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English version

Text editor

Examples 1

1.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Open the word processing application and open the file called cars.docx from folder Candidate Drive on
desktop. Save the document as carsl.docx to your Candidate Drive. (1 p)

Centre the main body text in page 1 from ,A car or...“ to ,,...parts of the world“. (1 p)

Select all text in document and change font to Times New Roman. (1 p)

Select all text in page and change font size to 14. (1 p)

Double underline title Cars and change it to uppercase. (1 p)

Change font size of the title Cars to 24 and save the document. (1 p)

Under the title Cars insert left aligned field to display today's date, and change font size to 14. (1 p)
Replace every word ,,motor” in text to word ,,engine”. (1 p)

Find words ,,Ford Motor Company“ and write hyperlink
https://en.wikipedia.org/wiki/Ford_Motor_Company in footnote. (1 p)

Apply the heading 1 to the text ,What kind of fuel does cars use?” and change colour of that text to
purple. (1 p)

Apply numbering to the paragraph beginning ,,diesel” to ,electricity”. (1 p)
After the first paragraph insert table with 4 rows and 4 columns. (1 p)

The first row of the table colour in red, the second row colour in green, the third row colour in purple,
the forth row of the table colour in blue. (1 p)

In the first row merge the first column and the second column. (1 p)

Below the row that is coloured in purple colour insert a new row. (1 p)

Colour all borders of the table in yellow and set width of all table borders to 3 pt. (1 p)
Insert caption , Table 1“ under the table. (1 p)

Change the top and bottom margins in the document to 3 cm and save the document. (1 p)
Below the table 1 insert page break. (1 p)

After page break insert title ,Modern cars”, allign to left and select heading 2 form Styles. (1 p)
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21. Below the title ,Modern cars” make list that looks like this: (1 p)
4 Mercedes
¥ Aclass
¥" B Class
¥" Cclass
< BMW
7 Seriel
» Serie3
» Serie5

22. In the paragrapf beginning with ,,Cars are equipped...“ remove link from words ,,air conditioning”. (1 p)

23. In the second paragraph find and select sentence begining ,Most cars in use...” and write comment to
that sentence (it can be anything). (1 p)

24. In the paragraph beginning with ,,Cars are equipped...” edit hyperlink , Electric cars”, so that links you to
https://en.wikipedia.org/wiki/Electric car. (1 p)

25. At the end and below the second paragraph insert from folder Test, picture ferrari.jpg. (1 p)
26. Resize picture ferrari.jpg so that it is 9,11 cm in height and 6,09 cm in width. (1 p)

27. Change picture style ferrari.jpg to whatever style you like. (1 p)

28. Centre picture ferrari.jpg appropriately on the page. (1 p)

29. Enter your full name after the text Author: in the header of the document. (1 p)

30. Apply right automatic page numbering at the bottom of pages for the whole document and save it. (1 p)

Example 2

1. Openthe word processing application and open the file called The National Lottery.docx or The National
Lottery.odt from your candidate drive. Save the document as Spanish Lottery.docx or Spanish
Lottery.odt to your candidate drive. (1 p)

2. Change: (1p)
e The left and right margins in the document to 2 cm.
e The top and bottom margins to 1 cm.

3. Apply the paragraph style Bluearial to the heading The National Lottery located at the top of the
document. (1 p)

4. Apply paragraph borders to this text using the line arrangement Set all four borders and a purple line
style of 3 pt. (1 p)
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11.

12.

13.

14.

15.
16.

17.

18.

19.

20.
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Select all the text in page and: (1 p)
o Apply justified alignment.
e Change font size to 10.5.

Apply to the whole text: (1 p)
e Spacing above each paragraph of 6 pt. (0.20 cm — for LO)
e Multiple (or proportional) line spacing of 1.15 pt.

Delete the page break between pages 1 and 2. (1 p)
Find every titles Loteria Nacional and replace them in text to words National Lottery. (1 p)

Select words National Lottery at the beginning of the text and write hyperlink
http://www.loteriasyapuestas.es/es/loteria-nacional. (1 p)

Select the word History and: (1 p)
e Change the font size to 14 and make the word bold.
e Apply a black paragraph border below the text of 0.5 pt.

Copy the formatting and apply to the paragraphs beginning The children of San Illdefonso and Lottery
sales since 1975. (Write in the end) (1 p)

Apply five columns format of 2.8 cm wide and equally spaced to paragraphs beginning Each week you
wait... , A draw that transports... and National lottery our most... (1 p)

In this section find and select sentence beginning National lottery, our most traditional game... and
write a comment to that sentence (it can be anything). (1 p)

Insert the picture Lottery ticket.jpg and: (1 p)
e Resize it sothatitis 2 cmin height and 3.16 cm in width.
e Place it just at the end of the fifth column space.

Select the picture and insert the caption Spanish Lottery Ticket under the photo. (1 p)
Indent the paragraphs beginning When every year... The School of San lldefonso... and The stamp of the
children... by 1.00 cm before and after the text. (1 p)

Add a light blue background to the three previous paragraphs. (1 p)
Insert initial letter to the paragraph beginning Each week you wait..., with the following features:
e Font: Arial.
e Lines: 3.
e Text distance: 0.2 cm.
e Apply shadow. (1 p)

Create a table with two columns and six rows below the text Lottery sales since 1975. (1 p)

Apply to the table the following features: (1 p)
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e Height of the rows: 0.6 cm.

e Width of the first column: 4 cm.

e  Width of the second column: 6 cm.

e Centre alignment of the table relative to the page.

21. Complete the table with the following information: (1 p)

Year Million euros collected
1975 398,29 €

1980 1.187,64 €

1985 1.933,98 €

1989 2.342,81€

2014 2.472,00 €

22. Select all the text in table and: (1 p)

Apply center horizontal alignment.
Apply superior vertical alignment.
Make the text bold.

Change font size to 10.5.

23. Add: (1 p)
e A blue background to the third row of the table.
e A purple background to the fifth row of the table.

24. Change font colour of the third and fifth row in white, so that the text is fully visible. (1 p)

25. Select the table and: (1 p)
e Colour all outer borders in blue.
e Set the width of these borders to 2.25 pt. (2 % pt).

26. Below the sixth row insert a new one and merge the first column and the second column. (1 p)

27. Insert the text Source: National Lottery Agency and: (1 p)
e Apply center vertical alignment.
e Change the text to uppercase.
e Change font size to 8.

28. At the end of the previous text write Yearbook 1990 El Pais p.292. ISBN 84-86459-29-X in footnote.

(1p)
29. In the header of the document: (1 p)
e Insert right aligned field to display today's date.
e Change font to Calibri.
e Change font size to 9.
e  Apply black top and bottom paragraph borders.

30. Finally, in the header of the document: (1 p)
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e Add the following symbol B(Webdings), left aligned.

e Insert aleft tabulator in 1 cm and write your full name.

e Make sure your document occupies a single page and save the file.

e Save the file as Spanish Lottery.pdf too, and close the word processing application.

Example 3
1. Open the word processing application and open the file called “Say hello to overbikes.docx”.

2. Change:
e the right margin in the document to 2 cm,
e the top margin to 3 cm and the bottom marginto 2 cm. (1 p)

3. Select the whole text in the document and change font to Times New Roman. (1 p)

4. Select the whole text in page and change font size to 12. Double underline title Say hello to hoverbikes
and change it to small caps. (1 p)

5. Change title Say hello to hoverbikes font size to 24, bold and save document. (1 p)

6. Adjust the spacing after paragraph to 18pt to the title. (1 p)

7. Select all the remaining text until “ in our skies”:
o Apply justified alignment;

e Change multiple line spacing to 1.15 pt. (1p)

8. Select all the remaining text until “in our skies”: (1p)
e Spacing above and below each paragraph of 6 pt;
e Apply a special first line indentation by 1cm.

9. Format the fourth paragraph with 2 columns and apply line between columns. (1 p)
10. At the third paragraph form initial from the first letter to two lines. (1 p)

11. Below to the hoverbike applications: text, make a list that looks like this:
= Aerial Cattle mustering

= Search and Rescue

= Aerial Survey

= Wildlife and Parks

= Film

= Power-line Inspection

= Military and Emergency Services (2 p)

12. At the text 45 miles, add a footnote with the conversion to kph and delete the text (72 kph). (1 p)

13. In the table below the text “Overbikes in the future” add a new column to right. (1 p)
14. Insert the images imgl, img2 and img3 in the new cells. (1 p)

15. Select all the table and apply centre horizontal and vertical alignment. (1 p)
7
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16. Change the paragraph indents and spacing of the table to 0 and simple. (1 p)

17. Add a new line to the beginning of the table and merge the cells in the first line of the table. (1 p)
18. Move the text Overbikes in the future: into the first line of the table. (1p)

19. Select table and insert caption “Table 1“ under the table. (1 p)

20. Select table and apply: (1p)
e Colour and outer borders in green.
e Set the width of these borders to 2.25 pt (2 % pt).

21. In the header of the document insert: (1 p)

Your full name with left alignment;

Right aligned field to display today's date.

Add the following symbol B (webdings) before your name.
Change font size to 9.

22. In the footer of the document insert a centre aligned field to display page number and apply upper line
to the paragraph. (1p)

23. Insert a page break before the table. (1 p)
24. Two lines after the table insert the follow hyperlink: https://youtu.be/aGJrRnm1dIA (1 p)
25. Insert a watermark: (1p)

o Text,ICTY

e Font calibri and size 90;
e Shadow 35%;

e Scheme diagonal

26. Insert a new Wordart object after the table “This is a training test!” and do the following changes:
e Height and width: 6 cm; (2 p)
e Shape: Circle
e Fill Colour: Red
e Line colour: Green
e Text Wrapping: Top and Bottom

27. Insert the text “The end!” after the link

o Define a tab stop position to 10 cm and change the leader character to “.” (2 p)
28. Finally, save your document as a template. (1 p)

Example 4

1. Open document Invitation from your moodle course: ICT Competitions Erasmus +/ ICT Competition
06.10.16 / Text editor. You have to modify its parts.

2. Save this document in a shape: your identification number.
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Change orientation of the entire document vertically and set page margins:
° top: 3cm
° bottom:2.5cm
o left: 2cm
o right: 1.5cm (1 p)

Change font type of the entire document for Times New Roman, spacing single.

(1p)
On the first line insert the heading ‘Invitation’, use whatever WordArt - yellow background, blue
shadow, text bold. (1p)

Insert non breaking space into the date 3 October 2016, the whole date must stay in one line.

(1p)
Centre heading Meeting programme and set it in: font size 19, bold, effect small caps, expanded
spacing by 3 points. (1p)

Insert a comment in the footnote (with the text Preliminary programme) to words Meeting
programme. (1p)

At the paragraph starting with We invite you ..... set spacing before and after the paragraph of 6 points.
(1p)

At the same paragraph form initial from the first letter to two lines and 0.3 cm distance from the text.
(1p)

At paragraphs marked with # set numbering in a form 1., 2., (in red and bold) and at paragraphs marked
with & set bullet in a form B Windings (bold) (1p)

Adjust the indentation of the paragraphs list marked with # this way: numbering distance from text
margin: 0.5 cm and text indentation 0.5 cm. (1p)

Adjust the indentation of the paragraphs list marked with & this way: bullet distance from text margin:
1.5 cm and text indentation 0.5 cm. (1p)

Delete all symbols # and &. (1p)

Into the document header insert current date on the left and number of the page on the right.
(1p)

Below the numbered Meeting programme (finish by point Farewell party) skip one line and insert a new
paragraph with text Salesians, Joan XXIII, Alcoi. (1p)

Secure at the word Alcoi raised position by 4 points = (33% in LibreOffice). (1 p)

Using tabulator indent text Salesians, Joan XXIll, Alcoi to 15 cm with alignment right and on the next line
write October 2016 (the same text indentation and alignment).

(1p)
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19.

20.

21.

22.

23.

24,

25.

26.

27.
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After October 2016 insert page break and write the word Comments. (1 p)

Below the October 2016 insert picture Logo 1 and Logo 2. Then group both pictures and change size to
2 x 10 cm. Picture align right. (2 p)

Below the text Comments write with bullets: (1 p)
° hotel web site
o school web site
Copy the group picture below the text school web site, then ungroup it again into two pictures.

(1p)

For these pictures use borders — single line width 2 points, insert shadow on the bottom right, shadow
colour red. (2p)

Apply format painter from the text Meeting programme to the text Comments on the other side of the
document. (1p)

Insert hyperlink:
o hotel web site http://www.hotelreconquista.es
o school web site http://alcoyjuanxxxiii.salesiaos.edu (2 p)

Set the following table:

o At the end of the document: (0,25 p)
° 4 rowsx 8 columns: (0,5 p)
o Merge cells according to the pattern: (0,25 p)
o Write text according to the pattern: (0,25 p)
o Qutside borders, double line and width 1.5 points: (0,25 p)
o Inside borders, single line and width 0.75 points: (0,25 p)
o First line shading, red: (0,25 p)
o Text alignment, horizontally center: (0,5 p)
o Text alignment, vertically center: (0,5 p)

Boys 1 2 3 4 2 1 13
Girls 3 2 1 0 2 3 11
In total column add formula to cells for calculation of sum. (1p)

Save this file at PDF format with your identification number and upload both of them from your computer
to ICT Competitions Erasmus and close the word processing application.
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Example 5

1. Open the word processing application and open the file called Alan_Turing_source.docx or
Alan_Turing_source.odt from your candidate drive. Save the document using your candidate number
as a file name. Don’t forget to save your file frequently.

2. Set Margins to Top:2,5 Bottom:2,5 Left:3, Right:3. (1p)

3. Tothe title apply
e The quick style ,headingl”
e (Centre alignment, font size 20 pt (1 p)

4. Next to the title insert the picture you will find in the file turing.jpg (1 p)

5. Edit the picture so that
e |t presents only Turing’s face, without the graphics around it.
e Resize the picture to 3,5 cm height, keeping the aspect ratio. (1 p)

6. Align the picture to margin (paragraph text area), align right. (1 p)

7. Select the text ,,Home Address ... British” and split it into two columns, with a line between them.
(1p)

8. For the columns use the colour Pale Yellow or Red:249, Green:248, Blue:204 as a background colour.
(1p)

9. To the titles: EDUCATION AND QUALIFICATIONS, WORK EXPERIENCE, ACTIVITIES AND INTERESTS and
ADDITIONAL INFORMATION
e  Apply paragraph borders. (0,5 p)
e Make the text font bold. (0,5 p)

10. For the paragraph ,Subjects include...to a 2:1“ :
e Apply left alignment. (0,5 p)
e Change font size to 10,5 pt. (0,5 p)

11. Insert bullets (of your choice) to the paragraphs ,,Sherborne ... German“:

e , Sherborne College...“—  first level bullets, “N levels L= second
level bullets. (0,5 p)

e ,St. John's...“— first level bullets,” 8 GCSEs ...“ — second level bullets. Like the following
example: (0,5 p)

1. Sherborne College 2008-2011
=z 1.1, ja’ Levels: Mathematics A, Physics C, Chemistry D.
Z. St.John's Boys Schoal, Hastings. 2003-2008
2.1.8 GCSEs including Mathematics, English and Genman.

12. For the text ,Sherborne ... 2011“ use:
e Expanded character space 0,7 pt. (0,5 p)

11
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e Shadow effect. (0,5p)

Indent the paragraph beginning “My project ... research skills.” by 0,5 cm left and 0,5 cm right.
(1p)

14. At the end of the text (2nd page) insert one text box. Apply the following formation:

15.

16.

17.

18.

19.

20.

21.

22.

23.

e Height 1,5cm, width 5cm (1 p)

e Grey outlines, 3 pt (0,5 p)

e Fill with any gradient type you like, using light grey and white colour. (0,5 p)

e Inside the text box write the phrase: , Know thyself”, using Arial, size 20 pt and align it in

the centre of the box. (0,5p)
e Align the box at the bottom and in the centre of the second page. (0,5 p)
At the phrase: ,,Work Experience” insert the footnote ,2016“. (1 p)

Select the text “Tourist Information... cashing up”, increase the space to 6 pt in front and 6 pt behind
the paragraph. (1 p)

Select the text University of Kent, at the beginning of the EDUCATION AND QUALIFICATIONS section and
insert a hyperlink with the following: https://www.kent.ac.uk/

(1p)
At the ACTIVITIES AND INTERESTS section, replace the bullets with number list. (1p)

Sort (alphabetize) the paragraphs from ,,secretary of ... sci-fi novels” ascending order.
(1p)
Insert the picture logo.png bellow the text ADDITIONAL INFORMATION and:
e Align the picture left. (0,5 p)
e Resize the picture so that it is 2,5 cm in height and 4,5 cm in width. (0,5 p)
e Format the picture so that the following text “Computing skills ... license” lies next to the
picture. (1 p)

Select the text “Computing Skills:...XML.”. Set the space between the lines to 16 pt.
(1p)
Below the text “REFERENCES...request” create a table with four columns and five rows.
(1p)
Complete the table with the following information. Format the table so that finally looks like the following
table, using the same:

e Text orientation (0,5 p)
e Font style (0,5 p)
e Alignment (0,5 p)
e Border style (0,5 p)
e 1%and3™column 1,25 cm (0,5p)
e 2"and 4" column 2,5 cm (0,5p)

12
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24. Insert current date in the header (day-month-year). Set up the header so that the date will be

presented only at the first page. (1 p)
25. In the footer enter the page number, right aligned. (1 p)
26. Insert the First Name: Turing as a watermark. Font: Arial, Colour: Grey, Orientation: Diagonal. (1 p)

Save the file as MyCV.pdf and close the word processing application.

Example 6

1.

Open the word processing application and open the file called “lake.docx” from folder Candidate Drive
on desktop. Save the document as “learning about lake.docx” to your Candidate Drive.

Do following changes in the document:
e Select all text in page and change font size to 12. (0,5 p)
e Double underline title “Lake” (0,5 p)
e Change case to lowercase except the first letter. (0,5 p)

e The right margin in the document to 1.5 cm; (0,5 p)
e The top marginto3cm (0,5 p)

e The bottom margin to 2.5 cm; (0,5 p)

e The left marginto 2 cm (0,5 p)

Change font type of the entire document for:
e Times New Roman (0,5 p)
e line spacing single (0,5 p)

Below the title write ,,/ love lakes”:
e use any WordArt (0,5 p)
text bold (0,5 p)
blue background (0,5 p)
e centre alignment (0,5 p)
e inlayout options select “square” (0,5 p)
Above the title ,,natural lakes" insert a picture from source file on your drive and: (1 p)
e Use centre alignment (0,5 p)
e Resize the picture to 4 cm height and 6 cm wide (0,5 p)

Select titles ,,Natural lakes”, “Artificial lakes” and apply Heading2 (1 p)
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Modify Heading 2 and use:
e Underline (0,5 p)
e Change font size to 15 (0,5 p)
e Change font colour in any dark green (0,5 p)

Apply borders (all borders) on titles ,Natural lakes”, “Artificial lakes” (0,5 p)
Adjust the spacing after paragraph to 18pt to the title “Natural lakes” and “Artificial lakes” (1 p)

Select text below title “Natural lakes” and “Artificial lakes” and use:
e justified alignment (0,5 p)
e multiple line spacing to 1.15 pt. (0,5 p)

Select titles mentioned in previous task and:
e Apply a special first line indentation by 1 cm. (1 p)

At the sentence starting with ,,Finland has...” find the text ,,5,400 sq ft“ and insert a footnote and write
in the footnote following text: 1 foot =0.3048 meters (1 p)

At the paragraph ,,Many lakes are artificial...” make a bullet list, but define a new bullet and write this
text like the example below: (1 p)

Y Industrial

) Agricultural

Y Hydro-electric power generation

» Domestic water supply

Y Aesthetic

) Recreational use

Find the paragraph ,Finland has...“ and select text ,Finland” and insert the next hyperlink:
e  https://en.wikipedia.org/wiki/Finland (0,5 p)

Insert current date in the header of any type, but only on the first page (1 p)
In the footer, insert a page number, centre alignment (1 p)

Insert a text box below the title ,Natural lakes” and make following format of the textbox:
e Red outlines (0,5 p)
e Inside the text box write a following text ,, The West Lake of Hangzhou has inspired
romantic poets throughout the ages, and has been an important influence on garden
designs in China, Japan and Korea.” (0,5 p)
e Inlayout options of the textbox, select ,tight” option (0,5 p)
At the end of the document insert a table with 5 rows and 3 columns with the following information and
the same table format. (2 p)

List of lakes
Mame Country Area
Baikal Russia 1642
Tanganyika Tanzania 1470
Caspian sea Antartika 1000
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20. In the table, select text , List of lakes” and use:
e Textbold, (1p)
Centre alignment (1 p)
Blue font colour (0,5 p)
e Select green table shading colour (1 p)
e For outline border of the table use style double line, width 3 pt. (1 p)

21. Format the table using these instructions:
e Text “Name”, “Country” and “Area”, use centre alignment (0,5 p)
e Text “Name”, “Country” and “Area” use italic font style (0,5 p)

22. Change entire table and make following changes:
e Select table and use centre alignment (0,5 p)

23. Select the table and : (1p)
e insert caption below the table with the following text ,list of lakes by depth (m)“

24. Save document as .docx and PDF in your candidate folder.

Example 7
1. Open the text editor application and open the "Nowy Targ" file and save it as "your number".

2. Set margins document (1,5p)
e left:2,5cm
e right:2cm

e top and bottom:3 cm

3. Write before the text at the top of the first page a title: "Nowy Targ" (1p)
e use style: "Heading 1"
e use bold style of font

4. Apply justified alignment to the whole text. (1 p)

5. Set for the whole text: (2 p)
e space in front of the paragraph: 12
e space behind the paragraph: 7
e Linespacing: 1,5
¢ Indentation of the first line to 1 cm
6. Inthe first paragraph insert the initials at 2 lines. (1 p)

7. Apply style ,,Heading 2” for words ,,Chapter”. (1 p)
8. Modify the style , heading 2” (2 p)
e font:"Arial Black"

e colour: "blue"
e size:18
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numbering : Roman numerals ( I, 11, lll, V)

In the header insert: (2 p)

adjusted to the right side: Erasmus+ logo

logo size : height: 1 cm, width: 3 cm

on the even pages : " your name " adjusted to the left side
on the odd pages: ICT COMPETITION adjusted to the left side

In the footer apply in the middle of the page: (1 p)

numbering of pages in the format of ,,Page X with Y”

In the second paragraph apply: (1,5 p)

divide the text into three columns
the columns have to be divided by lines
set the spaces between the columns to: 0,75 cm

In the text in the first chapter insert a picture from the file: rys_1. (2 p)

size of the picture: height 6cm and width 9 cm
insert caption “Figure 1”
group the drawing with the caption

Below the text in the third chapter insert the drawing from the file: rys_2 (2 p)
size of the picture: height 6 cm and width 9 cm

insert caption “Figure 2”
place the drawing to the right margin

To word ,yellow”, in the first chapter insert a footnote: ,Marking of hiking trails” (2 p)

Insert a new page below (no. 3) (1p)

Insert a table from the file data at the top of the 3rd page (2 b)

Format the table:

text in the first line: bold (0,5 p)

text in the first column: bold (0,5 p)

the colour filling of the first line and first column: orange (0,5 p)

the remaining lines (without the first one and the first column) fill alternately with  yellow
and dark yellow (1p)

all cells framed: thin black line (0,5 p)

text align in all of the cells: to the middle of the cell vertically and horizontally (1 p)

18. Type in the text ,Illustration list”, use style , heading 2” (1p)

19. Insert the list of figures (2 p)

do not use interlinks

20. Save document as PDF (0,5 p)
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Example 8
Open the text processing application and open the file called “ElonMuskSource.docx” from folder
Candidate Drive on desktop. Save the document as “ElonMusk.docx” to your Candidate Drive.

