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[MAHPO®OPIEX

Yxe&0V KABe epyaacia orpePA QTALTEL VWO XPONG UTIOAOYIOTIKWY GUAAWY, TO YVWOTO 0 OAoUG pag Excel.
Bonba kaAluTtepa amo kabe AANO TIPOYPAUUA TNV 0PYAVWOT KAl SLAXEipLon TwV SES0UEVWY, OTNV OAOKANPW-
HEVN TIAPOUCIACH ATIOTEAECUATWY KAL OTOV UTTOAOYLIOUO OLKOVOULKWY CUVAAAQYWYV KOl TTOGOOTWV.

MoAoi toxupilovtal wg yvwpilouv va xetpilovtal to Excel povo Kal Hovo emeldn gival KATOXOL TIOTOTIONTIKOU
Baotkwyv Se€loTNTWV.

EAdxtoTol 0pwg eivat Masters oto Excel.

To mioToToinuévo Tpoypauua otadiodpouiag Mastering Excel for Business otoxeUetl, Xt amAd otnv
EKHAONoN Twv amapaitnTwy epappoywyv Tou Excel, aAAG KUPIWE OTIC TIPONYUEVES SEEIOTNTEC TIOU UTIOPEITE
VOl OTIOKTNOETE WG TIPAYUATIKOG ETIAYYEAUATIOS YUPW OTIO TA ETUXEIPNUATIKA SESOUEVA OE TIPAYHUATIKO XPOVO.
M auTO Kal N TapakoAoLBNGoN TOU TIIGTOTIOLNEVOU EKTTASEVTIKOU TIpoypappatog Mastering Excel for Business
artevBuveTal o GAOUG 6O0UC ETILIOVUOVY VA TEAELOTIOLOOUV TIC YVWOELS TOUC OTNV EGOAPUOYH UTIOAOYLIOTIKWY
GUMWYV StaodpaAiovtag uPNAO TO EMITTESO TWV EMAYYEALATIKWY TOUG TIPOOOVTWV.

To eKTIAISEVTIKO TIEPLEXOUEVO TOU TIPOYPAUUATOG EXEL TIOAD UPNAO TTITIES O AOYW TOU £EEISIKEUPEVOU UAIKOU
TIoU SlampaypatevEeTal.

1. Oa pabete va XelpileoTe HE EUXEPELD TA SESOUEVA KEIUEVOU HE TNV XPON TWV CUVAPTHOEWV KELLEVOU TIOU
avaAvovrat.

2. Oa sioTe o€ O£on va apouctalste SedopEva KAVOVTAS TIOAUTIAOKOUC UTIOAOYIOHOUG MECW TWY OUYKEVTPW-
TIKWYV TIVAKWYV 1] TWV LEPLKWY 00 POLOUATWY.

3. Oa £€0IKOVO U OETE TTIOAUTIO EPYACIAKO XPOVO HE TNV KUAONan «aval)Tnong oTOXoU» Kal TOU EPYAAEIOU
NG «ETAVONG».

4. Oa £€AYETE UE QUTOUATOTIOINUEVO TPOTIO XPNOIUO CUUTIEPACUATA Ao Ta Sedopéva oag, oav va eioTe
eMayyeAUATIoS XElPLoTnS SQL, 0TnPt{OUEVOLOTIC CUVAPTHOELS BACEWY SESOUEVWY OTIG OTIOlEC O EKTTOUSEVTEITE.

5. Oa ATIOYEIWOETE TIC TIAPOUCIACELS 0AG PE TA EEEISIKEUUEVA KUAOUEVA, OUYKEVTPWTIKA KAl LECNS YPOUUNAG
ypadnuara.




MEOGOAOAOTIA &
MXTOMNOIHXZH

1. MeBodoAoyla ekmaidsvong

H mapakoAolubnon tou TPOoYPAUHATOS VAOTIOLEITAL He TN HEBOSO TNG aolyxpovng ThAEkaTapTions. H
TPOcBacn oTtnV MAATPOPUA TNAEKATAPTIONG EXEL TPIUNVN SIAPKELA KAL Ol CURUETEXOVTEG UTIooThpilovTal €€

oAokAnpou online.

