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TRANG THONG TIN KET QUA NGHIEN CUU

Muc tiéu caa dé tai l1a xay dung hé théng bai tap dé luyén thi Microsoft
Office Specialist vé Microsoft PowerPoint 2019 cho sinh vién Trudng Dai hoc
Hoa Lu phu hop véi ning luc va kién thic cua sinh vién.

Nhém nghién ciru da xay dung cac bai luyén tap phi hop voi mau dé thi
Microsoft PowerPoint 2019. Bam bao tinh khoa hoc, chinh xac. Bong thoi dua
ra huéng dan sur dung nhitng tinh ning méi cua Microsoft PowerPoint 2019.
Pé tir d6 sinh vién dé& dang tiép can du truéc d6 dung phién ban Microsoft
PowerPoint khéac.

Pé tai da xay dung duoc 147 clu hoi 1a cac bai tap thuc hanh va c6 phan
goi Yy cho mdi cau hoi va c6 bai bdo vé van dé nghién ciru dang trén tap chi
khoa hoc Quan ly & Cong nghé, s6 27 Quy 1V/2023. Két qua nghién ciru cua
dé tai khong nhiing 1a nguon tai lieu phuc vu giang day ma con gitp hoc vién
tu hoc, tu ren luyén cho cac ki thi.
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MO PAU

1. Li do chon dé tai

Hién nay dé hoi nhap véi thé gisi thi cac kién thirc vé tin hoc duoc dic
biét chl trong dé nang tam k¥ ning cho thé hé tré. Chung chi tin hoc vian phong
MOS 14 bai thi vé ki nang Tin hoc vin phong boi tip doan Tin hoc hang dau
thé gioi — Certiport (Hoa Ky). Vi I& @6 ching chi nay 1a minh chang cho ki
nang Tin hoc ctia ngudi so hitu ching. Bai thi duoc thuc hién tryc tuyén voi
hon 25 ngdn ngi trén toan cau trong d6 c6 tiéng Viét véi hang triéu bai thi dugc
t6 chirc hang ndm. Chitng chi MOS do Microsoft cap, 6 gia tri tron doi va trén
toan thé gigi. Tai Viét Nam 11G Viét Nam 14 to chirc doc quyén duoc phép to
chte thi va cap ching chi.

Nhiéu truong THPT trén ca nude da trién khai chuong trinh dao tao va
thi 1y chang chi MOS cho hoc sinh. Ching chi MOS ciing dugc nhiéu trudng
Cao dang, Pai hoc uy tin trén ca nudc chon lam chuan dau ra cho sinh vién tét
nghiép. Pac biét, nhiéu Tap doan, Tong codng ty va Doanh nghiép l6n ¢ Viét
Nam dang sir dung MOS 1am tiéu chi danh gia k¥ ning Tin hoc trong tuyén
dung nhan sy dau vao va danh gia can bo nhan vién.

Hang nam, Certiport t6 chitc cudc thi Vo dich Tin hoc vin phong Thé
gidi (MOSWC) quy tu hang triéu thanh thiéu nién dén tir hang trim qudc gia
tham du.

Truéc nhitng nhu cau cua thuc té va dé nim bat xu hudng caa xa hoi.
Trong nam hoc 2022-2023 dudi su chi dao cua Ban gidm hiéu Truong Dai hoc
Hoa Lu, Khoa Ngoai nglr - Cong ngh¢ thong tin d3 mo cac 16p day ki nang
luyén thi MOS. Dé viéc “Hoc di d6i v6i hanh” thi can thiét phai c6 hé théng
cac bai tap turong tng véi ndi dung hoc va dé sinh vién luyén thi 1a diéu vo cing
htru ich.

Do d6, chiing t6i lya chon dé tai: Xay dung hé thang bai tdp dé luyén thi
Microsoft Office Specialist vé Microsoft PowerPoint 2019 cho sinh vién
Truong Dai hoc Hoa Lu.
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2. Tong quan tinh hinh nghién céu thude linh vuc cia dé tai
Chitng chi MOS phé bién nhat 1a PowerPoint, Excel va PowerPoint.
Hién tai MOS va&i nhiéu phién ban 2010, 2013, 2016, 2019.

Dé thi MOS khong cé dinh sb cau trong mdi bai thi. Phién ban MOS
2019 mdi bai thi s& ¢ tir 5 dén 7 du an, mdi du an chira 4 dén 7 tac vu (yéu
cau), tong cong co khoang tir 26 dén 35 tac vu (yéu cau). Nhu vay mdi bai thi
khac nhau thi sb cau hoi cd thé khéng gidng nhau. Cac phién ban thi ching chi
MOS déu dang duoc t6 chirc bai 2 ngdn ngir 1a tiéng Anh va tiéng Viét.

V& gi4o trinh tiéng Anh, bo giao trinh dugc gigi thiéu nhiéu nhat 13 MOS
Study Guide MS Office do Microsoft an hanh. Ngoai ra con cd b sach
Microsoft Office Step by Step.

Pé 6n luyén thi MOS tiéng Viét, 11G Viét Nam da xuét ban bo sach
Microsoft Office 2013, 2016 la bo gido trinh c6 ndi dung twong thich ky thi
MOS.

Song vé gio trinh dé luyén thi MOS PowerPoint 2019 chwa c6 sach cta
cac nha xuat ban trong nuéc.

Pé gitip sinh vién duoc thyc hanh nhiéu hon vai cac dang bai tap thi
MOS dic biét tai Truong Pai hoc Hoa Lu sinh vién con mai tiép can véi ky
nang nay. Nén viéc c6 hé théng bai tap dé sinh vién luyén tap va cang cé 1a rat
can thiét.

Pic biét doi véi phién ban MOS 2019 con rit it co s dao tao va sinh
vién lya chon thi, cling nhu cac tai liéu bai tap 6n luyén hién con kha it.
3. Muc dich va nhiém vu nghién citu ciia dé tai

Muc tiéu caa dé tai la xay dung hé théng bai tap dé luyén thi Microsoft
Office Specialist vé Microsoft PowerPoint 2019 cho sinh vién Trudng Pai hoc
Hoa Lu phu hop véi niang luc va kién thic cua sinh vién.
4. Pdi twong, pham vi nghién ciu

4.1. Poi twong nghién ciru

Microsoft PowerPoint 2019



4.2. Phgm vi nghién ciu

Cac kién thirc va ki niang Microsoft PowerPoint 2019 c6 trong bai thi
MOS PowerPoint 2019.

5. Céch tiép can, phwong phap nghién ciu
5.1. Cach tiép cdn

Tiép can tr noi dung ly thuyét — tng dung thiét ké céc bai tap phu hop

5.2. Phwong phdp nghién cuu

- Phwong phdap nghién cizu ly thuyét: Nghién cau vé Microsoft
PowerPoint 2019 hé thong kién thirc va céc bai tap lién quan;

- Phwong phdp phan logi va hé thong hoa: Nghién ctu hé thong bai tap

thuc hanh cho sinh vién va phan loai theo tung ki nang thyc hanh.



Chuong 1
CO SO LY LUAN VA THUC TIEN

1.1. Téong quan vé chwong trinh MOS PowerPoint 2019
1.1.1. Giéi thigu vé Microsoft Powerpoint

Microsoft Powerpoint 1a mét tng dung trong bo Microsoft Office hd tro
dic luc cho viéc trinh chiéu, trinh didn. Véi kha ning tao tap tin trinh dién
nhanh chéng, chuyén nghiép. Hién nay Microsoft Poweroint la luva chon hang
dau thé gisi khi thuc hién trinh chiéu.

MOS Ia cum tir viét tat cua Microsoft Office Specialist, 1a mot bai thi
danh gia trinh 6, kha nang str dung may tinh, kién thirc vian phong do Microsoft
cap.

Chuing chi MOS la bang chiing khang dinh nguoi so hitu chuang chi dang
c6 nhitng k¥ nang can thiét dé sir dung Office mot cach hiéu qua phuc vu cho
cong viéc, MOS la ching chi dugc cdng nhan trén thé gisi. Bai thi MOS hién
dang duoc thuc hién théng qua 25 ngdn ngir va da duoc Viét hoa dé dap tng
cho cu dan Viét Nam.

Chting chi MOS bao gdom ba cip do, c¢d thé lua chon cap do phi hop voi
nhu cau va muc dich cta thi sinh:

- Specialist: La cap d6 chung nhan dugc ki niang sir dung va cac thao tac
co ban trong c4c tng dung Microsoft Office. Pé c6 thé dat duoc chung chi &
cap do nay, can phai chon 1 trong 5 chuong trinh thi va dat mic diém yéu cau
caa bai thi tir 700 diem.

- Expert: La cip d6 chiing nhan k§ nang st dung & mic do cao hon
Specialist, gom c6 hai loai: Excel Expert va Word Expert.

- Master: La cap do chiing nhan k¥ niang sir dung duoc tat ca cac phan
mém Microsoft Office. Dé c6 thé dat duoc chung chi MOS Master, thi can hoan
thién tat ca bon bai thi: MOS Excel Expert, MOS Word Expert, MOS
Powerpoint va ban phai lya chon 1 trong 2 bai thi: MOS Access hoac MOS
Outlook (T4t ca cac bai thi nhu trén phai cing phién ban).



1.1.2. Cai tién méi cia Microsoft PowerPoint 2019

Giao dién hoan toan mai so véi phién ban trudc do, Powerpoint bo sung
nhiéu tinh nang méi nhu:

Hiéu wng Morph (Morph Transition)

Hiéu ang Morph 12 mét trong céc hiéu ung chuyén slide méi trong
PowerPoint 2019. N6 cho phép ngudi ding chuyén dbi mugt ma, tron tru tir
slide nay sang slide khac, tao cam giac hap dan cho ngudi xem. Hiéu tng
Morph lam bién dbi tinh chat caa hinh dang cht khong don thuan 1a 1am mo
dan hoic day sang chd khac nhu cac hiéu ang chuyén déi thong thudng.

C6 thé noi hiéu ang Morph rat linh hoat va c6 thé p dung n6 cho cac
trang trinh bay dé tao hiéu tng chuyén déng cho nhiéu dbi twong nhu: vin ban,
hinh anh, d6 hoa SmartArt va WordArt,..

Zoom for PowerPoint

Tinh ning Zoom cho PowerPoint cho phép nguoi dung chuyén tu do
gitra c4c trang chiéu dén bat ki mot trang ndo mong mudn ma khéng 1am gian
doan phan thuyét trinh caa ban, gitp bai trinh bay linh dong hon. O phién ban
PowerPoint 2019, c6 ba phién ban tuy chon khi Zoom Ia:

Summary Zoom: C06 thé sir dung tinh nang thu phong dé di tir vi tri nay
sang Vi tri khac trong ban trinh bay cia minh theo bat ky thir tu nao.

Section Zoom: C6 thé str dung ching dé quay lai cac phan muén thuc
su nhan manh hoic dé 1am ndi bat cach céc phan nhat dinh trong ban trinh bay
két ndi véi nhau.

Slide Zoom: Lam cho ban trinh bay ning dong hon, cho phép diéu
huéng tu do giira c4c trang trinh bay theo bat ky thtr tw ndo ma khdng 1am gian
doan dong trinh bay.

Loai bé nén cho hinh anh dé dang hon véi Background removal

Pay 14 tinh nang loai bé nén anh di co & cac phién ban Office cii hon,
nhung trong phién ban cap nhap Microsoft Office 2019, chirc nang Background
Removal da duoc Microsoft cai tién. Bi vai mot hinh anh trong tép Office, dé
nhan manh cha dé hodc dé loai bo chi tiét gdy mat tap trung, ta c6 thé loai bo



nén khoi nd bang cac nét ty do chir khéng phai 1a mot hinh chit nhat nhu céc
phién ban truéc.

Xuit video chat lweng 4K (Export to 4K)

Khi d& chuan bi noi dung hoan chinh cho bai thuyét trinh, da chén day
da Am thanh va cac d6i twong can thiét vao slide, can phai chuyén PowerPoint
sang video.

Véi phién ban 2019, ban con c6 thé xuit sang video 4K ma cac phién
ban trudc khong dugc hd trg — mot tinh ning moi trong PowerPoint 2019 khong
thé khong nhic téi. Bang viéc chuyén doi truc tiép trén giao dién phan mém, s&
dam bao video sau khi xuét ra dugc rd nét, chat luong cao, bao mat va an toan.

Vé va viét vei digital ink

Tab Draw cho phép ban dé dang tao ra cac nét vé tu do va tuy dinh dang
theo y mudn. Pay 12 mot tinh ning méi ndi bat trong PowerPoint 2019.

Tuy nhién mic dinh thi tab ndy khong hién thi trén thanh Ribbon vi vay
can thy chinh lai trong phan Options ctia chuwong thi né mai hién ra dé ching
ta sir dung bang céach chon File > Options > Customize Ribbon > Draw

1.2. Chu dé bai tap sir dung trong chwong MOS PowerPoint 2019

Gom 5 cha dé chinh [2]

1.2.1. Manage presentations — Qudn Iy bai thuyét trinh
- Modify slide masters, handout masters, and note masters — Chinh sua

trinh chiéu téng thé

- Change the slide master theme or background, modify slide master
content, create slide layouts, modify slide layouts, modify the handout master,
modify the notes master

Thay déi chui d@é hogc nén cua trinh chiéu tong thé, chinh sia néi dung
trinh chiéu téng thé, tao méi bé cuc trang trinh bay, chinh siza bé cuc trang
trinh by, chinh siza ban ghi chd tong thé

- Change presentation options and view, change slide size, display
presentations in different views, set basic file properties



Thay déi tly chon cua bai thuyét trinh va cac ché dé xem, thay doi kich
thwéc cua trang trinh chiéu, hién thi cac ché d xem khac nhau cua bai thuyét
trinh, thiét Idp cac thude tinh co ban cia file

- Configure print settings for presentations — Cdu hinh cai dat in dn cua
bai thuyét trinh

- Print all or part of a presentation,print notes pages, print handouts,print
in color, grayscale, or black and white

In tat ca hodc tirng phdn cua bai thuyét trinh, in trang ghi chd, in ché dg
handouts, in dn ¢ ché dé mau, thang dé xam, hodc den va trang

- Configure and present slide shows — Cau hinh va trinh chiéu bai thuyét trinh

- Create custom slide shows, configure slide show options, rehearse slide
show timing, set up slide show recording options, present slide shows by using
presenter view

Tao méi tly chinh trinh chiéu, cdu hinh lgi nhéiing thy chen trinh chiéu
cua trang chiéu, tqo ldp thir thoei gian trinh chiéu, thiét lap cac tly chon bdn
ghi trinh chiéu, trinh chiéu bai thuyét trinh bang céach si dung presenter view

Prepare presentations for collaboration — Chudn b;j cac bai thuyét trinh
dé cong tac

Mark presentations as final, protect presentations by using passwords,
inspect presentations for issues, add and manage comments,preserve
presentation content, export presentations to other formats

Panh ddu bai thuyét trinh 14 phién ban cudi cung, thiét ldp bao vé bai
thuyét trinh béi siz dung mdt khdu, kiém tra cac vdan dé cho ban thuyét
trinh, thém va quan 1y binh ludn, lwu gi néi dung trinh bay, xudt bai thuyét
trinh thanh cdc dinh dang khac

1.2.2. Manage slides — Quan ly trang trinh chiéu

- Insert slides — Chén trang chiéu

- Import word document outlines, insert slides from another presentation,
insert slides and select slide layouts, insert summary zoom slides, duplicate
slides.



Nhdp (néi) phac thdo tai ligu word, chén thém trang chiéu tir bai thuyét
trinh khéc, chén trang chiéu va chon bé cuc trang chiéu, chén trang chiéu
summary zoom, nhan ban nhiéu trang chiéu

- Modify slides — Chinh siza trang trinh chiéu

- Hide and unhide slides, modify individual slide backgrounds, insert
slide headers, footers, and page numbers

An hodc bé dn trang trinh chiéu, chinh siza riéng biét mau nén cua cac
trang chiéu, chén dau trang, cudi trang, va sé trang vao trang trinh chiéu

- Order and group slide, Create sections, modify slide order, rename
sections

Ta0 méi c&c vung trinh chiéu, chinh sia thi t trang chiéu, thay doi tén
cho viing trinh chiéu

1.2.3. Insert and format text, shapes, and images — Chén va dinh dang
viin ban, hinh khéi, va hinh dnh
- Format text — Binh dang van ban

- Apply formatting and styles to text, format text in multiple columns,
create bulleted and numbered lists

Ap dung dinh dang va kiéu cho van ban, dinh dang vian ban thanh nhiéu
cét, tao cdc danh sdch dau dong va danh séch ty déng

- Insert links — Chén lién keét

- Insert hyperlinks, Insert Section Zoom links and Slide Zoom links
Chen siéu lién két, Chén lién két Section Zoom va Lién két Slide Zoom
- Insert and format images — Chén va dinh dang hinh dnh

- Resize and crop images, apply built-in styles and effects to images,
insert screenshots and screen clippings

Thay déi kich c& va cdt hinh anh, &p dung céc kiéu xay ding co san va
hiéu ¢ng cho hinh anh, chén anh chup man hinh va cat anh man hinh
- Insert and format graphic elements — Chén va dinh dang cac yéu t do hoa

- Insert and change shapes, draw by using digital ink, add text to shapes
and text boxes, resize shapes and text boxes, format shapes and text boxes,
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apply built-in styles to shapes and text boxes, add alt text to graphic elements
for accessibility

Cheén va thay dsi hinh khéi, vé bang muec ki thudt sé, thém van ban vao
hinh khéi va hép van ban, thay doi kich thudéc hinh khéi va hép van ban, dinh
dang hinh khéi va hdp véin ban, ap dung céc kiéu xay ding san cho hinh khéi
va hép van ban, thém van ban thay thé vao céc yéu té do hoa

- Order and group objects on slides — Thut tw va nhém cdc doi twong trén
trang chiéeu

- Order shapes, images, and text boxes, align shapes, images, and text
boxes, group shapes and images, display alignment tools

Thay doi thit tw hinh khi, hinh énh va hép van ban, can chinh hinh khoi,
hinh dnh, va hdp van ban, nhém hinh khéi va hinh anh, hién thj cong cu cdn
chinh

1.2.4. Insert tables, charts, smartArt, 3D models, and media — Chen
bdng, biéu do, SmartArt, mé hinh 3D, va dogn phim

- Insert and format tables — Cheén va dinh dang bang

- Create and insert tables, insert and delete table rows and columns, apply
built-in table styles

Tao mai va chén bang, chén va xéa hang va cét trong bang, ap dung cac
Kiéu duwoc xay dung san cua bdng

- Insert and modify charts — Chén va chinh sia biéu do

- Create and insert charts, modify charts

Ta0 méi va chén biéu do, chinh sira biéu do

- Insert and format smartart graphics — Chén va dinh dang dé hoa
smartart

- Insert smartart graphics, convert lists to smartart graphics, add and
modify smartart graphic content

Chén smartart dé hoa, chuyén doi danh sach trong smartart do hoa, thém
va chinh swa ngi dung trong smartart

- Insert and modify 3D models — Chén va chinh siza mé hinh 3D



- Insert 3D models, Modify 3D models
Chen mé hinh 3D, Chinh Siza mé hinh 3D
- Insert and manage media — Chen va qudn Iy cac doan phim

- Insert audio and video clips, create and insert screen recordings,
configure media playback options

Chen am thanh va cac doan phim hinh anh, tao mdi va chén cac ban ghi
man hinh, cdu hinh tiy chon phat lai cdc doan phim

1.2.5. Apply transitions and animations — Ap dung higu i#ng chuyén
tiép va hoat canh

- Apply and configure slide transitions — Ap dung va cau hinh hiéu ng
chuyén tiép trang chiéu

- Apply basic and 3D slide transitions, configure transition effects

Ap dung hiéu ing chuyén tiép don gian va 3D cho trang chiéu, cau hinh
hiéu ##ng chuyén tiép

- Animate slide content — Tgo hiéu #ng hoat canh cho ngi dung trang
trinh bay

- Animate text and graphic elements, animate 3D models, configure
animation effects, configure animation paths, reorder animations on a slide

Ta0 hoat dnh cho céc yéu té van ban va doé hoa, tao hoat dnh cho cac
m6 hinh 3d, cdu hinh hiéu ing cho hoat dnh, sdp xép hiéu ing hoat anh trén
trang chiéu

- Set timing for transitions — Thiét Idp thoi gian cho hiéu izng chuyén tiép

- Set transition effect duration, configure transition start and finish
options

Thiét Idp thoi lwong cho hiéu ing chuyén tiép, cau hinh tiy chen ber dau
va két thic cho hiéu izng chuyén tiép



Chuong 2
XAY DUNG HE THONG BAI TAP PE LUYEN THI
MOS POWERPOINT 2019 CHO SINH VIEN TRUONG PAl HOC HOA LU

2.1. Nghién ciru vé cau tric bai thi MOS PowerPoint 2019

Céc ky ning yéu ciu trong Bai thi MOS PowerPoint 2019 (Ciing
nhw 2016 /2013 / 365) sé gdm 05 phan chinh nhuw sau [1]

- Manage presentations (20-25%) — Quan Iy bai thuyét trinh

- Manage slides (20-25%) — Quadn Iy trang trinh chiéu

- Insert and format text, shapes, and images (15-20%) — Chen va dinh
dang van ban, hinh khoi, va hinh dnh

- Insert tables, charts, smartArt, 3D models, and media (5-10%) — Chen
bang, biéu do, SmartArt, mé hinh 3D, va doan phim

- Apply transitions and animations — Ap dung hiéu ing chuyén tiép va
hoat canh

2.2. C&c bai tap theo chi dé luyén thi MOS PowerPoint 2019

2.2.1. Manage presentations — Qudn ly bai thuyét trinh
Task 1

Open the powerpoint Test 1.1 in the MOS PP2019 Test 1 folder and do
the following

Set up a slide show for this presentation so that it can be browsed by
an individual, and will Loop continuously until the ESC key is hit. Accept
all other default settings.

