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'Ex6oon | Huepopnvia | ZxoAio

1.0 12/05/2005 | ApxIkn €kdoan

01.01.09 | 29/05/2008 | Nea €kdoon unodeiyuaTog
01.01.10 | 02/10/2009 | Nea €kdoon unodeiyuaTog
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FENIKA

H nAekTpovikr] unofoAr Twv oToixeiwv Twv MpoBAéywewv Ba yiveral Yéow unodeiyyaTog o€ Hoppr apxeiou
Microsoft Excel 0To ornoio kal evowpdaTwvovTal npoypdypaTa yia:

1.

'EAeyxo TnG AoYIKIG 0pBOTNTAG TWV OTOIXEIWV NoU £Xouv CUMNANPWOE]. Zkonog eival va unoBondnosl Ta
MoTwTika IdpUKara (MI) oTov evTonioud TUXOV AOYIK®V I TUMOYPAPIKWV GPAMIATWV OTA GTOIXEIQ Nou
OUMNANPWVOUV Kal va JdleukoAUvel Tn didpBwar) Toug MpIV anod TNV anooToAr ToU CGUHNANPWHEVOU
unodeiypaTtog otnv Tpaneda Tng EANGDoG (TE).

dOpTWON NApaueTpIK®WY aTolxeiwv (NioTa pe NI, ouvTeAEOTEG OTABMIONC) 0To UNOdElyUa and KaTaAAnho
apxeio. AuTO Ba OleukoAUvel OTIC MEPINTWOEIC ONOU AUTOU TOU TUMOU Ta oToixeia aAAalouv (m.x.
npoodnkn véou NI, aMayr] ouvteheoTwv) kai Ba eival duvatr n avavéwor Toug WOTE vd HNnV
gpgavitovral Addn artov é\eyxo.

Maparnpnosig

1.

To unodelyua kABe popd mou evepyonolsiTal kanoid anod TIG UNooTnEIOHEVEG AEIToUpyieg eKTeAEl Kkal
€Aeyxo nou €Eaopalilel Tnv akepaloTNTA Tou. Av dianioTwBei ahoiwon Tng dopng Tou (Mou pnopei yia
napadelypa va npokAnBei o nepINT®OEIG nMou dev “"KAeioel" @uaololoyikda) Oev Ba eivar duvatn n
NepaITEPW Xpnon Tou. Kpiverar Aoindv avaykaio kdBe [1I va diatnpel Eva apxiko avriypapo Tng
TeAsuTaiac ekdoanc Tou unodeiyuaToc nou exel 0o8s ano tnv AEMS/TE.

S€ NePINTWaON nou Ta oTolxeia nou Ba unoBAnBoulv otnv TE nepiexouv opdaluara 6a {nreital ano To NI
VEQ anooToAr) 0Aou Tou unodeiylaTog e Ta dlopBwpéva aToixeia (O10pBwTIKN anooToAr).

1. MpoiinoB£0eIG ASITOUPYIAG TWV NPOYPAHHATWV EAEYXOU Kl (POPTWONG

MNa va eival duvath n Aemoupyia Twv NPOYPAapHaTwy eAéyXoU kal pOPTwWONG Npénel va 1IoXUouUV of akOAoubeg
npoUnoBEaoelG.

1.

2.

Na undpyxe eykaTteaTnuévn €kdoon Microsoft Excel 2000 1) vedTepn.

Na €xel eykataoTabei To unoouoTnua “Visual Basic for Applications Component” (VBA) Tou Microsoft
Excel. Ze avTiBern nepinTwon napakaloUUE (GPOVTIOTE yia TNV €yKaTAoTAoH Tou, WAOTE va eival duvarn
n A&IToupyia Twv NpoypappdaTwy.