1. Set document margins as
o left:4cm
e right:6cm (1p)

2. Change the format of the first line of the document (“Elon Musk”) to:
e Font: size 30, colour dark grey,
e Spacing in front of and behind the paragraph: 10 pt (2 p)

3. Atthe end of the first line, insert the following footnote at the end of the page: “Adapted from
https://www.biography.com/people/elon-musk-20837159” (1,5 p)

4. Change the format of the next lines (from “Explorer” to “2020” to:
e Font: size 10, Italic
o Left Align
e After this, format the first line as bold. (2 p)

5. Gotoyour folder and insert the image “Elon_Musk.jpg”, at the end of the first line of the document and
format as follows: (2 p)
e Resize the image to: height — 5 cm and make sure that you keep ratio
e Make sure the text is only on the left side of the image
e Insert and centre the caption “Elon Musk, 2015” below the image

6. Find the following expressions: (2 p)

Quick Facts, Synopsis, An Earnest Entrepreneur, Tesla Motors: the rise
And format then as follows:

e Uppercase

e Fontsizeto 20

e Bold

e Character Spacing: expanded by 2 pt

7. Change the format of the text between “I'm very... and first place.” To: (1,5 p)
e Centre Align
e Bold and italic

8. After this paragraph insert a page break. (1 p)
9. Change the format of the text between An Earnest Entrepreneur and Tesla Motors: the rise to:
e Two columns (same with)

e Line separator between the columns
e Fontsizeto 10
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e Text colour to dark grey (choose one) (2 p)

10. Select the text under “Quick Facts” from “NAME” to “Cancer”, convert into a table (2 columns):

(2p)
NAME Elon Musk
OCCUPATION Explorer, Inventor, Engineer
BIRTH DATE June 28, 1971 (age 46)
EDUCATION University of Pennsylania

Stanford, University, Queen's
University, Ontario

PLACE OF BIRTH Pretoria, South Africa
FULL NAME Elon Musk
ZODIAC SIGN Cancer

11. Format the previous table: (1,5 p)
e  First Colum text: bold, align right, dark gray
e Clear the outside borders — keep all the inside borders

12. Apply a Drop Cap (5 lines) to the first character of the paragraph beneath “An Earnest Entrepreneur”.
(2p)

13. Select the text from “Also in 1999...” to “renewable and clean energy sources.”and change the format
to: (2p)
e justified alignment
e double line spacing

14. Locate the word “paypal” and for each one insert hyperlink to the https://www.paypal.com (2 p)

15. At the end of the document, type the following text and format the numbers according to: (1 p)

Early life

Early childhood
Education

Career

4.1.Zip2

4.2, X.com and PayPal
4.3, SpaceX

4. 4. Tesla

4.5. SolarCity

PN~

4.7.OpenAl
4.8. Neuralink
5. Personal life
5.1. Opinions
5.2. Philanthropy Family

16. Insert the header following header:

e C(Croatia, Split, [Current date] (1 p)

e Make sure it is left aligned and is not showed on the first page (1 p)
17. In the footer, insert a page number, right alignment (2 p)

18. Save the document in the text processor and export to PDF in your candidate folder. (0,5 p)
18
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Spreadsheet
Example 1
1. Open the file computers.xlsx. Save the workbook and entitle it sales.xlsx in the same folder.
2. Continue editing the file sales.xIsx. Copy sheet DATA to the end of the sheet and change its name to
BAZAAR. Save the workbook. Continue your work in the sheet BAZAAR. (0,5 p)
3. Above the first line, insert a new row with a height of 40 points (1.7 cm). (0,5 p)
4. Merge cells C1 - G1 and write the headline: "Sales of Laptops". Center the text, set the font size to 30 B,
Arial, Font colour:red. (1 p)
5. Inthe header of column l insert the word "order" and insert a function ranking, which will determine the
order of sales from column A "Date" (sort tables by column A (the date from the earliest) (1 p)
6. Setthe font to bold and apply a yellow background in the table header. (1 p)
7. Surround the table with a thick line, but scratch a thin line at all the borders of cells and adjust the column
width to the text for the idividual cells A2 - J300. (1 p)
8. Calculate the maximum price in cell C310, average price in D264 and in D265 the sum of all computers.
(1,5p)
9. Save the results in a text field in the data sheet
e the average cost of HP laptop
e the number of Lenovo laptops
e the total net sum of Dell computers with i3 processor
e the total number of Acer computers, which net price is higher than 2000 zt and less than 3000 zt
(4p)
10. Replace the entire text of database sheet "pro" for "professional". (0,5 p)
11. Sort the table by the manufacturers - ascending and descending for the net price. Exclude the header
row from the sorting. (2 p)
12. Using conditional formatting highlight all AMD processors with green (1 p)
13. Create a chart in the worksheet: a combination of a bar graph + line graph in which the data will be
retrieved from the table. The number of computers, the average net price. (3 p)
14. The graph title "Laptop sales" (use Arial bold 18) should be placed above the graph. Name the main axis
"average cost" and the vertical axis "number of laptops” it should be rotated. The legend at the top. (3 p)
15. Set axes:

e Colour to black
e Bullet points of the main unit to crosses (2 p)
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Set the main lines of the grid for the main vertical axis to:
e Dotted black lines with thickness of 0.75 points
e Add the main lines of the grid for the second vertical axis (2 p)

Set the max. for the main vertical axis at the value to 3250 zt and min. to 1000 zt
Set for the second vertical axis to min. 15 and the main unitto 5. (2 p)
Insert a line chart:

e Bullet points of type value: the shape of "diamond" size 10, colour: orange

e Chartline colour: green (2 p)

Set the graph without boundary lines. Publish the chart in a file called Graph.pdf, only the chart by itself.
(2p)

Save and close the workbook. Make sure you have two files in the folder.

Example 2

1. Open the file ,ICT.xIsx”. Save the workbook and entitle it ,,ICT_in_CZ.xlsx”. Save it frequently.

2. For Portugal worksheet, put in header the respective flag, left aligned. In worksheet , ICT Total”, put in
header the image ,,Logo”. All images are in your candidate folder. (1 p)

3. Forall worksheets, put in footer: today’s date, center aligned; names of worksheet and file, right aligned,
in format ,worksheet | file name”. (2 p)

4. For all worksheets, when the text is printed it must be centered horizontally on page.
(1p)

5. For all worksheets, in cells B2 and B3 use number format # ##0 (1p)

6. For all worksheets, apply cell style ,,Heading 3” to the block A2:B12. In worksheet , ICT Total”, apply the
same cell style to cells C2:G12. (1p)

7. For all worksheets, calculate in cell B5 the population density (population/area). Format cell B5 with 1
decimal digit. (2 p)

8. Inworksheet ,ICT Total”, insert a new line between the 1st and 2nd lines. In cells B2 to G2 insert country
names, in the same order of worksheet separators. (1 p)

9. In worksheet ,ICT Total”, using formulas, fill cells B3:G13 with the respective values of the various
countries. (2 p)

10. In worksheet ,ICT Total”, change columns width, B to G, to 14 points (3,14 centimeters). (1 p)

11. In worksheet ,ICT Total”, change cells content alignment to center and middle in cells B2:G13. (1p)

12. In worksheet ,,ICT Total”, format cells B5:G5 with 2 decimal digits. (1 p)
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In worksheet ,ICT Total”, calculate the population and area average of all the countries in cells B16 and
B17 respectively. (1p)

In worksheet ,,ICT Total”: in cells B3:G3 show a data bar, filled with grading green colour. (1 p)
In worksheet ,ICT Total”, in cells B9:G9, paint grey all the cells background that do not contain ,Euro”.

Use conditional formatting. (1 p)

In worksheet ,ICT Total”, merge and center cells A1:G1. Format with cells style ,,Header 1”. Format with
cells style ,Header 2” cells B2:G2. (2 p)

In worksheet ,,ICT Total”: define A1:G17 as printing area. Format page with landscape view. Fit printing
to 1 page. (1p)

In worksheet ,,ICT Total”, create a graph like the following: (4 p)

Countries in ICT Competition

2020
2000
1980 - -~y '
N
2 o /
(&% @Q’(l \0-\\0 >
QO @ 3> ,b(\ RN
Qg,Q Qo\ & &
& < R
v
Czech . .
Portugal Greece Republic Poland Croatia Spain
B EU joining (year) 1986 1981 2004 2004 2013 1986

W Portugal M Greece Czech Republic ®Poland M Croatia Spain

Move the graph to a new sheet, name it ,,Graph”. (1 p)

Create a new worksheet, name it ,Countries_Info”. Copy and transpose values from worksheet
"ICT_Total" from A2:G4 to worksheet ,Coutries_Info”. (2 p)

In worksheet ,,Countries_Info”:apply a filter so you only see countries with area between 100000 and
500000. (1p)

In worksheet ,Countries_Info”:sort descending data by country. (1 p)

Save all the worksheets of the workbook to a pdf file named ,ICT _in_CZ.pdf”. (1 p)
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Example 3

1.

10.

11.

12.

Open the file “The_Magic_Bus.xlIxs”, or the file “The_Magic_Bus.ods”. Save the file using your Canditate
Number as a file name. Don’t forget to save it frequently.

In worksheet “Final_Report” Tasks 2-6

In B3 cell write “The Magic Bus” and apply “Title” style or “Heading” style for OpenOffice users. (1 p)
Merge cells from B3 to I3 and centre the cell content. (0,5 p)

Edit the footer to display: worksheet name (right aligned), your canditate number (centre aligned) and
today’s date (left aligned). (1 p)

Define B3:110 as printing area. Format page with landscape view. Fit printing to 1 page, centre on page
horizontally and vertically. (1 p)

Enter in the column under the word “DESTINATIONS” the following row labels (left aligned). Increase
the width of the first column so that it is wide enough to show all the DESTINATIONS in full. (0,5 p)

Berlin, Germany

Paris, France

London, UK

Amsterdam, Netherlands

Vienna, Austria

Name all worksheets, except the first one, after the respective country e.g. name the second worksheet
“Germany” etc. (1 p)

In worksheet “France” format all dates to show month, day, year e.g. June 1, 2016. (1 p)

In worksheet “UK” someone entered the wrong date, edit the formula in B5 cell to show June date e.g.
1/6/2016 instead of 1/5/2016. (1p)

In worksheet “Germany” in cells C5 to C34 apply a formation that fills with green colour only the cells
with value higher than 10 (use conditional formatting). (2 p)

For all country-worksheets (Germany, France etc.) in cell C36 calculate the summary of tickets sold during
June 2016. (1 p)

In worksheet “Netherlands” use formulas to calculate cells C37, C38, C39 as labels B37, B38, B39 indicate.
(1p)

In worksheet “Final_Report” Tasks 13-24
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13. Copy the summary of tickets sold (country worksheet, C36) that you have calculated (task 9), to cells C6
to C10, so that if a number changes in a country-worksheet e.g. “Austria” the Austria summary will
change as well in “Final_Report” worksheet. (2 p)

14. In cells F6 to F10 calculate how many seats are available for every destination (capacity-tickets sold).
(1p)

15. In column F, cells F6 to F10 show automatically negative numbers in red text color, without any cell
(background) fill. (1 p)

16. In column I, cells 16 to 110 calculate the complement of passengers (tickets sold/capacity). (1 p)
17. Format cells 16 to 110 as percentage with 2 decimal places. (1 p)

18. In column H, cells H6 to H10 calculate the Total Revenue per destination (multiply Tickets Sold by Price
Per Ticket), 2 decimal places, show currency €. (1p)

19. Surround cells B3.. 110 with a thick line, but scratch a thin line at all the borders of cells. (1 p)
20. For the cell range B6:110 sort data Smallest to Largest Value by Tickets Sold values. (2 p)

21. Create a graph like the following (you can use your own set of colours): (4 p)

120000067 = 10.250,00€

£.000,00€

m London, UK

mAmsterdam, Netherlands
Vie

= 4.172,00¢

4,000,006+

0,008+

TOTAL REVENUE

4

22. Move the graph that you have created with Task20 to a new worksheet named “Total Revenue Chart”.
(1p)

23. Create a graph like the following (you can use your own set of colours): (3 p)
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24. Move the graph that you have created with Task22 to a new worksheet named “Tickets Sold Chart”.

(1p)

25. Save all the worksheets of the workbook.

Example 4

1.

Open the file ,Alcoi.xlsx” from your moodle course: ICT Competitions Erasmus +/ ICT Competition
06.10.16 / Spreadsheet. Save as ‘identification number’ and save it frequently.

In worksheet Poland for cell with number of gold medal insert comment containing sports for which
medals have been won. Use the data from picture POLAND. (1p)

In worksheet Awards in cells C2:C8 insert formulas for awards for all gold medals with use of absolute
link to cell A12. In cells B8:C8 use functions for sum of gold medals. (2 p)

In worksheet Awards in cells D2:D8 insert formulas for percentage expressing of individual states. Results
display in two decimal places as percentage (%). (2 p)

In worksheet MEDALS insert the sum of medals won for each country next to it by using function Sum.
(for Portugal B3...) (1 p)

In worksheet MEDALS center the column with the number of medals. (1p)
Put narrow margins for all worksheets (left and right: 0.64 cm and top and bottom: 1.91 cm) (1p)
In worksheet Croatia insert picture CROATIA in the header. (1p)

Insert a new worksheet RIO 2016 and put it in the first place. Set background picture. Use the picture
MEDALS. (2 p)
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In worksheet RIO 2016. merge cells so that you get a rectangle which corners are J15, 015, J20 and 020.
In the rectangle insert Word Art and write ‘RIO 2016’. (2 p)

In worksheet MEDALS using the given data create a table like in the picture. Centre text in table.
(2 p)

COUNTRY n NUMEBER OF MEDALS -
PORTUGAL 1
GREECE o
CZECH REFUBLIC 10
POLAND 11
CROATIA 10
SPAIN 17,
12. In worksheet MEDALS sort the table by column Number of medals by the number of medals largest to

13.

14.

15.

16.

17.

18.

19.

20.

smallest. (1 p)

In worksheet MEDALS create a chart like in the picture (Cylinder). Countries with over 9 medals colour
yellow in the chart. Border of the chart is 3pt (0.04 cm) and similar to the picture. Make the background
of chart blue. (4 p)

Create a new worksheet GOLD and place it last. Copy the table from worksheet MEDALS into worksheet
GOLD. Make the width of the first column 128 pixels (3.4 cm), the second 192 pixels (5.1 cm). (1p)

Add a new column to the table in the worksheet GOLD containing the number of gold medals won by
each country. Sort the table first by column gold medals from largest to smallest, then by column number
of medals from smallest to largest. (3 p)

In worksheet GOLD add following: in cell A10 write AVERAGE, then by using function Average write in
B10 the average number of medals won and in C10 the average number of gold medals won. (2 p)

In worksheet GOLD filter the table so it shows only countries that won the average number of medals or
more. (1p)

In worksheet GOLD add the column on the right, name it ‘Rank’. Use the function IF to fill the new column
—if country has number of gold medals like average write ‘average’ otherwise write ‘more then average’.
(2p)

In worksheet ,Greece” in cell D7 insert the formula that shows us how much cells are not empty in
rectangle A1,A4,B1,B4. (1 p)

Save this file at PDF format with your identification number and upload both of them from your computer
to ICT Competitions Erasmus and close the spreadsheet application.
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Example 5
1. Our friend Isidro has come for a ride on a motorcycle and has registered the following data:

. Departure . . Distance
Station ﬂme Arrival time travelled (Km)
1 11:00 11:20 27
2 11:20 13:00 50
3 13:00 14:00 100
4 15:00 16:10 58
5 16:10 16:20 10
6 16:30 17:00 20

Create the table on a sheet called "Start data" (0,5 p)
Table:
» Data (0,5p)
» Text style: bold and italics (0,5 p + 0,5 p)
e Text orientation in the cell (0,5 p)
e Background colour in the cell (0,5 p)
+ Table edges (0,5 p)

2. He needs to analyze the obtained data and to make the following calculations regarding to speed:

Station  |Spent time (h) traEtlasIIt:cliT:m} Speed (Km/h) A“‘t:itr'n“;‘ﬂ;“’d ;i‘:f;:"‘c‘:'?:fnf]
7 0,33 27 033 27
2 167 50 2 77
3 1,00 100 3 177
7 117 58 217 235
5 017 10 4,33 245
6 0.50 20 4,83 265

Create a new sheet called "Intermediate calculations" (0,5 p)

Match the column "Station" and "Distance travelled (Km)" with the corresponding columns of the
sheet "Start data" (0,5 p)

Column "Spent time (h)": subtracts the time of arrival to the time of departure and the result is
multiplied by 24. And give the "Quantity" format to the cell... (1,5 p +0,5 p)

Column "Speed (Km/h)": follows the physical formula related to speed, space and time... (1,5 p)
Column "Accumulated time (h)": the addition of the hours from Station 1 (1,5 p)

Column "Accumulated distance (Km)": the addition of the distance travelled from Station 1 (1,5 p)
Apply a CONDITIONAL FORMAT: DATA BAR to the data in the column "Speed (km/h)" (1,5 p)

3. Toimprove the system we have thought to develop a comparative table of the speed obtained:
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1 81 81 Sp. high
2 30 39 Sp. low
3 100 59 Sp. low
4 50 56 Sp. low
5 60 57 Sp. low
6 40 55 Sp. low

Average speed (Km) = 60
Maximum speed (Km) =100
Minimum speed (Km) = 30

* Create a new sheet called "Speed" (0,5 p)

* Match the column "Station" and "Speed (Km/h)" with the corresponding columns in the
"Intermediate calculations” (0,5 p)

* Table:
= Title Style: bold, outline, shadow... (0,5p +0,5p +0,5 p)
= Text orientation in the cell (1 p)

* Column "Average accumulated speed (Km/h)": follows the physical formula related to speed, space
and time for the columns of "Accumulated time (h)" and "Accumulated distance (Km)"... (1,5 p)

e Speed:
* Average speed: average of the speed of each station (1,5 p)
*  Maximum speed: maximum speed of each station (1,5 p)
=  Minimum speed: minimum speed of each station (1,5 p)

e Column "Speed comparative": If the "Average speed accumulated" is higher than the "Average
speed", we will put Sp. high. Otherwise Sp. Low (2,5 p)

= Apply a CONDITIONAL FORMAT: CONDITION to the data in the column "Speed
comparative": red background for Sp. high, and green background for Sp. Low (1,5 p)

¢ Graph: line and columns (1,5 p)
= Title (0,5 p)
= Axis names (0,5 p + 0,5 p)
= \Vertical scale (0,5 p)
= Horizontal lines (0,5 p)
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Example 6
1. Openfile: FAOSTAT data.txt and look through the data.

2. Import file: FAOSTAT data.txt to a spreadsheet (Excel) by using the option: text->Separated, Stop—>
tabulator. Use the first line as the header. (2 p)

3. Merge and center the cells containing: Coniferous roundwood industrial (production), Non-coniferous
roundwood industrial (production) and Area.
Apply wrap text in header of the table according to the table on the picture. (1,5 p)

4. Center vertically and horizontally all the header cells (0,5p)

5. Apply a yellow colour in the header of the table. (0,5 p)

Coniferous wood industry Non-coniferous wood industry
Area (production) (production)
2013 2014 2015 2013 2014 2015
1 2 3 4 5 6 7

Croatia 6000 1869 1644 141000 8994 8082
Czech 69000 69000 69000 18000 20000 20000
Greece 43600 43000 43000 25100 20000 20000
Poland 1158647 1131549 1050000 133187 131446 140000
Portugal 74912 71631 68284 91119 199701 250667
Spain 79508 85985 107431 132797 135459 155286
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Change the name of the spreadsheet to: wood production (0,5 p)
Add 3 columns, accordingly: 8,9 and 10 for years 2013, 2014, 2015 (0,75 p)
Merge the row over years and enter the "sum of wood production" (0,5 p)

In these 3 columns, type in the appropriate formulas that sum the amount of Coniferous wood and
Non-coniferous wood for the respective years (0,75 p)

Apply formatting and colours of the previous columns in columns 8,9,10. (0,5 p)

Add another column 11 with the same formatting (colours, centring)
e Merge 2 rows above (in the same column), and type "average" (0,5 p)

In the column 11, use a formula that calculates the average of the columns 8, 9 and 10 (0,5p)

Insert 3 rows below. Type in column 1 “min.” for the first row inserted, the next row “max.” and the
last ,, sum”

Apply text alignment to right in these cells (0,5 p)

In the row labeled “min.” use a function to show the minimal value in each column (0,5 p)
In the “max.” use a function to show the maximum value in each column (0,5 p)

In the ,,sum” use a function to sum the value of each column (0,5 p)

Apply thin borders (black) for each cell. (0,5p)

Apply thick borders to the header of the table and to the rows min, max and sum (0,5 p)
Between columns 1 and 2 insert double lines at the borders (0,5 p)

Use the format of numbers: numeric, 2 decimal places, with thousand separator (1 p)

Insert a graph in a new worksheet (name it ,,graph”) showing the total production in the years for each
country, with the average value. (1p)
e Apply a column chart for the values and a line graph for the average value. (1 p)

Edit graph:

For the axis of the value use active type of logarithmic scale (0,5 p)

For the average values use the secondary axis of a linear scale (0,5 p)
Change the average line to red colour, thickness - 2 points (0,5 p)

Bullet points on the average line change to green diamonds (0,5 p)
Insert the legend of the chart below the graph (0,25 p)

Insert the title above the chart according to graph in the picture (0,25 p)
Change the title font to Arial and green (0,5 p)
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Copy the data from the file:forest.xIsx to a new worksheet, name it:area (1 p)

Use in the column , Area” the function ,IF” according to this criteria : (2 p)
e |f0to 130000 then ,small”
e If more than 130000 then ,large”

Use in the column ,Order” the function ,Rank” in the descending order according to area. (2 p)
In column "Forest Area" calculate the area which is covered by forests in each country (1 p)

In column,,Forest Area” apply:

e Data format: numerical with thousands separator (0,5 p)
e Aligned to right (0,5 p)

In the column "average production of forest area" calculate the average production per unit of the

forest area (wood production/area (1 p)

e Data format: numerical with accuracy of 5 decimal places (0,5 p)
e Apply centre alignement (0,5 p)

Insert borders:

e All cells:dotted lines (0,5 p)
e Table borders and the header line:thick lines (0,5 p)

Apply conditional formatting:

e For ,Forest Area” column:apply any filling for the lowest value in the column (0,5 p)

e For column "average production of the forest area":Apply green colour for the highest value

in the column (0,5 p)

Save the file using your candidate number.
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Example 7
Open a document Beskydy.xlsx, rename it to your candidate number and work with sheet Mountains.