(Cai dat ché do trinh chiéu cho bai trinh chiéu nay dé ¢ ché do browsed
by an individual va Loop continuously until the ESC key. Chap nhan moi
dinh dang khéac cua bai).

Budc 1: Chon Slide Show, trong nhém Set Up chon Set up a slide show.

Budc 2: Chon browsed by an individual va Loop continuously until
the ESC key —> OK.



H ©- 0O % = ELIETE

File Home Insert Draw Design Transitions Animations Slide Show Rec fie Q Tell me what you want to d
=, = . . ] i
= = £ - ®' [4] Use Timings
From From CustomSlide | SetUp  Hide Rehearse Record ’ (I s i Wiy
Beginning Current Slide  Show v slide Show Slide ~ Timings v Shaw Media Controls
Start Slide Show Set Up Monitars
4 [ 3 Set Up Show 7 *
Show type Show slides
Ra d () Presented by a speaker (full screen) ® al
5 ®) Browsed by an individual (window) O Fom: 1 2l 1o |35
() Browsed at a kiosk (full screen) e fre

Show options

ILoop continuously until ‘Esc’ Advance slides

o Show withaut narration
6 . O O Manually | 6

how without animati
(W S im e @) using timings, if present

[ Disable hardware graphics acceleration

Multipl it
Di Pencolor - SR MO ess
Slide show monitor:
7 e e e Neg  Laser pointer color: | 23 = e S
¥ plan anc
‘ the Resalution Inet -
Use Current Resolution -
Use Presenter View
8
info,
oK Cancel

O . ][] Click to add notes

_Slidedof35  _¥  nglish {United States) & Accessibility: Investigate = Notes I Comments
Hinh 2.1: Thao tac trong nhom Set Up vai Set up a slide show
Task 2

Open the powerpoint Test 1.1 in the MOS PP2019 Test 1 folder and do
the following

Create a Custom Slide Show with only the slide Goals every day and
the slide Study.

(Tao Custom Slide Show cho méi slide Goals every day va Study).

Budc 1: Vao Slide show, trong khung Start Slide show chon Custom
Slide Show.

H -0 5 & Radiant Rhapsady Palette Agency Infographics by Slidesgo - PowerPaint
Insert Transitions Animations slide Show Record Review View Help Q  Tell me wha
- L - < .
- — - - X - Use Timings
From From Custom Slide SetUp Hide Rehearse Record [JlUse Presenter View
Beginning Current Slide Show ~ slide Show Slide  Timings - Show Media Controls
Start Slide Show Set Up Monitars

Radiant rhapsody palette infograp

Custom Shows ? X

New...

T — Close '
: e A

Hinh 2.2: Thao tac Custom Slide Show
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Budc 2: New -> Kich chon Goals every day va Study -> OK.

=
ile ome w
= =
o L 5 S ) °
From From Custom Slide Set Up Hide  Rehearse Record
ide | Showv | SideShow Slide | Tamings: v Show Media Controls | [ Use Presenter v
1up Won
? X
|Slides in custom show: |
2 moducion
[ 1. Radiant Rhaps 1. Goals every day
o e
" [ 2. Slide 2 |2_ Study |
- : * Up
B, [] 3. Goals every day

XRe

[ 5. About radiant thapsody palette agenc

[ 6. Radiant thapsody palette \hfﬂgvaph\t\z‘

I E— .
. 5]

the fourth-Targest ore

Hinh 2.3: Thao tac Goals every day va Study

Task 3

Open the powerpoint Test 1.2 in the MOS PP2019 Test 1 folder and do
the following

Start the slide show from the beginning. On slide 5 use the highlighter
with Red ink and underline the first sentence. Save all annotations.

(Bt dau slide show tir dau (beginning). O slide 5 dung highlighter mau
d6 (Red) ink, gach chan dudi cau dau tién trong slide. Luu tat ca).

Budc 1: Vao Slide show, trong nhom Start slide show chon From
Beginning.

Thanh Thao Nguy3n

Help  Q Tellme

. - g v q

as 3
_— - — . Use Timings
Fr,am From Custom Slide VSel Up H‘,de R&jhearse Record 3 D s Eieaeite e
Beginning Current Slide  Show ~ Slide Show Slide  Timings v Show Media Controls
Start Slide Show SetUp Moenitors ~

Hinh 2.4: Thao tac From Beginning
Budéc 2: An dén slide 5, click phai chudt chon Pointer Options, chon tiép
Ink Color d6i sang mau d6 va gach chan cau dau tién trong slide.

) ——
Use these design resources L — v
Next

in your Canva Presentation. | pevious
* This presentation template Last Viewed
uses the following free See Alsldes i
Zoom In %, (
fonts: /
\/ €
* Titles: Purple Purse Show Presenter View < *\
* Headers: Grand Hotel Scroen * HHHE \
. X Pointer Opt |/ LaserP 1
* Body Copy: Playfair Display e ! Fn
* You can find these fonts 7 ighlighter "
online too. Happy 1 End Show Ink Color » HEE EEEEN
. L ,‘
B ]
designing! /
* Don't forget to delete this 528 " Artow Qptions » ’
7 \
naaa hafarae nracan ting S

Hinh 2.5: Thao tac Ink Color
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Budc 3: Nham phim ESC, chon Keep.

. e these design resources % ‘1
HW‘ P pe——

* This presentation template Microsoft PowerPoint
uses the following free | Wantto keep your ink aotations?

fonts:
* Titles: Purple Purse
* Headers: Grand Hotel
* Body Copy: Playfair Display
* You can find these fonts

Hinh 2.6: Thao tac phim ESC, chon Keep

Task 4

Open the powerpoint Test 1.2 in the MOS PP2019 Test 1 folder and do
the following

Change the print settings of the document to Uncollated, and
Grayscale.

(Thay d6i cai dat in 4n cua tai liéu thanh Uncollated va Grayscale).

Budc 1: File -> Print

Budc 2: Collated doi thanh Uncolleted.

Budéc 3: Color d6i thanh Grayscale.

Copies: |1 Copi 1
=1 =4
Print Print
" . g
Printer Printer @
Microsoft Print to PDF . Microsoft Print to PDF
=3 Ready e%
Ready
Printer Properties Printer Properties
Settings Settings
——  Prnt All Slides ‘ ‘ ——  Print All Slides
Print entire presentation ‘ Print entire presentation M
B o
Full Page Slides
Print 1 slide per page - Grayscale
Collated
123 123 123 - Pure Black and White
| Collated
123 123 123 ‘ . Color - ‘
Uncollated

Edit Header & Footer

110 222 333

Hinh 2.7: Thao tac Color d6i thanh Grayscale

Task 5

Open the powerpoint Test 1.2 in the MOS PP2019 Test 1 folder and do
the following

Add a section above Slide 1 named Introduction and a section above
Slide 3 named SWOT.
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(Thém vao trén Slide 1 1 section, dat tén Introduction va 1 section trén
Slide 3 tén SWOT).

Budc 1: Click chudt phai trén slide 1, chon Add Section, danh tén vao
muc Section Name -> Rename.

Insert Draw Design Transitions Animations

s | & Layout ¥
== ) Reset
Paste New — -
o ¥ | Side~
Clipboard My = Add Section Renis
1 [= y‘ 5 -
o *, ‘
e Vi L y é
Pretty Aesthetic ~ / 2
- N~
- N
2 = 1
II [T} /i\

Hinh 2.8: Thao tac vao muc Section Name

Buac 2: Click chuot phai trén slide 3, chon Add Section, danh tén vao
muc Section Name -> Rename.

‘A
4 Introduction
1 %
*

Pretty Aesthetic 5 #

Rename Se...

Section name:

4 Introduction
R &l 1ol e Rename Cancel
e i r ’ o y

L

Hinh 2.9: Thao tac danh tén vao muc Section Name, Rename

Task 6
Open the powerpoint Test 1.3 in the MOS PP2019 Test 1 folder and do

the following

Create a handout of the presentation with blank lines below the slides.
Save the word document that opens as MyHandout.docx in Practive folder.
Close the Word document after saving.
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(Tao handout cho bai trinh chiéu vai tiy chon blank lines below the
slides. Luu tai liéu Word véi tén MyHandout.docx vao GMetrixTemplates
folder. Pong tai li¢u word vira luu).

Goi y.
Budc 1: File -> Export -> Create Handouts -> blank lines below slides
-> OK.

slell reviews 1 task 21-30 - PowerPaint Thanhohio Ngugdn T & 7 — A9/ X

Create Handouts in Microsoft Word
—m= Create PDF/XPS Document
Put slides and netes in a Word document

Edit and format content in Werd

2 Create a Videa Automatically update slides in the handeut when the presentation changes
by
b £ Package Presentation for CD =
E Create
Handouts

k¥ Create Handouts

H Change File Type

Hinh 2.10: Thao tac blank lines below slides
Budc 2: M¢ tai liéu word, luu lai véi tén MyHandout.docx (Home -> Save As
vao Practive folder -> Dong tap tin lai.

E-

Send to Microsoft. 7 ®
Page layout in Microsoft Word

W () Notes naxt to slides

B Il save As X

= O i o
=| () Blank lines next to slides « v 4 Docu... ¥ GMetrixTemplates v D A Search GMetrixTemplates

LB

. O Notes below slides Organize - Mew folder = - @

B 3 3D Objects A Name Status Date madified

Ve ra gE [ (®) Blank lines below slides = Desktop
------------------- ] Mo items match your search. easily find later
= 14 Documents e
O outline only Pt m e v < >
File name: | MyHandout

Add slides to Microsoft Word dacument Save as type: Word Document P

® Baste Authars: Thanh Thia Nauyén Tags: Add atag

) paste link 3

[ save Thumbnail
oK Cancel

.

L 1/2 CUp. pC.}WdE.rEd sugar A Hicle Folders Tools = Save Cancel
*1/2 cup virgin olive oil

»1 cup milk - [~/ Browse Tocuments » Tiéng Anh
Zalo Received Files

Hinh 2.11: Thao tac luu lai v&i tén MyHandout.docx
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Task 7
Open the powerpoint Test 2.1 in the MOS PP2019 Test 2 folder and do

the following
Change the current Presentation Theme to Retrospect.

( Thay d6i chi1 dé cua bai trinh chiéu tir Theme thanh Retrospect).
Goiy
Design — Retrospect.

H 90 & - skill review 2 task 1-10 - PowerPoint

File Home Insert Draw Transitions Animations Slide Show Record Review View Help

This Presentation e

Aa

%-’ o

Office

i Browse for Themes... ay

- ) Save Current Theme...

ML Ml
Hinh 2.12: Thao tac thay d6i chi dé cua bai trinh chiéu

Task 8
Open the powerpoint Test 2.1 in the MOS PP2019 Test 2 folder and do

the following
Change the Powerpoint Autocorrect Options to not show the Auto
Correct Options buttons.
(Thay ddi tly chon ty dong sira doi dé khong hién thi Auto Correct Options).
Goi y:
Budc 1: File — Options — Proofing — AutoCorrect Options — bo tich
show the AutoCorrect Options
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AutaCorrect: English (United States) ? ®

AutoFormat As You Type Actions Math AutoCorrect ABC
AutoCorrect \l Change how PowerPaint corrects and formats your text.

[[] show Autafomect Gptions buttans
AutoCorrect options

[+/] Carect Twio INitial CApitals

~ Exceptions...
Capitalize first letter of sentences Change how PawerPoint corrects and formats text as you type: | AutoComect Optiens.
Capitalize first letter of tabla cells
Capitalize names of days ‘When correcting spelling in Microsoft Office pragrams

Comect acdidental use of cAPS LOCK key

] Repiace text a5 you type Ignare words in UPPERCASE

Ignore words that contain numpers.

Replace: With
Ignore Intemet and file addresses
% E Flag repeated words
in o
m [] Enforce accented uppercase in French
Add Delete [7] suggest fram main dictionary only

Automatically use suggestians fram the spalling chacker Custam Dictionarigs...
French modes: | Traditional and new spellings =

‘ a2 Cancel Spanish modes: | Tuteo verh farms only =

When correcting spelling and grammar in PowerPoint

7
D)
® A W‘ B Check spelling as you type

[l [] Mide spelling and grammar errors
O Frequently confused words

i
Fedbar: 2 7 B Mark grammar errars as you type
ﬂ

® & { Recheck Docurment

G | &
"".‘mm -] oK Cancel

1ofg ¥ English{United States)

Hinh 2.13: Thao tac thay doi tly chon tu dong sira doi

Task 9

Open the powerpoint Test 2.1 in the MOS PP2019 Test 2 folder and do
the following

Mark the presentation as final.

(Panh dau bai trinh chiéu Ia phién ban cubi cung).

Goiy:

Budc 1: File — Info — Protect presentation — Mark as final — OK — OK

Protect Presentation

Get Add-ins
= s P Control what types of changes peaple c:
Protect
Infa Presentation ¥

Save . Always Open Read-Only
: Prevent accidental changes by asking
readers to opt-in to editing.

Save As

Encrypt with Password aware that
i uthor's nam

Require a password to open this -
h disabilities

presentation.

— Restrict Access

Print

Grant people access while remaving 4 on

Torrre their ability to edit, copy, or print.

Add a Digital Signature

ghelSi9 ey
Export a Ensure the integrity of the presentation
by adding an invisible digital signature.
Close Mark as Final

Let readers know the presentation is

More... final.

Hinh 2.14: Thao tac danh dau bai trinh chiéu 1a phién ban cudi cing
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Task 10
Open the powerpoint Test 2.3 in the MOS PP2019 Test 2 folder and do
the following

Save the presentation as OlderVersion.ppt, formated for Powerpoint 97 —

2003.

(Luu bai trinh chiéu véi tén 1a OlderVersion.ppt véi dinh dang Powerpoint
97 —2003).

Goi y:

Budc 1: File — Export — Change file type — Powerpoint 97 — 2003
presentation — Save as — File name: OlderVersion.ppt — Save

Export

Change File Type

Presentation File Types

we Create PDF/XPS Document

(5 PowerPoint 57-2003 Presentation
I Uses the PowerPoint 97-2003 Presentation
format

9 Create a Video
@

¢ Package Presentation for CD

werPoint Show
LR Create Handouts Automatically opens as a slide show
Image File Types
H Change File Type E8  PNG Portable Network Graphics
W
s each slids

Other File Types

H Save as Anather File Type
0
&=
I

Save As

Hinh 2.15: Thao tac luu bai trinh chiéu vai tén 13 OlderVersion.ppt

Task 11:

Open the powerpoint Test 2.4 in the MOS PP2019 Test 2 folder and do
the following

Encrypt the document with the password cnttdhhl. Mark the document as
final.

(M4 héa tai liéu véi mat khau 13 GMetrix va danh dau bai trinh chiéu 1a phién
ban cudi cuing).

Goi y:

Budc 1: File — Info — Protect presentation — Encrypt with password:
Gmetrix —» OK —
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Protect Presentation

Get Add-i
- s 4’ Control what types of changes ¢
Protect
Infa Presentation *

. Always Open Read-Only

Save mn
Prevent accidental changes by asking P
* readers to opt-in to editing N espd Encrypt Document ? X Si
Save As
Encrypt with Password aw . g
: Encrypt the contents of this file
Require a password to open this
presentation. d a Password: H
di |
Print . Restrict Access sssssse Ti
Grant p.e.np\e accesswhile remaving — * |y Caution: If you lose or forget the password, it cannot be T:
Share their ability to edit, copy, or print Ok gy recovered. It is advisable to keep a list of passwaords and z
Add a Digital Signature — their comespanding document names in a safe place.
. . et [Remember that passwords are case-sensitive.)
Export Ensure the integrity of the presentation e
by adding an invisible digital signature. Mnd a R
ver, P
Close oY Mark as Final Tenlh dis 2K IE L:
Let readers know the presentation is I
o final c
Mare...
on L:

Hinh 2.16: Thao tdc ma héa tai liéu v&i mat khau 1a GMetrix
Budc 2: Protect presentation — Mark as final

Info

skill review 2 task 31-40

Documents » gmetrix » MOSPP 2019 Skill Review 2

| 4 Upload £ Share @ Copypath | | = Copy loc

Protect Presentation
¥4 Control what types of changes people can i
Protect
Presentation ~

. Always Open Read-Only
Prevent accidental changes by asking

. readers to opt-in to editing

Encrypt with Password e b

Require a passward to open this
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Hinh 2.17: Thao tac danh d4u bai trinh chiéu la phién ban cudi cting
Task 12

Open the powerpoint Test 2.4 in the MOS PP2019 Test 2 folder and do
the following

Change the theme of the slideshow to Slice, and change the slide orientation
to Portrait.

(Thay di cha dé caa bai trinh chiéu thanh Slice va hudng cua bai trinh chiéu
thanh Portrait).

Goi y:
Budc 1: Design — Themes: Slice
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Hinh 2.18: Thao tac thay d6i chii dé cua bai trinh chiéu th
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Hinh 2.19: Thao tac hudng cua bai trinh chiéu thanh Portrait

Task 13
Open the powerpoint Test 1.1 in the MOS PP2019 Test 1 folder and do

the following
Change the view to Slide Sorter and change the Zoom to 200%
(Thay dbi kiéu hién thi thanh Slide Sorter va thay d6i phong dai lén

200%).
Goi y:
Budc 1: Vao View, trong khung Presentation Views chon Slide Sorter

Budc 2: Trong khung Zoom chon Zoom, 200% -> OK
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Hinh 2.20: Thao tac thay d6i phong dai 1én 200%

Task 14

Open the powerpoint Test 1.4 in the MOS PP2019 Test 1 folder and do

the following
In the document properties, add the title Staff Traning.