H noAImikn ao@aheiag Tou MI va emiTpénel TNV eKTEAEON NPOYPARHATWV NOU EXOUV OUVTaxBei pe Xpron
TOU OUYKEKpIEVOU epyaAeiou (VBA):

. H emidoyn “Security Level” Tou Microsoft Excel va eival puBuiopévn oto “Medium”
(nAoriynon oto menu wg &rjg: “Tools” => “Macro” => “Security”) kal 0xl 1o “High”. Apou
OAOKANPWOETE TN CUMNANPWON Kal ToV EAEYXO TOU UMOJEIYUATOC, HMOPEITE va ENAVAQEPETE
Tn pUBUION oTo “High” av auTr ATav n apxikn oag puduion.

. Katd 1o "avolyya" Tou unodeiypdaTog Ye Tnv €@appoyn Microsoft Excel va emiAéyeral n
€vdel€n “Enable Macros”.

2. Neprypa®n SoHNG UNOdEiyHaTog

To unddeyua yia To UNoCUOTNUA TNG ZuvaAayuaTikng ©gong Twv NpoBAEwewy, 6NWG NpoavapepOnke, sival oe
Hop®r BiBhiou  Epyaociag Microsoft Excel (Microsoft Excel workbook) kai nepidapBavel pia ogipd and QUAAG
epyaoiag (worksheets) e ouykekpIEvoug poloug. EidikdTepa undapyouv Ta &g GUANa epyaciag:

1.

Fevika ZToixeia. [MMepidapBavel Ta yevika XapakTnpIOTIKA HIAG AnooToArG aToixeiwv (M.X. kwdikog MI,
nu/via oTtoixeinv K.a.), kabwg kal T duvaToTNTa EAEYXOoU OAOU Tou UMnodeiyhaTog (KOUMNAKI "EAeyxog
Ynodeiyyartoc” ). Eniong, kaBe qopd nou aA\dlel kam oTig XpnolhonoioUpevn AioTeg (M1, oUVTEAEOTEG
K.d.) unapyel duvaToTNTa avaveéwang Toug (Koupnaki "®optwon MapapéTpwv™).

01. NepiAapBavel TOoo Ta Oedopéva TwV NPORAEWEWY, NMOU CUPNANPWVOVTAlI CUPPWVA HE TA OXETIKA
gyypapa Tng Tpanelng Tng EANadog (MA/TE 2442/29.1.99, MA/TE 2513/15.1.2003, eykUKAIO €yypago
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412/12.5.2003, MA/TE 2557/26.1.2005, NA/TE 2565/11.10.2005, eykUkANIO &yypagpo 938/30.5.2007,
MA/TE 2588/20.8.2007, ETMNO 254/7/6.12.2007, NA/TE 2619/30.7.2009), 600 Kal gToIXEia Xpnoiya yia
Tov €Aeyxo (n.X. oTolxeia uneuBuvou cUPNANPWONG oToixeiwv). MepiAapBavel eniong kai T duvaToTnTa
€NEYXOU TWV OTOIXEIV MOU KATAXWPEOUVTAl aTo PUAAO (KOUMNAKI "EAeyxog GUAOU™).

3. 02. NepihapBavel TG PETABOAEG MOU €xouv yivel kaTd Tn OIdpKeId TNG NEPIODOU OTNV KATATAEN Twv
enixeipioewv. O nivakag auTtog CUPNANPWVETAI pia opd kAT’ £TOC, KATd TNV anooroAn Twv
OTOIXEIWV TEAOUG ETOUG.

4. TM.I. Bon®niki AioTa nou nepiExel kwdIkO kal ovoyaoia MI, aToixeia nou xpnoihonoloUvTal aTov EAEyX0
opBOTNTAG Twv avtioTolXwv Nediwv Nou eugavifovral oTo unodelypa.

5. BSDO03 ZuvTeAeoTEG: BondnTikr) AioTa nou nepIEXel TOUG CUVTEAEOTEG MOU XPNOIKONoIoUvVTal yia Tn
oTabuIon Twv NPoBAEYEwV.

