AOMH ANAZXOAHZHX
KAI XTAAIOAPOMIAZX

MANENIZTHMIOY MAKEAONIAX

I[TPAEH:
«Aopr AaoxoAnong xat Xtadiodpopiag (A.A.XTA.) ITavemotnpioo Makedoviag»
Kwdwog MIS 327465

YITOEPTO:
«Aopn AtaoxoAnong xat Xtadodpopiag (A.A.XTA.) ITavemotnpioo Makedoviag»
Kat a/a «01»

EIMXEIPHXIAKO ITPOTPAMMA:
«Exnaidevon kat Awa Bioo Mabnon» (E.IL.LE.A.B.M.) 2007-2013
Ynoopyeio ITawdeiag, Ava Bioo Mabnong xat @pnokeopdrov

AEONAZ [IPOTEPAIOTHTAZX 5:

«Avapabpion TV COOTNPRATOV APYIKNG ENAYYEARATIKIG KATAPTIONG KAl EMAYYEAPLATIKIG EKITAIOEDON G Kat
ovvOeon) g EKNAidEVONG PE TNV ayopd epyaociag otig 3 mepipepeteg Tradrakng E§odov»

KATHI'OPIA ITPAEHX:
«Aopég AnnaoyoAnong kat Zradrodpopiag (A.A.XTA.)»

H ITpagn ovyypnpatodoteitat amo to Evponaiko Kowwviko Tapeto (E.K.T.) xat amno eBvikovg mopovg, péom tov
ITpoypdppatog Anpooiov Enevdovoenv (IT.A.E.) tov Ynovpyeioo INaideiag, Awa Bioo Mdbnong xat @pnokevpdtov

INapadotéo ITaxéto Epyaociag IT.E .1 «Awowkntikn kat Texvikn Ynootnpién AAZTA».

Apaon Al.3 «Texvikn a§iohoynon tng Aettovpyiag too web-based nepipallovtog - BeAtimoeig kat
avapabpioeig Tov MANPOEPOPLAKOD COOTHPHATOG»

INapadotéo I1.1.3.3: «ExBeon pe 1ig avapabpiosig-napepfaoeig-diydwooiko nepiBdAlov yia

Aetrtovpyiki) PeATIOTONOIN 0T TOL COOTPATOG»

EMIXEIPHIIAKO NMPOTPAMMA
EKMAIAEYZH KAl AIA BIOY MABHEH 5 EZ"A

= |l T

* ok

YNOYPIEIO NAIAEIAL, AlA BIOY MABHIHE KAl BPHEKEYMATON

EvpwmaikqEvwon EIAIKH YIMHPELZIA AIAXEIPILHI
Euvpuwmalind Ko Tapsio

Me ™ ouyypnpavroddrnon e EAAaSac kan tng Evpwnaikie Evwong
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I'a v eknovnon too napadotéov amacyoldnkav ta katwl péAn g opadag epyoo

TXAKIPIAOY AXTIAZIA,

KAAITAKHX I'TQPTO%,

'Exdoorn 2.0

®eooalovikn), 25/2/2013
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Nn.e.1. «Ar0iknTIKA Kal TexvikA YmrooTApign AAXTA»

A1.3. «Texvikn aéioAdynon tng Asitoupyiag rou web-based mepifdAAovrogc—
BeAtiwoeis kar avaBabuioeis rou [N1AnpogopIakou ZuoTiuAToc»

N1.3.3 «EkBeon pe TiIg avapabuiocels — rapeupaoceig — SiyAwooiko TrepIfaAAov yia
TN BEATIOTOTTOINOT TOU CUCTAMATOGY (ZUNTTANPWHATIKO KEIMEVO)

ANABAOMIZEI2 TOY NMNHPO®OPIAKOY 2Y2ZTHMATOZ (ouvéxeia)

Tpormromoinoeis — BeATIiwTikES TTapsuPAoEIS
1) MNpooappootnke To Keigevo mou epgavidetal otny apxikn oBovn cUvOEoNG XpNoTwY wG
«BonBela €10600u> Kal ameubuvetal o€ 660UG PetaBaivouv amod To TAAld cUCTNHA GTO VEO.

BorBsia £10000u

OAHITES SYNAEZHS

Ma xpnoTeg nou d1aBéTouv Aoyapiacpo oTo popea niocronoinong (LDAP) Tou MavenioTnpiou
Makedoviag

o Q1 evepyoi @oITNTEC Tou MNavenioTnpiou Makedoviag GuvdEovTal IE TOV TPOMO MOU CUVOEOVTAl OTIG
NAEKTPOVIKEG unnpeaieg goiTnToloyiou (Students Web), acuyxpovng eknaidsuong (CoMPUSs),
dlaxeipiong ouyypappatwv «EUd0Eoc» K.a.

e Ta peAn Tou dIBAKTIKOU Kal JIOIKNTIKOU NPOCWIKOU CUVOEOVTAI LE TA OTOIXEIQ NAEKTPOVIKNG
aMnAoypagiag (username@uom.gr)

MNa ano@oitoug Tou MavenioTnpiou Makedoviag

e O1 anogoITol Mou €ixav anoKThoel WG EVEPYOI POITNTEG Aoyapiacud Gmail (username@uom.edu.gr),
eMIAéyovTag «Avaktnon kwdikoU npocBacng», 6a napahapouv To Vo kwdiko NPOoBaAcng o’ auTo To
Aoyapiaopo.

e O1 NnaAaIoTEPOI ANOPOITOI, AV EXOUV EYYPAPEI OTO NPONYOUNEVO NANPOPOPIaKO cUCTNUA TOU
Ipageiou AlaoUvOEaNC, XpNOILOMOIOUV TO OVOUA XPrOTN MOU £ixav o’ auTtd, dAAd emIAEyouv
«AvakTnon kwdikoU npooBacnc» yia va napaAdpouv To Veo kwdikd NpoaBaong aTo email nou sixav
OnAwOEl.

