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Mivakag TrepIEXONEV WV

‘Eva TToAU duvaTto gpyaAeio Tou Word gival n dnuioupyia TTivaka TrepleXopévwy. ‘Evag
TTVOKOG TTEPIEXOMEVWYV Eival PIa AiOTa JE TIG ETTIKEPAAIDES EVOG EyYPAPOU, TTOU OAG TTAPEXEI
MIO O UVOTTTIKI TTEQIYPAPI KOl CUVTONN ETTIOKOTTNON TwV BACIKWYV BgPdTw Vv TTOU avaAuovTal
EKTEVWG O€ €va £yypago OTTWG BIBAIo, eyxelpidlo xpAong, TTEPIOdIKG. MapdAo TTou n
OUYKEKPIPEVN duvaTd TNTA ATTAITEITAI CUVOWG o€ TTOAUTEANIDA Eyypa®a Kal OEV
XPNOIMOTTOIEITAI O€ ATTAQ KEIPEVQ, gival IBIAITEPA XPROIUN KOBWGS PETA O€ Aiya DEUTEPOAETTTA
MTTOPEI va dNUIoupyNOEi £vag TTIVOKAG TTEPIEXOPEVWV, O OTTOI0G Ba aTTAITOUCE KOTTIOO TIK
OOUAEIA YIO va YiVEl XEIpoKivnTa.

To Microsoft Word ouptrepIAauBavel oTov TTivoKa TTEPIEXO HEVWY OAQ TA KEIMEVA KAl
TA YPAPIKA TTOU £XOUV JOPQPOTTOINOE e Ta AKOAOUB A OTUA: EVOWHATWHEVA OTUA
ETTIKEQOAIOWYV, OTUA Ta OTTOIO TTEPIEXOUV HOPQPEG ETTITTEDOU d1IAPOPWONG 1 TTPOCAPHOC U EVA
OTUA, T OTTOIQ €XETE OPIOEI EOEIG.

Mo va dnuIoUpYHOETE Evav TTIVOKA TTEPIEXOMEVW V UTTOPEITE va ETTINEEETE Evav ATTO
Toug akOAoUBo UG TPOTTOUG:

a) Va XPNOIUOTTIOINOETE TA EVOWMPATWHEVA OTUA ETTIKEPOAIOW V

b) va XpNOIMOTTOINCETE TIG EVOWNATWHEVEG HOPQPES ETTITTEOW V BI1GPBPwWONg

C) va XpnoIYOTToINCETE TN OIKI) 0OG HopPoTToinan, va dnuioupyAoeTe Ta dIK& 0ag OTUA /va
TPOTTOTTOINCETE UTTAPXOVTA OTUA KQI VA EQOAPPOCETE TO TTPOCAPHOCHEVA OTUA O TG
ETTIKEQOAIOES (KaBopileTe TIC pUBUICEIC OTUA TTOU BEAETE Va XpNOIKMOTTOIoUVTAl OTTO TO
Word oTn dnuioupyia evog TTivaka TTEPIEXOUEVW V, dNAW VOVTAG TO KABE OTUA TTOU
onuioupyeite, Trolo ETiredo lNMivaka Mepiexopévw v Ba avTmTpoowITTEUEL) .

d) pe eiocaywyn Tediwv {TC} Tivaka TTEPIEXOMEVW YV TTOU ETTICNUAIVETE OI idIol1. IMa Tn XprRon
TTPOCBETW V ETTIAOYWYV YIA TNV TTPOCAPUOY TOU TTiVAKA TTEPIEXOMEVW V, JTTOPEITE VO
xpnoiyotroifoete edia. MNa mapddely ua, YTTOPEITE va XpNOoIJOTTOINCETE TTEdIA
KATAXWPHOEWYV, VIO VO TTAPOAEiYeTE aplBPo UG oeAidw Vv aTrd éva PEPOG Tou TTivaka
TTEPIEXOMEVWIV I VIO VA TTPOCOECETE XEIPOKIVNTA KATTOIOUG TITAOUG ME O VWHEVW V
TTOPAYPAPWYV, TTOU ETTIOUUEITE VO EVOWNATWOETE OTOV TTIVAKA TTEPIEXOMEVW V KOI TOUG
OTTOIOUG OEV EXETE IOWG HOPPOTTOINOEI JE KATTOIO O TUA ETTIKEPOAIDAS. AUTO £VOEXOMEVWG
VO TO XPEIACECTE OE TTAPAYPAPOUG, TTOU EVW) TIG BEWPEITE XPATIPEG OEV ATTOTEAOUV
EeEXWPIOTA eVOTNTA 1 KEQAAQIO.

a) MNa va dnUIoupyROoETE TOV Trivaka TTEPIEXOMEVWY Tou Word XpnoIJOTTOIWVTAG TA
EVOWMNATWHEVA OTUA ETTIKEQAAIOWYV.