(Trong thudc tinh tai liéu, thém tiéu dé Ia Staff Traning).

Goi y:
Vao File -> Info -> Title: Staff Traning.

© Info

() Home
skill review 1 task 31-40

[ new Documents » gmetrix
7 Open ‘ 4 Upload | “ Share < Copy path ‘ ‘ @ Copy local path Open file location

Pratect Presentation Properties ~

Get Add-ins ) q
Contral what types of changes people can make to this presentation Size 1.03MB
Protect
Slides 5

Presentation ~
Hidden slides 0

Title Staff Training

Inspect Presentation Tags Add atag

f$|

: Before publishing this file, be aware that it contains: Categories Add a category
Check for Document properties and author's name
Issues
Embedded documents Related Dates
Content that people with disabilities might find difficult to read Last Modified Today, 3:59 PM
Created Today, 3:39 PM

Hinh 2.21: Thao tac thém tiéu dé la Staff Traning

Task 15
Open the powerpoint Test 2.1 in the MOS PP2019 Test 2 folder and do

the following
Start Recording from Beginning of the current Slideshow. Click through

to the end of the slideshow.
(Bat dau quay tir slide dau caa bai trinh chiéu. Kich qua dén slide cubi ciing).
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Goi y:
Slide show — Record Slide Show — Record from Beginning — Start
Recording — Click dén slide cudi cling.

H ©9~-0 & - skill revies 1-10 - PowerPoint

File Home Insert Draw Design Slide Show Record Review View Help Q  Tell me what you want te do

g | Play N, it = ~
b ] A o /WD LIS =" Monitar: Automatic . |
. . 5 I Use Timings
From From Custam Slide ,SE( Up  Hide Rghearse Recard - - 0 (e Wy
Beginning Current Slicle Show v slide Show Slide  Timings |+ [] Show Media Controls

Start Slide Show

4|« From Current Slide.., Monitors

|« From Beginning...

g e , - R beo Tento T

Hinh 2.22: Thao tac bat dau quay tir slide dau caa bai trinh chiéu

Task 16

Open the powerpoint Test 2.4 in the MOS PP2019 Test 2 folder and do
the following

Create a slideshow to only slides 2,3 and 4. Set up the show to be browsed
by an individual.

(Tao 1 slideshow chi c6 slide 2,3 va 4. Thiét lap trinh chiéu & tiy chon
browsed by an individual).

Goi y:

Vao Slideshow — Set up slideshow — From: 2-4 — Tick vao “browsed
by an individual” — OK
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Hinh 2.23: Thao tac tao 1 slideshow chi c6 slide 2,3 va 4
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Task 17

Open the powerpoint Test 2.2 in the MOS PP2019 Test 2 folder and do
the following

Select Slide 3 and Start Recording from Current Slide. Record to the end
of the presentation.

(Chon slide 3 va bat dau quay bai trinh chiéu tir slide hién tai, ghi hinh cho
dén cudi bai trinh chiéu).
Goiy
Slide 3 — Slide show — Record Slide show — Record from Current Slide
— Start Recording — Click dén slide cudi cling

File Home  Insert  Draw  Design  Transitions  Animations [E[s[=R1,t0
0 2 Cm) Bl 4 Play Marrations = Mor
A & A r N O -
. _ - Use Timings
From From Custom Slide SetUp Hide Rehearse|Record ] use

Beginning Current Slide  Show ~ Slide Show Slide  Timings | * Show Media Controls

Start Slide Show 5 [, From Current Slide...

—+ From Beginning..

Hinh 2.24: Thao tac chon slide 3 va bit dau quay bai trinh chiéu

Task 18

Open the powerpoint Test 1.4 in the MOS PP2019 Test 1 folder and do
the following

Change the view of the slideshow to Grayscale, and show Gridlines.

(Thay doi kiéu hién thi cua bai trinh chiéu thanh Grayscale va hién thi
duong ludi Gridlines).

B1: View -> Grayscale, Gridlines.
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Hinh 2.25: Thao tac hién thi duong luéi Gridlines
Task 19

Open the powerpoint Test 2.1 in the MOS PP2019 Test 2 folder and do
the following

Set the Orientation of the current presentation to be Portrait with Ensure
Fit selected.

(Thiét lap huéng ciia bai trinh chiéu thanh Portrait voi Ensure Fit).

Goi y:

Vao Design — Customize — Slide size — Custom slide size — Portrait (&
muc Slides) — Ensure Fit

1 You are scaling to a new slide size. Would you like to maximize the size of your
content, or scale it down to ensure it will fit on the new slide?

Doy M

Maximize Ensure Fit

Width:

fain T O Landscape
Height

. Notes, Handouls & Qutline
1333300 | 2

Number slides from: @ Portrait

T y T = ) Landscape
I

Cancel

Hinh 2.26: Thao téc thiét lap huéng cia bai trinh chiéu thanh Portrait
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Task 20

Open the powerpoint Test 2.2 in the MOS PP2019 Test 2 folder and do
the following

Change the theme colors of the presentation to Grayscale and set the zoom

level to 60%.
(Thay d6i mau chii d& cua bai trinh chiéu thanh Grayscale va thiét lap do
phong dai thanh 60%).

Goi y:
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Hinh 2.27: Thao tac thay d6i mau chu dé caa bai trinh chiéu thanh Grayscale
Budc 2: View — Zoom:60%
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Hinh 2.28: Thao tac thiét lap d6 phong dai thanh 60%
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2.2.2 Manage slides — Quan ly trang trinh chiéu
Task1

Open the powerpoint Test 2.3 in the MOS PP2019 Test 2 folder and do
the following

Delete all the slides except for the title slide in the presentation.

(X6a toan bo slide trir slide tiéu d& cua bai trinh chiéu).

Goi y:

Nhan gitt Ctrl + chon Slide 2 dén hét — Delete
Task 2:

Open the powerpoint Test 2.1 in the MOS PP2019 Test 2 folder and do
the following

Delete Slides 4 to 8 the same time.

(X6a cung ldc tir slide 4 cho dén slide 8).

Goi y:

Gitt phim Ctrl + nhan chon slide 4 dén 8 — Nhén phim delete

Task 3

Open the powerpoint Test 1.3 in the MOS PP2019 Test 1 folder and do
the following

Insert additional slides to the end of the current slideshow using the
outline file Outline.docx.

(Chén thém 1 slide vao cudi bai trinh chiéu, sa dung outline
Outline.docx).

Chon slide cuoi cung -> Home -> New Slide -> Slide from outline ->
Outline.docx -> Insert.
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Hinh 2.29: Thao tac Insert

Task 4

Open the powerpoint Test 1.2 in the MOS PP2019 Test 1 folder and do
the following
On Slide 2, select the words Fusion Tomo in the title and add a

comment that says Delete Fusion Tomo so that the title is SWOT Video.

(O Slide 2, tim kiém tir Fusion Tomo trong thanh tiéu dé va thém binh
luan: Delete Fusion Tomo so that the title is SWOT Video).

Goi y:

Budc 1: Chon slide 2, quét chon tir dé yéu cau Fusion Tomo.

Budc 2: Vao Review chon New Comment, g6 noi dung Delete Fusion
Tomo so that the title is SWOT Video.
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Hinh 2.30: Thao tac vao Review chon New Comment
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Task 5

Open the powerpoint Test 1.3 in the MOS PP2019 Test 1 folder and do
the following

In the current presentation Delete the second Comment in the
document.
(Trong bai trinh chiéu hién tai x6a di comment thtr hai).
Goi y:
Vao Review -> Show Comment -> d&én comment thir 2, Delete.

iew Help  Q Tell me what you want to do

eview
— ;
L= H .
Show. Compare
|Comments ¥|

+/  Comments Pane
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Accessibility v -
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Hinh 2.31: Thao tac x6a di comment thir hai
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Task 6

Open the powerpoint Test 2.4 in the MOS PP2019 Test 2 folder and do
the following
Delete the comment in slide 1. Add a comment to the heading of slide 5 that

reads Cite your sources.

(X6a comment trong slide 1, thém comment vao tiéu dé cua slide 5 véi noi
dung Cite your sources).

Goi y:

V30 Slide 1 — Click comment — Review — Delete — Dén slide 5 — Click

heading trong slide — New comment: Cite your sources

Accessibility ¥
Proofing Accessibility

Comment v |Comments |

Ink

' Comments voox

Insights Language
—

-
) New

4 Thanh Thao Ngu... 6 minutes ago XX
& waming

Reply

vvvvv

e Pictures Screenshot Photo Shapes Icons 3D  SmartArt Chart

Zoom Comment Text Header WordArt Equation
Album v v Models v v v

Box & Footer
Comments Symh ols

)
1 //\ Comments voox

4 Thanh Thao... A few seconds ago
MANA 11 Cite your soul rces|

Hinh 2.32: Thao tac them comment vao tiéu dé cua slide 5

Images Illustrations

Task 7

Open the powerpoint Test 1.4 in the MOS PP2019 Test 1 folder and do
the following

Apply a footer to all of the slides in the presentation except the title slide.
The footer should include the date and time set to update automatically, the
slide number, and a footer that reads: All Rights Reserved. Accept all other
default.
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(Ap dung footer cho tat ca céc slide trong bai trinh chiéu ngoai trir slide
tiéu dé. Footer bao gdm ngay va gid duogc thiét 1ap tiy chinh tu dong, sb trang
slide va noi dung foorter: All Rights Reserved. Chap nhan moi mic dinh khéc).

Goiy

Vao Insret -> Header and Footer -> Date and Time (Update
automatically), Slide number, Footer: All Rights Reserved -> Don’t show on
title slide -> Apply to all.

Q  Tell me what you want to do

= bl | MRS -~ N DI
Table Phata SmartArt Chart Zoom Comment Head Video Audio  Screen
- Album ~ ~ & Faot = v v Recarding
Tables Imag lllustrations Links Comments Text Symbols Media
Heacdler and Footer ? X
SE0 SPECIALIST A
RESUME slide Notes and Handouts

)

Include on slide Preview

Date and time
(®) Update automatically
11/22/2023 -
—— —

Language: Calendar type:
English (United States) < | Gregerian -
O Fized
11/22/2023
Slide

[/] Eaater

All Rights Raserved|

[—] Don't show on title slide

Add Skill

Apply Apply to All Cancel

Hinh 2.33: Thao tac ap dung footer cho tat ca cac slide trong bai trinh chiéu
ngoai trir slide tiéu dé
Task 8

Open the powerpoint Test 2.4 in the MOS PP2019 Test 2 folder and do
the following
Insert a footer that shows the slide number, and the text FusionTomo into

every slide expect the title slide.
(Chén footer dé hién thi trang slide va vian ban FusionTomo trén moi slide
trir slide tiéu dé ).

Budc 1: Header & footer — Tick Slide number — Tick footer: FusionTomo

— Tick don’t show on title slide — Apply to all
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Hinh 2.34: Thao tac chén footer dé hién thi trang slide va van ban
Task 9

Open the powerpoint Test 1.4 in the MOS PP2019 Test 1 folder and do
the following
Select Slide 3, Change the view of the presentation to Notes Page. Below

Slide 3 add the note. Take reading with you through technology.

(Chon slide 3, thay d6i kiéu hién thi cua bai trinh chiéu thanh Notes
Page. Bén dudi slide 3 go van ban Take reading with you through
technology).

Goiy

O slide 3, View -> Notes Page -> nhap noi dung dé yéu cau: Take
reading with you through technology.

File Home  Insert  Draw  Design  Transitions  Animations  Slide Show  Recor w ¢ Tell me what you want to do
= - == [ Ruler = Col =~ = Arrange Al -
| =4 = = - - L
o ) - [ Gridlines - &= Grayscale = Cascade —
Normal Outline Slide |Notes Reading | Slide Handout Notes Zoom Fitto : New Switch Macros
View Sorter | Page | View Master Master Master | [ Guides Window | mm Black and White | window Windows ¥
Presentation Views Master Views Show 1= Zoom Color/Grayscale ‘Window Macro:

Add Skill

Add Skill

AMASAAS

Tuke reading with you through technology

Hinh 2.35: Thao tac thay doi kiéu hién thi cua bai trinh chiéu
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2.2.3 Insert and format text, shapes, and images — Chén va dinh dang
viin ban, hinh khéi, va hinh anh

Task1

Open the powerpoint Test 2.2 in the MOS PP2019 Test 2 folder and do
the following

Modify the current photo album so that the pictures are displayed in black
and white. Reoder the pictures so that the first picture is last, and apply the Facet
theme to the slideshow.

(Stra d6i lai album anh hién tai dé cac hinh anh duoc hién thi trong ché do
den va trang. Sap xép lai cac btic anh dé hinh dau tién 1a cudi ciing va ap dung chu
dé Facet vao bai trinh chiéu).

Got y:

Vao Insert — Photo ablum — Edit photo ablum — Click “all picture black

and white” — Di chuyén “picturel” xudng cudi cing — Browse: Facet.thmx —
Select — Update

SmartArt Chart Zoom Comment Header .
Photo Album ? ®
Album Content
Insert picture from: Fictures in album: Praview:
File/Disk... 11 picture2
Insert text: &2 plE /" .- ‘
y A .
New Text Box o N - ‘ !
‘ A Y -
Picture Options: —.“' r' |
Captions below ALL pictures o /_. --:_" |
ALL pictures black and white —
; RO EE
Album Layout
—
Picture layout: |Fit to slide v e |
Frame shape: |Rectangle w
Theme: Browse... o3
Create c |

Hinh 2.36: Thao tac stra doi lai alboum anh hién tai
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Task 2
Open the powerpoint Test 2.4 in the MOS PP2019 Test 2 folder and do

the following

Compress all pictures in the presentation to E-mail resolution. Save the
compressed presentation as compressed.pptx in your MOS PP2019 folder.

(Nén tat ca hinh anh trong bai trinh chiéu véi d6 phan giai E-mail. Luu bai
trinh chiéu vira nén vao MOS PP2019 folder véi tén compressed.pptx).

Goi y:
Budc 1: Slide 3 — Chon hinh anh — Picture format — Compress pictures
— Bo tick apply only to this picture, chon E-mail (96 ppt) — OK

sert  Draw  Design  Transitions  Animations  Slide Show  Record Review  View Help Picture Format

2| Color 2 4 Picture Border ¥
Gl ¥ - - | F™ = e = d
T3 Artistic Effects v amtl et | o] ] |; - L Picture Effects v .
15 [ i
‘-{ “ N ﬁ:," Picture Layout ~ 1
Adjust Picture Styles M5/ Acce

imations Slide Show Record Review View Picture Format

' Picture Border v

—— ~— pre-=s - pr— Q
=] ] - = aa ~ & Picture Effects v Py
4 Picture Layout ¥ Tes

Picture Styles 5! Accessi

Compress Pictures ? X I \ (

Compression options:

O Apply only to this picture \
Delete cropped areas of pictures >
Resolution:
S —
High fidelity: preserves quality of the original picture
HD (330 ¢ good quality for high-defi
Print (220 ppi): excellent quality on most printers and screens dd ama
(O Web (150 ppi): good for web pages and projectors riefly elabor
want t

® E-mail (96 ppi): minimize document size for sharing

O Use default resolution

oK Cancel :
=

Add a main point T | F -

.

Hinh 2.37: Thao tac nén tat ca hinh anh véi do phan giai E-mail
Budc 2: File — Save as — Browse — File name: compressed.pptx

Compress pictures
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Task 3

Open the powerpoint Test 1.4 in the MOS PP2019 Test 1 folder and do
the following

Create a New Photo Album and insert the pictures photol.jpg,
photo2.jpg and photo3.jpg. These images can be found in your Photo album
folder. Order the pictures by photo2.jpg first, photo3.jpg second, and
photol.jpg third.

(Tao méi 1 album anh sau d6 chén cac hinh anh photol.jpg, photo2.jpg
va photo3.jpg trong thu muc Photo album. Sap xép thi ty cac anh: photo2.jpg
thir nhat, photo3.jpg thir hai va photol.jpg thi ba.

Budc 1: File -> New -> Blank Presentation -> Insert -> Photo Album ->
New Photo Album.

Insert Draw Design Transitions Animations Slid
= O <
IAI ¥ E r\‘ A o
Mew Table Pictures Screenshot  Phota Shapes lcons 3D SmartArt
Slide ~ ~ v ~ Album ~ - Madels ~
Slides Tables Images | = Mew Photo Album... ustrations

1

Hinh 2.38: Thao tac tao New Photo Album
Budc 2: File/Disk -> GMetrix Templates -> chon 3 hinh -> Insert -> sap
xép lai hinh anh theo thtr tu photo2.jpg thir nhat, photo3.jpg thir hai va
photol.jpg thi ba -> Create.

32



SmartArt Chart Zoom Comment Header o
G Insert New Pictures X Symt
[
€« v 4 - gmetrix > PhotoAlbum v O Search PhotoAlbum
Organize - New folder - il | o
w Desktop 2 el $ 0000 B
“ Documents ."{7 J Q _—
4 Downloads 9 ‘ 0 ;}\:::'"
iiuic I~
= Pictures photo2 photo3
B Videos
% _Local Disk (C:) Vv
File name: "photo3" "|;>hoto1" "bhotoZ" - l All Pictures
Tools ~ ‘ Insert l'{ Cancel

Hinh 2.39: Thao tac chon hinh anh

Presentation2 - PowerPoint
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— + ™
= e vl ;
New Table Photo SmartArt Chart | Zoom Comment Header =
Slide ¥ v Album ¥
Photo Album ? >
Slides | Tables Imag Symbols
Album Content
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Album Layout
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Theme:
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Hinh 2.40: Thao tac sap xép lai hinh anh theo thu ty

Task 4

Open the powerpoint Test 1.1 in the MOS PP2019 Test 1 and do the following
In Slide 2, apply the Fill: Lavender, Accent color 1; Shadow style to

the word art Introduction.

(Ap dung kiéu dang chi Fill: Lavender, Accent color 1; Shadow cho

chir nghé thuat Introducion).
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Budc 1: Chon slide 2, kich vao chir nghé thuat Introduction.
Budc 2: Chon Shape Format, trong khung WordAxrt style chon kiéu dang
chtr Fill: Lavender, Accent color 1; Shadow.

H - 3 - Radiant Rhapsody Palette Agency Infographics by Slidesgo - PowerPoint
File Home  Insert  Draw  Design  Transiions  Animations  Slide Show  Record  Review  View
[ Anioln . Edit Shape ~ _-'-{J,Shape Fill v 1B
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Hinh 2.41: Thao tac ap dung kiéu dang chit

Task 2

Open the powerpoint Test 1.1 in the MOS PP2019 Test 1 folder and do

the following
On slide 4 Reset the Picture and then Crop the picture to a Shape

named Rectangle: Diagonal Corners Snipped.

(O slide 4, dwa buc tranh vé nguyén dang ban dau va cét bac tranh theo
khung hinh Rectangle: Diagonal Corners Snipped).

Goly:

Budc 1: Chon slide 4, kich vao buc tranh.

Budc 2: Chon Format Picture, trong khung Adjust chon Reset Picture.
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PowerPoint
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Hinh 2.42: Thao tac dua buc tranh vé nguyén dang ban dau
Budéc 3: Trong khung Size/Crop/ Crop to Shape, chon dung kiéu déng
Rectangle: Diagonal Corners Snipped.
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Task 5

Open the powerpoint Test 1.1 in the MOS PP2019 Test 1 folder and do

the following
Find all of the occurrences of the word VVeus and correct them to Venus.