MNa eTaipieg kai Popeic

e Av gioTe YneuBuvog ETaipeiac-Popga AnagxoAnong nou €ixaTe eyypagei oTo NaAaioTeEPo
nAnNpo@opIakod cuaTnua Tou Mpagpeiou AlacgUvoeonc, Aoyw PETABaonc aTto véo OMZ kal yia AOyoug
aopaleiac, 6a npénel va eMAEEETE KATA TNV NpwTN €i00d0 aag "AvakTnon Kwdikou MpooBaonc” yia
va 0acG oTaAel VEOC KwOIKOC aTo email nou €ixaTte dNAWGEI.
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2) Anploupynbnkav XpAoTEG TOU CUCTAMATOG TTOU AVTIoTOIXOUV o€ uTaAARAoug Tou Mpacpeiou

AwaoUvdeong, ol omoiol auBevtikomolouvtal amd To PopEa mMoTomoinong tou Mavemotnuiou
Makedoviag (ldap).

Ot umdAAnAot tou Mpagpeiou Alacuvoeong éxouv poAo CareerAdmins, o0 Omoi0G TOUG EMTPEMEL
va dlaxelpidovral TI¢ Mapakdatw EVOTNTEG:

K.d.

e Ddoutntég - Amowoitoug
e Etaipieg

e AyyeAigg

e Atnoceig ayysAlwy

e ‘Eyypaga

e EpwtnuatoAdyia

Emiong, o i0l0g pOAog TOUG EMTPEMEL va €loAYOUV, va Tpomomolouv Kal va Olaypd@ouy
Avakolvwoelg, EkdnAwoelg, ApBpa, Metamtuxiakd, YIOTPoWieg K.d.

‘OAgc ol mapamdavw duvatotnteg emosixOnkav og emtoma emiokeywn oto Mpageio Alacuvdeong Kalt
Tpaypatomolidnkav Kataxwpnoelg yla va BeBalwbei n cwoth Asltoupyia Tou GUCTAHATOC.

2’ autd To OTADI0, XPEIAOTNKE VA YIVOUV OPIOPEVEG TTAPEUBACELG, UOTEPA ATO E£PWTAMATA TTOU
onHioupynenkav:

1.

Yrapyetl Suvatotnta va «dnuloupynBei» Bloypadikd onueiwpa Bacel eni pépoug MAnpodopLwv
TIOU €L0AYEL 0 poLTNTNG;

Yrdpyel n emhoyr «Ektinwon MepLeXopéVOU» TTOU €lval KATL oav Bloypadikd( av elvat
CUUTMANPWHEVO OAa TOL ETILEPOUC OTOLXELQ)

NMwg Snoupyw tn Alota e TG « AgELOTNTEG; »

H Alota twv Se€lotTwv elval avolyth.

MpoEpyETaL OO TIC UTIAPXOUOEC KATAXWPNOELG oTo mebio auto. Mmopeite SnAadn va
TIANKTPOAOYroeTe amevBeiag TNV meplypadr) KoL OTn CUVEXELQ OE EMOUEVN KaTaxwpnon a
eudaviotel otn Alota n T ou XETE 16N eloayAyeEL.

21s «Mpotnoelg epyaciagy dev epdaviletal to link «AmoteAéopatay. MPEMEL VO KAVW
«MpocBnKnN» MPOTIUNCEWV TIPONYOUUEVWG;

Nalt, TpEneL mpwTta va mpooteBouV oL MPOTLUNOELG.

Qg SokLpaoTikog kabnyntng (dprof) SnAwoa 6Tl Ba CUPHETAOKW WE aKAdNUAIKOE cUBoUAOG. To
cuoTnUa Hou pnvuoe otL Ba Adfw email, aAA& auto Sev rpbk.

To service «Cardisoft Queued Messaging» Twv Windows nou ival unglBuvo yia Tn dpopoAdynaon
TwV aclyxpovwv dIadikaciwv dev Exel EeKIVIoel. Me Tnv ekkivnaor) Tou Ba EEKIVACEI Kal N napanavw
dladikaaia.
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3) Anpuoupynénkav xpnoteg yia to Mpageio Mpaktikng Aoknong, ol omoiol aubevtikomolouvtat

emiong amo to ocuotnua ldap.

To Mpaceio Mpaktikig Acknong O OLEBETE 0TO TMPOCYPATO TAPEABOY TANPOYOPLAKO cUCTNHA, Kdal
amd auth Tnv damown eival eUKOAGTEPN N HeTABacn oto mAnpowoplakd cuotnua A.A.XTA. Ta va
OOKIJAOTEl Of TPAYHATIKEG OUVONKEC TO OUCTNHA, XPEWAOTNKE Vva YiVOUV Ol TAPAKATW
mapepBdocelg, UoteEpa Ao EPWTAKATA TTOU TEBNKav:

1.

MNwg prmopouv ot etatpieg-dpopeic va SnAwvouv to evlladEpov Toug yla B€oelg MpakTikng Aoknong
ava TuApe; Metd th SAAwon tng statpiag «NAI» yia Mpaxtikr Acknon, vo epdaviletat Alota Twv
Tunuatwyv pe duvatotnta emdoync. Katomuy, Ba mpémnel ot poltnTéG va «BAEMOUVY LOVO £TALpieg
TIoU €xouvV emIAEEeL TO TUAUA TOUC.

