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20vToueg odnyieg yia Tn dnuioupyia TTPooRAciywy eyypdewy pe To MS-Word 2010

1. Xpnon d1apopwv OTUA yia Tn SO HEYAAWYV EYYPAPWV
H doun evég eyypdeou trepiAauBavel ouvnBwg Evav TiTAO (UEPIKEG QPOPEG Kal £vav UTTOTITAO), Ol OTToioI gival
povadikoi kal Bpiokovral yévo oTnv TTpwTn oeAida. Etriong, éva keipevo ouvhBwg xwpiletal o Ke@AAaia Kal
UTTOKEPAAQIQ TTOAAQTTAWY ETTITTEOWYV OTA OTTOIA AVTIOTOIXEI N KATAAANAN €TTIKEQPAAiISQ.
Me autdv Tov Kavova dlac@alideTal OTI Ol CUVTAKTEG £XOUV XPNOIUOTIOINOEl EVOWUATWUEVA OTUA yia Ao TO
OWUa TOU KeIPEVou, TOV TITAO, TOV UTTOTITAO, TIG ETTIKEQANIDEG KAl TIG TTAPAYPAPOUG YIA £YYPOPaA TTOU TTEPIEXOUV
TouAaxioTov 1200 Aé€eig. 'ETol, dnuioupyeital pia avTIANTIT dour) akOun Kal yia Toug TUQPAOUG XPrOTEG TTOU
XPNOIPOTTOIoUV TTPOYPANMA avayvwoTn 086vng pe ouvoeTIKr opiAia. Or eTTIKEQPOAIOEG TTPETTEI va gival OUVTOEG,
OnAadn va atroteAolvTal amd PePIKEG AECEIS 1 WIa oUvToun @PAcCT, TTPOKEIYEVOU Ol XPAOTEG va TrEPINyouvTal
€UKOAQ Kal ypriyopa oTo éyypago. Etiong, n doun tou eyypd@ou trpétrel va Eekivael pe Emke@aiidal (TrpwTtou
emmédou) kal Otav aufavetalr 1o €TI0 AETITOUEPEIOG va auEdvovTal Kal ol ETTIKEQAAideg, dnAadn ol
Emkepalideg2 (deutépou emmrédou), ETke@aAidec3 K.o0.K. émovral TNG EmKe@alidag, yia va utrdpxel Aoyikr
oTn SouA Tou gyypd@ou. KaAd gival va €xel aTTOQACIOTE €K TWV TTPOTEPWY TTOCA TTITTEDA ETTIKEQAAIdWY Ba
XPEIaaToUV Kal va yivel n apibunaor Toug.
Mari; Me 10 OTUA pTTOpEiTE va ONUIOUPYACETE MIO OUVEKTIKA OOMR OTa £&yypaga, €vwd ME Tnv XpRon
ETMKEQAAIDWY OIEUKOAUVETOI N TTEPINYNON TWV XPNOTWV OTO £yypa@d cag. H apibunon twv emKe@aAidwv
OlEUKOAUVEI TO XPAOTN va avTIAN@OEei To eTTITTEDO TOU KEIUEVOU OTO OTTOIO BpioKETAl.
Tpoé1rog Xpriong/eicaywyng: MNa va epapudceTe OTUN g€ OAOKANPO TO £yypa@o, aKOAOUBAOTE T TTAPAKATW
BrAuaTa:
1.1. EmA&ETe 6AO TO KEipevo.
1.2. Z1nv Kevrpiki KapTéAa, oTnv opdada ZTUA, ETTIAEETE TO OTUA TTOU BEAETE VIA TO CWUA KEIPEVOU
(17.X. Baoiké 4 Xwpig d140TIX0).
.3. EMAEETE TO KEiPEVO TTOU TTPOKEITAI VA YiVEl TITAOG.
4. Z1nv Kevrpikn kaptéAa, otnv opdda ZTUA, Kavte KAIK otnv emAoyn TiTAog.
.5. ETAEETE TO KEIPEVO TTOU TTPOKEITAI VA YiVEI UTTOTITAOG.
.6. 21nv KevtpIkn KapTéAd, oTnv opgdda ZTUA, KAvVTE KAIK oTnV £TTIAOYA YTTOTITAOG.
v OEAETE va XPNOIMOTTOINCETE TOV TTPOETTIAEYUEVO TUTTO apiBunong emke@aAidwy, TTnyaivere oTo Bripa 1.10
.7. E@ocov BéAeTe va opioeTe Tov TUTTO apiBUNONG OTIG ETTIKEQAAIDEG TTOU £XETE ATTOPACIOEl OTNV
Kevtpiki KapTéAa, oTnv opdda ZTUA, kAvTe Oei KAIK oTnv ETrike@aAidal kal eMAEETE TNV
TpoTrotroinon ZTuA.
1.8. 10 TapdBupo Tpomomoinon ZTuA TTou Ba avoitel kavte KAIK oTnv €mAoyry Mop@n kail oTn
ouvéxela otnv Aoy ApiOunon kai Koukkideg. ETTIAEETE TOV TUTTO TNG aPIBUNONG TToU BEAETE
Kal KAvTe KAIK 0TO TTAKTPO OK.
1.9. EmavoAdBerte Ta mapamrdvw U0 BripaTta yia OAa Ta eTTITTESA ETTIKEQPAAIdWY TTOU Ba
XPNOIUOTTOINCETE.
1.10. ETAECTE TO KEIPMEVO TTOU TTPOKEITAI VA YiVEl ETTIKEPAAIDQ.
1.11. Z1nv Kevrpik KapTéAa, oTnv opdda ZTUA, Kavte KAIK oTnv emAoyf Emike@alida TTou
avTIoTOIXEl 0TO €mMOBUUNTO ETTITTESO.
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2. XpAon evOAAGKTIKOU KEIPEVOU O€ OAQ TA AVTIKEIMEVA