2. MoTotolnon

MeTA TNV OAOKANPWGN TOU TUNUATOG AKOAOUBEL N UTIOXPEWTIKI] CUUUETOXHN OTIG TEAIKEG EEETAOELG YIA TV
ANWN TioTomolnTikou Mastering Excel for Business péow tng e€etaotikng peBodou examiny, o uTtOOTN-

piletal amnod tov popsa motoroinong Vellum Global Educational Services.

NMAPAKOAOYOHXH: MEXQ THAEKATAPTIXHX

VIDEO: NAI
m HXHTIKO YAIKO: NAI

TYNOZ THAEKATAPTIZHX: AZYT'XPONH
®OPEAZ KATAPTIZHZ: EAKEAIM KABM, KQA. EOTIMET: 2000142

MISTOMOIHSH: YIIOXPEQTIKH
AMOAOSH MONAAQN ECVET: NAI

IE ®OPEAZ MIXTOMOIHXHZ: VELLUM GLOBAL EDUCATIONAL SERVICES




ECVET - ZYMINAHPQMA
MIXTOMNOIHTIKOY

Ta EAAnvika Kévtpa Ala Biov Madnong EA.KE.ALLM. epapuolouv to Eupwmaiko SVotnua Metadopdg
MoTtwTikwyv Movadwyv otnv EmayysApatikn Eknaidevon kat Kataption (ECVET). Ze OAa Lag T TIPOYPAUUA-
Ta, artoveépovtatl Baduotl ECVET, svw ot anodottol, padll PE TO TILOTOTIONTIKO, AAUBAVOUV KAl TO ZUMTIAL-
pwpa Miotomointikol Europass.

To ECVET (European Credit System for Vocational Education and Training) eivat o EupwTtaiko
Tootnua Metadopdg MoTwTIKwY Movadwy oTnV emayyeAUATIKY ekmaidsuon kat kataption. Elonxon to
2009 pe tnv Eupwraikn o8nyia 2009/C 155/2. To ECVET amoteAsi £va TEXVIKO TIAQLCLO yia TN HETAdOPA,

TNV avVayvVwWeLoN Kal TN OUCOWPEVOHN TWV HABNCLAKWY ATIOTEAEOUATWY EVOC TIPOOWTIOU UE OKOTIO TV
QTIOKTNON EMAYYEAHATIKOV TIPOCOVTOC.

H epappoyn tou ECVET oTa IPOYypAUUATA ETTAYYEAUATIKNG KATAPTIONG KAl £EeSikevong TiepAapBAveL:

e Tnvmeptypadn TwV TITAWY OTIOUSWY O€ EVOTNTEC LAONOIOKWY ATTOTEAECUATWY E TNV artdédoaon
Babuwv ECVET.

e Aouiko ouoTatiko tou ECVET eival n meptypadr] Twv TTPOYPAUUATWY OE EVOTNTES Ladnolakwy
ATTOTEAEOUATWY, OTIOU KAOE evOTNTA TIEPIAAUPBAVEL CUYKEKPIMEVEG YVWOELG, SeEIOTNTEC Kal
IKAVOTNTEG TTOU Oa TIPETEL VA KATAKTIOEL O EKTTALSEVOUEVOG. H KATAKTNON TwV HABNCLaKWY

ATIOTEAEOUATWY KADE evOTNTAC aElI0AOYEITAL HEOW KATAMNAWY AOKNOEWY a&loAOYNoNng.
e Tn Stadikaocia peTadopAS KAl CUCCWPEVONE TIOTWTIKWY HOVASWV.

