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Media

‘Eva 1edio gival €va oUuvoAo atrd kwdikoug, TTou divouv 0dnyieg a1o Microsoft Word
YIO VO €I0AYEI QUTOUATA KEIPNEVO, YPOPIKA, APIBUO UG GeAidW V Kal GAAO UAIKO o€ éva
éyypago. MNa mapdadeiypa, 1o medio "HMEPOMHNIA" eicdyel Tnv Tpéxouca nuepopnvia. Ta
Tedia atToTEAOUV £va avaykaio aAAG ouxva adpaTo HEPOG AEITOUPYIWYV, OTTWG Ol TTIVOKEG
TTEPIEXO MEVWIV, TA EUPETAPIA, N @OPHA ETTIOTOAWYV KAI ETIKETWV OTA £yypa@a O UYXW VEUONG
aAAnAoypagiag. Eival autopaTtiopoi Tou mpoo@épel To Word yia Thv evnuépwaon Tou
EYYPAPOU PE TA TTIO TTPOCPATA OEDOUEVA EVOG UETABANAOUEVOU OTOIXEIOU TOU TT.X . TNG
apibunong Twv oeAidwyv Tou oTNV KEPAAIDA ] TO UTTOCEAIBO, TNG TPEXOUCAS WPAG, TNG
ouVvOEDN MIAG EIKOVOG ATTO GAAN EQAPUOYT], TNG EUPAVIO NG EVOG TTAAICIOU KATAXWPENO NG
OedoUEVWY, TWV TTAQICTIWV EAEY XOU KAl TwV avadITTAO UK EVWYV AIOTWV TTOU oUVABWG
XPNO IMOTTOIOUVTAl O YOPUES. TIG TTEPICOOTEPEG POPES TA TTEDIA EPPAVICOUV KATTOIO KEIUEVO
OTO ONEI0 Tou eyypAYou, OTTOU Ta TOTTOBETEITE.

XpnoigotroiouvTtal cuvABwG yia Ta 0d0OUEVA EVOG EYYPAPOU, TTOU EVOEXETAI VA
aAAGgouV, Kaloag TTapEXouV TN duvaTdTNTA VA AvVATTPOCAPHOLETE TO £YYPa®O 0OG.

O1mwg Ba avaAUooupe oTnv eTTOPEVN SIBOKTIKA EVOTATA O TTIVAKAG TTEPIEXOM VWV
gival éva 1redio {TOC}, ToU « YA VEI» TO £YYPAPO VIO YPAUUATOOEIPEG CUYKEKPIUEVOU OTUA,
TIG EuaviCel Kal avaypd@el Tov aplBpd TG oeAidag 61Tou BpiokovTal. Av TTPOCBECETE,
a@aipéceTe A AANAEETE TN OEAIdO AUTWYV TWV YPAUPOTOOEIPWYV TO CUYKEKPINEVO TTEDIO
MTTOPEI va EVTOTTIOEI {aVA KAl VO EVNUEPWOEI EK VEOU TOV TTIVAKA TTEPIEXOUEVIIV.

Eiocaywyn mediwv

O1 KwAIKoi TTEdiWV guavifovtal yéoa o€ AykioTpa { }. Agv PTTOPEITE Va €l0AyAYETE
AyKIO TP, TTANKTPOAOYWVTAG TOUG XAPOKTAPES OTO TTANKTPOASYI0. MTTopEiTe OpwG va Ta
El0AyAyETE XPNOILOTTOIWVTAG Tn ouvTopeuon TTANKTpoAoyiou CTRL+F9.

Y1rdpxouv duo TPOTTOI YIa va EI0AYETE £va TTEDIO O€ KATTOIO O NUEIO TOU £yypA®OU OAG:
1)O mpwTog gival va TrathoeTe [Ctrl+F9] 010 onueio eiIcaywyng Tou Trediou

KOl KATOTTIV VO YPAWETE JOVOI 0aG TOV KWOIKA Tou. Oa eupavioToUv AyKIoTpa { } Ka1 0TO
EOWTEPIKO TOUG 0 dpopéag Ba avapével TNV TTANKTPoAGynon Tou mediou. O TpOTTOG auTdHS
TTPOUTTOBETEI TN YVWON TNG Ovopaoiag Tou Tediou 600 Kal T owao TR ouvTagn Twv
TTAPAPETPW YV TTOU EAEYXOUV TN CUMTTEPIPOPA TOU TTEDIOU.

