CYPRUS ®
C
o ECDL

Az—:wuanxr’l gg€taon otLg I'Iapouoldoslc

Odnyigg

ATTaVTOTE OAEG TIG EPWTAOEIG

Xpovog 45 AetrTd

AvTiypdyete Tov @AKEAO MBEXxam padi JE TO TTEPIEXOMEVO TOU OTNV
ETTIPAVEIN EPYOTIAG TOU UTTOAOYIOTA 0aG. 2TOoV PAKeENO auTd Bpiokovtal OAa Ta
ATTOPAITATA APXEIQ, KAl PHECA OTOV PAKEAO AUTO VA QUAACOETE OTIOIAdNTTOTE
apxeia oag ¢nTouv ol EPWTNOEIG.

To TapdBupo emAoywv (Options) Tng epapuoyrig PowerPoint etiTpéTTel oTOV
XPAOoTN Va...
The PowerPoint application options window allows the user to..:
a. KaBopilel To péyeBOC TWV apxeiwv TTapouciaong. ---..specify the size
of the presentation files.
b. kd&vel paBnuaTiKoUug UTTOAOYIOHOUG. ~--..make mathematical
calculations.
C. KaBopilel ToV TTPOETTIAEYUEVO TOTTO ATTOBNKEUONG TWV APXEIWV. ---
..specify the default file save location.
d. mAonyeital oto diadikTuo. ---..navigate in the Internet

Avoitte TNV e@apuoyr} PowerPoint.
Open the PowerPoint application.

AnuIoupynRoTE Pia VEQ TTaPOUCIao BACIONEVN OTO TTPOETTIAEYHEVO TTPOTUTTO
(default template).
Create a new presentation based on the default template.

AvoitTte To apxeio apple_pips atrd Tov @dkeAo M6EXAM T1r0oU BpioKkeTal OTNV
EMQAVEIQ EPYATiag TOU UTTOAOYIOTH 00G. ATTOBNKEUOETE TO APXEIO UE TO
ovopa apple marketing otov id10 @AakeAo.

Open.the apple_pips file from the M6EXAM folder found on the desktop. Save
the presentation as apple marketing in the same folder.

Files - Apxeia: apple_pips.ppt

EpgavioTe TNV avolkTA TTapoucioon o€ kavovikr TpoBoAr (Normal View).
Display the open presentation in Normal view.
Files - Apxeia: apple pips_view.ppt

AANNGETE TRV didTaén (layout) Tng diagaveiag 1 pe TitAo The Apples of our Isles
o€ dlagaveia Tithou Movo (Title Only).

Change the layout of slide 1 titled The Apples of our Isles to Title Only.

Files - Apxeia: apple pips.ppt
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7. 21n dlogpaveia 1 mpooBEoTe Tov UTTOTITAO Apple Marketing Board.
On slide 1 add the subtitle Apple Marketing Board.
Files - Apxeia: apple pipsl.ppt

8. Z1n diagdveia 1 diaypdyTte Tn Aégn The ato Tov TiTAo The Apples of our Isles.
On slide 1 delete the word The from the title The Apples of our Isles.
Files - Apxeia: apple pipsl.ppt

9. METOKIVEIOTE TNV EIKOVA TOU KOKKIVOU PIAOU, OUTWG WOTE VA EQATITETAI OTO
KATW apIioTEPO PEPOG TNG TTPWTNG DIOPAVEIQG.
Move the red apple image, so that it is aligned at the bottom left part of the
first slide.
Files - Apxeia: apple pips_3.pptx

10.21n diagavela 2, rpooBéaTe TN pdon Carl Kent — Finance Team wg
onueiwaon TapouciaocTh (Presenter's note).
On slide 2, add the presenter's note Carl Kent — Finance Team.
Files - Apxeia: apple pips_3.pptx

11.21n diagavela 3, augnoTe To uEyeBOG TNG ypapuatooelpdg (font size) Tou
TiTAOU Apple Varieties o 44.
On slide 3, increase the font size of the Apple Varieties title to 44.
Files - Apxeia: apple pips. 3.pptx

12.>1n diagavela 4.pe Titho Green Apples, aAAG¢Te TIg Koukkideg (bullets) o€
apiBuoug.
On slide 4 titled Green Apples, change the bullets to numbers.
Files - Apxeia: apple pips_3.pptx

