2YNOETH MOP®OIMNOIHZH KAl OPTANQ2H ETTPA®OY

To keipgevo TTou TTANKTPOAOYEITE O€ €va £yypa@o gival ammAwg n apxi — o1 AéEeig
MOVO BeV PHETAPEPOUV TTAVTA TO HAVUUA.

Eivalr euavayvwoTo 10 £yypa@o; =exwpifouv Ta onuavtika onueia; MATTWG €ivai
KAAUTEPQ VO PETATPEWETE PIA TTAPAYPAPO OE AiOTQ;

2Tn ouvéxela Ba PdAbeTe TTWG PTTOPEITE va OWOETE EUPACHN OTO KEIPMEVO Kal va

onuIoupynoeTe AioTEG, KABWG KAl TTWG PTTOPEITE va TTPOCOWOETE POVaAdIKO GTUA
oTO £YypPaQo.

Mop@oTtroinon KeIPEVOU Kal EQAPHUOY OTUA

AshTioTUnouY
H'Contoso® avakoveivel Ta anoTeheopaTa kepBuiv'yia-To  Tpipnv o
Byvodockepbuv oo oUYKPION e TO NPONy oUpey o £T0CY

H'Contoso® Pharmaceuticals: avakoivioos: ofpepa’ kabapd: tooda T Tatzws:
Twv €1, 2" ekaToppupicov,* €0, 06 avarpeToy A, yIa Ty SEKaTn KT
gpBopadar Tour TETApPTOU TRIPAV oL yia Ty pron 2004 nou- gAnte omic 30
Iouviou, os oUYKpIGH JHE aASIa” TN TAEEWE TLw €2, 3" EKaToppupioy,* 1
€0,057 ava peTox | yIa-To TEAEUTaI 0" TRiNvo " TN Y pRong 2003.- O nwARcEelC
avihBav-oTa €48, 1" exaTopplpia,” NToon” and Ta*€49,0" ekaTopplpia nou:

avapepBnKay y1a 1o 810 Tpipnv o Tou  npony o eV ou” EToUC.Y

‘EYYypO@O TTOU atraiTei JOPPOTIOIiNnan.

TNV €IKOva gp@avideTal éva owoTd TTANKTpoAoynuévo deATio TUTTOU. QOTOCO, N
EUPAVION TOU KEIPEVOU gival TTavTou idla. Aev UTTApXouVv TITAOI 1] ETTIKEQOAAIDEG,
oUTe KaBodnynTIKA onueia péoa oto €yypago — TitTrota dev utTodnAwvel "Autd
gival onuUAavTIKG, TTPOCEETE £dW".

Mrtropeite ypriyopa va aAAAEeTe TNV ePPAvIion evOg eyypa@ou. AWoTE EUPacn OTo
KEIMEVO PE pop@OTTOIiNOoN £viovng YPO®AG, TTAAYIOG YPA®NG 1 UTTOYPAUMIONG.



AnpioupynoTe NiOTEG KOl XPNOIYOTTOINOTE TA OTUA, éva epyaAcio TTou oag Bonbd
VO HOPQPOTTIOINCETE £VA £YYPAPO.

MapakdTtw Ba YABETE TTWG PTTOPEITE VA DIAPOPPUWOETE TA Eyypapd odg, yid va
KATEUBUVETE TNV TTPOCOXI OTA ONUEIQ TTOU TTPETTEL.

MpooOikn éupaong

210 TTapaTTavw TTapadelyua 1o OEATIO TUTTOU KOIVOTTOIEI Ta KABapd £€00da Kal TV
Tyl petoxng tG Contoso Pharmaceuticals. Mtropeite va €moThOeTE TNV
TTPOCOX] O€ QUTEG TIG ONMPAVTIKEG TTANPOQOpPIEG TTPOCOETOVTAG EuQOCh ME
Mop@oTToinon €viovng Ypa®ng, TTAAyIag ypa@ng r utroypduuiong. Mtropeite va
TO KAVETE AUTO HE KAIK OTO QVTIOTOIXO KOUMPTTE H  XPNOIYOTTOIWVTAS TO
TTANKTPOASYIO.

EmAEETE TO KEIPEVO OTO OTTOIO BEAETE Va ETTIOCTACETE TNV TTPOCOXI KAl £TTEITA OTAV
Kopdéha, otnv kaptéAa Kevrpik, otnv oudda Mpapparoceipd, €MAEETE TOV
TPOTTO MOPQOTIOINONG TOU KeIgévou. lMa TTapddelyua, KAVTE KAIK OTO KOUMTTI

‘Evrovn ypaon i (uTTOpEiTE Va KAveTe TO iBI0, €AV TTATACETE TO OUVOUAOUO
TANKTpwV CTRL+B). Autd T0 €idog popoTToinong eival 181aiTepa XpRoiyo, otav
BEAETE va aAAGEETE TN HOPPI MOVO OPICPEVWV XAPOKTHPWY 1 A£¢ewv OTO CWHA
TOU £YYPAPOU.

Edav ammogacioete 0TI n €viovn ypa®r Oev apuOlEl, UTTOPEITE €UKOAQ va Tnv
avalpéoeTe. APEOWG META TNV €@appoyn Tng évriovng ypaong, otn Fpaupn
gpyaAgiwv ypRyopng mTpooBaong, 0To £TAVW PEPOG TOU TTapaBupou, KAVTE

KAIK oTo koupTri Avaipeon 7 7. EVOANGKTIKG, ETTIAEETE TO KEIPEVO KAl KAVTE Eavd

KAIK 0TO KOoupTri ‘Evrovn ypaen ]

Mrtropeite €Tmiong va aAAGEETE TO XPWHOA YPAPPOTOCEIPAG yia va exwpilel To
KEINEVO OaKOPA TTEPIOOOTEPO. ETTIAEETE TO KeEipevo Kal OoTnv KapTéAa Kevtpikn,
oTnVv oudda MpappaTooelpd, TTIAECTE XpwHa ypaupmooslpdg& “. Kavte KAIK
o010 BEAOG Kal KIVAOTE TO ONWEIO el0aywyAg TTAvw OTa XpwuaTta. EpgaviCetal pia
TTPOETTIOKOTINGN KABE XPWHATOG. KAVTE KAIK OTO XPWHA TTOU TTPOTIMATE.

FpAyopn TPooOiRKn GTUA

210 TTapAdelyud pag o TiTAog "AeAtio TUTTOU" Ba TTPETTEl va gEXWPICEl Kal va
onAwvel To BEua Tou eyypdgou.



MTTOpEITE VO XPNOIUOTIOINCETE Pop@OTToinon éviovng i TAAyIag ypa®ns yia
Eueacn, va aoAAagete TO PEYEBOG yPAPPATOOEIPAG Kal £TTEITA VO OAAAEETE TO
XPWHA  ypappaTooelpds. Avii Ouwg va ekTEAEOETE KABe Prua  &exwploTd,
MTTOPEITE Vva e@apudoete Ta Fppyopa oTuA. [pdkerTar yia €Toiya cuUvoAa
HOop@OTIOiNONG TIOU  UTTOPEITE  va  XPNOIMOTIOINCETE  yia  va  OAAGEETE
YPOUMOTOOEIPd, HEYEDOG YPOAUUATOOEIPAG | XPWHA YPAPUATOOEIPAG UE €V KAIK.
Xpnowgotroiwvtag  1a  priyopa OTUAN  pTTOpEiTE,  yia  TTapddelyua, va
MOPQOTTOINCETE EUKOAA TITAOUG KaI ETTIKEQPOAIDEG.

MNa va TpooBEoeTe Eva OTUA, ETTINECTE TO KeipeVo TTOU BEAETE va aAAGgeTE. 'ETTEITa,
otnv KopdéAa, otnv kKapTéAa KevTpikn, oTnv oudda ZTUA, TOTTOBETAOTE TO OEIKTN
oe éva oOTUA. Mropeite va O¢ite TTWG Ba @aivetal éva OTUN OTO £yypa@o
TOTTOBETWVTAG ATTAWG TO OEIKTN, XWPIG va XPEIAZETAI VO KAVETE KAIK.

Edv dev BAETTETE TO OTUA TTOU BEAETE, KAVTE KAIK 0TO KoupuTri MepioodTepa ™ yia
va avaTrtugeTte T ouAhoyr FpRyopa oTulA. ATTO Ta GTUA TTOU gP@avifovTal, KAVTE
KAIK O€ QUTO TTOU TTPOTIUATE.

Aev ypeldleTal va avnouxeite yia Tuxov AGOn katd Tnv €TmAoyr] €vOG OTUA.
Mrtropeite TAvTa va €TMIAECETE €va DIAQOPETIKO OTUA, e€@appoloviag Ta idia
Bruarta f UTToPEITE va diaypAWeTe TN HOPPOTTOINCN KOl TO OTUA.

Anuioupyia AioTag

210 TTapAdelyud pag 1o OeATiO TUTTOU ETTIONUAIVEI OPICPEVOUG AOYOUG TNG
EMTUXIOG TOU TPIPAVOU. AUTO TO Keinevo Ba {exwpidel aTTOTEAEOUATIKOTEPA, €AV
Hop@oTToINBEi WG AioTa.

Mrtropeite va Onuioupynoete AioTeg e apiBunon 1 ME KOUKKIOES, yia va
ETTIOTACETE TNV TTPOCOXI O€ OUYKEKPIMEVA ONUEIA A yIa va TTAPOUCIACETE 0dNYiEG

Bripa mpog Pripa.

EmAEETE TO Keipevo TTou BéAeTE va peTaTpEéweTe o€ AioTa. 'ETTeITa, otnv KapTéAa
Kevtpikn, otnv opdda Mapdypa@og, Kavte KAIK €ite 0To KOuuTri KOUKKidEG =
eiTe 010 KOUPTTi ApiOunon =

ZupgBouAnl TMa va deite Ta JIAPOPETIKA OTUA KOUKKIdWV 1l apiBunong Trou
MTTOPEITE va ETTIAECETE, KAVTE KAIK 0TO BEAOG, 0TO KOUpTTi KOUuKKideg ] ApiBunon.



Otav xpel1adeote mePIooOTEPO (] AlyOTEPO) XWPO

Mrtropeite va TTPOCAPUOOETE TO BIACTIXO METAEU TWV YPAUMWY TOU KeluEvou. Eav
TTIPOTINATE PEYOAUTEPO ) MIKPOTEPO BIACTIXO PETAEU TWV YPAUPWY O OAOKANPO
EVYYPOQ@Oo A 0€ pIa eTMIAEYUEVN TTEPIOXN KEINEVOU, OTTWG TT.X. O0TnN d1EUBuUvon HI0g
ETTIOTOANG, €ival EUKOAO va TO OANGEETE.

MNa va aAAageTe To BIAOTIXO O€ €va OAOKANPO £yypago, TTPETTEl va ETTIAEEETE OAO
TO KEPNEVO OTO €yypa@o Tratwvtag 1o ouvduaoud mTANKTpwv CTRL+A. TNa va
aAAGEeTE TO BIACTIXO VIO Wi JOVO TTaPAYPAPO, NTTOPEITE ATTAWG VA TOTTOBETHOETE
TO ONuEio el0aywWYNRS HECA OTO Keiuevo, ONAadn dev XpeIAdeTal va TO ETTINECETE.

‘Emreita, otnv kaptéha Kevrpiki, otnv opdda Mapdypa@og, KAvTe KAIK OTO

, . b= . . , . .
KOUTTI Alao'rlxo|*— . 'Eva onuddi eAéyxou oTn AioTa UTTOOEIKVUEI TO TPEXOV
01a0TIX0. KAvTe KAIK OTO VEO BIAOTIXO TTOU BEAETE.

ZupBouAn Edv 10 &1G0TIXO0 pETOEU Twv Trapaypd@wv eivalr uttePBOAIKO,
avadntioTe Ta E€mTTAéOV ONuUAdIa TTapaypd@ou HETALU Twv TTapaypda@wv.
AlaypdwTe Ta yIo va €EOAEiYeTE TO TTEPITTO KEVO diaoTnua. MNa tnv gueavion n
QTTOKPUYN TWV CNPAdIWV JopPoTToinong, oTnv KapTéAa KevTpikni, oTnv oudda

Mapdypa@og, KAVTe KAIK OTO KOUUTTI Ep(pci(wcrr|IA1T<'>KpUl.|Jr|I i

E@apHOYA EVIUTTWOI0KWY OTUA

270 TTOPAdEIYHA Pag N ePPAvIon Tou OeATIOU TUTTOU E€ival TWPEA IKAVOTTOINTIKK.
AlaBETel TITAO Kl ETTIKEQAAIOEG, MOPQPOTTOINCN €VIOVNG YPOPNG ME DIAPOPETIKO
XPWHO  YPOUUATOOEIPAG ToviCoviag Ta KaBapd £00da, KaABwg Kal  pida
Mop@oTroinuévn AioTa.

Qg TeAeuTaio Brpa, deite Ta cUVOAa ypriyopwv oTUuA. MpokeiTal yia oUvoAa OTUA
TTOU UTTOPOUV VA AAAAEOUV ONUAVTIKA TNV EUPAVION OAOKANPOU ToU eyYPAYOU HE
éva KAIK. KdBe ouvoAo trepIAapfBavel oTul yia did@opa eTTiTreda eTTIKEQAAIDAG,
OWPATOG KEIPEVOU, ATTOOTIAOUATWY Kal TiTAwv, 0TTou OAa gival oxediaouéva yia

OMadIKN EQapPUOY.

Ta ouvoAha ypriyopwv OTUA evwy aAAGlouv Tnv eu@Avion Tou eyypagou, OtV
aAAGCouv TO 1dn eQapPOCHEVO €idOG PopoTroinong i oTUA. Na TTapddeiyua, éva
OTUA TiTAOU Ba avTikataoTaBei ammd éva oTul TiTAou Kal Oyl T1.X. atmd €va OTUA
"EmKe@aAida 1".

MNa va o¢ite WG Ba @aiveTal TO £yypa@o €AV EQAPUOOTEI Eva GUVOAO ypriyopwv
OTUA, otnv kapTéha Kevrpikn, otnv oudda ZTuA, KAvVTE KAIK OTnV €TTIAOYN
AAAayn oTUA Kal €TTEITa ZUVOAO OTUA.



MeTakiviioTe TO O€IKTN TOU TTOVTIKIOU OTa OTUA, 0Tn AioTa. KaBwg a@rivete 1O
ociktn o€¢ K&Be oUvoAlo OTUA, oTn AioTa, pTTopeiTe va Oeite TIC aAAAYEG OTO
Eyypa@o. Edv oag apéoel KATToI0 0UVOAO, KAVTE KAIK. A TTapadelypa, YTTOPEITE
va OOKIPNACETE TO GUVOAO ZUYXPOVO yia auTo TO OeATIO TUTTOU.

ZupBouAnl  Edv epappocete diIdQopa XPWHOTA KAl YPAPMATOOEIPEG O éva
OUVOAO YPAYOPWYV OTUA, PTTOPEITE VA XPNOIUOTTOINOETE ETTAVEIANUPEVA QUTEG TIG
EQPAPUOOUEVEG aANQYEG, €AV TIG OTTOBNKEUOETE WG OIKO 0ag GUVOAO Ypryopwv
OoTUA. MTTopeiTe €1TioNG, €av BEAETE, va €QAPUOOETE £€va OUVOAO ypryopwyv OTUA
oe Oha Ta véa €yypaga. Avatpéte otnv Kdpta ypriyopng avagopdg, yia va
MABETE TTWG.

AAAayn Tou TTpoEeTTIAEYHEVOU BEOTOG

To BOépa civar €va oOUvOAO evoTToINUEVWY  OTOIXEiWV  oxedioong  TTou
dlIaUOPPWVOUV TNV OWn Tou Egyypd®ou O0ag, XPNOIKMOTTIOIWVTOG XPWwuaTa,
YPOUMOTOOEIPEG KAl ypagikd. Eival évag ypriyopog Kkal €UKOAOG TPOTTOG va
OWOETE ETTAYYEAMATIKY KOl POVTEPVA eUPAVION O €va OAOKANPO £yypa®o Tou
2007 Microsoft Office System. To Béua eyypdgou eival pia opdda eTmAoywv
Mop@oTtToinong TTou TrepIAAPBAvEl éva OUVOAO XPWHATWY BEépaTtog (To oUvoAo
XPWHATWY TTOU XENOIUOTTOIOUVTAl O€ £va OpPXEio), éva GUVOAO YPAUUATOCEIPWV
Bépatog (éva oOUVOAO KUPIwV Kal OEUTEPEUOUCWY YPOAUHATOOEIPWY TTOU
EQPaPUOCeTal O€ €va OpPXEIO, OUUTTEPIAGUBAVOUEVWY TWV  YPOUMOTOOEIPWY
ETMIKEPAAIOOG KOl OWHATOG KEIPNEVOU) Kal éva OUVOAO @€ BEuatog (éva ouvoAo
OTITIKWV  XAPOKTNPIOTIKWY TIOU  £QAPUOCETAl O€ OTOIXEId €VOG  apxEiou,
OUNTTEPIAAUBAVONEVWY TWV EQE YPAUMPWY KAl YEUIOHATOG).

KaBe éyypago T10U  Onuioupyeite  xpnoipotroiwvtag 1o Microsoft  Office
PowerPoint 2007, to Microsoft Office Word 2007 4 to Microsoft Office Excel
2007 Trepiéxel Méoa Tou éva BEpa — akOun Kal Ta Kevd, véa éyypaga. To
TTPOoETIAEyUEVO Bépa eival To Ofua Tou Office, pe Aeukd @OVTO Kal OKOUPEG
atmmoxpwoels. Otav epappolete €va veéo BEua, To Ofua Tou Office avrikaBioTaral
atmd o véa gu@avion, OTTWG TO OKOUPO @QOVTO KAl TA QWTEIVA XPWHATA TOU
Bépatog Metro. Edv BéAete TTpoetTiAeyuévo BEa dIaQopeTIKO atmd 10 OEua Tou
Office, utopeite va e€oikovounoete xpovo kabopifovtag OTIC TTPOTIMACEIS TOU
EYYPAQOU 0ag €va OIaQopeTIKO TTPOETTIAEYHéVO BEéua. OANo TO TTEPIEXONEVO
(keipyevo, TTivakeg kKal ypa@ikd SmartArt) ouvdéeTal duvapikG pE TO BEuQ,
OUVETTWG, OAAGCovTag TO B€ua, aAAdlel autouata Kal N €PEAvion Tou
TTEPIEXOUEVOU OAG, EKTOG EAV TO TTIPOCAPUOCETE.

MNa va aAAa&ete TN ouvoAikn epeavion Tou gyypdgou Office Word 2007, aAAGleTe
1600 T0 BéPa 600 Kal To oUVOAO OTUA. MTTopEiTE KATOTTIV VO OPIoETE TO BEPA WG
TIPOETTIAEYUEVO YIa OAa Ta véa Eyypaga. 210 Word 2007, n eu@Aavion evog OTUA
OUVOEETal TOOO OTEVA ME  TIG YPAUMUOTOOEIPEG KAl T XPWHATA  TTOU
XPNOIUOTTOIOUVTal OTO O€ua, WOTE UTTOPEITE va OAAGEETE TIC YPANPATOOEIPEG



BépaTog Kal Ta xpwpata Béuatog 1600 atmd Tnv KapTéAa Kevrpikn ogAida otnv
AAAayRy oTUA (opdda ZTuh), 600 Kal ammd Tnv KapTéAa Aldtagn oegAidag otnv
oudda Oépara, atrd OTTOU UTTOPEITE £TTIONG va aAAGEETE OAOKANPO TO BEuQ.

1. Kdvte KAk 010 KoupTri Tou Microsoft Office' & Kal KATOTTIV KAVTE KAIK
OTO KOUMTTi Anuioupyia.

2. 21V mepioxn MpoéTutra, KAvTe KAIK 0TO oTOIXEiO KEvd kal Trpéo@aTa Kal
Katotv, oTnv Tepioxr) Keva kai mpéo@ata, KAavre OITAG KAIK OTO
oToixeio Kevo éyypa@o.

Zuvtépeuon TAnkTpoAoyiou lNa va avoifete éva Kevd E£yypago, TTIECTE
CTRL+N

3. 2tnv kaptéAa Kevrpik ogAida, oTnv opdda ZTUA, KAVTE KAIK OTO OTOIXEIO
AANayn} OTUA, TOTTOBETHOTE TO O€iKTn OTNV €TMAOyr] ZUVOAO OTUA Kal
Katotriv. - KAvTeE KAIK OTO OUVOAO ypriyopou OTUA TIou O€AeTe va
XPNOILOTTOINCETE.
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H oul\oyn Ttwv pAyopwv OTUA aoAAGCEl woTe va gu@avifel To vEo OUVOAO
YPriyopou OTUA.

4. Kavte KAIK Eava oTto oTtoixeio AAAayR oTUA, TOTT0BETOTE TO OEIKTN OTNV
emAoyy Xpwparta Kal KATOTIV ETMAEETE TA XpwpaTta TToU BEAETE va
XPNOIUOTTOINOETE.

5. Kdavte KAIK ¢ava oT1o oToixeio AANAayR oTuA, TOoTT0BeTOTE TO OEIKTN OTNV
emAoy FpappaTooElpEG Kal KATOTTIV ETTIAEETE TIG YPOUMOTOOEIPEG TTOU
BEAETE va XPNOIUOTTOINOETE.

6. Kdavte KAk Eavda oTo oToixeio AAAayR OTUA Kal KATOTTIV KAVTE KAIK OTO
oToixEio OpIoHOG WG TrpoeTTIAOYN.

21NV KopTEAa Aldtagn ogAidag, Ta KOUPTTIA 0TV OPAda OEpaTa evnuePWVOVTAI
TTPOKEIYMEVOU VA EUPAVIOOUV TIG OAAQYEG OQG.

2HMEIQZH AlaBéoiya  TTpocapuoouéva BEuata  UTTApXouv  povo  gdv
ONUIOUPYAOETE €va N TTEPICCOTEPQ TTPOCAPHOCHEVA BEPATA EYYPAPWV.



E@appuoyn | rpooappoyn evog BEUaTog eyypa@ou

MTTOpEITE VO HOPPOTTOINCETE EUKOAQ Kal ypryopa éva oAOKANpo £yypaqgo yia va
TOU OWOETE POVTEPVO KAl ETTAYYEAUATIKN €u@AvIOon, epapudloviag éva BEua
eyypagou. ‘Eva B€pa eyypdgou gival Eva oUVoAo XpwHATWY BEuaTog, €va oUVoAo
YPOUHUOTOOEIPWY  BEPATOG  (CUMPTTEPIAAUPBAVOREVWY TV YPAPUATOOEIPWV
ETMKEPOAIDOG KOl  OWMPOTOG  KEIPYEVOU) KAl OUVOAO €€  BEuartog
(oupTrEPIAAPBAVOUEVWV TWV YPOUPWY KAl TWV EQE YEPIOUATOG).

Mpoypdaupata 6TTwg Ta Microsoft Office Word, Excel kai PowerPoint Trapéxouv
O1dpopa  TTpokaBopiouéva  BEéuaTa  eyypa@ou, OAAG  PTTOPEITE €TTiONG  va
onuioupynoete OIKA 0AGg, PE TTPOCAPUOYA €EVOG UTTAPXOVTOG BEUATOS €yypAPOou
Kal, TN CUVEXEIQ, TNV aTTOBAKEUCT] TOU WG TTPOCAPHOCHEVOU BEPATOG eyypAPOU.

E@appoyn 8éparog eyypdgpou

Mrtropeite va aAAGgeTe TO BEua eyypd@ou TTou £QapPOeTal atrod TTPOETTIAOYI OTa
mpoypduuara Tou Office, 6TTwg 10 Word, 10 Excel kai to PowerPoint, pe tnv
emAoyy dAAou TTpokaBopiouévou 1) TTPOCapUOCHEéVOU BEéuaTog eyypdgou. Ta
BéuaTta eyypd@ou TToU EQPAPUOLETE AUEOWGS, ETTNPEACOUV Ta OTUA TTOU UTTOPEITE
VO XPNOIMOTTIOINCETE OTO £yypa®d 0ag.

1. Kavrte éva atmd 1a €€NG:
e 210 Word | To Excel: 2mnv kaptéAa Aidragn oeAidag, otnv
ouada OEpara, KAvTe KAIK oTnv €AoY OéuaTa.
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e X210 PowerPoint: 2T1nv kKapTéAa Zxediaon, otnv oudda OEpara, KAVTE
KAIK O0TO Ofua eyypd@ou Tou BOéAeTe 1 KAvTE KAIK OTnv  €TTIAOYN

MepiooodTepa ™ yia va Seite OAa Ta dlaBéoipa Béuata eyypdgou.

e : "
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2. Kavre éva atmod 1a €€AG:



e [ava epapudoete Eva TTPoKaBopIoUEVO BEPQ eyypA@ou, KAVTE KAIK
OTO OVOPA TOU €yYPA@OU TTOU OEAETE va XPNOIYOTIOINOETE, OTNV
evotnTa Evowpdrwon.

e [0 va epapudoeTe £va TTPOCAPUOCHEVO BEPA yYPAPOU, KAVTE KAIK
OTO OVOopa TOU eyypd@ou TTOU BEAETE va XPNOIUOTIOINOETE, OTNV
evotnta Npoocapuoyn.

ZHMEIQZH H emAoy Mpoocappoyn civar diaBéoiun poévo Otav EXETE
OnuUIoUPYNOEl £€va i TTEPICOOTEPOA TTPOCAPPOCHEVA BEPATA EYYPAPOU.

3. ZTnv TepITTwon Tou To BEPa eyypd@ou TTou BEAETE va XPNOIPOTIOINOETE
dev TTapaTiBeTal, KAVTE KAIK oTnVv €AoY ) Ava{ATnon BgudTwy yia va 1o
Bpeite oTov UTTOAOYIOTA A O€ PiIa BEon BIKTUOU.

4. Na va avalntioete aAAa Béuata eyypdgou aoto Office Online, KAvTe KAIK
otnv gmAoyr} Avalitnon oto Office Online.

Mpoocappoyn Béparog eyypdeou

MNa va TpocapuooeTe €va BEua eyypa@ou, Eekivate pe Tnv aAAayr Twv
XPWHATWY, TWV YPOAUMOTOCEIPWY I TwWV €QE€ YPOAUMNAG Kal YENIOPATOG TTOU
xpnoiyotroiouvTal. O aAAayEG TTOU KAVETE OE €va I TTEPICCOTEPA ATTO AUTA TA
oToixeia BEuartog emmnpEedlouv APECA Ta OTUA TTOU €XETE €QPAPUOOEl OTO €VEPYO
Eyypa@o. Edv BéAeTe va e@apudoeTe aQuTEG TIG AAAAYEG O€ VEQ £yypa@a, UTTOPEITE
Va TIG aTTOONKEUOETE WG TTPOCAPHOCHEVO BEUQ EyypPAPOU.

Mpocappoyn TWV XPWHATWY BEpATOG

Ta xpwpata BE£UATOC TTEPIEXOUV TEOOEPO XPWHATA KEIMEVOU Kal @OvVTou, €8I
XPWHATA £UPAONS Kal dUO XPWHATA UTTEP-OUVOEONG. Ta XpwUaTa OTO KOUMTTI
Xpwpuara Oépqrogn QVTITTIPOOWTTEUOUV TO XPWHATA TOU TPEXOVTOG KEIMEVOU KAl
@oOvTou. To oUvoho Twv Xpwudtwyv TTou BAETETE SiTTAa 0TO Ovopa XpwupaTta
0£paTOg aPOU KAVETE KAIK OTO KOUUTTi XpwHaTa BEMATOG avTITTPOOWTTEUEl TA
XPWHOTA E€PQOCNG Kal UTTEP-oUVOEONS Yia autd To Bépa. Otav aAA&éete
OTTOIOOATTOTE ATTO AUTA TA XPWHATA YIA VO ONUIOUPYNOETE TO OIKO 0AG OUVOAO
XPWHATWY BEuaTog, Ta YXPWMOTA TTOU gP@avifovial OTO KOUMTTT XpwpaTta
0épaTog kal diTTAa 010 Ovoua Xpwuata BEparog 6a aAAdgouv avaioya.

1. Kavrte éva atrd 1a €€N¢:
e X210 Word | to Excel: 2mnv kapTtéha Aidragn oeAidag, otnv
ouada Oépara, Kavte KAIK oTnv €AoYy Xpwuata 8EpaTog.
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e« X10 PowerPoint: 21nv kapTtéha Zxediaon, otnv oudda O&épara, KAvTe
KAIK 0TV €mmAoyr XpwpaTta BEpaTog.
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2. Kdavte KAIK oTnv €TTIAOYH AnHioupyid VEWV XpWHATWY BEpaTog.

3. 2mnv evétnTa XpwpaTta OEPATOG, KAVTE KAIK OTO KOUUTTi TOU OTOIXEIOU
XPWHATOG BEPaTOG TTOU BEAETE VO AAAGEETE.

4. Z1nv TTEPIOX XpwpaTta BEUATOg, £TTIAECTE TA XPWHOTA TTOU BEAETE va
XPNOIUOTTOINOETE.

2YMBOYAH 3tnv Tmepioxr) Agiypa, ptropeite va Oe€iTe TO ATTOTEAEOUA TWV
aAaywv TToU KaAvate. MNa va &€ite Tov TPOTTO YE TOV OTTOI0 TA XPWHATA TTOU
ETMAEYETE €TTNPEACOUV TA OTUA TTOU €XETE EPAPPOOElI OTO E£yypaQo, KAVTE KAIK
otnv emAoyr MpogmiokétTnOoN.

5. EmavoAdBere ta Bripata 3 kal 4 yia 6Aa Ta OTOIXEIA XpwWUATOG BEPATOG
TToU B€AETE va aANGEETE.

6. 210 TTACiolo Ovopa, TTANKTPOAOYAOTE €va KATAAANAO Ovopa yia Ta véa
XpwuaTa B€uaTtod.

7. Kdavte KAIK 0TO KOuuTTi ATToBRiKeuon.

2YMBOYAH Tia va emava@Epete 1o apxikA pwuata Béuatog o€ OAa Ta
OTOIXEIO XPWHATOG BEPATOG, UTTOPEITE va KAVETE KAIK 0TnV €vioAf] ETravagopd
TTPOTOU KAVETE KAIK OTO KOUUTTi ATroBrikeuon.

Mpocappoyr TwWV YPAUNATOOEIPWYV BEPNATOG

O1 ypapuatooelpég BEUATOG TTEPIEXOUV UIO YPAUUATOOEIPA ETTIKEQAAISAS Kal HIa
ypauuaTooelpd  owpaTtog  Kelyévou.  Otav KAvere  KAIK - OTO  KOUWTTI
Fpapparooeipég Bépqrog, MTTOPEITE Va O€iTE TO GvOUa TNG YPANUATOOEIPAG
ETTIKEQAAIDAG KAl TNG YPAMUATOOEIPAG CWHATOG KEINEVOU TTOU XPNOIKOTTIOIoUVTAl
yla KGBe ypaupatooelpd B€PaTog, KATW a1md 10 évoud Twv MpappaTocEIpwyv
0éparog. Mrropeite va aAAGEeETE Kal TIG OUO QUTEG YPAPUATOOEIPEG YIa va
ONUIoUPYNROETE TO BIKO 0AG GUVOAO YPOAUNOATOOEIPWY BEUATOG.



1. Kavrte éva atrd 1a €€NG:

e 210 Word | To Excel: 2mnv kaptéAa Aidragn oeAidag, otnv
oudda Ofpata, kavie KAIK oTnv  €mAoyl [papparoceipég
0éparog.
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e X210 PowerPoint: 2T1nv kKapTéAa Zxediaon, otnv ouada OEpaTa, KAVTE
KAIK oTnv €tmIAoy FpappaTooeipég OEpaTog.
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2. Kavte KAIK oTnV €TTIAOY AnHioupyida VEWV YPOUHATOOEIPWY BEUATOG.

3. ¥1a TmAdioia Tpappartooceipd emike@aAidag kai papparooeipd
OWMATOG KEIMEVOU, €TTIAECTE TIC YPOUUATOOEIPEG TTOU OEAETE  va
XPNOIUOTTOINCETE.

2YMBOYAH To d¢iypa evnuUEPWVETAI YE TIG YPAUUATOOEIPEG TTOU EXETE ETTIAECEI.

4. X710 TTACiclo ‘Ovopa, TTANKTPoAOYNoTE £va KATAAANAO Ovopa yida TIG VEEG
YPOUMOTOOEIPEG BEUATOG.
5. Kdavte KAIK 0TO KOuuTTi ATTo8RKeuo.

EmiAoyn evog ouvoAou epé BEpaTog

Ta e@€ BEpaTOC €ival GUVOAQ YPAPPWY Kal EQE yepiopaTog. OTav KAveTE KAIK OTO
kouuTtti E@é GépGTOQE, MTTOPEITE va OEITE TIG YPAMMEG KAl TA €QE YEUIOUATOG
TTOU XpnoldoTTolouvTal O€ KABe OUVOAO €@€ OEuatog, OTO ypaPIKO TToU
ehoavifetal ye 10 Ovoua E@é Oéparog. [lapdAo TTou Oev  pTTOpPEiTE va
OnuIoUpyRoETE TO BIKO 0OG OUVOAO Q€ BEUATOG, UTTOPEITE va ETTIAECETE AUTO TTOU
B¢éAeTE va xpnolpoTroinoete 010 OIKO 0a¢ BEua eyypd@ou.

1. Kavrte éva atrd 1a €ENG:
e 210 Word | To Excel: 2mnv kaptéAa Aidragn oeAidag, otnv
ouada OEpara, Kavte KAIK oTnv £mAoyr E@€ 8épaTog.
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e X210 PowerPoint: 2T1nv kKapTéAa Zxediaon, otnv ouada OEpara, KAVTE
KAIK oTnv €tmiIAoy] E@€ Béparog.
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o EmAEETE TO €€ TTOU BEAETE VA XPNOIPOTIOINCETE.

AtroOikeuon Béparog eyypagou

O1 aAAay£G TTOU KAVETE OTA XPWHATA, TIG YPANPATOOEIPEG 1] OTA £QPE YPOAUMNG Kal
YEMiOpaTOG €vOG BépaTtog eyypdgou eival duvaTtd va  ammoBnkeutouv  wg
TIPOCAPPOCOUEVO BEPA eyypAQPOU, TO OTTOI0 UTTOPEITE va €QAPUOCETE O€ AAANQ
Eyypaga.

1. Kavrte éva atmd 1a €ENG:

e 210 Word | To Excel: 2mnv kapTtéAa Aidragn oeAidag, otnv
ouada OEpara, KAvTe KAIK oTnV £MIAOYH OépaTa.
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o« X10 PowerPoint: 21nv kapTtéAa Zxediaon, otnv oudda OEpara, KAvTE
KAIK 070 KoupTTi NeplooodTepa. ™
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2. Kdavte KAIK 01O KOUUTTi ATroBrnkeuon TpEXOVTOG BEuaTog.
3. Z10 TTAqiolo Ovopa apxeiou, TTANKTPOAOYAOTE Eva KATAAANAO Gvopa yia
TO Bépa.



ZHMEIQXZH ‘Eva mrpocapuocuévo BEua eyypd@ou atroBnkeUeTal OTO PAKEAO
"@éuata eyypd@ou" Kal TTPOCTIBeTal autouata oTn AioTa TTPOCAPHUOCHEVWY
BepdTwy.

Mop@oTroinon keipévou og TpoRoAr didpOpwong

2& TTPoRoAn didpBpwaong, 1o Microsoft Word armrAotroiei Tn pop@otroincn Tou
KeINEvOu, yia va oag Bonbrnoel va peAetAoete Tn doun Tou eyypdgou cag. H
TTOPAKATW AioTa TTEPIYPA®El T UOPEPOTIOINCN TTOoU eu@avifeTal o€ TTPOROAN
01GpBpwaONG Kal TIG aAAAYEG HOPPOTTOINONG TTOU PTTOPEITE VA KAVETE.

OAa Ta eTTiTreda €TMIKEPAANIdWY PYOPPOTTOIOUVTAI PE T KATAAANAQ evOowpaTwuéva
OTUN emmIKeQaAidwv ("Emmke@alida 1" éwg "EmmkepaAida 9") | ta emimeda
d1GdpBpwong ("Emitredo 1" €wg "EmiTredo 9"). MTTOpEITE VA £PAPPOCETE QUTA TA
OTUN 1 Ta e€TTimTeda OTIG ETIKEQPAAIdEG 0ag MPeE TOV ouvnBiopévo TPOTTO.
AlagopeTikd, o€ TIPoBOAN dIApOpwoNng, MITOPEITE VA  EPAPPOCETE OTUA
ETTIKEQAAIdWY, QUTOUATWG, CUPOVTAG TIG ETTIKEPAAIDEG OTA KATAAANAQ ETTiTTEDA.
Edv BéAeTe va OAAGEETE TNV EPQAVION €VOG OTUA ETTIKEQOAIDAG, WTTOPEITE va
OANGEETE TN HOPPOTTOINCH TOU.

To Word dnuioupyei e0oxég o€ KABe emmike@aAida, avaloya pe 1o emiredo TnG. Ol
€E00XEG €ival opaTéG uOvo o€ TTPoROAR didpBpwaong Kal KATapPyoUvVTal AUTOPATWG
ato 1o Word, otav petapaivete o€ GAAn TTpoBoAA.

H popgotroinon mapaypdagou dev eival opath. Etiong, dev eivalr diabéoipog o
XAPaKag oUTE Ol EVTOAEG Jop@oTToinong Trapaypdeou. (Mtropeite va epapuooeTe
KATTOI0 OTUA, JoAovOTI dgv Ba eival opatd OAo 1o OTUA popgoTroinong). MNa va
TTPORAAETE A va aANAEETE TN Hop@OTTOINON MIOG TTApaypPAPou, HETOREITE 0 AAAN
TTPORBOAN.

Edv vopilete 611 KATTOIQ POPQOTTOINCN XAPOKTAPWY (OTTWG €ival ol heydAol i
TAQYIOI XOPOKTAPES) ATTOOTTIOUV TNV TIPOCOXI, MTTOPEITE va EPQAVIOETE TN
d1GpBpwon w¢ atmrAd Keipyevo. ZTn ypauun apya)\slwv AiapOpwon eyypdeou,
KAvTE KAIK 0TO KOUTTi Epgavion pope@otroinong =

ZHMEIQZH Na va coaydyete €va  xapoktpa oTnAoBEéTn o€  TTpofoAn
d1GdpBpwong, meEaTe To ouvOUaouo TTARKTpwyv CTRL+TAB.