1. Create a new cell style:

e name it - Mountains (0,5 p)

e set the orientation of text to 30° (0,5p)

e center and wrap the text (0,5p)

e change the font of the text: Comic Sans MS, size 12, white colour and bolt (1 p)

e set the green fill of the cell (0,5p)
2. Row1:

e apply a new created cell style Mountains to row 1 (0,5p)

e set the width of this row to 50 and height to 15 (0,5p)
3. Basic functions:

e use the right functions to add datas to table B29:C33 (2,5p)

e display the result numbers with one decimal number (0,5p)

Work with the columns:
4. Columns B, Ca D — centre the data (0,5 b)

5. Column D — use conditional formating and set this rules in column Disctrict:

e FM-blue
e NJ-red
e PB—yellow filling of the
o CA-grey (2 p)
6. ColumnE
¢ name this column Height rank (0,5p)
e use the function Rank to determine the order of mountains depending on their height
(1p)
7. ColumnF
¢ name this column Distance rank (0,5p)
e use the function Rank to determine the order of mountains depending on their distance
(1p)
8. Column G
e name this column Sum rank (0,5 p)
e make the sum of columns E and F (0,5p)
9. ColumnH
e name this column Category (0,5p)

e use the function If and insert to cells the letter A, B or C depending on their height:
i. A-the heightis more than 1200 meters
ii. B -the heightis between 1100 and 1200 meters
iii. C-the heightis lower than 1100 meters (1,5 p)
10. Column|l
e name this column Dificculty (0,5p)
e use the function If to calculate the difficulty of the mountain — the result is multiple of
the columns G*H
i. ATTENTION!!! The letter in column H means coefficient of difficulty
1. A=18 B=1,6 C=14 (2 p)
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11. At all new created columns set the same formating like the columns A, Band Chave (0,5 p)

12. Sort the table by difficulty in ascending order (first level) and then by height in descending order
(second level) (1 b)

The chart

13. Create a new worksheet named Chart (0,5b)
» use 10 highest mountains to create the chart

e custom combination chart — height — clustered column, distance — area (1 p)

e display secondary axis, edit the values according to the pattern (0,5p)

e the filling of area chart — picture Panorama.jpg (0,5p)

e hide gridlines (0,5 p)

e set red filling of columns (0,5p)

e delete the chart title (0,5p)

e name primary and secondary vertical axes, set the right orientation of text and bold font
(1 p)

e move the legend to the top (0,5 p)

e set the rounded corners to the border of the chart (0,5p)

& Distance M Height

65
60 D
55
50 |
45 s
40
35 t
30 ,
25
20 N
[
e

The pivot table

14. Create the pivot table according to the pattern, use the values from the sheet Mountains, place this
table on a new worksheet and name this sheet Pivot table (0,5 b)

e display the average difficulty of each district, with the ability to filter categories (1 p)
e display the result numbers with no decimal number (0,5p)
Category C x

Row Labels | ~ | Average of Difficulty

CA 31
FM 32
NJ a7
PB 37
Grand Total 36

The filtering

15. Write the solutions to cells B35:B37: (2,5 p)
e how many mountains are in the FM district with a height between 1050 and 1100 meters?
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e what is the average height of mountains, which name begins with M?

e what is the sum of the distances of mountains, which are higher than 1100 meters?

Save your work and close the document.

Example 8
Tasks Pts
1. Open the file named Spreadsheet_work_filev2.xlsx (MS Excel
users)/Spreadsheet_work_filev2.ods (Libre Office users) from your candidate drive.
Save the file using your candidate number as file name.
On “BFI1” worksheet
2. | Apply conditional formatting to the cell range G3:G17 as follows:
Cell Shading Colour Cell value
Any light blue colour Between 40 and 300 (1p)
Any light green colour Greater than 300 (1p)
3. In the cell H3 calculate the “site average weekend gross”. Divide weekend gross (D3) (1p)
by the number of cinemas (G3).
4, Copy the formula in the range H4:H17. Display the results display as € currency, (0,5 p)
with one decimal digit. (0,5 p)
5. Create a new cell style. Name it “cinema”.
Style attributes: (2 p)
- font colour: white
- fill colour: dark grey
-alignment: horizontal centre, vertical centre (middle)
- text control: wrap text
- orange borders
6. Apply the new created cell style “cinema” to range A2:12. (1p)
7. Change the format of date in cell C1 to "09-Jul-17" (1p)
8. Using data in range D3:D17:
e Incell D18 enter a function to calculate the average weekend gross. (1p)
e Incell D19 enter a function to calculate the total weekend gross. (1p)
e Incell D20 enter the appropriate function to calculate the total (2 p)
weekend gross ONLY for USA movies.
9. Simultaneously sort the cell range A2:117 by Distributor alphabetically, then by | (2 p)
Total Gross to date in descending order.
10. | Filter the cell range A2:117 so that movies with only 1 week on release (column | (2 p)
F) do not appear.
On “BFI2” worksheet
11. | Unhide column G, hide column J. (1p)
12. | Add a lookup function (vlookup) in cell D4 to show the name of the continent of (3p)
origin, according the table in range €35:D41. Copy the function to the cell range
D5:D31.
On “next week openers” worksheet
13. | Apply validation criteria to the cell range C3:C15 so that only a whole number (2 p)
between 50 and 100000 can be entered.
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14. | Apply a validation input message to the cell range C3:C15 with the title: (1p)
“Number restriction” and the message: “Please enter a whole number
(50-100000)” (1p)
and an error message with the title: “Whole numbers” and the
message:”Only whole numbers, between 50 and 100000”.
15. | Putin footer: today’s date centre aligned, the file name right aligned. (1p)
16. | Define A1:D15 as printing area. Format page with landscape view. Fit printing (1p)
to 1 page, centre on page horizontally.
Format data so that the table looks like the following one. You should use the (2 p)
“cinema” style you have created. Use double line for the outline.
O peners nextweek - 14 Jul 2017
Country of
Origin
Angels in America Part One: Millenium Approaches - NT Live [Theatre) UK National Theatre/ T
The Beguiled USA Universal
Cars3 UsA Disney
Channa Mereya Ind Urban Vibez
David Lynch The Art Life Den/USA | Thunderbird
The Death OF Louis XV Fra/Spa/Por New Wave
Genocidal Organ Jpn National Amuseme
Jagea lasoos Ind UtV
Ondu Motteya Kathe Ind Sandahwood Entert
Tiyaan Ind John Entertainment
Wikram Vedha Ind Murugan T alkies
War for the Planet of the Apes US4 20th Century Fox
Wukong Chn | Trinity/CMC
. 9-7-2017 .
Hamlet - Glyndebourne 2017 (Opera) i
Alien: Covenant .
Churchill -
My Cousin Rachel _ ® Weekend
Alone in Berlin _
Hampstead
0 100 200 300 400 500
Stovky
On worksheet BFI2, use appropriate data from columns B and E to create a chart like
the above one. (no “Hundreds” for the LibreOffice users)
Place the chart on a new sheet named “BFI2chart”
30




%
= ‘ Q
* gk rasmus + comper ICTions p N

Presentation program

Example 1
1. Copy the folder PowerPoint on the desktop and rename file INT ICT COMP, which you find in folder
YOUR SURNAME.

2. Copy slide from the file Europe into the file YOUR SURNAME, so it is at the beginning of the
presentation as the first slide. (1p)

3. Rotate the picture on this slide horizontally (picture of Europe). Close the Europe presentation and
continue working with presentation YOUR SURNAME (1p)

4. Move the last slide (Czech Republic) between the first and the third (1 p)
5. Work with pattern of slides:
a. Background colour of the title text box - dark texture of your choice. (0,5p)
b. Fortitlesin all slides set white font colour and bold text. (0,5 p)
c. Set the height of text box to 2 cm and its vertically position to 0,5 cm. (1 p)
d. Secure to display image of EU in the bottom left in all slides. (1 p)
6. Insert new slide layout Only title at the beginning of the presenttion
a. Add the title International ICT competition. (1p)
b. Set background format for this slide — use the picture of Logo. (1 p)

c. Setthe link to the web page (http://moodle.mendelova-stredni.cz). (1 p)

7. On the slide Competitors set bullets according the sample (second level — diskette icon) and change the
font size to 24. Group text box and image, set the final size of the image - exactly 12x28 cm.

(2p)

ATRTER
% Dgioh v"\.&‘%&m

» Czech Republic
Novy Ji€in
» Croatia
& Split
» Poland
&ENowy Targ
» Portugal
&ESao Joao da Madeira
» Greece
&EMeliki
» Spain
&Alcoy

8. Insert a new slide behind the third slide layout Only title. The title is Graph.
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According the data from the file Table.xlsx create combined graph (population — column, area —
line, show minor axis) (1p)

o

b. Graph title: Population andarea (0,5 p)

c. Colour of columns —red, line — width connector 5 points, green colour (1 p)
d. Remove horizontal grid (0,5 p)

e. Background of your country column —yellow (1p)

f. Select any graph animation with timing After the previous (1 p)

Insert the title of your country into the centre of the footer and on the right slide numbers (don’t display
on the first slide). (1 p)

Insert an arrow on the second Competitors slide and set it so that after clicking on the arrow the
presentation can move to the slide with your country. (1p)

Create any animation of only the title on the slide with your country, which starts after clicking on the
mouse with middle timing. (1 p)

Insert slide layout Empty at the end of the presentation and create draw objects according the pattern:
a. Circle —yellow background, yellow outline (1 p)

text ICT — word art text in red (1 p)
insert a star
copy the star and create and flip it vertically (1 p)

group stars and create horizontaly flipped copy
group into one all created draw objects

-0 oooT

ICT
y e 3 SN el .

Cut the file Image so that it hasn’t got light blue margins and insert it on the last slide next to the image
you have made and flip it vertically. (2 p)

y
‘o

Group draw objects and Image and set any highlighted animation (2 p)
Hide the third slide Population. (0,5p)

Apply any slide transition of single slides with transition to the next one in 2 seconds for the whole
presentation. (2 p)

Insert sound of the VItava song into the presentation so that it would play during the whole
presentation. (1,5 p)

Save the changes you have made.
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Example 2

1.

10.

11.

12.

13.

14.

Open the presentation application you prefer and open the file called our_schools.pptx or
our_schools.odp from your candidate drive. Save the document as presentation_final.docx or
presentation_final.odp to your candidate drive.

Add a title-only slide and write “1st International Competition” at the title text box.
(0,5p)

Below the title insert the image file named “Logo_International_CompetICTions.png” . (0,5 p)
Move this slide to the beginning of the presentation. (1p)

PowerPoint users: Apply the theme named blackboard.thmx to your presentation
Open/Libre Office users: Apply the Master Page you like. (1 p)

Use the image file “erasmusplus.jpg” as a background for the second slide (Czech meeting). Tile the
image as texture. Set background transparency to 70%. (0,5 p)

Insert an action button next to your school name. Set the button to act as a hyperlink to your school
slide. (1 p)

Go to your school slide and insert a shape (preferably a red heart), make the shape a hyperlink to the
second slide (Czech meeting). (1 p)

For all the slides of the presentation

e Set title-box line colour: dark green, width: (0,5p)

e Set title-box fill solid with the custom colour: Red:255, Green:255, Blue:204 (0,5
p)

e Set title-box font’s colour black (0,5 p)

e PowerPoint users: Use as a first-level bullet symbol and as a second level bullet.
(1p)

e Open/Libre Office users: Use (blue triangle) as a first-level bullet symbol and (yellow star) as
a second level bullet.

Change your school slide layout to title-only. Write your school's name as a title (Latin characters) with
loose character spacing. (1,5 p)

Resize all school photographs so that their height is approximately 10 cm. (1 p)
Format all school photographs:

e Position school photographs 6cm from Top Left Corner (or 6cm vertical for Open/Libre
Office users) (1p)
e Apply a different style to every school photograph (frame, colour...) (0,5 p)

Resize and move all school logos, so that they lay below the title, at the left side of each slide.
(1p)

Insert a text-content slide after your school slide. Write the name of your home town in the title-box.
(1p)
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In Content-box write your favourite music genre and your favourite band or artist using first and
second level bullets. (0,5 p)

e.g. for Powerpoint users:

< Jazz
o Django Reinhardt

15. Go to the second slide.

e Change the title text (“Czech meeting”) to dark red and school names (“Mendelova....Meliki”)
to black. (0,5p)
e Convert the school name list into a numbered list. (0,5p)

16. Insert a slide at the end of the presentation. Copy the table shown below, using similar formation. Add
“How many students?” as a title. (1,5 p)

School Name Students

Mendelova stredni skola 1000
Zespot Szkot Technicznych i Placéwek im. St. Staszica 1600
Agrupamento de Escolas Dr. Serafim Leite 1200
Meliki Lyceum 207
Privatna jezicna gimnazija Pitagora 60
17. Insert a new slide at the end of the presentation.
e Create a pie graph. Make sure that school names are fully visible. (1p)
e Show data labels as percentage outside the pie. (0,5 p)

18. Insert an empty slide at the end of the presentation and add a shape you like. (1 p)
Write “Thank you for your attention” on the shape you added. Colour the text. (1 p)

19. Add a red star below the shape-text and group all objects. (1 p)

20. Hide the slide named “References”. (1p)

21. Insert

e slide number at the bottom right corner of every slide. (1p)
e The phrase “March 2016” at the bottom center of every slide. (0,5 p)

22. At your school slide add animation

e Text: Entrance animation (0,5p)
e School Logo: Emphasis animation (0,5 p)
e School photograph: Entrance animation (0,5 p)

Set the animations to start automatically and display sequentially as mentioned above (first the text,
then the logo and last the photograph). (1p)
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23. Insert a comment with your favourite subject (e.g. Computer Science) in the first slide.
(0.5 p)

24. Select the effect you want to apply as a slide transition. Set the same effect for all slides. (1 p)

25. Make sure that each slide follows the previous one automatically after 5 seconds.
(0,5p)

26. Insert the mp3 file named syrtaki into the presentation so that it would play during the whole
presentation. (1 p)

27. Save the changes you have made. (0,5 p)

Example 3

1. Following the instructions, create the next presentation based on texts and images from your candidate
drive. Save the document as Types of network wires.

SLIDE 1

Rectangular form (0,5p)

Colour: Blue sky (#729FCF - Red 114; Green 159; Blue 207) (0,5 p)
Background

Width: page (0,5 p)

Height: 18.2 cm (0,5 p))

Horizontally centred (0,5p)
Image Letsdoit

Keep dimensions, 10 cm high (0,5 b)

Creation (free style) (0,5b)
Fontwork Horizontally centred (0,5b)

Keep dimensions, 3 cm high (0,5b)

Width: 3 cm (0,25 b)
Images flag_xx

Height: 2 cm (0,25 b)

Width: 7.3 cm (0,25 b)
Image Erasmus+

Height: 2 cm (0,25 b)

POINTS 5,5
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SLIDE 2

Rectangular form (0,5 b)

Colour: Blue sky (#729FCF - Red 114; Green 159; Blue 207) (0,5b)
Background header

Width: page (0,5 b)

Height: 3.5 cm (0,5 b)
Title Arial size 44 and bold type (0,5b)
Image Let's do it Keep dimensions, 3 cm high (0,5b)

Arial size 26 (0,5b)
Descriptive text Justified text (0,5b)

Framework text centred to the page (0,5 b)

Keep dimensions, 4.2 cm high (0,5 D)
Ethemet BNC. Border: 1.5 (0,5 b)
Opticalfiber Colour: Blue sky1 (#729FCF - Red 114; Green 159; Blue 207)

Link each one to slides 3 - 4 - 5 respectively (0,5 b)
Legend images Arial size 32 (0,5 b)

Rectangular form (0,5 b)
Background footer Colour: Blue sky1 (#729FCF - Red 114; Green 159; Blue 207) (0,5 b)

Width: page (0,5 b)

Height: 1,5 cm (0,5 b)
Footer images Keep dimensions, 1 cm high (0,5 b)

POINTS 9
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The local network equipment communicate with each other
components with physical connection. This connection can be
made through wireless or wired system.

Focusing on wired networks, nowadays we can use different
types of connections. We will explain the following:

hﬁﬁ\\h 7

v e B !
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Twisted pair Coaxial Optical fiber

SLIDE 3
Title Arial size 44 and bold type (0,25 b)
Arial size 20 (0,25 b)
Descriptive text Justified text (0,25 b)
Framework right alignment (0,25 b)
Keep dimensions, 8 cm high (0,5b)
Image Ethernet
Link to https://en.wikipedia.org/wiki/Twisted_pair (0,5b)
Text (0,5b)
(0,25 b)
Summary table First row: Black background colour (0,25 b)
First row: uppercase and white colour (0,25 b)
Paragraph: bullets (0,5b)
Creation with the text “Go back”: (0,25 b)
Size: 3 cm width and 1.2 cm high (0,5b)
Arrow autoform Black border colour (0,25 b)
Arial size 14 and white colour (0,25 b)
Link to slide 2
POINTS 5
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Twisted pair cable is a type of
connection used in local networks. It
consists of four pair of twisted wires to
avoid interferences.

It was invented by Alexander Graham

Bell in 1881, and today it is the most

used system in home internet
9 connections.

N Depending on the quality of the cable
and components can reach speeds up
to 1000 Mb/s.

ADVANTAGE DISADVANTAGES

. Cheap . It does notsupportlarge distances

. Easytoinstall . Connectors can be attachedto the cable
once

. Alot of online manuals

SLIDE 4
Title Text (0,25 b)
Descriptive text Text (0,5 b)
Keep dimensions, 8 cm high (0,5b)
Image “BNC”:
Link to https://en.wikipedia.org/wiki/Coaxial_cable (0,5b)
Image Opticalfiber: free style (0,5b)
Descriptive text: free style (0,5b)
Arrow autoform: free style (0,5b)
Everyone start automatically (0,5b)
Animations
Display order:
1st.:Text
2nd.: Autoform (0,5b)
3rd.:Image
Summary table Text (0,5b)
Arrow autoform Link to slide 2 (0,25 b)

POINTS 6
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ADVANTAGES

. Cheap
. It transmits vaice and data simultaneosly

« Easytoinstall, without specialtoals

The coaxial cable was invented around
1930. It is a cable used to carry high

frequency electrical signals. It consist
of two concentric conductors separated
by an insulator.

It supports a bandwidth of about 300
Mb/s, although this can be reduced if
we share the connection with other
senvices like television..

Installation 15 relatively simple and
economical, but some specific devices
for many computers are expensive.

DISADVAMTAGES
. Thickerthantwisted pairand optical fiber
« 3ome specificiterns are expensive

« Usuallydontusedin home networks

L - || =
SLIDE 5

Title Text (0,25 b)

Descriptive text Text (0,5 D)

Keep dimensions, 8 cm high (0,5 b)

Image Opticalfiber

Link to https://en.wikipedia.org/wiki/Optical_fiber (0,5b)
Summary table Text (0,5 b)

Numbered list (0,5 b)
Arrow autoform Link to slide 2 (0,25 b)

Slide 5 (only) : free choice (0,5b)
Transition effect

Time: 4 seconds (0,5b)
Comment to Slide 5: free text (0,5b)

POINTS 4,5
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OPTICAL FIBER Q

__ The egyptians were already using this
-~ : ' technology used by optical fiber with
. = %
mirrors, we started to use in

= communications in the 70s.
' ™ Its speed can reach 100 Gbrs,
although its price is expensive
because of the installation difficulties. It

is seldom recommended for domestic
use.

The installation consists of two cables,
one used for sending and another for

receiving information.
ADVANTAGES DISADVANTAGES

1) High speeds 1)Expensive

2) It allows great distances Z)Pifflicult to install and it needs expensive
ools

BK Goback ] 5[] S

Example 4
1. Open the presentation application you prefer.

2. Set the size of a slide to a standard of (4:3). (0,5 p)
3. Save the document as ‘identification number’

4. Slides' templates

e Gradient fill (from white to blue-gray) - linear type (0,5 p)
e The direction of gradient: from left top side to bottom right side (0,5p)
e Place field 'slidenumber' placed directly over the date field (0,5 p)
e Field size of 'slide number' and 'date’ fields: height: 1 cm,

width: 3 cm (1 p)
e Date field and the slide number field aligned to the left margin

according the slide (2 p)
e Field footer align to the right margin (0,5 p)
e Insert Erasmus logo size: 2. cm, 7 cm (1 p)
o Set logo symmetrically between fields: date field and footer (1 p)
e Delete white background form the logo (2 p)
e Footer font colour: yellow (0,5 p)

5. Slide title
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Size of field : 3,6 cm x 13 cm (1 p)
Font: 48, bold and dark red color. (1,5p)
Change bullet points style for the first level to arrows

leave the rest as they are (0,5 p)

Title

~First level
* Second level
* Third level
* Fourth level
* Fifthlevel

-Erasmu5+ 7 2 s

Sy =

6. Slide 1 (Empty slide)

Title
e Type the title “Spain” (use WordArt / Fontwork) (0,5 p)
® Apply the transformation (wave ) (0,5 p)
e Font colour: green (0,5p)
® Apply a text shadow: 10 pts. (0.16 cm), colour: blue (1p)
Subtitle

® Type the subtitle “Where did we come from?” (0,5 p)
e Apply any entrance animations (1 p)
e Font: Arial, 24, Bold, dark red (1,5 p)
® Insert the logo “let’s do it” aligned to the bottom centre of

the slide, size: 5,5 x 10 cm (1,5 p)

Slides from 2 to 6 (according to the pattern)

Insert your identification number in the footer (0,5p)
Insert slide number not the date (0,5 p)
The title of the slide - type (name of country, data in the file
with the text: data.txt) (1 p)
Title of slide: 3.6 to 13 cm (0,5 p)
e Title font size: 48 (0,5 p)
e Insert the flag into the flag field (1p)
e Set flag field: aligned to the right margin, size of 2.5 to 4 cm (1 p)
e Insert an image of a map with marked route to the picture field (1p)
e Type in the text field (file with the text: data.txt) (1p)
e Insert any transition between all slides with timing 2 seconds automatically (2 p)
7. Silde 2
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e Insert action button (any shape) in the upper right corner and then insert hyperlink to the first
slide. (1p)

Title of slide

> Tt front e Picture of map

xxxxx

8. Save this file as ‘identification number’ and upload it from your computer to ICT Competitions Erasmus
+/ ICT Competition 06.10.16 / Presentation competition exercise 06.10.16 and close the presentation
application.

Example 5
1. Open the presentation Presentation_base.pptx (Office) or the presentation Presentation _base.odp
(OpenOffice or LibreOffice), save it with your first and last name. Do not forget to save frequently.

2. In the first slide format:

e Background colour green

(0,5p)
® Text colour white (0,5 p)
e Line colour white, width
(1p) e

Countries Game

3. The applied format must not
appear in the title slide

46



Erasmus+

In the global model of slides insert:
Rectangle with a transparent without limit background (1 p)
Rectangle adjusted to the size of the text (0,5 p)
Font Arial, bold, size 16, light grey colour in ”Let’s do” (0,5 p)
Font Arial, bold, size 16, red colour in ”IT” (0,5 p)
Rotate the rectangle 902 to the left (0,5 p)
Format the image logo.png with 1,5cm height and 2,71cm width (0,5 p)
Rotate image 902 to the left (0,5 p)
Group the elements (0,5 p)
Positioning vertical and horizontal (0,5 p)
Green line, width 30cm and height 0,5cm (0,5 p)
Positioning vertical and horizontal (0,5 p)

Where can you find
this monument?

Croatia

Czech Republic

ICToul

Let's do IT
4 ?"Q'

=

Poland

Portugal

4. |Inslide 5 insert in the right place the image of Spain.jpg. (2 p)
5. After slide 13

® Reuse the slides and insert 3 slides from the presentation support.ppx or support.odp (2 p)
e Keep the original format (1 p)

Where can you find
this monument?

