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Aswypotiki e€étaon otig Yroloyiotikd QUAAa
(Spreadsheets)

Obnyieg
e ATTOVTAGCTE OAEG TIG EPWTIOEIG
o Xpbvog 45 AeTrTd
o Avriypderte Tov @dkeho M4Exam padi pe 1o TTEPIEXOPEVO TOU OTNHV
EMQPAVEIN EPYAOITG TOU UTTOAOYIOTH 0OG. ZTOV QAKEAO auTd BpigrovTal OAa TO
aTTOpaiTNTO APXEIT, KOl HEOO OTOV QAKEAD QUTO VO QUAGOOET ’
apyxeia oag ¢nTolv ol EPWTACEIS. "

1. Avoi€te TV e@appoyn Excel o0Twg WOTE va TTAPO QUANO
gpyaoiag.
Open the Excel application so that a new, empty book

2. Anuioupynate éva véo AoyioTikd GUANO Xpnal
mpotuTro (default template). '
Create a new spreadsheet using the defa

3. ATToBnKeUOETE TO AVOIKTO PUAAO £pY
oploBeTnUéVo Pe oTnNAoBETEG (tab-delim

M0 KATW HAVUHQ, ETTIAEETE Yes
Save the open spreadsh
in the MAEXAM folder o

orksyhee’(, insert a new row between rows 3 and 4.
ouse. XLS

i A4 Tou @UkAou epyaoiag Products.
h to the Warehouse spreadsheet. In the Products worksheset, insert the text

6. 10 QUANO epyaoiag Products, aAAAgTe To TTAGTOG oTnAWV (column width) og 12
yla TV Teploxr oTnAwy BiF.
In the Products worksheet, apply a column width of 12 to the column range B:F.
Files - Apxeia: Warehouse2. XLS

7. 10 QUANO gpyaciac Products, aAAAETE TO TTEPIEXOEVO TOU keAioU A13 atd Sales
ot Total Profit.
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In the Products worksheet, change the content of cell A13 from Sales to Total
Profit.
Files - Apxeia: Warehouse3.XLS

8. 10 PUANO epyaciag Stock, el0dyeTe DITTAR YPAHHN £EWTEPIKOU TTEPIYPAUHATOG
(outline double line border) otV TEPIOXN KEAIWY A1:12.
In the Stock worksheet, add an outline double line border in the cell range A1:12.
Files - Apxeio: Warehouse5.XLS

9. ¥710 PUANO epyaoiag Products, evroTioTe T ¢pdon Created by K
In the Products worksheet, find the text ‘Created by’ and del
Files - Apxeio: Warehouse5.XLS

10. ¥10 pUAO epyaciag Products, TANKTPOAOYNOTE TOV K
oTo KeAi BY, Trou va utrohoyilel 1o yIVOHEVO Tou KeAiou B
keAioU B8 e To KeAi B7. AvTiypdyeTe Tov TUTTO ToU KeAIoU
kehiwv C9:19.

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

11. XpnotoTroINoTE TNV AEITOUPYIC lp) TNG epappOYNG YIa va Bpeire
worksheet”. Ao 10 GUVOTITIKA
i€te TV emAoyn Insert or delete a worksheet

vo 670 avolktd Word keipevo (ECDL Printer.doc).

Q,,f',
Use the application’s Help tion and search for information about “Add a
». From the a

ksheet’ and copy its content to the open Word
Printer.doc). Close the Excel Help window.
¢ ECDL Printer.doc

ac Products, KaraxwpoTe Pia guvdpTnorn (function) oTto KeAi
uTroAoyilel To dBpolopa TNG TrEPIOXIS KeAiy BO:19.
cts worksheet, insert a function in cell B13 to calculate the sum of

2 Apxeia: Warehouse7.XLS

13. %10 QUAAO epyaciag Products, pop@oTroinfaTe TNV nuepounvia oto kehi A12 woTe
va epgavigetal wg 31-Aek-10.
In the Products worksheet, format the date in cell A12 so as to display as 31-Dec-
10.
Files - Apyeia: Warehouse_8.XLS
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14. 570 UM epyaciag Products, eQapuooTe YPAUHOTOOEIRd Tahoma peyéBoug 12
oTnv meploxn kehiwv A1:11.
In the Products worksheet, apply font Tahoma, size 12 to the cell range A1:11.
Files - Apxeia: Warehouse9.XLS

15. £10 PUANO epyaoiag Products, epappooTe avadiTAwor keipévou (text wrapping)
oTa Teplexdpeva Tou keAiou C1.
On the Products worksheet, apply text wrapping to the contents of
Files - Apyeia: Warehouse_10.XLS

