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Microsoft Excel 2010

1. Eloaywyn

Ol otoxoL Tou pabnuato¢ Microsoft Excel 2010 sivatl n e€okeiwon Twv doltNTwy Pe
Baolka epyaleia kot evtoAég TG edappoyns Microsoft Excel 2010, £€toL wote va
BonBnBolV otnV €KMOVNON EPYACLWV KAl LEAETWV HE HABNUATIKOUG UTIOAOYLOMOUG
KATA TNV SLAPKELD TwV CTIOUSWV TOUG.

AuTO 1O ogpLVaApPLO €xelL oxedLlaoTel yla doltnTEG mou eival mpoBu ol va pabouv to
Microsoft Excel 2010 o amAd Bripata kat §gv €{ouV TOAEG YVWOELG OXETIKA HE TN
Xprnon tou kat TG edapuoyéC tng Microsoft. To Aeltoupylkd oUOTHUO TIOU
xpnotuormoleital eivat to Windows 10 kat to Microsoft Excel 2010, n sdapuoyn
UTIOAOYLOTIKWV UMWV, Omwe eival kal n Sdlapopdwaon tou mepBAAAOVIOC TwV
gpyaotnpiwv tou Navemnotnuiov Kompou.

MpLv EEKLVAOETE e AUTO TO OEULVAPLO, Bactkh MpoUmoBeaon eival va €xete pa Baaotkn

KATAVONGON TWV MEPLEPELAKWY UTTOAOYLOTWY OMWCE TO TIOVTIKL, TO TTANKTPOAOYLO, TO
HOVLTOp, TNV 000VN K.ATL. KoL TIG BAOLIKEG AELTOUPYLIEG TOUG.
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2. Tpadko meptBaiiov

STHAN B KaTtakopugpn pnapa kKUAIoNG

Koupunia napa@upou

o KapTéheg EpyaAeioQnkn - KopdéAa
KouTi ovouartog , .
Mnapa Tunwv (Formula Bar

Book1 - Microsoft Excel —

Page LaJout  Formula

Calibri S AW

B I U-~ S iF SEMergedCenterr | § - % o | %3 % | Conditional Format C Insert Delete Format Sort & Find &
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Formatting ~ as Table  Styles ~ C2Clear™  Filter~ Select~
Alignment Number Styles Cells Editing

S wrap Text General ' B = ;J }::thunv~%? #

 Format Paintfr
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Microsoft Excel 2010
3. Avolyua, KAeiolpo epapUoync.

e auti TV evotnta , Ba culnNTHOOUUE WG VA EKKIVAOETE KAl Vol KAELOETE TNV

edappoyn tg Microsoft Excel 2010.

Mo va ekkvioete tnv edpappoyn Microsoft Excel 2010, akoAouBnote ta €§A¢ Brpata:

Bripa 1°: Kavete KAk oto kouuri Windows Logo onwc otnv Ewkéva 1.

Recycle Bin

— Most used Life at a glance Play and explore

' Tips

Feedback Hub ﬁ ';‘

People Calendar

Sticky Notes Mostly Sunny

83°
Snipping Tool e w 78° 73°

Calculator Microsoft Edge  Photos Washington,... ol Sioon | Get Office OneNote @8

3D Builder Q a
Skype .
A\ IE

Alarms & Clock Microsoft Word  Microsoft Excel Microsof.t
2010 2010 PowerPoint...
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Calculator
11:18 AM
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Ewkova 1. Kouvumi Windows Logo.
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Briua 2°: Me tn BonBela tng KABTNG Umapag KUALONG LETOKLVNBELTE MPOG TA KATW Kall
emAé€ete To Microsoft Office.

-

Recycle Bin

Life at a glance Play and explore

Get Office

Groove Music ﬁ "‘

Calendar Xbox

Mail Light Rain @XBoXUVE w

2 W i /
ALY

@

icrosof

Messaging Microsoft Edge  Photos Washington,... Solitaire Coll Get Office OneNote

ft
lection

Microsoft Edge

Microsoft Office % ﬁ g
Microsoft Solitaire Collection m E
24N

Movies & TV Microsoft Word  Microsoft Excel Microsoft
2010 2010 PowerPoint...

OneDrive

11:19 AM
D)
o € M| Fa) NG gy N

Ewova 2.Emtidoyn Microsoft Office

Briua 3°: Em\é€ete To Microsoft Excel 2010

Recycle Bin

N G SO Luye

B Microsoft Office Life at a glance Play and explore

Digital Certificate for VBA Projects

-~
Microsoft Access 2010 ﬁ "‘

Microsoft Clip Organizer Calendar Xbox

Light Rain 18 XBOX LIVE
Microsoft Excel 2010

e N 7T
Microsoft InfoPath Designer 2010 A

Microsoft Edge  Photos Washington,... Sohl:\ii;?éﬁgmcn Get Office

Microsoft InfoPath Filler 2010

Microsoft Office 2010 Language...

Microsoft Office 2010 Upload Ce... I a
.
Microsoft Office Picture Manager 71N

Microsoft Word  Microsoft Excel ~ Microsoft
Microsoft OneNote 2010 2010 2010 PowerPoint...

Microsoft Outlook 2010
Microsoft PowerPoint 2010

0o & M\ A o) e O A

8/7/2017

Ewkova 3.Ekkivnon Microsoft Excel 2010
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AkoAoUBw¢ n edpappoyr Tou Microsoft Excel 2010 Ba avoifel pe éva adslo BiBAio
epyaociag pe 3 pUAAa epyaociag kal Ba mapouaoiaotel n Ewkova 4.

=] = Bookl - Microsoft Excel — X
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Ready | ( L) (1)

Ewkova 4. Kawvoupyto BiBAio epyaciag oto Microsoft Excel 2010.
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MNa va kAeloete tnv edpapuoyn Microsoft Excel 2010 kdavete

apLoTEPH YWVLA TNG EPapuoynG.

a9 Booki
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Ewkova 5. Kouurti kAetoipatoc napadvpou.
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Microsoft Excel 2010
4. Avolyua, kAeiowwo BLBAlou epyaoiag

Ze auth TNV evotnta , Ba oculntriooupe we va avoifete éva PBLBALo kal va KAeloete
€va BLBALo epyaoiag, evw Tautoxpova epyaleote o aAlo BLBAlo epyaciag.

Ta Bpata yla va avoiéete €va véo BLBALO epyaociag sivad:

Bripa 1°:Kavete kAik otn koptéAa File kal peta otnv emhoyr) New

\‘Zl =l I Book1 - Microsoft Excel i

X
.i' Home Insert Page Layout Formulas Data Review View Q
I save
i Available Templates Blank workbook
[&l save As
; £} Home
|7 Open
o -~
4 Close
Info Gl —]
| N | 5
Recent Blank Recent Sample My templates ~ New from
workbook templates templates existing
m Office.com Templates Search Office.com for templates >
Print e |
rrrrrrrrr 2
<> H | =
Save & Send =] - = ‘M]
¢
Agendas Budgets Calendars Expense Faxes Forms
Help reports
] Options — =1 = 38
—— al o = < =
Exit = o— | }5‘ —
Inventories Invoices Labels Lists Memos Plans j
Create
— ™|
= =
Planners Receipts Reports Schedules Statements Stationery

0 2
Neos/

Time sheets

3:05PM
8/4/2017

A 1 q) ENG

Ewkova 6. Emidoyry New amo tnv kaptéda File.
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Brua 2°: Kdvete SmAS KAk otnv emiloyn Blank Workbook.

Microsoft Excel 2010

Book1 - Microsoft Excel

“ Home Inset  Pagelayout  Formulas  Data  Review  View

ld save
& save As
5 Open

[ Close

Info

Recent

Print

Save & Send

Help

11 Options
B3 Exit

Available Templates

7} Home

!

cent
templates

g| Blank workbook

workbook

Office.com Templates

Analysis Annual

Business Calculator

e
Sample My templates  New from
templates existing

Search Office.com for tem|

Assets Bidsand  Blue Gradient Books
Quotes Design Set

Charts Design Sets Education Event

Ewkova 7.Emtidoyn Blank Workbook

=

Budgets

Financial
Management

I
®o
X

Blank workbook

E

Create
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J

A D)l
T 1) NG 8/7/2017
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Eav akolouBroarte ta Brpata cwotd tote éva kevo BLBALo epyaciag omwg tnv Ewova
8 Ba epdaviotel. To BLPAlo epyaciag pe Ta 3 keva GUAAA epyaciag ival ETOLUO yLa
va apyloete va mMANKTpoAoyelTe.

Fa=| < Book2 - Microsoft Excel - x

g Home Insert Page Layout Formulas Data Review View [~ @ o 2

o _ ) = o. B Iy .
= # lcaon 1NN S == @ S Genenl T E:ij > e > E}? }3
Ba- = — 3 F* Delete ~ j' =
Paste B I U- i¥- £ $ - o 9+ %9 .9 Conditional Format Cell ..., L, Sort& Find &
- s 4 = = ° R Formatting = as Table ~ Styles = | [Z1Format ~ | &2~ Fiter» Select~

Clipboard Font Alignment Number Styles Cells Editing

Al - b3
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-
=
=4
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Wi o s W=

MEEEEEEEEEEEES
FRpl S R R ) ST = ==
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1€ 4 ¥ ¥| Sheet1 ~Shaets . Sheets 7 [+ [l
Ready | [EEEREEES

A T ) ENG

Ewkova 8. Néo kevo BiBAio epyaoiac.
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Ta BApata yla va kAeioete to BLBAio sivat:

Bripa 1°: Kavete kAk otnv kaptéAa File kat akoAoUBw¢ kAk otnv enhoyn) Close.

= | Book2 - Microsoft Excel — X
.a' Home Insert Page Layout Formulas Data Review View 0
| save .
Information about Book2
(&l save As
[ Open Permissions

o Close E;}J Anyone can open, copy, and change any part of this workbook.
Protect
Info . Workbook ~

Properties v

Recent
= Prepare for Sharing
New (Las Before sharing this file, be aware that it contains:
b Author's name Catego
Print Check for
I v
Ssues Related Dates
Save & Send Last Modified
= Created Today, 3:07 PM
Help Versions
- ast Printed
§ Kj %) There are no previous versions of this file. ast frimed
] Options Manage Related People
Exit Versionsz Author Windows User

Last Modified By

Show All Properties

3:08 PM
8/4/2017

A 1 Q) ENG

Ewkova 9. Ertidoyn Close arto tnv kapteéAa File.
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Microsoft Excel 2010

To BLBAio epyaciag onwe paivetal otnv elkova 10 £xet kKAeloel aAla n edpappoyn Tou
Microsoft Excel 2010 e€akoAouBel va TpEXEL.

&I = Microsoft Excel — X
-
E Home Insert Page Layout Formulas Data Review View & J
= 6 e by
- - = - L
B I U i = $
Clipboard Font Alignment Number Styles Cells Editing
- I v

Ready | | 8 [0 B

Ewkova 10. Epapuoyr tou Microsoft Excel 2010 ue kAewoto BiBAio epyaoiag.
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Ta BApoata yla va avoitete éva udlotapevo BLBAlo epyaoiag eival:

Bripa 1°: Kavete kAk otn kaptéAa File kat akoAoUBwC kALK otnv emthoyr) Open.

@ = | Microsoft Excel - X
.i' Home Insert Page Layout Formulas Data Review View 0
ol
Available Templates Blank workbook

& e

N
D im L8
Recent Blank Recent Sample My templates ~ New from
workbook templates templates existing
m Office.com Templates Search Office.com for templates >
/
Analysis Annual Assets Bids and Blue Gradient Books
Help Quotes Design Set
] Options
Exit D | e - B - .
Budgets Business Calculator Charts Design Sets Education j
Create
Event Financial Food and Forms Garamond Hourly
Management Nutrition Gray Design
Set
- a
e g
e o _— —
v

Manthh,

Inuentariec

£ 3:09 PM
~gaq) NG 0

8/4/2017 L_"

Ewkova 11. Ertidoyn Open armo tnv kaptéAa File.
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Microsoft Excel 2010

Bripa 2°: EmAé€ete TNV TomoBeoia mou €xel anobnkeutel to BLPALo epyaciag. ZTnv mio
KATw Pwrtoypadia n tonobeoia eival to Documents kal 1o BPAlo epyaociag eivat to

Invoice. EmAéEete To BLBALO epyaciog Kal KAVETE KALK 0TO KOUUTL Open.

