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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.

1. Avoi¢te 10 apxeio author invite.dot TTou BpiokeTal oTov.@akeAo M3exam aTnv

ETTIPAVEIQ EPYOTIAG TOU UTTOAOYIOT 0AG. ZUPTTANPWOTE TO KEINEVO-ETTIOTOAR, OTTWG
QaiveTal O KATW:

“Click here and type title” Social Networks

“Click here and type meeting” Tuesday meeting

“Click here and add date” 2/2/2011

“Click here to add name” John Somer
ATTOBNKEUOETE TO £YYPOPO WG APXEIO ETTECEPYATiIaG KeIuEVOoU (word document) pe TO
ovoua social_invite otov @akeAo M3exam aTnv ETQAVEIQ EPYATIAG TOU UTTOAOYIOTH
oag.
Open the author invite.dot file from the M3exam folder on your desktop. Complete
the text-message as shown below:

“Click here and type title” Social Networks

“Click here and type meeting” Tuesday meeting

“Click here and add date” 2/2/2011

“Click here to add name” John Somer
Save the document as a word document with name social_invite in the M3exam
folder on your desktop.
Files - Apxeia: -author invite.dot

. ATTOBnKeUOETE TO £YyPOQPO O€ HOPPNA ATTAOU Kelpévou (text format) pe To dvoua
social_questions.ixt oTov @akeAo M3exam oTnv €MQEAVEIQ EPYATIAG TOU UTTOAOYIOTH)
0ag. ATTavTAGTE KATAQATIKA O€ TUXOV uNVUPOTA TToU Ba ENQavIoTOUV.

Save the file as a text file with name social_questions.txt in the M3exam folder on
your desktop. Reply positively to any warnings displayed.

Files - Apxeia: social network questions.doc

. TPOTTOTTOINOTE TIG BACIKEG PUBNICEIC TNG EQAPPOYAS WOTE va £xel ws Ovopa xprnoTn
(User name) 1o évopa ECDL2020.

Modify the basic settings of the application so as to have as User name the name
ECDL2020.

Files - Apxeia: social network questions.doc
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. MpoBdAeTe 10 £yypago pe peyéBuvon (zoom) 127%.
Zoom the document to 127%.
Files - Apxeia: social network questions.doc

. AAN\GEETE TNV KaTaoTaon TTPOROANG Tou eyypdgou ot Mpoxeipn (Draft).
Switch the view mode of the document to Draft.
Files - Apxeia: social network questions.doc

. MAnkTpoAoynoTte TN @pdaon using different coloured markers/pens auEéowg PETA TN
¢pdon Highlight safe and unsafe features of this page (TTavw a1d TOV WiVOKA OTN
oeAida 1). 21n ouvéxela, TTAnkTpoAoyrnote © ECDL, akpifg KATw amoé tnv.
TTapdaypago mou apyicel ue Check the settings o1o TEAOG TOU £yypPA®OU.

Insert the text using different coloured markers/pens immediately after the phrase
Highlight safe and unsafe features of this page (above the table on page 1). Then
insert the text © ECDL just after the paragraph that begins with Check the settings at
the end of the document.

Files - Apxeia: social network1.DOC

. 2TOV TTivaKka TNG TTPWTNG 0€Aidag Tou eyypAaPou, oToV TiTAO TNG deUTEPNG OTAANG,
aAAGETE TN AN wrong o€ inappropriate.

In the table of the first page of the document, in the title of the second column,
change the word wrong to inappropriate.

Files - Apxeia: social networkl1.DOC

. AvTiypayTe TnVv TTapdypago Tou apxiler ue These social networking..., oTnv apxn
Tou eyypdgou. ETTKoAAoTE TNV 0TO apxeio e To dvoua Online Social Networks.doc,
TTOU BpiokeTal oTov @AKEAO M3exam oTnv ETTIQAVEIQ EPYACiag TOU UTTOAOYIOTH 0aG,
OKPIBWG KATW aTTO TNV TTAPAYPOPO TToU apxilel ue Tn ¢pdon 4. Consider the
differences....

Copy the paragraph beginning with the phrase These social networking..., at the
beginning of the document. Paste it into the Online Social Networks.doc file from the
M3exam folder on the desktop, immediate below the paragraph beginning with the
phrase 4. Consider the differences....

Files - Apxeia: social network questions.DOC online social networks.DOC

. MopgoTtroioTte Tnv TpdTacn Highlight safe and unsafe features of this page o€
évrovn ypaor (bold) xpwuaTog KOKKIVOU. 2Th CUVEXEIQ UTTOYPAUMIOTE TNV TTPOTOON
ME AETTTH, OUVEXOMEVN, MOVI YPOUM.

Format the sentence Highlight safe and unsafe features of this page to bold text of
colour red. Then, underline the sentence with a thin, continuous, straight line.