MNa va gival opatr) n JopPOTToinNan £vOg eyypAPOU, VW £PYACEOTE OE TTPORBOAN
d1GdpBpwONG, PTTOPEITE VA DIAIPECETE TO TTAPABUPO £yyPAPOU. 210 éva TURPA Ba
epyaleote oe TIPOROAN O1GpBpwaong kali oto AANO oe TTPpoBoAr didTagng
EKTUTTWONG ) 0€ KavovikA TTPoRoAr}. OtToladrTrote aAAayr] yivetal o0To £yypago
oTtnVv TTpoBoAn diapBpwaong, Ba ival opaTt 010 deUTEPO TUNKA TOU TTAPaBUpPOuU.



Anpioupyia d1apBpwong amoé Tnv apxn

MNa 1 donuioupyia d1IapBpwong amd Tnv apxr OKOAOUBEioTE TA TTAPAKATW
BAuaTa:

1. 2€ €éva véo Eyypago, PetaBeite oTnv TTpoBoAr didpbpwaong.
2. MANKTPOAOYAOTE TIG ETTIKEQPAAIDES Kal TTIEOTE TO TTANKTPO ENTER.

To Micrososft Word popgotrolei TIG €TTIKEQAANIOEG PE TO EVOWMATWHEVO
OTUA eTTIKEQAAiIdAG "ETTIKEQaAida 1.

3. MNa va avTtioToixioeTe €MKEPAAIda OE dIAPOPETIKO £TTITTEDO KAl VA
EQPOPUOOETE TO AVTIOTOIXO OTUA €TTIKEQAAIOAG, TOTTOBETHOTE TO ONUEIo
EICAYWYNG OTNV ETTIKEQAAIDO KOl OTr OUVEXEID KAVTE KAIK OTO KOUMTTI
MpoBiBacuoég r'] YtmroBiBacpuog Tr]g YPOUMNG  €pyaAciwv
Ai1apBpwon eyypdeou £wg dTou Ppedei n eTTIKEQPAAIdA OTO ETTITTEDO TTOU
EMOUEITE.

4. MNa va peTaKIVACETE pIa  emKEQAAida o€ dlaQopeTIK) B€on,
TOTTOBETAOTE TO ONUEIO TTAPEUPBOANG OTNV ETTIKEQAAIdO Kal OTN OUEIG

¥

KAvTE KAIK 0TO KoupTri MeTakivnon emdvw ¥ 1) Metakivnon kdtw ¥ itng
YPOUMUNG epyoAeiwv AidpBpwon egyypd@ou £wg OTOU UETAKIVNOEN N
EMKEPOAiIda oTO0 onueio Tou BéAete. (Edv n  emkepaAida eivai
OUUTITUYMEVN, TO OEUTEPEUOV KEIMEVO KATW aTTO Tnv  €TTIKEQOAIdA
MeTakIveiTal padi Tng.)

5. Otav peivete Ikavotroinuévol atmd TNV Opyavwaon Tou gyypagou,
peTaBeiTe og kavovikh TTPOROAN, TTPoPoAn didTagng ekTuTTwong N o€
TTpoBoAf didtagng Web, Trpokeiyévou va TTPOCOECETE TO AETTTOUEPES
OWHMO KEIMEVOU Kal YPAPIKA.

ZupBouAn MTropeite €TTiong va avadliopyavwoeTE KEIPEVO cUpovTag Ta oUPBOAa
014pBpwWONG (=, =Kal &) yIa TIG ETTIKEPAAIOEG KAl TO CWHPA TOU KEIYEVOU TTPOG TA
eMAvw, KATwW, apioTepd n de€id. Otav oupete T0 GUPPBOAO dIdPOpwOoNG LHuIOG
OUMUTTITUYMEVNG ETTIKEQAAIDOG, PETAKIVOUVTAI 1] dAAAlouv eTTiTTEdA Kal OI UTTOTITAOI
KAl TO CWHA KEINEVOU TTOU BpioKovTal KATW aTTd AUTHV.

KaBwg olpete 10 cUPPBoAo didpbpwaong, To Word gugavidel pia KABETN ypaUMN
o€ KOBe emimedo €eTmMKEQAANIdAG. AQNAOTE TO KOUWTTI TOU TTOVTIKIOU, yia va
QAVTIOTOIXIOETE TO KEiPEVO OTO VEO ETTiITTEDO0. To Word epapudlel TO avTioTOIXO OTUA
ETTIKEQAAIDAG OTNV ETTIKEPAAIdQ 1] EQapUOlel OTO CWHA KEIPEVOU TO BAOIKO OTUA.



ZopTTTUgn d13pBpWONG yia TNV TTPOROAR opydvwong eyypa@ou

e TIpoBoAf dIGpBpwong, uTTOpEiTE €UKOAA va Oegite Tnv opydvwon &vog
EYYPAQPOU KAl VA avOdIOPYOVWOETE TUAMATA TOU KEIMEVOU ME OUUTITUEN TNG
01GdpBpwOoNG, WOTE va euPavifovral JOVO Ol ETTIKEPAAIDEG KAl TO CWHA KEIUEVOU
TTou BéAeTe. Na BUpAOTE OTI UTTOPEITE VO CUUTITUEETE JOVO KEIPEVO, TO OTTOIO EXEI
HOPQOTTOINBEI HE EVOWPATWHEVA OTUA ETTIKEQOAIdWV 1) eTTiTTESQ dIGPBpPWONG.

1. A6 10 pevou MpoBoAR, MAEETE TV eviOAR AldpBpwon.
2. EpgavioTe TIG ETTIKEPANIDEG KOI TO CWHA KEIPEVOU TTOU BEAETE.

ZUPTITUETE OTTOI0OATTOTE ATTO TA EEAG:
—OAo TO CWPA KEIPEVOU YIA EPPAVION JOVO TWV ETTIKEQAAIOWV

TommoBetrioTe TO ONnueio TTAPEUPBOAAG OTNV TTPWTN ETTIKEQOAIdA. 2Tn ypauun
epyaAciwv AidpBpwon eyypd@ou, KAVTE KAIK OTO KOUUTTi ZUMTITUEN [ — |,

MNa va eTTAVEPUPAVIOETE TO CWHA KEIYEVOU, TOTTOBETAOTE TO ONUEIO TTAPEUBOANG
OTNV TIPWTN ETTIKEQAAIDA KAl OTN CUVEXEID KAVTE KAIK 0T KoupuTri ETrékraon [¥ ..

—OAo 10 cwpa Kelpévou, EKTOS atmd TNV TTPWTN YPAUMN KA TTapaypa@ou

21N ypauun epyaAieiwv AldpBpwon eyypd@ou, KAVTE KAIK OTO KOUMTTI

Epg@dvion pévo tng mTPpWTNG YPAMMAS El Ta amooiwtnTIKA (...) YETA TNV
TPWTN YPAUMN Octixvouv OTI O TIPOCBETEG YPOAUUEG TOU KEIMEVOU €EXOUV
OUMTITUXOEI.

Mo va eTTAVERQAVIOETE TO KEIPMEVO, KAVTE EQVA KAIK OTO KOUMTTI.
—Keipevo KATw atro éva OUYKEKPIPEVO ETTITTEDO ETTIKEPAAIDAG

21N ypouun epyoieiwv AlapBpwon, KAvte KAIK oTnVv €TIKEQAAIdQ TTOU BpPioKETal
MO XauNAQ Kal n oTroia BEAETE va ep@aviletal oTo TTAaiclo Epedvion emrédou.

MNa TTapadeiyua, Kavte KAIK otnv Aoy Epedvion emimrédou 3
oto TTAaiclo Ep@dvion emimrédou yia va eu@aviotouv Ta emimeda 1 €wg 3
ETTIKEPAAIDOG.

MNa va emavepavioete 6Aa Ta emieda, Kavie KAIK otnv €mAoyry Ep@dvion
OAWV TWV emITédwy, 010 TTACicI0 Ep@dvion emimTédou.

—OAoug Toug UTTOTITAOUG KaI TO CWHPA KEIPEVOU KATW aTTO HIa ETTIKEQPAAIdA

Kavte ITTAG KAIK 0TO oUUBOAO didpBpwaong ==, SITTAa oTnV ETTIKEQAAIDQ.



MNa va emavep@avioete OAOUG TOUug UTTOTITAOUG KAl TO CWPA KEINEVOU KATW aTTO
MIa ETTIKEQAAiIDA, KAVTE Eavda BITTAG KAIK 0To cUuoAo didpBpwaong <.

—Keipevo KaTw atrd pia emmike@alida, katd éva eTTitredo TN opd

TomoBeTAOTE TO OnueEio TTAPEPPOAAG OTNV ETTIKEPAAIdA. TN YPAUMN EPYOAEiwV
Ai1apBpwon eyypd@ou, KAVTe KAIK OTO KOUUTTi ZUMTITUEN L — |,

MNa va eTavepQavioeTe TO KEiNEVO, KAVTE KAIK 0TO KOUuUTTi ETrékTaon .

ZHMEIQZH Edv emAéCeTe pia emmike@aAida, n otroia TEPIAAUBAVEI CUPTITUYUEVO
deutepelov KeiPeVOo, ETTIAEYETAI KAl QUTO TO KeiMevo (akOpa Kal av dev gival
opatd). OtroladnTToTE AAAQYN KAVETE OTNV ETTIKEQPAAIdDO — HETAKIVNON, AvTIypa®n
) dlaypa®ni — ETNPEACEI KAl TO CUPTITUYHEVO KEIUEVO.

NMAnpogopieg yia TNV TTPOoROAR eyypd@pou wg didpBpwong

Ta oupBoAa didpBpwaong Kal ol e00xEG o€ TTPOoBOoAR diIdpBpwaong deixvouv Tov
TPOTTO OpyAvwoNng Tou £yypagou Kal dIEUKOAUVOUV Tn ypriyopn avadounon evog
eyypagou. MNa va kdavere Tnv TTPOROAR Kal avadiopydvwon Tng OOPNG evog
EYYPAQPOU €UKOAOTEPN, UTTOPEITE va KAVETE CUUTITUEN TOU £yypd@ou, WOTE va
ep@avifovTal HOvo ol TTIKEQAANIOES TTOU BEAETE.

1 Emke@aAida PeE DEUTEPEUOV KEIUEVO
2 YWHa KEINEvou

2 H ykpida ypauurn KATW atmo pia eTTIKEQPAAIdA AVTITIPOOWTTEUEl ECOPTWHEVO
KEINEVO 0€ OUMTTTUEN

4 EmKe@aAida Xwpig OeUTEPEUOV KEIPEVO

Mrtropeite va avadiaTageTe TIG ETTIKEQAAIDES KAl TO CWHA KEIPEVOU PETOKIVWVTAG
Ta TTPOG TA €TTAVW N TTPOG T KATW A va TTpoPIRdceTe 1 va uttoRIBACETE TIG
ETTIKEQPAANIOEG KAl TO KEIMEVO XPNOILOTTIOIWVTAG KOUUTTIA OTN YPAPUA €PYAAEiwv
Ai1apBpwon gyypdgou . MTTopeite €1miong va oupete Ta oUPBOAa diapBpwaong
TTPOG T APIOTEPA, OECIA, ETTAVW A KATW, YIA VO avadlopyavwOoETE Eva £yypag@o.



Evw epgaviCete otroiodnmoTte €yypago Tou Microsoft Word oe 1poBoAn
d1GdpBpwong kavovtag KAIK oTnv evioAn AidpBpwon oto pevou MpoBoAn, autd
TTou BAETTETE €CapTdTal Ao TOv TPOTIO pop@oTToinong Tou eyypdgou. Ol
ETTIKEQPOAAIOEG TTPETTEI VA £XOUV HOPQPOTTOINGEI hE Eva aTTO TA EVOWNOTWHEVA OTUA
ETTIKEPAAiIdWYV TTOU ouvodelouv 1o Word, evi oI TTapaypa@ol TTPETTEI va £XOUV
Hop@oTToInBei pe etireda diapOpwong.

KaBwg oaAAalete T d1GpBpwon oTIG €TMKEQAAIDEG Kal TIG OEUTEPEUOUOEG
ETMKEPOAIdEG oTnv TTpoBoAr didpBpwong, 10 Word e@apuolel autopata
EVOWHATWHEVA OTUA ETTIKEQAAIdWY O€ AUTEG.

Avadiopydvwon eyypdpou Pe Tn Xpnon Tng mpoBoAng didpbpwong

2e TIPoBoAn d1dpBpwong, UTTOPEITE va avadliatAgeTe TIG ETTIKEPAANIOEG KAl TO
KEIMEVO PETAKIVWVTAG TA TTPOG TA ETTAVW A TTPOG TA KATW, 1 va TTPORIBACETE ] va
UTTOBIBACETE TIG ETTIKEPOAAIDEG 1 TO Keipevo. MNa va deite TN dour evog eyypapou
o€ TTpoBoAr didpBpwaong, To £yypago Ba TTPETTEI va €xel JopPoTToINBEi pe éva
aTTO TO EVOWMPOTWHEVA OTUA ETTIKEQAAIdWV 1) Ta €TTITTEdA dIAPOPWONG.

Edav emAEgeTe emikepaAida, n otroia TTePIEXEl DEUTEPEUOV KEIUEVO O€ TUUTITUEN,
ETTIAEYETAI KAl QUTO TO CUPTITUYMEVO KEIPEVO.

1. A6 10 pevou MpoBoAR, MAEETE TNV eviOAR AldpBpwon.
2. Epgaviote TIG ETMIKEQPAAIOEG KAl TO OWMO  KEINEVOU TIOU  BEAETE,
XPNOIUOTIOIWVTAG T KOUMPTTIA OTn  ypauun epyaAsiwv  AidpBpwon

gyypdaoou.
3. TomoBeTAOTE TO ONueio TTAPEPUPBOAAG OTO Keiyevo TTou  BEAETE  va
METOKIVAOETE KAl OTrN OUVEXEID PETAKIVIOTE €Va ATTO TA £ENG:
—EmmKe@aAida i cwpa KEIPEVOU TTPOG TA ETTAVW 1 TTPOG TA KATW
21N ypouun  epyoAeiwv  AldpBpwon  gyypdeou, KAvie KAIK  OTO
KouuTtri MeTakivnon emdvw r’] MeTakivnon kKdtw , €wg OTOU TO KEiPEVO
METOKIVNOEI 0TO onuEio TToU BEAETE.
—Emike@aAida ] cwpa kelpévou o eTTiredo ETTikeaAidag 1

21N ypauun epyaAciwv AidpOpwon egyypd@ou, KAvie KAIK OTnv €TTIAOYNA
MpoBiBacudg og Emkepalida 1 .

—EmkepaAida o€ cwua KeIpévou



21N ypauun epyaAieiwv AldpBpwon eyypd@ou, KAVTE KAIK OTO KOUMTTI
YmoBIBaoudg o cwpa KeIpévou =7,

—2ZWMa KeINévou o€ eTTIKEQAAIDQ ) eTTIKEQPAAIdQ o€ uWPNASTEPO ETTITTEOO

21N ypauun epyaAieiwv AldpBpwon eyypd@ou, KAVTE KAIK OTO KOUMTTI
MpoBiBacuog , €wg OTOU TO KEiPeVO PBpeBei 0TO €TTITTEDO TTOU BEAETE.

—EmkepaAida o XaunAdTEPO ETTITTESO

2TN ypauun epyaAieiwv AldpBpwon eyypd@ou, KAVTE KAIK OTO KOUMTTI
YmroBiBaouoég , €wg 6T1oU TO Keipevo BpeBei 0TO €TTITTEDO TTOU BEAETE.

—2UMBOUAEG

Edv vopiCete OTI KATTOIA JOPQPOTTOINCN XAPOKTHPWY (OTTWG gival ol yeydAol n
ol TTAQyIOlI XOPOKTAPES) OTTOOTIOUV TNV TTPOCOXI, MUTTOPEITE VA EPPAVIOETE TN
014pBpwon wg atTAd Keipevo. Kavte KAIK oTo KouuTri Epgadvion gopgotroinong
NG YPAMMNGS epyaAeiwv AidpBpwon eyypdgou .

Mrtropeite €mmiong va avadlopyavwoeTe KeiueEvo cuUpoviag Ta oUPBoAa
014pBpwOoNG (s, =Kal =) TWV ETIKEQAAIOWY KAl TOU CWHATOG KEINEVOU TTPOG T
emavw, KATw, apiotepd 3 6eCia. Otav oUpete 10 OUPPBOAO didpbpwong <
OUUTITUYMEVOU KEIMEVOU, PETOKIVOUVTAI 1} aAAGlouv eTTITTEDO Kal oI UTTOTITAOI KAl
TO CWMO KEIPEVOU TToU BpiokovTtal KATw atmd autrv. Kabwg oupete To aUpBoAo
d1GdpBpwong, 1o Microsoft Word epgavidel pia KA0eTn ypauur o€ KABe eTTitTredo
ETMIKEPAAIDAG. AQrOTE TO KOUUTTi TOU TTOVTIKIOU, YIO VO QVTIOTOIXIOETE TO KEIUEVO
oto véo emimedo. To Word epappolel To avtioTolxo OTUA €TTIKEQAAIdAG OTNnVv
ETTIKEPOAIdA A EQAPPOLEl TO BAOIKO OTUA OTO OCWHA KEIPEVOU.



2YITXQNEYZH AAAHAOIPA®IAZ

XpAon Tng ouyxwveuong oAAnAoypagiag yia Tn dnuioupyia Kol TNV
EKTUTTWON E£MICTOAWV Kol GAAWYV eyypa@wyv

MTTOpPEITE VA XPNOIYOTTOINCETE TN dUVATOTNTA CUYXWVEUONG aAAnAoypagiag oTav
BEAETE va BNUIOUPYACETE £va OUVOAO €YYPAPWY, OTTWG MIa QOPUa ETTIOCTOANG TTOU
Ba oTaAei oe TTOAAOUG TTEAATEG 1 €va QUAANO pe €TIKETEG OleuBUvOoewyv. Kdbe
ETTIOTOAN 1N €TIKETA TTEPIEXEI TOV iDIO TUTTO TTANPOQYOPIWY, TTAPOAO TTOU TO
TTEPIEXOUEVO Eival Jovadiko. Na TTapadelyua, OTIG ETTIOTOAEG TTPOG TOUG TTEAATEG,
KABe €TTIOTOAN UTTOPEI va TTPOCAPUOOTEI WOTE va aTTEUBUVETAI O€ KABE TTEAATN
ovouaoTIKA. O1 yovadIkéG TTANPOQYOpPIEG o€ KABE €TTIOTOAR 1) ETIKETO TTPOEPXOVTAI
ATTO KATAXWPNOEIG O€ Eva apXEio TIPOEAEUONG DEDOUEVWV.

MNa tn diadikacia ouyxwveuong aAAnAoypa@iag TTPETTEN va TTpayuatotroinbouy Ta
TTOPAKATW YEVIKA BripaTa:

1. Opioudg Tou KUplou eyypd@ou. To KUPIO £yypaPo TTEPIEXEI TO KEIPEVO Kal
Ta yPaPIKA TToU gival idla o€ KABe €KOOOTN TOU CUYXWVEUUEVOU EyYPAPOU.
MNa Tapddeiypa, n dielBuvon atmooTOANG 1) O XQIPETIOPOG OE YIa QOpUa
ETTIOTOANG.

2. 20vdeon Tou eyypagou pe Hia TTpoEAeucn Odedouévwy. [poéAeuaon
OedOoMEVWV gival Eva OPXEIO TTOU TTEPIEXEI TIG TTANPOPOPIEG TTOU TTPOKEITAI
VO OUYXWVEUTOUV O€ éva €yypago. MNa tapddeiyua, Ta ovouaTta Kal ol
OI1EUBUVOEIG TWV TTAPAANTITWV PIAG ETTIOTOANG.

3. Mepiopiopdg TG Aiotag TrapaAnmTwyv f otoixeiwv. To Microsoft Office
Word dnuioupyei éva avtiypa@o Tou KUpIoU eyypa@ou yia KABe oToIxEio 1
eyypaor oto apxeio dedopévwy. Edv 10 apxeio dedouévwy gival pia Aiota
oToixEiwv aAAnAoypagiag, Ta oToixeia autd cival TOava ol TTaPAAATITEG
TNG aAAnAoypagiag. Eav BéAete va dnuioupynoete avtiypaga Povo yia
OUYKEKPIUEVA OTOIXEIO OTO apxeEio OEdOUEVWY, UTTOPEITE va ETTIAECETE TTOIA
oToIxEia (Eyypa@Eg) Ba oUPTTEPIANPOOUV.

4. TpooBnkn xapakTipwv Kpdtnong 6¢ong, Ttou ovoudlovtal TTedia
ouyxwveuonsg aAAnAoypagiag, oto €yypago. Otav TTPAYUATOTTOIEITE
ouyxwveuon oAnhoypagiag, Ta TTEdIQ  OuyXwveUons aAAnAoypagiag
OUNTTANPWVOVTAl PE TTANPOPOPIEG OTTO TO APXEIO DEDOUEVWV.

5. TpoemoKOTTNON Kal OAOKA|pwoN TNG ouyxwveuong. MTropeite va KAvVeTe
TIPOETTIOKOTTNON KABE avTiypdpou Tou eyypd@ou, TIPIV  EKTUTTWOEI
OAOKANPO TO GUVOAO.

Mo va TTpayyatoTToINCETE PIO OUYXWVEUON aAAnAoypa®iag XpnOIMOTTOINOTE TIG
EVTOAEG TNG KapTEAQG ZTOoIXEia aAAnAoypa@iag.



2YMBOYAH Mrmopeite emiong  va TTPAYUOTOTTOINOETE OUYXWVEUON
aMnhoypagiog  pE  xprion Tou  TTOPABUPOU  EPYaCIWV  ZUYXWVEUON
aAAnAoypagiag, Tou cag kaBodnyei BApa TTPog Brua o 6An Tn diadikaacia. MNa
va XPNOIYJOTTOINCETE TO TAPABUPO €pyaciwy, oOTnv  KapTéAa ZTolxEia
aAAnAoypagiag, otnv oudda ‘Evapén tng ouyxwveuong aAAnAoypa@iag,
Kavte KAIK oTnv €mAoyn ‘Evapén Tng ocuyxwveuong aAAnAoypagiag kai, ot
ouvéxela, emMAEETE OBNyog ouyxwveuong aAAnAoypagiag BARpa Tpog BAHA.

=

o ':||“‘| _/::‘

= By 8
'Evapin Emhoyy  Enegepyaoia
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—] | MrpydpaTa RASKETROYIKDL ToxUApopEiou
=1 Dakshol...

il EmkETE...

_jl KaTdhoyog

|j;_v' Kovovikd &yypapo Tou Word

[I= QAN 00 MU IELOTE QAATADYPapias. . .

Op1op6G TOU KUPIOU £yypA@POU
1. Kavre ekkivnon tou Word.

ATé TTpoetmAoyr], avoiyel éva Kevo €yypago. AlatnpAoTe To avolkTd. Edv 10
KAgioeTe Oev Ba gival OI0BETIUES OI EVTOAEG OTO £TTOPEVO BAUA.

2. 2mv kKoptéha Zroixeia aAAnAoypagiag, otnv  opdda Evapén
ouyxwveuong aAAnloypagiag, Kavie KAIK OTO oOToIXeio "Evapén
ouyxwveuong aAAnAoypa@iag.

Y 3
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‘Ewvaptn me  Emhoyr  Enstepyooio
Uiy, T Napain... ™  OOposnoTT)

‘EvapEn TG Uy Sy EUET)C OhAT DR, ..
3. EmA&ETe TOV TUTTO TOU €yYPA@POU TTOU BEAETE va ONUIOUPYACETE.
MNa Tapdadelyua, YTTOPEITE va dnNUIOUPYNOETE:

« 'Eva oUvoAo @akéAwv H dieuBuvon atrooToAng eival idila o dAoug
TOUg QaKéAOUG, aAAG n dieuBuvon TTPoopPICHOU cival povadikh Kal KAbe



@akeho. Kavte KAIK otnv emmAoyry ®AkeAOI Kal OTn OUVEXEID, OPIOTE TIG
TIPOTIUACEIC 0ag yIa TO PEYEBOG Tou QakEAOU Kal TR HOPYOTToiNoN, OTNV
kaptéAa EmiAoyég @akéhou, oTo TapdBupo OSiaAoyou EmmiAoyég
PakéAou.

o 'Eva oUvoAo atmrd eTikéTeg S1euBUvoewyv ¢ KADe eTIKETA eP@avileTal TO
ovopa kai n d1euBuvon evog TTPOoWTToU, dAAd To Gvopa Kal n dielBuvon
gival povadikd. Kavre kKAIK oTnv emmAoyf ETIKETEG Kl OTN CUVEXEIQ, OpIoTE
TIG TTPOTIUACEIS OAG yIa TOV TUTTO ETIKETAG OTO TTapdBupo SlaAdyou
EmiAoyég eTikéTOG.

e 'Eva oUVOAO TUTTOTTOINMEVWYV ETTIOCTOAWYV ) HNVUUATWY NAEKTPOVIKOU
Taxudpopgiou  To PacikKO TTEPIEXOUEVO OAWV TWV ETMIOTOAWV 1 TWV
MNVUPATWY NAEKTPOVIKOU Taxudpoueiou eival idlo, aAAG KABE Eva TTEPIEXEI
TTANPOPOPIEG CUYKEKPIPEVA yia KABE TTAPOAATITN, OTTWG £va Ovouda, HIa
dlevBuvon n kamola GAAN  TTAnpogopia. Kdavte KAIK oOTnv  €TTIAOyN
EmiotoAég 11 Mnvipata nAekTpovikoU Taxudpopegiou yia va
ONUIOUPYNOETE £yypaga autoU Tou TUTTOU.

e Mia Aiota i évav kardAoyo O idiog TUTTOG TTANPOPOPIWY, OTTWG TO
Ovoua Kal n Teplypa@r] eugavidovral o€ KGBe aToixeio, aAAd To dvopa Kal
n TTepIypa@r) KaBe oToixeiou eivar povadikd. Kdvre kKAIK oTnv €TTIAoyN
KaTtdAoyog yia va dnuIoupynoEeTe QUTOV TOV TUTTO £YYPAPOU.

Zuvéxion HI0g ouyxwveuong aAAnAoypagiag

Edv OéAete va dlakOyeTe Tn ouyXwveuon oAAnAoypo@iag, JTTOpEiTE va
aTTOBNKEUCETE TO KUPIO £YYPAPO KAl VO CUVEXIOETE T ouyXwveuon apyotepa. To
Microsoft Office Word diatnpei 1a dedopéva TTpoéAeuong Kal TIG TTANPOPOPIES
mediou. Edv  xpnoigotmoiovoare TO  TAPABUPO  EPYAOIWV  ZUYXWVEUONG
aAAnAoypagiag, otav emAéEeTe TN OuvéXion TnG ouyxwveuong, 1o Word
EMOTPEPEI 0TN BE0N 0ag 0TO TTAPABUPO EPYATIWV.

1. Ortav €ioTe £TOIMOI VA CUVEXIOETE TN OUYXWVEUON, AVOIETE TO £yypaAPO.

To Word epgaviCel éva prjvupa mmou oag ¢nta va emPBePaiucete av BEAETE va
QVOIEETE TO £yypa@o, TTou Ba ekTeAéTEl pia evioAr SQL.

2. Emeidn 10 £yypa@o auto €ival OUVOEDEPEVO PE £va ApPXEIO TTPOEAEUONG
OedOPEVWV KAl BENETE VA AVOKTHOETE TA DEDOUEVA, KAVTE KAIK OTNV EVTOAN)
Nai. Edav avoifate €va €yypa@o Xwpic va €xete kataAaBel o1 gival
ouvOEedEPEVO PE Eva apxeio TTPoEAEUONG DEDOUEVWY, UTTOPEITE VA KAVETE
KAIK oTnVv evtoAr] OXI yia va eutTodioeTe TUXOV KAKOBOUAN TTpodcBacn oTa
oedopéva.

Epgaviletal 1o Keigevo TOU eyypd@ou padi pe otroladnTroTe TTedia TTOU EXETE
EI0AYEL



3. Kdvrte KAIK otnv KapTéAa Zroixeia aAAnAoypagiag kal ouvexiote Tnv
Epyaoia oag.

20vOeon TOU YypA@ouU e Hia TTpoéAeuoT) dedopévwv

MNa va ouyXwveuoeTe TTANPOPOPIEG OTO KUPIO £YYPAQPO, TTIPETTEI VO OUVOECETE TO
Eyypago e éva apxeio TTpoéAeuong dedouévwy 1 Eva apxeio dedopévwy. Edv o¢
01a0éTeTe NON éva apxeio dedopévwy, PTTOPEITE va dNUIOUPYNOETE €va KATA Tn
d1dpkela NG dladikaoiag TNG ouyXwveuong aAAnAoypagiag.

EmAéSTe éva apyeio dedopévwv
1. Zmv kaptéha Zroixeia aAAnAoypagiag, otnv oudda ‘Evapén

ouyxwveuong oaAAnAoypagiag, KAvie KAIK oTo oOTOIXeio EmiAoyn
TTAPAANTITWV.

‘Evaptn me  Emhoyn
U, 7 MOPOAT... ™

‘EvapEn TG ouy R mvELONE ARTADYED. .

2. MNa va xpnoipgotroijoete TN Aiota emaguwyv oto Outlook, Kavte KAIK oTnVv
evioAn EmiAoyn amd Ema@ég Tou Outlook.

ZuuBouAég yia Tnv gpyacia pe Tn Aiota "ETrag@ég oto Microsoft Outlook™

H ouvdeon pe tov @dkedo "Emrag@éc oto Outlook" eival ouviBwg pia €UKOAN
d1adikaocia, OANG HEPIKEG QOPEG MTTOPEI VO  QVTIMETWTTIOETE KATTOIO BEpa.
Mapakdtw utdpxouv AUCEIG yiIa Ta T0 KOlv@d B€uata Trou  MTTOpEi  va
TTOPOUCIaCTOUV:

e Asev pmropw va Bpw Tov pdkeAo "Etragég oto Outlook”
Evdéxetal va TTpémmel va evepyoTroioete TNV 1010TNTa Ep@dvion autoU Tou
pakéAou wg BiBAio dieuBivoewv nAekTpovikoU Taxudpopeiou oto Outlook i

va aAAageTe 1O TTPO@IA XprioTn oto Outlook.

e Evepyotroiote tnv 1816TnTa "Ep@dvion Tou @akéAou wg BifAio
SieuBuvoewv”.

1. 210 Microsoft Office Outlook, oto pevou MerdaBaon, kdvte KAIK OTnv
emAoyn Etragég.



2. Kdavrte 6€€16 KAIK oTOV Q@AKENO ETrag@ég, Tou TTEPIEXEI TIG TTANPOQPOPIES TTOU
BEAETE va XPNOIMOTTOINCETE YIO OUyXwveuon oAAnAoypa@iag kai oTn

OUVEXEIQ, KAVTE KAIK oTnv emAoyn I516TNTEG.

Enagpég «

_l_'ﬂ.'w T OTOIXEIO ENAPpi -

O enapéc PJou 2 ol
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{:} Avorypa o veo napdBupo
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£ Merokivion Tou paxéou...

Kowry ¥plion Tou akEdo...

Addayn kot xpiong...
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3. 2mnv kaptéAa BiBAio dieuBuvoewv Tou Outlook, BefaiwBeite 6T €ival
emMAeyPévo TO TTAQiOIO eAéyxou Ep@dvion tou @akéAou wg BiBAio
01eUuBUVOEWV NAEKTPOVIKOU TAXUSPOMEIOU KAl OTN CUVEXEIQ, KAVTE KAIK
oT1o koupuTtri OK.

I&dTnTEG

e AAAayn Tou Tpo@iA xpRoTtn oto Outlook

‘Eva mpo@id xpriotn oto Outlook eival pia opdda Aoyapiacpwy NAEKTPOVIKOU
Taxudpopegiou kai BiBAiwv  dieuBlvoewv. Zuvnbwg, xpeidleoTte poévo  éva
TIPOPIA — WOTOOO AV KAVETE KOIVI] XProN TOU UTTOAOYIOTH 0ag e GAAa ATOlA N
xpnoiyotrolgite dlagopeTikG PBIAia dieuBUuvoewy yia dIAPOPETIKOUG OKOTTOUG,
MTTOPEITE va opioeTe TTEPIOOOTEPA aTTO €éva  TTPO@iA. Edv EekivioeTe TN
OUYXWVEUOTN  oAAnNAoypa@iag  XPNOoIYOTIOIWVTAG  €va  TTPO@IA  TTou  Oev
TTepINaPBAvel TOV @AaKeAO "ETTa@QEC" TTOU BEAETE va XPNOIYOTIOINOETE, O PAKEAOG
auTdg dev gival d108£01u0G.

MNa va petafeite oe éva dIOPOPETIKO TTPOPIA XProTn, KAVTE ETTAVEKKIVAON TOU
Outlook. Otav cag ¢nTnBei va eMAECETE TTPOWIA, ETTIAECTE QUTO TTOU TTEPIAAUBAVEI
TOV QAKeAO "ETTOQEC" TTOU BEAETE va XPNOIYOTTOINOETE YIO TN OUYXWVEUOH
aAAnAoypagiag.

Edav dev oag ¢ntnBei TTpo@iA Kal yvwpilete OTI dIABETETE TTEPICOOTEPA ATTO £vQ,
pTTOpPEiTE Va pubpioete To Outlook woTe va oag 1o ¢nTd. Na va 1o KAVETE QUTO:

1. KAegioTe 10 Outlook.
2. Xtov lMivaka EAéyxou, petaBeite otnv KAAOIKH TTPOROAAR Kal PETA KAVTE
KAIK oTo oToIxeio ANAnAoypa@ia.



3. Kavte KAIK 0TnV evioA] Epg@avion mpo@iA.

4. Na va kaAeiote va €mmAECETE Eva TTPOQIA KABe Qopd TTou KAVETE EKKivnon
Tou Outlook, kavte KAk oTnv €mAoyr} Epwrtnon yia 1o Tpo@iA TTou 6a
XpnoipoTtroin0ei kalr atn cuvéxeia, Kavre KAk oto kouuTri OK.

e AapBdvw pnvUpoaTa OCQAAMOTOG OXETIKA ME TOUG TrEAATEG
aAAnAoypa@iag Kal TOUG TTiVOKEG.

Eav 1rpootraBrioete va ouvdEéoeTe Tov @QAKeEAO "ETTa@EC" Katd Tn dIdpKEI
ouyxwveuons aAAnloypagiag oto Word kai to Outlook dev éxel opioTei wg
TIPOETTIAEYUEVO TTPOYPAUMA NAEKTPOVIKOU Taxudpoutciou oto Windows Internet
Explorer, Ba epgavioTei 10 €§AG uvVUPa o@AAUATOG:

"Eite Ogv uttdpxel TTPOETTIAEYPEVO TTPOYPANPa TTEAATNG aAAnAoypagiag i TO
TpEXOV TTPOYpaupa TTEAATNG aAAnAoypagiag dev UTTOPEl va EKTTANPWOEI TO aiTnua
aAnhoypagiog. ExkteAéote 1O Microsoft Office Outlook kai opiote 10 WG
TTPOETTIAEYUEVO TTPOYPAUMA TTEAATNG aAAnAoypagiag.”

Na va pnv AGBete autd TO prAvupa Katd Tn OIAPKEIQ TNG OCUYXWVEUONG
aAAnAoypagiag, KAvTe Ta €EAG:

1. Byeite amd 1o Word.

2. 210 pevou Tou Internet Explorer EpyaAgia, Kavie KAIK OTnV €VTOAN
EmAoyég Internet «kai, oTn Ouvéxelm, KAvie KAIK OTnv KApTEAQ
Mpoypdupara.

3. Zmnv Trepioxy HAekTpoviké TaXudpopEio, KAVTE KAIK OTnV E€TTIAOYN
Microsoft Office Outlook kai émmeiTa KavTe KAIK 010 KouuTri OK.

Kavte etravekkivnon tou Word, avoigte 1o £yypa@o ouyxwveuong aAAnAoypagiag
Kal ouvdEoTe To Pe Tov @akeAo "ETragpég oTo Outlook”.

e Aegv gival SuvaTto va ouvdeBw pe évav @dakeAo "Etragég oto Outlook™
atrd Tnv Tepioxn "Anpoéoiol @dkeAol"

Eav &ekivoeTe pia ouyxwveuon alAnAoypagiag oto Word kal TTpooTraBrioeTe va
TTpaydaToTTOINOETE oUvdeon e évav @dkelo "Emmagéc” tou Outlook, amd tnv
Teplox) Anpooiol @akeAol, 6a AABReTe To £€N\G PRVURA OQAAPATOG:

"Aegv €ival duvarrp n oAokAfpwon TnNG Acitoupyiag AOyw QTroTuxiag €vog
TTapabupou dlaAdyou 1 piag pnxavhng Baong dedopévwy. MNpootrabioTe TTAAI
apyorepa.”



Edav mpootmabioete Eavd apyotepa Ba AGBETE TO idI0 prvUPa OQPAAUATOG.

MNa va xpnoiyotroinoete évav @akedo "Emagég” amd tnv trepioxr) "Anudoiol
@akeAol" wg apyeio dedouévwy yia Tn ouyxwveuon aAAnAoypagiag, Ba TTpETTel va
gekivioeTe TN ouyxwveuon aAAnAoypagiag atrd to Outlook.

e OéAw va xpnoigomoilow TO0 BiIBAio BSiguBivoewv Tou Outlook
Express wg @dkeAo "ETragpég”

Aev ptropeite va ouvdebeite pe autdv Tov TUTTO BIBAiou d1EubUvVoEwV Gueca KaTd
TN OIGpKEIa MIag ouyxwveuong. AvTiBeta, Ba TTpétel va KAVETE €gaywyn Tou
BiBAiou dieuBuvoewv ToUu Outlook Express wg apxeio KEIPYEVOU .CSV KAl OTN
OUVEXEIQ OUVOEDTE TO OE QUTA TN HOPPT).

ESaywyn Tou BiBAiou dicuBuvoewv Tou Outlook Express:

1. =ekivote 10 Microsoft Outlook Express.

2. 210 pevou Apxeio, TOTTOBETAOTE TO OEIKTN TOU TTOVTIKIOU OTNV EVTOAN
ESaywyn kai KatotTiv KAvTe KAIK 0Tnv £vToAr] BifAio dieuBuvoswv.

3. 210 TTapdBupo dialdyou Epyalgio eaywyng Tou BiAiou diguBuvoewy,
KAvte KAIK oTnv emAoyy Apxeio Keipévou (TipEG OIOXWPICHEVEG HE
KOMHA) Kal 0Tn cuvéxela KavTe KAIK aTnv evioAr Eaywyn.

4. Z10 TTACicio ATroOiRKkeuon €§ayouEvou apxEiou wg, TTANKTPOAOYNOTE éva
OVOMQ aPXEIOU yIa TO ApXEIO TTOU £xEl £EaXOEi Kal, TN CUVEXEIQ, KAVTE KAIK
oT1o koupuTti MepiRynon.