16. EQOpHOOTE YPAPHOTOOEIPG KOKKIVOU XPWHATOS OTNY TTEPIOX i ‘M rou
@UANou epyaoiag Products.
On the Products worksheet, apply red font color fc
Files - Apxeia: Warehouse11.XLS

17.EpapudoTe T pop@oTroinon Tou kehlou A1 oto.keAi A13.
Apply the formatting of cell A1 to cell AT3
Files - Apyeia: Warehouse12.XLS |

18. AlaypdyTe 170 UAO epyaciag Sheet
Delete the Sheet2 worksheet.
Files - Apxeia: Warehouse12.

19. ZroixioTe TO TEPIEXOUEVT

settings).
Products worksheet, create a pie chart from the data in the cell range
sept the default settings.

22. MEeTaKIVAOTE TO ypd@nua atroé 1o pUANo epyaoiag Sheet2 ato @UAO epyaoiog
Stock. TOTTOBETAOTE TO YPAPNKA HE TPOTTO WATE N TTAVW APIOTEPD ywvia Tou va
Bpiokeral péoa oTo KeAi F15.

Move the chart from the Sheet2 worksheet and to the Stock worksheet, so that its
top left corner is in cell F15.
Files - Apyeia: Warehouse13.XLS
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23. %10 PUAO epyaociag Products, aAdgTe 1o peyebog g YPOUHATOOEIPGS TOU TITAOU
TOoU ypapRuaTog (* deg onpeiwon o kdTw) Electrical Appliances o€ 14.
In the Products worksheet, change the font size of the chart title text (* see note)
Electrical Appliances to 14.
Files - Apyeia: Warehouse_13.XLS

24. AvTiypdayTe TO ypdenua até 1o UAo epyaciag Sheet?2 kal TOTTOBETHOTE TO
otroudrTroTe péoa oTo GUAAO epyaaiag Stock.
Copy the chart from the Sheet2 worksheet and place it anywhere |
worksheet.

Files - Apxeia: Warehouse13.XLS

25. %10 PUANO epyaciog Sheet2, aAAdgTe TO XpWHA T
TiTAO Prices of Products o€ o1rolodiTroTe XpWwHa TNG apE
In the Sheet2 worksheet, change the series color of the chart titled Prices of
Products to any color of your choice.
Files - Apxeia: Warehouse13.XLS

26.¥10 QUANO epyaciag Sheet2, aAAGgTe T
In the Sheet2 worksheet, change the 4
Files - Apxeia: Warehouse13.XLS

PAONPOTOG OF Prices.
hart to Prices.

27.%10 @UN\O epyaciag Sheet2
Siclypappa ypappns (line ch
h

roducts worksheet.
arehouse_14.XLS

TpocavatoAiguo6 (orientation) Tou @UAAou epyaciag Products amd
koTakdpuQo (portrait) o opigovTio (landscape).

Change the orientation of the Products worksheet from portrait to landscape.

- Apxeia: Warehouse13.XLS

31. %70 PUAAO epyaociag Products, e@apudoTe apiBunon oeAidwv oo 0e€10 PEPOG TOU
utrooeNIdou (footer). ETioTpéyTe oe Kavovikr} TTpoBoAr| (normal view).
In the Products worksheet, apply page numbering in the right section of the
footer. Return to normal view.
Files - Apxeia: Warehouse14 XLS
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32. 310 PUANO epyaciag Products, TpoaBéoTe éva edio (field) npepopnviag 6To
aploTepd pépog TG kepahidag (header). ETNOTPEWTE OE Kavovikr] TTpooAn
(normal view).

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

33. 5710 PUAO epyaoiag Products, ep@avioTe Tig YPOHHES TTAEYLIATOG (
AVAYKEC EKTUTTWONG ToU GUANOU epyaciag. Mnv TUTTWOETE TO @
Edv €xeTe To TTAPABUpO TTpoeokdTong ekTuTTWONG (Print pr
KAEIOTE TO.
On the Products worksheet, turn on the display of g
Do not print the worksheet. If you are in print preview
preview window.

Files - Apyeia: Warehouse14.XLS

ines) yia TIg

peta€u 1 kair 2 k. (cm).
Change the top margin of the Produc
cm.

Files - Apyeia: Warehouse14.XL

perce .
..apIBbg dlaIpEiTal JE TO undév. - ...anumber is divided by zero.

(PIBPOC TTOANATTAQCIGZETN E TO PNdEV. - ...a number is multiplied by
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