1) MeTa@EpeTe TOV KEPOOPA OTO CNUEIO TOU EYYPAPOU, OTTOU BEAETE VO TOV EICAYETE (TT.X.
oT0 TEAOG TOU £YYPA@OU 0aG)

2) EmAéETE ElcaywyR = Avagopd=>Eupempia Kal Tivakeg. Ep@avi(etal 1o OJwWVUUO
TTAQicI0 OIOAGYOU TTOU AKOAOUBEI.
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EupeTnpia Kal mivakeg

Eupesmmo | Mivakog nzpisgopsyviy | Mivakae sy

MpoErmsonnan K TunwoT|; Nposrmmdnnaorn Web
Emkepasion 1. ... 11 |ETTkepaiidg 1 A
Emkegpasion 2. 3 Etnkegpahido 2
Emkeporidn 3 5 ETTIKEpOAIGD 3
Emkegpanidad 7 ETTikeqahido 4
EW|KE(PO:M'§IO: o 10 ETTikeq@oAidg
Eﬂf’?i@ﬁﬁ-lg 3 ETTke@aiide 6 3

Eppavior) apiBunarg ashidoy: ¥prion ungp-ouy Aoy av Tl yia apipodg
, . , TERIO0;
Apiunan gskitoy GeEid
Qoo aomaoBEm: L. w
v
Mopipeg: And To npdTuno |8 | Epgdvian sningdo: |7 E

EppdvIan YRauunis sk haomern [Enl}wwi'c--- ] [ Tponanainar. .. ]
Ak pImEr
Dy Tl -
Moy TEpha [ ok ] [ Atupo ]
Tunikr

3) MeTaBeite otnv KapTéAa Mivakag repiexopévwy Kai OK.
To Tpéypaupa dnUIoUPYE TOV TTiVOKO TTEPIEXONEVW YV PE BAON TO KEIPEVO, TTOU EXETE 1O N
HMOP@OTTOINCEl HE KATTOIO ATTO Ta TPia TTITTEd A TOU OTUA ETTIKEQOAiIdQ 1,2 KOl ETTIKEQAAiDO3
(To Word Bupi¢oupe 6 d108£T1e1 9 TTITTED A EVOWUATWHEVW V ETTIKEQAAIdW V). AUTO O nuaivel
OTIav o€ KATToIa ETTIKEQPOAiIDA dwoeTe AANO OTUA auTr) dev Ba CUPTTEPIANPOEI OTOV TTivaKa
TTEPIEXO MEVWV. UTTOPEITE VO AUEACETE TOV APIBUO ETTITEDWYV ETTIKEPAAIdWYV TTOU Ba
oupTtTepIAauBavovTal oToV TTivakd, oTnV evoTnTa NeVIKA, 0T TTEdio EP@Aavion eTTTEdWV TT.X.
TIANKTPOAOYOUME 7, audvovTag £T01 KAl TNV E00XN TwWV KATAXWENOEWYV TTou Ba
EM@aVICOVTal OTOV TTIVAKA TTEPIEXOUEVWV.
lMNa va xpnoIYOTTOINCETE £va atTo Ta 6 dIABETINA TTPOTUTTA HOPPUV-O XEDIW V, KAVTE KAIK O€
éva ox€010, oo TTAaiolo Mop@ég. ETTIAéyovTag KATTOIO Jop @) €XETE TN dUVATOTNTA VA DEITE
TTWG Ba e@AViICeTAl O TTiVAKAG ATTO TO TUMUA TOU TTAPAB UPOU TTPOETTIOKOTTNO NG EKTUTTWONG.
Av BEAETE va unv avaypd@ovTal 0ToV TTiVOKA TTEPIEXOMEVW V O OEAIDEG TWV KEQOAAiIWY 0ag
(1m.X. o€ pia Tapouciacn BiBAiou), atroetmAEyeTe T0 TTAQICI0 EAéyxou Epgdavion apiBunong
oeAidwv.

Tporrol mapouciaons / mpoBoANG TivaKa TTEPIEXOMEVWV

OTtav epgaviCeTe Eva €yypa@o o€ TTPoBoAn didTagng eKTUTTWONG, O TTIVOKAG TTEPIEXOMEVW V
TepIANau BAvel TOug aplBpoUg oeAidwy TTapAAANAa e TIC eTTIKE@aAidec. OTav peTaBaivete o€
TTPoRoAN diatagng Web, o1 emikepaAideg eppavifovTal wg hyperlinks, 1Tou oag divel TN
duvatoTnTa Vva ueTaTTNOACETE aTTEUBEiag o€ £va BEua.

