Tu Duy Thuyét Trinh Chuyén
Nghiép

X4y Dung Ciu Tric Bai Thuyét
Trinh

Thiét Ké Slide T6i Gian

Thiét Ké Slide Bao Cao S6 Liéu
Chuyén Nghiép

Tao Template Doanh Nghié¢p
Riéng

Ky Thuit Animation Chuyén
Nghiép

Thiét Ké Slide Theo Muc Pich
Cong Viéc

Thue Hanh Du An Thue Té

Bai Thi Cuéi Khéa
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TIN HOC SAO VIET

1) Van dé:
Trong mdi trudng doanh nghiép, nhiéu ngudi van thiét ké PowerPoint
theo cach co ban, thiéu cau tric rd rang va khoé truyén tai thong tin
hi¢u qua.

2) Sau khi hoc xong:
Xay dung cau trac trinh chiéu logic, thiét ké slide chuyén nghiép,
trinh bay s0 liéu rd.rang va tao bd slide hoan chinh phuc vu cong
viéc.

> Bach Xudn Hién Y093 11 44 858 (P Tinhocsaoviet.com Trang 2



CHUONG I: TU DUY TRINH CHIEU CHUYEN NGHIEP

I. Muc Dich Nghién Ciru
II. Noi Dung Nghién Ciru
Bai 1: Slide Doanh Nghiép Khac Slide Hoc Tap Nhu Thé Nao?
Bai 2: Nguyén Tac 1 Slide — 1 Théng Diép
o Bai 3: Storytelling Trong Trinh Chiéu Van Phong

TIN HOC SAO VIET > Bach Xudn Hién 27093 11 44 858 (P Tinhocsaoviet.com Trang 3
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TIN HOC SAO VIET

1) Vén deé:
Nhiéu nguoi lam slide nhiéu chit, thiéu trong tam va chua biét xay
dung ndi dung logic.

2) Sau khi hoc xong:

Hiéu sy khac nhau gitra slide hoc tap va doanh nghiép, ap dung
nguyén tac 1 slide = h.thong diép va storytelling.

> Bach Xuan Hién

25093 11 44 858

(P Tinhocsaoviet.com
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Bai 1: Slide Doanh Nghiép Khac Slide Hoc Tap Nhu Thé Nao? /ﬁ\?\

So sanh Slide Hoc tap voi Doanh nghiép

Slide hoc tip: V CSLIDE HOC TAP VS SLIDE DOANH NGHIEP)
> Trinh bai nhiéu chir,

SU KHAC BIET TRONG PHONG CACH VA MUC DIiCH THIET KE

—(_supeEHocTAP ) N —( SLIDE DOANH NGHIEP J— i}

néi dung gidng ghi
chép bai hoc.

Slide doanh nghiép:

Thu xoat trée trum

» Minh hoa y tudng,

quy trinh, so do, so

licu thuc té.

Phong cdch infographic doanh nghiép, téi gian, chuyén nghiép, phu hop tai liéu dao tao tin hoc van phong. ‘/A/(SAO VIET
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’ D
Bai 2: Nguyén Tac 1 Slide — 1 Thong Diép {ﬁ\\@
MGoi slide chi nén truyén tai mot y chinh. Diéu nay giup ngudi xem hicu ndi dung nhanh
va dé theo ddi bai thuyét trinh.

Phan biét cach trinh bay néi dung hiéu qua

SLIDE CHUA TOT )ﬁ /—CSLIDE DUNG - 1 SLIDE 1 THONG DlE)ﬂ g

DOANH THU

TANG 20% NHAN sy ./.\V
|I|metnc lll l 1' 4"1'

MO THEM 3 CHI NHANH _"
STl ou! RAd treen TANG NHAN sy

I||||I|||| /;‘/

Ha Ngi TPHCM  DaNing

DAO TAO POWERPOINT: SO SANH “SLIDE CHUA TOT” VA
“SLIDE DUNG THEO NGUYEN TAC 1 SLIDE - 1 THONG DPIEP”

« Quanhiéu
théng tin

% SAO VIET

Phong cdch infographic doanh nghiép, téi gian, chuyén nghiép, phu hdp tai liéu dao tao tin hoc van phong.

TIN HOC SAO VIET > Bach Xudn Hién Y093 11 44 858 (P Tinhocsaoviet.com Trang 6



. D
Bai 3: Storytelling Trong Trinh Chiéu Van Phong /ﬁ\\@\

1. Khai niém Storytelling: Storytelling 1 cach sap xép ndi dung thuyét trinh theo mot
cau chuyén co trinh tu r0 rang
- Piéu nay gitip ngudi nghe dé hicu va dé theo ddi ndi dung trinh bay.
2. Cau triic Storytelling:
Mot bai thuyét trinh thuwong c6 3 phan:
» Mo dau: Gi6i thiu van dé
» NOi dung chinh: Phan tich va dua ra giai phap

» Két luan: Tém tat va nhan manh thong di¢p chinh

TIN HOC SAO VIET > Bach Xudn Hién Y093 11 44 858 (P Tinhocsaoviet.com Trang 7



3. Vi du minh hoa:

Trinh bay khéng cé storytelling khién noi dung roi rac va khé theo ddi, trong khi

oy

P
o

trinh bay c6 storytelling gitp cac slide lién két logic va nguoi nghe dé hiéu hon.

@ TRINH BAY
CO CAU CHUYEN

TIN HOC SAO VIET

TRINH BAY
KHONG CO CAU CHUYEN

e) i=| poanh thu

fall] quy!

21172777

. Chi phj
> Marketing

4

S8 lugng
khach hang méi

nam tégi

7

A
)Sy Tin Hoc Sao Viét

> Bach Xuan Hién

e

ks

Tinh hinh
doanh thu
quy |

Wi

Y4

Si Nguyén nhan
722 doanh thu chua
o@ dat muc tiéu

Y4

Wi

P

Giai phap
marketing
thu hat
khach hang

s

Q K& hoach
==  trién khai
iEg thaoi gian tai

25093 11 44 858
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2>y ||
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CHUONG II: XAY DUNG CAU TRUC BAI THUYET TRINH

I. Muc Dich Nghién Ciru
II. Noi Dung Nghién Ciru
Bai 4: Cau Trtc 3 Phan Chuan Doanh Nghiép
Bai 5: Thiét Ké Slide M¢ Pau An Tuong
O Bai 6: Slide Két Thuc Va Kéu Goi'Hanh Pong

TIN HOC SAO VIET > Bach Xudn Hién 27093 11 44 858 (P Tinhocsaoviet.com Trang 9
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TIN HOC SAO VIET

1) Vén deé:
Nhicu bai thuyét trinh thi€u cau tric ro rang, ndi dung lan man khién
nguo1 nghe kho theo doi.

2) Sau khi hoc xong:

Biét xdy dung cau trac thuyét trinh 3 phan rd rang, thiét ké slide mo

dau thu hat va két thiic ¢6 thong diép.