Me autdv Tov Kavova SIac@aAifeTal OTI Ol GUVTAKTEG £XOUV OWOEl EVAAAAKTIKO KEIMEVO yia TA TTAPAKATW

QVTIKEIPMEVA: EIKOVEG, YPAPIKEG TTAPACTACEIG, PWTOYPAPIES, TTiVOKEG OedOUEVWY, aXAUaTa (TTou dev TTEPIEXOUV

KEiPEVO Kal BV gival O€ OPADEG).

Marti; Me 10 evaAAOKTIKO KEIPEVO, OI XPAOTEG, KON KAl EKEIVOI Xwpig 6paan, avTIAauBdvovTtal TIG TTAnPOoPopieg

TTOU TTapoucidfovTal oTIG €IKOVEG Kal g€ AAAN avTIKEigeva Pe eVAAAAKTIKOUG TPOTTOUG (OTTWG AKOUCTIKO N

QTITIKO).

Tpoé1Tog 816pBwong: MNa va TpooBEceTe eVOAOKTIKO KEINEVO OTO QVTIKEINEVO, OKOAOUBAOTE T TTAPOKATW

BrAuaTa:

2.1. Kdavte d¢€gi KAk 0TO avTIKEiuEVO Kal ETTIAEETE Mop@oTroinon. Na Tivakeg KAvTe Oei KAIK Kal
emMAECTE I1B16TNTEG Mivaka.

2.2. Kdavte KAIK oTn €AoYy} EVOAAOGKTIKO KEipEVoO.

2.3. TIAnKTpOAOYNOTE IO TTEPIYPOAPI) TOU avTIKEIEVOU OTO TTedio Mepiypaen. Mn ypdeete
eVAAAOKTIKO Keipevo oTo T1edio TiTAOg. Av TO QVTIKEIMEVO Eival EIKOVA, N TTEPIYPAP TTPETTEI VA
gekivael pe Tn AEEN «elkOvay 1 avtioToixn (T7.x. AoyoTtutro, oxAua).

