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Xpnion MpotomTwyv Kai Odnywyv.

XPNOIYOTTOIWVTAG TTPOTUTTA KAl 00 NYyo UG KEPDICETE TTOAUTIUO XPOVO OTAV
OnuIoupyeiTe cuvnBIoPEVa €i0N EYYPAPWY, OTTWG ETTIOTOAEG, UTTOUVARATA KOl ETIKETEG.

To TpdTUTTO (template) eival éva apxeio, TTOU TTEPIEXEI T HEPN VOGS EYYPAPOU Kal TA
IBIXITEPA XAPAKTNPIOTIKA KAl GTUA, TTOU XPpNO IMOTTOIO UVTAI VIO £va £yypago. Eival
TTPOKATAOKEUAOMEVA EYYPAQPA, TTOU £XOUV OUYKEKPIUEVO KEIPNEVO, DOUR, HOPPOTTOINC N KAl
OTUA.

AvoAuTIKOTEPO TO TTPOTUTTO €ival apyeio (pE eTTéKTaoN .dot) TTavw OTO OTToI0
BaoileTal £va VEO 0ag £yyPaPOo. XPNOIUEUEI WG «KAPUTTOV» avatTapaywyng £vog Bacikou
eyypAa@ou Kai eTTITTAE0V KaBIO TG S106£01ua 1O £€yypa@o OAa Ta OTUA, pub uioeIg
dlapdépewong oelidag, Ta Afuuata Autotext, TIG JOKPOEVTOAEG, KWOIKOUG TTEQiwV Kal Ta
TUTTOTTOINUEVA PJEVOU, TTOU £XOUV OTTOBNKEUTEI 0€ autd. Me Tn Xprion Tou TTPOTUTTOU
MTTOPEITE va KaTaoKeUAleTe TTOAAOTTAG avTiypaga evog BacikoU eyypagpou, dIaTnpwVTag
A0IKTN TNV TTPWTOTUTTN Jop@r) Tou. To Word evowpaTw Vel EKTOG aTTd TO TTPATUTTO
Normal.dot (TTou €ival aTToAUTWG KEVO, AAAA TTEPIEXEI Ta KABOAIKA S1a0€01ua OTUA Kal TN
BaoIKa dIaPOPPWON TOU TTPOYPAPPATOS HOAIG QUTO EKKIVAOEL), TTOAG GAAQ £TOINO
TPOTUTTA, OTA OTTOIa B BPEiTe PIa TTAOUCIOTATN CUAAOYH £TOINWY OTUA.

MTTOpEITE VO XPNOIMOTTOINCETE TA £TOIUA TTPOTUTTA VIO VA dNUIOUPYOETE VEQ
Eyypaga, TTou Bacifovral TTdvw o€ autd Ta apxeia .dot ki €101 va atTAoTToIEiTE TN dNUIoUPYia
OTTOIoUO ATTOTE TUTTOU eyypd@ou. OAa BpiokovTal KATw atmd 10 PdakeAo MNMpdTUTTa, HECQ O€
EEXWPIOTOUG UTTOPOKEAO UG, avaAoya PE TN YEVIKH KATNyopia, TTou avikouv. ET1o1 uttdpxouv
UTTOQAKEAOI YIO TNV OTTOBNKEUO N £TOINWYV ETTIOTOAW V KQI YA, ETAIPIKW YV UTTOUVNHATWY,
TIPOTACEWYV KAl AVaPOPW YV, TIHOAOYIWV, QOPHWYV, BIOYPAPIKW V CNUEIWPATWYV, dIaTPIBWYV Kal
OIMAWPATIKWYV EPYACIWV KA1 YEVIKNG QUONG TTPOTUTTWV. TEAOG avegdpTnTa aTTO TN YEVIKA
TOUG KaTnyopia, KGBe £ToIpo TTPOTUTTO O1aTiBETaI O€ TPEIG BacikoUg TUTTOoug: Contemporary,
Elegant ka1 Professional. Na rapddeiypa otnv kaptéAa ETTIOTOAEG Kal pag TnG €IKOVAG TTOU
aKOAOUBEI paivovTal o1 TPEIG BIAPOPETIKOI TUTTOI ETTIOTOAWYV Kal pag (S1a¢popoTToinon oTo
OTUA), TTOU €ival atroBnkeuuévol o€ dIaPOPETIKA apxeia .dot

XpAon £TOINWYV TTPOTUTTWYV Yia dnuIoupyia eyypd@ou
1. Avoi¢te 10 yevou Apxeio
2. EmAECTE diatayr Anpioupyia. Oa eupavioTei To TTapdbupo epyaciw v Anuioupyia

eyypagpou
3. MathoTte oTnv €mAoyr ZT0V YITOAOYIO T MOU
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5. MaTtAoTe OTO TTPOTUTTO ] TOV 0BNYO TOU £YyPAPOU TTOU BEAETE va ONUIOUPYNAOETE.