OT0 KOUuTTi Eupavion/amokpuyn l oTmn BaoikA ypauun
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c) Av XpnoIPoTTOINoETE OIKA 0AG OTUA YVIA TIG ETTIKEPAAIDEG TOU Yy pAPOU 0aG , Ba TTPETTE
va TIG ONAWOETE OTIG ETTINOYEG TOU TTiVOKA TTEPIEXOMEVWY WO Te TO Word va TIg
XPNO IMOTTOINCEI VIO TN ONUIOUPYId TOU TTiVOKA. 2TO TTAPASEIYUA HAG EXOUME
OnuIoupynoel dUo VEQ OTUA ETTIKEPAAIdWYV MNMpoowTTikS 0TUAT Kal MNpocwTTIKG OTUAZ.
1)Eicaywyn 2>Ava@opd=>Eupetpia kai ivakes . KAveTe KAIK 0T0 KOUUTTI ETTIAOYEG.
2)210 TTACio 10 AI0BETINA OTUA, EVTOTTIOTE TO GTUA, TO OTTOIO £EQAPUOCATE OTIG ETTIKEPAAIDES
TOU €yYPAQPOU.
3)Z710 TTACiolo ETritredo MM (Emiredo Trivaka epleXopévwy), oTa deEIG TOU OVOUATOG TOU
OTUA, €l0ayayeTe Evav apiBuo atmo 1 €wg 9 yia va uTTOd NAWOETE TO ETTITTEDO, TO OTTOIO
ETTIOUEITE VO AVTITTPOCWTTEUEI AUTO TO O TUA ETTIKEPAAIOW V.
v Edv BéAeTe va XpNOIMOTTOIACETE YOVO TTPOCAPUOCHEVA OTUA, KATAPYAO TE TOUG
APIBPOUG TOU ETTITTEDOU TTIVAKA TTEPIEXOPEVIIV YIA TO EVOWNATWHEVA OTUA, OTTWG
ETmikepaAida 1.
4)ETravaAdBete ta BAPATA S Kal 6 yia KABe o TUA eTTIKEQAAIDAG, TO OTTOIO ETTIOUNEITE Va
OUMTTEPIAQUBAVEI O TTIVAKAG TTEPIEXOMEVWIV.
5)Kavte KAIK 010 KOuuTTi OK.

6) Karaxwpnon ora mepIEXOUEVA ETTIKEPAAIOWV XWPIiS OTUA

2€ KATTOIEG TTEPITTTWOEIG EVOEXETAI VO TTPOCOECETE GTOV TTIVOKQ TTEPIEXO MEVWV
KATAXWPNAOEIG, TTOU OEV EXETE HOPQPOTTOINCEI JE KATTOIO OTUA. [Na TTapadelypa, YTropei va
BENETE VO EP@AVICETAI OTA TTEPIEXO MEVA TO BEPA PIAG TTAPAYPAPOU, OTNV OTTOIa dEV EXETE
ATTOOWOEl KATTOIO HOPPOTTOINKEVN ETTIKEPOAIDA. [Na va yivel auTtd Ba TTPETTEN va TTPOCBECETE
OTO ONEI0 TTOU 0ag eVOIOPEPEL, £va €I0IKO TTEDIO (TTOU €XOUUE NON AVAPEPEI OTNV
TTponyouuevn evotnTa) 10 TC (Table of Contents). Etriong 6a mrpétrel va treite oo Word
KAaT1d Tn dnuIoupyia Tou TTivaka TTEPIEXOMEVOU va AapBAvel utTown Kal Ta TTedia TToU EXETE
EI0AYEI OTO EyyYPaPO. APXIKA HETAKIVIOTE Ta O OEIKTN TOU TTOVTIKIOU GTO ONUEIO TOU
EYYPAPOU, OTO OTTOI0 BEAETE VO TTAPATTEUTTEI N KATAXWENON.

Mo va €I0AyETe TO O UYKEKPIPEVO TTEDIO ™

TC "KaTaiUoi ioi OTOV TTiVOKd 'IT£i |£ioiévwv emKeia)\iéwv Xwpic oTUAN" \fF\I 6
Hedio @E

ENvZ3 ncon JdmyTes nedicu Enioyes nedoy
Kowyrogieg Kovauipngn Koysvou!
[05ec) v VImIEAEN0N, T MR REISTy O [ K rnaigryn mivorn Oepe ol vare o Syypoeo
A NONACUS Mty
vty nediuy [+] Enineto Sepfipusary b
-
[ inowpdermn sov apdis oziibog

IOPaVon) JR0¢ KOTOOUPNONG GE NivORD NESHoRsvuy

or 1[ meme

Eicaywyn =» lMedio...
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IMANKTPOAOYEITE TO AEKTIKO TTOU BEAETE VA EPPAVICETAI GTOV TTIVOKA TTEPIEXOUEVW V:
KATaXwpenon oTOV TTiVAKQ TTEPIEXO MEVWV ETTIKEPAAIOWYV XwpPiG OTUA oTnv EvoTtnTa 1816 TN TEG
mwediou, Kataxwpion Keipévou (BAETTE €IKOVQ).

21NV evotnTa ETAoyég rediou, 10eKdApeTE TO TTAQiCIO EA€éyXou ETriTredo AdpBpwong
OnAWwvoVvTag 010 KATAAANAO TTACICI0 EAEYXOU TO TTPOKABOPICUEVO OTUA ETTIKEQAAISQG, UE TO
OTT0I0 BEAOUUE VA EPPAVIOTE N KATAXWPNO A HAG HECA CTOV TTIVOKA TTEPIEXOMEVWV .