2.4. Ortav TeAeiwoeTe KAVTE KAIK 0TnV €TTIAOYH «KAgioIMOY.
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20vToueg odnyieg yia Tn dnuioupyia TTPooRAciywy eyypdewy pe To MS-Word 2010

Znueiwon: O mapatmdvw Kavovag epapuoletal ue Tov id10 akpIBWGS TPOTTO Kal OTIG TTAPAKATW KATNYOPIES
avTikelgévwy: eikéveg ClipArt, ypagikd SmartArt, evowpoTwpéva avTiKeigeva, apyeia Bivieo kai
nxou, ouddeg (OAa Ta avTikeigeva, e €€aipeon Ta OXAMaATA, TTPETTEl €TTIONG VA TTEPIEXOUV
EVOAAOKTIKO Keipevo OTav gival o OuAdEG).

3. XpARon mvAakwyv Je atrA dSoun Kal e YoM KEQaAidag

Me auTtév Tov Kavova Slac@aAileTal OTI O CUVTAKTEG €XOUV XPNOIUOTTOINCEI TTIVAKESG YE ATTAY], d10BIA0TAT oI
Ol OTToi0l OEV TTEPIEXOUV OUYXWVEUHEVA 1 dlalipedéva KEAIA Kal £XOUV 0pioel CWOTA WA yPauun (i YPOUMEG)
Ke@aAidag yia Toug Trivakeg. Eival amapaitnto va €I0AyeTe YPAPUAR KEQOAIdAG, €AV O TTiVAKAG EKTEIVETAI O€
TTEPIOCOTEPEG ATTO Hia OeAIDEG.

Marti; O mivakag pétrel va €xel atrAnl 01odidoTarn dour Kal ypauu KEQaAidag, waTe Ta AToua Pe avaTmnpia va
MTTOPOUV va TTEPINYOUVTal €UKOAA G€ auTov Kal va Tov avtihapfdavovrtal. ‘Evag xprioTng Tmou XPnOIPOTIOIE
KATTOIO TTPOYPAUUa avayvwaoTn 08évng Ba SUCKOAEUTEI aTnV TTEPIRYNON OTOV TTiVaKaA, €Qv TTPETTEl TT.X. VA
ouvoudadel TIG TINEG aTTd BUO KeAIG yIa va avTIAN@BEi TO TTEPIEXOPEVO TOU TTIVAKA.

Tpo1rog e1ocaywyng: MNa va eiodyete €vav Trivaka e diadiaaTaTn doun Kal PE YPAPUr KEQaAidag, akoAoUBAOTE
TO TTAPAKATW BripaTa:

3.1. 2V kapTéAa Elocaywyn kavte KAIK oTnv emmiAoyr) Mivakag.

3.2. 2710 mapdBupo Eicaywyn Mivaka, kavte KAk oTnv €mAoyr Eicaywyn Mivaka kai
OnuioupynRoTe Tov Trivaka TTou BéAeTe. ETTiong, kKédvovTag KAk otnv emAoyA FpRyopol Mivakeg
MTTOPEITE VA XPNOIYOTTOINOETE KATTOIOUG ATTO TOUG £TOINOUG TTivakeg Tou MS-Word.

3.3. EmA£ETE TOV TTivaKa Kal ETTICNUAVETE TN YPAUUn (1 YPAMUEG) TTOUu BEAETE va OpioETE WG
KEPAAIdQ.

3.4. Zmnv kaptéAa EpyalAeia Mivaka, kavte KAIK 0TO oTOIXEIO AldTAgN.

3.5. 2mnv oudda Aedopéva, Kavte KAIK oTnv €AoYy ETTavaAnyn ypapupwy Ke@aAidwyv. H
YPOUUA KEQAAIDAG EI0AYETAI AUTOPATA KAl OTNV ETTOUEVN OEAidA.

4. Mepikég TpOoBeTEG OCUUPBOUAEG

4.1 EmAECTE ypaupaTooEIpEG TTOU €ival EUKOAO va d1aBacTolv KAl CUVAVTWVTAI CUXVA OTA £yypaga
(1r.X. TOTTOU Sans Serif), 6TTwg yia TTapddeiyua ol Arial, Verdana, Tahoma, Calibri.