MpokeLtal va uhomolnBet cuvtoua

Nwg Ba cupnepldpepbel To cUOTNUA O€ £vav MPWTOETH GOLTNTHA TIOU ALTELTAL LECW TOU CUOTHUATOC
va kavel Mpaktikr) Acknon (oL mpolUmnoBeon sival va Bploketal og e€apnvo >6);

Ot poltnTéC avaloya Ue TIG TPOoUTOBETELS TIPAKTIKIG AOKNONG TTOU £XOUV OPLOTEL OTO MPOYPALU
¢ Mpappateiag, elodyovtal og SLoPOPETIKES OUASEG XpnoTtwv. EToL, €vag MPWTOoEeTN¢ poltntng Sev
Ba avrKEL OTO group TWV XPNOTWV TTOU UIopouV va attnBolv mpaktiky doknon kot Sgv Ba eivat
OL0BECIUEG OL AVTIOTOLYXEG ETUAOYEG.

ZHMEIQZH: Npémel omwodAIMOTE VA 0OPLOTOUV OL TIPOUTIOOECELG OTO TIPOYPAULO TWV [POUUOTELWV.

Nwg Ba evnuepwvovtal ol $poLTNTEG yla TNV pooe)n mepiodo MpakTikAg AoKNoNg, WOTE KATTOLOG va
KAVEL atnon povo otav eival «avolktdo» to ovotnua (6nwc oto StudentsWeb).

Oa npootebei cuVTOUA WE TAPAUETPOC O0TO cUOTNUA. (HUEPOUNVIEG avA TUAUQ)

AUTN TN OTLYUN UMOPEL VA KAVEL TTAVTOTE ATNON TMPAKTLKNG

Mw¢ popet o umevBuvog Tunuoatog 1 to Mpadeio NA va BAETEL TOUG LECOUG OPOUG CUVOALKNG
BaBuoAoyiag Twv poltntwy mou attovvtal MPaKTIKH, WOTE va EMAEYOUV, aV XPELAOTEL, OCGOUC EXOUV
vPnAoTepO HECO OPO;

Aev prnopet va el Toug pécoug 6poug Twv dottnTwy. To cuotnua cuyxpovilet MONO ta otolyeia
TWV GoLTNTWY — XpNOTWV.

AUTO Tou popel va yivel lval KaTd To cuyXPOVIoUO va UTIoAOYIZETAL O LEGOC OPOC KAl VAL
Kataywpeital oe kamolo nedio tou pottnth. Asv Ba eivat Suvapiko ald Ba avavewvetal 6tav
vIVETOL O CUYXPOVIOUOC.

Ma Tg avaykeg Apecou eAEYXoU TwY OIKALOUXWY PoltnTwy yia Mpaktiki Acknon, €lonxbnocav oto
TANPOWOPLAKO cuotnpa tng Mpappateiag, oe 0Aa ta Mpoypdppata Zmoudwyv OAwY Twv TUNHATWY
ol mpoumoBécelg yia MpakTikn Aoknon:
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@ I&wdTrTag Mpoyp QUPOT O ZTIowE sy @

1

Mpodnod, Mo ] Yrohoy, MTuyiou ] Iomopikd ] Ernheow ZToieio I Ermnheoy ZTomxei

Fzvika I Mzpindo I KoTeuBlvozg ] Mpodnod, KoredBuvong ] Mpodnod, Eogyoryng I Mpodnod, ZuyypopudToy ] Mpodnod, Epyamios

MpodnoBzozig

Bl(15741) ZToixeio Mo - ELdunvo dorrnTr

EMAN Efaunvo dommym
TehadT) MeyahlTzpo
Tiprl 6

T2
-1 {15742) ZTroixeia ®oiTnTn - KaTaomaon

IR0 Komaoraon
Tehaam); [las]
Tipr1 EMI

T2

‘Erippoon npodnoBzozuy

[(15741) Zroixeia Do) - EZaunwo dormmr] AMD [§15742) ZTorsia darm) - KaTaomaan ]

EvTata | Arupo

H avwtépw mapépBaon Ba €xel wg amotéAeopa To oUoTNHA va «@IATPAPEL» TOUG (POLTNTEG TTOU
Bpiokovtal og e€apnvo PeyaAutepo tou 6° eEaUnvou Poitnong Kal va Toug EMTIPEMEL va attnBouyv
OUHPETOXN 01O MPOYpappa Mpaktikng Aoknong.

Emi tou mapdvtog £xouv kataypasi amd to Fpageio MpakTikAg AGKNGNG Ol ETALPIEG KAl Ol (POPEIG
mou ONAwoav TN OlaBecIPOTNTA TOUG Yld VA dATMAoXOANCOUV @oltntéG tou Mavemotnuiou
Makedoviag pe 1o mpoypappa g Mpaktikng Acknong. To apxeio Kataypa@ng twv £Talplwy,
omwg mapadobnke amd toug umaAAnAoug tou Mpageiou Mpaktikng Acknong, €ivai, GUCTUXWG,
O0uoxpnoto, Kabwg OnUoupynbnke Xwpig mpoouvevvonon. ZUP@wva HeE ta loxuovial yld Tn
Asttoupyia TOU TANpowoplakoUu ocuotipatog A.A.ZTA., Tnv oviotnta Etalpia-gpopéag Tn
olaxelpiletat 1o Mpageio Alacuvdeong Kat ol TANPoYopieg mou cUAAEyovTal amd ta AAAa ypageia
Ba TpEMEL va KATaypAa@ovidl Of Ypappoypd@non oupBati HE auTh TOU TANPOYOPLAKOU
ouotnpatoc. Mpog to mapov, 066nkav odnyieg oto Mpageio Mpaktikng Acknong, wote va
OUUTIANPWOOUV EMITAEOV OTOIXE(A TWV €TaAlplwy (m.X. e-mail umeuBuvou emkotlvwyviag, dieubuvon
lotoceAidag g etalpiag K.d.)