2nuelwoTe 0TI TO Word giodyel 1o medio TC W KPUPO KEIPEVO, OTTOTE YIa va TO BEiTe

EVEPYOTTOIEIOTE TNV ETTIAOY N OTO KOUUTTi Ep@avion/atrékpuyn il oTtn Baoiki ypauun, n
OTTOIO EPPAVICEl TOUG KPUPO UG XOPAKTAPES EVOG eYyPAPOU (TT.X. KPUPO KEiPEVA, T NUAdIa
TTOPAYPAPWYV). ZNUEIWOTE ETTIONG OTI KATA TNV TTPOOBINKN OEUTEPOU TTIVAKA TTEPIEXOPE VWV
o710 id10 €yypa@o Ba TrpéTTel va Treite 010 Word va pnv avTiKaTtao TRoEl TOV TTPW TO TTivaka
TTEPIEXO MEVWIV.

Agou slodyeTe Eva A TTeploodTEpa TTEdia TC Ba Tpétrel va Treite oto Word va 1a
XPNOIMOTTOIET YIa TNV KATAOKEUNA Tou TTivaka TrepliEXopévw . ETTIAEETE Eloaywyn

= Ava@opd=>» Eupemipia Kal TTivakeg, petafeite otnv KapTéAa MNivakeg TTEPIEXOUEVWVY,
TTATAOTE TO KOUWTTI ETrIAOYEG KOl TOEKAPETE TO TTAQIC 10 EAEyXOU Media KAaTaXWPROEWV
oTtov TTivaka. ATTé Tn oTiyur TTou €ittate o1o Word va XpnoIJOTTOIEi Kal Ta TTedia

Kataywphoewv TC, apkKei va avavewoeTe Ta OEOOPEVA TOU TTIVAOKO KATAXWPNOEWV PE TOV

EmiAoy£g yia ToV MiVOKG TEPLEXOEViY @

Anuioupyia Tou nivaka NEpiExopEsmy: and:

ZTun

AoBEmpia amuh: Eninzfo M:

cntindent?2 ~
Bamica

~  Eniczpahion 1 1

~  Enikepahion 2 z

»  Enkzipanitn 3 3

¥ Enikecpahion 4 4 -
[ || (A e e I

Teio KOTOXWPrDEwy ooy nivuml

Enavacpopd [ [s]'s ] [ ‘AKUp

TPOTTO TTOU AVAPEPOUPE OTN CUVEXEID.

Evnuépwon rmrivaka mepIEXOUEVWV

Av KaTtd Tn dnuIoupyia TOU TTiVAKA TTEPIEXOUEVW V O UVEXICETE VO TPOTTOTTOIEITE TO £yYPAPO
(TT.X. TTPOCOETETE KEIPEVO, TPOTTOTTOIEITE EVOWMPATWHEVA OTUA ETTIKEQAAIdWYV, TTPOCOETETE
OTUA €TTIKEQAAIDW V O€ TITAOUG KEINEVOU TTOU €ixaVv BACIKO OTUA, vEéa TTedia TC), 16T aAAACE!
N apiBunon Twv ceAidwV Tou KEIPEVOU KAl O TTIVAKOG TTEPIEXOMEVW V TTPETTEI VO EVNUEPWOEI
¢avd, WOTE VA AVTATTOKPIVETE O TNV TTPAYUATKOTATA. MeTd TIGC aAAayEG TOu eyypa@Oou
TOTTOBETAOTE TO OPOPEN OTO ECWTEPIKO TOU TTIVOKA TTEPIEXOMEVWV (1] ETTINEGTE TOV ATTO
apioTePA) Kal TTatAoTE F9. EVAAAOKTIKA KAVETE OEEi KAIK OTOV TTiVOKA KOl ETTINEYETE
Evnuépwaon tediou (ETTOPEVN EIKOVAQ).
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ogtd oy doc - Microsatt Word

o Mgefold, Eoopee) Mooed Spyalds Mo Meodfee SofBee X X
p 3T o AL EELIT DL EEE WY
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3. nuccn: 10 nAq;rpo DELETE.

N SVAAAGKTIKG HTTOPTITE £TOT|E VO CMALELTE TOV TVAKT TTEPIEYOHEVWV KOl Va TNECLTE TO
TAnktpo DELETE

Mivaxag wepieyopavuy

KaraywpnoT) GToV MVAKT TEPIEXOMEVWY TMKEPAAIDWY XWPIC OTUA. .o &
Karaywpnon oTa WEPIEOpEYD mmnh&muunm; GTUA .
Tpdm ncpouowang 1 mpof fwwv

3y Ueetidepn
¥ Eppdouen refiou 2] Evppalpecn T s Mepcpaivey 3 | ) 4 i

Enefeoyoois nelioy 4

W

Evahaayn rgaleoiry melhor
CpaRarTonCn

To00wopc

T

Wi ibos, rix npigron

Avoiyel T0 TTap&Bupo diaAdyou TG , ; ; =
SlKéVGQ oTo 6£§|' }JépOQ, éTl'OU £1TI)\éV£T£ E‘I’I‘Il.li.pt-_‘ﬂl‘l TIVOKO WEPLEXOH EVIY ad
Evnuépwaon 6Aou Tou TTivaka, av BEAETE Tao Ward NGKETal v evUERITE ToY Nivakad