5. 210 TTapdBupo diaAdyou AtroBriikeuon wg, otn Aiota ATroOrikeuon Ok,
EMMAECTE TTOU BEAETE va OTTOONKEUOETE TO APXEIO KAl OTN OUVEXEIA, KAVTE
KAIK oTnv evioAj AmoBnikeuon. Eival 1o €UkoAo va ammoBnkelete Ta
oedopéva otov @akeAo O1 rpoeAeloelg dedopévwy pou, oTo PdkeAo Ta
Eyypa@d pou. 2e auTh TNV ToTToBeCia TTpayuaToTTolEl TTPWTa avalnTnon
10 Word yia apxeia dedopévwy, OTav TTPAYUATOTIOIEITE TTEPINYNON YIa TA
apxeia katd mn dIAPKEIA YIAg CUYXWVEUONG.

6. Kdavte KAk 010 KOoupTri ETropevo. EmAEETE Ta TTAQioIa eAéyxou SiTTAa oTa
Tedia TTOU BEAETE va €EAYAYETE KAl OTN OUVEXEIA, KAVTE KAIK OTNV EVTOAN)
TéAog.

ZHMEIQZH Ortav BéAeTe va atro@acioeTe TTola TTedia Ba e€ayAyeTE, OKEPTEITE TIG
TUTTOTTOINMEVEG ETTIOTOAEG, TO INVUPATA NAEKTPOVIKOU TOXUDPOMEIOU 1) TIG ETIKETEG
TTOU TIPOKEITAl va ONMPIOUPYAOETE HE TN OuyXwveuon aAAnAoypagiag. Tia
Tapddeiyua, €dv Oev ouuTtreEPIAQUPBAVETE TTOTE WeUdWVUUA [ TTPOCWTTIKEG
ToTToBE0ieg 0TO Web oTa ouyxwveupéva £yypaga, Pnv €EayeTe autd Ta Tedia.



7. Otav Aaupavere 1o privupa ot €xel oAokAnpwOei n diadikagia e¢aywyng,
KavTe KAIK 01O KoupTri OK.

8. Ta va kAgioete To TTAPABupo diaAdyou EpyaAegiou e§aywyng Tou BiBAiou
SieuBuvoewyv, kKavTe KAIK oTnVv evioA] KAgioIgo kal oTn ouvéxeia KAgioTe
10 Outlook Express.

E@dooov éxete emoTtpéwel oto Word Kal TTPAYUATOTIOIEITE Tn OUYXWVEUON
aAAnAoypagiag Kal @BAaoeTe 0TO BAPO OTTOU TTPETTEI VO OUVOECETE £va OPXEIO
oedopévwy, KAvTe KAIK oTnv €mAoynl XpAon utmrdpxouocag AioTtag Kai
TTPOYMOTOTTOINOTE TTEPINYNON YIA VO EVTOTTIOETE TO QPXEIO .CSV TTOU HOAIG
eCayayare. lMpiv avoiéel To apxeio, Ytmopei va oag ¢nTnBei va €TTIAECETE TOV
XOPAKTAPA dlaxwpIiouou TTou Ba diayxwpidel Tn yia otAAN atrd TNV GAAN oTn AioTa
dieuBuvoewv. Kavte KAIK oTnv emmAoyr] KOJpa Kal 0Tn OUVEXEIA, KAVTE KAIK OTO
koupTri OK.

Edav 10 apxeio givalr @UANo gpyaciag Tou Microsoft Office Excel, Bdon dedopévwv
NG Microsoft Office Access i GANOG TUTTOG apxeiou SEDOPEVWY, KAVTE KAIK OTNV
eVIOAN] XpAon utrdpxouoag AioTOG Kal OTN CUVEXEIQ, EVTOTTIOTE TO APXEIO OTO
TTapdBupo diaAdyou EmriIAoyn mpoéAeuong dedopévwy.

210 Excel, ptropeite va €mIAELETE dedopPEva ATTO OTTOI0dNTTOTE PUAAO £pyaciag n
OVOMQOTIKY TTePIOXN) péoa o€ éva PBIPAi0 epyaciag. 2Tnv Access, UTTOPEITE va
EMAECETE DeDOPEVA ATTO OTTOIOVONTTOTE TTIVOKA fj EPWTNUA TTOU £XEI OPIOTEI OTN
Baon dedopévwy. MNa GAAo TUTTO apxeiou OedouEvwy, ETTIAEETE TO APXEIO OTO
TapdBbupo diaAdyou EmriAoyny mpoéAeuong dedopévwy. Edv 10 apxeio dev
uTTapxel oTn AioTa, €mAECTE TOV KATAAANAO TUTTO apXeiou r KAVTE KAIK OTnV
emAoyl OAa Ta apxeia, oto TAaiolo Apxeia TOTTOU. € MIO OUYXWVEUON
MTTOPEITE VA XPNOIYOTTOINOETE TOUG TTOPAKATW TUTTOUG apPXEiWV OEDOPEVWV:

e Apxeia evog emmrédou, TTpoypaupaTa Baong doedouévwy pe Bdon Ta
apxeia, yia Ta oTToia £XETE EYKATAOTAOEI MIa uTTnpeoia TTapoxrs OLE-DB n
éva  mpoypaupa  odrniynong ODBC  (TToAMGd  amdé 1O oTroia
oupTtrepIAapBavovtal oto Microsoft Office).

« 'Eva apxeio HTML 10U €x€1 €vav Trivaka. H TTpwTn yPAUMR TOU TTivaka
TIPETTEI VA TTEPIEXEI OVOPATA OTNAWV Kal Ol AAAEG YPAPPEG TTPETTEl va
TTEPIEXOUV DEDOUEVQ.

e HAekTpovikd BiAia dieubuvoewv:

« BiPBAio dieuBuvoewv Tou Microsoft Outlook

e AioTta era@wv Tou Microsoft Schedule+ 7.0

e OrTroic0dATTOTE TTAPOUOIEG AioTeg dleubuvoewyv TTOU
onuioupynénkav pe €va ocuoTnua avtaAAayng nvupdTwy cuppBard
pe To MAPI é1twg 1o Microsoft Outlook.

e 'Eva €yypago tou Microsoft Word. To £yypago Ba TTpETTEl va TTEPIEXEI Evav
Tivaka. H TTpwTn ypauur Tou TTivaka TTPETTEl va TTEPIEXEI ETTIKEPAAIDES Kal
0l AANEC YPOUMEG TTPETTEI va TTEPIEXOUV TIG E€YYPAQPEG TTOU BEAETE va



OUYXWVEUTOUV. MTTOPEITE €TTiIONG va XPNOIMOTTIOINOETE  MIATTPOEAEUCN
KEPAAIOOG WG TTPOEAEUTT) DEDOUEVWIV.

OT1r0100TTOTE APXEIO KEINEVOU TTOU £XEI TTEDIO DEDOUEVWV DIOXWPIOHUEVA HE
XOPAKTAPEG OTNAOBETN i KOPUATA KAl EYYPAPEG DEDOUEVWV_OIAXWPIOPEVEG
ME onuadia TTapaypd@ou.

ZUUBOUAéG yia TV pop@oTroinon dedopévwy oto Excel

Edav 10 apxeio dedopévwy gival éva QUAAO gpyaaiag Tou Excel TTou trepiAapBavel
TTOO0O0TA, TIUEG VOUIONATWY 1 TaXUOPOUIKOUG KWwOIKOUG UTTOPEITE VA dIATNPNOETE
TNV apIBUNTIKA Hop@oTToinan Twv dedopévwy XpnaoluoTroiwvTag To Dynamic Data
Exchange yia ouvdeon pe 10 QUAAO epyaciag Tou Excel amé 1o Word. TNa
TTAPAdEIYUA, UTTOPEITE va BERAIWOEITE OTI O TAXUOPOUIKOG KWOIKOG TTEVTE YNPiwv
07865 a1rd 10 apyeio dedouévwy dev Ba eppaviCeTal wg 0 apiBudg 7865 (xwpig
TO APXIKO UNOEV).

Mpiv atmd TNV ouvdeon o010 GUAAO epyaciag, kavTe Ta €¢Ag oTto Word:

wn

ok

ilin]
. Kavte kKAik oto Kouptri Tou Microsoft Office ' “ kal KaTéTTIV KAVTE KAIK

oTo KoupuTri ETriAoyég Tou Word.

Kavte KAIK 0Tnv KapTéAa MNa TrpoXwpnuévoug.

MeTtakivnBeite otnv evotnta Fevikd kal €mMAEETE TO TTAQICIO €AEyXOU
EmkUpwon Tng HOPPG apXEiOU Kal Avolyld.

Kavte KAIK 010 KOupTTi OK.

Evw cival avoiktd 1o KUPIO £yypa@o ouyXwveuong, otnv oudda ‘Evapén
TNG ouyxwveuong oAAnloypagiag TG  KAPTEAAG  ZTOIXEiA
aAAnAoypagiag, Kavte KAIK oTnVv €TMIAOYA ETTIAOYR TTOpaANTITWY KAl OTN
OuVEXEla, KAvTe KAIK oTnV evTOAr} XpAon utrdpxouoag AioTag.

. EvrotrioTe 10 @UAAO epyaciag Tou Excel oto mapdBupo diaAdyou ETriAoyn

mwpoéAeuong dedopévwy Kal KAvTe OITTAG KAIK 0€ auTo.

210 TapaBupo OilaAdyou EmkUpwon 1tng mpoéAeuong dSedopévwy,
Kavte KAIK otnv emAoyry ®UAAa epyaciag Tou MS Excel péow DDE
(*.xIs) ka1 0Tn ouvExela, Kavte KAIK 010 KoupTri OK.

ZHMEIQZH Edv dev epgaviCetal n emAoyrp ®UAAa epyaciag Tou MS Excel
Méow DDE (*.xls), kavte KAIK oTO TTAQiCI0 eAéyXou Ep@dvion 6Awv.

8.

210 TapdBupo OiaAoyou Microsoft Office Excel, yia OvopaoTiKA
mwePIOXN N TeEPIOXN KEMIWYV, €TTIAECTE TNV TTEPIOXN KEAIWV 1} TO QUAAO
EPYAciag TTou TTEPIEXEI TIG TTANPOPOPIEG TTOU BEAETE VO CUYXWVEUTOUV KAl
OTn ouvéxela, Kavre KAIK oto koupuTri OK.



ZHMEIQZH Ta va pnv gg@avidetal n €pwtnon KABe @opd TTOU AVOiyeTeE éva
apxeio dedopévwy, PTTOPEITE va artrevepyoTroifoete TV Aoyl EmBepaiwon
TNG METATPOTIG KATA TO AVOIYHA, EQOCOV £XeTE OUVOEDEI GTO PUANO £pyaaiag.

e EdAv Oev €xete akdun apxeio dOedopévwy, KAvTE KAIK OTnV  €TTIAOYNA
MAnkTpoAdynon véag AioTOag KOl OTn OUVEXEIQ, XPNOIMOTTOINOTE TNV
@Opua TTOU avoiyel yia va dnuioupynoete T Aiota cag. H AioTta
atroBnkeveTal WG apxeio Baong dedouévwy (.mdb), To oTToio UTTOPEITE VA
XPNOIUOTTOINOETE Eavd.

Meplopiopdg TNG AioTAG TTAPAANTITWY ) OTOIXEIWV

Otav ouvdEeoTe e Eva OUYKEKPIPMEVO apXeio DEBOPEVWY, UTTOPET va unv BEAETE
VO OUYXWVEUOETE TTANPOPOPIEG ATTO OAEG TIG EYYPOAPEG OTO OUYKEKPIUEVO APXEIO
0edOUEVWV OTO KUPIO £YYPaPO.

MNa va 1eplopioeTe TN AioTa TTAPAANTITWY A VA XPNOIKMOTIOINCETE £va DEUTEPEUOV
oUvoAo oToIxEiwv oTo apxeio dedopévwy, KAvTe Ta €EAG:

1. Znv  kaptéha Zroixeia aAAnAoypagiag, otnv  opada ‘Evapén
ouyxwveuong aAAnloypagiag, kavte KAIK O0TO oToIxEio ETre§epyacia
AioTag TTapaAnITTWYV.

‘Evaptn me  Emhoyn
U, 7 MOPOAT... ™

‘EvapEn TG ouy R mvELONE ARTADYED. .

2. 210 TmapdBupo  OlaAdyou  TMApaAATITEG TNG  OUYXWVEUONG
aAAnAoypa@iag, Kavte OTTOIOOATTOTE ATTO TA £ENG:

o« EmAoyn pepovwpévwy eyypapwv H pébodog auth eival
Xpnoiun €dIka o6tav n Aiota eival pikpr. EmMAEETE TO TTAQiOIa
eAEyxou BITTAQ OTOUG TTAPOAATITEG TTOU BEAETE VA CUUTTEPIAGRBETE Kal
KAarapyAoTe Tnv €mAoy Twv TTAAICiwWV €AéyXou dITTAA OTOUG
TTOPAANTITEG TTOU BEAETE va eCAIPETETE.

Edv yvwpilete OTI BéAeTe va OUMPTTEPIAGRETE HOVO AiYEG EYYPOQYEG OTN
OUYXWVEUOT), UTTOPEITE VO KATAPYAOETE TNV €TTIAOY OTO TTAQICIO €EAéyXOou OTN
YPOUMN KEQAAIDOG KAl OTrN CUVEXEIQ VA ETTIAECETE POVO TIG EYYPOPESG TTOU BEAETE.
Mapopola, edv BéAeTe va oupTTEPIANQBEI TO peEYaAUTEPO PEPOG TNG AioTag,
EMAEETE TO TTAQIOIO EAEYXOU OTN YPANMUN KEQAAIDAG KOl OTN CUVEXEIA, KATAPYNOTE
TNV €mAoyl ammd Ta TTAQioIa €AEyXOUu Twv eyypa@uwyv Trou Oev BEAeTe va
OUMPTTEPIAGPBETE.



e Ta&ivopnon eyypapwv Kdavre KAIK 0TnV €TMIKEQPAAIdA TNG OTHANG Tou
aToixeiou TTou BéAeTe va Tagivounoete. H Aiota Ba tagivounBei pe augouoa
aA@aBnTikA oeipd (atmo 10 A €wg To Q). KavTe Eavd KAIK oTnV KEQAAiIda TNG
OoTAANG yia va Tagivounoete TN Aiota pe @Bivouoca aAgapnTikr oeipd (Q
Ewg 10 A).

Edv BéAeTe va TTPAYUATOTTOINCETE TNIO TTEPITTAOKN TAgIVOUNON, KAVTE KAIK OTAV
evioAn Ta§ivounon otnv Tmepioxy Mepiopiopdg Aiotag TapaAqTTn KAl
EMAEETE TIG TTPOTIPNAOCEIG TAgIvOuNong oTnV KapTéAa Tagivopunon eyypa@wy, 010
TTapdBupo diaAdyou DiIATpdpioua kal Tagivopnon. MNa Tapddeiyua, PITopEiTe
VO XPNOIYOTTOINOETE QUTOV TOV TUTTO TOgIVOPNONG €Av BEAETE va eival ol
dleuBUvoeIg TTaPAANTITWY O€ aA@ABNTIKA o€lpd, he BAON TO ETWVUNO, YECA O€
KAOE TaXUOPOUIKO KWOIKA Kal Ol TAXUOPOMIKOI KWOIKES TTapaTiOevTal 0Tn AioTa e
apIdunTIKA o€Ipa.

e O@IATpdpiopa gyypa@wyv H duvatdtnta auth eival Xprioiun av n Aiota
TTEPIEXEl  €YYypPaPEG TTou  Oev  BéAeTe  va  eygavifovial 1 va
oupTrepIAQUBAvovVTal OTR ouyxwveuorn. AQ@OTou @IATpApeTE TN AioTq,
MTTOPEITE VO XPNOIYOTIOINCETE TA TTAQICIO EAEYXOU YyIA VO CUPTTEPIAGBETE
KOl VO QTTOKAEIOETE EYYPAPEG.

MNa va QIATPAPETE EYYPAPEG, KAVTE TA EENG:

1. Ztnv TTepioxn Meplopiopdg AioTag TrapaAnTrTwy, KAVTE KAIK TNV €VTOAR
®iATpo.

2. Znv kKapTéAha @IATpApIoHa gyypa@wy, OTO0 Trapdbupo diaAdyou
QiATpdpiopa kKal Tagivopnon, €mMAEETE T KPITAPIO TToU BEAETE va
XPNOIUOTTOINOETE YIa TO QIATPO.

MNa Tapddeiypa, yia va dnUIoupynoETE avTiypa@a Tou KUpPIoU eyypapou Uovo yia
dleuBuvoelg otnv xwpa/treploxy AuoTpaAia, Ba TTPETTEl va KAVETE KAIK OTnv
emAoyl Xwpa A mepioxn otn Aiota Medio, otnv emAoy loo pe otn Aiota
ZU0yKpion Kal oTnv €mAoy AuoTpalia otn AioTa ZOyKpIon ME.

3. Na akdun peyaAUTEPO TTEPIOPICHO TOU QIATPOU, KAVTE KAIK oTa TTedia Kai 1
"H ka1 oTn ouvéxeia, kaBopioTe TTEPICTOTEPA KPITAPIA.

MNa Tapadeiyua, yia va dnUIoupyrnoETE avTiypaga Tou KUplou eyypagou oag uévo
yla eTaipeieg oto Movayo, Ba TTPETTEl va eKTEAECETE QPIATPO OTIG EYYPAPES OTTOU TO
medio MOANn Trepiéxel Tnv Ty Mévayxo kai Tou oTtroiou oTo TeEdio Ovopa
gTaIpEiag dev gival kevd. EAv xpnoiyotroifoeTe 10 KpITrp1o "H avTi yia 1o KpItripIo
Kai oto @iATpo, n ouyxwveuon aAAnAoypa@iag ouptrepIAauBAvel OAeG TIG
d1euBuvoelig oto Mévayxo kaBwg kal OAeg TIG dleuBuvoelg TTou TTepIAaBAvouy éva
Ovoua ETAIPEIG, AVEEAPTATA ATTO TNV TTOAN OTNV OTToia BPiCKOVTAl AUTEG.



ZHMEIQZH Edv é€xete eykataoTAoel Aoyiopikd  €TmKUpwong digubuvong,
MTTOPEITE Va KAVETE KAIK 0TNV €1mIAoy ETKOpwon S1eubivoewy oT10 TTapddupo
d1aAdyou MapaAnTrTeg ocuyXxwveuong aAAnAoypa@iag yia va €MIKUPWOETE TIG
OIEUBUVOEIG TWV TTAPOANTITWV.

MpooOikn xapakTApwv Kpdrtnong 0éong, Tou ovopdlovral Tredia
ouyxwveuong aAAnAoypa@iag, oTo £yypago

E@ooov ouvdéoete TO KUPIO £yypa@o PeE éva apXeio dedoUEVWY, PTTOPEITE va
TIANKTPOAOYNOETE TO KEINEVO TOU €yypd@OU Kal va TIPOCBECETE XOAPAKTAPES
Kpdtnong 6éong Tou utrodeikvUouv Tou Ba  eugavifovial of  POVASIKEG
TTANPOYOPIEG O€ KABE avTiypapo Tou eyypa®ou.

O xapoktipeg Kkpdtnong 6éong Omwg n dlgvbuvon Kal O  XOIPETIOUOG
ovopdlovtalr Tedia  ouyxwveuong aAAnloypagiagc. Ta Tedia oto Word
QVTIOTOIXOUV OTIG ETTIKEPAAIOEG OTAANG OTO APXEIO DEDOUEVWV TTOU ETTIAEVETE.
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1 ["Ovopa | Enmvupo | ArsdBuvon

2 |Mancy Anderson 123 Main 5t.

3 | Ann | Beehe 567 Courtry Rd.
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1 01 omAeg og éva apyeio OeBOPEVWV  QVTITIPOOWTTEUOUV  KATNYOPIES
TTANpo@opiwyv. Ta Tedia TTou TTPOCBETETE OTO KUPIO £YYPOPO Eival XOPAKTAPES
Kpdtnong B€ong yia TIG KATNYOPIEG AUTEG.

2 01 ypaupéc o0t £va  OpXEi0 OESOMEVWV  QVTITTPOOWTIEUOUV  EYYPOPEC
TAnpogopiwyv. To Word TTapdyel €va avtiypa®o Tou KUpIou eyypd@ou yia KABe
EYYPOQN KATA TNV EKTEAEON YIOG OUYXWVEUONG aAAnAoypagiag.

Otav clodyete éva TTedi0 OTO KUPIO £yypago, UTTOOEIKVUETE OTI BEAeTE va
epavietal 0Tn B€0N AUTH PIA CUYKEKPIYEVN KATNyopia TTANPO@oOpIwy, OTTwG éva
ovopa N pia dieubuvaon.



#MNACK SlEUBUNVONCH

Ay ann e/ € Ovopan,

ZHMEIQZH Ortav ciodyete €éva 1medio cuyxwveuong aAAnloypagiog ot éva
KUpPIO £yypa@o, To Ovopa Tou TTediou eCWKAEIETal TTAVTA O€ €lI0aywyika (« »). Ta
€I0aYyWYIKA auTd dev gu@avifovial OTa CUYXWVEUUEVA £yypaga. 2ag onboulv
ATTAWG va dlaXWPEICETE TA TTEDIA ATTO TO KAVOVIKO KEIMEVO OTO KUPIO £yypago.

T oupBaivel KaTd Tn CuyXwveuon

Katd tn ouyxwveuon, ol TTANPO®Opieg atrd TV TTPWTN YPAPUR OTO apXeEio
0edouEVWV aVTIKOBIOTOUV Ta TTEdia 0TO KUPIO £yypaQo yia va dnuioupyroouv 10
TTPWTO CUYXWVEUUEVO Eyypago. O1 TTAnpopopieg atmmd Tn delTePn YPAUUR OTO
apxeio dedouévwy avtikaBiotouv Ta TTedia yia va dnuioupyAocouv To OeUTEPO
OUYXWVEUHEVO £YYPaPO K.O.K.

A | B | C |
1 'Ovopal | Enwvupo || AdBuvon |
Marcy derson 123 Maip St.

Ar eebe 567 Colntry Rd,

Mancy Anderson
123 Main 5k,




Epyaocia pe media: Mapadeiypara

Mrtropeite va TTpooBEceTe OTTOIOBONTTOTE ETTIKEQPAAIdA OTHANG ammd TO apxeio
0edouévwv 01O KUpIo €yypago wg TTedio. Autod oag TTapéxel euehiia kKatd Tn
oxediaon  TUTTOTTOINMEVWY  ETTIOTOAWY,  ETIKETWV,UNVUPATWY  NAEKTPOVIKOU
Taxudpoueiou 1 GAAWV CuyXwWVEUPEVWY eyypaewy. MNa TTapddeiyua:

e Ag uttoBéooupe OTI ONUIOUPYEITE MIA ETTIOTOAR YIO VO EVNUEPWOETE TIG
TOTTIKEG ETAIPEIEG OTI €XOUV ETTIAEXTEI yIa va CUPTTEPIANQBOUV TOV E€TACIO
odnyo TG TTOANG. EAv 1o apxeio dedopévwy TTePIEXEl WIa oThAN "ETaipeia”
ME TO Ovopa KABe eTaipeiag oTnv otroia BEAETE va atreuBuvBeiTe, utTopeiTte
va eiocaydyete 10 1edio «ETaipeia» avrti va TTAnKTpoAoyrioeTe TO Gvoua
KAOg piag eTaipeiag.

e @avrtaoTeite OTI OTEAVETE TPINNVIQIa PNVUPOTA NAEKTPOVIKOU TaXudpPOEiou
OTOUG TTEAATEG OAG YIO VA TOUG EVNHEPWOETE yIA TA VEQ TTPOIOVTA KAl TIG
€IOIKEG TTPOCPOPES. MNa va TTPOCAPPOCETE AUTA TA PNVUUATA YIO TOUG
KAAUTEPOUG TTEAATEG OOG, PTTOPEITE va TTPOCBECETE pIa OTHAN "T1POCWTTIK
onueiwon" oto apxeio dedopévwy, OTTOU MTTOPEITE va TTANKTPOAOYEITE
onpelwoelg 0Twe "Ka lwdavvou, To VEo unxavnua gival auto TTou yayvare."
Ortav TotroBeTeiTe €va TTEdI0 «[1POCWTTIKA_ONUEiwWoN» 0TO KUPIO £€yypaQo,
MTTOPEITE VO CUMTTEPIAQUPBAVETE QUTEG TIG ONPEILWOEIG OTO KATW PEPOG TWV
OUYKEKPIUEVWVY INVUUATWV.

e Ag umroBéooupe OTI n AioTta oToIxeiwv aAAnAoypagiag e€ival yia Toug
ouvdpounTéG aTn OEATIO TUTTOU Kl TO APXEI0 DEDOUEVWYV TTEPIAAUPBAVEI YIa
OoTAAN pe TO Ovopa Hyugpounvia_ARgng, yia Tnv  ammobrnkeuon TnNg
nuepounviag otnv otroia Afyyel N ouvdpopr]. Edv TotroBetroeTe £va TTedio
«Hpegpopnvia_AAENG» OTO KUPIO £yypa@o ETIKETAG TTPIV OTTO TNV €KTEAEON
TNG OUYXWVEUONG, O cuvOpouNnTES Ba BAETTOUV TNV nuEpounvia ARENg Tng
TIPOCWTTIKAG TOUG OUVOPOUNG OTNV ETIKETA AAANAOYpaQiag.

Mrtropeite va ocuvdudoete TTedia Kal va Ta dlaXWPIioETe Pe onueia oTigng. lMNa
TTapAdEIYUA, VIO VO dnNUIOUPYNOETE Wia dIEUOUVOT), UTTOPEITE VO OPICETE TA TTEDIO

OTO KUPIO £yyPaQo, wg £ENAG:

«Ovopa» «ETTwvupo»

«Od06G»

«MOANny», «Xwpa» « TaxudPOoUIKOG KWAIKOG»

MNa Ta oTOIXEIO TTOU XPNOIYOTIOIEITE OUXVA, OTTWG Ta PTTAOK dIEUBUVONG Kal TIG

YPOUMEG XaipeTiopou, To Word tTapéxel ouvBeta redia 1Tou opadoTrolouv éva
TARB0¢ ediwy. MNa Tapdderyua:



e To medio "AiglBuvon" cival €évag ouvduaopog ToAwv  TTeEdiwy,
oupTTEPIAQUBAVONEVWY TOU OVOUATOG, TOU ETTWVUMOU, Tng odou, Tng
TTOANG KAl TOU TaXUSPOUIKOU KWOIKOU.

Mancy Anderson
«Mniok SiedBuvance- 123 Main St
Belingham, Wha 14458

e To Tmedio "lpapun xaipeTiopyou" utropei va TreplIAapBdvel €va n
TEPIOTOTEPA TTEDIO OVOUATOG,AVANOYQA PE TOV ETTIAEYUEVO XAIPETIOUO.

MTTopeiTe va TTPOCAPPOCETE TO TTEPIEXOPEVO O€ KABE £va atmd autd Ta oUvOeTa
media. MNa Tapdadeiypa, otn dielbuvon PUTToPEi va BEAETE va ETTIAECETE pIa ETTIONUN
popor ovouatog (Kupio MNwpyo lwdvvou). 21ov XaIpeTIOPd PTTOPEI va BEAETE va
xpnoiuotroiNoeTe TN AéEn "MNpog” avti Tng Aégng "AyatrnTé".

AvTioToixion Twv Tediwv ouyxwveuong aAAnAoypagiag HE TO apxeEio
dedopévwv

MNa va Bepaiwbeite 611 10 Word utropei av evrotrioel pia OTAAN OTO apxeio
0edopévwy TTOU VO QVTIOTOIXEI 0€ KABe oToIXEio dielBuvong 1 XAIPETIOUOU,
MTTOPEI va TTPETTEI va AVTIOTOIXIOETE TA TTEdIA TNG OUYXWVEUONG aAAnAoypagiag
o1o Word e TIG 0THAEG OTO apxeio OEdOPEVWV.

MNa va avtioToixioete Ta edia, KAvTe KAIK oTnv €mIAoyn Taiplaopa Tediwv oTnV
oudda Zuvragn & Eicaywyn mediwv TnG KapTéAag Zroixeia aAAnAoypagiag.

EToiEio akanho,,, | AwoBsmopnom  Mpofoin Mooy pappamnos

R

-_':, Taipiaoua nzdi.. .
Emonpoyvan, Mohok Fpapur  Ewgyon
nEdioy aa, ., aEUBuyone YapEnouol  nEdios. ., T
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Avoiyel To TTapdBupo dialdyou Taiplaoua Tediwv.

TaipIagpIc NESImY

Mpok EIPEYOU Y0 % pROUoNINTE] S0IKEs OUYaTOT TES,

M EUYI0YEL OT] DA MADYROCpIO; MPENE! wa Yol picgl nog
nzdiag g AlOTag NgpahknnTy o0 Ta Aoy JE Ta

anai ToUpEyY d NEdia, KprmuonoingTe Ty Oy anTUTTapEyn
hOTa, yIa va ENHEEETE To KaTakAnAD NEdin MoTag
nopasnnTy yid Kalde oroeio nediou diEdBuyans

Movadikd avayvopiomed | {0y av om0 &

TiTh oG 2y £veiag (Bey av OO ., W
‘Crvopa (Bzy v oo, W
MaTtp Uy (Bzy v oo, W
Eni upa Enorvup W

Ta oToixeia piag d1etbuvong Kai evog XaIpeTIOPOU TTapaTiBevTal ota apioTepd. Ol
EMKEPAAIDEG OTAANG aTTO TO apyEio dedopEvwy TTapaTiBevTal ota degId.

To Word avalntd Tn oTAAN TTOU QVTIOTOIXEI 0€ KABE OToIXEIO. ZTNV €IKOVA, TO
Word avTioToixioe autéparta tn oTHAn Tou apxeiou dedopévwyv ETTwvuPo pe
oTAAn ETwvupo. Qotdéoo, dev fTav duvarti n avTioToiXion AAAwv OToIXEiwv aTTd
10 Word. lNa mapadsiyua, amd autd 1o apxeio dedopévwy 10 Word dev utropei va
avTioToixioel Tn oTHAN Ovopa.

21N 0e€Id AioTa ptTopeite va €mmIAECeTE TN OTAAN TOu apxeiou dedopévwy TTou
QVTIOTOIXEI OTO OTOIXEIO ApPIOTEPA. 2TV €IKOva, n oTAAN ‘Ovopa avTIoToIXE Twpa
otn othAn Mikpd Ovopa. Aegv €xel onuacia TTou dev £XOUV QVTIOTOIXIOTEI Ol
othAeg TiTAog guyeveiag, Movadiké avayvwpioTIKO Kal AguTepo Ovopa. To
EYYpa@o TnG ouyxwveuong aAAnAoypagioag dev XpeIddeTal va XPNOIUOTTIOIE KAOE
medio. Av TTpooBéoeTe €va TTedio TToUu Oev TTEPIEXEI dedouEva aTTd TO apxEio
d0edopévwy, Ba ePPAVICETAI OTO OUYXWVEUPEVO £YYPaPO WG KEVOG XAPAKTAPAG
Kpdtnong Béong — ouvABWG JIa KEVH YPAWUN 1] Eva KpU@O TTEdIO.

Taipiaopia NEdimy

Mook SpEvau va ¥ pRapo noiRdel Sifikés S vaTaT T,
M EUYI0YEL OT] DA MADYROCpIO; MPENE! wa Yol picgl nog
nzfia T AITTaG Napah Ty Gac Tamalouy JE Ta

anai ToUpEyY d NEdia, KprmuonoingTe Ty Oy anTUTTapEyn
hioma, yia va eniheEeTE TO KaTakAN AD NEdio AOTOg
napainnToy yid kalds orozio nzdiou dEdBuyon;
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MAnKTPpOASYNON TrEPIEXOMEVOU Kl TTPOOBNAKN TTEdiwV

1.

2.

270 KUPIO £yypaq@o, KAVTE KAIK OTO Onueio OTTou BEAETE va €I0AYETE TO
medio.

XpnoiyotroifoTe TNV opada Eyypaen & Eicaywyn mediwv oTnv KapTéAa
Zroixeia aAAnAoypagiag.

ITOlEID OrAnAo.., | SyoBsipnon  Mpofodn  Mpoypappana)s:
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3.

By paipry & 100 oy me o

MpooBéoTe 0TTOIOBATTOTE ATTO TA TTAPAKATW OTOIXEIA:

MTtTAok dieuBUvoewy Pe dvopa, dielBuvon Kal GAAEG TTANPOPOPIES

1. Kavte KAIK oTnv €miAoyr) MITAok S1e0uvong.

2. 210 TTapdBupo diaAdyou Eicaywyn pirAok Si1eBuvong, KAvTe KAIK OTa
oToixEia dleuBuvong TTou BEAETE va CUPTTEPIAGPBETE Kal TIG PMOPQEG TTOU
B¢éAeTe Kal 0T ouvéxela KAvTe KAIK oTo KouuTri OK.

3. Edv gpgpaviotei 10 TapdBupo diahdyou AvTtioToixion mediwv, 1o Word
MTTOpEl va pnv  €Xel evtoTrioel KATTOIEG aTmd TIG TTANPOQPOPIEG TTOU
XpelagovTtal yia 1o PTTAOK O1euBuvong. Kavte kKAIK oto BEAog diTTAa oTO
medio (Xwpig avrioToiXion) Kal oTn cuvéxela, €mAECTE TO TTEdIO aTTO TO
apxeio Oedouévwyv TTOU QVTIOTOIXEI OTO TTEDIO TTOU QTTQITEITAI YyIa TN
ouyxwveuaon aAAnAoypagiag.

"POUMA XAIPETIOPOU

1. Kavte KAIK oTnVv €mmiAoyr FpappiR XaIPETIOUOU.

2. EmAECTE KGABE popPnry YPOUMUNAG XAIPETIOMOU Trou TrePIAAPPBAavel 1o
XQIPETIOUO, TN HOPPI ovouaTog Kal Ta akdAouBa onpeia oTigng.

3. EmAECTE TO Keipevo TTOU BEAETE va ep@aviCeTal O€ TTEPITITWON TIOU TO
Microsoft Word &ev ptropei va gpunveloel To dvoua Tou TTapaAqTTn. MNa
Tapadeiyua, Otav 10 apxeio TTPoEAeuong dedopévwy dev TTEPIAAPPBAVEI
Ovoua I ETTWVUPO TTAPAANTITH, TTAPA JOVO dvoua ETTIXEIPNONG.

4. Kavte KAIK 010 KoupuTri OK.

5. Edv epgpaviotei 10 TapdBupo diaAdyou AvTtioToixion mediwv, 1o Word

MTTOpEl va pnv  €XEl evToTTioel KATTOIEG aTmd  TIG TTANPOQPOPIEG TTOU
XpeldlovTal yia TN ypauunR Xaipetiopou. Kavrte KAIK 010 BEAOG BiTTAa OTO
Tedio (XwpPig avTioToiXlon) Kal 0Tn CUVEXEIQ, ETTIAECTE TO TTEDIO ATTO TO
apxeio OedouEVWY TTOU QVTIOTOIXEI OTO Tredio TTOU ATTAITEITAI YIa Th
ouyxwveuaon aAAnAoypagiag.



Mepovwpéva Tredia

Mrtropeite va €10ayeTe TTANPOPOPIEG ATTO pEPOVWHPEVA TTEDIA, OTTWG TO Gvoud, TOV
apIiBud TnAc@wvou 1 T0 Tood CUMPBOARG atrd pia Aiota dwpntwv. lMNa va
TpooBEoETE yYpryopa éva TTedio atrd TO apxeio dedopévwv OTO KUPIO £yypaqgo,
KAvTe KAIK 010 BéAog &itTAa oTnv €mAoyn Eicaywyn mediou ouyxwveuong Kai,
OTn OUVEXEIQ, KAVTE KAIK OTO dvoua Tou Trediou.

MNa TEPIOOOTEPEG ETTIAOYEG OTNV €10AYWY HEMOVWUEVWY TTEDIWV OTO £yypPaQoO,
KAVTE TA €£ENG:

1. v kaptéAa Zroixeia aAAnAoypagiag, otnv oudda Zovragn &amp;
giocaywyn Tmmediwv, kKAvie KAIK oTo oOToIxEio ElocaywynR Trediou
ouUyXWVEUOoNG.

2. 310 TapdBupo dialdyou Elcaywyn mediou ouyxwveuong, KAvie £va
até Ta akOAouba:

e [a va emAégeTe TTEdia diguBuvong TTou Ba avTioToIXoUvV auTopaTa
ota Tedia oTnv TTPoéAsuon dedopévwy, akOPn Kal av Ta Tedia TNG
TTpoéAeuong dedopévwyv dev €xouv To idl0 Ovopa pe Ta TTedia 0ag,
KAavTte KAIK oTnv €tmAoyr Media dietBuvong.

e [a va emAEgeTe Ta TTEdia TTOU AapBdvouv TTavra dedopéva aueca
atmmoé o OTAAN OTO apXeio dedOUEVWY, KAVTE KAIK OTnV €TTIAOYN
MNedia Baong dedopévwvy.

3. 2710 TAaiolo Media, KAvTe KAIK 0TO TTEDIO TTOU BEAETE.

4. Kdavte KAIK 0TO KOUuuTTi Elocaywyn Kal 0Tn ouvéxela KAvTe KAIK OTO KOUUTTI
KAgioipo.

5. Eav eugaviotei 10 TapdBupo diaAdyou AvtioToiXion Trediwv, TO
Microsoft Word ptropei va pnv €xel evioTTioel KATTOIEG aTTO TIG TTANPOYOPIES
TTOU XpeladovTal yia TNV eloaywyr] Tou ediou. Kavte KAIK 010 BEAOG diTTAa
oT1o Tedio (Xwpig avrioToiXion) Kai oTn cuvéxela, emMAEETE TO TTEDIO ATTO
TO apxeio dedopévwy TTOU AVTIOTOIXEI OTO TTEQIO TTOU QTTAITEITAI YyIA TN
ouyxwveuarn aAAnAoypagiag.

ZHMEIQZH Eadv ciodyete éva medio amd m AioTa Media Baong dedopévwy Kai
Emeira aAl\G&ete oe éva apxeio dedoPEVWY TTOU Oev €XEl MIO OTHAN PE TO idIO
ovoua, 1o Word dev Ba €xel Tn duvartdtnTa va e€loaydyel TIG TTANPOoPopieg autou
TOU TTEQIOU OTO OUYXWVEUNEVO £YYPAQO.

Mpooappoopéva media atro TiI¢ ETragég Tou Outlook

O pévog TpOTTOC yIa TNV CUPTTEPIANWN TTPOCAPPOCHEVWY TTEDIWV ETTAPWY OTO
KUpIO Eyypa@o e€ival va EeKIVAOETE Tn Ouyxwveuon aAAnAoypagiag atd 10
Outlook. ©Oa TTpéTTel TTPWTA VA OPICETE PIa TTPOBOAN TWV ETTAPWY OAG JE Ta TTEdIA
TTOU BEAETE va XPNOIMOTTOINCETE OTN CUYXWVEUCH. 2ZTN OUVEXEIQ, CEKIVIOTE TN



ouyxwveuarn. E@doov emAéEeTe TIC puBuioeig TTou BéAeTe, TO Word Ba avoigel
QUTOUATA KAl UTTOPEITE VA OAOKANPUWOETE TN CUYXWVEUON,.

