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Nveupatikd Atkatwpata

To mapdv éyypado amoteAel mvevpatikr Wloktnoia tng Vellum Global Educational Services kalL 6Aa ta
Sikalwpota eival KAToXUpWHEVA KAL TIPOOTATEVUEVA oo TNV EAANVLIKN Kal Eupwraikni vopoBeoia.
AmayopeUEeTaL N avamopaywyr Tou oXeTkou eyypadou, eite pépoug eite OAou, XwpLg tnv £yypadn €ykpLon tng
Vellum Global Educational Services. H 61d6g0r tou emutpénetal HOVO WG AUTOUOLO KOL Yyl EVNUEPWTIKOUC
oKOToUG,.

Anoknpuén Eubuvwv

H Vellum Global Educational Services mpostolpdlovtag To mopOvV OXAMO TILOTOMOINCNG KoL OLEVEPYWVTOC
CUOTNUOTLKOUG EAEYXOUC WOTE VA KAAUTITEL TV EYKUPOTNTA TOU TIEPLEXOUEVOU TOU, Kapia eubuvn Sev dépel yla
omotadnmote {nuia mpokVEL amod TNV XPHON TOU APOVTOC E(TE KOTA TUAMA gite KATA OAO.

To mepLEXOUEVO TOU TTAPOVTOG elval Suvatodv va tpomomnolnBei ) katapynBei omote kplBel anapaitnto, KAl Xwpig
TiponyoULEVN EVNUEPWON.

E€etaotéa’YAn

H g€etaotéa UAN avakowwvetal oto diktuakd témo tng Vellum Global Educational Services, www.vellum.org.gr,
0 omolog eival KoL 0 LOVOC TTOU avoyVwPLIETAL amo TNV €TOLPELA WG CNUELD EVNUEPWONG TWV evELadEPOUEVWV.
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KEDAAAIO 1: EIZATQrH

1.1 Mwotonowntikd t¢ Vellum otnv Texvoloyia twv MAnpodopiwv “Vellum Diploma in IT Skills Essential
Standard Level”

H Texvoloyla twv MAnpodoplwv (IT) emnpedlel ™ wn OAwv poag, o6mou KL av {oUpe | 6ouAeloupe o€
OAOKANPO TOV KOOUO. 2XedOV KABe mTuXn TNG KaBnuepvng pog {wng, amaltel mAéov tn xpron deflotntwy
¢ Texvoloyiag twv MAnpodoplwy. Itov oAoéva SUVAULIKOTEPO EPYACLAKO KOOWO, Ol AvOpwWIoL TPEMEL VO
UmopoUV va S0UAEUOUV ATOTEAECUATIKA He TN vEa Texvoloyia, va avamtlooouV LKAVOTNTEG KAl Vo TLG
edpapuolouv oe SladopeTikd mepPBAAlovTa Kal MakETA poypappuatwy. Me tnv mpdodo tng Texvoloyiag, ot
avBpwrol mpEmel akopa va StaopaAicouv Ty dlapkn avavéwaon Twv §gLoTATWVY TOUG WOTE va £ival tkavol

KOLL QVTOYWVLOTLIKOL 0T onuepLvn ayopd gpyaciag.

To muotonolnTko tng Vellum otnv Texvoloyia twv NAnpodopwwv (Vellum Diploma in IT Skills Essential Standard
Level) miotonolel ikavotnteg o€ Eva dacpa Se€LOTATWY OV €ival amapaitnTo yla TNV AmoTEAECUATIKA XPron
Twv Sladdpwv edapupoywv g Texvoloyiag twv MNAnpodoplwy. Autég ot deflotnteg efetalovral otov

UTLOAOYLOTH UE TN HopdN TPAKTIKWY EPYACLWV.

OL g€etaoelg yla To miotomolntiko tng Vellum otnv Texvoloyila twv MAnpodopiwyv, “Vellum Diploma in IT
Skills Essential Standard Level”, afloAoyoUv thv Kavotnta evog uroyndiou va XpnoLLOTIOLEL CUYKEKPLUEVEG
edopuoyEg AoyLlopLkoU katL v avantuooel 6e§L0tnTeg otnv Texvoloyia twv MANpodoplwv, OAEG oL eEETAOELS
Sie€ayovtal otnv oBovn. To ev AOyw Tmotomolntiko Sivel éva TAALOO yla TNV avamtuén TMPAKTIKWY
Se€loTATWY KOl YWWOEWY O€ L0 YKAUO EPaPUOYWY Kol AELTOUpYLWV. To TILOTOMOLNTLKO €XEL oxeSLAOTEL yLa TN
S1ebvn ayopd, avayvwpilovtag tn onuoaoia tou va SouAelouv ot epyalopevol avedptnta and yewypodLka

KOl TTOALTIO LKA oUvopa.