Files - Apxeia: social network1.DOC

10.E@appudoTe popgoTtroinon ekBETN (superscript) otn @pdon (using different coloured

markers/pens) TTavw atro Tov TTivaka otn oeAida 1 Tou eyypdgou.
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Apply superscript text formatting to the phrase (using different coloured
markers/pens) above the table on page 1 of the document.
Files - Apxeia: social network questions.DOC

11.AN\GETE TN pdon (USING DIFFERENT COLOURED MARKERS/PENS) og 1ea
ypduuarta (lowercase).
Change the case of the text (USING DIFFERENT COLOURED MARKERS/PENS) to
lowercase.
Files - Apxeia: social network2.DOC

12. AnuioupynoTe vEa TTapAypPa@O aTro TNV TTPOTACN TTOU apxilel e Toltis
recommended... oTnV TTapAypa@o TTou apxicel ue To The best way to protect... (oT10
TEAOG TNG TTPWTNG OEAIDAC). ZTN CUVEXEIQ OTOIXIOTE OTA APIOTEPA TIG OUO
TTapaypda@oug.

Create a new paragraph at the sentence beginning with the phrase It is
recommended... in the paragraph that begins with the phrase The best way to
protect... (at the bottom of the first page). Then left align both paragraphs.
Files - Apxeia: social network1.DOC

13.Bpeite TNV TapAypa@o TTou apxicel ye n gpdon The best way to protect..., 1o KaTW
MEPOG TNG TTPWTNG OEAIDAG TOU eyypAPouU: AIQYPAWTE TN UN autouaTtn aAAayn
ypauung (soft line break) petd 1n Aé€n-universities, 010 TEAOG TNG TPITNG YPAMMNAG.
Find the paragraph beginning with the phrase The best way to protect..., at the
bottom of the first page of the document. Delete the soft line break after the word
universities, at the end of the third line.
Files - Apxeia: social network1.DOC

14.H Aégn Sincerely £xel OTOIXIOEI XPNOIHOTTOIWVTOG KEVA (Spaces). AlaypayeTe T KEVA
KOl OpioTE KAl EQAPPOOTE ApPIOTEPO OTNAOBETN (tab) 6 ek. (cm) oTn Aégn Sincerely avri
QUTWV.

The word-Sincerely has been aligned using spaces. Delete the spaces and set and
apply a left tab of 6 em tothe word Sincerely instead.
Files = Apxeia: author invitation email.DOC

15. Aiaypdayte Toug dU0 oTNA0BETEG (tabs) TTou ToTTOBETABNKAV OTNnV TTPOTaCH One
important date to-keep in mind:.

Remove the two tabs that have been set for the sentence One important date to
keep in ' mind:.
Files - Apxeia: author invitation email.DOC

16.To mAnkTpo Enter (Return) £xel xpnoiuotroindei yia va dnuioupyfoel didoTnua
METALU TNG AENG Sincerely kai Tou ovouatog John Somer. AlaypdwTte Ta onuadia
TTapaypd@ou (paragraph marks) kai aAAGETE TO didoTnua YETG TN Aégn Sincerely o€
30 oTiypég (pt).
The Enter (Return) key has been used to insert space between the word Sincerely
and the name John Somer. Remove the paragraph marks and change the spacing
below (after) the word Sincerely to 30 pt instead.
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Files - Apxeia: author invitation email.DOC

17.ANGETE TO didoTnua PETA (Spacing after) Tnv TTapAaypa@o TTou apyicel Je 1n epdon ¢
2/2/2011 — draft manuscript... o€ 6 oTIYhEG (pt).
Change the spacing after the paragraph beginning with « 2/2/2011 — draft
manuscript... to 6 pt.
Files - Apxeia: author invitation email.DOC

18.EgpappooTe apiBunon (numbering) otn AioTa he Ta onueia TG o€Aidag2 Tou
eyypagou, atmoé tn epdon As with any information... uéxpr Tn pdon Check the
settings....
Apply numbering to the list of points on page 2 of the document, from the phrase As
with any information... until the phrase Check the settings....
Files - Apxeia: social network questions.DOC

19. AnuioupynoTe TTEPIYPANUA JOVAG, ouveXOUEVNS Ypaupns (box border) kal okiaon e
KOKKIVO XPWHO OTNV TTApAypa@o TTou apyicel ue TN epdon The best way to... oto
TENOG TNG oeAidag 1.

