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'EkSoon | Hpepounvia | ZxoAio
01.00.06 | 29.07.2009 | Néa €xdoan.
01.00.07 | 12.08.2009 Nea €kdoan.
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FENIKA

H nAekTpovikr unoBoArn Twv oToixeinv Ba yiveTal Yéow unodeiydaTog o Hop®r apxeiou Microsoft Excel oTo
0oroio Kal EVowPaT@vovTal npoypdupaTa yia:

1.

"EAEyX0 TNG AOYIKAC 0pBOTNTAC TWV OTOIXEIWV MOU £XOUV GUMNANPWOEL. ZKonog eival va unopondnoel Ta
MoTwTIKA IdpUpaTa (MI) oTov evioniohd TUXOV AOYIK®V N TUNOYPAQPIKOV GPAAUATWV OTa OTOIXEIQ Nou
OUMUNANPWVOUV Kal va OIEukoAUvel Tn d10pBwaory Toug Mpiv anodé Tnv anooToAr] TOU GUHNANPWHEVOU
unodeiypaTtog otnv Tpaneda Tng EANGdog (TE).

dOpTWON NAPAUETPIKWV oToixeiwv (AioTa pe MI) oto unodelyda and kataAAnAo apyeio. AuTtd 6a
OIEUKOAUVEI OTIG MEPINTWOEIG OMOU AUTOU Tou TUNou Ta aToixeia alalouv (n.x. npoabnkn véou MI) kai
Ba eival duvatr) n avavewaor| TouG WOTE va Wnv epgavifovral Aaén oTov EAeyxo.

Maparnpnosig

1.

To unodelyua kabe @opda Mou evepyornoleiTal kanoia and TIG unooTnPI{OPEVEG AEITOUPYIEC eKTeENEl Kal
£\eyxo nou EaopaAilel TNV akepaldTNTA Tou. Av dianioTwdei aloiwaon Tng dopng Tou (Mou Wnopei yia
napddeiypa va npokAnBei ot nepinTwoelg nou Oev "kAsioe!" @uaolohoyikd) dev Ba eivar duvath n
NEPAITEPW XPNon Tou. Kpiverar Aoinov avaykaio kdBe (1 va diarmpel va apxiko avriypapo Tn¢

TEAEUTAIAC EKO0OTC TOU UNOJEIYLIATOC rou Exel O0Bei ano Tnv AEMS/TE.

>€ nepinTwon nou Ta oToixeia nou 8a unoBAnBolv atnv TE nepiéxouv o@aAuarta Ba nTeital ano To NI
vEéa anoaToAr] OAou Tou unodeiypaTog e Ta diopBwiéva oToixeia (S10pBWTIKr anoaToAn).

1. NMpoiinoB£oeIg AsiITOUPYiag THV NPOYPAHHATWV EAEYXOU Kal (POPTWONG

Ma va sivar duvatn n Asimoupyia Twv NPOYPAUUAT®WV eAéyXou kal pOPTWoNG MNpEnel va Io0XUOUV oI akOAOUBEG

npoUnoBEoeic.
1. Na undpyxel eykateaTnuévn ékdoan Microsoft Excel 2000 r) vedTepn.
2. Na €xel eykataoTabei To unocvuoTnua “Visual Basic for Applications Component” (VBA) Tou Microsoft
Excel. e avTiBeTn nepinTwon napakaAoUUe PPOVTIOTE yia TNV €yKATAGTACH TOU, WOTE va €ival duvarn
n AgiIToupyia Twv NPoyPapPAT®V.
3.  H noAmkn aocgdahieiag Tou MI va eniTpénel TNV €KTEAECN NPOYPAUKATWY MOU £XOUV CUVTAXOEi We Xprion

TOU OUyKekpIpévou gpyaheiou (VBA):

o H emiloyr “Security Level” Tou Microsoft Excel va eivai puBpiopévn oto “Medium”
(rmhorjynon oro menu w¢ &g "Tools” => "Macro” => "Security”) kai 0x1 oo “High”. Apou
ONOKANPWOETE TN GUUNANPWOT Kal ToV EAEYXO TOU UNOJEIYMATOC, HMNOPEITE Va ENAVAQEPETE
Tn puBuion oto “High” av autr ATav n apxikn oag pubuion.

o KaTtd 1o "avolyda" Tou unodeiydaTtog HE TNV e@apuoyn Microsoft Excel va emAéyeTral n
€vdel€n “Enable Macros”.