To mAnpo@oplakd cuotnpa mpoEBAeTe To pOA0 Tou YmeuBuvou MpakTikig Aoknong Kabe TuRpatog
WG UTEUBUVO Yla TO <«Taiplacpa» ToU @OITNTA HE TV €talpia. Metda amd avaiuon tng pong
gpyaciag pe toug umaAAnAoug tou Mpageiou MpaktikNg Aoknong, KPiBnke okOmIHo va avaAngBei
autog 0 pOAog (Tng oUVAEONC TWV ETAIPLWY HE Ta TuApata) amd Tnv KABe evilagepOpevn taipia
Kdl, EVaAAAKTIKA, amd toug umaAAnAoug tou Mpageiou MpakTtikng Acknong.
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4) TevikEG TMAPATNPACEIS KAl EPWTAMATA TOU TEOBNKAV OTNV ETAIPiA TOU KATACKEUAOCE TO
TANPOWOPLAKO CUCTNHA KAl Hag UTEDEIEE WG va TA AVIHETWIIOOUYE, mapatievral
aKoAoUBwc:

e [Nw¢ va al\a&w to Keipevo mou epdaviletal oto «XUvdean He To cloTnpay; (Login.aspx?), 6mwg
TOPOKATW:

2HvOED e TO GUOTN LA

210 TAPaKATO TEdIO CLUTANPDOGTE TO GVOUO YPNOTN Kol TOV KMIKO TPOSPacNS Gog yio va
miotonofeite. Av ekmpoconeite eTaipia 1 Qopéa, To dvopa yprotn givor 1 otevbuvon
NAEKTPOVIKOD TOYLOPOUEIOD TTOV GLUTANPDOGCATE KATE TNV EYYPOUPT GG,

AndavTtnon

To Keipevo NPoEpXeTal ano resources (EANVIKO kal ayyAikd). ‘OAa Ta apxeia e Ta resources Tng
gpappoync Bpiokovral aTov kataloyo App_GlobalResources Tng epappoyng (c:\inetpub\wwwroot\dasta).
lMa To Keidevo auTtd pnopeite va deite To apxeio LoginServer (eAAnVIkO kal ayyAikd) aTov KOPBO HE Ovoua
LoginInfo (aAAGETE Tnv Tiur oTov kOuPo value kai oTa duo apxeia).

o [Ww¢ umopw va mpocBEcw MeEPLOCOTEPA XPWHATO WG ETIAOYEG 0To «Xpwpa Doviouy; Mg
UTTOPOUUE VA £XOUUE 4 SLOPOPETIKA XpwHOTA YLa TIG 4 SpACTELC;

Andvtnon

A. Ta xpouaTa Twv enidoywv oTo nedio Xpoua eovTou ival KAsIoTh AioTa oTov kataloyo ActiveLinks.xml
(App_Data\Catalogs) oTo napakdtw nedio (OeiTE YE KOKKIVO NAPAKAT®):

<Attr ID="string9" multilingual="true" descr="$Translate:navR2,Background color"
alias="BackgroundColor" search="0" type="1" size="255" hasvaluelist="1"
valuelist="TEXT:#009DAE;Light Blue;#5937B3;Purple; #DA542D;Dark
Orange;#00A200;Green;#A200A9;Dark Purple;#004050;Blue Green;#BF1F4B;Dark
Pink;#A52A2A;Brown" listvalue="ID" listtext="descr" sdata="" help=""
group="$Translate:navR2,Properties"/>

B. 'a d1apopeTIKa XpwUaTa ava dpacn UMNOopEiTE va aKoAOUBHOETE Ta NAPAKATW:

Eivai duvartr| n xpnon d1apopeTIKWV css styles avd unooloTtnua. MNa Tnv ahhayn Twv styles xpeialetal va
OnuioupynOei pE0a OTO PUOIKO KATAAOYO TOU kGBe UNOCUCTAUATOG £vag pakehoc Themes, kal Yéoa
TOU £vag unoPakeAog Pe To ovopa Tou TpexovToc Theme (n.x. Default).

Méoa oTo pAkeAo auTOV NPENEl va Pnel éva apxeio pe dvopa custom.css To onoio Ba kavel override 6oa
styles xpeidleTal kai eniong £évac pakeAoc images nou Ba nepiExel OAa Ta vea images e To VEO Xpwia
nou xpnoiponoloUvTal ota menus, backgrounds kAn.

Qc napadeiypa uAonoinong YNopeiTe va O&iTe To eniouvanTopevo apxeio Themes.zip agpol To
anocupniécsTe aTov (pakeho Career (yia unocuaTnua MA).

e JeInternet Explorer 8, atnv apxn twv dpBpwv eudaviletal cupBoro aduvapuiog epdaviong
ELKOVOLG.

Andvtnon

H aduvapia gugaviong Tng eikdvag dev opeileTal oTov browser r} otnv €kdoor) Tou, n.x. IE8 aAAa oo url
TNG €IKOVAC Nou undpyel aTo apBpo. Ga Tpononoindei oTa oToIXEia ToU KEIJEVOU Tou apbpou aTn Baon
OedopEvay, onoTe Ba dlopBwOEl n GUUNEPIPOPA.
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o [lapakaloUpe va eAéyéete Tnv opBoTNTA 60wV avadEpovtal otn «Bornbela Elcodou» (l61ka yia
ToUC anodolToug ou £xouv Aoyaplacpo oto Gmail).

AndvTtnon

To Kkeiyevo TNnG Bonbeiag eival cwoTo.

Kavévag and Toug xproTeg dev £xel email pe @uom.edu.gr. ©@a npenel va yivel update oTo username Twv
XpNoTwV oTo M2 MPAUPaTEIOV WOTE VA CUYXPOVIOTEl e To AASTA OTn GUVEXEIA KAl vd AMNOKTHOEI CwoTO
username.

©a eAéyxEouPEe YNNG unapxel dUvaToTnTa va yivel autopaTa and To cUoTnua katda Tn diadikaaia
ano@oiTNong TWV POITNTAWV.

