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1. Elcaywyn

To €yypago autd atroTeAsi Evav avaAuTiko odnyo yia Tn dnuioupyia TTPOCRACINWY EYYPAPWY UE TN
xprion Tou MS-Word 2013.

O1 0dnyieg ToU TTApEXOVTAl 0€ AUTO TOV 0BNYS £pXOVTAl VA CUNTTANPWOOUV TIG OUVTOUEG 0BNYiEg
yia Tn dnuioupyia TTPOGRACIUWY EyYPAPWY TToU £Xouv TTponynBei. O1 cuvToueg odnyieg £xouv oav
OTOXO VA TTOPEXOUV OTO CUVTAKTN TOU £YYPAPOU KATTOIEG BATIKEG KABOdNYNTIKEG YPAUMEG, TIG
OTTOIEG TTPETTEI VO aKOAOUBNOEl, yia va dnuioupynRoel TTPooBAcIYa £yypaga. ZUYKEKPIPEVQ,
Q@QOPOUV TN Xpon OTUA yia Tn doun HEYAAWYV eyypdwy, Tn Xprion eVaAAQKTIKOU KEINEVOU OTA
QVTIKEIPMEVA, TN XPHon TTIVAKWY JE aTTAR dOUA KAl YPOAUUA KEQOAIDOG, KABWG Kal KATTOIEG
TTPOCOETEC CUUPBOUALG VIO TIC YPANPATOOEIPEG, TOUG XPWHATIKOUS ouvOUAaHoUG YPAUUaTOOEIPAG-
utToBdaBpou Kal TN owaoTr Xpron oTnAWY Kal AIoTWV. TEAOG, YiVETAI ava@opd OTO EVOWHATWHEVO
epyalcio eAéyxou TTpocBaciudtnrag Tou MS-Word 2013.

Tig avaAuTikéG 0dnyieg Ba akoAouBoOoUV KATTOIEG TTIO EIDIKEG 0dNYiEG OI OTTOIEG BA APOPOUV TN
XPNaon €mMOoTNUOVIKWY CUMBOAWY, OTTWG JabnuaTikoug TUTToug | oUuBoAa Xnueiag, ouvBeToug
TTVAKEG BEDOUEVIWIV, OCUVOUAOUO KEINEVWY O€ TTOAATTAEG YAWOOEG, apxeia rfixou f video K.a.

H dnuioupyia TTpooBaoipwy eyypdpwy oToxXeUEI GTO VA PTTOPOUV vVa T XPNOIMOTIOINCooUV
OTTOTEAECPATIKA TTEPICTOTEPOI AVOPWTTOI O€ TTEPICCOTEPES TTEPIOTATEIS ) TTAQICIA XPARONG.

Me Tn @pdacon TTepIcodTEPOI AVvBPWTTOI EVVOOUE:

o Artopa pe aioBNTNPEIOKA A KIVATIKA 1 YVWOIOKA/VEUPOAOYIKH avatrnpia fj TToAuavaTtnpieg.
o AToua Xwpic YAWOOIKA euxépela.

e ATouaO PE TTEPITITWOIOKI 1] TTEPIOTACIOKI AVIKAVOTNTA.

o XpnoTeg TTaAaIOTEPNG TEXVOAOYIOC.

o XpNoTeG VEWV CUOKEUWY TTANPOPOPIKAG.

o NEouG A N ouxvoUg XPrOTESG TTANPOYOPIKKG.

o  XPAOTEG KIVNTWYV TNAEQwvVwWYV A tablets.

e HAKiwpévoug.

Me Tn @pdacon TTEPICOOTEPA TTAQICIO XPrioNG EVVOOUUE TTEPITITWOEIG OTTOU Ol XPHOTEG:

o lowg dev PTTOPOUV €UKOAQ 1 Kal KABOAoU va douv, va akoUoouV, va XEIpPIoTouv 1 va
ETTEEEPYAOTOUV KATTOIEG HOPPES TTANPOPOPIAG.

¢ ’lowg BpiokovTtal € pIa KATAOTAON OTTOU TA JATIA TOUG A KAl Ta XEPIA TOUG 1) KOl TA AUTIA
TOUg €ival atTaoxoAnuéva og AAAEG KUpIEG OpacTNPIOTNTEG (TT.X. EVW 0dnyouv, éTav
epyalovtal o€ £va BopuPBwdeg TTePIBAAAOVY).

¢ ’lowg diabETouv pikpr) 006vn, A 086vN XWPIG YPa@IKA i XapunAng TaxutnTag ouvdean oTo
o1adikTuo.

e ’lowg dev pIAouv 1) dev kataAapaivouv YE euxépela Tn YAWOOa OTAV OTToIa ival ypauuévn
Mia TTAnpO®opIa.

o ’lowg €xouv duckoAia va dilafdoouv A va KaTavoroouv Keipeva.

o lowg dev PITTOPOUV VA XEIPIOTOUV TO TTANKTPOAOGYIO 1] TO TTOVTIKI.

¢ ’lowg diabéTouv pia TTaAaidTeEPN £KOOON VOGS QUAAOPETPNTH, 1) £Evav eVTEAWG OIAPOPETIKO
QUAAOPETPNTA, A Evav @wvnTIKO QUAAOPETPENTA A £va SIa@OpPETIKG AEITOUPYIKG OUCTNUA.
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2. Meprexdpevo

Otav ava@epouaoTe OTO TTEPIEXOUEVO EVOG EYYPAPOU EVVOOULE TIG TTANPOPOPIES TTOU TTEPIAAUPBAVEI
Kal BéAel va peTadwaoel 0 gUVTAKTNG Tou, OnAadr| To KEIPEVO, 01 EIKOVEG, Ol TTIVOKEG, Ta dlaypaupaTa
K.Q.

2.1 EvOwpATWON PHETADEDONEVWYV OTO £YYPAPO

Q¢ peTadedopéva ITTOPOUUE VA OPICOUE TIG TTANPOPOPIEG TTOU TTAPEXOVTAI OE £Va EYYPAQO, TTEPAV
atTd TO TTEPIEXOUEVO TOU. AUTEG OI TTANpoQOpisg Ba XpnoIuoTToinBouv yia Tov TTPoadIopICUO TOU
EYYPAQPOU, TTPOKEILEVOU VO BIEUKOAUVOEI N avAKTNOT TOU 0€ QUTOPATOTIOINUEVA TTEPIBAAAOVTA,
OTTWG o1 PNXavég avadnTnong Kai Ta TTPoyPAUUaATa avayvwaoTn 086vng yia dropa pe TUQAwon.

Kavovikd, otav dnuioupyeital £va £yypago oto MS-Word 10 TTpoypapua TTpocBETel atrd
TTPOETTIAOYN KATTOIEG BACIKEG TTANPOPOPIES, OTTWG NUEPONNVia dnuioupyiag, NUEPOPNvia
TPOTTOTTOINCNG KAl OVOUa GUVTAKTN. QOTOGO, JTTOPOUHE VO GUUTTEPIAGBOUUE TTEPICOOTEPA
peTadedopéva opiCovTag KAAUTEPA TO £YYPAPO Kal TO TTEPIEXOMEVO TOu. Ta eTTITTAEOV dEDOUEVA TTOU
MTTOPOUV VO CUPTTEPIANPBOUV gival: TITAOG, ETIKETEG, OXOAIA, KATAOTAON, KATNYOpPIES, BEua K.a.

MNa va eicdyete petadedopéva ae Eva Eyypapo akoAouBeioTe Ta TTapakdTw BrAuaTa:

1. Zmnv kapTtéAa Apxeio, KavTe KAIK oTnv €mIAoyr MAnpo@opisg.

2. Eav dev gugavifovtal 0Aeg o1 1816TNTEG, KAvTE KAIK aTnVv €TTIAoy EJ@dvion 6Awyv Twv
1IdiotTATWV (Eikdva 1).

3. Kavte KAIK oTnv mmiAoyn 1816TNTEG. Oa gu@avioTouVv dUOo TTIAOYEG: Ep@avion TTapabupou
gyypd@ou kai X0vleTeg 1810TNTEG. KAVTE KAIK aTNnV €AoYy Ep@advion Trapadipou
gyypdgou (Eikéva 2).

4. 210 TTap&Bupo I1816TNTEG eyypd@Pou TTou Ba EUPAVIOTEI UTTOPEITE va TTPOCOECTE
TTANPOPOPIES YIa TOV TITAO, TO BEPA, TOV CUVTAKTN, AEEEIG-KAEIDIA, oxOAIa K.a. (EIKOva 3).

5. Edv BéAete va €xete TpOoBacn oTig ZUVOETEG 1IB1IOTNTEG TOU £YYPAPOU, KAVTE KAIK OTAV
emAoyn 1816TNTEG eyypA@POU Kal 0Tn OuvEXEIa oTnV £TTIAOYA ZUvOeTEG 1816TNTEG (EIKOVQ
4).

6. ZTIg ZUVOEeTEG 1810TNTEG, KAVTE KAIK OTNV €TTIAOY] ZUvVoWn YIa va TTPOCOECETE ETTITTAEOV
mAnpogopicg (Eikéva 5).

7. Mamote OK.
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‘Eyypapo? - Word

G)
Lo [1Anpowopleq

Anpovpyia
[MpooTtaalo Eyypaupou I1G1oTrTEG
Avorypa } Ehéyite Toug ToTOUE Twv ehaywov Tow oL YPATTEC UTOPOUY KEVOUY 0 oUTO TO MéysBog Asv EYEL GTIO.
Mpootaoic éyypapo. . b
. . Fehibeg 1
AmoBrikeuan vestpon Métag 0
P Iuvohikog ypaveg emelepyacing 0 Aemra
r ; . Tithog MpooBrikn T...
= P EAeyxog eyypcupou , o
-\a . i ) . . . . Enikéteg Mpoofnkn ..
. Mpw oo n Snpoeoizuon auteld Tow apyeiou, ehéybte edv TEpLEEL R -
Exmimeoon B e ) ) ) . Ixoha MpooBrikn ...
Yooy 1B16TNTEG EyypapPoU Kol GUOpE CUUTAKTH
BépcrrocT
Ko yprian IXETIKEC NUEPOUNVIEC
= , TeheuTain TpoToToingn
ayuyr .
’_!j EK(SOGELC Anpoupyia Erpepa, 1252,
Khzioo Q _j Aev umdpyouy Tponyobpsves skBOTELG cuTol Tou apyziou. Teheutaia ekTiman
Avoeysipuon
kSooEWY *

IYETIKG ATOpO

Aoyapaopoe

TuvtdkTng .
Sima
Emihoyéc .
Mpoolnen o..
Teheutaia TpoToToingn amd Aev £geL oMo,

Epepévion GhLov Twov 1SI0THTLIY

Eikéva 1: NMapdBupo NMAnpogopicg eyypdgou.

I&oTnTEG ™

D Eppavion mapofipou yypdapou
0:| Epupovion ko emelepyooia BoThTwy
TGV GO TO SYYPaPo Oog

E DiwBeteg 1foTnreg
Epupoovion meplocoTEpav 1EOTHTWY
Zyypapou

Eikéva 2: NMapdBupo 1816TNnTEG.

6 |&1oTnTEE EYYpdpon ¥

IUVTAKTNG Tithoc GEpom NEEzIc-KkhELBLa: Kotnyopio: Kotaotaon:

Ixoho

Eikéva 3: MapdBupo 1816TNTEG EYYpApOU.

i ] ||5u'rrn'r£=: syypagou ¥
UV ZOVBETEC LOWOTNTES..

Exohm

Eikéva 4: NMapdBupo 1616TnNTEG eyypd@ou. ZuvOeTeg I1816TNTEG.
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r n ?
I6wotnteg Eyypoagold :
Feviea | DOvoln | Itomiomkd otogEia | Nepieyopsva | Mpogoppogpiver

Tithoc |
BIEpo

TUVTAKTH G
AguBuvTrc

Etoupelo:

Kotnyopio:
MNEEELC-KAELE LG

Iyohon

Boon umep-
quvEEaNG

MpoTumao: Marmal

[] Amo8nksuon ppoypapuav yia 6ha Ta fyypopa Touw Word

Eikova 5: MapdBupo ZivOeTeg I1516TNTEG. KapTéAa ZUvown).

2nueiwon: O AEEeIG-KAEIDIA £X0UV OXEON UE TO TTEPIEXOPEVO TOU EYYPAPOU, OTTOTE KATA TN dIdpKEIX
Miag avalitnong Ba BonBricouv oTnV aTTOTEAECUATIKI TALIVOUNGOT TOU £YYPAPOU WG TTPOG TN
ouvdeeia kal aTnv avaktnaon Tou. Oco Mo OXETIKES €ival o1 AECEIG-KAEIDIG TTOU £XETE €I0AYEI PE TIG
AéCeig avalnTnong evog XpnoTn Tooo o uwnAd Ba BaBuoAoyeital/sppaviletal To £yypa@o oag
otnv avalntnon. Edv xpnoiyoTtroigite TepIcooTEPES ATTO Pia AECEIG-KAEIDIG TTPETTEI VA TIG XWPICETE
ME KOPMA. ETTiong, o1 A£EEIG-KAEIDIA TTOU ETTIAEYETE TTPETTEI VA Eival OXETIKEG YE TO TTEPIEXOPEVO TOU
eyypdgou. Edv ammopaacioete va I0AyeTE OXOAIO TTPETTEI va ival KATAAANAQ Kal OUGIACTIKA YIa TO
€upuU KOIVO.

2.2 KaBopiopog yAwooag eyypdagpou

Mpokeipévou o1 BondnTIKEG TEXVOAOYIES (TT.X. TQ TTPOYPANKATA avayvwaoTn 086vng) va gival o Béon
va TTaPOUCIAoouV TO £yypa®o oag Pe akpiBela, eival onuavtikd va EXETE OPICEl TTOIA €ival N QUOIKN
YAwooa Tou eyypda@pou. Av 0€ HIa TTAPAYPAPO ) O€ £va ETTIAEYUEVO KEINEVO EXETE XPNOIUOTIOINTEI
OIaPOPETIKA QUOIKA YAWCOQ, auTO Ba TTPETTEI VO AVAPEPETAI APWIG.

2.2.1 AAAayn TrpokaBopiocpévng YAwooag

MNa va aAAGEeTe TNV TTPOoKaBOoPIoPEVN YAWOOa O€ éva €yypa®o akoAOUBEioTE Ta TTAPAKATW BAuATA:

1. Ztnv kopTéAa Apxeio, Kavte KAk otnv €mAoyn EmiAoyég (Eikova 1).

2. 10 mapd&Bupo EmiAoyég Tou Word, kavTe KAIK oTnv emmAoyr) FAwooa (Eikéva 6).

3. Kdatw até 1nv EmmiAoyn YAwoowyv emegepyaoiag, SIGAECTE TN YAwooa eTTeepyaaiag TTou
ETTIOUEITE.
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4. Edv BéAete va TpoocBiaete YAwooa emmeEepyaaiag, EMAEETE TN YAWOOA TTOU TTIOUUEITE ATTO
TN AioTa mou Ba gpgavioTei KavovTtag KAIK atnv €mAoy MpooB®nRkn emiTAéov yYAwoowv
£medepyaoiag.

5. Kavte KAk oTnv emiAoyr Mpoo®Akn kai oTn ouvéxela otnv Aoy OpIou6g wg
TIPOETTIAOYNAG.

6. [Mamote OK.

7. KAegioTte 6Aa Ta TTpoypdpuara MS-Office 2013 Kal 0T CUVEXEIA AVOIETE TA, TTPOKEIPNEVOU VO
TEO0OUV 0¢€ 10XU oI aAAayEG TTOU TTPAYHATOTTOINCATE.

: 2
Emihoyeg Tow Word 2
Fevikd B . " ) . ~
‘R% Opuopog TpoTpioswy yhwaoag Tou Office.
Epipdvion
Mwoowkoe eheyyog EmAoyn yAwoouw swedspyooiog
AmoBrkzuon MpooZote emmhéov yhwooee yo v enelzpyaoio Teov eyypapwy oog, Ouyhwooeg enzlepyooiog kaBopilouw
— Tug SUVETOTNTES Yo pio ouykekppévn yhwooe, omwc To hefikd, Tov Ehay)o ypoppoTkiC Ko Ty Takwopnon
wooa
Muigon emelepyaoiog Aigraln mAnktpotoyiou  Mhwoowog Sheyyo
Mo mpoywpnpevoug EAAMvikG <mposmAzypEvns Evepyomompivn ’5 Eykoreatnpév
IMpocoppoyr kopdihag Ayyhka (Hvwpéveow Mohmawov)  Evepyomomnpévn *& Eykarzatnpév
Tpappr spyaheivw ypRyopng mpoopaong a o
Mpoobizta [MpooBnkn emmhéow yhwoowy enelepyooioc] w
Kévtpo ofiomariag Mo aidomowipe oTow Bo TpEmaL va kévw AqYn TpeoBeTwv pyolzivoy yAwoowel ehéyyou.

Emhoyn yAwoouww £ ppdviong ko Borjfewag

Oplopée TnE oupag TROTIPOISTNTOE YALITOWY YLO TO KOUPTIE, Tig KapTheg kot Tn BoRBanli

Mwooo eppaviong Muwooo BonBeawog

1. Tvnpuvia pe wn yAw paoviong <1 1. Tvnpwvia pe n yAo pa

2. EMAnvikd 2. EMinvikd

< > € >

[ Mpofohnl Twy yAwoouwy sppavionc Tow ;ouv sykataotafel yo kafz pappoyn Tou Microsoft Office

‘% MOwc pmopw vo Adfuw TpooBetic yhwoose sppovionc kon BoriBawoe omd 1o Office.com:

Emoyn yAdwooag cupfovkuv oBovng

Oplopég Tng yAwooag yio Tig cupfoulic oBovng | Iuppuovio pe yAL oo Sppavong "

‘% Nwe pmopw vo Adfuw Tepogdtepeg yawaoges yia Tig oupBoviéc efovne omo to Office.com:

QK RKkupo
o |

Eikéva 6: NMapdBupo Emidoyég Tou Word. EmiAoyR FAwooa.