Agv UTLAPYOULV EMICNEG TIPOATIALTAOELG TIG OTIOlEG TTPETMEL va TANpoUV ol urtodridlol yla va KAavouv aitnon
ylol TO TLOTOTOLNTLKO. Tal EEETAOTIKA KEVTPA YL va SLe€AyouV EEETATELG YLO TO CUYKEKPLUEVO OXNA TILOTOMOINGNG,
TPEMEL VO €XOUV TOV KATAAANAO €€OTMALOUO Kol TO AOYLOUIKO Tou Xpelaletal yla tnv afloAoynon twv

vroPndiwv.
H e€etaotéa UAN kal ol e€etacelg dlatiBevral ota EAANvIKA. Ol e€eTdoelg elval oxedlaopéveg wote va Sivouv

otoug umoyndlouc tn Suvatdotnta va Seifouv OtL umopouv va edapupocouv TG Se€LOTNTEC TOU

npoacdlopilovral otnv e€etactéa UAN.
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KEDAAAIO 2: NAPOYZIAZH TOY NIZTONOIHTIKOY

2.1 ZKOmOG

JKOTIOC TOU TILOTOTOLNTIKOU gival va afloAoyrosl TNV kavotnta evog unoPndiov vo XpnolUomoLlel v
Texvoloyia twv [MANpodoplwyv aMOTEAECUATIKA, OTAV XPNOLUOTIOLEL OUYKEKPLUEVEG EDOPUOYES

Aoylopiko - software.

Ye KGOe edapuoyn Ba Intnbel and toug unoPndloug va elcAyouV Kal va enefepyactolv dedopéva, va
SouAéPouv ota mAaicla Sedopévwv mpodlaypadwyv Kal vo OAOKANPWOOUV cwotd Uio oelpd amod
OUVYKEKPLUEVEG epyaoiec. Kata tn &udpkela tng e€€étoong, Ba toug Intnbel va emnefepyactoulv, va

avtypagouy, va arnoBnkeloouv kot / ;| va EKTUTIWOOUV Ta Sedopéva tdvw ota omoia epydlovtal.

2.2 Opada otoxo6

To TuoTomolNTkO £€Xel oxeSLAOTEL yla 600UG £X0UV O KAVEL pla TAATLA loaywyrn o 6e€loTnTeg otnv
Texvoloyia twv MAnpodopuwv mou oxetilovtal e TNV epyacia Kat BEAouv va avamtiEouv MepLoGOTEPO TIG

LKAVOTNTEC TOUC OE GUYKEKPLUEVEG EPOPUOYEG AOYLOULKOU.

Eival kataAAnAo yla pabntég, epyalOUeEVOUC KAl EKMTOLSEUOUEVOUC TTOU BEAOUY va. avamtlEouV TTPAKTIKES
Se€lotnteg otnv Texvoloyla twv [MAnpodopiwv oAAd Kal yla €Keivoug mou B£Aouv va Toug

avayvwpLotouy 6e€LOTNTEG OV 6N €X0UV OMOKTIOEL.

H e€olkelwaon Ue TN xprion Tou MANKTPoAoOYiou Kal Tou MOVTIKLOU Kal n Suvatdtnta va GopTwoeL KAVELG pLo
edpapuoyn Bewpouvral dedopéveg. Eival kahd o umtoPridlog va S18axOel TG yevikeg apxeg kal Stadlkacieg
NG XPNong tou £€0MALCUOU KOl TOU AOYLOULKOU TpAAANAQ PE TIC TTPAKTIKEG Se€LOTNTEC TNG TexvoAoylag
Twv MAnpodoplwv. MeplocdTEPEG 0ONYLEC YL AUTEG TIG apXEG Kal TI¢ Sladikaoieg Sivovtal otnv mapaypado

3.1.

2.3 AopN TOU LOTOTOLNTLKOU

OL evotnteg edappoywv mou StatiBevral oto motomolntikd tng Vellum “Vellum Diploma in IT Skills Essential
Standard Level”, mepypddovial otov mapakdtw mivaka. H Sidpkela tng E£taong elval 60 Aesmrtd, omou
efetalovral Se€LOTNTEC KAl yLa TLG TPELG TAPAKATW EVOTNTEC, Hall, o pla eviaia eE€taon.

