OAHrIEZ A ZYMOAHPQZH KAI EKTYMNQ2H ENAEIKTIKON KAI AlTOAYTHPIOQON

A6 10 dladiktuo (AielBuvon Anuotikrg Ekmaideuong - ‘Eviutra) avoiére To/Ta
NAEKTPOVIKO/G  véo/a  €éviutto/a  AeAtio ®Poitnong/ EVOeIKTIKO/  ATTOAUTApPIO  Kal
a1ToBNKEUOTE TO/TA OTOV UTTOAOYIOTH 0aG O Jop®ry word.

o 2710 EVvOeIkTIKO/ATTOAUTAPIO YIA Ta ANUOTIKA UTTEPXEl OIOQOPOTTOINUEVO KEIWEVO YIa
ayopla Kal Kopitola.

e 270 AeAtio dPoitnong/EvdeikTikd yia ta Nnmmaywyeia uttdpxel KOIVO KEINEVO yIa
ayopia Kal Kopitola.

e Ta mpoTUTTa TTOU Ba aTmOBNKEUCETE OTOV UTTOAOYIOTH OAG TIPETTEl VA T
OIAPOPPUWCETE YIO TO OXOAEI0 0OG. ZUYKEKPIYEVA, va YPAWETE: TOo OVoua TOU
oxoAgiou oag (ue kepaAaia  ypduuara, ypauuarooeipd:  Arial,  uéyebog
ypauuarooeipds: 14), va CUPTIANPWOETE TN OXOAIKN) Xpovid (Ypauuarooeipa: Arial,
uéyeboc ypauuaroceipdac: 12), kai TNV nuepounvia ékdoong  Tou AgATtiou
Poitnong/EvOeIKTIKOU/ATTOAUTNPIOU (vpauuarooeipd: Arial, uéyebog
ypauuaroosipdg: 12), Tou gival n nuépa TTou KAEIiVOuv Ta OXOAEia yia TOUG/TIG
poBNnTEG/paBnTPIEG, ONAadA n TeTdpTn TIPIV OTTO TNV TTPoTeAEUTaIa Mapaokeur) Tou
louviou.

KataxwpioTe Ta OTOIXEIO Twv PaBNTWV/pILOV TOU OXOAgiou 00g o€ pop®r excel ot

EexwpIoTA QAIAG yia ayopla - kopitola. Ta Nnmaywyeia dev eival ammapaitnto va

OnuIoupyRoouV EeXwPIoTA QAIAG yia ayopla-kopitola. MNpéTrel, OpwG, va dnuioupyrnoouv

EeEXwPIOTA QAING Pe BAon TNV nAIKiakr katnyopia Twv TTaidiwy (Maidid MpodnuoTikAg

TdéNg Tou Ba Tdpouv EvVOekTIKO Kai Mikpdétepa TMaidid  YTTOXPeWTIKAG, OMWG,

Mpodnuortikng Ektraideuong mou Ba mrapouv AgAtio doitnong).

Ta oToixeia TTPETTEl va KaTaypa@ovTal OTTwWG akpIBWwG cival ypaupéva oto MnTpwo.

ZUYKEKPIPEVA, TTPETTEI VO ONUIOUPYACETE OTHAEG E TA TTIO KATW OTOIXEIA:

e Emwvupo kal dvopa yabntri/uabnTpiag (TrpwTa TO ETTIOETO KAl JETA TO OVOMQ)

e  Hpepopnvia Mévvnong

o [poowTrikdg ApiBuds Eyypaeng (MaototroinTikd Mévvnong)

e  ApBu6g MnTpwou

o ApIBudg AmoAutnpiou (ue Bdon Tn ceipd Tou gival ypappévor/eg o padnTég/
paBnTpIeg oTto MnTpwo) — AGOPA MONO TA AHMOTIKA XOAEIA

ZnUelveTal o1l yia va un PeTaBaAlovtal Ta oToIXEia Twv padnTwv/pilv Katé Tn
peTapopd Toug oTa AgAtia Doitnong/ EvOEIKTIKG/ ATTOAUTHPIA, Ba TTPETTEI VO KATAYPAPETE
6Aa Ta oToixeia oe popen “Text”. MNa Tapddelyua, TIPIV APXICETE va KATAYPAPETE TNV
nuEpopnvia yévvnong, va emAEEETE OAN TN OTAAN, Bei KAIK aTo TrovTiki, Format Cells,
Number, Text, OK.

Xpnoigotroiwvtag Ta TTpoTuTTa Twv AgAtiwy Poitnong/ EvoeikTikwyv/ ATToAUTnpiwy o€
Mop@n word Kal Ta oToIXEia Twv JabnTwv/plwv og Jop@r) excel, akoAouBnoTe Ta BrApata
1Tou @aivovtal o kKatw (MAIL MERGE), woTe va dnuioupynBouv ¢@dkeAor (folders) pe
¢toiya Ta AgAtia Poitnong/ EvOeikTikKG/ ATTOAUTAPIA TWV HaBNTWV/PIWV Kal TIPOXWPAOTE
oTnVv eKTUTTWONR TOUG. ZnNUEIWVETaI OTI UTTOPEITE va TIpofeite o€ aAAayr &vog R
TTEPIcOOTEPWV AeATiwv Doitnong/ EvdeikTikwyv/ AtroAutnpiwy, petd to MAIL MERGE,
otav  dIoQOPOTIoIoUVTAl TA OTOIXEIQ YIO OUYKEKPIMEVO/N  padnTr/padnTpia. TMa
TTapadelypa, Otav €vag/pia padntig/uabntpia TTapapével oTAoINOG/n, MTTOPEITE va
OlOPOPOTIOINTETE TO CUYKEKPIPEVO EVOEIKTIKO HOVO.



NnQ> KANQ MAIL MERGE

. Avoiyw otn word 10 AgATio PoiTnONG/EVOEIKTIKO/ATTOAUTAPIO TTOU BEAW

. _EmAéyw
—Mailings

. ZTAAIO 1
—Start Mail Merge
- Letters

. ZTAAIO 2

—Select Recipients

- Use Existing List

- EmAéyw 10 €yypago Excel TTou mépaca Ta aToixeia pou kal ratw OK.

. ZTAAIO 3

—Insert Merge Field

- EmAéyw Tov TiTAO TNG OTAANG TTOU BEAW KABE @opd oTa Oedouéva
padnTr/puadnTpiag.

- Alopopewvw Tov TITAO TNG OTAANG TTou €Xel eloayBei (ypauuarooeipd: Arial,

UéyeBoC ypauuarooelpds: 12, éviova ypduuara).

. ZTAAIO 4

—Finish & Merge

- Edit Individual Documents

- EmAéyw O6Aa Ta ovouarta A 60a BEAW.

. XTAAIO 5

- Alopopowvetal €va folder pe 6Aa Ta AgAtia Poitnong/EvOeIKTIKG/ATTOAUTAPIO
TWV PaBNTWV/PILV TNG TTAPOUCAG OXOAIKAG XPOVIAG CUNTTANPWHEVA UE TA
OTOIXEIO TOUG KAl TTPOXWPW OE EKTUTTWOT) TOUG.