13.Z1n0l0@aveia 4, epappooTte €viovn ypaer (bold) otov TitAo Green Apples.
On slide 4, apply bold formatting to the title Green Apples.
Files - Apxeia: apple pips_3.pptx

14.>1n diagavela 4, diaypAayTe T0 YKPICOTTPATIVO PRAO.
On slide 4, delete the image of the green/grey apple.
Files < Apxeia: apple pips_3.pptx

15.271 diagavela 6 pe TiTho Using Green Apples, KataxwproTe TO TTOPAKATW
KeipeVO pe Koukkideg (bullet point text):
On slide 6 titled Using Green Apples, enter the following bullet point text:
« Jams and jellies
* Classic pies and crumbles
» Sauce for meats
Files - Apxeia: apple pips_3.pptx
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16.21n dlapavela 6, HETOPEPETE TO avTIKEiYEVO "Pie", TTavw atTd Ta avTIKEiNEVa
"Jam" kal "Sauce", xwpig va YETAKIVAOETE KATTOIO OTTO TA OXEDIACUEVA
QVTIKEIPEVA.
On slide 6, bring the "Pie" drawn object on top of the "Jam" and "Sauce"
objects, without moving any of the objects.
Files - Apxeia: apple pips4.pptx

17.21n diagaveia 7 pe Titho When Buying Apples, aAAGETE TO Xpwua
ypaupaTtooelpdg (font colour) Tou KEIPEVOU PE TIG KOUKKIOEG O€ KOKKIVO.
On slide 7 titled When Buying Apples, change the font colour for the bullet
point text to red.
Files - Apxeia: apple pips4.pptx

18.21n diagaveia 7, avaoTtpéWTe (flip) To T6€0 opifovTia (horizontally).
On slide 7, flip the arrow horizontally.
Files - Apxeia: apple pips_3.pptx

19.TpooBéaTe pia véa dlagadveia pe didragn TitAou kai Alaypdaupatog (Title and
Chart) oto TEAOG TNG AVOIKTHG TTAPOUGIACNG.
Insert a new slide with a Title and Chart layout at the end of the open
presentation.
Files - Apxeia: apple pips5a.pptx

20. MeTakivioTe TNV TEAEUTAIa BIAQAVEIQ TNG AVOIKTAG TTAPOUCIAoNG OUTWG WOTE
va epgavicetal TpIv 1n Olagpaveia 8.
Move the last slide of the open presentation so as to be displayed before
slide 8.
Files - Apxeia: apple pips5.pptx

21. 321 dlapaveia 10, dnuioupynoTe éva didypaupa otnAwy (Clustered column)
ME TA TTIO KATW dedopEva:
On slide 10, create a clustered column chart from the data below:
Apple Production
Pie< 10
Jam 25
Sauce 10
Juice 55"
Files - Apxeia: apple pips5.pptx

22.21n dlagpdavela 8 ue TiTAo Apple Production Statistics, aAAGgTe 10 didypappa
miTag (pie chart)oe didypapua mitag 3 dilaotdoewyv (3D).
On slide 8 titled Apple Production Statistics, change the pie chart to a 3D pie
chart.
Files - Apxeia: apple pips6.pptx
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23.21n diogpaveia 10 pe 1iTtAo Apple Nutrition, aAAGgTe o€ dITTAG TO dIACTIXO
METAEU TWV ypaupwy (line spacing) TOu KEIPYEVOU WE TIG KOUKKIOEG.
On slide 10 titled Apple Nutrition, change the line spacing of the bulleted text
to double.
Files - Apxeia: apple pips6.pptx

24 Eiodyete €va oxnpa (shape) 4-point star otnv KATw deEIA ywvia Tng
dlagavelag 8 pe TitTho Apple Production Statistics.
Insert a 4-point star shape at the bottom right corner of slide 8 titled Apple
Production Statistics.
Files - Apxeia: apple pips6.pptx

25.E@apudoTe 10 @€ evalAayng diagaveiwy (slide transition effect) Dissolve o€
OAEG TIG DIAPAVEIEG TNG TTAPOUCIAONG. ATTODEXTEITE TIG TTPOETTIAEYMEVEG
puBpioeig (default settings).
Apply the Dissolve slide transition effect between all the slides in the
presentation. Accept the default settings.
Files - Apxeia: apple pips6.pptx