Evotnta epoppoyng Katdotaon Mdipkela
Enefepyaoia kelpévou Baokr Evotnta

Yrtoloytotikd QUAAa Baotkr Evétnta 60 Aemtd mpoKTKA e€€taon
Yninpeoieg Atadiktiou Baokn Evotnta

Mo va TapeL To TLoTomoLNTko o uttoPdLlog Ba mpénel va emitUXeL oTnv e€etaotikh Sladlkaoia miotonoinong,
e T0o00TO entuyiog 70%, 6To UVOAS TNG.
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JT¢ meputtwoel uroPndiwv pe avamnpio Kol €l8IKEC EKTALSEUTIKEG QVAYKEG, OTMWG KATOLEG ATIO OUTEG
avadépovtat oto N.3699/2008 (DEK 199A), n e€€taon Sle€dyetal KOTA MEPUTTWON OMWG MEPLYPADETAL TILO KATW.

Y& KABe nepinmtwon Ba peneL:

1. No eVvnUEPWOEL EyKOLPO TO EEETOOTIKO KEVTPO, YLA VA TIPOPBEL OTIC AmOpALTNTEG EVEPYELEG WE TIPOC TOV ELOIKO
e€omAlopd Tou lowg xpelaotel va mpounBeutel, yia tov SgUtepo emitnENTH Tou Ba TpEmel va oplaBei, kabwg Kat
yla TNV €VPECN 1) TOV 0PLOUO Tou KataAAnAou atdpou mou Ba Asttoupyrost wg Bonbog/ypadéag, o omoiog Sev Ba
TPEMEL va elval 0 KABNyNnTAG TOU TUAMOTOG.

2. Na mpookopiosel PePfaiwon mou yopnyeital pe yvwpateuon Yyelovoplkng Emtponnig 1 amo Kpatiko
NoonAeutiko 16pupa 1 amd T0 avayvwplopévo amd to Ymoupyeio MNawdelag, Al Biou Mabnong kat
Opnokeupdtwy latpomatdaywylkd Kévtpo, otnv omola mpémel va avaypddetal n mabnon.

JUYKEKPLUEVA OL HaBNTEG:

a. Tou €xouv cofapad mpoPAnipata akong (kwooi, Baprikool) o TOcooTo 67% Kal TAVW EEETALOVTAL KOVOVLKA LLE
TNV Mapoucia atdpou ou yvwpllel tn vonuatikn néBodo yla tnv mapoxrn odnylwv Kot SLEUKPLVACEWV TTPOG TOV
efetalopevo.

B. mou €xouv aduvauia avtiAnPng Twv XpWHATWY, OAEG OL EPWTNOELG TToU adopolV O XpwHaTa, avadEépovral
KOl OVOUOOTIKA oto {ntoUpevo xpwuoa. Mo thv opbn amdvinon otnv avtiotolyn gpwtnon ot efetaldpevol
ETUTPENMETAL VA XPNOLUOTIOL 00UV TLG ETIKETEC TWV XPWHATWYV Ttou epdavifovral ota avtictoya pevou.

v.1 mou elval tudAoi, cupdwva pe to v.958/79 (DEK 191 A) rj £xouv MOCOOTO QVOTNPLAG TNV OPOCH TOUG
TouAdLotov 67% 1 ival apBAVWNES Ue TOCOOTO avannpiag otnv 6pacr Toug TouAdxLotov 67%, f

Y.2 €XOUV KLVNTLKI avarnpia TOUAAXLOTOV 67% OVLUN 1) TTPOCWPLVHA TIOU CUVSEETAL PE TA AVw AKPA, i

Y.3 TAGXOUV OO OTACTIKOTATO TWV VW GKPWV, N

v.4 mdaoxouv amo kataypa rp aAAn mpoowpvh BAGRN Twv dvw akpwv mou kablotd aduvatn Tn XpHon Toug yla
ypadn, A

v.5 mapouctalouv eldikég pabnolokeég Suokolieg onmwe SuoAetia, duoypadia, SducaplBuncia, ducavayvwoia,
SuoopBpoypadia kat

y.6 mopoucoialouv to ¢pAcua QUTIOUOU,

efetalovral oe Eexwplotn aibouvoa pe tn Bonbdela Bonbou/ypadéa. O Bonbog ypadiag StaBalsl TIC EpWTNOELS
KL TTANKTPOAOYEL TLG AMAVTAOELG TOU e€eTa{OUEVOU.

Inueiwon: OL padntég Tng mepimtwong y.1 av dev UTIAPYEL EYKATECTNUEVO ELSLKO AOYLOULKO (Screen magnification
software) pmopoUv va xpnoLuomnoLoouy eniong anod ta Bondnpata twv Windows tov MeyeBuvtiko ¢pako.