, , , nEpiExopEyy, KawTs ia srihoyr:
Va EVNPEPW VOVTAI OAO TA TTEPIEXOUEVA

TOU TTivaka TrepleXo Hévwv. H eTIAoyn gf"””fpm”” f‘:w L P PR
Evnuépwaon uévo e apibunong HTIHERRIT] A8 TEU nvara
0eAiIdWV avaTTPOCaAPPOLEl HOVO TIG ok | [ Awupo

0eNIDEG XWPIG VA TPOTTOTTOIEI TIG

KATaxwpPNOoEIG. /

Katroieg @opég gival TiBavo va BeAoeTe va TTpooBETETE KI AAAOUG TTIVOKEG TTEPIEXOM VWV
o€ £va £yypao. Mtropei yia TTapddelypa oTnv apxr €VvOg eyypa@ou va £XETE Evav
TTEPIANTTTIKO TTIVOKQ TTEPIEXOUEVWYV UE T KUPIOTEPA KEQAAaIa Tou BIBAIOU Kal 0T CUVEXEIQ
Va EXETE EVA TTIO AVOAUTIKO, APKETA ey XeIpidia Xprio ng Kai BIBAia €xouv oTnv apxn kKGBe
Ke@aAaiou £va avaAuTIKO TTivaka TTEPIEPXOMEVWYV. a va TTPOCBECETE £va VEO TTiVaKA O€
KATTOI0 oNuEio Tou eyypa@ou eTTavaAdBeTte ammAd T diadikacia I0aywyrg Tou:

Eicaywyn 2Avagpopd=>Eupempia kal Trivakeg. Metafeite otnv KapTtEAa Mivakag
mepleXopévwy Kal OK (av B€AeTe ptTopeite atrd TIG ETTIAOYEG Va EVEPYOTTOINCETE KAl TV
elocaywyn mediw v kataxwpnong) To Word Ba cag pwTACEl av BEAETE va aVTIKATAC THOETE
TOV UTTAPXOVTA TTIVOKA TTEPIEXOMEVWYV, OTTOTE €0EIC €TTIAEETE TNV atrdvinon Oxi. KaBe
TTIVOKQG TTEPIEXOPEVWV TTPETTEI VA EVNHEPWVETAI XWPIOTA

Alaypaen mivaka mepiEXOuEVWV

210 pevou MpooAn, ToTToBeTACTE TO EIKTN TOU TTOVTIKIOU OTNV EVIOAA Fpapuég
epyaAeiwv Kal KAvTe KAIK oTnv €TTIAOY T AIdpBpwon eyypdgou.
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AipBpwon eyypdipou
A A Eninzdo 2 3 3| & |+ = | - :| &) Evnpépwan Tou Mivarka Mzpiexoptvoy |5 |l_'l T O R T O |

1. 21N ypauun epyalEiwv Aldpﬂcn gYyypag@ou, kavte KAIK 010 KouuTri MeTdaon

otov lNivaka MNMepiexopévwyv L) ETTIAéyETal O TTIVOKAG TTEPIEXOPEVWIV.
3. MéoTe 10 MANKTPO DELETE.

1 EVOAAOKTIKA UTTOPEITE ETTIONG VO ETTIAECETE TOV TTIVAKA TTEPIEXOPE VWV KAI VA TTIECETE TO
mAAKTPO DELETE

ININAKAY TTIEPIEXOMEN QN ..ottt ittt ettt 1
KOTOYOPNOT) OTOV TIVOIKO, TEPLEYOUEVOV ETIKEPOUAIODV YOPIG OTUA .evvvrivieeeeeiiiiiiiiieeeeeeeeeeseiibbeeeeeeee e s neinenes 4
KATAXQPHIH XTA NEPIEXOMENA EINIKEDPAATAQN XOQPIE ZTYA ..oivviiiiiiiiiiieiiiieriineeateesinnessnnessnnessnneesnnnees 4
TPOIIOI MAPOYZIAZHE / IPOBOAHE IMINAKA ITEPIEXOMENQN .....0uviiiiiiiiiiiiiiiiiieeeeeeeeesseitnineeeeeeeeseessnnnnss 3
ATATPA®H ITINAKA TTEPTEXOMEN N ......iituiitiiiitnettu ettt e st eestaeestaesatnae st tetaaeanaeanaeetnaeanaeetnaretnaeenaeennnns 6

AipBpwon eyypdpou

@ <@ |Eningdo 2 vl |+ B | F = | == | #] Evougpwon Tou Mivaka Mzpizgopeyoy |5 | 3 0 O O O PO |
................................................................................................................................................................ 7
Nedavreg

Mépa atmd Toug TTIVAKEG TTEPIEXOUEVW V UTTOPEITE VA dNUIOUPYOETE TTIVOKEG EIKOVWY,
YPOPNUATWYV, XOPTWV KAl YEVIKA OTTOIOUDATTOTE EI0IKOU O TOIXEIOU TOU £yyPAPOU, TOU OTTOIOU
TIG EMPAVIOEIG BEAETE VA OUYKEVIPWOETE O€ KATAKOPUPN AiOTa.