Let's doIT
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6. Inslides 2,5, 8, 14 and 17 distribute vertically the space between the shape (3 p)

7. Intheslides 3,6,9,12,15and 18 (2 p)

Right answer — Partenon - Greece
e Insert symbol v/

o Format with * The temple on
) ) the Acropolis of Athens, known
e Symbol with light grey colour as the Parthenon, was built
. between 447 and 432 BCE in the
® size 265

Let'sdoIT
e |

Age of Pericles, and it was
dedicated to the city’s patron
deity Athena.

e bold

8. Inslides4,7,10,13,16 and 19 (2 p)

Insert letter X m

Format ”X” with

font arial

bold

uppercase

red colour

size 289

horizontal alighnment in the centre

9. Insert aslide at the end, position 20

Table (1 p)
e Lines spaced uniformely

o second column with a smaller size than the rest
o Text font Arial

Self-assessment

Number of correct answers Appreciation

Between 3 and 4 correct answers C

Lat s do IT

i

6 correct answers A [ *°)
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Lines spaced uniformely

second column with a smaller size than the rest
Text font Arial

size 22

vertical alignment in the centre

1t line: (1p)
e background colour green
e two columns
e letter colour white
e bold
2" to 5 line: (1p)
e background colour dark and light colour alternately
e letter colour black
3" column: in the lines 2 to 5: (1p)
e contain the shapes smiley,
e aligned to the left
e colour
e mouth shape

10. Copy the action botton presented in slide 13 to slides 18 and 19.
Update the hyperlink in slides 18 and 19 so that, in both, when we click at the action button it moves to
slide 20. (2 p)

11. Save your presentation with a slide per page in pdf (1 p)
with the name First_Lastname_Game.pdf.em pdf (1 p)

12. Change the model of the handouts so that it appears:

e The present date (1 p)
e Page number (1 p)
13. Save the presentation in handouts in pdf with the name First_lastname_handout.pdf.

Example 6
1. Create a template :

e Create a new document of presentation application in your folder and name it Template.
(0,5p)
Work with Slide Master:

e backround - pictureMountains (0,5 p)
o for titles on all slides:
- afilling of text box — any texture of your choice (0,5 p)

- font Lucida Handwriting, size 44, red, bolt (0,5 p)
- align centre text in text box (0,5p)

e save this document as Template of aplication PowerPoint (Template.potx) or ODF presentation
template (Template.otp) (0,5p)

o close the template.
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Rename the document Beskydy.pptx which is in PowerPoint file, to identificationnumber.pptx, open
it and work with it.

Use your created template Template.potx or Template.otp to highlight presentations. (1 p)

Slides 1 — 3 (6,5pt):

e change all slide layouts to Content with title (LO and 2 contents) (1 p)

e check your spelling (skip proposed options) (1p)

e resize images to 80% of original size (final sizes: hight x width: 15t 15,25x11,44, 2"414,52x21,68,
39 15,23x8,58) (1p)

e align all the images on a slide to the right and down (1p)

e from a document Sources.docx copy all texts belonging to individual slides (1 p)

e inthese texts, set the font to Arial Black, size 22, centered (1 p)

o for all text boxes, ensure that the text fit into them, without changing the text size (0,5 p)

Radhost

According to rumors, on
the Radhost since time
immemorial there was a
seat of the Slavic god
Radegast - God of sun,
war and victory. Our
ancestors had respect for
him. By far they came to
him to bring him gifts -
cattle, some crops and
animals, which they
catched.

The Chapel is the highest
temple in the Czech

Republic.
Lysa hora Radhost Javornik
Title slide: —
At the beginning of the presentation, insert a new slide with layout Title slide. (0,5p)
e add the title: Beskydy mountains (0,5 p)
e set the backround for this slide — use image Panorama.jpg (0,5 p)
e the size of the field with the title— 3x25 cm (0,5p)
e delete the text box with the subtitle (0,5 p)
e put arrows according to the model - red filling, text size 40 and white (1,5p)

e adjust that after clicking on the arrow the presentation goes to that slide (1,5 p)

Work with pictures :

At the end of the presentation insert a new slide with layout Only title. Title: The pictures. (0,25 p)
e insert all pictures from folder Pictures (0,25 p)
e crop the black borders on images (1p)
e resize images so that look similar to the model (aspect ratio) (0,5 p)
e put pictures according to the model (pay attention to layering and position of images) (0,5 p)
e set transparency of images 80% (1 p)

group all pictures (1p)
e set the size of the resulting grouped image to 15x19 cm (0,5 p)
e insert a comment: The pictures of Beskydy (0,5 p)
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7. Animation and transition

e startup slide
o animate only text of title

i. animation —Bounce (1p)
ii. duration 2s (1p)
o animate the arrows
i. animation Fly in, direction from left (1 p)
ii. delay 1s and duration 3s, start after previous (1 p)
e slide Radhost:
o set any emphasis animation to image (1p)
o delay 2s and 2s duration (1 p)

e for whole presentation set any transition of all slides with the transition to the next slide in 5
seconds. (1,5 p)

8. Inthe middle of the footer enter your candidate number. (1 p)

9. Save your changes, make sure that you have saved both files (pptx and potx)in the folder.

Example 7

1. Copy the folder PowerPoint and rename it to School Competition. In that folder you will find all
materials necessary for creating and modifying presentation.

2. Save and name presentation (“name_lastname”)

3. Copy slide from the presentation file “Spain — UNESCO heritage” into your presentation as the second
slide (1p)

4. Rotate the picture on this slide vertically. Close the “Spain — UNESCO heritage” presentation and
continue working with your presentation (2 p)

5. Move the last slide between third and fourth slide. (1 p)

6. Make these changes on whole text inside the presentation except the first slide:

e Font size: 20, font theme: Times New Roman (1 p)
51



10.

11.

12.

13.

14.

\.J

Frasmus+ SO

INTERNA]
compeT ICTionsp

Make these changes:

e For all titles set shape fill with dark green colour (0,5 p)

e Fortitlesin all slides set white font colour and bold text (0,5 p)

e Change background colour for all slides to blue colour (1 p)
Insert new slide layout Only title at the beginning of the presentation:

e Intitle write “UNESCO” (1p)
e Set background format for this slide — use the picture of UNESCO in your folder (1 p)
e Select title and create a hyperlink to the following web site (http://en.unesco.org/) (1 p)
On the slide “More UNESCO heritage sites” set bullets according the sample (second level — star bullets

icon) and change the font size to 24. (2 p)

* Spain

«»Historic Centre of Cérdoba

* Portugal
«»Cultural Landscape of Sintra

* Czech republic
<*Historic Centre of Prague

. Croatid
< Plitvice lakes

* Poland
<+Historic Centre of Krakow

* Greece
<»Acropolis, Athens

On the same slide as in previous task:

e Select text in the body of the slide and insert it in the text box (1p)
e Group text box and image (1 p)
e Set the final size of the image, width 24 cm. (1 p)
Insert the footer on each slide title, in footer write your country and select date and time to

automatically update and to apply to all slides in presentation. (2 p)

Insert an arrow on the first slide and set it so that after clicking on the arrow the presentation can

move to the slide with your country. (2 p)
Create any animation of only the title on the slide with your country (1p)
e Change duration of animation to 4 seconds (1p)

Insert slide layout Empty at the end of the presentation and create draw objects according the pattern:

e For the first box use choose “line” in format — styles options (1 p)
e For the second box use text box, text blue, font size 200, font theme “Arial narrow” (0,5 p)
e For the third box use inside the styles, rectangle shape (0,5 p)
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Slika 1 Final look
15. Group draw objects. (1p)
e Setany animation (1 p)
e Chosen animations should last till the end of the slide (1p)

16. Apply any slide transition of single slides (1 p)

e Set transition to the next slide after 5 seconds for the whole presentation. (1 p)
17. Insert music from your candidate drive into the presentation in the first slide: (1 p)

e Music should start automatically playing in background so it would play during the whole

presentation (1p)
Example 8
SLIDE 1

Slide Size Standart (4:3) (1p)
Layout Title only (0.5 p)
Background Image Letsdoit (set background image on all slides with all offsets on (1p)

0%)

Position: 0.5p)

Image “Title Vertically centred

Horizontally centred

Framework text: Centred under the title 0.5 p)

Descriptive text |AR CENA size 32 0,5 p)
Centred text 0.5 p)
Flip horizontally (0,5 p)
Size:10% of original size 0,5 p)
Position: Align Right/ Bottom (0,5 p)

Image Line: 0'8 or 0,75 pt, red 0.5

“Erasmus+" ine: or 0,75 pt, re (0,5 p)
Shadow: (1.5p)

Angle: 45°

Distance: 2 pt
Salmon colour/ Rose RGB (240,103,103)

POINTS
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SLIDE 2
AR JULIAN size 44 and shadow (1 p)
Spacing 10 pt 0,5p)
Colour of filling: light blue 0,5p)
Title text
Indentation before text 0'8 cm 0,5p)
Framework text:
Colour blue (0,5 p)
Courier New size 16, bold (0,5 p)
Justified text (0,5 p)
Descriptive text
Framework text:
Position: Text Box Centred under the title (0,5 p)
Size: Ebook 25% of original (025p)*2
Space suit 47% of original
I
"mages i Border: 1’5, colour Blue (0,25 p) * 2
ebook - space suit
Position: (025p)*2
Follow the pattern of the image shown on the left
Legend of images Malgun Gothic size 32 (025p) *2
Bold, shadow and red (025p) *2
Position: (025 p) * 2
Follow the pattern of the image shown on the left
Image “Erasmus+" "Same as Slide 1 (0,5 p)

POINTS
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.\ INTRODUCTION

the ﬁe
thers

E-EFBSQTUS‘
SLIDE 3
Title text Same as Slide 2 (0,5 p)
Same as Slide 2 (0,5 p)
Descriptive text Position: 0,5 p)
Text Box Centred under the title
Shadow 315°, 4 pt, Gray (0,5 p)
Position: (0,5 p)
Image “ebook” Right Aligment under the descriptive text
Link to (1p)
https://en.wikipedia.org/wiki/%C3%81ngela_Ruiz_Robles
Title: Courier New size 20
Bold and shadow (1,5 p)
Justified right
Paragraph:
Gadugi size 18
Shadow 2 p)
Justified left
Text summary Indentation before text 0'4 cm
Bullets:
Arrow (1.5 p)
Colour Black
Relative size 100%
Position: (0,25 p)

On the left of the image
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Image “Erasmus+"

Same as Slide 2

(0,25 p)

POINTS

ba

| nowadays considéred the precursor BF
salled it mechanical lopedia &
e ) the constructien “a protot
Liona Sam of‘&ci.’{:c g d Techng

> lntei}c‘ti ity
-2 Lightenthie

- High cost - 600 €

LET'S DO

o DISADVANTAGE

' - Erasmus+

SLIDE 4

Title text Same as Slide 2 (0,25 p)
Descriptive text Same as Slide 3 (0,25 p)

Same as Slide 3 (0,25 p)
Image “space suit” | Add Fade animation to picture

With delay 2 seconds i
Text summary Same as Slide 3 (0,25 p)
Image “Erasmus+" |Same as Slide 2 (0,25 p)

Set Image Erasmus + as Trigger to Fade animation to image space suit| (1,5 p)
Transition Set a transition of your choice to all slides with duration of one (1,25 p)

second

POINTS
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Ceska verze

Textovy editor
Priklad & 1

1.

2
3
4
5.
6
7
8
9

Oteviete textovy editor a oteviete soubor s ndzvem cars.docx ze slozky Candidate Drive na plose.

UloZte dokument jako carsl.docx do vasi slozky Candidate.

Vycentrujte text na strance 1 od ,A car or...”“ az po ,,...parts of the world“.

Oznacte cely text a zménte format pisma na Times New Roman.

Oznacte cely text na strance a zménite velikost pisma na 14.

Podtrhnéte dvojité nadpis Cars a zmérite na velké tiskaci pismo.

Zménte velikost nadpisu ,Cars...” na velikost 24 a ulozte dokument.

Pod nadpis Cars vlozte vlevo pole se zobrazenim data a zménite velikost pisma na 14.
Nahradte kazdé slovo ,weeler” v textu slovem , vehicle”.

Najdéte slova ,,Ford Motor Company“ a uvedte hypertextovy odkaz

https://en.wikipedia.org/wiki/Ford Motor Company v poznamnce pod ¢arou.

10

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.

. Pouzijte nadpis 1 pro text ,,What kind of fuel does cars use?” a zménte barvu textu na
nachovou/purpurovou.

Ill

Pouzijte Cislovani v odstavci zacinajicim ,diesel” po ,electricity”.

Za prvnim odstavcem vloZte tabulku se 4 fadami a 4 sloupci.

Prvni fadek tabulky vybarvéte Cervené, druhy zelené, treti nachové a ¢tvrty modre.
V prvnim fadku slucte prvni a druhy sloupec.

Pod fadkem vybarvenym nachové vloZte novy radek.

V tabulce ¢ary ohraniéte Zlutou barvou a nastavte Sitku okraja 3 pt.

K tabulce vloZte titulek , Table 1“ pod tabulku.

Zménte horni a dolni okraje dokumentu na 3 cm a uloZte ho.

Pod tabulku 1 vloZte konec stranky.

Pod nadpis ,Modern cars” vytvorte seznam, ktery bude vypadat takto:

4 Mercedes
v Aclass
v" B Class
¥" Cclass

7 Serie 1
» Serie 3
¥ Serie5

58

Na dalsi stranku vloZte nadpis ,Modern cars“, zarovnejte vlevo a vyberte Nadpis 2 ze Styl(.

(1b)
(1b)
(1b)
(1b)
(1b)
(1b)
(1b)
(1b)

(1b)

(1b)
(1b)
(1b)
(1b)
(1b)
(1b)
(1b)
(1b)
(1b)
(1b)
(1b)
(1b)
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22. V odstavci zacinajicim na ,Cars are equipped...” odstrarite odkaz ze slov ,air conditioning”. (1 b)
23. Ve druhém odstavci najdéte a vyberte vétu zacinajici ,,Most cars in use....” a napiste komentar k této
vété (mUZe to byt cokoliv). (1b)

24. V odstavci zacinajicim slovy ,,Cars are equipped...” upravte hypertextovy odkaz

»Electric cars”, aby vas odkazal na https://en.wikipedia.org/wiki/Electric_car. (1b)
25. Na konec a pod druhy odstavec vlozte ze slozky Test obrazek ferrari.jpg. (1 b)
26. Zménte velikost obrazku ferrari.jpg aby byl 9,11 cm vysoky a 6,09 Siroky. (1 b)
27. Zménte styl obrazku ferrari.jpg na jakykoli styl, ktery se vam libi. (1b)
28. Umistéte obrazek ferrari.jpg vhodné na stranku. (1 b)
29. VlozZte vase celé jméno za text Author: do zahlavi dokumentu. (1b)
30. Vlozte automatické Cislovani stranek vpravo dole pro cely dokument a uloZte ho. (1 b)
Priklad ¢. 2

1. Oteviete aplikaci textového editoru a oteviete soubor s nazvem The National

Lottery.docx nebo National Lottery.odt ze svého disku. UloZte dokument s nazvem

Spanish Lottery.docx nebo Spanish Lottery.odt na svij disk. (1b)

2. Upravte okraje dokumentu :
e Levyapravy okraj na2cm. (0,5 b)
e Horni a dolni okraj na 1 cm. (0,5 b)

3. Aplikujte styl Bluearial na nadpis The National Lottery, ktery je umistén v horni ¢3sti
dokumentu. (1 b)
4. Cely odstavec The National Lottery —ohranicte silou (3 b) fialovou barvou nahofte, dole,
vpravo i vlevo. (1b)
5. Vyberte cely text a aplikujte:

e Zarovnani do bloku. (0,5 b)
e Zménit velikost pisma — 10,5 bodu. (0,5 b)
6. Aplikujte na cely text

e Mezery mezi odstavci na 6 bod( za textem (0,2 cm — pro LO) (0,5b)
e Radkovani 1,15 (0,5b)
7. Odstranit konec stranky mezi strdnkami 1 a 2. (1b)
8. Najdéte vSechna slova Loteria Nacional a nahradte je v textu slova National Lottery. (1b)
9. U slovniho spojeni National Lottery vytvoite odkaz na  stranku
http://www.loteriasyapuestas.es/es/loteria-nacional. (1b)
10. Oznacte slovo History:
e Zménte velikost pisma na 14 bod( a fez tuény (0,5b)
e Vytvorte dolni ohraniceni sily 0,5 bodt (0,5 b)
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11. Vyutzijte kopii formatu (odstavce History) na odstavce zacinajici The children of San

lidefonso a Lottery sales since 1975 (dopsat na konec). (1b)
12. Odstavce zacinajici Each week you wait... , A draw that transports... and National

lottery our most... zformatujte do 5 sloupcu Sirky 2,8 cm. (1b)
13. V této sekci najdéte a vyberte vétu, ktera zacind National lottery, our most traditional

game... a napiste libovolny komentaf k této vété. (1b)

14. VloZte obrazek Lottery ticket.jpg:

e Upravte vysku obrazku na 2 cm a Sitku na 3,16 cm. (0,5b)
e Obrdzek umistéte na konec patého sloupce. (0,5 b)
15. VloZte titulek Spanish Lottery Ticket pod obrazek. (1b)

16. Odsadit odstavce zacinajici When every year... The School of San Ildefonso... a The

stamp of the children... na 1 cm pred a za textem. (1b)
17. Ptidejte svétle modré pozadi na tfech odstavcich pod nadpisem The children.. (1b)
18. Vlozte inicialu u odstavce zacinajici Each week you wait..., s témito vlastnostmi:
(0,25 b)
e Font: Arial. (0,25 b)
e Radky: 3. 0'25 b
e Vzdalenost textu: 0,2 cm. (©, )
e Stin. (0,25b)
19. Vytvorte tabulku, kterd bude mit dva sloupce a Sest radkd pod textem Lottery sales
since 1975. (1b)
20. Vlastnosti tabulky:
el va AL N (0,25 b)
e  Vyska radka: 0,6 cm presné. 0.25 b
e Sitka prvniho sloupce: 4 cm. (o, )
e Sitka druhého sloupce: 6 cm. (0,25 b)
e  Tabulku vycentrujte vzhledem ke strance. (0,25 b)
21. Vyplnite tabulku s nasledujicimi udaji:
Year Million euros collected
1975 398,29 €
1980 1.187,64 €
1985 1.933,98 €
1989 2.342,81 €
2014 2.472,00 (1b)
22. Vyberte cely text v tabulce:
e Vycentrujte vodorovné. (0,25 b)
e Vycentrujte svisle. (0,25 b)
e Reztuény. (0,25 b)
e Zménte velikost na 10,5. (0,25 b)
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Dale:
e Modré stinovani u tfetiho fadku tabulky.
e Fialové stinovani u patého radku tabulky.
Zménte barvu pisma na bilou u tfetiho a patého radku tabulky tak, aby byl text viditelny.

V tabulce zmén:

e Barvu ohraniceni na modrou.
e Sitku ¢ary ohraniceni - 2,25 bod0 (2 %).
Vlozte novy radek na konec tabulky a slucte prvni a druhy sloupec.

Do tohoto slou¢eného fadku napiste text Source: National Lottery Agency a upravte:

e Svislé zarovnani na stred.
e Zménte text na velkd pismena.
e Velikost pisma 8 bodu.
K predchozimu textu napisSte do pozndmky pod ¢arou Yearbook 1990 El Pais p.292.

ISBN 84-86459-29-X.

Upravte zdhlavi dokumentu:

e Vpravo zobrazte dnesni datum.

e Zménte font na Calibri

e Velikost pisma 9 bodu.

e Horni a dolni ohraniceni ¢erné barvy.

Na zavér upravte zahlavi dokumentu takto:

e Vlevo pridejte symbol symbol [1(Webdings)

e Vlozte levy tabulator ve vzdalenosti 1 cm a napiste Vase celé jméno.

o Ujistéte se, Ze Vas dokument je upraven (zabird) na jedné strance a ulozte
soubor.

e Znovu uloZte soubor pod ndzvem Spanish Lottery.pdf a zaviete textovy
editor.

Priklad ¢. 3

1.

2.

Otevrete textovy editor a v ném soubor s nazvem “Say hello to overbikes.docx”.

Zménte:
e pravy okraj v dokumentu na 2 cm,

e horni okraj na 3 cm a dolni okraj na 2 cm.
Vyberte cely text v dokumentu a zmérite pismo - font - Times New Roman.
Vyberte cely text na strance a zmérite velikost pisma na 12 bodd.

Zformatujte nadpis, tim Ze zvolite kapitalky a dvojité podtrieni.
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(0,25 b)
(0,25 b)

(0,25 b)
(0,25 b)
(0,25 b)
(0,25 b)
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Zménte velikost pisma nadpisu na 24 bod(, tu¢né a uloZzte dokument.
Nastavte u nadpisu mezery za odstavcem na 18 bodd.

Vyberte zbyvajici text, az po slova "in our skies":
e zarovnejte text na oba okraje (do bloku),

e zménte radkovani na 1,15

Vyberte zbyvajici text, az po slova "in our skies":
e u kaZzdého odstavce nastavte mezery nad a pod 6 bodd,

e odsazeni prvniho fadku nastavte na 1 cm.
Ctvrty odstavec zformatujte do dvou sloupctl s ¢arou mezi sloupci.

U druhého odstavce vloZte inicidlu na dva radky v textu.

. Aplikujte tyto odrazky:

Aerial Cattle mustering

Search and Rescue

Aerial Survey

Wildlife and Parks

Film

Power-line Inspection

Military and Emergency Services

R R

K textu ,,45 mil“ pfidejte poznamku pod c¢arou (72 kph) a plvodni text ,, 72 kph“ vymaZzte.
V tabulce pridejte vpravo novy sloupec pod text ,,Overbikes in future”.

VloZte obrazky imgl, img2 and img3 do novych bunék.

Oznacte celou tabulku a vycentrujte buriky vodorovné i svisle.

V tabulce nastavte odsazeni mezer pred i za na hodnotu O.

Pridejte novy radek na zacatek tabulky a slucte buriky v prvnim radku tabulky.

Pfesunite text ,Overbikes in future” do prvniho fadku tabulky.

VloZte titulek ,Table 1“ pod tabulku.

U tabulky nastavte:

e vnéjsi ¢ara barvy zelenég,
e Sirka ¢ary 2,25 bodu.

Do zahlavi vlozte:

e vlevo své jméno a ptijmeni,
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e vpravo vloZzte aktudlni datum,
e pred své pfijmeni vloZte symbol @,

22. velikost pisma zvolte 9 bodd.

Do zapati dokumentu vloZte Cislo stranky (na stfed) a pridejte horni ohraniceni. (1 b)

23. Pred tabulku vloZte konec stranky. (1b)

24. Dvaradky pod tabulku vioZte hypertextovy odkaz https://youtu.be/aGJrRnm1dIA. (1b)

25. Vlozte vodoznak: (1b)
o text"ICT",

e font Calibri a velikost pisma 90,
e stin35%,
e rozloZeni Sikmo.
26. VloZte novy objekt WordArt pod tabulku “This is a training test!” a provedte nasledujici zmény:
e vyska asitka: 6 cm,
e tvar: kruh,
e barva vyplné ¢ervena,
e barva cary zelen3, (2 b)

27. Vloite text “The end!” pod odkaz. (2 b)

“n

Pozice tabulatoru vlevo bude ve vzddlenosti 10 cm a pfidejte vodici znak tecky “.