Y& OAOUG TOU POBNTEC MapEXETAL EMUTAEOV XPOVOC e€£TA0NCG 30 AEMTWY KAL AV XPELACTEL UKPO SLAAELUUAL.
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KEQDAAAIO 3: AOMH KAI MEPIEXOMENO THZ EZETAZTEAZ YAHZ
3.1 Avtikeipeva afLloAoynong Kot KpLerpLa anodoong

AKoAoUBOUV AeMTOUEPELEG YLA TLG EEETAOUEVEG EVOTNTEG.
MNa kaBe evotnta, mpoodlopilovral Ta oxeTikd Avtikeipeva A§LloAoynong kat divovral ta Kpitipia Anédoong

Tiou agloAoyouvrat kal mapatiBevral ol Ae§lotnteg mou Ba e§eTtactouv.

Ta Avtikeipeva AloAdynong mpoaodlopilouv TIG ouyKeKpLUEveg Se€lotnTeg Tou ol umoPrdlol mpEneL va
emdeléouy yla va emtuyouv og autr) thv evotnta. Kabe Avtikeipevo AfloAoynong unodlatpeital o Kpurrpla

Anodoong.

Ta Kpttripta Atédoan¢ mpoadlopilouv TIG YVWOELS TIoU TIPETEL val emLdeifouv OtL €xouv oL urtodrdlol yla va

EMITUXOULV oTO AvTikeipevo AELoAdynonc.

OLAgéiotnteg mou Vo eéetaotoUv e€nyolV MEPLOCOTEPO TA KPLTHpLa amodoon kot tpoadlopilouv akplBwg Tt

TPETIEL VAL IOPOUV va KAvouv ot urtoPridloL oty e€taon.

Mo va TPOETOLUACTOUV AN PWE yLa TG eEETAOELG, oL uTtoPdLoL TIPEMEL VAL UTTopoUV va LKAVOTIOLGoUV OAd
ta Avtikeipeva AfloAdynonc. e kaBe evotnta afloAoynong Opwe, Umopel va pnv eetaoctolv amnsubeiag

OoAa ta Kpurpla Atodoonc.

O urtoPndlol TPEMEL va. €X0UV PBACLKEG YVWOELC XELPLOUOU TOU TANKTIPOAOYLOU Kal TOU TOVTLKLOU TOU
umoAoyLotr. AUTEG oL yVWwoeLg v agloAoyolVTal CUYKEKPLUEVA OOV HEPOC TOU TILOTOTOLNTIKOU KaBwg sival
BepeAlwbdelc o OAeC TIC Asltoupyieg xprnong tou lMpoowrikoU YmoAoyloth. Emiong avopévetal Ot ol
vroPndlol mou eknmadevTnkav o ePOpUOYEC EMEeEEPYAOIOC KELWWMEVOU KOl UTOAOYLOTIKWY GUAAWY,
SladopeTIkEG amd autég tng Microsoft, Ba €xouv tnv gukalpia va SOKIMACOUV AUTA T TMPOIdVTA TIPLV

e€eTaOTOUV.

InUavtikn onueiwon: Onwg meplypddetal oty apxn Twv EEXWPLOTWV EVOTATWY, amd Toug unoyndioug
{nteital va yvwpilouv Kat va ekteholv OAa Ta avtikeipeva aflohdynong amod tnv efetactéa LAn. OL
£€eTAOELC yLO TO €V AOyw oxnua motomnoinong, Ba eéetdcouv avtikeipeva afloAoynong anod tnv eetactéa

UAN tou motonontikou tng Vellum otnv Texvoloyia twv MAnpodoplwy.

3.2 Fevikég ApXEG Kat Aladikacieg

To muotomolntikd “Vellum Diploma in IT Skills Essential Standard Level”, emikevtpwvetal otnv amoktnon
motonoinong Kal 6££LOTATWY 08 GUYKEKPLUEVEC EDapUOYEC AoyLlopLkoU. Elval SeSopévo OtL, Katd tn SldpKeta
HLOG OELpAC HaBnudtwy ou Ba odnyrnoouv oto miotonolntiko Ba §06si otoug urtoPrdloug n Suvatotnta va
HABOoUV YEVIKEC apXEG Kal Sladikaoieg yia tnv acdaln kot amoteAecpatiky xprion tou umoloylotr. Ot

urtoPridLlol Ba mpémnet va kaBodnyoUvtal 6Tn cwoTtr] TPAKTLKA TNG Texvohoyiag twv MAnpodoplwv.
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OL Bepehwdelg apxeg kal dtadikaoieg otig omoieg Paoiletal autdg o TiThog, Kal TG omoleg Ba Tpémel va

yvwpilouv ot umtodridrot (kat €xouv CUUPBOUAEUTLKO XOpaKTAPQ) Elval:

Fevikég ApXEG

>
>
>

Kavoveg vyelog kat acdalelag
KaAég ouvBnkec epyaciog
@povtida tou e€omAlopol

Baolkég AstToupyieg

YVVVVYVY

VVVVVY 'V

Avolypa KoL KAELOLUO TOU UTtoOAoYLOTH)