(Tim tat ca cac tir Veus trong bai va sta lai thanh Venus).
Goi y:
Budc 1: Chon Home, trong nhom Editing chon replace.

Radiant Rhapsady Palette Agency Infographics by Slidesgo - PowerPoint Thanh Thao Nguy&n 0 B - o X

View  Help  Q Tell mewhat youwant to do

Paragraph Drauing Sa Replace Fonts., [

Font i ~
Introduction i
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A
ok ; Veus .
Venus is the second
E3 — 01 planet from the Sun 3
4 [ .. o \
- e 2w
= ILM = Saturn 02 Jupiter
_ e. ] o N P

Hinh 2.44: Thao tac tim tat ca cac tir Veus

Buéc 2: Panh tir Veus vao khung Find what va Venus vao khung
Replace with -> Replace all.

troduction

agies
Find what: i Nt
Veus -
Replace with: Close
Yenus N Replace
[ ] Match gase
Replace All

[ Find whaole words anly

Hinh 2.45: Thao tac sta tu thanh Venus

Task 6
Open the powerpoint Test 1.2 in the MOS PP2019 Test 1 folder and do

the following
Modify the Text Box on slide 3 adding the Shape Fill Gradient Linear

Down.
(Stra d6i Text Box trén slide 3 ¢6 hiéu tng Shape Fill Gradient Linear

Down).
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Goi y:
Budgc 1: Di chuyén dén slide 3, kich chon text box.
Budc 2: Shape Format -> Shape Fill -> Gradient -> Linear Down.
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Hinh 2.46: Thao tac stra ddi Text Box trén slide 3

Task 7
Open the powerpoint Test 1.3 in the MOS PP2019 Test 1 folder and do

the following

On Slide 4, apply the Loops motion path to the image.

(O slide 4, ap dung hiéu tmg dudng chuyén dong Loops cho buc anh).
Goi y:

Vao slide 4, kich vao btrc anh, Animation -> Loops.
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Hinh 2.47: Thao tac ap dung hiéu tmg dudng chuyén dong Loops cho biic anh
Task 8

Open the powerpoint Test 1.3 in the MOS PP2019 Test 1 folder and do
the following

In Slide 4, set the text box with the bulleted list to have Two Columns.

(O slide 4, thiét 1ap hop van ban véi bulleted list thanh 2 cot).

Budc 1: Vao slide 4, kich chon danh sach -> Home -> Trong nhom
Paragraph chon Two Columns.
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Hinh 2.48: Thao tac thiét 1ap hop vian ban véi bulleted list thanh 2 cot
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Task 9

Open the powerpoint Test 2.1 in the MOS PP2019 Test 2 folder and do
the following

On Slide 3 format the picture by changing the Brightness to - 40% and Contrast
to +20%o.

(Trén slide 3 dinh dang hinh anh thanh d6 sang -40%, Contrast tang +20%0).
Goiy

Chon Slide 3 — Nhan vao hinh anh — Corrections — Brightness to -40%
and Contrast to +20%

Task 10
Open the powerpoint Test 2.1 in the MOS PP2019 Test 2 folder and do

the following

On Slide 3, center the title text in the textbox that says INCOME, and apply
the Transform Deflate text effect. Change the text of the word art to read OUR
INCOME.

(Trén slide 3, can chinh tiéu dé c6 ndi dung 13 INCOME, &p dung hiéu ung
Transform Deflate cho vin ban va thay ddi ndi dung van ban thanh OUR
INCOME).
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Goi y:
Chon slide 3 — Center (muc Paragraph) — Click “INCOME” — Shape
format — Text effects — Transform Deflate — ddi thanh “OUR INCOME”

Design Transitions Animations Slide Show Record Review View Help Shape Format
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Hinh 2.50: Thao tic cin chinh tiéu dé

Task11
Open the powerpoint Test 2.1 in the MOS PP2019 Test 2 folder and do
the following

On Slide 1, format the text in the text box containing the title Training Day
to be Center aligned and with Italic text.

(Trén slide 1, dinh dang hop vin ban chira tiéu dé Training Day: can giita va
in nghiéng).
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Goi y:
Chon tiéu dé “Training Day” — Center (& Paragraph) — click “I ”

skill review 2 task 1-10 - PowerPoint

Insert Draw Design Transitions Animations Slide Show Record Review View
s | [~ Layout~ T 5 . A,
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Hinh 2.51: Thao tac dinh dang hop van ban
Task 12

Open the powerpoint Test 2.2 in the MOS PP2019 Test 2 folder and do
the following

On Slide 3 format the image to have a Picture Effect Shadow of Inner with Inside
Left effect.

(Trén slide 3, dinh dang buc anh dé cd hiéu tmg d6 bong véi tly chon Inside
Left).

Goi y:

Budéc 1: Slide 3 — Click hinh anh — Picture format — Picture effects —
Shadow — Inner — Inside Left

Help Picture Format Q Tell me what you want to do
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Hinh 2.52: Thao tac dinh dang burc anh
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Task 13
Open the powerpoint Test 2.2 in the MOS PP2019 Test 2 folder and do

the following

In Slide 2, add Star Bullets to each point in the main textbox.

(Trén slide 2 thém Star Bullets cho mdi diém trén hdp vin ban chinh).

Goi y:

Vao Slide 2 — Click Bullets trong slide — Bullet (¢ paragraph) — Star
Bullets

skill review 2 task 11-20 - PawerPoint Drawing Tools

ransitions Animations Slide Show Record Review View Help Shape Format

| - e = c A = -
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Hinh 2.53: Thao tac thém Star Bullets cho mdi diém trén hop vin ban chinh

Task 14

Open the powerpoint Test 2.3 in the MOS PP2019 Test 2 folder and do
the following

On slide 7, modify the body textbox to have 3 columns, and apply the
Colored Outline — Gold, Accent 4 style.

(Trén slide 2, stra d6i van ban dé thanh 3 cot va &p dung mau Outline — Gold,
Accent 4).

Goiy:

Budc 1: Slide 2 — Nhan bullet trong slide — Home — Column: three
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Hinh 2.54: Thao tac stra d6i vin ban dé thanh 3 cot va ap dung mau
Budc 2: Shape format — More — Colored Outline — Gold, Accent 4
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Hinh 2.55: Thao tac chon Colored Outline — Gold, Accent 4

Task 15
Open the powerpoint Test 2.1 in the MOS PP2019 Test 2 folder and do
the following

On Slide 1 format the image to have a hyperlink of www.fusiontomo.com.

(Trén slide 1, dinh dang buc anh dé cd siéu lién két www.fusiontomo.com).

Goi y:

Slide 1 — Nhan chudt phai vao hinh anh — Hypelink — Address:
www.fusiontomo.com
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Insert Hyperlink
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Save as Picture... Recent Files
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Hinh 2.56: Thao tac dinh dang birc anh dé c6 siéu lién két

2.2.4. Insert tables, charts, smartArt, 3D models, and media — Chén
bdng, biéu do, SmartArt, mé hinh 3D, va doan phim

Task 1
Open the powerpoint Test 1.2 in the MOS PP2019 Test 1 folder and do

the following

On Slide 2 insert a Clustered Column Chart inside the empty text box.
Resize the Chart Data Range to include only 2 categories and 2 series.
Rename the Categories: Students and Adults. Name the Series: Can Read and
Can’t Read. Insert the Data from the text box on Slide 2 called Reading
Statistics.

(O Slide 2 chén biéu do cot c6 tén Clustered Column Chart cho hop
van ban. Thay d6i Chart Data Range dé chi bao gom 2 categories va 2 series.
Doi tén cho Categories thanh: Students va Adults. Tén caa Series thanh: Can
Read va Can’t Read. Chén dir liéu tir phan vian ban Reading Statistics trén
Slide 2).

Goi y:

Budc 1: Vao slide 2, chon biéu d6 Clustered Column Chart trong muc
Column.
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“ Hinh 2.57: Thao- tac chon biéu dd Clustered Column Chart
Budc 2: Dich kich thuéc biéu d6 dé chi con 2 cot 2 hang, doi tén hang,
cot theo yéu cau dé bai, nhap dir liéu tir phan Reading Statistics vao biéu db.
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Hinh 2.58: Thao tac nhap dir liéu tir phan Reading Statistics vao biéu d6
Task 2
Open the powerpoint Test 1.2 in the MOS PP2019 Test 1 folder and do

the following

Convert the question list in Slide 5 to the Vertical Bullet List SmartArt.

(Chuyén d6i danh sach cac cau hoi trén Slide 5 thanh so do co tén
Vertical Bullet List).

Goi y:

Buéc 1: Di chuyén dén slide 5, kich chon danh séach, chon Home, trong

nhém Paragraph chon Convert to SmartArt.
Budgc 2: Chon so d6 c6 tén Vertical Bullet List trong nhom List.
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Hinh 2.59: Thao tac chon so do ¢ tén Vertical Bullet List

Task 3
Open the powerpoint Test 1.2 in the MOS PP2019 Test 1 folder and do

the following

Onslide 4, apply the Table hierarchy layout, and the Subtle Effect style
to the SmartArt.

(O slide 4, ap dung bd cuc Table hierarchy va kiéu dang Subtle Effect
cho SmartArt).

Goi y:

Buéc 1: Vao slide 4, kich vao SmartArt.

Budéc 2: Chon SmartArt Design, chon lai b6 cuc Table hierarchy.
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Hinh 2.60: Thao tdc chon SmartArt Design
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Budc 3: Vao SmartArt Style chon kiéu dang Subtle Effect
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Hinh 2.61: Thao tac chon kiéu dang Subtle Effect

Task 4
Open the powerpoint Test 1.2 in the MOS PP2019 Test 1 folder and do

the following

On slide 2, change the shape of the video placeholder to the Rectangle:
Beveled Rounded Corners type.
(O slide 2, thay d6i khung video thanh kiéu Rectangle: Beveled
Rounded Corners).
Goly:
O slide 2, kich vao video, chon Video Format, kich Video Shape, chon
hinh Rectangle: Beveled Rounded Corners.
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Hinh 2.62: Thao tac thay d6i khung video
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Task 5
Open the powerpoint Test 1.3 in the MOS PP2019 Test 1 folder and do
the following

On Slide 3 format the Competition Chart to show the Data Labels at
Best Fit.

(Trén slide 3, dinh dang biéu ¢6 Competition Chart dé hién thi Data
Labels & tuy chinh Best Fit).

Goi y:

Vao slide 3, chon biéu do -> Chart Design -> Add Chart Element ->
Data Label -> Best Fit.
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Hinh 2.63: Thao tac dinh dang biéu do

Open the powerpoint Test 1.2 in the MOS PP2019 Test 1 folder and do
the following

On Slide 3 format the chart Legend to be positioned at the Bottom with
a Solid Fill of Orange, Accent 2.

(Trén slide 3, dinh dang Legend dé né dit & vi tri bén duéi véi Solid Fill
la Orange, Accent 2).

Goi y:

Budc 1: Vao slide 3, chon vao Legend cua biéu do.

Budc 2: Chart Design -> Add Chart Element -> Legend -> Bottom.
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Hinh 2.64: Thao tac dinh dang Legend
Budc 3: Format -> Shape Fill -> Orange, Accent 2.

& “/
i ‘3?‘" i 1 Bottom l{r
S More Legend Options... -

R
e Q Yo
e Iy
i

lide Show Record Review View Help Chart Design Format Q Tell me what you want to do
LashapeFil~| | A | | Fory e Align v
~  Theme Colors A A o ; . Alt B Y
> H EERESEN bl V5 Toxt 1. Selection Pane 2
os WordArt Styles 15| Accessibility Amange Size |

Standard Colors
[ 1 | fEEEEN
No Fill

& More Fill Colors...

¥ Eyedropper

a  Picture..
.4 Gradient 4
G Texture N

* é‘:ﬂ o
l;ﬂ Competition

E=]
Desserts ~

Briefly elaborate on what

you want to discuss.

Hinh 2.65: Thao tac dinh dang Orange, Accent 2
Task 7

Open the powerpoint Test 1.4 in the MOS PP2019 Test 1 folder and do
the following

On Slide 5 insert a new row on top of the first table, and merge the cells.
Type the words Customer Orientation in the Merged cell.
(O slide 5, chén thém 1 hang vao trén bang dau tién, merge cells dong
vira thém va nhap Customer Orientation).
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Goiy
Budc 1: Vao slide 5, kich bang dau tién -> Layout -> Insert Above ->
Merge cells -> Nhap noi dung Customer Orientation.
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Gridlines; - Above Below Left Right Cells | 7 > . " Direction > Marginsv | L] Lock Aspect Ratio s Selection Pane:
Table. Rows & Columns Merge Cell size Alignment Table Size Amrange

e e Insert ra nsitions ecor Review iew
N = - ) Al
s NN | G B8 el €0 (B | ) e | ol CJsommenns  |[B= = ||t [ |5 1 ing Forward ~ o= Algn
3 v ! T Width: [5.9° B | Send Backward ~
Select | View Delete  Insert Insert Insert Insert | Merge Split *‘2_95.. »‘ Distribute Columns E T Text Cell )
v |Gridlines, v Above Below Left Right Cells cells | °7 ~ = Direction ¥ Margins v | [ Lock Aspect Ratio f:, Selection Pane
Table Rows & Columns Marge Cell Size Alignment Table Size Arrange

ile Hom nserl raw esi lions \ni ions. Slide Show Record Review Jiew
[ | | 1 S Dibuterows | ] 1Bring Forvard v .- Align ~
- ] | Send Backward ~
Select | View Delete  Insert Insert Insert Insert Split :|2 o5 B ‘7 Distribute Columns E | 1 b e ,
v |Gridlines v Above Below Left  Right Cells Direction ¥ Margins » | L Lack Aspect Ratia i Selection Pane
Table Rows & Columns Merge Call Size Alignment Table Siza Amange .
; |

SEQ SPECIALIST
RESUME
=

¥ ACHIEVEMENTS 3¢

EDUCATION

’ smusll
Hinh 2.66: Thao tac nhap noi dung Customer Orientation
Task 8
Open the powerpoint Test 1.4 in the MOS PP2019 Test 1 folder and do
the following

On Slide 3 change the Chart Type to Clustered Bar.

(O slide 3, thay ddi Chart Type thanh Clustered Bar).

Goly:

Vao slide 3, kich chon biéu d6 -> Chart Design -> Change Chart Type -
> Clustered Bar.

SEDSPECIALIST
I RESUME
ACHIEVEMENTS -

* [sus

2

Add Skill

Hinh 2.67: Thao tac thay ddi Chart Type
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Task 9
Open the powerpoint Test 1.4 in the MOS PP2019 Test 1 folder and do

the following

On Slide 3 apply the Shape Style Colored Outline — Orange, Accent 2
to the Chart.

(O slide 3, &p dung kiéu hinh Colored Outline — Orange, Accent 2 cho
biéu do).

Goiy

Vao slide 3, kich chon biéu do -> Format -> trong nhém Shape Style
chon Colored Outline — Orange, Accent 2.

bl
b
.“ I.

3 S
) Farmat Selection Theme Styles

— e 'S
Abc Abc Abc Abc | Abc ] |Art Styles

"= Reset to Match Style

Current Selection '~ | Accessibili
1
oz] ~el-K-| chart Tie
RESUME

== ‘
2

= = . Abc Abe Abc Abe Abe Abc
E - E
“ — a

4 Presets

o b oM ow e om o

Category 2 Category 3 Category 4
Series 1 mSeries2 WSeries3

rrrrrrrr

1
[l

Abc Abc Abi Abc A

i

»
Il

~ Add Skill

Hinh 2.68: Thao tac ap dung kiéu hinh cho biéu do

Add Skill

Task 10
Open the powerpoint Test 2.2 in the MOS PP2019 Test 2 folder and do
the following

On Slide 4, Convert the Smart Art graphic under the title OUR
COLLECTION into Text.

(Trén slide 4, chuyén d6i Smart Art bén dudi tiéu @& OUR COLLECTION
thanh van ban).

Goi y:

Slide 4 — chon Smartart trong slide — Convert — Convert to Text

o1



SmartArt Design Format Q Tell me what you want to do

TTL T HEsl=
Reset |Canwvert
N Graphic| v
Smartar Styles Re ‘ﬁ Convertto Text B
\-)r:: Conyert to Shapes

01
02 ‘
03 c . ©@

Hinh 2.69: Thao tac chuyén d6i Smart Art bén dudi tiéu d& OUR COLLECTION
thanh van ban
Task11l

Open the powerpoint Test 2.2 in the MOS PP2019 Test 2 folder and do
the following

On Slide 4, change the video Playback options to Start On Click, and
Rewind after Playing.

(Trén slide 4, thay doi vé tly chon caa video: khi click chudt thi phat video,
sau khi phat thi quay tré lai man hinh).

Goi y:

Vao Slide 4 — Click vao video — Playback — Start — In click sequence
— Tich Rewind after Playing

H ©9-0 % - skill review 2 task 11-20 - PowerPaint Video Tools

File Home Insert Draw Design Transitions Animations Slide Show Record Review View Help Video Format Playback

’ | O WP Fade Duration *Fl Start: |When Clicked On D e | S *

Pl Add — 1| Fade In: |0M y |I [ Play F In Click Sequence - .

ay rim - olume ) 7] Rewind after Plavi nse ave
Bookmark Video = P|Fade Out 00.00 7 « [ Hide y Automatically ewind atier Flaying Captions v Media as

Preview Bookmarks Editing When Clicked On Caption Options Save
| [ |

Hinh 2.70: Thao tac thay doi vé tlly chon caa video

52



Task 12

Open the powerpoint Test 2.2 in the MOS PP2019 Test 2 folder and do
the following

On Slide 5 format the chart to have a shape style of Moderate Effect — Green
Accent 6 with a weight of 6 pt.

(Trén slide 5 dinh dang biéu d6 dé co kiéu dang Moderate Effect — Green
Accent 6 vai do day la 6 pt).

Goi y:
Slide 5 — Click vao chart — Format (¢ Chart tools) — More (& shape
styles) — Moderate Effect — Green Accent 6 — Shape outline — Weight: 6pt

skill review 2 task 11-20 - PowerPoint

e a
;
|Chart Area = Al
2 Format Selection o e A m
= Reset to Match Style JAN ¥ od
Curentseecton o s 5
1
2
* =
outpaonuers e
i &?ﬁi:
2
il E_.'
=
resets

jew  View Help  ChartDesign

art Area - (e ~ L2 Shape Fill v A~ ‘ ]
rometsoneion || O - BB = A AA = |«
- 2 it

Reset to Match Style AN bd ¥ | Themae Colors ¥ [y~ Text
Current Selection Insert Shapes Shape Styles HEENYEN  wordAtstyles ibili

ous monuers

OistQtr @2ndQtr

Hinh 2.71: Thao tac dinh dang biéu do
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Task 13
Open the powerpoint Test 2.3 in the MOS PP2019 Test 2 folder and do

the following

On Slide 5 change the Table Style of the top table to Themed Style 2 —
Accent 6.

(Trén slide 5 thay doi kiéu bang caa bang trén thanh kiéu Themed Style 2 —
Accent 6).

Goi y:
Slide 5 — Chon bang (ndm & trén Chart) — Table design — Table styles:
Themed Style 2 — Accent 6

Hinh 2.72: Thao tac thay doi kiéu bang
Task 14
Open the powerpoint Test 2.3 in the MOS PP2019 Test 2 folder and do
the following

On Slide 2 change the Chart Layout to Layout 4.

(Trén slide 2 thay d6i b6 cuc biéu d6 thanh Layout 4).