M.x. el0byeTe €va Tedio yIa TNV NUEPOUNVia

O kKwdIKOG 7/30/2010 divel atroTéAeoua 7/30/2010

(KAIK oTO TTEdi0 TTOU EI0AYATE XElpoKivnTa KAl TTAAKTPO F9 yia evnuépwaon wWoTe va BEiTe TO
ATTOTEAEC Q)

O KwoIK6G 1:00 PM divel amrotéAeopa 1:00 PM
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2)To Word oag divel TN duvatdTNTa Va €I0AYETE TTEDIA OTO £yypaPo hEoa atrd TTapdbupa
olaAdyou.
1. Kavte KAIK 010 onueio 6trou B€AeTe va elcaydyeTte £va TTEdIO
2. 2710 pevou Eiocaywyn, KAvte KAIK 0TV evioAnr MNedio.
3. Zmnv avadimmAoupevn AioTa Katnyopigg, UTTopeiTe ve €TIAEEETE W1 KATnyopia A va
apnoeTe TNV Aoy} OAeg.
1:00 pp

fedio El@

EniEn nedio [Carrryreg rwdioy Erdimd ( nolien

Komyopies Moppdi muapenreeog)

Qv uomouy Gofboyes ot nelioo ya cus
10 nzkdo

Mepypory:
H 104 00000 koo

[7] frrmipnon popgoncinary: 11w my smpson

| Kgplwon nediarv | o ao |

4. AvdAoya pe Tnv katnyopia tTou Ba emAEEETE 0 TNV evOTNTa OVvOpaTa Trediwyv, Ba
eMeavioTouV Ta KaTaAANAa Tedia. Kavovtag KAIK o€ €va Ovoua TTediou 1o THAPO
Mepiypa@r Oa ep@aAvIoTE Jia TTEPIANTTTIKH TTEPIYPAPK TNG XPAO NG TOU Kal 0 TO OEEi
TUAMa Tou TTapadupou diaAdyou ledio, Ba TTAPOUCIACTOUV OPICHEVEG ETTIAOYEG,
avaAoya Pe TIG 1810 TNTEG TOU KABE TTediOU, 01 OTTOIEG €ival XPAOIUES YIa TNV
TTOPAPETPOTTOINOT) TOU

5. Av eTTIAECeTE KATTOIO TTEDIO, TTOU DEXETAI TTAPAPETPOUG, TOTE AV KAVETE KAIK OTO

KOUH'ITi Kwdikoi Tediw v Ba deite Tov KwdIKa TTou ei0ayel 1o Word 010 £yypago.

ErviBre el el wyres nadion v rpupayrgd voue
(Ve Kadwod rulioy
(o) - TiME

Qvigmra nliare TINE [ "Exedrvs Hpuryvis- Do’

Neprrpogd:
Hpdyouon dpa

13 LoTOnon LODPOTTINGTY, BITD TV EVRE 00T

| Andepopn rutuiy | | Eadvoac. = Ango

6. Kdavovtag KAIK 010 KOUMTTi ETTIAOYEG gpgaviovTtal o1 DIaKOTTTES (TTAPAUETPOI TOU
Trediou KaBWG Kai n eTe€ynon Toug. O d1akATTTNG ival pia €I1KH odnyia n oTroia,
oT1av 1o1T00eTNOEI o€ Eva TTEDIO, TTPOKAAEI Y1 O UYKEKPIPEVN VvEPYEIQ. 1T
TTapAadelyua, n eicaywyn Tou d1akoTTn \* Caps o€ éva medio kaBopilel 6T To TTPWTO
YPAPMHa KEOBE AEENG TWV ATTOTEAECPATW V TTEDIWVEIVAI KEQAAQiO.
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EvaAdayn peraéu twv KwWOIKWV TESIWV KAl TWV AITOTEAEOUATWY TOUS