Elcob0¢ kat €£060¢ amod to AeLToupyLKO cuoTha

Avolypa Kot KAeloLpo ebapuoywv

Xelplopog Kwbkwv (passwords) (va pooBétouv /alAdlouv Tov KwdLKO, va cuvSEovtal K.T.A.)
MetaBacn and tn pa epapuoyr otnv GAAn

AELTOUPYLEC TOU TOVTIKLOU (YLla TOpASELYUA WG UITOPEL val XpnoLpomoLnBel To mMovTikL yla vo TETUXEL
Aettoupyleg OMwWC TO Avolyla HevoU, UeTakivnon, emhoyn, xprion tou 8g€lol MARKTIPOU TOU TOVTLKIOU
yla LEVOU GUVTOUEUONG K.T.A.)

MevoU (tL meplexouv ta SladopeTika pevoU Kal UTOMEVOU, Slabeoipeg kat un SlaBéotueg evioAég,
Xpron tng PonBeLag)

M'Vwon Twv AELTOUPYLWV TwV MAALG LWV SLAAGYOU KAl TOU TEPLEXOUEVOU TOUG

Xprion cuvSUACHWY TWV TANKTPWYV

AMN\ayn pey€boug twv mapabupwv (peylotonoinon, glayxlotomnoinon, emnavadopd, alhayn pey£boug)
Metakivnon napabupwv

Xpnon ¢ unapag KUALoNG oto mapabupo

Xpron twv epyalelobnkwv

PUOuLON TOU TPOYPANLATOG

YVVYVYY

PUBULON TG NUEPOUNVIOG KAL TNG WPAS

AN\ayn Twv pubpicewv

AN\ayn NG emdavelog epyaciag ) evog mapadlpou
Aapdpdpwon diokou f pia SLOKETOG

Epyaoia pe Slokétec ) okAnpo dioko

Awaxeipion Apxeiwv kat DakéAwv

>
>

AN\ayr TwV OVOUATWY apXElwV
Anuloupyia avtiypdadwyv acpaieiog

EktOmwon

YVVVYVYVY

Ekkivnon ektumwong

AKUpWGoN EKTUTTWONG

ErtiAoyn) eKTUTIWTH

AMN\ayn Twv puBuicswv tng oeAidag

H oupd ektUmwong (mpocBaacn kat Asttoupyla)
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3.3 NepLexopeva e€etactéag UANG

3.3.1 Evotnta 1: Eneéepyaoia Kelpévou

Auti n ebopuoyn £XxeL oXeSLOOTEL yLa va ETTEKTELVEL TLG YVWOELG Kol Se€LOTNTEC oTNV enefepyaocia kelpuévou. O

unoPridlog Ba mpEmel va KatEXeL TIC S€ELOTNTEC KAL TIG YVWOELS TTOU XPELATOVTAL YLO VO KATAVOEL KOL VAL EKTE-

Ael kaBnuepLvég xpnoeLg emefepyaciag KELUEVOU yLa Vo TTapouoLaleL TIc TAnpodopieg TOC0 G NAEKTPOVLKN

popdn 600 kal oto xapti.

Ot unoyinplot Ba mpémnet va yvwpilouv:

= Na avoiyouv kat va kAsivouv éyypada

Na &nutoupyouy, va Slopbwvouy, va popdormololv kat va Staypadouv Kelpeva

=
= Na xpnowuomnotoUv tov opBoypadikd €Aeyyo kat tn fonbela
=

Na amoBnkeouv Kal va EKTUTIWVOUV Eyypada

Avtikeipeva A§LOAGynong

Kpitiipla Amédoaong

Ag&Lotnteg mov Ba e€etacTolv

1.1 Xprion eyypadwv

1.1.1 Eyypada
1.1.2 Keipevo

1.1.1.1 Anuoupyia eyypadou

1.1.2.1 NAnktpoAdynon Kelévou ae éyypado, OxL
mavw armno 50 Aékelg

1.1.2.2 Arokort / avtypadn Kot emtkOAANGon KELUE- vou
péoa f avapeoa o Eyypada

1.1.2.3 EUpeon pLog Aé€nc/ dpdong KoL avilkotd-
otoon HE piot AAAn Onwg opiletal

1.2 Xprion kedpaAidbwv kat u-
TIOGEALS WV

1.2.1 Anpoupylia kot Sta-
ypadn

1.2.2 Mopdomnoinon

1.2.3 ELoaywyr aVTLKELUE-
vou

1.2.1.1 Anuoupyia kedpaiidog/ umocédou
1.2.1.2 Awaypadn kepalidag/ untocéAidou

1.2.2.1 Mopdomoinon kebpalidag/ unooéAdou omwg
oplletat

1.2.3.1 Elcaywyn aptBuol ceAidag/ nuepounviog/
Kelévou oe kedaAida/ umtooEAbo Omwc opi-
Cetal

1.3 Aloapdpodwon evog eyypa-
dou

1.3.1 Awapopdwon oeridbag

1.3.2 Mpotumno

1.3.1.1 NpooBnKkn E00XNG OE MTPOCOLOPLOUEVES
ypaupee/ mapaypddoug

1.3.1.2 PUBuLoN teplBwpiwv OMwg opiletat

1.3.1.3 MpooBAKN KOUKISWV O€ CUYKEKPLUEVEG
VPOMMES

1.3.1.4 ANayn TG popdng Twv Koukidwv

1.3.1.5 Edappoyr poaLpeTLKNG MavAag

1.3.1.6 AMayn ogAdomnoinong Onwg amatteitat

1.3.2.1 Xprjon €vOg UTIAPXOVTOG TTPOTUTIOU

1.3.2.2 Anuioupyia/ Tpomomnoinon evog mpotuTou

1.4 Xprion tng Aettoupyiog
ouyxwveuon oAAnAo-

vpadiag

1.4.1 Nnyn 6edopévwv

1.4.2 Eyypado cuyxwveu-

1.4.1.1 Anuoupyia mnyng dedopévwv
1.4.1.2 Eneepyacio nnyng 6edopévwv

1.4.2.1 Etolpaoia evog eyypadou yla cuyxwveuon
gloayovtag nedio Onwg opiletal

1.4.3.1 Zuyxwveuon eyypadou pe mnyn dedopévwv

1.5.2 AAN\ayr) pey€boug
OVTLKELEVOU

ong aAAnAoypadiog
1.4.3 Zuyxwveuon aAAnio-
ypagiog
1.5 ELoaywyn avTiKELLEVOU 1.5.1 Eloaywyn QVTIKELE- 1.5.1.1 Eloaywyn ¢UuAou epyaciag, ivaka, ypodn-
vou HaTOG N €lKOVOC OTIWG opileTal

1.5.1.2 TomoBétnon avtikeluévou Omwe opiletat
1.5.2.1 AMayn pey€Boug avtikelévou Onwce opiletat
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1.6 Anpoupyio amlwv mva- 1.6.1 Anuioupyia mivaka 1.6.1.1 Anuoupyia mivako 6nwg opiletatl
Kwv 1.6.2 TpapLUEG KOL OTAAEG 1.6.2.1 Eloaywyn ypopung / otiing o évav nivaka

OMwc oplletal
1.6.2.2 Alaypadn ypappung / otiAng os évav mivako
1.6.3 Aebopéva onwg opiletat
1.6.3.1 Elcaywyr) 6edouévwy og KeALA Ttivaka
1.6.4 Meplypappata 1.6.4.1 MpooBAKN MEPLYPAUUATWY CE EVA TIVOKO
OMwc opiletat
1.6.4.2 AN\ayn XpWHATOG TOU TIEPLYPAUUATOC

1.7 NpocBrkn autdpatou 1.7.1 Autoparto oxfua 1.7.1.1 Xprion TOoU QUTOUATOU OXNMATOC OMWG Opi-
OXUATOG Letau
1.7.2 Mopodonoinon auto- 1.7.2.1 AANayr} ToU XpWHATOG YELLOHATOG TOU QUTO-
MOTOU OXAUATOG HOTOU OXAMATOG
1.7.2.2 AN\ayn udrG TOU AUTOUATOU CXIHATOG
1.8 EktUnwon eyypadou 1.8.1 Extumwon 1.8.1.1 EkTUMwaon OAou 1 EVOG TUMATOC TOU CUYKE-

KPLLEVOU gyypadou

Znueiwon

Autn n evotnta epapuoync Statidetar uovo yla aétoAoynoets mou xpnatuomnolouv Microsoft Word 2003, 2007, 2010,
2013, 2016, 2019, 2021.
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3.3.2 Evotnta 2: YrioAoytotikd @UAAa

Autn n edappoyn £xel oxedlooTel yla va enekteivel TI¢ §e€L0TNTEC yLa Ta uTtoAoyLloTka pUAAa. O urtoPrdlog Ba
TIPETIEL VA KATEXEL TLG §EELOTNTEC KOL TN YVWGON TIOU XPELATETAL YL VO KATAVONOEL KL va eKTEAEL KABNUEPLVES XPHOELG
£VOC TTOKETOU UTIOAOYLOTIKWV GUAAWYV, yLla va Snpoupyel éva utoAoyLloTtiko ¢pUANO, va Taktomolel Ta dedopéva Kot

va KAVEL amAoU¢ UTTIOAOYLOOUG.