Goiy

Vao Slide 2 — Click chart — Chart design — Quick layout: layout 4

set  Draw  Design T o Slide Show  Record  Review ¥ T < gn omat @ Tell me what you

(((((

. - H
— e

Hinh 2.73: Thao tac thay ddi b6 cuc biéu do thanh Layout 4
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Task 15

Open the powerpoint Test 2.3 in the MOS PP2019 Test 2 folder and do
the following

On slide 4, modify the chart type to be a 3-D Pie.
(Trén slide 4, stra d6i loai biéu db thanh 3-D Pie).
Goiy
Vao Slide 4 — Chon chart trong slide — Chart design — Change chart type — Pie — 3D

| 1 © Recent

3-D Pie

Hinh 2.74: Thao tac stra doi loai biéu dd thanh 3-D Pie
Task 16

Open the powerpoint Test 2.4 in the MOS PP2019 Test 2 folder and do
the following

On slide 5, add a row above the top row of the table. Merge the cells, and
enter the text Yearly Spending.

(Trén slide 5, thém 1 dong ¢ bén trén dong trén cung cua bang, gop cac 6 va
nhap noi dung Yearly Spending).

Goiy:
Va0 Slide 5 — Nhép vao bang “Seniors” — Layout (& table tools) — Insert
above — Merge cells — Center — Nhap ND: Yearly Spending
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skill review 2 task 31-40 - PowerPoint

Slide Show Record Review

ile lome nse raw lesign S
)
€ >
¥
Select | View Delete  Insert Insert Insert Insert
~  |Gridlines. = Above Below Left Right

[ |oar 2|11 Distribute Rows ‘ ‘A‘ 21l He
Merge Split /186" 2|t Distribute Columns Text Cell
Cells  Cells Direction v Margins~ | [ Lo
Table Rows & Columns Merge Cell Size Alignment
-
=] ) = F 4]

Hinh 2.75: Thao tac thém 1 dong ¢ bén trén dong trén cung cua bang
Task17

Open the powerpoint Test 2.4 in the MOS PP2019 Test 2 folder and do
the following

Convert the bulleted list on slide 6 to a Vertical Block List SmartArt.
(Chuyén doi danh sach trén slide 6 thanh Vertical Block List SmartArt).

Goi y:
Vao Slide 6 — Click bullet — Home — Convert to smartart: Vertical Block
List
J B \Uﬁ : \ Add a main poi
Hinh 2.76: Thao tac chuyén dbi danh sach
Task 18

Open the powerpoint Test 2.3 in the MOS PP2019 Test 2 folder and do
the following

On Slide 4, format the chart gridlines on the Primary Horizontal axis to
show Major & Minor Gridlines.

(Trén slide 4 dinh dang duong ludi trén biéu do dé hién thi Major & Minor
Gridlines).

Goi y:

Vao Slide 4 — Chon Chart — Chart design — Add chart element —
Gridlines — Primary Major Horizontal — Add chart element — Gridlines —
Primary Minor Gridlines
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ile Home Insert Draw Design Transitions Animations Slide Show Record Review View Help Chart Design Format Q Tell me what you want to do
(] - = = —

B (10 | o0 z i | | . T il
Add Chart| Quick Change | - 1+ 228 .. e hae Ha= | . e | Select  Edit Change
Element ¥ | Layout~ | Colors v : : . S Data Datav Chart Type
i Axes 3 Chart Styles Data Type
[n Axis Titles
i Chart Title

Sales E
]

fi Data Labels 4

1% Data Table 4

I Error Bars E
[ aridlines ’ —
m || Primary Major Horizontal
1 Legend 4
{10 Primary Major Vertical
Trendline
l j | Primary Minor Hotizontal
T =
2 Irll primary Minor Vertical - -
e 1staw 2nd arr 3rd Qu 4th o
g et -
" | B9 More Gridline Optians.. wsales

Hinh 2.77: Thao tac dinh dang dudng lui trén biéu d6 dé hién thi

2.2.5. Apply transitions and animations - Ap dung hiéu i#ng chuyén
tiép va hogt cdnh
Task 1

Open the powerpoint Test 1.2 in the MOS PP2019 Test 1 folder and do
the following

On Slide 1, add the Cash Register sound to the first animation.
(O Slide 1, thém &m thanh tén Cash Register vao hiéu tng dau tién).

Goi y:

Budc 1: Trén slide 1, vao Animation, kich vao Animation Pane.

Q  Tell me what you want to do

> =
*: S * KX Kk ok

- '!* |74 Animation Pane P Start: |On Click - | Reorder Animation
C Trigger v ©) Duration: [00.50 |
iew None Appear Fade Fly In Float In Split Wipe . FEffect Add ﬁ
e Options v | Animation v % Delay: 0000 7|

ew Animation [ Advanced Animation Timing ~
z > i gy 4 — Animation Pa... v X
e & 9 N

>, iy & 2
A 3 S Lo & il
% - 1 2 S ] B

= \ 2 = =

: ; \\ / WS : 13 Google Shape;77...]| E
o R / — [T statonciick
: ) 2

ol " e g;‘!’&.} Start With Previous

o e (T Start After Previous
-
\ 1 Effect Options...
N " Timing...
=== N\
Hide Advanced Timeline
Remove

£

+gw Notes for School Y,
it s N SN

<

nnnnnnnn

Hinh 2.78: Thao tac thém &m thanh tén Cash Register vao hiéu tmg dau tién
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Budéc 2: Nhap phai chudt trén hiéu tmg dau tién, chon Effect Options, & muc
Sound chon am thanh Cash Register -> OK,

Fade ? *

nirmation
Effect Timing  Text Animation
Enhancements 1
Sound CahRegie v g o
after animation:  Don't Dim & tian
Animate text: All at once - LN
|z bet letter
-
OK Cancel
T

el
Hinh 2.79: Thao tdc chon am thanh Cash Register

Task 2
Open the powerpoint Test 1.3 in the MOS PP2019 Test 1 folder and do

the following
Apply the Zoom animation to the title of Slide 1.
(Thém hiéu &ng Zoom cho tiéu dé cua slide 1).

Goly:

VAo slide 1, kich chon tiéu d&, Animation -> Zoom.

o T rant Menu -

Disappear Fly Out Float Out split Wipe
% More Entrance Effects.
More Emphasis Effects

K More Exit Effects.

‘. More Motion Paths.

Hinh 2.80: Thao tac thém hiéu tmg Zoom cho tiéu dé cua slide 1
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Task 3

Open the powerpoint Test 1.3 in the MOS PP2019 Test 1 folder and do
the following

Apply the transition on Slide 1 to all of the slides in the presentation.
(Ap dung hiéu @ng chuyén trang ¢ slide 1 cho tat ca bai trinh chiéu).

Goi y:

Vao slide 1, Transition -> Apply to all.

ile lome nsert Dra esign ransitions nimations ide Show ecar eview liew Help Q Tell me what you want to do
) — o}, Sound: [No Sound] |- | Advance Slide
' B = d S B Ji - :
- U Duration: (00.70 On Mouse Click
Preview None Morph Fade Push Wipe split Reveal Cut Random Bars . Effect -
Options | 4 Apply To All [] After: 00:0000 [
Previ Transition to This Slide Timing
B LS V. Y [ A - EET N A e e R

Hinh 2.81: Thao tac ap dung hiéu wng chuyén trang & slide 1 cho bai trinh chiéu
Task 4

Open the powerpoint Test 1.3 in the MOS PP2019 Test 1 folder and do
the following

Modify the transition on Slide 1 to Advance After 5 second, and not
on click.

(Stra d6i transition ¢ Slide 1 thanh sau 5 gidy va khéng can kich chuot).
Goi y:
Vao slide 1, Transition -> After: 0.5s -> Tat On Mouse Click.

|||\I\| 4, Sound: [No Sound] |- | Advance Slide
I - © Duration: 0070 { Do Mouse Click
Options v 3 Apply To All [Y] After: 00:05.00 |

A I
= & & | |
de Push Wipe split Reveal cut Random Bars -

o This Slide

b NG @55 P, e ek (1
Hinh 2.82: Thao téc sira doi transition o Slide 1 thanh sau 5 giay
Task 5

Open the powerpoint Test 1.4 in the MOS PP2019 Test 1 folder and do
the following

On Slide 5, change the animation of the text box EDUCATION to start After
Previous with a 5.00 second delay.

(O slide 5, thay d6i hiéu ung caa hop vian ban EDUCATION bit dau sau
hiéu ung trudc 5 giay).
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Goi y:
Vao slide 5, kich chon hop van ban EDUCATION -> Animation ->
Start: After Previous -> Delay: 0.5s.

Animations Slide Show Record Review View Help Shape Farmat 'Q Tell me what you want to do
¢ * 7 Animation Pane P Start: | After Previous |-
:k. ,: it o b e Tigger ¥ (T Duration: |00.50
Fly In Float In Split Wipe - Gl o
1y i P " Options~ | Animation v W Animation Painter | [ Delay: -
Animation [ Advanced Animation Timing

0 e
EDUCATION

1
- N

Hinh 2.83: Thao tac thay di hiéu ung ctua hop vin ban
Task 6

Open the powerpoint Test 1.4 in the MOS PP2019 Test 1 folder and do
the following

On slide 5, reorder the animations so that the label at the bottom is first,
the top table is second, and the bottom table is third.

(O slide 5, sip xép lai thtr tu trinh chiéu hiéu Gmg sao cho cai nhin dau
tién, bang trén cung la thir 2, bang bén dudi la thir 3).

Goi y:
Vao slide 5, Animation -> Animation Pane -> sap xép lai tha tu hiéu
g theo bai yéu cau bang cach kéo tha hiéu tng.

ile
* Reorder Animation
d)
Preview
Preview Animation Advanced Animation Timing A~
1 — Animation Pa.. v X
SEH:&%I:%\ST !
— b Play All
2 | acupvmens B 2 23 Table 2 ]
39 Table 1 I
C 3 45 Google Shape:30. |
R D 4

Hinh 2.84: Thao tac sap xép lai thi tu trinh chiéu hiéu tng
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Task 7

Open the powerpoint Test 2.2 in the MOS PP2019 Test 2 folder and do
the following

Delete the Animation on Slide 2 under the heading Estimated Expenses.
(X6a hiéu ting trén slide 2 bén dudi tiéu dé Estimated Expenses).

Goi y:

Vao Slide 2 — Chon hinh & dué6i “Estimated Expenses” — Delete

Hinh 2.85: Thao tac x6a Annotation
Task 8

Open the powerpoint Test 2.2 in the MOS PP2019 Test 2 folder and do
the following

Change the 1st animation slide 2 to have a 0.5 second duration.

(Thay dbi hiéu tng s6 1 & slide 2 dé cd thoi luong 0.5 gidy).

Goly:

Slide 2 — Animations — Animation Pane — 4n animation 1— Duration: 0.5

Slide Show Record LETE View Help Shape Format Q Tell me what you want to do

1ons
Y '*  Animation Pane P Start:|On Click - | Reorder Animation
’k ,x W o) | Trigger v ©) Duration: [00.50
Fly In Float In Split Wipe . Fffect Add f r
®Delay: 0000

Options v Animation v # Animation Painter

A

Animation N Advanced Animation Timing

[a] . .
— Animation Pa.. v X

? gy ( b Play From
o) ‘ 13 Google Shape;12..] -

Hinh 2.86: Thao tac thay doi hiéu tng s6 1 ¢ slide 2 dé c6 thoi lugng 0.5 gidy
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Task 9

Open the powerpoint Test 2.2 in the MOS PP2019 Test 2 folder and do
the following

Set your Timings to Advance Each Slide After 2 seconds.
(Cai dat thoi gian dé tu dong chuyén slide sau 2 giay).
Goi y:

Transition — After: 2s — B6 on mouse click — Click apply to all

Transitions himations. ide Show or eview iew Help Q Tell me what you want to do

4} Saund: [No Sound] : Advance Slide
= 49 e | © purs :
- Duration: 0200 0 [] ©n Mouse Click
Fad Push Wi Split Raveal Cut Random Ba - P
ade u ipe pli evea u andom Bars I Apply To Al - |UUUZUU V|
Transition to This Slide Timing A~

Hinh 2.87: Thao tac cai dat thoi gian dé tu dong chuyén slide sau 2 gidy
Task 10

Open the powerpoint Test 2.2 in the MOS PP2019 Test 2 folder and do
the following

Clear the timing on All the Slides.

(X6a thoi gian trén tat ca cc slide).

Goi y:

Vao Transitions — Bo tich after — Apply to all
Task 11

Open the powerpoint Test 2.3 in the MOS PP2019 Test 2 folder and do
the following

Apply a swivel entrance animation to the Scrapbook Style Journal textbox.

(Ap dung hiéu tng xuat hién swivel cho hop vin ban Scrapbook Style
Journal).

Goi y:

Chon “Scrapbook Style Journal” — Animation — Add Animation —

Swivel
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File Home Insert Draw Design Transitions ans Slide Show Record Review View

ERE Pulse Color Pulse eeter Spin Grow/Shrink Desaturate Ilntl \ﬁ
Hinh 2.88: Thao tac ap dung hiéu tng xuat hién swivel cho hop vin ban

Scrapbook Style Journal
Task 12

Open the powerpoint Test 2.3 in the MOS PP2019 Test 2 folder and do
the following

On slide 3, change the second animation to Grow & Turn, and the duration
of the second animation to 3.00 seconds.

(Trén slide 3 thay doi hiéu tng thtr hai thanh Grow & Turn véi thoi luong
thuc hién 3 giay).

Goly:
Vao Slide 3 — Animation — Chon second animation — Grow & Turm — Duration: 3

sitions WENINENGHENN  Slide Show  Record Review  View  Help Q Tell me what you want to do

L] Sl re S| rans

None . o= % [AsimatonFare] | » s on ick -] Reorder Animation
B rigger v ) Duration: |00.50 “ Move Earlier
N -
Dpt s v | Animatio  Delay: 00,00

Non
one Advanced Animatiol Trmg

~

Anlmatlon Pa..~ X

-u w* K Ot %k
b Play From -

4
Appear Fadé Fly In Float In Split Wipe
2 [ * - i* ,ﬁ % 13K Google Shape;14_ >
i I Wheel led:ar; Bars Grow 8. Tum Zoom Swivel Bounce 2% Google Shape; .|| M
G
3 I;

-

<

p Q  Tell me what you want to do

+. 4 Animation Pane P Start: On Clic - | Reorder Animation
Trigger ¥ Duration: 0300 .| 4 Move Earlier
Add e
Animation ¥ % Delay: 0000 |
Advanced Animation Timing A

= Animation Pa... v X

N » Play From -
/X/_\\ 13 Google Shape:14.

" ‘ 2% Google Shape:14. -

S8

a 1D

\H

n
Hinh 2.89: Thao tac thay di hiéu ung thir hai thanh Grow & Turn
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Task 13
Open the powerpoint Test 2.2 in the MOS PP2019 Test 2 folder and do
the following

Remove all animations from Slide 2.
(X6a bo tat ca hiéu tng ¢ slide 2).
Goi y:

Vao Slide 2 — Animations — Animation pane — Chon all — Delete

(Remove)

Animations ide Show  Recorc evie iew Q  Tell me what you want to do
4 '* i"l‘ P Start:|On Click «| Reorder Animation
. “ W w - i o Trigger v Duration: (0050
review None Multiple Appear Fade Fly In Float In split = Ty
v Animation v 7 % Delay: [0000 | ¥
Preview Animat " Advanced Timing A~

' Animation Pa... v X
b Play Selected
1% Google Shape;14...|

2% Google Shape;14..|
3% Google Shape;14...| -
u

02

Add an agenda

Elaborate on what

Add an agenda

Elaborate on what

Add an agenda

Elaborate on what

Remove

Hinh 2.90: Thao tac x6a bo tat ca hiéu ung & slide 2
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PE THAM KHAO
PE 1
(Task 1-19: open the file Practice 1.1 in MOSPP2019 folder)

Task 1: On the Slide Master change the theme color to Blue

(Vao trong Slide Master thay di mau nén thanh mau Blue)

Goi y: Vao View/ Master Views/ Slide Master trong nhom
Background/ color/Blue
Task 2: On slide 2 create bulleted list from the text “When you click...sidebar”.
For the bullet, use the picture Logo located in the MOSPP2019 folder

(Tao céac chi muc tir van ban “When you click...sidebar”. Cac chi muc
su dung hinh anh Logo tir thy muc MOSPP2019)

Goi y: Vao home tai nhom Paragraph/bullets/bullets and numbering
/picture/ from a file. Sau d6 chon dén thu muc chtra anh
Task 3: In the right pane of the slide 3, insert the video cntt.mp4 located in the
MOSPP2019 folder

(Bén phai cua Slile 3 chén video c6 tén cntt.mp4 trong thu muc
MOSPP2019)

Goi y: Vao Insert Video chon ding tép tin theo yéu cau / Insert
Task 4: Inspect this presentation and remove only Document Properties and
Personal Information

(Quan sat bai trinh chiéu roi xoa bo Document Properties va Personal
Information)

Goi y:

Budc 1: File/ info / check for Issues

Practive 1.1.p5

Info

Practive 1.1
D » Mos » Minh_ PRACTIVE

Protect Presentation
» Control what types of changes people can make to this presentation

/3 Inspect Presentation
A Before publishing this file, be aware that it contains:
Check for

Dacument properties and author's name
Issues -

Content that people with disabilities find difficult to read
2, Inspect Document
=/ ¢he

for hidden properties

orp
[t: Che.
@ che
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Budc 2: Kich chon Inspect Document/ hién thi Théng béao tam dich “
Truéc khi ban sir dung Document Inspector. Hay chdc chan rang ban lieu lai
sw thay doi khdng? Bai vi Document Inspector c6 thé xoa bé dir liéu va khdng
thé phuc hoi sau d6. Ban c6 mudn luu lai tép tin ndy hay khong?

Néu mudn chon “Yes”, con lai chon “No”

Budéc 3: Tai hop thoai Document Inspector gitt nguyén cac lua chon da
duoc danh du. Sau d6 kich vao Inspect

Document Inspector ? *

To check the document for the selected content, click Inspect.

~
Inspects the document for comments,
Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document,
Content Add-ins
Inspects for Content add-ins saved in the document body.
Task Pane Add-ins
Inspects for Task Pane add-ins saved in the document,
Embedded Documents
Inspects for embedded documents, which may include information that's not visible in
the file.
Macros, Forms, and ActiveX Controls
Inspects for macros, forms, and ActiveX controls.
Revision Tracking Data
Inspects the presentation for revision tracking data. o

Close

Budc 4: Chon Remove all tai Document Properties and Personal
Information / Close

Decument Inspector ? X

Review the inspection results.

@ comments ~
Mo items were found.

I Document Properties and Personal Information

The following document information was found:
* Document properties
* Author

Remove All

@ Content Add-ins
‘We did not find any Content add-ins.

@ Task Pane Add-ins
‘We did not find any Task Pane add-ins.

@ Embedded Documents
Mo embedded documents were found.

@ Macros, Forms, and ActiveX Controls
Mo macros, forms, or ActiveX controls were found.

