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FENIKA

H nAekTpovikry unoBoAn Twv oToixeiwv Ba yiveTal Yéow UModeiydaToc o Hopr apxeiou Microsoft Excel oTo
0oroio Kal EVowpaT@vovTal npoypduuaTa yia:

1.

‘EAgyxo TnG AoyIkng opBOTNTAG TWV OTOIXEIWV MOU £xouv oUPNANpwOei. Zkonog sival va unoBondnaoel Ta
MoTwTikd IdpUpaTta (MI) oTov evioniopd TuXOV AOYIKGOV 1) TUNOYPAPIKWV OQAAUATWY OTA OTOIXEId Nou
OUMNANP®VOUV Kal va dleukoAUvel Tn di6pBwar Toug MpIv dnd Tnv anooToAl] TOU GUMNANPWHEVOU
unodeiypaTog aTnv Tpdnela Tng EANadog (TE).

dOPTWON NAPAMETPIKOV oToIxeiwv (AioTa pe MI) oto unodelyda and kataAAnAo apyeio. AuTtd Ba
OIEUKOAUVEI OTIG MEPINTWOEIG OMOU AUTOU Tou TUNou Ta aToixeia alalouv (n.x. npoadbnkn véou MI) kai
Ba eival duvaTn n avaveéwar] TouG WOTE va Wnv edgavifovtal Aadn atov EAeyXo.

Maparnpnosig

1.

To unodelyua kabe @opda Mou evepyornoleiTal kanoia and TIG unooTnPIlOPEVEG AITOUpYieC eKTeNEl Kal
£\eyxo nou Eaopalilel TNV akepaldTNTA Tou. Av dianioTwBei aloiwan Tng dopng Tou (Mou Wnopei yia
napddeiypa va npokAnBei gt nepinTwoelg nou Oev "kAsioel" @ualohoyika) dev Ba eivar duvath n
NEPaITEPW XPnon Tou. Kpiverar Aomov avaykaio «kdBe [1I va diarnpsl £va dpxiko avriypd@o TG

TEAEUTAIAC EKO0OTIC TOU UNOJEIYVLIATOC rTou Exel O0Bei ano Tnv AEMS/TE.

>€ nepinTwon nou Ta aToixeia nou 8a unoBAnBolv atnv TE nepiéxouv o@aAuarta Ba nTeital ano To NI
véa anoaToAn 0Aou Tou unodeiyuaTog e Ta diopBwiéva oToixeia (SI0pBWTIKr anoaToAn).

1. NMpolinoBéoeIg AsiITOUPYiag THV NPOYPAHHATWV EAEYXOU Kal (POPTWONG

Ma va sivar duvatn n Asimoupyia Twv NPOYPAPUATWV eAEyXou kal POPTWONG MPEMEl va I0XUOUV 0O akOAOUBEG

npoUnoBEceIc.
1. Na undpxel eykaTteaTnuévn ékdoan Microsoft Excel 2000 r) vedTepn.
2. Na €xel eykataoTabei To unocuoTnua “Visual Basic for Applications Component” (VBA) Tou Microsoft
Excel. e avTiBeTn nepinTwon napakaloUUe PPOVTIOTE yia TNV €ykATAGTACH TOU, WOTE va €ival duvaTn
n A&imoupyia Twv NpoypappaTwy.
3.  H noAmikry aopdahieiag Tou MI va eniTpénel TNV €KTEAEON NPOYPAUKATWV MOU £XOUV CUVTAXOEi WE Xprion

TOU OUYKekpIpévou epyaheiou (VBA):

o H emiloyr “Security Level” Tou Microsoft Excel va eivai puBpiopévn oto “Medium”
(mAoriynon oro menu wq érjg: "Tools” => "Macro” => "Security”) kai 0x1 aTo “High”. Apou
OAOKANPWOETE TN GUUNANPWON Kal ToV EAEYXO TOU UNOJEIYMATOC, HMNOPEITE Va ENAVAQEPETE
Tn pUBuIoN aTo “High” av auTn nTav n apxikn oag puduian.

o Katd 1o "avoiyya" Tou unodeiydaTog PE TNV epapyoyr Microsoft Excel va emAéyeTal n
€vdel€n “Enable Macros”.

2. Neprypagpn dopung unodeiyparog

To unddelyua yia To unooUoTNHa TNG SuvalaydaTikng @éong, onwg npoava@EépBnke, gival oe pop®r BiBAiou
Epyaciag Microsoft Excel (Microsoft Excel workbook) kai nepidauPavel pia osipd and QUANG epyaciag
(worksheets) pe guykekpipévoug poAouc. EidikoTepa undapyouv Ta €En¢ eUANa epyaaiac:

1.