©a npénel va pac unodeiEeTe og Moloug NTUXIOUXOUC Ba NpEnel va yivel auto, n.X. and KAanolo £T0G Kal
META 1| KATI GAMO.

NMAPATHPHZEIZ — TrPA®EIO ATAZYNAEZHZ 18/02/2013

1.

Eruyeipnoa aAAayn ota xpwpata Twvy Links TomoBeoiag. Mmopw va aAAGEw Kal TO XpwHa TWV

YPOUUATWY;

Nai, €ival oTo site.css To class metro (aA\aleic Tnv napapeTpo color) H aAhayr| gival kaBoAikr) yia 6Aa
Ta links nou BpiokovTal GTo KEVTPIKO HEVOU.

Mwg npooBetoupe «Mpoknpugelg-Alaywviopous», On-line Applications K.AT.

MpOKeITal yIa XProIJOUG CUVOETHOUG MOU AVIKOUV O OUYKEKPIPEVEC OUADEC,

EmAéyete and Mpageio AlacUvdeonc=>Alaxeipion = Xproigol oUvdeopol=> Anuioupyia
Mpénel va emAeyeTe KGO @opd Tn owaoTn opdda ny «MpoknpUEeic-Alaywviopous», On-line
Applications k.An.) nou avrkouv ol gUVOEGOI

Mwg npocBetw «Ymotpodieg»; Mallov mpEMeL va uTtapxeL oTo «lMeplexdpevo TomoBeotag». Mwg
Ba Bpw TNV NAskTpovikA SlebBuvon Twv «YTOTpobLWVY;

MpoaoTebnKe aTo NepieXOevo TonoBeaiag Tou MA o oUvOeaog YnoTpogies. Eival diaBéaiyo aToug
careeradmins.

Yriapxel tpdmog n untdAnAog tou MNpadeiou AlacUVEECNC va ELOEPYETAL WG ETALPLO YLO VOl
KoTtoxwpel ayyelieg; Auto elvat apxiko aitnua tou MNpadeiov Alaclvdeonc.

‘Exel dnpioupynOei pia eikovikn eTaipeia yia auTto To okono (Career Uom). Mnopei va ouvdEeTal e Ta
OTOIXEId TNG KAl va KATaXwpei TIC ayyeAiec.

O1 ayyeAiec auTéc Ba avikouv O AUTRV TNV €TAIPEia Kal GUVEN®G Kai OAn n enikoivwvia Ba yiverar pe
auTnv. AnAadr av Kanolo¢ ano@oITog KAvel aiTnon o ayyeAia auTng Tng etTaipeiag dev Ba evnuepwOEi
N NPAYUATIKN ETAIPEIA NOU NpoopEPel T OOUAEIG, AAAG N EIKOVIKN €TAIpEia.

KaAUTepa gival va wheiTe TIC ETAIPEIEC O eyypaPr) Kal KATaxwpenan ayyeNimv.

Oa eEeTaoTei av o dIaxeIpIOTNG MMOpPEi va dnuIoUPYROEl ayyeAia Kal va Tn ouvdEael e unapyouca
eTalpeia

Ytnv «Avalntnon», mwg dlapopdwvw tn Aiota Twv epdavi{loHEVWY ETILAOYWV;

YNApXouv CUYKEKPILEVEG eMIAOYEC. Ti Ba BEAaTE va npoaoTedei eminAéoy;
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MAPATHPHZEIZ 1 — MONAAA KAINOTOMIAZ
1. Zta Online MaBnpata, otav emyelpw va avoifw éva pdf apxeio, pou epdaviletal ppvupa «404 -
File or directory not found».

AuTO ouveERN yiaTi dev ixav avTiypagei Ta apxeia Tng MOKE nou pag sixate Owoel 0Tov KaTaAoyo
moke/files. AvTiypapnkav Kai ival Topa evragel.

MAPATHPHZEIZ 2 — AIAXEIPIZH AAZTA -8/2/2013
1. Hrtayxbtnta doptwong apxkng oeAibag eival xaunAr. Kot ot emopeveg oeAideg poptwvovtal e
MLKpOTEPN KaBuoTépnon. Mmopel va BeATlwOel autr n cupnepldpopd, Se60UEVOU OTL OTO gyyUG
pHEANoV Ba eLo€pyovtal ToAAoL XprOTEeC;

H TaxutnTa d¢ paiverai va sival apyn. Towc ATav oe paocn adpdaveiag kai xpeialdotav Xpovo onwg
XpeIaleTal kai TNV NpwTn Popd.

2. Koatd tnv epdavion Stadopwy Alotwy, .. ApBpa — Baaotkn ipoBoAr, otnv emdoyn «EEaywyn»
gudaviletal pnvupa A@douc:

L T e = LT, TP < L - = e Sabeny e Tash= @

TTAPOELOTIAE B I SMGIRAID oA

MR T, £ ) SR Bl

Nai, d10pBwBnKe. MNOpPEITE Va TO EAEYEETE.

3. Televtaio Néa — MmopoUv va emonpaivovtal oL EkSNAWGCELG TTOU TTPOKELTAL va AdBoUV Xwpa,
KOBWC Kol AUTEC TTou €Xouv AREeL;
Nay, eivat B€pa Stadopetikng poPoAng. Mmopel va yivel.

4. MNw¢ oUUMANPWVETAL N AloTa ALTHOEWY CUMUETOXNG O€ ULt eEKSNAwan;
Opilete otnVv ekdNAwaon OTL EMUTPEMETAL N AlTNON CUUUETOXNC (0€ avwVvupo A OXL) KAl 0T CUVEXELD

gival dtaBgoun mpog umtoBoAr GToug XPrOTEG.

5. Nwg pmopw va PHeETaBAAw TNV NUEPOUNVIO KA avoaKoivwong;
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H nuepopnvia tng avakoivwaong elvat n nuepopnvia dnuloupyiag. Asv umopei va petafAnBet amno to
xenotn.