> Bach Xuan Hién

25093 11 44 858

(P Tinhocsaoviet.com
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Bai 4: Cau Truc 3 Phan Chuan Doanh Nghié¢p /ﬁ\ﬁx\

Trong mdi truong doanh nghiép, mot bai trinh chiéu thuong duoc xdy dung theo 3 phan
chinh:
Mé dau — Noi dung chinh — Két luan
Cdu triic nay gitip nguoi nghe:
> Hiéu dugc muc tiéu ciia bai trinh bay
» Theo doi ndi dung mdt cach logic

» Nam dugc két luan va hudng hanh dong

TIN HOC SAO VIET > Bach Xuadn Hién 25093 11 44 858 (P Tinhocsaoviet.com Trang 11



1. Phan Mé Pau (Introduction)

Phan m& dau giup giéi thiéu chii dé va muc tiéu cta bai thuyét trinh.

Néi dung thwong gom:
> Giéi thidu chu dé
> Neéu van dé hoic bdi canh
» Trinh bay muc ti€u cua bai trinh bay

Vidu:
Chu dé: Bao cao két qua kinh doanh quy I
Muc tiéu: Phan tich tinh hinh doanh thu va dé xuét ké hoach cho quy IL.

TIN HOC SAO VIET > Bach Xuadn Hién 25093 11 44 858 (P Tinhocsaoviet.com Trang 12



2. Phian Noi Dung Chinh (Main Content)

Pay 1a phan quan trong nhat cua bai trinh bay.
Néi dung thwong gom:
> S0 liéu va thong tin quan trong
» Phan tich dir liéu
» Céc van dé can cai thién
Trong PowerPoint doanh nghiép, phan nay thuong sir dung:
> Bicu do
» Hinh minh hoa
» Infographic

¢ Tu do giap nguot xem hiéu nhanh thong tin.
TIN HOC SAO VIET > Bach Xudn Hién 25093 11 44 858 (P Tinhocsaoviet.com
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3. Phan Két Luin (Conclusion) N
Phan két luan giup téom tit ndi dung chinh va dwa ra dinh hwéng tiép theo.
Néi dung thwong gom:
> Toém tat cac diém quan trong
> Nhan manh thong diép chinh
> Pé xuit hanh dong hoac ké hoach
Vidu:
Doanh thu quy I ¢6 xu hudng tang trudng.

Dé xuat trién khai chién lugc marketing méi trong quy II.

TIN HOC SAO VIET > Bach Xuadn Hién 25093 11 44 858 (P Tinhocsaoviet.com Trang 14



4. Hinh Anh Minh Hoa

&

@ BAO CAO KET QUA

KINH DOANH
QUY 3/2024
T

queessatien

slide 1: Tiéu dé bao cao

(¥ 1. Banh gid higu sust.
» [ 2. Xéc dinh co hoi tang trudng.

[ 8. Xéc dinh than gial nam.

[ 4.Bdng cong tén bén.

PHAN MG PAU ~

Slide 2: Myc tiéu cta bai trinh bay

Slide 2: Myc tiéu cua bai trinh bay )

Slide 3: Tong quan két qua kinh doanh

- & 8

o +10%  +10% +5%
& +20%

Tigiugn  Tanghubng  Kndchhiogmé
8.
il I I 8,05 il
Slide 3: Tong quan két qua kinh doanh

Slide 4: Doanh thu theo thang

$
BE
LU - B < I 73

B Te T3

=

PHAN NOI DUNG CHiNH

Slide 4: Doanh thu theo thang

N

Slide 5: Phan tich ngudn khach hang

35% . :
Tryctiép @ ?ue?
I @O -
Mang xé hoi ” -
"~ Gidi thigu

Slide 5: Phan tich nguon khach hang )

=
=

TIN HOC SAO VIET

Slide 6: Van d& can cai thién

K&
7 Q

Slide 6: Van deé can cai thién

1. Chi phi vén hanh cao.
2. Quy trinh chua t6i uu.
3. Chu phi nilin van cao.
4. Chu srinh cho ndi cao.
5. Quy trinh hodi uu.

> Bach Xuan Hién

PHAN KET LUAN

Slide 7: Giai phap d@é xuat
Y 1. Ty diing héa quy trinh.
2. Ning c&p hé thing CRM.

@ 4. Néng c&p hé tha 5
\@7 ir.l.ngcp théing CRM.

3. Ty djing hda quy trinn tiinh.

Slide 7: Giai phap de xuat

25093 11 44 858

T
Slide 8: Két luén
1. Higu sust tét, can tap trung tdi wu chi phl.
2. C4c gidi phép hda hen tang trudng.
3. C4c gii phép hda hen tang trudng.
4. Céc céi phap t6t van tang tang.
Slide 8: Két luan J

(P Tinhocsaoviet.com

Trang 15



Bai 5: Thiét Ké Slide M& DAu An Tugng e

1. Cong thirc mé dau slide:
Van dé — Chung ta s& lam gi — Noi dung gom nhiing gi
1] 2] ©
2. Vi du minh hoa:
Vi du thuyét trinh vé bdo cdo kinh doanh quy I:
Trong quy I, doanh thu ctia cong ty c6 nhiéu thay doi so voi ké hoach ban dau.
Budi trinh bay hom nay s& phan tich két qua kinh doanh va dé xuat hudng cai thién.

Noi dung chinh goém: tinh hinh doanh thu, nguyén nhan va ké hoach trong quy tiép theo.

TIN HOC SAO VIET > Bach Xudn Hién Y093 11 44 858 (P Tinhocsaoviet.com Trang 16



3. Cau truc Slide mé dau (Goi y)

Tiéu dé: Bao Cao Két Qua Kinh Doanh Quy I
Noi dung:
> Tong quan két qua kinh doanh
> Phan tich cac van dé chinhi

> Dé xuit ké hoach cai thién

TIN HOC SAO VIET >s Bach Xudn Hién 25093 11 44 858

(P Tinhocsaoviet.com
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Bai 6: Slide Két Thiic Va Kéu Goi Hanh Pong

1. Cong thirc két thuc slide:

Toém tat — Thong diép — Hanh dong
2. Vi du minh hoa: o 2 ©

Vi du bai thuyét trinh vé ké hoach marketing:
Doanh thu quy I chua dat muc tiéu
Can mé rong thém kénh quang céo
Marketing online can duoc ting cuong
Chién lugc marketing can dugc diéu chinh dé tang truong khach hang.
Pé xuat trién khai ké hoach marketing méi tir quy 1L

TIN HOC SAO VIET > Bach Xudn Hién 25093 11 44 858 (P Tinhocsaoviet.com

Trang 18
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3. Cau truc Slide két thuc (Goi y) /ﬁ\

Két thie: Bao Cao Két Qua Kinh Doanh Quy I
Toém tat néi dung:
» Doanh thu quy I chua dat muc ti€u
> Can mo rong thém kénh quang cao
> Marketing online can duoc tang cuong
Thong diep chinh:
> Chién lugc marketing can dugc dicu chinh dé ting truong khach hang.
Kéu goi hanh dong:

> Dé xuat trién khai ké hoach marketing méi tir quy 1L

TIN HOC SAO VIET > Bach Xudn Hién Y093 11 44 858 (P Tinhocsaoviet.com Trang 19



CHUONG III: THIET KE SLIDE TOI GIAN

I. Muc Dich Nghién Ciru
II. Noi Dung Nghién Ciru

Bai 7: Nguyén Tac Khoang Trang (White Space)
Bai 8: Can Chinh Theo Ludi (Grid System)

TIN HOC SAO VIET > Bach Xuan Hién Y093 11 44 858 (P Tinhocsaoviet.com Trang 20
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TIN HOC SAO VIET

1) Van dé:
Nhiéu slide trinh bay r61 mat, thiéu khoang trang va bo cuc hop 1y
khién no1 dung kho doc.

