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1. Elcaywyn

To £yypago auTo atroTeAei Evav avaAuTiké odnyo yia Tnv TTapaywyn TpooRdciywy eyypdowyv PDF
atoé mpooBdoipo Eyypago Microsoft Office 2007 Word/PowerPoint.

O1 0dnyieg TToU TTAPEXOVTAI O€ AUTO TOV 0dNYO £PXOVTAl VA CUUTTANPWOOUV TIG OUVTONEG 0BNYiES yIa
TNV TTapaywyn TPOoRACIHWY EYYPAPWY TTou £xouv TTponynBei. O1 auvToueg odnyieg £xouv cav
OTOXO VA TTOPEXOUV OTO CUVTAKTN TOU EYYPAPOU KATTOIEG PACIKEG KOBOBdNYNTIKEG YPAUMEG, TIG OTTOIEG
TIPETTEI VO aKOAOUBNO¢€l, yia va dnuioupynioel Tpoafaciya Eyypaga PDF. Zuykekpiuéva, apopouv TV
TTapaywyr mpooBdoiywy eyypdewv PDF kal Tov €AeyXo Tou BaBuou TTpocBaciydtntag Twv
eyypaowyv. EmmAéov, divovtal odnyieg yia TNV TTapaywyn Kal TNV TTpooTacia eyypdewyv PDF pe n
Xpron Tou TrpoypdupaTtog Adobe Acrobat.

H dnuioupyia TpooBaoiywy eyypdewv PDF gtoxelel 0TO va UTTOPOUV VA TA XPNOCIUOTIOINTOUV
ATTOTEAECUATIKA TTEPICTOTEPOI AVOPWTTOI OE TTEPICTOTEPES TTEPIOTATEIG 1] TTAQiCIa XproNG.

Me Tn @pdaon TTepIcooTEPOI AVBPWITTOI EVVOOUE:

o Atopa pe aloBNTNPEIOKA A KIVATIKA A YVWOI0KA/VEUPOAOYIKR avaTtTnpia r} TToOAUavaTnpieg.
o ATOpO XWPIG YAWOOIKN EUXEPEIQ.

o ATOPO PE TTEPITITWOIOKN ] TTEPICTACIOKI AVIKAVOTNTA.

o XpNnoTeg TTAAAIOTEPNG TEXVOAOYIAG.

o  XpPNoTeG VEWV CUOKEUWYV TTANPOYOPIKNG.

o NEoug i un ouxvoug XPAOTESG TTANPOPOPIKNAG.

o  XPNAOTEG KIVNTWV TNAEQWVWY 1 tablets.

e HAKiwpévoug.

Me Tn @pAcn TTEPICOOTEPA TTAQICIO XPrONG EVVOOUUE TTEPITITWOEIG OTTOU Ol XPHOTEG:

e ’lowg dev uTTOpOUV EUKOAQ 1] Kal KOBOAoU va douv, va akoUoOouV, va XEIPIOTOUV 1 va
eTTeEEPYAOTOUV KATTOIEG HOPPEG TTANPOPOPIG.

o ’lowg BpiokovTal o€ pia KaTdoTaon OTTou T PATIA TOUG 1] KAI T XEPIA TOUG 1] KAl TO auTId TOUG
gival atraoxoAnuéva o AANeG KUpIeg OpaoTnpIOTNTES (TT.X. VW 0dnyouv, étav epyalovTal o€
éva BopuBwdeg TTEPIBAAAOV).

o ’lowg dlaBétouv pikpr 086vn, A 086vNn Xwpig ypa@IKA A XaKNAARS TaxutnTag oUVOED OTO
dl1adikTuo.

o ’lowg dev pIAoUv A dev KaTaAapaivouv e euxEpeia Tn YAWOOQ GTNV OTToia €ival ypauuévn Hia
TTAnpoopia.

e ’lowg €xouv duokoAia va diaBAacouyv 1) va KATavorjoouV Keipeva.

o ’lowg dev utTopoUv va XeIpIoTOUV TO TTANKTPOASYIO ) TO TTOVTIKI.

o lowg diaBéTouv pia TTaAaIOTEPN €KBOON €VOG QUAAOMPETPENTA, I Evav evTeAWS SIAPOPETIKO
QUAAOETPNTH, 1 Evav QWVNTIKO QUAAOPETPNTA A €va dIa@opeTikO AsiToupyikd oUoTnUaA.
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2. Mapaywyn rpooRdacipou PDF

2.1 Anpioupyia mrpoofdaoipou apxeiou MS-Word 2007 R MS-PowerPoint
2007

2.1.1. AxohoubgioTe TIG OUVTONEG / aAVAAUTIKEG 0dNYiES yIa Tn dnuioupyia TTPOORACINWY EYYPAQWY UE
10 Microsoft Word 2007 1} TIG GUVTOMEG / avaAuTIKEG 0dnyieg yia TN dnuioupyia TTPOCRACIWY
TTapouaiacewyv pe 1o Microsoft PowerPoint 2007.