MAPATHPHZEIZ FPA®EIO ATIAZYNAEXZHZ 15/2/2013
1. Emyeipnoa aAlayn ota xpwpata Twy Links TomoBeoiag. Mmopw va aAG€w Kal To XpwHa TwV

YPOAUUATWY;
Aeite MAPATHPHZEIZ 2 — TPADEIO AIAZYNAEZHS 18/02/2013 Bépa 1

2. MoAAEg etalpiec SlaBetouv dopua yLo KATABeoN OTOLXELWV YLa EUpeDH gpyaciag. Oa pumopoloe va
npootebel medlo yla va kataxwpeite o link autig tng dopuag (sivat StadopeTikd amod tov LoTOTomo

™G etatpiag). Katomw, autad ta links B€houpe va epdaviovial xwplotd, wg On line applications, yla
va SLEUKOAUVOULE TOUG «TTEAQTEC» HOC.

Aeite MAPATHPHZEIZ 2 — FTPA®EIO AIASYNAEZHZ 18/02/2013 6£ua 2

3. AnobeAtiwon: MEXpLTWPA, OL KEYYEYPAUIEVOL» XPNOTEG ELOEPXOMEVOL OTLG «AyyeALEG Ao
epnuepibeg» eiyav mpdoPacn otnv «MpocBacn atnv kadnueptvn NAEKTPOVIKN armodeATiwon
TUTTOU», OTIoU €BAemayv £va eviaio ovopa Xprotn Kal éva eviaio Kwdiko mpooPacng. YmAapyeL mio
«KopPOg» TPATOG va yivetal auTo;
Aev yvwpiloupe akpLBwg Ti O€AeTe va yivel. Mpémetl va oulntnOel

4. Ynapyel Tpomog n umtdAAnAog tou MNpadeiou AlacUvEeonc va ELOEPYETAL WE ETOLPLA YLO VO
KoTtoxwpel ayyelieg; Auto elvat apxiko aitnua tou MNpadeiov Alaclvdeonc.
Aeite MAPATHPHZEIZ 2 — TPADEIO AIAZYNAEXHSY 18/02/2013 Bépa 4

5. Itnv «Avaintnon», nw¢ Stapopdwvw tn Alota Twv epdavi{lopévwy ETIIAOYWV;

Agite MAPATHPHZEIZ 2 — TPAQEIO AIAZYNAEZHY 18/02/2013 B8épa 5

TéAog npooTEdNnkKe 10 logo Tou MAMAK pe oUvdeopo oTo site.

AIFAQZZIKO NEPIBAAANON

Ymoornpién moAuyAwaoaoikou mepifdAAovrog (ouvéxeia)

AkoAoubnoe n petdgpacn Kal Twv Aomwv dapbpwv tou véou OlKtuakoU Ttomou tou lpageiou
AwaoUvdeong:
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Fpapeio Alacuvdsong

YuuBouAgutiki otadlodpouiac

Texvikég avalitnong epyaciag

Job search techniques

Searching for a Job, Where?

It is a common fact that unemployment troubles young people long after their graduation. Many of them feel

frustrated because they search for a job for long periods of time without being able to find one that satisfies

them. But do young

graduates know how to look for a job properly? Do they use all the

resources of information to be informed about all the available opportunities?

Are they self-motivated enough looking for a job or do they wait for some help mainly from others?

No job position comes out of the blue, without the active participation of each interested person and this

seems to be ignored by the young people who enter the labor market (or they simply are indifferent to this

fact).

The new graduates must know that they should be constantly alert. They must have their ears and their eyes

constantly wide open to avoid losing an opportunity. Anything they can see or hear may be useful.

Additionally, they should know that they must look for information. They need to be aware of all the

resources that can provide them with useful information.

The Career Counseling facility which is provided by the Career Services Office informs the graduates about

the appropriate job search techniques they can use, through individual meetings and by organizing group

workshops. The form you hold in your hands will show you how you should move in order to search efficiently

for a job.

Which are the techniques that will help you find a satisfying job?

e First of all, use as many times as required, the services of your own Career Services Office. You have a
valuable friend inside the university that supports your effort. Take advantage of the opportunities it
provides you.

Are you really aware of the facilities provided by the Career Services Office?

e Are you aware that adverts of vacancies are added every once in a while on the announcement board
out of the Career Services Office or online at the site: www.uom.gr / career? Each advert remains on
the board for about 15 days. During these 15 days you can bring us your CV or send it via e-mail. The
Career Services Office sends daily the CVs of the candidates to the respective companies.

e From our site, you can be informed on a daily basis about the adverts that have been published in the
press (press clipping service), adverts that are associated with the scientific disciplines provided by our
university

e You can submit your full biographical data in the database of the Career Services Office. This way, with
your written consent, all the information accompanying your CV are available to the companies seeking
partners with your qualifications. If any company is interested and wants to call you for an interview, it
should get in touch with the office and ask for your contact details, which are not included in the
database.
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You should know that the Career Services Office meets the terms of the Hellenic Data Protection
Authority, which concern the protection of individuals towards the processing of personal data and the
enforcement of any penalties.

Are you aware of the Career Planning Days?

Many companies want to participate in the Career Planning Days organized by the Career Services
Office. A detailed presentation of the participating companies, along with their employees’ specialties,
their recruitment policy and the prospects of evolution for their employees, takes place during this
event. After the company presentation, interviews of students and new graduates take place, always in
the campus area. These interviews have mainly an introductory character but they can also lead to a job
offer. It is a unique opportunity to become familiar with the process of an interview and prepare
properly by receiving consultation from experienced executives of the companies’ human resources
departments.

Do not forget that you can exploit your first acquaintance with a company’s executives (on the Career
Planning Day) during a second future contact, by informing them about the results of your first meeting.