2.2.2 EvepyoTtroinon autépaTng avixveuong yYAwooaog

To pdypaupa MS-Word 2013 d108€T1el ynxaviopd autdéuatng avixveuong YAwooag, 0 OTToiog
MTTOPE va avixveloel autouata TN YAWOooa Tou KeIPévou 0ag. Edv TTANKTPOAOYAOETE £va TUARUA TOu
EYYPAQYOU 0ag o€ SIOPOPETIKN YAWooa atrd To uTTOAOITTO £yypago, To MS-Word 2013 B8a
onuartodoTroel KATAAANAa TN YAWood Tou ev AOyw TUANOTOG TOU £yypAQOU.

MNa va evepyoTTOINCETE TNV QUTOPATN QViXVEUON YAWOOOG AKOAOUBEIOTE T TTAPAKATW BAMATA:

1. 2tnv kopTéAa AvaBewpnon, otnv opdda MAwooa, kavte KAIK oTnv emAoyr) FAwooa
(Eikova 7).

2. Kdavte KAk otnv €mAoyr Op1op6g YAwooag eAéyxou.

3. Z1o mapdbupo MNwooa 1Tou Ba ep@avioTei, KAVTE KAIK 0TO TTE0I0 AUTOMATOG EVTOTTIONOG
YAwooag (Eikéva 8).

4. TartRoTe OK.
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PO KENTPKH  EIZATOTH  DXEAIAZH  AIATASHIEAIAAZ  ANAGOPEL  ITOIXEWL AAAHAOIPAGIAZ  ANAGEOPHEH  MPOBOAH
:B/C |EY opiopac a’%) S . |_—5 | Amhéc onpévong - Anéppupn -
[EE enoaupsc A Z B Epgévion onpewhoztow - & Nponyotpevo
OpBoypagukos ke oo ) N Metdppaon Mdosa  Néo ; : Mapakohendnan ) AmoSoxi Zoykpion
ypappaTkse eyxac 12 KoTapETanon Aétewy - - oxohio 3 Epepévion oohitov haytov MapéBupo avalztopnong ~ - % Enépzvo N

ThWOGIKAE AEyXOC ot 87 Opiguée yMiosog 2hiyyov.. Napakohovenan & AMhayéc Toykplon

MPompRozC YAGIOTAG, .

Eikova 7: NMapdbupo oupdadag Nwooa.

Muwooa ?

Irpovar yAw oo

“:?Aw}.md [Huwpévww Mohmeiw] ~
Mongolian [Traditional Mongolian, Mongolia)

Spanish [Latin America)

Urdu {India)

o7 Ayyhkd (AuoTtpohiog

o Ayyhka [Zimapmous)

“:?Aw}.md [Huwpévou Bagheiow) W

O opBoypopKoc EAEYXOC KOl T aiha Epyoheln YW aouwaol
EAEVOU PN TILOToI0UY oUTOUOTE Ta ASEIKG TWV yAWTowy
TMOU EMAEYETE, EaV EDvoL SLBETuLa,

[] Xwpic opBoypapuwd f ypoppamks Sheyxo
AUTOPOTOC EVIOTLOWOC YA oo

CpLoPOE WE TTROEMROYAL AKupo

Eikéva 8: Napdadupo MNwooa.

2.2.3 E@appoyn YAwooag arreudeiag oe eMAEYMEVO KEIMEVO.

EicaSog

[

Mepiopiopég
emetzpyasiag
MNpootadia ~

MNa va epapudoeTe TNV €mMBUPNTA YAWO OO atreubeiag oe éva eTTIAEYUEVO KEIUEVO aKOAOUBEIoTE Ta

TTapakdTw Bruarta:

1. EmA€&gTe TO KEipevo.

2. Ztnv kaptéAa AvaBswpnon, otnv opdda MNAwooa, kKavte KAIK oTnv €mmAoyr FAwooa

(Eixéva 7).
Kavte KAIK oTnv emAoyr Opiopudg yYAwooag eAEyxou.

w

4. 710 TapdBupo Nwaooa 1Tou Ba gu@avioTei, oTo TTEdio ZAMAVON YAWOOAG, ETTIAECTE TNV

emOupNTA YAWwooa atrd T Aiota (Eikéva 8).
5. MMamote OK.

3. Aopn

H dopn evog eyypdgou €xel eCaipeTIKG eYAAn onpaacia yia Tnv TTpooBaciydTtnTtd tou. Eival
QTTOPAITNTO VA KABOPIOTEI TO OTUA TOU TITAOU, TWV ETTIKEQAAIdWY, TOU CWHATOG KEIPEVOU, N
apiBunon Twv ogAidwy K.a. Ettiong, 6tav gival atrapaitnTo YTTopouv va XpnaoiJoTTolouvTal o1 AioTEG

Kal ol 0TAAEg Tou MS-Word.
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3.1 ZTUA

‘Eyypa@a TTou gival peyoAuTepa aTTd PEPIKES TTAPAYPAPOUG XPEIAZETal va gival dopnuéva,
TTPOKEINEVOU VO ONUIOUPYEITAI JIO OUVEKTIKA KAl avTIANTTTH) Sdoun aKOUa Kal Yo TOUG TUPAOUG
XPNOTEG TTOU XPNOIYOTIOIOUV TIPOYPAN A avayvwoTh 006vngG ue ouveBETIKN ouIAia. INa 1o Adyo autd
Ol GUVTAKTEG EVOG EYYPAPOU KAAO gival va XpnOIKOTTIOIOUV EVOWUATWHEVA GTUA yia OAO TO cwua
TOU KEIYEVOU, TOV TITAO, TOV UTTOTITAO, TIG ETTIKEQAANIDEG, TIG ACAVTEG KaI TIG TTAPAYPAPOUG.

2nueiwon: Otav TTPAYUATOTTOIEITE YIa TPOTTOTTOINGN O€ KATTOIO ATTO TA OTUA TTOU €XETE EQAPUOOEI
OTO KEiPeEVO 0ag, TOTE aUTH eQaPUOLeTal aUTOUATA O OAN TNV €KTACT TOU EYYPAPOU XWPIG AAAN
OIkf oag TTapéupBacn. ‘ETol, dicukoAUvovTal ol 6TToIEG aAAaYEG ETTIOUMEITE va eQAPUOCETE Kal
eCao@alilete ATl 01 aAAayEG TTou KAvaTE Ba QaPUOCTOUV O OAO TO £yypPaPO, XWPIG va «EEXAOTEI»
KATI.

3.1.1 TitAog ka1 YTroTITAOG

H dopn evog eyypdagou ttepIAauBével ouviBwg évav TiITAO (MEPIKEG POPES Kal €vav UTTOTITAO), Ol
oTroiol gival povadikoi kal Bpiokovtal povo oTnv TpwTn oeAida. KaAd gival va xpnoIJoTToIEiTe
TTPOKaBOPITPEVO OTUA yia Tov TiTAo fi/kal Tov YTTOTITAO.

MNa va epapudoete TpokaBopiouévo oTUA yia Tov TiTAo ri/kal Tov YTTOTITAO, akoAouBeioTe Ta
TTapakdTw Bruara:

1. EmA€ETe TO Keipevo TTou Ba yivel TiTAog/YTTOTITAOG.
2. Zmnv Kevtpikn KapTéAa, KAvTte KAIK 010 BEAOG oTnv oudda ZTul (Eikova 9).
3. X710 Tapdbupo TTou Ba eu@avioTei, Kavte KAIK oTnv €TmIAoyr Tithog/YmréTiTAog (Eikova 10).

APXEIO KENTPIKH EIZATQIH IXEAIAZH AIATAZH EENAAT ANADOPEZ ETOIXEIA AMHAOTPADIAL ANAQEDPHEH MPOBOAH

= ; S Bp T LT .. | == 8 i Evpeon ~
& Arial 1 -|A A Aa- o EE LT AaBBryAl AaBBryaz AQBRM AcBRvA /—\GB AaBprys

EmikéAhnan

~| 33 Avtikaraoraon
TBagwke  TXwpic 8. Emkepoil. Emkespaii. Tihog Ymotithog |5

B I U-akx,x H-¥-A-==== 1=- b-5-

¥ Mwéhe popporneinong I3 Enoyr -

MNpoxepo 1 [paUHOTOTEpa 1 Napaypapog ] ITuh [F] Emciepyacia

Eikéva 9: Kevrpikl KapTtéAa.

ABBryAt AcBpryat AcBRM AaBBlyA ACQB aasprys

TBagwe | TXwpigd.. Emkzpoil. Emkzgodl. Tithog YoTiThog

AaBBryAl AaBBMyAL AcBEMyAL AaBPrydd AaBBMyAL AcBEMyAL

m

Mokprmik..,  Epgpaon ‘Bvtovn E... Evtovo Amoomnao.. Evrovo o..
AABBITAAl AABEITAL AnBOMyA: AcBPryAl
Aokprmik..  Bvtovn oo, Tithog B, THapdyp..
A4 Anpovpyio ook
Amoloupn popipoToingne

A
24 Epappoyn gruh..
Eikéva 10: NMapdBupo emmiAoyig ZTUA.

3.1.2 EmikepaAideg

O1 etmIke@aAideg TTPETTEI Va gival oUVTOMEG, ONAAdH va atToTeEAOUVTAI ATTO PEPIKEG AECEIC I HIa
ouvToun @PAcn, TIPOKEINEVOU OI XPHOTEG va TTEPINYOUVTAI EUKOAQ Kal ypriyopa aTo £yypago. Ol
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ETTIKEPOAAIDEG DeV gival ATTAG QPACEIG YPAUUEVES PE EVTOVA YPAUMATA, JEYOAUTEPA ATTO TO
UTTOAOITTO KEIUEVO, OTOIXIOUEVEG JE CUYKEKPIMEVO TPOTTO K.d., GAAG atToTEAOUV DOUIKG OTOIXEIO TOU
eyypagou. H oeipd kai Ta emitredd TOug €ival atrapaitnTa, yia va uttdpxel Jia Aoyiki oTn doun Tou
£YypAagou n otroia Ba dIEUKOAUVEI TNV TTEPINYNOTN TWV XPNOTWY OTO £yypagd oag.

Katd ouvétreia, KaAd gival va XpnoiyoTroloUvTal TA TTPOKABO0PIoUEVA OTUA YIA TIG ETTIKEQAAIDEG,
onAadn Emkepalidal, Eike@aAida2 K.o0.K. ETITTAéov, n dOWr] TOU eyypAQoU TTPETTEI VA EEKIVAEI JE
Emikepalidal (TrpwTtou emmédou) Kal dtav augaveTtal To €TTITTESO AETTTOPEPEIOG VO augdvovTal Kal
o1 eTmKePaAAideg, dNAadn n Etike@aAida2 (dsutépou eTmiTédou), ETTike@alida3 K.o0.K. ETTovTal TNG
Emikepalidag, yia va uttdpyel Aoyikr} aTrn dour Tou eyypa@ou. AKOWN, BV TTPETTEI VA TTOPAAEITTETE
KATTOIO €TTITTEQO ETTIKEQAAIDAG, dNAadN atod Tnv Emke@aAidal va tnyaivere otnv Emike@aAida3.
TENOG, €AV EXETE ATTOPOATIOEI EK TWV TTPOTEPWY TTOOA ETTITTEDA ETTIKEPAAIDWYV Ba XPEIACTOUV PTTOPET
va yivel n apiBunor Toug. H apiBunon tTwv emke@aAidwy SIEUKOAUVEI TO XPrioTn va avTIANgOEi To
ETTITTEDO TOU KEIPEVOU OTO OTTOIO BPIOKETAL.

Eival onuavtikd va BupduacTe 6T 0 TPOTTOG TTOU €X0UUE DOUNAOEI TIG ETTIKEPANIOEC GTO £yypa@d Pag
Ba €xel Gueon oxéon Pe T dnuioupyia Tou Mivaka TTEPIEXOUEVWY KAl TNV EUPAVIOT] TOUG OTO
MapdBupo TTEPINYNONG, TO OTToI0 BIEUKOAUVEI TNV TTAORYNON Kail TNV avaliTnon HECa aTo £yypaqgo.

MNa va e@apuooeTe eTTIKEQAAIDEG 0€ Eva ETTIAEYUEVO KEIPEVO OKOAOUBEIOTE TO TTOPAKATW Bruara:

1. EmAECTE TO KEIPEVO TTOU TTPOKEITAI VA YiVEl ETTIKEQAAIDQ.

2. Z1nv Kevtpikn KapTéAa, KAvTe KAIK oTnv opdda ZTul (Eikéva 9).

3. 710 MapdBupo TTou Ba euPavioTEl, KAVTE KAIK oTnV 1TIAOY ETrike@alAidal, EmikepaAida2,
K.0.K., avaAoya pe 1o eTTiTedo AeTrTopépelag TTou oag evdlagépel (Eikéva 10).

Edv BéAeTe va apiBunaoete Tig ETke@aAidec oag pe KATTOIO TPOTTO dIAPOPETIKO ATTd TOV
TTPOKOBOPIoPEVO, AKOAOUBEICTE Ta TTAPAKATW BAMATA:

1. Zmnv KevrpikA kapTéAa, Kavte KAIK oTnv oudda Mapdypagog, atnv emAoy AioTa
moAAaTTAWYV emiTrédwyv (Eikdva 9).

2. EmA&ETe TO OTUA apiBunong TTou BEAETE va €xouv ol eTTIKEQAAiIdEG cag atrd Tn BiBAI0BAKN
AioTWV.

3.1.3 Zwpa KeIgévou — AeCAVTEG K. Q.

2€ €va Eyypago 1o PEYAAUTEPO PEPOG TOU €ival TO CWHA KEIPEVOU, ETTOPEVWG KAAS gival va
XPNOIYOTIOIEITE TIPOKABOPIOPEVO OTUA yIa TO WA Tou KeIpévou. ETTiong, o1 AeCavTeg TTou
TEPIYPAPOUV TIG EIKOVEG, T dIOYPAPUATA KAl TA OXAHATA 0AG XPEIACETAI VO £XOUV KAl QUTEG
TTpokaBopiopévo oTUA. OuaIaoTIKd, yia oTIBATTOTE EXETE YPAWEI OTO EyYPAPO 0AG UTTOPEITE va
XPNOIUOTIOINCETE TO KATAAANAO TTPOKABOPIGUEVO GTUA.

MNa va epapudoeTe OTTOIOOATTOTE TTPOKABOPIOUEVO GTUA OTO KEIPMEVO TTOU £XETE ETTIAECEI,
aKkoAouBgioTe Ta TTapakATwW BAuara:

1. EmA&ETe TO KEinEVO OTO OTT0I0 Ba EQAPUOTETE TO TTPOKABOPIOUEVO GTUA.

2. Zmnv Kevtpikn KapTéAa, KAvTe KAIK 0Tnv oudda ZTul (Eikéva 9).

3. X710 Mapd&Bupo TToU Ba EPPAVIOTEI, KAVTE KAIK OTNV ETTIAOYI TOU TTPOKABOPICUEVOU OTUA TTOU
givar kataAAnAo yia eodag (Eikéva 10).
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3.1.4 TpoTtrotroinon OTUA

MrTropeiTe va xpnoIUOTIOINCETE GTO £yypa@d oag Ta TTpokabopiouéva oTul Tou MS-Word 2013. 2¢
TTEPITITWON, OUWG, TTOU DEV EI0TE IKAVOTTOINUEVOI ATTO AUTA ) BEAETE va KAVETE KATTOIEG AAAQYEG OTA
NdN UTTAPXOVTA OTUA, WOTE VA TAIPIAJOUV TTEPICTOTEPO OTNV AICONTIKA 0AG KAl OTIG TIPOTIUACEIG
0aG, MTTOPEITE va Ta TPOTTOTTOINCETE TTOAU €UKOAAQ. O TPOTTOTTOINCEIG €VOG OTUA UTTOPEI va agpopouv
TO €id0G Kal TO PHEYEBOG TNG YPAUUATOCEIPAG, TO XPWHA Kal TNV évTovn A TTAdyIa ypa®r, Tn oToiXIon,
10 &1A0TIXO Kai Ta diaoTAuaTta. Emiong, utropeite va dnuioupynoete £va dikd oag aTuA ] va
OANGgeTE TO Gvopa evog ABN UTTAPXOVTOG OTUA. EAV oI TPOTTOTTOINCEIG TTOU ETTIBUEITE gival TTIO
£CEIBIKEUPEVEG KAI AQOPOUV TNV apiBuNnon, TT.X. TwV £TMKEQAAIdWY, OTN HOPPOTTOINCTN TWV
TapaypaQwy, o€ TTEPIYPAUMATA K.O. JTTOPEITE VA TIG TIPAYUATOTTOINCETE AKOAOUBWVTAG UEPIKA
TTapatédvw BAPaTa.

MNa va TpotrotroINoeTe éva TTpokabopiouévo OTUA, akoAouBeioTe Ta TTapakdTw BAGTA:

1. EmA€ETE TO KEiPEVO OTO OTT0iI0 Ba £QaPUOTETE TO TTPOKABOPICHEVO OTUA.

2. Zmnv Kevtpikn KapTéAa, KAvTe KAIK oTnv opdda ZTul (Eikéva 9).

3. ZT10 TapdBupo TTou Ba ePPAVIOTEI, KAVTE OELi KAIK OTNV ETTIAOYI TOU TTPOKABOPIOUEVOU OTUA
TTou €ival KatdAANAo yia e0dg kai TTatioTe Tpotrotroinon (Eikéva 11).

4. X710 TTap&Bupo TToU Ba EPQAVICTEI PTTOPEITE VO TTPAYHOTOTTIOINCETE TIG TPOTTOTTOINOEIG TTOU
ETMIOUEITE Kal va OEITE TNV TTPOETTIOKOTTNON TOU CUYKEKPIUEVOU OTUA (Eikéva 12).

5. Ta o €EEIBIKEUNEVES TPOTTOTTOINCEIG, KAVTE KAIK OTNV €1TIAOYr] MOpP@R KAl 0TN CUVEXEIX
eMMAEETE TO TTEDIO OTO OTTOI0 BEAETE VA TTPAYHATOTTOINOETE TpoTTOTTOINOEIG (Elkdva 13).