(¥] open X
A~ |8 > ThisPC > Documents v ||  Search Documents »p
Organize ~ New folder =~ m @
= Pictures ” Name a Date modified Type
[#! Microsoft Excel 47 Invoice 8/4/2017 3:10PM  Microsoft
#& OneDrive
@ This PC
m Desktop

4 Documents
& Downloads
b Music

= Pictures

B Videos

i Local Disk (C)
v £ >

v | All Excel Files v

L= Ols v ]

File name: |Invoice

Ewova 12. Emidoyn BiBAiou epyaciac Invoice yia avolyua.

AkoAoUBw¢ Ba epdavioTouv Ta eplexopeva tou BLBAiou epyaciog mou €xete avoifel.
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5. Anuwoupyia katvoupylou nipoturiou BiBAlou epyaciog

Ze aUTA TNV evotnta , Ba cuINTAOOUE TIWG VO XPNOLUOTIOLNOETE €va én umapxov

npoTUTo yla To VEo BLBALo epyaciag oag. Eva mpdtumo emAEyeTaL KATA T OTLY A TTIOU

Snuoupyeite éva véo kevo BLBALo epyaaiac.

Bripa 1°: Na va ekvioete €va véo BLBALo epyaaoiag, kavte KAk otnv kaptéAa File kat

akoAoUBwG otnv emhoyr) New.

A9~ Microsoft Excel
Home Insert Page Layout Formulas Data Review View
= "
Available Templates
&l
&5 Open 2 Home
. -
= y \
. l/ - Gl
Y I
Recent Blank Recent Sample My templates ~ New from
workbook | templates templates existing
New Office.com Templates Search Office.com for templates >
- y 7 7 — —7 y o7
7/ V y [ / = 4 - / V
Analysis Annual Assets Bids and Blue Gradient Books
Help Quotes Design Set
23 options - B e - - L B s
" e 4 / 4 J / / J
et o LAY AV AW AN LY
Budgets Business Calculator Charts Design Sets Education
Y Y Y | Y
Event Financial Food and Forms Garamond Hourly
Management Nutrition Gray Design
Set
= (= (= 5= — =
7 — =) . 7
o y
= 4 ! Ul b2 \;/ <;/
Indictns Inuentariec Inunicec licte lanc Manthhs Bt

Ewkova 13. BtBAio epyaoiag amo mpoturo.

Blank workbook

Create
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Bripa 2°: Kavete KAk otnv emtthoyn Sample Templates 6nwg paivetal otnv Ewkova 14..
AuTO Ba spdavioel ta Stabéopa mpotuna Eyypada onwe daivetal otnv Etkdva 15.

[rln=| Bookl - Microsoft Excel - bes
Home  Insert  Pagelayout  Formulas  Data  Review  View (2]
I save
Available Templates Blank workbook
[l save s
s * Home
(5 Open @
[ Close
Info L W | (9
N D i
Recent Blank Recent Sample  Mytemplates  New from
workbook | templates | templates eisting
ERE oo Seorch Offce com fo templotes S
print ;
2=
/ / y / | /
Save & Send d — — — —; — 0 } —
Analysis Annual Assets Bidsand  BlueGradient  Books Budgets Business L
Help Quotes Design Set —~
23 options
Calculator Charts DesignSets  Education Event Financial  Food and Forms j
Management  Nutrition
Create
5 . — = .
= g
s/ 4 s/ | 5 4 4
Garamond Hourly Industry Inventories Invoices Lists Logs Monthly
Gray Design
Set
y y A y y y
Order Panar Paners and Parcnnal Plannerc and Profit and Salee Sehedulec %
Ewova 14.. Emidoyn Sample Templates.
[raln=| Bookl - Microsoft Excel - X
“ Home  Inset  Pagelayout  Formulas  Data  Review  View (2]
I save
Available Templates Personal Monthly Budget
[l save s
s <
* »
23 open 3 Home Sample templates
& Glose Personal Monthly Bug
Info g ' Income 1
[-ton Amerzation Scheq Persanal Mo PROJECTED MONTHLY INCOME Extra income
e s Total monthi ncom:
Recent L : ,__] Personal Monthly Budget| | 7 income 1
_ = o
o Billing Statement Blood Pressure Tracker Expense Report Loan Amortization ‘ Personal Monthly Budget j
rint
|
Save & Send | Create
Help
] Options
B it
Sales Report Time Card

A~ T 4) ENG

Ewkova 15. Atadéatua mpotuma Eyypapa.
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Brua 3°:Kavete dutAo KAk oto mpotuno BiBAio epyaciag Personal Monthly Budget
onwg ¢aivetat otnv Ewkova 15.

AkoloUBw¢ Ba epdaviotel to mpotuno BLBAlo epyaciag mou €xeTe eMAEEEL Kal
eudaviletal otnv Elkova 16. Twpa punopeite va apxioete tnv emefepyaaoia Tou.

[FIy=| I= Persenal Monthly Budget1 - Microsoft Excel

- x
m Home Insert Page Layout Formulas Data Review View a@=@F %
= # cut . LA = S . 51:1 ) T ;J Autosum * A %
e Cambria 26 - A A » S wrap Text General L g B o e - A?j }3
Pafte F Format Painter B 7 U- - A raf Merge & Centerl | $ - % | %0 5% Fcuurrrvniwa:)nr;a\v azigg‘a:v “;‘i!. Insver\ De\vete Furinat 3 Clear - FS‘?‘:[\C ;Ln‘tqdb:
Clipboard Font Alignment Number Styles Cells Editing
B2 hd Jx | Personal Monthly Budget
A B c ) E F G H 1 K L M N 3
Personal Monthly Budget
2
5
4 Income 1 $2,500 =
= PROJECTED BALANCE (Projected income minus expenses) $940
5 PROJECTED MONTHLY INCOME Extra income $500
5 Total monthly income $3,000
ACTUAL BALANCE (Actual income minus expenses) $960
7 Income 1 $2,500
s ACTUAL MONTHLY INCOME Extra income 5500
DIFFERENCE (Actual minus projected) s20
a Total monthly income $3,000
10
11 HOUSING ~ |Projected Cost |~ | Actual Cost |~ |Difference |~| | ENTERTAINMENT ~ |Projected Cost |~ |Actual Cost |~ | Difference |~
12 Mortgage or rent $1,500 s1,300 @ $100  video/DVD s0 $50 @ -$50
13 Phone 560 51009 540/ |cps ] S0
14 Electricity S50 $60 [0 $10  Movies [¢] $0
15 Gas $200 $180/@ 520 |concerts @ S0
16 Water and sewer ] $0  Sporting events [*] $0
17 cable @ S0 |Live theater @ 50
18 Waste removal €] S0 Other @ 50
19 Maintenance or repairs ] $0  |Other ] S0
20 supplies €] S0 other (c] 30,
21 Other ] $0  |Total S0, $50 @ -$50,
22 Total $1,810 51,740 @ 370,
23 LOANS ~ |Projected Cost | ~ | Actual Cost | - | Difference |~ -
“_« > »| personal Monthly Budget %3 [T« (30|
Ready | [EEERES; L} ©)

~ T

Ewova 16. Mpotumo BiBAlo epyaciac Personal Monthly Budget.
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6. EvaAlayn HeTaél avolktwy BLBAlwy

Je auti TV evotnta Ba oculnNTAOOUME TWG UMOpPEite va UeTakvnOeite petagl
avolktwv BLBAlwy epyaciag kat va eTiéEete To BLBALo mou B€AeTe va enegepyaoTeite.

Brua 1°:EmiAé€ete tnVv kapteAa View kot akoAoUBwg To epyadeio Switch Windows.

Briuo 2°:Emilé€ete to BLPAlo epyaciag mou BéAete va gudaviceTe. ITO MO KATW
napadelypa eival emheyuévo to 1./nvoice

(= Is Invoice - Microsaft Excel - x
m Home  Inset  Pagelsyout  Formulas  Data  Review View a@o@ =

J B B & J [ Formula Bar \ L\‘ *'i‘ ; rljsmm 01} View Side by Side ;IH i

I Hide i
Normal| Page Page Break | Custom Full | [7] Gridlines [] Headings Zoom 100% Zoomto | New Arange Freeze save switch | Macros
layout Preview  Views Screen Selection | Window Al Panes - Workspace (Windows -
Workbook Views show zoom window 7 |

E6 - 5 2 Personal Manthly Budget! h
A B C D E F G H | J K L M N

Your Company Name
Your Company Slogan

Street Address DATE: August 7. 2017
City, ST ZIP Code INVOICE # 100

Phone 405.585.0190 Fax 405.555.0191 FOR: Project or service
description 1

Bill To:
10 Name

41 Company Name
12 Street Address
13 City, ST ZIP Code
14 Phone

17 DESCRIPTION AMOUNT

2

“_<r »| Simple Invoice ¥ o =
it [EE @ 100% o) v, ©)
110PM

~ T Q) ENG - 51

Ewkova 17.EvaAdayn avoiktwy BiBAlwv epyaciag.
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7. Metakivnon / emloyr KeAlwv, oTNAWY, YPAUUWY

e autn TNV evotnta Ba oulNTHOOUUE TWG UMOPELTE Vol PETAKIVNOEITE HETALL TWV
dUAWV epyaciog kat Twv KeAlwv tou Microsoft Excel 2010 kaBwg kat tnv emAoyn
KEALWV N TLEPLOXNC KEALWV.

H Microsoft Excel 2010 npoodEpet S1apopoug TPOMOUC PETAKIVNONG LECA OTA KEALA
€(Te XpNOLLOTIOLWVTOG TO TOVTIKL E(TE TO TANKTPOADYLO.

Ertthoyn KeALoU

XPNOLWOMOLWVTAC TO TIOVTIKL UMOPEITE va HeTOKLVNBOEelTE HeTOED TwV KEALWV ATAQ
KAvovTag KALK 0To KeAL mou emiBupeite va TMANKTPOAOYNOETE OMwG ¢ailveTal oto
napadelypa g Ewovag 18. To keAl A17 sival To onpeio elcaywync.

EH9- B MNapayyedize - Microsoft Excel -

X
E Home Insert Page Layout Formulas Dat. Re o @ =@ =
== cut .| = = ) 3 Fam Tx 2 Autosum - ;

ij(:uy' Calibri s = M- SiwrepText General - E% 5 B = e _EJ - ,}? }3
et B e ME-NEFSE Beocacme | § - % o |43 oo fowa g | een oo g gu8 it
Clipboard Font Alignment Number Styles Cells Editing
AL7 - fe

A [ c D E F 5 H 1 ] K L Y N o P Q R
1 |Hpepopnvia mapayyshlag Neployd AVIUTpOOWOE AVTIKE(UEVD MoodtAta Ty povddag OAkd
2 1/6/2010 East  Jones MaAdBL 95 199 189.05
3 1/23/2010 Central Kivell BifhobETng 50 19.99  999.5
4 2/9/2010 Central Jardine MoAUpL 36 499  179.64
[5 2/26/2010 Central Gill Névva 27 19.99  539.73
6 3/15/2010 West  Sarvino MoGBL 56 299 16744
7 4/1/2010 East Jones BifAdETng 60 499 299.4
8 4/18/2010 Central Andrews MoAGBL 75 199 149.25
3 5/5/2010 Central Jardine MoAGBL 30 459 4191
10 5/22/2010 West  Thompson MoAUPL 32 1.99 63.68
11 6/8/2010 East Jones BiAobETng 60 8.99 539.4
1 6/25/2010 Central Morgan MadBL 20 499 a19.1
13 7/12/2010 East Howard BiBAobETNG 29 1.99 57.71
14 7/29/2010 East Parent BIBAOSETNG 81 19.99 1,619.19
15 8/15/2010 East  Jones MaAdBL 35 493 17465
16
17 1
18
19
20
21
2
23
24
25 -
W 4+ ¥ Sheetl Sheet2 . Sheet3 ~¥J [+« o[
Ready | |[E@E 100% = L} +,

~ T ) EA

Ewova 18. Emidoyn keAtou A17 yia etoaywyn SeSougvwy.

