Objective 3. Insert tables, charts, SmartArt, and media

3.1. Insert and format tables

- Create a table

- Insert and delete table rows and columns
- Apply table styles

- Import a table

Open the PowerPoint 3-1a presentation, and do the following:

# | Task Yéu cau
21. | Display slide 2: Chon slide 2, va thwc hién:

a. Insert a table that has three columns and four rows. b. a. Chén bang gébm 3 cot, 4 dong.

In the top row of the table, enter Task, Minutes/Day, and | b. Trén dong dau tién cla bang nhap, Task,

Hours Saved/Week. Minutes/Day, va Hours Saved/Week.

c. Enter the following in the cells of the Task column: c. Nhap vao cac 6 trong c6t Task: Paper documents,
Paper documents, Email, and Calendar. Email, va Calendar.

d. Insert a new row at the top of the table, and merge all | d. Chén dong méi vao dau bang va tron cac 6 nay. Trong
the cells in the row. In the merged cell, enter and 6 trén nhép va can gilra (center) ndi dung Effect of
center the title Effect of Focused Activity. Focused Activity.

e. In the table, turn off Banded Rows formatting, and | e. Trong bang, tat dinh dang Banded Rows, va bat First
turn on First Column formatting. Then apply the Column. Sau do, ap dung style bang Medium Style 2
Medium Style 2 - Accent 2 style to the table, and - Accent 2, ap dung dudng vién bao quanh toan bo
apply a border around the entire table. bang.

22. | Display slide 3 and do the following:

a. Embed the worksheet from the PowerPoint_3-1b
workbook on the slide.

b. Enlarge the worksheet object so that it fills the

Chon slide 3 va thwc hién:
a. Nhang bang tinh PowerPoint_3-1b vao slide.

b. Kéo réng trang tinh sao cho vira vao vung tréng
trén slide




available space on the slide.

3.2. Insert and format charts

- Create a chart

— Import a chart

- Change the Chart Type

- Add a legend to a chart

- Change the chart style of a chart
Open the PowerPoint 3-2a presentation,

# | Task Yéu cau
23. | Display slide 1, and do the following: Chon slide 1, va thyc hién:

a. Use copy and paste the data from cells A3:C9 of the | a. S& dung dir liéu trong vung A3:C9 cua bang tinh
worksheet in the PowerPoint_3-2b workbook to PowerPoint_3-2b dé tao biéu dd Clustered Column
create a Clustered Column chart. (co thé copy/paste hoac nhap dir liéu cta vung A3:C9

b. Change the Average data point for Brushing Teeth to khi tao di¥ liéu cho biéu do)

4 and the Conservative data point to 2. b. Thay ddi gia trj trung binh cia Brushing Teeth thanh

c. Change the chart type to Stacked Line With Markers. 4 va Conservative thanh 2.

d. Apply Quick Layout 3. c. Thay déi kiéu biéu dd thanh Stacked Line With

e. Set the chart title to Water Consumption (Gallons). Markers.

d. Ap dung Layout 3.
e. Thiét lap tiéu dé cla biéu dd |a Water Consumption
(Gallons).
24. | Display slide 2 and do the following: Switch the rows and | Trén slide 2 thuwc hién: Chuyén dong va cot sao cho cac
columns so that the columns are clustered by month cOt sé theo thang va chu giai la cac gia tri Minimum,
and the legend identifies the Minimum, Average, and Average, va Maximum.
Maximum series.




25.

Display slide 3 and do the following:

a. Apply Style 7 to the entire chart.

b. Select the chart area, and apply the Intense Effect —
Orange, Accent 6 shape style.

c. Select the chart title, and apply the Fill: White;
Outline: Green, Accent color 1; Glow: Green,
Accent color 1 WordArt Quick Style.

d. For each pie slice, explode the data points in the chart
by 20 percent. Then set the angle of the first slice at
200.

e. Change the chart legend position from Bottom to
Right.

Trong slide 3 thwc hién:

a. Ap dung Style 7 cho biéu db.

b. Chon chart area, va ap dung shape style Intense
Effect — Orange, Accent 6

c. Chon chart title, va ap dung WordArt Style Fill: White;
Outline: Green, Accent color 1; Glow: Green,
Accent color 1.

d. V&i méi manh clha biéu dd tron, tach rdi cac manh
(explode) 20%. Sau d6 chinh géc quay ctia manh du
tién (first slice) tai vi tri 200°.

e. Thay ddi vi tri chu gidi (legend) t» Bottom thanh
Right.