6. AvdAoya pe 1o TTedio TTou Ba eTTIAEEETE Ba avoifel To avTioTolxo TTapaBupo.
MpayuatoTtroicioTe TIGC aA\ayég oag Kal kKavTe KAIK oo OK yia va e@apuoaTouv ol
TPOTTOTIOINOEIG.

ITOKEIA AAAHAOTPADIAE ANABEQPHEH MPOBOAH

IS LN, E=s= A . D4 an
=rci &5 4l T pappryat Aaepryat 1 AaB| 1.1 AaB AQB acesrye
== 1= O - TBaows TXHwpig§.. Emkepohil. Emkepoil.  Tithog YmoTThog
Mapdypapog o AaBBMyAL AaBBMpAd AcBETyAl  AcBpryhi AaBBMpAd AcBETMpAL
3 1 z & z 8 mokprmk.. Eppoon  Eviown .. Bvtove  Amoomao.. Bvtovo a..

AARRITAAL  AARRITANA  AndRAMeA: | Ao BAIuAE
Evnpépwaon Tou orud "Mopaypopog AoTag” yuo cuppuivia pe TN ETthoyr L
4_-§_+ TpomoTmolnan...
Emboyn chuow (Kuwplg edopiva)
Mezovopooia...

Kotapynon amd tn Zudhoyr otoh

NpooBrkn ouddoyhc on ypoppn spyaheiov ypyopns Tpoofaong

Eikéva 11: Tpomrotroinon ZTuA.

‘Epyo: Kevtpikd MnTpwo EAANVIKwyY AvolkTwv MaBnudTtwy Zehida 15



AvaoAuTIKEG 00NnYieS yia Tn dnuioupyia TTpooBdoipywy eyypagwy pe To MS-Word 2013

Tpomomoinon oTuh ?
1516TTES
‘Ovopo Emikepohifo 1
Tumog ool TUVEESEUEVO (MOpOYPOQOC KOl Y0P OKTH PO
Me Baon To oTuk: 1 Boowo "]
ITUA EOUEVC TIOp Oy pOUp oL 1 Baowo W

MoppoTmoinan
Calibri Light Emwg v | |16 (w|| B T U ||

=

[
i
Il
i
[
i
I

1 Asiypa keipevou Asiypa keipevou Asiypa keipsvou Aslypa
kelpevou Aelypa kelpevou Asiypa keipevou Asiypa kelpevou
Agiypa keipevou Aeiypa keipevou Asiyua keiusvou Asiypa
rpauucrrc-c_rzlp-:it: [Mpoemieypévn) =Emkepodibeg (Calibri Light), 16 o, ¥pwpa ypoppotooapag Eupaon 1, Eqoxr:
Apwrepa: 0 zk.

Mpoetoxn: 0,76 ek, AldaTnuo
Mpw: 12 ot. hd

Mpogdrikn ot culloyn otud [ | Autdporn evnpépuwan
(®) Mévo oz ouTh To Fyypapo () Nia fyypapa mou Bagifovial 0F quTd To TpaTumo

Eikéova 12: NMapdbupo Tpotrotroinon ZTuA.

[poppaTooepd..,
HNopaypapoc,.,
ITnhoBETEC...
MNepiypopp...

Chwooa...

MAgiaw...

ApiBpnon...

MinkTpo ouVTOPELONE,...

Eipé kzpdvou...
Mopepn ~

Eikéva 13: EmiAoyn Mopen.

3.1.5 Anpioupyia véou ZTUA

Edv BéAeTe eTIAOYEG HOPPOTTOINONG TTOU OEV TTPOCPEPOVTAI ATTO TA TTPOKABOPIoUEVA OTUA
MTTOPEITE VO ONUIOUPYACETE TIPOKABOPICHEVA GTUA TTOU QVTATTIOKPIVOVTAI OTIG OIKEG OOG AVAYKEG.

O 1m0 €UKOAOG TPOTTOG VO BNUIOUPYATETE £va TTPOKABOPICHEVA OTUA €ival va TPOTTOTTOINCETE £va
NdN UTTAPXOV Kal va TO aTToBNKEUOETE WG VEO OTUA E TO OVOUQ TTOU B ETTIAEEETE.

MNa va dnuioupynoete €va véo OTUA akoAouBegioTe Ta TTapakdTw BAuara:

1. Kdavte KAIK TNV TTAPAYPAPO TTOU BEAETE VO UOPPOTTOINCETE.
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21nv Kevtpikn KapTéAa, oTnv oudda MFpapparoosipd, emAECTE TO €id0G, TO HEYEBOG TNG
ypauuaTooelpdg Kal 6troia GAAN TpoTrotroinon BéAeTe (Eikdva 9).

>1nv Kevtpikn KapTéAa, oTnv oudda Mapdypagog, eTTIAECTE TNV OTOIXION, TIG E00XEG KAl TO
d1a0TIXO TTOoU €TTIBUEITE (EIKOVA 9).

Kavte degi KAIK 0TnV TTapdypa@o TTou JopgoTroifoarte. Kavte KAIK oTnv €1mIAoyr ZTUA Kal
oTn ouvéxela otnv Aoy Anuioupyia oTul (Eikdva 14).

2710 TTapdBupo Anpioupyia véou OTUA atrd Tn pop@oTToinon TTou Ba ePPavIoTEl, OTO
edio Ovopa, TTANKTPOAOYAOTE TO OVOUQ TOU VEOU OTUA TTou dnpioupynoare (Eikéva 15).
Edv B€AeTe va ouptTepIAGBETE TO OTUA 0T GUAAOYH OTUA TnNG KapTéAag Kevtpikn, KAvTe KAIK
oto OK.

Edv Oev B€AeTe va oupTTEPIANAPBETE TO GTUA 0T GUAAOY, €TIAECTE TpOoTTOTTOINON KAl OTO
KATW PEPOG TOU TTapaBUpou dIGAGYOU TTOU EUPAVICETAI, KATAPYAOTE TNV ETTIAOYH TOU
mAaiciou MpooBiRkn otn cuAAoyn oTuA (Eikdva 12).

Calibri (Ftopa) - |11~ A" o7 P

B I

U AT
AaBpryad AcBpryaé 1 AaPF 1.1 AcB
TBaowe T Xwpig§.. Emkzpaii. Emkepodi.

ACOB awsprye aassryac aassryas
Tithog ¥Ymotmhog  Awkpimik..  Epepoon

aBEyA¢ MaBPryhi AaBBIyA¢é AcBEIyA¢

m
[5x]

Evtovn £... ‘Evtovo Amoomnao.. Evtovo ..

AABEITAAl AABEITAA AaBOMpA«  AcBPryAé
Liokprmik...  Evtovn o, Timhog Bu. T MNopayp..
A4 Anpovpyic ook

A Amohoupr poppoToinong

'5:(1_. Eqpoppoyn gruk...

Eikéva 14: Anuioupyia oTUA.

Anpovpyic véou oTul omd Tn popwotoinon  ?

Owopo

Etund

MpOEMITKOT O OTUA OO Oy P op o

ITuAl

Tpomamoinan... AKUpo

Eikéva 15: MapdBupo dnpioupyia véou GTUA a1rd Tn Hop@oTtTroinon.
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3.2 Ke@aAideg-YmooéAIda-ApiBunon oeAidwyv

O1 Ke@aAideg kal Ta UTTOCENIDA €ival TTEPIOYEG OTA ETTAVW, KATW Kal TTAGyIa TTEpIBWpIa K&Be oeAidag
€VOG eyypd@ou. MTTopeite va €10ayeTe | va aAAAEETE KEIMEVO 1) YPAPIKE o€ KEQAAIDES Kal UTTOTEAIDO
XPNOIUOTTOIWVTAG TN GUAAOY ] va ONUIOUPYACETE éva TTPOCAPUOCHEVO apIBUG oeAidag, uia
Ke@aAida A €éva utroaéhido. Na TTapadeIyua, UTTOPEITE va TTPO0BECETE apIBUOUG oeAidwy, TNV WP
Kal TNV nuepounvia, K&trolo AoyOdTuTIo, TOV TITAO TOU £yypPdA@OU ] TO Gvoud TOU apXEiou 1 Tou
OUVTAKTN.

MNa KaOAUTEPA ATTOTEAEOUATA, ATTOPACIOTE €K TWV TTPOTEPWYV €AV BEAETE HOVO €vav apiBud oeAidag i
€Av BEAETE KATTOIEG ETTITTAEOV TTANPOQOpPIES padi ue Tov apiBud oelidag oTnv Ke@aAida r} aTo
uttocéAIdo.

3.2.1 MpooBnRkn apiBuou ceAidag

MNa va eiodyete apiBud oeAidag o1o £yypagpd oag, akoAouBeioTe Ta TTAPAKATW PrAPATA:

1. Zmnv kapTtéAa Elcaywyn, otnv opdda Kepalideg & YTTooéAIda, KAVTE KAIK OTNV €TTIAOYNA
Ap10u6g oeAidag (Eikéva 16).

2. 1o mapdBupo TTou Ba avoigel, KAvTe KAIK oTn B€on Tou apIBuou oeAidag TTou BEAETE,
onAadn oTo £TAvw r 6To KATW PEPOG TNG GeAIdag, oTa TTEpIBwpla TNG aeAidag ) aTnv
Tpéxouoa Béon (Eikova 17).

3. ZT1n ouAloyn, kKavTe KUAIoN OTIC TTIAOYEG Kal KAVTE KAIK OTn Jop@r apiBuou TTou BEAETE
(Eixéva 17).

4. Tia va eTOTPEWETE OTO CWHA TOU eyYPAPOU aag, KAvTe KAIK oTnv £tmAoyn KAgioipo
KePAAidWV Kal UTTOOEAIBWY, oTNV KapTéEAa ZXediaon oTnv TTepioxr EpyaAgia ke@aAidag
& YmrooéAidou (Eikova 18).

APXEIO KENTPIKH EIZAMQrH IXEAIAZH AIATAZH ZEAIAAT ANADOPEL ITOIEIA AAAHAOTPADIAE AMAGEQPHIH MPOBOAH

B Efcapuido - D o ,__| =] SmartArt .’ E"j '%Y‘ntp—cnj\.lﬁzun g Kepahisa - - |'_“} = 7TL Eiiowan ~
D Kevn cehida = & _\/ 1l Tpdgpnua £ |b Ieshbobeiktng D Ymogghdo © 4q -~ E‘. Q Iupfoha -
Mivakag  Ewdveg Ewdveg oto Iyipota Epappoyécyx  Bivieo ato

[ X Iyoha Mhaigwo
"= Adhayri ozhiSag Internet @+ TIWRETUTIO ™ 1 Office - Intenct 24 Mapamopmri

. . A
[#] ApiBpsc oehisag - KeEuU ~ -3-

EeMBeC Mivaxeg ATEKOVITEL EpapuoyEs Méoa TUVSETEL; Ixoh | KepohiSeg kalumooihsa Keipevo IupBoia

Eikéva 16: KaptéAa Eicaywyn.
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aarthrt B Yrep-guivSeon [ Keporisa~ . =R D
s ¢ o u-

Apr o = |* =nsoszike g B Ymooiuso - -
. Epappoyégya  Bivieo oto ) Iyoha . . Mhaizwo
ypLoTuTo * 1o Office = Intenet EI._:l Napamropmm 5] ApiBpsc ozlisag - Kelpdvou * C
Eqpoppoyig Mioa TuvBigelg Ixoha | B Emdww pépog Tng ozhibog ¥
AmAd - @ Kétw pépoc tne oshidog 3
AmAdg aprBpdg 1 ] NMepBopia oehidag 3
[l Ipiyouco Bion 3

1 Eh Mopipomoinon apilBpwy ozhidac...

B( Korépynan apiBpoy ozhidog

AmAog aprBpog 2

AmAog aprBpog 3

AmAdg apBpog
Ayrideg 1

’;"’_',. MNeprogoTtzpol aplBpot cehibog one te Office.com 3

Eh Amobrkesuon emthoyng we aplBpon oehidacg (Katw)

Eikéva 17: Mapdbupo ApiBu6g oeAidag.

B H S O- Eyypapo2 - Word EPTANEIA KEGARIAAT & YITOZEAIAOY
APXEIO KENTPIKH EIZAMQrH IXEAIATH AIATAZH TEAIAAT AMAGOPEE ITOIXEIA AMAHAOTPAGIAE ANAGEQPHIH MNPOEOAH IXEAIATH
Kepahisa = piyopa TprfpoTa ~ 4 Mponyoupevn MopopETIKA TpLITH oehifa 125k
® T yopa Thrip U & youj p -
O =i
mociudo - - KOvzg b Emépzvn MapopeTikic povic kat fuyég oehibag 125
[ Ymoohs = I.F‘gs 5 Emép MawpopeTikéc povéc kan loyég oehiBee (1252 1| )
. ) Hupzpopnvia Minpopopizg Merdpacn i y [heiopo kepahiSum
[#) ApBoc oRisas ™ oiipe  eyypmou - L8 Eoveg oTo Intemet | ¢ e nodisa /| Eppérvion kepévou cyypipou o oToshE LT
Kepaohibeg kal utogelEa Ewgaywyr MNzpriynan Emuhoyég aian Kheigpo

Eikéva 18: EpyaAcia Kepalidag & YrooéAidou.

3.2.2 Mpoodnkn KepaAidag R/kai YrooéAidou

MNa va eiodyete KepaAida oTo £yypa@d oag akoAouBeioTe Ta TTapakdTw BAuara:

1. 2tnv kopTéAa Eicaywyn, otnv opdda Kepalideg & YrooéAida, Kavte KAIK aTnV €TTIAOYA
Kegalida (Eikéva 16).

2. XZ1o TapdBupo pe Tn cuAhoyr) TTou Ba avoigel, KAvTe KUAIoN OTIG ETTIAOYEG KOl KAVTE KAIK
oTnNV KeQaAida TTou BEAETE va e10AyeTE OTO £yypa@o oag (Eikova 19).

3. Ta va emMOoTPEYETE OTO CWHA TOU eyypA@ou 0ag, KAvTe KAIK aTnv Aoy KAgioipo
KeQaAidwv Kal UTTog£AIBwY, aTnVv KapTéAa Zxediaon, otnv mepioxn EpyaAsia
Ke@aAidag & YmrooéAidou (Eikova 18).
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[ KepohiSa~
Evowpoatwpivo

Kzvad

| e peslcspiorm S|

Kzvé [tpewg otiAzg)

(e preaboydens wBdd

Austin

[Myespederyfion: ufid]

[P R o S

ViewMaster

[Txkereyypeizkun]

IE:;' Meprogdtzpeg kepahideg omo To Office.com

D Emelepyooia kepohidac

f;{ Ketapynon kepohibog

Eikéva 19: NMapdBupo KepaAida.

MNa va ei0dyete YTTOGEAIDO OTO £yypa@o Gag aKOAOUBEIOTE Ta TTAPAKATW BrpaTaA:

1. Zmnv kapTtéAa Elcaywyn, otnv opdda Ke@alideg & YTooéAIda, KAVTE KAIK OTNV £TTIAOYNA

Ymooéhido (Eikéva 16).

2. 10 TapdBupo pe TN cuAAoyr| TTou Ba avoigel, KAvTe KUAIOT OTIG ETTIAOYEG KAl KAVTE KAIK OTO

Y1rooéANIdo TTou BEAETE va el0dyeTe O0TO £yypa@o oag (Eikova 20).

3. Ta va emOoTPEWETE OTO CWHA TOU eyYPAPOU oag, KAvTe KAIK aTnv emAoyr) KAgioipo

KEQAAidwv Kal utTToo€AIBWYV, TNV KapTéAa Zxediaon, otnyv mepiox EpyaAegia
ke@aAidag & YmooéAidou (Eikova 18).
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KewpahiSo -
D Ymooéhbo v
Evowpoatwpivo -

Kevn (tpeig otiAzg)

I bosedme b |k apbrpipone o IMWepcrpnd oot £ B

Kzvo

IMbepcrpodoydyre cbi|

Austin

ViewMaster (kaflztn)

’E,’ Mepiogotspo vooihde omo To Office.com 3
D Enzlzpyaoio uvtoaihidou

|_—5'< Kortapynon vmeoihidou

Eikéva 20: NMapdbupo YrooéAido.

3.3 AioTeg

O AioTeg gival éva onuavTikd epyaAEio yia TV opydavwaon Tou eyypagou cag. ETropévwg, gival
QTTOPAITNTO OTAV dNUIOUPYEITE NIOTEG VA TIG SICUOPPWVETE XPNCIUOTIOIWVTAG TNV AUTOPATN
€l0aywyr KOUKKi®wV Kal OTUA apiBunong Tou MS-Word. Ze avTiBeTn TTEPITITWON, Ol UTTOOTNPIKTIKEG
TEXVOAOYIEG Kal 01 XPOTEG TOUG BE Ba avayvwEIoOUV TN CUVEKTIKOTNTA TWV CTOIXEIWY TTOU
epIAauBAvovTal oTIg AioTeg 0ag, AAAG Ba TIG EpuNVEUCOUY GAV HIa O€IPd CUVTOPWY {EXWPIOTWV
TTapaypapwv.

2nueiwon: 6Tav XPNOIPOTIOIEITE KOUKKIOES A/kal apiBunon KaAd ival n KABe TTpATacn va TEAEIWVEI
ME TeAgia, yia va dlaBadeTal cwoTd atrd Ta TTPOYPANKATA avayvwaoTh 006vnG.

MNa va dnuioupynoeTe pia AioTa akoAouBeioTe Ta TTapakaTw BAuara:

1. Zmnv Kevrpiki kapTéAa, otnv oudda Mapdypa@og kavte KAIK oTnv emIAoy) KOUKKideg 1
oTtnv emAoyr ApiBunon (Eikéva 9).

2. Ta va emAEEeTe BIOPOPETIKI HOPPOTTOINGN KAVTE KAIK 0TO BEAOG TTOU UTTAPXEI OTA BEEIA TNG
emAoyng Koukkideg r} Tng Apibunong.