Av uTTapXel O1a0€01uN TTPOETTIOKOTTNO N VIO TO €YY PAPO TTOU ETTIAECATE Ba EPPAVIOTEI
otnv epioxn €¢I, oTnVv MNMPOoEmOoKATTNON.

KdaveTte KAIK 010 KOUuTTi OK yia va 0OAOKANpWOETE TN dNUIoUpYia Tou eyypda@ou UE TN
XPrion Tou TTPOTUTTOU TTOU ETTIAEEATE.

To éyypago Ba avoitel oTnv 086vn cag
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To £yypa@o atréKTnoE aUuTOUATA TN JOoP®NA Tou apxeiou .dot.

7. Tha N cupTTAfPWON TwV PETARBANTWYV OTOIXEIWV TNG ETTIOTOANG KAVETE KAIK OTO
OnUEIa TTOU 00G UTTOBEIKVUOVTAI KAl TTANKTPOAOYAC TE TIG DIKEG 0AG TTANPOPOPIES yIa
VO OAOKANPWOETE TO £yypa@o. To Keihevo TwVv utTodEiEEwY Ba avTkaTao TaBEi pe 6,1
TIANKTPpOoAoyRoaTe. MNPooé€Te akOUN Ta £TOIUA OTUA TTOU TTOPEXEI TO apxeio .dot oTo
Eyypago (TTAaicio ZTuA TNG EpYOAEIOBAKNG HOPPOTTOINONG).

2
Y1rdpyouv dAAa diaBéoipya

TTPOTUTTA TTOU JTTOPW VA XPNO INOTTOINOW YIa
va dnuIouUpyHow £yypaga;
Nai. H ToTroBeaia Office Online TTepi€xel
TTOAAG TTPOTUTTA, TTOU UTTOPEITE Va KaTERACETE
Kal va xpnoIgotroinoeTe. MNa Tapddelypa exei
Ba Bpeite TTPOTUTTA YiIa BIOYPAPIKA,
EVNUEPWTIKA OeATIO KOl AAAQ.
AkoAoubroTe Ta BrjuaTa 1 Kai 2 yia va
EMNQAVICETE TO TTAPABUPO EPYAT IV
Anuioupyia Eyypd@ou Kal HETA TTATACTE OTNV
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emAoyn Mpétutra oto Office Online. Oa avoigel €101 0 QUANOPETPNTAG loTOU KOl Ba
EM@avioel pia ToTroBeaia, 6TTou pTTopEiTE va BpeiTe TTOANG diagopeTiKG TTPATUTTA.

Xpion odnyou yia dnuioupyia eyypdag@ou.

To Word d1a6é1e1 Toug Odnyoug, wizards (apxeia pe ETTEKTAON .Wiz), TTOU EKTEAOUUEVOI OOG
KaBodnyouv ue d1adOXIKEG EPWTHOEIG TTPOG TNV TEAIKI) KOTOOKEUR EVOG ETTAYYEAMATIKAG
eMQAvIoNG €VTUTTOU, BACIOPEVOU O€ PIA TTPOKATAOKEUOO HEVN POP A O UYKEKPIUEVNG
KATNyopiag 1r.X. EVNUEPWTIKOU QUAAadiou, epyaciag, avapopag K.A.TT.

Y116 TN BnuaTikh KaBodynon Twv wizards 0 XProTng MTTOPEi EUKOAA va dNUIOUPYOEI
Eyypa@a eTTayyeEAPATIKNAG ePPAviong p€oa o€ Aiya AeTTTd. KaBwg ekTeAeiTal o Odnydg o
XPNOTNG KOAEITAI va atTavTAoEl 0€ Pia o€Ipd aTTAW YV EPWTACEWYV, TTOU Ba BWOOUV TN YEVIKN
Mop@r oTo TEAIKO €vTutro. AQoU e€aviAnBouv Ta oToixeia TTou xpeiadetal o Odnydg va
YVWPICEL, TTPOXWPEA O TNV QUTO ATN KATAOKEUH TOU EVTUTTOU PE BAON TNV TTPOKABOPIoPEVN
Popua.