Ta media dev eival aUTOOKOTTOG OAAG EI0AYOVTAI YIA VA ETTIOTPEWO UV KATTOI
amroteAéopata. OTav 10 Microsoft Word ekTeAei TG 0dnyieg evog Tediou Tapdyel KATToIo
ATTOTEAEC A, TTOU €ival EPPAVION-EI0AYWYH KEINEVWYV 1 YPAQIKG O¢€ Eva Eyypago. Ta edia
Moiddouv Aiyo pe Toug TUTToug 010 Microsoft Excel: 0 kwdikog rediou gival OTTwg o TUTTOG
KAl TO ATTOTEAEOMA TTEDIOUEIVAI OTTWG N TIUF TTOU TTAPOUCIALEl O TUTTOG.

Eioayovtag €va 1edio o€ KATTOIO ONUEIO TOU EYYPAPOU 0OG, OUVIOWG EVOIAPEPEDTE YIA TO
atroTéAeopa Tou TTEdiou Kail &I yia Tov KWOIKA Tou. QoTO00 O€ KATTOIEG TTEPITTTWOEIS Eival
ATTAPAITNTO VA OEITE TOV KWOIKA TOU TTEDIOU, TTPOKEINEVOU VA TO TPOTTOTTOINOETE.

Mo va epeavioeTe ] va ATTOKPUWETE TOV KWOIKO TTEDIOU YIa £va OUYKEKPIUEVO TTEDIO,
KAvTE KAIK 10 TTEdi0 () OTA ATTOTEAEOUATA TTEQIOU)KAI OTN OUVEXEID TTATACTE TO OCUVOUAC O
TTAAKTPWYV SHIFT+F9. To diadoxikd Tratnua SHIFT+F9 yéoa o€ £va medio, evaAAdooeEl ToV
KwOIKO Tou TTEdioU Kal TO ATTOTEAEOU A TTOU TTAPAYEIL EVOANOKTIKA KAVTE OEEi KAIK TTAVW TOU
Kal ETTIAEETE EvaAAay ) KwOIKWV TTEdiwV. INa va EPAVIOETE 1] va ATTOKPUWETE TOUG KWOIKOUG
Tediwv 010 £yypago, eIAECTE ETTeCepyaia = EmAoyri OAwv kal Tatiote F9.
Mo mapadelyua, edv otn B€on £vog TTivaka TTEPIEXOMEVWY gu@aviCeTal To TTedio {TOC} auTtd
ONUAivel 0TI O TTIVAKAG TTEPIEXOMEVW YV EXEI EI0AXOET OTO £yypaPo 0ag wg TTEDIo. dnA.
eM@aviCeTal To Tedio 0Tn B€oN TwV ATTOTEAEOPATWYV TTEdiOUlN I va TTPOBAAETE Ta
QATTOTEAECUATA VIO TOV TTIVAKQO TTEPIEXOMEVWYV, ETTINEETE TO TTEDIO OAOKANPOU TOU TTiVAKQ
TTEPIEXO MEVWV, O UPTTEPIAANBAVOUEVWYV KAl TWV ayKIOTPWYV {} KaI, OTN CUVEXEIQ, TTIECTE TO
TTAAKTPO F9.

Etriong yia Tv autégatn epeAavio n/ammokpuyn TwVv AmmoTEAECUATWY TTOU TTAPAYOUV TO
Tedia, auéowg PETA TNV €I0QYWYH TOUG OTO £yypago, eTTINEyeTe Epyaleia = ETIAoyEG =
KapTEAa [NpoBoAn kal atmoeTTIAEyeTE TO TTAQIOI0 EAEyXoU Kwdikoi TTediwv. ZTnv avTifeTn
TEPITTTWON o TNV 006vnN Ba gppavifovTal yévo o1 KwdIKoi TTediw V. ETTiong akpiBwg atro
KATW utTdpxel n avadimmrAouuevn Aiota Zkiaon mediwv, n otroia kaBopilel av Ta TTedia TTou
EXETE €I0AYEI OTO Eyypago Ba gu@avifovral he okiaan, wWoTe va EXwpPICouv atrd To KAVOVIKO