Xpnolomnolwvtag To TANKTPOAOYLO UITOPELTE val LETAKLVNOEiLTE HETAEY TWV KEALWV UE
To €€ ¢ MANKTPA:

e To mAnRktpo Tab yla va petakivnBeite oto KeAL TNG EMOUEVNC OTAANG.
e To mAnKtpo Enter yla va petakivnBeite oto KeAL TNG EMOUEVNC YPOAUUNC.

Inueilwon: Eav B€Aete va aANGEETE TO Kelpevo o€ KeAL Oa tpEmel va KAveTe SUTAOG KALK
HE To TovTikL yla va epdaviotel o Spopéag Kal va apyloete Tnv emefepyaoia.
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ErttAoyn mePLOYNC KEALWV

XPNOLLOTIOLWVTOG TO TIOVTIKL KAVETE KALK OTO TPWTO KEAL KoL CUPETE HE TO TIOVTIKL
HEXPL TN TIEPLOXN TIOU BEAETE va eTAEEeTE OTWG daivetal otnv Ekova 19.

e~ I=

Mapayyahig - Microsoft Excel - X
g Home | Inset  Pagelayout  Formulas  Data  Review view c@od =
== % cut . A =iw, . ) g Fmm Tx Pl F Autesum -+ Ap 3
ey Calibri Mo A S Wrap Text General B By o= ﬂJ o L? }3
P S romatpointer| B 4 U E B A Huergeacenter= | § - % 3 || O e s | m e T Qe e soeds
Clipboard Font Alignment Humber Styles Cells Editing
15Rx 7C - fe | Hpepopnvia napayyshiag >
A [} c D E F G H 1 1 K L ™M N o P a |
1 [Huepopnvia mapayyehiag Mepiogy AVIUTpOOWNOG AVIKEEVO MogbTNTa Ty povaday OMKS
2 1/6/2010 East Jones Moupt 95 199  189.05|
3 1/23/2010 Central Kivell Biphoditng 50 19.99  999.5
4 2/9/2010 Central Jardine MohGpt 36 499 179.64)
5 2/26/2010 central Gill nNéwa 27 19.99  539.73
6 3/15/2010 West  Sorvino MoAupt 56 299  167.44|
7 4/1/2010 East  Jones BiBMoSETnG 60 499 299.4)
8 4/18/2010 Central Andrews MoAupt 75 199  149.25|
9 5/5/2010 Central Jardine MoAupL 90 499 4491
10 5/22/2010 West  Thompson  MoAGBL 32 139 63.68)
11 6/8/2010 East Jones BIBMOBETNG 60 8.99 539.4]
12 6/25/2010 Central Morgan MoAupL 90 499 4491
13 7/12/2010 East  Howard BiBAoSETnG 29 199 57.71
14 7/29/2010 East  Parent BifAoSETnG 81 19.99 1,619.19
15 8/15/2010 East Jones MomEA 35 499 17465
16
17
18
19
20
21
2
23
2
= A
W ¥ ¥| Sheetl /SheetZ “Sheet3 = ©J []4
Ready | Average; 10195.0125  Count: 105 Sum: 5709207 |[E5|[E @1 100% ( {

=)

Ewova 19. Ertidoyn meptoxnc keAtwv Al uéxpt G15.

Erloyn ypapuig

Mo emAoyn YPAUUNAG KAVETE KALK L€ TO TIOVTIKL TTAVW AT ToV aplOpud TNG YPAUUAG
onw¢ ¢paivetat otnv Ewova 20.

&9~ N Mapeyyehice - Microsoft Bxcel - x
g Home Insert Page Layout Formulas Data Review View 2@ =@ =
= ) o m e N . an

B cnoas == Swmrot | oae W O E A
P ramennia B 4 L7 E = Beocacmes | § - % 0 [ 3433 Gt e Gf | wen ol fome | g, S [0

Clipboard Font ment Number Styles Cells Editing
AT - Jfe | 4/1/2010 -
A [ & D E F G H 1 ] K L M N o P a Gl

1 |Hpepopnvia mapayyshlag Neployd AVIUTpOOWOE AVTIKE(UEVD MoodtAta Ty povddag OAkd
2 1/6/2010 East  Jones Mohupt 95 199  189.05
3 1/23/2010 Central Kivell BipMoSETnG 50 19.99  993.5
4 2/9/2010 Central Jardine MoAupt 36 499  179.64
5 3/26/2010 Central Gill Méwwa 27 19.99  539.73
6 3/15/2010 West __Sorvine Mohupt 56 239 16744
7L 4/1/2010 East Jones BipModitng 60 299.4
8 Central Andrews Moupt 75 1.99
) Central Jardine Mohupt 50 499 a19.1
10 5/22/2010 Thompson MoAupL 32 1.99 63.68
11 6/8/2010 East 15 BIBAOSETNG 60 8.99 539.4
12 6/25/2010 Central Morgan Mohupt 50 499 a19.1
13 7/12/2010 East Howard BIBMOGETNG 29 1.99 57.71
14 7/29/2010 East Parent BLBASETNG 81 19.99 1,619.19 E 5 L
5y ; ey VEPYN YPApHN Yia
. Mndpa apiBunoric ypauiv . ;
5 €loaywyrn 0edOHEVWV
18
19
20
21
2
23
24
23 -
W 4+ ¥ Sheetl ‘Sheet2 ‘Sheet3 “¥J [+« o[
Ready | Average: 10/23/1927  Count:7  Sum:3/31/2011 |[EE|E M 100% L +

Ewkéva 20. Evepyn ypauunc yia e.oaywyr) 6€60UEVWV.

ErttAoyn otnAng
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Ma emAoyn otANG KAVETE KALK LE TO TIOVTIKL TIAVW OO TO YPAUUA TNG OTAANG OTIWC
daivetal otnv Ewova 21.

EHE9- I= Mapayyahisc - Microsoft Excel — X
m Home | Inset  Pagelayout  Formulas  Data  Review View a@od =
= # cut . . S . Eu ) . Fem Tx @] E Autesum v Ag £
oy - Calibri 11 B = Wrap Text General £l 0w B o e T Z? }3
paste B 7 U- - 5 Merge & Center « -y <8 % | Conditional Fomat Cell | Insert Delete Format Sort& Find &
~ ¥ Format Painter I e EMergeacener v | § - % 2 | W4 Formatting ~ as Table * Styles~ | - - - @Cear~  Fiter~ Select~
Clipboard Font Alignment Humber Styles Cells Editing
F1 hd Jx | T povadag 2
A [} c D E F [ H 1 ] K L M N ) P Q R
1 |Hpepopnvia tapayyehiag Neploy AVIUpOoWIog AVTKE(UEVO Moootnta [Ty povadag
2 1/6/2010 East Jones MoAUpL 95| 199] 189.05
3 1/23/2010 Central Kivell Bifhodétng 50} 19.99] 999.5
4 2/9/2010 Central Jardine MoGBL 36 499 17964
5 2/26/2010 Central Gill Néwa 27| 19.99] 539.73
6 3/15/2010 West  Sorvino MoAGBL 56} 299| 16744
7 4/1/2010 East  Jones Biphodétng 60 253 2994
8 4/18/2010 Central Andrews MOoAGBL 75 193] 149.25 M L A v
3 5/5/2010 Central Jardine MoAGBL 90 499) 4291 na pCI O-rr] wv
10 5/22/2010 West  Thompson  Mohop 32 139 63.68
11 6/8/2010 East Jones BiBAobETNG 60| 8.99| 539.4
12 6/25/2010 Central Morgan Moupt 90| 4.99 449.1 L
13 7/12/2010 East  Howard Bifhodétng 29 139 5771
14 7/29/2010 East Parent BifAobETNg 81 19.99] 1,619.19
15 8/15/2010 East Jones MoAUpL 35 499] 174.65
16
17
18 ~
L \ e .
20
Evepyn otnAn
21
22
23
24
= A
W < ¥ ¥| Sheetl Sheet? ~Sheet3 - ©J [«
Ready | Average: 7.49  Count 15 Sum; 104.36 | [F5|[0] [ 100% L

A ) EA

Ewova 21. ErttAoyr) otiAng F.
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8. Eloaywyn 6edopévwy / KeLpEVou

Ze aUTA TNV evotnta Ba ouNTHOOUUE WCE UIMOPELTE va EloAyeTe deSopéva oTa KEALA
tou Microsoft Excel 2010.

Bpa 1°: EmAé€ete pe TOo TOVTIKL TO KEAL TOUu O€Aete va TANKTPOAOYNOETE TA
6ebopéva. Ito moapadewypa tng Ewkovag 22 eival evepyomolnpévo TO OnUElo
€LlOQyWYNG 0To KeAL 7.

210 onuelo eloaywyng unopeite va mAnktpoAoynoete 3 €i6n Sedopuévwy:

e Keipevo : NeplhapPavel meplypadLkd Toug Tumouc Sedopévwy f TItAoug.

e AplBuo : NephapPavel GAoug Toug aplBpolg

o AplBuntikég mMpagelg i ouvaptnoelg: MeplhapPavel , mpocBeon , adaipeon,
noAAamAaclaopo. Alaipeon aAAd Kal cuvaptioelg onwg to SUM, Max, Min,
Average

Bripa 2°: MANKTpoAoynoe to €i60¢ Tou deSopuévou mou BEAETE va TAPOUCLACETE.

A9~ s Mapayyehisg - Microsoft Excel _

x
g Home | Insert  Pagelayout  Formulas  Data  Review  View c@o @ =
=¥ cut . | = = ) =] e PR X AutoSum  Ap s
e Calibri AN = M SiWrep Text General - Elg B By = ﬂJ S ZY }3
T Fromatronte| B4 U Eo (B4 S S e oot stes< | o e T Qakat fe e
Clipboard Font A HNumber Styles Cells Editing
17 - fe v
A 8 c D E F G H 1 1 K L ™M N o [ a R

1 |Huepopnvia napayyehiag Mepiogy Aviutpdownos Avikelpevo Moodtnra Ty povadag OMkd
2 1/6/2010 East Jones MoAupL 95 199  189.05
3 1/23/2010 Central Kivell BIBAOSETNG 50 19.99 999.5
4 2/9/2010 Central Jardine Mohupt 36 499 179.64
5 2/26/2010 central Gill Néwa 27 19.99  539.73
6 3/15/2010 West  Sorvino MoAUpL 56 299 16744
7 4/1/2010 East  Jones BiBMoSETnG 60 499 2994 | _|
8 4/18/2010 Central Andrews MoAGBL 75 199  149.25
9 5/5/2010 Central Jardine MoAUpL 90 4.99 449.1
10 5/22/2010 West  Thompson  MohoB 32 199 63.68
1 6/8/2010 East  Jones BifhobETng 60 899 5394
12 6/25/2010 Central Morgan MoAUpL 90 4.99 449.1
13 7/12/2010 East  Howard Biphoditng 29 199 5771
14 7/29/2010 East  Parent Biphodétng 81 19.99 1,619.19
15 8/15/2010 East Jones MoAupt 35 499  174.65
16
17
18
19
20
21
2
23
2
= A
W < » v| Sheetl /‘Sheet? , Sheet3 %7 [« »[1

Ready | || @ 100% (=) Iy {F)

Ewkova 22. Snueio eioaywync SeSopuévwy ato KeAL I7.
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9. Ytolxlon MePLEXOUEVOU KEALWY, CUYXWVEUOTN, avadimAwon

Ze autn TtV evotnta Ba culNTHOOUUE TWE UITOPELTE VO OTOLXLOETE TA TIEPLEXOUEVA
ota keALd Tou Microsoft Excel 2010.

Mo va epapUOoEeTe TIG aKOAOUBEC LopdOTIOLNOELG Oa TMPETEL MPWTA VAl ETUAELETE TO
KeAL ) Ta KeALA.