2) Sau khi hoc xong:

Ap dung tu duy thiét ké toi gian, sir dung khoang trang hop 1y va cin
chinh bo cuc theo Grid System.

> Bach Xuan Hién

25093 11 44 858

(P Tinhocsaoviet.com
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Bai 7: Nguyén Tac Khoang Trang (White Space) /ﬁ\\@\

Khoang trang (White Space) la phan khéng gian tréng xung quanh ndi dung trong slide
nhu:

> Khoang trong gitta cac doan chir

> Khoang trong xung quanh hinh*énh

> Khoang trong gifta cac phan noi dung

¢~ Khoang trang gitip ndi dung dé nhin, d& doc va noi bat hon.

TIN HOC SAO VIET > Bach Xuadn Hién 25093 11 44 858 (P Tinhocsaoviet.com Trang 22



1. Khoéng Trong Giira Cac Poan Chir

nguoi doc dé theo ddi va khong bi réi mat khi doc nhiéu chir.

KHOANG TRONG GIU’A CAC POAN CHU

Trwéce khi siv dung khoang trang

Sau khi str dung khoang trang

Khéa hoc PowerPomt tai Trung Tam Tin Hoc Sao Vlet
gitip hoc vién thiét ké sllde chuyén nghiép, trinh bay ndi

%’13% © raB%wSr%‘}ﬂ? r1l?'un8uT%l|4r§flTn Hoc Sao Viét
gitp hoc vién thlét ké sllde chuyén nghlép, trinh bay ndi

%Eg 'i? ré wer 0| ttrmll? Su'l’%m Tin Hoc Sao Viét
gitip hoc vién thiét ké sllde chuyén nghiép, trinh bay ndi

%Ug rt?o?B%wer (",‘ ?tttarll rumguT%m Tin Hoc Sao Viét

gitip hoc vién thiét ké sllde chuyén nghlep. trinh bay ni
dung ré rang va thuyét trinh hiéu qua.

e

X

ol

Khda hoc PowerPoint tai Trung Tam Tin Hoc Sao Vlet gitp
hoc vién thiét ke slide chuyén nghlep trinh bay ndi dung
rd rang va thuyét trinh hiéu qua.

Khéa hoc PowerPomt tai Trung Tam Tin Hoc Sao Viét gilip
hoc vién thiét ké slide chuyén nghiép, trinh bay noi dung
rd rang va thuyét trinh hiéu qua.

Khéa hoc PowerPomt tai Trung Tam Tin Hoc Sao Viét g|up
hoc vién thiét ké slide chuyen nghiép, trinh bay ndi dung rd
rang va thuyét trinh hiéu qua. 0

Trwéc khi str dung khoang tring

I T
TIN HOC SAO VIET

=

Sau khi str dung khoang trang

> Bach Xuan Hién

25093 11 44 858 (P Tinhocsaoviet.com
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A

Khoang tréng gitta cac doan van giup tach cac ¥ khac nhau trong nodi dung. Nho dé
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2. Khoang Trong Xung Quanh Hinh Anh

oy

P
o

Hinh anh can c6 khoang trong xung quanh dé khong bi dinh véi chit hodc cac ndi dung

khac.

TIN HOC SAO VIET

)QS KHOANG TR‘(’)'NG,
XUNG QUANH HINH ANH

:> Sau khi st dung
khoang trang

7

@=| Trudc khi st dung
khoang trang

>

Khda hoc PowerPoint
tai Trung Tam Tin Hoc
Sao Viét giup hoc
vién thiét ké slide
chuyén nghiép, trinh
bay néi dung r6 rang
thuyét trinh hiéu qua.

Khéa hoc PowerPoint
tai Trung Tam Tin Hoc

Sao Viét giup hoc |
vién thiét ké slide
chuyén nghiép, trinh
bay néi dung r6 rang
va thuyét trinh hiéu
qua.

Khéa hoc PowerPoint tai Trung
Tam Tin Hoc Sao Viét gitp hoc
vién thiét ké slide chuyén
nghiép, trinh bay ndi dung ré

rang va thuyét trinh hiéu qua.
thuyét trinh

»T

Trung Tam Tin Hoc Sao Viét

Khéa hoc PowerPoint tai
Trung Tam Tin Hoc Sao
Viét gitp hoc vién thiét ké
slide chuyén nghiép, trinh
bay néi dung ré rang va

higuqua.
i
%
&

> Bach Xudn Hién 25093 11 44 858
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3. Khoang Trong Giita Cac Phan Noi Dung

Khoang trong gitra cac phan ndi dung gitup phan chia bo cuc rd rang nhu: Ti€u d€, ndi

dung, hinh anh, danh séch....

TIN HOC SAO VIET

& , L
‘ o KHOANG TRONG GIUA CAC PHAN NOI DUNG

-

Trudc khi st dung khoang trang

B

Sau khi str dung khoang trang

THIET KE SLIDE TRUYEN THONG

Ni dung
D e don nén

khoang trang. Moi thir duoc nhGi nhét lai voi 9 5 b

>
ol [f;]

nhau. Khdng c6 chd dé mat ngudi xem c6 thé Y.

nghi ngoi. Diéu nay lam cho slide trg nén -

1 xgn va khdng higu qué trong viéc truyén P |

tai thong tin. Khan gid sé cam thay mét moi !

khi phai c8 géng doc. Thiét ké nay thiéu Thiéu

« B3 cuc Ign xdn, khé hiéu

« Théng tin don nén, chdng chéo
« Hinh anh nho, khdng rd rang

« Mét ngudi xem mét moi

Dudi day la vi dy vé mét slide khdng c6

cl;uyén nghiéTp. Tranh nhiing slide nhu the khoéng m‘)'ng mot hgiu(huyénrinh higu qué.
nay. T R ?
I A} ]

SUC MANH CUA KHOANG TRANG

@ +/ B6 cuc rd rang, can doi

9 +/ Tap trung sy chd y vao ndi dung chinh
0 + Tang tinh thdm my va chuyén nghiép
@) v Khan gia dé dang tiép nhan

Khoa hoc PowerPoint gitip hoc vién thiét ké slide rd rang,
b cuc hop Iy va trinh by ndi dung chuyin nghiép, SU
dun% khoandg trang thong minh gidp slide tro nén (hnén%
thu hat va dé theo doi hon. Khoang trang khong phai

khbn?‘ gian trng, ma |a yéu td thiet ké dguan trong. N6
dioh hinh b6 cyc. tao su can bang va dinh hutng anh

mét ngudi xem dén nhang diém quan trong. Kt qua I3

\ o~
Thiéu

\
x Noi dung don nén x khoéng trong

Khoang trang B cuc
/ 10 rang « chuyén nghiép

/
-

> Bach Xuan Hién
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Bii 8: Ciin Chinh Theo Luéi (Grid System) B

Grid System (hé thong luéi) 1a cach chia slide thanh cac duong ludi hodc cot dé gitp cin
chinh cac d6i tuong trén slide mot cach thang hang va can doi.
Nho hé thong lwdi, cdc phan ndi dung nhue:
> Tiéudé
» Van ban
» Hinh anh
> Biéudo

- Tt d6 duoc sap xép gon gang va co trat tu.
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1. Cac Bat Grid System Hé Thong Luéi

Vao thé View — Tai nhom Show — Tich chon Gridlines va Guides

&

File Home  Insert  Draw Design  Transitions
[~] Ruler

Normal| Outline  Slide  Motes Reading
View Sorter Page  View

e

Slide Handout Motes ] Gridlines
Master Master Master | [«] Guides
Presentation Views IMaster Views

Animations Slide shg

MNotes

Show

Str dung Grid System gitp bo cuc slide can doi va thang hang, dé nhin, d& theo

g101, va chuyén nghi¢p hon.