28. Ulozte dokument jako Sablonu. (1 b)
Priklad ¢. 4
1. Otevrete dokument Invitation. Tento dokument je neupravena verze pozvanky.

2. Ulozte tento dokument ve tvaru s Vasim identifika¢nim cCislem.

3. Zménte orientaci celého dokumentu na vysku a nastavte okraje: (1b)
nahofe: 3 cm
dole: 2,5cm

vlevo: 2cm
vpravo: 1,5cm

4. Zménte typ pisma v celém dokumentu na Times New Roman, jednoduché radkovani. (1 b)

5. Vytvorte nadpis Pozvanka, pouzijte jakykoli WordArt — pismo Comic Sans, Zluté pozadi, modry stin, tuc¢né,
velikost 40. (1 b)

6. Vlozte tvrdé mezery do data 3. fijna 2016 tak, aby celé datum vzdy zlstalo na jednom fadku. (1 b)

7. Zarovnejte na stfed nadpis Program setkdni a nastavte na néj tento format: velikost pisma 19, tucné,
styl pisma kapitalky, rozsifené mezery o 3 body. (1b)

8. Vloz poznamku pod ¢arou s textem (,,Pfedbézny program*) k slovnimu spojeni ,,Program setkani*.
(1b)
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U odstavce zacinajiciho textem Zveme Vads ... nastavte mezeru pred a za odstavcem na 6 bodu. (1 b)
U stejného odstavce vytvorte inicidlu z prvniho pismene na dva fadky vzdalenou od textu 0,3 cm.(1 b)

Nastavte u odstavcll oznacenych # Cislovani ve tvaru 1., 2. (Cervené a tucné), a u odstavcli oznacenych
& nastavte odrazku ve tvaru © (tuéné). (1 b)

Upravte odsazeni seznamu odstavcl oznacenych # takto: umisténi ¢islovani 0,5 cm od okraje a odsazeni

textu také 0,5 cm. (1 b)
Upravte odsazeni seznamu odstavcl oznacenych & takto: umisténi ¢islovani 1,5 cm od okraje a

odsazeni textu 0,5 cm. (1 b)
Smazte vSechny symboly # a &. (1b)
Do zahlavi dokumentu vloZte vlevo aktualni datum a vpravo cislo stranky. (1b)

Pod ocislovanym programem setkdni (koncici bodem Farewell party) vynechejte fadek a vlozte novy
odstavec s textem Salesians, Joan XXIlI, Alcoi. (1 b)

Zajistéte u slova Alcoi zvySené umisténi o 4 body. (1 b)

Pouzitim tabuldtoru odsadte text Salesians, Joan XXIlI, Alcoi na 15 cm se zarovnanim vpravo. Na dalsi
radek napiste October 2016 se stejnym zarovnanim i odsazenim. (1 b)

Za text October 2016 vlozte konec stranky dalsi (druhou) stranku, na ni napiste slovo Coments.
(1b)

Pod text October 2016 viozte obrazek Logo 1 a Logo 2. Provedte slouceni obou obrazk(i a upravte velikost
na 1,2 x 7 cm presné. Obrazek zarovnejte vpravo. (2 b)

Zkopirujte format textu Meeting programme na text Comments na druhé strané dokumentu.(1 b)
Pod text Coments napiste s odrazkami: (1 b)
e hotel web site

e school web site

Vytvorte hypertextové odkazy : (2 b)
e hotel web site => http://www.hotelreconquista.es

e school web site => http://alcoyjuanxxiii.salesianos.edu

Zkopirujte slouceny obrdzek pod text school web site, oddélte jej opét na dva obrazky. (1b)

Na tyto oba obrazky pouZijte ohrani¢eni — jednoduchou ¢arou tloustky (2 b), vlozte stin vpravo dole,
barva stinu vlastni — red 240, green 70, blue 90. (2 b)

Na konci dokumentu vytvorte tabulku: (2 b)
- fadka 4, sloupct 8
- sloucit buriky podle vzoru
- vnéjsi ohraniceni dvojita ¢ervena ¢ara tloustky 1.5 bod
- vnitfni ohraniceni jednoducha ¢ara tloustky 0.75 bodu
- stinovani prvniho fadku vlastni — cervena

- text zarovnat na stred
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Boys 1 2 3 4 2 1 13

Girls 3 2 1 0 2 3 11
27. Ve sloupci Total vypoctéte sumu pomoci Vzorce. (1 b)
28. Ulozte tento soubor v PDF formatu pod svym jménem. (1 b)

29. Zavrete oba soubory a zkontrolujte, Ze ve Vasi sloZce jsou oba soubory (text editor i PDF).

Priklad ¢. 5
Ukoly Body
1. Otevrete aplikaci pro zpracovani textu a oteviete soubor s nazvem
Alan_Turing_source.docx nebo Alan_Turing_source.odt ze slozky Candidate.

UloZte dokument pomoci vaseho Cisla jako nazev souboru. Nezapomernte
soubor pravidelné ukladat.

2. Nastaveni okrajll nahote: 2,5 dole: 2,5 vlevo: 3, vpravo: 3. (1b)

3. Editovat nadpis:

e styl "Nadpisl" a (0,5 b)
e Zarovnani na stfed, velikost pisma 20. (0,5 b)
4. Vedle nadpisu VloZte obrazek, ktery najdete v souboru turing.jpg (1b)

5. Upravit obrazek tak, aby

e Tak aby ukazoval jen Turingovu tvar, bez grafiky kolem. (0,5 b)
e Zménte velikost obrazku na 3,5 cm na vysku, zachovejte pomér (0,5b)
stran.
6. Zarovnejte obrazek na okraj, zarovnat doprava. (1b)
7. Vyberte text "Home Address ... British" a rozdélte ho do dvou sloupc(, s éarou (1b)
mezi nimi.
8. Pro sloupce poutzijte jako barvu Svétle Zlutou nebo Eervenou: 249, zelenou: 248, (1b)
modrou: 204 .

9. Nadpisy: EDUCATION AND QUALIFICATIONS, WORK EXPERIENCE, ACTIVITIES AND
INTERESTS and ADDITIONAL INFORMATION

e PoufZijte ohrani¢eni na odstavec. (0,5 b)
e Tucné pismo. (0,5b)

65



Erasmus+

10

11.

12.

13.

14.

15.

16

17.

18.

19.
20.

21.
22.

. Pro odstavec " Subjects include...to a 2:1" :

e Pouzijte zarovnani doleva.
e Zmeénte velikost pisma na 10, 5pt.

VloZte odrazky (dle vaseho vybéru) k bodlim "Sherborne... German":
e "Sherborne college..." — prvni Uroven odrazek, ""A"levels..." —
druhd droven odrazek.
e "St.John's..." — prvni Uroven odrazek, "8 GCSE..." — druhd droven
odrazek.

Pro text "Sherborne... 2011" pouZijte:

e Rozsifené mezery 0 0, 7 pt.
e Stinovy efekt.

Odsadte odstavec zacinajici " My project ... research skills. " 0 0,5 cm vlevo a
0,5 cm vpravo.

e Vyska 1, 5cm, Sitka 5cm

e Sedy obrys, 3body

e Vyplite pfechodem typu, které se vam libi, svétle Sedé a bilé
barvy.

e Do textového pole napiste vétu: " Know thyself "', pomoci Arial,
velikosti 20 pt a vyrovnejte jej do stfedu pole.

e Zarovnejte pole doll a na stfed druhé stranky.

Na vétu: " Work Experience "Vlozte poznamku pod ¢arou "2016".

. Vyberte text " Tourist Information... cashing up " a nastavte odsazeni odstavce
6 b pred a 6b za.

Vyberte text University of Kent, na po¢atku sekci EDUCATION AND
QUALIFICATIONS, vlozte hypertextovy odkaz: https://www.kent.ac.uk/

V sekci ACTIVITIES AND INTERESTS nahradte odrazky seznamem ¢isel.

Seradte (abecedné) odstavec " secretary of ... sci-fi novels ", a to vzestupné.

VloZte obrazek logo.png pod text ADDITIONAL INFORMATION:

e Zarovnejte obrazek doleva
e Zménte velikost obrazku tak, aby byl 2,5 cm na vysku a 4,5 cm na
Sirku.
o Naformatujte obrazek tak, aby ndasledujici text " Computing skills
... license " leZel vedle obrazku
Vyberte text " Computing Skills:..XML ". Nastavte mezeru mezi fadky - 16pt

Pod text "REFERENCES...request " vytvorte tabulku s péti radky a ¢tyfmi sloupci
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Na konci textu (2. strana) vloZte jedno textové pole. PouZijte nasledujici editaci:
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(0,5 b)
(0,5 b)

(0,5b)

(0,5b)

(0,5 b)
(0,5 b)

(0,5 b)
(0,5 b)

(1b)
(0,5 b)

(0,5 b)
(0,5 b)
(0,5 b)

(1b)

(1b)

(1b)

(1b)

(1b)

(0,5b)
(0,5b)
(1b)

(1b)
(1b)
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23. Naformatujte tabulku tak, aby vypadala jako v nasledujici tabulce, pouzijte

stejné editace: (0,5 b)
e Orientace textu (0,5 b)
e Styl pisma
VI pIse (0,5 b)
e Zarovnani
e Styl ohraniceni (0,5b)
e 1.a3.sloupec1,25cm (0,5b)
e 2.a4. sloupec2,5cm (0,5b)
lava Linux
=]
= Haskell Windows 7
Ex
;E Python 8
(]
; Modula3
o
lava
24. Vlozte aktudlni datum v zdhlavi (den-mésic-rok). Nastavte zahlavi tak, aby se (1 b)

data zobrazila pouze na prvni strance.

25.V zapati vloZte Cislo stranky, zarovnané doprava. (1 b)
26. Vlozte jméno: Turing jako vodoznak. Pismo: Arial, barva: Seda, orientace: (1 b)
diagonalni.

27. UloZte soubor jako MyCV.pdf a zaviete aplikaci pro zpracovani textu.

Priklad ¢. 6

1. Spust si textovy editor a otevfi soubor s nazem “lake.docx” ze slozky Candidate Drive umisténé na plose.
UloZ document pod nazvem “learning about lake.docx” do slozky Candidate Drive. (0,5b)

2. V dokumentu proved nasledujici zmény:

e Vyber veskery text na strance a zmén velikost pisma na 12 (0,5b)

e  Podtrhni nadpis “Lake” dvojitou linkou (0,5b)

e Vsechna pismena mala, kromé pismena na zacatku véty. (0,5b)
3. Zmén

e Pravy okraj dokumentu na 1.5 cm; (0,5b)

e Horni okrajna3cm (0,5b)

e Dolni okrajna 2.5 cm; (0,5b)

e Levyokrajna2cm. (0,5b)
4. Zmén typ pisma v celém dokumentu na:

e Times New Roman (0,5b)

e Radkovani jednoduché (0,5 b)
5. Pod nadpisem napis ,/ love lakes“:

e pouzij jakoukoli Upravu z WordArt (0,5b)

e tucny text (0,5b)

e modré pozadi (0,5b)
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e zarovnani na stred (0,5b)
e odrazky tvaru Ctverecku (0,5b)

Nad nadpis ,natural lakes” vloz obrdzek ze zdrojového souboru na svém disku a:

e Pouzij zarovnani na stred (0,5 b)

e Nastav velikost obrazku na vysku 4 cm a Sitku 6 cm (0,5b)
Vyber nadpisy ,Natural lakes”, “Artificial lakes” a poutzij styl Heading 2 (1b)
Zmén styl Heading 2 a nastav u néj:

e Podtrzeni (0,5b)

e velikost pisma na 15 bod (0,5b)

e barvu pisma na jakykoli odstin tmaveé zelené (0,5b)
Pouzij ohraniceni (ze vSech stran) pro nadpisy , Natural lakes”, “Artificial lakes” (0,5b)

Nastav mezeru za odstavcem na hodnotu 18 bod( pro nadpisy “Natural lakes” a “Artificial lakes”

(1b)
Vyber text pod nadpisy “Natural lakes” a “Artificial lakes” a pouzij:
e zarovnani do bloku (0,5 b)
e tadkovani 1,15 (0,5 b)
Vyber nadpisy zminéné v predchozi lUloze a:
e Pouzij specialni pfedstazeni prvniho faku o 1cm (1 b)

U véty zacinajici slovy ,,Finland has...” najdi text ,,5,400 sq ft“ a vloz k tomuto textu pozndmku pod ¢arou,

do které napis text: 1 foot =0.3048 meters (1 b)
V odstavci ,Many lakes are artificial...“ vytvof seznam s odrazkami, definuj novy typ odrdzky podle nize
uvedené ukazky: (1 b)
Y Industrial

Y Agricultural

Y Hydro-electric power generation
) Domestic water supply

Y Aesthetic

) Recreational use

Najdi odstavec ,Finland has...“ a vyber text ,Finland” a vloZ nasledujici hypertextovy odkaz:

e https.//en.wikipedia.org/wiki/Finland (0,5 b)
VloZ do zahlavi aktudlni datum jakéhokoliv typu, a to pouze na prvni stranku. (1 b)
Do zapati vloz Cislo stranky a zarovnej na stred. (1 b)

VloZ textové pole pod nadpis ,Natural lakes” a nastav u textového pole ndsledujici format:
e Cervené ohranicené. (0,5 b)
e Dovnitf textového pole napis tento text ,The West Lake of Hangzhou has inspired romantic
poets throughout the ages, and has been an important influence on garden designs in
China, Japan and Korea.” (0,5b)
e Ve volbé rozloZeni textového pole vyberte obtékani textu “tésné”. (0,5b)

Na konec dokumentu vioZte tabulku s 5 Fadky a 3 sloupci obsahujici nasledujici idaje a v tomto formatu:
(2 b)

68


https://en.wikipedia.org/wiki/Finland

Erasmus+ ‘

A
compeT ICTions p

List of lakes
Narme Country Area
Baikal Russia 1642
Tanganyika Tanzania 1470
Caspian sea Antartika 1000

20. V tabulce vyber text, List of lakes” a pouZij:

e Tucny text. (1 b)
e Zarovnani na stfed. (1b)
e Barva pisma modra. (1b)
e Stinovani tabulky zelenou barvou. (1b)
e Pro ohraniceni tabulky pouzij dvojitou ¢aru tloustky 3 bodu. (1 b)

21. Zformatuj tabulku podle téchto instrukci:

e Protext “Name”, “Country” a “Area”, pouZij zarovnani na stred (0,5b)
e Protext “Name”, “Country” a “Area” pouZij font pisma “kurziva” (0,5b)

22. Pro celou tabulku proved tyto zmény:
e zarovnani textu na stred (0,5b)

23. Vyber tabulku a:
e VloZ popisek pod tabulku s nasledujicim textem , list of lakes by depth (m)“ (1 b)

24. Uloz dokument ve formatu .docx a PDF do své pridélené osobni slozky.

Priklad ¢. 7
1. Otevrete textovy editor a v ném soubor "Nowy Targ", a uloZte jej pod Vasim identifika¢nim ¢islem.
2. Nastavte okraje dokumentu (1b)
e vlevo:2,5cm
e vypravo:2cm
e nahotfeadole:3cm
3. Napiste pred textem v horni ¢asti prvni stranky titul: "Nowy Targ" (1 b)
e pouzijte styl: "Nadpis 1"
o  Tucny styl pisma
4. Poutijte zarovnani do bloku na cely text. (1b)
5. Nastavte pro cely text: (2 b)
e mezera pred odstavcem: 12
e mezera za odstavcem: 7
e tadkovani: 1,5
e odsazeni prvniho fadkunalcm

6. V prvnim odstavci vloZte inicidlu na 2 radky. (1b)
7. Pouzijte styl "Nadpis 2" pro slovo " Chapter ". (1 b)
8. Zménte u stylu "Nadpis 2" (2 b)

e pismo: "Arial Black"
e barva: "modra"
o velikost: 18
e (islovani: fimské Cislice (I, Il, I, IV)
9. Zahlavi upravte tak: (2 b)
e aby vpravo bylo Erasmus + logo
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logo velikost: vyska: 1 cm, Sitka: 3 cm

na sudych strankdch: "vase jméno" zarovndno na levou stranu

na lichych strankach ICT COMPETITION zarovnano na levou stranu

10. V zapati zobrazte na stied Cisla stranek: (1 b)
e (islovani stranek ve formatu " Page X with Y"
11. Ve druhém odstavci (1,5b)

e rozdélte text do ti sloupcl
e sloupce rozdélte na radky
e nastavte mezery mezi sloupci na: 0,75 cm
12. V textu ,in the first chapter” vlozte obrazek ze souboru: rys_1. (2 b)
o velikost obrazku: vyska 6cm a Sitka 9 cm
o vloZte titulek " Figure 1".
e seskupte obrazek s titulkem
13. Pod text “in the third chapter” vloZte obrazek ze souboru: rys_2 (2 b)
e velikost obrdzku: vySka 6 cm a Sitka 9 cm
e vlozte titulek " Figure 2"
e umistéte obrazek k pravému okraji.
14. Do slova " yellow ", v prvni kapitole vlozte poznamku pod ¢arou: " Marking of hiking trails " (2 b)

15. VlozZte novou stranku (c. 3). (1b)
16. Vlozte tabulku ze zdrojovych soubor( do horni ¢asti 3. strany (2 b)
17. Format Tabulky:
e textv prvnim fadku: tuéné (0,5b)
e textv prvnim sloupci: tuéné (0,5b)
e barevnd vypln prvniho fadku a v prvnim sloupci: oranZova (0,5b)

e zbyvajici radky (bez prvni fadku a prvniho sloupec) stfidavé naplrite Zlutou a tmavé Zlutou

(1b)
o vsechny bunky, které jsou ohranic¢ené: tenka cerna cara (0,5 b)
e zarovnejte text ve vSech bunkach: na stfed buriky vertikdlné a horizontalné (1b)
18. Editujte text " Illustration list " pomoci stylu "Nadpis 2" (1b)
19. VloZte seznam obrazka (2 b)
e nepouZivat propojovani
20. Ulozte dokument ve formatu PDF (0,5b)
Priklad ¢. 8
Ukoly Body
Otevrete soubor "ElonMuskSource.docx"
1. Nastavte okraje dokumentu (1 b)
e levy:4cm
e Pravy:6cm
2. Zménte format prvniho fadku dokumentu (dale jen "Elon Musk") na:
e Pismo: velikost 30, barva tmaveé sed3, (2b)

e Mezery pred a za odstavcem: 10 p
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3. Na konec prvniho rfadku vlozte nasledujici poznamku pod ¢arou: “Adapted from
https://www.biography.com/people/elon-musk-20837159”

4. Zménte format nasledujiciho radku (od "Explorer" do "2020":)
e Pismo: velikost 10, kurziva
e Zarovnani doleva
e Prvni fadek - tucné

5. Prejdéte do slozky a vlozte obrazek "Elon_Musk.jpg" na konec prvniho radku
dokumentu a nastavte tento format:
e Zménte velikost obrazku: vyska — 5 cm, zachovejte pomér stran
e Ujistéte se, Ze text je pouze na levé strané obrazku
e Vlozte pod obrazek titulek "Elon Musk, 2015"

6. Najdéte nasledujici vyrazy:
Quick Facts, Synopsis, An Earnest Entrepreneur, Tesla Motors: the rise

A pak nasledovné formatuijte:

e Velkd pismena

e Velikost pisma 20.

e Tucné

e ProloZeni znaku: rozsifenoo 2 b

7. Zménte format textu mezi “I'm very... and first place.” Na:
e Zarovnani na stfed
e Tucné pismo a kurziva

8. Po tomto odstavci vloZte konec stranky.

9. Zménte format textu mezi An Earnest Entrepreneur a Tesla Motors: the rise na:
e Dva sloupce (stejné Siroké)
e Oddélovaci ¢ara mezi sloupci
e Velikost pisma 10
e Barvu textu na tmaveé Sedou (vyberte jednu)

10. Vyberte text pod nadpisem “Quick Facts” z “NAME” do “Cancer”, pfevedte do
tabulky (2 sloupce):

NAME Elon Musk

OCCUPATION Explorer, Inventor, Engineer
BIRTH DATE June 28, 1971 (age 46)
EDUCATION University of Pennsylania,

Stanford, University, Queen's
University, Ontario

PLACE OF BIRTH Pretoria, South Africa
FULL NAME Elon Musk
ZODIAC SIGN Cancer

11. Pfedchozi tabulku naformatujte:
e Text v prvnim sloupci: tu¢né pismo, zarovnani doprava, tmavé Sedé
e Vymazte vnéjsi ohrani¢eni — nechejte vSechny vnitfni ohraniceni
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(2 b)

(2 b)

(2 b)

(1,5 b)

(1b)

(2 b)

(2 b)

(1,5b)


https://www.biography.com/people/elon-musk-20837159
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12. Vlozte kapitdlku (na 5 fadkd) do prvniho znaku odstavce pod “An Earnest
Entrepreneur”.

13. Vyberte text z “Also in 1999...” do “renewable and clean energy sources.” a zménte

format:
[ ]

text do bloku
dvojité radkovani

14. Vyhledejte slovo “paypal” a ke kazdému slovu pfidejte odkaz
https://www.PayPal.com

15. Na konci dokumentu, zadejte nasledujici text a formatujte Cisla podle:

PN~

Early life

Early childhood
Education

Career

4.1.Zip2

4.2. X.com and PayPal
4.3. SpaceX

4.4 Tesla

4.5. SolarCity

4.7.0OpenAl

4.8. Neuralink

Personal life

5.1. Opinions

5.2. Philanthropy Family

16. Vlozte zahlavi:

17. Do zapati

Croatia, Split, [aktualni datum]
Ujistéte se, Ze je pouZito zarovnani do leva a zahlavi neni pouZito na
prvni strance.

vloZte automatické Cislovani stranek se zarovanim doprava.

18. UloZte dokument do vasi slozky a exportujte do PDF .
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(2b)

(2 b)
(2b)

(1b)

(2 b)

(2 b)

(0,5b)
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Tabulkovy procesor
Priklad & 1

1.
2.

10.
11.

12.
13.

14.

15.

16.

17.

Oteviete soubor computers.xlsx. UloZte sesit do stejné slozky a nazvéte jej sales.xlIsx.

