OAHIIEZ A 2YMNAHPQ2>H KAI EKTYNQ2ZH ENAEIKTIKQON KAI ATTOAYTHPIQN

A.

A6 10 O10dikTUo (AlglBuvon AnuoTtikAg Ektraidsuong - ‘Evrumra) avoiéte To/Ta
NAEKTPOVIKO/G  éviutto/a  ATTOAUTHPIO/EVOEIKTIKO Kal atmoBnkeloTe TO/TA OTOV
UTTOAOYIOTH 0a¢g o€ Jop®r word.

e 2710 ATOAUTAPIO/EVOEIKTIKG yia Ta AnUOTIKA UTTAPXEl OlaPOPOTIOINUEVO
Keipevo yia ayépla Kal KopiTola.

e 270 EVOekTIKO yia Ta Nnmaywyeia uttdpxel Kolvd Keiuevo yia ayoépia Kal
KopiTolaQ.

o Ta mpétuTta TTOU Ba aTTOBNKEUCETE OTOV UTTOAOYIOTA OOg TTPETTEI va T
OIOUOPPUCETE YIA TO OXOAEIO 0OG. ZUYKEKPIMEVA, VA YPAWETE: TO OVOUA TOU
OXOAgiou 0ag (ue kepadaia ypauuara, ypauuaroceipd: Arial, uéyebog
YOAUUATOOEIPAS: 14), va CUUTTANPWOETE TN OXOAIKN Xpovid (Ypauuarooelpd:
Arial, uéyebo¢ ypauuaroocipdg: 12), kal Tnv npepounvia €kdoong Tou
ATTOAUTNPIOU/EVSEIKTIKOU (Ypauuaroocipd: Arial, uéye6oc ypauuaroceipds:
12), TTou gival n nuéPa TTOU KAEivouv Ta OXOAEia yia Toug paBnTég, dnAadn n
Tetdptn TrPIv atmd TNV TTpoTeAeuTaia Mapaokeur) Tou lodvn.

KataxwpioTe 1a oToIX€ia Twv pabntwyv Tou oxOAgiou cag oe popen excel oe

EexwpIoTAG QAIAG YIO ayopla - KOPITOIO. ZUYKEKPIPEVA, TTPETTEI va ONUIOUPYAOETE

OTAAEG YE TA TTIO KATW OTOIXEIA:

o  ETwvupo kai évopa padntr/uabnTpiag (TrpwTa To £TTIBETO Kal JETA TO OVOuQ)

e  Huegpounvia Névvnong

o [MpoowTrikdg ApiBudg Eyypaeng (MoTotroinTikd Mévvnong)

o  ApIBudg MnTpwou

o ApiBudg AtroAuTnpiou (e Baon Tn ocipd TTOU €ival ypauuévol Ol yabnTég aTo
MnTpwo)

2NMEIWVETAI OTI yIa va PN METABAAAOVTAl Ta OTOIXEIO Twv PaBnTwv KaTé TN

METaQOPAE TOUG OTa eVOEIKTIKA/ATTOAUTHPIA, Ba TTPETTEI va KaTaypA@eTe OAQ Ta

oToixeia oe popen “Text”. MNa TTapddeiypa, TTPIV APXIOETE va KATAYPAPETE TNV

nuepounvia yévvnong, va €mAECETE OAN TN OTNAAN, 0¢gi KAIK oTo TTOVTiKI, Format

Cells, Number, Text, OK.

XpNOIYOTTOIWVTAG Ta TTPOTUTTA TWV ATTOAUTNPIWV/EVOEIKTIKWY OE Hop®nr word Kal
Ta OTOIXEIO Twv PadnTwv/HabnTpiwy o€ Popen excel, akoAoubroTe Ta BAUATA
Tou @aivovtal 1o kdtw (MAIL MERGE), woTte va dnuioupynBolv @AakeAol
(folders) pe €rolpya 10 ATTOAUTAPIO/EVOEIKTIKG Twv PaBnTwv/padntpiwy  Kai
TTPOXWPNOTE O€ EKTUTTWON TOUG. ZnuelwveTal OTI UTTOPEITE va TTpoPeiTe ae aAhayn
eVOG | TTEPICOOTEPWV EVOEIKTIKWV/aTTOAUTNPiWY, peTd T0 MAIL MERGE, 6t1av
dlagpopoTroloUvTal Ta OTOIXEIO yIO OUYKEKPIMEVO paBnTA. MNa mapddeiyua, otav
évag  pabntAg  Tapapével  OTAOIMOG,  MTTOPEITE va  OIOQOPOTIOINCETE  TO
OUYKEKPIUEVO EVOEIKTIKO UOVO.
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NQs KANQ MAIL MERGE

. Avoiyw otn word 1o ATTOAUTHPI0/EVOEIKTIKO TTOU BéAW

EmiAéyw
—Mailings

2TAAIO 1
—Start Mail Merge
- Letters

ZTAAIO 2

—Select Recipients

- Use Existing List

- EmAéyw T0 €yypago Excel Tou Tépaca Ta oToixeia pou kal matw OK.

2TAAIO 3

—Insert Merge Field

- EmAéyw TOV TiTAO TNG OTAANG TTou BéAw KdABe @opd oTta dedouéva
MaBnTA/uadnTpiag.

- Alapopewvw Ta ypduuara, T.X. o€ bold.

2TAAIO 4

—Finish & Merge

- Edit Individual Documents

- EmA&yw 6Aa Ta ovopata i 6ca BEAW.

ZTAAIO 5

- Alapopoewvertal éva folder pe 6Aa Ta ATTOAUTAPIA/EVOEIKTIKG Twv PaBnTwv/
HaBNTPIWV TNG TTAPOUCAG OXOAMIKNG XPOVIAG CUUTTANPWHEVA PE TO OTOIXEId
TOUG KaI TTIPOXWPW O€ EKTUTTWON TOUG.




