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Microsoft Office




1. EIZArNQrH

To Kévtpo Empopdwong kot A Biov MdaBnong (K.E.ALBI.M.) tou EBvikol ko KortoSiotplakol
Naveruotnpiov ABnvwv (E.K.N.A.) ocag kahwoopilel oto MMpoypappc TUUIMANPWHOTIKAG &€
Anootdoswg Ekmaideuong Kol CUYKEKPLUEVOL OTO TIPOYPOUUO ETTOYYEAUATIKNG €mpuopdwong Kot
Katdptiong pe titho « Windows 10 and Microsoft Office 2019».

H avaykn ouvexol¢ empopdwong Kol Tiotonoinong smoyyeApatikwyv Seflotitwy odnynos to
MNpoypoppa SUUMANPWHOTIKAG £§ Altootdoswg Eknaidevong (E-Learning) tou E.K.MN.A. oto oxedlaouo
TWV TIPWTOMOPLOKWY aUTWV Mpoypappdtwy EmayyeApotikng Emuopdwong kat Katdptiong, Me
yvwuova T Slaouvdeon TG OswpnTKAG ME TV TPOKTIKY YVWON, QVOITtUooovTaG Kuplwg, Ty
£bapUOopEVN SLA0TON TWV EMIOTN WY OTA AVTIOTOLXOL EMAYYEALOTIKA TtediaL.

3TN OUVEXEWD, OOG TAPOUOCLAOULE QVOAUTIKAL TO TIPOYPOMUO OTOUSWY Yl TO TPOYPAUUO
EMAYYEALOTIKAG erupopdwong kal kataptiong: «Windows 10 and Microsoft Office 2019», TG
TPOUTIOBECELG CUUMETOXNG O0C OE AUTO, KABWGE Kol OAEG TIG AEMTOUEPELEG TIOU TUOTEVOUME OTL €lval

XPNOUIEG, YLOL VOl EXETE UL OAOKANPWHEVN ELKOVA TOU TIPOYPALLLOTOG.

2. ZKONOzZ TOY NPOrPAMMATOZ

YKOTOC Tou MPoypAUaTOC Elval Vo TIPOohEPEL 0TOUG eKMALGEUOEVOUC Eva TIOAD Suvatd Eekivnpa

otnv ekpadnon twv Windows 10, kabwg kat tou kawvoupylou Office 2019.

To A" Mépog tou Mpoypdppatog EEKVA LE TG SUVOTOTNTEG TIOPUETPOTOINCNC TIOU TIPOOPEPOULY Ta

Windows 10 ko thv mapouocioon Twv Baockwyv ebappoywv tou Asttoupyikol tng Microsoft. Itn

OUVEXELD, TtapouatalovTal oL SuvaTtdTtnTEG TIou PoodEPouV oL TPELG Snuodleic browsers Microsoft

Edge, Morzilla, kot Chrome og oxéon pe tv mlorjynon tou xpriotn. Oa avadsykBolv emiong kat ta

O€poro 0o AAELaG TIOU TIPOKUTTTOUV KATA TNV IAorynon oto Internet.

310 B' Mépoc mapouatalovtal ot Snuodeic edpoppoyeg tou Microsoft Office 2019, Word, Excel,

PowerPoint kot Outlook. To eminedo yvwoewv kat Se€lotrtwy Tou Ba aroKToouV oL eKTtaldeudEVOL

Eekva amo to eninedo Beginner kot ¢pravel pExpL to emninedo Expert. To plypapipla TIEPLEXEL KAL TG

VEEC e€eALyEVEG SuvaToTtnTEG TTou TipoodEpel to Office 2019.