Apply a single, continuous line box border and a red shading to the paragraph
beginning with The best way to... at the end of page 1.
Files - Apxeia: social network questions.DOC

20.E@apudoTe 10 OTUA TTapaypd@ou (paragraph style) bluebold otov T1iTAO What are the
privacy settings available for photo albums?, oTo TTavw PEPOG TNG BEUTEPNG CEAIDAC
TOU gyypagou.
Apply the paragraph style bluebold to the title text What are the privacy settings
available for photo albums?.at the second page of the document.
Files - Apxeia: social network1.DOC

21.MpooBEate €va Trivaka, oTo TEAOG TOU eyypA@ou, hE 4 YPaUUEG Kal 3 OTHAEG.
2UUTTANPWOTE TV TIPWTH YPAPKA TOU TTIVOKA PE TIG TTIO KATW TTANPOPOPIEG:
Safe. Unsafe " Your choices

Add a table at the end of the document with 4 rows and 3 columns. Complete the
first row of the table with the following information:

Safe Unsafe  Your choices

Files - Apxeia: social network1.DOC

22. AlaypayTe TIG OUO TEAEUTAIEG YPAUUEG XWPIG TTEPIEXOPEVO OTOV TTiVaKa TNG 0eAidag 1.
Delete the last two rows without text in the table of page 1.
Files - Apxeia: social network2.DOC

23. AAN\GETE TO TTAATOG TWV OTAAWY TOU TTivaKa 0T o€Aida 1 Tou eyypd@ou, £€TC1 WOTE Va
€xouv TTAdTOG aKkpIBWG 9 €K. (cm).
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Resize the two columns of the table on page 1 of the document to be exactly 9 cm
wide.
Files - Apxeia: social network2.DOC

24. ANGETE TO TTAATOG TOU TTEPIYPANPATOG O€ 2Va OTIYUEG (pt) KAl e@apudoTE TTPACIVN
okiaon o€ OAa Ta KEAIG TOU TTiVOKQ OTAV TTPWTN CEAIdQ TOU £yypPAQPOU.
Change the width of the borders to 27 pt and apply green shading to all the cells of
the table on page 1 of the document.
Files - Apxeia: social network2.DOC

25.EIAEETE TNV TTPWTN YPAUMK TOU TTivaka oTrn o€Aida 1 Tou eyypag@ou.
Select the first row of the table on page 1 of the document.
Files - Apxeia: social network2.DOC

26. AvTiypdayTe TNV €IKOVA PE TNV "KOTTEAQ" 0Tn o€Aida 2 Tou eyypdgou. ETTIKOAAROTE TNV
otroudnTtrote oT1o apxeio Online Social Networks.doc 1Tou BpioKeTal 0TOV PAKEAO
M3exam oTnVv ETTIPAVEIQ EPYOCIAG TOU UTTOAQYIOTH OQG. 2T CUVEXEIQ AAAGEETE TO
MEyeBOG TNG eiIkOvag aTo apxeio Online Social Networks.doc, oUTw¢ WoTe TO UYPOGS
(height) va ivai 5 ek. (cm) kal 10 TTAGTOG (Width) 6 £K. (cm).

Copy the "girl" image on page 2 of the document. Paste it into the Online Social
Networks.doc document found in the M3exam on your desktop. Then change the
size of the image, in the Online Social Networks.doc document, so as to have a
height of 5 cm and a width of 6 cm.

Files - Apxeia: social network1.DOC online social networks.DOC

27.ANNGETE TOV TTPOCAVATOANICUO (Qrientation) Tou eyypd@ou o€ KaTtakopuen didragn
(portrait). ZTn ouvéxela aAAAgeTE TO O€CIA (right) kai apioTepd (left) TrepIBwplIo
(margin) Tou eyypagou 4 eK. (cm).
Change the orientation of the document to portrait. Then change the right and left
margins to-4.cm.
Files - Apxeia: author invitation email.DOC

28.0 1itAog Social Networking Profiles otn o€Aida 2 Tou eyypa@ou £xel "UeTapepOE” ekei
TTATWVTOG TO TTAKTPO Enter (Return). AiaypdyTte OAa Ta cUuBoAa TTapaypd@ou
(paragraph marks) trou £xouv dnuioupynBei TTAvw aTTd TOV TITAO KAl EICAYETE [N
autéuatn.aAAayn oeAidag (page break).

The heading Social Networking Profiles on page 2 of the document was "moved"
there by pressing the Enter (Return) key. Remove the paragraph marks created
above the heading and insert a page break just before the heading.

Files - Apxeia: social network1.DOC

29.T1AnkTpoAoynoTe kail atoixioTe TN AéEn ECDL otn de€1& TTAeupd TNG KEQAAIdAG
(header) Tou gyypd@ou. 21n cuvéxela TOTTOBETHOTE éva TTEDIO TTOU Ba ep@avilel To
ovoua Tou apxeiou (filename) otnv apioTeph TTAEUPA TNG TTPWTNG YPOAUMAG TOU
utrooéhidou (footer).
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Enter and align the text ECDL at the right hand side of the header of the document.
Then enter a field which will show the filename at the left hand side of the first line of
the footer.