Maparnpnosig

1. Kdabe @opd nou vyiveral €k VEOU EAEyXOG Il (POPTWON OTOIXEIWV dlaypa@ovTal Ta MEPIEXOMEVA TWV
naAaiwv QUAAWV anoTeAeoUATwV, £TCI WOTE OE KABE GTIYMN va (aivovTal Ta nio npdogara.

2. Kabe éva and Ta QUAa epyaciag pnopei va ekTunwOei kai ival oTn dIAKPITIKA EUXEPEI TOU XPROTn va
kaBopioel TIC EMBUUNTEG NAPAMETPOUG EKTUNWONG, ONWG Ba ékave og onolodnnoTe dAo apyeio Excel.
ZNUEIOVOULE OPWG OTI eNeldn To GUANO e Ta anoTehéopaTa eAéyxou dnuioupyeiTal ek véou kaBe popda
nou ekteAeital n avtioToixn diadikaocia, ol pubpicelg ekTUNwoNG yI auTo Ba npénel va enavahaypavovTal.

3. 0dnyiec cupnAnpPwWoNG uNodeiyHarog

l'evikd oTa QUANG epyaociag, ekToc and Ta keAId (rou napakdTw Ba avapepovral iI0oduvaua kal w¢ nedig) nou
CUMNANP®WVOVTAl HOVO He anAf NANKTPOAOYNoN TwV EMOUUNT®V TIM®Y, UNAPXOUV Kal KENId Nou NaipvouV TIKEG
and ouykekpipévn AioTa TIHOV (UAAIOTA, PETA TNV €i0000 Tou evOEiKTN (cursor) O TETOIOU TUMOU KeNId,
EUQAVICETal OXETIKO EVNHEPWTIKO Wrivupa). Av nAnkTpoloynBei TIUR ekTog AioTag, Ba eu@avioTel OXETIKO PvUla
Aaboug,

Se edIKEG MEPINTWOEIG, ONWC OTN CUMNANPWON Tou Kwdikou [Motwtikou Idpuuarog, undapyel OuvatoTnTa
OUMNARPWONG Tou nediou BATel TOU OVOLATOC/NEPIYPAPNG WG EEAG:

EmiAéyoupe To Nedio oTo OMoio NPENEl va Ypapei 0 KwdIKOG

MaTtaye To ouvduaopo NARKTpwY "Ctrl" kar "L"

Avoiyel pia @opua otnv onoia eMNIAEYOUE To Ovoua/nepypadr} nou enBUPOULE
Mataye "OK" yia va yivel n kataxwpnon f "Cancel” yia va akupwooUE TNV EVEPYEIA

Na onueiwBei OTI 00a KeAld EXOUV OKIQOWEVO (POVTO, EITE €ival CUUNANPWHEVA €K TWV TNPOTEPWV, EITE
oupnAnpwvovTal auTopaTa and To aloTnua Kai dev Unopei va ahAa&el n Tir Toug.

AvaAuTIkOTEPA, OTO PUAAO gpyaaiag "Fevika ZToIXeia™" unapyouv Ta akdAdouBa nedia/keNia:

. Kwdikog MoTwTikoU IdpUpaTog. Aiveral o TPIWRPIOG KwdIKOg apiBudg NI (KAMI) nou emiAéyeTal anod
TN OXETIKA AioTa kwdIkwv. MaTtwvrag To ouvduaopo NARKTPwY "Ctrl” kai "L", pnopoUpE va enIAEEOUNE
Tov KwdIkO Bdcel ovopaciac. O1 ovopacieg ival OToIXIOPEVEG KaT' al&ouaa oeipd, NPpwTa oTa ayyAikd Kal
akohoUBwg oTa eAANVIKA.