Pokracujte v Upravach souboru sales.xlsx. Zkopirujte list DATA az do konce stranky a

zménte jeho nazev na BAZAAR. UloZte sesit. Pokracujte v praci na listu BAZAAR. (0,5b)
Nad prvni radek vloZte novy fadek o velikosti 40 bodl (1,7 cm) (0,5 b)
Slucte buriky C1 - G1 a napiSte titulek: "Sales of Laptops". Vycentrujte text, nastavte
velikost pisma na 30 bodU, Arial, barva pisma: ¢ervena. (1 b)
V zahlavi sloupce | vloZte slovo "Order" a vlozte funkci Rank, ktera urci poradi ze
sloupce A "Date" (datum od nejdfivéjsich) (1b)
V zahlavi tabulky nastavte tu¢né pismo a pouZzijte Zluté pozadi. (1 b)
Vnéjsi ohraniceni tabulky tlustou ¢arou, ostatni ¢ary tenkou ¢arou a prizplisobte
Sitku sloupct textlim v jednotlivych burikach A2 - J300. (1 b)
Vypocitejte maximalni cenu v burice C310, prdmérnou cenu v D264 a v D265
celkovou ¢éastku vsech pocitacd. (1,5 b)
UloZte vysledky do textového pole s Udaji

e primeérna cena HP noteboku

e pocet Lenovo notebokd

o celkova cena pocitaci Dell s i3 procesorem

o celkovy pocet Acer pocitacq, jejichz cena je vyssi nez 2 000 zI a nizsi nez

3000 zl. (4 b)

Nahradte v databazi vSechna slova "Pro" za "professional". (0,5b)
Seradte tabulku podle vyrobci - vzestupné a podle ceny - sestupné. Vylucte radek
zahlavi z tridéni. (2 b)
Pouzitim podminéného formatovani zvyraznéte zelené vsechny procesory AMD. (1b)
Vytvorte graf: kombinace sloupcového grafu + spojnicového grafu, ve kterém budou
data nactena z tabulky. Pocet pocitacu, primérna cista cena. (3 b)
Nadpis grafu "Laptop sales" (pouZijte Arial, tu¢né 18) by mél byt umistén nad
grafem. Pojmenujte hlavni osu "average cost " a svislou osu "number of laptops".
Legenda bude nahote. (3 b)
Nastavte osy:

e vybarvéte je Cerné

e znacky hlavniho typu kfizky (2 b)
Nastavte mfizku pro hlavni svislou osu:

e teckované cerné Cary o tloustce 0,75 bodd,

e pridejte hlavni mfizku pro druhou svislou osu. (2 b)
Nastavte maximum pro hlavni vertikalni osu na hodnotu 3250 zt a minimum 1000 zt.
Pro druhou vertikalni osu minimum 15 a hlavni jednotku na 5. (2b)
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18. VloZte spojnicovy graf:

e znacky: ve tvaru "diamant" velikost 10, barva oranzova.

L . (2 b)
e barva spojnicového grafu zelena
19. Nastavte graf bez ohranicujicich ¢ar. Pfevedte pouze graf do souboru s nazvem
Graph.pdf. (2b)
20. UloZte a zavrete sesit. Ujistéte se, Ze mate dva soubory ve sloZce.
Priklad ¢c. 2
1. Oteviete soubor ICT. UloZte dokument pod svym PFijmenim do Vasi slozky. Pribéiné
ukladejte.
2. Pracujte s listem Portugalsko. Do zéhlavi vloZte vlajku Portugalska, zarovnani vlevo.
Prejdéte na list "Total ICT" a vlozte do zahlavi obrazek "Logo". VSechny obrazky
naleznete ve zdrojovych souborech. (1b)
3. Prov3echny listy vloZte do zapati aktudlni datum na stfed a Jméno listu a souboru se
zarovnanim vpravo ve formatu "list | nazev souboru". (2b)
4, Na viech listech vycentrujte text na strance horizontélné. (1b)
5. Pro vSechny listy nastavte pro buriky B2 a B3 format # ##0. (1b)
6. Pro v3echny listy aplikujte na buriky A2:B12 styl Heading 3.
Na listu ,,ICT Total” aplikujte ten samy styl na buriky C2:G12. (1b)
7. Provsechny listy:
e vypoctéte v burice B5 hustotu obyvatelstva (pocet obyvatel/plocha).
e  bunku B5 zobrazte na jedno desetinné misto. (2b)
8. Nalistu,,ICT Total” vloZte novy fadek mezi prvni a druhy fadek. Do bunék B2:G2
napiste seznam zemi ve stejném poradi jakou jsou jednotlivé listy. (1b)
9. Nallisté ,ICT Total” poufZijte vzorce, které vyplni bufiky B3:G13 s pfislusnymi
hodnotami jednotlivych zemich.
J y (2 b)
10. Na listu "ICT Total", zméite $ifku sloupcli B a C na 14 bodu (3,14 centimetra). (1b)
11. Nalisté "ICT Total" zarovnejte buriky B2:G13 na stfed vodorovné i svisle. (1b)
12. Na listé ,ICT Total” zobrazte buriky B5:G5 na dvé desetinna mista. (1b)
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13. Na list& ,ICT Total” vypoctéte primér poctu obyvatel a primérnou rozlohu do bunék

B16 a B17.
(1b)
14. Na listé ,ICT Total” zobrazte v burikdch B3:G3 datovy pruh zelené barvy. (1b)
15. Na listé ,ICT Total” v butikdch B9:G9 pomoci podminéného formatovani vybarvéte
Sedé vSechny bunky B9:G9, které neobsahuji ,,euro”. (1b)
16. Na list& ,ICT Total” slu¢te a zarovnejte na stfed buriky A1:G1.
Buriky B2:G2 naformatujte stylem ,Header 2”.
Ostatni buriky stylem Header 1”.
(2 b)
17. Na listé ,ICT Total” nadefinujte A1:G17 jako oblast tisku.
Orientaci stranky nastavte na Sirku.
Prizplsobte tisk stranky pouze na jednu stranku. (2b)
18. Na listé ,ICT Total” vytvofte nasledujici graf:
Countries in ICT Competition
2020
2000
1980 . <A
Portugal ‘
Greece Crech
. Poland .
Republic Croatia .
Spain
Portugal G Czech Poland Croati Spai
ortuga reece Republic olan roatia pain
B EU joining (year) 1986 1981 2004 2004 2013 1986
M Portugal M Greece Czech Republic mPoland ™ Croatia Spain
(4 b)
19. PFesurite graf na novy list, ktery pojmenujte ,Graph”. (1b)
20. Vytvofte novy list s ndzvem ,,Countries_Info”. Nakopirujte a pfemistéte hodnoty z
listu "ICT _Total" z bunék A2:G4 na list , Coutries_Info”. (1b)
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21. Na listé ,Countries_Info” vyfiltrujte pouze zemé s rozlohou mezi 100000 a 500000. (1b)
22. Na listé ,,Countries_Info”: sefadte tabulku podle zemi sestupné. (1b)
23. UloZte v3echny listy a uloZte také soubor jako Table.pdf. (1b)

Priklad ¢. 3
1. Otevrete soubor ,The_Magic_Bus.xIxs“ nebo soubor , The_Magic_Bus.ods”. UloZte tento soubor pod
svym Identifika¢nim cislem. Nezapomernite pravidelné ukladat svou préci.

Na listu ,Final_Report” vypracujte tkoly 2 - 6

2. Do buriky B3 napiste ,, The Magic Bus” a pouZijte Styl buriky Nadpis. (1b)
3. Provedte slouceni bunék B3 az 13 a vycentrujte obsah bunky verikdlné i horizontalné. (0,5b)
4. Upravte zapati tak, aby se zobrazoval: nazev pracovniho listu (zarovnany vpravo), ¢islo kandidata (na
stfed) a dnesni datum (vlevo). (1 b)
5. Nastavte buriky B3:110 jako oblast tisku. Nastavte orientaci stranky na Sirku. Prizplsobte tisk listu na
jednu stranku, vycentrujte oblast tisku horizontalné i vertikalné. (1 b)

6. Zapiste do bunék pod sloupcem DESTINATIONS nasledujici Udaje (zarovnani vlevo). Prizplsobte Sirku
tohoto sloupce tak, aby byl vidét cely text. (0,5b)

Berlin, Némecko

Pafiz, Francie

Londyn, Velka Britanie

Amsterdam, Nizozemi

Viden, Rakousko

Na listech 2 az 6 vypracujte tkoly 7 — 12

7. Pojmenujte vSechny listy, kromé prvniho, podle prislusné zemé, napfiklad jméno druhého listu bude

Némecko. (1b)
8. Na listu France nastavte datum tak, aby bylo ve formatu den, mésic, rok (napriklad 1. cervna 2016).
(1b)
9. Nallistu UK je Spatné datum, upravte proto vzorec v burice B5, aby byl zobrazen cerven, tzn. 1. 6. 2016
misto 1. 5. 2016. (1b)
10. Na listu Germany v burikdch C5:C34 nastavte, aby se burika vyplnila zelené, pokud bude jeji hodnota
vyssSi nez 10 (pouZijte podminéné formatovani). (2 b)
11. Na vsech listech jednotlivych zemi vypoctéte v burice C36 celkovy pocet prodanych jizdenek v mésici
gervnu. (1b)
12. Na listu Netherlands vypoctéte v burikach C37:C39 pomoci pfislusnych funkci jednotlivé Gdaje zadané v
burikach B37:B39. (1b)

Na listu ,Final_Report” vypracujte ukoly 13 - 24
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13. Zkopirujte pocet prodanych jizdenek z listl jednotlivych zemi (buriky C36) do bunék C6:C10 a to tak, Ze
pokud se zméni pocet prodanych jizdenek na listu dané zemé, tak se zméni Udaj i na listu Final_Report.

(2 b)
14. V bunikach F6:F10 vypocitejte, kolik je volnych mist pro jednotlivé destinace (capacity-tickets sold).
(1b)
15. V bunikach F6:F10 nastavte, aby se zdporna Cisla automaticky zobrazovala cervenou barvou textu, bez
jakékoliv vyplIné buriky. (1b)
16. V bunkach 16:110 vypocitejte mnozstvi cestujicich (tickets sold/capacity). (1 b)
17. Nastavte v burikach 16:110 ciselny format v procentech s dvémi desetinnymi misty. (1 b)
18. V burikach H6:H10 vypocitejte Celkovou trzbu z jednotlivych destinaci (Tickets Sold * Price Per Ticket),
nastavte ménu v € a 2 desetinna mista. (1b)
19. Nastavte vnéjsi ohraniceni buriek B3:110 tenkou plnou ¢arou, vnitini ohranieni tenkou prerusovanou
carou. (1 b)
20. Usporadejte data v burikach B6:110 podle sloupce Tickets Sold, a to vzestupné. (2 b)
21. Z udajd na listu Final_Report vytvorte graf podle vzoru (pouZijte barvy podle viastniho vybéru).
(4 b)
00064 7
TOTAL REVENUE
22. Pfesunte vytvoreny graf na novy list, ktery nazvéte ,, Total Revenue Chart”. (1 b)
23. Z udaji na listu Final_Report vytvorte graf podle vzoru (pouZijte barvy podle viastniho vybéru).
(3 b)
TICKETS SOLD
.
mparis, France
24. Presunte vytvoreny graf na novy list, ktery nazvéte , Tickets Sold Chart”. (1b)

25. UloZte svou praci.
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Priklad ¢. 4

1. Otevrete soubor "Alcoi.xlsx". UloZte tento soubor pod svym "identifika¢nim cislem" a pribézné
ukladejte.

2. Nalisté Poland vlozte komentaf ohledné typu sportu, ke kterym se vztahuji zlaté medaile. PouZijte data
z obrazku Poland. (1 b)

3. Nalisté Awards do bunék C2: C8 vlozte vzorec vypocet odmény za zlaté medaile s vyuzitim absolutniho
odkazu na buriku A12. V burikdch B8:C8 poutZijte funkci pro soucet zlatych medaili. (2 b)

4. Na listé Awards do bunék D2:D8 vloZte vzorec pro vypocet procentuelniho podilu jednotlivych statd.
Vysledky zobrazte na dvé desetinna mista. (2 b)

5. Na listé Medals zobrazte soucet vSech medaili jednotlivych statl s vyuZitim funkce SUM. (pro
Portugalsko B3). (1 b)

6. Na listé Medals vycentrujte sloupecek s poctem medaili. (1 b)

7. Provsechny listy nastavte uzké okraje (levy a pravy 0,64 cm a nahore a dole 1,91 cm). (1 b)

8. Nallisté Croatia vloZte obrazek CROATIA do zahlavi. ( 1b).

9. Vlozte novy list s nazvem RIO 2016 a preneste tento list na zacatek. Vlozte pozadi s obrazkem. Pouzijte
obrazek MEDALS. (2 b)

10. Na listé RI02016 slucte buriky, které vytvofi obdélnik, jehozZ rohy jsou J15,015,J20 a 020. Do obdélniku
vloZte WordArt s textem ,RIO 2016“. (2 b)

11. Na listé MEDALS pouZzijte vytvorte tabulku podobné jako na obrdzku. Text vycentrujte. (2 b)
COUNTRY = NUMBER OF MEDALS w7
PORTUGAL
GREECE
CZECH REFUBLIC 10
POLAND 11
CROATIA 10
SPAIM 17,

12. Na listé Medals sefadte tabulku podle sloupecku Number of medals od nejvétsiho po nejmensi.

(1 b).

13. Na listé Medals vytvorte valcovy graf. Zemé, které ziskaly vice nez 9 medaili, budou mit vypln valce
Zlutou barvou. Ohraniceni grafu bude Sitky 3 b (0,04 cm), podobné jako na obrazku. Pozadi grafu modré
barvy. (4 b).

14. Vytvorte novy list GOLD a presurite n akonec jako posledni list. Zkopirujte tabulku z listu MEDALS na list
GOLD. Sitku prvniho sloupce nastavte na 128 pixeli (3,4 cm) a druhy sloupec na 192 pixeld (5,1 cm).

(1b)

15. Pfidejte novy sloupec do tabulky na listu GOLD, ktery bude obsahovat pocet zlatych medaili vyhranych v
kazdé zemi. Seradte tabulku nejprve podle zlatych medaili od nejvétsiho poctu k nejmensimu, jako
druhé kritérium uvedte pocet medaili od nejmensich po nejvétsi. (3b)

16. Na listé GOLD pfridejte: Do buniky A10 napiste ,,AVERAGE", do buriky B10 pomoci funkce zjistéte
pramérny pocet medaili a do buriky C10 priimérny pocet zlatych medaili. (2 b)

17. Na listé GOLD vyfiltrujte data tak, aby zlstaly jen zaznamy zemi, které mély vétsi nebo roven pocet
medaili nez prlimér. (1b)

18. Na listé GOLD pfridejte vpravo dalsi sloupec a nazvéte jej IF. Pomoci funkce KdyZ zobrazte v tomto
novém sloupci text ,primér” - pokud ma dana zemé pridmérny pocet medaili, v opaéném pfipadé
zobrazte text ,,nad prdmérem®. (2 b)

19. Na listé GREECE do buriky D7 vloZte funkci, ktera ukaze kolik bunék je prazdnych v oblasti Al, A4, B1,
B4. (1b)

20. Soubor uloZte pod svym identifikacnim cislem ve formatu PDF i ve formatu tabulkového procesoru.
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Priklad ¢. 5
1. Nas pfitel Isidro si vyjel na vyjizdku na motorce a zapsal si nasledujici udaje:

. Departure . . Distance
Station It:;me Arrival time travelled (Km)
1 11:00 11:20 27
2 11:20 13:00 50
3 13:00 14:00 100
4 15:00 16:10 58
5 16:10 16:20 10
6 16:30 17:00 20
e Vytvorte tabulku na listu nazvaném ,,Start data“ (0,5b)
+ Udaje (0,5b)
»  Styl textu: tu¢né, kurzivou (0,5b +0,5b)
* Orientace textu v burice (0,5b)
« Barva pozadi v burice (0,5b)
e Okraje tabulky (0,5b)

2. Musi analyzovat ziskana data a provést nasledujici vypocty tykajici se rychlosti:

. : Distance Accumulated Accumulated
Station | Spenttime (h) ¢ . elled (km) [SPESd (KM/h) " 4ie (h) distance (Km)
1 0,33 27 0,33 27
2 1,67 50 2 77
3 1,00 100 3 177
4 1,17 58 417 235
5 0,17 10 4,33 245
6 0,50 20 483 265
e \/ytvorte novy list nazvany “Intermediate calculations" (0,5 b)
e Zajistéte, aby se sloupce "Station" a "Distance travelled (km)” shodovaly s odpovidajicimi sloupci na
listé "Start data" (0,5b)
e Sloupec "Spent time (h)": odecita ¢as odjezdu od casu pfijezdu a vysledek je vyndsoben 24. Format
buriky nastav na Cislo ... (1,5b+0,5b)
e Sloupec "Speed (km/h)": dodrzZuje fyzikalni vzorec vztahujici se k rychlosti, prostoru a ¢asu
(1,5b)
e Sloupec "Accumulated time (h)": ptidavky hodin ze Station 1 (1,5b)
e Sloupec "Accumulated distance (km)": pfidavky vzdalenosti ujeté ze Station 1 (1,5b)
e Pouzitejte PODMINENE FORMATOVANI: DATOVE PRUHY do dat ve sloupci "Speed (km/h)"
(1,5b)

3. Za ucelem zlepseni systému vypracujte srovnavaci tabulku ziskané rychlosti:
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1 81 81 Sp. high
2 30 39 Sp. low
3 100 59 Sp. low
4 a0 26 Sp. low
5 60 57 Sp. low
6 40 25 Sp. low
Average speed (Km) =60
Maximum speed (Km) =100
Minimum speed (Km) =30
Vytvorte novy list nazvany "Speed" (0,5 b)
Zajistéte, aby se sloupec "Station" a "Speed (km/h)" shodoval s odpovidajicimi sloupci v "Intermediate
calculations” (0,5b)
Tabulka:
= Styl nadpisu: tu¢né, ohraniceni, stin ... (1,5b)
= Orientace textu v burice (1 b)

Sloupec "Average accumulated speed (km/h)": uplatiiuje fyzikalni vzorec vztahujici se k rychlosti,
prostoru a ¢asu pro sloupce "Accumulated time (h)" and "Accumulated distance (Km)"... (1,5 b)

Rychlost:
=  Prdmérnd rychlost (1,5b)
=  Maximalni rychlost (1,5b)
=  Minimalni rychlost (1,5b)
Sloupec "Speed comparative": jestlize "Average speed accumulated" je vyssi nez "Average speed",
zapiste Sp. high. V opacném pfripadé Sp. Low (2,5b)
* Pouzijte PODMINENE FORMATOVANI k UGdajim ve sloupci "Speed comparative":
cervené pozadi pro Sp. High a zelené pozadi pro Sp. Low (1,5 b)
Graf: ¢ary a sloupce (1,5b)
= Nadpis (0,5b)
= Nazvy os (1 b)
= Vertikdlni osa (0,5 b)
= Vodorovné Cary (0,5b)

Priklad ¢. 6

1.
2.

Oteviete soubor :FAOSTAT_data.txt a prohlednéte si vstupni Udaje.
Importujte soubor:FAOSTAT_data.txt do excelovské tabulky uZitim nabidky: Format dat — text,

Oddélovac—> tabulator. Prvni fadek pouzij jako zahlavi. (2 b)
Provedte slouceni bunék a vycentrovani textu u bunék obsahujici text: TéZba dfeva u jehli¢natych
strom(, TéZzba dfeva u listnatych strom( a Staty. (1,5b)

PouZijte rozbalovaci text v zahlavi tabulky podle ukazky na obrazku.

Vycentrujte svisle i vodorovné vsechny buriky v hlavicce tabulky. (0,5 b)
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5. V hlavicce tabulky pouzijte Zlutou barvu. (0,5b)
Coniferous wood industry Non-coniferous wood industry
Area (production) (production)
2013 2014 2015 2013 2014 2015
1 2 3 4 5 6 7
Croatia 6000 1869 1644 141000 8994 8082
Czech 69000 69000 69000 18000 20000 20000
Greece 43600 43000 43000 25100 20000 20000
Poland 1158647 1131549 1050000 133187 131446 140000
Portugal 74912 71631 68284 91119 199701 250667
Spain 79508 85985 107431 132797 135459 155286
6. Zménte jméno listu na: TéZba dreva (0,5b)
7. Pridejte 3 sloupce 8,9 a 10 pro roky 2013, 2014, 2015 (0,75 b)
8. Slucte radek nad roky a do vytvorené burky vloz text: ,, Celkova tézba dreva”. (0,5b)
9. V nové vytvorenych tfech sloupcich vytvorte odpovidajici vzorce, které vypocitavaji soucet tézby u
jehli¢natych a listnatych strom( v danych letech. (0,75 b)
10. U sloupct 8,9,10 pouZite stejné a formatovani a barvy jako u predchozich sloupct. (0,5b)
11. Pridejte sloupec 11 se stejnym formatovanim (barvy, centrovani)
o Slucte dva radky nad timto sloupcem a do vytvorené buriky vepiste text "primér" (0,5 b)
12. Ve sloupci 11 pouZijte vzorec, ktery vypocita primér sloupct 8,9 a 10 (0,5b)

13. Vlozte 3 fadky pod existujici tabulku. Napi$ do sloupce 1 slovo “min.” k prvnimu vloZzenému fadku, k
druhému radku poté slovo ,,max” a do posledniho slovo ,celkem”.
eV téchto burikiach poufZijte zaronani textu doprava (0,5b)
o Vadku oznac¢eném jako “min.” pouzitej funkci, ktera ukaze nejmensi hodnotu v kazdém sloupci

(0,5b)
o Vadku oznaceném jako “max.” poutZijte funkci, kterd ukdze nejvétsi hodnotu v kazdém sloupci
(0,5b)
oV adku oznaceném jako “celkem” pouzijte funkci, kterd secte hodnoty v kazdém sloupci
(0,5b)
14. Pouzijte tenké cerné ohraniceni pro kazdou bunku. (0,5b)
15. PoutZijte tuéné ohraniceni u hlavicky tabulky a u radkd min, max a celkem. (0,5b)
16. Mezi sloupce 1 a 2 vloze ohranic¢eni formou dvojité cary. (0,5b)

17. Pouzijte nasledujici format pro cisla v tabulce: Ciselny format, 2 desetinna mista bez rozdélovniku tisic(
(1b)

18. Vlozte graf do nového listu (list pojmenu;j jako ,graf”), ktery bude znazornovat celkovou tézbu v

jednotlivych letech pro kazdou zemi véetné primérné hodnoty. (1 b)
e PouZijte sloupcovy graf pro hodnoty a linearni graf pro pro primérnou hodnotu (1b)
19. Upravte graf nasledovné:
e Pro osu hodnot poufZijte typ logaritmické skaly (0,5b)
e Pro primérné hodnoty pouzijte vedlejsi osu (0,5 b)
e Zménte kfivku primérnych hodnot na ¢ervenou barvu, tloustka kfivky 2 b (0,5b)
e U kfivky priimérnych hodnot zménte teckovanou znacku na zelené diamanty”. (0,5b)
e VlozZte legendu pod graf (0,25 b)
e VloZte nazev nad graf podle ukazky na obrazku (0,25 b)
e Zménte typ pisma ndzvu na Arial, zelena barva (0,5b)
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20. Zkopirujte data ze souboru: forest.xlsx do nového listu, pojmenujte: staty (1b)

~n

21. Ve sloupci ,,staty” pouzijte funkci, Kdyz” s nasledujicimi podminkami:
e KDYZ 0 a? 130000 potom ,,nizka”

e KDYZ vice ne# 130000 potom ,vysoka” (2 b)
22. Ve sloupci ,Poradi” pouzijte funkci ,Rank” sefazené sestupné podle stat(. (2 b)
23. Ve sloupci "Plocha lesa" vypocitejte plochu, ktera je v kazdém staté pokryta lesy (1 b)

24. Ve sloupci ,,Plocha lesa” pouZijte:
e  Format dat: Ciselny s rozdélovnikem tisict (0,5b)
e  Zarovnani napravo (0,5b)

25. Ve sloupci ,,prdmérna tézba pripadajici na plochu lesa" spoditejte primérnou tézbu pripadajici na

plochu lesa (t&Zba/plocha) (1b)
e Format dat: Ciselny format s presnosti na 5 desetinnych mist (0,5 b)
e Poufijte zarovnani na stied (0,5 b)

26. VloZte ohraniceni:
e V3Sechny bunky: teckovana cara (0,5 b)
e Ohraniceni tabulky a hlavic¢ky: tu¢na ¢ara (0,5b)

27. Pouzijte podminéné formatovani:
e U sloupce ,Plocha lesa”: pouzijte libovolnou barevnou vypli pro néjnizsi hodnotu ve slupci

(0,5b)
o U sloupece "primérna tézba pripadajici na plochu lesa": pouZijte zelenou barvu pro nejvyssi
hodnotu ve sloupci (0,5b)

25. Ulozte soubor pod nazvem, ktery bude obsahovat tvé pridélené tcastnické Cislo.
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Priklad ¢. 7
Oteviete soubor Beskydy.xlsx a pfejmenujte jej na své identifikacni Cislo a pracujte na listu Vrcholy.