To UALKO TOU TIPOYPAULOTOC EivaL BACIOUEVO OTLG OVAYKEG TWV XPNOTWVY, €lTe elval apApLoL eite €(ouv

6N KAroLeg PAOIKEG YWWOELG. To TIPOYPALLLO AITEUBUVETOL OTIC TTIOPAKATW KATNYOPLEG:

P NéoL xprioteg mMou HOALG €XOUV QTTOKTHOEL €Vl VEO UTIOAOYLOTH), XWPIG Vo £XOUV TIPONYOULEVN
yvwon ano Windows 10 kau Office 2019. Ou véoL XpnOTEC, HETA TNV OAOKANPWOn Tou

TPOYPAULATOG, Ba UMopoUV Vo XPNOLUOTIOLOUV TOV UMIOAOYLOTH TOUG OO TNV TAOHYNOn OTo



Internet ko tnv mapapetpornoinon twv Windows 10, thv apxeloBEtnon Kot Ty enefepyacia Tng
NAEKTPOVIKAG aAAnAoypadlac, HEXPL KOl TNV eKTEAECN TIOAUTTAOKWVY SLEQYACLWY 0TI EPAPOYEC
Tou Office.

» Epyalopevol Tou xpetdlovtal OAec TG Se€lOTNTEG TG OmoleC TPOGDEPEL TO OUYKEKPLUEVO
T(POYPOLIAL.

TéNog, Ba pémel va TovIoTeL 0Tl OAeC oL Asttoupylieg mou Ba mapouactactoly Ba unootnpifovral Kot

amo video tutorials o€ full HD avaAuaon, kdvovtag tnv eKAdnon 1o ypriyopn KoL 7o OUGLOOTLK.

3. KATHIOPIEZ YNOWH®IQN NOY rNNONTAI AEKTOI ZTO
NMPOrPAMMA - TPONOZ ENTA=H2Z

Altnon cUUPETOXNAC UmopoUV va urtoBarlouy:

» anodotrrot MNavernotnpuiov/TEl tng nuedamnng kat tng aAAodarig

» anodotrol Asutepofadpiag Eknaidsuong

H aitnon cuppetoxng umoBAAAeTOL NAEKTPOVIKA, HEOW TNG LOTOCEALSAG:

https://elearningekpa.gr/

4. NPOANAITOYMENA

Ta IPOATALTOUEVA YLOL TNV TTAPOKOAOUBON G Tou MPoypAUUaTog armd Toug EKMALSEUOHIEVOUC Elval:
» [pdoBaon oto Aladiktuo

» Katoyn npoowrikol e-mail

P BOOLKEG YVWOELG XELPLOMOU NAEKTPOVLKWVY UTIOAOYLOTWY
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MpooBaon og umoloyloth pe eykateotnuéva ta Windows 10 kat to MS Office 2019

5. TPONOZ AIEZATQIrHZ TOY NPOrPAMMATOZ

H Sibaokahior ota poypApaTa €€ ATTOOTACEWS EMAYYEAUATIKNG EMUOPPWONG KoL KATAPTLONG TOU
Kévtpou Emuopdwong kat Ala Biou Mabnong tou EKMA Setdyetal péow tou Sladiktiou,
TPOohEPOVTAG OTOV eKMALOEVOMEVO «auTtovouia», SnAadn duvatotnta UEAETNG aveCaPTATWS
TIEPLOPLOTIKWV TIOPAYOVTWY, OTIWG N UTIOXPEWON TNG PUCLKAC TOU TIOPOUGLAG OE CUYKEKPLUEVO XWPO
KaL xpovo.
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To eKIMAUSEUTIKO UAIKO TOU TIPOYPAUHOTOG SlatiBeTal otadlakd, ava SI6aKTIKr evoTnTa, LECW ELOIKA
Slapopdpwévwv NAEKTPOVIKWY TAEewv. Katd tnv e€EAMEN KABOs BeUATIKAG EVOTNTAG AVOPTWVTOL O
OXeTIKO link oL amapaltnteg yia tv oo Ste€aywyr) TG ekMAdeUTIKAG Sladkaolog avaKoWWOoELG.
O exmabeudpevog, adol OAOKANPWOEL TN UEAETN TNG EKAOTOTE SISAKTIKAG EVOTNTOC, KaAsital va
UmoBAAeL nAektpovikd, to avtiotoxo teot afloAoynonc. Ta TeoT UMopel va meplapBavouv
EPWTAOELG avTLoTOoiXLoNG 0pBWV aravtioewv, ToAarmAig erhoyrig, aAnBoug/Peudolc SnAwong, 1
upload, 6mou o ekmadeuopEeVOC Ba TTPETEL VAl SLOTUTIWOEL KOl VAL EMLOUVALEL TNV amavtnor tou. H
Bepatikr) evotnta Mnmopel va cuvodevetal amd TeAKn epyaocia, n omoila SlatiBetal Katd tnv
oAokAnpwaon g Bepatikng evotntag (edpooov to amattel n ¢von ™G BepaTiknG evotnTag) Kal
adopa to oUVOAO TNG SLOKTENS UANG.

