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Aswypatikin e€€taon otnv Eneéepyacia Kelpévou
Odnyigg

o ATTavTOTE OAEG TIG EPWTNOEIG

o  Xpovog 45 AetrTd

e AvTiypdyeTe TOV pAkeEAO M3Exam padi ME 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.

. EvrotrioTe ka1 avoite TNV e@apuoyn emeepyaoiag keipévou Word oTov UTTOAOYIGTH OOG.
Mnv avoi¢eTe OTTOI00NTTOTE £YYPAQPO.

Locate and open the word processing application of Wordon your computer.'Do not
open any document.

. Atrobnkeuoete To £yypa@o SubscribersLetter.doc wg apxeio armrAou keipyévou (text file) e
T0 Ovoua InfoMeeting otnv Tpéxouca TotroBeaia (TratrioTe oto OK oTO TTPOEIdOTTOINTIKO
MAVUHQ TTOU gP@aviCeTal).

Save the SubscribersLetter.doc document as text file with.the hame InfoMeeting at the
current location (click OK to the warning message displayed).

Files - Apxeia: SUBSCRIBERSLETTER.DOC

. AAN\GETE TOV TTpOocavaToAIopud orientation Twv GeAidWY Tou eyypA@ou aTrod KaTakdpUPo
(portrait) o€ opifovTio (landscape).

Change the orientation of the document's pages from portrait to landscape.

Files - Apxeia: SUBSCRIBERSLETTER.DOC

. AAN\GETE TO aploTepd (left) kar To e (right) TTepIBwpIo (Margin) Twv oeAidwy Tou
eyypdgou o€ 2 eK..(cm).

Change the left and right margins of the document to 2 cm.

Files - Apxeia: SUBSCRIBERSLETTER.DOC

. TPOTTOTTOINOTE TIG BAGIKEG PUBUIOEIG TNG EQAPPOYAS WOTE VA £XEI WG TTPOKABOPIOPEVO
ovopa xprotn (default user name) 1o évopa Candidate2020. EpapuooTe auTh T
puUBuIoN.

Modify-the basic settings of the application so as to have as default user name the name
Candidate2020. Apply this setting.

Files - Apxeia: SUBSCRIBERSLETTER.DOC

. E@apudoTte ARpn otoixion (full justification) otnv Tapdypago Tou eyypa@ou 1Tou
apxicer ye We would like to....

Apply justified alignment to the paragraph beginning with We would like to....
Files - Apxeia: SUBSCRIBERSLETTER.DOC
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7. E@apudoTte eooxn (indentation) 3 k. (cm) a1rd TO APIOTEPO KAl TO OECi TTEPIBWPIO OTNV
TTapAypa®o 1Tou apxicel ue Tn @paon Please do not...
Indent by 3 cm from the left and the right margins the paragraph that begins with Please
do not....
Files - Apxeia: SUBSCRIBERSLETTER.DOC

8. E@apudoTe TNV KATAAANAN HOPQOTTOINGN OTO KEIPMEVO TNG TTAPAYPAPOU TTOU apXilel UE
We would like to..., woTe OAO TO KeiPEVO va UQaVICETAI JE KEQOAQiIQ YPAPUATA.
Apply the appropriate formatting to the text of the paragraph beginning with We would
like to..., so that all of the text appears in upper case characters.
Files - Apxeia: SUBSCRIBERSLETTER.DOC

9. E@apudoTe €vrovn ypaer (bold) oTo KEIPEVO TWV TPIWV TIPWTWYV YPOPHUWY, TOU
eyypagou.
Apply bold formatting to the text of the first three lines of the document.
Files - Apxeia: SUBSCRIBERSLETTER.DOC

10. ANNGETE TN YpauuaTooeipd Twv gpdocwv Dear Mrs Johnson, kai Joanna Smith pévo o€
Tahoma ka1 1o péyeBog o€ 14.
Change the font of the text Dear Mrs Johnson, and Joanna Smith only to Tahoma and
the size to 14.
Files - Apxeia: SUBSCRIBERSLETTER.DOC

11.EicdyeTe un autéuarn aAlayn oelidag (page break) akpifwg mpiv atmod 1o Keipevo Dear
Mrs Johnson.
Insert a page break exactly before the text Dear Mrs Johnson.
Files - Apxeia: SUBSCRIBERSLETTER.DOC

12.EpapuooTe didoTixo (line spacing) 1.5 ypaupng otnv Tapdypag@o Trou apyicel ye We
would like t0.
Apply a 1.5 line spacing to the paragraph beginning with We would like to....
Files - Apxeia: SUBSCRIBERSLETTER.DOC

