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FENIKA

H nAekTpovikr) unoBoAn Twv oToixeiwv Ba yiveTal Yéow UnodeiydaTog o HopPr apxeiou Microsoft Excel oTo
0oroio Kal EVowpaT@vovTal npoypduuaTa yia:

1.

‘EAgyx0 TnG Aoyikng opBOTNTAG TWV OTOIXEIWV NOU £Xouv CUPNANPwWOEi. Zkonog sival va unoBondnaoel Ta
MoTwTikd IdpUpaTta (MI) oTov evioniopd TUXOV AOYIKGV I TUNOYPAPIKOV GPAAUATWV OTA OTOIXEIQ Nou
OUMNANP®VOUV Kal va dicukoAUvel Tn di10pBwaor Toug MpIv dno Tnv danocTOoAR] TOU GUHNANPWHEVOU
unodeiypaTog oTnv Tpdnela Tng EAadog (TE).

OOpTwoN NapapeTpikwv oToixeiwv (AMioTta pe MI) oTto unodelyuya and kataMlnAo apyeio. AuTo 6a
OIEUKOAUVEI OTIG NEPINTWOEIG OMOU auTou Tou TUNou Ta aToixeia aAkafouv (n.X. npoaBrkn véou MI) kai
0a eival duvatr) N avavewaor| ToUuG WOTE va Jnv gugavifovral Aadn oTov EAeyXo.

Maparnpnosig

1.

To unodelyua kabe @opda Mou evepyonoleiTal kanola and TIG unooTnPI(OPEVEG AEITOUPYIiEC eKTENEI Kal
£\eyxo nou Eaopalilel TNV akepaldTNTA Tou. Av dianioTwBei aloiwan Tng dopnc Tou (Nou Wnopei yia
napadeiypa va npokAnBei ot nepinTwoelg nou Oev "kAsioe!" @uaolohoyika) dev Ba eivar duvarth n
NEPAITEPW XPNon Tou. Kpiverar Aoindv avaykaio kdBe (1 va diarnpel va apxiko avriypapo Tn¢

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

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

1. NMpolinoBéoeIg AsiITOUPYiag THV NPOYPAHHATWV EAEYXOU Kal (POPTWONG

Ma va eivar duvatr n AsIToupyia TWV NPOYPAUMAT®WY EAEYXOU Kal QOPTWONG NPEMel va IoxUouv ol akdAoubeg

npoUnoBEoeic.
1. Na undapyel eykateoTnuévn €kdoan Microsoft Excel 2000 fy veoTepn.
2. Na £xe eykataoTaBei To unocuoTnua “Visual Basic for Applications Component” (VBA) Tou Microsoft
Excel. e avTiBeTn nepinTwon napakaAoUUE PPOVTIOTE yia TNV €yKATAGTACH TOU, WOTE va €ival duvatn
n AsIToupyia Twv NPoypappaTwy.
3.  H noANmikn aopdaieiag Tou MI va eniTpénel TNV €KTEAEON NPOYPAUKATWV MOU £XOUV CUVTAXOEi We Xprion

TOU OUyYKekpIpEvou epyaheiou (VBA):

. H emidoyn “Security Level” Tou Microsoft Excel va eivai puBpiopévn oto “Medium”
(mhorjynon oro menu w¢ &g "Tools” => "Macro” => "Security”) kai 0x1 aTo “High”. Apou
OAOKANPWOETE TN GUUNANPWON Kal ToV EAEYX0 TOU UNOJEIYHATOC, HMNOPEITE VA ENAVAQEPETE
Tn puBuion oTo “High” av autr ATav n apxikn oag pubuion.

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

2. Neprypagpn dopung unodeiyparog

To unddelyya yia To unooUoTnHa TNG SuvalaydaTikng ©éong, onwc npoava@eépBnke, gival o pop@r BiBAiou
Epyaciag Microsoft Excel (Microsoft Excel workbook) kai nepidappavel pia osipd and @UAAG epyaciag
(worksheets) e ouykekpipévouc poAouc. EidikdTepa undpyouv Ta €ENG GUANG pyaaiac:

1.