2. Neprypagpn dopung unodeiyparog

To unddelyda, ONw¢ npoavapepdnke, eival oe Wop@ry BiBAiou  Epyaciac Microsoft Excel (Microsoft Excel
workbook) kai nepiAapBaver pia oipad anod GUAAa epyaoiag (worksheets) pe ouykekpipévoug poAouc. EidikoTepa
undapyouv Ta €&NGS QUANa epyaciac:

1.

Fevika Zroixeia. [epIAapBavel Ta Yevika XapakTnpIoTIKA HIAG anoaToAng aToixeiwv (n.X. kwdikog MI,
nu/via oToixeinv K.a.), kaBw¢ kai Tn duvaToTNTa eAéyxou OAoOU Tou unodeiypaTog (koupndki "EAeyxog
Ynodeiypatog" ). Eniong, kaBs gpopd nou aAAalel KATI oTIC XpnaolponoloUyevn AioTeg (opiAol, kAGdol K.a.)
unapxel dSuvaToTNTa avaveéwarng Toug (koupndaki "®opTwaon Mapauerpwv").

AnoTteAéopata EAEyxou.  Anuioupyeital gurduara kata TIG OdladikacieC eAéyxou (TOCO TOU
unodeiyaTog 600 Kal Tou UANOU) Kal NepIEXEl NAnpogopiakd pnvupara kal meava pnvuparta Adéoug
Mou NPOKUMNTOUV KATA Tov EAeyxo.

HAeKTpPOVIKI) UNOBOAT OTOIXEIWV >ehida 4



3. M.I. BondnTikn AioTa nou nepiéxel kwdikd kal ovopaaia MI, oToixeia XpnoigonoiouvTal oTov EAEYXO
0pBoTNTAG Twv avTioTolXwv NeditV Nou eueavifovral oTo unodelypa.

NapaTnpnosig

1. KdBe @opd nou yiveral €k veou E€AeyXoC f QOPTwON oToIXEiwv dlaypdPovTal Ta neEPIEXOHEVA TV
naAai®v GUAA®V anoTEAEOUATWY, £T01 WOTE OE KABE OTIYUN va (aivovTal Td nio Npooeara.

2. Kabe £va and Ta QUAAa epyaciac pnopei va ekTunwdei kai gival aTn dIAKPITIK EUXEPEIA TOU XPNOTN va
KaBopioel TIC ENIBUPNTEG NAPAUETPOUG eKTUNWONG, ONwG Ba ékave o onolodnnoTe aAo apxeio Excel.
SNUEIOVOUNE OPWG OTI eneidr) To GUANO e Ta anoTeAéoUaTa eAEyXou ONUIOUPYEITAl €K VEOU KABE (popda
nou ekTeAeiTal n avrioToixn diadikaagia, ol pUBHICEIG EKTUNWONG Y1 AuTO Ba Npénel va enavaiappavovrai.

3. 03nyiec cupunAnpPwong unodeiyHarog

M'evikd oTa QUANa epyaociag, ekTOC and Ta keNid (r7ou napakdTw Ba avapepovral 1000Uvaua kai we nedia) nou
oupnANpwvovTal HOVo PE anAn NANKTPOAGYNON TWV €NIBUUNTOY TIHWV, UNAPXOUV Kal KENIA MOU NAipvouV TIHEG
anod OUyKekpIgévn AioTa TIH®V (UAMOTa, PETA TnVv €i0od0 Tou evOeikTn (cursor) o€ TETOIOU TUMOU KeAId,
£UPAVICETal OXETIKO EVNUEPWTIKO Wrivupa). Av nAnkTpohoynOsi Tiun ekTOC AioTacg, Ba eu@avioTel OXETIKO Pvupa
Aabouc.

>e eIIKEC MEPINTWOEIG, ONWC OTN CUMNANPWON Tou AKwdikou [MoTtwrikou Idpuparog undpyel duvaTtoTnTd
OUMNARPWONG Tou Nediou BACEI TOU OVOUATOG/NEPIYPAPNG WG €ENG:

EniAéyoupe To nedio oTo onoio NPENEl va YPagei 0 KWIIKOG

MaTape To ouvduaouo nAnkTpwv "Ctrl" kar "L"

Avoiyel pia @Opa oTnv onoia eNIAEyoupe To dvopa/neplypadr) nou eniBUoUlE
MNatape "OK" yia va yivel n kataxwpnon n "Cancel" yia va akupwOooule TNV EVEPYEIA

Na onueiwBei OTI 60a KeANIG €XOUV OKIQOWEVO (OVTO, &TE €ival CUMPNANPWHEVA €K TWV NPOTEPWV, EITE
ouPNANP@VOVTAl auTOUATa ano To cUoTNUa Kai dsv pnopei va aANa&el n Tir Touc.