4.2 To péyebog TNG YPAPPATOOEIPAG eV TTPETTEI Va gival PIKPOTEPO atrd 10pt. Ta cuvioTwEVa
MEYEBN YpapuaTooEIpdG Yia £yypago cival petatu 12pt kai 18pt.

4.3 Na XpnOoIYOTIOIEITE TNV AUTONATN eI0aywyh apiBunong Twv oeAidwv. Mnv TTANKTPOAOYEITE TOUG
ap1Buoug oeAidwy 010 KATW PEPOG TNG OEAIdAG.

4.4 Mn XpnOIYOTIOIEITE ETTAVAAAUBAVOUEVOUG KEVOUG XAPAKTAPES (KEVA BIAOTANATA, XOPAKTAPES
TAB, XapakTApeg eTTava@opdg). Ta dtoua TTou XPNOIKOTToIoUV TTPOYPAUHATA avayvwoTn
006vng pTTopEi va Bewprioouv wg KeVA TOUG ETTAVAAQUBAVOUEVOUG KEVOUG XAPAKTAPES. Av
akoUoouv TTOAAA "Kevd", ol XprioTeG UTTOPET va vopioouv 0TI EpTacav oTo TEAOG TOu eyypd@ou.

4.5 Na XpnOIYOTIOIEITE TNV auTOUATN €lI0aywYr) KOUKKidwv Tou MS-Word kai Ta oTUA apibunong yia
VO OPIOETE TIG AIOTEG TOU KEIPEVOU.

4.6 Na xpnoigotrolgite TIG 0TAAEG Tou MS-Word yia va dounoete 1o Eyypa@o cag o€ oTAAEG. Mn
Xpnoiyotroigite To TAAKTPO Tab yia va dnuioupyhoeTe oTAAES. ETTiIONG, XPNOIUOTIOIEIOTE APKETO
TEPIBWPIO YIa va SlaxwpileTe TIG OTAAEG 0AG, WOTE VA SIEUKOAUVOVTAI O XPAOTEG UE PEIWUEVN
6paorn.

4.7 Mn xpnoIUOTIOIEITE KEVA KENIG, YPOAUMES I OTAAEG OTOUG TTiVOKEG 0ag. Ta kevd kKeAIG uTTopEi va
TTAPATTAQVIIOOUV TA ATOPA HJE ATTWAEID OPAONG.

4.8 Mn XPNOIMOTIOIEITE TOUG TTIVOKEG YIa VO IATAEETE KEIMEVO 1] AAAQ QVTIKEIPEVA (TT.X. EIKOVEG) HETA
0710 £yypa@o cag, Ol TTivakeg KAAO gival va XpnolhoTTolouvTal Jovo yia 6edouéva.

4.9 Mn XpnOIYOTIOIEITE UTTOYPANMION O€ AEEEIG, TITAOUG, ETTIKEQPAAIDES 1 KEIUEVO.
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410 O xpwuaTikég ouvduaopuog YpappaTooEipds Kal UTTORABpou TTPETTEN va Eival TETOIOG, WOTE VA
diatnpeital upnAn xpwuatik avtiBeon oto £yypa@o. Eva Tapaderypa upnAng XpWHOTIKAG
avTiBeong gival: pavpn ypapuatooeipd o€ AoTTpo UTTORABPO, EVW aVoIXTOXPwWHN YKPI/ KiTpivn/
yoAddia ypapuatooeipd o€ AoTrpo utroabpo gival cuvouaopoi XaUNANG XPWHATIKAG avTiBeong.

5. XpRon €mICTNMOVIKWY CUHUBOAWYV, TTOAUNECWY, K.O.

TNV TTEPITITWON TTOU TO £yypa@od 0OG TTEPIEXEI ETTIOTNHOVIKG OUMBOAA (6TTwg oUPBOAa Xnueiag r pabnuaTikoug
TUTTOUG), apxeia Axou 1 video, oUvOeTOUG TTiVOKEG DESOUEVWY 1) CUVOUOOHO KEINEVWY O€ TTOAATTAEG YAWOOEG,
OUMPBOUAEUTEITE TIG QVTiIOTOIXEG OBNYiEG.