Ot urtorjplot mpémnet va yvwpilouv:

= Na avolyouv, va KAeivouv, va eme€epyalovtaL Kal Vo TPOTIOTOLOUV UTTOAOYLOTIKA pUAAQ

= Na eloayouy, va enefepyalovtal va taflvopouy SeSopéva kal va LopdomoLlouv KEALA Kal va Ta§LVoLoUV

Sebopéva

= Na elodyouv Kal va edapudlouy amAolc UTTOAOYLOTLKOUE TUTIOUG, va LopdoTioLloUV KEALA

= Na arnmoBbnkeUouv Kal va EKTUTIWVOUV UTTOAOYLOTIKA GUAAQ

Avtikeipeva A§loAdynong

Kputriplra Anédoong

Ag&LotnTeg MOV B e€eTaicTOUV

2.1 Xpon UTIOAOYLOTLKWV
dUN WV

2.1.1 Awaxeiplon apyxeiwv

2.1.1.1 Anpoupyia evog umoAoylotikoU dUAou
2.1.1.2 Metovopaoia evog umtoAoyloTtikou pUAAOU

2.2 Alopdpdwon umoAoyLoTL-
KoU ¢pUAMouU

2.2.1 TpOUUES KoL OTNAEG
2.2.2 Kehld

2.2.3 KedaAida kot umooe-
Ado

2.2.4 3eAiba

2.2.1.1 Alopdpodwaon TMEPLYPAUUATWY

2.2.2.1 Awopdpodwon aplBuwy (vopopatikn agia,
nocootiaia aia, Sekadikd, nuepounvia)

2.2.3.1 Anuoupyia kepalidacg/ urtogéAbou

2.2.3.2 Eloaywyn ketpévou oe kedahida/ umocéAibo
OMwG opiletat

2.2.4.1 AN\ayn Stopdpdwaong oceAbag o€ KATaKO-
puodn / oplovtia

2.2.4.2 PUBuLoN neplBwpiwv O6mwg opiletatl

2.3 Metakivnon dedopévwv
QVAUETA OE UTIOAOYLOTLKA
dUA

2.3.1 Metakivnon &ebopé-
VWV

2.3.1.1 Artokom Kal ETUKOAANoN TtepLoxng Sedopévwy
OVAESA O€ UTTOAOYLOTIKA GUANQ

2.4 Xpnon aplOpunTikwy Kot
AOYLKWV GUVOPTHOEWY

2.4.1 Suvaptnoelg

2.4.1.1 Xprion cuvaptoewy yla avalitnon

(LOOKUP)

2.4.1.2 Xpion GUVOPTACEWV yLA UTIODETIKEG EPWTNOELG
(IF)

2.4.1.3 Xprion ocuvoptnocwy yla pétpnon (COUNT)
2.4.1.4 Xprion ouvaptioswy yla Péyloto/ eAdxLoto
(MAX, MIN)

2.4.1.5 Xpion cuvapTHOEWY yLa NUEPOUNVIEG

(DATE)

2.5 Anploupyia ypadnuatwy/
Slaypappdtwy

2.5.1 Alaypaupota/ ypo-
druota

2.5.1.1 Anpoupyia Staypappatog Onwg opiletat
2.5.1.2 AN\ayn Tou TUmou SLaypaUUaTog

2.5.1.3 NpoaoBnkn/ enefepyacio/ Staypadr €TkETWY,
TITAWV KaL UTTOUVALATOG OTIWG opileTaL

2.5.1.4 Oéon Slaypapupatog oe apyeio

2.5.1.5 AAN\ayn) pey€Boug ypadrpatog

2.5.1.6 Eloaywyn ypadnpatog onwe opiletat

2.6 Xpnon £lkOVWvV

2.6.1 ElkOveg

2.6.1.1 Eloaywyn €lkovog Omwe opiletat
2.6.1.2 TomoBétnon elkovag Omwg opiletat

2.6.1.3 AN\ayn Hey€BouG elkOvag 0w opiletal

2.7 EKTUwaon uTtoAoyLoTikoU
dUAoU

2.7.1 Extunwon

2.7.1.1 NpoobLopLlopog TNG MEPLOXNG EKTUTIWONG

2.8 Xpnon tng BonBelag

2.8.1 BonBsla

2.8.1.1 EUpeon PonBelag og £va GUYKEKPLUEVO BEpa

Znueiwon

Auth n epapuoyn Statidetat uovo ya aélodoyrioeig mou xpnotuormotouv Excel 2003, 2007, 2010, 2013, 2016, 2019, 2021.
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3.3.3 Ynnpeoieg Atadiktiou

Autn n ebappoyn £XEL OXESLOOTEL L va EMEKTELVEL TIC YVWOELS KoL Se€L0TNTEG OTIC Yinpeoieg Atadiktiou. O

vroPridpLog Ba MPEMEL VO KATOVOEL TL onpaivel umtnpeoieg SLadikTUoU Kat va YVwpPLlel TIC apXEG mou SLETIOUY TV

anokTnon nMAnpodopLwyv and UTNPECLieG NAEKTPOVLKNC MAnpodopnong.