Mo TTapadely pa av BEAETE VO KATAOKEUAOETE £va EVTUTTO O€ JOPQPH ATCEVTAG YIA TNV
TTapakoAoUBNo N TwVv pavieou oG, UTTOPEITE VA XPNOINOTTOINCETE TO £TOIMO wizard TUTTOU
Agenda Tou TTpoypdapuaTtog. MNa TNV KATaoKEUR VOGS EVNUEPW TIKOU QUAAQDIOU 0€ OTUA
MIKPNG e@nuepidag (newsletter) xpnoipoTtroieite 1o wizard TUTTOU newsletter. Yradpyouv
ApPKETA AAAa £Tolpa wizard yia Tn dnuioupyia EPTTOPIKWY ETTIOTOAWYV, fax, nuepoAoyiwy,
QTTOVOUNG TIWNTIKWYV S1aKpioEwV, BIOYpa@IKWV K.A.TT. EKTOG a11é TNV €UKOAIa TTOU
TIPOCPEPOUV OTO XPHO TN KABE eTTITTEDOU, Ta wizards atroTeAOUV TAUTOXPOVA «OEiyUa
YPOPAG» TWV ETTAYYEAUATIWV TNG NAEKTPOVIKAG 0EAIBOTTOINONG, APOU ATTO TNV TTPOCEKTIKA
MEAETN TOU TPOTTOU S NUIOUPYIOG TOUG PTTOPEITE VO AVTAACETE EEAIPETIKES IOEEC VIO TNV
KOTOOKEUN TwWV OIKWV 00G EVTUTTW V.

O1 00nyoi gival atroBnkeupévol padi pe 1a MNpdTuTTa.

MNa Tn dnuioupyia evog eyypd@ou uttd TNV KaBodriynon tou katdAAnAou Odnyou:

1. Avoi¢te 10 yevou Apxeio
2. EmAECTE diatayr Anpioupyia. Oa eupavioTei To TTapdbupo epyaciw v Anuioupyia

eyypapou
3. MathoTte otnv emAoy ZTO0V YITOAOYIO T} MOU

2TN OUVEXEIQ ATTO TIG KAPTEAEG TOU TTAQICiOU BIOAOYOU ETTINEETE TNV KAPTEAQ, TTOU TTEPIEXEI
TNV KATNyopia Tou eyypd@ou TTou BEAETE va dNUIOUPYHOETE KAl AKOAOUB WG ToV KATAAANAO
0dnyo eyypdoou. MNa mapaderyua amrd v KaptéEAa AAAa ‘Eyypa@a, utropeite va
emAECeTE TOV OdNYO Bioypa@ikoU 2 NuEIWPATOG.
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MOAIG TeEAeiuoouv o1 epwMoelg TTaTHOTE TEAOG. OTaV EPPaVIOTET TO £yypa@O, TO HOVO TTOU
arraitei 7o Word gival va TTANKTpoAoynoeTe 10 1KO 00G KEINEVO O TNV TTEPIOXT TWV
KATAAANAWV TTEdiWV TTOU £XEI ONPIOUPYATEI YIa Aoyapiacud oag.

t.‘) I‘“m( 226 - CV; }\nupl v ahinmou bauA - Microsoft Word
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Anpioupyia Mpotutrou

To Word oag emITpETTEl va dNUIOUPYHOETE €va TTPOTUTTO, TTou Ba BacieTal o€ OTTOI0ONTTOTE
EYYPOQO () TTPOTUTTO). 2T CUVEXEID JTTOPEITE VA XPNOIMOTTOINCETE TO TIPOTUTTO AUTO Yia va
onuIoupyAoeTE GANa Eyypa@a PE Ta D10 YpaPIKA, KEINEVO, HOPPOTTOINOEIS (YPANHATOOEIPd,
oToixion Keinévou, DIACTIXO, TTEPIBWPIA) Kal pubpioelig oeAidw Vv (TTepIBwpIa oeAidag,
TTPOCAVATOAIOUOG OeAiIdWV). To TTPOTUTTO TTOPEXE! TN BACIKK dOUR TOU eyypAQoUu.

Y1rapyxouv U0 TpATTOI YIa va dNUIOUPYNOETE Eva TTPO TUTTO:
MrtropeiTe va dnuIoUpYACETE €va vEO TTPOTUTTO 1) attd TNV apXr / atrd £va UTTApXOV £yypago
N 2) ammod éva uttdpXov TTPOTUTTO.