Ztoixlon mavw
Ztoixlon otn péon AvadimAwon KeEVou

A
A
IToixlon Katw ﬂ

MpooavaToAloUOG KELULEVOU

[
Il
I
%%

; Wrap Text

= = = |t a4 herge & Center =
T alignment
v ¥
Ag€la otoiyion JUYXWVEUON KAl KEVTPLKNA oToixlon
y
Kevtplkn otoixion
y

Ztoixlon aplotepd

v

Meilwon e00XNG
Av&non ecoxng
MNa mpoxwpnuéves pubuioelg pnopeite va epdavioste 1o mapdbupo Staldyou g

otoixwonc. Na va sudavioete 1o Mapdbupo aUTO KAVETE KALK OTO €LKOVIOLO —— TTOU
Bploketal kATtw 6e€Ld TNG epyaAelobnkng Alignment.
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Otav KAvete KALK 0 auTO To koviblo Ba epdaviotel n Etkdva 23 mou mepléxet OAeC
TLG TTPOXWPNUEVEC pUBUILOELG yLOL OTOLXLON TWV TIEPLEXOUEVWV TWV KEALWV.

Format Cells 7 ot
Murmber .'5-|I§|I'II'I'IEI'It Font Baorder Fill Protection
Text alignment Orientation
Horizontal: ' .
= — >TOiXION -
General *~ | Indent: *
Yertical; ] s T
Bottom L i Text *
Justify distributed t .
-*
Text control P
'II ah
] wrap text ' ' 0 = Degrees
[ Shrink to fit— _Madepa keipevou
K .
[ Merge cels yia va XwpEoel o<
. KaBopIoPEVO XWPO  MpooavaToAIoHOG
Right-todeft KEIPEVOU
Text direction:
Context 4
AvadinAwon
KEIMEVOU
KatelBuvon ZUYX(}‘\)V,EUOH
KEIMEVOU S
CK Cancel

Ewkova 23. Mapadupo StaAoyou Lopeomoinang KEALWv.
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10. AAN\ayn YPOUUOTOOELPAC / LEYEBOUC YPOAUUATOOELPAC

Ze autn TNV evotnta Ba oculnNTrOoUNE WG UMOPELTE va AAAAEETE TN YPOAULOTOOELPA
TO PEYEDOC TNG YPOAUUOTOCELPAC KAl YEVIKA VO LOPDOTIOLNOETE TA TIEPLEXOUEVA TWV
keAlwv Tou Microsoft Excel 2010.

MNa vo epappoceTe TIG LopdOTOLOELS Ba TIPETEL MPWTA Vo ETUAEEETE TO KEAL I TaL
KEALA.

IpPOUMOTOOELPA
MéyeBoG ypaUUATOOELPAG
y

ANy XpWHOTOC

YPOULATOCELPAG

AN\ ayr XpWUOTOG KEALOU

Calibri
B 7 U~
Meplypappota
Yroypappiopévn ypadn
N
MAaytaotr ypodn

‘Evtovn ypadn
MNa mpoxwpnuéves pubuioelg pnopeite va epdavioete 1o mapdbupo Staldyou g

YPOUUATOOELPAG. Na va epdavioete To mapdBupo auTto KAVETE KALK 0TO ELKOVIOLO
Tou Bpioketal kAtw S£€ld TNG epyaAelodnkng Font.
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Otav kAvete KALK 0€ auTo To €kovidlo Oa epdaviotel n Elkdva 24 mou mepLEXeL OAEC
TLG TTPOXWPNUEVEC pUBUILOELG yLOL OTOLXLON TWV TIEPLEXOUEVWV TWV KEALWV.

Format Cells ? X
MéyeBoc MpapUaTOoELPAG
Mumber  Alignment Border Fill Protection |
JtuA Mpappatooelpd
Font: rpauuaTOGELpd Font Style: Size
Calibri Regulap 11
' Cambpgid (Headings ~ 8 ~
Calibri (Bod Ttalic 9
85140em Bold
M Agency FB Bold Italic
T Algerian 12
Hp Arial A 14 b
Underline: Color:
Mone | | - Mormal font

Effects Prex%

[ |\ strikethrough
[ ]\superscript AaBbCcYyZ

z ]
[ ] Bubscript /

This is|a TrueType font. The same fout will be used on both your printer a

Xpwpo MpapHatocelpdg

Your screen.

Edé MNpappatooelpag

MPOEMIOKOMNON KELLEVOU

Ewova 24. Mapadupo StaAoyou Font.
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11. Avtiypadr, Metakivnon mMEPLEXOUEVWV KEALWV

Ze auti tnv evotnta Ba oulnTOOUUE TWC UMOPEITE va METAKIVACETE 1 va
avTLYpAPETE T TEPLEXOUEVA TWV KEALWY TOU Microsoft Excel 2010.

Avtypa
Bripa 1° : ErAé€te To KeAL 1) TNV TtEPLOX) KEALWYV TTOU BEAETE va avTlypAETE.

Bripa 2° : Kavete 6e€l KAIK TAVW OTA TIEPLEXOUEVA TIOU ETUAEEQTE Kol EMIAEETE TNV
emiloyn Copy omwcg tnv Ewkova 25.

@ a . Nepayyehiecxsx - Microsoft Exce a ®
o do calibri n Aw === » T Genera 4 | Normal Bad SEm o t} ; o AY 3
# Formats B I U = A- EE3 & 3 a”th Good Neutral L Insert '-'v. =..:-.u £ cloar + H:-I« ;:\1
G615 - £ 174.65 v
A B C D E F G H 1 1 K L ™ N o 2 o k|
1 AL Meploxr & Tipn povadag  Ohiké
2 1/6/2010 Avarohud  Ehévn Moot 95 199 189.05
3 1/23/2010 Kevipid  Tewpytog Bifhobitng 50 19.99 9995
4 2/9/2010 Kevipwd  Xpuotiva MoAdpt 36 499 17964
5 2/26/2010 Kevipwd  Mapkog Néwa 2 Calbri 1 - A NS - % o+ B
6 3/15/2010 Avtxé  Anuntpdva MoAGRL 56 > I B E-A-EH-W: ;
7 4/1/2010 Avorohwd  Ebéwn Bifhobétng 60 I |_ =
8 4/18/2010 Kevipé  Mépxog Moot 7 Pn—
9 5/5/2010 Kevtpid  Xpuativa Mokt 90 .
10 5/22/2010 Avtixd Mapia Mohipt n 4 Copy
11 6/8/2010 Avatohwa  ENévn Bifhobémg 60 W (e
12 6/25/2010 Kevipwd  Anuntpidva MohGfu %
13 7/12/2010 Avarohkd  Howard BiBMobéTng 29 paste Special
14 7/29/2010 Avarohudt Maplva Bifhobitng 81
15 8/15/2010 Avatahs _Zayapiag Moo s e
1 Delete
17 d
18 it
19
20
21
2 = )
23
24 lame
= 8 Hyperink
26
27
28
29
30 2
474 v W | Sheetl Sheet2 Sheets ¥3 4 L
Ready Average: 101950125  Count 105  Sum: 5709207 | b [0 BB 100% [ +

Ewkéva 25.Emtidoyn Copy.
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Bripa 3°: ETuAEETE TO KEAL A TNV IEPLOXT) TTOU BEAETE va avTlypAPeTE. Ao TNV KOPTEAQ
Home otnv mneployn Clipboard kdavete kAlk oto kouuni Paste onwg ¢aivetatl otnv
Ewova 26.

. Napayyehiecxsx - Microsoft Exce

Calibri General Bad 5= 5
& Fil
i u B enter - | $ - % 0 W Neutral nsert  Dele A

Paste (Ctrl-V) = =z
Paste the contents of the Clipboa B C D E F G H 1 J K L M N o P a &
1 Huepopnvia napayyediag Aviinpéownog Aviikelpevo Mocétna Tuw povddag OAxé

2 1/6/2010 EAéwn Morifu 95 1.99  189.05

3 1/23/2010 Kevipud N{gwpyiog Bifhobétng 50 19.99  999.5

4 2/9/2010 Kevipued Mohuf 36 499 179.64

5 2/26/2010 Kevtpudr Néwa 27 19.99  539.73

3 3/15/2010 Autixd Anuntpuava 56 2.99 167.44

7 4/1/2010 Avatohwar  EAévn 60 499  299.4

] 4/18/2010 Kevipikd  Mapkog 75 1.99 14925

9 5/5/2010 Kevipwd  Xpiotiva Mok £ 499  449.1

10 5/22/2010 Avtxd Mapia Moo 199  63.68

1 6/8/2010 Avatohwd  EAévn Biphobétng 899 5394

12 6/25/2010 Kevipwé  Anuntpidva Mohofu 4.99

13 7/12/2010 Avarohwe  Howard BiphobéTng 29

14 7/29/2010 Avarohwé  Maplva Bifhobétng 81

15 8/15/2010 Avarohikd  Zayapiag Mohuft 35

16

17

18 —

19

20

21 I

2 Kouprti Paste

23

24
25
26
27
28
29
30 2
44 » | Sheetl Shestz Sheat3  ¥2 q »
Select destination and press ENTER or choose Paste 150 1 100% +

Ewkova 26. Kouuri Paste yia avtiypaprn SeSougvwy.
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Metakivnon
Bripa 1° : EmAé€te To KeAL 1] TNV TtEPLOXN KEALWYV TTOU BEAETE va avTlypAETE.

Bripa 2° : Kavete 8efl KALK TAVwW oTO EPLEXOUEVA TIOU eTAEEQTE Kal €TUAEETE TNV
emloyn Cut onwcg daivetal otnv Ewova 27.

. Mapayyehizcxisk - Microsoft Excel o x
nsert  Pagelayowt  Formulas  Data iew o @ =@ B
Caliri 0K W - w0 Text General B B [roma Bad = & I ;:3":”‘" r @
e # Formatpainter | ® 4 U - &- A - iEIE EMergeacenter- $ - % o+ W@ 3 "0“-;‘:::;‘_ F:;L_-;-E' Good Neutral B D e e S, F:I-A-\_‘r
615 - £ 174.65 -
A B C D | F G H | ] K L ™ [ o P ok
1 Al Meproxn & Tuan povabag OAwé
2 1/6/2010 Avarohud  EAévn Mohdp 95 199  189.05
3 1/23/2010 Kevtpud  Tedpyiog BuBMoBETnG 50 19.00  aoos
4 2/9/2010 Kevipwd  Xpiotiva MoAdPu 36 Qe n1L| - A A8 - % 0
5 2/26/2010 Kevipwd  Mapxog Néwa 27 1988 r B H-A-0-uS
5 3/15/2010 Butkd  Anumtpidva MoAOBt 56 299 167.44|
7 4/1/2010 Avarohwd  EAivny BuBMoBETnG 60 454 ot
8 4/18/2010 Kevipwd  Méprog Mohipu 7 1€ 5 copy
9 5/5/2010 Kevipwd  Xpuotivar MooB %0 4En PpasieOptions:
10 5/22/2010 Autka  Mapia MoAoBL 2 - B
1 6/8/2010 Avarohud  EAévn BupMoBETG 60 8S
12 6/25/2010 Kevipid  Anuntpiva MoAdPt 90 iy | PasteSpecl
13 7/12/2010 Avarohudt  Howard Biphobéng 29 18 nsen
13 7/29/2010 Avarchid  Mapiva BuMobitng a1 06 | e
15 38/15/2010 Avaroha_ Zayapiag Moof 35 - E .
16
17 Filter '
18 San '
19 Insert Comment
20
21 ol
2
23
= Cr—
b5
2
27
28
2
30 3
474 » »i| Sheet1 ~Sheetz ‘Sheetd . FJ 1kl 3l
Ready | Average: 101950125 Count: 105_Sum: 5709207 | EEI[C) B _100% (= +

Ewova 27. Emtidoyn Cut.
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Bripa 3°: ETuAEETE TO KEAL A TNV IEPLOXT) TTOU BEAETE va avTlypAPeTE. Ao TNV KOPTEAQ
Home otnv mneployn Clipboard kdavete kAlk oto kouuni Paste onwg ¢aivetatl otnv
Ewova 28.