1. Vytvoite novy styl bunék:

e ndzev - Vrcholy (0,5 b)

e orientaci textu nastavte na 30° (0,5 b)

e zarovnejte text na stfed buriky, nastavte zalamovani textu (0,5b)

e U textu nastavte Comic Sans MS, velikost 12, bila barva, tu¢né (1 b)

e zelend vypli buriky (0,5 b)
2. Radek 1:

e pouzijte vytvoreny styl Vrcholy na radek 1 (0,5b)

e utohoto rfadku nastavte Sitku na 15 a vysku na 50 (LO Sitka 2 cm a vyska 3 cm) (0,5 b)
3. Zakladni funkce:

e pomoci spravnych funkci doplnite udaje do tabulky B29:C33 (2,5b)

e vysledna Cisla zobrazte s jednim desetinnym cislem (0,5b)

Prace se sloupci:

4. Sloupce B, C a D - zarovnejte Udaje na stred (0,5 b)
5. Sloupec D — pomoci podminéného formatovani nastavte tato pravidla ve sloupci Okres:

e FM-—modra

e NJ—Ccervend

o PB-Zlut vvpln buriky

e CA-3edd (2 b)
6. SloupecE
e pojmenujte tento sloupec Vyskové poradi (0,5b)
e pomoci funkce Rank urcete poradi jednotlivych vrcholl vzestupné podle jejich vysky
(1b)
7. SloupecF
e pojmenujte tento sloupec Vzdalenost poradi (0,5b)
e pomoci funkce Rank urcete poradi jednotlivych vrcholl vzestupné podle jejich vzdalenosti
(1b)
8. Sloupec G
e pojmenujte tento sloupec Soucet poradi (0,5 b)
e provedte soucet sloupcl E a F (0,5 b)
9. SloupecH
e pojmenujte tento sloupec Kategorie (0,5 b)

e pomoci funkce Kdyz vloZte pismeno A, B nebo C v zavislosti na vysce vrcholu: (1,5 b)
i. A pokud je vyska nad 1200 metr
ii. B pokud je vyska mezi 1100 a 1200 metry
iii. Cpokud je vyska nizsi nez 1100 metru
10. Sloupec |
e pojmenujte tento sloupec Obtiznost (0,5b)
e pomoci funkce KdyzZ spocitejte obtiznost vrcholu — vysledkem je nasobek sloupct G*H
i. POZOR!!! Pismena ve sloupci H znamenaji koeficienet obtiznosti

1. A=1,8 B=16 C=14 (2 b)

11. Nastavte u nové vytvorenych sloupci stejné formatovani jako u sloupct A, Ba C (0,5b)
12. Seradte tabulku podle obtiznosti vzestupné (1. pravidlo) a poté podle vysky vrcholl sestupné
(2. pravidlo) (1 b)
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Graf pro OFFICE

13. Vytvoite novy list s nazvem Graf (0,5 b)
» kvytvoreni grafu pouzijte prvnich 10 vrcholl
e kombinovany graf — vyska — sloupcovy graf, vzdalenost — plosny (1 b)
e zobrazte vedlejsi osu, upravte hodnoty podle vzoru (0,5b)
e vypli plosného garfu — obrdzek Panorama.jpg (0,5b)
e skryjte vodorovnou mfizku (0,5b)
e Cervena vypln sloupcl (0,5b)
e odstrarite nadpis (0,5b)
e pojmenujte vertikalni osy, nastavte spravnou orientaci textu a tuéné pismo (1 b)
e legendu umistéte nahoru (0,5b)
e nastavte oblé rohy ohraniceni (0,5b)
& Vzdalenost M Vyska
65 U
60 Z
v 55 d
, 50 4
v 5
$ 40
k 35 €
a 30 N
25 o
20 ¢
t
Graf pro LIBRE OFFICE
13. Vytvoite novy list s nazvem Graf (0,5b)
>k vytvoreni grafu pouZijte prvnich 10 vrchold
e kombinovany graf — vyska — sloupcovy graf, vzdalenost — spojnice (1 b)
e zobrazte vedlejsi osu, upravte hodnoty podle vzoru (0,5b)
e vypli sloupcového garfu — libovolna textura (0,5b)
e skryjte vodorovnou mfizku (0,5 b)
e Cervena barva spojnice (0,5 b)
e odstrante nadpis grafu (0,5 b)
e pojmenujte vertikalni osy, nastavte spravnou orientaci textu a tu¢né pismo (1b)
e legendu umistéte nahoru (0,5b)
e vloZte obrdzek Panorama.jpg nahoru a doprava (0,5b)
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Kontingencni tabulka

14. Vytvorte kontingencni tabulku podle vzoru z hodnot na listu Vrcholy , a to na novy list s ndzvem

Kontingent (0,5b)
e nechejte zobrazit prdmérnou obtiZznost u jednotlivych okresi, s moZnosti filtrovat kategorie
(1b)
e U hodnot nastavte zobrazeni bez desetinnych mist (0,5b)
Kategorie C -

Popisky fadkt ~ |Primér z ObtiZnost

CA 31
FM 32
NJ 47
PB 37
Celkovy soucet 36
Filtrace
15. Do bunék B35:B37 napiste vysledky: (1,5 b)
o kolik je vrcholl v okrese FM s vyskou mezi 1050 a 1100 metrd?
o jaka je prlmérna vyska vrcholl, jejichz nazev zacind na M?
e jaky je soucet vzdalenosti u vrcholl vyssich nez 1100 metrd?
16. Zajistéte, aby se cely list Vrcholy dal vytisknout na jednu stranku. (1 b)
Priklad ¢. 8
Ukoly PTS
1. Otevri soubor jménem Spreadsheet_work_file. xlsx (MS Excel uZivatele)
/ Spreadsheet_work_file.ODS (Libre Office uzivatelé) z tvého disku. UloZ soubor
pouzitim svého Cisla jako jméno souboru.
V "BFI1" listu
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2. Pouzij podminémé formatovani v burikdch G3:G17 podle:
Barva buriky Hodnota buriky
Jakékoli svétle modra barva Mezi 40 a7 300 (1b)
Jakakoli svétle zelend barva Vice nez 300 (1b)
3. V burice H3 spocitej "site average weekend gross". Vypocitej podil Weekend gross (D3) (1b)
s poctem kin (G3).
4, Zkopiruj vzorec pro buriky H4:H17. (0,5 b)
Vysledky zobraz jako ménu €, s jednim desetinnym mistem. (0,5 b)
5. Vytvor novy styl. Pojmenuj ho "cinema".
Vlastnosti stylu:
, o (2 b)
e barva pisma: bila
e barva buriky: tmaveé Seda
e zarovnani: horizontalni i vertikalni na stred
e ovladaci prvek text: obtékani textu
e oranZové ohraniceni
6. PouZijte nové vytvoreny styl buriky "cinema" pro oblast A2:12. (1 b)
7. Zméte format datumu v burice C1 na "09-Jul-17" (1 b)
8. Pouziti dat v rozsahu D3:D17:
e V burice D18 zadejte funkci pro vypocet primérné vikendové mzdy. (1b)
e V burce D19 zadejte funkci pro vypocet celkové vikendové mzdy. (1b)
e Do bunky D20 zadejte ptislusnou funkci pro vypocet celkové vikendové mzdy
pouze pro USA filmy. (2 b)
9. Soucasné sefadte oblast bunék A2:117 podle sloupce Distributor abecedné, a poté podle (2 b)
sloupce Total gross to date v sestupném poradi.
10. Filtrujte burniky A2:117 tak, aby se filmy s pouze 1 tydnem zverejnéni (sloupec F) (2 b)
nezobrazily.
Na "BFI2" listu
11. Zobrazit skryty sloupec D, skryjte sloupec J. (1b)
12. PouZijte funkci vyhledavani (SVYHLEDAT) v burice D4, at zobrazite nazev kontinentu (3 b)
plvodu, uvedené v tabulce B35:C41. Zkopirujte funkci do oblasti bunék D5:D31.
Na listu Next weekend openers
13. Pouzijte ovéreni dat pro oblast bunék C3:C15 tak, aby mohly byt zadany pouze cela cislo (2 b)
mezi 50 2100000 .
14. Poutzijte zpravu pfi zadavani pro oblast bunék €3:C15 s nadpisem: "Cislo omezeni" a (1 b)
textem: "Prosim zadejte celé Cislo (50-100000)" a chybové hlaseni s nadpisem: "cela 1b
Cisla" a textem: "pouze cela cisla, mezi 50 a 100000". (1b)
15. VloZte zapati: dnedni datum zarovnané na stfed, ndzev souboru zarovnany doprava. (1b)
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16. Definujte A1:D15 jako oblast tisku. Nastavte stranku na Sitku. PfizpUsobte tisk na 1 (1b)
stranku, vycentrujte na strance vodorovné.
Formatujte data tak, aby tabulka vypadala jako vzor nize. Méli byste pouzit styl (2b)
"cinema", ktery jste vytvofili. Pro ohraniceni pouZijte dvojité ¢ary.
O peners next week - 14 Jul 2017
Film Cc'un.w."' = Distributor
Origin
Angels in AmericaPart One: Millenium Approaches - NT Live [Theatre) UK Mational Theatre/ Trafalgar Swudios
The Beguiled Usa Universal
Cars3 UsA Disney
Channa Mereya Ind Urban Vibez
David Lynch The Art Life Den/Usa | Thurderbird
The Death OFf Louis XIV Fra/Spa/Por | New Wawe
Ganccidal Organ Jen National Amusements UK
Jagea Jasoos Ind UtV
Ondu Motteya Kathe Ind Sandabwood Entertainment
Tiyaan Ind John Entertainments
Vikram Vedha Ind Murugan Talkies
‘Wir for the Planet of the Apes US4 20th Century Fox
Wikeng Chn | Triniy/ CMC
L 9-7-2017 (20)
Hamlet - Glyndebourne 2017 (Opera)
Alien: Covenant
Churchill
My Cousin Rachel B 'Weekend Gross
Alone in Berlin
Hampstead
[} 100 200 300 400 500
Stovky

V listu BFI2 pouZijte pfislusné Gdaje ze sloupcl B a E a vytvorte graf podle vzoru.

Graf umistéte na novy list s ndzvem "BFI2chart"
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Prezentacni program
Priklad & 1

1.

8.

Prekopirujte slozku PowerPoint na plochu a prejmenujte soubor INT ICT COMP, ktery najdete ve sloZce
na VASEPRIJMENI. Veskeré podklady k Upravé prezentace naleznete ve slozce.

Pfekopirujte snimek ze souboru Europe do souboru VASEPRIJMENI tak, aby byl na za¢atku prezentace
jako prvni snimek. (1b)

Preklopte obrazek na tomto snimku svisle (obrazek Evropy). Prezentaci Europe zavrete a dale pracujte
s prezentaci VASEPRIJMENI. (1b)

Presunite posledni snimek (Czech Republic) mezi prvni a druhy. (1b)

Pracujte s predlohou snimka:

e vypli textového pole nadpisu — tmava textura dle vaseho uvazeni (0,5p)
e pro nadpisy na vSech snimcich nastavte bilou barvu pisma a text tu¢né (0,5b)
e nastavte vysku textového pole na 2 cm a jeho svislou pozici na 0,5 cm (1 b)
e  zajistéte, aby se na kazdém snimku obrazoval vlevo dole obrazek EU (1 b)

Na zacatek prezentace vloZte novy snimek s rozloZzenim Pouze nadpis.
e doplnte nadpis International ICT competition (1 b)
e nastavte format pozadi pro tento snimek — obrazkova vypl, pouzijte obrazek Logo (1 b)

e nastavte odkaz na www stranku (http://moodle.mendelova-stredni.cz) (1 b)

Na snimku Competitors nastavte odrazky dle vzoru (druha Uroven — symbol diskety) a zmérite velikost
pisma na 24. Seskupte textové pole a obrazek, velikost vysledného obrazku nastavte na presnou velikost
12x28 cm. (2 b)

» Czech Republic
&ENovy Ji¢in
» Croatia
& Split
» Poland

&Nowy Targ
» Portugal

ESéao Jodo da Madeira
» Greece

EMeliki
» Spain

& Alcoy

Za tteti snimek vloZte novy snimek s rozlozenim Pouze nadpis. Nadpis bude Graf.
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e na zakladé Udajl ze souboru Tabulka.xlsx vytvorte kombinovany graf (pocet obyvatel — sloupec,

rozloha — spojnice, zobrazte vedlejsi osu) (1b)
e nazev grafu: Population and area (0,5b)
e barva sloupcl — ¢erven3, Cara - Sitka spojnice 5 bod(, zelena barva (1 b)
e zruste primarni hlavni vodorovnou mtizku (0,5 b)
e vypli sloupce vasi zemé — barva sloupecku Zluta (1 b)
e zvolte libovolnou animaci grafu s ¢asovanim Po predchozim (1 b)
9. Do zapati na stfed vloZte nazev vaseho statu a vpravo Cisla snimk( (nezobrazujte na tvodnim snimku).
(1b)
10. Na druhém snimku Competitors viozte Sipku a nastavte, aby po kliknuti na Sipku presla prezentace na
snimek s Vasi zemi. (1 b)
11. U snimku s Vasi republikou vytvorte libovolnou animaci pouze textu nadpisu, ktera se spusti pfi kliknuti
mysi, s dobou trvani stfedni. (1 b)
12. Na konec prezentace vlozte snimek s rozlozenim Prazdny a vytvorte obrazce podle predlohy:
e kruh — Zluta vypln, Zluty obrys (1 b)
e text ICT — ozdobny text, ervené (1 b)
e vloZte hvézdu, zkopirujte ji a preklopte ji svisle (1 b)
e hvézdy seskupte a vytvorte vodorovné preklopenou kopii (0,5b)
e vSechny vytvorené objekty seskupte v jeden (0,5 b)
&,
ICT
INTERNATIONAL
*H* compet [CTions p
13. Ofiznéte soubor Obrdzek tak, aby nemél svétle modré okraje a vlozte jej na posledni snimek vedle vami
vytvoreného obrazce a preklopte jej svisle. (2 b)
14. Provedte seskupeni obrazce a Obrazku a nastavte libovolnou zvyraziujici animaci. (2 b)
15. Skryjte treti snimek Population. (0,5 b)
16. Pro celou prezentaci nastavte libovolny prechod jednotlivych snimk( s prechodem na dalsi snimek za
2 vtefiny. (1 b)
17. VloZte do prezentace zvuk pisné Vltava tak, aby se pfehravala béhem celé prezentace. Ulozte
provedené zmény. (1,5b)
Priklad ¢. 2
1. Otevrete prezentacni program, ktery preferujte a oteviete soubor s nazvem

our_schools.pptx nebo our schools.odp z Vasi slozky. UloZzte dokument s nazvem
presentation_final.docx nebo presentation final.odp do Vasi slozky.
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Ptidejte novy snimek (pouze Nadpis) a napiste “1° International Competition” do
pfipraveného textového pole.

Pod nadpis vloZte obrazek s ndzvem “Logo_International_CompetICTions.png” .
Pfeneste tento snimek na zacatek prezentace.

UZivatelé PowerPointu: Jako Sablonu pouZijte blackboard.thmx..........
Pouzijte obrdzek “erasmusplus.jpg” jako pozadi druhého snimku (Czech meeting)

Vlozte vedle jména vasi Skoly akéni tlacitko, které bude fungovat jako
hypertextovy odkaz, ktery odkazuje na snimek Vasi skoly.

Prejdéte na snimek Vasi Skoly a vloZte obrazec (nejlépe Cervené srdce). Na tento
obrazec nastavte hypertextovy odkaz na druhy snimek

Pro vSechny snimky prezentace:
e Nastavte nadpis — ohrani¢eni tmavé zelené barvy, Sitky 1 pixel
e Nastavte nadpis — vyplite barvou s témito charakteristikami:
Red:255, Green:255, Blue:204
e Barva nadpisu bude cerna.
e UZivatelé PowerPoint: Pouzijte o jako odrazku prvni
Grovnéa ° jako odrazku druhé urovné.

e UZivatelé Open/Libre Office: Pouzijte symbol " (modry trojuhelnik)

jako odrazku prvni Urovné a symbol (Zlutéd hvézdicka) jako
odrdzku druhé drovné.

Zménte rozloZeni snimku Vasi Skoly na typ “Pouze nadpis”. Do pfipraveného
textového pole zadejte nazev Vasi skoly (latinkou) s rozsifrenymi mezerami.

Zménte velikosti vSech fotografii, tak Ze jejich vySka bude 10 cm.

Pro vSechny skolni fotografie:
e Nastavte pozici 6 cm od levého horniho okraje.
e Na kazdou fotografii pouzijte jiny styl (barvu, ramecek...)

Zménte velikost a presunte loga Skol, tak Ze budou umisténa pod nadpisem na levé
strané snimku.

Vlozte snimek s rozloZzenim Nadpis a obsah za snimek o Vasi skole. Do nadpisu
napiste ndzev Vaseho mésta.
Do obsahu napiSte Vas oblibeny Zanr a Vasi oblibenou kapelu nebo interpreta
s pouzitim odrazek prvni a druhé Urovné.

.

% Jazz
o Django Reinhardt

Prejdéte na druhy snimek:
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e Zménte nadpis textu (,,Czech meeting”) na tmavé cervenou barvu a (0,5 b)
nazev Skoly (,Mendelova... Meliki“) na ¢ernou barvu. (0,5 b)
e Pfevedte nazvy skol na ¢islovany seznam.

17. VloZte snimek na konec prezentace. Vytvorte tuto tabulku podle vzoru. Pfidejte (1,5b)
titulek tabulky ,,How many students?“.

School Name Students

Mendelova stredni skola 1000
Zespot Szkot Technicznych i Placéwek im. St. Staszica 1600
Agrupamento de Escolas Dr. Serafim Leite 1200
Meliki Lyceum 207
Privatna jezicna gimnazija Pitagora 60

18. Vlozte novy snimek na konec prezentace.

e Vytvorte koldcovy graf. Ujistéte se, Ze ndzvy skol jsou pIné viditelné. (1b)
e Ukazte popisky s procenty mimo vysece. (0,5b)
19. VloZte prazdny snimek na konec prezentace a pridejte libovolny obrazec, do (1b)
kterého vepiste “Thank you for your attention” — vybarvéte text. (1b)
20. Pridejte ¢ervenou hvézdu pod obrazec s textem a seskupte vsechny objekty. (1b)
21. Skryjte snimek s nazvem “References”. (1b)
22. Vlozte:
e Cislo snimku do pravého dolniho rohu. (1b)
e Do zapati kazdého snimku “March 2016”. (0,5b)
23. Na snimku Vasi Skoly pfidejte animaci:
e U textu: Uvodni animace (0,5b)
e Logo Skoly: Zvyraziujici animace (0,5b)
e Fotky $koly: Uvodni animace (0,5b)
24. Nastavte automatickou animaci s tim, Ze se snimek spusti postupné v poradi text,
logo, fotky. (1b)
25. Vlozte komentar k Vasemu oblibenému pfedmétu na prvnim snimku. (0,5b)
26. Zvolte libovolny efekt pro prechod snimk. (1b)
27. Ujistéte se, Ze kazdy snimek navazuje na predchozi automaticky po 5 sekundach. (0,5 b)
28. Vloite MP3 soubor s nazvem Sirtaki do prezentace tak, Ze se bude prehravat (1b)
v pribéhu celé prezentace. (0,5 b)

29. Ulozte vsechny zmény.

Priklad ¢. 3

Podle pokyn(l vytvorte naslednou prezentaci na zakladé textd, obrazkd. Dokument uloZte po nazvem Typy
sitovych kabel(.
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Snimek 1

Format obdélnik (0,5b)

Barva: Modra obloha (#729FCF - Red 114; Green 159; Blue 207) (0,5b)
Pozadi

Orientace: na Sitku (0,5b)

Vyska: 18.2 cm (0,5b)

Vycentrujte vodorovné (0,5b)
Obrazek Letsdoit

Nastavte rozméry: vy$ka 10 cm (0,5 b)

Libovolny styl (0,5 b)
WordArt Vycentrujte vodorovné (0,5b)
(Pismomalba)

Nastavte rozméry: vyska 3 cm (0,5b)

Sitka: 3 cm (0,5b)
Obrazek flag_xx

Vyska: 2 cm (0,5b)

Sitka: 7.3 cm (0,5b)
Obrazek Erasmus+

Vyska: 2 cm (0,5b)

Body

=)
v

LET'S DO IT!)

ol o ol M X ay YT MKTY Y ne

= £l e = i el -
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Snimek 2

Format obdélniku (0,5b)

Barva: Blue sky (#729FCF - Red 114; Green 159; Blue 207) (0,5b)
Pozadi zahlavi

Orientace: na Sitku (0,5b)

Vyska: 3.5 cm (0,5b)
Nadpis Font Arial, velikost 44, tuéné (0,5b)
Obrézek Let'sdoit  Nastavte rozméry vyska: 3 cm (0,5 b)

Font Arial, velikost 26 (0,5b)
Popisny text Zarovnani na oba okraje (0,5 b)

Ram textu bude vycentrovan vodorovné (0,5 b)

Nastavte rozméry: vy$ka 4.2 cm (0,5b)
I:(')ttl,:rzne:t-BNC- Sila ohraniceni: 1.5 (0.5 b)
Opticalfiber Barva: Blue sky1 (#729FCF - Red 114; Green 159; Blue 207)

Kazdy obrazek bude odkaz na pfislusné snimky 3-4-5 (0,5 b)
Popis obrazk Font Arial, velikost 32 (0,5b)

Format obdélniku (0,5b)
Pozadi zépati Barva: Blue sky1 (#729FCF - Red 114; Green 159; Blue 207) (0,5b)

Orientace na Sitku (0,5b)

Vyska: 1,5 cm (0,5b)
Obrazek v zapati Nastavte rozméry: vyska 1 cm (0,5 b)

Body

INTRODUCTION

-~
LET'S DO IT!» .