Fevika ZToixeia. [epIAapBavel Ta yevika XapakTnpIoTIKA HIAG anoaToAng aToixeiwv (n.X. kwdikog MI,
nu/via oToixeinv K.a.), kaBw¢ kai Tn duvaToTnTa eAéyxou OAoU Tou unodeiypaTog (koupndki "EAeyxog
Ynodeiypatog" ). Eniong, kaBs gpopd nou aAAalel KATI oTIG XpnaolponoloUyevn AioTeg (opiAol, kAGdol K.a.)
unapxel dSuvaToTNTA avaveéwarng Toug (koupndaki "®opTwaon MapaueTpwv"”).

AnoTteAéopata EAEyxou.  Anuioupyesital gurduara kata TIG dladikacieC eAéyxou (TOCO TOU
unodeiyaTog 600 Kal Tou QUANOU) Kal nepiExel NAnpogopiakd pnvipara kal meava pnvuparta Aaéoug
Mou NPOKUNTOUV KAaTA Tov EAeyxo0.
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3. M.I. BondnTikn AioTa nou nepiéxel kwdikO Kal ovopaaia MI, oToixeia XpnoigonolouvTal oTov EAEYXO
0pBOTNTAG Twv avTioTolXWV NeSi®V Nou gUeavifovTal oTo unodelypa.

NapaTnpnosig

1. KdBe @opd nou yiveral €k vEou E€AeyXoC f QOPTwON oToIXEiwv diaypdgovTal Ta nepIEXOHEVA TwV
naAai®v QUAA®WV anoTEAEOUATWY, £T01 WOTE OE KABE OTIYUN va (aivovTal Td nio Npoodard.

2. Kabe £va and Ta QUAAa epyaciac pnopei va ekTunwdei kai gival aTn dIAKPITIKN EUXEPEIA TOU XPNOTN va
KaBopioel TIC ENIBUPNTEC NAPAUETPOUC eKTUNWONG, ONWG Ba ékave o onolodnnoTe aAo apxeio Excel.
SNUEIOVOUNE OPWG OTI eneidr) To GUANO e Ta anoTeAéoUaTa eAEyxou ONMIOUPYEITAl €K VEOU KABE popda
nou ekTeAeiTal n avrioToixn diadikaagia, ol pUBHICEIG EKTUNWONG Y1 AuTO Ba NpéEnel va enavaiappavovral.

3. 03nyiec cupunAnpPwWonG unodeiyHarog

l'evikd oTa QUANG epyaociag, ekTOC and Ta keNid (r7ou napakdTw Ba avapepovrar 1000Uvaua kai we nedid) nou
OUMNANPOVOVTAl HOVO HE anAf NANKTPOAGYNON TWV MBUUNTOV TIHWVY, UNAPXOUV Kal KEAIG MOU NAipvouV TIPEG
anod OUyKeKpIHéEvN AioTa TIHOV (UAMOTA, PETA TNV €i0000 Tou €vOeiKTn (Cursor) o€ TETOIOU TUMOU KeAId,
EUPAVICETal OXETIKO EVNHEPWTIKO Wvupa). Av nAnkTpoloynOei TiUR ekTOG AioTac, Ba u@avioTel OXETIKO PnvVUPa
Aaboug,.

Se €I0IKEC MEPINTWOEIG, ONWCG OTN CUWMNANPWON Tou AKwdikou [MoTwrikoUu Idpuuarog undpxesl duvatoTnTa
OUMNANPWONG Tou nediou BACEI TOU OVOUATOG/ NEPIYPAPNG WG €ENG:

EniAéyoups To nedio 0TO onoio NPENEl va YPAQEi 0 KWOIKOG

MaTape To ouvduaopo nAnkTpwv "Ctrl" kar "L"

Avoiyel Jia @Opa oTnVv onoia eMIAEyoupe To dvoua/neplypadr) nou eniBupoUpE
MNaTape "OK" yia va yivel n kataxwpnon n "Cancel" yia va akupWOoUE TNV EVEPYEIA

Na onueiwBei OTI 00a KeANIG €XOUV OKIQOUEVO (OVTO, &TE €ival CUPNANPWHEVA €K TWV NPOTEPWV, EITE
ouPNANP@VOVTal auTOUATa anod To cUoTNUa Kai dsv pnopei va aANa&el n TIur Touc.