. MoTwTikd Idpupa : H ovopacia Tou NI gupnAnpwveral autépara and To ouarnua, poAiG dobei o
KwOIkOG ML
. Hpepopnvia Zroixeiwv. H nuepopnvia nou agopolv Ta oToixeia. Ta Tpipnva divovrar cav

ouvapTnon Tou TeAeUTaiou prva Toug (dnA. yia To npwTo Tpiunvo Tou 2009 ypd@ouue 31/03/2009 eva
yia_ 10 OeUTEPO 30/06/2009). ANECWG UETA TNV €l0aywyn TNG TING Ba eugavioTel Hia NEPIPPACTIKN
neplypan Tou Tpigfvou (m.x. 31 Map. 2009 r} 30 Iouv. 2009) WOTE va €ipaoTe Giyoupol OTI EYIVE
gloaywyn Tou emBuunToU pNAva avegapTnTwG Twv TOMIKWV pubuicswv (regional settings) Tou

unoAoyioTn.

. A10pOwTIKA ANOOTOANR. EMIAEyoupe ano Tn OXETIKA AioTa «Ox», av NPOKEITaAl yia Kavoviki) anoaToAn, N
«1», av NPOKeITal yia SI0pBwTIKN anooToAr KAnoiag NponyouUKEVNG.

. Ynoouotnua, ‘Ekdoon Ynodeiyparog, '‘Ekdoon NMapapérpwv. Eival ndn npoouunAnpwpéva nedia
and Tnv TE.

3To navw PEPOG Tou QUANOU epyaciag "01", undpyouv kal Ta akohouBa nedia (ekTo¢ ano Ta nedia rnou
enavaauBavovral yia enonTikoug LIovo AGyous ano 1o puAo "Tevikd EToixeia™):
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. Appodiog YnaAAnAog, ApiOpoG TNAEP®OVOU. ZUUNANPMVOVTAl TO OVOUATENWVULO TOU unglBuvou
OUMMARPWONG TWV OTOIXEIWV KaBWE KAl TO TNAEPWVO ENIKOIVWVIAG TOU, avTioTolXd.

. Huepounvia ZupnAfpwong. Aiveral n nuepounvia CUUNARPWONG Tou unodeiyuaTtog f nuepopnvia
TeheuTaiag aAhayng Touc.

Ta oroixeia Twv MpoBAéwewv Tou GUANOU "01" CUUNANPOVOVTAlI CULPWVA HE TIG OXETIKEG 0dnyieg TNG AENME.

4. 03nyieg xpnong yia Tn diadikacia eAEyxou

O1 dUo €Aeyxol NOU NEPIYPAPOVTAI OTN CUVEXEIQ OXETICOVTal AUEDd, Uno Tnv Evvold OTI 0 EAEyXOG UNOJEIYHATOG
gival yevikOTEPOG Kal OUOIACTIKA "NEPIEXEI" kal TOV EAeyX0 QUANoU. O Bacikodg AOyog Mou undapxel Kal 0 EAEYX0G o€
€ningdo @UAAOU a@opad TnV €uxpnaTia kai Tnv QIAIKOTNTA Npog To XProTn, apoU dev XpeldleTal va YeTakivnOei og
aAho @UANO epyaoiag yia va eAéyEel apeaa kATl oTo GUANO Mou YIVETal N KaTaxwpion.

4.1 EAeyxog ®uAdou

1. Ta Tov é\eyXo TNG opBnG cuPNANPWONG Tou GUANOU epyaciag 01", emAEETE TN duvatotnTa ""EAEYX0G
®UANOU", XpNOILOMOIWVTAG TO AVTIOTOIXO KOUMMNAKI/€IKOVidIo nou BpiokeTal 0To NAvw apioTEPO TUNUA
TNG NPWTNG 0gAidag Tou GUAou "01".

2. Me Tnv emidoyn auTn, &ekiva n Asiroupyia Tou NpoypaupaTog eAéyxou yia Ta OeBOpEVA Mou UNApXouv
oTo QUANO (Ta yevikd oToixeia Oev eAéyxovTal g€ auTr) Tn diadikaocia). AKOAOUBROTE TIG 0dnyieG TwV
HNVUpdTWV nou eugavidovtal, yia va OlopBwoeTe Ta Onoid OQPANJATA OTA OTOIXEId MOU EXETE
kataxwpioel. Ta pnvupata AaBoug nou eugavidovrar otnv 08dvn kataypagovTtal €mnAéoV Kal OTo
@UAMO "AnotéAeopa EAEyxou” nou dnuioupyeiTal ano To Npoypappa eAéyxou.