2.2 Merartpotriy eyypdagou o€ PDF
2.2.1. Kdavte KAk oto koupuTri Office Tou Microsoft Word 2007 r; Microsoft PowerPoint 2007.
2.2.2. Kavte kKAIK oTnv €mmAoyr Save As kai €meira Kavte KAIK oTnv €mAoyr Other Formats (Eikova

1).
@ \EEEDD -
L Save a copy of the document
li;‘ > Word Document
~ =—| Save the file as a Word Document.
7 Open

l'l‘_"‘ | Word Template

ﬂ I Save Save the document as a template that can
- be used to format future documents.

— @ > Word 97-2003 Document
5 Save As ¥ ‘| Save a copy of the document that is fully

compatible with Word 97-2003.

EE;J Print v | iy OpenRocument Text
Save the document in the Open Document

Format.

“/'i}\
/| Prepare » ; PDF or XPS

Publish a copy of the document as a PDF or

o Send
=—J] Other Formats
] Open the Save As dialog box to select from
Publish » all possible file types.

—rr—
[~ =}

_T Close

2] Word Options || X Exit Word

Eikéva 1: EmiAoyn amrofnkeuong eyypdeou wg PDF.

2.2.3. Z10 TapdBbupo diaAdyou TTou Ba gu@avioTei, ETTIAECTE OTNV KATNyopia Save as type Tnv
emAoyr) PDF (Eikova 2).
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MS-PowerPoint 2007

]
T E!j » Libraries » Documents » v ¢ Search Documents

Organize v New folder

.. Templates A Name Date modified

¢ Favorites No items match your search.
Bl Desktop
& Downloads

] Recent places

- Libraries
@ Documents

J’ Music

71 Mictiienn

File name:

o
@

Type

) Save as type: | Word Document

Word Document

Word Macro-Enabled Document
Word 97-2003 Document

Word Template

Word Macro-Enabled Template

Authors:

‘4 Hide Folders

Single File Web Page
Web Page

Web Page, Filtered
Rich Text Format
Plain Text

Word XML Document
Word 2003 XML Document
OpenDocument Text
Works 6.0 - 9.0

Eikova 2: EmiAoyRl PDF oTnv karnyopia Save As Type.

2.2.4. ¥1n ouvéxela KavTe KAIK atnv emAoyr) Options kai £meita o1o TTapdbupo diahdyou TTou Ba
eppavioTel, BeBaiwdeite 6T n emAoyr) Document structure tags for accessibility civai

emAeypévn (Eikéva 3).

() Current page
Selection
(O Page(s) From: 1 S ‘ To: '1 &
Publish what
(®) Document
Document showing markup

Indude non-printing information
| Create bookmarks using:
(@ Headings
Word bookmarks

Document properties
Document structure tags for accessibility I
PDF options

[[] 150 19005-1 compliant (PDF/A)
Bitmap text when fonts may not be embedded

o ][ o |

Eikéva 3: EmiAoy] Document structure tags for accessibility.
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2.2.5. Kavrte kKAIk atnv emAoyr OK.

2.2.6. EmA&ETE TNV €mBUPNTA TOTTOBECIa ATTOBAKEUONG TOU APXEIOU KAl KAVTE KAIK TNV €TTIAOYI
Save (Eikova 4).

e ]
@ - 4 Ji » Libraries » Music v & Search Music

2 Marne Contributing artists ~ Album

4.7 Favorites
B Desktop Mo items match your search.
4 Downloads

[
1=l Recent places

4 o Libraries
[ @ Documents
b J‘ Music
I [&=) Pictures
[ RV P

File name:

Save as type: | PDF

Authors:  Mikos Tags: Add atag

Optimize for: (®) Standard (publishing |

: - Options... |
online and printing)

() Minimurm size Open file after publishing

(publishing cnline)

= Hide Folders | Cancel |

Eikova 4: ETi8upunTi Torofeoia amrobkeuong Tou apxeiou kai emiAoyn Save.

Ye mepimtwon BEAeTe va KAEWSWOETE Pe KWSIKO TO £yypa@d oag, pue xprion tou mpoypdupatog Adobe Acrobat,
BePatwbelte OTL £xeTe €MAEYUEVT] TNV ETIAOYT] EVEPYOTIOMONG TPOCPAOT] KEWMEVOU YL GUOKEVEG QVAYVWOTNG
0006VNG, akoAoLOWVTAG TIG TTAPAKATW 08NYiES:

2.2.7. Kavte KAk oTnv €mmAoyr) Tools kal oTn ouvéxela, otn degid oTriAn TNG 086vNG TTPOROAAG TOu

eyypagou, Kavte KAIK oTo pJevou Protection (Eikova 5).