MopdMnAa, TopeXeTaL TARPNG EKMALSEUTIKY) UTtooTtPLEn Sedopévou OTL 0 eKTALSEUOIEVOG UTTOPEL
Vo ameuBUvVeTaL NAEKTPOVIKA (Yo To SlAoTnUa TIou SLAPKEL TO EKAOTOTE PABNO) OTOV OPLOWEVO
EKTIALOEUTH TOU, HEOW EVOWHOTWHEVOU OTNV TAXTPOPUA NAEKTPOVIKOU GUOTHOTOC ETUKOWWVIOG,
yla TV aueon emiAlucn omopuwyv OXETWOMEVWY HE TIG BEUATIKEG €VOTNTEG KOL TIC OOKNOELG

a€loAdynong n tnv TeAdikn epyacia.

6. TPONOZ ESETAZHZ KAl BAOMOAOIHZIHZ

Y& kABe SLdaKTikr evotnta 0 ekmadeuopevog B Tipémel va eTAUEL Kall va UTTOBAAAEL NAEKTPOVLKAL
TO QvTiOoTOLXO TEOT, TNPWVTOC TO Ypovodidypappa mou £xel 600l amd tov ekmawdeut) tou. H
KAipoko BaBpoloyiag kupaivetal omd 0 €wg 100%. IuvoAikd, n Babuoloyia kdOs BepaTikng
EVOTNTAC TPOKUTTTEL KATA TO 60% amd TG AoKNOELS ALOAGYNONG Ko Kotd To umtdAouto 40% amod thv
TeAIKN) EpY0LOLQ, N OTTOLOL EKTIOVELTOL OTO TENOG TOU GUYKEKPLUEVOU MaBrpaTog Kot pOCOoV TO OaLTeL
n ¢von autol.

H xopriynon tou MotomowntkoU E&edikevpévng Empdpdwong mpaypatomnoleital, otov o
ekmadevopevog AaBeL og OAa Ta pabrpota Babuod peyalltepo 1) (oo tou 50%. € mepimtwon mou N
OUVOAKN BaBpoloyia evog N EPLOCOTEPWY HABNUATWY Sev Eemepva To 50%, 0 EKMALOEUOUEVOG
£XeL TN SuVaATOTNTA EMAVEEETAONG TWV HOBNUATWY QUTWV META TNV OAOKANPWON TNG EKTTOUSEUTIKNG
Sladkaoiog tou mpoypdupotos. H Poabuoloyia mou Ba ouykevipwoel katd T Sadikooia
EMAVEEETOONG TOU EIVOL KAL 1 OPLOTIKN ylat Ta €V AOyw pabnuarta, pe tnv mpolndbeon Ot Eenepva
€KElVN TIOU OUYKEVIPWOE KOTA TNV KOVOVIKN OLApKELd TNG eKMAldeUTIKAG Sladikaociag. e

Sladopetikn nepimtwon dlatnpeital n apxikr) BabuoAoyia.



