2epivapio Microsoft Office Outlook
AouAil Mapia

OUTLOOK

Mag divel Tnv duvatotnTa va OTEAVOUME 1 va AQUPBAVOUPE pnvUuuata Kal

apxeia xwpig Katd avaykn va gipaoTe ouvoedeuévol oTo AladikTuo.

Me 1o Outlook Express utropoupe, €1miong:

v

Na ypdywoupe Kal va oTeiAoUpdE unvupara

Na ETTOUVAYOUHE OTO WAVUPA POG apxeia — Eyypaga TToU €XOUUE
onuIoupynoel e KATTOI0 AGAAO  TTPOYpaupa 1 va oTeiloupe  pia
I0TO0€ANIDA, EIKOVEG KAl AAANa apxeEia.

Na AdBoupe kai va diaBdcoupe unvupaTa

Na aTravTioouE ) va TTpowBrRoouue unviuaTa

Na Ttnpouue BiBAio AicuBuvoewv(Address Book) pe NAEKTPOVIKEG

dieubuvoelg
Na avalntioouue(On-Line) kai va Ppouue Tnv e-mail diguBuvon
KATTOIOU TTPOCWTTOU, £TAIPEIOG KATT. OTO Internet, péoa atrd kataAdyoug

TTOU TNPOUV OXETIKA OTOIXEIQ.

Ekkivnon Tou Microsoft Office Outlook

H ekkivnon Tou Outlook yiverai:

Start(Evapén) — Programs([poypdppata)->Microsoft Office -
>Microsoft Office Outlook.

'H utropoupue atrd 10 €Ikovidio Tng auvtopeuong Outlook Express

TTOU UTTAPXEI OTNV £MIQAVEIQ EPYATIAG.
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To kupiwc TTapdBupo Tou Outlook Express

210 KUplo TTapdBupo Tou Outlook Express atroteAcital atrd TNV YPAPUn TITAOU,

TNV YPOUMN TWV PEVOU, TNV YPAPUNA EPYOAEiWV KAl TRV YPAUUT KATAOTAONG.

H ypapuni Twv pevou TTepIEXEl Ta EAG:

» File(Apxeio)

» Edit(Emregepyaaoia)

» View

» Go

» Tools

» Synchronize(Compose)
» Actions

» Help

Mapatnpouue Kal TNV YPOUMN TWV €PYAALiwv TTOU aTTOTEAOUVTAl ATTO TO

gIkovidla:

v New (Compose Message) TapdBbupo atmmocToArg unvUuaTod.

v EIkovidlo TnG ekTUTTWONG

v Send and Receive (AmooToAn kai Afyn) Tapdbupo OAwvV Twv [n-

ATTEOTAAPEVWV PINVUPATWY KAl OUYXPOVWGS AW VEWV UNVUPATWV.

v Find
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Eikovidio Tou BiAiou dieuBuvoewyv. Avoiyel To TTapdBupo pe TIG e-mail

dleubuvoselg.

Synchronize now avoiyouhe TNV OUVOECN- QTTEVEPYOTTOIOUME TNV

ouvodeon.

Kal Ta uttéAoitra eikovidla TTou gugavifovral avaloya Pe tnv €kdoon

TOU OUYKEKPIPEVOU TTPOYPAUMATOG.

AploTepd Eikovidia

®
®

Inbox (Eioepyxdueva) =atroBrikeuon OAwY Twv EICEPXOPEVWV

Outbox (E&epxOueva) =atmmoBrikeuon TwV WNVUPATWY TTOU  €ival
£TOIUA VIO ATTOOTOAN.

Sent Iltems (AmeoTtaApéva) =@uUAGOOOVTOI  QvTiypaga  Twv

MNVUUATWY TTOU €XOUV ATTOOTOAEI.

Deleted item (Alaypappéva) =atrobrnkeuon Twv diaypapuEVWV(KAdog
AVOKUKAWONG)

Drafts ([Mpdxeipa) =@uAdocovtal pnvOPaTta TToU OV €XOUME
OAOKANpWOElL.

@ New Groups (Opadeg Néwv/ZuZATnong) =avtaAAayr NAEKTPOVIKWY

MNVUPATWY PE OPAdES XpNOTWV Yia did@opa BEuara.