*

Customize - ‘ E

Tools Sign Comment

7| » Content Editing

* Pages

» Interactive Objects

» Forms

» Action Wizard

» Text Recognition

|Ib- Protection I
» Accessibility

Eikéva 5: EmiAoyn Protection amrd tn otAAn Tools.
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2.2.8. Kavte KAk oTnv €mAoyr} More Protection kai émreita
(Eikova 6).

v Protection

@ Restrict Editing

@ Encrypt -

More Protection - ‘

Rights Management

|

@l Create Security Envelope...
e =

;ﬁ) Apply Redactions

_& Redaction Properties

_ﬁ Search & Remove Text
Hidden Information
@ Remove Hidden Information

G Sanitize Document

» Accessibility

Eikova 6: EmiIAoyR Security Properties.

oTnv €mAoyr Security Properties

2.2.9. Zmnv kapTéAa Security, KavTe KAIK 0TO Jevou Security Method kair eTTIAEETE TNV €TTIAOYN

Password Security (Eikéva 7).

_— o ——

Document Properties - -

s

Description | Security | Fonts | Initial View | Custom | Advanced

Document Security

The document's Security Method restricts what can be done to the document. To remove security
restrictions, set the Security Method to Mo Security.

Security Method: [NO Security v] Change Settings...
Mo Security
Zan be Opened by: Show Details...
Certificate Security

Adobe LiveCycle Rights Management

Document Restrictions Summary
| Printing:  Allowed
Changing the Document:  Allowed
Document Assembly:  Allowed
Content Copying:  Allowed
Content Copying for Accessibility:  Allowed
Page Bxtraction:  Allowed
Commenting:  Allowed
Filling of form fields:  Allowed
Signing:  Allowed

| Creation of Template Pages:  Allowed

.

Eikéva 7: Security Method | Password Security.
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2.2.10. Ztnv TTepioxn Permissions, kdvre KAIK oTnv €mAoyn Restrict editing and printing of the
document (Eikéva 8).

2.2.11. BeBaiwBeite 611 n emAoyr Enable text access for screen reader devices for the visually
impaired civar emAeyuévn (Eikéva 8).

Password Security - Settings Lﬂ_&

R - — — PR —

Document Open

[ Require a password to open the document

ﬂ- Mo password will be required to open this document.

Permissions

Restrict editing and printing of the document. A password will be required in order to change these permission settings.

Printing Allowed: [None v]

Changes Allowed: [Nune v]

[7] Enable copying of text, images, and other content

Enable text access for screen reader devices for the visually impaired I

Change Permissions Password: || ---- Mot Rated

Options

Compatibility: | Acrobat 7.0 and later v] Encryption Level: 128-bit AES

@ Encrypt all document contents
() Encrypt all document contents except metadata (Acrobat 6 and later compatible)
() Encrypt only file attachments (Acrobat 7 and later compatible)

ﬁ- All contents of the document will be encrypted and search engines will not be able to access the document's metadata.

OK ] [ Cancel

Eikéva 8: EmiAoyn duvaréTnTag mpooBaong Tou KEINEVOU ATTO OUOKEUEG avayvwong 006vng.

3. 'TEAeyxog BaBuou NMpooBacipoéTnrag
> repitrTwon BEAeTE va eAEyEeTe TOo BaBud TTpooBaciudTnTag Tou PDF éyypagou oag, akoAouBeioTe Ta
TTOPAKATW BAMATA:

3.1 Kdavte KAIK oTov TTapakdTw ouvdeao : http://access.uoa.gr/ATHENA/gre/pages/download/261
3.2 KareBdote 10 «PAC-PDF Accessibility checkery.
3.3 ATTOCUUTTIECTE TO APXEIO 0 AKENO TNG ETTIAOYAG OAG.
3.4 Kavrte dITTAG KAIK 0TO ekTeEAéoIpo apxeio PAC.exe

2nueiwon: Eivar arrapaitnto va xere orov idio pdkeAo 1a apyeia PAC.exe kai paclib.dll.
3.5 Z10 TTapdbupo TTou Ba ep@avioTei KAVTE KAIK oTnv €TTIAOYr) Browse (Eikéva 9).
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%, PAC: PDF Accessibility Checker 1.3 — " l-‘:' = ﬂ
. Zugang fiir alle PAC: PDF Accessibility Checker 1.3
Accés pour tous PAC is a free tool of the Foundation «Access for all» to
Accesso per tutt] review the accessibility of PDF documents and
Access for all

Forms. It serves as a tool for experts and testers.