1°¢ TpoTTOG
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Anpioupyia eyypdagou Baci{opevou o€ UTTApXOV £yypaPo
MrtropeiTe va gekIVAoETE atro éva AN £ToIMO £yyPa@O, TO OTTOI0 KAl Ba ATTOBNKEUCETE WG
apxeio .dot.
EmAEETE QUTOV TOV TPOTTO, AV UTTAPXEI O N KATTOIO £TOINO £YYPAPO CAG, TO OTTOIO TTEPIEXE]
TO HEYOAUTEPO PEPOG TOU KEIMEVOU, TWV OTUA HOP@OTTOINONG KAl puBuicewyv Kal BEAETE va
TO XPNOIMOTTIOINOETE WG «KAPUTTOV» VI TNV AVATTAPAywYr) TTOAW YV AAAWYV OUOEIdW V
EYYPAPWYV 0OG.
1)Avoi¢Te T0 apxeio Tou BEAETE va XPNOIMOTTOINCETE oAV BACN YIA TO TTPOTUTTO.
EtreCepyaoTeite av xpeIdletal TO £yypa@po TPOTTOTTOIWVTAG TO KEIUEVO, TTPOCBETOVTAG
YPOQIKA, TTOU BEAETE va OUUTTEPIAGRBETE GTO TTPOTUTTO..
2)ETAECTE pevoUu Apxeio = Atrofnikeuon wg
3)MAnkTPOAOYOTE £va GVoua VIO TO TTPOTUTTO 0 aG. To Gvopa dev TTPETTEI VO TTEPIEXE]
TOUG XAPOKTAPEG * 1?7 < >“ |
4)Ztnv evoTnTa ATrTo0RKEUON WG TUTTOU, KAVOVTAG KAIK 0TNV avadimmAoupevn Aiota
KaBopioTe 6T BEAETE va ATTOONKEUOETE TO £YYPOPO 0AC WG TTPOTUTTO. AIOAESTE TNV
emAoyr MNpétutro Eyypdeou .dot.

To Word 6a
aTToOnKe Ul TO
TTPOTUTTO 0AG OTO

PAKENO TTPOTUTTA

AmoBnkevon wg

finaBirkzuan ge: | L) Mpdrmuna v @ -3 Q X Ci B - Epvakeia-
E ‘Crwapa MéyeBog  Tonog Hyzpopryvi
S eohormal . dot 1 KB Mpomuno tou Micros...  3/11/2006
ZDDULEGLG A eoduckinn 1 dot: 1 KB Mpomuno tou Micros.,.  22/702010
Hff i Y eofipof . dot 1 KB Mpomuno tou Micros.,.  22/702010
(r ] byl ot 33KE Mpomuno Tou Micros..,  22/7/2010
Sy @Kaumiﬁl ot Z0KE Mpomuno tou Micros... 23702010
epvonie || Bkoucxibat dot Z0KE TMpémuno Tou Micras...  22/7/2010
@mﬂf.dﬂt 455 KB Mpomono Tou Micros... 23702010
Ta Eyypapd pou
O Y nohoyioTg
pou
- h ! ¥
i Crvopn apysiou: To Warld Wide Web Consartium, dok I AnoBrkeuan l
@EIUEIIQ Gimiou AI'IDEﬁKELICIﬂ [iils 1_1;|I'ICIU: paTuUno syypamau (F,dok) [ ‘Bupo ]

5)MNatioTte TNV evioAr] ATTOORKEUON YIO VO ATTOBNKEUCETE TO £YyPaAPO 0AG WG TTPATUTTO.
To rpdéTUTTo B aTToBNKEUTEl OTO PdkeAo: \Documents and Settings\évopa
xpRom\Application Data\ Microsoft \[lpéTutra Kal Ba eviaxOei oTRV KaTnyopia
TPOTUTTWYV MevIKéEG ETIAOYEG. EAV BEAETE TO TTPOTUTTO VO EP@AVICETAI O€ DIAPOPETIKI ATTO
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TNV TTPOETTIAEYUEVN KAPTEAD OTTOONKEUOTE TO OE EEXWPICTO PAKEAO JECA OTO PAKEAO
MpdTuTTa.

3

n

2°¢ Tpo1rOg
Anpioupyia eyypdapou Baci{OpuEVOU O€ UTTAPXOV TTPOTUTTO

1) EmAEETE pevoU Apxeio = Anuioupyia

2)Z10 TTOPABUPO £pyac iV Anuioupyia eyypda@ou TTou Ba eJ@avioTel, €TTINECTE TNV EVIOAR
2710V YITOAOYIO T} MOU.

Oa avoitel o TAaiolo diaAdyou MpoéTUTTA.

Mrtropeite va BaciceTe TO UTTO KATOOKEU ) TTPOTUTTO O€ KATTOIO GAAO £TOIUO TTPOTUTTO .dot N
WiZ KAVOVTaG KAIK 0 TNV KATAAANAN KAPTEAQ KOl 0T CUVEXEIQ va ETTIAECOUNE TO €TIBUUNTO
apxeio. Ztnv evotnta Anuioupyia véou TTPOCEXOUNE va eTTINECOUME MpoTUTTOU.

210 TTOPAdEIYUA pag ETTIAEEAUE TNV KAPTEAQ ETTIOTOAEG Kal @ag KAl TO €TOINO TTPOTUTTO
ouyxpovn €TTIOTOAN .
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I’ MpéTuna oo Micrasaft Office Online ] I [ K l ’ BrUpn ]

KdaveTe KAIK a10 KOUUTTi OK.

To Word Ba avoi¢el To rpoTutro Mpoétutrol. MNapatnpAote 6T N UTTAPa TiTAOU avaypaQel
MpdTutro1 avri yia ‘Eyypago1.