The local network equipment communicate with each other
components with physical connection. This connection can be
made through wireless or wired system.
Focusing on wired networks, nowadays we can use different
types of connections. We will explain the following:

-\-‘*/ (_‘?_‘u .f”‘
Twisted pair Coaxial Optical fiber
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Snimek 3
Nadpis Font Arial, velikost 44, tu¢né (0,25 b)
Font Arial, velikost 20 (0,25 b)
Popisny text Zarovnani do bloku (na oba okraje) (0,25 b)
Ram textu umistén vpravo (0,25 b)
Nastavte rozméry: vy$ka 8 cm (0,5b)
Obrazek Ethernet
Odkaz na https://en.wikipedia.org/wiki/Twisted_pair (0,5b)
Text (0,5 b)
Font Arial, velikost 18 (0,25 b)
Souhrnna tabulka Prvni fadek : erna vypln, bilé pismo (0,25 b)
Prvni fadek: véechna pismena velka (0,25 b)
Odrazky: kulaté (0,5b)
Viytvorte a vepiste text “Go back” (0,25 b)
Veliost: $itka 1.2 cm a vy$ka 3 cm (0,5 b)
Sipka Barva ohraniéeni ¢erna (0,25 b)
Font Arial, velikost 14, bila barva (0,25 b)
Odkaz na druhy snimek (0,5 b)

POINTS

Twisted pair cable is a type of
connection used in local networks. It
consists of four pair of twisted wires to
avoid interferences.

It was invented by Alexander Graham

»& Bell in 1881, and today it is the most
A used system in home internet
%»’ connections.
X Depending on the quality of the cable
and components can reach speeds up
to 1000 Mb/s.

. Cheap

. Easytoinstall

ADVANTAGE DISADVANTAGES

. It does notsupportlarge distances

. Connectors can be attachedto the cable
once

« Alot of online manuals
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SLIDE 4

Nadpis Text (0,25 b)

Popisny text Text (0,25 b)
Nastavte rozméry: vy$ka 8 cm (0,5b)

Obrazek “BNC”:
Odkaz https://en.wikipedia.org/wiki/Coaxial cable (0,5b)
Obrazek Opticalfiber: libovolny styl (0,5b)
Popisny text: libovolny styl (0,5b)
Sipka: libovolny styl (0,5b)
Vsechny objekty se spusti automaticky (1 b)

Animace
Pofadi zobrazeni:
1. Text
2. Sipka (0,5 b)
3. Obrazek

Souhrnna tabulka Text (0,5 b)

Sipka Odkaz na druhy snimek (0,25 b)

Body

COAXIAL CABLE

A
LET'S DO IT!p .

ADVAMTAGES

The coaxial cable was invented around
1930. It is a cable used to carry high
frequency electrical signals. It consist
of two concentric conductors separated
by an insulator.

It supports a bandwidth of about 900
Mb/s, although this can be reduced if
we share the connection with other
sernvices like television..

Installation is relatively simple and
economical, but some specific devices
for many computers are expensive.

DISADVANTAGES

« Cheap
. It transmits voice and data simultaneosly

» Easytoinstall without specialtools

« Thicker thantwisted pairand optical fiber
» Some specificitems are expensive

» Usuallydontusedin home networks

&£=a
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SLIDE 5

Nadpis Text (0,25 b)
Popisny text Text (0.25 b)

Nastavte rozméry: vy$ka 8 cm (0,5b)
Obrazek Opticalfiber Odkaz: (0.5 b)

https://en.wikipedia.org/wiki/Optical fiber ’
Souhrnné tabulka Text (0,5b)

Cislovani (0,5 b)
Sipka Odkaz na druhy snimek (0,25 b)

Snimek 5 (pouze) : volny typ pfechodu (0,5 b)
Pfechod snimku

Cas: 4 seconds (0,5b)
Poznamka Snimek 5: libovolny text (0,5 b)

Body

OPTICAL FIBER

A

o
Q
LET'S DO iT!»

2) It allows great distances

The egyptians were already using this

Its speed can

use.

technology used by optical fiber with
mirrors, we started
communications in the 70s.

reach 100 Gb/s,
although its  price
because of the installation difficulties. It
is seldom recommended for domestic

to use in

is expensive

The installation consists of two cables,
one used for sending and another for

1)Expensive

receiving information.
ADVANTAGES DISADVANTAGES

1) High speeds

2)Difficult to install and it needs expensive
tools

| 4=
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Priklad ¢. 4
1. Otevrete prezentacni program, ktery preferujete.

2. Nastavte velikost snimku na standartni rozméry (4:3). (0,5b)
3. Ulozte dokument pod nazvem svého identifikacniho Cisla.

4. Predloha snimku

® Pozadi snimku - pfechodova vypln (bilo-Sedomodré) — linearni typ (0,5 b)
® Smeér prechodu: z levého horniho rohu do pravého dolniho (0,5 b)
e Umistéte pole “Cislo snimku” pfimo nad pole “datum” (0,5b)
e Velikost pole “Cisla snimku” a “data” : vySka: 1 cm, Sitka 3 cm (1b)
® Pole,datum”a,cislo snimku” zarovnejte k levému okraji (2 b)
e Pole “zapati” zarovnejte k pravému okraji (0,5 b)
® VloZte obrdzek Erasmus logo: 2 cm (vyska), 7 cm (Sitka) (1b)
e Nastavte obrazek symetricky mezi pole ,,datum” a pole ,zapati” (1b)
e Odstrante bilé pozadi z obrazku (2 b)
e Nastavte Zlutou barvu do pole “zapati” (0,5b)

5. Uprava pole nadpisu

e Velikost pole: 3,6 cm (vyska) x 13 cm (Sirka) (1b)
o Velikost pisma: 48, tu¢né, tmavé Cervena barva (1,5 b)
® Zména stylu odrazek (prvni aroven Sipky a dalsi Urovné ponechejte) (0,5 b)

Title

~First level
*» Second level
* Third level
* Fourthlevel
* Fifth level

[ [ T

S 1 ey iy

6. VlozZte prazdny snimek

Nadpis

97



\,,

Frasmus+ SO

e
compeT ICTions p

Napiste “Spain” s pouzitim WordArt / Pismomalby
Pouzijte transformaci (vina)

Barva pisma: zelena

Pridejte stin: 10 bod(, (0.16 cm), barva: modra

Do podnadpisu napiste “Where did we come from?”

® Poutijte vstupni (Uvodni) animaci

e Font: Arial, velikost: 24, tu¢né, tmaveé Cervenad

® VloZzte obrdzek “let’s do it” zarovnani k hornimu okraji snimku,
velikost: 5,5 x 10 cm

Snimky 2 aZ 6 (podle vzoru)

Do zapati vlozte své identifikacni Cislo

Vlozte pouze Cislo snimku

Nadpis snimku (nazev zemé), popisny text ze souboru data.txt

Rozméry snimku: 3,6 (vyska), 13 (Sitka)

Velikost pisma: 48 bodl

Vlozte vlajku do pole “vlajka”

Nastavte pole pro “vlajku”: zarovnani k pravému okraji, velikost 2,5 x 4 cm
Vlozte obrdzek mapy s vyznacenou cestou do pole pro ,vlajku”

Zadejte text ze souboru data.txt

Vlozte libovolny pfechod mezi snimky s ¢asovani 2 s (automaticky)

7. Snimek 2

e Vlozte tlacitko (libovolny tvar) do pravého horniho rohu s odkazem na prvni snimek.

Flag

Title of slide

7 Text fromdata

Picture of map

- Erasmus+

8. UloZte soubor pod svym identifikacnim cislem.
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Priklad ¢. 5

Obdélnik otocte o 90° vlevo

Obrazek Logo.png: nastavte velikost 1,5 cm vyska a Sitka 2,71 cm

e Obrdazek otocte o0 90° vlevo

e Seskupte vytvorené objekty

e Umistéte vertikalné i horizontdlné

e Zelend Cara (poutijte stejnou zelenou, ktery jste poutZili v predchozi otazce),
Sitka 30 cm a vyska 0,5 cm.

Ukoly Body
1. Otevrete prezentaci Presentation_base.pptx (Office) nebo prezentaci
Presentation_base.odp (OpenOffice nebo LibreOffice), uloZte jej s ndzvem vaseho
jména a pfijmeni. Nezapomerite ¢asto ukladat.
Cauntries Game
2.
(2 b)
V prvnim snimku provedte pozadované zmény tak, at to vypada jako v nasledujicim
obrazku:
Pozadi: zelend dle vaseho vybéru
Barva textu: bila
Bila barva ¢ary, Sitka 1 b
Formatovani se nesmi objevit v Uvodnim snimku.
V predloze snimkd vioZte:
e Obdélnik s prahlednym pozadim, velikost obdélniku pfizpUsobte textu.
3 e Text ,Let’s do“: pismo Arial, tucné, vel. 16, svétle Sedé
) o Text ,IT”: pismo Arial, tucné, vel. 16, Cervené (6 b)
[ ]
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Where can you find
this monument?

Croatia

Czech Republic

Let'sdo IT
N |
§ g

-3

Poland

Portugal

Na snimku 5 vloZte obrdzek Spain.jpg,umistéte jej vpravo.

(2b)

Po snimku 13:

- vloZte tfi snimky, které jsou v prezentaci support.pptx nebo
support.odp. Zachovejte pavodni formatovani.

(3b)

Na snimcich 2, 5, 8, 14 a 17 zarovnejte a rozmistéte tvary svisle:

Where can you find
this monument?

Let's dolIT
o
=0

e
=

(3b)
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Na snimcich 3, 6,9, 12, 15 a 18 vloZte symbol v, $edé barvy, velikost 265, tu¢né.
Vodorovné zarovnani doprostied.

Priklad:

Right answer — Partenon - Greece

* The temple on (2 b)
the Acropolis of Athens, known
as the Parthenon, was built
30 between 447 and 432 BCE in the
ard Age of Pericles, and it was
be dedicated to the city’s patron
deity Athena.
Na snimcich 4, 7, 10, 13, 16 a 19 Vlozte pismeno X, pismo Arial, tu¢né, velkym
pismenem, Cervena barva, velikost 289.
Vodorovné zarovnani doprostfed.
PFiklad:
Wrong answer — Partenon - Greece
(2 b)
* The temple on
the Acropolis of Athens, known
as the Parthenon, was built
H o between 447 and 432 BCE in the
H.~ | Age of Pericles, and it was
ke | dedicated to the city’s patron
deity Athena.
Vlozte snimek na konec prezentace: (4 b)
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Self-assessment

: d_._

| | Between 3 and 4 correct answers C

6 correct answers A

Vyska radkd musi byt jednotnd, druhy sloupec s mensi velikosti neZ ostatni.

Text pismo Arial, velikost 22, zarovnani na stfed svisle.

1. radek: pozadi zelené barvy, 2 sloupce, pismo: barva bila, tu¢né.

2. az 5. fadek: barva pozadi stfidavé tmavé Sedd a svétle Seda, pismo cerné barvy.

3 sloupec, fadky 2 aZz 5 musi obsahovat obrazce smajlik, zarovnan doleva, barvy a tvar
ust podle vzoru.

10.

Zkopirujte akéni tlacitko ze snimku 13 na snimky 18 a 19.

2b
Aktualizujte hypertextovy odkaz na snimcich 18 a 19 tak, abychom se u obou pfi (2b)
kliknuti pfesunuli na snimek 20.
11. . L . . .
Ulozte prezentaci snimku na stranku v pdf s nazvem First_Lastname_Game.pdf. (2 b)
12. Zajistéte, aby se zobrazilo datum a Cislo stranky. UloZte prezentaci v pdf s ndzvem (2b)
prvni_lastname_handout.pdyf.
Priklad ¢. 6
1. Vytvoreni Sablony (3 body):
e Vytvorte ve sloice novy dokument prezentaéniho programu a nazvéte jej Sablona. (0,5 b)
Pracujte s predlohou snimku:
e jako pozadi vloZte obrazek Mountains (0,5 b)
e pro nadpisy na vSech snimcich nastavte:
e vypln textového pole — libovolna textura (0,5 b)
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e pismo Lucida Handwriting, vel. 44, ervenég, tucné (0,5 b)

e zarovnani nadpisl na stred (0,5 b)

e uloZte tuto prezentaci jako Sablonu aplikace PowerPoint (Sablona.potx) nebo jako ODF $ablona
prezentace (Sablona.otp) (0,5 b)

e vytvorenou Sablonu zavrete.

rvs

Pfejmenujte soubor Beskydy.pptx, ktery najdete ve sloice PowerPoint, na identifikacniCislo.pptx,
otevrete jej a dale s nim pracujte.

PouZijte Vami vytvofenou $ablonu Sablona.potx nebo Sablona.otp ke zvyraznéni prezentace.(1 b)

Snimek 1 - 3:
e zménte rozloZeni vsech snimkl na Obsah s titulkem (LO — Nadpis a 2 obsahy) (1b)
e provedte kontrolu pravopisu (pfeskocte navrhované moznosti) (1b)
e zménte velikost obrazk( na 80% plvodni velikosti (konecné velikosti: vyska x Sirka:
O prvni 15,25 x 11,44, druhy 14,52 x 21,68, tfeti 15,23 x 8,58) (1 b)
e zarovnejte vSechny obrazky na snimku doprava doll (1 b)
ez dokumentu Zdroje zkopirujte texty patfici k jednotlivym snimkim (1 b)
e U téchto text( nastavte pismo Arial black, vel. 22, zarovnani na stfed (1 b)
e uvsech textovych poli zajistéte, aby se do nich text vesel, aniz by se zménila velikost textu
(0,5 b)
Radhost

According to rumors, on
the Radhost since time
immemorial there was a
seat of the Slavic god
Radegast - God of sun,
war and victory. Our
ancestors had respect for
him. By far they came to
him to bring him gifts -
cattle, some crops and
animals, which they
catched.

The Chapel is the highest
in the Czech

i Republic.
Lysa hora Radhost Javornik
Uvodni snimek:
Na zac4tek prezentace vloZte novy snimek s rozlozenim Uvodni snimek. (0,5b)
. doplnte nadpis Beskydy mountains (0,5 b)
a. nastavte format pozadi pro tento snimek — pouzijte obrazek Panorama.jpg (0,5 b)
b. velikost pole s nadpisem — 3x25 cm (0,5 b)
c. smazte textové pole s podnadpisem (0,5b)
d. vloZte Sipky podle vzoru — ¢ervena vypln, velikost textu 40 (1,5 b)
e. nastavte, aby po kliknuti na Sipku pfesla prezentace na dany snimek. (1,5 b)

Prace s obrazky :
Na konec prezentace vloZte novy snimek s rozloZzenim Pouze nadpis. Nadpis bude Obrazky. (0,25 b)

e vlozte vSechny obrazky ze slozky Obrazky (0,25 b)
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e ofiznéte ¢erné okraje u vsech obrazki (1b)
e zmeénte velikost obrazk( aby vypadaly podobné jako na vzoru (respektujte pomér stran)(0,5 b)
e umistéte obrazky podle vzoru (pozor na polohu a pozici) (0,5b)
e nastavte prahlednost obrazk( na 80% (1b)
e seskupte vSechny obrazky (1 b)
e nastavte vyslednou velikost seskupeného obrazku na 15x19 cm (0,5b)
o vloZte komentar: Obrazky z Beskyd (0,5 b)

Obragky

7. Animace a prechod

e avodni snimek
o animovat pouze text nadpisu

e animace — Odraz (1 b)
e doba trvani 2s (1b)
o animace Sipek
e animace — Prilet z leva (1b)
e zpozdéni 1s, trvani 3s, animovat po predchozim (1 b)
e snimek Radhost
e libovolna zvyraznujici animace (1 b)
e zpozdéni 2s a doba trvani 2s (1 b)
e pro celou prezentaci nastavte libovolny prechod jednotlivych snimkd s pfechodem na dalsi
snimek za 5 vtefin. (1,5b)
8. Do zapati na stfed vlozte Vase identifikacni ¢islo. (1b)

9. UloZte provedené zmény, zkontrolujte, Ze mate ve sloZce uloZeny oba soubory (pptx a potx).
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1. Zkopirujte slozku PowerPoint a pfejmenujte jej na School Competition. V této sloZzce najdete vSechny
materialy potfebné pro vytvareni a Upravy prezentace.

2. UloZte a prejmenujte prezentaci na "jmeno_pfijmeni".

3. Zkopirujte snimek z prezentace " Spain — UNESCO heritage" do své prezentace na pozici druhého

snimku. (1b)
Otocte obrazek na tomto snimku svisle. Zaviete " Spain — UNESCO heritage " prezentaci a pokracujte v
praci s vasi prezentaci. (2 b)
5. Pfesunte posledni snimek mezi tfeti a Ctvrty snimek. (1b)

6. Udélejte tyto zmény na cely text uvnitf prezentace s vyjimkou prvniho snimku:
e Velikost pisma: 20, motiv pisma: Times New Roman (1 b)

7. Udélejte dalsi zmény:

e Pro vsechny nadpisy - vyplii tmavé zelenou barvu (0,5b)
e Pro viechny nadpisy - nastavte bilou barvu pisma a tucny text (0,5b)
e Zménit barvu pozadi u vSech snimk( na modrou barvu (1 b)

7. Vlozte nové rozloZeni snimku Pouze nadpis na zacdtek prezentace:
e Do nadpisu napiste "UNESCO" (1 b)
e Nastavte format pozadi pro tento snimek — pouzijte obrazek UNESCO (1 b)

e Vyberte nadpis a vytvorte hypertextovy odkaz na nasledujici web (http://en.unesco.org/)

(1b)
8. Nasnimku " More UNESCO heritage sites " nastavte odrazky podle vzoru (druha droven — odrazky -
hvézdy) a zménite velikost pisma na 24. (2 b)
* Spain
“#Historic Centre of Cordoba
* Portugal

<»Cultural Landscape of Sintra
* Czech republic

<»Historic Centre of Prague
. Croatid

“#Plitvice lakes
* Poland

<+Historic Centre of Krakéw

* Greece
“»Acropolis, Athens

10. Na stejném snimku jako u pfedchoziho ukolu:

a. v téle snimku vyberte text a vloZte jej do textového pole (1b)
b. seskupte textové pole a obrazek (1 b)
c. nastavte koneénou velikost obrazku, Sitka 24 cm. (1 b)

11. VloZte zapati na vSechny snimky: napiste sem vasi zemi a vyberte datum a ¢as (automaticka
aktualizace). (2 b)

12. Vlozte Sipku na prvni snimek a nastavte ji tak, abyste se po klepnuti na Sipku dostali k snimku vasi
zemeé (2 b)
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7. Vytvorte néjakou animaci pouze na snimku s vasi zemi (1b)
e Zménte dobu trvani animace na 4 sekundy (1 b)

14. Vlozte na konec prezentace novy snimeks rozloZzenim Prazdny a vytvorte objekty podle vzoru:

e pro prvni pole poufijte "¢aru" (1b)

e pro druhé pole pouzijte textové pole, text modra, velikost pisma 200, motiv pisma "Arial
narrow" (0,5b)

e pro treti pole pouZijte obdélnik (0,5b)

{UJNESCO

3 ‘
Slika 1 FindlIni vzhled

15. Seskupte vytvorené objekty. (1 b)

e Nastavte libovolnou animaci (1b)

e Vybrana animace by méla trvat az do konce snimku (1b)
7. Pouiijte jakykoliv pfechod snimki na jednotlivych snimcich (1b)

e nastavte prechod na dalsi snimek po 5 sekundach pro celou prezentaci. (1 b)
17. Vlozte hudbu ze slozky do prvniho snimku prezentace: (1b)

o hudba by méla zacit automaticky hrat na pozadi, a méla by hrat po celou dobu prezentace.

(1b)

Examples 8

Podle instrukci vytvor presentaci a pouzij texty a obrazky/zobrazeni podle zadani. Uloz dokument jako Spanish
Inventions.
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SLIDE 1
Velikost snimku Standartni (4:3) (1b)
Predloha Pouze nadpis (0,5b)
Pozadi obrazek Letsdoit (umistit obrazek jako pozadi na vSechny (1 b)
snimky, u vSech posuni zvolit 0%
Umisténi: (0,5 b)
Obrézek ,Title Vertikalné umistény
Horizontdlné umistény
Text v textovém poli: (0,25 b)
Umistit pod nazev
Popisny text
pishy AR CENA velikost 32 (0,5b)
vycentrovat (0,5 b)
Otocdit/natocit horizontalné (0,75 b)
velikost: (0,5 b)
10% z pavodni velikosti
umisténi: (0,5b)
zarovnat vpravo/ dole
Obrazek “Erasmus+”
radek: 0’8 or 0,75 bod(, ¢ervené (0,5b)
stinovani: (1,5b)
Uhel: 452

vzdalenost: 2 body
lososova barva/ rzova RGB (240,103,103)

POINTS

don't try to lmpose an

LET'S DO |

COl’lﬂlCt

j - Erasmus+
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Slide 2
AR JULIAN velikost 44 a stinovani (1 b)
mezery 10 bod (0,5 b)
Barva vyplné: svétle modra (0,5b)
Nadpis
Odsazeni pred textem 0,8 cm (0,5 b)
Text v textovém poli:
modra (0,5 b)
Courier New velikost 16, tu¢né (0,5 b)
zarovnani do bloku (0,5 b)
Popisny text - -
Text v textovém poli:
umisténi: textové pole umistit pod nadpis (0,25 b)
velikost: Ebook 25% z originalu (0,5 b)
Space suit 47% z originalu
Obrazk
Y zy . okraj: 1'5, barva modra (0,5b)
ebook - space suit
umisténi: (0,5 b)
podle vzoru jako na obrazku vlevo
Text k obrazkim Malgun Gothic velikost 32 (0,5 b)
tucné, vystinovat a Cervené (0,5b)
umisténi: (0,5 b)
podle vzoru jako na obrazku vievo
Obrazek “Erasmus+"” Stejny jako snimek 1 (0,25 b)

LE

< ‘
T'SDOIT!)

0\ INTRODUCTION

s
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snimek 3
Nadpis Stejné jako snimek 2 (0,25 b)
Stejné jako snimek 2 (0,25 b)
Popisny text
umisténi: textové pole umistit pod nadpis (0,25 b)
stinovani 315°, 4 body, Sedé (1 b)
Image “ebook” umisténi: pravy okraj pod popisnym textem (0,25 b)
Odkaz na: (1 b)
https://en.wikipedia.org/wiki/%C3%81ngela_Ruiz_Robles
titulek:
Courier New velikost 20 (1,5 b)
Tucné a stinovani
Zarovnani vpravo
odstavec:
Gadugi velikost 18, stin (2 b)
TEXT Zarovnani vlevo
Indentation before text 0,4 cm
odrazky:
Sipka, barva ¢erna (1,5 b)
odpovidajici velikost 100%
umisténi: vlevo od obrazku (0,5 b)
obrazek “Erasmus+" |Stejné jako snimek 2 (0,25 b)

body

= Interactiyi
- .Lighten
bag

\

- High cost - 600 €

LET'S DO

: - Erasmus+
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SLIDE 4
nazev Stejné jako snimek 2 (0,25 b)
Popisny text Stejné jako snimek 3 (0,25 b)
Stejné jako snimek 3 (0,25 b)
obrazek “space
s o pfidat Fade animaci k obrazku
suit (1.5 b)
s odstupem 2 vtefin
Text s odrazkami |Stejné jako snimek 3 (0,25 b)
obrazek Stejné jako snimek 2 (0,25 b)
“"Erasmus+"
vloz obrazek Erasmus+. Nastav, aby se pfi kliknuti na néj spustila (1.5 b)
animace Zmizeni u obrazku space suit.
Prechod VlozZ ke véem snimkdm prechod podle vlastni volby s dobou trvani (1,5b)

1 vtefina

body

K
G
O

Gibraltar in airplne \*N
= Neil Armstrong gave him a lunar roek

LET'S DO IT)

pnares (Grana
t space suit., N

[
| - Erasmus+
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