Théng tin —_— —’_
truyén dat - o —

KY NANG THUYET TRINH

Pinh
nghia

Cicyéu
to

CICIele

@ @
i §
MUC PiCH g{(/ CAC YEU TO (3P) .'_é,g/
Qua viéc trinh bay nhirng van dé trong bai * Purpose (Muc dich) :Trinh bay cdi gi?
thuyét trinh nham dua ra gidi phap, tao nén sy * Place (Pjadiém) :Trinh bay & dau?

thay ddi trong hanh dong clia ngudinghe. « People (DGituwong) : Trinh bay cho ai?

Tac dong
1én ngudi
nghe

Truyén dat
thong tin

Néu van dé

oo i D13

Trinh bay theo phuong phdp téng qudt, chi tiét rbi n&’ng
qudt.

2. Bdt dbu phiin mé ddu mét cdch xdc tich va ¢d dong nhdt.

3. Trinh bay to, ré rang va chdm rdi.

4. Bigu chinh ndi dung cln phdt biéu cho phii hop voi théi
gian con lgi.

5. Héy nd mbt ny cwéri, sie dung clr chi wa digu bé thich hep.

6. Thinh thodng khudy déng béng vai tir ngi¥, clr ehi héil hurdre.

7. Khitrinh bay nhifng théng tin quan trong, hiy dirng lgi m§t
chut.

& Lién tuc guan sat thai dd va phan g cta nguéi nghe.

8. Nhin thdng vE phdi trudc va trinh bay.
®

YEU CAU:

Tao duoc 5 Slides theo thtr tu ding mau.

Chén va dinh dang hinh (c6 thé chon hinh khéac) & cac Slides 1, 2, 4 dung mau.
Chén so d6 dang “Grid Matrix”, nhap noi dung va dinh dang dting mau trén Slide 1.
Nhap day di ndi dung va dinh dang ding mau céac Slides 2, 3, 4, 5.

Chén Shapes, nhap noi dung va dinh dang dung mau trén céc Slides 2, 3.

Tao cac lién két trén Slide 1 sao cho:

- Khi click vao Pinh nghia thi di chuyén dén Slide 2.

- Kbhi click vao Muc dich thi di chuyén dén Slide 3.

Khi click vao Cac yéu té thi di chuyén dén Slide 4.

Khi click vao Phwong phap tién hanh thi di chuyén dén Slide 5.

ognkownE

ThS. Duong Trwong Quoc Khénh 5
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7. Thiét lap hiéu tmg chuyén tlep slide cho tat ca cac slide bang hiéu mg Random bars
va dat thoi gian tu dong chuyén tlep gitra cac Slides la 3 gidy.

8. Thiét lap thudc tinh chi trinh chiéu tir Slide 2 dén Slide 5

9. Pit cum “20/07/2014” tai Footer va danh sé Slide, trir Slide tiéu dé (Title Slide) khong

hién Footer.

10. Thiét 1ap sao cho khi click chudt vao nat END trén slide s6 5 thi két thiic trinh chiéu,

tré lai man hinh soan thao PowerPoint.

BAI TAP 4:

Nhép va dinh dang tip tin trinh dién, hru lai véi tén Dovui.pptx

Slide 01

TRAC NGHleM

(@
NGUYENTAC CHON CAU
HOlL

a. MJi thi sinh chon mdt cau

hoi
b

Chon dép an ding nhat

¢. Thi sinhchon 4 trong 4 dap
anAB.C.D.

d. Mbi ciiu ¢6 thai gian suy

nghi vatra loitrong 1 phut.

i~

Slide 02

TRAC NGI-"EM

Chiéu ba muoi, ng hoi tit m, co ciing dap lh.mg, Bin ra cira.
Cho biét tén tic gia?
Céng Tric
B. Nguyén Khiic Hiéu (Tan Da)

C. Nguyén Khuyén

D. Tran T¢ Xwong (T Xuong)

‘.

Séng mong_ mot, reou say tay liy, gio tay bong dng Phic vao nha,

Slide 03

ThS. Duong Trwong Quoc Khénh

TRAC NGH'EM

Cau 2
Nhin vao biéu dé bén cho biét khoi lop néo c6 56 hoc sinh nhiéu
nhat ?
, Théng ké tnrimg THCS
A. Khoi 6 Nguyén Du
B. Khdi? ‘ ‘ B Khil 6
mKhdi 7
@ Khéi 8 u Khdi 8
" mKhdi9
D. Khéi9
Slide 04
6
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TRAC NGHI_EM

Céc hinh bén hinh ndo ¢6 nhi¢u canh nhat?

