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Fevikd XapakTnploTika

» MARpPNG oelpd avaAucewv TipwV (ATOE, ATEO, Néa avaAuTikda TigoAdywa KAT).

» AElomoTia amoTEAECUATWY Kal avtamokpLon otig aAAayEg Tng vopobeoiag AE.

» Katnyopiomoinon twv apBpwv avd TioAdylo Kat avda Katnyopia

» TomoB£tnon twv apBpwv-unodpBpwy Kal UMK®OV-UTOUMK®WY o€ SeVOPIKN HOP®N Yla eEQPETIKA
Ypriyopn @UAAOUETPNON KAl EMOTTEIT

» EUpeon apBpwv Kat UAIKwY pE BAon Tov KWOIKO N TNV TTEPLYpA®n Toug N He GiATpo
oTmoloudATOTE AAAOU XAPAKTNPLOTIKOU yia taxytatn eupecn apbpwv.

» KAeidwpa apbwv Kat UAIKWV yia tnv anog@uyn aAloiwong Toug katd Adbog.

» MePBAAAOV TTOAAWV XpNOTWV HE SLAYOPETIKOUG KWAIKOUG Kal SLaPOPETIKA SIKALWUATA Yia KAbe
xpnotn.

» Mapaywyn twv teuxwy oe RTF yua volypa amoé omolodNTote eme€epyacTr) KEIHEVOU.

» AloTa TwV TPOGEYATA XPNOLHOTIONHEVWY APOPWY KAl UAKWV Yld EMOKOTINGN Kal EMAoYN.

» AvaBaBpiotpo (amd pia oe meplocotepeg BEcelg epyaciag)

» E€aywyn 0Awv twv otoixeiwv oto clipboard, oto mpdxeipo (notepad) i kateuBeiav oto Excel
» MéyeBog (popwY TTOU AUEOHELWVETAL YIA TTPOCAPHOYN GE oToLadnTToTE avaiuon 006vng

» MeptBaAAov epyaciag BeATIOTOTOINKEVO YA YPAYOPN Xpnon Kat EUKOAN ekpddnon

» XpAion XpwHAtwy yla Ty Kw3IKoToinon GTOIXEiwV Tou prmopoUv va tpomomoinfoly Kal aut®wy
MoU gival KAEWOWHEVA

Awaxeipion apBpwv

» Apeon emomteia OAwV Twv apBpwv OAwv Ttwv TiHoAoyiwv. OAa ta apbpa dapeca dabéoipa oe
KABe onpeio Tou TPOYPAPHATOG.

» 'OAa Ta avaAuTiKd TIHoAGYLa Kat ot avaAuoelg TiHwv: ATOE, ATEO, Néeg ATEO, ATYE, ATAE,
ATEN, ATHE, HAM, ATEBE, ATEK, FEQT, ATAE, BPAX, EAA®, Meptypa@ikda tipoAdyla AIM, NATEO,
Néa avaAutika TipoAoyla (PEK 1556B 18-10-04) TOE, TYE, TEA, TEM, TYE-® (®EK 1939 29-12-
04).

» E€aipeTika eUkoAn Onptoupyia véwv dpbpwv Baclopévwy ota non umdpxovia (emicnpa n véa).

» OpLOHOG TOU KOOTOUG £VOG ApBpou pe BAcon omoladnmote oxéon PETAEU UMKWY, EPYATIKWY N Kal
AAAWYV apBpwv (BonBNTIKEG TIHEG).

» AECN EMOTTEID TNG EKTUTIWONG KABE ApBpou Kat TnG TPNG.

» H avaAuon twv apBpwv dnpioupysital amAd, pe xprion AoyloTtikoU @UANOU Kat EMAOYH TwV
UAIKWV I umodpBpwy Kat Oxt Ue xprion script YAwooag. Aev xpeldleotal EMeEEPYAOTI) KELUEVOU
yia tn dnyloupyia apbpwv.

» Néog tUmog apBpwv: Apba mivakes. Ta apbpa mivakeg kablotolv e€AIPETIKA EUKOAN TN
Slaxeipion apbpwv pe peydio aptbpo umodpbpwv (m.x. ATHE).

» MapapeTpikn oTpoyyuAomoinon Tocwy.

» AmoBrkeuon twv apbpwv o€ éva apXxeio yla KAbe TiHoAdyLo. Kevipikn Afwn avitypd@wv
ac@aleiag Kal HETaopd-avitypagn apbpwy.

» Auvatotnta e€aywyng apbpwyv Kat TPOUETPNOEWY.

» Auvatotnta elcaywyng apBpwv amod apXeio KEWPEVOU EQOCOV TNPOUVIAL KAVOVEG Hop@oToinong.

TiHap1BUIKEG

» Opadomoinon TIHAPIBPIKWY avd TIHOAOYLO, avd TPIUNVo, EMICNHEG KAl VEEG TIHAPIOUIKEG, TIHES
gumopiou.

» Evnpépwon TIHApIOHIKWY HECW (VIEPVET.

» Auvatotnta evnpépwong HOVo Twv anapaitnTwy TIHAPIBHIK®Y Yid Tn oUVTAEN CUYKEKPIUEVWV
TEUXWV.

Teuxn Snpompdtnong

» EEalpeTIKA ypriyopn Tapaywyn Twv Teuxwv Kat’ subeiav o€ popen RTF.

» Auvatotnta emAoynG Tapaywyng CUYKEKPILEVWV HEPWY TWV TEUXWV.

» Auvatotnta Tautdxpovng epyaciag o€ MOAAEG HEAETEG TAUTOXPOVA.

