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1. darwmunebiT SeiZleba iTqvas, rom yovel adamians 
dReSi ramodenimejer uwevs sityva `informaciis~ mos-
mena: `sainformacio gamoSveba~, `sajaro informacia~, 
`informaciuli vakuumi~ da a.S. specialuri ganmartebis 
gareSec mixvdebodiT, rom informacia aris raime cnoba, 
Setyobineba, ganmarteba, gadmocema, romelic vrcel-
deba werilobiTi, sitvieri an sxva saSualebebiT. Tu 
ufro ganvazogadebT, SeiZleba iTqvas, rom informacia 
aris saubriT, swavliT an kvleviT miRebuli codna raime 
gansazRvruli faqtis an movlenis Sesaxeb.

rogorc samecniero termini, is kidev ufro farToa 
da gulisxmobs cnobebis gacvlas ara marto adamian-
ebs Soris, aramed adamiansa da kompiuters Soris, aseve 
signalebis gacvlas mcenareTa da cxovelTa samyaroSi, 
Tvisebebis gadacemas ujredidan ujredisaTvis da orga-
nizmidan organizmisaTvis. 

informaciis `matarebeli~ yvelaze mniSvnelovani sa-
Sualeba wignia. wignis meSveobiT informacia werilobiT 
vrceldeba. wigns didi xnis istoria aqvs. uZveles droSi 
teqstebs werdnen Tixis firfitebze, specialurad da-
muSavebul tyavis naWrebze. qaRaldis gamoyeneba wig-
nisaTvis Cinelebma daiwyes. Tavidan informacia furcle-
bze xeliT gadahqondaT (anu, xeliT werdnen). amas Zalian 
didi mondomeba da Zalisxmeva sWirdeboda. saqarTvelos 
xelnawerTa institutSi inaxeba unikaluri xelnaweri 
wignebi.maTi aslebis naxva SeiZleba internetis meSveo-
biTac misamarTze: http://geomanuscript.ge/.

1 wigni - informaciis ZiriTadi 
wyaro. biblioTeka
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1629 wels pirveli nabeWdi qarTuli wigni gamovida. 
wigni  romSi daibeWda. es iyo qarTuli anbani locve-
biTurT da qarTul-italiuri  leqsikoni. Semdeg, ukve 
TbilisSic moewyo stambada 1709 wels daibeWda «saxare-
ba», «daviTni»da «vefxistyaosani».

2. adgils, sadac uamravi wignia Tavmoyrili da yvela 
msurvels SeuZlia maTi wakiTxva _ biblioTeka ewodeba.
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biblioTekaSi mowesrigebuladaa Senaxuli wignebi 
_ avtorebis gvarebis mixedviT, Tematurad, gamocemis 
TariRis mixedviT an sxva niSniT. yvela skolaSia mcire 
biblioTeka, sadac, ZiriTadad, sabavSvo wignebi da sax-
elmZRvaneloebia. 
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saqarTveloSi arsebul biblioTekebs Soris yvelaze 
didia saqarTvelos parlamentis erovnuli biblioTeka. 
biblioTekis vebgverdia: http://www.nplg.gov.ge/.

aq mocemulia biblioTekiT sargeblobis wesebi, bib-
lioTekaSi daculi wignebisa Tu Jurnal-gazeTebis nusxa, 
sxva saintereso informacia _ qarTuli da msoflios 
udidesi biblioTekebis misamarTebi, masala saqarTvelos 
Sesaxeb da sxva.
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1.	 dafiqrebulxarT odes
me, ra xdeba mas Semdeg, rac-
Tqvens sayvarel kompiuterSi 
akrebT misamarTs www.y8.com 
(es saiti bevrma bavSvma icis, 
radgan masze yvelaze meti 
TamaSia ganTavsebuli) da daaW-
erT Enter-s? SesaZloa bevr 
Tqvengans uCndeba kiTxvebi _ 
vin aris is uxilavi `viRac~, 
vinc saits gviCvenebs? rogor 
da sad inaxeba mTeli masala? 
Tu kiTxvebi TqvenTvis sainteresoa, maSin SevecadoT ma-
Tze pasuxebis miRebas.

interneti didi da rTuli organizmia. igi kompiu-
terebisa da maTi SemaerTebeli xazebis uzarmazari qse-
lia, romelic mTel msofliozea amodebuli. kompiu-
terebis erTmaneTTan dakavSireba xdeba sadenebiT da 
satelituri antenebis meSveobiT.

internetSi, garda `Cveulebrivi kompiuterebisa~, 
uamravi `araCveulebrivi kompiuteric~ moipoveba. maT 
`serveri~ hqviaT. serveri igive kompiuteria, oRond 
ufro specifiur amocanebze gaTvlili da Sesabam-
isad ufro Zlieri kompleqtaciis. maTi mTavari amo-
canaa moTxovnili veb-gverdebis gagzavna konkretul 
misamarTebze. amisaTvis maT didi moculobis myari dis-
ki, operatiuli mexsiereba da swrafi procesorebi aqvT. 

2 cota ram internetis Sesaxeb
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arsebobs veb-serverebi, monacemTa bazis serverebi, el 
fostis serverebi da sxva. 

mainc rogor Cans Cvens kompiuterSi saiti, romelic 
asiaTasobiT kilometrze daSorebul veb-serverzea gan-
Tavsebuli? 

programas, romelic saSu-
alebas gvaZlevs saitebi davaT-
valieroT brauzeri ewodeba. 
brauzerebia, magaliTad, Inter-
net Explorer, Opera, FireFox, Google 
Chrome daa.S.).

internetiT sargeblobisaT-
vis unda gaxsnaT romelime 
brauzeri da SeiyvanoT sasurve-
li saitis misamarTi. brauzeri 
moTxovnas ugzavnis veb-servers, 
serveri moTxovnas amuSavebs da 
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brauzers ubrunebs moTxovnis Sesabamis saits. amis Sem-
deg, brauzeris amocanaa, rom mosul informacias misces 
martivad aRsaqmeli saxe. ai, sul es aris zedapirulad da 
uxeSad aRwerili internetis muSaobis sasicocxlo cik-
li. cxadia, rom am zedapirulobisa da simartivis qveS 
uamravi rTuli detali imaleba, romlis gageba axla ar 
SegviZlia, Tumca SemdgomSi, Tu dainteresdebiT, maTzec 
SeZlebT pasuxebis miRebas.
2.	 brauzeri, romelic savaraudod, aucileblad 
iqneba Tqvens kompiuterSi, aris Microsoft Internet Explorer. 
swored mis magaliTze ganvixilavT Cven informaciis nav-
igacias internetSi. Tqveni kompiuteris program-meniu-
Si, moiZieT aRniSnuli brauzeri da daawkapuneT. 

brauzeris fanjaraSi ganTavsebulia instrumentebis 
paneli, romelic moicavs navigaciis Rilakebsa da misa-
marTis vels.

misamarTis velSi aisaxeba mimdinare veb-gverdis uni-
kaluri misamarTi (URL). Tu gsurT sxva veb-gverdis 
gamotana, maSin misamarTis velSi unda akrifoT im veb 
gverdis misamarTi da daaWiroT klaviaturaze Enter kla-
viSs. 

aRsaniSnavia, rom brauzeri imaxsovrebs misamarTis 
striqonSi Seyvanil misamarTebs, rac saSualebas gvaZlevs 
saWiroebis SemTxvevaSi swrafad gamovitanoT ukve daTva-
lierebuli veb-gverdebi. amisaTvis saWiroa davawkapunoT 
misamarTis striqonis marjvniv  moTavsebul Rilakze 
da gamosuli CamonaTvalidan avarCioT sasurveli veb-
gverdis misamarTi. 
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garda amisa, Rilakebi Back da Forward  saSu-

alebas gaZlevT ixiloT aqtiuri fanjris wina nanaxi da 

Sesabamisad momdevno veb gverd(eb)i. 

 Stop Rilaki saSualebas gaZlevT SewyvitoT veb-

gverdis CatvirTvis procesi. RilakiT SesaZlebelia 

isargebloT magaliTad im SemTxvevaSi, rodesac veb-

gverdis ekranze gamoCena Wianurdeba misi grafikuli 

elementebis simravlis gamo. am SemTxvevaSi SeiZleba mx-

olod teqsturi informaciis gacnoba da amiT internet-

Si navigaciis procesis daCqareba.

Tu raime mizezis gamo Sewyda veb-gverdis CatvirTvis 

procesi, an CatvirTul veb-gverdze ar aisaxa romelime 

elementi, Rilaki Refresh saSualebas gaZlevT ganaaxloT 

brauzeris fanjris SigTavsi anu veb-gverdi xelaxla 

CaitvirTeba serveridan.

brauzeris gaxnisTanave, fanjaraSi gamoCndeba sas-

tarto veb-gverdi, romelic programas winaswar aqvs 

miTiTebuli (kompiuteris mflobelis survilis Sesabam-

isad). navigaciis procesSi sastarto veb-gverdze dab-

runebis saSualebas iZleva Rilaki Home. 
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sasurveli saitis migneba internetSi, roca misi misa-
marTi TqvenTvis cnobilia, sirTules ar warmoadgens. 
amisaTvis, unda gaxsnaT romelime brauzeri da SeiyvanoT 
sasurveli saitis misamarTi.

rogor moviqceT maSin, roca CvenTvis ucnobia, Tu 
sad aris ganTavsebuli (an, saerTod aris Tu ara inter-
netSi) CvenTvis saWiro informacia?

internetSi informaciis moZiebisaTvis Seqmnilia 
specialuri programa saxelwodebiT saZiebo sistema. 
saZiebo sistemebis saSualebiT SesaZlebelia moiZioT sa-
surveli informacia im SemTxvevaSic ki, Tu TqvenTvis 
ucnobia konkretuli veb-gverdis URL misamarTi.saZiebo 
sistema warmoadgens specialuri programebis saSuale-
biT damuSavebuli veb-gverdebis monacemTa mudmivad ga-

3 saWiro informaciis moZieba 
internetSi
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naxlebad bazas. aRniSnul monacemTa bazaSi inaxeba deta-
luri informacia milionobiT veb-gverdis Sesaxeb. 

dReisaTvis yvelaze mZlavri da popularuli saZiebo 
sistemaa `gugli~ (Google). is imdenad popularulia, rom 
qarTul enaSi sityvadac damkvidrda (araerTi adaminisgan 
momismenia kerZo saubrebSi _ internetSi `davgugle~ da 
esa da es informacia movipoveo. Google-is mTavari mona-
cemTa baza inglisurenovania, Tumca aqvs sxva (araingli-
sur enovani) qveynebis resursebis monacemTa bazebic. anu, 
misi meSveobiT SesaZlebelia qarTulenovani resursebis 
moZiebac. Google_s aqvs qarTulenovani dizainic.

imisaTvis, rom Zebna efeqturad ganaxorcieloT 
Google-is saZiebo striqonSi unda SeitanoT sakvanZo si-
tyvebisagan Semdgari fraza da daaWiroT Rilaks `Google 
Zebna~.
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Sedegad miiRebT gverdebis CamonaTvals, romlebSiac 
aucileblad figurirebs fraza `qarTuli moTxrobebi~.

	
aRsaniSnavia, rom Zebnis Sedegi xSirad damokidebu-

lia imaze, Tu ramdenad zustad iqna SerCeuli sakvan-
Zo sityvebi. Ziebis optimizaciis mizniT, sasurvelia 
daimaxsovroT Semdegi wesebi:
	Tu gsurT, konkretuli frazis Semcvleli doku-

mentis moZebna, maSin sasurveli fraza moaqcieT 
brWyalebSi (,,sasurveli fraza~).

	Tu gsurT, saZiebo striqonSi miTiTebuli sityva 
Ziebis SedegebSi aucileblad iyos warmodgenili, 
maSin sityvis win miuTiTeT niSani ,, + ~ .

	Tu gsurT, saZiebo striqonSi miTiTebuli sityva 
Ziebis SedegebSi ar iyos warmodgenili, Sesabamisad 
sityvis win miuTiTeT niSani ,, - ~.