Keipevo TTAVTA, HOVO OTaV ETTIAEYOVTAl A TTOTE.
Emihoyic @@

MNapakohalBran aahayon ETolxzia wpham EupatdmTa Gégelg apuEion

MpoBohn Mevika EnzEzpyadia Exminwan AnoBrksuon Aopahaa OpBoypaipia & ypoupaTkr
Epipidyian

Napalupo epyamary KaTa Ty kkivnan 'ERUnveEg EMKETEG [l NapdBupa o ypauun spyamy

Enaripavan Kivolpzwo Keipzvo Wi mziey

[ zemdiobeikTe; Ol YRapU ORI i ri=hio:

TRapL KATATTAdT G KaTakbpupn ypaupr kidang | MavToTe ¥

FupPouhis oBdvng [ toag awxdwvoy Mot
Znpadia popponoindrs OToY ey

[ #oparmpe; Tab [ kpupd keipeva

[ saomjama [ Mpooipemied svamed

[ Zrpafia nopoypapou onn
Enminoyés skTinwang kal iaTagng web

Eye0in [ kzwtse wipog peTafl oehituy (povo oz npofokn L inwancl

[ avrupiimss ovmsapsvoy [ #piipoma qéwmon ko swdveg (Mavo npofok skminoang)

[ Opia kapgvou Kamakdpuipog wapakag (povo ae npofoh kminmang)
Emhoys GiapBpuwans kar kavovikns npofohng

[ avadinhoon ypoppces MAATOE NEpIoKG OTUA 2,01 &k, £

[ Npéyepn ypauuarasepa;

l (0] ] [ ‘BEUDD ]

Kartd tnv eKTUTTWON TA TTEQIA TUTTW VO VTAI WG KAVOVIKO KEIUEVO.
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Evnuépwon mediwv wore va gueavifouv ta mo mpooeara
arroreAéouara, KAsiowua kai diaypaen mediwv.

Mo va evnuepWOoEeTE JOVO £va TTEDIO, KAVTE KAIK OTO TTEQIO 1] 0T ATTOTEAEOPATA TOU
edioOU KAl 0Tn CUVEXEIQ TTIECTE TO TTARKTPO F9.
MNa va evnuepwoeTe OAa Ta TTEdia 0€ Eva £yypa@o, TTIAEGTE TNV EVTOAR] ETriIAoyR 6 Awv 010
Mevou ETre§epyacoia kal 0Tn ocuvEXeia TTIECTE TO TTANKTPO F9.

Ortav BéAeTe va eptrodioeTe TNV aAAayn VOGS TTEdIOU UTTOPEITE Va TO KAEIBWOETE. TO
KAEIdW A €ival xpAoIuo €AV BEAETE va apXEIOBETACETE £va APXEIO TTOU OEV TTPOKEITAI VO
aAAGgel TTAEoV, va gutTodioeTe KaTd AGB0G aAAayEG i va euTTOdIcETE TNV EVNUEPWO N EVOG
OUVOETHOU TTPOG €va apxeio, To otroio dev uttdpxel TTa. To Word dev evnuepwVEl Ta
KAEIdwuEVa TTedia. MNa va KAEIOwoeTe Eva TTEdI0 WOTE VA PNV YiIVETAl EVNUEPWON O TA
ATTOTEAEOPATA TOU, KAVTE KAIK OTO TTEQI0 KAl 0 TN ouvéxela TTIECTE Ta TTAAKTpa CTRL+F11.INa
va EEKAEIBWOETE Eva TTEDIO £T01 WOTE VA €ival dUVATH N EVNUEPWON TWV ATTOTEAEC HATWV
Tediou, KAVTE KAIK 070 TTEdi0 KAl 0Tn ouvéxela TIEoTe Ta TTAAKTPpa CTRL+SHIFT+F11.