7. AOINEZ YNOXPEQZEIZ EKNAIAEYOMENQN - NPOYNOGEZEIZ
XOPHIHZHZ NIZTONOIHTIKOY

Mépa amd tnv emtux) OAOKARPWGCN TOU TPOYPARLATOG yLa TN XoprHynon Tou MiotomoLntikoy
amatlrtouvtal ta eENC:

»  Tuppetoxn tou ekroudevopevou otn Stadkacio AstypatoAnrtikou EAéyyou Tautomoineng

H Sadwkaota AstypatoAnrtikou EAéyxou Tautomoinong Exmaideudpevou otoxelel otn dlaodpdaiion
NG TIOWOTNTOG TWV TIOPEXOMEVWY EKTIALOEUTIKWY UTINPECWWV. ZUYKEKPLUEVA, €EOUCLOGOTNEVO
otéhexog Tou Kévtpou Emuodpdwong kat Ata Biou Mabnong tou EKMA, erukowwvel TnAedwviKwe pe
£va tuyaio Seiypa eKmaldEUOUEVWY, TIPOKELLEVOU VoL SLmIoTwOEL Qv CUPMETELXOV OTIC EKTTOULOEUTIKEC
SL0SIKOOLEG TOU TIPOYPALUOTOG, EAV QVTILETWITIOAV TIPOPANLOTO OE OXE0N LE TO EKTTAUSEUTIKO UALKO,
TNV ETUKOWVWVIAL LLE TOV OPLOKEVO EKTTALOEUTH TOUC, KABWG KAl LIE TN YeVIKOTEPN Habnotokr] Stadikaacia.
H tnAsdwvikn erukowvwvia die€dystarl pe TNV 0AOKAPWON TOU EKACTOTE TIPOYPAUATOC, EVW N HECH
XPOVLKH] SLAPKELA TNG CUYKEKPLUEVNG Sladikaotag eivan mepimou 2-3 Aemtd.

Y€ TEPUTIWON KN CUMUETOXAC Tou ekmaubeudpevou oth Stadkooio AstypotoAnrrkol EAgyxou
Tautonoinong, epocov KANBel, 1 un tautonoinong tou katd t Se€aywyn e, dev xopnyeital to
TUOTOTIONTIKO OTIOUSWY, OKOUOL KaL AV £XEL OAOKANPWOEL EMITUXWCE TNV €€ AMOOTACEWCS EKMAUSEUTIKNA

Sladkaoia.

P Juppetoxn tou ekroudevopevou otn Stadkacia AstypatoAnmtikou EAEyyxou Eyypddwv

O SelypatoAnTrkog EAeyxog eyypddwv Slachalilel TNV eyKUPOTNTA TWV OTOLXELWY TTIoU £XEL SNAWOEL O
EKTTOULOEVOUEVOG OTNV AlTNon CUUUETOXNG Tou oto Mpdypappa Kot BACEL Twv omoiwv £xeL afloloynBel
Kol eyKPLOEL N alitnon CULUETOXNG TOU OF QUTO.

Katd tn SLApKELDL 1) HETA TO TIEEPAG TOU TIPOYPAULOTOG, TIPOYHOTOTIOLEITOL SEYUOTOANTTTKOG EAEYXOC
gyypadwv amd tn Mpappoteio. O exmoidevopevog Ba Tpenel va sival os B€on va TPOOKOIoEL Tal
omapaitnta SIKALOAOYNTIKA TOL OMOial TILOTOTOOUV TAL OTOLKEID TIoU E£XeL SNAWOEL OTnNV aithon
ouppetoxns (Avtlypado Mruyiou, Avtiypado AmoAutripou Aukeiou, BeBaiwon Epyaoctakng Epmelplag,
Nvwon Zévwv NMwoowv K.TA.).

J€ TEPUTIWON HN OCUMUETOXNG Tou ekmoudeuopevou otn dwadikaoio AetyporoAnmrikol EAEyxou
Eyypadwv, edocov KANBeL, 1} pn UapENG Twv SIKAOAOYNTIKWY QUTWY, SV Xopnyeltal TO TILOTOMONTIKO

OTIoUS WV, OKOMLA KL AV EXEL OAOKANPWOEL ETILTUXWE TV €€ ATMOOTACEWG EKMALSEUTIKA SladiKaatiaL.