» Auvartotnta tautoxpovng emeEepyaciag plag HEAETNG amd mMoAAOUG XPrOTEG.

Mpopetpnoeig

» AvaAuon Twv PEAETWY OE HEPN, KATNYOPIEG Kal OPASEG.

» MpooBnkn twv apBpwv o€ opddeg ite pe eMAOYN Toug amo Aiota site ye am’ gubeiag
TANKTPOAOYNGON Tou KwdikoU Toug.

» 'EAEYX0G aBpOLOHATWY OPASwWY, KATNYOPLWY N HEPWV ApBpwY Kal evnpépwaon o€ KABs TTpocBnKn
apbpou.

» ZUVEXNG EMTOTITEI TWV OPASWY EPYACLWY Kal TwV Apbpwv og KABs opdda aveEdptnta
emAeypéVNG opadag.

» Egpavion Baoikwy dapBpwv, Baclkwv TIHWY, avaAuong KOOTOUG, EKKPEPWY BAGIKWY TIHWY, Kal
EKKPEHWV EVIAIWV TIHWV TIPLV TNV TAPAYWYN TWV TEUXWV.

» Epgpavion Bacikwv

Mapaywyn Teuxwv

» Auvatotnta mavong Tng Sladikaciag mapaywyng Kat cUVEXION TG apyotepd.
» Mapaywyn apxeiou AaBwv.

BiBA10ONKeg

Apbpa

» Opadomoinon apBpwv avd THoAGYyLo

» Aldtagn apBpwv oe GVOPLKN HOP®N

» E€alpeTikda €UkoAn dnptoupyia véwv apBpwv Kal umodpdpwv

» MNa kabe apBpo BAEMETE, TA YEVIKA TOU oToXEla (KWAOIKOG, Teplypa@n, Y.y., K.A.), TNV TN
TOU, TNV avaAuon Tou, TIG eEapTNOELG ToU o€ SeVOPIKN HOPQN, TNV EKTUTWON TOU, avabewpnoELg,
OXOAlA, OXETIOPEVA ApOpa, CUVIEGHOUG.

» T€ KABe apBpo BAEMETE av eival OXETIOPEVO e GAAa apBpa Kat mola gival autd, dnAadn otnv
avaAuon mowwv apbpwv Bpioketat.

» Mmopeite va avtiotowxnoete pia SlelBuvon oTo {(VIEPVET, pia elkova Kat éva pdf apxeio oe kabe
apbpo.

» EVTOAEQ ApBpwv-Tivaka. AnploupynoTte Kat SLaxelploTeite apbpa pe peyaio aplbuo umodpBpwv
€EAIPETIKA EUKOAQ.

» Mapouciaon YeVIKWV Kat €0IKWY OpwV, EMONUAVOEWV KAl GAAWY KEWHEVWY TWV TIHOAOYIWV
Uéoa amo To mpoypappd.
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BAGIKEG TIHEG

» Alaxeipton Baotkwyv TIHWY HE TPOTO mapopiolo pe ta apbpa (BA. apbpa)

» NEog TUTOG BaotkwV TiHwY: Kovég Baoikég TIHEG. Ot BAoIKEG TIUEG TIOU €ival KOLWVEG O TTOAAA
TIHOAGYLA TT.X. €PYATNG, VEPO K.T.A. gp@avifovtal Hovo pia opd aAAd HE TOV avtioTolxo KWOLKO
TOUG 0€ KABe TIPoAAYL0. ‘ETOL O XPELAZETal va EVNHUEPWVETE TNV TIHN TOUG EEXWPLOTA OE KABE
TIHOAOYL0 aAAd POVO pia @opd.

T1BpapiBpIKEG

» AQWN TIHAPIBPIKWV TPIUAVOU amod (VTEPVET 1} AUESN TANKTPOAGYNGN
» KOIVEG TIHAPIOHIKEG: TIHEG KOWVWYV BACIKWYV TIHWV. Ol TIHEG TWV KOVWYV BAGIKWY TIHWY
KaraxwpoUvtal pia @opd ave§aptnta av n Bactkn TN umdpxel 6 TOAAG TIHOAGYLd.

EKTUTTWOEIG - évTuma

Mpodlaypa@ég EKTUTWOEWY

» EKTUTIWON TG emwvupiag Tou meAdtn otnv Ke@aAida kabs ceAidag
» MpoemokomnoN (preview) PV TV EKTUTWON
» E€aywyn oe 0ekadeg format (.DOC, . XLS,HTML KAT.)

Aiota ekTunwoswy

» KaptéAa He yevika oTolxeia épyou

» KaptéAa apbpou
» Alota apBpwv emAeypévng Katnyopiag

» KaptéAa Bactkng Tiung
» Alota Baclkwy TIHWV EMAEYHEVNG Katnyopiag

» Alota TIpaptBukwy

Teluxn

» Mivakag umoAoytopoU PECWY BAGIKWY TIHWY NUEPOHICOIWY (TTapdyetal autopata Je OAOUG TOUG
anapaitntoug umoAoylopoug)
» Mivakag Bastkwv THwY, agoBwy, PIBWHATWY Kat UAIKWY

» Mivakag apbpwv Kat TIHWY evidiwy TipoAoyiwy

» Baolkda apBpa avaAutik®wy TipoAoyiwy

» Baolka apbpa eviaiwv tpoAoyiwv

» Av@Auon TIHWV €QApHOYNG (AVAAUTIKO TIHOAGYLO0)
» AvaAuon Tipwv g@appoyng (TLHOAGYL0 HEAETNG)

» AvaAuon Tipwv g@appoyng (TiHoAdyLo Tpoc®opdag)

» MpoimoAoyLopdg
» Mpopétpnon
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