‘Evag Trivakag eIkOvVwV gival pia AioTa Je TIG AeCAVTEG YIa €IKOVEG, YPaPHUaTA,
OIaPAVEIEG O€ Eva EyypaPO, 0€ TUVOUACHO PE TOUG aPIBPOUG TwV OEAIBWY OTIG OTTOIEG
eMeaviCovTal o1 AeCavTteg. OTav dnuioupyeite €vav Trivaka eIKOvwy, To Microsoft Word
avalnTd Tig AeCAVTEG (ETIKETEG), TG TAgIVOUET ava apIBPO Kal EPQavifel TOV TTivaka EIKOVW YV
o010 £yypa@o. MNpokeluévou va dNUIOUPYNOETE EVa TTIVOKAO EIKOVWV KAAO gival va
KaBopioeTe TIG AeCAVTEG €IKOVAG TTOU BEAETE VO CUNTTEPINGPETE.

A) rpooOnkn AeAvTaG JE PN AUTOPATO TPOTTO O€ TTiVAKA, EIKOVA, £§icwan | dAAo
OTOIXEiO TTOU UTTAPXEI RON.

1. ETAEETE TO QVTIKEIUEVO OTO OTTOIO ETTIBUUEITE VA TTPOOBETETE TN AeCAvTa.
2. 270 Jevou Elcaywyn, ToTT08eTr0TE TO OEIKTN TOU TTOVTIKIOU 0 TNV EVIOAN} Avagopd
Kal META KAVTE KAIK 0TV eVIOAN AgddvTa.
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AedavTa E|

Al
Eikdwa 1
Enmoryeg

Enkéra:  |Emova v

, Mivarag
[ Egmipzon) gy rorpamia

MEa =Tl

[ﬂunﬁuum ."\Eﬂtwm...] l Ok ] l ‘Akupo ]

3. 21N Aiota ETkéTa €TTIAEETE TO OTOIXEIQ, YIA TO OTTOIA ETTIOUMEITE Va €10QYAYETE

Aecavta pe 1o Word.
4. KavTe 6110I1EC GAAEG ETTIAOYEG DEAETE.

B) Autépam mTpoo0ikn AedAvTag KATA TNV £10AYWYH TTIVAKWYV, EIKOVWYV, £I0WOEWV,
PWTOYPUAPIWV.

To Word ptropei va dnuioupyroel autépaTa
AECAVTEG YIA TIG EIKOVEG, T YPAPIKA, TIG ECIOWOEIG N Opaoikn Aavag drav aotyera:
OTTOI08ATTOTE AGAAO AVTIKEIPEVO EI0AYETE GTO [ Tpdwnuo Tou Morosoft Excel

[CIrpaprua Tou Micrasoft Graph

£ apo oac. [] auaipdresia Tou Microsaft PowerPoint
va (P g I Eyypapo wWordPad

‘Eyypogo Tou Microsoft Word

Avmoparn Asdavia

X

1. 270 pevou Elcaywyn, 10110010 TE TO OEIKTN [V]Ewdvabitmap
TOU TTOVTIKIOU O TNV £VIOAR} AVa@opd Kal 0T e
OUVEXEIQ KAVTE KAIK OTNnV eVTOAN AgdavTa. Eniharic
2. KavTe KAIK 010 KOUpTTi Autépat AgdavTa. EkéTa: Eweva
3. 21n ANiota Mpoodnkn AsgavTag 6 Tav oean: i and 10 aongelo
€1I0AYETAl, ETMAECTE TA OTOIXEIQ, VIO T OTTOIA
emOupeiTe va eloaydyete AeCavteg ue 10 Word. méaemeéra.. | [ AgBunen.. |
4. Kavte O1101EG GAAEG ETTIAOYEG DEAETE.
5. 270 £YypaPo 0ag, TOEKAPETE ITA TTAAICIX [ ok [ eune
EAEYXOU TWV OTOIXEIWV, OTA OTTOIa BEAETE VO
dnuioupyeital autopata n Ae¢avra 1r.X.Eikdva bitmap, Miccrosoft equation). To Word
TTPOCOETEl QUTOMATA TNV KATAAANAN AeCavTa.
6. Edv BéAeTe va TTpooBEoeTe pia TrEPY pa@r] (TTPoaIPETIKG), KAVTE KAIK 0Tn AeAvTa KAl

TTANKTPOAOYO TE TO KEIMEVO TTOU BEAETE.

Av 01 ETIKETEG TTOU UTTAPXOUV OE 0OG KAAUTTTOUV UTTOPEITE VA dNPIOUPYACETE pia Néa
ETkéTa.

Av B€AeTE PTTOPEITE VO UTTOOEICETE 0TO Word va dnuioupyei autépaTa pia
ap1Ounuévn AeddvTa KABe Qopd TTOU EI0AYETE £VA OUYKEKPIMEVO AVTIKEIMEVO (TT.X. E€iocwan,
EIKOVQ, apXeio)atro éva TTARBOG eQapUoywV TTOU UTTAPXOUV OTOV UTTOAOYIO T 0aG. [Na Tnv
eloaywyn Mag AeCavTtag eTTIAESTE :
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Eicaywyn = Avagopd = Aglavra...