Napayyehiecxsx - Microsoft Excel a w
i View o @ = @

Calibri A == = ] T General Bad = ; ; . }‘f )
BIU- T -A-E % W Neutral L | e Delte Format e i

Paste (Ctrl-V) = =z

paste the contents of the Clipbaard. B c D E G L ™M N o P o k|

1 Huepopnvia napayyeMlag Mepox  Avinpbownog Aviikelpevo Mocétnra T povabag OAxé

2 1/6/2010 Avarohwd  Ehévn Moo a5 1.99  189.05

3 1/23/2010 Kevipwé  Tedpylog Bifhobétng 50 19.99  999.5

4 2/9/2010 Kevipwd  Xpiotiva Moruft 36 499 179.64

5 2/26/2010 Kevipwé  Mapkog Néwa 27 19.99  539.73

] 3/15/2010 Avtixa Anuntpiava Mohofu 56 2.99 167.44

7 4/1/2010 Avarohé  EAEvn Biphobétng 60 499 299.4

8 4/18/2010 Kevepukd Méprog MohoPu 75 1.99 149.25

9 5/5/2010 Kevipwé  Xpiotiva Mohifu 90 499 4491

10 5/22/2010 Autd Mapia Mohif 32 199  63.68

1 6/8/2010 Avarohié  EAEvn Bihobétng 60 899 5394

12 6/25/2010 Kevipwd  Anuntpdva MoAofu 90 499 4481

13 7/12/2010 Avarohké  Howard Bifhobétng 29 1.99 57.71

14 7/29/2010 Avarohwé  Maplva Bifhobétng 81 19.99 1,619.19

15 8/15/2010 Avarohikd  Zayapiag Mohuft 35 489 174.65

16

17

18 1

19

20

21

22

23

24

25

26

27

28

29

30 2

474 > M| Sheetl ~Sheetz ‘sheets 2 L

Select destination and press ENTER or choose Pase =0 M 100% +

Ewkova 28. Kouuri Paste yia uetakivnon Sebougvwv.
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12. AmnoBnikeuvon BLBAlou epyaciog

Ze auth tnv evotnta Ba HAnooupE Twg va anobnkevete éva BiBAio epyaciag oto
Microsoft Excel 2010.

AnoBrkeuon véou BBAlou

Bripa 1°: Kavete kAk otnv kKaptéAa File kat emlé€ete Tnv emdoyr) Save As.

Book1 - Microsoft Excel

d swve

Recent Workbooks Recent Places

Documents

New
Print
Save & Send
Help

£) Options

8 o

Ewoéva 29. Emidoyn Save As amo tnv kaptéAa File.
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Bruoa 2°: Emlé€ete pla tomoBecio otnv omoia Ba BéAate va amoBnkeUoete TO
€yypado. Elocayete to Ovopa Tou apxeiou mou BEAeTe va SwoeTe 0TO £yypado oag
Ano npoemiloyn o TUTog tn¢ amodrikeuvong eivat Excel Workbook pe eméktaon .xlsx

TomnoBeoia anobrkevong

(¥] save As X
1~ 15 = Lefteris » Documents v ||  Search Documents L
Organize ~ New folder == v 0
~ - . -
W This PC Name Date modified Type

m Desktop 1 Invoicexlsx 8/4/2017 3:10 PM Microsoft
£ Documents 4] personal Monthly Budget.xsx 8/7/2017 1:00 PM Microsoft
# Downloads Y] Moponyyehiscxlsx 8/8/2017 10:08 AM  Microsoft
b Music
= Pictures

Ovopa apyeiou

Videos . '

B Turmog apyelou
i Local Disk (C:)

/

File name: ‘ qukbook/
Save as type: | Exgel Wor(book(*.xlsx)/

Authors: indows User

o

v
Koupnt anoBnkevong
Tags: Add atag

[] Save Thumbnail

~ Hide Folders Tools - ave Cancel

Ewova 30. MapaSupo 6ul\éyou Save As

Bripa 3°: TEAoG, KAVeTe KALK 0TO KouuTi Save kat to BiBAlo cag Ba amoBnkeutel pe to
Ovopa Ttou £xeL eloayxBel otnv emiAeypévn Tonobeaia.
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AmoBnkevon VEwWV aAAaywv

Otav avolyete éva umapxov PBBAlo epyoaociag kal to enefepydleote UTIAPXEL
evbexopevo va Béhete va amoBnkeVOeTe TIC OAAQYEG KATA TNV OSLAPKELD TNG
enefepyaoiag tou BiBAlou. Eav Bélete va anoBnkeloste auto to BLBAlo pe to 6Lo
Ovopa, KoL To i6lo TUTO Opxelou TOTE UTIOPELTE va XPNOLUOTOLNOETE Uia amo TLg
0KOAOUOEC AMAEG ETUAOYEG:

Emdoyn 1" : AmAwg méote amd 1o MANKTpoAdylo ta mAnktpa Ctrl + S yla va
anoBnkeVOETE TG AAAQYEG.

Ermthoyn 2" : umopeite va KAVETE KALK 0TO €lKoViSlo TNG SLOKETAG '-Ii" nou Bploketat
OTNV EMAVW APLOTEPN Ywvia Kal akplPwg emavw amo tnv kaptéla File. Auti n emloyn
Ba oo BonBnoel emiong va anoBnkeVoeTe TIG aAAAyEC.

Emdoyry 3" . Mnopeite emiong va xpnollomolioete tv tpitn uEBodo yua va

amoBnkeloete TIC aA\ayEG, n omola eival n emAoyn Save mou sivat StaBéoiun Alyo
TIAVW armo tnv enhoyn Save As amno tnv kaptéAa File.

Av 1o BIBAlo epyaoiag oag cag eival KavoUupylo Kal TIOTE SeV amoBnKeUTNKE HEXPL
OTLYUNG, TOTE Pe omoladnmote amnod Ti¢ TPeLg mAoyEG, To Microsoft Excel 2010 Ba
eudavioel éva mAaiolo Staldyou Tou Save As yla va oag ETUTPATIEL va ETUAEEETE
tomobBeoia kal va elodyete To 6vopa tou BiBAiou epyaaiac.
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13. Tafwounon keAlwv, avéovoa/PpBivouvoca

Ze aquth TV evotnTa Ba cuINTACOUE WG UIMOPELTE VA TAELVOUINOETE TA TIEPLEXOUEVA
€VOC TtivaKa He Baon kamola oThAn.

Aufouoa tafvounon

Brua 1°: EmAé€ete tn otAn mou embupeite va taflvounoete. Ztnv Ewkova 31 €xel
enleyel N 0TAAN AVTLTPOOWTIOG YL AUTO TO APASELY L.

Napayyehiecxlsx - Microsoft Excel a ®

Calibri n AW General ;’;n 4 | Normal Bad SEm o t} ;‘ osum ;r’ o]
o B 7 U~ & A < 8- % o -] ;“!;;‘ ‘t':LL-“ Good Neutral L | Insent e -..u 3 diear + \":.ﬂ- r:\i
c1 - £ | Avtnpéownog v
A ] [ D E F G H 1 J K L M N o P o k|
1 Neploxh {pevo Mogdtnra Tiw povabag OAiké
2 1/6/2010 Avarohka  JEMEwn Moo 95 1.99  189.05
3 1/23/2010 Kevipwés  [Fedpyiog BuMobétng 50 1099 9995
4 2/9/2010 Kevipwdr  |Xpiotiva MoAuf 36 499 179.64
5 2/26/2010 Kevrpirde Mapkog Névwa 27 19.99 539.73
3 3/15/2010 Autixd lAnuntpuava MoAo L 56 2.99 167.44
7 4/1/2010 Avarohwe |ENévn BupMobétng 60 490 2094
] 4/18/2010 Kevipid  [Mdpkog Mol B 75 1.99 14925
9 5/5/2010 Kevipikd  [XpioTiva Mol 20 4.99 449.1
10 5/22/2010 Avtixd Mapic MoAipi 32 1.99 63.68
1 6/8/2010 Avarohwa |ENévn BipAobétng 60 8.99 539.4
12 6/25/2010 Kevipwd  |Anuntpive |Moropy 90 499  449.1
13 7/12/2010 Avarohka |Howard BifAobETng 29 199 57.71
14 7/29/2010 Avarohwd  |Maplve Biuphiobétng 81 19.99 1,619.19
15 8/15/2010 Avarohd |Zayapiag MoAufL 35 489 174.65
16
17
18
19
20
2
22
23
24
25
26
27
28
29
30 5
44 » | Sheetl Shestz Sheat3  ¥2 q »

Reacy count; 15|60 B _100% '

Ewova 31. EmiAoyn otnAng avtumpoowrtog yla taétvounan.
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2r

Sort &
BApa 2°: AkoAoUBwC amo tnv kaptéda Home kot KAVeTe KALK oto Kouprtt Pl ko

4l sortatoz

akoAoUBwWG OTO - onw¢ ¢aivetal otnv Ekéva 32.

X ® Napayyshisgxisx - Microsoft Excel
B "J';‘?_ Caliri TR - General - g [normal Bad LE | :1 ;"'”""
S rormatpaiter || B) 4 U E- | &-A- EEE E®E IR ERE K- | mat a5 Good Neutral ;| e Delte Format o
1 - # | Avanpéownog g
A B c D E F G H 1 ) K L M N SortAtoZ
1 Meproyh ipevo Mocétnra Tu povabag OAwé Sort the selection s that the lowest
2 1/6/2010 Avatchwa |EAévn MohuP a5 1.99  189.05 aie Bia at the K0p of the colms:
E] 1/23/2010 Kevipwé  [Fedpyiog BiphosiTng 50 19.99 9995 1@ Press F1 for more help.
4 2/9/2010 Kevipwd  |Xpuotive MoAOfu 36 499 17964
5 2/26/2010 Kevipwé  |Mapkog Névwa 27 19.99  539.73
] 3/15/2010 Avtixa lAnuntpuava Mol B 56 2.99 167.44
7 4/1/2010 Avartohwdr [EAEvn BiphosiTng 60 499 299.4
8 4/18/2010 Kevepukd Méprog MohoPL 75 1.99 149.25
9 5/5/2010 Kevrpwdr  [Xpioriva Mot £ 499  449.1
10 5/22/2010 Avtxd Mapia Moo 2 199  63.68
1 6/8/2010 Avatohwar [EAEvR BipMobétng 60 899 5394
12 6/25/2010 Kevipwér  |Anunrpdva |Moro@ 90 490 4481
13 7/12/2010 Avarohid [Howard BipMoETng 29 199 5771
14 7/29/2010 Avarohwd |Maplve BiphobETng a1 19.99 1,618.19
15 8/15/2010 Avarohwe |Zagapiag MO0t 35 499 17465
16
17
18
19
20
2
2
2
24
25
6
27
28
29
30 5
4« » M| Sheetl Sheetz . Sheets - ¥3 4 3
Ready Count: 15 | T B 100% +

Ewova 32. Avéouoa taétvounon.

Bripa 3°: AkohoUBwc emilé€te Expand Selection onmwg daivetal otnv Ewova 33.

Sort Warning ? *

Microsoft Excel found data next to your selection. Since you have not selected this
data, it will not be sorted.

What do you want to do?

(@) :Expand the selection:

O Continue with the current selection

Sort Cancel

Ewova 33. Mapadupo Stadoyou Caption.
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®Oivouoa tafvounon

Brua 1°: EmAé€ete tn otAn mou embupeite va taflvounoete. Itnv Ewkova 34 €xel
emleyel n 0TAAN QVTUTPOOWTIOG yLa AUTO TO APASELY AL

Mapayyehizgxs: - Microsoft Excel o X
me | Inset  Page Layout Dat = o @ = @
Caliri &< General Normal Bad B | 11 . S Y
" & Fil -
B s v- = - A $-% o0 W Good Neutral o|| Moot Delete Formet |
c1 - £ | Avtnpéownog v
A B c D E F G H 1 J K L M N o P o k|
1 Neploxh {pevo Mogdtnra Tiw povabag OAiké
2 1/6/2010 Avarohka  JEMEwn Moo 95 1.99  189.05
3 1/23/2010 Kevipwés  [Fedpyiog BuMobétng 50 1099 9995
4 2/9/2010 Kevipwdr  |Xpiotiva MoAuf 36 499 179.64
5 2/26/2010 Kevrpirde Mapkog Névwa 27 19.99 539.73
3 3/15/2010 Autixd lAnuntpuava MoAo L 56 2.99 167.44
7 4/1/2010 Avarohwe |EAévn BupAobETNg 60 499  299.4
] 4/18/2010 Kevipid  [Mdpkog Mol B 75 1.99 14925
9 5/5/2010 Kevipikd  [XpioTiva Mol 20 4.99 449.1
10 5/22/2010 Avtixd Mapic MoAipi 32 1.99 63.68
1 6/8/2010 Avarohwa |ENévn BipAobétng 60 8.99 539.4
12 6/25/2010 Kevipwd  |Anuntpive |Moropy 90 499  449.1
13 7/12/2010 Avarohd |Howard BihobETG 29 189 57.71
14 7/29/2010 Avarohikd  [Maplve Biphobétng a1 19.99 1,615.19
15 8/15/2010 Avarohwa  [Zaxapiag Mohif 35 4,99 174.65
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30 5
44 » | Sheetl Shestz Sheat3  ¥2 q »
Ready count: 15 |00 EI 100% '

Ewkova 34. ErttAoyn otiAng avtumpoowrnog yLa taétvounaon.