Ag&id Eikovidia.

-

>

-

Read Mail (Avayvwon AAAnAoypoa@iag) =TTapdbupo pE €I0EPXOMEVA
pMnvouara.
Read News (Avayvwaon) =1TapdBupo WE TIG OJAdES VEWV.

Compose a Message (ZuvBeon/Anuioupyia MnvupaTog) =cuvtagn

VEOU UNVUNOTOG.

> Address Book (BIBAio AicuBUvoewv) =RIBAio pe TIG e-mail dieubuvoelc.
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» Download All

(Awn  OAwv)

NAEKTPOVIKO Taxudpoueio atrd Tov server.

=kaTéacua OTO0 OUCTNUO MHOG TO

» Find People (Avalntnon Atopwyv) =avalntoUue Tnv e-mail dielBuvon

ME TTpoypduuata avaliAtnong YECW TOU TTPAYMATIKOU OVOUOTOG €VOG

TTPOCWTTOU.

Baoikéc AsiTtoupyiec — 2UvTaén (ko ATTooToAR) VEOU UNVUUATOC.

EmAéyoupe :

H Amd 10 pevou EpyaAkcia
Néo Mrivuua.

AN\nAoypagia kal >ulnTroeElg

H 'H moTtwvrag 1o €ikovidio Anuioupyio/ZuvBeon kar emAéyoupe NEo

Mrvupa.
Aoknon
Na ypagouUv Ta TTapakdaTw ovopaTta ato BiBAio Aleubuvoswy.
EmiBeTo Ovopua TnAépwvo | Kivnto AiebBuvon e-mail
Oikiag TNAEQWVO KaTtoikiag
MatraddtmouAog | AxIAEag | 210- 69.77.56.45.45 | KopdeAiou 7 | papax@yahoo.gr
5678346 Matiola
Karoapou Mapia 210- 69.37.04.54.34 | Nifada 45
5678882 N.HpdkAgio
2.apoAdyog MixaAng | 210- 69.44.56.67.87 | [MAatTOUTO sarmix.yahoo.com
3434217 67 MNMAdka
MeTpidou MoAu&évn | 210- 69.45.45.32.12. | EAAnotrévTou | perridoupol@yahoo.gr
6645310 |69.34.56.78.89 | 7 Knoioia
douvtoukidou | Avta 210- 69.77.23.44.67 | Kiooa 78 | founta@hotmail.com
9967835 HAloUTT0AN

Ta BApaTa TTou akoAouBouE gival Ta €ENG:

®» EmAéyoupe Tools(EpyaAeia)

AleuBuvoewv)

Kal

Address Book(BiBAio

oTnV  OUVEXEId TTaTAYE TO

KOUUTTi  VEa

eioaywyn(New Entry) kai emmAéyoupe Néa Etragr)(New Contact).
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®» 'H Ba pymmopoUcaue ATIO TNV YPAUUI SIEUBUVOEWY VA TTATHOOUNE TO

kouutri [BiBAio  A/voswv kai va emAé€oupe Néa Emragri(New
Contact).

2TNV OUVEXEIQ KATAOXWPEOUUE OTIG KAPTEAEG TA OVOPATA KAl TIG UTTOAOITTEG
TTANPOPOPIES TTOU £XOUME YIa QUTA TA ATOUA.

MOAIG TEAEILWOOUNE PE TO TTPWTO dvoua TTaTdue Save and Close (AtToBrikeuon
kal KAgioluo) kal ouveyiCoupe pe Tnv idia diadikaoia PEXP! va KaTaxwpnBouv

OAa T ovopaTa JE Ta e-mail.

Mapddeiyua

Na ypogei TO Keiyevo TTOU OKOAOUBEl yia va ammooTaoAei OTOV  KUPIO
Matradoétrouho kal oTnv kKupia Pouvtoukidou pe BEua ZUPTTANPWUATIKES

ONMEIWOEIG.

MNapartnpnoeic oTNV KWOIKOTTIoINON TWV UETABANTWV.

