PROJECT 1
Task 1: tao 1 layout méi tén 1a Personalize ma nd c6 khung hinh & bén trai va khung chit & bén phai. Giir cac khung nay & ché
d6 mac dinh, kich c& va vi tri ctia n6 ko lién quan.
HD: View [ Slide Master [ Insert Layout ...
Task 2: sap xép cac tim hinh trén slide 2 theo kiéu cin giita center.
HD: chon cdc tam hinh (nhé bam Ctrl) () Format | Align Center:
Task 3: sap xép lai hiéu ing dong animations ctia nhitng tim hinh trén slide 2 sao cho chung xuét hién timg cai mot tir trén
xudng dudi.
HD: chon cdc tam hinh [ Animation [ Animation Pane [| chon tir hiéu tmg déng cudi cing [ chon Start After Previous
Task 4: trong slide 3 thay d6i mau ciia biéu tugng xe hoi thanh mau xanh blue va vién outline mau vang.
HD: chon biéu tiwgng xe hoi [ Format [1 WordArt Styles ...(biéu twong symbol la 1 ki tw nén ko chon Shape Styles)
Task 5: trong slides 3, thém hiéu ung dong animate cho biéu tugng xe hoi dé né bay tir bén phai (Fly from the right).
HD: chon biéu tiwong xe hoi, vao Animations chon Fly in va Effect Options chon From Right.
Task 6: hay luu bai trinh chiéu nay vao thu muc Documents véi tiéu dé “Presentation” & dang PDF.
HD: chon File U] Save As U1 chon diing thur muc can luu U File name: Presentation, Save as Type: PDF. Khong tick chon
Open file after Publishing
Task 7: cAu hinh lai viéc in dé chi in phﬁn “Introduction”.
HD: File (| Print 1 Settings chon Introduction ché Section.
PROJECT 2
Task 1: thay ddi kich thude cua slide véi do rong 8 inch, chiéu cao 11 inch. Gitt ndi dung vira vén scale content to ensure fit.
HD: Design [ Slide Size [ Custom Slide Size...
Task 2: tao 1 custom slide Show tén 1a “Evaluation” gém cacslide 1,2,3,4,5,7,8,09.
HD: Slide Show [0 Custom Slide Show [ chon cac slide theo yéu cau va dat tén.
Task 3: chi nhung font cho céc ki ty trong bai trinh chiéu nay. Luu bai trinh chiéu.
HD: File [ Options [1 Save [1 Embed fonts in the file...
Task 4: trong slide 4, cai dit audio clip sao cho né tu dong chay autoplay, 4n biéu twong ctia n6 khi trinh chiéu.
HD: chon biéu tuwgng loa U1 Playback [ Start: automatically va Hide during show
Task 5: trong slide 7, ap dung kiéu style Rounded Diagonal Corner, White va hiéu (mg nghé thuat art effect the Plastic Wrap
cho tim anh.
HD: chon tam dnh, Format [) Picture Styles...[| Artistic effects ...
PROJECT 3
Task 1: trong slide 2, di chuyén d6i tuong “Savory delights” to the background.
Hoic trong slide 2, send to back dbi twong “Savory delights”.
HD: chon doi twong “Savory delights”, Format [1 Send Backward [ Send to back.
Task 2: thiét 1ap hiéu ung chuyén trang From Bottom cho tit ca slide.
HD: Transitions [1 Effect Options chon From Bottom réi chon Apply to Al
Task 3: trong slide 10, 4p dung kiéu WordArt Pattern Fill — Dark Purple, Text 2, Dark Upward Diagonal, Hard Shadow — Text
2 cho chit “Savory Delights”.
HD: chon chit “Savory Delights” [1 Format [1 WordArt Styles chon diing kiéu dé yéu cau.
Task 4: di chuyén slide “Caramelles Pecans” dé chén no vao gitra slides “Moka espreso” va “Wonderful wedding”.
HD: nhd’p chu¢t trdi tgi slide “Caramelles Pecans” kéo tha vao dung vi tri
PROJECT 4
Task 1: tai cudi bai trinh chiéu, hdy thém céc slide méi tir outline cua file word tén 1a rest.docx
HD: chon slide cuéi, Home chon new slide [ Slides from outline...
Task 2: chinh sira biéu d6 trén slide 7 thanh kiéu 3D Area chart.
HD: chon biéu d6, Design || Change Chart Type...
Task 3: 4n céc binh ludn comments cta bai trinh chiéu.
HD: Review [ Show Comments [ tit Show Markup.
Task 4: 4p dung the Medium Style 2 — Accent 3 style cho bang & slide 6. Thay doi dé kiéu xen k& (alternating) mau theo cot
chd khong theo dong.
HD: chon bang [ Design [ Table Styles chon diing kiéu [ tit Banded Rows, chon Banded Columns ¢ géc trén bén trdi ciia
thé Design.