Etriong atrd 10 id10 TACiolo diaAdyou MNpdTUTTa PTTOPEITE va avoiEeTe Eva aTrd Ta TTPOTUTTA
TToU O1a0£TEl N Microsoft oT1o dIKTUOKO TOTTO Tou Office, KAvOovTag KAIK OTO KOUMTTI
Mpoétumra oto Microsoft Office Online.
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WOCHPUUYT] T 0 XPUTERDY eMoTOAT)G, wivee Srehd wAm o¢ autd 10 areidn Mz
ERCTRERITE COY STt xpdpoTomore to pevod *apdfupo”

Teida | Evomma L n Im L2 o3 Ind T WAL T ANT ) ENNmesd
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TENOG aTTOONKEUO TE TO TTPOTUTTO PE TNV EVTOA ATTOB rKeuo N wWG. To TPOTTOTTOINUEVO

TTPOTUTTO Ba aTToBNKEUTEI 0TO PAKeEAD NpdTUTTA.

Orav TpoTToTIOIEITE £Va TTPOTUTTO 01 AAAQYEC TTOU EQapPUOleTe OeV eupavifovTal o Ta

UTTAPXOVTA £yypaga TTou £Xouv dnuioupynBei pe Baon 10 TTPOTUTTO AUTO. Od £TTNPEACTOUV
OVOo Ta VEA £yypaga TTou Ba dnNUIOUPYACETE.

?

MWG UTTOPW Va XPNOILOTTOINCW TO TTPATUTTO TTOU dNPIoUpYyNoqQ;
To Word atmmofnkeuel Ta TTPOTUTTA TTOU dNUIoUPYEITE 0TO QAaKeAo MpdTutra. INa va
XPNO IMOTTOINCETE £va TTIPOTUTTO TOU PAKEAOU aUTOU YIO VO dNUIOUPYACETE VEQ £yypa@pa TTOU
BaoiCovTtal o€ auTd, ApKEi TN OTIYU TG dNUIOUPYIag Tou eyypA@ou va gival ETTIAEYUEVO TO
OXETKO TTPOTUTTO OTNV KAPTEAQ [MEVIKEG ETTIAOYEG. ZTO TTPOTUTTO (£YYPAPO-KAPUTTOV) TTOU
dnuioupyAoaTe, Ba utropeite TTAéOV va BaciceTe OTTOIOOATTOTE VEO £yypaPO 0OG.
Mo ouykekpIpéva:
KdaveTe KAIK aTnVv €vioA ] Anuioupyia Tou pevou Apxeio.
270 TTapABupo epyaciwyVv Anugioupyia eyypdeou, otnv evotnta MpoéTutra, KAvie KAIK oThV
€TMAOYI ZTOV UTTOAOYIO T} HOU.
210 TTaPABupo diaAdyou MpdTutra, TNV KapTEAQ "TEVIKEG ETTIAOYEG" ETTIAEYETE TO TTPOTUTTO
TToU dSNUIOUPYAC ATE.
21NV evoTNTa Anuioupyia véou eTTINEyeTE Eyypdagou.

[MpoTuma
Emiomonée & qpaf FLRO0ELOT] OAAMADYpapia; YooY UaTa
FEvikE] Zihayis BRAA £yypapa Anpometias ExBédeic
[N RN/ EIN] R R (= FRNEN MU L L " —
MAEETPOYIE. .. A |Q| E| E

@_J

kKoukkidal . dok

E

Zlry o)
EMITTOA Y10 ..

E

E

Elnpon EUM PO To World Wide
EMOTOM yIa ... EmaToar.dol Web Consar, .
g 4 9
paf tpaf.dot DOPMA ﬂ””m”pTDVEDU .
spyaciac.dot mine. dot |  OEyypagou () Opominou
[ Mpomuna oo Microsoft Sffice Online ] I (04 l [ Bupo ]

Mpoemakonnan

Moyl L

MatwvTag 1o KoupTri OK gu@aviCeTal To VEO £yypago TToU Baci(eTal 0TO TTPOTUTTO TTOU JOAIG

ONUIOUPYNOAE.
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P4
MTtropw va dnuioupyrnow £va TTPOTUTTO JE TO AOYOTUTTO TNG ETAIPEIOS POU;
Nai. Av TTpocB€0eTe TO AOYOTUTTO TNG ETAIPEIAG 0AG OTO £YYPAPO, TTOU XPNO INOTTOIEITAI WG
Bdaon yia 10 TTPOTUTTO, To AoyOTUTTO Ba eP@avileTal o€ OAa Ta £yypaga TTou Ba BacifovTal
OTO TTPOTUTTO AUTO.
H diadikacia yia Tnv TpocBrkn Tou eTaIpIKOU AoyOTUTTOU Eival idia e eKEiv yia TNV
TTPOOBNKN OTTOIA0BATTOTE AAANG EIKOVAG O€ £va £yypago.