Fevika ZToixeia. MepiAapBavel Ta yevika XapakTnpIoTIKA HIAG anoaToAng aToixeiwv (n.X. kwdikog MI,
nu/via oToixeinv K.a.), kKaBw¢ kai Tn duvatoTnTa eAéyxou OAOU Tou unodeiypaTog (Koupndakl "EAeyxog
Ynodeiypatog" ). Eniong, kaBes gpopd nou aAalel KATI oTIC XpnolponoloUyevn AioTeg (opiAol, kAGdol K.a.)
unapxel dSuvaToTNTa avaveéwarng Toug (koupnaki "®optwaon MapaueTpwv").

AnoteAéopara EAéyxou.  Anuioupysital gurduara kata TIG dladikacieG eAéyxou (TOCO TOU
unodeiyaTog 600 Kal Tou UANOU) Kal NePIEXEl NANPo@opIakd PnvupaTa kai méavda pnvupara Addoug
Mou NPOKUMNTOUV KATA Tov EAeyxo.

HAeKTpOVIKI) UNOBOA OTOIXEIWV >ehida 4



3. M.I. BondnTikn AioTa nou nepiéxel kwdikO kal ovopaaia MI, oToixeia XpnoigonolouvTal oTov EAEYX0
0pBOTNTAG Twv avTioTolXWV Nedi®V Nou gUeavifovtal oTo unodelypa.

NapaTnpnoeig

1. KdBe @opd nou yiverar €k véou E€AeyXog f QOPTwON oToIXEiv diaypdgovTal Ta neEPIEXOPEVA TV
NaAai®v QUAA®V AnoTEAEOUATWY, £TOI WOTE OE KABE OTIYUN va (paivovTal Ta nio Npooearda.

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

3. 03nyiec cupunAnpPwWonG unodeiyHarog

l'evikd oTa QUANG epyaociag, ekTOC and Ta keNd (r7ou napakdTw Ba avapepovral 1000Uvaua kai we nedig) nou
OUMNANpwVOVTal HOVO PE anAfn NANKTPOAGYNON TWV €NIBUUNT®Y TIHWV, UNAPXOUV Kal KENIG MOU NAipvouV TIHEG
anod OUYKeKpIHEVN AioTa TIHOV (UAMOTa, PETA TnVv €i0od0 Tou evOeikTn (cursor) o€ TETOIOU TUMOU KeAId,
£UPAVICETal OXETIKO EVNUEPWTIKO Wrvupa). Av nAnkTpohoynOsi TIUf ekTOC AioTacg, Ba eu@avioTel OXETIKO Wrvupa
Aaboug,.

Se IdIKEG MEPINTWOEIC, ONWG OTn CUUNANPWON Tou Awdikou [MioTwTikou I0puuarog, undapxel duvatotnTta
OUMNANPWONG Tou nediou BACEI TOU OVOUATOG/ NEPIYPAPNG WG €ENG:

EniAéyoups To nedio 0TO onoio NPENEl va YPAQei 0 KWOIKOG

MaTape To ouvduaouo nAnkTpwv "Ctrl" kar "L"

Avoiyel pia popua aTnv onoia eMNIAEYOUKE To OvVORa/nNepypa®ry nou enBUPoUPE
MNatape "OK" yia va yivel n kataxwpnon n "Cancel" yia va akupwOooUUE TNV EVEPYEIQ

Na onueiwBei OTI 600a KeANIG £XOUV OKIQOUEVO (OVTO, &iTE €ival CUPNANPWHEVA €K TWV NPOTEPWV, EITE
oupnANP@VOVTal auTOUaTa anod To cUoTNnua Kai dsv pnopei va aANGEsl n Tiur Touc.

AvaAuTikoTepa, aTo PUAAO pyaoiag "Mevika ZToixeia" unapxouv Ta akohouba nedia/keAid:

. Kndikog MoTwTikoU IdpUpHaTog. Aiveral o TpIWRPIoG KwdIKOG apiBudg NI (KAMI) nou enmiAéyeTal and
TN OXETIKNA AioTa Kwdikwv. MNatwvrag To ouvduaouo nAnkTpwv "Ctrl" kai "L", pnopoUpe va enmiAéEoupe
Tov KwdIKO Bdoel ovopaaiag. O1 ovouaadieg ival oToIXIoPEVEG KaT' al&ouoa osipd, NPWTA 0Td ayyAIka Kal
akoAoUBwG oTa eAANVIKA.