26.pooBEaTe apiBunon diagaveiwyv (slide numbers) o1o uTTogéAIB0 OAWV TWV
dlaQavEIWY ThG TTAPOUCiaon.
Insert slide numbers into the footer of all-the slides of the presentation.
Files - Apxeia: apple pips6.pptx

27. AvTtiypdayTte TnV.-€IKOVaA Tou "uAAou" arrd tn diagaveia 4 otn diagdveia 3.
Copy the "apple" picture from slide 4 to slide 3.
Files - Apxeia: apple pips6.pptx

28.21n dia@aveia 4, otoixioTe (align) Tnv eikova Tou "uAAou" oTo KATW PEPOG TNG
O1aQPAVEING.
On slide 4, align the "apple” image to the bottom of the slide.
Files - Apxeia: apple pips6.pptx

29.Kavete €Aeyxo opboypagiag (spell-check) otnv Tapouciaon apple marketing.
KUpla ovouata dev TepIAaudvovTtal 0Tov EAEYX0 Kal JTTOPOUV va ayvoneouv.
Spell-check the apple marketing presentation. Proper names are not included
in the spell checking and may be ignored.
Files - Apxeia: apple pips6.pptx

30. Atrokpuyere (hide) Tn diagdveia 4 e TiTAo Green Apples oTnv avoikTi
TTapouaiaon.
Hide slide 4 titled Green Apples in the open presentation.
Files - Apxeia: apple pips6.pptx
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31.AN\GETE TOV TTpOocavaToAIoud (orientation) Twv dlagaveiwy TNG TTAPOUTCIAONG
o€ Kataképu@o (portrait).
MNa xprioteg Office 2013/2016: Otav cag ¢ntnBei eTTIAECTE €iTe Maximize eiTe
Ensure Fit.
Change the slide orientation to Portrait.
For Office 2013/2016 users: When prompted select either Maximize or Ensure
Fit."
Files - Apxeia: apple pips6.pptx

32.21 diagaveia 6, opadoTroIinoTe (group) Ta oxedloopéva avTIKEipeva "dJam”,
"Pie" ka1 "Sauce".
On slide 6, group the drawn objects "Jam", "Pie" and "Sauce".
Files - Apxeia: apple pips6.pptx

33. EKTUTTWOTE HOVO TRV TTPWTN BIAQAVEIQ TNG AVOIKTAG TTAPOUCIiacng o€ £va
OI0BECINO EKTUTTWTH.
Print only the first slide of the open presentation to an available printer.
Files - Apxeia: apple pips6.pptx

34.KAegioTe TNV TTapouciacn apple marketing.
Close the apple marketing presentation.
Files - Apxeia: apple pips6.pptx

35.Tloia atro TIG TIPOTACEIG TTOU TTAPOUCIACOVTAI TTEPIYPAPE! MIA KAAN TTPOKTIKN
OTav dNUIOUPYEITE TO KEIPNEVO HIOG TTAPOUCiaoNg;
Which of the statements shown is a good practice when creating text content
for a presentation?

a. Xpnon peydAwyv Trapaypd@wy yia va tovioTei KaT.  --- Use of long
detailed paragraphs to make a point.

b.. Xprjon 600 10 duvaTtod TTEPIOCOTEPWY YpauhaTooElpwy. --- Use of as
many different fonts as possible.

c. XpAan Pévo oUVTOPWY, TTEPIEKTIKWY @pdocwyv. --- Use of only short,

concise phrases.
d. Fépiopa k&Be dloPAvEIAG UE KEIPMEVO YIA VO TTEPIOPIOTEI TO ACTTPO KEVO.
--- Filling each slide with text to eliminate white space.

36.To PowerPoint ravra mpooBétel pia véa diagavelia...
PowerPoint always inserts a new slide...

a. TpIvV atro TNV TpExouoa diagavela. --- before the current slide.

b. oTnv apxn yiag ocipdg ammod dlagaveleg. --- at the start of a sequence of
slides.

C. MeTd TNV TPpéXouoa dlagdvela. --- after the current slide.

d. oTo TéAOG pIag oelpdg atro dlagaveleg.  --- at the end of a sequence of
slides.
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