Bripa 2°: Eav BéAete pBivouoa tallvopnon amod tnv kaptéla Home Kol KAVETE KALK

ZI
Sort & il
oto Kouprti M7 koL akoAoUBwWCE oTo

Ewkova 35.

. Napayyehiecxsx - Microsoft Exce

Sort Zto A , ,
onwg paivetal otnv

Calori AW General Normal Bad dm T s
S| & @i
Bl7ru- E-&-A enter-| $ - % 0 @ A Good Neutral . insent Delete £ cloar +
#l
c1 - | Avtmpsownog 1
A B c ) E F G H 1 1 K L ™ N - =
1 Nepioxh {uevo Moodtrra Tush povéBas OAiké RSLELS
2 1/23/2010 Kevipwer  |Fedpyiog Biphobétng 50 19.99 9995 t
3 3/15/2010 Avtikd  [Anuntpudve [Mohop 56 299 167.44
4 6/25/2010 Kevipui  [Anpntpidva |Mohop 90 490 449.1 T
5 1/6/2010 Avatohidr [EAEvn Mok 95 199 189.05
6 4/1/2010 Avarohd  [EMéwn Biphobétng 60 4.99 299.4
7 6/8/2010 Avarohwdt [EAévn BipAoéng 60 899  539.4
] 8/15/2010 Avarohkd (Zayapiag Mol B s 4.99 17465
E] 5/22/2010 AvTikd Mapia Mot 32 199 63.68
10 7/29/2010 Avarchwdr [Mapive: BipAobiTng 81 19.99 1,619.19
11 2/26/2010 Kevrpwdr  [Mapkos Newa 27 19.99  539.73
12 4/18/2010 Kevipwd  [Mdpkag Mo 75 199 149.25
13 7/12/2010 Avarohkd |Eruliavr Biphobétng 29 1.99 57.71
14 2/9/2010 Kevipwdt  [Xpiotiver Mohupt 36 499 179.64
15 5/5/2010 Kevipuit  [Xpiotiva Mokt 90 499 449.1
16
17
18
19
20
21
22
2
24
25
26
27
28
29
30 2
44 » | Sheetl Shestz Sheat3  ¥2 q »
Ready court: 15 [[10 [ 100% +

Ewkova 35. @Fivouoa taétvounaon.

Zehida | 37



Microsoft Excel 2010

Bripa 3°: AkoAouBwg emilé€te Expand Selection onwg daivetal otnv Elkéva 36

Sort Warning ? *

Microsoft Excel found data next to your selection. Since you have not selected this
data, it will not be sorted.

What do you want to do?

(@) Expand the selection:

() continue with the current selection

Sort Cancel

Ewova 36. Mapadupo dtaAdyou Caption.
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14. Xpnon tou Find / Replace

Ye autA TNV evotnTa Ba cUINTOOULE TIWC UITOPELTE VA XPNOLUOTIOLOETE TO EPYOAELO
€UpEONC Kal avtikataotaong oto Microsoft Excel 2010 yla va eVTOTiCETE KEl{PEVO OTO

dUAo epyaciag r; oto BLBAlo epyaociac.

BAua 1°: Kdvete KAk otnv kaptéAa Home , HETA KAVETE KALK OTO EPYAAED Find &
Select -

, ’ , Sac Replace..
Bripa 2°: AkoAoUBwWG KAVETE KALK OTO

Briua 3°: Ano to mapaBupo dtaldyou mou Ba epdavioTel £xete TIg €€ ¢ ETUAOYEC.

Find and Replace ? ot
Keipevo nou Ba eEeupebei
Find Replace

Find what: Keipevo nou Ba avTikataoTabei v
Replace with: / R

MEPIOOOTEPEG EMAOYEG < Options >>

Replace All Replace Find All Eind Mext Close

% [ > i\
AvTikaTaoTaon piag piag Aegng EUpeon piag piag Aggng

AvTIKaTaoTaon OAwV TwV AEEewv
EUpeon OAwV TwV AEEewv
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15. Epyaoiec pe puALa epyaoiag

Ze aUTH TNV evotnTa Ba ou{NTHOOUUE TIWG UTTOPELTE VA ELOAYETE , VA LETOKLVELTE KoL
va dlaypadete dUAa epyaciag.

Elcaywyn UAou epyaaiag

Brpa 1°:Kavete 6e€l KAk mavw oe éva amo ta Stabéopa pUANa epyaociag Kot

Insert...
0KOAOUBwWG eTUAEETE TNV EMAOYN onwg ¢aivetat otnv elkéva 37.
FE * Napayyehiecxlsx - Microsoft Excet o X
. o -
3 B 3 b 2 i Q - 4 g T Q
Al - =
A B C D E F G H K L M N o P [+} R 5 T y
—

Ewkova 37. KataAoyog emidoywv @UAAwY epyaatwv.
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Brua 2°: Amo to napabupo Stadoyou mou Ba epdaviotel emhéEte Worksheet kat
akoAoUBwWG KaveTte KAk oto kouurti OK.

Insert >

General Spreadsheet Solutions

TJ “_l I% mffesl=|

Waorksheet| Chart MS Excel 4.0 MS Excel 5.0 Preview

Macro Dialog
=K

Invoice that
calculate...

Preview not available.

Templates on Office.com Cancel

Ewova 38. Mapadupo Stadoyou Insert.

Awaypadr pUAoU epyaaiag

Bripa 1°:Kdavete &gl kAlk mavw oto pUAANO epyaciag mou BEAeTe va SlaypAaPete Kat

wq' Delete

0KOAOUBwWG eTAEETE TNV eMAOYN)

Metovopuaoia ¢UAAov epyaciag.

Bripa 1°:Kavete &gl kALK tavw oto GpUANO epyaciag mou BEAETE VOl LETOVOULAOETE KOl

R
akoAoUBwg emAE€Te TNV EMoyn Rename

Bripa 2°:MAnktpoAoynote To véo Gvopa Tou emBupeite yia to pUAAO gpyaciag Kat
0KOAOUBwWG o To MANKTPOAOYLO MATAOTE TO MANKTPO Enter.
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16. ApLOUNTIKEC CUVAPTHOELS

e auTh TNV evotnta Ba oulNTOOUME TWC MUTOPEITE VO ELOAYETE QAPLOUNTIKEG
ouvaptnoelg oe KeALd tng Microsoft Excel 2010 kot mw¢ va XPNOLUOTOLELTAL KO TLG
EVOWUATWUEVEG OUVOPTHOELG..

Ta ZupPoAa aplBunTKwy mpatewv otnv Excel eival ta €€n¢

+ npoobeon

- adaipeon

* oA amA QLo UOG
/ Slaipeon

A vPwon og dSuvapun

H oelpd Twv npaéewv otnv Microsoft Excel 2010 eival wg €€nc:

1. NMapevBEoelg
2. NoMamlaotacpog/ Awaipeon
3. Mpbobeon adaipeon.

Otav unapyel cluyxuon mAvta EEKIVALE amd apLoTeEPQ.

Eloaywyn ocuvdaptnong

Bripa 1°: 3to 1o Katw mapadelypa oto KeAL G2 €xw XPNOLUOTOLROEL TO cUUPBOAO TOU
TIOAAQTAQOLACLOU KOLL KATA GUVETTIELA TTOAAQTTAQCLACEL TA TIEPLEXOUEVA TOU KEALOU E2
LLE TOL TIEPLEXOEVA TOU KEALOU F2. Na eloaywyr) TS ouvaptnong EXw TTANKTPOAOYNROEL
TO TEPLEXOEVA TOU KEALOU G2.

A B C D E F G

1 Hpepopnvia mapayyehiog Meployn Avtumpécwnog Avtikeipevo MooothnTa T‘E‘Hﬁrgﬂégﬂw OMKO
2 1/23/2010 Kevipwkd  Tewpylog BipAtoSetng 504 19.99} =E2*F2|

Bripa 2°: Ané to MANKTpoAOyLlo MATAOTE To TANKTPO Enter.
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Avtiypadn ouvaptnong

Mo va pn xpelaotel va Eava mANKTpoAOYyoUE T cuvaptnon ava kat ava
UmopoU e va avtypdalpoupe tn Formula kot ota umtoAouna KeALA e Tov akoAouBo
TPOTO

Bripa 1°: EmiAé€te To KeAL G2 Kall e TO TOVTIKL HeTaKlVNBOEeite oTN KATW SefLA LepLa
TOU KEALOU PEXPL 0 SelKTNG va yivel Evag LaUpog oTaupag.

Bripa 2°: KpatwvTtog To aploTEPO KOUUTTL TOU TIOVTLKLOU TIATNMEVO CUPE HEXPL TO KEAL
G15 onwcg paivetat otnv lkéva 39.

@a - . Neapayyehiecxsk - Microsoft Excel a X
7 5 & Q - 4 27 % T ¢
sble Table  Pict ip sk Hyperink  Text jer Wordant Sign bol
Box Lin
G2 h k| =E2*F2
A B C D E F G H 1 1 K L M N o P a i
1 Huepopnvia napayyediag Mepoxy  Avonpéownog Avikelpevo Mogdtnta Tius povéabag OAKé
2 1/23/2010 Kevipwé  Tedopyiog Biphobétng 50 10.99]  999.5
3 3/15/2010 Avtxd Anuntpsdve MohOpL 56 2.99
4 6/25/2010 Kevipwé  Anpntpidva MoAuu 90 4.99)
5 1/6/2010 Avarohkd  Ehévn Mo fu 95 1.99)
6 4/1/2010 Avarohwd  Eévn Biphobétng 60 4.99)
7 6/8/2010 Avarohkd  Ehévn Biphobétng 60 8.99
8 8/15/2010 Avarohid  Zayapiag MohoPu 35 4.99
9 5/22/2010 Avtxd Mapia Mohifu 32 1.99)
10 7/29/2010 Avarohiét  Maplve BiBMobitng a1 19.99
1 2/26/2010 KevTpik Mapkog Néwa 27 19.99
12 4/18/2010 Kevipwd  Mapko Moif 75 1.99
13 7/12/2010 Avarohwa  Etuhavi BipMobétng 29 1.99)
14 2/9/2010 Kevipwé  Xpiotiva Mohif 36 4.99
15 5/5/2010 Kevipd  Xpiotiva Mohuft 90 4.99]
16
17
18
19
20
2
22
23
24
25
26
27
28
29
30 5
"« ¥ | napayyehiec Shees %3 4 3

Drag outside selection 1o extend series or fill drag inside to dear O B 100% \ +

Ewkéva 39. Avtiypacpn ocuvaptnong.

Briua 3°: H Microsoft Excel 2010 Ba urtoAoyioeL Ta amoTeEAECUATA TOU
TIOAAMAQCLACHOU KAl yLa T UTTOAOUTAL KEALA.

Zehida | 43



Microsoft Excel 2010

Elcoywyn EVOWHATWUEVWY CUVAPTHCEWV.
Bripa 1°: EmAEETE TO KEAL TTOU BEAETE VO ELOAYETE TNV EVOWUATWHEVN CUVAPTNON.