	Tu gsurT, saZiebo striqonSi miTiTebul sityvaTa-
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gan erT-erTi mainc iyos Ziebis SedegebSi warmodge-
nili, sityvebs Soris akrifeT ,,OR~(,, an ~).

arsebobs Ziebis SezRudvis (dakonkretebis) sxva saSu-
alebebic. daaWireT da CamoSaleT Option meniu.

meniuSi airCieT^ `gafarToebuli Zieba~. gamoCenil 
fanjaraSi Tqven SegiZliaT miuTiToT, romel enaze 
dawerili informaciis moZieba gsurT, SearCioT failis 
tipi, gamoqveynebis TariRi da sxva.
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kompiuterSi informacia inaxeba failebSi. radgan in-
formacia sxvadasxva xasiaTisaa, Sesabamisad failTa sax-
eebic gansxvavdeba erTmaneTisagan. zogi faili inaxavs 
teqstur informacias, zogi _ grafikuls, zog failze ki 
inaxeba audio informacia. kompiuteri ansxvavebs failTa 
tipebs, man `winaswar icis~ daaxloebiT ra saxis infor-
maciaa Cawerili failze da romeli programiT SeiZleba 
misi gaxsna. 

kargia, roca kompiuteris momxmarebelsac Seu-
Zlia failis tipis amocnoba. maSin is advilad mixvde-
ba, ra saxis informaciaa Cawerili internetSi mis mier 
moZiebul romelime failze da SedarebiT advilad mi-
iRebs gadawyvetilebas _ ramdenad saWiroa misTvis es 
faili. 

 imisaTvis, rom gaarCioT failis tipebi, unda daak-

4 failTa saxeebi
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virdeT mis gafarToebas, romelic failis saxelSi, ro-
gorc wesi, wertilis Semdeg 2-4 simbolosgan Sedgeba. 
Tqven gWirdebaT gansazRvroT failis tipi, raTa dar-
wmundeT, rom is SesaZlebelia gaxsnaT/aamuSaoT Tqvens 
kompiuterSi, da amisaTvis gWirdebaT Tu ara specialuri 
programa, romelic an ukve gaqvT, an unda moipovoT spe-
cialurad. 

internetSi umetes wilad gavrcelebulia teqsturi, 
grafikuli, foto, audio da video failebi. zogierTi 
maTgani kompresirebulia (`dazipulia~) da misi gafar-
Toeba aris an zip, an rar failebi. orive maTgani ixsneba 
specialuri programis meSveobiT-ZIP compression da Win-
RAR, romlebic specialurad unda iyos dainstalirebu-
li Tqvens kompiuterSi. 

yvelaze gavrcelebuli grafikuli failebi (suraTe-
bi), romelsac internetSi ixilavT, aris Semdegi gafar-
ToebiT, rogoricaa jpg da gif. 

xolo audio failebidan xSiria ufro metad mp3. 
aseve wmv da wma. 
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teqsturi failebi, garda imisa, rom Tavad MS Word 
programaSia Seqmnili da misi gafarToeba Sesabamisad 
doc-ia, xSirad SexvdebiT informacias e.w. pdf-format-
Si, romel SemTxvevaSic, eleqtronuli informaciis re-
daqtireba SeuZlebelia da romlis mxolod wakiTxvisT-
vis Tqvens kompiuterSi dainstalirebuli unda iyos 
programa Adobe Acrobat Reader.

failis tipebi da maTTvis Sesaferisi programebi

teqsturi faili

Doc Microsoft Office Word document file
Docx Microsoft Office Word 2007 document file
Txt MS Office/Word Pad
pdf Adobe Acrobat Reader

eleqtronuli 
cxrilebi

Xls Microsoft Office Excel spreadsheet file
Xlsx Microsoft Office Excel 2007 spreadsheet file

slaidi ptt Microsoft Office PowerPoint 
Presentation file

pttx Microsoft Office PowerPoint 2007 
Presentation file

veb faili html Hyper Text Markup Language file
foto failebi JPEG, 

JPG Microsoft Office Picture Viewer/
Windows Explorer/PaintGif, 

Tif
audio failebi Mp3 Windows Media Player

Mp4
wav Windows Media Player

video failebi avi Windows Media Player
Mpg4 Quick Viewer
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fostiT adami-
anebi sargebloben 
uZvelesi droidan. 
es aris samsaxuri, 
romelic uzrunve-
lyofs werilebisa da 
amanaTebis mitanas ad-
resatebamde. qalaqSi 
aris safosto ganyo-
filebebi, sadac unda 
miitanoT amanaTi; 
fostis TanamSromels 
garkveviT unda miuTi-
ToT im adamianis misa-
marTi da vinaoba, romelsac ugzavniT amanaTs. safosto 
samsaxuri Tqvens amanaTs miitans adresatTan da Setyo-
binebasac gamogigzavniT (aseve fostis meSveobiT), rom 
Tqveni davaleba Sesrulebulia. werilebis gasagzavnad 
safosto ganyofilebaSi misvla arc aris aucilebeli. 
qalaqSi aris safosto yuTebi, romelSic unda CaagdoT 
werili. fostis TanamSromlebi Tavad gaxsnian yuTs da 
miitanen werilis Tqvens mier ydaze aRniSnul misamar-
Tze. misamarTze - http://www.georgianpost.ge - Tqven naxavT 
fostis istoriis Sesaxeb bevr saintereso masalas. 

udavoa, rom eleqtronuli fosta, amJamad, komunika-
ciis - teqsturi gzavnilebis gacvlis _ erTerTiyvelaz-
epopularuli da gavrcelebuli formaa. misi meSveobiT 
SesaZlebelia werilebis gagzavna msoflios nebismier 
wertilSi (sadac internetia, cxadia) mcxovreb adresat-

5 eleqtronuli fosta
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Tan sul ramodenime wamSi. warmoidgineT, rom virtua-
lur internet - sivrceSi gaqvT safosto yuTi, romlis 
gasaRebi iciT mxolod Tqven. am yuTSi inaxeba Tqveni ko-
respodencia _ Tqvens mier gagzavnili Tu miRebuli wer-
ilebi, TandarTuli failebiT. 

modiT, SevqmnaT Cveni safosto yuTi. (safosto yuTis 
SeqmnaSi da Semdgom, sargeblobis procesSi dagexmare-
baT maswavlebeli, radgan 16 wlamde asakis mozardebis 
damoukidebeli registracia zogierT safosto server-
ze ikrZaleba amave safosto serverebis kanonebiT mo-
zardebis dacvis da usafrTxoebis mizniT). 

amisaTvis gamoviyenoT Google-s serveri. aqve aRvniS-
navT, rom arsebobs sxva safosto serverebic, mag. yahoo, 
hotmail, courier, eudora da a.S. am serverebze daregistrire-
ba didad ar gansxvavdeba qvemoT moyvanili nimuSisagan.

Google angariSis Seqmna da Sesvla

1.	brauzerSi akrifeT safosto 
serveris misamarTi (magaliT-
isTvis www.gmail.com)

2.	fostaSi dasaregistrireblad 
daaWireT RilaksCreate an ac-
count da miyeviT qvemoT moce-
mul instruqciebs. 

registraciisaTvis unda gaiar-
oT Semdegi safexurebi

1) CamosaSlelimeniudanamoirCi-
eTsasurvelena
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2) Semdeg SeavseT saregistracio kiTxvarebi:

First Name (saxeli) - SegyavT saxeli
Last Name (gvari) - Tqveni gvari
Desired Login Name (sasurveli saregistracio saxe-

li) -sasurveli saxeli el fostisaTvis aqveSe giZliaT 
SeamowmoT,ramdenad xelmisawvdomia Tqvens mier arCeuli 
saregistracio saxeli Check Aviability - Rilakze daWeriT.

Choose a password (paroli) - airCieTparoli, romeli-
ciqneba 8 an 8 simboloze meti.

Re-enter password (parolis xelaxla Seyvana) - daadas-
tureT paroli, aq aucileblad uSecdomod unda akrifo-
Tigive paroli.
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Security Question (saidumlo SekiTxva) - SekiTxva, ro-
melic parolis dakargvis SemTxvevaSi gamogadgebaT.

Answer (pasuxi) -pasuxi saidumlo SekiTxvaze
Secondary e-mail (damatebiTi elfosta) - Tu ukve gaqvT 

alternatiuli elfosta, aq CawereT (SesaZlebelia mego-

bris an maswavleblis el-fostis miTiTebac).
Location (adgilmdebareoba) - airCieT qveyana
Word Verification (sityvis dadastureba)- SeiyvaneT 

miTiTebuli simboloebi am velSi.
Terms of Service (momsaxurebis pirobebi) - mocemul pirobe-

bze dasadastureblad da Sesabamisad dasaregistrireblad, 
sabolood daaWireT Rilakze I accept, Create my account. 

amiT Tqven daasruleT registracia, anu Tqven Seqme-
niT safosto yuTi, romelsac aqvs saxeli da `gasaRebi~. 
amis Semdeg, fostiT sargeblobisaTvis, unda akrifoT 
brauzerSi safosto serveris misamarTi (gmail.com). gamo-
Cenil fanjaraSi akrifoT Tqvens mier arCeuli momxmare-
blis saxeli da paroli.



24

eleqtronul fostas werilebis - teqsturi Setyo-
binebebis gagzavna-miRebis garda uamravi SesaZlebloba 
gaaCnia. magaliTad, werilTan erTad SeiZleba gaigzavnos 
faili, SesaZlebelia werilebis filtracia, daxarisxeba, 
misamarTebis wignakis Seqmna da a.S. modiT, gavecnoT am 
SesaZleblobebs ufro detalurad.

rogor gavagzavnoT werili 

werilis gasagzavnad Tqvens Gmail angariSSi Sesvlis 
Semdeg unda SeasruloT moqmedebebi Semdegi Tanmimdev-
robiT:

1.	daawkapuneT hiperbmulze Compose Mail, da gaixsneba 
Semdegnairi fanjara

6 rogor visargebloT 
eleqtronuli fostiT?
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2. To teqstur velSi miuTiTeT adresatis el.fostis 
misamarTi;

3. Subject teqstur velSi daafiqsireT werilis saTau-
ri. aRsaniSnavia, rom saTauri werilis gaxsnamde 
Cans adresatis ekranze da warmodgenas iZleva weri-
lis Sinaarsze;

4.	fanjris ZiriTad areSi dawereT Setyobinebis te-
qsti;

5.	werilis adresatamde gasagzavnad daawkapuneT Send 
Rilakze;

Tuki erTi da igive Sinaarsis werilis dagzavna 
ramodenime pirTan gsurT, maSin SesaZlebelia Cc (Cur-
bon Copy) da Bcc (Blind Curbon Copy) teqsturi velebiT 
sargeblobac.am SemTxvevaSi erT misamarTs werT To vel-
Si, xolo danarCens Cc an Sesabamisad Bcc velebSi. (el.
fostis misamarTebi erTmaneTisagan gamoiyofa xdeba 
wertil-mZimiT).

SeniSvna:

	Cc (Curbon Copy) velSi Caweril misamarTze adre-
satTan misuli werili Seicavs am werilis sxva ad-
resatebis siasac.

	Tu adresatisaTvis sxva adresatebis codna ar aris 
saWiro, el.misamarTebis CamonaTvali imave wesiT 
unda Caiweros Bcc (Blind Curbon Copy) velSi. aseT 
SemTxvevaSi adresatTan ar miva informacia sxva ad-
resatebis arsebobis Sesaxeb.
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Tu werilTan erTad failis gagzavnac gsurT, maSin 
unda moviqceT amgvarad:

1.	 airCieT brZaneba  
2.	 ekranze gamosul Choose File dialogur fan-

jaraSi SearCieT gasagzavni faili da daawkapuneT 
Open Rilakze;

Sedegad adresati werilTan erTad mimagrebul fail-
sac miiRebs. 

SeniSvna:

internet provaiderebis didi nawili zRudavs gasag-
zavni failebis zomas. Sesa-
bamisad, zogjer ar xerxdeba 
1 megabaitze didi failebis 
gagzavna.

eleqtronuli fosta 
werilebis daxarisxebis 
mizniT saqaRaldeebis 
struqturas iyenebs. magal-
iTad, erT-erT saqaRaldeSi 
avtomaturad inaxeba Semo-
suli werilebi da mas Inbox 
qvia.

rogor wavikiTxoT miRebuli 
werili

	 miRebuli werilis 
wakiTxvis mizniT dawka-
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punebiT gaxseniT Inbox saqaRalde, xolo gamosuli 
CamonaTvalidan aseve «mausiT» daaWireT im werilis 
saTauris bmuli (linki), romlis wakiTxvac gsurT.

	aRsaniSnavia, rom Inbox saqaRalde saSualebas gaZlevT 
miiRoT werilis Sesaxeb iseTi informacia, rogoricaa 
gamogzavnis TariRi, werilis zoma, korespondentis 
(gamomgzavnis) vinaoba da misi el.fostis misamarTi da 
a.S.

garda miRebuli werilebisa, SesaZlebelia Tqvenive 
gagzavnili werilebis naxvac. amis saSualebas iZleva 
saqaRalde Sent Mail.

mniSvnelovania saqaRalde Trash, romelicsanagve 
yuTis funqcias asrulebs - aq waSlili werilebi inaxeba, 
romelTa aRdgena jer kidev SesaZlebelia.

saqaRaldeSi -Draft SesaZlebelia gaZlevT SeinaxoT 
gasagzavni werilebis dausrulebeli versiebi.
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Google dokumentebi saSualebas iZleva SeinaxoT, gauz-
iaroT da moaxdinoT dokumentebis onlain redaqtireba. 