ApxIka oTo TTedio AeCavTa avaypdeeTal autépaTta n Aégn Eikdval. Av BEAeTe ptTopEiTe va
OUUTTANPWOETE HOVOI G ag To TTEPIEXOMEVO TNG AeCavTag. Av n AeavTa TTou BEAETE va
EICAYETE DEV AVTIOTOIXEI O€ EIKOVA UTTOPEITE va ETTIAECETE aTTO TO TTEdio ETIKETA €iTE TOV TUTTO
E&iowaon ite Tov 1UTTO lNMivakag. Av kavévag atrd Toug TUTTOUG auToUg OEV 0aG KOAUTTTEI

MTTOPEITE VO dNUIOUPYHOETE £Va VEO 'ITGT(,()VTGE TO Kouim' NEa eTIKETO Kal OivovTag TO

EnkeTa:

Aidypappal

[ Ok ][ BKUpo ]

KATaAANAo ovopa 1r,X. AiIdypappa.
Aidgypappa 1

2nuelwoTe 0TI TO Word yia TIg AeCAVTeG XpnoIdoTTolEl Eva €101KO OTUA, TO OTTOI0 OVOUACEl
Aeavta. Me Bdon autd 1o XapaKTNPIOTIKO €ival €UKOAO va €I0AYETE OTO OVOUA TwWV
AeCaviw v Katrolov ap1Bud ke@ahaiou. AUTO PTTOPEI va Yivel JE HACIKT avTIKATAoTaon 1wV
OVOUATWYV TWV AeCaVTWV 0ag, avadnTw vTag To OVouad Kal To OTUA TNG EKAOTOTE AeCAVTAG.
Puo KA KATI TETOIO €ival OKOTTIMO OTAV TO KEIPEVO TTOU YPAPETE, ATTOTEAEI KEQAAQIO MIOG
eyaoiag. Ag utTToBEcOoUNE AOITTOV OTI €XETE OTN £yypa@d oag O1aQopeG AeCAvVTEG OXNUATWY,
TTOU £€XOUV TN Mop®n ZXNMal, ZxAua 2 K.A.TT.

EmAEETE EOpeon = AvTIKaTdoTOON KAl 0T0 TTapdbupo TTou Ba eppavioTei 010 TTEDIO
EUpeon Tou TANKTPOAOYNOoTE TN AEGN ZXAUA (KOl KEVO META TO TEAOG TNG AEENG), EVW OTO
medio AvTIKaTaoTao N ypdwTe TN AEEN ZXNual.

Katommiv ratio e Mop@oTtroinon Kai SIOAEETE TNV €TTIAOY N ZTUA....

AT 10 TTOPABUPO diaAdyou TTou avoiyel ETTIAEETE TO OTUA AgdavTa, TTathoTe OK KOl KATOTTIV
KAIK 010 KOuuTTi AvtikatdoTtaon OAwv. Mg autd Tov 1pd1T0 Ba avTIKATACTAB0 UV JOVO Ol
AeCAvTeG 0OG KABWG NOVO QUTEG €ival HOPPOTTOINUEVEG UE TO OUYKEKPIUEVO OTUA.

Mivakeg €IKOVWYV Kal OXNHATWY

Me avaAoyo TpOTTO PE TN dNUIoUpYia TTIVAKW V TTEPIEXOMEVWYV EXETE TN OUVATOTNTA VO
ONMIOUPYACETE AVTIOTOIXOUG TTIVAKEG TTEPIEXOMEVWV YIA TIG EIKOVEG, TIG EEICWOEIG, TA
OXAMATA KAl YEVIKA YIa OTTOIO TUTTO AeCAVTAG £XETE EI0AYEI OE VA £YYPAPO.

A'TpéT1TOg

Me xprion Ae{avrag Tou dnuioupynOnke pe TNV evroAn Agddavra

MeTd TNV eiIcaywyr Aedaviwv péow TnG evioAng Eicaywyn =2 Avagopd = Agldavra... (R
TNV EKXWpPNon evog eviaiou 0TUA o€ OAOUG TOUG TTIVOKEG, EVOG AAAOU eVIAiOU OTUA € OAEG TIG
EIKOVEG K.A.TT.):

1)TotroBeTACTE TO dpPOoUEa 0TO KATAAANAO O NUEIO EI0AYWYAS TOU TTivaka €IKOVW YV (O UVHOWG
TEAOG EYYPAPOU)

2)EmAECTE Elcaywyn = Avagopd=>Eupempla Kal TTiVAKES KAl UETAPREITE OTNV KAPTEAQ
Mivakeg eIKOVWV. MapatnproTe 0TI TO TTAPABUPO TTOU EPPAVICETAI Eival TTAPOPOIO Kal
akoAouBei Tnv idia Aoy ikn pe TV KapTéAa lNivakag TTepiexop €vwy. ‘ET01 €ival TTOAU a1TAG va
EICAYETE £va TTIVAKA TTEPIEXOUEVWV HE TIG EIKOVEG VIO TIG OTTOIEG EXETE YPAWEI AeCAVTEG,
akoAouBwvTag Tn uEBOdO TTou TTEPIYPAWaUE DIECOBIKA TTPONYOUNEVWG.
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3)AT16 TNV avadimAoupevn AioTa ETiIKETa Ae{avTag €1TIAECTE TOV TUTTO TNG AeCAVTAG yIa TNV
OTTOia ETTIOUUEITE VO DNUIOUPY OETE TTEPIEXOPEVO KAl VO OCUVOUACETE E TOV TTIVAKA EIKOVW V.