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

. Kndikog MoTwTikoU IdpUHaTog. Aiverdl o TRIWAPIOG KwdIKOG apiBudg NI (KAMI) nou emiAéyeTal and
TN OXETIKNA AioTa KwdIKwv. MNatwvrag To ouvduacuo nAnkTpwyv "Ctrl" kai "L", pnopoUpe va enmAeEoupe
Tov KwdIKO BAcel ovouaciag. O1 ovopaaieg eival oToIXIOPEVEG KT’ aUgouoa ogipd, NPWTA 0Ta ayyAIka Kal
akoAoUBwG oTa eAANVIKA.

. MoTwTiké Idpupa. H ovopacia Tou MI guPNANPWVETAlI AUTOUATA ANO TO ouaTNud, HOAIG doBei o
KwOIKOG MI.
o Hpepopnvia ZToixeiowv. H nuepounvia nou agopolv Ta otoixeia. Ta Tpiunva divovralr oav

ouvapTNON Tou TeAeuTaiou prva Toug (OnA. yia 1o npwro Tpiunvo Tou 2005 ypdpouue 31/03/2005 v

via 10 Oeutepo 30/06/2005). ApECwC WPETA TNV €loaywyn TNG TIUNAG 6a €PpavioTel Jia NeEPIPPACTIKH
nepiypa®n Tou Tpiunvou (n.x. 31 Map. 2005 1} 30 Iouv. 2005) wOTeE va €idaoTe oiyoupol OTI EyIVeE

gloaywyr] Tou emBupnTol prAva avefapThTwG Twv Tonikwv pubpicswv (regional settings) Tou

unoAoyioTm.

o A10pOwTIKA ANOOTOAR. EniAéyoups and Tn OXeTIkn AioTa «0», av NPOKEITAl YId KAVOVIK anoaToAn, 1
«1», av npoKeITal yia SIopBwTIKr anooToAr KAMoIAg NPonyouUKEVNG.

. Ynoouotnpua, ‘Exkdoon Ynodeiyparog, 'Exkdoon NMapapéTpwv. Eival ndn npoocupnAnpwpéva nedia
ano Tnv TE.

. YnoBoAn oToixeiwv oe. EnAéyoupe ano Tn oxeTikn Aiota "Evonoinuévn" f "Atopikn" Bdon, avakoya

ME TO €id0C TwV oToIXEiwV Nou BEAOUKE va unoBAAoUE.

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

o Appo6diog YnaAAnAog, ApiOpuoGg TRAEQP®VOU. ZUUNANPWVOVTAl TO OVOUATENMVULO TOU UNEUBuvou
OUMNANPWONC TwV GTOIXEIWV KABWE Kal To TNAEPWVO ENIKOIVWVIAG Tou, avTioToixa.

o Huepopnvia ZupnAfqpwong. Aiveral n nuepounvia CUMNANPWONG ToU UNOdelyUaTog 1 nUEpPOMNvia
TeheuTaiag ahhayng Touc.
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4. 0dnyiec xpnong yia Tn diadikagia eAEyxou

01 dUo €Aeyxol Mou MePIYPAPOVTal OTN CUVEXEID OXETI{ovTal AUeaa, uno Tnv £vvola OTI 0 EAEYX0G UNodeiyaTog
gival yevikOTEPOG kal oUaIaoTIKA "nepIEXel” kal TOV EAeyX0 GUAAoU. O Bacikdg AOYoC NMou undapxel Kai o ENeyXoG o€
eninedo UANOU a@opa Tnv guxpnaoTia Kal TNV QINKOTNTA Npog To XproTn, apol dev XpelaleTal va PeTakivneei o
aM\o @UMo epyaaiag yia va eAéyEel aueoa kAT oTo GUANO NoU YiveTal n kaTaxwpion.

4.1 FAsyyog @uAlou

1. Ta Tov €Aeyxo TnG opbrc CUPNANPWONG Tou QUAAOU epyaciag, €mAeETe Tn duvatotnTa "EAEyxXog
®UAAOU", XpNOIKOMNOIOVTAG TO AVTIOTOIXO KOUMMNAKI/EIKOVIOIO Mou BPIOKETAl OTO NAVW ApIOTEPO TUAKMA
TNG NPWTNG OEAIDAC TOU PUAAOU.