Tqvens personalur Google angariSis meniudan, 
daaWireT Documents- (dokumentebi) bmuls, da daiwyeT 
failebTan muSaoba Semdegnairad: 

7 failTa gaziarebis sistemebis 
Sesaxeb

dokumentis Seqmna: 

horizontalur meniudan amoirCieT brZaneba New (ax-
ali), da amoirCieT dokumentis is tipi, romelic unda 
SeqmnaT: 
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•	 Document-teqsturi dokumenti
•	 Presentation-saprezentacio do-
kumenti
•	 Spreadsheet-cxrilebi
•	 Form-kiTxvaris forma, 
•	 Folder-saqaRalde

nebismieri maTganis amorCevis 
SemTxvevaSi, axal fanjaraSi gaix-
sneba Sesabamisi programisaTvis 
saWiro instrumentebis paneli, 
magaliTad, teqstis redaqtireba, 

suraTisa da obieqtis Casma, cxirilebis formis Secvla, 
da a.S. am fanjaraSi Tqven SegiZliaT onlain SeqmnaT ax-
ali dokumenti da daimaxsovroT Tqvens onlain Google 
saqaRaldeebSi. 

magaliTisaTvis, ganvixiloT teqsturi dokumentis 
Seqmna: 

daaWireT CamonaTvalidan Documents, axal fanjaraSi 
gaixsneba teqsturi dokumentisaTvis damaxasiaTebeli 
yvela ZiriTadi instrumentebis paneli da saweri veli 
(iseve rogorc es Microsoft Word-Sia).
•	 teqstze muSaobis procesSi Tqven SegiZliaT daimaxsov-

roT Sesrulebuli samuSao da gaagrZeloT muSaoba 
Rilak Save(damaxsovreba)-ze daWeriT. 
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•	 Tu sabolood daasruleT muSaoba dokumentze da 
gindaT SewyviToT muSaoba, maSin gamoiyeneT Rilaki 
-Save& Close(damaxsovreba da daxurva). 

arsebuli namuSevari, Se-
giZliaT gauziaroT (Share) 
sxvebsac, (Share with others); 
gaugzavnoT eleqtronuli 
fostis saSualebiT, ro-
gorc mibmuli faili (Email 
as Attachment); gamoaqveynoT 
da gauziaroT rogorc veb 
gverdi (Publish as web page); 

an winaswar naxoT, rogor gamoiyureba Tqveni namuSevari 
rogorc veb gverdi (View as Web page (Preview). 

gaziarebis am saxeebs ganvixilavT saTiTaod: 

1)	 Share with Others-bmulze daWeris Semdeg, Tqven 
akonkretebT dokumentze moqmedebis im uflebebs, 
romelsac mianiWebT mowveul pirebs. magaliTad: 
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iwvevT adamianebs, rogorc:
a) Tanamonawileebs (As collaborators) - am SemTxvevaSic 

maT aZlevT dokumentze muSaobis, redaqtirebis saSu-
alebaa; 

b) damTvaliereblebs (as viewers) - am SemTxvevaSi maT 
aZlevT informaciis miReba/wakiTxvis uflebas. 

am magaliTze moniSnulia pirveli varinti. Tavi-
sufal velSi, miuTiTeT mosawvevi pirebis el.fostis 
misamarTebi. qvemoT mocemuli damatebiT parametrebSi 
akonkretebT damatebiT uflebebs maTTvis, rogoricaa: 

Collaborators may invite others - Tqvens mier mowveul 
Tanamonawileebs aqvT ufleba moiwvion aseve sxvebic, 

an, Invitation may be used by anyone - mowveva SeiZleba 
gamoiyenos nebismierma.

brZanebis dasrulebisaTvis daaWireT Rilaks - Invite 
Collaborators, damTvaliereblebis mowvevis SemTxvevaSi 
es Rilaki Seicvleba Invite viewers - formiT.gaxsovdeT, 
rom maT, visac dokumentze muSaobis Tanamonawileebad 
iwvevT, aucileblad unda qondeT Seqmnili sakuTari 
Google-angariSi da Tqven Google-el.fostaze unda gaug-
zavnoT mosawvevi. 

2)	 dokumentis el-fostis meSveobiT mibmuli failis 
saxiT gagzavnis survilis SemTxvevaSi, gamova special-
uri fanjara.
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dokuments agzavniT zustad ise, rogorc es Cveulebriv 
eleqtronuli werilis gagzavnis dros aris saWiro: 

To: mwkrivSi miuTiTeT adamian(eb)is el.fostis 
misamarTebi. 

SegiZliaT moniSnoT Semdegi brZanebebi: 
Paste the document itself into the email message - Caakopire 

Tavad dokumenti teqstis velSi avtomaturad 
(Attach the document as) - miamagre dokumenti rogorc... 

da CamonaTvalis meniudan amoirCieT sasurveli teqstu-
ri dokumentis failis tipi. 

Subject-velSi miuTiTeT saxelwodeba. Message-velSi ki 
werilis teqsti. CC me - niSnavs - gaugzavneT sakuTar 
Tavs werilis asli. Send Rilakze daWeriT gaagzavniT 
dokuments adresatTan. 

3)	 dokumentis veb gverdis saxiT gamoqveynebisas 
Tqvens dokuments mieniWeba unikaluri misamarTi (URL), 
da yvelas SeeZleba misi naxva, dokumentis gamoqveyneba 
aqve SegiZliaT Tqvens blogzec. 

brZanebis Rilakebze daWeriT, avtomaturad srul-
deba Sesabamisi moqmedebebi: Publish Document -dokumentis 
gamoqveyneba, Post to blog-blogze ganTavseba. 
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dokumentis gamoqveynebis SemTxvevaSi, Tqven SegiZliaT 
moniSnoT brZaneba, Automatically re-publish when changes are 
made - am SemTxvevaSic, dokumentze cvilebebis ganxor-
cielebis dros, is avtomaturd gamoqveyndeba xelaxla. 

dokumentis atvirTva:

im SemTxvevaSi, Tu ki of-onlain reJimSi romelime sao-
fise programis gamoyenebiT Seqmnili dokumentis an raime 
masalis atvirTva gsurT Tqvens Google-saqaRaldeSi, gamoi-
yeneT meniudan brZaneba Upload (atvirTva) Semdegnairad: 

Browse your computer to select a file to upload -moiZieT 
asatvirTi faili Tqvens kompiuterSi

enter the URL of a file on the web - miuTiTeT failis veb 
misamarTi (Tu ki is ukve gamoqveynebulia da aqvs URL 
misamarTi)

What do you want to call it? velSi miuTiTeT dokumentis 
saxelwodeba, (Tu gsurT failis saxelwodebisgan gansx-
vavebuli saxeli) 

bolos daaWireT Rilaks -Upload file. 
gaxsovdeT, rom HTML da teqsturi failebis asatvir-

Tad 500KB moculobis limiti gaqvT, kompiuterSi arse-
buli saprezentacio failebis asativrTad - 10MB, xolo 
onlain saprezentacio failebis SemTxvevaSi - 2 MB; ele-
qtronuli cxrilebis asatvirTad 1 MB.
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dabejiTebiT SeiZleba imis 
Tqma, rom masala saxifaTo sa-
mecniero eqspediciebis/mogzau-
robebis Sesaxeb TiTqmis yvelas 
ainteresebs. sul cota xnis win 
internetSi wavawydi statias an-
tarqtikis erT-erTi pirveli mkv-
levaris, robert skotis Sesaxeb 
(statia ganTavsebulia misamar-
Tze: http://www.listen-to-english.com/
index.php?id=569). statia inglisur 
enazea dawerili. misTvis, vinc 
inglisur enas kargad ar flobs, 
SesaZloa, Znelad gasagebi aR-
moCndes teqstSi mocemuli in-
formacia. rogor unda moviqceT 
aseT dros?

arsebobs wignebi, romlebSic 
anbanuri wesiTaa dalagebuli romelime enis (mag., ing-
lisuri) sityvebi da mocemulia maTi ganmartebebi (mniS-
vnelobebi) qarTul enaze. aseT wigns leqsikoni ewodeba. 
skolis biblioTekaSi uTuod iqneba inglisur-qarTuli, 
germanul-qarTuli, rusul-qarTuli leqsikonebi. 

arsebobs eleqtronuli formatis leqsikonebic. ele-
qtronul formats bevri upiratesoba aqvs _ sityvis 
Zieba xdeba uswrafesad; garda amisa, sityvas xSirad ax-
lavs audio faili, romlis meSveobiT SegiZliaT mois-
minoT sityvis swori gamoTqma. internetSi ganTavsebul 
leqsikonebs Soris yvelaze moculobiTia http://www.

8 Targmnis eleqtronuli 
saSualebebis Sesaxeb



35

translate.ge/. masSi 90 000 sityvis mniSvnelobaa mocemuli. 
Caiwereba ra ucxo sityva specialur gamoyofil areSi, 
leqsikoni maSinve gvTavazobs mis yvela SesaZlo mniSvn-
elobas.

inglisur-qarTuli leqsikoni ganTavsebuli saqarT-
velos parlamentis erovnuli biblioTekis veb-gverdzec: 
http://www.nplg.gov.ge.

modiT, davubrundeT statias samxreT polusze mog-
zaurobis Sesaxeb. mTeli teqstis sityva-sityviT Targmna 
metismetad Sromatevadi saqmea. arsebobs, leqsikoni, ro-
melic iZleva didi teqstis mTlian Targmans. `Wkviani~ 
kompiuteruli programa sityva-sityviT Targmnis teqsts 
da kravs winadadebebad. aseTi Targmani, samwuxarod, sru-
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lyofili ar aris. meqanikuri Targmani ver iTvaliswinebs 
enis urTulesi konstruqciebis Taviseburebebs, Tumca 
teqstis ZiriTadi arsis gageba mainc SesaZlebelia. ase 
swrafad Targmnili masala zogierT situaciaSi Zalian 
mniSvnelovani da saWiro xdeba. aseTi eleqtronuli le-
qsikonis misamarTia: http://translate.google.com/

teqstis gadasaTargmnad unda moiqceT Semdegi Tan-
mimdevrobiT:
•	 CamoSaleT Rilaki From da miuTiTeT ena, saidanac 

gsurT Targmna (kompiuterul programas teqstis enis 
amocnoba Tavadac SeuZlia, Tumca es procedura mainc 
aucilebelia);

•	 CamoSaleT Rilaki To da miuTiTeT ena, romelzec unda 
iTargmnos teqsti;

•	 kopirebuli saTargmni teqsti CasviT teqstisaTvis 
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gankuTvnil areSi da daawkapeT Rilakze Translate.
Translate.google.com _ is meSveobiT mTliani veb-gverdis 

Targnac aris SesaZlebeli. amisaTvis, teqstis Casawer 
areSi unda CasvaT saTargmni veb-gverdis misamarTi:
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teqsturi redaqtori - Microsoft Word

Microsoft Wordteqsturi dokumentis Seqmnisa da srul-
fasovnad formatireba/redaqtirebisaTvis gamoiyeneba. 
Microsoft Word 2007 versia sxva winamorbedi versiebisgan 
gansxvavebiT brZanebaT

a Rilakebs jgufebadgvTavazobs 
maTi funqcionaluri datvirTvisa 
da Sinaarsis mixedviT. 

Office meniu

menius zeda marcxena 
kuTxeSi moTavsebulOffice me-
niuSi ganlagebulia Semdegi 
brZanebebi: 

New-axali furceli
Open-dokumentis gaxsna
Save-dokumentis dam-

axsovreba
Save as-dokumentis aslis 

damaxsovreba sxva formatSi 
an sxva saqaRaldeSi

Print-printerze amobeWdva		

9 damxmare masalebi
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Home meniu

Font qvemeniu
teqstis formatirebisaT-

vis saWiro fontTan dakav-
Sirebuli yvela brZaneba gaer-

Tianebulia FONT qvemeniuSi. maT Soris aris fontis saxe 
da fontis zomis Rilakebi, fontis gadidebisa (Grow font) 
da dapataravebis (Shrink font), da formatirebis erTiani 
waSlis (Clear formatting) Rilakebi, aseve yvelaze xSirad 
gamoyenebadi Rilakebi, rogoricaa:

•	 B-Bold-gamuqebuli aso
•	 I-Italic-daxrili aso
•	 U-Underlined-qveS xazgasmuli aso
•	 abc- Strikethrough-SuaSi xazgasmuli
•	 X2-Subscript-qveda indeqsi
•	 X2-Superscript-zeda indeqsi 
•	 Aa-Change case-inglisurad beWdvis SemTx-

vevaSi cvlis yvela patara asos, didi, mTavruliT 
da piriqiT. 

•	 Text highlight color-teqstis markirebis feri
•	 Font color-fontis feri

Paragraph qvemeniu
paragrafis redaqtire-

basTan dakavSirebuli br-
Zanebebi, rogoricaa dan-
omrva, abzacis centrireba, 
misi marcxniv an marjvniv 

ganlageba da sxva -Tavmoyrilia paragrafis qvemeniuSi:
Bulleted List -buliti, abzacis marki
Numbering-CamonaTvalis danomrva
Multilevel list-multisafexuriani CamonaTvalis danomrva 
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Decrease Indent-abzacis Semcireba
Increase Indent-abzacis gadideba
Sort-CamonaTvalis anbanis mixedviT avtomaturad dalageba
Show-Hide Paragraph mark-paragrafis niSnis gamoCena/

damalva
Align text left-abzacis marcxena mxares gasworeba
Align test center-abzacis centrireba
Align text right-abzacis marjvena mxares gasworeba
Justify-abzacis orive velis gasworeba
Line spacing-paragrafebs Soris manZilis Secvla
Shading-moniSnuli teqstis feris Secvla
Boarders and shading-cxrilebis CarCos zomis Secvla da 

fonis feris micema

Style qvemeniu
teqstis stilis 

sxvadsxva nimuSebi 
mocemulia Style 
qvemeniuSi.

Editing qvemeniu
redaqtirebisaTvis saWiro br-

Zanebebi, rogoricaa teqstSi sity-
vis an sityvaTa jgufis avtomaturi 
moZieba, da Semdeg, moZiebulis av-
tomaturad sxva sityv(eb)iT Canacv-
leba mocemulia Editing qvemeniuSi. 

sityvis an sityvaTa jgufis av-
tomaturi moZieba, anu Find da Sem-
deg avtomaturi Secvla Replace- br-
Zaneba sruldeba Semdegnairad: 

meniudan Find an Replace piqtogramebze daWeriT gamova 
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dialogis fanjara. Find mwkrivSi, miuTiTeT is sityva an 
sityvaTa jgufi, an winadadeba, romelsac eZebT dokumen-
tSi (SeniSvna: gaxsovdeT, rom am mwkrivSi programa mo-
cemuli asoebis TanmimdevrobiT mogiZiebT dokumentSi 
mxolod zust analogiur SemTxvevebs). Replace-mwkrivSi 
miuTiTeT sasurveli sityva, romliTac gsurT moZieb-
uli sityvebis avtomaturi Secvla, saZiebeli sityvis 
miTiTebis dros Rilakze Find next-daWeriT, dokumentSi 
TanmimdevrobiT moiniSneba yvela analogi, xolo Replace 
RilakiT Tqven SeasrulebT avtomaturi redaqtirebis 
brZanebas. 

 magaliTad qvemoT ixileT nimuSi: 

Casmis (Insert) meniu

teqstur dokumentSi, Tvqen SegiZiaT suraTis, cxri-
lis, formebis, grafikebis da sxva obieqtebis Casma. 
amisaTvis gamoiyeneT e.w. Casmis anu Insert-meniu. ganvixi-
loT masSi Semavali qveRilakebis mniSnveloba: 
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Page qvemeniu
Page qvemeniuSimoTvsebulia gverdis formatirebasTan 

dakavSirebuli Sesabami brZanebebi:
•	 Cover Page-Tavfurcelis Camateba-es Rilaki gaZlevT 

sxvadasxva dizianis mqone ramdenime Tavfurcels, ro-
melic avtomaturad SegiZiaT daamatoT Tqvens teqs-
tur dokuments pirvel gverdze, da mogcemT Tavfur-
celisTvis damaxasiaTebeli qvesaTaurebis nimuSebs, 
romelic unda SecvaloT Tqveni survilis da saWiroe-
bis mixedviT. 