13.E@appoéoTe apibunon (humbering) otn AioTta Twv peB6dwv TAnpwunig ("Methods of
Payment") 010 K&TW PEPOG TOU EYYPAPOU.
Apply-numbering to the list of "Methods of Payment" at the bottom of the document.
Files - Apxeia: SUBSCRIBERSLETTER.DOC

14. AvtikataoTtroTe TN Aé¢n Euros e 10 oUuPoAo € o€ ONO TO KEiEVO.
Replace the text Euros with the symbol € in the whole document.
Files - Apxeia: SUBSCRIBERSLETTER.DOC

15.T1IAnkTpoAoyAOoTE TN PPAcn Members Update oTnv TTpwTn YPOUMN TNG KEQAAIdAG
(header) Tou eyypAa@OU. ZTOIXIOTE TNV OTO KEVTPO KAI UTTOYPAUMIOTE TNV JE AETTTH,

ouvexOUEVN, oV ypapun.
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Insert the text Members Update in the first line of the header of the document. Center align
the text and underline it with a thin, continuous, single line.
Files - Apxeia: SUBSCRIBERSLETTER.DOC

16.EicdyeTe £va trivaka (table) pe Tpeig 0TAAEG Kal TECOEPIG YPAPUEG OTTOUDATIOTE OTO
avoIKTO £yypago. NpayweTte Toug apiBuoug 2008, 2009 kai 2010 oTo TTPWTO, BEUTEPO KAl
TPITO KEAI TNG TTPWTNG YPAUMNS AVTIOTOIXA.
Insert a table with three columns and four rows anywhere in the open document. Write
the numbers 2008, 2009 and 2010 in the first, second and third cells of the first row
respectively.
Files - Apxeia: SUBSCRIBERSLETTER.DOC

17.TpooBéoTe pia oTAAN oTa d€€1A TNG TPITNG (TEAEUTAIOG) OTAHANG OTOV TTiVaKA TTOU
BpiokeTal oTo KATW PEPOG TOU gyypdgou. ['payeTe TN epaon ANNUAL DUES oTo Kevd
KEAI TNG TIPWTNG YPAUMAG.
Add a column to the right of the third (last) column of the table at the end of the
document. Write the text ANNUAL DUES in the empty.cell of the first row.
Files - Apxeia: SUBSCRIBERSLETTER(TABLE).DOC

18.MopgoTtroifoTe To TTEPiypapua (border) Tou TTivaka o€ OTUA OITTARG YPAUKNAG TTaxous 1 V2
oTIydWV (pt). MnV TPOTTOTTOINCETE TO OTUA TWV. ECWTEPIKWY YPAUHWV.
Format the border of the table to a double line style of width 1 % points. Do not modify
any of the inside lines of the table.
Files - Apxeia: SUBSCRIBERSLETTER(TABLE).DOC

19. XpnoipoTtroinoTte Tov opBoypa@iko €AeyXo (spell check) kal KAveTe TIG avayKaieg
d10pOBwaoeIg 0TO Keipevo (Ta KUpla ovopaTa dev TTepIAauBAavovTal oTov EAeyX0
opBoypaiag Kal JTTOPEITE VA T AYVOINOETE).

Spell check and make the required changes to the document (proper names are not
included in the spell checking and may be ignored).
Files - Apxeia: SUBSCRIBERSLETTER.DOC

20. EKTUTTWOTE TO £YYPOQO O€ £va OI0BETINO EKTUTTWTH.
Print the document to an available Printer.
Files - Apxeia: SUBSCRIBERSLETTER.DOC

21. 270 uttooéNido (footer) Tou eyypdgou eioayeTe T0 KaTa@AAnAo TTedio (field), To otToio va
TTapoucidlel To dvopa Tou eyypagou (filename). Z1oixioTte To TTEdiO OTA OECIA.
In the footer of the document insert a right aligned field that shows the name of the file.

Files - Apxeia: SUBSCRIBERSLETTER.DOC
22.MeyeBuveTte (zoom) 10 £yypa@o oTo 155%.