PROJECT 5
Task 1: cudi ctia bai trinh chiéu, thém céc slide mai tir file last part.docx trong thu muc Documents.
HD: chon slide cudi, new slides [ slides from outlinel] chon diing tén file.
Task 2: chinh stra Handout Master sao cho chan trang bén trai (the left footer) chira tir “Draft”.
HD: View U Handout Master [J g6 chit Draft vao chdn trang bén trai [ Close Master View.
Task 3: trong slide 8, ap dung kiéu style the Moderate Effect — Blue, Accent 1 cho hinh ddm may.
HD: chon dam may [ Format [ Shape Styles...
Task 4: trong slide 9, xoa cot co tiéu dé “For the initiate”. Thém 2 dong tréng gitra “Willy’s Snacks” va “It’s all good!”
HD: Bé xod cét: chon cdt can xod [ Layout [ Delete Columns. Pé chén dong: Layout [ Insert Abow hodc Insert Below
Task 5: thiét 1ap khoang thoi gian (duration) chuyén trang giita tat ca cac slide 1a 3 gidy va 4m thanh 1a [No sound)]
HD: thé Transitions [ Duration: 3, Sound: No Sound [ Apply to All.
PROJECT 6
Task 1: trong slide 4, cat video sao cho ving hién thi bat dau tir 3.81 cm tir 1 trai.
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HD: chon video trong slide 4, Format [ bam x6 nhém 1énh size [
Task 2: trong slide 5, 4p dung su chuyén dong thanh hinh tron (the circle movement) cho hinh ngbi sao 24 canh.
HD: chon hinh ngéi sao 24 canh [ animations [ more motion paths [ circle [ ok.
Task 3: thém 1 khung (placeholder) media cho layout the Full Screen Media, vi tri ctia né dudi “The title placeholder”. Cin 18
trai va phai triung véi 1& ctia khung tiéu dé.
HD: vao view [ Slide Master [ tim slide tén the Full Screen Media, Insert Placeholder ) Media, vé khung, can chinh trung
Véi Ié trdi 1é phai cia khung tiéu de.
Task 4: nhan d6i slide 12.
HD: chon slide 12 11 Duplicate Slide
Task 5: trong slide 7, chuyén danh sach thanh dang SmartArt Vertical List v6i tim anh (Vertical Picture List).
HD: chon danh sach [ thée Home [1 nhom Paragraph 1 Convert to SmartArt...
PROJECT 7

Task 1: xo4 slide 8 o tiéu dé “Growth by country”.
HD: chon slide 8 [1 Delete trén ban phim.
Task 2: cau hinh céc Iya chon in sao cho in 5 ban cua bai trinh chiéu nay véi 3 slides trén 1 trang. Tat ca cac ban copy cua
trang 1 dugc in trudce trang 2.
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Task 3: trong slide 3, cin 1& doan text ““You mean coffee is that it?”” dimg dau (on the top) ctia hop text box va ap dung hiéu
ung Small Caps.

HD: chon doan text [ thé Home [ nhém Paragraph U Align Text [ Top, bam xé hdp thoai Font [} Small Caps.

Task 4: trong slide 3, gom nhém (group) tat ca cac tim hinh.

HD: thé Home [ Select {1 Selection Pane...[) chon dong thoi 5 picture ) Format [ Group.

Task 5: thay d6i biéu do trén slide 7 thanh kiéu Style 13 va thay d6i mau thanh Color 7 (Monochrome palette 7)




HD: chon biéu d@6 [ Design [ Chart Styles [} Style 13; chon Change Colors [ chon diing mau.



Project 8
Task 1: Tao bd cuc slide méi co tén “School” v&i phan chd hinh anh & bén trai va phan chd vin ban & bén phai. Giif tat ca cac
phan giit chd miac dinh. Vi tri kich thudc cta phan giit chd méi khong quan trong.
Task 2: Sip xép cac hinh anh trén slide 5 sao cho cac hinh anh dugc cin chinh theo kiéu gitra (middles).
Task 3: Sdp xép Animation cua céac hinh anh trén slide 5 sao cho chiing xuat hién (Fade in) ting cai mot tir trai sang phai (Left
to Right).
Task 4: Trén slide 3, tao hiéu tmg cho miii tén dé co6 thé bay tir, phai qua
Task 5: Luu bai thuyét trinh vao thu muc ThuducMOS Templates dudi dang file FDF c6 tén Presentation.
Task 6: Dinh c4u hinh ban trinh bay chi in phan Detail
Task 7: Trén slide 4, thay d6i hinh P4am may thanh hinh Tri tim.

Project 9
Task 1: Thay d6i kich thudc cta ban trinh bay thanh rong 8” (20,32 cm) va cao 117(27,94 cm). Pam béo rang ndi dung phu
hop véi no.
Task 2: Tao trinh chiéu ty chinh c6 tén OnlyShow va chi bao gom Slide 2, 3 va 5
Task 3: Chi nhiing phong chir cho cac ky tu duoc sir dung trong ban trinh bay nay. Luu bai thuyét trinh.
Task 4: Trén trang chiéu 3, nhom anh va tiéu dé ciia no.
Task 5: Trén trang trinh bay 2, dinh c4u hinh clip 4m thanh dé né phat ty dong. An biéu tugng trong khi hién thi.
Task 6: Trén slide 6, &p dung Snip Diagonal Corner, White style va the Pastel Smooth hi¢u rng cho hinh anh.
Task 7: Thém mot phan c6 tén Focus trudc slide 4.
Tast 8: Kiém tra va x6a cac chu thich (annotations) ciing nhur ndi dung ngoai trang (Off-slide content) trinh bay duoc tim thay.