To GUUTTARPWHA TILOTOTIOINTIKOV Europass sivat éva £yypado Tou GUVOSEVEL TO TILOTOTIOINTIKO ETIUOPDW-
ON¢ TIOU ATIOVEUETAL KE TNV OAOKANPWON TOU TIPOYPAUUATOG KAL TO OTIOI0 TIEPLYPAPEL AVAAUTIKA TO TIPO-
YPaupa empopdpwong (padnuata, diapketa, Badbuol ECVET, mpolmobEosig sloaywyr|g, Stadikacia a&loAo-
ynong). Akopa, oupuBAaMet otnv aia Tou XopnYOULEVOU TILOTOTIOLNTIKOU KAl UTIOPEL VA XpnotuoTotn0ei
amo Toug Ao OoLTOUC Yia TNV EUPECH EPYACIAC 1] TN CUVEXION TWV OTIOUSWYV TOUG.

TENOG, TO ZUMTANPWHA TILOTOTIOINTIKOU Europass cuvodevetal amod tn BeBaiwon MapakoAolBnong
Mabnuatwyv EAKEAIM (avayvwplopévn Kot HoploSoTOUUEVN) KAl aTtO TO SIEBVWE avayVWPLIOUEVO TILOTO-
miotntiko tn¢ Vellum Global Educational Services.




EONIKEZ KAI AIEONEIZ
MIXTOMNOIHZEIX

1SO 9001:2015

To mpoypappa Siaxeipiong tng Vellum Global Educational Services smifswprOnke amo tnv InovaCert -
GCB Ltd. kit eup£0N va cuppopPWVETAL LIE TO SIEBVWE avVaYVWPLIOUEVO TIPOTUTIO SNLoupyiag, Epaproyng Kat
Siatipnone Ttou TuotApato¢ Awaxeipiong Motdotntag I1SO  9001:2015 (ap. MictomountTikouL:
030350000540009). To (510 LOXUEL KAL Y1A TO CVUOTNHA SIAXEIPLONG TIOLOTNTAC TOU hopEa KATAPTIONS EAARVIKA
Kévtpa Ata Bios Madnong (EAKEAIM - KABM) ta omtoia a&loAoyndnkav Kat o tototidnkay armo Tov $poped
RigCert (kw3. Motomoinong 1710GR82Q).

To15S09001:2015, w¢ S1EOVEC TPOTUTIO, EXEL AVAYVWPLOTEL WG N Bacn yia kABe eTaipeia n omola tpooTadei
va SNUIOUPYOEL €va cUOTNHA SIOXEIPIONG TO OTIOIO OTOXEVEL TNV LKAVOTIOINGT TOU TIEAATN Kal TN SIapKQ
TIOLOTIKI] TOU BeATiWoN, KATL Ttou e€aodaAileTal Ao TAKTIKOUG EAEYXOUC TWV SLaSIKACIWY aTiO AVeEAPTNTO
dopéa ioToTnoinonc.

ISO EAKEAIM

0 dopéag Kataptiong EAAnvika Kévtpa Ata Biou Madnong (EAKEAIM - KABM) €xet emtiong a&loAoynOei kat
Totomnotn0el OTL TNPEL TA TIPOTUTIAL

1SO09001:2015-1SO/IEC 27001:2013 - ISO/IEC 27701:2019 - EAOT IS0 29993: 2018 - EAOT IS0 21001: 2021.
Mototoinon ano tov EOMMNEN & tn Mevikn MNpappateia

Ta EAKEAIM amotelolv adstodotnuévo Kévtpo Ata Biou Mabnong, ovudwva pe T Statagelg tou
N.4763/2020 (A’ 254) amé tnv Mevikn Mpappateia ElayyeApatikng Ekmaidssong, Kataptiong, Awd Biou
Ma0@non¢ kat NeoAaiag kat tov EOMMEN (EOvikd¢ Opyaviopdg Mototoinong Npoodviwy & EmayysApuatikol
MpooavatoAiopol) pe ap. adeiag: 2000142,

Y10x0¢ Tou EOMMNEN sival n e€aodaiion Tng moldTNTaS Kat TNG AUEPOANPILAC 0TO EVIAIO TAAICLO TTIOLOTNTAS
yta T Ata Biou Mabnon.