Opiop6g pIag TPOoBOARG eTTa@wY Trou TrEPIAAPBAVEI TTPOCAPUOCHEVA
media

1. Ztnv mrepioxr Etragég Tou Outlook, oto pevou MpofoAr, ToTToBeTAOTE TO
O€iKTN TOU TTOVTIKIOU OTnV £TTIAoy Tpéxouoa TTPoBOAN Kal TN CUVEXEIQ,
KAvTe KAIK oTnV €TTIAOYA AioTa THAEQWVWV.

2. Kavte 0egi KAIK o€ pia €TMIKEQAAiIdA OTAANG Kal KATOTTIV KAVTE KAIK OTO
koupuTTi ETriAoyn trediou.

3. ZTnv avamTuooopevn AioTa oTnv Kopu®r Tou Trapabupou SlaAdyou
EmAoyn mediwv, kdvie KAIK otnv €mmAoyn Media opiopéva amd Tov
XPNOTN OTO PAKEAO.

4. >0pete 1O TTEdIO TTOU BEAETE va TTPOoOBEcEeTE aTTO TO TTAPABUPO dlaAdyou
OTIG ETTIKEQONIDEG OTAANG. Ep@avideTal éva pIKpd KOKKIVO BEAOG TTOU OAG
Bonbd va TotroBeTHoETE TO TTEDIO OTN BE0N TTOU DEAETE.

Ovopa... |Emavupo | AYOTIIUEVD OpUdv Kogé |
KavTe KhiK | |
o LERUEEUEEE Aoy TreBiou <]

Boppapa Mpnyopiou
MEUTEPNS Koparog

II'IEGiu:: OPITUEVD OTTS 1O ¥PROTN OTO mﬂuhnj

AnuooBivng| BEtag AYOTINUEVD ¥OPUAYI KOpE
AnunTpng Mamacikovipou
Savaang HABTOUACE

ZHMEIQZH MrTropeite va mTpocBéoeTe €va véo edio oTto TTapdBupo dlaAdyou
EmiAoyn mediwv, KAvovTag KAIK 0TnV evTOAf] Andioupyia 0To KATW PEPOG.

5. Agou éxete TTpooBéoel OAa Ta TTpoCApPOCéva TTEdia OTnv TTPOROAN,
KAgioTe TO TTAPABUpo diaAdyou ETriAoyn Trediwv.

6. MNa va katapynoete éva Tedio TToU dev BEAETE va CUPTTEPIAQUPBAVETAI OTN
ouyxwveuon aAAnAoypa@iag, KAavte KAIK OTO OvVOPa Tou Trediou OTnv
EMKePAAiIda oTAANG oTnVv TTPoBoA AioTa TNAEPWVWYV Kal CUPETE TO £EW
atro TNV €TMIKEQAAIdA OTAANG.



ExktéAeon Tng ouyxwveuong aAAnAoypagiag amré to Outlook

1.

21nv evotnTa Emmagéc tou Outlook, €TIAECTE TIGC PEMOVWMPEVEG ETTAPEG
méCoviag 1o TMAAKTPO SHIFT Kal KAvovtag KAIK yia va €TTIAECETE MIa
mepioxn A méCovTag 1o TTARKTPOo CTRL Kal KAvovTag KAIK yia va €TTIAECETE
MEMOVWEVEG eTTOPES. EQv BEAeTE va cupTTepIAauBavovTal OAEG 01 ETTAPEG
TToU gu@avifovtal oTnV TTPOROAA UNV KAVETE KAIK O€ KaUia TTa®N.

. 210 pMdevoUu EpyaAgia, kdavie KAIK otV €mmAoyr] ZuyXwveuon

aAAnAoypaepiag.

Edv €xete €mMAECEl PEUOVWUEVEG ETTAQEG YyIA va OUUTTEPIAN@OBOUV OTn
OUYXWVEUOT, KAvTe KAIK oTnv £1mIAoyr) Mévo ol eTTIAeypéveg eTragpég. Eav
BéAete va ouptrepihauBdavovTtal OAeG oI ETTAPEG TTOU gu@avifovtal oTnv
TTPOPBOAN, KAvTE KAIK OTnVv €viOAr] ‘OAEg o1 €TTa@éG OTNV TPEXOUOO
TPOROAR.

Eav éxete puBuioel TIg TTapapéTpoug TNG TTPOoRoARg AioTa THAEQUVwWY £T01
WoTeE va gp@avicel akpIBws Ta TTedia TToU BEAETE va XPNOILOTIOINCETE OTN
OUYXWVEUOT, KAvTe KAIK oTnv €TmAoyr Media erapwyv Tng TpéXoucag
mPOoBoARG. Ala@opeTiKA, KAvTE KAIK 0TnV £1mIAoy ) OAa Ta Tredia eTa@wyv
yia va gival diaBéaiua OAa Ta TTedia ETTAQPRG OTN CUYXWVEUOT.

Edv BéAeTe va dnuioupynoeTe éva VEO KUPIO £yyPA@O YIO T CUYXWVEUON,
Kavte KAIK oTnv evioAr] Néo éyypa@o. AIQQOpPEeTIKA, KAVTE KAIK OTnV
emAoyn Ymrdpxov éyypa@o kal Kavte KAIK oTnv evioAr Mepiqynon yia va
EVTOTTIOETE TO £YYPAPO TTOU Ba XPNOIUOTTOINBEI WG KUPIO £yYPaQo.

Edv B€AeTe va amTOBNKEUOETE TIG ETTAPEG KAl T TTEDIA TTOU EXETE ETTIAECEI,
WOTE va Ta XPNOIYOTTOINCETE TTAAI, €TTIAECTE TO TTAQiCIO eAéyxou Moévipo
apxEio Kal oTn Ouvéxela, KAvte KAIK otnv evioAn MMepiynon yia va
atToBnKeUOETE TO apxeEio. Ta dedouéva aTToBNKEUOVTAl O€ £va £yypago Tou
Word, wg dedopéva dIaXwpPIoHEVA HE KOPUA.

EmAEETE OTTOIEG ETTIAOYEG OUYXWVEUONG BENETE:

e Tumromroinuéveg €MIOTOAEG MpoctoiydoTte  éva  oUVOAO
ETMOTOAWY YIa padiky aAAnAoypagia.

o Emikéteg aAAnAoypagiag OpioTe eTikéTeg dlevBuvong yia padikn
aAAnAoypaeia.

e ®dakerol Oplopdg eakEAwV yia padikr) aAAnAoypagia.

o« Kardahoyog Anuioupyia €vog eyypAQou TIOU TTIEPIEXEI Evav
KatadAoyo 1 pia Aiota disuBuvoewv.

e Néo éyypa@o Anuioupyia OCUYXWVEUPEVWY eyypd@wy, TTOU
MTTOpPEITE Va eTTECEPYQOTEITE HECW TOU Word.

e EKTUTTWTAG ATIOOTOA] TWV OUYXWVEUPEVWY gyypaowyv dueca
OTOV TTPOETTIAEYUEVO EKTUTTWTH.

e HAekTpoOVIKO Taxudpouegio Anuioupyia OUYXWVEUMEVWV
EYypaQwv OXEOIAOPEVWIV wg Mnvouarta NAEKTPOVIKOU
Taxudpoueiou. OTav €ioTe £TOIMOI VO OAOKANPWOETE TN OUYXWVEUCN
oto Word, otnv kaptéha Zroixeia aAAnAoypagiag, otnv opada
Téhog, kavte KAk oTnv emmAoyry TéEAog & ZuyxXwveuon Kal OTn
Ouvéxela, KAvre KAIK oTnv  €TTIAOyr] ATTOOTOAN) HNVUMATWYV



NAEKTPOVIKOU Taxudpopueiou. H ypapun OEua ocuuttAnpwVETAl UE
TO KEiPeEVO TTOU TTANKTPpOoAoyAoaTe oTo TTapdBupo diaAdyou Etragég
ouyxwveuong aAAnAoypa@iag oto Outlook.

8. Kdavrte kKAIk oT1o koupTri OK. Otav 10 £yypago avoifel yéow Tou Word, atnv
kapTéAa Zroixeia aAAnAoypagiag, otnv oudda Eyypaen & Eicaywyn
mwediwv , KAvTe KAIK 0To BEéAog OitTAa atnv emiAoyry Eicaywyn mediou
OUYXWVEUONG KAl OTn OUVEXEIQ, KAVTE KAIK oTa Tredia TTou B€AeTe va
TIPOCBETETE OTO £YYPAPO.

ZHMEIQZEIZ

e Agv PTTOpEiTE VA TTANKTPOAOYACETE XAPAKTAPEG OUYXWVEUONG (4« »») Un
autéhaTa ) va XPNOIUOTTOINOETE TNV €VIOA ZUMBOAO OTO pevou
Eicaywyn. MpéTTel va XpnoIJOTTOINCETE TN OUYXWVEUCSH aAAnAoypagiag.

e Ed&v T1a Tedia ouyxwveuong ep@avidovial pECa O€ AYKUAEG, OTTwG {
MERGEFIELD I16An }, 1671¢, T0 Microsoft Word epgavidel kwdikoUg TTediwv
(kwdIkag TTEdiOU Eival TO KEIPMEVO KPATNONG BE0NG TO OTTOI0 UTTOOEIKVUEI TN
Béon EPPAVIONG OUYKEKPIMEVWV TTANPOPOPIWYV aTTO TO apXEio TTPOEAEUONG
o0edouévwy. Ta oToixeia oe Eva Tedio TTou dnUIOUPYOUV £va ATTOTEAECUA
mediou. O kwdikag tediou TrepIAAUBAvEl TOUG XAPAKTAPEG TTEdioU, Tov
TUTTO TTEdiou Kal 0dnyieg.) avTi yia atroteAéopata TTediwv (atroTeAéopaTa
Tediwv gival Keipeva f ypagikd TTou €I0ayovTal o€ €va €yypag@o Otav 1o
Microsoft Word ekteAei TIG 00nyieg evog mediou. OTav EKTUTTWVETE TO
EYYPOQO 1 aTmmOKPUTITETE KWOIKOUG TTediwv, Ta atmoTeAéopata Tediwv
avTIKOBIOTOUV  TOuG  KwOIKoUG  Trediwv.). AuTd Oegv  emTnpeddel N
OUYXWVeEUaTr, oA av BEAETE va egp@avidovTal Ta ATTOTEAEOUATA, KAVTE
0e€I0 KAIK OTOV KWAIKO TTEdiOU KAl 0TN CUVEXEIQ KAVTE KAIK OTNV €TTIAOY)
EvaAAayl KwdIKwv mTediwv, 010 pPevoU ouVTOUEUONG.

Mop@otroinon cuyXwveuuévwy dedopévwv

Ta Tpoypdupata Paong OedOPEVWV KAl UTTOAOYIOTIKWY @QUAAWYV, OTTWG TO
Microsoft Office Access kai 10 Microsoft Office Excel, amoBnkevouv TIg
TTANPOYOPIEG TTOU  TTANKTPOAOYEITE OTA KEAIA wG apxikGd dedopéva. H
Jop@oTToinon Tou  e@apudlete otnv  Access 1 oT1o Excel, oOmwg ol
YPOUMOTOOEIPEG KAl TA XpwHaATa, Ogv AtroBnkeuovTal PE Ta APXIKA dedouéva.
Katd Tnv ouyXwveuon TTANPOQOPIWY aTTO £Va OpXEI0 OEDOUEVWYV OE £va £YYPaPOo
Tou Word TTpaydOTOTIOIEITAI OUYXWVEUOT TWV OPXIKWVY OEOONEVWV XWPIG TNV
EQAPPOOUEVN HOPPOTTOINDN.

Na va pop@OTTOINCETE Ta OcdOPEVA OTO  £yypa@o, ETTIAECTE TO  TTEdIO
OUYXWVEUONG KAl POPQOTIOINCTE TO OTTWG Ba POPEPOTTOIOUCATE OTTOI0ONTTOTE
Keipevo. BeBaiwBeite 6T n emAoyry TTEPINAPPBAVEI TA E€1I0AYWYIKA (« ») TTOU
TTEPIKAEioUV TO TTEDIO.



MpoemIoKOTTNON KAl OAOKARPWON TNG CUYXWVEUONG.

Epooov TmpooBécere Tedia OTO KUPIO  €yypa@o, JTTOPEITE va  KAVETE
TIPOETTIOKATTINON TWV ATTOTEAECPATWY CUYXWVEUONG. Av €i0TeE IKAvOTTOINPEVOI
aTTO TNV TTPOETTIOKATTNON MTTOPEITE VO OAOKANPWOETE TN CUYXWVEUON.

MpoeTIOKOTTNON TG OCUYXWVEUONG

MTTOpEiTE va  TTPAYUOTOTIOINCETE  TIPOETTIOKOTTNON  TWV  OUYXWVEUPEVWV
EVYPAPWV Kal va KAVETE AANAYEG TTPIV VO OAOKANPWOETE TN OUYXWVEUOT.

lMNa va KAveTe TTPOETTIOKOTINGT, 0TV OU&da MPOETTICKOTTNON ATTOTEAEOUATWY
NG KapTéAag Zroixeia aAAnAoypa@iag kdvre oOTToIAdATIOTE ATTO TIG €ENAG
EVEPYEIEG:

MpoEmmeannar) anoTEASTUaTIY

e Kdavte KAIK 0TV eVTOAN MPOETTICKOTIN O ATTOTEAECUATWV.

o MeTakivnOeite o€ KABE CUYXWVEUPEVO EyYPaPO PE XPAON TWV KOUUTTIWV
Emépevn eyypaeny kai lponyoupevn egyypa@n otnv  oudda
MPOETIOKOTTNON ATTOTEAECHATWV.

e Kdavte TPOETTIOKOTINON £VOG OUYKEKPIMEVOU £YYPAPOU KAVOVTAG KAIK OTNV
evTOAn Eupegon rapaAnTrTn.

ZHMEIQZH Kavte kKAIK oTnv evioAr] Eme§epyacia mapaAqmT™n OTnV OpGda
‘Evapén Tng ouyxwveuong oaAAnAloypagiag, otnv  KapTEAa  ZTOIXEIA
aAAnAhoypagiag yia va avoifete 10 TapdBupo SlaAdyou TMapaAqTTTEG
ouyxwveuong aAAnAoypagiag, OTToU PTTOPEITE va QIATPAPETE Tn AioTa R va
KAVETE ATTOAOIP] TTAPAANTITWY AV UTTAPYXOUV €yypa®Eég TTou Oev BEAETE va
OUNTTEPIANPBOUV.

|
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OAOKANPWOTE TN CUYXWVEUON

MTTOPEITE VO EKTUTTWOETE TA CUYXWVEUPEVO E£yypa@a 1 va Ta TPOTTOTTOINOETE
MEMOVWMEVA. MTTOpEITE VA EKTUTTWOETE A va aANGEeTE OAa i} HOVO €va UTTOOUVOAO
TWV EYYPAPWV.

EKTUTTWON TWV CUYXWVEUNEVWYV EYYPAPWYV

1.

Tehog

2.

21NV KapTéAa ZToixeia aAAnAoypagiag, otnv opdda OAokARpwon,
KAvTe KAIK 01O OToIXEio OAOKARpWON &amp; CUYXWVEUOH KAl KATOTTIV
OTO OTOIXEIO EKTUTTWON £YYpA@QWV.

EmAEETE av BEAETE va EKTUTTWOETE VA OAOKANPO OUVOAO £yypda®wy, JOVO
TO QVTiypa®o TTou eu@avieTal | Eva deuTepeUOV OUVOAO, TO OTTOIO OPICETE

ME TOV apIBuod eyypa®ng.

AAAQYN HEMOVWHEVWYV AVTIYPAPWYV TOU £YYPAPOU

1.

TEhoo

2.

21NV KapTéAa ZToixeia aAAnAoypagiag, otnv opdda OAokARpwon,
KAvTe KAIK 01O oToIxEio OAOKARpWON &amp; CUyXWVEUOT Kal KOTOTTIV
oT1o oToIxEio ETre§epyacia HEHOVWHEVWV eYYPAPWV.

EmAECTE  av  BéAeTe  va  emegepyaoTeite  €va OAOKANPO  oUVOAO
EVYPAQPWV,UOVO TO avTiypa®o TToU gu@aviceTal 1 éva deuTEPEUOV OUVOAO,
TO oTroio opiete pe Tov aApIBUd eyypaens. To Word atroBnkevel Ta
avTiypa@a TToU OEAETE va ETTECEPYAOTEITE O €va ApPXEio, PE aAAayn
oeAidag PeTagU KABE avTiypAgpou Tou eyypaQou.



ATToBnKeUOTE TO KUPIO £YYPOPO.

Na BupdoTe OTI Ta CUYXWVEUPEVA £yypaga TTOU aTTOBNKEUETE €ival LeEXwPIOTA
atré 1o KUpIo £yypa@o. Eival KaAd va atmmoBnkeloeTe TO iB10 TO KUPIO £YypaAPo Qv
TTPOKEITAI VO TO XPNOIMOTIOINCETE YIa Yo AAAN ouyxwveuon aAAnAoypagiag.

Katd Tnv amoBbrikeuon Tou KUPIOU eyyPAPOU, PTTOPEITE va ATTOBNKEUCETE Kal TN
ouvdeo Tou pe TO apxeio dedouévwy. Tnv emTduevn opd TTou Ba avoifeTe TO
KUpIo €yypa@o,0a cag ¢nTnbei va emmAEEeTe av BEAETE va OuyxwveuToUv Ol
TTANPOYOPIEG ATTO TO APXEI0 DEDOUEVWYV TTAAI UE TO KUPIO £YYPAQPO.

o Edv kdavete kKAIK oTnv emAoyi Nai, 10 £€yypa@o avoiyel TTAnpo@opieg atmmo
TNV TTPWTN CUYXWVEUNEVN EYYPOQN.

e Ed&v kdvere kAik otnv emAoyl Oxi, n ouUvdeon MPEeETALU TOU KUPIOU
EYYPAQYOU Kal TOU apxeiou OedopEVWY OIOKOTITETAL. TO KUPIO €yypago
METATPETTETAI O€ £va TUTTIKO €yypago Tou Word. Ta tredia Ta avTikaBiotouv
MOVAOBIKEG TTANPOPOPIEG ATTO TNV TTPWTN EYYPAPH).

MapdBupo diaAdyou "Eicaywyn medio ocuyxwveuong”

2Tn ouyxwveuon aAAnAoypagiag, xpnoliyotroifjote 10 TTapdBupo dlaAdyou
Eicaywy mediou ouyxwveuong, otav BEAeTe va TTPOOBECETE PEUOVWHEVA
edia ammd pia TpoEAeucn SedOUEVWYV_ OTO KUpIo &yypago. MNa TTapddeiyua, ag
uttoBéooupe OTI 0¢ Mia Oeopida €TIOTOAWV BEAETE va €UXAPIOTHOETE KAOE
TTOPOAATITA YIQ TNV OIKOVOUIKA) OUUPBOAR Tou. Ag uttoBéooupe etmiong, Ot n
TTPoéAeUOn OEBOPEVWV TTOU XPNOIYOTIOIEITE PE T OUYXWVEUOTN aAAnAoypagiag
atroBnkevel TIG TTAnpogopieg o€ €va Tedio TTou ovopddletal "Mood dwpedg”.
Mrtropeite va xpnoigotroijoete 10 TapdBupo diaAdyou Elcaywyn Trediou
ouyxwveuong yia va tormoBetAoeTe 1o edio "Moocd dwpedg" oTTOUdATIOTE OTO

£yypago.

Edv eypaviotei 10 mmapdBupo OlaAdyou AvrioToixion mediwv, 10 Microsoft
Office Word utropei va pnv €xel evioTTioel KATTOIEG ATTO TIG TTANPOQPOPIES TTOU
XpeldgovTal yia Tnv eloaywyn Tou trediou. Kavte KAIK 010 BEAOG SiTTAa 0TO TTEDIO
(xwpig avtioToiXion) Kal OTn OUuvEXela, €TMAECTE TO TTEdiO ATTO TO QPXEIO
OedOMEVWY TTOU QVTIOTOIXEI OTO TrEdI0O TTOU QATTAITEITAI VIO Th OUYXWVEUON
aAAnAoypagiag.

MNedia dieuBOvoewv  Kavte KAIK 0 autr) TNV €TIAOYN YIO va €TTIAEEETE ATTO HIO
AioTa evowpatwuévwy Tediwv ouyxwveuong aAAnAoypagiag. Ta Tmedia autd
QAVTIOTOIXOUV auTopaTta oTta TTedia TG TTpoéAeucng dedoPEVWY, AKOUN Kal av Td
Tedia TNG TTPOEAEUONG BEDOPEVWV OEV £XOUV TO iDI0 OVOUA PE TA EVOWNATWHEVA
media.



MNedia Baong dedopévwv  KavTe KAIK O€ QUTA TNV ETTIAOYN VIO VO ETTIAEEETE QTTO
media TTou AapBdvouv dedopéva TTAVTA AUECO ATTO MIa OTAAN Tou apxeiou
0edONEVWV.

ZHMEIQZH Edv ciodyete éva medio amd m AioTa Media Baong dedopévwy Kai
Emeira al\Géete oe éva apxeio dedopEvwy TToU Oev €XEl MIO OTHAN PE TO idIO
ovoua, 1o Word dev Ba €xel Tn duvatdtnTa va €loaydyel TIG TTANPOPopieg autou
TOU TTEQIOU OTO OUYXWVEUNEVO £YYPOAQO.

Media  Kdavte KAIK oTo TTEdI0 TTOU BEAETE VA TOTTOBETACETE OTO £yypa®d oag Kal
OTn OUVEXEIQ, KAVTE KAIK oTnV eVTOAN Elcaywyr. EQooov £xeTe OAOKANpWOEl TNV
TOTTOBETNON TTEdiWY OE €va OUYKEKPIUEVO OnuEio TOU eyypA@ou,KAvTe KAIK OTO
koupuTri KAgiolpo.

Taipiaopa Tediwv  lNa va XpnOIMOTTOINOETE OAEG TIG DUVATOTNTEG TWV TTEDIWV
NG ouyxwveuong aAAnAoypagiog oto Word, avtioToixeiote Ta Tedia OTO ApXEio
O0edouEVWY PE TA TTEDIA OUYXWVEUONG aAAnAoypa@iag TTou €ival EVOWPOTWHEVA
oto Word. lNa mapddeiyua, €av 10 apxeio dedouévwy TTePIEXEl €va TTEDIO TTOU
ovoupddletal MpdBegua 1ou atrobnkevel TG TIWEG Kog, Aig, Ka, utropeite va
avTioToIXioeTe TO Tedio Pe TO TTEdIO TNG OUyXWveUOoNg aAAnAoypa@iag TTou
ovoupdletal Tithog euyeveiag. Ta evowpatwuéva Tmedia OTTwg o  TitAog
oupTtrepIAauBavovTal autépata ota ouvBeta Tredia "MTTAok dieuBuvong” kai
"I'pauun xaipetiopou”. MNa 1o Adyo autd, n aAvTIoToIXION TwWV OeDOPEVWY C0AG UE
QUTA Ta EVOWMPOTWPEVA TTEDIO TTAPEXEI HEYAAUTEPO AUTOUATIONO Kal eueAigia atrd
OTI N AUECN €I0aYWYN TWV PEUOVWHEVWY TTEDIWV TOU apyeiou dedOUEVWV OTO

£yypago.

XpAon Tng cuyxwveuong aAAnAoypa@iag yia airooTOA TTPOCAPHOCHEVWV
MNVUMATWY nAeKTpOVIKOU Tayxudpopeiou oTtn Aiota SiguBivoswyv
NAEKTPOVIKOU TaXudpouEiou

Ortav BéAeTe va OTEIAETE TTPOCAPUOCHEVA UNVUUATA NAEKTPOVIKOU TaxudpOEiou
o€ TAPAANTITEG atmmd TN AioTa dlEUBUVOEWY, UTTOPEITE va XPNOIMOTIOINOETE TN
duvaTOTNTA CUyXWVveUOoNSG aAAnAoypa@iag yia va dnPIOUPYROETE T UnvUpaTa
NAEKTPOVIKOU Tayxudpoueiou. K&Be prvupa €xel Tov id1o TUTTO TTANPOPOPIWY, aAAG
TO TTEPIEXOUEVO KABE Pnvupartog ival povadiko. MNa Tapddeiyua, ota ynvopata
NAEKTPOVIKOU TaXudpouEiou TTPOG TOUug TTEAATEG, KABE prvuua NAEKTPOVIKOU
TaxudpouEioU UTTOPEI VO TTPOCAPPOOTEI WOTE va atreuBuveTal oe KABe TTEAATN
ovopaoTikG. Or1 povadikég TTAnpogopie¢ o€ KABe PAVUPO  NAEKTPOVIKOU
TAXUOPOUEIOU TTPOEPXOVTAI ATTO KATAXWPNOEIG O€ £va apXEio DEDOUEVWV.

Emiong, pe Tnv ouyxwveuon oAAnAoypa@iag, KABe MAVUPO NAEKTPOVIKOU
Taxudpopuegiou eival €va EexwploTd oOToIXEi0O aAAnAoypagiag, OTTou  KAOE



TTAPOAATITAG €ival 0 povadikd TTapoAATITNG KABe pnvopatog. Autd  eival
OIOQPOPETIKO ATTO TNV EKTTOUTIR €VOG PNVUPATOG NAEKTPOVIKOU TaxudpouEiou o€
MId OPAdA TTOPAANTITWV 1 TNV ammOKpuyn TTOPAANTITWY OTR YPAPUR 181aiTEPNS
koivotroinong (I&1aiT. Koiv.) Tou PnvuuaTog.

ZHMEIQZEIZ

Mpétrel va £XETE EYKATAOTACEI £va TTPOYPAUPA NAEKTPOVIKOU TAXUDPOUEIOU
oupBard pe MAPI. O duvarotnteg tou Outlook MAPI (Messaging
Application Program Interface) emrtpémouv oto Microsoft Office Word kai
10 Microsoft Office Outlook va kdvouv koivr] Xprion TTANPOPOpPIWY KaTA TNV
QTTOOTOAN TOU CUYXWVEUPEVOU NVUPATOG NAEKTPOVIKOU TaXUdPOEiou.
Mpétrel va xpnolyoTrolgite Tig idleg ekdooelg Tou Outlook kai Tou Word. Edav
xpnoiuotroigite To Microsoft Office Word 2007, Trpétrel va XpnoIUJOTTOIEITE
kai To Microsoft Office Outlook 2007.

Aev  ptTopeiTe va  TPooBEceETE  TOPOAAATITEG OTn ypauun "Kow."
(koivotroinon). H ocuyxwveuon aAAnAoypa@iag dev TTapEXEl TPOTTO OPICHOU
OUNTTANPWUATIKWY  TTapaAnTTwy. KdBe TtapaAqmng  AauBdver  €va
QVTiypa@Po TOU uNVUPATOG AV UTTAPXEl 0Tn Ypauun Mpog Tou ynvuuaTtog.

MNa ™ diadikacia ocuyxwveuong aAAnAoypa@iag TTPETTEl va TTpayuaToTroinbouy Ta
TTAPAKATW YEVIKA BAMATA:

1.

PU0Buion Tou pnvupatog nAekTpovikoU Taxudpopegiou. To KUpIO €yypago
TTEPIEXEI TO KeEiyevo Kal Ta ypa@ik& TTou eival idla yia kaBe pAvupa
NAEKTPOVIKOU TAXUBPOWEIOU, yia TTapAdEIyud, TO AOyOTUTTO TNG ETAIPEING
0aG ) TO KUPIWG KEIMEVO TOU uNVUMATOG.

. 20vOean Tou eyypAQoU PNVUPOTOG NAEKTPOVIKOU Taxudpouegiou oTn AioTa

OieuBuvoewv. H Aiota dieuBuvoewyv eivalr n TTpoéAeucn dedoPEVWY TTOU
xpnoiyotroiei To Word katd Tn ouyxwveuon aAAnAoypagiag. Eivar éva
apxeio 1Tou TreEPIEXEl DIEUBUVOEIC NAEKTPOVIKOU TAXUOPOWEIOU OTIG OTTOIEG
B8a oTaAouv Ta Pnvuuara.

Mepropiopdg G AioTtag TapaAnttwy. To Word dnuioupyei éva pAvuua yia
KGBe d1euBuvon nAekTpovikou Taxudpopeiou otn Aiota dieuBuvoewv. Edv
BEAETE va dNUIOUPYAOETE UNVUPOTA POVO YIO OUYKEKPIPEVEG DIEUBUVOEIQ
NAEKTPOVIKOU Tayudpouegiou atrd Tnv Aiota aAAnAoypagiag UTTOpEiTE va
EMAEEETE TIG BIEUOUVOEIG ) TIG EYYPAPES TTOU Ba CUUTTEPIANPOOUV.
MpooBrikn xopaktipwv Kpdtnong 6€ong, Tou ovopddovtal  TTedia
OUYXWVveuonsG aAAnAoypa@iag, OTo £yypa®o PNVUPATOG NAEKTPOVIKOU
Taxudpopueiou. OTav TTPAYUATOTIOIEITE OUYXWVEUOTN aAAnAoypagiag, Ta
Tedia ouyxwveuong aAAnAoypagiag CUUTTANPWVOVTAl PE TTANPOQOPIES
atré TN Aiota d1euBUVOoEWV.

MpoemmokdTTNON KAl OAOKARpWON TNG ouyXxwveuong. MTTOPEITE va KAVETE
TIPOETTIOKOTINGON KABE uNVUPATOG, TTPIV OTEIAETE OAO TO OUVOAO.



lNa va TTPpayUOaTOTIOINCETE PIO CUYXWVEUCT aAAnAoypag@iag XPnoIhOTTIOINOTE TIG
EVTOAEG TNG KapTEAQG ZTOoIXEia aAAnAoypagiag.

ZYMBOYAH Mtopeite emiong  va TTPAYUOTOTTOINOETE OUYXWVEUOT
aAnAoypagiag pe xprion Tou TrapaBupou epyaciwv Mail Merge TTOoU OOG
kabodnyei BAna 1Tpog BAua ot 6An Tn dladikacia. MNa va XPnoIYuOTTOINCETE TO
TTapdbupo epyaciwy, otnv oudda ‘Evapén Tng cuyxwveuong aAAnAoypa@iag,
otnv kKapTéha Zroixeia aAAnAoypagiag, kdavie KAIK oTnv evioAnn ‘Evapén
ouyxwveuong aAAnAoypa@iag Kal OTn OUVEXEIA, KAVTE KAIK OTnv €TMAOYA
0dnyog ocuyxwveuong aAAnAoypagiag BApa mTpog BAMa. 210 BAua 1 g
diadikaoiag, otnv Trepioxr EmAoyR TUTTOU gyypd@ou, KAvTe KAIK 0TnV €TTIAOYA
MnvUpaTta nAekTpovikoU Taxudpopeiou.

=

h‘l l__-‘}:*' - _/;;'
£l g8 g4

Ewapin Emhoyr  Enshzpyaoia
MG O™ Agpaknn., .~ NOpaAnaTn

=l | Emarondg

—1 | MryOpaTa nhaETRoYIEOD TaxUSpopisiou
=1 dakzaorn..

EmkETes, ..

_jl KaTdhoyog

|j;_~.-' Kavovikd &yvypaipan Tau Wiard

=4 QRO MUY ELOTE OhAAOY RO, ..

OpIopOG TOU KUPIOU £YYPAPOU MNVUUATOG NAEKTPOVIKOU Taxudpopgiou
1. Kavre ekkivhon Tou Word.

A6 TTpoetmAoyr, avoiyel éva Kevo Eyypago. AlatnpnoTe To avolktd. Edv To
KAgioeTe Ogv Ba gival OI0BECIUES OI EVTOAEG OTO ETTOPEVO BAMA.

2. 21nv  KapTéha ZToixeia aAAnAoypagiag, otnv  oudda Evapén
ouyxwveuong aAAnAoypagiag, Kdavie KAIK oTO0 oToIxeio "Evapén
ouyxwveuong aAAnAoypa@iag.

3. Kdavrte KAIK oTnv €1mIA0yr) MnvOpaTa NAEKTPOVIKOU TaXUdpouEiou.
2TNV OUVEXEID aKOAouBegioTe Ta PriyaTta TTOU TTEPIYPAWYAUE TTAPATIAVW VIa TN

OUYXWVEUO NG AAANAOYPOQIag yia TN dnuioupyia Kal TNV EKTUTTWON ETTICTOAWYV Kal
AAwV eyypapwyv



ATT0o0iKEUON TOU KUPIOU EYYPAPOU UNVUHATOG NAEKTPOVIKOU Taxudpopgiou

Na BuudoTte 611 Ta pnvUPOTa NAEKTPOVIKOU TaXUOPOUEIOU TTOU OTEAVETE E€ival
EeXwPIOTA a1TO TO KUPIO £YYPAPO PNVUPATOS NAEKTPOVIKOU Taxudpopeiou. Eivai
KaAO va ammoBnkeuoete TO idI0 TO KUPIO £yypa®O MPNVUUATOG NAEKTPOVIKOU
TaxudpouEgiou av TTPOKEITAI VO TO XPNOIMOTIOINCETE YIA WIa GAAN CUYXWVEUON
aAAnAoypagiag.

Katd Ttnv atmmobrkeuon Tou KUPIOU €yypd@ou PNVUPATOG NAEKTPOVIKOU
Taxudpopeiou, UTTOPEITE va aTTOONKEUOETE KAl TN OUVOECH TOU HE TO APXEIO
oedopévwy. Tnv emduevn @opd 1ou Ba avoigeTe TO KUPIO £yypa@o PNVUPOTOG
NAEKTpoVIKOU Tayudpopeiou, Ba ocag ¢ntnBei va emAEEeTe av  BEAeETE va
OUYXWVEUTOUV OI TTANPOYOPIEG atrO To dpXeio OedOPEVWY TIANI PE TO KUPIO
EYYPOQYO UNVUPOTOG NAEKTPOVIKOU TaXUDPOUEIOU.

e Edav kdvere KAIK otnv emAoyr Nai, 10 £€yypa®o avoiyel ue TTANPOPOPIES
aTtro TNV TTPWTN CUYXWVEUUEVN £YYPOQN.

e Ed&v kdvere kANk otnv emAoyy Oxi, n ouvdeon peTagu TOou KUPIOU
EYYPAQOU PNVUPATOG NAEKTPOVIKOU TAXUDPOUEIOU KAl TOU apxEiou
O0edopévwy  OIOKOTITETAL. TO KUPIO £YyYpPO@O PNVUPATOG NAEKTPOVIKOU
Taxudpoueiou PHeTATPETTETAI O€ £va TUTTIKO £yypago Tou Word. Ta tredia Ta
QaVTIKaBIOTOUV PovadIKES TTANPOPOPIEG ATTO TNV TTPWTN EYYPAPT).

ATTOOTOAR TWV PNVUNATWY NAEKTPOVIKOU TaXudpopugiou

1. Znv kaptéha Zroixeia aAAnAoypagiag, kdavie KAIK OTO OTOIXEIO
OAokAnpwon &amp; CuyXWVEUOT Kal KATOTTIV OTO OTOIXEIO ATTOOTOAR
MNVUHATWYV NAEKTPOVIKOU TaXUdpOMEiou.

Tehog

2. 270 TrACiclo Mpog, €mAECTE TO Ovopa Tou TTediou TTOU ATTOBNKEUEl TIG
O1EUBUVOEIG NAEKTPOVIKOU TOXUDOPOUEIOU TTAPAANTITWV.

3. 210 TTACiolo Fpappn 0épaTtog, TTANKTPOAOYAOTE TN ypauun B€uarog Tou
MNVUUATOG.

4. 210 TAcioclo Mopen aAAnAoypagiag, kavte KAk otnv €mmAoyry HTML R
ATTAS Kkeigevo yia va OTEIAETE TO £yypo@o WG TO KUPIO PEPOG TOU
MNVUPOTOG NAEKTPOVIKOU Taxudpopeiou 1 KAvie KAIK OTnv  €TTIAOYA
ZUVNMHEVO VIO VO OTEIAETE TO £YYPAPO WG OUVNUMEVO.



ZHMEIQZH Edv oTteidete TO £yypa@o WG PAVUUA NAEKTPOVIKOU TaXUDPOUEIOU
a1TAOU KEIPEVOU, TO PrVUHA NAEKTPOVIKOU Taxudpoueiou dev Ba auutrepIAauBavel
Mop@OTTOiNCN KEIMEVOU 1) YPOPIKA.

Anpioupyia Kal EKTUTTWON QAKEAWYV yia padikf aAAnAoypagia

OT1av BéAeTE va XpNOIPOTTOINCETE PAKEAOUG yia va oTeiAeTE padikr) aAAnAoypagia
otn Aiota dleuBlvoewy, JTTOPEITE VA  XPNOIUOTIOINCETE TN OUYXWVEUON
aAnAoypagiag yia va dnuioupynoete pia deopida @akéAwv. Kdabe @dakeAog
TTEPIEXEI Jia dleUBuvoN aTTd Tn AioTa 0aG.

MNa 1n diadikacia cuyxwveuong aAAnAoypagiag TTPETTEl va TTpayuaToTToinBouv Ta
TTAPAKATW YEVIKA BAMATA:

1. Opiopdg 10U Qakédou. H didragn Twv @akéAwv opietal pia @opd, yia
ONOUG TOUG @AKEAOUG OTn  ouyxwveuon aAAnAoypagiag. 2e pia
ouyxwveuon aAAnAoypa@iag, To £yypa@o TTOU XPNOIMOTIOIEITE yIa va TNV
TIPAYMUATOTTOINCETE OVOPACETAI KUPIO €£YYPOPO. 2TO KUPIO £yypagpo Tou
QOKEAOU WTTOPEITE va OPIiCETE OTTOIOONTTOTE TTEPIEXONEVO BEAETE va
emavahauBaveral o KABE €TIKETA, OTTWG MIa dIEUBUvVON ATTOOTOANRG, £va
ETAIPIKO AOYOTUTTO 1 €va KEIPEVO ETIKETAG AEBNTA.

2. 20vdeon Twv QakéAwv pe Tn Aiota dieubuvoewyv. H Aiota dieubuvoewy
gival n mpoéAeuon dedopévwyv TTou xpnoipotrolei To Microsoft Office Word
Katd Tn ouyXwveuon aAAnAoypagiag. Eival éva apxeio TTou TTEPIEXEI
d1euBuvoelg TTou Ba eKTUTTWOOUV O€ PAKEAOUG.