@ Revision Tracking Data
Mo revision trackina data was found. hd

1 Mote: Some changes cannot be undone,
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Task 5: Rehearse slide show timings and allows at least one second for each
slide and any transition in the slide. Save the timings

(Rehearse thoi gian trinh chiéu va cho phép téi thiéu 1 gidy cho mot Slide
va bat ki transition (chuyén trang) nao luu lai timings)

Goi y:

Buac 1: Vao Slide Show trong nhom Set Up chon Rehearse Timings

Practive 1.1.pptx - PowerPoint Picture Tools

File Home Insert Design Transitions Animations Slide Show Review View Help Foxit Reader PDF Format Q

T_é_gl .Ig E‘é Eg Eﬁg F‘@ D Fiay Vanson =P Monitor: | Automatic

Use Timings

Ffon? From . Pre;ent Custom Slide ‘Set Up Hide Rehe.arse Record Slide B : Use Presenter View
Beginning Current Slide  Online~  Show ~ Slide Show Slide  Timings Show~ ow Media Controls
Start Slide Show Set Up Monitors
1 = 1 - O————— Rehearse Timings — e
Practice makes perfect. Start the
\.-‘ -i full-screen slide show to figure out [

Presentation Title the perfect timing for each slide.

As you rehearse your presentation,
PowerPoint will record how much
time you spend on each slide. Once
you get the timings right, you can
use them to run the show
automatically.

o i

Budc 2: chon tbi thiéu 1 gidy cho mdi trang trinh chiéu
Task 6: On Slide 3 change the video playback to start automatically when the
slide loads and redisplay the title screen after the playback is finished

(Trén Slide 3 thay doi lai playback cho video dé bat dau mot cach tu
dong khi slide duoc tao va hién thi lai tiéu d& man hinh sau khi playback két
thac)

Goi y:

Budc 1 : Vao Video Tool / Playback

Budéc 2: Trong nhém Video options/ Start chon automatically

Budac 3: Tich chon 6 Rewind after Playing
Task 7: Apply Style 9 to the chart on Slide 6

(Ap dung Style 9 cho biéu d6 trén Slide 6)
Goi y:

Budc 1: Vao Slide 6 chon ding biéu d6 dugc yéu cau

Budéc 2: Vao Chart Tools / Design / Chart Styles / Style 9
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Task 8: Modify the design of the table on slide 4 to Medium Style 4 — Accent 6

(Stra d6i lai kiéu dang thiét ké cua bang trén Slide 4 thanh Medium Style
4 — Accent 6)

Goi y: Kich vao bang trén slide 4/ Table Tools / Design/ Table Styles/
Medium Style 4 — Accent 6
Task 9: Change the colors of the SmartArt on slide 7 to Colored Fill — Accent 6

(Thay d6i lai mau sic cia SmartArt trén Slide 7 thanh Colored Fill —
Accent 6)

Goi y: Kich chon vao SmartArt, chon SmartArt Tools/ Design/Change
Colors/ Colored Fill — Accent 6
Task 10: Duplicate the slide title Presentaton Title

(Nhan ban slide c6 tiéu dé Presentaton Title)

Goi y: Kich vao Slide c6 tiéu dé nhu yéu cau/ nhap chudt phai chon
Duplicate slide
Task 11: Make the silde title Thank You visible

(Lam cho Slide c6 tiéu d& Thank You hién thi)

Goi y: Chon Side Thank You / nhap chudt phai chon Hide Slide

Task 12: Display the date in the uppper- right corner of handouts created from
this presentation

(Hién thi ngay & gdc trén bén phai cia handouts duoc tao tir bai trinh
chiéu nay)

Goi y:

Budc 1: Vao View/ Master Views/ Handout Master/

Budc 2: Kich chon vao 6 Date trong nhém placeholders/

Buac 3: Kich nat Close Master View
Task 13: Reorder the presentation so the last slide title Student is slide 3

(Sap xép lai bai trinh chiéu dé slide cubi co tiéu dé Student Ia slide 3)

Goi y:

Nhép giit chuot vao slide cudi cung rdi di chuyén 18n thanh slide 3
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Task 14: Change the Handout settings to print 3 slides per page

(Thay d6i cai dat Handout settings dé in 3 slide trén 1 trang)

Goi y: File/Print/ Full page Slides/ Handouts/ 3 Slides
Task 15: On the title silde insert a Color Outline — Purple Accent 6 oval shape
that in 2” (5.08 cm) hight and 3.6’ (8.89 cm) wide. Posstion the shape behind
the image of the bike

(Trén slide tiéu d& dau chén maot hinh oval c6 kiéu Color Outline —
Purple Accent 6 véi chiéu cao 2” (5.08 cm) va chiéu rong 3.6”” (8.89 cm) dat
hinh d6 & vi tri duéi hinh chiéc xe dap)

Goi y:

Budc 1: Vao Insert/ Shapes/ oval

Design Transitions Animations Slide Show Review
J -
= | B o as =2 LA ‘ @ )|
Mew Table  Pictures Online Screenshot Photo Shapﬁ Icons Smarthrt Chart
Slide - = Pictures = Album - = Models*
Slides | Tables Images Recently Used Shapes
: - E~NOQOALLLCE
CORTANR RS ¢

Lines Chval

Budc 2: Kich chudt vao ving dé vé& hinh va thay d6i lai kiéu dang theo
dé yéu cau tai Shape Styles chon Color Outline — Purple Accent 6

Practive 1.2.pptx - PowerPoint

File Home Insert Design Transitions Animations Slide Show Review View Help
~oN OO fj:EditShape* Al
,ﬂ:L—L,ED@ (5|~ | =] Text Box Theme Styles
CERYANE N I+ 455
— Shapes { ™ ] Abc Abc . . . .
1 m Colored Outline - Purple, AccentB
I I Al Ak AR A ¢ , |

Budc 3: Bé dat bén dudi chon trong Format nhém Arrange/ Send
Backward/ Send Backward
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Budc 4: Chon kich thudc chiéu cao va chiéu rong trong Format nhom
Arrange/ Size chon Height 2°°, Width 3,6’

Drawing Tools Hoang Cao Minh Eal

Format Q Tell me what you want to do

_&Ta-:t Fill = 1 Bring Forward - |¢_ Align - [
ﬂTﬂ{t Outline - 0 Send Backward ~
Alt C - e |3.6"
[\ Text Effects = Tent ol Selection Pane k Rotate -  ¥°%
ra | Accessibility Arrange Size

Task 16: Change the view of the 3D Model on slide 6 to Above front Left
(Thay d6i cua d6i tugng 3D trén Slide 6 thanh kiéu Above front Left)
Goi y:
Budc 1: Chon Slide 6, kich vao déi twong theo yéu cau
Buéc 2: Trong 3D Model Tools/ Format/ 3D Model Views/ Above front

Left
Task 17:

Modify the design of the table on slide 5 to Medium Style 4 — Accent 6

(Stra d6i lai kiéu dang thiét ké cua bang trén Slide 4 thanh Medium Style
4 — Accent 6)

Goi y: Kich vao bang/ Table Tools / Design/ Table Styles/ Medium Style
4 — Accent 6

Practive 1.1.pptx - PowerPoint

Animations Slide Show Review View

Header Row First Column
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Task 18:
Change the colors of the graphic on slide 6 to Colored Fill — Accent 1
(Thay d6i lai mau sic cua dbi teong d6 hoa trén Slide 6 thanh Colored
Fill — Accent 1)
Goi y:

Budc 1: Kich chon vao SmartArt

Budc 2: Chon SmartArt Tools/ Design/Change Colors/ Colored Fill —
Accent 1

Practive 1.1.pptx - PowerPaint SmartArt Tools Hodng Cao Minh
tians Slide Show Review View Help Foxit Reader PDF i Farmat Q Tell me what you want to do
gic 0 = oo e
5 | BEE — E 1 %° o8 | o8 E& LT “ % .
0o | DO —— == Gug. 00 00 ‘] -
Colars -
Layouts Primary Theme Colors -

2 X ¥

Colorful

[ B 1] [T

ae [ 1] L 1] [ 1]

[ ] [ L] [} [ [ [ ]

Accent 1

L L1 L] L 1]

] L] ] L] [ 1]

%, L 1] L] ] [ 1]
8 [ [] [ 1]

. Accent 2 Colored Fill - Accent 1

Task 19: Animate the entrance of the list items on the slide 3 using the Fly in
effect

(Tao hiéu tng hoat canh xuat hién cho cac d& muc trong danh sach trén
slide 3 bang hiéu ung Fly in.)

Goi y:

Budc 1: Chon danh séach slide cudi

Budc 2: Animations/ Fly in
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H -0 T = Practive 1.1.pptx - PowerPoint

File Home Insert Design Transitions Animations Slide Show Review View Help Foxit H
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(Task 20-36: open the file Practice 1.2 in MOSPP2019 folder)
Task 20: On slide 3, create a table in the left placeholder with 3 columns and 6
rows. Accept the default style

(Trén slide 3 tao bang & khung d6i tuong bén trai voi 3 cot va 6 dong
chap nhan kiéu dang mic dinh)

Goi y:

Bude 1: Vio Slide 3, kich vao ddi twong bang.

Budc 2: Khi @6 hién thi hop thoai Insert Table chon: Number of colums:
3; Number of rows: 6 -> OK
Task 21: Create a custom slide show name Technology using slide 1,2,4 and 6

(Tao mot custom slide show véi tén la Technology st dung cho slide
1,2,4 va 6)

Goi y:
Buadc 1: Vao Slide Show trong nhém Start Slide Show/ Custom slide

show/ Custom Shows/ New

Budc 2: Hién thi hop thoai Define Custom Show trong nhdm Slides in
presentation, tich vao 6 1,2,4, va 6. Tai 0 Slide show name g0 tén theo yéu
cau Technology

Budc 3: Kich vao Add/ OK/ Close
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Task 22: Disable the Slide show options for narations timings and media
controls

(T4t tuy chon trinh chiéu cho narations timings and media controls)

Goi y: Vao Slide Show trong nhom Set Up tich bo chon Play Narations;
Use Timings va Show Media Controls

Task 23: On slide 2, apply the color Blue to the text 10%, 12% and 60% and
equallize the character height. Leave all other text unchanged

(Trén Slide 2, ap dung mau Blue (xanh) cho van ban 10%, 12% and 60%
va tuy chon can bang lai chiéu cao cho cac ki tu d6. Dé lai cac van ban khéc
khong thay d6i)

Goi y:

Budc 1: Gitr phim Ctrl chon 10% chon tiép 12% va 60%

Budc 2: Vao Home/ nhdm Font chon Theme Colors/ Blue

Budc 3: Kich vao hop thoai Font trén thé Font tich vao 6 Equallize
Character Height/ OK

Task 24: On slide 5, apply the Inside: Bottom Right shadow effect to the
illustration of the sun

(Trén slide 5 &p dung kiéu hiéu tmg d6 bong la Inside: Bottom Right
cho hinh mat troi)

Goi y: Kich vao hinh mit troi can dinh dang/ Drawing Tools / Format /
Shape Effects/ Shadow/ Inside: Bottom Right

Task 25: On slide 3, crop the Image to an Oval shape.
(Trén slide 3, cat d6i tuong hinh anh theo hinh Oval)
Goi y:
Budc 1: Kich vao déi tugng hinh anh trong Picture Tools/ Format
Budc 2: Trong nhom Size chon Crop/ Crop to Shape/ Oval
Task 26: On the last slide, use the list to create a Basic Process SmartArt
diagram
(Trén slide cudi cung sir dung danh sach dé tao SmartArt kiéu Basic
Process)
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Goi y: Kich chon danh sach vao Home/ nhém Paragraph/ Convert to
SmartArt/ Basic Process

Task 27: Locate the center of the slide by displaying the alignment guides
(Xéc dinh tdm cua Slide bang hién thi alignment guides)
Goi y: Vao View/ nhém Show tich chon 6 Guides

Task 28: Change the chart on slide 4 to a Clustered Bar
(Thay d6i biéu d6 trén Slide 4 thanh kiéu Clustered Bar)

Goi y: Chon biéu d6/ vao Chart Tools/ Design/ Chart Styles / Bar/
Clustered Bar

Task 29: On the last Slide, reorder the shapes so the diagram Lesson 3 under
Lesson 4

(Trong Slide cudi cung, sap xép lai cac hinh dé so d6 c6 Lesson 3 bén
dudi Lesson 4)
Goi y: Kich chon SmarArt Tools/ Design/ Move Down

Task 30: Apply a transition effect duration of 1.50 to all of the slides in the
presentation.

(Ap dung hiéu tng chuyén trang véi duration (khoang thoi gian) 1.50
cho tét ca céc Slide trong bai trinh chiéu)

Goi y: Vao Transitions/ nhom Timing chon Duration 1.50. Sau do6 kich
chon Apply To All

Task 31: Embed only the font characters used in this presentation. Save the
presentation.

(Chi nhiing cac phéng chir dugc dung trong bai trinh chiéu nay. Luu lai
bai trinh chiéu)

Goi y:

Budc 1: Vao File/ Options/ Save/ Embed only in the file/ Embed only
the characters used in the presentation /OK

Budc 2: Kich biéu tugng luu bai trinh chiéu (Save)
Task 32: Apply the Ripple transition to all of the slides

(Ap dung hiéu tng chuyén trang Ripple cho tat ca cac Slide)

74



Goi y:
Budc 1: Vao Transitions / Ripple
Buac 2: Trong nhom Timing chon Apply To All

Task 33: On slide 5, modify the animation so all of the list items enter From
Bottom-Right

(Trén Slide 5, thay ddi hiéu ung dé tat ca cac ddi twong xuat hién tir goc
dudi bén phai)
Goi y: Vao Animations/ Effect Options/ From Bottom-Right

Task 34: On slide 4, next to the list item CHART SLIDE insert a comment
that reads Update the free to $90

(Trén Slide 3, bén canh noi dung CHART SLIDE chen chu thich vai
noi dung dé doc dugc 1a Update the free to $90)

Goi ¥: Vao Review/ New Comment g dtng ndi dung duoc yéu cau
Update the free to $90

Task 35: On slide 5, modify the animation so list items appear in the order
Table, Sun, Title: Table

(Trén Slide 5, thay doi hiéu tmg sao cho danh sach cac dbi twong xuat
hién theo thir tu Table, Sun, Title: Table)

Goi y: Vao Animations/ Animations Pane dé thay doi thtr tu hiéu tng
theo yéu cau
Task 36: Add a Turntable animation to the 3D Model on slide 6. Configure it
to play after the previous animation.

(Thém 1 hiéu ung cho dbi tugng 3D Model kiéu Turntable trén slide 6.
Thiét lap dé phat sau ddi tuong trude do)

Goi y:

Buac 1: Vao Animations/ Add Animation/ Turntable

Budc 2: Trong nhom Timing / Start chon After Previous
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PE 2
(Task 1-18: open the file Practice 1.3 in MOSPP2019 folder)

Task 1: On slide 2, crop the image to an Oval shape and resize it to a Height
of 3.5” (8.9cm) and width of 4.5” (11.43cm)

(Trén Slide 2 cét anh thanh hinh dang Oval va thay doi lai kich thudc
ctia nd vai chiéu cao 3.5” (8.9cm) va chiéu rong 12 4.5” (11.43cm))

Goi y:

Budc 1: Vao slide 2, kich dp chudt voi ddi twong hinh anh trén Slide

Budc 2: Trén thé Picture Tools / Format/ Nhom size chon Crop/ Crop
to shape/ Oval shape

Budc 3: Thay d6i kich thudc tai Format/ Nhém size chon Height 14 3.5”
(8.9cm) va width 1a 4.5” (11.43cm)

Task 2: Insert a legend above the chart on slide 4
(Chén mé ta bén trén biéu d6 slide 4)
Goi y:
Buégc 1: Chon biéu do trén Silde 4

Buac 2: Vao Chart Tools/ Design/ trong nhém Chart Layouts chon
Add Chart Element/ Legend/ Top

Task 3: Convert the text on slide 2 to a Target List graphic
(Chuyén dbi vin ban trén Slide 2 thanh ddi twong d6 hoa Target List)
Goi y:
Budc 1: Chon doan van ban

Budc 2: Trén thé Home/ nhom Paragraph chon Convert to SmartArt/
Target List

Task 4: Navigate to the comment by Victoria Lindqgvist that reads Should we
show price range? And delete the comment.

(Piéu hudng dén ch thich cua tac gia Victoria Lindqgvist c6 noi dung
la Should we show price range? Réi xo4 di ghi chii d6)
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Goi y:
Budc 1: Vao Review/ Next/ Continue

Buac 2: Kich vao Show Comments/ Trén khung Comments bén phai
chon Comment can xod/ Delete

Task 5: On the RECORDING slide, insert a Screen Recording of the video
on the VIDEO Slide. Exclude Record Pointer and Audio. Select only the
video area without the black borders. Begin the screen recording anywhere
between 00:06:30 and 00:07:00 seconds and end between 00:13:30 and
00:14:00

(Trén slide RECORDING chen 1 video dang Screen Recording (ghi
lai man hinh) trén slide VIDEO. Khdng bao gdm Record Pointer va Audio.
Chi chon khu vuc video khdng bao gom duong vién mau den. Bat dau ghi & bat
ctr vi tri ndo nam trong khoang bat dau 00:06:30 va 00:07:00, két thic trong
khoang 00:13:30 va 00:14:00)

Goi y:
Buac 1: Vao Insert/ Screen Recording
Buéc 2: Kich boé chon Audio va Record Pointer

Budc 3: Kich vao Select Audio. Sau d6 kéo ving chon k bao gém viing
mau den. Chon khoang thoi gian bat dau va két thic theo yéu cau

Budc 4: Kich chon Record

Task 6: Delete the Item 08 row from the table on the table slide
(Xoa di dong c6 ndi dung Item 08 tur bang trén slide the table)
Goi y:
Budgc 1: Chon dong can xo4 trong bang cua slide table
Buac 2: Kich phai chuot/ Delete/ Delete row

Task 7: On the silde VIDEO Edit the video End Time to stop exactly 14
seconds into the video

(Trén slide VIDEO stra d6i lai diém két thiic dé video ding chinh xéac &
14 giay)
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Goi y:
Budc 1: Chon dung slide chira video
Budc 2: Video Tools / Playback/ Trim Video/ End Time g6 14/ OK

Task 8: On the slide 8 Adjust the media window size to be 4.7°°(11.9 cm) high.
Accept the default Adjusted width.

(Trén slide 8 diéu chinh kich thudc cua cira s6 media dé dugc kich thudc
chiéu cao 12 4.7°’(11.9 cm) va chap nhan hiéu chinh d6 rong méc dinh)

Goi y: Trén slide 8 vao Video Tools/ nhom size dat Height 1a 4.7°°(11.9
cm)

Task 9: Rename the Untitled Section to Chart

(Ddi tén Untitled Section thanh Chart)

Goi y:

Buac 1: Kich chudt phai vao Untitled Section/ Rename Section

Buac 2: Trong hop thoai Rename Section 6 Section name go Chart
Task 10: Apply the Bevel Rectangle style to the image on the slide 3

(Ap dung kiéu dang Bevel Rectangle cho hinh trén slide 3)

Goi y:

Budce 1: Kich dup vao hinh trén slide 3

Budc 2: Vao Picture Tools/ Format/ Picture Styles/ Bevel Rectangle

Task 11: Reposition the center image on the slide 4 to Align Right and place it
in front of the other two images

(Thay ddi lai vi tri ciia anh ¢ gitra trén slide 4 thanh Align Right va nam
& vi tri trén cung so vai 2 anh khac)

Goi y:

Budéc 1: Chon anh trén slide 4

Buac 2: Vao Picture Tools/ Format/ Align/ Align Right

Budc 3: Bring Forward/ Bring to Front
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Task 11: Insert a Summary Zoom slides 1 and 2. Include all of the slides
except the title slide. Accept all other defaulf settings.