TIN HOC SAO VIET > Bach Xudn Hién

L]

=

TIN HOC SAQ VIET

Bach Xudn Hién 093 1144858

(P Tinfiocsaoviet.com
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2. Hinh Anh Minh Hoa

CAN CHINH THEO LUGI (GRID SYSTEM)

_Trudc khi st dung Grid System
=\
@\ .
L A\ 'KHOA HOC Trink by
V POWERPOINT d& nhi:y D
. . e slide S
"'\»“e‘ ke shi o P
chuyén nghlsh BG& cuc e ¢ m
o rang
®.,. .
Trinh bay
dé nhin | |
Trudc khi st dung
Grid System

>

KHOA HOC POWERPOINT 9

@ Thiét ké slide chuyén nghiégp = S
I

gga B& cuc rd rang

Sau khi st dung Grid System >

'v"f";v: Trinh bay dé nhin

Sau khi st dung
Grid System

Str dung Grid System giup bo cuc slide can ddi va thang hang, d& nhin, dé theo

g101, va chuyén nghi¢p hon.

TIN HOC SAO VIET

> Bach Xuan Hién
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CHUONG IV: THIET KE SLIDE BAO CAO SO LIEU CHUYEN NGHIEP

I. Muc Dich Nghién Ciru
II. Noi Dung Nghién Ciru

Bai 9: Thiét Ké Slide KPI — Dashboard
Bai 10: Bién Bang S6 Liéu Thanh'Slide Dé Hicu

TIN HOC SAO VIET > Bach Xuan Hién Y093 11 44 858 (P Tinhocsaoviet.com Trang 29



P 1) Vén dé:

e Nhiéu bao cdo sb liéu trinh bay phirc tap, khé hiéu va khong lam noi
@ bat thong tin quan trong.
2) Sau khi hoc xong:
MUC Biét trinh bay so6 li¢u 10 rang, thiét ké KPI — Dashboard va chuyén
, bang dir li¢u thanh slide truc quan
PICH
BAI
HQC
-/
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Bai 9: Thiét Ké Slide KPI — Dashboard

_
A

> KPI (Key Performance Indicator) 1 cac chi so do lwong hiéu qua cong viéc ciia mot

bod phan hodc doanh nghiép.

» Dashboard la cach trinh bay cac chi s6 KPI dudi dang truc quan trén mot slide dé

nguol xem co thé nhanh chong hiéu duoc tinh hinh hoat dong.

Dashboard thuong su dung:
Q Biéu do
0 S0 liéu noi bat
Q Biéu twong minh hoa

Q Mau sac phan loai

TIN HOC SAO VIET > Bach Xudn Hién
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1. Cau Tric Ciia Mt Slide KPI - Dashboar

Slide KPI bao c4o kinh doanh gom 3 phan chinh, vi du:

* Tieu dé : BAO CAO KPI KINH DOANH

» Chi s6 chinh
» Doanh thu: 2,5 ty VND
» Khéch hang moi: 320
> Ty 1& chuyén doi: 18%
* Biéu do
> Bicu do doanh thu theo thang
> Bicu d6 nguon khach hang...

TIN HOC SAO VIET > Bach Xudn Hién

_
A

CAU TRUC CUA MOT SLIDE KPI - DASHBOARD

2,77

Tiéu dé rd rang:

Xac dinh ndi dung

G{ BAO CAO KPI KINH DOANH

béo céo.

Q YR
Chi s6 quan trong: 320 %, ?
Hién thi nhanh cac Khéach hang méi Ty 1é chuyén déi
KPI chinh.

Doanh thu theo thang

Ngubn khach hang
Biéu do truc quan: i i 0
Phan tich dir liéu S

theo thai gian hodc

danh muc.

uGoogle Ads
= Social Media
= Email Marketing

Khich hang
= Email Marketing
Others

1y

-

25093 11 44 858
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2. Nguyén Téc Thiét Ké Slide KPI B
Khi thiét ké Dashboard can chii y:

> Chi hién thi cac chi s6 quan trong nhat (Doanh thu, s6 luong, chi phi...)
> Sir dung biéu do thay vi bang dir liéu dai (Biéu d6 cot, tron, duong...)
» Lam noi bat céc so liéu quan trong

> Giit bo cuc gon gang va dé nhin
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Bai 10: Bién Bang S6 Li¢u Thanh Slide Dé Hiéu

1. Nguyén tic khi trinh bay bang so6 liéu trén slide:

oy

Khi trinh bay s6 lidu trong PowerPoint, muc ti€u khong phai la hién thi toan bo dix

liéu ma 1a giip nguwoi xem hiéu dwoe thong tin quan trong nhat.

M0t s6 nguyén tic can nho:

» Khong dua bang dir liéu qué darlén slide
> Chi chon céc s6 liéu quan trong

> St dung biéu d6 dé minh hoa xu huéng

» Lam no1 bat cac chi sO chinh

TIN HOC SAO VIET >s Bach Xudn Hién 25093 11 44 858
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2. Céc Céch Bién Bang S6 Liéu Thanh Slide D& Hiéu ¥\

* Lam ndoi bt so liéu quang trong
Céac s6 liéu chinh duoc hién thi véi font 16n dé dé nhin.
* Sir dung bic¢u do
Thay vi bang dit liéu dai, c6 thé dung:
> Biéu db cot dé so sanh
> Biéu d6 duong dé thé hién xu hudng
> Biéu do tron dé thé hién ty 16
* Chia néi dung thanh nhiéu Slide
Néu bang dit liéu qua 1én, nén chia thanh nhiéu slide dé mdi slide chi tap trung vao
mot thong tin chinh.
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3. Hinh Anh Minh Hoa

Slide chua t6i uvu

BN T

500 triéu 200 triéu
2 700 triéu 250 triéu 110
3 1,3ty 400 triéu 130

BIEN BANG SO LIEU THANH SLIDE DE HIEU

Slide sau khi t6i uu

DOANH THU QUY I
anh thu théng» 3 2500
tang manh 200
Téng doanh thuquy I | 1000
25tyVND = |}

Doanh thu theo thang

3

TIN HOC SAO VIET

> Bach Xuan Hién
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CHUONG V: TAO TEMPLATE DOANH NGHIEP RIENG

I. Muc Dich Nghién Ciru
II. Noi Dung Nghién Ciru

Bai 11: Xay Dung Slide Master Chuan Cong Ty
Bai 12: Thiét Ké B Font — Mau Theo Nhan Dién Thuong Hiéu
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1) Vén deé:
P Nhié}l slide trong doanh nghiép thiéu dong nhat vé mau sic, font chit
) « va bo cuc.
2) Sau khi hoc xong:
MUC 4 A~ 4 X A N N < A . A
h Biét xay dung, thiet’keé bo font va mau sac theo nhan dién thuong
PICH _ -
. hiéu doanh nghiép.
BAI
HOC
N
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Bai 11: Xay Dung Slide Master Chuan Cong Ty /ﬁ\

1. Tw duy xay dung Template Doanh Nghiép:
- Slide Master trong doanh nghiép khong chi dé tao layout, ma dung dé xay dung b
template chuin cho toan bo nhan vién sir dung.
Mot template chudn can dam bao:
> Thdng nhét nhan dién thwong hiéu
> Thébng nhét bd cuc trinh bay

» D¢ sir dung cho moi nhan vién
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2. Cau triic mét Template Doanh Nghiép a
Mot bo Slide Master chuan cong ty thuong gom nhiéu layout khac nhau dé phuc vu
nhiéu muc dich trinh bay.