Eup e pio Ko mivokec @

Eupsmipio || Mivakas nepeyopdyoy | Mheakog sl
MpoEMmsannan LTINS Opozrimeannan Web
Eraovee 1: Keipgva Eucive I: Keiysva
Eraovee 20 Keipgvo 3 Emavee 2: Kefugve
Emcovee 3 Kefpgva 5 Emwive 3 Kefuzve
Erradve 4: Kefpgeva 7 Euodve 4: Keiyeva
Errecver 5: Keipeva I Emrove 5: Reiugvo
Epcpadsiam apiBpnam; aehito Hofan uUngp-auyAETEmy avT yia apiBpols
lar N filus
Mevikd
Moppic: ZT0 KEYTPO “ | Emréra heliwrag:  |Ewidva [w
Mpoadfien apBpol kar snkdTac
DOTOMPADL Arupa

A)EmmTpoo0eTa av BEAETE PTTOPEITE VA OAAGEETE TN JOP @I TOU TTiVaKa TTOU Ba dnuioupy noEi,
ETMAEYETE KATTOIO OTTO Ta £TOIUA BEPATA, TTOU TTPOCPEPOVTAI TNV avadITTAo UhEvVN AioTa
Mopepég.

B’ 1po6TTOg
Me epappoyn TTPOC APUOCHEVOU OTUA

Edav £xeTe AON XPNOIMOTTOINCEI KATTOI0 AANO OTUA €KTOG TOU O TUA AgdvTa (TTPOCOPUOCHEVO
OTUA) yia Tn dnuioupyia Twv AefavTwV Kal To €XETE EQaPUOOEl 0€ AeCAVTEG EIKOVWY,
MTTOPEITE VO KaBopioeTe TIC puBpioeIc aTUA TTou BéAETE va xpnoiuotroinoel To Word, yia Tnv
KATAOKEUN €VOG TTIVOKA EIKOVWYV. ZNUEIOTE OTI TIPETTEI VA XPNOIUOTTOINCETE TO idI0
TTPOCOPUOCHEVO OTUA VIO OAEG TIG AeCAVTEG EIKOVWY Kal OTI AUTO TO OTUA UTTOPET va
XPNOIMOTTOINBET HOVO YIa ACAVTEG.

1)KdavTe KAIK 0TO OnuEio, OTO OTTOI0 ETTIBUUEITE VA EI0AYAYETE TOV TTIVAKA EIKOVW V.
2)210 pevou Elcaywyn, ToTroBeTACTE TO O€IKTN TOU TTOVTIKIOU O TNV £VIOAR} Ava@opd, KAvTe
KAIK 0 TNV evioAr] EupeTpla KAl TTiVOKEG KAI TN CUVEXEIA KAVTE KAIK OTNV KAPTEAQ
Mivakag eIk6vwyv.
3)KdavTe KAIK 070 KOUMTTi ETrIAOYEG.
4)Evepyotroinote 10 TTAQiCI0 EAEyxou ZTUA Kal SnNAWOTE TO GVO A TOU GTUA TTOU
XPNOIMOTTOINCATE YVIA TIG AECAVTEG EIKOVW YV KaI JETA KAVTE KAIK 0TO KOUMTTI OK.
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EmiAoyEg mivaka siKoviy

AnUIoupyia Mivaka soymy ano;

ETuhs Bomed [+
, Enkzgpahitn 2 ”
[ Pegia ka: Kovovicd (ieb
Ayl
ETUMZ
ETUAS
¥ NOTEMGD b

5)MNa va xpnoIJOTTOINCETE £va atTo Ta SIABEC A OXEDIA, KAVTE KAIK 0€ €va 0 XEDI0 OTO
TTAdiolo Mop@ég. Kavte 01To1EG AAAEG ETTINOYEG TTIVOK A EIKOVWYV ETTIBUUEITE Kal TTATAOTE OK.

TéNoG av TTpocBéoeTe AeCAvTeg 1] GANO Keipevo, av dIAYPAWETE 1 PETOKIVACETE Mia AeCAavTa
o€ Jia AAAN oelida o€ Eva Eyypago, Ba TTPETTEI va EVNUEPWOETE TOV TTIVAKA EIKOVWYV, WOTE
VO CUMTTEPIANABEI TIG AVOBEWPNOEIG TTOU £YIVA OTO £YYyPa@o (OTTWG AKPIBWG PE TOV TTIVOKQ
TTEPIEXO MEVWIV).
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