Mia @opua tou Word dev gival Titrota GAAo atrd £va atTAd €yypagPo TO OTTOI0 TTEPIEXEI

edia popuwyv (form fields 6TTwg Aéyovtal oTnv opoAoyia TG Microsoft), Ta otToia

XPNO IJOTTOIOUVTAI VIO VA UTTOPOUUE VA 0 UAAEYOUUE TTANPOQOpPIEG aTTd TOUG XPHOTES. Ta

eI POPUWV Eival TPILV KATNYOPIWV:

1) Media sicaywyng keipévou (text form field), ota omoia o0 xpAoTNG MPTTOPEl Vva
TTANKTPOAOYAOEI OTTOIOONTTOTE KEIMEVO TT.X TO OVOa Tou, TNV diEUBuvon Tou K.A.TT

2) NMAaioia eAéyxou (check boxes form field), Ta omoia divouv Tnv duvaTtdTNTa OTOUG
XPNOTEG va €TTINEYOUV (UAPKAPOUV) TTOANATTAG O ToIXEia pIag AioTag ETTIAOYWV

3) AvadirrAoupeveg Aioteg (Drop-Down form field), divouv kai autd Tnv duvatoTnTa
OTOUG XPNOTEG va £TTIAEYOUV Eva ) TTEPICOOTEPA O TOIXEia aTTd pia AioTa. ‘Exouv v idia
AEITOUPYIKOTNTA PE TA TTAQIO IO EAEYYXOU UG VO TTOU EP@AvICoVTal E DINPOPETIKO TPATTO
TTavw o710 €yypago. To idlo To Word o1npilete o€ avadITTAOUPEVEG NIOTEG TT.X KABE Ia

atrod TIG EVIOAEG TTOU BpiokovTal TTédvw oTnv menu bar gival rapddeiypa avadmmrAolpevng
AioTog

Avolyua TTpOoTUTTWY 1Tl TO Internet

MrtropeiTe va dNUIOUPYACETE PIa @OPUa EEKIVOVTAG aTTO £va UTTOOEIYUA TTPOTUTTOU.
Y1rdpxouv apkeTa d1abéoipa otnv totroBecia Microsoft Office Online. Kavovtag kKAIK otov
TITAO TOU TTPOTUTTOU TTOU 0OG EVOIA@EPEI KAl OTN VEQ o€Aida TTou Ba ePPaVIOTET TTATACTE TO
kKoupTri Afyn. Autéuata 1o Word Ba dnuioupynoel €va véo £yypago Pe BAon 1o TTPOTUTTO
auTd. MTTopeiTe va atroBnkeUoETE TO £yypago eTTIAéyovTag Apxeio = AtToBnkeuon wg...
Mo va 10 atroBnKeUoETE WG TIPOTUTTO Kal OXI WG aTTAG £yypago €TTIAEETE Apxeio =
ATT00nKeUo N WG... Kal oTn ouvéxela MpéTutro eyypd@ou armd Tnv avadimmAoUupevn AioTa
ATtT00rKeuon w¢ TUTToU: To TTPOTUTTO Ba aTToBNKeUTEI 0TO PAKEANO: \Documents and
Settings\évopa xpnom\Application Data\ Microsoft \lMpéTutra kail Ba eviaxdei onv
Katnyopia poTUTTWYV Mevikég ETIAOYEG.

MapdAAnAa oTo Bei uépog Tou TTapabUupou Tou I0TOTOTTOU divoVvTal AETTTO JEPEIG OONYiES
YIO TNV TTEPAITEPW ETTECEPYATIA TWV OTOIKEIWV TTOU aTTAPTICOUV TN @OPUaA
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MopokdTw @aivovtal duo TTPOTUTTA POpUaG: Pdpua agloAdynong uTrowneIdTNTOG Yia B€on
ka1 Pépua aiTnoNng armmouaiag, TToU PTTOPEITE va KaTeRAoeTe atrd T0. AQOU EVTOTTIOETE TO
TIPOTUTTO TTOU OOG EVOIAPEPEL, KAVETE KAIK OTOV TITAO TOU. 2TN VEa O€gAida TTou Ba eppavioTei
KAVETE KAIK 0TO KOUMTTI Apeon Afwn. Autopata 1o Word Ba dnuioupyAoel £va VEO Eyypago
ME BAon To TTPOTUTTO. MTTOPEITE VO ATTOONKEUOETE TO £YYPOPO

MTTOpEiTE VO Ta ETTECEPY QO TEITE TTEPAITEPW KAI VO TA ATTOBNKEUOETE WG TTPOTUTTA VIO VO
BacioeTe TN dnuIOUPYIa VEWV NAEKTPOVIKW V OP WYV TTAVW C€ aUTA Ta UTTOOE iyuaTa ) va Ta

ATTOBNKEUCETE WG EyypaPal.
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ZUPTTANPWVOVTAG POPHES

O1 6pueg 010 Word eival T000 BOAIKES TTOU ETTITPETTOUV GTOV XPHO TN VO CUUTTANPWVEI JIa
@Opua elocdyovTag dedopéva o€ aUTAV NAEKTPOVIKA, META va TNV owdel oTo OIOKO TOU, va TNV
OTEAVEI PE €va e-mail 1 va TNV TUTTW VEl OTO XaPTi.

