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Aswyportikn e€étaon ota Yroloylotikd @UAAa
(Spreadsheets)

Odnyieg
e ATTOVTAOTE OAEC TIG EPWTHOEIS
e  Xpovog 45 Aetrtd
o Avmiypdyerte Tov @dkeho MAEXAM padi pe To Trepie6ieVo Tou oTny
ETMIPAVEIO EPYAOIAG TOU UTFOAOYIOTH 0aG. 210V @dKeAO auTd B
aTTopaitTa apxeia, kol HEoa aTov AKeAo autd va QUAGOC
apyeia oag ¢nTouv ol EPWTNOTEIS.

1. Avoi€ete To hoyioTikd @UAo Warehouse kai amod
Warehouse o1o ¢dkeho MAEXAM Trou BpiokeTtal @
(Desktop).

Open the Warehouse spreadsheet and save it as Stock
M4EXAM folder on the desktop.
Files - Apxeia: Warehouse XLS

ehouse in the

2. Z1o QUAAO epyaaiag Products, otabepa
YPAUHPWY Kal/ry oThAWY.
On the Products worksheet, freez
Files - Apxeia: Warehouse. XL

OTTOI0OATTOTE APIBUO

bet of rows and/or columns.

In the Products worksheet, change the content of cell A13 from Sales to Total
Profit.
Files - Apxeia: Warehouse3. XLS

7. AvTIypAYETE (Copy) TO TrEPIEXOUEVO TNG TrEPIOXNG KA B2:12 Tou @UAAOU
gpyaoiac Stock otnv Teploxr) keAiwv B4:14 Tou @UAou epyaciag Products .
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Copy the content of cell range B2:12 of worksheet Stock to the cell range B4:14 of
worksheet Producis.
Files - Apxeia: Warehouse4 . XL.S

8. XYro QUAo epyaaiag Stock elodyeTe DITTAR YPAUKT €EWTEPIKOU TEPIYPAPHATOS
(outline double line border) otnv Tepioxr| kehiov A1:12.
In the Stock worksheet, add an outline double line border in the cell range A1:12.
Files - Apxeia: Warehouse5 . XLS

9. Zr1o @UAo epyaaiag Products diaypdyTe ta TTEPIEXOUEVA TG TTER ‘xr]g ~£)\|u)v
A16:H16.
In the Products worksheet, delete the contents of th
Files - Apyeia: Warehouse5.XLS

10. 210 PUANO epyaoiag Products TTANKTPOAOYNOTE TOV KATAAA
yia va UTI'O)\OYIO'STE TO ylvopavo TOU KEAIOU B3 pe.n 6|cxcpo

the product of cell B3 by the difference :
cell B9 to the cell range C9:19.
Files - Apxeio: Warehouse6.XLS

11. 210 QUAAO gpyaoiag Products
B1O TTOU VA epcpawéal YES a

In ‘Eﬁe Products worksheet, format the cell range B7:19 so as to display the
currency symbol € at the right of the number, with one (1) decimal place.
Files - Apxeia: Warehouse8.XLS

14. Y10 QUANO epyaciag Products epapuooTe ypaudatooelipd Tahoma peyedoug 12
oTnv Teploxn keAiwv A1:11.
In the Products worksheet, apply font Tahoma, size 12 to the cell range A1:I1.
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Files - Apxeia: Warehouse9.XLS

15. EpappdoTe évrovn (bold) kai TAdyia (italic) ypaer) otnv mreploxin keAiwv A1:11 Tou
@UA\ou epyaoiag Products.
On the Products worksheet, apply bold and italics to the cell range A1:11.
Files - Apxeia: Warehouse10.XLS

16. EQOpUOOTE KOKKIVO XPWHA YPAUHOTOOEIpdG aTnv TEpioxn keAlwv Alil1 Tou
@UAou epyaoiag Products.
On the Products worksheet, apply red font color to the cell rang
Files - Apyeia: Warehouse11.XLS

17.ANGETE 1O Gvopa Tou UANOU epyaoiag Sheet2 og
Change the name of the worksheet Sheet2 to Prices
Files - Apxeia: Warehouse12.XLS

18. AlaypdyTe TO UANO epyaaiag Sheet?2.
Delete the Sheet2 worksheet.
Files - Apxeia: Warehouse12.XLS

19. AlaypAaYTE TNV TPWTN YPOHHA TO iag Stock.
Delete the first row of the work
Files - Apxeia: Warehouse12

s, dnuioupyeioTe éva ypdenua othAng (Clustered
¢ Trepioxnig keAiwv A1:13. ATTODEKTEITE TIg

To1 péoa oTo Kehi F15.