o MoTwTikO Idpupa. H ovopacia Tou MI gupnAnp@veTal @uToUaTa anod To ouaTnud, HOAIG doBei o
KwOIKOG MI.
o Hpepopnvia ZTtoixeiwv. H nuepounvia nou agopolv Ta aotoixeia. Ta Tpiunva divovrar oav

ouvVapTNON Tou TEAEUTAIOU WAva Toug (dnA. yia 1o rpwro 1piunvo Tou 2005 ypdpouus 31/03/2005 va
via 10 Oeutepo 30/06/2005). ApECwC WETA TNV €loaywyn TNG TIUNG 6a €PpavioTel Yia NePIPPACTIK
neplypa®n Tou Tpiunvou (n.x. 31 Map. 2005 1} 30 Iouv. 2005) wOTE va €idaoTe oiyoupol OTI EyIVeE
gloaywyr Tou emBupnToU pnRva avefapThTwG Twv ToniKwv pubpicewv (regional settings) Tou

unoAoyioT.

o A10pOwTIKA ANOOTOAR. EniAéyoups and Tn OXeTIKA AioTa «0», av NPOKEITAl YIA KAVOVIKI anoaToAn,
«1», av npdkeITal yia SIopBwTIKr anooToAr KANoIag NPonyouUKeVNG.

o Ynoouotnua, ‘Ekdoon Ynodeiyparog, ‘Ekdoon NMapapérpwv. Eivar ndn npooupninpwpéva nedia
ano Tnv TE.

o YnoBoAn oToixeimv o€. EniAéyoupe anod Tn oxeTikn AioTa "Evonoinuévn” ) "ATopikn" Bacn, avaloya

ME TO €id0C TwV OToIXEIwV Nou BENOUKE va UNoBAAOULE.

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

o Appo6diog YnaAAnAog, ApiOpoG TRAEQP®VOU. ZUNNANP®VOVTAl TO OVOUATEN®VULO TOU UMEUBuvou
OUMNANPWONG TwV OTOIXEIWV KABWE Kal To TNAEPWVO ENIKOIVWVIAg Tou, avTioToixa.
o Hpepopnvia ZupnAfpwong. Aivetal n nuepounvia cupnAnpwong Tou unodeiydaTog r nuepopnvia

TeheuTaiag aAAayng Toug.
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Ta gToixeia TNG ZuvalaypaTikng O€ong Twv GUAAWY £pyaciag CUPNANP®VOVTAl GULPWVA KE TIG OXETIKEG 00nyieg
NG AENMZ.

4. 0dnyiec xpnong yia Tn diadikagia eAEyxou

O1 U0 £Aeyxol MOU MEPIYPAPOVTAl OTN CUVEXEIQ OXETICOVTaAl APeoa, unod Tnv €vvola OTI 0 EAEYXOC UMOJEIYHATOG
gival yevikOTEPOC Kal ouaIacoTIKa "nepIEXel” kal Tov EAeyXo GUANoU. O Bacikdg AOYoC NMou Undapxel Kal o EAeyXoG o€
eninedo UANOU a@opa Tnv guxpnaoTia Kai TNV QINKOTNTA Npog To XproTn, apol dev XpelaleTal va PeTakivnBei o
aM\o QUM epyaaiag yia va eAéyEel Gueoa kAT oTo GUANO NOU YiveTal n kKaTaxwpion.

4.1 FAsyyog @®uAlou

1. Ta Tov €Aeyxo TnG opbrc oUMNANPWONG Tou @UAAoU epyaciag, €mIAeETe Tn SuvatotnTa "EAEyXog
®UAAOU", XpNOIKOMNOIOVTAC TO AVTIOTOIXO KOUMMNAKI/EIKOVIOIO Mou BPIOKETAl OTO NAVW ApIOTEPO TUAKA
TNG NPWTNG OEAIDAC TOU PUAAOU.