A. Hinh 1. - -

B. Hinh 2

@ Hinh 4

B, EEE

Slide 05

Yéu ciu:
1. Tao trinh dién gém 05 slides theo mau (chon Theme Concourse).
2. Thiét lap hiéu ing chuyén tiép gitta cac slides (slide transitions) tiy ¥ nhung phai khac
nhau & cac slides.
3. Vao slide Master chén va dinh dang WordArt “TRAC NGHIEM” theo mau, tai Footer
ghi Ho va tén thi sinh, ngay kiém tra, trir Slide 1 khong hién Footer.
. O slide 02, chén lién két dén céc slide 03, 04, 05.
Click “Céu 1” di dén slide 03
Click “Céu 2” di dén slide 04
Click “Cau 3” di dén slide 05
. O slide 01
Chén hinh, WordArt ding mau.
Cheén file &m thanh Telephone.WAYV cho phét khi nguoi dung click chudt.
6. O slide 02, chén Shapes va SmartArt dting mau.
7. O slide 03, 04, 05
O Slide 4, vé biéu d6 dung mau.
Str dung hiéu tng Triggers khi click vao nat dap an thi hinh Oval méi xuat hién tai
phuong an dung.
- Khi click ntit “Home” s& di dén slide 02.
8. Tao hiéu ung cho céc ddi tuong trén tat ca cac slides.
9. O Slide 5, nit NGUGC LALI cho phép trinh chiéu cac slide theo thir tu nguoc lai (slide
4, slide 3, slide 2, slide 1).

SN

1 U‘l 1

BAI TAP 5:
Nhap va dinh dang tap tin trinh dién, lvu lai voi tén Powerpoint.pptx

ThS. Duwong Truwong Quéc Khdnh 7
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GIOI THIEU VE
THIEN DPUONG HAWAIL TIEU BANG HAWAII

&L quin ddo gom 19 dio vi
dao san hd, nhicu dio nho §
vi nii ngim, & ving Bic §
Thai Binh Duong; cach lyc
dia khoang 3.700 kilomét.

Mt s0 hinh anh vé Hawaii #Hawail 1a tiéu bang thir 50

clia My.
Doanh thu tir du lich

FIRST PREVIOLE NEXT

MOT SO HINH ANH VE HAWAII DOANHTHUTU DU LICH
» Hawaii da dugc xép diu danh sich 10 diém du lich tuan
trﬁﬂg mi:il quyén i nhat, Ty lzé Doanh Thu

Iy L& Doank
Thu

Nim2010  17%
Niam 2011 22% N 2010
Nim 20
Nim 2012 28% & Nim 2011
Nim2013  33% 2% Nim 2012
®Nim 2013

2%
BIEU DO NGUOCLAL

FRST PREVIOUS NEXT LAST

HRST PREVIOUS NEXT LAST

Yéu ciu:
1. Tao tap tin trinh dién gém co 4 slide v6i ndi dung nhu trén bang Themes Equity.
2. Tao hiéu img chuyén tiép Slide Dissolve cho tat ca cac Slide.
3. Tao lién két Slide. Trong khi trinh dién,
e Click vao “Tiéu bang Hawaii”: trinh dién Slide noi dung cua Slide s6 2.
e Click vao “Mot so hinh anh vé Hawaii”: trinh dién Slide ndi dung cia Slide
s0 3.
e Click vao “Doanh thu tir du lich theo cac nim”: trinh dién Slide noi dung cia
Slide sb 4.

4. St dung Slide Master dé tao lién két dang nut 1¢nh . Trong

khi trinh dién, ¢6 chlrc nang:

FIRST

e Click vao nat 1énh sé trinh chiéu Slide 1.

e (lick vao nut Iénh s€ trinh chiéu Slide lién trudc Slide hién tai.

ThS. Duong Trwong Quoc Khénh 8
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.
e Click vao nut 1énh

LAST )
e Click vao nut 1énh . s& trinh chi€u S}ide 4,
Tao hi¢u img Entrance cho céc doi tuwong trén tat ca cac Slide.
6. S]ide 2: Cheén video. Trong khi trinh dién, bam vao “VIDEQO” thi doan video md&i bat
dau phat.

s& trinh chiéu Slide 1ién sau Slide hién tai.

o

7. Slide 3: Cheén hinh vao ndi dung (thi sinh ¢6 thé chon hinh khéc). )
8. Slide 4: V¢ biéu do theo dir li¢u dugc cho trong Table va ch(_)n~ dinh dang ding mau.
9. Slide 4: Tao hiéu tmg Entrance c6 Trigger sao cho khi trinh dién Slide 4, click vao nat

“BIEU PO” thi biéu d6 méi xuat hién.
10. NUt “NGUQC LAI” trinh chiéu cac Slide theo thir ty Slide 4, Slide 3, Slide 2, Slide
1.

ThS. Duwong Truwong Quéc Khdnh 9