NEyovTag KWOIKOTTOINGN, €VVOOUME TNV QAVTIOTOIXNON KWOIKWY, 0E OAEG TIG
moavég TINEG piag peTaBANTAG. O Kwdlkoi gival ouvBwg aplBuoi(numeric
variables) aA\& pmopei va €ivar kal  xapaktipeg(string/ alphanumeric
variables). BéBaia oe pia €peuva, eivar duvatd va TTPokUWouv Ki GAANG
MOPPNAG METABANTES OTTWG PETAPBANTES NUEpounviag(date variables) kal Aoyikég
peTapAnTég(logical variables). OAa Ta ouUyxpova AOYIOPIKG TTAPEXOUV TN

duvatoTnTa ETTECEPYATiag TETOIOU €iOOUC PETARANTWV.
A@ouU ypayoupue TO Keipevo TTataue 10 TTANKTPO Mpog(To) Kal ETTIAEYyOUPE Ta
dUOo autd ovouata . Av BEAOUNE va KOIVOTTOINOOUUE TO PAVUHA KAl O€ KATTOIOV

TPITO ETTIAEYOUUE TO OVOMQ KOl AVTIOTOIXO CUMTTANPWYOUNE Ta TTEdia KaBwg Kal

10 T1Edi0 16. Koiv.(Bcce).

Mapddeiyua

Oa emouvAaYou e £va apxeio atmd Tnv emQAvEIa Epyaciag.
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®» Ac avoi¢oupe To Word kal va ypdyouue To akdAouBo Keiuevo:

To TmapdBupo dnuioupyiag VEOU pNVUUATOG EPQAVICETAl TTATWVTAG TO
avTioTOIXO TTIAAKTPO TNG YPOAMMNG €pYaAciwv Tou TrapaBupou TTou NndN
eCeT@oape. MTTopoUue €TTioONG, va €VEPYOTTOINOOUNE TO TTPoOypaupa HT, yia
TNV dnpioupyia Kal atTooTOAR VEOU PNVUPATOG KAl ATTO TNV YPOUML EPYOAEiwV
Tou Internet Explorer kavovtag KAk 01O €Ikovidlo AAnAoypagia kal atrd 10
eM@aviCopevo pevou emmAéyoupue Néo Mnrvupa, 4 amd 10 pevou Epyaleia

emAEyoupe AAANAoypagia kal ZulnTAOEIG Kal KAIK 0TO VEO HAVUUA.

®» To amoBnkeUoupe TO apxeio oTnv em@Aveld epyaciac pe 1o Ovoud

Baoikég AeiIToupyieg.

B 3TNV CUVEXEID TTOTAMUE TO £IKOVIdIO Anuioupyia/ZuvOeon Kal TAEyoUpE

Néo MAivupa.

®» [latdue TO £IKOVIdIO TOU CUVOETAPA TTOU gival yia TNV TICUvVAYN KEIPEVOU
N avrikelyévou. ETmAéyoupe apxeio kalr amdé 1O TTAPAGBupo  TTOU
eM@aviceTal €TTIAEYOUNE KATAPXNV TNV €TMQAVEIA €pyaciag Kal amd Ta

apXeia TTou UTTAPXOUV QUTO TTOU £XOUME ONUIOUPYNOEL.
®» EmAéyoude TTOPOAATITN 1 TTOPOAATITES, KABWG, Kal av BéAoupe va
KolvoTroinOei o€ KATToIoV 1] KATTOIOUG KOl CUMTTANPWVOUNE OTo B€ua

evnuépwaon pubuicewyv e-mail.

MNapddeiyua

Emouvawn uttoypa®nc.

MNa va OnUIOUPYACOUMPE MIa  UTTOYyPa®ry TNV OTIoid  PTTOPOUME VO
XPNOIUOTTOIOUUE KAl VA TNV EI0AYOUNE AQUTOUOTA OTA PNVUUATA 0AG Xwpig va

TTANKTPOAOYOUHE KABE Popd TO iBIO TTEPIEXOUEVO.