3. Mera Tn J10pBwon Twv Onolwv OQPAAPATWY OTn CUUNANPWON Tou QUAoU, €mIAEETe Eava To
KOUMNAKI/€ikovidio ""EAgyXoG ®UAAOU", £wC OTOU EUPAVIOTEI TO PVUa "O EAEYX0G OAOKANP®OONKE
HE emiTUYia".

4.2 ‘EAeyxog Ynodeiyuarog
1. MeTa Tnv 0AoKANPWaON TNG CUKNARPWONG Tou GUANOU epyaociac "01" kai nporou anooralei orny TE 10

unodeya eMAEETE TO KOUUNAKI/€lkovidio ""EAEYX0G YNOJEIYHATOG" Nou BPiOKETAlI OTO NAVW APIOTEPG
THAMA TNG NPATNG GENIBAG Tou GUANoU "Tevika ZTOIXEia".

2. Me TnVv emAoyr| auTn &Kiva n AsiToupyia Tou NpoypappaTog eEAEyxou oAOKANPOU Tou unodeiypatog (dnA.
TOOO yia Ta dedopéva Tou QUAoU "Tevika ZToixeia”, 6oo kal yia Ta 0edopeva Tou GUAoU "01").
AkohouBnoTe TIG 0dnyiec Twv PNVUPATWY Nou epgavidovral, yia va diopbwaeTe TUXOV Aoyika o@aAuara
oTa oToIxeia nou €xeTe oupnAnpwoel.  Ta pnvUpata AdBoug nou eugavidovrar oTnv 08ovn
KaTaypagovTal eninAéov kal ato pUANO "AnoTtéAeopa EAéyxou™ nou dnuioupyeital and To npdypappa
eAEyxou.

3. MeTa Tn d10pBwaon TUXOV AOYIKWV OQPAMNJIATWV OTn CUMNANPWON Tou unodeiyuaTtog, enAeETe Eava Tn
duvarornta "EAeyxog YnodelydaTog”, £wg OTOU gU@AVIOTEI TO Pvupa "O EAeyX0G OAOKANPMONKE HE
emiTuyia”. 1o onyeio autd pnopeite va eEEABETE anod To nepIBAMoOV TG epappoyng Microsoft Excel,
agol QuoIka anoBnkeUoETE TIG AAAYEC, kAl va anooTeAeETE TO CUUNANPWHEVO (kal DIOPBWHEVO MAEOV)
unodeyua otnv Tpanela Tng EAAadoc.

5. 03nyiecg yia Tn diadikacia PpOoPTWONG NAPAHETPWV

To unodelypa nou npénel va oupnAnpwBei nepiAauBavel kal kanoleg BondnTikEG AioTeg nmou PBonBolv oTov
anoTeAEoUATIKOTEPO EAEYXO TV OedOPEVWY. Enedn Opwg evOEXETAl AUTEG ol NioTeG va aladouv (M.X. NpoaBrikn
véou NI, peraBoAr] ouvTEAEDTWY), UNAPXEI avaykn yla EVNUEPWON TOUG, WOTE va Wnv gggavifovralr Adaén ortn
Oladikaoia eAéyyxou. Ta To Adyo auTd, o€ nepINTwoelG alaywv, Ba anooTeAeTal anod Tnv TE &va veo apyeio
NapapéTpwv kali 0 €kAOTOTE UNEUBUVOG ANOCTOANG OTolxeiwv and To kabe MI Ba npénel va akoAouBei Tnv
napakatw diadikaocia.
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5.1 Aladikaoia popTwornG NapauETPwWv

1. Z70 UAAO "Tevika ZToIXeia" naraue To koupndk "®opTwon NMapapéTpwv”.

2. Apéowg PeTd avoiyel To napdBupo dlaAdyou yid Tov eVTONIOUO Tou apyeiou napaueTpwv (auto Ba Exer
navra ovoua BSD-PARAM.XLS). A@ouU To €nIAéEOUME NaATAPe To koupnakl "OK" yia va &ekivrioel n
dladikaaia.

