OAHrIEZ A 2YMIOAHPQZH KAI EKTYTNQ2H ENAEIKTIKON KAI AlTOAYTHPIQN

Ao 10 O10dikTUO (AlguBuvon Anpotikng Ekmraideuong - ‘Eviutra) avoite To/Ta
NAEKTPOVIKO/G EvTuTro/a AeATio Poitnong/ EvoeikTikd/ ATTOAUTHPIO KOl aTTOBNKEUOTE TO/TA
OTOV UTTOAOYIOTI 00G O€ Jop@r) word.

o 210 EVOeIKTIKO/ATTOAUTAPIO VIO Ta ANUOTIKG UTTAPXE! DIOPOPOTTOINUEVO KEIPEVO YIa
ayopia Kal KopiTala.

e 210 AeATio doitnong/EvdeikTikd yia Ta Nnmaywyeia uttdpxel KOIVO KEIPMEVO yIa
ayopla Kal KopiTola.

e Ta mpétutta TOU Ba aTTOBNKEUCETE OTOV UTTOAOYIOTH O©AG TIPETTEl VA TA
OIOUOPPWOETE YIO TO OXOAEI0 0OG. ZUYKEKPIYEVA, VO YPAWETE: TO Svoud TOU
OXOAgiou 0ag (ue Kepadaia ypauuara, ypauuarooeipd: Arial, uéyebog
YPauUUATOCEINGS: 14), va CUUTTANPWOETE TN OXOAIKN Xpovid (ypoauuarooesipd: Arial,
Héyebog ypauuarooelipdc: 12), kai TNV nuepounvia ékdoong Tou AeAtiou Poitnong/
EvdeikTikoU/ATTOoAUTNPIiOU (YpauuaToaeipa: Arial, uéyeboc ypauuarooeipdg: 12), rou
gival N nuépa TToU KAgivouv Ta OXOAgia yia TOUg/TIG uaBnTéG/PaBniTpIEG, dnAadn n
TetdpTtn TEIV atrd TNV TTPoTeAEUTaia MNMapaokeur) Tou louviou.

KaTtaxwpioTe 10 OTOIXEIO TWV PaBnTwV/pIv ToU OXOAgiou cag aoe Pop®r] excel o€

EexwpIioTd QAIAG yia ayopla - Kopitola. Ta Nnmaywyeia dev eival ammapaitnto va

OnNUIOUPYAOOUV EeEXWPIOTA QAIAG yia aydpla-kKopiTola. MpETTel, OPwG, va dnUIoupyrRocouV

EEXWPIOTA QAIAG Pe BAon Tnv nAIKIok Katnyopia Twv TTaidiwy (Maidid MpodnuoTikAg

TédENG TTou Ba Tapouv EvoeikTikd, Maidid MNpodnuoTiKAG TAENG Ye avaoToAnl TTou Ba

mépouv AeAtio Poitnong kar Mikpdtepa Maidid  YToxpewTikng MNpodnuoTikAg

Ektraideuong mmou Ba mrapouv AeAtio Doitnong).

Ta oToIxeia TTPETTEl va KATAYPAPOVTAl OTTWG aKPIBWG cival ypaupéva oto MnTtpwo.

2UYKEKPIYEVA, TTPETTEI VO DNUIOUPYACETE OTHAEG JE TA TTIO KATW OTOIXEIA:

e Emwvupo kai dvopa pabntri/uabnTpiag (TrpwTa 10 €TTIOETO KAl JeTd TO Gvopa)

e  Hpepounvia Mévvnong

o T[poocwTrikdg ApiBudg Eyypaeng (MototroinTikd Mévvnong)

e ApiBu6S Mntpwou

o ApIBuog AmoAutnpiou (ue Bdaon T oeipd TTOU gival ypapuévol/eg ol padnTég/
paBnTpieg ato MnTpwo) — AGOPA MONO TA AHMOTIKA ZXOAEIA

ZnueiwveTal 6Tl yia va PN PeTaBAAAovTal Ta OTOIXEIO TwWV HOBNTWV/PIWV KATA TN
peTapopd Toug ata AgAtia @oitnang/ EvaeikTikA/ ATTOAUTApIa, Ba TTPETTEI VO KATAYPAPETE
6Aa Ta oToixeia o€ pop@n “Text”. IMNa Tapddelyua, TTPIV APXICETE va KATAYPAPETE TNV
nuepounvia yévvnong, va emAEEeTe OAN TN OTAAN, OeCi KAIK oTO TToVTiKI, Format Cells,
Number, Text, OK.

Xpnaoigotroiwvtag Ta TPoTuTTa Twv AgATiwv Poitnong/ EvdeikTikwyv/ ATToAUTNpiwv o€
Mop®r word Kal Ta OTOIXEIO TwV JaBnTwV/piwv o€ yop@r| excel, akoAouBrnoTe Ta BAuara
TToUu QaivovTal 1o kKatw (MAIL MERGE), woTe va dnuioupynBouv @dkeAor (folders) ue
¢toiga Ta AeAtia ®oitnong/ EvOeIkTIKA/ ATTOAUTAPIO TWV HaBNTWV/PIWV Kal TTPOXWPAOTE
oTnV €KTUTTWONR TOUG. ZnNUEIWVETOI OTI UTTOPEITE va TTpofeite o€ aAlayr evog R
TTEPITOOTEPWY AgATiwv Poitnong/ EvdeikTikwv/ AtmoAutnpiwv, petd 1o MAIL MERGE,
otav  dIa@opoTToIoUVTal TA  OTOIXEID YIO OUYKEKPIPEVO/n  padntr/padntpia. TMa
Tapadelyua, otav évag/pia padnmg/uabnTpia TTapapével oTdoINog/n, MTTOPEITE va
OlOPOPOTIOINCETE TO CUYKEKPIPEVO EVOEIKTIKO UOVO.


http://www.moec.gov.cy/dde/entipa.html

NQs KANQO MAIL MERGE

. Avoiyw otn word 1o AgATio PoitnoNg/EVOEIKTIKO/ATTOAUTAPIO TTOU BEAW

. _EmAéyw
—Mailings

. 2TAAIO 1
—Start Mail Merge
- Letters

. ZTAAIO 2

—Select Recipients

- Use Existing List

- EmA&yw 10 £yypago Excel TTou Tépaca Ta aToixeia pou kal TTatw OK.

. ZTAAIO 3

—Insert Merge Field

- EmAéyw TOV TiTAO TNG OTAANG TTou BéAw kdBe @opd oTta dedouéva
MaBnTR/uadnTpIag.

- Alapopewvw ToV TITAO TNG OTAANG TToU €X¢&l elI0axBei (Ypauuarooeipa: Arial,

UEyEBOC ypauuarooelpds: 12, évrova ypauuara).

ZTAAIO 4

—Finish & Merge

- Edit Individual Documents

- EmA&yw O6Aa Ta ovopaTa f 60a BEAW.

. ZTAAIO 5

- Alapopowvetal éva folder pe 6Aa Ta AeAtia Poitnong/EvoeikTIKA/ATTOAUTHPIO
TWV PaBNTWV/PILV TNG TTAPOUCAG OXOAIKAG XPOVIAG CUUTTANPWUEVA UE TA
OTOIXEIO TOUG KAl TIPOXWPW OE EKTUTTWOT TOUG.