> Slide tiéu dé (Title Slide): Dung cho trang mo dau ctia bai thuyét trinh.

> Slide ndi dung (Content Slide): Dung dé trinh bay noi dung chinh.

> Slide hinh anh (Image Slide): Dingkhi can trinh bay hinh minh hoa.

> Slide s liéu (Data Slide): Dung cho biéu d6 hoic bao cao KPL

> Slide két ludn (Conclusion Slide): Dung dé tong két noi dung va thong diép chinh.
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3. Hinh Anh Minh Hoa

CHUAN HOA NHAN DIEN THUONG HIEU TRONG POWERPOINT

Trudc khi chuan héa

(% Loco @
Nhan Sinh di
e Lacnora

| PowerPointpresentation |

Timce bhi chuén hoa

Eleuinntem
stnaung
Trong dién  patawwen

LA
o) Loco
Resnson phéan. mea PnRsRns
Hrena chén nnomng
moxGng thuong It ERn

; Slide ni dung c6
thanh mau thuong
hiéu

@ Thuem ton nhgn ai¢n chiong hi¢

>
II|||I||||I|
ol e o B

To1 aTio2 sTo3 eTka

Sau khi chuan héa

LOGO LOGO
Slide ngi dung c6 thanh mau thuong
hiéu phia trén
LOG o + Slide ndi dung c6 laon-ma phéx rac khi sau thuong hiéu
trén phia trén
CHUKN HOA NHAN DIEN . ﬁ:g‘esrgiigl:n&cﬂ thanh mau vac wian hianis thuong
THUONG HIEU + Slide ngi dung c6 thanh mau vao nhan lign thuong hiéu
phia trén
(2]
Slide m& dau c6 logo I6n va tiéu dé Slide noi dung c6 thanh mau thuong hiéu phia trén
. - . LOGO | f— N LOGO
Slide ndi dung c6 thanh mau thuong hig¢u Slide KPI c6 biéu dd
phia trén ”
Slde ndi dung c6 thuong hiéu lza nhan tis thuong higu vt
trén phia trén g
Slde ndi dung c6 thanh mau wés thuong higu loong “w
higu phia trén “©
Slde néi dung c6 thanh mau va-ruén dén thuong hiéu Z I I I
phia trén Sice 1 Si2 Su03 Ste 4
- Tt TG el
% LOGO 3 S s LOGO
Slide KPI c6 biéu do Slide két thic tong két ndi dung
= @ Ky pints dinnvin diga vateu de
1 gy o 3 Ty
P @ N&i ndi dung cd thanh mau thuong hiéu trién
= I I I I I @ ing hén ung teng ket i dung
»
o I Thank you!
st 202 038 20084
- |

Slide KPI ¢6 biéu do

Slide két thic tong két ndi dung
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Bai 12: Thiét Ké B6 Font — Mau Theo Nhan Dién Thuwong Hiéu

1. Vai tro cua Font va Mau trong slide doanh nghiép
Font chir va mau sic 13 2 yéu té quan trong giup:
Mot template chudn can dam bao:

> Thé hién hinh anh thuong hi¢u cta.cong ty

> Tao su chuyén nghiép trong bai ttinh chiéu

> Giup nguoi xem dé doc va dé nhan dién

Trong doanh nghiép, slide thuong phai tuan theo by nhan dién thwong hi¢u (Brand).
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2. Cau Truc Bo Mau Thuong Hi€u /ﬁ\\@\

M6t bé mau trong slide thwong gom:

M

* Mau chu dao (Primary Color): La mau chinh ctua thuong hi¢u, thuong dung cho tiéu

de hodc cac phan quan trong.

M

* Mau phu (Secondary Color): Dung dé b6 sung cho mau chinh, tao su hai hoa cho
slide.
Mau nén (Background Color): Ding cho nén slide dé noi dung dé doc va noi bat.

Vi du:

)\‘v

~

» Mau chu dao: xanh dam
» Mau phu: xanh nhat

> Mau nhan: cam
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3. Hinh Anh Minh Hoa

N

&

CAU TRUC BO MAU THUONG HIEU TRONG SLIDE

Mau chd dao
(Primary Color)
Mau chinh cta thuong
hiéu, duing cho tiéu dé
hodc ndi quan trong

TIEU DE SLIDE
- Noi dung quan trong nhat
- Théng tin chinh yéu

« Vi dy: Mau thuang hiéu

‘Tin Hoc Sao Viét'

Mau phu
(Secondary Color)

B

Mau bé sung gitip
slide hai hoa va dé

nhin

- Ngi dung chi tiét
- M6 té bd sung

- Béng dir liéu phy
- Db thi nho

« Dung cho mau nén, phy de,
do thi...

Mau nhan
(Accent Color)

.4
Mau dung dé lam nai
bat thdng tin quan

i . tong

mum) TUY KHOA QUAN TRONG

KPL: 125%

+ Dung cho lién két, nit bam, ]

* ¢
Ti
S Tin Hoc sa0 viet

diém nhan...
o=

JN QUY TAC CHON FONT CHO SLIDE DOANH NGHIEP

Font tiéu dé (Heading Font) '
Dung cho tiéu dé slide, thudng to va noi bat E=}
Tiéu D& slide Mau-| (4l BAO CAOKINH 4!
’.. Phong cach hién dai OANH - Quy 3 4

i L
Vi du: Montserrat Vi du: Arial Bold

Font noi dung (Body Font)

Dung cho doan van va ndi dung chi tiét v

daefi | o (

ilil e= Giai phap t6i uu hoa quy trinh lam viéc. LS Cap nhat thi truong thang nay.

L>e="Tjét kiém chi phi va tdng hiéu suat. Cai Phan tich dai tha canh tranh.
%2 Chién lugc phat trién san pham.

TIN HOC SAO VIET

> Bach Xuan Hién
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Vidy: Open Sans

Khéng nén str dung qua nhiéu font trong cing mét bai trinh chiéu

Q thién trai nghiém khach hang. 2
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CHUONG VI: KY THUAT ANIMATION CHUYEN NGHIEP

I. Muc Dich Nghién Ciru
II. Noi Dung Nghién Ciru

Bai 13: Animation Piéu Huéng No6i Dung
Bai 14: Trigger Va Kich Ban Trinh Chiéu Tuong Téc
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TIN HOC SAO VIET

1) Van dé:
Nhiéu slide dung hi¢u irng qua nhi€u hoac thicu kiém soat lam ngudi
xem mat tap trung.

2) Sau khi hoc xong:

Hi¢u nguyén tac animation, di€u hudng ndi dung bang hi¢u irng va tao

turong tac bang Trigger.