AvaAuTikOTepa, aTo PUAAO pyaoiag "MFevika ZToixeia" unapxouv Ta akohouba nedia/keAid:

. Kndikog MoTwTikoU IdpUpaTog. Aiveral o TPIWRPIOG KwdIKOG apiBudg NI (KAMI) nou emAéyeTal anod
TN oxeTikn AioTa kwdikwv. Matwvrag To ouvduaopo nAnkTpwy "Ctrl" kar "L", ynopoupe va eniAéEoupe
Tov KwdIKO BAcel ovouaciag. O1 ovopaaieg eival oToIXIOPEVEG KAT' aU&ouoa ogipd, NPWTA oTa ayyAIka Kal
akoAoUBwG aTa eAANVIKA.

. MoTwTiké Idpupa. H ovopacia Tou MI gupnANp@veTal @uTOUaTa ANd TO oUaTNud, HOAIG doBei o
KwOIKOG MI.
o Hpepopnvia ZTtoixeimv. H nuepounvia nou agopolv Ta otoixeia. Ta Tpiunva divovral oav

OuVapPTNON TOU TEAEUTAIOU WAvVa TOUC (OnA. yia 1o npwro Tpiunve tou 2005 ypdpouue 31/03/2005 sva
via 10 OeuTepo 30/06/2005). ApECwC WETA TNV €loaywyn TNG TIUNG 6a ePQavioTel Wia NePIpPAcTIK
neplypa®n Tou Tpiunvou (n.x. 31 Map. 2005 1} 30 Iouv. 2005) wOTeE va €idaoTe oiyoupol OTI EyIVe
gloaywyr Tou emBupnToU pnAva avefapThTWG Twv ToniKwv pubpicewv (regional settings) Tou

unoAoyIoTH.

o A10pOwTIKA ANOOTOAR. EniAéyoups and Tn OXeTIKA AioTa «0», av NPOKEITAl yId KAVOVIKI| dnoaToAn, 1
«1», av npokeITal yia SIopBwTIKr anooToAr KAnolag NPonyouUKeVNnG.

. Ynoouotnua, 'Ekdoon Ynodeiyparog, ‘Ekdoon NMapapéTpwv. Eivar ndn npocupnAnpwpéva nedia
ano Tnv TE.

. YnoBoAn oToixeiwv os. EnAéyoups ano Tn oxeTikn Aiota "Evonoinuévn" n "Atopikn" Bdon, avaioya

ME TO €id0C Twv oToIXEiwV Nou BEAOUE va UnoBANOULE.

3To navw MEPOC Twv QUMWY epyaciag undapxouv kal Ta akolouBa nedia (ekto¢ amo ta nedia rou
enavaauBavovrai yia ErnonTiKous ovo Aoyouc ano 1o puAlo "Tevika EToixeia’).

o Appo6diog YnaAAnAog, ApiOpoG TRAEQP®VOU. ZUNNANP®VOVTAl TO OVOUATEN®VULO TOU UMEUBuvou
OUMNANPWONG TwV GTOIXEIWV KABWME Kal To TNAEPWVO ENIKOIVWVIAg Tou, avTioToixa.

o Huepopnvia ZupnAfqpwong. Aiveral n nuepounvia CUMNANP®WONG ToU UNOdelyUaTog 1 NUEPOMNvVia
TeheuTaiag ahhayng Toug.
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Ta gToixeia TNG ZuvalaypaTikng O€ong Twv GUAAWY £pyaciag cUPNANP@vVoOVTal GUHQWVA HE TIG OXETIKEG 0dnyieg
TG AENMZ.

4. 0dnyiec xpnong yia Tn diadikagia eAEyxou

O1 dUo €Aeyxol Mou MEPIYPAPOVTal OTN CUVEXEID OXETI{ovTal Aeaa, uno Tnv £vvola OTI 0 EAEYXOG UNOdEiyaTog
eival yevikOTEPOC Kal oUaIacoTIKa "nepIEXel” kal ToV EAeyXo GUAAoU. O Bacikdg AOYoC NMou Undapxel Kal o EAeyXoG o€
eninedo UANOU a@opa Tnv guxpnaoTia Kal TNV QIANIKOTNTA Npog To XpraoTn, apou dev XpelaleTal va YeTakivnoei o
aMo @UN\o epyaaiag yia va eAéyEel Gueoa KATI oTo GUANO NoU YiveTal n kaTaxwpion.