3.3. Insert and format SmartArt graphics

- Create SmartArt graphics

- Convert lists to SmartArt graphics

- Add shapes to SmartArt graphics

- Reorder shapes in SmartArt graphics
- Change the color of SmartArt graphics

Open the PowerPoint 3-3 presentation,

# | Task Yéu cau
26. | Display slide 3, and do the following: Trong slide 3, thwc hién theo yéu cau:
a. Insert a Half Circle Organization Chart SmartArt a. Chén SmartArt Half Circle Organization Chart.
graphic. b. Tai vj tri dau tién nhap tén ban
b. In the manager’s position at the top of the organization Nhap Joan la trg' ly ctiia ban (assistant)
chart, enter your name. Nhap Jaime, Kathy, va Susie la ba nhan vién Xoéa
Enter Joan as your assistant. tro' ly ciia ban va chuyén Joan thanh tro' ly cla
Enter Jaime, Kathy, and Susie as the three Susie
employees. c. Thay d6i mau ctia SmartArt thanh Colored Outline —
Delete your assistant from the organization chart, and Accent 1
then add Joan as an assistant to Susie. d. Ap dung Themes Frame cho bai trinh chiéu
c. Change the color scheme of the organization chart to
Colored Outline — Accent 1 (in the Accent 1 section). d.
Apply Frame themes to presentation
27. | Display slide 4 and do the following: Chon slide 4 va thwc hién:

a. Convert the bulleted list to a Continuous Block
Process SmartArt graphic.

b. Change the layout to Basic Venn (in the Relationship
category).

c. Change the style to Polished (in the 3-D section).

a. Chuyén danh sach hoa thj thanh SmartArt
Continuous Block Process

b. Thay dbi sang bé cuc Basic Venn (trong nhém
Relationship)
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d. Change the colors to Colorful — Accent Colors (in the
Colorful section).

e. Change theme Frame to presentation, and then apply
the Fill: Black, Text color 1; Shadow WordArt style
to the diagram text.

f. Select the Administration & Human Resources
shape and change its fill color to Dark Red

c. Thay déi style cia SmartArt thanh Polished (trong
nhom 3-D)

d. Thay déi mau thanh Colorful — Accent Colors (nhém
Colorful).

e. Ap dung WordArt style Fill: Black, Text color 1;
Shadow.

f. Chon hinh Administration & Human Resources va
thay d6i mau nén thanh Dark Red




3.4. Insert and manage media

- Insert audio and video clips

- Configure media playback options
— Adjust media window size

- Set the video start and stop time
- Set media timing options

Open the PowerPoint 3-4a presentation and do the following:

# | Task Yéu cau
28. | On slide 1, insert the PowerPoint_3-4b audio clip from | Trong slide 1, chén doan nhac PowerPoint_3-4b. Doan
the practice file folder. The audio clip is 2 minutes in | nhac dai 2 phut.
length. Thiét 1ap tuy chon playback sao cho doan nhac chay nén
Configure the audio playback options to play the audio cho bai trinh chiéu.
clip as a soundtrack to the presentation.
29. | Onslide 2, Trong slide 2,

a. Insert the PowerPoint_3-4c video clip from the
practice file folder. The video clip is 2 minutes, 40
seconds in length.

a. Chén doan phim PowerPoint_3-4c. Doan phim dai 2
phut 40 giay.

b. C4t doan phim con 1 phut, bat dau chay tir giay th
25.
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b. Trim the video to 1 minute, starting 25 seconds into the
original clip.

c. Configure the video to start automatically when the
slide appears, and to fade out over the last 5 seconds
of the video.

d. Mute the sound of the video so that it does not
compete with the audio soundtrack. Set the video
frame style to Rotated, White.

e. Resize the video frame to 6.0” wide and maintain the
original aspect ratio.

f. Center the video frame horizontally and align it with the
bottom of the slide title.

g. Test the soundtrack and video by playing the slide
show.

c. Thiét 1ap doan phim tw déng chay khi slide xuat hién
va voi thoi gian fade out 5 giay.

d. Tat am thanh clGa doan phim dé khéng xung dot véi
am thanh cla doan nhac nén, v&i frame style
Rotated, White

e. Thay déi kich thuwéc ciia doan phim réng 6” va gity
nguyén ty 1& khung.

f. Can doan phim & giira slide theo chiéu ngang va dat
duai tiéu dé slide

g. Kiém tra nhac nén va doan phim bang céch trinh chiéu
bai.