3. lMepropiopdg G Aiotag mrapaAnTrtwy. To Word dnuioupyei évav @AKeAo
yla KaBe dieuBbuvan otn AioTa dieubuvoewyv. Edv BEAeTE va dnuioupynoeTe
QOKEAOUG HPOVO  YIO  OUYKEKPIYEVEG  BlguBuvoelg ammd  Tnv  AioTa
aAAnAoypagiag PTTopEiTE va ETTIAECETE TIG BIEUBUVOEIG ) TIG EYYPAPES TTOU
Ba oupTTEPIANGOOUV.

4. TpooBnkn xopakTipwv Kpdtnong 6€ong, Tou ovopddovtal TTedia
ouyxwveuons oAAnAoypagiag, oto éyypago. Otav TTPAYUATOTTIOIEITE
ouyxwveuon aAAnAoypagiag, Ta TTeEdia  ouyXwveuons aAAnAoypagiag
OUNTTANpWVOVTAl PE TTANPOYOPIEG aTTd TN AioTa dIEUBUVOEWV.

5. TpoemoKOTTNON Kal OAOKARPWON TNG OCUYXWVEUONG OAANAoypa@ioag.
MTTOpEITE VO KAVETE TTPOETTIOKOTINON KABE QAKEAOU, TTPIV EKTUTTWOEI A
OoTAaAEi OAOKANPO TO OUVOAO.

Mo va TTpayyaToTToINCETE PIO CUYXWVEUOT aAAnAoypa®iag XpnOIMOTTOINOTE TIG
EVTOAEG TNG KapTEAQG ZTOoIXEia aAAnAoypa@iag.

2YMBOYAH Mrropeite emiong  va TTPAYMATOTTOINCETE ouyXwveuon
aAnhoypagiog pE  xprAion Tou  TTaPaBUpou  gpyaciwv  ZUYXWVEUON
aAAnAoypagiag , TTou oag kabodnyei Brpa TTpog Brpa o€ 6An T diadikacia. MNa



va XpnoIJoTToINoeTE TO TapdBupo epyaoiwyv, oTnv opada ‘Evapén Tng
ouyxwveuong aAAnAoypagiag, otnv KapTéAa Zroixeia aAAnAoypagiag, KAvTe
KAIK oTnv €vioAn ‘Evapén ocuyxwveuong aAAnAoypa@iag Kai OTn OUVEXEIQ,
KAvte KAIK oTnv €mAoyry Odnyog ocuyxwveuong aAAnAoypagiag BAua Tpog
BApa. 210 BAua 1 tng diadikaciag, otnv trepioxy EmiAoyR TUtTOU gyypdgou,
KAvTe KAIK oTnv €1mIAoyr) PdkeAol.
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Opiop6g TOou PakéAou.

Edv BéAeTe va TTepIAauBaveTal oTov @AkeAo n d1eUBuvOon ATTOOTOAEQ, UTTOPEITE VO
TO OpPICETE TIPIV EEKIVIOETE va €PYACEOTE OTO KUPIO £yypa®o Tou QPAKEAOU.
Emiong, 6a Atav KAAO va €TTIXEIPACETE VA EKTUTTWOETE PEPIKOUG OOKIPNAOTIKOUG
QOKEAOUG yIa va BeBAIWOEITE OTI O1 ETTIAOYEG EKTUTTWONG €XOUV OWOTEG PUBUIOEIG
TTOPAMETPWY YIA TOV EKTUTTWTH OOG.

Opiop6g di1elBuvong aTrooToARG

1. Kavre gkkivnon tou Word.

ilin]
2. Kavte KAk oto KoupTtri Tou Microsoft Office " * kai katomiv KavTe KAIK
oT1o koupuTtri ETriAoyég Tou Word.

Kavte KAIK 0Tnv KapTéAa MNa rpoXwpnuévoug.
MeTakivnBeite Tpog Ta KATw Kal oTnv eploxn Fevikd, TTANKTpoAoyroTE TN
d1evBuvon atmmooToAéa oT1o TTAGioIo AletBuvon aAAnAoypaeiag.

W

To Word amroBnkeuel mn d1eUBuvon, WOTE VA PTTOPEITE VA TNV XPNOIUOTTOINOETE
¢avd, av BEAeTe av e10ayeTe TN dIEUBUVOT ATTOOTOAEQ O€ €va £yypPago.

5. Kdavrte KAk oTo koupuTri OK.



EraAnBeuon Twv €mMAOYWYV EKTUTTWONG

Mpiv ammd tnv €0@AAPévn ekTUTTWON HIOG OeOdidag QAKEAWV JTTOPEITE va
ETTAANBEVOETE AV O PUBUICEIG OTIG ETTIAOYEG EKTUTTWTH Eival CWOTEG.

1. Z1nv kapTéAa Zroixeia aAAnAoypagiag, otnv oudda Anpioupyia, KAvVTE
KAIK 0TO oTOIXEIO PAKEAOL.

—) (g

Pakzhol  ETRETEG

Anuiaupyia

2. Kavte KAk otnv emmAoyr) EmAoyég kal oTn ouvéxela KAvTe KAIK OTnv
KapTEAAETIAOYEG @akéAou.

3. 2710 TMAaiclo MéyeBog @akéAou, KAVTE KAIK OTNnV €TTIAOYN] TTOU QVTIOTOIXEI
OTO PUEYEBOG TWV QAKEAWV 0aG.

Edv 10 péyeBog Tou pakéAou oag dev QVTIOTOIXEI O€ Kapia €TTIAOY, JETOKIVNOEITE
oT1o TEAOG TNG AioTag, KavTe KAIK oTnv €mAoyn Mpocappoouévo péyedog Kai oTn
OUVEXEIQ, TTANKTPOAOYAOTE TIG BIACTACEIG TOU QakéAOU oag oTa TTAaiola MAdTog
Kal "Yyog.

4. Kavte KAIK oTnv KapTéAa ETTIAoyég eKTUTTWONG.

To TTpoypapua 0driynong Tou eKTUTTWTA evnuepwvel To Word pe 1molov 1po1To 8a
TPETTEl va TOTToBeTNBEi 0 @AkeAOG oTOoV eKTUTTWTH. OI TTANPOYOPIES AUTEG
edoavifovrar otnv kaptéAha EmAoyég ekTUTTwONg oT0 TTapdBupo diaAdyou
EmiAoyég @akéAou.

MzBodos Tpopodooiog
|

1
I

> [ {
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2 —(®) Mpog T KaTw

() Mpog Ta endv

1 H péBodoc Tpopodoaiac TTpoadiopilel TN Béon Tou @akéAou (Be€id, péon,
aploTePA) Kal av Ba ToTToBeTNOEI 0 PAKEAOG OTOV EKTUTTWTN WE TNV TTAATI& 1) TNV
OTeVR TTAEUPA TOU.



2 O @AKeAOC PTTOPEi va TOTTOBETNOEN PE TNV KAAR TTAEUPE TOUC TTPOC Ta £TTAVW A
TPOG Ta KATw. H ptmpooTivr) TTAEUPA TOU €ival QUTH OTNV OTTOIA EKTUTTWVETAI N
d1evBuvan.

3 E4v 0 @AakeAo¢ TOTTOBETNOEi e TNV OTeVA TTAEUPA TOU TIPWTA, WTTOPEi VO
TIPETTEl VO TTEPIOTPAPEI yIa va unv EPQAVIOTEI TO Keigevo avamoda oTnv
MTTPOOTIVH TTAEUPA TOU.

O @dkelog oTnV €IKOVA TTOU AKOAOUBEI gival TOTTOBETNPEVOG TTPOG TA BECIA, PE TNV
MTTPOOTIVA TTAEUPA TTPOG TA KATW, TO Avolyua TTAVW Kal atrd TNV oTevr] TTAeUpd
TOU €I0AYETAI OTOV EKTUTTWTH, CUPQWVA PE TIG pubpuioelig oTo TTapdBupo diaAdyou
TTOU gP@avideTal TTOPATTAVW.

H mmapatmmdvw eikoveg TpoEpyovTal atrd Tnv TotmoBecia Exkmraidsuon oto Microsoft
Office Online.

5. TomoB£Tnon Tou PAakEAOU OTTWG UTTOBEIKVUETAI OTO TTAPABupo diaAdyou.

6. Kdavte KAk oTo kouuTTi OK.

7. TIAnkTpoAoynoTte éva OOKINOOTIKO Keigevo oTo TTAaiolo  Aigdluvon
mapdadoong, Kal 0Tn CUVEXEIQ, KAVTE KAIK TNV evToAn EKTOTTWON YIa va
EKTUTTWOETE TOV QAKENO.

8. BeBaiwbeite OTI 0 @AKENOG EKTUTTWONKE CWOTA.

9. EAv 0 @akeAog dev £xel EKTUTTWOEI OwOoTd, KAVTE éva aTTd Ta £ENG:

e AvaTpEégTE OTIC TTANPOPOPIEG TOU EKTUTTWTH OAG, AV UTTAPXOUV, Yyid
Vo PBpeiTe TOV TPOTTO PE TOV OTTOIO TTPETTEI VA TOTTOBETOUVTAI Ol
PAKEAOI OTOV EKTUTTWTA.

e Evnuépwon tou TTpoypduuatog odrynong ToU EKTUTTWTH.

o« EmoTpéwte otnv KaptéAa ETmAoyég ekTUTTWONG, OTO TTAPGBUPO
dlaAoyou ETmiAoyég @akéAoOukal KAVTE TIG TIPOCAPHUOYEG OTIG
eMAOYEG ekTUTTWONG. EKTUTTWOTE TOV QdkeAO gavd. ETTavaAdpere
TN Oladikaoia JEXPI va Ppeite TN PUBUION TTOPAPETPWY TWV
EMAOYWV eKTUTTWONG TTOU QPEPVEI T ATTOTEAECUATA TTOU BEAETE.

10.071av 0 SOKINOOTIKOG QAKEAOG EKTUTTWOEI CWOTA, ONUEIWOTE TIG PUBUICEIG
otnVv KapTéAa ETriAoyég eKTUTTWONG, 0TO TTapABupo dialdyou EmriAoyég
QPOKEAOU, WOTE VO MTTOPEITE va TIG AVATTOPAYETE QPYOTEPA, KATA TN
OIApPKEIa TNG OUYXWVeEUONG aAAnAoypagiag.



Epyacia pe 10 KUpIO £yypa@o Tou QakéAou
1. Kdvre ekkivhon Tou Word.

A6 TrpoetAoyr, avoiyel éva Kevo Eyypago. Alatnpriote 1o avolkté. Edv T1o
KAgioeTe Oev Ba gival OI0BETIUES OI EVTOAEG OTO £TTOPEVO BAUA.

2. 2mv kKaptéha Zroixeia aAAnAoypagiag, otnv  opdda Evapén
ouyxwveuong aAAnAoypagiag, Kdavie KAIK oOTO oToIXeio "Evapén
ouyxwveuong aAAnAoypa@iag.

‘Evaptn me  Emhoyn
U, 7 MIOPEAT T

‘EvapEn TG ouy R mvELONE ARTADYED. .

3. Kavte KAk oTnVv €mmAoyry PakeAol.

4. 10 TTapaBupo diaAdyou ETIAoyég @akéAou, KAVTE KAIK OTnV KApTEAQ
EmiAoyég @akéAwv Kal 0Tn OUvEXEId, OTO TTAQiOIO0 peyéBoug DakeAog,
KAvTE KAIK 0TAV ETTIAOYH TTOU QVTIOTOIXEI OTO PEYEBOG TWV PAKEAWY OOG.

Edv 10 péyeBog Tou pakéAOU 0ag BV AVTIOTOIXEI O€ Kapia €TTIAOYR, JETOKIVNOEITE
oT1o TEAOG TNG AioTag, KavTe KAIK oTnv €mAoyn Mpocappoouévo péyedog Kai oTn
OUVEXEIQ, TTANKTPOAOYAOTE TIG BIACTACEIG TOU QakéAoU oag oTa TTAaiola MAdTog
Kal "Yyog.

5. Kdavte Tuxdév TTpocapuoyEg BEAeTE OTIG evoTnTEG AlgBuvon TTapdadoong
kKal AiggBuvon amooToAlg. Mrmopeite va O€ite TO QTTOTEAEOHO Twv
puBpicewv didtaéng otnv evotnTta MMpoegmokéTnon, oTo Tapdbupo
dlaAdyou.

6. Edv n emaAnBeuon Twv pubpictwv ekTUTTWONG O¢igel OTI TTPETTEl va
TTpooapudoeTe TIC pubuicelg, Kavie KAIK oOTnv kKapTéAha EmiAoyég
EKTUTTWONG KOl TTPAYMATOTTOINOTE TIG ATTAPAITNTEG TTPOCAPHOYEG.

7. Ortav TeAeiwoeTe, KAVTE KAIK 0TO KouuTri OK.

To Word dnuioupyei £va €yypago 01Tou n oeAida £xel To pEyeBoG ToU opifouv ol
dlaoTdoelg Tou QakEAou. Edv €xeTe opioel pia dicubuvon atrooToArg oto Word, n
dlevBuvon auth epgaviCetal o €va TTAaiolo oTn oglida. Oa uttdpxel éva aAAo
Kevo TTAaiolo TTou Ba cupTrepIAGBEl TN diguBuvon TTapadoong. MNa va deite Ta 6pla
TOU TTAQIOIOU, KAVTE KAIK OTO KUPIO PEPOG TOU QakEAou, OTTou Bewpeite OTI Ba
ep@aviCetal n diguBuvaon TTapadoong.



Anpioupyia Kal EKTUTTWON ETIKETWYV Yo padikil aAAnAoypagia

Otav BéAeTe va XpNnOIYOTTOINOETE ETIKETEG OlEUBUVONG YIa va OTEIAETE padikn
aAnAoypagia oTn Aiota OleubUvoewy, WJTTOPEITE va XPNOIMOTTIOINCETE TN
ouyxXwveuon aAAnAoypagiag yia va  OnUIOUPYAOETE €va  QUANO  ETIKETWV
d1evBuvong. KaBe eTikéTa TrepIEXEl pia ieuBuvon aTrd Tn AioTa oag.

MNa tn diadikacia ouyxwveuong aAAnAoypa@iag TTPETTEN va TTpayuatotroinbouv Ta
TTOPAKATW YEVIKA BripaTa:

1. Opioudg Twv eTIKETWV. H dIdTagn Twv €TIKETWYV opileTal hia @opd, yia OAEG
TIG ETIKETEG OTN OUYXWVEUOTN OAANAOYpPOQIOG. Z€ MHIO OUYXWVEUON
aAAnhoypagiog, TO £yypa®o TTOU  XPNOIYOTIOIEITE yiad  va TNV
TTPAYHUATOTTOINOETE OVOUACZETAI KUPIO £YYyPAQPO. 2TO KUPIO £YYPAPO ETIKETAG
MTTOPEITE v OpioETE  OTTOIOOATIOTE  TTEPIEXOUEVO  BéAeTE  va
emmavohauBaverar oe KABe eTIKETA, OTTWG €va AOYOTUTTIO ETAIPEIAG A TN
d1EUBuvVoN ATTOOTOAAG, OTIG ETIKETEG ATTOOTOANG.

2. 20vdeon Twv ETIKETWV PE TN AioTa dlieuBuvoewyv. H AioTa disuBuvoewvy gival
n TmpoéAeuon dedouévwy TTou Xpnoluotrolei To Microsoft Office Word katd
TN ouyxwveuon aAAnAoypagiag. Eival éva apyeio TTou trepiéxel d1eubuvoelg
TTOU B0 EKTUTTWOOUV O€ ETIKETEG.

3. lMepiopiopodg NG Aiotag TTapaAnTmTwy. To Word dnuioupyei pia eTIKETA yia
KGBe dieuBuvon otn Aiota OdleuBuvoewv. Edv BéAeTe va dnuIOUPYACETE
ETIKETEG POVO VIO OUYKEKPIPEVEG DlEuBUVOEIC aTTd TNV AioTa aAAnAoypagiag
MTTOPEiTE va  eMAEEETE TIG Oleubuvoelic | TIG eyypo@éc ToU  Ba
OUNTTEPIANPBOUV.

4. TpooBnkn XxopakTipwv Kpdtnong 60€ong, Tou ovopddovtal TTedia
ouyXwveuons aAAnloypagiag, oTIG €TIKETEG. OTavV  TTPAYUATOTIOIEITE
ouyxwveuon aAAnAoypagiag, Ta TTEdia ouyXwveuons aAAnAoypagiog
OUNTTANpWVOVTal PE TTANPOYOPIEG aTTd TN AioTa dIEUBUVOEWV.

5. TMpoemokAOTTNoNn Kal OAOKANPWON TNG ouyXwveuong. MTTopEiTeE va KAVETE
TIPOETTIOKOTTNON KABE ETIKETAG, TTPIV EKTUTTWOEI OAO TO GUVOAO.

MNa va TTpayyaToTToINCETE PIO OUYXWVEUON aAAnAoypa®iag XPnOIMOTIOINOTE TIG
EVTOAEG TNG KapTEAQG ZTOoIXEia aAAnAoypa@iag.

ZYMBOYAH Mtopeite emiong  va TTPAYUOATOTTOINOETE OUYXWVEUOT
aAnhoypagiog peE  xprion Tou  TTOPaBUpPoU  €pyaciwvV  ZUYXWVEUON
aAAnAoypagiag, Tou cag kaBodnyei BAPa TTPog BrAua o 6An Tn diadikaoia. lNa
va xpnoigotroifoete 10 TapdBupo epyaciwv, oTnv opada ‘Evapén Tng
ouyxwveuong aAAnAoypagiag, otnv KapTéAa Zroixeia aAAnAoypagiag, KAvTe
KAIK oTnv evioAn ‘Evapén ouyxwveuong aAAnAoypa@iag Kai OTn OUVEXEIQ,
KAvte KAIK oTnv €mmiAoyr) Odnyog ocuyxwveuong aAAnAoypagiag BApa 1Tpog
BAua. 210 BAua 1 1ng diadikaciag, otnv Tepioxr EmAoyn 10TTOU £Yyypd@Pou,
KAvTe KAIK oTnVv €TmIAoyr ETIKETEG.
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OpIOPOG TWV ETIKETWV

To 1o mBeavo cival 611 S1a0£TeETE AdN £va TTOKETO QUAAWYV ETIKETWV OTTO £vav aTTd
TOUG TTPOPNBEUTEG QUAAWYV ETIKETAG, OTTWG Toug TTpounBeutég Avery, AOne, N
Formtec. KaBe @UANO €£xel OUYKEKPIUEVO MEYEBOG Kal TTEPIEXEI £vaV OPIOHEVO
APIBUO ETIKETWV UE CUYKEKPIUEVES DIAOTAOEIG.

MNa va opioeTe TO KUPIO £yyPAPO ETIKETAG, TTPETTEI VA AVTIOTOIXIOETE TIG DIACTACEIG
TOU £yyPA®OU auToU WE TIG BIAOTACEIG TWV ETIKETWY OTA QUAAA TTOU DIOBETETE.

1. Kavre ekkivnon tou Word.

ATé TTpoetmAoyr], avoiyel éva Kevo €yypago. AlatnpAoTe TO avolkTd. Edv 10
KAgioeTe Oev Ba gival OI0BETIUES OI EVTOAEG OTO £TTOPEVO BAUA.

2. 2mv Koptéha Zroixeia aAAnAoypagiag, otnv  opdda Evapén
ouyxwveuong aAAnloypagiag, Kavie KAIK OTO oOToIXeio "Evapén
ouyxwveuong aAAnAoypa@iag.

[ g8

‘Evaptn me  Emhoyr  Enstepyooio
OUYY, ™ MOPaAT... ™ OOQOATT)
‘EvapEn TG ouy R mvELONE ARTADYED. .

3. Kdavte KAIK oTnVv evioAn ETIKETEG.
4. X710 TTapdBupo dlaAdyou ETTIAOYEG ETIKETAG, UTTOPEITE VO KAVETE TTOAAEG

ETMIAOYEG.
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MAnpopopizs yia Tow EKTURDETT

) ExmunwTeg auveyols Tpogofooiag

@ ExmunowTeg geaifiag KaoETa: MpoEmAEyYHEYT KATETd.,, W
MAnpopopiss w1a Ty ETRETS 2

MpoidwTa pE sTkETa: MpdTuno Avery (%
ApiBpds npoidrTog: 3 MAREopopiss yIa T ETKETA

Eie0 - EIE'%'E"-'UUH ) Tonog: AiztBuyar

Siel - EIEUBUUE ipog: 3,32 om

5163 - AnooTOA MhaTog: 10,16 cm

S164 - AnogTohn Mey=Bo; azhifag:  Letter (21,6 x 28 cm)

C1EG - MARpE; qpisho %

[.l'l.EnTc'pE'pE...l |ﬂ.r||.|n:|up'-,-'ic|... I i (804 Brupo

1 O TUTTOG EKTUTTWTH TTOU XPNOIUOTIOIEITE VIO TNV EKTUTTWOT ETIKETWV

2 O TTPOUNBEUTAG TTOU €XEI TTAPAYAYE! TO QUAAT ETIKETWOV

3 O apIBUAG TTOU AVTIOTOIXEI OTOV ApIBUS TTPOIGVTOC TTOU TTapPaATIBETal 0T AioTa
TTOU TTOKETOU QUAAWV ETIKETWV

—O apiBudg TTPoIOVTOG yia Ta QUAAQ ETIKETWV OEV AVTIOTOIXEI O€ KAMIa aTTO TIG
eMAOYEG 01O TTaPABbupo diaAdyou ETriIAoyég eTIKETAG

Mtropeite aKOPN VO  EKTUTTWOETE TIG ETIKETEG. Oa  TPETMEl OTTAWG  va
TTPAYMUATOTTOINOETE KATTOIA TTPOCAPHOYH.

1. MeTpAOTE TIG ETIKETEG OTO PUAAO TTOU €XETE KAl ONUEIWOTE TIG OIAOTACEIG
Kal TO TTARB0G TWV ETIKETWYV TTOU XWPA £va QUAAO.

ZHMEIQZH MetproTe TIG €TIKETEG TTPOOEKTIKA. TO TTPAYMOTIKO HEYEBOG TNnG
ETIKETOG PTTOPEI va gival PIKPOTEPO aTTd TO PEYEBOG TTOU UTTODEIKVUETAI ATTO TOV
KATOOKEUAOTN TNG €TIKETAG. Na TTapddelyua, pia eTKETa 1X2 ivioeg PTTopei otnv
TIPAYMATIKOTNTA VA €XEI UPoGS 15/16 ivioeg kal TTAGTog 15/16 ivioeg.

2. 21n Aiota Ap1OpOG TTPOoIOVTOG, KAVTE KAIK O€ €vav TUTTO ETIKETAG TTOU €ival
MIKPOTEPN ATTO TIG ETIKETEG OQG.

Edv Oev epgavifetal o TUTTOG ETIKETAG TTOU B€AeTe oTO TTAQiolo ApIOpog
TIPOIOVTOG EVOEXETAI VA UTTOPEITE VA XPNOIUOTTOINCETE PIA AAAN ATTO TIG ETIKETEG
NG NioTag ) va dnIoupynoEeTe £va vEO PEYEDOG ETIKETAG.

3. Kdavte KAIK 0Tnv €VTOAr} AETTTOMEPEIEG KAl OTN OUVEXEIA, OUYKPIVETE TIG
OIA0TACEIG TNG ETIKETAG KAl TOV APIBUO ETIKETWV avd QUAAO (yia €TIKETEG
EKTUTTWUEVEG O€ EKTUTTWTEG A€ICEP KAl WEKOOWOU) f Tov apiBud Twv



OTNAWV OE HIa POPUA ETIKETAG (VIO ETIKETEG EKTUTTWMEVEG OE EKTUTTWTEG
KOUKKi®AG).

4. Kavrte éva atrd Ta €ENG:

e Edv o1 diootdoeig kai n didaragn tng ETIKETAG AVTIOTOIXEI O€ AUTEG
TNG ETIKETAG OOG, XPNOIMOTIOINOTE TNV ETTIAEYUEVN ETIKETA.

e Edv o1 diaotdoeig kal n didragn dev avTioToixouv HE TIG OIKEG OAG,
KAvTE KAIK OTO KOUWTTi AKUPO KOl OUVEXIOTE e TO Brpa 5.

5. ¥10 mapdBupo O&loAdyou ETmriIAoyég eTIKETOG, KAVTE KAIK OTOV TUTTO
eKTUTTWTN (€iTe EKTUTTWTEG OUuveEXOMEVNG Tpo@odoariag 11 EKTUTTWTEG
o€Aidag) kal oTn oUVEXEID, KAVTE KAIK OTNV £VTOAN Anuioupyia eTIKETOG.

6. TMAnkTpoAoynoTe éva évopa oto TTAdiclo Ovopa eTIKETAG, €TIAECTE TO
Uyog, To TTAATOG, Ta TTEPIBWPIA Kal AAAEG €TTIAOYEG yia TNV ETIKETA Kal
KAvTe KAIK 01O KOUupuTTi OK.

H véa eTikéTa eppavicetal oTo TAaiolo ApIOPOG TPoidvTog ws Ovopa eTIKETAG -
lpooapuoouévo. H eTmikéta TOTrOBETEITAI €TiONg OTNV  KAThyOpia
AN/Tpocappocpévn. Tnv emoépevn @opd TToU O XPnNOIPOTTOINCETE TIG
TPOCAPUOOMEVEG ETIKETEG, PefaiwBeite OTI €xeTe €mMIAESEl TNV €EVTOAR
ANn/Tpocappocpévn atrd Tn Aiota [NpounBeuTé ETIKETAG.

5. E@boov KAVETE TIG ETTIAOYEG ETIKETAG TTOU OEAETE, KAVTE KAIK OTO KOUMTTI
OK.

To Word dnuioupyei €va €yypa@o TTou TTEPIEXEl TO QUAAO eTikeETwyv. To Word
XPNOIYOTIOIEl €vav TTivaka yia va TTapaBéoel TIG eTikéTeG. Edv dev eugavifovral
YPOUMES TTOU va dlaxwpifouv TIG ETIKETEG, KAVTE KAIK TNV KapTéAa Aldatagn, otnv
evotnta EpyaAcia mivaka kai otn ouvéxeia, otnv oudda Mivakag, KAvre KAIK
otnVv evioAn MpoBoAn ypaupwyV TTAEYHATOG.

EktéAeon Tng ouyxwveuong aAAnAoypagiag amréd to Outlook

1. Zmnv evotnta Emagéc tou Outlook, €TTIAECTE TIC MEMOVWMEVEG ETTAPEG
médovrag 1o TTANKTPO SHIFT kai kavovtag KAIK yio va €TTIAEGETE pIa
meploxn A méCovTag 1o TTANKTPo CTRL Kal KAvovTag KAIK yia va €TTIAECETE
MEMOVWEVEG eTTAPEG. EQv BEAeTE va cupTTepIAauBavovTal OAEG O1 ETTAPEG
TToU gu@aviCovtal oTnV TTPOROAA PNV KAVETE KAIK O€ Kauia eTTA@N.

2. 210 pevou EpyaAgia, kdvie KAIK  oTnv  €mMAoy  ZuyXwveuon
aAAnAoypagiag.

3. EdQv éxete emMAECEl PEMOVWMEVEG ETTAPEG VIO VA CUPTTEPIANGBOUV OTN
ouyxwveuar, Kavte KAIK oTnv €mAoyrl MOvo ol eTIAeypéveg eTTagpég. Eav
BéAete va ouptrepihauBdavovtal OAeG oI ETTAPEG TTOU gu@avifovtal oTnv
TTPOPBOAA, KAVTE KAIK O0TnV €VTOAr] OAgg ol ema@ég OTNV TpEXOUOO
TTPOBOANR.



4. Edv éxete puBpioel T TTapapéTpoug NG TTPOoRoARg AioTa THAEQUVWY £T01
woTe va gugavicel akpiBwg Ta Tedia TTou BEAETE va XPNOIUOTIOINCETE OTN
ouyxwveuan aAAnhoypagiag, kavte KAIK atnv €mmiAoyr] MNedia erapwyv Tng
TPpéXouoag TTPOROARG. AIAPOpPETIKA, KAVTE KAIK oTnv emiAoyr] OAa Ta
mwedia ema@wv yia va ecival dlaBéoiya 6Aa Ta TTEdia ETTAQNG OTN
ouyxwveuan aAAnAoypagiag.

5. Edv BéAete va dnuioupynoeTte Eva vEO KUPIO £yypa@o YIa TN CUYXWVEUON
aAnAoypagiag, kavte KAk oTnv evioAr) Néo éyypa@o. AIaQOpETIKA, KAVTE
KAIK oTnv €mmAoyf Yrdpxov £€yypa@o Kal 0Tn OUVEXEIQ, KAVTE KAIK OTnv
evToAn MepiRynon yia va eVvIOTTIOETE TO £yypa@o TTou Ba XpnoihoTToindEi
Wg KUPIO £yypago.

6. Edv BéAeTe va ATTOBNKEUOETE TIG ETTAPES KAl TA TTEQIQ TTOU EXETE ETTIAECEL,

WOTE va Ta XPNOIYOTTOINCETE TTAAI, €TTIAECTE TO TTAQiCIO eAéyxou Moévipo

apXEi0 Kal OoTn OuvéXela, KAvte KAIK oTnv evioAn MMepigynon yia va

aTroBnkeUoETE TO apxeEio. Ta dedouéva aTToBNKEUOVTAl O€ £va £Yypago Tou

Word, wg dedopéva dIaXwpPIoHEVA PUE KOPUA.

Kdvte KAIK oTnv etmAoyr) ETikéTeg aAAnAoypagiag.

Kavte KAIK oto koupuTtri OK. Otav 10 £yypago avoitel yéow Tou Word, otnv

kKapTéAha Zroixeia aAAnAoypaegiag, otnv oudada Eyypaen & Eicaywyn

mwediwv , KAVTE KAIK 0TO BéAog OiTTAa oTnv emiAoyr) Eicaywyn trediou

OUYXWVEUONG KAl OTn OUVEXEIQ, KAVTE KAIK oTa TTedia TTou BEAeTe va

TIPOCOECETE GTO KUPIO £YYPAPO ETIKETAG.

© N

OT1av 0AOKANPWOETE TOV OPICUO TNG TTPWTNG ETIKETAG OTTWG TNV BEAETE, OTNV
opada Eyypaen & Eicaywyn mediwv, Kavie KAIK oTnv €mmAoyy Evnuépwon
ETIKETWV.

To TTePIEXOUEVO TNG TTPWTNG ETIKETAG AVOTTAPAYETAI O€ OAEG TIG AAAEG.

Eme€epyacia Tng AioTag TrTApaAnTrTwv

OT1av ouvdéeoTe Pe €va OUYKEKPIPMEVO apXEio BEBOUEVWY, PTTOPET va unv BEAETE
VO OUYXWVEUOETE TTANPOPOPIEG ATTO OAEG TIG EYYPOAPEG OTO OUYKEKPIUEVO APXEIO
0eQOUEVWYV OTO KUPIO £yypaq@o.

MNa va 1eplopioeTe TN AioTa TTAPAANTITWY | VA XPNOIKMOTTOINCETE £va DEUTEPEUOV
oUvoAo oToIXEiwv 0TO apxeio dedopévwy, KAvTE Ta €EAG:

1. Znv  kaptéha Zroixeia aAAnAoypagiag, otnv opada ‘Evapén
ouyxwveuong aAAnAoypagiag, kavie KAIK OTO oToIxEio ETre§epyacia
AioTag TTapaAnNTTTWY.



‘EvapEn mo  Emihoyn
Uy, T Napghm... ™

‘ExvapEn TG Uy sy EUaT)s ahamsoypd. ..

2. 210 TmapdBupo  OlaAdyou  TMApOaAATITEG TNG  OUYXWVEUONG
aAAnAoypa@iag, KAvte OTTOIOOATTOTE ATTO TA £ENG:

« EmAoyn pepovwpévwyv eyypapwv H péBodog auth eival
XpNoiun €dikd otav n Aiota eival pikpr). EmAECTE Ta TTAQioI
eAEyxou OITTAa OTOUG TTAPOAATITEG TTOU BEAETE va GUUTTEPIAGRBETE Kal
KAarapynoTe Tnv €mAoyl Twv TTAAICiWV €Aéyxou dITTAA OTOUG
TTaPAANTITEG TTOU BEAETE va e€aIPETETE.

Edav yvwpilete OTI BéAeTe va OuuTTEPIANGRBETE HOVO AiVEG EYYPOQYEG OTN
OUYXWVEUOT), UTTOPEITE VO KATAPYAOETE TNV €TTIAOY OTO TTAQICIO €EAéyXOou OTN
YPOUMN KEQAAIDOG KAl OTrN CUVEXEIQ VA ETTIAECETE POVO TIG EYYPOPESG TTOU BEAETE.
Mapopola, €dv BEAeTE va CUMTTEPIANYBEI TO peEYaAUTEPO PEPOG TNG AioTag,
EMAEETE TO TTAQICIO EAEYXOU OTN YPANMUN KEQAAIDAG KOl OTN CUVEXEIA, KATAPYNOTE
TNV e€mAoyl amd Ta TAQioIa €Aéyxou Twv eyypa@wyv Tou Oev BEAeTE va
OUMTTEPIAGPETE.

e Tagivopnon eyypapwv Kdavie KAIK OTnV €TTIKEQPAAIdA TNG OTHANG Tou
oToixeiou TTou BéAeTe va Tagivouroete. H Aiota Ba tagivounBei pe augouoa
aA@aBnTikA oeipd (atmo 10 A €wg 10 Q). KavTe Eavd KAIK oTnv KEQaAIda TNG
oTAANG yia va Tagivounoete Tn Aiota pe @Bivouca aAgapnTikn oeipa (Q
Ewg T0 A).

Edv B€AeTe va TTPAYUATOTTOINCETE TTIO TTEPITTAOKN TAgIVOUNON, KAVTE KAIK OTAV
evioAn Ta§ivéunon otnv Tmepioxy Mepiopiopdg Aiotag TapaAqTTn KAl
EMAEETE TIC TTPOTIMNAOEIG TAgIvOuNong oTnv KapTéAa Tagivopunon eyypa@wy, 010
TTapdBupo dlaAdyou DIATpdpiopa Kal Tagivounon. MNa Tapddelyua, PTTOPEITE
VO XPNOIYOTTOINOETE QuTOV TOov TUTTO TagIivounong €av BEAeTe va eival ol
d1euBuvoelig TTapaAnTITWY o€ aA@aBnTIKA o€ipd, he BAon TO EMTWVUNO, YECQ O€
KAOe TaxudPOUIKO KWOIKA Kal O TaXUOPOMIKOI KWOIKES TTapaTiOevTal oTn AioTa pe
apIBunTIKA ogIpd.

e O@IATpdapiopa gyypa@wyv H duvatdtnta auth eival Xprioiun av n Aiota
TTEPIEXEl  eyypageég TTou  Oev BéAeTe  va  egugavifovial 1 va
oupTTEPIAOUBAvVOVTal OTn ouyxwveuon. AQOTou @IATPApPETE Tn AioTa,
MTTOPEITE VO XPNOIUOTIOINCETE TA TTAQICIO €AEYXOU YIA VO CUPTTEPIAGBETE
KAl VO ATTOKAEIOETE EYYPAPEG.

MNa va QIATPAPETE EYYPAPES, KAVTE TA EENG:

1. Ztnv TTepioxn Meplopiopdg AicTag TTapaAnTrTwy, KAVTE KAIK TNV €VTOAR
®iATpo.



2. 2mv  kaptéha @PIATpdpIopa  gyypa@wy, OTO0 TIapdBupo SlaAdyou
DiATpdpiopa Kal Tagivopnon, €mMAEETE Ta KPITAPIO TToU BEAETE va
XPNOIUOTTOINCETE YIa TO QIATPO.

MNa Tapddeiypa, yia va dnPIoupynoETE avTiypa@a Tou KUPIoU £yypagou Uovo yia
dleuBuvoelg otnv xwpa/trepioxy AuoTpadia, Ba TTPETTEl va KAVETE KAIK OTnV
emAoyr) Xwpa i tmepioxn otn Aiota Medio, otnv emAoyn loo pe otn Aiota
ZU0ykpion Kal oTnv €mmAoyr AuoTpalia oTn AioTa ZOykpion HE.

3. Ta akéPn ueyaAuTeEPO TTEPIOPIOPO TOU QiATpou, KAvTE KAIK oTa TTedia Kai i
"H ka1 oTn ouvéxela, KaBopioTe TTEPICTOTEPA KPITAPIA.

MNa Tapdadeiyua, yia va dnUIoupyrnoETe avTiypaga Tou KUplou eyypagou oag uévo
yla eTaipeieg ato Movayo, Ba TTPETTEl va eKTEAECETE QPIATPO OTIG EYYPAPES OTTOU TO
medio MOANn Trepiéxel Tnv Ty Mévayxo kai Tou otroiou oTo Tedio Ovopa
eTaipeiag dev gival kevo. Eav xpnoiyotroifjoete 1o kpitipio ‘H avti yia 1o kpitrpio
Kai oto @iATpo, n ouyxwveuon aAAnloypagiog ouptrepIAauPBAvEl OAEG TIG
d1euBuvoelig oto Mévayxo kaBwg Kal OAeg TIG dieuBuvoelg TTou TTepIAaBAvouy éva
Ovoua €TAIPEIG, aveEdpTNTA ATTO TNV TTOAN OTNV OTToia BPiCKOVTAl AUTEG.

ZHMEIQZH Edv é€xere eykataoTtAoel AoyiopikKO €TMIKUpwong dieubuvong,
MTTOpPEITE Va KAveETE KAIK oTnVv €mAoyry ETiKOpwon Si1eu@ivoewy o100 TTapdbupo
d1aAdyou MapaAnTrTeg ocuyXwveuong aAAnAoypa@iag yia va €TTIKUPWOETE TIG
O1EUBUVOEIC TWV TTAPOANTITWV.



MPOTYINA

ZEKIVAOTE yphyopa Ta £yypa@d cag XpnoiyotroiwvTag mpoTtutra. MNapakdrtw
Ba dcite WG uTTOPEITE VA Xpnolyotroinoete Ta TTpoTutta oto Microsoft Office
Word 2007 yia va emTayxUveTe Tn dnuioupyia yypapwy.

2KEPTEITE TO Aiyo TTpIv dnuioupynoete 10 £yypa@d cag oto Word 2007 atrd 10
pMNOEv. MTTOPEITE VO XPNOIUOTTOINCETE WG CNMEIO EKKiVNONG éva atro Ta TTPOTUTTA
EUTTAOUTIOUEVOU TTEPIEXOMEVOU TTOU UTTAPXOUV AdN. To Word cag TTapéxel ueyaAn
TTOIKINIQ ETTIOTOAWY, BIOYPAQPIKWY ONUEIWUATWY, NUEPOAOYiIWV Kal QUAAADIWV.
2iyoupa Ba kepdioeTe XpOVoO.