2. Me tnv emidoyn autn, &kiva n Asiroupyia Tou nNpoypaupaTog eAéyxou yia Ta dedopéva nou undpyouv
oTo QUANO (Ta yevika oToixeia Oev eAéyxovTal ge auTh Tn diadikacia). AKOAOUBNOTE TIC 0dNYIEG TV
MNVUPATOV nou epgavidovtal, yia va dlopBwoeTe Ta Onold OPAANJATA OTA OTOIXEId MOU EXETE
kataxwpiosl. Ta pnvopata AdBoug nou epgavidovral oTtnv 08dvn kataypagovTal eninAéov kal oTo
(UMo "AnotéAeopa EAEyxou" nou dnuioupyeital anod To npdypappa eAEyxou.

3. Meta T d10pBwon Twv Onoiwv OQ@AAUATWY OTn CUPNANPwon Tou @UA\ou, enmiNéETe Eava To
Koupndaki/eikovidio ""EAgyxog ®UAAOU", £0G OTOU eupavioTei To PRvUpa "O €AeyXoG OAOKANP®MONKE
He emiTuyia".

4.2 ‘EAeyyog Ynodeiyuarog
1. MeTrd Tnv oAOKANPwON TnG CUMNANPWONG Tou QUANOU €pyaciag kar nporou anodrdlel ormyv TE 10

Unodelyia EMINEETE To Koupndki/eikovidio ""EAEyX0G YNoJeiyHaTog" nou BpiokeTal oTo Navw apiotepd
TUAMA TNG NPWTNG aeAidag Tou GUAoU "Tevika ZToixeia".

2. Me Tnv emhoyn auTn &kivd n AsIToupyia Tou NpoypappaTog eAéyXou oAOKANPOU ToU unodeiyuaTog (OnA.
TO0O yia Ta dedopéva Tou QUANoU "Tevika@ ZToixeia", 600 kal yia Ta dedopéva Twv AoInwv katd
nepinTwon QUAAwWV). AkOAOUBNOTE TIG OdNYiEG TwV KNVULATWV Nou eugavidovral, yia va SiopdwoeTe
TUXOV Aoyikd oAAJATa OTa OTOIKEId NOU EXETE GUUNANPWOEL. Ta pnvudaTta AdBoug nou spgavidovral
oTnv 08ovn kataypdgovTal eninAéov kai aTo GUAAO "AnoTéAeopa EAéyxou" nou dnuioupyeiTal ano To
NPOYPauua eAEyxou.

3. MeTa Tn d16pbwon TuxOV AoyIK@WV OQAAPATWY OTN GUMNARPW®WGON TOU UNodeilyuaToc, £MIAEETE Eava Tn
duvatotnTa "EAeyxog YnodeiyaTog", éwg OTou gupavioTei To pnvupa "O €éAeyXoG OAOKANP®WONKE HE
emITuyia". 3To onueio auTtod WMopeiTe va eEENBETE anod To nepIBalhov TnG epappoyng Microsoft Excel,
a@oU QuUOIKa anoBbnkeUOETE TIC AANAYEC, KAl va ANOCTEIAETE TO CUUNANPWHEVO (Kal JIopBwHEVO NAEOV)
unoddeiyda otnv Tpanela Tng EANGdoc,

5. 0dnyigq yia Tn diadikacia popT®wonG NAPAHETPWV

To unodelyya nou npenel va cuunAnpwBei nepidauBavel kal kanoleg BondnTIkEG AioTeg (yia Tnv wpa eival pdvo ol
KwdIkoi MioTwTikwV IdpUPATWY) Nou BonBolv OToV AnoTEAECHATIKOTEPO EAeyX0 TwV dedopévwyv. Eneidn opwg
evdEXETal AuTEG ol AioTeg va ahhalouv (n.X. npoadnkn véou MMI), undpxel avaykn yia eVvNPEPWAN TOUC, WOTE va
MNV gpgavidovral Aan otn diadikaoia eAéyxou. TMa To AOYo auTo, 0€ NePINTWOEIC aAAaywv, Ba anooTEAETal anod
Tnv TE €va veo apyeio NapapéTpwy Kal 0 EKAoTOTE uneUBUVOG anooTOANG OTOIXEIwV anod To kabe MI Ba npénel va
akoAouBsi Tnv napakatw diadikaacia.