MNa va guPTTANPWOETE pIa @OpPa TTou KaTeBdcaTe yia TTapddeyua ammd 1o WEB utropeite va
OKOAOUBNOETE €V YEVEI TA €EAC ATTAG BruaTa:

1. Apxik& avoi¢Te TNV QOP A TTOU ETTIBUUEITE VA CUPTTANPWOETE
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2. Mrtropeite XpNOIMOTTOINOTE TO TTOVTIKI 1] TO TTANKTPOAOGYIO YIA VA CUPTTIANPWOETE Ta TTEDIO
™G @opUag
MNa kivnon oTo eTTOPEVo TTEdi0 Tab

Na Kivnon oo Tponyouuevo TTedio Shift + Tab

Na  ougtmmAfpwon  avadimAoupevng | Alt + Arrow
AioTag

3. 210 TEAOG, avAaloya pE TIG aVAYKEG 0aG OWAETE | TUTTWVETE TNV QOPPA PE T OTOIXEIX
TTOU POAIG dWOATE.

AkoAoubei Eva TTapddely ya @OPHAG, TTOU UTTOPEITE VO CUPTTANPWOETE NAEKTPOVIKA KAl G TN

OUVEXEID VA ATTOOTEINETE HEOW NAEKTPOVIKOU TaXUDPO UEIOU.

ApaotnpidéTnTa

EvTotrioTe T0 ak6AouBo TTpdTUTTO POPPOG OTo BIKTUOKS TOTTO TNG Microsoft kai
a1TOBNKEUO TE TO OTO PAKEAO NpdTUTTA (ETTOPE VWG B EVIOXBOEI OTNV KATNyopia TTPpoTUTTW YV
evikég ETTIAOYEG), yia va BaoiceTe VEEG POPUES TTOU Ba O UPTTANPWOETE NAEKTPOVIKA Kal Ba
XPEIOOTEITE YIO JEANOVTIKN XpHoN.

doépua aitnong atmouaiag

Aitnon amoucoiag

MAnpogopicg atrouciag

Owopa uttaAARAou:

ApiBu6s utTaAARAou: TuAua:

AlguBuvTAG:

TUTr0G aiTnong atrouaiag:

Adeia dveu
0 AcBéveia [ Adela [ Mévbog [ aTTod0X WV
2TPATIWTIKA AIKaoTIKA
] UTTOX PEWO N [ UTTOX PEWO N [ MntpotnTa/MatpdétnTa [ AAAoO
Huépeg atmmouoiag: ATo: ‘Ewg:

N\bGyog atrouaiag:

Or aithoeig armrouadiag, e e€aipean tnv adeia acBéveiag, Ba pérrel va utrofdAAovral TouAdyiaTov dUo NuUéEPES TTPIV
armro TNV TPWTN NUEPA armouaiag.

YTtroypagn uttaAAfAou Hue popnvia
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‘Eykpion S1eubuvTi

n Eykpibnke
n ATtroppipBnke

2xOANia:

YTmoypa@r Oieubuvrn Hue pounvia

TENOG uTTOPEITE PE ATTAG BAPATA VO dNUIOUPYHOETE Eva TIPOTUTTO WIS ATTANG OIKNAG 0ag

pOpHaG.

MNa va @Tidxvete POpues ato Word xpeldleaTe TNV EPYAAEIOOAKN QOPUWV:

(uevou MpoBoAn, evioAn Mpaupés EpyaAciwy, emTINéyeTe POPUES ) OTO XWPO

OTTOI0OONTTOTE EPYAAEIOBNKNG TTATACTE OELI TTANKTPO TOU TTOVTIKIOU, OTTOTE £UQPAVICETAI UIa

ANioTa pe TG S100€01uEG EpYANEIOBNKES Kl ETTINEY ETE DOPHES).

Ev yével katad TNV dnuioupyia piag opuag JTTOpo U E va akoAouBrioouue Tpia oTadia.