(Chén mét slide Summary Zoom ¢ giira slides 1 and 2)

Goi y:

Budc 1: Vao Insert/Zoom

Budc 2: Hién thi hop thoai Insert Summary Zoom. Tich chon tat ca cac
slide ngoai slide ti€u dé
Task 13: Create a PDF by using a feature in PowerPoint. Name the ducument

Presentation and save it into the MOSPP2019 folder. Do not open the file
after publishing

(Tao 1 tép PDF bang cach sir dung tinh nang trong PowerPoint. it tén
Presentation va luu lai trong thuy muc MOSPP2019. Khdng ma file sau khi
Xuat ban)

Goi y:

Buac 1: File/ Export/Create PDF/XPS

Budc 2: Hién thi hop thoai Publish as PDF or XPS. G0 tén Presentation
tai 6 Filename

Buac 3: Save as Type: chon PDF (*pdf)
Luu y: Khong tich chon 6: open file after publishing

Task 14: Add the image Logo located in the MOSPP2019 folder to the bottom-
right corner of the silde master

(Thém hinh anh Logo trong thu muc MOSPP2019 vao goc dudi bén
phai cua silde master)

Goi y:
Budc 1: View/ Slide Master
Budc 2: Insert/ Picture/ chon thu muc chira anh.

Budc 3: Kich chon vao anh can chén, kéo vao goc dudi bén
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Task 15: Apply the Smoothly transition effect to all of the slides in this
presention.

(Ap dung hiéu tng chuyén trang Smoothly cho tat ca slide trong bai trinh
chiéu)

Goi y:

Budc 1: Vao Transition/ Effect Options/ Smoothly

Budac 2: Kich chon Apply to All

Task 16: Animate the entrance of the list items on the slide 3 using the Fly in
effect

(Tao hiéu tng hoat canh xuat hién cho cac dé& muc trong danh sach trén
slide 3 bang hiéu ung Fly in.)

Goi y:

Buéc 1: Chon danh sach slide 3

Budc 2: Animations/ Fly in

Task 17: Change the duration of the Transition to 0.75 and apply it to all the
slides in this presention.

(Thay ddi thoi gian thuc hién hiéu ang chuyén trang 1a 0.75 va ap dung
cho tat ca slide trong bai trinh chiéu.)
Goi y:
Buac 1: Vao Transition/ nhém Timing/ chon Duration la 0.75
Buac 2: Kich chon Apply To All
Task 18: Restrict editing by marking this presention as Final.
(Gidi han viéc stra d6i danh dau bai trinh chiéu la cudi cung.)
Goi y:
Budc 1: Vao file/ Info/ Protect Presention/ Mark as Final
(Task 19-35: open the file Practice 1.4 in MOSPP2019 folder)
Task 19: Configure printing options to print slides 1,3 and 4 as full-page slides
(CAu hinh tuy chon in dé in slides 1,3 va 4 ¢ dang full-page slides)
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Goi y:
Budc 1: File/ print
Budc 2: Trong 6 Slides chon 1,3-4
Budc 3: Kich chon Full Page Slides
Task 20: Prepare this presention to be printed in Grayscale
(Chuan bi bai trinh chiéu dé in trong ché d6 Grayscale)
Goi y:
Buac 1: File/ print
Budéc 2: Color/ Grayscale

Task 21: Format the text on slide 2 into two columns with 0.5°°(1.27cm)
spacing between the columns

(Pinh dang van ban trén Slide 2 thanh 2 c6t vai khoang cach gitra 2 cot
2 0.5°°(1.27cm))

Goi y:

Budc 1: Chon slide 2

Budc 2: Vao Home/ nhom Paragraph/ Column/ More Columns

Bugc 3: Xuét hién hop thoai Columns/ chon sé cot tai Numbers;
Khoang céch gitra cac cot tai Spacing/ OK
Task 22: On slide 5, add a new shape to the SmartArt graphic between 6™
Grade:

Basics and 7! Grade: Scientific Method. Insert the text Student into new
shape

(Trén Slide 5, thém 1 hinh méi vao SmartArt & gitra 6" Grade:
Basics and 7™ Grade: Scientific Method. Chén vin ban Student vao hinh méi
do)

Goi y:

Budc 1: Vao Slide 5, chon SmartArt trén slide do

Budc 2: Trén hop Type your text here/ Tai vi tri & giira hai ddi tugng can
chén 4n phim enter dé thém ddi tuong
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Budc 3: GB noi dung vao d6i tuong vira duoc thém vao
Task 23: On the last slide, change the animation path for the THANK YOU to
Square

(Trén slide cudi cung thay d6i hiéu ¢ng dich chuyén cho THANK YOU
thanh kiéu Square)

Goi y:

Budc 1: Vao slide cudi cing chon dung ddi tugng

Budc 2: Vao Animation/ Square
Task 24: Remove the Header and Footer from the Notes Master

(Xoa bo Header and Footer tir Notes Master)

Goi y:

Buac 1: vao View/ Notes Master

Buac 2: Kich bo chon Header va bo chon Footer

Task 25: Change the presentation to be viewed in Widesscreen (16.9) and
ensure the fit

(Thay d6i ché d6 trinh chiéu dé hién thi trong ché d6 16.9 va tuy chon
ensure the fit)

Goi y: Vao Design/ Slide Size/ Widescreen/ Ensure Fit
Task 26: Configure print settings to the Notes Pages for the presentation

(CAu hinh lai cai dat may in dé in ché d6 Notes Pages cho bai trinh
chiéu)

Goi y: Vao file/ Print/ Notes Pages

Task 27: On slide 4, add a Pareto Histogram chart using default settings and
data

(Trén slide 4, thém 1 biéu d6 kiéu Pareto Histogram str dung cac cai
dat mac dinh va dir liéu)

Goi y: Vao slide 4. Chon Insert/ Chart/ Histogram /Pareto/OK
Task 28: Create an Upward Arrow Process SmartArt graphic on the last slide.

(Tao 1 SmartAr kiéu Upward Arrow Process trén Slide cudi cung)
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Goi y: Vao Insert/ SmartAr/ Process/ Upward Arrow
Task 29: Add Alt Text that reads Sick Computer to graphic on slide 2

(Thém thudc tinh Alt Text c6 ndi dung Sick Computer vao dbi tuong
d6 hoa trén slide 2)

Goi y:
Budc 1: Kich chudt phai vao d6i tuong/ Edit Alt Text
Budc 2: Xuét hién hop thoai Alt Text g ndi dung “Sick Computer”

Task 30: On the last slide link the text someone@example.com to
https//moon.vn /activeiid

(Trén slide cudi cuing tao siéu lién két cho van ban someone@example.com
dé lién két t6i trang web https//moon.vn /activeiid)

Goi y:
Budc 1: Chon ddi tuong can lién két trén Slide cudi
Budc 2: Insert/ Link

Budc 3: Xuat hién hop thoai Insert Hyperlink/ Link to chon Existing
File or Web Page. G0 dia chi trang Web tai 6 Address.

Task 31: On the last slide, insert a text box in the lower-right quarter of the
slide. Resize the width of the textbox to 2.5°°(6.35cm) and insert the text
Questions?

(Trén slide cudi cung, chén 1 hop vian ban & goc dudi bén phai cua slide.
Thay ddi kich thuéc caa hop van ban thanh 2.5°°(6.35cm) va chén vin ban
Questions?)

Goi y:

Budc 1: vao Insert/ text box

Buac 2: GO ndi dung

Budc 3: di chuyén vé goc dudi phai va thay doi kich thuéc véi do rong
2.5°°(6.35cm)

Task 32: Change the layout of the silde 3 to Two Content. Apply an Moderate
Effect — Lime, Accent 3 style to the shape
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(Thay d6i bb cuc cua Slide 3 thanh Two Content. Ap dung kiéu
Moderate Effect — Lime, Accent 3 cho hinh)

Goi y:

Budc 1: Vao Home/ Layout/ Two Content

Budc 2: Chon hinh trong Slide 3 vad Format/ Shape Styles/ Moderate
Effect — Lime, Accent 3

Task 33: Apply a Blue, Solid Fill background to slide 2.
(Ap dung Blue, Solid Fill vao nén slide 2.)
Goi y:
Buac 1: Vao slide 2 chon Design/ Format Background
Budc 2: Kich chon Solid Fill

Buac 3: Trong muc Color/ Blue
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PE 3
(Task 1-3 — open the file Practice 1.5 in MOSPP2019 folder)

Task 1: Change the Page Setup to have a Custom size of 1.7 (19.05 cm) width
x 10 (25.4 cm) height and an orientation of the notes. Handouts & outline to
be Landscape Ensure the content fits the new slide size.

(Thay doi cai dit trang c6 kich thude tuy chon Kich ¢& chiéu rong 1.7”
(19.05 cm) va d6 cao la 10 (25.4 cm). Hudng cua tai liéu Handouts & outline
la chiéu ngang. Chac chan 1a chon tuy chon ndi dung phil hop véi kich thuéc
slide méi)

Goi y:

Budc 1: Design/ Slide size/ Custom Slide Size

Budéc 2: Trong hop thoai Slide Size, go d6 rong 1.7” (19.05 cm) va do
cao 12 10 (25.4 cm). Phan Notes Handouts & outline chon Landscape/ OK

Budc 3: Hién thi hop thoai chon Ensure Fit/ New Slide Size

Task 2: Use the New Window to open the current presentation in a new
window and use the Arrange All tool to see all the open presentations

(Sir dung New Window dé ma tai liéu hién tai trong ctra s6 mai va st
dung cong cu Arrange All dé nhin that tat ca cac bai trinh chiéu dang mo)

Goi y:

Budc 1: Vao View/ New Window

Budc 2: Vao View/ Arrange All

Budc 3: Hién thi ctra s6 Opening a New page/ continouns

Task 3: Save the entire presentation as the PDF named PowerPoint01.pdf in
the MOSPP2019 Folder. Make sure the Open File After Publishing option is
unchecked.

(Luu bai trinh chiéu hién tai duéi dinh dang kiéu PDF véi tén
PowerPoint01.pdf trong thu muc MOSPP2019. Chic chén rang tuy chon file
Open File After Publishing khong duoc danh dau.)

Goi y: File/ Export/ Create PDF/ g6 tén/ Create
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Task 4-9 Open the powerpoint Test 1.1 in the MOS PP2019 Test 1 folder

Task 4: In Slide 2, apply the Fill: Lavender, Accent color 1; Shadow style to
the word art Introduction.

(Ap dung kiéu dang chit Fill: Lavender, Accent color 1; Shadow cho
chir nghé thuat Introducion).

B1: Chon slide 2, kich vao chir nghé thuat Introduction.

B2: Chon Shape Format, trong khung WordAvrt style chon kiéu dang chix
Fill: Lavender, Accent color 1; Shadow.

awing Tools
ile raw esign Transitions nimations iew P
E 1O || £ Edit Shape v 23 shape Fill ~ '
O ksl Text Box Abe - |Z shape Outline ~ A A A
’ { } - * L) Shape Effects »
t Shape Styles (] A A
1
AA LA
=
W
= A A A
4 Clear Wordart

) Venus is the second
: [— — olanet from the Sun

Task 5: On slide 4 Reset the Picture and then Crop the picture to a Shape
named Rectangle: Diagonal Corners Snipped.

(O slide 4, dua birc tranh vé nguyén dang ban dau va cat bac tranh theo
khung hinh Rectangle: Diagonal Corners Snipped).

B1: Chon slide 4, kich vao burc tranh.
B2: Chon Format Picture, trong khung Adjust chon Reset Picture.

B3: Trong khung Size, chon Crop, Crop to Shape, chon ding kiéu déang
Rectangle: Diagonal Corners Snipped.

Task 6: Change the view to Slide Sorter and change the Zoom to 200%.
(Thay dbi kiéu hién thi thanh Slide Sorter va thay d6i phong dai lén
200%).
B1: Vao View, trong khung Presentation Views chon Slide Sorter.
B2: Trong khung Zoom chon Zoom, 200% -> OK

Task 7: Set up a slide show for this presentation so that it can be browsed by
an individual, and will Loop continuously until the ESC key is hit. Accept
all other default settings.
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(Set up a slide show cho bai trinh chiéu nay dé ¢ ché d6 browsed by an
individual va Loop continuously until the ESC key. Chap nhan moi dinh
dang khac cua bai).

B1: Chon Slide Show, trong nhém Set Up chon Set up a slide show.

B2: Chon browsed by an individual va Loop continuously until the
ESC key —> OK.

Task 8: Create a Custom Slide Show with only the slide Goals every day and
the slide Study.

(Tao Custom Slide Show cho méi slide Goals every day va Study).

B1: Vao Slide show, trong khung Start Slide show chon Custom Slide
Show.

B2: New -> Kich chon Goals every day va Study -> OK.

Task 9: Find all of the occurrences of the word Veus and correct them to Venus.
(Tim tat ca cac tir Veus trong bai va sira lai thanh Venus).
B1: Chon Home, trong nhom Editing chon replace.

B2: Banh tir Veus vao khung Find what va Venus vao khung Replace
with -> Replace all.

Task 10-19 Open the powerpoint Test 1.2 in the MOS PP2019 Test 1
folder

Task 10: Start the slide show from the beginning. On slide 5 use the
highlighter with Red ink and underline the first sentence. Save all annotations.

(Bat dau slide show tir dau (beginning). O slide 5 dung highlighter mau
d6 (Red) ink, gach chan dudi cau dau tién trong slide. Luu tat ca).

B1l: Vao Slide show, trong nhdm Start slide show chon From
Beginning.

B2: An dén slide 5, click phai chudt chon Pointer Options, chon tiép Ink
Color d6i sang mau do va gach chan cau dau tién trong slide.

B3: Nham phim ESC, chon Keep.
Task 11: On Slide 2 insert a Clustered Column Chart inside the empty text
box. Resize the Chart Data Range to include only 2 categories and 2 series.
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Rename the Categories: Students and Adults. Name the Series: Can Read and
Can’t Read. Insert the Data from the text box on Slide 2 called Reading
Statistics.

(O Slide 2 chén biéu db cot c6 tén Clustered Column Chart cho hop
van ban. Thay d6i Chart Data Range dé chi bao gom 2 categories va 2 series.
Doi tén cho Categories thanh: Students va Adults. Tén caa Series thanh: Can
Read va Can’t Read. Chén dix liéu tir phan vin ban Reading Statistics trén
Slide 2).

B1: Vao slide 2, chon biéu d6 Clustered Column Chart trong muc
Column,

B2: Dich kich thudc biéu d dé chi con 2 cot 2 hang, doi tén hang, cot
theo yéu cau dé bai, nhap dir liéu tir phan Reading Statistics vao biéu do.

Task 12: Convert the question list in Slide 5 to the Vertical Bullet List
SmartArt.

(Chuyén d6i danh sach cac cau hoi trén Slide 5 thanh so do co tén
Vertical Bullet List).

B1: Di chuyén dén slide 5, kich chon danh sach, chon Home, trong nhém
Paragraph chon Convert to SmartArt.

B2: Chon so dd c6 tén Vertical Bullet List trong nhom List.

Task 13: Modify the Text Box on slide 3 adding the Shape Fill Gradient
Linear Down,

(Stra d6i Text Box trén slide 3 ¢6 hiéu tng Shape Fill Gradient Linear
Down).

B1: Di chuyén dén slide 3, kich chon text box.
B2: Shape Format -> Shape Fill -> Gradient -> Linear Down.

Task 14: Change the print settings of the document to Uncollated, and
Grayscale.

(Thay d6i cai dat in an cua tai liéu thanh Uncollated va Grayscale).
B1: File -> Print
B2: Collated d6i thanh Uncolleted.
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B3: Color doi thanh Grayscale.

Task 15: On slide 4, apply the Table hierarchy layout, and the Subtle Effect
style to the SmartArt.

(O slide 4, ap dung bd cuc Table hierarchy va kiéu dang Subtle Effect
cho SmartArt).

B1: Vao slide 4, kich vao SmartArt.
B2: Chon SmartArt Design, chon lai b cuc Table hierarchy.
B3: Vao SmartArt Style chon kiéu dang Subtle Effect.

Task 16: On slide 2, change the shape of the video placeholder to the
Rectangle: Beveled Rounded Corners type.

(O slide 2, thay d6i khung video thanh kiéu Rectangle: Beveled
Rounded Corners).

O slide 2, kich vao video, chon Video Format, kich Video Shape, chon
hinh Rectangle: Beveled Rounded Corners.

Task 17: Add a section above Slide 1 named Introduction and a section above
Slide 3 named SWOT.

(Thém vao trén Slide 1 1 section, dat tén Introduction va 1 section trén
Slide 3 tén SWOT).

B1: Click chuot phai trén slide 1, chon Add Section, danh tén vao muc
Section Name -> Rename.

B2: Click chuot phai trén slide 3, chon Add Section, danh tén vao muc
Section Name -> Rename.

Task 18: On Slide 1, add the Cash Register sound to the first animation.
(O Slide 1, thém am thanh tén Cash Register vao hiéu tng dau tién).
B1: Trén slide 1, vao Animation, kich vao Animation Pane.

B2: Nhap phai chuét trén hiéu img dau tién, chon Effect Options, & muc
Sound chon am thanh Cash Register -> OK,

Task 19: On Slide 2, select the words Fusion Tomo in the title and add a
comment that says Delete Fusion Tomo so that the title is SWOT Video.
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(O Slide 2, tim kiém tir Fusion Tomo trong thanh tiéu dé& va thém
comment: Delete Fusion Tomo so that the title is SWOT Video).

Chon slide 2, quét chon tir @& yéu cau Fusion Tomo.

Vao Review chon New Comment, gd noi dung Delete Fusion Tomo so
that the title is SWOT Video.

Task 20-29 Open the powerpoint Test 1.3 in the MOS PP2019 Test 1
folder

Task 20: In the current presentation Delete the second Comment in the
document.

(Trong bai trinh chiéu hién tai x6a di comment thtr hai).
Review -> Show Comment -> dén comment thix 2, Delete.

Task 21: On Slide 3 format the Competition Chart to show the Data Labels
at Best Fit.

(Trén slide 3, dinh dang biéu ¢6 Competition Chart dé hién thi Data
Labels & tuy chinh Best Fit).

Vao slide 3, chon biéu d6 -> Chart Design -> Add Chart Element -> Data
Label -> Best Fit.

Task 22: On Slide 3 format the chart Legend to be positioned at the Bottom
with a Solid Fill of Orange, Accent 2.

(Trén slide 3, dinh dang Legend dé né dit & vi tri bén duéi véi Solid Fill
la Orange, Accent 2).

B1: Vao slide 3, chon vao Legend cua biéu do.
B2: Chart Design -> Add Chart Element -> Legend -> Bottom.
B3: Format -> Shape Fill -> Orange, Accent 2.
Task 23: Apply the Zoom animation to the title of Slide 1.
(Thém hiéu &ng Zoom cho tiéu dé cua slide 1).
VAo slide 1, kich chon tiéu d&, Animation -> Zoom.
Task 24: On Slide 4, apply the Loops motion path to the image.
(O slide 4, ap dung hiéu tmg dudng chuyén dong Loops cho buc anh).
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Vao slide 4, kich vao btrc anh, Animation -> Loops.

Task 25: Apply the transition on Slide 1 to all of the slides in the presentation.
(Ap dung hiéu @ng chuyén trang ¢ slide 1 cho tat ca bai trinh chiéu).
Vao slide 1, Transition -> Apply to all.

Task 26: Modify the transition on Slide 1 to Advance After 5 second, and not
on click.

(Stra d6i transition ¢ Slide 1 thanh sau 5 gidy va khong can kich chuot).
Vao slide 1, Transition -> After: 0.5s -> Tat On Mouse Click.

Task 27: In Slide 4, set the text box with the bulleted list to have Two Columns.
(O slide 4, thiét 1ap hop van ban véi bulleted list thanh 2 cot).

Vao slide 4, kich chon danh sach -> Home -> Trong nhém Paragraph
chon Two Columns.