» AnonAnpwin Tou GUVOAOU TwV SI8AKTPWV

O exmabeuOUEVOC Ol TIPETIEL VAL NV EXEL OLKOVOULKNG GUOEWG EKKPEUOTNTEC. € MEPLTTWON TTOU
UTTAPXOUV TETOLEC, TO TILOTOTOLNTIKO oroudwv Slatnpeitatl oto apxeio tng Mpappateiag, HEXpL TNV

EVNUEPWON TNC yLaL TN SLEVBETNON TN EKKPEUOTNTOG.
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AvaAuTIKr) teptlypadn Twv napandvw undpxet otov Kavoviopo Znovdwv:

https://elearningekpa.gr/regulation

8. ZYITPAQEIZ TOY EKNAIAEYTIKQY YAIKOY

Ol ouyypadeic Tou ekmaldeutikoU UALKOU eival péAn AEN tou EBvikoU kot Kamodiotplakol

Mavemniotnuiov ABnvwv f kot lbLkol epmelpoyvwpoveg pe Wolaitepn ocuyypadikny kataiwon,

oL omoioL KatExouv oAU Bactkd poAo oTnv LAOTIOINGN TOU MPOYPALUATOC.

9. NQZ AIAMOPOQNETAI H YAH TOY NPONPAMMATOZ

To MPOYPOUUA ETTOYYEALOTIKNG EMUOPGWONG Kal KATAPTIONG TeEpAAUPBAVEL 2 BEUATIKEG EVOTNTES

(haBnpora).

Me tnv oAokAnpwon Twv Ospatikwy Evotrtwy ol ekmatdeuodpevol Ba eival og B€on va:
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>
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>
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>

O Vv Vv VvV VvV VvV VvV VvV Vv v v

oMaZouv ) yAwooa pdavionc kat tn y\wooa etoaywyng ota Windows 10

Kavouv recovery oto. Windows 10

ekteAoVV evioAég artd to Command Prompt twv Windows 10

Snuoupyouv 81k Toug yypada e to Word 2019

KAvouv gloaywyn oxoAlwy, tapakolouBnon aAlaywv oe gyypado tou Word 2019
KAVOUV CUYXWVEUON gyypadwy

TlopapleTportolouy To Excel 2019 ka va dnoupyouv Sikd toug GUAAQ epyaciag
Snuoupyolv  TUMoUG Tou cuvdualouv Kal CUCXeTIlouv dedopéva amod €va ) MEPLOCOTEPQL
dUMNa epyaoiag

Snuoupyouv ypadnpata

opllouv CUVOPTHOELG KOL LOKPOEVTOAEG

YVwpL{ouv Toug BaoIKoUE KAVOVEG ULAG GPTLAG TTOPOUGCIiacn  pe To PowerPoint
SnuoupyoLv SladAaveleg e transitions kot S1Kd Toug oTUA

oupnepAapBAvVOUV OTLG TTOPOUGCLACELG TOug morphing kat va Sniioupyolv animations
apxeloBetolv emails pe to Outlook

Snuoupyolv pakéAoug avalrtnong KoL NUEPOAGYLO

kavouv avalfitnon oto Outlook

XpnotuorotoLv thv edappoyn Skype ylo tnAedlaokéPelg

xpnotorotovy Tty edpappoyr) OneDrive yLa TNV AmOPOKPUGCHEVN SLAXELPLON TWV OPXELWV TOUG



MNEPIFPAOH MAGHMATQN
MAGHMA: Windows kal Internet

Awdaktiki Evotnta 1: Customize Windows 10

Awdaktiki Evotnta 2: Windows 10 Security kat Internet

MAGHMA: Microsoft Office 2019
Awsaktiki Evotnta 1: Eloaywyn oto Word
Awsaktiki Evotnta 2: Word Editing and Collaboration
Awsaktiki Evotnta 3: New Features, Practice and Word Mobile
Awsaktikiy Evotnta 4: Excel Basics
Awsaktikiy Evotnta 5: Excel Advanced and Graphs
Awsaktiki Evotnta 6: Practice and Excel Mobile
Awdaktiki) Evotnta 7: Starting Power Point Presentation
Awsaktiki Evotnta 8: Power Point Advanced kat Mobile Version

Awdaktiki Evotnta 9: Outlook Quick Start