Tooo n Mototmoinon Xuothuatog Ataxeiptong Mototntag, 6co Kat n Miotomoinon ano tov EOMMENM,
e€aodpaAifouv TNV IKAVOTNTA TWV AvWTEPW Popéwv (Vellum Global Educational Services & EAKEAIM) va
TIAPEXOUV TIOLOTIKA ETILUOPPWTIKA TIPOYPAUUATA TIOU AVTATIOKPIVOVTAL OTIG AVAYKES TNG 0UYXPOVNE AYOPAS
KL LKAVOTIOLOUV TIG ATIAUTNOELG TWV KATAPTI{OUEVWV.




[MTPOI'PAMMA 2TTOYAQN
ENOTHTEX

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

EIXArQrH
EIAIKH ENMIKOAAHZH (PASTE SPECIAL)

Ol AOTIKEZ XYNAPTHZEIS IF, AND, OR (LOGICAL FUNCTIONS IF, AND, OR) APIOMHTIKES SYNAPTHZEIX
MIN, MAX, ABS KA (ARITHMETIC FUNCTIONS MIN, MAX, ABS ETC.)

Ol ZYNAPTHZEIZ KATAMETPHXZHZ COUNT, COUNTA, COUNTIF, COUNTBLANK(AGGREGATE FUNCTIONS
COUNT, COUNTA, COUNTIF, COUNTBLANK)

Ol ZYNAPTHZEIZ MAHPO®OPIQN ISERROR, ISBLANK KA (INFORMATION FUNCTIONS ISERROR, ISBLANK
ETC)

H ZYNAPTHXH CHOOSE KAI RANK (CHOOSE AND RANK FUNCTION)
H ZYNAPTHXH VLOOKUP (VLOOKUP FUNCTION)

H ZYNAPTHXZH HLOOKUP (HLOOKUP FUNCTION)

Ol ZYNAPTHZEIZ MATCH, INDEX (FUNCTIONS MATCH, INDEX)

SYNAPTHZEIZ BAEQN AEAOMENQN DSUM, DAVERAGE, DCOUNT (DATABASE FUNCTIONS DSUM,
DAVERAGE, DCOUNT)

H ZYNAPTHXH OFFSET (OFFSET FUNCTION)

H ZYNAPTHXH FORECAST (FORECAST FUNCTION)

MINAKEZ MONHZ/AINAHZ EIZOAQY (ONE/TWO DIMENTIONAL TABLES)
EMIAYZH ZTOXOY (USING SOLVER)

ANAZHTHZH XTOXOY (GOAL SEEK)

2YNAPTHZH MINAKA TRANSPOSE (ARRAY FUNCTION TRANSPOSE)
2YNAPTHZH MINAKA FREQUENCY (ARRAY FUNCTION FREQUENCY)

Ol ZYNAPTHZEIZ KEIMENOQY (TEXT FUNCTIONS)

ZYTKENTPQTIKOI MINAKEX (PIVOT TABLES)




[MPOI'PAMMA 2TTOYAQN
ENOTHTEX

20. YYTKENTPQTIKA TPAGHMATA (PIVOT GRAPHS)

21. ONOMAZIA KEAIOY KAI MTEPIOXHZ (NAMING A CELL OR RANGE)
22. EAErXOZ TYNOY (FORMULA AUDITING)

23. MAPAGYPO NMAPAKOAOYOHZHX (WATCH WINDOW)

24, MAAIZIA OMAAAY KAl KOYMMIA ENIAOTHZ (GROUP BOXES AND OPTION BUTTONS)
25. MAAIZIA EAETXOY (CHECK BOXES)