Task 28: Insert additional slides to the end of the current slideshow using the
outline file Outline.docx.

(Chén thém 1 slide vao cudi bai trinh chiéu, sa dung outline
Outline.docx).

Chon slide cudi cung -> Home -> New Slide -> Slide from outline ->
Outline.docx -> Insert.

Task 29: Create a handout of the presentation with blank lines below the slides.
Save the word document that opens as MyHandout.docx in your
\GMetrixTemplates folder. Close the Word document after saving.

(Tao handout cho bai trinh chiéu vai tly chon blank lines below the
slides. Luu tai liéu Word véi tén MyHandout.docx vao GMetrixTemplates
folder. Bong tai liéu word vira Iuu).

B1: File -> Export -> Create Handouts -> blank lines below slides ->
OK.

B2: M¢ tai liéu word, luu lai véi tén MyHandout.docx (Home -> Save
As vao GMetrixTemplates folder -> Péng tap tin lai.

Task 30-39 Open the powerpoint Test 1.4 in the MOS PP2019 Test 1
folder

91



Task 30: On Slide 5 insert a new row on top of the first table, and merge the
cells. Type the words Customer Orientation in the Merged cell.

(O slide 5, chén thém 1 hang vao trén bang dau tién, merge cells dong
vira thém va nhap Customer Orientation).

Vao slide 5, kich bang dau tién -> Layout -> Insert Above -> Merge cells
-> Nhap noi dung Customer Orientation.
Task 31: On Slide 3 change the Chart Type to Clustered Bar.

(O slide 3, thay d6i Chart Type thanh Clustered Bar).

Vo slide 3, kich chon biéu d6 -> Chart Design -> Change Chart Type -
> Clustered Bar.

Task 32: On Slide 5, change the animation of the text box EDUCATION to
start After Previous with a 5.00 second delay.

(O slide 5, thay d6i hiéu ung cua hop van ban EDUCATION bat dau sau
hiéu ung trudc 5 giay).

Vao slide 5, kich chon hop van ban EDUCATION -> Animation ->
Start: After Previous -> Delay: 0.5s.

Task 33: On Slide 3 apply the Shape Style Colored Outline — Orange, Accent
2 to the Chart.

(O slide 3, &p dung kiéu hinh Colored Outline — Orange, Accent 2 cho
bidu dd).

Vao slide 3, kich chon biéu db -> Format -> trong nhém Shape Style
chon Colored Outline — Orange, Accent 2.

Task 34: On slide 5, reorder the animations so that the label at the bottom is
first, the top table is second, and the bottom table is third.

(O slide 5, sip xép lai thtr tu trinh chiéu hiéu Gmg sao cho cai nhin dau
tién, bang trén cung la thir 2, bang bén dudi la thir 3).

Vo slide 5, Animation -> Animation Pane -> sip xép lai tha tu hiéu Gng
theo bai y&u cau bang cach kéo tha hiéu ang.

Task 35: Create a New Photo Album and insert the pictures photol.jpg,
photo2.jpg and photo3.jpg. These images can be found in your GMetrix
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Templates folder. Order the pictures by photo2.jpg first, photo3.jpg second,
and photol.jpg third.

(Tao méi 1 album anh sau d6 chén cac hinh anh photol.jpg, photo2.jpg
va photo3.jpg trong thu muc GMetrix Templates. Sap xép tha ty cac anh:
photo2.jpg thir nhat, photo3.jpg thi hai va photol.jpg thir ba.

B1: File -> New -> Blank Presentation -> Insert -> Photo Album -> New
Photo Album.

B2File/Disk -> GMetrix Templates -> chon 3 hinh -> Insert -> sap xép
lai hinh anh theo tht tw photo2.jpg tha nhat, photo3.jpg th hai va photol.jpg
thir ba -> Create.

Task 36: Select Slide 3, Change the view of the presentation to Notes Page.
Below Slide 3 add the note. Take reading with you through technology.
(Chon slide 3, thay d6i kiéu hién thi cua bai trinh chiéu thanh Notes
Page. Bén dudi slide 3 gdo van ban Take reading with you through
technology).
O slide 3, View -> Notes Page -> nhap noi dung dé yéu cau: Take
reading with you through technology.
Task 37: Apply a footer to all of the slides in the presentation except the title
slide. The footer should include the date and time set to update automatically,
the slide number, and a footer that reads: All Rights Reserved. Accept all other
default.

(Ap dung footer cho tat ca céc slide trong bai trinh chiéu ngoai trir slide
tiéu dé. Footer bao gdm ngay va gid dugc thiét 1ap tiy chinh tu dong, sb trang
slide va noi dung foorter: All Rights Reserved. Chap nhan moi mic dinh khéc).

Insret -> Header and Footer -> Date and Time (Update automatically),
Slide number, Footer: All Rights Reserved -> Don’t show on title slide ->
Apply to all.

Task 38: Change the view of the slideshow to Grayscale, and show Gridlines.
(Thay doi kiéu hién thi ctaa bai trinh chiéu thanh Grayscale va hién thi
duong ludi Gridlines).
View -> Grayscale, Gridlines.
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Task 39: In the document properties, add the title Staff Traning.

(Trong thudc tinh tai liéu , thém tiéu dé 1a Staff_Traning).

File -> Info -> Title: Staff Traning.
PE 4
Task 1-10 Open the powerpoint Test 2.1 in the MOS PP2019 Test 2 folder

Task 1: Start Recording from Beginning of the current Slideshow. Click through
to the end of the slideshow.

(Bat dau quay tir slide dau caa bai trinh chiéu. Kich qua dén slide cudi ciing).

Slide show — Record Slide Show — Record from Beginning — Start
Recording — Click dén slide cudi cling.

Task 2: Change the current Presentation Theme to Retrospect.
( Thay d6i chii dé cua bai trinh chiéu tir Theme thanh Retrospect).
Design — Retrospect.

Task 3: Set the Orientation of the current presentation to be Portrait with Ensure
Fit selected.

(Thiét 1ap hudng cua bai trinh chiéu thanh Portrait véi Ensure Fit).

Design — Customize — Slide size — Custom slide size — Portrait (& muc
Slides) — Ensure Fit

Task 4: Change the Powerpoint Autocorrect Options to not show the Auto
Correct Options buttons.

(Thay dbi tiy chon tu dong sira d6i dé khong hién thi Auto Correct Options).

File — Options — Proofing — AutoCorrect Options — b¢ tich show the
AutoCorrect Options

Task 5: On Slide 3 format the picture by changing the Brightness to - 40% and
Contrast to +20%.

(Trén slide 3 dinh dang hinh anh thanh d6 sang -40%, Contrast tang +20%0).

Chon Slide 3 — Nhén vao hinh anh — Corrections — Brightness to -40%
and Contrast to +20%
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Task 6: On Slide 3, center the title text in the textbox that says INCOME, and apply
the Transform Deflate text effect. Change the text of the word art to read OUR
INCOME.

(Trén slide 3, can chinh tiéu dé c6 ndi dung 13 INCOME, 4p dung hiéu ung
Transform Deflate cho van ban va thay d6i noi dung van ban thanh OUR
INCOME).

Chon slide 3 — Center (muc Paragraph) — Click “INCOME” — Shape
format — Text effects — Transform Deflate — d6i thanh “OUR INCOME”

Task 7: Mark the presentation as final.
(Panh dau bai trinh chiéu 1a phién ban cudi cing).
File — Info — Protect presentation — Mark as final - OK — OK

Task 8: On Slide 1, format the text in the text box containing the title Training Day
to be Center aligned and with Italic text.

(Trén slide 1, dinh dang hop van ban chira tiéu dé Training Day: can giita va
in nghiéng).
Chon tiéu dé “Training Day” — Center (& Paragraph) — click “I ”
Task 9: Delete Slides 4 to 8 the same time.
(X6a cuing lic tir slide 4 cho dén slide 8).
Gitr phim Ctrl + nhan chon slide 4 dén 8 — Nhan phim delete
Task 10: Delete the Annotation on Slide 2 under the heading Estimated Expenses.
(X6a Annotation trén slide 2 bén dudi tiéu dé Estimated Expenses).
Slide 2 — Chon hinh ¢ dudi “Estimated Expenses” — Delete

Task 11-20 Open the powerpoint Test 2.2 in the MOS PP2019 Test 2
folder

Task 11: On Slide 4, Convert the Smart Art graphic under the title OUR
COLLECTION into Text.

(Trén slide 4, chuyén d6i Smart Art bén dudi tiéu @& OUR COLLECTION
thanh van ban).

Slide 4 — chon Smartart trong slide — Convert — Convert to Text
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Task 12: On Slide 4, change the video Playback options to Start On Click, and
Rewind after Playing.

(Trén slide 4, thay doi vé tlly chon cua video: khi click chudt thi phét video,
sau khi phat thi quay trd lai man hinh).

Slide 4 — Click vao video — Playback — Start — In click sequence — Tich
Rewind after Playing

Task 13: Change the 1st animation slide 2 to have a 0.5 second duration.
(Thay doi hiéu ing s6 1 & slide 2 dé cd thoi luong 0.5 giy).
Slide 2 — Animations — Animation Pane — 4n animation 1 — Duration: 0.5

Task 14: On Slide 3 format the image to have a Picture Effect Shadow of Inner
with Inside Left effect.

(Trén slide 3, dinh dang buc anh dé cé hiéu tmg do bong vai tlty chon Inside
Left).

Slide 3 — Click hinh anh — Picture format — Picture effects — Shadow —

Inner — Inside Left

Task 15: Set your Timings to Advance Each Slide After 2 seconds.
(Cai dat thoi gian dé tu dong chuyén slide sau 2 gidy).
Transition — After: 2s — B6 on mouse click — Click apply to all

Task 16: On Slide 1 format the image to have a hyperlink of www.fusiontomo.com.

(Trén slide 1, dinh dang buc anh dé cd siéu lién két www.fusiontomo.com).

Slide 1 — Nhan chudt phai vao hinh anh — Hypelink — Address:
www.fusiontomo.com

Task 17: On Slide 5 format the chart to have a shape style of Moderate Effect —
Green Accent 6 with a weight of 6 pt.

(Trén slide 5 dinh dang biéu d6 dé c6 kiéu dang Moderate Effect — Green
Accent 6 vai do day la 6 pt).

Slide 5 — Click vao chart — Format (¢ Chart tools) — More (& shape styles)
— Moderate Effect — Green Accent 6 — Shape outline — Weight: 6pt
Task 18: In Slide 2, add Star Bullets to each point in the main textbox.

(Trén slide 2 thém Star Bullets cho mdi diém trén hop vin ban chinh).
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Slide 2 — Click Bullets trong slide — Bullet (¢ paragraph) — Star Bullets
Task 19: Clear the timing on All the Slides.

(X6a thoi gian trén tat ca cc slide).

Transitions — B0 tich after — Apply to all

Task 20: Select Slide 3 and Start Recording from Current Slide. Record to the
end of the presentation.

(Chon slide 3 va bat dau quay bai trinh chiéu tir slide hién tai, ghi hinh cho
dén cubi bai trinh chiéu).

Slide 3 — Slide show — Record Slide show — Record from Current Slide
— Start Recording — Click dén slide cudi cling

Task 21-30 Open the powerpoint Test 2.3 in the MOS PP2019 Test 2
folder

Task 21: On Slide 5 change the Table Style of the top table to Themed Style 2 —
Accent 6.

(Trén slide 5 thay doi kiéu bang cia bang trén thanh Themed Style 2 — Accent 6).

Slide 5 — Chon bang (ndm ¢ trén Chart) — Table design — Table styles:
Themed Style 2 — Accent 6

Task 22: On Slide 4, format the chart gridlines on the Primary Horizontal axis to
show Major & Minor Gridlines.

(Trén slide 4 dinh dang dudng ludi trén biéu d6 dé hién thi Major & Minor
Gridlines).
Slide 4 — Chon Chart — Chart design — Add chart element — Gridlines

— Primary Major Horizontal — Add chart element — Gridlines — Primary Minor
Gridlines

Task 23: On Slide 2 change the Chart Layout to Layout 4.
(Trén slide 2 thay d6i b6 cuc biéu d6 thanh Layout 4).
Slide 2 — Click chart — Chart design — Quick layout: layout 4

Task 24: Change the theme colors of the presentation to Grayscale and set the zoom
level to 60%.
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(Thay dbi mau chi @& cua bai trinh chiéu thanh Grayscale va thiét lap do
phéng dai thanh 60%).

B1: Design — Variants — Colors: Grayscale

B2: View — Zoom:60%

Task 25: Modify the current photo album so that the pictures are displayed in black
and white. Reoder the pictures so that the first picture is last, and apply the Facet
theme to the slideshow.

(Stra d6i lai album anh hién tai dé cac hinh anh duoc hién thi trong ché do
den va trang. Sap xép lai cac buc anh dé hinh dau tién la cudi ciing va ap dung chu
dé Facet vao bai trinh chiéu).

Insert — Photo ablum — Edit photo ablum — Click “all picture black and
white”” — Di chuyén “picture]” xudng cudi ciing — Browse: Facet.thmx — Select

— Update

Task 26: Delete all the slides except for the title slide in the presentation.
(X6a toan bo slide trir slide tiéu d& cua bai trinh chiéu).
Nhan gitr Ctrl + chon Slide 2 dén hét — Delete

Task 27: On slide 7, modify the body textbox to have 3 columns, and apply the
Colored Outline — Gold, Accent 4 style.

(Trén slide 2, stra d6i vin ban dé thanh 3 cot va ap dung mau Outline — Gold,
Accent 4).

Slide 2 — Nhan bullet trong slide — Home — Column: three — Shape
format — More — Colored Outline — Gold, Accent4

Task 28: On slide 4, modify the chart type to be a 3-D Pie.
(Trén slide 4, stra d6i loai biéu do thanh 3-D Pie).
Slide 4 — Chon chart trong slide — Chart design — Change chart type — Pie — 3D

Task 29: Apply a swivel entrance animation to the Scrapbook Style Journal
textbox.

(Ap dung hiéu ung xuét hién swivel cho hop van ban Scrapbook Style
Journal).
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Chon “‘Scrapbook Style Journal” — Animation — Add Animation —
Swivel

Task 30: On slide 3, change the second animation to Grow & Turn, and the
duration of the second animation to 3.00 seconds.

(Trén slide 3 thay d6i hiéu ung thir hai thanh Grow & Turn véi thoi luong
thuc hién 3 giay).
Shide 3 — Animation — Chon second animation — Grow & Tum — Duration: 3

Task 31-40 Open the powerpoint Test 2.4 in the MOS PP2019 Test 2
folder

Task 31: Delete the comment in slide 1. Add a comment to the heading of slide 5
that reads Cite your sources.

(X6a comment trong slide 1, thém comment vao tiéu dé cua slide 5 véi noi
dung Cite your sources).

Slide 1 — Click comment — Review — Delete — Dén slide 5 — Click

heading trong slide — New comment: Cite your sources

Task 32: Insert a footer that shows the slide number, and the text FusionTomo into
every slide expect the title slide.

(Chén footer dé hién thi trang slide va van ban FusionTomo trén moi slide
trir slide tiéu dé ).

Header & footer — Tick Slide number — Tick footer: FusionTomo — Tick
don’t show on title slide — Apply to all

Task 33: Save the presentation as OlderVersion.ppt, formated for Powerpoint 97
—2003.

(Luu bai trinh chiéu véi tén 12 OlderVersion.ppt véi dinh dang Powerpoint
97 —2003).

File — Export — Change file type — Powerpoint 97 — 2003 presentation —
Save as — File name: OlderVersion.ppt — Save

Task 34: Compress all pictures in the presentation to E-mail resolution. Save the
compressed presentation as compressed.pptx in your GmetrixTemplates folder.
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(Nén tét ca hinh anh trong bai trinh chiéu voi do phan giai E-mail. Luu bai
trinh chiéu vira nén vao GmetrixTemplates folder véi tn compressed.pptx).

B1: Slide 3 — Chon hinh anh — Picture format — Compress pictures — Bo
tick apply only to this picture, chon E-mail (96 ppt) — OK

B2: File — Save as — Browse — File name: compressed.pptx
Compress pictures

Task 35: Encrypt the document with the password GMetrix. Mark the document
as final.

(M4 hoa tai liéu véi mat khau 1a GMetrix va danh dau bai trinh chiéu 1a phién
ban cudi cing).

B1: File — Info — Protect presentation — Encrypt with password: Gmetrix
—0OK —

B2: Protect presentation — Mark as final

Task 36: Create a slideshow to only slides 2,3 and 4. Set up the show to be
browsed by an individual.
(Tao 1 slideshow chi c6 slide 2,3 va 4. Thiét lap trinh chiéu & tly chon
browsed by an individual).
Slideshow — Set up slideshow — From: 2-4 — Tick vao “browsed by an
individual” — OK

Task 37: On slide 5, add a row above the top row of the table. Merge the cells, and
enter the text Yearly Spending.

(Trén slide 5, thém 1 dong ¢ bén trén dong trén cung cua bang, gop cac 6 va
nhap noi dung Yearly Spending).

Slide 5 — Nhap vao bang “Seniors” — Layout (¢ table tools) — Insert above
— Merge cells — Center — Nhap ND: Yearly Spending

Task 38: Remove all animations from Slide 2.

(X6a bo tat ca hiéu tng o slide 2).

Slide 2 — Animations — Animation pane — Chon all — Delete (Remove)
Task 39: Change the theme of the slideshow to Slice, and change the slide
orientation to Portrait.
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(Thay d6i chu dé cua bai trinh chiéu thanh Slice va hudng caa bai trinh chiéu
thanh Portrait).
B1: Design — Themes: Slice
B2: Slide size — Custom slide size — Slides: potrait — Mac dinh
Task 40: Convert the bulleted list on slide 6 to a Vertical Block List SmartArt.
(Chuyén ddi danh sach trén slide 6 thanh Vertical Block List SmartArt).
Slide 6 — Click bullet — Home — Convert to smartart: Vertical Block List
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KET LUAN VA KIEN NGHI
1. Két luan

Két qua nghién ctu cua dé tai da xay dung duoc hé théng bai tap thuc
hanh, cé4c bai tap theo chu dé luyén thi MOS PowerPoint 2019 va 04 dé tham
khao v6i 147 cau hoi la cac bai tap thuc hanh va c6 phan goi ¥ cho mbi cau hoi
dé sinh vién biét cach thao tac hoan thanh bai tap gilp cac em lam quen véi dé
thi Microsoft Office Specialist (MOS) vé Microsoft Powerpoint 2019 trén img
dung Gmetrix khi chua c6 diéu kién mua tai khoan Gmetrix.

Noi dung nghién ctru cta dé tai ngoai viéc phuc vu giang day cho sinh
vién truong Pai hoc Hoa Lu thi con 1a ngudn tai liéu dé cac gi4o vién day Tin
hoc trong cac truong Phd théng tham khao khi day cho hoc sinh luyén thi
Microsoft Office Specialist vé Microsoft PowerPoint 2019. Bén canh d6 san
pham cua d¢é tai 12 kho tai liéu phong phl va hitu ich gidp ngudi hoc rén luyén
k¥ nang cac bai thyc hanh dé 1am quen va dat két qua tot hon khi thi cap chimg
chi Microsoft Office Specialist vé Microsoft PowerPoint 2019.

2. Kién nghi

Trung tam Ngoai ngi - Tin hoc, truong Pai hoc Hoa Lu tiép nhan két
qua nghién ctru dé chuyén giao cho giang vién thuoc bo mén Cong nghé thong
tin dung lam tai liéu giang day khi cho sinh vién rén luyén k¥ nang thuc hanh
dé luyén thi Microsoft Office Specialist vé Microsoft PowerPoint 2019.
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