> Bach Xuan Hién

25093 11 44 858

(P Tinhocsaoviet.com
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Bai 13: Animation Piéu Huéng Noi Dung

1. Vai Tro Cua Animation Trong Slide
Animation khong chi dung d¢ lam slide dep hon, ma con gitp:
> Diéu khién thtr ty xuat hién cua ndi dung
» Huong su chu y cia nguodi xem
> Gilp nguoi trinh bay kiém soat mach thuyét trinh
Trong slide doanh nghiép, Animation thuong dugc dung dé trinh bay noi dung ting

budc.
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2. Nguyén Tat St Dung Animation /ﬁ@@

Vi du mét slide trinh bay Ké hoach phat trién cong ty.
> Néi dung slide
> Chién lugc phat trién cong ty:
> Mo rong thi trudng mién Trung
» Tang ngan sach marketing
> Trinh chiéu khong dung animation: Toan'bo no1 dung xuat hién cung luc, khién nguoi xem kho tap
trung vao tung y.
> Trinh chiéu cé animation: Noi dung xuét hién timg budc:
> Tiéu dé xuét hi¢n
> Y tht nhét xuat hién
> Y thir hai xuat hién...
¢+ Nho vay nguoi nghe dé theo ddi ndi dung trinh bay.
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3. Hinh Anh Minh Hoa

o

Trinh chiéu khong dung animation

;3;} ANIMATION DIEU HUGNG NOI DUNG TRONG POWERPOINT

Trinh chi@u cé animation

Chién luogc

phat trién cong ty

* M& rong thi truong mién Trung
- ~ , o e}

e Tang ngan sach marketing °

* Phét trién san pham mai

@ cChiénluge phat trién congty ¢

e Chién lugc phat trién congty |

+ M4 rong thj trudng mién Trung
O

§

Chién lugc phat trién cong ty , s ®
’9 + Téng ngan séch marketing gall - e

o Chién lugc phat trién congty
« Phét trién san pham méi Q

s [

Tat ca ndi dung xuat hién cung lic,
khé tap trung vao tirng y.

N6i dung xuat hién tirng budc

gilip ngudi xem dé theo doi.

TIN HOC SAO VIET
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Bai 14: Trigger Va Kich Ban Trinh Chiéu Twong Tac /ﬁ\\\

1. Vai Tro Cua Trigger
Trigger 13 chic ning trong PowerPoint cho phép hiéu tng xuat hién khi ngudi trinh
chiéu nhép vao mot ddi tuong cu thé. Nho do slide c6 thé hoat dong giéng nhu mot
menu tuong tac.
Vi du:

> Nhap vao Nut Marketing — hién noi dung marketing

> Nhap vao Nut Kinh doanh — hién noi dung kinh doanh

TIN HOC SAO VIET > Bach Xudn Hién Y093 11 44 858 (P Tinhocsaoviet.com Trang 50



< D
2. Cau truc Trigger /ﬁ\\

Vi du: Mot slide gigi thi€u cac phong ban trong cong ty.
> Trén slide c6 3 nat:
» Kinh doanh
» Marketing
» Cham so6c khach hang
* Khi trinh chieu:
> Nhap vao Kinh doanh — hién thi noi dung phong kinh doanh
> Nhap vao Marketing — hién thi ndi dung marketing
> Nhap vao Chiam soc khach hang — hién thi noi dung hd trg khach hang

¢+ Nho vay nguoi trinh bay c6 thé chon noi dung can trinh bay ngay trén slide.

TIN HOC SAO VIET > Bach Xudn Hién Y093 11 44 858 (P Tinhocsaoviet.com Trang 51



3. Hwéng Dan Cach Tao Trigger

Budc 1: Tao hiéu ing xuat hién cho do6i twong B (Poi tuong can hién thi)

Budc 2: Chon hiéu ing vua tao, chon Trigger

N

Budc 3: Chon On Click of, chon vao d6i twong A (Nt nhan hién thi) — Trinh chiéu dé xem KQ.

@ rutosse @ o) [B] 9~ 0) T 5 Gido Trinh PowerPoint Nang Cao.ppty + Saved to this PC v £ search

Fle  Home Insert Draw View Design Transions Animations Slide Show Record Review Developer Help FoxitPDF  Foxit Reader PDF  Shape Format

Fiyin Float In Split Wipe

kK x x| R|n ok K X %

£ Animation P [> ot | | g,

R N Y

Whe: m Bars Grow&Turn  Zoom Swivl  Bounce GW a dd =
nnnnnnnnnnnnnnn | [0 _engiicket ] > Google Shape;107:p17
nnnnnnnnn El A
B Google Shape:11G:p17
2 1 1 2 3 T R s
@ ' ' ' AutoShape 2
Group
py P

Poi tugng A

Kinh doanh

Marketing

L

2. Huéng Wigger
Rectangle 4

N6i dung 1: Kinh doanh  D0i twong B
Phong Kinh Doanh

Phu trach phat trién thi trudng va tim kiém khach hang méi.
b N5

Nhiém v
> r(f)ng\fhi truong
» Tim kiém khéch hang tiém nang

» Tu van san pham va dich vu

> Pam phan va ky két hop dong
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4. Cau Truc Minh Hoa Mau 1 {ﬁ\\@

Khi click chudt vao Nut Kinh Doanh thi ni dung sé xuat hién

Marketing

Noi dung 1: Kinh doanh
Kinh doanh Phong Kinh Doanh
Phu trach phat trién thi truong va tim kiém khach hang méi.
Marketing Nhiém vu chinh:
[> » MO rong thi truong

> Tim kiém khach hang tiém ning

L

» Tu van san pham va dich vu

> Pam phan va ky két hop dong

TIN HOC SAO VIET
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5. Cau Truc Minh Hoa Mau 2 /ﬁ\\@

Khi click chudt vao Pap an ding hodc sai s€ hién ra thong bao.

Gidi bai toan sau bang cach chon vao dép an ding nhat: Giai bai todn sau bing cach chon vao dap 4n ding nhat:
Arl+1=2 Arl+1=2
B:2-2=1 B:2-2=1
C:3x5=16 C:3x5=16
D:6:6=3 D:6:6=3
D e
CHINH XAC SAIROI
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CHUONG VII: THIET KE SLIDE THEO MUC PICH CONG VIEC

I. Muc Dich Nghién Ciru
II. Noi Dung Nghién Ciru
Bai 15: Slide Bao Céao Sép
Bai 16: Slide Dao Tao No61 Bo
o Bai 17: Slide Gidi Thiéu Du An (Proposal)
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TIN HOC SAO VIET

1) Van dé:
Cac muc dich cong viéc khac nhau can cach thiét ké slide khac nhau
nhung nhiéu ngudi chua phan biét.

2) Sau khi hoc xong:

Biét thiét ké slide phu¢ vu bao cdo quan 1y, dao tao ndi bo va gidi

thiéu dy an.

> Bach Xuan Hién
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Bai 15: Slide Bdo Cdo Sép B
1. Nguyén Tiac Khi Lam Slide Bao Cao

Slide bdo cdo cho lanh dao can dam bdo:
> Ngin gon: Chi trinh bay nhiing thong tin quan trong.
> R& rang: S6 liéu phai dé nhin va dé hiéu.