Bripa 2°: Ano tnv kaptéAa Home emAé€Te To TpLywvakt SimAa amo to elkovidlo.

 —
Z AutoSum|~ ‘&7 3

Z  Sum —> AuTtOpaTn aBpolon MePLOXNG KEALWV
Average —» Mé£o0o¢ 6poc ePLOXAG KEALWV
LCount Numbers —>  METpNUA TTEPLOXNG KEALWV TIOU TTIEPLEXOUV apLBUOUC
Max g

—»  MEYLoTOG aplOUOC TEPLOXNAG KEALWV
Min

v

EAdyxLotog aplBuog meploxng KEALWV

More Functions...

v

MNapdBupo SLaAOYOU |LE TIEPLOCOTEPEC CUVOPTHOELG
onwg ¢aivetal otnv lkova 40.

Bripa 3°: EmAEETE T cuvapTnon amod Tov KATtAAoyo Kal akoAoUBwg emAEETe Tn
TLEPLOXN KEALWV N TLG TEPLOXEG KEALWV Ttou {NTA n cuvaptnon. MNa napddelypa eav
Ba xpnowuomnoliow to SUM Ba mpémel va opiow TNV EPLOXN KEALWV YL TNV
aBpoton. m.x SUM (A1:C3). 2to mapadelypa auto n cuvaptnon 6a abpoiosl ta KeALA
Al péxpL C3..

Bripa 4°: Ano to mAnKTpoAdyLo matnote To MANKTIpo Enter.
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Insert Function

Search for a function:

Type a brief descriptj

ZUVApPTNOEIG

gn of what you want to do gad then click Go

All

Fimancial

Date & Time
IF Math & Trig
HYFERLIMK Statistical
COUNT LUUkUp & Reference
A Database
SIM Text
e ll_r?f?:ulfrilatin n
Adds all the numbers|Engineering

KaTtnyopieg ZuvapTnocw

? X

Go

Help on this function

OK

Cancel

Ewkova 40. EVOWUATWUEVEG CUVAPTHOELS
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17. Mopdomnoinon KeAlwvV

Microsoft Excel 2010

Ze auTn TNV evotnta Ba oulNTRooUUE Yl Toug SLadopeTkoUG TUTIOUG SESOUEVWY TTOU
umnopeite va eloaxBolv ota keAld tou Microsoft Excel 2010.

O Stadopetikol TUMOL MOV pmopoLV va xpnotponotndolv oto Microsoft Excel 2010
daivovtal mo KAtw otnv elkova 41. Avaloywe He To wg emBupeite ta dedopéva va

napouotalovral ETUAEYETAL KL TIPOCAPUOLETE TIG puBuioeLg kABe TUMou Sedopuévwy.

Format Cells

Humber  Alignment

Category:

Mumber
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text
Special
Custom

Font Border

Sample
40184

Fill

Protection

General format cells have no specific number format.

Cancel

X

General
Number
Currency
Accounting
Data

Time
Percentage
Fraction

LNV R WDNPRE

Scientific
. Text
. Special

RoR R
N B O

. Custom

Ewova 41.Atad€oiuot tumot SedSouévwy

: Tevikd

: AplBuog

: Nopwopa
: AoyLoTIkO
: Tyuég

1 Qpa

: ETIL TOLG EKOTO
: KAAopa
: EMLOTNUOVLKO
: Kelpevo
: ELdko

: Mpooapuocpévo

Zehida | 46



Microsoft Excel 2010

18. Ewocaywyn ypodlKwy MapooTACEWY

Z€ QUTH TV €vOTNTA Ba oUINTCOUUE WG UTMTOPELTE VA ELOAYETE pLa ypadLki
napdaoctacn (ypadnua) os éva puANo epyaciag. H ypadikn mapdactaon ivat n
OTTTLKI AVOIAPACTACH APLOUNTIKWY TLUWV. OL ypadIKEG MOPACTACELS AMOTEAOUV
QVATOoTAoTO KOUUATL Tou Microsoft Excel 2010 kal XpnoOLLOTIOLOUVTAL YLO VOl

cuvoyioouv Kol va avamapaoTioouV YpadLKA ULa OELPA ATIO CUCXETIOUEVOUG
aplBuouc.

H Microsoft Excel 2010 napéxel mapa oAAd €idn ypadikwv mapactdoswv. OAeg oL
KaTnyopLleg Twv ypadlKwV MOpACTACEWY TTAPOUCLAIOVTOL OTNV ELKOVA 42,

Insert Chart A Katnyopieg Ypa@IK®V NapacTaoewv P
C3 Templates umn ) _ . . . ) ) -
o) (o] (28] 00| o8] 98] 03] A o
@ Pie ] 1 ] ] ] [ 1 1 1
i oo n ﬁiﬁi bia] ad] 44 |Jihfl ALY

44 XY (Scatter) A YnokaTnyopieg eNIAEyHEVNG KaTnyopiag
Hi'i Stack I&

i) surface Line . . . . y N

© Doughnut |/'-~/' |/'\H/: |/\H/' P'“( L/‘v L-’ A Jf;}
22 Bubble | | | | | | |

Wy Radar Pie

9 |@ |@:® |_'\Q |Q§“’f‘ |@
Elel=E S E e = .
Manage Templates. .. Set as Default Chart Cancel

Ewkova 42. Katnyopleg ypo@pLkwV mApaAcTACEWV.

Mo va Snuoupynoete pla ypadikr mapaoctaocn akohouBeiote ta €€n¢ Brparta:

Bripa 1°: Em\é€ete Ta Sedopéva mou BEAETE va SnLloupynoeTe TN ypadLki
TAPAcTAcH ONWG TNV ElKOVa 43.
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© Windows 10364 - Viware Workstation - 8 x
Fle Edt Yiew VM Isbs Hep | 11 v | & FeN [ af== =00 |
et 55 Windows 10 x64

Z ® Mapayyehizgdss - Microsoft Excel A

G1s - S| =E15°F15
A 8 c o € ¥ G " ' ) 3 L [ N ) P Q R

1 i iag [nepoxd iy Nooéura Ohwd

2 1/23/2010 Kevepued  Fedipyiog BihodETnG 50 1995 9%

3 3/15/2010 butkd  Anuntpidva MoAbBe 56 299 16744

a 6/25/2010 Kevipd  Anuntpidva  Moldpe %0 299 as9)

0 1/6/2010 avatohua EAévn MoAdBe £ 199 1850

6 4/1/2010 [Avatodd EAévn Buobétng (] 493 2994

7 6/8/2010 [avatoha Exévn BiBhoSETG 0 839 5334

8 8/15/2010 Avatohud Zayaplag  MoAGBe 5] 499 17465

) 5/22/2010 st Mapia Morop 2 199 66

10 7/29/2010 [avatoixd Mapiva Biphodixng 8 1999 1619.19)

1 2/26/2010 Kevepuxd  Mapxog néwa 2 1999 539.73)

12 4/18/2010 Kevepud  Mdpxog MoAGBe ] 139 14929

13 7/12/2010 [Avatohixa Eruhiavi Bifhiobétng 2 199 577

14 2/9/2010 Kevipud  Xpioriva Moo £ 499 17964

15 5/5/2010 kevipwd  xporiva Moo 0 499 aa9.)

16

17

1

1

20

2

2

3

2

%

b1]

8

3

0

31

2

3

3
< >3 o
To direct input to this VM, clck inside or press Ctl+G. 2 \-&a

Ewkova 43. Erttdoyn Sedouévwy yLa Snutoupyia ypapLkig mapaotaong.

Bripa 2°: AkoAoUBwC¢ amo tnv kaptéAa Insert eTAEEETE TN KaTnyopia TG ypadIkng
TapAoTAoNC. XTNV KOV 44 n Katnyopia ou eTiAEYNKe gival ypadLki mapaotaon
otnAwv (Column chart) pe unokatnyopia Stacked Column 3D.

= = Naporyythizcatsn - Microsoft Exce

o %
| e I out  Famulss  Data iew @5
PhatTatie Table  Piture censhot [Colimn Une Mo S Aea Satier Ot

s ustration: 20 Colomn

615 - ~

A H ! 1 K L [ N o " a R s T u v &

1
z 1/23/2010
3 3/15/2000
4 6/25/2010
5 1/6/2010
6 4/1/2010
7 6/8/2010
& 8/15/2010
s 5/22/2000
10 7/28/2010
1 2/26/20010
1 a/18/2010
1 7/12/2000
ia 2/9/2010
15 5/5/2010
D a1 Chart Types...
17
18
13
n
n
n
zn
24
]
%
27
3
3
)
31
n
1
34
35
%
7
38
£’} L
W4 v W] Mopayyekies - Sheetd €3 [4 -
Ready Arerage: 16185 Count 50_sum DO @ s o +

Ewkova 44. Mpapikn napaotacn otnAwyv - umokatnyopia Stacked Column 3D

You can edit the chart at any time after you have created it.
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You can select the different data for chart input with Right click on chart

» Select data. Selecting new data will generate the chart as per the
new data, as shown in the below screen-shot.

Py e ——— e — L e
TRV 7 - o T rerols wohbovh s Mcrorsh T et M |
Mane e Page bage Formudier  Data Revew View Devevipe oot Rasd Devign Ampodt Farmt & o = . l:!l,
3 y ‘en ‘ | e "i. ;'Glﬂ"" 4 - 4. -
724 | e e o e # € Q, Ad] @ g it
PeoATatte  aiie Natwe O & Cohumen B e 3 Loy hHpeton Tend  Masder o4 Tymoeh
% ot - . < Pon & Foster <
1.!:1-”_ n_:t‘,:.nn‘ Charts a 'f‘- ‘.uv-n- tent
Chart 1 - {= fo 2
e ST ——1 " S T4 Reaet 2o Mgten St T T T e B\ i 3.
2 AN fomt
)  Crenge Cran Type <
0 seaons €= Selectdifferent data
A Sew Onant

.-
ole

.

Aviign Macre

S Cormat Craet Aren

WCOueni®y catonil » 10+ A" A" Chant Aves

e psmEWMA-B-RZ- 7
t " Tetal Amount T

-

' T A 2
K, SIS
o “":
22 -
Joa s nl | Sheet2 . Sheetd . Sheets . Snewsts = Shewts . Shest? . (] 4| = J 30!
Meady | 30 Aersagw J17.053555%6  Coumt 24 . Swse 3907 | WIELE U a0 (-2 o oy

You can change the X axis of the chart by giving different inputs to X-axis of chart.

You can change the Y axis of chart by giving different inputs to Y-axis of chart.
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19. Ewocaywyn QVTIKELLEVWV.

Y& auTA TNV evotnta Ba oLTNTHCOUUE TIWCE UIMOPELTE VO ELOAYETE QVTIKELHEVO OTIWG
dwtoypadieg, oxnuata . opyavoypappata K.t.A. oe GUANa epyaciag tou Microsoft
Excel 2010.

Briua 1°: TomoB£tnoe to onpeio eloaywyng otn tonobeaia mou BENETE va ELOAYETE TO
ovTIKE(pEevo.

Briua 2°: EmAéCete TNV KaptéAa Insert. Anto tnv meploxn lllustrations pnopeite va elocdyete
To akOAouBa avtikeipeva oto pUANO epyaciog oag:

Insert Page Layout Formulas Date

| EHE |_|_'

i il J 1 3
Picture  Cli Shapkes Smartayt Scrednshot
Art e

Hustrations

<
\ Screenshot: Itlyplotumo
Shart Art: ZxAuoto
Shapes: Ixnuota
Clip Art: Qwtoypadieg and tnv Microsoft
Picture: Qwtoypadieg amo Tov UTIOAOYLOTH oA

Bripa 3°: EMAEEETE £va oo TA QVTIKEEVA YLo Eloaywyn oto dUANO epyaciag oag.

Inueiwon: Ma va LETOKLVIOETE TO QVTIKELEVO CUPETE HE TO TIOVTIKL UE TO OPLOTEPO KOUUTTL
TOU TOVTLKLOU oTn véa tomoBbeaia.
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20. AM\ayn nmpooavatoAlopol oeAidac.