3. 'Otav n diadikacia oAokAnpwOei Xwpic NpoBARuaTa, ygaviferar To prvupa "H diadikacia popTwong
OAOKANPWONKE pE eMITUXIA".

Maparnpnon: Kdbe popd rou yiveTal popTwaon NapaueTpwy Yiveral kai anoBrnkeuar Tou UnodeiyLarog.

6. Odnyieg yia TNV anooToArn Tou UnNodeiyHaTog

6.1 Mporeivousvn ovouaroAoyia yia To unoderypa Excel

To unddelypa Excel nou cupnAnpwveral yia Ta oTtoixeia Twv MpoBAéwewv ovopaletal BSDO3.XLS. Eneidn
Kpiveral avaykaio va anoBnkevovral kai ol dIapOpPETIKEG anooToAEG Nou Ba npayuaTonoloUvTal npog Tnv TE, To
ovopa Tou apxeiou nou Ba Sivouv Ta NI oTo unodelypa Excel pe kaBe anoaToAn Ba npenel va nepiAappavel kai T
XPOVIKI| Nepiodo nou agopolv Ta aToIxeia kal To €idog anoaToAng (kavovikr f diopBwTikn). lMa napddelyua, yia
Ta OTOIXEIa TOU NPWTOU TPIKvou Tou 2009 Kal Tnv NpwTn anooToAr Toug oTnv TE, To apxeio Ynopei va Aéyerai:

BSD03-200903R0.XLS

onou:

. BSDO3: To GVOla TOU UMOGUCTRUATOG,

o 200903: 1 XpoVIKr nepiodog nou agpopouv Ta atoixeia (BA. Map 3 yia To nedio Huepounvia ZToixeiwv),

. RO: €idog anooTtoArg (RO n kavovikr anodToAr, R1 n npwTn dlopBwTik anooToAr, R2 n deuTepn

010pBWTIKN ANooToAR K.0.K.).

6.2 YnoPoAn unodeiyuarog HEow ao@aiouc NAEKTPOVIKOU TaxudpouEeiou

A@ou To unoddelypa Excel geyxBei pe emituxia (nap. 4) kai evOEXOUEVWC OVOMATIOTE BACEI TNG NPONYOUHEVNG
napaypdgou, unoBalieral nAekTpovikd wg €ENG:

1. Xpnoionoigital o oTaBUOG £pyaciag nou Exel NPOETOILACTEN yia TNV enikoivwvia pe Tnv AENZ/TE
2. Me 1o npdypappua diaxeipiong NAEKTPOVIKOU TaxudpopEiou, dnNUIOUPYEITAl Eva kaivoUpio PAvUKa.
3. EmAéyeral o napaAnnTng nou npénel va eivai:
. deps-prod, yia To nepiBalov napaywyng n
. deps-test, yia To nePIBAMoOV doKIPWY
4. ZTn ouvéxela emouvanTetal (attach) To apyeio Excel oTo prvupa kar akohouBei n anoaToAr Tou
HNVUuaToG.

YnevBuuion: Ma Tnv_oAokANpwuevn AEITOUpyid ToU ao®aloUc NAEKTpovikoU Taxudpopesiou, NpEnel, Npiv_Tnv
anooToAn Tou unviudToc, va emAEYOVTdl N Wn@iakn unoypa@n (digital signature) kali n kpuNTOypaAMNon

(encryption).

6.3 YnoPoAn unodsiyuarog péow payvnrikou/onTiKou HECOU

S¢ EKTAKTEG NEPINTWOEIG KAl HOVO KATOMIV OUVEVVONONG pE TRV AENZ/TE, sival duvarn n unoBoAr Tou
unodeiyuaTog JEow BIOKETAG 1 onTikoU Jiokou (CD).
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