6. 'EAeyxog Tou BaBuou TTpooBaCINOTNTAG

H ¢kdoon 2010 Tou MS-Office TrepiAauBdvel Eva epyaheio EAEyxou MpooBaaiudTnTag TTou €£eTAlEl TO Eyypago

0ag yia éva auvolo mBavwy TTPORANUATWY, TTOU EVOEXETAI VA QVTIMETWTTIOOUV Ta ATOPG PE avatrnpia. Kdabe

TPORANUa Tagivoucital o€ pia atmod TIG €€AG KATNYOPIES:

e 2@dApa: ‘Eva oc@dApa mTpooBaciydtntag divetal o€ TTEPIEXOPEVO, TO OTToio €ival TTOAU dUOKOAO 1
aduvato va yivel avTIAnTITo atrd dTtoua Pe avatrnpia.

e [Mposidotmroinon: Mia Tmpocidotroinon TTpooaciydtnTag OiveTal Ot TTEPIEXOUEVO, TO OTIOI0 OTIG
TTEPIOOOTEPEG, AANG OxI O€ OAEG, TIG TTEPITITWOEIG KABIOTA TTOAU BUCKOAO va yivel avTIANTITO atrd dtoua
ME avaTTnpia.

e XupBouAn: Mia cupPBouAr) TTpooBaciudTnTag OiveTal O€ TTEPIEXOPEVO, TO OTIOI0 MTTOPEl va yivel
avTIANTITO aTré dtopa pe avatrnpia, aAAd Ba €TpeTre va opyavwdei 1 va TTapouciacTei KaAUTePQ, 101
WOTE va PeyloToTroinBouv ol TTANPoQopics TTou TTpocAaudvovTal.

KdaBe @opd 1ou o 'EAeyxog lMpooBaociudtntag evrommioel Eva TTpORANPa, 1o TTapdbupo epyaciwv eu@avidel

TTANPOPOPIEG OXETIKA PE TO AGYO YIO TOV OTTOIO TO TTEPIEXONEVO EVOEXETAI VA UNV gival TTpooBdaoipo. ETAéyovTag

TO OUYKEKPIYEVO TTPORANMA, ep@avifovTal 0dnyieg OXETIKA YE Tov TPOTTO £mMdI6POWONG i avabewpnonig Tou.

Tpoémog xpnong Tou EAeykTn MNpooBaociyérnrag:

6.1 Kdvrte KAIK 0TnVv KapTéAa ApxeEio.

6.2 Kavre KAk oTnv mmAoyr MAnpogopisg.

6.3 21V mepioxn MposTolipacia yia Koivi XpRon, Ba eppavioTei pia eidoTroinon eav o ‘EAsyxog
MpooBaciydoTnTag £XEI EVTOTTIOEI OTTOIOATTOTE TTIBAVA TTPORAANATA TTPOCRACINOTNTOG.

6.4 Edv BéAeTe va TTpoBAAETE Kal va eTTIOIOPOWOETE T TIPOBAAUATA OTO APXEIO TAG, KAVTE KAIK
otnv emAoyr) 'EAeyxog yia OEpaTa Kal, TN oUuvEXEId, KAVTE KAIK oTnv evioAn 'EAeyxog
Mpéopaong.

6.5 EmoTpépeTe 0TO apyeEio oag, 61Tou To TTapdBupo epyaciwv EAeyxog MpooBaciydTnTag civai
avoixTé Kal egpavicel Ta aTToTEAEOPATA ETTIBEWPNONG.

6.6 KdavTe KAIK o€ éva ouykekpipévo TTPORANMa yia va deite MpbéoBeTeg TTAnpOPOpPiEg Kal Bripata
TTOU PTTOPEITE VO KAVETE YIa Va SIOPOBWOETE i Va avaBewWPROETE TO TTEPIEXOMEVO.
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