4.1 FAsyyog @®uAlou

1. Ta Tov €Aeyxo TnG opbrc ouMNANPWONG Tou QUAAoU epyaciag, €mIAEETe Tn SuvatoTnTa "EAEyXoG
®UAAOU", XpNOIKOMNOIVTAC TO AVTIOTOIXO KOUMMNAKI/EIKOVIOIO Mou BPIOKETAl OTO NAVW ApIOTEPO TUAKHA
TNG NPWTNG OEAIdAC TOU PUAAOU.

2. Me Tnv emidoyn autn, &kiva n Asimoupyia Tou nNpoypaupaToc eAéyxou yia Ta dedopéva nou undpxouv
oTO QUANO (Ta yevika oToixeia dev eAéyxovTal oe autny Tn diadikacia). AkoAouBnaTe TIC 0dNyiEg TwV
MNVUPATOV nou epgaviovtal, yia va dlopBwoesTe Ta Onold OPAANJATA OTA OTOIXEId MOU EXETE
kataxwpiosl. Ta pnvupata AaBoug nou epgavidovralr otnv o8dvn KataypagovTal €ninAéov kal oTo
@UMO "AnoTéAeopa EAEyxou" nou dnuIoupyeiTal anod To NPOypaua eAEyXou.

3. Meta Tn di10pBwon Twv Onoiwv OQAAUMATWY OTn CUMNANPwon Tou @UANoU, emIAéETE Eava To
Koupdndki/eikovidio ""EAgyXoG ®UAAOU", £w¢ OTOU eupavioTei To PNRvUpa "O €AeyXoG OAOKANP®ONKE
He emiTuyia".

4.2 ‘Eleyyog Ynodeiyuarog
1. MeTd TNV oAOKANPwON TNG CUMNANPWONG Tou QUANOU €pyaociag kar nporou anoordlel ormyv TE 10

Unodelyia EMINEETE To Koupndki/eikovidio ""EAgyXoG YNodeiyHaTog" nou BpiokeTal oTo Ndvw apiotepd
TUAMA TNG NPWTNG aeAidag Tou GUAoU "Tevika ZToIxeia".

2. Me Tnv emhoyn auTn &kivd n AsIToupyia Tou NpoypappaTog eAéyXou 0AOKANPOU ToU unodeiyaTog (OnA.
TOOO yia Ta dedopéva Tou QUAoU "Tevika ZToIxeia", 0600 kal yia Ta Oedodeva Twv AoINwWv KaTd
nepinTwon QUAwV). AkoAOUBNOTE TIG 0dNYIEG TWV HNVULATWV Nou eugavifovTal, yia va dlopbwaoeTe
TUXOV AOYIKA OQAAJATa OTa OToIXEId Nou €XeTe oUUNANPwoel. Ta pnvupaTa Adadoug nou sugavifovral
oTnv 086vn kataypdgovTal eninAéov kai aTo GUAAO "AnoTéAeopa EAEyxou" nou dnUIOUPYEITAl anod To
NpPOYPauua eAEyxouU.

3. MeTa Tn d16pbwon Tuxdv AoyIK@WV OQAAPATWV OTN GUMNARP®WGON TOU UMNodeilyuaToc, €MAEETE Eava T
duvartdTnTa "EAeyxog YnodeiypaTog", £m¢ OTou eupavioTei To pnvupa "O €AeyXoG OAOKANP®WONKE HE
emiTuyia". STo onueio auTtod WnopeiTe va eEENBETE anod To nepIBAlhov TnG epappoyng Microsoft Excel,
agou (UOIKa anoBnkeUoEeTe TIG AAAYEC, KAl va AnooTEIAETE TO CUUNANPWLHEVO (kal SI0pBWHEVO NMAEOV)
unddeiyda otnv Tpanela Tng EANGdoC,.

5. 0dnyigq yia Tn diadikacia popT®wonG NAPAHETPWV

To unddelyda nou npénel va cupnAnpwdei nepidapBavel kai kanoleg BondNTIKEG NioTeg (yia Thv wpa gival Jovo ol
KwdIkoi MioTwTikwv IdpuPdTWV) Nou BonBolv OTOV AnNOTEAECUATIKOTEPO EAeyX0 TwV dedopévwy. Eneidr ouwg
evdEXeTal auTéC ol AioTeg va alalouv (n.X. npooBnkn véou MI), undpxel avaykn yia evnUEPWON TOUG, WOTE va
KNV eppavifovral A\adn otn diadikacia eAéyxou. Ma To AOyo auTd, o€ NepINTWOEIG aAaywv, 6a anoaTéAETal ano
v TE &va veo apxeio NapaueTpwy Kai 0 EKACTOTE UNEUBUVOC anooToANG OToIXEIWV ano To kabe MI Ba npénel va
akoAouBsi Tnv napakatw diadikaacia.