A1 10 TTapdBupo Tou Outlook eTTIAEyOUE:
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@ To pevou Epyakeia (Tools) kol €mmAéyoupe TNV €VIOAR

EmAoyég(Options)

@ EmAéyoupe Tnv  kKapTéha Mopory  AAAnAoypagiag(Mail Format)
[Yroypagéc  (Signatures)] kai KAk o010  Kouptri  New  kai
TTANKTPpOoAoyouue oTo Tredio Emreéepyaaia utroypaerg(Edit Signature)to
Keipevo TTou BéAoupe va epgavieTal, TNV UTTOYPAPAS MAG, iICwG Kal TNV

10160TNTA Uag.

Av BéAoupe va g10dyoue auTOuaTa TNV UTTOYPAQr) NOg o€ OAa Ta e¢epxOuEVa
MNVUMOTA pag 10Te Ba emAégoupe To TTAQicIo [MpooBrikn uttoypa@wy o€ OAa
Ta €gepyxopeva pnvupata(Add Signatures to all outgoing messages) kai KAIK
oTto OK.

Av BéANoupe va gp@avilete n uTTOyPAPA PAG MOVO € KATTOIO PNVUUATA Kol OXI
oe OAa TOTE Oammd TO pMevou Elocaywyr(lnsert) Tou Trapabupou New

Mail/Message TTIAEyoupe TNV €VTOAN Signatures.

KaBopiouoc Emridovwyv XeipiopoU MnVUUATWYV.

MTtropoUpe va KaBopiooupe €TTIAOYEC YIO TOV XEIPIOPO TWV PNVUPATWY HOG.
TN @OPUa TOU PNVUPATOG, ETTIAEyoupE TO pevou EpyaAcia(Tools) kal Tratdue
TNV €mAoyr Options(ETTIAOYEG) yia va TTPOCTTEAGCOUE TIG ETTIAOYEG XEIPIOHOU

MNVUPATWYV OTTWG:

®» SmoudaidtnTa: TOTTOBETEl hio oNUaia GTO PAVUMA N OTTOIO YVWOTOTTOIE

OTOV TTAPOANTITN TO TG00 oTToUdAiO Eival.

®» BaOuog Ao@dAciag: TommoBetei onuaia n oTroia yVWOTOTIOIEl OTOV
TTAPOANTITN TTOO0 EUTTIOTEUTIKO €ival. KAIK oTnv €TmAoyr] Kavoviko,

MpoowTrikd, 181WTIKG 1 EPTMOoTEUTIKOS.
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®» EmAoyéc wneogopiag: XpnolgoTroioUvTal yia TNV  OUYKEVTPWON
YVWHWYV atré Toug TapaAqTTes. Eival diaBéoiun poévo otn diaudppwaon

Etaipeia 1 Oudda Epyaciag.

®» AmooToAr] Amaviioswv oe: KoBopilouye To dtodo TO OT0i0 Ba

OUAAEEEN TIG QTTAVTHOEIG TTPOG TO PAVUUA UaG.

®» AmoOnkeuon Mnviuatog oe @AkeAo: YTTOdelkvUel O€ TTOIOV (QAKEAO

B€Aoupe va attoBnkevovTal Ta PNVUUATA TTOU OTEAVOULE.

®» [Mapadoon oI TpIv a1rd: Eutrodicel Tnv Tapddoon Tou PnvouaTog Tpiv

aT1ré TNV NUEPOMNVia TTou KaBopi{oUE.

®» AAgn deTd: Mapkdpel TO PAvUPa cav  PN-Ol0BécINo  PETA TNV

nUEPonvia Tou KaBopifoupe.

®» EmAoyég TTapakoAoUBnong unvuyaTtog: Mag €idoTrolei 6Tav To PYAvVUPQ

TTapadideTal kai/f dlaBaleTal.

B Ema@éc: Xpnolgotrolgital yia Tnv diaclvdeon autoU Tou NVUPATOC
€101, WOTE va eP@avidetal otTnv KapTéAa ApacTtnpidtnteg pIag R
TTEPICCOTEPWYV ETTAPWIV.

®» Katnyopicg: AvtioToixiCoupe av BEAOUNE TO HVUPA O€ JIO KATNyopia.

Aoknon

MNpooBnkn loTtoosAidac- Eikdvac og yRvuua

Aoknon nuePoAdyio.

Aoknon Pe TTPOTUTTO.