•	 Blank Page-sufTa gverdis Camatebis Rilaki, avtomatu-
rad amatebs sufTa gverds im gverdis Semdeg, romel 
gverdzec dgas kursori. 

•	 Page Break- gverdis gamyofi-es Rilaki gverds kurso-
ris mdebareobidan qvemoT gayofs. 

Table meniu
Table meniuSi Tavmoyriliacxrilebis Seqmna da avto-

maturad gaformebasTan dakavSirebuli brZanebebi. Sesa-
Zlebelia Semdegi operaciebis ganxorcieleba:

cxrilis Seqmnamde winaswar unda ganvsazRvroT cxri-
lis svetebisa da striqonebis raodenoba da davsvaT 
kursori dokumentSi im adgilas, sadac cxrili unda 
Seiqmnas.
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ekranze gamova dialoguri fanjara, romlis meSveo-
biT SesaZlebelia mivuTiToT striqonebisa da svetebis 
CvenTvis sasurveli raodenoba(nax. 2).

 

Tu fanjaraSi avirCevT gadamrTvels:
AutoFit contents - cxrilis svetebisa da striqonebis 

zomebi Seicvleba ujrebSi Cawerili teqstis zomis Sesa-
bamisad. 

AutoFit to Window - uzrunvelyofs cxrilis stabilur 
zomas, ganawilebuls mTlian furcelze (sabeWdi aris si-
ganemde), masSi Cawerili teqstis moculobis miuxedavad. 

Fixed column width- afiqsirebs svetebis arsebul si-
ganeebs, ris Sedegadac cxrilis ujredSi akrefili didi 
zomis teqsti ujreds SigniT ramdenime striqonad war-
moidgineba.

cxrilSi svetisa da striqonis damateba SesaZlebe-
lia konteqsturi menius meSveobiT, romelic gamoCndeba 
cxrilis romelime ujraze ~Tagvis~ marjvena klaviSis 
dawkapunebiT (nax. 3).
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Insert Columns to the Left - axali sveti aqtiuri ujredis 
Sesabamisi svetis marcxniv. Tu moniSnulia cxrilis ram-
denime ujredi, maSin Casmuli svetebis raodenoba toli 
iqneba svetebis raodenobisa ujredTa winaswar moniSnul 
simravleSi;

Insert Columns to the Right - axali sveti aqtiuri ujre-
dis Sesabamisi svetis marjvniv. 

Insert Rows Above - axali striqoni aqtiuri ujredis 
Sesabamisi striqonis zemoT. 

Insert Rows Below - axali striqoni aqtiuri ujredis 
Sesabamisi striqonis qvemoT.

Insert Cells… - am brZanebiT xdeba cxrilSi ujredis 
Casma. ekranze gamova dialoguri fanjara Insert Cells (nax. 
4), romlis gadamrTvelis poziciebs Semdegi daniSnuleba 
aqvT:
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Shift cells Right _ axali ujredi aqtiuri ujredis adg-
ilze. am striqonsi mis marjvniv moTavsebuli monace-
mebi TiTo ujrediT marjvniv wainacvleben. am striqo-
nis ujredTa raodenoba erTiT gaizrdeba. Tu winaswar 
movniSnavT ramdenime ujreds, Caemateba moniSnuli ra-
odenobis ujredebi.

Shift cells down - axali ujredi aqtiuri ujredis adg-
ilze. am striqonsi mis marjvniv moTavsebuli monacemebi 
TiTo ujrediT marjvniv wainacvleben.

Insert entire row - axali striqoni aqtiuri ujredis ze-
moT 

Insert entire column - axali sveti aqtiuri ujredis mar-
cxniv 

cxrilis elementebis waSla xdeba aseve konteqsturi 
menius meSveobiT, romelic gamoCndeba cxrilis rome-
lime ujraze ~Tagvis~ marjvena klaviSis dawkapunebiT da 
CamoSlil meniuSi Delete Cells… amorCeviT (nax. 5, nax. 6).
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Delete Cells qvepunqtebs Semdegi daniSnuleba aqvT:
Shift cells left - waiSleba aqtiuri ujredi. am striqon-

Si mis marjvniv moTavsebuli monacemebi TiTo ujrediT 
marcxniv.

Shift cells up - waiSleba aqtiuri ujredi. am svetSi mis 
qvemoT moTavsebuli monacemebi TiTo ujrediT zemoT 
wainacvleben., cxrilis ujredTa raodenoba ar Seicvle-
ba, am svetis bolo ujredi carieli darCeba.

Delete entire row - waiSleba aqtiuri (an moniSnuli 
ujredebis Sesabamisi) striqoni (striqonebi).

Delete entire column - waiSleba aqtiuri (an moniSnuli 
ujredis Sesabamisi) sveti (svetebi).

cxrilis ujredebis gasaerTianeblad movniSnoT isini 
da davawkapoT ~Tagvis~ marjvena klaviSi. konteqsturi 
meniudan avirCioT Merge Cells (nax. 7).

cxrilis ujredebis dasayofad movniSnavT saWiro 
ujras, CamovSliT konteqstur menius da avirCevT br-
Zanebas Split Cells. ekranze gamova Split Cells dialoguri 
fanjara (nax. 8)

 



47

Number of columns velSi vuTiTebT dayofis Semdeg 
saWiro svetebis raodenoba.

Number of rows velSi vuTiTebT dayofis Semdeg saWiro 
striqonebis raodenoba.

Merge cells before splitbrZanebis CarTvis SemTxvevaSi 
CamrTveli gaxleCs ara calkeul ujredebs, aramed, jer 
gaaerTianebs yvela moniSnul ujreds, xolo Semdeg day-
ofs maT miTiTebuli raodenobis ujredebad.

konteqsturi menius (ix. nax. 3) erTerTi punqtia Table 
Properties.., romlis saSualebiTac SesaZlebelia ganisaz-
Rvros cxrilis elementebis zomebi, ujredebSi teqstis 
ganlagebis adgili, cxrilisa da TandarTuli teqstis 
urTierTganlagebis stili mTlian teqstSi da sxva parame-
trebi. Table Properties.. -is diloguri fanjara Sedgeba Sem-
degi CanarTebisagan: Table, Row, Column, Cell (nax. 9).

am dialoguri fanjris Table CanarTis meSveobiT Ses-
aZlebelia:
•	 Size ganyofilebaSi - mTeli cxrilis siganis zustad 

miTiTeba.
•	 Aligment ganyofilebaSi - cxrilis ganlagebis adgili 
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sabeWdi aris siganis mimarT Row da Column CanarTe-
bi TiTqmis identuria. am CanarTebidan SesaZlebelia 
yvela svetisaTvis an striqonisaTvis saWiro zomis 
saTiTaod miTiTeba. Cell CanarTis meSveobiT ganisaz-
Rvreba ujredis SigniT teqstis mdebareoba (ujredis 
zeda kidesTan, qveda kidesTan Tu ujredis centrSi) 
(ix. nax. 10).

ujredSi teqstis mimarTulebis Secvla SeiZleba kon-
teqsturi meniudan Text Direction brZanebiT (ix. 11 da 12).
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Illustrations qvemeniu
dokumentSi nebismieri saxis 

ilustraciebis Casmis mizniT, 
gamoiyeneT Illustrationsqvemeniu
•	Picture-suraTebis Casma
•	Clip Art-kompiuterSi arse-
buli grafikuli koleqciidan 

obieqtebis Casma
•	 Shapes-mza sxvadasxva formebis, rogoricaa wreebis, 

isrebis, xazebis, da misTanebis Casma 
•	 SmartArt-informaciis grafikulad gadmocemisaTvis 

gamzadebuli sxvadsxva diagramebis nimuSebis krebuli 
•	 Chart-sxvadasxva gamzadebuli nimuSebi monacemebis vi-

zualurad warmodgenisa da SedarebisaTvis 
dokumentSigrafikuli diagramebis CasasmeladInsert 

(Camateba) meniudan amoirCieT Rilaki SmartArt, ise, ro-
gorc qvemoT suraTzea naCvenebi. SmartArt vizualurad 
akavSirebs da gadmoscems informacias. 
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amoirCieT sasurveli forma, romelic asaxavs Tqvens 
sailustracio grafikas. 
1)	 List (sia)- CamonaTvalis diagrama
2)	 Process (procesi)-aRwers procesis mimdinareobas
3)	 Cycle (wre) - aRwersciklur procesebs 
4)	 Hierarchy _ (ierarqia)asaxavs ierarqiul damokidebule-

bas
5)	 Relationship (kavSiri)- asaxavs obieqtTa Soris kavSirs
6)	 Matrix(matrica) - matriculi diagramebi
7)	 Pyramid(piramida) - piramiduli diagramebi

mas Semdeg, rac amoirCevT romelime saWiro diagram-
as, SeZlebT sasurveli teqsti SeiyvanoT masSi da dia-
gramadaaformatiroT. 

- formis damateba

- calkeul grafaSi buletis Camateba

- diagramis formis Secvla
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Links-bmulebis qvemeniu

teqstur dokumentSi SesaZle-
belia veb gverdebis msgavsad 
bmulebis gakeTeba nebismier obi-
eqtTan, SeiZleba es iyos Tavad 
romelime dokumenti, suraTi, vid-
eo an audio faili, Tu internet-
Si arsebuli veb gverdi. teqstur 
dokumentSi raime eleqtronul 

failTan bmulis gasakeTeblad, daaWireT Rilaks Hyper-
link da mihyeviT qvemoT mocemul instruqcias:

 - diagramis feris da stilis 
Secvla

Text to displaygrfaSi Caiwerebahiperbmulis teqsti
Look in grafaSi miuTiTebT misabmeli fails

1.	 Current Folder-amave folderSi arsebuli faili miTiTe-
ba

2.	 Browsed Pages-internetSi daTvalierebuli gverdebi-
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dan amorCeva da miTiTeba
3.	 Recent Files-ukanasknel periodSi gamoyenebeuli (gaaq-

tiurebuli) failebidan amorCeva da miTiTeba
Address grafaSi miuTiTeT veb gverdis zusti misamar-

Ti anu URL
misabmeli failis moZiebisa da miTiTebis Semdeg br-

Zanebis dasrulebisaTvis daaWireT Rilak Ok-s. 

Header and Footer qvemeniu

Insert-meniuSi SegiZliaT do-
kumentis zeda da qveda kolonti-
tulebis anu Header and Footer-is 
Casma. aseve gverdebis avtomaturi 
danomrva (Page Number). 

samive SemTxvevaSi, TiToeul Rilakze daWeris Semdeg, 
Tqven miiRebT ramdenime nimuSis CamonaTvals, saWiroebis 
mixedviT amoirCieT romelime maTgani. Tqveni arCevani 
avtomaturad ganTavsdeba dokumentSi da mogcemT teqs-
tis Caweris, raime obieqtis Casmis, da kolontitulis 
abzacis zomis Secvlis saSualebas. kolontitulebis 
redaqtirebis Semdeg, daaWireT Close Header and Footer-
Rilaks.

Text qvemeniu

am qvemeniuSi mocemu-
lia winaswar daformat-
irebuli da dekorati-
uli teqstebis nimuSebi. 
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amisaTvis gamoiyeneT Rilakebi - Text Box da Word Art. 
sasurveli dizainis amorCevis Semdeg, SecvaleT teqstis 
Sinaarsi da zoma Tqveni survilis mixedviT. aqvea moce-
muli Drop Cap-Rilaki, romelic gamoiyeneba akrefili 
teqstis abzacis dasawyisSi pirveli asos/sityvis `zeda 
asod~ gadasayvanad. 

Page Layout (gverdis ganlageba/formati) meniu
Page Setup qvemeniu
gverdis, an gverdze mocemuli paragrafebis parame-

trebis Sesacvlelad Semdegi brZanebebis Rilakebs viy-
enebT:

Margins-gverdis velebis zomis regulireba progra-
mis mier mocemuli nimuSebis mixedviT

Orientation -gverdis portretuli an landSafturi 
(igive albomis formis) reJimis SerCeva

Size-gverdis zomis regulireba, mag; -A1, A2, A3, A4, 
werilis zoma, da a.S.

Columns-gverdze teqstis svetebad gayofa da Sesabam-
isad svetebis raodenobis gansazRvra

Breaks-gverdebis gayofa (Insert-menius msgavsad)
LineNumbers-TiToeul paragrafis gaswvriv, gverdis 

velze paragrafis danomrva. 
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References (referatebi) meniu
Table of Contents qvemeniu
am qvemeniuSi ganvixilavT sarCevisa da sqolios Casmis 

brZanebebs.