3. EmA£ETE pia atrd TIG HOP@EG TTOU Ba EuPavIoTOUV aTrod TIG TIPOCPATA XPNOIMOTTOINMEVES
f amo 1 BiBA100AKkN (Eikdva 21,Eikéva 22).

‘Epyo: Kevipiké Mntpwo EAANvVIKWV AvoikTwv Madnudtwv Zehida 21



AvaoAuTIKEG 00NnYieS yia Tn dnuioupyia TTpooBdoipywy eyypagwy pe To MS-Word 2013

Koukkifeg mov ypnoupomoujdnkoy mpospoaTo
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e
BipAroBnkn koukkiSww

Kopio ® O | + * e

> v

Koukkibeg eyypiupon

*

e,
.

® ’ — -—
& Adhoyn smmedou AloTag

Mpoodwopuopog vEng KOUKKISAE,..

Eikéva 21: MapdBupo Koukkideg.
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Moppé apiBpwy wov ypnopomownkoay TpoopaTa

A 1
B. 2.
C. 3.

BipAroBrxn api®pnong

1. 1)

Kapia 2. 2)
3 3)

l. A a)
1. B. b)
. c c)

Moppég aplBuwy eyypapou

A 1
B. 2.
C 3.
& Aoy emmiSou oo 3

Mpoodwoplopdc viog poppomoinone aplpuwm..,

:#  Opuwopse Tric apiBunong...

Eikéva 22: Napdabupo Apidunon.

MNa va yopoTroifoeTte pia AioTa akoAouBeioTe Ta TTapakdTw BAuATA:

1. Z1nv Kevrpiki KapTtéAa, otnv opdda Mapdypa@og KavTte KAIK oTo BEAOG TTOU UTTAPXElI OTA

0e€1a Tng emAoyng Koukkideg ) Tng emAoyng ApiOunon (Eikéva 9).
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2. EmAéETe Mpooadiopiondg véag KoukKidag r NMpoodiopiouog véag Hop@oTToinong
apifuwyv (Eikéva 21,Eikéva 22).
3. MpayuatoTtroicioTte TIG aAayEG TTou BEAETE Kal KAvTe KAIK oTo OK.

3.4 ZTRAgg

Edv B€AeTe va DOUAOETE TO £yyPaPO 0aG O OTHAEG TTPETTEI VA XPNOIMOTIOIEITE TIG OTAAEG TOU MS-
Word. KaAd gival va un xpnoigotrolcite To TTAAKTPO Tab yia va dnuioupyfoeTe oTAAEG, yiarTi Ta
TTpoypduuaTa avayvwaoTn 08ovng o< diaBdalouv owaoTd TéTolou €idoug OTAAEG.

ETriong, e@boov KAVETE Xprion oTNAWY KAAO gival va TIG dIaXwpPIfeTe Je ApKETO TTEPIBLIPIO, WOTE VA
yivovTal avTIANTITEG aTTd XPHOTEG JE PEIWMEVN Opaon.

2nueiwon: ETeldr ol 0TAAEG PTTOPEI Va gival Pia TTPOKANGON YIA TOUG XPAOTEG OPICHEVWV
BonBnTikWwyV TEXVOAOYIWY, TTPETTEI Va £EETATETE AV N XPrion TOUG OTO £yypa@d oag gival TTpayuaTiké
aTapaitnTn.

MNa va TpooBEéceTe OTAAEG O€ TUNHA EVOG £yypAPOU AKOAOUBEIOTE Ta TTAPAKATW BripaTa:

1. EmA£ETE TO KEIPEVO TTOU BEAETE VA JOPPOTTOINCETE O€ OTAAES i TOTTOBETAATE TOV
KEPOOPQ/Opopéa oTO onuEio aTrd To OTToi0 BEAETE va EEKIVIIOOUV Ol OTHAEG.

2. Zmnv kaptéAa Aldragn oelidag, otnv oudda Alapudp@won oeAidag KAvTe KAIK oTnv

emAoyr ZTAAEg (Eikova 23).

Kavte KAk oTnyv emmihoyr MNepioooTepeg oThRAeg (Eikdva 23).

4. 210 TapdBupo ETAAEG KEIPEVOU TTOoU Ba avoifel PTTOPEITE va ETTIAEEETE TOV apIBUS OTNAWY
TToU €mMOUEITE, TO TTAGTOG KAl TIG ATTOCTACEIG HETAEU TwV OTNAWY. AKOUN UTTOPEITE va
EMMAEEETE av BENETE va ep@avideTal P KATAKOPUPN YPARKR avapeoa oTig 0TAAES. OAeG TIG
eMAOYEG oag ptTopEiTe va TIG deite oTnV MpoemiokdétTnoN (Eikéva 24).

5. Ta va emAEEETE av n epapuoyr Twv oTNAWV BEAETE va yivel oe GAO TO £yypago i} 0 KATTOI0
MEPOG auTou, KAvTe KAIK 0TO TTEdio Eappuoyn o€: kal SIOAEETE peTAlU TwV eTTIAOYWYV Z€
6Ao 1o éyypago 1 Metd 1o Tpéxov onpeio (Eikdva 24).

w
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- BY Tuhopopec~
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AploTepd

Azfia

ZZ  [epuwoooTepeg OTAMEG...

Eikova 23: KaptéAa Aidragn ZeAidag. Opdada Aiapoépewon ZeAidag.
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=

ITRAEC
YroSeiyoTa
Mio Avo Tpeig ApiotEpa it als |
AplBpoc otpuw: (30 5 [poppn evBiapeoa
MAGTOC KOl OO TTATEL, TTAAWW MpoEMITE AT Th
AplBpog [Thatoc AmogTaan:
405k, o| 1258k |2
|:| 405 =] [125 2
oo MAGTOC OTAWY
Epoppoyn oz | Emieypsévo Keipevo | W Evapin viog atiing

Eikova 24: Z1Aeg Kelpévou.

Edv BéAeTe va aANAGeTE TTEPICCOTEPO TN BIATAEN OTO £yyPAPS 0AG, ETTINECTE KEIUEVO i KAVTE KAIK
OTO Oonueio TTou BEAETE va aAAGEeTe TN diATagn Kal akoAouBnoTe Ta Tapamavw BAuara. MNa
TaPAdEIyUa, NTTOPEITE va aAAGEeTE TN dIATALN ATTO Wia o€ dUO OTAAEG KAl OTN CUVEXEID UTTOPEITE va
XpnoigotroInoeTe Eavd Tn dIGTagn piag otAng oe oeAida TTou aKoAouBEi.

4. ZTuvdéoeig

O1 ouvdéoeig o€ éva £yypago MS-Word -pe TIg oTToieg Ba aox0ANBoUE 0€ QUTEG TIG ONPEIWOEIG-
MTTOPEI Va gival UTTEP-OUVOETEIG 1] TTOPATTOUTTEG.

Mia uttep-oUvOEDN gival CUVHBWG PIa EYXPWHN UTTOYPOUMIOHEVN @PACn KEIMEVOU 1] éva YPAPIKO,
TTOU OTAV KAVETE KAIK O€ QUTO UTTOPEI va 0ag OUVOEDEl PE JIa I0TOOEAIDA, pia dieuBuvaon
NAEKTPOVIKOU Taxudpoueiou f Eva apxeio.

H utrep-ouvdeon divel Tn duvatdTNTa OTOUG XPHOTES va TTEPINYNBoUV o€ Eva £yypago ypriyopa Kal
€UKOAQ eMITPETTOVTAG TOUG va £Xouv TTPOCRACN OTO TTEPIEXOUEVO TTOU TOUG EVOIQPEPE], XWPIG VO
xpelaoTei va diaBacouv 0AOKANPO To £yypaqgo.

210 MS-Word pia utrep-oUvdeon PTTOPE va gival:

— EowrtepikA: dnAadn va cuvdéel Ta OTOIXEIA VOGS EyYPAPOU, OTTWG Eival Ol TTAPATTOUTTEG
(ETTIKEQAANIDEG, EIKOVEG, TTIVOKEG).

—  E&wrtepikA: dnAadn va ouvdéel Ta oToIxEIa VOGS eyypd@ou e éva eVOANQKTIKO apxEio, ia
I0TO0EAIOq, K.a.

O1 TrapaTTouTTéG €ival évag TPOTTOG OUVOEONG EVOG OTOIXEIOU TOU EYYPAPOU, OTTWG HIa EIKOVA, HIO
ETTIKEQAAIDQ, pIa UTTOONUEIWON, MIa eicwon 1 évag TTivakag e pia Béon péoa oTo Keipevo. Ol
TTAPATTOUTTEG EICAYOVTAI OTTO TTPOETTIAOYI WG UTTEP-OUVOETEIG (ECWTEPIKI UTTEP-OUVOEDN) Kal
EVNUEPWVOVTAI QUTOPATA AV HETAKIVNOED TO TTEPIEXOUEVO O AAAN Béon.
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4.1 Eicaywyn UTrep-ocuvoeong

MNa va dnuioupynoeTe TTPOCRACIYEG UTTEP-OUVOETEIG Eival ATTAPAITNTO VO XPNOIUOTTOIEITE
TEPIYPAPIKO KEIPEVO Padi e TNV TTANPN NAEKTPOVIKN dieuBuvaorn). AuTtd e€ac@alilel 0TI oI GUVOETOI
Ba dilaBacovtal cwoTd Pe BACN TO TTEPIEXOUEVO TOU KeIévou. OTav XpNOIUOTTOIEITE EIKOVES VIO
UTTEP-OUVOEDEIC BEPaIwBEITE OTI TO EVAAAAKTIKO TOUG KEiEVO €ival KATAAANAO, dnAadrh agopd TIg
iDIEC TIG CUVOECEIG VIO VA UTTOPEI TO TTPOYPANUA avayvwoTn 080vng va TIG EVTOTTIOEL.

Mapakdtw TTapatiBeval HEPIKEG BATIKEG 0BNYIES YIa TIG UTTEP-OUVOECEIG:

OAeg o1 uTTep-OUVOETEIG TTPETTEI VO EAEyXOVTal, Yia va BeRaiwBei o akpIBAG TTPoopIoHdS Tou
OuvOEéoOoU.

Mnv e104yeTe KeVA OTO TEAOG UIAG oUVOEONG, YIATI OE Ba POPTWVETAI 1 I0TOOEAIDA.

Na xpnoidoTroleite 0pBO Keipevo auvdeang, dnNAadn va gival TTeEpIypa@IKd o€ oxEon KE TO
TTEPIEXOUEVO TNG UTTEP-OUVOEDNG.

Mn XpNOILOTTIOIEITE WG KEIPEVO UTTEP-OUVIEDONG TO «KAVTE KAIK £BW0», YIATI TTPOKAAE]
ouyxuon oTa ATroua TTou XPNOIMOTIoIoUV TTPOYPAHUA avayvwaTn 006vng.

MNa va eI0GyeTe PIa UTTEP-CUVOED UE UTTAPXOV APXEIO i 1I0TOCEAIDO AKOAOUBEIOTE TA TTAPAKATW
Bruara:

1.

21NV KapTéAa Eiocaywyn, otnv oudda Zuvdéoeig KAvTe KAIK 0Tn €1TIAOYN YTITEP-OUVDOEDN
(Eikova 16).

2. ZT10 TapdBupo Eicaywyn utrep-ouvdeong mou Ba avoifel KAvTe KAIK TNV €TTIAOYI
20vdeon pe: Yrdpxov apxeio N 1otooehida (Eikova 25).

3. Edv BéAeTe va KAveTe UTTEP-OUVOEDN ME KATTOIO UTTAPXOV ApPXEIo f I0TOCEAIDO TTOU £XETE
KAvel ndn TepInynon, Kavre KAIK o1o Tedio Algpelivnon o€ yia va Bpeite autd TToU 00G
evola@épel kail va 1o eTAEEeTe. Ta Tedia Na epgavideTal To Keipevo Kai Aiedbuvon
oupTTANpwvovTal autopata. Edv BEAeTE va ep@avideTal DIAQOPETIKO KEiEVO aTTd auTo TTOU
£Xel el0axOei auTOuaTa YTTOPEITE va TO AAAACETE.

4. Edv BéAeTe va KAVETE PIa UTTEP-OUVOEDN £EapPXNG, TOTE OTO TTEdio Na ep@avideTal To
KEIMEVO YPAWTE WIa @pAacon TTou Ba TTePIYPA@El CUVTOUA TOV TTPOOPICKO TG oUVOEONG. ZT0
medio AigvBuvon ypdawTe 1o URL. Eival TrpoTipdtepo va avriypdwere o URL atreuBeiag
aTTd TNV I0TOCEAIDA TTOU 0aG eVOIAPEPEL, YIa VO ATTOPUYETE KATTOI0 0pBoypa@ikd AGBoG.

5. Kdavte KAIK oTo OK.

Eigorywyn WITEp-oUWSEDNG ?
IuvEean pe Mo ELpoVIZETOL TO KElEwD: TupBoukn o8ovng..
Vmapyow Ligpedvnon oe | | Documents W 'f&
l;[ﬂﬂ)(;gigu Ioéxuy Mpoooppeapéva mpoTumo Tou Office EzMB08EIKTNG..
TG Miaigo TpoopLapo..,
Béan peoa Tehibec onig
OTO EYYpapo OTMolE; EXEL
YIVEL
TEPLYNON
Anpoupyic
vEou Npoapora
EYYPapOU apyeia
Aiz0Buvan Aenduvan; | W
NAEKTPOVIKOU
TOXUSPOEL., Arupo

Eikéva 25: Mapdbupo Eicaywyn Ymep-ouvdeong. Yrapyxov apxeio 1 1cTooeAida.
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MNa va eiI0GyeTe PIa UTTEP-oUVOEDN UE BEan Péoa aTo £yypago akoAouBeioTe Ta TTapaKATw BAPATA:

1. 2mnv kapTtéAa Elocaywyn, otnv opdda Zuvdéoeig KAvTe KAIK oTn £TTIAoyR YTTEp-oUVOEon
(Eikova 16).

2. 1o mapdBupo Eicaywyn utrep-ouvdeong mou Ba avoigel KAVTE KAIK oTnV €TTIAOYN
20vdeon pe: Oéon péoa oto fyypago (Eikéva 26).

3. Z710 Tedio EmIAESTE M1 Béon o€ auTo TO £yypa@o, KAvTe KAIK aTnV €TTIAOYA 00G. (2TO
medio auTd TO £yypagd oag eu@avifeTal SOUNMUEVO WE TIG ETTIKEQAAIOES TTOU €XETE
XPNOIUOTTOIROEL)

4. To medio Na gp@avideTal To KEIJEVO CUPTTANPWVETAI QUTOPOTA PE TNV €TTIAOYH oag. Edv
BéAeTE va gpgaviCeTal DIOPOPETIKO KEIMEVO aTTO AUTO TTOU £XEI EI0aX0Ei auTOUATA PTTOPEITE
va TO OAAGEETE.

5. Kdavte KAIK oT0 OK.

Ergorywyn umep-ouvEseang ?
EowEeon pe Na gupovifeTol To Kelpewo: EupBouin oBovng..

YEE;%OU Enb\.éi;rzlulg Béon o auTo TO .E",",JDEIEDO:

D:p):g[o.ﬁ Emdvw pépog Tou syypdpou

wotooehiba ETrlKEtpo:MrSEq

‘;_jl - IehiBodziktzg Miaicwo TpoopLapo..,
Bion péoa
OTO EYYpopo
2
Anpoupyio
vEou
EYYpapou
(=1
LusuBuvan
NAEKTOOVIKOU
TOXUS pOpEL.. e

Eikéva 26: NMapdBupo Eicaywyn Yrep-ouvdeong. Oéon péoa oto £yypa@o.

MNa va e1I0ayeTe pia uTteEP-oUvOEDN PE JiIa dlIEUBUVAON NAEKTPOVIKOU TaxudpouEiou akoAouBeioTe Ta
TTAPOKATW Bripara:

1.

2.

21nv KapTéAa Elocaywyn, otnv opdda Zuvdéoelg Kavte KAIK oTn €TIAoyn YTTEP-oUVdEOoN
(Eixéva 16).

210 TTapdBupo Eicaywyn utrep-ocuvdeong TTou Ba avoigel KAvTe KAIK oTnv €TTIAOYN
Aig0Buvon nAekTpovikou Taxudpopeiou (Eikéva 27).

210 Tedio AlEUOUVON NAeKTPOVIKOU TaXudpopEiou ciodyeTe TN B1EUBUVON NAEKTPOVIKOU
Taxudpoueiou Pe TNV otroia BEAETE va ouvOEeDEiTE.

2710 1Tedio Na gpgavifeTal To KEiMEVO €I0AYETAI AQUTO TTOU YPAQPETE OTO TTEdIO AlElBuvon
NAeKTPOVIKOU Taxudpopuegiou. EAv BEAeTe va eu@avieTal SIaPOPETIKO KEIPYEVO UTTOPEITE Va
TO OAAGEETE.

Kdavte kAIk oTo OK.
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Eikova 27: NMapdbupo Eicaywyn Ymep-ouvdeong. AielBuvon nAekTpovikoU Taxudpopeiou.

EmtAéov, pTTopeite va oUUTTEPIAGPBETE O€ OTTOIAONTIOTE UTTEP-OUVOEDN KATTOIO KEINEVO OTN
ZUpBouAR 006vng To oTToI0 Ba euavideTal, dTav 0 KEPOOPAG TTEPVAEI TTAVW aTTO ThV TTEP-
ouvdeon. To Keipevo autd oTn ZUPPOUAr] 086vNG ITTOPE va XPNOIUOTTOINBEI ue avaloyo TPOTTO e
TO EVOAAOKTIKO KEIUEVO.

MNa va eloayeTe Keievo otn oupPBoulf 086vng akoAouBeioTe Ta TTAPAKATW BripaTa:

1.

w

TotroBeTeioTe TOV KEPOOPA OTNV UTTEP-OUVOEDT OTNV OTToIa BEAETE VO TTPOCBETETE KEIPEVO
oTn cupBouAf 086vng.

21NV KapTéAa Eicaywyn, otnv oudda Zuvdéoelg KAvTe KAIK 0Tn €1TIAoYT YTITEP-OUVDOEDN
(Eikova 16).