5.1 Aradikaoia QopTaworns NapayeTpwv

1. 270 @UA\O "Tevika ZToixeia" nataue To koupndak "®opTwon MapapsTpwv".
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2. Apéowc PeTa avoiyel To napddupo dIaAdyou yia Tov EVTONIOUO Tou apxeiou napapeTpwv (auro Ba exer
navra ovoua BSD-PARAM.XLS). Aol To emiAéEoupe natape To koupnakl "OK" yia va Eekiviioel n
dladikacia.

3. 'Otav n diadikacia oAokAnpwdei xwpic npopAnuarta, ygavifetalr To prvupa "H diadikacia popTwong
OAOKANPWONKE pE emiITUYiA".

NapaTtnpnon: Kdbs @opd rou yiverar popTworn napaueTPwyV yiveral kai arnobrikeuor Tou urnodelyLarog.

6. Odnyieg yia TNV anooToAn ToU UnNod&eiyHaTrog

6.1 lMporeivouevn ovouaroAoyia yia To unodeiyua Excel

To Ovoua We To onoio Ba anoBnkeUsTal yia anooToAn KABs cupnAnpwpévo unodelyya Excel Ba Ekivael pe 1o
ovopa Tou unocuoTniuaTog (n.x. BSD15) kal 6a akohouBeiTal anod Tn XPovikr nepiodo oTnv onoia apopouv Td
oToixeia (n.x. 200809 yia Ta oToixeia TpiTou TpIUvou Tou 2008) kabwg kal To €ido¢ anooToAng (m.x. RO -
kavovikr, R1-npwTn diopBwTikn, R2 - delTepn SI0pBWTIKN), ...).

AnAadn o kavovac dnuIoupyiag ovopdTwy €ival 0 NApaKaT®:

BSDxx-yyyymmRn.XLS
onou:

BSD o1aBepa apyIka

Xx 0 apiBudg Tou unoouoTtnuarog (n.x. 01, 02, ...)

YYYY. 0 XpOVOG GTOV 0noio agopoUv Ta aToIxEia

mm: o Jnvag oTov ornoio agpopouv Ta OToIxXEid

R: oTabepa

m. €idoc anoaToAng (0 n kavovikn anodToAr, 1 n NpwTn dlIopBwTIKr anocToAr, 2 n deUTepn dloPBWTIKN
anooToAr K.0.K.).

lNa napadeiypa, yia To unodelyua BSDO1 pe aToixeia Tou TpiTou Tpirvou Tou 2008 Kal TNV NPWTN anoaToAr Toug
otnv TE, To apyeio Ba Aéyetal: BSD15-200809R0.XLS

6.2 YnoPoAn unodeiyuarog Heow ao@alous NAEKTPOVIKOU TaxudpouEiou

ApoU To unddeiypa Excel eheyxBei pe enituxia (nap. 4) kai evOEXOUEVWG OVOMATIOTEI BAdel TNG nponyoUHEVNG
napaypda®ou, UNnoBAAETal NAEKTPOVIKA WG £ENG:

1. XpnoigonoleiTal 0 oTaBPOC Epyaciag Nou €xel NPOETOIKACTEI yIa TNV €NiKoIvwvia pe Tnv AENZ/TE
2. Mt 1o npoypapya diaxeipiong NAEKTPovVIKoU Taxudpopeiou, dNUIOUPYEITAl £va KaivoUpio Urivupa.
3. EmiAéyeTal o napaAnnTng nou Npénel va sivat:
o deps-prod, yia To nepiBaiiov napaywyng n
o deps-test, yia To nepiBAiAov doKIPWV
4. 3 ouvéxela emouvantetal (attach) To apyeio Excel oTo prvupa kai akoAouBei n anocToAr Tou
pnvoparoc.

YnevBupion: a Tnv_ohokAnpwpévn AeIToupyid Tou ao@aloUg NAEKTPOVIKOU Taxudpousiou, NpEnsl npiv_Tnv
anogToAn Tou pnvipartog, va emiAéyovral n wngiakn unoypa@n (digital signature) kai n kpunToypdgpnon

encryption).

6.3 YnoPoAr unodeiypuarog pEow payvnTiKkou/onTiKoU HEOOU

2e EKTOKTEG NEPINTWOEIC KAl HOVO KATOMIV guvevvonong pe Tnv AENZ/TE, sivar duvatr n unoBoAr Tou
unodeiyyaTog péow SIo0KETAG R\ onTikoU diokou (CD).
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