Zoom the document to 155%.
Files - Apxeia: SUBSCRIBERSLETTER.DOC
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23.AgaipéoaTe TNV uttoypdauuion atréd m epdon Methods of Payment (Only Euros
accepted). ANAETE TO XpwHa TG @pdong o€ TTpAacivo (green).
Remove the underline from the text Methods of Payment (Only Euros accepted).
Change the color of the phrase to green.
Files - Apxeia: SUBSCRIBERSLETTER.DOC

24.TIAnkTpoAoynoTe Tn ppdon Subject: Subscriptions apéowg PHETA (OTNV ETTOPEVN YPANUN)
™ @pdon Dear Mrs Johnson,. ZTOIXiOTE OTO KEVTPO KAl UTTOYPAUUIOTE TN @PACN UE
AETTTH), OuveEXOMNEVN, JOVI YPAMUA.
Insert the text Subject: Subscriptions immediately after (in the next line) the paragraph
Dear Mrs Johnson,. Center align and underline the text with a thin, continuous, single
line.
Files - Apxeia: SUBSCRIBERSLETTER.DOC

25.T1pooBéoTe TTAVW Kal KATW YPAPUA TTEPIYPANMATOS TUTTOU AETTTIG, CUVEXOMEVNG
YPOUMNAG OTNV TTapaypa@o TTou apxicel e We would like to....
Add a top and bottom, single, continuous line border to.the paragraph beginning with
We would like to....
Files - Apxeia: SUBSCRIBERSLETTER.DOC

26. AN\GEeTE TNV TTPOPROARA eu@Aviong Tou eyypdgou o€ [1poBoAni Avayvwong (Read Mode).

Switch the document to Read Mode.
Files - Apxeia: SUBSCRIBERSLETTER.DOC

27.AtrobnkevoeTe TO £yypago Subscribersletter wg apyeio Tuou Web Page (11.x htm,
html ) oto pdkeAo M3Exam 1Tou BpioKkeTal OTNV ETTIPAVEIN EPYATIAG TOU UTTOAOYIOTI 0OG
(atravtrioTe BETIKG O€ OTTOIO TTPOEIBOTTOINTIKG UNVUPATA).
Save the SubscribersLetter.document as type Web Page (htm or html) in the M3Exam
folder located on the desktop of your computer (reply positively to any warning
messages).
Files - Apxeia: SUBSCRIBERSLETTER.DOC

28.EmAéEeTe TNV TTPOTAON TTOU apxilel e Please refer at the....
Select the text of the sentence beginning with Please refer at the....
Files - Apxeia: SUBSCRIBERSLETTER.DOC

29. MeTo@épeTe 10 KEIPEVO Sincrely yours, ... Joanna Smith oTToudTToTE YETA TNV TEAEUTAIA
TTAPAYPAPO TOU EYYPAPOU.
Move the text Sincrely yours, ... Joanna Smith anywhere after the last paragraph of the
document.
Files - Apxeia: SUBSCRIBERSLETTER.DOC

30.EpapudoTe poppotroinon d¢iktn (subscript) uévo otn Aégn Euros, otnv TeAeuTaia
YPOMNMNA TOU KEINEVOU.
Apply subscript text formatting only to the word Euros in the last line of the document.
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Files - Apxeia: SUBSCRIBERSLETTER.DOC

31.E@apudoTe popgoTtroinon Aiotag koukidwv (bulleted list) oTig TEOOEPIG YPAUMES YIQ TIG
MEBOBOUG TTANPWHNAG ("Methods of Payment") oto TEAOG TOu eyypd@ou.
Apply a bulleted list formatting to the four lines of the payment methods ("Methods of
Payment") at the end of the document.
Files - Apxeia: SUBSCRIBERSLETTER.DOC

32.E@apudoTte okiaon Trapaypdgou (paragraph shading) mrpdoivou (green) XpwHaTOG OTIG
TPEIG TIPWTEG YPAPMEG TOU EYYPAPOU.
Apply green color paragraph shading to the first three lines of the document.
Files - Apxeia: SUBSCRIBERSLETTER.DOC

33. EpgavioTe TOUG XaPAKTAPES TTOU BEV €ival opaToi KATd TNV EKTUTTWON (non-printing
characters).
Show all the non-printing characters of the document.
Files - Apxeia: SUBSCRIBERSLETTER2.DOC

34.EpapudoTe okiaon @ovrou (background shading) xpwpaTtog KOKKIVOU OTOV TTivaKd.
Apply red background shading to the table.
Files - Apxeia: SUBSCRIBERSLETTER(TABLE).DOC

35. ANAGEeTe To TTAGTOG (Width) kai To Uwog (height) Thg ogAidag Tou eyypdgou o€ 23 eK.
(cm) kai 24 ek. (cm) avrtioToIXA.
Change the width and height of the page/paper size of the document to 23 cm and 24
cm respectively.
Files - Apxeia: SUBSCRIBERSLETTER.DOC

36. EKTUTTWOTE TNV TTPWTN 0€AIda TOU £yYPAQOU O€ €va DIABECIPO EKTUTTWTH.
Print the first page of the document to an available Printer.
Files - Apxeia: SUBSCRIBERSLETTER2.DOC