Mnyaivete éva PApa TTOPATTEPA PE TA TTPOTUTTA KOI METATPEWTE €va UTTAPXOV
Eyypo@o o€ TIPOTUTTO TTOU KAAUTITEl aTTOAUTA TIG avAyKeG 0aG. AuTO 0ag
€€OIKOVOpEI XPOVO.

Ta poéTUTTA

To mpdTUTIO €ival évag TUTTOG €yypAPoU TTou OTAV TO AVOIYETE AUTO dNUIOUPYEI
éva avtiypa@o Tou eautou Tou. 210 Microsoft Office Word 2007, rpdTuTtio utropei
va eival éva apyeio .dotx f éva apxeio .dotm (o TUTTOG apyxeiou .dotm oag
ETMTPETTEI VO EVEPYOTIOIEITE YAKPOEVTOAEG OTO APXEIOD).

MNa Tapddeiyua, Eva emXeIpNUaTikKO oxESIo gival €va ouvnBIoPEVO £yypag@o TTouU
éxel ouvtaxBei oto Word. Avrti va dnuioupyrnioete Tn SOMI TOU ETTIXEIPNMATIKOU
oxediou atmd Tnv apxn, MTTOPEITE va XPNOILOTIOINCETE Eva TTPOTUTTO OTTOU £X0UV
TTpokaBopioTei n didtaén oeAidwy, O YPAUUATOOEIPES, TA TTEPIBWPIA KAl TA OTUA.
To poOvo TOU €xeTe va KAVETE €ival va avoifete €va TTPOTUTTO Kal va
OUPTTANPWOETE TO KEIPEVO KAl TIG TTANPOPOPIEG TTOU APOPOUV TO CUYKEKPIMEVO
¢yypago. Otav amobnkeUeTe TO £yypapo wg apxeio .docx rp .docm 10 £yypago
atroBnkevETal EEXWPIOTA ATTO TO TTPOTUTTO OTO OTT0I0 BACIOTNKE.

Ta pdTUTTa €ival aTTOAUTWG OPOIA PE TA £yypa@a OTO YEYovOG OTI PTTOPEITE va
KABOPIoETE yIa XPron TTPOG TOUG UTTOAOITTOUG XPrOTEG TTPOTEIVOUEVEG EVOTNTEG I
QTTAITOUPEVO KEIYEVO, KABWG Kal OTOIXEId EAEYXOU TTEPIEXOPEVOU, OTTWG Eival
TTPOKABOPIOUEVEG AVATITUOOOPEVEG AIOTEG 1 €va €1BIKO AoyodTutro. MTTopeite va
TIPOCBECETE TTPOOTACIA OTNV EVOTNTA EVOG TTPOTUTTOU I UTTOPEITE VA EQAPPOOETE
KwOIKG ao@aAciag OTO TTPOTUTTO YIA VO TTPOOTATEUCETE TA TTEPIEXOUEVA TOU
TTPOTUTTOU aTTO aAAQYEG.



EkpeTaAAeguTeite TN SUVANN TWV TTPOTUTTWYV

AKOUN KI av €xeTe epyaoTei ye To Word o1o TTapeABOV Kal yvwpileTe Ta £yypaga
Tou Word, dgv atmokAgieTal va unv oag gival To6oo yvwoTd Ta Tpdétutra Tou Word.
Ti gival Ta TTPOTUTTA KAl O€ TI GOG EEUTTNPETOUV;

‘Eva 1TpoTuTIo €ival évag TUTTOG €yyPAQPOU TTOU TTEPIEXEI NON TTEPIEXOMEVO, YIA
TTapddelyua Keigevo, OTUA Kal pop@oTroinon, didragn oeAidag, yia mapddeiyua
TePIBWpPIa Kal BIACTIXO, KaBWG Kal oToixeia oxediaong OTTwg Ta €1I0IKA XpwuaTaA,
TTEPIYPAUUATA Kal dlaKoouNTIKA aToixeia kK&trolou BéuaTog Tou Word.

XPNOIYOTTIOIEITE TA TTPOTUTTA WG EVa 1IDIAITEPA XPrOIYO ONUEIO €kKivnong. Av, yia
TaPAdeIyua, EXETE €ROOPAdIAIEG ETTAYYEAMOTIKEG OUOKEWEIG KAl TIPETTEl vd
onuioupyeite TNV id1Ia nuepAola diatagn yia Tn ocUoKewn KABe @opd, aAAd pe
ENAPPWG BIAPOPETIKEG AETTTOUEPEIEG, CEKIVWOVTAG PE NON CUUTTANPWUEVES TTOAAEG
atTod TIG TTANPOPOPIES ETTITAXUVEI KATA TTOAU T BOUAEIG 0OG.

Acite kaTTOIO TTOPAdEIyUATA KOl QOKIMAOTE Ol idlol KATTola a1rd T TTOAAG NoN
uttdpxovta TPoTUTTa oTo idlo To Word kai oto Microsoft Office Online.
XPNOIUOTIOINOTE TA YIA VA dNUIOUPYNOETE EVIUTTWOIAKA, ETTAYYEAPATIKA £yypaga
Kal YIO va €COIKOVOUNOETE XPOVO.

XpAon ndén utrdpxouoag apxIKng oeAidag @ag

Ag TToUpE OTI 0T douAeId oag ouxva OTEAvETE Qag oe pia AAAn etaipeia. MNa 1o
@ag xpeldleTal TTAvVTa Pia ouvodeUTIKN) oeAida. MTTOPEITE va a@IEPUWIVETE XPOVO YIia
va dnuioupyeite pia véa oelida oto Word kéBe @opd. EvaAlakTiké, ptTopeite va
XPNOIUOTTOINCETE PIa oUVODEUTIKN oeAida @aé TTou uttdpxel dN oto Word.

AuTO, kal dAAa TTPOTUTTA, Ba To BpeiTe oTa eyKaTeoTnUéva TrpdTUTTa Tou Word.
H eikova oag divel éva Tapddeiypa. To TTPOTUTIO €ival QTIAYPEVO WOTE va gival
attAf} N OAOKANPwWaor] Tou. ATTAG CUUTTANPWVETE TA KEVA PE TIG TTANPOYPOPIES 0OG,
EKTUTTWVETE TO QUAAO Kal OTEAVETE QaE. AKOUN KI av TTPETTElI va TTPOCOECETE KATI
OTO QUAAO 1] va diaypAayeTe KATTOIO HEPOG, TO BACIKO TTEPIEXOUEVO €ival AON EKEi:
Aev XpelddeTal va TO YPAWETE ATTO TNV ApPXH.
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Tpia dla@OoPETIKA TTPOTUTIA r]pspr’]c;ag didragng amo 1o Microsoft Office Online.

Oa douue €va akdéun Tapddeiyua TG Borbeiag TTou TTPOCPEPOUV TA TTPOTUTTA
Tou Word. davtaoTeite OTI €xeTe va OuvTageTe TNV nuepnoia diaTaén yia Tnv
eBoouadiaia ouoKkewn TNG OPAdAG OAG.

Mpiv gekivioeTe atrod pia Kevry o€lida, pigte pia yatid otn cuAloyr dlaBEéoipwy
TpoTUTTWV 0T0 Microsoft Office Online — ptopeite va ouvdeBeite atreubeiag
armd 1o Word (Ba &¢ite TTwg). AUTA n €KTEVAG Kal TTAOUCIA OUAAOYR TTEPIEXEI
OIAQOPETIKEG KATNYOPiEG TTPOTUTTWY. OpIouEveg atmo TIG TTI0 dNUOQIAEIG gival ol



NUEPNOIES BIATAEEIS, Ta NUEPOADYIQ, Ta @I BoAAv, oI ETTIOTOAEG Kal Ta BIoypa@IKa
onueiwparta. MNa Kabe éva atmd auTd EXETE APKETEG ETTIAOYEG TUTTOU TTPOTUTTOU.

21NV €IKOVA gu@avidovtal Tpia atrd Ta TTPOTUTTA NPEPNOIAG dIATagNG.

1 Autd 10 TTapddelyua eivalr amTAG KOl GPECO, WE HOPPOTTOINWEVEC TTEPIOXEC
KEINEVOU TTOU 0a¢ BonBouv va cUUTTANPWOETE TNV nUEPAOIa didTagn.

2 Mmopeite eTmiong va emAEEETE éva OAOKANPWHEVO, KAAMTEXVIKO GTUA Kal vV
TTANKTPOAOYNOETE AVTIKABIOTWVTAG TO OEiyua KEIPNEVOU.

3 AuTd TO TIPOTUTTO €XEl akOun TTO  TOAUTTAOKN dIdTtagn oeAidac kai
MOP@OTTOINCN KAl XPNOIKOTIOIE XPWHA KAl TTIVAKES VIO va dNUIOUPYROEl TTEPIOXES
o€ MIa nuepnola didTagn ue ouvBeTn oxediaon.

Avoite amAd Tnv nueproia OiIdTaén TTou BEAETE KAl CUPTTANPWOTE  TIG
TTANPOPOPIEG.

Bpeite eykateoTnuéva TPOTUTTA
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To Word mepiAappavel mavw atmd 30 TTpogyKaTeoTUEVA TTPOTUTTA YA TUTTOUG
EVYPAQWYV OTTWG ETTIOTOAEG, @QAE, AvOQOPES, PBloypa@ikd OnuewPaTa  Kal
dOnuooievoelg IoToAoyiou. Mw¢ PTTopEiTE Va Ta PPEITE:

A W

1 Kavte kAk oto Kouptri Ttou Microsoft Office kai émeira Kavie KAIK oTnv
€VTOAN Anpioupyia.

2 Y10 Tapdbupo Anuioupyia BiBAiou epyaciog KAvTe KAIK OTnV €mmAoyn
Eykareotnupéva mmpoTuTTa.



3 KavTe KAIK 0€ dia aTTo TIG MIKPOYPAPIEC Kal SEITE TNV TIPOETTIOKATINGA TNG OTA
0edia.
4 Otav Bpeite To TTPATUTIO TTOU BEAETE, KAVTE KAIK OTO KOUMTTi AnMioupyia.

Avoiyel €va véo Eyypa@o BAacIoPEVO OTO TTPOTUTTO KAl EKEI KAVETE OAEG TIG AAAAYEG
TTOU B€AETE.

Bpeite rpoéTUTra Tou Office Online

Ta BAuaTa yia To dvolypa TTPoTUTTwY atmd Tnv Totmmobeaia Tou Office Online oT0
Web cival mrapopoia. Ommwg @aiveral oTnv KIVOUPEVN €IKOVA, QAVOIYETE TO
TTapdBupo Néo éyypa@o aAAG o€ QUTAV TNV TTEPITITWON aAVATPEETE OTNV TTEPIOX
KATw ato Tnv emkepaAida Microsoft Office Online.

Kdavte kKAIK O¢ pia ammd TIG KATNYOPIEG yia va OEiTE HIKPOYPOPIEG OAWV Twv
TTPOC@EPOUEVWY TTPOTUTTWYV. OTTWG Kal PE TO EYKATECTNUEVA TTPOTUTTA, UTTAPXEI
01a0€01un peydAou peyEBoug TTpoeTIoKOTINGON. OPICPEVES KATNYOPIES, OTTWG Eival
ol EmoTOAég, €xouv uTtToKaTNyoOpieg yia va €emAELeTe — yia TTapadelyua,
AKadNUAiko, ETTayyeAPATIKO Kal ZUVOOEUTIKN ETTIOTOAR.

MNa va kavete Ajyn €vog atmd autd Ta TTPOTUTTA, ETTIAEYETE TN MIKPOYPOPIQ KAl
Kavete KAIK oTnv €mAoyr AQyn. AKpIBwg. To TTPOTUTTIO avoiyel WG VEO £yypagpo
OTOV UTTOAOYIOTH OOG KOl PTTOPEITE va KAVTE TTPOOBNKEG O aUTO Kal KATOTTIV va
TO ATTOBNKEUOETE.

To apxikd TTpoTuTTO d¢ev €xel aAAdéel. Mapauével oto Office Online. QoTtdo0, éva
QavTiypa@o TOU TTPOTUTTOU £XEI ATTOONKEUTEI OTOV UTTOAOYIOTH 0ag, Av BeAjoeTe va
TO0 xpnoiyotroijoete Eavd Oev xpeldletar av xpnolyotroimote Eavda 1o Office
Online M1Topeite va 10 avoigete atrd 1o @akeAo "My Templates" oto Word.



H 181aitepn SUvaun evog TTpoTUTTOU

I_Iplf)TUHD Eyypagpol

Eyypagpol

Higpa prij vy

Hyapijou Subraln atmcewng Hyepija Eyypago3

Huepiau dueraln alacegng

H 1Biaitepn duvaun evog TTpotutrou gival OTI avoiyel €va avtiypa@d Tou HPE TN
Mop®n vEou gyypdgou.

Eitrape mmponyoupévwg OTI OTAV AVOIyeETE £va TTPOTUTTO, AVOIYEl £va VEO £yypago
Baociouévo oT1o TTPOTUTTO TTou €TTIAEEQTE. AUTO Onuaivel OTI OTNV TTPAYHOTIKOTATA
QAVOIYETE £va AVTiypaPo TOU TTPOTUTTOU Kal 61 TO idI0 TO TTPOTUTTO.

Kal auth €ival n 181aitepn duvaun evog TTpoTUTIoU: Avoiyer éva avriypa@o Tou, JUE
OANa O6oa TrepIEXEl O€ éva VEO Eyypago. Eocig epydleote OTO VEO £yypa@o Kal
EKMETOAAEUEOTE OAQ TA EVOWMPATWHEVA OTOIXEIQ TOU TTPOTUTTOU KAl TTPOCBETETE N
agaipeite 0T Xpeiadetal. Emeidn 10 véo £yypago dev gival 1o idlo To TTPOTUTTO, Ol
aAayég oag atroBnkeUovTal OTO £YYPAPO KAl TO £YyPaPO TTAPAPEVEI TNV APXIKA
karaoTtaon. ‘Etol, éva TpoTuTro PTTopEl va gival n Baon yia atmepidpioTo apiBud
eyypapwy.

OAa 1a éyypaga Baaoifovral o€ KATTOI0 TTPOTUTTO. ATTAWG TO £YYPAPO TTOPAPEVEI
OTO TTAPAOCKAVIO.



MpoéTutra Kai éyypaga: Avo EEXwPIoTOI TUTTOI APXEiWV

MpéTuno 1 Eyypapo 2
Hupepij o Suleraln alavewns Hupepijaue Sulraln olawewns
"Tropa apyEion: Effopafiaia nuzpryma GdTafn.dots || Dwopa apyeiou: ERfopafigia npeprma Gidragn.docx
AncBfpEuan we ninow: | Mpdmuno Tow Wiard (*.daotx] AnofrkEuor me Tinou: |'Eyypagpo Touw Word (*.docx]

Ta TTPOTUTTA €XOUV EAAPPWGS OIAPOPETIKI) CUMTTEPIPOPA ATTO TA £yypa@o Kal
ATTOTEAOUV EXWPIOTO TUTTO ApPXEioU.

Edv €xete amoBnkeuoel TTOANEG @opég £yypaga Tou Word, Ba oag gival yvwoTEG
ol EMAOYEG TUTTWV apyeiou TTou gival dlaB€aiueg yia Tnv atrobrikeuon apxeiwv. H
TIPOETTIAEYUEVN MOPYPN €ival O TUTTOG eyypd@ou. To TTpOTUTTO €ival évag AAANOG
TUTTOG.

1 Ommwe @aivetar oTo Tapddeiypua 1: 'Eva TTPOTUTIO €XEl ATTOBNKEUTE WG
Mpétutro Tou Word. 210 TEAOG TOU OVOUOTOG OPXEIOU UTTAPXEI N €TTEKTAON .dOotX.
(o€ TTponyoupeveg ekdooelg Tou Word n eTTEKTAON OVOUATOG apxEiou ATav .dot.)

Omwg @aivetal oto Tapadeiypa 2: ‘Eva &yypag@o €xel amoBnkeuTei wg
‘Eyypa@o tou Word. 210 TEAOG TOU OVOUOTOG QAPXEIOU UTTAPXEI N ETTEKTOON
.docx. (o€ Trponyoupeveg ekdooelg Tou Word n €TTEKTAOT OVOUATOG OPXEIOU HTAV
.doc.)



AnpioupynoTe Ta SiIkG cag TTPOTUTTA

TafidioTiko ypapeio Margie
Eniipnpamiko Ky Tpo
54 904 ABva
htkp: [, rnargiestravel.com
Tragporwvo [(509) 555-0190]
thaf [{509) 555-0191]

neroz: TIMOACIIO #[100]
['Ovopu] KANTE KAIK EAS TTA MNA EIZACACETE MIA HMEPOMHMIA,
[Enwyupia eTaipeiag]
[AsetBuyor]
[No&n, Toy. kwd,] I'TA:
[TnAépuwvo] [Meprypacpr) £pyou f unnpzdiag]
[AchTio nopoyyeniag #]

B bl I e i i it il

‘Eva ogvdplio TTou UTropei va oag @avei yvwaoTd: davtaoTeite 0TI XPNOIPOTIOIEITE
Eva OpIoPEVO Eyypa@o, €va TIMOAOYIO, ¢ava Kal Eavd yia va TIUOAOYNOETE Evav
TeEAATN. To PaocikG TTepieXOUEVO Oev  aAAGlel aANAGlouv OUWG OPIoUEVEG
AeTTTOUEPEIEG, OTTWG O TUTTOG TNG €pyaciag Kal ol nuepounvieg. H péBoddg oag
gival va avoiyete €va €yypago TipoAoyiou, va aAAddeTe autd T TUAMATA TTOU BEV
I0XUOUV TTIO Kal, TN CUVEXEIQ, VA aTTOONKEUETE TO £yyPAPO E VEO OVOUQ.

2TV TTPAYMATIKOTNTA XPNOIUOTIOIEITE TO QPXIKO 00G €£yypa@o wg TIPOTUTIO,
TTapdAo TTou Oev TO €xete peTaTpEéwel. Mati Ox1; MetaTpémoviag 10 £yypago
TIMOAOYiOU O€ TTPOTUTTIO, EXETE €va KEVO TTPWTOTUTIO YIA VO €£PYACEOTE Kal Ogv
XPEIAZETAl VA OlaYPA@ETAI TTPONYOUPEVO TTEPIEXOPEVO VIO VA TTPOETOINACETE TO
TPEXOV TIHOAOYIO.

MTTopEiTe va eUTTAOUTIOETE TO TTPOTUTTO YE OAa 60a Ba BEAQTE va UTTAPYXOUV OTO
TIHOAGYIO, oupTTEPIAaUPBavoPEvwY TTESIWV KPATNoNG B€0NG KEIPEVOU TTOU KAVOUV
EUKOAOTEPN TNV TTANKTPOAGYNON VEWV OTOIXEIWV. TN OUVEXEIA, XPNOIMOTTOIEITE
TTAvTa auTd TO apXEio TTPOTUTTOU WG BACT yia Ta vEa 0ag TIHOAOYIA.



MAgovekTAPATA TNG SNUIOUPYIOG TTPOTUTIOU
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Aev EEPETE TTOIO EYYPOAQYO £XEl TIG TTIO TTPOCPATEG AaANayEG; AnuioupynoTe €va
TTIPOTUTTO KAl KAVTE TTAVTA TIG EVNUEPWOEIG OOG OTO idI0 YEPOG.

270 TTAPAdEIYUA POG PE TO £yypa@o TIMOAOYiOU, ag ava@EéPOUPE KATTola aTrd Ta
OQEAN TTOU Ba EXETE HETATPETTOVTAG TO £YYPAPO OE TTPOTUTTO::

Aev Ba xpeldletal va kKAvete avagitnon ot OIAQOpES €KOOOEIG TOU
EYYPAQOU, va avaldntate CUYKEKPIPEVEG Kal TTPOo@aTeg aAAayég. OAeg Ba
gival atroBnKeuPEVEG OTO TTPOTUTTO.

Emeid 10 TTpOTUTTO avoiyel éva avTiypa®o Tou wg vEo £yypago, dev Ba
XPEIACETAI VA avVNOUXEITE UATTWG atTd AABOG avTIKATAOTACETE KATTOIO ATTO
Ta TTpoNyouUpEva TIHOAOYIA OOG.

©a JTTopPEITE VA TPOTTOTTOINCETE TO TTEPIEXOPEVO TOU TTPOTUTTOU WOTE VA
TTEPIEXEI MOVO TIG TTANPOQYOpPieg TTOU BEAETE yia KABE TIHOAGYyI0. Me auTtdv
TOV TPOTTO Ogv XPEIACeTal va OlaypA@eTe KABE QOPA ATTAPXAIWPEVES
TTANPOPOPIES KAl YAUTWVETE XPOVO Kal KOTTO.

AQaIpWVTAG TO ATTAPXAIWMPEVO TTEPIEXOUEVO, UEIWVETE TOV KivOUVO va TO
amoONKeUOETE KAl va ATTOOTEIAETE aTTd AGBOG €va  TIMOAGyIO e
QVETTIOUUNTES TTANPOPOPIEGS.

To mpéTuTro Ba BpiokeTal TTavta oTtnv idia Béon oto Word padi ue 6Aa ta
GaAAa TTpoTUTTA.

21N ouvéxela Ba doupe Tn diadikacia dnuioupyiag kal XpAong Tou OIKoU oag
TTPOTUTTOU.



Anpioupyia poTUTTOU

Mrtropeite va EeKIVIOETE PE €va KEVO €yypa@o Kal va TO OTTOONKEUOETE WG
TIPOTUTTO 1] UTTOPEITE va dnuUIoUpYAOETE éva TTPOTUTTO TTou Ba BacifeTal og €va
uTTdpXOV £YYPaQPOo A TTPOTUTTO.

‘Evapén pe Kevo TpoOTUTTO

ilin]
1. Kavte KAk oto Kouptri Tou Microsoft Office " kal katdmmv KAvTe KAIK
OTO KOUUTTi Andioupyia.

2. Kdavte KAIK oTnv emiAoyry Kevo £yypa@o Kal JETA KAVTE KAIK OTAV EVTOAN)
Anpioupyia.

3. Kavte 11I¢ aAhayég TTou BéAeTe OTIG pubuicelg TTepIBwpiwy, peyEBoug Kal
TTPOCAVATONIOPOU  O€Aidag, OTUA KOl TWV  UTTOAOITTWV  ETTIAOYWV

Mop@oTTOinoNG.

Mtropeite emmiong va TPooBEéoeTe  Keipevo odnyiwv, OToIxEia  eAEyxou
TTEPIEXOMEVOU OTTWG MIa €TTIAOYN nUEPOMNVIAg, KaBWwG Kal ypa@ika Ta oTroia
B¢éAeTe va gpgavidovTal o OAa Ta véa £yypaga TTou Ba BacioTouv GTO TTPOTUTTO.

ilin]
4. Kavte kKAik oto Kouptri Tou Microsoft Office " kal katomv KAvTe KAIK
oTO KOUuuTTi ATro0fRKEUOoN WG.

5. 210 mTapdBupo diaAdyou ATTOBAKEUON WG, KAVTE KAIK OTO KOUMTTI
Ag16TTIOTA TTPOTUTTA.

6. KaBopioTe éva évopa apxeiou yia 1o vEo TTPOTUTTO, ETTIAEETE TO OTOIXEIO
Mpétutro Tou Word até 1n Aiota ATToORKEUON WG TUTTOU KAl PJETA KAVTE
KAIK OTO KOUTTi ATToOnKevon.

ZHMEIQZH Mrmropeite €mmiong va atrobnkeuoeTe To TPOTUTTO WG MpdTuTro Word
ME EVEPYOTTOINMEVEG MOKPOEVTOAEG (apyeio .dotm) 3 wg MNMpdéTutro Word 97-
2003 (apxeio .dot).

7. KAgioTe 1O TTPOTUTTO.

Anpioupyia poTUTTOU PE BAON £Eva UTTAPXOV £YYPOPO

ilin]
1. Kdavte KAk oto KoupTri Tou Microsoft Office * * kal katétmiv KAVTE KAIK
OTO KOUWTTi Avolypua.

2. AvoiTe TO £€yypa@o TTou BEAETE.



KavTe TIG aAAayEG TTou BEAETE va epgaviCovTal o€ OAa Ta véa £yypaga TTou
Ba BaacifovTal aTo TTAaiCIO.

[ O
Kavte KAk oto KoupTri Tou Microsoft Office “ * kai Katomv KAvTe KAIK
oTO KOUuuTTi ATro0fRKEUON WG.

210 TapdBupo OloAdyou ATToBRKeuon wg, KAVTE KAIK OTO KOUWTTI
Ag16mIoTa TTPOTUTTA.

KaBopioTte €va dvoua apxeiou yia 1o VEO TTPOTUTTO, ETTIAECTE TO OTOIXEIO
Mpoétutro Tou Word atoé 1n Aiota ATToOARKEUON WG TUTTOU KAl PJETA KAVTE
KAIK 0TO KOupTTi ATroOnKeuo.

ZHMEIQZH Mrropeite €mmiong va atrobnkeuoeTe 1o TPOTUTTO WG MpdTuTro Word
ME EvEPYOTTOINMEVEG MOKPOEVTOAEG (apxeio .dotm) 3 wg MNMpdéTutro Word 97-
2003 (apxeio .dot).

7. KAgioTe 1O TTPOTUTTO.

Anpuioupyia véou TpoTUTroU e Baon éva UTTApXOV TTPOTUTTO

1.

ilin]
Kavte KAk 010 KoupTri Tou Microsoft Office * * kal katoTmiv KAVTE KAIK
OTO KOUUTTi AnUioupyia.

2tnv Tepioxn Mpoétutra, kavre KAIK OTnv €mmAoyr] Anuioupyia atrd
UTTAPXOV.

Kdavte KAIK o€ €va TTPOTUTTO TTOU gival TTAOPOMOIO PE AUTO TTOU BEAETE va
ONUIOUPYAOETE Kal, OTN CUVEXEIQ, KAVTE KAIK oTnv €mmAoyry Anuioupyia
véou.

Kavte TIG aAAayég TTou BEAeTe OTIG pubpioelg TTepIBwpiwy, PeyEBOUG Kai
TIPOCAVATOAIOPOU  O€AidaG, OTUA KAl TWV  UTTOAOITTWV  ETTIAOYWV

MOpP@®OTTOIiNoNG.

Mrtropeite etmiong va TPooBEéoeTe  Keipevo odnyiwv, OToIxEia  eAEyxou
TTEPIEXOMEVOU OTTWG MIa €TTIAOYH nUEPOMNVIAg, KaBwg Kal ypoa@ika Ta OTroia
B¢éAeTe va gpgavidovTal o OAa Ta vEa £yypaga TTou Ba BacioTolv OTO TTPOTUTTO.

ilin]
Kavte KAk 010 KoupTri Tou Microsoft Office kal katéTmiv KAvTE KAIK
oTO KOupuTTi ATro0fRKEUON WG.

210 TapdBupo OloAdyou ATroBrnkeuon wg, KAVTE KAIK OTO KOUUTT
Ag16mTIOTA TTPOTUTTA.



7. KaBopioTe éva Ovoua apxeiou yia 1o vEO TTPOTUTTO, KAVTE TO OTOIXEIO
Mpétutro Tou Word oTo TTAdioclo ATrTo0fKeuon wg TUTTOU KAl PETA KAVTE
KAIK 0TO KOupTTi ATroOnKeuon.

ZHMEIQZH Mropeite €mmiong va atroBnkevoeTe 10 TTPOTUTTO WG MPdTUTTO Word
ME EVEPYOTTOINMEVEG MOAKPOEVTOAEG (apxeio .dotm) i wg MpoéTtutro Word 97-
2003 (apxeio .dot).

8. KAeigTe 10 TTPOTUTTO.

Anpioupyia eyypdou Baciouévou 0To TTPOTUTTO

Anpoupyica
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‘Eva dAAO TTAEOVEKTNWA TNG ATTOBNKEUONG EVOG TTPOTUTTOU OTO QAKEAO ASIOTTIOTA
mwPOTUTTA cival OTI uTTOPEiTE TTOAU €UKOAQ va TO Bpeite ue To Word.

1 210 TapdBupo Anpioupyia BiBAiou epyaciagkavie KAk otnv emAoyn Ta
MPOTUTTA HOU.

2 ETIAEETE TO TIPOTUTTO TTOU BEAETE.

3 BeBaiwBeite 6T TOo oToIxEio Eyypa@o cival emAeyyévo KAtw Sefid, otnv
TTePIOX) Angioupyia vEoukal, OTn CUVEXEIQ, KAVTE KAIK oTo KoupTtri OK. (Auth
gival n TTpoetAeyuévn puBuion, €treldr) To Word utroBéTel 011 B€AETE va avoiteTe
TO TTPOTUTTO WG apXEio TTou Ba CUUTTANPWOETE Kal Ba aTToONKEUCETE.)

ZupBouAnl  Oa &¢ite OTI UTTAPXEI N €TIAOYN OTO TTapdbupo Anuioupyia yia
davolyua Tou TrpoTuTTou a¢ pop@r Mpoétutro. Me autdv Tov TPOTTO avoiyel éva
QaVTiypa@o TOU TTPOTUTTOU WG TTPOTUTTO TO OTTOIO0 PTTOPEITE VA ETTECEPYQOTEITE KAl
va aTT0BNKEUOETE WG VEQ €KOOON TOU TTPOTUTTOU. QOTO0O0, av BEAETE va avoigeTe



TO apxikd TTPOTUTTO aTTeuBeiag yia va To emeEepyaoTeite 1 yia GAAo Adyo, n
MEBODBOG dlagEpel. AvaTpEéETe aTnV ETTOMEVN EvOTNTA.

MposToIHaCia TWV TTEPIEXOMEVWYV VIO TO TTPOTUTTO

TafidiwTIkO ypapeio Margie TIMOAOIIO
Enrgiprpamid KévTpo
1 34 904 ABrfva
hitkp: /. margiestravel . com TIMOACIIO #[100]
Tradpovo [(509) 555-0190] 2 = HMEPOMHMIA: 26 AYTOYETON 2009

gt [{509) 555-0191]

nroz: I'1A:
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MEPIMPAMH QOPEE ZPEDZEH MNMoxz0o

Mépog Tng Odladikaciag dnuioupyiag evog TTpoTuTtou eival n diathpnon 1 n
onuioupyia pOvo Twv TTANPo@opiwv Tou BéAeTe o€ autd. Autd €ivar TO
TTEPIEXOMEVO TTOU BEAETE va UTTApXEl aTTd TNV apXf O KABE vEO £yypago TTou
Baciletal 010 TTPOTUTTO. ZNUAVTIKO PEPOG OTTO TO TTEPIEXOMUEVO TOU TTPOTUTTOU
eCaptdrtal atrd TIG OIKEG OOG TTPOTIMNCEIG KAl TIG IDIAITEPOTNTEG TOU TTEPIEXOMEVOU.

MpwTta, avoifte 10 Eyypag@o TOU BOEAETE va  XPNOIYOTTOINOETE  YIa VA
ONUIOUPYNOETE TO TTPOTUTTO (O€ QUTAV TNV TTEPITITWON, TO £€yypago TIHOAoyiou) i
avoigte éva kevd E€yypago. Mepikd ouvnBiopéva TTPAyPaTa TTOU WTTOPEITE va
KAVETE OTN OUVEXEIQ:

1 AproTe TO TIEPIEXOUEVO TTOU TIPOKEITAI VO TTAPAUEIVEI TO iSIO YIO OPKETO
didoTnua — yia TTapddelyua, 1o AoyOTUTTO TNG ETTIXEIPNONG 0ag, To dvoua Kal Tn
d1evBuvon (AuTd gival EUKOAO va evnuEPWBOOUV OTO TTPOTUTTO OTAV XPEIACTEI).

2 Eioayayete pia evioAr] Huepounvia & Qpa yia Tnv TTePIoX NUEPOPNVIAS Tou
TIuOAOyiou. Oa TTPOCBETEI aQUTOMATA TNV TPEXOUCO nNUEPOPNVia ot €va VEO
£yypago.

3 AgroTe TTEPIOXEC KPATNONS BECNC KEIpévou yia TTANPoPopieg TTou aAAGlouv o€
KABe TIHOAGYIO, OTTWG TO Ovoua TnG €Taipeiag kai n dielBuvon ammooTOAAG Tou
TIMOAoYiou.

4 AgrioTe Kevég TIG TreploXEG TTou Ba aAAGlouv og KABe TIHOAGYIO, OTTWG gival N
TTEPIYPAPI TNG EPYATIAG, Ol WPEG KAl TO TUVOAIKO KOOTOG.



ATtrofnkeuon apxeiou wg TTpoTUTTO
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Eitrape o1 éva mpdTuTro atroTeAE EEXWPIOTO TUTTO ApXEioU TTOU dlaPEPEl aTTo £va
apxeio eyypdgou. MNa va armobnkeUoETE Eva £YypPaPo WG TTPOTUTTO, ETTIAECTE TOV
TUTTO apxeiou MpoéTutro Tou Word. Z1n ouvéxeia atrobnkeluoTe TO WG A&IOTTIOTO
TTPOTUTTO VIO VO UTTOPEITE EUKOAX va TO BPEITE KAl va TO avoiteTe. Ta Briparta ivai

Ta €€AG:

1 Kavte KAk 010 KoupTri Tou Microsoft Office' & , TOTTOBETAOTE TO OEIKTN TOU
TTOVTIKOU TNV €1mIAoyr] ATroBnkeuon wg kai emAEgTE MpoTuTro Tou Word.

2 Y10 TTapaBupo diaAdyou ATTOBAKEUON WG, KAVTE KAIK OTO QAKEAO ASIOTTIOTA
TPOTUTTA VIO VO ATTOONKEUTEI EKEI TO TTPOTUTTO.

3 OvopdoTe TO TIPOTUTTO Kal PETA KAIK OTO KoupTri Atro@Rikeuon. MapatnprioTe
o7, av €xete puBpioel Ta Windows yia gu@avion Twv €TEKTACEWV apyeiou, Ba
ocite TNV emékTaon apxeiou .dotx 010 TEAOG TOU OVOUATOG apxeiou. AuTth gival n
ETMEKTOON TOU TUTTOU apxeiou mrpoTtuttou oto Word 2007. (€ avTiBeon, o TUTTOG
apxeiou eyypagwy givail .docx.)

H onpacia Twv agiémoTtwyv mTpotuTTwy  H T0TT08£TNON TOU TTPOTUTTOU OTO
@akeho AgiomoTa TpoTUTra onuaivel yia 1o Word 611 pytropei ye ao@aieia va
QVOIgEl TO TTPOTUTTO aKOUN KAl AV AuTO TTEPIEXEI MAKPOEVTOAEG 1} AAAO KWAIKA.
Emeidf ol yakpoevTOAEG UTTOPED va TTEPIEXOUV KAKOBOUAO Kwdika, To Word eivai
ETMQUAOKTIKO OTO AVOIYUA  EYYPAPWY HE HAKPOEVTOAEG. Av oI pubuioelg
ao@aAeiag ToU UTTOAOYIOTA O0ag €ival oTo TiTTEdO TToU cuvioTaTal, To Word 8a
avoiyel OAa Ta apxeia TTPOTUTTWV OAAG Ba ATTEVEPYOTTOIEI TIG YAKPOEVTOAEG TOUG.
QoT1600, oTa TPOTUTTA TTOU PBpiokovTal 0TO QAKeEAO AZIOTIOTA TTPOTUTTA OEV
QTTEVEPYOTTOIOUVTAI Ol HAKPOEVTOAEG. To Word Bewpei 0TI Ta apxeia gival ao@aln,
yla auTto va gioTe BERaIOI OTI TO ApXEia TTPOEPXOVTAl ATTO AgIOTTIOTN TTNYI).



ZnueiwoTe OTI TO Ovoua Tou @QaKEAOU OTov OTroio Ba  atmobnkeuoete, av
xpnoiyotroigite Windows Vista, ovopdletar Templates kai o6x1 ASiomioTa
mwpotutra. QoTtoco, yia 10 Word Tov Bewpei Ouoio pe 10 pdkeAo AgI6ToTA
TPOTUTTA.

AAAeg oUPBOUAEG yIa TNV ATTOBRKEUON O€ HOPPN TTPOTUTTOU

e YTApxouv Kai GAAoI TUTTOI OPXEIOU TTOU WTTOPEITE va ETTIAEEETE yia TNV
aTTOONKEUON €VOG TTPOTUTTOU. AV TO QPXEIO TTEPIEXEI MAKPOEVTOAEG, KAVTE
atroBrkeuon wg apxeio MpdéTutro Tou Word pe pakpoevToAég (.dotm).
EVaAAGKTIKG, UTTOPEITE va TO ATTOBNKEUCETE WOTE va €ival CUPPBATO pE
TTponyouueveg ekdooelg Tou Word, o€ pop@r apxeiou MNpoéTutro Tou Word
97-2003 (.dot).

e Av BéAeTE va ATTOBNKEUOETE €Va UTTAPXOV £YYPAPO WG TTPOTUTTO, UTTAPXEI
MIa eVvTOAR TTOU Ba avoigel Eva avtiypa@o Tou eyypagou OoTnv apxni WoTe
va hnv Kavete aBéAnTeg aAAayég oTo TTPwTOTUTTO. KAvTe KAIK 010 KoupTri

fillnt
Tou Microsoft Office' ® kai emAéCTe Anuioupyia. 2Tnv KapTéAa Néo
Eyypa@o, €mmAECTE Anuioupyia atrdé utrdpxov. ETTIAECTE TO apyxeio Kal
K&vTe KAIK 0TO oToIXeio Anuioupyia véou kal OK.

Emedepyacia Tou rpoTUTTOU

N\
{r%‘ i
j Anutoupyia || Tvoypa @

r:, —C 2‘|EpEUvr||:n'| g !j Mpdmung v @-0 X CalE-
Emm—  FEEEIE &
npoTEng: | '3 ti_g_gT||_J|:|::'-.|f|'-,-'||:| Eoepiae. dok:
'L;hl'lpuiucrcpum (vl @l
| =~ &yypacpa sty :
| |
Bpesio TUnou; E-'O}\.D Ta apxeia (*,*) [ v
i | 3 Ayarypa '*] [ Arupo ]
[N e H _h_

T1 PTTOPEITE VO KAVETE AV KATTOIQ GNUAVTIKA TTANPOQOPIa Tou TTPOTUTTOU 0OG dEV
1oXUel TTa; AG UTTOBECOUUE OTI £XETE AVAVEWOEI TO AOYOTUTTO TNnG ETAIPEIAG OOG



Kal BéAeTe va epgaviletal To véo AoyoTutto oTo TTPOTUTTO. Me TOV TTOPAKATW
TPOTTO UTTOPEITE VO TO AVOIEETE KAl VO TO ETTECEPYATTEITE:

1 Kavte kAik oto Kouptri Tou Microsoft Office'ra KAl ETTEITA KAVTE KAIK OTnV
EVTOAN Avolypa.

2 KavTe KANIK 070 QAKeAo ASIOTTIOTA TTPOTUTTA.

3 ETAEETE TO TIPOTUTTO KOl KAVTE KAIK OTNV £TTIAOYF Avolyua.

2€ QUTHV TNV TTEPITITWON AVOiYEl TO id10 TO TTPOTUTTO Kal OXI Eva avTiypa@o Tou. Ol
aAAay€g TTou KAVETE Kal aTToBNKEUETE ATTOBNKEUOVTAI OTO ApXEio TTpoTUTTIOU. ATTd
TwPA, KABe Qopd TTOU CUPTTANPWVETE €va VEO TINOAOGYIO BaCIouévo O€ AuTd TO
TTPOTUTTO, TO VEO 0ag AoyoTuTro Ba BpiokeTal o€ auTAv Tn B£on.