Table of Contents Rilaki saSualebasgaZlevT amoirCioT 
TqvenTvis sasurveli sarCevis dizaini da masze daWer-
is SemTxvevaSi, dokumentis im gverdze, sadac cimcimebs 
kursori, Caismeba sarCevis cxrili. 

gaxsovdeT rom, am Rilakis gaaqtiurebamde unda wi-
naswar daformatirebuli gqondeT sarCevSi mosaTavse-
beli sakiTxebis saTaurebi an/da qvesaTaurebi. amisaTvis 
iyenebT Home-meniuSi arsebuli Styles-kolecqiaSi moce-
muli formatirebis seriebidan Sesaferis stils. dafor-
matirebuli teqsti, anu sakiTx(eb)is saTauri da qvesaTau-
ri, avtomaturad moxdeba sarCevis CamonaTvalSi da mis 
gaswvriv maTi Sesabamisi gverdis nomeri iqneba miTiTe-
buli. dokumentSi teqstis damatebis/Secvlis Sedegad, 
sakiTxTa saTaurebSi ganxorcielebuli cvlilebebisa da 
sakiTxebis gverdebis numeraciis Secvlis Sedegad, sarCe-
vis ganaxlebisaTvis daaWireT Rilaks Update Table. 

Footnote qvemeniu
Tu ki teqstur dokumentSi gWirdebaT komentaris 

gakeTeba sqolios saxiT, amisaTvis gamoiyeneT Rilaki In-
sert Footnote. pirvel rigSi daayeneT kursori im sityvis 
boloSi, romelzec gsurT sqolios gakeTeba. furclis 
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qveda boloSi, avtomaturad gamoCndeba sqolios pirve-
live nomeri, romlis gverdiT dawereT sqolios teqsti. 
yoveli axali sqolios Sesaqmnelad daaWireT Insert Foot-
note-Rilaks. sqolios gasauqmeblad, dokumentis teqstSi 
sityvis bolos dafiqsirebuli sqolios niSani waSaleT 
Backspace-RilakiT. 

Review (ganxilva, rezencia) meniu

Proofing qvemeniu
Spelling & Grammar- brZaneba gamoiyenebamxolod ing-

lisurad beWdvis dros, da gaZlevT saSualebas teqstis 
marTlweris avtomatur ga(Ca)sworebis saSualebas. 

Comments qvemeniu
New Comment - Rilakze daWeriT SegiZliaT teqstSi 

eleqtronuli formatis komentarebis (da ara sqolioe-
bis) Casma. es komentarebi, msgavsia teqstis wakiTvis 
dros mkiTxvelis mier gaCenili SeniSvnebis CaniSvnisa. 
ixileT qvemoT nimuSi, Tu rogor gamoiyureba gakeTebu-
li komentari da vinme [NB] -s mier.es abreviatura migan-
iSnebT ama Tu im komentaris avtoris vinaobas. erTi da 
imave dokumentze sxvadasxva adamianebis mier gakeTebuli 
komentarebis avtorebis saxelis darqmeva da komentaris 
numeracia xdeba avtomaturad MS Word progrmais mier.

komentaris wasaSlelad, miiyvaneT kursori komen-
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tarTan da daaWireT konteqstur meniuSi mocemul Delete 
Rilaks, an klaviaturaze amave saxelwodebis Rilaks. wina 
da momdevno komentarebis navigaciisaTvis gamoiyeneT 
Previous da Next-Rilakebi Comments-jgufidan. 

Tracking qvemeniu

dokumentze muSaobisas, saWiroebis SemTxvevaSi Ses-
aZlebelia Setanili cvlilebebis dafiqsireba gansxvave-
buli formatiT. amisaTvis gamoiyeneba specialuri br-
Zaneba-Tracking (nakvalebi). dokumentSi cvlilebebis Se-
tanis dawyebamde, Review meniudan daaWireT Rilaks Track 
Changes („moniSne cvlilebebi`). amis Semdeg, nebismieri 
formatireba, redaqtireba Tu teqstis waSla/damateba 
iqneba gansxvavebuli formiT dafiqsirebuli dokumentSi 
da TvalsaCinod gamokveTili, raTa advili gasarCevi gax-
des Tu sad gakeTda cvlilebebi. dokumentSi cvilebebis 
gakeTebis moniSvnis brZanebis gasauqmeblad, daaWireT 

imave Rilaks -Track Changes. 
im SemTxvevaSi, Tu ki Tqven kiTx-

ulobT sxvis mier daformatebul/
koreqtirebul dokuments, sadac 
dafiqsirebulia Setanili cvlile-
bebi (Tracking brZanebis RilakiT), 
da gsurTcvilebebis teqstSi inte-

grireba, daaWireT Changes qvemeniuSi mocemul Accept-
Rilaks. xolo Tu ar eTanxmebiT Sesrulebul cvlilebas, 
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maSin amave qvemeniuSi mocemul Reject-Rilaks daaWireT. 
Tqven SegiZliaT saTiTaod mihyveT teqsts da TiToeul 
gakeTebul cvlilebaze gaakeToT Tanxmoba an uaryofa, 
garda amisa SegiZliaT Sesrulebuli yvela cvilebaze 
daTanxmeba da avtomaturad dokumentSi maTi format-
irebis gareSe integrireba an -maTi uaryofa da avtoma-
turi erTiani waSla.

Compare qvemeniu
MS Word-programa iZleva ori 

sxvadsxva dokumentis Sinaarsis 
Sedarebisa da maT Soris gansxvave-
bebis TvalsaCinod vizualizacis 
saSualebas. amisaTvis gamoiyeneba 
Review-meniuSi mocemuli Compare-
Sedarebis qvemeniu. 

Compare-meniuSi airCieT Sedarebis (Compare) an kom-
binirebis (Combine) brZaneba, orive SemTxvevaSi, programa 
miTiTebul dokumentebSi moiZiebs gansxvavebul sityvebs 
da TvalsaCinod wiTlad da xazgasmiT giCvenebT. 

qvemoT mocemulia naxati, Tu rogor daakonkretoT 
dokumentebis SedarebisaTvis Compare-brZanebis de-
talebi
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Original DocumentvelSi miuTiTeT dokumenti, romelT-
anac adarebT meore, Tqveni varaudiT cvlilebebis mom-
cvel, magram ZiriTadad imave Sinaarsis matarebel doku-
ments.
1)	 Revised DocumentvelSi miuTiTeT is dokumenti, 

romelSic cvlilebebia Setanili da romelic gsurT 
rom SeadaroT original versiasTan. 

2)	 More>>>-Rilakis meSveobiT CamoSaleT damatebiTi 
parametrebis meniu, da Show changes in:(„maCvene cvile-
bebi`) qvebrZanebebidan amoirCieT Sesabamisad TqvenT-
vis sasurveli Semdegidan: 
a.	 Original document-original dokumentSi
b.	 Revised Document- Sesworebul dokumentSi
c.	 New Document -axal dokumentSi. 
Sesabamisad, programa Seasrulebs brZanebas da doku-

mentebs Soris arsebul gansxvavebebs (anu sityvebs da si-
tyvaTa jgufebs) xazsgausvams da wiTlad warmogidgenT 
original an Casworebul/axal dokumentSi. 

Combine-qvebrZaneba igive principiT muSaobs, Tumca 
Compare-sgan gansxvavebiT, is sxvadasxva avtorebis mier 
gakeTebul cvlilebebs erT dokumentSi ukeTebs kombina-
cias da gansxvavebebs Semdegnairad warmogidgenT: 

a) waSlili sityva-SuaSi xazgasmuli da sxvaferisaa, 
b) Camatebuli sityva-qveS xazgasmuli da gansxvavebu-

li ferisaa
g) sityvis mTlianad waSlis da sxva sityvis damatebis 

SemTxvevaSi gansxavebebi gverdigverdaa moTavsebuli.

mag: 
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Protect qvemeniu 
rodesac survili gaqvT Tqvens mier 

Seqmnili teqsturi dokumentis sxvisTvis 
gaziareba da im pirovneb(eb)isaTvis am do-
kumentis redaqtirebisa Tu daTvalierebis 
fuqnciebis SezRudva, gamoiyeneT brZaneba 
ProtectDocument-dokumentis dacva Review 
meniudan. 

Protect Document _ Rilakze 
daWeris Semdeg daaweqiT Restrict 
formatting and editing (SezRude 
formatireba da redaqtireba) 
brZanebas. 

moniSneT mocemuli dialogebis 
ujrebi, romelic akonkretebs, rom 
zRudavT teqstis formatirebis Sesa-
Zleblobasa da redaqtirebis saSuale-
bebs da aZlevT CamonaTvalidanmxolod 
erT-erT maTgans
1)	 wakiTxvis saSualebas -No Changes 

(Read only)
2)	 cvlilebebis markirebas (Tracked 

Changes)
3)	 komentarebis gakeTebas (Comments)
4)	 formis Sevsebas (Filling in forms) 

SezRudvebis dakonkretebis Sem-
deg, daaWireT qvemoT Rilaks Yes, Start 
Enforcing Protection-diax, daiwyeT do-
kumentis dacva. Semdeg mocemul dia-
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logur fanjaraSi miuTiTeT parolis saxiT, raime sityva, 
romelic moTxovnili iqneba dafiqsirebuli SezRudvebis 
gasauqmeblad.

View (naxva) meniu

am programaSi muSaobis 
dros, Tqven SegiZliaT amoir-
CioT gverdis naxvis sxvad-
sxva forma, rogoricaa Print 
Layout-printerze amobeWdili 

furclis saxe, Full Screen Reading-MS Word programis in-
strumentebis panelis gaqroba da kompiuteris monito-
ris ekranze mTlianad gaSla, 

Tu ki teqstur dokumentSi 
gWirdebaT raime obieqtis, an 
xazis Casma, SegiZliaT isini 
simetriulad da erTmaneTi-
sagan konkretuli manZilis 
daSorebiT ganalagoT fur-

celze. amisaTvis gamoiyenoT instrumenti-Ruler, saxaza-
vi. es instrumenti, View meniudan unda iyos aucileblad 
moniSnuli raTa furclis zeda da marcxena mxares ga-
moCndes saxazavebi. 
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Zoom qvemeniu 

gverdis printerze amobe-
Wdvamde, an furclis xilva-
dobis zomis procentuli da-
regulirebisaTvis gamoiyene-
ba Rilaki -Zoom gamadidebe-
li. xolo nebismieri zomidan 

Tqveni kompiuteris monitoris ekranis zomis mixedviT 
gverdis avtomaturi maqsimaluri gaSlisaTvis gamoiy-
eneT Rilaki -100%. aseve Two Pages Rilakis meSvoebiT 
SegiZliaT ise SeamciroT xilvadoba, rom ekranze ori 
gverdi erTdorulad paralelurad moCandes.
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 Microsoft  Excel 

eleqtronuli cxrilebis gaSveba xdeba Semdegi mim-
devrobiT: Start→Programs → Microsoft office→ Microsoft of-
ficeExcel 2007. moqmedebaTa Tanmimdevrulad Sesrulebis 
SemTxvevaSi gaixsneba programa Excel, romelic warmodge-
nilia Windows-is standartuli fanjris saxiT da gaaCnia 
misTvis damaxasiaTebeli yvela elementi:

10 eleqtronuli cxrilebi
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	saTauris zoli - aisaxeba programis dasaxeleba da 
failis saxeli, romelTanac mocemul momentSi vmuS-
aobT;

	menius zoli - standartulad Svidimeniusgan Sedgeba 
da moicavs yvela im brZanebas, romlis Sesrulebac 
programas SeuZlia;

	instrumentebis paneli - Rilakebis saxiT moicavs me-
nius xSirad gamoyenebad brZanebebs 

	formulis zoli - gamoiyeneba ujrebSi/diagramebSi 
monacemebisa da formulebis Cawera - redaqtirebisaT-
vis.

	dokumentis fanjara - warmoadgens momxmareb-
lis ZiriTad samuSao ares, sadac xdeba monacemebisa 
da formulebis Setana, cxrilebisa da diagramebis 
ageba,maTi Semdgomi formatireba da a.S.

	statusis zoli - aisaxeba momxmareblisaTvis saWiro 
informacia samuSao aris mimdinare mdgomareobis Ses-
axeb. 
programis fails davTars/wigns (Book) uwodeben, igi 

standartulad badiT dafarul sam furcels moicavs 
(Sheet1, Sheet2, Sheet3), romelTa saxelebi ekranis qveda 
nawilSia ganlagebuli da TiToeulis gaaqtiureba saxl-
wodebaze dawkapunebiTaa SesaZlebeli.

aRniSnuli bade eleqtronulia, beWdvisas ar Cans da 
sagrZnoblad amartivebs muSaobis process. svetebis sax-
elwodebebi laTinuri anbanis simboloebiT (A, B, C, D 
. . .), striqonebis ki maTive rigiTi nomriT ganisazRvra.

rac Seexeba striqonisa da svetis saxelwodebaTa kom-
binacias, is maTsave gadakveTaze miRebuli ujris saxel-
wodebas gansazRvravs da yovelTvis fiqsirdeba formu-
lis zolis marcxniv mdebare Name BoxvelSi.

furcelTa raodenoba mkacrad gansazRvruli araa, es 
momxmarebels saSualebas aZlevs saWiroebis SemTxvevaSi 
Caamatos axali furceli an Sesabamisad waSalos arse-
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buli. im SemTxvevaSi Tu furcelTa simravlis gamo maTi 
saxelwodebebi srulad ar ikiTxeba, isargebleT special-
uri RilakebiT: 
	gadasvla sawyis furcelze - 

	gadasvla wina/momdevno furcelze - 

	gadasvla bolo furcelze - 

gadaadgileba furcelSi
klaviSebi iseve, rogorc maTi kombinaciebi furcelSi 

swrafi gadaadgilebis saukeTeso saSualebaa:
Home gadasvla striqonis pirvel ujraze;
Ctrl + Home gadasvla furclis pirvel ujraze;
Ctrl + End gadasvla Sevsebuli diapazonis marjvena 

qveda ujraze;
Page Down gadasvla ekranuli gverdiT qvemoT;
Page Up gadasvla ekranuli gverdiT zemoT;
Alt + Page Down gadasvla ekranuli gverdiT marjvniv;
Alt + Page Up gadasvla ekranuli gverdiT marcxniv;
Ctrl + Page Down gadasvla momdevno furcelze;
Ctrl + Page Up gadasvla wina furcelze;
klaviaturaze arsebuli isriani klaviSebi ki uzrun-

velyofen gadaaadgilebas marcxena (à), marjvena (ß), qveda 
(â) da Sesabamisad zeda (á) mezobel ujraze;

moniSvnis wesebi

	ujra iniSneba ujraze mausis erTi dawkapunebiT;
	striqonis an svetis srulad mosaniSnad saWiroa mau-

sis dawkapuneba svetis saxelwodebaze an Sesabamisad 
striqonis nomerze; 

	diapazonis mosaniSnad ki saWiroa:
		  daayenoT mausis maCvenebeli diapazonis erT-erTi 

kuTxis ujredze da mausis marcena Rilakze TiTis au-
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Reblad diagonalurad gadaaadgildeT mopirdapire 
kuTxis ujredze.