Ze aquTA TNV evotnta Ba oulNTHOOUUE WG UMopeite v aANAEETE TOV
TPOOoAVATOALOUO TNG oeAibag Tou pUAAOU epyaciog oag.

Brua 1°: And tnv koptéha Page Layout emihé€ete To Orientation.

Briua 2°: NpokaBoplopéva o mpooavatoAlopog ival Portrait. EmiAé€te Landscape yio
0pL{OVTLO POCAVATOALOUO oeAidag omwe dalvetal otnv elkdva 45. EQv 0 TpooavatoAlopog
elvat opllovrtiog emAé€Te Portrait yLo opl{OVTLO TPOCAVATOALOUO.

Napayyehiecxisx - Microsoft Excel a w
nulas  Data  F o @ = @
) ]
= 1 «8
rint Backgy SelectionAlign
ea Pane -
615 - e 55 v
A Y . c D E F G H 1 K L M N o P a &
1 [Hpepopnvianapayy 6 T povédas OMké
2 1/6/2010 Avatohika  EAévn MohaBu 95 199 189.05)
3 1/23/2010 Kevipwdt  TE@pYVLOG Bobétng 50 19.99 9995
4 2/9/2010 Kevipwd  Xpuotiva MohdBe 36 499 17964
5 2/26/2010 Kevipwd  Mapxog Néwa 27 19.99  539.73
3 3/15/2010 Autkd  Anurpidva MohoBu 56 299  167.44
7 4/1/2010 Avatohwd  Ekévn BBAobétng 60 499 299.4
8 4/18/2010 Kevipwd  Mépxog MohdBL 75 199 14925
9 5/5/2010 Kevipwd  Xpuoviva MohdBe 20 499 4491
10 5/22/2010 Autxd  Mapla MohdBL 2 199 63.68
11 6/8/2010 Avatohwd  Ekévn BuBAwbéTng 60 899  539.4
12 6/25/2010 Kevipwd  Anuntpidva MoRdBL %0 499 4491
13 7/12/2010 Avarohwd  Howard BBhobétng 29 199 s57.71]
14 7/29/2010 Avarohuwd  Maplve BuBhwobétng 81 19.99 1619.19
15 8/15/2010 Avarohwa _Zayapiag MohoBu s 4.99  174.65
16
17
18
19
20
21
22
2
24
2
2%
27
28
29
30 1
44 ) M| Sheetl Sheetz ~Sheetd . ¥3 ‘ 3

Ready Avérage: 101950125 Count: 105 sum: 5705207 1150 [ 100% [ '

Ewkova 45. Ertdoyn opt{ovtio mpooavatoAlouo oeAidac.
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21. Ewaywyn KedaAidag / YmooeAldou

Ze auTA TNV evotnta Ba oulNTHOOUUE MWCE UMopEeite va elodyete kedpaAida kat
umoo€ALbo ota pUAAa epyaciag oag.

Eloaywyn KedaAidag

Briua 1°: Amo tnv koptéAa Insert emdé€te To epyaleio Header & Footer amo tnv meploxn
Text onwc paivetal otnv ewkova 46.

- s Tlapayyshizcutes - Microsoft Excel o x
[ e IO 5e L @-oxn
A & } O & m w Q
ProiTable Table  Peture Clip Une  Column Winfloss | Siker | yperin
an %
5 £ -
8 c o e F s H i ) X a R s T u v E
1 iz Nepuo : ipevo Noodtnes Ty povBag Ohed
2 1/23/2010 Kevipud  Tedipyiog BiBhobETg 50 1939 9995
3 3/15/2010 Autxd  Anuprpuive MoAdBe 56 299 16744
a 6/25/2010 Kevepd Bnuntouva  Mokope 50 a3 a9
5 1/6/2010 Avatohixd Ehévi MoAOB 95 193 189.05
3 4/1/2010 Avarohued Ekévn BiphoEETG 50 499 2994
6/8/2010 Avarohud Ergvn Bihosétng 60 899 5394
] 8/15/2010 Avarolkd Zayapiag MoA(B EX] 4939 17465
9 5/22/2010 Aund Mapla MohdBe 2 139 6168
10 7/29/2010 Avarohxd Mapive BiBhobéTng 81 1599 1615.15
11 2/26/2010 Kevipued  Mapxog Néwa m 19.99 538.73
12 4/18/2010 KEVIpiKG  ME@KGG MoAOB 7 193 14825
1 7/12/2010 Avarohued Eruhiavi BipMoEETG 9 199 sam
11 2/9/2010 Kevipued  Xpuotiva MohBL % 499
15 5/5/2010 Kevepud  Xpuotiva Mokt % 499 | 180
15 160
v 1200
18 ‘g::l
19 s oo
e 200
= = i wovaac
2 W Naodos
n
u
5
s
z
=
2
)
n
n
1
]
3
6
)
s
39 L

Ewkova 46. Epyaleio Header & Footer.
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Briua 2°:3tnv aplotepr, KeVIPpLKA Kot 6£€la kepaAida pmopeite pe TNV epyadelobnkn NG
£lKOVaAG 49 va eloayete Sladopa otolxela OMwe aplBuol oeAidag. nuepopnvia K.T.A.

15 =
8 c [}
1 i Nzpuo s
2 12342010 Kevipwd  Tedpyios BiBMoBETng
3 3/15/2010 sutkd  anuntpubva  MoAURL
4 6/25/2010 Kevipd  Annepuiva  MoAUBL
5 1/6/2010 Avatchid EAgwn Mohopu
5 4/1/2010 Avatehud EAéwn BiBhoBETIG
= 6/8/2010 Avarohusd  Erévn BLBMoBETG
I 8/15/2010 Avarohwd Zayapiag MohopL
3 5/22/2010 swnkd  Mapia MokOpL
10 7/23/2010 Avarohisd Mapiva BiphioBETS
1 2/26/2010 Kevipwd  Maprog néwa
[z 4/18/2010 Kevipwd Mo, MohopL
b 7/12/2010 avarehud Fwhavh BiBMoBETG
| [2a 2/s/2m0 Kevipwd  Xputiva MoRGBL
15 s/s/2mo Kevipwd  Xpuotiva MohoBL

Ty powbag
19.99
299
499
1%
499
539
4.99
199
19.99
19.99
1%
199
439
4.99

Ke@aAidec

AplioTepn KevTpikn Ae&1a

1619.19

Ewkova 47. Apiotepri, Kevtpikn kat Seéia kepalida.

Briua 3°: 310 apLotepO, KEVIPLKO Kal 6e€LO UTIOCEALSO UTOpELTE e TNV EPYAAELOBNKN TNG
€lkOvVaG 49 va eloayete Slddopa otolxela OMwe aplBuoug oeAidag. npepounvia K.T.A.
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Click to add data

HEAEEEDRHAE

5
[

7
8
6
]

7

Microsoft Excel 2010

Cick to add footer

Cick to add header Oick to add header

Click to add data

Ewkova 48. Aptotepo, Kevtpiko kat 5616 urtooédido.

ApBuoi ogAidag

% ¥

[

=]

Tpéxouvoa wpa

Ovopa apyeiou Duroypadia

) 5 ed

Page Mumber Currgnt Current ile File Shekt Picture
MNumber of Pages Datp Time ath MName Mam
Header & Fopter Elements
Ewkoya 49. EpyaleioBnkr] Header & Fooler.
Apleu(')q OEMGOLQ TonoBeoia OPXELOV
v Ovopa pUMou  Evalayr petadu
Inuepvi gpyaoioc Header & Footer
Huepounvia
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22. T[pOEMIOKOTNGN EKTUTIWOEWV.

Ze auTh TNV evotnta Ba culntriooupe yla TNV mpoemiokonnon BLBAlwv epyaciag oto
Microsoft Excel 2010. Otav eiote €towuol yla ektumwon tou PBiBAlou epyaciag,
OUVLOTATOL TIAVTOTE VO KAVETE TIPOETILOKOTINON Tou BLBAlou mpotou oteilete to BLBAio
yla teAlkn ektunmwon. Katd tn Sldpkela tng mpoemiokonnong tou BiAiov lowg
avakaAUeTe OTL TO MeplBwpLo Sev eivat KATAAANAO | TTOAAQ avTIKE{PEVO UmOpEL va
unv ¢oaivovtal KAAA HETA TNV EKTUTWON, £TOL WOTE va Ta SlLopOWOETE TPV TNV
ektuTwon tou BiBAiou.

Ta napakdtw Bripata Ba cag Bonbricouv va mpoeniokonroste to PBAlo oag oto
Microsoft Excel 2010.

Bripa 1° : Avoi€te to BLBAlo mou BENETE va MPOETIOKOTIN OETE.

Brpa 2° : Kavte kA otnv kaptéAa File kot petd Print. Autd Ba epdavioel pa
T(POETLOKOTMNGN Tou GUANOU epyaciag otn de€ld otnAn. Mmopeite va petakvnBeite
TPOC TA EMAVW N va LeTAKIVNOeite mpog ta KATtw oto BLBAlou oag yia va mepinynBeite
HEoQ o TO £yypado XPNOLUOTIOLWVTAG TN VPN KUALONG.

Bripa 3° : MOALG TEAELWOETE UE TNV MTPOETLOKOMNGN OAG, UMOPELTE VA KAVETE KALK OTNV
KaptéAa Home yla va petaBelte 0TO MPAYUATIKO TTEPLEXOUEVO TOU BLBAlou.

il Meparyyehiceaiss - Mierosoft Exce

§
©q

Print ]

Avuxciurvo Moostma Ty povaas
[ripas 1898
"

o Close
Info

"
Recene Y

New

BHYAUEEUBIREES
s s

#
8

& | Mndpa KaTtakopuPng

MeTakivnon PeTagu
/ oeAidwv

Ewkéva 50. MNpoemniokonnon ektunwaonc otnv Microsoft Excel 2010.
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23. EKTUNWOELC.

Ze auth Vv evotnta Ba culntricoupe Tov TPOMo ektUTtwong BLBAlwv epyaciag oto
Microsoft Excel 2010. IkedTeite OTL TPONYOUUEVWCE EXETE KAVEL TIPOETILOKOTINON KOl
610pBwon tou BLBAlou oag KaL el0TE £TOLUOL yLO TNV TEAKN EKTUTIWON. H evotnTa aUTH
Ba oag S16AEeL MG va EKTUTIWOETE €va LEPOG N To MARPEeS BLBAlo epyaciag. i kat Ta
evepyd dUA\a epyaciag oag.

AkoAouBrote Ta mopakATw Brpata ylo va ekturtwoete to BLPAlo epyaciog ocag:

Bpa 1° : Avoifte to BBAlo epyaciag ywo to omoio OéAete va beite tnv
TIPOETILOKOTINGN. 2TN OUVEXELD, KAVTE KALK otnv kaptéAa File kal peta tnv emloyn
Print 0ntwg kat tn SLadkaoia Tou €XETE KAVEL TIPONYOULEVWG OTNV TIPOETILOKOTNON
Tou BBAlou epyaciac.

Briua 2° : MpoToU €KTUTWOETE UTMOPELTE va oploeTe SLAPOPEC EMAOYEG EKTUTIWONG
onw¢ ¢paivovrtat otnv Ekova 51 o katw.

Koupni ekTUnwong

» ApIOUOG avTITUNWV

Print
Printer
Microsoft Print to PDF _» EI'II)\E éVO EkTUnWT .
‘%Reecl;f YH 5 ns
Printer Properties
Settings
Print Active Sheets —> ExkTUnwon gUAAou, BiIBAiou 1 entAoyng
Only print the active sheets
Pages: “to - —EnIAoyn ogAidwv ekTUNWONG
IJIJT_?L_EtEId_:_S . —> ENIAOYI OUYKEVTPWHEVWV
s avTiTunwyv
| Portrait Orientation - » [pooavaTtoAiopoG GeEAIBwV
] Letter _ » EniAoyn xapTiou
8.53"x N

» Kavovika nepibwpia

Mormal Margins
1— Left: 0.7° Right 0.7

1] No Scaling = —PExTUNWon UAAOU O KAVOVIKO
[100] print sheets at their actual size Hévseoq

Page Setup

Ewova 51. Ektuntwon BiBAiou epyaoiac.
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