2. Me v emidoyn autn, &kiva n Asiroupyia Tou nNpoypaupaToc eAéyxou yia Ta dedopéva nou undapyxouv
oTo QUANO (Ta yevika oToixeia Oev eAéyxovTal g€ auTh Tn diadikacia). AKOAoUBNnOTE TIC 0dNYIEG TV
MNVUPATOV nou epgavidovtal, yia va OlopBwoeTe Ta Onola OPAAMJATA OTA OTOIXEId MOU EXETE
kataxwpiosl. Ta pnvopata AaBoug nou epgavilovral oTtnv oB8dvn kataypagovtal eninAéov kal oTo
@UMo "AnoTéAeopa EAEyxou" nou dnuioupyeital anod To Npoypappa eAEyxou.

3. Merd Tn 0I10pBwon Twv Onoiwv OQAAUATWY OTn OCUMNANPwon Tou QUANoU, €mIAéETE &ava To
Koupnaki/eikovidlo "EAgyxog ®UAAOU", £w¢ OTOU £uPavIOTE TO Pvupa "O €AEYX0G OAOKANP®OONKE
He emiTuxia".

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

Unodelyia eMINEETE To Koupndki/eikovidio ""EAgyXoG YNodeiyHaTog" nou BpiokeTal oTo Ndvw apiotepd
THRAKA TNG NPWTNG 0eAidag Tou GUAou "Fevika ZToixeia".

2.  Me Tnv emhoyn auTn &kivd n AsIToupyia Tou NpoypappaTog eAéyXou oAOKANPOU Tou unodeiyuatog (OnA.
TOOO yia Ta dedopéva Tou QUANoU "Tevika@ ZToixeia", 600 kal yia Ta dedopéva Twv AoV katd
nepinTwon QUAAwV). AkOAOUBNOTE TIG 0dNyiEg TwV KNVULATWV Nou eugavidovTal, yia va diopdwoeTe
TUXOV AoyikG oQAAJATa oTa OTOIXEId NOU EXETE GUMNANPWOEL. Ta pnvudaTta AdBoug nou spgavidovTal
oTnv 08ovn kataypdgovTal eninAéov kai oTo GUAAO "AnoTéAeopa EAéyxou" nou dnuioupyeital anod To
npoypappa eAéyxou.

3. MeTa Tn d16pbwon Tuxdv AoyiKwV OQAAPATWV OTN GUMNARPWGON TOu unodeiyuaToc, eMAEETE &ava T
duvartdTnTa "EAeyxog YnodeiyuaTog", £m¢ OTou eupavioTei To pnvupa "O EAeyXoG OAOKANP®WONKE HE
emiTuyia". 3To onueio auTtod WnopeiTe va eEENBETE anod To nepIBAlhov TnG epappoyng Microsoft Excel,
a@ouU QuUaOIKa anoBbnkeUoETE TIC AANAYEC, KAl va ANOCTEIAETE TO CUUNANPWHEVO (kal OIopBwHEVO NAEOV)
unoddeiyda otnv Tpdanela Tng EANadoC,.

5. 0dnyigq yia Tn diadikacia popT™WoNnG NAPAHETPWV

To unddelyda nou npénel va cupnAnpwBei nepidapBavel kai kanoleg BondnTIKEG NioTeg (yia Tnv wpa gival Jovo ol
KwOIkoi MioTwTikwv IdpUPATWVY) Nou BonBolv OTOV AnoTEAECHATIKOTEPO EAEyX0 TwV dedopévwyv. Eneidn opwg
evOEXETAI QUTEC ol NioTeg va ahhalouv (n.X. npoadbnkn véou MI), unapxel avaykn yia EVNUEPWON TOUG, WOTE vda
pnv epgavifovral Aadn orn diadikacia eAéyxou. Ma To AOyo auTod, o€ NepINTWOEIG aAaywv, 6a anoaTéNETal ano
Tnv TE éva veo apxeio NapaueTpwy Kal 0 EKAoTOTE UNeUBUVOC anooToANG aToixeiwv anod To kabe MI Ba npénel va
akoAouBsi Tnv napakatw diadikaoia.