MpooOnKn oToIXEiwV eAEyXOU TTEPIEXOMEVOU OE Eva TTPOTUTTO

Mrtropeite va TTPOCPEPETE €UEAIGIA 0€ GOOUG XPNOIKJOTTOINCOUV TO TTPOTUTTO OdG
eqv TTPOCBEoETE KAl OIANOPPUOETE OTOIXEIA EAEYXOU TTEPIEXOUEVOU, OTTWG
OTOIXEIO EAEYXOU EUTTAOUTIOPEVOU KEIUEVOU, EIKOVEG, AVOTITUOOOUEVEG AIOTEG N

ETMAOYEG NUEPOUNVIOG.

MNa mapadeiypa, pmropei va diabsoete o€ €va ouvadeA@o éva TTpOTUTTO TTou Ba
TTEPIEXEI MIa  avaTrTuooouevn AioTa, aoAG o ouvadeApog ocag BéAer va
XPNOIPOTTOINOEl £va dIAQOPETIKO GUVOAO ETTIAOYWY YIA TNV AVATITUCOOUEVN AioTa
oT1o €yypago trou Ba diaveipel kal To oToio Ba BacileTal oTo dIKG Cag TTPOTUTTO.
Edv katd Tnv TTpo0BRKnN TOu OTOIXEIOU EAEYXOU OTO TTPOTUTTO EXETE ETTITPEWEI TN
duvVaTOTNTA ETTECEPYATIOG TNG AVATITUOOONEVNG AIOTAG, TOTE O CUVABEAPOS Cag
Ba ptTopEi ypriyopa Kail eUKOAA va aAAdEEl TO TTPOTUTTO £TO1, WOTE VA KAAUTITEL TIG
QaVAYKEG TOU.

o [lpooBRKN TTEPIOXWV NUEPOUNVIOG KAl KEINEVOU OE TTPOTUTTO

YTTAPXOUV OPICPEVA OTOIXEIO TTOU UTTOPEITE VO TTPOCOECETE O€ £va TTPOTUTTO Yid
va yivel TTIo €UKOAN N XPRAon Tou ammod Ta dtopa TTou Ba dnuioupyoulv Eyypaa
Baociopéva oe autd. Aev aTmaitouvTal yia va Yivel To €yypa@o TTPOTUTTO, €ival
aTTAWG XPAOIKES TTPOCONKEG.

EvroAn mpooBnkng nuepopnviag

AuUTA N evTOA TTPOCBETEl TNV TPEXOUCO NUEPOMNVIO KOl WPA OTO £yypago KABe
@OpPA TTOU TO AVOIVETE.



1. TomobetrioTe TO O€iKTN OTO £yypago, oTn B€on TTou BEAETE va TTPOOTEDEI N
nUepounvia.
2. Kavte KAIK 0Tnv KapTéAa Elcaywyn.
3. 210 TAaiclo Keipevo, emAEETE Hugpounvia & wpa.
4. EmMAEETE TOV TUTTO KAl TN HOP®H TOU KEIPMEVOU TTOU BEAETE Kal KAVTE KAIK
oTo KoupTri OK.
e Av BéAete va aANGEeTE TN HOP@N apyOTEPA, KAVTE KAVTE OECIO KAIK
OTNV EVTOAN NUEPOMPNVIOG OTO £yypPAPO Kal KAVTE KAIK OTNnV €TTIAOYA
Emedepyacia mediou.
e Av TO £yypa@O TTAPAMEIVEI AVOIXTO yIa KATTOIO dIAOTNUA Kol BEAETE
va evnuepwOEei N TTEPIOXN NUEPOPNVIOG, KAVTE KAIK €TTAVW TNG Kal
eMAECTE EVnuépwon,.

3 Evnpépoan
28/3/2009 5:29

MpooBikn oToIXEiWV EAEYXOU NUEPOMNVIAG KAl WPAG

Ta gutTAouTiopéva oToixeia eAéyxou ival diabéoiua oto Word 2007 otnv KapTéAa
Mpoypappatiopog. Mpémel va kavete pia emAoyry oto Word yia va eugavioTei n
KapTEAQ. ZTn OUVEXEIDQ Ta OToIXEIa EAEyXOU gival diaBEaiua.

BApa 1: Epgavion tng kaptéAag "MpoypapuaTiopog”

[ Dn
1. Kavte kAik oto Kouptri Tou Microsoft Office "= kai emAEETEETTIAOYEG
Word.
2. O1 dnuoIAcic eTIAOYEG gu@avidovTal OTO €TTAVW PEPOG TOU TTapaBupou.
EmA£EETE TO TTACiCI0 eAéyxou Epgavion kapTtéhag "lMpoypappartiopég”
otnv KopdéAa kal, omn ouvéxela, KAvte KAIK aTo KouuTri OK.

Znueiwon  Av 10 £yypa@d oag €xel dnuioupynBei o€ TTponyoupevn €Kdoon Tou
Word Ba Ttrpémel va 10 petatpéwete ot éyypago tou Word 2007 yia va
QTTOKTACETE TTPOCRACN OTA OTOIXEIO EAEyXOU OTNV KApTéEAa MpoypappaTiouog.
Mrtropeite va KAveTe £va aTrd Ta €ENG:

e ATmoBnkevuoTte 1O £yypago w¢G ‘Eyypago Ttou Word (kai 6x1 pe tnv
TTaAaidTEPN pop@r Tou eival ‘Eyypago Word 97-2003). Me autd Tov
TPOTTO €XETE €va avTiypa®o Tou eyypa@ou oTn vedTepn MOPO®H Kal
TTapAaAANAa dlaTnpPeEiTe Eva avtiypago oTtnv TTaAalioTePN HOPO®H.

o ENAANAKTIKA: MetatpéwTte TO Keigevo atreuBeiag Xwpic va a@roeTe
atmmobnkeupévn €kdoon o€ TTaAaldTepn popen. Ta BAuata civar: Kavere
KAIK oto KoupTri Tou Microsoft Office kai emmAéyeTe MeTaTpoTtry. ©a AGBeTe



éva prvupa Ot auto Ba kKavel TTAApN YETATPOTTH Tou gyypd@ou. Kavte KAIK
oTo KouuTri OK.

BApa 2: NMpooBnkn oToixeiwv eAéyxou

1.

MNa va mpooBéoete éva oToIXEiO €AEyXOU ETTIAOYAG nUEPOUNviag, OTnv
KapTéAa lMpoypappATIONOG, OTnNV OpAda ZTolXeia €Aéyxou, ETTIAEETE
EmiAoyn nuepopnviag.

Suopopes ETogela ooy paipiag AT

Lo |:_T| ﬂ %Kmdcrmcrr] oxeSioon:

I B &

[ coThi
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ITOREID EAEVX 00U

Emuchoyn nuepopnviog

ELooy Wy OTOLKELOU EASYHOU NUEpOUnViaE,

2. Ta va emAEEETE TN JOPYPN TNG NUEPOPNVIOG, ETTIAECTE TO OTOIXEIO EAEyXOU

"EmAoyn nuepounviag"  oto  éyypago  Kal, otV KAapTEAa
MpoypappatTiopog, KAvie KAIK OTO KoupTri 18160TNTEG. KdvTe KAIK O¢
otTol0dNToTE aTTd Ta TTapadeiyyara otn Aiota otnv tepioxy Epgadvion
TNG NUEPOUNVIAG ME TNV €§NG HopPn. KavTe KAIK oTo KoupuTTi OK.

MNa va T1pocBEéoeTe €va OTOIXEIDO EAEYXOU EUTTAOUTIOPEVOU KEIPEVOU,
TOTTOBETAOTE TO dpopéa oTn BEon TTou BEAETE OTO €yypago. ZTnv oudada
Zroixeia eAéyxou, KAvTE KAIK 0TO OTOIXEI0 EMTTAOUTIONEVO KEIpEVO.

Aa| A [5 | B Kordotaon oxesioon

55 8 &

ETOElo EAEyHOU

EpmADUTLTUED KELJLEVD

Eigaywyn OToEloU EAEYM0U TIEQIEX OUEVOU
EUTADUTITUEOU KELLEVOL,

4. Na va TTPOCBECETE PIa ETIKETA AVAYVWPIONG TOU OTOIXEIOU €AEyXOU, ME

ETTINEYUEVO TO OTOIXEIO €AEyXOU Kal TNV oudda Zroixeia eAéyxou, KAVTE
KAIK OTO KOUMTTi 1810TNTEG.

210 TTapdBupo dIaAdyou IB10TNTEG OTOIXEIWV EAEYXOU TTEPIEXOHEVWV,
TTANKTPOAOYNOTE Keipevo diTTAa oTtnv Treploxy TiTAOG Kal KAVTE KAIK OTO
koupuTri OK.

MNa va aAAagete 10 Keipevo odnyiwv ("KavTte KAIK €dw yia va €lo0ayayeTe
Keipevo") Ba TpETTel va evepyotroinoete Tn Aeitoupyia oxediaong. Kavre



KAIK OTO oToixeio Agitoupyia oyxediaong, €mdvw ammd TO OTOIXEIO
1816TNTEG OTNV OudGda ZToIXEia EAEyXOU.

I% Kotootoon oxesingng

ITORELR EAEYOU

Mrtropeite 0Tn ouvéXEIa va TTANKTPOAOYNOTE AVTIKABIOTWVTAG TO KEIPEVO 0dNYILWV
OTO OTOIXEIO EAEyXOou. ATTevepyoTToINoTE TN AgiIToupyia oxediaong KAVovTag KAIK
o010 KoupuTri oTnv KopdéAa.

e [pooBéoTe oToIxEia EAEYXOU TTEPIEXOUEVOU

ZHMEIQZH Mrtopeite €mmiong va TTPocB£cETE OTOIXEIO EAEYXOU TTEPIEXOUEVOU OF
EYypoQa.

ilin]
1. Kdavte kAik oto Kouptri Tou Microsoft Office  “ kal KaToTTIV KAVTE KAIK
oTo KoupuTri ETriAoyég Tou Word.

2. Kdavte KANIK 0TO KOUUTTi Anuo@IAEig.
3. EmA&CTe TOo TTAQicIo EAéyxou Epavion tng kapTéAag MpoypapuaTioTig
oTNV KopdéAa Kal, 0Tn OUVEXEIQ, KAVTE KAIK 0TO KouuTri OK.

ZHMEIQZH H Kopdéha ceivalr otoixeio Tou TTEPIBAANOVTOG €pyaciag XproTn
Microsoft Office Fluent

4. Avoitte TO TTPOTUTTO OTO OTTOI0 BEAETE va TTPOCBECETE T OTOIXEIO EAEYXOU
TTEPIEXOMEVOU KaI, OTN OUVEXEID, KAVTE KAIK OTO onueio 0tmou BéAeTe va
EIOAYETE TO OTOIXEIO EAEYXOU.

5. Zmnv kapTtéAa MpoypaupaTIOTAG, OTNV Oudda XTolXEio eAEyXOu, KAVTE
KAIK OTO OTOIXEIO EAEYXOU TTEPIEXOUEVOU TTOU BEAETE va TTPOCOECETE OTO
£yypao r 1o TpoTUTIO 0O,

MNa Tapddelypa, PTTOPEITE va KAVETE KAIK 0TNV €TTIAOYI EgTrAOUTIONEVO KEiIpNEVO
yIO VO EI0AYETE €va OTOIXEIO €AEyXOU EUTTAOUTIOUEVOU KEIWEVOU, TO OTToio Ba
epavietal og OAa Ta £yypaga 1Tou Ba dnuioupynbouv ue Xprion Tou TTPOoTUTTOU.

ZHMEIQXH Edv 0ev umtdpyxouv OlaBéoiya oToixEia €AEYXOU TTEPIEXOMEVOU,
EVOEXETAI VA EXETE AVOILEI Eva £yypa@o TTou dnuioupyrnenke o€ TTaAioTEPN €kdoon
Tou Word. lNa va XpnoIUOTIOINCETE OTOIXEIO EAEYXOU TTEPIEXOMEVOU, Ba TTPETTEI va
MeTaTpEWeTE TO £yypag@o oe popery apxeiou Word 2007, kAavovtag KAIK OTO



ilin]
Kouptri Tou Microsoft Office' *, kGvovtag KAk atnv €mAoyl MeTaTpoTri Kai,
OTn ouvéxela, Kavovtag KAIK oTo KoupTti OK. Metd Tn YETATPOTIA TOU £yypd®ou,

KAvVTE atmobrikeuon.

6. EmAELTE TO OTOIXEIO EAEYXOU TTEPIEXOUEVOU KOl KAVTE KAIK OTNV €TTIAOYNA
I1816TNTEG OTNV OudGda ZTOoIXEIa EAEYXOU.

7. 210 TTapaBupo diaAdyou I810TNTEG OTOIXEIOU EAEyXOU TrEPIEXOUEVOU,
EMAEETE TN duvaTOTNTA dIAYPAPNG 1 ETTECEPYATIOG TOU OTOIXEIOU EAEYXOU
aTTd TO XPNOoTN TToU Ba XPNOIMOTTOINCElI TO TTPOTUTTO 0AG.

8. lNa va diatnpAoeTe padi d1aQopa OTOIXEIO EAEYXOU TTEPIEXOUEVOU 1] AKOPA
KAl UEPIKEG TTAPAYPAPOUG KEIPNEVOU, €TTIAECTE TA OTOIXEIA €AEyXOou N TO
KEiMEVO Kal, OTn ouvéxela, Kavte KAIK otnv €mAoyr) Opdada otnv oudda
Zroixeia eAéyxou.

MNa Tapadelypa, ag uttoBEooUPE OTI £XETE MIA OAAWON HE TPEIG TTAPAYPAPOUG.
Edv xpnoiyotroioete Tnv evioAr] Opdda yia va ouyadoTToIOETE AUTEG TIG TPEIG
TTapaypdeoug, dev Ba civar duvatr n emegepyacia TG dSAwWONG UE TIG TPEIG
TTapaypaPoug, evw n diaypar Tng Ba eival duvath JOvo wg UVOAO.

o [lpooBRKn KeIPéEVOU 0BNYIWV O€ €va TTPOTUTTO

MepIKEG popEG gival Xprolpo va TrepIAauBavere odnyieg KkpdTnong B€ong yia Tov
TPOTTO HUE TOV OTIOIO UTTOPEITE VO CUPTTIANPWOETE €V OUYKEKPIUEVO OTOIXEIO
eAEyXOU TTEPIEXOUEVOU TTOU €xETE TTPOooBEcel o éva TpdTutro. O1 odnyieg Ba
QVTIKOTAOTABOUV aTTO TO TTEPIEXOUEVO EAV KATTOIOG XPNOIUOTTIOINCEl TO TIPOTUTTO.

1. Ztnv kaptéAa MpoypappaTioThg, oTnv oudda Zrolixeia eAéyxou, KAVTE
KAIK 0TO OTOIXEiO AgITOUpYia oxediaong.

2. Edv dev €xete 1TpooBEoel ndN €va OTOIXEIO EAEYXOU TTEPIEXOMEVOU OTO
EYYPOQYO 0aG, KAVTE KAIK OTO onueio TTou BEAETE va ePPaviCETAI TO OTOIXEIO
€AEYXOU Kal OTN OUVEXEIQ, KAVTE KAIK O€ £va OTOIXEIO EAEyXOU.

ZHMEIQZH Edv dev umdpyouv OlaBéoiya oToIxeEia €AEyXOU TTEPIEXOPEVOU,
EVOEXETAI VA EXETE AVOILEI Eva Eyypa@o TTou dnuioupynonke o€ TTaAIOTEPN €KOOON
Tou Word. lNa va XpnoIJOTIOINCETE OTOIXEIO EAEYXOU TTEPIEXOMEVOU, Ba TTPETTEI va
METOTPEWETE TO €yypa@o ot pop@ry apxeiou Word 2007, kavovtag KAIK OTO

ilin]
Kouptri Tou Microsoft Office' *, kGvovtag KAk oTnv €mAoyy MeTaTpoTri Kai,
oTn ouvéxela, kavovTtag KAIK oTo KouuTti OK. Metd Tn JETATPOTIA TOU £yypd®ou,
KAVTE aTTOBNKEUON.

3. ZTnv kapTtéAa MpoypappaTiIoTAG, 0TV oudda Zroixeia eAéyxou, KAVTE
KAIK 0TO OTOIXEiO AgITOUpYia oxediaong.



4. Kdavte KAIK OTO OTOIXEiO €AEyXOU TTEPIEXOMEVOU OTO OTTOI0 O€AeTE va
TIPOCOECETE TO KEIPEVO KPATNONG BE0NG.

5. EmeCepyaoTeite TO KeEiyEVO KpATNONg B€ong KAl POPQOTIOINOTE TO ME
OTTOIOV TPOTTO DEAETE.

Edv mpoobéoeTe £va oToixeio eAéyxou TTAQICIOU KEIPEVOU Kal BEAETE TO KEiPEVO
Kpdtnong 8éong va avTikaTaoTadei O0Tav KATTol0G TTANKTPoAoyroel 1o dIKd Tou
Keipyevo, T61E OTNV opdda Zroixeia eAéyxou, KAvTe KAIK oTnv emmAoyn 1816TNTEG
Kal, oTn ouvéxela, €mAEETE TO TTAQiolo eAéyxou Kardpynon Tou oToIlxXEiou
EAEYXOU TTEPIEXOMEVOU LETA TNV ETTEEEPYATIA TWV TTEPIEXOMEVWIV.

AAAGETE TOV TPOTTO ME TOV OTToio gp@AViI(eTal TO Ovoua XPAOTN COG OTO
Word

Opiopéva mpoTtutta Ttou Word €xouv pop@OTToincn TToU  CUMTTEPIAAUBAVEI
autépaTa 1o Ovopa XprnoTn oog o€ €va véo Eyypago. MNa tapddeiypa, oTn
ypouun "amo" o€ pia €MOTOAA, OTO onueio mou Ba epgavifetal 10 Ovoud
aTTOOTOAEQ, gu@avifeTal autopata 1o OIKO oag ovopa. lMNa va dnPIoupyroETe TO
ovoua xpnotn oag oto Word yia xprjon ato 1a TpoTuTTa:

=]
1. Kavte KAk 010 KoupTri Tou Microsoft Office' .
2. 270 KATW PEPOG TOU TTaPaBUpouU, KAVTE KAIK 0TnV evToAr] ETrIAoyég Word.

EpgaviCovtal o1 €MAOYEG TNG KaTnyopiag Anpo@IAR.

3. AANAGETE TO Ovopa OITTAa OTO OTOIXEIO OVvopa XPAROTN KAl KAVTE KAIK OTO
koupuTri OK.

Ep@dvion eTeKTAOEWV apXEiwv

MNa va ocite TN dlo@opd PETALU Twv TUTTWV OpPXEIOU eyypAPOoU Kal TTPOTUTTOU,
puBpiote TNV E&epeuvnon twv Windows woTe va eu@avifovial ol €TTEKTACEIG
apxeiwv.

1. Kavte KAIK 010 KoupTri ‘Evapgn, TOTT00eTOTE TO BEIKTN TOU TTOVTIKOU OTO
oToixeio OAa Ta TpoypdappaTa, TOTTOBETHOTE TO OEIKTN TOU TTOVTIKOU OTO
oToixeio Bon@Apara (1 kavte KAIK, av €ival amopaitnto) Kal €TTIAEETE
Egepedvnon Twv Windows. (Ipnyopdtepn péBodog: Kavre de€Id KAIK 0TO
kouuTtti ‘Evapén kai kavte KAIK oTnv €TmiAoyr) Eepelvnon).

e 210 Microsoft Windows XP Professional: tnv Eepelvnon twv
Windows, kdvte KAIK oTo pevou EpyaAgia kal €meita KAVTE KAIK
oTnVv evioA] ETrIAoy€ég @akéAwv.



e 210 Windows Vista: ¥tnv E¢epedvnon Twv Windows, KAvTe KAIK OTO
pjevou Opydvwon kai €mmeita €TMAECTE ETrIAOoyég @akéAwv Kai
avanTnong.

2. Kavte KAk oTnv KapTéAa MpoBoAR.

3. Z1n Trepioxn MpoéoBeTeg pubpioelg, avalntriote 1o oToIXEiO ATTOKPUYN
EMEKTACEWYV YIO YVWOTOUG TUTTOUG OPXEiWV Kal KAVTE KAIK 0TO TTAQicI0
eAéyxou yia va katapynoete Tnv emAoyr). Kavre KAk 010 kouuTri OK.

AtroOnkeuon Kai d1avoun HTTAOK dOuNOoNG pE Eva TTPOTUTTO

Ta utrAOK ddPNONG €ival ETTAVAXPNOCIYOTIOINCIUA TUAUATA TTEPIEXOMEVOU 1 GAAQ
TUHAMOTA €yYPAQWY TTOU aTToBnKEUOVTAl O€ OUAAOYEG TIG OTIOIEG WTTOPEITE va
TTPOOTTEAAOETE KAl VA XPNOIMOTTOINOETE &avd Kal &ava oTroladATToTE OTIYMH.
Mrtropeite €1TioNg va atmoBnkKeUoETE PTTAOK dOUNONG Kal va Ta OlaVEIUETE Padi YE
Ta TPoTUTTa. [a TTapddelyua, UTTOPEiTE va OnUIOUPYACETE €va  TTPOTUTTO
ava@opdg TTou Ba TTapéXEl OTOUG XPNOTEG TOU TIPOTUTTOU 0dag OUO TUTTOUG
OUVOOEUTIKNG ETTIOTOANG yIa va €TTIAEEOUV, OTav Ba BEAouv va dnuIoupyrnoouv TIG
OIKEG TOUG aVOQPOPES PE BAon TO TTPOTUTTO OOG.

1. AToBnKeUOoTE KAl KAEIOTE TO TTPOTUTTO TTOU £XETE OXEDIAOEI PUE TO BIKO OOG
TPOTTO Kal OTO OTToi0 BéAeTe va TTpooBécete PTTAOK ddunong TTou Ba
ETTIAEYOUV Ol XPAOTEG TOU TTPOTUTTOU OAG.

2. Avoite TO TTIPOTUTTO.

KpaTtAoTe avoiKTO TO TTPOTUTTO OTO OTT0I0 BEAETE va TTPOCBECETE ETTIAOYEG UTTAOK
d0uNOoNG YIa TOUG XPAOTEG TOU TTPOTUTTOU.

3. AnuioupyAoTe Ta UTTAOK dOUNONG TTOU BEAETE va DIABECETE OTOUG XPNOTEG
TOU TTPOTUTTOU OQG.

MOAIG CUPTTANPWOETE TIG TTANPOYOPIEG OTO TTapdBupo diaAdyou Anuioupyia
VvEOU PTTAOK BOMNONG, PPOVTIOTE VA KAVETE KAIK OTO OvVOUd TOU TTPOTUTTOU OTO
TTAQiolo ATroBnkeuon o«.

4. AIQVEIUETE TO TTPOTUTTO.
Otav otéAvete 1 0100£TETE TO TTPOTUTTO 0€ AAAOUG XPAOTEG, TO PUTTAOK dOUNONG

TToU €xeTe amoBnkeuoel padi pe o TTPOTUTTO Ba gival dlaBéoiya oTIG GUANOYEG
TTOU €XETE KABOpIOEl.



MpooBnkn TrpooTaciag o€ Eva TPOTUTTO

Av €xete dnuioupynoel éva TTPOTUTTIO TTOU TTPOKEITAI VA XPNOIKMOTTOINOOUV Kal
GAAa atoua OTNV €TAIPEIO OOG, MTTOPEITE va TTPOOTATEUCETE TA TTEPIEXOPEVA TOU
TTPOTUTTOU OTTO avemOUunTn eTTegepyaaia. Mopeite, yia TTapddelyua, va opiceTe
évav KwdIkd TTpdoBaong yia To TTPOTUTTO TOV OTToi0 Ba TTPETTEl va yVwpilel TO
aTopo TTou Ba BéAel va Kave eTTeEepyaaia.

Mtropeite va TIPOCBECETE TIPOOTACIO O MEUOVWHEVA OTOIXEIQ €AEyXOU
TTEPIEXOMEVOU O€ €va TTPOTUTTO yia va gutrodioete Tn diaypaen N emeepyaaia
OUYKEKPIYEVOU OTOIXEIOU EAEYXOU TTEPIEXOUEVOU I MIAG OUADAG OTOIXEIWV EAEYXOU
aTTO KATTOIOV Il VA TTPOCTATEUCETE OAO TO TTEPIEXOUEVO TOU TTPOTUTIOU HE €vav
KwOIKO TTpOoaong.

MpooBnkn TTpooTaciag o€ pépn evog TPOTUTTOU

1. Avoite To TTPOTUTTO OTO OTTOI0 BEAETE Va TTPOCBECETE TTPOCTACIQ.

2. EmA&ETE T OoTOoIXEia EAEyXOU TTEPIEXOMEVOU 1] TNV OUAdA TwV OTOIXEIWV
eAEyxou oTa OTToia BEAETE va TTEPIOPICETE TIG AAAAYEG.

3. 2Tnv kKapTtéAa MpoypaupaTIOTAG, 0TV Oudda XTolXEio eAEéyXou, KAVTE
KAIK 0TO OTOIXEIO 1810TNTEG.

4. 10 TapdBupo diaAoyou  1810TNTEG TWwV  OTOIXEiWV  €AEyxou
mwepieXopévou, otny TTeploxr) KAgidwpa, KAvTe OTTOI0OATTOTE ATTO TA £ENG:
o EmAECTE TO TTAQiOIO eAéyxou Agv gival duvari n diaypagr Tou
OTOIXEIOU EAEYXOU TTEPIEXOMEVOU, TTOU ETTITPETTEI TNV €TTEEEPYATIA
TOU TTEPIEXOMEVOU TOU aToIXEIOU EAEyXOU aAAG OxI Tn diaypagn Tou

atré TO TTPATUTTO I TO £yYPAPO TTOU gival BACIOUEVO OTO TTPOTUTTO.
o EmA&ETE TO TTAGiCIO EAEyxou Agv gival SuvaTh n eTegepyacia Tou
TEPIEXOMEVOU, TTOU OAG ETTITPETTEI va OIAYPAWETE TO OTOIXEIO

eAEyXOU OAAG OxI VO ETTECEPYAOTEITE TO TTEPIEXOPEVO TOU.

XpNOIYOTTOINOTE QUTAV T PUBUIoN OTav BEAETE va TTPOOTATEWETE KEIPUEVO Qv
mepIAapBavetal. MNa mapddeiyua, €dv ocuuttepIAapBaveTre ouyxvd éva Keipevo
OnAwaong arroTroinong, UTTopPEiTe va €£aoc@aAioeTe OTI TO Keipevo Ba diartnpnOei
idlo Kal PTTOPEITE va dlaypawete Tn dNRAwon artrotroinong amd €yypaga, oTa
oTToia dEV ATTAITEITAL.

NMpooOikn TTpooTaCiag 0 OAO TO TTEPIEXOUEVO EVOG TTPOTUTTOU

1. Avoigte TO TTPOTUTTO TO OTTOIO BEAETE VA TTPOCTATEUCETE ATTO AAAAYEG.

2. 21nv kapTtéAa MpoypappaTioTig, oTnv opada MpooTacia, KAvTE KAIK OTO
oTtoixeio MNMpooTacia gyypd@ou Kal KAtoTv o010 oToIxEio MePlopIouOg
MOP@OTTOINONG Kl ETTEEEPYATIAG.



3.

210 TapdBupo epyaciwv lpooTtacia egyypdou, oTnv TTEPIOXA
Meplopiopoi emegepyaoiag, €mMAECTE TO TTAQIOIO eAéyxou AuvatéTnta
MOVO auToU Tou TUTTOU £TTESEPYATiag OTO £yypagpo.

21N AioTa €TTECEPYATiOg TTEPIOPICPWY, KAVTE KAIK OTOUG TTEPIOPIOUOUG TTOU
B€AeTE.

MNa va evepyoTTOINOETE TTPOCOETEG ETTINOYEG TTEPIOPICUWY, OTTWG TO TTOIOI
Ba uTTopouv va diaBalouv ) va TTPAyUaToTTolouV OAAAYEG OTO £yypago,
KavTe KAIK oTnv €1mIAoyr MNeplopioudg mpéoBaong.

O1 emAoyég TepIOpIoPOU TTEPIAANPBAVOUV TOV KOBOPIoPS YIag NPEPOPNViag ARgng
yla TO £yypa@o KaBwg Kal Tn duvaTtdTnTa AvTIYPAQNG TTEPIEXOMEVOU ATTO TOUG
XPNOTEG.

6.

7.

21nv Trepioxn ‘Evapén evepyotroinong, kavre kKAik otnv €mAoy Nai, va
SeKIVAio€l n evepyoTTOinON TTPOCTACIAG.

MNa va opiocete évav KwodIKG TIPOoBacng yia 1o £yypago, WOTE Ol
avaBewpnTéG TTOU TOV YVWPICOUV va JTTOPOUV va KATAPYAOOUV Thv
TTpooTaCIA, TIANKTPOAOYAOTE €vav KWwOIKO Trpdoacng OTo TTAQioIo
MAnKTpoAoyoTE VEO KWBIKOG TTPOoRaong (TTPOaIPETIKG) , Kl KATOTTIV
EMPBERBAIWOTE TOV KWOIKO TTPOCRAONG.

ZHMANTIKO Av emmIAEEETE VO Un XPNOIMOTIOINCETE Evav KwAIKO TTpooacng, O
Kabévag Ba pTtropei va  TTpaypatotToioel  aAAayEG  OTOUG  TTEPIOPICHOUG
ETECEPYATiaG.



HAEKTPONIKH APXEIOOETHZH KAl ANAZHTHzH
EFTPA®QN

O ekouyxpovioudg Twv dlIaPOPWY UTTNPECIWY TTPOUTTOBETEI TNV EVOWUATWON 0TN
dpACN TOUG TWV VEWV TEXVOAOYIWV Kal TNV YETARAON atrd TNV KAAOGIKOU TUTTOU
dloiknon otnv «HAekTpovikh Aloiknon». MNa autd Kal KPIiveTal aTmmapaitntn n
EQAPMOYH TOU NAEKTPOVIKOU TTPWTOKOAAOU.

Mpémel emmiong va ToviOTEl N onuacia TNG NAEKTPOVIKAG dlaxeipiong —
apXEI00ETNONG eYYPAPWY Kal va YiVEl N TTPOETOINACIO TWV dIAPOPWV UTTNPECIWY,
woTE va gival og Béon va TNV UIOBETAOOUV TO CUVTONOTEPO duvaTdv, TTAPAAANAQ
ME TO NAEKTPOVIKO TTPWTOKOAAO.

H «HAekTpovikl Alaxeipnon Apxelo8étnon Twv Eyypdewvy» mTpowbei Tnv
opBoAoyikr opydvwon Kal dIoiKNonN TWV GPXEIWY TwWV UTTNPECIWY Kal CUUPBAAAEI
OTNV OTTOTEAEOHATIKOTEPN Kal atrodoTIKOTEPN AciToupyia TG Anudoiag Aioiknong
OTNnV ETTAPKECTEPN Kal TaXUTEPN €EUTTNPETNON TWV TTOMITWY, OIEUKOAUVEI TOUG

dnuooioug uttaAAAoug oTn diEaywyr TNG Epyaciag Toug K.4.

MapevOETIKA ONUEIWVOUUE OTI aTTd TIG ONUAVTIKEG TTAPAUETPOUG TNG dloiknong-
dlaxeipiong Twv apxeiwv Twv dnuUociwv UTTNPECIWV E€ival n ekkaBdpion Twv

apxeiwv, n otroia eTRAAAETAI va yiveTal TTEPIOBIKA aTTO TIG dNUACIES UTTNPETIEG.

Eivar yvwoT1d 011 0 peEYAAOG OYKOG Twv eyypA@wy TTou OIOKIVOUVTAI OTTO TIG
uttnpeoieg (Elogpxoueva — E&epxoueva) kal n EAAEIYN CUCTNPATWY BIaxEipIoNG
TOUG O€ OUVOUAOMO HE TOV TTEPIOPIOPEVO Kal OIAPKWSG CUPPIKVOUPEVO XWPO
aTTOONKEUOAG TOUG, KOBIOTOUV ETMITAKTIKA TNV avaykn AQWNG PETPWY TTPOG TNV
Kateubuvon TNG epapuoyns evog OAokAnpwuévou ZuoThpaTtog HAEKTPOVIKAG
Aiaxeipiong Eyypd@uwyv, 10 0110i0 £€a0QaAilel :

v ONEZ TIZ AEITOYPTIEZ

» Ta&ivéunon wg TPOG OTToIOOATIOTE ATTO TA OTOIXEIA TwV

EYYPAQWV



= Tnv Elcaywynn eyypdowv o€ xapTi PEOW  scanner,
ETTECEPYAOTWYV KEIPEVOU, AOYIOTIKWV QUAAWYV

= JupuTrieon (compression) TwWV €IKOVWYV VIO OTTOTEAECUATIKNA
diaxeipion Twv YEowV aTTOBRKEUONG.

* [lapakoAouBnaon TG pong Twv eyypapwy

= User interface @IANIkO 07O Xprion

v' EAEYOEPH ANAZHTHZH

= Me TToAAaTTAOUG TPATTOUG

v" ANAKTHZH

*  AvVAKTNON Twv eyypAQwWV TIOU TO TTEPIEXOUEVO TOUG Eival

OXETIKO UE TNV éKQpaon avalrnTnong

v EM®ANIZH NAHPO®OPIQN
= Ta&ivounon wg TTPoG KATTOIO OTOIXEIO TTAPAdEIYHATOS XAPN
Katnyopia, apiBuog TTPWTOKOAAOU, NUEPOUNVIA KATT.
= Epeavion Twv eyypaewv €ite OAOKANPpwV €iTe 0 POPON
AioTag

=  EmAoyr KataAdyou gupaviong

v' ENHMEPQZH
v POH EMMPA®QN

=  ATTOOTOAN O€ XprnoTn, oyada XpnoTwv

=  AuvatotnTa TTapakoAouBbnong Kal KAataypo@ng EVEPYEIWV

OTTOU TTEPIYPAQPETAI KABE B

=  EmAoyn evépyelag ato AioTa

= AuvartoTnTa ouvdeong e UTTOCUCTANA WNQIAKNG UTTOYPAPNG
v AZOANEIA KAl EAEMXOZ TON AEAOMENQN

»  YToOTAPIEN DIAQOPETIKWY ETTITTEOWV TTPOCRACNG



MAgovekTApaTa HAekTpovikg ApxeloBEéTnong

H ui0Bétnon epapuoyng €vog oUCTAPATOG NAEKTPOVIKNG dlaxEipiong eyypapwy

TTPOCPEPEl TOOO OTNV UTTNpedia 600 Kal oToug UTTOAARAOUG Ta akoAouBa

TIAEOVEKTHMATA:

TNV €Aaxiorotroinon Tng dlakivnong Eviuttou UAIKOU  PETAgU  Twv

UTTNPECIAKWY JOVASdWY TOU opyaviouou.

TNV autoparoTtroinon 1ng diakivnong eyypdewyv atd Tnv €i0odd Toug oTnV

uttnpeoia €wg TNV £€000 (E1I0EpXOPEVA — EEEPXOMEVQ).

TNV BeATiwon Tng TaxutTnTag avalntnong, amooToARS Kal AQywng yypaewy
KaBWG Kal Tnv €AaxIOTOTTOINON Twv TuXOV KaBuoTepAoewv AauBdvovTag

uTTOWN TOV OYKO TWV OIOKIVOUUEVWY EYYPAPWV.

TNV ao@aAéoTepn ammoBnKeuon Kal SI0C@AAION TOU TTEPIEXONEVOU

ONUAVTIKWY EYYPAPWV.
Tnv peiwon Twv ATTAITOUPEVWV XWPWV ATTOBRKEUONG.
TNV ATTOdOTIKOTEPN KAl EUEAIKTN TTPOCROCTN O apXEIOBETNUEVA £yypapa.

TNV aQuTOMOTOTroinon TNG avabeong Kal TTapakoAoubnong TnG uAoTroinong

EPYACIWV TNG UTTNPECIAG.

TNV TTOIOTIKA avaBdOuIon TwV UTTNPECIWV.



XPHZH THZ THAEOMOIOTYNIKHZ AMMOZTOAHZ

EUpeon Tou "Odnyou @ag"

OT1av atmmooTéAAETE éva @AE, UTTOPEITE va XPNOIUOTTOINCETE €iTe TOV "OdNnyo @ag”
TTou TrepIAauBaveTal oto Word ) gia utrnpeaia Tapoxns @ac.

O "Odnyo6g @at" Tutrika eykaBioTatal Katd Tnv eykaraotacn Tou Word. Edv o
"Odnyog @ac" dev £xel eykaraoTaBei autduaTA, YTTOPEITE v TOV EYKATAOTHOETE
TTPO0BETOVTAG TOV aTTé TOV [ivaka EAéyxou.

XpARon Tou "Odnyou @ag” rou mrepiAappaveral oto Word

1. Z10 pevou Apxeio, KAvTe KAIK OTnV evToAr] Anuioupyia.

2. 10 Tapdbupo epyaciwv Angioupyia gyypda@ou, OTnV TTEPIOXN
MpoéTutra, KAvTe KAIK 0Tn OUVOECT ZTOV UTTOAOYICTH] HOU.

3. 210 TTapdbupo diaAdyou MpoéTutra, KAVTE KAIK OTNV KapTEAQ ETTIOTOAéG &
@ag, Kavte KAIK 0TO oToIxEio OdNYyOg @ag Kal, OTn CUVEXEIQ, KAVTE KAIK
oT1o koupuTtri OK.

ZHMEIQZH Tla va ammooTeilete o€ KATTOIOV €va €yypaQo PE QAE, TTPETTEI ETTIONG
va EXETE £va TTPOYPANMPa @ag, OTTwg To Aoyiouiké Microsoft Fax, eykateoTnuévo
OTOV UTTOAOYIOTH 0QG.

Eykardoraon Tou "Odnyou @ag"

Edav dev pmropeite va Bpeite Tov "Odnyo @at”, gival mlavo va unv eykataoTdonke
moté. MNa va yivouv diaBéociya otov UTToAOyIOTH 0ag OAa Ta TTPOTUTIA KAl Ol
odnyoi Tou Trapéxovrar pe 1O Word, ekTEAéOTE Cavad TO  TTPOYPANPA
EykatdoTaong yia va eykaTaoTAoETE TO oToIXEio "Odnyoi kal TTpdTuTTa”.