Kavte KAIK oTnv €mAoyr) ZUMBOUAR 006vng.

MANKTPOAOYAOTE TO KeEiueEVO TToU BEAETE 0TO TTaP&BUpPo OPIou6S OUBOUARG 086vNG Yia
UTTEPOUVSEDN TTOU Ba avoicEl.

Kdvte kAIk oT0 OK.

4.2 Elcaywyn TTapatTouTTig

MNa va €I0GyETE PIa TTAPATTOUTTA O€ YIa B€0n HEoa OTO £yypPa@Oo aKOAOUBEIOTE Ta TTAPAKATW
Briuara:

1.

21NV kKaptéAa Eicaywyn, otnv opdda Zuvdéoeig, Kavte KAIK oTnv £tmAoyn MapaTtroutrn
(Eixéva 16).

210 TTapdBupo MapatropTrh EMAELCTE TOV TUTTO TTAPATTOUTIAG TTOU B€AETE (EIKOVa 28).

21N €mAoyn Elcaywyn TTapaITouTTAG O€: UTTOPEITE Va £TTIAEEETE €AV N EI0QYWYA TNS
TapatrouTAg Ba cival pe TNV TAAPN AeCavTa 1 av Ba eicaxBei o apiBudg TG oeAidag,
KaBwg Kal KATTOIEG AAANEG ETTIAOYEG TTOU PTTOPEI VO 0O Eival XPrOIUEG.

210 1edio Ma TN Ae{dvTa: ETTIAEYETE TO OTOIKEIO OTO OTTOIO YIVETAI N TTOPATTOMTTH.

H Eicaywyn wg utrep-ouv_eon TNG TTAPATTOUTTAG €ival TTpoeTIAeypévn. Edv BéAeTE va unv
eloaxBei wg uTTEP-oUVOEDN KAVTE KAIK OTO QVTiIOTOIXO TTEDIO.

MNa va OAOKANPWOETE TNV €£10QYWYI) TNG TTAPATTOUTTNG KAVTE KAIK 0TO TTAAKTPO Elcaywyn.
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. il
Mapomopmn G
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Na tn dedovro:
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Ewkdvia 2
Ewdva 3

Evoaywyr] Akupo

Eikova 28: NMapdbupo Eicaywyn Mapamroptrig.

Znueiwon: 6Tav EI0AYETE TTAPATTOPTIEG OTO £YYPOPO OOG TTPETTEI Va £XETE ATTOOEXOEI | aTTOPpPIYEl
TIG aAAQYEG TTOU €X0OUV YiVEI KQI VA €ival ATTEVEPYOTTOINUEVN N TTAPAKOAOUONON aAAaywv.

5. Ymroonueiwoeig, Avagopég & BifAloypagia

5.1 Ymoonueiwoeig R/kal Znueiwoelg TEAoug

O1 UTTOCNUEIWOEIG KAI OI CNPEIWOEIG TEAOUG XPNOILOTTOIOUVTAI OE €yypaga, YIa va TTPOCBECETE
ETTEENYAOEIG, OXOAIQ ) TTAPATIOUTTEG KEIMEVOU O€ KATTOIO £yypago. MTTopeite va XxpnoIUOTIOINCETE
UTTOONMEIWOEIG YIa ASTITOPEPT OXOAIO KAl CNUEIWOEIG TEAOUG VIO AVaPOPES OE TTNYEG.

Mia uttoonueiwon r onueiwon TEAoug atroTeAEiTal aTTd dUo ocuvdedeéva Pépn, dNAadr) To onuadl
TTOPATTOPTIAG KO TO QVTIOTOIXO KEIMEVO TNG ONUEIWONG. TNV €IKOVA 29 PTTopEiTe va deiTe TTou Ba
eMeaviCovtal Ta onuadia TTAPATTOPTING KAl TO aVTIOTOIXA KEigeva aTn didTtagn NG oeAidag Tou
eyypagou.

Y

1

—
2, 3
-

Y

1 Inucdic ToPOMOUTIAG 0 UTIOONUEIWGELS KO ONUELWIOELS TEAOUG

2 TMpoppn SloxwploTiKoy
3 Kzipsvo vmoonpsiwoncg

4 Kzipsvo onusiwong TéAoug

Eikova 29: Aidtagn ZeAidag yia Yroonpeiwon-Znueiwon TéAoug.
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5.1.1 Eicaywyn YTToOonHEIWOEWYV i/Kal ZNUEIWOEWV TEAoUg

MNa va eI0GyeTe PIa UTTOONUEIWoN ) JIa onueiwon TEAOUG OKOAOUBEIOTE Ta TTAPAKATW BripaTa:

1. Kdévte KAIK 0TO onueio TTou BEAETE va €I0AYETE TO ONUAdI TTAPATTOUTING OE UTTOCNEIWON i
o€ onueiwan TéAoug.

2. Z1nv kaptéAa Ava@opég, oTnv opada YITOONMEIWOEIG, KAVTE KAIK yIa TO AVOIyUa TOU
TTapabupou diaAdyou Yrroonueiwon kai onpeiwon téAoug (Eikéva 30).

3. 710 mapdBupo Yrroonueiwon Kal onupgiwon TéAoug TTou 6a avoitel TTOPEITE VA ETTINEEETE
av BéAeTe va eiodyete Yroonueiwon. Ztnv mepioxy @éon ptmopeite va aAAGgeTe Tn B€on
TToU Ba TOTTOBETNOEI TO KEiEVO TNG UTTOCNUEIWONG. ZTNV TTEPIOX) MOop@R UTTOPEITE Va
EMMAEEETE TN HOPPN TNG aPIBPNONG, TNV EVapEA TNG, TN CUVEXEIR TNG HECT OTO KEIYEVO, TNV
evoTtnTa ) Tn oeAida (Eikéva 31).

4. Kavte KAIK 010 TTAKTpO Elcaywyn.

MANKTPOAOYACTE TO KEIPEVO TNG UTTOCNUEIWONG.

6. Kavte OITTAG KAIK 0TO onudd! TTApATTOUTING UTTOCNUEIWAONG VIO VA ETTIOTPEWETE OTO ONUAdI
TTOPATTOPTTIAG UTTOCNHEIWONG HECT OTO £YYPOQO.

7. Tava eiodyete Inueiwon TéEAoug akolouBeioTe Ta TTapamdvw BAnaTa 3 €wg 6.

o

IXEAIATH AIATAZH ZEAIAAT ANADOPEL ITOIKEIA AANHAOTPADIAL ANABEQPHIH MPOEOA

AR i Eiwayrayr anpeiwong téhoug B =) Mayeipon mycov @ EY Bioayuayr mi

; . F\E_l; Emopevn umoonpeiwan - £ . [% Iruk: |APA - £ )
Looy Ly ooy LWy ) - Loy wyn _
uTtoon el ang avapopdc ™ £ Bifhoyparpio ™ heldvTac E|._:| MNapamapn

YMOonUELWTEL ra Avapopss & BpAloypapia Nelavteg
Ymoonpeiwon ko onpe iuon Téloug

AslTe TIEpLOCOTEREL EMAOYES O DPOTIOINTNG
UTIOONEWD GEWY KoL ONPEoEwWY TERDUE,

Eikéva 30: Mapdbupo diaAdyou Yroonueiwon Kal Znpegiwon T1€Aoug.

YMOONUEIWON Kol onUeiwan TEkoug ?
BZan

IT0 KOTW PEPOC THE OEMEOC W

() Enpewdgelg TEhous ITo TEMOC TOU EYY PO o

ALOTEEN UTTO O UEL TEWW

EInAeg Iuppuwvio SIGTaing evaTnTag | v
Mopepr

Moppn apt8pw: 1,23, . W

M TUMOT o UEvD onuast I:I TopBoda...

Evopin ama: 1 5

ApiGunon: TuvErnc w

Epoppoyn oy wy

Eqpappoyr] chhoyww: It oko TO EYYpapo W

Ewgorywyr] Akupo

Eikéva 31: Mapdbupo sicaywyn Ymoonueiwong Kai Znpeiwong Té€Aoug.
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5.1.2 MeTaTpOTI ) UTTOONMEIWOEWYV /KAl CNUEIWOEWV TEAOUG

MTropeiTe va HETATPEWETE UTTOCNMEIWCEIS A ONUEIWCEIG TEAOUG O ONUEICEIS TEAOUG I
UTTOCNMEIWOEIG, QVTIOTOIXA, AKOAOUBWVTAG TA TTAPAKATW BrPATA:

1. 2mnv kapTtéAa Avag@opég, oTnv oudda YITOONHEIWOEIG, KAVTE KAIK YIO TO AvOlyud Tou
TTapaBupou diaAdyou Ymroonueiwon kai onpegiwon téAoug (Eikéva 30).

2. 1o mapdBupo Yrroonueiwon Kal onupeiwon TéAoug Tou Ba avoitel, oTnv TepIox Oéon,
ETTIAEETE TO OTOIXKEIO YTTOONMEIWOEIG I ONUEIWCEIG TEAOUG Kal KAVTE KAIK TNV €TTIAOYN
MeTarpotri). 210 TTapdBupo diaAdyou MEeTATPOTI ONUEIWOEWYV KAVTE TNV ETTIAOYI 0AG
kai ratiote OK (Eikéva 31,Eikova 32).

r r b |
MEeToTpoT ONUEWTEWY :

(®)iMETOTpOTA OAWY TWV UTTOONUE TEWY OF ONUEITEL, TEMOUC

MeToTpoTn OAWY TWV CHUELWTEWY TEADUE TF UTLOOHLELW TELE

Evodhoyn Umoon eI TEWY KOl TRUELITEWY TEADUE

Eikova 32: Mapddupo HETATPOTTA UTTOCHEIWCEWYV KOl ONUEIWTEWYV TEAOUG.

5.1.3 Alaypa@rn UTTOCHEIWOEWYV /KAl ONUEIWCEWYV TEAOUG

Edv B€AeTe va dlaypdyeTe YIa UTTOONUEIWON 1 MIA ONUEiwon TEAOUG TTPETTEI VA EPYACTEITE PE TO
OnNUAd! TTapaTTOUTING O€ UTTOCNMEIWON | onueiwan TEAoUS aTo TTapdBupo Tou eyypPAPoU Kal OXI UE
TO KEipevo utToonueiwong i onueiwong TéAoug. ETMIAECTE TO onuddI TTAPATTOUTIAG TNS
UTTOONMEIWONG A TNG onueiwong TEAOUG TTou BEAETE va diaypAweTe Kal TTatoTe To TTANKTPO Delete.
Edv diaypdyete €va autéuata apiBunuévo onuddl TTapaTTouTirg o€ onueiwon, To Word apibuei
TTAAI TIG ONUEIWOEIG PE TN VEA OEIPA.

5.2 Avagopég — BiBAloypagia

KdBe @popd 1Tou dnpIoupyeiTe hia véa TNy, Ol TTANPOPOPIES TNG TTNYAS aTToBnNKEUOVTAl OTOV
UTTOAOYIOTH, WOTE VO UTTOPEITE va BPEITE Kal va XPNOIMOTIOINCETE KABDE TTNYI) TTOU £XETE
OnNUIOUPYNOEL.

H BiBAIoypagia gival pia AioTa TTnywy, TTou TOTToBeTEITal cUVABWG 0TO TEAOG TOU £yYpA®OU, OTIG
oTroieg avaTpégare A TIG 0TToieg TTapabéoaTte KaTd TN dnuioupyia Tou eyypagou. 10 MS-Word
2013, ytropeite va dnuioupynoeTe autdpata pia BiBAloypagia pe Baon TG TTANPOPOPIES TTRYWY TTOU
TTAPEXETE OTO £yYPAYPO.

5.2.1 Eicaywyn véag ava@opdg Kal TTnyNng
Otav e10dyeTe pIa véa avapopad o€ £va £yypago, dnUIOUPYEITE €TTIONG YIa véa TTnyr TTou Ba
eMavioTei oTn BiBAloypagia.

MNa va eI0ayeTe PIa véa ava@opd Kail TTnyr) oTo £yypa@od cag akoAouBeioTe Ta TTapakdTw Bripara:

1. Zmnv kapTtéAa Avag@opég, otnyv oudda Avagopég & BiIBAloypagia, KavTe KAIK 0TO BEAOG
ditrAa otnv emAoyA ZTUA (Eikéva 33).
2. EmA£ETE TO OTUA TTOU BEAETE VO XPNOIPOTTOINCOETE YA TNV avagopd Kal TNV TTNyn.
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w

2Tn OUVEXEID, KAVTE KAIK OTO TEAOG TNG TTPOTACNG 1 TNG @PACNG TTOU BEAETE VA AVOPEPETE.

4. Kdavte KAIK otnv emAoyn Elcaywyn avagopdg kal eTIAEETE avapeoa oTa: NMpoodnkn véag

NYNAS A MpooBnkn véa 0£ong avTikeIpévou.

MNa va mpooBEéoeTte TTANpo@opicg TTNYNG, KAvte KAIK oTnv £tmAoyn MpooBnkn véag TTnyng.

6. 2710 TaP&Bupo Anpioupyia TTRYRG TTOU Ba AVOIgEl UTTOPEITE VO CUPTTANPWOETE TIG
TTANPOYOPIES TNG TTNYAG, K&vovTag KAIK aTo BEAog SitTAa oTo TUTrog TrnyAS (Eikova 34).

7. ZupTTAnpwoTe TIG TTANpo®opics BIBAIOypaiag yia TNV TTNYA.

8. T va TpooBioeTe TTEPICTOTEPES TTANPOPOPIES YIA HIA TTNYT], KAVTE KAIK 0TO Ep@dvion
OAwv Twv ediwv BiIAIoypagiag.

9. la va TpooBéaeTe éva oUPPBOAO KpATNONG BE0NG, WOTE va ONUIOUPYACETE TNV ava@opd Kal

VO CUMTTANPWOETE TIG TTANPOPOPIESG TTNYNG apyoTEPA, KAVTE KAIK 0TV £TTIAOYA MPooOiKn

véag Béong avTikelpévou. MTTopeite va eTTeCEpyaaTeiTeE AQUTA TNV AvA@OPA CUPPUWVA WE TIG

o0dnyieg TNG TTapaypdagou 5.2.2.

o

IXEAIATH AJATAZH ZEAIAAT AMAQOPEE ITOIXEIA AAMHAOTPADIAL AMNAGEQPH

1 ﬁ‘] Ewzaywoyr anpeiwong Téhoug B ,r:ﬁ',, Lueryzipuan Ty B

AB . . 25
~ AB Emépevn umoonpeiwon v R zrun |aPA - .
Ergayuayn Ergoyuayn i - Etgoyuayr
uToanpsiwang oveipopds * &y Bifhoyparpia Aelgvtog
OGN ELITEL] B LA NpooBrikn viag mnync.

E? Mpoabrikn véag BEang ovIKEPEVoU..,

Eikéva 33: Eicaywyn Ava@opdg.

r P ?
Anpovpyia Tnyng b
LULETS OV Tl Ao Bpo oz meprobwco |2 [wooa |Mpoemthayn v

NeSio Bihoypapiog Yo APA
Luyypapins EmzEzpyaoio
[] zuyypopiac-Etaipia
Tithog
Tithog mepLoSiK oy
Erog
Mg
Huépa
EehiBeg

[ Eppévion dhwv tww mesinv BipAoypopiac

OVOO ETIKETOC
Kpatnon_8éancl Arupo

Eikéva 34: NMapdBupo dnpioupyia Tnyng.
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5.2.2 Emegepyaocia avag@opdg atmo Kpdtnong 0éong

To mpéypaupa MS-Word oag divel Tn duvatétnTa va TTpooBEceTe €va GUNPBOAO KpATnong B€ong
MIag ava@opdc Kal va cUPTTAnpwoeTe apyoTtepa TiG BIBAIOYpa@IkéS TTANpo@opics TNG TTNYAG. O1
aAAayég TTou KAVETE O€ Hia TTNYN epapudlovTal autdpaTta otn BIBAIoypagia, dv £xeTe AdN
onuioupynoel BiBAloypagia. 21n "Alaxegipion rnywv" ditTAa OTI¢ TTNYEG CUUPBOAWY KpdTnong
Béong Ba epavioTei Eva epwTNUATIKOS.

MNa va emegepyaoTeite pia ava@opd atmod KpaTnon B€ong akoAoubeioTe Ta TTapakATW BAuaTa:

1. 2mnv kapTtéAa Avagopég, otnyv oudda Avagopég & BiIBAloypaia, KavTe KAIK oThV £TTIAOYA
Aiaxeipion rnywyv (Eikéva 33).

2. Z10 mapdBupo Alaxeipion Trnywyv 1Tou Ba avoitel, atnv Tepiox Tpéxouoa AioTa, KAvTe

KAIK OTO Keipevo KpaTnong B€ang 1mou BéAeTe va ere€epyaoTeite (Eikova 35).

Kavte KAIK 010 KouuTri ETre§epyaoia.

4. X710 TTapdBupo Emregepyaoia Trnyng Tou Ba avoigel, JTTOPEITE VO CUPTTANPWOETE TIG

TTANPOYOPIES TNG TTNYAG, KGvovTag KAIK aTo BEAog SitTAa aTo TUtrog TrnynAg (Eikdva 36).

2UNTTANPWOTE TIG TTANPO®OpicS BIBAIOYpa®iag yia TV TThyN.

6. la va TpocBioeTe TTEPICTOTEPES TTANPOPOPIES YIA HIa TTNYT], KAVTE KAIK 0TO Ep@dvion
OAwv Twv ediwv BiIAIoypagiag.

w

o

r r ?
Aoggsiplon Tnyww :
Avalnmnon: Tafvopnor KoTa TUVTAKTH W

ﬂrwac EIIDZBEUIME( gg: eTATET ] )
Kupux Aot Ipsyouoc Aot

<- AvTrypoon

Emeizpyoio...

Anuoupyia...

¥ avapEpOUEYN I
7 kpdTnan Biong mnyhg

Mpoemuokonnorn [APA):

Avadopd: (Kpdrnon_Beoncl) ”

Kataywpnon fiphoypadioc:
Asv éyouv kaBopuotel mnyg oto tpéyov éyypado.