Move the chart from the Sheet2 worksheet and place it in the Stock worksheet so
that its top left corner is in cell F15.

Files - Apxeia: Warehouse13.XLS

23. 370 QUAAO epyaciag Products, TTANKTPOAOYAOTE WG TITAO TOU YPOPAHATOG Th

@pdon Electrical Appliances.
In the Products worksheet, enter the text Electrical Appliances as the chart title.
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Files - Apxeia: Warehouse13.XLS

24. AVTIYPAYTE TO YPA@NHa atréd To GUANO epyaciag Sheet2 kai TOTTOBETHOTE TO
otroudATroTe péoa 6To QUMD epyaciag Stock.
Copy the chart from the Sheet2 worksheet and place it anywhere in the Stock
worksheet.
Files - Apyeia: Warehouse13.XLS

25. A6 70 UANO epyaoiog Sheet2, diaypdyTe T0 YpA@nUa HE TitAO P
Products. '
In the Sheet2 worksheet, delete the chart titled Prices of Pro
Files - Apyeia: Warehouse13.XLS

26. %10 PUAAO gpyaciag Sheet2, aAAAETE TOV TiTAO TOU YPAPHHATO
In the Sheet2 worksheet, change the title of the chart to Prices.
Files - Apyeia: Warehouse13.XLS

didypappa (pie chart).
In the Sheet 2 worksheet, change the:c
Files - Apxeia: Warehouse13.XL

Zoom the display of any
Files - Apxeia: Warehou

29. ANGEETE TO TTAVW
(cm).
Change b he top and bottom margins of the Products worksheet to 2cm .

o (portrait) ot opiZovTio (landscape).
orientation of the Products worksheet from portrait to landscape.

AMGEeTe TOV PEYEBOC TOU XAPTIOU TOU GUAAOU gpyaoiag Products og AS.
ge the paper size of the Products worksheet to AS .
Files - Apxeia: Warehouse13.XLS

32. %70 @UAAO epyaciag Products, TTpocB£aTe £va TEdio (field) nuepounviag ato
aploTEPS PEPOG TNG kePaAidag (Header). ETOTpEYTE O€ KOvOoViKr TTPOBOAR
(normal view).

In the Products worksheet, add a date field in the left section of the header.
Return to normal view.
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Files - Apyeia: Warehouse14.XLS

33. 5710 PUAO epyaoiag Products, TPOTTOTIOINCTE TO KEIUEVO OTO Heoaio HEPOG TNG
kepahidag (Header) oUTwg WOTE VA EPOAVICE! ECDL. EmoTpéWTe 08 KAVOVIKI)
TTpoPoAn (normal view).

In the Products worksheet, change the text in the the center section of the header
to read ECDL.. Return to normal view.
Files - Apyeia: Warehouse14.XLS

34. ANNGETE TO apIoTEPS TIEPIBWPIO TOU GUAAOU epyaoiag Product
TIpA peTagu 0.1 kai 1 ek. (cm).
Change the left margin of the Products worksheet, t
1cm.
Files - Apxeia: Warehouse14.XLS

KG&TroI0 GAAO BIABOETIHO EKTUTTWTH.
Print the Products worksheet on the ECDL Printer, or on any other available
printer.

Files - Apyeia: Warehouse14.XLS

36. Mola aTrod TI¢ DIABECIHEG ETTIAOYES
TPOCBEON HIOG TIEPIOXIG KEA
Which of the available opti
range?

+78000 --- =560000-+390000+495000+78000
- =560000+B5+B6+B7
-- =B5+B6+B7+560000
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