Mare Information

PDF Document

Progress

Browse

Testing Criteria

}) Document is marked as tagged
ﬁ Document Title available
ﬁ Document Language defined

}D Permitted Security Settings

}D Tab follows Tag-Structure

ﬁ Consistent Heading Structure

ﬁ Accessible Font Encodings

ﬁ Content completely tagged

ﬁ Logical Reading Order

ﬁ Alternative Text available
ﬁ Correct Syntax of Tags / Rolls

ﬁ Sufficient contrast for Text

ﬁ Bookmarks available

Note

necessary.

developed & sponsored by: ﬂ?npdi

....... €

ﬁ Spaces existent

PAC only tests the technical accessibility of PDF documents. To ensure real accessibility, further tests are

Eikéva 9: PDF Accessibility Checker.

3.6 EmA£ETE TO €yypago PDF oTo oTroio emOupEiTe va yivel EAeyxog TTpooRaciudtnrag Kai

aKoAOUBwWG KAvTe KAIK oTnV €mmAoyr} Open.
3.7 Kavte KAk oTnv emAoyn Start Check (Eikdva 10).

Epyo: Kevtpikd Mntpwo EAANvIKWV AvoikTwv MaBnudrwy
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% PAC: PDF Accessibility Checker 1.3 . * b | B S
. Zugang fiir alle PAC: PDF Accessibility Checker 1.3

Acces pour tous PAC is a free tool of the Foundation «Access for all» to

Accesso per tutti review the accessibilty of PDF documents and

Access for all Forms. It serves as a tool for experts and testers.

Mare Information

PDF Document
D:\Storage\UOAVANoixta Mathimata - Project\Demo.pdf
Progress

Testing Criteria

Document is marked as tagged ﬁ Accessible Font Encodings
Document Title available ﬁ Content completely tagged
Document Language defined }D Logical Reading Order
Permitted Security Settings }) Alternative Text available
Tab follows Tag-Structure ﬁ Correct Syntax of Tags / Rolls
Consistent Heading Structure }D Sufficient contrast for Text
F

Bookmarks available Spaces existent

"% %%

PAC only tests the technical accessibility of PDF documents. Te ensure real accessibility, further tests are
NECEssary.

developed & sponsored by: MEdiQ

Eikéva 10: Ekkivnon eAéyxou rpocoBacipotnTag ue Tnv mmiAoyn Start Check.

3.8 MeTd TNV oAoKAfpwaon Tou EAEyXoU TTPOCRACINOTATAG, KAVTE KAIK OTNnV £TTIAOY Report 61Tou
TTAPOUCIAZETAI Hiat OAOKANPWHEVN AVAAUTIKY ava@opd OXETIKA WE TNV TTPOCRACINOTNTA TOU
PDF eyypdgou (Eikova 11).
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% PAC: PDF Accessibility Checker 1.3 o~ C=RRel X

9 Zugang fir alle PAC: PDF Accessibility Checker 1.3

Accés pour tous PAL iz afree tool of the Foundation «Access for alls to

Accesso per tutti review the accessibilty of POF documents and

Access for all Forms. It serves as a tool for experts and testers.

More Information

PDF Document
D\Storaget UOANAnoixta Mathimata - Project\Demo.pdf
Progress
Testing Criteria

« Document is marked as tagged Accessible Font Encodings

S

x Document Title available

e
-

Content completely tagged
Document Language defined Logical Reading Order
Permitted Security Settings Alternative Text available
Tab follows Tag-Structure Correct Syntax of Tags / Rolls
Consistent Heading Structure Sufficient contrast for Text

Bookmarks available Spaces existent

A N N S N
QLR E

Mote
PAC only tests the technical accessibility of PDF documents. To ensure real accessibility, further tests are
NECESSary.
developed & sponsored by: MEdiﬂ [ Prewview ] [ Report ]

Eikéva 11: EmiAoyn Report yia TRV E@AvVION ThG ava@opds TPpoAnudTwy TrpooBaciydéTntag oTo
£yypago.

3.9 O1ouvdéaelg rou TrepIAapBdavovtal kaBioTouv duvaTr Tnv EUKOAN TTAOyNon Yéoa oTnv
avaAuTiki avagopd. Kavovtag kKAIK oTa ouvoedepéva pnvupara Aaoug, Ba eugavioTei otV
086vn 10 éyypagod cag, dtTou Ba eival eu@avig n o Tlavr) TotroBeaia Tou AdBoug (Eikéva
12).
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Eikéva 12: Tuvdedepéva pnvupara Adoug.

2nueiwon: ta Bnuara 3.1-3.3 yia v eykardoraon tou PAC ekteAouvrail yia gopd.
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