Edv éva redio eppavilel A\avBaouEveg TTANPOPOPIES, TTPETTEI VA EVNUEPWOETE TA
atmoTEAEOPATA TOU TTEQIOU KAVOVTAG KAIK OTO TTEQIO KAI TN CUVEXEIQ TTATWVTAS TO TTARKTPO
F9. Edv kai TTaAI o1 TTANpo@opieg dev evNUEPWOOUY, UTToPEi TO TTEDIO Va gival KAEIBWHEVO.
MNa va EekAedwoeTe 10 TTEdIO, KAVTE KAIK OTO TTEDIO, TTIECTE TO CUVOUACHO TTARKTPW V
CTRL+SHIFT+F11 ka1 oTn ouvéxela TIECTE TTAAI TO TTANKTPO F9.

Edv emixeIpAoETE va evNUEPWOETE £va TTEDIO TTOU €ival KAEIBWPEVO 1) va
eTeCEPYaOTEITE TOV KWOIKO ToUu, T0 Word Trapdyel £va nXnTikd orfua.

Aiaypaen mediwv

Alaypa@eTe Eva TTedio AV TO €TTINECETE KAl TTATACTE delete.
Avapopd mediou og CUYKEKPIEVO OTUA op@oTtToinong

Ynoevotnto 4

Mo va ouptrePIAN®OEi 0 TTAPATTAVW JOPPOTTOINUEVOS TITAOG TT.X. TTAPAYP APOU O€ TTiVaKA
TTEPIEXO MEVWV, UTTOPEITE Va elodyeTe To TTeEdio TC (Table of Contenets) pe mn BonBeia TnG
EVIOANG :

Eicaywyn = lMedio... (OTTwG TTAPOUCIAC TNKE TTPONYOUNEVWG),

MANKTPOAOYOUE TO KEIPEVO TTOU BEAOUME VA ENPAVICETAI OTOV TTIVAKO TTEPIEXO MEVWIV:
YmoevomTta 4 otnv EvétnTa 1816 M TEG rEdiou, KaTaxwpion Keipévou (BAETTE TNV KO VA
TTOU aKOAOUBEI). 2TnV evoTNTa ETrIAOYEG TrESiOU, TOEKAPOUE TO TTAQICIO EAEYXOU
ETritredo AdpBpwong dnAwvovTag 010 KATAAANAO TTAQICI0 EAEYXOU TO TTPOKABOPICUEVO
OTUA €TTIKEQAAIDOG, TTOU BEAOUUE VO eQapuooTei OTOV TITAO pag: YTToevoTnTta 4. [NpocégTe
o1 10 Tmedio TC gival JOPPOTTOINPEVO WG KPUPO KEIMEVO KAl OEV EUPAVICEI KaVEVA
ATTOTEAEO PO OTO £yypa@o. [Na va TTPORANETE AUTO TO TTEDIO, KAVTE KAIK OTO KOUUTTI
Ep@avion/amékpuyn il oTn Baoikn ypaup n otroia eueavifel Toug Kpu@o ug
XOPOKTAPEG £VOG EYYPAPOU(TT.X. KPUPO Keiueva, anuadia Trapay paew V)
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O KWAIKAG Tou TTEdIOU QaiveETal TTAPOKATW ( O€ NAEKTPOVIKA JOP PN QAIVETAI OTNV ETTOUEVN
YPOAMMN, APKEi va ETTIAEYEI TO KOUUTTI il )

Mo va gival opatd 10 ‘TTedi0’ KAl va EPPAVICTEI OTOV avayvwoTn €Xouue agaipéoel Ta {}

Enih£ETe nedin I TEG NEdiou EmihoyEs nadiou
Kamyopies: KOTaxipna KEPEYoU;

[hec] w YozwdTmTa 4 KOTOxmpnon Mivorg NEQIEX0MEYLY O £yypapo
ME MoAkols Mivakes

O OpaTd mEdion: Eninsfio digpBpooang: 4
SkipIf -
StyleRef [ anokpinTs tov opifips oehisas

Subject
Symbol
Th
TiZ
Template
Time
Title
TR,
Tz
Userdddress
UserInitials
Userfame
*E b
Meprypacpry:
EMUawar) Jids KaTORmpnaTg T2 Mivaka NEpiExopEy

) e

To id10 akpIBw¢ atmmoTEAecua Ba TTPOKUWEI PE TRV ElI0aywWYH Tou TTEdiou XElpoKivnTta
AapBavovtag uttdYn TIG AKOAOUBEG TTANPOPOPIES YIa TO TTEDIO.