L

Kheiowpo

Eikéva 35: Napdbupo diaxeipion mwnywv.
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. . 2
Enefepyaoia mnyng :
Tomog mnyrg v Maooa | Mposmhoyr v
NeSia Piphoypopiog v APA
Tuyypapiag Emzizpyooia

[ ] fuyypapiac-Eropia
Tithog
Tithog mepLoSIKOU
Etog
Mrvag
Huépa
EEMBEC

[] Epepévion oA Twv mesiuy BIEALOY popiag

‘Ovopa ETIKETOE
Kpatnon_82angl HIIETE
Eikova 36: NMapdBupo emegepyacia nyng.

5.2.3 EUpeon nyAg

H AioTa Twv TTNYWV TTOU XPNOIYOTIOIEITE A AVOPEPETE PUTTOPED VA Yivel ApKeTA PHEYAAN. Opiopéveg
POPEG UTTOPEITE VA avadnNTACETE MIA TTNYI TTOU €XETE XPNOIUOTTIOINCEl € KATTOI0 AAAO £yypago,
XPNOIUOTTOIWVTAG TNV EVTOAR Alaxeipion TTPoeAEUOEWV.

MNa va Bpeite pia TTNyn TTOU TTEPIEXETAI OTO £YYPAPO TTOU EXETE ONUIOUPYNOEI ] I TINYA TTOU €XETE
XPNOIMOTTIOINOEl 0€ KATTOIO TTPONYOUUEVO £YYPAPO, AKOAOUBEIOTE Ta TTAPAKATW BrpaTa:

1. Zmnv kapTtéAa Avagopég, otnyv oudda Avagopég & BiIBAloypaia, Kavte KAIK oThv €TTIAOYA
Aiaxeipion rnywyv (Eikéva 33).

2. 10 mapdBupo Alaxeipion Trnywyv 1Tou Ba avoitel prropeite va deite dUO TTEPIOXES. Tnv
Kipia Aiota kai otnv Tpéxouoa AioTa. Edv avoifete Eva véo Eyypago TTou dev TTEPIEXEI
OKOMN ava@QopEg, TOTE OAEG OI TTNYEG TTOU XPNOIYOTIOINCOTE OE TTPONYOUNEVA £yypapa
eppavicovtal otnv Kupia Aiota. EGv avoigeTe £va €yypago TTou TTEPIEXEI AVAPOPEG, Ol
TTNYEG YIQ QUTEG TIG ava@opég epgavi¢ovtal otnv Tpéxouoa Aiota. OAEG o1 TTNYEG OTIG
OTTOIEG EXETE avaPEPDE, €iTE O€ TTPONYOUUEVA £YYPAPQA EITE OTO TPEXOV £YYPAPO,
epgeaviCovral otnv Kupia Aiota (Eikova 35).

3. Ta va Bpeite pia ouykekpIpévn TTNYH PTTOPEITE OTO TTACICIO TAIVOUNONG VA ETTIAEEETE
Tagivopnon Kartd ouvtdakrn, TiTAO, OVOa ETIKETAG Ava@OPAG ] £TOG KOl OTr CUVEXEIA VO
avadntioete oTn AioTa TTOU TTPOKUTITEI TNV TTNYN TToU B€AETE va BpeiTe.

4. Emiong, yia va BPEiTe YIa CUYKEKPIPEVN TTNYI MTTOPEITE va TTANKTPOAOYAOTE TOV TITAO 1) TO
ouyypagéa yia Tnv Ty Tou B€AeTe va Bpeite aTo TTAaiolo AvaliTnon. H Aiota
TTEPIOPICETAI DUVANIKA, CUPQWVA PE ToV OpO TTou avalnTdre.

5.2.4 Anpioupyia BiBAloypagiag

Mrtropeite va dnuioupyRoeTe Wia BIBAIoypagia oTToladrTToTE OTIYUR, APOU EICAYETE Hia A
TTEPIOOTOTEPES TTNYEG O€ €va £yypa@o. Eav dev BIaBETETE OAEG TIG TTANPOPOPIES TTOU XPEIALEDTE YIa
KATToIa TTNYNA, WOTE va dNUIOUPYACETE Pia TTARPN ava@opd, UTTOPEITE va XPNOILOTTIOINCETE Eva
Keipevo KpdTnong B€ong TNG ava@opdg Kal va CUUTTANPWOETE TIG TTANPOQPOPIES TNG TTNYAS
apyotepa. MNpétrel va TTpooéEeTe OTI Ta Keipeva KpATnong B€ong avagopdg dev eugavifovtal oTn
BiBAloypaepia.
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MNa va eiodyete BiBAIoypagia oTo £yypa@od oag akoAoubeioTe Ta TTaPaKATW BripoTa:

1. Kdavte KAIK 0TO onueio Tou BéAeTe va eicdyeTe Tn BIBAIoypagia. ZuvrRBwg ToTToBEeTEITAI OTO
TEAOG TOU £YYypPAYPOU.

2. Z1nv KaptéAa Avagopég, otnv oudda Avagopég & BiBAloypagia, KAVTE KAIK OTNV ETTIAOYI

BiBAioypagia (Eikéva 33).

Kdavte KAIK 0€ pia atro TIG TTPOTEIVOUEVES HOPPES BIBAIOYpagiag.

4. EAv KAveETE KATTOIEG TTPOCONAKEG I TPOTTOTTOINCEIG OTIG AVAPOPES, UTTOPEITE VO EVNEPWOETE
N BIBAIOYypa@ia oag KavovTag KAIK TTAvw Tng Kail eTTIAEyovTag Evnuépwon Tapatrourwy
Kai BiBAloypa@iag.

w

6. AVTIKEipEVQ

Me 1OV 6pO QVTIKEINEVA EVVOOUNE TIG EIKOVEG, TIG EIKOVEG Clip Art Kai TIG @wToypaieg. Ta
QVTIKEIMEVA O€ £va £yypago PTTOPEI va £Xouv anuavTike poAo, va TrepiEXouv TTANBwpa
TTANPOPOpPIWY Kal va fonBouv oTnv Kartavonon Tou Kelyévou. BEéRaia, putropei va éxouv kabapd
OlaKOOUNTIKO POAO Kal va PNV €ival amrapaitnTa oTny TapoXr TTANPOPOPIWY GTO £YYPaPO.

2¢€ KB TTEPITITWON, €ival ATTOAUTWG ATTAPAITNTO VA dIAc@AANICTEI OTI OI TTANPOPOPIES TTOU BEAEI va
METOQEPEI O OCUVTAKTNG TOU £yyPAQ@OU e TN BONBEIO TWV AVTIKEIMEVWY, ITTOPOUV VA Yivouv
QVTIANTTITEG Kl ATTO ATOUA TTOU OEV UTTOPOUV va Ta douv. lNa va yivel auto TTPETTEI O CUVTAKTEG TOU
eYypagou va TTapEXouV KATAAANAO eVAAANOKTIKO KEIPEVO yia KABE Eva aTTd Ta AVTIKEIMEVA, WOTE Ol
XPNOTEG, AKOMN Kal EKEIVOI Xwpig 6paaor, va avTIAauBdavovTal TIS TTANPo@opiEG TTou TTapouaiGlovTal
ME EVOAAQKTIKOUG TPOTTOUG (OTTWG AKOUGTIKO 1) OTITIKO).

6.1 Eicaywyn Kal Hop@OoTTroinon avVTIKEIMEVWYV

MNa va eiI0dyeTe Pia eIKGVA Kal va Tr JOPPOTTOINCETE AKOAOUBEIOTE Ta TTAPAKATW PripaTa:

1. 21nv kopTéAa Elcaywyn, otnv opdda ATrelkovioelg, KAvTe KAIK aTnv etmAoyr Eikéva
(Eixkéva 16).

2. XZ1o mapdBupo Eicaywyn gikévag 1Tou Ba avoigel ETMIAECTE TNV €IKOVA TTOU BEAETE Kal KAVTE

KAIK 010 TTAKTpO Elcaywyn (Eikéva 37).

MNa va yop@oTroinoeTe TNV €IKOVA KAVTE Oegi KAIK TTévw TnG (Eikdva 38).

4. Ta va aAAGgeTe TO pEyeBog TNG eIkOvag KAvTE KAIK oTnVv eTmIAoyr) MéyeBog kai Oéon.
Mrtropeite va peTaBAAAETE TO UWOG r)/Kal TO TTAGTOG TNG €IKOVAG, KABWG Kal va TNV
meploTpéyete (Eikdva 39).

5. Kavte KAIK oTo TTAfKTpO OK.

w

Ta idla BAMaTa Ba eTTOKOAOUBNOETE €AV BEAETE va EI0AYETE KAI VO HOP@POTTOINCETE Hia gikéva Clip
Art kal pia pwToypagia.
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w] Elooywyr ElKOVoe “
T =] <« Users » Sima » Pictures v & Search Pictures D

Organize - Mew folder = - E '@'
E] Microsoft Word Mo iterns match your search.
W0 Favorites

B Desktop

4. Downloads

%# Dropbox

= Recent places
*& Homegroup
18 This PC

“j Metwork

Ovopa apyeiou: W | Dheg oL EIKOVED W

Epyoheic Evgoywayn Iv Bsupo

Eikéva 37: Mapdbupo Eicaywyn €Ikovag.

X Amokomn
gy Avtypopr
r  EmAoyig emxodAnong:

il

[

AmoBrKauon we EIKovVac,..,

Fg Alhayn swévag..

Ymep-ouvdean...
Evgorywayr) AelavToc,..
Avodimhuwion KelpEvou k

MéyzBog kot Bian...

ot B[ g

Mopipomolnon EKEeVEE..

Eikéva 38: Mevou EmiAoywyv €1kévag.
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@gon

Ypor

@) Amoluto (T4l s

IYETIKOD

Miatoc

®) Amoluto (1349 |5

IYETIKG

MdraEn ?

AvaSimiwon kepgvou | MéyzBog
ot oyeon pe | Eehiba

Of O¥Eon pe | EehiSa

MNepotpopr

MNepuotpopr: |0°

Khipak o

Ywoc

Ak

100 % - Ohamoc 100% -

KhElSwpo ovohoywy
IE OXEON LETO OpyKD PEYEBOL T g SOV

Apyikd peEyedog

Yoo

741 2k, Miatog 13,5 2K,

Emovopopa

Ok

Eikéva 39: NMapdbupo Aidradn. KaptéAa péyedog.

6.2 EVOAAOKTIKO KEIMEVO OE AVTIKEIMEVO

KaAo €ival va XpnOIUOTIOIEITE JEPIKOUG BATIKOUG KAVOVEG OTAV EIGAYETE EVAAAAKTIKO KEIMEVO YIa va
TTEPIYPAWETE EVA QVTIKEIUEVO.

MpooTraBbroTe va atmavTioeTe OTNV £pWTNON: «T1 TTANPOPOPIES HETAPEPEI TO AVTIKEIUEVO;»
To evaANOKTIKO Keievo Ba TTPETTEN va gival cUVToOo, dNAadN HEPIKES AECEIC A Mia ppdon.
KaAo cival va punv Eemrepvdel Ti dU0 TTPOTACEIG.

To evOANOKTIKO KEIPMEVO TTPETTEI VO TTOPOUCIACEI TO TTEPIEXOPEVO Kal TN AEITOUPYia TOU
QVTIKEIMEVOU.

To evOANOKTIKO KEINEVO BeV TTPETTEI VA €ival TTEPITTO, dNAADI) va TTEPIEXEI TTANPOYOPIES TTOU
utTdpxouv AdN OTO CWHA TOU KEIJEVOU.

Av TO QVTIKEIYEVO BE PHETAPEPEI XPNOIPES TTANPOPOPIES, aPAOTE KEVO TO TTEDIO Meprypaepn.

MNa va el0ayeTe EVAANAKTIKO KEIMEVO O€ £V QVTIKEIMEVO OKOAOUBEIOTE TA TTAPAKATW BrpaTa:

1.
2.

Kavte de&i KAIK 0TO avTikeipyevo kai eTIAEGTE Mop@oTtroinon eikovag (Eikova 38).

210 O¢téi pépog NG 086vNGg Ba eupavioTei To TTapdBupo epyaciwv Mop@oTroinon
€IKOVAG/avTIKEIPEVOU. 2TO €IKOVIOIO AldTagn Kal 1I810TNTEG, KAVTE KAIK OTNV €TTIAOYN
EvaAAakTiké Kkeipevo (Eikova 40).

MANKTPOAOYAOTE HIa TTEPIYPAPNA TOU avTIKEINEVOU aTo TTedio Meprypa@n. Mn ypagpeTe
EVOAAOKTIKO Keipevo oTo T1edio TiTAOG. AV TO QVTIKEIMEVO €ival EIKOVA N TTEPIYPAPN TTPETTEI
va ekivael Pe Tn AéEn «eikdvay A avTiaToixn (1T.X. AoyoTuTro, oXAua).
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MoppoToinan sikovag
SO

= MAAIZIO KEIM fudofn koo 180T TEg
4 ENAANAKTIKO KEIMENO

Tithog U

Oepypapn

Eikéva 40: Mapdbupo epyaciwv yop@otroinon ikévag. EmiAoyr] EVAAAAKTIKO Keipevo.

6.3 Elcaywyn AeAvTag O£ AVTIKEIMEVO

MNa va eigdyete AeCAvta o€ €va QvTIKEIEVO OKOAOUBEIOTE Ta TTAPAKATW BrAuaTa:

1. Kdavre 0¢ei KAk oTO avTiKeipevo kal eTTAEETE Eloaywyn AeddvTrag (Eikova 38).

2. 1o mapdBupo AeddvTta TToU Ba avoitel pTTopeite va TTIAEEETE aTTd Ta TTEdia ETIKETA KON
©éon 10 WG Ba epgaviCeTal n AeCavta Kai TToia Ba gival N Béan TNG o€ OXEON WE TO
emAeypévo avTikeipevo (Eikova 41).

3. Eav BéAeTe ptTopeiTe va dnUIOUPYACETE JIa vEQ ETIKETO TNV OTTOIO B OVOUACETE OTTWG
emOupeite, Kdvovtag KAIK oTo TTANKTPO Néa eTiKETA.

4. EAQv BéAeTe ptTopeite va aAAGEeTe Tov TPOTTO apiBunong NG AeCAvTag, KAvovTag KAIK OTO
TARKTPO ApiBunon.

5. Z1o mavw Pépog Tou TTapabupou aTto Tedio Aedavta BAETTETE TTWG Ba ep@avideTai n
AeCavra oTO £yypapo 0aG.

Med oo ?

AefonTon
Eikdva 1| |
Enthoyec
Eukero | Ewovao W
Beam: KOTw omo 1o emteyEVD OTOKELD W

[ ] Ezmipzon emkétag ama T AsavTa

MEo ETIKETL.., ApiBunan...
AUTOROTN AeOVTO... AKupo

Eikéva 41: NMapdBupo Aegavra.

2nueiwon: otav eiIoayete AeCAvTa 0€ KATTOIO AVTIKEIPEVO TTPETTEI VA EXETE aTTODEXDEI 1 aTTOPPIYE! TIG
aAAQYEG TTOU €XOUV YiVEl KAl va gival aTTEVEPYOTTOINUEVN N TTAPAKOAOUBNON aAAaywV.
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7. Mivakeg

7.1 Mivakag dedopévwv

O trivakeg dedopévwy gival Eva atrd Ta epyalEia TTOU XPNOIPOTIOIOUVTAl yia TNV EPAvION Twv
0edouévwv o€ OUVOTITIKN Hop®A. Eival onuavTiké va dIac@aAiosTe OTI Ol TTIVOKEG TTOU
XPNOIYOTTOIEITE €ival aTTAOI KAl cwoTd dopnpévol. Autd Ba BonBrioel Toug XPNRoTeSG va avTIAngBouv
KAAUTEPQ TIG TTANPOYOPIEG TTOU BEAETE va TTAPOUCIACETE Kal Ta ATOUA E QvaTInEia TTou
XPNOIYOTTOIOUV KATTOIO TTPOYPAUMA avayvwaoTn 086vng va TepinynBoulv Kal va avTiAng@Bouv 1o
TTEPIEXOMEVO TOU TTiVAKA.

7.1.1 Odnyigg yia Tn dnuioupyia Kal XPAON TTIVAKWY OEBOUEVWV

Mepikég Baaikég odnyieg TTou gival KaAG va AauBdavovTal uTTdwn aTmd TOUG CUVTAKTES eyyPAQWY
TToU B€AOUV va XPNOIKOTIOINOOUV TTIVOKES O£DOUEVWV OTO £yypa@o Toug divovTal TTaPaKATW:

— Mn XpNOIUOTTOIEITE TTIVAKES YIa Va DIATAEETE KEiPEVO I AAAQ avTIKEiMeEVa (TT.X. EIKOVEG) Yéoa
o710 £yypa@o oag. O1 TTivakeg KAAS gival va XpnOIPOTTOIOUVTal MOVO Yo dedopéva.

— O Trivakeg gival KaAo va éxouv atrAf, S1odidoTatn SO Kal va [NV TTEPIEXOUV BIBIPEUEVD
f/kal cuyxwveupéva KeAIA. Ze avtiBeTn TTEPITITWON £vag XpAoTNG TTOU XPNOIKOTToIEl KATToI10
TTPOYPAPUA avayvwoTn 006vng Ba BUOKOAEUTEI OTNV TTEPINYNON GTOV TTiVAKA, €AV TTPETTEI
T.X. va ouvoudadel TIG TINES aTTd OUO KeAIG yia va avTIAN@OEi TO TTEPIEXOUEVO TOU TTIVAKA.

— Mn xpnoiyoTrolcite To TTAAKTPO TAB 1} TO KEVO dIGOTNPA YIO va dNPIOUPYNOETE DOUEG TTOU
va polddouv pe Trivakeg. Asv avayvwpifovtal cwoTd atrd Ta TTPOYPANKATA avayvwaoTh
08oévng.

— Mn XpNOIYOTTOIEITE KEVA KEAIA VIO VO HOPPOTTIOINCETE TOUG TTIVOKEG OAG.