26. MAAIZIA NIZTAZ KAI ZYNOETA MAAIZIA (LIST BOXES AND COMBO BOXES)

27. MMNAPEX KYAIZHZ KAl KOYMIIA AY=OMEIQXHZ (SCROLL BARS AND SPINNERS)
28. KEIMENO XE XTHAEX (TEXT TO COLUMNS)

29. OMAAOIOIHZH ®YAAQN (GROUPING SHEETS)

30. H ZYNAPTHXH SUBTOTAL (SUBTOTAL FUNCTION)

31. AEXMOI (HYPERLINKS)

32. ENIKYPQXH AEAOMENQN (DATA VALIDATION)

33. TYXAIOI APIOMOI (RANDOM NUMBERS)

34. MPOZAPMOXMENH MPOBOAH (CUSTOM VIEW)

35. MPOXZTAZIA ®YAAOY EPIAZIAL KAI BIBAIOY (WORKSHEET AND WORKBOOK PROTECTION)
36. SPARKLINES

37. FPAOHMATA EYPOYZ

38. FPAOHMATA ME AYO A=ONEZX (2 AXIS GRAPHS)

39. MPAOHMATA MEZHX TPAMMHZ

40. TPAOHMA PABAOZ AIMO NITA

41. KYAIOMENA TPAOHMATA




AEITMATA
MXTONOIHTIKQN

VELLUM
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AAHNIKA KENTPA ALA BIOY MAGHEIHE

i

e Working together - Learning for life
i E ZupmmAnpwpa MototroinTikou Europass
Mastering Excel for Business
This is to certity MOTOTHET®E 6T o
Babuoi ECVET
At

ETIC
3. AGGREGATE FUNCTIONS
4. INFORMATION FUNCTIONS
5. SEARCH FUNCTIONS
6. DATABASE FUNCTIONS
7. TEXT FUNCTIONS
£, ARRAY FUNCTIONS
9. PIVOT GRAPHS
10. PIVOT TABLES
11. FORM CONTROLS
12, DATA VALITATION
13, ADVANCED CHARTS
14, ADVANCED EXCEL COMMANDS

/ ;
2, APIOMHTIKEE EYMAP Iz

« MN

. MAX &
» ABS

3. IYNAPTHEIEIZ KATAMETPHEIHE

»  COUNT

»  COUNTA 2
+ COUNTIF

o COUNTBLANK

4. IYNAPTHEIEIE NAHPOQOPION

+ ISERROR

s ISBLANK

5. IYMAPTHIEIE ANAZHTHIHI

« CHOOQSE

»  RANK
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EIZHITHTHZ/TPIA

O Mavaytwtng Xapttakng sivat Mpoypappatiotrc - AVAAUTHS NAEKTPOVIKWV

UTTOAOYLOTWY. EXEl 13 XPOVIQ EKTIALSEUTIKAG EUTIEIPIOG OTOV TOMEA TNG
TIANPODOPIKNG OE TUNUATA EVNAIKWY, VI BACLKES, TIPONYHUEVES Kal EEEISIKEL-
neveg de€lotnteg xpnong H/Y. Ao to 2002 £wg Kal onpepa epyaletal wg

TipoypappatioTrc otnyv etaipeia Vellum Global Educational Services.

Navayuwtng Xapitakng
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VELLUM

Global Educational Services

i FREEstudies

email: info@vellum.org.gr w ]
website: www.vellum.org.gr email: info@freestudies.gr
/"‘\ website: www.freestudies.gr

Mpaweia AAeEavdpetag: MavAov MeAa 12, T.K.: 59300, ThA.: 2310 501 895, fax: 7007003864
Mpaweia Osooalovikng: Ayiov Mnva 7, T.K.: 54625, TnA.: 2310 531 323
Mpaweia A9nvwv: MoAutexveiou 12, A9rva, T.K.: 10433, ThA.: 210 710 1894
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