Eav cixate eykataoTthoel apxikd 10 Microsoft Office Word 2003 atmd évav
OIOKOMIOTH apxeEiwv OIKTUOU 1 a1mé €vav KoIvOXpnoTo QAKEAO, TIPETTEI va
eKTENEOETE TO TTPOYpauua EykatdoTtaong atré ekeivn Tn 6€on. EAv eykataoTAoaTe
10 Word amé CD-ROM, mpétrel va ekteAéoeTte TO TTpdypauua EykartdoTtaong arméd
10 CD-ROM.

1. KAegiote 6Aa Ta TpoypdpuaTa.



2.

9.
10.

KdavTe éva atro 1a TTapakatw:

e Av o0 uttoloyioTAG oag ekTeAei Ta Microsoft Windows 2000, kdvte
OIMAG kAIKk oTo aoToixeio MNMpooBagaipeon TTPOYPANHATWY TOU
Mivaka EAéyxou.

e Av o0 umrohoyioTAG oag ekTeAei Ta Microsoft Windows XP kai
xpnoiyotroigite TNV "MpoBoAr) katnyopiwv", KAvTe KAIK OTO OTOIXEIO
MpooBagaipeon mpoypaupdTwy Tou [livaka EAfyxou kai, oTn
OUVEXEIQ, Kavie KAk oTo  coToixeio  lMpooBagaipeon
TMPOYPAMHATWY Cava.

e« Av o umoloyiotig oag ekTteAei Ta Microsoft Windows XP kai
xpnoiyotroigite TNV "KAaoikry TTpoBoAn”, KAvie KAIK OTO OTOIXEIO
MpooBagaipeon TpoypaupdTwy ToU Mivaka EAEyxou.

210 TTACiol0 TpéXovTa EYKATEOTNUEVO TTPOYPAMHATA, KAVTE KAIK OTN
AioTa TTpoypappdaTwy Tou Microsoft Office 4 Tou Microsoft Word, avaAoya
ME TO €dv gykartaoTtiioate T0 Word w¢ Tuipa tou Microsoft Office 1 wg
avegapTnTo TTPOYPAUMA Kal, OTN OUVEXEIA, KAVTE KAIK OTNV EVTOAN
AAAayR.

. 2Tnv 086vn ETmiAoyég Aeitoupyiag ouvripnong, KAavre KAIK oTnv €TIAOYRA

NMpooBa@aipeon duvaATOTATWY Kal, OTNV OUVEXEIQ, KAVTE KAIK OTnV
€VTOAN Etrépevo.

Edv eppavioTei n 066vn NMpoocapuoopévn EYKATAOTAOT), EVEPYOTTOINOTE
TO TTAQiOI10 eAéyxou Mpooapuoyn £EQaPUOYWYV YIO TTPOXWPNUEVOUG Kal,
OTn CUVEXEIQ, KAVTE KAIK OTNV EVTOAr ETTOpEVO.

21N ANioTa pE TIG BUVATOTNTEG TTOU UTTOPEITE VA EYKATAOTHOETE, KAVTE KAIK
oTo d¢ikTn avamTugng (+) ditTAa oTto oToixeio Microsoft Office.

AvarrTugte 10 oToixeio Microsoft Office Word «kai, otnv ouvéxela,
avaTITUgTE TO OTOIXEIO OBNYOI KAl TTPOTUTTA.

Kavte KAIK 010 BEAog diTTAa oTnv €tmiAoyr MeplioodTepa TPOTUTTA KOl
MOKPOEVTOAEG Kal, OTN OUVEXEIQ, KAVTE KAIK 0TV £TTIAOYI EKTéEAEOon atrd
TOV UTTOAOYIOTH HOU.

KavTte KAIK oTnv €TIAoy] Evnuépwon.

EtmravekkivhoTe To Word.

Eykardoraon Tou AoyiopikoU Microsoft Fax

1.

KavTe éva atmo 1a TTapakatw:

e Av o uttoloyioTig oag ekTeAei Ta Microsoft Windows 2000, kdavte
OITAG KAIK OTO OToIxeio MpooBa@aipeon TTPOYPAMMATWY TOU
Mivaka EAEyyxou.

e Av o0 utrohoyioTAG oag ekTeAei Ta Microsoft Windows XP kai
xpnoipoTtroieite TV "MpoBoAn Katnyopiwv", KAVTE KAIK OTO OTOIXEIO
MpooBag@aipeon mpoypappdTwy Tou llivaka EAEyxou kai, oTn
OUVEXEIQ, KAavTe KANIK ~ OTO  OTOIXEIO MpooBag@aipeon
TPOYPAMHATWY Cava.



e Av o umoloyiotig oag ekTeAei Ta Microsoft Windows XP kai
xpnoipotroigite TNV "KAaoikr) mpoBoAn”, kdvre KAIK OTO OTOIXEIO
MpooBagaipeon TpoypaupdTwy ToU Mivaka EAEyxou.

2. Kavte kAik otnv emAoyr MpooBAkn 1 KATAPYNnon OTOIXEiWV TwV
Windows, otnv apiotepr] TTAeupd Tou TTapabupou.

3. Z1n AioTa Zroixeia, emAEETE TO TTAQiCIO EAéyxou YTrnpeoieg Pag.

4. Kdavte KAk otnv emiAoyr) ETrépevo.

5. Kavte KAk otnv Aoy TéAog yia va kKAgioeTe Tov 0dnyo.

XpAon yiag utrnpeciag rapoxng eas Internet

O1 utTnpeoieg TTAPOXNG PAE TUXVA EVNUEPWVOUV TO AOYIOHIKO Qag Kal eVOEXETAI
va TTapEXOUV evnuepwEva epyaAsia fj duvatdtnTeg Tou dev ival S10BE0IuES
otov "0dnyo @ag". Emoke@teite TNV ToTroBeCia "Ayopd" Tou Microsoft Office oT10
Web yia va d¢gite pia AioTa uttnpeciwy TTapoxAg @ag .

ZHMEIQZH Tla va ammooTeilete o€ KATTOIOV €va €yypaQo PE QAE, TTPETTEI ETTIONG
va EXETE Eva TTPOYPANPa @ag, OTTwg To Aoylouiké Microsoft Fax, eykateoTnuévo
OTOV UTTOAOYIOTH 0QG.

Anpioupyia Kal S10VON CUYXWVEUHEVWYV @ag

MTtropeiTe va  XPNOIMOTTOINOETE TO TTAPAOUPO  €pyacIwV  ZUYXWVEUOH
aAAnAoypa@iag yia va dnuioupyRoeTe pia opadikn diavour @ag.

ZHMEIQZH H emMoyi ®a§ dev civar diaBéoiun oT1o TTapdbupo epyaciwv
Zuyxwveuon aAAnAoypa@iag, eKTOG Kal €AV EXETE EYKATACTHOEI TNV UTTOOTAPIEN
@ag, KaBwg Kal Twv akOéAouBwv:

e« To ouoTnua TPETTEl va TTEPIEXEl éva TTPOypapua @aé cuufato pe MAPI
OTTwG 10 Microsoft Fax kai éva TTpoypapua NAEKTPOVIKOU Taxudpopeiou
oupBard pe MAPI padi pe pia uttnpeoia petaBifaong @ag, OTTwG 1O
Microsoft Outlook.

o [lp€TTel va €xETE EYKATAOTAOEI £va QAE JOVTEW.

1. EdQv mTpokKeITal va OTEIAETE OUYXWVEUPEVA Eyypagpa ot aplBuoug @ag Kai
BEANETE va CUMTTEPIAGPBETE MIO OUVOOEUTIKA O€Aida, E€VEPYOTTOINOTE TNV
EMMAOYA TNG OUVOBEUTIKNG OEAIDAG OTO AOYIOUIKO Qag,.

MNa TePIoTOTEPES TTANPOPOPIES, AvATPEETE OTNV TEKUNPIWON TOU AOYICHIKOU @ag.



2. 10 yevou EpyaAegia, TOTT00€TAOTE TO OEIKTN TOU TTOVTIKIOU OTNV €VTOAN
EmioToAég kai oToixeia aAAnAoypa@iag Kal OTn OCUVEXEID KAVTE KAIK
oTnv emAoyr ZuyXxwveuon aAAnAoypagiag.

3. Z1nv mepioxr EmAoyR TUtTOoU £yypd@ou, Kavte KAIK oTnv etmAoyr ®ag.

To evepyd £yypa@o yiveTal TO KUPIO £yypaq@o.
4. Kavte KAIK oTnv gmmiAoyr] ETrépevo: ‘Eyypago évapéng.

2YMBOYAH Edv ciote e€goikeiwpévol pe TR duvatoTNTAd  OUYXWVEUONG
TaxudpouEiou 1 TTPOTIMATE VA EPYAOTEITE €KTOG TOu TrapaBupou epyaciwy,
MTTOPEITE  va  XPNOIMOTIOINCETE TN YPOUMNR  €pYOAciwv  ZuyXWVEuon
aAAnAoypagiag. Ta kouutnd €ival TOKTOTTOINPEVA ATTO T APIOTEPA TTPOG TA
0edia.

MNepioocoTepeg TTANPOPOpPIES Bpa TTPOG BAKA

To mapdBupo epyaciwyv oag kaBodnyei oTnv UTTOAOITIN d1adIKATIa CUYXWVEUONG
aAnAoypagiag. Ta TTapakATW E€ival TTEPICCOTEPEG AETITOUEPEIEG Ol OTTOIEG
TTapoucialovTal Brpa TTPog Briua.

—PuBuion kai eueavion Tou Qag

1. Kavte éva atmo 1a €¢NG:

~Evapgn amd 10 £yypa@o TTOU eu@avifeTal autrhiv Tn OTIyur) 0TO0 TTapdBbupou
Eyypagou

o Kdavte KAIK 0TV €TTIAOY XPROT TOU TPEXOVTOG EYYPAPOU.

MTTOpEiTE OTN OUVEXEIQ va TTANKTPOAOYNOETE TO KEIWEVO OTO TTApABupo eyypd@ou
N va TTEPIMEVETE, PEXPI VO 00¢g ¢nTnOei atrd To TTApABuUpPOo epyaciwyv odnyd o€
ETTOMEVO PBra.

~Evapgn arroé mpdtutro

1. Kavte KAIK oTnVv gmmiAoyr) ‘Evapén atmé mpoTuTro.

2. Kdavte KAIK oTnv €mAoyr) ETriAoyn mrpoTUTTOoUu.

3. ZTnv kapTéha Zuyxwveuon aAAnAoypagiag tou TTapabupou SlaAdyou
EmiAoyn mrpoTUTtTou, €mMAEETE TO €TTIOUPNTO TTPOTUTTO KAl OTN OUVEXEID
KavTe KAIK 010 KouuTri OK.

~Evapén atré katroio dAAo uttdpyov Eyypapo



1. Kavte KAIK oTnVv €miAoyr ‘Evapén amré utrdpyov £éyypago.
2. 210 TACiolo ‘Evapén amrd 1o utrdpxov, £TMIAEETE TO €mBUUNTO £yypa@o
KAl OTN OUVEXEIQ KAVTE KAIK OTO KOUMTTi Avolypa.

Edv dev BAETTETE TO £yypa@o, KAvTe KAIK oTnv €TAoyr) MNMepioodTepa apxeia Kai
OTN OUVEXEID KAVTE KAIK 0TO KOUMTTi Avolypa. 210 TapdBupo diaAdyou Avolypa,
EVTOTTIOTE TO £yypa@o TTOU OEAETE KOl OTN OUVEXEID KAVTE KAIK OTO KOUWMTTI
Avolyua.

1. Kavte KAIK 0Tnv evioA] ETrépevo: ETiIAoyn TTapaAnTrrwy.

—EvTommOonog i dnuioupyia evog apxeiou TTPOEAEUONG DEDOUEVWV KAl ETTIAOYI TWV
TTAaPAANTITWV

1. Kavrte éva atrd 1a €€ng, yia va AaBete dedopéva:
—2Uvdeon o€ pia AioTa emagpwy Tou Microsoft Outlook

1. Ztnv mepiox EmiAoyn rapaAnTtrtwy, Kavte KAIK otnv €TmAoyr) ETriAoyn
atré emagég Tou Outlook.

2. Kdavte KAIK oTnv €1TIAoyr ETrIAOyR] @aKEAOU ETTAPWV.

3. 210 TTapdbupo diaAdyou ErriAoyn @akéAOU AiOTAG eTTAQPWY, KAVTE KAIK
oTnVv ANioTa €TAQWY TTOU BEAETE KAl OTN CUVEXEIQ KAVTE KAIK OTO KOUWTTI
OK.

OAa 1a ovopata €ma@wV Tou QAakEAoU eu@avidovial oTo TTapdBupo dIaAdyou
MapaAnTrTeg ocuyxwveuong aAAnAoypa@iag, OTTOU PTTOPEITE va PEATIWOETE TN
AioTa Twv TTAPAANTITWY TToU Ba CUPTTEPIANPBOUV 0TN CUYXWVEUDN.

—20vdeon o€ éva BIAPOPETIKO TUTTO AioTag, OTTWG Mia Bacn dedouevwy 1 AioTa
dieuBuvoewyv Tou Office

1. Ztnv mrepiox) EmmiAoy rapaAntrrwy, KAvie KAIK oTnv €mmAoyr) XprRon
utTdpyouoag AioTag.

2. Kdavrte KAIK oTnv €1mIAoyr) AvadATnon.

3. 210 Tapdbupo diaAdyou ErriAoynl apyxeiou mpoéAeuong dSedopivwy,
EVTOTTIOTE KaI KAVTE KAIK OTO apyEio TTPpoéAeuonG OEOOPEVWY TTOU DEAETE.

A6 TpoemAoyry, To Microsoft Word avoiyel 10 @dkeho MpoowTrikd apxeia
mPoéAeuong SedOPEVWV.

4. Kdavte KAIK 0TO KOUUTTi Avolyla.

AvaAoya pe Tov TUTTO TOU apXEiou TTPOEAEUONG OEDOPEVWIV TTOU ETTIAEYETE, UTTOPEI
va gp@avifovtal kKai GAAa TTapdBupa dIaAdYyou TTOU OOG TTAPEXOUV CUYKEKPIPEVEG

TTANPOYOPIEG.



MNa apdaderyua, €dv 1o apxeio TTpoéAeuong dedouevwy eival éva BiBAio epyaaciag
Tou Microsoft Excel, 10 otroio €xel TTAnpo@opieg ae TTOANATTAG QUAAG epyaaiag,
XPEIACeTal va ETTIAEEETE TO QUAAO €pyaciag TToU TTEPIEXEI TIG TTANPOQOPIES TTOU
B¢AETE Kal 0T OuVEXEID va KAveTE KAIK 0To KoupTri OK.

OAeg o1 kKataxwpnoeig Tou apxeiou TTpoéAeuong dedouEvwy eupavifovral 0To
TapdBbupo SiaAdyou MapaAqmTeg ouyxwveuong oaAAnAoypagiag, OTTOU
MTTOPEITE VO BEATIWOETE TN AiOTA TWV TTAPAANTITWY TTOU Ba CUuTTEPIANPOOUV OTN
OUYXWVEUOT.

—Anuioupyia piag atmAlg véag AioTag dieubuvoewy

1. Znv mepioxy EmiAoyR mapaAnmrrwy, KAvTe KAIK OTnv  €TIAOYA
NMAnkTpoAdynon véag AicTag.

2. Kavte KAIK 0TnV €1TIAOYr) AnUioupyia.

3. 210 apdBupo diaAdyou Néa Aiota S1euBivoewyv, TTANKTPOAOYNOTE TIG
TTANPOPOPIEG TTOU BEAETE v CUUTTEPIAGBETE yIa TNV TTPWTN KATAXWENON,
otnv Tepioxn Eicaywyn otoixeiwv 81e00uvong, 0TTwg yia Tapddeiyua,
TiTho, ovéupata kal TAnpogopieg OlelBuvong. Aegv  xpeldleTal  va
OUPTTANPpWOoETE OAa Ta TTEDIA.

4. Na va CUPTTANPWOETE TNV TTPWTN KATAXWPENON KOl va PETOKIVNOEITE OTNV
eTOuEVN Kataxwpenaon, Kavte KAIK oTo KouuTri Néa KaTtayxwpnon.

5. EmavoAdBete ta BApata 3 kal 4, PEXPI va TIPOOBOECETE OAEG TIG
KATOXWPENAOEIG TTOU BEAETE, KAl OTN OUVEXEID KAVTE KAIK OTO KOUMTTI
KAgiowyo.

6. 210 Tapdbupo diaAdyou  AmoOnkeuon Aiotag digubuvoswy,
TTANKTPOAOYNOTE £va Ovopa yia Tn Aiota dieubuvoewyv oTo TTAaiolo Ovoua
apxeiou kal eMAEETE Eva @AKEAO aToV OTTOI0 Ba atroBnkeuTei n AioTa.

A6 TrpogtTiAoyr), n AioTa dleuBuvoewy atroBnkeveTal 0TO QAKENO MPOCWTTIKA
apxeia TpoéAeuong dedopévwy . Eival kaAUtepa va KpatioeTe Tn AioTa
o0edopévwy €dw, YIOTi AUTOG €ival O TTPOETTIAEYUEVOSG QAKEAOG, OTOV OTTOIO TO
Microsoft Word avalntd ta apxeia mpogheuong dedousvwy. ‘ETol, edv BEAeTE va
XPNOIUOTIOINOETE QUTAV T AioTa  OIEUBUVOEwWY O ETTOUEVN OUYXWVEUON
aAAnAoypagiag, dev Ba xpelaoTel va TTEPINYNOEITE Ta apXeEia KAl TOUG PAKEAOUG
yIO VO TNV EVTOTTIOETE.

7. Kavte KANIK oTO KOUuuTTi ATro@nkeuon.
OAeg o1 kataxwpnoeig NG véag Aiotag eugavi¢ovial oto TTapdbupo diaAdyou
MapaAnTrTeg ocuyxwveuong aAAnAoypa@iag, OTTOU PTTOPEITE va PEATIWOETE TN

AioTa TWV TTAPOANTITWY TTOU Ba CUPTTEPIANPOOUV OTN CUYXWVEUON.

1. Z10 TTapdBupo dlaAdyou MapaAATTeEG ouyxwveuong aAAnAoypagiag,
EMMAEETE TOUG TTAPAANTITEG TTOU BEAETE VA CUUTTEPIAGBETE.



—Mwg yiveral;

1. Kavrte éva atrd 1a €¢NG:
—XpAon Twv TTAaIGiwV €AEyXOoU yia KaBopIGUO TwV TTAPaANTITWYV
AuTr n p€BOBOG gival o Xproiun €av n Aiota givar cUvToun.

o EmAE&ETE Ta TTACiOIO €Aéyxou OITTAQ OTOUG TTAPOAATITEG TTOU OEAETE va
OUMTTEPIANAPBETE KAl KATAPYNOTE TNV €TTIAOYN OTa TTAQicia eAéyxou OITTAQ
OTOUG TTAPOANTITEG TTOU BEAETE VA ATTOKAEIOETE.

—2UuBouAl

Edav yvwpilete 611 BEAETE va CUPTTEPIAGRETE TO PEYOAUTEPO PEPOG TNG AiOTAG OTN
OUYXWVEUOT, KAvTE KAIK TpwTa oTo kouuti EmAoyl O6Awv, woTte va
OIEUKOAUVOEI n dlaypa®r] CUYKEKPINEVWY eyypa@wy. Opoiwg, €dv BEAeTe va
OUMTTEPINAPBETE POVO MEPIKEG €yypaPES TNG AioTag, KAVTE KAIK OTO KOUWTTI
Atraloipr OAwv Kal 0T CUVEXEIQ ETTIAEETE TIG EYYPAPES TTOU BEAETE.

~Ta&ivéunon oToixeiwv otn AioTa

AuTO eival xprioiyo, €dv B€EAeTe va deiTe oToixEia Ye aAQaBnTik 1 apiOunTIKn
o€lpa.

e Kdavte KAIK 0TnV €1MIKEPAAiIdQ OTAANG TOU OTOIXEIOU, CUPPWVA PE TO OTTOIO
B¢éAeTe va yivel Tagivounon. MNa mapddelyua, eav BEAETE va EPPAVIOETE TN
AioTa aA@aBnTika katd 1o TeEAeuTaio Ovopa, KAVTE KAIK OTnNV ETTIKEQAAIdQ
oT\Ang ETTwvupo.

~@IATpdpiopa oToIXEiWY TNG AioTag

AUTO €ival Xprolpo, eav N ANioTa TTEPIEXEI EYYPAPES TTOU YVWPICETE OTI OV BEAETE
va O&ite 1 va ouutrepIANGBeTe OTn cuyxwveuon. MOAG @IATpdpeTe Tn AioTa,
MTTOPEITE VO XPNOIYOTTOINOETE TA TTAQICIA EAEYXOU, VIO VO CUPTTEPIAGPBETE Kal va
QTTOKAEIOETE EYYPAPES, OTTWG TTEPIYPAPETAI OTNV TTPONYOUUEVN EVOTNTA.

1. Kdavte kKAIK 010 B€AOG dIiTTAa OTNV ETTIKEQOAIdO OTAANG TOU OTOIXEIOU
oUPQWVA UE TO OTTOI0 BEAETE va Yivel TO QIATPAPICHA.
2. Kdavte KANIK o€ OTTOI00ATTOTE OTTO TA EENG:
e (Keva) eppaviCel OAeG TIG EYYPAPEG, OTIG OTTOIEG TO AVTIOTOIXO TTEDIO
gival Kevo.
e (Mn kevd) eppaviel OAEG TIG yYPAPES, OTIC OTTOIEG TO AVTIOTOIXO
TTEQIO TTEPIEXEI TTANPOPOPIEG.
e EA&v 10 apxeio mpoéAeuong OedOPEVWV TTEPIEXEI EYYPAPES TTOU
EXOouv TIG iDIEG TTANPOPOPIEC Kal UTTAPXOUV OEKa 1 AIyOTEPEG



MOVOOIKEG TIMEG OTn OTAAN, JTTOPEITE Vva  QIATPAPETE  KATA
OUYKEKPIYEVEG TTANpo@opicc. Edv, yia Tmapddeiyua, uttdpyouv
TTOAATTAEG OleuBuvoelg TTou TTapoucialouv TNV AuoTpoAia wg
XWPA/TTEPIOXN, UTTOPEITE VO EQAPUOCETE QIATPO yia TNV AuoTpalia.

To mapdBupo diaAdyou MapaAnTrTeg ouyxwveuong aAAnAoypagiag sugavilel
MOVO TIG KOBOPIoPEVEG eyypa@és. TNa va gp@avioeTe TTAN OAeG TIG €yypAPES,
KavTe KAIK oTnv €mmAoyr (OAa).

1.

Kdavte KAIK 010 KouuTri OK, yia va €TTIOTPEYPETE OTO TTAPABUPO £PYATIWV
Zuyxwveuong aAAnAoypaegiag. To Microsoft Word Ba xpnoiyotroiioel
TOUG TTAPAAATITEG TTOU OPICATE VIO TN CUYXWVEUON.

—2UMBOUAEG

2.

MNa ouvlern Tagivounon kar QIATpApIoua, Kavte KAIK oTo BEAOg diTTAa o€
KATTol0 Ovopa OTAANG Kal OTn ouvéxela Kavte KAIK otnv emAoyn (Ma
mpoXwpnuévoug). XpnolyoTroioTe TIG KapTEAEG DIATpO eyypapwyv Kal
Tagivopnon eyypa@wy, yia va opiceTe To epwtnua Tagivéunong i 1o
EPWTNHA QIATPAPIOUATOG TTOU BEAETE.

Edv €xete eykaraotioel AOYIOPIKO €TTIKUPWONG dIEUBUVOEWY, PTTOPEITE va
Kavete KAIK OTO kouutri EmkOpwon T1ou TapaBupou diaAdyou
MapaAnTrTeEg ouyxwveuong aAAnAoypagiag, yia va ETTIKUPWOETE TIG
O1EUBUVOEIC TWV TTAPOANTITWV.

Kavte KAIK oTnv gmmiAoyr) ETrépevo: MNMpoeToipacia Tou @ag.

—20vBeon Tou Qag

1.

2.

Edv 10 éxeTe AON KAVEl, OTO KUPIO £yypa®O, TTANKTPOAOYAOTE TO KEIPUEVO
TToU B€AETE va gu@avileTal o KABE £yypa@o.
Eicaydyete media ouyxwveuong OTTou BEAETE va OouyxwveUOETE ovouaTa
Kal GAAEG TTANPOPOPIEG, OTTWG TO XAIPETIONO.

~Mwg yiveral;

1.

2.

2TO KUPIO £yypa@o, KAVTE KAIK OTO onpeio 0tTou BEAETE va el0aydyeTe TO
mredio.
Eicaydyete otToi00r1TOTE ATTO TA €EAG:

—MTrAOK d1EUBUVONG Pe Ovoua, dielBuvaon Kal AANEG TTANPOPOPIES

1.

Kavte KAIK oTnv g€mmiAoyr) MTrAok d10Buvong.

2. 210 TTapdBupo OlaoAdyou Elcaywyr MITAOK O1€0Buvong, €mMAECTE T

oToixeia d1euBuvong TTou BEAETE va CUPTTEPIAGPBETE KAl TIG HMOPQEG TTOU
B¢éAeTe Kal KAVTE KAIK 0TO KOoupTri OK.



3. Eav eugaviotei 10 TTOpdBupo diaAdyou Taipiaopa ediwyv, To Microsoft

Word iowg va pnv gival duvato va eVTOTTIoEl OPICPEVES TTANPOPOPIES TTOU
gival atrapaitnTeg yia 10 PTTAOK dieuBuvong. Kavte KAIK oTo BEAOG OiTTAQ
oT1o oToIxEio (dev gival S1aBéoIPo) Kal TN cuvéxela TAEETE TO TTEdiO ATTO
TO apyxeio TTpoéAeuong OedOPEVWY TO OTTOIO AVTIOTOIXEI OTO TTEdio TTOU
QTTQITEITAI VIO TN OUYXWVEUOT aAAnAoypagiog.

—[papun XaipeTiopou

1.

KavTte KAIK oTnV €TTIAOYR TPOAMMA XAIPETIOUOU.

2. EmMAEETE TN popYR TNG YPAUMAG XAIPETIOYOU, n oTroia TrepIAauBAveEl TO

XQIPETIOUO, TN HOPPI) TOU OVOUATOG KOl TOUG XOPOKTPES OTIENG.

EmAEETE TO Keipevo TTou BEAETE va gp@avideTal o€ TTEPITITWOEIS OTTOU TO
Microsoft Word &¢v eival duvatd va epunveloel TO Ovoua Tou TTapPaAnTITh,
oTav, yia TTapAdelyda, TO apxeio TTPOEAEUONG OEDOUEVWV DEV TTEPIEXEI TO
OVOHA 1] TO ETTWVUUO YIa €vav TTAPAAATITH, AAAG yovo éva Ovoua eTAIPEIAG.
Kdvte KAIK oTo KoupTri OK.

Eav epgavioTei To TTapdbupo dialoyou Taiplaoua mwediwyv, To Word iowg
va pnv €ival duvaTtd va EeVTOTTIOEl OPICPEVEG TTANPOQYOPIEG TTOU Egival
ATTOPAITNTES YIA TN YPOUMA XaIPETIOPOU. KAvTe KAIK 0TO BE€AOG diTTAa OTO
oToixeio (dev gival B1aBETIPO) Kal OTn ouVvEXEIa ETTIAECTE TO TTEDIO ATTO TO
apxeio TpoEAeuong Oedopévwy, TO OTTOIO AVTIOTOIXEI OTO TTEdIO TTOU
ATTQITEITAI VIO TN OUYXWVEUOT aAAnAoypagiog.

—AMNa 1Tedia TTANpoPopItIV

1.

Kavte KAIK oTnv €mmiAoyr) AAAa oTolxEia.

2. Kavrte éva ammod 1a €€AG:

e [a va emAé€ete Ta Tedia Sleubuvoewv TTou Ba AVTICTOIXIOTOUV
auTtépaTa oTa TTedia Tou apxeiou TTPOoEAEUONG OEQOUEVWY OKOUA KAl
€qv Ta TTEdia TOU apyeEiou TTPoEAEUONG OEDOUEVWYV DEV £XOUV TO idIO
ovoua upe Ta Tedia oag, Kavre KAIK oTnv  emAoyn Media
S1eubivoswy.

e [a va emAégete Ta Tedia TTOU TTAvTa AauBdavouv dedouéva
ateuBeiog amd pia otThAn Bdong OedoPEVWY, KAVTE KAIK OTnV
emAoyn MNedia Baong dedopévwy.

210 TTAaiolo Media, KAvTeE KAIK 0TO TTEQI0 TTOU BEAETE.

Kavte KAIK 010 KouuTri Elocaywyn kal yetd oto KouuTri KAgioiyo.

Edav gpgavifetal To TTapaBupo dialdyou Taiplaopa mediwv, 10 Microsoft
Word iowg va unv gival duvatd va evtoTTioel OpIOUEVES TTANPOPOPIES TTOU
gival armmopaitnTeg yia TNV €lcaywyn Tou tediou. Kdavte KAIK 010 BEAOG
OiTTAa oTo oToIxeio (Oev gival B1aBECIPO) KAl OTn CUVEXEID ETTINEETE TO
Tedio atrd TO apyeio TTPoEAeuons OedOPEVWY, TO OTTOI0 AVTIOTOIXEI OTO
1edio TTOU ATTAITEITAI VIO TN OUYXWVEUON aAAnAoypagiag.



ZHMEIQZH Edv sicayayete éva 1redio atrd mn Aiota Media Baong dedopévwy
Kal, OTN OUVEXEIQ, TTEPACETE Ot €va ApPXEIO TTPOEAEUONG DEDOUEVWYV TTOU OEV
01a0éTtel 0TAAN e TO id10 dvopa, To Word dev Ba gival duvaTto va eloaydyel auTég
TIG TTANPOQPOPIES TTEDIOU OTO OUYXWVEUNEVO £YYPAPO.

1. EmavaAdBete 1ta BrApata 1 kar 2 yia 6Aa 1o Tedia TTou BEAETE va
€I0ayAYETE.

— MTTOpEiITE VO OAAAEETE TN HOPPHA TWV CUYXWVEUUEVWVY OEBOUEVWV

MNa va Pop@OTIOINCETE CUYXWVEUPEVA OedOPEVA, TTPETTEI VA LOPQPOTTOINCETE TA
Tedia OUYXWVEUONG OTO KUPIO Eyypa@o. Aegv TIPETTEI va  POPQPOTIOIEITE TA
dedouéva OTO apyeio TTpoéAeuong dedouEVWY ETTEIBN N HOPPOTTOINCT) TOUG OEV
dlaTnpeital, 6tav cuyxXwveUeTe Ta dedOUEVA OTO EyYPAPO.

1. ZT0 KUPIO &yypaq@o, €TTIAEETE TO TTEDIO TTOU TTEPIEXEI TIG TTANPOYPOPIES TTOU
BENETE VO POPPOTTOINCETE, OTTWG TWV XOPOKTAPWY TTOU TTEPIBAAAOUV TO
Tedio ouyXwveuong (« »).

2. 210 pevou Mop@n, Kavte KAIK 0TnV €vTOAN Fpapparooelpd Kal KAVTE TIG
ETMIAOYEG TTOU BEAETE.

—Mop@oTT0inon Pe TOUG KWAIKOUG TTEdIWV

MNa va eAéygete AGAAEG TTAEUPEG TNG POPEPOTIOINONG, TTIECTE TO OUVOUACHO
TAAKTpwWY ALT+F9 yia va gu@avioTolv o KwOIKOi TTEDiWV KAl OTn OUVEXEID
TTPooOE0TE BIAKOTITEG (OIOKOTITNG KATA TNV €pyacia pe Tredia €ivar n €dikn
odnyia, n oTToia TTPOKAAEI KATTOIO CUYKEKPIYEVN eVEPYEIQ. EVIKA, £vag OIOKOTITNG
TTpooTiBeTal o €va TTedi0 yIo va TPOTTOTIOINCEl éva ATTOTEAEOUA.) oTa Tredia
OUYXWVEUONG.

MNa mapdadelyua:

o [la va eypavioTei o apiBuog "34987,89" wg "Apyx. 34.987,89" mpocbioTe
éva dIOKOTITN €IKOVAG aplOuwyv (\# $#, ###.00).

e [0 va EKTUTTWOETE OVOPATA TTEAATWYV PE KEQAAQIOUG XOPAKTAPEG, TTPETTE
va TTPocBEcETE TO BIAKOTITN Pop@oTToinong KepaAaiwv (\* Upper).

e [a va PePaiwBeite OTI Ol OCUYXWVEUPEVEG TTANPOYOPIEG €XOUV TN
YPOUMOTOOEIPA Kal TO YEYEBOG TTOU £QapPPOCATE OTO TTEDIO CUYXWVEUONG,
TTpocBeoTe 10 dlakéTITN \* MERGEFORMAT.

1. AQoU OUUTTANPWOETE TO KUPIO £yypago Kal eloaydayete OAa T1a Tredia
OUYXWVEUONG, KAVTE KAIK OTnV eviOAr} Atro@ikeuon wg atmd 10 pevou
Apxeio. OvopdoTte TO £yypa@o Kal META KAVTE KAIK OTO  KOUMTTI
Atrofnkeuon.



2. Kdavte KAIK oTnyv €TmIAoyr) ETrépevo: MNMpoemioKoTTnon TWV @as.
~[1POETIOKOTTNON TWV QAE Kal ETTECEPYATia TNG AiOTAG TTAPAANTITWV

1. KdvTe TPoemoKOTTNON TwV oToIXEiwV. KavTe éva atrd Ta €§AG:
e [1a va kAveTe dIAdOXIKI) TTPOETTIOKOTINON TWV OTOIXEIWV, KAVTE KAIK
e RE

oTa BEAN

e [0 va evioTioeTE KAl va KAVETE TIPOETTIOKOTINON  €VOG
OUYKEKPIUEVOU  OToIXEioU, KAvTE KAIK oOTnv  €mAoyry Eupeon
TAPAANTITN KAl OTN CUVEXEIQ €lI0QYAYETE Ta KPITAPIO avalATnong
oTo TTapaBupo diaAdyou EUpeon oTo medio.

2. Eadv cival amapaitnto, emegepyaoTeite Tn Aiota mapaAnmtwy. Kavre éva
aTro Ta €ENG:

e Ta va eCaipéoete €vav OUYKEKPIMEVO TTAPOAATITR oTrd TN
OUYXWVEUOT], KAvTe KAIK 0TO KOUUTTi E§aipeon Tou TTapaAfTrTn.

e T va aA\&&ete T AioTa Twv TTOPOANTITWY, KAVTE OTNV €TTIAOYA
EmeSepyacia AioTag TAPAANTTTWV KAl OTN OUVEXEIA KAVTE TIG
aAayég oag oTo TTapdBupo diaAdyou MapaAATITEG CUYXWVEUONG
aAAnAoypagiag.

3. Kdavte KAk oTnv €TmIAoyr) ETrépevo: OAOKARPpWON TG CUYXWVEUONG.

—EKTUTTWON A aTTOOTOAN TOU Qag

Kavte éva atrd Ta €¢NG:

—EkTUTTWON Twv @ag mou Ba oTaAoUv HECW CUOKEUNG Qag

Kavte éva atrd Ta €ENG:

—Edv Tpoocapudoate Ta OTOIXEIO KAl TO CUYXWVEUMEVO £YYPAPO Eival EVEPYO

1. A6 10 pevou Apxeio, KavTte KAIK 0Tnv evToAr] EKTOTTWON.
2. Kavre TIG €TTIAOYEG TTOU BEAETE.

—Edv BéAete va ekTUTTWOETE atreuBeiag amd 1O  TTOPABUPO  EPYACIWV
Zuyxwveuon aAAnAoypagiag

1. Z10 TTaPdGBbupo gpyaciwv Zuyxwveuon aAAnAoypagiag, KAvte KAIK OTnV
emAoy EKTOTTWON.
2. 270 TTapdBupo SIaAGYyoU ZUYXWVEUO OTOV EKTUTTWTH, KAVTE Eva aTTd TA
€€NG Kal oTn ouvéxela Kavte KAIK oto kouuTri OK.
o [0 va ekTuttwoeTe OAa Ta €yypaga, KavTe KAIK oTnv €TTIAOyr) OAgg.
e [ va ekTUTTWOETE TO £yypa@o TTou PAETTETE OTO TTaPABupo
eyypdgou, Kavte KAIK aTnVv €mmAoyr Tpéxouoa eyypa@n.



3.

e [0 va eKTUTTWOETE HIO OEIPA EYYPAPWY, KAVTE KAIK OTNV ETTIAOY
ATTé Kal 0Tn ouvéxela TTANKTPOAOYNOTE TOUG apIBPOUG eyypoPuwv
oTo TTAaiolo A1ré kai oTo TTACiolo "Ewg.

2710 TTapdBbupo diaAdyou EKTUTTWON, KAVTE KAIK OTIG ETTIAOYEG TTOU BEAETE.

—ATTOOTOAR TWV QA HECA ATTO TO TTAPABUPO EPYACIWV

1.

1.

Kévte KAIK oTnv €tmAoyr) ®ag.

2710 TTapaBupo dIaAdyou ZuyXwveuon oTo @ag, eTTaAnBeloTe OTI TO TTEDIO
TTOU eu@aviCete 010 TTAQicI0 ApIBUOG @ag avTITTpooWTTEVUEl TOV apIBUO
OTOV OTT0i0 BEAETE VO OTEIAETE TO QO

21nv évdeitn Eyypagég @ag, Kavre KATTOI0 aTTO TA £€1G:

MNa va ouyxwveuoeTe OAa Ta £yypa@a, KAvTe KAIK aTnv €1TIAoyr ‘OAeg.

lNa va ouyxwveuoete POvVo TO €yypag@o TTou BAETTeETE oTO TTaPGBuUpo
eyypdoou, kavte KAIK oTnv €mmiAoyr Tpéxouoa eyypaen.

MNa va ouyXwveuoeTe Pia oelpd eyypa@wy, KAvTe KAIK oTnv €TmAoyr ATro
KAl 0TN CUVEXEIQ TTANKTPOAOYNOTE TOUG APIBUOUG Eyypa@wy OTO TTAQICIO
ATr6 Kai 010 TTACiclo 'Ewg.

MNa TNV OAOKAAPWON TNG CUYXWVEUONG KAl ATTOOTOAR TWV Qag, KAVTE KAIK
oT1o koupuTtri OK.

BIBAIOTPA®IA

BonBeia kai odnyieg yia 1o Word 2007

http://office.microsoft.com/el-gr/word-help/redir/CL010072933.aspx?CTT=97