Files - Apxeia: social networkl1.DOC

30.Kavete opBoypa@ikd éAeyxo (spell check) oT1o Keipevo KdvovTag TIG avayKaieg
aAayég. Kupia ovouara kal Totrofecieg dgv TepIAapBavovTal aTov EAEYX0 TNG
opBoypagiag Kal JTTopouv va ayvonBouv.
Spell check the document and make the required changes. Proper names or place
names are not included in the spell checking and may be ignored.
Files - Apxeia: social network1.DOC

31. EKTUTTWOTE £va avTiypa@o Tng oeAidag 1 Tou eyypa@ou o€ Eva BIABECINO EKTUTTWTH.
Print a copy of page 1 of the document to an available Printer.
Files - Apxeia: social network questions.DOC
32.EpgavioTe TOUG PN EKTUTTWOIWOUG XApaKTHPES (Non-printing characters).
Display the non-printing characters.
Files - Apxeia: social network questions.DOC

33. Zuyxwveuan aAAnhoypagiag (Mail Merge): Avoigte To apxeio Letter invitation.doc
atro ToV @AaKkeAo M3exam oTnv €MIQAVEIA EPYACIAg TOU UTTOAOYIOTH 0AG.
XpnoIPoTToINOTE TO WG KUPIO £yypago (Letter) yia Tn ouyxwveuon aAAnAoypagiog.
2Tn ouvéxela eTTIAECETE TO apxeio.authornames.doc aTmd Tov idI0 PAKEAO WG TO apXEio
TTOU TTEPIEXEI TO OVOUATA Kal TIG OIEUOUVOEIG TWV TTAPAANTITWY TNG aAAnAoypagiag.
Mail Merge: Open the Letter invitation.doc file from the M3exam folder on your
desktop. Use this document as the main document (Letter) for a mail merge. Then
select the authornames.doc file from the same folder as the data source to be
merged with the Letter invitation.doc form letter.

Files - Apxeia: letter invitation.DOC authornames.DOC

34. Zuyxwveuon ahAnAoypagiag (Mail Merge): To KUpIo £yypag®o Kal To £yypago TTou
TTEPIEXEI TOUG TTAPAANTITEG £XOUV ETTIAEYEI. AVTIKATAOTACTE TWPA TIG YPAUHEG TTOU
é€xouv 10 évopa kai Tn dieubuvon (Addressline1, City, Country kai Name) pe ta
avtigToixa Tediayia ouyyxwveuon aAAnAoypagiag.Mail Merge: The main document
and the document containing the recipients have been selected. Replace now the
existing name and address lines (Addresslinel, City, Country and Name) with the
corresponding mail merge fields.

Files - Apxeia: letter invitation.DOC authornames.DOC

35. Zuyxwveuon aAAnAoypagiag (Mail Merge): To kKUpIo £yypago Kal To £yypago TTou
TTEPIEXEI TOUG TTAPOANTITEG EXOUV ETTIAEYEI. ZUYXWVEUCETE TWPA TO APXEIO TWV
oedopévwy Twv dieubuvoewy (address list data source) pe Tnv €TMOTOAR, yia va
ONUIOUPYNOETE VA OUYXWVEUPEVO ApPXEIO TTOU VA TTAPOUCIAdel OAa Ta OvOUATA KOl
TIG D1EUBUVOEIC. ATTOBNKEUOETE TO CUYXWVEUHEVO apxEio aTov pdkeAo M3exam oTnv
ETTIPAVEIN EPYOOTIAG TOU UTTOAOYIOTH O0OG PE TO Ovopa invitation.
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Mail Merge: The main document and the document containing the recipients have
been selected. Merge now the address list data source file with the letter, to create a
mail-merged document showing all the names and addresses. Save the mail merge
document as invitation in the M3exam folder on the desktop.

Files - Apxeia: letter invitation2.DOC authornames.DOC

36. Zuyxwveuan aAAnAoypagiag (Mail Merge): To KUpIo £yypag®o Kal To £yypago TTou
TTEPIEXEI TOUG TTOPAAATITEG £XOUV ETTIAEYEL. ZUYXWVEUOETE TWPA TO APXEIO TWV
oedopEvwy Twv disuBuvoewyv (address list data source) pe TNV €TMOTOAR, yIa va
ONUIOUPYNOETE VA OUYXWVEUPEVO APXEIO TTOU va TTapouaiadel OAa Ta ovopara Kal
TIG d1EUBUVOEIC. EKTUTTWOTE TO ATTOTEAECUA O€ £va DIABECINO EKTUTTWITH:

Mail Merge: The main document and the document containing the recipients have
been selected. Merge now the address list data source file with the letter, to create a
mail-merged document showing all the names and addresses. Print the result to aan
available Printer.

Files - Apxeia: letter invitation2.DOC authornames.DOC