O urntoyrjploc mpenetL va yvwplileL:
= Na mhonyeital pe €va pulopetpnth, va aAAalel Tig pubuioslg epdaviong
= Na xpnolgomolel pa pnxavi avalntnong, va EKTUTIWVEL JLa LoTooeAiba
= Na avoiyel, va tpowdel, va Slaypadel, va oTEAVEL KaL VO OTTAVTAEL OE LhvVUpaTA
=

Na dnuioupyel pakEéloug yla ta pnvopota

Avtikeipeva A§loAdynong Kputriplia Anédoong Ag&LotnTeg Tov Ba eeTacTOUV
3.1 Xprion dpuAhopeTpnTwy 3.1.1 Ekto¢ ouvdeong 3.1.1.1 Anpoupyia twv oeAidwv va eival dltabéotpeg
€KTOC oUVOEDNG
3.1.2 EUpeon KeLLEVOU 3.1.2.1 EUpeon avtikelpevwy o€ pLa oeAida xpnot-
pomoLwvtag tnv avalitnon
3.2 MpooPaocn oe SlevBUVOELG 3.2.1 ZuMoyn bedopévwv 3.2.1.1 KatéBaopa Sedopévwy and pLa LotooeAida
Tou Stadktuou Qo pLa LotooeAida 3.2.1.2 AntoBrkeuon 6edopévwy TTOU €XOUV KOTEBEL
3.3 Xprion unxavng avalntn- 3.3.1 Avaintnon 3.3.1.1 Xprion AOYKWV XELPLOTWV yLa. TO PLATPAPLOHAL
ong g avalntnong
3.4 Xpron Twv ayonnpévwy 3.4.1 Ayamnpuéva 3.4.1.1 Oo6ptwon LoTOCEAISWVY XPNOLUOTIOLWVTOG TOL
Ayannuéva
3.4.1.2 NpoaBnkn tng tpéxouoag LotooeAidag ota
Ayamnnuéva
3.4.1.3 NAnktpoAoynon tng dteBuvaong LotooeAidag ota
Ayamnnuéva
3.5 Xprijon tou nAekTpovikoU 3.5.1 MnvUpota 3.5.1.1 Antavtnon o€ pa opdda taxudpopeiov
Taxudpopeiou 3.5.1.2 EmwoUvayn apxeiov o€ éva pivupa

3.5.2.1 Avtiypaodr)/ emkOAANGn KELWEVOU QVAEDO
ota pnvopata

3.5.2 Keipevo 3.5.2.2 Avuypadn/ erukdAAnon Kelpévou amod dAAn
edapuoyn oTo UAvupa

3.5.3.1 PUBuLON TNG auTOATNG UTtoypadng

3.5.4.1 Tpomomoinon tng eLdAVIONG TNG YPAUUNG
3.5.3 Yrnoypadn KATAOTOONG TOU NAEKTPOVIKOU TaxuSpopeiou

3.5.4 Epdavion
3.6 Awaxeipion tou BLpAiou 3.6.1 AleuBuvoelg 3.6.1.1 Evtomopog StevBuvong péoa oto BLAlo
SteuBuvoewv SteuBuvoewv

3.6.1.2 MpoaoBnkn piag véag dtevlBuvong péoa oto
BLBAlo SieuBlvoswy

3.6.1.3 AA\ayn piag utdapyouvoag dteBuvong
3.6.1.4 Awaypadn pLog untdpyouvoag Slteubuvong
3.6.2 Enadéc 3.6.2.1 Anuoupyia opddwv emadwv

3.6.2.2 Metakivnon 8teuBlvoswv avapeoa o€ opuadeg

Znueiwon

Ma auth tnv evotnta e@apuoyng xpnowuornoteitat Internet explorer 11 1) uetayevéotepo kat Microsoft Outlook 2003, 2007, 2010,
2013, 2016, 2019, 2021.

Yrevduuiletal, onwe avapéepetal kat oto Kepadato 2.3 “Aourn tou riotomotntikoU”, n Stapketa tng EE€taong eivat 60 Aentd,
omou g€etadovrat Se§LOTNTEC KAl YLal TIG TPELG TAPATIAVW EVOTNTES Uali, O pla eviaia e§€taan, Le 000010 emttuyiag 70%.
O eéeTafouevol anavrouv 36 EpWTHOEL.
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