	im SemTxvevaSi, Tu gsurT erTdroulad ramdenime di-
apazonis moniSvna gaimeoreT zemoTaRwerili proce-
dura amjerad Ctrl klaviSTan kombinaciaSi.

moqmedebebi davTarze

	axali davTris Seqmna - SesaZlebelia Office Button/
New/Blank Workbook brZanebiT an standartuli in-
strumentebis panelze arsebuli New RilakiT

	arsebuli davTris gaxsna - SesaZlebelia Office But-
ton/OpenbrZanebiT an standartuli instrumentebis 
panelze arsebuli Open RilakiT

	davTris Senaxva - SesaZlebelia Office Button/Save br-
ZanebiT an standartuli instrumentebis panelze ar-
sebuli Save RilakiT

	davTris daxurva - SesaZlebelia Office Button /Close 
brZanebiT an davTris saTauris zolSi, marjvena 
kuTxeSi moTavsebuli Close RilakiT

monacemTa Cawera ujraSi

eleqtronuli cxrilis ujredi SeiZleba Seicavdes 
sxvadasxvagvar informacias: teqsts, ricxviT mniSvnelo-
bebsa da formulebs. monacemebis Setana SesaZlebelia aq-
tiur ujredSi an formulis striqonSi. programa avto-
maturad amoicnobs Setanili monacemis tips konteqstis 
mixedviT da mianiWebs ujras Sesabamis formats.

gaaaqtiureT (moniSneT) ujredi, romleSic informa-
ciis Setanas apirebT, akrifeT klaviaturaze monacemebi 
da daafiqsireT Enteran Tab klaviSebis meSveobiT. aRsan-
iSnavia, rom monacemebis SetanisTanave formulis zolSi 
aisaxeba rogorc ujredis Semadgenloba, ise misi da-
muSavebisaTvis gankuTvnili Rilakebi. 
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Rilaki jvris gamosaxulebiT saSualebas gaZlevT 
monacemebi ujraSi dafiqsirebamde waSaloT, rac Seexe-
ba ukve dafiqsirebul informacias - axali monacemebis 
akrefisTanave ujredSi arsebuli avtomaturad waiSleba. 

gaiTvaliswineT:
	ujredSi Setanili teqsturi monacemi dafiqsirebi-

sTanave avtomaturad swordeba ujris marcxena, ricx-
viTi mniSvneloba ki marjvena mxares.

	im SemTxvevaSi, Tu ricxviTi mniSvneloba ar eteva 
ujredSi, mis nacvlad aisaxeba Ziezis niSnebi (###). mniS-
vnelobis gamosaCenad saWiroa ujredis siganis gazrda;

	teqsti Setanisas, SeiZleba ar daetios misTvis gankuT-
vnil ujredSi. aseT SemTxvevaSi igi gadafaravs mezo-
bel ujredebs, magram realurad mainc erT ujraSi 
inaxeba. Tu teqstiT gadafarul ujredSi sxva teqsts 
SevitanT, pirveli teqsti gawydeba da davinaxavT mx-
olod im nawils, romelic am ujramde eteva. Tumca 
programa monacems ar kargavs aseT SemTxvevaSi da sve-
tis siganis gafarToebisTanave mTlianad gamoaCens mas.

formulebi da funqciebi
eleqtronuli cxrilebis upiratesoba teqstur re-

daqtorTan SedarebiT formulebiTaa ganpirobebuli. 
maTi daxmarebiT SesaZlebelia, rogorc martivi moqmede-
bebis (Sekreba, gamokleba, gamravleba, gayofa) Sesrule-
ba, ise urTulesi gamoTvlebis (maT Soris statistikuri, 
finansuri) Catarebac.

imisaTvis, rom programam formula ganasxvaos nebis-
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mieri sxva tipis Canawerisagan aucilebelia misi dawyeba 
tolobis niSniT ,,=`

formulebTan muSaobisas SesaZlebelia ariTmetiku
li,teqsturi,Sedarebisa da samisamarTo operatorebis 
gamoyeneba.

ar
iT

me
t
ik

u
l

i 
o
pe

r
at

o
r
eb

i

Sekreba +

Se
d
ar

eb
is

 
o
pe
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i

tolia =

gamokleba - naklebia <
gamravleba * metia >

gayofa / naklebia an toli <=
axarisxeba ^ metia an toli >=

procenti % ar aris toli <>

formulis teqstSi an misi argumentis gansazRvrisas 
daSvebuli uzustobis SemTxvevaSi, dafiqsirebisTanave 
ujredSi Cndeba Setyobineba Secdomis Sesaxeb, romelic 
iwyeba # niSniT.

formulis Seqmnisas, monacemebis Setanis procesSi 
erT SemTxvevaSi SesaZlebelia gamoiyenoT klaviatura, 
meore SemTxvevaSi ki ujredis an ujredTa diapazonis 
misamarTi (mag., A5 an A5:A10). aseT SemTxvevaSi formula 
mimarTavs garkveul ujrebs da Sesabamisad gamoTvlis 
Sedegi damokidebuli xdeba maT Semcvelobaze. termini 
mimarTva warmoadgens im ujredis/ujredTa jgufis iden-
tifikators, romelsac iyenebs formula argumentis sax-
iT.

absoluturi da fardobiTi mimarTvebi

formulaSi gamoyenebuli mimarTebi Sinaarsis mixed-
viT orgvari SeiZleba iyos: fardobiTi da absoluturi.

standartulad eleqtronuli cxrilis ujrebs far-
dobiTi misamarTebi eniWebaT, rac formulis kopirebi-
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sas masSi Semavali misamarTebis cvlilebas ganapirobebs. 
maSasadame, fardobiTi mimarTvisas xdeba formulis 
Semcveli ujredidan mimarTvis ujredamde moZraobis 
marSrutis (mimarTulebisa da manZilis) miTiTeba.

fardobiTi mimarTvebia: A5, E7, A3:D8
SeniSvna :  samisamarTo operaciebisaTvis gamoiyeneba 

sasveni niSnebi, ori wertili diapazonis sawyissa da sab-
oloo ujrebs gamoiyofs (A3:D8).

Tu gsurT formulis kopirebisas masSi Semavali ujre-
debis misamarTebi darCes ucvleli, saWiroa fardobiTis 
nacvlad gamoiyenoT absoluturi mimarTvebi.

absoluturi mimarTva ujredis absolutur koordi-
natebs iZleva, imis miuxedavad Tu sad aris formulis 
Semcveli ujredi ganlagebuli.

absoluturi mimarTvis aRniSvna xdeba svetis saTau-
ris an striqonis nomris win $ simbolos CasmiT. ujris 
mudmivobas swored dolaris niSani uzrunvelyofs: $A$5

formulis Seqmna da redaqtireba
formulis Setanis dros ar aris aucilebeli ujred-

Ta misamarTebis klaviaturidan akrefa. saWiro ujredze 
mausis dawkapuneba misi misamarTis moniSnul ujraSi av-
tomatur Casmas uzrunvelyofs. 

magaliTisTvis, Tu gsurT daafiqsiroT B7 da B10 
ujrebis namravli, SeasruleT moqmedebebi Semdegi Tan-
mimdevrobiT:
1.	 moniSneT ujra, romelSic Sedegis dafiqsireba gsurT 

an CaayeneT kursori formulis zolSi;
2.	 SeitaneT klaviaturidan ,,=` simbolo 
3.	 mausis dawkapunebiT moniSneT B7 ujra; 
4.	 klaviaturidan akrifeT maTematikuri operaciis ni-

Sani (am SemTvevaSi ,,*`);
5.	 daawkapuneT B10 ujraze da miRebuli gamosaxuleba 

dafiqsireT Enter-iT. 
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formulis dafiqsirebisTanave samuSao furcelze 
aisaxeba gamoTvlis Sedegi, xolo formulis striqonSi 
Sesabamisi ujredis moniSvnis SemTxvevaSi Tavad formula. 

aRsaniSnavia, rom formulaSi Setanili monacemebis 
Secvlis SemTxvevaSi programa avtomaturad axdens for-
mulis xelaxal gadaangariSebas (ganaxlebs).

funqciebi
funqciaTa nawili winaswar gamzadebul formulebs 

warmoadgens da rTuli gamoTvlebis swrafad/iolad Ses-
rulebis saSualebas iZleva. 

TiToeuli maTgani garkveul kategorias ganekuTvneba 
(mag., finansuri, logikuri, maTematikuri da sxv.) da ori 
nawilisagan: funqciis saxelisa da argumentisagan Sedge-
ba. saxeli gviCvenebs Tu romel operacias asrulebs mo-
cemuli fuqncia, argumentebi ki migviTiTeben monace-
mebs, romlebzec vrceldeba funqciis moqmedeba.

funqciebi informacias argumentebis meSveobiT Rebu-
loben da umravles SemTxvevaSi gvaZleven ricxviT Sedegs, 
Tumca SesaZlebelia Sedegis saxiT mogvces teqsti, logi-
kuri mniSvneloba, informacia samuSao aris Sesaxeb da a.S. 
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funqciis Casma

funqcia SUM()yvelaze xSiradgamoiyenebadia, ris ga-
moc standartuli instrumentebis panelze Rilakis 
saxiTaa ganTavsebuli da uzrunvelyofs svetebSi an 
striqonebSi arsebuli ricxviTi monacemebis avtomatur 
Sekrebas.

imis da mixedviT svetSi arsebuli ricxviTi mo-
nacemebis Sekreba gsurT Tu striqonSi, unda moniS-
noT ujra Sesakrebi monacemebis qvemoT an marjvniv 
da daaWiroT Auto sum Rilaks;
	Sedegad programa giCvenebT moniSnul diapazons 

(moniSvnis Sesworeba SesaZlebelia mausis saSualebiT), 
romlSi arsebuli ricxviTi monacemebis jami dafiq-
sireba Enter klaviSze daWerisTanave.
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funqciis Casma formulaSi SesaZlebelia funqciaTa 
ostatis gamoyenebiTac:

1.	moniSneT ujra, romelSic formulis Setanas apir-
ebT;

2.	airCieT meniu Formulas-is brZaneba Insert Function an 
formulis striqonSi ganTavsebuli Rilaki Insert 
Function;

3.	gamosuli dialoguri fanjara FunctionWizard saSu-
alebas gaZlevT, SearCioT programis nebismieri 
funqcia da gansazRvroT misi argumentebi:

Category velSi warmodgenilia funqciaTa kate-
goriebi, xolo Function velSi ki arCeul kategoriaSi 
Semavali, anbanuri rigis mixedviT dalagebuli fun-
qciebis CamonaTvali.

im SemTxvevaSi Tu zustad ar iciT romel kategorias 
ganekuTvneba sasurveli funqcia airCieT All Function. am 
SemTxvevaSi velSi aisaxeba yvelafunqciis CamonaTvali.

funqciis SerCevis Semdeg saWiroa gansazRvroT misi 
argumentebi (miTiTeba SesaZlebelia rogorc xeliT, 
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aseve mausis saSualebiT) da daasruloT funqciaTa os-
tatTan muSaoba Ok Rilakze dawkapunebiT. 

xSirad gamoyenebadi funqciebi
SUM - ganekuTvneba maTematikur funqciaTa katego-

rias da gamoiTvlis argumentebis jams. mxedvelobaSi ar 
iRebs argumenetebs, romelTac teqsturi an logikuri 
tipis mniSvnelobebi gaaCniaT.
	funqciebi MAX da MIN ganekuTvnebian maTematikur 

funqciaTa kategorias da gamoTvlian argumentebs 
Soris udides da Sesabamisad umcires mniSvnelobas. 
analogiurad avtomaturi Sekrebis funqciisa, ar 
moqmedeben argumentebze, romelTac teqsturi an 
logikuri tipis mniSvnelobebi gaaCnia.

	AVERAGE - ganekuTvneba statistikur funqciaTa 
kategorias da gamoiTvlis argumentebis saSualo 
ariTmetikuls. misi argumentebi SeiZleba iyos 
ricxvebi, mimarTvebi ujredze an ujredTa diapa-
zonze, funqciebi. mxedvelobaSi ar miiReba argu-
mentebi, romelTac teqsturi an logikuri tipis 
mniSvnelobebi aqvT.