5.1 Aradikaoia @opTeworns NapaueTpwv

1. 270 @UA\O "Tevika ZToixeia" nataue To koupndak "®opTwon MapapsTpwv".
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2. ApEowc PeTA avoiyel To napddupo dlIaAdyou yia Tov eVTONIOHO Tou apxeiou napaueTpwv (auto Ba exer
navra ovoua BSD-PARAM.XLS). Aol To emiAéEoups natape To koupnakl "OK" yia va Eekiviiosl n
dladikaoia.

3. 'Otav n diadikacia oAokAnpwdei xwpic npopAnuara, ygaviferar To prvupa "H diadikacia popTwong
OAOKANP®ONKE HE EMITUXIA".

Napatnpnon: Kdbe popd riou yiverar popTwor NapaueTpwV yiveral Kai arnobrkeuar) Tou Unodelyuarog.

6. Odnyieg yia TNV anooToAn ToU UnNod&eiyHaTrog

6.1 lMporeivouevn ovoparoAoyia yia To unoderyua Excel

To 6vopa We To onoio Ba anoBnkeUsTal yia anooToAn KABs cupnAnpwpévo unodelyya Excel Ba Ekivael pe 1o
ovopa Tou unocuoTtniuaTog (n.x. BSD17) kai 6a akohouBeiTal anod Tn XPoviKr nepiodo oTnv onoia apopouv Ta
oToixeia (n.x. 200809 yia Ta oToixeia TpiTou TPIUfvou Tou 2008) kabwg kal To €idog anooToAng (n.x. RO -
kavovikn, R1-npwTn diopBwTikr, R2 - 6eUTepn dI0pBWTIKN, ...).

AnAadn o kavovac dnuioupyiag ovopdTwy £ival 0 NapakaTw:

BSDxx-yyyymmRn.XLS
onou:

BSD o1aBepa apyIka

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

YYYY. 0 XpOVOG GTOV 0noio agopoUv Ta OToIxEia

mm: o Jnvag oTov ornoio agpopouV Ta OToIxXEid

R: oTabepa

m. €idoc anoaToAng (0 n kavovikn anoaToAr, 1 n NpwTn dlIopBwTIKr anoaToAr, 2 n deUTepn dIoPBWTIKN
anooToAr K.0.K.).

lNa napadeiypa, yia To unodelyua BSD17 pe aToixeia Tou TpiTou Tpirvou Tou 2008 Kal TV NPwTN anoaToAr Toug
otnv TE, To apxeio Ba Aéyetai: BSD17-200809R0.XLS

6.2 YnoPoAn unodeiyuarog Heow ao@alous NAEKTPOVIKOU TaxudpouEioU

ApoU To unddeiypa Excel eheyxBei pe enituyia (nap. 4) kar evOEXOUEVWG OVOMATIOTEI BAdel TNG NponyoUHEVNG
napaypda®ou, unoBAMETal NAEKTPOVIKA WG EENC:

1. Xpnolgonoleital o oTaBPOC Epyaciag nou Exel NPOETOINACTE yIa TNV €NiKoIvwvia pe Tnv AENZ/TE
2. Mt To npoypapya diaxeipiong NAEKTPovIKoU Taxudpopeiou, dnUIOUPYEITAl £va KaivoUuplo Jrivupa.
3. EmiAéyeTal o napaAnnTng nou npenel va sivat:
. deps-prod, yia To nepIBAlov napaywyng n
o deps-test, yia To nepiBArAov doKIPWV
4. 3 ouvéxela emouvantetal (attach) To apyeio Excel oTo prjvupa kai akoAouBei n anooToAr Tou
MnvUParToc.

YnevBupion: a Tnv ohokAnpwpévn AeIToupyid Tou ao@aloUg NAEKTPOVIKOU Taxudpopsiou, NpEnsl npiv_Tnv
anogToAn Tou pnvipartog, va emAéyovral n wngiakn unoypan (digital signature) kai n kpunToypdgpnon

(encryption).

6.3 YnoPoAr unodeiyparog peow payvnTiKkou/onTiKoU IEoOU

2e EKTOKTEG NEPINTWOEIC KAl HOVO KATOMIV guvevvonong pe Tnv AENZ/TE, sivar duvartr n unoBoAr Tou

unodeiyyaTog péow SIOKETAG R\ onTikoU diokou (CD).
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