Do not neglect to inform your friends and acquaintances about the fact that you are looking for a job.
Inform them about your qualifications, your educational background, your work experience, and your
expertise (computer knowledge/ foreign languages).

Do not hesitate to give your CV to your acquaintances who might be able to forward it to an interested
employer.

Personnel recruitment offices.

How could these offices become useful to you? What should you know about them?

The standard procedure which is followed in these particular offices is described below:

The candidate submits his CV or completes an application with his personal information. Then, he is
submitted into a number of interviews in order to be evaluated by the office executives. If at this
moment there is a vacancy where the candidate could be occupied, the office makes him the offer. If
not, the candidate’s data are stored in the office files and he is being notified when an appealing
opportunity is presented. In some cases, after the office’s selection process is completed, an interview
can take place by the relevant company that will hire the candidate.

What you should have in mind in that kind of cooperations is that you should not accept any charge for
the services you will be offered. The charge of the whole process burdens the company that will hire you
and never the candidate.

Statistics have shown that only the 35% of recruitments are being realized through adverts. The
candidate that has just started looking for a job has to find some other ways to approach the job market.
According to another job searching technique, the candidate sends directly his CV to companies of his
interest, without the announcement of a vacancy.

Begin with a research about the business environment in which you want to enter. You can find
companies in which you would like to work, through advertisements in magazines, adverts in
newspapers, through their catalogs available via the Chamber of Industry or other organizations (e.g.

Icap).

10
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Post your CV along with a cover letter, where you will explain your interest for this particular company.
These companies may not dispose a job to offer you at this time, but they usually keep a record of CVs,
to which they refer whenever new job vacancies arise. Take advantage of the CV record held by
companies. Perhaps very soon they will require your services.

It is very important to do a proper research and send your CV in the appropriate companies; otherwise
you have nothing to gain apart from disappointment due to the luck of positive responses.

e Asanew graduate, it is useful to try becoming a member of several professional organizations and
institutions (e.g. Chamber of Industry, Hellenic Institute of Marketing, and Economic Chamber). Such
participations in the communities’ activities offer you the appropriate knowledge about the events in
your industry branch and additionally offer you information that could help you in your vocational
restoration.

e INTERNET.

Today, the Internet has entered into every part of our lives and offers us information about all areas.
Therefore, it provides us with useful information about the search for a job.

Many companies announce some jobs on their website, so it’s necessary for you to visit similar pages
frequently during your search.

There are also some online sites that deal exclusively with announcing job vacancies and managing CVs.
These sites operate like personnel recruitment offices which offer services only through the Internet.
You can post your CV to electronic personnel recruitment offices after checking thoroughly the
seriousness and the effectiveness of this service. Ask for the detailed company profile and be informed
about the results of its activity. Demand to be aware of every use of your CV. All the serious companies
will be happy to answer your questions and concerns, evaluating positively the seriousness and the
professionalism with which you manage your CV.

By searching the Internet you can be informed about European internships, research programs and
programs of seasonal employment taking place abroad or learn about some companies that interest you
but you didn’t have the chance to know about them.

The Internet is a great source of information and should be one of the most important tools in the job
search process.

WuXOHETPIKA TECT

Psychometric tests

During the personnel selection process for a job position, the candidates are often asked to participate
in an evaluation process using psychometric tests and questionnaires. The psychometric tests assess
specific characteristics of an individual, in accordance with the requirements of the job. Specifically,
these tests aim to provide the company with information about the suitability of the candidates to the
specific job requirements.

They are widely used by companies and organizations, such as banks, corporations, institutions of the
European Union (EPSO), etc.

11
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The psychometric tests are categorized (a) as personality questionnaires, which attempt to measure

specific personal attributes and (b) as skill tests.

Some common skill tests are described below:

e Linguistic Reasoning Ability: This test includes exercises of spelling, grammar, and comprehension of
texts and instructions.

e Numeric Reasoning Ability: This test includes arithmetic exercises and exercises of basic
mathematics.

e Ability to Control Data: This test includes exercises where the candidate should identify quickly and
accurately errors in the data provided.

e Engineering Perception Ability: In this test, knowledge of physics and engineering is being evaluated.

At the following web pages, you can practice yourself by completing various psychometric tests. The

tests are provided in the English language; you can have free access on them.

http://www.jobtestprep.co.uk/
http://www.psychometric-success.com/downloads/download-practice-tests.htm
http://www.kent.ac.uk/careers/psychotests.htm

http://pg.sitebase.net/pg _images/taleo/practicetest.htm
http://epsotraining.eu/home/welcome.html

http://www.eutraining.eu/

http://www.assessmentday.co.uk/aptitudetests numerical.htm

Sources
Career Services Office O.IN.A.
http://www.psychometric-success.com/index.htm

06nyo¢ véou gpyalopévou

Guide for the new employee

First time in a work environment

Congratulations

You managed to find a job and join the labor market. For some people, the desirable position came after
a period of great effort and a long search, for others it came more easily. Anyway, you feel happy for
your success and absolutely ready to race in the work arena.

You are confident with the knowledge you have acquired, your skills and your willingness to work, but ...
do you know how to behave in the new place you’ll find yourself? There are many newcomers in the
labor market who get nervous with the idea of their first time in a work environment. Even some
individuals who never thought about it before, they face this problem during the first days of their
employment.

12
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This guide aims to inform you about what you should take care of at the first time you will find yourself
in a new work environment, what you should avoid and what to pursue in order to make a good
impression, and to enroll easily in the new workplace.

e Appearance

First of all, the newcomers in the labor market should take care of their appearance. Your main concern
should be the selection of an appearance which suits the company’s mentality. If there is a dress
code in the company you should follow it. If not, you should adopt a simple and classic outfit,
avoiding the extreme outfits and eccentricities of fashion. Especially for women it is advisable to
avoid using intense makeup and wearing a lot of jewelry.

e Body Language

You should pay great attention to your body language that can reveal your real feelings and your

intentions. You are aware of some points about the importance of body language from the interview

experience. You should also pay the same attention on this matter at this time.

e Asmileis very important and can help you capture more easily the people around you.

e The eye contact with your interlocutors indicates sincerity and confidence. Seek for it.

e Itis certain that during the first days you will be introduced constantly to new persons. A hearty
handshake indicates respect, interest, and warmth. Avoid a limp handshake.