SeniSvna : konkretuli funqciis Sesaxeb informacia 
SesaZlebelia miiRoT Insert Funqtion dialoguri fanjris 
qveda nawilSi, funqciis arCevisTanave.

striqonebisa da svetebis zomebis Secvla
mausis gamoyenebiT svetis siganis Sesacvlelad 

saWiroa movniSnoT ramodenime sveti da mausis maCvenebe-
li movaTavsoT moniSnul svetTagan romelimes saTauris 
gamyof xazze. mas Semdeg rac mausis maCvenebeli miiRebs 
ormxrivi isris formas, daaWireT TiTi mausis marcxena 
Rilaks da gadaaadgileT marcxena an marjvena mxares im-
isda mixedviT, moniSnuli svetebis gazrda gsurT Tu Sem-
cireba.
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Tu gsurT daareguliroT svetis sigane masSi Sema-
vali yvelaze grZeli monacemis mixedviT, mausis maCvene-
beli orjer daawkapuneT svetis saTauris gamyof xazze. 
svetis siganis Secvla SesaZlebelia am xerxiTac:
	moniSneT svetebi, romelTa siganis Secvlac gsurT 

da airCieT brZaneba Format. gaxsnil qvemeniuSi air-
CieT Column Width da dialogur fanjaraSi SeiyvaneT 
sasurveli mniSvneloba;

striqonis simaRlis Secvlis procesi analogiuria 
svetis siganis Secvlis procesisa. striqonis simaRle 
avtomaturad regulirdeba teqstSi arsebuli yvelaze 
maRali Sriftis Sesabamisad.

mausis daxmarebiT erTi an ramodenime striqonis si-
maRlis Sesacvlelad saWiroa movniSnoT, mausis maCvene-
beli movaTavsoT sasurveli striqonis nomris qveS mde-
bare xazze (maCvenebeli miiRebs ormxrivi isris formas) 
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da gadavaadgiloT zemoT an qvemoT mausis marcxena 
Rilakze TiTis auSveblad imisdamixedviT striqonis si-
maRleSi gazrda gsurT Tu Semcireba.

Tu gsurT striqonis simaRle daareguliroT masSi 
Semavali yvelaze maRali monacemis mixedviT, saWiroa 
mausis marcxena RilakiT orjer daawkapunoT striqonis 
nomris qveS mdebare gamyof xazze.
	striqonis simaRlis daregulirebis mizniT aseve 

SesaZlebelia isargebloT brZanebiT Format. gax-
snil qvemeniuSi airCieT Row Height da dialogur 
fanjaraSi SeiyvaneT sasurveli mniSvneloba;

formatireba
Excel-Si ujrebis sasurveli saxiT daformateba Sesa-

Zlebelia rogorc maTSi monacemebis Setanamde, ise mona-
cemebis Setanis Semdeg. ujredis formati gansazRvravs 
misi SigTavsis garegnul iersaxes da aranair gavlenas 
ar axdens TviT monacemTa mniSvnelobaze. ujredis for-
matireba xorcieldeba konteqsturi meniudan, romelic 
gamoCndeba am ujredze mausis marjvena klaviSze dawka-
punebiT.
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monacemTa formatireba
programa sxvadasxva tipis monacemTa formatirebis 

mizniT Sesabamis parametrebs gTavazobT. Tu gsurT 
ujreds mianiWoT raime kategoriis formati saWiroa 
moniSnoT isini, airCioT brZaneba Format Cells, xolo miRe-
bul dialogur fanjaraSi gaaqtiuroT CanarTi Numbers:

	Category - monacemTa formatis kategoriis SerCeva;
	am kategoriis saSualebiT SesaZlebelia SevqmnaT 

axali an gavauqmoT Zveli formati (igulisxmeba mx-
olod momxmareblis mier Seqmnili formati). gaiT-
valiswineT, rom samomxmareblo formati mxolod 
im davTrisaTvis aris xelmisawvdomi, romlisTvisac 
Seiqmna.

	ricxviTi formati - Number
gansazRvravs aTwiladi cifrebis raodenobas mZimis 

Semdeg, mravalniSna ricxvebisaTvis cifrTa jgufebis 
gamyof simbolos da uaryofiTi ricxvebisaTvis gamosax-
vis formas.
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Decimal places - mZimis Semdeg aTwiladi cifrebis ra-
odenoba;

	Percentage - procentuli
formati saSualebas gvaZlevs warmovadginoT ricx-

vi procentis saxiT. aseT SemTxvevaSi ricxvi, romelic 
ujredSia fiqsirebuli mravldeba 100-ze da emateba pro-
centis niSani.

	Currency - fuladi
SeiZleba iTqvas ricxviTi formatia, romelic gamoiy-

eneba fuladi Tanxebis warmosadgenad. formatis arCevis 
Semdeg ujraSi arsebul ricxvs emateba valutis niSani, 
romlis SerCeva xdeba FormatvelSi warmodgenili CamonaT-
validan.

	Date & Tine - TariRi da dro
im SemTxvevaSi Tu gsurT ujredSi Cawerili TariRis 

an drois specialuri formatiT gamosaxva, ujreds unda 
mieniWos Date an Sesabamisad Time formati. 

	Scientific - standartuli saxe
saSualebas gvaZlevs warmovadginoT ricxvi standar-

tuli saxiT. mosaxerxebelia Zalian didi da Zalian mcire 
ricxvebis Casawerad. 

	Fraction - wiladuri
Fractionformati ujredSi Setanil ricxvs warmoadgens 

Cveulebrivi wiladis saxiT. gaiTvaliswineT, wiladebsac 
gamosaxvis sakuTari tipebi gaaCniaT, romelTa arCeva For-
matCamonaTvlis velSia SesaZlebeli.

	Text - teqsturi
teqsturi formati ricxviTi formatis eqvivalentu-



77

ria da misgan mxolod imiT gansxvavdeba, rom monacemebi 
ujredis marcxena boloSi fiqsirdeba. ricxvs teqstad 
ar gadaaqcevs, anu ganixilavs rogorc ricxvs, magram 
formulis teqsturi formatiT Caweris SemTxvevaSi igi 
ganixileba, rogorc teqsti da Sesabamisad sxva formu-
liT masze mimarTva ar xdeba.

monacemTa ganTavseba ujredis SigniT
FormatCellsdialoguri fanjris AlligmentCanarTi saSu-

alebas gaZlevT gansazRvroT monacemTa adgilmdebareo-
ba ujredis SigniT, maTi daxra horizontisadmi garkveu-
li kuTxiT da a.S.
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dialoguri fanjris Horizontal velSi arsebuli 
CamonaTvali gamoiyeneba monacemTa horizontaluri 
mimarTulebiT gansaTavseblad:
	General - monacemTa ujreds SigniT ganTavsebis ad-

gili damokidebulia maT tipze;
	Left - monacemi ganTavsdeba ujredis marcxena kid-

esTan;
	Center - monacemi ganTavsdeba ujredis centrSi 

horizontaluri mimarTulebiT;
	Right - monacemi ganTavsdeba ujredis marjvena kid-

esTan;
	Justified - teqsti Tanabrad ganawildeba ujredis 

mTels siganeze, ar gamova ujredis farglebs ga-
reT;

dialoguri fanjris Vertical velSi arsebuli CamonaT-
vali gansazRvravs monacemTa adgilmdebareobas ujre-
dis SigniT vertikalurad:
	Top - monacemi ganTavsdeba ujredis zeda kidesTan;
	Bottom - monacemi ganTavsdeba ujredis qveda kid-

esTan;
	Center - monacemi ganTavsdeba ujredis centrSi ver-

tikaluri mimarTulebiT;

ujredSi teqstis warmodgenis parametrebi:
	Wrap text - uzrunvelyofs erTi ujris SigniT teqs-

tis sxvadasxva striqonebze ganTavsebas;
	Shink to fit - uzrunvelyofs teqstis zomis avto-

matur Semcirebas, ujraSi misi srulad Catevis 
mizniT.

	dialoguri fanjris Orientationganyofilebidan xor-
cieldeba ujredSi Cawerili teqstis daxra hori-
zontisadmi garkveuli kuTxiT.
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CarCoebi da ferebi
FormatCellsdialoguri fanjris BorderCanarTi saSu-

alebas saSualebas gaZlevT SearCioT sasurveli stilis 
da feris xazi ujredis an ujredTa erTobliobis saz-
RvrisaTvis.

survilis/saWiroebis SemTxvevaSi SesaZlebelia CarCos 
daamatoT Crdilis efeqti, gansazRvroT Crdilis adilm-
debareoba, daareguliroT maZili CarCosa da Crdils So-
ris, SearCioT Crdilis feri da a.S. amis ganxorcieleba 
SesaZlebeblia FormatCellsdialoguri fanjris FillCanar-
Tis meSveobiT.
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.formatis kopireba
standartuli instrumentebis panelze arsebuli 

Rilaki Format Painter saSualebas gaZlevT ujras/diapa-
zons mianiWoT formati, romelic ukve gaaCnia garkveul 
ujrebs.

1.	 moniSneT ujra an diapazoni, romlis formatis 
kopirebac gsurT;

2.	 airCieT standartuli instrumentebis panelze ar-
sebuli Rilaki Format Painter;

3.	 moniSneT is ujra an diapazoni, romelSic axdenT 
formatis kopirebas.

 
moqmedebebi furcelze

furclis saxelis Secvla
1.	 miitaneT mausis isari furclis Zvel saxelwode-

basTan (mag., Sheet1), marjvena Rilakze dawkapunebiT 
gaaqtiureT konteqsturi meniu da airCieT brZaneba 
Rename;
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2.	 akrifeT furclis axali saxelwodeba da daafiq-
sireT romelime ujraze dawkapunebiT;

igive xerxiT (konteqsturi menius saSualebiT) Sesa-
Zlebelia davTarSi axali furclis Casma (brZaneba Insert), 
furclis waSla (brZaneba Delete), furclis gadatana da 
kopireba (brZaneba Move or Copy), dafarva (Hide).

diagramebi
informaciis vizualurad aRqmisa da analizis gaad-

vilebis mizniT sasurvelia isargebloT diagramebiT, 
romelTa saSualebiTac SesaZlebelia damuSavebuli in-
formaciis TvalsaCinod warmodgena.diagramebis asagebad 
SeasruleT moqmedebebi Semdegi TanmimdevrobiT:

1.	 moniSneT furcelze monacemebi, romelTa safuZ-
velzec diagramis agebas apirebT;
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2.	  standartuli instrumentebis panelze Insert meni-
udan airCieT diagramis TqvenTvis sasurveli for-
ma. iqve SegiZliaT ixiloT moniSnuli monacemebis 
Sesabamisi grafikis winaswari xedi.
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gaaaqtiureT Chart Tools Rilaki, ris Semdegac ga-
moCndeba Semdegi saxis meniu:

 
menius komponentebia:

•	 Change Chart Type - misi meSveobiT SesaZlebelia di-
agramis tipis Secvla;

•	 Select Date - RerZebis saxelwodebis Secvla, moniS-
nul monacemebSi cvlilebebis Setana;

•	 Chart Layouts - diagramisaTvis saxelis miniWeba, Re-
rZebis saxelis Secvla.

diagramaze cvlilebebis Setana SesaZlebelia mis kom-
ponentebze Tagvis marcxena klaviSis meSveobiT gamot-
anili konteqsturi meniuebidan.
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gverdis parametrebi
gverdebis parametrebis gansazRvraSeiZleba Page Lay-

out menius meSveobiT,romlis arCevisTanave gamosul dia-
logur fanjaraSi SesaZlebelia furclis parametrebis 
daregulireba:

	Size - gansazRvravs furclis formats (mag., A4, A5 
da a.S.);

	Margins - gansazRvravs sabeWd furcelze mindvrebis 
zomas (Top - zeda, Bottom - qveda, Left - marcxena, 
Right - marjvena)

	Orientation velis gadamrTvelebi gansazRvraven nabe-
Wdis orientacias furclze (Portrait - horizontal-
uri, Landscape - vertikaluri;)
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Page Preview winaswari daTvalierebis reJimi

Office Button meniuSi Print qvemenius Print Prewiew br-
Zaneba savaraudo amonabeWds ekranze warmoadgens minia-
turis saxiT, rac saSualebas gaZlevT winaswar ixiloT 
Tu rogori iqneba dokumenti beWdvis Semdeg.

Rilaki Zoom gamoiyeneba maStabis daregulirebisaT-
vis (gverdis gamosaxulebis maStabis gazrda/Semcireba);

	Rilakebi Previous Page da Next Page - wina da Sesa-
bamisad momdevno gverdze gadasvla;
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	Close Prewiev - winaswari daTvalierebis reJimidan 
gamosvla;

beWdva
cxrilis dasabeWdad gamoiyeneT standartuli in-

strumentebis panelze ganTavsebuli Print Rilaki.ekranze 
gamova beWdvis dialoguri fanjara.

dialoguri fanjara Seicavs standartul instru-
mentebsa da velebs, romlebic saSualebas gvaZleven gan-
vsazRvroT:

properties - sabeWdi mowyobilobis parametrebi;
Name - printeri;
Selection - moniSnul ujredTa an obieqtTa simravle;
Active Sheet(s) - aqtiuri an erTad moniSnuli ramden-

ime furceli. yoveli furclis beWdva axali gverdidan 
iwyeba;

Entire Workbook - mTeli davTari;
Print Range - amosabeWdi gverdebis nomrebi;
Number of copies - aslebis raodenoba;
Collate - furclebis beWdvis rigi.
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Power of Point programis gaxsnisTanave, Tqvens win 
momzadebulia slaidis pirveli furceli, sadac unda 
miuTiToT prezentaciis saTauri da qvesaTauri (xSir 
SemTxvevaSi aq iwereba momxseneblis saxeli da gvari, 
TariRi). PowerPoint programis ZiriTadi elementebi pro-
grama Microsoft Word-is msgavsia, amitom kompiuteris saba-
ziso unar-Cvevebis mqone momxmarebelsac ar dasWirdeba 
gansakuTrebuli Zalixmeva, raTa maRal doneze Seqmnas 
saprezentacio masalebi. 