Project 10
Task 1: Trén slide cudi ciing, ap dung hiéu tmg Bevel Angle dén birc tranh
Task 2: Thém mot slide méi giita céc slide 3 va 4 tir Branding.docx nam ¢ floder
Task 3: Ap dung PicLayout b cuc cho trang trinh bay thir tim
Task 4: Trén slide 7, di chuyén hinh anh McDonalds ra phia trudc.
Task 5: Trén slide 2 dudi tiéu d¢& Food Marketing Facts thay d6i dinh dang cta danh sach thanh danh sach hai cot.
Task 6: Dat hiéu tmg Chuyén tiép tir trai sang toan bd slide.
Task 7: Trén slide 1, ap dung kiéu WordArt Pattern Fill — Dark Green, Accent 1,50%, Hard Shadow — Accent 1 cho vin
ban The Art and Science of Junk-Food Marketing.
Task 8: Di chuyén Why Brand? Slide vao giita Title va Food Marketing Facts slides

Project 11
Task 1: Phin cudi bai thuyét trinh, thém cac slide tir dan y Strategic.docx
Task 2: Trén slide 2, tao Hyperlink cho cAu More information dé truy cip nhanh vao trang web https:/www.pepsico.com
Task 3: An nhan xét trong ban trinh bay.
Task 4: Ap dung Medium Style 3 — Accent 4 vio bang trén slide 4. Stra ddi bang sao cho cac cot va hang khong phan biét
mau (khong cd mau xen k).
Task 5: Thay d6i biéu db trén slide 5 thanh biéu db 3-D Clustered Column.
Task 6: Trén slide 6, tao hiéu tmg cho mdi doan vin ban theo kiéu Wipe, tr trai sang phai (from left) sau khi nh?ip chuot.

Project 12
Task 1: Thay d6i Handout Master dé chan trang bén trai chira vin ban “BT Sport”.
Task 2: Trén slide 7, 4p dung Moderate Effect-Red, Accent 2 cho hinh Pam may.
Task 3: Trén slide 4, x6a cot c6 tiéu d& 000’s. Thém hai hang trong gitta MOTOGP va UEFA EUROPA LEAGUE.
Task 4: Dit thoi lugng cua tat ca cac chuyén tiép trang chiéu thanh 3 gidy va am thanh thanh [No sound].
Task 5: Trén trang trinh bay cudi cung, thém mot Pyramid List biéu do théng minh. Nhap vin ban tir trén xubng dudi BT
SPORT EUROPE HD, BT SPORT 1 HD, BT SPORT 2 HD and ESPN BT HD. Ap dung phong cich Cartoon
Task 6: Cu hinh ban trinh bay in Note Pages cho tt ca céc slide.
Task7: C4u hinh video trén slide 6 dé bt du tai 00:00.200 va két thic tai 00:00.800



Project 13
Task 1: Trén trang trinh bay 6, Cit video sao cho ving hién thi 1a 2”(5,08 cm) tao thanh 1& trai va ciing cit chiéu rong thanh
3,57(8,89 cm).
Task 2: Trén silde cubi cing, 4p dung chuyén dong Circle cho Wave
Task 3: Thém trinh giit chd Phuong tién vao bd cuc Phuong tién. Bat né bén dudi phén gitr chd tiéu dé. Can chinh 1é trai va 18
phai véi 1& ciia phan giir chd tiéu dé.
Task 4: Sao chép slide 11
Task 5: Trén silde 11, chuyén d6i danh sach thanh Vertical Picture Accent List biéu d6 thong minh
Task 6: Ap dung chu dé Office va Arial phong chir cho Slide Master.
Task 6: Stra ddi kiéu dau diu dong cua cap do dau tién trong ndi dung Silde Master bang cach sir dung Check.jpg

Project 14

Task 1: Xoéa trang 8.
Task 2: Dinh cau hinh cic tily chon in dé Print 5 copies ctia bai thuyét trinh véi 3 slide mdi trang. Tat ca cac ban sao ciia trang
dau tién phai duoc in trudc trang thir hai.
Task 3: Trén slide 8, cin chinh text Exercise is Medicine... should take it! D& Top cua hop vin ban va 4p dung hiéu tmg
Small caps
Task 4: Trén trang cudi cing, Nhom tat ca cac hinh anh.
Task 5: Chén 161 binh, Cap nhat vao biéu do trén slide 6.
Task 6: Thém chan trang chita van ban EIM chi trén silde 10
Task 7: Trén slide 9, chén video “EIM.MP4”, nam trong thu muc. Dinh vi video3” (7,62 cm). Tir goc trén cling bén trai, theo
chiéu doc va chiéu ngang.
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