Generally, avoid having exaggerated behavior and behave with simplicity.

¢ Communication with other people

At first, try to get to know your colleagues, being friendly with all of them. Behave with kindness to
everyone without any discrimination. You should pay particular attention to the use of polite language.
Prefer addressing to everyone using polite language, both to your colleagues and your superiors. Speak
to them in an intimate fashion only if they ask you to. Try not to get carried away by colleagues who may
speak to their superiors in an intimate fashion. This intimacy might be explained by the years of their
cooperation or by other factors. In case you come in touch with customers you still need to insist on the
use of polite language no matter how well you know them. Most companies prefer to retain a formal
relationship between the employees and their clients, and the polite language helps maintaining this
formal relationship. You should even be aware that some companies ask from their employees to speak
together using polite language when a customer is present.

e Discretion / Secrecy

One of the greatest skills that a new employee should demonstrate is discretion. It is certain that during
your first employment time you will have many questions about the new environment and face some
difficulties. Your colleagues and especially the elders can help you and enlighten you. As a new employee
you should ask for their help discreetly without burdening them with your presence and without being
wearing. Generally, you should try to have a distinctive presence.

13
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Furthermore, it is advisable to show confidence on several aspects of the business. You should avoid
talking about issues concerning the customers and the company policy outside your workplace. You
should maintain a similar confidentiality about various issues concerning partners that you happen to

know.

e Accuracy - Consistency

It is very important to be precise in your new job.

Try not to delay when you go to your work, as well as to some business meetings. Accuracy is especially
appreciated by the employers. Also, make sure you're consistent with your obligations to your
colleagues and your superiors. If, for example, you have undertaken to deliver a report at the end of the
week, try to be consistent with the deadline set by yourself or specified by others.

o Willingness

It is natural that the willingness constitutes a skill that is highly appreciated by the employers.

Become willing to undertake the responsibilities or obligations they assign to you. Show willingness even
to provide services to someone, if he asks you to. All these actions will benefit you, because they will
help you to learn some valuable things and acclimate quickly.

e Persistence / Patience

Show persistence in a project you have undertaken and deal with its possible difficulties. Do not give up
when you face the first difficulties, but try to cope with them. The fact that you were assigned this
project means that they trust your skills.

Do not be offended by your colleagues’ and superiors’ remarks. You are new to the area, so their
judgment and their remarks can be useful and helpful for the future. Do not be negative to a remark; on
the contrary, accept it and take advantage of it so as to achieve your goals. Soon, praise for your
efficiency and your effectiveness will follow.

e Dynamism and taking initiative

Do not forget that you were offered the job position you now possess because your employers
appreciated your qualifications and they estimated that you are capable of meeting their expectations.
Do not hesitate to discuss with them some of your ideas and make suggestions. Do not be afraid to
undertake some initiatives, instead, show a dynamic presence. In any case, be careful not to pass the
acceptable limits and don’t take crucial decisions on your own.

e Sexual Harassment — What should you do?

Some people believe that sexual harassment is an issue which is presented only in cinema films, refusing
to accept that it is a problem that many people happen to encounter in their work environment.

14
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Especially, for a newcomer in a workplace who is still not familiar with the work environment, things are
more difficult.

You should know that in case of sexual harassment, the company itself is being harmed not only in the
moral ground but also because it may lose a valuable partner. It is therefore necessary for the company
to be aware of such facts, so that it can act accordingly. In this way, the company will protect itself and
at the same time it will protect its employees.

So, in such a case, what you should do is to inform a senior and of course move discreetly and
confidentially.

EpyaAeia ZUMBOUAEUTIKIG

COUNSELLING TOOLS

The following tools are designed to support you in order to know yourself better, to take decisions, as
well as to create your action plan.

Filling the following forms, you will be able to explore your skills, your personal attributes and
experiences so as to better compose your cover letter, your CV and your personal statement /

motivational letter, to prepare properly for a selection interview and to write down your action plan.

Also, you could fill in the forms below prior to your meeting with the consultant, in order to be prepared
according to your request (selection of Master, CV’s and cover letter’s completion, job search, etc.).

e My professional skills

e My social skills

e My personal characteristics

e Recording the knowledge and skills that | have acquired

e My Action Plan

For any clarification, information or further processing, please contact the career counselor of the office
at 2310 891 321 & counsel@uom.gr.

15
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AikTUO aKadnHaik®v cUPBoUAWV ypaeiou diIacuvdeong

Network of Academic advisors of Career Service
office

"CounselEDU"

The Academic Advisors’ Network - CounselEDU of the Career Service Office is a service of voluntary

counseling support provided by members of the Academic Teaching Personnel of our university to
students and young alumni who wish to continue their studies at the postgraduate level and / or to

enhance their CV with educational specialization courses in Greece or abroad.

The counseling meetings take place through:

e Electronic mail (e-mail)

e Individual and group meetings between the Advisor and the candidates

and aim to help the selection of the "appropriate" programs depending on the academic profile, the
interests and the general career plan of each candidate.

If you want to participate as a Consultant in the Network, please fill in the relevant form.

If you are a student or graduate and want to use the Network see the related files:

Catalog of Academic Advisors

Contact:

Career Service Office, Mezzanine office 7, tel. 2310-891321 and 342
E-mail: counselEDU@uom.gr

Related Files

Instructions for network’s use

Evaluation
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