Home meniu
Home meniuSi moTavse-

bulia Semdegi Rilakebi, 
rogoricaa Clipboard-Tan 
dakavSirebuli funqciebi:

Paste - kopirebuli teqs-
tis an slaidis Casma

Cut - teqstis an slaidis 
amoWra

Copy - teqstis an slai-
dis kopireba

Format Painter - teqstis formatis avtomaturi kopire-
ba erTi adgilidan meoreze.

slaidze teqstis da formebis redaqtireba da dizaini 
Microsoft Word-programis analogiuria. 

slaidTan (furclebTan) dakavSirebuli funqciebi: 
Slides (slaidebi) qvemeniu
New Slide - axali slaidis Casma
Layout - arsebuli slaidis formis da ganlagebis Secvla

11
prezentaciis momzadeba 
Power Point-programaSi
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Reset - slaidis zomisa da formatis sawyisi parame-
trebis dabruneba 

Delete - slaidis waSla
TiToeuli slaidis dasamateblad, daaWireT Rilaks 

- New Slide sadac, avomaturad CamoiSleba slaidis for-
matis nimuSebi, da saWiroebisamebr amoirCieT Sesaferisi 
varianti:

•	 Title Slide - slaidis saxelwodeba
•	 Title and Content - saTauri da Sig-

Tavsi
•	 Section Header - seqciis kolon

tituli
•	 Two Content - ori SigTavsi
•	 Comparison - Sedareba
•	 Title only - mxolod saxelwodeba
•	 Blank - carieli, blanki
•	 Content with Caption - SigTavsi 

komentariT
•	 Picture with Caption - suraTi xel-

moweriT (komentariT)

SigTavsi
TiToeul slaidSi, Sinaarsis mixedviT, SegiZliaT teqs-

turi, video, audio, grafikuli da sxva tipis failebis Casma. 
efeqturia prezentacia, roca is maqsimalurad iyenebs Taname-
drove teqnologiebis SesaZleblobebs, da TvalsaCinoebis 
mdidar nimuSebs miznobrivad sTavazobs auditorias. 

Insert (Casma) meniu
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Insert meniudan SesaZlebelia sxvadasxva tipis failis 
Casma:
•	 Table - cxrilebi
•	 Picture - foto suraTi
•	 Clip art - ilustrirebuli, grafikuli fragmentebi
•	 Photo Album - fotoalbomi
•	 Shapes - formebi
•	 SmartArt - grafikuli diagramebis krebuli
•	 Chart - diagramebi da sqemebi
•	 Hyperlink - hiperbmuli (romelime sxva dokumentTan an 

internet gverdTan)
•	 Action - qmedebis brZaneba romelime obieqtze an te-

qstze, romelic unda ganxorcieldes masze ~Tagvis~ 
gadatarebis an daWeris SemTxvevaSi

•	 Text Box - teqsti
•	 Header & Footer - zeda da qveda kolontituli
•	 WordArt - dekoratiuli teqsti
•	 Date & Time - TariRi da dro
•	 Slide Numbers - slaidis danomrva
•	 Symbol - simboloebi
•	 Object - obieqtebi
•	 Movie - kinofailebi
•	 Sound - xmovani failebi

slaidebis dizaini
Design (dizaini) meniu
mas Semdeg, rac daasrulebT slaidebis momzadebas da 

maTze informaciis (Sinaarsis) ganTavsebas, SegiZliaT iz-
runoT slaidebis dizainze. amisaTvis daaWireT menius 
Design da gaecaniT SemoTavazebul SesaZlo variantebs 
gasaformeblad. 
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Page Setup - qvemeniuSi SegiZliaT SecvaloT furclis 
formati - Portrait (portretuli) an Landscape (albomuri, 
landSafturi) formiT.

Themes - qvemeniuSi mocemulia sxvasdaxva saxis Teme-
bi, anu slaidebis fonis saxeobebi, sasurveli variantis 
amorCevis SemTxvevaSi, avtomaturad Seicvleba Tqveni 
slaidis fonis ferebi. aqve SegiZliaT SearCioT:

Colors - ferTa kombinacia
Fonts - fontis stili
Effects -Temis efeqtebi
Background qvemeniu - SerCeuli Temis SemTxvevaSic 

ki SegiZliaT Tqveni gemovnebis mixedviT SecvaloT 
foni. amisaTvis daaWireT Background Styles da SearCi-
erT SemoTavazebuli foni.

animaciebi
Animation (animacia) meniu
prezentaciis slaidebis „gadafurcvlis`, an slaid-

ebze mocemuli nebismieri teqsturi Tu grafikuli obi-
eqtis gasacocxleblad SegiZliaT gamoiyenoT Animation-
brZanebis qveRilakebi. 

slaidze mocemuli obieqtis moniSnvis Semdeg, pro-
gramis marjvena meniuSi gaaqtiurdeba animaciis modi-
ficirebis fanjara - Custom Animation.
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Rilaki Add Effect-gaZlevT 
obieqtis Semosvlis, gasvlis 
animaciuri efeqtis miniWebas. 
imisda mixedviT Tu rogoria 
Tqveni survili da gemovne-
ba, amoirCieT SemoTavaze-
buli variantebi. SegiZliaT 
Play da Slide Show RilakebiT, 
SeamowmoT, rogor gamoiyurba 
Tqvens mier amorCeuli ani-
maciuri efeqtebi slaidze. 

slaidebis gadasvlis dros, 
SegiZliaT SearCioT urTierT 
Secvlis formebi animaciis 
meniuSi mocemuli Transition to 
this Slide variantebis mixedviT, 

romelic or qvejgufad iyofa: 
•	 Fades and Dissolves - gamosax-

ulebis Zalis an simkveTris 
TandaTan gaqroba da gauCin-
areba

•	 Wipes (waSla) - gamosaxuli is-
rebis mimarTulebis mixedviT, 
gansazRvreT slaidebis ga-
daSlis formebi da amoirCieT 
TqvenTvis sasurveli vari-
anti. 
slaidebis gadaSlis animaci-

uri efeqti SegiZliaT yvela 
slaids erTnairi an sxvadasxva 
saxis mianiWoT. 
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slaidis gaSveba saprezentaciod
SlideShow meniu

prezentaciis slaidebis 
momzadebis procesSi, an das-
rulebis Semdeg, saprezen-
tacio reJimSi gadasayvanad 
daaWireT Rilaks SlideShow. 

 
•	 From Beginning _ slaidis Tavidan dawyeba. SegiZliaT 

gamoiyenoT klaviaturaze klaviSi F5.
•	 From Current Slide - im slaidis prezentaciis reJimze 

gadarTva, romelzec kursori aris dafiqsirebuli. 
aseve SegiZliaT gamoiyenoT klaviaturis klaviSTa 
Semdegi kombinacia Shift+F5. slaidebis Cvenebisas, 
slaidebis urTierTmonacvleoba SegiZliaT ganax-
orcieloT klaviaturaze isarTa zeda-qveda, mar-
cxena-marjvena klaviSebis gamoyenebiT. 



93

kursis - sainformacio wignierebis

 safuZvlebi - programa 

Sesavali

masiuri, yovlismomcveli kompiuterizacia, in-
formaciis Senaxvis, damuSavebisa da gavrcelebis 
axali teqnologiebis danergva da ganviTareba, in-
formaciis rolisa da xvedriTi wilis zrda sazoga-
doebis yvela sferoSi  axal amocanebs ayenebs ga-
naTlebis sferoSi dakavebuli adamianebis winaSe. 
Tanamedrove skolis erTerTi ZiriTadi amocanaa – 
Seaswavlos moswavles sworad orientireba mraval-
ferovan da warmoudgenlad didi moculobis infor-
maciul garemoSi, aswavlos informaciis klasifika-
cia da analizi, informaciis wyaroebTan muSaoba, 
SesZinos moswavles sainformacio-sakomunikacio 
unarebi, romelTa meSveobiTac is SeZlebs srulfa-
sovnad funqcionirebas sazogadoebaSi da codnis 
damoukideblad miRebas mTeli Semdgomi cxovrebis 
ganmavlobaSi. 

sainformacio wignierebis qveS moiazreba Semdegi 
kompetenciebis erToblioba:

•	 damatebiTi informaciis saWiroebis Sefasebis 
unari;

•	 informaciis savaraudo wyaroebis gansazRvris 
unari;

•	 informaciis wyaroebidan saWiro informaciis 
amokrefis  unari;

•	 leqsikonebidan, cnobarebidan, enciklopedie-
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bidan, eleqtronuli biblioTekebidan infor-
maciis moZiebis unari;

•	 moZiebuli informaciis analizis unari;

•	 informaciis efeqturad warmodgenis xerxebis 
codna;

•	 informaciis Tematurad, leqsikografiulad, 
TariRis mixedviT an sxva principebiT mowes-
rigebisa da organizebis unari;

•	 informaciis matarebeli obieqtebis Seqmna;

•	 informaciis gaziarebis xerxebis codna; ko-
munikaciis eleqtronuli saSualebebis gamoy-
enebis unari

•	 informaciis gamoyenebasTan da gavrcelebasTan 
dakavSirebuli eTikur-socialuri normebis 
codna.

sainformacio wignierebis  swavlebis 
miznebi da amocanebi:

•	 informirebuli,  teqnologiuri miRwevebis 
efeqtianad gamoyenebis unaris mqone pirovnebis 
aRzrda, romelic SeZlebs informaciis da-
moukideblad mopovebas, marTvas, damuSave-
bas, Sefasebas, analizs damasze dayrdnobiT 
gadawyvetilebis damoukideblad miRebas;

•	 kursis dasrulebis Semdeg moswavles unda 
hqondes sabaziso codna informaciuli da sa-
komunikacioteqnologiebis Sesaxeb, aseve maTi 
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moxmarebis praqtikuli gamocdileba, romelic 
sakmarisi iqneba rogorc momavali profesiuli 
saqmianobisaTvis, aseve SemdgomSi swavlis gas-
agrZeleblad.

kursis dasrulebis Semdeg misaRwevi Sede-
gebi da indikatorebi

1.	moswavles SeuZlia informaciis saWiroebis 
Sefaseba
•	 acnobierebs, ra saxis informaciasWirdeba
•	 aqvs warmodgena informaciis SesaZlo wyaroe-

bze
•	 ganasxvavebs informaciis ZiriTad wyaroebs: 

leqsikons, cnobars, enciklopedias
•	 SeuZlia saWiro informaciasTan misadagebuli 

sakvanZo frazis Camoyalibeba
•	 SeuZlia moZiebuli informaciis sandoobaze da 

relevanturobaze varaudebis gamoTqma

2.	moswavlesSeuZliasxvadasxvasaxiscifru-
lisaSualebisSerCevadagamoyenebainforma-
ciismoZiebisaTvis
•	 moswavles SeuZlia saZiebo sistemebis da sanav-

igacio struqturebis gamoyeneba.
•	 moswavle flobs da iyenebs informaciis Ziebis 

strategiebs; SeuZlia Ziebis arealis SezRudva 
efeqtianobis da siswrafis gazrdis mizniT
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3.	moswavles SeuZlia cifruli formatis in-
formaciis matareblebis Seqmna
•	 moswavles SeuZlia teqsturi dokumentis Se-

qmna da redaqtireba
•	 moswavle flobs teqsturi, audio da grafiku-

li masalis kombinirebis xerxebs
•	 moswavles SeuZlia eleqtronuli cxrilebis 

gamoyeneba piradi xarjTaRricxvis amocanebis 
gadaWrisas da informaciis organizebisas

•	 moswavles SeuZlia saprezentacio programis 
gamoyeneba informaciis warsadgenad

4.	moswavles SeuZliasxvadasxva saxis cifru-
li saSualebebis gamoyeneba informaciis ga-
ziarebisaTvis
•	 moswavles SeuZlia eleqtronuli fostis gam-

oyeneba megobrebTan da maswavleblebTan komu-
nikaciis mizniT

•	 moswavle flobs failTa gaziarebis saSuale-
bebs

•	 moswavles SeuZlia informaciis ganTavseba in-
ternetSi

5.	moswavles SeuZlia sainformacio da sako-
munikacio teqnologiebis usafrTxod  da 
eTikurad gamoyeneba
•	 moswavlem icis cifruli saSualebebis daniS-

nuleba da funqcionirebis pirobebi;
•	 moswavle icavs sanitarul-higienur normebs 
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sainformacio da sakomunikacio teqnolo-
giebiT sargeblobisas

•	 moswavle icavs eTikur-socialur normebs in-
formaciis Seqmnisas da gavrcelebisas;

•	 moswavle icavs qselis usafrTxoebis wesebs, 
piradi xasiaTis informaciis xelSeuxeblobis 
da cifruli resursebis misawvdomobis normebs

kursis moculoba da swavlebis organizeba 

kurss eTmoba kviraSi 1 saaTi 32 kviris ganmav-
lobaSi (anu, sul 32 saaTi). gakveTilebi unda Cat-
ardes kompiuterul klasSi, TiTo kompiuterTan 
araumetes 2 moswavlisa. aucilebelia internetTan 
wvdoma yoveli kompiuteridan. sasurvelia, rom mo-
swavleTa raodenoba klasSi ar aRematebodes 15-s. 



ekaterine korZaZe - maTematikuri 
wignierebis eqsperti.

daamTavra Tbilisis ivane javaxiS-
vilis saxelobis saxelmwifo univer-
sitetis meqanika-maTematikis fakul- 
teti. wlebis ganmavlobaSi iyo skoleb-
is kompiuterizaciis programa „irmis 
naxtomi“-s maTematikisa da bunebisme-

tyvelebis maswavlebelTa sagnobrivi qselis koordina-
tori. monawileobda zogadsaganmanaTleblo skolebis 
maTematikis erovnuli saswavlo gegmis SemuSavebaSi. aris 
maTematikis swavlebis araerTi publikaciis Tanaavtori. 
muSaobs ilias saxelmwifo universitetSi, ganaTlebisa da 
mecnierebis saministroSi maTematikis eqspertad.

ekaterine korZaZe

sainformacio

wigniereba