5.1 Aradikaoia popTaworns NapayeTpwv

1. Z1o QUAMO "Fevika ZToixeia" natdye To koupndki "®opTwon MNapapsrpuv'.

2. ApEowc PETA avoiyel To napdbupo dlIaAdyou yia Tov EVTONIOPO TOU dpxeiou napauétpwv (auro Ba exer
navra ovoya BSD-PARAM.XLS). AQouU To €nIAeEoupe naTdue To koupnakl "OK" yia va Ekivioel n
dladikaoia.
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3. 'Otav n diadikacia oAokAnpwOei xwpic npopAnuarta, yeavifetar To prvupa "H diadikacia popTmong
OAOKANP®WONKE HE emiTUYiA".

NapaTtnpnon: Kdbs @opd rnou yiverar popTwor napaueTPwy yiveETal kal arnobrikeuor Tou urnodElyLaro.

6. Odnyieg yia Tnv anooToAn Tou UNod&eiyHaTrog

6.1 lMporeivouevn ovouaroAoyia yia To unodeiyua Excel

To Ovopa Pe To onoio Ba anoBnkeUsTal yia anooToAn KABs cupnAnpwpévo unodelyya Excel Ba Ekivael pe 1o
ovopa Tou unocuoTiuaTog (n.x. BSD20) kal 6a akohouBeiTal anod Tn XPovikr nepiodo oTnv onoia apopouv Td
oToixeia (n.x. 200906 yia Ta oToixeia deUTEpoU TpIUrvou Tou 2009) kabw¢ kal To €idog anooToAng (n.x. RO -
kavovikr}, R1-npwTn diopBwTikr, R2 - 6eUTepn dI0pBwTIKN, ...).

AnAadn o kavovag dnuIoupyiag oVOUATwWV €ival 0 NApaKaT®:

BSDxx-yyyymmRn.XLS
ornou:

BSD o1aBepa apyIka

XX 0 apiBuog Tou unoouaTtnyarog (n.x. 01, 02, ...)

YYYY. 0 XpOVOC GTOV 0noio agopoUv Ta aToIxEia

mm: o Jnvag oTov ornoio agpopouV Ta OToIXEId

R: o1abepa

m. €idoc anoaToAng (0 n kavovikr anooTtoAn, 1 n NpwTn d10pBwTIKr) anooToAr), 2 n deUTepn dIOPBWTIKN
anooToAr K.0.K.).

Ma napadeiyya, yia To unddeiypda BSD20 pe aToixeia Tou TpiTou TpIpfvou Tou 2009 kal TRV NpwTN anogToAr Toug
otnv TE, To apyeio 8a Aéyetai: BSD20-200906R0.XLS

6.2 YnoPoAn unodeiyuarog Heow ao®palous NAEKTPOVIKOU Taxudpouciou

ApouU To unddeiyua Excel eheyxBei pe enituyia (nap. 4) kai eVOEXONEVWG OVOMATIOTEI BACEI TNG NPONYOUMEVNG
napaypd@ou, UnoBAMETal NAEKTPOVIKA wG £ENG:

1. XpnoigonoigiTal 0 oTaBPOG Epyaciag nNou £Xel NPOETOIMACTEI yia TNV €nikovawvia pe Tnv AENZ/TE
2. Mt 1o npoypappa diaxeipiong NAEKTPOVIKOU Taxudpopeiou, dNUIOUPYEITAl £va KAivoUuplo Yrivupa.
3.  EmiAéyeTal o napaAnnTng nou npenel va sivat:
o deps-prod, yia To nepiBaliov napaywyng n
o deps-test, yia To nepiBAriov doKIPWV
4. 3 ouvéxela emouvantetal (attach) To apyeio Excel oTo privupa kai akoAouBei n anooToAr Tou
MnvUParToc.

YnevBupion: Ma Tnv_oAokAnpwpévn AsiToupyia Tou ao@aloUc NAEKTPOVIKOU Taxudpopeiou, npénel npiv_Tnv
anooTOAr TOU PNvVUUATOC, va £MAEYOVTdl f 1akr unoypa@n (digital signature) kai n kpunToypa

(encryption).

6.3 YnoPoAr unodeiyuarog pEow payvnTiKkou/onTiKoU IEOOU

2e EKTAKTEG NEPINTWOEIC KAl HJOVO KATOMIV guvevvonong pe Tnv AENZ/TE, sivar duvatn n unoBoAr Tou

unodeiyuaTog YEow SICKETAG | onTikoU diokou (CD).
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