> Tap trung vao két qua: Nhan'manh két qua dat duoc hodc van dé can giai quyét.
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2. Cau Truc Mot Slide Bao Cao /ﬁ\\

*  Tiéu dé: Néu rd ndi dung bao cdo.
» Vidu: BAO CAO KET QUA KINH DOANH QUY I
»  Chi sb quan trong: Cac s6 liéu chinh can nhan manh.
Vi du:
» Doanh thu: 2,5 ty VND
» Khach hang mai: 320
» Ty 1€ tang truong: 18%
»  Biéu d6 minh hoa: Sur dung biéu dd dé thé hién xu hudng hodc so sanh sb liéu.
> Vi du: Biéu d6 doanh thu theo thang.

)\‘v

~

Nhén xét ngin: Mot cau két luan vé tinh hinh.

» Vidu: Doanh thu thang 3 ting manh nho chién dich marketing online.
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3. Hinh Anh Minh Hoa B

.. P

. [ CAUTRUC MOT SLIDE BAO CAO CHO LANH PAO

O Tieude ]—l @/ Chi s6 quan trgng}—l | Biéu d6 minh hoa h | Nhan xét ngan }—l ooy
I

i . .
) Doanh thu theo thang
&2% Doanh thu: 2,5 ty VND %00

i v P . > 250 Doanh thu thang 3 tang
. BAO CAOKETQUA | | i i oo moii320 | |7 manh nhds chiéndich | | | o *
KINH DOANH QUY | 0 marketing online.

&5 Ty 18 tang trudng: 18% | | %
{O: Thing1  Thang2  Théng3 °

BAO CAO DOANH THU QUY |

* Doanh thu: Doanh thu theo thing
~ > 3000
@ 25tyVND || a
1500
Khach hang mdi: o
(@] 320 > Thing 1 Thing 2 Théng 3
Ty Ié tang trudng: Doanh thu tang manh trong
C/ @ 18% théng 3.
L]

ﬂ
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Bai 16: Slide Pao Tao Noi B) B
1. Pic Piém Cia Slide Pao Tao Noi Bo

Slide dao tao ndi b§ thwong dwgc dung trong cac hoat dong nhu:
» Dao tao nhan vién moi
> Hudng dan quy trinh lam viéc
> Chia sé kién thurc trong cong ty
Vi vdy slide can:
» Noi dung 10 rang
» Vi du minh hoa dé hiéu

» (6 hinh anh hodc so d6 hd tro
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2. Cau Truc Mot Slide Pao Tao /ﬁ\\\

Slide dao tao Quy trinh cham séc khach hang
* Tiéu dé: QUY TRINH CHAM SOC KHACH HANG

P

P

* No6i dung:

> Tiép nhan yéu cau
> Tu van khach hang
> Giai quyét van dé
> Theo ddi sau ho tro

)\’v

).

Hinh minh hoa: So d6 quy trinh gom 4 budc.

)\’v

).

Ghi chii: Phan hoi khach hang trong vong 24 gio.
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3. Hinh Anh Minh Hoa B

.. P

. [ CAUTRUC MOT SLIDE BAO CAO CHO LANH PAO

O Tieude ]—l @/ Chi s6 quan trgng}—l | Biéu d6 minh hoa h | Nhan xét ngan }—l ooy
I

i . .
) Doanh thu theo thang
&2% Doanh thu: 2,5 ty VND %00

i v P . > 250 Doanh thu thang 3 tang
. BAO CAOKETQUA | | i i oo moii320 | |7 manh nhds chiéndich | | | o *
KINH DOANH QUY | 0 marketing online.

&5 Ty 18 tang trudng: 18% | | %
{O: Thing1  Thang2  Théng3 °

BAO CAO DOANH THU QUY |

* Doanh thu: Doanh thu theo thing
~ > 3000
@ 25tyVND || a
1500
Khach hang mdi: o
(@] 320 > Thing 1 Thing 2 Théng 3
Ty Ié tang trudng: Doanh thu tang manh trong
C/ @ 18% théng 3.
L]

ﬂ
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Bai 17: Slide Giéi Thiéu Dw An (Proposal) B
1. Muc Pich Cua Slide Giéi Thiéu Dw An (Proposal)

Slide Proposal dugc dung dé:
» Gidi thi€éu mét du an hoac y tuong mai
> Thuyét phuc lanh dao hodc khach hang
> Trinh bay ké hoach trién khai

( Vi vay slide can ngan gon, 10 rang va tap trung vao gia tri cua du an.
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2. Cau Trac Mot Slide Gid¢i Thiéu Dy An /ﬁ\\

Slide proposal gidi thiéu du an, vi du:
> Tiéu dé: DU AN MO RONG THI TRUONG MIEN TRUNG
> Van dé: Nhu cau thi truong dang ting nhung cong ty chua khai thac hiéu qua.
> Giai phap: Mo rong hé thong phan phdi va day manh marketing.
> Két qua ky vong: Doanh thu/tang 20% trong nim toi.
Cong thirc pho bién slide proposal trong doanh nghiép:
“Van dé — Giai phap — Két qua”
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3. Hinh Anh Minh Hoa

DY AN MO RONG
THI TRUONG
MIEN TRUNG-

Thi trudng mién Trung
dang c6 nhu cau cao
vé san pham cla
cong ty.

Mé& rong hé thong dai
ly va tang cuong
marketmg tai khu vuc

N\Q ...........
- CAU TRUC MOT SLIDE GIGI THIEU DU’ AN (PROPOSAL) ;I E:?
=]

Tang doanh thu 20%
trong nam tdi.

mién Trung. @ %

| DY AN MG RONG THI TRUONG MIEN TRUNG |

Van dé:
« Nhu cau thj trudng dang tang nhung cdng ty chua
khai thac hiéu qua.
Giai phap:
<« -+ Mo rong hé théng phan phai va day manh marketing.
g K&t qua ky vong:
/+ Doanh thu tdng 20% trong nam tdi.
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CHUONG VIII: TOI UU TRINH CHIEU THUC TE

I. Muc Dich Nghién Ciru
II. Noi Dung Nghién Ciru

Bai 18: K§ Thuat Trinh Chiéu Trong Phong Hop

Bai 19: Sit Dung Presenter View Chuyén Nghiép
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N 1) Vén dé:
a Nhiéu nguo1 chuan bi slide to6t nhung khi trinh chiéu lai thao tac lung
@ tung va thicu ty tin.
2) Sau khi hoc xong:
MUC Biét st dung Presenter View, diéu khién slide muot ma va trinh chiéu
o tu tin trong phong hop.
picCH g phong hop
BAI
HOQC
N
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Bai 18: K§ Thuét Trinh Chiéu Trong Phong Hop

1. Chuyén Ché P Hién Thi Man Hinh (Windows + P)

A

Khi két ni laptop véi may chiéu hoic man hinh 16n, nguoi trinh bay c6 thé dung to hop

phim: Windows + P dé chon ché d6 hién thi phu hop.

= Sau khi nhan Windows + P, man hinh s€ hién cac ché do sau:

» PC Screen Only
» Duplicate
» Extend

» Second Screen Only

TIN HOC SAO VIET > Bach Xudn Hién

&  Project m P
@] PC screen only

@03 Duplicate

@8] Extend

| 503 Second screen only

25093 11 44 858 (P Tinhocsaoviet.com

Trang 68



2. PC Only

» Chi hién thi ndi dung trén man hinh laptop.
> May chiéu hodc man hinh ngoai s& khong hién thi ndi dung.