— E@dboov civail duvaTdv, dnuioupynaTe TTivakeg ol otroiol va diaBdalovTal Aoyikd, dnAadn atrd
aploTePA TTPOG Ta DI Kal aTTO TTAVW TTPOG TA KATW.

— Edv o1 mivakég oag ekTeivovTal o€ TTapaTTévw atrd pia ogAideg gival amTapaitnTo va OpiceTE
OWOTA pia ypauun (7 oTAAN) kepaAidag.

— KaAod gival va eil0dyeTe pia Trepypa®n 1 €meAynon oToug TivakES 0ag, UTTo Jopepn
EVOAAAKTIKOU KEINEVOU, YIa va DIEUKOAUVETE TOUG XPHOTEG UTTOOTNPIKTIKWY TEXVOAOYIWV.

7.1.2 Elcaywyn Tivako S€S0HEVWV ME YPOAMHE KEQAAiIDdAG

MNa va eigdyeTe £vav TTivaka Pe d1odIAoTaTn HoPPH, aKOAOUBEIoTE Ta TTAPAKATW BAMOTA:

1. 2tnv kopTéAa Elcaywyn, otnv oudda Mivakeg, kavre KAIK otnv emAoyr Mivakag (Eikéva
42).

2. Z10 pevou Eiocaywyn Trivaka TTou Ba avoitel, kKavte KAIK oTnv emAoyn Eilcaywyn Tivaka
Kal dnuioupynoTe Tov TTivaka TTou BéAeTe (Eikdva 43). ETriong, kdvovtag KAIK aTnv €TTIAOYN
FpRAyopoI TiVAKEG UTTOPEITE VO XPNOIUOTTOINOETE KATTOIOUG ATTO TOUG £TOIMOUG TTIVAKESG TOU
MS-Word.

‘Epyo: Kevipikd MnTpwo EAANvIKwv AvoikTwyv MaBnudTtwy Zehida 38



AvaoAuTIKEG 00NnYieS yia Tn dnuioupyia TTpooBdoipywy eyypagwy pe To MS-Word 2013

EIZAMQMH ZXEAIATH AIATA

=R

Mivakag  Ewdveg Ewdveg oto Iyfpota
= Internet -

Evoerywyn miveo

R Ewoywyr Tivake...

[ IjeSioon mivoka

=fy MetoTpomn kapévou oz mivoKo...
E[':! YohoyloTikd uiho Tou Excel

E TlprAyopoLTivakeg 3

Eikova 42: KaptéAa Eicaywyn. Opdda mivakeg.

. . 9
Eioooywyn] mivoka :
MeyeBog TivoKT
AptBpas oTrAm: 5 =
ApBUOC Yp oL 2 =

Iupmepupopa Avtopatng Npooappuoyng
(®) IToBEpd MAGTOC OTAALI AUTOpaTo =
() Autoporn Mpooappoyr] OTa MEpEXOUeEva

() AutdpoTn MNpooappoyn oTo mapadupo

[ Amopvnpéveuon Twy SIOOTATEWY YIa VEOUE THIVEKEC

e

Eikéva 43: Napdbupo Eicaywyn Trivaka.

MNa va el0ayeTe eVAANAKTIKO KeieEVo o€ évav TTivakd, akoAouBeioTe Ta TTapakdTw BAOTA:

1. Kavte KAIK oTOV TTiVaKA.

2. Zmv kaptéAa EpyaAeia Mivaka, kavTe KAIK oTnv emAoyr Aidragn (Eikéva 44).

3. Ztnv oudda Mivakag, KAvTte KAIK oTnv eTTIAoyn 1816TNTEG. 210 TTAP&BUPO TTOU Ba EPPAVIOTEI
KAvTE KAIK 0TNV KAPTEAQ EVOAAOGKTIKO KEIMEVO.

4. TIAnkTpoAoynoTe TNV TTEPIYPA®r oag oTto Tedio Meprypa@n.

5. Kavrte KAk 10 OK.

EPFAAEIA MINAKA T E - x
LRGN KENTPIKH  EZATOMH DXEAIATH  AIATASHIEAIMAT  ANAQOPEZ  ITOIXEIAAAAHAOTPADIAT  ANAGEOPHIH  POBOAH  IXEAIATH | AIATAZH EisoSoc
I3 Emoyr - [ Ixesiaon mivaka L_\ [1‘] [ Euoayuoyn kémeo gl g -0 EIEE A= E -
[ MpoBohn ypoppioy mhéyparog [ Mépa i X & Boaywyn apotepa B Awipeon kehwv e e, - BEEE — . .
Maypapi  Ewwaywyr = ) - KarteoBuven Mepiopia Asdopva
R 15i6meg - emives B E1oaywyn Sekid 5 Muipeon mivaxe = Autopan Mpocappoy - | =] 5 cepdvou  wehiy <

A

8 Em CER

Tofwépnen  Emovédngn  Metatpomi Timog
Vypapp kepadiBwy oz Keljievo

Nivakag Ixélo TpappEc Kkat oTrkee IF] Euyxwveuon MzyeBoc kelow IF] ZIoixion

heSopdva

Eikéva 44: EpyaAcia Mivaka.

‘Epyo: Kevipikd MnTpwo EAANvIKwv AvoikTwyv MaBnudTtwy Zehida 39



AvaoAuTIKEG 00NnYieS yia Tn dnuioupyia TTpooBdoipywy eyypagwy pe To MS-Word 2013

MNa va eiodyete ypauun (A oTAAN) KEQaAAIdag o€ €vav Tivaka, aKOAOUBEIOTE Ta TTAPAKATW BAuATA:

1. Kdavte KAIK oToV TTivaKka Kail ETTIAEETE TN ypauun (1] oTAAN) TTou BEAETE va OpPIcETE WG
KEPAAIdQ.

2. tnv kaptéAa Epyalcia mrivaka, Kavre KAIK oTnv €mmAoyr Aiaragn (Eikéva 44).

3. ZTnv opdda Aegdopéva, KAvTe KAIK oTnv £mAoy ETTavaAnywn ypappwy Ke@aAidwyv. H
YPOUMA KEQOAIDOG €I0AYETAI AUTOPATA KAl OTNV ETTOUEVN 0€Aida. To idlo Ba cuuBei kal av
EMAEEETE pIa OTAAN WG KePaAida.

7.2 Mivakag TTEPIEXOMEVWV

2€ TTEPITITWON TTOU TO £yypa@od 0ag gival eydAo, JTTOPEITE va TTPOCOECETE WIa GUVTOUN TTEPIANWN
TWV KOPIWV onueiwy Tou. AuTé PTTOPEI va Yivel ue TNV eI0aywyn TTivaka TrepieXopévwy. O TTivakag
TTEPIEXOMEVWV €ival XPHOINOG 0 OAOUG TOUG XPAOTES KAl AKOUA TTIO XPNOIUOG OTA ATOUA HE
avartrnpia, yiati Bonda otnv TAOAYNCNA TOUG GTO £yypago.

O KOoAUTEPOG KAl TTI0 EUKOAOG TPATTOG IO VA dNUIOUPYNOETE £vav TTIVAKA TTEPIEXOMEVWV gival va
EXETE €QAPUOCEl TTPWTA Ta TTPOKABOPIoHEVA OTUA, OTTWG TiTAoug, ETTikepalideg K.A. 1. BEBaiaq,
MTTOPEITE VO DNUIOUPYACETE TOV TTIVAKA TTEPIEXOMEVWIV XWPIG VA EXETE EQAPPOOEl TTPOKABOPICHEVA
OTUA.

MNa va el0AyeTe TTIVAKA TTEPIEXOMEVWY OTO £yypa®d oag, EQpOooV £XETE 0N EQAPPOTEI
TTpokaBopicuéva OTUA, akoAouBeioTe Ta TTapakdTw BAMATA:

1. TotmroBeteioTe TOV KEPCOPA OTO ONUEIO TOU EYYPAPOU TTOU BEAETE VO EICAYETE TOV TTiVAKA
TTEPIEXOUEVWIV.

2. Zmnv kaptéAa Ava@opég, oTnv opada Mivakag TrepIEXOMEVWYV, KAVTE KAIK OTNV €TTIAOYN

Mivakag mrepiexopévwy (Eikéva 45).

2710 TTapdBupo TToU Ba avoigel TTIAEETE TOV auTOuaTo TTivaka TTou B€AeTe (EIKOVa 46).

4. Edv B6éAeTe va popotroifoeTe Tov MNMivaka TTepIEXOPEVWY, KAVTE KAIK OTNV ETTIAOYA
Mpoocappoyn mivaka mepiexopévwy (Eikova 47).

5. Tla va evnUEPUWOETE TOV TTIVOKO TTEPIEXOMEVWYV, OE TTEPITITWON TTOU KAVETE OTTOIAONTTOTE
aAAayr o€ TIKEPAAIDES 1] apIBPoUg oeAidwy, KAvTE KAIK aTnVv €TIAOYH Evnuépwon
mivaka, otnv opdda Mivakag epieXopévwyv. Avaloya e TIG aAAQYEG TTOU €XETE KAVEI
eMAECTE avApeoa o€: Evnuépwon poévo Tng apiBunong ogAidwyv ) Evnuépwaon 6Aou
Tou Trivaka (Eikéva 48).

w

POUM KENTPIKH  EIZATOTH  IXEAIATH  AIATASHIEMAAT  ANAGOPEZ | ITOIXEIAAAAHAOTPAGIAI  ANAGEQPHIH  MPOBOAH
% MpooBiin kapévou ~ AR T Evwaywoyri enpeicaons wéhoug B ) Awceipron oy v E B3 Ewayroyi mivasxa ewéveow \j B Eaywoyn eupetnpion EF EEr

[l Evnpépraon mivakae . "‘%‘ Emopevn umoonpueiton ~ . [E ITuk: APA . h
Mivaxag Etoaywoyn Eoaywyi . Bsayeri Tipavan Tipavan
TEpiEgopdvLY ~ uneanpeivong avapopag - £ [ Bhoypapia~ helgvrag oo Mapamopmn ertaydpnong avapopic

Nivakag mepLEX oV wv YTOOnUEWTELL ] Avapopég & pifhoypapia Melavteg Eupetriplo Nivakag avagpopuwv...

Eikéva 45: KaptéAa Avagpopég.
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B NMpoadrikn keivou -

DI Evnpépuoon mivaka

1 F, Evzony uo
AB F: oy Ly
AE, Eapevr

Mivakag Ergoywayn
TEPLEXOpEVLOV ¥ UTIoGnpEiw ang Eppavio
Evowpatwpivo

Avtopartog mivakag 1

Me pLeydpe v

Avtopatog mivakag 2

Mivakae e mEeyopévoy

Mn cuTépaTog mivekKog

Mivakae e peyopévov

MAinxrpohoyfioTe Titho kegakoiow (emimebo 1).... 1
MAnkTpokoyTjoTe Titho Keqakmiow (emimedo 2)... .2
MinkTpokoyioTe Hitho kepakaiou (ETIMESD 3 .3

! WOTE TiTAD KEP (ewiwebo 1).... 4
@ MepiogdTzpol mivaksg MepiEyopdvwy amd To Office.com 3

Mpooopuoyh THVEKE TIERLEOHEVLIV..

E;; Keotapynon mivaka TEplEyopiv Ly

Eikéva 46: EriAoyég Mivaka mrepieXopévwy.

. 3 2
Mivokoeg TEPIEXOUEVWIV :
Eupetrpto |i Nivakas mepieyopsvwv | | Mivakog swoviy | MVEKOE VOROAGYLEY
MpOEMITKOTNON EKTUTIW TG MNpoemakonnon Web
Emkepolido 1. 1|~ | |[Emkegahita 1 -
Emikepahidoa 2. 3 EmikeQaAida 2
Emkeporida 3 5 Emke@ahida 3
W W
Epipovian api@pnong aeliswy ¥pron unep-ouvEEoEwy ovTl Yo aplBpovg oehS og
ApiBunon gehibwv Seia
Q&nyoc otnhoBET: | . W
Mevika
Mopipég ATO TO MPOTUTID | %
Eppavuan emimeSww: |3 =
Emoyic.. Tpomomolnan...
e

Eikova 47: MapdBupo Mivakag Mepiexopévwyv.

‘Epyo: Kevtpikd Mntpwo EAAnviIKwv AvoikTwv Madnudrwv

Yehida 41



AvaoAuTIKEG 00NnYieS yia Tn dnuioupyia TTpooBdoipywy eyypagwy pe To MS-Word 2013

r r r ,
Evnuépuion THVaKO TIEPIEXOUEVWV  *

To Word mpOKEITOL v EVALEDWTEL TOV TVEKO
MEPLEY OpEVLWIV, KOWTE pia emthoyr]:

(®EunUEpwon povo T apldunang oshibwvi

() EMnpEpwon ohow TOW MiVaka

Eikéva 48: Evnuépwon Mivaka Mepigxopévwyv.

MNa va eiI0GyeTe TTiVAKO TTEPIEXOMEVWY OTO £yypa@d oag, eGv Oev £XETE EQAPUOCEl TTPOKABOPIoHUEVA
OTUA, akoAouBeioTe Ta TTapakdtw BAMATA:

1.

TotroBeTeioTe TOV KEPOOPA OTO ONUEIO TOU £YYPAPOU TTOU BEAETE va EICAYETE TOV TTIVAKQ
TTEPIEXOUEVWIV.

21NV KapTéAa Ava@opég, otny oudda Mivakag epieXopéVwY, KAVTE KAIK OTNV €TTIAOYNA
Mivakag mrepiexopévwy (Eikéva 45).

2710 TTapdBupo TToU Ba avoigel TTIAEETE TOV auTOuaTo TTivaka TTou BéAeTe (EIkOva 46).
EAEETE TIG AEEEIG 1 TIC PPACEIG TOU £yyPAPOU TTOU BEAETE va UTTAPXOUV GTOV TTiVAKQ
TepiEXOMEVWYV aag. MNa kABe AEEN 1 ppaon TTou MAEEATE, KAVTE KAIK GTNV ETTIAOYN
MpooOikn Kkeipévou, otnv oudda Mivakag repiexodévwy Kal dIaAéCTe To ETTiTredo Tou
emOBupeite (Eikdva 49).

21NV KaptéAa Ava@opég, otny oudda Mivakag weplieXopéVwY, KAVTE KAIK OTNV €TTIAOYN
Evnuépwon trivaka. ETIAEGTE Evpépwon 6Aou Tou trivaka (Eikdva 48).

B APXEIOQ KENTPIKH EIZAMOMH ZXEAIATH AlATA=ZH 3E

W

ﬂ MpooBrikn kepsvou ~

v | Mo pnv spupovifeTon oToV TIVOKE TIEERLEY CHEV LIV

Mivokog
TEQLEROUEVLIV ™ Emimezdo 1
Mivas Emimzdo 2

Emimedo 3

Eikéva 49: NMpoolnkn keipévou.

MTropeiTe va €10QyETE €vav PN QUTOUATO TTIVOKA TTEPIEXOUEVWYV OTO £yypa@o oag, avetdptnTa at’
TO Qv €xeTE Qapuodoel 1) OxI TTpokabopiopéva oTUA. O pun autéuaTog TTiVAKOG TTEPIEXOMEVWY Ba
EVNUEPWVETAI YIa OTTOIAdNATTIOTE AAAayr atrd €0dG XEIPOKivNTA.

MNa va eI0AYETE PN AQUTOPATO TTIVAKO TTEPIEXONEVWY OTO £yyPaPO 0aG, AKOAOUBEIOTE TO TTAPAKATW

BAuara:
1. TomoBeTeioTe TOV KEPOOPA OTO ONUEIO TOU £YYPAPOU TTOU BEAETE va EICAYETE TOV TTIVAKQ
TTEPIEXOMEVWIV.
2. Zmv kaptéAa Avagopég, otnv oudda Mivakag TrepieXopEVWY, KAVTE KAIK 0TNV €TTIAOYA
Nivakag mepiexopévwy (Eikova 45).
3. 710 mapd&Bupo TTou Ba avoigel eTIAEETE Tov Mn autéparto mivaka (Eikéva 50).
4. 2TOV PN aQuTOUATO TTiVaKA TTOU £XETE €I0AYEl, TTANKTPOAOYNOTE TOUG TITAOUG, UTTOTITAOUG Kl

TOUG QVTIOTOIXOUG apIBPoUG aeAidwy. Z& oTToIadNTTOTE AAAQYT) TTPETTEI VA EVNEPWVETE TOV
TTVOKQO XEIPOKivNnTa.
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m KEMTPIKH EIZAMQMH IXEAIATH AIATAZH ZEAI

Tﬂ Mpoofnkn kepévou - ABl rﬁﬂ'} Ergayuay

- [l Evnpépuaon Trivek
Mivakag

TIEPLEOHEV LIV ™
Evowpatwpivo

Avtopatog mivaxog 1

MNepLeyopeva
Emmegariba 1.........
Emmegalito 2.....

Avtopartog mivakaog 2

Miva ke 1E pExopEvo
Emmegaiite 1........
Emmmegakibo 2.....

Mn cutépaTog mivakog

MV KOG TEE PLE YO UEVIOV
Mk TpohoyrioTe Titho keq@aiaiow (ETWITESS 2)......
Minkrpokoyiore ko kepakakou (emimebo 3)
MAnrpohoyrfoTe Titho kepaAaiow (emimedo 1).............

l;:,’ MeplogdTepol mMivakeg Tepieyopéviav ond To Office.com 3
Mpooappoyr TiVoKe TERELCHEVLWV..

E} Kotapynon mivoake Tepleyopiviy

Eikéva 50: Mn autéparog Mivakag Mepiexopévwy.

7.3 Tivakag eIKOvwv

2 TTEPITITWON TTOU TO £YYPa@O 00G TTEPIEXEI AVTIKEIMEVA, OTTWG EIKOVEG, €IKOVEG Clip Art r)/kai
PWTOYPAPIESG, UTTOPEITE VO SNUIOUPYHOETE £vav TTIVOKA EIKOVWY, O OTTOIOG UTTOPET va TTEPIEXEI HE TN
ocIpd OAeG TIG €IKOVEG WE TIG AeCAVTEG TOUG Kal T aeAida oTnv otroia BpiokovTtal. O TTivakag EIKOVWV
gival XpRoiuog o€ 6AOUG TOUG XPHOTEG KAl OKOUA TTIO XPrOIKNOG OTa ATOUA WE avaTrnpia, yiaTi Bondd
oTnNVv TTAOAYNOH TOUG GTO £yypaq®o.