1. Anuioupyia @opuacg, Pe KATAANAEG €TTIKEQAAIDES (TTPOTPOTTEG) KAl OWOTA ETTIAEYNEVA
Tedia POPUWV.

2. lpooracia @opuag WoTe 0 TEAIKOG XpAOTNG VA UTTOPEI va CUPTTANPWVEI JOVO Tn GOpua
Qixwg va £xel TNV duvatoTNTa va AAAAEEl TNV HOP @) TNG.

3. Amobrkeuon uiag @oplac.

1) Avoi¢Te T0 pevou Apxeio

2) EmAEETE TNV evioA} Anpioupyia. 2710 TTapdBupo epyaciwv Anuioupyia eyypdagou TTou
Ba eppavioTei, €TTIAEGTE ZTOV YTTOAOYIOTI) HOU.

Oa avoigel o TAaiolo diaAdyou MpdTUTTA.

3) 0¢edi KAIK o€ pia epyaA€ioBnikn kai eTTIAéyeTE DOPHEG.

ab| ~ [-H 4 O EEfE| 2 s

4) MNMAnKTPOAOYROTE T OTOBEPA CTOIXEIO TOU EYYPAPOU OAG.
5)Z1a onueia TTou BEAETE va eI0AyETE Ta JETABANTA O TOIXEID AKOAOUBACTE Ta €ENG BAMATA:

16
Kartepiva @IAiTrTTou Msc MovTéAa H/Y 2nueiwoelg yia IN.EM. 2010



% ATIO TNV epYOAEIOBNAKN QOPHUWYV ETTINEETE TO KOUMTTI abl , ONA. 10 TTpwTO TTEdiO: «[MEdio
POPHAG KeINEVOU» MTTOPEITE yia TTapAdelyua va QTIAEETE pia aTTAR @Op A TTOU Va
TIPOTPETTEI TOUG XPAHOTEG VO CUPTTANPWOOUV TO OVOUA Kal TO ETTIBETO TOUG, £va TETOIO
TTAPAdEIVU A PAIVETE TTAPAKATW

Ovopio:

ExiBeto:

s KAavte KAIK PJE TO TTOVTIKI 0OG TTAVW OTO TTEQIO POPMAG KEIUEVOU KAl TTATHOTE TO TETAPTO

KOUMTTI o110 TNV £pyaA€Iodnkn @opuwyv Tou Word «eTTIAoYEG TTAQIoiou pépuag» = yia
VO pUBUICETE TIG IBIOTNTEG TOU TTEDIOU AUTOU KAl O UYKEKPIYEVA:
» 270 «[MpoetTIAeyuévo Keipevoy utropeite va BAAETE Tov TiITAO TOU TTEdIOU
» 270 «UEYIOTO MNAKOG» JTTOPEITE va YPAWETE TO MPEYIOTO TTARBOG
XOPOKTAPWY Tou TTediou, WOTE VO PNV EMTPEYETE OTO XPROTn va
YPAWE! TTEPICOOTEPO UG XA PAKTHPEG.
% B6)AQoU TeAciwoeTe TNV TTapatrdvw Oladikaoia TTATHOTE To TEAEUTAIO €IKOVIDIO TNG
EPYAAEIOBNAKNG «TTPOCTACIO POPHAGH ) YIO VO PNV PTTOPEI 0 XPHOTNG VA TPOTTOTTOINOEI
Ta OTABEPA KOUUATIA TOU TTPOTUTTOU 0dg. H €pyaA€IoBKkn ATTEVEPYOTTOIEITAI KOl N
POpMa TTAEOV gival TTPOC TATEUNEVN

7)atroBnkevete 10 TTPOTUTTO O0ag HE TNV €VIOAR ATToBrikeuon w¢ Tou Pevou Apxeio Kal
OnNAWVETE TO Gvoua Tou TTPOTUTTOU OOG TT.X. POppa.dot.

Av BeAoeTe va ONMPIOUPYACETE MIa @Opua PBaoiopévn o010 TIPOTUTTO QPOPUAG TTOU
dnMIoUpyACATE TTPONYO UPEVWG:

KdaveTte KAIK 0TnV €vioA) Anpioupyia Tou pevou Apxeio.

210 TTaPABupo epyaciwVv Anuioupyia eyypdeou, otnv evotnta Mpoétutra, KAvTe KAIK aThV
ETTIAOYH ZTOV UTTOAOYIOC T} MOU.

210 TTaPABupo d1aAdyou MpoTuTtra, TNV KAPTEAQ "TEVIKEG ETTIAOYEG™ ETTINEYETE TO TTPOTUTTO
NG @OPPOAG TTOU dnuIoUpyRoaTE
21NV evoTnTa Anpioupyia véou etTIAéyeTe Eyypdgou

2TN OUVEXEIQ OUUTTANPW VETE HOVO Ta TTEdia TTOU €ival EEKAEIdWTA KAl Ta OTTOia €ival Kal
METOBANTA. ATTOBNKEUETE TO £YYPAPO.
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