> Ché d6 nay thuong dung khi chuan bi trwée khi bit dau trinh chiéu.
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3. Duplicate @\\A\\

> Hién thj giong nhau trén ca laptop va man hinh chiéu.

» bay la ché dd duoc st dung pho bién nhat khi thuyét trinh.

> Nguoi trinh bay va ngudi xem sé& nhin thay ciing mét ndi dung.
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4. Extend /ﬁ\\ﬂx\

» Mo rong man hinh thanh 2 man hinh riéng biét.

* Laptop va man hinh chiéu sé& hién thi n§i dung khac nhau.

* Ché do nay thuong dung khi:
> Sir dung Presenter View trong PowerPoint (Ché d6 ctia nguoi trinh chiéu)
> Nguoi thuyét trinh xem ghi/ch trén laptop

> Nguoi xem chi thay slideArinh chiéu
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S. Vi Du Thuc Té Trong Phong Hop /ﬁ\\

Khi trinh bay PowerPoint:
> Két noi laptop véi may chiéu
> Nhan Windows + P
» Chon Extend
Sau do bat Slide Show trong PowerPoint.
Khi do:
> Laptop hién thi Presenter View (ghi chu + slide tiép theo)
> Man hinh chiéu hién thi slide cho nguoi nghe
¢+ Pay la cach trinh chiéu chuyén nghiép trong doanh nghiép.
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6. Hinh Anh Minh Hoa

)
%@

CAuU CHUC MOT SLIDE BAO CAO CHO LANH PAO

CAC CHE PO HIEN THI KHI TRINH CHIEU (WINDOWS + P) . |

PC Screen Only

Chi hién thi ndi dung trén man

Duplicate

Hién thj giéng nhau trén ca laptop

va man hinh chiéu.

P

0

man hinh chiéu hién thi slide.

Man hinh chiéu khéng hién thj ni — & Ngudi trinh bay va ngudi xem thay
dung. cung ndi dung.
— Extenﬂ! R Second Screen Only
.q1— | Laptop va man hinh chi€u hién thi Chi hién thj n6i dung trén man
E ull ndi dung khac nhau. Hibhichiga
_— 7 Laptop hién thj Presenter View, ;

Man hinh laptop sé tat.

Vi

021 =

I

du trinh chiéu trong phong hop
Két noi laptop va&i may chiéu

Nhan Windows + P

Chon Extend

Bat Slide Show trong PowerPoint

Projector

Slide tiép theo

TIN HOC SAO VIET

> Bach Xudn Hién 25093 11 44 858
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Bai 19: St Dung Presenter View Chuyén Nghi¢p (Nang Cao) n

1. Tuy Chinh Ghi Cht Thuyét Trinh (Notes hiéu qua) | B S -

Trong doanh nghiép, ghi chi khong nén viét dai nhw vin ban.
Thay vao d6 nén viét dang tir khéa.
Vi du: Slide: Doanh thu quy I
Ghi chii nén viét:
> Nhan manh doanh thu thang 3
» Giai thich ly do tang trudng
> Lién hé chién dich marketing

¢+ Cach nay gitp nguoi thuyét trinh n6i tu nhién thay vi doc slide.
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2. Phéng To N§i Dung Khi Trinh Chiéu

Trong Presenter View c6 thé phéng to mot phan ndi dung trén slide.
Cach lam:
Chon Zoom (Hinh kinh lup) trong Presenter View.

Sau d6 click vao khu vuc muén phong to.

Ung dung:

» Nhéan manh sb liéu quan trong
> Giai thich chi tiét biéu do
» Hudng su cha y cua ngudi nghe

¢~ Day la k¥ thuat rat hay dung trong bao cao doanh nghiép.

TIN HOC SAO VIET > Bach Xudn Hién 25093 11 44 858 (P Tinhocsaoviet.com

Trang 75



3. Sir Dung Biit Vé (Pen) Pé Giai Thich N$i Dung

Trong khi trinh chiéu c6 thé st dung:
> Pen
» Highlighter

» Laser pointer

> Khoanh ving s6 liéu quan trong
» Gach chan ndi dung can nhan manh

> Giai thich biéu do

,f) Laser Pointer
ﬁ Pen
£ Highlighter
o
HEN EEEEN
/ : Eld

= Piéu nay gitp bai thuyét trinh true quan hon rat nhiéu.
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4. Chuyén Nhanh Dén Slide Bit Ky B
Trong cudc hop, lanh dao c6 thé hoi:

"Quay lai slide doanh thu thang 2"

Luc nay c6 thé:
> Nhin chuat ohii — See All Slid T .
n 1— 1 — - . _ .

an chuot phat = See y = e D EE

> Ch(?n slide can chuyén den S . == - = & B & &

, e - - F F F F F F |

Hodc nhap so6 slide + Enter. o p—p——
Vi du: E= mn

S + Enter
PowerPoint s& chuyén ngay dén slide s6 5.

Pay 1a k¥ ning rat quan trong khi bao cdo trong phong hop.
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5. Tam Dirng Trinh Chiéu Pé Tap Trung Vao Ngwoi Néi

Khi muén ngudi nghe tap trung vao phan giai thich, co thé tam tat slide.
Phim tit:
> B (Black) — man hinh chuyén sang mau den
> W (White) — man hinh chuyén sang mau trang
Nhan lai phim bat ky dé quay lai slide.
K¥ thuat nay giup:
» Nguoi nghe tap trung vao nguoi noi
» Tranh bi phan tam bdi slide
= Presenter View khong chi dé xem ghi chi, ma dé kiém sodt toan bg bai thuyét
trinh.
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CHUONG IX: THUC HANH DU AN THUC TE

I. Muc Dich Nghién Ciru
II. Noi Dung Nghién Ciru
Bai 20: Thiét Ké B6 Slide Bao C4o Hoan Chinh
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MUC
PICH
BAI
HOQC

-/

TIN HOC SAO VIET

1) Van dé:
Hoc vién can thuc hanh dé ap dung toan bo k¥ nang thiét ké slide vao
mot bai trinh chiéu hoan chinh.

2) Sau khi hoc xong:

Tong hop toan bd k¥ ndng dé thiét ké mot b slide bao cao hoan chinh

va chuyén nghiép.

> Bach Xuan Hién

25093 11 44 858
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Bai 20: Thiét K& Bj Slide Béo Céo Hoan Chinh A«

¢ Hoc vién tai bai tip 20 vé va thuc hanh tinh hudng thuec té.
Cong ty ABC kinh doanh san pham céng ngh¢, doanh thu quy I ting nhung chwa dat muc
tiu.
* Doanh thu:
» Thang 1 (500 tri¢u)
» Thang 2 (700 tri¢u)
» Thang 3 (1,3 ty)
»  Nguodn khach hang: Facebook, Website, khach hang gisi thiéu.
» Van dé: Chi phi marketing cao, ty 1¢ chuyén doi thap, ban hang online chua hiéu qua.

* Yéu cau: B0 phan kinh doanh phén tich va dé xuét ké hoach cai thién cho quy IL

TIN HOC SAO VIET > Bach Xudn Hién Y093 11 44 858 (P Tinhocsaoviet.com Trang 81



CHUONG X: BAI THI CUOI KHOA

Thuc Hanh Cudi Khoa

Gido vién hwéng dan hoc vién tai bai thi thwe hanh cu6i khoa
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