MpokeIyévou va dNUIOUPYNOETE EVAV TTIVAKA EIKOVWYV XPEIACETAI VA EXETE EI0AYEI AeCAVTEG O€ OAa TA
QVTIKEIYEVA TOU EYYPAPOU OOG.

MNa va eI0AyeTe TTIVAKA EIKOVWY OTO £yYPaQo 0ag, EQOooV EXETE NON €10Ayel AeAvTEG OTA
QvTIKEINEVA 0ag, akoAoubeioTe Ta TTapaKATW BAPOTA:

1. TotroBeteioTe TOV KEPCOPA OTO TNUEIO TOU EYYPAPOU TTOU BEAETE VA EICAYETE TOV TTIVOKO
EIKOVWV.

2. Z1nv kaptéAa Ava@opég, otnv opada Aedavreg, Kavte KAIK oTnv £1mAoyn Elcaywyn
Tivaka eIk6vwyv (Eikova 45).

3. Z710 mapdBupo Mivakag eikOvwyv TTou Ba avoitel, oTo TTedio ETikéTa AeddvTag, UTTopeite va
EMAEEETE TTOIA OPADA ATTO AeAVTEG Ba EUPAVICETAI OTO CUYKEKPIMEVO TTIVAKA EIKOVWY TTOU
Ba dnuioupynoeTe. ETTiong, oT1o id10 TTapdBupo pTTopEiTe va TTIAEEETE €AV Kal TTOU Ba
eM@avietal n apiBunon Twv oeAidwyv, KaBwg kai TI €idoug 0dnNyodg aTnAoBETN Ba
EUQaviCeTal. ZTNV TTPOETTIOKOTTNON EKTUTTWONG UTTOPEITE Va BeiTe TTWG Ba @aiveTal aTo
Eyypa@o oag n kabe aAayr| TTou kavete (Eikova 51).
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4. Edv BéAeTe va TpotToTroinoeTe Tov [Nivaka eikOvwy, KAvTe KAIK aTnv €1mAoyr) Tpotrotroinon
oTo TTapabupo Mivakag eIkOVwy. 210 TTapdbupo ETUA TToU Ba avoigel KAvTe KAIK aThV
emAoyrf TpoTtrotroinon kai oto Tapddupo Tpotrotroinon oTUA TTou Ba avoigel PTTOPEITE
va TTPAYUATOTIOINCETE TN HOPQPOTTOINON TToU BEAETE, OTTWG OTO €i00G Kal TO PEYEBOG

ypauuatooelpdg K.a. (Eikdva 52).

5. Tla va evnUEPUWOETE TOV TTIVOKA EIKOVWY, OE TTEPITITWON TTOU KAVETE OTTOIAOATTOTE OAAQYI)
o€ AeCavTeg | apiBuoug oeAidwy, KAvTe KAIK aTnv Aoyl Evnuépwon trivaka, otnv
opada Aegavreg. Avaloya e TIG aAAQYEG TTOU EXETE KAVEI ETTIAEETE avAPETa OF:
Evnuépwon povo tng apidunong oeAidwyv ) Evnpépwon 6Aou Tou trivaka (Eikova 53).

Mivokaoe swovwy

Eupetipe  Mivakag mepigyopévwy | Nivakag sikovwv | Mivakog vopohoyw

» IEE

MpoEMUTKOTNON EKTUTIW TN G Mposmgkonnon Web
Exovao 1: Keipevo................ 1|a Edva 1: Keipevo
Eikéva 2: Keipevo.......o............ 3 Eikova 2 Keijievo
Ekéva 3 Keipevo..........._. 5 Emova 3. Keipevo
Exdvo 4 Keipevo...oooooe . 7w Eikéva 4 Keiyevo

W

Eppavian apiBpnang ashiswv ¥pran umep-ouvSEgswy avTi yia apBpotc ashibag

ApiBunorn celiSwv Siid

o8nyoc omiogim: N v

Fevika
Mopwpéc ATO TO MpoOTUTD | W
ETikéETa Ael oo Ewdva W

Npoodnkn aplBpoy Kol ETIKETag

EmihoyEc,..

Eikéva 51: NMapdBupo Mivakag Eikévwv.

2

Tuh ?
EMAEETE TO KOTAAANAD OTUA VIO THV KQTOXWpNon EUpETnpiou

1 mivako

ok

Mivakroe EIKOVW

MpoemoKonnan

Arial

11 oT.
LoaTnuo
Metar 0 ot., ITuk: Amakpuyn pExpL T XpAan,
MNpotepootrTo: 100
Boowpévo oto otuk: Bogiko hd

OK Akupo

Eikéva 52: MapdBupo oTuA o€ Tivaka EIKOVWV.

Tpomomnoinar...

BEupo
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r r r 7
Evnuépwon mivaka elkovwy — *

To Word evnuEpwveL TOV TIVOKE EIKOVWY, KOWTE pio

EMADYH:

(@) Evnuépuworn povo TC apiBunanc oekiSu

) Evnuépwon 6hou ToU TivaKa

Eikova 53: Mapdbupo evnuépwaon Tivaka EIKOVwV.

8. ZUOTAOCEIG VIO TO KEIMEVO

8.1 ZuoTdAoEIg yia TH YPAUHOTOOEIPd

EmAEETE ypappaTOOEIPES TTOU €ival EUKOAO va diaBacTolv Kal CUVAVTWYVTAl ouxvd oTa
Eyypaga (T1.X. TUTTOU Sans Serif), 6TTWG yia TTapddeiypa ol Arial, Verdana, Tahoma, Calibri.
To uéyeBog TNG YpapPaTooEIpdg dev TTPETTEl va gival JIKPOTEPO attd 10pt. Ta cuvioTwEVa
MEYEDN ypappaTooelpdg yia Eyypago cival yeTagu 12pt kar 18pt.

ATTOQUYETE VO XPNOIUOTTOIEITE UTTOYPAUMION € AECEIG, TITAOUG, ETTIKEQAANIDEG 1] KEiEVO.
ETttiong, KaAo gival va un XpnOIMOTIOIEITE £VTOVN YPa®r, TTAQYIO ypa®r], UTTOYPAPMIoN 1)
KEQaAQia ypApuaTa o€ HEYAAQ TUAUOTA TOU KEIPEVOU.

8.2 ZuoTAoEIg YIa TA XpWHATA

ATTOQUYETE VO XPNOIKOTIOIEITE TO XPWHA WG TN HOvN HEBOSO PETAdOONG TTANPOYOPIWY, YIATI
0l XPAOTEG PE XaUNAN 6paon 1 Je axpwuatoyia de Ba PUTTopoUuV va TIG avTIAngOouv.

O XpwHATIKOG OUVOUACHOG YPAUMATOOEIPAG Kal UTTOBABPOU TTPETTEN va €ival TETOIOG, WOTE
va dlatnpeital upnAn XpwHaTIK avtiBeon oTo £yypago. Eva mapddeiypa uwnAng
XPWHMATIKAG avTiBeong civar: padpn ypappaTooeipd o€ AoTTpo UTTORabpo, evw
QVOIXTOXPwHN YKPI/ KiTpivn/ yaAadia ypauuaTooeipd oe AGTTPO UTTORaBpO cival cuvduaouoi
XOUNANG XPWHATIKAG avTiBeong.

KaAo eival va XpnoIYoTToIEiTE 0TO UTTORABPO POVO Eva XPWHA, avTi yia KATTOI0 OX£DIO.
Mpétel va uTTdpxEl ETTAPKNAG XPWHATIKA avTiBEon OTa ypa@rRuaTa Kal OTIG EIKOVEG, YIa va
OIEUKOAUVETAI N avTiIAnyn atmd XpnoTeg XapnAng épacng Kal XpHOoTEG HE axpwuaTowia.

8.3 ZuoTAoEIg yIa TIG TTOPAYPAPOUG

XpnolyoTrolgite, av gival duvatdy, Tn ZToiXIon KEIYEVOU APIoTEPA YIA TO KEIPEVO 0aG, EKTOG
até Tov TiTAo, yiaTi gival 1m0 eUkoAo va diaBaoTei. OTav TO KEiPeVO gival OTOIXIOPEVO OTO
KEVTPO, UTTAPXOUV KEVA PETAEU TwV AEEEwV, YEYOvOG TTOu KaBIoTA SUOKOAN TRV avayvwaon.
Mop@oTrolgioTe TO £yypa@sd Gag, WOTE VA PNV UTTAPXOUV £00XEG EKTOG aTTO EKEIVEG TTOU
dnuIoupyoUV Ol KOUKKIOEG Kal n apiBunon.
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8.4 levikég OUOTAOEIG

— Na xpnoigoTtrolsite atrAf YAWoOoa Kal HIKPEG TTPOTACEIG, OTTOTE AUTO gival EQIKTO.

— Tnv TpwTN QOP& TTOU XPNOCIUOTIOIEITE CUVTOMOYPA®IEG Ba TTPETTEI VA TIG AVAYPAPETE OTNV
TTA}PN TOUG HOPP).

— Amo@UyeTe va SIOKPIVETE METAEU TOUG TIG EIKOVEG E BAoON aioBnTNPIOKA XAPAKTNPIOTIKY,
OTTWG €ival To oXNUaA, To PéyeBog Kal To xpwpa. MNa Tapddeiyua, n dIAKpIon YETALU dUO
EIKOVWV PE TN @pAcn «n HEYAAUTEPN» €ival KOAUTEPO VA PN XPNOIUOTIOIEITAI KOI AVTi QUTHG
MTTOPEITE VA ETTICNUAIVETE TIG EIKOVEG 0OG HE apIBud €IkOvag.

— ATTOQUYETE VA XPNOILOTIOIEITE EIKOVEG KEIMEVOU, YIa TTAPAdEIYUA TN QuTOYpaPia £VOG
TTOIMATOG. Z€ TTEPITITWOTN TTOU TO KAVETE TIPETTEI TO KEIEVO TTOU Eival YPOAUUEVO OTNV EIKOVA
va 000¢i WG eVOANAKTIKO KEIPEVO.

— Mn xpnolyoTrolciTe ETTAVAAAUBAVOUEVOUG KEVOUG XOPAKTAPES (KEVA dlaoTAATA,
Xapaktipes TAB, xapakTipeg eTava@opdg). Ta droua TTou XpnoIKoTToIouV TTPoYPAUMaTa
avayvwaoTn 080vng PTTopei va Bewproouv wg KeEVA TOUG ETTAVOAGUBAVOUEVOUG KEVOUG
XOPOKTPES. AV aKOUOOUV TTOAAA "Kevd", Ol XPriOTEG ITTOPEI VO VOIoOUV OTI £€pTacayV OTO
TEANOG TOU eyypd@ou.

— Ortav B€AeTe va aANAGeTE 0eAIDA ATTOPUYETE VA TO KAVETE XPNOIUOTTOIWVTAG TO TTANKTPO
Enter fj To kevo didoTnua. AkoAouBeioTe TNV TTapakdTw diadikaagia:

1. Zmv kapTtéAa Elcaywyn, otnv opdda ZeAideg, kavte KAIK oTnv €mAoyry ANAayR
oeAidag (Eikova 16).

9. 'EAgyxog lNpooBaciyoéTnrag

H ékdoon 2013 Tou MS-Office TrepihauBaver éva epyaleio EAEyxou MNpooBaoiudtntag TTou €¢eTAlE
TO £yypa@d 0ag yia €va oUVOAO TTBavWwY TTPOBANPATWY, TTOU EVOEXETAI VA AVTIMETWITTIOOUV TA
atopa e avatnpia. Kabe poBAnua Tafivoueital o€ yia atrd TIg €€MNG KATNYOPIEG:

o X@AApa: 'Eva c@dAua mpooBaciudtnrag Sivetal o€ TTEPIEXONEVO, TO OTTOIO gival TTOAU
OUOKOAO A aduvaro va yivel avTIANTITO atrd AToua PE avatrnpia.

¢ [posidotroinon: Mia trpocidotroinon TmpooBaciudtnTag divetal O€ TTEPIEXOUEVO, TO OTTOIO
gival TToAU dUCKOAO va yivel avTIANTITO atrd AToua PE avaTTnpia OTIG TTEPICOOTEPEGS, AANG OXI
0€ ONEG TIG TTEPITITWOEIG.

e XupBouAn: Mia cuuBouln TTpocBaciudTnTag diveTal o€ TTEPIEXOPEVO, TO OTTOIO UTTOPEI va
yivel avTIANTTo a1rd droua pe avartnpia, aAAd Ba £TTpeTTe va opyavwBei i va TTapouciacTei
KAAUTEPQ, £TO1 WOTE VA PEYIOTOTTOINBOUV OI TTANPOYOPIES TToU TTPOCAaUBdvovTal.

KdaBe @opd mou o ‘EAeyxog MNpooBaciudtntag evrotioel éva TpoBAnua, To Tapdbupo epyaciwv
eP@aviCel TTANPOYOPIEG OXETIKA E TO AOYO VIO TOV OTTOIO TO TTEPIEXOMEVO EVOEXETAI VA PNV Eival
TTPoOoRAcIyo. ETAéyovVTaG TO OUYKEKPIPEVO TTPOBANUA, EPpaviCovTal 0dnyieg OXETIKA PE TOV TPOTTO
emdI6pOwaong  avabewpnorng Tou.

MNa va xpnoigotroifoete Tov EAeykr MpooBaciudtnTag, akoAoubeioTe Ta TTAPAKATW BripaTa:

1. 21nv kopTéAa Apxeio, kavte KAIK oTnv €mIAoyn NMAnpogopieg (Eikéva 54).

2. Xt1o 1redio 'EAgyxog eyypd@ou, KavTe KAIK aTnv etmAoyr) ‘EAeyxog yia 8épaTa. 10
TTapdBupo TTou Ba avoitel KavTe KAIK oTnv etmAoyr 'EAgyxog TpooBacipoTnTag.

3. Emotpégovtag o1o apxeio oag Ba £xel avoitel To TTapdBupo "EAgyxog pubpicewyv
mpooRaong oTo oTToio gugavifovral Ta ATroteAéopara emifswpnong (Eikdva 55).
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4. Kdvte KAIK o€ éva OUYKeKPIPEVO TTPORANUA yia va ocite Tig MpbéoBeTeg TTANpOPOpIES,
KaBwg kai Tov TpoTro £mdiopOwong Tou (Eikéva 55).

5. Ortav diopBwaoete 6Aa Ta TpoBAAuara, oto TTapdbupo 'EAeyxog pubpicewyv Tpoéoaong
oTo TTedio AtroTeAéoparta emBewpnong, 6a ep@avioTei éva urvupa o1l 8¢ Bpédnkav
Béuara mpooBacipornTag (Eikéva 56).

©

Minpopopicg
Anpoupyia
Avowyua
AmoBriksuon

AmoBriksuon
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ExmiTuacn
Kowr xprion

E€ayuayn

Kheigpo

Noyapiaopog

Emihoyig

[Anpowoplec
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»

Mpootooic
£yypdupou ™

‘Bheyyog yio
Bépormo -

EI-\I EAzyyoq syypdgov
= Ehdyitz To dyypo@o yio Kpupdc IBLETNTEE § TTROTLITIKES

MpooTtagia eyypdipou
Ehgyite Toug TOTOUE Twv ahhayuiv TIoU oL XproTeg PopoUv KAVouy Ot auTd To
Eyypopo.

EAEY YOG EYYPAPOU
Mpw amoé ™ Snpogizuon autou Tow apyeiou, sheyETe sdv TEPLEYEL
|81 TEG Eyypa@EoU Kal OVopa TUVTAKTH

Kopaktripeg Tou gyouv doppotonBel we kpupd Kelpevo

mopouv va Siafdacouy

T popopiES.

[& EAzyyog mpoofacipétnTog
@ Ehéylte To dyypago yia TEpIEOHEVE TO OTIOIO Ta GTOWG pE
sk ovayksg evsyopivig va SuckohaiovTol va Swfagouy.

@ EAzyyog copfatdtnrog
‘Eheyyoc yio duvoToTnTeg mou Sev uootnpifovTol amo
Tponyoupeves ekdadel; Tou Word,

Eikéva 54: ‘'EAeyxog mTpooBaciuéTnrag.

FAsyyoc pubpuioswy Tpoofaonc

AmoteAéopoTa emiBewpnong

IDAAMATA

4 Agimel everAOKTIKG KEpEvo

Ewdva 83

MPOEIACTOHIEE

4 Emovohapfovopevol Kevol Y opakTpag

4 yapaktrpeg
4 yopakTripeg

MNpéoBetec mAnpopopizg

Nari mpémel v yivel emSi16pBuon:

To evahhakTikd Keipevo fonBa ToUE ouayVLIOTEE v
KOTaVOHGoUY Ti; TANpopopicg Tou TapouadlouTal os
EKOVEC Kal dhha avTIKEipEva.

Tpomog embiopbuwonc:

v x

EmihéErs ko emSopBLaots Ta NTHRAT IOV auapEpovTaL
TIOPATEY LW, TROKEREVOY va yivel Suvath n Tpoofacn oto
£yypoipo yio GTopa pE ELSIKEG ovdyKEE,

Luofdors mepoodTepa yua Tn fehtituon g mpoofagipdTnTag

TWV EyypapLIv oag

Eik6éva 55: AtroTeAéoparta €mifswpnong.
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‘EAeyxoc pubpiogwy ipaoPaong v X
Anorehéapata emBewpnong
' hev BpéBrkay Bépara mpooPaoyéTnTac, Ta dTopa e fiSIKkEC

avaykeg Sev Ba avTipeTwifouv SuCKoAizg oY avdyvLaon Tou
eyypépou.

Eikéva 56: AtroTeAéopaTta emfewpnong. Xwpig mpoBARuara rpoofaciyérnrag.
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