Kwdikoi rediwv: edio TC (Kataxwpnon Tivaka TTEPIEXO EVV)

{ TC "Keiuevo" [AiakomTeS | }

OpiCe1 TO KeipeEVO KAl TOUG APIBUO UG OEAIBWV YIa TIG KATAXWPINOEIG O€ £vav TTivaka
TTEPIEXO MEVWV KAl OE AIOTEG TTIVAKWYV, EIKOVW V KAl TTAPOPOoIW V TTEPIEXOMEVW V. EloaydyeTe
éva 1Tedio TC apéowg TTPIV aTTO TO KEIPEVO TTOU BEAETE va CUUTTEPIANGOET O Ta TTEPIEXOMEVA.
Mo va CUYKEVIPWOETE TIG KATaXWPAOoEI§ Tou TTediou TC o€ pia AioTa TTEPIEXOUEVWYV,
XPNOIMOTTOINO TE TNV £VIOAN Eupetipla Kal TTivakeg armo 10 deuTEPEUOV HEVOU Avagpopd
oT1o pevou Elcaywyn. Eicaydyete £va medio TOC (IMivakag TrepIEXOPEVWV) OTO ONUEIo
OTTOoU BEAETE VO BpioKovTal T TTEPIEXO UEVA TOU EYYPAPOU.

Odnyieg

"Keipevo"

Keipevo TToU B0 EHQAVIOTEI OTOV TTIVAKA TTEPIEXOUEVWV YIA IO KATAXWPENO N.

AIOKOTTTEG

\f TUTTOGQ

O TUTTOG TV O TOIXEIW V TTOU O UYKEVTPW VOVTAI OE UIO O UYKEKPIPMEVN NIOTA TTEPIEXOU EVWIV.
XpnoluotroIAo T £va Povadiko avayvwpioTIKG yia Tov Tumo (ouvhewg éva ypauua atrd 1o
A-Q) yia k@B¢ TUTTO AioTag. MNa map ddeiyua, yia va dnUIOUPYAOETE Mia AioTa EIKOVWYV,
onNUadEéWTe KABE eIkOva pe £va tredio, OTTwg 10 { TC "Eikdva 1" \fi }, 61T0U 10 "i" dnAW VEI
MOVO KaTaXWPENOEIG EIKOVWYV. EAv dev £x el KaBopioTei Kavévag TUTTOG, N KATaXwENon
MTTaiVEl OTN AIOTA VOGS TTIVAK O TTEPIEXO EVWV.

\I ETriTredo
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To eTTiTedo TNG KATAXWPENO NG TTiVOKA TTEPIEXOMEVWYV. [Na TTapadely pa, 1o Tedio { TC
"Elcaywyn 6edopévw V' \I 4 } onuadelel pia kataxwpnon emimmédou 4 kai o Microsoft Word

EQAPPOLEI TO eVOwNATWPEVO OTUA 114 o€ auTA TNV KaTaXWPENo N o ToV TTivoKa

TTEPIEXOMEVWYV. EAV Oev €x €l KaBoploTei eTTITTEDO, ETTIAEYETAI TO €TTITTEDO 1.

\n
MapaAeitel Tov aplBud oeAidag yia TNV KaTaxwpnon.

KdavovTtag KAIK 010 KouuTri Epgdvion/atrékpuyn BAETTOUPE TOV KWAIKA TOU TTEdiOU TC

ETiiTAéov €xel oupTTEPIANYB El O TOV TTiVaKA TTEPIEXOMEVW V. H dnuioupyia TTivaka

TTEPIEXO MEVWV ATTOTEAET AVTIKEIMEVO TNG ETTOPEVNG DIOAKTIKNG £VOTATAG.
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